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

OO0mast Tpy10eMKOCTh 43ET

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

Pacnpez[e.ﬂeﬂne YacCoB TMCHUILIMHBI 110 CeMeECTPaM

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

Jlexuun 6 6 6 6
JlaboparopHsie 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

Bubt KOHTPOJIA B CEMECTpax:

3auer ceMecTp

KonTponbHas pabora 3 ceMecTp




2. IEJIX OCBOEHUA JUCHUIIJINHBI (MOLY JIS)

2.1 | PopMupoBaHHUE TEOPETUUCCKIX 3HAHUH U NIPAKTHIECKUX HABBIKOB B 00IaCTH TOKYMEHTHPOBAHHS YIPaBICHIECKOI
JeATeIbHOCTH C UCHONb30BAaHUEM COBPEMEHHBIX HH()OPMAIIOHHBIX TEXHOIOTHH

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

Hukn (pa3men) OIT: | b1.0

3.1 | TpeGoBanus K npeJBapuTe/bHOI NOATOTOBKE 00y4a0IIerocs:

3.1.1 | O3HakoMHuTENBHAS IPAKTUKA

3.2 | AucummianHbl (MOAYJIN) M MPAKTHKH, IS KOTOPHIX 0CBOECHHE JAHHON JTMCHMIJIHHBI (MO1YJIs1) HEOOXOAHUMO KAK
npeiIecTBYOIIee:

3.2.1 | Komannoo6pa3oBaHue B OpraHU3aI[uK

3.2.2 | Texnonormueckast (IIPOCKTHO-TEXHOJIOTUYECKast) MPaKTHUKA

3.2.3 | IIpoeKTHBII MPAaKTUKYM

3.2.4 | IlpousBoAcTBEHHAS IKCIUTYaTallMOHHAS! TPAKTHKA

3.2.5 [ 3ammTa BEIMYCKHON KBaNMM(HKAIIMOHHOH paboTHI, BKIIIOYAs ITOTOTOBKY K 3aIIUTE M IPOIETyPY 3alIUTHI

3.2.6 | Texnomornveckas (IpOEKTHO-TEXHOJIIOTUYECKAsI) IPAKTHKA

4. KOMIETEHLM OBYYAIOIIETOCSI, ®OPMUPYEMBIE B PE3YJIbTATE OCBOEHMSI JUC IUTIIMHBI
(MOJY.JIST)

OIIK-4 : Crioco0eH nmpenjiaraTb JKOHOMHUYeCKH 1 GUHAHCOBO 000CHOBAHHbIE OPraHU3ALMOHHO-YIIPaBJIeHYeCKHe peleHust
B NMPodecCHOHAIBHOI 1eATeJIbHOCTH;

OIIK-4.1 : JleMOHCTpHpPYET 3HAHUS COBPEMEHHBIX METO/I0B 00paOOTKI JaHHBIX U aHAJIN3a SKOHOMHYECKUX 1 (PHHAHCOBBIX
MoKa3aTenei

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

OIIK-5 : Cnioco0eH ncnoib30BaTh COBpeMeHHbIe HH(POPMAalMOHHBIE TEXHOJIOTMH U IPOrPAMMHBIE CPeJACTBA IIPU PellleHUH
npogeccHoHAIbHBIX 3224,

OIIK-5.2 : TIpoBoaut ananu3 1 00pabOTKy AaHHBIX ISl OCYIIECTBICHHs NPO(ECCHOHANBHOM NEeSITeIbHOCTH C TOMOIIBIO
IIPOrPAaMMHBIX CPEICTB

OIIK-5.3 : TlpuMensieT coBpeMeHHbIe MH()OPMALMOHHbBIE TEXHOJIOTHH ISl PELICHUs CTAHAAPTHBIX 3a]a4 NPpo(phecCUOHATbHOM
JeATeILHOCTH ¥ MH()OPMHUPOBAHHUS OPraHOB rOCYAapCTBEHHON BJIACTH U 00LIECTBa

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

ITK-4.1 : JleMoHCTpUpYET 3HaHUS ASUCTBYIOLIETO 3aKOHOAaTenbcTBa Poceuiickoit denepanyy 1 MeXIyHAPOJHBIX CTAHAAPTOB
(PMHAHCOBOI OTYETHOCTH, BHYTPEHHHUX OPraHU3allMOHHO-PACIOPSIUTEIEHBIX JOKYMEHTOB 3KOHOMHUYECKOTO CyOBeKTa

YK-4 : Crioco6eH ocymecTBJISTH A€J10BYI0 KOMMYHHKAIUIO B YCTHO# U MUCbMeHHOH ¢opMax HA rocyapcTBEHHOM SI3bIKe
Poccuiickoii ®@eaepanuu 1 HHOCTPaAHHOM(bIX) A3bIKe(aX)

YK-4.3 : Bezner Ae0By0 MEPEMUCKY, YUUTHIBAsT OCOOCHHOCTU CTHIMCTUKHA O(PHUIIUATBHBIX U HEOPHUIIUATBHBIX ITUCEM,
COIIMOKYJILTYPHBIC 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 3aHSATHS/ 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
JTOKYMEHTOB (OCHOBHBIC OIIK-5.2 VK- JIL.S
TIOJIOKEHHUS 110 4.3 I11K-4.1 JI1.6J12.1
JIOKyMEHTHPOBaHUIO J2.2J12.3
YIPaBIEHYECKOU e TEIILHOCTH; J12.4 J12.5
YHUGUKAINSA U CTaHIAPTH3AII JI2.6J13.2
YIPaBIEHYECKUX JOKYMEHTOB; JI3.3
BUJIBI IOKYMEHTOB U HX D1 5253 D4
KTacCUPUKAIHS; 0pOpMIICHHE 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
JoKyMeHTanuu (hpopmar OIIK-5.2 JIL.S
JIOKyMeHTa; 0popMIICHHE MOIIEH; OIIK-5.3 VK- JI1.6J12.1
HyMepalus CTpaHull; 1aTa 4.3 TIK-4.1 J2.2J12.3
JIOKyMEHTa; 0 OpPMIICHHE TaOJIUI] 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 TTOATOTOBKA U 2 OIlK-4.1 JI.1 J11.2
odopMIIeHHsT OPraHU3aLUOHHO - OIIK-4.2 J1.3J11.4
pacnopsAUTEIbHBIX JOKYMEHTOB OIIK-5.2 JIL.S
cpenctBamu Microsoft Office OIIK-5.3 VK- JI1.6J12.1
(coctaBnenne u 0QOpMIICHHUS 4.3 TIK-4.1 J12.2J12.3
JIOKyMEHTOB CpPE€/ICTBAaMH J12.4 J12.5
Microsoft Word; pa3paboTka u JI2.6J13.1
penaKTupoBaHue JOKyMEHTOB JI3.2J13.3
Ta0IUIHON (POPMBI, BEIUHICICHHE 31323354
(dbopMyI1 ¢ TOMOIIBIO TAaOJIHII, 25 26
co3JaHue U 00paboTKa JHarpaMm
B cucteme Microsoft Excel;

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

1.4 M3yueHue TeopeTuueckoro u 35 OIlK-4.1 JIT.1 JI1.2
MPaKTUYECKOTO MaTepualia mo OIIK-4.2 JI1.3J11.4
teme: "OCHOBHBIE TPeOOBaHHUS 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
paboThI. J12.4 J12.5

J12.6J13.1

/Cp/ JI3.2J13.3
31323354

3536 37

Paznen 2. OcHOBHBIE
Tpe0OBaHMA K COCTABJIEHHIO H
o opMIIEHHIO TOKYMEHTOB
OpraHu3auu-OHHO-
pacnopsiiuTeIbHO’
OesITeJIbHOCTH M KaIPOBOii
JOKYMEHTAIHH




2.1 2. JIoKyMeHTHUpPOBaHHE OIIK-4.1 J1.1J11.2
OpraHU3aIMOHHO - OIIK-4.2 JI1.3J11.4
pacnopsauTeNTsHON NeTEIbHOCTH OIIK-5.2 VK- JIL.S
(opraHu3anuoHHas JOKyMEHTAIIUS: 4.3 I1K-4.1 JI1.6J12.1
yCTaB, yUpeAUTeNbHBIN 10OTOBOP, J2.2J12.3
IITAaTHOE paclucaHue, MOJIOKEHUs, J12.4 J12.5
JOJKHOCTHAS! HHCTPYKLUS; JI2.6J13.2
pacnopsauTenbHas JI3.3
JIOKYMEHTAIIHS: TIPHKA3, 2132533 34
pacrnopsikeHHe, yKa3aHue, 2536 27
MIOCTaHOBJICHUE, PEIICHNUE),

“H(POPMALIMOHHO - CIIPABOYHON
(cripaBKa, TOKITaIHAS 3aIIHCKa,
00BACHUTEIIbHAS 3aITHCKa, aKT,
TenedoHorpamMma, hake, IPOTOKOI,
npaBuiia 0popMIICHHUS JIETIOBOTO
MMChMa; BUBI IACEM) U TPYAOBBIX
IIPaBOOTHOIICHHUH (TPyI0BOH
JIOTOBOP (KOHTPAKT), TPYAOBast
KHIDKKA, JTHIHAS KAPTOYKa,
KOMaHJHPOBOYHOE
YIOCTOBEpEHHE, AaHKETA,
XapaKTePUCTHKA, PE3FOME,
3asiBIICHHE, [IPUKA3 MO JIMIHOMY
cocraBy, aBrobuorpadust) /JIex/

2.2 2. CocraBienue u 0QpopMIIeHrE OIlK-4.1 JI.1J11.2
OpTraHU3aIMOHHO - OIIK-4.2 JI1.3J11.4
pacnopsauTeNsHOM JOKyMEHTALUN OIIK-5.2 JIL.S
(MHTEepPaKTHBHBIN METOJ: JIE/IOBas OIIK-5.3 VK- JI1.6J12.1
urpa) (ycraB, yupeAUTeTbHBIN 4.3 TIK-4.1 J2.2J12.3
JIOTOBOP, IITATHOE pACITUCAHHE, J12.4 J12.5
TIOJIOKEHMSI, IOJDKHOCTHAS JI2.6J13.2
HHCTPYKIUS); COCTAaBICHUE JI3.3
pacrnopsAUTEIbHON JOKYMEHTALH D1 5253 D4
(mpuKas, pacropspkeHue, 25 26
yKa3zaHHe, TOCTaHOBJICHHE,
perenue); UHHOPMALOHHO-

