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1. Ilepeyennb

IJIAHMPYEeMBbIX

pe3yJbTaTOB

oﬁyqe}mﬂ mo AUCHHUIIJINHE, COOTHECCHHbIX

INIAHMPYEMBIMH pe3yJbTaTaMH OCBOCHHUsI 00pa30BaTeIbHOI MPOrpaMMbl
[Ipouecc u3yyeHus: TUCHUILIMHBI HampaBieH Ha GopmupoBaHue cienyromux komnereHuuii OII BO
1 OBJIaJIEHHUE CJIEAYIOIIUMU pe3yJibTaTaMu O0YUYEeHHUs IO AUCLUIIINHE:

Kox u HaumenoBanue Kon u [lepedenp mIaHUPYEMBIX PE3yIBTATOB OOYUEHUS 110
KOMIIETEHIINH HaVMEHOBaHHE JUCLUIIIINHE

WHJUKATOpa

JIOCTHKECHHUSI
OIIK-5 Crnoco6en | OTIK-5.2 3HaeT
HCII0JIb30BATh IIpumensier TEXHOJIOTHsI 0()OPMIIEHUS TOKYMEHTOB I10 Y4eTy MepcoHaja B
COBpEMEHHbIE nporpaMMHuble | opranuzanuu B 1C «3apruiata u yrpaBieHUEe EPCOHATIOM
UH(pOPMaIMOHHbIE CPeACTBA IPH | ymeeT
TEXHOJIOTHH 1| pelIeHun COCTaBJIATh JOKYMEHTHI I10 YYETY JABUKEHUS KAIPOB C
HPOTrpaMMHBIC cpeacTsa | mpopeccHoHal | penonp3osanreM 1C «3apIuiaTa U yIpasiIeHHe IePCOHATOM
npu pellIeHnY | BHBIX 3a7a4 BlIajeeT HaBbIKAMH
NpOQeccHoHabHbIX HaBBIKAMM CO3/IaHUS, PEJAKTUPOBAHUS U UCIOJIb30BAHUS
afad. ’KYPHAJIOB y4eTa KaJpoBoii JokymenTamuu B 1C

2. Hepeqeﬂb OICHOYHBIX CPEACTB 110 TMCHUIIJINHE

O1eHOYHOE CPENCTBO
£ | Kox MHIMKaTOpoB ! pei
3 MIPOBEPKH PE3yIHTATOB
Ne HaunmMenoBanue pazaerna/TeMsl g JOCTHKEHHS
5 N JOCTHXEHHS MHIUKATOPOB
@) KOMITETEHIIN I .
KOMITETEHINH
1. |1 paznmen. 1C: KagpoBoe 1enonpou3BoACTBO
11 Oprannsanus kagposoro ydera B 1C «3apmnata u ymnpaBieHHE 5 YeTHslii onpoc, Pedepar
""" | nepcoHanom»
1.2. | Odopmienne TpyIOBBIX OTHOIIEHHIT U IBUKEHHE TEPCOHANA 5 YerHbiit onpoc
13, Hactpoiiku ommatel Tpyna mnepcoHanma B 1C «3Bapmiata wu 5 Joxian
yIpaBJICHUE TIEPCOHATIOM)
1.4. | KoHTponbHas To4ka 5 Kontponbras pabora
15 JIoOKyMEHTHUpOBaHHE BBIIIAT IIEPCOHANY 3a HEOTPaOOTaHHOE 5 Tect, YCTHBII 0mpoc
" | Bpems
1.6. | OdopmieHHE IPOUMX BBHITLIAT IEPCOHATY 5 Pegpepar, Vernbiit onpoc
1.7. | PacTopskeHue TPYOBBIX OTHOLIEHHM 5 Sanatm
18 [Mopsinok yuera ynep>kaHuil U3 3apaOOTHOMH IUIATHI IEpCcOHANa B 5 Keiic-3anaua
" | 1C «3apmuiara u ynpasjieHHUE IEPCOHATIOM))
19 @dopmupoBaHHe BHYTPEHHHX OTYETHBIX JOKYMEHTOB  IIO 5 Pedepar
" |mepconany.
1.10 Co3anue periaMeHTHPOBAHHOW OTYETHOCTH MO IEPCOHANY B 5 Y CTHBII 0Mpoc
7| 1C «3apmiara u yrnpaBieHHUE IEPCOHATIOM
1.11. | koHTpoOnBHAs TOUKa 1O 6-10 Teme 5 Kontposnbras pabora
ITpoMexyTOUHas aTTeCTAIUS Ok




3. OueHouHbIE CpPeICTBA (OLIEHOYHbIE MATEPHAJIbI)

IIpumepHBIli  TIEpEUEHB

MPOMEXKYTOYHOM aTTeCTalluU

OLCHOYHBIX CPCACTB  IJId

TCKYHICTO  KOHTPOJA  YCIIEBACMOCTU

u

Ne
o/

HanmenoBanue
OIICHOYHOTO CPeJICTBA

Kpartkas xapakrepuctuka
OLICHOYHOT'O CPEICTBA

[pencTaBiaeHne OLIEHOYHOTO CPEICTBA B
donne (OreHOYHbIC MaTEPHUAITBI)

Texkyumii KOHTPOJIb

JIJ1st o1ieHKHY 3HaHUH

VYeTHBIi ompoc

CpencTBo KOHTPOJISI 3HAHU T
CTYJICHTOB,
CIOCOOCTBYIOIIIEE
YCTaHOBJICHUIO
HETIOCPEICTBEHHOTO
KOHTaKTa MEXIY
IperioIaBaTesieM u
CTYJIEHTOM, B TIpoIiecce
KOTOPOTO TMPEToiaBaTellb
MOJTy4aeT MIUPOKHE
BO3MOXHOCTHU IJIA U3YUYCHUS
WHIWBHUIYaIbHBIX
0COOEHHOCTEH yCBOCHUS
CTyJIEHTaMH Y4eOHOTO
MaTepuana.

