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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

4 3ET
OO0mast Tpy10eMKOCTh
YacoB 1o yueOHOMY IIaHy 144
B TOM YHCIIE:
ayJUTOPHBIE 3aHATUS 42
caMocCTOsTebHas paboTa 102

Pacnpez[e.ﬂeﬂne YacCoB TMCHHUILIMHBI 110 CeMeCTPpaM

Cemectp
(<Kype>.<Cemectp | 3(2.1)
Ha Kypce>) Hroro
Henenp 14 1/6
Bun 3anaruit v | P | vI PII
Jlexuun 14 114 (14 (14
JlaboparopHsbie 14 (14 |14 |14
IIpakruueckue 14 (14 |14 |14
Wroro ayn. 42 142 |42 |42
KonraktHas padota |42 |42 (42 (42
Cawm. pabota 102 | 102 | 102 | 102
Hroro 144 | 144 | 144 | 144
Bune! koHTpONIA B cemecTpax:
3auer 3 ceMecTp

PacuerHo-rpadugeckas padora 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 Yacos

3aHATHUSA

HaumeHoBanue pa3ienoB u
TeM /BHI 3aHATHSNA/

Cemectp /
Kypc

HNupuxaropsr | Jluteparypa | Hurtepakr.

Pa3znes 1. OcHoBHBIE
TpeGoOBaHHs K NOArOTOBKE
JOKYMEHTOB

[pumeyanne

1.1

1. OcHoBHBIE TpeOOBaHUS K
oopMIICHIIO YIIPABICHICCKAX
JIOKyMEHTOB (OCHOBHBIE
MIOJI0XKEHHS TI0
JOKYMECHTHPOBAHHUIO
YTIPaBIEHIECKOH AEATEITBHOCTH;
yHUGDHUKAIMS ¥ CTaHIAPTH3AISI
YIPaBICHYECKUX TOKYMECHTOB;
BUJIBI JOKYMEHTOB U HX
KTacCUPUKAI; 0pOpMIICHHE
TEKCTa CIIyxKeOHOTOo
nokymenTa) /Jlex/

OIIK-4.1
OIIK-4.2
OIIK-5.2
OIIK-5.3 VK-
4.3 IIK-4.1

J1.1
J1.2J12.1
J12.2
J12.3J13.1
01323354
35056 07

[K1




1.2 1.TpeboBaHHS K COCTABICHHUIO U 2 OIIK-4.1 J1.1 TK1
0(hOPMIICHHUIO YITPABICHYECKOM OIIK-4.2 JI1.2J12.1
JMoKyMeHTanuu (popmar OIIK-5.2 J12.2
JOKyMEHTa; o(hOpMIICHIE MONIEH; OIIK-5.3 VK- JI2.3J13.1
HyMepalus CTpaHull; 1aTa 431IK-4.1 | 1223324
JIOKyMEHTa; 0 OpMIICHHE TaOJIHI] 2526 37
U IAarpaMM; IUPKYJISIpHAs
pacchbuika; KOPPEKTYPHBIE 3HAKH;
bopmysip-oopazer) /Ip/
1.3 1. OcoOeHHOCTH IOATOTOBKU H 2 OIIK-4.1 JI1.1 TK1
oopMIIeHUsT OPraHU3aUOHHO - OIlK-4.2 JI1.2J12.1
pacnopsaUTeNbHbIX TOKYMEHTOB OIIK-5.2 2.2
cpeactBamu Microsoft Word OIIK-5.3 VK- JI12.3J13.1
(MHTEpaKTHBHBIA METOJ: JeTIOBast 4.3 T11K-4.1 213253 54
urpa) /JIa6/ 25026 97
1.4 M3yuyeHne TeopeTuuecKkoro 30 OIIK-4.1 JI1.1 [IK1, TK1
MaTepuana. OIIK-4.2 JI1.2J12.1
IToaroroBka K mpakTu4. 3aHATUSM OIIK-5.2 J12.2
n mabopaTopHEIM paboTam OIIK-5.3 VK- | JI2.3J13.1
/Cp/ 43TIK-4.1 | D12233 24
3536 37
Pa3znes 2. OcHOBHBIE
TpeOGOBaHHS K COCTABJIECHMIO U
o opMJICHH IO TOKYMEHTOB
OpraHH3aIH-OHHO-
pacnopsiiuTeLHOI
JesITeJIbHOCTH U KaJpOBOi
JOKYMEHTAIUH
2.1 2. IOKyMeHTHPOBaHHE 2 OIlK-4.1 JI1.1 TIK1
OpraHM3alMOHHO - OIIK-4.2 JI1.2J12.1
pacnopsaIuTeNbHON NeSTEIbHOCTH OIIK-5.2 J2.2
(MHTEpaKTUBHBIA METOJI: aHAJIH3 OIIK-5.3 VK- JI2.3713.1
KOHKPETHBIX CUTYaIlUi) 4.3 TIK-4.1 2152323 54
(opraHu3anuoHHas JOKyMEHTAIINS: 2536 27
yCTaB, YUpeAUTEIbHBIN TIOTOBOP,
LITATHOE PACIUCAHUE, TOJIOKCHHS,
JOJDKHOCTHASI MHCTPYKIIHS;
pacropsIuTenbHas TOKyMEHTAIHS
B YCJIOBUSIX KOJIJIETHATIHHOTO
MIPUHSATHUS PELICHUS:
MMOCTAaHOBJICHUE, PEIICHUE U B
YCIOBHSX €ANHOIMYHOTO
MIPUHSTHS PELICHUS: IPUKA3,
pacropsbkeHue, ykasanue) /Jlex/
2.2 2.0¢dopmiieHune TekcTa 2 OIIK-4.1 JI1.1 TK1
CITy’K€OHOTO JOKYMEHTa OIIK-4.2 JI1.2712.1
(s13pIKOBBIE TPEOOBAHUS K OIIK-5.2 J2.2
0(OpPMIICHHIO PEKBU3UTOB OIIK-5.3 VK- JI2.3J13.1
JIOKYMEHTOB; PeIaKTUPOBaHUE 4.3 TIK-4.1 2192323 54
TEKCTa JOKyMEHTa; 0COOEHHOCTH 3536 37
PEYCBOTrO ITHKETA JICJIOBBIX OyMar
U CITy’KEOHBIX JJOKYMCHTOB,
TEXHHKa TIPaBKH JOKY-
meHToB) /Ip/
2.3 2. OdopmiieHre CITyKEOHBIX 2 OIIK-4.1 JI1.1 TK2
3aMKCOK, MPETEH3UH U KaJl00, OIIK-4.2 JI1.2J12.1
aKTOB IMPEAIPHUATHS, JOTOBOPOB, OIIK-5.2 J2.2
JIOBEpPEHHOCTEN CpeICTBAMHU OIIK-5.3 VK- JI2.3J13.1
Microsoft Word(nHTepakTHBHBII 43TIK-4.1 | D132 3324
MeTo: case-study) /J1a6/ 95026 97




24 3. JIoKyMEHTHpPOBaHKE 2 OIIK-4.1 J1.1 IIK1
HH(POPMAIIHMOHHO - CITPABOYHBIX OIIK-4.2 JI1.2J12.1
JIOKYMEHTOB (CTpaBKa, TOKIaaHAs OIIK-5.2 J12.2
3aMKcKa, O0ObSICHUTEIbHAS OIIK-5.3 VK- JI2.3713.1
3aIucKa, aKT, TelerpaMma, 4.3 TIK-4.1 D132 503 D4
tenedoHorpamma, (hakc, IpoTOKOJI, 2526 37
IIpeTeH3Ms, )kanoba, IpaBuiIa
oopMIIeHUS 1€T0BOTO
muceMa) /Jlex/
2.5 3.CocraBieHre OpraHu3alMOHHON 2 OIIK-4.1 JI1.1 TK2
JIOKyMEHTaIuU (WHTEPaKTUBHBII OIlK-4.2 JI1.2J12.1
MeTox: paboTa B MaJIbIX IPYIIIaX) OIIK-5.2 2.2
(ycraB, yupeau-TenbHbINA JOrOBOP, OIIK-5.3 VK- JI2.3J13.1
IITaTHOE paclucaHue, MOJIOKEHHUs, 4.3 T11K-4.1 213253 54
JOJDKHOCTHAst HCTpYKIwmst) /IIp/ 25026 97
2.6 3. CocraBieHue JOKyMEHTOB 2 OIIK-4.1 JI1.1 TK2
KaJIpOBOii CITy>KOBI CpecTBaMH OIIK-4.2 JI1.2J12.1
Microsoft Word (MHTepaKTHBHBIH OIIK-5.2 2.2
MeTox: fenoBast urpa) /J1ad/ OIIK-5.3 VK- | JI2.3J13.1
43TIK-4.1 | D12233 24
3536 37
2.7 4.JI0KyMEHTUPOBAaHUE TPYIOBBIX 2 OIIK-4.1 JI1.1 IK2
[IPaBOOTHOUIEHU I OIIK-4.2 JI1.2J12.1
(MHTEpaKTUBHBIA METOJ: aHAJIN3 OIIK-5.2 J2.2
KOHKPETHBIX CUTyalui) (TpyA0BOi OIIK-5.3 VK- JI2.3J13.1
JIOTOBOP (KOHTPAKT), TPY10Bast 4.3 T1IK-4.1 213253 54
KHUXKKA, TUYHAs KapTOUKa, 2536 27
KOMaHJHPOBOYHOE
yIIOCTOBEPCHHUE, aHKETA,
XapaKTepUCTHKA, pE3IOME,
3asBJICHHE, PHKA3 M0 TUIHOMY
cocTaBy, aBroouorpadus) /Jlex/
2.8 4.CocraBneHue 2 OIIK-4.1 JI1.1 TK2
pacnopsaUuTEeNsHON JOKyMEHTALUN OIlK-4.2 JI1.2J12.1
(uHTEepaKTHBHBII MeTO: paboTa B OIIK-5.2 2.2
MaJIbIX TPYMIax) OIIK-5.3 VK- JI2.3J13.1
(pukas, paciopsbKeHue, 431IK-4.1 | 51223354
yKa3aHHe, IOCTAaHOBJICHUE, 2556 D7
peleHue)
Mp/
2.9 4. Pa3paboTKka ¥ peIakTHPOBAHUE 2 OIlK-4.1 JI1.1 TK3
JIOKyMEHTOB TaOJINIHOHN (HOPMBI, OIIK-4.2 JI1.2712.1
BbIUKCIIEHHE (HOPMYI C IOMOIIBIO OIIK-5.2 2.2
Tabyul, cosnaHue u 0opadboTka OIIK-5.3 VK- JI2.3J13.1
Jmuarpamm B cucteme Microsoft 4.3 TIK-4.1 2192323 54
Excel. (nHTEpaKTUBHBIA METO: 25026 97
peLICHHE CUTYAIIMOHHBIX
3anaq) /J1a6/
2.10 M3yueHne TeopeTuaeckoro 40 OIIK-4.1 JI1.1 TIK2, TK2
marepuana. [logroroska k OIIK-4.2 JI1.2712.1
MIPAKTHY. 3aHATUSIMH OIIK-5.2 2.2
7a00paTOPHBIM PabOTaM. OIIK-5.3 VK- JI2.3J13.1
Brmonuaenne PI'P pasnmena 1 (1. 431IK-4.1 | 12233 54
1.3-1.4). 3536 37

