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

OO0mast Tpy10eMKOCTh 33ET

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

Pacnpez[e.ﬂeﬂne YacCoB TMCHUILIMHBI 110 CeMeECTPaM

Cemectp
(<Kypc>.<Cemectp 4(2.2)
Ha Kypce>) Hroro
Henens 152/6
Bun 3anarnit v | P | vI PII
Jlexuun 6 6 6 6
JlaboparopHsie 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

KonTponsras pabora 4 ceMecTp




2. IEJIX OCBOEHUA JUCHUIIJINHBI (MOLY JIS)

2.1 | PopMupoBaHHUE TEOPETUUCCKIX 3HAHUH U NIPAKTHIECKUX HABBIKOB B 00IaCTH TOKYMEHTHPOBAHHS YIPaBICHIECKOI
JeATeIbHOCTH C UCHONb30BAaHUEM COBPEMEHHBIX HH()OPMAIIOHHBIX TEXHOIOTHH

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

Hukn (pa3men) OIT: | b1.0

3.1 | TpeGoBanus K npeJBapuTe/bHOI NOATOTOBKE 00y4a0IIerocs:

3.1.1 | O3HakoMHuTENBHAS IPAKTUKA

3.2 | AucummianHbl (MOAYJIN) M MPAKTHKH, IS KOTOPHIX 0CBOECHHE JAHHON JTMCHMIJIHHBI (MO1YJIs1) HEOOXOAHUMO KAK
npeiIecTBYOIIee:

3.2.1 | Komannoo6pa3oBaHue B OpraHU3aI[uK

3.2.2 | Texnonormueckast (IIPOCKTHO-TEXHOJIOTUYECKast) MPaKTHUKA

3.2.3 | IIpoeKTHBII MPAaKTUKYM

3.2.4 | IlpousBoAcTBEHHAS IKCIUTYaTallMOHHAS! TPAKTHKA

3.2.5 [ 3ammTa BEIMYCKHON KBaNMM(HKAIIMOHHOH paboTHI, BKIIIOYAs ITOTOTOBKY K 3aIIUTE M IPOIETyPY 3alIUTHI

3.2.6 | Texnomornveckas (IpOEKTHO-TEXHOJIIOTUYECKAsI) IPAKTHKA

4. KOMIETEHLM OBYYAIOIIETOCSI, ®OPMUPYEMBIE B PE3YJIbTATE OCBOEHMSI JUC IUTIIMHBI
(MOJY.JIST)

OIIK-6 : Cnioco0eH BLINOIHATH OTAe/IbHbIE 321241 B PAMKAX KOJLUIEKTHBHOW HAy4YHO-HCC/1e10BATeNbCKO, IPOEKTHOIH U
y4eOHo-npodeccHOHAILHOM JeATeIbHOCTH /ISl TIOMCKA, BLIPA0OTKH M NPUMEHEHHUs HOBBIX PelleHui B 00J1aCTH
HHPOPMALHMOHHO-KOMMYHHKAIIMOHHBIX TEXHOJIOI Hii.

OIIK-6.2 : CriocoOeH OCyIIEeCTBIATH MPOBECHUE MTPE3EHTAIM, IEPErOBOPOB, MyOINYHBIX BHICTYIICHHH, IPOBOUTH
TEOPETHUUYECKOE U IKCHIEPUMEHTAIBHOE HCCIIEI0BaHKS 00BbEKTOB MPO(ECCHOHANBHOMN JIESITENbHOCTH, BBINOIHSITh IOATOTOBKY
0030pOB, aHHOTAIHIA, COCTaBJIcHHE pehepaToB, HAYUHBIX JOKIAIO0B, yOIUKALIUMH,  OnOIHOrpaduu Mo HAYIHO-
HCCIIeIOBATEIBbCKOM paboTe

YK-4 : Crioco6eH ocyliecTBISTD AeJIOBYI0 KOMMYHUKAIMIO B YCTHO# M MICHbMEHHOM ()opMax Ha rocyapCTBEHHOM sI3bIKe
Poccuiickoii @enepanuu 1 HHOCTPaAHHOM(bIX) A3bIKE(aX)

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

5. CTPYKTYPA U COOEPKAHUE JUCIUIIJIMHBI (MOAY JIsI)

Kon HaumeHoBaHue pa3ienoB u Cemectp / | HacoB | Unaukartopsl | Jlutepatrypa | HHTepaxr. Ipumeyanne
3aHATHSA TeM /BUJ 3aHATHS/ Kype

Pa3znen 1. OcHoBHBIE
TpeOoBaHHs K MOAr0TOBKE

JOKYMEHTOB

1.1 1. OcHOBHBIE TpeOOBaHUS K 4 2 VK-4.3 OIIK- | JI1.1JI1.2 0
0(OPMIICHHUIO YIIPABICHYECKUX 6.2 JI1.3J12.1
JIOKYMEHTOB (OCHOBHBIC JI2.2J12.3
TIOJIOXKEHHUS 10 J12.4J13.1
JIOKyMEHTHPOBAHHIO JI3.2
YIpaBIEHUYECKOH eI TETbHOCTH; 21223354
yHU(UKAIKS ¥ CTaHIApTH3AIHS 2536 B7

VIPaBIEHYECKIX JJOKYMEHTOB;
BUJBI TIOKYMEHTOB U HX
Kiaccuduranus; opopmICHHE
TEKCTa CITYyKEeOHOTO
nokymeHnTa) /Jlex/

1.2 1.TpebGoBaHHs K COCTABICHUIO H 4 2 VYK-4.3 OIIK- | JI1.1J11.2 0
0(pOPMIICHHUIO YIIPAaBIEHYECKOM 6.2 JI1.3J12.1
JMOoKyMeHTanuu (popmar J2.2J12.3
JIOKyMeHTa; 0pOopMIICHHUE TTOJIEH; J12.4J13.1
HyMepalus CTpaHull; 1ata JI3.2
JIOKyMeHTa; 0OpMIICHHE TaOJIHI] 2132533 34
U AuarpaMM; HUPKyJISIpHas 2536 27

pacchlIKa; KOPPEKTYPHBIE 3HAKH;
¢bopmysip- obpaszerr) /IIp/




1.3 1.0c00eHHOCTH ITOATOTOBKH U 2 VYK-4.3 OIIK- JI1.1J11.2
oopMIICHHS OPraHU3aIUOHHO - 6.2 JI1.3J12.1
pacnopsauTeNbHBIX TOKYMEHTOB JI2.2J12.3
cpenctBamu Microsoft Office J12.4J13.1
(cocraBnenue u 0QOpMIICHUS JI3.2
JTOKYMEHTOB CpeJICTBaMHU 213253 54
Microsoft Word; pa3pabotka 3536 37
peAaKkTHpoBaHUE JOKYMEHTOB
TaOMMYHON (POPMBI, BEIYHCICHHE
(hopMyIT ¢ TOMOIIBIO TAOITHII,
co3naHue U 00paboTKa JHarpaMm
B cucteme Microsoft Excel;

CO3JJaHUE aBTOPCKOW IPE3CHTALIUH
1 TIPE3EHTAINH Ha OCHOBE
CTaHJAPTHOTO CLEHAPHS B CCTEME
Microsoft Power Point). /J1a6/

1.4 M3yueHne TeopeTH4eckoro u 23 VK-4.3 OIIK- | JI1.1JI1.2
NIPAKTUYECKOTO MaTepHaia 1o 6.2 JI1.3J12.1
Teme: "OcHOBHBIE TPeOOBaHUS K J2.2J12.3
MOATOTOBKE JOKYMEHTOB". J12.4J13.1
BeinonHenue KOHTPOJILHON JI3.2
paboTHL 310323354

3536 37
/Cp/
Pa3znest 2. OcHOBHBIE
TpeOGOBaHHSA K COCTABJIECHMIO U
o(opMIIEHHIO IOKYMEHTOB
OpraHH3aIHOHHO-
pacnopsiauTebLHO’
JIeITeIbHOCTH U KAaPOBOii
JOKYMEHTAIUH

2.1 2. JIokyMEHTHpOBaHHE 2 YK-4.3 OIIK- | JI1.1 JI1.2
OpTraHM3aIMOHHO - 6.2 JI1.3J12.1
PacnopsaIuTenabHON JeSTeNbHOCTU JI2.2J12.3
(opranuzanuoHHast JOKyMEHTalus: J12.4J13.1
yCTaB, yUpeAUTEIbHBIN JI0TOBOP, JI3.2
IITaTHOE paclucaHue, MOJI0KEHHUS, 2192323 54
JOJDKHOCTHAS MHCTPYKIIUS; 3536 37

pacnopsauTenbHas
JIOKyMEHTAIIUS: TIPUKA3,
pacropspKeHne, yKa3aHue,
MIOCTaHOBJICHHUE, PELICHHUE),
HHPOPMAMOHHO - CIIPAaBOYHON
(ctipaBKa, TOKITAAHAS 3aIIHCKa,
00BSACHUTENIbHAS 3aITUCKa, aKT,
TenedoHorpamma, akce, MPOTOKOII,
paBuiIa 0pOpMIICHHUS JIETTOBOTO
MMChMa; BUABI ICEM) U TPYAOBBIX
MIPaBOOTHOLIEHUH (TPyI0BOI
JIOTOBOP (KOHTPAKT), TPY10Bast
KHVDKKA, JTHYHAsT KApTOYKa,
KOMaHAUPOBOYHOE
yIIOCTOBEPEHHUE, AaHKETA,
XapaKTepUCTHKA, pE3OME,
3asiBJICHHE, IPHKA3 M0 THIHOMY
cocraBy, aBroOuorpadust) /Jlex/




2.2 2. CoctaBnenue u opopmiIeHHE 2 VYK-4.3 OIIK- | JI1.1JI1.2
OpraHU3aIMOHHO - 6.2 JI1.3J12.1
pacnopsauTEeNsHOM JOKyMEHTALUN JI2.2J12.3
(MHTEepaKTHBHBIN METOJ: 1E/IOBas J12.4J13.1
urpa) (ycraB, yupeAuTeIbHbIN JI3.2
JIOTOBOP, IITATHOE PACITUCAHHE, 213253 54
TIOJIOKEHMSI, IOJDKHOCTHAS 2526 27
HUHCTPYKIUS); COCTAaBICHUE
PacHopSAUTEBHON JOKYMEHTAIIHN
(mpuKa3s, pacropspkeHue,
yKa3zaHHe, HOCTaHOBJICHHE,
perenue); UHHOPMALKOHHO-

CIIPaBOYHOH JOKYMCHTALIUH
(IpOTOKOI (KpaTKUil M TIOJHBIH,
aKT, TMChMa pa3HbIX BUJIOB,
CIIpaBKa, JOKIaHAS U
OOBSCHHUTETHHAS 3aITHCKA);
JOKYMEHTOB TI0 JUYHOMY COCTaBY
(pestome, 3asiBIICHHE, ITPUKA3 MO
JHMYHOMY COCTaBY, TPYHOBOI
ZIOroBOp, TPYA0BAsA KHMKKA,
XapaKTepUCTHKA,
aBToouorpadus) /Tlp/

2.3 2. PaboTa ¢ opraHu3aIioHHO - 2 VK-4.3 OIIK- | JI1.1JI1.2
pacnopsauTeNbHBIMA 6.2 JI1.3J12.1
JIOKyMEHTaMH B CUCTEMAX JI2.2 J12.3
3JIEKTPOHHOTO I0KYMEHT0000poTa J12.4J13.1
1C Mpexamnpustre (MHTEPAKTUBHBIA JI3.2
MeTox: paboTa B MaJIbIX TPYIIIaX) 01223354

/T1ab/ 3536 37

2.4 H3ydenue TeOpeTUUECKOro U 44 VK-4.3 OIIK- | JI1.1J11.2
MPaKTHYECKOTO MaTepualia mo 6.2 JI1.3J12.1
Teme: "OCHOBHBIE TPeOOBAHM K JI2.2J12.3
COCTaBIICHHIO U O()OPMIICHUIO J12.4J13.1
JIOKYMEHTOB OpTaHH3allMOHHO- JI3.2
pacnopsIUTeNbHON NeSTEIbHOCTH 213253 54
U KaJpOBOU TOKyMeHTaluu". 25026 97
BbrinosiHeHUE KOHTPOJIBHOM
padoTHI.

