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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.B

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 | YrupaBieHrue u3MEeHEHUSIMU

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

IIK-3 : CniocodeH ocylecTBISITh TAKTHYECKOE YIIPaBJIeHUe MPOIecCaMi OPTraHH3AINH ceTell MOCTaBOK Ha YypOBHE
CTPYKTYPHOT0 MOAPa3aeeHUsI OPraHu3auu

ITK-3.2 : CriocoGeH pa3pabaTbiBaTh OPraHU3alMOHHO-YIIPABICHYECKYIO TOKYMEHTAIMIO C UCITOJIb30BAHUEM COBPEMEHHBIX
TEXHOJIOTHH 3JIEKTPOHHOTO JIOKyMEHTO000pOoTa

IIK-4 : Cnocoden IVIAHUPOBATH IPOU3BOACTBCHHbIC 3a/IaHUA ISl TOTUCTUYECKUX 110}1pa3)1e.11eﬂm71

I1K-4.2 : CriocoOeH BBIMONHSATH paOdOThI B COOTBETCTBHUH C TPEOOBAaHUSIMH HOPMaTHBHOW IOKyMEHTAIIMU OpraHH3aluu

YK-4 : Crioco6eH ocyliecTBIATD AeJIOBYI0 KOMMYHUKAIMIO B YCTHO# M MICHbMEHHOH ()opMax Ha rocyAapCTBEHHOM sI3bIKe
Poccuiickoii @enepanuu 1 HHOCTPaHHOM(bIX) A3bIKE(aX)

YK-4.3 : Bener 1e10ByI0 MEPEMUCKY, YIUTHIBAS OCOOCHHOCTH CTHIMCTHUKA O(PHUINAIBHBIX M HEO(PHUIINATBHBIX ITHCEM,
COLIMOKYJIBTYPHBIE pa3inuusd B (hopMaTe KOPPECIIOHACHINH Ha TOCYAAPCTBEHHOM U HHOCTPAaHHOM(-BIX) S3bIKaxX

5. CTPYKTYPA U COOEPKAHUE JUCHUIIJIMHBI (MOAY JIsT)

Kon HaumeHoBaHue pa3ienoB u Cemectp / | HacoB | Unaukartopsl | Jlutepatrypa | HuTepaxr. Ipumeyanne
3aHATHSA TeM /BUJ 3aHATHS/ Kype
Paznes 1. OcHoBHBIC
Tpe0OBaHMsA K NOATOTOBKE
JIOKYMEHTOB
1.1 1. OcHOBHBIE TPeOOBaHMUS K 3 2 ITK-3.2 TIK- JI1.1 0 TIK1
0(OPMIICHHUIO YIIPABICHYECKUX 4.2 VK-4.3 JI1.2J12.1
JIOKYMEHTOB (OCHOBHBIC J12.2
TIOJIOXKEHHUS 110 JI2.3J13.1
JIOKyMEHTHPOBaHUIO 01223354
YIpaBIEHUYECKOH e TeTbHOCTH; 2526 27
YHUHKAIMSA ¥ CTaHIAPTH3ALM
YIPaBIEHYECKUX JOKYMEHTOB;
BUJBI TOKYMEHTOB U HX
Kiaccuduranus; opopmIICHHE
TEKCTa CITYyKeOHOTO
nokymeHTa) /JIex/
1.2 1.TpeboBaHHS K COCTABICHUIO H 3 2 [IK-3.2 T1K- JI1.1 0 TK1
0(pOPMIICHHUIO YIIPAaBICHYECKOM 42 VK-4.3 JI1.2712.1
JMoKyMeHTanuu (hpopmar J12.2
JOKyMEHTa; 0(hOpMIICHHUE MOJIEH; J12.3J13.1
HyMepalus CTPaHHUII; 1aTa 01323354
JIOKyMeHTa; 0OpMIICHHE TaOJIHI] 2536 B7
U IAarpaMM; IUPKYJISIpHAs
pacchuIKa; KOPPEKTYPHBIE 3HAKH;
bopmysip-oopaserr) /IIp/




1.3 1. OcoOeHHOCTH TOATOTOBKA K 2 I1K-3.2 TIK- JI1.1 TK1
oopMIICHHS OPraHU3aIUOHHO - 42 VYK-4.3 JI1.2J12.1
PpacnopsIUTENBHBIX TOKYMEHTOB J2.2
cpeactBamu Microsoft Word JI2.3J13.1
(MHTEpaKTUBHBIA METOA: JAeT0Bas D1 5253 D4
urpa) /J1a6/ 3536 37
1.4 M3yueHne TeopeTuaeckoro 30 ITK-3.2 TIK- JI1.1 IIK1, TK1
MaTepuana. 4.2 YK-43 JI1.2J12.1
[TonroToBka K MpaxkTU4. 3aHITUAM J12.2
1 J1abOpaToOpHBIM paboTam JI2.3J13.1
/Cp/ 31323354
3536 37
Paznen 2. OcHoBHbIE
TpeOOBaHHs K COCTABJIEHHIO U
o opMJIEHH IO TOKYMEHTOB
OpraHu3anu-OHHO-
pacnopsiIuTeIbHOM
JIesITeJIbHOCTH U KAJIPOBOH
JOKYMEHTAIHH
2.1 2. IOKyMEHTUPOBaHUE 2 IK-3.2 IIK- J1.1 IIK1
OpraHU3aLKOHHO - 4.2 VK-4.3 JI1.2J12.1
PacHopSIUTEIFHON ACATCIBHOCTH 2.2
(MHTEPaKTHBHBIN METOJI: aHAIIN3 JI2.3J13.1
KOHKPETHBIX CUTyanuii) 31323354
(opranu3anoHHasi JOKyMEHTaLus: D556 D7
yCTaB, yIpeTUTENBHBII JOTOBOD,
IITATHOE PaCIHCAHNE, TOJI0KEHHS,
JIOJDKHOCTHASI HHCTPYKIIHS;
pacnopsauTeNbHAs JOKYMEHTAIIHS
B YCIIOBHAX KOJUICTHATBHOTO
TIPUHSTHS PEIICHHUS:
MMOCTaHOBJICHUE, PCIICHUE U B
YCIIOBHSIX €IMHOIMIHOTO
TIPUHSTHS PEIICHHS: TIPUKA3,
pacnopsbkenue, ykazanue) /Jlex/
2.2 2.0¢dopmnenue Texcra 2 [K-3.2 TIK- J1.1 TK1
CITyeOHOTO TOKyMEHTa 42 VK43 JI1.2J12.1
(s3BIKOBBIE TPEOOBAHMS K J12.2
0(OpMIICHUIO PEKBU3UTOB JI2.3J13.1
JIOKYMEHTOB; PEIaKTUPOBAHUE 213253 34
TEKCTa JOKyMEHTa; 0COOCHHOCTH 95026 97
peveBOro 3TUKeTa JACIOBBIX Oymar
U CITy>KEOHBIX JJOKYMEHTOB,
TEXHUKA TIPaBKH JJOKY-
meHToB) /IIp/
2.3 2. OdopmiieHre CITyKeOHBIX 2 [IK-3.2 TIK- JI1.1 TK2
3aIUCOK, IPETEH3UH U Kajoo, 4.2 YK-4.3 JI1.2J12.1
aKTOB MPEAIPHUITHS, JOTOBOPOB, J2.2
JIOBEPEHHOCTEN cpelcTBaMuU JI2.3J13.1
Microsoft Word(uHTepakTuBHBII 31323354
meTo: case-study) /J1a6/ 2526 37
2.4 3. IoKyMEHTHpOBaHHE 2 ITK-3.2 TTK- JIL.1 TIK1
HHGOPMANOHHO - CITPaBOYHBIX 4.2 VYK-43 JI1.2J12.1
JOKYMEHTOB (CIIpaBKa, JOKIaHAS 2.2
3aIKCKa, OOBICHUTEIbHAS JI2.3J13.1
3arucKa, aKkT, TeJerpaMmma, 21032393 D4
TenedoHorpamMma, ake, IPOTOKOII, 3536 37
MpeTeH3usl, xKanoba, mpaBuiIa
oopmIIeHHUS 1ETOBOTO
nucema) /Jlex/
2.5 3.CocraBieHre OpraHu3alMOHHON 2 [TK-3.2 TIK- JI1.1 TK2
JOKyMEHTaluHu (MHTEPaKTUBHBII 42 YK-4.3 JI1.2J12.1
MeToJ1: paboTa B MajIbIX IPYIINax) J2.2
(ycraB, yupean-TeNsHBIH JOTOBOP, JI2.3J13.1
IITaTHOE paclucaHue, MOJI0KEHUs, 21222354
JOJDKHOCTHAst nHCTpYKms) /IIp/ 2526 27




2.6 3. CocraBieHue JOKyMEHTOB 2 I1K-3.2 TIK- JI1.1 TK2
KaJJpOBOIA CITy»KObI CpeZICTBAMH 42 VYK-4.3 JI1.2J12.1
Microsoft Word (WHTEpaKTHBHBIH J2.2
MeTox: fenoBast urpa) /J1ad/ JI2.3J13.1
31323354
3536 37
2.7 4.J10KyMEHTHPOBaHUE TPYAOBBIX 2 IK-3.2 TIK- JI1.1 IK2
TIPaBOOTHOUICHUN 42 VK43 JI1.2J12.1
(MHTEpaKTUBHBIA METO/: aHAJIN3 J12.2
KOHKPETHBIX CUTyalui) (TpyA0BOi JI2.3J13.1
JIOTOBOP (KOHTPAKT), TPYAOBast 213233 54
KHIDKKA, THIHAS KAPTOUKa, 3536 37
KOMaHJHPOBOYHOE
yIIOCTOBEpEHHE, aHKETa,
XapaKTepUCTHKA, PE3IOME,
3asiBJICHHE, [IPUKA3 [0 JTHYHOMY
cocTaBy, aBrobunorpadus) /Jlex/
2.8 4.CocraBneHue 2 IK-3.2 TIK- JI1.1 TK2
pacnopsauTeNsHON JOKyMEHTALUN 42 VK43 JI1.2J12.1
(uHTEepaKTUBHBII MeTO: paboTa B J12.2
MaJIbIX TPYIIIax) JI2.3J13.1
(mpukas, pacropspkeHue, 01023354
yKa3aHue, MOCTAaHOBJICHUE, 3536 37
peleHue)
Mp/
2.9 4. Pa3paboTKka ¥ peIaKkTHpOBaHUE 2 ITK-3.2 T1K- JI1.1 TK3
JIOKyMEHTOB TaOJIMIHOHN (HOPMBI, 42 VK43 JI1.2J12.1
BbIUKCIIEHHE (HOPMYIT C TOMOIIBIO 2.2
Tabyuu, cosnaHue u 00padboTka JI2.3J13.1
muarpamm B cucteme Microsoft D122 D03 D4
Excel. (uHTEpaKTUBHBIA METO: 3536 37
pCLICHHE CHTYAIIMOHHBIX
3amaq) /J1a6/
2.10 N3yueHne TeopeTuaecKkoro 40 ITK-3.2 TIK- JI1.1 IIK2, TK2
matepuana. [Tonroroska k 4.2 VYK-43 JI1.2J12.1
TIPaKTHY. 3aHITHSIMH J2.2
a00paTOPHBIM PabOTaM. JI2.3713.1
Brmonurenne PI'P pasnmena 1 (1. 31323354
1.3-1.4). 3536 37
Brimonuenue PI'P pa3gena 2 (1.
2.1-2.3)
/Cp/
Pa3znen 3. Texnonorun padoTsl ¢
JOKYMEHTaMHU
3.1 5. Opranusanus paboTsl ¢ 2 ITK-3.2 TIK- JI1.1 IK2
JIOKyMeHTaMu (TIOPSIIOK 42 VK-4.3 JI1.2712.1
00pabOTKH MOCTYMAIOMIUX U 2.2
OTIPaBIISIEMbBIX JOKYMEHTOB; JI2.3J13.1
MIpaBUJIa PETUCTPALUN U 01023354
HUHJEKCUPOBAHUS IOKyMEHTOB; 25926 97
OpraHu3anys KOHTPOJISI 3a
HCIIOJTHCHUEM JIOKyMEHTOB;
XpaHEeHHe JOKYMEHTOB,
COCTaBIJIEHHE HOMEHKJIATYPHI 1T,
OMHUCH TOKyMeHTOB) /JIex/
3.2 5. CocraBienue nHGOPMAIMOHHO- 2 ITK-3.2 TTK- JIL.1 TK3
CIIPaBOYHOMN JOKYMEHTAIIUN 42 VK-4.3 JI1.2J12.1
(MHTEepaKTUBHBII METONI: case- 2.2
study) (IpOTOKOJI, aKT, IPETCH3H, JI2.3J13.1
kanoba, MIChbMa Pa3HbIX BUIOB, 21032393 D4
CIIpaBKa, JOKIa/JHas U 25926 97

