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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
OpraHu3auuoOHHO-
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
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
KOMMEPYECKOH TaliHbI
MIPEINPUSITHS; 0053aTETLCTBO O
HepasIalleHHd KOMMEPUeCKon
TaiHBI; H3YYCHHE CUCTEM
KOMITIEKCHOH aBTOMATH3aINH
nenonpousBocTaa) /p/

33 3. Co3pmaune 0a3bl JaHHBIX 4 2 OIIK-4.1 JI1.1
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

3.4 N3yueHne TeopeTHeckoro u 4 31 OIIK-4.1 JI1.1
MPAKTUYECKOTO0 Marepuana 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

25026 27
/Cp/

3.5 IToaroroBka k caaue 3a4uéra /3auét/ 4 4 OIIK-4.1 JI1.1
OIIK-4.2 JI1.2J12.1

OIIK-5.2 2.2
OIIK-5.3 VK- J12.3J13.1

43TIK-4.1 | 12323324

3536 37

6. ®OH/JI OTEHOYHbIX CPEICTB

6.1. KoHTpOJILHBIE BONPOCHI M 3aJaHUS

Bomnpocs! 11 npoBeneHust 3a4€Ta o AUCHUIIINHE "JIOKyMEHTUPOBAaHHE YIIPAaBICHUECKOH AesITebHOCTH !

1. OcHOBHBIE IOHATUS TOKyMEHTHPOBAHUS YIPABICHYECKON NEATEIbHOCTH.

2. O6mue u cnenuanbHble QYHKIHHA O(QUINATBHBIX JOKYMEHTOB.

3. CocTaB HOPMAaTUBHO-METOIUUECKOM 0a3bl JOKYMEHTALIMOHHOTO 00ECIeYeHUs..

4. YauuKanys u CTaHAapTH3ANNS YIIPABICHYCCKUX TIOKYMEHTOB.

5. Knmaccudukanms JOKyMEHTOB.

6. OdopmieHrEe PEKBU3UTOB YIPABICHYECKIX JOKYMEHTOB.

7. bnankn 1OKyMEHTOB 1 TpeOOBaHUS K HHM.

8. OdopmieHne B JOKyMEHTAX 3HAKOB MPETIMHAHS X CHMBOJIOB.

9. Oopmnenue mosueit, HyMepanuu CTPaHUI] B JOKyMEHTax.

10.0opmiieHre aT U YMces B JOKyMEHTaXx.

11. OdopmiieHre TaOIHI M PUCYHKOB B JIOKYMCHTaX.

12. Odopmiierne MaTeMaTHIeCKuX (GOPMyNT W eIUHUI] U3MEPEHNUS B JOKyMEHTaX.

13. KoppekrypHble 3HaKu U MpaBuiIa UX IPUMEHEHHS.

14.0co0eHHOCTH O(PHUIIUATEHO-IETIOBOTO CTHIIS.

15.YnoTpebiieHre MpONHUCHBIX U CTPOYHBIX OYKB.

16.Haunbonee ynorpebisieMble COKpAIIEHHS CIIOB.

17.KoppecnoHeH1ys, CBI3aHHAS C IPOBEAECHUEM MEPUOANIECKUX MEPOTIPUATHH.

18. YcraB opranusanuy, ero peKBU3UThl 1 OCHOBHbIE pa3/ieibl TEKCTA.

19. llITaTHOE pacnucaHue, €ro PEeKBU3HUTHI M OCHOBHBIE CBEJCHHUS, COAEPKAIIUECS B JaHHOM JTOKyMEHTE.
20. TTonoxeHue, €ro peKBU3UTHL. BUABI MOTOKEHUH.

21. Muctpyxiusa. OCHOBHOE Ha3HAYEHHE JOKHOCTHON MHCTPYKIUH, €€ PEKBU3UTHI U OCHOBHBIE Pa3feNbl TEKCTA
22. Y4penuTenpHbli 10TOBOP, €0 PEKBU3UTHL U OCHOBHBIE Pa3/ieiibl TEKCTA.

23. Buasl paciopsAUTEIbHBIX JOKyMEHTOB, IX OCHOBHOE Ha3HAUCHHE.

24. Tlpuxa3, ero peKBU3UTHI 1 OCHOBHBIE YaCTH TEKCTA.

25. PexBU3HUTHI YKa3aHUS U [IENb H3JaHNS TAaHHOTO JOKYMEHTA.

26. PacniopsikeHHe, €0 peKBU3UTHL. BOpOCEkL, 10 KOTOPBIM U3JA€TCS PACIOPKEHHUE.

27. Pemienue, ero pekBu3uThl. OpraHsl yIpaBlIeHUs, UMEIOIINE IPaBO K U3JaHHIO JaHHOTO JOKyMEHTa.




28. PexBU3HUTHI TOCTAaHOBIICHUS U II€Tb U3AaHNUS JAaHHOTO JOKYMCHTA.

29. Buzsl nHGOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB, UX OCHOBHOE Ha3HAUCHUE.

30. ITpoTokoi1, €ro peKBU3UTHI U OCHOBHBIE YaCTH TEKCTa. BUABI MPOTOKOIIOB.

31. oxnagHble M O0BICHUTEIBHBIC 3aIIMCKH, UX PEKBU3UTHI M OCHOBHBIC IIEJI HATINCAHUS IAHHBIX JOKyMEHTOB.
32. TpeGoBaHusl, IpeabsBIsIEMbIE K COCTABICHHUIO CIIPaBOK. BUIBI cripaBok.

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

34. TpeGoBaHus, MpeABABIAEMbIE K COCTABICHHUIO M O(OPMIICHHIO CITYKEOHBIX ITHCEM.
35. Pa3HOBHIHOCTH ITHCEM.

36. Buzibl JOKyMEHTOB, OTHOCSIINECS K JOKYMEHTALUH MO INYHOMY COCTaBY.

37. OdbopmiieHue mpuemMa Ha padoTy.

38. TpeboBanus, IpeABABIAEMbIE K COAESPKAHUIO U 0(OPMIICHHIO TPYIOBOTO JOTOBOPA.
39. Odopmienue MpUKa3oB MO TUYHOMY COCTaBY.

40. TpeboBaHus, IPEIBIBISIEMBIE K COIEP)KaHUIO U O(DOPMIICHHIO XapaKTEPUCTHKY.

41. CocraBHBIE 3JIEMEHTHI M PEKBH3HUTHI aBTOOHOTpaduu.

42. CocTtaB JOKyMEHTOB JINYHOTO JAeJa.

43. O61mpe npaBuia BeICHUS U BbIJA4YX TPYAOBBIX KHHKEK.

44. OdopmiteHre TOKyMEHTOB IIPH IIEPEBOIC COTPYAHUKA Ha IPYTYI0 pabOTy BHYTPH OpPTraHU3alNH.
45. INopsimok oopMIIeHHST JOKyMEHTOB IIPH YBOJIEHEHUH COTPYIHUKA.

46. Opranuzanys paboTsl C JOKyMEHTaMHU.

47. Iopsiiok 00pabOTKY NOCTYNAIOIINX U OTIPABISEMBIX JIOKYMEHTOB.

48. INopsimok 00pabOTKM OTIIPABIIAEMBIX JOKYMEHTOB.

49 ITopsmok 06pabOTKM BHYTPEHHHX JOKYMEHTOB.

50.Peructpanusi J0KyMEHTOB.

51.Opranuzanust KOHTPOJIS 32 UCTIOJTHEHHEM JJOKYMEHTOB.

52.XpaHeHue JOKYMEHTOB.

53.CocTaBneHre HOMEHKIATYPHI A€ OpraHU3aLHH.

54.0Opranuzanus paboThl C JOKYMEHTaMH, COAEPIKAIMMHI KOH(UICHIIMAIbHbIE CBEJICHUS.
55.CBenieHus, OTHOCSIIUECS K KOMMEPUECKOH TaliHe.

56.3amuTa JOKyMEHTOB, COAEPKAIMINX KOMMEPUECKYIO TalHY.

57.YHAYTOXKEHNE TOKYMEHTOB.

58.IToHATHE AIIEKTPOHHOTO JOKYMEHTA €T0 IIPEUMYIIECTBA H HEJJOCTATKH.
59.CocTaBineHue JOKyMEHTOB.

60.ABTOMaTH3NPOBaHHAS POLIEAYPa PAOOTHI C JOKyMEHTaMHU.