CIIPaBOYHOHN JOKYMCHTALIUH
(IpOTOKOI (KPAaTKUI M TIOJHBIH,
aKT, THChMa Pa3HbIX BUJIOB,
CIIpaBKa, JOKIAHAS U
OOBSCHHUTEIBHAS 3aITHCKA);
JIOKYMEHTOB TI0 JHYHOMY COCTaBY
(pestome, 3asiBIICHHE, TPUKA3 MO
JHMYHOMY COCTaBY, TPYIOBOI
AOroBOp, TPyAOBasA KHUXKKA,
XapaKTepUCTHKA,
aBroouorpadus) /IIp/

2.3 2. Pabota ¢ opraHu3aIioHHO - OIlK-4.1 JIT.1JI1.2
pacnopsauTeNTbHBIMA OIIK-4.2 JI1.3J11.4
JIOKYMEHTaMH B CUCTEMax OIIK-5.2 JIL.S
9JIEKTPOHHOTO I0KYMEHT0000poTa OIIK-5.3 VK- JI1.6J12.1
1C Tlpennpustue (MHTEPAKTHBHBIH 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 W3y4eHne TeOpeTU4ecKoro u 56 OIIK-4.1 J1.1J11.2
MPaKTHYECKOTO MaTepualia 1o OIIK-4.2 JI1.3J11.4
Teme: "OCHOBHBIE TPeOOBaHHS K OIIK-5.2 JIL.S
COCTaBIICHUIO U O()OPMIICHUIO OIIK-5.3 VK- JI1.6J12.1
JIOKyMEHTOB OpPraHU3alMOHHO- 4.3 TIK-4.1 J12.2 J12.3
pacnopsiAUuTEILHON ACSITETLHOCTH J12.4J12.5
U KaJJpOBOU TOKyMeHTaluu". JI2.6J13.1
BbrinosiHeHUEe KOHTPOJIBHOM JI3.2J13.3
paboThI. 31323354
/Cp/ 3536 37
Pa3zpneu 3. TexHonoruu padorsl ¢
JOKYMEHTaMHU

3.1 3. Opranuszanus paboTsI ¢ 2 OIIK-4.1 J1.1J11.2
JIOKyMEHTaMH (TIOPSIIOK OIIK-4.2 JI1.3J11.4
00pabOTKH MOCTYTIAIOIINX U OIIK-5.2 VK- JI1.5
OTIPABJISIEMBIX JTOKyMEHTOB; 4.3 I1K-4.1 JI1.6J12.1
MpaBUjIa PETHCTPALUH U J2.2J12.3
WHJEKCUPOBAHUSI IOKYMEHTOB; J12.4J12.5
OpraHu3anys KOHTPOJIS 3a JI2.6J13.2
HCIOJHEHUEM JJOKYMEHTOB; JI3.3
XpaHEHHE IOKYMEHTOB, 213253 34
COCTaBJICHHE HOMEHKIIATYPHI Jell, 2536 27
OITHCH TOKyMEHTOB; paboTa ¢
JOKYMEHTaMH, COACPIKAIIMHU
KOH(HICHIATIBHBIC CBEICHHUS;
aBTOMATH3ALIUS
JIOKYMEHTHPOBAHUS
YIPaBICHYECKOH
nesiTelIbHOCTH ). /JIex/

32 3. Opranuszanus 2 OIIK-4.1 JI1.1 J11.2
JIOKyMeHTO00OopoTa OIlK-4.2 JI1.3J11.4
(HOMeHKaTypa Jei; OIIK-5.2 JIL.S
(hopMHpOBaHUE NEN; XpaHEHUE OIIK-5.3 VK- JI1.6J12.1
JIeIT); O3HAKOMIICHHE C 4.3 TIK-4.1 JI2.2 J12.3
JOKyMEHTaMH T10 OpraHu3aIiuu J12.4 J12.5
3aIIMThl KOMMEPYECKOH TalHBI JI2.6J13.2
(mamsTKa pabOTHUKY JI3.3
(cayxamemy) o COXpaHEHHH 31323354
KOMMEPYECKOH TaliHbI 25 26
MIPEIIPUATHS; 0053aTEILCTBO O
Hepas[IallleHMH KOMMEPYECKOU
TaliHbl; U3YyYEHHUE CUCTEM
KOMILICKCHOH aBTOMAaTH3aIlUuH
nenmornponsBoicTaa) /Tlp/

33 3. Co3nanue 6a3bl JAHHBIX 2 OIlK-4.1 JI.1 J11.2
JIOKYMEHTOB OpraHU3allu{ 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 I1K-4.1 J2.2J12.3
3amay) /J1ab/ J12.4J12.5

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

34 N3yueHne TeopeTuieckoro u 31 OIlK-4.1 JIT.1JI1.2
MPaKTUYECKOTO MaTepuana 1o OIlK-4.2 JI1.3J11.4
teme: "TexHonoruu paboTsl ¢ OIIK-5.2 JI1.5
JIoOKyMeHTamu'". BrironHeHue OIIK-5.3 VK- JI1.6J12.1
KOHTPOJBHOU 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 3auéra /3auét/ 3 4 OIIK-4.1 JI1.1J11.2 0
OIIK-4.2 JI1.3J11.4
OIIK-5.2 JI1.5

OIIK-5.3 YK- JI1.6J12.1

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

D152 353 54

D526 D7

6. ®OH/I OHIEHOYHbBIX CPEICTB

6.1. KonTpo/ibHbIe BONPOCHI U 3aJaHUS

Bomnpocs! i mpoBeneHus 3auéTa no quciuiuinHe "JloKyMeHTHPOBAHUE yIIPABICHUECKON NesSTeNbHOCTH

1. OCHOBHBIE TIOHATHS JOKYMEHTHPOBAHUS YIIPABICHIECKON IESTEIEHOCTH.

2. O6mue 1 cuenuanbHble QYHKIHHA OQUINATBHBIX JOKYMEHTOB.

3. CocTaB HOPMaTHUBHO-METOJMUECKOHN 0a3bl JOKYMEHTAIIHOHHOTO 00eCTIeYeHNI.
4.YHuduKanys 1 cTaHAapTH3aUus yIpaBIeHYSCKUX JIOKYMEHTOB.

5. Knmaccudukanms JOKyMEeHTOB.

6. OcopmieHHE PEKBH3UTOB YIPABICHUESCKIX JOKyMEHTOB.

7. braHku TOKYMEHTOB U TpeOOBaHUS K HUM.

8. OdopmIieHHUE B TOKyMEHTaX 3HAKOB MIPEIMHAHUS W CHMBOJIOB.

9. Oopmnenne momneit, HyMepanuy CTPaHUI] B TOKyMEHTaX.

10.0¢opmienue naT u yucen B JOKyMEHTaX.

11. OdopmiteHne TaOIKII U PUCYHKOB B JIOKYMEHTAX.

12. OdopmireHre MaTeMaTHIECKUX (GOPMyIT W eITMHUI] H3MEPEHNUS B TOKyMEHTaX.

13. KoppekrypHble 3HaKu U [IPAaBUIA UX IPUMEHEHHUS.

14.0co0eHHOCTH O(HITHATEHO-AET0BOTO CTHIIA.

15.VrorpebieHne MpOMMCHBIX M CTPOYHBIX OYKB.

16.Haunbonee ymorpebisieMble COKpAIIEHHS CIIOB.

17.KoppecnoHaeH1Msl, CBA3aHHAsI C IPOBEACHUEM MIEPUOJNUECKUX MEPOIPUATHH.

18. YcraB opraHu3zanuy, €ro peKBU3UTHI U OCHOBHBIE pa3/ieNibl TEKCTA.

19. llITaTHOE pacTmcaHue, €ro PeKBU3HUTH H OCHOBHBIC CBEJICHHUS, COACPIKAIINECS B TaHHOM JIOKyMEHTE.
20. Ilonoxxenue, ero peKBU3UTHL. Buabl noaoxeHuil.

21. MacTpyxiusa. OCHOBHOE Ha3HAUY€HHE JNOKHOCTHON MHCTPYKLUH, €€ PEKBU3UTHI U OCHOBHBIE Pa3fieNbl TEKCTA
22. YupenuTenbHbli 10r0BOpP, €0 PEKBU3UTHI U OCHOBHBIE Pa3/ieiibl TEKCTA.

23. Buasl pacnopsiiuTeNbHbIX JOKyMEHTOB, UX OCHOBHOE Ha3HAUYEHUE.

24. Tlpuka3, ero peKBU3UTHI U OCHOBHBIEC YaCTH TEKCTA.

25. PexBU3UTHI yKa3aHUs U LIENb U3aHUS JTAHHOTO JOKYMEHTA.

26. Pacniopspxenue, ero peKBH3HUTHL. BOPOCH!, 0 KOTOPBIM H3aeTCs PACTIOPSIKEHHE.
27. Pemenne, ero pexkBU3UTEL. OpraHbl yIPaBICHNS, UMEIOMINE IPABO K N3TAHUIO JAHHOTO JOKyMEHTA.
28. PexBU3HUTHI IOCTAHOBIICHUS U 1I€Ib U3AaHHUA JaHHOTO JOKYMEHTA.

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

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

31. MoxnagHble H 00BbACHUTEIbHbIE 3aIIMCKH, UX PEKBU3UTHI U OCHOBHBIE LIEJIM HATIUCAHUS IAHHBIX JOKyMEHTOB.
32. Tpe©oBanusl, NpeabIBIIEMbIE K COCTABICHUIO CIIPABOK. BHBI ClIpaBOK.

33. OcobenHoCTH cocTaBieHHS akTa. OCHOBHBIC YaCTH TeKCTa. BUIbI akTOB.

34. TpeGoBaHus, IpeAbABIAEMbIE K COCTABICHHUIO 1 O(OPMIICHHIO CIyKEOHBIX IIHCEM.
35. Pa3HOBUIHOCTH ITHCEM.

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

37. Odbopmiienue mpuema Ha padoTy.

38. TpebGoBaHusl, IpeabsBISIEMbIE K COIEPKAHUIO U O(OPMIICHHIO TPYAOBOTO IOTOBOPA.
39. OdopmiteHre MPHUKA30B MO TMIYHOMY COCTABY.

40. TpeOoBaHUs, IPEIBABIIEMBIC K COJCPIKAHNIO H OYOPMIICHIIO XapaKTEPUCTHKH.

41. CocTaBHBIE 3JIEMEHTHI M PEKBH3HUTHI aBTOOHOTpaduu.

42. CocTtaB 1OKyMEHTOB JINYHOTO Jeja.

43. O6mwe npaBuIa BeACHHUS U BBIJaYH TPYJOBBIX KHIDKEK.

44. OdopmiteHre TOKyMEHTOB IIPH IIEPEBOIE COTPYAHUKA HA IPYTYI0 pabOTy BHYTPH OpPTraHU3aINH.
45. Iopsimok opopmileHHs: JOKyMEHTOB IIPH YBOJIBHEHUH COTPYJHUKA.