/Cp/
Pazpnen 3. Texnosoruu padorsl ¢
JOKYMEHTaMHU

3.1 3. Opranusanus paboTsl ¢ 2 YK-4.3 OIIK- | JI1.1 JI1.2
JOKyMeHTaMHu (TOPSIIOK 6.2 JI1.3J12.1
00pabOTKH MOCTYTIAIOMINX U J12.2J12.3
OTIIPABISEMBIX JOKyMEHTOB; J12.4713.1
MpaBUJIa PETUCTPALIUHN U JI3.2
HMHAEKCUPOBAHUS IOKyMEHTOB; 01023354
OpraHu3anys KOHTPOIS 32 3536 37

HCIIOJTHCHUEM JIOKYMCHTOB;
XpaHEeHUE TOKYMEHTOB,
COCTaBJICHHE HOMEHKIIATYPHI JeT,
OTIHCH JOKyMEHTOB; paboTa ¢
JIOKyMEHTaMH, COJICPIKAITUMH
KOH(UICHITHATLHBIE CBEICHUS;
aBTOMAaTH3aALUA
JOKYMEHTHPOBAHUS
yIpaBICHICCKON

nesitenbHOCTH) /JIex/




32 3. Opranuzanus 4 2 VYK-4.3 OIIK- JI1.1J11.2

JIOKYMEHTO000pOTa 6.2 JI1.3J12.1
(HOMeHKIIaTypa aem; JI2.2J12.3
(dhopmupoBaHUe Nel; XpaHEHNE J12.4J13.1
JIeNT); 03HAKOMJICHHE C JI3.2
JIOKYMEHTaMH 110 OpraHu3aIuu 213253 54
3aIIUThl KOMMEPYECKOM TalHBI D25 56 D7

(mamsiTka pabOTHUKY
(ciy>xaiemy) o COXpaHEHUH
KOMMEPYECKOH TaliHbI
MIPEINPUSITHS; 0053aTETBCTBO O
HepasralleHu KOMMepYecKon
TallHbl; U3yUEHUE CUCTEM
KOMILIEKCHOI aBTOMAaTH3aIluH
nenonpousBonacTsa) /IIp/

33 3. Co3pmaunune 0a3bl JaHHBIX 4 2 VK-4.3 OIIK- JI1.1 J11.2
JIOKYMEHTOB OpTaHU3alUU U 6.2 JI1.3J12.1
3arpocoB cpeacTBamu Microsoft J12.2J12.3
Access. (MHTePaKTUBHBII METOJ: J12.4J13.1
pElICHHE CUTYAIIHOHHBIX JI3.2
3amad) /J1ab/ 2122033 54

3536 37

3.4 M3yueHne TeopeTH4ecKoro u 4 19 VK-4.3 OIIK- | JI1.1 JI1.2
MIPaKTHUECKOTO MaTepuana 1o 6.2 JI1.3J12.1
teme: "TexHonoruu paboThI ¢ J2.2J12.3
nokymMeHTamu'". Brirmonnenue J12.4J13.1
KOHTPOJIBbHON paboTHL JI3.2

31323354
/Cp/ 3536 37
3.5 IMonroroBka k craue 3auéra /3auét/ 4 4 VYK-4.3 OIIK- | JI1.1J11.2
6.2 JI1.3712.1
J12.2712.3
J12.4J13.1
JI3.2
21223354
3536 37

6. ®OH/I OHEHOYHBIX CPEACTB

6.1. KoHTpo1bHBIEC BONIPOCHI U 3aJaHUS

Bompocs! mi1s mpoBenenus 3a4éTa o nucruiuivae " J{okyMeHTHpoBaHHE yIIPaBIEeHYECKON NeSTeIbHOCTH ' :

1. OcHOBHBIE NOHATUS JOKYMEHTHPOBAHUS YIPABIEHYECKOH NeATeTbHOCTH.

2. O6mue ¥ cuenuaibHble QYHKIHHA O(UIHATBHBIX JOKYMEHTOB.

3. CocTaB HOPMAaTUBHO-METOIIUECKOH 0a3bl JOKYMEHTAIMOHHOTO 00ECIICUCHUS.
4.Yauduxanys 1 CTaHAapTU3ALUS YIPABICHYECKUX JJOKYMEHTOB.

5. Kmaccudukarnus 1OKyMEHTOB.

6. OcopmieHNE PEKBI3UTOB YIPABICHYESCKIX JOKyMEHTOB.

7. BraHKu TOKYMEHTOB M TpeOOBaHHUS K HUM.

8. OdopmiieHHe B TOKyMEHTaX 3HAKOB IIPEIMHAHUS 1 CHMBOJIOB.

9. OdopmiieHHe TIOJIeH, HyMepaluy CTPAHHUI] B TOKyMEHTaX.

10.0dopmieHune naT u 9ucen B TOKyMEHTaX.

11. Odopmnenue TabauL U PUCYHKOB B JJOKYMEHTAX.

12. Odopmiienne MaTeMaTHiecknx GOpMyIl M €MHHI] N3MEPEHHUS B JIOKYMEHTaX.
13. KoppekrypHbIe 3HaKH U ITpaBUJIa HX TPUMEHEHHS.

14.0OcobenHocTr 0pUIUATEHO-AETOBOTO CTHIIA.

15.YnorpebiieHre IPONUCHBIX U CTPOYHBIX OYKB.

16.Hauboiree ynotpediisieMble COKpaIeHHs CIIOB.

17 KoppecnonneH1Ys, CBsI3aHHAs C IPOBEACHUEM IEPUOJIUUECKUX MEPOIIPUATHUH.
18. Ycras opraHu3zanuy, €ro peKBU3UTHI U OCHOBHBIE pa3/ieNibl TEKCTA.

19. lITaTHOE pacnuCaHUE, €ro PeKBU3HUTHI U OCHOBHBIE CBEJIEHUS, COAEPKAIIUECS B TaHHOM JIOKyMEHTE.
20. ITono>xxeHue, ero pekBU3UTHI. BUbI MONI0KEHUA.

21. Uncrpyxams. OcHOBHOE Ha3HAYeHHE NODKHOCTHOW HHCTPYKIUH, €€ PEKBU3UTHI U OCHOBHBIE Pa3fieibl TEKCTa

22. YupeanuTenbHBbI JOTOBOP, €r0 PEKBU3UTHI U OCHOBHBIE Pa3zeibl TEKCTA.
23. Bubl pacnopsiiuTeNbHbIX JOKyMEHTOB, UX OCHOBHOE Ha3HAUYEHUE.

24. IIpuka3, ero peKBU3UTHI U OCHOBHBIE YaCTH TEKCTA.

25. PexBU3HUTHI YKa3aHUsI U LIeNb U3/JaHUS JAaHHOTO JJOKYMEHTA.




26. PacniopsxeHue, ero peKBU3UTHL. BOMPOCH!, MO KOTOPBIM U3/aeTCs PACIIOPSIKEHHUE.

27. Pemenue, ero pekBU3UThl. OpraHsl yIpaBIeHUs, UMEIOIINE IPAaBO K U3AaHHUIO JaHHOTO JOKyMEHTa.
28. PeKBU3HUTHI IOCTAaHOBIICHUS | 1€ U3AaHHUS JaHHOTO TOKYMCHTA.

29. Buas!l nHpOPMAIMOHHO-CIPAaBOYHBIX JOKYMEHTOB, HX OCHOBHOE Ha3HAUCHHE.

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

31. JloknagHele 1 0OBSICHUTENBHBIE 3aITMCKH, NX PEKBU3UTHI M OCHOBHBIC 1IEJIM HAMMMCAHUS JIAHHBIX JIOKYMEHTOB.
32. TpebGoBaHwMs, MpeabABIAEMbIE K COCTABICHHIO CIIPaBOK. BHUIBI cripaBoK.

33. OcobenHocTH cocTaBneHHs akTa. OCHOBHBIE YaCTH TeKCTa. Buabl akToB.

34. TpeboBaHusl, NPeABIBIIEMbIE K COCTABICHUIO U O)OPMIICHHIO CITyKEOHBIX ITHCEM.
35. Pa3HOBUJHOCTH IIHCEM.

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

37. Odopmnenue mpuema Ha paboTy.

38. TpeboBanust, NpeabIBIIEMbIE K COAEPKAHIIO U OOPMIICHHIO TPYLOBOTO JOTOBOPA.
39. OdopmiteHue MPHUKA30B MO THIHOMY COCTABY.

40. TpeboBaHus, IpeabABIAEMbIE K COIEPIKAHUIO U O(DOPMIICHUIO XapaKTePUCTUKH.

41. CocTaBHbIC JIEMEHTBI U PEKBU3UTHI aBTOOHOTrpaduu.

42. CocTtaB OKyMEHTOB JINYHOTO JeTa.

43. O6mme npaBuia BEACHHUS U BBIJAYH TPYJOBBIX KHIDKEK.

44. OdopmieHne TOKyMEHTOB P IePEeBOAE COTPYAHUKA Ha IPYTYI0 paboTy BHYTPH OpraHU3ALUH.
45. Iopsiok ohopMIICHUS TOKyMEHTOB P YBOJIBHEHHHN COTPYIHUKA.

46. Opranmuzanus padoThl C JOKYMEHTaMH.

47. lopsimok 00pabOTKH MOCTYHAIOMINX U OTHPABISAEMBIX JOKyMEHTOB.

48. ITopsiiok 06pabOTKY OTIPABISEMBIX JJOKYMEHTOB.

49 Ilopsmok 06pabOTKH BHYTPEHHHUX JTOKyMEHTOB.

50.Peructpanus 10KyMEHTOB.