o0bsicHuTeNnbHas 3amucka) /I1p/




33 5. Co3manue aBTOPCKOM I1K-3.2 TIK- JI1.1 TK3
MpE3EHTAIMH W TPE3CHTAIUU HA 4.2 VK-4.3 JI1.2J12.1
OCHOBE CTaHAAPTHOTO CLIEHAPHS B J12.2
cucreme Microsoft Power Point. JI2.3J13.1
(MHTEpaKTUBHBINA METOJ: case- D1 5253 D4
study) /J1a6/ 3536 37
34 6. ABTOMaTH3aIHs I1K-3.2 TIK- JI1.1 I1K2
JTOKYMEHTHUPOBAaHHUS 42 VK43 JI1.2J12.1
YIpaBIEHUYECKOHN e TeTbHOCTH 2.2
(ToHATHE IIEKTPOHHOTO JI2.3J13.1
JIOKYMEHTA; COCTaB-JICHHE D152 53 54
JIOKyMEHTOB; aBTOMAaTH3aIHsI D556 D7
paboTHI C JOKyMEHTAMH;
aBTOMAaTH3MPOBaHHAsI MPOIleIypa
paboTHI ¢ JOKYMEHTaMU; XpaHEHUE
JTOKYMEHTOB B JIEKTPOHHOU
¢dopme) /Jlex/
3.5 6. CocraBieHne JOKyMEHTOB 110 ITK-3.2 TIK- JI1.1 TK3
JTUYHOMY COCTaBY 42 VK43 JI1.2J12.1
(MHTEpaKTUBHBIA METO: AETIOBas J2.2
urpa) (pesrome, 3asBJICHHE, JI2.3J13.1
IIPUKa3 II0 JINYHOMY COCTaBy, 01023354
TPYAOBOH JIOTOBOp, TPYAOBas 3526 27
KHIDKKA, XapaKTePUCTHKA,
aBToouorpadus) /Ip/
3.6 6. Co3nanue 0a3bl JaHHBIX U [1K-3.2 TIK- JI1.1 TK4
3arpocoB cpeactBamu Microsoft 42 VK-4.3 JI1.2712.1
Access. (MHTepaKTUBHBII METOJ: J12.2
pElIeHrEe CUTYaIHOHHBIX JI2.3J13.1
3amay) /J1a6/ 2103253 24
2526 27
3.7 7.10KyMEHTEHI 10 OpraHu3aIiH ITK-3.2 TIK- JI1.1 TIK2
3aIIUTHl KOMMEPYECKOH TalHBI 42 VK-4.3 JI1.2712.1
(mamMsiTKa PabOTHUKY J12.2
(cmyxaremy) o COXpaHeHUH JI2.3J13.1
KOMMEPUYECKOH TaitHbI 212233524
MIPEIIPUATHS; 0053aTEITHLCTBO O 2536 27
Hepas[IallleHuH KOMMEPYECKOn
taiinbl) /JIex/
3.8 7. Opranuszanus ITK-3.2 TTK- JI1.1 TK4
JIOKyMEHTO00O0pOTa M TEKYILETO 42 VK43 JI1.2J12.1
XpaHEeHUS TOKYMEHTOB (TIOPSIOK J12.2
00pabOTKH MOCTYMAIOMINX U JI2.3J13.1
OTIIPABIISIEMBIX JOKYMEHTOB; 213253 34
NIpaBUJIa PETUCTPALUU U 95026 97
WHAEKCUPOBAHUS IOKYMEHTOB;
OpraHu3alys KOHTPOJIS 3a
HCIIOJTHCHUEM JIOKyMEHTOB;
XpaHEeHUE JOKyMEHTOB;
HOMEHKJIATypa AeT;
(bopMupoBaHKe JIeN; XpaHCHUE
JIeIT; N3y4YCHNE KOMILICKCHON
aBTOMATH3ALUI
nenonpousBocTaa) /p/
3.9 7. PabGota ¢ TOKyMeHTaMu B ITK-3.2 T1K- JI1.1 TK4
CHUCTEMaX 3JIEKTPOHHOTO 42 VYK-4.3 JI1.2J12.1
nokymeHToobopoTa 1C 2.2
[pennpusitre (MHTEpaKTUBHBIN JI2.3713.1
METOJ: paboTa B MaJIbIX D152 53 D4
rpymmax) /J1a6/ 95026 97




3.10 H3ydenue TeopeTudeckoro 3 28 I1K-3.2 TIK- J1.1 0 K2, TK4
Marepuana. 42 VYK-4.3 JI1.2J12.1
IToaroroBka K mpakTHYECKAM J12.2
3aHATHSAM U Ta0OPATOPHBIM JI2.3J13.1
pabotam. 212233524
TToaroroska k 3aniure PI'P D536 D7
/Cp/
3.11 Iloaroroska k ciade 3auéra /3auér/ 3 4 I1K-3.2 TIK- JI1.1 0 UK
42 VK-4.3 JI1.2712.1
J2.2
JI12.3713.1
D152 23 54
D526 D7

6. ®OHJ] OLIEHOYHBIX CPEICTB

6.1. KoHTpoibHBIEC BONIPOCHI U 3aJaHUSI

I[J'IS{ KOHTPOJIA YCIICBAEMOCTH CTYACHTOB U PE3YJIbTATOB OCBOCHUA JUCHUITIIMHBI ((HOKyMeHTI/IpOBaHI/IC praBHqueCKOﬁ

JACATCIBHOCTH) IPUMCEHACTCS OaJIbHO — peI\/'ITI/IHFOBaSI cucteMa. B cucreme OLEHOYHBIX CPEACTB UCTIOJIB3YIOTCA:

-Z17151 KOHTPOJIS OCBOCHUS TEOPETHUUECKUX 3HAHUN B TEUEHUH ceMecTpa MpoBoAsITcs 2 mpoMexxyTouHbx kKoHTpodst (I1K 1, TIK 2);

-JI7Is OIICHKH MPAKTUYSCKUX 3HAHUH B TEUYCHUU ceMecTpa npoBosaTes 4 texymmx koutpods (TK 1, TK 2, TK 3, TK 4).

CopneprkaHue BbIIIEYKa3aHHBIX OLIEHOYHBIX CPEJICTB IPUBOAATCS HUXKE
Teoperuueckuii MaTepuan npomeKyrouHoro kourposs I1K 1:

1. OCHOBHBIE TIOHATHS JOKYMEHTHPOBAHUS YIIPABICHIECKON TESTEIBHOCTH.

2. Obmue u criennanbHble GYHKIUH O(QUIIMANTBEHBIX JOKYMEHTOB.

3. CoctaB HOPMaTUBHO-METOJMUECKOHN 0a3bl JOKYMEHTAIIMOHHOTO 00eCTIeYeHN .

4.VHuduKays 1 cTaHAapTH3aLus yIIpaBIeHYECKUX JIOKYMEHTOB.

5. Knaccudukanms 1OKyMEeHTOB.

6. OcopmieHHE PEKBU3UTOB YIPABICHYECKIX JOKyMEHTOB.

7. bnankn JOKyMEHTOB M TpeOOBaHUS K HUM.

8. OdopmieHHe B TOKyMEHTaX 3HAKOB MIPEIMHAHUS X CHMBOJIOB.

9. Oopminenne momueit, HyMepanuyu CTPaHUI] B JOKyMEHTaX.

10.0¢opmienue naT u yucen B JOKyMEHTaX.

11. Odbopmitenue TaOIKII U PUCYHKOB B JIOKYMEHTAX.

12. Odopmiierne MaTeMaTHIeCKUX (GOPMyNT W eIMHUI] H3MEPEHNUS B JOKyMEHTAX.

13. KoppekrypHble 3HaKH U IPaBUIIa UX IPUMEHEHHS.

14.0cobeHHOCTH O(HITHATEHO-AET0BOTO CTHIIS.

15.YrorpebieHne mpoNMCHBIX M CTPOYHBIX OYKB.

16.Haubonee ynorpebisieMble COKpAIIEHHS CIIOB.

17.KoppecnoHaeH11s, CBsI3aHHAs C IPOBEACHUEM NEPUOTUUECKUX MEPOTIPUATHH.

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

19. llITaTHOE pacTmcaHue, €ro peKBU3HUTH H OCHOBHBIEC CBEJCHHU, COACPKAIINECS B JTaHHOM JI0-KyMEHTE.
20. TTonoxeHne, €ro peKBU3UTHL. BUABI MOTOKEHUH.

21. MacTpyxiusa. OCHOBHOE Ha3HAUY€HHE JOKHOCTHON MHCTPYKLUH, €€ PEKBU3UTHI U OCHOBHBIE Pa3feNbl TEKCTA
22. YupeauTenbHbli 10r0BOp, €r0 PEKBU3UTHI U OCHOBHBIE Pa3/ieiibl TEKCTA.

23. Buasl pacnopsiiuTeNbHbIX JOKyMEHTOB, UX OCHOBHOE Ha3HAUYEHUE.

24. TIpuka3, ero peKBU3UTHI U OCHOBHBIE YaCTH TEKCTA.

25. PexBU3MTHI yKa3aHUs U LIENb U3/aHUS JAaHHOTO JOKYMEHTA.

26. PacniopsikeHHeE, €0 peKBU3UTHL. BOpoCkl, 10 KOTOPBIM U3JA€TCs PACIOPSKEHHUE.

27. Pemenue, ero pexkBu3uThL. OpraHsl yIpaBIeHHs, UMEIOIIHE IPABO K U3JAHUIO JAHHOTO JOKY-MEHTA.
28. PexBU3HUTHI TOCTAHOBIICHUS U 1I€b U3AaHHA JaHHOTO JOKYMEHTA.