Beimonuenue PI'P pa3gena 2 (1.
2.1-2.3)
/Cp/

Pazpnen 3. TexHosoruu padorsl ¢
JAOKYMEHTAMHM




3.1 5. Opranu3zanus paboTsI ¢ OIIK-4.1 J1.1 K2
JIOKyMEHTaMH (TIOPSII0K OIIK-4.2 JI1.2J12.1
00pabOTKH MOCTYTIAIOIINX U OIIK-5.2 2.2
OTIIPABISEMBIX JOKyMEHTOB; OIIK-5.3 VK- JI2.3J13.1
MpaBujIa PETHCTPALUH U 431IK-4.1 | 1223324
WHJEKCUPOBAHUSI IOKYMEHTOB; 2536 B7
OpraHu3anys KOHTPOJIT 32
HCIOJHEHUEM JJOKYMEHTOB;
XpaHCHUE JOKYMEHTOB,
COCTaBJICHHE HOMEHKIATypHI JIel,
OIHCH TOKyMeHTOB) /JIex/
32 5. CocraBnenue nHGOPMALMOHHO- OIIK-4.1 JI1.1 TK3
CHPaBOYHOHN TOKyMEHTAIUU OIIK-4.2 JI1.2J12.1
(MHTEpaKTHBHBIM METOJI: case- OIIK-5.2 J2.2
study) (IpOTOKON, aKT, MPETEH3HS, OIIK-5.3 VK- JI2.3J13.1
’kano0a, MUCbMa Pa3HbIX BUIOB, 4.3 TIK-4.1 D152 23 54
CIIPaBKa, JIOKJIaHAs U 2536 D7
oO0BsicHUTENBHAS 3ammucka) /I1p/
33 5. Co3nanue aBTOPCKOM OIlK-4.1 JI1.1 TK3
TIpEe3eHTalMM U IPE3eHTalluu Ha OIIK-4.2 JI1.2J12.1
OCHOBE CTaHJIaPTHOTO CLICHAPHSI B OIIK-5.2 J2.2
cucreme Microsoft Power Point. OIIK-5.3 VK- JI2.3J13.1
(MHTEpaKTHBHBINA METOJ: case- 43T1IK-4.1 | 51523354
study) /J1a6/ 3536 37
34 6. ABTOMaTH3aLNs OIIK-4.1 JI1.1 TIK2
JIOKyMEHTHUPOBAaHHUS OIlK-4.2 JI1.2J12.1
YIPaBIIEHUYECKOHN EATEIbHOCTH OIIK-5.2 J12.2
(oHsITHE >TIEKTPOHHOTO OIIK-5.3 VK- JI2.3J13.1
JIOKYMEHTA; COCTaB-JICHHE 431IK-4.1 | 51223354
JIOKYMEHTOB; aBTOMaTHU3aIHsI D25 56 D7
paboTHI ¢ JOKyMEHTAMH;
ABTOMAaTH3HPOBAHHAS HPOLIEIypa
paboThI ¢ JOKYMEHTaMU; XpaHCHUE
JIOKyMEHTOB B 3JIEKTPOHHOM
¢dopme) /Jlex/
3.5 6. CocraBneHue JOKyMEHTOB 110 OIlK-4.1 JI1.1 TK3
JUYHOMY COCTaBY OIIK-4.2 JI1.2J12.1
(MHTEepPaKTHBHBIN METOJ: JIE/TOBas OIIK-5.2 J12.2
urpa) (pesroMe, 3asBICHHE, OIIK-5.3 VK- J12.3J13.1
MpHUKa3 10 JIMYHOMY COCTaBy, 43T1IK-4.1 | 312523354
TPYJOBOM JOTOBOp, TPYIOBast 2536 27
KHIDKKA, XapaKTepUCTHKA,
aBroouorpadus) /ITp/
3.6 6. Co3nanue 0a3bl JaHHBIX U OIIK-4.1 JI1.1 TK4
3anpocoB cpezacTBamu Microsoft OIIK-4.2 JI1.2J12.1
Access. (MHTePaKTUBHBII METOJ; OIIK-5.2 J2.2
peleHne CUTYyallnOHHBIX OIIK-5.3 VK- JI2.3J13.1
3amayd) /J1ab/ 43T1IK-4.1 | 51923354
3536 37
3.7 7.JI0KyMeHTBI IO OpraHU3aluH OIIK-4.1 JI1.1 TIK2
3alUThl KOMMEPYECKOM TalfHbI OIIK-4.2 JI1.2J12.1
(mamsiTka pabOTHHUKY OIIK-5.2 J2.2
(cimyxaremy) o cCoXpaHSHUU OIIK-5.3 VK- JI2.3J13.1
KOMMEpUECKOH TaifHbI 43T1IK-4.1 | 31223354
MPEeaNpUsITHS; 0053aTENBCTBO O 2526 27

HepasMIalieHIH KOMMePYecKoil
TaiHs!) /Jlex/




3.8 7. Opranuzanus 3 2 OIIK-4.1 JI1.1 0 TK4

JIOKYMEHTO000pOTa U TEKYIIETO OIIK-4.2 JI1.2J12.1
XpaHEeHUs TOKYMEHTOB (TIOPSIOK OIIK-5.2 J2.2
00pabOTKH MOCTYIAIOMINX U OIIK-5.3 VK- JI2.3J13.1
OTIIPABIISIEMbIX TOKYMEHTOB; 431IK-4.1 | 1223324
TpaBWJIa PETUCTPALIUH U 2536 B7

HMH/IEKCUPOBAaHUS JTOKyMEHTOB;
OpraHu3anys KOHTPOIS 32
UCIIOJTHEHUEM JJOKyMEHTOB;
XpaHEeHHe JOKYMEHTOB,;
HOMEHKIIATypa e,
(hopmHupoBaHue JeN; XpaHEHUe
JIeJT; M3y4CHUE KOMIUIEKCHOM

aBTOMATH3aIUI
nenonpousBocTaa) /p/
39 7. PabGota ¢ TOKyMeHTaMu B 3 2 OIIK-4.1 JI1.1 0 TK4
CHUCTEMaX JJIEKTPOHHOTO OIIK-4.2 JI1.2J12.1
nokymeHToobopoTa 1C OIIK-5.2 J12.2
IpeanpusTre (MHTEPaKTUBHBIN OIIK-5.3 VK- J12.3J13.1
MeTo: paboTa B MaJbIX 4.3 TIK-4.1 D1 5253 D4
rpymmax) /J1a6/ 2536 B7
3.10 N3yueHne TeopeTuaeckoro 3 28 OIIK-4.1 JI1.1 0 IIK2, TK4
MaTrepuaa. OIIK-4.2 JI1.2J12.1
ITonroToBka K MpakTH4eCKHUM OIIK-5.2 J12.2
3aHATHSIM U J1a00paTOPHBIM OIIK-5.3 VK- JI2.3J13.1
paboTam. 43TIK-4.1 | D12233 24
TToaroroska k 3amiure PI'P D25 56 D7
/Cp/
3.11 IToaroroBka k caaue 3a4uéra /3auét/ 3 4 OIIK-4.1 JI1.1 0 HK
OIIK-4.2 JI1.2J12.1
OIIK-5.2 2.2

OIIK-5.3 VK- | JI2.3JI3.1
431IK-4.1 | 12233 54
05056 07

6. ®OH/JI OTEHOYHbIX CPEICTB

6.1. KoHTpOJILHBIE BONPOCHI M 3aJaHUS

Jist KOHTPOJIS yCHEeBaeMOCTHU CTYJICHTOB U Pe3yJIbTaTOB OCBOCHUS AUCIUILUIUHBI «J|OKyMEHTHpPOBaHME yIPaBIEHIECKOH
JeATEIBHOCTH» MPUMEHSSTCS OaITbHO — PEHTHHTOBas CHCTEMa. B crcTeMe OlleHOUHBIX CPECTB UCIIONbB3YIOTCS:

-JUTS KOHTPOJISL OCBOCHHUS TEOPETHIECKUX 3HAHUH B TEUEHUN CEMeCTpa IPOBOAATCS 2 poMekyTodHBIX KoHTpois (I1K 1, ITK 2);
-JUTS OL[CHKH MPaKTUUECKUX 3HAHUI B TEUSHUH ceMecTpa mpoBosTes 4 texymux koHTpos (TK 1, TK 2, TK 3, TK 4).
ConeprkaHue BbIIIEYKa3aHHBIX OLIEHOUHBIX CPEACTB MIPUBOISTCS HUKE

Teopernueckuit marepuan npomexyrounoro kourpos [1K 1:

1. OcHOBHBIE NOHATUS JOKYMEHTHPOBAHHUS YIPAaBICHIECKOH IeATeIbHOCTH.

2. O0mue ¥ criennanbHble QYHKIMN OQUINAIBHBIX JOKyMEHTOB.

3. CocTaB HOPMAaTHBHO-METOIIUECKOH 0a3bl TOKYMEHTAIMOHHOTO 00ECICUCHUS.
4.Yau¢ukanys u CTaHAapTU3aNUS YIPaBICHIECKUX JOKYMEHTOB.

5. Knaccudukarys 10KyMEHTOB.

6. OcopmieHNE PEKBI3UTOB YIPABICHYCCKIX JOKYMEHTOB.

7. BraHK# TOKYMEHTOB M TpeOOBaHHUS K HAM.

8. OdopmieHne B JOKyMEHTax 3HAKOB IPEMMHAHUS U CHUMBOJIOB.

9. Odopmienue mosuei, HyMepaluy CTPaHUL B JOKyMEHTaX.

10.0dopmiieHre maT U Yucen B TOKyMEHTaX.

11. Odopmiierre TabIUI ¥ PUCYHKOB B TOKYMEHTaX.

12. OdopmieHue MmaTeMaTHueCKuX GOpMYJ U €AWMHUIl U3MEPEHHS B JIOKYMEHTAX.
13. KoppekrypHble 3Haki U IIpaBUJla UX IPUMEHEHUSI.

14.0cobenHOCTH OQUIINATHHO-AETOBOTO CTHIIS.

15.Ynorpebnenue MpoNUCHBIX U CTPOUYHBIX OYKB.

16.Haubonee ynorpebisieMble COKpAIICHUS CIIOB.

17.KoppecnonaeH1Ms, CBsI3aHHAs C IPOBEACHUEM IEPUOJUUECKUX MEPOTIPUATUI.
18. Ycras opraHu3anuy, ero peKBU3UTHI U OCHOBHBIE Pa3/eibl TEKCTA.

19. lITaTHOE pacnucaHue, €ro peKBU3HUTHI U OCHOBHBIE CBEJEHUS, COAEPKAIIMUECS B JTaHHOM J10-KyMEHTE.
20. ITonokenue, €ero peKBU3UThL. Buabl M0I0KEHUH.

21. Muctpyxuus. OCHOBHOE Ha3HAUEHHE JAOJKHOCTHOM MHCTPYKIMH, €€ PEKBU3UTHI U OCHOBHBIE PA3/ieNbl TEKCTa
22. YupeAnuTeIbHBII JOTOBOP, €r0 PEKBU3UTHI U OCHOBHBIE Pa3fesbl TEKCTA.




23. Bunsl pacopsAUTEIbHBIX JOKyMEHTOB, UX OCHOBHOE Ha3HAUEHHE.

24. Tlpuxa3, ero peKBU3UTHI 1 OCHOBHBIE YaCTH TEKCTA.

25. PexBU3UTHI yKa3aHUS U LENb U3AaHUS JaHHOTO JJOKYMEHTA.

26. PacniopsbxeHue, ero pekBU3UTHL. Bompockl, 10 KOTOPBIM U34A€TCS PACIOPKEHHUE.

27. Pemienue, ero pekBU3UThl. OpraHsl yIpaBlIeHUs, UMEIOIINE IPAaBO K U3AaHUIO JaHHOTO JOKy-MEHTA.
28. PexBU3MTHI IOCTAHOBIIEHUS U 1I€b U3AaHHA JaHHOTO JOKyMEHTA.

