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1. OFbEM JUCIIUIIJINHBI B 3AYETHBIX EJUHUIIAX C YKASAHUEM KOJIUYECTBA
AKAJEMHNYECKHX YACOB, BBIIEJTEHHBIX HA KOHTAKTHYIO PABOTY OBYYAIOIIIUXCHA C
MHPEIIOJABATEJIEM U HA CAMOCTOATEJIBHYIO PABOTY

OO0mast Tpy10eMKOCTh 43ET

YacoB 1o yueOHOMY IIaHy 144
B TOM YHCIIE:
ayJUTOPHBIE 3aHATUS 18
caMocCTOsTebHas paboTa 122
4aCOB Ha KOHTPOJIb 4

Pacnpez[e.ﬂeﬂne YacCoB TMCHHUILIMHBI 110 CeMeCTPpaM

Cemectp
(<Kypc>.<Cemectp 3@2.0)
Ha Kypce>) Hroro
Henenp 14 2/6
Bun 3anaruit vo | PO | VI PII

Jlexuun 6 6 6 6
JlaboparopHsbie 6 6 6 6
IIpakruueckue 6 6 6 6
Hroro ayn. 18 (18 |18 |18
KonrakrHas padora |18 |18 [18 |18
Cawm. pabota 122 1122 | 122 | 122
Yacel Ha KOHTPOJIb 4 4 4 4
Hroro 144 |1 144 | 144 | 144

Bunbt KOHTPOJIA B CEMECTpax:

3auer ceMecTp

KouTponbHas pabora 3 ceMecTp




2. IEJIX OCBOEHUA JUCHUIIJINHBI (MOLY JIS)

2.1 | opMupoBaHHUE TEOPETUUCCKIX 3HAHUH U NIPAKTHIECKUX HABBIKOB B 00IaCTH TOKYMEHTHPOBAHHS YIPaBICHIECKOI
JeATeIbHOCTH C UCHONIb30BaHUEM COBPEMEHHBIX HH()OPMAIIMOHHBIX TEXHOIOTHH

3. MECTO JUCIIMIIJINHBI (MOAYJIsI) B CTPYKTYPE OBPA3OBATEJIBHOU ITPOI' PAMMBbI

Hukn (pa3men) OIL: | b1.0

3.1 | TpeGoBaHus K npeJBapuTe/bHOI NOATOTOBKE 00y4al0Ierocs:

3.1.1 | O3HakoMuTENBHAS IPAKTUKA

3.2 | AucunninHbl (MOAYJIN) M MPAKTHKH, IS KOTOPBIX 0CBOECHHE JAHHON JTMCHMIIJIMHBI (MO1YJIs1) HEOOXOAUMO KAK
npeiIecTBYOIIee:

3.2.1 | Komannoo6pa3oBaHue B OpraHU3aI[uK

3.2.2 | Texnonormueckast (IIPOCKTHO-TEXHOJIOTUYECKast) MPaKTHUKA

3.2.3 | IIpoeKTHBII PaKTUKYyM

3.2.4 | IlpousBoAcTBEHHAS IKCIUTYaTallMOHHAS! [TPAKTHKA

3.2.5 [ 3ammTa BEIMYCKHOH KBaNMM(UKAIIMOHHOH padoTHI, BKIIIOYAs TOTOTOBKY K 3aIIUTE W IPOIETyPY 3alIUTHI

3.2.6 | Texnomoruveckas (IpOEKTHO-TEXHOJIIOTUYECKAsI ) IPAKTHKA

4. KOMIETEHLY OBYYAIOIETOCSI, POPMUPYEMBIE B PE3YJIbTATE OCBOEHUSI TUCLIMTLTAHBI
(MOJY.JIST)

OIIK-4 : Crioco0eH mpenjiaraTb 3JKOHOMHUYeCKH 1 GUHAHCOBO 000CHOBAHHbIE OPraHU3ALMOHHO-YIIPaBIeHYeCKHe peleHust
B NPodecCHOHAIBLHOI 1eATeJIbHOCTH;

OIIK-4.1 : [leMOoHCTpHpPYET 3HAHUS COBPEMEHHBIX METO/IOB 00paOOTKI JaHHBIX U aHAJIN3a SKOHOMHYECKUX 1 (PHHAHCOBBIX
MoKa3aTenei

OIIK-4.2 : BiageeTr MeTo1aMy 3KOHOMHYECKOTO H (PHAHCOBOTO 0OOCHOBAHUSI OPTaHU3AI[IOHHO-YIIPABIEHUYECKUX PEIICHUH

OIIK-5 : Cnioco0eH ncno/b30BaTh COBpeMeHHbIe HH(OPMAallMOHHBIE TEXHOJIOTMU U IPOTPAMMHBIE CPeJACTBA IIPU PelleHUH
npogeccHoHaIbHBIX 3224,

OIIK-5.2 : TIpoBoaut aHanu3 1 00pabOTKy AaHHBIX ISl OCYIIECTBICHHs NPO(ECCHOHANBHOMN NEeSITeIbHOCTH C TOMOIIBIO
IIPOrPaMMHBIX CPEJCTB

OIIK-5.3 : TlpumMensieT coBpeMeHHbIe MH()OPMAaLMOHHbBIE TEXHOJIOTHH ISl PELICHUs CTAHAAPTHBIX 3a]a4 NPpohecCUOHATbHOM
JeATeIbHOCTH ¥ MH()OPMHUPOBAHHUS OPraHOB rOCYAapCTBEHHON BJIACTH U 00LIECTBA

IIK-4 : Cnioco0eH cocTaBaATh 0yXrajTepcKyo ((PMHAHCOBYIO) OTYETHOCTh

IIK-4.1 : JleMoHCTpUpYET 3HaHUS ASHUCTBYIOLIETO 3aKOHOAaTenbcTBa Poceuiickoilt denepanyy 1 MeXIyHApOJHBIX CTAHAAPTOB
(PMHAHCOBOI OTYETHOCTH, BHYTPEHHHUX OPraHU3allMOHHO-PACIOPSIUTEIFHBIX JOKYMEHTOB 3KOHOMHYECKOTO CyOBeKTa

YK-4 : Crioco6eH ocymecTBJISTH A€J0BYI0 KOMMYHHKAIUIO B YCTHO# U MUCbMeHHOH ¢opMax HA rocy1apcTBEHHOM SI3bIKe
Poccuiickoii ®@enepanuu 1 HHOCTPaHHOM(bIX) A3bIKe(aX)

YK-4.3 : Bezner Aei0By0 MEPEMUCKY, YUUTHIBAs OCOOCHHOCTU CTHIMCTUKHA O(PHUIUATBHBIX U HEOPHUIINATBHBIX ITUCEM,
COIMOKYJILTYPHBIE pa3iuyusi B (hopMaTe KOPPECIOHICHIMH Ha TOCYJAPCTBCHHOM U HHOCTPAHHOM(-BIX) SI3bIKAX

5. CTPYKTYPA U COAEPKAHUE IV CLHUIINHBI (MOLY.I5T)

Kon HaumeHnoBaHue pa3neioB u Cemectp / | Hacos | Unaukartopsl | Jluteparypa | HHTepaxr. I[Ipumeuyanue
3aHATHUSA TeM /BUJ 3aHATHS/ Kypc

Pa3znes 1. OcHoBHBIE
TpeOGoBaHHs K MOAr0TOBKE
JIOKYMEHTOB

1.1 1. OcHOBHBIE TpeOOBaHUS K 3 2 OIIK-4.1 JI1.1JI1.2 0
0(hOpMIICHUIO YIIPABICHYCCKHX OIIK-4.2 JI1.3J11.4
JIOKYMEHTOB (OCHOBHBIC OIIK-5.2 VK- JIL.S
TIOJIOKEHHUS 110 4.3 11K-4.1 JI1.6J12.1
JIOKyMEHTHPOBaHUIO J2.2J12.3
YIPaBIEHYECKOU e TEIILHOCTH; J12.4 J12.5
YHUGUKAINSA ¥ CTaHIAPTH3AI JI2.6J13.2
YIPaBIEHYECKUX JOKYMEHTOB; JI3.3
BUJBI IOKYMEHTOB U HX 215253 D4
KTacCU(PUKAIHS; 0POpPMIICHHE 2526 37
TEKCTa CITyKeOHOTO
nokymeHTa) /Jlex/




1.2 1.TpeboBaHHS K COCTABICHHUIO U 2 OIIK-4.1 J1.1J11.2
0(hOPMIICHHUIO YITPABICHYECKOM OIIK-4.2 JI1.3J11.4
JMoKyMeHTanuu (popmar OIIK-5.2 JIL.S
JIOKyMeHTa; 0pOopMIICHHUE TOIIeH; OIIK-5.3 VK- JI1.6J12.1
HyMepalus CTpaHull; 1aTa 4.3 TIK-4.1 J2.2J12.3
JIOKyMEHTa; 0 OpMIICHHE TaOJIHI] J12.4 J12.5
U AUArpaMM; HUPKyJIIpHas JI2.6J13.2
pacchlIKa; KOPPEKTYPHBIE 3HAKH; JI3.3
(hopmyisip-obpaserr) /IIp/ 21322053 54

3536

1.3 1.0co0EHHOCTH TOATOTOBKA U 2 OIlK-4.1 JI.1 J11.2
odopMIIeHUsT OPraHU3aLUOHHO - OIIK-4.2 J1.3J11.4
pacnopsANTEIbHBIX JJOKYMEHTOB OIIK-5.2 JIL.S
cpenctBamu Microsoft Office OIIK-5.3 VK- JI1.6J12.1
(coctaBnenne u 0QOpMIICHHUS 4.3 TIK-4.1 J2.2J12.3
JIOKyMEHTOB CpPE€ICTBaMH J12.4 J12.5
Microsoft Word; pa3paboTka u JI2.6J13.1
penakTupoBaHue JOKyMEHTOB JI3.2J13.3
Ta0MUIHON (POPMBI, BEIUHICICHHE 31323354
(dhopMyIT ¢ TOMOILBIO TAOJIHII, 25 26
co3JaHue U 00paboTKa JHarpaMm
B cucteme Microsoft Excel;

CO3JJaHUE AaBTOPCKOM IPE3CHTALUH
1 TIPE3CHTALH Ha OCHOBE
CTaH/IapPTHOTO CIIEHAPHS B CHCTEME
Microsoft Power Point). /J1a6/

1.4 M3yueHue TeopeTuueckoro u 35 OIlK-4.1 JI1.1 JI1.2
MPaKTHYECKOTO MaTepualia mo OIIK-4.2 JI1.3J11.4
Teme: "OCHOBHBIE TPeOOBaHHS K OIIK-5.2 JIL.S
TOATOTOBKE JOKYMEHTOB". OIIK-5.3 VK- JI1.6J12.1
BrinonHenue KOHTPOJIBHON 4.3 TIK-4.1 J2.2J12.3
paboThIL. J12.4 J12.5

J12.6J13.1

/Cp/ JI3.2713.3
31323354

3536 37

Paznen 2. OcHOBHBIE
Tpe0OBaHMA K COCTABJIEHHIO U
0o opMIIEHHIO TOKYMEHTOB
OpraHu3alu-OHHO-
pacnopsiiuTeIbHO’
IesITeJIbHOCTH M KaIPOBOii
JOKYMEHTAIHH




2.1 2. JIoKyMeHTHUPOBaHHE OIIK-4.1 J1.1J11.2
OpraHM3alMOHHO - OIIK-4.2 JI1.3J11.4
pacnopsauTeNTbHON NeSTEIbHOCTH OIIK-5.2 VK- JIL.S
(opranu3anuoHHas JOKyMEHTAIIUS: 4.3 I1K-4.1 JI1.6J12.1
yCTaB, yUpeAUTeNbHBIN 10TOBOP, J2.2J12.3
IITaTHOE paclucaHue, MOJIOKEHHUs, J12.4 J12.5
JOJKHOCTHAS! HHCTPYKLUS; JI2.6J13.2
pacnopsauTenbHas JI3.3
JIOKYMEHTAIIHS: TIPHKA3, 213253 34
pacrnopsikeHue, yKka3aHue, 2536 27
MIOCTaHOBJICHHUE, PEIICHNUE),

MH(POPMALIMOHHO - CIIPABOYHOU
(cripaBKa, TOKITaIHAS 3aIIHCKa,
00BACHUTEIIbHAS 3aITCKa, aKT,
TenedoHorpamMma, hake, IPOTOKOII,
npaBuiia 0popMIICHHUS JIETIOBOTO
MUChMa; BUBI IACEM) U TPYAOBBIX
IIPaBOOTHOMICHUH (TPyI0BOH
JIOTOBOP (KOHTPAKT), TPYAOBast
KHIDKKA, THIHAS KAPTOYKa,
KOMaHJHPOBOYHOE
YIOCTOBEpEHHE, AaHKETA,
XapaKTePUCTHKA, PE3FOME,
3asiBIICHHE, [IPUKA3 MO JIMIHOMY
cocraBy, aBrobuorpadust) /Jlex/

2.2 2. CocraBienue u 0QpopmMIIeHre OIlK-4.1 JI.1J11.2
OpraHU3aIMOHHO - OIIK-4.2 JI1.3J11.4
pacnopsaUTeNsHOM JOKyMEHTAUN OIIK-5.2 JIL.S
(MHTEPaKTHBHBIN METOJ: JIENIOBas OIIK-5.3 VK- JI1.6J12.1
urpa) (ycraB, yupeAUTeNbHBIN 4.3 TIK-4.1 J2.2J12.3
JIOTOBOP, IITATHOE PACITUCAHHE, J12.4 J12.5
TIOJIOKEHMSI, IOJDKHOCTHAS JI2.6J13.2
HHCTPYKIUS); COCTaBICHUE JI3.3
pacmnopsAUTEIbHON JOKYMEHTALIH D1 5253 D4
(puKas, pacropspkeHuHe, 25 26
yKa3zaHHe, TOCTaHOBJICHHE,
perenue); UHHOPMALHOHHO-

