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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 42
caMocCTOsTebHas paboTa 66

Pacnpez[e.ﬂeﬂne YacCoB TMCHHUILIMHBI 110 CeMeCTPpaM

Cemectp
(<Kypc>.<Cemectp 3@2.0)
Ha Kypee>) Hroro
Henens 13 4/6
Bun 3anaruit v | P | vI PII
Jlexuun 14 114 (14 (14
JlaboparopHsbie 14 (14 |14 |14
IIpakruueckue 14 (14 |14 |14
Wroro ayn. 42 (42 (42 |42
KonraktHas padota |42 |42 (42 (42
Cawm. pabora 66 |66 |66 |66
Hroro 108 [ 108 | 108 | 108
Bune! koHTpONIA B cemecTpax:
3auer 3 ceMecTp

PacuerHo-rpadugeckas padora 3 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

4. KOMIETEHLY OBYYAIOIETOCSI, POPMUPYEMBIE B PE3YJIbTATE OCBOEHUSI TUCLIMTLTAHBI
(MOJY.JIST)

OIIK-6 : Cnioco0eH BLINOIHATD OTAe/IbHbIE 321a41 B PAMKAX KOJLUIEKTHUBHOW HAy4YHO-HCC/1e10BATeNbCKO, IPOEKTHOIH U
y4eOHo-npodeccHOHAILHOM JeATeIbHOCTH /ISl TIOMCKA, BLIPA0OTKH M NPUMEHEHHUs HOBBIX pelleHuii B 00J1acTH
HHPOPMALHMOHHO-KOMMYHHKAIIMOHHBIX TEXHOJIOIHii.

OIIK-6.2 : CriocoOeH OCyIIeCTBIATH MPOBECHUE MTPE3CHTAIMH, IEPErOBOPOB, MyOINYHBIX BHICTYIIICHHH, IPOBOUTH
TEOPETHUYECKOE 1 IKCIIEPUMEHTAIBHOE HCCIIEI0BaHHS 00BbEKTOB MPO(ECCHOHANIBHOMN JIESTENbHOCTH, BBINOIHSITH IOATOTOBKY
0030pOB, aHHOTAIHIA, COCTaBJIcHHE pehepaToB, HAYUHBIX JOKIAIO0B, yOIUKALIKMH, 1 OnOIHOrpaduu Mo HAyIHO-
HCCIIeIOBATENbCKOM paboTe

YK-4 : Crioco6eH ocylIecTBISTD AeJIOBYI0 KOMMYHUKAIMIO B YCTHO# M MICHbMEHHOH ()opMax Ha rocyJapCTBEHHOM sI3bIKe
Poccuiickoii @enepanuu 1 ”HOCTPaAHHOM(bIX) A3bIKE(aX)

YK-4.3 : Bener 1e10ByI0 MEPEMUCKY, YIUTHIBAS OCOOCHHOCTH CTHIMCTUKA O(PHUINAIBHBIX M HEO(PHUIINATBHBIX ITHCEM,
COLIMOKYJIBTYPHBIE pa3inuus B (hopMaTe KOPPECIIOHACHINH Ha TOCYAAPCTBEHHOM U HHOCTPAaHHOM(-BIX) SI3bIKaxX

5. CTPYKTYPA U COOEPKAHUE JUCHUIIJIMHBI (MOAY JIsT)

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

Pa3znen 1. OcHoBHBIE
TpeOoBaHHs K MOAr0TOBKE

JOKYMEHTOB
1.1 1. OcHOBHBIE TPeOOBaHMUS K 3 2 YK-4.3 OIIK- JI1.1 0 TIK1
0(OPMIICHHUIO YIIPABICHYECKUX 6.2 JI1.2J12.1
JIOKYMEHTOB (OCHOBHBIC J2.2
TIOJIOXKEHHUS 110 JI2.3J13.1
JIOKyMEHTHPOBaHUIO 01223354
YIpaBIEHUYECKOH e TeTbHOCTH; 2526 27

YHUHKAIMSA U CTaHIAPTH3ALS
VIPaBICHYECKIX JJOKYMEHTOB;
BUJBI TOKYMEHTOB U HX
Kiaccuduranus; opopmIIeHHE
TEKCTa CITYKEeOHOTO

JoKyMeHTa) /Jlex/
1.2 1.TpeboBaHHS K COCTABICHUIO H 3 2 YK-4.3 OIIK- JI1.1 0 TK1
0(OPMIICHHUIO YIIPAaBICHYECKOM 6.2 JI1.2J12.1
JMOoKyMeHTanuu (popmar J12.2
JOKyMEHTa; o(hopMIICHHUE TOJIEH; J12.3J13.1
HyMepalus CTPaHHUII; 1aTa 01323354
JIOKyMeHTa; 0OpMIICHHE TaOJIHI] 2536 B7

U arpamMM; LUPKyJIsIpHast
pacchlIKa; KOPPEKTYPHBIE 3HAKH;
bopmysip-oopaserr) /IIp/




1.3 1. OcoOeHHOCTH TOATOTOBKA K 2 VYK-4.3 OIIK- JI1.1 TK1
oopMIICHHS OPraHU3aIUOHHO - 6.2 JI1.2J12.1
PpacnopsIUTENBHBIX TOKYMEHTOB J2.2
cpeactBamu Microsoft Word JI2.3J13.1
(MHTEpaKTUBHBIA METOA: JAeT0Bas D1 5253 D4
urpa) /J1a6/ 3536 37
1.4 M3yueHne TeopeTuaeckoro 18 YK-4.3 OIIK- JI1.1 IIK1, TK1
MaTepHana. 6.2 JI1.2J12.1
[TonroToBka K MpaxkTU4. 3aHITUAM J12.2
1 J1abOpaToOpHBIM paboTam JI2.3J13.1
/Cp/ 31323354
3536 37
Paznen 2. OcHoBHbIE
TpeOOBaHHs K COCTABJIEHHIO U
o opMJIEHH IO TOKYMEHTOB
OpPraHHU3alUOHHO-
pacnopsiIuTeIbHOM
JIesITeJIbHOCTH U KAJIPOBOH
JOKYMEHTALUH
2.1 2. JIokyMeHTHpOBaHHE 2 YK-4.3 OIIK- JI1.1 TIK1
OpraHU3aLKOHHO - 6.2 JI1.2J12.1
PacHopSIUTEIFHON ACATCIBHOCTH 2.2
(MHTEPaKTHBHBIN METOJI: aHAIIN3 JI2.3J13.1
KOHKPETHBIX CUTyanuii) 31323354
(opranu3anoHHasi JOKyMEHTaLus: D556 D7
yCTaB, yIpeTUTENBHBII JOTOBOD,
IITATHOE PaCIHCAHNE, TOJI0KEHHS,
JIOJDKHOCTHASI HHCTPYKIIHS;
pacnopsauTeNbHAs JOKYMEHTAIIHS
B YCIIOBHAX KOJUICTHATBHOTO
TIPUHSTHS PEIICHHUS:
MMOCTaHOBJICHUE, PCIICHUE U B
YCIIOBHSIX €IMHOIMIHOTO
TIPUHSTHS PEIICHHS: TIPUKA3,
pacnopsbkenue, ykazanue) /Jlex/
2.2 2.0¢dopmnenue Texcra 2 YK-4.3 OIIK- J1.1 TK1
CITyeOHOTO TOKyMEHTa 6.2 JI1.2J12.1
(s3BIKOBBIE TPEOOBAHMS K J12.2
0(OpMIICHUIO PEKBU3UTOB JI2.3J13.1
JIOKYMEHTOB; PEIaKTUPOBAHUE 213253 34
TEKCTa JOKyMEHTa; 0COOCHHOCTH 95026 97
peUeBOTo 3THKETA AENOBBIX Oymar
U CITy>KEOHBIX JJOKYMEHTOB,
TEXHUKA TIPaBKH JJOKY-
meHToB) /IIp/
2.3 2. OdopmiieHre CITyKeOHBIX 2 YK-4.3 OIIK- JI1.1 TK1
3aIUCOK, IPETEH3UH U Kajoo, 6.2 JI1.2J12.1
aKTOB MPEAIPHUITHS, JOTOBOPOB, J2.2
JIOBEPEHHOCTEN cpelcTBaMuU JI2.3J13.1
Microsoft Word(uHTepakTuBHBII 31323354
meTo: case-study) /J1a6/ 2526 37
2.4 3. IoKyMEHTHpOBaHHE 2 YK-4.3 OIIK- JIL.1 TIK1
HHGOPMANOHHO - CITPaBOYHBIX 6.2 JI1.2J12.1
JOKYMEHTOB (CIIpaBKa, JOKIaHAS 2.2
3aIKCKa, OOBICHUTEIbHAS JI2.3J13.1
3arucKa, aKkT, TeJerpaMmma, 21032393 D4
TenedoHorpamMma, ake, IPOTOKOII, 3536 37
MpeTeH3usl, xKanoba, mpaBuiIa
oopmIIeHHUS 1ETOBOTO
nucema) /Jlex/
2.5 3.CocraBieHre OpraHu3alMOHHON 2 YK-4.3 OIIK- JI1.1 TK1
JOKYMEHTAaLUH (MHTePAKTUBHBII 6.2 J1.2J12.1
MeToJ1: paboTa B MajIbIX IPYIINax) J2.2
(ycraB, yupean-TeNsHBIH JOTOBOP, JI2.3J13.1
IITaTHOE paclucaHue, MOJI0KEHUs, 21222354
JOJDKHOCTHAst nHCTpYKms) /IIp/ 2526 27




2.6 3. CocraBieHue JOKyMEHTOB 2 VYK-4.3 OIIK- JI1.1 TK2
KaJJpOBOIA CITy»KObI CpeZICTBAMH 6.2 JI1.2J12.1
Microsoft Word (WHTEpaKTHBHBIH J2.2
MeTox: fenoBast urpa) /J1ad/ JI2.3J13.1
31323354
3536 37
2.7 4.JI0KyMEHTHUPOBAaHUE TPYIOBBIX 2 YK-4.3 OIIK- JI1.1 IK2
TIPaBOOTHOUICHUN 6.2 JI1.2J12.1
(MHTEpaKTUBHBIA METO/: aHAJIN3 J12.2
KOHKPETHBIX CUTyalui) (TpyA0BOi JI2.3J13.1
JIOTOBOP (KOHTPAKT), TPYAOBast 213233 54
KHIDKKA, THIHAS KAPTOUKa, 3536 37
KOMaHJHPOBOYHOE
yIIOCTOBEpEHHE, aHKETa,
XapaKTepUCTHKA, PE3IOME,
3asiBJICHHE, [IPUKA3 [0 JTHYHOMY
cocTaBy, aBrobunorpadus) /Jlex/
2.8 4.CocraBneHue 2 VYK-4.3 OIIK- JI1.1 TK2
pacnopsauTeNsHON JOKyMEHTALUN 6.2 JI1.2J12.1
(uHTEepaKTUBHBII MeTO: paboTa B J12.2
MaJIbIX TPYIIIax) JI2.3J13.1
(mpukas, pacropspkeHue, 01023354
yKa3aHue, MOCTAaHOBJICHUE, 3536 37
peleHue)
Mp/
2.9 4. Pa3paboTKka ¥ peIaKkTHpOBaHUE 2 YK-4.3 OIIK- JI1.1 TK2
JIOKyMEHTOB TaOJIMIHOHN (HOPMBI, 6.2 JI1.2J12.1
BbIUKCIIEHHE (HOPMYIT C TOMOIIBIO 2.2
Tabyuu, cosnaHue u 00padboTka JI2.3J13.1
muarpamm B cucteme Microsoft D122 D03 D4
Excel. (uHTEpaKTUBHBIA METO: 3536 37
pCLICHHE CHTYAIIMOHHBIX
3amaq) /J1a6/
2.10 N3yueHne TeopeTuaecKkoro 22 YK-4.3 OIIK- JI1.1 IIK2, TK2
matepuana. [Tonroroska k 6.2 JI1.2J12.1
TIPaKTHY. 3aHITHSIMH J2.2
a00paTOPHBIM PabOTaM. JI2.3713.1
Brmonurenne PI'P pasnmena 1 (1. 31323354
1.3-1.4). 3536 37
Brimonuenue PI'P pa3gena 2 (1.
2.1-2.3)
/Cp/
Pa3znen 3. Texnonorun padoTsl ¢
JOKYMEHTaMHU
3.1 5. Opranusanus paboTsl ¢ 2 YK-4.3 OIIK- JI1.1 IK2
JIOKyMeHTaMu (TIOPSIIOK 6.2 JI1.2J12.1
00pabOTKH MOCTYMAIOMIUX U 2.2
OTIPaBIISIEMbBIX JOKYMEHTOB; JI2.3J13.1
MIpaBUJIa PETUCTPALUN U 01023354
HUHJEKCUPOBAHUS IOKyMEHTOB; 25926 97
OpraHu3anys KOHTPOJISI 3a
HCIIOJTHCHUEM JIOKyMEHTOB;
XpaHEeHHe JOKYMEHTOB,
COCTaBIJIEHHE HOMEHKJIATYPHI 1T,
OMHUCH TOKyMeHTOB) /JIex/
3.2 5. CocraBienue nHGOPMAIMOHHO- 2 YK-4.3 OIIK- JIL.1 TK2
CIIPaBOYHOMN JOKYMEHTAIIUN 6.2 JI1.2J12.1
(MHTEepaKTUBHBII METONI: case- 2.2
study) (IpOTOKOJI, aKT, IPETCH3H, JI2.3J13.1
kanoba, MIChbMa Pa3HbIX BUIOB, 21032393 D4
CIIpaBKa, JOKIa/JHas U 25926 97

