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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 18
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 | Texnomoruueckas (IpOEKTHO-TEXHOJIIOTUYECKAsI) IPAKTHKA

3.2.3 | IIpoeKTHBII MPaKTHKyM

3.2.4 | [Ipon3BoaCTBEHHAs SKCILTyaTallMOHHAS IPAKTHKA

3.2.5 | 3ammTa BEITYCKHON KBaNMM(UKAIIMOHHOHN paboTHI, BKIIIOYAs TOATOTOBKY K 3aIIUTE U IPOIETyPY 3aIUTHI

3.2.6 | Texnonormaeckast (IIPOSKTHO-TEXHOJIOTHYECKAs) PAKTHKA

3.2.7 | BHyTpeHHHMI KOHTPOJIb U AYAUT

4. KOMIIETEHIIUM OBYYAIOIIETOCSI, POPMUPYEMBIE B PE3YJIbTATE OCBOEHUSI TUC LTI TAHBI
(MOJY.JIST)

OIIK-4 : Crioco6eH mpeaiaratb 3JKOHOMHUYeCKH 1 (UHAHCOBO 000CHOBAaHHbIE OPTAaHN3AIIMOHHO-YIPaBJIeHYeCKe PelIeHus
B npodeccuoHaILHOM 1eATeTLHOCTH;

OIIK-4.1 : JleMOHCTpHpYET 3HAHUS COBPEMEHHBIX METOA0B 00pabOTKM TaHHBIX U aHAIN3a SKOHOMUYECKUX U (PUHAHCOBBIX
roKazaresen

OIIK-4.2 : Brageer MeTogaMu 3KOHOMHYECKOTO M PITHAHCOBOTO 0OOCHOBAHMS OPTaHU3ALMOHHO-YTIPABICHIECKUX PEIICHUN

OIIK-5 : Cnoco0eH HCNoIb30BaTh COBpeMeHHbIe HH()OPMAIMOHHbIE TeXHOJOTHH  NPOrPaAMMHBIE CPEACTBA MPU PelleHuH
npodecCHOHATBLHBIX 3a1a4.

OIIK-5.2 : IIpoBoaut aHanu3 u 00padOTKY JAHHBIX JJISl OCYIIECTBICHHUS PO(ECCHOHATEHON ACATENEHOCTH C TOMOIIBIO
MIPOTPaMMHBIX CPEICTB

OIIK-5.3 : IlpuMensieT coBpeMeHHbIe HH()OPMaLMOHHbIE TEXHOJIOTHH JJIsl PELISHUs CTAaHAAPTHBIX 3a/1a4 PO ecCHOHATILHOM
JeATeIbHOCTH ¥ MH()OPMHUPOBAHHUS OPraHOB TOCYAAPCTBEHHON BIIACTH 1 00IIECTBa

IIK-4 : Cnioco0eH cocTaBaATh 0yXrajTepckyio ((pMHAHCOBYIO) OT4ETHOCTh

[IK-4.1 : JlemoHCTpHpY€ET 3HaHUA JEHCTBYIOLIETr0O 3aKOHOAATENbCTBa Poccuiickoi denepannu u MeXIyHapOAHBIX CTAHIAPTOB
(hMHAHCOBOI OTYETHOCTH, BHYTPEHHHUX OPraHM3alMOHHO-PACIOPSIUTEIEHBIX JOKYMEHTOB 3KOHOMHYECKOTO CyOBEKTa

YK-4 : Crioco0eH ocyliecTB/ISTh 1eJ10BYI0 KOMMYHUKAIMIO B YCTHOH M NMCbMEHHOI ¢opMax Ha rocy1apCTBEHHOM sI3bIKe
Poccuiickoii ®@egepanuyu 1 HHOCTPaAHHOM(bIX) A3bIKe(aX)

YK-4.3 : Bener ei0By0 MEPEMUCKY, YIUTHIBAS OCOOCHHOCTU CTHIMCTUKHA O(QHUIMATBEHBIX U HEO(PUIIMATBHBIX ITUCEM,
COILIMOKYJIbTYPHBIE pa3iinysi B (hopMaTe KOPPECIOHICHIIMH Ha TOCYJAPCTBCHHOM U MHOCTPAHHOM(-BIX) SI3BIKAX

5. CTPYKTYPA U COIEPKAHUE JUCHUILINHBI (MOIY.Is)

Kon HaumeHnoBaHne pa3neioB u Cemectp / | Hacos | Unaukaropsl | Jluteparypa | Hurepaxr. [pumeyanne
3aHATHSA TeM /BUJ 3aHATHS/ Kypc

Pa3znes 1. OcHoBHBIE
TpeGoOBaHHs K NOArOTOBKE
JOKYMEHTOB

1.1 1. OcHoBHBIE TpeOOBaHUS K 3 2 OIIK-4.1 JI1.1J11.2 0
0(OPMIICHHUIO YITPABICHYECKUX OIIK-4.2 JI1.3J12.1
JIOKyMEHTOB (OCHOBHBIE OIIK-5.2 JI2.2 J12.3
TI0JIOKEHHUS 110 OIIK-5.3 VK- J12.4J13.1
JIOKYMEHTHPOBAHHIO 4.3 T1IK-4.1 JI3.2
YIPaBJIEHUYECKOH ESTEIbHOCTH; 01023354
YHU(HKAIWSA U CTaHAAPTH3AI 3536 37
YIpaBIEHYECKHX JJOKYMEHTOB;
BUJBI TOKYMEHTOB U MX
KTacCUPUKAI; 0pOpMIICHHE
TEKCTa CIIyxKeOHOTOo
nokymenTa) /Jlex/




1.2 1.TpeboBaHHS K COCTABICHHUIO U 2 OIIK-4.1 J1.1J11.2
0(hOPMIICHHUIO YITPABICHYECKOM OIIK-4.2 JI1.3J12.1
JMoKyMeHTanuu (popmar OIIK-5.2 J2.2J12.3
JIOKyMeHTa; 0pOopMIICHHUE TOIIeH; OIIK-5.3 VK- J12.4J13.1
HyMepalus CTpaHull; 1aTa 4.3 TIK-4.1 JI3.2
JIOKyMEHTa; 0 OpMIICHHE TaOJIHI] 212253 54
U AUArpaMM; HUPKyJIIpHas 25026 97
pacchbuika; KOPPEKTYPHBIE 3HAKH;
bopmysip-oopazer) /Ip/

1.3 1.0c00eHHOCTH TTOATOTOBKHA U 2 OIIK-4.1 JI1.1 J11.2
oopMIIeHUsT OPraHU3aUOHHO - OIlK-4.2 JI1.3J12.1
pacnopsaUTeNbHbIX TOKYMEHTOB OIIK-5.2 J2.2J12.3
cpeactBamu Microsoft Office OIIK-5.3 VK- J12.4J13.1
(coctaBnenne u 0QOpPMIICHUS 4.3 TIK-4.1 JI3.2
JIOKyMEHTOB CpE/ICTBaMU 01223354
Microsoft Word; pa3paboTka u 2526 27
peIaKTHPOBaHUE JOKYMEHTOB
TaOIMIHON (POPMBI, BEUHCIICHHE
($hopMyT ¢ TOMOLIBIO TAOHII,
co3aaHue U 00paboTKa AuarpaMm
B cucteme Microsoft Excel;

CO3JlaHKE aBTOPCKOU IPE3EeHTALUU
U TIPE3CHTALMH Ha OCHOBE
CTaH/IapPTHOTO CLICHAPHS B CUCTEME
Microsoft Power Point). /J1a6/

1.4 M3yuenne TeopeTudeckoro u 35 OIIK-4.1 JI1.1 J11.2
MIPaKTUYECKOTI0 MaTepualia 1o OIIK-4.2 JI1.3J12.1
Teme: "OCHOBHBIE TPeOOBAHUS K OIIK-5.2 J2.2J12.3
MOJrOTOBKE JOKYMEHTOB'". OIIK-5.3 VK- J12.4J13.1
Beinonnenue KOHTPOJILHOU 4.3 IIK-4.1 JI3.2
paboThI. 31323354

3536 37
/Cp/
Pazpnen 2. OcHOBHBIC
TpeOoBaHMS K COCTABJIEHUIO 1
0()OpMIIEHNIO IOKYMEHTOB
OpraHH3alH-OHHO-
pacnopsiiuTeIbHO’
OesiITeJIbHOCTH M KaIpOBOii
JOKYMEHTAIHH

2.1 2. JIokyMeHTHpOBaHHE 2 OIIK-4.1 JI1.1 J11.2
OpraHU3alMOHHO - OIIK-4.2 JI1.3J12.1
pacnopsAuTEIbHON ACSITETLHOCTH OIIK-5.2 J12.2 J12.3
(opraHu3anuoHHas JOKyMEHTAIIUS: OIIK-5.3 VK- J12.4J13.1
yCTaB, y4peAUTENbHBbII IOTOBOP, 4.3 IIK-4.1 JI3.2
IITaTHOE PaCIUCaHKE, II0JI0KEHUS, 01323354
JTOJIKHOCTHAS! MHCTPYKLIHUS; 2536 B7

pacropsiguTeNbHas
JOKYMEHTALUS: [IPUKA3,
pacnopsbkeHHe, yKa3aHue,
ITOCTaHOBJICHHE, PEIICHHUE),
HH)OPMAINOHHO - CIIPAaBOYHON
(cripaBKa, TOKITAAHAS 3aIIKCKA,
OOBSICHUTEIIbHAS 3aITUCKA, aKT,
tenedoHorpamma, (hakc, IpOTOKOJI,
mpaBmiIa 0(pOpMIICHHUS IETOBOTO
MUCbMa; BUJIBI TICEM) H TPYIOBBIX
MIPaBOOTHONICHUH (TPyIOBOI
JIOTOBOP (KOHTPAKT), TPyLOBast
KHIDKKA, THIHAS KAPTOUKa,
KOMaHJHPOBOYHOE
yIIOCTOBEpEHNE, aHKETA,
XapaKTepUCTHKA, PE3IOME,
3asiBJICHHE, [IPUKA3 MO TUYHOMY
coctaBy, aBroouorpadust) /Jlex/




2.2 2. CocraBneHue U opopmiIeHHE 2 OIIK-4.1 J1.1J11.2
OpraHM3alMOHHO - OIIK-4.2 JI1.3J12.1
pacnopsauTEeNsHOM JOKyMEHTAUN OIIK-5.2 J2.2J12.3
(MHTEepaKTHBHBIN METOJ: J1E/I0Bas OIIK-5.3 VK- J12.4J13.1
urpa) (ycraB, yupeAUTeNbHbIN 4.3 TIK-4.1 JI3.2
JIOTOBOP, IITATHOE PACITUCAHHKE, 213253 54
TIOJIOKEHMSI, IOJDKHOCTHAS 2526 27
HHCTPYKIUS); COCTAaBICHUE
pPacnopsSIUTEIBHON JOKYMEHTAIHN
(mpukas, pacropspkeHue,
yKa3zaHHe, HOCTaHOBJICHHE,
perenue); UHHOPMALKOHHO-

