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

OO0mast Tpy10eMKOCTh 33ET

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

Pacnpez[e.ﬂeﬂne YacCoB TMCHUILIMHBI 110 CeMeECTPaM

Cemectp
(<Kypc>.<Cemectp 4(2.2)
Ha Kypce>) Hroro
Henens 152/6
Bun 3anarnit v | P | vI PII
Jlexuun 6 6 6 6
JlaboparopHsie 6 6 6 6
IIpakruueckue 6 6 6 6
Hroro ayn. 18 (18 |18 |18
KonrakrHas padora |18 |18 [18 |18
Cawm. pabora 90 (90 |90 |90
Hroro 108 [ 108 | 108 | 108
Bune! koHTpONIA B cemecTpax:
3auer 4 ceMecTp

KonTponsras pabora 4 ceMecTp




2. IEJIX OCBOEHUA JUCHUIIJINHBI (MOLY JIS)

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

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

Hukn (pa3men) OIT: | b1.0

3.1 | TpeGoBanus K npeJBapuTe/bHOI NOATOTOBKE 00y4a0IIerocs:

3.1.1 | O3HakoMHuTENBHAS IPAKTUKA

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

3.2.1 | Komannoo6pa3oBaHue B OpraHU3aI[uK

3.2.2 | Texnonormueckast (IIPOCKTHO-TEXHOJIOTUYECKast) MPaKTHUKA

3.2.3 | IIpoeKTHBII MPAaKTUKYM

3.2.4 | IlpousBoAcTBEHHAS IKCIUTYaTallMOHHAS! TPAKTHKA

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

3.2.6 | Texnomornveckas (IpOEKTHO-TEXHOJIIOTUYECKAsI) IPAKTHKA

3.2.7 | YrpaBieHrue u3MEeHEHUSIMU

4. KOMIETEHIIAY OBYYAIOIIET'OCSl, ®OPMUPYEMBIE B PE3YJIbTATE OCBOEHMSI JUCIUTLINHBI
(MOY.JIsT)

OIIK-6 : Crioco0eH BBINOJHATD OTeJIbHbIE 321a41 B PAMKAX KOLJICKTHBHOI Hay4HO-HCC/1e10BaTe/IbCKOM, IPOCKTHON U
y4eOHo-npodeccHOHATLHOM eATeIbHOCTH /IS OMCKA, BBIPA0OTKH M PUMEHEHHUs HOBBLIX pelleHuil B 00J1acTH
HH(OPMANHOHHO-KOMMYHHKAIMOHHBIX TEXHOJIOTHHA.

OIIK-6.2 : CriocobeH ocyIecTBIATh TPOBEACHUE MTPE3EHTALMH, IEPErOBOPOB, Iy OINYHBIX BHICTYIIIEHHH, IPOBOJUTH
TEOPETHUECKOE M IKCIIEPHIMEHTAIEHOE HCCIIEIOBAHNS 00BEKTOB MPO(eCCHOHANBHOMN NEeSITENFHOCTH, BBIITOIHATH ITOITOTOBKY
0030pOB, aHHOTAIHIA, COCTaBIIeHHE pedhepaToB, HAYIHBIX JOKIAO0B, ITyOIUKANH, 1 OnOIHOrpaduu Mo HayIHO-
HCCIIeIOBATEIBCKOI paboTte

YK-4 : Crioco0eH ocylecTB/IATh 1eJ10BYI0 KOMMYHUKAIMIO B YCTHOI M NMCbMEHHOI ¢opMax HA rocy1apCTBEHHOM SI3bIKe
Poccuiickoii ®@egepanuu 1 MHOCTPAHHOM(BIX) A3bIKe(aX)

YK-4.3 : Bezner iei0By0 MEPEMUCKY, YIUTHIBAS OCOOCHHOCTU CTHIMCTUKHA O(QHUIMANTEHBIX U HEO(PHUIIUATBHBIX ITUCEM,
COLIMOKYJIETYPHBIE pa3iinyus B (hOpMaTe KOPPECIOHACHIIMU HA TOCYAapCTBEHHOM M HHOCTPAHHOM(-bIX) S3bIKAX

5. CTPYKTYPA U COIEPKAHUE JUCHUILINHBI (MOIY.JIs)

Kon HaumeHnoBanne pasneioB u Cemectp / | YacoB | Unaukatopsl | Jluteparypa | MutepaxT. Ipumeyanne
3aHATHSA TeM /BUJ 3aHATUS/ Kypc
Pazpnes 1. OcHoBHBIE
Tpe0oBaHUS K NOArO0TOBKe
JOKYMEHTOB

1.1 1. OcHoBHBIE TpeOOBaHUS K 4 2 VYK-4.3 OIIK- | JI1.1JI1.2 0
0(OPMIICHHUIO YITPABICHYESCKUX 6.2 JI1.3J12.1
JIOKyMEHTOB (OCHOBHBIE J12.2
MIOJIOKEHHUS IO JI2.3J13.1
JIOKYMEHTHPOBAHHIO 213253 34
YIPaBJIEHUYECKOH JIESTEIbHOCTH; 9526 97
yHH(UKAIKS ¥ CTaHIAPTU3ALHS
YIpaBIEHYECKHX JOKYMEHTOB;

BHJIBI IOKYMEHTOB U HX
KIaccuuKaIys; ohopMICHHE
TEKCTa CIy>KeOHOTO
nokymenTa) /Jlex/

1.2 1.TpeboBaHMsI K COCTABICHUIO U 4 2 VK-4.3 OIIK- | JI1.1JI1.2 0
0(pOPMIICHHUIO YITPABICHYECKOM 6.2 JI1.3J12.1
JnokymeHTanun (popmar 2.2
JIOKyMeHTa; 0popMJICHHE MOJIEH; JI2.3J13.1
HyMepauus CTpaHull; 1aTa 01023354
JOKyMEHTa; 0(hopMIICHHE TaOJIUIT 3536 37
U AWarpaMM; UPKyJIApHas
pacchblIKa; KOPPEKTYpHBIE 3HAKHU;

(dopmymap- obpazen) /IIp/




1.3 1.0c00eHHOCTH ITOATOTOBKH U 2 VYK-4.3 OIIK- JI1.1J11.2
oopMIICHHS OPraHU3aIUOHHO - 6.2 JI1.3J12.1
PpacnopsOUTENBHBIX TOKYMEHTOB J12.2
cpenctBamu Microsoft Office JI2.3J13.1
(cocraBnenue u 0QOpMIICHUS 21223354
JTOKYMEHTOB CpeJICTBaMHU 2536 D7
Microsoft Word; pa3paboTka u
peAaKkTHpoBaHUE JOKYMEHTOB
TaOMMYHON (POPMBI, BEIYHCICHHE
(hopMyIT ¢ TOMOIIBIO TAOITHII,
co3naHue U 00paboTKa JHarpaMm
B cucteme Microsoft Excel;

CO3J1aHK1E aBTOPCKON IPEe3eHTALuU
1 TIPE3EHTAINH Ha OCHOBE
CTaHJAPTHOTO CLEHAPHS B CCTEME
Microsoft Power Point). /J1a6/

1.4 M3yueHne TeopeTH4eckoro u 25 VK-4.3 OIIK- | JI1.1JI1.2
NIPAKTUYECKOTO MaTepHaia 1o 6.2 JI1.3J12.1
Teme: "OcHOBHBIE TPeOOBaHUS K 2.2
MOATOTOBKE JOKYMEHTOB". JI12.3J13.1
BeinonHenue KOHTPOJILHON 01023354
paboTeL. 2526 97

/Cp/

Pa3znest 2. OcHOBHBIE
TpeOGOBaHHSA K COCTABJIECHMIO U
odopMIIEHHIO TOKYMEHTOB
OpPraHu3aluOHHO-
pacnopsiauTebLHO’
JIeITeIbHOCTH U KAaPOBOii
JOKYMeHTALUM

2.1 2. JIokyMEHTHpOBaHHE 2 YK-4.3 OIIK- | JI1.1 JI1.2
OpTraHM3aIMOHHO - 6.2 JI1.3J12.1
PacnopsaIuTenabHON JeSTeNbHOCTU 2.2
(opranuzanuoHHast JOKyMEHTalus: JI12.3J13.1
yCTaB, yUpeAUTEIbHBIN JI0TOBOP, 213253 34
IITaTHOE paclucaHue, MOJI0KEHHUS, 2526 27

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




2.2 2. CoctaBnenue u opopmiIeHHE 2 VYK-4.3 OIIK- | JI1.1JI1.2
OpraHU3aIMOHHO - 6.2 JI1.3J12.1
pacnopsauTEeNsHOM JOKyMEHTALUN J12.2
(MHTEepaKTHBHBIN METOJ: 1E/IOBas JI2.3J13.1
urpa) (ycraB, yupeAuTeIbHbIN 21223354
JIOTOBOP, IITATHOE PACITUCAHHE, 2536 D7
TTOJIOKEHHS, TOJDKHOCTHAS
HUHCTPYKIUS); COCTAaBICHUE
pacropsAUTEIbHON JOKYMEHTALH
(mpuKa3s, pacropspkeHue,
yKa3zaHHe, HOCTaHOBJICHHE,
perenue); UHHOPMALKOHHO-

CIPAaBOYHOH TOKyMEHTallUU
(IpOTOKOI (KpaTKUil M TIOJHBIH,
aKT, TMChMa pa3HbIX BUJIOB,
CIpaBKa, JOKIaJHAs U
OOBSCHHUTETHHAS 3aITHCKA);
JOKYMEHTOB TI0 JUYHOMY COCTaBY
(pestome, 3asiBIEHHE, PUKA3 MO
JIMYHOMY COCTaBY, TPYJOBOM
ZIOroBOp, TPYA0BAsA KHMKKA,
XapaKTepUCTHKA,
aBToouorpadus) /Tlp/

2.3 2. PaboTa ¢ opraHu3aIioHHO - 2 VK-4.3 OIIK- | JI1.1JI1.2
pacnopsauTeNbHBIMA 6.2 JI1.3J12.1
JIOKYMEHTAMH B CUCTEMAaxX 2.2
3JIEKTPOHHOTO I0KYMEHT0000poTa JI2.3J13.1
1C Mpexamnpustre (MHTEPAKTUBHBIA 01023354
MeTox: paboTa B MaJIbIX TPYIIIaX) 25026 97

/J1a6/

2.4 H3ydenue TeOpeTUUECKOro U 36 YK-4.3 OIIK- | JI1.1 JI1.2
MPaKTHYECKOTO MaTepualia mo 6.2 JI1.3J12.1
teme: "OCHOBHBIE TPeOOBaHHS K J12.2
COCTaBIICHHIO U O()OPMIICHUIO JI2.3713.1
JIOKYMEHTOB OpTaHH3allMOHHO- D1 5253 D4
pacnopsIUTeNbHON NeSTEIbHOCTH 2536 D7
U KaJpOBOU TOKyMeHTaluu".

