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PaGouas mnporpamma mucturuHbl «JloKymMeHTaIlMoHHOE oObOecrneueHue
YIpaBJICHUECKOU JesiTenbHOCTH» pa3padborana Ha ocHoBe PI'OC BO 38.05.01
DOkoHOMUYECKasi 0€30MacHOCTh, YTBEPXKICHHOTO MpPUKa3oM MHUHHUCTEPCTBA
oOpazoBanus u Hayku PD 16 saBaps 2017 r. Ne 20.

I-p OKOH. HAYK, HpOCl)CCCOp /L/M B. I'onoBkO

<17

PabGouasi mporpamma 0OCYKJleHa M PEKOMEHJIOBAHA K YTBEPKICHUIO PEIICHUEM
kadenpsl yrpapienus U mapketunra ot 11.04.2022 r., mpotoxon Ne 11

3aBenyromuii kadenpoi —
I-p PKOH. HayK, nmpodeccop s A. B. Tonmaues

PaGouas mporpamma omoOpeHa Ha 3aceJaHUM  METOAUYECKONM  KOMHCCHH
skoHoMHuYecKkoro akynprera 10.05.2023, mpotokoi Nel 1

[Ipencenarens
METOJINYECKON KOMHCCHUU —
JI-p 9KOH. HayK, podeccop i A. B. Tonmaues

PyxoBogurens
OCHOBHOHM mpodeccuoHanbHON

00pa3oBaTeIIbHOM MPOrPaMMBI O\ W
II-p PKOH. HayK, npodecco 7 A. b. MensHUKOB
p YK, 1Ip p




1. Ileab ¥ 3a1a4i OCBOEHHSI JUCIUTIIMHBI

Henabr0 ocBoeHUS IUCHUIUIMHBI  «JlOKyMeHTalmoHHOE oOecnedyeHue
yIPABICHYECKON JAESITEIIBHOCTUY SIBISIETCS (POPMUPOBAHUE KOMIUIEKCA 3HAHUU 00
OpraHU3alMOHHBIX, HAYYHBIX M METOJWYECKHUX OCHOBaX JIOKYMEHTUPOBAHUSA U
OCHOBAMH OpTaHH3aIMU PabOThI C IOKYMEHTAMU MPEANPUSITHS C UCTIOIb30BaHHUEM
COBPEMEHHBIX aBTOMATHU3UPOBAHHBIX TEXHOJIOTUH.

3agauu JTUCUMILUIUHBI:

— (hopmupoBaHue y OOydarolMXcsi YMEHUA U HAaBBIKOB B O0JACTU CO3JaHUS
YIPABICHYECKUX JOKYMEHTOB, OONaJaroOlIMX IOPUIANYECKOM CHIIOM M CIIOCOOHBIX
CIIy>)KUTh 3(Q(EKTUBHBIM MEXAaHH3MOM peaM3alui YIPaBICHYECKUX pPELICHUH, a
TaKXKe IMOJIyYeHUE 3HAHUM O MNPUHIMIAX PAMOHAIBHOM OpraHu3aluu paboThl C
JIOKYMEHTaMH U TPEOOBAHUSIX K XpaHEHUIO JOKYMEHTAIBHOTO (DOHAA MPEATIPUSTHS;

—  O3HaKoMJIeHHME€  OOydYaloluxcs ¢  [pPUHIMIIAMA  OpraHU3alluu
JOKYMEHTOOOOpOTa M OpraHu3aliy JEJIONPOU3BOACTBEHHOM CITY>KOBbI MPEINpUATHH,
YUPEKICHUN U OpraHru3allnid;

— O3HAaKOMJIEHHE OOYYaroluXCs C OCHOBHBIMU HOPMATHBHO-METOJUYECKUMU
MarepuajaMd [0  JOKYMEHTHPOBAaHUIO  YMNPABICHYECKOW  JESTENIbHOCTH,
CYILIECTBYIOIIUMU CTaHJIapTaMH 1o YIPaBIEHYECKOM JOKYMEHTaIl1H,
XapaKTEPUCTUKONU U COCTABOM YHU(DHUITMPOBAHHBIX CUCTEM JIOKYMEHTAITNH;

— oOydeHue oOOy4yarOUIMXCS HaBbIKAM COCTaBJICHUS W PEAAKTHUPOBAHUSA
CITyK€OHBIX JOKYMEHTOB B COOTBETCTBUH ¢ HOBbIMU poccuiickumu ['OCTamu.

2 llepeyeHb IUIAHMPYEMBIX Pe3yJbTATOB O0y4YeHUS TIO

AMCUHUIUIMHE, COOTHECEHHBIX ¢ IUIAHUPYEeMbIMH pe3yJbTaTaMH
ocsoenusa OIIOII BO

B pe3yabTare ocBOeHHS AUCHUILIMHBI (opMHUpYIOTCH clieaylolue
KOMIIETEeHIUH:

[IK-17 - cnocoOHOCTh MPaBWIBHO U TIOJHO OTpakaTh pPe3yJbTaThl
mpoecCHOHANILHON  JESATENBHOCTH B~ TPOLECCYATbHOM M CIIy)KEOHOMU
JOKyMEHTAIINH;

[1K-44 — cmocoOHOCTh OCYHIECTBIIATH JOKYMEHTAIMOHHOE OOecreueHue
yHpaBIE€HYECKON ACSITEIbHOCTH.

3. Mecto nucuniuiuibl B cTpykrype OIIOII BO

«/lokymeHTalimoHHOE  OOECreYeHHe  YIpaBICHUYECKOM  JEATEITLHOCTH
SBJISICTCSI TUCUIUTUINHON 10 BbIOOpY BapuatuBHOW dactu OIIOIT BO moaroToBku
oOyvarormuxcst 1o crneruanbHocTH  38.05.01 DxoHomMmveckas 06€30mMacHOCTb,
crienann3anus «KOHOMHKO-TIPAaBOBOE obOecrieueHue SKOHOMUYECKOU
0€30MacHOCTI.



4, Oobem aucuuniannsbl (108 gacos, 3 3aueTHBIC IMHUIIBI)

O0OBeM, 4yacoB

Bunst yueOHOI paboThI
Ounas 3aouHas

KonTakTHas padora 53 11
B TOM YHCJIE:
—— ayMTOpHas 1O BUJAM y4eOHBIX 59 10
3aHATHH
— JICKIIUA 20 2
— MPaKTHYECKHUE 32 8
— BHEAyJIMTOpHas 1 1
—3a4eT 1 1
CamocrosiTesibHas padoTa 55 97
HToro no 1ucuuniiuHe 108 108
B TOM YHCIIe B OpPME MPAKTHIECKOU i i
HOJTrOTOBKU

5. Conepxanue TUCUUILIAHbBI

IIo nutoram HN3y4acMOro Kypca 06yanOIHHCCH CIAaK0T 3a4CT.

HucnumuinHa u3ydaeTcs Ha 4 Kypce, B 7 ceMecTpe O4HOM GpopMbl 00yUueHus,
Ha 5 Kypce, B A ceMecTpe 3a09HOM PopMBbl 00yUCHHS

ConepxkaHue ¥ CTPYKTYPA IMCHUILJIMHBI 10 0YHOH (hopMe 00yUeHus

Buab1 yueOHol padoThl, BKJIKOYAS
CaAMOCTOSITEJIbHYI0O Pa00Ty 00y4arOIIMXCs U

%}
2 = TPYA0eMKOCTb (B yacax)
No 5 E & B TOM B TOM
Tewma. 28 2 YuCIIE B 4uClIe B
1/ =5 | = Camocto
- OCHOBHBIE BOIIPOCHI s E (3} dopme [paktiue | Qopme P,
e § © JleKuuu | TpaKTH- CKHeE HPaKTH- .
e = YECKOMITOJT 3aHATHS YECKOMIT
pabota
rO-TOBKH OJIro-
TOBKH
BBenenue B
JUCHUTUIMHY: JOKYMEHT
B CHCTeMe yNpaBJIeHUsl
1. TIlpemmer, 3anmaum,
CTPYKTYpa JTUCLMILIHHEIL.
2. J0OY Kak
JIeSITEIILHOCTD, I1K-17
1 7 - 2 - 3
OXBaTbIBAIOIIAS [1K-44
JIOKYMEHTHPOBAHUE 51
OpraHu3alio PadoThI C
JIOKYMEHTaMHU.
3. 3nauenue JIOVY.
4. OCHOBHEBIE
HUCTOPHYECKHE STambl




Tema.
OcHOBHBIE BOIPOCHI

dopmupyembie
KOMIIEeTeHIIN U

Buab1 yueOHol padoThl, BKJIKOYAS

CaAMOCTOSITEJIbHYI0O Pa00Ty 00y4arOIIMXCS U
TPYA0EMKOCTb (B yacax)

Cemectp

Jlexun

B TOM
YuUClIe B
dopme
TIPaKTH-
YyecKoumoq
TO-TOBKH

[Ipaktuye
CKHe
3aHATUSA

B TOM
qucine B
thopme
IPaKTH-
YECKOMII
ofro-
TOBKH

CamocTto
sITeTIbHA
s
pabota

pasBuTHA
JICIIOTIPOU3BO/ICTBA B
Poccun.

Yuupuxanus U
CTaHIAPTU3AIUS
ylnpaBJieHYeCKHUX
JOKYMEHTOB

1. Yuaudukarms u
CTaHIapTH3ALHA.

2. Yuudukarus
JIOKyMEHTOB 110 (popMe U
COCTaBy.

3. Yuauguxanus
OyMaKHBIX (dhopmaToB
(A3, A4, A5, A6).
4.  OKIIO,
OKOHX.

5. l'ocynapcTBenHas
cucreMa
JTOKYMEHTAIIMOHHOTO
obecrieyeHust yIpaBiIeHHs

(TCIOY).

OKV]I,

[1K-17
[1K-44

OcHoBHbIE
oopmiieHHsT
ynpaBJieHYeCKHUX
JAOKYMEHTOB

1. ®opmysip TOKyMeHTa.
2. Tunoo#t dopmysip
JIOKYMEHTA.

3. ®opmyisp-obpaserl.