46. Opranu3zanus paboThl ¢ JOKyMEHTaMHU.

47. Tlopsok 00pabOTKM MOCTYNAIOIIUX U OTIPABISIEMbIX JOKYMEHTOB.

48. INopstmox 00pabOTKH OTIPABIIAEMbIX JOKYMEHTOB.

49 ITopsinokx 06pabOTKU BHYTPEHHHUX JJOKYMEHTOB.

50.Peructpanus 10KyMEHTOB.

51.Opranuzanust KOHTPOJIS 32 UCTIOJTHEHUEM JJOKyMEHTOB.




52.XpaHeHHe TOKyMEHTOB.

53.CocTaBineHre HOMEHKIATYPBI A€ OpraHU3aLHH.

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

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

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

60.ABTOMaTHU3MPOBAHHAS MTPOLIEAYpa PAaOOTHI C JOKYMEHTAMH.
61.OnexTpoHHBIC OQUCHBIE CHCTEMBI.

62.XpaHeHue TOKyMEHTOB B 3JICKTPOHHOM (hopme.

ConeprkaHue PAKTHICCKHUX 3aTaHUH

1.CocraBuTh ImpuKa3 00 yTBEpKICHUN WHCTPYKIHHU 110 JeJIONPOU3BOJCTBY Ha 3aBoJie. B KOHCTaTHpPYIOIIEeH 9acTu yka3aTh, 4TO B
COOTBETCTBUM ¢ THUIIOBOM MHCTPYKUHUEN MO AEIONPOU3BOJICTBY B MUHUCTEPCTBAX, BeaoMcTBax Poccuiickoii @enepanuy,
yTBepXIEHHOM pacnopspkeHueM IlpaButenscra Poccuiickoit denepauuu ot 00.00.20_ 1. Ne 00 mpencenarenem Komurera o
nenam apxuBoB mpu [IpaButensctse PO ®UO kanmenspueit 3aBoja pa3padboTaHbl HOPSIOK IPOXOXKACHHS JOKyMEHTOB 1
CTaHAapThl HA OPraHU3aLHOHHO-PACTIOPAAUTEIBHYIO JOKYMEHTAIHI0. B pacnopsaauTensHoi 9acTu yTBEpAUTh HHCTPYKIUIO U
HOPYYHTh 3aBEAYIOIICH KaHIENIsIpHei 00eCIIeYnTh METOIMYECKOE PYKOBOICTBO OpraHN3aluel JeI0POU3BO/ICTBA HA IPEANPHATHI
¥ YCTAaHOBHUTH KOHTPOJb 32 COOMIOICHNEM TPeOOBaHNI HHCTPYKIIHH.

2.CocTaBuUTh IIPUKA3 IO 3aBOAY 00 YCTAHOBICHUHU €AMHOTO PeXXKUMa pabOThI IEHTPAIbHBIX CKIal0B. B KoHCTaTHpYIOIIEeH YacTu
OTMETHTb, YTO OTITCK LIEXaM MaTepPHUaJIOB CO CKIIAJIOB IPEANPHUATHS B TEUEHHE PaboUero IHs HapyllaeT HOpMaIbHYIO paboTy
CKJIJICKOTO amnmapara. B pacnopsiinTensHON yacTy yKa3aTh KOHKPETHBIE Yachl OTIIyCKa MaTepHasoB CO CKIa0B, Ha3BaTh
KOHKPETHBIX JJOJDKHOCTHBIX JIHI[, KOTOPEIE OTBEYAIOT 3a MEPEBOJ CKIAI0B Ha Ooiee panHoHaIbHEINH peskuM paboTel. OcTanbHbIE
MYHKTBI B PACHOPAIUTENILHOM 9acTH U APYTUe PEKBU3UTHI YKa3aTh CAMOCTOATEIBHO.

3.CocraBuTb npuKa3 no npexnpusatuio "Temn" 00 uTorax peBU3uM 10 NpoBepke GuHaHcoBOro oTuéra. B KOHCTaTHpY!IOLIEH YacTn
yKa3aTh, YTO PEBU3NEH 0OHAPYKeHBI (DaKTHI TPyOOT0 HapyIIeHHsS (PHMHAHCOBOTO YIETa, TIOJTHOE OTCYTCTBHE Y4ETa M OTYETHOCTH 110
KOMaH/IMPOBKAM, OTCYTCTBHE >KypHaJla y4éTa J1OBEpEHHOCTEH.

4.Hanucate npuka3 JUpeKTOpa 3aBojia TOYHOTO MAIIMHOCTPOEHUS O IPEMUPOBAHUU PAOOTHUKOB MJIaHOBO-IKOHOMUUYECKOTO OT/ENIa
3a JTOCPOUYHYIO pa3paboTKy OnsHec-1uIaHa. [Ipemus BeImaéres n3 (poHIa MaTepHAFHOTO TOOIIPEHUs B pasMepe 50 % mecsaHoTo
oxnazna. /lpyrue TaHHBIC B TEKCTE M PEKBU3UTHI YKA3aTh CAMOCTOSTEIBHO.

5.Hammcats mpuka3 no OAO "Candup" 06 utorax 10KyMeHTalIbHON peBu3nuu padboTsl npennpusatus ¢ 01.02.20 r. mo 01.09.20 r. B
aKTe PEeBU3UH 3a(pUKCHPOBAHBI CIIEAYIONINE HEOCTATKH: HE YIIOPSJOUeH YUET JIMYHOTO cOoCcTaBa, HeKoTopsle nena TP naxonsates
B 3aIyIIICHHOM COCTOSIHUH, y 3aBeqytomiero ckianoM metamios [lerposa JI.H. oka3zanuch M3nmumky JinctoBoi craim (320 xr) u
HeJ0CTa4ya CTanbHOM JeHTH! (185 Kr); qomyckaeTcs HeOOOCHOBAHHOE CIMCaHKE YIIAKOBOYHOM OyMaru, TBO3/eH 1 3alacHBIX YacTel
JUIsl peMOHTa 000pYI0BaHUs; B MEXaHUUECKOM IIeXe JIOMYIIEH MepepacXo ] MpUIos B koaudecTse 60 Kr; 3aBeAyIOLIMM CKIaACKIM
xo3stiicTBoM I1.11. JIoMOBBIM HECBOEBPEMEHHO OTTPY’KeHa ITOCTaBIIMKAaM BO3BpaTHAas Tapa, 3a 4YTO 3aBOJIOM yIDIadeH mrpad B
cymme 15 Toic. py6. [pyrie peKBU3UTHI yKa3aTh CaMOCTOSITENBHO.

6.CocTaBUTh MPHUKA3 IO CTPOUTENHLHON oprann3auuu "I opu30HT" 0 HENPaBUILHOM MCIOJIB30BaHUH CTPOUTENBHBIX OTX0I0B. B
BBOJIHOH 4acTH yKa3aTh, YTO P NPOBEPKE PabOTHI CKiIa/la MUIOMATEPUAIOB YCTAHOBICHBI (DAKTHI OTIYCKa B KOTEIBHYIO JUIS
CKUTaHUS OTXO/I0B MIJIOMATEPHANIOB ATUHOU cBbIe 20 cM. B 3aKmi04nTeNnsHOM YacTH CleyeT MPeaoKUTh 3aBeAY0IEMY
CKJIaJJOM OpTaHU30BaTh PabOTY IO peann3alui OTXOI0B YaCTHBIM JIHIIAM.

7.CoctaBuTh npuka3 o6 urorax pabotsl ¢ fokymeHTamu B 20 1. B OAO "Crannuynuk". B koHCTaTupyIoILel yacTu yka3aTb Ha
HIBKYI0 TPeOOBaTEILHOCTh PYKOBOANTENCH TTOIPA3IeTICHNH K KaUeCTBY OATOTOBKU M KOHTPOJIS 32 UX UCIIOTHEeHHEM. B
PacHopIaUTENFHON YacTH 0OpaTUTh BHUMAaHNE PYKOBOAMTENICH HA TOBBIICHNE TPEOOBATEIIFHOCTH K paOOTHHKAM B 4acTH PabOTHI ¢
JoKyMeHTaMu. J[aTh 3a7jaHie COTPYIHUKY, OTBEUAIONIEMY 3a JeJIONPOU3BOACTBO, Pa3paboTaTh MEPHI 10 YIIYUIIEHUIO 3TOIl paboThI.
8.CocraBuThb KpaTKUi IPOTOKOJI IIPOM3BOJICTBEHHOTO COBEIAHMS paOOTHUKOB IIIIAHOBO-9KOHOMHYECKOTO OT/IElIa 3aBO/ia
MEJIIpernapaToB, Ha KOTOPOM OBLT pACCMOTPEH BOIIPOC O JOCPOUYHOH pazpaborke Om3Hec-TuaHa Ha 20 1. [Tocne obcyxaeHus
MPOU3BOJICTBEHHOE COBEI[AHUE MPUHATIO pelIeHHe pa3padoTaTh OM3HEC-IUIaH Ha TPU JHS PaHbIIE yCTAHOBICHHOTO CPOKA.
OcranpHble JaHHbIE YKA3aTh CAMOCTOSTENBHO.

9.CocTaBUTh KPaTKU MPOTOKOJ 00IIEro coOpanus pabodyrux 00IIEeCTBa C OTPAHMICHHON OTBETCTBEHHOCTHIO "FOTCcTpoii”, Ha
KOTOPOM 00CY’KIaeTcsl BOIPOC O CO3JaHUHU IeXa CTPOUTEIBHBIX MaTEePHAJIOB U CTPOUTENILCTBA XKIUIBIX ToMoB. Ha coOparnn
6bL1a 3aciTylIaHa HHGOpManus npezceaaTesns 0 BO3MOKHOCTU CO3/IaHHs TaKoro IieXa U MepCleKTUBaxX ero paboTsl. Bbl1o MpHHATO
pelIeHNE TOPYYUTh TIPEACEIATEII0 U €r0 3aMECTHTENIO 110 CTPOUTEIBLCTBY B TEUCHHE 6 MECSIIEB Pa3BEpPHYTh pabOTy U BbI-JICIHUTh
JUTS OTHX TieTieit 3 MiTH. pyo.