[Tepedens BOIIPOCOB AJIsl YCTHOTO OIIpoca

3amaun

3agauu penpoyKTUBHOTO
YPOBHSI, IO3BOJISIFOILIE
OLICHUBAThH U
JTUArHOCTHPOBATh 3HAHHE
(dakTHYeCcKOro MaTepuaa
(6a3oBbIC TOHATHS,
AITOPUTMBI, (DAKTHI) U
MPAaBUJILHOE HUCIIOJIb30BAHUE
CHEIHabHBIX TEPMUHOB U
[IOHATUH, Y3HABAHUE
00BEKTOB U3YUYEHHUS B
paMKax OmpeeIeHHOTO
pazzena JUCHMILTUHBL,

Kommekr 3aaa4 MUHUMAJIbHOT'O YPOBHA

Tect

Cucrema
CTaHJapTU3UPOBAHHBIX
3aJIaHUM, TT03BOJISIOIIAS
ABTOMATU3HPOBATH
MPONEAYPY U3MEPEHUS
YPOBHS 3HAHU U YMEHUU
oOyyJaromierocs.

donx TecTOBBIX 3agaHUA

JIJ1st olleHKH yMEeHUH

Kontponbnas pabota

CpenctBo npoBepku
YMEHUI IPUMEHSATh
IIOJIyYEHHBIE 3HAHUS JJIs
peuieHus 3a1a4y
OIIPEETICHHOI O TUIIA 110
TEME UJIU Pa3leiLy

KoMIiekT KOHTpOJIbHBIX 3aJaHul 10
BapHaHTaM




5 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.

6 Joxkian, cooOrienue [IponykT camocTositennbHON | TeMbI TOKIa/10B, COOOIICHHIA
paboThI CTyIeHTA,
HpeACTaBISIOMUN cOO0H
myOJIMYHOE BBICTYIIJICHHUE
10 NPEACTaBICHUIO
MIOJIYYEHHBIX PE3YyJIbTATOB
pELLIEHNs ONPENCIEHHON
y4e0HO-ITPAKTUYECKOH,
yueOHO-HCCIIe10BATEIbCKON
WM HAYYHOM TEMBI

JIJ1s1 OIIEHKH HaBBIKOB

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

[TpomexyTOUHas aTTecTallus

8 OKk3aMeH CpencTBo KOHTPOJIS KoMIIIeKT sK3aMeHaIllMOHHEIX OUJIETOB
YCBOEHHS y4eOHOTO
Marepuaia u
¢dopmupoBaHus
KOMIICTECHITHH,
OpraHU30BAHHOE B BUJIE
Oecepl 110 OMJIeETaM C
LEJIbI0 TPOBEPKU CTEIICHH U
KauyecTBa YCBOCHUS
M3y4aeMoro MaTepuala,
OTIPEICTUTh
HEOOXOINMOCTL BBEIECHUS
W3MEHEHHI B COJIEp>KaHKE U
METO/IbI 00y4EHUS.

4. llpumepHblii GOHI OLEHOYHBIX CPeACTB AJsl NMPOBEICHUs TEKYLIero KOHTPOJIsS M IPOMEKYTOYHOM
arrecTanuu 00y4arIIMXCH Mo aucuuIuinae (Moay.awo) ""KaapoBblii MeHeqKMeHT"
Ilpumepnvle oyenounvlie mamepuanvl 011 MEKYu €20 KORMPOJiA yCnesaemocmu




Kak opopmuth muuHyI0 KapTOUKy Ha HOBOTO COTPYIHHKA?

Ortser:

3axoaum Bo BKIaAKy «Kaape»y - «CoTpyaHUKIY.

Haxumaem kHomnky «Co3aaTh» - 100aBsie€TCsl HOBBIN 3JIEMEHT.

3anonHeHne ocHOBHBIX JaHHbIX (PUO, nata poxnenns, UTHH, CHUJIC, o)

3anojiHeHHWE JIMYHBIX JAaHHBIX (MECTO POXKACHHS, TPaKIAHCTBO, JOKYMEHT YIOCTOBEPSIOIINIA
JUYHOCTD, TENe(OHBI, aapeca)

3arnoyHeHne JTAHHBIX 00 00pa3oBaHNH/KBAI(UKAITIH (yuebHOE 3aBeJICHUE,
HanpaBlieHHe/CTIelnalbHOCTh, IUIIJIOM U T.1I.)

3anonaenue Bkianku «CrpaBku» (BHECEHHWE CBEACHUN W3 CIPABOK OT MPEABLAYIIEro padoTomaress
IpY HATHYWHN)

3anoJiHeHHEe JAHHBIX O CEMbE

3anoiHeHue JaHHBIX O TPYAOBOH AEATEIbHOCTH

3anonHenue Bkiagku «CtpaxoBaHue» (JIbFOTbI, HHBAJUAHOCTh U MPOY.)

3anoiHeHne JaHHBIX BOMHCKOTO yueTa

Uro0Obl 3aperucTpupoBaTh KApTOUKY HOBOTO COTPYJHUKAa HaXMMAaeM BBEpPXYy KHOIKY «3amucath U
3aKPBIThY.

2. Kak co3aath npukas o npueMe Ha paboTy OJHOI'O COTpYyAHUKA?

Ortser:

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

Haxxumaem xHonky «Co3nate» - «IIpuem Ha paboTy».

BriOupaem u3 cmcka coTpyJHHKA, KOTOPOrO HYKHO O()OPMUTb.

CraBuMm gaTy JOKyMEHTA.

Bo Bkiaake «I'maBHOE):

- BBIOMpaeM Jaty npueMa Ha paboTy;

- HCTIBITATEIbHBIN CPOK NMPH HEOOXOAUMOCTH;

- BEIOMpaeM nojpas/iesieHHe U JOKHOCTh;

- BeIOMpaeM rpaduk padOTHI A1 COTPYIHUKA M BUJ 3aHATOCTH;

- onpeaensieM OOT.

Bo Brmagke «Omiata TpyAa» aBTOMAaTHYECKH OyAeT OIpeleNeH BHJ HAYUCICHUH U pasMmep
3apaboTHOM maTel. HeoOXonuMo yCTaHOBUTH MOPSIOK pacyera aBaHca («PacueroM 3a mepBYyIO MOJIOBHHY
MecsIa).