o0bsicHuTeNnbHas 3amucka) /I1p/




33 5. Co3manue aBTOPCKOM VYK-4.3 OIIK- JI1.1 TK2
MpE3EHTAIMH W TPE3CHTAIUU HA 6.2 JI1.2J12.1
OCHOBE CTaHAAPTHOTO CLIEHAPHS B J12.2
cucreme Microsoft Power Point. JI2.3J13.1
(MHTEpaKTUBHBINA METOJ: case- D1 5253 D4
study) /J1a6/ 3536 37
34 6. ABTOMaTH3aIHs YK-4.3 OIIK- JI1.1 IK2
JTOKYMEHTHUPOBAaHHUS 6.2 JI1.2J12.1
YIpaBIEHUYECKOHN e TeTbHOCTH 2.2
(ToHATHE IIEKTPOHHOTO JI2.3J13.1
JIOKYMEHTA; COCTaB-JICHHE D152 53 54
JIOKyMEHTOB; aBTOMAaTH3aIHsI D556 D7
paboTHI C JOKyMEHTAMH;
aBTOMAaTH3MPOBaHHAsI MPOIleIypa
paboTHI ¢ JOKYMEHTaMU; XpaHEHUE
JTOKYMEHTOB B JIEKTPOHHOU
¢dopme) /Jlex/
3.5 6. CocraBieHne JOKyMEHTOB 110 YK-4.3 OIIK- JI1.1 TK3
JMYHOMY COCTaBY 6.2 JI1.2J12.1
(MHTEpaKTUBHBIA METO: AETIOBas J2.2
urpa) (pesrome, 3asBJICHHE, JI2.3J13.1
IIPUKa3 II0 JINYHOMY COCTaBy, 01023354
TPYAOBOH JIOTOBOp, TPYAOBas 3526 27
KHIDKKA, XapaKTePUCTHKA,
aBToouorpadus) /Ip/
3.6 6. Co3nanue 6a3wl JAHHBIX U YK-4.3 OIIK- JI1.1 TK3
3arpocoB cpeactBamu Microsoft 6.2 JI1.2J12.1
Access. (MHTepaKTUBHBII METOJ: J12.2
pElIeHrEe CUTYaIHOHHBIX JI2.3J13.1
3amay) /J1a6/ 2103253 24
3536 37
3.7 7.JI0KyMeHTBI IO OpraHU3aluu YK-4.3 OIIK- JI1.1 IIK2
3aIIUTHl KOMMEPYECKOH TalHBI 6.2 JI1.2J12.1
(mamMsiTKa PabOTHUKY J12.2
(cmyxaremy) o COXpaHeHUH JI2.3J13.1
KOMMEPUYECKOH TaitHbI 212233524
MIPEIIPUATHS; 0053aTEITHLCTBO O 2536 27
Hepas[IallleHuH KOMMEPYECKOn
taiinbl) /JIex/
3.8 7. Opranuszanus YK-4.3 OIIK- JI1.1 TK3
JIOKyMEHTO00O0pOTa M TEKYILETO 6.2 JI1.2J12.1
XpaHEeHUS TOKYMEHTOB (TIOPSIOK J12.2
00pabOTKH MOCTYMAIOMINX U JI2.3J13.1
OTIIPABIISIEMBIX JOKYMEHTOB; 213253 34
NIpaBUJIa PETUCTPALUU U 95026 97
WHAEKCUPOBAHUS IOKYMEHTOB;
OpraHu3alys KOHTPOJIS 3a
HCIIOJTHCHUEM JIOKyMEHTOB;
XpaHEeHUE JOKyMEHTOB;
HOMEHKJIATypa AeT;
(bopMupoBaHKe JIeN; XpaHCHUE
JIeIT; N3y4YCHNE KOMILICKCHON
aBTOMATH3ALUI
nenonpousBocTaa) /p/
3.9 7. PabGota ¢ TOKyMeHTaMu B YK-4.3 OIIK- JI1.1 TK3
CHUCTEMaX 3JIEKTPOHHOTO 6.2 JI1.2J12.1
nokymeHToobopoTa 1C 2.2
[pennpusitre (MHTEpaKTUBHBIN JI2.3713.1
METOJ: paboTa B MaJIbIX D152 53 D4
rpymmax) /J1a6/ 95026 97




3.10 H3ydenue TeopeTudeckoro 3 22 | YK-4.3 OIIK- J1.1 0 IK3, TK3
Marepuana. 6.2 JI1.2J12.1
IToaroroBka K mpakTHYECKAM J12.2
3aHATHSAM U Ta0OPATOPHBIM JI2.3J13.1
pabotam. 212233524
TToaroroska k 3aniure PI'P D536 D7
/Cp/
3.11 Iloaroroska k ciade 3auéra /3auér/ 3 4 VK-4.3 OIIK- JI1.1 0 UK
6.2 JI1.2712.1
J2.2
JI12.3713.1
D152 23 54
D526 D7

6. ®OHJ] OLIEHOYHBIX CPEICTB

6.1. KoHTpoibHBIEC BONIPOCHI U 3aJaHUSI

6. ®OH/I OLIEHOYHBIX CPEJICTB

6.1. KoHTponpHbIE BONPOCH! U 33aHUA

IIpu ocBoeHMM TUCIUILIMHBI IPEyCMOTPEH IPOMEKYTOUHBIM X UTOTOBBII KOHTPOJIb 3HAHUH CTYAECHTOB.

Tekyuuii KOHTPOJIb 3HAHWH TPOBOJIUTCS B COOTBETCTBUU C [lonoxkeHneM o TeKylen arrectaiuu odyvatoniuxcs ot 15 mast 2024 r.
Texymas arrecTanus B popMme 0auTbHO-PEHTHHTOBOH cucTeMs! (faiee - BPC) mpumMensieTcs At 00y9alomuxcst O94HOH (hOpMEI
o0yueHwHs.

B pamxkax BPC ycrnieBaeMocTh 00y4YarOLIHXCs [0 KaXKI0W TUCHUILIHHE OLICHHBAIOT CICAYFOLIHE BHIbI KOHTPOJISL: TKY LU KOHTPOJIb
(TK), npomexxytounsiii koHTpois (I1K), aktuBHOCTE (A) 1 nToroseid kKoHTpois (MK). Cnaga 3adera/sx3aMeHa o0s3aTeNIbHA TIPH
JKEeJIAaHUH 00YJaIOIIerocs MOBBICUTH UTOTOBBIN PEUTHHTOBEINA OAJIT MIIH €CJIN CTyAeHT He Habpan o BPC MuHNMansHOE KOJIHYIECTBO
6ayos (51 6amn).

[Tepuoauunocts nposenenus TK u I1K:

- TEKyIIUH KOHTPOJb — 3 32 CeMecTp;

- IPOMEXKYTOUYHBIA KOHTPOJIb — 3 3a ceMecTp.

®opmel TK no puciumimse:

TK 1- Bemonnaenue nabopatopHsix padot Ne 1, 2 u 3ananuii mo reMam: « OCHOBHBIE TpeOOBaHUS K 0hOPMIICHUIO YIIPABICHYESCKIX
JIOKYMEHTOBY, «CocTaBieHue 1 0(popMICHIE OPTaHU3AIIMOHHO - PACTIOPAAUTEIBHBIX TOKyMEHTOBY» (0T 6 1o 10 Gamnos);

TK 2- Beinonnenue nabopatopHbix pabot Ne 3, 4, 5 u 3amanwuii no Temam: «CocrtaBieHue u opopmienne HHHOPMALOHHON U
CIPaBOYHON JOKyMEHTaUuu», «OpraHusaius paboTsl ¢ TOroBopamu U akramm» (ot 6 10 10 6amion);

TK 3 - Bemonaenue mabopatopHbeIx padoT Ne 6, 7 1 3aganuii no Temam: «Opraau3arys paboThI C KaJpoBOi JOKyMEHTAIHeH
«Opranus3anust paboTsI ¢ BXOISIIUMU, HCXOAAIINME U BHYTPEHHUMH JOKyMeHTaMm», «OpraHusaius paboThl ¢ JOKyMEHTaMH,
coJiepKalMK KoH(GHUACHIMATIbHbBIE cBeaeHus» (0T 6 10 10 Oanos).

TK 1 Ilpumep 3ananus

1.CocraBuTth npukas no OO0 «IOrctpoiicepBucy» 0 Helenaecooopa3HOM HCTIONB30BAHUN CTPOUTEIBHBIX MaTepuasioB. Bo BBOAHOM
YaCTH YKAKHUTE, YTO IIPU MPOBEPKE PabOThI KUPIMYHOTO CKIIA/Ia yCTAHOBICHBI (DAaKThI OTITyCKa OMTOTO KUPINYA HE MO Ha3HAUCHUIO.
B 3ac1r0ounTenbHOM YacTh ClieAyeT MPeIOKUTh 3aBeayloneMy ckianoM JIykesHoBy B.Jl. opraHu3oBaTh paboTy 1Mo peann3anuu
OTXOJIOB JUISl APYTUX CTPOUTENIBHBIX paboT.

2. CoctaBuTh pelienue oomiero coopanus akioHepos [TAO «MHbpopMTexHHKa» 00 yU4aCTHH B BHICTaBKE KOPIIOPATHBHBIE CETH
CBSI3H C LIEJBIO IPUBJICYCHIS HOBBIX IIOTPEOHTEINCH YCITyT CBSI3H U ITepeAavn JaHHBIX Ha OCHOBE KOMMEPUYECKOTO UCITOTIh30BaHUS
BEJIOMCTBEHHBIX CETEH.

3. CocTaBUTH yKa3aHUE OT UIMEHHU 3aMECTUTENSI PyKOBOAUTENSI KOHKPETHOM

OpraHM3aluy 0 HeOOXOJMMOCTH Pa3pabOTKU K 1 anpelst TeKyIero roga rpaguka

OTIYCKOB B CTPYKTYPHBIX TIOApa3feNeHusIX opraHm3anuu. OQOopMIICHHBIH TOKyMEHT HalpaBbTe B geo Ne 12/ 48.

