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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 18
caMocCTOsTebHas paboTa 126

Pacnpez[e.ﬂeﬂne YacCoB TMCHHUILIMHBI 110 CeMeCTPpaM

Cemectp
(<Kypc>.<Cemectp 4(2.2)
Ha Kypce>) Hroro
Henens 152/6
Bun 3anaruit vo | PO | VI PII
Jlexuun 6 6 6 6
JlaboparopHsbie 6 6 6 6
IIpakruueckue 6 6 6 6
Hroro ayn. 18 (18 |18 |18
KonrakrHas padora |18 |18 [18 |18
Cawm. pabota 126 | 126 | 126 | 126
Hroro 144 | 144 | 144 | 144
Bune! koHTpONIA B cemecTpax:
3auer 4 ceMecTp
KonTponsHas pabora 4 ceMecTp




2. IEJIX OCBOEHUA JUCHUIIJINHBI (MOLY JIS)

2.1 | opMupoBaHHUE TEOPETUUCCKIX 3HAHUH U NIPAKTHIECKUX HABBIKOB B 00IaCTH TOKYMEHTHPOBAHHS YIPaBICHIECKOI
JeATeIbHOCTH C UCHONIb30BaHUEM COBPEMEHHBIX HH()OPMAIIMOHHBIX TEXHOIOTHH

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

Hukn (pa3men) OIL: | b1.0

3.1 | TpeGoBaHus K npeJBapuTe/bHOI NOATOTOBKE 00y4al0Ierocs:

3.1.1 | O3HakoMuTENBHAS IPAKTUKA

3.2 | AucunninHbl (MOAYJIN) M MPAKTHKH, IS KOTOPBIX 0CBOECHHE JAHHON JTMCHMIIJIMHBI (MO1YJIs1) HEOOXOAUMO KAK
npeiIecTBYOIIee:

3.2.1 | Komannoo6pa3oBaHue B OpraHU3aI[uK

3.2.2 | Texnomoruueckas (IpOEKTHO-TEXHOJIIOTUYECKAsI) IPAKTHKA

3.2.3 | IIpoeKTHBII MPaKTHKyM

3.2.4 | [Ipon3BoaCTBEHHAs SKCILTyaTallMOHHAS IPAKTHKA

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

3.2.6 | Texnonormaeckast (IIPOSKTHO-TEXHOJIOTHYECKAs) PAKTHKA

3.2.7 | BHyTpeHHHMI KOHTPOJIb U AYAUT

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

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

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

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

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

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

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

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

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

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

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

5. CTPYKTYPA U COIEPKAHUE JUCHUILINHBI (MOIY.Is)

Kon Yacos

3aHATHUSA

HaumeHoBanue pa3ienoB u
TeM /BHI 3aHATHSNA/

Cemectp /
Kypc

HNupuxaropsr | Jluteparypa | Hurtepakr.

Pa3znes 1. OcHoBHBIE
TpeGoOBaHHs K NOArOTOBKE
JOKYMEHTOB

[pumeyanne

1.1

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

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

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




1.2 1.TpeboBaHHS K COCTABICHHUIO U 2 OIIK-4.1 J1.1
0(hOPMIICHHUIO YITPABICHYECKOM OIIK-4.2 JI1.2J12.1
JMoKyMeHTanuu (popmar OIIK-5.2 J12.2
JOKyMEHTa; o(hOpMIICHIE MONIEH; OIIK-5.3 VK- JI2.3J13.1
HyMepalus CTpaHull; 1aTa 431IK-4.1 | 1223324
JIOKyMEHTa; 0 OpMIICHHE TaOJIHI] 2526 37
U IAarpaMM; IUPKYJISIpHAs
pacchbuika; KOPPEKTYPHBIE 3HAKH;
bopmysip-oopazer) /Ip/

1.3 1.0c00eHHOCTH TTOATOTOBKHA U 2 OIIK-4.1 JI1.1
oopMIIeHUsT OPraHU3aUOHHO - OIlK-4.2 JI1.2J12.1
pacnopsaUTeNbHbIX TOKYMEHTOB OIIK-5.2 2.2
cpeactBamu Microsoft Office OIIK-5.3 VK- JI12.3J13.1
(coctaBnenne u 0QOpPMIICHUS 43TIK-4.1 | 123233 24
JIOKyMEHTOB CpE/ICTBaMU 25026 97
Microsoft Word; pa3paboTka u
peIaKTHPOBaHUE JOKYMEHTOB
TaOIMIHON (POPMBI, BEUHCIICHHE
($hopMyT ¢ TOMOLIBIO TAOHII,
co3aaHue U 00paboTKa AuarpaMm
B cucteme Microsoft Excel;

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

1.4 M3yuenne TeopeTudeckoro u 35 OIIK-4.1 JI1.1
MIPaKTUYECKOTI0 MaTepualia 1o OIIK-4.2 JI1.2J12.1
Teme: "OCHOBHBIE TPeOOBAHUS K OIIK-5.2 J2.2
MOJrOTOBKE JOKYMEHTOB'". OIIK-5.3 VK- JI2.3J13.1
BrmonHeHe KOHTPOIBHOH 43T1IK-4.1 | 31223354
paboThI. 2536 37
/Cp/

Pazpnen 2. OcHOBHBIC
TpeOoBaHMS K COCTABJIEHUIO 1
0()OpMIIEHNIO IOKYMEHTOB
OpraHu3anu-OHHO-
pacnopsiiuTeIbHO’
OesiITeJIbHOCTH M KaIpOBOii
JOKYMEHTAIHH

2.1 2. JIokyMeHTHpOBaHHE 2 OIIK-4.1 JI1.1
OpraHU3alMOHHO - OIIK-4.2 JI1.2J12.1
pacnopsAuTEIbHON ACSITETLHOCTH OIIK-5.2 J12.2
(opraHu3anuoHHas JOKyMEHTAIIUS: OIIK-5.3 VK- JI2.3J13.1
yCTaB, yUpeAUTEIbHBIN 10TOBOP, 4311K-4.1 | 31223354
IITaTHOE PaCIUCaHKE, II0JI0KEHUS, 3536 37

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




2.2 2. CocraBneHue U opopmiIeHHE 2 OIIK-4.1 J1.1
OpraHM3alMOHHO - OIIK-4.2 JI1.2J12.1
pacnopsauTEeNsHOM JOKyMEHTAUN OIIK-5.2 J12.2
(MHTEepaKTHBHBIN METOJ: J1E/I0Bas OIIK-5.3 VK- JI2.3J13.1
urpa) (ycraB, yupeAUTeNbHbIN 431IK-4.1 | 1223324
JIOTOBOP, IITATHOE PACITUCAHHKE, 2536 B7
TIOJIOKEHHS, TOJDKHOCTHAS
HHCTPYKIUS); COCTAaBICHUE
pacrnopsAUTEIbHON JOKYMEHTALH
(mpukas, pacropspkeHue,
yKa3aHue, MOCTaHOBJICHUE,
perenue); UHHOPMALKOHHO-

CIPAaBOYHOH TOKyMEHTalUU
(IpOTOKOI (KpaTKUI M TIOJHBIH,
aKT, TMChMa pa3HbIX BUJIOB,
CIpaBKa, JOKIaJHas U
OOBSCHHUTETHHAS 3aITHCKA);
JOKYMEHTOB TI0 JHYHOMY COCTaBY
(pestome, 3asiBICHHE, PUKA3 O
JIMYHOMY COCTaBY, TPYJOBOM
ZIOrOBOP, TPYA0BAA KHMKKA,
XapaKTepUCTHKA,
aBToouorpadus) /TIp/