CIIPaBOYHOHN JOKYMCHTALUH
(IpOTOKOI (KpAaTKUI M TIOJHBIH,
aKT, TNChMa Pa3HbIX BUJIOB,
CIIpaBKa, JOKIAHAS U
OOBSCHHUTEIBHAS 3aITHCKA);
JIOKYMEHTOB TI0 JUYHOMY COCTaBY
(pestome, 3asiBIICHHE, ITPUKA3 MO
JHMYHOMY COCTaBY, TPYIOBOI
ZOroBOp, TPyAOBasA KHUXKKA,
XapaKTepUCTHKA,
aBToouorpadus) /TIp/

2.3 2. Pabota ¢ opraHu3aIioHHO - OIlK-4.1 JIT.1JI1.2
pacnopsauTeNTbHBIMU OIIK-4.2 JI1.3J11.4
JIOKYMEHTaMH B CUCTEMax OIIK-5.2 JIL.S
9JIEKTPOHHOTO I0KYMEHT0000poTa OIIK-5.3 VK- JI1.6J12.1
1C Ipennpustue (MHTEPAKTHUBHBIH 4.3 11IK-4.1 J2.2J12.3
MeTox: paboTa B MaJIbIX J12.4 J12.5
rpynmnax) /J1a6/ J12.6J13.1

JI3.2J13.3
31323354

9506




24 H3ydenne TeOpeTU4ecKoro u 56 OIIK-4.1 J1.1J11.2
MPaKTHYECKOTO MaTepualia mo OIIK-4.2 JI1.3J11.4
Teme: "OCHOBHBIE TPeOOBaHHS K OIIK-5.2 JIL.S
COCTaBIJICHUIO U O()OPMIICHUIO OIIK-5.3 VK- JI1.6J12.1
JIOKyMEHTOB OpPraHU3alMOHHO- 4.3 TIK-4.1 J12.2 J12.3
pacnopsAUTeILHON ACSITETLHOCTH J12.4J12.5
U KaJpOBOU TOKyMeHTaIuu". JI2.6J13.1
BbrinosiHeHUEe KOHTPOJIBHOM JI3.2J13.3
paboThI. 31323354
/Cp/ 3536 37
Pa3zpneu 3. TexHonoruu padorsl ¢
JOKYMEHTaAMHU

3.1 3. Opranusanus paboTsI ¢ 2 OIIK-4.1 J1.1J11.2
JIOKyMEHTaMH (TIOPSIIOK OIIK-4.2 JI1.3J11.4
00pabOTKH MOCTYTIAIOMINX U OIIK-5.2 VK- JI.5
OTIPABJISIEMBIX JTOKyMEHTOB; 4.3 I1K-4.1 JI1.6J12.1
MpaBWJIa PETUCTPALIUHN U J2.2J12.3
WHJEKCUPOBAHUS IOKYMEHTOB; J12.4 J12.5
OpraHu3anys KOHTPOJIS 3a JI2.6J13.2
HCIOJHEHUEM JJOKYMEHTOB; JI3.3
XpaHEHHE IOKYMEHTOB, 213253 34
COCTaBJICHE HOMEHKIIATYPHI eI, 2536 27
OITHCH TOKyMEHTOB; paboTa ¢
JOKYMEHTaMH, COACPIKAIIMHU
KOH(HICHIATIBHBIC CBEICHHUS;
aBTOMaTH3aLUS
JIOKYMECHTHPOBAHUS
YIPaBICHYECKOH
nesiTelIbHOCTH ). /JIex/

3.2 3. Opranuszanus 2 OIIK-4.1 JI1.1 J11.2
JIOKyMEHTO00O0poTa OIlK-4.2 JI1.3J11.4
(HOMeHKaTypa Jei; OIIK-5.2 JIL.S
(hopMHpOBaHUE NeN; XpaHEHUE OIIK-5.3 VK- JI1.6J12.1
JIelT); O3HAKOMIICHHE C 4.3 TIK-4.1 JI2.2 J12.3
JOKyMEHTaMH 110 OpraHu3aIiuu J12.4 J12.5
3aIMThl KOMMEPYECKOH TalHBI JI2.6J13.2
(mamsTKa pabOTHUKY JI3.3
(coyxamemy) o COXpaHEHHH 31323354
KOMMEPYECKOH TaliHbI 25 26
MIPEIIPUATHS; 0053aTEIHLCTBO O
Hepas[IallleHUH KOMMEPYECKOU
TallHbl; U3yYEHHUE CUCTEM
KOMILICKCHOH aBTOMAaTH3alUuH
nenmornponsBoicTaa) /Tlp/

33 3. Co3nanue 6a3bl JAHHBIX 2 OIlK-4.1 JI.1J11.2
JIOKYMEHTOB OpraHU3alluU U OIIK-4.2 JJ1.3J11.4
3anpocoB cpeacTBaMu Microsoft OIIK-5.2 JI1.5
Access. (MHTEPaKTUBHBII METOJ; OIIK-5.3 VK- JI1.6J12.1
pelLIECHNE CUTyallMOHHBIX 4.3 I11K-4.1 J2.2J12.3
3amay) /J1ab/ J12.4J12.5

J12.6J13.1
JI3.2J13.3
01333435
36

34 M3yueHne TeopeTuieckoro u 31 OIlK-4.1 JIT.1JI1.2
MPaKTUYECKOTO MaTepuaa 1o OIlK-4.2 JI1.3J11.4
teme: "TexHonoruu paboTHI ¢ OIIK-5.2 JI1.5
JIoOKyMeHTamu'". BrironHeHue OIIK-5.3 VK- JI1.6J12.1
KOHTPOJBHON paboTHL 4.3 TIK-4.1 JI2.2J12.3

J12.4 J12.5
/Cp/ J12.6J13.1
JI3.2J13.3

31323354

3526 37




3.5 TToaroroBka k caade 3auéTa /3auét/ 3 4 OIIK-4.1 JI1.1J11.2 0
OIIK-4.2 JI1.3J11.4
OIIK-5.2 JI1.5

OIIK-5.3 VK- JI1.6J12.1

4.3 TIK-4.1 J2.2J12.3
J12.4 J12.5
JI12.6J13.1
JI3.2 J13.3

D192 53 54

D526 D7

6. ®OH/I OIEHOYHBIX CPEICTB

6.1. KonTpoibHbIe BONPOCHI U 3aJaHUS

Bomnpocs! i mpoBeneHus 3auéTa no quciuIuinHe "JloKyMeHTUPOBAHUE yIIPABICHUECKON NesSTEeNbHOCTH

1. OCHOBHBIE TIOHATHS JOKYMEHTHPOBAHUS YIIPABICHICCKON IESTEITEHOCTH.

2. O6mue u cuenuanbHbIe QYHKIHHA OQUINATBHBIX JOKYMEHTOB.

3. CocTaB HOPMaTUBHO-METOJHMUECKOHN 0a3bl JOKYMEHTAIIHOHHOTO 00eCTIeYeHNsI.
4.VHuduKays 1 cTaHAapTH3anus yIpaBIeHYECKUX JJIOKYMEHTOB.

5. Knmaccudukanms JOKyMEeHTOB.

6. OcopmieHNE PEKBH3UTOB YIPABICHUECKIX JOKyMEHTOB.

7. braHku JOKYMEHTOB U TpeOOBaHHUS K HUM.

8. OdopmieHHe B TOKyMEHTaX 3HAKOB MIPEIMHAHUS X CHMBOJIOB.

9. Oopmnenue momueit, HyMepanuy CTPaHUI] B TOKyMEHTaX.

10.0¢opmienue naT u yucen B JOKyMEHTaX.

11. OdopmiteHue TaOIKII U PUCYHKOB B JIOKYMEHTAX.

12. Odopmirerne MaTeMaTHIECKUX (GOPMyNT M eIMHUI] H3MEPEHNUS B JOKyMEHTaX.

13. KoppekrypHble 3HaKu U IIPAaBUIa UX IPUMEHEHHUS.

14.0co0eHHOCTH O(HITHATEHO-AET0BOTO CTHIIA.

15.VrorpebieHne MpOMCHBIX M CTPOYHBIX OYKB.

16.Haubomnee ymorpebisieMble COKpAIIEHHS CIIOB.

17.KoppecnioHaeH1Ms1, CBA3aHHAsI C IPOBEACHUEM MIEPUOJNUECKUX MEPOTIPUATHH.

18. YcraB opraHu3sanuy, €ro peKBU3UTHI U OCHOBHBIE pa3/ieNbl TEKCTA.

19. llItaTHOE pacTmcaHue, €ro peKBU3HUTH H OCHOBHBIC CBEJICHHUS, COACPKAIINECS B JTaHHOM JIOKyMEHTE.
20. ITonoxxenue, ero pekBU3UTHL. Buabl noaoxeHui.

21. MacTpyxkiusa. OCHOBHOE Ha3HAaUY€HHE JNOKHOCTHON MHCTPYKLUH, €€ PEKBU3UTHI U OCHOBHBIE Pa3feNbl TEKCTA
22. YapeauTenbHbli 10r0BOpP, €0 PEKBU3UTHI U OCHOBHBIE Pa3/ieiibl TEKCTA.

23. Buasl pacnopsiiuTeNbHbIX JOKyMEHTOB, UX OCHOBHOE Ha3HAUYEHUE.

24. TIpuka3, ero peKBU3UTHI U OCHOBHBIEC YaCTH TEKCTa.

25. PexBU3MTHI yKa3aHUs U LIeNb U3aHUS JAHHOTO JOKYMEHTA.

26. Pacniopspxenue, ero peKBH3HTHL. BOPOCH!, 0 KOTOPBIM H3/aeTCs PACTIOPSIKEHHE.
27. Pemenne, ero pexkBU3UTEL. OpraHbl yIPaBICHNS, UMEIOMNE IPABO K N3TAHUIO JAHHOTO JOKyMEHTA.
28. PexBU3HUTHI IOCTAHOBIICHUS U 1I€b U3AaHNA JaHHOTO JOKYMEHTA.

29. Bunsl mHGQOPMAIIOHHO-CIIPABOYHBIX JJOKYMEHTOB, MX OCHOBHOE Ha3HAYCHHUE.

30. ITpoTokoi1, ero peKBU3UTHI U OCHOBHBIE YaCTH TEKCTa. BHABI IPOTOKOJIOB.

31. NoxnagHble H 00BbACHUTEIbHbIE 3aIIMCKH, UX PEKBU3UTHI U OCHOBHBIE LIEJIM HATIMCAHUS IAHHBIX JHOKyMEHTOB.
32. Tpe©oBaHusl, NpeabIBIIEMbIE K COCTABICHUIO CIIPABOK. BHBI CIpaBOK.

33. OcobenHoCTH cocTaBieHHS akTa. OCHOBHBIC YaCTH TeKCTa. BHabI akToB.

34. TpeGoBaHus, IpeABIBIAEMbIE K COCTABICHHUIO 1 O(OPMIICHHIO CIYKEOHBIX ITHCEM.
35. Pa3HOBUIHOCTH ITHCEM.

36. Bubl JOKyMEHTOB, OTHOCSIIHECS K JOKYMECHTAIIUH IO INTHOMY COCTaBY.

37. Odbopmiienue mpuema Ha padboTy.

38. TpebGoBaHUsl, IpeIbABISIEMbIE K COIEPKAHUIO U O(OPMIICHHIO TPYAOBOTO IOTOBOPA.
39. OdopmiteHre MPHUKA30B MO TMIHOMY COCTABY.

40. TpeOoBaHUs, IPEIBABIIEMBIC K COJCPIKAHUIO H OYOPMIICHUIO XapaKTEPUCTHKH.

41. CocTaBHBIE 3JIEMEHTHI M PEKBH3HUTHI aBTOOHOTpaduu.

42. CocTtaB 1OKyMEHTOB JINYHOTO JejIa.

43. O6mwe npaBuIa BeACHHUS M BEIJaYH TPYJOBBIX KHIDKEK.

44. OdopmIiieHre TOKyMEHTOB IIPH TIEPEBOIe COTPYAHUKA HA IPYTYIO0 pabOTy BHYTPH OpPTaHU3AIINH.
45. Iopsimok opopmiIeHHsI JOKyMEHTOB IIPH YBOJIBHEHUH COTPYJHUKA.

46. Opranu3zanus paboThl ¢ JOKyMEHTaMHU.

47. Tlopsnok 00pabOTKX MOCTYNAOIIUX U OTIPABISIEMBIX TOKYMEHTOB.

48. INopstmok 00pabOTKH OTIPABIIAEMbIX JOKYMEHTOB.

49 Ilopsinok 06pabOTKU BHYTPEHHHUX JOKYMEHTOB.

50.Peructpanusi 10KyMEHTOB.

51.0Opranu3anust KOHTPOJIS 32 UCTIOJTHEHUEM JJOKyMEHTOB.




52.XpaHeHHe TOKyMEHTOB.

53.CocTaBineHre HOMEHKIATYPBI A€ OpraHU3aLHH.

54.0pranuzanus paboThl ¢ JOKYMEHTaMH, COJCPKANTIMU KOHPHUICHIIHATBHBIC CBSICHHSI.
55.CBenenus, OTHOCSIINECS K KOMMEPYECKOH TaiHe.

56.3amuTa JOKYMEHTOB, COJIEPKALIMX KOMMEPUYECKYIO TalfHYy.
57.YHAYTOKEHHE TOKYMEHTOB.

58.IloHsTHE IEKTPOHHOIO JOKYMEHTA €T0 IPEUMYIIECTBA U HEJOCTATKU.
59.CocraBneHue JOKyMEHTOB.

60.ABTOMaTHU3MPOBAHHAS MTPOLIEAYpa PadOTHI C JOKyMEHTAMH.
61.OnexTpoHHbBIC OQUCHBIE CHCTEMBI.

62.XpaHeHue TOKyMEHTOB B 3JIEKTPOHHOM (hopme.

