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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 | Texnonormueckast (IIPOCKTHO-TEXHOJIOTUYECKast) MPaKTHUKA

3.2.3 | IIpoeKTHBII PaKTUKYyM

3.2.4 | IlpousBoAcTBEHHAS IKCIUTYaTallMOHHAS! [TPAKTHKA

3.2.5 [ 3ammTa BEIMYCKHOH KBaNMM(UKAIIMOHHOH padoTHI, BKIIIOYAs TOTOTOBKY K 3aIIUTE W IPOIETyPY 3alIUTHI

3.2.6 | Texnomoruveckas (IpOEKTHO-TEXHOJIIOTUYECKAsI ) IPAKTHKA

3.2.7 | YrpaBieHrue u3MEeHEHUSIMU

4. KOMIETEHIIAY OBYYAIOIIET'OCSI, ®OPMUPYEMBIE B PE3YJIbTATE OCBOEHMSI JUCIUTLINHBI
(MOZY.JIsT)

OIIK-6 : Crioco0eH BBINOJHATD OTeJIbHbIE 321241 B PAMKAX KOLJICKTHBHOIl Hay4HO-HCC/1e10BaTe/IbCKOM, IPOCKTHOMN U
y4eOHo-npodeccHOHATILHOM eATeIbHOCTH /ISl MOMCKA, BBIPA0OTKH M PUMEHEHHUs HOBBLIX pelleHuil B 00J1acTH
HH(OPMANHOHHO-KOMMYHHKAIMOHHBIX TEXHOJIOTHMA.

OIIK-6.2 : CriocobeH ocymecTBIAT TPOBEACHUE MTPE3EHTALMH, IEPErOBOPOB, Ty OIINYHBIX BHICTYIIIEHHH, IIPOBOJUTH
TEOPETHUYECKOE M IKCIIEPHIMEHTAIEHOE HCCIIEIOBAHHUS 00BEKTOB MPO(EeCCHOHANBHON NEeSITENFHOCTH, BBIITOIHATH ITOITOTOBKY
0030pOB, aHHOTAIIHIA, COCTaBIIeHHE pedhepaToB, HAYIHBIX JOKIAO0B, ITyOIUKANH, 1 OnOIHOrpadun Mo HayIHO-
HCCIIeIOBATEIBCKOI padoTte

YK-4 : Cnioco0eH ocylecTB/IATh 1eJ10BYI0 KOMMYHUKAIMIO B YCTHOI M NUCbMEHHOI ¢opMax HA rocy1apCTBEHHOM SI3bIKe
Poccuiickoii ®@egepanuu 1 MHOCTPaAHHOM(BIX) A3bIKe(aX)

YK-4.3 : Bener iei0By0 MEPEUCKY, YIUTHIBAS OCOOCHHOCTU CTHIMCTUKHA O(QHIMANTEHBIX U HEO(PHUIINATBHBIX ITUCEM,
COLIMOKYJIETYPHBIE pa3iinyus B (JOpMaTe KOPPECIOHACHIIMU HA TOCYAapCTBEHHOM M HHOCTPAHHOM(-bIX) S3bIKAX

5. CTPYKTYPA U COIEPKAHUE JUCIHUILINHBI (MOIY.JIs)

Kon HaumeHnoBanne pasneioB u Cemectp / | YacoB | Unaukatopsl | Jluteparypa | MurepaxT. Ipumeyanne
3aHATHSA TeM /BUJ 3aHATHUS/ Kypc
Pa3zpnest 1. OcHoBHBIE
Tpe0oBaHHS K MOArO0TOBKe
JOKYMEHTOB