4. PekBU3HT IOKYMEHTA.

MnmpaBuJja

[1K-17
[1K-44

Oco0enHocTn
coCTaBJIEHHS U
oopmiieHHsT
OpraHu3alUuOHHO-
pacnopsiIuTeTbHBIX
JOKYMEHTOB

1. OpraHuzaioHHO-
pacrnopsiiuTeNbHas
JIOKYMEHTAITHS.

2. OpranuzaiioHHbIE
JIOKYMEHTBI

[1K-17
[1K-44




Tema.
OcHOBHBIE BOIPOCHI

dopmupyembie
KOMIIEeTeHIIN U

Buab1 yueOHol padoThl, BKJIKOYAS

CaAMOCTOSITEJIbHYI0O Pa00Ty 00y4arOIIMXCS U
TPYA0EMKOCTb (B yacax)

Cemectp

Jlexun

B TOM
YuUClIe B
dopme
TIPaKTH-
YyecKoumoq
TO-TOBKH

[Ipaktuye
CKHe
3aHATUSA

B TOM
qucine B
thopme
IPaKTH-
YECKOMII
ofro-
TOBKH

CamocTto
sITeTIbHA
s
pabota

3. PacnopsiurenbHble
JTIOKYMEHTBL.

OcobeHnocTH
COCTaBJICHHS "
opopmIIeHUS
CIIPaBOYHO-
HH(POPMAIMOHHBIX U
CIIPABOYHO-
AHAJIUTHYECKHX
JOKYMEHTOB

1. CnpaBoyHo-
nH(GOPMAIMOHHBIC
JIOKYMEHTBI

2. CnpaBo4HO-
AHAJIUTUYCCKHC
JIOKYMEHTBI.

3. CrpaBka Kak OCHOBHOM
JOKYMEHT JJaHHOTO THIIA.
4.  JlokymeHTHUpOBaHUE
KOJIJICTUAITbHOM
JICATEIILHOCTH.

5. JloknagHbie u
O0O0BSCHUTEIIBHBIC
3aIIMCKH.

6. 3asBIICHUE.

I1K-17
[1K-44

CayxeOHas
KOppeCcnoHIeHIHS

1. CrnyxeOHast
KOPPECTIOHICHITHS

2. PasnoBugHocTH
JICTIOBBIX ITHCEM
3. Jlornueckas
pacoNIoKeHUs
uHpOpMAIIMH B TIMCbMaX.
4. MesxayHapoHbIe
MHChMa.

JIOKyMEHTBI IO JTUYHOMY
COCTaBy Y BEJICHUE

cXema

I1K-17
[1K-44

JlokymeHTBI
JUYHOMY COCTaBY H
Be/leHHne KaJpOBOH
AOKYMEHTALUH

mo

IK-17
[1K-44




Tema.
OcHOBHBIE BOIPOCHI

dopmupyembie
KOMIIEeTeHIIN U

Buab1 yueOHol padoThl, BKJIKOYAS

CaAMOCTOSITEJIbHYI0O Pa00Ty 00y4arOIIMXCS U
TPYA0EMKOCTb (B yacax)

Cemectp

Jlexun

B TOM
YuUClIe B
dopme
TIPaKTH-
YyecKoumoq
TO-TOBKH

[Ipaktuye
CKHe
3aHATUSA

B TOM
qucine B
thopme
IPaKTH-
YECKOMII
ofro-
TOBKH

CamocTto
sITeTIbHA
s
pabota

l. JIOKyMeHTBI 10
JUYHOMY COCTaBy
(mepconaiy).

2. TpynoBoil KOHTpPaKT
(torosop).

3. Ilpukaspl MO JUYHOMY
COCTaBY M  KaJpOBbIE
MPUKA3bl, UX OTIHYUSL.

4. Pe3tomMe Kak HOBBII
BUJI IOKYMEHTA.

TpeOoBaHusI K TeKCTy
JAOKYMEHTA

1. Jlornueckasi CTpyKTypa
TEKCTa JIOKYMEHTA.

2. PyOpukanus Tekcra.

3. Tunmynple OMMOKUA B
OpraHu3aluu TEKCTa
CITy>KE€OHBIX TOKYMEHTOB.
4. Knaccuduxkanms
TEKCTOB M0 Pa3IMYHBIM
MPUHLIUTIAM.

I1K-17
[1K-44

A3bIk " CTHJIb
CJIy’KeOHOI0 JOKyMEHTa
l. Bk wu  cTwib
CITy’KE€OHBIX JOKYMEHTOB.
2. OdunmanbHO-IEITOBOM
(YHKIIMOHAITBHBINA CTHITb.
3.
OKCTpaJlMHTBUCTUYECKHE
NPU3HAKU CTHJISL.

4 lnpopmMaTHBHOCTh |
JTAKOHUYHOCTh KaK
KOHKYpPHpYIOIINE
XapaKTePUCTUKU
TEKCTOBOT'O IOKYMEHTA.

IK-17
[1K-44

10

Benenue
J1eJIOMPOU3BOJACTBA 1O
NMUCbMEHHBIM U YCTHBIM
o0paleHusIM I'paskIaH
1. OcobOeHHOCTH HAHHOU
TPYIIBI JOKYMEHTAIUU |
paboTHI C HEH.

[1K-17
[1K-44




Buab1 yueOHol padoThl, BKJIKOYAS

CaAMOCTOSITEJIbHYI0O Pa00Ty 00y4arOIIMXCS U
TPYA0EMKOCTb (B yacax)

2 g
No 3 = | & B TOM B TOM
/ Tewma. 2 = 2 qucie B HMCIEB | o
- OCHOBHBIE BOIIPOCHI § = 5 dbopme [Mpaktuae | dopme
8-5 © Jlexuuu | mpakTu- CKHe MPaKTH- AT
o = YeCKOMIod | 3aHATHSA YECKOMII A
T'O-TOBKH oaro- pa6OTa
TOBKH
2. Knaccuduxkanms
(IpenyIoXKeHuUs,
3asIBJICHUS, KaoObI),
CPOKH paccMoTpeHus,
perucTpanusi U KOHTPOIhb
WCTIOJTHEHUsT OOpaIeHui
rpax/iaH.
Opranuzanusi padoTsl ¢
JOKYMEHTAMH
1. JlokymeHTOOOOpOT u
JIOKYMEHTOTIIOTOKH
(BXOMHII/H/I: MCXOMUMH, | 11 47
11 | BHyTpEeHHHIA). 7 2 - 2 - 3
« I1K-44
2. Ilonsrtue 00BeM
JOKyMEeHTo0OOopoTa”.
3. CrpykTypa
JOKYMEHTO000pOTa
PEIPUSATHSL.
Cucremaruzanus
JOKYMEHTOB " HX
XpaHeHHe
1. CucremaTtu3anys
JIOKYMEHTOB.
2. ['pynmupoBka
JIOKYMEHTOB B | K-17
12 | mepBUYHBIC KOMIUICKCHI. 7 2 - 2 - 5
« ’ [1K-44
3. Ilonsarue “nmeno”.
4. [TpuHIUTIBL
(dhopMHUpOBaHHUS JICIT.
5. Homenknatypa gen
TIPEATPHSTHSL.
6. Ilepenaua 1OKyMEHTOB
B apXUB.
Opranuszanus
JeJI0NPON3BO/ICTBA B
yUpexKIeHUH
1. C HEBIE
13 nonpasnenem:}[) YR IK-17-1 4 2 - 2 - 5
’ TTK-44
OCYIIECTBIISIIOIINE
JTIOKYMEHTOO0O0pOT
(cimy>x0bI J0Y) B

YUPEKICHHH.




Tema.
OcHOBHBIE BOIPOCHI

dopmupyembie
KOMIIEeTeHIIN U

Buab1 yueOHol padoThl, BKJIKOYAS

CaAMOCTOSITEJIbHYI0O Pa00Ty 00y4arOIIMXCS U
TPYA0EMKOCTb (B yacax)

Cemectp

Jlexun

B TOM
YuUClIe B
dopme
TIPaKTH-
YyecKoumoq
TO-TOBKH

[Ipaktuye
CKHe
3aHATUSA

B TOM
qucine B
thopme
IPaKTH-
YECKOMII
ofro-
TOBKH

CamocTto
sITeTIbHA
s
pabota

2. JIOKyMEHTHI,
perJIaMeHTUPYIOIINE
pabory cmyx06b1 JJOY B
YUPEKICHHH.

3. HWuctpykums  mo
JIeTIOTIPOU3BOICTBY.

4. JIomKHOCTHBIE
UHCTPYKIUH
COTPYIHUKOB
J0Y.

CITY>KOBI

14

Hcnonb3oBanue
COBPEMEHHbIX
KOMITbIOTEPHBIX
TeXHOJIOruii B
JOKYMEeHT0000poTe
YUpeKIeHni,
NnpeanpuATH,
OpraHu3anuii

l. KomrsrorepHsie
TEXHOJIOTHHU
JICJIONPOU3BOJICTBA B
AQHTUKPU3MCHOM
YIPaBJICHUH, eIy,
3aJ1a4¥, HAIIPABJICHU.

2. OcHOBHBIE TOHSTHUSA
UHPOPMAITMOHHBIX
TEXHOJIOTHIL.

3. CucremHeble H
MIPUKJIAHBIE
MPOrpaMMHBIE  CpPEACTBA
ABTOMATU3UPOBAHHOTO
pabouero mecra.

4, ABToMaTH3anusa
JIOKYMEHTO000pOTA.

[K-17
[1IK-44

WUtoro

20

32

55

Conepxxkanue ¥ CTPYKTYpPa IMCHUIIMHBI 110 3204HOi popme 00yueHust




=

Tema.
OCHOBHBIE BOIIPOCHI

dopmupyembie
KOMIIeTeHIIMH

Cemectp

Buabl yueOHoi1 padoThl, BKJIIOYAS

CAMOCTOSITEJIbHYI0 Ppa00oTy 00y4aroImuxcst 1
TPYAOEMKOCTD (B 4acax)

Jlexuym

B TOM
YHCIIC B
¢dopme
TIPaKTH-

YECKOMITIO

JITO-TOBKH

IIpakTrye
CKUe
3aHSTHS

B TOM
YHUCIIC B
(hopme
TIPaKTH-

YECKOMIIO

JITO-TOBKH

Camocros
TesbHas
pabora

BBenenne B
AUCHMIUINHY: JOKYMEHT
B CHCTeMe YIpaBJIeHHUs
1.IIpeamer, 3aau,
CTPYKTypa JUCIUTLTAHEI.
2. 1OV kak aesTeIbHOCTD,
OXBaTBIBAIOIIIAS
JIOKYMEHTUPOBAHUE u
OpraHu3alyio padoThl C
JIOKYMEHTaMHU.

3. 3nauenue JJOVY.

4, OCHOBHEIC
HCTOPUIECKUE JTarbl
pa3BUTHSA
JICTTOTIPOU3BO/ICTBA B
Poccun.

