MMHMCTEPCTBO TPYJA POCCUHICKON ®EJAEPALIMM
GOEJEPAJIBHAA CIIYXBA 3AHATOCTH POCCHM

HOPMATHUBBI BPEMEHH HA PABOTBI,
BLITOJHAEMBIE PABOTHUKAMM IOPOICKHX
(PAMOHHBIX) LIEHTPOB rOCYJAPCTBEHHOM

CJIYXKEb] 3AHATOCTH

B YCOIOBUAX ABTOMATUIUPOBAHHOMN
OBPABOTKH HHO®OPMALIMM
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MMHUCTEPCTBO TPYJA POCCHMACKON OENEPALIMU
OENEPANIBHAA CIIYXBA 3AHATOCTHU POCCHHA

HOPMATHUBbLI BPEMEHNM HA PABOTHI, BHITTIOJTHAEMbBIE
PABOTHHMKAMM I'OPOJICKUX (PANOHHBIX) HHIEHTPOB
rOCYJAAPCTBEHHON CIIYXEb] 3AHATOCTH B
YCIOBUSAX ABTOMATN3UPOBAHHON
OBPABOTKHM MHOOPMAIIMNHA.




HopMamienr BpemeHn na paboTni, BLIMONHACMBIC PAGOTHUKAMM TOPOACKNX
(pailOHHBIX) MOHTPOB TFOCYASPCTBEHHOH CayKOBlI 3AHATOCTH B YCIOBHAX 8BTOMATHIH-
poBarHOl 06paGoTkk HuopMaALHH PEKOMERAYIOTCS IR YCTAHOBNICHHA 3aTpaT pabo-
YEro BPEMEHH MO KAXAOMY BRIY paboT, BuinonHaemulx paboTHHKAMH HEHTPOB, 8 TaK-
e JIA onpeneseHrus H 000CHOBAHKA HX YHCIICHHOCTH

VIx pwenpenne cnocobeTeyer yaydumieHwio OPraHM3auuM Tpynaa paboTHuxOB
UCHTPOB rocyaapcTBeHrol cayxObl 3aHATOCTH, YTO CYU(CCTBCHHO NOBHIHACT KAYECTBO

obcayxuBaHna HaceneHNns ropoaa (paftona) no sonpocam TPYAOYCTPOHCTEA.
Hopmamenl Bpemenn Ha paborsl BuinosinAeMble PABOTHUKAMH TOPORCKHX

(palioHHBIX) HECHTPOB rocyaapCcTROHHOR CyXOBI JAHATOCTH B YCJIIOBHAEX ABTOMATHIH-
posanroi o6paborxn unpopmauur paspaboranst L{eHTPpaNLHBLIM GIOPO HOPMATHBOB
no 1pyay Munncrepcrsa rpyna Poceuiickoit Denepauns npy ywactus Oeaepansnoit
cny kbl 3anaTocTv Poccuu, 061acTHBIX, TOPOACKHX M PAHOHHBIX UEHTPOB rocCyjap-
CTBEHHON CayXObl 3aHATOCTH.

Hopmatuest Bpemenn Ha pabornl, BbINONHAEMbBbIC PAGOTHHKAMH TOPOACKHX
(pafiOHHBIX) LIEHTPOB rOCyARPCTBEHHOR CyXObl 3aHATOCTH B YCHOBHAX ABTOMATH-
iuposaHtHoit  obpaborxn unPpopmalHK YTBCPKIEHbI nocranosacHueM MuHK-
crepcrea Tpyaa Poccuidckoit Qegepaunu ot 9 oxrabpa 1995r. N 57,



1.OPIIAA YACTH

I.1. HopMaTBbt RO ONPERENEHHI® UYMCIEHHOCTH PabOTHHKOB rOPOACKHMX
(paitOHHBIX) LEHTPOB rocyRapcraeHHOR cnyObi 3aHATOCTH Hacenenus, paboraouue
B YCNOBHRX ABTOMATHIMPOBAHHOK 00paboTKM HHPOPMALMH PEKOMEHAYIOTCA K APH-
MEHEHHIO NPH pacyere TPYAOEeMKOCTH pabor YCTAHOBNCHHH  HOPMHPOBAHHBIX
380aHHR, OOArOoTOBKE JOJ/DKHOCTHLIX HHCTPYKUMH & TAKXEe NpH  onpeneneHns
UWITATHOH YHCACHHOCTH PAGOTHHUKOB, 3AHATLIX B LEHTPAX TroCyZApPCTBEHHOA CiyXGnl
3AHATOCTH Hacenenna Poccnn.

1.2. B ocHosy pa3paboTkun HOPMATHBOB BPEMEHH [10JIOXKEHD:

dorTorpadun (camodororpaduu) pabouero BpeMEHH H XPOHOMETPAXMbLIE HA-
Omonenns, npopefleHHbie B COPOACKMX W pafiOHHBIX LEHTPAX roCcyXapCTBEHHOM
CnyXObi 3aHATOCTH;

MATEPHAIbI MIYHEHHR CYIMECTBYIOUIEH OPraHHIAUMH TPyAa H NEPEAOBOTO
onbiTa paboTHHKOB CNYXKOBl 38HATOCTH;

AQHHBIE HIYYEHHS W BHANH3IA HOPMATHMBHO-METORHYECKHX H 3AKOHOAATEIbHbLIX
IOKYMEHTOB, OTHOCALIIMECR K paboTe cnyxOb! 3aHATOCTH.

1.3. COOpHMK COAEPXKHT HOPMATHBLI BPEMEHM B MHHYTAX Ha NPHHATYIO Anu-
HRUY HimepeHun obvema paboTsl.

|.4. HopMaTHBH BpEMEHH YCTAHOBRCHL! HA Cleayloiue Buabl padoT:

COCTABMEHHE CTATUCTHYECKON OTYETHOCTH M NpOrHo3 norTpebHOCTH B pabo-
yux MecTax u obecnevyeHun Ux paGouch cunoif; oprawnsanuna HHPOpMaLKOHHOE pabo-
Thbi; OPTraHH3aLMns NOMOUIN HACENCHHIO no ycrpofictsy Ha paboTy, OpraHu3anMs npo-
¢pecCHOHANTLHOR NOATOTOBKK H NEPENOArOTOBKK rPaXaaH; OPraHH3alivg BuINjaT noco-
6nit v crunenanit; opranniauns paborm ¢ paSoronareneMm; opransizauda pabormi ¢
3AKOBONATENLHLIMA AKTAMM; apXHBHBIC paboThl ceppHCHbIC PAGOTHI.

Ha paboThi, Hocatue pa3oBbiil XApaKTED M HE YUTEHHbIC B HOPMATUBAX BPEMEHH
npumenserca K=1,08 x rpynoemMxkocts pabor, paccuuTaHHONR N0 HOPMATHRAM.

1.5. B sopmarHBax yureno BpeMa paborei no obcaywupanunio pabouero mec-
TR, Ha OTABIX M JIHYHLIC NOTPEOHOCTH, BKIIOUYas PUIKYALTYPHbIEC NAY3ki B paime-
pe 10% oT onepaTuBHOro BpEMEHH.

1.6. Haumenosanua NOMXKHOCTEH B HacToguieM cOOpHHKE YKR3aHBI B COOT-
BETCTBHH ¢ AclicTBYIOUMM TapHPHO-KBANMHOMKALUMOHHBIM CHIPABOYHHKOM AOMKHOCTEH
PYKOBOHTENEH, CNELHANNCTOB M CIYXaWNX. Bulmonnenne paboT HCNONHUTENAMH ApY-
rOro AOMKHOCTHOrO HAMMEHOBAHHA HEC MOXET CIIY)XHTh OCHOBAHHEM IS Kakux-anGo
HM3MEHEHHE HOPMATHBOB BPEMEHH.

1.7. HopMarusbl BpeMEHM, NpPHBEACHHbLIE B HOPMAaTWBHOH uYacTH cOOpHuUxa,
yCTaHOBNCHL Mg Hanbosee pacnpoOCTPRHEHHLIX OPraHH3a8LUHOHHO-TEXHHYECKHX YCAO-
BHl BuimOAHEeHUA paboT B cnyxbe 3aHATOCTH.

1.8. B cnyuae nanuuma B cryxOe 3angTocTn Gosee NPOrpecCHBHBIX MECTHbIX
HOPMATHBOB BpPEMeHH HACTOAIMMI COOPHHK HC ABNAETCE OCHOBAHHEM MJIA HX H3IMCHE-
HHA.

1.9. Ha paboTthi, HE npenycMOTPeHHbIe COOPHUKOM, 8 TAXKE NPH BHEAPCHHH B
cnyx6e 3aHaTocTH 6osee COBEPUICHHON, YEM 3TO NpPeaAyCMOTPEHO B HOPMATHBAX Bpe-
MEHH, OCPraHH3alHK TPYHa, CleXyeT pa3pabaTniBaTL METOAOM TEXHHYECKOTO HOPMHPO-
BAHMA K BBOJMTHL B YCTAHOBNEHHOM MNOPAAKE MECTHLIC HOPMATHBbI BPEMEHH, COOTBET-
cTeyIouue Gonee BLICOKON NPOHIBOANTENLHOCTH TPYAA.

1.10. Ilp# noxroroBke HOPMATHBOB BPEMEHM HCNOJAL3IOBAHBI CNCAYIOUIHE Ma-
TEPNAsIbI:

3axon "O 3anarocrs nacencHus B PCOCP” ¢ HameHEHHAMH ¥ JONOTHCHNAMM,;

[onoxenue o nopaaxe pa3paboTku HOPMATUBHBX MATEPHANOB NO TPYAY,



MexoTpaciessie MeTOAMYECKHE PeKOMEHaalKN No paipaboTke HOpMaTHBHLIX
MATEPHAIOB UIA HOPMMPOBANHA YPYAa B HENPOMIBOACTBEHHLIX OTPAC/HAX HAPOAHOIO
xosgicrea (M. Dxovomnxa, 1988);

Hopmuposanue Tpyaa cayxaummx. Meroanseckue pexomeunsunn (M.: HUU

TpyAa, 1979);
1.11. Pacyer obuueit Tpyzoemxoc pabot, BpinoangemMpix paboTHrKaMKU CliyxOp)

3AHATOCTH, BPOBOANTCA NO HANPABICHHAM UX ACATEALHOCTH NO Popmysne:
To=Tp * K

riue: To - obwas TpyRoeMKoCcTy padoT, BLINONHAEMbIX B CTYX0e 3aHATOCTA;
Tp - 3arpaTh; BpeMeHH Ha COOTBETCTBYIOLIEC HANPABACHHE HEATENLHOCTH,

OXBAYECHHOE HOPMATHBAMM;
n - KONMHYECTBO BHAOB BbINOJTHACMbIX paboT,
K - xo3¢dnunerr yunthiBaOmuii TpyaoeMKkocTs paboT, Hocawux palo-

BbIH XapaKTep H HE OXBAYCHHBIX HOPMATHBAMM.
1.11.1. 3atpatsl BpeMEHH HaA COOTBETCTBYIOINECEC HANpAaBAEHHE ACATENLHOCTM

ONpeRensOTCA no Gopmyne:
Tp=Hsep * Vi

rae: Vi - o6sem pabotn i-ro Buaa, BLINMOJKHAEMBIH B TCYCHHE TOAA.
1.12. llraTnas yucnennocts pabornnkos (Uus) onpenensercs no popmyne:

Tob
Yu = * Kn

On

rae; On - noneaunit QoHa pabouero ppeMeHn OOHOro pabOTHHKA 38 O,
Kn - xo3dpuumnent, yaHTHBAIOWKEA NIaHUpyeMbIe HEBLIXOAL! paboTHMKOB BO

BpeMs 0TNycKa, 6onesnu H 1.n., onpeaensercs no popmyne:

%Yo nnannpyeMblx HEBLIXOROS
Ku=1+

100

rae . % NnanHpyeMbiX HEBLIXOJOR ONPEACHAETCA MO AdHHbIM OyXrantepckoro

yuera.
1.13. Tlpn pacyere wWITATHOR  YMCHCHHOCTH  PEKOMEHIYCTCS MNPOH3BOLMTL

OKPYT/IEHHA TONBLKO HTOTOBOH UUCIACHHOCTH.
ITpumep pacyera MTATHOR YHCHEHHOCTH MPHBEACH B NMPHIOXEHHH.



2.O0PTAHHU3AIINA TPY JA.

Oynkunn paGOTHUKOB TOPOACKOHR CIYXKObl 3aHATOCTH HACCACHHA B YCJIOBHAX
ABTOMATHIHPOBAHHOH oOpaboTxu HuPOPMAUUK ONPEACARIOTCA JOMKHOCTHBIMK HH-
CTPYKUHAMH, COCTABJIEHHBIMH B COOTBETCTBHH € "TapHOHO-XBAMHPHUKAUNOHMBIME Xa-
PaKTepHCTHKAMM nO  obuiecoTpacieBsiM QOMKHOCTAM cayxawmux" u "Tapudno-
KBAIKPHKALMOHHLIMA XAPAKTCPHCTHKAMM RO AOMKHOCTAM PabOTHHKOB OIOMKETHbIX
yupoOxaeHu#t". DTHMH Keé JOKYMEHTAMH ONPEeAenAloTC: HAWMEHOBAHHA PAGOTHUKOB
CyXObl 3aHATOCTH HACIEHHA.

OpraHn3aHOHHO-TEXHHYECKUMH YCIOBUAMH, OPUHATLIMH 8 cOOpHMKe, npen-
YCMATDHBAETCA PANHOHANTLHAS OpraHH3auua paboyux MecT, CBOCBPEMENHOE BONYYe-
Hue paboTaommmyu HeoOxonuMol HHPOPMALIUK, KOHCYILTAUKM, HHCTPYKTAXA, cOO0MO-
JCHME PALMOHANLHOTO PeXHMA TPYX8 H OTAbIXxa, obecneyenue yCTaHOBACHHBLIX Ca-
HUTAPHLIX HOPM.

PaGoune mecte paboTHUKOB CyXObl 38HATOCTH HAceJeHHA O00OpYAyI0TCH CTO-
nom {¢ npucrasxoft), obecneunsawiliM yaobHoe pasmeineHne Ha HeM OPITEXHHKH H
NPEAMETOB TPYAA.