2.3 2. PaboTa ¢ opraHu3aIioHHO - 2 OIIK-4.1 JIL.1
pacopsaUTENbHBIMU OIIK-4.2 JI1.2J12.1
JIOKYMEHTaMH B CUCTEMax OIIK-5.2 J12.2
3JIEKTPOHHOTO I0KYMEHT0000poTa OIIK-5.3 VK- JI2.3J13.1
1C Tpennpustue (MHTEPAKTHBHBIN 4.3 TIK-4.1 2192323 54
MeTox: paboTa B MaJIbIX 25026 97
rpynmnax) /J1a6/

2.4 N3ydenune TeOpeTHUECKOro U 56 OIIK-4.1 JI1.1
MPaKTHYECKOTO MaTepualia 1o OIIK-4.2 JI1.2J12.1
Teme: "OCHOBHBIE TPeOOBaHIS K OIIK-5.2 J12.2
COCTaBIJICHHIO U O)OPMIICHUIO OIIK-5.3 VK- JI2.3713.1
JIOKYMEHTOB OpraHH3allMOHHO- 4.3 TIK-4.1 D1 5253 D4
pacnopsaUTEeNbHON NesSTEIbHOCTH 2536 D7
U KaIpOBOM JOKYMEHTaIuu'".

BbrinosiHeHUE KOHTPOJIBHOM
padoTHI.

/Cp/

Pazpnen 3. TexHosoruu padorsl ¢
JOKYMEHTaMHU

3.1 3. Opranusanus paboTsl ¢ 2 OIlK-4.1 JI1.1
JIOKyMeHTaMHu (TOPSIIOK OIIK-4.2 JI1.2J12.1
00pabOTKH MOCTYTIAIOMINX U OIIK-5.2 2.2
OTIIPABISEMBIX JOKyMEHTOB; OIIK-5.3 VK- J12.3J13.1
MpaBWJIa PETUCTPALIUHN U 431IK-4.1 | 312523354
HUHAEKCUPOBAHUS IOKyMEHTOB; 95026 97

OpraHHu3anus KOHTPOJIS 32
HCIIOJTHCHUEM JIOKYMCHTOB;
XpaHEeHUE TOKYMEHTOB,
COCTaBIJIeHHE HOMEHKIIATYPHI JeT,
OTIMCH JOKyMEHTOB; paboTa ¢
JIOKyMEHTaMH, COJICPIKAIUMH
KOH(UICHITUATLHBIE CBEJCHUS;
aBTOMAaTH3aALUs
JOKYMEHTHPOBAHUS
yIpaBIeHICCKON

nesiTelTbHOCTH). /JIex/




32 3. Opranuzanus 4 2 OIIK-4.1 JI1.1 0

JIOKYMEHTO000pOTa OIIK-4.2 JI1.2J12.1
(HOMeHKIIaTypa ae; OIIK-5.2 J2.2
(hopmupoBaHUe NeN; XpaHEHUE OIIK-5.3 VK- JI2.3J13.1
JIeNT); 03HAKOMJICHHE C 4.3 TIK-4.1 D1 5253 D4
JIOKYMEHTaMH 110 OpraHu3aIuu 2536 B7

3aLUTHl KOMMEPUYECKON TaliHBbI
(mamsiTka pabOTHUKY
(ciy>kaiemy) o COXpaHEHUH
KOMMEPUECKOM TalHbI
MPEANIPUATHS; 0043aTEIBCTBO O
HepasMallleHuH KOMMepUuecKon
Tal{Hbl; U3y4YE€HUE CUCTEM
KOMILICKCHOI aBTOMATH3aIliH
nenonpousBocTaa) /p/

33 3. Co3pmaune 0a3bl JaHHBIX 4 2 OIIK-4.1 JI1.1 0
JIOKYMEHTOB OpTaHU3alUU U OIIK-4.2 JI1.2J12.1
3arpocoB cpeacTBamMu Microsoft OIIK-5.2 2.2
Access. (MHTePaKTUBHBII METOJ: OIIK-5.3 VK- JI2.3J13.1
pElICHNE CUTYAIIHOHHBIX 43T1IK-4.1 | 51523354
3amad) /J1ab/ 35026 27
34 N3yueHne TeopeTHeckoro u 4 31 OIIK-4.1 JI1.1 0
NPaKTHYECKOTO MaTepuaa 1o OIIK-4.2 JI1.2J12.1
teme: "TexHonoruu paboThI ¢ OIIK-5.2 2.2
JIoKyMeHTamu'". BrironHeHue OIIK-5.3 VK- JI2.3J13.1
KOHTPOJBHON paboTHL 431IK-4.1 | 912233 54
3536 37
/Cp/
3.5 IToaroroBka k caaue 3a4uéra /3auét/ 4 4 OIIK-4.1 JI1.1 0
OIIK-4.2 JI1.2J12.1
OIIK-5.2 2.2

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

6. ®OH/JI OTEHOYHbIX CPEICTB

6.1. KoHTpOJILHBIE BONPOCHI M 3aJaHUS

1. KOHTPOJIbHBIE BOITPOCBI 1 3AJAHIA AJIA ITPOBEJJEHWA TEKYIIEI'O KOHTPOJIA

Jl1st CTyJeHTOB 3a04HOM ¥ OYHO-3a04HON (POpPM 00yUECHHS IPOBEIECHHE TEKYIIIEro KOHTPOJIS MPEeyCMaTPUBAET KOHTPOIIb
BBITIOJTHEHHMS Pa3/IeNioB MHINBHAYATBHBIX 331aHUH (ITHCEMEHHBIX padoT) B TeueHne yaeOHoro rona. @opmMaMu KOHTPOJIS ABIAIOTCS
TECTUPOBaHHE HIIH OIPOC .

2. KOHTPOJIbHBIE BOITPOChHI Y 3AJTAHWSA JIJIS1 [TIPOBEJIEHM S TIPOMEXXY TOUHOM ATTECTALIMM 1O UTOT'AM
OCBOEHUMA ANCLATIJIIMHBI

IIpomexyTouHas aTTecTanus IPOBOANUTCSA B (popMe UTOTOBOM aTTECTALNH MO TUCIIUIIINHE:

1. OcHOBHBIE NOHATUS JOKYMEHTHPOBAHHUS YIPABICHIECKOH IeATeIbHOCTH.

2. O0mue ¥ criennanbHble QYHKIUN OQUINAIBHBIX JOKyMEHTOB.

3. CocTaB HOPMAaTHBHO-METOIMUECKOH 0a3bl TOKYMEHTAIMOHHOTO 00ECTICUCHUS.

4.YHu¢ukanys u cCTaHAapTU3aNUS YIPABICHIECKUX JJOKYMEHTOB.

5. Knnaccudukarys 10KyMEHTOB.

6. OcopmieHNE PEKBI3UTOB YIPABICHYCCKIX JOKyMEHTOB.

7. BraHK# TOKYMEHTOB M TpeOOBaHHUS K HAM.

8. OdopmieHne B JOKyMEHTax 3HAKOB IPEMUHAHUS U CHMBOJIOB.

9. Odopmienue mosei, HyMepaluy CTPaHUL B JOKyMEHTaX.

10.0opmiieHre maT U Yucen B TOKyMEHTaX.