BbrinosiHeHUE KOHTPOJIBHOM
padoTHI.

/Cp/

Pazpnen 3. Texnosoruu padorsl ¢
JOKYMEHTaMHU

3.1 3. Opranusanus paboTsl ¢ 2 YK-4.3 OIIK- | JI1.1 JI1.2
JOKyMeHTaMHu (TOPSIIOK 6.2 JI1.3J12.1
00pabOTKH MOCTYTIAIOMINX U 2.2
OTIIPABISEMBIX JOKyMEHTOB; J12.3J13.1
MpaBUJIa PETUCTPALIUHN U 2132533 34
HMHAEKCUPOBAHUS IOKyMEHTOB; 9526 97

OpraHHU3aIus KOHTPOJIS 32
HCIIOJTHCHUEM JIOKYMCHTOB;
XpaHEeHUE TOKYMEHTOB,
COCTaBJICHHE HOMEHKIIATYPHI JeT,
OTIHCH JOKyMEHTOB; paboTa ¢
JIOKyMEHTaMH, COJICPIKAITUMH
KOH(UICHITHATLHBIE CBEICHUS;
aBTOMAaTH3aALUA
JOKYMEHTHPOBAHUS
yIpaBICHICCKON

nesitenbHOCTH) /JIex/




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

JIOKYMEHTO000pOTa 6.2 JI1.3J12.1
(HOMEHKITaTypa Jel; J12.2
(dhopmupoBaHUe Nel; XpaHEHNE JI2.3J13.1
JIeNT); 03HAKOMJICHHE C D1 5253 D4
JIOKYMEHTaMH 110 OpraHu3aIuu 2536 D7

3aLUTHl KOMMEPUYECKON TaliHBbI
(mamsiTka pabOTHUKY
(ciy>xaiemy) o COXpaHEHUH
KOMMEPUECKOM TalHbI
MIPEATIPUATHS; 0043aTEIBCTBO O
HepasMIallleHuH KOMMepuecKkon
Tal{HbI; U3y4YE€HHE CUCTEM
KOMILIEKCHOI aBTOMAaTH3aIluH
nenonpousBonacTsa) /IIp/

33 3. Co3pmaunune 0a3bl JaHHBIX 4 2 VK-4.3 OIIK- JI1.1 J11.2
JIOKYMEHTOB OpTaHU3alUU U 6.2 JI1.3J12.1
3arpocoB cpeacTBamu Microsoft 2.2
Access. (MHTePaKTUBHBII METOJ: JI2.3J13.1
pElICHHE CUTYAIIHOHHBIX 213253 54
3amad) /J1ab/ 35026 97

34 N3yueHne TeopeTH4eckoro u 4 25 VK-4.3 OIIK- | JI1.1JI1.2
NPaKTHYECKOTO MaTepuaia 1o 6.2 JI1.3J12.1
teme: "TexHonoruu paboThI ¢ 2.2
JIoKyMeHTamu'". BrironHeHue JI2.3J13.1
KOHTPOJBHON paboTHI 010223354

3536 37

/Cp/
35 IToaroroBka k caaue 3auéra /3auét/ 4 4 VK-4.3 OIIK- | JI1.1JI1.2
6.2 JI1.3J12.1
.2
J12.3J13.1
31323354
3536 37

6. ®OH/JI OTEHOYHbIX CPEICTB

6.1. KoHTpOJILHBIE BONPOCHI M 3aJaHUS

Bomnpocs! 11 npoBeneHust 3a4€Ta 1o AUCHUIINHEE "JIOKyMEHTHPOBaHHE YIIPaBICHUECKOH AesITebHOCTH !

1. OcHOBHBIE IOHATUS TOKyMEHTHPOBAHUS YIPABICHYECKON NEATEIbHOCTH.

2. O6mue u cnenuanbHble QYHKIHHA OQUINATBHBIX JOKYMEHTOB.

3. CocTaB HOPMAaTUBHO-METOIUUECKOM 0a3bl JOKYMEHTALIMOHHOTO 00ECIeYeHUs..
4.Yauukanys ¥ CTaHAapTH3ANNS YIIPABICHYCCKUAX TIOKYMEHTOB.

5. Knmaccudukanms 1OKyMEHTOB.

6. OdopmieHrEe PEKBU3UTOB YIPABICHYECKIX JOKYMEHTOB.

7. bnankn TOKyMEHTOB 1 TpeOOBaHUS K HHM.

8. OdopmieHne B JOKyMEHTAX 3HAKOB MPETIMHAHS U CHMBOJIOB.

9. Oopmnenue mosueit, HyMepanuu CTPaHUI] B JOKyMEHTax.

10.0opmiieHre aT U YMCeN B JOKyMEHTaX.

11. OdopmiieHre TaOIHIT M PUCYHKOB B JIOKYMEHTaX.

12. Odopmiierre MaTeMaTHIeCKuX (GOpMyNT M eIUHUI] H3MEPEHNUS B JOKyMEHTaX.
13. KoppekrypHble 3HaKku U MpaBuiIa UX NIPUMEHEHHS.

14.0cobeHHOCTH O(PHUIINATEHO-IETIOBOTO CTHIISA.

15.YnoTpebiieHne MpONHUCHBIX U CTPOYHBIX OYKB.

16.Haunbonee ynorpebisieMble COKpAIIEHHS CIIOB.

17.KoppecnoneH1ys, CBI3aHHAS C IPOBEAECHUEM MEPUOANIECKUX MEPOTIPUATHH.
18. YcraB opranusanuy, €ro peKBU3UThl 1 OCHOBHBIE pa3/ieibl TEKCTA.

19. lllTaTHOE pacucaHue, €ro PEeKBU3HUTHI M OCHOBHBIE CBEJICHHUS, COAEPKAIIUECS B JTaHHOM JTOKyMEHTE.
20. ITonoxeHue, ero peKBU3UTHL. BUABI MOTOKEHUH.

21. I/IHCprKI.lI/IfL OCHOBHOE HAa3HAYCHHE JTOJDKHOCTHOM HHCTPYKIUH, eé PECKBHU3UTBI U OCHOBHBIC pa3/iCJibl TEKCTA

22. YdpenuTenbHbli 10TOBOP, €0 PEKBU3UTHL U OCHOBHBIE Pa3/ieiibl TEKCTA.

23. Buzsl paciopsAUTEIbHBIX JOKyMEHTOB, IX OCHOBHOE Ha3HAUCHHE.

24. Tlpuxa3, ero peKBU3UTH 1 OCHOBHBIE YaCTH TEKCTA.

25. PexkBU3UTHI yKa3aHUS U LEJb U3AaHUS JaHHOTO JJOKYMEHTA.

26. PacniopsikeHHeE, €0 pEKBU3UTHL. BONpOCEHL, 10 KOTOPBIM U34A€TCS PACIOPKEHHUE.

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




28. PexBU3HUTHI TOCTAaHOBIICHUS U II€Th U3AaHNUA JaHHOTO JOKYMCHTA.

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

30. ITpoTokoJ1, €ro peKBU3UTHI U OCHOBHBIE YaCTH TEKCTa. BHABI IPOTOKOIIOB.

31. oxnagHble M O0BICHUTEIBHBIC 3aIMCKH, UX PEKBU3UTHI M OCHOBHBIC IIEJIN HATINCAHNS IAHHBIX JOKyMEHTOB.
32. TpebGoBaHusl, IpeabsBIsIEMbIe K COCTABICHHUIO CIIPaBOK. BUBI crIpaBok.

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

34. TpeGoBaHwMs, MpeBIBIAEMbIE K COCTABICHHUIO M O(POPMIICHHIO CITYKEOHBIX ITHCEM.
35. Pa3HOBHUIHOCTH ITHCEM.

36. Buzbl 10KyMEHTOB, OTHOCAIINECS K JOKYMEHTALUH MO INYHOMY COCTaBY.

37. Odbopmiienue mpuemMa Ha padoTy.

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

40. TpeboBaHus, IPeIBIBISIEMBIE K COIEP)KaHUIO U O(DOPMIICHHIO XapaKTEPUCTHKH.

41. CocTaBHBIE 3JIEMEHTHI M PEKBH3HUTHI aBTOOHOTpaduu.

42. CocTaB JOKyMEHTOB JINYHOTO JAeIa.

43. O01pe npaBuia BeICHUS U BbIJA4YX TPYAOBBIX KHHKEK.

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

46. Opranuzanys padoThl C JOKYMEHTaMHU.

47. Iopsiiok 00pabOTKH MOCTYNAIOMINX U OTIPABISEMBIX JIOKYMEHTOB.

48. INopsimok 00pabOTKH OTIIPABIIAEMBIX JOKYMEHTOB.

49 ITopsmnok 06pabOTKM BHYTPEHHHUX JOKYMEHTOB.

50.Peructpanusi J0KyMEHTOB.