61.2nekTpoHHbIC 0OQUCHBIC CHCTEMBI.

62.XpaHeHne TOKyMEHTOB B 3JICKTPOHHOM (hopme.

ConeprkaHue NPaKTHISCKUX 3aTaHHH

1.CocraBuTh IpHKa3 00 yTBEPKICHUN HHCTPYKIHH 110 JeJIONPOU3BOJICTBY Ha 3aBOJie. B KoHCTaTHpYIOIIEeH 9acTn ykas3aTh, 9To B
COOTBETCTBUM ¢ THUIIOBOM MHCTPYKLUEH MO AETONPOU3BOJICTBY B MUHUCTEPCTBaAX, BeaoMcTBax Poccuiickoii denepauuu,
yTBep)KAEHHOH pacniopsbkeHreM [IpaButenbcrBa Poccuiickoit @enepanuu ot 00.00.20 1. No 00 npencenarenem Komurera no
nenam apxuBoB mpu [IpaButensctee PO OUO kanmenspuei 3aBoa pa3padoTaHbl HOPSTOK IPOXOKACHHS TOKyMEHTOB 1
CTaHAapTHl Ha OPraHU3aHOHHO-PACTIOPAAUTEIBHYIO JOKYMEHTAINI0. B pacnopsaauTensHOi 9acTi yTBEpAUTh HHCTPYKIHIO U
MOPYYHTH 3aBeAYyIOIIEH KaHLespueil 00eceyuTb METOANYECKOE PYKOBOJCTBO OpraHM3aliel AeI0NpoOr3BOCTBA Ha IPEANPUSTHH
Y YCTAaHOBHUTH KOHTPOJIb 32 COOMIOICHUEM TPeOOBaHNI HHCTPYKIIHH.

2.CocTaBHTh IIPUKA3 IO 3aBOAY 00 YCTAHOBICHUH €AWHOTO PeXXHUMa pabOThI IEHTPAIbHBIX CKIaN0B. B KoHCTaTHpYIOIIEH YacTn
OTMETHTB, YTO OTIYCK LI€XaM MaTepUaJIOB CO CKIAJ0B MPEANPUATHS B TeUeHHE padoyero AHSA HapyllaeT HOpMalbHYI0 paboTy
CKJIJICKOTO amnmapara. B pacnopsinTenbHON yacTy yKa3aTh KOHKPETHBIE Yachl OTIIyCKa MaTepHUajoB cO CKIa0B, Ha3BaTh
KOHKPETHBIX JJOJDKHOCTHBIX JIHII, KOTOPEIE OTBEYAIOT 3a MEPEeBOJ CKIIAI0B Ha Ooiee palloHaIbHBINH peskuM paboTel. OcTanbHbIE
MYHKTBI B PACHOPAIUTEILHOM 9aCTH U APYTUE PEKBH3UTHI YKa3aTh CAMOCTOATEIIBHO.

3.CocTaBuTh MPHKa3 MO peAnpuaThio "Temn" 00 UTOrax peBU3uM 1Mo MpoBepke GprHAHCOBOTO O0TUETa. B KOHCTATHpYIOIIEH YacTH
yKa3aTh, YTO pEBH3NEH 0OHAPYKEHBI (haKTHI TpyOOTO HapyIIeHHs (PHHAHCOBOTO YIETa, IIOJTHOE OTCYTCTBHE Y4ETa M OTYETHOCTH 110
KOMaHIMPOBKAM, OTCYTCTBHE )XypHAaJIa yIéTa JOBEPEHHOCTEH.

4. Hanucatp npuKa3 JUPEKTOpa 3aBOJja TOYHOTO MAIIMHOCTPOECHHUS O IPEMHUPOBAHUH PAOOTHUKOB IJIAHOBO-IKOHOMHUYECKOTO OTAeNa
3a JIOCPOYHYIO pa3paboTKy OusHec-1uiaHa. [Ipemus Bemaéres u3 (poHIa MAaTepHABHOTO OOIIPEHUs B pazMepe 50 % mecsaHOro
owntazna. /lpyrue TaHHBIC B TEKCTE M PEKBH3UTHI YKA3aTh CAMOCTOSTEIBHO.

5.Hamucats npuka3 mo OAO "Candup" 06 utorax foKyMeHTanbsHOH peBu3un padboTs! npeanpustus ¢ 01.02.20 . mo 01.09.20 r. B
aKTe PEBU3MH 3a(UKCUPOBAHbI CIIEAYIOIINE HEJOCTATKU: HE YIOPSAA0UEH YUET JIMUHOTO COCTaBa, HekoTopsle aena UTP naxoxsres
B 3aIlyIIIEHHOM COCTOSIHUH; y 3aBeayloniero ckiagom MeramioB [lerposa JI.H. okazanuce uznuiku muctoBoit cranu (320 kr) u
HelocTava CTaubHOU NeHTH (185 Kr); momyckaercss HEOOOCHOBaHHOE CIIHCAaHHUE YIIAaKOBOYHON Oymard, TBO3/Iei U 3alacHbIX YacTei
JUIS PEMOHTa 000PYI0BaHNUS; B MEXaHHUECKOM LieXe JIOMYILEH Mepepacxo i Npumos B konuuecTBe 60 Kr; 3aBeYIOLUINM CKIaJACKUM
xo3stiictBoM [1.11. JIoMOBBIM HECBOCBPEMEHHO OTIPY’KCHA ITOCTABIMKAM BO3BpaTHAas Tapa, 3a YTO 3aBOJIOM yIDIa4deH mrpad B
cymme 15 ToIc. py0. [Ipyrue peKBU3HUTH yKa3aTh CAMOCTOSTEIBHO.

6.CocTtaBuTh IIPUKA3 IO CTPOUTENBHON opranu3anuy "I'opu30HT" 0 HENMPaBUIEHOM HUCIOJIB30BaHUN CTPOUTEIBHBIX OTXOJ0B. B
BBOJIHOI 4acCTH yKa3aTh, 4TO IPH MPOBEPKE PabOTHI CKIIa/Ia MAIOMATEPHAIOB YCTAHOBJICHBI (DAKTHI OTIIYCKA B KOTCIBHYIO IS
CKUTAHUS OTXOJ/I0B MIJIOMATEPHAIIOB JITMHOMU cBbIme 20 cM. B 3aKTI04NTeN HOM YacTH ClelyeT MPeIIoKUTh 3aBEAYOIEMY
CKJIaJIOM OPTaHU30BaTh PabOTy IO Peann3aii OTXOI0B YaCTHBIM JIHIIAM.

7.CoctaBuTh npukas o0 urorax pabotsl ¢ fokymeHTamu B 20 1. B OAO "Crannynuk". B koHCTaTUpyIOIIeH yacTu yka3aTb Ha




HH3KYI0 TpeOOBaTeIbHOCTh PYKOBOAUTENEH MOAPA3AeICHII K KaueCTBY HOATOTOBKU M KOHTPOJIS 3a UX UCIIOTHEHHEM. B
PacropsIIUTENbHON YacT 00paTUTh BHUMaHUE PYKOBOAUTEINEH Ha ITOBBIIICHNE TPEOOBATEIBHOCTH K PAOOTHHKAM B 4acTH PabOTHI ¢
JOKyMeHTaMu. J[aTh 3a7aHie COTPYIHUKY, OTBEUAIONMIEMY 3a JIEJIONPOU3BOICTBO, Pa3pad0OTaTh MEPHI 110 YIIyUIICHUIO 3TOI paboTHI.
8.CocTaBUTH KPATKHA TIPOTOKOJI ITIPOU3BOJCTBEHHOTO COBEIIAaHUS paOOTHHKOB IJIAHOBO-IKOHOMUYECKOTO OT/IeNIa 3aBOJa
MEJIpenapaToB, Ha KOTOPOM ObLT paCCMOTPEH BONPOC O JOCPOUYHOH pazpaboTke Ou3Hec-maHa Ha 20 1. [Tocne obeyxaeHus
HPOU3BOJICTBEHHOE COBEIIAHNE NPHHSIIO pEeLIeHHE pa3padboTaTh OM3HEC-IUIaH Ha TPU JIHS PaHbIIE YCTAHOBICHHOTO CPOKa.
OcraspHBIe JaHHBIE YKa3aTh CAMOCTOSTENEHO.