11. Odopmierre TabIUIl ¥ PUCYHKOB B TOKYMEHTaX.

12. OdopmieHne MmaTeMaTHueCKUX GOpPMYJ U €AWMHUIL U3MEPEHHS B JIOKYMEHTAX.

13. KoppekrypHble 3HaKd U IpaBUiia UX MPUMEHEHHUS.

14.0OcobeHHoCTH OPHUIINATEHO-IETOBOTO CTHIIS.

15.YnorpeGnenue MpoONUCHBIX U CTPOUYHBIX OYKB.

16.Haubonee ynorpebisieMble COKPAILEHUS CIIOB.

17.KoppecnonaeH1Ms, CBsI3aHHAs C IPOBEACHUEM IEPUOIUUECKUX MEPOTIPUATHUI.

18. Ycras opraHu3anuy, €ro peKBU3UTHI U OCHOBHBIE pa3/eibl TEKCTA.

19. lITaTHOE pacnucaHue, €ro peKBU3HUTHI U OCHOBHBIE CBEJEHUS, COAEPKALIUECS B JaHHOM JIOKyMEHTE.

20. ITono>xenue, ero peKBU3UTHI. BUbI MONI0KEHUA.

21. MucTtpyxuus. OCHOBHOE Ha3HaYEeHUE NOJDKHOCTHOW HHCTPYKLMU, €€ PEKBU3UTHI U OCHOBHBIE Pa3/IelIbl TEKCTa

22. YupeanuTeIbHBII JOTOBOP, €r0 PEKBU3UTH M OCHOBHBIE Pa3esbl TEKCTA.




23. Bunsl pacopsAUTEIbHBIX JOKyMEHTOB, UX OCHOBHOE Ha3HAUEHHE.

24. Tlpuxa3, ero peKBU3UTHI 1 OCHOBHBIE YaCTH TEKCTA.

25. PexBU3HUTHI YKa3aHUS U LIENb H3JaHNSA JTAaHHOTO JOKYMEHTA.

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

27. Pemienue, ero pekBU3UThl. OpraHsl yIpaBlIeHUs, UMEIOIINE IPAaBO K U3AaHHIO JaHHOTO JOKyMEHTa.
28. PexBU3MTHI IOCTAHOBIIEHUS U 1I€b U3AaHHA JaHHOTO JOKyMEHTA.

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

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

31. MoxnagHble 1 00bACHUTENbHbIE 3aIIMCKH, UX PEKBU3UTHI U OCHOBHBIE LIE€/IM HATIUCAHUS TAaHHBIX JOKyMEHTOB.
32. TpeGoBaHwms, MpeaBABIAEMbIE K COCTABICHHIO CIIPaBOK. BHUIBI cripaBoK.

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

34. TpebGoBaHUsl, IPEAbABISIEMbIE K COCTABICHUIO U OPOPMIICHUIO CITY>KEOHBIX THCEM.
35. Pa3HOBUAHOCTH IHCEM.

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

37. OdopmiieHne npruema Ha paboTy.

38. TpeboBanusl, NpeaABIBIIEMbIE K COAEPKAHHIO U OOPMIICHHIO TPYLOBOTO JOTOBOpA.
39. OdopmiteHuEe MPHUKA30B MO TMIHOMY COCTABY.

40. TpeboBaHus, IPEABABIIEMBIEC K COEPIKAHUIO H O(DOPMIICHHIO XapaKTEePUCTHKH.

41. CocTaBHbIE IEMEHTHI U PEKBU3UTHI aBTOOHOTrpaduu.

42. CocTaB IOKyMEHTOB JIMYHOTO JIeJa.

43. O6mme paBuIIa BEACHHUS U BBIJAYH TPYJOBBIX KHIDKEK.

44. OdopmieHne TOKyMEHTOB IIPH MIEPEBOE COTPYAHUKA Ha IPYTYI0 pabOTy BHYTPH OpPTraHU3alNH.
45. Iopsiok ohopMIICHNS TOKYMEHTOB P YBOJIBHEHHH COTPYIHUKA.

46. Opranuzanus padoThl C JOKYMEHTaMH.

47. Iopsimok 0O6pabOTKH MOCTYHAIOMINX U OTIPABIISIEMBIX TOKyMEHTOB.

48. ITopaaok 06pabOTKu OTHPaBISIEMBIX JOKYMEHTOB.

49.Iopsimox 06pabOTKM BHYTPEHHUX JJOKyMEHTOB.

50.Peructpanus 1OKyMEHTOB.

51.0Opranu3arys KOHTPOJIS 32 UCTIOTHEHHEM JIOKYMEHTOB.

52.XpaHeHue IOKyMEHTOB.

53.CocTaBieHre HOMEHKIATYPBI A€ OpraHU3aLHH.

54.0Opranuzanus paboThl ¢ JOKYMEHTaMH, COJEPKAITIMU KOHPHUISHIINATHHbBIE CBEICHHSI.
55.CBenenusi, OTHOCSIIIMECS] K KOMMEPUECKOH TaiHe.

56.3amuTa JOKyMEHTOB, COAEPKAIINX KOMMEPUECKYIO TalHY.

57.YHUUTOXKEHNE TOKYyMEHTOB.

58.IloHsTHE IEKTPOHHOTO JOKYMEHTA €T0 IPEUMYIEeCTBa U HEJJOCTATKU.
59.CocraBneHue IOKyMEHTOB.

60.ABTOMaTH3MPOBAHHAS MTPOLIEAypa PaOOTHI C TOKyMEHTaMH.

61.OnexTpoHHbBIE O(DUCHBIE CUCTEMBI.

62.XpaHeHue TOKyMEHTOB B 3JIEKTPOHHOM (hopme.

CogepxaHue MPaKTUYECKUX 3a1aHui

1.CocraBuTh MpuKa3 00 yTBEPKJICHUN HHCTPYKIMHU 110 JEIONPOU3BOJCTBY Ha 3aBoJie. B KoHCTaTHpYIOIEeH YacTu yKa3aTh, 4TO B
COOTBETCTBUH ¢ THUIOBOI MHCTPYKLHMEH MO ASTONPOU3BOJICTBY 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
CTaHAapThl Ha OPraHU3aLHOHHO-PACTIOPAAUTEIBHYIO JOKyMEHTALMI0. B pacnopsaaurensHoi 4acTu yTBEpAUTh HHCTPYKIIMIO U
MOPYYHUTH 3aBeIyIOIIeH KaHIeTsIprel 00eCIIeYnTh METOIMYECKOe PYKOBOJICTBO OPTraHU3aNeH ACIONPOM3BOACTBA Ha TIPS IIPUSATHH
U YCTAaHOBHUTH KOHTPOJb 32 COOMIOJIEHHEM TPeOOBaHNI HHCTPYKIUH.

2.CocTaBUTh IIPUKA3 MO 3aBOAY 00 yCTAHOBICHUH €AMHOIO pexrMa paboThl HEHTPANbHBIX CKIa10B. B KoHCTaTHpYIOIIEeH YacTu
OTMETHUTH, YTO OTITYCK [[eXaM MaTePHAIOB CO CKIAIOB MPEANPHUATHS B TeUSHHE pabodero qHSI HapyIIacT HOPMaJIbHYIO paboTy
CKJIQJICKOTO ammapara. B pacriopsiiuTensHoil 9acTy yka3aTh KOHKPETHBIE Yachl OTIICKa MaTEpPHAIOB CO CKIAJI0B, Ha3BATh
KOHKPETHBIX JJOJDKHOCTHBIX JIMI[, KOTOPbIE OTBEYAIOT 3a MEPEBOJ CKIAN0B Ha Oolee pallioHaIbHBIN peskuM paboTel. OcTanbHbIe
MYHKTBI B paCHOPAIUTENBHOMN 9aCcTH M APYTUE PEKBU3HUTHI YKa3aTh CAMOCTOSATENBHO.