CIIPaBOYHOH JOKYMCHTAIIUH
(IpOTOKOI (KpaTKUI M TIOJHBIH,
aKT, TMChMa pa3HbIX BUJIOB,
CIIpaBKa, JOKIaHAS U
OOBSCHHUTETHHAS 3aITHCKA);
JOKYMEHTOB TI0 JHYHOMY COCTaBY
(pestome, 3asiBIICHHE, ITPUKA3 MO
JMYHOMY COCTaBY, TPYIOBOI
ZIOrOBOP, TPYA0BAA KHMKKA,
XapaKTepUCTHKA,
aBToouorpadus) /TIp/

2.3 2. PaboTa ¢ opraHu3aIioHHO - 2 OIIK-4.1 JIT.1JI1.2
pacnopsauTeNbHBIMA OIIK-4.2 JI1.3J12.1
JIOKYMEHTaMH B CUCTEMax OIIK-5.2 J2.2J12.3
3JIEKTPOHHOTO I0KYMEHT0000poTa OIIK-5.3 VK- J12.4J13.1
1C Tpennpustue (MHTEPAKTHBHBIN 4.3 TIK-4.1 JI3.2
MeTox: paboTa B MaJIbIX 01223354
rpymmax) /J1a6/ 3536 37

2.4 N3ydenune TeOpeTHUECKOro U 56 OIIK-4.1 JI1.1J11.2
MPaKTHYECKOTO MaTepualia 1o OIIK-4.2 JI1.3J12.1
Teme: "OCHOBHBIE TPeOOBAHMS K OIIK-5.2 JI2.2J12.3
COCTaBIJICHHIO U O)OPMIICHUIO OIIK-5.3 VK- J12.4J13.1
JIOKYMEHTOB OpraHH3allMOHHO- 4.3 TIK-4.1 JI3.2
pacnopsaUTEeNbHON NesSTEIbHOCTH 213253 54
U KaJpOBOU TOKyMEHTaluu". 25026 97
BbrinosiHeHUE KOHTPOJIBHOM
padoTHI.

/Cp/
Pazpnen 3. TexHosoruu padorsl ¢
JOKYMEHTaMHU

3.1 3. Opranusanus paboTsl ¢ 2 OIlK-4.1 JIT.1JI1.2
JIOKyMeHTaMHu (TOPSIIOK OIIK-4.2 JI1.3J12.1
00pabOTKH MOCTYTIAIOMINX U OIIK-5.2 J12.2J12.3
OTIIPABISEMBIX JOKyMEHTOB; OIIK-5.3 VK- J12.4713.1
MpaBWJIa PETUCTPALIUHN U 4.3 T1IK-4.1 JI3.2
HUHAEKCUPOBAHUS IOKyMEHTOB; 01023354
OpraHu3anys KOHTPOIS 32 3536 37

HCIIOJTHCHUEM JIOKYMCHTOB;
XpaHEeHUE TOKYMEHTOB,
COCTaBIJIeHHE HOMEHKIIATYPHI JeT,
OTIMCH JOKyMEHTOB; paboTa ¢
JIOKyMEHTaMH, COJICPIKAIUMH
KOH(UICHITUATLHBIE CBEJCHUS;
aBTOMAaTH3aALUs
JOKYMEHTHPOBAHUS
yIpaBIeHICCKON

nesiTelTbHOCTH). /JIex/




32 3. Opranuzanus 3 2 OIIK-4.1 JI1.1J11.2

JIOKYMEHTO000pOTa OIIK-4.2 JI1.3J12.1
(HOMeHKIIaTypa ae; OIIK-5.2 JI2.2J12.3
(hopmupoBaHUe NeN; XpaHEHUE OIIK-5.3 VK- J12.4J13.1
JIeNT); 03HAKOMJICHHE C 4.3 TIK-4.1 JI3.2
JIOKYMEHTaMH 110 OpraHu3aIuu 213253 54
3aIIMUTHl KOMMEPYECKOH TalHBI D25 56 D7

(mamsiTka pabOTHUKY
(ciy>kaiemy) o COXpaHEHUH
KOMMEPYECKOH TaliHbI
MIPEINPUSITHS; 0053aTETLCTBO O
HepasralleHu KOMMepYecKon
TallHbl; U3YYEHUE CUCTEM
KOMILICKCHOI aBTOMATH3aIliH
nenonpousBocTaa) /p/

33 3. Co3pmaune 0a3bl JaHHBIX 3 2 OIIK-4.1 JI1.1 J11.2
JIOKYMEHTOB OpTaHU3alUU U OIIK-4.2 JI1.3J12.1
3arpocoB cpeacTBamMu Microsoft OIIK-5.2 J12.2J12.3
Access. (MHTePaKTUBHBII METOJ: OIIK-5.3 VK- J12.4J13.1
pElICHNE CUTYAIIHOHHBIX 4.3 TIK-4.1 JI3.2
3amad) /J1ab/ 2122033 24

3536 37

34 M3yueHne TeopeTHuecKkoro u 3 31 OIlK-4.1 JI1.1JI1.2
MIPAKTHUECKOTO MaTepuaa 1o OIIK-4.2 JI1.3J12.1
teme: "TexHonoruu paboThI ¢ OIIK-5.2 J2.2J12.3
noKyMeHTamu'". Brimonnenue OIIK-5.3 VK- J12.4J13.1
KOHTPOJBHON paboTHL 4.3 IIK-4.1 JI3.2

31323354
/Cp/ 3536 37
3.5 IMoxroroBka k craue 3auéra /3auet/ 3 4 OIlK-4.1 JI.1 J11.2
OIIK-4.2 JI1.3712.1

OIIK-5.2 J12.2J12.3
OIIK-5.3 VK- | JI2.4JI3.1
4.3 IIK-4.1 JI3.2
01323354
3536 37

6. ®OH/I OHEHOYHBIX CPEACTB

6.1. KoHTpo1bHBIEC BONIPOCHI U 3aJaHUS

Bompocs! ni1s mpoBenenus 3a4éTa 1o nuciuIuivie " J{okyMeHTHpOoBaHUE yIIPaBIEeHYECKON NeSTeIbHOCTH ' :

1. OcHOBHBIE NOHATUS JOKYMEHTHPOBAHUS YIPaBIEHYECKOH NeATeIbHOCTH.

2. O6mue U crenuaibHble QYHKIHHA OQUIHATBHBIX JOKYMEHTOB.

3. CocTaB HOPMAaTUBHO-METOIMUECKOH 0a3bl TOKYMEHTAIMOHHOTO 00ECIICUCHUS.
4.YHu¢ukanys 1 CTaHAapTU3aLUS YIPABICHUYECKUX JOKYMEHTOB.

5. Knaccudukanus 1OKyMEHTOB.

6. OcopmieHNE PEKBI3UTOB YIPABICHYCCKIX JOKyMEHTOB.

7. BraHKu TOKYMEHTOB M TpeOOBaHHUS K HUM.

8. OdopmiieHHe B TOKyMEHTaX 3HAKOB IIPEIMHAHUS U CHMBOJIOB.

9. OdopmiieHHe TIOJIeH, HyMepaluy CTPAHUI] B TOKyMEHTaX.

10.0dopmienune naT u 9ucen B JOKyMEHTaX.

11. Odopmnenue TabauL U PUCYHKOB B JJOKYMEHTaX.

12. Odopmiienne MaTeMaTHieckux GOpMyI M €IMHHI] N3MEPEHHUS B JIOKYMEHTaX.
13. KoppekTrypHbIe 3HaKH U ITpaBUIIa HX TPHUMEHEHHS.

14.0OcobenHocTr 0PUIMATEHO-AETOBOTO CTUIIA.

15.Ynorpe6iieHre PONUCHBIX U CTPOYHBIX OYKB.

16.Haubouree ynotpebiisieMble COKpaIEHHs CIIOB.

17.KoppecnonneH1Ys, CBsI3aHHAs C IPOBEACHUEM IEPUOJUUECKUX MEPOIIPUATUH.
18. Ycras opraHu3anuy, €ro peKBU3UTHI U OCHOBHBIE pa3/ieNibl TEKCTA.

19. lITaTHOE pacnucCaHUE, €ro PeKBU3HTHI U OCHOBHBIE CBEJIEHUS, COAEPKAILIUECS B JTaHHOM JIOKyMEHTE.
20. ITono>xenue, ero peKBU3UTHI. BUbI MONI0KEHHA.

21. Uacrpyxams. OcHOBHOE Ha3HAYEHHE NODKHOCTHOW HHCTPYKIUH, €€ PEKBU3UTHI U OCHOBHBIE Pa3fieibl TEKCTa

22. YupeanuTebHBI JOTOBOP, €r0 PEKBU3UTHI U OCHOBHBIE Pa3esbl TEKCTA.
23. Buabl pacnopsiiuTeNbHbIX JOKyMEHTOB, UX OCHOBHOE Ha3HAUYEHHUE.

24. IIpuka3, ero peKBU3UTHI U OCHOBHBIE YaCTH TEKCTA.

25. PexBU3HUTHI YKa3aHUsI U LIeNIb U3JaHUS JAHHOTO JJOKYMEHTA.




26. PacniopsixeHue, ero peKBU3HTHL. BOMPOCH!, MO KOTOPBIM U3/IaeTCs PACIIOPSIKEHHUE.

27. Pemenue, ero pekBU3UThl. OpraHsl yIpaBlIeHUs, UMEIOIINE IPAaBO K U3AaHHUIO JaHHOTO JOKyMEHTa.
28. PeKBU3HUTHI IOCTAaHOBIICHUS | II€Th U3AaHHUS JaHHOTO TOKYMCHTA.

29. Buas!l nHGOPMAIMOHHO-CIPABOYHBIX JOKYMEHTOB, X OCHOBHOE Ha3HAUCHHE.

30. ITpoToko, ero peKBU3UTHI U OCHOBHBIE YaCTH TEKCTa. BUIBI IPOTOKOIIOB.

31. JloknagHele 1 0ObSICHUTENBHBIE 3aITMCKH, NX PEKBU3UTHI M OCHOBHBIC 1IEJIM HAIMUCAHUS JAHHBIX JIOKYMEHTOB.
32. TpeGoBaHwMs, MpeaBABIAEMbIE K COCTABICHHIO CIIPaBOK. BHUIBI cripaBoK.

33. OcobenHocTH cocTaBneHHs akTa. OCHOBHBIE YaCTH TeKCTa. Buabl akToB.

34. TpeboBaHusl, NIPEeABIBIIEMbIE K COCTABICHUIO U O)OPMIICHHIO CITyKEOHBIX ITHCEM.
35. Pa3HOBUJHOCTH IIHCEM.

36. Buabl JOKYMEHTOB, OTHOCALIMECS K JOKYMEHTALUU 10 TUYHOMY COCTaBY.

37. Odopmienue mpuema Ha paboTy.

38. TpeboBanust, NIpeabIBIIEMbIE K COIEPKAHIIO U OOPMIICHHIO TPYLOBOTO JOTOBOPA.
39. OdopmiteHue MPHUKA30B MO THIHOMY COCTABY.