1.1 1. OcHoBHBIE TpeOOBaHUS K 4 2 YK-4.3 OIIK- JI1.1 0
0(OPMIICHHUIO YITPABICHYESCKUX 6.2 JI1.2J12.1
JIOKyMEHTOB (OCHOBHBIE J12.2
MIOJIOKEHHUS IO JI2.3J13.1
JIOKYMEHTHPOBAHHIO 213253 34
YIPaBJIEHUYECKOH JIESATEIbHOCTH; 9526 97
yHH(UKAIMS ¥ CTaHIAPTU3AIHS
YIpaBIEHYECKUX JOKYMEHTOB;

BHJIbI IOKYMEHTOB U HX
KIaccu(pHKaIys; ohopMICHHE
TEKCTa CIy>KeOHOTO
nokymenTa) /Jlex/

1.2 1.TpeboBaHMsI K COCTABICHUIO U 4 2 YK-4.3 OIIK- JI1.1 0
0(OPMIICHHUIO YITPABICHYECKOM 6.2 JI1.2J12.1
JokymeHTanun (popmar 2.2
JIOKyMeHTa; 0(popMIICHHE MOJIEH; JI2.3J13.1
HyMepauus CTpaHull; JaTa 01023354
JOKYMEHTa; 0(hopMIICHHE TaOJIUIT 3536 37
U AWarpaMM; UPKyJIIpHas
pacchblIKa; KOPPEKTYPHBIE 3HAKHU;
¢dopmymsap- obpazen) /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

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
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
NPaKTHYECKOTO MaTepuaa 1o 6.2 JI1.2J12.1
teme: "TexHonoruu paboThI ¢ 2.2
JIoKyMeHTamu'". BrironHeHue JI2.3J13.1
KOHTPOJBHON paboTHL 01023354

25026 27
/Cp/

3.5 IToaroroBka k caaue 3a4uéra /3auét/ 4 4 VK-4.3 OIIK- JI1.1
6.2 JI1.2J12.1

2.2
J12.3J13.1

31323354

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. I/IHCprKI.lI/IH. OCHOBHOE Ha3HAYCHHE JTOJDKHOCTHOM HHCTPYKIUH, eé PCKBHU3UTBI U OCHOBHBIC pa3/ICJIibl 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. PexkBU3UTHI yKa3aHUS U LEJb U3AaHUS JaHHOTO JJOKYMEHTA.

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 3aIMCKY 0 (haKTy OTCYTCTBHUS Ha pabodeM MecTe coTpyaHuka Mpa-Hosa 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

KonTtposbHas paboTa Ui CTYAEHTOB OYHO - 3209HON (OPMBI 00yUEHHSI COCTOUT M3 PACUCTHBIX 3aJJaHUH, OXBATHIBAIOIIUX KypC
JUCIUTUTAHBI, ¥ BBITIOHSAETCS TI0 OJJHOMY U3 YKa3aHHBIX BapHaHTOB. BEIOOp BapuaHTa ompenenseTcs Mo MociaeTHIM ABYM mudpam
3a4eTHOW KHIKKU. [lepeueHb BapuaHTOB 3a1aHUil KOHTPOJILHOW pabOThl, METOMKA €€ BBIIMOJHEHNS U He00X0IuMast JIUTepaTypa
TPUBEICHBI B METOMNYECKIX YKA3aHUAX JUTS HAITFCAHHUSI KOHTPOJIBHOH pabOTEhI.

KonTponbHas paboTa cTyJ€HTOB O4HO-320UHON (POPMBI 0OyUEHHS

KoHnTtponbHast paboTa BBIIOIHACTCS CTYAEHTOM I10CJIE CAMOCTOSTEIBHOTO H3YUESHUS TEOPETHYECKOT0 Kypca 110 AUCIHUIIINHE!
«/l0KyMEHTHPOBaHHE YIIPABICHIECKON AEATEITHHOCTH» U COCTOUT M3 TPEX 3aaHMi (BBIOOP 3alaHMI OCYIIECTBIIACTCS HA OCHOBE
JBYX MOCIeTHNX NUdp mudpa 3a4eTHON KHIDKKH CTYICHTA):

3aganue 1. PaccMoTpeHre TeopeTHYecKoro Bomnpoca Ha TeMy: OCHOBHbIC TPpeOOBaHHS K COCTABICHHIO U O(OPMIICHHIO TOKYMCHTOB
OPraHHU3alMOHHO - PACTIOPSINTEIBHOMN AESTEILHOCTH U KaAPOBOH TOKYMEHTAIINH.