Jns xpaHeHus cneunanbyol, CRPABOYHOH NHTEPATYPH H JOKYMEHTOB NOJIXKEH
OutTe wKkad.

PaboTunky cayxObl 3aHATOCTH HAceneHHa O6ecneyHBaIoTCA HeoOXOoaUMbLI MU
CAPABOYHBIMH MATECPHANAMH, HOPMATHBHO-MCTOIMYECKHKMH TOKYMEHTAMH, CPABOYHH-
KAMH IO REHCTBYIOUIEMY 38KOHONATENLCTBY, ANQABHTHLIMM KHHXXKAMKH aPECOB H Te-
nedoroB pabOTHHKOB, CBA3AHHLIX C ASATEILHOCTLIO KAHRON OPraHU3aALIKN.

B cBA3H ¢ BHEAPCHUEM B ACATENLHOCTL CIIYX0 3aHATOCTH HACEAEHMA ARTOMATH-
IMPOBAHHMIX TEXHONOrKH, paboune MeECTA CNEMHANIMCTOB JOMKHB! ONTL OCHAMEHW
npodeccHOHANbHLIMH NEpcoHannibiMi xoMmuboTepamu (IT3BM) tuna IBM PC AT co
CREAYIOIMNMH OCHOBHMMH NapaMerpamu. obreM onepaTMHBHOH namaT He Mmexee 640
Kb # eMxoCThioO BHELIMER naMaTH Ha BHHYCCTEPE He MeHee 40 Mb uan repmunana.
KoMabioTep M TEPMHHAN OCHALLACTCA NPH HEOGXOAMMOCTH NMPHHTEPOM € WHPOXOM
HJIM Y3KOH NEYaThIO.

[TOBM Mmoxer npH HeoOXOAMMOCTH OCHAWATLCA CTEKNAHHBLIM HAK NITACTMAC
COBbIM ONTHYCCKHM DuasTpOoM. DxpaH Goapied paspewaoed cNocOOHOCTH YMEHb-
waer nanpaxewue spennn. OCHAWMEHHOCTL 3KPAHA JOMKHE PABHATLCA OCHRAUICHHOCTH
NOMEINeHHA. JKpaH KOMNLIOTEPA PACTIOJIATACTCA NOA NPAMBIM YTAOM MO OTHOLICHHIO K
oxuaM padoyeil KOMHATDI.

PexyM Tpyaa M oTabixa paboTHHKOB, 38HATHIX B Cyx0e 3aHATOCTH HaceneHns,
YCTRHABAHBACTCA WCXOHAA M3 PACNOPAAKA AHA C YYETOM pernaMenTaunH Bcex obs3a-
TOLHLX pa0OT H BLINONHEHHS Hanbonee CRONKHBIX M3 HHX B MIEPBOH NMONOBHHC IHA,
xorna y paborarouiHx orMeyaerca BLICOKaR ycrohunpas tpyaocnocobuocrs. Hapany ¢
3THM HeobxoaumMOo nposencHne GUIKYILTYPHLIX NIaY3 MPOROIDKHTENLHOCTLIO 5-10 MHA.
3a1-1,54. no obeman3al - 1,5y no oxonyauua pabornl.

Pexarm Tpyna v OoTABIXA cneuwanucros, paboralomux Ha [13BM onpeneaserca
"BpeMeHHBIMH CAHUTAPHBIMH HOPMAMK M NPABHAAMH 1A pabOTHHKOB BLIYHCAKRTEND-
HbIX HEHTPOB ", YTBEPXACHHBIX 3aMecTHTEAEM [1aBHOYO TOCYABPCTBEHHOIO CAHHTAP-
noro spaya CCCP ot 2.03. 1988. \o 4559-88.



TOHK.

C6op, usvuenne # aHanus undopmauuu, Heobxo-
AUMOR JJIS COCTABNCHHUR NPOrpaMMel {0 COItHANL-
HO-3KOHOMHYECKOH CHTyalHH B ropojae, o COLHA-
ANbHO-AEMOIP3aPUYIECKOR CHTYAUHH, TPYAOBRIX
pecypcax, O COCTOIHMH 3aHATOCTH, CITPOC H Npek-
noxenne paboued cunsl, pacnpenenexne paboqei
CHJIBI Ha PLIHKE TPYAA&, OPHUHAILHAY M CKPHLITAd

3. HOPMATHUBHASA YACTD.

Pasnen 1. CocTapnenue CTaTUCTHNCCKON OTYETHOCTH H NMPOrHO3 NoTpebHOCTH B pabounx Mectax H obecnedeiun ux pabovei cu-

Mcnonuurenu: HawanvHuk OTAIA, INMaBHbIi CIEKANKCT, BEOYUIHH cnenuanuct, cneuuanucts! 1, I xareropri.

Haumenosanue BuaoB pabor Conepxanne paborn Exnuuna mue- HopmatHBHIE
3aTPaTH Bpe-
MCHH Ha eJ.
Paspaborka mnporpaMMsl COaCHCTBHUA
33HATOCTH HACEJICHHA M COTJIaCOBaHHE
€¢ C COOTBETCTBYIOLUHMH OPraHaMH.

6eapabotuua, Macmralnl, NpPencTOAGMX MAacco-
BBIX BLICBOOOXICHKH, BO3IMOXHOCTH LIEHTDPA 3aH4-
TOCTH [IO COACHCTBMIO 3RHATOCTH HACEHEHHA).

Pa3paboTka mporrosa norpeSnoctu B pabouuxi | nokyment 2490
MecTax u obecrieuenue ux pabouet cTOM.

Pazpaborxa wmeponpuaTaéé no crabuaM3auuH

pHIHKaA, O0eCTIEYEHMIO 3aHATOCTH H COLMANbLHOH
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NOAACPKKH HACENICHKHA, NEPBOOYEPEMHBIX Mep Ha
Cny4ait BOIHUKHOBEHHMA 3IKCTPEMANILHOH CHTYaLMH.
Hiyqaenne HHPOpMAUMH O COCTORHHH

PHHKa TPyAA.

H3yuenue, obo0OuieHNEe H CHCTEMATH3ALMA CBCAC- ! dopma
Hu# no ¢opme 1 TH "Cpenenua 0 norpedbuocty B
paboTHHKax: nNpOogeccHH, XONKHOCTH, TapudHsie
pa3palbl Kateropuy; norpebuocrs B paborankax
Ina 3aMetdeHus cBoOogHBIX paboumx Mect ( Ba-
KAHTHbIX XO/DKHOCTEH ), 4eil.; xapakrep padborsl;
pexuM paboThi, CHCTEMA ¥ pPa3Mep OIUIATH TPYAA.

Hiyuenune, obobuieHne M cHcTeMaTHIAUHMA cBene- i dopma
nut no d¢opme 2TH "Ceenenus o0 BhICBO-
GoxaaeMeix paboTHHKAX, HYXIAIOUWHXCR B TO-

MOUIM MO YPYAOYCTPOHCTBY npodpeccun, A0MK-

HOCTH, TapudHbie Pa3PpAALI, KATETOPHM, HHCIIEH-

HOCTh PabOTHHKOR, IPWYHHELI M NaTa BHICBOOOX-

JEHHA, CIMCOMHAS HUMCICHHOCTL PpaboOTHHKOB
npeampUATHR (OPTaHA3IALHN).

HN3yqenne, obobiicHAe ¥ CHCTeMaTH3aUHA CBEae- ] dopmMma 45
nuit mo ¢opme 3TH "Ceesenua o Hannuumu CBO-

COaHBIX yyeCHBIX MecT Anx NMPodecCHOHANBLHOTO

obyuyenna”, npodeccus, ACIKHOCTH, YHCIO CBO-

Goanvix yuyebupix mect, Tpedyemoe obpaszopanse,

IBUR oOyyeuna, ¢opMa cOyueHHd, CTOMMOCTD OOY-

YeHHA, CPOKK 00yqeHus, MaTepuanpHoe obecneye-

HHC Ha Neprox obyucHus (CTHNCHANHK).
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DOPMHPOBAHKE CTATHCTHUECKOO OT- |YeTaHoBReHMe pexima "CTaToTuKa” “-

4YeTa O TPYAOYCTPOUCTBE H 33HATOCTH

DopMupoBanHe  HOBOIO  CpOog%HO- [B pemume "CrateHcruxa” BuibupacTcs Mecan ot-

MCECASYHOTO OTveTA. YETHOCTH, YCTaHABMMBACTCA PeXHMM QOpMHpOBaS-
HMA OTYETa, BHIBOA Ha 3kpa¥ $opmu 1T, BeBOA
uHpOpPMalLHH NO pa3fenaM, OTYET3 NO PEIyNbTE-
TaM 2Ham3a H obobwenua dopm 1TH, 2TH,
3TH, BmBOA OTYCTA Ha 3KPaH, BHBOJ OTIECTA HA
1€4aThL, BHIBOA OT4eTa B Qain.

Hacenernano ¢ 1T.

DOopMUPOBaHHE KBAPTANLHOTrO OTueTa. {B pexume "Cratcruka™ Bbibupaerca kBapran
OTYETHOCTH, YCTAHABJIMBACTCA DPEXHM (GOopMHUpO-~
BAHHA OTYETR, BRBOA Ka 3KpaH ¢opuei I'T, BBOA
HHGOPMABUNK NO CPOYHO-MECKYHLIM OTIETAM, Bbi-

BOA OTYEeTa Ha 3KPAaH, BLIBOJA OTIYCTY HA NCYATH,
BRIBOA OTYCTa B 6a3y.

1.3.2.

1.3.3.

QopMEPOBaHKE OTUCTE 32 NEPHOA. B pexame "Cratucruka” phibHpaioTes pBpemenHbie

TPalAULI, YCTAHABTMBACTCR PEXHM (GOpMHpOBA-
HHA OTueT2, BHIEOA Ha 3xpaH dopmm 1T, BBOA
HHPOpMAIIHK 1O CPOYHO-MECAYHLIM KIH KBap-
TaNhHLIM CTYCTAM, BHBOA OTHETA HA IKPaH, Bbl-
BOJl OTUEeTAa Ha NeYaTy, BLBOA 0T9eTa B Hasy.

H3yuenne # 0606uieHne MPUKA3OB 0 OPHCBOCHHM
craTyca Oe3paboTHOro, Ha3nayeHHs nocobui,
CHATHE ¢ yuera, craryca ¥ nocobult, mpuoCTAHOB-
Ka nocobHA.



H3zvaenne n 0600uIeHEe MPHKA3OR O HANPABJIEHHH I dopma

rTpaxaaH Ha nepeobyqenue u oOutecTBeHHbIe pa-
G6oTul.

[Mposenenne CpaBRUTENLHOIO aHANK3A MO OCHOB- l ananu3
HBIM [10Ka3aTe/sM KBaPTaAbHbIX OTHETOB. BrigB-
JeHue HOBBIX TECHACHUMA B UIMCPEHHH NoOkalaTe-
ne#.

[ToaroToBKa ¥ COCTaBICHHWE JOKYMEH-

TOB 11O CpeAcTBaM POHAA 3aHATOCTH.

g —

IlomrotoBka B cocraBnexdue Oanamca 1o
cpeacrsaM QOHLA SAHATOCTH.

T e o gom

ITprem oTReTOR OT OpraHu3auMi Bcex BHACB cO0- ] oTeer
CTBCHHOCTH NO CTDAXOZHM B3HOCAM B QOHI 3aHd-
TOCTH.

=

Perucrpauvs # nepepermcrpauys mMpeaipusTHid M| | perncipanus
OpraHu3anMu.




Paanen 2. Opranusanus HHGoOpMAUMORHOH paboTh:.

Hcponuurenu: HagyanbHUK OTAENA, FIABHHIH CIEUNANHCT, BEAyIMi cnenHaineT, cueinanuetl 1, 11 xareropni.

NN Haumenopauue Buaos pabor Coaepxanne pabomu Eaunwuaa uiMe-

nn pexng 3aTPATYHI Bpe-

MEHH Ha el.
H3M. (MHHYTHI)

AxTtyanuzauus xiaccupukatopos u H6a3
TAHHBIX.

OopMupoBaHne KiaccudnkaTopa pali- |YcraHosnenne pexuMa "Knaccuduxaropm”, Bhi-| 1 Mawm. muct
OHOB. BOO Ha 3kpaH PopmMul ZAA 3aNONMHEHHK; BBOH MH-
popMaunH(RAUMCHOBAHEE H KOZ PaliOHR), penak-
THPOBAHHE HAKMMCEHOBAHAL, NCYATL KnaccHuUxa-
TOPA Ha NPRHTEPE.
2.1.2. {QopMHpOBaHue xknaccupuxaropa | YcranopneHue pexuma "Kiaceudpuxarope!”, Bei-| 1 Maim. muct
npeATPHATHEA. BOA HA IKPAH QOPME JUIA 33NOJHEHHUA, BBOA HH-
| Mam. aucr
POB, COUKANbHbLIC NBIOTH! NPCANPHATHR, MHIACKC
NpeanpHUATHA).

dopmanmH (BuA NPEANPUATHR, OTPACHL, PaloOH,
QopMHPOBaHHe KinaccHUKATOPa Npo- {YcraHoBNeHHe pexaaMa "Knacc@uxaropul”, Bei-| | mMam. ymer 17
deccui. BOA Ha 3xpaH Popunt "Kiaaccupukatop npodec-

MpCANPHATHE KOJA), PCIAKTHPOBARHE HAHMCHOBA-
HHsA, MC9aTH Ha NIPHHTCPE.

3anonHeHKe NacnOPTa NPEANPRITHR. | YcTaHOBNeHKHe pexxuMa "[Tacnopt”, BriBOA HA IK-

pan kaproukn “[lacnopr npeanpuaTua”, BBOA
uHPopMansu (PaHoH, HAHMCHOBAHHE NpEeAOpPHI-
THR, OTpachb, ajppec, TenepoH Hay. oTaena xan-

HopMaTusHLle .
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cuit", Beoy uHPopmauHK (HAMMCHOBAHHE M XOIb
npodeccrnit pabounx ® ZODKHOCTEH CIYXAIUHX),
nesaTe Ha MPHHTEpE.