10.CocraBuTh IPOTOKOI 3aceAaHNsI HHBEHTApU3aLMOHHOM KOMICCHH 3aBOJIa Ta30BOH alapaTypsl, Ha KOTOPOM paccMaTpHUBAJICs
BOIIPOC O Pe3yabTaTax MHBEHTapU3aluy Mo ckiamgy Ne 7 BcriomorarenbHbIX MaTepuanos. Ha 3acenanuu Obi1o IpUHATO
MIOCTaHOBJICHHE 00 YTBEP)KJICHUH Pe3yIbTaTOB HHBCHTAPH3ALMH 1 OTHECEHHUH 32 CUET 3aBSTyOIIEro CKIAIOM HEI0CTaul
BCTIOMOTATEJIFHBIX MAaTEPHANIOB B cyMMe 365 ThIC. py0., a TAlOKe 3a4UTaHbI CIMIUTEIbHAS BEOMOCTh 10 CKIaxy Ne 2 u
00BACHUTENbHAS 3aMUCKa 3aBEeAYIONIETO ckianoM. OcTalabHbIe JaHHBIE ONPEICIUTh 110 CBOEMY YCMOTPEHHIO.

11.CocTaBuTh DOKIAJHYIO 3aIIMCKy TJIABHOTO OyXrajiTepa JIUpeKTopy o0 nTorax paboThl O LEHTPAIU3alUU PacuETOB ¢ pabouuMHU
u cryxamumuy Ha BIl 3aBoga. [lenTpanmsanms pacu€ToB qana BOSMOXKHOCTE IIEPEBECTH Ha APYTYIO PabOTy IATH OyXraiaTepoB
[[EXOB, YMCHBIIUTH OLUTHOKU B PacuéTax ¢ pabouUMH U CIIy>KalTUMHU. Y CHIINTh KOHTPOJIb 33 PACXOA0BaHUEM (OHOB 3apabOTHOIL
atel. B 3awmoueHn He0OX0JUMO ITOCTABUTh BOIIPOC O MPEMUPOBaHUK paboTHUKOB Oyxrantepun u BLI, obecneunBarommx
Mepexo T Ha IIEHTPAM30BaHHBIN pacdéT 3apadOTHOM IIaTH 1O 3aBoxy. OcTaiabHBIC TaHHBIE YKa3aTh CAMOCTOSTEIHHO.
12.CocTaBuTh JOKIAAHYIO 3aIIUCKy CEKpeTapsi-pedepeHTa pyKOBOIUTEIIO IPEANPUATHS 00 yTepe paboTHHKOM AHApeeBsM B.I.,
MHChbMa-3apoca, TOCTYNUBILETO B aipec NPEANPHUATH ABa Mecsla Hazal.




Al

13.CocraButs 1 oopMuTs (axc Gupmsl "AnTtaps" HoBocubupckomy npeanpusatiio "PoccTpoil” o moaHOM 0TKa3e OT OIIIaTh 3a
HOCTYNHUBIIYO IPOAYKIHUIO B CBSI3H C TEM, YTO 3Ta MPOIYKIMs He Oblia 3akazaHa. OcTalbHble PEKBU3UTHI YKA3aTh CAMOCTOSITENBHO.
14.CocraBuTh TOKIAIHYIO 3aMMCKy HAaJaJbHAKA OTAENA PYKOBOIUTEIIO IPEIIPHATHS O (haKTe He-BHIIOTHEHHS PaCIIOPSDKEHUS O
MOHTaXxe 000py/JOBaHHS HA YIaCTKe 10 IPUYUHE CIa00r0 KOHTPOJIS CO CTOPOHBI ITTABHOTO TEXHUKA.

15.CocraBuTh JOKIAAHYIO 3alUCKy O MPUYUHAX HECBOEBPEMEHHOCTH MIPEACTAaBICHUS HH(POPMALIUK O BBIMOIHEHUH MTPUKa3a
Jqupekropa. OcTanbHble PEKBU3HTHI YKa3aTh CAMOCTOSTENBHO.

16.CocTaBuTh JOKIAJHYIO 3aIMMCKY MIIABHOTO OyXrajaTepa pyKOBOAUTEIO MPEANPHUITHS O HEOOXOIUMOCTH IEHTPATHU3AI[IH
pac4éToB ¢ pabOTHUKAMH NpeAnpusITus. B 00s13aHHOCTH OTUETHBIX pAOOTHHUKOB IIEXOB AODKHO BXOAUTH JIHIIb O(OpPMIICHHE
NEPBUYHBIX JOKyMEHTOB IO Y4ETY BbIpaOOTKH. B 1oKIafHOM 3amucke HEOOX0IUMO MOAATh NMPEIOKEHHE O IIEPECMOTPE MITATOB
OTYETHBIX PAaOOTHHKOB B II€XaX U TJIABHOW OyXraJTepuy n3 pacyéra oOIIero COKpameHus ITaToB He MeHee yeM Ha 20 %.
17.CocTaBuTh JOKIAAHYIO 3alMCKy HadaIbHUKA INIAHOBO-3KOHOMHYECKOTO OT/ENA PYKOBOJHUTEIIIO MPEANPHATHS 00 obecrieueHnn
OTZeNa YeThIpbMs KoMIbloTepaMu. OcTalbHbIe PEKBU3UTHI YKa3aTh CAMOCTOSATEIBHO.

18.CocTaBuTh OOBSICHUTEIBHYIO 3aMCKY 1O (haKTy OTCYTCTBUS Ha pabodeM Mecte coTpyaHuka Mpa-Hosa .M. ¢ 8 yacoB mo 12
gacos 12.04.20 T

19.CocraButs crpaBky o ToM, 9to Aradonos H.K. sBinsercs ctynenTom 3-ro Kypca (akyIbTeTa MEHEIKMEHTa 1 SKOHOMUKH. (
20.CocTaBHUTh NPHKAa3 10 3aBOJy 00 YCTAHOBJICHUH €JIMHOTO PEKMMa pabOThI LIEHTPalIbHBIX CKIaJ0B. B KoHCTaTHpyIomei yacTu
OTMETHUTD, YTO OTITYCK I[eXaM MaTePHAaJIOB CO CKIAIOB MPEANPHUATHS B TeUSHHE pabodero qHSI HapyIIacT HOPMaJIbHYIO paboTy
CKJIQJICKOTO ammapara. B pacriopsiiuTensHOI 9acT yka3aTh KOHKPETHBIE Yachl OTIIYCKa MaTepPHAIOB CO CKIAJI0B, Ha3BATh
KOHKPETHBIX JJOJDKHOCTHBIX JIMI, KOTOPbIe OTBEYAIOT 3a MEePEeBOJ CKIAN0B Ha Oolee pallloHaIbHBIN peskuM paboTel. OcTanbHbIe
MYHKTBI B paCHOPAIUTENBHOM 9aCTH M APYTUE PEKBU3HUTHI YKa3aTh CAMOCTOSATENBHO.

21.CocTtaBHTh NIPHKa3 IO IpenpusATHio "3aps” 00 nTorax peBU3NH 0 PoBepKe GUHAHCOBOTO 0TYETA. B KOHCTaTHpyTomel qacTi
yKa3aTb, UTO peBH3HEH 00HApYy:KeHbI (DaKThl TPyOOTro HapyIIeHHs (PHHAHCOBOTO Y4ETa, IIOJIHOE OTCYTCTBUE Y4ETa U OTUYETHOCTH 110
KOMaHIMPOBKaM, OTCYTCTBHE JKypHaja y4éTa JOBEpEHHOCTEH.

22.Hanmcats npuka3 JUPEKTOpa 3aBojia TOYHOTO MAIIMHOCTPOCHHUS O TPEMUPOBAHUN PaOOTHHKOB ITAHOBO-?KOHOMHYECKOTO
OTZeNAa 32 JOCPOUHYIO pa3paboTKy Om3Hec-tuiaHa. [Ipemust BeImaéTes 3 GoHIa MaTepHaIbHOTO MOOIIpeHHs B pasmepe 50 %
MECSYHOTO OKIaja. J[pyrie naHHbIE B TEKCTE U PEKBH3UTHI YKa3aTh CAMOCTOSATEIBHO.

23.Hamucatb npuka3z mo OAO "Oxcup" 06 uTorax J0KyMEHTaIbHOW peBU3uU padboThl npeanpusatus ¢ 01.02.20  mo 01.09.20 B
aKTe peBH3NH 3a(hMKCHPOBAHBI CIICTYIOIINE HEAOCTATKH: HE YIOPSIOYEH YIET IMIHOTO cocTaBa, HeKoTopsle nena TP maxonsarces
B 3allyIIIEHHOM COCTOSIHUH; y 3aBeqytoulero ckiaanoM 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 000PYIOBAaHIS; B MEXaHUIECKOM IIEXe JIOIYIIEH ITepepacxo ]l MPHITos B KoJudecTBe 60 KT; 3aBEAYIONINM CKITaICKIM
xo3siictBoM I1.11. SIkoBIIEBEIM HECBOEBPEMEHHO OTTPY KEHa OCTABIIMKAM BO3BpATHAS Tapa, 3a YTO 3aBOJOM YIUIaueH mrpad B
cymMme 15 Teic. py6. [pyrue pekBU3UTHl YKa3aTh CaMOCTOSITENBHO.

24.CocrtaBHTh NIPHKa3 IO CTPOUTENBHOM oprann3anuu "I'opu3oHT" 0 HENpPaBUIBHOM HCIONB30BAHUH CTPOUTENBHBIX OTX010B. B
BBOJIHOM 9acTH yKa3aTh, YTO IPH MPOBEPKEe PadOTHI CKIIa/ia MIOMATEPHAIOB YCTAHOBIIEHBI (DAKTHI OTITYCKA B KOTSIBHYIO [UIS
COKUTaHUS OTXOJI0B MUJIOMATepHAIOB [UIMHOM cBbImIe 20 cM. B 3aKIrounTeNnbHOM YacTH ClieLyeT NPeaIoKUTh 3aBeIy0IeMy
CKJIaIOM OPTraHU30BaTh PaboTy 110 peayu3aliy OTXOI0B YaCTHBIM JIHIAM.

25.CocraButh nprka3 o0 urorax pabots! ¢ gokymeHTamu B 20 1. B OAO "Benepruku". B KoHCTaTHpYyIOIIEH YacTH yKa3aTh Ha
HI3KYIO0 TpeOOBaTEIbHOCTS PYKOBOANTENECH TTOAPA3CTICHIH K KaueCTBY OATOTOBKU M KOHTPOJIS 33 UX UCIIOTHEHHEM. B
pacnopsaauTeNbHOM YacTH 0OpaTUTh BHUMaHUE PYKOBOAUTENEH Ha MOBBILICHNE TPeOOBATEIHOCTH K paOOTHHKAM B 4aCTH PabOTHI ¢
JOKyMeHTaMH. [laTh 3a1aHKe COTPYAHUKY, OTBEYAIOIIEMY 3a AEJIOINPOU3BOACTBO, Pa3paboTaTh MEPHI M0 YITyUIICHHIO 3TOH pabOoTHI.
26.CocTaBHUTh KPaTKUH ITPOTOKOJ TPOM3BOACTBEHHOTO COBEIIIAHMUS PAOOTHNKOB ITAHOBO-3KOHOMHIYECKOTO OT/ENa 3aBOAA
MeJIpenapaToB, Ha KOTOPOM ObLI pacCMOTPEH BOIIPOC O TOCPOUHOIl pa3paboTke OusHec-mana Ha 20 1. ITocne oOcyxaeHus
MPOU3BOJICTBEHHOE COBELAHUE MPUHATIO pELlIeHHe pa3paboTaTh OM3HEC-IUIAH HA TPU JHs PaHbIE yCTAHOBIEHHOIO CPOKA.
OcraypHbIe JaHHBIC YKa3aTh CAMOCTOSTEIEHO.