[K-17
[1K-44

Yuaupukanus U
CTAHIAPTU3ALHUSA
yHpaBJieH4YeCKHX
JI0OKYMEHTOB

L. Yaudukanus u
CTaHJAPTU3ALMS.

2. Yauduxamms
JOKYMEHTOB 10 (popme U
COCTaBy.

3. Yaudukanus
OyMaKHBIX (hopmaToB
(A3, A4, AS, A6).
4. OKIIO,
OKOHX.

5. I'ocynapcreennas
cHucTemMa
JIOKYMEHTAI[OHHOTO
o0ecrieueHus yrpaBJIeHUs
(r'Ccaoy).

OKV]L,

I1K-3

OcHoBHbIE
oopmiieHust
ynpaBjieH4YecKUX
JOKYMEHTOB

1. ®opmynsip TOKyMeHTa.
2. Tumnosoit dopmyssip
JIOKyMEHTA.

3. ®opmysip-oOpaszer.

npaBuiIa

[K-17
[1K-44




=

Tema.
OCHOBHBIE BOIIPOCHI

dopmupyembie
KOMIIeTeHIIMH

Cemectp

Buabl yueOHoi1 padoThl, BKJIIOYAS

CAMOCTOSITEJIbHYI0 Ppa00oTy 00y4aroImuxcst 1
TPYAOEMKOCTD (B 4acax)

Jlexuym

B TOM
YHCIIC B
¢dopme
TIPaKTH-

YECKOMITIO

JITO-TOBKH

IIpakTrye
CKUe
3aHSTHS

B TOM
YHUCIIC B
(hopme
TIPaKTH-

YECKOMIIO

JITO-TOBKH

Camocros
TesbHas
pabora

4. PeKBU3HUT TOKYMEHTA.

OcobennocTn
COCTABJICHHS /|
oopmiieHust
OpPraHHU3ALOHHO-
PacCOpsSIUTEeIbHBIX
JOKYMEHTOB

L. OpranuzaioHHO-
pacnopsauTenbHas
JIOKyMEHTaLusl.

2. Opranu3aiioHHbIe
JIOKyMEHTBI

3. PacniopsinurensHble
JIOKYMEHTHIL.

[K-17
[1K-44

OcobennocTn
COCTABJICHUS /|
odopmiieHust
CIIPABOYHO-
HHGOPMAIMOHHBIX U
CIIPABOYHO-
AHAJTUTHYECKHX
JAOKYMEHTOB

1. CripaBoyHO-
uH(pOpMALIMOHHBIE
JIOKYMEHTBI

2. CrpaBo4HO-
AHAJIMTUYECKHE
JIOKYMEHTBI.

3. CnpaBka Kak OCHOBHOM
JIOKYMEHT JJAaHHOT'O THIIA.
4. JlokymeHTHpOBaHue
KOJUJIETUAIBHON
JIESITeTBHOCTH.

5. HoxnanHbie i
OOBSICHUTEIIHHBIC 3aTFCKH.
6. 3asiBrieHuE.

[K-17
[1K-44

Cay:xeOHast
KOPPeCIOH/IeHIUsI

1. CnyxeOHas
KOPPECIOHACHLIUS

2. PasnoBumHOCTH
JICJIOBBIX IHCEM

3. Jlormdeckas cxeMma

[K-17
[1K-44




=

Tema.
OCHOBHBIE BOIIPOCHI

dopmupyembie
KOMIIeTeHIIMH

Cemectp

Buabl yueOHoi1 padoThl, BKJIIOYAS

CAMOCTOSITEJIbHYI0 Ppa00oTy 00y4aroImuxcst 1
TPYAOEMKOCTD (B 4acax)

Jlexuym

B TOM
YHCIIC B
¢dopme
TIPaKTH-

YECKOMITIO

JITO-TOBKH

IIpakTrye
CKUe
3aHSTHS

B TOM
YHUCIIC B
(hopme
TIPaKTH-

YECKOMIIO

JITO-TOBKH

Camocros
TesbHas
pabora

pacIoNoXKeHNs
uH(pOpMAaIIUK B MUCbMaX.
4. MesxayHapoHbie
MUCbMa.

JIOKyMEHTBI MO JIMYHOMY
COCTaBY U BeJICHHE

JIOKyMEHTBI 10 JTUIHOMY
COCTaBY M  BejJeHHe
KaJpoBOil
JAOKYMEHTAIUU

L. JlokymeHTBI 1o
JTMYHOMY COCTaBy
(mepconaty).

2. TpynoBoili KOHTpakT
(moroBop).

3. Ilpukassl Mo JIUYHOMY
COCTaBy W  KaJpOBBIC
MPUKAa3bl, UX OTIUYHSL.

4. Pe3roMe KaK HOBBIN BUIT
JTIOKYMEHTA.

[K-17
[1K-44

TpeGoBanusi K TeKCTY
JAOKyMeHTa

1. Jlorudeckast cTpykTypa
TEKCTa JIOKYMEHTA.

2. PyOpukanus Tekcra.

3. Tumuuxble OMMOKK B
OopraHuvsanun TEKCTa
CITy»KEOHBIX TOKyMEHTOB.
4, Knaccudukarms
TEKCTOB TI0 PA3IUYHBIM
NPUHIUIIAM.

[K-17
[1K-44

S3bIk U CTUJIb
CJIy:KeOHOI0 IOKYMEHTAa
I. 3k wu  cTwib
CITy»eOHBIX TOKyMEHTOB.
2.  OdunmansHO-IeT0BOM
(YHKIMOHAIBHBIA CTUITB.
3.
OKCTPAIMHTBUCTUYECKHE
MIPU3HAKU CTHJIS.
4.ndopmatuBHOCTE U
JTAKOHUYHOCTb KakK

KOHKYPHPYIOLIHE

[K-17
[1K-44




Buabl yueOHoi1 padoThl, BKJIIOYAS

CAMOCTOSITEJIbHYI0 Ppa00oTy 00y4aroImuxcst 1
TPYAOEMKOCTD (B 4acax)

Ne Tema 2 E ? B TOM B TOM
/ ) o -
- OCHOBHBIC BOTIPOCHI E = 3 Hucie B I[MpakTuye TICICB - Covoctos
g" % © .HCKI_[I/II/I (I)OpMe CKHEC (1)opMe TCJIIbHasA
e = rparri- 3aHSTHS TparTH pabora
YEeCKOHIIO YECKOMIIO
JAro-TOBKH JAro-TOBKM
XapPaKTCPUCTHKH
TEKCTOBOTO JIOKYMEHTA.
Benenne
JeJIONPOU3BO/ACTBA MO
MUCbMEHHBIM ¥ YCTHBIM
o0OpaleHusIM I'PaKIaH
1. OcobeHHoctu IaHHOM
TPYNIbl JOKYMEHTALUH 1
10 paboTHI C HEM. [K-17 A ) ) 5
2. Knaccudukarms | 11K-44
(mpeanoxeHus,
3asIBJICHMS, KaJlo00bl),
CpOKH paccMOTpEHM,
perucTpanusi ¥ KOHTPOIb
UCTIOJIHEHHS ~ OOpalleHuit
TpaK/IaH.
Opranmzanusi padoTbl ¢
JAOKYMEHTAMH
1. JlokymeHnToob0opoT U
JIOKyMEHTOIIOTOKU
(BXOILSIHH/H/Ii UCXOMAUMH, | o g7
11 | BHyTpeHHHUIN). A - - 8
« [1K-44
2. Ilonstue o0beM
JOKyMeHTOooO0OopoTa”.
3. CtpykTypa
JIOKyMEHT000O0poTa
MPEATPUSITHSL.
Cucremaruzanust
JTOKYMEHTOB U HX
XpaHeHHe
L. CucremaTtuzanus
JTIOKyMEHTOB.
2. I'pyrmmpoBka
JIOKYMEHTOB B TIEDBHHHBIE | 1r- 1
12 | KOMIIIEKCHI. A - - 8
w ’ [1K-44
3. IlonsATHe “neno’.
4. [TpuHIMIIBL
(dhopMHpOBaHUS AETI.
5. Homenknarypa gen
TIPEIPUSTHSL.
6. Ilepenaua TOKyMEHTOB
B apXUB.
13 | Opranmsanus IIK-17 | A 1 - 2 - 8




=

Tema.
OCHOBHBIE BOIIPOCHI

dopmupyembie
KOMIIeTeHIIMH

Cemectp

Buabl yueOHoi1 padoThl, BKJIIOYAS

CAMOCTOSITEJIbHYI0 Ppa00oTy 00y4aroImuxcst 1
TPYAOEMKOCTD (B 4acax)

Jlexuym

B TOM
YHCIIC B
¢dopme
TIPaKTH-

YECKOMITIO

JITO-TOBKH

IIpakTrye
CKUe
3aHSTHS

B TOM
YHUCIIC B
(hopme
TIPaKTH-

YECKOMIIO

JITO-TOBKH

Camocros
TesbHas
pabora

JeJIONPOU3BO/ICTBA B
YYpeKAeHUH

L. CrpykTypHbIE
HO/Ipa3/ICNICHus,
OCYLIECTBIISIOLIHE
JTIOKYMEHTO00OpOT
(city>x0b1 J10Y) B
YUPEKICHUM.

2. JIOKyMeHTBI,
perjaaMeHTUpyoIIne
pabdory cmyx0b1 JJOY B
YUPEKICHUM.

3. Wncrpyxuus 1o
JIETIOTIPOU3BO/ICTBY.

4. JlomKHOCTHBIC
MHCTPYKLUH COTPYAHHKOB
ciryx0b1 JIOY.

=
A
N
=

14

Hcnons3oBanue
COBpPeMEHHbIX
KOMITLIOTEPHBIX
TeXHOJIOTHil B
JAOKYMEHT0000poTe
YUpeRICHHUIH,
NpeAnpUATHIA,
OpraHu3anuii

1. KomrsrorepHsie
TEXHOJIOTUN
JIEJIOTIPOU3BO/ICTBA B
AHTUKPU3UCHOM
yIpaBJICHHHY, eIy,
3aj1a4uM, HaIllPaBJICHUSI.

2.  OCHOBHBIE TOHSTHUS
MH(OPMAIIMOHHBIX
TEXHOJIOTUH.

3. Cucremubie u
MIPUKJIaTHBIE
MPOTpaMMHBIE  CPEZCTBA
aBTOMATU3UPOBAHHOTO
pabouero mecra.

4, ABTOMaTH3aIg
JIOKYMEHT0000pOTa.