YcraHoBnenue pexuma "Baza sakaHcH#", BuBOJ 7 -
Ha 3kpaH dopmuml "Kaprouxa BakaHCHMA", BBOA

HHPOpMALHN B KAPTOUKY (nMpodeccus, npemmpHs-
THE, paiioH, KOA, peXHM paboTui), penakTHpOBa-

HHE, BHECCHHE H3MECHEHHM, NeYaTh Ha MPUHTEPE.

e i

Yaanenue w3 6a3nl BAKAHCHE ycrapes- |YCTRHOBNeHHE pexuma "3aKkpbiTMe BakKaHCHH",
IOHX BaKaHCHH. BBeeHHE HHopMaLKM (1aTa 3aKPHITMA, PAHON).

Dopmuposarne 63361 yIcOHBIX MECT. | YCTAHOBICHHE POXHMA "ba3a yaeOubix mect”, Bu-{ | KapTOUKa
BOX Ha 3xpaH ¢opumul "Kaprouka COCTOSHHA
y3eOHO-KYypcoBO# cetH’, BBefleHue uudopManuu
(mpodeccha, yaebroe 3apeacrsie, T, paloH, axn-
pec, 1pebopanns k obywaemoMy: oOpazoBaHmue,
noxn, Bo3pacT; ¢opma obydenms, CTUneHaua,

CTOUMOCTE OIUIATHI), PERAKTUPOBAHHE, NEYaTh HA
NPHHTEpE.

KoppexmHpopka 6a3nl ydeOubIX MECT.  [YCTaHOBNCHKHe pexwMa "baza ywebGHbix Mect”,] 1 mam. aucr

JIKCTAHHE KAPTOTCKH, YCTAHOBJICHHE PeXHMa
"PenakTpopanve”, 3anHch M3IMCHEHMH B KApPTOY-
Xy Ycranopnenue pexnma "JJoOGasnexue", spene-
HHe BHOBL 33MONHEHHOH KAPTOUKH HAM KOPpekK-
THpOBKa HBPOpPMaUMH. YCTAROBACHHE pPEXHMA
"Bribopka", sribop yuebHoro 3aBeneunns, npodec-
CHH, paHOHa; NCYATH HE NIPHKTEPE.

2.1.4. (Popmuposansue HasLl BaxaHcHi. ] xapTouka

i BakaMCHA




OopMHPOBaHHE 6a3m BbICBO-
Ooxaembix.

YceranoBnenre pexuma "basa puicBoboxnaeMbIx’,
BLIBOA HA 3kpaH dopmut "Ceesenns o BHICBO-
6oxnaeMbix pabotuuxax”, BBOoA HHPOpMaLHM
(HaHMeHOBaHHe MPEeaNPHATHR, AaTa BucBObOXKIE-
HHA, KOMHYEeCTBO BLICBOOOXNAaeMBIX), BLIBOA HA
akpaH "Kaproyxkn yuera pricBo6oxaaeMnx”, BBOX
uHpopMaunu (NpeanpUsTHe, OTPACTE, npodeccus,
GaMunug, YHCIEHHOCTL), NPOBEPK2 TIOPAAKOBOTO
HOMepa M OOIero xonuyecrsa kaprouek B Oase
BbICBOOOXKAaeMbIX, PEARKTHPOBAHKE, MCYAThL Ha

NpHATEpE.

2.1.6.1. |[KoppexTHposBka 6a3nt BLICBO-

60XnaeMbIX.

ButBoa Ha 3xpaH Tabauupt “CpeacHHS O BHICBO-
6oxgaemMbix paboTHukax", YCTaHORNEHHAE PEXHMA
"Ilobapnenue”, BBeAeHHe BHOBL 3aNOJHEHHOH
"KapToukn ydera BHICBOOOXKAaEMbIX" PabOTHEKOR
g Oa3y ycranosaecnue pexuma “llpocmorp”, Bbi-
OOp HAUMCHOBAHMA NPEANPHATHA, NPOdECcCHH,
Bu1Gop "Kaprouxm yuwera BuICBODOXIZaEMOro",

noaGop BakaHCHE B BHAe Tabmubl, peAAKTHPOBA-
HHe, [eYaTh HA IPHHTEPE.

dopmupoBanne 6a3bl OOLIECTBEHHBIX
pabor.

YcraHoBleHue pexxnMa "bala obmecrsenHnix pa-
601", BLIBOA HA 3KpaH QPopMul "KapTouka BMAOB
oOurecTBeHRbIX paboT”, sBox MHPoOpMaunx (BAL
obuecTBeHHOH padoTei, KommuecTso pabouMx
MeCT RO KaTeropuaM HaceNCHHS, HAHMCHOBAHKE
NpeanpPHATHA, pailoH, oTpacnb, Cp. 3apniaTa),
peAaKTHPOBAaHHE, ICYaTL HA NMPUHTEPE.

Koppextupoexa 6a3p obumecTBeHHbIX
pabor.

YcraHoBaeHue pexuma "baza obinecrBeRHBIX pa-
601", NHCTAHHUE KAPTOTEKH, YCTAHOBACHHC PEKHMA




"BriGopka” ¢ ycnopuaMH noMcka (paiion, npea- :
npuaTHe, BHA obmecTBeHROR pabotni), dopmMupo-
BaHue cnucka obmecTBennbix pabor, ycTraroane-
RHe pexMMa "PelakTHpPOBaHHE", 3aNKCh H3IMEHe-
HAR B K&pPTOHKE, YCTAHOBRIEHHE peXHMa
"HobasneHHe", BBEACHHME BHOBbL 3ANCIAHEHHOM
KApTOYK# MWIKR KOPPEKTUPOBKA HHPOPMALUM
MPCANPHATHA, YCTRHOBJICHHC peXHMa “Yaanurts"
V1A W3 BATHA HCHYXHOH HHPOPMALIHA. |
Odopmnenue crengor nnpopmaunon- |Pacnesarxa Heobxoaumol HHPOPMaUHH AN MH-{ | KapTOouxa
dopmanonnoro zana. PeryingapHas cMeHa uHPOp-
Mauun. [Togroroska HHPOPMALMOHHBIX KAPT H UX
BbIBCUIHBAHHE HA CTECHAH!.

HOrO 3a74.
Koncynsranua xiHeHTOB HHpOpPMAUnHOHHOro 3a-{ | xaprouxa
na. Beipoa HyxHo#t HuGpOpMauun.

[Moarorosxa mudopmaimonnoro 610n- |M3yuenne ¥ anann3s AOKyMEHTOB HO KOTOPHIM €O-| | XOKyMeRT,

NECTENRS. crasngercd Oiomnereds. CocrapieRHe TEKCTa, pac-| KOIHYECTBO
CMOTPCHHE PYKOBOACTBOM, BHCCCHEC HCIIPABACHHHA | NEeYaTHHX 3Ha-
B pyxonuch no zamMedanuad. COnThIBAHRKME ¥ npas-| XoB: go 100
K& PACNICYATAHHOIO C MAUIHHE! TEKCTA. 200

300
300
1000

t!



IMoarorobka aHANMHTHYECKOH cnpaBki. (TToMCK ¥ OTOOPp NaHHLIX B NaMaTH MallWHBI 18| | JOKYMENT,
COCTABJICHUS CripaBku. M3yuyenue, aHanu3 u oleH-{ obrem aHaM-
K& JOKYMEHTOB, COoaepXaiuux HHPopMaumio no THYECKOH

reme. CocTaBlleHHE CTPaBKH, PacneyaTka HY)XHOM | CITpaBKH B Ma-

HHOOPMALIHK HA NNPHHTEPE. IDHHONMUCHBIX
! nucrax: ao 2 240
3 240
4 360
5 360
7 420
10 1200
15 1200
20 1200
25 1440

30 1440
QOpMHpPOBaHME JAPYTHX  BHLIXOZHLIX
dopm.
2.5.1.

dopmupopanue anbboma BakaHcHi NMo [YCTaHOBNeHHE pexuMa "[lpyrue BrixoaHbie ¢pop-i | mamt. macr
NpeANpPUATHAM. Mbi", BLIBOA Ha 3KPaH OKHA C NMPHUIJIAIICHHEM Bbl-
6pate dopmy amboma B BUAe TaONKIE!, BBOX HH-
¢opManun(aaTa NMONYYEHHA 3aABKH, HEAHMCHOBA-
HHC MpEennpHATHA, NpoPeccHH, NOKHOCTH, Ta-
PHOHBIA pa3paa, 3apruiaTa, KONKYECTBO MECT),
pacnedartka Ha NpUHTepe.
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Mbl", BBIBOA Ha 3KPAH OKHA ¢ NPHUINALICHHEM BHI-
6pate dopmy anbboma B BHze TaOMMILL, BBOA HH-
dopMau (ROMEP DO NOPAAKY, HAUMCHOBAHHE
npemnpusTus, NpodeccHH, AOMKHOCTH, TaAPpHPHEIR
pa3pan, 3apluiaTa, KONMYECTBO MECT, HNONOMHH-
TENbHbIC JLroTHl, PamMunus, WMe, OTYECTBO PYKO-
BOAMTEN OTAENa KaJIpOoB, agpec NpEeRNpHITHA),
BBEAEHKe B a3y, neyats Ha MPRHTEPE.

dopmupoBadie antbboMa s pa3nuy-
HbIX COLMANBLHBIX IPYNIL.

Ycratornenne pexxuma "[lpyrue srixoannie ¢op-
MBI", BRIBOJ Ha 3KPa8H OKHAa ¢ NPHINAMCHHEN Bhi-
6pats pcpmy anpboma, BBOA HHPOPMAEUHE, ne-
9aTh Ha [TPUHTEpE.

DopMHpOBaHHE AbOOMA BAKAHCHMA I | YCTAHOBICHHE pexHMa "BaxaHcur i pa3nng-

NEHCHOHEPOB NO NPEeANPHATHAM. |HBIX CONUANBHULIX IPYRN", BHIBOX HA 3KpaH Qopmbl
ansboMa B pure rtabaxusl, BBOA HHGODPMAUMM
(Dara nonygenus 3a4PKM, HAHMEHOBAMHE npen-
MPHATHA, npoPeccHa, MOMKHOCTH, TapHPHHH
paspaa, 3apnnara, KOJAHYECTRO MECT), BBCACHHE B
6a3zy, ncuaTL, Ka NPHHTEpE.

QopmupoBaKie anhOOMa BAaKaHCHEA 1A | YcTaHOBNeHHe peXHMa "BakaHCHH M1 pa3imy-
HHBANHAOB O NPCANPHATHAM. HbIX COMHANLHEIX rpynn”, BLIBOA HA IKpaH POpME!
ansboma B Buae 1abmuikt, BBOA MHOOPMAIMH
(BaTs nomyyerMa 3aABKHM, HSHMMCHOBAHHC Ipea-
NPpHATHA, npodeccHy, IOONKHOCTH, TApHPHLIH
pa3pan, 3apnnarTa, XORHYECTBO MECT), BBEIACHUE B
Oa3y, neqaTs Ha NpHHTEPE.
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Gdopmuposaine ansboMa BakanCHA AN |YeTanopnenue pexuMa "BakaHcuu mns pasnnv-
38HAYHA CTYAEHTAMM B YYaIIMMCH N0 JHBIX COUMANLNBIX TPYNN", BHIBOA Ha 3KpaH GOpMH
NpEeANPHATHAM. an,6oma B Buae Tabnrubl, BBOA HHPOpMauuM
(aaTa nonydenusa 3adBKHM, HAUMCHOBaAHHC upef-
NPUATHR, npodeccud, IXOMKHOCTH, TApHPHLIK
pa3pan, 3apriaTa, KOMHYECTBO MECT), BBCACHHE B
Oasy, neuaTs Ha NPHHTEDE.

YcranopineHne pekuma "BakaHcuH IR Pasmug-
HBIX COUKANBbHBIX PYAN", BLIBOA HA 3KPaH POpMLI
am,6oma B BHAC TaOmuubl, BBOR HWHPOPMAIMHK
(Data nonmydeHMs 3aTBKM, HAUMEHOBAHHC Npea-
NPUATHA, mpodeccun, HAOMKHOCTH, TapHPHLIK
pa3paj, 3apnaTa, KONHYECTBO MeECT), BBEACHHE B
6a3y, negaTs Ha NPHHTEpeE.

DopuupoBaHHe anbboMa BakaKHCHE qis
BbINTYCKHHKOB LIIKOJ MO MPeANPHATHAM.

YcraHoBneHue pexunma "[Apyrue BoixogHuie hop-
MH", BnBOA HA dkpad dopMmel amsboma B BHAe
Tabauupl, ppog WHOOpMauHu (AATa NONYYEHHS
3aABKH, HAUMCHOBAHHE NPCANPHATHA, npodeccrH,
AONHOCTH, THNA XKWibA, Tapu(pHLIA pa3pan, 3ap-
IIaTa, KONMYECTBO MECT), BBeAcHKEe B Oaly, mne-

4aTHL HA MPHHTCPE.

2.5.4. [Qopmupopanue anbboma BakaHcuit
NpeanpHATHHE, NPeAOCTaBMIIOIIKX
XKHIbe.

DopMmupoBakue anbboma BAKaHCHH
MAaCCOBBIX NPOPECCHH.

Yeranosnense pexuma "Jpyrue snixomyuie ¢op-
Mbi", BRIBOA Ka 3kpaH Popmbl amrboMma B BHae
Tabnuue:, BBoA HEGOPMAUHH (HOMEP 110 NOPAAKY,
HauMeHOBanue npodeccHn, JONKHOCTH, npea-
NPUSTHS, KOJHYECTBO MeCT, TapH(HLIE pa3pan,
3aPIaaTa, JONONHATENLHBIE JLIOTHL), BBEACHHE R
Oazy, neuats Ha NPUHTEPE.

91



2 3

dopuuposanue amboma  cocrapa
y4eOHO-KYPCOBO# CCTH.

OOTIONIHMTELHBIC CBCACHHR), BBeAcHue B a3y,
nevaTh Ha NPHHTEpE.

PopMmupoBaHne annbomMa BaKaHCHHA
obwecTBennbix pador.