29. Bunsl nHQOPMAIIOHHO-CIIPABOYHBIX JOKYMEHTOB, MX OCHOBHOE Ha3HAYCHHE.

30. ITpoTokoi, ero peKBU3UTHI U OCHOBHBIC YaCTH TEKCTa. BUIBI IPOTOKOIIOB.

31. MoxnagHble 1 00bACHUTENbHbIE 3aIIUCKH, UX PEKBU3UTHI U OCHOBHBIE LI€JIM HATIUCAHUS JaH-HBIX JOKYMEHTOB.
32. TpeGoBaHwms, MpeaBABIAEMbIE K COCTABICHHIO CIIPaBOK. BHUIBI cripaBoK.

33. OcoberHocTH cocTaBneHHs akra. OCHOBHBIE YaCTH TEKCTa. Buab! akToB.

34. TpebGoBaHUsl, IPEAbABISIEMbIE K COCTABICHUIO U OPOPMIICHUIO CITY>KEOHBIX THCEM.

35. Pa3HOBUAHOCTH IHCEM.

Teoperuueckuii MaTepuan mpomexyrouHoro kourposns I1K 2:

. Bunipl 1oKyMeHTOB, OTHOCAIIKECS K JOKYMEHTALUH IO THYHOMY COCTaBY.

. OdopmiieHne puema Ha padory.

. TpeGoBaHus, MpebABIAEMbIE K COAEPKAHUIO X 0(OPMIIEHHIO TPYJOBOTO JJOTOBOPA.
. OdopmiieHre IPUKa30B 0 JIUYHOMY COCTaBY.

. TpeGoBanus, npeabsABIsIEMbIE K COCPIKaHUIO U O(QOPMIICHUIO XapaKTePUCTHKH.

. CocTaBHBIE IEMEHTHI H PEKBH3UTHI aBTOOHOTpadu.

. CocTaB JOKyMEHTOB JIUYHOTO Jefa.

. O61Me mpaBmiIa BeAICHUS U BBIJIAYN TPYJOBBIX KHHKCK.

. OdopmireHre TOKYMEHTOB IIPH IIEPEBOJIE COTPYIHUKA Ha JPYTYIO pabOTy BHYTPH OpTaHU3AIHH.
10 Iopsimok oopmireHHsT JOKyMEHTOB IIPH YBOJIHEHUH COTPYIHUKA.

11. Opranuzanus paboThl ¢ JOKYMEHTaMH.

12. TTopsinok 06pabOTKH ITOCTYIAIOIINX U OTIPABIISIEMBIX JOKyMCHTOB.

13. Iopsimok 00pabOTKH OTHPABISAEMBIX JOKyMEHTOB.

14. ITopsanok 06paboTKH BHYTPEHHUX JOKYMEHTOB.

15. Peructpanusi JOKyMEHTOB.

16. Opranuzanus KOHTPOJIS 32 UCIIOJIHEHUEM JIOKYMEHTOB.

17. XpaneHue JOKYMEHTOB.

18. CocTaBneHre HOMEHKIATYPBI A€ OpraHU3aIHH.

19. Oprauuzauus paboTsl ¢ JOKYMEHTaMH, COACPKAIUMH KOH(HUICHINAIbHBIC CBEJCHHUS.
20. CBenieHus1, OTHOCSINUECS K KOMMEPYECKOH TalHe.

21. 3amuTa JOKyMEHTOB, COEPKAIMINX KOMMEPUECKYIO TalHY.

22. YHUUYTOXXEHHUE JIOKYMEHTOB.

23. TloHsITHE 3IEKTPOHHOIO JOKYMEHTA €T0 NPEUMYILECTBA U HEJOCTATKH.

24. CocraBiieHHE JOKYMEHTOB.

25. ABTOMaTH3UpOBaHHAs MPoLEeaAypa paboThl ¢ JOKYMEHTaMU.

26. DNeKTpOHHbBIC OUCHBIC CUCTEMBI.

27. XpaHeHue JOKYMEHTOB B DJIEKTPOHHOU (opme.

O 003N DNk~ W —

Bompock! 1)1 IpoBeIcHHsT UTOTOBO# aTTecTaruu B popme 3auérta (MK):

1. OcHOBHBIE IOHATUS TOKyMEHTUPOBAHUS YIPABICHYECKON NEATEIbHOCTH.

2. Obume u crienuanbHble QyHKIUN OpUIHATBHBIX JOKYMEHTOB.

3. CocTaB HOPMAaTUBHO-METOIMYECKOM 0a3bl TOKYMEHTAIMOHHOTO 00ECIICYCHUS.
4.Yauukanys u CTaHAapTH3aNNS YIPABICHIECKUX TIOKYMEHTOB.

5. Knaccuduxanust JOKyMEHTOB.

6. OcopmiieHHE PEKBI3UTOB YIPABICHYCCKIX JOKYMEHTOB.

7. BriaHK# TOKYMEHTOB M TpeOOBaHHUS K HAM.

8. OdopmieHue B TOKyMEHTaX 3HAKOB [IPEIMHAHUS X CHMBOJIOB.

9. OdopmineHnue nonen, HyMepaluu CTPaHul B JOKyMEHTaXx.

10.0opmiieHrE AT U YUCEN B TOKyMEHTaX.

11. Odopmitenne TabIWIl U PUCYHKOB B JJOKYMEHTAX.

12. OdopmiieHre MaTeMaTH4eCKuX (GOpMyNI M eIUHUI] U3MEPEHUS B JOKyMEHTaX.
13. KoppekrypHble 3HaKu 1 TIPaBUJIa UX MPUMEHEHHUS.

14.0cob6eHHOCTH 0(UITATHEHO-IEIIOBOTO CTHIIS.

15.YnoTpebieHne MPONHUCHBIX U CTPOYHBIX OYKB.

16.Haunbonee ynorpebiisieMble COKpaIleHHs CIIOB.

17.KoppecnonaeH11s, CBsI3aHHAs C IPOBEACHUEM EPUOIUUECKUX MEPOTIPUATHI.
18. YcraB opranuzanuu, €ro peKBU3UTHI U OCHOBHBIE Pa3/eiibl TEKCTA.

19. HlItaTHOE pacnucaHUe, €ro PEeKBH3UTHI M OCHOBHBIE CBEJCHUS, COAEPKAIIUECS B JaHHOM JTOKyMEHTE.
20. TTonoxeHue, ero peKBU3UTHI. BUIBI MONTOKEHHIA.

21. UuacTpyxims. OCHOBHOE Ha3HAYEHHE TOJDKHOCTHON HHCTPYKINH, €€ PEKBU3UTHI 1 OCHOBHBIE Pa3/ieibl TEKCTa
22. YupeauTenbHblil 1OTOBOP, €T0 PEKBU3UTHI U OCHOBHBIE Pa3/eilbl TEKCTA.

23. Buasl pacnopsiiuTeNbHBIX TOKYMEHTOB, MX OCHOBHOE Ha3HAUYEHHE.




24. Tlpuxa3, ero peKBU3UTH K OCHOBHBIE YaCTH TEKCTA.

25. PexBU3HUTHI YKa3aHUs U LIeNb U3JaHUS JAHHOTO JOKYMEHTA.

26. PacniopsbxeHue, ero peKBH3HUTHL. BOPOCH!, 0 KOTOPBEIM H3aeTCs PACTIOPSIKEHHE.

27. Pemenne, ero pekBU3UTEL. OpraHbl yIPaBICHNS, UMEIOMIKE IPABO K U3TAHUIO JAHHOTO JOKyMEHTA.
28. PexBU3HUTHI TOCTAHOBIICHUS U II€Tb U3AaHNUA JaHHOTO JJOKYMEHTA.

29. Buzsl nHGOPMaLMOHHO-CIIPABOYHBIX JOKYMEHTOB, UX OCHOBHOE Ha3HAUCHUE.

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

31. MoxnagHble H 00BbACHUTEIBHbIC 3aIIMCKH, UX PEKBU3UTHI U OCHOBHBIC LIEJIM HATINCAHUS JAHHBIX JTOKyMEHTOB.
32. Tpe©oBanusi, NpeabIBIIEMbIE K COCTABICHUIO CIIPABOK. BUbI ClIpaBOK.

33. OcobenHOCTH cocTaBieHH akTa. OCHOBHBIC YaCTH TeKCTa. BUabI akToOB.

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

36. Buzibl JOKyMEHTOB, OTHOCSAIIMECS K JOKYMEHTALUH 1O INYHOMY COCTaBY.

37. Odbopmiienue mpuema Ha padoTy.

38. TpeboBaHus, IpeABIBIAEMbIE K COAESPKAHUIO U 0(OPMIICHHIO TPYIOBOTO JOTOBOPA.
39. OdopmiteHre MPHUKA30B MO JTUIYHOMY COCTABY.

40. TpeOoBaHUs, IPEIBABIIEMBIC K COCPIKAHNUIO H OYOPMIICHUIO XapaKTEePUCTHKH.

41. CocTaBHBIE 3JIEMEHTHI M PEKBH3HUTHI aBTOOHOTpaduu.

42. CocTtaB JOKyMEHTOB JINYHOTO JAeja.

43. O0mume npaBuiIa BEACHUS U BBIIAYN TPYJOBBIX KHIDKEK.

44. OdopmiteHHre TOKyMEHTOB IIPH IIEPEBOJIE COTPYAHUKA HA IPYTYI0 pabOTy BHYTPH OpPTraHU3alNH.
45. Iopsmok opopmileHHsI JOKyMEHTOB IIPH YBOJIBHEHUH COTPYJHUKA.

46. Opranu3zanusi paboThl ¢ JOKyMEHTaMHU.

47. Tlopsmok 00pabOTKH MOCTYNAOIIUX U OTIPABISIEMbIX TOKYMEHTOB.

48. Iopsimox 00pabOTK! OTIPABIIAEMbIX JOKYMEHTOB.

49 ITopsinox 06pabOTKU BHYTPEHHHUX JJOKYMEHTOB.

50.Peructpanusi 10KyMEHTOB.

51.0Opranuzanust KOHTPOJIS 32 UCTIOTHEHUEM JJOKYMEHTOB.

52.XpaHeHHEe TOKyMEHTOB.

53.CocraBieHue HOMEHKIATYPBI A€ OPraHU3aluy.

54.0pranuzanus paboThI ¢ JOKYMEHTaMH, COJCPKANTIMMU KOH(PHUICHIIHATBHBIC CBSICHHSI.
55.CBenieHus1, OTHOCSIIUECS K KOMMEPUECKOH TalHe.

56.3amuTa JOKYMEHTOB, COJICPKALIMX KOMMEPUYECKYIO TalfHYy.

57.YHAUYTOXKEHHE TOKYMEHTOB.

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

60.ABTOMaTH3MPOBaHHAs IPOLIEAYPa PaOOTHI C JOKyMEHTaMH.

61.OnexTpoHHbBIC OQUCHBIE CHCTEMBI.

62.XpaHeHne TOKyMEHTOB B 3JICKTPOHHOH (hopme.