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

3aganue 3. [Ipakrndeckoe 3aganue: COCTaBUTH M 0(OPMHUTE OpraHU3AI[OHHBIE, PACTIOPAAUTEIbHbIE, HHPOPMALUOHHEIE
JIOKyMEHTBI U JOKyMEHTBI 10 TIEPCOHAITY IPEIIPUSITHUSL.

6.3. IIpouenypa oueHUBaHUS

1 TIOKA3ATEJIN, KPUTEPHUU U IIKAJIbI OLIEHUBAHM S KOMITETEHIWI

Ornenka copMupoBaHHOCTH KomrieTeHIuH y cryaeaToB HUMU JIon'AY u BeICTaBlIeHHE OLIEHKH IO OTACTHHON TUCIIATUINHE
BEZETCS CIeIyIOIIM 00pa3om:

- UISL CTYICHTOB OYHOM (POpMBI 00yUYCHUS HTOTOBAs OLIEHKA 110 JUCIHUILUIAHE BRICTaBIsIeTcs 1o 100-0amipHO cucteMe, a 3aTeM
TIEPEBOTUTCS B OLICHKH «OTIMYHOY, «XOPOIIO», KyJOBICTBOPHUTEIEHOY, KHEYIOBICTBOPUTEIILHOY, «3aUTCHO» U «HE 3a4TECHOY;

- U CTYZCHTOB 3a0YHON M OYHO-3a0YHON (POPMBI 00yUEHHsSI OLIEHUBAETCS 10 MATHOATUILHON IIIKaJe, OLIEHKAMH «OTIUIHOY,
«XOPOILOY», KYyJOBIECTBOPUTEILHOY, «HEYJOBICTBOPUTEILHOY; «3aUTEHO» WU «HE 3aUTEHON.

BrIcokuii ypoBeHb OCBOCHISI KOMITETCHITU, UTOTOBAsE OIIEHKA MO AUCITUTUTNHE «OTIUIHOY» HITH «3auTeHOo» (86-100 6amion):
TITyOOKO M POYHO YCBOWJI MPOTPAMMHBIN MaTepuall, HCYEPIBIBAIOIIE, OCIET0BATEIHHO, YETKO U JIOTHIECKU CTPOIHO €ro
U3JIaraet, yMeer

TECHO YBSI3bIBaTh TCOPHUIO C IIPAKTHKON, CBOOOIHO CIIPABIACTCS C 3aa4aMi, BONPOCAMH M APYTUMH BHIAMU IPHUMCHEHHS 3HAHUH,
MpU9IeM He 3aTPYAHSACTCS C OTBETOM IPH BUOU3MEHEHUH 3aJIaHMA, UCIIONB3YeT B OTBETE MaTepral yueOHOM JIUTEPaTYPHI,
MPaBUIBHO 000CHOBBIBAET MPUHATOE PEIICHHE, BIEET pa3HOCTOPOHHUMY HABBIKAMHU M IPUEMAMH BBIITOTHEHUS IPAKTUIECKIX
3agay. CHCTEMHO U IJIaHOMEPHO paboTaeT B TEUEHHH CEMECTpa.