9.CocTtaBuUTh KpaTKU IPOTOKONI 00IIEro coOpaHus pabounx o0IecTBa ¢ OrpaHHYEHHOH 0TBeTCTBeHHOCTHIO "FOrcTpoit", Ha
KOTOPOM 00CyX/1aeTcsi BOIIPOC O CO3JaHUU IeXa CTPOUTEIbHBIX MaTEPHAJIOB JUIsl CTPOUTEINILCTBA JKUIBIX JoMOB. Ha coOpannu
ObLTa 3aciTynIaHa HHGOpMANHs MpeaceaaTels 0 BO3SMOKHOCTH CO3/IaHMS TaKOTo IeXa M IMEePCIIeKTHBAX ero paboTsl. Beuto mpuHATO
pelIeHne TOpyIUTh IPEACEATEII0 U eT0 3aMECTUTENIO IO CTPOUTEIBCTBY B TeUEHHE 6 MECSIEB pa3BepHYTh paboTy U BEI-ACIUTH
JUIS OTUX 1eneit 3 MiH. pyo.

10.CocraBHUTh IPOTOKOJ 3acCelaHHsl MHBEHTApU3aLMOHHOM KOMHCCHH 3aBO/Ia Ta30BOM alnapaTrypbl, HA KOTOPOM pacCMaTpHBaJICs
BOIIPOC O Pe3yJIbTaTaX MHBEHTapU3alNH Mo cKramy Ne 7 BCIIoMoraTeNnbHBIX MaTepranoB. Ha 3acemannn ObUIO IPHHATO
MOCTaHOBJIEHHE 00 yTBEP KICHUH Pe3yIbTaTOB MHBEHTAPH3ALUH U OTHECEHHUH 3a CUET 3aBEAYIOIEr0 CKIAI0M HEAOCTaul
BCIIOMOTaTEJILHBIX MAaTEPHAJIOB B cyMMe 365 ThIC. py0., a TaloKe 3a4MTaHbl CIMYUTENIbHAS BEIOMOCTb 0 cKiany Ne 2 u
OOBSCHHUTENTBHAS 3aIMCKA 3aBEAYIONMIET0 cKIagoM. OcTalIbHBIE TaHHBIE OTPEICIUTE 10 CBOEMY YCMOTPEHHIO.

11.CocraBuTh JOKIAAHYIO 3alIMCKy TTTABHOTO OyXTanTepa AUPEeKTopy 00 UTOorax paboThl 0 HEHTPATH3AIMH PAaCIETOB C PabOINMH
u ciyxamumu Ha BII 3aBoza. LlenTpanuzaius pacu€ToB ana BO3MOXKHOCTh IIEPEBECTH Ha APYTYIO paboTy ATk OyXraaTepos
[IEXOB, YMCHBIIHUTh OLIMOKH B pacuérax ¢ pabourMH U CIIYXKaIlMMH. Y CHIINTh KOHTPOJIb 33 pacXofoBaHHeM (OHIOB 3apabOTHON
IaThl. B 3axmodeHnn HeoOX0MMO TIOCTaBUTh BOIIPOC O MPEMHUPOBAHUHN pabOTHHKOB Oyxrantepnn u BL, obecrieunBaromux
Hepexo/l Ha IIeHTPATH30BaHHBIN pacdéT 3apaboTHOM ATkl IO 3aBoAy. OcTanbHbIE JaHHBIE YKa3aTh CAMOCTOSATEIBHO.
12.CocTaBuUTh DOKIAHYIO 3aIIMCKy CEKpeTaps-pedepeHTa pyKOBOIMUTEINIO IPEAIPUTHS 00 yTepe paboTHHKOM AHapeeBbM B.I'.,
MICBEMa-3aIpoca, TIOCTYITUBIIETO B aApEC MPEAIPHATI ABa MecsIa Hazal.

13.CocraButs 1 oopMuTs (axc Gupmsr "SAnTaps" HoBocubupckomy npeanpusariio "PoccTpoil” o mogHOM 0TKa3e OT OIUIaTHI 3a
HOCTYMHUBIIYIO IPOAYKIHUIO B CBSI3H C T€M, YTO 3Ta MPOIYyKIMs He Oblia 3akazaHa. OcTalabHbIe pEKBU3UTHI yKa3aTh CAMOCTOSTENBHO.
14.CocTaBUTh DOKIAIHYIO 3aIIMCKy HaYaJIbHUKA OT/IE1a PYKOBOIUTEIIO IPEIIIPUATHS O (haKTe He-BBIIIOJIHEHHS PACIIOPSIKEHUS O
MOHTaXXe 000pyIOBaHHS HA YIaCTKe 10 IPHYMHE CIa00r0 KOHTPOJIS CO CTOPOHBI ITTABHOTO TEXHHKA.

15.CocraBuTh JOKIAAHYIO 3alIUCKy O MPUYMHAX HECBOCBPEMEHHOCTH IIPEACTABICHUS HH(POPMALIUH O BBIMOIHCHUH MTPUKa3a
Jaupexropa. OcTanbHble PEKBU3HUTHI YKa3aTh CAMOCTOSITENBHO.

16.CocTaBUTh TOKIAIHYIO 3aITUCKy MIABHOTO OyXrajrepa pyKOBOIUTEIIO MPEIPUATHS O HEOOXOIUMOCTH [ICHTPATH3AIHN
pac4éToB ¢ pabOTHUKAMH NpeAnpusITHs. B 00s13aHHOCTH OTYETHBIX paOOTHHKOB IIEXOB JOJDKHO BXOAWTH JIHIIE O(OPMIICHHE
HEepPBUYHBIX JOKYMEHTOB IO Y4ETY BBIpaOOTKH. B 1oKIanHOM 3amucke HEOOX0IUMO MOAATh MPEI0KEHHE O IIePecMOTpE MITAaTOB
OT4ETHBIX PAaOOTHHKOB B LI€XaX M INIABHOI OyXrantepuu u3 pacuéra oOIIEero COKpalleH s ITaToB He MeHee yeM Ha 20 %.
17.CocTaBuTh TOKIAJHYIO 3alIMCKy HadaJIbHHUKA IUNIAHOBO-3KOHOMHYECKOTO OT/ENA PYKOBOJHUTEIIIO TIPEAPHATH 00 obecriedeHnn
OTZeNa YeThIPhMs KoMIbloTepaMu. OcTalbHbIe PEKBU3HUTHI YKa3aTh CAMOCTOSATEIIBHO.

18.CocTaBuTh OOBSICHUTEIBHYIO 3aMCKY 0 (haKTy OTCYTCTBHS Ha pabouyeM MecTe coTpyaHuka Manosa I'.1. ¢ 8 yacos g0 12
gacos 12.04.20 r.

19.CocraButs crpasky o ToM, 9to Aradonos H.K. sBinsercs ctynenTom 3-ro Kypca (akyIbTeTa MEHEIKMEHTa 1 SKOHOMHUKH. (
20.CocTaBuUTb IpHUKa3 10 3aBOAY 00 yCTAaHOBJICHUH €IUHOTO PEeXUMa PabOThI LIEHTPAJIbHBIX CKIaZ0B. B koHCTaTHpYIOLIel YacTu
OTMETHTb, YTO OTITyCK LIEXaM MaTEepPHaJIOB CO CKIIAJIOB NIPEANPHATHS B TEUEHHE PaboUero IHS HapyIIaeT HOPMaIbHYIO paboTy
CKJIQJICKOTO afmapara. B pacriopsiuTensHOi 9acT yka3aTh KOHKPETHBIE Yachl OTIIYCKa MAaTepPHAIOB CO CKIAJI0B, Ha3BATh
KOHKPETHBIX JJOJDKHOCTHBIX JIMI[, KOTOPbIE OTBEYAIOT 3a MEPEeBOJ CKIAN0B Ha Oojee pallHoHaIbHEIN peskuM paboTel. OcTanbHbIE
MYHKTBI B PaCHOPAIUTENBHOM 9acTH U APYTUe PEKBU3HUTHI YKa3aTh CAMOCTOSATENBHO.

21.CocTtaBHTh NpHKa3 IO IpenpusITHio "3aps” 00 HTorax peBU3UH 10 POBepKe (PHHAHCOBOTO 0TYETA. B KOHCTaTHpyFomel qacTi
yKa3aTb, YTO PEBU3HEH 0OHAPYKEHBI (DaKTHI TPyOOTo HapyIIeHHs (PHHAHCOBOTO YIETa, IIOJIHOE OTCYTCTBHE Y4ETa U OTYETHOCTH 110
KOMaHJIMPOBKaM, OTCYTCTBHUE JKypHaja y4€éTa JOBEpEeHHOCTEH.