[K-17
[1K-44

13

Uroro

97




6. Ilepeyenb y4eOHO-METOAMYECKOr0 oOOecmeYeHMs:
CaMOCTOSITEJIbHOM PA0OTHI 00YYAKOIIUXCH MO TUCHMILIMHE

OIS

Mertoauueckue ykazaHus (1151 CaMOCTOSITEIbHON PabOThI)

1. JokyMeHTaIlMOHHOE 0OeCcIIeYeHNE YIIPABICHUECKON EATeIbHOCTH: METOI.
yKa3aHUsg 10  TPOBEACHHUIO  MPAKTUYSCKUX  3aHATUM U OpraHHU3alHH
CaMOCTOSITeILHOM paboThl i1 oOydaronuxcss 1o crneruanbHocTH  38.05.01
DKOHOMUYECKAS 0€e30MacHOCTh / COCT. A.B.Iloru6enes.—
Kpacnomap:KyoI'AY,2019.— 36c. — Pexum JOCTyIIa:
https://edu.kubsau.ru/file.php/123/dokumentacionnoe obespechenie upravienchesk
oi_dejatelnosti_Pogibelev 547790 vl .PDF

[/ @OH OLIEHOYHBIX CPEJACTB /JIsl MPOBEICHUS MPOMEKYTOUYHOM
aTTecTaluu

7.1 IlepeyeHb KOMIIETEHIIMI ¢ YyKa3aHUEM JITANoB uX (GopMHUPOBAHHMS B
npouecce ocsoenust OITIOII BO

Oranbl GOpMUPOBAHUS U IPOBEPKH YPOBHS
c(hOpPMHUPOBAHHOCTH KOMITETEHIUH 10 JUCIUILIINHAM,
npakTukam B nponecce ocsoenus OIIOIT BO

Howmep cemectpa *

IIK-17 cnoco0HOCTBIO NPAaBHJIBHO M IOJHO OTPaKkaTh pe3yJbTaTbl NpodeccnoHaIbHOI
JAesITeJIbHOCTH B MPOLECCYAJTbHON U CYKeOHOI JOKYMEHTAIUMN

7 HOKYMGHTHHI/IOHHOG obecneueHue ynpaBHCquCKOﬁ JCATCIIbHOCTH

8 [IpakTuka 1O TOJYYEHUIO MNPOPECCHOHAIBHBIX YMEHUH U  ONbITa
po¢eCCUOHATILHOM /1€ TeIbHOCTH

A 3amuTa BeITYCKHOM KBaTM(PUKAMOHHOMN pabOThI, BKJIIOYask MOJIOTOBKY K
3aLUTE U IPOLEAYPY 3alLUTBI

IK-44— cnocoOHOCTHIO OCYLIECTBJIATH JTOKYMEHTALMOHHOE o0ecredyeHHe YNpPaBJieHYeCKOM
AesITeJIbHOCTH

6 Ynupasnenue opranu3anuerl (IpeanpusiTHEM)
7 JloKkyMeHTanmroOHHOE 00ECIICUCHHE YITPABICHUSCKON ACSITCTEHOCTH
A [IpenaumioMHasi mpakTUKA

3aiuTa BBITYCKHOM KBaIU(UKAIIMOHHON paboThl, BKIIIOYas TIOJTOTOBKY K
3aLUTE U MPOLEAYPY 3alUTHI

A

*Homep cemecTpa COOTBETCTBYET ATaIly (hOpMUPOBAHHSI KOMIETEHIIH

7.2 Onucanue nokasaresieil U KpUTepHeB OLIEHUBAHUS KOMIETEHIHII Ha
Pa3IMYHBIX 3TANaX UX (pOPpMUPOBAHUSA, ONIUCAHUE LIKAJIbI OLCHUBAHUS

[Tnanupyemble YPpOBEHb OCBOCHHSI
pe3yIbTaThI
H BJIETBOPHT BIIETBOPH-
OCBOCHHS CYAIOBJICTBOP YAOBIICTBOP OrneHounoe
CIILHO TEJILHO XOPOILIO OTJIMYHO
KOMITCTCHINH N . . o CPEACTBO
(MUHUMANBHBIA | (MUHUMAIbHBIN, (cpenumit) (BBICOKWMIA)
(MHAUKATOPHI e 10c ) oporoBEI)
H TUTHYT MTOPOTOBEIH
JIOCTHXKCHUSI & P



https://edu.kubsau.ru/file.php/123/dokumentacionnoe_obespechenie_upravlencheskoi_dejatelnosti_Pogibelev_547790_v1_.PDF
https://edu.kubsau.ru/file.php/123/dokumentacionnoe_obespechenie_upravlencheskoi_dejatelnosti_Pogibelev_547790_v1_.PDF

KOMIICTCHIIMHN

IIK-17 cnoco0HOCTBI) MPAaBWIBHO W TMOJHO OTPAXKaTh Pe3yJbTaTbl NPodecCHOHATBHOMI
JesATeJIbHOCTH B MPOIECCYAJIBHOM U CJTY:KeOHO0I TOKYMEHTAUN
3HaTh: @parmentapHoe | HemosHele Cdopmuposann | Chopmuposann | Pedepar,
— HWCTOYHHKH NPEICTaBJICHUE | NPEACTABICHUS BIC, HO | BIE JOKIIa,
CTaTUCTUUECKONM | 00 HCTOYHMKAx | 00  MCTOYHHKAaX | coIeprKallue CHCTEMATHYECKH | koHTPOIIBHAS
uHpOpMALMK - | CTATUCTUYECKOM | CTATUCTUYECKOH | OT/ENIbHBIE e pabora, Keiic-
JTAHHBIE uHpopMaMu - | MHPOpPMAIIMK - | TIPOOEIBI MPEACTABNCHA | oo
rOCyIapCTBEHHOM | JaHHBIX JaHHbIX HpeCTaBIeHHsA 00 HMCTOYHMKAX ’
CTATHCTHKY, rOCYyJapCTBEHHO | TOCYAQPCTBEHHOH | 00 HCTOYHHMKAX | CTATUCTHYECKON e,
BEIOMCTBEHHAs W CTaTHCTUKH, | CTATHCTHKH, craTucTHuecKoi | mudopMaun - | [0 TBOTPOCEL
CTATUCTHKA, BEJIOMCTBEHHON | BEJIOMCTBEHHOM | MHGOPMALMKM - | JAHHBIX u - 3alaHus
aJIMMHHCTPATUBH | CTATHCTHKH, CTaTHUCTUKH, JTAHHBIX rocynapcrtBenno | A1
bIE JaHHBIC, | AIMMHUCTPATUBH | aAMUHHMCTPATUBH | IOCYJAapCTBEHHO M cratucTukH, | IPOBEACHUA
JTaHHbIE BIX JaHHBIX, | BIX JIAHHBIX, | 1 CTATHCTHKY, | BEAOMCTBEHHOW | 3a4eTa
KOMMEPYECKUX JIAHHBIX JIAHHBIX BEJIOMCTBEHHON | CTATHUCTHUKH,
MPOM3BOAUTENEH | KOMMEPYECKHX KOMMEPUYECKUX CTaTUCTHKH, aIMAHHICTPATHB
CTATUCTUYECKOM | MPOM3BOAMTENEH | NPOM3BOAMTENECH | aAMHUHUCTPATUBH | HBIX  JaHHBIX,
UHpOPMALHH, CTaTUCTUYECKOH | CTATUCTHYECKOH | BIX JAHHBIX, | JaHHBIX
TTAHHBIE nHbOPMAIINH, nHbOPMAIINH, JIAHHBIX KOMMEPUYECKUX
HEKOMMEDPYECKHMX | JJAHHBIX JaHHBIX KOMMEPUYECKUX NPOU3BOAUTEINEH
u HEKOMMEPUYECKUX | HEKOMMEPYECKHX | MPOU3BOAUTENICH | CTATUCTUYECKON
HCCIIENIOBATENbCK | H " craTucTuueckor | uadopManmm,
UX OpraHW3alui, | CCIENOBATENBCK | MCCIENOBATENbCK | MH(pOPMAIUH, JaHHBIX
TEXHUYECKUE UX OpraHM3allMi, | UX OpraHW3alui, | JaHHBIX HEKOMMEPUYECKH
nyOnMKalMyu ¥ | TEXHHYECKHMX TEeXHUYECKUX HEKOMMEPUYECKHX | X u
0030pbI; MyONUKauK ¥ | MyOJMKalMu W | | HCCIIEIOBATENbC
— ocobennoctn | 0030pax; 0030pax; MCCIIEIOBATENBCK | KUX
CEKTOPOB 0COOEHHOCTAX 0COOEHHOCTAX WX OpraHW3alni, | OpraHu3aIlni,
SKOHOMMKHU, CCKTOPOB CCKTOPOB TEXHUYCCKUX TEXHUYCCKUX
Hauboee 9KOHOMHUKH, 9KOHOMHUKH, nyONMuKaluy ¥ | MyONUKaluu U
THOJIBEPKEHHBIX HanooJee HanooJee o030pax; 0030pax;
pHCKy TO/IBEP)KEHHBIX | TIOJIBEPIKEHHBIX 0COOEHHOCTSIX 0COOEHHOCTSIX
pHCKY pHCKY CEKTOPOB CEKTOPOB
9KOHOMUKH, 9KOHOMUKH,
HanOoee HanOoIee
MO/IBEP)KEHHBIX | TIO/IBEPIKEHHBIX
PHCKY PHCKY
Ymern: @parmenrapHo | Hecucrematnue | B uenom | ChopmupoBan
- e YMEHHE | CKOE YCIIEIIIHOE, HO | HOE  YMEHHE
paboTaTh C | CAaMOCTOSTENBH | IPUMEHEHUE cozeprkalee CaMOCTOSITENIbH
pa3IMYHBIMA 0 paboTath C | yMEHHA OT/CIIbHBIC 0 pabotath
HUCTOYHUKAMU Ppa3IMYHBIMA CaMOCTOSITENILH | MPOOETTBI pa3IMYHBIMU
CTaTUCTUYECKON | UCTOYHUKAMHU 0 paboTtath C | yMEHHE ACTOYHUKAMU
UHPOPMAITIH, CTaTUCTUYECKO | Pa3IMYHBIMU CaMOCTOSITENBH | CTATUCTUYECKO
YMETh it uH(OpMaIHH, | ICTOUHUKAMH 0 pabotath c | U
COOTHOCUTH U | YMETh CTATUCTUYECKOW | pa3nuYHbIMU UH(pOpMAIHH,
YBSI3bIBaTh COOTHOCUTH ¥ | MH(popMaImy, HWCTOYHUKAMH YMETH
JTaHHBIE U3 | YBA3BIBAThH YMETh CTaTUCTUYECKO | COOTHOCUTh U
Pa3IMYHBIX JIaHHbIE U3 | COOTHOCUTh U | i uHpOpPMALIUY, | YBSI3BIBATH
HUCTOYHUKOB; pa3INYHBIX YBS3bIBATh YMETH JIaHHBIE n3
— aHaJM3UpOBa | UCTOYHHKOB; JIaHHbIE W3 | COOTHOCUTh | | Pa3JINYHBIX
Tb AQHAJIM3UPOBATh | Pa3IMYHBIX YBS3bIBATh HWCTOYHUKOB;
uHpOpPMALHIO O | THPOPMAIMIO O | HCTOYHHUKOB; JIaHHBIE W3 | aHAIA3UPOBATh
TIOJIO3PHUTENBGHBI | TIOJO3PUTCIIBH | aHAIM3UPOBATh | Pa3IMYHbIX UHGOPMAITHIO