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

30. IIpoTokoi1, ero peKBU3UTHI U OCHOBHBIE YaCTH TeKCTa. BHABI IPOTOKOJIOB.

31. IIOKIIaZ[HbIe 1 O0BSICHUTCIIbHBIE 3allUCKHU, UX PEKBU3UTHI U OCHOBHBIC 1IEJIM HAITUCAHUA JdaH-HBIX JTOKYMCHTOB.

32. TpeboBanusi, NpeabIBIIEMbIE K COCTABICHUIO CIIPABOK. BHBI CIIpaBOK.

33. OcobenHocTu cocTaBieHuUs akta. OCHOBHBIE YaCTH TeKCTa. Bubl akToB.

34. TpeGoBaHus, IpebABIAEMbIE K COCTABICHHIO 1 O(OPMIICHHIO CIYKEOHBIX ITHCEM.
35. Pa3HOBHUIHOCTH ITHCEM.

Teoperuueckuil Matepuan npomexyrouHoro kourposs I1K 2:

1. Buzbl 1OKyMEHTOB, OTHOCSIIMECS K JOKYMEHTALIMH 110 JINYHOMY COCTaBY.

2. OdpopmieHue ipuemMa Ha padoTy.

3. TpeGoBaHus, NpeIbIBISIEMBIE K COEPKAHIIO U O(OPMIICHHIO TPYAOBOTO JOTOBOPA.
4. OdopmiieHre IPUKA30B 110 TUIHOMY COCTABY.

5. TpeGoBaHus, MPEIbSBIEMBIC K COAECPKAHUIO U OPOPMIICHHIO XapaKTEPUCTUKH.

6. CocTaBHBIC JIEMEHTHI U PEKBU3UTHI aBTOOHOTpadHH.




7. CocTaB TOKyMEHTOB JINYHOTO JeTa.

8. O0ume npaBuiIa BEJICHUS U BBIIAYH TPYIOBBIX KHIKEK.

9. OdopmiieHHE JOKYMEHTOB ITPH NIEPEBOJIC COTPYAHUKA Ha IPYTYIO paboTy BHYTPH OpraHU3allHH.
10 Iopsmok oopmiteHHs: JOKyMEHTOB IIPH YBOJILHEHUH COTPYIHUKA.

11. Opranuzanus paboThl ¢ JOKYMEHTaMH.

12. Iopsimok 00pabOTKH NOCTYMAOIIUX U OTIPABISIEMBIX JOKYMCHTOB.
13. Iopsimok 0OpabOTKH OTHPABIAEMBIX TOKyMEHTOB.

14. ITopsanok 06pabOTKH BHYTPEHHUX JOKYMEHTOB.

15. Peructpanusi JOKyMEHTOB.

16. Opranuzanust KOHTPOJIS 32 UCTIOJTHEHHEM JJOKYMEHTOB.

17. XpaneHue JOKyMEHTOB.

18. CocTaBneHre HOMEHKIATYPBI A€ OpraHU3aIHH.

19. Opranm3zarus paboThI C JOKYMEHTaMH, COACPKAIIMMHI KOH(PHICHIIHAIEHBIC CBEICHHUS.
20. CBenieHus1, OTHOCSIIUECS K KOMMEPYECKOH TalHe.

21. 3amuTa JOKyMEHTOB, COIEPKAIMINX KOMMEPUECKYIO TalHY.

22. YHUUYTOXKEHHUE JIOKYMEHTOB.

23. TloHsTHE IEKTPOHHOIO JOKYMEHTA €T0 IPEUMYILECTBA U HEJOCTATKH.
24. CocTaBineHUE JOKYMEHTOB.

25. ABTOMaTH3UpOBaHHAs MPoLEeaAypa paboThl ¢ JOKYMEHTaMU.

26. DNeKTPOHHbBIE O(UCHBIC CUCTEMBI.

27. XpaHeHue JOKYMEHTOB B QJIEKTPOHHOU (opme.

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

1. OcHOBHBIE IOHATUS TOKYMEHTUPOBAHUS YIPABICHYECKON NEATEIbHOCTH.

2. Obume u crienuanbHble QyHKIUN OpUIHATBHBIX JOKYMEHTOB.

3. CoctaB HOPMAaTHBHO-METOANUECKOH 0a3bl JOKyMEHTAllHOHHOTO 00ECTICUCHHUS.

4.Yauukanys 1 CTaHAapTH3ANNS YIPABICHIECKUAX TIOKYMEHTOB.

5. Knaccudukanus JOKyMEHTOB.

6. OdopmiieHNE PEKBH3UTOB YIIPaBICHYECKUX JIOKYMEHTOB.

7. BriaHK# TOKYMEHTOB M TpeOOBaHMS K HAM.

8. OdopmieHne B JOKyMEHTaX 3HAKOB MPEMMHAHMS U CHMBOJIOB.

9. Odopmienue noien, HyMepaluu CTPaHul B JOKyMEHTaXx.

10.0opmiieHrE AT U YUCEN B TOKyMEHTaX.

11. Odopmitenne TabIWIl ¥ PUCYHKOB B JJOKYMEHTAX.

12. Odopmiierne MaTeMaTH4ecKuX GOpMyN U eIUHUI] U3MEPEHUS B JOKyMEHTaX.

13. KoppekrypHble 3HaKu 1 IPaBUiIa UX MPUMEHEHHUSI.

14.0cobeHHOCTH 0(QUIHATHEHO-IEIIOBOTO CTHIIS.

15.YnoTpebieHne MPONHUCHBIX U CTPOYHBIX OYKB.

16.Haubonee ynorpebiisieMble COKpaIeHHs CIOB.

17.KoppecnoneH11s, CBI3aHHAS C IPOBEAECHUEM MEPUOANIECKUX MEPOTIPUATHH.

18. YcraB opraHnuzanuu, €ro pekBU3UTHI U OCHOBHBIE Pa3Aeibl TEKCTA.

19. llITaTHOE pacnucaHue, €ro PeKBH3UTHI M OCHOBHBIE CBEJCHUS, COAEPKAIIUECS B JTaHHOM JTOKyMEHTE.
20. TTono>xeHue, ero peKBU3UTHI. BUIBI MONOKEHUIA.

21. UacTpyxims. OCHOBHOE Ha3HAaUEHHE TOJDKHOCTHON HHCTPYKINH, €€ PEKBU3UTHI U OCHOBHBIE Pa3/ieibl TEKCTa
22. YdpenuTenpHbli 10TOBOP, €0 PEKBU3UTHL U OCHOBHBIE Pa3/eiibl TEKCTA.

23. Bunsl pacnopsAUTeIbHBIX JOKyMEHTOB, UX OCHOBHOE Ha3HAUEHHE.

24. Ipuxka3, ero peKBU3UTHI 1 OCHOBHBIE YaCTH TEKCTA.

25. PexBU3UTHI yKa3aHUS U LEJIb U3AaHUS JaHHOTO JOKYMEHTA.

26. PacniopsixeHue, ero peKBU3HUTHL. BOIPOCH!, MO KOTOPBIM U3/aeTCs PACIIOPSIKCHHUE.

27. Pemenue, ero pekBU3UThl. OpraHsl yIpaBlIeHUs, UMEIOIINE IPAaBO K U3AaHHUIO JaHHOTO JOKyMEHTa.
28. PeKBU3HUTHI IOCTAaHOBIICHUS H II€Th U3IaHHS JaHHOTO TIOKYMCHTA.

29. Bunsl nHQOPMAITOHHO-CIIPABOYHBIX JOKYMEHTOB, MX OCHOBHOE Ha3HAYCHHUE.

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

31. JloknagHele 1 0ObSICHUTENBHBIE 3aITMCKH, NX PEKBU3UTHI M OCHOBHBIC 1IEJIM HAMMUCAHUS JaHHBIX JIOKYMEHTOB.
32. TpeGoBaHwms, MpeabABIAEMbIE K COCTABICHHIO CIIPaBOK. BHUIBI cripaBoK.

33. OcobennoctH cocTaBieHus akra. OCHOBHBIE YaCTH TEKCTA. BUALI aKTOB.

34. TpeboBaHus, NPEIBSIBISIEMBIE K COCTABIICHUIO H O()OPMIICHHIO CITY>KEOHBIX TTUCEM.

35. Pa3HOBUJHOCTH IIHCEM.

36. Buasl JOKYMEHTOB, OTHOCALIMECS K JOKYMEHTALUH 110 TUYHOMY COCTaBY.

37. Odopmnenue mpuema Ha paboTy.

38. TpeboBanust, NpeabIBIIEMbIE K COIEPKAHHIO U OOPMIICHHIO TPYLOBOTO JOTOBOPA.

39. OdopmiteHue MPHUKA30B MO THIHOMY COCTABY.

40. TpeboBaHus, IpeabABIIEMbIE K COAEPIKAHUIO U O(DOPMIICHUIO XapaKTePUCTUKH.

41. CocTaBHBIC JIEMEHThI U PEKBU3UTHI aBTOOHOTpaduu.

42. CocTtaB JOKyMEHTOB JINYHOTO JeJa.

43. O6mme npaBula BEACHHUS U BBIJAYH TPYJOBBIX KHIDKEK.

44. OdopmieHne TOKyMEHTOB P IIEPEBOAE COTPYAHUKA Ha IPYTYI0 paboTy BHYTPHU OpraHU3ALUH.




45. opsimok oopmIeHHsI JOKyMEHTOB IIPH YBOJIBHEHUH COTPYJHUKA.
46. Opranu3zanusi paboThl ¢ JOKyMEHTaMHU.

47. Tlopsnok 00pabOTK! MOCTYNAIOIIUX U OTIPABISIEMbIX TOKYMEHTOB.
48. INopstmox 00pabOTKH OTIPABIIAEMBIX JOKYMEHTOB.

49 ITopsinox 06pabOTKU BHYTPEHHHUX JJOKYMEHTOB.

50.Peructpanusi 10KyMEHTOB.

51.Opranuzanust KOHTPOJIS 32 UCTIOTHEHUEM JJOKYMEHTOB.

52.XpaHeHHe TOKyMEHTOB.

53.CocTaBineHre HOMEHKIATYPBI A€ OpraHU3aLHH.

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

56.3amuTa JOKYMEHTOB, COJIEPKAIIIX KOMMEPUYECKYIO TalfHYy.
57.YHAYTOXEHNE TOKYMEHTOB.

58.IloHsTHE 2TEKTPOHHOIO JOKYMEHTA €T0 IPEUMYIIECTBA U HEJOCTATKY.
59.CocraBneHue JOKyMEHTOB.

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

62.XpaHeHne TOKyMEHTOB B 3JICKTPOHHOU (hopme.

