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1. OFbEM JUCIIUIIJINHBI B 3AYETHBIX EJUHUIIAX C YKASAHUEM KOJIUYECTBA
AKAJEMHNYECKHX YACOB, BBIIEJTEHHBIX HA KOHTAKTHYIO PABOTY OBYYAIOIIIUXCHA C
MHPEIIOJABATEJIEM U HA CAMOCTOATEJIBHYIO PABOTY

OO0mast Tpy10eMKOCTh 33ET

YacoB 1o yueOHOMY IIaHy 108
B TOM YHCIIE:
ayJUTOPHBIE 3aHATUS 18
caMocCTOsTebHas paboTa 90

Pacnpez[e.ﬂeﬂne YacCoB TMCHHUILIMHBI 110 CeMeCTPpaM

Cemectp
(<Kypc>.<Cemectp 4(2.2)
Ha Kypce>) Hroro
Henens 152/6
Bun 3anaruit v | P | 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. pabora 90 (90 |90 |90
Hroro 108 [ 108 | 108 | 108
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 | YrupaBieHrue u3MEeHEHUSIMU

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

OIIK-6 : Cnioco0eH BBINOIHATD O0TAe/IbHbIE 321a41 B PAMKAX KOJUIEKTHBHOW HAY4HO-HCC/I1e0BATENbCKOM, IPOEKTHOMH U
y4eOHO-podecCHOHAIBHOI JeATeIbHOCTH AJIS NI0MCKA, BLIPA0OOTKH M NIPMMEHEeHHs] HOBBIX pellleHuii B 00J1acTH
HHPOPMALHOHHO-KOMMYHHKAIIMOHHBIX TEXHOJIOIHIi.

OIIK-6.2 : CriocoOeH oCyIeCTBIATh TPOBECHUE MTPE3EHTAIMH, IEPErOBOPOB, My OINYHBIX BHICTYIUIEHHH, IPOBOJUTH
TEOPETHYECKOE U IKCIIEPUMEHTAIBEHOE HCCIIEI0BaHHSI 00BbEKTOB PO(ECCHOHANBHOMN JIESITENEHOCTH, BBIOIHSTE IIOTOTOBKY
0030pOB, aHHOTALM, cocTaBlIeHHE pedepaToB, HAYYHBIX JOKIAI0B, ITyOJIMKaIuii, 1 OnoIHorpad iy Mo HAyYHO-
HCCIIeIOBATENbCKOM paboTe

YK-4 : Crioco6eH ocymecTBJISTH A€J10BYI0 KOMMYHHKAIUIO B YCTHO# U MUCbMeHHOH ¢opMax HA rocy1apcTBEHHOM SI3bIKe
Poccuiickoii ®@eaepanuu 1 HHOCTPaHHOM(bIX) A3bIKe(aX)

YK-4.3 : Bezaer Ae0By0 MEPEMUCKY, YUUTHIBAsT OCOOCHHOCTU CTHIMCTUKHA OQHUIUATBHBIX U HEOPHUIIUATBHBIX ITUCEM,
COIIMOKYJIbTYPHBIC pa3inyusi B (hopMaTe KOPPECIOHICHIMH Ha TOCYJAPCTBCHHOM W HHOCTPAHHOM(-BIX) SI3bIKAX

5. CTPYKTYPA U COAEPKAHUE IV CLHUIINHBI (MOLY.I5T)

Kon HaumeHoBaHue pa3neioB u Cemectp / | Hacos | Unaukartopsl | Jluteparypa | HHTepaxr. I[Ipumeuyanue
3aHATHUSA TeM /BUJ 3aHATHS/ Kypc
Pa3znes 1. OcHoBHBIE
TpeGoBaHHs K MOAr0TOBKE
JIOKYMEHTOB

1.1 1. OcHOBHBIE TPeOOBaHUS K 4 2 YK-4.3 OIIK- JI1.1 0
0(hOpMIICHUIO YIIPABICHYCCKHX 6.2 JI1.2J12.1
JIOKYMEHTOB (OCHOBHBIC J12.2
TIOJIOKEHHUS 10 JI2.3J13.1
JIOKYMECHTHPOBAHHUIO 01323354
YIPaBIEHYECKOU e TEIILHOCTH; 2536 O7
VHH(UKAIHSA ¥ CTaHIAp TU3AIHS
YIPaBIEHYECKIX JOKYMEHTOB;