X OMNepalysx W | bIX Omepanusx | HHpopMaIuoo O | HICTOYHUKOB, 0
CclIeNnKax U cIIeNIKax MOJIO3PUTENBHBI | aHATM3UPOBATh | MOJO3PUTENbH
X omepanusx W | HH(GOpMAIHMIO O | BIX OMeparmsx
ClIeNKax MOJIO3PUTEINILHBI | U CIENTKaX
X Oomnepanusx u
CHIENKax
Baagers: OtcyTcTBHE ®parmenTtapHoe | B LEJOM | YCHelmHoe |
— HaBBIKaMHU HaBBIKOB BJIaJICHUE YCIIEIIHOE, HO | CUCTEMaTHYeCK
[IOJATOTOBKH MOJITOTOBKH HaBBIKAMU HECUCTEMATUYE | O€  BJAJCHUE
AHAJMTUYECKUX | AHAINTUYECKUX | ITOATOTOBKU CKO€ BIIQJICHHE | HaBBIKAMU
0030pOB, 0030pOB, AHAINTUYECKUX | HABBIKAMU [IOJITOTOBKU
JIOKJIaJI0B, JIOKJIaJIOB, 0030pOB, MOJITOTOBKH AHAJIMTUYECKU
pEKOMEeHIaIMi, | PEKOMEHIALMM, | JOKIAMIOB, AQHAJIMTUYECKUX | X 0030poB,
MTPOEKTOB IIPOEKTOB pekoMeHanui, | 0030poB, JIOKJIaJIOB,
HOPMATUBHBEIX | HOPMATHBHBEIX | IIPOEKTOB JTOKJIAJIOB, peKOMeHJalui
JOKYMEHTOB Ha | JOKYMEHTOB Ha | HODMAaTHBHBIX | PEKOMEHIALMH, | , MPOEKTOB
OCHOBE OCHOBE JIOKYMEHTOB Ha | POEKTOB HOPMaTHUBHBIX
CTATUCTUYECKUX | CTATUCTUYECKH | OCHOBE HOPMATUBHBIX | JTOKYMEHTOB Ha
pacyeros; X pacueToB; CTaTUCTUYECKUX | JIOKYMEHTOB Ha | OCHOBE
—HABBIKAMH MOy YEHUS pacyeros; OCHOBE CTaTUCTUYECKHU
TOJTyYEeHHUS] JIOTIOJTHUTEIBHO | MOTY4YEHUS CTaTUCTUYECKH | X  pacyeroB;
JOMOJHUTEIBHO | 1 MH(OPMALUK | JOMOIHUTENBHO | X pacyeros; | MOIyYECHUS
it undopmarun | VI i uwHbOpMAIMY | TIOTyYCHUS JIOTIOJTHUTEIILH
JUIsL TIpOBeieHus1 | TPOBEICHHS JUIS TIPOBEJICHUS | JOIOJTHUTENIBHO | O
(uHAHCOBOTO (rHAHCOBOTO (rHAHCOBOTO i uapopmamu | nHGOpPMALH
pacciefoBaHusl | PACCIIEIOBAHMS | PACCICIOBAHUS | [UIA TUIs
B esix | B Lensx | B LENSX | IPOBEICHUS MIPOBE/ICHUS
[IOJI/®T [HO/®T [HOI/®T (HUHAHCOBOTO (hHHAHCOBOTO
paccienoBaHusl | paccieOBaHMs
B HeNsixX | B HEeNsX
[Mo/dT [Mo1/dT
IIK-44 cnocoOHOCTBIO OCYLIECTBJISITH JIOKYMEHTAIIMOHHOE o0eclieYeHue YNpaBJeHYeCKOM
AeATeJIbHOCTH
3HaTh: @®parmenrapao | Hemomubie Cdopmuposann | ChopmupoBan | Pedepar,
— OTEUYECTBEHH | € MIPEJICTABIICHUS | BIE, HO | HBIE KOHTPOJIbHAS
VIO U | IpeficTaBiIeHue | 00 coJieprKaliue cucTeMaTudecKk | paborta, Tecr,
MEXIyHApoaHy | 00 OTEYECTBEHHON | OT/AENbHbIE ne BOTIPOCHI U
) OTE€YECTBEHHOU | U npo0eIbI MIPEJICTABICHUS | 3aJaHus IS
HOPMATUBHYIO | M MEXIYHApOJIHO | IpeAcTaBieHus | 00 MIPOBEICHUS
0azy B | M&XIYHApOIHO | # HOPMATHUBHOH | 00 OTEUECTBEHHOW | 3a4eTa
COOTBETCTBYIOI | i HODMATUBHOM | Oase B | OTEUECTBEHHON | U
en obmacTu | Oa3e B | COOTBETCTBYIOL] | U MEXIYHapOIH
3HaHUM; COOTBETCTBYIO | €U o051acTy | MEXIYHapOJHO | O
H | el  o0nacTu | 3HaHMIA; 0 | i HOpMATUBHOM | HOPMATUBHOM
ay4Has 3HAHMIL; 0 | HAy4HOM Oase B | Oase B
npobjemMarika | Hay4HON npoOieMaTHKe | COOTBETCTBYIO | COOTBETCTBYIO
COOTBETCTBYIOII | IPOOJEMATUKE | COOTBETCTBYION | e  obnactu | meid  obnactu
en obnacTu | COOTBETCTBYIO | €l o0acTu | 3HaHWIA, O | 3HAHWI; o
3HAHWM; med  oOsacT | 3HAHMI; 0 | Hay4yHOH HAY4YHOU
— METO/IpI, | 3HAHWI; 0 | MeTofax, npoOieMaTuke | MpodJeMaTHKe
cpencTBa W | MeTonax, cpezacTBax U | COOTBETCTBYIO | COOTBETCTBYIO
HpaKTHKA CpeAcTBaxX W | MPaKTHKH mied  oOmactu | miei  obrmactu