4. CocraBuTh IpHUKa3 1o npeanpusaTaio «KoncTanTa» 00 HTorax peBU3MH 10 IpoBepke (PMHAHCOBOTO yuera. B KoHCTaTHpyommeit
YacTH yKa)KHTe, YTO PeBU3NEH 0OHApyKeHBI (pakThl rpyOOro HapyleHus: pUHAHCOBOTO y4eTa, IOJHOE OTCYTCTBHE ydeTa 1
OTYETHOCTH IT0 KOMaHANPOBKAM, OTCYTCTBHE JKypHaJa y4eTa JOBepeHHOCTEH.

5. CocraButs npuka3 00 urorax pabots! ¢ fokymeHTamu B 20 roxy B ITAO «DHeprocOsIT». B KOHCTaTHPYIOMIEH 9acTH yKaKUTE
Ha HU3KYIO0 TpeOOBaTeIbHOCTh PYKOBOAUTENEH MOAPa3AeIeHUI K KaueCTBY MOATOTOBKU JOKYMEHTOB H K KOHTPOJIO 32 HX
UCIIOJHEHHEM. B pacriopsiquTenbHO 4acTi oOpaTiTe BHUMaHHE PYKOBOAUTEINEH Ha MOBBIILICHUE TPEOOBATENEHOCTH K PAa0OTHHKAM
B 4acTH pabOTHI ¢ JOKyMeHTaMH. [laliTe 3aanue COTpYIHIKY, OTBEUAIOIIEMY 3a ICIONPON3BOICTBO, Pa3padoTaTh MEPHI IO
YIY4IIEHUIO 3TOH paboThI.

6. CocTaBUTbH MPOEKT MPHKA3a JUPEKTOPA 3aBOJIa O NPEMUPOBAHUM PAOOTHHUKOB IJIaHOBO-3KOHOMHUYECKOTO OTJeNna 3a
JIOCPOYHYIO pa3paboTKy GprHAHCOBOTO TuiaHa. [IpemMuro BeLIAIOT U3 (POHIA MaTEpUATEHOTO TOOMpeHHs B pazmMepe 50% MecsIHOTo
owntazna. /lpyrue TaHHBIC B TEKCTE M PEKBU3UTHI YKAXKUTE CAMOCTOSATEIIBHO.

7. CoctaBuTth U oopMuTh npukas 1no [TAO «IckopT» 06 obecriedeHny NPOTUBOIIOKAPHON O€30IaCHOCTH U YCUIIEHUH OXPaHbI
HpEeANpPUATHS B IPa3AHUYHbIE JHU. B pacropsanTenbHON YacTH yKaXKUTe CleIylollee: KOMEHAHTY 31aHHs IPOBEPUTH COCTOSIHUE
AIIEKTPOOOOPYIOBAHNS, CHTHAIN3AINH, HAYaJIbHUKY OT/IeJIa KaJpOB MPEICTaBUTh B CEKpeTapraT CIIMCOK COTPYJHUKOB, IPeObIBaHIE
KOTOPBIX HEOOXOMMO Ha TEPPUTOPHH 3aBOAA B IPA3THUYHBIC THU, KOHTPOJIb 3a UCIIOJIHEHHUEM IIPHKA3a BO3JIOKUTH HA TTIABHOTO
umxkenepa lleposa T.M.

8. CocTaBHTH NpHKa3 110 3aBOAY 00 YCTaHOBICHHUH €IHOTO PeKMMa paboTHI IIEHTPATIBHBIX CKIaI0B. B KoHCTaTHpYIOIIEl YacTu




OTMETHUTD, YTO OTITYCK I[€XaM MaTepPHAaIOB CO CKIAZ0B MPEANPUATHS B TCUCHHE pab0dero qHA HapylIaeT HOPMAIbHYIO paboTy
CKJIAJICKOTO amnmapara. B pacnopsiinTenbHON yacTy yKa3aTb KOHKPETHBIE Yachl OTITyCKa MaTepHUajoB cO CKIa0B, Ha3BaTh
KOHKPETHBIX JJOJDKHOCTHBIX JIHII, KOTOPBIE OTBEYAIOT 3a MEPEBOJI CKIIAI0B Ha Ooiiee panloHaIbHEINH pekuM paboTel. OcTaabHEIe
MYHKTBI B PACHOPSIIUTEILHON YaCTH M APYTUE PEKBH3UTHI YKa3aTh CAMOCTOSTEIIBHO.

9. CocTaBuTh pacropspkeHue JUPEKTopa KoMmaHuu «PocTcenbMali» 0 IpeMUPOBaHUH PAaOOTHUKOB OT/IeNIa MapKeTHHTA 3a
JOCPOYHYIO pa3paboTKy OmM3Hec - I1aHa. [IpeMuto BeIIaTh U3 (hOHAA MaTepHAIBHOTO MoompeHus B pazMepe 30 % MecsIHOro
oxnana. /lpyrue TaHHBIC B TEKCTE M PEKBH3UTHI YKA3aTh CAMOCTOSTEIBHO.

10. CocraButs nmpuka3 1o OO0 «FOrMeTamIKoOHCTPYKIMD)» 00 UTOraX JOKYMEHTAaIbHOH peBu3uu padots! npeanpuarus ¢ 01.02.20
no 01.09.20 . B akre peBu3uu 3ah)MKCUPOBAHBI CJICTYIOLIME HEJIOCTATKH: HE YIIOPSIOYCH YUET JMYHOTO COCTaBa, HEKOTOPHIE Jieia
WTP naxoznstcs B 3allyIlEHHOM COCTOSIHMY; Y 3aBEAYIOIIEro ckiafgoM Merauios Ilerpoa JI.H. okazanuce U3MUILKY JTHMCTOBOM
cramu (320 k) 1 HegocTavya CTaNbHOI TeHTHI (185 Kr); HomyckaeTcss HEOOOCHOBAaHHOE CIIMCAHUE YIIAKOBOYHON OyMaru, TBO3JeH 1
3aIlaCHbIX YacTel Ui peMOHTa 000PYAOBaHMS; B MEXaHUUECKOM LI€Xe JIOMYILEH Mepepacxol Npumos B konuuectse 60 Kr;
3aBeYIOLIUM CKIaACKUM x03s1iicTBoM [1.1. SIkoBIEBBIM HECBOEBPEMEHHO OTIPYKEHA IOCTABLIMKAM BO3BpaTHAas Tapa, 3a 4To
3aBOJIOM yIutaueH mtpad B cymme 15 Thic. py0. J[pyrue peKBU3HTHI yKa3aTh CAMOCTOSATEIBHO.

11. CocraButs npuka3 no OO0 «Ctpourens» 0 HeNpaBUIBHOM HCIOIb30BAHUY CTPOUTENBHBIX 0TX010B. Bo BBOIHOIT YacTH
yKa3aTb, YTO IPH IPOBEPKE PabOTHI CKIaa MIJIOMATEPUAIOB YCTaHOBIICHBI (DAKTHI OTITYCKA B KOTEIBHYIO JJIs COKUTAHUS OTXOJIOB
MIJIOMATepHaloB JUIMHOH cBeImmre 20 cM. B 3akmounTesHON YacTH CeAyeT MPEUIOKHUTE 3aBEAYIONEMY CKIaI0M OpraHH30BaTh
paboTy 1O peannu3ay OTXOA0B YaCTHBIM JIHIIAM.

12.CocTaBuTh KpaTKUi MPOTOKOJ MPOU3BOICTBEHHOTO COBEIIaHU paOOTHUKOB TJIAHOBO-O)KOHOMHUYECKOTO OT/ENa 3aBOoja
MeJIpenapaToB, Ha KOTOPOM OBUI pacCMOTPEH BOIPOC O TOCPOYHOI paspaboTke OusHec-uraHa Ha 20 1. [Tocie o6cyxneHus
MIPOM3BOJICTBEHHOE COBEIIAHNE MPHHSIIO PEeIIeHHE pa3padoTaTh OM3HEC-IUIaH Ha TP JHS PaHbIIE yCTAHOBJICHHOTO CPOKA.
OcranpHble JaHHBIE YKa3aTh CAMOCTOSTENBHO.

13.CocTaBuTh KpaTKUi MPOTOKOJ OOIIEro coOpaHus pabo4yrx 00IecTBa ¢ OrPaHMYCHHOM OTBETCTBEHHOCTHIO "FOrcTpoii”, Ha
KOTOPOM 00CY’KIaeTcsl BOIPOC O CO3MAHMH IeXa CTPOUTEIHFHBIX MaTePHaJIOB U CTPOUTENBCTBA JKIIIBIX ToMOB. Ha coOpannn
ObuTa 3aciTynIaHa HHGOpMaUs MpeaceaaTesst 0 BO3SMOKHOCTH CO3/IaHMS TaKOTo IieXa M MEePCIeKTUBAX ero paboTsl. Beuto mpuHATO
peleHre NOPYUYUTh NPeICeAaTeNI0 H €r0 3aMECTHTEINIO M0 CTPOUTENBCTBY B T€UEHUE 6 MECALEB pa3BEPHYTh PaOOTY U BBIACIHUTH
JUTSL 9THX Ieield 3 MiH. pyo.

14.CocTaBUTh MPOTOKOJ 3acelaHUsl MHBEHTAPU3ALMOHHON KOMUCCHH 3aB0/1a Ta30BOM ammapaTypbl, Ha KOTOPOM pacCMaTpUBaiCs
BOIIPOC O Pe3ynIbTaTax HHBEHTapU3aLUH Mo ckiagy Ne 7 BCIIOMOraTeNbHBIX MaTepranos. Ha 3acenanuu ObLIO IPUHATO
MIOCTaHOBJICHHE 00 YTBEP)KICHUH PE3yJIbTaTOB HHBCHTAPH3ALUH U OTHECEHHUH 32 CUET 3aBEIYIOLICTO CKIAIOM HEI0CTaul
BCIIOMOTATEJFHBIX MAaTEPHANIOB B cyMMe 365 THIC. py0., a TakKe 3a4NTaHbl CIIMIUTEIbHAs BEOMOCTH IT0 CKIaxy Ne 2
00BACHUTENTbHAS 3aMMCKA 3aBEAYIONIETO cKIafnoM. OCTaabHBIC JaHHBIC OTPEICIHUTD 110 CBOEMY YCMOTPEHHIO.

TK 2 IIpumep 3ananus

1. CocTaBUTB HOKTAAHYIO 3aIMCKY IMIaBHOTO SKoHOMHCTa aupekropy OO0 «HuBa» 00 obecriedeHNH OT/ENIa YETHIPEMS
KommbroTepaMu. OcTalbHbIe PEKBU3UTHI YKa3aTh CAMOCTOSATEIBHO.

2. CocraBbTe aKkT mpUeMa-nepeaun NePCOHAIBHBIX 3JIEKTPOHHO-BBIYUCIUTENBHBIX MamnH (IIT9BM) u3 otaena caadxenus [TAO
«HDAKAII» B otnen pexnambel. OCHOBaHHUEM SIBIISIETCS - JOKIIAHAs 3aIIMCKa HadallbHUKa oTAena pexinaMbl ['yposa U.C. B akre
ycTaHoBIeHO, uTo [I9BM nepenaercs B oTaen CHAOXKEHNS HA CPOK BRIOIHEHHUS padoT 1o KoHTpakry Ne 22/47. PekBU3UTHI
YKa)KUTE CAaMOCTOSITEIIHHO.