51.0Opranuzanusi KOHTPOJIS 32 UCTIOJIHEHHEM JIOKYMEHTOB.

52.XpaHeHue TOKYMEHTOB.

53.CocTaBineHue HOMEHKIATYPBI A€ OpraHU3alHH.

54.0Opranuzanus paboThsl ¢ AJOKYMEHTaMH, COAEPKAITIMU KOH(PHUISHIINATbHbBIE CBEICHHS.
55.CBeneHusi, OTHOCSIIMECS K KOMMEPYECKOM TaliHe.

56.3amuTa JOKyMEHTOB, COJEPKALIUX KOMMEPUECKYIO TalHYy.

57.YHUUTOXKEHNE TOKYMEHTOB.

58.IloHsTHE IEKTPOHHOTO JOKYMEHTa €ro MPeuMYIIeCTBa U HEJOCTATKH.
59.CocraBneHue IOKyMEHTOB.

60.ABTOMaTH3MPOBaHHAS ITPOLIEAypa PAOOTHI C JOKyMEHTaMH.

61.OnexTpoHHbIE O(PUCHBIE CUCTEMBI.

62.XpaHeHue JOKYMEHTOB B 3JIEKTPOHHOH (hopMe.

CozepxaHue MPaKTUYECKUX 3a1aHui

1.CocraBuTh IpHKa3 00 yTBEPKICHUM MHCTPYKIINH N0 JEIONPOU3BOJCTBY Ha 3aBoJie. B KOHCTaTHpyIOLIel 4acTh yKa3aTh, 4TO B
COOTBETCTBUHM ¢ THUIIOBOM MHCTPYKIMEH 110 IEIONPOU3BOACTBY B MUHUCTEPCTBAX, BeqoMcTBax Poccuiickoil @eneparun,
yTBepxaEHHOI pacnopspkeHueM IlpasurensctBa Poccuiickoit @eneparuu ot 00.00.20_ 1. Ne 00 npencenarenem Komutera mo
Jenam apxuBoB npu IIpaButensctse PO ®UO kanuenspueit 3aBoja pa3paboTaHbl HOPAIOK IPOXOXKAECHHS TOKyMEHTOB U
CTaHAaPTHl Ha OPraHU3aHOHHO-PACTIOPAAUTEIBHYIO JOKYMEHTAINIO. B pacnopsaauTensHON 9acTH yTBEPIUTD HHCTPYKIHIO H
MOPYYHUTH 3aBEIyIOIIeH KaHIeIsIprel 00eCIIednTh METOINYECKOe PYKOBOJICTBO OPTraHU3aNNeH ACIONPOM3BOACTBA HA TIPS IIPUSITHH
U yCTAaHOBHUTH KOHTPOJb 32 COOMI0JIEHHEM TPeOOBaHUI HHCTPYKIHUH.

2.CocTaBHTh IIPHKA3 110 3aBOAY 00 yCTAHOBICHUM €JMHOTO PeXKUMa pabOThI HEHTPAIBHBIX CKIaN0B. B KoHCTaTHpYIOMIEeH YacTH
OTMETHUTD, YTO OTITYCK I[€XaM MaTepPHAIOB CO CKIAI0B MPEANPHUATHS B TSUCHHE pabodero MHSI HapyIIaeT HOPMAJIbHYIO paboTy
CKJIQJICKOTO ammapara. B pacropsiauTensHoil 9acT yka3aTh KOHKPETHBIE Yachl OTIIYCKa MAaTepPHAIOB CO CKIaJ0B, Ha3BaTh
KOHKPETHBIX JJOJKHOCTHBIX JIMI, KOTOPbIE OTBEYAIOT 3a MEPEBOJ CKIAN0B Ha Oosee palluoHaIbHBIN peskuM paboThl. OcTanbHbIe
MYHKTHI B PACHOPSIUTEFHON YaCTH M APYTHE PEKBU3HUTHI YKa3aTh CAMOCTOSTEIBHO.

3.CocraBuTh IpHKa3 1o npeanpuataio "Temn" 06 nTorax peBU3NH 10 MPOBEpKe PUHAHCOBOTO 0TYETA. B KOHCTaTHpYyIOIIEH YacTH
yKa3aTb, UTO peBH3HeH 00Hapy:keHbI (haKThl TPyOOro HapyIIeHHs (HHAHCOBOTO y4€Ta, IIOJIHOE OTCYTCTBUE Y4ETa U OTUETHOCTH 110
KOMaHJMPOBKaM, OTCYTCTBHE JKypHasa y4éTa JOBEpEHHOCTEN.

4.Hammcats npuka3 JUPEKTOpa 3aBojia TOYHOTO MAIIMHOCTPOCHHMS O MPEMHPOBAHUH PaOOTHHUKOB ITIAHOBO-IKOHOMUYECKOTO OT/IeNa
3a IOCPOUHYIO pa3paboTky OusHec-1IaHa. [Ipemus BeIaéres U3 poHIa MaTepUaIbHOTO MOOIIpeHus B pasmepe 50 % MecsuHOro
ownaza. [lpyrue 1aHHble B TEKCTE U PEKBU3UTHI yKa3aTh CAMOCTOSATEIBHO.

5.Hammcats npukas mo OAO "Candup" 06 uTorax JoKyMeHTanbHOH peBr3nuu padoTs! mpeanpusatus ¢ 01.02.20 . mo 01.09.20 r. B
aKTe peBH3NH 3a()MKCHPOBAHBI CIICTYIONINE HEAOCTATKH: HE YIOPSIOYCH YUET IUIHOTO cOCcTaBa, HeKoTopksle nena UTP vaxonsrces
B 3alyLIIEHHOM COCTOSIHUH; y 3aBeqytouiero ckiaanoM metamios [lerposa JI.H. okazanuck u3numiku uctoBoi craiu (320 xr) u
HeJ0CTa4ya cTanbHOM JeHTsI (185 Kr); JomyckaeTcss HEOOOCHOBAHHOE CIMCAHUE YIIAKOBOYHOM OyMary, rBO3/eH 1 3alacHBIX YyacTel
JUIS peMOHTa 000PYIOBaH; B MEXaHNIECKOM IIeXe JIOIYIIEH ITepepacxo IPHITos B KoaudecTse 60 KT; 3aBEAYIONIIM CKITaICKIM
xo3stiictBoM I1.11. JIoMOBBIM HECBOEBPEMEHHO OTIPY’KCHA ITOCTaBIIHKAM BO3BpaTHAs Tapa, 3a YTO 3aBOJIOM yIIIadeH mrpad B
cymme 15 ThIc. py0. JIpyrue peKBU3HTHI YKa3aTh CAMOCTOSTENBHO.

6.CocTaBUTh NIPHUKA3 IO CTPOUTENILHON Oopranu3anuu "I Opu30HT" 0 HENIPABUIBHOM UCIIOIb30BAHUM CTPOUTENIBHBIX OTX00B. B
BBOJIHOM 9acCTH yKa3aTh, YTO IPH MPOBEPKE pabOTHI CKIIa/ia MIOMATEPHAIOB YCTAHOBIICHBI (DAKTHI OTITYCKA B KOTCIBHYIO [UIS
COKUTaHUS OTXOJI0B MUIOMATepHaIoB UIMHOM cBbIme 20 cM. B 3aKII0UNTENBHOM YacTH ClIeAYyeT NPEIIOAKUTh 3aBeAYIOLIEMY




CKJIaJJOM OpTaHU30BaTh PabOTY IO peann3aui OTXOI0B YaCTHBIM JIHIIAM.

7.CocraBuTh npuka3 06 urorax padotsl ¢ fokymentamu B 20 1. B OAO "Crannunuk". B KOHCTaTHpYIOIIEH YacTH yka3aTh Ha
HIBKYIO0 TpeOOBaTEILHOCTh PYKOBOANTENCH TTOAPA3IeNICHNH K KaueCTBY OATOTOBKU M KOHTPOJIIS 33 UX UCIIONTHEeHHEM. B
PacHopSaUTENIFHON YacTH 0OpaTUTh BHUMAHNE PYKOBOAMTEICH HA TOBBIICHNE TPEOOBATEIIFHOCTH K paOOTHHKAM B 4acTH PabOTHI ¢
JoKyMeHTaMu. J[aTh 3a7aHie COTPYIHUKY, OTBEUAIONIEMY 3a JeIONPOU3BOACTBO, Pa3paboTaTh MEPHI 10 YIIYUIIECHUIO 3TOIl paboThI.
8.CocraBuTh KpaTKU IPOTOKOJI IIPOM3BOJICTBEHHOTO COBEIAHMS paOOTHUKOB IIIIAHOBO-9KOHOMHYECKOTO OT/IElIa 3aBO/ia
MEJIPenapaToB, Ha KOTOPOM OBLT pACCMOTPEH BOIIPOC O JOCPOUHOH pazpaborke Om3Hec-TuaHa Ha 20 1. [Tocne obcyxaeHus
MPOU3BOJICTBEHHOE COBEI[AHUE MPUHATIO pelIeHHe pa3padoTaTh OM3HEC-IUIaH Ha TPU JHS PaHbIIE yCTAHOBICHHOTO CPOKA.
OcranpHble JaHHbBIE YKA3aTh CAMOCTOSTENBHO.

9.CocTaBUTH KPaTKUI MPOTOKOJI 00IIEro coOpanus paboyrux 00IIeCTBa C OTPAHUMICHHONW OTBETCTBEHHOCTHIO "FOTCTpOii", Ha
KOTOPOM 00CY’KIaeTcsl BOIPOC O CO3JaHHUHU I[eXa CTPOUTEIBHBIX MaTEPHAIOB U CTPOHTENILCTBA KIUIBIX JoMOB. Ha coOpanun
6bL1a 3aciTylIaHa HHGopManus npeaceaaTesns 0 BO3MOKHOCTU CO3/IaHHs TaKoro IieXa U MepCcleKTUBaxX ero paboTsl. Bel1o MpHHATO
pelIeHnE TOPYYUTh TIPEACEIATEII0 U €r0 3aMECTHTENIO 10 CTPOUTEIBLCTBY B TEUCHHE 6 MECAIIEB Pa3BEpPHYTh pabOTy U BbI-JICIHUTh
JUTS OTHX TieTieit 3 MiTH. pyo.

10.CocraBuTh IPOTOKOI 3aceaHNsl HHBEHTApU3aIMOHHOM KOMICCHH 3aBOJIa Ta30BOH alMapaTypsl, Ha KOTOPOM paccMaTpHUBAJICS
BOIPOC O Pe3y/IbTaTax MHBEHTApU3aLMH 110 ckiaxy Ne 7 BCloMoraTelibHbIX MaTepuainoB. Ha 3acenanuu ObUI0 MPpUHATO
TIOCTaHOBJICHHUE 00 YTBEP)KICHUH Pe3yIbTaTOB HHBCHTAPH3ALNMH 1 OTHECEHHUH 32 CUET 3aBEIyIOMIEro CKIaI0M HEAOCTaul
BCTIOMOTATEJIFHBIX MAaTEPHANIOB B cyMMe 365 ThIC. py0., a TAlOKe 3aUUTaHbI CIIMIUTEIbHAS BEOMOCTh 10 CKIaxy Ne 2
00BACHUTENbHAS 3alUCKa 3aBEeAYIONIETO ckianoM. OcTalabHbIe JaHHBIE ONPEICTUTh 110 CBOEMY YCMOTPEHHIO.