40. TpeboBaHus, IpeabABIAEMbIE K COIEPIKAHUIO U O(DOPMIICHUIO XapaKTePUCTUKH.

41. CocTaBHbIC JIEMEHTBI U PEKBU3UTHI aBTOOHOTrpaduu.

42. CocraB OKyMEHTOB JINYHOTO JA€Ta.

43. O6mwe npaBula BEACHHUS U BBIJAYH TPYJOBBIX KHIDKEK.

44. OdopmieHne TOKyMEHTOB P IIEPEBOAE COTPYAHUKA Ha IPYTYI0 paboTy BHYTPHU OpraHU3ALUH.
45. Iopsiiok ohopMIICHNS TOKyMEHTOB P YBOJIBHEHHH COTPYIHUKA.

46. Opranuzanus padoThl C JOKYMEHTAMH.

47. Iopsimok 00pabOTKH MOCTYHAIOMINX U OTHPABISEMBIX JOKyMEHTOB.

48. ITopsiiok 00pabOTKY OTIPABISEMBIX JJOKYMEHTOB.

49 Ilopsmok 06pabOTKH BHYTPEHHHX JTOKyMEHTOB.

50.Peructpanus 10KyMEHTOB.

51.0Opranuzanusi KOHTPOJIS 32 UCTIOJIHEHHEM JIOKYMEHTOB.

52.XpaHeHue TOKyMEHTOB.

53.CocTaBineHue HOMEHKIATYPBI A€ OpraHU3alHH.

54.0Opranuzanus paboThl ¢ JOKYMEHTaMH, COAEPKALITIMU KOH(PHUISHIINATbHbBIE CBEICHHS.
55.CBeneHusi, OTHOCSIIMECS K KOMMEPYECKOM TaliHe.

56.3amuTa JOKyMEHTOB, COJEPKALIUMX KOMMEPUECKYO TalHYy.

57.YHUUTOXKEHNE TOKYMEHTOB.

58.IloHsITHE DIEKTPOHHOTO JOKYMEHTa €ro MPEeUMYIIeCTBa U HEJOCTATKH.
59.CocraBneHue IOKyMEHTOB.

60.ABTOMaTH3MPOBaHHAS ITPOLIEAypa PAOOTHI C JOKyMEHTaMH.

61.OnexTpoHHbIE O(DUCHBIE CUCTEMBI.

62.XpaHeHue TOKYMEHTOB B 3JIEKTPOHHOH (hopMe.

CopepxaHue MPaKTUYECKUX 3a1aHui

1.CocraBuTbh IpHKa3 00 yTBEPKICHUM HHCTPYKIINH MO JETIONPOU3BOJCTBY Ha 3aBoJie. B KOHcTaTHpyIoLIei 4acTH yKa3arh, 4TO B
COOTBETCTBUHM ¢ THUIIOBOM MHCTPYKIMEH 110 IEIONPOU3BOACTBY B MUHUCTEPCTBAX, BeqoMcTBax Poccuiickoil @enepanuu,
yTBepxaEHHOHI pacnopspkenueM IlpasurensctBa Poccuiickoit @eneparuu ot 00.00.20_ 1. Ne 00 npencenarenem Komutera mo
Jenam apxuBoB npu IIpaButensctse PO ®UO kanuenspueit 3aBoja pa3paboTaHbl HOPAIOK IPOXOXKAECHHS TOKyMEHTOB U
CTaHAAPTHl Ha OPraHU3aHOHHO-PACTIOPAAUTEIBHYIO JOKYMEHTAINIO. B pacnopsaauTeIbHON 9acTH yTBEPIUTD HHCTPYKIHIO U
MOPYYHUTH 3aBEIyIOIIEH KaHIeIsIprel 00eCIIeYnTh METOIMYECKOe PYKOBOJICTBO OPTraHU3aNNeH ACIONPON3BOACTBA HA IIPEIIPUSITHH
U yCTAaHOBHUTH KOHTPOJb 3a COOMIOJIEHHEM TpeOOBaHUI HHCTPYKIUH.

2.CocTaBHTh IIPHKA3 110 3aBOAY 00 yCTAHOBICHUH €JMHOTO peXKUMa pabOThI HEHTPAIbHBIX CKIAN0B. B KoHCTaTHpYIOMIEeH YacTH
OTMETHUTD, YTO OTITYCK I[€XaM MaTePHAIOB CO CKIAI0B MPEANPHUATHS B TSUCHHE pabodero qHSI HapyIIacT HOPMAJIbHYIO paboTy
CKJIQJICKOTO ammapara. B pacropsiauTensHoil 9acT yka3aTh KOHKPETHBIE Yachl OTIYCKa MAaTepPHAIOB CO CKIaJ0B, Ha3BaTh
KOHKPETHBIX JJOJKHOCTHBIX JIMI, KOTOPbIE OTBEYAIOT 3a MEPEBOJ CKIAN0B Ha Oolee palluoHaIbHBIN peskuM paboThl. OcTanbHbIE
MYHKTHI B PACHOPSIUTEIIFHON YaCTH M APYTHE PEKBU3HUTHI YKa3aTh CAMOCTOSTEIBHO.

3.CocraBuTh IpHKa3 1o npeanpuataio "Temn" 06 nTorax peBU3NH 10 MPOBepKe PUHAHCOBOTO 0TYETA. B KOHCTaTHpYyIOIIEH YacTH
yKa3aTb, UTO peBH3HeH 00Hapy:keHbI (haKThl TPyOOro HapyIIeHHs (PHHAHCOBOTO Y4€Ta, IIOJIHOE OTCYTCTBUE Y4ETa U OTUETHOCTH 110
KOMaHJMPOBKaM, OTCYTCTBHE >KypHasa y4éTa JOBEpEHHOCTEH.

4.Hammcats npuka3 JUPEKTOpa 3aBojia TOYHOTO MAIIMHOCTPOCHHMS O MPEMIPOBAHUH PaOOTHHUKOB ITIAHOBO-IKOHOMUYECKOTO OT/IeNa
3a JOCPOUHYIO pa3paboTKy OusHec-maaHa. [Ipemus Biaéres u3 poHIa MaTepHAILHOTO HOOIMpeHus B pazmepe 50 % MecsuHOro
oxnaza. [lpyrue 1aHHble B TEKCTE U PEKBU3UTHI yKa3aTh CAMOCTOSATEIBHO.

5.Hammcats npukas mo OAO "Candup" 06 uTorax JoKyMeHTaNbHOH peBr3uu padoTs! mpeanpusatus ¢ 01.02.20 . mo 01.09.20 r. B
aKTe peBH3NH 3a()UKCHPOBAHBI CIICTYIONINE HEAOCTATKH: HE YIOPSI0YEH YUET IUIHOTO cocTaBa, HeKoTopsle nena TP vaxonsres
B 3alyLIIEHHOM COCTOSIHUHM; y 3aBeqyroulero ckiaanoM metamioB [lerposa JI.H. okazanuck u3numiku tuctoBoi craiu (320 xr) u
HeJiocTada CTalbHOMU JIeHTH (185 Kr); mormyckaeTcst HEOOOCHOBaHHOE CIIMCAaHKE YIIaKOBOYHON OyMaru, TBO3/€H 1 3aIlacHbIX dacTei
JUIS peMOHTa 000PYIOBaHN; B MEXaHNIECKOM II€Xe JIOIYIIEH Mepepacxo ] IPHITos B KoJaudecTse 60 KT; 3aBEAYIONIMM CKITaICKIM
xo3stiictBoM I1.11. JIoMOBBIM HECBOEBPEMEHHO OTIPYy>KCHA ITOCTaBIIHKAM BO3BpaTHAs Tapa, 3a YTO 3aBOJOM yIlIadeH mrpad B
cymme 15 ThIc. py0. JIpyrue peKBU3HUTHI yKa3aTh CAMOCTOSTENBHO.

6.CocTaBUTh NIPUKA3 II0 CTPOUTENILHON Opranu3anuu "I Opu30HT" 0 HENIPABUIBHOM UCIIOIb30BaHUM CTPOUTENIBHBIX OTX00B. B
BBOJIHOM 9acCTH yKa3aTh, 4TO IPH MPOBEPKE pabOTHI CKIIa/a MIOMATEPHAIOB YCTAHOBIICHBI (DAKTHI OTITYCKA B KOTCIBHYIO IS
COKUTaHUS OTXOJI0B MUIOMATepHaIoB JUIMHOM cBbIe 20 cM. B 3aKII0UNTENbHOM YacTH ClIeAYyeT NPEIIOAKUTh 3aBeAYIOLIEMY




CKJIaJJOM OpTaHU30BaTh PabOTy IO peann3auy OTXOI0B YaCTHBIM JIHIIAM.

7.CocraBuTh npuKa3 06 urorax padotsl ¢ fokymentamu B 20 1. B OAO "Crannunuk". B KOHCTaTHpYIOIIEH YacTH yka3aTh Ha
HIBKYIO TPeOOBaTEILHOCTh PYKOBOANTENCH TTOAPA3IeNICHNH K KaueCTBY OATOTOBKU M KOHTPOJIS 33 UX UCIIONHEeHHEM. B
PacHopSAUTENIFHON YacTH OOpaTUTh BHUMAHNE PYKOBOAMTENICH HA TOBBIICHNE TPEOOBATEIIFHOCTH K paOOTHHKAM B 4acTH PabOTHI ¢
JoKyMeHTaMu. J[aTh 3a7aHie COTPYIHUKY, OTBEUAIONIEMY 3a JeIONPOU3BOACTBO, Pa3paboTaTh MEPHI 10 YIIYUIIEHUIO 3TOIl paboThI.
8.CocraBuTh KpaTKUi IPOTOKOJI IIPOM3BOJICTBEHHOTO COBEIAHMS paOOTHUKOB IIJIAHOBO-9KOHOMHYECKOTO OT/IElIa 3aB0O/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 JaHHbBIE YKA3aTh CAMOCTOSTENBHO.

9.CoCTaBUTh KPaTKUI MPOTOKOJ 00IIEro coOpanus pabodrux 00IIeCTBa C OTPAHUMICHHON OTBETCTBEHHOCTHIO "FOTCTpOii", Ha
KOTOPOM 00CYy’KIaeTcsl BOIPOC O CO3JaHUHU IeXa CTPOUTEIBHBIX MaTEPHAIOB U CTPOUTENILCTBA KIIIBIX IoMOB. Ha coOpanun
6bL1a 3aciylaHa HHpOpManus npezceaaTesns 0 BO3MOKHOCTU CO3/IaHHs TaKoro IieXa U MepCleKTUBaxX ero paboTsl. Bbl1o MpHHATO
pelIeHNE TOPYYUTh TIPEACEATEII0 U €r0 3aMECTHTENIO 110 CTPOUTEIBCTBY B TEUCHHE 6 MECAILIEB Pa3BEPHYTh pabOTy U BbI-JICIHUTh
JUTS OTHX Tielieit 3 MiTH. pyo.