ConeprkaHue MPAKTHICCKUX 3aTaHUH

1.CocraBuTh ImpuKa3 00 yTBEPKICHUN WHCTPYKIHHU 110 JeJIONPOU3BOCTBY Ha 3aBoJie. B KoHCTaTHpYIOIIEeH 9acTu yka3aTh, 4TO B
COOTBETCTBUM ¢ THUIIOBOM MHCTPYKUHUEN MO AEIONPOU3BOJICTBY B MUHUCTEPCTBAX, BeaoMcTBax Poccuiickoii @enepanuy,
yTBep X IEHHOM pacnopspkenueM IlpaButenscra Poccuiickoit denepauunu ot 00.00.20_ 1. Ne 00 mpencenarenem Komurera o
nenam apxuBoB npu [IpaButensctse PO ®UO kanmexspuei 3aBoja pa3padoTaHbl HOPSIOK IPOXOXKACHHS JOKyMEHTOB 1
CTaHJApTHl HA OPraHU3ALMOHHO-PACTIOPSAUTENBHYIO JOKYMEHTAIUIO. B pacnopsanTensHON YacTH yTBEPAUTh HHCTPYKIMIO U
MOPYYHUTH 3aBEIYIOIICH KaHIEeIApHel 00ECIIeYnTh METOIMYECKOE PYKOBOJCTBO OPTraHU3ANNEH JACIONPON3BOACTBA Ha TIPS IIPUSITHH
1 YCTAaHOBHUTH KOHTPOJb 32 COOMIOICHNEM TPeOOBaHNI HHCTPYKIIHH.

2.CocTaBuUTh IIPUKA3 IO 3aBOAY 00 YCTAaHOBICHUHU €AMHOTO PeXXKMa paboThl IEHTPAIbHBIX CKIal0B. B KoHCTaTHpYIOIIEeH YacTu
OTMETHUTD, YTO OTITYCK LIEXaM MaTePHAIOB CO CKIAJIOB MPEANPHUATHS B TeUCHHE pabovero JHs HapyllacT HOPMaJbHYI padboTy
CKJIQJICKOTO amnmapara. B pacnopsinTensHON yacTy yKa3aTh KOHKPETHBIE Yachl OTIIyCKa MaTepHajoB CO CKIaJ0B, Ha3BaTh
KOHKPETHBIX JJOJDKHOCTHBIX JIHI[, KOTOPbIE OTBEYAIOT 3a MEPEeBOJ CKIIAI0B Ha Ooiee palloHaIbHEINH pekuM paboTel. OcTanbHbIE
MYHKTHI B PACTIOPSAUTEILHON YaCTH U IPYTUE PEKBU3UTHI yKa3aTh CAMOCTOSATENIBHO.

3.CocraBuTh IpHKa3 1o npeanpusatiio "Temn" 06 nTorax peBU3NH 10 MPOBEepKe PUHAHCOBOTO 0TYéTa. B KOHCTaTHpYyIOIIEH YacTH
yKa3aTh, YTO PEBU3NEH 0OHAPYKEHBI (DaKTHI TPyOOTo HapyIIeHHs (PHMHAHCOBOTO YIETa, IIOJTHOE OTCYTCTBHE Y4ETa M OTYETHOCTH TI0
KOMaH/IMPOBKAM, OTCYTCTBHE >KypHaJla y4éTa JJOBEpEHHOCTEH.

4.Hanucath npuKa3 JUPEKTOpa 3aBoJia TOYHOI'0 MAIIMHOCTPOEHHUS O IPEMUPOBAHUH PAOOTHUKOB IJIAHOBO-9KOHOMHUYECKOTO OTAeNa
3a JTOCPOYHYIO pa3paboTKy OusHec-1u1aHa. [Ipemus Bemaéres n3 (poHIa MAaTepPHABHOTO OOIIPEHUs B pasMepe 50 % MecsaHoTo
oxnana. /lpyrue TaHHBIC B TEKCTE M PEKBU3UTHI YKA3aTh CAMOCTOSTEIBHO.

5.Hanumcats mpuka3 no OAO "Candup" 06 utorax 10KyMeHTaIbHON peBru3nuu padboTsl npennpusatus ¢ 01.02.20 r. mo 01.09.20 r. B
aKTe peBU3NH 3a()UKCUPOBAHBI CIICTYIONINE HEJOCTATKH: HE YIOPSIOYCH YUET IMIHOTO cocTaBa, HeKoTopsle nena UTP Haxonsares
B 3aIyIIICHHOM COCTOSIHUHY, y 3aBeqyromniero ckianoM metamios [lerposa JI.H. oka3zanuch u3numky JimctoBoi craim (320 xr) u
HeJ0CTa4ya CTanbHOM JeHTH! (185 Kr); JomyckaeTcss HeOOOCHOBAHHOE CIMCaHNE YIIAKOBOYHOM OyMaru, TBO3/eH 1 3alacHBIX YacTer
JUISL PEMOHTA 000PYI0BaHMUs; B MEXaHHUECKOM LieXe JIOMYILEH Mepepacxo i Npumnos B konuuectse 60 Kr; 3aBeyIOLUIUM CKIaJACKUM
xo3stiicTBoM I1.11. JIoMOBBIM HECBOEBPEMEHHO OTIPYy’KeHa ITOCTaBIMKAaM BO3BpaTHAas Tapa, 3a 4YTO 3aBOJIOM yIDIadeH mrpad B
cymMme 15 Toic. py6. [pyrie peKBU3UTHI YKa3aTh CaMOCTOSITENBHO.

6.CocTaBUTh MPHUKA3 IO CTPOUTENHHON oprann3auuu "I opu30HT" 0 HENPaBUILHOM MCIOJIB30BaHUH CTPOUTENBHBIX OTX0/10B. B
BBOJIHOI 4acTH yKa3aTh, YTO IPH MPOBEPKE PadOTHI CKIIa/Ia MAIOMATEPHAIOB YCTAHOBJICHBI (DAKTHI OTITYCKA B KOTCIBHYIO [UIS
CKUTaHUS OTXO/I0B MIJIOMATEPHANIOB AITUHOU cBbIme 20 cM. B 3aKmi0unTeNnsHOM YacTH CieyeT MPeaoKUTh 3aBeAY0LEMY
CKJIaJJOM OpTaHU30BaTh PabOTY IO peann3alui OTXOI0B YaCTHBIM JIHIIAM.

7.CoctaBuTh npukas o6 urorax pabotsl ¢ fokymeHTamu B 20 1. B OAO "Crannunuk". B koHCTaTUpyIoIel yacTu yka3aTb Ha
HIBKYI0 TPeOOBaTEILHOCTh PYKOBOANTENCH TTOIPA3IeNICHNI K KaUeCTBY OATOTOBKU M KOHTPOJIS 32 UX UCIIOTHEHHEM. B
PacHopSaUTENIFHON YacTH 0OpaTUTh BHUMAaHNE PYKOBOAWTENICH HA TOBBIICHNE TPEOOBATEIIFHOCTH K paOOTHHKAM B 4acTH PabOTHI ¢
JIOKyMeHTaMu. J{aTh 3aaHue COTPYIHUKY, OTBEHAIOLIEMY 32 JIEJIONPOU3BOICTBO, pa3padoTaTh MEPHI MO YIIYUIIEHUIO STOH paboTHI.
8.CocTaBUTh KpaTKHiA TIPOTOKOJI IIPOU3BOJCTBCHHOTO COBEIaHUs paOOTHHKOB ITIAHOBO-9KOHOMHUYECKOTO OT/IeNIa 3aBOia
MEJIPEenapaToB, Ha KOTOPOM OBLT pACCMOTPEH BOIIPOC O JOCPOUYHOH pazpaborke Om3Hec-tuaHa Ha 20 1. [Tocne obcyxaeHus
MPOU3BOJICTBEHHOE COBEI[AHUE MPUHATIO pelIeHHe pa3paboTaTh OM3HEC-IUIaH Ha TPU JHS PaHbIIE yCTAHOBICHHOTO CPOKA.
OcTanbHble JaHHbIE YKa3aTh CaMOCTOSATENBHO.

9.CocTaBUTh KPaTKU MPOTOKOJ 00IIEro coOpanus paboyrux 00IIeCTBa C OTPAHMICHHONW OTBETCTBEHHOCTHIO "FOTCTpOii”, Ha
KOTOPOM 00CY’KIaeTcsl BOIPOC O CO3JaHHUHU IeXa CTPOUTEIBHBIX MaTEePHAJIOB U CTPOUTENILCTBA XKIUIBIX ToMOB. Ha coOparnn
ObL1a 3aciymana HHGOpMaLus npeacenaTesNs 0 BO3MOXKHOCTH CO3[aHuUs TAKOTO 11eXa U MePCHeKTuBax ero padboTsl. buio mpuHsaTO
penIeHue NOPYYHUTh IPEACEAATEII0 U €0 3aMECTUTEINIO IO CTPOUTEIBLCTBY B TeUEHHE 6 MECSIIEB pa3BePHYTH pabOTy U BHI-ACIUTH
JUTSL OTHX Tielieit 3 MiTH. pyo.

10.CocraBuTh IPOTOKOI 3aceAaHNs HHBEHTApU3aLMOHHOMN KOMICCHH 3aBOJIa Ta30BOI alapaTypsl, Ha KOTOPOM paccMaTpHUBAJICS
BOIIPOC O Pe3yJIbTaTax HHBEHTapU3aliK o ckiaay Ne 7 BcmomoraTenbHbIX MaTepuanoB. Ha 3aceqanuu Oblo IpUHATO
MIOCTaHOBJICHHE 00 YTBEP)KICHUH Pe3yIbTaTOB HHBCHTAPH3ALMH 1 OTHECEHHUH 32 CUET 3aBEIyIOMIEro CKIAIOM HEI0CTaul
BCTIOMOTATEJIFHBIX MAaTEPHANIOB B cyMMe 365 ThIC. py0., a TaloKe 3aUUTaHbI CIIMIUTEIbHAS BEOMOCTh 10 CKIaxy Ne 2 u
00BSICHUTENBHAS 3aIIMCKa 3aBEAYIOIIEro ckiagoM. OcTanbHble TaHHbIE ONPEAEIUTD 10 CBOEMY YCMOTPEHHIO.

11.CocTaBuTh TOKIAJHYIO 3AIUCKY TIIABHOTO OyXTanTepa AUPEKTopy 00 UTOorax paboThl O LEHTPATH3AMH PACIETOB C PaOOYNMH
u cnyxamumuy Ha BIl 3aBoga. [lenrpanm3anms pacu€ToB qana BOSMOXHOCTE ITEPEBECTH Ha APYTYIO PaboTy IATH OyXraiaTepoB
[[EXOB, YMCHBIIUTH OLUTHOKU B PacuéTax ¢ pabouuMH U CIIy>KalTUMHU. Y CHIINTh KOHTPOJIb 33 PACXOA0BaHUEM (OHOB 3apabOTHOIL
iaTel. B 3aki0ueHun He00X0MMO TIOCTaBUTh BOIIPOC O MPEMHUPOBAHUHU pabOTHUKOB Oyxrantepun u BLI, obecrieunBarommx
Mepexo/T Ha IeHTPATM30BaHHBIN pacdéT 3apadOTHOM IIaTH 1O 3aBoxy. OcTaiabHBIE TaHHBIE YKa3aTh CAMOCTOSTEIHHO.
12.CocraBuTh JOKIAAHYIO 3aIIUCKy CEKpeTapsi-pedepeHTa pyKOBOIUTEIIO IPEANPUATHS 00 yTepe paboTHHKOM AHApeeBsM B.I.,
MUCbMa-3apoca, MOCTYIMBIIETO B apec MPeINpUsITHs JBa MecsIa Ha3al.




Al

13.CocraButs 1 oopMuts (axc Gupmsl "AnTtaps" HoBocubupckomy npeanpusartiio "PoccTpoil” o moaHOM 0TKa3e OT OIIIaTh 3a
HOCTYNHUBIIYO NPOAYKIHUIO B CBSI3H C TEM, UTO 3Ta MPOTYyKIMs He Oblia 3akazaHa. OcTalabHbIe PEKBU3UTHI YKA3aTh CAMOCTOSITENBHO.
14.CocTaBuTh TOKIAIHYIO 3aMMCKy HAaJaJbHAKA OTAENA PYKOBOIUTEIIO IPESIIPHATHS O (haKTe He-BHIIOITHEHHS PaCTIOPSDKEHHUS O
MOHTaXe 000pyJOBaHHS HA YIaCTKe 10 IPHYUHE CIa00r0 KOHTPOJIS CO CTOPOHBI ITTABHOTO TEXHUKA.

15.CocraBuTh JOKIAAHYIO 3alIUCKy O MPUYHMHAX HECBOEBPEMEHHOCTH IIPEACTAaBICHUS HH(POPMALUK O BBIMOIHEHUH MTPUKa3a
Jqupekropa. OcTanbHble PEKBU3HTHI YKa3aTh CAMOCTOSTENBHO.

16.CocTaBuTh JOKIAJHYIO 3aIMMCKY MIIABHOTO OyXrajaTepa pyKOBOAUTEIO MPEANPHUITHS O HEOOXOIUMOCTH IEHTPATN3aIIH
pac4éToB ¢ pabOTHUKAMH NpeAnpusITus. B 00s13aHHOCTH OTUETHBIX pAOOTHHUKOB IIEXOB AODKHO BXOAUTH JIUIIb O(OpPMIICHHE
HNEPBUYHBIX JOKyMEHTOB IO Y4ETY BbIpaOOTKH. B 1oKIanHOM 3amucke HEOOX0IUMO MOAATh MPEIIOKEHHE O IIEPECMOTPE MITATOB
OTYETHBIX PAaOOTHHKOB B II€XaX U TJIABHOW OyXraJTepuy N3 pacyéra oOIIero COKpameHus mTaToB He MeHee yeM Ha 20 %.
17.CocTaBuTh JOKIAAHYIO 3alMCKy HadaIbHHUKA INIAHOBO-3KOHOMHYECKOTO OT/ENA PYKOBOJHUTEIIIO MPEANPHATHS 00 obecrieueHnn
OTZeNa YeThIpbMs KoMIbloTepaMu. OcTalbHbIe PEKBU3HUTHI YKa3aTh CAMOCTOSATEIBHO.

18.CocTaBuTh OOBSICHUTEIBHYIO 3aMCKY 1O (haKTy OTCYTCTBUS Ha pabodeM MecTe coTpyaHuka Mpa-Hosa I.1. ¢ 8 yacos mo 12
gacos 12.04.20 r.