[JJAHUPOBAHUSA, | IIPAKTUKU IUIAHUPOBAHUs, | 3HAHUMU; O | 3HAHMIA; 0
OpraHu3alInHy, IUTAHUPOBAHUSA, | OPTaHW3ALNH, METOJIax, METOJIax,
OpOBEJACHUS U | OpraHu3alyu, OpOBEIACHUS U | CPEACTBAX U | cpeactBax U
BHEAPEHHUS MPOBEAECHUS W | BHEJAPCHUS MPaKTUKA MPaKTUKA
HAy4YHBIX BHEIPECHUSI Hay4YHBIX IUTAHUPOBAHUS, | IIJIAHUPOBAHUM,
I/ICCJ'IC,Z[OBaHI/Iﬁ " | HAYYHBIX I/ICCJ'IGIIOBaHI/Iﬁ " | OpraHu3aliyu, OpraHu3aliyu,
ONBITHO- WCCIICJIOBAHUN | OTBITHO- OPOBEACHUSI U | IPOBCACHUS U
KOHCTPYKTOPCK | B ONBITHO- | KOHCTPYKTOPCK | BHEAPEHUS BHEIPEHUS
X pa3pa60T0K KOHCTPYKTOPCK | HUX pa3pa60T0K Hay4YHBbIX Hay4YHBIX
UX pa3paboToOK HUCCIIENOBAHUN | UCCIEIOBAaHUN
Hu OIBITHO- | U OIBITHO-
KOHCTPYKTOPCK | KOHCTPYKTOPCK
UX pa3paboTOK | MX pa3pabOTOK
YMeTh: ®parMeHTapHOe Hecucrematnuecko | B nenoMm | CopmupoBanHOE
~  TpHMeHSTH YMEHHE e TIPUMEHEHHE | YCHICIIHOE, HO | yMeHHue
AKTYaTbHYIO CaMOCTOSTENIEHO YMeHHI cozepxaniee CaMOCTOSTEIIEHO
HOPMATHBHYIO TPHMEHATh CaMOCTOSTENIEHO OTJICIBHBIE paboTath c
JOKyMeHTaluo B | AKTYATBHYIO TPHMEHATh npoOensl  yMEHHE | Pa3IMIHBIMH
CcooTBeTCTBYIOMEel | HOPMATHBHYIO aKTyaJIbHYIO CaMOCTOSATENBHO HACTOYHUKAMHU )
o0acTu 3HaHI/II>'I; JOKYMCHTAIlUI0 B HOPMAaTUBHYIO TMPpUMEHATH CTaTUCTUYCCKOU
—  aHAM3HPOBATE COOTBeTCTByIOI_HeIZI ZIOKYMEHTALMIO B | aKTYaIbHYIO nHbopMaIym,
HOBYIO  HaywHYIO o0JIacTi  3HaHWI; COOTBETCTBYIOLIEH | HOPMATHBHYIO YMETh COOTHOCHTB
NpPOGIIEMATHKY aHAIM3UPOBATh 0o05IacTi  3HaHWH; | JOKyMEHTAIHIO B|H YBSI3BIBATD
cooTBeTcTByfomeii | HOBYIO  HAYHUHYIO | aHAIM3HPOBATH COOTBETCTBYIOLICH | JaHHbIC u3
OBIIACTH 3HAHMI; npobIeMaTUKyY HOBYIO  HayyHylo | O0JaCTH 3HAHHWI; | Pa3IMYHBIX
COOTBETCTBYIOLICH | TPOOIEMATHKY AHAJIM3UPOBATH HCTOYHHKOB,;
~ PMIMCHATD 00JacTH  3HAHWIA; | COOTBETCTBYIOILICH | HOBYIO  HAyYHYIO | HCIOJB30BaTh
METOJbI U CPECTBA "y
TPHMEHATh 00JacTy 3HAHUI; npoOIeMaTuKy MHHOBALIIOHHBIE
TUTAHAPOBAHI, METOJIBI u NPUMEH | COOTBETCTBYIOIUEH | METOIBI
OpraHH3atiy, cpencTaa ATh ~ METOABl M | 00JIACTU 3HAHUIL; CTaTUCTHUYECKOI'O
TPOBC/ICHI " IJITAHUPOBAHUS, cpencTsa NpUMEH | aHalln3a;
BHC/IpCHIA OpraHusaliyu, TUTAaHUPOBAHMA, ATb MCETObI n HCIIOJIB30BaTh
HAyHHBIX TIPOBEICHUS U | OpraHM3aluy, cpencraa CTaTUCTHYECKHUE
HCCIICHOBARMHI | gy permst TIPOBEICHUS U | TUITaHUPOBAHMS, TIaKeThI
OTIBITHO Hay4YHBIX BHEIPEHHUS OpraHM3aliy, TPHKIIATHBIX
KOHCTPYKTOPCKHX .
WCCIICIOBAaHUI W | Hay4HBIX TIPOBEIICHHS U | TIporpamMm u
paspaGoTok OTIBIT-HO- WCCIICIOBAaHAA W | BHEIPECHHS COBPEMCHHEBIE
KOHCTPYKTOPCKHX | OIBITHO- HayYHBIX UH(POPMALIOHHBIC
pa3paboTox KOHCTPYKTOPCKHMX | HUCCICNOBAaHWA M | TEXHOJOIHH
paspaboTok OIIBITHO- OLICHUBATh
KOHCTPYKTOPCKHX | MCTOYHHKU
pazpaboTox unpopMarmy;
aHAIIM3UPOBATh U
OLICHUBATH
nH(OpMAIHIO
Baagern: OtcyTcTBUE ®parmMeHTapHoe B nenoM | YcremrHoe u
—  HaBBIKAMHU HaBBIKOB BJIAJICHHE yCIEIIHOE, HO | cHcTeMaTHieckoe
TpOBe/IeHUs TIPOBEICHUS HaBBbIKaMHU HECHCTEMaTUUYECKO | BiaJIcHUE
A3 HOBBIX | @HATH3a  HOBBIX | IIPOBEICHMS e BIIQJICHUE | HaBBIKAMHU
HanpaseHuit HANpaBJIeHHA aHami3a  HOBBIX | HABbIKAMM TIPOBEICHHUS
Wccnenopammii B | MCCHCNOBAHMHA B | HANpaBICHUIL TPOBENICHHS aHaJM3a  HOBBIX
cooTBeTCTBYIOMEelf | COOTBETCTBYIOICH | WCC/IC/IOBAHMI B | aHalM3a  HOBBIX | HANPABICHHiA
OGIIACTH LA 001acTH 3HaHUH; COOTBETCTBYIOIIEH | HAIpPaBIECHUMA WCCIIEIOBAHNA B
— HABBIKAMH 000CHO | 00JacTH  3HAHWIA; | MCCICIOBAHMA B | COOTBETCTBYIOILCH
OBOCHOBAHI BAaHUA IIEPCIIEKTUB | HAaBBIKAMU COOTBETCTBYIOIIEH | OONacTH 3HAHMI,
TIEPCIIEKTHB MpOBE/CHIs 000CHOBaHHMS 00NIacTH  3HAHMIA; | HABBIKAMHU
TPOBE/IEHHST WCCIIEJIOBaHUI B | TEPCIICKTHB HaBBIKaMHU 000CHOBaHHMS
MCCIENOBAHMIT B COOTBETCTBYIOIIEH | IpOBEeCHUs 000CHOBaHHMS MEePCIEKTUB
COOTBETCTBYIOIE 00J1acTH 3HAHMIA; UCCIIEIOBaHUI B | TIEPCIICKTUB TIPOBECHHUS
0BIACTH 3HAHMI (dopMHp | COOTBETCTBYIOIIEH | NMPOBEACHUS WCCIIEJIOBaHNH B




— HaBbIKaMH

OBaHMS TPOrpamMM

001aCTH 3HAHUIA,

HUCCICIOBAaHUNA B

COOTBETCTBYIOLIECH

(hopMupoBaHUs TIPOBEICHUS HaBbIKA | COOTBETCTBYIOLICH | 00JacTH 3HaHWH;

porpamm WCCICNOBaHUI B | MU (OPMHUPOBaHMs | OONACTH  3HAHMIL; | HABBIKAMHU

TPOBEICHHS HOBBIX nporpamm HaBBIKAMHU (opmupoBaHust

HCCIICIOBAHUH HAaIpPaBJICHUSIX. TPOBEICHHS (opmupoBaHus porpamm

HOBBIX UCCIICIOBAaHUI B | IIporpamm [POBEACHHS

HAIIPaBIICHMSIX. HOBBIX TIPOBEIICHHS UCCIICZIOBaHMI B

HAIIPaBJICHMSIX. HCCIICZIOBAHUI B | HOBBIX
HOBBIX HaIIPaBJICHMSIX.
HaIPaBICHUSIX.
7.3 TunoBble KOHTPOJILHBbIE 3aJaHUS WJIH HMHbIE MaTepHAJIbI,

HeoO0XoAMMBbIe /ISl OLCHKH 3HAHWH, YMEHHUH, HABBIKOB, XapaKTepPHU3YIOUIHUX
Jranbl popMUPOBAHUA KOMIIETeHUMH B mpouecce ocsoenust OIIOII BO

Keiic-3aganus (mpuBeieHbI IpUMepPbl)

Keiic 1.

Komuccust mon mpeacenarenbCTBOM HayaldbHUKAa TEXHUYECKOH TPYIIIBI
BomoBoro A. A. wu wuneHoB komuccun bopucoBa M. [O., HavanbHHKA
aIMUHUCTPATUBHO- XO03diicTBeHHOro otnaena, CmupnoBa JLII., Oyxranrepa, u
PomanoBoit U. K., oduc- 44 wmenemxepa, 3A0 «JleoHTHs» Ha OCHOBaHUU
TOKJIaHOM 3anmucku oduc-MeHekepa Pomanosoit M K. 11.07.200  r. mpoBena
IPOBEPKY TEXHUYECKOTO OCHAIIEHUS MPHEMHON TE€HEPAIbHOTO IUPEKTOpa U
MpU3HaJIa HErOJHBIMU JIJIsl SKCIUTyaTallid KOMHPOBAJIbHBIM ammapaT Xerox 345(1
mT.), mpenep (uaB.HOMep367, 1 mrT.), daxc 47823 (1 mr.). IlpusHanHas
HEMPUTOHOM ISl SKCIUTyaTalliy TeXHUKa ObUTa mepefaHa Ha CKIIaJ MpeapUsSTHUs.
[lo ycraHoBneHHOMY (akTy KOMHUCCUS COCTaBWJa AakT IMpUEMa- [epeaadu
OpPITEXHHUKHU B 3 3K3. (1-i 3K3. — HAYAIBHUKY aJIMUHUCTPATUBHO- XO3SIIICTBEHHOTO
ornena, 2-il — rjaaBHoMmy Oyxranrepy, 3-i1 — B jneno 23-02), KOTOphIi ObLI
YTBEPKJIEH reHepalibHbIM AupekTopoM CrenanoBbiM 1. U.

Komuccusi, co3nanHas Ha OCHOBaHUHM Npuka3a nupekropa 3A0 «MencepBucy»
ot 05.10.20 1. No 23 «O coBepIIeHCTBOBAaHUU JIOKYMEHTAIIUOHHOTO 00ECTICUCHUS
nearenbHocTh 3A0 «MenacepBuc» B cocrtaBe: mpeacenarens 3yauHort O. 1.,
3aB.KaHLEJsIpUen, WIeHOB Komuccuu Tokapea H.JI., 3aB. mpon3BOICTBEHHBIM
ornenowm, [TaBnoBoit B. E., 3am. ri. Oyxranrepa, Anekcanaposa A. B., meHemkepa
mo kaapam, Meanooii 3. I1., cekperaps-pedepeHTa KaHIEISIPUH, B MPUCYTCTBUU
cekperaps otnena mapkerunra Poauonosoit C. C. 12.10.20  r. mpoBena nNpoBepKy
CO- CTOSIHUSA paboThl C JOKYMEHTaMH B OTJAEJNEe MapKeThHra. B pesynbrare
IIPOBEICHHON MPOBEPKM OBLIO YCTAHOBJEHO, YTO B OT/AEJIE€ HECBOEBPEMEHHO
bopMHpyIOTCA B J€Na HCHOJHEHHbIE JAOKYMEHTBHI, 3arOJIOBKM €N 3a4acTylo He
COOTBETCTBYIOT  3arojioBKaMm,  IPEIyCMOTPEHHbIM  HOMEHKJIATypol  Jied,
OTCYTCTBYIOT JBa Jena C Iepenuckord 3a 20 r., HE NpoBeAcHA NpeapXHWBHAs
oOpaboTka gokymeHTOB 20 T., MOJUIEKAIIUX JIUTEIIbHOMY XpaHeHWto. Takum
o0pa3oM, KOMUCCHUS MPUIILIA K BBIBOY, UTO B BEJICHUU JEJIOMPOU3BOACTBA B OT/IETIE
MapKETUHTa HMEIOTCS CYIIECTBEHHBIE HEJOCTATKH, CBUJIETEILCTBYIOLUIUE O
HapYIIEHUU JEHCTBYIONUX HOPMATHMBHBIX JOKYMEHTOB B OOJAacTH OpraHu3alyu
JOKYMEHTAIIMOHHOTO 00€CTIeUeHUs YIIPaBICHHUS.




[Io ycraHoBneHHBIM ¢akTaM OBUI COCTaBJICH aKT MPOBEPKH PabOTHI ¢
JOKYMEHTAMH B OT- JieJle MapKeTuHra B 4-X sk3eMIuisipax (1-i — 3am.1upexkTopa no
aIMUHHACTPATUBHO- XO3SUCTBEHHBIM BOIIPOCAM, 2-i — 3aB. OTAECJIOM MapKeTUHra, 3-
1 — npeacenarento komuccu, 4-i — B neno 01-09. AKT BCTynui B CUly ¢ MOMEHTA
YTBEPKICHUS TUPEKTOPOM MPEPUATHSL.

Keiic 2.