3. CocTaBUTH JIOKITAIHYIO 3aIIMCKY CeKpeTaps-peepeHTa pyKOBOIUTEINIO IpeaupusTus 00 yrepe pabotHukomM CrenaHoBbiM B.T'.,
MHIChMa-3aIpoca, TIOCTYITUBIIETO B aAPEC PEAIPHATHS ABa MecsIa Hazal.

4. CocTaBUTH aKT O CHHCAaHUU TOBapPHO-MaTepHAIbHBIX IIEHHOCTEH Ha OCHOBE Mpuka3a HaganbHuka nemapramenta ot 02.05.20
Ne 23 «O npoBeeHMM HHBEHTapU3allMl TOBApPHO-MAaTEePHAIbHBIX LIEGHHOCTEH». B akTe ycTaHOBIIEHO, UTO HE MOJIAI0TCS PEMOHTY
¥ HE MOTYT OBITH pea30BaHbl HOMMEHOBaHHBIC HIDKE IEHHOCTH, TIO/UIeKAIINE CIMCAHNIO B UCKITIOYEHHIO U3 yUeTa.

5. CocTaBUTh OOBSICHUTENBHYIO 3aIIMCKY 10 (h)aKTy OTCYTCTBHUS Ha pabodeM Mecte coTpynHuka MBanosa I.U. ¢ 8 wacoB 10 12 yacos
13.03.20 .

6. CoCTaBUTB JIOKTAIHYIO 3aIIMCKy HaYalbHHUKA OTJesIa PYKOBOJUTENIO IPEIIPHUATHS O (pakTe HEBBIIOIHEHHUS PaCIOPSHKCHUS O
MOHTaXXe 000pyIOBaHHS HA YIACTKe 10 IIPHYMHE CIa00r0 KOHTPOJIS CO CTOPOHBI ITTAaBHOTO TEXHHKA.

7. CocTaBUTH MOJIHBII IPOTOKOI MPOU3BOICTBEHHOTO coBemtanus 3A0 «Bo3poxkaeHue» 0 HOATOTOBKE K IIEPEroBopam ¢
MpeICTaBUTEISIMU HeMelkoit ¢pupmbl «Kpad1» 0 nanpHeiinieM corpyanudectse. [IoArOTOBUTE MPeAOKEH S sl 00CYKICHUS Ha
neperoBopax. OTBETCTBEHHBIM Ha3HAYUTh HadaJlbHUKA Ipou3BoAcTBeHHOro otaena [lumkuna C. 1. Cpok — 25.11.20 .

8. CocTaBHUTH TOKIAAHYIO 3aIIMCKy ITIABHOTO OyXTajaTepa PyKOBOIUTENIO IPEAIPHUATHSI O HEOOXOIMMOCTH LIEHTPAIN3allly PacieTOB
¢ paboTHHKaMH NpeAnpHsITUs. B 0043aHHOCTH OTUETHBIX paOOTHUKOB 1IEXOB TOJHDKHO BXOAUTH JHUIIL O(OpMIIEHHE EPBUYHBIX
JIOKYMEHTOB II0 y4eTy BBIpaOOTKU. B oKTaqHOM 3anucke He0OOX0ANMO IT0IaTh IPEIUIOKEHUE O IEPECMOTPE ITATOB OTYSTHBIX
pabOTHUKOB B II€XaX ¥ TJIABHOM OyXrajaTepuy U3 pacueTa o0IIero CoKpalieHust mraTtoB He MeHee 4eM Ha 20 %.

9. CocTaBuUTh MONHBII IPoTOKOT 06Iero codpanus padounx [TAO «tOrcTpoity, Ha KOTOpoM 00CyXKIacs BOIPOC O CO3AaHUU
MPOU3BOJICTBA CTPOUTEIBHBIX MaTEPHAJIOB [l CTPOUTENILCTBA KIUIBIX TOMOB. Ha coOpanuu Oblia 3aciyinana HHGOpMAIHs
TpeJiceiaTeNs 0 BO3MOXXHOCTH CO3JaHMS TAaKOTO IIeXa U IMePCHeKTHBax ero padoTsl. ITocie o0CykaeHUs OBUTO IPHHATO PEIICHuE
HOPYYHUTH TPEJICEATEIII0 H €T0 3aMECTUTENIO [0 CTPOUTENIECTBY B T€UEHHE 7 MECSIEB Pa3sBepPHYTh pabOTy U BBIACIHTH JUIS 3THUX
ueneit 40 muH. pyGuieit.

10. CocraBuTh crpaBKy o ToM, 4To barypuna I1.B. siBisieTcst cTyqeHTKO#H 3-T0 Kypca (aKyIbTeTa SJKOHOMUKA H YIIPABICHHS.

11. CocTaBuTh DOKIAHYIO 3aITMCKy HaYaIbHUKA INIAHOBO-9KOHOMUYECKOTO OT/IelIa PYKOBOANUTEIIIO MIPEATIPUATHS 00 00ecieueHnI
OTZeNa YeThIPhMs KoMIbloTepaMu. OcTalbHbIe PEKBU3HUTHI YKa3aTh CAMOCTOSATEIIBHO.

12. CocraButh u 0QOPMHUTH TIOJNHBIM NPOTOKON 3acedanus cosera aupekropoB [TAO «IIporpecc» o pa3zpaborke 1
YTBEpXKIICHUH OM3HecC-TUIaHa. J[pyrre TaHHBIE B TEKCTE M PEKBH3HUTHI YKAXKHUTE CAMOCTOSATEIIBHO.

13. CocraBbTe OOBICHUTEIBHYIO 3aMICKy TOPHOTO MacTepa IMPOU3BOACTBEHHOTro o0beanHeHns «lOruepmer» Cumonosa A.T. Ha
uMs HadyainpHUKa maxTsl [TaBnosa K.E. o HapymieHun npon3BoAcTBEHHON JUCIIUIIIMHBL.




14. CoctaBuTh 1 OOPMHUTH aKT O pe3yNbTaTax IPOBEPKU Mep OE30IMACHOCTH Ha CKIaje roToBod mpomyximu ITAO
«IIporpecc». OcHOBaHUEM SIBIISIETCS IPUKAa3 TeHepalbHOro jupekropa Ne 48 «O Mepax IO IpeaynpexIeHHIO
XULIEHU». B pemenny koMuccus ykasana:

a) MOAEPHU3UPOBATh HMEIOMIYIOCS CHCTEMy OXPaHHOW CHTHAIM3AIWH, yCTAHOBUTH BUICOKAMEPHI HAPYKHOTO HAOIIOICHUS;
0) CIIOKMBIIYIOCSI Ha CKIaJe NPaKTUKy Mep Oe30MacHOCTH CYHMTATh YAOBIETBOPUTEILHOM.

15. CocraBuThb pe3toMe JUIsi MOJIOJIOTO CIIEIUAIHCTA, 3aKOHYMBIIETO BY3 110 HAIPABICHHIO MOJATOTOBKH « DKOHOMHKa», KOTOPBIH
MPOYHTAJI B ra3eTe 0OBABICHHE 0 HAOOpE B OPraHU3ANNIO CIEIHAIIIICTOB €To Mpouit. B 00bsiBIeHNN H3MaraeTcs mpockba
COCTaBHUTb PE3IOME U MPEACTaBUTH €ro PaboToNaTeNIo.

16. CocraBbTe npHKa3 00 YBOJIBHEHHH paOOTHHKA B CBSI3M C JIMKBUIALUEH peanpusaTvs. Hanummre 3asBienue 1 opopmure
3aITUCh B TPYIOBOW KHIKKE.

17. CoctaBbTe 3afBIEHHE U TIpHKa3 O MepeBoje Ha Opyryio padory Oyxramrepa [pomoBa A.T. ¢ 15.01.20 . cero
coryacus Ha OJDKHOCTB Oyxrantep-kaccup, owian ———-38000 pyOueit B Mecsii.

18. CocTaBbTe 3asBICHHWE WM MPHKA3 O MpHeMe Ha mocTosiHHyio pabory Konmna M. JI. ¢ 13.11.20 1. ¢ JABYXMECSYHBIM
HCTIBITAaTEEHBIM CPOKOM B OYXTaJITepHIO Ha IOJDKHOCTB 3KOHOMICTa okiazoM 45000 py6. B mecs.

TK 3 Ilpumep 3ananus

1. CocTaButh HOTOBOp Nepenaun koHGuAeHIHANbHON nHpopMarmu [TAO «JIroxcopy» (0bmamarens nHMOPMAIMN) KOHTPAreHTY
000 «Aptekey (nomydaTtento HHGopMaIm), rae 00s3aTebHBIMU pa3enamMu OyAyT: MpeaMeT 0roBopa, 00s3aTeabCTBa CTOPOH,
OTBETCTBEHHOCTb CTOPOH.

2. CocTaBUT aBTOPCKHUIT JOTOBOP Ha CO3/IaHKE ITPOTPAMMHBIX KOMIIOHEHTOB, 76 0053aTeIbHBIMH pa3feiaMu OyayT: IpeaMeT
JIOTOBOpA, IIpaBa U 005S3aHHOCTH CTOPOH, OTBETCTBEHHOCTh CTOPOH, KOH(PHUIECHIIHAIEHOCTD, pa3pelIeHne CIIOPOB, PACTOPIKEHUE
JIOTOBOPA, I0pUIMYECKUE afpeca 1 OaHKOBCKHE PEKBU3UTHI CTOPOH.

3. CocTaBUTB areHTCKUH JOTOBOP ¢ (PU3NIECKNAM JIMIIOM Ha COBEpIICHNE (DAaKTHUECKUX NEHCTBUH, TIe 00s3aTeIFHBIMI pa3/ielaMy
OymyT: mpeaMeT I0roBOpa, paBa U 00A3aHHOCTH CTOPOH, MOPSIIOK PACIETOB, OTBETCTBEHHOCTH 110 HACTOSIIIEMY JOTOBOPY,
paspelleHue CIopoB, U3MEHEHU U MpeKpallleHrne JOroBopa, IOpUANIECcKUe aapeca U OaHKOBCKHE PEKBU3UTHI CTOPOH.

4. CocTaBUTb I0TOBOP KYILTH — IIPOJIAXKH 3€MEIILHOTO y4acTKa, I7ie 003aTeNbHBIMHU pa3enamMu OyayT: MpeAMET JOroBOpa, pasa u
00513aHHOCTH CTOPOH, IIeHA U TIOPSAAOK PACUETOB, IIPaBa TPETHHX JINI], OTBETCTBEHHOCTH CTOPOH, 00CTOSATEIHCTBA HEMTPEOJOITNMOM
CHIIBI, CPOK AEHCTBHS HACTOSILETO AOTOBOPA, pa3pelieHue CIIOPOB, 3aKTIOUNTENIFHbIE TIOJIOKEHUS, aipeca U MIATEKHbIE PEKBU3UTHI
cTOpOH (IIpOAaBIIa U IOKyTIaTes).

5. CocTaBHTH IOTOBOP apeHIBI HEXXMIIOTO ITOMEIICHHUS, TJIe 00s3aTeIbHBIMA pa3/ieiaMu OyIyT: IpeMeT JOr0BOpa, CTOMMOCTD
JIOTOBOpA U TIOPSIOK PacueToB, 0043aTeIbCTBA CTOPOH, CPOK apeHBI, IIPaBa CTOPOH, OTBETCTBEHHOCTH CTOPOH, MOPSIOK
paspeleHus Copos, Gopc-MakOpHbIE 00CTOATENBCTBA, IOPUANIECKUE afpeca U OAaHKOBCKHE PEKBU3UTHI CTOPOH (apeHaaropa u
apeHJ10/1aTensl).