3.CocraBuTh IpHKa3 10 npeanpuaTiio "Temn" 06 nTorax peBU3NH 10 MIPOBEepKe PUHAHCOBOTO 0TYETA. B KOHCTaTHpYyIOIIEH YacTH
yKa3aTb, UTO peBHU3HEH 0OHAPYKEHBI (PaKThI TPyOOTro HapyIIeHHs (PHHAHCOBOTO Y4ETa, IIOJIHOE OTCYTCTBUE Y4ETa U OTUYETHOCTH 110
KOMaHIMPOBKaM, OTCYTCTBHE KypHaja y4éTa JOBEpEHHOCTEH.

4.Hanmcats npuka3 JUPEKTOpa 3aBojia TOYHOTO MAIMHOCTPOCHHMS O MPEMHUPOBAHUH PaOOTHHUKOB ITTAHOBO-IKOHOMUYECKOTO OT/Iea
3a JOCPOUYHYIO pa3paboTKy OusHec-mIaHa. [Ipemus Bemaéres n3 poHIa MaTepHAIBHOTO OOIIpPEHHs B pa3mepe 50 % mMecsaHOro
ownaza. [lpyrue faHHbIE B TEKCTE U PEKBU3UTHI yKa3aTh CAMOCTOSTEIBHO.

5.Hanmcatp mpuka3s o OAO "Cangup" 06 uTorax J0KyMeHTAIbHOW peBu3uu padboThl npennpusatus ¢ 01.02.20 r. mo 01.09.20 r. B
aKTe peBH3NH 3a()MKCHPOBAHBI CIICTYIOIINE HEAOCTATKH: HE YIOPSIOYEH YUET IMIHOTO cocTaBa, HeKoTopsle nena TP maxonsares
B 3alyIIIEHHOM COCTOSIHUH; y 3aBeqytomiero ckianoM metamios [letposa JI.H. okaszanuch u3numky uctoBoi craiu (320 xr) u
HeJ0CTaya cTanbHOM JeHTsI (185 Kr); JomyckaeTcss HEOOOCHOBAHHOE CIMCaHUE YIIAKOBOYHOM OyMary, rBO3/eH 1 3alacHbIX yacTel
JUIS peMOHTa 000PYIOBaHIS; B MEXaHUIECKOM IIEXe JIOIYIIEH ITepepacxo ]l IPHITos B KoJudecTe 60 Kr; 3aBEAYIONINM CKITaICKIM
xo3stiictBoM I1.11. JToMOBBIM HECBOEBPEMEHHO OTIPY’KCHA ITOCTaBIMKAaM BO3BpaTHAs Tapa, 3a YTO 3aBOJOM yIUIadeH mrpad B
cymMme 15 Teic. py6. [Apyrue pekBU3UTHI YKa3aTh CaMOCTOSTENBHO.




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.

Bompocs! 1t caMOCTOSTENBHOH paboThI CTYAEHTOB 10 AUCIUILUIHHE «J{OKyMEHTHPOBAaHNUE YIIPABICHIECKOH IESTEIEHOCTI

L. OCHOBHBIE ONpEEeNeHUs: JOKYMEHT, PEKBU3HUTHI, JOKyMEHTUPOBAHHE.

2. OO6mye ¥ crnenuaneHble QyHKIUH TOKyMEHTA.

3. Bunpr ynpaBneH4ueckoil JOKyMEHTaIUH.

4. CocraB HOPMaTHBHO-METOANYECKOH 0a3bl JOKYMEHTAIHOHHOTO OOecTedeHHs.

5. Yro Takoe yHHGHKALUS U CTaHIAPTU3ALMS JIOKYMEHTOB?

6. ITo xakuM TpH3HAKaM KIACCH(PUIMPYIOTCS TOKYMEHTHI?

7. Kaxne TpeOoBaHMS MPEeIbABIAIOTCS K O(OPMICHHIO PEKBH3UTOB JOKYMEHTOB?

8. B uém ocobGennoctu opunuanbHo-1enoBoro ctuist? OCHOBHBIE TpeOOBaHUs, NPeAbsBIsieMble K O(QUIIHATBEHO-1ET0BOMY
CTHIIIO?

9. Kak numryrcst Ha3BaHUA IOJDKHOCTEH B CUCTEME IOCYJApCTBEHHON BIACTH U ympasieHus Poccuiickoit ®@enepanun?
10. Hawubonee ynorpebisieMble COKpaIIeHHs CIIOB.

11. Kak mpoucxoaut odopMiieHHe 1aT U YKCeT B JOKyMEHTaX?

12. Kaxue 1oKyMeHTBI BXOJST B CUCTEMY OpPraHU3allMOHHO-TIPABOBOM JIOKYMEHTAIHH?

13. KakoBa ocHOBHast (pyHKIMS OpPTaHM3AIMOHHBIX JOKYMEHTOB B YIPABICHYECKOH NEATEIBHOCTH?

14. Kakue MOKyMEHTBI OTHOCSTCS K YyUpeIUTEeNbHBIM JOKyMEHTaM OpraHu3aiuu?

15. KakoB cpok aefcTBUS OpraHM3allMOHHBIX JOKyMEHTOB?

16. KakoBo OCHOBHOE Ha3zHau€HHE PACHOPSIUTENBHBIX JOKYMEHTOB?

17. Kakne mokyMeHTBI OTHOCATCA K pacHOpsAUTEIbHBIM?

18. Kakue pexkBU3UTBI 00€CHEUNBAIOT IOPUINYECKYIO CUIy MpHKa3a, PACIOpsSKEHMs, H3[aBaeMOro pPyKOBOJICTBOM
IpeanpusITus?

19. KakoBo Ha3HadeHNe HH(OPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB B YIPaBICHYECKOH IESATENEHOCTH?
20. Kakue moKkyMeHTBI OTHOCSATCS K MH(OPMAIIMOHHO-CIIPABOYHBIM?

21. KakoBo HazHaueHMEe MPOTOKOJIA 3aceiaHus?

22. Kto nmeer npaBo cOCTaBIATh U MOANUCHIBATH JOKIAJHBIE 3aIIMCKU, CIIPABKU, IPEIIOKEHUA?

23. Buapl akToB M MX Ha3HAUYCHHE.

24. JIs kakuX Ieliel MUIeTcss 0ObSICHUTEIbHAS 3aImucKa?

25. Bunbl moxkymMeHTOB, nepeiaBaeMbIX MO KaHaJIaM CBsI3U. IX OCHOBHOE Ha3Ha4YeHHE.

26. Ha xaxux OmaHKaX COCTaBISIFOTCS CITy>KeOHBIE ITHChMa?

27. [lepeuncnure OCHOBHBIE PEKBU3UTHI JI€JIOBOTO MHCHMA.