17 sHBaps TEKyIIEro rojaa B ajapec 3aBojia M0 PEMOHTY YacOB U FOBEIUPHBIX
W3Ienui puObLIa TOChIIKAa C 3aBOJA-TIOCTaBIIMKA, MPU BCKPBITUU KOTOPOH OBLIO
0OHapyXeHO OTCYTCTBHE JBEHAAIATH KOPIYCOB ISl 4YacoB Mapku «MOJHHS,
YUCIMBIIMXCS 1O HakiaaaHou Ne 18 oT 24 okra0ps mpemsiaymiero roja. Js
MOJITBEPIKJCHUS TaHHOTO (haKTa Ha OCHOBAHMHM IIpHKa3a JupekTopa 3aBoja Ne 12 ot
18 sHBaps Tekymero rojga OblIa co3JdaHa KOMHCCHS IIOJA IPEACEeIaTelIbCTBOM
HayalbHUKA oTaena cHaGxeHus Kapnenko E. Il. m 4iieHOB KoMuccHM HHXKEHEpa
[TaBnoBa A. P. u 3aB. cknagom Ne 1 Kynapsimosa P. B. Komuccueit Obut coctaBiexn
akT 21 sHBaps TEKYIIEro rojia, B KOTOPOM COJIEpPKaJICSl BBIBOJ O TOM, YTO 3aBOJ-
MOCTABIIUK J10JI- 45 K€H MOCTABUTh HEJOCTAIONIEE KOJIMYECTBO KOPITYCOB K Yacam.
JlokymeHT ObLT cocTaBieH B 3-x sk3emiuisipax (1-il sx3emmuisip Obul HampaBiieH
3aBOJIY-TIOCTABIIMKY, 2-i — Ha ckiang Nel, 3-it — B menmo 03-12). AKT BCTynui B
JIEUCTBUE C MOMEHTAa YTBEepXKIeHus (22 sHBaps T. T.) JTUPEKTOPOM 3aBoja
PomanoBeim b. H.

3aiaHus 11 KOHTPOJIbHOI padoThl (MPUBeIeHbI PUMeEPbHI)

Bapuanr 1

1. PackpoiiTe Bce PEKBHU3UTHI CIIYKEOHBIX NTOKYMEHTOB. Pacckaxute oOmx
PacIoIOKEHUH Ha IOKYMEHTE U O(pOPMIICHUH.

2. CocraBpTe NPOTOKOJ 3aCEJaHNs] MHBEHTAPU3ALMOHHOM KOMMCCUU 3aBOJIa
ra3oBoyd amnmapaTypbl, Ha KOTOPOM pacCMaTpUBAaJICA BOMNPOC O pe3yJbTarax
MHBEHTapu3auu no ckiagy Nel BcmoMorarenbHbIX MaTepuanioB. Hazacenanum
OBLIO MPUHITO MOCTAHOBJIEHUE 00 YTBEPXKIACHUU PE3yIbTATOB WHBEHTApHU3ALUK U
OTHECEHUs 3a CYET 3aBEAYIOIIETO CKJIaJ0M  HEJAOCTAYUBCIOMOTATENIbHBIX
MaTepuagoB B cyMMme 365 Thic. py0., a TaKkKe 3a4UTAHBICIUYUTENIbHAS BEJOMOCTh
no ckinany Nel u oOBsICHUTENbHAs 3amucKa 3aBenyromero ckiagaoM. OcTalbHbIe
JAHHBIE OIIPENICIIUTE IO CBOEMY YCMOTPEHHUIO.

3. CocTaBbTe CIpaBKy O BEIWYMHE CPEIHEH 3apaboTHOM IUIaThl 3a TOM, s
MOJYYEHHUs]  KOMIEHCAallMM Ha  omiary  kwibsi.  OcTaldbHbIE  JITaHHbBIC
YKaXUTECAMOCTOSATENBHO.

Bapuant 2
1. CocraBpTe HUHPOPMAIMOHHOE MUCHMO O TPOJAKE YACTHBIM U
roCyJ1IapCTBEHHBIM MPEANPUSTUSIM EePCOHATBHBIX KOMITBIOTEPOB 1o

JOTOBOPHOMCTOMMOCTH M O BO3MOXHOCTHM NIPUHUMATH 3aKa3bl Ha COCTABJIECHUE
IPOTPaMM.



2. CocraBpTe TOJNHBIH  TPOTOKON  oOmero coOpanusi  pabouux
IIPOU3BOJCTBEHHOIO mpeanpusitus «CTpouTeNb», Ha KOTOPOM 00CYyXJ1ajicsi BOIIPOC
O CO3JaHHHM TPOU3BOJCTBA CTPOUTEIBHBIX MAaTEPUAJOB [UIsl CTPOUTEIHCTBA
KWIBIXI0MOB. Ha coOpanmm Obina 3aciymiana wHGOpManusi mpeaceaaTesss o
BO3MOXKHOCTH CO3JaHMsI TaKOTO Iiexa U TepcrekTtuBax ero pabotel. Ilocme
oOcyxeHus ObUIO MPUHATO PEIICHUE MOPYYHTH MPEACEAATEINI0 U €r0 3aMECTUTEIIO
10 CTPOUTENHCTBY B T€UCHHUE 6 MECAIIEB pa3BepHYTh padOTy W BBLACTUTH NI ITHUX
ueneit 31 miH. pyo.

3. CocraBbTe npuka3z 00 0CBOOOXKIAEHUU Bac OT paboThl B pupme «3Be3aa»
B CBS3U C MEPee3I0M Ha HOBOE MECTOKUTEIBCTBO.

Bapuanr 3

1. CocraBsre rapantuitHoe mucbMo OAO «Okon» mis OAO «Peko» 00
OKa3aHWHM TEXHUYECKOW TOMOIM B pa3paboTke pabouyux dYepTexed HACOCHOU
CTaHIIHH.

2. CocraBbT€ KpaTKMH MPOTOKOJ MPOU3BOJCTBEHHOTO  COBEIIAHUS
pabOTHUKOB IJIJAHOBO-?PKOHOMHUYECKOTO OTJeNla 3aBojJla MeIIpenapaTtoB, Ha
KOTOPOM OBLT PacCMOTPEH BOINPOC O JOCPOYHOM pa3paboTKe IjIaHA Pa3BUTHUA
npeanpusitus  Ha 2007 roa. Ilocme  oOcyxkaeHuss  MPOU3BOACTBEHHOE
COBCUIAHUCTIPUHSIIO pelieHrne pa3padoTaTh IJIaH Ha JeciaTh JHEH paHbIe
YCTaHOBJIEHHOTO cpoka. OCTajbHbIE JaHHBIC YKAXKUTE CAMOCTOSATEIBHO.

3. CocrtaBbTe MpHUKa3bl: a) 0 IpueMe Ha padboty Oyxranrepom byrtosy W.I1.;0)
00 YBOJBHEHUHU IEPEBOJOM B JIPYrylo opranuszanuio. HegocrarommepekBU3UTHI
YKQKUTE CAMOCTOSITENBHO.

Tembl pedepaToB (IpUBeAEeHbI IPUMEPDbI)

1 CoBpeMeHHbIE apXUBHBIE TEXHOJIOTHH.

2 Kraccudukanus JOKYMEHTOB, HOMEHKJIATypa el W KOMIUIEKTOBAaHUE
apxuBa.

3 DkcrepTu3a EHHOCTH JOKYMEHTOB.

4 KoMIUIeKTOBaHHWE apXWBa JOKYMEHTAaMH, apXWBHas OMNHUCh JIET
MOCTOSTHHOT'O U JIOJITOBPEMEHHOTO XPaHCHHSI

5 CocraBneHnre HOMEHKIIATYPBI JIEJT OpraHU3aIiy C YKa3aHHe CPOKOB XPaHEHHS.

6 CoBpeMeHHBII MPOTrPaMMHO-TEXHUIECKUI KOMILIEKC Ouca.

7 CpenctBa cBs3u (tenedoH, Tenedaxc, Tenerpad, 3IEKTPOHHAS TTOUTA).

8 KomupoBanbHas TexHUKa (KCEPOKC, CKaHED), TIeYaTaroIINe YCTPOMCTBA.

9 TlepcoHanbHBII KOMIBIOTED.

10 Peructpariys, KOHTPOIb UCTIOJHEHUS IOKYMEHTOB

11 3ammra nadopManum B paboTe cekpeTapsa-pedepeHTa.

12 Opranuzanus 10CTyna nepcoHana K KOHQUIECHITUATBHBIM TOKYMEHTaM.

13 Mertosl odopmiieHus J0ITyCKa COTPYJAHHUKOB K
KOH(HICHIINATTEHEIMCBEICHUSIM.

14 OcobeHHOCTH A0CTYyNA K KOH(UACHINATBHBIM JIEKTPOHHBIM JJOKYMEHTaM.

15 Opranu3zainusi coBellaHui, CHMIIO3UYMOB, KOHTPECCOB



Tembl 10KJIa10B (IpUBeIeHBI IPUMEPDI)
OO011ue NpUHIUIBL OpraHU3aluy TIOKyMEHTUPOBAHUSI Ha IPEPUITHH.
@opMUpPOBAHUE U TEKYILIEEC XPAHEHHUE JIE.
DKcIepTr3a HEHHOCTU JOKYMEHTOB.
Odopmiienne men.
CocraB KOH(pUACHIMAIBHON UH(OPMAIUH.
['pudsl orpannyenus ocTyna K JOKYMEHTHON HH(OpMAIUK.
Wcrounnkuy u KaHambl pasriameHus KoHQUIeHIMaIbHOU HHPOpMaLIUU.
Mepornpusartus 1o 3amuTe J0KYMEHTHON HH(OpMaIuu.
Hasznauenue u coctaB OpraHn3allMOHHON JOKYMEHTALUH.

10 Tlonoxxenne 00 otnene mnpennpustus. JlOMKHOCTHBIE WHCTPYKIIUU
PabOTHUKOB.

11 OpranuzanmoHHbIe JIOKYMEHTBI MPEINPUATUAN Pa3IMYHBIX
OpraHU3allMOHHO-TIPaBOBBIX (POPM.

12 Ha3znauyeHue U COCTaB pacoOpsSAUTEILHON TOKYMEHTAIINH.

13 Tlpouenypa u3ganusi pacHOPSAUTEIBHBIX TOKYMEHTOB.

14 Pa3HOBUHOCTHU MPUKA30B.

15 OcobeHHocTH 0(pOopMIIEHHS JOKYMEHTOB, N3/1aBAEMBIX B YCIOBUAX
KOJUIETUAJIbHOCTH.

O©ooO~NOoO Ol WN -

Jcce (mpuBeAEeHBI IPUMeEpPbI)

1. Tlonstue noxymeHTOOOOpOTa. CXEMBI JTOKYMEHTOOOOpOTa. YYeT u
KOJIMYECTBEHHBIE XapaKTEPUCTUKHU JOKYMEHTO000POTA.

2. CopaepxaHue yopaBleHUeCKMX (YHKIMH ©  BUIBI  paboT B
JOKYMEHTAIIMIOHHOM 00€CIIeUeHUN YIIPABJICHHS OpraHU3alueH.

3. Buasl opraHu3alMoHHBIX CTPYKTYp B JIOKYMEHTAIlMOHHOM OOecTeyeHUH
yIpaBlIeHUSOpraHU3aIlel B 3aBUCMOCTH OT 00beMa TOKyMEHTO000poTa.