Bo Bkmagke «TpynoBoil noroBop» HEOOXOAMMO YKa3aTb HOMEpP M JaTy TPYJIOBOTO JOTOBOpa H
MOCTaBUTH (PIIAXKOK, €CJIN TOTOBOP CPOUHBIN. BHECTH MHBIE YCIIOBUS €CIIHM 3TO HEOOXOAMMO.

Jlnst Toro, 4ToObl JOKYMEHT OBUI CO3[aH Ha)KMMaeM KHONKY B BepxHeM JieBoM yriy «lIposectu u
3aKPBITH.

3. Kak oopmMuTh nIepeBoi HECKOJIBKUX COTPYIHUKOB B APYTO€ MOapa3aciieHue?

Ortger:

3axoauM Bo BKIAJKY «Kanpep - :xypHan «IIpuemsl, nepeBobl, YBOIbHEHUSY.

Haxxumaem knonky «Co3nate» - «KanpoBslil mepeBoj; CIIUCKOM).

Buocum naty nokymeHnra.

B TabGnuuHoi yacTH Ha)kuMaeM KHONKY «Jl00aBUTH» M B OTKPBIBIIEMCS OKHE BBIOMpaeM COTPYIHUKA,
cpok nepeBoja. B 3akmanke «I'maBHoey» ctaBum duiaxkok «llepeBectu B Apyroe moapaszieieHue» - BhIOMpaeM
nojapasaeneHue M JoKHOCTh. CraBuM (raxkok «OTpa3uTh B TPYIOBOH KHIDKKE». Bo Bkmaake «Omata
TpyZa» aBTOMAaTHYECKU MOSABSTCS JaHHbIE O IJIAHOBBIX HAUMCJIEHHUSX Ha HOBOM paboueM Mecte. Bo Bkiaake
«TpynoBoil 1OroBOp» BHOCUM CBEIEHUS O JOMOJHUTEIBHOM COTJIAIEHHMH K TPYyJOBOMY J0roBopy. Bo
BKJIJIKE «/]OMOIHUTENBHO» BHOCUM IIPUYMHY U OCHOBaHUE /ISl IEPEBOIA.

Haxwumast BHU3Y mokymeHTa KHOMKY «OK» - cOTpyIHHK-TIEpEBOJHUK TOSBUTCS B TaOMUYHON dYacTh
nokymeHnTa «KaapoBblil mepeBom.

s  no0aBieHHs] CIEAYIOLIETO COTPYJHHMKA HaXUMaeM KHOMKY «Jl00aBUTH» U MOBTOPSEM
HEOOXOIUMEIE IEHCTBHSL.

[Tocne BHECEHUS BCEX COTPYIHUKOB — HaxkuMaeM «IIpoBecTu u 3akpbIThY.

4. Kak co3math nmpuka3 Ha yBOJIbHEHHE paOOTHUKA?

Ortger:



3axoauM Bo BKIAJKy «Kanpep - xxypHan «IIpuemsl, nepeBobl, YBOJIbHEHUSY.

Haxumaem kHonKy «Co31aTh» - «YBOJIBHEHUEY.

B ocHoBHON wYacTu [OKyMEHTa BBIOMpaeM JaTy, MeCSIl HAYUCIEHHUS U COTPYAHHUKA, KOTOPOTO
HEOO0XOAMMO YBOJIHTb.

Bo Briagke «YcioBusi yBONBHEHHUS» BBIOMpaeM JaTy, OCHOBaHHE YBOJBbHEHHS (CO CCBUIKOM Ha
ctatbto TK P®), craBum ¢naxxox «OTpa3suth B TpyJOBOM KHMIKKe». Jlajee yka3bIBaeM KOJIMUYECTBO JHEH, 3a
KOTOpbIE€ BBIIJIAUYMBAETCS BBIXOJHOE MOCOOME (eCaM Takoe ycloBUE IMpenycMoTpeHo). CraBuM  (iakku
«YuuteiBath MPOT» u «Haumcnuts 3aprnaty». Huke aBTOMartuuecku OyIyT pacCUMTaHbl CYMMBI 10
3apaboTKy 3a oTpaboTaHHOE BpeMs, KOMIIEHCAIUSI HEUCIOJIb30BAaHHOTO OTIYCKa M BBIXOJHOE MocoOue (eciau
npeaycMoTpeHo), paccuutad H/ADJI. Jlanee ycranaBinBaeM AaTy BBIILIATHI (MIOCIEIHUI paOOUMil 1€HB).

Bo Bkmaake «KommeHcamust oTmycka» aBTOMaTHYeCKW OYIyT paccuuTaHbl CyMMbl U JIHU
KOMIICHCALINH.

Bo Brkmanke «Hauucinenuss u yaepkaHus» aBTOMAaTUYECKH pAcCUUTAIOTCA BCE HAYUCIIECHMS,
yAEp>KaHUs U CTPAXOBbIE B3HOCHI.

Bo Bknagke «CnpaBku TNpu YBOJBHEHHHW» MOXHO pacredarath crnpaBky 2-HJDJI u Hcxonsuiyro
CIPaBKy JUIsSI pacdeTra ImoCOOUH.

B 3aknroueHum HakMMaeM KHOIIKY «IIPOBECTHM M 3aKpbITh» U JOKYMEHT IOSBUTCS B XKypHaje M
IIPOYMX PETUCTPAX yUeTa.

5. Kak opopMuTh 0uepenHoi exKeroqHbII TPYIOBO OIIAYMBAEMBbIH OTITYCK COTPYAHUKY?

Ortger:

3axonuM Bo BKIaAKy «Kangpep - xkypHan «Otmyckay.

Haxxumaem kHonky «Co3natb» - « OTILyCK».

BriOupaem naty u Mecsil HauuciIeHus. BeiOnpaeM coTpyIHUKA U MIEPUOJT OTITyCKa.