27.CocTaBHUTh KpaTKU IPOTOKOI 00IIero codpanus pabodnx o0IIecTBa ¢ OrpaHHYCHHON O0TBETCTBEHHOCTHIO "fOrerpoit”, Ha
KOTOPOM 00Cy’KAaeTcsl BOIPOC O CO3JaHUHU IeXa CTPOUTENBHBIX MaTePUAaIOB JUIl CTPOHTENBCTBA KIIBIX JoMOB. Ha coGpanuu
Obl1a 3aciIynaHa HHPOPMaIHs MPeACeaaTeNsl O BO3MOKHOCTH CO3/IaHUsI TAKOTO 1ieXa M IEPCIeKTHUBax ero paboTel. bbuto npunsaTo
pelIeHne TOpyIUTh IPEACEATEIIO U eT0 3aMECTUTEINIO TI0 CTPOUTENBCTBY B TeUEHHE 6 MECSIIEB pa3BepHYTh paboTy U BEI-ACIUTH
JUTSA OTUX 1eneit 3 MiH. pyo.

28.CocTaBHUTh IPOTOKOI 3acCelaHHsl HHBEHTapU3allMOHHOI KOMHCCHH 3aBO/Ia Ta30BOM alMapaTrypbl, HA KOTOPOM pacCMaTpHUBaJICs
BOITPOC O Pe3yIbTaTaX MHBEHTapU3alWH Mo CKIaay Ne 7 BCrioMoraTebHBIX MaTepranoB. Ha 3acemannu ObUIO IPHUHATO
MIOCTaHOBJICHHE 00 yTBEP)KICHUH Pe3yIbTaTOB HHBCHTAPH3ALUH 1 OTHECEHHUH 32 CUET 3aBEAYIOIIEro CKIa0M HEAOCTaul
BCIIOMOTATENbHBIX MAaTEPHaIOB B cyMMe 365 ThIC. py0., a Taloke 3aUUTaHbl CIIMYUTEIbHAS BEIOMOCTD 1O cKiaxy Ne 2 u
OOBSICHUTEIbHAS 3aIIMCKa 3aBeyrollero ckiafoM. OcTanbHble JaHHBIE ONPEJEIUTD 110 CBOEMY YCMOTPEHUIO.

29.CocTaBuTh JOKIAJIHYIO 3aIMMCKY TIIABHOTO OyXranTepa JUpeKTopy 00 UTorax paboThl IO IEHTPATU3AINH PACIETOB C pabOINMHU
u cimyxamumu Ha BII 3aBoxa. LenTpanu3zamus pacu€ToB nana BO3MOKHOCTh IIEPEBECTH Ha APYTYIO paboTy ATk OyXraaTepoB
[IEXOB, YMCHBIIHUTh OLIMOKH B pacuérax ¢ pabouMMH U CIIYKaIlMMH. Y CHIINTh KOHTPOJIb 3 pacXofoBaHHeM (OHIOB 3apabOTHON
TIaThl. B 3axmoueHnn HeoOX0MMO TIOCTaBUTE BOIIPOC O MPEMHUPOBAHUH pabOTHHKOB Oyxrantepnn u BLI, obecrieunBarommx
Hepexo/l Ha IeHTPATH30BaHHBIN pacdéT 3apaboTHOM IIaTHI 10 3aBoxy. OcTaibHBIE JaHHBIE YKa3aTh CAMOCTOSATEIBHO.

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

Bompocs! 1 caMOCTOSTENBHON paboThI CTYAECHTOB [0 AUCIUILIHHE «J{OKyMEHTHPOBAaHNUE YIIPABICHUECKON eI TeIEHOCTI

1. OCHOBHBIC OTIpE/ICTICHUS: IOKYMEHT, PEKBU3HUTHI, JTOKYMECHTUPOBAHUE.

2 OO0mue u crienuanbHple QYHKIUN JTOKYMEHTA.

3. Buns! ynpaBieH4ecKOH JTOKyMEHTALUU.

4 CocTaB HOPMAaTUBHO-METOIUYECKON 0a3bl JTOKyMEHTALMOHHOTO 00eCIeueHHs.




5. Uro Takoe yHHU(UKALUS U CTAaHAAPTU3AIMS JOKYMEHTOB?

6. ITo xakiM NpU3HAKAM KIACCU(PHUIUPYIOTCS JOKyMEHTBI?

7. Kaxne TpeOoBaHMS NPeabIBIAIOTCS K 0(OPMICHHIO PEKBH3UTOB JOKYMEHTOB?

8. B uém ocobeHHOCTH odHIHaTbHO-AeT0BOr0 cTHiast? OCHOBHEBIE TPpeOOBaHUS, MPEIbABIACMbIE K O(QHIIHATHHO-IETIOBOMY
CTHITIO?

9. Kak numrytcs HasBaHUS JOJKHOCTEH B CHCTEME rOCyAapCTBEHHOH BiIacTH U ynpasieHus Poccuiickoit @enepanun?
10. Haubonee ymoTpebmsieMble COKpAIIeHUs CIIOB.

1. Kak npoucxomur odopmiaeHue 1at U yucen B JOKyMEHTax?

12. Kakue moKyMeHTHI BXOAAT B CHCTEMY OpPraHM3allMOHHO-TIPABOBOM JOKyMEHTaluu?

13. KakoBa ocHOBHast (QpyHKIMS OpraHW3AIMOHHBIX JOKYMEHTOB B YIIPABICHYECKOW NEATEIFHOCTH?

14. Kakne mOKyMEHTHI OTHOCATCA K YUPEAUTEIBHBIM JOKYMCHTAM OpPTaHHU3aIHn?

15. KakoB cpok neiicTBUsI OpraHU3allMOHHBIX JOKYMEHTOB?

16. KakoBo 0cHOBHOE HazHau€HHE PACHOPSIUTENBHBIX JOKYMEHTOB?

17. Kaxue nmoKyMeHTBl OTHOCSTCS K paclopsauTeNbHbIM?

18. Kakue pexkBH3UTHI 00€CHEUNBAIOT IOPUINIECKYIO CHIy NpHKa3a, PACIOPSHKEHHs, H3aBaeMOr0 PyKOBOJICTBOM
MpeANpUATHS?

19. KakoBo HasHadeHmMe MH(OPMAIOHHO-CIIPABOYHBIX JTOKYMEHTOB B YIPaBICHUECKOH IESATENEHOCTH?

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

21. KakoBo Ha3zHaueHHe MPOTOKOJIA 3aceaHus?

22. KTo nMeer npaBo cOCTaBIATh U MOANKMCHIBATH AOKIAJHBIE 3aIHCKH, CIPABKU, NMPEITOKEHUs?

23. Bunpl akToB M UX Ha3HA4YECHUE.

24. JIs kakuX 1elel MUIIeTcs OObSICHUTEIbHAs 3arcKa?

25. Bunbl 1oKyMeHTOB, MepefaBaeMbIX M0 KaHanaM CBs3H. X OCHOBHOE Ha3Ha4eHHe.

26. Ha kaxux O;aHKax COCTaBIISIOTCS CIyXeOHbIE MAChMa?

27. Ilepeuncnure OCHOBHBIE PEKBU3UTHI JIEIOBOIO IHChMA.

28. Jranbl MOATOTOBKH U COCTABJICHUS ITHCEM.

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

30. C Kakoil LENbI0 COCTABIISIIOTCS TapaHTHITHBIE TUChMa?

31. B kakux ciyuasx OTIPaBIISI€TCS MUCBMO-IPETEH3HA?

32. KakoBbl 0coOeHHOCTH 0(OpMIIEHHUS 0JIaroIapCTBEHHOTO MUChMa?

33. Kakue nOKyMEHTBI OTHOCSATCS K JOKyMEHTaM IO JIMYHOMY cOCTaBy?

34. Kakne mokymMeHTHI 0OpMISIOTCS TP NpUEME IpaXkiaH Ha paboTy?

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

36. Kak odopmisiercs npuka3z o npuéme Ha padoty? Kakoe Ha3HadeHHe MMEET MpUKa3, Kakue (GopMbl mprKaza
UCTIOJIHAOTCS?

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

38. CocraB JIOKyMEHTAI[H, MCIOIb3yEeMbIi MPU YBOJILHEHUH PaOOTHHUKA.

39. Yro Takoe JTOKyMEHTO0OOpOT?

40. Kakue Bub! paboT BBITOTHSIOTCS MpH 00pabOTKe BXOAAIIEH KOPPECTIOHICHINN?

41. Kakue BuIBI pabOT BBITOIHAIOTCS ¢ UCXOMSIIUMH JOKyMEHTaMu?

42. JIns yero HeoOXoMUMa pErucTpanus JOKyMEHTOB?

43. KakoBa oCHOBHasl LieJIb KOHTPOJISI UCIIOJIHEHUS JOKYMEHTOB?

44. Ienp pa3pabOTKM HOMEHKIATYPHI AE.

45. Ponp TUMOBBIX U MPUMEPHBIX HOMEHKIATYpP JE.

46. Kaxue cBeneHust oTHOCSTCS K KOMMEpYECKOl TaiiHe?

47. Uro BKIIOUaeT obecredeHne 3ainThl KOHPUICHINANEHONH HH(OpMAIn?

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

49. Kaxue 00s13aHHOCTH BO3JIAraloTcsi Ha PyKOBOJMTEIEH M MCIIOMHUTENCH NpH paboTe ¢ KOH(PUACHINAIEHBIMI
JIOKYMEHTaMH?

50. C Kakoll LeNbI0 Ha JOKYMEHTE CTaBUTCA Tpu( KOH(OHUICHIUATBHOCTH, U KaKWe BUABI 3TUX TPUGOB HCHONB3YIOTCA? Yem
PYKOBOJCTBYIOTCS IIPH ONIPEeTICHUH YPOBHS KOH(PUIECHIIMANBHOCTU?

S1. Kakne cBeneHUs 3aHOCATCS B JKypHAJ PETHUCTPAINH JOKyMEHTOB ¢ Tpupom «KT»?