11.CocTaBuTh DOKIAJHYIO 3aIIMCKy TJIABHOTO OyXrajiTepa JUpeKTopy o0 nTorax paboThl O LEHTPAIU3ALUU PacUETOB ¢ pabouUMHU
u cimyxamumu Ha BII 3aBona. [{enTpanuzaius pacu€ToB ana BO3MOKHOCTh TIEPEBECTH Ha IPYTYIO paboTy MATH OyXraaTepoB
[[EXOB, YMCHBIINTH OLTHOKU B PacuéTax ¢ pabouuMH H CITy>KalTUMHU. Y CHIIUTh KOHTPOJIb 33 PACXOA0BaHUEM (OHOB 3apabOoTHOIL
iatel. B 3awmoueHn He0OX0JUMO ITOCTABUTH BOIIPOC O MPEMUPOBaHUK paboTHUKOB Oyxrantepun u BLI, obecneunBarommx
Tepexo 1 Ha IeHTPATM30BaHHBIN pacdéT 3apad0THOM IIaTH 1O 3aBoxy. OcTaibHEIE TaHHBIE YKa3aTh CAMOCTOSTEIHHO.
12.CocTaBuTh JOKIAAHYIO 3aIUCKy CeKpeTapsi-pedepeHTa pyKOBOIUTEIIO MPEANPUATHS 00 yTepe paboTHHKOM AHApeeBsM B.I.,
MHCbMa-3alpoca, TOCTYNUBILIETO B aipec NPEANPHUATH ABa Mecsla Hazal.

13.CocraButb 1 opopmuth paxc pupmsl "SuTaps" HoBocubupckomy npeanpustuio "PoccTpoit” o MOMHOM 0TKa3e OT OIUIaThI 3a
MOCTYTHBIIYTO IPOIYKIMIO B CBSI3H C TE€M, UTO 3Ta MPOIYKIMs He OblIa 3akazaHa. OcTalbHBIC PEKBU3UTHI yKa3aTh CAMOCTOSTENBHO.
14.CocraBuTh JOKIAAHYIO 3alUCKy HaualIbHUKA OTAENA PYKOBOJHUTEIIO IPEANPHATHS O (haKTe He-BBIMOTHEHUS PACTIOPSDKEHUS O
MOHTa)Ke 000pYZ0BaHHUS Ha yYacCTKe 110 IPUYHHE CJIa00r0 KOHTPOJISt CO CTOPOHBI INIABHOT'O TEXHHUKA.

15.CocTaBuTh NOKIATHYIO 3aITUCKy O IPHYMHAX HECBOCBPEMEHHOCTH NPE/ICTABICHI HHOOPMAITIH O BBHITIOIHEHUH MIPHKa3a
nqupexropa. OCTanbHbIC PEKBU3HUTHI YKa3aTh CAMOCTOSITEIIBHO.

16.CocTaBuTh AOKIAHYIO 3aIIMCKY INIABHOTO OyXraaTepa pyKOBOAUTEIIO MPEANPHUATHS O HEOOXOAUMOCTH LIEHTPAIU3aIH
pacuéroB ¢ pabOTHUKAMHU NPEANPUATHS. B 0043aHHOCTH OTYETHBIX PAOOTHUKOB LIEXOB J0JDKHO BXOAUTH JIMIIb OOpMIICHHE
MEePBUYHBIX JOKYMEHTOB 110 YIETY BBIpaOOTKH. B moxmagHO# 3amicke HEOOX0IMMO MOATh MPEIIOKEHHE O IIePecMOTpE ITaToB
OTYETHBIX PAOOTHUKOB B II€XaX U INIAaBHOM OyXraaTepuu u3 pacuéra oOIIero CoKpamieHus mraToB He MeHee yeM Ha 20 %.
17.CocTaBuTh DOKIAHYIO 3aIIMCKy Ha4aIbHUKA IIIAHOBO-9KOHOMHYECKOTO OT/IeJa PyKOBOJNUTEINIO IPEATIPUSTHS 00 oOecrieueHun
OTZeNa YeTHIPHMS KoMITbIoTepaMu. OCTalbHBIC PEKBH3HUTHI YKa3aTh CAMOCTOSTEIIHHO.

18.CocraBuTh OOBSICHUTENBHYIO 3aITUCKy 1O (paKTy OTCYTCTBHUS Ha pabodeM MecTe coTpyaHuka l1Ba-nosa 1. ¢ § gacos mo 12
gacoB 12.04.20 1.

19.CocraButh cripaBky o ToM, 4to AradonoB H.K. siBiseTcst ctyaenToM 3-ro Kypca (hakyiapTeTa MEHEKMEHTA U SKOHOMHKH. (
20.CocTaBHUTh NIPHKa3 IO 3aBOAY 00 YCTaHOBIECHUH €IHHOTO PEKMMa paboTHl EHTPATBHBIX CKIaN0B. B KoHCTaTHpYyIOIIEeH YacTH
OTMETHUTD, YTO OTITYCK I[€XaM MaTepPHAaIOB CO CKIAZ0B MPEANPUATHS B TeUCHHE pabodero qHA HapyIlaeT HOPMAIbHYIO PaboTy
CKJIaJICKOTO ammapara. B pacropsiiuTensHoil 4acT yka3aTh KOHKPETHBIE Yachl OTIyCKa MaTepHalIoB CO CKIaJ0B, Ha3BaTh
KOHKPETHBIX JJOJDKHOCTHBIX JIHII, KOTOPBIE OTBEYAIOT 32 MEPEBOJI CKIIAI0B Ha Ooiiee palMoHaIbHEIH pekKiuM padboTel. OcTaibHEIE
MYHKTHI B PACHOPSIUTEILHON YaCTH M APYTHE PEKBU3UTHI YKa3aTh CAMOCTOSTEIIBHO.

21.CocraBuTb npuKa3 1o npeanpusaTHio "3apsa" 06 uTorax peBU3uH o MpoBepke puHaHcoBoro oTuéra. B KOHCTaTHpyomei yacTu
yKa3aTh, 4TO PEBU3HEH 0OHapYKEHbI (KTl TPyOOro HapyIIeHUs (PMHAHCOBOTO yuETa, II0JIHOE OTCYTCTBHE Y4ETAa M OTYETHOCTH IO
KOMaHIMPOBKAM, OTCYTCTBHE KypHaJa y4éTa JOBEPEHHOCTEH.

22.Hanucats npuka3 JUPEKTOpa 3aBojia TOUHOTO MAIMIMHOCTPOCHHUS O IPEMUPOBAHUU PAOOTHHUKOB IJIAHOBO-?KOHOMHUYECKOTO
OT/IeNIa 32 JOCPOUHYIO pa3paboTKy OusHec-1uiaHa. [Ipemus Bbinaéres M3 (OHIA MaTEpUaIbHOTO Toompenus B pasmepe 50 %
MECSYHOTO OKJIaja. J[pyrie TaHHBIE B TEKCTE M PEKBH3HUTHI YKa3aTh CAMOCTOSATEIBHO.

23.Hamucatp npuka3 mo OAO "Oxcup" 06 uTorax JOKyMEHTaIbHOU peBu3un padboTs! npeanpustust ¢ 01.02.20  mo 01.09.20 B
aKTe PEeBU3MH 3a(UKCUPOBAHBI CIEAYIOINE HEJOCTATKU: HE YIOPSA0UEH YUET JIMUHOTO COCTaBa, HekoTopele aena TP naxomstes
B 3allyLIEHHOM COCTOSHHMH; Y 3aBeAyIolIero ckiaaoM Meranos Ilerposa JIL.H. okasanuce n3numku auctoBoi ctamu (320 kr) u
HeJocTa4ya CTanbHOH JeHTH! (185 Kr); nomyckaeTcss HEOOOCHOBAHHOE CIHMCaHNE YITAKOBOYHOW OyMaru, TBO3/IeH 1 3alacHBIX JacTel
JUISL peMOHTa 000pYI0BAaHU; B MEXaHUYECKOM IIeXe JOIMYIIEH MepepacXo ] MPHIIos B koaudecTse 60 KT; 3aBeAYIONIIM CKIaICKIM
xo3stiictBoM [1.1. SIkoBIEBBIM HECBOEBPEMEHHO OTTPY’>KEHA ITOCTABIMKAM BO3BPATHAs Tapa, 3a YTO 3aBOJIOM yIUIaueH 1uTpad B
cymme 15 TeIc. py0. [Ipyrue peKBU3HTH yKa3aTh CAMOCTOSTEIBHO.

24.CocTaBUTb IIPUKA3 110 CTPOUTENBHOM opraHu3anuu "['Opu30HT" 0 HEMPaBUILHOM HCIIOJIb30BAHUU CTPOUTEIBHBIX OTX0A0B. B
BBOJIHOI 4acCTH yKa3aTh, 4TO IPH MPOBEpKEe pabOTHI CKIIaja MMIOMATEPHUANIOB YCTAHOBICHBI (DAKTHI OTIYCKA B KOTENIBHYO IS
C)KUTaHUS OTXOJI0B MMMJIOMAaTEPHaIoB JUIMHOM cBblle 20 cM. B 3aKIounTeNnbHON YacTH ClieyeT MPEAIoKUTh 3aBELYIOIIEMY
CKJIaJIOM OPTaHU30BaTh PabOTy IT0 PeaTn3aii OTXOI0B YACTHBIM JIMIIAM.

25.CoctaButs npuka3 06 urorax padbotsl ¢ qokymenTamu B 20 1. B OAO "Benepuuxu'. B koHcTaTHpyIOLIeH YacTH yKa3aTh Ha
HU3KYyI0 TpeOOBaTeIbHOCTh PYKOBOAUTENEH MOAPa3AeeHUI K KaueCTBY MOATOTOBKU M KOHTPOIIS 3a UX UCTIOTHEHHEM. B
PacnopIaUTENIFHON YacTH 00paTUTh BHUMaHNE PYKOBOAMTEIICH Ha TIOBBIICHHE TPEOOBATEIIFHOCTH K paOOTHHKAM B YacTH PabOTHI ¢
JOKyMeHTaMu. J[aTh 3aaHue COTPYIHUKY, OTBEUAIONIEMY 3a JICJIONPOU3BOACTBO, Pa3pad0TaTh MEPHI 10 YIIyUIICHUIO 3TOI PabOTHI.
26.CocTaBUTb KpaTKUi MPOTOKOJ MPOU3BOACTBEHHOIO COBEIIaHU paOOTHUKOB TJIAHOBO-9KOHOMHYECKOTO OT/IENa 3aBojia




MeJIpenapaToB, Ha KOTOPOM ObLI pacCMOTPEH BOIPOC O TOCPOUHOIl pa3paboTke OusHec-mrana Ha 20 1. ITocne oOcyxaeHus
HPOU3BOJICTBEHHOE COBEIIAHNE NPHHSIIO pelIeHHe pa3paboTaTh OM3HEC-IUIaH Ha TPU JIHS PaHbIIE YCTAHOBICHHOIO CPOKa.
OcraypHBIe JaHHBIE YKa3aTh CAMOCTOSTEIEHO.