Bo Briagke «OCHOBHOH OTIYCK» CTaBUM TIEpUOJ OTIYCKa M aBTOMAaTHYECKH pPaCCUUTHIBACTCS
KOJMYECTBO KaJleHAApHBIX JaHeH. Huke aBTOMaTW4ecKHM MPOU3BOAUTCSA pacyeT OTIYCKHBIX C YYETOM
cpenHero 3apaborka coTpyanuka, a Takke HJDJI. Jlamee ompenensieM BUJ BBIIUIATH (B MEXK PacUETHBIN
NIEpUOA) U TUITAHUPYEMYIO J1aTy BBIILIATHI.

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

Bo Bkmaake «Haumcrneno» aBTOMAaTWYecKH 3alOJIHATCS CBEACHHUS O HAYUCIEHHBIX CyMMax
OTITyCKHBIX.

Jlnig perucTpanuy JOKyMEHTa Ha)KMMaeM KHOIIKY B BEpXHeM JieBoM yTiy «IIpoBecTu u 3aKphIThY.

6. Kak coznmate Tabenp yuera pabodero BpemeHu?

Ortger:

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

Haxxumaem kHonky «Co31aTh.

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

HaxxumaeM KHOTIKY «3aroiaHUTh.

B TtabnuuHoi yacTH MOSBISIOTCS CBEACHUS [ Ta0esl: COTPYIHHUKH, THU MECsa, BUIbI BPEMEHHU.

JIaHHBIE MOKHO IIPaBUTH.

B Bepxuelt wactu nokymeHTta HaxxkuMmaeM Ha KHOTNKY «lledate T-13» u dopmupyem Tabenb ydera
pabodero BpeMeHH HaxxuMasi KHOMKY «IIpoBeCTH U 3aKpPHITHY.

7. Kak opopmuth yaepkaHus COTPYAHHUKY [0 UCTIOTHUTEILHOMY JIUCTY?

Ortgert:

3axoUM BO BKIAAKY «3apIuiata» - «Y IepKaHus» - « AJIMMEHTBI U JpyTUe yACp KaHUI».

Haxxumaem kHoniky «Co3natby - « ICIOJHUTENBHBIN JTUCTY.

CraBUM JaTy UCHOJHUTENHHOTO JIMCTA, BBIOMpaeM coTpyaHuka. B ctpoke «llomydarens» co3maem
HOBOE (PU3MUYECKOE JIMIIO, SIBISIONIEECS TOJIydaTesieM CpPEICTB 10 HCIOJHUTEIBHOMY JIHCTY. B cTpoke
«AJnlpec» BHOCHM TOT aJpec, Ha KOTOPBIM HEOOXOAMMO MEPEUYHCIATh CPECTBA COTIACHO HCIIOJHUTEIBHOMY
JUCTY.

VYka3plBaeM TMepuoa yAepkKaHUsS H Crmoco0 pacyera ((HUKCUPOBAHHOW CYMMOM, MPOIIEHTOM HIIU
TIOJIeH).

[Ipn HeoOxomaumocTH cTaBuM ¢Graxok «[IpekpaTuTe yaepkaHue MO JOCTHKEHUIO Tpeaena» |



YKa3bIBaEM CyMMY.

Bce cBenenust A JaHHOTO JOKYMEHTa O€epyTCsl U3 UCIIOJIHUTENBHOIO JIUCTA.

B xonne nHaxkumaem kHOmNKy «[IpoBecTH W 3aKpbITh» M C yKa3aHHOTO Nepuoaa OyAyT MPOU3BOIUTHCS
yAEpKaHUS U3 3apIUIaThl JAHHOTO COTPYAHUKA.

8. Kak co3znmath mokyment B 1C JlokymeHTOOOOpOT

Ortser:

Bribpate B pasmene “JlokyMeHTHI M (ailibl”’ COOTBETCTBYIOIIYI0 KOMaHAy w3 Tpymnmbsl Co3nats,
BBIOPATh HYKHBIM BUJ TOKYMEHTA.

3anonHuTh (GopMy (KapTOUKy), MPHUCOCTUHHUTH (aitnpl Ha 3aknagke Dailbl WM HUCMOIB30BATH
KHONKY ([loOaBuTh (aiim), a 3aTeM COXpaHUTb M 3aPETUCTPUPOBATH  JOKYMEHT (CreHepHpoBaTh
PErucTpallMOHHBIA HOMED).

IIpu perucTtpauuu AOKyMEHTa NpPOrpaMMa aHAIU3UPYET €ro PEKBU3UTHI M HIIET HOJXOASALIYIO
HAcTpoiiKy Hymepauuu. Ecnu HacTpoiika He HaiiieHa, TO BblAaeTcs cooduieHue o6 ommoOke. Torma ciemyer
CO3/1aTh €e.

Eciyn HalileHO HECKONBbKO MOAXOAAIIUX HACTPOEK, TO IPUMEHSETCS Ta, KOTOpas MOAXOIUT 10
HauOOJIbIIEMY YUCITY U3MEPEHHH.

9. Kak HactpouTh BuJ U Hymepanur gokymeHTa B 1C JlokyMeHTO000pOT

Ortser:

VYcTaHOBKAa HacTpoeKk BUAA JOKYMEHTa BBINOJHSAETCS Ha 3akiangke «Bua noxymenta — HacTpoiiku»
KapTOYKH BUAA JAOKyMEHTa. B cmpaBouyHON HMH(MOpMAIM MOXHO NPOYUTATH OMNHMCAaHUE OOMIMX HACTPOEK
JUIsL BCEX BHJIOB JOKYMEHTOB Ha IpHUMEpE BHUJOB BHYTPEHHUX AOKyMEHTOB. Ocoboe BHHMaHUE HMeEET
napaMmerp «SIBisercss JOroBOpOM» — HAacTpoMKa O3HAa4aeT, YTO JOKYMEHThl 3TOr0 BHJAA SBISIFOTCS
JIOTOBOpaMH U TPH YCTAHOBKE O3TOM HACTPOMKM aBTOMATHMYECKH YCTaHABJIMBAIOTCS 0€3 BO3MOXHOCTH
OTKJIIOUEHUS JIPYTHM€ HACTPOMKH.

Jlig co3maHuss U HACTPOWKH NpaBUI (OPMHUPOBAHUS HYMEpPATOPOB MPEIyCMOTPEH CHPABOYHUK
Hywmepatopel. CrpaBOUHMK OTKpBIBAa€TCsl 10 OJHOMMEHHOW KOMaHAe€ B MeEHI0 pasaena HopmartuBHO-
crpaBoYHasi UHpopMaus.