Conepxanue mnpaxrudeckux 3ananuii (TK1-TK4)

1.CocraBuTh IpHKa3 00 yTBEPXKICHUN HHCTPYKITHH TI0 JIETIONPON3BOJICTBY Ha 3aBOJie. B KOHCTaTHpYIOIIEeH 9acTh ykas3aTh, 9To B
COOTBETCTBUHM ¢ THUIIOBOM MHCTPYKIMEH 110 IEIONPOU3BOACTBY B MUHUCTEPCTBAX, BenqoMcTBax Poccuiickoit @enepanuu,
yTBep K IEHHOM pacnopspkenueM IIpaButenscra Poccuiickoit denepaunu ot 00.00.20 1. Ne 00 mpencenarenem Komurera o
nenam apxuBoB npu [IpaButensctee PO OUO kaHmenspuei 3aBoa pa3paboTaHbl HOPSIOK HIPOXOXKICHHS TOKyMEHTOB 1
CTaHAAPTHI Ha OPraHU3aHOHHO-PACTIOPAAUTEIBHYIO JOKYMEHTAINIO. B pacnopsaauTensHON 9acTH yTBEPAUTh HHCTPYKIHIO U
HOPYYUTH 3aBeyollel KaHIensIpuel 00ecnednTh MEeTOJUUECKOe PYKOBOJCTBO OpPraHU3alueH AeNONPON3BOACTBA Ha IPEIIPUITUH
U YCTaHOBHUTH KOHTPOJIb 3a COOMI0OACHUEM TPEOOBAHUI HHCTPYKLHH.

2.CocTaBHTh IIPUKA3 IO 3aBOIY 00 YCTAaHOBICHWH €AWHOTO PeXXMMa pabOTHI IEHTPANBHBIX CKIaoB. B KoHCTaTHpYIOImEH YacTn
OTMETHUTD, YTO OTITYCK I[€XaM MaTepPHAaIOB CO CKIAT0B MPEANPUATHS B TeUCHHE pabodero JHsA HapyIlaeT HOPMAIbHYIO paboTy
CKJIaJICKOTO ammapara. B pacropsiiuTensHoil 4acTH yKka3aTh KOHKPETHBIE Yachl OTIIyCKa MaTEpHAalIoB CO CKIaJ0B, Ha3BaTh
KOHKPETHBIX JJOJDKHOCTHBIX JIHII, KOTOPBIE OTBEYAIOT 3a MEPEBOJI CKIIAI0B Ha Ooiiee palMoHaIbHEIH pekKuM paboTel. OcTaibHbIe
MYHKTHI B PACHOPSIIUTEIFHON YaCTH M APYTHE PEKBU3UTHI YKa3aTh CAMOCTOSTEIIBHO.

3.CocTaBuTh NpHKa3 o npeanpusatuio "Temn" 06 uTorax peBU3UM o nposepke GprHaHcoBoro oTuéTa. B KOHCTAaTHpYyIOLIEH YacTH
yKa3aTh, 4TO PeBU3HEH 0OHapYXEHbI (hAKThI TPyOOro HapyIIeHHUs (PMHAHCOBOTO yuETa, II0JHOE OTCYTCTBHE Y4ETAa M OTYETHOCTH IO
KOMaHIMPOBKAM, OTCYTCTBHE KypHaJa y4éTa JOBEPEHHOCTEH.

4.Hanucats npuka3 JUpeKTopa 3aBojia TOYHOTO MAIIMHOCTPOCHHUS O IPEMUPOBAHUU PAOOTHUKOB IIJTAHOBO-I)KOHOMUYECKOTO OT/eNa
3a JIOCPOYHYIO pa3paboTKy OuzHec-muiana. [Ipemust Beiaéres u3 poHa MaTepualibHOTO HooIpeHus B pa3mepe 50 % MecsdHoOro
owntana. /lpyrue TaHHBIC B TEKCTE M PEKBU3UTHI YKAa3aTh CAMOCTOSTEIBHO.

5.Hammcats npuka3 mo OAO "Candup" 06 uTorax foKyMeHTanbHOH 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 naxomsres
B 3allyLLIEHHOM COCTOSHHH; Y 3aBeAyoLIero ckiaaoM Meranos Ilerposa JIL.H. okazanuce n3numky auctoBoi cranu (320 kr) u
HeocTavya CTanbHOH JeHTH! (185 Kr); nomyckaeTcss HEOOOCHOBAHHOE CIMCaHNE YIIAKOBOYHOW OyMaru, TBO3/IeH 1 3alacHBIX JacTel
JUISL peMOHTa 000pYI0BAaHHS; B MEXaHUYECKOM I[eXe JIOIMYIIEH MepepacXo ] MpHIos B koaudecTse 60 Kr; 3aBeAYIONIIM CKIaICKIM
xo3stiicTBoM I1.M. JIoMOBBIM HECBOEBPEMEHHO OTTPYKEHa IOCTABLIMKAM BO3BpATHAs Tapa, 3a YTO 3aBOJOM yIUlaueH mrpad B
cymme 15 TeIc. py0. [Ipyrrue peKBU3HTH yKa3aTh CAMOCTOSTEIBHO.

6.CocTaBUTh NPHUKA3 II0 CTPOUTENILHON Opranu3anuu "I'opu30HT" 0 HENIPAaBUIBHOM UCIIONb30BaHUH CTPOUTENIBHBIX OTX010B. B
BBOJIHOM 4acTH yKa3aTh, 4TO IPH MPOBEpKEe pabOTHI CKIIaja MMIOMATEPHUANIOB YCTAHOBICHBI (DAKTHI OTIYCKA B KOTENIBHYIO IS
C)KUTaHUS OTXOJI0B MMHJIOMAaTePHaIoB JUIMHOM cBblle 20 cM. B 3aKI0unTeNnbHON YacTH ClleyeT MPEAIoKUTh 3aBELYIOMIEMY
CKJIaJIOM OPTaHU30BaTh PabOTy IT0 peaTn3aii OTXOI0B YACTHBIM JIMIIAM.

7.CocraBuTh Ipukas 06 urorax pabots! ¢ fokymerTamu B 20 1. B OAO "Crannunuk". B koHCTaTHpYIOIIEeH 9acTH yka3aTh Ha
HU3KYyI0 TpeOOBaTeIbHOCTh PYKOBOAUTENEH MOAPA3AeIeHUI K KaueCTBY MOATOTOBKU M KOHTPOIIS 3a UX UCTIOTHEHHEM. B
PacopIIUTENFHON YacTH 00paTUTh BHUMaHNE PYKOBOAMTEIICH Ha TIOBBIICHAE TPEOOBATEIIFHOCTH K paOOTHHKAM B YacTH PabOTHI ¢
JOKyMeHTaMu. J[aTh 3a7aHue COTPYIHUKY, OTBEUAIOIIEMY 3a JISJIONPOU3BOACTBO, Pa3pad0OTaTh MEPHI 10 YIIyUIICHUIO 3TOI PabOTHI.
8.CocTaBUTH KpaTKHii IPOTOKOJ TPOU3BOJCTBEHHOTO COBEIIaHUsI paOOTHUKOB IJIAHOBO-I)KOHOMUYECKOTO OT/IelIa 3aBOJja
MEJIIpEenapaToB, HA KOTOPOM ObLI PACCMOTPEH BOIIPOC O JOCPOUHOH paspaboTke 6uzHec-mnana Ha 20 1. [Tocie obcysxaeHns
TIPOM3BOJICTBEHHOE COBEIIAHNE PHHSJIO PEeNIeHHE pa3padoTaTh OM3HEC-IUIaH Ha TP JHS PaHbIIE yCTAHOBJICHHOTO CPOKA.
OcranpHble JaHHBIE YKa3aTh CAMOCTOSTENBHO.

9.CocTaBUTh KpaTKHI MPOTOKOJ 00IEro coopaHus pabounx o0IecTBa ¢ OrpaHUYCHHOM O0TBEeTCTBEHHOCTHIO "FOTcTpoit"”, Ha
KOTOPOM 00CY’KIaeTcsl BOIPOC O CO3IAHMH IeXa CTPOUTEIBHBIX MaTepPHaIOB JUII CTPOMTENBLCTBA JKIIIBIX IoMOB. Ha coOpanun
ObUTa 3aciTynIaHa HHGOpManUs MpeaceaaTesst 0 BO3SMOKHOCTH CO3/IaHMS TaKOTo IieXa U MEePCIeKTUBAX ero paboTsl. Beuto mpuHATO
peleHne NOPyYUTh NpeAceaTelo U eTr0 3aMECTUTENIO IO CTPOUTENBCTBY B TeUeHHE 6 MecsIEeB pa3BepHyTh pabOTy U BEI-AEIUTD
JUISL 3TUX 1eneit 3 MiH. pyo.

10.CocTaBUTh MPOTOKOI 3ace/laHUsl MHBEHTAPU3ALMOHHONH KOMUCCHH 3aB0/1a Ta30BOM ammaparypbl, Ha KOTOPOM pacCcMaTpUBaiCs
BOIIPOC O Pe3yIbTaTaXx HHBEHTapU3aLUH o ckiagy Ne 7 BCIIoMoraTeNnbHBIX MaTepranos. Ha 3acenanuu ObLIO IPUHATO
MOCTaHOBJIEHHE 00 yTBEP:KIEHUH Pe3yIbTaTOB MHBEHTAPH3ALUK U OTHECEHHUH 3a CUET 3aBEIYyIOIEro CKIaJ0M HEA0CTaul
BCIIOMOTATEJBHBIX MAaTEPHANIOB B cyMMe 365 ThIC. py0., a TakKe 3a4NTaHbl CIIMIUTEIbHAs BEOMOCTH 110 CKIaxy Ne 2
OOBACHUTENbHAS 3aIHCKA 3aBEAYIONIETO cKIafnoM. OCTaabHBIC JaHHBIC OTIPEICIUTh 110 CBOEMY YCMOTPEHHIO.

11.CocTaBuTh HOKIAAHYIO 3aIIMCKY INIABHOTO OyXranTepa JUPEKTopy 00 uTorax paboThl 10 LEHTPATU3aMH PACYETOB ¢ pabOUNMHU




u cnyxamumu Ha Bl 3aBoga. [lenTpanu3amnms pacuéToB gana BO3MOXKHOCTh IEPEBECTH Ha APYTYIO PabOTy MATh OyXraaTepos
[IEXOB, YMCHBIIUTh OLIMOKK B pacuérax ¢ pabourMH U CIIYKaIlMMH. Y CHIINTh KOHTPOJIb 33 pacXofoBaHHeM (OHIOB 3apabOTHON
TIaThl. B 3awmodeHnn HeoOX0MMO TIOCTaBUTE BOIIPOC O MPEMHUPOBAHUHN pabOTHHKOB Oyxrantepnn u BLI, obecrieunBaromux
Hepexo/l Ha IeHTPATH30BaHHBIN pacdéT 3apaboTHOM IIAThI 10 3aBoxy. OcTanbHbIE JaHHBIE YKa3aTh CAMOCTOSATEIBHO.
12.CocTaBuTh AOKIAHYIO 3aIIUCKY CeKpeTaps-pedepeHTa pyKOBOIUTEIIO peanpusiTst 00 yrepe paboTHukoM AHznpeeBbiM B.I.,
MHChbMa-3anpoca, IOCTYNUBILIETO B aApec NPENPHUATH ABa Mecsla Haza.