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

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

54. Iepeuncanure mporpaMMHBIE CPEACTBA UCHOIB3YEMBIE [l COCTaBIEHUS M PENaKTUPOBAaHUs JJOKY-MEHTOB.
55. Nzobpa3ute cxeMy aBTOMATH3AIMH JEIOMPOU3BOJICTBA.

56. Uro mpencTaBisioT cob60il aBTOMaTH3MpoBaHHEIE paboune mecta (APM)?

57. [IpencraBbTe CTPYKTYpY AJIEKTpOHHOTO Oduca.

58. IpuBemuTe MpUMeEps CUCTEM aBTOMATH3AIMH JEIONPOM3BOICTBA, UX (YHKIMOHAIBHEIE BO3MOXKHO-CTH. Kakue cructeMsl
UCTIONB3YIOT JUISL KPYTIHBIX, CPEIHUX U MAaJbIX IPeAIPUITHII?

59. Kak ocymecTBnsieTcs XxpaHeHHe JOKYMEHTOB B DJIEKTPOHHON (opme?

6.2. TeMbl NUCbMEHHBIX padoT

KonTtponsHas paboTa 1 CTyIEHTOB 3a09HOI (hOPMBI 00YIEHHS COCTOHT U3 PACUETHBIX 3a/IaHUH, OXBATHIBAIOIINX KypC
JUCIUIIIMHBL, U BBINOIHIETCS 10 OAHOMY U3 yKa3aHHBIX BapHAaHTOB. BeIOOp BapHaHTa ompeaenseTcs 1o MOCIeAHUM ABYM Iudpam
3a4eTHON KHIKKH. [IepedeHb BapHaHTOB 331aHMil KOHTPOIBHOI PaOOThI, METOAMKA €€ BBIIIOJIHEHHSI M HEOOX0UMast JINTeparypa




IpUBEICHBl B METOINUECKUX yKA3aHUAX JUIS HAHCAHUS KOHTPOIBHOH PabOThI.

KonTpomnsHas paboTa CTyAE€HTOB 3a09HOM (POPMBI 00yIEHHS

KonTtponsHas paboTta BEIMOTHAETCA CTYAEHTOM MOCJIE CAMOCTOSITEIFHOTO H3Y9IEHHS TEOPETUIECKOro Kypca IO TUCIUIIINHE:
«JlokyMeHTHpOBaHUE YIPABIEHYECKON IEATENBHOCTH» U COCTOUT U3 TPEX 3a7aHuil (BBIOOp 3alaHMii OCYIIECTBISIETCS HA OCHOBE
JBYX HOCIEIHUX IM(p muppa 3a4E€THON KHIKKH CTYACHTA):

3amanme 1. PaccMoTpenne Teopernaeckoro Bornpoca Ha TeMy: OcHOBHBIE TPpeOOBaHHS K COCTABICHHIO M O(OPMIICHHIO TOKyMEHTOB
OPTaHU3AIMOHHO - PACTIOPSAUTENBHOMN JESITeIbHOCTU U KaJPOBOH TOKyMEHTAIIUH.

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

3amanue 3. [Ipakrndeckoe 3amanme: COCTaBUTH M 0(pOPMHUTE OpraHU3AIlOHHBIE, PACTIOPAANTEIbHEIC, HHPOPMANOHHEIC
JOKYMEHTHI M IOKyMEHTBI TI0 IEPCOHAITY IPEIIPHATHL.

6.3. ®oH/1 OLIEHOYHBIX CPEACTB

1 TIOKABATEJIN, KPUTEPUU U LLIKAJIbI OLIEHUBAHM S KOMITETEHI{MI

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

- JUISL CTYZEHTOB OYHOM (POpMBI 00yUIEHHUS HTOTOBAs OLIEHKA 110 JUCIUILINHE BRICTaBIsAeTcs 0 100-6amipHoM cucteme, a 3aTeM
MIEPEBOJIUTCS B OLEHKU KOTIMYHOY, «XOPOILOY», YIAOBIETBOPUTEILHOY, KHEYAOBIETBOPUTEILHOY, «3aUTEHO» U «HE 3aUTCHOY;

- JUISL CTYZCHTOB 3a0YHOM W 09HO-3209HOH (OpMBI 00yUCHHUS OLIEHUBACTCS ITO MATHOATHHON IITKajIe, OIICHKAMH «OTIHIHOY,
«XOPOIIO», «YIAOBIETBOPUTEIHHOY, KHEYJOBICTBOPUTEIBEHOY; «3aUTEHOY FIIH «HE 3aYTCHOM.

Bricokuii ypoBeHb OCBOGHUS KOMIIETEHIINH, HTOTOBasI OIIEHKA M0 JUCHUTUINHE «OTINIHO» WK «3a4TeHo» (90-100 Gansos):
r1yOOKO U MPOYHO YCBOUJ MPOrPaMMHBIN MaTepuall, HCUePIbIBAIOIIE, TOCAEI0BATENbHO, YETKO U JIOTUYECKU CTPOIHO €ro
M3JIaraeT, yMeeT TECHO YBA3BIBATh TECOPHIO C MPAKTHKO, CBOOOIHO CIIPABISIETCS C 331a4aMHy, BOIPOCAMHU U APYTUMH BHIAMHI
MPUMEHCHUS 3HAaHUH, IPUYEM HE 3aTPyHIETCS C OTBETOM IIPU BUAOM3MEHEHUH 33JaHHUH, HCTIONIB3YeT B OTBETE MaTepHall
MOHOTpahUIECKON JTUTEPATyPhl, TPABHILHO 00OCHOBBIBAET NPUHSTOE PELICHUE, BIaIeeT Pa3HOCTOPOHHUMH HAaBBIKAMH U
MpUEMaMH BBITIOIHEHHUS IPAKTHYECKHX 3a1a4. CHCTEMHO U ITITAHOMEPHO paboTaeT B TCUCHUH CEMECTpa.

IToBbIIEHHBIH YPOBEHb OCBOCHHUST KOMIICTEHIIHI, HTOTOBAs OIEHKA 110 TUCITMIUTHHE «XOPOII0» WK «3auTeHo» (75-89 6amioB):
TBEPO 3HAET MaTepHaj, TPaMOTHO U IO CYIIECTBY M3J1araeT ero, He JOIMyCKas CyIIeCTBEHHBIX HETOUHOCTEl B OTBETE Ha BOIIPOC,
NPABIIBHO MPUMEHSET TEOPSTUUCCKUE MOIOXKEHNUS MIPH PEIICHUH MTPAKTUYECKAX BOIIPOCOB M 33/1a4, BJIaJICeT HEOOXOAUMBIMHU
HaBBIKAMH ¥ IPHEMaMH UX BITOTHEHH1. CHCTEMHO M INIAHOMEPHO paboTaeT B TCUCHUH CEMECTpa.

IToporoBerii ypoBeHs OCBOCHUSI KOMIIETEHITHA, HTOTOBAs OI[EHKA 10 JUCIUIIIHHE «yAOBICTBOPUTEIILHOY MM «3a4TeHO» (60-74
Oasia): UMeeT 3HaHUsI TOJIbKO OCHOBHOTO MaTepuala, HO He YCBOMJI €ro JIeTajleil, JOMyCKaeT HETOYHOCTH, HEJJOCTATOUHO
NpaBIIbHEIE (POPMYITHPOBKU, HAPYIICHHS JIOTHYESCKOI MOCIEA0BATEIFHOCTH B U3JIOKCHUH POrPAMMHOTO MaTepHaia, HCIBITEIBACT
3aTpyIHEHUS MPH BEITOJHEHUH TIPAKTHIECKUX padoT.

IToporoBelit ypoBeHs OCBOCHUSI KOMIIETEHIINH HE COPMHUPOBAH, HTOTOBAS OI[EHKA MO AUCHUILIHHE «HEYIOBIETBOPUTETBHOY» WU
«He3auTeHO» (MeHee 60 OaIoB): HEe 3HACT 3HAYUTEIBHOW YaCTH MPOrPAMMHOTO MaTepuaa, JOIyCKaeT CYyIECTBCHHBIC OIIHOKY,
HEYBEPEHHO, ¢ OOJBIIMMH 3aTPyTHEHUSMH BBIITOITHSIET ITpaKTHIecKre padoThl. Kak mpaBuiio, OlleHKa «HEYyI0BIETBOPUTEIHHOY
CTaBUTCSA CTYJCHTaM, KOTOPbIE HE MOTYT MPOAOIKUTE 00y4eHHe 0e3 TOMOIHUTEIBHBIX 3aHATHH 10 COOTBETCTBYIOIIEH NHUCIUILINHE.
Kputepun ouenku ypoBHs c(hOPMHUPOBAHHOCTH KOMIETEHIMI U BHICTABIICHUE OLIEHOK 10 KypcoBoMmy npoekty (KII) nim kypcoBoit
pa6ore (KP):

- Bricokuii ypoBeHb OCBOCHUS KOMIIETEHIINH, OIICHKa «OTIIHIHO» (25 — 23 6amna mis KIT; 20 — 18 6amna most KP): pabota
BBIIIOJTHEHA HA BBICOKOM IIpo(eccroHaNFHOM ypoBHE. II0THOCTBI0 COOTBETCTBYET ITOCTABICHHBIM B 33IaHUU LIEJISAM U 3a/1a4aM.
[pencTaBieHHbIH MaTepral B OCHOBHOM BEpPEH, OIYCKAIOTCS MEJIKUE HeTOUHOCTH. CTYJCHT CBOOOZHO OTBEYAET Ha BOIIPOCHI,
CBSI3aHHBIE C TIPOSKTOM. BEIpakeHa criocOOHOCTE K IpodecCHOHANBHOM afanTanyy, HHTEPIPETalluy 3HAHUH 13
MEKAUCIUIUTHHAPHBIX 00TacTel

- [ToBBbIIIEHHBIH YPOBEHb OCBOCHUSI KOMIIETEHIIHA, OLIEHKa «Xopoio» (22-19 6anna ms KIT; 17 — 15 6anna ans KP): pabota
BBITIOJIHEHA Ha JIOCTATOYHO BEICOKOM TPO(ECCHOHATBHOM YpoBHE. [lomyIieHo10 3 HerpyObIX ONIHOOK, HEBIHSIOIINI Ha PEe3yIbTaT.
CryzleHT 0TBEYaET Ha BONIPOCHI, CBA3AHHBIE C IPOEKTOM, HO HEJOCTATOUHO OJIHO.