Conepxanue mnpaxrudeckux 3ananuii (TK1-TK4)

1.CocraBuTh IpHKa3 00 yTBEPKICHUN HHCTPYKIHH TI0 JIETIONPON3BOJICTBY Ha 3aBOJie. B KOHCTaTHpPYIOIIEeH 9acTn ykas3aTh, 9To B
COOTBETCTBUHM ¢ THUIIOBOM MHCTPYKIMEH 110 IEIONPOU3BOACTBY B MUHUCTEPCTBAX, BenqoMcTBax Poccuiickoil @enepanuy,
yTBep K IEHHOM pacniopspkenueM IIpaButenscra Poccuiickoit denepauuu ot 00.00.20 1. Ne 00 mpencenarenem Komurera mo
nenam apxuBoB npu [IpaButensctee PO OUO kaHmenspueit 3aBoa pa3paboTaHbl HOPSIOK IPOXOXKICHHS TOKyMEHTOB U
CTaHAAPTHI Ha OPraHU3aHOHHO-PACTIOPAAUTEIBHYIO JOKYMEHTAINIO. B pacnopsaauTensHON 9acTH yTBEPAUTS HHCTPYKIHIO U
HOPYYUTH 3aBeyIollel KaHIensIpuel 06ecnednTh MEeTOJUUECKOe PYKOBOJCTBO OpPraHU3alueH AeNONPON3BOACTBA Ha IPEIIPUSITHH
U yCTaHOBHUTH KOHTPOJIb 3a COOMI0OACHNEM TPEOOBAHUI HHCTPYKLHH.

2.CocTaBHTh IIPUKA3 IO 3aBOAY 00 YCTAHOBICHUH SAWHOTO PeXXUMa pabOTHI IEHTPANBHBIX CKIa0B. B KoHCTaTHpYIOIEH YacTn
OTMETHUTD, YTO OTITYCK I[€XaM MaTepPHAaIOB CO CKIAZ0B MPEANPUATHS B TeUCHHE pabodero qHsA HapyIlaeT HOPMAIbHYIO PaboTy
CKJIaJICKOTO ammapara. B pacropsiiutensHoil 4acT yka3aTh KOHKPETHBIE Yachl OTIyCKa MaTepHalIoB CO CKIaJ0B, Ha3BaTh
KOHKPETHBIX JJOJDKHOCTHBIX JIHII, KOTOPBIE OTBEYAIOT 32 MEPEBOJI CKIIAI0B Ha Ooiiee palMoHaIbHEIH pekKuM padboTel. OcTaabHEIe
MYHKTHI B PACHOPSIIUTEILHOM YaCTH M APYTHE PEKBU3UTHI YKa3aTh CAMOCTOSTEIIBHO.

3.CocTaBuTh NpHKa3 o npeanpusatuio "Temn" 06 uTorax peBU3uM o mpoBepke GprHaHcOBOro 0TuéTa. B KOHCTaTHpYyIOLIEeH YacTH
yKa3aTh, 4TO PeBU3HEH 0OHapYXEHbI (haKThI TPyOOro HapyIIeHUs (PMHAHCOBOTO yuETa, IIOJHOE OTCYTCTBHE Y4ETAa M OTYETHOCTH IO
KOMaHIMPOBKAM, OTCYTCTBHE KypHaJa y4éTa JOBEpPEHHOCTEH.

4.Hanucats npuka3 JUPEeKTOpa 3aBojia TOUHOTO MAMIMHOCTPOCHHUS O IPEMUPOBAHUU PaOOTHUKOB IIIIAHOBO-IKOHOMUYECKOTO OT/eNa
3a JIOCPOYHYIO pa3paboTKy OuzHec-muiana. [Ipemust Beiaéres u3 GoHa MaTepHalIbHOTO HOOIIpeHus B pazmepe 50 % MecsaHoro
owntana. /lpyrue TaHHBIC B TEKCTE M PEKBH3UTHI YKAa3aTh CAMOCTOSTEIBHO.

5.Hammcats npuka3 mo OAO "Candup" 06 uTorax foKyMeHTanbsHOH peBn3un padoTs! npeanpusatus ¢ 01.02.20 . mo 01.09.20 r. B
aKTe PEeBU3MH 3a(UKCUPOBAHBI CIEAYIOIINE HEJOCTATKU: HE YIOPSA0UEH YUET IMUHOTO COCTaBa, HekoTopele aena UTP naxomstes
B 3allyLIEHHOM COCTOSIHHMH; Y 3aBeAyIolIero ckiaaoM Meramios Ilerposa JIL.H. oka3anuce n3numku auctoBoi ctanu (320 kr) u
HeJ0CTa4ya CTanbHOH JeHTH! (185 Kr); nomyckaeTcss HEOOOCHOBaHHOE CIMCaHNE YITAKOBOYHOW OyMaru, TBO3/IeH 1 3allacHBIX JacTer
JUISL peMOHTa 000pYI0BAaHUS; B MEXaHUYECKOM I[eXe JOIMYIIIeH Mepepacxo ] MPHIIos B koaudecTse 60 KT; 3aBeAYIONIIM CKIaICKIM
xo3stiicTBoM I1.M. JIoMOBBIM HECBOEBPEMEHHO OTTPYKEHa IOCTABLIMKAM BO3BpATHAs Tapa, 3a YTO 3aBOJOM yIUlaueH mrpad B
cymme 15 TeIc. py0. [Ipyrue peKBU3HTH yKa3aTh CAMOCTOSTEIBHO.

6.CocTaBUTh NPHUKA3 IO CTPOUTENILHOU Opranu3anuu "I'opu30HT" 0 HENIPABUIBHOM UCIOJIb30BAHUH CTPOUTENBHBIX OTX010B. B
BBOJIHOM 4acTH yKa3aTh, 4TO IPH MPOBEPKEe pabOTHI CKIIaja MAIOMATEPUAIOB YCTAHOBIECHBI (DAKTHI OTIYCKA B KOTENBHYIO IS




COKUTaHUS OTXOJI0B MUJIOMATepHAaIOB UIMHOM cBbImIe 20 cM. B 3aKIrounTeNbHOM YacTH ClleLyeT NPeaIoKUTh 3aBeIy0IeMy
CKJIaI0M OPraHU30BaTh PaboTy 110 peayu3alii OTXO/I0B YaCTHBIM JIHIAM.

7.CocraBuTh IprKa3 00 utorax padoTsl ¢ fokyMmeHTamu B 20 1. B OAO "Crannunuk". B KOHCTaTHpYIOIIEH 9acTH yka3aTh Ha
HI3KYI0 TpeOOBaTeIbHOCTh PYKOBOAMUTENCH TOAPA3AeTICHIH K KaUeCTBY HOATOTOBKU M KOHTPOJIS 33 UX UCIIOTHEHHEM. B
pacnopsaauTeNsHOM YacTH 0OpaTUTh BHUMaHUE PYKOBOAMTENEH Ha MOBBILICHNE TPeOOBATEIFHOCTH K paOOTHHKAM B 4aCTH PabOTHI ¢
JOKyMeHTaMH. JlaTh 3a1aHKe COTPYAHUKY, OTBEYAIOIIEMY 3a AEIOINPOU3BOCTBO, Pa3padoTaTh MEPHI 10 YITyUIIEHHIO 3TOH paboTHI.
8.CocTaBUTh KPaTKHA TIPOTOKOJI IIPONU3BOCTBEHHOTO COBEIIaHNS paOOTHUKOB INIAHOBO-IKOHOMHYECKOTO OT/IelIa 3aBOJia
MeJIpenapaToB, Ha KOTOPOM ObLI pacCMOTPEH BOIIPOC O JOCPOUHOI! pa3paboTke OusHec-mnaHa Ha 20 1. [Tocne obcyxnenus
HPOU3BOJICTBEHHOE COBEIIAHNE NPHHSIIO pellIeHHe pa3paboTaTh OM3HEC-IUIaH Ha TPU JIHS PaHbIIE YCTAHOBICHHOIO CPOKa.
OcraypHBIe JaHHBIE YKa3aTh CAMOCTOSTEIBHO.

9.CocTaBuUTh KpaTKUH MPOTOKONI 00IIEero coOpaHus pabounx o0IIecTBa ¢ OTpaHHYCHHON 0TBeTCTBeHHOCTHIO "FOrcTpoit', Ha
KOTOPOM 00Cy’KAaeTcsl BOIPOC O CO3JaHUU IeXa CTPOUTENBHBIX MaT€PUAIIOB JUI CTPOUTENBCTBA KIIBIX ToMOB. Ha coGpanun
0Obl1a 3acimynaHa HHPOPMaIHs MPEeACeIaTeNs O BO3MOKHOCTH CO3/IaHUsI TAKOTO 1ie€Xa M IEPCIEeKTUBax ero paboTel. bbuto npunsaTo
pelIeHne NOpyIUTh IPEACEATEIIO U eT0 3aMECTUTEINIO TI0 CTPOUTENBCTBY B TeUEHHE 6 MECSIIEB pa3BepHYTh paboTy U BEI-ACIUTH
JUIS OTUX 1eneit 3 MiH. pyo.

10.CocraBuUTb IPOTOKOI 3acelaHHsl MHBEHTApU3allMOHHOM KOMICCHH 3aBO/Ia Ta30BOM alMapaTryphl, HA KOTOPOM paccMaTpHUBaJICs
BOITPOC O Pe3yJIbTaTaX MHBEHTapH3alNH Mo cKramy Ne 7 BCrioMoraTenbHBIX MaTepranoB. Ha 3acemannu ObUIO IPUHATO
MIOCTAaHOBJICHHE 00 yTBEP)KICHUH Pe3yIbTaTOB HHBCHTAPH3ALUH 1 OTHECEHHUH 3a CUET 3aBEAYyIOIIEro CKIa0M HEAOCTaul
BCIIOMOTATENbHBIX MAaTEPHaIOB B cyMMe 365 ThIC. py0., a Taloke 3aUUTaHbl CIIMYUTEIbHAS BEIOMOCTD 1O cKiaxy Ne 2 u
0OBSICHUTEIbHAS 3aIIMCKa 3aBeyromero ckiasoM. OcTanbHble JaHHBIE ONPEIEIUTD 110 CBOEMY YCMOTPEHUIO.

11.CocTaBuTh TOKIAAHYIO 3aIMUCKY TIIABHOTO OyXranTepa JUpeKTopy 00 uTorax paboThl IO MEHTPATU3AINH PACIETOB ¢ pabOINMHU
u cnyxamumu Ha Bl 3aBoga. [lenTpanu3amnms pacuéToB gana BO3MOXKHOCTh IEPEBECTH Ha APYTYIO PabOTy MATh OyXraaTepos
[IEXOB, YMCHBIIUTh OLIMOKK B pacuérax ¢ pabouMMH U CIIYKaIlMMH. Y CHIINTh KOHTPOJIb 33 pacXofoBaHHeM (OHIOB 3apabOTHON
IaThl. B 3awmodeHnn HeoOX0MMO TIOCTaBUTE BOIIPOC O MPEMHUPOBAHNH pabOTHHKOB Oyxrantepnn u BLI, o6ecrieunBaromux
Hepexo/l Ha IEHTPAH30BaHHBIN pacdéT 3apaboTHOM IIaTHI 10 3aBoxy. OcTalbHbIE JaHHBIE YKa3aTh CAMOCTOSATEIIBHO.
12.CocTaBuTh HOKIAHYIO 3aIIUCKY CeKpeTaps-pedepeHTa pyKOBOIUTEIIO NpeanpusaTst 06 yrepe paboTHukoM AHznpeeBbiM B.I.,
MHChbMa-3apoca, OCTYNUBILIETO B aApeC NPEANPHUATH ABa Mecsla Ha3al.