10.CocraBuTh IPOTOKOI 3aceaHNs HHBEHTApU3aIMOHHOM KOMICCHH 3aBOJIa Ta30BOH alMapaTypsl, Ha KOTOPOM paccMaTpHUBAJICS
BOIPOC O Pe3y/IbTaTax MHBEHTApU3aLH 110 ckiaxy Ne 7 BCioMoraTelibHbIX MaTepuainoB. Ha 3acenanuu ObU10 MpUHATO
MIOCTaHOBJICHHE 00 YTBEP)KICHUH Pe3yIbTaTOB HHBCHTAPH3ALNH 1 OTHECEHHUH 32 CUET 3aBEIyIOMIEro CKIaI0M HEAOCTaul
BCTIOMOTATEJIFHBIX MAaTEPHANIOB B cyMMe 365 ThIC. py0., a TAkoKe 3a4UTaHbI CIIMIUTEIbHAS BEOMOCTh 110 CKIaxy Ne 2 u
00BACHUTENbHAS 3alUCKa 3aBEAYIONIETO ckianoM. OcTalabHbIe JaHHBIE ONPEICIUTh 110 CBOEMY YCMOTPEHHIO.

11.CocTaBuTh DOKIAJHYIO 3aIIMCKy TJIABHOTO OyXrajiTepa JIUpeKTopy o0 nTorax paboThl O LEHTPAIU3aNI PacuETOB ¢ pabouuMu
u cimyxamumu Ha BII 3aBona. [{enTpanuzaius pacu€ToB nana BO3MOKHOCTh TIEPEBECTH Ha IPYTYIO paboTy MATh OyXranTepoB
[[EXOB, YMCHBIINUTH OLUTHOKU B Pacu€Tax ¢ pabouMMH H CIIy>KalUMHU. Y CHIIUTh KOHTPOJIb 33 PACXOA0BaHUEM (OHOB 3apabOTHOIL
iatel. B 3awmoueHn He0OX0JUMO ITOCTABUTH BOIIPOC O MPEMUPOBaHUM paboTHUKOB Oyxrantepun u BLI, obecneunBarommx
Tepexo T Ha IIEHTPATM30BaHHBIN pacdéT 3apadOTHOM IIaTHl 10 3aBoxy. OcTaiabHEIE TaHHBIE YKa3aTh CAMOCTOSTEIHHO.
12.CocraBuTh JOKIAAHYIO 3aIUCKy CeKpeTapsi-pedepeHTa pyKOBOIUTEIIO PEANPUATHS 00 yTepe paboTHHKOM AHApeeBsM B.I.,
MHChbMa-3ampoca, TOCTYNUBILIETO B aipec NPEANPHUATH ABa Mecsla Ha3al.

13.CocraButb 1 opopmuth paxc pupmsl "SuTaps" HoBocubupckoMy npeanpustuio "PoccTpoit” o MOTHOM 0TKa3e OT OIUIaThI 3a
MOCTYTIHBIIYTO IPOIYKINIO B CBS3H C TE€M, UTO 3Ta MPOIYKIMs He OblIa 3akazaHa. OcTalbHBIC PEKBU3UTHI yKa3aTh CAMOCTOSTENEHO.
14.CocraBuTh JOKIAAHYIO 3alUCKy HaualIbHUKA OTAENA PYKOBOJHUTEIIO IPEANPHATHS O (haKTe He-BBIMOTHEHUS PACTIOPSDKEHUS O
MOHTa)Ke 000pYZOBaHHUS Ha YYaCTKe 110 IPUYHHE CJIa00r0 KOHTPOJISt CO CTOPOHBI INIABHOT'O TEXHHUKA.

15.CocraBuTh JOKIATHYIO 3aITUCKy O IPHYMHAX HECBOCBPEMEHHOCTH NPEICTABICHIS HHOOPMAITIH O BBHITIOIHEHUH MIPHKa3a
nupexropa. OCTanbHbIC PEKBU3HUTHI YKa3aTh CAMOCTOSITEIIBHO.

16.CocTaBuTh AOKIAHYIO 3aIIMCKY INIABHOTO OyXraaTepa pyKOBOAUTEIIO MPEANPHUATHS O HEOOXOAUMOCTH LIEHTPAIU3alIH
pacuéroB ¢ pabOTHUKAMH NPEANpUATHS. B 0043aHHOCTH OTYETHBIX PAOOTHUKOB LIEXOB J0JDKHO BXOAUTH JIMIIb OOpMIICHHE
MEPBUYHBIX JOKYMEHTOB IT10 YIETY BBIpaOOTKH. B mokmagHO# 3amicke HEOOX0IMMO MOJATh MPEIIOKEHHE O IIePecMOTpE IITaToB
OTYETHBIX PAOOTHUKOB B II€XaX U INIaBHOW OyXraaTepuu u3 pacuéra oOIIero CoKpameHus mraToB He MeHee yeM Ha 20 %.
17.CocTaBuTh DOKIAHYIO 3aIIMCKy HaYaIbHHUKA IIIAaHOBO-9KOHOMHYECKOTO OT/IeJa PYyKOBOJNUTEIIO IPEAIPUSTHS 00 0OecrieueHun
OTZeNa YeTHIPhMS KoMITbIoTepaMu. OCTallbHBIE PEKBH3HUTHI YKa3aTh CAMOCTOSTEIIHHO.

18.CocraBuTh OOBSICHUTENBHYIO 3aITUCKy 1O (paKTy OTCYTCTBHUS Ha pabodeM MecTe coTpyaHuka l1Ba-nosa I'.U. ¢ 8 gacos mo 12
gacoB 12.04.20 1.

19.CocraButh cripaBky o ToM, 4to AradonoB H.K. siBisercst ctyaenTtoM 3-ro Kypca (hakyiapTeTa MEHEKMEHTA U SKOHOMHKH. (
20.CocTaBHUTH NIPHKA3 10 3aBOAY 00 YCTaHOBIECHUH €IHHOTO PEXKMMa paboTHl EHTPATIBHBIX CKIAI0B. B KoHCTaTHpYyIOIIEeH YacTH
OTMETHUTD, YTO OTITYCK I[€XaM MaTepPHaIOB CO CKIAI0B MPEANPUATHS B TeUCHHE pab0dero qHA HapyllaeT HOPMAIbHYIO PaboTy
CKJIaJICKOTO ammapara. B pacropsiiuTensHoil 4acT yka3aTh KOHKPETHBIE Yachl OTIIyCKa MaTepHalIoB CO CKIaJ0B, Ha3BaTh
KOHKPETHBIX JJOJDKHOCTHBIX JIHII, KOTOPBIE OTBEYAIOT 3a MEPEBOJI CKIIAI0B Ha Ooiiee palMoHaIbHEIH pekKuM paboTel. OcTaabHbIE
MYHKTHI B PACHOPSIIUTEIFHON YaCTH M APYTHE PEKBU3UTHI YKa3aTh CAMOCTOSTEIIBHO.

21.CocraBuTh npuKa3 1o npeanpusaTHio "3apsa" 06 uTorax peBU3uH o MpoBepke puHaHcoBoro oTuéra. B KoHCTaTHpYyIOmIEl yacTu
yKa3aTh, 4TO PeBU3HEH 0OHapYXEHBI (PAKThI TPyOOro HapyIIeHHUs (PMHAHCOBOTO yuETa, II0JHOE OTCYTCTBHE Y4ETAa M OTYETHOCTH IO
KOMaHIMPOBKAM, OTCYTCTBHE KypHaJa y4éTa JOBEPEHHOCTEH.

22.Hanucats npuka3 JUPEKTOpa 3aBojia TOUHOTO MAMIMHOCTPOCHHUS O IPEMUPOBAHUU PaOOTHHUKOB IJIAHOBO-?KOHOMHUYECKOTO
OT/IelIa 32 JOCPOUHYIO pa3paboTKy OusHec-1uiana. [Ipemus Bbiaéres M3 (OHIA MaTEpUaIbHOTO Toompenus B pasmepe 50 %
MECSYHOTO OKJIaja. J[pyrue TaHHBIE B TEKCTE M PEKBH3HUTHI YKa3aTh CAMOCTOSATEIBHO.

23.Hamucatp npuka3 mo OAO "Oxeup" 06 uTorax JOKyMEHTaIbHOU peBu3un padboTs! npeanpustust ¢ 01.02.20  mo 01.09.20 B
aKTe PEeBU3MH 3a(UKCUPOBAHBI CIEAYIOIINE HEJOCTATKU: HE YIOPSA0UEH YUET IMUHOTO COCTaBa, HekoTopele aena TP naxomsres
B 3allyLIEHHOM COCTOSIHHMH; Y 3aBeAyIoILIero ckiaaoM Meranos Ilerposa JIL.H. oka3anuce n3numku auctoBoi ctamu (320 kr) u
HeI0cTa4ya CTanbHOH JeHTH! (185 Kr); nomyckaeTcss HeOOOCHOBAHHOE CIHMCaHNE YIIAKOBOYHOW OyMaru, TBO3/IeH 1 3alacHBIX JacTer
JUISL peMOHTa 000PYI0BAHUS; B MEXaHUYECKOM I[eXe JOIMYIIEH Mepepacxo ] MPHIIos B koaudecTse 60 KT; 3aBeAYIONIIM CKIaICKIM
xo3stiictBoM [1.1. SIkoBIEBBIM HECBOEBPEMEHHO OTTPYKEHA ITOCTABIMKAM BO3BPATHAs Tapa, 3a YTO 3aBOJIOM yIUIaueH 1uTpad B
cymme 15 TeIc. py0. [Ipyrue peKBU3HTH yKa3aTh CAMOCTOSTEIBHO.

24.CocTaBUTb IIPUKA3 110 CTPOUTENBHOM opraHu3anuu "['Opu30HT" 0 HEMPaBUILHOM HCIIOJIb30BAHUU CTPOUTEIBHBIX OTX0A0B. B
BBOJIHOI 4acTH yKa3aTh, 4TO IPH MPOBEpKe pabOTHI CKIIaa MMIOMATEPHUANIOB YCTAHOBICHBI (DAKTHI OTIYCKA B KOTENIBHYO IS
C)KUTaHUS OTXOJI0B MMMJIOMAaTePHaIoB JUIMHOM cBblle 20 cM. B 3aKIounTeNnbHON YacTH ClieyeT MPEAIoKUTh 3aBELYI0MIEMY
CKJIaJIOM OPTaHU30BaTh PabOTy IO PeaTn3aii OTXOI0B YACTHBIM JIMIIAM.