BUJIBI TOKYMEHTOB U HX
KTacCUpUKAIH; 0POpMIICHHE
TEKCTa CITyKeOHOTO
nokymeHnTa) /Jlex/

1.2 1.TpebGoBaHMsI K COCTaBICHUIO U 4 2 YK-4.3 OIIK- JI1.1 0
0(OPMIICHHUIO YITPABICHYECKOM 6.2 JI1.2J12.1
JIoKyMeHTanuu (popmar J12.2
JOKyMEeHTa; o(hOpMIIeHUE MONEH; JI2.3713.1
HyMepallus CTpaHUIl; 1aTa 213253 34
JIOKyMEHTa; 0(OpPMIICHAE TaOJIUI] 2526 37
U IWarpaMM; [UPKyJISpHAs
pacchblIKa; KOPPEKTypHbIE 3HAKH;
dbopmyssip- oopazemn) /IIp/




1.3 1.0c00eHHOCTH ITOATOTOBKH U 2 VYK-4.3 OIIK- JI1.1
oopMIICHHS OPraHU3aIUOHHO - 6.2 JI1.2J12.1
PpacnopsIUTENBHBIX TOKYMEHTOB J2.2
cpenctBamu Microsoft Office JI2.3J13.1
(cocraBnenue u 0QOpMICHUS 212233524
JIOKYMEHTOB CpeJICTBaMHU 2536 B7
Microsoft Word; pa3paboTka u
peAakTupoBaHUE JOKYMEHTOB
TaOMUIHON (POPMBI, BEIYHCICHHE
(hopMyIT ¢ TOMOIIBIO TAOIHII,
co3faHue U 00paboTKa JHarpaMm
B cucteme Microsoft Excel;

CO3JlaH1E aBTOPCKON IpPEe3eHTALUU
1 TIPE3EHTAINH Ha OCHOBE
CTaHJAPTHOTO CLEHAPHS B CHCTEME
Microsoft Power Point). /J1a6/

1.4 N3yueHne TeopeTHyeckoro u 25 YK-4.3 OIIK- JI1.1
[IPAKTUYECKOTO MaTepuaa 1o 6.2 JI1.2J12.1
teme: "OcHOBHBIE TPeOOBaHUS K 2.2
MOATOTOBKE JOKYMEHTOB". JI12.3J13.1
BeinonHenue KOHTPOJILHON 01023354
paboTeL. 2526 27

/Cp/

Pa3znest 2. OcHOBHBIE
TpeOGOBaHHSA K COCTABJIEHMIO U
oopMIIEHHIO TOKYMEHTOB
OpPraHu3aluOHHO-
pacnopsiauTeLHOI
JIeITeIbHOCTH U KaIPOBOii
JOKYMEeHTALUM

2.1 2. JIokyMEeHTHpOBaHHE 2 YK-4.3 OIIK- JI1.1
OpraHM3aIMOHHO - 6.2 JI1.2J12.1
PacnopsaauTenabHON JeSITeNbHOCTU 2.2
(opranu3anuoHHast JOKyMEHTaluUs: JI12.3J13.1
YCTaB, yYpeAUTEIHHBIN JIOTOBOP, 213253 24
IITaTHOE PacluCaHue, MOJIOKEHUS, 2526 27

JOJDKHOCTHASI MHCTPYKIHS,
pacnopsauTenbHas
JIOKyMEHTAIIUS: TIPUKA3,
pacropspKeHne, yKa3aHue,
MIOCTaHOBJICHHUE, PELICHHUE),
HHPOPMAMOHHO - CIIPAaBOYHON
(ctipaBKa, TOKITAAHAS 3aIIHCKa,
00BSACHUTEINIbHAS 3aITUCKa, aKT,
TenedoHorpamma, (ake, MPOTOKOII,
IpaBmiIa 0pOpMIICHHUS JIETOBOTO
MMChMa; BUABI ICEM) U TPYAOBBIX
MIPaBOOTHOLIEHUH (TPyn0BOI
JIOTOBOP (KOHTPAKT), TPYIOBast
KHWDKKA, JTHYHAsT KApTOYKa,
KOMaHAUPOBOYHOE
yIIOCTOBEPEHHUE, aHKETA,
XapaKTepUCTHKA, pE3OME,
3asBIICHHE, TIPHKA3 M0 THIHOMY
cocraBy, aBroOuorpadus) /Jlex/