13.CocraButb u opopmuts paxc pupmsl "SaTaps” HoBocubupckomy npeamnpustuio "PoccTpoit” 0 MOTHOM 0TKa3e OT OIUIATHI 32
HOCTYNHUBIIYO IPOAYKIUIO B CBSI3H C TE€M, YTO 3Ta MPOTYyKIMs He OblIa 3akazaHa. OcTalabHbIE PEKBU3UTHI yKa3aTh CAMOCTOSTENBHO.
14.CocTaBuUTh JOKIAIHYIO 3aIIMCKy HaYaJIbHUKA OT/iE1a PYKOBOIUTEIIO IPEIIPUATHS O (haKTe He-BBIIOJIHEHHS PACIIOPSIKEHUS O
MOHTaXKe 000py/IOBaHMS Ha YIaCTKe 10 IPHYMHE CIa00ro KOHTPOJIS CO CTOPOHBI IITAaBHOTO TEXHHUKA.

15.CocraBuTh JOKIAAHYIO 3aIMCKy O MPUYNHAX HECBOCBPEMEHHOCTH IIPEACTABICHUS HH(GOPMALIUH O BEIOIHCHHUH ITPHKa3a
Jqupexropa. OcTanbHble PEKBU3HUTHI YKa3aTh CAMOCTOSITENIBHO.

16.CocTaBuUTh DOKIAAHYIO 3aIMCKy IJIABHOTO OyXranrepa pyKOBOAUTEIIO MPEIIPHUATHS O HEOOXOAUMOCTH LEHTPATH3auN
pac4éToB ¢ pabOTHHUKAMH NpeANpUATHS. B 00s13aHHOCTH OTYETHBIX paOOTHHKOB IIEXOB TOJDKHO BXOAWTH JIUIIB O(OpPMIIEHNE
HEepPBUYHBIX JOKYMEHTOB IO Y4ETY BBIpaOOTKH. B moknanHO# 3amicke HEOOX0IUMO MOAATh MPETIOKEHHE O IIepecMOTpe MITaTOB
OT4ETHBIX PAaOOTHHKOB B LI€XaX M INIABHOI OyXrantepuu u3 pacuéra oOILIero COKpalieH s TaToB He MeHee yeM Ha 20 %.
17.CocTaBuTh NOKIATHYIO 3aITUCKy HaYaIbHUKA TNIAHOBO-IKOHOMUYECKOTO OT/IeIa PYKOBOANUTEIIO MIPEATIPUATHS 00 00eciedeHnI
OTZEeNa YeTHIPhMS KoMIbloTepaMu. OcTabHBIe PEKBU3HUTHI YKa3aTh CAMOCTOSATEIIBHO.

18.CocTaBuTh OOBIACHUTEIBHYIO 3aIIMCKY 1O (PaKTy OTCYTCTBUS Ha paboueM MecTe coTpyaHuka Msa-HoBa I'.1. ¢ 8 wacos g0 12
yacos 12.04.20 r.

19.CocraButs crpaBky o ToM, 9to Aradoros H.K. sBisercs ctynenTom 3-To Kypca (akyIbpTeTa MEHEIKMEHTa 1 SKOHOMHKH. (
20.CocTaBHTh NIPHKa3 IO 3aBOAY 00 YCTaHOBIEHHHU €HHOTO PEKHMa pabOTHI IEHTPATBHBIX CKIAN0B. B KoHCTaTHpyoImel yacTu
OTMETUTH, YTO OTITYCK L[€XaM MaTepHalIoB CO CKIaZ0B MPEANPUATHS B TeUeHHEe pabodero qHs HapyllaeT HOPMAIbHYIO paboTy
CKJIJICKOTO afmapara. B pacropsiiuTensHO 9acT yKka3aTh KOHKPETHBIC Yachl OTITYCKa MaTepPHAIOB CO CKIAJI0B, Ha3BATh
KOHKPETHBIX JJOJDKHOCTHBIX JIHI[, KOTOPEIE OTBEYAIOT 3a MEPEeBOJ CKIANI0B Ha Oolee panloHaIbHBINH peskuM paboTel. OcTanbHbIE
MYHKTBI B PACHOPAIUTENILHOM 9acTH U APYTUe PEKBU3UTHI YKa3aTh CAMOCTOATEIBHO.

21.CocTtaBUTh NpHKa3 MO MPeanpuATHIO "3aps" 00 UTorax peBU3nH Mo mpoBepke puHaHCcoBOro oTuéTa. B KOHCTaTHpYyIOIIEeH YacTn
yKa3aTh, YTO PEBU3NEH 0OHAPYKEHBI (DaKTHI TPyOOT0 HapyIIeHHS (PHHAHCOBOTO YIETa, TIOJIHOE OTCYTCTBHE Y4ETa M OTYETHOCTH 110
KOMaH/IMPOBKAM, OTCYTCTBHE >KypHaJla y4éTa JJOBEPEHHOCTEH.

22.Hanucate npuka3 JUPEKTOpa 3aBojia TOUHOTO MAIMHOCTPOSHHUS O IPEMUPOBAHUU PAOOTHUKOB MJIaHOBO-?KOHOMHUYECKOTO
OTJIeNIa 32 TOCPOUHYIO pa3paboTKy OusHec-tutaHa. [Ipemus BeiaaéTcs u3 HoHIa MaTepUATLHOTO MOOIIpeHus B pazMepe 50 %
MECSYHOTO OKIaja. J[pyrie naHHbBIEC B TEKCTE M PEKBH3HUTHI YKa3aTh CAMOCTOSATEIBHO.

23.Hamnucatb npuka3 no OAO "Oxeug" 06 utorax JOKyMEHTaIbHOU peBu3uu padboTsl npeanpustus ¢ 01.02.20  no 01.09.20 B
aKTe PEeBU3UH 3a(pUKCHPOBAHBI CIIEAYIONINE HEIOCTATKH: HE YIIOPSJOUeH YUET JIMYHOTO cocTaBa, HeKoTopsle nena TP naxoxsates
B 3aIyIIICHHOM COCTOSIHUH; y 3aBeqytoniero ckiaanoM metamios [letposa JI.H. oka3zanuch u3numky JimctoBoi craim (320 xr) u
HeJ0CTa4ya CTanbHOM JeHTH! (185 Kr); qomyckaeTcss HeOOOCHOBAHHOE CIMCaHNE YIIAKOBOYHOM OyMaru, TBO3/eH 1 3alacHBIX YacTel
JUIsl peMOHTa 000pYI0BaHHsI; B MEXaHUYECKOM IIeXe JIOMYIIEH MepepacXo MpUIos B koaudecTse 60 Kr; 3aBeAyIOLIMM CKIaACKIM
xo3stiicTBoM [1.11. SIkoBIIEBEIM HECBOEBPEMEHHO OTTPY KEHA MOCTABIIIMKAM BO3BpaTHAS Tapa, 3a YTO 3aBOJIOM YIUIaueH MmTpad B
cymme 15 Toic. py6. [pyrie peKBU3UTHI YKa3aTh CaMOCTOSTENBHO.

24.CocTaBUTb NpHUKa3 MO CTPOUTENBbHOM opranu3anuu "['Opu30HT" 0 HEMPABUILHOM HCIIOIB30BAHUU CTPOUTEIBHBIX OTX0A0B. B
BBOJIHOH 4acTH yKa3aTh, YTO P NPOBEPKE PabOTHI CKiIa/la MUIOMATEPUAIOB YCTaHOBICHBI (DAKTHI OTIYCKa B KOTEIBHYIO [T
CKUTaHUS OTXO/I0B MIJIOMATEPHANIOB JITMHOMU cBbIe 20 cM. B 3aKmiounTensHOM YacTu CiielyeT MpeaioKuTh 3aBeAY0IeEMY
CKJIaJJOM OpTaHU30BaTh PabOTy IO peann3aluy OTXOI0B YACTHBIM JIHILIAM.

25.CocraButh npuka3 06 utorax pabotsl ¢ fokymeHntamu B 20 1. B OAO "Benepuuku". B koHCcTaTHpYIOLIeH YacTH yKa3aTh Ha
HIBKYI0 TPeOOBaTEILHOCTh PYKOBOANTENCH TTOIPA3IeTICHNI K KaUeCTBY OATOTOBKU M KOHTPOJIS 33 UX UCIIONTHEHHEM. B
PacHopSaUTENIFHON YacTH 0OpaTUTh BHUMAaHNE PYKOBOAMTENICH Ha TOBBIICHNE TPEOOBATEIIFHOCTH K paOOTHHKAM B 4acTH PabOTHI ¢
JokyMeHTaMu. J[aTh 3a7jaHie COTPYIHUKY, OTBEUAIONIEMY 3a JeIONPOU3BOACTBO, Pa3paboTaTh MEPHI 10 YIIYUIIEHUIO 3TOIl paboThI.




26.CocTaBHUTh KPaTKUI IPOTOKOI MIPOU3BOACTBEHHOTO COBEILIAHUS PAOOTHUKOB ILITAHOBO-3KOHOMHUUYECKOTO OT/ea 3aBOAA
MEJIpenapaToB, HA KOTOPOM ObLI PACCMOTPEH BOIIPOC O JOCPOUHOH pa3paboTke OusHec-ruana Ha 20 1. [Tocie obcyxaeHns
MPOU3BOJICTBEHHOE COBEIIAHNE MPHHSIIO PELICHHE pa3paboTaTs OM3HEC-TIIaH Ha TPH JHS PaHbIIE YCTAHOBICHHOTO CPOKA.
OcraspHble JaHHBIE YKa3aTh CAMOCTOSTENEHO.

27.CocTaBUTb KpaTKUil MPOTOKOJ 001Iero codpanus paboyux odiiecTa ¢ OrpaHMueHHON oTBeTcTBeHHOCTHIO "FOrerpoit", Ha
KOTOPOM 00CyX/aeTcsi BOIIPOC O CO3JaHUN IeXa CTPOUTEIBHBIX MaTEPHANIOB JUIsl CTPOUTEINIBCTBA JKIIIBIX 1oMOB. Ha coOpannu
Obl1a 3aciTynIaHa HHGOPMAIHS MPEACEIATENS O BO3ZMOKHOCTH CO3/IaHHUsI TAKOTO Iie€Xa M IEPCIEKTHUBaX ero paboTel. beuo npunaTo
pelIeHne TOPyYUTh PEACEATeNI0 U eT0 3aMECTUTENIO IO CTPOUTENILCTBY B TeUeHHE 6 MECSIEB pa3BepHyTh pabOTy U BEI-AEIUTH
JUISL 3TUX 1enteit 3 MiH. pyo.

28.CocTaBHUTh IPOTOKOJ 3aCeIaHNsI HHBEHTapH3aHOHHON KOMICCHH 3aBO/Ia Ta30BOH aIlapaTyphl, Ha KOTOPOM paccMaTpHBAJICS
BOIIPOC O Pe3yIbTaTaX HHBEHTapU3alUH Mo ckraxy Ne 7 BCIIOMOraTeNIbHBIX MaTepranos. Ha 3acemannu ObLIO IPUHATO
NOCTaHOBJIEHHE 00 YTBEPIKICHUH PE3YJIbTATOB MHBEHTAPHU3AIMY U OTHECEHHH 3a CYET 3aBEIYIOIIETO CKIaJ0M HEl0CTaun
BCIIOMOTaTEJILHBIX MATEPHAJIOB B CyMMe 365 ThIC. pyO0., a TakKe 3a4UTaHbl CIIMYUTENbHAS BEIOMOCTb 0 cKiagy Ne 2 u
0OBSCHUTENBHAS 3aIICKa 3aBeyomero cxiagoM. OcTanbHbIe JaHHBIE ONPEIETIHUTH II0 CBOEMY YCMOTPEHUIO.