7.CocTaBUTh KOHTPAKT Ha ITOCTABKY TOBAPOB, I7Ie 00513aTEIbHBIMI pa3felaMu OyayT: IpeaMeT KOHTPaKTa, IIeHa, CTPAX0OBKa M PHUCK
rubeny ToBapa, CPOKH U yCIOBHS IIOCTAaBKH, IJIATEXKH, KAYeCTBO TOBAapa U TapaHTHsl, YIIAKOBKA U MapKUPOBKA, TIOPSAAOK OTIPY3KH,
craua/mpéMka ToBapa, Gopc-MaxKopHbIe 00CTOATENbCTBA, IITPa(HbIC CAHKIMH, CHOPBI, OPUIMUYECKUE aipeca 1 OaHKOBCKHE
PEKBU3HUTHI CTOPOH (TIPOABIIa M ITOKYTIATEIS).

8.CoctaButs uckosoe 3assiaeane OO0 «AKBA» B ApbutpaxHslii ¢y I.MOCKBBI O B3BICKAHIH CTOUMOCTHU paboT 110 JOTOBOPY
noapsana ot 10.02.20_ Ne 1.

9. CocraBuTh UCKOBOE 3asBiicHHe parioHHbIH cya 0T OO0 «JIPCY NoS» 0 BO3MEIIEHUH MaTepHaLHOTO yiepoa, MpUIMHEHHOTO
paboTtomarelto.

10. CocTaBUTH MPETEH3HUIO O B3BICKAHUH HEYCTOWKH 32 HEAOIOCTaBKy OTAEIOYHOM ININTKUA B KOMUUECTBE 37 THIC. KB. M U YOBITKI
coracHo oroBopy ot 20.02.20  Ne 269.

11. CocTaBUTB peKIaMaIlHio K HOCTABIINKY B CBSI3H HECOOTBETCTBHEM KAaueCcTBA M KOJMYECTBA MTOCTABISIEMOTO TOBapa yCIOBHIM
3aKITI0YEHHOTO JOTOBOPA.

12. CocTaBUTh IOTOBOP apeH bl TOPTOBOTO MOMEIEHHSI, TAe 00s3aTeIbHBIMU pa3aenaaMu OyayT: MPeIMET A0r0BOpa, MOPAI0K
pacueToB, 00s13aTeIbCTBA CTOPOH, CPOK apeH/IbI, IIPaBa CTOPOH, OTBETCTBEHHOCTh CTOPOH, (popc-MakOpHBIE 00CTOSTENILCTRA,
IOpUANIECcKHe afpeca H OAHKOBCKIE PEKBH3UTHI CTOPOH.

®opwmer [TK o pucturumze:

IK 1 - Ycreiit onpoc (ot 9 1o 15 6ayios);

IIK 2 - Yerasnii onpoc (ot 9 mo 15 6amnos);

TIK 3 — Beimonnenue PI'P (ot 15 mo 25 Gamos).

Bonpocs! IIK 1:

1. OcHOBHBIE NOHATUS JOKYMEHTHPOBAHUS YIPABICHIECKOH IeATeIbHOCTH.

2. O0mmue ¥ criennanbHble QYHKIUN OQUINATBHBIX JOKYMEHTOB.

3. CocTaB HOPMAaTHBHO-METOIMYECKOH 0a3bl TOKYMEHTAIMOHHOTO 00ECTICUCHUS.
4.Yau¢ukanus 1 CTaHAapTU3aNNS YIPABICHIECKUX JOKYMEHTOB.

5. Knaccuduxanust JOKyMeHTOB.

6. OdopmiieHNE PEKBH3UTOB YIIPaBICHYECKUX JIOKYMEHTOB.

7. BriaHK# TOKYMEHTOB M TpeOOBaHHUS K HAM.

8. OdopmieHue B TOKyMEHTaX 3HAKOB [IPEIMHAHUS U CUMBOJIOB.

9. Odopmienue mosnei, HyMepaluuy CTPAaHUL B JOKyMEHTaX.

10.0¢dopmiteHue nat ¥ 9ucen B JOKyMEHTaX.

11. Odopmiierne TabIHI ¥ PUCYHKOB B TOKYMEHTaX.

12. Odopmnenne MmaTeMaTHUECKUX GOPMYI U €JUHUI U3MEPEHHUS B TIOKyMEHTaX.




13
14
15
16
17
18

19.
20.
21.

22

23.
24.
25.
26.
27.
28.
29.
30.
31.
32.
33.
34.
35.

. KoppexkrypHble 3HaKU 1 IpaBuiIa UX IPHIMEHEHUSL.

.OcobGeHHOCTH 0(HUINATEHO-ETI0BOTO CTHIIS.

.YnoTpeOieHre MPONHUCHBIX U CTPOYHBIX OYKB.

.Haubomnee ynorpebisieMble COKpAIICHUS CIIOB.

.Koppecnonaenus, cBa3aHHas ¢ IPOBEACHUEM NMEPUOANIECKUX MEPOTIPUATHH.

. YcraB opraHu3salyu, €ro peKBU3UTHI U OCHOBHBIE pa3/ieNbl TEKCTA.

IIITaTHOE pacnmcaHne, ero PeKBU3HUTH M OCHOBHEIE CBEJICHNUS, COAEPIKAIINECS B TAHHOM JI0-KyMEHTE.
ITonoxenue, ero pekBU3UTHL. Bupl nonoxeHui.

Huctpyxuust. OCHOBHOE Ha3HAYEHUE JOJIKHOCTHOM MHCTPYKIMU, €€ PEKBU3UTBI 1 OCHOBHBIE Pa3/ielbl TEKCTa
. YapeanTenbHBIH TOTOBOP, €r0 PEKBU3UTH M OCHOBHEIC Pa3Ieibl TEKCTA.

Bums! pacnopsauTenbHbIX JOKyMEHTOB, IX OCHOBHOE Ha3HAUCHHUE.

IIpukas, ero peKBU3UTHI U OCHOBHBIE YaCTH TEKCTA.

PexBU3HUTHI yKa3aHUs U LIENb U3/aHUSA JAHHOTO JOKYMEHTA.

Pacriopspkenne, ero peKBU3UTEL. BONpoCE!, 10 KOTOPEIM H3/1a€TCs PACTIOPSKEHHE.

Pemenne, ero pexBu3uThl. Oprassl yIpaBieHHs, IMEIOIIHE IPABO K U3JJAHUIO JAHHOTO JOKY-MEHTA.
PeKxBU3UTHI MOCTaHOBIEHH U LENb U3JAHUS JAHHOTO JOKyMEHTA.

Bumsr nHpOpMaOHHO-CIIPaBOYHBIX TOKYMEHTOB, HX OCHOBHOE Ha3HAUCHHE.

IIpoToxoi, ero peKBU3NUTHI U OCHOBHBIE YaCTH TEKCTa. BB IPOTOKOIIOB.

JloknaHble U OOBSICHUTENbHBIC 3aMHCKH, UX PEKBU3UTHI U OCHOBHBIE II€IM HAMTHCAHUs JaH-HBIX JOKyMEHTOB.
TpeboBaHus1, IpebsABIsIEMbIE K COCTaBICHHIO CIIPaBOK. Buibl cripaBok.

OcobenHOCTH cocTaBIeHHs akTa. OCHOBHBIC HacTH TEKCTa. BB akTOB.

TpeOoBaHus, MpeabABIAEMbIE K COCTABICHHIO U O(OPMIICHHIO CITYKEOHBIX ITHCEM.

PasHoBHgHOCTH ITHCEM.

Bonpocs! IIK 2:

O 002N Nk~ W —

10
11

12.
13.
14.
15.

16

17.

18

19.
20.
21.
22.
23.
24.
25.
26.
27.

. BUIBI TOKyMEHTOB, OTHOCSIIIIMECS K JOKYMEHTALMH 10 IMYHOMY COCTaBY.

. ObopmiieHne puema Ha padoTy.

. TpeGoBaHws, MpeAbABIAEMBIE K COAEPKAHUIO X 0(OPMIIEHHIO TPYJOBOTO JJOTOBOPA.

. OdopmiteHre IPUKA30B 110 TUIHOMY COCTABY.

. TpeGoBauus, npeabsBIsIEMbIE K COICPIKaHUIO M OQOPMIICHUIO XapaKTEPUCTHKH.

. CocTaBHBIE 2JIEMEHTHI H PEKBH3UTHI aBTOOHOTpaduu.

. CocTaB JOKYMEHTOB JINYHOTO JIeJIa.

. O6mme mpaBmiIa BeICHMS U BBIJIAYX TPYJOBBIX KHHKEK.

. OcopmiieHne TOKyMEHTOB NP EPEBOAE COTPYAHUKA Ha APYTYIO paboTy BHYTPH OpPraHU3aIMH.

Iopsimok oopMITeHHsT JOKyMEHTOB IIPH YBOJIEHEHNH COTPYIHUKA.

. Opranu3zarnus paboTsl C JOKYMEHTaMH.

[opsimok 0OpabOTKM MOCTYNAIOUINX M OTHPABISCMBIX JIOKyMEHTOB.
IMopsnok 00paboOTKH OTHPABIIAEMbIX JOKYMEHTOB.

Iopstmok 06pabOTKM BHYTPEHHUX JIOKYMEHTOB.

Perucrpanust 1oKyMeHTOB.

. Opranu3zanys KOHTPOJIS 32 UCIIOJHEHUEM JIOKYMEHTOB.

XpaHeHue JOKYMEHTOB.

. CocraBneHne HOMEHKIATYPBI 1eJ1 OPraHU3aIlUH.

Opranuzanus paboThl ¢ JOKYMEHTaMH, COACPKAIMHU KOH(BHUICHIUATbHBIC CBEACHHS.
CBenieHus1, OTHOCSIIIUECS K KOMMEPYECKOH TaliHe.

3amuTa JOKyMEHTOB, COAEPKAIINX KOMMEPUECKYIO TalHY.
YHUYTOXKEHHE JJOKyMEHTOB.

IToHsITHE 3/IEKTPOHHOTO TOKYMEHTA €TI0 IPEUMYILECTBA U HEIOCTATKH.
CocraBieHue TOKyMEHTOB.

ABTOMaTH3HPOBaHHAS MPOLEAypa pabOTHI ¢ JOKyMEHTaMH.
DNEeKTPOHHBIE O(DUCHBIE CUCTEMBI.

XpaHeHHE JOKYMEHTOB B 3JICKTPOHHOI hopme.

Bompocs! 11 npoBeieHst UTOroBoOH arrectanuu B popme 3auéra (MK):

L.
2.
3.

OCHOBHBIE MOHSATHS IOKYMEHTUPOBAHUS YIIPaBICHUECKOI AESTEIbHOCTH.
OO6mmue u criennansHble QYHKIUH O(QUITHANTBEHBIX JOKYMEHTOB.
CocTtaB HOPMaTUBHO-METOANYECKON 0a3bl JOKyMEHTAIIMOHHOTO 00ECIICUCHNUSI.

4.Yaudukanus v CTaHAapTU3ANUS YIPABICHYCCKAX TOKYMEHTOB.

5.
6.
7.
8.
9.
10
11
12
13
14

Knaccudukaryst JOKyMEHTOB.

OdopmiieHre peKBU3UTOB YIIPABIEHUCCKUX JJOKYMEHTOB.

BnaHKu JOKyMEHTOB U TPeOOBAHUS K HUM.

OdopmireHre B TOKYMEHTAX 3HAKOB IIPEITUHAHUS U CHMBOJIOB.

Odopmirenne mosnei, HyMepaIuy CTPaHHIl B JOKYMEHTAX.

.Odopmienue gaT 1 4ucenl B JOKyMCHTAX.

. OdopmiieHune TabnuIl U PUCYHKOB B JIOKYMEHTAaX.

. Odopmirenre MaTeMaTHIeCKUX GOPMYIT ¥ €AMHHI] I3MEPEHHS B TOKYMEHTAX.
. KoppexrypHble 3HaKu 1 IpaBuiia UX IPHIMEHEHS.