28. Oransl MOATOTOBKM U COCTABJIEHUS MHCEM.

29. Kakne pa3HOBHIHOCTH CITy’K€OHBIX MICEM HCIIOIB3YIOTCA B MPAKTHUKE YIPABICHUS?

30. C Kakoil LEeNbI0 COCTABIAIOTCS TapaHTUIHBIE THChMa?

31. B kakux ciyuasix OTIpaBiIsieTCs MUCbMO-TIPETEeH3Hs?

32. KakoBsl 0cOOCHHOCTH 0(OpMIIEHHS 0JarofapCTBEHHOTO MHchMa?

33. Kaxue mOKyMEHTBl OTHOCSTCS K JOKyMEHTaM IO JIMUYHOMY COCTaBy?

34, Kakue moxymMeHTBl 0GOpMIISIOTCS MpU NpuéMe TpaxkaaH Ha padoty?

3s. Kak mpaBuibHO cocramisieTcst pestome? Kak odopmitsercs: TpyaoBoi 10roBop?

36. Kak odopmisiercst mpuka3 o npuéme Ha padoty? Kakoe Ha3HadeHHE MMEET MpuKa3, Kakue (opMbl puKasza
UCTIONTHSIOTCS?

37. Kaxue noxymeHTbl 0oQopMIISIOTCS pH IepeBoje padOTHUKA Ha APYryro pabory?

38. CocraB JOKYMEHTAINH, MCIOIb3YEMBIl IIPH YBOJIGHCHUH PaOOTHHKA.

39. UYro Takoe HOKyMEHTO000pOT?

40. Kakue BuIBI paboT BBINOIHAIOTCS MPH 00pabOTKe BXOASAIIEH KOPPECTIOHASHINN?




41. Kakue BHIBI pabOT BBITOIHAIOTCS ¢ UCXOMSIIUMH JOKyMEHTaMu?

42. Jlns yero HeoOXomuMa perucTpaius JOKyMEHTOB?

43. KakoBa ocHOBHasl LiesIb KOHTPOJISI UCIIOJIHEHUS JOKYMEHTOB?

44. Iens pa3pabOTKM HOMEHKIATYPHI JE.

45. Posib TUNOBBIX M IPUMEPHBIX HOMEHKIIATYp €.

46. Kaxue cBeneHust oTHOCSTCS K KOMMEpYECKOH TaiiHe?

47. Uro BKIIIOYaeT obecredeHne 3alnThl KOHQHUICHINATEHONH HH(OpMAIin?

48. Uro 3ampermiaeTcs MepcoHaly, paboTaoneMy ¢ KOH(QUICHIMAIbHBIMA JOKYMEHTaMU?

49. Kaxue o0s13aHHOCTH BO3JIaraloTcsi Ha PyKOBOJMTENIEH M MCIIOJHUTENCH NpH paboTe ¢ KOH(PUACHIMAIEHBIMI
JIOKyMEHTaMH?

50. C Kakoll IIeNbI0 Ha JOKYMEHTE CTaBUTCA TpU( KOH(OHUICHIUATBHOCTH, U KaKWe BUABI 3TUX TPUGOB HCHONB3YIOTCA? Uem
PYKOBOJICTBYIOTCS IIPH OINIpEeTIeHUH YPOBHS KOH(PUICHIIMANBHOCTH?

51. Kaxue cBeeHHs 3aHOCSTCS B XKypHAJI PETUCTPAlUK JOKyMEHTOB ¢ rpudom «KT»?

52. Kak npomncxomuT yHHUTOXKEHHE TOKYMEHTOB, COACPKAMIMX KOH(pHUICHIHAIbHbIE CBEACHH?

53. IlonsATHE 311EKTPOHHOrO NOKyMeHTa. IIpenMylnecTBa 1 HENOCTATKU JJIEKTPOHHOIO JTOKyMEHTA.

54. Iepeuncaure mporpaMMHbIE CPEACTBA UCHONb3YyEMBbIE JUI COCTaBICHUS U PElaKTUPOBAHUS JOKY-MEHTOB.
55. W3o00pa3ute cxeMy aBTOMAaTH3aIMU JIEOMPOU3BOJICTBA.

56. Uro mpencTaBisioT co00il aBTOMaTH3MpOBaHHEIE paboune mecta (APM)?

57. [IpencraBbTe CTPYKTYpy 2JEKTPOHHOro oduca.

58. [IpuBenuTe IMpUMEpHI CHCTEM aBTOMAaTH3aLUM JIEJIONPOM3BOJCTBA, X (yHKIMOHAIBHBIE BO3MOXHO-CTH. Kakue cucrembl
HCTIONB3YIOT JUISL KPYIIHBIX, CPEIHUX U MAJbIX IPeAIPUATHII?

59. Kaxk ocymecTBiseTcs XxpaHeHHe HOKyMEHTOB B 3JICKTPOHHOH (opme?

Komruiekr OmiieToB [uis 3a4eTa XpaHUTCS B 0yMaKHOM/2JIEKTPOHHOM B Ha Kadenape Mull.

6.2. TeMbl NUCbMEHHBIX PadoT

KontponsHas pabota 11l CTyJJEHTOB OYHO - 3209HOH ()OPMBI 00yUCHHUS COCTOUT U3 PAaCUETHBIX 3aJaHUH, OXBATHIBAIOIIUX KypC
JMCIUIUIMHBI, ¥ BBITIOIHSICTCS [0 OJTHOMY U3 yKa3aHHBIX BApUaHTOB. BrIOOp BapuaHTa onpeessercs Mo MocieHUM JByM Iudpam
3a4eTHOI KHIKKU. [lepeueHb BApHAHTOB 3a1aHII KOHTPOIBHOM PabOTHI, METOAWKA €€ BEIIOIHEHHS H HeoOX0quMas JTUTepaTypa
HpUBEICHBI B METOINUECKIX YKA3aHUAX JUIS HAMHCAHUS KOHTPOIBHOH PabOTEHI.

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

KoHTponbHast padoTa BBIIOIHAETCS. CTYAECHTOM II0CIIE CAMOCTOATEIBHOTO H3YUCHHUS TEOPETHIECKOTO Kypca 110 AUCIUIIINHE!
«/l10KyMEHTHPOBaHUE YIIPABIEHUECKON AEATEIBHOCTH» U COCTOUT U3 TPEX 3aaHMi (BBIOOD 3a/laHMil OCYIIECTBIISACTCS HA OCHOBE
JBYX HOCIEIHUX 1P mHppa 3a4eTHON KHIKKH CTYACHTA):

3amanne 1. PaccMoTpeHne TeopeTHIecKoro Bompoca Ha TeMy: OCHOBHBIE TpeOOBaHMUS K COCTABICHUIO ¥ O)OPMIICHUIO TOKyMEHTOB
OpPraHU3aLMOHHO - PACIOPAIUTEIBHON JESITENBHOCTU U KaIPOBOK JOKYMEHTALUH.

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

3ananue 3. [Ipakrudeckoe 3aganue: CocTaBUTh U OPOPMUTH OPraHU3aLMOHHBIC, PACIOPSAAUTENbHbIE, HHPOPMALMOHHBIE
JIOKyMEHTBI ¥ JOKYMEHTBI 110 IEPCOHATY IPEAIPUATHSL.