Ha 3akmanke «®opmar HOMepa» MOXHO BBIOpAaTh OIHO MM HECKOJIBKO CIYXEOHBIX IOJIeH i
otoOpaxeHus. DopmaT PerucTpallOHHOIO HOMEpa MOXKET BKJIIOYATh B ceOsl pa3ivyHble CIy>KeOHbIe MO,
OTMEUYEHHBIE KBaJpaTHbIMU CKOOKAMHM, M pa3lenuTenu (Hampumep, THpe, Kocas depra). Ecnu pasgenurens
MOMEIICH B KBaJpaTHbIE CKOOKH, BHYTPH KOTOPBIX YKa3aHO CIy)XKeOHOE Iojie, TO OH OyaeT 00aBieH K
HOMEpY TOJIKO B TOM ciy4ae, eciu OyJeT J00aBIeHO ciykeOHoe ToJIe.

[locne co3zmanust W ycTaHoBKHM ¢opMaTa HymepaTopa HEOOXOJUMO NpPUBS3aTh €ro K OJHOMY WU
HECKOJIBKUM BHUAAM JOKyYMEHTOB. OJTO MOXHO CHElaTh KaKk B KapTO4YKe HyMeparopa (Ha 3akjIaike
«/JlericTByeT Mish», Tak U B KAPTOYKE BUJA JOKYMEHTa Ha 3aknanke « Hymepaus».

JUig ogHOTO BUAA NOKYMEHTA MOKHO yKa3aTh HE3aBHCHMYIO HYMEpAlMIO Ha 3aKJIaJKe «He3aBUCHUMAs
HyMepauus». He3zaBucumas Hymepanusi 10 OpraHu3alMi MO3BOJMT JOKYMEHTAM BHJA, KOTOPOMY Ha3HAYEH
3TOT HYMEpaTop, UMETh PETUCTPAIIMOHHBIN HOMEp OJHOro (hopMaTa, HO C MHIMBUAYAIbHOW HyMepalueH Io
KaXJ0 OpraHu3aiuu.

10. Kak nactpouts mabnon qokymenta B 1C JfJokymeHT0000pOT

Ortser:

IIpy co3gaHum AOKYMEHTa B IPOrpaMMe MPEeITyCMOTPEHAa BO3MOXKHOCTb AaBTOMATHYECKH 3aIIOJIHHUTH
€ro peKBU3UTAMHU U MPUCOSIUHUTD (HAIIIbI 110 3apaHee HACTPOSHHOMY I1a0JIOHY .

[Ipu co3manuu BuUJa JOKYMEHTa yJOOHO cpa3y 100aBUTh K HeMy IIa0JOH JOKYMEHTa W HacTPOUTh
aBTOMAaTHYECKOE 3amojHeHue (DailioB. DTH HACTPOMKH JAOCTYNHBI B KapTOUKe BUJAA JOKYMEHTa Ha 3aKJIAJKe
«I11ab10H JOKyMEHTaY.

Ha Bxnanke «PeKBU3HMTHI TOKYMEHTa» MOXKHO CO37aBaTh HAMMEHOBAaHHUE JOKYMEHTA 110 IA0JIOHY.

[Ipy wu3MEHeHMHM pEeKBHU3UTA, YYACTBYIOLIEro B I11a0JOHE HAWMEHOBAHMSA, OH AaBTOMAaTUYECKH
U3MEHUTCS B HAUMEHOBaHMM JOKyMeHTa. Hampumep, M3MEHEHHBIH pPErMCTPAlMOHHBII HOMEpP AOKyMEHTa
ABTOMATUYECKU U3MEHUTCSI U B HAUMEHOBAHHUU.

Hacrtpoiika aBTO3amojiHeHusi IA0JOHA BBIMIOJHAETCS B KapTOYKE BHJA JOKYMEHTa Ha 3aKjajiKe
«11abmon noxymeHTa — @aiasy 1o cepuikaM «He HacTpoeno» unu «OTKPBITHY.

[Tpu HacTpoiike aBTOMATHUECKOrO 3amojHeHus 1mabiaoHoB ¢aitnos ¢opmara Doc, Docx, Dot, Dotx B



OTKpBIBILIEHCS KapTOYKE JOCTAaTOYHO OTMETHTh HYXHBIE MOJSI Ha 3aknanke «PekBU3WTBI», M Iporpamma
ABTOMATHUYECKHU CO3JIaCT UX B (aiine.

NTOI'OBOE TECTUPOBAHUE

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

+ yKa3aHue,

— JIOKJIaJiHasl 3aIIUCKa;

— CBOJIKA.

12. Bun wuH(OpMAIMOHHO-CIIPAaBOYHON JOKYMEHTAIMH, SBIISIONICHCS CHOCOOOM OIEepaTUBHOTO
uHGOPMAIIMOHHOTO 0OOMEHa MEXKAY OpraHU3aIMsIMH, Ha3bIBACTCS:

+ nepenuckou;

— IOKyMEHTAIMe! JIIs CITy:KeOHOTO MOJIb30BAHMUS,

— CTAaTUCTUYECKON OTUYETHOCTBIO.

13. Yro mpencraBiser co0oil 3asBlIEHHE B JIOKYMEHTOOOOPOTE OpraHu3aIun?

+ DTO JOKYMEHT, KOTOpBIH aJpecoBaH JOJDKHOCTHOMY JIHMIy M COJCPKHUT KaKylo-JIMOO TPOChOy
pabOTHHKA;

— OTO AOKYMEHT C MpeIoKEHUEM Ha3HAYUTh, IEPEMECTUTh HIIU MOOLIPUTH pAaOOTHHKA;

— DTO JIOKyMEHT, OOBSICHSIOMIMNA MPUYMHBI CIYyYUBIIETOCS, KOTOPBIA COCTaBiseT pabOTHUK HA WM
PYKOBOJUTEIS.

