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The educational manual covers the questions of documentation and paper work organisa-
tion in the process of personnel management according to the Offical instruction from the record
keeping @ 1153 of 17.10.97.

It discloses consecutively the practical questions of personnel (special) record keeping and
contains the modern pattern documents, description of the document compiling technique, prac-
tical recommendations as for the personnel accounting, administrative document preparation on
the personnel questions.

The manual is compiled taking into account the modern directive, methodical and instruc-
tive materials, practice of paper work organisation and documentation.

It is meant for specialists and secretaries, office workers, workers of personnel departments,
teachers and listeners of the system of personnel training, retraining and qualification raising
courses.
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