2.2 2. CocraBneHue U opopmiIeHHE 2 YK-4.3 OIIK- J1.1
OpraHM3alMOHHO - 6.2 JI1.2J12.1
pacnopsauTEeNsHOM JOKyMEHTAUN J12.2
(MHTEepaKTHBHBIN METOJ: J1E/I0Bas JI2.3J13.1
urpa) (ycraB, yupeAUTeNbHbIN 212233524
JIOTOBOP, IITATHOE PACITUCAHHKE, 2536 B7
TIOJIOKEHHS, TOJDKHOCTHAS
HHCTPYKIUS); COCTAaBICHUE
pacrnopsAUTEIbHON JOKYMEHTALH
(mpukas, pacropspkeHue,
yKa3zaHHe, HOCTaHOBJICHHE,
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,
aBTobuorpadus) /Tlp/

2.3 2. PaboTa ¢ opraHu3aIioHHO - 2 YK-4.3 OIIK- JIL.1
pacnopsauTeNbHBIMA 6.2 JI1.2J12.1
JIOKyMEHTAMH B CUCTEMAaxX 2.2
3JIEKTPOHHOTO I0KYMEHT0000poTa JI2.3J13.1
1C Mpeamnpustre (MHTEPAKTUBHBIA 01023354
MeTox: paboTa B MaJIbIX TPYIIIIaX) 25026 97

/J1a6/

2.4 N3ydenune TeOpeTHUECKOro U 36 YK-4.3 OIIK- JI1.1
MPaKTHYECKOTO MaTepualia 1o 6.2 JI1.2J12.1
Teme: "OCHOBHBIE TPeOOBaHIS K J12.2
COCTaBIJICHHIO U O)OPMIICHUIO JI2.3713.1
JIOKYMEHTOB OpraHH3allMOHHO- 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 YK-4.3 OIIK- JI1.1
JIOKyMeHTaMHu (TOPSIIOK 6.2 JI1.2J12.1
00pabOTKH MOCTYTIAIOMINX U 2.2
OTIIPABISEMBIX JOKyMEHTOB; J12.3J13.1
MpaBWJIa PETUCTPALIUHN U 213253 34
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

nesitenbHOCTH) /JIex/




32 3. Opranuzanus 4 2 VYK-4.3 OIIK- JI1.1 0

JIOKYMEHTO000pOTa 6.2 JI1.2J12.1
(HOMEHKITaTypa Jel; J12.2
(dhopmupoBaHUe Nel; XpaHEHNE JI2.3J13.1
JIeNT); 03HAKOMJICHHE C 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
nenonpousBonacTsa) /IIp/

33 3. Co3pmaune 0a3bl JaHHBIX 4 2 VK-4.3 OIIK- JI1.1 0
JIOKYMEHTOB OpTaHU3alUU U 6.2 JI1.2J12.1
3arpocoB cpeacTBamMu Microsoft 2.2
Access. (MHTePaKTUBHBII METOJ: JI2.3J13.1
pElICHNE CUTYAIIHOHHBIX 213253 54
3amad) /J1ab/ 35026 27
34 N3yueHne TeopeTHeckoro u 4 25 YK-4.3 OIIK- JI1.1 0
NPaKTHYECKOTO MaTepuaa 1o 6.2 JI1.2J12.1
teme: "TexHonoruu paboThI ¢ 2.2
JIoKyMeHTamu'". BrironHeHue JI2.3J13.1
KOHTPOJBHON paboTHL 01023354
3536 37
/Cp/
3.5 IToaroroBka k caaue 3a4uéra /3auét/ 4 4 VK-4.3 OIIK- JI1.1 0
6.2 JI1.2J12.1
2.2
J12.3J13.1
31323354
3536 37

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

KoHTtponbHast paboTa AJst CTyJJEHTOB OYHO - 3a09HOH (pOPMBI 00yUEHHSI COCTOUT M3 PAaCUETHBIX 3aJJaHHH, OXBATHIBAIOIIUX KypC
JVICITUIIIMHEI, 1 BBITTOTHIETCS 10 OHOMY M3 YKa3aHHBIX BapHaHTOB. BEIOOp BapHaHTa OIpeeNnseTcs 10 MOCIEeAHNM ABYM Iudpam
3a4eTHOM KHIDKKH. [lepedeHb BapuaHTOB 3a1aHMi KOHTPOIBHON pabOThI, METOAMKA €€ BBITIOJIHEHUS U He00X0AuMas JINTepaTypa
HpHBe/IeHBl B METOMUECKHUX YKA3aHUSIX JUIsl HAIIMCAHHUsI KOHTPOJILHON paOoTHI.