22.Hanucate npukas JUPEKTOpa 3aBojia TOYHOTO MAIMHOCTPOEHHUS O IPEMUPOBAHUU PAOOTHHUKOB MJIaHOBO-?KOHOMUYECKOTO
OTJIeNIa 32 TOCPOUHYIO pa3paboTKy OusHec-tutaHa. [Ipemus BeiaaéTcs u3 HoHIa MaTepraILHOTO MOOIIpeHus B pazMepe 50 %
MECSYHOTO OKIaja. J[pyrie naHHbIE B TEKCTE U PEKBH3UTHI YKa3aTh CAMOCTOSATEIBHO.

23.Hamnucatp npuka3 no OAO "Oxeuga" 06 utorax JOKyMeHTalIbHOU peBu3uu padboTs! npeanpusrus ¢ 01.02.20 1o 01.09.20 B
aKTe peBH3NH 3a()UKCHPOBAHBI CIICTYOIINE HEJOCTATKH: HE YIOPSIOYEH YUET IMIHOTO cocTaBa, HeKoTopsle nena UTP vaxonsares
B 3ayIIICHHOM COCTOSIHUH; y 3aBeqytomniero ckinanoM metamios [lerposa JI.H. oka3zanuck u3numky JimctoBoi craiu (320 xr) u
HejocTava cTaubHO# JeHTs (185 kr); omyckaercss HeOOOCHOBaHHOE CIIMCAaHHE YIIAaKOBOYHON Oymaru, rBo3/ieil 1 3alacHbIX JacTeit
JUIsL peMOHTa 000pYA0BaHMS; B MEXaHMYECKOM LIeXE JIOIYIICH IIepepacxo IMPHUIOs B KoaudecTBe 60 Kr; 3aBeAyIOMINM CKIaJACKAM
xo3siicTBoM [1.U. SIKkoBIIEBBIM HECBOCBPEMEHHO OTIPYKEHA TIOCTABIIIKAM BO3BpaTHAs Tapa, 3a UTO 3aBOJIOM yIIaueH mrpad B
cymMme 15 Teic. py6. [pyrie pekBU3UTHI YKa3aTh CaMOCTOSTENBHO.

24.CocTtaBHTh NIPHKa3 [0 CTPOUTENBHOI oprann3anuu "I opu3oHT" 0 HeMPaBUIBHOM HCHOJB30BAHIH CTPOUTENBHBIX OTX0J0B. B
BBOJIHOM 9acTH yKa3aTh, YTO IPH MPOBEPKE PadOTHI CKIIa/Ia MIOMATEPHAIOB YCTAHOBJICHBI (DAKTHI OTITYCKA B KOTSIBHYIO [UIS
CKHUTaHUS OTXO0/I0B MIJIOMAaTEpHANIOB AUHOU cBbIle 20 cM. B 3aKmiounTensHOM YacTy ciielyeT MpeaoKuTh 3aBeAyoLeMy
CKJIaJJOM OpraHU30BaTh PabOTy 10 peanu3aliu OTX0I0B YaCTHBIM JIHLAM.

25.CocraBuThb nprKa3 00 utorax padbotsl ¢ qokymeHTamMu B 20 1. B OAO "Benepuuku". B KoHCTaTHpYIOIICH YacTH yKa3aTh Ha
HIBKYIO0 TPeOOBaTEILHOCTh PYKOBOANTENCH TTOAPA3IeNICHIH K KaUeCTBY OATOTOBKU M KOHTPOJIS 3a UX UCTIONHEHHEM. B
pacHopsauTeNIbHON YacTH 0OpaTUTh BHUMAaHUE PYKOBOAUTENECH Ha MOBBIILICHNE TPeOOBATEIFHOCTH K paOOTHHKAM B 4acTH PabOTHI ¢
JokyMeHTaMu. J[aTh 3a7jaHie COTPYIHUKY, OTBEUAIONIEMY 32 JEJIONPOU3BOACTBO, Pa3paboTaTh MEPHI 10 YIIYUIIEHUIO 3TOI paboThI.
26.CocTaBHUTh KPAaTKUH ITPOTOKOJ TPOM3BOICTBEHHOTO COBEIIAHMUS PA0OOTHUKOB ITAHOBO-3KOHOMHYECKOTO OT/Ea 3aBOAA
MeJIpenapaToB, Ha KOTOPOM OBLIT pacCMOTPEH BOIIPOC O TOCPOUHOIT pa3paboTke Om3Hec-raHa Ha 20 1. [Tocne oOcyxaeHus
MPOU3BOJICTBEHHOE COBEIL[AHUE MPUHATIO pellleHHe pa3paboTaTh OM3HEC-IUIAH HAa TPU JHS PaHbIE yCTAHOBIEHHOTO CPOKA.




OcranpHble JaHHBIE YKa3aTh CAMOCTOSTENBHO.

27.CocTaBUTb KpaTKUi MPOTOKOJ 00IIEro codpanusi paboyux o0IIecTBa ¢ OrpaHHYEHHOM 0TBeTCTBeHHOCTRIO "FOreTpoit", Ha
KOTOPOM 00CY’KIaeTcsl BOIPOC O CO3TAHMUH IeXa CTPOUTEIBHBIX MaTepHaJIOB U CTPOUTENIBCTBA JKIIIBIX ToMOB. Ha coOpannn
ObLTa 3aciTynIaHa HHGOpMaNUs MpeaceaaTess 0 BO3SMOXKHOCTH CO3/IaHMS TaKOTo IeXa U MEePCIeKTUBAX ero paboTsl. Beu1o mpuHATO
pelIeHne NOPYYUTh TIPEACEIaTelII0 U ero 3aMECTHTENIO 110 CTPOUTEILCTBY B TEUSHHE 6 MECSLEB pa3BepHYTh pabOTy U BbI-JIEIHUTh
JUISL 9TUX 1eneit 3 MiH. pyo.

28.CocTaBHUTh IPOTOKOJ 3aCeNaHNS HHBEHTAPH3aMOHHON KOMICCHH 3aBOJIa Ta30BOH aIllapaTyphl, Ha KOTOPOM paccMaTpHBAJICS
BOIIPOC O Pe3ynIbTaTax HHBEHTapU3alUH Mo ck1amgy Ne 7 BCIIOMOraTeNlbHBIX MaTepranos. Ha 3acenanuu ObLIO IPUHSTO
MOCTaHOBJICHHE 00 YTBEPKICHUH PE3YJIbTATOB MHBEHTAPHU3AIMY U OTHECCHHH 3a CYET 3aBEIYIOIIETO CKIaJ0M HEI0CTaul
BCIIOMOTATEJBHBIX MAaTEPHANIOB B cyMMe 365 ThIC. py0., a TakKe 3a4NTaHbl CIIMIUTEIbHAs BEOMOCTh IT0 CKIaxy Ne 2
0OBACHHUTEIbHAS 3AINCKA 3aBEAYIONIETO cKIanoM. OCTaabHbIC JaHHBIC OTPEICIUTh 110 CBOEMY YCMOTPEHHIO.

29.CocTaBUTh AOKIAIHYIO 3aMIMCKY INIABHOTO OyXranTepa JUpeKTopy 00 uTorax paboThl 10 LEHTPATU3aHH PACUETOB ¢ pabOUNMHU
U ciryxamumMu Ha BLI 3aBona. Llentpanusamnus pacuéToB ajia BO3MOXKHOCTB IIEPEBECTH Ha IPYTyI0 PabOTy MATH OyXranrepos
I[EXOB, YMCHBIINTH OITHOKN B Pacu&Tax ¢ pabouNMH ¥ CITy>KalUMH. Y CHUINTh KOHTPOJIb 33 PacXoA0BaHNEM (OHIOB 3apaboTHOI
wIaTel. B 3axmodennn HeoOX0JUMO IOCTaBUTh BOIIPOC O MPEMHUPOBAHUU pabOTHUKOB Oyxrantepuu u BL, o6ecrieunBaromux
Hepexo Ha IEHTPAIM30BaHHBIN pacuéT 3apaboTHOI maTsl 1o 3aBoy. OcTaibHble JaHHBIC yKa3aTh CAMOCTOSTEIBHO.