13.CocraButb 1 opopmuts paxc pupmsl "SaTaps” HoBocubupckomy npeamnpustuio "PoccTpoit” 0 MOTHOM 0TKa3e OT OIUIATHI 32
HNOCTYNHUBIIIYO IPOAYKIUIO B CBSI3H C TE€M, YTO 3Ta MPOTYyKIMs He OblIa 3akazaHa. OcTalabHbIE PEKBU3UTHI yKa3aTh CAMOCTOSTENBHO.
14.CocTaBuTh DOKIAJHYIO 3aIIMCKy HaYaJIbHUKA OT/iE1a PYKOBOIUTEIIO IPEIIPUATHS O (haKTe He-BIIOJIIHEHHS PACIIOPSIKEHUS O
MOHTa)Ke 000pyIOBaHMS Ha YIaCTKe 10 IPHYMHE CIa00r0 KOHTPOJIS CO CTOPOHBI TITAaBHOTO TEXHUKA.

15.CocraBuTh JOKIAAHYIO 3aIIUCKy O MPUYNHAX HECBOCBPEMEHHOCTH IIPEACTABICHUS NH(GOPMALIUH O BRIMOIHCHUH MTPHUKa3a
Jqupexropa. OcTanbHble PEKBU3HUTHI YKa3aTh CAMOCTOSITENIBHO.

16.CocTaBuUTh DOKIAAHYIO 3aIMCKy IJIABHOTO OyXranrtepa pyKOBOAUTEIIO MPEIIPHUATHS O HEOOXOAUMOCTH LEHTPATH3auN
pac4éToB ¢ pabOTHUKAMH NpeANpUATHS. B 00s13aHHOCTH OTYETHBIX paOOTHHKOB IIEXOB TOJDKHO BXOAWTH JIUIIB O(OpPMIICHNE
HEepPBUYHBIX JOKYMEHTOB IO Y4ETY BBIpaOOTKH. B moKianHO# 3amicke HEOOX0IUMO MOAATh MPETIOKEHHE O IIepecMOTpe MITaTOB
OT4ETHBIX PAaOOTHHKOB B LI€XaX M INIABHOI OyXrantepuu u3 pacuéra oOILIero COKpalleH s TaToB He MeHee yeM Ha 20 %.
17.CocTaBuTh TOKIAIHYIO 3aMMCKy HadaJbHAKA TUNIAHOBO-3KOHOMHYECKOTO OT/ENa PYKOBOJHUTEIIO TIPEANPHATHS 00 oOecriedeHnn
OTZEeNa YeTHIPhMS KoMIbloTepaMu. OcTalbHbIE PEKBH3HUTHI YKa3aTh CAMOCTOSATEIIBHO.

18.CocTaBUTh OOBSACHUTEIBHYIO 3aIIMCKY 1O (PaKTy OTCYTCTBUS Ha paboueM MecTe coTpyaHuka Msa-HoBa I'.1. ¢ 8 wacos go 12
yacos 12.04.20 T

19.CocraButs crpaBky o ToM, 9to Aradoros H.K. sBinsercs ctynenTom 3-To Kypca (hakyIbTeTa MEHEIKMEHTa i SKOHOMHUKH. (
20.CocTaBHTh NIPHKa3 IO 3aBOAY 00 YCTaHOBIEHHHU €HHOTO PEKHMa pabOTHI IEHTPATBHBIX CKIAN0B. B KoHCTaTHpyOIIel YacTH
OTMETHTb, YTO OTITyCK LIEXaM MaTepPHUaJIOB CO CKIIAJIOB IPEANPHATHS B TEUEHHE PaboUero IHs HapyllaeT HOPMaIbHYIO paboTy
CKJIaJICKOTO afmapara. B pacropsiauTensHOi 9acTH yka3aTh KOHKPETHBIE Yachl OTIIYCKa MaTepPHAIOB CO CKIAJIOB, Ha3BATh
KOHKPETHBIX JJOJDKHOCTHBIX JIMI[, KOTOPIE OTBEYAIOT 3a MEPEBOJ CKIIAI0B Ha Oolee palHoHaIbHBINH peskuM paboTel. OcTanbHbIE
MYHKTBI B PACHOPAIUTENIBHOM 9acTH U APYTUe PEKBU3UTHI YKa3aTh CAMOCTOATEIBHO.

21.CocTtaBuUTh NpHKa3 MO NPeaNpuATHIO "3aps" 00 UTorax peBU3nH Mo MpoBepke GpuHaHCOBOrO 0TUETA. B KOHCTaTHpYyIOIIEeH YacTn
yKa3aTh, YTO PEBU3NEH 0OHAPYKEHBI (hDaKTHI TPyOOTo HapyIIeHHs (PMHAHCOBOTO YIETa, IIOJTHOE OTCYTCTBHE Y4ETa M OTYETHOCTH 110
KOMaH/IMPOBKAM, OTCYTCTBHE >KypHaJla y4éTa JOBEPEHHOCTEH.

22.Hanucate npuka3 JUPEKTOpa 3aB0ojia TOUHOTO MAIIMHOCTPOEHUS O IPEMUPOBAHUU PAOOTHUKOB MJIaHOBO-?KOHOMHUYECKOTO
oTJIeNIa 32 TOCPOUHYIO pa3paboTKy OusHec-tutaHa. [Ipemus BeiaaéTcs u3 HoHIa MaTepUAILHOTO MOOIIpeHus B pazMepe 50 %
MECSYHOTO OKIaja. J[pyrie naHHbBIEC B TEKCTE M PEKBH3HUTHI YKa3aTh CAMOCTOSATEIBHO.

23.Hamucatb npuka3 no OAO "Oxeug" 06 utorax JOKyMEHTaIbHOU peBu3uu padboTsl npeanpustust ¢ 01.02.20  nmo 01.09.20 B
aKTe PEeBU3UH 3a(UKCHPOBAHBI CIIEAYIONINE HEIOCTATKH: HE YIIOPSJOUeH YUET JIMYHOTO cocTaBa, HeKoTopsle nena TP naxonsates
B 3aIyIIICHHOM COCTOSIHUH, y 3aBeqytomniero cknanoM mMetamios [lerposa JI.H. oka3zanuch M3numky JinctoBoi craim (320 xr) u
HelocTava cTajubHOM JeHTH (185 kr); momyckaercss HeOOOCHOBaHHOE CIIMCAaHHUE YIIAaKOBOYHON Oymaru, TBo3/Ieil U 3alacHbIX YacTei
JUIsl pEMOHTa 000pYI0BaHHs; B MEXaHUUECKOM IIeXe JIOMYIIEH MepepacXo MpUIos B koaudecTse 60 Kr; 3aBeAyIOLINM CKIaACKIM
xo3stiicTBoM [1.11. SIKOBIIEBEIM HECBOEBPEMEHHO OTTPY KEHA MOCTABIIIMKAM BO3BpaTHAS Tapa, 3a YTO 3aBOJIOM YIUIaueH MmTpad B
cymme 15 Toic. py6. [Apyrie peKBU3UTHI YKa3aTh CaMOCTOSITENBHO.

24.CocTaBUTb NpUKa3 10 CTPOUTENBHOM 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 ATUHOU cBbIme 20 cM. B 3aKmi04nTeNnsHOM YacTH CieyeT MPeaoKUTh 3aBeAY0IEMY
CKJIaJJOM OpTaHU30BaTh PabOTy IO peann3alui OTXOI0B YaCTHBIM JIHIIAM.

25.CocraButh npuka3 06 utorax pabotsl ¢ fokymeHntamu B 20 1. B OAO "Benepauku". B koHCcTaTHpYIOLIeH YacTH yKa3aTh Ha
HIBKYI0 TPeOOBaTEILHOCTh PYKOBOANTENCH TTOIPA3IeIICHNI K KaUeCTBY OATOTOBKU M KOHTPOJIIS 33 UX UCIIOTHEHHEM. B
PacHopSaUTENIFHON YacTH 0OpaTUTh BHUMAaHNE PYKOBOAMTENICH HA TOBBIICHNE TPEOOBATEIIFHOCTH K paOOTHHKAM B 4acTH PabOTHI ¢
JoKyMeHTaMu. J[aTh 3a7aHie COTPYIHUKY, OTBEUAIONIEMY 3a JeIONPOU3BOACTBO, Pa3paboTaTh MEPHI 10 YIYUIIEHUIO 3TOIl paboThI.
26.CocTaBUTb KpaTKHI MPOTOKOJ IIPON3BOACTBEHHOTO COBEIIAHMUS PA0OTHHKOB IIAHOBO-3KOHOMHUYECKOTO OT/IENa 3aBO/a
MeEJIIpernapaToB, Ha KOTOPOM OBLT pACCMOTPEH BOIIPOC O JOCPOUYHOH pazpaborke Om3Hec-tuiaHa Ha 20 T. [Tocie oOcyxeHus
MPOU3BOJICTBEHHOE COBEI[AHUE MPUHATIO pelIeHHe pa3paboTaTh OM3HEC-IUIaH Ha TPU JHS PaHbIIE yCTAHOBICHHOTO CPOKA.
OcranpHble JaHHbIE YKA3aTh CAMOCTOSTENBHO.

27.CocTaBHUTh KPaTKU ITPOTOKOJ 00IIIero coopaHus padodnx o0IIecTBa C OrpaHHIECHHON OTBETCTBEHHOCTRIO "FOrerpoit”, Ha
KOTOPOM 00CY’KIaeTcsl BOIPOC O CO3JaHHUHU IeXa CTPOUTEIBHBIX MaTEePHAJIOB U CTPOUTENILCTBA XKIUIBIX ToMOB. Ha coOpannn
6bL1a 3aciTylIaHa HHpopManus npeaceaaTesns 0 BO3MOKHOCTU CO3/1aHHs TaKoro IieXa U MepCcleKTUBax ero paboTsl. Bel1o MpHHATO
pelIeHnE NOPYYUTh TIPEACEIATEII0 U €r0 3aMECTHTENIO 110 CTPOUTEIBLCTBY B TEUCHHE 6 MECSIIEB Pa3BEPHYTh pabOTy U BbI-JICIHUTh
JUTS OTHX Tieielt 3 MiTH. pyo.

28.CocTaBUTh POTOKOJI 3aCEAAHNI HHBEHTAPHU3AIIMOHHON KOMUCCHH 3aBOJIa Ta30BOH ammaparypsl, Ha KOTOPOM pacCMaTpHBAaICS
BOIIPOC O Pe3yabTaTax MHBEHTapU3aluy Mo ckiamgy Ne 7 BcriomorarenbHbIX MaTepuanos. Ha 3acenanuu Obi1o IpUHATO
MIOCTaHOBJICHHE 00 YTBEP)KICHUH Pe3yIbTaTOB HHBCHTAPH3ALMH 1 OTHECEHHUH 32 CUET 3aBEIyIOIIEro CKIaIOM HEIOCTaul
BCTIOMOTATEJIFHBIX MAaTEPHANIOB B cyMMe 365 ThIC. py0., a TAlOKe 3aUUTaHbI CIIMIUTEIbHAS BEOMOCTh 10 CKIaxy Ne 2
00BACHUTENbHAS 3aMUCKa 3aBEAYIONIETO ckianoM. OcTalabHbIe JaHHBIE ONPEICIUTh 110 CBOEMY YCMOTPEHHIO.