IToBBIICHHBIA YPOBEHb OCBOCHHUS KOMIICTCHIINA, HTOTOBAs OIICHKA 10 TUCIUIUIHHE «XOPOIIO» HITH «3auTeHO» (68-85 OamioB):
TBEPJIO 3HAET MaTepHall, FPAaMOTHO H IO CYIIECTBY M3JIaraeT ero, He JIOMyCKask CYyIIeCTBEHHBIX HETOYHOCTEH B OTBETE Ha BOTIPOC,
MPaBUIBHO MIPUMEHSET TEOPETHUECKUE TION0XKEHUSI TP PELICHUH MPAKTUIECKUX BOTIPOCOB U 3a/1a4, BiIajieeT HEOOXOAUMBIMU
HaBBIKAMH ¥ IPUEMaMH UX BhIOJIHEHHsA. CHCTEMHO H INIAHOMEPHO paboTaeT B TSUCHUU CEMECTpa.

[ToporoBsiii ypoBEeHb OCBOCHHS KOMIIETEHIIHIA, HTOTOBAsI OIEHKA TI0 JUCIUILINHE «yIOBICTBOPUTEILHO» HITH «3auTeHO» (51-67
0ayIoB): UMeeT 3HAHHS TOJIBKO OCHOBHOTO MaTepHualia, HO HE YCBOWII €T0 JeTalel, TOIMyCKaeT HETOYHOCTH, HEAOCTATOYHO
npaBHIbHBIC (POPMYIHPOBKHU, HAPYLICHHS JIOTHYCCKOH MOCIEA0BATEILHOCTH B U3JI0KCHUH IPOrPAMMHOIO MaTepHaa, HCIBITHIBACT
3aTpyIHECHUS P BHITOJHEHUH TIPAKTHICCKUX padoT.

IToporoBeiii ypoBEHb OCBOSHHSI KOMITETEHITUH HE c(DOPMUPOBAH, UTOTOBAs OLIEHKA TI0 IUCIUIINHE «HEYIOBIETBOPUTEIHHOY WIIH




«He 3auTeHo» (MeHee 51 6anna): He 3HAaeT 3HAUUTENBHOI YacTH MPOrPaMMHOTO MaTepHaia, JOMyCKaeT CYIIeCTBEHHbIE OIMINOKY,
HEYBEPEHHO, C OOJIBIIMMH 3aTPyIHEHHUMH BBINOIHSET IIpaKTHYecKue padboTsl. Kak npaBuio, oreHKa «HeyI0BIETBOPHTEIHHO
CTaBUTCS CTYJCHTaM, KOTOPBIE HE MOTYT IPOAOJDKUTE 00y4eHHe 0e3 TOMOTHATEIBHBIX 3aHATHH 10 COOTBETCTBYIOIIEH THUCIUIUINHE.
OOmuit mopsIIOK MPOBEACHNUS MIPOLEAYPHI OIICHUBAHUS 3HAHWH, yMEHHUIA, HABBIKOB U (VIJIH) OIBITA ACATEINBHOCTH, COOTBETCTBHUE
WHJIMKAaTOpaM JOCTHXEHUS COPMHUPOBAHHOCTH KOMIIETEHLIUH ONpe/ieIeH B CIIEAYIOIINX JIOKAIbHBIX HOPMaTUBHBIX aKTax:

1. [Tonoxxenue o Tekyiei arrecranuu 3Hanuid oOydaromuxcss B HUMU Jlonckoit [AY (B pelicTBytoliei penakium).

2. ITomoxeHue 0 IPOMEKYTOTHON aTTeCTaNH 00YJAOIINXCS IO TIPOTpaMMaM BEICIIEro 00pa3oBaHMs (B ACHCTBYIOIMIEH peqaKiunm).
JIOKyMeHTBI pa3MeleHs!l B CBOOOIHOM JocTyme Ha opunuanbaoM caiite HUMU Jlonckoit AY https:/ngma.su/ B pazaene: [maBras
crpanuna/Ceenienus 00 00pazoBaTenbHON oprann3anuy/JoOKyMEHTEI.