6.3. Ilpouenypa oueHnBaHus

1 IIOKA3ATEJIM, KPUTEPHUN U IIKAJIbBI OUEHNBAHWA KOMIIETEHIIN

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

- JUISL CTYICHTOB 3a0YHOI U 09HO-3209HON (popM 00yUCHHUS OLIEHUBACTCS 110 MATHOAIIFHON IIIKaJe, OLICHKAMH «OTIIIIHOY,
«XOpOIO0Y, «yIOBIETBOPUTEIHHOY, «HEYIOBJIETBOPUTEIIBHOY; «3aUTCHO» M «HE 3a4TEHOY.

Bricokuii ypoBeHb OCBOCHUS KOMIIETEHIINH, HTOTOBAsI OIICHKA 10 JUCHUTUINHE OTIMYHO» WU «3a4TEHOY: TITyOOKO U IPOYHO
YCBOWJI IPOTrpaMMHBIIl MaTepuall, HCUEPIBIBAOILE, [TOCTIEI0BATEIILHO, YETKO U JJOTUYECKH CTPOMHO €ro U3jaraer, yMeeT TECHO
YBSI3BIBATH TEOPHIO C MPAKTHKOM, CBOOOIHO CITPABIISIETCS C 33/1a4aMH, BOIIPOCAMH W IPYTUMH BUIAMU TIPUMECHEHUS 3HAHUH,
MpUYeM He 3aTPYAHAETCS C OTBETOM MPH BUIOM3MEHEHUH 3a/IaHH, UCIIONB3YeT B OTBETE MaTepuail MOHOTpadhuIeckon
JIUTEPATyphl, MPABUILHO OOOCHOBBIBAET MPHHATOE PELICHUE, BIaeeT Pa3HOCTOPOHHUMH HABBIKAMH U IIPHEMaMH BBITIOTHEHHS
MpakTHIeCcKuX 3a1a4. CHCTEMHO U INTAaHOMEPHO paboTaeT B TCUCHUH CEMECTPA.

TToBbIIEHHBINA yPOBEHb OCBOCHHS KOMIIETEHIIMH, HTOTOBAs! OLIEHKA 110 IUCHUIUIMHE «XOPOLIO» HITH «3aU4TEHO»: TBEPJO 3HAET
MaTepHal, FpaMOTHO U MO CYLIECTBY M3J1araeT ero, He JIOMYCKasl CYIIeCTBEHHBIX HETOYHOCTEH B OTBETE Ha BOIIPOC, MPABUILHO
NPUMEHSIET TEOPETHUECKUE TTOJIOKEHHSI ITPU PELLICHUH NTPAKTUUECKUX BOIIPOCOB U 3a/1a4, BJIafeeT HEOOX0IMMBIMI HAaBBIKAMU U
MpHUEeMaMH UX BBITIOTHEHMsI. CHCTEMHO U TIAHOMEPHO paboTaeT B TCUCHUHU CEMECTpa.

TToporoselif ypoBeHb OCBOCHHSI KOMIIETEHLIUM, UTOTOBasl OLEHKA 110 JUCHUIUIMHE «YIOBJIECTBOPUTEIIEHO» WIIH «3a4TEHO»: UMEET
3HaHUsI TOJIBKO OCHOBHOTO MaTepualia, HO He YCBOWJI €ro JeTajei, 10MyCKaeT HeTOYHOCTH, HEJJOCTATOUYHO PaBUIIbHBIE
(hopMyTHUPOBKH, HAPYIICHHUS JIOTHUECKON ITOCTICJOBAaTENEHOCTH B H3JI0KEHUHU ITPOTPAaMMHOTO MaTepralia, UCIIBITHIBACT 3aTPy IHCHUS
MIPU BBITOJTHEHUH TPAKTUIECKUX PadoT.




IToporoBelit ypoBeHs OCBOCHUSI KOMIIETEHIINH HE COPMHUPOBAH, HTOTOBAS OI[EHKA MO AUCIUILTHHE «HEYIOBIETBOPUTEIBHOY» UIN
«HE3a4YTCHO»: HE 3HACT 3HAUYUTEJILHON YacTH IIPOrpaMMHOI0 MaTepHalia, IOMyCKaeT CYIIECTBEHHbIE OIIMOKH, HEYBEPEHHO, C
OOJIBIINMH 3aTPYAHCHNUAMH BBIIIONHSET IpakTHYeckre paboTrl. Kak mpaBuito, OieHKa «HEYAOBIETBOPHTEIIFHOY CTAaBUTCS
CTyZEHTaM, KOTOPBIE HE MOTYT IPOJOKUTE 00ydeHHe O3 JOIONHUTENBHBIX 3aHATHI IT0 COOTBETCTBYIOIIECH AUCIIUILIHHE.
METOJIMYECKUE MATEPHAJIbI, OTIPE/IEJIAIOIIME ITPOLIE/TY Pl OLIEHUBAHWS 3HAHUI, YMEHUI, HABBIKOB
U (MJIN) OTIBITA TESATEJIBHOCTHU, XAPAKTEPU3YIOIIUE DTAITbI ®OPMUPOBAHUA KOMITETEHIIIA

OOmmii MopsIIOK MPOBECHNUS MTPOLIEAYPHI OIICHUBAHMUS 3HAHWH, YMEHHI, HABBIKOB U (VIJTH) OIBITA IESTEINEHOCTH, COOTBETCTBHE
UHIUKAaTOpaM JOCTIDKEHHS C(hOpMHUPOBAHHOCTH KOMIIETEHIIMI OTIpe/IeNieH B CIEAYIOIIUX JTOKAaIbHBIX HOPMATHBHBIX aKTax:

1. ITonoxxeHue o Tekyuiei arrectanuu 3Hanui oOydaromuxcss B HUMU [ITAY (B neiictBytoleil pegakuun).

2. ITomoxeHue 0 IPOMEKYTOTHON aTTeCTANH 00YJAIOMINXCS IO IIPOTpaMMaM BEICIIEro 00pa3oBaHMs (B ACHCTBYIOIMICH peqaKiunm).
JIOKyMeHTBI pa3MelieHs! B CBOOOIHOM focTyte Ha opunuansaoM caiite HUMU JlorI'AY https://ngma.su/ B pazaene: [aBras
ctpanuua/Caenenus 06 o6pazoBaTensHON opranuzanui/JIokanbHple HOPMaTHBHBIE aKThI.

6.4. IlepedeHb BH/IOB OLEHOYHBIX CPEICTB

OLEHOYHBIE CPEACTBA ITPOMEXYTOUYHOU ATTECTAIINU:
- I[lepedeHs BapnaHTOB 331aHNIT KOHTPOJIBEHOM PabOTHI, METONMKA €€ BHIIIOIHEHHS 1 HE0OX0ANMast INTepaTypa MPUBEACHEI B
MerToaruecKix yKa3aHUAX IS HAIIMCaHNS KOHTPOJIBHON paboThI, KOTOpas MMeeTcs B eKTpoHHOH 6nbmmorexe HUMMU Jlonckoit

TAYV.

- KOMIUIEKT OMJICTOB JJ1A JK3aMeHa/3aueTa. XpaHI/ITCH B 6yMa)KHOM BHUJIC Ha COOTBGTCTBy}OH.Ieﬁ Ka(bezlpe. Iloanexur CIKEroAHOMY
OOHOBIIEHHIO U NEPCYTBCPIKACHUIO. Yucio BAapUAaHTOB OHJIETOB B KOMILICKTE HE MEHEE Yncia CTYACHTOB Ha JK3aMeHe/3aueTe.

