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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 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 [IK1
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 TK1
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. OcoOeHHOCTH IOATOTOBKU H 2 OIIK-4.1 JI1.1J11.2 TK1
oopMIIeHUsT OPraHU3aUOHHO - OIlK-4.2 JI1.3J12.1
pacnopsaUTeNbHbIX TOKYMEHTOB OIIK-5.2 J2.2J12.3
cpeactBamu Microsoft Word OIIK-5.3 VK- J12.4J13.1
(MHTEpPaKTHBHBIN METOJ: IENTOBas 4.3 TIK-4.1 JI3.2
urpa) /JIa6/ 31323354

3536 37

1.4 N3ydenue TeopeTnueckoro 30 OIIK-4.1 JI1.1J11.2 [IK1, TK1
Marepuana. OIlK-4.2 JI1.3J12.1
IToaroroBka K mpaxkTu4. 3aHATUIM OIIK-5.2 JI2.2 J12.3
1 1abopaTopHEIM paboTam OIIK-5.3 YK- J12.4713.1
/Cp/ 4.3 11K-4.1 JI3.2

31323354
3536 37
Paznen 2. OcHoBHbIE
Tpe0OBaHHS K COCTABJIECHUIO 1
o opMJIEHH IO TOKYMEHTOB
OpraHu3anu-OHHO-
pacnopsiIuTeIbHOM
JIeSITeJIbHOCTH M KaIPOBOii
JOKYMEHTALHH

2.1 2. JIokyMeHTHpOBaHHE 2 OIlK-4.1 JI1.1JI1.2 TIK1
OpraHM3alMOHHO - OIIK-4.2 JI1.3J12.1
pacnopsAUTeIbHON ACSITETLHOCTH OIIK-5.2 J12.2 J12.3
(MHTEPaKTHBHBIN METOI: aHAIN3 OIIK-5.3 VK- J12.4J13.1
KOHKPETHBIX CUTyanuif) 4.3 IIK-4.1 JI3.2
(opranuzanuoHHast JOKyMEHTaLus: D1 5253 D4
yCTaB, YUpeAUTEIbHBIN JI0TOBOP, 2536 B7
IITATHOE PacTCaHNe, TOJI0KEHHS,

JOJDKHOCTHASI MHCTPYKIIHS,
pacnopsauTeNbHAs JOKyMEHTAIIHS
B YCIIOBHAX KOJUICTHATIBHOTO
TIPUHSATHS PEIICHHUS:
[MOCTaHOBJICHHUE, PCIICHUE U B
YCIIOBHSIX €IMHOIMIHOTO
TIPUHSTHS PEIICHHS: TIPUKa3,
pacnopsbxenue, ykazanue) /Jlex/

2.2 2.0¢dopmnenue Texcra 2 OIIK-4.1 JI.1J11.2 TK1
CITyeOHOTO JOKyMEHTa OIIK-4.2 JI1.3J12.1
(s13BIKOBBIE TPEOOBAHMS K OIIK-5.2 JI2.2J12.3
0(pOpPMIICHUIO PEKBU3UTOB OIIK-5.3 VK- J12.4J13.1
JIOKYMEHTOB; PEIaKTUPOBAHUE 4.3 TIK-4.1 JI3.2
TEKCTa JOKyMEHTa; 0COOCHHOCTH 01023354
pEeUYeBOTO 3THKETA AETOBBIX Oymar 25026 97
U CITy>KEOHBIX JOKYMEHTOB,

TEXHUKA TIPaBKU JJOKY-
meHTOB) /IIp/

2.3 2. OdopmiteHre CITyKeOHBIX 2 OIlK-4.1 JI1.1J11.2 TK2
3aIUCOK, IPETEH3UH U Kajo0, OIIK-4.2 JI1.3J12.1
aKTOB MPEAIPUITHS, JOTOBOPOB, OIIK-5.2 J2.2J12.3
JIOBEpEHHOCTEN Cpe/ICTBAMHU OIIK-5.3 VK- J12.4J13.1
Microsoft Word(nHTEepakTUBHBII 43 1IK-4.1 JI3.2
Meron: case-study) /J1a6/ 2122053 54

35056 97




24 3. JIoKyMEHTHpPOBaHKE 2 OIIK-4.1 J1.1J11.2 K1
HH(POPMAIIHMOHHO - CITPABOYHBIX OIIK-4.2 JI1.3J12.1
JIOKYMEHTOB (CTpaBKa, TOKIaaHAs OIIK-5.2 J2.2J12.3
3aMKcKa, O0ObSICHUTEIbHAS OIIK-5.3 VK- JI2.4713.1
3aIucKa, aKT, TelerpaMma, 4.3 TIK-4.1 JI3.2
tenedoHorpamma, (hakc, IpoTOKOJI, 212253 54
IIpeTeH3Ms, )kanoba, IpaBuiIa 0506 07
oopMIIeHUS 1€T0BOTO
nuchma) /Jex/
2.5 3.CocraBieHre OpraHu3alMOHHON 2 OIIK-4.1 JIT.1JI1.2 TK2
JIOKyMEHTaIuU (WHTEPaKTUBHBII OIIK-4.2 JI1.3712.1
MeTOJ: paboTa B MaJbIX IPyIIax) OIIK-5.2 J2.2J12.3
(ycraB, yupeau-TenbHbINA JOrOBOP, OIIK-5.3 VK- J12.4J13.1
IITaTHOE paclucaHue, MOJIOKEHHUs, 4.3 TIK-4.1 JI3.2
JOIDKHOCTHAS MHCTpykuwms) /IIp/ 01223354
3536 37
2.6 3. CocraBieHue JOKyMEHTOB 2 OIlK-4.1 JIT.1 JI1.2 TK2
KaJ[pOBOM CITy»OBbI Cpe/ICTBAMH OIlK-4.2 JI1.3J12.1
Microsoft Word (WHTEpaKTHBHBIH OIIK-5.2 JI2.2J12.3
METOJ: fenoBas urpa) /J1ab/ OIIK-5.3 VK- J12.4J13.1
4.3 11K-4.1 JI3.2
31323354
3536 37
2.7 4.JIoKyMEHTHPOBaHUE TPYAOBBIX 2 OIlK-4.1 JI1.1 JI1.2 TIK2
TIPaBOOTHOLICHHIA OIIK-4.2 JI1.3J12.1
(MHTEPaKTHBHBIN METOJI: aHAIN3 OIIK-5.2 JI2.2J12.3
KOHKPETHBIX CUTyanuii) (Tpy1oBoH OIIK-5.3 VK- J12.4J13.1
JIOTOBOP (KOHTPAKT), TPYAOBast 4.3 TIK-4.1 JI3.2
KHWXKa, TUYHAs KapTOUKa, 2132393 D4
KOMaHAHPOBOYHOE 35056 07
YIOCTOBEpEHHE, AaHKETA,
XapaKTePUCTHKA, PE3IOME,
3asIBJICHHE, MPHKA3 M0 JTHIHOMY
cocraBy, aBrobuorpadust) /JIex/
2.8 4.CocraBneHue 2 OIlK-4.1 JI.1J11.2 TK2
pacropsAUTEIbHON JOKYMEHTALIUH OIIK-4.2 JI1.3J12.1
(MHTEpaKTHBHBIA METOJ: paboTa B OIIK-5.2 JI2.2J12.3
MaJIBIX TPYTIIax) OIIK-5.3 VK- J12.4J13.1
(mpuka3s, pacrnopsokeHue, 4.3 I1K-4.1 JI3.2
yKa3aHHUe, TIOCTAHOBJICHUE, 013293 D4
peleHue) 95026 97
Mp/
2.9 4. Pa3zpaboTka U pegaKkTHpOBaHUE 2 OIlK-4.1 JI1.1JI1.2 TK3
JIOKyMEHTOB TaOJINIHOM (HOPMBI, OIIK-4.2 JI1.3J12.1
BEIYHCIICHHE (POPMYIT C IIOMOIIBIO OIIK-5.2 JI2.2J12.3
Tabnur, co3maHue u 0OpaboTka OIIK-5.3 VK- J12.4J13.1
quarpamm B cucteme Microsoft 4.3 TIK-4.1 JI3.2
Excel. (MHTEepaKTHBHBIA METOJI: 213253 54
pelleHNe CUTYallMOHHBIX 9526 97
3anayv) /J1a6/
2.10 N3ydenue TeopeTHIecKoro 40 OIIK-4.1 JI1.1 J11.2 IIK2, TK2
marepuana. [Togroroska k OIIK-4.2 JI1.3J12.1
TIPaKTUY. 3aHATHSIMHU OIIK-5.2 JI2.2J12.3
nabopaTOpHBIM paboTaMm. OIIK-5.3 VK- J12.4J13.1
Beimonuenue PI'P pa3gena 1 (1. 4.3 1IK-4.1 J3.2
1.3 -1.4). 31323354
Brmonuaenne PI'P pasnena 2 (1. 35056 07

2.1-2.3)
/Cp/

Paznen 3. Texnonoruu padorsl ¢
JOKYMEHTAMH




3.1 5. Opranu3zanus paboTsI ¢ OIIK-4.1 J1.1J11.2 K2
JIOKyMEHTaMH (TIOPSII0K OIIK-4.2 JI1.3J12.1
00pabOTKH MOCTYTIAIOIINX U OIIK-5.2 J12.2J12.3
OTIIPABISEMBIX JOKyMEHTOB; OIIK-5.3 VK- J12.4J13.1
MpaBujIa PETHCTPALUH U 4.3 TIK-4.1 JI3.2
WHJEKCUPOBAHUSI IOKYMEHTOB; 213253 54
OpraHu3anys KOHTPOJIA 3a 0506 07
HCIOJHEHUEM JJOKYMEHTOB;
XpaHCHUE JOKYMEHTOB,
COCTaBJICHHE HOMEHKIATypHI JIel,
OIHCH TOKyMeHTOB) /JIex/
32 5. CocraBneHnue HH(POPMAIIMOHHO- OIIK-4.1 J1.1J11.2 TK3
CHPaBOYHOHN TOKyMEHTAIUU OIIK-4.2 JI1.3J12.1
(MHTEePaKTHBHBIN METOI: case- OIIK-5.2 JI2.2J12.3
study) (IpOTOKON, aKT, MPETEH3HS, OIIK-5.3 VK- J12.4713.1
’kano0a, MUCbMa Pa3HbIX BUIOB, 4.3 TIK-4.1 JI3.2
CIIPaBKa, JIOKJIaHAs U 2132533 54
oOBsACHHUTENBHAS 3amucka) /T1p/ 3536 37
33 5. Co3nanue aBTOPCKOM OIlK-4.1 JI1.1JI1.2 TK3
TIpEe3eHTalMM U IPE3eHTalluu Ha OIIK-4.2 JI1.3J12.1
OCHOBE CTaHJIaPTHOTO CLICHAPHSI B OIIK-5.2 J2.2J12.3
cucreme Microsoft Power Point. OIIK-5.3 VK- J12.4J13.1
(MHTEpaKTHBHBINA METOJ: case- 4.3 11K-4.1 JI3.2
study) /J1a6/ 31323354
3536 37
34 6. ABTOMaTH3aLINS OIIK-4.1 JI1.1 J11.2 I1IK2
JTOKYMEHTUPOBAaHHUS OIIK-4.2 JI1.3712.1
YIpaBIEHUYECKOH e TeTbHOCTH OIIK-5.2 J2.2J12.3
(ToHATHE IIEKTPOHHOTO OIIK-5.3 VK- J12.4J13.1
JIOKYMEHTA; COCTaB-JICHHE 4.3 TIK-4.1 JI3.2
JIOKyMEHTOB; aBTOMaTH3aIHsI D1 32 03 B4
paboThI ¢ JOKYMEHTaMH; D556 D7
aBTOMAaTH3HPOBaHHAsI MPOIIeIypa
paboTHI ¢ JOKYMEHTaMU; XpaHEHUE
JTOKYMEHTOB B JIEKTPOHHOU
¢dopme) /Jlex/
3.5 6. CocraBieHnue JOKyMEHTOB 110 OIIK-4.1 JIT.1JI1.2 TK3
JTUYHOMY COCTaBY OIlK-4.2 JI1.3J12.1
(MHTEpaKTUBHBINA METO/: AETOBast OIIK-5.2 JI2.2 J12.3
urpa) (pesrome, 3asBJICHHE, OIIK-5.3 VK- J12.4J13.1
IIPUKa3 II0 JINYHOMY COCTaBy, 4.3 TIK-4.1 JI3.2
TPYAOBOH JIOTOBOP, TPYAOBas 212203354
KHIDKKA, XapaKTepUCTUKa, 2526 27
aBToouorpadus) /TIp/
3.6 6. Co3nmanue 0a3bl JaHHBIX U OIIK-4.1 JI1.1 J11.2 TK4
3arpocoB cpeactBamu Microsoft OIIK-4.2 JI1.3712.1
Access. (MHTepaKTUBHBII METOJ: OIIK-5.2 J2.2J12.3
pelIeHre CUTYaIHOHHBIX OIIK-5.3 VK- J12.4J13.1
3amaq) /J1ab/ 4.3 TIK-4.1 JI3.2
212203354
3536 37
3.7 7.JI0KyMEeHTBI IO OpraHHU3aIHH OIIK-4.1 JIT.1JI1.2 TIK2
3aIIUTHl KOMMEPYECKOH TalHBI OIIK-4.2 JI1.3712.1
(mamMsiTKa pabOTHUKY OIIK-5.2 J2.2J12.3
(cmyxaremy) o COXpaHEeHUU OIIK-5.3 VK- J12.4J13.1
KOMMEPYECKOH TaliHbI 4.3 11K-4.1 JI3.2
MIPEIIPUSATHS; 0053aTETLCTBO O 213233 54
HEpa3[IallleHMH KOMMEPYECKOM 3536 37