19.CocraButs crpaBky o ToM, 9to Aradonos H.K. sBisercs ctynenTom 3-ro Kypca (akyIbTeTa MEHEIKMEHTa 1 IKOHOMUKH. (
20.CocTaBuUTh NPHKAa3 10 3aBOJy 00 YCTAHOBJICHUH €JIMHOTO PEKMMa pabOThl LIEHTPalIbHBIX CKIaJI0B. B KoHCcTaTHpyIomei yacTn
OTMETHUTD, YTO OTITYCK I[eXaM MaTePHAaIOB CO CKIAIOB MPEANPHUATHS B TeUCHHE pabodero qHS HapyIlacT HOPMAJIbHYIO paboTy
CKJIQJICKOTO ammapara. B pacropsiiuTensHO 9acT yka3aTh KOHKPETHBIE Yachl OTIIYCKa MaTepPHAIOB CO CKIAJI0B, Ha3BATh
KOHKPETHBIX JJOJDKHOCTHBIX JIMI[, KOTOPbIE OTBEYAIOT 3a MEPEBOJ CKIAN0B Ha Oolee pallioHaIbHbINH peskuM paboTel. OcTanbHbIe
MYHKTBI B PACHOPAIUTENBHOM 9aCTH M APYTUE PEKBU3HUTHI YKa3aTh CAMOCTOSATENBHO.

21.CocTtaBuTh NIPHKa3 0 IpenpusaTHio "3aps” 00 nTorax peBU3NH 10 PoBepKe PUHAHCOBOTO 0TYETA. B KOHCTaTHpyTomel qacTi
yKa3aTb, UTO peBH3HEH 00HApY:KeHbI (PaKThl TPyOOTro HapyIIeHHs (PHHAHCOBOTO Y4ETa, IIOJIHOE OTCYTCTBUE Y4ETa U OTUYETHOCTH 110
KOMaHIMPOBKaM, OTCYTCTBHE JKypHaja y4éra JOBEpEHHOCTEH.

22.Hanmcats npuka3 JUPEKTOpa 3aB0jia TOYHOTO MAIIMHOCTPOCHHUS O TPEMUPOBAHUHN PaOOTHHKOB ITTAHOBO-?KOHOMHYECKOTO
OTZeNa 32 JOCPOUHYIO pa3paboTKy Om3Hec-tuaHa. [Ipemust BeImaéres 3 GoHIa MaTepHaIbHOTO MOOIIpeHHs B pasmepe 50 %
MECAYHOTO OKIaja. J[pyrue naHHbIE B TEKCTE U PEKBH3UTHI YKa3aTh CAMOCTOSATEIBHO.

23.Hamucatb npuka3 mo OAO "Oxcup" 06 uTorax J0KyMEHTaIbHOW peBu3un padboThl npeanpusatus ¢ 01.02.20 1o 01.09.20 B
aKTe peBH3NH 3a()MKCHPOBAHEI CIICTYIOIINE HEAOCTATKH: HE YIOPSIOYEH YUET IMIHOTO cocTaBa, HeKoTopsle nena TP maxonsarces
B 3alyIIIEHHOM COCTOSIHUH; y 3aBeqytoulero ckianoM metamios [letposa JI.H. okaszanuck u3numky uctoBoi craiu (320 xr) u
HeJl0cTaya cTanbHOM JeHTsI (185 Kr); JomyckaeTcss HEOOOCHOBAHHOE CIMCAHUE YIIAKOBOYHOM OyMary, rBo3JeH 1 3alacHbIX yacTel
JUTSL peMOHTa 000PYIOBAaHIST; B MEXaHUIECKOM IIEXe JIOIYIIEH ITepepacxo ]l IPHITos B KoJudecTe 60 Kr; 3aBEAYIONINM CKITaICKIM
xo3stiictBoM I1.11. SIkoBIIEBEIM HECBOEBPEMEHHO OTTPY KEHa OCTABIIMKAM BO3BpaTHAS Tapa, 3a YTO 3aBOJOM YIUIaueH mTpad B
cymMme 15 Teic. py6. Apyrue pekBU3UTHl YKa3aTh CaMOCTOSTENBHO.

24.CocrtaBHTh NIPHKa3 IO CTPOUTENBHOM opranu3anuu "I'opu3oHT" 0 HENpPaBUIBHOM HCIONB30BAaHUH CTPOUTENBHBIX OTX010B. B
BBOJIHOM 9acCTH yKa3aTh, YTO IPH MPOBEPKE PadOTHI CKIIa/ia MIOMATEPHAIOB YCTAHOBIIEHBI (DAKTHI OTITYCKA B KOTSIBHYIO [UIS
COKUTaHUS OTXOJI0B IMMJIOMATepHAIOB UINHOM cBbImIe 20 cM. B 3aKIrounTeNbHOM YacTH ClieLyeT NPeaIoKUTh 3aBeIy0IeMy
CKJIaIOM OPTraHU30BaTh PaboTy 110 peayu3alii OTXO0/I0B YaCTHBIM JIHIAM.

25.CocraButs npuka3 o0 urorax pabots! ¢ gokymeHTamu B 20 1. B OAO "Benepauku". B koHCTaTHpYyIOIIEH YacTH yKa3aTh Ha
HI3KYIO0 TpeOOBaTEIbHOCTh PYKOBOANUTENCH ITOAPA3ACTICHIH K KaUeCTBY OATOTOBKU M KOHTPOJIS 33 UX UCIIOTHEHHEM. B
pacnopsaauTeNbHOM YacTH 0OpaTUTh BHUMaHUE PYKOBOAUTENEH Ha MOBBILICHHE TPeOOBATEIFHOCTH K paOOTHHKAM B 4aCTH PabOTHI ¢
JOKyMeHTaMH. [laTh 3a1aHKe COTPYAHUKY, OTBEYAIOIIEMY 3a JAEJIOINPONU3BOACTBO, Pa3paboTaTh MEPHI 10 YITyUIICHHIO 3TOH pabOoTHI.
26.CocTaBHUTh KPaTKUH ITPOTOKOJI TPOM3BOACTBEHHOTO COBEIIAHMUS PAOOTHUKOB ITAHOBO-3KOHOMHIYECKOTO OT/ETa 3aBOAA
MeJIpenapaToB, Ha KOTOPOM ObLI pacCMOTPEH BOIPOC O TOCPOUHOil pa3paboTke OusHec-mmaHa Ha 20 1. ITocne oOcyxaeHus
MPOU3BOJICTBEHHOE COBELAHUE MPUHATIO peLlIeHne pa3paboTaTh OM3HEC-IUIAH HAa TPU JIHs PaHbIE yCTAHOBIEHHOTO CPOKA.
OcraypHBIe JaHHBIE yKa3aTh CAMOCTOSTEIEHO.

27.CocTaBHUTh KpaTKUI IPOTOKOI 00IIIero codpanus pabodnx o0IIecTBa ¢ OrpaHHYCHHON 0TBETCTBEHHOCTHIO "fOrerpoit”, Ha
KOTOPOM 00Cy’KAaeTcsl BOIPOC O CO3JaHUU IeXa CTPOUTEIBHBIX MaTePUAIOB JUIl CTPOUTENBCTBA KIIBIX JToMOB. Ha coOpanuu
Obl1a 3aciTynaHa HHPOPMaIHs MPeACEeNaTeNsl O BO3MOKHOCTH CO3/IaHUsI TAKOTO 1ie€Xa M MEePCIEeKTHUBax ero paboTel. bbuto npunsaTo
pemIeHne NopyIuTh IPEACEATEINI0 U eT0 3aMECTUTEINIO TI0 CTPOUTENBCTBY B TeUEHHE 6 MECSIIEB pa3BepHYTh paboTy U BEI-ACIUTH
JUTS OTUX 1eneit 3 MiH. pyo.

28.CocTaBHUTh IPOTOKOI 3aCeaHHsl MHBEHTApU3allMOHHOIN KOMHCCHH 3aBO/Ia Ta30BOM alMapaTryphl, HA KOTOPOM pacCMaTpHUBAJICs
BOITPOC O Pe3yIbTaTaX HHBEHTapU3alWH M0 CKIaay Ne 7 BCrioMoraTenbHBIX MaTeprano. Ha 3acemannu ObUIO IPHUHATO
MIOCTAaHOBJICHHE 00 yTBEP)KICHUH Pe3yIbTaTOB HHBCHTAPH3ALUH 1 OTHECEHHUH 32 CUET 3aBEAYIOIIEro CKIa0M HEAOCTaul
BCIIOMOTATENbHBIX MAaTEPHaIOB B cyMmMe 365 ThIC. py0., a Taloke 3aUUTaHbl CIIMYUTEIbHAS BEIOMOCTD 1O cKiIaxy Ne 2 u
OOBSICHUTEIbHAS 3aIIMCKa 3aBeyrollero ckiafoM. OcTanbHble JaHHBIE ONPEIEIUTD 110 CBOEMY YCMOTPEHUIO.

29.CocTaBuTh JOKIAJIHYIO 3aIMCKY TIIABHOTO OyXranTepa JUpeKTopy 00 UTorax paboThl IO MEHTPATU3AINH PACIETOB ¢ pabOINMHU
u cimyxamumu Ha BII 3aBoxa. LenTpanu3zamus pacu€ToB nana BO3MOXKHOCTh IIEPEBECTH Ha APYTYIO paboTy mATh OyXraaTepoB
LIEXOB, YMCHBIIHUTh OLIMOKH B pacuérax ¢ pabourMH U CIIYKaIlMMH. Y CHIINTh KOHTPOJIb 33 pacXofoBaHHEM (OHJOB 3apaboTHON
IaThl. B 3axmoueHnn HeoOX0MMO TIOCTaBUTh BOIIPOC O TPEMHUPOBAHUHN pabOTHHKOB Oyxrantepun u BLI, o6ecrieunBarommx
Hepexo/l Ha IeHTPAIH30BaHHBIN pacdéT 3apaboTHOM ITAaTHI 10 3aBoxy. OcTanbHbIE JaHHBIE YKa3aTh CAMOCTOSATEIBHO.

30. CocTaBUTh JOKITAJHYIO 3alUCKy CeKpeTaps-pedepeHTa pyKOBOIUTENIO NPEANpHUATUS 00 yTepe paOOTHUKOM 3yeBBIM
B.I'., nucpMa-3ampoca, MOCTYMBLIETO B apeC NPEANPUATUS 1Ba MecALa Ha3a[.

Bompocs! 1 caMOCTOSTENBHOM paboTHI CTYACHTOB 110 AUCHUILTHHE «J{OKyMEHTHPOBAaHNUE YIIPABICHUECKON ESITEIEHOCTI

1. OCHOBHBIE OTIpE/ICTICHUS: IOKYMEHT, PEKBU3HUTHI, JTOKYMECHTHUPOBAHUE.

2 OO0mue u crienuanbHble QYHKIUN JTOKYMEHTA.

3. Bupas! ynpaBieH4ecKOH JTOKyMEHTALUU.

4 CocTaB HOPMaTUBHO-METOUYECKON 0a3bl JOKyMEHTAlMOHHOTO 00eCIeueHHs.




5. Uro Takoe yHU(UKALUSI U CTAaHAAPTU3ALMS JOKYMEHTOB?

6. ITo kakuM NpU3HAKAM KIACCU(PHUIUPYIOTCS JOKyMEHTBHI?

7. Kaxne TpeOoBaHMS NPeIbIBIAIOTCS K O(OPMICHHIO PEKBH3UTOB JOKYMEHTOB?

8. B uém ocobeHHOCTH OdHIHaTbHO-AeT0BOro cTHiast? OCHOBHEBIE TPeOOBaHUS, MPEIbABIACMbIE K O(QHIIHATHHO-IETOBOMY
CTHITIO?

9. Kak numrytcs HasBaHUS JOJKHOCTEH B CHCTEME rOCyAapCTBEHHOH BiacTH U ynpasineHus Poccuiickoit ®@enepanun?
10. Haubonee ymoTtpebmsieMble COKpAIeHUs CIIOB.