27.CocTaBUTB KpaTKHU MPOTOKOJI 00IIEero coOpanus pabodnx 0OIIeCTBA C OTPaHUIEHHOM OTBETCTBEHHOCTHIO "FOTCTpoif”, Ha
KOTOPOM 00Cy’KAaeTcsl BOIPOC O CO3JaHUHU IeXa CTPOUTEIBHBIX MaTePUAIOB JUI CTPOUTENBCTBA KIIBIX ToMOB. Ha coGpanun
0Obl1a 3aciTynaHa HHPOpPMaIHs PEeACEeNaTeNs O BO3MOKHOCTH CO3/IaHUsI TAKOTO 1ie€Xa M IEPCIeKTUBax ero paboTel. bbuto npunsaTo
pelIeHne ToOpyIuTh PEACEATEII0 U eT0 3aMECTUTEINIO TI0 CTPOUTENBCTBY B TEUEHHE 6 MECSIIEB pa3BepHYTh paboTy U BEI-ACIUTH
JUISA OTUX 1eneit 3 MiH. pyo.

28.CocTaBHUTh IPOTOKOI 3aCeaHHsl MHBEHTApU3allMOHHOI KOMICCHH 3aBO/Ia Ta30BOM alMapaTryphl, Ha KOTOPOM paccMaTpHUBaJICs
BOITPOC O Pe3yJIbTaTaX HHBEHTapU3aNH Mo cKIamxy Ne 7 BCrioMoraTenbHBIX MaTepranoB. Ha 3acemannu ObUIO IPHUHATO
MOCTAaHOBJICHHE 00 yTBEP)KICHUH Pe3yIbTaTOB HHBCHTAPH3ALUMH 1 OTHECEHHUH 3a CUET 3aBEAYIOIEr0 CKIa0M HEAOCTaul
BCIIOMOTATENbHBIX MAaTEPHaIOB B cyMMe 365 ThIC. py0., a Taloke 3a4UTaHbl CIIMYUTEIbHAS BEIOMOCTD 1O cKiaxy Ne 2 u
OOBSICHUTEIbHAS 3aIIMCKa 3aBeyromlero ckiasoM. OcTanbHble JaHHBIE ONPEIEIUTD 110 CBOEMY YCMOTPEHUIO.

29.CocTaBuTh JOKIAJIHYIO 3aIMMCKY TIIABHOTO OyXranTepa JUpeKTopy 00 UTorax paboThl IO MEHTPATU3AINH PACIETOB ¢ pabOINMHU
u cnyxamumu Ha Bl 3aBoga. [lenTpanu3amnms pacuéToB gana BO3MOXKHOCTh IEPEBECTH Ha APYTYIO paboTy MATh OyXraaTepos
[IEXOB, YMCHBIIUTh OLIMOKH B pacuérax ¢ pabouMMH U CIIYKaIlMMH. Y CHIINTh KOHTPOJIb 33 pacXofoBaHHeM (OHIOB 3apabOTHON
TIaThl. B 3awmodeHnn HeoOX0MMO TIOCTaBUTE BOIIPOC O MPEMHUPOBAaHUHN pabOTHHKOB Oyxrantepnn u BLI, o6ecrieunBaromux
Hepexo/l Ha IeHTPATH30BaHHBIN pacdéT 3apaboTHOM IIaTHI 10 3aBoxy. OcTanbHbIE JaHHBIE YKa3aTh CAMOCTOSATEIIBHO.

30. CocTaBUTh JOKITAJHYIO 3alUCKy CeKpeTaps-pedepeHTa pyKOBOIUTENIO NPEANpHUATUS 00 yTepe pabOTHUKOM 3yeBBIM
B.I'., nuceMa-3ampoca, MOCTYNHBIIETrO B apec NPeANPUATHS J1Ba MecAla Ha3al.

Bompocs! 1 caMOCTOSTENBHOM paboThI CTYAECHTOB 10 AUCIUILUIHHE «J{OKyMEHTHPOBAaHHUE YIIPaBICHUECKON JESITeIbHOCTI

1. OCHOBHBIE ONPEIETICHUS: JOKYMEHT, PEKBU3UTHI, JTOKYMEHTUPOBAHUE.

2. OO0mue u crienuanbHple QYHKIUN JTOKYMEHTA.

3. Buns! ynpaBieHYecKOH JOKyMEHTALUU.

4. CocTaB HOPMAaTUBHO-METOIUYECKOH 0a3bl TOKyMEHTALMOHHOTO 00eCIeueHHs.

5. Yto Takoe yHH(DUKAMI U CTAaHIAPTU3AIMS TOKYMEHTOB?

6. ITo xaxuM mpHU3HaKaM KIACCH(PUIMPYIOTCS TOKYMEHTHI?

7. Kakue TpeOoBaHMS MPeIbABIAIOTCS K O(OPMICHHIO PEKBU3UTOB JOKyMEHTOB?

8. B uém ocobeHHOCTH OdHIHaTbHO-IeT0BOr0 cTHiIst? OCHOBHBIC TPeOOBaHHUS, MPEIBIBISICMbIC K O(PHINATBHO-ICIOBOMY
CTHIIIO?

9. Kak numryrces Ha3BaHUS NOJDKHOCTEH B CUCTEME IOCYJAPCTBEHHOW BIACTH U ympasieHus Pocculickoit ®@enepanuu?
10. Haubonee ynotpebisieMble COKpaIlleHUs! CIOB.

11. Kak mpoucxoaut odopmiieHre JaT U YKCel B JOKyMEHTaX?

12. Kaxue noxyMeHTBI BXOAAT B CUCTEMY OpPraHM3allUOHHO-IIPABOBON JOKyMEHTalUu?

13. KakoBa ocHOBHast (pyHKIMS OpTaHM3AIIMOHHBIX JOKYMEHTOB B yIPABICHUYECKOH NEATEILHOCTH?

14. Kakue 1OKyMEHTBI OTHOCSTCS K YUpEeIUTEIbHBIM JOKYMEHTaM OpraHu3anuu?

15. KakoB cpok meHCTBHS OpraHN3allMOHHBIX JOKyMEHTOB?

16. KaxkoBoO OCHOBHOE Ha3HAU€HHE PACHOPSIUTEIbHBIX JOKYMEHTOB?

17. Kakue MOKyMEHTBI OTHOCSTCS K paclopsauTeIbHbIM?

18. Kakne pekBH3HUTHI 00CCIICUMBAIOT IOPHIMYCCKYIO CHIIY NpHKa3a, PACIIOPSDKEHHS, H3aBaeMOT0 PyKOBOJICTBOM
IpeanpusITUs?

19. KakoBo Ha3HadeHHe HH(OPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB B YIPaBICHYECKOH IESATENbHOCTH?
20. Kakue TOKyMEHTBI OTHOCSTCS K MH()OPMAIIMOHHO-CITPABOYHBIM?

21. KakoBo HazHadyeHue mpoTOKOJIa 3acenaHus?

22. K10 umeer mpaBo cocTaBisTh U MOAMUCHIBATD JOKIAJHbIE 3alIUCKH, CIIPABKU, MPEIIOKEHUS?

23. Buael akroB M UX Ha3HAYEHHE.

24. Jlnst Kakux 1esiel muinercs oObsSCHUTEbHAS 3aIucKa?

25. Bunsl 1oKyMeHTOB, IepeaBaeMBbIX 10 KaHajgaM CBA3H. 11X OCHOBHOe Ha3HauCHHUE.

26. Ha xaxux OnaHKaX COCTaBISIIOTCS CIIy>kKeOHbIE IMHChMa?

27. [lepeuncnnure OCHOBHBIE PEKBU3UTHI JI€IOBOIO MHCHMA.

28. DTarbl MOATOTOBKU U COCTaBJICHHSI MHCEM.

29. Kakne pa3HOBHAHOCTH CIIy’K€OHBIX MHCEM HCIOIB3YIOTCA B MIPAKTHUKE YIPABICHUS?

30. C kaKkoil LeNbl0 COCTAaBISAIOTCS TapaHTHIHbBIE MUcbMa?

31. B kakux ciydasix OTIpPaBIsieTCs MUChMO-IPETEH3UA?

32. KakoBbl ocobeHHOCTH 0OpMIIEHUS 0JIaroIapCTBEHHOTO MHChMa?

33. Kakue mOKyMeHTHI OTHOCATCA K JOKYMEHTaM IO JINYHOMY COCTaBy?

34, Kakue moKyMEeHTBI 0GOPMIIAIOTCS MPH TMpUEMe TpaXKaaH Ha paboty?

35. Kak mpaBuiibHO cocramisiercs pestome? Kak odopmitsiercs: TpyaoBoi 10roBop?

36. Kak odopmisercs npuxa3 o npuéme Ha pabory? Kakoe HasHadeHHe MMeeT MpHKa3, Kakue (GpopMbl Mprkasa
UCTIONHSIOTCS?

37. Kakne moxymMeHTBl 0QOpMIIIOTCS MPH IepeBoje pabOTHUKA Ha APYTYI0 paboTy?

38. CocTaB JOKyMEHTAINH, MCIOIb3YEMBIl NIPH YBOJIBHCHUH PaOOTHHKA.

39. Uro Takoe DJOKYMEHTOOOOPOT?

40. Kaxue Buzbl paboT BBIMOJIHSAIOTCSA MTPH 00pabOTKe BXOMAAIIEH KOPPECIOHICHIIUU?

41. Kakue BHIBI pabOT BBITIOIHSIOTCS ¢ UCXOISIAMH JTOKyMEHTaMU?

42. Jlis gero HeoOXOAMMA PETHCTPALUs JOKYMEHTOB?

43. KakoBa ocHOBHasl L1eJIb KOHTPOJISI UCTIONHEHUS JOKYMEHTOB?




44. Iens pa3pabOTKM HOMEHKIATYpHI Ae.

45. Ponp TUMOBBIX U MPUMEPHBIX HOMEHKIATYpP AEI.

46. Kaxue cBeneHust OTHOCATCS K KOMMeEpYECKol TaitHe?

47. Uro BKIIOUaeT obecreueHne 3anThl KOHPUICHINATEHON HH(OpMAIn?

48. Uro 3ampeniaercsi nepcoHaiy, padoraouieMy ¢ KOHQHISHIUATbHBIMA JOKYMEHTaMu?

49. Kaxue 00s13aHHOCTH BO3JIAraloTcsi Ha PyKOBOJMTEIEH M MCIIOMHUTENEH NpH paboTe ¢ KOH(PUACHINAIEHBIMI
JIOKYMEHTaMH?

50. C Kakoll LleNbI0 Ha JOKYMEHTE CTaBUTCA Tpu( KOH(OHUICHIUATBHOCTH, U KaKWe BUABI 3TUX TPUGOB HCHONB3yIOTCA? UYem
PYKOBOJICTBYIOTCSI IIPH OIIPEJICIICHIN YPOBHS KOH(PHICHIINAIBHOCTH?