14. Yto He sBIISIETCS MPU3HAKOM aKTa?

+ cocraBieHue B cBOOOAHOH popme;

— yCTaHOBJIEHUE (DAKTUYECKOTO COCTOSTHUE JIENT U OTPaXKEHHUE €ro B aKTe;

— KOJUJIETUAJIbHOCTh COCTABIICHUSI.

15. JlokyMeHTBI, KOTOpbIE HW3JaHbl BHYTPU YUPEKICHUS U OTHOPABICHBl 32 €ro Ipeaensl Uit
PYKOBOJCTBAa HMJKECTOSILIMM OpraHaM YIIpaBl€HHsA MO0 B LEISAX HCHOJHEHWS NHCbMEHHBIX YyKa3aHUMN
BBICHIEH MHCTaHIMH, HA3bIBAIOTCSL:

+ HCXOIAIMMH TOKyMEHTaMU;

— BXOJISIIIIMMU IOKYMEHTaMU;

— MEPENUCKOMN.

16. Yto BKIIFOUAET B ceOsl TEXHUYECKOE MCIIOTHEHHE JJOKYMEHTA:

+ TOATrOTOBKY TPOEKTa JOKyMEHTa, Ha0Op M pacledyarky TeKcTa MpPOeKTa, KOPPEKTHPOBKY
coJiep>KaHus TOKyMEHTa IoCJIe coryiacoBaHus, oopMieHrne (PHHATBHOTO BapHaHTa JOKYMEHTA;

— TpEAOCTaBICHHUE PACIEYaTAHHOTO MPOEKTa JOKYMEHTAa pYyKOBOJIUTENIIO Ha COIVIACOBaHME,
yCTpaHEHHE HETOYHOCTEH, HA0Op OKOHYATENILHOTO TI0KYMEHTA;

— COCTaBJICHUE JOKYMEHTa Cpa3y B OKOHYATEIbHOM BAapUAHTE, €r0 MOJAINUCAHUE y PYKOBOIUTEI,
OTIpaBKa JOKYMEHTA aJipecaTy.

17. Koraa n1OKyMEHT SBIISIETCSI UICIIOJIHEHHBIM ?

+ Korpma paccmaTtpuBaemblii B JOKYMEHTE BOINPOC PA3PEIIECH IOJHOCTBIO W IEPENHCKa [0 HEMY
3aBEpILICHA;

— Kak TobpKko TOKYMEHTY IPUCBOEH PETUCTPALIMOHHBIA HOMED;

— Korza 10KyMeHT NoayyeH KOHEUHBIM aJpeCaToOM.

18. Kakme pasmeppl mpUPTOB PEKOMEHAYETCS HWCIOIB30BaTh MPU OQGOPMIICHUU JOKYMEHTOB
corimacHo '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. Ludposoit umu OykBeHHO-IM(PPOBON HIACHTUPHUKATOP IAOKYMEHTA, BKIIOYAIOLINH MHOPSIKOBBINA
HOMeEp, JIONOJHSAEMbIN MO KEJIAHUIO HHAECKCAMH COTJIACHO MCIOJIb3YEMbIM KilacCU(UKAaTOpaM, Ha3bIBaeTCS:

+ perucTpalvoOHHBIM HOMEPOM JIOKYMEHTA;

— rpudom;

— J1aTOM TOKyMEHTA.

20. Kakoii ¢hopmat 6Gymaru UCIrosib3yercs 1Ji U3TOTOBJICHUS OJJAaHKOB PE30THOINIT?

+ A5, A6;

— A4, AS;

— A6, A4.

1. HoBwiii coTpynnuk otpaboran B opraHuzanuu Bcero 10 mgueil. HyxHo nu BhIIauuBaTh emy
KOMIIEHCAIIUIO 33 HEUCIIOJIb30BAHHBIN OTIYCK?



a) Jla, 3a 1 nenn

0) Ha, 3a 2,33 aHs oTHyCcKa

B) Ha ycmoTpenue paboronarens
+r) Her

2. Eciu omnara Tpyda B KOMIAHMM HMKE CpPEIHEH B PETMOHE 10 COOTBETCTBYIOLIEMY BHUAY
SKOHOMMYECKOH eATENbHOCTH, TO pab0oTOJaTEeNh MOKET OBITh:

a) [IpuBreyeH Kk aAIMUHUCTPATUBHON OTBETCTBEHHOCTHU

0) OmrpadoBan

+B) BbI3BaH Ha 3apIUIaTHYI0 KOMUCCHIO B HAJIOTOBYIO

r) BrI3BaH Ha 3apIutaTHy0 KOMUCCHIO B TPYAOBYIO HHCIIEKITUIO

3. Tlpm 3akiOYeHMH TPYIOBOTO JIOTOBOpA JIMIIO, TIOCTYMAloliee Ha padoTy, TPEAbIBISICT
paboronarento (cT. 65):

+a) CHUJIC

0) UHH

B) CBUIETENBCTBO O Opake

r) CBUICTENBCTBO O POXKICHUH peOCHKA

4. Kakoil cpoK CUMTAeTCsl MaKCUMAJIbHBIM /U1l UCIIBITAaHUS IIpU NpuéMe Ha padoty (cT. 70):
a) 1 ron

+0) 6 MecsIeB

B) 3 Mmecsa

r) Her orpannuenuii

8. YueOHbIl OTIYCK MPEeI0CTaBISETCS HA OCHOBAHUU:
+a) CrpaBKHU-BbI30Ba

0) 3a4ETHOM KHUKKH

B) Brimucku u3 yuebnoit Bemomoctu BY3a

r) AKaJeMUYeCKOI CIIpaBKU

10. Yro nenath, €M B IMYHON KapTOUKE 3aKOHUYMIIOCH MECTO I BHECEHUSI HH(POpMAaLUU
00 OTIyCKe COTpYAHHKA:

a) bonblie He BHOCUTDH B JIMUHYIO KAPTOUKY 3aIUCH 00 OTITyCKE

0) 3amazaTh IITPUXOM HJIU 3aKJIEUTh UMEIOIIYIOCS HH(OPMALIMIO U CBEPXY HAMHcaTh HOBYIO
B) 3aBECTU BTOPYIO JIMUHYIO KAPTOUKY