Taitub) /Jlex/




3.8 7. Opranuzanus 2 OIIK-4.1 JI1.1J11.2 TK4
JIOKYMEHTO000pOTa U TEKYIIETO OIIK-4.2 JI1.3J12.1
XpaHEeHUs TOKYMEHTOB (TIOPSIOK OIIK-5.2 JI2.2J12.3
00pabOTKH MOCTYIAIOMINX U OIIK-5.3 VK- J12.4J13.1
OTIIPABIISIEMbIX TOKYMEHTOB; 4.3 TIK-4.1 JI3.2
TpaBWJIa PETUCTPALIUH U 213253 54
HUHAEKCUPOBAHUS IOKyMEHTOB; 25026 97
OpraHu3anys KOHTPOIS 32
HCIIOJTHCHUEM JIOKyMECHTOB;
XpaHEeHHe JOKYMEHTOB,;
HOMEHKIIATypa e,
(hopmHupoBaHue JeN; XpaHEHUe
JIeTI; N3y4YCHUE KOMIUICKCHOM
ABTOMATH3AIIH
nenonpousBocTaa) /p/
39 7. PabGota ¢ TOKyMeHTaMu B 2 OIIK-4.1 JI1.1 J11.2 TK4
CHUCTEMaX JJIEKTPOHHOTO OIIK-4.2 JI1.3J12.1
nokymMeHToobopora 1C OIIK-5.2 JI2.2J12.3
IpeanpusTre (MHTEPaKTUBHBIN OIIK-5.3 VK- J12.4713.1
MeTo: paboTa B MaJbIX 4.3 TIK-4.1 JI3.2
rpymmax) /J1a6/ 31323354
3536 37
3.10 M3yuyeHne TeopeTuuecKkoro 28 OIIK-4.1 JI1.1 J11.2 TIK2, TK4
MaTepuana. OIIK-4.2 JI1.3J12.1
IToaroroBka K mpakTU4ECKAM OIIK-5.2 J2.2J12.3
3aHATHAM U T1a00PaTOPHBIM OIIK-5.3 VK- J12.4J13.1
paboram. 4.3 IIK-4.1 JI3.2
IToxgroroska k 3amure PI'P D152 53 D4
/Cp/ 3536 37
3.11 IMoxroroBka k craue 3auéra /3auet/ 4 OIlK-4.1 JI.1 J11.2 HK
OIIK-4.2 JI1.3J12.1
OIIK-5.2 J12.2712.3
OIIK-5.3 VK- | JI2.4J13.1
4.3 TIK-4.1 JI3.2
01323354
3536 37

6. ®OH/I OHEHOYHBIX CPEACTB

6.1. KoHTpo1bHBIEC BONIPOCHI U 3aJaHUS

I[JISI KOHTPOJIA YCIEBACMOCTHU CTYACHTOB U PE3YJIbTATOB OCBOCHUSA NUCIIUTIINHBI <<210KyMeHTI/IpOBaHI/Ie praBJIeH‘IeCKOﬁ
JACATCIBHOCTH) NIPUMCHACTCS OaJIbHO — peﬁTHHFOBaH cucteMa. B cucreme OLEHOYHBIX CPEACTB UCTIOJIB3YIOTCA:

-JJ1s. KOHTPOJISl OCBOCHHSI TEOPETHYECKUX 3HAHUH B TEUCHUH ceMecTpa nmpoBoasTces 2 npomexytounbix kontposst (I1K 1, TTK 2);

-JUTS OTICHKH MPAKTHYECKUX 3HAHHUH B TEUCHUH ceMecTpa mpoBoaTes 4 texymmx kontposs (TK 1, TK 2, TK 3, TK 4).

CopneprxaHue BbILIICYKa3aHHBIX OLIGHOYHBIX CPEJICTB IPUBOAATCS HUXKE
Teoperuueckuil Matepuan npomesxyrouyHoro kourposns [1K 1:

1. OcHOBHBIE TOHATHS TOKYMEHTHPOBAHMS YIIPABICHIECKOH AEATEITHHOCTH.

2. O0mue u crienuanbHble GYHKIUH O(QUIMANTBEHBIX JOKYMEHTOB.

3. CocTaB HOPMAaTUBHO-METOJUUECKOM 0a3bl JOKYMEHTALIMOHHOTO 00ECIeYeHUs..
4. YauuKanys u CTaHAapTH3ANNS YIIPABICHYCCKUX TOKYMEHTOB.

5. Knaccudukanms JOKyMEHTOB.

6. OdopmiieHHEe PEKBU3UTOB YIIPABICHYECKIX JOKYMEHTOB.

7. bnankn 1OKyMEHTOB 1 TpeOOBaHUS K HUM.

8. OdopmieHnE B TOKyMEHTAX 3HAKOB MPETIMHAHS 1 CHMBOJIOB.

9. Odopmnenue momueit, HyMepanuu CTPaHUI] B JOKyMEHTaX.

10.0opmiieHre aT U YMCeN B JOKyMEHTaXx.

11. OdopmiieHre TaOIHIT K PUCYHKOB B JIOKYMCHTaX.

12. Odopmiierne MaTeMaTHIeCKuX (GOpMyNT W eIUHUI] U3MEPEHNUS B JOKyMEHTaX.
13. KoppekrypHble 3HaKku U MpaBuiIa UX MIPUMEHEHHS.

14.0co0eHHOCTH O(HUIINATEHO-IET0OBOTO CTHIIS.

15.YnoTpebiieHre MpONHUCHBIX U CTPOYHBIX OYKB.

16.Haunbonee ynorpebisieMble COKpAIIEHHS CIIOB.

17.KoppecnoHneH1ys, CBI3aHHAS C IPOBEAECHUEM MEPUOANIECKUX MEPOTIPUATHH.
18. YcraB opranusanuy, ero peKBU3UThl 1 OCHOBHBIE pa3/eibl TEKCTA.

19. llITaTHOE pacucaHue, €ro PeKBU3HUTHI M OCHOBHBIEC CBEJCHUS, COACPKAIINECS B JTaHHOM JI0-KyMEHTE.
20. TTonoxeHue, €ro peKBU3UTHL. BUAbI MOT0KEHUH.




21. Mactpyximsa. OCHOBHOE Ha3HAUYEHHE JNOKHOCTHON MHCTPYKIUH, €€ PEKBU3UTHI U OCHOBHBIE Pa3fieibl TEKCTA
22. YupeanuTenbHbII JOTOBOP, €r0 PEKBU3UTHI U OCHOBHBIE Pa3eibl TEKCTA.

23. Bussl pacriopsANTEIbHBIX TOKYyMEHTOB, HX OCHOBHOE Ha3HaUCHHE.

24. IIpuka3s, ero peKBU3UTHL U OCHOBHBIE YaCTU TEKCTA.

25. PexBU3HUTHI YKa3aHUS U LIeNb U3JaHUS JAHHOTO JOKYMEHTA.

26. PacniopsieHue, ero peKBU3UThL. Bompockl, MO KOTOPBIM U3AETCs PACIIOPSKEHHUE.

27. Pemienue, ero pekBu3uThl. Oprassl ynpaBieHHs], UMEIOLIME [IPABO K U3AaHUI0 JaHHOTO JJOKY-MEHTa.

28. PexBU3HUTHI TOCTAaHOBIICHUS U II€Tb U3AaHNUA JAHHOTO JOKYMCHTA.

29. Buzsl nHGOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB, UX OCHOBHOE Ha3HAuCHUE.

30. ITpoTokoi1, €ro peKBU3UTHI U OCHOBHBIE YaCTH TEKCTa. BHABI IPOTOKOIIOB.

31. NoxnagHble M 00BICHUTEIBHBIC 3aIIMCKH, UX PEKBU3UTHI M OCHOBHBIC IIEJI HATINCAHUS JAaH-HBIX JOKYMEHTOB.
32. TpebGoBaHusl, IpeabsBIsIEMbIe K COCTABICHHUIO CIIPaBOK. BUbI crIpaBok.

33. OcobenHOCTH cOcTaBiIeHus akta. OCHOBHBIC YaCTH TEKCTa. BUIBI aKTOB.

34. TpeGoBaHwMs, MpeBABIAEMbIE K COCTABICHHUIO M O(OPMIICHHIO CITYKEOHBIX ITHCEM.

35. Pa3HOBHIHOCTH ITHCEM.

Teopetnueckuil MaTepuan npomexyTouHoro koutpons 11K 2:

. Buzer moxyMeHTOB, OTHOCAIIHECS K JOKYMEHTAIIUH TI0 IMTYHOMY COCTaBY.

. Odopmiienue npuema Ha padoTy.

. TpeGoBaHwMs, MpeABIBIICMBIE K COACPIKAHUIO U 0(OPMIICHHIO TPYJOBOTO JJOTOBOpA.
. OdopmireHre IPUKA30B 1T0 TUIHOMY COCTABY.

. TpeGoBaHus, IpeabABIAEMbIE K COAEPKAHUIO U O(OPMIICHHIO XapaKTePHCTHKH.

. CocTaBHBIC IEMCHTHI H PEKBU3UTHI aBTOOHOTpaduu.