7. YHEBHO-METO/JUMYECKOE U HTH®OPMAIIMOHHOE OBECIIEYEHHME TUCIHUIIJIMHBI (MOAY JIS)

7.1. Pekomenayemasi iurepaTypa

7.1.1. OcHoBHasi iMTEpaTypa

ABTOpBI, COCTaBHTEIH 3arnaBue W3narenscTBO, roj
JI1.1 | Kysnenos U. H. Jlenonpon3BoACTBO: yueOHO-CIIPAaBOYHOE TOCOOHE Mocksa: JamkoB u K°, 2024,
https://biblioclub.ru/index.php?
page=book red&id=711135
J1.2 [ Cepena M.B. JIOKyMEHTHPOBaHUE YIIPABICHUECKON AESTENbHOCTH: y4el. Hosouepxkacck, 2021,
mocoOue /1 CTyI. OYH. ¥ 3204. GopMbI 00yd. Hampas. moArot. | http://biblio.dongau.ru/MegaPr
"Oxonomuka", "Menemkment", "IlpukianHas napopmaTrka”, oNIMI/UserEntry?
"busnec - nadopmaruka”, "CoruansHas padoTa”, Action=Link FindDoc&id=42
"3eMIIeyCTpONCTBO U KagacTphl"] 7193&idb=0
7.1.2. lonoJHuTeAbHAS JUTEpATypa
ABTOpBI, COCTaBUTENN 3arnaBue W3narenscTBO, TOI
JI2.1 | Kyumepyxk C. I1. JloKyMeHTHas TMHTBUCTHKA: YueOHOe mocodue Mocksa: U3n-Bo «PnuHTaY,
2016,
https://biblioclub.ru/index.php?
page=book&id=83382
J12.2 | Cepema M.B. JIOKyMEHTHPOBaHUE YIPABICHUYECKON NEATEIbHOCTH: HoBouepxacck, 2022,
MPAKTUKYM [I71s1 CTy[. BceX popM 00yd. Hampasil. TOATOTOBKA http://biblio.dongau.ru/MegaPr
"OxoHomuKa", "Menemkment", "busnec-nadopmarmka", oNIMI/UserEntry?
"IMpuknagaas nHbDOPMATHKA" ] Action=Link FindDoc&id=42
7759&idb=0
JI2.3 | HoBoYepk. HHX.- JlokyMeHTHpOBaHUE YIIPABICHYECKOH IEATEIBHOCTH: METOI. Hosouepkacck, 2022,
MEJIAOp. WH-T yKa3aHus 110 BBITIOJH. JIa0. paboT [is cTya. Bcex hopM o0yH. http://biblio.dongau.ru/MegaPr
Hounckoit I'AY ; cocrt. : | Hanpasi. moArotoBku "OxoHoMuka'", "MenemxmenT", "busnec- oNIMI/UserEntry?
M.B. Cepena, E.A. unpopmaruka", "IIpuknannas napopmaruka'] Action=Link FindDoc&id=42
Jleesa 7760&idb=0
7.1.3. MeTonnueckue pa3padoTku
ABTOpBI, COCTAaBHTEITH 3arnaBue W3narenscTBO, roj
JI3.1 | HoBo4epk. HHX.- JloxyMeHTHpOBaHUE YIPABICHYECKOHN NEATEIBHOCTH: METO/I. Hosouepkacck, 2022,
MEJIAOp. WH-T yKa3aHus 10 U3y4. JHCI. U BBIIOJH. KOHTP. pabOTHI CTY/I. 0Y.- http://biblio.dongau.ru/MegaPr
Houckoit TAY ; coct.  |3a04. ¢popMbl 00y4. [110 HampaBI. HOATOTOBKK "JKOHOMHUKA', oNIMI/UserEntry?
M.B. Cepena "MenemxmenT", "busnec-unpopmaruka”, "TIpuknaaHas Action=Link FindDoc&id=42
nHpopmaTuka"] 7762&idb=0
7.2. Ilepeuens pecypcoB HH(OPMALMOHHO-TEJIEKOMMYHHKAIUOHHOI ceTu "UHTepHeT"
7.2.1 Od¢urmanbuenii caitt HTMA ¢ moctymom B Www.ngma.su
ANEKTPOHHYIO OMOIHOTEKY
722 OdunuansHbI caliT MUHICTEpCTBA TPyAA H http://www.rosmintrud.ru/
COLIMAJILHOM 3amuTel PO
7.2.3 Poccuiickas rocynapcrBeHHas oubnuoreka (hoHx https://www.rsl.ru/
JIEKTPOHHBIX JOKYMEHTOB)