+1) OhOopMUTH AOTIOTHEHUE K TUIHOU KapTOUKE

14. IIpu cmene hamMuiInK COTPYIHUKA HA TUTYJIBHOM JINCTE TPYAOBOH KHIKKH HEOOXOIUMO:
a) Hancate psoM HOBYIO (haMHITHIO, B3SIB IPEXKHIOI0 B CKOOKHU

+0) Crapas pamunms 3a4epKUBaeTCs OJJHON YePTOM M BIUCHIBACTCS HOBast (pamMuius

B) [IpexHIo0 Gamumio 3ama3aTh KOPPEKTOPOM

r) Brincate HOBYIO (pamMmmio macToit Apyroro mpera

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

0) BeiroBopax

B) Hapymenusx

r) Harpaxnaenusix, BBIroBopax, HapyIICHUAX

16. Ilpu nepeMEHOBaHUM OpraHU3alMU 3aMUCh B TPYAOBYIO KHUKKY:

a) BHOCUTB HE HYXHO

0) Hy»xHo TOIBKO TeM pabOTHHUKAM, KOTOPBIE YBOJBHSAIOTCS U3 KOMIIAHUHU
B) Hy>kHO TOJBKO B cliydae CMEHBI OpTaHU3AI[MOHHO-TIPAaBOBOU (hOPMBI
+r) Hy)HO

17. Ilpu yBOJIbHEHUHU TPYAOBASI KHUYKKA BBIIAETCSA COTPYIHUKY:



a) B nenp HamucaHus 3asBiIeHUs 00 YBOJbHEHUHN
0) B nensn, mpeAmecTBY MUK YBOJIEHEHUIO

+B) B mocnennuii pabounii 1eHb

r) B cpok, coracoBanHbli ¢ COTPYIHUKOM

Ilpumepnvle ouenounvle mamepuanisl
07151 NPOBEOEHUA NPOMENCYMOUHOU ammecmauuu (3auem, IK3ameH)
nO UMO2am 0ce0eHuUs OUCYUNIUHBL (MOOYII)

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

+ yKa3aHue;

— JIOKJIaJiHAasl 3aIUCKa;

— CBOJIKA.

12. Bua wuHQOpPMAIMOHHO-CIIPABOYHOM JOKYMEHTAllUH, SBISIIOIICNHCS CIIOCOOOM OIEpaTUBHOTO
MH()OPMAIIMOHHOTO 0OMEHA MEXKTy OpraHU3aIUsIMHU, Ha3bIBACTCS:

+ NepenucKoi;

— IOKYMEHTAIIMEH IS CITy>KeOHOTO MOJIb30BAHHS,

— CTaTUCTUYECKOW OTYETHOCTHIO.

13. Yto mpencraBisier coOol 3asiBIIEHUE B JOKYMEHTOOOOPOTE OpraHU3aIu?

+ DTO JOKyMEHT, KOTOpPBIH aJpecoBaH OKHOCTHOMY JIMILy M COJEPKHUT Kakyko-1u00 MpochOy
paboTHUKa;

— OTO IOKYMEHT C MpeJIOKEeHUEM Ha3HAUYUTh, IEPEMECTUTh WIN MOOUIPUTH PaOOTHHKA;

— DTO JIOKyMEHT, OOBSICHSIONIMIA MPUYNHBI CITyYUBIIETOCS, KOTOPBIM COCTaBIsET PAaOOTHHK HA HUMS
PYKOBOJUTETIS.

14. Yto He sBAsAETCS NPU3HAKOM aKTa?

+ cocraBieHue B cBOOOAHOU popme;

— yCTaHOBJICHHE (DAKTHUYECKOTO COCTOSTHUE JIST U OTPAXKECHHUE €T0 B aKTE;

— KOJUJIETUAJIbHOCTh COCTABIICHUSI.

15. JlokyMeHTbI, KOTOpble HW3JaHbl BHYTPU YUPEKIEHUS U OTHPABJICHBl 32 €ro Mpeaenbl Uit
PYKOBOJICTBA HIIKECTOSALIMM OpTraHaM YIpaBieHUs MO0 B LEISX HCIOJHEHUS NHCbMEHHBIX YyKa3aHUN
BBICIIEH MHCTaHIUU, HA3bIBAIOTCSL:

+ UCXOJAIIMMH TOKyMEHTaMU;

— BXOJSIIIAMHE TOKyMEHTAMU;

— MEePENHUCKOM.

16. Uto BKIItOUaET B €O TEXHHUECKOE UCTIOTHEHHUE IOKYMEHTA!

+ TMOATOTOBKY TMPOEKTa JIOKyMEHTa, HaboOp U pacredyarky TeKCTa TMpPOeKTa, KOPPEKTHUPOBKY
CoJIep>KaHus IOKYMEHTA MOCIIe CorJiacoBaHus, oopMieHHe (PMHATHHOTO BapHAaHTa JOKYMEHTA;

— TMpeAOCTaBICHHUE PACIEYaTaHHOTO MPOEKTa JOKYMEHTa pPYKOBOJIUTENI0O Ha COIJIaCOBaHHE,
yCTpaHEHHe HETOYHOCTEH, HA00p OKOHYATENILHOTO TOKYMEHTA;

— COCTaBJIGHUE JOKYMEHTa cCpa3y B OKOHYATEIbHOM BapUaHTE, €ro MOJIMUCAHUE y PYKOBOJIUTEI,
OTMpaBKa JOKYMEHTa aJipecary.

17. Korjia 1OKyMEHT SBJISIETCS HCIIOJITHEHHBIM?

+ Korga paccmaTpuBaemblii B JOKYMEHTE BOINPOC PA3peIlieH IOJHOCTbIO M MEPENHcKa IO HEMY
3aBepIICHa;

— Kak TobKko 10KYMEHTY PUCBOEH PETUCTPALIMOHHBIA HOMED;

— Kora mnokyMeHT mosyueH KOHEYHBIM aIpecaToM.