6.4. IlepevyeHb BUI0B OIIEHOYHBIX CPEICTB

OLEHOYHBIE CPEACTBA ITPOMEXYTOUYHOU ATTECTAIINU:
- [lepeueHs BapraHTOB 3aJaHUH KOHTPOJIEHOI PaOOTHI, METOMKA €€ BEITOTHEHHS M HEOOXOIMMas JINTepaTypa MprUBEICHEI B
MeToauuecKix yKa3aHUAX IS HAIMCaHNS KOHTPOIBHON paboThI, KOTOpas UMeeTcs B IeKTpoHHOH 6nbmmorexe HUMMU Jlonckoi

T'AY.

- KOMIUTEKT OMJIETOB IJIst SK3aMeHa/3aueTa. XpaHUTCs B OyMakHOM BHZE Ha COOTBETCTBYIomeH Kadenpe. [Tomnexur exeroqHomy
0OHOBIICHHUIO 1 TIEPEyTBEP)KACHNIO. UnCII0 BapuaHTOB OMIIETOB B KOMIIIEKTE HE MEHEE UHCIIA CTYICHTOB Ha 3K3aMEHe/3a4eTe.

7. YYAEBHO-METO/UYECKOE U TH®OPMAIIMOHHOE OBECIIEYEHUE JUCIUITIMHBI (MOAY JIS)

7.1. PexoMeHnyemasi 1uTeparypa

7.1.1. OcHoBHasi iMTEpaTypa

ABTOpBI, COCTaBUTEIHN 3ariaBue W3narenscTBo, ron
JI1.1 | Kysnenos U. H. Jlenonpon3BoICTBO: y4eOHO-CIIPAaBOYHOE ITOCOOHE Mocksa: JamxoB u K°, 2024,
https://biblioclub.ru/index.php?
page=book red&id=711135
JI1.2 | Cepena M.B. JloKkyMeHTHpOBaHUE yIPaBIEHUECKOH esTeIbHOCTH: yueO. HoBouepxacck, 2021,
nmocoOue [[J1s1 CTyI. OYH. ¥ 3204. PopMbI 00yd. Hampasl. moArotT. | http://biblio.dongau.ru/MegaPr
"Oxonomuka", "Menemxment", "[IpuknanHas mHbpopMaTHKa", oNIMI/UserEntry?
"busnec - napopmaruka", "ConuansHas padora', Action=Link FindDoc&id=42
"3eMIIeyCTpOHCTBO U KaaacTphl'] 7193&idb=0
7.1.2. JlonoiHUTEIbHAS JIUTEPATYpa
ABTODBI, COCTaBHTEITH 3arnaBue W3narenbcTBO, roj
JI2.1 | Kymnuepyk C. I1. JIOKyMeHTHas IMHIBUCTHKA: y4eOHOe mocooue Mocksa: U3n-Bo «DiHTaY,
2016,
https://biblioclub.ru/index.php?
page=book&id=83382
JI12.2 | Cepena M.B. JloKyMeHTHpOBaHUE YIPaBIEHUECKOH NesTeIbHOCTH: Hosouepkacck, 2022,
MPAKTUKYM [JIJ1s1 CTY[. BceX popM 00yd. HampasJl. TTOATOTOBKA http://biblio.dongau.ru/MegaPr
"OxoHomuKa", "Menemkment", "busnec-uadopmarnka”, oNIMI/UserEntry?
"Mpuxtagnas napopmaTuka] Action=Link FindDoc&id=42
7759&idb=0
JI2.3 | HoBo4epk. HHX.- JlokyMeHTHpOBaHHE YIIPABICHYECKOM IEATEIBHOCTH: METO/I. Hosouepkacck, 2022,
MEJHAOp. UH-T yKa3aHus 110 BBITIONH. JIa0. paboT [t cTya. Bcex hopM o0yH. http://biblio.dongau.ru/MegaPr
Honckoit 'AY ; cocrt. : | Hampasn. noarorosku "OxoHoMuka", "MeHemkment", "busnec- oNIMI/UserEntry?