724 Wudopmanumonnas cucrema «ExanHoe okHo poctynma k| http://window.edu.ru/
00pa3oBaTeNbHBIM pECYpCamy»
7.2.5 VYHusepcurerckas nHpopmanuonHas cucrema Poccust | https://uisrussia.msu.ru/
(YUC Poccwust)
7.2.6 DneKTpoHHass OHOIMoTeKa yIeOHUKOB http://studentam.net/
7.2.7 CrpaBouHas cuctema «e-library» JIunensuonnsiit norosop SCIENCEINDEXNeSIO-
13947/34486/2016 ot 03.03.2016 T
7.3 IlepeyeHb MPOrPaMMHOI0 odecreyeHust
7.3.1 1C pennpustus Jorosop nocrasku Ne PB0000816 ot 21.11.2017 r. OO0
«1C-I'DOHIAJIbD»
7.3.2 AdobeAcrobatReader DC JInneH3noHHBII 10rOBOp HA TpOrpaMMHOE oOecIieueHre st
MIePCOHANBHBIX KOMITBIOTEpOoB Platform
Clients PC_ WWEULA-ru_RU-20150407_1357
AdobeSystemsIncorporated (6eccpouHo).
7.3.3 Opera
7.3.4 Googl Chrome
7.3.5 Yandex browser
7.3.6 [IporpamMmuast cuctema st oOHapyskeHHsI TeKCTOBBIX | JInnensuonusiit torosop Ne 8047 ot 30.01.2024 r.. AO
3aMMCTBOBAaHHMI B y4eOHBIX U HAy4YHBIX paboTax «AHTHIUIATHAT
«Antumnaruar. BY3» (uaTepHeT-Bepcus);Momyis
«IIporpaMMHBIii KOMILIEKC TOMCKA TEKCTOBBIX
3aMMCTBOBaHHMH B OTKPBITHIX HCTOUHUKAX CETU
MHTEPHET»
7.3.7 MS Windows XP,7,8, 8.1, 10; Cyo6numen3nonnsiii gjorosop Ne502 ot 03.12.2020 r. AO
«Cod1Jlaita Tpeitn»
7.3.8 MS Office professional; Cyo6nuuensnonnsiii gorosop Ne502 ot 03.12.2020 r. AO
«Cod1Jlaiin Tpeitn»
7.3.9 Microsoft Teams [IpenocraBnsercs 6ecriaTHO
7.4 Tlepevyenb nHGOPMAIHOHHBIX CIIPABOYHBIX CHCTEM
74.1 Basa ganuaeix OO0 "UsgarenscTBo JIans" https://e.lanbook.ru/books
7.4.2 Basel manueix OO0 "PernoHanbHbIH
MHGOPMAIMOHHBIA MHICKC TUTUPOBAHHS"
7.4.3 basbr manaeix OO0 Haydnas anekTpoHHas http://elibrary.ru/
6ubnmmoreka
7.4.4 ba3zer ganasix OO0 "TIpecc-Mudopm" (Korcymprant https://www.consultant.ru
+)
8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JUCHUIIIMHBI (MOLY JIS)
8.1 227 CrienipanabHOE TIOMEUICHHE YKOMIUIEKTOBAHO CIEIMAIM3UPOBAHHON MeOEIbI0 M TEXHUYECKUMU
CpeZIcTBaMH 00YUCHWSI, CITYKAIIUMHE JUTS PEACTABICHHUS HHPOPMAIIUU OOJBIION Ay TUTOPUH:
KommyTatop ceteBoif; KomnbroTeps!, 00beJUHEHHBIE B TOKATEHYIO CETh C IOCTYIIOM B CETh
«MHTEepHET» U ANEKTPOHHYIO HHPOPMAIIMOHHO-00pa3oBarenbuyto cpeny HUMMU Jlonckoit TAY:
Cuctemnsrii 610k — 20 mr., Mouutop KK — 20 mit.; UHTepakTHBHAs BHICOCUCTEMA; DKpaH
HACTEHHBIN; YueOHOo-HarsHbIe mocoous; Jlocka; Paboune mecra ctyneHToB; Pabouee mecto
MpernoaBaTeds.
8.2 231 CrienanbpHOE MOMENICHHUE YKOMIUIEKTOBAHO CIIEHUATN3UPOBAHHON MeOENbI0 U TEXHUUECKUMHU
CpencTBaMK O0YYEHHUSI, CIy KaIllUMH JJIsI IPEICTABICHIS HHOOPMAIIH OOJBIION 2y TUTOPHH:
Kowmmerorep Herronn DNS B n0oKanbHOM ceTH ¢ JOCTYNIOM B ceTh «IHTEpHET» U 3JIEKTPOHHYIO
nH(popMannoHHO-00pa3zoBatensHyto cpexry HUMU Jlonckoit AY; TIpoexrop HacTeHHBIH; DKpaH
HACTEeHHBIH; YueOHo-HarsaHble nocodust; JJocka; Paboune mecrta ctyneHtoB; Pabouee mecto
IIpenojaBaTesl.
8.3 233 CrnennanbHOE TOMEIIEHHE YKOMIUIEKTOBAHO CHECIHATIM3HPOBAHHON MEOENBI0 H TEXHIYECKIMU
CpeacTBaMy 00yUEHHsI, CITYKAIIUMHE TS IPEACTABICHUS HHPOPMALIUU OOJIBIION Ay TUTOPUH:
KommyTtarop cereBoii; Komnbrorepsl, 00beIMHEHHBIE B IOKAIBHYIO CETh € IOCTYIIOM B CETh
«MHTEepHET» U DIIEKTPOHHYIO HHPOPMAIMOHHO-00pa3oBaTenbhyo cpeny HUMU Jlonckoii TAY:
Cucremnslit 010k — 14 mT.; MoruTop XK - 14 mT.; IIpoexrop HacTeHHBIH; DKpaH HaCTCHHBIN;
VYuebHo-HarnaaHbIe TocoOus; [locka; Paboune mecta cTyneHTos; Pabodee MecTo mpemonaBares.
8.4 270 [TomenieHne YKOMIUIEKTOBAHO CIICIHATHN3NPOBAHHON MEOENBI0 M OCHAIIEHO KOMITBIOTEPHON

TEXHHUKOH ¢ BOBMOKHOCTBIO MOIKITIOUCHUS K ceTH «VIHTepHeT» U obecrieueHneM JOCTyIa B
JJIEKTPOHHYIO HHPOpMAIIMOHHO-00pa3oBarenbHyto cpeny HUMU louckoit TAY: Kommbrotep —
8 mrt.; Monurop — 8 mt.; MOV -1 m.; [IpunaTtep — 1 mt.; Paboune MecTa cTyJeHTOB;

9. METOUYECKHE YKA3AHUA VI OBYHAIOIUXCSA 11O OCBOEHUIO JUCHUIIJIMHBI (MO Y JISA)

1.ITonoxxeHne 0 MPOMEXKYTOUHOH aTTeCTAIMK 0OYJArONIUXCS [T0 IPOrpaMMaM BBICIIIETO 00pa30BaHuUs [ DJIEKTPOHHBIN pecypc|




(BBeneHo B neiicTBue npukasom gupexropa HUMMU Jlonckoit TAY Ne3-OJ1 ot 18.01.2017 r.) /HoBOYEpK. HHK.-METHOP. HH-T
Jouckoit TAY.-Dnekrpon. aan.- HoBouepkacck, 2018.- Pexxum goctyna: http://www.ngma.su

2 ITonoxxeHne 00 OIEHOYHBIX MaTepHajiax Mo MPOrpaMMaM BEICIIEro o0pa3oBaHus (BBE. B A€HCTBHE MpHKa3oM aupekropa HUMU
Houckoit TAY Ne 18-OJ1 ot «1» despamnst 2022 r.)/ HoBouepk. umx.-menuop. uH-T JJonckoit [AY. -Onexrpon. gaH.- HoBouepkacck,
2022.- Pexxum noctyna: http:// www.ngma.su

3. Tunossie GopMbI TUTYIBHBIX JTUCTOB TEKCTOBOM JOKYMEHTALINH, BBINOJIHAEMOH CTYICHTaMH B y4eOHOM Ipolecce [ DIeKTPOHHbINH
pecypc] / HoBouepk. urx.-mennop. uH-T JJoHckoit [AY .-OnekrpoH. naH.- HoBouepkacck, 2015.- Pexxum
Joctyna:http://www.ngma.su.

4. Meroauyeckue yKa3aHHUs 110 CAMOCTOSITEIbHOMY M3YUCHHUIO AUCLIUIUINHEL (IPUHSATH y4eOHO-METOANYECKIM COBETOM
HHCTHTYTA, IpoToKoT Ne 3 ot «30» aBrycra 2017 1.) / HoBouepk. mHxk.-Mennop. HH-T JJoHckoit [AY.-DnexrpoH. naH.-
Hosouepxkacck, 2017.- URL: http://www.ngma.su — TeKCT: 3JIeKTPOHHBIH.

IIpuctynas K M3y4eHHI0 JUCIUIUIMHBI HEOOX0AUMO B TIEPBYIO OUepeab 03HAKOMUTECS ¢ cogeprkanueM PIIJI. Jlekunu uMeroT ueibio
JlaTh CUCTEMATH3UPOBAaHHBIE OCHOBBI HAYYHBIX 3HAHMH 00 00LIMX BoNpocax AUCUUILIMHEL [Ipu n3ydennu u npopaboTke
TEOPETHUYECKOTO MaTepraa Iy 00yJaronuxcsi HEOOX0IMMO:

- IOBTOPUTH 3aKOHCTICKTUPOBAHHBIN Ha JICKIIMOHHOM 3aHATHH MaTepHal U JOMOIHUTH €T0 C y4eTOM PeKOMEHI0BAaHHOM MO JaHHOU
TeMe JIUTEePaTyPhbl;

- TIPU CaMOCTOSTEIFHOM H3y4eHUH TEMBI C/IeNIaTh KOHCIICKT, UCTIONB3Ys peKoMeHtoBaHHbIe B PI1/] mutepaTypHBIC HCTOUYHUKA 1
pecypchl nHGOPMAaOHHO-TEIEKOMMYHHIKAIIMOHHOH ceTn « HTepHeT».
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