30. CocTaBHUTh JOKIAIHYIO 3aIHCKy CEeKpeTaps-pedepeHTa pyKOBOIHUTEIIO MPEANPUATHSA 00 yTepe pabOTHHKOM 3yeBBIM
B.I'., nmuceMa-3ampoca, MOCTYIHBIIETO B aJpec MPeANpPUATHS [Ba MecAla Ha3al.

BOHpOCBI JIJISI CaMOCTOATENIbHOM pa6OTBI CTYACHTOB 110 AUCHHUIIIIMHE «HOKyMeHTI/IpOBaHI/Ie praBJ’IeH‘ICCKOfI JACATCIBHOCTHU»

1. OCHOBHBIE ONpENENICHNS: TOKYMEHT, PEKBU3HUTHI, JOKyMEHTHPOBAHHE.

2. Oobmue u crenuanbHble GYHKIUH JOKYMEHTA.

3. Bunsl ynpaieHdeckol TOKyMEHTalUU.

4. CocraB HOPMaTHBHO-METOANYECKOH 0a3bl JOKYMEHTAIMOHHOTO OOEeCIIeUeHHSI.

5. UYro Takoe yHU(UKAUSI W CTAaHIAPTH3AIHI JOKyMEHTOB?

6. [To xakuM mpU3HaKaM KIACCUPUUUPYIOTCS TOKYMEHTHI?

7. Kakue TpeOoBaHHS NPEIbIBIAIOTCS K O(OPMICHHIO PEKBU3UTOB JOKYMEHTOB?

8. B uém ocobeHHOCTH OdHIHaTbHO-IeT0Bor0 cTHiI? OCHOBHEBIE TPEOOBAaHUSA, MPEIBABIAEMbIE K O(QHIHATHHO-IETIOBOMY
cTuio?

9. Kak numrytest Ha3BaHuUs TOJDKHOCTEH B CUCTEME IOCYJapCTBEHHON BIAacTH U ympasieHus: Poccuiickoit ®@enepanun?
10. Haubomnee ymoTpebisieMble COKpAIICHUS CJIOB.

11. Kaxk npouncxomur odopmieHne 1at u 4ucen B JOKyMEHTax?

12. Kakue mOKyMEHTBI BXOAAT B CUCTEMY OpPraHM3allMOHHO-NIPABOBOHM JOKyMEHTAIH?

13. KakoBa ocHOBHast (pyHKIMS OpraHW3aIlMOHHBIX JOKYMEHTOB B YIIPABICHYCCKOW NESATEIBHOCTU?

14. Kaxue noKyMEHTBl OTHOCSTCS K YUpPEAUTEIbHBIM JOKYMEHTaM OpraHu3anuu?

15. KakoB cpok neiicTBUsI OpraHU3aIllMOHHBIX JOKYMEHTOB?

16. KakoBo ocHOBHOE HazHau€HHE PACHOPSIUTENbHBIX JOKYMEHTOB?

17. Kakue MOKyMEHTBI OTHOCSTCS K pacnopsauTeNbHbIM?

18. Kakne pexkBH3HUTHI 00€CIEUNBAIOT IOPHINIECKYIO CHIIY NpHKa3a, PAaCIOPSDKEHMS, H3aBaeMOr0 PyKOBOJICTBOM
IpeanpusIThs?

19. KakoBo Ha3HadyeHuMe MH(GOPMAIMOHHO-CIIPABOYHBIX TOKYMECHTOB B YIPaBICHUYCCKOH IESATEIEHOCTH?
20. Kakne mokyMeHTHI OTHOCATCA K HH(POPMAIHOHHO-CIIPABOYHBIM?

21. KakoBo Ha3zHaueHHe MPOTOKOJIA 3aceaHus?

22. Kto nmeer npaBo coCTaBlIsATh U HMOANUCHIBATH JOKIAJHBIE 3aIIMCKU, CIIPABKU, MPEIIOKEHU?

23. Bunbl aktoB M uX HazHAvYEHHE.

24, JIns kakux 1esel muiiercs oObsACHUTENbHAS 3amucKa?

25. Bunpl 1okyMeHTOB, nepeiaBaeMbIX MO0 KaHajlaM CBsI3U. IX OCHOBHOE Ha3Ha4YeHHE.

26. Ha xaxux OnaHKaX COCTaBISFOTCS CITy)KeOHBIC ITHChMa?

27. Ilepeuncnure OCHOBHBIE PEKBU3UTHI JI€JIOBOIO IHChMA.

28. Dranbl MOATOTOBKM U COCTABJICHUS THCEM.

29. Kaxue pa3HOBUAHOCTH CITy>KEOHBIX MHUCEM HCIIONB3YOTCS B MPAKTUKE YIIPaBJICHUA?

30. C Kakoil LeNbI0 COCTABIISIFOTCS TapaHTHITHBIE TUChMa?

31. B kakux ciydasx OTHpaBiseTCs MUCbMO-IPETEH3UA?

32. KakoBbl ocobeHHOCTH O0(hopMIiIeHHUs GJ1aroIapCcTBEHHOTO MUChMa?

33. Kaxue 1oKyMeHTBI OTHOCATCS K JOKYMEHTaM I10 JIMYHOMY COCTaBy?

34, Kakue moxyMeHTBI 0GOpPMIISIOTCS MpH TpUEMeE TpaXKaaH Ha padoTty?

35. Kak mpaBunbHO cocraBisieTcs pestome? Kak odopmisercs: TpyaoBoi 10roBop?

36. Kak odopmisiercs nmpuka3 o npuéme Ha padboty? Kakoe Ha3HadeHHe MMeeT MpUKa3, Kakue (GopMbl pHKaza
UCTIOJIHAOTCS?

37. Kakne mokymeHTHI 0(opMIISIOTCS NPH IepeBoje pabOTHHKA Ha APYTYI0 paboTy?

38. CocTaB JOKYMEHTAIMH, UCTIONb3YEMbIH NPH YBOJIBHEHUH PaOOTHHKA.

39. Yro Takoe TOKYMEHTO0OOpOT?

40. Kakue Bumb paboT BBITOMHSIOTCS TIPH 00pabOTKe BXOAAIIEH KOPPECTIOHICHITHN?

41. Kaxue Buas!l paboT BBITOTHSIOTCS ¢ UCXOAAIIMME JOKYMEHTaMU?

42. Jlns yero HeoOXonuMa perucTpanus JOKyMEHTOB?

43. KakoBa ocHOBHasl LieJIb KOHTPOJISI UCIIOJIHEHUS JOKYMEHTOB?

44. Iens pa3pabOTKM HOMEHKIATYPHI JE.

45. Posib TUNOBBIX U IPUMEPHBIX HOMEHKIIATYp JEJl.




46. Kakue cBemeHHss OTHOCATCS K KOMMEpUYEeCKol TanHe?

47. Yro BKIFOYAET OOCCICUCHUE 3aIUThl KOHPHUICHIMATEHON HH(OpMAIn?

48. Uro 3ampemiaercst mepcoHany, padoraoneMy ¢ KOHQHUICHIUATBHBIMA JTOKYMEHTaMH?

49. Kakne 00s13aHHOCTH BO3/IaraloTcs Ha PyKOBOJIUTENEH U MCHOTHUTENEH mpu paboTe ¢ KOHGHICHIINATHHBIMI
JIOKyMeHTamMu?

50. C Kako¥ LeNpI0 Ha JOKYMEHTE CTaBUTCS TpU(p KOH(QHUICHIUATHHOCTH, U KaKAe BUABI 3TUX TPU(OB HCHONB3YIOTCA? Uem
PYKOBOZICTBYIOTCS IIPH OTIPEIETICHUH YPOBHS KOH(PHUICHIIMATEHOCTH?

51. Kakue cBegeHUs 3aHOCSTCS B KypHAT PETUCTPALM AOKyMEHTOB ¢ Tpudom «KT»?

52. Kak nmpoucxonuT yHUYTOXKEHHE TOKYMEHTOB, COACPKAUIMX KOH(PHUICHIMAIBEHbIC CBEACHHS?

53. [onsTHE HIIEKTPOHHOTO JAOKyMeHTa. [IpenMyInecTBa U HEAOCTATKH 3JIEKTPOHHOTO TOKYMEHTA.