. CocTaB JOKyMEHTOB JINYHOTO JIeTIa.

. O0mwue mpaBuiIa BeACHHS U BBIIAYH TPYIOBBIX KHIKEK.

. OdopmiieHre JOKYMEHTOB MIPH MEPEBOJIE COTPYIHHUKA HA APYTYIO paOOTy BHYTPH OpTraHU3aUH.
10 Iopsimok opopMITeHHsT JOKyMEHTOB IIPH YBOJIEHEHUH COTPYIHUKA.

11. Opranuzamus paboTHI ¢ JOKYMEHTaMH.

12. Topsanok 06pabOTKH NOCTYMNAOIUX U OTIPABIIEMBIX JOKYMEHTOB.

13. Iopsinok 06pabOTKH OTHPABISCMBIX JTOKYMEHTOB.

14. Topsimox 06pabOTKH BHYTPEHHUX JOKYMEHTOB.

15. Peructpauus JOKyMEHTOB.

16. Opranuzanusi KOHTPOJIS 32 UCTIOJIHEHHEM JI0KYMEHTOB.

17. XpaHeHue IOKyMEHTOB.

18. CocTaBneHre HOMEHKIATYPBI A€ OpraHU3aI|H.

19. Opranun3zarus paboTsl C JOKYMEHTaMH, COAEPKAIIUMHI KOH(PHUICHIINATbHBIE CBEICHHUS.
20. CBeneHus, OTHOCSIIMECS K KOMMEPYECKOM TaliHe.

21. 3ammTa JOKyMEHTOB, COJEPKAIIUX KOMMEPUYECKYIO TalHY.

22. YHUUTOXXEHUE JOKYMEHTOB.

23. TloHsATHE IEKTPOHHOTO JOKYMEHTA €ro MPeuMyIIeCTBa U HEJOCTATKH.

24. CocTaBiieHUE JIOKYMEHTOB.

25. ABTOMaTH3UpPOBaHHAS MPOIEAYypa paObOTHI C JOKYMEHTaMHU.

26. DnexTpoHHBIE O(HCHBIC CUCTEMBI.

27. XpaHeHue JOKYMEHTOB B JJIEKTPOHHOU (opme.

O 001N DN A~ Wi —

Bompocs! mtst mpoBeneHust UTOroBoOH arrectanuu B popme 3auéra (MK):

1. OCHOBHBIE TIOHATHS JJOKyMEHTHPOBAHHMS! YIIPABICHIECKON EATCIBHOCTH.

2. O6myue 1 cruenuanbHble QYHKIHMHA OQUIHATBHBIX JOKYMEHTOB.

3. CocTaB HOPMAaTUBHO-METOIMUECKOH 0a3bl JOKYMEHTALIMOHHOTO 00ECICUCHUS.
4.YHuduKays 1 cTaHAapTH3aLUs yIIPaBISHYECKUX JIOKYMEHTOB.

5. Knmaccudukanms JOKyMEHTOB.

6. OcopmieHNE PEKBI3UTOB YIPABICHYESCKIX JOKyMEHTOB.

7. braHku TOKyMEHTOB M TpeOOBaHUSI K HUM.

8. OdopmiieHHE B TOKYMEHTaX 3HAKOB IIPEIMHAHUS 1 CHMBOJIOB.

9. Odopmnennue mosueit, HyMepanuy CTPaHUI] B TOKyMEHTaX.

10.0¢opmienue naT u yucen B JOKyMEHTaX.

11. OdopmiieHre TabIUI] U PUCYHKOB B JJOKyMEHTaX.

12. OopmneHne MaTeMaTHIECKUX (GOPMYIT W €IHHUI U3MEPEHHUS B JTOKyMEHTAX.
13. KoppekrypHble 3HaKu 1 IpaBuUiia UX MIPUMEHEHHUS.

14.0OcobenHocT 0pUIMATBEHO-AE€T0BOTO CTUIIA.

15.YnorpeGiieHre IPOIUCHBIX U CTPOYHBIX OYKB.

16.HanGonee ynorpediisieMble COKpaIeHHs CIIOB.

17.KoppecnonneH1ys, CBsI3aHHAs C IPOBEACHUEM IEPUOJUUECKUX MEPOIIPUATUH.
18. YcraB opraHuzaiyy, ero peKBU3UTHI 1 OCHOBHBIE Pa3JIelibl TEKCTa.

19. IllTaTHOE pacmucaHme, ero peKBU3UTHI 1 OCHOBHBIC CBEACHHS, COJIEpIKAIINecs B TAHHOM JTOKYMEHTE.
20. IlonoxkeHue, €ero peKBU3UTHL. BUabI MOI0KEHUM.

21. Mucrpykumst. OcCHOBHOE Ha3HAUYCHHUE JODKHOCTHOW MHCTPYKIMH, €€ PEKBU3UTHI M OCHOBHBIE Pa3/ielibl TEKCTa




22. YupeanuTeIbHBIi JOTOBOP, €T0 PEKBU3UTH U OCHOBHBIE Pa3eibl TEKCTA.

23. Buapsl pacnopsAUTeIbHBIX JOKyMEHTOB, UX OCHOBHOE Ha3HAUEHHE.

24. Tlpuka3, ero peKBU3UTHI 1 OCHOBHBIE YaCTH TEKCTA.

25. PexBU3UTHI yKa3aHUs U LENb U3/1aHUs JAHHOTO IOKYMEHTA.

26. PacnopsixeHue, ero peKBU3UTHL. BOMpoCH!, MO KOTOPBIM U3/aeTCs PACIIOPSKEHHUE.
27. Pemenue, ero pekBU3uThl. OpraHsl yIpaBiIeHUs, UMEIOIINE IPAaBO K U3AaHHUIO JaHHOTO JOKyMEHTa.
28. PexBU3UTHI IOCTAHOBJICHUS U LIENIb U3AaHUS JaHHOTO JJOKYMEHTA.

29. Bunsl nHQOPMAITOHHO-CIIPABOYHBIX JJOKYMEHTOB, UX OCHOBHOE Ha3HAUCHUE.

30. IIpoTokon, ero peKBU3UTHI U OCHOBHBIE YaCTH TEKCTA. BUBI TPOTOKOIIOB.

31. Hoxnagabie M 00BICHUTEIBHBIC 3aIIMCKH, HX PEKBU3UTHI M OCHOBHBIE IIENIN HATIMCAHNS TAaHHBIX JOKyMEHTOB.
32. TpebGoBaHus, MpeabIBIsAEMbIE K COCTABICHHIO CIIPABOK. BHUIBI cripaBoK.

33. Ocobennoctu cocraBieHusa akra. OCHOBHBIE YaCTH TeKCTa. BUIbI aKTOB.

34. Tpe©oBaHusl, NIPEeABIBIIEMbIE K COCTABICHUIO U OQOPMIICHHIO CITyKEOHBIX ITHCEM.
35. Pa3HOBUJHOCTH IIHCEM.

36. Buzbl JOKyMEHTOB, OTHOCSIIHECS K JOKYMEHTALUH MO INYHOMY COCTaBYy.

37. OdopmiieHue mprema Ha padboTy.

38. TpeboBanHwMs, IpeABIBIAEMBIC K COAESPKAHUIO U 0(OPMIICHHIO TPYIOBOTO JOTOBOPA.
39. OdopmiteHue MPHUKA30B MO TMIHOMY COCTABY.

40. TpeGoBanusi, MpeabIBIsSEMbIE K COAEPKAHUIO U O(POPMIICHUIO XapaKTePUCTHKH.

41. CocTaBHBIE JIEMEHTHI U PEKBU3UTHI aBTOOHOTpadun.

42. CocTtaB JOKyMEHTOB JINYHOTO JAeTa.

43. O0mmye nmpaBuiia BeJeHUS U BbIIAYX TPYIOBBIX KHIDKEK.

44. OopmiieHne TOKyMEHTOB IIPH NEPEBOAE COTPYHUKA Ha APYTYIO paboTy BHYTPH OpPraHU3aLMH.
45. Topsimok opopMITeHHS TOKyMEHTOB IIPH YBOJIEHEHUH COTPYIHUKA.

46. Opraamusamust paboThI ¢ JOKyMEHTaMH.

47. Ilopanok oOpaboTKK MOCTYNAIOIIUX U OTIPABISIEMbIX JOKYMEHTOB.

48. ITopsiiok 00pabOTKY OTIPABIAEMBIX JOKYMEHTOB.

49 ITopsmox 06pabOTKN BHYTPEHHHUX JTOKYMEHTOB.

50.Peructpanus JOKyMEHTOB.

51.0pranu3aiys KOHTPOJIS 32 UCTIOJTHEHHEM JIOKYMEHTOB.

52.XpaHeHue JOKYMEHTOB.

53.CocTaBieHre HOMEHKIATYPBI A€ OpraHU3alHH.

54.0Opranuzanus paboThl ¢ JOKYMEHTaMH, COAEPKALTUMU KOH(PHUICHIINATbHbIE CBEICHHS.
55.CBenenusi, OTHOCSIIMECS K KOMMEPYECKOM TaliHe.

56.3amuTa JOKyMEHTOB, COJEPKALUX KOMMEPUECKYIO TalHYy.

57.YHUUTOXKEHNE TOKYMEHTOB.

58.IloHsTHE ANEKTPOHHOTO JOKYMEHTA €r0 MPEUMYIIECTBA U HEJOCTATKU.
59.CocTaBneHue JOKYMEHTOB.

60.ABTOMaTH3MPOBaHHAS MIPOLIEAypa PaOOTHI C JOKyMEHTaMH.

61.OnexTpoHHbIe O(QUCHBIE CUCTEMBI.

62.XpaHeHue TOKyMEHTOB B 3JICKTPOHHOM (hopme.

Conepxanne npakxruueckux 3aganuii (TK1-TK4)

1.CocraBuTh MpuKa3 00 yTBEPKJICHUN HHCTPYKIMHU 110 JEIONPOU3BOJCTBY Ha 3aBoJie. B KoHCTaTHpYIOIIEeH YacTu yKa3aTh, 4TO B
COOTBETCTBUH ¢ THUIOBOI MHCTPYKIMEH 1O AIONPOU3BOJICTBY B MUHUCTEPCTBAX, BeaoMcTBax Poccuiickoit denepanmu,
yTBepKAEHHOM pacnopspkeHueM IlpaButenscra Poccuiickoit denepauuu ot 00.00.20_ r. Ne 00 mpencenarenem Komurera o
nenam apxuBoB 1pH [IpasurensctBe PO OUO kaHuensipueii 3aBosa pazpaboTaHbl MOPAIOK MPOXOKICHUS TOKYMEHTOB U
CTaH/AapThl HA OPraHU3aLHOHHO-PACTIOPAAUTEIBHYIO JOKyMEHTAMI0. B pacnopaaurensHoi 4acTu yTBEpAUTh HHCTPYKIMIO U
MOPYYHUTH 3aBeIyIOIIeH KaHIesIprel 00eCIIeYnTh METOIMYECKOe PYKOBOJICTBO OPTraHU3aNeH ACIOPOM3BOACTRBA Ha TIPS IIPUATHH
U YCTAaHOBHUTH KOHTPOJb 32 COOMIOIEHNEM TPeOOBaHUI HHCTPYKIUH.