- [ToporoBelii ypoBeHb OCBOEHHSI KOMITETEHIIUH, OLIEHKA «yAoBiIeTBOpuTenbHO» (18-15 6anmma ans KIT; 14 — 12 6amta ans KP):
YPOBEHb HEJIOCTATOYHO BBICOK. JlomyIieHo 0 5 oIn0oK, He CYNIECTBEHHO BIIMSIOIINX HA KOHEUHBIH PE3YJIbTAT, HO XO PEIICHHS
BepHBII. CTyIEHT MOXKET OTBETUTH JIMIIb Ha HEKOTOPBIE M3 3aJaHHBIX BOIIPOCOB, CBSI3aHHBIX C IIPOCKTOM.

- [oporoBelit ypoBeHb OCBOCHUSI KOMIIETCHITHH HE ChOPMHUPOBaH, OIIEHKA «HEYAOBICTBOPUUTEIbHO» (MeHee 15 6amnos ms K1,
MmeHee 12 6aoB anst KP): paboTa BeimosHeHa Ha HU3KOM ypoBHe. JlonyuieHsl rpyOble omunoOKy. Perenue npuHIUNuaibHo He
BepHO. OTBETHI Ha CBS3aHHBIC C IPOCKTOM BOIIPOCHI OOHAPYKUBAIOT HEIIOHUMaHHUE MTPEAMETa ¥ OTCYTCTBUE OPHEHTAINN B
MaTepHale MpoeKTa.

Kpurepru onieHKH ypoBHsI C(POPMUPOBAHHOCTH KOMIIETCHIMI 1 BBICTABJICHHE OAIIIOB IO PacueTHO-TpadrIeckoi paboTe
(koHTpOIBHOIT padoTe) (10 10 GaymioB, 3a4TEHO/HE3aUTEHO): COOTBETCTBUE COACPIKAHHS PAOOTHI 33JaHUI0; TPAMOTHOCTh H3JIOKCHHS
¥ KauecTBO 0(hOpMIICHHUS PabOTHI; COOTBETCTBIE HOPMATUBHBIM TPEOOBAHHAM; CAMOCTOATEIIFHOCTE BBIITOJIHEHHS PaOOThI, TITyOHHA
npopabOTKK MaTepHaa; HCIOIb30BaHUE PEKOMEHAIOBAHHOM U CIIPaBOYHOM JINTEPATYPhI; MPABHIBHOCTh BHIITOJHEHHBIX PACUCTOB U
rpaduueckoi 4acTr; 000CHOBAaHHOCTH U JIOKa3aTEIIEHOCTh BHIBOIOB.

Kpurepun oneHxu ypoBHS c(hOpMUPOBAHHOCTH KOMIETEHIIUH U BEICTaBIeHHE OaioB 1o pedepaty (noxtamy) (no 10 6amos,
3a4TEHO/HE3a4TEeHO): COOTBETCTBUE COZIEp KaHuUs pedepaTa (JOoKIaaa) CoLepIKaHUI0 PaOOThI; BBIACICHUE OCHOBHOMN MBICIIH




pedepaTa (ToKIana); Ka4ECTBO M3TI0KEHHS MaTepHaa; OTBETH Ha BOMPOCH 10 pedepaTy (HOKIay).

2. METOJIUMYECKUE MATEPHAJIbI, OITPEJEJISAIOILME ITPOIIEAYPbI OLITEHUBAHUS 3HAHWM, YMEHU,
HABBIKOB U (MJIN) OTIBITA JEATEJIBHOCTHU, XAPAKTEPU3VYIOIIUE ATAIIbI ®OPMUPOBAHUA KOMITETEHLIMIA
OO1uii mopsIOK MPOBEICHUS MPOLICAYPHI OLICHUBAHUS 3HAHWUIN, YMEHHI, HABBIKOB U (MJIH) OIBITA ICSATEIbHOCTH, COOTBETCTBHE
MHIUKATOpaM JIOCTH)KEHHS C(hOPMHUPOBAHHOCTH KOMITCTCHIIHI OTIPEJICNICH B CICAYIOIINX JTOKATbHBIX HOPMATHBHBIX aKTax:
TTomosxeHre 0 MPOMEKYTOUHOH aTTecTaIllK 00YJAIOIINXCS 10 MPOrpaMMaM BBICIIIET0 00pa3oBaHus (B IEHCTBYIONIECH pellakinm).
JIOKyMeHTBI pa3MeleHsI B CBOOOIHOM JocTyme Ha opuuuansaoM caiite HUMU lorI' AVhttps://ngma.su/ B pa3znene: I'maBHast
crpanuiia/CeeeHus 00 00pa3oBaTeIbHON Opranu3anun/JIokanbHbIe HOPMAaTHBHBIC AKTHI.

6.4. IlepevyeHb BUI0B OIIEHOYHBIX CPEICTB

OLIEHOYHBIE CPEJICTBA ITPOMEXYTOYHOU ATTECTAIINU:
- [TepeyeHp BapuaHTOB 3aIaHUI KOHTPOJIHHON paOOTHI, METOJIMKA €€ BBITOJHEHUS M HEOOXOIUMAsI JINTEPATypa MPUBEICHBI B
MeToanyecKuX yKa3zaHHsX JJIsl HATUCAHUS KOHTPOJIBHOM padoThl: JIOKyMEHTHPOBaHHE YIIPABICHYECKOH AEATEIEHOCTH
[DnexrpoHHBIH pecypc] : METOA. YKa3. 110 U3y4. AUCI. U BBII. KOHTP. paboT. CTyA. 3a04. (opMbl 00yY. [HAIIpaBiI. MOATOT.
"Oxonomuka", "Menemkment", "Tlen. oopazosanue”, "Cor. padora”, "IIpod. oOyuenue", "3emieycTpoiicTBo U KagacTpbl"| /
Hoouepk. umk.-menmuop. uH-T ITAY, kad. menemxmenTa u uaopmatrky ; coct. M.B. Cepena, E.A. JleeBa, M.A. [lamkoBsa . -
OnexrpoH. AaH. - HoBouepkacck, 2017. - JKM/I; PDF; 884 Kb. - Cuctem. TpeboBanus : IBM PC ; Windows 7 ; Adobe Acrobat X
Pro . - 3arn. ¢ skpaHa - uMeeTcs B aneKTpoHHO# 6udarnoteke HUMU Jlonckoii TAY.
- KOMIUTEKT OMJIETOB JJIS SK3aMeHa/3aueTa. XpaHUTCs B OyMaXHOM BHJIE Ha COOTBETCTBYIomeH kadenpe. [TommexnT exeroqHomy
O0OHOBJICHHUIO U TIEPEYTBEPKACHUIO. UKCII0 BApHaHTOB OMIIETOB B KOMILJIEKTE HE MEHEe YUCIia CTY/ICHTOB Ha dK3aMeHe/3aueTe.

7. YHAEBHO-METOJUYECKOE U UTHO®OPMAIIMOHHOE OBECIIEYEHHUE TUCIUIIJIMHBI (MOAY JIST)

7.1. PexoMeHnyemasi 1uTeparypa

7.1.1. OcHoBHAs1 JIMTEpaTypa

ABTOpBI, COCTaBUTENU

3armaBue

W3nmarensCcTBO, TOI

JI1.1 | Kprokosa H.II. JIOKyMEHTHpOBaHUE YIPABICHIESCKOHN JIEITETLHOCTH: yueOHOe Mocksa: UTH®PA-M, 2013
nocobue 1 By30B 1o cnennanbHocTd 080502 "JxoHOMMUKA 1
yIpaBleHUE Ha NPpeInpusiTHH (10 OTpaciisim)"
JI1.2 | beikoBa T.A, BsoBa | Jlemonpon3BOACTBO: YISOHHUK IS BY30B. Mocksa: UTHOPA-M, 2013
JIM
JI1.3 | Cepena M.B., JlokyMeHTHpOBaHNE yIPaBIEHYECKON NESTEIIbHOCTH: KypC Hosouepkacck: , 2013
Koctsuies B.1. JIEKIUH [1J71S1 CTYAEHTOB OYHOI! U 3a04HOI (POPMBI 00yIEHUS
CHelHanbHOCTH "DKOHOMUKA U YIIpaBJIeHUE Ha IPEANPHUATHN
(mo otpacnsim)", "MeHeKMEHT opraHn3anuu’,
"TIpodeccronansHoe 00ydeHNe (FKOHOMUKA U yIpaBiIeHue)" u
HampaBJICHUIO MOATOTOBKH "DKoHOMUKA", "MeHeKMeHT",
"IIpodeccronansHoe 00ydenue (1o orpacisim)" |
JI1.4 |I'punbepr A. C., JIoKyMEHTaIMOHHOE 00eCTICYCHNE YIPABICHUS: YICOHUK Mocksa: IOnutu-/lana, 2015
TI'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 OArOTOBKM "DKkoHOMHUKA", "MeHemKMenT",
"[lemarornueckoe obpazoBanue", "CounanpHas padora",
"TIpodeccronanbHoe odyueHue", "3eMieycTpoicTBO U
KazacTpsl"]
JI1.6 | Kysnenos U. H. Jlenonpon3BoAcTBO: yueOHOE TTOcoOHe Mocksa: [amxoB u K°, 2021
7.1.2. JlonoiHUTeIbHAS JTUTEPATYypa
ABTOpBI, COCTaBUTEIH 3araBue 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: IOnutu-/lana, 2015
JI2.3 |aBTt.-coct. N.H. JlenoBoe mucbpMoO: yueOHO-CIIPaBOYHOE ITOCOOHE Mocksa: U3gat.-Topr.
Ky3zHnenos xopnopauus «Jlamkos u K,
2018
JI2.4 [Cepemna M.B., lIpanoB | JloKyMEHTHPOBAaHHUE YIIPABICHUECKOMN IESITEIbHOCTHU: HoBouepxkacck, 2017

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

MPAKTUKYM [[JI CTYJICHTOB OYHOM 1 3204HOHN opM 00yueHUs
HarpaBJIeHUs TOAroTOBKM "DKoHOMHUKA", "MeHemKkMenT",
"[Memaroruaeckoe oopazoBanue", "ConuanpHas padora",
"TIpodeccuonanpaoe odyuenue", "3emieycTpoiicTBo u
KagacTpsl"]