51.Opranuzanust KOHTPOJIS 32 UCTIOJTHEHHEM JJOKYMEHTOB.

52.XpaHeHue JOKYMEHTOB.

53.CocTaBneHre HOMEHKIATYPBI A€ OpraHU3alHH.

54.0Opranuzanus paboThl C JOKYMEHTaMH, COAEPIKAIIMMHI KOH(UICHIIMAIbHbIE CBEJICHUS.
55.CBenieHus1, OTHOCSIIUECS K KOMMEPUECKOH TalHe.

56.3amuTa JOKyMEHTOB, COAEPKAIMINX KOMMEPUECKYIO TalHY.

57.YHAYTOXKEHHNE TOKYMEHTOB.

58.IToHATHE AIIEKTPOHHOTO JOKYMEHTA €T0 IIPEUMYIIIECTBA H HEJJOCTATKH.
59.CocTaBineHue JOKYMEHTOB.

60.ABTOMaTH3NpPOBaHHAS NPOLIEAYPa PAOOTHI C JOKyMEHTaMHU.

61.OnekTpoHHbIC 0OQUCHBIEC CHCTEMBI.

62.XpaHeHne TOKyMEHTOB B 3JICKTPOHHOU (hopme.

ConeprkaHue NPaKTHISCKUX 3aTaHHH

1.CocraBuTh IpHKa3 00 yTBEPKICHUN HHCTPYKITHH TI0 JeJIONPON3BOJICTBY Ha 3aBOJie. B KOHCTaTHpYIOIIEeH 9acTn ykas3aTh, 9To B
COOTBETCTBUM ¢ THUIIOBOM MHCTPYKLUEH MO AEIONPOU3BOJICTBY B MUHUCTEPCTBaX, BeaoMcTBax Poccuiickoii denepauuy,
yTBep)KAEHHOH pacniopsbkeHreM [IpaButenbcrBa Poccuiickoit @enepanuu ot 00.00.20 1. No 00 npencenarenem Komurera no
nenam apxuBoB npu [IpaButensctse PO OUO kanmenspuei 3aBoa pa3padoTaHbl TOPSTOK IPOXOKACHHS TOKyMEHTOB 1
CTaHAapTHl Ha OPraHU3aALHOHHO-PACTIOPAAUTEIBHYIO JOKYMEHTAIHIO. B pacnopsaauTensHOi 9acTi yTBEpAUTh HHCTPYKIHIO U
MOPYYHTH 3aBEAYyIOIIEH KaHLesipueil 00eceyuTb METOANYECKOE PYKOBOJCTBO OpraHM3aliel AeI0Npor3BOCTBA Ha IPEANPUSTHH
¥ YCTAaHOBHUTH KOHTPOJIb 32 COONIOICHUEM TPeOOBaHNI HHCTPYKIIHH.

2.CocTaBHTh IIPUKA3 IO 3aBOAY 00 YCTAaHOBICHUH €AWHOTO PEXXHMMa pabOThI IEHTPANBHBIX CKIaf0B. B KoHCTaTHpYIOIIEH YacTn
OTMETHTH, YTO OTIYCK LI€XaM MaTepHalIOB CO CKIAJ0B MPEANPUATHS B TeUeHHE padoyero AHSA HapyllaeT HOpMalbHY0 paboTy
CKJIJICKOTO amnmapara. B pacnopsanTenbHON yacTy yKa3aTb KOHKPETHBIE Yachl OTIIyCKa MaTepHUajoB CO CKIaJ0B, Ha3BaTh
KOHKPETHBIX JJOJDKHOCTHBIX JIHII, KOTOPIE OTBEYAIOT 3a MEPEeBOJ CKIIAI0B Ha Ooiee panioHaIbHEINH pekuM paboTel. OcTaibHEIE
MYHKTBI B PACHOPAIUTEILHOM YaCTH U APYTUE PEKBH3UTHI YKa3aTh CAMOCTOATEIIBHO.

3.CocTaBuTh MPHKa3 MO TpeAnpuaTrio "Temn" 00 UTOrax peBU3UH 1Mo MpoBepke GprHAHCOBOTO O0TUETa. B KOHCTATHpYIOIIEH YacTH
yKa3aTh, YTO PEBH3NEH 0OHAPYKEHBI (haKTHI TpyOOTO HapyIIeHHs (PHHAHCOBOTO YUETa, IIOJTHOE OTCYTCTBHE Y4ETa M OTYETHOCTH 110
KOMaHIMPOBKAM, OTCYTCTBHE XypHAaJIa yIéTa JOBEPEHHOCTEH.

4. Hanucatp npuKa3 JUPEKTOpa 3aBoJia TOYHOTO MAIIMHOCTPOECHHUS O IPEMUPOBAHUH PAOOTHUKOB IJIAHOBO-I)KOHOMHUYECKOTO OTAeNa
3a JIOCPOYHYIO pa3paboTKy OusHec-1uiaHa. [Ipemus Bemaéres u3 (poHIa MaTepHAIBHOTO OOIIPEHUs B pazMepe 50 % mecsaHoro
oxnana. /lpyrue TaHHBIC B TEKCTE M PEKBH3UTHI YKA3aTh CAMOCTOSTEIBHO.

5.Hamucats npuka3 mo OAO "Candup" 06 urorax foKyMeHTansHOH peBu3un padboTs! npeanpustus ¢ 01.02.20 . mo 01.09.20 r. B
aKTe PEeBU3MH 3a(UKCUPOBAHbI CIIEAYIOIINE HEJOCTATKU: HE YIOPSAA0UEH YUET JIMUHOTO COCTaBa, HekoTopsle aena UTP Haxoxsres
B 3aIlyIIIEHHOM COCTOSIHUH; y 3aBeaytoniero ckiagom MeramioB [lerposa JI.H. okazanuce uznuiku muctoBoit cranu (320 kr) u
HelocTava CTaubHOM NeHTH (185 kr); momyckaercss HEOOOCHOBaHHOE CIIMCAaHHUE 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 OTIPYKCHA ITOCTaBIIMKAM BO3BpaTHAs Tapa, 3a 4YTO 3aBOJIOM yIDIa4deH mrpad B
cymme 15 TeIc. py0. [Ipyrrue peKBU3HUTH yKa3aTh CAMOCTOSTEIBHO.

6.CocTraBuTh IIPUKA3 IO CTPOUTENBHON opranu3anuy "I'opu30HT" 0 HENMPaBUIEHOM HUCIIOJIB30BaHUN CTPOUTEIBHBIX OTXOJ0B. B
BBOJIHOI YacCTH yKa3aTh, 4TO IPH MPOBEPKE PabOTHI CKIIa/Ia MAIOMATEPHAIOB YCTAHOBJICHBI (DAKTHI OTITYCKA B KOTCIBHYIO LIS
CKUTaHUS OTXO/I0B MIJIOMATEPHAIIOB JITMHOMU cBbIe 20 cM. B 3aKmi0unTeNnsHOM YacTH ClelyeT MPeaIoKUTh 3aBEAY0IEMY
CKJIaJIOM OPTaHU30BaTh PabOTY IO Peann3aii OTXOI0B YaCTHBIM JIHIIAM.

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




HH3KYI0 TpeOOBaTeIbHOCTh PYKOBOAUTENCH OAPA3AeNICHU K KaueCTBY MOATOTOBKU M KOHTPOJIIS 3a UX UCIIOIHEHHEM. B
PacropsIUTENbHON YacT 00paTUTh BHUMaHUE PYKOBOAUTEINEH Ha ITOBBIIICHNUE TPEOOBATEIBHOCTH K pAOOTHHKAM B 4acTH PaboTHI ¢
JOKyMeHTaMu. J[aTh 3a7aHie COTPYIHUKY, OTBEUAIONMIEMY 3a JIEJIONPOU3BOICTBO, Pa3pad0oTaTh MEPHI 110 YIIyUIICHUIO 3TOI paboTHI.
8.CocTaBUTH KPATKHA TIPOTOKOJI IIPOU3BOJCTBEHHOTO COBEIIAaHUS paOOTHHKOB IJIAHOBO-IKOHOMUYECKOTO OT/IelIa 3aBOJa
MeJIpenapaToB, Ha KOTOPOM ObLT paCCMOTPEH BONPOC O AOCPOUHOH pazpaboTke Ou3Hec-miaHa Ha 20 1. [Tocne obcyxaeHus
HPOU3BOJICTBEHHOE COBEIIAHNE NPHHSIIO pEeLIeHHE pa3padboTaTh OM3HEC-IUIaH Ha TPU JIHS PaHbIIE YCTAHOBICHHOIO CPOKa.
OcraspHBIe JaHHBIE YKa3aTh CAMOCTOSTENEHO.