2.CocTaBUTh ITPUKa3 MO 3aBOAY 00 yCTAHOBICHUHU €AMHOIO peXrMa paboThl HEHTPaNbHBIX CKIal0B. B KoHCTaTHpYIOIIEH YacTu
OTMETHUTH, YTO OTITYCK [[eXaM MaTePHAIOB CO CKIAZOB MPEANPHUATHS B TeUSHHE pabodero qHS HapyIIacT HOPMaJbHYIO paboTy
CKJIQJICKOTO ammapara. B pacropsiiuTensHOI 9acT yka3aTh KOHKPETHBIE Yachl OTIICKa MATEpPHAIOB CO CKIAJI0B, Ha3BATh
KOHKPETHBIX JJOJDKHOCTHBIX JIMI, KOTOPbIe OTBEYAIOT 3a MEePEBOJ CKIAN0B Ha Oolee pallioHaIbHbIN peskuM paboTel. OcTanbHbIe
MYHKTBI B paCHOPAJUTENBHOM 9aCTH M APYTUE PEKBU3HUTHI YKa3aTh CAMOCTOSATENBHO.

3.CocraBuTh IpHKa3 10 npeanpuaTiio "Temn" 06 nTorax peBU3NH 10 MPOBEepKe PUHAHCOBOTO 0TYETA. B KOHCTaTHpYyIOIIEH YacTH
yKa3aTb, UTO peBHU3HEH 00HAPY:KEHBI (DaKThI TPyOOTro HapyIIeHHs (PHHAHCOBOTO Y4ETa, IIOJIHOE OTCYTCTBUE Y4ETa U OTUYETHOCTH 110
KOMaHIMPOBKaM, OTCYTCTBHE KypHaja y4éra JOBEpEHHOCTEH.

4.Hanmcats npuka3 JUPEKTOpa 3aBojia TOYHOTO MAIMHOCTPOCHHMS O MPEMHUPOBAHUN PaOOTHHUKOB IITAHOBO-IKOHOMUYECKOTO OT/IeNIa
3a JOCPOUHYIO pa3paboTKy OusHec-mIaHa. [Ipemus Bemaéres n3 poHIa MaTepHAIFHOTO OOIIPEHUs B pa3mepe 50 % mMecsgHOro
ownaza. [lpyrue faHHbIE B TEKCTE U PEKBU3UTHI yKa3aTh CAMOCTOSTEIBHO.

5.Hanmcatp mpuka3s o OAO "Candup" 06 uTorax J0KyMeHTAIbHOW peBrU3uu padboTel npennpusatus ¢ 01.02.20 r. mo 01.09.20 r. B
aKTe peBH3NH 3a(hMKCHPOBAHBI CIICTYIOIINE HEAOCTATKH: HE YIOPSIOYEH YUET IMIHOTO cocTaBa, HeKoTopsle nena TP maxomsares
B 3alyIIEHHOM COCTOSIHUH; y 3aBeqytouiero ckianoM metamio [letposa JI.H. okaszanuch u3nuikuy uctoBoi craiu (320 xr) u
HeJ0cTavya cTanbHOM JeHTsI (185 Kr); JomyckaeTcss HEOOOCHOBAHHOE CIMCaHUE YIIAKOBOYHOM OyMaru, rBo3JeH 1 3alacHbIX yacTel
JUIS peMOHTa 000PYIOBAaHIS; B MEXaHUIECKOM IIEXe JIOIYIIIEH ITepepacxo IPHITos B KoJudecTBe 60 Kr; 3aBEAYIONINM CKITaICKIM
xo3stiictBoM I1.11. JIoMOBBIM HECBOEBPEMEHHO OTIPY’KeHA ITOCTaBIIMKAaM BO3BpaTHAs Tapa, 3a YTO 3aBOJOM yIUIadeH mrpad B
cymMme 15 Teic. py6. [pyrue pekBU3UTHl YKa3aTb CaMOCTOSITENBHO.




6.CocTtaBuTh IIPUKA3 IO CTPOUTENBHON opranu3anuy "['opH30HT" 0 HENMPaBUIEHOM HUCIOJIB30BaHUN CTPOUTEIBHBIX OTXO00B. B
BBOJIHOI 4acTH yKa3aTh, YTO P NPOBEPKE PabOTHI CKiIa/la MUIOMATEPUAIOB YCTaHOBICHBI (DAKThI OTIYCKa B KOTEIBHYIO JUIS
CXKUTaHUS OTXOJI0B MIJIOMATEPHANIOB JITMHOMU cBbIme 20 cM. B 3akmi0unTensHOM YacTH CieyeT MpeaoKUuTh 3aBeAY0IEMY
CKJIaJIOM OPTaHU30BATh PabOTy IO peann3aii OTXOI0B YaCTHBIM JIHIIAM.

7.CoctaBuTh npuka3 o0 urorax padotsl ¢ fokymeHTamu B 20 1. B OAO "Crannuynuk". B koHCTaTUpyIOIel yacTu yka3aTb Ha
HH3KYIO TpeOOBaTEIbHOCTD PYKOBOAUTEIICH ITOIpa3/IeIeHIH K KaUuecTBY MOATOTOBKH M KOHTPOJIS 33 MX HCIOIHEeHHEM. B
PacIopAIUTENFHON YacTH 00paTUTh BHUMaHNE PYKOBOAWTEIICH Ha TOBBIICHAE TPEOOBATEIIFHOCTH K paOOTHHKAM B YacTH PabOTHI ¢
JoKyMeHTaMu. J[aTh 3a7aHie COTPYIHUKY, OTBEUAIONIEMY 3a JEJIONPOU3BOACTBO, Pa3paboTaTh MEPHI 110 YIIYUIICHUIO 3TOIT paboThI.
8.CocTaBUTH KpaTKHii IPOTOKOJ IPOU3BOJCTBEHHOTO COBEIAaHUsI pA0OTHUKOB IJIAHOBO-I)KOHOMUYECKOTO OT/IeNa 3aBOJa
MeIpenapaToB, Ha KOTOPOM OBII pacCMOTPEH BOIPOC O TOCPOYHOI pazpadoTke OmsHec-uraHa Ha 20 1. [Tocie obcyxneHns
MPOU3BOJICTBEHHOE COBEI[AHUE MPUHSJIO PEIIeHHE Pa3padoTaTh OM3HEC-IUIAH Ha TPU JHS PAaHBIIEC yCTAHOBICHHOTO CPOKA.
OcranpHble JaHHbIE YKa3aTh CAMOCTOSTENBHO.

9.CocTaBUTh KPaTKUii MPOTOKOJ 00IIEro coOpaHus pabovyux 0OIIeCTBa C OTPAHUICHHONW OTBETCTBEHHOCTHIO "FOrcTpoii”, Ha
KOTOPOM 00CY’KIaeTcsl BOIPOC O CO3MAaHMHU IeXa CTPOUTEIBHBIX MaTePHAJIOB JUIT CTPOUTENIBCTBA JKIIIBIX ToMOB. Ha coOpanmn
6bL1a 3acimynIaHa HHGOpManus npeaceaaTess 0 BO3MOKHOCTH CO3/IaHHS TaKOro IieXa U MepCIeKTUBAxX ero paboTsl. Bel1o mpHHATO
pelIeHNE NOPYYUTh TIPEACEIATEIII0 U €ro 3aMECTHTENIO 10 CTPOUTEIBCTBY B TEUCHHE 6 MECSIIEB Pa3BEpPHYTh pabOTy U BbI-JICIHUTh
JUTSL OTHX Tielieit 3 MiTH. pyo.

10.CocTaBUTh IPOTOKOJI 3aCE€1aHNsI UHBEHTAPU3aLMOHHON KOMHCCUY 3aBOJa Fa30BOM alnapaTypsl, Ha KOTOPOM pacCMaTpUBAJICS
BOIIPOC O Pe3yIbTaTax MHBEHTapU3aluy Mo ckiamgy Ne 7 BCrioMorareNnsHbIX MaTepuanos. Ha 3acenanuu ObLIo IPpUHATO
MIOCTaHOBJICHHE 00 YTBEPIKICHUH PE3YJIbTATOB MHBEHTAPHU3ALNH U OTHECCHHH 33 CUET 3aBEIYIOIIETO CKIaJ0M HEl0CTaul
BCIIOMOTATENBHBIX MAaTEPHAIIOB B cyMMe 365 ThIC. py0., a Taloke 3a4NTaHbl CITMYUTEIbHAS BEIIOMOCTD 1O CKiIamy Ne 2 u
00BACHUTENbHAS 3alUCKa 3aBEAYIONIET0 ckianoM. OcTaabHbIE JaHHBIE OTPEICIUTh 110 CBOEMY YCMOTPEHHIO.

11.CocTaBuTh DOKIAJHYIO 3aIIMCKy TJIABHOTO OyXrajiTepa JUpeKTopy o0 nTorax paboThl O LIEHTPAIU3ALUHU PacyETOB ¢ pabouNMHU
u cryxamumuy Ha BII 3aBoga. [lenTpanmzanms pacd€ToB qana BOSMOXHOCTE ITEPEBECTH Ha APYTYIO PabOTy IATH OyXraiaTepoB
[[EX0OB, YMCHBIIINTH OITHOKN B Pacu&Tax ¢ pabouNMH U CIy>KalUMH. Y CHUINTh KOHTPOJIb 338 PACXOAOBaHUEM (QOHIOB 3apabOTHOI
1aTel. B 3axoueHn HE0OXOMMO MOCTaBUTh BOIIPOC O MPEMUPOBaHUH paboTHUKOB Oyxrantepun u BLI, obecneunBaromux
Hepexos Ha IEHTPAIM30BaHHbIN pacuéT 3apaboTHOI mIaTs! 1o 3aBoy. OcTalnbHble JaHHBIC YKa3aTh CAMOCTOSATEIBHO.
12.CocTaBuTh TOKIAIHYIO 3aIHCKy CeKpeTapsi-pedepeHTa pyKOBOIUTEIIO IPEANPUATHS 00 yTepe paboTHHKOM AHIpeeBsM B.I.,
MHChMa-3alpoca, TOCTYIUBILIETO B aApeC MPEANPHUATHS ABa MeCsIa Ha3al.

13.CocraButh 1 opopmuth axc pupmsl "SuTaps”" HoBocubupckomy mpeanpusituio "PoccTpoit” o MoMHOM 0TKa3e OT OIUIaThI 3a
MOCTYNHBIIYO IPOIYKIMIO B CBS3H C TE€M, UTO 3Ta MPOIYKIHs He OblIa 3akazaHa. OcTalbHBIC PEKBU3UTHI yKa3aTh CAMOCTOSTEIEHO.
14.CocraBuTh JOKIAAHYIO 3aNMCKy Ha4YaJIbHUKA OTAENA PYKOBOIHUTEIIO IPEANPHATHS O (haKTe HEe-BRIOITHEHHS PaCIIOPSDKEHNUS O
MOHTaxe 000pyJ0BaHHS Ha Y4acTKe [0 IPUYHHE cIab0ro KOHTPOJIS CO CTOPOHBI ITaBHOTO TEXHUKA.

15.CocTaBuTh DOKIAJHYIO 3aIIMCKy O IIPUYMHAX HECBOSBPEMEHHOCTH IPE/ICTaBICHNs! HH(OPMAINK O BBINOJIHEHUH IPHKa3a
mupexropa. OcTanbHbIe PEKBU3HUTH YKa3aTh CAMOCTOSITEIIBHO.