11. Kak npoucxomur odopmiaeHue gat u yucen B JOKyMEHTax?

12. Kakue moKyMeHTBHI BXOAAT B CHCTEMY OpPraHM3allMOHHO-TIPABOBOM JOKyMEHTanuu?

13. KakoBa ocHOBHast (pyHKIMS OpraHW3AIIMOHHBIX JOKYMEHTOB B YIIPABICHYECKOW NEATEIHHOCTH?

14. Kakne mOKyMEHTHI OTHOCATCA K YUPEAUTEIBHBIM JOKYMCHTaM OpTraHHU3aIin?

15. KakoB cpok neiicTBUsI OpraHU3allMOHHBIX JOKYMEHTOB?

16. KakoBo 0cHOBHOE HazHau€HHE PACHOPSIUTENBHBIX JOKYMEHTOB?

17. Kaxue noKyMeHTBI OTHOCSTCS K paclopsauTeNbHbIM?

18. Kakne pexkBH3UTHI 00€CHEUNBAIOT IOPUINYIECKYIO CHIy NpHKa3a, PACIOPSHKEHMs, H3aBaeMOro PyKOBOJICTBOM
MpeAnpUATHS?

19. KakoBo HasHadeHmMe MH(OPMAIOHHO-CIIPABOYHBIX JTOKYMEHTOB B YIPaBICHUYECKOH IESATEINEHOCTH?

20. Kakne moKyMeHTHI OTHOCATCA K HH(POPMAIMOHHO-CIPABOYHBIM?

21. KakoBo Ha3zHaueHHe MPOTOKOJIA 3acelaHus?

22. KTo nMeeT npaBo cOCTaBIATh U MOAMNKMCHIBATH AOKIAJHbIE 3aIHCKH, CIPABKU, NMPEITOKEHUs?

23. Bunpl akToB M UX Ha3HAYECHUE.

24. JInst kakuX Ielel MUIIeTcs OObSICHUTENbHAs 3armcKa?

25. Bunbl 10KyMeHTOB, MepenaBaeMbIX MO KaHanaM CBs3H. X OCHOBHOE Ha3HadeHHe.

26. Ha xaxux O;aHKax COCTaBIISIOTCS CIyXeOHbIE MAChMa?

27. Ilepeuncnure OCHOBHBIE PEKBU3UTHI JIEJIOBOIO IHCHMA.

28. Dranbl MOJATOTOBKH U COCTABJICHUS ITHCEM.

29. Kaxue pasHOBHIHOCTH CITy>KEOHBIX ITMCEM HCIIONB3YIOTCS B IIPAKTUKE YNPABICHUS?

30. C Kakoil LENbI0 COCTABIISIIOTCS TapaHTHITHBIE TUChMA?

31. B kakux ciyuasix OTIpPaBIISeTCS MUCHMO-IPETEH3HS?

32. KakoBbl 0coOeHHOCTH 0OpMIIEHHUS 0JIaroIapCTBEHHOTO MUChMa?

33. Kakue mOKyMEHTBI OTHOCSATCS K JOKyMEHTaM IO JIMYHOMY cOCTaBy?

34. Kakne mokyMeHTHI 0(OpMIIIOTCS TP NpUEME IpaXkiaH Ha paboTy?

35. Kak mpaBunbHO cocraBisiercs pestome? Kak odopmisercs: TpyaoBoi 10roBop?

36. Kak odopmisiercs npuka3z o npuéme Ha padoty? Kakoe Ha3HadeHHe MMEET MpUKa3, kKakue (GopMbl IpHKaza
UCTIOJHSAOTCS?

37. Kakne mokymeHTHI 0(OpMIISIOTCA MpH MepeBoje pabOTHUKA Ha APYTYI0 paboTy?

38. CocraB JIOKyMEHTAI[H, MCIOIb3yEeMbIH MPH YBOJILHEHUU PaOOTHHUKA.

39. Yro Takoe JTOKyMEHTO00OpOT?

40. Kakue Bus! paboT BBITOMHSIOTCS MpU 00paboTKe BXOAAIIEH KOPPECTIOHICHITHN?

41. Kakue BHIBI pabOT BBITOIHAIOTCS ¢ UCXOMSIIMMH JOKyMEHTaMu?

42. JIns yero HeoOXoMUMa PErucTpanus JOKYMEHTOB?

43. KakoBa oCHOBHasl LieJIb KOHTPOJISL UCIIOJIHEHUS JOKYMEHTOB?

44. Iens pa3pabOTKM HOMEHKIATYpHI Ae.

45. Ponb TUMOBBIX U MPUMEPHBIX HOMEHKIATYpP JEl.

46. Kaxue cBeneHust OTHOCSTCS K KOMMeEpUYECKol TaiiHe?

47. Uro BKIIOUaeT obecredeHne 3alnThl KOHPUICHINANEHON HH(OpMAIin?

48. Uro 3ampeniaercsi mepcoHaiy, padorarouieMy ¢ KOHQHISHIUATbHBIMA JOKYMEHTaMu?

49. Kaxue 00s13aHHOCTH BO3JIaraloTcsi HA PyKOBOJMTEIEH M MCIIOJHUTENCH NpH paboTe ¢ KOH(PUACHINAIEHBIMI
JIOKYMEHTaMH?

50. C Kakoll LeNbI0 Ha JOKYMEHTE CTaBUTCA Tpu( KOH(PHUICHIUATBHOCTH, U KaKWe BUABI 3TUX TPUGOB HCHONB3YIOTCA? Yem
PYKOBOJICTBYIOTCS IIPH ONIPEEIeHUH YPOBHS KOH(PUIECHIIMANBHOCTH?

S1. Kaxue cBeneHMs 3aHOCSTCS B JKypHAJ PETHUCTPAINH JOKyMEHTOB ¢ Tpupom «KT»?

52. Kak nponcxoauT yHHYTOXKEHHE TOKYMEHTOB, COACPKAIIUX KOH(PHUICHIMAIbHBIE CBEACHHS?

53. [lonsTHE AMEKTPOHHOIO AOKyMeHTa. [IpenMyIiecTBa U HEOCTATKU AJIEKTPOHHOIO JOKYMEHTA.

54. Ilepeuncaure mporpaMMHbIE CPEACTBA UCHONB3YEMBIE [l COCTaBIEHUS M PENAaKTUPOBAaHUs JJOKY-MEHTOB.
55. N3obpaszute cxeMy aBTOMATH3AIMH JETIOMPON3BOJICTBA.

56. Uro mpencTaBisioT co00if aBTOMaTH3MpOBaHHEIE paboune mecta (APM)?

57. [IpencraBbTe CTPYKTYpYy JIEKTpOHHOTO Ooduca.

58. [puBemuTe MpUMeps CUCTEM aBTOMATH3AIMH JEIONPOM3BOICTBA, HX (YHKIMOHAIBLHEIE BO3MOXKHO-CTH. Kakue crucremMsl
UCTIONB3YIOT JUISL KPYTIHBIX, CPEIHUX U MANbIX HPeAIPUITHII?

59. Kak ocymecTBnsieTcs XxpaHeHHe JOKYMEHTOB B DJIEKTPOHHOH (opme?

6.2. TeMbl NUCbMEHHBIX padoT

KonTtponsHas paboTa 1 CTyIEHTOB 3a09HOI (hOPMBI 00YIEHHSI COCTOHT U3 PACUETHBIX 3aIaHUH, OXBATHIBAIOIINX KypC
JUCIUIIIMHBL, U BBINOIHIETCS 10 OAHOMY U3 YKa3aHHBIX BapHAaHTOB. BEIOOp BapHaHTa ompeaenseTcs 1o MOCIeAHUM ABYM Iudpam
3a4eTHOM KHIKKH. [IepedeHb BApHaHTOB 331aHMil KOHTPOIBHOI PaOOThI, METOAMKA €€ BHIIIOJIHEHHSI M HEOOXO0UMast JINTeparypa




HpUBEICHBl B METOINUECKUX YKA3aHUAX JUIS HAMHCAHUS KOHTPOIBHOH PabOTEhI.

KonTpomnbHas paboTa CTyA€HTOB 3209HOM (DOPMBI 00yIEHHS

KonTtponsHas paboTta BEIIOTHAETCA CTYAEHTOM MOCJIE CAMOCTOSITEIIFHOTO H3Y9IEHHS TEOPETUIECKOr0o Kypca IO TUCIUIIINHE:
«JloKkyMeHTHpOBaHNE YIPABIEHYECKON IEATETLHOCTH» U COCTOUT U3 TPEX 3afaHuil (BBIOOP 3a/laHUii OCYIIECTBISIETCS HAa OCHOBE
JBYX HOCIEIHUX IU(p muppa 3a4eTHON KHIKKH CTYACHTA):

3amanme 1. PaccMoTpenne Teopernaeckoro Bornpoca Ha TeMy: OCHOBHBIE TpeOOBaHHS K COCTABICHHIO M O(OPMIICHHIO TOKyMEHTOB
OPTaHU3AIMOHHO - PACTIOPSAUTENBHOMN ESITeIbHOCTU U KaJPOBOH TOKyMEHTAIIUH.

3aganue 2. PaccMoTpeHHe TeopeTHUECKOTO BOIIpoca Ha TeMy: TeXHOIOrHU paboThl ¢ JOKyMEHTaMH.

3amanue 3. [Ipakrndeckoe 3amanme: COCTaBUTH M 0(pOPMHUTE OpraHU3AI[OHHBIE, PACTIOPAANTEIbHEIC, HHPOPMANOHHEIC
JOKYMEHTBI M IOKyMEHTBI TI0 IEPCOHAITY IPEIIPHATHL.

6.3. ®oH/1 OLIEHOYHBIX CPEACTB

1 TIOKABATEJIN, KPUTEPHUU U LLIKAJIbI OLIEHUBAHM S KOMITETEHI{MI

Orenka copMupoBaHHOCTH KommeTeHImi y cryaenToB HUMU JIon’AY u BbICTaBJIEHHE OLIEHKH MO OTACIbHON TUCIMITIHHE
BeJIeTCs CIECIYIOMNM 00pa3oM:

- JUISL CTYZEHTOB OYHOH (POpMBI 00yUIEHHUS UTOTOBAs OLIEHKA 110 JUCIUILINHE BRICTaBIsAeTcs o 100-06amipHoM cucrteme, a 3aTeM
HEPEBOAUTCS B OLIEHKU «OTIUYHOY, «XOPOILIOY, «yJOBIECTBOPUTENBHOY, «HEYIOBIETBOPUTEIBHOY, «3aUTEHO» U «HE 3aUTEHO;

- IUIs CTYJICHTOB 3a09HOM M OYHO-3a04HON (pOPMBI 00yUEHHS OLIEHUBAETCS 110 MSATHOAIUIBHON MIKaJle, OLIEHKAMHU «OTINIHOY,
«XOPOIIIO», «YIOBIETBOPUTEIBHOY, KHEYJOBICTBOPUTEIBEHOY; «3aUTEHOY FUIH «HE 3aUTCHOM.

Bricokuii ypoBeHb OCBOGHUS KOMIIETEHIINH, HTOTOBAsI OIIEHKA M0 JUCHUTUINHE «OTIMIHO» WK «3auTeHo» (90-100 Gansos):
TIyOOKO U MIPOYHO YCBOMII MMPOrPaMMHBIN MaTepHall, HCUEPIIBIBAIOLIE, ITOCIEI0BATENBHO, YETKO U JIOTHYECKH CTPOIHO €ro
M3JIaraeT, yMeeT TECHO YBA3BIBATh TEOPHIO C MPAKTHKO, CBOOOIHO CIIPABIIETCS C 3a1a9aMHy, BOIPOCAMHU U APYTUMH BHIAMHI
MPUMEHCHUS 3HAaHUH, IPUYEM HE 3aTPyTHIETCS C OTBETOM IIPU BUAOM3MEHEHUH 33JaHHUH, HCTIONIB3YeT B OTBETE MaTepHall
MoOHoOrpahuuecKkoi TUTepaTypbl, IPABUIBHO 0OOCHOBBIBAET IPHHATOE PELICHNE, BIIaeeT pAa3HOCTOPOHHUMH HABBIKAMHU H
HpHEMaMH BBIIOJIHEHHUS MPaKTHIECKUX 3a1ad. CHCTEMHO U IUIAHOMEPHO paboTaeT B TEUCHUH CEMECTPA.

[ToBbIIIEHHBIH YPOBEHb OCBOCHUS KOMITETEHIINH, NTOTOBAsI OIICHKA 110 JUCIUTUINHE «XOPOIIO» MK «3aduTeHo» (75-89 Oamos):
TBEPAO 3HAET MaTepHai, TPaMOTHO U IO CYIIECTBY M3JIaraeT ero, He JOIMyCKas CyIIeCTBEeHHBIX HETOUHOCTEl B OTBETE Ha BOIIPOC,
HPaBUIBHO NPUMEHSET TEOPETUUCCKHIE MOJOKEHHS IIPH PELIEHUH [TPAKTHYECKUX BOIPOCOB U 3371a4, BIaJeeT HEOOXOIUMBIMU
HaBBIKAMH ¥ IPHEMaMHU UX BITOTHEHHA. CHCTEMHO W INIAHOMEPHO paboTaeT B TSUCHUH CEMECTpa.

IToporoBerit ypoBeHs OCBOCHUS KOMIIETEHITHH, HTOTOBAs OI[CHKA 10 JUCIUIIIHHE «YAOBICTBOPUTEIHLHOY MM «3a4TeHO» (60-74
6ana): UMeeT 3HaHUS TONBKO OCHOBHOTO MaTepHana, HO He yCBOMUII €T0 JeTanel, JoMyckaeT HeTOYHOCTH, HE0CTaTOUHO
HpaBuIbHBIE (GOPMYIMPOBKH, HApYIICHHUS JIOTHYECKOH MOCIIEJ0BATEIBHOCTH B U3JI0KCHUH TIPOTPaMMHOTO MaTepHalla, UCIIbIThIBACT
3aTpyIHEHUS MPH BEIITOJTHEHUH TIPAKTHIECKUX padoT.

IToporoBelit ypoBeHs OCBOCHUSI KOMIIETEHIINH HE COPMHUPOBAH, UTOTOBAS OI[EHKA MO AUCHUILTHHE «HEYIOBIETBOPUTEIBHOY» UIN
«He3auteHo» (MeHee 60 GayIOB): HE 3HACT 3HAUUTEIILHON YaCTH MPOTrPAMMHOTO MaTepuaa, JOIMyCcKaeT CyIeCTBEHHbIC OIIHOKH,
HEYBEPEHHO, ¢ OOJBIIMMH 3aTPyTHEHUSIMH BBIITOITHSCT ITpaKTHIecKre padoThl. Kak mpaBuiio, OlleHKa «HEyIOBIETBOPUTEIHHOY
CTaBUTCSA CTYJCHTaM, KOTOPBIE HE MOTYT MPOAOKUTE 00y4eHHe 0e3 TOMOTHUTEIBHBIX 3aHATHH 0 COOTBETCTBYIOIIEH MUCIUILINHE.
Kputepun ouenku ypoBHs c(hOPMHPOBAHHOCTH KOMIETEHIIMI U BHICTABICHUE OLIEHOK 0 KypcoBoMmy npoekty (KII) nim kypcoBoit
pa6ore (KP):

- Bricokuii ypoBeHb OCBOCHUS KOMIIETEHIINH, OTICHKa «OTIIHIHO» (25 — 23 6amma mis KIT; 20 — 18 6amna most KP): pabota
BBIIIOJTHEHA HA BBICOKOM IIPodeccroHaIbHOM ypoBHE. II0THOCTBIO COOTBETCTBYET MOCTABICHHBIM B 33IaHUU LIEJISAM U 3a/1a4aM.
I[IpencrapieHHbI MaTepral B OCHOBHOM BEPEH, JIOITyCKAIOTCsl MeNIKHe HeTOYHOCTH. CTyJeHT CBOOOZHO OTBEYaeT Ha BOIPOCHI,
CBSI3aHHBIE C TIPOSKTOM. BEIpakeHa cltocOOHOCTh K IpodecCHOHANBHOM afanTanyy, HHTEPIPETaluy 3HAHUH 13
MEKANCIUIUTHHAPHBIX 00TacTel

- [ToBBbIIIEHHBIH YPOBEHb OCBOCHHSI KOMIIETEHIIH, OLIEHKa «Xopoio» (22-19 6anna ms KIT; 17 — 15 6anna ans KP): pabota
BBITIOJIHEHA Ha JOCTaTOYHO BBICOKOM IPO(ECCHOHAILHOM ypoBHE. JlomymeHo10 3 HerpyObIX OIIMOOK, HEBIMSIOIIHNI Ha Pe3yJIbTar.
CTyzleHT 0TBEYaET Ha BONIPOCH!, CBA3AHHBIE C IPOEKTOM, HO HEIOCTATOUHO MOJIHO.