29.CocTaBHUTh JOKIAAHYIO 3alIUCKy ITTaBHOTO OyXraaTepa AUPeKTopy 00 UTOorax paboThl O LHEHTPATH3AHH PAacUETOB C PabOIUMH
u ciryxamumMu Ha Bl 3aBona. Llentpanusamnus pacuéToB aja BO3MOXKHOCTB IIEPEBECTH Ha IPYTyI0 pabOTy MATH OyXranrepos
[[EXOB, YMCHBIINTH OITHOKN B Pacu&Tax ¢ pabOuNMH ¥ CITyKaITUMH. Y CHUINTh KOHTPOJIb 33 PacXof0BaHHEM (OHIOB 3apaboTHOI
wIaThl. B 3axmodeHnn HeoOX0MMO TIOCTaBUTh BOIIPOC O MPEMHUPOBAaHUH pabOTHHKOB Oyxrantepnu u B, o6ecrieunBaromux
Hepexo Ha LEHTPATM30BaHHBIN pacuéT 3apaboTHOI IaTsl 1o 3aBoxy. OcraibHble JaHHBIC yKa3aTh CAMOCTOSATEIBHO.

30. CocTaBUTh TOKIANHYIO 3aIUCKy CEeKpeTapsi-pedepeHTa pyKOBOJHUTEIIO MpeAnpHaTHs o0 yrepe pabOoTHUKOM 3yeBbIM
B.I'., mrcpMa-3anpoca, MOCTYNHBIIETO B apec MPEANIPUATHS [Ba MecAIa Ha3al.

JUist KOHTPOJIS yCIIEeBaeMOCTH 00YJarOIIUXCS U OLEHKH Pe3yIbTaTOB OCBOCHUS MUCHUILIHHBI IPUMEHSACTCS OaIIbHO-PEHTHHTOBAS
cucrema, pa3paboTaHHas B cOOTBeTCTBHH ¢ [lonoskeHneM o Tekyuieit arrectanuu odydaromuxcst B HUMU Jlonckoii TAY.
[TpomexxyTo4Hast aTTECTALMs CTYICHTaMH O4HOM (hopMBbI 00ydeHHs BKIIoUaroleil B ce0s mpo-Beaenue texymero (TK),
npomexxyrogroro (I1K) n nurorosoro (VK) KOHTpOIS 10 AWCIMILIHHE.

Texymuit kouTpoias (TK) ocymiecTisieTcs B TeUEHHE CeMeCTpa U MPOBOAUTCS 110 Ta00PaTOPHBIM paboTaM M MPaKTHUECKUM
3aHATHSM, a TaloKe TI0 BUIAM CaMOCTOSATENbHOM paboThl cTyaeH-ToB (PI'P). ®opmamu TK sBasioTCs: 0OTYET MO TaOOpPaTOPHOI
paboTe; 3amuTa pacdeTHO-TpaguIecKoil padOTHI; KOHTPOJIBHAS PaboTa 0 MPAKTHICCKAM 3aJaHUsAM | IS CTY/ICHTOB 3a0YHOM
(hopMEL.

B teuenue cemectpa mpoBozsTes 2 mpomexyTounsix kKontpos (I1IK1, ITK2). B xone npomesxxyTounoro konTpods (I1K)
MPOBEPAIOTCS TEOPETUUECKUE 3HAHMS. [IaHHBII KOHTPONb MPOBOJAMUTCS MO pasAenaM (MOAYIsM) TUCUUILIMHEL 2 pa3a B TeUEHHUE
ceMecTpa B YCTaHOBIIEHHOE paboueii mporpamMmoii BpeMst. DopMaMu KOHTPOJIS SIBISIOTCS KOJUIOKBUYM, KOHTPOJIbHBIE PaOOTHI.
HUroroseiii koHTpOJb (MK) — 9T0 3a4€T O AMCIMIUIMHE B LIETOM.

6.2. Tembl NUCEMEHHBIX padoT

PacueTHO-rpaduueckas paboTa CTYJICHTOB OYHON (OPMBI 00yUEHHS

PacuerHo-rpadudeckas pabora Ha TeMy «J]okyMeHTannoHHOE oOecIieueHre YIpaBICHHUs OpraHn3aliein» HMeeT HeNbio
3aKpEeIICHUS TEOPETHUECKIX 3HAHUH M0 COCTaBIICHUIO B O()OPMIICHHIO JOKY-MEHTOB YIIPaBJICHUECKOH JiesiTeibHoCTH. B 3amaun
PI'P Bxoaur:

1.CocrapneHue U oopMIICHHE OCHOBHBIX BHJIOB YIPaBJICHYCCKOH JOKYMEHTALIUH.

2. CocraBnenue u oopmieHne J0KyMeHToB ¢ omonibio 11K, mpu ncrons3oBanmy nakera aBromartnsanun Microsoft Office.

CTpyKTypa NOSCHUTEJILHON 3aIlMCKH pacdeTHO-Tpaduueckoil padboTs
U €e OPUCHTHPOBOYHEIH 00BEM
Beenenwue (1 c.)
1.CocraBnenue u opopmiIeHHEe OCHOBHBIX BUIOB yIpaBieHuYeckoi fokymenTamuu: (8 -10 c.)
1.1 OpraHu3aioHHBIX TOKYMEHTOB;
1.2 PaciopsquTeNnbHBIX JOKYMEHTOB;
1.3 NadopMamOHHO-CIIPABOYHBIX JOKYMEHTOB;
1.4 JIoKyMEHTOB 10 JINYHOMY COCTaBy.
2. CocraBienue u oopmieHne JOKyMeHTOB ¢ romonipio I1K, mpu nemons3oBanny makera aBTomarmsanui Microsoft Office: (4 c.)
2.1 Co3nanue 1 0hopMIICHHE JOKyMEHTA YIPABICHIESCKON AEATEIBHOCTH C IOMOIIBIO cucTeMsl Microsoft Word,
2.2 Coznanue u opopMIIeHHE AUAarPaMMBI K JIEJIOBOMY MTUCbMY ¢ IOMoIIbIo cucteMbl Microsoft Ex-cel;
2.3 Cozpnanue u oopMiIeHHE NPE3SHTAMN HOBOI NpoayKiuu (YCIyr) ¢ nomouipto cucteMsl Micro-soft Power Point.
Saxmrouenwe. (1 c.)

PacueTHO-rpaduueckas padoTta Ha TeMy «J]OKyMeHTalnOHHOE 00eCTIeYeHNE YIPABICHUS OPraHu3aI[e» BBIMOIHACTCS CTYACHTOM
WHIMBUAYATLHO BO BHEAYAUTOPHOE BPEMSI, CAMOCTOSATEIHLHO 110 HHIMBHyaIbHBIM UCXOIHBIM JAHHBIM BapuaHTa 3aJaHus B
COOTBETCTBHE C pa3pabOTaHHBIMH MeToMn4eCKuMH yKazaHusMu. [lociie MpoBepKu U J0padOTKH yKa3aHHBIX 3aMeYaHuii, pabora
3amu-1maeTcs. I1pu monokuTenbHON OLIeHKE BHITIOJTHEHHON CTyIEHTOM paboThl Ha TUTYJIBHOM JIUCTE CTaBUTCA - "3auTeHO".
MakcuMaiibHOe KoJimdecTBo 0aiios 3a PI'P — 15 6ainos.

6.3. Ilpoueaypa oueHuBaHus

1 TIOKABATEJIN, KPUTEPUU U LLIKAJIbI OLIEHUBAHM S KOMITETEHI{MI




Orenka copMupoBaHHOCTH KommeTeHIui y cryaenToB HUMU JIon'AY u BeICTaBlIeHHE OLEHKH MO OTACIBHON TUCIIUTUINHE
BeJIeTCs CIEIYIOMNM 00pa3oM:

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

- JUISL CTYZCHTOB 3a0YHOI U 09HO-3209HOH (pOpMBI 00yUCHHUS OLIEHUBACTCS IO MATHOAIHPHON ITKaJIe, OIICHKAMH «OTIHIHOY,
«XOPOIIO», «YIOBIETBOPUTEIHHOY, KHEYJOBICTBOPUTEIBEHOY; «3aUTEHOY FIIH «HE 3aYTCHOM.

Bricokuii ypoBeHb OCBOGHUS KOMIIETEHIINH, HTOTOBasI OIICHKA M0 JUCHUTUIMHE «OTINIHO» WK «3a4TeHo» (90-100 Gansos):
r1yOOKO U MPOYHO YCBOUJ MIPOrPaMMHBIN MaTepuall, HCUePIbIBAIOIIE, T0CIE10BATENbHO, YETKO U JIOTUYECKU CTPOIHO ero
M3JIaraeT, yMeeT TECHO YBA3BIBATh TEOPHIO C MPAKTHKOI, CBOOOIHO CIIPABIIETCS C 3aia4aMHy, BOIPOCAMHU U APYTUMH BHIAMHI
HNPUMEHECHUS 3HAaHUH, IPUYEM HE 3aTPyTHIETCS C OTBETOM IIPU BUAOM3MEHEHUH 33JaHHUH, HCIIONIB3YeT B OTBETE MaTepHall
MOHOTpa(hUIECKON JTUTEPATYPhl, TPABHILHO 000CHOBBIBAET PUHSTOE PELICHUE, BIaIeeT Pa3HOCTOPOHHUMH HAaBBIKAMH U
NpUEMaMH BBITIOIHEHHUS IPAKTHYECKHX 3a1a4. CHCTEMHO U ITITAHOMEPHO paboTaeT B TCUCHUH CEMECTpa.

IToBbIIEHHBIN YPOBEHb OCBOCHHUST KOMIIECTEHIINI, HTOTOBAs OIEHKA 110 TUCIMIUTHHE «XOPOIIO» WK «3auTeHo» (75-89 6amioB):
TBEPAO 3HAET MaTepHai, TPaMOTHO U IO CYIIECTBY M3J1araeT ero, He JOIMyCKas CyIIeCTBEHHBIX HETOUHOCTEl B OTBETE Ha BOIIPOC,
NPABHJIBHO MPUMEHSET TEOPSTUUCCKUE TOIOKEHHUS MIPH PEIICHUH MTPAKTUYECKAX BOIIPOCOB M 33/1a4, BJIaJIceT HEOOXOAUMBIMHU
HaBBIKAMH ¥ IPHEMaMH UX BITOTHEHHA. CHCTEMHO W INIAHOMEPHO paboTaeT B TEUCHUH CEMECTpa.

IToporoBerii ypoBeHs OCBOCHUS KOMIIETSHITHH, HTOTOBAs OIICHKA 10 TUCIUIIIHHE «YAOBICTBOPUTEIILHOY HIIH «3a4TeHO» (60-74
Oasia): UMeeT 3HaHUsI TOJILKO OCHOBHOTO MaTepuala, HO He YCBOMJI €ro JIeTajlei, JOMyCKaeT HETOYHOCTH, HEJJOCTATOUHO
NpaBIIbHBIE (OPMYITHPOBKU, HAPYIICHHS JIOTHYESCKO MOCIICA0BATEIFHOCTH B U3JI0KCHUH POrPAMMHOTO MaTepHaia, HCIBITEIBACT
3aTpyIHEHUS MPH BEIITOJHEHUH TIPAKTHIECKUX padoT.