16.CocTaBuTh JOKIAAHYIO 3aIIUCKy ITTaBHOTO OyXTaaTepa PyKOBOIUTENIO IPEIIPHUITHSI O HEOOXOIMMOCTH HEHTPANIN3aINU
pacuéroB ¢ pabOTHUKAMHM NPEANPUATHA. B 0043aHHOCTH OTYETHBIX PAOOTHUKOB LIEXOB J0JDKHO BXOAUTH JIMIIB OOpMIICHHE
MEPBUYHBIX JOKYMEHTOB IO Y4ETY BBIpAaOOTKH. B moKIamHO# 3amicke HEOOX0IMMO MOJATh MPEITIOKEHHE O IIEPeCMOTpE MITaTOB
OTYETHBIX PAOOTHUKOB B II€XaX U INIABHOW OyXraiaTepuu n3 pacuéra oOIIero COKpameHus mraToB He MeHee uyeM Ha 20 %.
17.CocTaBuTh AOKIAAHYIO 3aIIMCKY HaYaJIbHHUKA IJIAHOBO-D)KOHOMHUYECKOTO OT/ela pyKOBOAUTEIIO NPEANPHUITUS 00 obecrieueHrH
OTJEeNa YeThIPhbMs KoMIbloTepaMu. OcTallbHbIE PEKBU3HUTHI YKa3aTh CAMOCTOSATEIBHO.

18.CocTaBuTE OOBACHUTENBHYIO 3aITUCKy 1O (aKTy OTCYTCTBHS Ha pabodeM MecTe coTpyaHuka [Ba-nosa I'.U. ¢ § gacos mo 12
gacoB 12.04.20 r.

19.CoctaButs cripaBky o Tom, 4to AradonoB H.K. sBisiercs crynenTom 3-ro Kypca daxynbpreTa MEHEPKMEHTA U SKOHOMHKH. (
20.CocTaBHTh NPHKa3 IO 3aBOAY 00 YCTaHOBICHUH €IHHOTO PEXKMMa paboTHI IIEHTPATIBHBIX CKIa0B. B KoHCTaTHpYyIOIIEH YacTH
OTMETHUTD, YTO OTITYCK I[€XaM MaTEPHAIOB CO CKIAI0B MPEANPHUATHS B TSUCHHE pabodero qHI HapyIIaeT HOPMAIbHYIO PaboTy
CKJIaJICKOTO ammapara. B pacropsiiuTensHoil 4acT yka3aTh KOHKPETHBIE Yachl OTIyCKa MaTepHAaIoOB CO CKIaJ0B, Ha3BaTh
KOHKPETHBIX JOJDKHOCTHBIX JIMIL, KOTOPBIE OTBEYAIOT 3a IIEPEBOJI CKIA/I0OB HAa OoJiee pallMOHAIBHBIH pexuM padboTsl. OcTaibHble
IYHKTHI B PACHOPSIUTEIFHOM YaCTH M APYTHE PEKBH3HUTHI YKa3aTh CAMOCTOSTEIBHO.

21.CocraBuTh NpHKa3 M0 IpenpusTuio "3aps" 06 nTorax peBU3NH M0 NpoBepKe PUHAHCOBOTO 0TUéTa. B KOHCTaTHpYyIOMLIe YacTi
yKa3aTh, 4TO PeBU3HEH 0OHapYXEHbI (PAKThI TPyOOro HapyIIeHUs (PMHAHCOBOTO yuETa, IIOJHOE OTCYTCTBHE Y4ETa M OTYETHOCTH IO
KOMaHIHPOBKaM, OTCYTCTBHE )XypHaJa y4éTa JOBEpPEHHOCTEH.

22.Hanmcats npuka3 JUPEKTOpa 3aBOjia TOYHOTO MAIIMHOCTPOCHHUS O IPEMUPOBAHUN PaOOTHHUKOB ITTAHOBO-?KOHOMHYECKOTO
OTZeNa 3a JOCPOUHYI0 pa3paboTKy 6u3Hec-1uiaHa. [Ipemust BeinaéTes u3 GoHIa MaTepHaIbHOTO MoolpeHus B pasmepe 50 %
MECAYHOTO OKIaja. J[pyrue naHHbIE B TEKCTE U PEKBU3HUTHI YKa3aTh CAMOCTOSATEIBHO.

23.Hamucatp npuka3 mo OAO "Oxeup" 06 UTorax JOKyMEHTaIbHOUW peBr3un padboTsl mpeanpustus ¢ 01.02.20 o 01.09.20 B
aKTe peBU3UH 3a()UKCUPOBAHBI CIICAYIONINE HEAOCTATKH: HE YIOPSI0YeH YUET TUIHOTO cocTaBa, HeKoTopsle nena UTP vaxonsres
B 3allyLlIEHHOM COCTOSIHHH; Y 3aBeAyIolIero cknaaoM Meramnos Ilerposa JIL.H. oka3anuce n3numky auctoBoit ctamu (320 kr) u
HeJocTava CTanbHOM JeHTH (185 kr); momyckaercss HeOOOCHOBaHHOE CIIMCAHKUE YITAKOBOYHON OyMard, TBO3JICH U 3alIaCHBIX YacTei
JUIS peMOHTa 000PYIOBAHIL; B MEXaHNIECKOM II€Xe JIOIMYIIEH Iepepacxo ] MPHIos B KoaudecTse 60 KT; 3aBEAYIONIIM CKIICKIM
xo3sicTBoM [1.1. SIkoBIIEBBIM HECBOEBPEMEHHO OTIPYKEeHa MOCTABIIMKAaM BO3BpaTHAs Tapa, 3a YTO 3aBOJIOM yIjlaueH mrpad B
cymMme 15 Tbic. py0. [lpyrie peKBH3UTHI yKa3aTh CAMOCTOSATEIBHO.

24.CocTaBUTh IIPUKA3 110 CTPOUTENBHOM opranu3anuu "['Opu30HT" 0 HEMPaBUILHOM HCIIOJIb30BAHUU CTPOUTEIBHBIX OTX0A0B. B
BBOJIHOM 9acTH yKa3aTh, 4TO IPH MPOBEPKE pabOTHI CKIIaja MIOMATEPHUAIOB YCTAHOBICHBI (DAKTHI OTIIYCKA B KOTCIBHYIO IS
C)KUTaHUS OTXOJI0B MUJIOMAaTepHaIoB JUIMHOM cBblie 20 cM. B 3aKIrounTeNnbHOM YacTH cliefyeT MPeaaoKUTh 3aBeIy0IeMy
CKJIaJIOM OPTaHH30BaTh PabOTy IT0 PeaTn3aii OTXOI0B YaCTHBIM JIMIIAM.

25.CocraButs npuka3 00 urorax padotst ¢ gokymeHTamu B 20 1. B OAO "Benepruku". B koHCTaTHpYyIOIIEH YacTH yKa3aTh Ha
HH3KYI0 TpeOOBaTeIbHOCTh PYKOBOAUTENEH MOAPa3AeNIeHUI K KauecTBY MOATOTOBKU M KOHTPOIIS 3a UX UCTIOTHEHHEM. B




pacHopsaauTeNbHON YacTH 0OpaTUTh BHUMAaHUE PYKOBOAMTENEH Ha MOBBIIICHNE TPeOOBATEIFHOCTH K paOOTHHKAM B 4acTH PabOTHI ¢
JOKyMeHTaMH. [laTh 3a1aHKe COTPYAHUKY, OTBEYAIOIIEMY 3a JAEIONPOU3BOACTBO, Pa3paboTaTh MEPHI M0 YITyUIIEHHIO 3TOH paboTHI.
26.CocTaBHUTh KpaTKHI MPOTOKOJ IIPON3BOACTBEHHOTO COBEIIAHMUS PA0OTHUKOB INIAHOBO-3KOHOMHYECKOTO OT/IENa 3aBO/a
MeJIpenapaToB, Ha KOTOPOM ObLI pacCMOTPEH BOIPOC O TOCPOUHOIT pa3paboTke Om3Hec-rana Ha 20 1. [Tocne oOcyxaeHus
NPOU3BOJICTBEHHOE COBEIIAHNE NPHHSIIO pellleHHe pa3padoTaTh OM3HEC-IUIaH Ha TPU JIHs PaHbIIE YCTAHOBICHHOIO CPOKa.
OcraibHble JaHHBIC YKa3aTh CAMOCTOSATEIBHO.

27.CocTaBHUTh KPaTKUH ITPOTOKOI 00IIIero coopaHus padodnx o0IIecTBa ¢ OrpaHHYCHHON OTBETCTBEHHOCTRIO "FOrerpoit”, Ha
KOTOPOM 00CYy’KAaeTcsl BOIPOC O CO3JaHUHU IeXa CTPOUTEIBHBIX MaTEPUAJIOB I CTPOHTENIBCTBA KIIIBIX oMOB. Ha coOpanun
Obl1a 3aciTylaHa HHPOPMaIHs MPeACe]aTelst O BO3MOKHOCTH CO3/IaHUsI TAKOTO 1ieXa U IEPCIeKTUBax ero paboTel. bbuto npunsaTo
pemIeHne NOpyIUTh IPEACEATEIIO U €T0 3aMECTUTEINIO TI0 CTPOUTENBCTBY B TeUEHHE 6 MECSIIEB pa3BepHYTh pabOTy U BEI-ACIUTH
JUTS OTHX Tenieit 3 MiH. pyo.

28.CocTaBUTh NPOTOKOJ 3aceaHNsl MHBEHTApH3a[MOHHOH KOMUCCHH 3aBO/Ia Ta30BOM aImnapaTyphl, Ha KOTOPOM paccMaTpuBalcs
BOIPOC O Pe3yNIbTaTax MHBEHTApU3aLMH 110 ckiaxy Ne 7 BCioMoraTelibHbIX MaTepuanos. Ha 3acenanuu Obu10 MpUHATO
MIOCTaHOBJICHHE 00 yTBEPKACHUH PE3yNIbTaTOB MHBEHTAPHU3AIMH U OTHECCHHH 3a CUET 3aBEAYIOMIETO CKIa0M HEI0CTaul
BCTIOMOTATEJIFHBIX MAaTEPHUANIOB B cyMMe 365 ThIC. py0., a TakoKe 3aUUTaHbI CIIMYUTENbHAS BEIOMOCTH 110 CKIaxy Ne 2 u
00BsICHUTEIbHAS 3aIIMCKa 3aBe/yrollero ckiasoM. OcTanbHble JaHHBIE ONPEIEIUTD 110 CBOEMY YCMOTPEHHIO.

29.CocTaBuUTh HOKTANHYIO 3aIIMCKy TJIABHOTO OyXranTepa IUpeKTopy 00 nTorax paboThl MO HEHTPATH3alNI PacuETOB ¢ pabodunMu
u cryxamumu Ha BII 3aBoma. [lenTpanm3anus pacu€ToB qana BO3MOXKHOCTE IIEPEBECTH Ha APYTYIO PaboTy IMATh OyXraaTepoB
LIEXOB, YMEHBIIHUTDH OLIHOKH B pacuérax ¢ pabOYMMHU U CIYKALUIUMHU. Y CHIINTh KOHTPOJIb 33 pacXxoJoBaHHeM (POHIOB 3apabOTHON
wiatsl. B 3awmoueHn He0OX0JUMO ITOCTABUTH BOIIPOC O MPEMUPOBaHUK paboTHUKOB Oyxrantepun u BLI, obecneunBaromux
Hepexo ]l Ha IeHTPAM30BaHHBIN pacdéT 3apaboTHOM IIaTHl 10 3aBoxy. OcTaibHBIE JaHHBIE YKa3aTh CAMOCTOSTEIHHO.