29.CocTaBUTh JOKIAJHYIO 3aIIMCKy TJIABHOTO OyXrajiTepa JUpeKTopy o0 nTorax paboThl O LEHTPAIU3alUU PacuéToB ¢ pabounMu
u cryxamumuy Ha BIl 3aBoma. [lenrpanmsanms pacu€ToB qana BOSMOXHOCTE IIEPEBECTH Ha APYTYIO PabOTy IATH OyXraiaTepoB
I[EXOB, YMCHBIIIUTH OLTHOKU B PacuéTax ¢ pabouUMH U CIIy>KalIUMHU. Y CHIINTh KOHTPOJIb 33 PACXOA0BaHUEM (OHOB 3apabOTHOIL
iatel. B 3awmoueHn He0OX0JUMO ITOCTABUTH BOIIPOC O MPEMUPOBaHUM paboTHUKOB Oyxrantepun u BLI, obecneunBarommx
Mepexo T Ha IIEHTPATM30BaHHBIN pacdéT 3apadOTHOM IIaTHl 1O 3aBoxy. OcTaibHBIE TaHHBIE YKa3aTh CAMOCTOSTEIHHO.

30. CocTaBHUTh JOKIAIHYIO 3aIMCKy CEKpeTaps-pedepeHTa pyKOBOJHUTEIO MPEANPUATHS 00 yTepe pabOTHHKOM 3yeBbIM
B.I'., nuceMa-3anpoca, OCTYHMHBIIETO B apec MPeANpUSTHS [Ba MecAla Ha3al.




Jist KOHTPOJIS yCHEeBaeMOCTH O0OYJArOIIIXCS U OLEHKH Pe3yIbTaTOB OCBOCHUS MUCHUILIHHBI IPUMEHSACTCS OaIbHO-PEHTHHTOBAS
cucrema, pa3paboTanHas B cOOTBeTCTBHH ¢ [lonoskeHreM o Tekyuieit arrectanuu odydaromuxcst B HUMU Jlonckoii TAY.
[TpomexyTo4Hast aTTECTALMs CTYICHTaMH O4HOHM (hopMBbI 00ydeHHs BKItoUaroleil B ce0s mpo-seaenue texymero (TK),
npomexxytrogroro (I1K) n urorosoro (VK) KOHTpOIS 10 AUCIMILIHHE.

Texymuit kouTpois (TK) ocymiecTisiercs B TeUeHHE CeMeCTpa U MPOBOAUTCS 110 Ta00PaTOPHBIM paboTaM M MPaKTHUECKUM
3aHATHAM, a TAloKe TI0 BUIAM CaMOCTOSATENbHOM paboThl cTyaeH-ToB (PI'P). ®opmamu TK sBasioTCS: OTYET MO TaOOPaTOPHOI
paboTe; 3amuTa pacdyeTHO-TpapuIecKoil padOTHI; KOHTPOJIbHAS Pab0Ta IO MPAKTHIESCKAM 3aJaHUsAM | JJIS CTYACHTOB 3a0YHOM
(hopMEL.

B teuenue cemectpa npoBozsTes 2 npomexyTounsix kKontpois (I1IK1, ITK2). B xone npomesxxyTounoro kouTpods (ITK)
MPOBEPAIOTCS TEOPETUUECKUE 3HAHMS. JlaHHBII KOHTPOJb IPOBOJAMTCS MO pa3AenaM (MOAYIsIM) TUCUUILIMHEL 2 pa3a B TeUEHHUE
ceMecTpa B YCTaHOBIIEHHOE paboueii mporpamMmoii BpeMst. DopMaMu KOHTPOJIS SIBISIOTCS] KOJUIOKBUYM, KOHTPOJIbHBIE PaOOTHI.
Hroroseiii koHTpOJb (MK) — 9T0 3a4€T O AMCIMIUIMHE B LIETOM.

6.2. Tembl NUCEMEHHBIX padoT

PacueTHO-rpaduueckas paboTa CTYJICHTOB OYHON (OPMBI 0O0YUEHHUS

PacuetHo-rpaduyeckas pabora Ha Temy «J]oKyMeHTanOHHOE obecredeHre YIpaBIeHHUs OpraHu3alneily IMeeT LeIbo
3aKpETUICHHUS TEOPETHYECKNX 3HAHUI 110 COCTABICHHIO H 0(OPMIICHHUIO JIOKY-MEHTOB YIIPaBICHYECKOH JesTelbHOCTH. B 3a1aun
PI'P Bxoaur:

1.CocrapneHue U o(opMIICHHE OCHOBHBIX BHIOB YIIPaBICHYCCKOH JTOKYMEHTALIIH.

2. CocraBnenue u oopmieHne JoKyMeHTOB ¢ omonibio 11K, mpu ncons3oBanmy nakera aBTomarmsanun Microsoft Office.

CrpyKTypa IMOsICHUTEIBHO 3aIiCKH pacdeTHO-Tpaduueckoil paboTh
U €e OPUCHTHPOBOYHEIA 00BEM
Beenenwue (1 c.)
1.CocraBnenue u oopMIICHHE OCHOBHBIX BHOB YIIPaBICHYECKOi gokymeHTauu: (8 -10 c.)
1.1 OpraHu3aioHHBIX JOKYMEHTOB;
1.2 PaciopsquTeNbHBIX JOKYMEHTOB;
1.3 NnpopMannoHHO-CIIPAaBOYHBIX TIOKYMEHTOB;
1.4 JIoKyMEHTOB 10 JINYHOMY COCTaBy.
2. CocraBienue u oopmieHne JOKyMeHTOB ¢ romonipio I1K, mpu nermons3oBanny makera aBTomarmsanui Microsoft Office: (4 c.)
2.1 Co3nanue u 0ohopMIICHHE JOKyMEHTA YIPaBICHIECKON AEATETBHOCTH C IOMOIIBIO cucTeMsl Microsoft Word,
2.2 Coznanue U opopMIIeHHE AUArPaMMBI K JIEJIOBOMY MUCbMY ¢ ToMolbIo cucteMbl Microsoft Ex-cel;
2.3 Coznmanue ¥ opopMIICHHE TIPE3SHTANN HOBOM MPOAYKIMHU (YCIIYT) € MOMOIIIBI0 cucTeMbl Micro-soft Power Point.
Saxrouenwe. (1 c.)

PacueTHO-rpaduueckas padota Ha TeMy «J]0OKyMeHTalMOHHOE 00eCTIeYeHNE YIPaBICHUS OPraHu3aI[Uei» BBIMOIHACTCS CTYACHTOM
WHIWBUAYATLHO BO BHEAYAUTOPHOE BPEMsI, CAMOCTOSTEIHFHO 110 HHIMBH Iy IbHBIM UCXOIHBIM JAHHBIM BapuaHTa 3aJaHus B
COOTBETCTBHE C pa3padOTaHHBIMU MeToMn4ecKuMH yKazaHusMu. [lociie MpoBepKu U JOpadOTKH yKa3aHHBIX 3aMeYaHuii, pabora
3amu-1maeTcs. I1pu monoxuTenbHON OLIeHKE BHIIOJIHEHHON CTYyIEHTOM paboThl HAa TUTYJILHOM JIMCTE CTaBUTCA - "3auTeHO".
MakcumaiibHOe KoJimdecTBo 0aynios 3a PI'P — 15 6ainos.

6.3. Ilpoueaypa oueHuBaHuUs

1 TIOKABATEJIN, KPUTEPUU U LLIKAJIbI OLIEHUBAHM ST KOMITETEHI{MI

Ornenka copMupoBaHHOCTH KommeTeHIui y ctyaenToB HUMU JIon['AY u BeICTaBleHHE OLIEHKH TI0 OTACTBHON TUCIUTUINHE
BEJIETCS CIECIYIOMNM 00pa3oM:

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

- JUISL CTYZCHTOB 3a0YHOM W 09HO-3209HOH (pOpMBI 00yUCHHUS OLIEHUBACTCS MO MATHOAIHHON IITKaIe, OIICHKAMH «OTIHIHOY,
«XOPOILO», «yJOBIETBOPUTEILHOY, «HEYJOBIETBOPUTEILHO; «3aUTCHO» WU KHE 3aUTCHON.

Bricokuii ypoBeHb OCBOGHUS KOMIIETEHIINH, HTOTOBAsI OIICHKA M0 JUCHUTUIMHE «OTIMIHO» WK «3auTeHoy» (90-100 Gansos):
r1yOOKO U MPOYHO YCBOUJ MIPOrPaMMHBIN MaTepuall, HCUepIbIBaIoIle, IOCAe10BaTENbHO, YETKO U JIOTUYECKU CTPOIHO ero
M3JIaraeT, yMeeT TECHO YBA3BIBATh TEOPHIO C MPAKTHKOM, CBOOOIHO CIIPABIISETCS C 331a9aMHy, BOIPOCAMHU U APYTUMH BHAAMHI
[IPUMEHEHUS 3HAHUM, IPUYEM HE 3aTPYJHSIECTCS C OTBETOM IIPU BUJOU3MEHEHUH 3a/1aHUM, UCIIONIB3YET B OTBETE MaTepHUAll
MOHOTpaUIECKON JTUTEPATyPhl, TPABUIILHO 00OCHOBBIBAET MPUHSTOE PELICHUE, BIaIeeT Pa3HOCTOPOHHUMH HAaBBIKAMH U
IpUEeMaMH BBITIOHEHHUS TPAKTHIECKHX 3a1ad. CHCTEMHO U ITIAaHOMEPHO paboTaeT B TCUCHUH CEMECTpa.

[ToBbITIEHHBIH YPOBEHb OCBOCHHUST KOMIIETEHIINI, HTOTOBAs OIEHKA 110 TUCIMIUTHHE «XOPOII0» WK «3auTeHo» (75-89 6amios):
TBEPJI0 3HAET MaTepHall, FPaMOTHO H MO CYLIECTBY M3JIaraeT ero, He JA0MyCKas CyIIeCTBEHHBIX HETOYHOCTEH B OTBETE Ha BOIIPOC,
MPABIJIBHO MPUMEHSET TEOPSTUUCCKUE TIOIOKEHHUS MIPH PEIICHUH MTPAKTUIECKAX BOIIPOCOB M 33/1a4, BIIaJICET HEOOXOAUMBIMH
HaBBIKAMH ¥ TIpHEMaMH UX BITOTHEHH. CHCTEMHO W TNIAHOMEPHO paboTaeT B TCUCHUH CEMECTpa.

IToporoBerii ypoBeHs OCBOCHUS KOMIIETEHITHH, HTOTOBAs OI[CHKA 10 JUCHUIIIHHE «YAOBICTBOPUTEIBLHOY MM «3a4TeHO» (60-74
Oasia): UMeeT 3HaHUs TOJIbKO OCHOBHOTO MaTepuala, HO He YCBOMJI €T0 JIeTajlei, TOMyCKaeT HETOYHOCTH, HEJJOCTATOUHO
NpaBIJIbHBIE (OPMYITHPOBKHU, HApYIICHHS JIOTHYESCKOI MTOCIEAOBATEIFHOCTH B U3JIOKCHUH POrPaMMHOTO MaTepHaia, HCIBITEIBACT
3aTpyIHEHUS PH BEIITOJTHEHUH IPAKTHIECKUX padoT.