18. Kakue pasmepsl MmPUPTOB PEKOMEHIYETCS WCHOIB30BaTh MpU OGOPMICHHH JOKYMEHTOB
corimacao '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. Iudporoit unu OykBeHHO-IU(PPOBON HACHTH(PUKATOP TOKYMEHTA, BKIIOUYAIOIIMA TOPSTKOBBIMA



HOMCD, ,Z[OHOJ'IHSI@MHﬁ I10 KCJIAaHWIO UHACKCAMH COTJIACHO UCII0JIb3YyCMbIM KJ'IaCCI/I(l)I/IKaTOpaM, Ha3bIBACTCA:

+ perucTpalMoOHHBIM HOMEPOM JTIOKYMEHTA;

— rpudom;

— JIaTOW IOKYMEHTA.

20. Kaxkoit ¢hoopmaT OyMaru UCIosib3yeTcs JIJIsi M3TOTOBJICHHS OJIAHKOB PE30JTIOIIHIA?
+ A5, A6;

— A4, AS;

— A6, A4.

1. HoBbiii cotpyaHuk oTpabGoTtanm B opranm3anuu Bcero 10 mHei. HyxHO 1M BBITIaYMBaTL €My
KOMITEHCAIIMIO 32 HEUCIIOIb30BAHHBIN OTITYCK?

a) Jla, 3a 1 nenn

0) Ha, 3a 2,33 gHs oTHyCcKa

B) Ha ycmoTpenue paboronarens
+1) Her

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

a) [IpuBieueH Kk aIMUHUCTPATUBHON OTBETCTBEHHOCTH

0) OmrpadoBan

+B) BbI3BaH Ha 3apIUIaTHYI0 KOMUCCHUIO B HAJIOTOBYIO

r) BeI3BaH Ha 3apmiaTHy10 KOMUCCHUIO B TPYIOBYIO HHCIIEKLIUIO

3. Ilpu 3aKkiOYeHMH TPYAOBOrO JOTOBOpa JIMIO, IIOCTyIAaioliee Ha paboTy, MpPEabABIIET
pabortonarento (cT. 65):

+a) CHUJIC

6) UHH

B) CBUIETENBCTBO O Opake

r) CBUIETENBCTBO O POXKICHUH peOCHKA

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

+0) 6 MecsIeB

B) 3 mecsna

r) Her orpannuenuii

8. YueOHbIH OTITyCK MPEIOCTABIISETCS HA OCHOBAHUH:
+a) CrpaBKHU-BbI30Ba

0) 3a4€THOM KHUKKHU

B) Brimucku u3 yuebnoit Bemomoctu BY3a

r) AKaJeMUYeCKOI CripaBKU

10. Yro nenath, €M B IMYHON KapPTOUKE 3aKOHUYMUIIOCH MECTO I BHECEHUSI HH(POpMALUU
00 OTIyCKe COTpYAHHKA:

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

0) 3ama3zaTh IITPUXOM HWJIU 3aKJIEUTh UMEIOIIYIOCS HH(OPMALIMIO U CBEPXY HAmMcaTh HOBYIO
B) 3aBECTU BTOPYIO JIMUHYIO KAPTOUKY

+1) OhOopMUTH AOTOTHEHUE K TUYHOU KapTOUKE

14. Ilpu cmene hamMminu COTPYIHUKA HA TUTYJIBHOM JINCTE TPYAOBOH KHIKKH HEOOXOIUMO:
a) Hammcats psimom HOBYIO (haMUJIHIO, B35IB MPEKHIOKD B CKOOKHU

+0) Crapas pamuims 3a4epKUBaeTCs OJTHON YePTON M BIUCHIBACTCS HOBast (pamMuius

B) [IpexHIo0 Gamunmio 3amMa3aTh KOPPEKTOPOM

r) Bnucate HOByIO (pamminio mMacToil Ipyroro 1sera

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



0) BeiroBopax
B) Hapymenusx
r) Harpaxxienusx, BBIroBopax, HapyIIEeHUIX

16. IIpu nepenMEeHOBaHUM OPTaHU3ALMH 3aIUCh B TPYAOBYIO KHUXKKY:

a) BHocuTh HE HYX)HO

6) HyxHO TOBKO TeM pabOTHHKAM, KOTOPbIE YBOJBHSIOTCS U3 KOMIIAHUU
B) Hy>XHO TOJIBKO B clTydae CMEHBI OPTaHH3AIIOHHO-TIPABOBON (DOPMBI
+1) HyxHO

17. Ilpu yBOJIBHEHUH TPY10Bask KHUXKKA BbIIAETCS COTPYIHUKY:

a) B nenp nHanucanus 3asBjaeHUs 00 YBOJIbHEHUN

0) B nens, mpeAmecTBY MUY YBOJIBHEHUIO

+B) B mocnennuii pabounii 1eHb

r) B cpok, coracoBanHbIi ¢ COTPYIHUKOM

Temwbt nucomennvix padom (3cce, pepepamut, Kypcogvie padomot u op.)

1. Opranu3anus KaJpoBOTo JEIOTPON3BOICTBA HA MPESATPUSATHH.

2. IoKkyMEeHTUPOBaHUE TPYAOBBIX MPABOOTHOIIECHHIA.

3. TexHOJIOTHUS IPOBEICHUS KaJIPOBBIX MMPOBEPOK.

4. Texnonorusi opopmiieHUs TPYAOBBIX OTHOIICHHI pabOTHUKA U paboToaaTes.

5. OdopmiieHre pacTOpKEHUS TPYIOBOTO JOTOBOpa 110 HHUIIMATHBE PaboTOmATENS U 110
COTJIAIIIEHUIO CTOPOH.

6. ®opMupOBaHUE JTUYHOTO JieNia pabOTHHUKA.

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

8. IIpodeccronanbHbIC U JIMYHOCTHBIE KAYeCTBA KaJpOBOTO PAOOTHHUKA.

9. TexHONIOTUSI YHUUYTOXKEHUS KaJAPOBBIX JJOKYMEHTOB.

10.Pabora ¢ koHpUICHITHATBHON HHPOpMAITUEH KaK YacTh KaAPOBOU PabOTHI.

11. CokpatieHue 4UCICHHOCTH TIepCOHana: 0pOpMIICHHE U IPOBEACHUE MPOLIETYPBI
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