9.CocTtaBuUTh KpaTKUl IPOTOKONI 00IIEero coOpaHus pabounx o0IecTBa ¢ OrpaHHYEHHOI 0TBeTCTBeHHOCTHI0 "FOrcTpoit", Ha
KOTOPOM 00CyX/1aeTcsl BOIIPOC O CO3JaHUU IeXa CTPOUTEIbHBIX MaTEePHAJIOB JUIsl CTPOUTEINILCTBA JKUIBIX JoMOB. Ha coOpannu
ObLTa 3aciTynIaHa HHGOpMaNs MpeceaaTelsl 0 BO3SMOKHOCTH CO3/IaHMS TaKOTo IeXa M IMEePCIIeKTHBAX ero paboTsl. Beuto mpuHATO
pelIeHne TOPyIUTh IPEACEATEII0 U eT0 3aMECTUTENIO IO CTPOUTENBCTBY B TeUEHHE 6 MECSIEB pa3BepHYTh pabOTy U BEI-ACIUTH
JUIS 9TUX 1eneit 3 MiH. pyo.

10.CoctaBHUTb IPOTOKOJ 3acelaHHsl MHBEHTApU3aLlMOHHOM KOMHCCHH 3aBO/ia Ta30BOM alMapaTryphl, HA KOTOPOM pacCMaTpHBaJICs
BOIIPOC O Pe3yJIbTaTaX MHBEHTapU3alNH Mo crramy Ne 7 BCIIoMoraTeNnbHBIX MaTepranoB. Ha 3acemannn ObUIO IPHUHATO
MOCTaHOBJIEHHE 00 yTBEP KICHUH Pe3yIbTaTOB MHBEHTAPH3ALUMH U OTHECEHHUH 3a CUET 3aBEAYIOIEro CKIA0M HEAOCTaul
BCIIOMOTATEJILHBIX MAaTEPUAJIOB B cyMMe 365 ThIC. py0., a TakKe 3a4MTaHbl CIMYUTENIbHAS BEIOMOCTb 10 cKiagy Ne 2 u
OOBSCHHUTEIBHAS 3aIMCKA 3aBEAYIONMIETO cKIagoM. OcTaJIbHBIC TaHHBIE OTPEIESIHUTE 110 CBOEMY YCMOTPEHHIO.

11.CocraBuTh JOKIAAHYIO 3alMCKy TTTABHOTO OyXTanTepa AUpeKTopy 00 UTorax paboThl 0 HEHTPATH3AIMH PAacUETOB C PabOINMH
u ciyxamumu Ha BII 3aBoza. LlenTpanuzamus pacu€ToB ana BO3MOXKHOCTh IIEPEBECTH Ha APYTYIO paboTy ATk OyXraaTepos
[IEXOB, YMCHBIIHUTh OLIMOKH B pacuéTax ¢ pabourMH U CIIYKaIlMMH. Y CHIINTh KOHTPOJIb 33 pacXofoBaHHeM (OHIOB 3apabOTHON
IaThl. B 3axmodeHnn HeoOX0MMO TIOCTaBUTh BOIIPOC O MPEMHUPOBAHUH pabOTHHKOB Oyxrantepnn u BL, obecrieunBarommx
Hepexo/l Ha IeHTPATH30BaHHBIN pacdéT 3apaboTHOM ATkl IO 3aBoAy. OcTanbHbIE JaHHBIE YKa3aTh CAMOCTOSATEIBHO.
12.CocTaBuTh DOKIAHYIO 3aIIMCKy CEKpeTaps-pedepeHTa pyKOBOIMUTENIO PEAIPUTHS 00 yTepe paboTHHKOM AHapeeBbM B.I'.,
MICBEMa-3aIpoca, TIOCTYITUBIIETO B aIpeC IPEAIPHATHS ABa MecsIa Hazal.

13.CocraButs 1 oopMuTs (axc Gpupmsr "SuTaps" HoBocubupckomy npeanpusatiio "PoccTpoil” o mogHOM 0TKa3e OT OIUIaTHI 3a
HOCTYMHUBIIYO IPOAYKIHUIO B CBSI3H C T€M, YTO 3Ta MPOTYyKIMs He Oblia 3akazaHa. OcTalabHbIe pEKBU3UTHI yKa3aTh CAMOCTOSTENBHO.
14.CocTaBuTh DOKIAIHYIO 3aIIMCKy HaYaJIbHUKA OT/IE1a PYKOBOIUTEIIO IPEIIPUATHS O (haKTe He-BBIIIOJIHEHHS PACIIOPSIKEHUS O
MOHTaXKe 000pyIOBaHHS HA YIaCTKe 10 IPHYMHE CIa00Tr0 KOHTPOJIS CO CTOPOHBI ITTAaBHOTO TEXHHKA.

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

16.CocTaBUTh TOKIAIHYIO 3aITUCKy MIABHOTO OyXrajrepa pyKOBOIUTEIIO MPEIPUATHS O HEOOXOIUMOCTH [ICHTPATH3AIHN
pac4éToB ¢ pabOTHUKAMH HNpeAnpusATHs. B 00s13aHHOCTH OTUETHBIX paOOTHUKOB IIEXOB JODKHO BXOAWTH JIHIIB O(OPMIICHNE
HNEepPBUYHBIX JOKyMEHTOB IO Y4ETY BBIpaOOTKH. B 1oKIanHOM 3amucke HEOOX0IUMO MOAATh MPEI0KEHHE O IIePecMOTpE MITAaTOB
OT4ETHBIX PaOOTHHKOB B LI€XaX M INIABHOI OyXrantepuu u3 pacuéra oOILIEero COKpalIeH s ITaToB He MeHee yeM Ha 20 %.
17.CocTaBuTh TOKIAAHYIO 3aNIMCKy HadaJlbHHUKA INIAHOBO-3KOHOMHYECKOTO OT/ENA PYKOBOJHUTEIIIO TIPEANIPHATHS 00 obecriedeHnn
OTZeNa YeThIPhMs KoMIbloTepaMu. OcTalbHbIe PEKBU3HUTHI YKa3aTh CAMOCTOSATEIIBHO.

18.CocTaBuTh OOBSICHUTEIBHYIO 3aIMCKY 0 (haKTy OTCYTCTBHUS Ha paboueM MecTe coTpyaHuka Mpa-Hosa I'.1. ¢ 8 yacos po0 12
gacos 12.04.20 T

19.CocraButs crpaBky o ToM, 9to Aradonos H.K. sBisercs crynenTom 3-ro Kypca (akyIbTeTa MEHEIKMEHTA H SKOHOMHUKH. (
20.CocTaBuTb IpHUKa3 10 3aBOAY 00 yCTAaHOBJICHUH €UHOTO PEeXUMa PabOThI LIEHTPAIbHBIX CKIaZ0B. B koHCTaTHpYIOLIel YacTu
OTMETHTb, YTO OTITyCK LIEXaM MaTEpPHaJIOB CO CKIIAJIOB IPEANPHATHS B TEUEHHE PabOUero IHS HapyIlaeT HOPMaIbHYIO paboTy
CKJIQJICKOTO ammapara. B pacriopsiuTensHOI 9acT yka3aTh KOHKPETHBIE Yachl OTIIYCKa MAaTEpPHAIOB CO CKIAJI0B, HA3BATh
KOHKPETHBIX JJOJDKHOCTHBIX JIMI[, KOTOPbIE OTBEYAIOT 3a MEePEeBOJ CKIAN0B Ha Oolee pallloHaIbHBINH peskuM paboTel. OcTanbHbIE
MYHKTBI B PACHOPAIUTENBHOM 9acTH U APYTUE PEKBH3UTHI YKa3aTh CAMOCTOSATENBHO.

21.CocTtaBHTh NpHKa3 IO TpenpusITHio "3aps” 00 HTorax peBU3UH 10 POBepKe (PHHAHCOBOTO 0TYETA. B KOHCTaTHpyFomel yacTi
yKa3aTh, YTO PEBU3HCH 0OHAPYKEHBI (DaKTHI TPyOOTo HapyIeHHs (PHHAHCOBOTO YIETa, IIOJIHOE OTCYTCTBHE Y4ETa U OTYETHOCTH 110
KOMAaHJIMPOBKaM, OTCYTCTBHUE JKypHaja y4éTa JOBEpEHHOCTEN.

22.Hanucate npuka3 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 "Oxeug" 06 utorax JOKyMeHTalIbHOU peBu3uu padboTsl npeanpustus ¢ 01.02.20 1o 01.09.20 B
aKTe peBH3NH 3a(hUKCUPOBAHBI CIICTYIOIINE HEJOCTATKH: HE YIOPSI0YCH YUET IMIHOTO cocTaBa, HeKoTopsle nena UTP vaxomsares
B 3ayIIICHHOM COCTOSIHUH; y 3aBeqytoniero ckianoM metamios [lerposa JI.H. oka3zanuch u3nuiky JimctoBoi craiu (320 xr) u
HejocTava cTanbHO# NeHTs (185 kr); nomyckaercss HeOOOCHOBaHHOE CIIMCAaHHE YIIAKOBOYHON Oymaru, rBo3/ieil 1 3alacHbIX dacTei
JUISL peMOHTa 000pYA0BaHHMS; B MEXaHMYECKOM LIeXE JIOIYIICH IIepepacxo IMPHUIOs B KoaudecTBe 60 Kr; 3aBeAyIOMINM CKIaJACKAM
xo3siicTBoM [1.U. SIKkOBIIEBBIM HECBOCBPEMEHHO OTIPYKEHA TIOCTABIIIKAM BO3BpaTHAs Tapa, 3a UTO 3aBOJIOM yIIadeH mrpad B
cymMme 15 Teic. py6. [Apyrie pekBU3UTHI YKa3aTh CaMOCTOSTENBHO.