- [oporoBelit ypoBeHb OCBOCHUS KOMIIETCHITHH, OIIEHKA «y0BIeTBOpUTeIbHO» (18-15 6amma amsa KIT; 14 — 12 6amna qms KP):
yYpOBEHb HEJJOCTATOYHO BBICOK. JlOMyIIEHO 10 5 OIHMOOK, HE CYHIECTBEHHO BIMAIOIINX HA KOHEUHBII Pe3yNbTaT, HO X0 PelleHUs
BepHBI. CTyIEHT MOXKET OTBETUTH JIMIIb Ha HEKOTOPHIE M3 3aaHHBIX BOIIPOCOB, CBSI3aHHBIX C IIPOCKTOM.

- [ToporoBelit ypoBeHs OCBOCHUSI KOMIIETCHITHH HE ChOPMHUPOBaH, OIIEHKA «HEYAOBICTBOPUUTEIbHO» (MeHee 15 6ammos ms KT,
MmeHee 12 6aioB amnst KP): paboTa BeinosiHeHa Ha HU3KOM ypoBHe. JlonyuieHsl rpyOble omunOKy. Perenue npuHIUNuaibHo He
BepHO. OTBETHI Ha CBA3aHHBIC C IIPOEKTOM BOIPOCH OOHAPYKHUBAIOT HEIIOHMMaHHUE TPEJIMETa U OTCYTCTBHE OPHEHTALlUH B
MaTepHale POoeKTa.

Kpurepru oneHk ypoBHs C(POPMUPOBAHHOCTH KOMIIETCHIMI 1 BBICTABJICHHE 0AIIOB IO PacueTHO-TpadIecKoi paboTe
(koHTpOIBHOI padoTe) (10 10 GaymioB, 3a4TeHO/HE3aUTEHO): COOTBETCTBUE COACPIKAHHS PAOOTHI 33JaHUI0; TPAMOTHOCTh H3JIOKCHHS
1 Ka4ecTBO 0QOpMIICHHUSI padOTHI; COOTBETCTBE HOPMATHBHBIM TPEOOBAHUSIM; CAMOCTOSITEIILHOCTD BHIITONHEHHS Pa0OTHI, TITyOnHA
npopabOTKK MaTepHaa; HCIOIb30BaHUE PEKOMEHAOBAHHOM U CIIPaBOYHOM JINTEPATYPhI, MPABHIBHOCTH BHIITOJHEHHBIX PACUCTOB U
rpaduyeckoi 4acTr; 000CHOBAaHHOCTH U JIOKa3aTEILHOCTH BHIBOIOB.

Kpurepun oneHxu ypoBHs c(hOpMUPOBAHHOCTH KOMIETCHIIUH U BBICTaBIeHUE 0aioB 1o pedepaty (noxtamy) (no 10 6amos,
3a4TEHO/HE3a4TEHO): COOTBETCTBUE COZIEp KaHus pedepaTa (JoKIaaa) CoLeprKaHUI0 PaOOThI; BBIACICHNE OCHOBHOM MBICIIH




pedepaTa (ToKIana); KaUECTBO M3TI0KEHHS MaTepHaa; OTBETH Ha BOMPOCH 10 pedepaTy (HOKIay).

2. METOJIUMYECKUE MATEPHAJIbI, OITPEJEJISAIOILME ITPOIIEAYPbI OLITEHUBAHUS 3HAHUM, YMEHU,
HABBIKOB U (MJIN) OTIBITA JIEATEJIBHOCTHU, XAPAKTEPU3VYIOIIUE ATAIIbI ®OPMUPOBAHUA KOMITETEHLIMIA
OO1uii mopsIIOK MPOBECHUS MPOLIEAYPHI OLICHUBAHUS 3HAHWUH, YMEHHI, HABBIKOB U (MJIH) OIBITA ICATEIbHOCTH, COOTBETCTBHE
MHIUKATOpaM JIOCTH)KEHHS C(hOPMHUPOBAHHOCTH KOMITCTCHIIHI OTIPEJICNICH B CICAYIOIINX JTOKATbHBIX HOPMATHBHBIX aKTax:
TTomosxeHwe 0 MPOMEKYTOUHOH aTTeCTAlK 00YJArOIIHNXCS 10 MPOrpaMMaM BBICIIIET0 00pa3oBaHus (B IEHCTBYIONICH pelakinm).
JIOKyMeHTBI pa3MeleHs! B CBOOOIHOM focTyme Ha opunuansaoM caiite HUMU JlorI' AVhttps://ngma.su/ B pa3zaene: I'maBHast
crpanuiia/Ceeenns 06 00pa3oBaTebHON opranu3anun/JIokanbHbIe HOPMAaTHBHBIC AKTHI.

6.4. IlepevyeHb BUI0B OIIEHOYHBIX CPEICTB

OLIEHOYHBIE CPEJICTBA ITPOMEXYTOYHOU ATTECTAIINU:
- [TepeyeHp BapuaHTOB 3a/IaHUI KOHTPOJIBHON paOOTHI, METOJIMKA €€ BBITOJHEHUS M HEOOXOIUMAsI JINTEPATypa MPUBEICHBI B
MeToanyecknux yKa3zaHHsX JJIsl HATUCAHUS KOHTPOJIBHOM padoThl: JIOKyMEHTHPOBaHHE YIIPABICHYECKOH AEATEIEHOCTH
[DnexrpoHHBI pecypc] : METOA. YKa3. 110 U3y4. AUCI. U BBII. KOHTP. paboT. CTyA. 3a04. (opMbl 00y4. [HAIIpaBiI. MOATOT.
"Oxonomuka", "Menemkment", "Tlen. oopazosanue”, "Cor. padora”, "IIpod. odyuenue", "3emieycTpoiicTBo U kagacTpsol"| /
Hoouepk. umk.-memuop. uH-T ITAY, kad. menemxmenTa u uaopmatrky ; coct. M.B. Cepena, E.A. JleeBa, M. A. [lamkoBsa . -
OnexrpoH. AaH. - HoBouepkacck, 2017. - JKM/; PDF; 884 Kb. - Cuctem. TpeboBanus : IBM PC ; Windows 7 ; Adobe Acrobat X
Pro . - 3arn. ¢ skpaHa - uMeeTcs B 3JeKTpoHHO# 6udarnotreke HUMU Jlonckoii TAY.
- KOMIUTEKT OMJIETOB JJIS HK3aMeHa/3aueTa. XpaHUTCS B OyMaXHOM BHJIE Ha COOTBETCTBYIOmIEH kadenpe. [lommexnT exeroqaomy
O0OHOBJICHHUIO U TIEPEYTBEPKACHUIO. UnCII0 BApHaHTOB OMIIETOB B KOMILJIEKTE HE MEHEE YUCIia CTY/ICHTOB Ha dK3aMeHe/3aueTe.

7. YHEBHO-METOJUYECKOE U THO®OPMAIIMOHHOE OBECIIEYEHHUE TUCIHUIIJIMHBI (MOAY JIS)

7.1. PexoMeHnayemast 1uTeparypa

7.1.1. OcHoBHAs1 JIMTEpaTypa

ABTOpBI, COCTaBUTENN

3armaBue

W3nmarensCcTBO, TOI

JI1.1 | Kprokosa H.II. JIOKyMEHTHpOBaHUE YIPABICHIESCKOHN IS TETLHOCTH: yueOHOe Mocksa: UTHOPA-M, 2013
nocobue 1 By30B 1o cnennanbHocTd 080502 "JxoHOMHUKA U
yIpaBieHUe Ha NpeanpusiTHH (10 oTpaciism)"
JI1.2 | beikoBa T.A, BsmoBa | Jlemonpon3BOACTBO: YIEOHHUK JJIs BY30B. Mocksa: UTHOPA-M, 2013
JIM
JI1.3 | Cepena M.B., JlokyMeHTHpOBaHNE yIPaBIEHYECKON NEATEIIbHOCTH: KypC Hosouepkacck: , 2013
Koctsuies B.1. JIEKIUH [1J11 CTYAEHTOB OYHOI! U 3a04HOI (POPMBI 00yIECHUS
CHenHanbHOCTH "DKOHOMUKA U YIIpaBiIeHUE Ha MPEANPHUATHN
(mo otpacnsim)", "MeHemKMEHT oprann3anuun’,
"TTIpodeccronansHoe 00ydeHNE (FKOHOMUKA U yIpaBiIeHue)" H
HaTpaBJIEHUIO MOATOTOBKH "DKoHOMUKA", "MeHeKMeHT",
"IIpodeccronansHoe 00ydenue (1Mo orpacisim)" |
JI1.4 |I'punbepr A. C., JIoKyMeHTaIMOHHOE 00eCTICYCHNE YIPABICHUS: YICOHHK Mocksa: IOnutu-/lana, 2015
T'opbaues H. H.,
Myxamermuza O. A.
JI1.5 | Cepena M.B., IBanoB | JloKyMeHTHPOBaHHE yNPAaBICHUECKOHN AESITENBHOCTH: YueOHOe Hosouepxacck, 2017
IL.B., I'ybaueB B.A. mocoOue [J1s1 CTyIEHTOB OYHOM U 3a04HOM (popM 00ydIeHuUs
HaIpaBJIeHUs TOArOTOBKM "DKkoHOMHUKA", "MeHemKkMenT",
"[legarornueckoe obpazoBanue", "CounanpHas pabora",
"TIpodeccronanbHoe odyueHue", "3eMieycTpoicTBO U
KazacTpsl"]
JI1.6 | Kysuenos U. H. Jlenonpon3BoAcTBO: yueOHOE TTocoOHe Mocksa: [JamxoB u K°, 2021
7.1.2. JlonoiHUTeIbHAS JTUTEPATYypa
ABTOpBI, COCTaBUTEIH 3ariaBue WznarenscTBo, ros
JI2.1 | Ky3nenos U.H. Jlenonpon3BoACTBO: y4eOHO-CIIPAaBOYHOE TOCOOHE Mocksa: [JamxkoB u K, 2013
JI2.2 | SluxoBuu 1I1. A. Jlenonpon3BoACTBO B KaAPOBOM Cyx0e: yI4eOHHK Mocksa: FOnutn-/lana, 2015
JI2.3 |aBrt.-coct. .H. JlenoBoe mucbMoO: yueOHO-CIIPaBOYHOE ITOCOOHE Mocksa: U3gat.-Topr.
Ky3zHnenos xopropauus «Jlamkos u K,
2018
JI2.4 [Cepemna M.B., lIpanoB | JloKyMEHTHPOBAaHHUE YIIPABICHUECKOMN IS TEIbHOCTHU: HoBouepxkacck, 2017

I1.B., I'ybauer B.A.

MPAKTUKYM [IJI CTYJICHTOB OYHOM 1 3204HOHN (opM 00yUeHUs
HarpaBJIeHUs! TOAroTOBKM "DKoHOMHUKA", "MeHeKkMenT",
"[lemaroruaeckoe oopazoBanue", "CounanpHas padora",
"TIIpodeccuonanpaoe odyueHue", "3emieycTpoiicTBo u
KazacTpsl"]