.OcobeHHocTH 0(pUIHATEHO-/1€T0BOTO CTUIIA.




15.YnoTpebieHne NpOnuCHBIX U CTPOYHBIX OYKB.

16.Haubonee ynorpebiisieMble COKpPAILICHHS CJIOB.

17.KoppecnoHaeHIs, CBI3aHHAs C IPOBEICHUEM MTEPHOANICCKAX MEPOTIPHSATHH.

18. YcTaB opraHusanuu, ero peKBU3UThL U OCHOBHBIE Pa3/ieiibl TEKCTA.

19. llItaTHOE pacmucanue, ero peKBU3UTHI 1 OCHOBHBIE CBEACHUS, COJlEpKaIUecs B JaHHOM JIOKYMEHTE.
20. ITono>xeHue, ero peKBU3UTHI. BUIbI MONTOKEHUA.

21. Unctpyxuusa. OCHOBHOE Ha3HauY€HHUE NOJDKHOCTHOM MHCTPYKIMH, €€ PEeKBU3UTHI U OCHOBHBIE Pa3/ielibl TEKCTa
22. YupeanuTeIbHBIi JOTOBOP, €T0 PEKBU3UTH M OCHOBHBIE Pa3eibl TEKCTA.

23. Buasl pacnopsiinTeabHbIX JOKyMEHTOB, MX OCHOBHOE Ha3HAUYEHUE.

24. Tlpuka3, ero peKBU3UTHI 1 OCHOBHBIE YaCTH TEKCTA.

25. PexBU3UTHI yKa3aHUs U LENb U3/1aHUs JAHHOTO IOKYMEHTA.

26. PacniopspkeHHe, €r0 peKBU3HUTHL. BOMpoCkl, IO KOTOPBIM U3JAETCsl pACIOPSIKEHUE.

27. Pemienue, ero pekBu3uThl. Opraibl yIpaBjIeHHUs, UMEIOLIUE [IPABO K U3AAHUIO IaHHOTO JOKYMEHTA.
28. PexBU3UTHI IOCTAHOBJICHUS U LENIb U3AaHUS JaHHOTO JOKYMEHTA.

29. Buns! nHQOPMAITOHHO-CIIPABOYHBIX JJOKYMEHTOB, UX OCHOBHOE Ha3HAUCHUE.

30. IIpoTokoJ1, ero peKBU3UTHI U OCHOBHBIE YACTH TEKCTa. BUabI MPOTOKOJIOB.

31. oxnagabie M O0BICHUTEIBHBIC 3aIIMCKH, HX PEKBU3UTHI M OCHOBHBIE IIENIN HATIMCAHNS TAaHHBIX JOKyMEHTOB.
32. TpebGoBaHus, MpeabABIAEMbIE K COCTABICHHIO CIIPABOK. BB cripaBoK.

33. Ocobennoctu cocraBieHusa akra. OCHOBHBIE YaCTH TeKCTa. BUIbI aKTOB.

34. TpeOoBaHMs, IPEABSIBIACMbIC K COCTABICHHIO ¥ O(POPMIICHHIO CITY)KEOHBIX ITACEM.

35. Pa3HOBUJHOCTH IIHCEM.

36. Buzbl JOKyMEHTOB, OTHOCSIIHECS K JOKYMEHTALUH MO INYHOMY COCTaBY.

37. Odbopmiienue mprema Ha padboTy.

38. TpeboBaHwMs, IpeABIBIAEMBIC K COAESPKAHUIO U 0(OPMIICHHIO TPYIOBOTO JOTOBOPA.

39. OdopmiteHue MPHUKA30B MO TMYHOMY COCTABY.

40. TpeGoBanus, MpeabIBIsSEMbIE K COACPKAHUIO U O(POPMIICHUIO XapaKTEPUCTHKH.

41. CocTaBHBIE 3JICMEHTHI M PEKBH3HUTHI aBTOOHOTpaduu.

42. CocTraB JOKyMEHTOB JINYHOTO JAeTa.

43. O0mye nmpaBuiia BeJeHUS U BbIIAYX TPYIOBBIX KHIDKEK.

44. OdopmiieHHEe TOKyMEHTOB IIPH [IEPEBOJIC COTPYAHUKA Ha IPYTyI0 pabOTy BHYTPH OpPraHU3alUH.
45. Iopsimok opopMIICHHS TOKyMEHTOB IIPH YBOJIEHEHUH COTPYIHUKA.

46. Opranuzanus padoThl C JOKYMEHTaMH.

47. Ilopanok o0pabOTKK MOCTYHAIOIIUX U OTIPABISIEMBIX JOKYMEHTOB.

48. [opsimok 00pabOTKH OTIPABIIICMBIX JOKYMEHTOB.

49 ITopsmox 06pabOTKH BHYTPEHHHUX JTOKYMEHTOB.

50.Peructpanus JOKyMEHTOB.

51.0Opranuzanusi KOHTPOJIS 32 UCIIOJIHEHUEM JIOKYMEHTOB.

52.XpaHeHue JOKYMEHTOB.

53.CocTaBieHre HOMEHKIATYPBI A€ OpraHU3alHH.

54.0Opranuzanus paboThl ¢ JOKYMEHTaMH, COAEPKALTIMU KOH(PHUICHIINATbHBIE CBEICHHS.
55.CBenenusi, OTHOCSIIMECS K KOMMEPYECKOM TaliHe.

56.3amuTa JOKyMEHTOB, COJEPKALIX KOMMEPUECKYIO TaliHYy.

57.YHUUTOXKEHUE TOKYMEHTOB.

58.IloHsITHE IEKTPOHHOIO JOKYMEHTA €ro MPeuMyIIecTBa U HEJOCTATKH.

59.CocTaBineHue JOKYMEHTOB.

60.ABTOMAaTH3MPOBaHHAS MIPOLEAypa PaOOTHI ¢ JOKyMEHTaMH.

61.OnexTpoHHbIe O(QUCHBIE CUCTEMBI.

62.XpaHeHne TOKyMEHTOB B 3JICKTPOHHOM (hopme.

Kommexr 6uneToB i 3aueTa XpaHUTCA B OyMaXKHOM/3JIEKTPOHHOM BHJE Ha Kadeape Mull.

6.2. Tembl NUCBMEHHBIX PadoT

PacuetHo-rpaduueckas pabora cTyI€eHTOB OUHOM (HOpMBI O0YUEHUS

PacuerHo-rpaduyeckas pabora Ha TeMy «J]okyMeHTannoHHOE oOecniedeHNe yIpaBICHUsI OpraHU3alneiy UMEeT LEIbo
3aKpEIICHNS TEOPETHUESCKIX 3HAHUH [0 COCTABIICHUIO B 0(h)OPMIICHHIO TOKY-MEHTOB YIIPaBICHUECKOH JIesTebHOCTH. B 3amaun
PI'P Bxoaur:

1.Cocrasnenue 1 0opMIICHIE OCHOBHBIX BUJIOB YIIPaBJICHUCCKOI JOKYMEHTALMH.




2. CocraBnenue u oopmieHue JoKyMeHToB ¢ nomouibio 11K, mpu ncnons3oBanuu nakera aBTomarusanun Microsoft Office.

CTpyKTypa IOSICHUTENBHOI 3aIiCKH pacdeTHO-Tpaduueckoil paboTsI

U €e OPUCHTHPOBOYHBIA 00BEM

Brenenue (1 c.)

1.CocraBnenue u 0OpMIICHAE OCHOBHBIX BUJIOB yIIpaBiieHYeCKol TokymenTarumu: (8 -10 c.)

1.1 OpraHu3anoOHHbIX J1OKyMEHTOB;

1.2 PaciopsimuTenbHBIX JOKYyMEHTOB;

1.3 UrdopManmoHHO-CIIPABOYHBIX IOKYMEHTOB;
1.4 JIOKyMEHTOB 110 JIMYHOMY COCTaBYy.

2. CocraBnenue u opopmiieHHEe JOKyMeHTOB ¢ momoursio ITK, mpu ncmons3oBanny makera aBTomarusanuu Microsoft Office: (4 c.)
2.1 Coznanue u opopmiIeHHE JOKYMEHTA YIPaBICHUECKOH NeSTeIbHOCTH C MOMOIIBI0 cucTeMbl Microsoft Word;
2.2 Co3nanue 1 0opMIICHUE AUArpaMMEI K ISJIOBOMY IIHCHMY € IIOMOIIbI0 ciucteMbl Microsoft Excel;

2.3 Coznmanue 1 opopMIIeHHE TIPE3EHTAMN HOBOH MPOAYKIMH (YCIIYT) ¢ TIOMOIIBIO cucteMbl Microsoft Power Point.
Saxrouenwue. (1 c.)

PacueTHO-rpaduueckas pabota Ha TeMy «J[OKyMeHTaIMOHHOE 00eCTIeYeHNE YIPaBICHUS OpPTraHU3aIlei» BBITIOHACTCS CTYICHTOM
WHIWBUAYAJIIBHO BO BHCAYAUTOPHOEC BPEMA, CAMOCTOATEIBHO 110 MHAWBUIYAJTIbHBIM UCXOAHBIM JAaHHBIM BapyuaHTa 3aJaHuA B
COOTBETCTBHE C pa3paboTaHHBIMU MeToanuecKiuMu yka3anusmu. [lociie mpoBepku U 1opabOTKH yKa3aHHBIX 3aMeUYaHuii, paborta
3amuiiaercs. [Ipy MoJ0KUTEbHON OLIEHKE BBITIOIHEHHON CTYICHTOM pabOThI HA TUTYJILHOM JIMCTE CTABUTCS - "3a4TeHO".
Bremonnenue PI'P (ot 15 mo 25 6amnos)

6.3. Ilpouenypa oueHnBanus

PetitunroBsri 6amt mo BPC 3a paboTy B ceMecTpe 1o JUCIUINIMHE He MOXeT npeBsimaTh 100 6amios (min 51):
S=TK+IIK+A
PacrnipeeneHue xonmyecTBa 6aIoB IS HOTYyYCHHUS 3a4eTa WK SK3aMeHa:
TK+IIK ot 51 go 85; A ot 0 10 15.
Ecnu npn n3ydeHNH AUCIMIUIMHGI yaeOHBIM IUIAHOM 3aIUIaHMPOBAHO BBITIONHEHKE pedepaTa, PI'P, kypcoBoro mpoekra (paboTsr),
TO JUIs UX olleHKH BbiaensieTcs oaud 1K, Takue Bunpl paboT oneHnBaroTest oT 15 1o 25 6amnos.
Crnava pa0boT, 3aIUTaHIPOBAHHBIX YYCOHBIM ITAHOM, SIBIISCTCS 00SI3aTEIIBHBIM 3JICMEHTOM, HE3aBHCHMO OT KOJIMYECTBA HAOpaHHBIX
6amroB mo apyrum Bugam TK u ITK.
HesaBucumo ot pe3ynsTaToB mpeabirymiero srana koHTposis B cemectpe (TK wmmu I1K), oOyuaronuiics qomyckaeTces K
CIICIyIOLIEMY.
Ecnu oOy4atomnuiicst B KOHIIE ceMecTpa He Habpal MUHHMaIbHOE KOJTHMYecTBO OainioB (51 6amt), To st Hero 00s3aTeNbHbIM
CTAHOBATCS:
- IIK — PI'P / kypcoBoii ipoekT (pabota) / pedepaT, 3alIaHupOBaHHbIA yuyeOHbIM 1aHoM. Eciiu npu n3ydeHuu JUCHUTUTUHBI
y4eOHBIM IUTAHOM HE YCTAaHOBJICHO BBIIOJHEHHE BHIMICIICPEYNCICHHBIX paboT, TO BhIoNHseTcs oquH 1K, mpemmoxeHHbIi
IperoaBareseM (HanpuMep, YCTHBIN HIM TMCBMEHHBIH o1poc, pedepat, TeCTHpOBaHUE U T.11.);
- UK — cnaua 3adeTa WM 9K3aMeHa, B CPOKH, YCTAHOBJIEHHBIE PAaCIIMCAHHEM IIPOMEXYTOUHOI arTecTanun. OLeHUBaHNE
MPOU3BOJUTCS O NMATHOAIBHON IIKaie. B BeoMocTH B rpady «DK3aMeHAIIOHHAS OIICHKAa) BBICTABIISICTCS OL[CHKA O
pesynbraram HK.
MaxcumansHoe konudecTBo 6aymtos 3a PI'P / kypcoBoit mpoekt (paboty) / pedepar, 3ammaHnpoBaHHbBIA yIeOHBIM IIIAHOM PaBHO 25
(min 15). [lepecueT 6aI0B B OLIEHKY MO MATHOAIILHOM IIKae:
IMepecuer 6anoBs 3a pedepat, PI'P, kypcoBoit mpoekTt (padboTy) 1Mo 5-Tu GaJbHOM IIIKaJie:
PetitiHroBEIH Oayur  OneHka 1o 5-TH OabHOHN mIKame