KonTtponsHas paboTa CTYyAEHTOB 0YHO-3209HOH (DOPMBI 00yIEHHS

KoHnTposbHas paboTa BEIIOJIHSETCS CTYJEHTOM I10CIIE CAMOCTOSTENILHOIO U3YUEHHUS TEOPETHYECKOr0O Kypea 0 JUCIUILIMHE:
«JloKyMEHTHPOBaHHE YIIPABICHYECKOH IEATENbHOCTI» U COCTOUT U3 TPEX 3a/laHui (BBIOOP 331aHMIT OCYIIECTBISICTCS Ha OCHOBE
JBYX ITOCTEIHNX IUGp mudpa 3a4eTHOW KHIDKKH CTYICHTA):

3aganue 1. PaccMoTpenne TeopeTnyueckoro Bomnpoca Ha TeMy: OCHOBHBIE TpeOOBaHHS K COCTABICHHIO U O(OPMIICHHIO TOKyMEHTOB
OPraHU3alMOHHO - PACIIOPSANTEIBHOM AESATEIBHOCTH U KaAPOBOH JTOKYMEHTAIINH.

3amanue 2. PaccMoTpeHre TeopeTHIeCcKoro BOIIpoca Ha TeMy: TeXHOJIIOTHH paboTHI ¢ JOKyMEHTaMH.

3aganue 3. [Ipakrngeckoe 3aganue: COCTaBUTH 1 0(OPMHUTE OpraHU3AI[OHHBIE, PACTIOPAAUTEIbHbIE, HHPOPMAINOHHEIE
JOKyMEHTBI U JOKYMEHTBI 110 TIEPCOHAITY IPEIPUSITHUSL.

6.3. Ilpouenypa oueHnBaHus

1 TIOKA3ATEJIN, KPUTEPHUU U ILIKAJIbI OLIEHUBAHM S KOMITETEHIMI

Onenka copMupoBaHHOCTH KomrieTeHIH y ctyaeaToB HUMU JIon['AY u BeICTaBlIeHHE OLIEHKH IO OTACTHHON TUCIIATUINHE
BEZIETCS CIEeIYIOIIM 00pa3om:

- JUISl CTYZICHTOB 320YHOI U 04HO-3204HON (OpM 00YUYCHUS OLICHUBACTCS M0 MATUOAIUIHHOM IIIKaJIe, OLCHKAMHU «OTIHYHOY,
«XOPOILO», KyJOBIETBOPUTEILHO, «HEYJOBIETBOPUTEILHOY; «3aUTECHO» WU «HE 3aUTEHOM.

Bricokuii ypoBeHb OCBOCHUS KOMITETEHIINH, HTOTOBAsI OIICHKA 110 JUCIUTUINHE OTIMIHO» WITH «3a4TEHOY»: TITyOOKO U TIPOYHO
YCBOWJI IPOTPaMMHBII MaTepuall, NCUEPIBIBAIOIIE, TOCTIEI0BATEIFHO, YETKO U JJOTUYECKH CTPOMHO €ro U3jiaraet, yMeeT TECHO
YBSI3BIBATH TEOPHIO C IPAKTUKOM, CBOOOIHO CIPABIACTCS € 3aJa4aMH, BOIIPOCAaMH U IPYTHMH BUIaMH IPUMCHCHUS 3HAHUH,
MpUYeM He 3aTPYAHSCTCS C OTBETOM IPH BUIOU3MEHEHUH 3a/IaHH, UCIIONB3YET B OTBETE MaTepral MOHOTpadhuIeckon
JUTEPaTypHhl, MPABIILHO OOOCHOBBIBAET MPHHATOE PELICHUE, BIaeeT PA3HOCTOPOHHUMH HABBIKAMH U TIPHEMaMU BBITIOTHEHHS
npakTHyeckux 3a1a4. CHCTEMHO U IJIAHOMEPHO paboTaeT B TEUEHUH CEMECTpa.

IToBbIIIEHHBIH ypPOBEHb OCBOCHUS KOMIIETEHLIMH, HTOrOBasi OLICHKA 110 JUCLIUIUIMHE «XOPOII0)» MU «3a4TE€HO»: TBEPIO 3HACT
MaTepuai, FpaMOTHO M 110 CYIIECTBY M3J1araeT ero, He JOMycCKasl CyIIeCTBEHHBIX HETOUHOCTEH B OTBETE Ha BOIPOC, IPABUIBHO
MPUMEHSIET TEOPETHUECKUE TTONIOKEHHSI TPU PELICHNH NMPAKTUYECKUX BOTIPOCOB U 3a/1a4, BiIafeeT HeOOX0IMMBIMU HaBBIKAMH U
MpUEMaMH UX BBIMOJTHEHH. CHCTEMHO M IIAHOMEPHO paboTaeT B TCUCHUH CEMECTpa.