30. CocTraBuTh JOKIAJHYIO 3aIIHCKy CEKpeTaps-peepeHTa pyKOBOJHTENO MPEANpUATHS 00 yTepe paboTHHKOM 3yeBbIM
B.I'"., nucpMa-3anpoca, HOCTYNHBIIETO B aJpec MPEATIPUTHS ABa MeCsLa Ha3a/l.

J111sl KOHTPOJIS YCIIEBaEMOCTH O0YUaIOIIUXCS U OLIEHKH PE3YJIbTaTOB OCBOCHUSI AUCLIUIIINHBI IPUMEHSAETCS OaJUIbHO-PEHTHHIOBAs
cucreMa, pa3paboTaHHas B COOTBETCTBHH ¢ [lotoskeHreM o Tekyieit arrectanun odydaromuxcst B HUMU Jlonckoii TAY.
IIpomexyTouHas aTTecTanus CTyA€HTaMH OYHOH (opMbI 00yUeHHs BKIIOUaroniel B ceds npo-senenue Texymero (TK),
npomexytouHoro (I1K) u urorosoro (MK) KoHTposis 110 JUCHMILTHHE.

Texymmit kouTpois (TK) ocymecTBisieTcs: B TEUCHHE CeMeCTpa M MIPOBOAUTCS 110 Ta00PAaTOPHBIM padoTaM M MPaKTHIECKIM
3aHATHUSM, a TAKOKe TI0 BUIaM CaMOCTOATENbHOM paboThl cTyaeH-ToB (PI'P). ®opmamu TK sBnstoTcst: oT4eT mo 1abopaTtopHOi
paborte; 3amuTa pacyeTHO-rpaguIecKoil paboThl; KOHTPOJIbHAs padoTa MO MPaKTUYECKUM 33JaHUSIM U 71 CTYJ€HTOB 3a04HOM
(hopmBbL.

B Teuenne cemectpa nposoaTes 2 npomexyTodnsix korTpoist (ITK1, ITK2). B xoxe npomexytounoro koHTposts (I1K)
MPOBEPSAIOTCS TeOpeTUUecKue 3HaHuA. JlaHHBII KOHTPOJIb IPOBOJUTCS MO pa3AenaM (MOAYIIsAM) JUCUUILINHEL 2 pa3a B TeUCHHUE
ceMecTpa B yCTaHOBJICHHOE paboueii mporpamMmoi Bpemst. DopMaMu KOHTPOJIS SBISIIOTCS. KOJUIOKBUYM, KOHTPOJIBHBIE PA0OTHI.
Hrtorossrit koHTpoIb (MK) — 310 3a4€T MO AUCIIUITIMHE B IIETOM.

6.2. TeMbl NHCbMEHHBIX padoT

PacuetHo-rpadudeckas paboTa cTyIEHTOB 09HOH (opMbI 00ydeHHUS

PacuetHo-rpaduyeckas pabora Ha TeMy «J]oKyMeHTanMOHHOE oOecTieueHne yIpaBiIeHUs! OpraHu3aiuein» UMeeT Lenbio
3aKpEIUICHUS TEOPETHUYECKUX 3HAHUH 110 COCTaBICHHIO ¥ 0(OPMIICHHUIO JI0OKY-MEHTOB YIIPaBICHYECKOH JeATeNbHOCTH. B 3anaun
PI'P Bxonur:

1.CocraBnenue u oopMIIEHHE OCHOBHBIX BHIOB YIPaBICHYECKOI JOKYMEHTAIUH.

2. Cocrasienue u oopmieHne JoKyMeHToB ¢ nomouipio 1K, npu ucnons3oBannu nakera apromarusanuu Microsoft Office.

CrpyKTypa MOSICHUTENIBHOI 3aIICKH pacdeTHO-Tpaduueckoii paboTsl
U €€ OPUEHTUPOBOYHBIN 00BEM
Bgenenue (1 c.)
1.CocraBnenue u 0QopMIICHAE OCHOBHBIX BUJIOB YIIpaBiieHYecKoi mokymeHnTarmu: (8 -10 c.)
1.1 Opranu3alMOHHBIX JOKYMEHTOB;
1.2 PacnopsguTenbHbIX JOKYMEHTOB;
1.3 NadopMannoHHO-CIIPaBOYHBIX IOKYMEHTOB;
1.4 JIOKyMEHTOB IIO JINYHOMY COCTaBY.
2. CocraBnenue u oopmieHue Jo0KyMeHToB ¢ nomouisio 1K, npu ucnonszoBanuu nakera aBromaruzanuu Microsoft Office: (4 c.)
2.1 Cozpnanne u oopmiIeHHE JOKyMEHTA YIPABICHUECKOH JEATEIbHOCTH ¢ IOMOIIbI0 cucTeMbl Microsoft Word;
2.2 Coznmanue ¥ opopMIIeHHE TUAarPaMMBI K IEIOBOMY MTUCHMY ¢ TIOMOIIBI0 cucTeMbl Microsoft Ex-cel;
2.3 Co3nanue 1 0oopMICHHE NPe3eHTANN HOBOH MPOAyKIuH (YCIyT) ¢ IOMOIIbI0 cucTeMbl Micro-soft Power Point.
3akmouenue. (1 c.)

PacueTtHo-rpaduueckas pabora Ha TeMy «J{OKyMEHTAIIMOHHOE oOecTieueHre YIPaBIeHNsT OPTaHU3aLNE» BHITIOTHIETCS CTYIEHTOM
WHAMBUAYaAIFHO BO BHEAYAUTOPHOE BPEMsl, CAMOCTOSITENLHO 10 HHAMBHUYalbHBIM UCXOIHBIM JaHHBIM BapuaHTa 3aaHus B
COOTBETCTBHE C pa3pabOTaHHBIMU MeTOIMYEeCKUMH yKazaHusMH. [Tociie MpoBepky U 10pabOTKH yKa3aHHBIX 3aMEeYaHul, paboTa
3amu-maercs. [Ipyu moa0KUTENEHON OlEHKE BBITOIHEHHOW CTYAEHTOM pabOThl Ha TUTYJFHOM JINCTE CTABUTCS - "'3a4TeHO".
MaxkcumansHoe KonudecTBo 0amnos 3a PI'P — 15 6amnos.

6.3. ®oH/1 OLIEHOYHBIX CPEACTB




1 TIOKA3ATEJIW, KPUTEPHUU U IIKAJIbI OLIEHUBAHUA KOMITETEHI{MIA

Onenka copMupoBaHHOCTH KommeTeHuH y cryaeaToB HUMU JTon’AY u BeicTaBieHHe OLIEHKH IO OTACTHHON TUCIUATUINHE
BEZETCS CIeIyIoIM 00pa3om:

- JUISL CTYZCHTOB OYHOM (POpMBI 00yUYECHUS HTOTOBAs OLICHKA 110 JUCIUIUIMHE BRICTaBIsIeTcs 1o 100-0amipHON cucteMe, a 3aTeM
TIEPEBOTUTCS B OLIEHKH «OTIMYHO», «XOPOIIO», KyJOBICTBOPUTEIEHOY, HEYIOBICTBOPUTEIIHLHOY, «3aUTCHO» U «HE 3aUTECHOY;

- JUISL CTYZEHTOB 3a0YHOH U 04HO-3204HOH (hopMBI 00yUEHHUS OLIEHUBACTCS 110 MATHOANIBHON ITKaIe, OIIEHKAMH «OTIHIHOY,
«XOPOILIOY», «YyJOBIETBOPUTEILHOY, «HEYJOBIETBOPUTEILHOY; «3aUTEHO» WU «HE 3aUTEHOM.

BeIcoxuiif ypoBeHb OCBOCHHUS KOMIIETEHIINH, HTOTOBAs OIEHKA [0 AUCIUIUIHHE «OTIIMIHO» WIH «3adTeHo» (90-100 6amos):
TIyOOKO U IIPOYHO YCBOMII IIPOTPaMMHBIN MaTepHal, HCUYEPIIBIBAOIIE, IIOCIEI0BATEIbHO, YETKO M JIOTHYECKH CTPOIHO €ro
U3JaraeT, yMeeT TECHO YBS3bIBATh TEOPHIO C MPAKTUKOH, CBOOOTHO CIpaBIIseTCs € 331a4aMu, BOIPOCaMH U APYTHMHU BHIAMH
[IPUMEHEHUS 3HAaHUM, IPUUYEM HE 3aTPYHSETCS C OTBETOM IIPU BUJOU3MEHEHUH 3a1aHUM, UCIIONIB3YET B OTBETE MaTEpHUAl
MOHOTPa(hUIECKON IUTEPATy B, IIPABIIIEHO 000CHOBBIBACT IIPHHATOE PELICHNE, BIaICeT pa3HOCTOPOHHUMHY HaBBIKAMHU H
MpUeMaMH BBIITOJHEHUS TPAKTUIECKUX 3a1a4. CUCTEMHO U IUTAaHOMEPHO paboTaeT B TEUEHHH CEMECTpa.

IToBblIIEHHBIH ypPOBEHb OCBOECHUS KOMIIETEHIIMH, HTOrOBasl OLICHKA 110 JUCLUIUIMHE «XOPOIIO» MK «3auTeHo» (75-89 Gansos):
TBEPO 3HAECT MaTepHal, TPAaMOTHO U I10 CYIIECTBY M3JIaraeT ero, He JOIyCKas CyIIeCTBEeHHBIX HETOYHOCTEH B OTBETE Ha BOIIPOC,
MPaBIJIBHO IPUMEHSIET TEOPETHUCCKUE TOIOKCHHUS MIPH PEIICHUH ITPAKTHIECKUX BOIIPOCOB M 33/1a4, BJIaJIeeT HEOOXOANMBIMH
HaBBIKAMU U IPHEMaMH UX BBINOJIHEHUSI. CUCTEMHO U TUIAHOMEPHO paboTaeT B TEUSHUH CEMECTpa.

IToporoBslii ypoBEeHb OCBOSHHS KOMIIETEHIIM, HTOTOBasi OLEHKA 110 AUCLUIIIIMHE «yIOBIETBOPUTEIBHO» UM «3auTeHo» (60-74
6aa): IMeeT 3HAHUS TOIBKO OCHOBHOTO MaTepHaia, HO He YCBOWII €T0 JIeTaleH, JOIyCKaeT HeTOYHOCTH, HEAOCTATOUHO
MpaBUIIbHBIE (POPMYITMPOBKH, HAPYIIEHHS JIOTUUECKOH MOCIEI0BATENBHOCTH B U3JIOKEHUU MPOTPAMMHOTO MaTepHaa, UCIbITHIBAET
3aTPYAHEHUS IPH BBINOJIHEHUH NPAKTHYECKUX paboT.