24.CocTtaBHTh NIPHKa3 MO CTPOUTENBHOI oprann3anuu "I opu3oHT" 0 HeMPaBUIBHOM HCHOJIB30BAHUH CTPOUTENBHBIX OTX0J0B. B
BBOJIHOM 9acTH yKa3aTh, YTO IPH MPOBEPKE PadOTHI CKIIa/Ia MAIOMATEPHAIOB YCTAHOBJICHBI (DAKTHI OTITYCKa B KOTSIBHYIO LIS
CKUTaHUS OTXO0/I0B MIJIOMAaTEpHANIOB ATMHOU cBbIle 20 cM. B 3axmounTensHoM yacTu cielyeT MpeaoKuTh 3aBeAyoLeMy
CKJIaJJOM OpraHU30BaTh PpabOTy MO peanu3aliu OTX0I0B YaCTHBIM JIHILAM.

25.CocraBuTh npuka3 00 utorax padbotsl ¢ qokymeHTamMu B 20 1. B OAO "Benepauku". B KoHCTaTHpYIOIICH YacTH yKa3aTh Ha
HIBKYIO0 TPeOOBaTEIFHOCTh PYKOBOANTENCH TTOIPA3IeNICHNH K KaueCTBY IOATOTOBKU M KOHTPOJIS 3a UX UCIIOHEHHEM. B
pacHopsauTeNIbHOM YacTH 0OpaTUTh BHUMAaHUE PYKOBOAUTENECH Ha MOBBIILICHNE TPeOOBATEIFHOCTH K paOOTHHKAM B 4aCTH PabOTHI ¢
JokyMeHTaMu. J[aTh 3a7jaHie COTPYIHUKY, OTBEUAIONIEMY 3a JeIONPOU3BOACTBO, Pa3paboTaTh MEPHI 10 YIIYUIIEHUIO 3TOI paboThI.
26.CocTaBHUTh KPAaTKUH ITPOTOKOJ MTPOM3BOICTBEHHOTO COBEIIAHHUS PAOOTHUKOB INTAHOBO-3KOHOMHYECKOTO OT/ETa 3aBOAA
MeJIpenapaToB, Ha KOTOPOM OBLIT pacCMOTPEH BOIIPOC O TOCPOUHOIT pa3padoTke Om3Hec-raHa Ha 20 1. [Tocne oOcyxaeHus
MPOU3BOJICTBEHHOE COBEILAHUE MPUHATIO pelleHne pa3paboTaTh OM3HEC-IUIAH Ha TPU JHS PaHbIE yCTAHOBICHHOTO CPOKA.




OcranpHble JaHHBIE YKa3aTh CAMOCTOSTENBHO.

27.CocTaBUTb KpaTKUi MPOTOKOJ 00IIEro coopanusi pabouux 00IIecTBa ¢ OTpaHHYESHHOM 0TBeTCTBeHHOCTRIO "FOreTpoit", Ha
KOTOPOM 00CY’KIaeTcsl BOIPOC O CO3TAHMH IeXa CTPOUTEIBHBIX MaTePHaJIOB U CTPOUTENIBCTBA JKIIIBIX ToMOB. Ha coGpannn
ObLTa 3aciTynIaHa HHGOpManUs MpeaceaaTels 0 BO3SMOXKHOCTH CO3/IaHMS TaKOTO IeXa M MEePCIeKTUBAX ero paboTsl. Beu1o mpuHATO
pelIeHne NOPYYHUTh TIPEACEIaTelII0 U €ro 3aMECTHTENIO 110 CTPOUTEIBCTBY B TEUSHHE 6 MECSLEB pa3BepHYTh pabOTy U BbI-JIEIHTh
JUISL 3TUX 1eneit 3 MiH. pyo.

28.CocTaBHUTh IPOTOKOJ 3aCeNaHNS HHBEHTAPH3aMOHHON KOMICCHH 3aBOJA Ta30BOH aIllapaTyphl, Ha KOTOPOM paccMaTpHBAJICS
BOIIPOC O Pe3ynIbTaTax HHBEHTapU3alUH Mo ckiagy Ne 7 BCIIOMOraTeNlbHBIX MaTepranos. Ha 3acenanuu ObLIO IPUHATO
MOCTaHOBJICHHUE 00 yTBEPIKICHNUH PE3YJIbTATOB MHBEHTAPHU3AIMY U OTHECCHHH 3a CYET 3aBEIYIOIIETO CKIaJ0M HEIOCTaun
BCIIOMOTATEJBFHBIX MAaTEPHANIOB B cyMMe 365 ThIC. py0., a TakoKe 3aUNTaHbl CIIMIUTEIbHAs BEOMOCTh 110 CKIaxy Ne 2
00BACHHUTEITbHAS 3aIMCKA 3aBEAYIONIETO cKIanoM. OCTaabHbIC JaHHBIC OTPEICIUTh 110 CBOEMY YCMOTPEHHIO.

29.CocTaBUTb AOKIAHYIO 3aIIMCKY INIABHOTO OyXranTepa JUpeKTopy 00 uTorax paboThl 10 LEHTPATU3aHH PACUETOB ¢ pabOUNMHU
U ciryxamumMu Ha BLI 3aBona. Llentpanusamnus pacuéToB gajia BO3MOXKHOCTB IIEPEBECTH HA IPYTyIO PabOTy MATH OyXraarepos
I[EXOB, YMCHBIINTH OITHOKN B Pacu&Tax ¢ pabouNMH H CITy>KalTUMH. Y CHUINTh KOHTPOJIb 33 PacXoA0OBaHHEM (OH/IOB 3apaboTHOI
wIaTel. B 3axmodennn HeoOX0UMO IOCTaBUTh BOIIPOC O MPEMHUPOBAHUU pabOTHUKOB Oyxrantepuu u BLI, o6ecrieunBaromux
Hepexo Ha LEHTPAIM30BaHHbIN pacuéT 3apaboTHOI mIatTsl 1o 3aBoy. OcraibHble JaHHBIC yKa3aTh CAMOCTOSATEIBHO.

30. CocTaBHUTh JOKIAIHYIO 3aIHCKy CEeKpeTaps-pedepeHTa pyKOBOIHUTEIIO MPEANPUATHSA 00 yTepe paboTHHKOM 3yeBBIM
B.I'., muceMa-3anpoca, MOCTYHMHBIIETO B apec MPEAIPUATHS [Ba MecAIla Ha3al.

BOHpOCBI JIJISI CAaMOCTOATENIbHOM pa6OTBI CTYACHTOB 110 AUCHHUIIIIMHE «HOKyMeHTI/IpOBaHI/IG praBJ’IeH‘ICCKOfI JACATCIIBHOCTHU»

1. OCHOBHBIE ONpENENICHNS: TOKYMEHT, PEKBU3HUTHI, JOKyMEHTHPOBAHHE.

2. Oobmue u crenuanbHble GYHKIUH JOKYMEHTA.

3. Bunsl ynpaBieHdeckol TOKyMEHTalUU.

4. CocraB HOPMaTHBHO-METOANIECKOH 0a3bl JOKYMEHTAIMOHHOTO OOeCIIeUeHHSI.

5. UYro Takoe YHU(UKAUSI W CTAaHIAPTH3AIMS JOKyMEHTOB?

6. [To xakuM mpu3HaKaM KIaCCUPUUUPYIOTCS TOKYMEHTHI?

7. Kakue TpeOoBaHHS NPEeIbIBIAIOTCS K O(OPMICHHIO PEKBH3UTOB JOKYMEHTOB?

8. B uém ocobeHHOCTH OdHIHaTbHO-IeT0Boro cTHis? OCHOBHEBIE TPEOOBaHMSA, MIPEIbABIACMbIE K O(QHUIHATHHO-IETOBOMY
cTuo?

9. Kak numrytest Ha3BaHuUS TOJDKHOCTEH B CHCTEME IOCYJapCTBEHHON BIAacTH U ympasieHus: Poccuiickoit ®@enepanun?
10. Haubonee ymoTpebisieMble COKpAICHUsS CIIOB.

11. Kak nponcxomur odopmieHne 1at u 9ucen B JOKyMEHTax?

12. Kakue 1OKyMEHTBI BXOAAT B CUCTEMY OpPraHM3allMOHHO-NIPAaBOBOM JOKyMEHTAIH?

13. KakoBa ocHOBHast (pyHKIHS OpraHU3aIllMOHHBIX JOKYMEHTOB B YIPABICHYCCKOW NEATEIBHOCTH?

14. Kaxue noKyMEHTBI OTHOCSTCS K YUpPEAUTEIbHBIM JOKYMEHTaM OpraHu3anuu?

15. KakoB cpok neiicTBUsI OpraHU3allMOHHBIX JOKYMEHTOB?

16. KakoBo ocHOBHOE HazHau€HHE PACHOPSIUTENbHBIX JOKYMEHTOB?

17. Kakue MOKyMEHTBI OTHOCSTCS K pacnopsauTelnbHbIM?

18. Kakne pexkBH3HUTHI 00€CIEUNBAIOT IOPHIANIECKYIO CHIIy NpHKa3a, PACIOPSDKEHMS, H3aBaeMOr0 PyKOBOJICTBOM
npeanpusIThs?

19. KakoBro HasHadyeHue MH(GOPMAIOHHO-CIIPABOYHBIX JTOKYMECHTOB B YIPaBICHUYCCKOH IESATEIEHOCTH?
20. Kakne mokyMeHTHI OTHOCATCA K HH(POPMAIMOHHO-CIIPABOYHBIM?

21. KakoBo Ha3zHaueHHe MPOTOKOJIA 3aceaHus?

22. Kto nmeer nmpaBo coCTaBisATh U MOANKCHIBATh TOKIAJHBIE 3aIIMCKU, CIIPABKU, MPEIIOKEHHUS?

23. Bunbl aktoB M uX Ha3zHAvYEHHUE.

24, JIns kakux 1iesel muiiercs oObsACHUTENbHAS 3amucKa?