[ToporoBsiif ypoBeHb OCBOCHHS KOMIIETEHIINH, UTOTOBAsI OLIEHKA 110 TUCIUILUINHE «YIOBIECTBOPUTEIHEHOY WM «3aYTEHO»: UMEET
3HaHUs TOJIBKO OCHOBHOI'O MaTepualla, HO He YCBOMII €ro JleTajlel, J0IyCKaeT HETOUHOCTH, HEAOCTATOYHO PABUIIbHBIC
(hopMyIHPOBKYM, HAPYILIEHHS JOTHYECKON TOCIIEA0BATEIBLHOCTH B H3JI0KEHUH POTPaMMHOI0 MaTepHralia, UCTIBITHIBACT 3aTPy IHEHUS
TIPH BHITOJTHEHHUH TIPAKTHYCCKUX padoT.

IToporoBeiii ypoBEHb OCBOSHHSI KOMIIETEHITUI HE cQOPMUPOBAH, UTOTOBAs OI[EHKA TI0 IUCIUIINHE «HEYIOBIETBOPUTEIHHOY WIIH




«HE3a4YTEHO»: HE 3HaeT 3HAaUNTEJILHOW YacTH IIPOrpaMMHOI0 MaTepHalia, IOMyCKaeT CYIIECTBEHHbIE OIIMOKH, HEYBEPEHHO, C
GOJIBIIMMH 3aTPyJHSHUSIMHU BBITIOJIHSIET IpakTHieckie paboThl. Kak nmpaBnito, oneHka «Hey10BICTBOPUTENBHO» CTABUTCS
CTyZIeHTaM, KOTOpBIE HE MOTYT IIPOJIODKUTE 00ydeHne 0e3 JONONHUTENBHBIX 3aHATHI 110 COOTBETCTBYIOIIECH AUCIIUIUIHHE.
METOUYECKUE MATEPHAJIbI, OTIPEJEJIAOIIME ITPOLIE/TY Pbl OLIEHMBAHNS 3HAHUI, YMEHUIA, HABBIKOB
U (MJIN) OITBITA JEATEJIBHOCTU, XAPAKTEPU3YIOIIUE DTAITBI ®OPMHUPOBAHM I KOMITETEHIIMM

OOyt MOpsIOK POBEAEHHUS ITPOLIEyPhl OLICHUBAHUS 3HAHUH, yMCHUH, HABBIKOB 1 (MJIM) OIBITA AESITEIIBHOCTH, COOTBETCTBHE
MHIMKATOpaM IOCTIDKEHHS C(hOPMHUPOBAHHOCTH KOMIICTEHIIH OTIpe/IeNIeH B CIEAYIOIINX JTOKATbHBIX HOPMATHBHBIX aKTax:

1. TlonosxeHue o TeKymiel arrectauuy 3Hanuil odydatomuxcss B HUMU ATAY (B aeiicTByromuiei pegakuum).

2. [Tonoskenue o MPOMEKYTOUHOH aTTecTallii 00y4aroIUXCsl 110 IIPOrpaMMaM BBICILIETO 00pa3oBaHus (B ICHCTBYIOIIECH peJaKIny).
JIOKyMEHTHI pa3MelieHsl B CBOOOTHOM focTytie Ha opunnansaoM caiite HUMU lorl'AY https://ngma.su/ B pazgene: [maBHas
ctpanura/Ceenenns 06 00pa3zoBaTeIbHON opraHu3anun/JIokanbHbIe HOPMATHBHBIC AKTHI.

6.4. l'[epeqem, BU/I0B OLICHOYHBIX CPEACTB

OLIEHOYHBIE CPEACTBA MPOMEXYTOYHOU ATTECTALINU:
- [lepeyeHp BApHAHTOB 33JaHUI KOHTPOJIBHOI PaOOTHI, METOIMKA € BHIMOIHEHHS M HEOOXOQUMasl IUTEpaTypa MPUBEICHEI B
MeToandecKiX yYKa3aHuAX sl HAMCAHUS KOHTPOJIEHOM pabOThI, KOTOpas UMEETCsI B dJieKTpoHHOH ondmunoteke HUMU JloHckoi

TAY.