ABTOpBI, COCTaBUTENN 3arnaBue W3naTenbcTBO, IO
JI2.5 [Cepemna M.B., lIpanoB | JloKyMEHTHPOBAaHHUE YIPABICHUECKOMN IS TEIFHOCTHU: Hosouepxkacck: , 2017
IL.B. MPAKTUKYM [AJ1s1 CTYJ€HTOB OUYHOU M 3a04HOM (hopM 00ydeHUst
HarpaBJIeHUs! TOArOTOBKM "DKoHOMHUKA", "MeHemkMenT",
"INemarormaeckoe obpasoBanue", "CormansHas pabora',
"TIpodeccuonanpaoe odyueHue", "3emieycTpoiicTBo u
KazacTpsl"]
JI2.6 | Kymnuepyk C. I1. JIOKyMeHTHas IMHTBUCTHKA: YIeOHOE Mmocoone Mocksa: U3n-Bo «DiuHTaY,
2016
7.1.3. MeTtonuyeckue pa3padoTku
ABTOpBI, COCTaBUTENN 3ariaBue W3natenscTBo, ron
JI3.1 | HoBouepk. HHX.- JlokyMeHTHpOBaHNE yIPaBIEHYECKON NESTEIIbHOCTH: Hosouepxacck, 2017
Menuop. uH-T JITAY, |Meromuueckie yka3aHUS [0 BBIIOIHEHUIO Ta0OPATOPHBIX paboT
Kad. MEHeDKMEHTa U | [[U1s CTyI€HTOB OYHOM U 3a04HOM GopM 00yUyeHHs HanpaBIeHUS
MHQPOPMATHKH ; COCT. moaroToBku "OkoHoMuKa'", "Menemxment", "Ilemarornaeckoe
M.B. Cepena, E.A. obpazosanue", "ConuansHas padora”, "[IpodeccrnonansHoe
Heea, B.A. I'ybaueB | oOyuenue", "3emieycTpoilcTBO U KagacTpbl'|
JI3.2 | HoBo4epk. HHX.- JloKyMeHTHpOBaHUE YIPaBIEHUYECKOH e TeIbHOCTH: Hosouepkacck, 2017
Menuop. uH-T AI'AY, | Meronuyeckue yKazaHHs [0 U3yYEHHIO JUCLUIUINHBL U
Ka. MEHE[DKMCHTa U | BBITIOJTHEHHIO KOHTPOJIBHOM paboT. CTYyIEHTaMH 3a09HOH (DOPMEI
HH()OPMATUKH ; COCT. | 00ydeHHs [HaIpaBIeHHUs MOATOTOBKH "DKOHOMHKA",
M.B. Cepena, E.A. "Menemxment", "llenarornyeckoe oopazoBanue", "ConnanbHas
JHeesa, .A. JlamkoBa |paboTta", "TIpodeccronansHoe 00yueHue", "3eMieycTpoinCcTBO 1
KajacTps"]
JI3.3 JIOKyMEHTHpPOBaHUE yIPaBICHUYECKON NEATEIbHOCTH: Hosouepxkacck: , 2017
METOAMYECKUE YKa3aHUs 110 U3YUECHUIO TUCIMILIMHBL U
BBIMOJIHEHHIO KOHTPOJILHON paboT. CTYACHTAMH 3209HON (OPMBI
o0OyueHus [HaIrpaBiIeHns] TOATOTOBKY "JKOHOMUKA",
"Menemxment", "Ilenarornueckoe oopazosanue", "CouuanpHast
pabota", "TIpodeccronanbroe odydeHue", "3eMieycTpoicTBO U
KagacTps"]
7.2. IlepeueHsb pecypcoB HH(POPMALMOHHO-TEJIEKOMMYHHKAIMOHHO# ceTH ""UHTepHeT"
7.2.1 O¢unmansuenii caitt HTMA ¢ moctymnom B www.ngma.su
ANEKTPOHHYIO OMOIHOTEKY
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/
JNIEKTPOHHBIX IOKYMEHTOB)
724 Nnudopmannonnas cucrema «ExnHoe okHo moctynma k| http://window.edu.ru/
00pa3oBaTeNbHBIM peECypcam»
7.2.5 Yuusepcurerckas nadpopmanronHas cucrema Poceust | https://uisrussia.msu.ru/
(YUC Poccust)
7.2.6 DnekTpoHHas ONOTNOTeKa YICOHNKOB http://studentam.net/
7.2.7 CrpaBouHas cuctema «e-library» Jlunensnonnsiii joroBop SCIENCEINDEXNeSIO-
13947/34486/2016 ot 03.03.2016 T
7.3 IlepeyeHb MPOrpaMMHOI0 OGecriedeHHUst
7.3.1 1C Ilpennpustus Horosop nocrasku Ne PB0000816 ot 21.11.2017 r. OOO
«1C-TOHOAJIbD»
7.3.2 Dr.Web®DesktopSecuritySuiteArTuBupyc K3+ 1LIY l'ocynapcTBeHHbIH (MyHUIUNANBHBIN) KOHTpaKkT No
PIIA06150002 ot 15.06.2021 r. Ha mepexauy
HEUCKITIOUNTENHHBIX TPaB Ha MCIIOIB30BAHUE IPOTPAMM IS
SBM 000 «AWUTH L[EHT»
7.3.3 AdobeAcrobatReader DC JIneH3nOHHBIN 1OrOBOP HA MpOrpaMMHOE obecrieueHue s
MEepCOHAIBHBIX KoMITbIoTepoB Platform
Clients PC_ WWEULA-ru_RU-20150407_1357
AdobeSystemsIncorporated (6eccpodHo).
734 Opera
7.3.5 Googl Chrome
7.3.6 Yandex browser




7.3.7 IMporpammHas cucteMa it 0OHapyXKEHUs TeKCTOBBIX | JInmensuonHsIi qorosop Ne 3343 ot 29.01.2021 .. AO
3aMMCTBOBAHHUI B y4eOHBIX U HAYYHBIX paboTax «AHTHUIIIATHAT»
«Antumnaruar. BY3» (uHTepHEeT-Bepcus);Momyis
«IIporpaMMHBIil KOMILIEKC TOMCKA TEKCTOBBIX
3aMMCTBOBAHMH B OTKPBITHIX HCTOUHUKAX CETU
HUHTEPHET
7.3.8 MS Windows XP,7,8, 8.1, 10; Cyo0nuien3nonnsiii gjoroBop Ne502 ot 03.12.2020 r. AO
«Cod1Jlaita Tpeitn»
739 MS Office professional, CyO6munen3uonnsIii goroBop Ne502 ot 03.12.2020 r. AO
«Cod¢rJlaitn Tperio»
7.3.10 Microsoft Teams [IpenocraBnsercs 6ecriaTHO
7.4 llepevyenb HHGOPMALMOHHBIX CIPABOYHBIX CUCTEM
7.4.1 bazbr nanabix OO0 "Tpecc-Mudpopm" (Koncynbrant https://www.consultant.ru
+)
7.4.2 basbr nanapix OO0 Haydnas anekrpoHHas http://elibrary.ru/
6ubmmoTexa
8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHOUITJIMHBI (MOAY JISI)

8.1 227 CrnennambHOE OMEIIEHHE YKOMIUIEKTOBAHO CHEIHATIM3UPOBAHHON MEOENBI0 U TEXHIYECKIMU
cpeacTBaMH 00yUYeHHsI, CITY>KAIlUMH [UIS IpeACTaBIeHUs HH(POpMaLnu OOJBIION ay JTUTOPUH:
NurepaxruBhas Bugeocuctema EIKI LC-XCP2000 — 1 mit.; Kommnbsrorep ¢ BEIXOJIOM B CETh
«VHTEpHET» 1 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.; DkxpaH HACTEHHBIH; YueOHO-HarHbIe Tocooust — 15 wT.; Jlocka ? 1 mT.; Paboune mecra
CTyAeHTOB; Pabouee MecTo mpermopaBaTeds.

8.2 233 CrnennambHOE IOMEIIEHHE YKOMIUIEKTOBAHO CHEIHATIM3HPOBAHHON MEOENBI0 H TEXHIYECKIMU
cpeacTBaMy 00yUeHHsI, CITy>KAIIUMHU TS PEACTaBICHHUs HHPOPMALIUU OOJBIION Ay JTUTOPUH:
Kommnbrotep ¢ BbIx010M B ceTh «VIHTEpHET» U IOCTYIOM B JIEKTPOHHYIO HH(POPMALIMOHHO-
obpazoBatenbHyto cpeny HUMU onckoit 'AY: Komnbsiotep Pavilion TP01-1017 — 15 mT.;
Momnwurop XK - 15 mt.; IIpoekrop BenQ nHacTenHsIif — | mT. ; DxpaH HaCTeHHBIH — 1 mT.; Y4eOHO-
HarsIIHBIE Tocoous — 6 mrt.; Jlocka - 1 mr.; PaGoune mecra cryneHToB; Pabouee mecto
[IpernoiaBaTessl.

8.3 117 IomenieHne yKOMIUTEKTOBAHO CIICIIAATN3NPOBAHHON MEOEIBI0 M OCHAIIICHO KOMITBIOTEPHOI
TEXHUKOH ¢ BO3MOKHOCTBIO TIOJKIIOUEHUS K ceTh «IHTepHeT™ 1 o0ecrieueHrueM J0CTyIa B
9NEKTPOHHYI0 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 OBYYAIOIIIUXCA ITIO OCBOEHUIO JTUCHUIIJIMHBI (MOIY JIA)

1. TTonosxeHwe 0 MPOMEKYTOUIHOH ATTECTAIMH 00YJAIOIINXCS 110 TPOTrpaMMaM BBICIIIET0 00pa3oBaHMs (BBEICHO B ICHCTBUE
npukazom aupekropa HUMU douckoit 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 THTYIBHBIX JINCTOB TEKCTOBOI JOKYMEHTALMH, BBITOIHIEMOH CTYACHTaMH B y4eOHOM mporiecce / HoBouepk.
WHXK.-Menuop. uH-T JloHckoi ['AY.-Dnekrpon. nan.- HoBouepkacck, 2015.- URL : http://ngma.su - TekcT : 2IeKTpOHHBIH.

[TpucTynas K n3y4eHHIO JUCIUILTHHBI HEOOXOANMO B IIEPBYIO OYepeab 03HAKOMUTHCS ¢ copepxanueM PITJ]. Jlekuun umeroT 1embio
JIaTh CHCTEMaTHU3NPOBAHHBIC OCHOBHI HAYYHBIX 3HAHMH 00 OOIINX BOIIPOCaX TUCIUILIMHEL [IpH m3ydeHnn u mpopadboTke
TEOPETHUYECKOTO MaTepuaa Iy 00yJaroImxcsi HCOOX0IUMO:

- IOBTOPHUTH 3aKOHCIIEKTHPOBAHHBIN Ha JIEKIMOHHOM 3aHATHU MaTepHa U JOMOJIHUTH €ro C y4eTOM PEKOMEHIO0BAHHOM 110 TaHHOM
TeMe JIUTEepaTyphl;

- TIPU CaMOCTOSTEIFHOM H3yYeHUH TEMBI C/IeNIaTh KOHCIICKT, NCTIONB3Ys peKoMeHtoBaHHbIe B PI1/] mutepaTypHBIC HCTOUYHUKA 1
pecypchl HHPOPMALIHOHHO-TEIEKOMMYHHKAIIMOHHOH ceTn «HTepHeT».
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