YcranosiaenHe pexuMa "Jipyrue uixomusie $op-
mbl", BBIBOA Ha 3KpaH ¢dopmul anpboMa B BHAE
Tabxuuet, BBOA HHPopMmauuu (B obumecTsex-
HOH paboTHl, KOMUYECTBO MECT, Cpe/iuAd 3apnia-
Ta, pexxuM paboTnl), BBeneHKe B a3y, medars Ha

HpHHTEpE.

YcranosneHue pexuMa "JIpyrie BHXOOHKE dop-
MbI", YCTaHOBJACHHC poxHMa "CnHCOK TPYAOYyCT-
POCHHBIX", QOPNHPOBAHME CIIHCKA AHI, NOXYIHB-|
ITHX MeCTO paboThl NO NpearrpUSTHAM, NO BpeMe-
HY (B JHSX) TPYAOYCTPOHCTBA KIHEHTa, BHIBOA HA
3kpaH ¢opmMbt B BUAe Tabmun (HoMep nNO nopan-
Ky, paMunus, uMa, OTYECTBO, KATeropus yuera,
HOMEP YYCTHOH KapTOuYKH, AOMAIIHHH agpec 0o
MECTY NPOMUCKH, AaTa oOpalyeHus B LIEHTP, Mpo-
deccua (JO/DKHOCTL), AaTa NMPHKa3a), BBEACHHE B
6a3y, EYATHL Ha NMPHHTEpeE.

DQopMHPOBAHME CHHCKE TPYAOYCTPO-
CHHEIX.

4
Ycranopnenne pexnma "JIpyrue seixognnie dop-l | mawm. aucr
Mbl", BBiBOO Ha 3KkpaH dopMb amboma B BHIC
Tabnuunl, BBOR HHJOpMauMH (HaHMEHOBAaHHE
npodeccui, Mo KOTOPOH MPOBOAHTCE ODyueHHe,
cTHneHZHA, popMma oOydeHus, cpok obyueHus,

1 mam. nucr

! Ma1D. TMCT

5
12
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dopmuposanne cniucka nocodue. Ycranopnenne pexuma "[pyrue  BuIXOAMbBIE

gopMsl”, 6e3paboTHLIX, NOAYRAIOMUX yCTAHOBIIE-
2.5.10. |®opuuposaHue cnucka 6e3paboruHbix.

Hue pexuma "Cnucox nun 6GeapaborHbix, NOMY-
gaouwnx nocodSue”, puIBOa HA xpan OopMBI B
BHAE TaOnmkipl (HOMep nO NOPAZKY, (aMwiIns,
HMS, OTHECTBO, HOMEP YYETHOH KapTOuKH, JCHbD,
MeCill, Toll pOXACHHA, AaTa PCTHCTPALHH, CPOK
BBINNATH NOcodMd, COCTOSHHME KAPTOYKH), BBCAC-
HHe B 643y, neyaTs Ha MPHHTEpE.
QOpPMHPOBAHHE CIIMCKA JIMU, CTOMIIMX | YCTRHORJCHHE pexuma "JIpyrme  Bhixomubsie | | Mam. aMcT
Ha yYere. Jopsbl”, ycranHosnenue pexmuma "Cnucox M,
CTOSMIHX 13 ydyere", BhIBOX Ha 3KpaH QOPMLI B
pHLE TaOnmusl (HoMmep no nopaaxy, damiums,
HMA, OTYECTBO, HOMEP YYETHOH KapTO4KH, ACHb,
MecAll, TO4 POXICHHA, AOMAIUNKEA azpec, Mpogdec-
CHA, ROIKHOCTL, Aara obpaiieHHs B L{EeHTP), BBe-
nenue B a3y, neyatey Ha NMPHHTEPpE.

Ycraucenenne pexuma “JIpyrue  BLHIXOXHBIE
dbopMul”, ycTaHoBneHHe pexuma "Cnucox Tpyao-
YCTPOCHHDIX", POPMUPOBAHHE CNUCKA NTO NEPHORY
HE3AHATOCTH, NO KATErOPpHMH IIHEHTA, BLIBOA HA
3IKpaH popme B BrJie Tabnuunl (HOMEP nNo NOPpAA-
Ky, $aMMnHa, WMi, OTIECTBO, HOMEpP YHCTHOH
KapTOUKR, OCHb, Mecill, roll POXKACHHA , MPO-
JeccHs  ACIOKHOCTL , AAaTa YBOJLHEHHA, HaHMe-
HOBAHHE OpranM3alMM, KyZa Hampaeasercs Ro-
KYMCHT), BBemeHHe b 6aly, neqaTs Ha MpHHTEpe.

12
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QopMHPOBAHHE CNHCKA ML, NPHUINa- |YCTAaHOBJIEHHE pexuma “Jlpyrue  BbixogHbie | 1 maun. MHCT
INEHHBIX B CTyXk0Yy 3aHATOCTN. dopmMui”, BHIGOP pexnma "CnHcOK JNHIl, MpHIna-

IIEHHBIX Ha npHeM”, BRIBOA Ha 3JKkpaH (OpMH B

BAC TAOMHMULI(HOMED NO NMOPANKY, daMUITHL, UM4,

OTYECTBO, HOMEDP YYETHOHM KAPTOUYKH, Ha3HaYCH-

HOe BpeMi, OTMETKa O MPHXOAE), BBeAcHue B Ha3y,

nedaTs Ha MPHHTEpE.

2.6. |Crpasognoe pyKOBOACTBO MO cHcTeMe |YcTaHOBAeHHEe pexnma "CrapaBouyHMK", onpene-| 1 3agaHHe
"CopelicrBue” neHne Habopa 3KPaHOB NMOMOUIH ¢ KOHTEKCTHEIMH
IEPEKPECTHRIMH CCHUIKAMM 10 KIOYEBLIM CIOBAM |
HeICBBIX MOACHCTEM - TPYROYCTPOHCYBO, fiepe-
oby4eHue, couHanbHas MOMOIb.

2.7. |llppem #® nepenawa HHGOPMALMH
(ropox - yaaneunnsie paGoaue Mecta).

2.7.1. {[logroToBka fAaHMRLIX I1 npHEMa- | YCTAaHOBACHHE peknMa "[loaroToBKa JaHHLIX ANA ] npHem
nepesavH. npueMa-nepeaauH”, BHBOA HA 3KpaH Meuio (Oasa

BakaHcHi, Oaza yueOMRIX MecT, 6a3a obuiecTsen-

Heix pabot, 6asa nacnoproB nNpeANpPHATHIL, KIAcC-

cHPHKETOP NpEANPHATHHA, KNacCHPHKaTOp yded-

HbIX 3aBeICHUH, xiaccuPuxatTop npodeccuit), Bul-

6op Gasnl, ycravoBneHHe B pexnMe "Cepauc” me-

HiIo (AkcnopT uHoOpMaLuK, MMOoOpT nEopMma-

UMH).

6!



YcraHopnenue pexuma "CepBuc”, HacTpoHka Ha Ikc-
NOPT MHPOPMAUHUK, BBOA HHPOpMauuH (IHCKOBOA,
AaTa Hayana QopMHUPOBAHHA U3IMEHEHHH BLIOODKN B
Ha3ax paHHBIX, KOHEYHas XaTa, HAHMEHOBAHHUE paiio-
HOB), 3anycK HENOCPEACTBEHHO MpoOlecca IKCNOPTA
HH)OpMaLMK, BBEACHHE HOBBLIX 3anuceRk nobGapnecHue
WIH DPEAaKTHPOBAHHE, YyAANCHHME 3aNMHCEH MO KOH-
KPETHOMY paoONy, nNepeaaya no KaHanaM CBAIA.

2.7.2. |HMMnopt ungopmanun. YcraHOBsteHue pexuma "Cepsuc”, HacTpoika Ha M-
nopT Hndopmaunu, ssox HHPopManuu { AMCKOBOJ,
Ha¥MEHOBAHHKE PAHOHOB ), 3ayCK HENOCPEACTBEHHO
npouecca “HHpopmauuu, nobapneHne HOBHX 3aNKHCCH
U KOPPEKTHPOBKA CylllecTByoinuX B Ha3zax RaHHLIX,
YOajIcHHE 3anMcel O KOHKPETHOMY PaHoOHy, NPHEM

10 KaHANaM CBA3H.

2.8. |Bmixor s DOS. Ycranosnenne pexuMa "Beixog 8 DOS".

2.9. |IIpoBeaenune conmonornyeckux uc- jOnpeaenenne o6HeXTOB H eAMHRD HabmoaeHH], pas-

CeJOBAHMIA. pabotka cpencre cOopa MmarepHana-METOAMKH HC-
C1eAOBaHKA, O3HAKOMIIEHHE ¢ HAYIHO#R NHTEPATYPOHX,
H3YYeHHE THMNOBLIX HCCIENOBAHHH, KOHCYIbTALUA CO
CNCLHAIMCTOM, ONMPOC 3KCNepTa, HHTEPBLIOHPOBAHUE
( cBo6onHOe, CTAHAAP THIHPOBAKHOE ), KOHCTPYHPO-
BaHue anxers! ( pa3paborxa sonpoCcoOB aHKETH, NpPO-
BEACHHEC MHNOTAaXA, TUPaXMPOBAHHE, 3aNONHEHHE
AHKEThI PECAOHAEHTOM ), onucaHne BLIBOJOB MCCIe-
JOBaHUA, MOArOTOBKA TEKCTOBOI'O MaTepHana, Mpo-
BEIEHHE TNNAHOBLIX HCCIEZOBAHUA (MHIpalMH Ha

TEPPUTOPHUH PEruoHa, nemorpaduueckoe COCTORHME
peruona).
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H3yyeHHe HOPMATHBHBIX AOKYMEHTOB H ] AOKYMEHT
METOIMYECKOHN JIHTEpaATYPHI.

Yyefa, cemMuHapn! 5O NOBHILUIEHHIO
KBATHOUKALKM.

i

2.12. {PeknaMHas NEeATEIAbHOCTD. [loarororka  crares, CBOXOK,  3Kkcmpecc- i | JoKyMerT
HHQOPMaALME B ra3eTy, BLHICTYIUIEHHH NO Paano O
COCTOSHMM PLIHKA TPYA3 FOPOAA, 3aHATOCTH Hace-
AIeHH4, O NOKa3aTeNdx padboTnl HeHTPa 33HATOCTH.

Knyﬁnan paborTa. INomroroBka W NPOBEACHHE MEPONPHATHH B XIY-

6ax "Hoswuiit ctapt”, "Knyb mutymux pabGory".
Pa3nen 3. Oprannsauus MOMOIH HACENEHHIO NO yCTpOoHCTBY Ha paboTy.
Hcnonuurenn: HayansHux oraena, rnapabiii CnennanucT, seaymIMi cneuuanuct, cnenHanuctst I, II xareropufl, ncuxonor.

HaunmenoBanue Bua0B pabot Copepxanue paborst

Peructpauma B cayxbe 3aHi-
TOCTH.

Cobecegopanue ¢ KIHEHTOM € LHENbIO BLIACHHTD €r0 Xena-
HHE 3apercCTPHMPOBATLCH B KauecTse pugyuero pabory.
[Tpopepka Hanuuns HeOOXOAMMBIX JOKYMEHTOB, Bblaava

perucTpaunHoHtoi GOpPMbl H PA3BACHEHHE NOPAAKE €€ 3a-
NOJHEHMA, HANPABACHHE KIHEHTA HA PErHCTPALHIO.

[lepBuunbii npuem KIMEHTOB
no  BorpocaM  TPYROYCT-
POHCTBA.




3.1.2.

3.1.3.

3.1.4

3.2

3.2.1.

3.2.2.

Peructpauus knuenta, obpa-
THBLIETOCA BIiepBLIL.

[TpoBepka npaBMMLHOCTH NONHOTHI 3ANONHEHHA KITH-

CHTOM KapTO4YKH NEPCOHANBPHOTIO yY4E€Ta NO €10 ROKY-
MCHTaM.

3anonHeHHe KapTOMKM DEpCo-
HAILHOIO y4eTa TrpakRaRHHA,
vinyiero pabory (nNpm ycIioBHM
3ANOAHEHHA €e PabOTHHKCM LCH-

TPa).

3anonHeKne KAPTOYKM NEPCOHANLHOTO yuyeTra rpax-
RAHUHA No peicreyiolneit dopwme.

PerucTpaums Kaprouex nepco-
HaJILHOTO y4eTa IrpaxaaH.

BeiBon dopmer  "KapTouxa nNEPCOHANBHOTO y4e-
1a"(KITY) na 3xpan. BBog uHGOpMaLUHK O PEKBHIH-
vam KITY no aokymenraM kiaueHTa uny No xaprodke,
3aNONTHEHHOHA KIHEHTOM, H NPHCBOCHHE NAaTh! peru-
crpauun KIIVY no aare ee 3anonuenns, spoja KI1Y »
a3y yyera KIHeHTOB (B MACCHB).

iy

[Ipuem rpaxman wo BOHpPOCAM
TPYAOYCTPOHCTRA.

R e e

Cobecenosanune ¢ KIIMEHTOM. Cobecepopanue ¢ winedrtoM. IIposepka u nopbop 1 xMenT
BaKAHCHHA Ha MpeaAMeT NOAXOARINEH ANA KAKCHTA Pa-

GoThi. PajpicHEHHME KIMEHTY ero mpas K oOs3anHo-
crei. CornacoBanue no renedony ¢ paborogareneM o
HaJIH4Y UM BAKAHCHH.

et

[Touck xaproukn nepcoHaabHoro (Ha00p HoOMepa KapTOUKH REPCOHANBHOIC yyera uan | 1 xaprouxa
yuera (KI1Y) rpaxaan. $paMWINK KIMEHTA [N BBI30BA KaPTOYUKH [lepCOHAID-

HOTO y4eTa Ha 3KPaH, BBOA HHPOPMaAUUH, AATH BH-
3oBa KITY.

(£



BouiBOA xapToukH nepco- |BriBoA xapTodxyn RNEPCOHaNLROrO yuera KIMEHTa Ha 3KpaH,
rasibRoro yyera (KI1Y). |pacneuarka kapTOuxH Ha NMpHHTEpe.