ABTOpBI, COCTaBUTENN 3arnasue W3naTenbcTBO, IO
JI2.5 [Cepemna M.B., lIpanoB | JloKyMEHTHPOBAaHHUE YIPABICHUECKOMN IS TEIFHOCTHU: Hosouepxkacck: , 2017
IL.B. MPAKTUKYM [AJ1s1 CTYJ€HTOB OYHOU M 3a04HOM (hopM 00ydeHUst
HarpaBJIeHUs! TOArOTOBKM "DKoHOMHUKA", "MeHemKkMenT",
"INemarormaeckoe obpasoBanune", "CormansHas pabora',
"TIIpodeccuonanpaoe odyueHue", "3emieycTpoiicTBo u
KazacTpsl"]
JI2.6 | Kymnuepyk C. I1. JIOKyMeHTHas IMHTBUCTHKA: YIeOHOE mocooue Mocksa: U3n-Bo «DiuHTaY,
2016
7.1.3. MeTtonuyeckue pa3padoTku
ABTOpBI, COCTaBUTENN 3ariaBue W3natenscTBo, ron
JI3.1 | HoBouepk. HHX.- JlokyMeHTHpOBaHNE yIIPaBIECHYECKON NEATEIbHOCTH: Hosouepxacck, 2017
Menuop. uH-T JITAY, |Meromuueckie yka3aHUS [0 BBIIOIHEHUIO Ta0OPATOPHBIX paboT
Kad. MEHeUKMEHTa U | [[U1s CTyA€HTOB OYHOM U 3a04HOM GopM 00yUyeHUs HanpaBIeHUS
MHQPOPMATHKH ; COCT. moaroToBku "OkoHomuka", "Menemxment", "Ilemarornaeckoe
M.B. Cepena, E.A. obpazosanue", "ConuansHas padora”, "[IpodeccrnonansHoe
Heesa, B.A. I'ybaueB | 0Oyuenue", "3emieycTpoilcTBO U KagacTpbl'"|
JI3.2 | HoBoYepk. HHX.- JloKyMeHTHpOBaHUE YIPaBIEHUECKOH NeSTEIbHOCTH: Hosouepkacck, 2017
Menuop. uH-T AI'AY, | Meronuyeckue yKazaHHs [0 U3yYEHHIO JUCLUIUINHBL U
ka. MEHEDKMCHTa U | BBITIOJTHEHHIO KOHTPOJIBHOM paboT. CTYIEHTaMH 3a09HOH (POPMEI
HH()OPMATUKH ; COCT. | 00ydeHHs [HaIpaBIeHUs MOATOTOBKH "DKOHOMHKA",
M.B. Cepena, E.A. "Menemxment", "llenarornyeckoe oopazoBanue", "CounanbHas
Jeesa, .A. JlamkoBa |paboTta", "TIpodeccronansHoe 00yueHue", "3eMieycTpoicTBO 1
KajacTps"]
JI3.3 JIOKyMEHTHpPOBaHUE yIPABICHUYECKON NEATEIbHOCTH: Hosouepxkacck: , 2017
METOAMYECKUE YKa3aHUs 110 U3YUECHUIO TUCLMILIMHBL U
BBIMOJIHEHHIO KOHTPOJILHON paboT. CTYACHTaAMH 3209HON (OPMBI
o0OyueHus [HarpaBIeHns] TOATOTOBKY "JKOHOMUKA",
"Menemxment", "Ilenarornueckoe oopazosanue", "CouunanpHas
padota", "TIpodeccronanbroe odydeHue", "3eMieycTpoicTBO U
KagacTps"]
7.2. IlepeueHsb pecypcoB HH(POPMALMOHHO-TEJIEKOMMYHHKAIIMOHHO# ceTH "UHTepHeT"
7.2.1 O¢unmansuenii caitt HTMA ¢ moctymnom B www.ngma.su
ANEKTPOHHYIO OHOIHOTEKY
7.2.2 Od¢unuanbHblii caiit MuUHUCTEpPCTBA Tpyaa U http://www.rosmintrud.ru/
COIIMAJILHOM 3amuTel PO
7.2.3 Poccwuiickas rocymapcTBeHHas ondmuoreka (GpoH https://www.rsl.ru/
JJIEKTPOHHBIX IOKYMEHTOB)
724 Wudopmannonnas cucrema «ExnHoe okHo moctynma k| http://window.edu.ru/
00pa3oBaTeNbHBIM peECypcam»
7.2.5 YHusepcurerckas nHdpopmaronHas cucrema Poceust | https://uisrussia.msu.ru/
(YUC Poccust)
7.2.6 DnekTpoHHas ONOINOTeKa YICOHINKOB http://studentam.net/
7.2.7 CrpaBouHas cuctema «e-library» Jlunensnonnsiii joroop SCIENCEINDEXNeSIO-
13947/34486/2016 ot 03.03.2016 T
7.3 IlepeyeHb MPOrpaMMHOI0 OGecTiedeHUst
7.3.1 1C Ilpennpustus Horosop nocrasku Ne PB0000816 ot 21.11.2017 r. OOO
«1C-TOHOAJIbD»
7.3.2 Dr.Web®DesktopSecuritySuiteArTuBupyc K3+ ILIY l'ocynapcTBeHHBIH (MYHUIUNANbHBIN) KOHTpakT No
PIIA06150002 ot 15.06.2021 r. Ha mepexauy
HEUCKITIOUNTEIHHBIX MPaB Ha MCIIOIB30BAHUE IPOTPAMM IS
SBM 000 «AWTH L[EHT»
7.3.3 AdobeAcrobatReader DC JInueH3nOHHBIN 1OrOBOP HA MPOrpaMMHOE obecrieueHue s
MepCOHAIBHBIX KoMITbIoTepoB Platform
Clients PC_ WWEULA-ru_RU-20150407_1357
AdobeSystemsIncorporated (6eccpodno).
734 Opera
7.3.5 Googl Chrome
7.3.6 Yandex browser




7.3.7 IMporpammHas cucteMa it 0OHapyXeHUs TeKCTOBBIX | JInmensuonHsIi qorosop Ne 3343 ot 29.01.2021 .. AO
3aMMCTBOBAHHUI B y4eOHBIX U HAYYHBIX paboTax «AHTHUIIIATHAT»
«Antumnaruar. BY3» (uHTepHET-Bepcus);Momyis
«IIporpaMMHBIif KOMIUIEKC TOMCKA TEKCTOBBIX
3aMMCTBOBaHMI B OTKPBITHIX HCTOUHUKAX CETH
HUHTEPHET
7.3.8 MS Windows XP,7,8, 8.1, 10; Cyo0nuen3nonnsiii gjoroBop Ne502 ot 03.12.2020 r. AO
«Cod1Jlaita Tpeita»
739 MS Office professional, CyO6munen3uonnsIii goroop Ne502 ot 03.12.2020 r. AO
«Co¢rJlaitn Tpeia»
7.3.10 Microsoft Teams [IpenocraBnsercs 6ecriaTHO
7.4 llepevyenb HHGOPMALMOHHBIX CIPABOYHBIX CUCTEM
7.4.1 bazbr nanasix OO0 "Tpecc-Mudpopm" (KoncynbranT https://www.consultant.ru
+)
7.4.2 basbr nanapix OO0 Haydnas anekTpoHHas http://elibrary.ru/
6ubmmoTexa
8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUITJIMHBI (MOAY JISI)

8.1 227 CrnennambHOE OMEIIEHHE YKOMIUIEKTOBAHO CHEIHATIM3UPOBAHHON MEOENBI0 M TEXHIYECKIMU
cpeacTBaMy 00yUeHHsI, CITy>KAIUMHU [T IpeACTaBIeHUs HHPOpMaLnu OOJBILION ay JTUTOPUH:
NurepaxruBhas Bugeocuctema EIKI LC-XCP2000 — 1 mit.; Kommbsiorep ¢ BEIXOJIOM B CETh
«VHTEpHET» N TOCTYIIOM B 3JIEKTPOHHYIO HH(POPMaMOHHO-00pa3oBaTensHyto cpexy HUMU
Honckoit 'AY: Imango — 16 mt., Flex — 1 mt.; Monurop 17" XKK VS — 16 mt., 24" 2)KK Benq —
1 wT.; DkpaH HACTEHHBIH; YueOHO-HarHbIe Tocoous — 15 wT.; Jlocka ? 1 mT.; Paboune mecra
CTyneHTOB; Pabouee MecTo mpermopaBaTers.

8.2 233 CrnennambHOE IOMEIIEHHE YKOMIUIEKTOBAHO CHEIHATIM3HPOBAHHON MEOENBI0 H TEXHIYECKIMU
CpeAcTBaMy 00yUYeHHsI, CITy>KAIIUMHU IS PEACTaBICHHU HHPOPMALIUU OOJIBIION Ay JTUTOPUH:
Kommnbrotep ¢ BbIx010M B ceTh «VIHTEpHET» U IOCTYIOM B JIEKTPOHHYIO HH(POPMALIMOHHO-
obpazoBatenbpHyto cpeny HUMU onuckoit 'AY: Komnbrotep Pavilion TP01-1017 — 15 mT.;
Momnwurop XK - 15 mt.; IIpoekrop BenQ nacTenHsIif — | mT. ; DxpaH HaCTeHHBIH — 1 mT.; Y4eOHO-
HasIIHBIE Tocoous — 6 wt.; Jlocka - 1 mr.; PaGoune mecrta ctyneHToB; Pabouee mecto
[IpernoiaBaTersl.

8.3 117 IomeneHne yKOMIUTEKTOBAHO CIICIIAATU3NPOBAHHON MEOEIBI0 M OCHAIIICHO KOMITBIOTEPHOM
TEXHUKOH ¢ BO3MOYKHOCTBIO TIOJKITIOUEHUS K ceTh «IHTepHeT™ 1 o0ecrieueHrueM J0CTyIa B
9NEKTPOHHYIO0 HHPOPMaLMOHHO-00pa3zoBarenbHyto cpenry HUMU Houckoit [AY: Kommbrorep Pro-
511 = 12 wrr.; Monwurop 17" KK VS — 12 wir.; [IpunTep — 1 wit.; PaGoune mecra cTyeHTOB;
Pabodee MecTo mpenoaBaTes.

9. METOIMYECKHE YKA3AHUA VI OBYYAIOIIUXCA IO OCBOEHUIO JUCHTUIIJIMHBI (MOIY JIA)

1. TTonosxeHwe 0 MPOMEKYTOUIHOH aTTECTAIMH 00YJAIOIINXCS 110 TPOTrpaMMaM BBICIIIET0 00pa3oBaHMs (BBEICHO B ICHCTBHUE
npukazom aupekropa HUMU Hdouckoit TAY Ne3-OJ] ot 18.01.2018 r.) /HoBouepk. urk.-menuop. uH-T JloHckoit ['AY.-DnekrpoH.
nan.- HoBouepkacck, 2018.- URL : http://ngma.su

2. TunoBsle HOPMBI THTYIIBHBIX JINCTOB TEKCTOBOI JOKYMEHTALMH, BBITOIHIEMOH CTYACHTaMH B y4eOHOM mporiecce / HoBouepk.
WHXK.-Menrop. uH-T JloHckoi ['AY.-Dnexrpon. nan.- HoBouepkacck, 2015.- URL : http://ngma.su - TekcT : 21eKTpOHHBIH.

[TpucTynas K n3y4eHHIO JUCIUILTHHBI HEOOXOANMO B IIEPBYIO OYepeab 03HAKOMUTECS ¢ copepxanueM PITJ]. Jlekuun umeroT 1embio
JIaTh CHCTEMaTHU3NPOBAaHHBIC OCHOBHI HAYYHBIX 3HAHMHA 00 OOIINX BOIIPOCaX TUCIUILIMHEL [Ipn u3ydeHnn u mpopadoTke
TEOPETHUYECKOTO MaTepraa Iy 00yJaronmxcsi HCOOX0IUMO:

- HOBTOPHUTH 3aKOHCIIEKTHPOBAHHBIN Ha JIEKLIMOHHOM 3aHATHU MaTepHa U AOMOJIHUTH €ro C y4eTOM PEeKOMEHI0BAHHOM 110 TaHHOM
TeMe JIUTEpaTyphl;

- TIPU CaMOCTOSTEIFHOM H3y4eHUH TEMBI C/IeNIaTh KOHCIICKT, NCTIONB3Ys peKoMeHtoBaHHbIe B PI1/] mutepaTypHBIC HCTOUYHHUKA 1
pecypchl HHPOpMaLHOHHO-TEIEKOMMYHHKAIIMOHHOH ceTn « HTepHeT».




. JOMMOJIHEHUSI U U3BMEHEHUS B PABOYEHN NMPOT'PAMME

B pabouyto nporpammy Ha 2022 - 2023 y4eGHbiii roa BHOCSTCS CEAYHOUIME TONOSIHEHHA W U3MEHEHHS - 00-
HOBJIEHO H aKTyaJlW3MPOBAHO COAEPIKAHHE CIIEAYIOILMX pa3aeoB U NoapasaenoB pabouei nporpaMMbi:

8.3 CoBpemenusbie npodeccHona/ibHbIE 6a3bl H HHPOPMALHOHHBIE CHIPABOYHBIE CHCTEMbI
basbl nanubix OO0 "Tpecc-Uudopm™ (Koncynbrant +) | Jlorosop Ne01674/3905 ot 20.01.2022 ¢ OO0 "Ilpecc-
Hudopm" (Koncynbraur +)
bassr nanHbix OOO "PeruonanbHbiil nHpopMaLroHHsiii | Jorosop Ne HK 2050 ot 18.03.2022 ¢ OO0 "Peruo-
MHAEKC LIMTHpOBaHHUs" HaJIbHbIA MHOPMALIMOHHBIA HHAEKC LMTUPOBAHHKA"
baspi ganubix OO0 Hayunas anektpoHHas 6ubnunoreka | JldueH3uonubiii gorosop Ne SIO- 13947/18016/2021 ot
07.10.2021 OO0 Hayunasn snekrpoHHas 6ubnvoTtexka
ba3bt nanHbix OO0 "I'poce Cuctem.Mudopmauns u pe- | Konrpakr Ne KP/I-18510 ot 06.12.2021 OOO '"I'pocc
ueHus" Cucrem.Mudopmaums u peierus”

Ilepedenn gorosopoB IBC o6pazoBareibHOl opravuzanuu Ha 2022-2023 yu. roa

Yuebubirii ] Cpoxk aeiicrsus jgoxy-
HanmeHoBanne J0KyMeHTA ¢ yKa3aHHEM PEeKBH3HTOB
roa MeHTa
Jorosop Ne 501-01\20 06 okazaHMH MHPOPMALIMOHHBIX YCAYT 110
. ¢20.01.2020 r. mo

2022/2023 | npenocrasieHuio aoctyna k 6a3oBoii koanekuun «ObC Yuusepcuter- 19.01.2026 1
ckas 6udbnuoreka onnaitty» or 22.01.2020r. ¢ OO0 «HekcMennay i '
Horosop Ne p08/11 Ha oka3zaHMe ycayr no npeaocTaBieHHIO OCTYMNa K

2022/2023 | IEKTPOHHBIM H31aHHMAM OT 30.11.2017 r. ¢ OOO «H3parenbcTBO ¢30.11.2017 r. no
Jlanb» Pasmenienue BHyTpuBY30BCcKOH sntepatypsbl JoH'AY na ruiat- 31.12.2025 r.
tdopme DbC JlaHb
Jlorosop Ne C3b NeHB-171 o pa3zmelieHuio npousseaeHni u rnpeano- ¢ 18.12.2019 r. no
cTaBaeHuio Aoctyna k pazaenam DbC C3b ot 18.12.2019 r. ¢ OO0 31.12.2022 r.

2022/2023 | «OBC JlaHb» C MOCNENyIoWEH NponoHra-
Hon.cornawenve ot 24.06.2021 k Jor NeCDb NeHB-171 or uuei

18.12.2019r. ¢ OO0 «9BC JlaHb»

2022/2023 | HoroBop Ne 1311 ot 02.12.21 Ha Oka3aHMWe yCiyr 110 npeaocTaniie-
HUIO 0CTYNA K 3NEKTPOHHBIM H3JaHHSAM KOIIEKLMH: « JKOHOMHKA H
meHerkMeHT — Usaarenscto JlamkoB 1 K» ¢ OO0 «DOBC Jlaub»

c 14.12.2021 r.no
13.12.2026 .