IToporoBelit ypoBeHs OCBOCHUSI KOMIIETEHIINH HE COPMHUPOBAH, HTOTOBAS OI[CHKA MO AUCHUILIHHE «HEYI0BIETBOPUTEIBHOY» WU
«He3auTeHO» (MeHee 60 0aIoB): HEe 3HACT 3HAYUTEIBHOW YaCTH MPOrPAMMHOTO MaTepuaa, JOIyCKaeT CyIECTBCHHBIC OIIHOKY,
HEYBEPEHHO, ¢ OOJBIIMMH 3aTPyTHEHUSMH BEIITOITHSICT ITpaKTHIecKre padoTsl. Kak mpaBuiio, OlleHKa «HEyIOBIETBOPUTEIHHOY
CTaBUTCSA CTYJCHTaM, KOTOPBIE HE MOTYT MPOAOJKUTE 00y4eHHe 0e3 TOMOTHUTEIBHBIX 3aHATHH 110 COOTBETCTBYIOIIEH NUCIUILIINHE.
Kputepun ouenku ypoBHs c(hOPMHUPOBAHHOCTH KOMIETEHIMI U BHICTABICHUE OLIEHOK 10 KypcoBoMmy npoekty (KII) nim kypcoBoit
pa6ore (KP):

- Bricokuii ypoBeHb OCBOCHUST KOMIIETEHIINH, OTICHKa «OTIIHIHO» (25 — 23 6amna mis KIT; 20 — 18 6amna st KP): pabota
BBIIIOJTHEHA HA BBICOKOM IIPO(eccHOHANBFHOM ypoBHE. II0THOCTBIO COOTBETCTBYET ITOCTABICHHBIM B 33IaHUU LIEJISAM U 33/1a4aM.
[IpencTaBieHHbIH MaTepral B OCHOBHOM BEpPEH, TOITYCKAOTCS MEJIKUE HeTOUHOCTH. CTyJCHT CBOOOZHO OTBEYAET Ha BOIIPOCHI,
CBSI3aHHBIE C TIPOSKTOM. BEIpakeHa cliocOOHOCTh K IpodecCHOHANBHOM afanTanyy, HHTEPIPETaluy 3HAHUH 13
MEKAUCIUIUTHHAPHBIX 00TacTel

- [ToBbIIIEHHBIH YPOBEHb OCBOCHUSI KOMIIETEHIIH, OLIEHKa «Xopoio» (22-19 6anna ms KIT; 17 — 15 6anna ans KP): pabota
BBITIOJTHEHA Ha JIOCTATOYHO BEICOKOM TPO(ECCHOHATIBHOM YpoBHE. [lomyIieHo10 3 HerpyObIX ONIHOOK, HEBIHSIOIINI Ha Pe3yIbTaT.
CryzleHT 0TBE€YaET Ha BONIPOCHI, CBA3AHHBIE C IPOEKTOM, HO HEJOCTATOYHO IOJIHO.

- [ToporoBelii ypoBeHb OCBOEHHSI KOMIIETEHIIUH, OLIEHKA «yAoBIeTBOpUTeNnbHOY» (18-15 6anma ans KIT; 14 — 12 6amta ans KP):
YPOBEHb HEJIOCTATOYHO BBICOK. J{omyIieHo 0 5 omu0oK, He CYNIECTBEHHO BIIMSIOIINX HA KOHEUHBII PE3YJIbTAT, HO XO PEIICHHS
BepHBI. CTyIEHT MOXKET OTBETUTH JIMIIb Ha HEKOTOPHIE M3 3aJaHHBIX BOIIPOCOB, CBSI3aHHBIX C IIPOCKTOM.

- [oporoBelit ypoBeHb OCBOCHUSI KOMIIETCHITHH HE ChOPMHUPOBaH, OIIEHKA «HEYAOBICTBOPUUTEIbHO» (MeHee 15 6ammos mst KT,
MmeHee 12 6aoB anst KP): paboTa BeimosHeHa Ha HU3KOM ypoBHe. JlonymieHsl rpyOble omunoOky. Perenue npuHIUnuaibHo He
BepHO. OTBETHI Ha CBS3aHHBIC C IPOCKTOM BOIIPOCHI OOHAPYKUBAIOT HEIIOHUMaHHUE MTPEAMETa M OTCYTCTBUE OPHEHTAINN B
MaTepHale poeKTa.

Kpurepru onieHKH ypoBHsI CPOPMUPOBAHHOCTH KOMIIETCHIMI 1 BBICTABJICHHE OAIIOB IO pacueTHO-TpadHIecKoi paboTe
(koHTpOIBHOIT padote) (10 10 6aymioB, 3a4TeHO/HE3aUTEHO): COOTBETCTBUE COACPIKAHHS PAOOTHI 33JaHUI0; TPAMOTHOCTh H3JIOKCHHS
¥ KauecTBO 0(hopMIICHHUS pabOTHI; COOTBETCTBIE HOPMATUBHBIM TPEOOBAHHAM; CAMOCTOATEIIFHOCTE BHIITOJHEHHS PabOThI, TITyOHHA
npopabOTKK MaTepHaia; HCIOIb30BaHUE PEKOMEHAOBAHHOM U CIIPaBOYHOM JINTEPATYPhI, MPABHIBHOCTh BHIITOJHEHHBIX PACUCTOB U
rpadudeckoi 4acTr; 000CHOBAaHHOCTH U JIOKa3aTEIIEHOCTH BHIBOIOB.

Kpurepun oneHxu ypoBHs c(hOpMUPOBAHHOCTH KOMIETEHIIUH U BBICTaBIeHHE 0aioB 1o pedepaty (noxtamy) (o 10 6amos,
3a4TeHO/HE3a4TEeHO): COOTBETCTBUE COZIEp KaHuUs pedepaTa (JOKIaaa) CoLepIKaHUI0 PabOThI; BBIACICHNE OCHOBHOM MBICIH
pedepara (I0KIa1a); KAIECTBO H3I0KEHUSI MaTepHalla; OTBEThI Ha BOIPOCHI IO pedepaty (Towiany).

2. METOJIUYECKHUE MATEPHUAJIbI, OTIPEJIEJISIOIIME ITPOLIE/LY Pbl OLIEHMBAHWS 3HAHUM, YMEHUIA,
HABBIKOB U (UJIN) OIBITA JIEATEJIbBHOCTH, XAPAKTEPU3YIOIIUE DTAITbl ®OPMUPOBAHUA KOMITETEHLIVIA
OOmmit mopsIIOK MPOBECHNUS MIPOLIEAYPHI OIICHUBAHUS 3HAHWH, YMEHHI, HABBIKOB U (VIJTH) OIBITA IESATEINEHOCTH, COOTBETCTBHUE
UHIUKAaTOpaM JOCTIDKEHHS C(hOpMHUPOBAHHOCTH KOMIICTEHIIMI OTIpe/IeNicH B CIEAYIOIIUX JTOKAIbHBIX HOPMATHBHBIX aKTax:

1. ITonoxxeHue o Tekyuiei arrectanuu 3Hanui oOydaromuxcss B HUMU JIIAY (B neiictByroieit pegakuun).

2. ITomoxeHue 0 IPOMEKYTOTHON aTTeCTaluy 00YJAOIINXCS IO TIPOTpaMMaM BEICIIEro 00pa3oBaHMs (B ACHCTBYIOIICH peJaKiunm).
JIOKyMeHTHI pa3MeIeHs!l B CBOOOIHOM focTyte Ha opunuansHoM caiite HUMU lor'AVhttps://ngma.su/ B pa3nene: [maBHas
ctpanuua/Ceenenus 06 o6pa3oBaTenbHON opranuzanui/JIokanbHpie HOPMaTHBHBIE aKThI.

6.4. IlepeyeHb BH/IOB OLEHOYHBIX CPEICTB

1. OHEHOYHBIE CPEJCTBA TEKVYIIEI'O KOHTPOJIA:

- TECTBI HJIM OMJIETHI TS TpoBeaeHus mpoMexxyTouHoro koutpous (ITK). Xpausrcs B OyMa)kHOM BHJE Ha COOTBETCTBYIOIIECH
Kadenpe;

- pa3aensl HHAUBHYaIbHBIX 3aJaHUH (IMCBMEHHBIX PadoT) 00yUJaromuxcs;

- TOKJIaJ1, COOOIICHHE 110 TeME MPAKTUIECKOTO 3aHSATHS,




- 33/1a44 U 3aaHUs.
2. OLIEHOYHBIE CPEJICTBA ITPOMEXYTOYHOU ATTECTALMU:
- KOMIUIEKT OMJIETOB JJIS SK3aMeHa/3aueTa. XpaHUTCs B OyMaXHOM BHJIE Ha COOTBETCTBYIOmIeH kadenpe. [TommexnT exeroqaomy
OOHOBIICHHIO U TIEPEYTBEPKICHNIO. UHCIIO BAPHAHTOB OMJIETOB B KOMIUICKTE HE MCHEE YHCIa CTYJCHTOB Ha 3K3aMeHe/3a4eTe.

7. YHEBHO-METOANYECKOE 1 TH®OPMAILIMOHHOE OBECIIEYEHWE JUCIIUITIJIMHBI (MOLY JIS)

7.1. PexoMeHnayemast 1uTeparypa

7.1.1. OcHoBHAs1 JIMTEpaTypa

ABTOpBI, COCTaBUTENN

3armaBue

W3nmarensCcTBO, TOI

JI1.1 | Kysuenos U. H. Jlenonpon3BoICTBO: y4eOHO-CIIPaBOYHOE ITOCOOHe Mocksa: [amxoB u K°, 2024,
https://biblioclub.ru/index.php?
page=book red&id=711135

JI1.2 | Cepena M.B. JlokyMeHTHpOBaHHUE YIIPABICHYECKOH IEATEIBHOCTH: Y4eO. Hosouepkacck, 2021,

mocoOue [[J1s CTyXI. OYH. ¥ 3204. PopMbI 00yd. Hampasl. moArotT. | http://biblio.dongau.ru/MegaPr
"OxoxHomuka", "Menemxment", "[IpuknanHas nabpopMaTHKa", oNIMI/UserEntry?
"busnec - unpopmaruxa", "ConuansHas padora', Action=Link FindDoc&id=42
"3eMIIeyCcTpOHCTBO U KaJacTphl'] 7193&idb=0
7.1.2. JlonoiHUTeIbHAS JIUTEPATYypa
ABTOpBI, COCTaBUTEIH 3arnaBue W3narenscTBO, roj

JI2.1 | Kymnuepyk C. I1. JIoKyMeHTHas JIMHTBUCTHKA: Y4eOHOe mocooue Mocksa: U3a-Bo «PnuHTaY,
2016,
https://biblioclub.ru/index.php?
page=book&id=83382

JI12.2 | Cepena M.B. JloxkyMeHTHpOBaHUE YIIPaBICHYECKON e TEIILHOCTH: Hosouepkacck, 2022,

TPAKTHUKYM [IUTs CTY[. BCeX (OopM 00yd. Hammpapi. HOATOTOBKA http://biblio.dongau.ru/MegaPr

"OxoxHomuka", "Menemkment", "busnec-urdopmaruxa’, oNIMI/UserEntry?