25-23 Otnu4yHO

22-19 Xopomuio

18-15 Y noBnerBoputeabHO

<15 HeynoBneTBOPUTEILHO
Kputepun ouenku ypoBHs c(hOPMHPOBAaHHOCTH KOMIETEHIIMI U BHICTaBIeHUs OaioB 3a pedepat, pacueTHO-rpaduyeckyro padory,
KyPCOBYIO paboTy (IIPOEKT): COOTBETCTBHE COJIEPKAHMS PaOOTHI 33JaHHIO; TPAMOTHOCTh M3JI0KEHHS M KaYeCTBO O(OPMIICHHS
paboTHI; COOTBETCTBIE HOPMATHBHEIM TPEOOBAHMUAM; CAMOCTOSITEIIFHOCTE BBITOJHEHHUS PaOOTHI, TITyOHHA IPOpaboTKI MaTepraa;
UCTIONIB30BaHNUE PEKOMEHJOBAaHHON U CIIPABOYHOI TUTEPaTypHl; IPABIIIBHOCTD BBITIOJIHEHHBIX PACYETOB U IpaHuecKoil yacTy;
00OCHOBaHHOCTB ¥ JIOKAa3aTEIIbHOCTh BEIBOJIOB.
JIs pacdera HTOTOBOM OIIEHKH IO JUCITUTLTHHE HEOOXOAMMO HUTOTOBBIC OalTh (S) TIepeBeCcTH B MATHOAIHHYIO IIKAITY:
Ilepecuer HTOroOBBIX 0AJUIOB AUCIUILIMHEI IO 5-TH OaTBHOM IIKaje.
PetiTunroBeIl 0amn (MTOTOBBIA OaJll MO JAUCHHUIUIMHE) Onenka 1o 5-Tu OajabHOU IIKaie:

86-100 OTin4HO

68-85 Xopomio

51-67 Y noBneTBOPUTENHHO

<51 HeynosnerBopuTeabHO
HWrorossrit korTpois (1K) npoBoanTcs B popme 3aueTa mimu sk3aMeHa. OIeHUBaHNE MIPOU3BOIUTCS 1O S5-TH OaNbHOI IIKare.
OreHka chopMUPOBAHHOCTH KOMIETEHINH y 00YJaIOMNXCST ¥ BBICTABICHHE OI[CHKH MO TUCIUIUINHE BEIETCSA CICAYIOIINM
00pa3oM : [uisi CTYAEHTOB OYHOH (popMbl 00yUeHHS UTOTOBas OLIEHKA MO AUCUUILTUHE BeicTaBisieTcs o 100-6amipHol cucteme,
3aTeM HEePEBOTUTCS B OLICHKH «OTIHYHOY, «XOPOII0Y, KYIOBICTBOPUTEIEHOY, HEYIOBICTBOPUTEIBHOY / «3aUTEHO» H «HE
3a4TEHO; IS CTYICHTOB 3A09HON M OYHO-3209HOM ()OPMBI 00YUIEHHS OICHUBACTCS MO MATHOAIUTEHOH MIKaJIe, OLIEHKAMH
COTIIMYHOY, «XOPOLIOY, KYHLOBICTBOPHTEIHHOY, «HEYJOBIETBOPUTEIBHOY / «3aUTECHO) HIIH «HE 3a4TECHON.
BhICOKHii ypOBEHb OCBOEHHSI KOMITETEHITN, HTOrOBast OLIEHKA MO AMCITUTUINHE «OTIUIHOY» WK «3auTeHo» (86-100 6amion):




TIIyOOKO U IIPOYHO YCBOMII IIPOTPaMMHBIN MaTepHall, HCUEPIIBIBAOLIE, IIOCIE0BATENbHO, YSTKO 1 JIOTHYECKH CTPOITHO ero
u3Jaraer, yMeer

TECHO YBSI3BIBATh TEOPHIO C IIPAKTHKOH, CBOOOIHO CIIPABIACTCS C 3aa4aMy, BONPOCAMH M APYTUMH BHIaMH{ IPUMCHEHHS 3HAHUH,
IpUYEM He 3aTPyJHAETCS C OTBETOM IPH BUAOM3MEHEHUH 33/IaHHH, UCTIONB3YeT B OTBETE MaTepuall yaeOHO! TUTepaTypsl,
MPaBUIBHO 00OCHOBBIBAET MPUHATOE pEIICHHE, BIIaeeT pa3HOCTOPOHHUMY HABBIKAMHU M IPUEMaMHU BBIITOJHEHUS PAKTHYECKUX
3aga4. CHCTEMHO U IUTAaHOMEPHO paboTaeT B TCUCHUH CEMECTPA.

TToBbITIEHHBIH YPOBEHb OCBOCHHUST KOMIIETEHIINI, HTOTOBAs OIEHKA 110 TUCITHIUTHHE «XOPOII0» WK «3a4TeHo» (68-85 GamioB):
TBEPO 3HAEeT MaTepHaj, TPaMOTHO U IO CYIIECTBY M3J1araeT ero, He JOIMyCKasi CyIIeCTBEeHHBIX HETOUHOCTEl B OTBETE Ha BOIIPOC,
NPABIJIBHO MPUMEHSET TEOPSTUUCCKUE TIOIOKEHNUS MIPH PEIICHUH ITPAKTUYECKAX BOIIPOCOB M 33/1a4, BJIaJICeT HEOOXOAUMBIMHU
HaBBIKAMH ¥ IPHEMaMH UX BITOTHEHHA. CHCTEMHO M INIAHOMEPHO paboTaeT B TSUCHUH CEMECTpa.

IToporoBerii ypoBeHs OCBOCHUS KOMIIETEHITHI, HTOTOBAs OIIEHKA 10 JUCHUIIIHHE «YAOBICTBOPUTEIBHO» HIH «3a4TeHO» (51-67
0anioB): UMeeT 3HaHMS TOJIBKO OCHOBHOT'O MaTepHualia, HO HE YCBOMII €ro JeTalel, JOIyCKaeT HETOYHOCTH, HEAOCTaTOYHO
HpaBIIbHEIC (POPMYITHPOBKHU, HAPYIICHHS JIOTHYESCKOI MTOCICAOBATEIFHOCTH B U3JIOKCHUH POrPAMMHOTO MaTepHaia, HCIBITEIBACT
3aTpyIHEHUS PH BEIITOJIHEHUH TIPAKTHIECKUX padoT.

IToporoBelit ypoBeHs OCBOCHUSI KOMIIETEHIINH HEe COPMHUPOBAH, HTOTOBAS OI[EHKA MO AUCHUILTHHE «HEYI0BIETBOPUTEIBHOY» UIN
«He 3a4TeHO» (MeHee 51 Oania): He 3HAaeT 3HAYUTENBHOM YacTH IPOrPaMMHOTO MaTepHaia, IOMYCKAaeT CYIIeCTBEHHbIE OIINOKH,
HEYBEPEHHO, ¢ OOJBIIMMH 3aTPyTHEHUSMH BBIITOITHSICT ITpaKTHIecKre padoTrl. Kak mpaBuiio, OlleHKa «HEyIOBIETBOPUTEIHHOY
CTaBUTCS CTYJCHTaM, KOTOPBIE HE MOTYT MPOAOIKUTE 00y4eHHe 0e3 TOMOTHUTEIBHBIX 3aHATHH 110 COOTBETCTBYIOIIEH NHUCIUIIINHE.
OO01Mii MOPsIOK MPOBEIEHHSI POLEAYPhl OLICHUBAHUS 3HAHUH, YMEHUH, HABBIKOB U (MJIN) ONbITA AEATEIbHOCTH, COOTBETCTBHE
MHIUKATOPaM JIOCTH)KEHHS C(hOPMHUPOBAHHOCTH KOMITCTCHIIHI OTIPEICNICH B CICAYIOIINX JOKATbHBIX HOPMATHBHBIX aKTax:

1. TlonoxxeHue o TeKymiel arrectanuy 3Hanui odydaromuxcss B HUMU Hdouckoit TAY (B neficTByIomieii peaakiym).

2. ITomoxeHue 0 IPOMEKYTOTHOH aTTeCTallMH 00YJAOIIMXCs IO IPOTpaMMaM BEICIIEro 00pa3oBaHus (B AeliCTBYIOMIEH peJaKiyunm).
JIOKyMeHTBI pa3MelleHbl B CBOOOAHOM J0CTyIe Ha opuimanbaoM caiite HUMMU Jlonckoit [AY https://ngma.su/ B pa3nene: I'aBHast
ctpanuna/CeeneHns 00 00pa3oBaTeNbHON OpraHu3aui/JJOKyMEeHTBI.

6.4. IlepeyeHb BH/I0B OLICHOYHBIX CPEACTB

1. OUEHOYHBLIE CPEACTBA TEKYIIEI'O KOHTPOJIA:

- TeCThI / BOIPOCHLIS IPOBEACHHS IIPOMEIKYTOYHOTO KOHTPOJISL,
- OJIaHKM 3aJaHui 115 BeIoJiHeHus PI'P.

2. OLIEHOYHBIE CPEJICTBA ITIPOMEXYTOYHOU ATTECTALIMU:
- KOMIUIEKT OMJIETOB U1t 3a4eTa/ SK3aMeHa.

Xpanurcs B OyMaXHOM/3JIEKTPOHHOM BUe Ha Kadeape Mull.