IToporoBslit ypoBeHb OCBOCHHS KOMITETCHINH He c(DOPMHUPOBAH, HTOTOBAS OIEHKA TI0 TUCIUILIHHE «HEYIOBICTBOPUTEIHEHOY HITH
«He3auTeHo» (MeHee 60 6amIoB): HEe 3HAET 3HAYUTEIBHON YaCTH MPOTPaMMHOTO MaTepuaa, JOIyCKaeT CyIeCTBeHHBIC OIIHOKH,
HEYBEPEHHO, C OOJBIINMHU 3aTPyIHEHUSAMH BBIIOJIHSAET NpakTuueckre padoTel. Kak nmpaBuiio, olieHKa «HEYyIOBIETBOPUTEIBLHOY»
CTaBUTCS CTYJCHTaM, KOTOPBIC HE MOTYT IMPOAOJDKUTH 00y4eHHE 0e3 TOMOTHATEIBHBIX 3aHATHH 110 COOTBETCTBYIOIICH TUCIUIUIAHE.
Kputepun oneHku ypoBHs CHOPMHPOBAHHOCTH KOMIIETEHITNI U BRICTABIICHUE OIIEHOK o KypcoBomy mpoekty (KIT) mimm kypcoBoit
pabore (KP):

- Bricokuit ypoBeHb OCBOCHHS KOMITETEHIINH, OIIEHKa «O0TIHIHO» (25 — 23 6amna mis KIT; 20 — 18 6amna mist KP): pabota
BBITIOJTHEHA Ha BBICOKOM ITPO(eCcCHOHAIEHOM ypoBHE. I10THOCTEIO COOTBETCTBYET ITOCTABICHHBIM B 33/IaHHUH LIEJISIM U 3a/1a9aM.
[IpencraBneHHBII MaTepral B OCHOBHOM BEPEH, AOITyCKAIOTCS MEJIKHE HeTOYHOCTH. CTyIeHT CBOOOJHO OTBEYAET Ha BOIPOCHL,
CBSI3aHHBIE C IPOEKTOM. BrIpaxkeHa ClIOCOOHOCTD K MpodecCHOHaNbHOM afanTanuu, HHTepIpeTaluy 3HaHu| 13
MEKIUCIUIUTHHAPHBIX 00IacTel

- [ToBBIIIEHHBIH YPOBEHb OCBOCHMS KOMIIETEHIINH, OIIeHKa «xopormroy» (22-19 6amura mrs KIT; 17 — 15 6ama s KP): pabora
BBIMOJTHEHA HA I0CTATOYHO BEICOKOM MPO(eCCHOHATBHOM YpoBHE. JlomymeHon0 3 HerpyObIx oniOO0K, HEBIHUAIOIIUI Ha Pe3yIbTaT.
CryzleHT 0TBEYaeT Ha BOIPOCHI, CBA3aHHBIE C TPOEKTOM, HO HEJOCTATOUHO IOJIHO.

- [ToporoBelii ypoBeHb OCBOCHHSI KOMITETCHITUH, OLIEHKA «ya0BIeTBOpUTENbHOY (18-15 6amra ms KIT; 14 — 12 6aymta ans KP):
YPOBEHb HEJIOCTATOYHO BBICOK. JlomyIieHo o 5 ommnboK, He CYIIeCTBEHHO BIHSIOMNX HA KOHEUHBII Pe3yJIbTaT, HO X0 PeIICHHS
BepHbIid. CTYZEHT MOXKET OTBETUTH JIUILIb HA HEKOTOPbIE U3 33aHHBIX BOIIPOCOB, CBSI3aHHBIX C IIPOEKTOM.

- [oporoBeiii ypoBeHs OCBOCHUSI KOMIIETCHIHI HE ChOPMHUPOBaH, OIICHKA «HEYAOBICTBOPHUTEIbHO» (MeHee 15 6ammos mst KIT;
MmeHee 12 6amro st KP): paboTa BBITIONTHEHA HA HU3KOM ypoBHe. J{omymieHs! rpy0sie ommOky. Pemenne npuHINIHANIEHO He
BepHO. OTBETHI HA CBA3aHHBIE C IPOEKTOM BOMPOCHI OOHAPY>KUBAIOT HEMOHMMAaHHUE MIPeaAMeTa U OTCYTCTBUE OPUEHTAIIUH B
MaTepHale MpoeKTa.

Kpurepun oneHx: ypoBHS c(hOPMHUPOBAHHOCTH KOMIETEHIIUH U BEICTaBICHHE OAJIIOB 10 pacdeTHO-rpadudeckoit padore
(xoHTpONBHOI padoTe) (1o 10 GanmioB, 3a4TeHO/HE3aUTEHO): COOTBETCTBUE COIEPKaHUS PAOOTHI 3aJaHUI0; TPAMOTHOCTh M3JI0KEHUS
U Ka4ecTBO 0(OpMIICHUSI pabOThI; COOTBETCTBHE HOPMATUBHBIM TPEOOBAHMSAM; CAMOCTOSITEIIBHOCTD BBIIIOJIHEHUS pabOTHI, TITyOHHA
popabOTKH MaTepHaa; HCIOIb30BaHNE PEKOMEHAOBAHHON 1 CIIPaBOYHON JINTEPATYPhI; MPaBHIBHOCTH BBIITOJHEHHBIX PACUCTOB U
rpadudeckoi 9acTu; 060CHOBAaHHOCTH U IOKA3aTEIbHOCTh BEIBOAOB.

Kpurtepun onieHKr ypoBHS CPOPMHUPOBAHHOCTH KOMIIETEHIIMI ¥ BBICTABICHUE OaJUTOB 1Mo pedepary (nowiany) (mo 10 6amios,
3a4TeHO/HE3aYTEHO): COOTBETCTBHE COAEPKaHMs pedepara (oKTaaa) coaep kaHuio paboThl; BEIICICHNE OCHOBHON MBICITH
pedepara (1ox1ana); KaueCTBO M3JI0KEHHUS MaTepHala; OTBETHI Ha BOMPOCHI Mo pedepaty (moxnany).

2. METOJIMYECKUE MATEPHAJIbI, OTTPE/IEJISIIOILME ITPOIEYPbI OLIEHUBAHUS 3HAHWM, YMEHUIA,
HABBIKOB U (MJIN) OIIBITA JESITEJIBHOCTH, XAPAKTEPHU3YIOILUE STAIIbI ®OPMUPOBAHMS KOMITETEHIIMIA
OOmuii mopsiIOK MPOBECHUS MPOLIEAYPHI OLICHUBAHUS 3HAHWH, YMEHHIH, HABBIKOB U (MITH) OIBITA ICSATEIBHOCTH, COOTBETCTBHE
HHIUKATOPAM JIOCTHKEHHS COPMHUPOBAHHOCTH KOMITETEHIIMI OTPEICIICH B CIIEAYIOIINX JIOKAIbHBIX HOPMATHBHBIX aKTax:

1. TlonosxeHue o TeKymiel arrectanuy 3Hanui odydatomuxcss B HUMU [ATAY (B neiicTByromiei pegaxkium).

2. [TonoxeHue 0 MPOMEXYTOUHOM aTTecTaluy 00y4aloUIXcs 0 IporpaMMaM BhICIIETro 00pa3oBaHus (B AEUCTBYIOLIEH PEAaKIUH).
JIOKyMeHTBI pa3MellieHbl B CBOOOHOM A0CTyIe Ha opunmaibaoM caiitte HUMU JlonI' A Vhttps://ngma.su/ B paznene: ['aBuas
ctpanuna/Ceenenns 06 0Opa3oBaTellbHON Oprann3anui/JIokanbHbIe HOPMAaTHBHEBIE aKThI.

6.4. IlepeyeHb BH/I0B OLICHOYHBIX CPEACTB

1. OUEHOYHBIE CPEJICTBA TEKVIIIEI'O KOHTPOJIS:
- TECTBI WJIH OWIIETHI IS POBeaeHUs npomexyTounoro koutposs (I1IK). Xpansrcs B OyMaKHOM BUJI€ Ha COOTBETCTBYOLICH
Kadempe;




- pa3aensl HHAUBHYaIbHBIX 3aJaHUH (MIMCBMEHHBIX PadoT) 00yUaIomInuXCs;
- TOKJI1a]1, COOOIICHHE TT0 TeME MPAKTUIECKOTO 3aHSATHS,

- 3aJ]a4M ¥ 3aJaHUs.
2. OIIEHOYHBIE CPEJICTBA [TPOMEXYTOUYHOM ATTECTALINU:
- KOMILJIEKT OMJIETOB ISl 9K3aMeHa/3aueTa. XpaHUTCsl B OyMaKHOM BUIE Ha COOTBETCTBYIOLIEH Kadenpe. [ToanexuT exeroqHoMy
OOHOBJICHHIO U MTEPEYTBEPXKACHUIO. UKCII0 BApUAHTOB OMIICTOB B KOMILJICKTE HE MEHEE YHUCIIa CTY/ICHTOB Ha dK3aMeHe/3aueTe.

7. YHEBHO-METO/JUYECKOE U HTHO®OPMAIIMOHHOE OBECIIEYEHHME TUCHUIIJIMHBI (MOAY JIS)

7.1. Pekomenayemasi iuTepaTypa

7.1.1. OcHoBHasi iUTEpPaTypa

ABTOpLI, COCTaBUTCIIN

3arnasue

U3 narensCeTBo, roj

JI1.1 |T'punbepr A. C., JloxyMmeHTaroHHOE o0ecreyeHre YIpaBiIeHus: y4eOHUK Mockga: IOnutu-/ana, 2015,
T'opbaues H. H., https://biblioclub.ru/index.php?
Myxametmuna O. A. page=book&id=115031

JI1.2 | Kysnenos U. H. Jenomnpon3BoacTBo: yueOHOE TocoOue Mocksa: amxkoB u K°, 2022,

https://e.Jlanbook.com/book/277
238
JI1.3 | Cepena M.B. JIOKyMEHTHpOBaHUE YIIPABICHUICCKOHN IEATETHLHOCTH: yueO. Hosouepxkacck, 2021,
nocoOue [[JIs CTyI. O4H. 1 3204. popMbl 00yd. Hampas. moArotT. | http://biblio.dongau.ru/MegaPr
"Oxonomuka", "Menemxment", "[Ipuknanxas nHpopMaTuka", oNIMI/UserEntry?
"busnec - napopmaruka”, "CormansHas pabora', Action=Link FindDoc&id=42
"3eMIIeyCTPONCTBO U KagacTphl"] 7193&idb=0
7.1.2. JlonoiHUTeIbHAA JTUTEPATypa
ABTOpBI, COCTaBUTENN 3ariaBue W3narenscTBo, ron
JI2.1 | SluxoBuu 1. A. Jlenonpon3BoICTBO B KaPOBOH cyx0e: yadeOHHK Mocksa: IOnutu-ana, 2015,
https://biblioclub.ru/index.php?
page=book&id=119021

JI2.2 |aBrt.-coct. N.H. JlenoBoe mucpMo: yueOHO-CIIPaBOYHOE ITOCOOHE Mocksa: U3gat.-Topr.
Ky3Hnenos xopropauus «Jlamkos u K,

2018,
https://biblioclub.ru/index.php?
page=book&id=496193

JI2.3 | Kymnuepyk C. I1. JIOKyMeHTHas JIMHTBUCTHKA: Y4eOHOE mocooue Mocksa: U3n-Bo «DiuHTa,

2016,
https://biblioclub.ru/index.php?
page=book&id=83382

JI12.4 | Cepena M.B. JloxyMeHTHpOBaHNE yIIPaBIEHYECKOUN e TEIIbHOCTH: Hosouepkacck, 2022,

TPAKTHUKYM [IUT CTy[. BCeX (opM 00yd. Hampapi. HOATOTOBKA http://biblio.dongau.ru/MegaPr
"OxoHomuka", "Menemkment", "busnec-undopmaruxa”, oNIMI/UserEntry?
"TpuxnagHas nHpopMaThka"] Action=Link FindDoc&id=42
7759&idb=0
7.1.3. MeTtonuyeckue pa3padoTku
ABTOpBI, COCTaBUTEIH 3ariaBue W3narenscTBo, ron

JI3.1 | HoBouepk. HHX.- JlokyMeHTHpOBaHUE YIIPABICHYECKOHN EATEIBHOCTH: METO/I. Hosouepxkacck, 2022,

MEJAOp. UH-T yKa3aHus 10 BBITIOJH. JIad. paboT [ cTya. Bcex hopM o0yd. http://biblio.dongau.ru/MegaPr
Houckoit 'AY ; cocr. : | HampaBi. moarotoBku "DxoHomuka", "Menemkment", "busHec- oNIMI/UserEntry?