25.CoctaButs npuka3 06 urorax padbotsl ¢ qokymenTamu B 20 1. B OAO "Benepuuxu". B koHcTaTHpyIOLIeH YacTH yKa3aTh Ha
HU3KYyI0 TpeOOBaTeIbHOCTh PYKOBOAUTENEH MOAPA3AeIeHUI K KaueCTBY MOATOTOBKU M KOHTPOIIS 3a UX UCTIOTHEHHEM. B
PacopIIUTENIFHON YacTH 00paTUTh BHIMaHNE PYKOBOAMTEIICH Ha TIOBBIICHHE TPEOOBATEIIFHOCTH K paOOTHHKAM B YacTH pabOTHI ¢
JOKyMeHTaMu. J[aTh 3a7aHue COTPYIHUKY, OTBEUAIONIEMY 3a JISJIONPOU3BOACTBO, Pa3pad0oTaTh MEPHI 10 YIIyUIICHUIO 3TOI PabOTHI.
26.CocTaBUTh KpaTKUi MPOTOKOJ MPOU3BOACTBEHHOIO COBEIIaHU paOOTHUKOB IJIAHOBO-9KOHOMHYECKOTO OT/IENa 3aBOojia




MeJIpenapaToB, Ha KOTOPOM ObLI pacCMOTPEH BOIPOC O TOCPOUHOil pa3paboTke OusHec-maHa Ha 20 1. ITocne oOcyxaeHus
HPOU3BOJICTBEHHOE COBEIIAHNE NPHHSIIO pelIeHHe pa3paboTaTh OM3HEC-IUIaH Ha TPU JIHS PaHbIIE YCTAHOBICHHOIO CPOKa.
OcraypHBIe JaHHBIE yKa3aTh CAMOCTOSTEIBHO.

27.CocTaBUTH KpaTKHUi MPOTOKOJI 00IIEro coOpaHus pabodnx OOIIecTBA C OTPaHUIEHHOM OTBETCTBEHHOCTHIO "FOTCTpOif”, Ha
KOTOPOM 00Cy’KAaeTcsl BOIPOC O CO3JaHUHU IeXa CTPOUTENBHBIX MaTePUAIOB Il CTPOUTENBCTBA KIIBIX ToMOB. Ha coOpanun
0Obl1a 3aciTyaHa HHPOPMaIHs MPEeACeNaTeNs O BO3MOKHOCTH CO3/IaHUsI TAKOTO 1ie€Xa M IEPCIEKTUBaX ero paboTel. bbuto npunsaTo
pelIeHne TOpyIUTh PEACEATEII0 U eT0 3aMECTUTEINIO TI0 CTPOUTENBCTBY B TeUEHHE 6 MECSIIEB pa3BepHYTh paboTy U BEI-ACIUTH
JUIS OTUX 1eneit 3 MiH. pyo.

28.CocTaBHUTb IPOTOKOI 3aCeaHHsl MHBEHTApU3allMOHHOM KOMICCHH 3aBO/Ia Ta30BOM alMapaTrypbl, Ha KOTOPOM pacCMaTpHUBAJICs
BOITPOC O Pe3yJIbTaTaX HHBEHTapH3alnH Mo cKIamay Ne 7 BCrioMoraTenbHBIX MaTepranoB. Ha 3acemannu ObUIO IPUHATO
MIOCTAaHOBJICHHE 00 yTBEP KICHUH Pe3yIbTaTOB HHBCHTAPH3ALUH 1 OTHECEHHUH 3a CUET 3aBEAYIOMIEr0 CKIa0M HEAOCTaul
BCIIOMOTATENbHBIX MAaTEPHaIOB B cyMMe 365 ThIC. py0., a Taloke 3aUUTaHbl CIIMYUTEIbHAS BEIOMOCTD 1O cKiaay Ne 2 u
OOBSICHUTEIbHAS 3aIIMCKa 3aBeyomlero ckiasoM. OcTanbHble JaHHBIE ONPEIEIUTD 110 CBOEMY YCMOTPEHUIO.

29.CocTaBuTh JOKIAJIHYIO 3aIMCKY TIIABHOTO OyXranTepa JUpeKTopy 00 UTorax paboThl IO MEHTPATU3AINH PACIETOB C pabOINMHU
u cnyxamumu Ha Bl 3aBoga. [lenTpanu3amnms pacuéTros gana BO3MOXKHOCTh IIEPEBECTH Ha APYTYIO PabOTy MATh OyXraaTepos
[IEXOB, YMCHBIIUTh OLIMOKH B pacuérax ¢ pabouMMH U CIIYKaIlMMH. Y CHIINTh KOHTPOJIb 33 pacXofoBaHHeM (OHIOB 3apabOTHON
TIaThl. B 3awmodeHnn HeoOX0MMO TIOCTaBUTE BOIIPOC O MPEMHUPOBAHNHN pabOTHHKOB Oyxrantepnn u BLI, o6ecrieunBaromux
Hepexo/l Ha IeHTPAH30BaHHBIN pacdéT 3apaboTHOM IIaTHI 10 3aBoxy. OcTaibHbIE JaHHBIE YKa3aTh CAMOCTOSATEIHHO.

30. CocTaBUTh JOKITAJHYIO 3alUCKy CeKpeTaps-pedepeHTa pyKOBOIUTENIO NPEANpHUATUs 00 yTepe paboTHUKOM 3yeBBIM
B.I'., nuceMa-3ampoca, MOCTYNHBIIETO B apeC NPEANpPUATHS J1Ba MecALa Ha3al.

Bompocs! 1 caMOCTOSTENBHOM paboTHI CTYAECHTOB 10 AUCIUILIHHE «J{OKyMEHTHPOBAHNUE YIIPaBIECHUECKON JESITeIbHOCTI

I. OCHOBHBIE ONPEIENCHUS: JOKYMEHT, PEKBU3UTHI, JTOKYMEHTUPOBAHUE.

2. OO0mue u crienuanbHple QYHKIUN JTOKYMEHTA.

3. Bunel ynpaeneHueckoi JOKyMEHTaIUH.

4. CocTaB HOPMaTUBHO-METOIUYECKOH 0a3bl TOKyMEHTALMOHHOTO 00eCHeueHHs.

5. Yto Takoe yHH(DUKAMA U CTAHIAPTU3AIMS TOKYMEHTOB?

6. ITo xaxuM mpHU3HaKaM KIACCH(PUIMPYIOTCS TOKYMEHTHI?

7. Kakue TpeOoBaHMS MPeIbABIAIOTCS K O(OPMICHHIO PEKBU3UTOB JOKyMEHTOB?

8. B uém ocobeHHOCTH OdHIHaTbHO-IeT0BOro cTHisi? OCHOBHBIC TPeOOBaHMS, MPEIBIBISICMbIC K O(PHINATBHO-ICIOBOMY
CTHIIIO?

9. Kak numryres Ha3BaHUS NOJDKHOCTEH B CUCTEME IOCYIAPCTBEHHOW BIAcTH U ympasieHus Pocculickoit ®@enepanuu?
10. Haubonee ynoTtpebisieMble COKpaIlleHUs CJIOB.

11. Kak mpoucxoaut odopmiieHHe JaT U YKCel B JOKyMEHTaX?

12. Kaxue noxyMeHTBI BXOAAT B CUCTEMY OpPTraHM3allUOHHO-IIPABOBON JOKyMEHTaluu?

13. KakoBa ocHOBHast (pyHKIMS OpraHM3AIMOHHBIX JOKYMEHTOB B YIPABICHYECKOH NEATEIBHOCTH?

14. Kakue 1OKyMEHTBI OTHOCSTCS K YUpEeAUTEIbHBIM JOKYMEHTaM OpraHu3aluu?

15. KakoB cpok meHCTBHS OpraHN3allMOHHBIX JOKyMEHTOB?

16. KaxkoBO OCHOBHOE Ha3HaUEHHE PACHOPSIUTENbHBIX JOKYMEHTOB?

17. Kakue MOKyMEHTBI OTHOCSTCS K paclopsauTeIbHbIM?

18. Kakue pekBH3HUTHI 00CCIICUNBAIOT IOPHIMYCCKYIO CHIIY NpHKa3a, PACIIOPSDKEHHS, H3aBaeMOT0 PyKOBOJICTBOM
IpeanpusITUs?

19. KakoBo Ha3HadeHHe HH(OPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB B YIPaBICHYECKOH IESATENbHOCTH?
20. Kakue MOKyMEHTBI OTHOCSTCS K WH()OPMAIIMOHHO-CITPABOYHBIM?

21. KakoBo HazHadyeHHe MPOTOKOJIA 3acenaHus?

22. Kto nmeer nmpaBo cocTaBisTh U MOAMUCKHIBATD JOKIAJHbIE 3alIUCKH, CIIPABKU, MPEIIOKECHUS?

23. Buael akroB M UX Ha3HAYEHHE.

24. Jlns Kakux 1esied muiiercs oObsSCHUTEIbHAS 3aIucKa?

25. Bunsl 10oKyMeHTOB, IepeaBaeMBbIX 10 KaHajlaM CBs3H. MIX OCHOBHOe Ha3HaucHHUE.

26. Ha xaxux OnaHKaX COCTaBISIIOTCS CIIy>KeOHbIE IMHChMa?

27. [lepeuncnnure OCHOBHBIE PEKBU3UTHI JI€IOBOIO MHCHMA.

28. DTarbl MOATOTOBKM U COCTaBJICHHSI MHCEM.

29. Kakne pa3HOBHAHOCTH CIIy’K€OHBIX MHICEM HCIIOIB3YIOTCA B MIPAKTHUKE YIPaBICHUS?

30. C kaKkoil LeNbl0 COCTABISIOTCS TapaHTHIHbBIE MUcbMa?

31. B kaxkux ciydasix OTIpaBisieTCsl MUCbMO-IPETeH3UsA?

32. KakoBbl ocobeHHOCTH 0OpMITEHUS OJIaroIapCTBEHHOTO MHChMa?

33. Kakne moKyMeHTHI OTHOCATCA K JOKYMEHTaM IO JINYHOMY COCTaBy?

34, Kakue moKyMEeHTBHI 0GOPMIIAIOTCS MpH TMpUEMe TpaXKaaH Ha paboty?