54. INepeuncanure mporpaMMHBIE CPEACTBA HCHOIb3YEMbIE JUIS COCTaBICHUS W PEIAaKTUPOBAHUS JOKY-MEHTOB.

55. Hzobpasute cxeMy aBTOMAaTU3ALMU AEJIONPOU3BOJCTBA.

56. Yro mpeAcTaBiAIOT CO00H aBTOMAaTH3MpPOBaHHBIE padoune Mecta (APM)?

57. [IpencraBbTe CTPYKTYpY IJIEKTPOHHOTO Oduca.

58. [TpuBeauTe mpuUMepsl CUCTEM aBTOMATHU3aLUH JIENONPOU3BOICTBA, UX (YHKIMOHAJIBHBIE BO3MOXKHO-CTH. Kakue cucTeMsl
UCTONB3YIOT JUISl KPYIHBIX, CPEIHUX U MaJIbIX MPEeIIpUsTHI?

59. Kak ocymecTBisieTcss XpaHeHHE JOKYMEHTOB B DJIEKTPOHHOH (hopme?

Kommuiexr 6unetoB i 3a4eta XpaHUTCS B OyMaKHOM/3JIEKTPOHHOM Bue Ha Kadeape Mull.

6.2. TeMbl NUCbMEHHBIX padoT

KonTponsHas paboTa U1 CTyJEHTOB OYHO - 3209HOH ()OPMBI O0YUCHHS COCTOUT U3 pacUETHBIX 3aJaHHUH, OXBATHIBAIOIINX KypC
JUCIUIIIMHBL, U BBINOIHIETCS 10 OAHOMY U3 yKa3aHHBIX BApHAHTOB. BeIOOp BapHaHTa ompeaenseTcs 1o MOCIeAHUM ABYM Iudpam
3a4eTHOM KHIKKH. [IepedeHb BApHaHTOB 331aHMIT KOHTPOJIBHOI PabOThI, METOAMKA €€ BHIIIOJIHEHHSI M HEOOX0qUMast JINTeparypa
TpUBEICHBl B METOMNUECKIX YKA3aHUAX JUIS HAITFCAHHUS KOHTPOJIBHOH PabOTEhI.

KonTponbHas paboTta cTyJ€HTOB O4HO - 3204HOH (HOpMBI 00YUEHUS

KoHTposnbHast paboTa BBIIIOIHACTCS. CTYAEHTOM I10CJIE CAMOCTOSTEIBHOTO H3YUCHUS TEOPETHIECKOT0 Kypca 110 AUCLIUIIINHE!
«/l10KyMEHTHpOBaHHNE YIIPABIEHIECKON AEATEITHHOCTH» U COCTOUT M3 TPEX 3aaHMi (BBIOOD 3a1aHMI OCYIIECTBIIACTCSA HA OCHOBE
JBYX MocIeqHUX Nudp mudpa 3a4eTHON KHIKKH CTYICHTA):

3ananue 1. PaccMoTpenne TeopeTHiecKoro Bopoca Ha TeMy: OCHOBHbIE TPeOOBaHHUS K COCTABICHUIO ¥ O()OPMIICHUIO TOKyMEHTOB
OPTaHM3AIMOHHO - PACTIOPSIUTEIBHOHN ESTEFHOCTH B KaJIpOBOH TOKyMEHTAIIHH.

3aganue 2. PaccMoTpeHne TeopeTHIecKoro BOpoca Ha TeMy: TeXHOIOTHH padoTHI ¢ JOKyMEHTaMH.

3anganue 3. [Ipakrudeckoe 3aaanue: CocTaBuTh U 0QOPMUTH OpraHU3ALMOHHBIE, PACTIOPIIUTEIbHbIE, HHPOPMAIIIOHHBIE
JIOKYMEHTBI U IOKyMEHTBI 110 IEPCOHAITY NPEANPHATHSL.

6.3. IIpouenypa oueHuBaHUS

1 TIOKA3ATEJIM, KPUTEPUU U IIKAJIBI OLIEHUBAHUA KOMITETEHITHIA

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

- JUISL CTYICHTOB 3a09HOI U 09HO-3209HON (popM 00yUCHHUS OLIEHUBACTCS 110 MATHOAIIFHON IIIKaJIe, OIICHKAMH «OTIIIIHOY,
«XOpOILO0Y, KyIOBIETBOPUTEIHHOY, «HEYIOBJIETBOPUTEIIBHOY; «3aUTCHO» MM «HE 3a4TEHOY.

Bricokuii ypoBeHb OCBOCHUS KOMIIETEHIINH, HTOTOBAsI OIIEHKA M0 JUCHUIUINHE OTIMYHO» WU «3a4T€HOY»: TITyOOKO U IPOYHO
YCBOWJI IPOTrpaMMHBII MaTepHuall, HCUEPIbIBAIOILE, [TOCTIE0BATEIBHO, YETKO U JIOTUYECKH CTPOMHO €ro U3jaraer, yMeeT TECHO
YBSI3BIBATH TEOPHIO C MPAKTHKOM, CBOOOIHO CITPABIISIETCS C 33/1a4aMH, BOIIPOCAMH W IPYTUMH BUIAMU TIPUMECHEHUS 3HAHUH,
MpUYeM He 3aTPYAHAETCS ¢ OTBETOM MPH BUIOM3MEHEHUH 3aIaHH, UCIIONB3YET B OTBETE MaTepral MOHOTpadhuIeckon
JUTEPATyphl, MPaBHUILHO OOOCHOBBIBAET MPHHATOE PELICHUE, BIaeeT PA3HOCTOPOHHUMH HABBIKAMH U IPHEMaMH BBITIOTHEHHS
MpakTHYeCcKuX 3a1a4. CHCTEMHO U IUTAaHOMEPHO paboTaeT B TCUCHUH CEMECTPA.

TToBbIIEHHBIA yPOBEHb OCBOCHHS KOMIIETEHIIMH, UTOTOBAs! OLIEHKA 110 IUCIUIUIMHE «XOPOLIO» WU «3aU4TEHO»: TBEPJO 3HAET
MaTepHal, FpaMOTHO U MO CYLIECTBY M3J1araeT €ro, He JIOMYCKasl CYIIeCTBEHHBIX HETOYHOCTEH B OTBETE Ha BOIIPOC, MPABUILHO
NPUMEHSET TEOPETHUECKUE TTOJIOKEHHS ITPU PELLIEHUH MPAKTUYECKUX BOIIPOCOB U 3a/1ay, BiIafeeT HeOOX0IMMBIMI HAaBbIKAMU U
MpHUEeMaMH UX BBITIOHEHMsI. CHCTEMHO W TNIAHOMEPHO paboTaeT B TCUCHUHU CEMECTpa.

TIoporoBelif ypoBeHb OCBOEHHSI KOMIIETEHLIUM, UTOT0Basl OLEHKA 110 JUCHUIUIMHE «YIOBJIETBOPUTENILHO» WM «3a4TEHO»: UMEET
3HaHUs TOJBKO OCHOBHOTO MaTepualia, HO He YCBOWJI €ro JeTajeil, 10MyCKaeT HeTOYHOCTH, HEJJOCTATOUYHO PaBUIIbHBIE
(hopMyTHPOBKH, HAPYIICHHUS JIOTHUECKON ITOCTICJOBAaTENEHOCTH B H3JI0KEHUHU ITPOTPAaMMHOTO MaTepralia, UCIIBITHIBACT 3aTPy IHCHUS
MIPY BBITOJTHEHUH TIPAKTUIECKHX PaOOoT.

IToporoBeiii ypoBeHb OCBOSHHSI KOMIIETEHIIUH HE chOPMUPOBAH, UTOTOBAsI OLEHKA 0 AUCIHUIIMHE «HEYOBIETBOPUTEIHHO» WIN
«HE3aYTCHOY»: HE 3HACT 3HAYMTENILHOM YaCTH IPOrPaMMHOTO MaTepHala, JOIMYCKACT CYIICCTBCHHBIC OIIUOKH, HEYBEPEHHO, C
OOJBITIMH 3aTPyIHSHHSIMH BBHITIOJTHSET MPAKTHIECKe padoThl. Kak mpaBmito, olleHKa «HEYIOBICTBOPUTEIEHOY» CTABUTCS
CTyJCHTaM, KOTOPBIE HE MOTYT MPOAOJIKHUTH 00y4YeHHE 0€3 TOMONHUTENBHBIX 3aHIATHH 110 COOTBETCTBYIONIEH AUCIUTITUHE.
METOJJUYECKUE MATEPHAJIbI, OITPEJEJISIOILME ITPOLIEYPbI OLIEHUBAHUS 3HAHWM, YMEHHI, HABBIKOB
U (WUJIN) OTIBITA JEATEJIBHOCTH, XAPAKTEPU3YIOIIME STAITBI ®OPMUPOBAHN S KOMITETEHIMI

OO0mmii OPSIOK IPOBENEHIS MTPOIISTYPHI OLICHUBAHUS 3HAHWH, YMEHUH, HABBIKOB M (WJIN) OTIBITA JAESTEIEHOCTH, COOTBETCTBHE




UHIUKATOpaM JOCTIDKEHHS C(hOPMHUPOBAHHOCTH KOMIICTEHIIMI OTIpe/IeNieH B CIEAYIOIIUX JTOKaIbHBIX HOPMATHBHBIX aKTax:

1. [TonoxxeHue o Tekyuiei arrectanuu 3Hanui odydaronuxcss B HUMU [IIAY (B neiicTBytoieit pegakuun).