IToporoBelit ypoBeHs OCBOCHUSI KOMIIETEHIINH HE COPMHUPOBAH, HTOTOBAS OI[EHKA MO AUCIUILTHHE «HEYIOBIETBOPUTEIBHOY» UIN
«He3auTeHo» (MeHee 60 GayIOB): HE 3HACT 3HAUUTEIILHON YaCTH MPOrPAMMHOTO MaTepuaa, JOIMyCcKaeT CyIeCTBEHHbIC OIINOKH,
HEYBEPEHHO, C OOJBIIMMH 3aTPyTHEHUSMH BBIITOITHSICT ITpaKTHIecKre padoTrl. Kak mpaBuiio, OlleHKa «HEyIOBIETBOPUTEIHHOY
CTaBUTCSA CTYJCHTAaM, KOTOPbIE HE MOTYT MPOAOJIKUTE 00y4eHHe 0e3 TOMOIHUTEIBHBIX 3aHATHH 0 COOTBETCTBYIOIIEH NUCIUILINHE.
Kputepun ouenku ypoBHs c(hOPMHUPOBAHHOCTH KOMIETEHIMI U BHICTABICHUE OLIEHOK 10 KypcoBomy npoekty (KII) nim kypcoBoit
pa6ore (KP):

- Bricokuii ypoBeHb OCBOCHUS KOMIIETEHIINH, OTICHKa «OTIIHIHO» (25 — 23 6amna mis KIT; 20 — 18 6amna st KP): pabota
BBIMIOJTHEHA HA BBICOKOM IIPo(eccHoHaNFHOM ypoBHE. II0THOCTBIO COOTBETCTBYET MOCTABICHHBIM B 33IaHUU LIEJISAM U 33/1a4aM.
I[IpencrapieHHbII MaTeprall B OCHOBHOM BEPEH, JIOITyCKAIOTCsl MEIIKUEe HeTOYHOCTH. CTyJeHT CBOOOAHO OTBEYaeT Ha BOIPOCHI,
CBSI3aHHBIE C TIPOSKTOM. BEIparkeHa criocOOHOCTE K IMpodecCHOHANBHOM afanTanyy, HHTEPIPETalluy 3HAHUH 13
MEXAUCIUILUTHHAPHBIX 00IacTel

- [ToBBbIIIEHHBIH YPOBEHb OCBOCHHSI KOMIIETEHIIHA, OLIEHKa «Xopoio» (22-19 6anna ms KIT; 17 — 15 6anna ans KP): pabota
BBIIIOJTHEHA Ha JJOCTaTOYHO BBICOKOM IPO(ECCHOHAILHOM ypoBHE. JlomymieHo 10 3 HerpyObIX OIIMOOK, HEBIMSIOIIUI Ha Pe3yJIbTar.
CTyZIeHT 0TBeUaeT Ha BOIPOCHI, CBA3aHHBIE C IPOEKTOM, HO HEIOCTATOYHO MOJTHO.

- [ToporoBelii ypoBeHb OCBOEHHSI KOMIIETEHIIUH, OLIEHKA «yAoBiIeTBOpuTenbHO» (18-15 6amma ans KIT; 14 — 12 6amta ans KP):
YPOBEHb HEJOCTATOYHO BBICOK. JloMmyIieHo 10 5 OMmMO0K, HE CYIIECTBCHHO BIMSIONINX HAa KOHEUHBIH Pe3yJIbTaT, HO X0/ PeLIeHHs
BepHBI. CTyEHT MOXKET OTBETUTH JIMIIb Ha HEKOTOPHIE M3 3aJaHHBIX BOIIPOCOB, CBSI3aHHBIX C IIPOCKTOM.

- [ToporoBelit ypoBeHb OCBOCHUSI KOMIIETCHITHH HEe C(hOPMHUPOBaH, OIIEHKA «HEYAOBIETBOPUUTEIbHO» (MeHee 15 6ammos mst KT,
MmeHee 12 6aoB anst KP): paboTa BeimosHeHa Ha HU3KOM ypoBHe. JlonyuieHsl rpyOble omunoOKy. Perienue npuHIunuaibHo He
BepHO. OTBETHI Ha CBA3aHHBIC C IIPOEKTOM BOIIPOCH OOHAPYKHMBAIOT HEIOHMMaHHUE PEIMETa U OTCYTCTBHE OPHEHTALUH B
Marepuae mpoeKTa.

Kpurepnu oneHK ypoBHs C(POPMUPOBAHHOCTH KOMIIETCHIMI 1 BBICTABJICHHE OAIIIOB IO PacueTHO-TpadHIecKoi paboTe
(koHTpOIBHOI padote) (10 10 GaymioB, 3a4TEHO/HE3aUTEHO): COOTBETCTBUE COACPIKAHHS PAOOTHI 33JaHUI0; TPAMOTHOCTh H3JIOKCHHS
U KauecTBO 0(hOpMIICHHUS PabOTHI; COOTBETCTBIE HOPMATUBHBIM TPEOOBAHHAM; CAMOCTOATEIIFHOCTE BHIITOJHEHHS PabOThI, TITyOHHA
npopabOTKK MaTepHaa; HCIOIb30BaHUE PEKOMEHAOBAHHOM U CIIPaBOYHOM JINTEPATYPhI; MPABHIBHOCTh BHIITOJHEHHBIX PACUCTOB U
rpadudeckoi 4acTr; 000CHOBAaHHOCTH U JIOKa3aTEIILHOCTH BHIBOIOB.

Kpurepun oneHxu ypoBHs c(hOpMUPOBAHHOCTH KOMIETEHIIUH U BBICTaBIeHUE OaioB 1o pedepaty (noxtamy) (no 10 6amos,
3a4TEHO/HE3a4TEHO): COOTBETCTBUE COZIEp KaHuUs pedepaTa (JOKIaaa) CoLepIKaHUI0 PaOOThI; BBIACICHUE OCHOBHOM MBICIIH
pedepara (IoKIa/1a); KAUECTBO H3IOXKEHUSI MaTepHalla; OTBEThI Ha BOIPOCHI IO pedepary (Towiany).

2. METOJIUYECKHUE MATEPHUAJIbI, OTIPEJIEJISIOIIME ITPOLIE/LY Pbl OLIEHMBAHV S 3HAHUM, YMEHUIA,
HABBIKOB U (UJIN) OIIBITA JIEATEJIBHOCTH, XAPAKTEPU3YIOIIUE DTAITbl ®OPMUPOBAHUA KOMITETEHLIVIA
OOmmii MopsIIOK MPOBECHNUS MIPOLIEAYPHI OIICHUBAHUS 3HAHWH, YMEHHI, HABBIKOB U (VIJTH) OIBITA IESTEINEHOCTH, COOTBETCTBHE
UHIUKATOpaM JOCTIDKEHHS C(hOpMHUPOBAHHOCTH KOMIICTEHIIMI OTIpe/IeNieH B CIEAYIOIIUX JTOKAaIbHBIX HOPMATHBHBIX aKTax:

1. ITonoxxeHue o Tekyuiei arrectanuu 3Hanui odydaromuxcss B HUMU [IIAY (B neiicTBytoleit pegaxkuun).

2. ITomoxeHue 0 IPOMEKYTOTHON aTTeCTalNK 00YJAOIINXCS IO TIPOTpaMMaM BEICIIEro 00pa3oBaHMs (B ACHCTBYIOMICH peIaKiunm).
JIOKyMeHTHI pa3MeIeHs! B CBOOOIHOM focTyte Ha opunuansaoM caiite HUMU Tor'AVhttps://ngma.su/ B pa3nene: [maBHas
ctpannua/Ceenenus 06 o6pa3oBaTenbHON opranuzanui/JIokanbHpie HOPMaTHBHBIE AKTHI.

6.4. IlepedeHb BH/IOB OLEHOYHBIX CPEICTB

1. OHEHOYHBIE CPECTBA TEKVYIIEI'O KOHTPOJIA:

- TECTBI HJIM OMJIETHI JUTS TIpoBeaeHHs mpoMexyTouHoro koHTpous (ITK). XpaHsrcs B OyMaXkHOM BHJE Ha COOTBETCTBYIOIIEH
Kadenpe;

- pa3aensl HHAUBHY aJbHBIX 3aJaHUl (MIMCBMEHHBIX PadoT) 00yUJaIomInXCs;

- TOKJIa]1, COOOIICHHE TT0 TeME MPAKTUIECKOTO 3aHSTHS,

- 3aJla4M ¥ 3aJaHUs.

2. OIEHOYHBIE CPEJICTBA [TPOMEXYTOUYHOM ATTECTALINU:

- KOMILIEKT OHJICTOB JJIs SK3aMeHa/3aueTa. XpaHUTCsl B OyMaKHOM BHJIE HA COOTBETCTBYIOILCH Kadeape. [TomiexuT exeroqHomy
OOHOBJICHHIO U TIEPEYTBEPXKACHUIO. UKCII0 BApHAHTOB OMIICTOB B KOMITJICKTE HE MEHEE YUCIIa CTY/ICHTOB Ha 3K3aMeHe/3aueTe.

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

7.1. Pekomenayemasi iutepaTypa

7.1.1. OcHoBHasi iUTEpPaTypa

ABTOpLI, COCTaBUTCIIN 3arnaBue I/ISZ[aTeJ'ILCTBO, roa

JI1.1 |Kysneuos U. H. Jlenonpon3BoAcTBO: yueOHO-CIIPaBOYHOE 1TOcoOue Mockga: [lamkos u K°, 2024,
https://biblioclub.ru/index.php?
page=book red&id=711135

JI1.2 | Cepema M.B. JIOKyMEHTHPOBaHUE YIIPABIEHIECKON NEATEIBHOCTH: Y4e0. Hosouepkacck, 2021,
nocobwue [ CTyA. O4H. U 3204. (popmbl 00yy. Hampasi. moarot. | http:/biblio.dongau.ru/MegaPr
"Oxonomuka", "Menemkment", "IlpukianHas nHpopmaTrka”, oNIMI/UserEntry?
"busnec - naopmarnka", "CoruanpHas padoTa”, Action=Link FindDoc&id=42
"3eMieyCcTpONHCTBO U KafacTpsl'] 7193&idb=0

7.1.2. lonoJHuTeAbHAS JUTEpATypa

ABTOpBI, COCTaBUTENN 3arnaBue W3naTenbCcTBO, IO




ABTOPBI, COCTaBUTEITN

3arnasue

W3naTenbcTBO, IO

JI2.1 | Kymmnepyxk C. I1. JIoKyMeHTHas TIMHTBUCTHKA: Y4eOHOe mocooue Mocksa: U3n-Bo «DiuHTay,
2016,
https://biblioclub.ru/index.php?
page=book&id=83382

JI2.2 | Cepema M.B. JIOKyMEHTHpPOBaHUE yIPaBIEHUYECKON NEATEIbHOCTH: Hosouepkacck, 2022,

MPAaKTUKYM [A71s1 CTy. BceX popM 00yY. Halpasil. IOATOTOBKU http://biblio.dongau.ru/MegaPr

"Oxonomuka", "MenemkmeHT", "busHec-nHpopmMaTuka", oNIMI/UserEntry?