8.5 Ilepeuenb HHPOPMALHOHHBIX TEXHOJIOTHH H MPOrPAMMHOI0 o0ecneYeHtsi, HCIOJIb3YEeMbIX PH OCY-
IMecTB/IeHHH 00Pa30BaTEIbHOIO nponecca
IlepeueHs JHIEH3HOHHOIO NPOrPaMMHOro obec-
neyeHus
[TporpammHas cuctema /s OOHapyKeHuUsl TEKCTO- JluuensunonHslit jorosop Ne 4501 ot 13.12.2021 r. AO
BbIX 3aMMCTBOBAaHUH B y4eOHBIX M HayUHbIX paborax | «Awrunnaruar» (¢ 13.12.2021 r. no 13.12.2022 r.).
«Antunnaruvat. BY3» (untepner-sepcus);
Monyb «IIporpammHbIii KOMITIEKC [IOMcka TEKCTO-
BbIX 3aHMCTBOBaHHH B OTKPLITBLIX MCTOYHHKAX CETH
MHTEPHETY
Microsoft. Desktop Education ALNG LicSAPk Cy6nuuen3vonnsiit gorosop Ne0312 o1 29.12.2021 r. AO
OLVS E 1Y AcademicEdition Enterprise (MS Win- | «CodrJlaiin Tpeiiny»
dows XP,7,8. 8.1, 10; MS Office professional; MS
Windows Server; MS Project Expert 2010 Profes-
sional)

PexBu3utnl HOATBEPKIAAKWLIECTO ROKYMEHTA

JlonoaHeHns M U3MEHEHHs PACCMOTPEHbI Ha 3ace/iaHuu Kadenpbl «29» asrycra 2022 r.

BHeceHHble 1ONONHEHHs 1 H3MeHeHHs yTBepxkaak: «29» asrycra 2022 r.

Jlexau dakynbteta  \ ['yGaues B.A.
Anoanuce) (D.H.0O)




11. JONOJIHEHHUSI U U3BMEHEHMUS B PABOYEM NPOI'PAMME

B pabouyio nporpammy Ha 2023 - 2024 yueOHblii rog BHOCATCS H3MEHEHHMs - OOHOBJIEHO W
aKTYaJIH3UPOBAHO COJEPIKAHHUE CIIE/LYIOLIMX Pa3/Ie/iOB U MOApa3AeoB pabouel nporpaMmai:

8. YYEBHO-METOJUYECKOE U MHWH®OPMAIIMOHHOE OBECIHEYEHUE
JAUCHUIIIMHBI

AxTyanbHOE

yqe6Ho-Me'rozudqecxoe obecnieyeHue

JIOCTYIIHO

o CCBLIKE!

https://ngma.su/esreda/elektronnye-bibliotechnye-sistemy-i-elektronnye-obrazovatelnye-resursy/

8.3 Cospemennble npogeccnonaibuble 63361 B HHPOPMANHOHHBIE CIIPABOYHbIE CHCTEMbI

Baser nannbix OO0 "Tpece-Uudopm"
(KoncynbraHT +)

Jorosop Ne 01674/6484 or 01.02.2023 OOO
"INpecc-Undopm" (KoncynbranT +)

basel nanneix OO0 "PeruonanbHblii
MH()OPMALMOHHBIH MHAGKC LIMTHPOBAHHS"

UMTHPOBaHHUs"

Jorosop Ne HK 2924 ot 14.02.2023 OO0
"PervonanbHbiii HHPOPMALMOHHBINH MH/IEKC

basbl nanneix OOO HayuHas anekTpoHHas
oubnmnoreka

JIMIEH3HOHHBIN

3J1eKTPOHHAs GubioTeka

J0roBOp
13947/18016/2022 ot 10.10.2022 OOO Hayunas

Ne SIO-

Ilepeuens norosopos IBC obpasoBaTenbnoii opranusanan na 2023-2024 yu. rog

Yyueonpii
o/

HaumenoBanue AOKYMEHTaA ¢ YKasaHHEeM PEeKBH3HTOB

Cpok neiicrBus
JAOKYMEHTAa

Jorosop Ne 501-01\20 06 oxazaHun urGOpPMALIMOHHBIX YCIIYT 110
NpeoCTaBAeHHIO focTyna K 6a3zoBoii komnekuuun «ObC

C20.01.2020 r.

20232024 Vuusepcurerckas dubaunoreka onnaiiiy» or 22.01.2020r. ¢ OO0 no19.01.2026
«HexcMenuna»

2023\2024 | oroeop Ne p08/11 Ha oka3zaHue yciIyr 1o npeaocTaBIeHHIO
JIOCTYTIA K 9/1eKTPOHHbIM u3aanuam ot 30.11.2017 r. ¢ OO0 ¢30.11.2017 r. no
«H3narenscrso Jlanb» Pazmenienue BHYTPHBY30BCKOM JIMTEPATYPbi 31.12.2025'%;
JlonI’AY Ha nnardopme IBC Jlaub

2023\2024 | Torosop Ne COB NeHB-171 no pasmereHuto npousBeeHuii 1 C 18.12.2019 no
npeaocTasiaeHuio goctyna K paszaenam 9bC COb or 18.12.2019 . ¢ 31.12.2022
000 «OBC Jlanb» ¢ nocneayoien
Jon.cornamenue ot 24.06.2021 k Jlor NeCDb NeHB-171 or NpoJIOHrauue
18.12.2019 . ¢ OO0 «9BC Jlauby

2023\2024 Jlorosop Ne 11 oka3aHust yciyr OAHOCTOPOHHEr0 JOCTYTA K ¢29. |%22%129

pecypcam Hay4qHO-TeXHHYeckor Oubimorexu «PI'Y Hedyru u rasa c?r%zcign);mmgﬁ
(HHUY) umenn U.M. I'ybkuna» or 29.10.2019 r. (Hedrerazosoe nposoHratHeli
J1eJ10)

2023\2024 ¢ 27.04.2018r. no
Jlorosop Ne 48-n1 Ha nepeaavy npousBeieHHs HaAyKH OKOHYaHHSI
HEUCKIJTFOUUTEIIbHBIX MpaB Ha ero ucnosb3oBaHuu ot 27.04.2018 r. ¢ | HeHCKIIOUHTENIBHBIX
O®OI'BHY «PocHUUTIM» npas Ha

TpOM3BEIEHHE

2023\2024 | JToroBop Ne 1310 ot 02.12.21 Ha okazaHHie yciyr 1o
NPEIOCTABICHUIO JOCTYNA K JIEKTPOHHBIM W3/IaHUIM C 14.12.2021 no
KOJUIEKLIMI: « BeTepuHapus U cesibekoe X03sMeTBO - M3naTenbeTso 13.12.2026
Jlanby

2023\2024 | orosop Ne 1311 ot 02.12.21 Ha okazaHMe yCIIyr Mo
NPEJOCTABNCHMIO JOCTYIIA K JIEKTPOHHBLIM U3JaHUAM KOJIICKIWH: C 14.12.2021 no
«DKOHOMHKA B MeHepKMeHT — M3nartenberso Jlamkos u K» ¢ OO0 13.12.2026
«3BC Jlaub»

2023\2024 Jorosop 01/02 ot 01.02.2023 r. ¢ OO0 «H3narenscTo Jlanp» Ha |c 20.02.2023 r. no

OKa3aHHWe YCJIyT I10 IMpeJOCTaBICHUIO JOCTYNA K 3JIEKTPOHHBIM

19.02.2024 r.




M3/IaHUAM KOJIEKLMI: «JIecHOe X034MCTBO U JIECOMHIKEHEPHOE
neno — Uanarensctsa Jlans»y DBC JlaHb ¥ oTA€IbHO HA6 KHUT U3
JIPYTHX pa3JiesioB.

8.5 [Ilepeuenr uHGOPMANHOHHBLIX TEXHOJOTMH M  NporpamMmHoro obecnevenusi,
HCII0JIb3YeMbIX HPH OCYLIECTBJICHHH 00pa30BaTe/IbHOIO npouecca

Ilepevens JHNEH3HOHHOIO NPOrPAMMHOIO
‘ P
AL » eKBH3HTBI NOATBEPAKIAIOMEro AOKyMeHTa
[IporpammHas cuctema s oOHapyKeHuUs Jluuensuonnbii qorosop Ne 6482 or 28.02.2023
TEKCTOBBIX 3aUMCTBOBAHHH B YUEOHBIX U r..AO «AHTHIIArKaT»

Hay4HbIX paboTax «AHTuriaruar. BY3»
(MHTEpHET-BEpCHUs);

Moaynb «IIporpammHbiii KOMIUIEKC NOMCKA
TEKCTOBBIX 3aMMCTBOBAHMH B OTKPBITBIX
MCTOYHUKAX CETH HHTEPHETY

efaHuK Kadeapbl «i(,»,) 25 200?‘3)%’ ‘%

JlononHeHUs ¥ K3MEHEHUA PaccMO!
3aBeaytoiui kadenpoi

(®.H.0)



11. JOIMOJIHEHHS U U3MEHEHMS B PABOYEN IPOT'PAMME

B pa6ouyro mporpammy Ha 2024 - 2025 yueOHblH rox BHOCATCS HM3MEHECHHS - OGHOBJEHO U
aKTyaTM3UPOBaHO COAEPIKAHUE CIIEAYIOLIMX pa3/iesioB U NOApa3/ieaoB paboyeii nporpamMMel:

8. VYEBHO-METOIMYECKOE U HHO®OPMAIIMOHHOE OBECIIEYMEHHE
JUCHUITJINHBI

AxTyanpHOe  ydeOHO-MeTOoAMYeckoe  obecreueHue  JOCTYMHO IO  CCBUIKE:
hitps://ngma.su/esreda/elektronnye-bibliotechnye-sistemy-i-elektronnye-obrazovatelnye-resursy/

8.3 CoBpemennble npofeccHoHANbHBIE 06a3bl H HHPOPMALHOHHBIE CNIPABOYHbIE CHCTEMbI

basnl ganHeix OO0 "Tpecc-Undopm” Joroeop Ne 01674/9204 ot 19.01.2024
(KoncynbTaHT +) 000 "IIpecc-Uadopm" (KoHncynsTaHT +)
Baza naunsix OO0 "Usnarensctso Jlann" Horosop Ne 117 ot 09.02.2024

000 "UznarenscTBo JlaHp"

Ilepeuens gorosopos DBC obpasoBaTeabHoi opranu3auun Ha 2024-2025 y4. rog

Yuebubliii Cpok peiicTrBus
HanMeHoBaHHe JOKYMEHTA ¢ YKa3aHHEM PEKBH3HTOB
roj AOKYMEHTa
Horosop Ne 501-01\20 06 okazanuK HHQOPMALMOHHBIX YCIYT MO
NpeoCTaBleHUI0 faocTyna k 0a3oBod  komaekumn  «ObC C20.01.2020 r.
YHuupepcuTerckad 6ubnuoreka onnain» or 22.01.2020r. ¢ OO0 no19.01.2026
«HexcMenna»
2024\2025 | Horosop Ne 1310 ot 02.12.21 Ha oxasaHMe YCayr no
NpPEeOCTABICHHIO  JIOCTyma K 3JeKTpoHHbBIM  u3faHusam | C 14.12.2021 no
KOJLIeKLINi: «BeTeprHapus U celibckoe X034icTBO - M3natenscTBo 13.12.2026
Jlanby
2024\2025 | Joroeop Ne 1311 or 02.12.21 Ha okasaHMe YCnyr mo
NpeoCcTaBleHHIO 0CTYNA K JMEKTPOHHBIM U3aHuAM Konekuuu: | C 14.12.2021 no

2024\2025

«DKOHOMHKA U MeHeIKMeHT — UzpatenbeTBo Jlamkor u K» ¢ OO0 13.12.2026
«9BC Jlanb»
2l il Horoeop Ne 1034 ot 20.12.23r.A3narensctso Jlans (CI10O) C 1009%1122%22‘2 e
2024\2025 Horoeop Ne 117 ot 09.02.2024 r. ¢ OO0 «HzparenscTBo Jlanb»
Ha OKa3aHMe yCIIyr MO NPEAOCTAB/IEHHMIO IOCTYna K - C 20.02.2024 o
3JIEKTPOHHBIM U3JaHUAM KoJuleklui: «JlecHoe x034icTBO M
19.02.2025
necoumxeHepHoe aeno — Usnarenscrsa Jlanp» 3BC Jlans u
OTHEJbHO HAab KHHT U3 IPYTHX pa3fieioB
2024\2025 Joroeop Ne 500 ot 23.04.2024 r. ¢ OO0 «H3patenscTso Jlanb»
Ha OKa3aHHe YCIyr MO NpeJOCTaBIeHHIO A0CTYNa K
3JIEKTPOHHBIM H3faHusaM komnekuuit: ¢ OO0 «HM3parenbcTBo C 14.06.2024 o
JlaHb» Ha OKa3aHHe YCIyT MO NpeJoCTaBIeHHIO A0CTyMa K 13.06.2025

2JIEKTPOHHBIM H3aaHusaM komnekuuu: [aker OITY (10-11 xin.)
HsparenbctBo «IIpocBerieHue»




8.5 [Ilepeuenr nHPOPMAUMOHHBIX TEXHOJOTHH H mNporpaMMHOre obecnedeHus,
HCNOJ1b3YeMBbIX NPH OCYLeCTBJIeHHH 06pa3oBaTe/IbHOro npouecca

Hepeqeﬂb JIMIEH3HOHHOr0 NporpaMmMHoro
PexBH3UTEI MOATBEPKAAOIEro NTOKYMEHTA

obecnieyeHns
[IporpammHas cucteMa 11 OOHapYKeHHs JInuensuonHbid goroeop Ne 8047 ot 30.01.2024 r..
TEKCTOBBIX 3aMMCTBOBAHUMN B YUeOHBIX U AO «AHTUMNarua™

Hay4HbIX paboTax «AHTuMIaruar. BY3»
(MHTEpHET-BEPCHA);

Moaynb «IlporpaMMHBIN KOMIUIEKC MTOMCKA
TEKCTOBBIX 3aHMCTBOBAHHI B OTKPBITHIX
HUCTOYHHKAX CETH HHTEPHET)
AdobeAcrobatReader DC JIMUEeH3UOHHBI IOTOBOP Ha MPOrpaMmHoe
obecneueHye i NePCOHATIBHBIX KOMITBIOTEPOB
Platform Clients_ PC_WWEULA-ru_RU-
20150407 1357 AdobeSystemsIncorporated

(6eccpouHo).
r./
JlononHeH!s U U3MEHeHHs paccm«)’rw}l /s;a 3acgpannn Kadeapel « 26 » 06 2024
. V174
3aseayrowmii kadeapoit il "/"“4.// M.A. CtpexkoBa
(®.11.0)
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