"IpuknagHas uHpOpMaTHKA" ]| Action=Link FindDoc&id=42
7759&idb=0

JI2.3 | HoBouepk. HHX.- JloKkyMeHTHpOBaHUE YIPABICHYECKOHN EATEIBHOCTH: METO/I. Hosouepxkacck, 2022,

MEIHOp. HH-T yKa3aHHSA 110 BEINOJH. J1a0. paboT [Amst CTy . Bcex hopM 00yd. http://biblio.dongau.ru/MegaPr
Jouckoit 'AY ; cocr. : | HampaBi. moarotoBku "DxoHomuka", "Menemxment", "busnec- oNIMI/UserEntry?
M.B. Cepena, E.A. nHpopmaruka", "Tlpuknagnas napopmaTrka'] Action=Link FindDoc&id=42
Jeesa 7760&idb=0

7.1.3. MeTtonuueckue pa3padoTku
ABTOpBI, COCTaBUTENN 3araBue W3natenscTBo, ron

JI3.1 | HoBouepk. uHX.- JlokyMeHTHpOBaHUE YIIPABICHYECKOHN EATEIbHOCTH: METO/I. Hosouepxacck, 2022,

MEIHOp. HH-T yKa3aHHS 110 BEIMONH. pacd.-rpad. paboTsI I CTy ., 00yd. 1Mo http://biblio.dongau.ru/MegaPr
Honckoii 'AY; cocr. HaIpaBJl. TOAroToBKU "DkoHOoMHUKA", "Menemkment", "brusnec- oNIMI/UserEntry?
M.B. Cepena nadopmaruka", "Tlpuxragaas nHpopMaTnKa' ] Action=Link FindDoc&id=42
7761&idb=0
7.2. IlepeueHsb pecypcoB HH(OPMALMOHHO-TEJIEKOMMYHHKAIIMOHHO# ceTH ""UHTepHeT"
7.2.1 Od¢unmansuenii caitt HTMA ¢ moctymom B WwWw.ngma.su
JNEKTPOHHYIO OHOINOTEKY
722 OdununanbHelii calT MUHHCTEPCTBA TPy U http://www.rosmintrud.ru/
couuaibHON 3amuThl PO
7.2.3 Poccwuiickas rocynapcTBerHas onomuoreka (o https://www.rsl.ru/
ANEKTPOHHBIX JOKYMEHTOB)
7.2.4 Nudopmanmonnas cucrema «Exnnoe okHo goctyna k | http://window.edu.ru/
00pa3oBaTEeIBHBIM peCypcamy
7.2.5 YHuBepcuteTckas uHdopMmarmorHas cucrema Poccust | https://uisrussia.msu.ru/
(YUC Poccust)
7.2.6 DNeKTpoHHAass OMOJIMOTeKa yIeOHUKOB http://studentam.net/
7.2.7 CrpaBouHas cuctema «e-library» JIunensuonnstit norosop SCIENCEINDEXNeSIO-
13947/34486/2016 ot 03.03.2016 T
7.3 TlepevyeHb MPOrPaMMHOr0 odecreyeHust
7.3.1 1C pennpustus Jorosop nocrasku Ne PB0000816 ot 21.11.2017 r. OO0
«1C-I'O)HIAJIbD»
7.3.2 AdobeAcrobatReader DC JInneH3noHHBII TOTOBOp HA TpOrpaMMHOE o0ecrieueHre st
MIEPCOHAIBHBIX KOMITBIOTepoB Platform
Clients PC_ WWEULA-ru_RU-20150407_1357
AdobeSystemsIncorporated (6eccpouno).
7.3.3 Opera




734 Googl Chrome

7.3.5 Yandex browser

7.3.6 [IporpamMmHast cucteMa ist oOHapyKeHHsI TeKCTOBBIX | JInmeH3uonHsbIi noroBop Ne 8047 ot 30.01.2024 r.. AO

3aMMCTBOBaHMI B Y4eOHBIX U HAyYHBIX paboTax «AHTUIIIATHAT»
«Antumnaruat. BY3» (uateprer-Bepeus);Motynb
«IIporpaMMHBIH KOMIUIEKC IOUCKA TEKCTOBBIX
3aMMCTBOBAHHN B OTKPBITHIX HCTOUHUKAX CETH
HUHTEPHET»
7.3.7 MS Windows XP,7.8, 8.1, 10; CyoOnuien3nonnsiii gorosop Ne502 ot 03.12.2020 r. AO
«Cod1Jlaitn Tpeitn»
7.3.8 MS Office professional, CyO6mumen3nonnsIii goroop Ne502 ot 03.12.2020 . AO
«Cod1Jlaitn Tpeita»
7.3.9 Microsoft Teams [IpenocrasnsieTcs 6ecrnaTHO
7.4 Tlepevyenb HHGOPMALMOHHBIX CHPABOYHBIX CUCTEM
7.4.1 Bbaza ganneix OOO "UsgarenscTBo Jlans" https://e.lanbook.ru/books
7.4.2 bazer nanabix OO0 "PernoHanbHBIN
WH(pOPMALMOHHBIH HHICKC IUTUPOBAHU"
7.4.3 basbr nanabix OO0 "Tpecc-Mupopm" (KoHCyapTaHT https://www.consultant.ru
+)
7.4.4 bazer manabix OO0 Hayunas anekrpoHHas http://elibrary.ru/
6ubnuoTexa
8. MATEPUAJ/IBHO-TEXHUYECKOE OBECIIEYEHHE IJUCIIUIIJIMHBI (MOAY JIS)

8.1 227 CrienanbpHOE MOMENICHHE YKOMIUIEKTOBAHO CIISIHATN3UPOBAHHON MeOENIbI0 U TEXHUUECKUMHU
CpencTBaMK O0YYEHHUsI, CIy KaIllUMH JJIsI IPEICTABICHHS HHQOPMALH OOJBILION ayTUTOPHH:
KommyTatop ceteBoif; KomnproTeps!, 00beJHHEHHBIE B JTOKATEHYIO CETh C IOCTYIIOM B CETh
«/HTEpHEeT» U ANEKTPOHHYIO0 HH(POpMaHOHHO-00pa3zoBaTenbHyo cpexry HUMU Jlorckoit [AY:
Cuctemusiii 610k — 20 mrt., Monutop JKK — 20 wt.; IHTepakTuBHAs BUIEOCUCTEMA; DKpaH
HACTCHHBIN; Y4eOHO-HarsIIHbIe ocoous; JJocka; Pabodne mecra cryneHTos; Pabodee mecto
IIperoAaBaTes.

8.2 233 CrnennambHOE IOMEIIEHHE YKOMIUIEKTOBAHO CHEIHATIM3UPOBAHHON MEOENBI0 M TEXHIYECKIMUI
cpeacTBaMH 00yUeHHsI, CITY>KAIlUMH [UIS IpeACTaBIeHUs HH(POopMaLnuu OOJBIION ay JTUTOPUH:
KommyTatop cereBoit; KoMmnproTepsl, 00beJHHEHHBIC B JTOKAIEHYIO CETh C IOCTYIIOM B CETh
«VHTepHEeT» 1 MEeKTPOHHYT0 HHpOpMaHOHHO-00pa3zoBaTenbHyo cpexry HUMU Jlorckoit [AY:
Cucremnslit 010k — 14 mt.; MoruTtop XK - 14 mt.; IIpoexrop HacTeHHBIIH; DKpaH HACTCHHBIN;
YuebHo-HarmsAHbIe Iocobust; Jlocka; Paboune mecta ctynento; Pabouee MecTo nmpenogaBates.

8.3 231 CrieranbHOE MOMEIICHHE YKOMIUIEKTOBAHO CIICIIHATH3UPOBAHHON MEOEIBIO U TEXHUUECKUMHU
CpencTBaMy 00YYEHHs, CIy KaIlluMHU JJISI IPEICTaBICHI HH(OOPMAIIH OOIBIION ay TUTOPHH:
Komnerorep Hetron DNS B nokanbHOM ceTH ¢ JOCTYNOM B ceTh « THTEpHET» U 3JIEKTPOHHYIO
nHpopMannoHHo-o0pazoBarenbHyto cpeny HUMU ouckoit AY; [Ipoekrop HacTeHHBIH; DKkpaH
HACTCHHBIH; YueOHO-HarsIIHbIe mocooust; Jlocka; Paboune Mecta crynentos; Pabodee mecto
IIperoAaBaTels.

8.4 270 INomemneHne yKOMIUIEKTOBAHO CIICIIMAIN3NPOBAHHON MEOEThI0 M OCHAIIEHO KOMITBIOTEPHOM
TEXHUKOH C BOBMOKHOCTBIO MOAKTIOUEHHS K ceTH «HTepHeT» 1 obecrieyeHneM 10CTyna B
3IEKTPOHHYIO HH(POPMaMOHHO-00pa3oBatenbHyto cpeny HUMU Jlouckoit AY: Kommbrotep —
8 mt.; Monurop — 8 mt.; MOV -1 mr.; [IpuaTtep — 1 mt.; Paboune MecTa cTyIeHTOB;

9. METOIUYECKHUE YKA3AHUWS JJI51 OBYYAIOIUXCSA 11O OCBOEHUIO JUCIIMIIIMHBI (MO Y JIST)

1.ITonoxeHne 0 MPOMEKYTOYHOH aTTecTalMy 00YJIArOIIUXCS IO TPOTpaMMaM BEICIIIETO 00pa3oBaHus [ DIEKTPOHHBIN pecypc]
(BBeneHo B neiicTBue npukasoM gupexropa HUMMU Jlonckoit TAY Ne3-OJ1 ot 18.01.2017 r.) /HoBO9epK. HHK.-METHOP. HH-T
Jouckoit 'AY.-Dnexrpon. aaH.- HoBouepkacck, 2018.- Pexxum goctyna: http://www.ngma.su

2. TonoxxeHue o Tekyme# artectanmuy odyqaronmxcs B HUMU ITAY [DnexrpoHHBIH pecype] (BBeAeHO B IeHCTBHE MPHUKA30M
nupexropa Nel19 ot 14 urons 2015 r.) / HoBouepk. nix.-menuop. uH-T JloHckoit TAY. -Dnexrpon. naH.- HoBouepkacck, 2015.-
Pesxum poctyna: http://www.ngma.su

3.IlonoxxeHne 06 OLEHOYHBIX MaTepHaiax Mo MporpaMMaM BbICIIEro 00pazoBaHus (BBeA. B eiicTBUE NpHKa3oM aupekropa HUMU
Houckoit TAY Ne 18-O/1 ot «1» despamnst 2022 r.)/ HoBouepk. umx.-menuop. UH-T JJorckoit [AY. -OnekrpoH. gaH.- HoBouepkacck,
2022.- Pexxum goctyma: http://www.ngma.su

[MpucTymnas K U3y4eHHIO AUCIUTLTAHB HEOOXOIUMO B IMEPBYIO 0Yepeib 03HAKOMUTHCS ¢ coaepkanreM PI1/I. JIeKiuu UMErOT IeITbIo
JIaTh CUCTEMATH3UPOBAaHHBIE OCHOBBI HAYYHBIX 3HaHUH 00 00IINX BOMPOCax AUCHUILTUHGL. [Ipy n3yueHnn u npopaboTke
TEOPETUYIECKOr0 MaTepraa A 00ydarouxcss HE0OX0AUMO:

- MOBTOPUTH 3aKOHCIIEKTUPOBAHHBIM Ha JICKIMOHHOM 3aHSTHH MaTepHal U JIOTIOJIHUTH €ro ¢ YI4eTOM PEKOMEHIOBAaHHOM MO JTaHHOM
TeMe JTUTEPATypPHI;

- IPH CaMOCTOSTETFHOM M3YYEHUU TEMBI C/IETaTh KOHCIIEKT, UCTIONB3Ys pekoMeHaoBaHHbIe B PI1]] muTepaTypHble HCTOYHUKHA U
pecypchbl HHPOPMaMOHHO-TEICKOMMYHHKAIIMOHHOH ceTn « HTepHEeT».