S1. Kaxne cBenmeHMs 3aHOCATCS B JKypHAJ PETHCTPAINH JOKyMEHTOB ¢ Tpupom «KT»?

52. Kak nponcxoauT yHHYTOXKEHHE JOKYMEHTOB, COACPKAIMIMX KOH(PHUICHIIHAIbHBIC CBEACHHS?

53. [lonsTHE AMEKTPOHHOIO AOKyMeHTa. [IpenMyiiecTBa U HEOCTATKU AJIEKTPOHHOIO JOKYMEHTA.

54. Ilepeuncaure mporpaMMHBIE CPEACTBA UCHOIB3YEMBIE Ul COCTaBIEHUS M PENaKTUPOBAaHUs JJOKY-MEHTOB.

55. Nzobpasute cxeMy aBTOMATH3AIMH AEIOMPOU3BOJICTBA.

56. Uro mpencTaBisioT cob0il aBToMaTu3uMpoBaHHBIE paboune mecta (APM)?

57. [IpencraBbTe CTPYKTYpY 3JIEKTPOHHOTO Odhuca.

58. [puBemuTe MpUMeps CUCTEM aBTOMATH3AIMH JAEIONPOM3BOACTBA, UX (YHKIMOHAIBHEIE BO3MOXKHO-CTH. Kakue cructemMsl
UCTIONB3YIOT JUISL KPYIIHBIX, CPEIHUX U MANbIX HPeAIPUITHII?

59. Kak ocymecTBnsieTcs XxpaHeHHe JOKYMEHTOB B DJIEKTPOHHOHN (opme?

6.2. TeMbl NUCbMEHHBIX PadoT

KontponsHas pabota Uit CTyJEHTOB OYHO -320YHOM ()OPMBI 00Y4EHHs COCTOUT U3 PACUCTHBIX 3aJaHMi, OXBAaTHIBAIOIINX KypC
JMCLUIUIMHBI, ¥ BBITIOIHSICTCS [0 OTHOMY U3 yKa3aHHBIX BApUaHTOB. BrIOOp BapuaHTa onpeessercs Mo MocieHUM JByM Iudpam
3a4eTHOI KHIKKH. [lepeueHs BApHAaHTOB 3a1aHMI KOHTPOJIBHOM PabOThI, METOAWKA €€ BEIOIHEHHS H HeoOX0quMas JTUTepaTypa
HpUBEICHBI B METOINUECKIX YKA3aHUAX JUIS HAMHCAHUSA KOHTPOIBHOH PabOTHI.

KoHnTtponbHast paboTa CTyJEHTOB OYHO - 3209HOH ()OPMBI 00yUCHUS

KonTponsHas paboTa BEIMONHIETCS CTYIEHTOM II0CIIE CAMOCTOSTENILHOTO U3YUEHHUS TEOPETHUECKOTO Kypca M0 JUCIUIIINHE:
«/l10KyMEHTHPOBaHHUE YIIPABIEHUECKON AESTEIBHOCTH» U COCTOUT U3 TPEX 3aaHMi (BBIOOD 3a/laHUil OCYIIECTBIISACTCS HA OCHOBE
JBYX HOCIEIHUX 1P mHppa 3a4eTHON KHIKKH CTYACHTA):

3ananne 1. PaccMoTpeHne TeopeTHIecKoro Bopoca Ha TeMy: OCHOBHbIE TpeOOBaHMUS K COCTABICHHUIO ¥ O)OPMIICHUIO TOKyMEHTOB
OpPraHU3aLMOHHO - PACIOPAIUTEIBHON JESITENBHOCTU U KaIPOBOU JOKYMEHTALUH.

3aganue 2. PaccMoTpeHne TeopeTHUECKOro BOIIpoca Ha TeMy: TeXHOIOIHH paboThI ¢ JOKyMEHTaMH.

3ananue 3. [Ipakrudeckoe 3aganue: CocTaBUTh M OPOPMUTH OPraHU3aLUOHHBIE, PACIOPSAUTENIbHbIE, HHPOPMALMOHHbBIE
JIOKyMEHTBI ¥ JOKYMEHTBI 110 IEPCOHATY IPEAIPUATHSL.

6.3. @oH/ O1LIEHOYHBIX CPEICTB

1 TIOKA3ATEJIN, KPUTEPHU U ILIKAJIbI OLIEHUBAHM S KOMITETEHIIUI

Orenka copmupoBanHOCTH KomreTeHImi y ctyaenToB HUMU JIoul’AY u BbICTaBlICHHE OLICHKHU 110 OTACIBHON TUCIHUILIHHE
BEJICTCS CICIYIOINM 00pa3oM:

- IUTS CTYZICHTOB OYHOH ()OPMBI 00yUEHISI UTOTOBasI OIIEHKA MO JUCIUIUINHE BhIcTaBisercs o 100-0ayutbHoi cucTteMe, a 3aTeM
MIEPEBOJIUTCS B OLEHKU KOTIHMYHO», «XOPOILIOY», KYIAOBIETBOPUTEIHHOY, KHEYAOBIETBOPUTEIBHOY, «3aUTEHO» U «HE 3aUTCHOY;

- JUISl CTYZCHTOB 3a0YHOI U 04YHO-32049HOMN (OpMBI 00YUYCHHUS OLIEHUBACTCS IO MATHOAIPHOMN IIKaJIe, OLICHKAMH «OTIHYHOY,
«XOPOILO», KyJOBIETBOPUTEILHOY, «HEYJOBIETBOPUTEILHO; «3aUTCHO» WU «HE 3aUTEHOM.

Bricokuii ypoBeHb OCBOCHUS KOMITETEHIINH, HTOTOBAsI OIICHKA M0 JUCHUTUINHE «OTIMIHO» WK «3a4TeHo» (90-100 6amsos):
r1y0OKO U MPOYHO YCBOWJ MPOrPaMMHBIN MaTepuall, HCUepIbIBAIOIIE, TOCIEI0BATENbHO, YETKO U JIOTUYECKH CTPOIHO ero
U3JIaraeT, yMeeT TECHO YBA3BIBATh TCOPHIO C MMPAKTUKO, CBOOOIHO CIIPABIIETCS C 331a4aMH, BOIPOCAMHU U APYTUMH BHIAMHI
MIPUMEHEHHUS 3HAHUH, IPUYEM HE 3aTPYJHICTCS C OTBETOM IPU BUAOM3MEHEHUH 3aaHU|, UCTIOJIb3yeT B OTBETE MaTepuall
MOHOTpa(hUIECKON TUTEPATYPhl, TPABHILHO 00O0CHOBBIBAET MPUHSTOE PELICHUE, BIaIeeT Pa3HOCTOPOHHUMH HAaBBIKAMH U
[IpYeMaMH1 BBIIIOJHEHHUS IPAKTUYECKUX 3a1a4. CUCTEMHO U IUIaHOMEPHO paboTaeT B TEUEHHH CEMECTPa.

IToBBIIEHHEIH YPOBEHb OCBOCHHUS KOMIIETEHITN, HTOTOBAS OIICHKA 10 TUCIUIUIMHE «XOPOIIO» MITH «3auTeHo» (75-89 Gammos):
TBEpJO 3HAET MaTepuall, IpaMOTHO U IO CYIIECTBY M3JIaraeT ero, He JI0IyCKas CyLIECTBEHHbIX HETOUHOCTEH B OTBETE Ha BOIPOC,
MPaBUIIBHO MIPUMEHSET TEOPETHUECKUE TION0XKEHUSI TP PELICHUH MPAKTUIECKUX BOIIPOCOB U 3a/1a4, BiIajieeT HEOOX0AUMBIMU
HaBBIKAMH ¥ IPUEMaMH UX BBITOJTHEHH. CHCTEMHO W INIAHOMEPHO paboTaeT B TSUCHUH CEMECTpa.

IToporoBerit ypoBeHs OCBOCHUS KOMIIETEHITHI, HTOTOBAs OIICHKA 10 TUCIUIIIHHE «yAOBICTBOPUTEIIFHOY HIIH «3a4TeHO» (60-74
Oaria): UMeeT 3HaHUsI TOJIBKO OCHOBHOTO MaTeprala, HO He YCBOMJI €Tr0 JIeTajlei, TOMyCKaeT HETOYHOCTH, HEJJOCTATOUHO
NpaBHIbHBIC (POPMYITHPOBKHU, HAPYLICHHS JIOTHYESCKOI MOCICA0BATEILHOCTH B U3JIOKCHUH IPOTrPAMMHOTO MaTepHaia, HCIBITHIBACT
3aTPYAHEHUS TPH BBITIOJIHEHHH MPAKTHISCKUX padoT.

IToporoBeiii ypoBEeHb OCBOSHHSI KOMIIETEHITNI HE c(QOPMUPOBAH, UTOTOBAs OLIEHKA TI0 AUCIHUIINHE «HEYOBIETBOPUTEIHHOY» WIIN
«He3ayTeHo» (MeHee 60 GayIoB): HE 3HAET 3HAYUTEIBHOM YacTH MPOrpaMMHOIO MaTepHasa, J0MyCKaeT CyIleCTBEeHHbIE OLINOKH,
HEYBEPCHHO, C OOJBIIMMH 3aTPyTHCHUSMH BBIITOHSCT ITpaKTHIecKre padoThl. Kak mpaBmiio, OlleHKa «HEYIOBICTBOPUTEIHHOY
CTaBUTCSA CTYJCHTaM, KOTOPBIE HE MOTYT NMPOAOIKUTE 00y4IeHHe 0e3 TOMOTHATEIBHBIX 3aHATHH 110 COOTBETCTBYIOIIEH MUCIUIIINHE.




Kpurepun oneHk: ypoBHS c(hOpMUPOBAHHOCTH KOMIETEHIIUH U BHICTaBICHUE OLIEHOK MO KypcoBomy mpoekry (KIT) nnu xypcoBoit
pat6ore (KP):

- Bricokuii ypoBeHb OCBOCHUS KOMITETSHIINH, OTICHKa «OTIIHIHO» (25 — 23 6amna s KIT; 20 — 18 6amia st KP): pabota
BBIIIOJTHEHA HA BBICOKOM IIPO(ecCHOHAIFHOM ypoBHE. I10THOCTEI0 COOTBETCTBYET IMOCTABICHHBIM B 33IaHUU LIEJISM U 33/1a4aM.
[IpencraBneHHbII MaTepual B OCHOBHOM BEPEH, AOIYCKAIOTCS MeJIKHe HeTOYHOCTH. CTyIeHT CBOOOJHO OTBEYAeT Ha BOMPOCHL,
CBSI3aHHBIC C TPOEKTOM. BbIpaskeHa clIocOOHOCTH K Ipo)ecCHOHANBHON aJanTaluy, HHTEPIpEeTaluy 3HaHUH 13
MEKANCIUIUTMHAPHBIX 00IacTel

- [oBbIIEHHBIH YPOBEHb OCBOCHUS KOMIETEHIIUH, OIIeHKa «xopormio» (22-19 6amna mis KIT; 17 — 15 6amna qis KP): pabora
BBITIOJTHEHA Ha JJOCTaTOYHO BBICOKOM IPO(ecCHOHABHOM ypoBHE. JlomyiieHo10 3 HerpyObIX OIIHOOK, HEBIMSIOIIMI Ha Pe3yJIbTar.
CTyZIeHT 0TBeJaeT Ha BOIPOCHI, CBA3aHHBIE C POEKTOM, HO HEIOCTATOYHO MOJTHO.