2. ITomoxeHue 0 IPOMEKYTOTHON aTTeCTalNH 00YJAOIMINXCS IO TIPOTpaMMaM BEICIIEro 00pa3oBaHMs (B ACHCTBYIOMICH peqaKiunm).
JIOKyMEHTBI pa3MeIeHsI B CBOOOHOM focTyte Ha opunuansaoM caiite HUMU lorI'AY https:/ngma.su/ B pazaene: [aBras
ctpannua/Ceenenus 06 o6pa3oBaTenbHON opranuzanui/JIokanbHpie HOPMaTHBHBIE aKThI.

6.4. IlepedeHb BH/IOB OLEHOYHBIX CPENCTB

1. OUEHOYHBIE CPEJJCTBA TEKVIIEI'O KOHTPOJIA:

- TECTHI / BOIPOCKHIIIS IPOBEIEHUS TPOMEKYTOUHOTO KOHTPOJIS,
- OnaHkKy 3aganni 11g BeinonHenus PIP.

2. OLIEHOYHBIE CPEJICTBA ITPOMEXXYTOYHOM ATTECTALIUU:
- KOMIIJIEKT OMJIETOB I 3a4eTa/ SK3aMeHa.

XpaHuTcs B OyMa)XHOM/3JICKTPOHHOM BUJIe Ha Kadenpe Mull.

7. YHEBHO-METO/JMYECKOE U HTH®OPMAIIMOHHOE OBECIIEYEHHME ITUCHUIIJIMHBI (MOAY JISA)

7.1. Pekomenayemasi iutepaTypa

7.1.1. OcHoBHasi iUTEpPaTypa

ABTODBI, COCTABHTEITH 3arnaBue W3narenbcTBO, roj
JI1.1 | Kysnenos U. H. Jlenonpon3BoAcTBO: yueOHO-CIIPaBOYHOE 1Tocodre Mocksa: [amkoB u K°, 2024,
https://biblioclub.ru/index.php?
page=book red&id=711135
JI1.2 | Cepema M.B. JIOKyMEHTHPOBaHUE YIIPABIEHIECKON NEATEIBHOCTH: y4e0. Hosouepkacck, 2021,
nocobwue [[J1s CTyA. O4H. U 3204. (popmbl 00yuy. Hampasi. moarot. | http:/biblio.dongau.ru/MegaPr
"Oxonomuka", "Menemkment", "IlpukianHas nHpopmaTrka”, oNIMI/UserEntry?
"busnec - naopmarnka", "CormansHas padoTa”, Action=Link FindDoc&id=42
"3eMieyCcTpONHCTBO U KafacTpsl'] 7193&idb=0
7.1.2. lonoJHuTeAbHAS JUTEpATypa
ABTOpBI, COCTaBUTENN 3arnasue W3naTenbCcTBO, IO
JI2.1 | Kymmepyxk C. I1. JloKyMeHTHasl TMHTBUCTHKA: Y4eOHOe mocooue Mocksa: 3a-Bo «DauHTaY,
2016,
https://biblioclub.ru/index.php?
page=book&id=83382
J12.2 | Cepema M.B. JIOKyMEHTHpPOBaHUE yIPABICHUYECKON NEATEIbHOCTH: Hosouepxacck, 2022,
MIPAKTUKYM [A71s1 cTy . BceX popM 00yY. Halpasil. IOATOTOBKU http://biblio.dongau.ru/MegaPr
"OxoHomuKa", "Menemkment", "busnec-nadopmarika', oNIMI/UserEntry?
"IMpuknagaas nHbDOPMATHKA" ]| Action=Link FindDoc&id=42
7759&idb=0
JI2.3 | HoBouepk. HHX.- JIoKyMEeHTHpOBaHHUE YIPABIEHUYECKON ESITEIbHOCTH: METO/. HoBouepxacck, 2022,
MEJTAOP. UH-T yKa3aHus 110 BBIMOJH. JIa0. paboT [ cTya. Bcex hopM 00yHd. http://biblio.dongau.ru/MegaPr
Houckoit 'AY ; cocrt. : | Hanpasin. moArotoBku "OxoHoMuka'", "Menemxment", "busnec- oNIMI/UserEntry?
M.B. Cepena, E.A. uapopmaruka", "IpuxnagHas naHpopmaTuka'] Action=Link FindDoc&id=42
Jleesa 7760&idb=0
7.1.3. MeTonuueckue pa3padoTku
ABTODBI, COCTABHTEITH 3arnaBue W3narenbcTBO, roj
JI3.1 | HoBo4epk. HHX.- JIoKyMEeHTHpOBaHHUE YIPABICHUYECKON NESTEIbHOCTH: METO/. Hosouepkacck, 2022,
MEJIAOp. WH-T yKa3aHus 110 U3y4. JMCI. U BBIOJIH. KOHTP. pabOTHI CTYI. 0Y.- http://biblio.dongau.ru/MegaPr
Houckoit TAY ; coct. | 3a04. ¢opMbl 00yY. [110 HANpaBII. HOATOTOBKK "JKOHOMHUKA', oNIMI/UserEntry?
M.B. Cepena "MenemxmenT", "busnec-unpopmaruka”, "Ipuxnannas Action=Link FindDoc&id=42
nHpopmaTuka"] 7762&idb=0
7.2. Ilepeuens pecypcoB HH(OPMALMOHHO-TEJIEKOMMYHHKAIMOHHO# ceTu ""UnTepHeT"
7.2.1 Odo¢urnmanbhelii caitt HTMA ¢ moctymnom B www.ngma.su
ANEKTPOHHYIO OMOIHOTEKY
7.2.2 Od¢unmanbHbI caiiT MUHHCTEpPCTBA TpyIa U http://www.rosmintrud.ru/
COLIMAJILHOM 3amuTel PO
7.2.3 Poccwuiickas rocynapcTBenHas oudauorexa (GpoHa https://www.rsl.ru/
AJIEKTPOHHBIX IOKYMEHTOB)
724 Wudopmanmonnas cucrema «ExnHoe okHo moctynma k | http://window.edu.ru/
00pa3zoBaTEIBHBIM peCypcam
7.2.5 YHusepcurerckas nH(opmanuonnas cucrema Poccust | https://uisrussia.msu.ru/
(YUC Poccus)