M.B. Cepena, E.A. nHdpopmaruka", "TlpuknaaHas napopmaTrka'] Action=Link FindDoc&id=42
Jeesa 7760&idb=0
7.1.3. MeTtonuyeckue pa3padoTku
ABTOpBI, COCTaBUTEIHN 3ariaBue W3narenscTBo, ron
JI3.1 | HoBouepk. HHX.- JlokyMeHTHpOBaHUE YIIPABICHYECKOHN EATEIBHOCTH: METO/I. Hosouepxkacck, 2022,
MEJIAOp. UH-T yKa3aHus 10 U3y4. AWCI. U BBIOJIH. KOHTP. paboTHI CTY/I. 0Y.- http://biblio.dongau.ru/MegaPr
Honckoit I'AY ; coct.  |3a04. hopMel 00yd. [0 HanpaBil. HOATOTOBKU "DKOHOMHUKA", oNIMI/UserEntry?
M.B. Cepena "MenemxmenT", "busnec-unpopmaruka”, "TlpuknagHas Action=Link FindDoc&id=42
nHpopmaTuka"] 7762&idb=0
7.2. IlepeueHnb pecypcoB HH(OPMALMOHHO-TEJIEKOMMYHHKAIMOHHOI ceTu "UHTepHeT"
7.2.1 Od¢unmansaenii caitt HTMA ¢ moctymom B Www.ngma.su
JNIEKTPOHHYIO OUOIHOTEKY
722 OdunuanbHeli callT MUHHCTEpCTBA TpyAa U http://www.rosmintrud.ru/
COIIMAJILHOM 3amuTel PO
7.2.3 Poccwuiickas rocymapcTBerHas ondmuoreka (o https://www.rsl.ru/
JIIEKTPOHHBIX JIOKYMEHTOB)
724 Wnudopmanmonnas cucrema «ExnHoe okHo moctynma k| http://window.edu.ru/
00pa3oBaTEeIbHBIM 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
«IIporpaMMHBI KOMIUIEKC ITOUCKA 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 ba3er ganabix OO0 Hayunas a1ekTpoHHas http://elibrary.ru/
6ubnuorexa
742 bazer ganabix OO0 "Tlpecc-Mudpopm" (KoHcynbrant https://www.consultant.ru
+)
7.4.3 baser qanasix OO0 "PernonanbHbIM
MHPOPMALMOHHBIA MHIEKC HUTHPOBAHHS"
7.4.4 Bbaza ganneix OOO "UsgarenscTBo Jlans" https://e.lanbook.ru/books
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.

[Ipuctynas x H3y4eHHIO0 AUCIUILTHHEI HEOOXOMMO B IIEPBYIO OUepeb 03HAKOMHUTECS ¢ cofepkanueM PITJ]. JIeknuu nMeroT Lenbio
JlaTh CUCTEMAaTH3UPOBAaHHBIE OCHOBBI HAYYHBIX 3HAHUH 00 00LIMX BoIpocax AUCUUILIMHEL [Ipu n3ydennu u npopaboTke
TEOPETUUECKOTO MaTepHaa Ul 00yJaromUXCst HeOOXO0IIMO:

- IOBTOPUTh 3aKOHCIIEKTUPOBAHHBIN Ha JIEKLIMOHHOM 3aHSATHU MaTe€pUal U JOIOJIHUTH €r0 ¢ y4eTOM PEKOMEHI0BaHHOM 110 JaHHOU
TeMe JINTEePaTyphl;

- IIPU CaMOCTOSITENIbHOM U3yYEHUH TEMBI CIENaTh KOHCIEKT, UCTIONb3Ysl pekoMeH1oBaHHbIe B PI1J] murepaTypHble HCTOUHUKA U
pecypchl HHGOpMaHOHHO-TEIEKOMMYHHIKAIINOHHOH ceTn « HTepHeT».
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