3.2.4. Ilopbop mecra pabotut. |[lowck Bakancuih B Oase aanHux, BHIBOR §a3bl BakaHCHM
"lIpodeccus, nomxnocTs" ssog nudopmannn "[1a”, “Her" unn
dopMHpoOBaHHe 3anpoca 4w noabopa Mmecta paboTol; BLIBOA
Ha 3KpaH TaOnMubl BakKaHCHid, COOTBETCTBYIOUICH CHOPMHPO-
BaHHOMY 3ampocy; BbIBOA Ha 3KPaH NacnopTa RpeIIPHITHS;
BuiBoA KITV xnuenta n dukcaius nRGopManuy o6 OKa3aHKM
yenyr# B KITY "Pesyabrarst paboTei ¢ kiMeHTOM .

3.2.5. |OdopMnense wHanpasie-
HHA Ha padoTy.

3.2.5.1. 3anonuenue 6nanka "Hanpasnenue Ha pabory" ¢ BHeceHHEM | KnHeHT 7
CBeaCHMM, HAMMCEHOBAaHNY H aApeca NMpeIPHATHR, YyUpexxe-
HHR, opraHwiauuu: Damunus, MM, Ordecrso, npodeccus
(CneuranLHOCTD), AONKHOCTS, MOANKCH H HaTa.

Beipon Ha 3xpan $opmst "PexOMeHAATENBHOE NUCHMO - Ha- 1 ’THEHT

npasiicHue”, BBOA nHdopmanun B dopMy, BBOM HHPOPMALHA B
-

KaApPTOUKH NEPCOHANBLHOro y9era O phigade PeKOMCHIATEIBHO-
ro NHCLMA, pacrneyaTka MHchkMa Ha MpHUHTEpE.

KOHCcVABTAUKH 0O  TPY-
ROYCTPOHCTBY.

BuiGop pexuma  "Koxcynntauwd no TpyAOYCTPOHCTBY',
BbIBOA opmbi "Kapiouka ob6paTuBUIeroci 38 KOHCYAbTALK-
leit”; BBOA HHQOPMALHK G XAHEHTE nEpea HAYaNOM KOHCYNbTA-
LRH, A3TbI KOHCYIbTAURHY.

PerucTpauns xapTouex.

iwd
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Becena ¢ xIBEHTOM. KOHCYARTHDOBSHKHE KIMEHTS 110 BOMPOCAM BO3-
MOXKHOCTM AAgbHCHUICrO TPYAOYCTPOHCTRA HA
pabory npu ycnoBus OTCYTCTBHS HeoOXOAMMLIX
BAKAHCHH,
KoHTpOosh 38 TPYACYCTPORCTBOM KIH-
eHTOB Ha paborTy.

BrIBOA KaPTOYKH NEpCOHANBHOrO y4YeTa X/MeHTa
Ha 3KpaH, BBoA HHQopMauuH o nmpreme Ha pabory
KAHCHTA CAYXObl 3aHATOCTH, OTKA3E KIMEHTZ OT

paloThl MK CHATHM €O ¢ ydera Nno JPYTHM NPH-
YHHAM.

Tenedornnuie u APyTHe BHAK Neperosopos ¢ pado-
TOAATEIEM 1O NOBOAY NMPHEMA KIHEHTOB Ha pabo-

TY-

'- S

HOIO BHECEHHE COOTBETCTBYIOHICH 3anMcH B Xap-
TOYKY perucrpaunu. [lpueM 3asBneswa ot rpax-
nanuua. OdopMnenHe H BulAA4A PalpellieHHUs Ha
moxyqcHue nocobus.

BeiBOA KapTOMKH NEPCOHANBLROIO YHYETa Ha IKPaH,
BBOJA B KapTO4YKy HHQOpMALMHM O pErWcrpauHH B
kayecrse HespaborHoro.

A
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“ [Toabop mecTa obuiecTeenHO# paboTul.
3.6.1.

3.6.2.

3.7.

3.7.1.

3.7.2.

e

— fm —— el

[TogroToBka u <QopMHPOBAHHE NPH-
Ka308.

PaboTa co cnabozauiutileHHbIMH KaTe-
FOPHAMH IPAXAAH.

[Touck p Oaze ZaHHLIX MACCHBa OOLECTBEHHBIX
pabor. BeiBoa npuriamesHs oPOpMHTL 3anMpoc
ans noabopa mecra oGulecTBeHHBIX paboT; BLIOOP
yciaosui noucka; popmuposaHue Maccupa pabo-
YUX MecT Ha obuiecTBeHHBIE pabOTHI, MPOCMOTP
MACCHBA, BBIBOA KapTOYKH H3 Oasnl oOLiecTBeH-
HbiX paboT Wig NpocMOTPa; BhiBOA QOPMBI Ha-
npaBaeHus, BRoA HHPOPMALUH O HaNPaBJeHNA HA
odulecTBeHnyIo paboTy. Pacneuarka Ha NpUHTepe.

BeiBon xaproukyu [IEPCOHANBLHOIO Yyuera, BBOA | ! kapTouka
nHpopmaunu o0 QaxTHueckoM y4YacTHH B oDine-
CTBeHHuIX paboTax.

[ToaroTrosxa H dopmupoBanue npuxkalos (20-25
9¢i), TPOBEPKA, CAAYE HA IMOMITHChH.

| npHxas
[Toarorosxa nucem GespaboTbiM rpaxaaHaM He
NOCCIYAIOIIUM HERTP 3IBHRATOCTH.

Odopmreuse HanpaBacHUd Uid MEIHIMHCKOMR KO-
MHUCCUM.

———

UnaueuayansHaa paGora ¢o cnabolanmiesHbiMu } KIHEHT
KATETOPUAMH (HHBANMAL, COXpAUICHHBIE H3 BO-
OpPYXeHHbIX cHiI, ocBoGoxaensnte u3 UTY, oau-
HOKHE M MHOrOJEeTHbIe XCHIUKL], NepeceeHnlinl):
NOCCUIEHHE HA AOMY, NPHEM, yder, odopmiaeuue
COOTBETCTBYIOLMX AOKYMEHTOB, Bbilada yAOCTO-
BEpEHUid, nocoOuil M Tak nanee.

¢z
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Pa6oTa ¢ MonogexsIo. [TposenerHe rpynnoBbiX KOKCYALTALKA B IIKONAX. | KOHCYNbTALUR
3.9.1. [TposeneHne AHINBHAYANLHBIX KOHCYTbTALMA. 1 kOHCY L TALUR n
y4eOHbIX 3aBeJICHHH TO BONPOCAM 3AHATOCTH MOJICHEKH. -
OpradHu3zauMa MONXOAEXHOH NpakTHKHM (cOOp MaHHBIX © roxn 4500
HANHYUH CBOOOAHBIX MECT, KAYECTBCHHbIK aHAIM3 MONO-
Oexu, oTOOp MOJOHXEKH, 3aAKNOAEHHUE JOTOBOPOB ¢ pado- !
TORATEAMM, NOATOTOBKA OTYETA O MPOBEACHUH).
3.9.4. |[IpodopuentauHoHHbie ycayry [[Ipopenexne HHIUBUAYATLHBIX KOHCYILTALIKA.  WIHEHT
W MCHXOJOrHYeckas NOAJACPXKK2
rpaxaaH.

Pa3nen 4. Opranusauns npo@ecCHOHANbLHONR MOAFrOTOBKH U NEPENOArOTOBKH [PaXXAaH.
HNcnonanuTenu: HaqanbHUK OTA®NR, TNARHBIA CIEUKANKCT, BEAYILHA cnenquainct, ceusanucrel I, Il kaTeropuit, nckxonor.,

il - g

[IpoBenenue ceMHHApPOB H COBELIAHHI € MPEACTABHTEIAMM

| ceMuHap

HaumeHnopanue sunos pabor Coaepxanue paGoTsl Eaununa u3- | HopMatupuzle
MEpEHHA 3aTpaTH Bpe-
MEHH Ha e/,
H3M. (MHHYTHI)

4.1. |IInankposanue npodecchonampHoro {Cocrapaenue 6anaHCoBbIX pacyeros NoTpedHoCcTH B | | mMpoekT nia-
o0y4yenaa u nepeobyueHHs, NOBBILIC- [MOATOTOBKE KBAMMPHUHMPOBAHHBIX KaagpoB CO- Ha
Hua kBanudukauuu pabodux H CyXa- [BMECTHO ¢ pabotonarensmu. Paspaborka nmpoekToB
LLIKX. AJIAHOB NOATOTOBKH (NepenoaroTOBKH) no npodec-

cuaM ¥ dopmam oOyueHnd (eXXeKkBapTanbHO). I

fTogroroBka oTyera O HANHYUH CBO- 3anonneune aanHbix 1o ¢. 3TH "Ceeaenun o Hamm- ] oTyeT “

oo
o



Goanpix yyeOHbIX MecT mna Tpodec- |[4UH CBOOOAHBIX Y4eOHEIX MeécT i npodeccHo-
CHOHANLHOrO O0yyeHu4. HATLHOro OOy4YeHHd, 3anoOIHeHHE: HAaHMEeHOBaHMue
npoeccHit, AC/HKHOCTEH CIYXAUMX; YHCIO CBO-
Goaubix pabounx MecT. TpeDyemoe obopynoBaHue;
Bua oOywenus, dopma oOyuenns; marepuanpHOE
obecneyedne Ha nepuoa oOyueHua (CTHNEHANA),
EIEMECAUHO.
1 KHenT 350

e —— i

Oprarusauus o6yueHns KIHEHTOB. CocraBnenune cnucka obyqarommuxcs. OxaszaHHe no-
MOLIH O0YyYalouIUMCE B TIOATOTOBKE AOKYMEHTOB. *
Kourpom 3a npoxoxaeHneM obydenus. Beon Hi-
¢dopmatuu 0 peaynbrarax oOyuenns B “Kaprouxy
NMEPCOHANBHOTO y4yeTa".

e— — -

CocraBnenne cmersi 3aTpart Ha Bce BH- [COCTaBneRMe M NPEACTABICHHE HA YTIBEPKIACHHE
abl oOyyeHus. npoexTa rofOBOM CMETH! 33TPAT Ha NOATOTOBKY M
NOBHIILEHKE KBAMUDHKAUKA.

4.5. ([lomonis knWeHTaM MO BOMPOCaM HA-
npaBlJieHHA Ha npodeccuonanvroe 0b6-
yUYEHHE.

Cobecenopanune ¢ ICIMEHTOM. Cobecennonanne ¢ 6e3paboTHIM MO BONPOCY nepe- .

“
- q

npodeccHonanpHOe OOyqgeHne ¢ 3aHECEHUEM CBEIe-
HHK O HaUMEHOBAHHM BHA2 OOyYeHHMA, HAKMEHOBA-
HUU npodeccHn, cpoke oOydeHHS M pa3Mepe CTH-
NCHIMH.

gl

[Moa6op Mmecta nepecbyvuenua.

Ycranonnesue pexuma. Iloabop mMecta nepeobyye-
HH8;, Bbi0Op ycIOBHE noucka; popMHpoBaHHE
MAacCCHBAa BAaK3aHTHBIX MeCT And nepeoOyteHud,



YAOBACTROPAIOWICIO YCHOBHAM TNOHUCKA; BRIBOA

KapTOoYkH w3 OGa3nt JaHHLIX yd9eOHmx MmecTr ans

O3RakoMIeHHA ¢ yueDHLIM 3aBeachHeM. BuBOA Ha

’3kpaH "KapTOykHM nepcoHanLHoro yuera®, BRon

HHPOpMAUUK O HafpapneHud Ha nepeobydeHne

HJIH OTKa3e XJIHEHTA.
[ToarotoBka Hanpasnenus Ha nepe- {Buiboa ¢opmu "Hanpaenenuue na npodeccuo- | | Hanpasnenue
o6yuenue. HapHOE obyuenune”, BsOoA HHPOpMauuK B dopwmy.

Pacnewatka HAa npuHTepe. BLiadwa HanpaBneHHa

Ha PyKH.
[ToaroroBka cnpaBk O HAMNYHK MecTa |YcTaHorienune pexnMma “Iloabop mecra nepeoby- I cnipaska
ana nepeobyqeHns. yeHua" BbIOOP ycnoBui MOHCKR, (opMHpOBanKe

CNPABKH O HANHYKHM BAKAKTHEIX MECT Ans nepe-

oOydeHHI NO 3anMpoCy KIMCHTA, pacnevarka Ha

IIPUHTEpE.
Undopmanus 8 KITY o npoxoxaennn |Bripoll "KapToukn NepcOHANBLHOrO ydeTa” Ha 3Kk- | | KaPTOUKa
nepeobyueHus. paH, BRoA HHPOPMALMHE O Ha4Yalle ¥ OKOHYAHHH

y2eOHOro 3aBejcHHA, pazMepe CTHOECHANK, OUlaTe,

C yKa3aHHEM AAThI.

Beon undopmauuu 8 KITY 06 orxase 8 [Brieoa "Kaprouxy nepcOHanbHOro yudera™ Ha 3k- | 1 kaprouxa
nepeoCyqeHus. pau, BBOA HHPOpMALIKM O NPUYHEE OTKA3IZ KITHeH-

Ta OT ofydeHus, WIH NPUHIHHE 0TKa3a YUPEKACHUS

(npexnpuaTHA) B npHeMe Ha ygedy.
3axkmpoueHue aorosopoe Ha obyuenue ¢ |[loaroroska n 3axmouecHue JOTOBOPOB Ha noaro-| 1 aorosop
y49eOHBIMH 3aBCHECHHAMH. TOBKY, AEPENOAroTOBKY MR MOBbLILICHHE KBAJTH-

PHKAUNH HE3ARRTOTO HACETIEHHA.

&
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3axmoueHe  AOroBopos ¢
YaCMbLIMH

i o

[Toceinenne yyeOnpiX 3aBe1eHHN.

3axmoueHHe aoropopoB ¢ paboroaare- [Ilogroroska # 3aKiOueHHE AOTOBOPOB MEXAY
JUIMH Ha TPYROYCTPOHCTBO oOyyaeMblX. {LEHTPOM 3aHATOCTH K paboToRaTEAMHU Ha TPYAO-

YCTPOKCTBO O0Oy9gaeMuix MO OKOHYAHUXA OOY4YCHHA
MO COrNaCOBAHHBIM CTIEHHANLHOCTIM.