25. Bunpl 1okyMeHTOB, NepeiaBaeMbIX MO0 KaHalaM CBsI3U. IX OCHOBHOE Ha3Ha4yeHHE.

26. Ha xaxux OnaHKaX COCTaBISFOTCS CITy)KeOHBIC ITHChMa?

27. Ilepeuncnure OCHOBHBIE PEKBU3UTHI JI€IOBOIO IHChMA.

28. DTtanbl MOATOTOBKM U COCTABJICHUS THCEM.

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

30. C Kakoil LeNbI0 COCTABIISIFOTCS TapaHTHITHBIE TTUChMa?

31. B kakux ciydasx OTHpPaBiseTCs MUCbMO-IPETEH3UA?

32. KakoBbl ocobeHHOCTH O0hopMIiIeHHUs GJ1aroapCTBEHHOTO MUChMa?

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

34, Kakue moxyMeHTHI 0GOpPMIISIOTCS MpH TpUEMe TpaXKaaH Ha padoTty?

35. Kak mpaBuibHO cocraBisiercst pestome? Kak odopmisercs: TpyaoBoi 10roBop?

36. Kak odopmisiercs nmpuka3 o npuéme Ha padboty? Kakoe Ha3HadeHHe MMeeT MpuKa3, Kakue (GopMbl mpHKaza
UCTIOJIHSAOTCS?

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

38. CocTaB JOKYMEHTAIMH, UCTIOIb3YEMBbIH NPH YBOJIbHEHUH PaOOTHHKA.

39. Yro Takoe TOKYMEHTOO0OOpOT?

40. Kakue BuBI paboT BBITOTHSIOTCS TPH 00pabOTKe BXOAAIIEH KOPPECTIOHICHITHN?

41. Kakue Buab! paboT BBITOTHSIOTCS ¢ UCXOAAIIMME JOKYMEHTaMU?

42. Jlns yero HeoOXomuMa perucTpanus JOKyMEHTOB?

43. KaxoBa oCHOBHasl LieJIb KOHTPOJISI UCIIOJIHEHUS JOKYMEHTOB?

44. Iens pa3pabOTKM HOMEHKIATYPHI JE.

45. Posib TUNOBBIX U IPUMEPHBIX HOMEHKIIATYp JEJl.




46. Kakue cBeneHHss OTHOCATCSI K KOMMEpUYEeCKor TaiHe?

47. Yro BKIFOYAET OOECICUCHUE 3aIIUThI KOHPHUICHIIMATEHON HH(OpMAIn?

48. Uro 3ampemaercst mepcoHany, padoraoneMy ¢ KOHQHUICHIIUATBHBIMA JTOKYMEHTAMU?

49. Kakne 00s13aHHOCTH BO3/IaraloTcs Ha PyKOBOJIUTENCH M MCHOTHUTENEH mpu paboTe ¢ KOHGHICHINATHHBIMI
JIOKyMeHTamu?

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

51. Kakue cBefgeHUs 3aHOCSTCS B KypHAT PETUCTPAIM AOKyMEHTOB ¢ Tpudom «KT»?

52. Kak nmpoucxoIuT yHUYTOKEHHE TOKYMEHTOB, COACPKAUIMX KOH(PHUICHIMAIBEHbIC CBEACHHS?

53. [TonsTHE HIIEKTPOHHOTO JAOKyMeHTa. [IpenMyInecTBa 1 HEAOCTATKH 3JIEKTPOHHOTO TOKYMEHTA.

54. INepeuncanure mporpaMMHBIE CPEACTBA MCHOIb3YEeMbIE JUIS COCTaBICHUS W PEIAaKTUPOBAHHS JOKY-MEHTOB.

55. Hzobpasute cxeMy aBTOMAaTU3aIMH AEIONPOU3BOJCTBA.

56. Yro mpeAcTaBiIOT cCO00H aBTOMAaTH3MpPOBaHHBIE paboune Mecta (APM)?

57. [IpencraBbTe CTPYKTYpY IIEKTPOHHOTO Oduca.

58. [TpuBeauTe mpUMeEpsl CUCTEM aBTOMATHU3aLUH JIENONPOU3BOICTBA, UX (PYHKIMOHAJIBHBIE BO3MOXKHO-CTH. Kakue cucTeMsl

UCIIONB3YIOT JUISl KPYITHBIX, CPSAHUX U MaJbIX IPEAIPUITHII?
59. Kak ocymecTBisieTcss XpaHeHHE JOKYMEHTOB B DJIEKTPOHHOH (opme?

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

6.2. TeMbl NUCbMEHHBIX padoT

KonTpomnbHas paboTa s CTYASHTOB OYHO - 3209HOH (OpMBI 00yUESHHUS COCTOUT U3 PaCYETHBIX 3aJaHHH, OXBATHIBAIOIIHX KypC
JUICIIUILIMHBL, U BBIOIHIETCS 10 OAHOMY U3 YKa3aHHBIX BApHAHTOB. BEIOOpP BapHaHTa OIpeaenseTcs 1Mo MOCIeAHUM ABYM Iudpam
3a4eTHOW KHIKKU. [lepeueHb BapuaHTOB 3a1aHUil KOHTPOJILHOW pabOThI, METOJMKA €€ BBIMOJHEHNS U He00X0IuMast JIMTepaTypa
HpHBeIeHBl B METOANUECKHUX YKA3aHUSIX JUIsl HAIIMCAHHsI KOHTPOJILHON paboTHL.

KonTponbHas paboTa cTyJ€HTOB O4HO-3204HON (POPMBI 00yUEHHS

KoHTtponbHast paboTa BBIIIOIHACTCS CTYAEHTOM I10CJIE CAMOCTOSTEIBHOTO H3YUCHUS TEOPETHYECKOT0 Kypca 110 AUCLIHUIIINHE!
«/l0KyMEHTHPOBaHHE YIIPABICHIECKON AEATEITBHOCTH» U COCTOUT M3 TPEX 3alaHMi (BBIOOP 3a/laHMI OCYIIECTBIIACTCS HA OCHOBE
JBYX MOCIeTHUX Nudp mudpa 3a4eTHON KHIKKH CTYICHTA):

3aganue 1. PaccMoTpeHne TeopeTHYecKoro Bornpoca Ha TeMy: OCHOBHbBIC TPpeOOBaHHS K COCTABICHHIO U O(OPMIICHHIO TOKYMEHTOB
OpraHHU3allMOHHO - PACTIOPSINTEIBHOM AESTEILHOCTH U KaAPOBOH JOKYMEHTAIINH.

3amanne 2. PaccMoTpeHne TeopeTHIecKoro BOpoca Ha TeMy: TeXHOJIOTHH padoTH ¢ JOKyMEHTaMH.

3aganue 3. [Ipakrndeckoe 3aganue: CoCcTaBUTH M 0(OPMHUTEH OpraHU3AI[HOHHBIE, PACTIOPAAUTEIbHbIE, HHPOPMALOHHEIE
JIOKyMEHTBI U JOKYMEHTBI 10 TIEPCOHAITY IPEIIPUSITHUSL.

6.3. IIpouenypa oueHUBaHUS

1 TIOKA3ATEJIN, KPUTEPHUU U IIKAJIbI OLIEHUBAHM S KOMITETEHIMI

Ornenka copmMupoBaHHOCTH KomrieTeHIH y cryaeHToB HUMU JIon’AY u BeICTaBleHHE OLIEHKH IO OTACTHHON TUCIIATUINHE
BEZETCS CIeIyIOIIM 00pa3om:

- JUISL CTYICHTOB OYHOM (POpMBI 00yUYECHUS HTOTOBAs OLICHKA 110 JUCIUILIAHE BRICTaBIsIeTcs 1o 100-0amipHO cucteMe, a 3aTeM
TIEPEBOTUTCS B OLICHKH «OTIIMYHO, «XOPOIIO», KyJOBICTBOPHUTEIEHOY, KHEYIOBICTBOPUTEIIHLHOY, «3aUTCHO» U «HE 3a4TCHOY;

- UL CTYZCHTOB 3a0YHON M OYHO-3a0YHON (POPMBI 00yUEHHsI OLIEHUBAETCS 110 MATHOATUILHON IIIKaJe, OLIEHKAMH «OTIUIHOY,
«XOPOILIOY», «YyJOBIETBOPUTEILHOY, «HEYOBIETBOPUTEILHO; «3aUTEHO» WU «HE 3aUTEHOM.

BrIcokuii ypoBeHb OCBOCHISI KOMITETCHITU, UTOTOBAst OIIEHKA MO AUCITUTUTNHE «OTIUIHOY» HITH «3a4TeHOo» (86-100 6amion):
TITyOOKO M IPOYHO YCBOWJI MPOTPAMMHBIN MaTepuall, HCYEPIBIBAIOIIE, TOCIET0BATEIHHO, YETKO U JIOTHIECKU CTPOIHO €To
u3Jaraet, yMeer

TECHO YBSI3bIBaTh TCOPUIO C IPAKTHKOMN, CBOOOIHO CIIPABIACTCS C 3aa4aMi, BONPOCAMH M APYTUMH BHIAMHU IPHMCHEHHS 3HAHUI,
MpU9IeM He 3aTPYAHSACTCS C OTBETOM IPH BUAOU3MEHEHUH 3aJIaHHA, UCIIONB3yeT B OTBETE MaTepHal yueOHOM JIUTEPaTyPHI,
MPaBUIIBHO 00OCHOBBIBAET MPUHATOE PEIICHHE, BIIaEET pa3HOCTOPOHHUMY HABBIKAMU M IPUEMAMH BBIITOTHEHUS TIPAKTUIECKIX
3agay. CHCTEMHO U IJIaHOMEPHO paboTaeT B TEUEHHH CEMECTpa.