- KOMIUIEKT OMJIETOB AJIS SK3aMeHa/3aueTa. XpaHUTCS B OyMaXXHOM BHJE Ha COOTBETCTBYIoIeH kadenpe. [TomnexuT exeroqaomy
OOHOBJICHHMIO U NEpeyTBEPIKACHUIO. YKCII0 BApHaHTOB OMIICTOB B KOMIIIEKTE HE MEHEE YHCJIa CTYJICHTOB Ha SK3aMeHe/3a4eTe.

7. YHEBHO-METOJUYECKOE U HTHO®OPMAIIMOHHOE OBECIIEYEHHME IUCIHUIIJIMHBI (MOAY JISA)

7.1. Pekomenyemasi qureparypa

7.1.1. OcHoBHAs1 IMTepaTypa

ABTOpBI, COCTaBUTENN 3arnaBue W3narenscTBO, TOI
JI1.1 |Kysneuos U. H. Jenonpon3BoAcTBO: yueOHO-CIIPaBOYHOE 1TOcodre Mockga: [lamkoB u K°, 2024,
https://biblioclub.ru/index.php?
page=book red&id=711135
JI1.2 | Cepena M.B. JIoKyMeHTHpOBaHUE YIIPABICHIECKOHN ESTETHHOCTH: yueO. Hosouepxacck, 2021,
noco6ue [ CTyA. O4H. U 3204. (popMbl 00yu. Hampasi. moarot. | http:/biblio.dongau.ru/MegaPr
"Oxonomuka", "Menemkment", "IlpukianHas napopmarrka”, oNIMI/UserEntry?
"busnec - nadopmaruka”, "CommanasHas padoTa”, Action=Link FindDoc&id=42
"3eMieycTpONHCTBO U KafacTpsl'] 7193&idb=0
7.1.2. lonoJHUTEIbHAS JIUTEPAaTypa
ABTOpBI, COCTaBUTENN 3arnaBue W3natenscTBo, ron
JI2.1 | Kymnuepyk C. I1. JIoKyMeHTHas IMHTBUCTHKA: Y4eOHOe mocoone Mocksa: U3n-Bo «DiuHTaY,
2016,
https://biblioclub.ru/index.php?
page=book&id=83382
JI12.2 | Cepena M.B. JlokyMeHTHpOBaHNE yIPaBIECHYECKON NEATEIIbHOCTH: Hosouepxacck, 2022,
MPaKTUKYM [A71s1 CTy. BceX popM 00yd. Halpasil. TOATOTOBKU http://biblio.dongau.ru/MegaPr
"Oxonomuka", "MeHnemkmeHT", "busHec-uHpopmaTuka", oNIMI/UserEntry?
"IMpuknagaas nHbDOPMATHKA" ]| Action=Link FindDoc&id=42
7759&idb=0
JI2.3 | HoBouepk. HHX.- JloKyMeHTHpOBaHUE YIPABIECHYECKOHN NeATEIbHOCTH: METO. Hosouepkacck, 2022,
MEJHOP. UH-T yKa3aHHUs 10 BBIMOJH. J1ab. paboT [ cTya. Bcex hopM 00y, http://biblio.dongau.ru/MegaPr
Honckoit 'AY ; cocrt. : | HanpaBi. moArotoBku "OxoHomuka", "Menemxment", "buznec- oNIMI/UserEntry?
M.B. Cepena, E.A. napopmaruka", "Ipuxragaas nHpopmaTnka' | Action=Link FindDoc&id=42
JleeBa 7760&1db=0
7.1.3. MeTonnueckue pa3padoTku
ABTOpBI, COCTaBUTENN 3arnaBue W3narenscTBO, TOI
JI3.1 |HoBouepk. HHX.- JIOKyMEHTHpOBaHHUE YIPABICHUYECKON NESTETbHOCTH: METO/. HoBouepxkacck, 2022,
MEJHOp. UH-T yKa3aHUsA 10 U3y4. JMCIL. U BBIOJH. KOHTP. pabOTHI CTYI. OY.- http://biblio.dongau.ru/MegaPr
Jouckoit AV ; coct. | 3a04. opMbl 00YY. [IT0 HANPaBII. TOATOTOBKA "IKOHOMHUKA', oNIMI/UserEntry?
M.B. Cepena "Menemxment", "busnec-urpopmaTuka", "TlpukiagHas Action=Link FindDoc&id=42
nHpopmaThka"] 7762&idb=0
7.2. Ilepeuens pecypcoB HH(OPMALMOHHO-TEJIEKOMMYHHKAIMOHHO# ceTu ""UHTepHeT"
7.2.1 Odunuansueiii caiit HTMA ¢ moctynom B www.ngma.su
JJIEKTPOHHYIO OHOIHOTEKY
7.2.2 O¢unmanbHbI caiiT MUHHCTEpPCTBA TPyIa U http://www.rosmintrud.ru/
colManbHOM 3amuTel PO
723 Poccuiickas rocynapcTBeHHas oubmuoreka (Goung https://www.rsl.ru/