06y- [[ToaroroBka H 3akmoveHHe AOTrOBOpoB ¢ 00Y-
JaeMbIMK Ha OOydYeHHE HOBLIM CHEUHANLHOCTAM,
IHOATOTOBKY, NOBBIUICHHE KBANMPAKALIHH,

e

—

[Tocemenste yueOHbIX 3apencHud, Meroxuaeckas || meponpuaTue

pabora, KOHTpPOAL 3a yueOHbiM IpolLeccoM, yda-
CTHE B IK3aMCHALHOHHOM NpoLecce.

Pazpen §. Opradu3auua BuInnat nOcoOHE H CTHIICHIMH.

Ucnonuutenn: Inasnbiii Gyxrantep, rnaBHbIH CNEUHANKUCT, BEAYIKA cneynanuct, cneguanucrst 1, 11 kaTeropui.

HanmenoBanue puaos pabor

O16op KaHAMAATOB HA BHINIATY
nmocoouil.

O1bop kaHIMOATOB HA BLINRATY
nocobuit H3 APMa
"Counanpras noMoutb”.

Coaepxanne pabotsl

BriBoag wHa 3xpan “basa yuera xianenTOB", MpOCMOTp ee,
SHAMH3 pAAa NAapaMeTPOB KAPTOYKH NEPCOHANBHOTO VYETa
KIHEHTa B OTOOP KAapTOHCK KIHEHTOB, Y KOTOPHIX H& 3TOT
AeHb HCTEK CPOK NepBOHAaYanhbHOTO nepnoaa bespaboTvuml,
KOTOPHIM cnyxba He npeanoxwna nogxoasileit paboTst HIN
BO3IMOXHOCTH TiepeoOyyeHus, aBTOMaTH4YeCcKOe (GOPpMHPO-
Banue daina KaHAMAATOB Ha BLINNATY NOCOOKA.

EausHia n3-
MEpEHHUA

1 xapTouxa

'HopmatusHbIe

3aTPATH Bpe-
MEeHH Ha ef.

W3M. (MHHYTH)

T4



| cnucok

ITeqars npencrasnenns. Pacnevyarxa Ha NPHHATEPE MpEACTABICHHA HA OTOOpAHWRIX

JTHY,. (1 mam.

NMACT)

[TpuuaTHe pelneHns O BHIMIATE Noco- (Ha 3xpane sHBOAMTCE CHHCOK KAHEHTOB, OTOSPaHHEX B
pexume "O1bop KanuAaTOB Aa BHNIATY". Ilpu3Hanne 3a
6eapaboTHHM Mpasa HA NOXYYCHHE NOCOOMA, pacnedarxa
npeAcTaBIeRns Ha OTOOpaHHbLIX JIKI Ha NPHHTEp..

Ouxcauns 8 KAPTOUKE NEPCOHAMLHOrC |BHBOA Ha 3KpaH KaPTOYKHK NEPCOHANBHOIO y1era, BREAC-

H
YYeT2 PelIeHHa O BhIUIaTe nocobus no [Hue HHPOPMALHH O HA3HAUYEHHK mOcobuR ¢ yKasaHHeM
6espabomrue. JATHI.

e

Sa3e He3paboTHHIX NO YKA3aHHOMY HOMEDY WK DaMHuINK;
aHANH3 JAHHLIX KAPTOYKM MNEPCOHANbHOrO ydera, pacuer
nocoOKMA; pacyeTr NOACXOAHOrO HANOra; pacder CyMM He
oOnaraeMsix HaNOTOM; pacHeTr nOcOOKHA ¢ y4eToM yaAepXa-
HHUH, BHIBOA B3 2KPAH KaPTOUKH HA3HAYCHHS CKEMECITHO-
ro nocobus no Seapabomue.

l'acwr SXEMECIUHOTO NOcoOHA no 6e3- [Ycranopnenue pexuma “"Buimnara”. Bumoa Ha 3xpasu

padSoruue. cnucka Oe3paboTHeIX, NMOAYYARIOMHX Mocobue; NOHCK NO
5.2.2. jllepecuer nocobua BLIGOPOYRO.

Ycranosneune pexuMa “[Iepecaer sriGopoano”; xoppek-
THPOBKA NOKa3arejieH OCHOBHAA 3apmiara, oOmMHHE crax,
ctax pafoTet 3a nOCHEAHMHA rof, HXKIMBEHIIS!, ABTOMATH-

yeckoe GQOpPMHPOBEHHE CNMCKa pasmepa nocobua no

cHOPMUPOBAHHOMY CTIHCKY MO KOHKPETHOMR KapTOYKe. “

m [Tepecuer nocobua Bcem HespaboturiM. |YcraHoBReHRe pexuMa “Tlepecuer no eceit 6a3e” npx ye- mn

0¢
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BriniaTta exemecayHoro nocodbus.

| 5.3.3.

JIOBHM M3MEHERHUA NAPAMETPOB HAaCTPOHKH, MUHHMANBHAR H

MakCHMa.ibHas 33paboTHas nnarTa; MPOUEHT KOMICHCALUH,;
pasMep JOTaUHK, epecer Nocobus ¢ yu4eToM noa0XoQHoro
Hajora.

Odopmaenne NOKYMEHTOB Ha NONy- |YcTaHOoBiIeruwe pexuma "Britara nocobus” B cucreMe Ha-

YyeHHe nocodOu. cTpoikH. Boinucka uexa Ha noaydense nocobus ¥ GopMHu-
POBaHKE BEJOMOCTH Ha BhHiMNAaTy nocobus, mubo dopMupo-
BaHHE BEAOMOCTH 70 Bhirare ucpes c¢Oepbanku. BoinHcka
J€Ka 38 ONMPEACIICHHEIN ITEPHOA (MONOBKHY MECALA); aHAH3
HHPOpMaLHM 33 TMEPHOR NMONydeH¥s MAOCHAe MpERbIAYIiero
yexa (Hajiuy4e OTKa’loB OT NOAXOAALIEH paboThl; npHocTa-
HOBOK BEITUIATHI; HCTEYEHHE CPOKA BHIILIATHI, NPOXOXKACHME
KYPCOB NO nepecOyueHMIO; TPYROYCTPOHCTBO; HaYHCIIEHHE
CYMMbl OUYEPEQHOI'0 4Yexa € Y4HeTOM HMMCIOHIMXCH YACpXa-
HHH); BHECeHUe HHPOPMaALIMK O BBLITHCAHHOK CyMME H rpa-
HMYHBIX CPOKAX BHITLIATELL NO JAHHOMY 9Ky B ba3ly AaHHbIX
yueta Oe3pabomibix; srencHue HHPOPMaUMHK no gexy B Be-
JOMOCTD K Bhinitare gepes COepbaHK. YCTaHOBNECHHE PEXH-
Ma "[leyare gokymenToB", pacnedarxa Ha npuHTepe Ueka
u Benowmocrrt x sairuiate win BeOMOCTH K BRITUIATE 4Yepe3
C6epbanx.

Perucrpauus B 6a3e JIuuesnix cyeros |Ycranoninenne pexxuma "JIuuennie cuera”; BHBOA HA IKPaH
|6espaboTHBIX. kapToukH SespaboTHOro ¢ nHPopMauueH o JIHUEBOM CYerTe,
MPOCMOTP H KOPPEKTHPOBKAE HHPOPMALHH O JIHLICBBLIX Cye-
TaX KOHKPETHOroO KJIHEHTa.

{1 mam.
JIACT)

Beox uH¢poOpMauuu B KapTOuky nep- |BbiBoag Ha 3KpaH KapTO4KH NEPCOHANLHOrO YYeTa; MNpo-

| KapTOuKa



TE.

Beoa uudopManki B xapTouky KiH- |BLIBOA Ha 3Kkpan xapTOuYkH KineHTa - Cocrosnue akTHBHOS, | | KapTOUKa
eHTa, COCTOAHKE aKTHBHOE, NOJyuaeT {noayyaer nocobue, BHECCHHE HHPOPMALHH B PEXKHMME KOPp-
nocobue. PEKTHPOBKHR (4acCTh COCTOAHWH KapTOYKH, CPOK OKOHYaHHMA

BRLINAATH; NPHOCTAHOBKA BHINNATLI, NPHIRHLEI NPHOCTAHOB-

KH; AaTa HavYana NPHOCTAHOBKH); BBOA HHPOPMALIHHA B KAP-

TOUKY.

7
H Koppektuposka 6asm yuera Oespa- {BuiBoa Ha 3xpaH kapTouk# - COCTORHKE aKTHBHO®, noMyda- | 1 xapTouka -
6oTHIX. et nocobHe, MPOCMOTP M KOPPEKTHPOBKa Oa3nl.

54. |Brinnara 60MbHUYHEIX AUCTOB. YcranopneHde pexuMa “BoNbHHYHMIE MHCTH, yAepXanud; | | cHcox i0
BLIBOJ] Ha 3KpaH cniMcka 6eapaboTueix, nony 4alolmHX nnoco- | (1 mam.
Gue; nouck no Gase 6e3paboTHHX NO yka3saHHOMY HOMEPY mcT)
win painamu; BHeceHue nidopmauun B 6aly perucrpaniu
OONBHHYHBIX JTMCTOB C OAHOBPEMEHHBIM MOACICTOM MPO-
DOJDKHTSILHOCTH OonesHn OespabGorHoro. Buecenne BenH-
[qMHBl ( KONHYECcTBa AHeRA DOoNesHH HAKONHTEIPHBIM KTO-

iroM). YcraHomrnenue pexuma “[leyam”. Pacnedarxa um-
¢popmaliny o Bcex SOnpHNIHLIX MHcTax Oe3paboTHRIX.

YaepxaHus. YcraHoBacHHE peXxHMa "DONLHHIHBIC NKRCTH, yACPAXAaHHE", ! | KiIHenT
BBEACHHE UHPOPMALHHM NN YOCPXKAHMHA NO HCHONHKTENb-
HbIM IHCcTaM B 6a3e yaepxaHui; pBeacHUEe HHPOPMALIHM Is
pacueTra nocobus.
Bumnara warpramsoknowous. |

I'Ipmcas Ha BLINNATY MATEpPHanbLHOM {YcraHoBneHue pexmuma "[Ipuxas HA BHINATY MAaTEPM-

NOMOLIHK. anbHOH nomMomu”. JlpHka3: Ha MATEPHANLHYIO AOMOIOD -




(popMHpYyeTCcs Ha Bcex NHU, KOTOPHIM HAIHAYHIN MAaTEPH-
aNbHYIO NOMOUIb, Pacne4aTbiBACTCA Ha OMPEAENICHHYIO da-
Ty, NOCHE fe4aTd yAaLIeTcn).

Cocraprnenne seAOMOCTH, pacnedaTka
Iae.uauoﬂu Ha MOJIy4ECHHE MAaTEPHATL-
HOH IMOMOUIM.

| peaoMoOcCT
(1 Man
JIACT)

Ycranopnenue pexuma "Cocrasienue pegoMocth”. B nan-
HOM pexuMe GOpMHUDYETCI BEAOMOCYL HA MATEPHAIBHYIO
nomMouls. JlanHpie O BLIMHCAHHOHR MATEPHANBRO#M NOMOLIM
3anuchiBaloTca B 6a3y apxuea MarepHansHodl noMouu, Ko-
TOpHilik MOXHO npocmoTpers. CHOpMHPOBAHHYIO BeAO-
MOCTH MOXXHO pacneyaTaTsb.

— e ——— . —

B pextue neuats AOKYMEHTOB I1€4aTaeTCA BEACMOCTS fepe-
BOAOB B cOeperateiibibie 6aHKH (POPMHUPYETCT B MOMEHT
BHIN/IATH] MAaTEpHANLHOH MOMOUIK, pacnedarmiBaerci Iio
NelNe cOeperatenbHbiX KHHXEK KIKEHTOB).

BoccTaHoBNEHNE BEIOMOCTH NeEpeBo-
A0R B cOepbHank.

O16op kaHAMAATOB Ha BLIMUIATY CTH-
newaui 3 APMa "[Tepeobyuenune”

BoriBoa Ha sxpan "ba3za yuera KianenTOB", npocMorp 6a3nl,
AHATIH? PRAA MAPaMETPOB KapTO4YKH NEPCOHANBHOTO ydera
IVIHEHTa, npoxojgiero nepeolydenue, (QGopMHpPOBaHHE
¢aina xaHARAATOB Ha BHINIATY CTUNEHIRH.

PacnieyaTxa Ha NPHHTEPE MPEACTABNCHHUA HA CTHNCHAKIO Ha
oTobpannLIX 1HL.

PacneuaTka CNUCKOB HA CTHIEHIAMNIO.

5.7.3. Ycranopnenne pexnuMa "Kaprodka nepcoHaNbHOro ydera”,
mpocMOTP Ga3ki AAHHLIX H BHECEHKE B NHLEBLIC CYeTA QaH-

HLIX O MOAYYEHHOU CTUNEHAHM.

Peructpauvs 8 6asze "Kaprtouka nep-
COHANBHOro y4yera" (JIHUEBLIX CHETOB)
HHpOpMaLIHK 1O BbIAAYE CTHNCHARM.

tt



5.8. |IIpoeepks MPABRILHOCTH  BHLINNAT IlpoBepkxa NpaBMABHOCTH HAYHCICHHS H odopmuerns | Yueaennocm
nocoSuill, crunenanit, MartepuanbHolt [BegOMoOcTell Ha BRifUIATY nocobuii, cTrneH U, MaTepH- | Geapabommnix,

NOMOLIH.

anbhoit nomomu. C60p noanKceid pyKOBOKHTENS H rNIaB- | MOAYYAIOIHMX

Pacyers! N0 ZOCPOUYROM MEHCHN.