"IMpuknagaas nHbPOPMATHKA" ] Action=Link FindDoc&id=42
7759&idb=0

JI2.3 | HoBouepk. HHX.- JIOKyMEHTHpOBaHUE YIPABICHUYECKON NESTETbHOCTH: METO/. HoBouepxkacck, 2022,

MEJIAOP. UH-T yKa3aHus 10 BBIMOJH. JIa0. paboT [ cTya. Bcex hopM 00yHd. http://biblio.dongau.ru/MegaPr
Honckoit 'AY ; cocrt. : | Hanpasi. moarotoBku "OxoHoMuka", "Menemxment", "busnec- oNIMI/UserEntry?
M.B. Cepena, E.A. uHpopmaruka", "TlpuxnagHas nHpopmaTuka' | Action=Link FindDoc&id=42
Jeesa 7760&i1db=0

7.1.3. MeTonnueckue pa3padoTku
ABTODBI, COCTABHTEITH 3arnaBue W3narenbcTBO, roj

JI3.1 | HoBo4epk. HHX.- JIoKyMEeHTHpOBaHHUE YIPABICHUYECKON NESTEIbHOCTH: METO/. Hosouepkacck, 2022,

MEJIAOp. WH-T yKa3aHuUs 10 BBITOIH. pacy.-rpad. paboThl [ CTy ., 00yd. IO http://biblio.dongau.ru/MegaPr
Houckoit 'AY; cocr. HarpasJl. TOAroToBKM "OxoHOoMHUKA", "Menemxment", "busnec- oNIMI/UserEntry?
M.B. Cepena undopmaruka", "TlpuxnagHas nHpopmaTuka'] Action=Link FindDoc&id=42
7761&idb=0
7.2. Ilepeuens pecypcoB HH(OPMALMOHHO-TEJIEKOMMYHHKAIMOHHO# ceTu ""UnTepHeT"
7.2.1 Odo¢urnmanbhelii caitt HTMA ¢ moctymnom B www.ngma.su
ANIEKTPOHHYIO OMOIHOTEKY
7.2.2 O¢unmanbHbI caiiT MUHHCTEpPCTBA TpyIa U http://www.rosmintrud.ru/
conuanbHOM 3amuTel PO
7.2.3 Poccwuiickas rocynapcTBenHas oudauorexa (Gpoua https://www.rsl.ru/
AIIEKTPOHHBIX IOKYMEHTOB)
7.2.4 HNudopmanmonnas cuctema «EnnHoe okHo goctyma k | http://window.edu.ru/
00pa3oBaTEIBHBIM pECypcamMy
7.2.5 YHusepcurerckas na(Gopmanmonnas cucrema Poccust | https://uisrussia.msu.ru/
(YUC Poccust)
7.2.6 DrekTpoHHas OMONMHOTEKA YICOHUKOB http://studentam.net/
7.2.7 CrpaBoyHas cucrema «e-library» Jnuenzuonnsiit forosop SCIENCEINDEXNeSIO-
13947/34486/2016 ot 03.03.2016 T
7.3 IlepeyeHb NPOrpaMMHOro odecneyeHunst
7.3.1 1C Ilpennpustust Horosop nocrasku Ne PB0000816 ot 21.11.2017 r. OOO
«1C-TOHIAJIbD»
732 AdobeAcrobatReader DC JIutieH3nOHHBII JOTOBOp HA MpPOrpaMMHOE oOecTieueHHe JUIs
MepCOHANBHBIX KoMIbIOTepoB Platform
Clients PC WWEULA-ru RU-20150407 1357
AdobeSystemsIncorporated (6eccpouno).
7.33 Opera
734 Googl Chrome
7.3.5 Yandex browser
7.3.6 [IporpamMmmHast cucteMa Jisi OOHapyKeHUsI TEKCTOBBIX | JInmmeH3uoHHbIH moroBop Ne 8047 ot 30.01.2024 r.. AO
3aMMCTBOBAHUH B y4eOHBIX U HAYYHBIX paboTax «AHTHIUTATHAT
«Antunnaruat. BY3» (uarepuer-sepcus);Monynb
«IIporpaMMHBIi KOMIUTEKC TIOMCKa TEKCTOBBIX
3aMMCTBOBAHHI B OTKPBITHIX HCTOUHUKAX CETH
HHTEPHET
7.3.7 MS Windows XP,7,8, 8.1, 10; Cyo6nuuen3znonnsiid gorosop Ne502 ot 03.12.2020 r. AO
«CodrJlaiin Tpeiia»
7.3.8 MS Office professional; Cyo0nunen3nonnsiii gorosop Ne502 ot 03.12.2020 r. AO
«Cod1Jlaita Tpeitay
739 Microsoft Teams IMpenocraBnsercs GecruiaTHO
7.4 IlepeyeHb HHGOPMALMOHHBIX CHIPABOYHbBIX CHCTEM
7.4.1 baza nqarapix OO0 "M3natensctBo Jlanp" https://e.lanbook.ru/books
7.4.2 baser nanasix OO0 "PernonanbHbIi

nH(GOPMALMOHHBIA HHIECKC IUTHPOBAHUS"
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Ba3zer nanabix OO0 Hayunas a1ekTpoHHAs http://elibrary.ru/
O6ubanoreka

7.4.4

+)

basbr nanubix OO0 "Tpecc-Uupopm" (KoHCynpTaHT https://www.consultant.ru

8. MATEPHAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUIIIMHBI (MOZAY JIS)

8.1

227

CrienanbHOE MOMENICHHE YKOMIUIEKTOBAHO CIICITHATN3UPOBAHHON MeOEIbI0 U TEXHUUECKUMHU
cpeAcTBaMy 00yUYeHHsI, CITy>KAIIUMH IS PEACTaBICHUs HH(POPMALUU OOJBIION ay JUTOPUH:
KommyTtarop cereBoii; Komnbiorepsl, 00beIMHEHHBIE B JIOKAIBHYIO CETh € IOCTYIIOM B CETh
«MHTEpHET» U DIIEKTPOHHYIO HHPOPMAITHOHHO-00pa3oBatenbHyo cpeny HUMU Jlonckoii TAY:
Cucremnslit 010k — 20 mt., Mouurop XK — 20 mt.; HTepakTHBHASA BHACOCHCTEMA; DKpaH
HACTEeHHBIN; YueOHo-HarsiaHble mocodus; JJocka; Paboune mecta cryneHToB; Pabouee mecto
IIpernojaBaTessl.

8.2

233

CrnennanbHOE TOMEIICHHE YKOMIUICKTOBAHO CHECIHATI3HPOBAHHON MEOCIBI0 H TEXHIYECKIMU
CpeICTBaMH O0YYEHHS, CIy KaIlUMHU JJISI IPEICTABICHI HH()OPMAITNH OOIBIION Ay TUTOPHH:
KommyTtarop cereBoii; Komnbrorepsl, 00beIMHEHHBIE B IOKAIBHYIO CETh € IOCTYIIOM B CETh
«HTepHET» U DIIEKTPOHHYIO HHPOPMAITHOHHO-00pa3oBaTenbhyto cpeny HUMU Jlonckoii TAY:
Cucremnslit 010k — 14 mt.; MoruTop XK - 14 mT.; IIpoexrop HacTeHHBIH; DKpaH HaCTCHHBIN;
YuebHo-HarmsaHbIe IOcOOUS; Jlocka; Paboune mecta ctyaentos; Pabodee MecTo mpenogaBaTes.

83

231

CrienanbHOE MOMENICHHE YKOMIUIEKTOBAHO CIICUATN3UPOBAHHON MeOENbI0 U TEXHUUECKUMHU
CpencTBaMK 00YYEHHUsI, CIy KaIllUMH JJIsI IPEICTABICHHS HHQOPMALIMH OOJBILION ayTUTOPHH:
Kommerorep Herronn DNS B nokanbHOM ceTH ¢ AOCTYNOM B ceTh «IHTEpHET» U 3JIEKTPOHHYIO
nH(popMannoHHO-00pa3zoBaTensHyto cpexry HUMU Jlonckoit 'AY; IIpoekrop HacTeHHBIH; DKpaH
HACTEeHHBIH; YueOHo-HarsaHble nocobust; JJocka; Paboune mecra ctyneHToB; Pabouee mecto
IIpernojaBaTersl.

8.4

270

ITomenieHNEe YKOMIUIEKTOBAHO CIICIIHATHN3HPOBAHHON MEOEITBIO0 M OCHAIIICHO KOMITHIOTEPHON
TEXHUKOH ¢ BO3MOXKHOCTBIO TIOAKITIOUEHUS K ceTh «IHTepHeT» 1 o0ecreueHrneM J0CTya B
JNIEKTPOHHYIO HH(OPMAIIHOHHO-00pa3oBarensHyto cpeny HUMMU Jlonckoit TAY: Kommbrotep —
8 mt.; Monutop — 8 mr.; MOV -1 mt.; [Ipuntep — 1 mt.; Paboyne MecTa CTyACHTOB;

9. METOIMYECKHE YKA3AHUA VI OBYYAIOIIIUXCHA 11O OCBOEHUIO JUCHUIIJIMHBI (MOIY JIA)

1. ITonoxeHne 0 MPOMEXKYTOYHOM aTTECTAIIMU OOYJAFONIUXCS [T0 MPOrpaMMaM BBICIIETO 00pa3oBaHuUs [ DJIEKTPOHHBIN pecypc]
(BBeneHo B neficTere npukasoM gupekropa HUMMU Jlouckoit TAY Ne3-O/] ot 18.01.2017 1.) /HoBOoYepK. HHXK.-METHOP. HH-T
Jouckoit TAY.-Dnexrpon. nan.- HoBouepkacck, 2018.- Pexxum goctyna: http://www.ngma.su

2. Ilonoxxenue o Tekyei arrecranuu o0yyatomuxcsi B HUMUN ATAY [DnexrpoHHbI pecypc] (BBeAEHO B AeiicTBUE MPUKA30M
mupexropa Nel19 ot 14 urons 2015 r.) / HoBouepk. nHx.-Menuop. uH-T JJoHckoi TAY. -DnexrpoH. naH.- HoBowepkacck, 2015.-
Pesxxumpaoctyna: http://www.ngma.su

3.ITonoxxeHne 06 OIIEHOUHBIX MaTepHaIax Mo mporpaMmmMamM BhICIIETO 00pa3oBaHus (BBe. B AeHCTBHE MpuKka3oM aupekropa HUMU
Jouckoit TAY Ne 18-O/1 ot «1» despanst 2022 r.)/ HoBouepk. umk.-menrop. UH-T JJonckoit [AY. -Dnekrpon. aaH.- HoBouepkacck,
2022.- Pexxum noctyna: http:/ www.ngma.su