AJIEKTPOHHBIX IOKYMEHTOB)
7.2.4 HNudopmannonnas cuctema «ExnHoe okHo goctyna k | http://window.edu.ru/
00pa3zoBaTEIBHBIM 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»
7.3.2 AdobeAcrobatReader DC JInieH3MOHHBIN OTOBOP HA MPOTpaMMHOE oOecrieueHHe s
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 | JImmeH3uonHbIi moroBop Ne 8047 ot 30.01.2024 r.. AO
3aMMCTBOBaHMIA B Y4eOHBIX I HAYYHBIX paboTax «AHTUIIIATHATY»
«Antunnaruatr. BY3» (uarepuer-sepcus);Monynb
«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; CyO6muren3noHHsIi goroBop Ne502 ot 03.12.2020 . AO
«Cod¢rJlaiin Tpetio»
739 Microsoft Teams IMpenocraBnsercs GecriaTHO
7.4 Tlepevyenb HHGOPMALMOHHBIX CIPABOYHBIX CUCTEM
7.4.1 baza mannsrx OO0 "UznarenscTBo Jlanp" https://e.lanbook.ru/books
7.4.2 basel nanasix OOO "PernoHanbHbIM
MHGOPMALMOHHBIA MHIEKC HUTUPOBAaHUA"
743 bazer mannbix OO0 Hayunas 31ekTpoHHas http://elibrary.ru/
oubIMoTeKa
7.4.4 baser maraeix OO0 "Tpecc-Mupopm" (KoHCympTaHT https://www.consultant.ru
+)
8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JUCHUIIJIMHBI (MOAY JIS)
8.1 227 CrnenuanbHOE TOMEIIEHHE YKOMILIEKTOBAHO CHEIHATIIM3UPOBAHHON MEOENBI0 M TEXHIYECKIMU
CpencTBaMK 00YYEHHUsI, CIy KAIIUMHU JJIsI IPEICTABICHHS HHQOPMALMH OOJBIION ayTUTOPHH:
KommyTatop ceteBoit; KomnproTepsl, 00beJHHEHHBIC B JTOKAIEHYIO CETh C TOCTYIIOM B CETh
«VHTEpHET» U MEKTPOHHYIO0 HH(POpMaHOHHO-00pa3zoBaTenbHyo cpexry HUMU Jlorckoit [AY:
Cucremnslit 010k — 20 mt., Monurop XK — 20 mt.; MHTepakTuBHAsA BHACOCHCTEMA; DKpaH
HACTCHHBIN; Y4eOHo-HarsiIHbIe nocoous; JJocka; Pabodne mecra crynenTos; Pabodee mecto
IIperoAaBaTels.
8.2 231 CrnenmanbHOE IOMENIEHNE YKOMIUIEKTOBAHO CHEIHATIM3HPOBAHHON MEOENBI0 M TEXHIYECKIMI
cpeacTBaMy 00yUeHHsI, CITy>KAIIUMHU IS PeACTaBICHUs HHPOPMaLUU OOJBIION ay JUTOPUH:
Kommerorep Herronn DNS B noKaibHOM CETH ¢ AOCTYINIOM B ceTh «MIHTEpHET» U 3JIEKTPOHHYIO
nHpopMannoHHO-00pa3zoBatenbHyo cpexy HUMU lonckoit 'AY; IIpoexrop HacTeHHBIH; DKpaH
HACTEeHHBIH; Y4eOHO-HarsiHbIe ocooust; JJocka; Paboune mecta ctynenToB; Pabouee mecto
IpernojaBaTes.
8.3 233 CrieniuanbHOE MOMEUICHUE YKOMIUIEKTOBAHO CIIEUATN3UPOBAHHON MeOENbI0 U TEXHUUECKUMU
CpencTBaMu 00YYEHHsI, CIy KaIllUMH JJIsI IPEICTABICHI HH(OOPMAIIIH OOJBIION ayTUTOPHH:
KommyTatop ceteBoif; Komnbroreps!, 00beJUHEHHBIE B TOKATBHYIO CETh C IOCTYIIOM B CETh
«/HTEpHEeT» U INEKTPOHHYI0 HH(POpMaLMOHHO-00pa3zoBaTenbhy0 cpexry HUMU Jlorckoit [AY:
Cuctemuslii 610k — 14 mit.; Monutop KK - 14 mir.; IIpoekrop HacTeHHbIN; DKpaH HACTCHHbINH;
VYuebHo-HaragHbIe TocoOus; [locka; Paboune mecta cTynenTos; Pabodee MecTo nmpemonaBares.
8.4 270 [TomenieHne YKOMIUIEKTOBAHO CIIEIIMATN3UPOBAHHON MEOEITBI0 M OCHAIIICHO KOMITHIOTEPHON