OdopunecHsie IATENXHLIX AOKYMEH-
Tonl

Horo Syxranrepa. CTHIICHIHM,
nocobusn, Ma-
TCPHANLHYIO
noMoins (den.)
o 140 5
301- 360 30
421- 480 40
551- 650 €0
651- 750 120
751- 900 300
H Bbille 960
Busox Ha s3kpaH "Kaprouxum nepcoRanbROro ywera®, | | kaprouxa
BBCACHKE HHDOPMALIMY IO HANUCIACHHIO JOCPOYHOHR MNeH-
CHH, QOPMHPCBAHKE CIKCKOB NHil, KOTOPHM Ha3lHajyeHa
MICHCHE XOCPOTHO.
Caaga MIaTeXHbIX HOKYMERTOB (CYETOB, MIATEXKHAX NO- | KomuuecTso
pyueuuil, tpebopannii) B otnenenue Gawxa. IIposepka | cpasumx mo-
peecTpa W NOACHYET MTOICB MO BCeM IIATCRHHM JOKY- | PYYCHHE HAM
MeHTaM, NPOCTaBICHHE ILTaMNa W NOJJMCL HA KaxaoMm | TpeboBaHmE
UIATCKHOM JOKYMEHTe, noAydcHRHEe KONHH maarexsux | (cpemuee 3a
AOKYMCHTOP H3 Oauxa. 5
33
90

CocraBnenne eXxeaHeBHOro KaccoOBOro |3anuch B KACCOBYIO KHMIY 110 NPHXOAHBIM K PACXOAHBIM | OXHH Kacco-
OTueTA. KacCOBRIM OpaepaM 3a AeHb. [lofcyer HTOroBHIX CyMM | BHIE OTYeT



NOCTYIUICHHA H PacXxoda ACHEXMBIX CPCACTD 38 ACHb., Bhi-
BElCHUE OCTATKA JEHEXKHBIX CPEIACTB HA CleXYIOLIee IHC-
no Cocraenenne peectTpa H noadbopxa Kk HEMYy Hepeduc-
NEHHBIX B oTuere AOKymeHTOB. [loanuch, B cxada oTvera
B Oyxrantepuio.

5.12. [KouTpons 3a nmocTynieHuem cpeacrs
B QoK 3aHATOCTH.

a———

Yuer aproKeHHa NeHeXHbIX cpeacts Ha {[Tonyuenue punucox Oamxa, nposmepka cooTercTHx | Komuuecrso
SaHKOBCKMX cueTax. 3aNUCEeR B BhiNUCKaX OanKa NMPHUIOKEHKBIM NEPBRIHLIM | GAMKOBCEMX
PACHETHLIM AOKYMEHTAM, PA3HOCKA CYMM IO ROPPECnOH- | oney auuH (3a
ARpYOIIMM cueraM. [ pynnupoeka onepauuik no gebery | mecan): po 10

¥ KPEAHTY, NOACYET MTOroBhIX ZaHHbIX. [Togcqer campao i1- 20

Ha I uncno M-ua. 21- 30

31- 55

56- 85

86- 140

141- 230

231- 370
371-1000
1001-1200
1201-1500
1501-2500

R CBbILIE

5.12.2. [ToAroToska JOKYMEHTOR ANd npexbaBnenus mrpadunix | ! moxymenr

CaHKUMH K HETUIATENLLUIKKAM.
3.12.3. Hpoaepxa NPEeANPHATHA NO NPABRIBHOCTH U cBoespe- | | mpopepka 265

MEHHOCTH NEPEYHCTCHHH.

St



[Togbopka nNnaTeXHbIX BEAOMOCTEH ¥ noacuer suinna- | Komiyecrso
YEHHbIX JEHEXHBIX CPCACTB 38 ACHMb M Mecil. 3anonHe- | MPHXOAHMX K
HKe 3a4BOK M OpoHMpOBaHKHE CpEACTB B OaHKe M NMOX- | PACXOAMBIX

IKCh 33ABKH. 3QNOJHCHHE IMTPHXOAHLIX WIH PACXOAHBIX | KSCCOBBIX Op-
KacCOBbIX OPACPOB H HX perucrpauxa. 3anmuce B Kacco- | aepos, obpa-
BYIO KHHI'Y JEHCAMbBIX CyMM, MOJIY4YEHHBIX K3 Oauxa 3a | CatumsaecMuix

aeHb M Mecau. omyyensie OT Kaccypa peectpos Ha u3- | Syxranrepos
pacxofoBaHubie cymmbl. [Iposepka nmpaBMILHOCTH CO- | 33 MECEL:

CTABNCHUI KACCKPOM peccTPOB H OQOpMIEHHE MPHAO- ao 50
KEHHBIX K HHM AOKYMeHTOB. [loAcuer u 3anuch CyMM, 51- 65
noayqeHAMX M3 6anxa n caasacmuix B OaHx. BrBoxn 66- 85
CANBAOC 34 ACHb K Ka | YHCIO MecATIA. 86-110

lll 135

“ ByXFaTTepcKas OTHETHOCTS. Cocrasnesue OHOTO OTHETa MO cooTBETCTRYMOmE m“
dopme.

5142 [Corrasncnme Taamwoh s, |Corransene Tnaanol v s oroemmnepwon. | wames | 120

Pazpen 6. Oprannizanus pa6otul ¢ paboroaarenem.
Henomanrenu: HauanbHuK OTA€Na, rIaBHbIA CHCUHANHCT, BERYULKE cieuHanueT, cneRamcTy 1, 11 kareropui.
MCHHM Ha ejl.

HawnMenosanue suace pabor Coaepxanue pabotsl Exsnuua
H3MCpeHH
H3IM. (MEHYTH)

DR T [T e ——— “

5.13. |Yuer RCREXHEIX CPEACTE B Kacce.

Hopmatnehue
3ATPATH Bpe-




I I 2 A T N

o MOBOAXY HAJIKYHUA BAKEAHCHA. MOJy4eHHOH OT paboToaarenel ¢ NONHLIM yYKa3aHHeM Tpe-
6oBauuil K paboTHHKaM, HEOOXOAKMOH KBATMPUKALIKM U
np. 3aHeceune HudopMaunu B xnaccuduxarop npodeccuit
(B Da3y).

BHecesue uaMeHenuit ¥ nononHexnit B {CucreMaTyeckoe oOfcenenye nudopManuu 0 BakaHcHax| | BaxaHcus
CBEACHHI O BAKAHCHAX. B (6a3e) knaccuduxartope npodeccuit, BBog HHGOPMALIHK B
KOMNLIOTEP, BLIBOA HHPOPMALHH Ha IKPEH.

B3zaumoaeiicTBie ¢ paboTonarenem no [Bueceune paboroaarenem npeanoxeddd o6 opranusaiuu| 1 npesnoxe- 74
OPraHH3aUuMH AONOJNHHTENLHLIX Pa- |RONONHHUTeNbHEIX pabounx Mect. Cornacopanue UX KOJHM- HHE
6OodHX MeCT. yecTBa, Xxapaktepa H Dexuma paborm. Cornacopanue

YCIIOBHH 3KOHOMHYECKOH 3aMHTEpecoBaHHOCTH paboTona-
Tena (6omxerdHoe ¢duHaHCHPOBaHHE, AONEBOE YyvacTHE
UEHTPa 3aHATOCTH, HANOrOBbie Abrorsi). Beoa nomyyeH-
HOH MHOPOPMALIMM B XIACCHONKATOP NONOTHUTEIbHLIX
pabot (ba3za) B KOMNLIOTEp H YIajleHue ycTapeBulei HH-
opmanumnu.

Cornacopaune ycnoBMHl NO OpPraHM3aliMd AONOJHHT®NL-| | nMperioNe-
HBIX pabGouux mect. [ToaroToBKa NPOEKTA PELICHHUA. HHe

OOuteHe ¢ aAMHMHHCTPATHBHBIM OPp-
raHoM (npedexTypol, MYHHIIMIAIH-
TETOM W T.X.) O BOMPOCY OpraHM3a-
IIKK RONONHHUTENBHBIX pabouux MecT.

6.5 [Tonyyenue o1 paboronmarens ceeaenuit 06 oxmamaenom| | BakaHcus
BLICBOOOXACHNH pPabOTHHUKOB € YKa3aHHEM KOJIHYIECTBA
cneunansrRocTed u npodeccud. Beoa u zamena nonyaex-

HOH MHPOpMalIHK B KaTANOre KapToyeK KIHEeHTOB H Khac-
cupHkaTope npodeccHi.

Monyyenne nHPopMauum o BHICBO-
Goxnaembix paboTHukax.

Obuieue ¢ paboronare/siMu ¥ aamu- {BHecenne pabGoToaaTenem npeanoxenud no opransauuu| 1 npemroxe- 70
HACTPALUHER ropoaa no OPravu3alug [onnayusaembix odbuiecrsernnix pabor. Cornacopauue xa- HHKe

LY



paxkrepa paboThl (TOCTOAHHAS, BpEMEHHAS, CE30HHAN, Ps-
30pa8). Coraacosanne BO3pacTHOro cocrapa paboTHMKOS,

XAPAKTeP2 M PCXKMMA TPYA2, COrNACOBAHHE HCTOYHHKOB
$HKARCHPORAKHMA.

oOiecTBeHHBIX paboT, yuere # oTdeTHOCTM. BROA mOMmy-

i aoromop
qenHON HHPOPMALMH B yAANCHKRE yCTapeBIneH.

I e N I R
N R e pr—y R

Kontpoms 38 cBOEBpeMeHHBIM npeAcTaBNeHneM padoro-| | npomepxa 275
RATCAAMH Ciyxbe 3aHATOCTH HHPODMALHK O BOIMOXKHMWX
MACCOBHX YBONLHCHMAX TPYASMKXCA, THCHE H KATETOPHASX
TPYAALIAXCK, KOTOPLIX OHO MOXET KOCHYTHCA.
KORTPOME 32 BOSMeIEHUEN 3aTPAT CIYX5H JAHSTOCTH [0 '

CO3XAHHIO CTICUHANBRLIX pabodux MecT R MpodeccHOHAND-
| mposepka

HOH NOARTOTOBKE B CBA3K C Tpyaoycrpoiicreom pabotus-
“

KOB, NONYYHBUIKX NpodeccHoHansHOE 3a0oNeBanne WM
HHBANTMAHOCTL HAa JIRHHOM MPOK3IBOACTBE, NYTEM NMEPEIRC-
ICHUA CPCUCTB B POHJ 3AHATOCTH.

IIpoBepxa NpeANpHATHHE M OPraHH3a-
IUHH NO HaMHyMIO CBOOORHBIX BAKAH-

[Toceuienue NpeaNPUATHE NO MPOREPKe HAMHYHR cBOGOA-
HEIX BaKaHCHIil.




Paznen 7. Oprarusauund paboThl ¢ 3aKOHOAATEIbHLIMK AKTAMH.
Hcenonuurens: I'naBHbIE CNEUHATHCT, BEXYLH#A CHEUHAIHCT, IOPHCT.

NeNe
nn

~
o

7.2.1.

1.2.2.

7.2.3.

7.2.4.

7.2.3.
71.3.

Haumenosanue sBHO0OR pabor

KOoHTpONb 3a HcnonHeHueM 3akoHa |CHcTeMaTH3iauusg akTOB ACACTBYIOUIErO 33KOHOAATEMh-
O 3aHSTOCTH HACeNCcHHMA B Poccufii-

ckoil Penepaumu.

[Tperen3inonno-Hckonpas pabora.

Conepxanse paborn EavBuna u3-
MEpPEHHA

HopMaTuBRME

3aTpaTH Bpe-
MCHH Ha ef.

H3IM. (MUHYTLI)
R I T T -

1 AOKYMeEHT
CTBA, HOPMATHBHLIX JIOKYMCHTOB BHIECTOAIMX OpraHoB | (NpoBepKa)
CyxObl 3ZHATOCTH H AAMMEMCTpPaUMKR Kpas, oOnacrtu,
ropoaa. KoHTpoab 33 HX NPAMEHEHHEM B OPranax Cryx-

6bl 3aHATOCTH M paboTONATENANMHK (NDEANIPMATHAMHR).

IOpuanyeckHe KOHCYNbTaUMM HinyniuMm paboty, BricBO- | | KiIMeHT
OoXaaeMuiM IPpaXAIHAM, APYFHM KaTETOPHAM HACICHMS.
-

| norosop

Koncynbtauun 6e3paboTibiM, xenaioumuM OTKpbiTH €OO-
CTBCHHOE JeN0.

'lOBeicHHE 3aKOHOAATEILHBIX AKTOB, JAPYTHX HOpMA-
THBHLIX JAOKYMEHTOB A0 HCMOJHHTEACH OpraHaM# Ciayx-
61l 3aHATOCTH.

Odopminetine JOroBopos O CaAMO3AHATOCTH B T.9. KOH-
CYyNAbTAUMH, MPOBEPKA JOKYMEHTOB, NTOMOLIL B O OopMIIe-
HHH JOKYMEHTOB.

“



OdopmwieHne NOKYMEHTOB /1 apOuTpaxa. I noKyMeHT 480

o

Pa3gen 8. ApxupHbic paboTsl.
Ucnonuurenn: ApxABUCT, AAMKHHCTPATOP.

NNe | Haumenosanue praos pabor Conepxanue paSorul Emunnna us-
nn MepeMMs

N R R R T DT

Konuposasne ¢daiinos. Yeranopnenue pexuma "Konuposanue™ B pazaene "Apxue". 1 daian

PaboTa B apOMTDPaXHOM Cyae. I 3acenanue

PaboTa ¢ oprasusayuaMy. { cobecenc-
BaHMue

!

HopuaTtusuLIe

3aTpaTH Bpe-
MEHH Ha efL.

H3M. (MHHYTHI)

BuiBOR, okHa Ha 3kxpau. IlpegocraBneHne undopMmanuu o
npouecce XonupoBanug (MMg1, o6beM, KOTHYECTBO Qainos,
TeKyuuil, nopaakosblii HoMep ¢alna; TEKYnHH, NOPAIKO-
Bbilf HOMEP MACKETHI; HCNONb3yeMbIR AHCKOBOM). 3aHeceHne
B XYPHAJI apxuBos8 uHGopMaUHK o konny 623 JaHHLIX.

CBpoc kxaproyexk mnepcoRaIb-
HOIO y4eTa B HAKONHUTEND.