IToBBIICHHBIA YPOBEHb OCBOCHHUS KOMIICTCHIINA, HTOTOBAs OIICHKA 0 TUCIUIUIHHE «XOPOIIO» MITH «3a4TeHO» (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 BOIPOCOB U 3a/1a4, BiIajceT HEOOXOAUMBIMU
HaBBIKAMH ¥ IPUEMaMH UX BhIOJTHEHHs. CHCTEMHO H INIAHOMEPHO paboTaeT B TEUCHUH CEMECTpa.

[ToporoBsiii ypOoBEeHb OCBOCHHS KOMIIETECHIIHIA, HTOTOBasI OIEHKA TI0 JUCIUILINHE «yIOBICTBOPUTEILHO» HITH «3auTeHO» (51-67
0ayIoB): UMeeT 3HAHMS TOJIBKO OCHOBHOTO MaTepHualia, HO HE YCBOWII €T0 JeTalel, TOIyCKaeT HETOYHOCTH, HEAOCTATOUHO
npaBHIbHBIC (POPMYITHPOBKHU, HAPYIICHHS JIOTHYCCKO MOCIEA0BATEILHOCTH B U3JI0KCHUH IPOrPAMMHOTO MaTepHaa, HCIBITHIBACT
3aTpyIHEHUS TP BHITOJHEHUH IPAKTHICCKUX padoT.

IToporoBeiii ypoBEHb OCBOSHHSI KOMITETEHITHH HE c(QOPMUPOBAH, UTOTOBAs OLEHKA TI0 IUCIUIINHE «HEYIOBIETBOPUTEIHHOY WIIH




«He 3auTeHo» (MeHee 51 6anna): He 3HAaeT 3HAUUTENBHOI YacTH MPOrPaMMHOTO MaTepHaia, JOMyCKaeT CYIIeCTBEHHbIE OIMINOKY,
HEYBEPEHHO, ¢ OOJIBIIMMH 3aTPyIHEHHUSAMH BBINOIHSET IIpaKTHYeckue padboTsl. Kak npaBuio, oreHKa «HeyA0BIETBOPHTEILHO)
CTaBUTCS CTYJCHTaM, KOTOPBIE HE MOTYT IPOAOJDKUTE 00yUeHHe 0e3 TOMOTHATEIBHBIX 3aHATHH 110 COOTBETCTBYIOIIEH TUCIUIUINHE.
OOmuit mopsIIOK MPOBEACHNUS MIPOLEAYPHI OIICHUBAHUS 3HAHWH, yMEHHIA, HABBIKOB U (VJIH) OIBITA AESTEINBHOCTH, COOTBETCTBHUE
UHIUKATOpaM JOCTIKEHHs c(hOpMUPOBAHHOCTH KOMIIETEHIIMI OMpe/eNieH B CIEAYIOIUX JTOKaIbHBIX HOPMATHBHBIX aKTax:

1. TTonoxeHue o TeKyIieH aTTecTaluu 3Hanui odydarormmxcs B HUMU ouckoit 'AY (B aeficTByIOIIeH peaaKiim).

2. ITomoxeHue 0 IPOMEKYTOTHON aTTeCTaNH 00YJAIOIINXCS IO TIPOTpaMMaM BEICIIEro 00pa3oBaHMs (B ACHCTBYIOIMIEH peJaKium).
JIOKyMeHTHI pa3MeleHs! B CBOOOIHOM focTyme Ha opunuanbaoM caiite HUMU Jlonckoit AY https:/ngma.su/ B pazaene: ['aBras
crpanuna/Caenienus 00 00pazoBaTenbHON oprann3anin/JoKyMEHTEI.

6.4. IlepevyeHb BUI0B OIIEHOYHBIX CPEICTB

OLEHOYHLBIE CPEACTBA ITPOMEXYTOUYHOU ATTECTAIINU:
- [lepeueHp BapraHTOB 3aJaHUH KOHTPOJIEHOI PaOOTHI, METOMKA €€ BEITOTHEHHS M HEOOX0IMMas JINTepaTypa MprUBeICHEI B
MeToauuecKix yKa3aHUAX I HAIMCaHNS KOHTPOIBHON paboThI, KOTOpas UMeeTcs B IeKTpoHHOH 6nbmmorexe HUMMU Jlonckoi

T'AY.

- KOMIUTEKT OMJIETOB IJIst SK3aMeHa/3auera. XpaHUTCs B OyMakHOM BHIE Ha COOTBETCTBYIomEH Kadenpe. [Tomnexur exeroqHomy
OOHOBIICHHUIO 1 TIEPEYTBEP)KACHNIO0. UHCII0 BapuaHTOB OMIIETOB B KOMIIIEKTE HE MEHEE UHCIIA CTYICHTOB Ha 3K3aMEHe/3a4eTe.

7. YYAEBHO-METO/UMYECKOE U TH®OPMAIIMOHHOE OBECIIEYEHUE JUCIHUITIMHBI (MOAY JIS)

7.1. PexoMeHnyemasi auTeparypa

7.1.1. OcHoBHasi iMTEpaTypa

ABTOpBI, COCTaBUTEIH 3ariaBue W3narenscTBo, ron
JI1.1 | Kysnenos U. H. Jlenonpon3BoICTBO: y4eOHO-CIIPAaBOYHOE ITOCOOHE Mocksa: HamxoB u K, 2017,
https://e.lanbook.com/book/105
543
JI1.2 | Cepena M.B. JloKkyMeHTHpOBaHUE yIPaBIEHUYECKOH e TeIbHOCTH: yueO. HoBouepxacck, 2021,
nmocoOue [y CTyHI. OYH. ¥ 3204. PopMbI 00yd. Hampasl. moArot. | http://biblio.dongau.ru/MegaPr
"Oxonomuka", "Menemxment", "[Ipuknannas nHbpopMaTHKa", oNIMI/UserEntry?
"busnec - undopmaruxa", "CoruansHas paboTa”, Action=Link FindDoc&id=42
"3eMIIeyCTPOHCTBO U KaaacTphI'] 7193&idb=0
JI1.3 | Komomuen A. U. KanpoBoe nenonpon3BoacTBO: yueOHOE mocodue Mocksa: [Jupexr-Menua, 2023,
https://biblioclub.ru/index.php?
page=book&id=696314
7.1.2. lonoJHuTeAbHAS JUTEpaTypa
ABTOpBI, COCTaBUTENIN 3arnaBue W3natenscTBo, ron
JI2.1 | Kymmepyxk C. IT. JIoKyMeHTHasl TMHTBUCTHKA: Y4eOHOe mocoone Mocksa: U3n-Bo «PiuHTaY,
2016,
https://biblioclub.ru/index.php?
page=book&id=83382
J12.2 | Cepena M.B. JIOKyMEHTHpOBaHUE YNPABIEHUYECKON NEATEIbHOCTH: Hosouepxacck, 2022,
MPAaKTUKYM [A71s1 CTy. BceX popM 00yd. Hanpasil. TOATOTOBKU http://biblio.dongau.ru/MegaPr
"Oxonomuka", "MenemkmeHT", "busHec-uHpopmaruka", oNIMI/UserEntry?
"IMpuknagHas nHbPOPMATHKA" ]| Action=Link FindDoc&id=42
7759&idb=0
JI2.3 | HoBouepk. HHX.- JIOKyMEeHTHpOBaHHUE YIPABICHUYECKON NESITEIbHOCTH: METO/. HoBouepxacck, 2022,
MEJIHOP. UH-T yKa3aHHUs 10 BBIMOJH. JIa0. paboT [ cTya. Bcex hopM 00yd. http://biblio.dongau.ru/MegaPr
Honckoit 'AY ; cocrt. : | Hanpasi. moarotoBku "OxoHoMuka", "Menemxment", "busnec- oNIMI/UserEntry?
M.B. Cepena, E.A. uapopmaruka", "Tlpuxnagaas nHpopmaTnka' | Action=Link FindDoc&id=42
Jeesa 7760&idb=0
7.1.3. MeTonnueckue pa3padoTku
ABTODBI, COCTAaBHTEITH 3arnaBue W3narenbcTBO, roj
JI3.1 |HoBouepk. HHX.- JIOKyMEHTHpOBaHHUE YIPABIEHUYECKON ESITEIbHOCTH: METO/. HoBouepxacck, 2022,
MEJTAOp. WH-T yKa3aHus 10 U3y4. JHCI. U BBIOJIH. KOHTP. pabOTHI CTYI. OY.- http://biblio.dongau.ru/MegaPr
Houckoit TAY ; coct. | 3a04. opMbl 00yY. [110 HANpaBII. TOATOTOBKK "JKOHOMHUKA', oNIMI/UserEntry?
M.B. Cepena "Menemxment", "busnec-unpopmaTuka", "TlpukianHas Action=Link FindDoc&id=42
nHpopmatuka"] 7762&idb=0
7.2. Ilepeuens pecypcoB HH(OPMALMOHHO-TEJIEKOMMYHHKAIMOHHO# ceTu ""UnTepHeT"
7.2.1 Odo¢urmanbhelii caitt HTMA ¢ moctymnom B www.ngma.su
JJIEKTPOHHYIO OMOIHOTEKY
7.2.2 O¢unmanbHbI caiiT MUHHCTEpPCTBA TPyIa U http://www.rosmintrud.ru/
conuanbHOM 3amuTel PO
7.2.3 Poccwuiickas rocynapcTBenHas oudauorexa (Gpoua https://www.rsl.ru/
ANIEKTPOHHBIX TOKYMEHTOB)