7.2.6 OnekTpoHHas OMONMMOTEKa yIeOHUKOB http://studentam.net/
7.2.7 CrpaBoyHas cuctema «e-library» JIuniensuonnstit norosop SCIENCEINDEXNeSIO-
13947/34486/2016 ot 03.03.2016 T
7.3 IlepevyeHb MPOrPaMMHOI0 o0ecneyYeHHst
7.3.1 1C IIpennpusitus Horosop nocrasku Ne PB0000816 ot 21.11.2017 r. OOO
«1C-I'OHAJIbD»
732 AdobeAcrobatReader DC JIutieH3MOHHBII JOTOBOp HA MpOrpaMMHOE oOecTiedeHHe JUIs
MEePCOHANBHBIX KOMITbIOTepoB Platform
Clients PC_ WWEULA-ru_RU-20150407_1357
AdobeSystemsIncorporated (6eccpouno).
7.33 Opera
734 Googl Chrome
7.3.5 Yandex browser
7.3.6 IIporpamMmHast cucteMa Jiist OOHapyKeHHsI TeKCTOBBIX | JInmeH3uonHbIi moroBop Ne 8047 ot 30.01.2024 r.. AO
3aMMCTBOBaHMI B y4eOHBIX 1 HAy9HBIX paboTax «AHTHUIIIATHAT»
«Antunnaruat. BY3» (uarepret-Bepcus);Monynb
«IIporpaMMHBIH KOMIUIEKC ITIOMCKA TEKCTOBBIX
3aMMCTBOBAHHUI B OTKPHITHIX NCTOYHHUKAX CETH
MHTEPHET
7.3.7 MS Windows XP,7,8, 8.1, 10; Cyb6nuuensnonnsiii gorosop Ne502 ot 03.12.2020 r. AO
«Cod¢rJlaitn Tperio»
7.3.8 MS Office professional; Cyo0nunen3nonnsiii gorosop Ne502 ot 03.12.2020 r. AO
«Cod1Jlaitn Tpeitn»
739 Microsoft Teams Ipenocrapnsercs GecruiaTHO
7.4 llepeyeHb HHGOPMALMOHHBIX CHIPABOYHBIX CHCTEM
7.4.1 baza garnaeix OO0 "M3natensctBo Jlanp" https://e.lanbook.ru/books
7.4.2 ba3bl nanabix OOO "PernoHanbHbIN
nH(GOPMAIMOHHBIA HHICKC IUTHPOBAHUS"
743 ba3sl nanaeix OOO HayuHnas anekrpoHHas http://elibrary.ru/
6ubnuorexa
7.4.4 bazer ganabix OO0 "Tlpecc-Mudpopm" (KoHcynbrant https://www.consultant.ru
+)
8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUIIIMHBI (MOAY JIS)
8.1 227 CrnenmanbHOE TOMEIICHHE YKOMIUIEKTOBAHO CHECIHATIM3HPOBAHHON MEOCBI0 H TEXHIYECKIMU
CpeACTBaMH O0YYEHHS, CIy KaIlUMHU TSI IPEICTABICHI HH()OPMAIIH OOIIBIION Ay TUTOPHH:
KommyTtartop cereBoii; Kommbrorepsl, 00beIMHEHHBIE B IOKAIBHYIO CETh € IOCTYIIOM B CETh
«MHTEpHET» M DIIEKTPOHHYIO HHPOPMAITHOHHO-00pa3oBaTenbhyto cpeny HUMU Jlonckoii TAY:
Cuctemnsrii 610k — 20 mt., Morutop JKK — 20 mit.; HTepakTHBHAs BHICOCUCTEMA; DKpaH
HACTEHHBIH; Y4ueOHO-HarsaHbIe mocodus; JJocka; Paboune mecta ctyneHToB; Pabouee mecto
IpernojaBaTess.
8.2 231 CrieraabHOE MOMEIICHHE YKOMIUIEKTOBAHO CIICIIHATH3UPOBAHHON MEOEIBIO U TEXHUUECKUMHU
CpencTBaMH 00YYEHHS, CIy KaIlluMH TSI IPEICTAaBICHI HH(OOPMAIINH OOIIBIION ay TUTOPHH:
Komnerorep Hetron DNS B nokaneHOM ceTH ¢ JOCTYNOM B ceTh « THTEpHET» U 3JIEKTPOHHYIO
nHpopMannoHHo-o0pazoBarenbHyto cpeny HUMU ouckoit AY; [Ipoekrop HacTeHHBIH; DKkpaH
HACTCHHBIH; YueOHO-HarsIIHEIe mocooust; Jlocka; Paboune Mecta crynentos; Pabodee mecto
IIpEroAaBaTes.
8.3 233 CrnennambHOE TOMEIIEHHE YKOMIUIEKTOBAHO CHEIHATIM3UPOBAHHON MEOENBI0 M TEXHIYECKIMI
cpeAcTBaMH 00yUYeHHsI, CITy>KAIlUMU [UIS IpeACTaBIeHUs HH(POpMaLu OOJBILION ay JTUTOPUH:
KommyTatop ceteBoit; Komnprotepsl, 00beJHHEHHBIC B JTOKAIEHYIO CETh C IOCTYIIOM B CETh
«VHTEpHET» U MEeKTPOHHYT0 HH(pOpManHOHHO-00pa3zoBaTenbHyo cpexry HUMU Jlorckoit [AY:
Cucremnslit 010k — 14 mt.; MoruTtop XK - 14 mt.; IIpoexrop HacTeHHBIH; DKpaH HACTCHHBIN;
VYuebHo-HarmsAHbIe Iocobust; Jlocka; Paboune mecta ctynentos; Pabouee MecTo mpenoaaBates.
8.4 270 [oMmenieHne yKOMIUIEKTOBAHO CIICIAATU3NPOBAHHON MEOECIBI0 M OCHAIIICHO KOMITBIOTEPHOI

TEXHHUKOH ¢ BOZMOXHOCTBIO MOIKITIOUCHUS K ceTH «VHTepHeT» 1 obecrieueHneM JOCTyTa B
UIEKTPOHHYIO HH(OPMAIIHOHHO-00pa3oBarensHyto cpexy HUMMU Jlonckoit TAY: Kommerotep —
8 wt.; Monutop — 8 mr.; MOV -1 wrt.; [Ipuntep — 1 wt.; Paboune mecta CTyAEHTOB;

9. METOINYECKHUE YKA3AHMS JUIS1 OBYUAIOIUXCSI IO OCBOEHUIO AUCIHUILINHBI (MOLY.JI5)

1.ITonoxeHne 0 MPOMEXYTOUHOH aTTecTaly 00YJaroLMXCs 0 MPorpaMMam BhICIIETO 00pa30-BaHUsl [ DIEKTPOHHBIN pecypc]
(BBeneHoO B neficTBue npukazoM mupekropa HUMU JJonckoii TAY Ne3-OJT ot 18.01.2017 r.) /HoBoUYepK. HHXK.-METHOP. HH-T
Jouckoit TAY.-Dnexrpon. nan.- HoBouepkacck, 2018.- Pexxum goctyna: http://www.ngma.su

2. TunoBsle GOPMBI TUTYJIBHBIX TUCTOB TEKCTOBOM JTOKYMEHTALUH, BBITIOJIHAEMON CTyJEeHTAMHU B y4eOHOM polecce [ DIeKTpOHHBIH
pecypc] / HoBouepk. urx.-Menuop. uH-T JloHckoit ['AY .-OnekrpoH. naH.- HoBouepkacck, 2015.- Pexxum mocrtyma:
http://www.ngma.su.




3. Meronuyieckue ykazaHUsl [0 CAMOCTOSATEIbHOMY U3YyUEHHIO JUCIUIUIMHBL (MIPUHATH Y4eOHO-METOIUYECKHM COBETOM
MHCTUTYTA, MPOTOKOI Ne 3 oT «30» aBrycta 2017 r.) / HoBouepk. urK.-Menuop. uH-T JloHcko# ['AY .-DnekTpoH. 1aH.-
HoBouepkacck, 2017.- URL: http://www.ngma.su — TeKcT: 3JeKTpOHHBIH.

[TpucTynas K n3y4eHHIO JUCIUILTMHBI HEOOXOANMO B IIEPBYIO OYEPEab 03HAKOMUTECS ¢ copepxanueM PITJ]. Jlekuun uMeroT 1embto
JIaTh CHCTEMaTH3NPOBAaHHBIE OCHOBHI HAyYHBIX 3HAHMH 00 0OIINX BONIPOCaX TUCIUIUIMHEL [Ipy m3ydeHnn u mpopaboTke
TEOPEeTHUYECKOTr0 MaTepuaa s 00yJaronmxcsl HCOOX0IUMO:

- HOBTOPHUTH 3aKOHCIIEKTHPOBAHHBIN Ha JIEKLIMOHHOM 3aHATHU MaTepHa U AOMOJIHUTH €r0 C y4eTOM PEeKOMEHI0BAHHOM 110 ITaHHOMH
TeMe JINTEePaTyPEI;

- IIPU CaMOCTOSTEIFHOM H3yYeHUH TEeMBI C/IeJIaTh KOHCIICKT, UCTIONb3Ys peKoMeHoBaHHbIe B PI1]] mutepaTypHBIC HCTOUHHUKA U
pecypcbl HHGOPMAIMOHHO-TEICKOMMYHUKAIIMOHHON ceTn «/HTepHeT».




		Мельник Татьяна Владимировна
	2024-09-24T11:40:18+0300
	Новочеркасск
	Мельник Татьяна Владимировна
	Утверждение