M.B. Cepena, E.A. nHpopmaruka", "Tlpuknannas napopmaTruka'] Action=Link FindDoc&id=42
Jeesa 7760&idb=0

JI3.2 | HoBouepk. HHX.- JloKkyMeHTHpOBaHUE YIIPABIEHYECKOHN NEATEIbHOCTH: METO/I. Hosouepxkacck, 2022,

MEJIHOp. UH-T yKa3aHus 10 BBIIOIH. pacd.-rpad. paboTsl [ cTyI., 00yd. mo http://biblio.dongau.ru/MegaPr
Honckoii 'AY; cocr. HampasJl. TOAroToBKU "DkoHOMHUKA", "Menemkment", "busnec- oNIMI/UserEntry?
M.B. Cepena nadopmaruka", "TpuxragHas nHpopMaTnKa' | Action=Link FindDoc&id=42
7761&idb=0
7.2. Ilepeyenn pecypcoB HH(POPMALMOHHO-TeJIEKOMMYHUKAIIMOHHO¥ ceTn "UHTepHeT"
7.2.1 Odunuansrseni caiit HTMA ¢ qoctynom B WWW.ngma.su
JNEKTPOHHYIO OMOINOTEKY
7.2.2 OdurranbHbIi caliT MUHHUCTEPCTBA TPYyIa U http://www.rosmintrud.ru/
COIMANIbHOM 3amuThl PO
7.2.3 Poccwuiickas rocynapcTBerHas onomuoreka (o https://www.rsl.ru/
ANEKTPOHHBIX JOKYMEHTOB)
7.2.4 Nndopmanmonnas cuctema «Exnnoe okHo gocryna k | http://window.edu.ru/

00pa3oBaTEeIBHBIM peCypcamy




7.2.5 YHusepcurerckas uadopmanuonsas cucrema Poccust | https://uisrussia.msu.ru/
(YUC Poccust)
7.2.6 DneKTpoHHAass OMOJINOTEKa YUCOHUKOB http://studentam.net/
7.2.7 CrnpaBouHas cuctema «e-library» JInnensuonnstit noroeop SCIENCEINDEXNeSIO-
13947/34486/2016 ot 03.03.2016 T
7.3 IlepeueHb MPOrpaMMHOI0 0GecriedeHUsI
7.3.1 1C Ipennpusrus JHorosop nmoctasku Ne PB0000816 ot 21.11.2017 r. OOO
«1C-IT'OHOAJIbD»
732 AdobeAcrobatReader DC JIutieH3uOHHBI JOroBOp HAa MpOrpaMMHOE oOecTieueHue JUis
MepCOHATBHBIX KoMITbIoTepoB Platform
Clients PC_ WWEULA-ru RU-20150407_1357
AdobeSystemsIncorporated (6eccpouno).
733 Opera
734 Googl Chrome
7.3.5 Yandex browser
7.3.6 [IporpamMmmHast cucteMa st OOHapy)KEHUsI TEKCTOBBIX | JInmeH3uoHHBIH moroBop Ne 6482 ot 28.02.2023 r.. AO
3aMMCTBOBaHMIA B Y4eOHBIX I HAYYHBIX paboTax «AHTUIIIATHATY»
«Antumnaruat. BY3» (uatepHer-Bepeus);Motyb
«IIporpaMMHBIi KOMIUIEKC ITOMCKa TEKCTOBBIX
3aMMCTBOBAHHI B OTKPBITHIX HICTOUHUKAX CETH
HUHTEPHET
7.3.7 MS Windows XP,7.8, 8.1, 10; Cy6muuen3nonHbii goroop Ne502 ot 03.12.2020 r. AO
«Cod1Jlaitn Tpeitn»
7.3.8 MS Office professional; Cyo6numen3nonnsiii gjorosop Ne502 ot 03.12.2020 r. AO
«Cod¢rJlaiin Tpetio»
739 Microsoft Teams IMpenocraBnsercs GecriaTHO
7.4 Tlepevyenb HHGOPMALMOHHBIX CIPABOYHBIX CUCTEM
7.4.1 ba3er ganabix OO0 Hayunas a1ekTpoHHas http://elibrary.ru/
6ubnuorexa
742 bazer ganabix OO0 "Tlpecc-Mudpopm" (KoHcynbrant https://www.consultant.ru
+)
8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUIIJIMHBI (MOAY JIs)
8.1 227 CrnennambHOE IOMEIIEHHE YKOMIUIEKTOBAHO CHECIHATIM3HPOBAHHON MEOENBI0 H TEXHIYECKIMI
CpeacTBaMy 00yUEHHsI, CITyKAIIUMHU TS IPEACTaBICHHUS HHPOPMALIUU OOJBIION Ay TUTOPUH:
KommyTtarop cereoii; Komnbrorepsl, 00beIMHEHHBIE B IOKAIBHYIO CETh € IOCTYIIOM B CETh
«MHTEpHET» U DIIEKTPOHHYIO HHPOPMAIIMOHHO-00pa3oBaTenbhyo cpeny HUMU Jlonckoii TAY:
Cuctemnsrii 610k — 20 mt., MoruTtop JKK — 20 mt.; HTepakTHBHAS BHIEOCUCTEMA; DKpaH
HACTEHHBIH; YueOHo-HarsiaHble mocodus; JJocka; Paboune mecra cryneHToB; Pabouee mecto
[IpernoiaBaTessl.
8.2 233 CrieranbHOE MOMEIICHHE YKOMIUIEKTOBAHO CIICITHATH3UPOBAHHON MEOENBIO U TEXHUUECKUMHU
CpencTBaMH 00Y9EHHS, CIy KaIlliMH TSI IPEICTAaBICHIS HH(QOPMAIINH OOIBIIOHN ay TUTOPHH:
KommyTatop cereBoif; Komnbroreps!, 00beJHHEHHBIE B TOKATBHYIO CETh C JOCTYIIOM B CETh
«HTEpHET» U ANEKTPOHHYIO HHPOPMAIIMOHHO-00pa3oBatenbhyto cpeny HUMMU Jlonckoit TAY:
CucremusIit 010K — 14 T.; MonuTop XK - 14 mT.; IIpoexrop HacTeHHBIH; DKpaH HaCTCHHBIN;
VYuebno-HarmaaHbIe TocoOus; [locka; Paboune mecta cTynenTos; Pabodee MecTo mpemomaBares.
8.3 231 CrnennambHOE OMEIIEHHE YKOMIUIEKTOBAHO CHEIHATIM3UPOBAHHON MEOENBI0 M TEXHIYECKIMU
cpeAcTBaMH 00yUeHHsI, CITy>KAIlUMH [UIs IpeACTaBIeHUs HH(POopMaLnuy OOJIBbIION ay JTUTOPUH:
Kommerorep Herronn DNS B nokanbHOM ceTH ¢ AOCTYNIOM B ceTh «IHTEpHET» U 3JIEKTPOHHYIO
nHpopMannoHHO-00pa3zoBaTensHyTo cpexy HUMU lonckoit 'AY; IIpoekrop HacTeHHBIH; DKpaH
HACTEeHHBIH; Y4eOHO-HarsaHbie nocooust; JJocka; Paboune mecta ctynenToB; Pabouee mecto
[IpernoiaBaTessl.
8.4 270 IoMmenieHne yKOMIUIEKTOBAHO CIICIAATU3NPOBAHHON MEOEIBI0 M OCHAIIICHO KOMITBIOTEPHOI

TEXHUKOH ¢ BO3MOKHOCTBIO TIOJKITIOUEHUS K ceTh «IHTepHeT 1 o0ecreueHueM J0CTya B
UIEKTPOHHYIO HH(OPMAIIHOHHO-00pa3oBarensHyto cpexy HUMMU Jlonckoit TAY: Kommsrotep —
8 mr.; Monutop — 8 mrt.; MOV -1 mr.; [Ipunrep — 1 mr.; Paboune mecta cTyAeHTOB;

9. METOIMYECKHUE YKA3AHUA /I OBYYAIOIIIUXCHA 11O OCBOEHUIO JUCHUIIJIMHBI (MOIY JISA)

1.ITonoxxeHue o MpoMeKyTOUHOI aTTecTalMu 00yJaroLIUXCs 110 IporpaMMaM BBICILIETO 00pa3oBaHus [ DNEKTPOHHBIN pecypc]
(BBeneHo B neficTere npukasoM qupekropa HUMMU Jlouckoit TAY Ne3-O/] ot 18.01.2017 1.) /HoBo4YepK. HHXK.-METHOP. HH-T
Houckoit TAY.-Dnexrpon. nan.- HoBouepkacck, 2018.- Pexxwum goctyna: http://www.ngma.su

2. Tlonoxxenue o Tekyei arrecranuu oOyyaromuxcsi B HUMU ATAY [DnexrpoHHbIH pecypc] (BBeASHO B JeCTBUE MPUKA30M
mupexropa Nel19 ot 14 urons 2015 r.) / HoBouepk. nmx.-menuop. uH-T JloHckoit I'AY. -DnekrpoH. naH.- HoBouepkacck, 2015.-
Pexxum nmocryma: http://www.ngma.su

3.ITonoxxenune 00 OIEHOYHBIX MaTepHaIax IO MPOrpaMMaM BEICIIEro 00pa3oBaHus (BBEA. B AHCTBHE MpUKa3oM aupexkropa HUMU




Honckoit TAY Ne 18-O/] ot «1» despamst 2022 r.)/ HoBouepk. umxk.-menuop. uH-T JloHckoi 'AY. -Onexrpon. naH.- HoBouepkacck,
2022.- Pexxum noctyma: http:/www.ngma.su

[Ipuctynas x H3y4eHUIO AUCIUILTIHEI HEOOXOMMO B IIEPBYIO OUepeb 03HAKOMHTECS ¢ cofepkanueM PI1/]. JIeknnu nMeEroT Henbio
JIaTh CUCTEMAaTU3UPOBAaHHbIE OCHOBBI HAYUHBIX 3HAHHH 00 0OIIUX BONIpOCcax AUCUUILIMHEL [Ipu u3ydeHun u npopaboTke
TEOPETUUECKOTO MaTepHaa Julsl 00y4aromuXxcst He0OXO0MMO:

- IOBTOPUTH 3aKOHCIIEKTUPOBAHHBIN Ha JICKLIMOHHOM 3aHSATHU MaTepual U JAOIOJIHUTh €r0 ¢ y4ETOM PEKOMEHI0BAaHHOM 110 JaHHOU
TEME JIUTEPaTyphl;

- IIPU CaMOCTOSITEIbHOM U3yYEHUH TEMBI CIeNaTh KOHCIEKT, UCTIONIb3Ysl pekoMeHoBaHHbIe B PI1J] mutepaTypHble HCTOUHUKA U
pecypchl HHpOPMaHOHHO-TEIEKOMMYHHIKAIINOHHOH ceTn « HTepHeT».