- [oporoBelit ypoBeHb OCBOCHUS KOMIIETCHITHH, OIIEHKA «y0BIeTBOpUTEIbHOY (18-15 6amma qmsa KIT; 14 — 12 6anna qus KP):
ypOBEHb HEJJOCTaTOYHO BBICOK. JlOMyIIeHO 70 5 OIHIO0K, He CYIIECTBEHHO BIMSIOMINX HAa KOHEUHBII pe3yNbTaT, HO X0/ PelleHHs
BepHbIil. CTyI€HT MO>KET OTBETUTH JIMIIb Ha HEKOTOPBIE U3 33[]aHHBIX BOIIPOCOB, CBS3AHHBIX C IIPOEKTOM.

- [ToporoBelit ypoBeHs OCBOCHUSI KOMIIETCHITHH HE ChOPMHUPOBaH, OIIEHKA «HEYAOBIETBOPHUTEIRHO» (MeHee 15 6ammos ms KT,
Mmeree 12 6amnos amst KP): paboTa BBITIONIHEHA HA HU3KOM ypoBHe. J{omymieHs! rpy0sie onbku. Penenne npuHINIHANBEHO He
BepHO. OTBETHI Ha CBA3aHHBIC C IIPOESKTOM BOIPOCH OOHAPYKHMBAIOT HEIOHMMaHHUE NPEJMETa U OTCYTCTBHE OPHEHTALUH B
MaTepHalie IpoeKTa.

Kputepuu ouenku ypoBHs chOPMHUPOBAHHOCTH KOMIETEHIIMH U BHICTAaBICHUE 0AIIIOB TI0 pacueTHO-rpaduuecKkoii padbore
(koHTpOIBHOI padoTe) (10 10 6aymioB, 3a4TeHO/HE3aUTEHO): COOTBETCTBUE COACPIKAHHS PAOOTHI 33JaHUI0; TPAMOTHOCTh M3JIOKCHHS
1 Ka4ecTBO 0QOpMIICHUST paOOThl; COOTBETCTBAE HOPMATHBHBIM TPEOOBAHUSIM; CAMOCTOSTEIILHOCTD BHITONHEHHS Pa0OTHI, TITyOnHA
npopaboOTKK MaTepuaia; UCIOIb30BaHHe PEKOMEHIOBAHHOW U CIIPABOYHOMN JIUTEPATYPbl; MPABUIBLHOCTD BHIMOJHEHHBIX PACYETOB U
rpaduyuecKoit yacT; 000CHOBAHHOCTD U JIOKA3aTeIbHOCTh BHIBOJIOB.

Kpurepun oneHx: ypoBHS c(hOPMUPOBAHHOCTH KOMIIETCHIINH U BBICTaBICHUE OaioB 1o pedepaty (moxtamy) (o 10 6amos,
3a4TE€HO/HE3a4YTEHO): COOTBETCTBUE Co/IepKaHus pedepara (JoKIanaa) cogep kaHuio paboThl; BbIIETEHUE OCHOBHON MBICITH
pedepara (0KIa1a); KAUECTBO M3JIOKCHUSI MaTepHalia; OTBEThI Ha BOIIPOCHI IO pedepary (1owiany).

2. METOJIMYECKUE MATEPHAJIbI, OITPEEJISIOIIME ITPOILEYPbI OLIEHUBAHUS 3HAHHWIM, YMEHUIA,
HABBIKOB U (MJIN) OIIBITA JEATEJIBHOCTU, XAPAKTEPU3YIOIIUE STAIIbI ®OPMUPOBAHM S KOMITETEHLIMIA
OO0yl MOPSIZIOK MPOBEACHHS TPOLIELYPbI OLICHUBAHMUSI 3HAHUN, YMEHHUI, HABBIKOB U (MJIH) OIBITA ASSITEIbHOCTH, COOTBETCTBHE
HHIUKATOPaM JIOCTHKEHHS CHOPMHUPOBAHHOCTH KOMIIETEHIIHMI OTPEICIICH B CICAYIOIIUX JTOKATbHBIX HOPMATHBHBIX aKTaX:
[TonoxeHne 0 MPOMEKYTOYHOHN aTTecTall 00y4aroIUXCs 10 MPorpaMMam BhICIIEro 00pa3oBaHus (B ISHCTBYIONICH pelakinn).
JIOKyMeHTBI pa3MellieHbl B CBOOOHOM A0CTyIe Ha opunmaibaoM caiitte HUMU JlonI' A Vhttps://ngma.su/ B pasznene: ['maBuas
ctpanuna/Ceenenns 06 o0pa3oBaTeNbHON oprann3anui/JIokanbHbIe HOPMaTHBHEIE aKTHI.

6.4. IlepeyeHb BH/I0B OLICHOYHBIX CPEACTB

OLIEHOYHBIE CPEACTBA ITPOMEXYTOUHOU ATTECTAIINU:

- [lepeuens BapHaHTOB 3aJaHUH KOHTPOJIBHOI pabOTHI, METOMKA €€ BBIMOIHEHH U HEOOX0[Mast IUTepaTypa MpUBEICHHI B
MeTonuyecknx yKa3aHUsX JUlsl HATMCAHUSI KOHTPOJIbHOM paboThl: JlIOKyMEHTHPOBAHHE YIIPABICHYECKON e TEIbHOCTH
[3nexTpoHHEIN pecypc] : METOA. YKa3. II0 W3yY. AWCIL. ¥ BBII. KOHTP. paboT. cTya. 3a04. GOpMBI 00yd. [HAIIPaBII. ITOJTOT.
"OxoHomuka", "Menemxment", "Ilex. obpazosanue”, "Com. pabora", "IIpod. oOydenue", "3emneycTpoicTBO U KagacTpsI"] /
HoBouepk. unx.-menuop. uH-T ATAY, kad. menemxmenta u uadopmatuku ; coct. M.B. Cepena, E.A. leeBa, M.A. [lamkosa . -
DnekTpoH. AaH. - HoBouepkacck, 2017. - XKMI; PDF; 884 Kb. - Cuctem. TpedoBanus : IBM PC ; Windows 7 ; Adobe Acrobat X
Pro . - 3arn. ¢ 5kpaHa - umeetcs B dekrponHol oudmuoreke HUMU Jlonckoii TAY.

- KOMILIEKT OMJIETOB AJISI SK3aMEeHa/3aueTa. XpaHUTCS B OyMaXXHOM BHJE Ha COOTBETCTBYIomeH kadenpe. [TomnexuT exeroqHomy
OOHOBJICHHUIO U NEpeyTBEP)KACHUIO. YKCII0 BApHaHTOB OMIIETOB B KOMIIIEKTE HE MEHEE YHCJIa CTYJICHTOB Ha SK3aMeHe/3a4eTe.

7. YHEBHO-METOJUYECKOE U HTHO®OPMAIIMOHHOE OBECIIEYEHHME /IUCIUAIIJIMHBI (MOAY JIS)

7.1. Pekomenyemasi qureparypa

7.1.1. OcHoBHAs1 JIMTepaTypa

ABTOpBI, COCTaBUTENN 3armaBue W3narenscTBO, TOI
JI1.1 |I'punbepr A. C., JlokymeHTanroHHOE 00ecrieyeHre YIpaBiIeHus: Y4eOHHK Mockga: IOnutu-/ana, 2015,
T'opbauer H. H., https://biblioclub.ru/index.php?
Myxametmuna O. A. page=book&id=115031
JI1.2 | Ky3nenos U. H. Jlenonpon3BoacTBO: yueOHOE TocoOue Mocksa: [JamkoB u K°, 2022,
https://e.lanbook.com/book/277
238
JI1.3 | Cepena M.B. JloxkyMeHTHpOBaHHUE YIIPABICHYECKOH e TEIBHOCTH: Y4eO. Hosouepkacck, 2021,
nocoOue [[J1s CTyI. O4H. ¥ 3204. PopMbl 00yd. Hampasl. moArotT. | http://biblio.dongau.ru/MegaPr
"Oxonomuka", "Menemxment", "[IpuknanHas nHpopMaTHKa", oNIMI/UserEntry?
"Busnec - napopmaruka", "CormansHas pabora', Action=Link FindDoc&id=42
"3eMIIeyCTPOWCTBO U KaaacTphl"] 7193&idb=0

7.1.2. JlonoiHUTeIbHAS JTUTEPATYypa

ABTOpBI, COCTaBUTEIH 3araBue WznarenscTBo, ros




ABTOpBI, COCTaBUTEITN

3arnaBue

W3naTenbcTBO, IO

JI2.1 |SukoBuu L. A. Jlenonpon3BoACTBO B KaAPOBOIL CiIyk0e: yaeOHUK Mocxksa: IOnutu-/lana, 2015,
https://biblioclub.ru/index.php?
page=book&id=119021

JI2.2 |aBTt.-coct. .H. JlenoBoe muchbMo: yu4eOHO-CIIPaBOYHOE MTOCOOHE Mocksa: U3par.-topr.

Ky3znenos kopnopauus «Jlamkos u K,
2018,
https://biblioclub.ru/index.php?
page=book&id=496193

JI2.3 | Kymnuepyk C. I1. JIoKyMeHTHas IMHTBUCTHKA: Y4eOHOe mocoone Mocksa: U3n-Bo «DiuHTaY,
2016,
https://biblioclub.ru/index.php?
page=book&id=83382

J12.4 | Cepena M.B. JlokyMeHTHpOBaHNE yIPaBIEHYECKON e TEIIbHOCTH: Hosouepxacck, 2022,

MPaKTUKYM [A71s1 CTy. BceX popM 00yd. Halpasil. IOATOTOBKA http://biblio.dongau.ru/MegaPr
"Oxonomuka", "MenemkmeHT", "busHec-uHpopmaTuka", oNIMI/UserEntry?
"Ipuknagaas nHbPOPMATHKA" ]| Action=Link FindDoc&id=42
7759&idb=0
7.1.3. MeTtoanueckue pa3padoTKu
ABTOpBI, COCTaBUTENIN 3arnaBue W3natenscTBo, ron

JI3.1 |HoBouepk. HHX.- JIOKyMEHTHPOBAaHUE YIPABICHUYECKON NEATEIbHOCTH: METO/. Hosouepkacck, 2022,

MEJHOp. UH-T yKa3aHus 10 BBINOJH. J1a0. paboT [ cTya. Bcex hopM 00yd. http://biblio.dongau.ru/MegaPr

Honckoit 'AY ; cocr. : | HanpaBi. moarotoBku "OkoHoMuka'", "Menemxment", ""busnec- oNIMI/UserEntry?