35. Kak mpaBuiibHO cocramisiercs pestome? Kak odopmitsiercs: TpyaoBoi T0roBop?

36. Kak odopmisercs npuxa3 o npuéme Ha pabory? Kakoe HasHadeHHe MMeeT MpHKa3, Kakue (GopMbl Mprkasa
UCTIONHSIOTCS?

37. Kakne moxymMeHTHl 0QOpMIISIOTCS MPH IepeBoje PabOTHUKA Ha APYTYI0 paboTy?

38. CocraB JOKyMEHTAINH, MCIOIb3YEMbIl TIPH YBOJIBHCHUH PaOOTHHKA.

39. Uro Takoe DJOKYMEHTOOOOPOT?

40. Kaxue Buzbl paboT BBIMOJHSAIOTCA NTPH 00pabOTKe BXOMAAIIEH KOPPECITOHICHIIUU?

41. Kakue BHIBI pabOT BBITIOIHSIOTCS ¢ UCXOISIAMH JTOKyMEHTaMU?

42. Jlis gero HeoOXOAMMA PETHCTPALUs JOKYMEHTOB?

43. KakoBa ocHOBHasI L1eJIb KOHTPOJISI UCTIONHEHUS JTOKYMEHTOB?




44. Iens pa3pabOTKM HOMEHKIATYpHI AE.

45. Ponp TUMOBBIX U MPUMEPHBIX HOMEHKIATYpP JEN.

46. Kaxue cBeneHust OTHOCSTCS K KOMMEpYECKOl TaitHe?

47. Uro BKIIOUaeT oOecHeueHne 3aiuThl KOHPUICHINATEHONH HH(OpMAIn?

48. Uro 3ampeniaercsi nepcoHaiy, padborarouieMy ¢ KOHQHISHIUATbHBIMA JOKYMEHTaMu?

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

50. C Kakoll LeNbI0 Ha JOKYMEHTE CTaBUTCA TpU( KOH(OUICHIUATBHOCTH, U KaKWe BUABI 3TUX TPUGOB HCHONB3YIOTCA? UYem
PYKOBOJICTBYIOTCSI IIPH OIIPEJICIICHIN YPOBHS KOH(GHICHINAIBHOCTH?

S1. Kaxne cBenmeHMs 3aHOCATCS B JKypHAJ PETHCTPAINH JOKyMEHTOB ¢ Tpupom «KT»?

52. Kak nponcxoauT yHHYTOXKEHHE JOKYMEHTOB, COACPKAIMIMNX KOH(PHUICHIIHAIBEHBIC CBEACHHS?

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

54. Iepeuncaure mporpaMMHbIE CPEACTBA UCHOIB3YEMBIE [l COCTABIEHUS W PENAaKTUPOBAaHHs JJOKY-MEHTOB.

55. Nzo0pa3ute cxeMy aBTOMATH3AIMH JEIOMPON3BOJICTBA.

56. Uro mpencTaBisioT cob0il aBToMaTu3uMpoBaHHEIE paboune mecta (APM)?

57. [IpencraBbTe CTPYKTYPY 3JIEKTPOHHOTO O(huca.

58. [puBemuTe MpUMeEpH CUCTEM aBTOMATH3AIMH JAEIONPOM3BOACTBA, UX (YHKIMOHAIBHEIE BO3MOXKHO-CTH. Kakue cructemMsl
HCTIONB3YIOT JUISL KPYIIHBIX, CPEIHUX U MAJbIX IPeAIPUITHII?

59. Kak ocymecTBnsieTcs XxpaHeHHe JOKYMEHTOB B 3JIEKTPOHHON (opme?

6.2. TeMbl NUCbMEHHBIX PadoT

KontponsHas pabota 11l CTyJJEHTOB OYHO - 3209HOH ()OPMBI 00YyUCHHUS COCTOUT U3 PAaCUETHBIX 3aJaHUH, OXBATHIBAIOIIUX KypC
JMCLUIUIMHBI, ¥ BBIIOIHSICTCS MO OJTHOMY U3 yKa3aHHBIX BApUaHTOB. BrIOOp BapuaHTa onpeessercs Mo MocieHUM JByM Iudpam
3a4eTHOI KHIKKHU. [lepedeHb BApHAHTOB 3aJaHII KOHTPOJIBHOM PabOThI, METOAMKA €€ BEIIOIHEHHS i He0OX0quMas JTUTepaTypa
HpUBEICHBI B METOINUECKIX YKA3aHUAX JUIS HAMHCAHUS KOHTPOJIBHOH PabOTEHIL.

KoHTtponbHast paboTta CTyJEHTOB OYHO - 3209HOH ()OPMBI 00yUCHUS

KonTponsHas paboTa BEIIONHIETCS CTYIEHTOM II0CIIE CAMOCTOSITENILHOTO U3YUEHHUS TEOPETHUECKOTO Kypca M0 JUCIUIIINHE:
«/l10KyMEHTHPOBaHHUE YIIPABIEHUECKON AEATEIBHOCTH» U COCTOUT U3 TPEX 3aaHMi (BBIOOD 3a/laHUil OCYIIECTBIISCTCS HA OCHOBE
JBYX HOCIEIHUX IU(p mHppa 3a4eTHON KHIKKH CTYACHTA):

3ananne 1. PaccMoTpeHne TeopeTHIecKoro Bompoca Ha TeMy: OCHOBHbIE TpeOOBaHMUS K COCTABICHUIO 1 O)OPMIICHUIO TOKyMEHTOB
OPraHU3aLMOHHO - PACIOPAIUTEIBHON JESITENBHOCTU U KaIPOBOU JOKYMEHTALUH.

3aganue 2. PaccMoTpeHne TeopeTHUECKOro BOIIpoca Ha TeMy: TeXHOIOIHH paboTh ¢ JOKyMEHTaMH.

3ananue 3. [Ipakrudeckoe 3aganue: CocTaBUTh U OPOPMUTH OPraHU3ALMOHHBIE, PAaCIOPSAUTENIbHbIE, HHPOPMALMOHHbBIE
JIOKyMEHTBI U JOKYMEHTBI 110 IEPCOHATY IPEAIPUATHSL.

6.3. @oH/I OLIEHOYHBIX CPEICTB

1 TIOKA3ATEJIN, KPUTEPHU U ILIKAJIbI OLIEHUBAHM ST KOMITETEHIIUI

Orenka cpopmupoBanHOCTH KomreTeHImi y ctyaenToB HUMU JIonl’AY u BbICTaBICHUE OLICHKH 110 OTACIBHON TUCIHUILIHHE
BeJIeTCS CICIYIOINM 00pa3oM:

- IUTS CTYZICHTOB OYHOH ()OPMBI 00yUEHISI NTOTOBasI OIIEHKA MO0 JUCIUIUINHE BhIcTaBisercs o 100-0ayutbHoi crcTeMe, a 3aTeM
TIEPEBOJIUTCS B OLEHKU KOTIHMYHO», «XOPOILIOY», YIAOBIETBOPUTEIHHOY, KHEYAOBIETBOPUTEIBHOY, «3aUTEHO» U «HE 3aUTCHOY;

- JUISl CTYZCHTOB 3a0YHOI U 049HO-32049HOMN (pOpMBI 00YUYCHHUS OLIEHUBACTCS 1O MATHOAIPHOMN IIKaJIe, OLICHKAMH «OTIHYHOY,
«XOPOILO», KYJOBIETBOPUTEILHOY, «HEYJOBIETBOPUTEILHO; «3aUTCHO» WU «HE 3aUTEHOM.

Bricokuii ypoBeHb OCBOCHUS KOMITETEHIINH, HTOTOBAsI OIICHKA 10 JUCHUTUINHE «OTIMIHO» WK «3a4TeHo» (90-100 6ammos):
r1y0OKO U MPOYHO YCBOWJ MPOrPaMMHBIN MaTepuall, HCUepIbIBAIOIIE, TOCAEI0BATENbHO, YETKO U JIOTUYECKH CTPOIHO ero
M3JIaracT, yMeeT TECHO YBA3BIBATh TCOPHIO C MMPAKTUKO, CBOOOIHO CITPABISIETCS C 331a4aMH, BOIPOCAMHU U APYTUMH BHIAMHI
MIPUMEHEHUS 3HaHUH, IPUYEM HE 3aTPYJHIETCS C OTBETOM IPU BUAOM3MEHEHUH 3aJaHUN, UCTIOJIb3yeT B OTBETE MaTepuall
MOHOTpa(hUIeCKON TUTEPATYPhl, TPABHIEHO 000CHOBBIBAET MPUHSTOE PELICHUE, BIaIeeT Pa3HOCTOPOHHUMH HAaBBIKAMH U
[pUeMaMH BBIIIOJHEHHUS IPAKTUYECKUX 3a1a4. CUCTEMHO U IUTaHOMEPHO paboTaeT B TEUEHUH CEMECTpa.

IToBBIIEHHEIH YPOBEHE OCBOCHHUS KOMIIETEHITN, HTOTOBAS OIICHKA 10 TUCIUIUIMHE «XOPOIIO» MITH «3auTeHo» (75-89 Gammos):
TBEpJO 3HAET MaTepHuall, IpaMOTHO U IO CYIIECTBY M3JIaraeT ero, He JI0MyCKas CyLIECTBEHHbIX HETOYHOCTEH B OTBETE Ha BOIPOC,
MPaBUIIBHO MIPUMEHSET TEOPETUUECKHE TION0XKEHUSI TP PELICHUH MPAKTUIECKUX BOIIPOCOB U 3a/1a4, BiajieeT HEOOXOAUMBIMU
HaBBIKAMH ¥ IPUEMaMH UX BITOTHEHHA. CHCTEMHO W INIAHOMEPHO paboTaeT B TSUCHUH CEMECTpa.

IToporoBerit ypoBeHs OCBOCHUS KOMIIETEHITH, HTOTOBAs OICHKA TI0 TUCIUIIHHE «YAOBICTBOPUTEIIFHOY MM «3a4TeHO» (60-74
Oarta): UMeeT 3HaHUsI TOJILKO OCHOBHOTO MaTeprala, HO He YCBOMJI €T0 JIeTajleid, TOMyCKaeT HETOYHOCTH, HEJJOCTATOUHO
NpaBHIbHBIC (OPMYITHPOBKU, HAPYIICHHS JIOTHYESCKOI MOCIEA0BATEILHOCTH B U3JIOKCHUH IPOrPAMMHOTO MaTepHaia, HCIBITHIBACT
3aTPYAHCHUS TPH BBITIOJIHEHHH MPAKTHISCKUX padoT.

IToporoBeiii ypoBEeHb OCBOSHHSI KOMIIETEHITNH HE c(hOPMUPOBAH, UTOTOBAs OLIEHKA TI0 AUCIHIINHE «HEYOBIETBOPUTEIHHO» WIIN
«He3auTeHo» (MeHee 60 GayIoB): HE 3HAET 3HAYUTEIBHOM YacTH MPOrpaMMHOIO MaTepHasa, A0MyCKaeT CyIleCTBEHHbIE OLIMOKH,
HEYBEPCHHO, C OOJBIIMMH 3aTPyTHCHUSMH BEIITOTHSCT ITPaKTHIecKre padoThl. Kak mpaBmiIo, OlleHKa «HEYIOBICTBOPUTEIHHOY
CTaBUTCSA CTYJCHTAaM, KOTOPBIE HE MOTYT NMPOAOIKUTE 00y4eHHe 0e3 TOMOTHATEIBHBIX 3aHATHH 110 COOTBETCTBYIOIIEH THUCIUIIINHE.