7. YHEBHO-METOJUYECKOE U HTHO®OPMAIIMOHHOE OBECIIEYEHHUE IUCIIAIIJIMHBI (MOAY JIS)

7.1. PexomMeHnayemasi quTeparypa

7.1.1. OcHoBHAs1 IMTepaTypa

ABTOpBI, COCTaBUTENN 3arnasue W3naTenbcTBO, IO

JI1.1 |Kysneuos U. H. Jlenonpon3BoAcTBO: yueOHO-CIIPaBOYHOE TOcoOre Mocksa: [lamkoB u K°, 2024,
https://biblioclub.ru/index.php?
page=book red&id=711135

JI1.2 | Cepena M.B. JIOKyMEHTHpOBaHUE YIPABICHICCKOHN ETETHbHOCTH: yueO. Hosouepxkacck, 2021,
nocobue [ CTyI. O4H. 1 3204. popMbl 00y4. Hampasi. moArotT. | http://biblio.dongau.ru/MegaPr
"Oxonomuka", "Menemxment", "[IpuknanHas nadpopmaTura", oNIMI/UserEntry?
"busnec - napopmaruka", "CoruansHas padora', Action=Link FindDoc&id=42
"3eMIIeyCTpONCTBO U KagacTphI"] 7193&idb=0
7.1.2. lonoJHUTEIbHASA JTUTEPATYPA
ABTOpBI, COCTaBUTENN 3ariaBue W3natenscTBo, ros
JI2.1 | Kymnuepyk C. I1. JIOKyMeHTHasl IMHTBUCTHKA: YIeOHOe mocoone Mocksa: U3n-Bo «DnuHTaY,
2016,

https://biblioclub.ru/index.php?
page=book&id=83382

JI12.2 | Cepena M.B. JlokyMeHTHpOBaHNE yIIPaBIEHYECKON e TEIIbHOCTH: Hosouepxkacck, 2022,
MPaKTHUKYM [JUIs CTy[. BCeX (hopM 00yd. Hampapi. HOATOTOBKU http://biblio.dongau.ru/MegaPr
"Okonomuka", "MenemxmenT", "busHec-undopmaruka', oNIMI/UserEntry?
"[Mpuknagaas wHPOpMATHKA" ]| Action=Link FindDoc&id=42
7759&idb=0
JI2.3 | HoBouepk. HHX.- JloKyMeHTHpOBaHUE YIPABIEHYECKOHN NeATEIbHOCTH: METOI. HoBouepxacck, 2022,
MEJHOp. UH-T yKa3aHus 10 BBINOJH. J1a0. paboT [ cTya. Bcex hopM 00yd. http://biblio.dongau.ru/MegaPr
Honckoit 'AY ; cocr. : | HanpaBi. moarotoBku "OxoHoMuka", "MenemxmenT", "busnec- oNIMI/UserEntry?
M.B. Cepena, E.A. nadopmaruka", "Tpuragaas nHpopMaTnKa' | Action=Link FindDoc&id=42

[eeBa 7760&idb=0




7.1.3. MeTtoanueckue pa3padoTKu

ABTOpBI, COCTaBUTENN

3arnaBue

W3narenscTBO, TON

JI3.1 |HoBouepk. uHX.- JIOKyMEHTHPOBAaHUE YIPABIECHUYECKON NEATEIbHOCTH: METO/. Hosouepxacck, 2022,
MEJHOp. UH-T YKa3aHHs 110 BBIMOJH. pacy.-rpad. paboTsl s cTy ., 00yd. 1Mo http://biblio.dongau.ru/MegaPr
Honckoii I'AY; cocr. HarpasJl. TOAroTOBKU "DkoHOoMuKa", "Menemkment", "busnec- oNIMI/UserEntry?

M.B. Cepena nadopmaruka", "Tpuxragaas nHpopMaTnKa' | Action=Link FindDoc&id=42
7761&1db=0
7.2. Ilepeyenn pecypcoB HH(OPMALMOHHO-TeJIEKOMMYHUKAIIMOHHOI ceTn "UHTepHeT"
7.2.1 Odunuansaeiit caiit HTMA ¢ foctynom B WWWw.ngma.su
3JIEKTPOHHYIO OHOIHOTEKY
7.2.2 O¢unmanbHbIi caliT MUHHUCTEPCTBA TPYyIa U http://www.rosmintrud.ru/
coruanbHOM 3anuThl PO
7.2.3 Poccwuiickas rocynapcTBerHas oudmuorexa (GpoHs https://www.rsl.ru/
JNEKTPOHHBIX JOKYMEHTOB)
724 Hudopmanunonnas cucrema «EanHoe okHo goctyna k | http://window.edu.ru/
00pa30BaTEIBLHBIM pECypcamy
7.2.5 YuuBepcureTckas nHGopmarmonnas cucrema Poccust | https://uisrussia.msu.ru/
(YUC Poccust)
7.2.6 DnexTpoHHas OHOIMoTeKa yUeOHUKOB http://studentam.net/
7.2.7 CrpaBouHas cuctema «e-library» JInnensuonnsiit norosop SCIENCEINDEXNeSIO-
13947/34486/2016 ot 03.03.2016 T
7.3 TlepevyeHb MPOrPaMMHOT0 odecriedeHust
7.3.1 1C IIpennpusitust Horosop nocrasku Ne PB0000816 ot 21.11.2017 r. OOO
«1C-TOHJAJIbD»
7.3.2 AdobeAcrobatReader DC JIMIeH3nOHHBIN JIOTOBOP HA TPOTrpaMMHOE 00ecTIeUeHHE s
MePCOHANBHBIX KOMITBIOTEpOoB Platform
Clients PC_ WWEULA-ru RU-20150407 1357
AdobeSystemsIncorporated (6eccpodHo).
7.3.3 Opera
7.3.4 Googl Chrome
7.3.5 Yandex browser
7.3.6 IIporpamMMmHast cucTeMa st OOHapyKeHHsI TeKCTOBBIX | JInieH3uonHbIi qoroBop Ne 8047 ot 30.01.2024 r.. AO
3aMMCTBOBaHMIA B YICOHBIX ¥ HAYYHBIX paboTax «AHTHILIATHAT
«Antunnaruar. BY3» (uarepuet-Bepcus);Momyib
«IIporpaMMHBIil KOMILIEKC TOMCKA TEKCTOBBIX
3aMMCTBOBAHHH B OTKPBITHIX HCTOUHUKAX CETH
MHTEPHET
7.3.7 MS Windows XP,7,8, 8.1, 10; Cyo6numen3nonnsiii gorosop Ne502 ot 03.12.2020 . AO
«Co¢rJlaitn Tpeio»
7.3.8 MS Office professional; Cyb6nuuen3unonnsiii gorosop Ne502 ot 03.12.2020 r. AO
«CodrJlaiin Tpeia»
739 Microsoft Teams IpenocraBnsiercs: GecruiaTHO
7.4 Tllepevyenb HHGOPMAIMOHHBIX CIIPABOYHBIX CHCTEM
7.4.1 baza nanneix OO0 "M3natensctBo Jlanp" https://e.lanbook.ru/books
7.4.2 Basel ganueix OO0 "PernoHanbHbIH
MHPOPMAIMOHHBIA MHJIEKC TUTUPOBAHHS"
7.4.3 bazer nanabx OO0 "Tpecc-Mupopm" (KoHCynpTaHT https://www.consultant.ru
1)
7.4.4 ba3br nanabix OO0 Hayunas snekrpoHHas http://elibrary.ru/
oubnroTeka
8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUITJIMHBI (MOIY JIs)
8.1 231 CrienanbHOE MOMENICHHE YKOMIUIEKTOBAHO CIICITHATU3UPOBAHHON MEOCIBIO U TEXHUUECKUMHU

npenoaaBaTeis.

CpeZcTBaMH O0YUEHISI, CITyKAIIUMHE TS TIPEACTABICHIUS HHPOPMAIIUU OOJBIIION Ay TUTOPHH:
Kommsrotep Herton DNS B s10KansHOI ceTu ¢ 10CTYHOM B ceTh «IHTEepHET» U 3NIEKTPOHHYIO
nHpopMannoHHo-o0pazoBareabHyto cpeny HUMU Jlouckoit ['AY; [IpoekTop HaCTEHHBIH; DKpaH
HACTCHHBIN; Y4eOHO-HarsIHbIe mocobust; Jlocka; PaGoune mecta ctyneHToB; Pabouee mecto




8.2 227 CrienanbpHOE MOMENICHNE YKOMIUIEKTOBAHO CIISUATN3UPOBAHHON MeOENbI0 U TEXHUUECKUMHU
CpelCTBaMH O0YUYEHUs, CITyXKAIlUMU JUIS IPeJICTaBICHUs MHPOPMALMU OOJIBIION ay IUTOPHU:
KommyTatop ceteBoif; KomnproTeps!, 00beJHHEHHBIE B JTOKATEHYIO CETh C IOCTYIIOM B CETh
«/HTEpHEeT» U 3NEKTPOHHYIO0 HH(POpMaHOHHO-00pa3zoBaTenbHy0 cpexry HUMU Jlorckoit [AY:
Cuctemnsiii 610k — 20 mrt., Monutop JKK — 20 wr.; IHTepakTuBHAs BUICOCUCTEMA; DKpaH
HACTEHHBIN; YueOHO-HarsaHbIe Tocobus; Jlocka; Paboune mecra cTynenToB; Pabouee Mecto
IIperoAaBaTels.

8.3 233 CrnennambHOE TOMEIIEHHE YKOMIUIEKTOBAHO CHEIHATIM3UPOBAHHON MEOENBI0 M TEXHIYECKIMI
cpelcTBaMH O00yUYEHUs, CITy)KAIUMU JUIs IPeJICTaBIeHHsT MHPOPMALMU OOJIBIION ay TUTOPHU:
Kommytatop cereBoif; Kommbrorepsl, 00beJUHEHHbIE B JIOKAJIBHYIO CETh C JIOCTYIIOM B CETh
«VHTEpHET» 1 MEKTPOHHYT0 HH(pOpManHOHHO-00pa3zoBaTenbHyo cpexry HUMU Jlorckoit [AY:
Cucremnsrit 010k — 14 mt.; MoruTtop XK - 14 mt.; IIpoekrop HacTeHHBIH; DKpaH HACTCHHBIN;
VYuebHo-HarsaHbIe Hocobus; Jlocka; Paboune mecta cTyneHToB; Pabouee MecTo nmpenopaBateds.

8.4 270 ITomereHne YKOMIUIEKTOBAHO CIICIUAIN3UPOBAHHON MEOEIIBIO U OCHAIIIEHO KOMITBIOTEPHOM
TEXHHUKOH ¢ BO3MOXHOCTBIO MOIKTIOUCHUS K ceTH «VHTepHeT» U obecrieueHneM JoCTyTa B
UIEKTPOHHYIO HH(OPMAIIOHHO-00pa3oBarensHyto cpexy HUMMU Jlonckoit TAY: Kommbrotep —
8 wt.; Monutop — 8 mr.; MOV -1 wrt.; [Ipuntep — 1 wt.; Paboune mecta CTyAEHTOB;

9. METOIMYECKHUE YKA3AHMS JUIS1 OBYUAIOIUXCSI IO OCBOEHUIO JUCIUILINHBI (MOLY.JI5)

1.ITonoxeHne 0 MPOMEXYTOUHOM aTTecTalMy 00YJaroLMXcs 0 MporpaMMam BhICIIETO 00pa30-BaHUsl [ DIEKTPOHHBINA pecypc]
(BBeneHo B neficTBre npukazoMm mupekropa HUMU JJonckoii TAY Ne3-OJT ot 18.01.2017 r.) /HoBoYepK. HHXK.-METHOP. HH-T
Jouckoit TAY.-Dnexrpon. nan.- HoBouepkacck, 2018.- Pexxum goctyna: http://www.ngma.su

2.ITonoxxenue o Texkyuei arrectarmu odygarommxcst Ne 45-O/] ot 15 mas 2024r.

3.TunoBeie GOPMBI TUTYJIBHBIX JTHCTOB TEKCTOBON TOKYMEHTALIUH, BHITIOHACMON CTYJCHTAMHU B y4eOHOM mporecce [ INeKTPOHHBIN
pecypc] / HoBouepk. urxk.-Mennop. uH-T JloHckoit [AY .-OnekrpoH. naH.- HoBouepkacck, 2015.- Pexxum mocryma:
http://www.ngma.su.

4. MeroanvecKue yKa3aHHs [0 CAaMOCTOSITEIbHOMY M3YUCHHIO TUCHUILTHHBL (IPUHATH Y4eOHO-METOJUYCCKIM COBETOM
HMHCTUTYTA, MPOTOKOI Ne 3 oT «30» aBrycta 2017 r.) / HoBouepk. urK.-Menuop. uH-T JloHCKo# ['AY .-DnekTpoH. naH.-
Hoouepxkacck, 2017.- URL: http://www.ngma.su — TekcT: 37eKTpOHHBIH.
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