Yeranonnenne pexuma "COpoc kaprodek B Hakonurenn” | 1 gucxera
(AHCKETY), JAKICHBAHNE IANIONMHEHHOHN JUCKETDHI, ITIOMEICHHE
B ceifd 1A XpaHeHHs.

[IpocMOTP XypHana ApPXHBOB | Mckera

¥ BOCCTaHOBNeHKEe 0a3 AaHHbIX.

YCTaHOBJICHHUE PEKMMA, NPOCMOTP XypHayia apXHBOB H Bhi-
60p HeoOxomuMmblx 6a3 AaHHBIX. YCTAaHOBNEHHE PEXKHMA
"Apxus", noMemeHne HeoOxomumoli muckeTl ¢ AaAHHOH KO-
nHveit B AHCKOBOA, BOCCTAHOBJICHHE Oa3 AaHHbIX.

.l



YaaseHne KapTouek HaKOMH-
Tend M3 6a3 AaHHbIX CHCTEMBL.

YCTaHOBNEHKE pPEXHMMa, BBCICHMC HOMEP2 HAKONMMTENA,
NOANCKAUWErO YHHYTOXENAIO, YAAIEHHE CCHINOK Ha KaKOH-
nrubo HaxoOnmMTe L U3 6a3 JAHHBIX CHCTEMb [0 HCTEYEHHIO
CPOKa XxpaHeHHd HHPOPMAUMM, APYTHM MPRINHEM.

Pa3snen 9. CepBucHbie pabOTHI.
Ucenonuurem: HucnexTop, ALMHHKHCTPATOP.

NNe Haumenosanue BRAOB Coaepxanue pabortn Exnudua maMe- | Hopmatumuue
1 pabor PCHAK 3aTPaTh BPEMe-
HY Ha ¢/, u3M.
(MUHYTH)

Koppexruposka 3zawmudpopannoil mupopMmauuu cupasog- | | crpannua 9
HHKa HHCNEKTOPOB. YC{TaHOBAtHUC pexmMa "CnpaBoumRHK
HHCMIEXTOPOB", BBHIACHCHKE Texymleli CTPOKM WHBEPCHEIM
usetoM. [lepemenienue Ttexyugeil cTpoxs¥ BHU3/BBEPX 1yis
YAANEHHR TEKYlLUeH 3anicy My no0aBlecHRAI HOBOM B KOHeN|
CITpaBOMHHKE. YCTaHOBNeHHE PexXMME "PenaxTupoBanue”;
ynaneHue wim AoOasicHne B OKHE JUI1 PEAAKTHPOBaAHKA Ha
IkpaHe ancnnes HeobxoauMol HHPOPMALUM O RHCIIEKTOPAX
(pamnnun, MMA, OTYECTRO HHCHEKTOPA, P, napomsb, XOp-
PCKUKA PCKBH3HTOB C NIOMOIILIO COOTBEICTBYIOUIKX CHMBO-
nop, mudpomsoro wnabopa m pycckoro andasura), Iloa-
TBCPXK/ACHHE XENAHHUA 3aKOHIHTE KOPPCKUMIO PEKBHIMTOB.
Co3naHue nycToii CTPOKH H e¢ PeIaKTHpPOBaxue Aia nobas-
NIEHHS HOBOH 3anHCH. YJancHue TeKylned 3anucH ¢ Mo-
MOHIBIO MeETKH (yaanuTs). Aa" ® "Her" B cucreme
"CripaBOYHHK HHCIIEXTOPOB"™ A/iA COXPAHCHHMT WIH AHHYIH-

POBaHNSE OTPLAAKTUPOBAHHOH RHOPOPMAUMH.

Ob6cnyxusanue cnpapoy-
HHKA HHCIITKTOPOB.

4 4



CrarHcrnueckas  oOpa-
i6oTka xypHana paGoTel
MHCIEKTOPOB.

KOHTPONL 32 ACATENIBHOCTHIO MHCMEKTOPOB ¢ NOMOLILIO CTa-
THCTHYecKkOR o6paborxu XypHanoB paCornl HHCMEKTOPOB.
[TpocMoTp HTOroB paboThli HHCNEKTOPOB B ABYX pPEXMMAX
(mpocMOTP NO KOHKPETHO# AaTe, MPOCMOTP BCcero XypHana).

5

C'ramcm-lecxu obpa- {Buinaya na 3kpaH BuixoaHo# dopmul ¢ HeoOxomumoid uudop- | 1 npocnoTp .
5
4

60TKa XKypHana Yuera |MauMeH: KOJ HHCIexTopa, Ne KapTOUKM KIHEHTA, KOX YCIYIH;

paboTul MHCeKTOPOB (MO |AaTa OKA3AHHUA YCTYTH; BPEMA 3aTPadeHHOE Ha OKa3aHKe yCmy-

KOOaM). TH; OTKa3 KAKEHTA OT MPELIOKEHHOR YOTYTH; KOMHYECTBO OT-
Ka30B; COrnacHu. ITpocMoTp # ucTanue XxXypHana. Pacnegarxa
HeoOxoaMMOH HHPOPMALLHH Ha NPHHTEPE.

CtamucTHueckan KapTou-
ka Xypuana yuera oka-
3AHHLIX  MHCIEKTOPaMH

YCIEYT.

Brizaua Ha 3xkpan soixogHoB ¢opmel. CymmsipoBanse komM- | | nmpocMoTp
YECTBA YCJIYT, OK333HHMIX HHCIEKTOPOM 3a [ICHb, HMEIOUIMX
OPMrHHANLHBIA XOA. Pacnedartxka Heob6xonquMoR HHGOpMALIKY.

Cramictuueckas  obpa-
6otxa XXypxana paborml
HHCMeKTOpOB (NO BpeMme-
H¥).

Boinaua Ha 3Kpad Beixogno#l dopmu. CyMmupoBauue ppeme- | 1 mpocMoTp
HH, 3aTPAYCHHOI'0 HHCNEKTOPOM Ha COCIYXHBAaHHE KIHEHTOB,
CYMMAPOBAHHE KOAHYECTBA OOCIY)XCHHLIX 3a 3TO BpeMi KIH-

C€HTOB; pacnevaTka HHPOpMaALHK Ha NPHHTEpPE.

Brinaua Ha 3xpan peixogHo# dopmrl. CyMmupOBaHHe B Kax- | 1 mpocMoTp
JO# CTPOKE BPeMeRH, 38TPAYCHHOIO Ha obCyXHBaHNHe OAHOTO
KJIHCHTA, 10 OPHIHHANbHBIM HOMEDAM KaPTOYeK M KOAAM HH-
criekxTOpoB. [IpocMoTp, AucraHue XypHaia, pacrnedaTka HH-
dopmaluK Ha ITPUHTEPE.
Ycranosnenue pexwma "CepeHc”, HaCTPOiia Ha XypHan pa- “-

CraTHcTHueckas  obpa-
6otka Xypuana ob6ciuy-
KEHHLIX MHCHIIEKTOpaMH
KITHEHTOR..

OfGHopneune  Kypraia
abOTH! RECHIEKTOPOR.

0OTbhl UHCNIEKTOPOB, dUKcaluus AaTel 0OnHOBnexHa nHPoOpMa-
NMH, YHHUTOXEHHE npeasiAyuied ITOR NaTe HHQPOPMALHH,
BBOJA HOBOK MA(QOpMaLuK, paciieuaTka Ha NPUHTEPE.

(A 4



[Ipuncxenue

Pacyer HopM2THEBHON YHCNIEHHOCTH rOCYJaPCTBEHHOI O L{EHTPA 3aHATOCTH FCpoa.

NoNe ; HawmmMeHOBaHWe BHAOB Conepxanue paborel Emnunua HopmaTtusnble | O6bem pabo- |Tpynoemxocts

H3IMEPEHHR | 3aTPATHI BpEMEHH Thi 32 FOJ HOPMATHB
Ha el. H3M. MHA. rp.S* rp. 6

N ...

n.
1 npeanoxe-
HHC

Bsaumonefictere ¢ pa- |Broa B KOMNLIOTEP KHPOpMa-
SoTomaTeneM Mo NMOBONY |[UHU O HATHYHM BAKAHCHE, NOMY-
HATMYHA BAKAHCUY YeHHO# oT paboromareneit c
NONMHLIM yYKa3aHueM TpeOoBaHRii
x pabomuukam, HeoOxoaUMOH
KBanHPHUKAUMH K Np. 3aHecenue
MHpopMauUK B KIaCCHPHUKATOP
npodeccuii (B Dazy).

Cucrematuueckoe obOHoBNEHHe
uHpopMallMHE O BaKaRcuax (B
baze) xnaccudprkarope npogec-
CHH, BBOA HHQOPMAUHH B KOM-
NbIOTEP, BLIBOA HHPOPMAUNH HA
IKPEaH.

BueceHHe M3IMEeHeHUH M
IONONHCHAH B CRECHUA
O BaKaHCHIAX

6.3. |BsanmogelicTBHe ¢ pa-

Ooronarenem no opra-
HH3AUUHM JONONHKTENb-
HbIX pabouux MecT.

Buecenne pabotogarenem npen-
NOXCHHR OO0 Opranu3auM¥ Jao-
nonuuTensHnix pabouux. Co-
rnacopaklMe HX KOIMYecrsa, Xa-
pakrepa  pexuHma  paboThi.
Cornacosanne ycnopHit 3K0OHO-




MHYECKOH 38HHTCPCCOBAHHOCTH
paboronarea (6omKerHoe Qu-
HAHCHPOBAHHKE, JJONICBOC YHaCTHE
LeHTPa 3AHATOCTH, HANOTOBHIC
JMErOoTH). BBOA NOMYYECHHOH MH-
dopMantHH B KJIACCHPHKATOD
nononHuTebHEIX pabort (6a3a) B
KOMITLIOTCP H YAANICHHE YCTa-
peslucii HHQOPpMAOMM.

| npenoxe-
HHE

- .. ]

! opennoxe- 70 8050
HAC
<

O6mieHne ¢ aIAMUHH-
CTPATHBHBIM OpPraHoMm
(npedexTypoll,  MyHu-
HHOAMTCTOM H T.4.) No
BOITPOCY OPraHM3aithu

Cornacopanue ycnoBnii no op-
raRM3AUHK  AONOHMHTENbHMX
pabounx Mmect. Iloaroromka
MPOeKTa PeLICHHA.

Ilonyvenste HubOpPMa-
HHK o BBICBO-
doxaaennix paborTHu-
Kax.

[lonyuenue ot paboronarens
CBEACHHH O OXHIACMOM BEHICBO-
6oxnexHnu pabOTHHKOB ¢ ykala-
HUEM KOAMYCCTBE CHELHANLHO-
creii u npodeccuit. Baoa w 3a-
MeHa nonyuyeHHo#i wHdopmaLnu
B KaT4/IOre KaApTOUYEK KIAHCHTOB
# Kknaccuduxatope npodeccuit.

Obuienue ¢ paboroaa-
TEJIAMH H AAMHHHCTPA-
uued ropoza mo opra-
HA3alHHY ONMAYHBACMbIX

Buecenue paboroaarenem npen-
JOXKEHHH N0  OPraHM3aluMH
onIayuBaeMhix OOINeCTBeHHBIX
pabor. CornacopaHne xapaxre-
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obmecTeeEaRX paboT.

pa paborhl (nocrosHuas mpe-
MEHHAad, Ce30HKaA, Ppa3oBasg).
CornacopaH#ie BO3PacTHOTO CO-
cTapa paboTHUKOB, Xapaxrepa 4
pexMMa TpYyAa, COrNacoBaHMe
UCTOYHHKOB DHHAHCHPOBAHHA.

IToarcroBka u odopm- |[logroroska u opopmienne go-| | aorosop 3720
JIEHHE JOT'OBOPOB. rOBOPOB Ha OPraHHzanuio ob-

LIECTBEHHbIX paboT, ydyere # OT-

YeTHOCTH. BBOA NONYYEHHOH

HHbOpMaAUKMU M YyaNeHHe ycTa-

peBLOCcH.

Koutporms 3a paboro-

A8TeJICM.
Konrtponas 3a peanusaumesnt npo- | 1 nposepka
rpaum.s 38HATOCTH.

6.8.2. Kontpons 3a cBOoerpemeHHbIM | | nMpoBepka

npeacrapnenueM pabotopare-
My oayxbe 3aHATOCTH uUH-
PopMAaLtHH O BO3IMOXHBIX MacC-
COBbIX  YBOABLHEHHAX  TPyAd-
IIUXCA, YHCITE M KaTeTOPHSEX
TPYASUWIHXCA, KOTOPLIX OHO MO-
XET KOCHYTBHCA.

KonTpoapr 32 Bo3MeiicHueM 3a- | | mposepka 164016
1paT ciyXOeu! 32aHATOCTH NO CO3-
AAHHIO caeunanbubiX padboyrx

il ol w4




MECT B npodeccCHORANRHOR noJ1-
IrOTOBKE B CBA3H C TPYAOYCTPOR-
CTPOM PaAbOTHHKOB, RONYUMB-
mux npodeccHoHanpHOEe 3a60-
JJeBAHHE WM HHBANMAHOCTL Ha
AAHHOM FRPOU3BOACTBE, AOYTEM
NEPeUHCNeHUA CpeacTs B QoHA
i -'
NPOoBEPKe Hanu9IHa cpobGomuLIx
-.

6.8.4. [[Iposepxa npeaqnmpusTHi
¥ OPraHM3alHi no Ha-

munio csoBomHLIX Ba- |PaKaHCHH,.

Kontpome 3a nepeanc- |KOHTPONL 3a BLINONHeHHEM du-
nexueM uenesbix du- {HARCOBBIX OTHUCICHHEK no dop-
HAHCOBLIX OTuMCHeHnit B iMamM  OyxraaTepckon  orTver-

PACUET:

Hopmupyemas tpynoemxocts pabor Tp (rp.7) 641499

O6was rpyroeMxocte 10 = Tp * K, npu K=1,08 641499 * 1,08 = 692819 Mux. wm 11547 qac.
[raTHas wucaernocts (Um) cocrabnger: Ym = To6 * Ku= Tos * Ku, rae Ku =1,05

PDn 1910

Umn = 11547105 =6,35 tuTaTHHIX SAMHHLL.
1910
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