Kpurepun oneHk: ypoBHS c(hOpMUPOBAHHOCTH KOMIETEHIIUH U BHICTaBICHUE OLIEHOK M0 KypcoBoMmy mpoekry (KIT) nnu xypcoBoit
pa6ore (KP):

- Bricokuii ypoBeHb OCBOCHUS KOMITETEHIINH, OTICHKa «OTIIHIHO» (25 — 23 6amna mis KIT; 20 — 18 6amna st KP): pabota
BBIIIOJTHEHA HA BBICOKOM IIPO(ecCHOHAIFHOM ypoBHE. II0THOCTEI0 COOTBETCTBYET MOCTABICHHBIM B 33IaHUU LIEJISM U 33/1a9aM.
[IpencraBneHHbIi MaTepuan B OCHOBHOM BEPEH, AOIYCKAIOTCS MeJIKIe HeTOYHOCTH. CTyIeHT CBOOOJHO OTBEYAeT Ha BOMPOCHL,
CBSI3aHHBIC C TPOEKTOM. BhIpaskeHa crIocoOOHOCTH K IpodecCHOHANBHON aJjanTaluy, HHTEPIpEeTaluy 3HAHUH 13
MEKINCIUIUTMHAPHBIX 00IacTel

- [oBbIIEHHBIH YPOBEHb OCBOCHUS KOMIETEHIIUH, OIIeHKa «xoporioy» (22-19 6amna mis KIT; 17 — 15 6amna mis KP): pabora
BBITIOJTHEHA Ha JJOCTATOYHO BBICOKOM IPO(eCcCHOHAILHOM ypoBHE. JlomyiieHo10 3 HerpyObIX OIIHOOK, HEBIMSIOIIUI Ha Pe3yJIbTar.
CTyZIeHT 0TBeYaeT Ha BOIPOCHI, CBA3aHHBIE C POEKTOM, HO HEIOCTATOYHO MOJTHO.

- [oporoBelit ypoBeHb OCBOCHUS KOMIIETCHITHH, OIIEHKA «y0BIeTBOpUTEIbHOY (18-15 6amma qmsa KIT; 14 — 12 6anna qus KP):
ypOBEHb HEJJOCTaTOYHO BBICOK. JlOMyIEeHO 70 5 OmHIOOK, HEe CYIIECTBEHHO BIMAIOMINX HA KOHEUHBII pe3yNbTaT, HO X0 PeIleHHs
BepHbIl. CTyI€HT MOXKET OTBETUTH JIMIIb Ha HEKOTOPBIE U3 33JaHHBIX BOIIPOCOB, CBA3AHHBIX C IIPOEKTOM.

- [ToporoBelit ypoBeHs OCBOCHUS KOMIIETCHITHH HE ChOPMHUPOBaH, OIIEHKA «HEYAOBIETBOPHUTEIbHO» (MeHee 15 6ammos mst KT,
meree 12 6amnos gt KP): paboTa BbITOIHEHA HA HU3KOM ypoBHe. J{omymieHs! rpy0sie onbku. Penenne NpuHINIHANBEHO He
BepHO. OTBETHI Ha CBA3aHHBIC C IIPOESKTOM BOIPOCH OOHAPYKHMBAIOT HEIOHMMaHHUE NPEIMETa U OTCYTCTBHE OPHEHTALUH B
MaTepHalie IpoeKTa.

Kputepun ouenku ypoBHs c(hOPMHUPOBAHHOCTH KOMIETEHIIMH U BHICTaBICHUE 0AIIOB IO pacueTHO-rpaduuecKkoit padbore
(koHTpOBHOI padoTe) (10 10 6amioB, 3a4TeHO/HE3aUTEHO): COOTBETCTBUE COACPIKAHMS PAOOTHI 33JaHUI0; TPAMOTHOCTh M3JIOKCHHS
1 Ka4ecTBO 0OpMIICHUST paOOThI; COOTBETCTBAE HOPMATHBHBIM TPEOOBAHUSIM; CAMOCTOSTEIILHOCTD BHITONHEHHS Pa0OTHI, TITyOnHA
npopaboOTKH MaTepuaia; UCTIONIb30BaHHe PEKOMEHIOBAHHOW U CIIPABOYHOMN JIUTEPATYPbI; MPABUIBLHOCTH BHIMOJHEHHBIX PACYETOB U
rpaduyuecKoit yacT; 000CHOBAHHOCTD M JIOKA3aTeIbHOCThH BHIBOJIOB.

Kpurepun oneHx: ypoBHS c(hOpPMUPOBAHHOCTH KOMIIETCHIINH U BBICTaBICHUE OaioB 1o pedepaty (moxtamy) (o 10 6amos,
3a4TE€HO/HE3a4YTEHO): COOTBETCTBUE CoIepKaHus pedepara (JoKaga) cogep kaHuio paboThl; BbIIETEHUE OCHOBHON MBICITH
pedepara (oKIa/1a); KAUECTBO M3I0KCHUSI MaTepHalla; OTBEThI Ha BOIPOCHI IO pedepary (Towiany).

2. METOJIMYECKUE MATEPHAJIbI, OITPEEJISIOIIME ITPOLIEAYPbI OLIEHUBAHUS 3HAHWIM, YMEHUIA,
HABBIKOB U (MJIN) OIIBITA JEATEJIBHOCTU, XAPAKTEPU3YIOIIUE STAIIbI ®OPMUPOBAHM S KOMITETEHLIMIA
OO01uii MOPSIIOK MPOBEACHHS MTPOLIELYPbI OLICHUBAHUSI 3HAHUN, YMEHHUI, HABBIKOB U (MIIH) OMBITA ASSITEIbHOCTH, COOTBETCTBHE
MH/IMKATOpaM JOCTHKEHHUS COPMHUPOBAHHOCTH KOMIIETEHLIMH Ope/IesIeH B CIIEAYOIINX JIOKAIbHBIX HOPMaTUBHBIX aKTax:
[TonoxeHne 0 MPOMEKYTOUHOHN aTTecTally 00yYaroIUXCs 10 MPOrpaMMam BhICIIEro 00pa3oBaHus (B IEHCTBYIONICH pelakiuyn).
JIOKyMeHTBI pa3MeIleHbl B CBOOOHOM A0CTyIe Ha opunmaibioM caiitte HUMU JlonI' A Vhttps://ngma.su/ B paznene: ['aBuas
ctpanuna/Ceenienns 06 00pa3oBaTeNlbHON Opranu3anui/JIokanbHbIe HOPMAaTHBHEIE aKThI.

6.4. IlepeyeHb BH/I0B OLICHOYHBIX CPEACTB

OLIEHOYHBIE CPEACTBA ITPOMEXYTOYHOU ATTECTAIINU:

- [Tepeyenp BapuaHTOB 3a1aHUI KOHTPOJIBHON pabOTHI, METOJMKA €€ BHIITOJHEHUSI M HE00X0UMas JIUTEpaTypa MPUBEACHBI B
MeToanYecKnX yKa3aHusAX sl HAMCAHUS KOHTPOJIBHOM PabOThI, KOTOpask MMEeTCs B 3JeKTpoHHO# 6ubarnoteke HUMU JloHckoi
rAY.

- KOMITJIEKT OWJIETOB ISl DK3aMeHa/3aueTa. XpaHUTCs B OyMa)KHOM BUJIE HA COOTBETCTBYOMIEH Kadenpe. [IoanexxuT exeroqaomy
OOHOBIICHHIO M TIEPEYTBEPXKICHUIO. UUCIIO BAPHAHTOB OMJIETOB B KOMIUICKTE HE MCHEE YKCIIa CTYJCHTOB Ha 3K3aMeHe/3a4eTe.

7. YHEBHO-METOJUYECKOE U THO®OPMAIIMOHHOE OBECIIEYEHHME JUCIHUIIJIMHBI (MOAY JIS)

7.1. PexomeHnayemast quTeparypa

7.1.1. OcHOBHasl IUTepaTypa

ABTOpBI, COCTaBUTENIN 3arnaBue W3natenscTBo, ron
JI1.1 |T'punbepr A. C., JlokyMeHTannoHHOE 00ecTiedyeHre yIpaBiIeHus: YIeOHHK Mocksa: IOnntu-/ana, 2015,
T'op6aues H. H., https://biblioclub.ru/index.php?
Myxametmuna O. A. page=book&id=115031
JI1.2 | Kysnenos U. H. Jlenonpon3BoAcTBO: yueOHOE TOcOOHe Mocksa: JamxoB u K°, 2022,
https://e.lanbook.com/book/277
238
JI1.3 | Cepena M.B. JloKkyMeHTHpOBaHUE yIPaBIEHUYECKOH NesTeIbHOCTH: yueO. Hosouepkacck, 2021,
nmocoOue [[J1s CTyI. OYH. ¥ 3204. PopMbI 00yd. Hampasl. moArot. | http://biblio.dongau.ru/MegaPr
"Oxonomuka", "Menemxment", "[Ipuknannas mHbpopMaTHKa", oNIMI/UserEntry?
"busnec - napopmaruka", "ConuansHas padora', Action=Link FindDoc&id=42
"3eMIIeyCTPOWCTBO U KaaacTphl"] 7193&idb=0
7.1.2. JlonoiHUTEeIbHAS JIUTEPATYpPA
ABTODBI, COCTaBHTEITH 3arnaBue W3narenbcTBO, roj
JI2.1 | SlaxoBuu II1. A. Jlenonpon3BoACTBO B KaAPOBOH CIyx0e: yIeOHHK Mocksa: IOnutn-ana, 2015,
https://biblioclub.ru/index.php?
page=book&id=119021