724 Wnudopmanumonnas cucrema «ExanHoe okHo moctynma k| http://window.edu.ru/
00pa3oBaTeNbHBIM pECYpCamy»
7.2.5 VYuuBepcureTckas nHdopmarmonHnas cucrema Poccust | https://uisrussia.msu.ru/
(YUC Poccwust)
7.2.6 DneKTpoHHass OHMOIMoTeKa yUeOHUKOB http://studentam.net/
7.2.7 CrpaBouHas cuctema «e-library» JIunensuonnsiit norosop SCIENCEINDEXNeSIO-
13947/34486/2016 ot 03.03.2016 T
7.3 IlepevyeHb MPOrPaMMHOr0 odecreyeHust
7.3.1 1C pennpusitus Jorosop nocrasku Ne PB0000816 ot 21.11.2017 r. OO0
«1C-TOHJAJIbD»
7.3.2 AdobeAcrobatReader DC JInneH3noHHEBII 10rOBOp HA TPOrpaMMHOE oOecIieueHre st
MIePCOHANBHBIX KOMITBIOTEpoB 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 [IporpamMmHast cuctema st oOHapyskeHHsI TeKCTOBbIX | JInnensuonusiit forosop Ne 8047 ot 30.01.2024 r.. AO
3aMMCTBOBAHMI B y4eOHBIX U HAy4YHBIX paboTax «AHTHIUIATHAT
«AnTumnaruar. BY3» (uaTepHET-Bepcus);Momyis
«IIporpaMMHBIil KOMIUIEKC TOMCKA TEKCTOBBIX
3aMMCTBOBaHMH B OTKPBITHIX HCTOUHUKAX CETU
MHTEPHET»
7.3.7 MS Windows XP,7,8, 8.1, 10; Cyo6numen3nonnsiii gjorosop Ne502 ot 03.12.2020 r. AO
«Cod1Jlaitn Tpeita»
7.3.8 MS Office professional; Cyo6nuuensnonnsiii gorosop Ne502 ot 03.12.2020 r. AO
«CodrJlaiin Tpeiia»
7.3.9 Microsoft Teams [IpenocraBnsercs 6ecryiaTHO
7.4 Tlepevyenb nHGOPMAIHOHHBIX CIIPABOYHBIX CHCTEM
74.1 Basa ganuaeix OO0 "UsgarenscTBo JIans" https://e.lanbook.ru/books
7.4.2 Basel nanueix OO0 "PernoHanbHbIH
MHGOPMAIMOHHBIA MHICKC TUTUPOBAHKS"
7.4.3 baser maraeix OO0 "Tpecc-Mupopm" (KoHCynpTaHT https://www.consultant.ru
+)
7.4.4 ba3zer ganabix OOO Hayunas a1ekTpoHHas http://elibrary.ru/
OubmmoTeka
8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUIIIMHBI (MOXY JIS)
8.1 227 CrienipanabHOE TIOMEUICHHE YKOMIUIEKTOBAHO CIEIMAIM3UPOBAHHON MeOEeIbI0 M TEXHUYECKUMU
CpeZIcTBaMH O0YUCHUSI, CITYKAIIUMHE JUTS PEACTABICHHUS HHPOPMAIIUU OOJBIION ay TUTOPUH:
KommyTatop cereBoif; Komnbroreps!, 00beJHHEHHBIE B TOKATBHYIO CETh C IOCTYIIOM B CETh
«MHTEpHET» U ANEKTPOHHYIO HHPOPMAIIMOHHO-00pa3oBarenbhyto cpeny HUMU Jlonckoit TAY:
Cuctemnsrii 610k — 20 mt., Mouutop JKK — 20 mit.; UHTepakTHBHAs BHICOCUCTEMA; DKpaH
HACTEHHBIN; YueOHO-HarsHbIe mocoous; Jlocka; Paboune mecra ctyneHToB; Pabodyee mecto
IpernoaaBaTes.
8.2 231 CrienanbpHOE MOMENICHHUE YKOMIUIEKTOBAHO CIICUATN3UPOBAHHON MeOENbI0 U TEXHUUECKUMHU
CpenCcTBaMH O0YYEHHSI, CIy KaIllUMH JJIsI IPEICTABICHIS HHOOPMAIIH OOJBIION ayTUTOPHH:
Kowmmerorep Herron DNS B nokanbHOM ceTH ¢ JOCTYNIOM B ceTh «IHTEpHET» U 3JIEKTPOHHYIO
nH(popMannoHHO-00pa3zoBatensHyo cpexry HUMU lonckoit AY; TIpoexrop HacTeHHBIH; DKpaH
HACTEeHHBIH; YueOHo-HarsaHble nocodust; JJocka; Paboune mecrta ctynentoB; Pabouee mecto
IIpenojaBaTesl.
8.3 233 CrnennanbHOE IOMEIIEHHE YKOMIUIEKTOBAHO CHECIHATIM3HPOBAHHON MEOEIBI0 M TEXHIYECKIMU
cpeacTBaMy 00yUEHHsI, CITyKAIIUMHE TS IPEACTaBICHHUS HHPOPMALIUU OOJBIION Ay TUTOPUH:
KommyTtartop cereBoii; Komnbrorepsl, 00beIMHEHHBIE B IOKAIBHYIO CETh € IOCTYIIOM B CETh
«MHTEepHET» U DIIEKTPOHHYIO HHPOPMAITHOHHO-00pa3oBaTenbhyo cpeny HUMU Jlonckoii TAY:
Cucremnslit 010k — 14 mT.; MoruTop XK - 14 mt.; IIpoekrop HacTeHHBIH; DKpaH HaCTCHHBIN;
VYuebHo-HarnaaHbIe TocooOus; [locka; Paboune mecta cTynenTos; Pabodee MecTo mpemopaBares.
8.4 270 [TomenieHne YKOMIUIEKTOBAHO CIICIHATHN3MPOBAHHON MEOENIBI0 M OCHALLIEHO KOMITBIOTEPHON
TEXHHUKOH ¢ BOBMOKHOCTBIO MOIKITIOUCHUS K ceTH «IHTepHeT» U obecrieueHreM JOCTyIa B
JJIEKTPOHHYIO HHPOpMaIMOHHO-00pazoBarenbHyto cpeny HUMU louckoit TAY: Kommbrotep —
8 mt.; Monutop — 8 mir.; MOV -1 mrt.; [Ipuntep — 1 wt.; Paboune mecta CTyAEHTOB;

9. METOUYECKHE YKA3AHUSA VI OBYYAIOIIIUXCSA 11O OCBOEHUTIO JUCHUIIJIMHBI (MO Y JISA)

1.ITonoxxeHne 0 MPOMEXKYTOUHOH aTTEeCTAIMK 0OYJArONIUXCS IT0 IPOorpaMMaM BBICIIIETO 00pa30-BaHUSA [ DIEKTPOHHBIH pecypc]




(BBeneHo B neiicTBue npukasom gupekropa HUMMU Jlonckoit TAY Ne3-OJ1 ot 18.01.2017 r.) /HoBOUepK. HHK.-METHOP. HH-T
Jouckoit TAY.-Dnekrpon. aan.- HoBouepkacck, 2018.- Pexxum goctyna: http://www.ngma.su

2. TumnoBsle GOPMBI TUTYIIFHBIX JTHCTOB TEKCTOBOH TOKYMEHTAIINH, BEITIOHAEMON CTYyJeHTAMHU B y4eOHOM Tporiecce [ IeKTpOHHBIN
pecypc] / HoBouepk. urx.-menuop. uH-T JJoHckoit [AY .-OnekrpoH. naH.- HoBouepkacck, 2015.- Pexxum mocryma:
http://www.ngma.su.

3. Meroanueckue ykazaHust 10 CAMOCTOSITEIIbBHOMY M3yYEHHIO IUCHHUIUIMHBL (TIPUHATHI y4eOHO-METOIMYECKUM COBETOM
HMHCTHTYTA, IpoTokod Ne 3 ot «30» aBrycra 2017 1.) / HoBouepk. mHx.-Mennop. HH-T JJoHckoit [AY .-OnexrpoH. naH.-
Hogouepxkacck, 2017.- URL: http://www.ngma.su — TeKcT: 3J1eKTPOHHBIH.

[Ipuctynas x H3y4eHUI0 AUCIUILTHHEI HEOOXOMMO B IIEPBYIO OUepeb 03HAKOMHTECS ¢ cofeprkanueM PI1/]. JIeknnu nMEroT LeNnbio
JaTh CUCTEMAaTU3UPOBAHHBIE OCHOBBI HAYUHBIX 3HAHHH 00 0OIIUX BONIPOCaX JUCUUILIMHEL [Ipy u3ydeHun u npopaboTke
TEOPETUUECKOTO MaTepHraa Julsi 00y4aromuXcst He0OXO0IMMO:

- IOBTOPUTH 3aKOHCIIEKTUPOBAHHBIN Ha JIEKLIMOHHOM 3aHATHU MaTepual U JAOIOJIHUTH €r0 ¢ y4ETOM PEKOMEHIOBaHHOM 110 JaHHOU
TEME JIUTEPaTyphl;

- IIPU CaMOCTOSITEIbHOM U3yYEHUH TEMBI CIeNaTh KOHCIEKT, UCTIONIb3Ysl pekoMeHoBaHHbIe B PI1J] mutepaTypHble HCTOUHUKA U
pecypchl HHPOpMaHOHHO-TEIEKOMMYHHIKAIINOHHOH ceTn « HTepHeT».
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