TEXHUKOH C BO3MOXKHOCTBIO IOAKITIOUEHHS K ceTu «HTepHeT» U o0ecleueHneM JOCTyIa B
3NEKTPOHHYIO HH(pOpMaHOHHO-00pa3oBateabHyto cpeny HUMU Jlouckoit TAY: Kommbrorep —
8 mt.; Monurop — 8 mt.; MOV -1 mr.; [IpuaTtep — 1 mt.; Paboune MecTa cTyIeHTOB;

9. METOIMYECKHE YKA3AHUA VI OBYYAIOIIIUXCA IO OCBOEHUIO JUCHTUIIJIMHBI (MOIY JIA)

1.ITomoxxeHUE 0 IPOMEKYTOYHOM aTTeCcTalluy 00yJaIOMIMXCS MO IIPOrpaMMaM BEICTIIEro 00pa3o-BaHUs [ DNEKTPOHHBIN pecypc]
(BBeneHo B neiicTeue npukasom gupexropa HUMMU Jlonckoit TAY Ne3-O/] ot 18.01.2017 1.) /HoBOoYepK. HHXK.-METHOP. UH-T
Jonckoit 'AY.-Dnexrpon. nan.- HoBouepxkacck, 2018.- Pexxum goctyna: http://www.ngma.su

2. Tunossie GOpMBI TUTYIBHBIX JTUCTOB TEKCTOBOM JOKYMEHTAIIMH, BBINOIHAEMOH CTYICHTaMH B y4eOHOM Iporecce [ DIeKTpOHHbINH




pecypc] / HoBouepk. unx.-menuop. uH-T JJoHckoii [AY .-Onekrpon. nan.- HoBouepkacck, 2015.- Pexxum mocryma:
http://www.ngma.su.

3. MeToandeckue yKa3aHUs 110 CAMOCTOATEIFHOMY H3YUCHHUIO TUCIUIUIMHB! (TIPHHATH y9eOHO-METOANIECKAM COBETOM
UHCTHTYTA, IpoTokod Ne 3 ot «30» aBrycra 2017 r.) / HoBouepk. mHxk.-menuop. HH-T JJoHckoit [AY .-DnexrpoH. naH.-
Hogouepxkacck, 2017.- URL: http://www.ngma.su — TekcT: 3eKTpOHHBIH.

[Tpuctynas kK H3y4eHHIO TUCIUILINHEI HEOOXOIMMO B TIEPBYIO 09epeb 03HAKOMHUTECS ¢ cofepkanreM PI1/I. Jlekunu HMEoT Henbio
JIaTh CUCTEMAaTU3UPOBAaHHBIE OCHOBBI HAYYHBIX 3HAHHH 00 0OIIMX BONIPOCAX JUCUUILIMHEL [Ipy H3ydeHnn u mpopaboTke
TEOPETUUECKOTO MaTepHraa Julsi 00y4aronuxcst He0OX0JMMO:

- IOBTOPUTH 3aKOHCIICKTUPOBAHHEIN Ha JICKIMOHHOM 3aHATHH MaTepHall U TOMOTHUTH €T0 C y4eTOM PeKOMEHIOBaHHOM MO TaHHON
TeMe JINTEePaTyPEI;

- IPH CaMOCTOSATEILHOM U3Y4YCHUH TEMBI C/IeJIaTh KOHCIIEKT, MCII0Jb3Ysl peKoMeHjoBaHHbIe B PITJ] nmureparypHble HCTOUHHUKH U
pecypcsl nHQOPMaIMOHHO-TEICKOMMYHUKAILIMOHHON ceTn «/HTepHEeT».
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