M.B. Cepena, E.A. nadopmaruka", "Tpuragaas nHpopMaTnKa' | Action=Link FindDoc&id=42

HeeBa 7760&1db=0

JI3.2 | HoBouepk. HHX.- JIOKyMEeHTHpOBaHUE YIPABICHUYECKON NESTETbHOCTH: METO/. HoBouepxacck, 2022,

MEJIHOP. UH-T yKa3aHUsA 110 U3Y4. JMCIL. U BBIOJH. KOHTP. pabOTHI CTYI. OY.- http://biblio.dongau.ru/MegaPr

Jouckoit TAY ; coct.  |3a04. opMbl 00YY. [IT0 HANIPaBIL. TIOATOTOBKA "JIKOHOMHUKA'", oNIMI/UserEntry?

M.B. Cepena "Menemxment", "busnec-urpopmaTuka", "TlpukiagHas Action=Link FindDoc&id=42

nHpopmaTrka"] 7762&idb=0
7.2. Ilepeuens pecypcoB HH(OPMALMOHHO-TEJIEKOMMYHHKAIMOHHO# ceTu "UnTepHeT"
7.2.1 Odunuansreiii caiit HTMA ¢ moctynom B www.ngma.su
JJEKTPOHHYIO OHOIHOTEKY
7.2.2 Od¢unmanbHbI caiiT MUHUCTEpPCTBA TPyIa U http://www.rosmintrud.ru/
coIMaNbHOM 3amuTel PO
723 Poccuiickas rocynapcTBeHHas oubmmnoreka (Gonng https://www.rsl.ru/
AJIEKTPOHHBIX IOKYMEHTOB)
7.2.4 HNudopmannonnas cuctema «Exnnoe okHo goctynma k | http://window.edu.ru/
00pa3zoBaTEIBHBIM pecypcamy
7.2.5 YHusepcurerckas nHdGopmanmonnas cucrema Poccnst | https://uisrussia.msu.ru/
(YUC Poccust)
7.2.6 DnexrpoHHas OUOIMoTeKa yueOHUKOB http://studentam.net/
7.2.7 CrpaBoyHas cuctema «e-library» JIunensuonnstit qorosop SCIENCEINDEXNeSIO-
13947/34486/2016 ot 03.03.2016 T
7.3 IlepevyeHb MPOrpaMMHOro odecneyeHnst
7.3.1 1C Ipennpusitus Joroeop moctasku Ne PB0000816 ot 21.11.2017 r. OOO
«1C-I'DHAJIbD»
732 AdobeAcrobatReader DC JIutieH3nOHHBII JOTOBOP HA MPOrpaMMHOE oOecTIedeHHe JUIs
HepCOHATBHBIX KOMITbIOTEepOB Platform
Clients PC WWEULA-ru RU-20150407 1357
AdobeSystemsIncorporated (6eccpodHo).
7.3.3 Opera
734 Googl Chrome
7.3.5 Yandex browser
7.3.6 IIporpamMMmHast cucteMa Jiisi OOHApyKEHHsI TEKCTOBBIX | JImmeH3uoHHBIN moroBop Ne 6482 ot 28.02.2023 r.. AO
3aMMCTBOBAaHMI B y4eOHBIX  HAy9HBIX paboTax «AHTHUIIIIATHATY»
«AnTumnaruar. BY3y (unteprer-sepcus);Moayib
«IIporpaMMHBI KOMILTEKC IIOMCKa TEKCTOBBIX
3aMMCTBOBaHMI B OTKPBITHIX HCTOYHHUKAX CETH
MHTEPHET
7.3.7 MS Windows XP,7,8, 8.1, 10; Cyo6nuuensunonnsiii gorosop Ne502 ot 03.12.2020 r. AO

«CodrJlaiin Tpetia»




7.3.8 MS Office professional, CyO6nunen3uonnslii goroBop Ne502 ot 03.12.2020 r. AO
«CodrJlaiin Tpeiia»

7.3.9 Microsoft Teams [IpenocraBnsercs 6ecryaTHO

7.4 Tlepevyenb HHGOPMAIHOHHBIX CIIPABOYHBIX CHCTEM

7.4.1 basbr manabix OO0 "Tpecc-Uupopm" (KoHCyabTaHT https://www.consultant.ru
+)
7.4.2 basbr nanaeix OO0 Hayunas anekrpoHHas http://elibrary.ru/
6ubnmmoreka
8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JIUCIHUIIINHBI (MOOYJIS)
8.1 231 CrienanbpHOE MOMENICHHE YKOMIUIEKTOBAHO CIIEUATN3UPOBAHHON MeOENbI0 U TEXHUUECKUMHU

CpenCTBaMH O0YYEHHUsI, CIy KAIIUMHU JJIsI IPEICTABICHHS HHQOPMALIIH OOJBIION ayTUTOPHH:
Kommerorep Herronn DNS B nokanbHOM ceTH ¢ AOCTYNOM B ceTh «IHTEpHET» U 3JIEKTPOHHYIO
nHpopMannoHHO-00pa3zoBatensHyto cpexry HUMU lonckoit AY; IIpoekrop HacTeHHBIH; DKpaH
HACTEeHHBIH; YueOHo-HarsaHble nocodust; JJocka; Paboune mecta ctyneHToB; Pabouee mecto
IpernojaBaTessl.

8.2 227 CrnennanbHOE TOMEIICHHE YKOMIUICKTOBAHO CHECIHATI3HPOBAHHON MEOCIBI0 H TEXHIYECKIMU
CpeficTBaMH 00YUEHUsI, CITYKAIIUMHE TS TIPEACTABICHIUS HHPOPMAIIUU OOJBIIION Ay TUTOPUH:
KommyTatop ceteBoit; Komnbroreps!, 00beJHHEHHBIE B TOKAIBHYIO CETh C JOCTYIIOM B CETh
«MHTEepHET» U DIIEKTPOHHYIO HHPOPMAIHOHHO-00pa3oBatenbhyto cpeny HUMU Jlonckoii TAY:
Cuctemnsrii 610k — 20 mt., MoruTtop JKK — 20 mt.; HTEepakTHBHAS BHICOCUCTEMA; DKpaH
HACTEHHBIH; YueOHOo-HarsaHbIe mocodus; JJocka; Paboune mecra cryneHToB; Pabouee mecto
IpernoiaBaTess.

8.3 233 CrienanbpHOE MOMELICHUE YKOMIUIEKTOBAHO CIIEUATN3UPOBAHHON MeOENbI0 U TEXHUUECKUMU
CpeZIcTBaMH 00YUCHUSI, CITYKAIIUMHE JUTS IPEACTABICHHUS HHPOPMAIIUU OOJBIION ay TUTOPHH:
KommyTatop ceteBoif; KomnbroTeps!, 00beJUHEHHBIE B TOKATBHYIO CETh C IOCTYIIOM B CETh
«HTEpHET» U ANEKTPOHHYIO HHPOPMAIIMOHHO-00pa3oBarenbhyto cpeny HUMU Jlonckoii TAY:
Cuctemusii 610k — 14 mt.; Monutop XK - 14 mir.; IIpoekrop HacTeHHbIH; DKpaH HACTCHHbIN;
VYuebHo-HaraaHbIe TocoOus; [locka; Paboune mecra cTynenTos; Pabodee MecTo nmpemonaBares.

8.4 270 [TomerneHNe YKOMIUIEKTOBAHO CIIEIIMATIN3UPOBAHHON MEOEITBI0 M OCHAIIICHO KOMITHIOTEPHON
TEXHUKOH C BO3MOXKHOCTBIO TIOAKITIOUEHH K ceTu «HTepHeT» U o0ecreueHneM JoCTyIa B
3IEKTPOHHYIO HH(POPMaHOHHO-00pa3oBareabHyto cpeny HUMU Jlouckoit TAY: Kommbrorep —
8 mt.; Monurop — 8 mt.; MOV -1 mr.; [IpunaTtep — 1 mt.; Paboune MecTa cTyIeHTOB;

9. METOMYECKHUE YKA3AHUS JJI51 OBYYAIOIUXCSA 11O OCBOEHUIO JUCIIUMITIMHBI (MOY JIS)

1.ITonoxeHne 0 MPOMEKYTOYHOM aTTecTallMK 00YIArOIIUXCS IO TPOTpaMMaM BEICIIIETO 00pa3oBaHus [ DIEKTPOHHBIN pecypc]
(BBeneHo B neiictBue npukasom gupexropa HUMMU Jlonckoit TAY Ne3-OJT ot 18.01.2017 r.) /HoBO9EpK. HHK.-METHOP. HH-T
Houckoii AV .-OnekrpoH. nan.- HoBouepkacck, 2018.- Pexxum goctymna: http://www.ngma.su

2.ITonmoxeHne 06 OIICHOYHBIX MaTepHaIax Mo MporpaMmMaM BhICIIIETO 00pa3oBaHus (BBe. B IeHCTBHE MpuKa3oM nupekropa HUMU
Houckoit TAY Ne 18-OJ1 ot «1» despamnst 2022 r.)/ HoBouepk. umx.-menuop. HH-T JJouckoit TAY. -Onekrpon. gaH.- HoBouepkacck,
2022.- Pexxum noctyna: http:/ www.ngma.su

IMpuctynas kK M3y4eHHIO TUCIUIUIMHEI HEOOXOIMMO B IIEPBYIO 04Yepeb 03HAKOMHUTECS ¢ cofepkanreM PI1/I. JIekunu HMeEroT Henbio
JIaTh CUCTEMAaTH3NPOBAHHBIE OCHOBHI HAYYHBIX 3HAHIH 00 0OIIMX BONIPOCAX JUCHHUILIHHEL [Ipy u3ydeHnn u mpopaboTke
TEOPETUYECKOr0 MaTepraa Al 00yJarouxcss HE0OX0AUMO:

- IOBTOPHUTH 3aKOHCIIEKTHPOBAHHBIN Ha JIEKIMOHHOM 3aHATHU MaTepHal U AOMOJIHUTH €r0 C y4eTOM PEeKOMEHIOBAHHOH 110 TaHHOH
TeMe JINTEePaTyPEI;

- IIPU CaMOCTOSITEIEHOM U3yYeHUH TEMBI CIeNIaTh KOHCIIEKT, UCTIONb3Ys pekoMeHoBaHHbIe B PI1/] murepaTypHbIe HCTOUHHUKA U
pecypcbl HHGOPMaIMOHHO-TEICKOMMYHUKAIIMOHHON ceTn «/HTepHeT».
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