ABTOPBI, COCTaBUTEITN

3arnasue

W3naTenbcTBO, IO

JI2.2 |aBT.-coct. NI.H. JlenoBoe mucpMo: yueOHO-CIIPaBOYHOE ITOCO0ue Mocksa: U3nat.-Topr.
Ky3nenos kopropanus «Jlamkos u K°»,
2018,
https://biblioclub.ru/index.php?
page=book&id=496193
J12.3 | Kyuepyxk C. I1. JloKyMeHTHas TMHIBUCTHKA: YueOHOe mocodue Mocksa: U3n-Bo «DiuHTaY,
2016,
https://biblioclub.ru/index.php?
page=book&id=83382
J12.4 | Cepena M.B. JIoKyMeHTHpOBaHUE YIPaBIEHUYECKOH NeSTeIbHOCTH: HoBouepxkacck, 2022,
MPAKTUKYM [J71s1 CTY[T. BceX popM 00yd. Hampasil. TOATOTOBKA http://biblio.dongau.ru/MegaPr
"OxoHomuKa", "Menemkment", "busnec-nadpopmarmka', oNIMI/UserEntry?
"IMpuknagaas nHbBOpMATHKA" ] Action=Link FindDoc&id=42
7759&idb=0
7.1.3. MeTonnueckue pa3padoTku
ABTODBI, COCTABHTEITH 3arnaBue W3narenbcTBO, roj
JI3.1 | HoBo4epk. HHX.- JIoKyMEeHTHpOBaHHUE YIPABICHUYECKON NESTEIbHOCTH: METO/. Hosouepkacck, 2022,
MEJIAOp. WH-T yKa3aHus 10 BBITOJH. JIa0. paboT [ cTya. Bcex hopM 00yHd. http://biblio.dongau.ru/MegaPr
Houckoit 'AY ; cocrt. : | Hanpasi. moarotoBku "OxoHoMuka', "MenemxmenT", "busnec- oNIMI/UserEntry?
M.B. Cepena, E.A. undopmaruka", "TlpuxnagHas nHpopmaTuka'] Action=Link FindDoc&id=42
Jleesa 7760&idb=0
JI3.2 | HoBouepk. HHX.- JlokyMeHTHpOBaHUE YIIPABICHYECKOH IEATEIBHOCTH: METO/I. Hosouepkacck, 2022,
MEJAOp. UH-T yKa3aHus 10 U3y4. AMCI. U BBIOJIH. KOHTP. pabOTHI CTY/I. 0Y.- http://biblio.dongau.ru/MegaPr
Honckoit 'AY ; coct.  |3a04. dopMel 00yHd. [0 HanpaBil. HOATOTOBKU "DKOHOMHKA", oNIMI/UserEntry?
M.B. Cepena "MenemxmenT", "busnec-unpopmaruka", "TlpuknaaHas Action=Link FindDoc&id=42
nHpopmaTuka"] 7762&idb=0
7.2. IlepeueHnb pecypcoB HH(OPMALMOHHO-TeJIEKOMMYHHKAIMOHHOI ceTu "UHTepHeT"
7.2.1 Od¢urmansaenii caitt HTMA ¢ moctymom B WwWw.ngma.su
ANEKTPOHHYIO OHOIHOTEKY
722 OdunuansHeli callT MuUHICTEpCTBa TpyAa U http://www.rosmintrud.ru/
COLIMAJILHOM 3amuTel PO
7.2.3 Poccwuiickas rocymapcTBeHHas ondmuoreka (GoH https://www.rsl.ru/
AIIEKTPOHHBIX IOKYMEHTOB)
724 Wudopmanmonnas cucrema «ExnHoe okHo moctynma k | http://window.edu.ru/
00pa3oBaTEIBHBIM peCypcamy
7.2.5 YuuBepcurerckas uHpopmanmonHas cucrema Poccust | https://uisrussia.msu.ru/
(YUC Poccus)
7.2.6 DNeKTpOHHAsE OMOJINOTEKa YUCOHUKOB http://studentam.net/
7.2.7 CrnpaBouHas cuctema «e-library» JInnensuonnstit foroeop SCIENCEINDEXNeSIO-
13947/34486/2016 ot 03.03.2016 T
7.3 IlepeyeHb MPOrpaMMHOI0 0GecriedeHUst
7.3.1 1C Ipennpustus JHorosop nocrasku Ne PB0000816 ot 21.11.2017 r. OOO
«1C-IT'OHAAJIbD»
7.3.2 AdobeAcrobatReader DC JInueH3nOHHBIN OTOBOP HA MPOrpaMMHOE obecrieueHue s
MepCOHAIBHBIX KoMITbIoTepoB Platform
Clients PC_ WWEULA-ru RU-20150407 1357
AdobeSystemsIncorporated (6eccpodHo).
733 Opera
7.3.4 Googl Chrome
7.3.5 Yandex browser
7.3.6 [IporpamMmHast cucreMa st OOHapyKeHUsI TEKCTOBBIX | JInmeH3uoHHbIH noroBop Ne 6482 ot 28.02.2023 r.. AO
3aMMCTBOBaHMI B Y4eOHBIX H HAYYHBIX paboTax «AHTUIIIATHATY»
«Antumnaruat. BY3» (uatepHer-Bepeus);Motyb
«IIporpaMMHBII KOMIUIEKC IIOMCKa TEKCTOBBIX
3aMMCTBOBAHHH B OTKPBITHIX HCTOUHUKAX CETH
HUHTEPHET
7.3.7 MS Windows XP,7,8, 8.1, 10; Cyo0nuien3nonnsiii gorosop Ne502 ot 03.12.2020 r. AO
«Cod1Jlaita Tpeitm»
7.3.8 MS Office professional, CyO6muren3noHHsIi goroBop Ne502 ot 03.12.2020 . AO
«Cod1Jlaita Tpeita»
7.3.9 Microsoft Teams [IpenocrasnsieTcs 6ecraTHO




7.4 Hepeqeﬂb l/lH(l)OpMallI/IOHH])IX CIIPABOYHBIX CUCTEM

7.4.1 ba3zer ganasix OO0 "Tlpecc-Mudopm" (Korcymprant https://www.consultant.ru
+)
7.4.2 basbr manabpix OO0 HaydHnast anekTpoHHas http://elibrary.ru/
OoubmmoTeKa
8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JUCIUIIJINHBI (MOAYJIS)
8.1 227 CrnenmambHOE IOMEIIEHNE YKOMIUIEKTOBAHO CHEIHATIM3HPOBAHHON MEOENBI0O H TEXHIYECKIMI

CpeACTBaMH O0YYEHHS, CIy KaIlUMHU AJIsI IPEACTABICHI HH()OPMAIIH OOIIBIION Ay TUTOPHH:
KommyTtartop cereBoii; Komnbrorepsl, 00beIMHEHHBIE B IOKAIBHYIO CETh € IOCTYIIOM B CETh
«VHTEpHEeT» U MEKTPOHHYO0 HHpOpMaHOHHO-00pa3zoBaTenbHy0 cpexry HUMU Jlorckoit [AY:
Cuctemnsrii 610k — 20 mt., Mourutop JKK — 20 mit.; IHTepakTHBHAS BHIEOCUCTEMA; DKpaH
HACTEHHBIH; YueOHo-HarsiaHbIe mocodus; JJocka; Paboune mecta cryneHToB; Pabouee mecto
IpernojaBaTessl.

8.2 233 CrnenunaibHOE TOMEIICHHE YKOMIUICKTOBAHO CIECIUATI3HPOBAHHON MEOEIBI0 H TEXHHYECKIMU
CpencTBaMH O0YYEHHS, CIy KaIlMHU JJISI IPEICTAaBICHI HH(DOPMAITNH OOIBIION ay TUTOPHH:
KommyTatop ceteBoif; Komnbroreps!, 00beJUHEHHBIE B TOKAIBHYIO CETh C JOCTYIIOM B CETh
«HTEpHET» M NEKTPOHHYIO HHPOPMAITMOHHO-00pazoBaTenbhyto cpexy HUMU Jlonckoi TAY:
CucremHsIi 010K — 14 1mT.; MoruTop XK - 14 mt.; [Ipoekrop HacTeHHBIH; DKpaH HaCTCHHBIN;
VYuebno-HarmaaHbIe TocoOus; [locka; Paboune mecta cTynentos; Pabodee MecTo mpemomaBares.

8.3 231 CrnenunanbHOE TOMEIIEHHE YKOMIUIEKTOBAHO CHEIHATI3HPOBAHHON MEOENBI0 B TEXHHYECKIMU
CpelCTBaMH O0YUYEHUs, CITy)KaIUMU [UIs IPeICTaBIeHHs] HH(POPMAIMU OOJIBIION ay IUTOPHU:
Kommerorep Herronn DNS B nokanbHOM ceTH ¢ AOCTYNOM B ceTh «IHTEpHET» U 3JIEKTPOHHYIO
nHpopMannoHHO-00pa3zoBaTensHyto cpexry HUMU Jlonckoit 'AY; IIpoekrop HacTeHHBIH; DKpaH
HACTEHHBIH; YueOHO-HarsaHbie nocobust; JJocka; Paboune mecta ctynenToB; Pabouee mecto
IpenoAaBaTes.

8.4 270 TTomenieHre YKOMIUIEKTOBAHO CIICI[MATHM3HPOBAHHON MEOEITBIO M OCHAIIICHO KOMITBIOTESPHOM
TEXHUKOH ¢ BO3MOXKHOCTBIO TIOJKITIOUEHUS K ceTh «IHTepHeT» U oOecreueHneM J0CTyIa B
IEKTPOHHYIO HH(OPMAIIHOHHO-00pa3oBaTensHyto cpeny HUMMU Jlonckoit TAY: Kommbrotep —
8 mr.; Monutop — 8 mr.; MOV -1 mr.; [Ipunrep — 1 mr.; Paboune mecta cTyACHTOB;

9. METOIMYECKHUE YKA3AHUA /I OBYYAIOIIIUXCA 110 OCBOEHUTIO JUCHUIIJIMHBI (MOIY JIA)

1.ITonoxeHne 0 MPOMEKYTOYHOM aTTECTAIIMU OOYJYAFOLIMXCS [T0 IPOrpaMMaM BBICILIETO 00pa3oBaHus [ DJIEKTPOHHBIN pecypc]
(BBeneHo B neiicTere npukasoM gupekropa HUMU Jlouckoit TAY Ne3-O/] ot 18.01.2017 1.) /HoBOoYepK. HHXK.-METHOP. HH-T
Jouckoit TAY.-Dnexrpon. nan.- HoBouepkacck, 2018.- Pexxum goctyna: http://www.ngma.su

2.ITonoxkeHne 00 OIIEHOUHBIX MaTepHaIax Mo mporpaMmmam BhICIIEro 00pa3oBaHus (BBel. B AeHCTBHE NMpuKka3oM aupekropa HUMU
Jouckoit TAY Ne 18-O/1 ot «1» ¢espanst 2022 r.) / HoBouepk. utk.-menuop. uH-T JloHckoit ['AY. - DnekrpoH. nan.- HoBodepkacck,
2022.- Pexxum noctyma: http:/ www.ngma.su

[TpucTynas K n3y4eHHIO JUCIUILTMHBI HEOOXOANMO B IIEPBYIO OYEPEab 03HAKOMUTECS ¢ copepxanueM PITJ]. Jlekuun umeroT 1embio
JIaTh CHCTEMaTHU3NPOBAaHHBIC OCHOBHI HAYYHBIX 3HAHMH 00 OOIINX BONIPOCaX TUCIUIUIMHEL [IpH m3ydeHnn u mpopadoTke
TEOPETHUYECKOTO MaTepraa Iy 00yJaroImxcsi HCOOX0IUMO:

- HOBTOPHTH 3aKOHCIIEKTHPOBAHHBIN Ha JIGKLIMOHHOM 3aHATHU MaTepHa U AOMOJHUTH €ro C y4eTOM PEeKOMEHI0BAHHOM 110 TaHHOMH
TeMe JIUTEePaTyphl;

- TIPU CaMOCTOSTEIEHOM H3yYeHNH TEMBI C/IeNIaTh KOHCIICKT, NCTIONB3Ys peKoMeHtoBaHHbIe B PI1/] mutepaTypHBIC HCTOUHUKA 1
pecypchl HHPOPMaIHOHHO-TEIEKOMMYHHKAIIMOHHOM ceTn « HTepHeT».