4. OcHOBHBIE 3aJaud  CIYXObl JOKYMEHTAIlMOHHOTO  OOecreyeHus
yopasienus. OpraHu3alMOHHAasICTPYKTypa CiayKObl. (DYHKIUHU, BBIOJIHIEMbIE
CTPYKTYPHBIMH MOAPA3ACICHUSIMH CITYKOBI.

5. CoctaB u (QyHKIIUM PYKOBOJUTENICM W CHEHUAIUCTOB CIY>KOBI.
Opranuzanusi TpyAapaOOTHUKOB CIYKObl M HMX pabouux MecT. YKPYIHEHHbIE
HOPMAaTHBBI BPEMEHU MOICIONPOU3BOICTBEHHOMY 00CTYKUBaHUIO.

6. MHCTpyK1MS IO JEONPOU3BOACTBY. THIOBas, MpUMEpHAasi U KOHKpETHas
MHCTPYKIIUS OAEIIONPOU3BOJICTBY.

7. CocTaB TUOBOM MHCTPYKIMU IO JEJIONPOU3BOACTBY B MUHHUCTEPCTBAX U
BEJIOMCTBaX UMYIIECTBO €€ MyHKTOB.

8. HopmaTuBHO-TIpaBOBbIE aKThl M JpPYru€ HOPMATUBHO-METOJIUYECKUE
JOKYMEHTBI OPTaHOBrOCYAAPCTBEHHON BJIACTH U MECTHOI'O CaMOYITPaBJICHUS.

TecTnl (IpUBeAEeHbI IPUMEPDI)
1. Jlenonpouszeoocmeo smo-. . .

a) COBOKYITHOCTh pa0OT MO JOKYMEHTUPOBAHUIO YIIPABIEHYECKON
ACSITENFHOCTH YUPEKICHUH U 10 OpraHu3allii B HUX JOKYMEHTOB,



0) odopmiieHrE IO YCTaHOBJICHHBIM MpaBUiiaM WHOOpMAIUU, HEOOXOTUMOM

JUJIL OCYIIECTBJICHUS YIIPABICHYECKUX JICHCTBUM;

B) TIPOIIECCHI, OTHOCSIIIMECS K 3aiCH HHPOPMAIIHH;
r) paboTa ¢ JOKYMEHTaMH B COOTBETCTBUHU C TPEOOBAHUSIMH JI€UCTBYIOIINX

3aKOHOJATCJIbHBIX aKTOB U HOPMATUBHO-MCTOJUYCCKUX MATCPHUATIOB,

2. JlokanvHas KOMnbIOMepHAas cemy - Mo

a) CeTh, paCIpPOCTPAHCHHAS 3a Mpeeibl oduca;

0)ceTb, pacpocTpaHeHHasi BHYTpU oduca,;

B) HECKOJIbKO KOMITHIOTEPOB, BRIOJHSIOIINUX 00paOOTKy OTHOTHITHON

JOKYMCHTAIIUH,

F) CCTh, KOTOpPAsd OXBATBIBACT BCIO HAITY IVIAHCTY,

3. Kaxum ceoticmeom MOJHCHO oxapakxmepusosams Haiudyue y O0OKYMeHma

Heonvemjiemslx cilacaemblx, be3 Komopbslx OH cyujecmeoesanio HeE Mooicem?

a)BEIIIECTBEHHOCTD;
0)aTpuOyTHUBHOCTB;
B)CTPYKTYPHOCTB;

I')HET PaBUIILHOTO OTBETA

4. Kaxas ¢pynkyusi omnocumcs Kk 0owum hyHKyuam 0oKkymenma?
a)oOIIeKyJIbTypHAas,

0)uHbOpMaIMOHHAS,

B)IIpaBOBAs;

I')HET MPaBUILHOTO OTBETA

5. .- Oelicmeue uiu COBOKYNHOCMb OeUCmEUl, NPUMEHAEMbIX NPU 3anuUcu

uHci)opMauuu HA mMamepuaibHoOM Hocumeie.

amo...

a)METO/1 TOKYMEHTHUPOBAHUS;
0)croco0 TOKyMEHTUPOBAHMS;
B)CPEACTBO JOKYMEHTHUPOBAHHSI;
I')HET PaBUIILHOTO OTBETA

6. Kaxue gpopmamul bymaeu wawe 6ce2o uCnob3yiom 8 0e1onpouzeoocmaee?
a)Al nu A2
0)A2 u A3
B)A4 u AS
r)A6 u A7

7. [Haiime onpeodenenue nonamuio "0okymenmuposarnue". JJlokymenmuposanue

a)Habop  pPEKBU3UTOB, HICHTUDHUIIMPYIOMUX  aBTOpa  O(HUIIMAIBHOTO

IMUCbMCHHOT'O JJOKYMCHTA

0)3adukcupoBaHHasi Ha  MaTepUAIbBHOM  HOcWUTele UHpopMmanus ¢

PEKBHU3UTaMH, ITO3BOJIAIOIIMMHU €€ I/II[GHTI/Iq)I/ILII/IpOBaTB



B)3amuch HMHPOPMAIMK HA PA3IUYHBIX HOCHUTENAX IO YCTAaHOBJICHHBIM
IpaBuiIaM

8. JJokymeHT- 310...

a)Ha0op  PEKBU3UTOB, HJICHTUPUIUPYIOUIMX aBTOpa  OPHUIHAIHLHOTO
MUCBMEHHOTO TOKyMEHTa

0)3aduKCHUpOBaHHAas Ha MaTepHAIIbHOM  HocuTele HMHpoOpMalus ¢
PEKBU3UTAMHU, TIO3BOJIAIONIMMH €€ UICHTU(PHUITUPOBATH

B)3amuch HMHQPOpPMAIMM Ha PA3IMYHBIX HOCUTENISIX TI0 YCTaHOBJICHHBIM
paBUIaM

9. Kakas ¢yHkius 1oKkymMmeHTa 00ecreuyrnBaeT BHEIIHUE CBS3H MPEANPUSATUS U
opra"uzanuu?

a)KOMMYHHKATHBHAas

0)uctopuyeckas

B)uH(DOpMaImoHHas

10. bnank fOKyMeHTa - 3TO...

a)Ha0dop  pEKBU3UTOB, HJICHTU(PDUIMPYIOIIUX aBTOpa  O(PHUIMAIBHOIO
MUCbMEHHOT'O JOKyMEHTa

0)3adukcupoBaHHasi Ha MaTepuUallbHOM  HOcUTele HUH(popmarus ¢
PEKBU3UTAMHU, TTO3BOJISIONIMMU €€ UACHTU(ULIUPOBATH

B)3amuch HMHGPOPMAIMM Ha PA3IUYHBIX HOCHUTENSAX IO YCTAaHOBJICHHBIM
paBUIaM

Bonpocs! 1 3a1aHus 1)1 IPOBeIeHUS MPOMEKYTOYHOT0 KOHTPOJIS

Komnemenyusi: cnocobnocmvio npasuibHo u NOJIHO OMPAXCamo pe3yibmanbl
NPOGeCcCUOHANbHOU — OesIMENbHOCMU 8 NPOYEeCCYAIbHOU U CIYIHCEOHOU
ooxymenmayuu(TIK-17)

Bonpocwt k 3auemy

1 PasrpannueHre TEPMHUHOB  <«JIOKYMEHTHUPOBAHUE  yIPaBIECHYECKOU
JESTENbHOCTIY, «JIOKYMEHTallMOHHOE oOecrieueHue YOPABJICHUS
(1emonpOU3BOJICTBO)», «IOKYMEHTOBEJICHUEY, «yTPABJICHUE IOKYMEHTAMU.

2 OcHoBHBIE TpeOOBaHUS K KQUE€CTBY YIPABJICHYECKOIO TOKYMEHTA.

3 CocraB U CTpyKTypa HOPMAaTHBHO-TIPaBOBOM 0a3bl JOKYMEHTAI[MOHHOIO
oOecrieueHus ynpasyienus B PO.

4 denepanbHOE 3aKOHOJaTEIbCTBO B oOJactu paboThI c
JOKYMEHTHPOBAaHHON MH(pOpMAIIHEH.

5 HopmaruBHO-MeTOAMYECKUE TOKYMEHTHI B cdepe AeIONpOou3BOACTBA U
OpraHU3allMd APXUBHOTO XPAHEHUS JOKYMEHTOB.

6 Ucnomp3oBaHWe WHCTPYMEHTOB Kiaccuukanuu, yHUQUKAIUU U
CTaHJapPTU3ALMHU B JEJIONPOU3BOACTBE.

7 Krnaccupukaropbl TEXHUKO-PKOHOMUYECKOU U COLIMAIbHON HH(OpMaIn



8 VYHubUIHMpOBaHHBIC CHCTEMBI JOKyMeHTaluK B PO.

9  Anb60MBI yHUGDUITMPOBAHHBIX (HOPM MTEPBUYHON YUETHOM JOKYMEHTAIIUH.

10 Tabenp u anbOOM yHHPHUIIMPOBAHHBIX (POPM TOKYMEHTOB MPEATIPHUSITHSL.

11 T'ocymapcTtBeHHble cTannapTsl PO B cdepe nenonpon3BoacTaa.

12 CymHOCTb ¥ BUBI OJJAHKOB.

13 Knaccupukanus  peKBU3UTOB  OPraHU3alMOHHO-PACTIOPSIUTEIbHBIX
JOKYMEHTOB.

14 CocraB u opopmiieHHE PEKBU3UTOB OJIaHKa JIOKYMEHTA

15 CocraB u opopMiieHre peKBU3UTOB, ONPESISIONMNX IOPUIUIECKYIO CUTY
JTOKyMEHTA.

16 CoctaB u odopmieHHe pPEKBU3UTOB, OINPEICISIONIMX JABIKEHHE U
OTpaXxarmux o0padOoTKy ¢ HCIOJHEHHE JIOKYMEHTa (JIelI0npOu3BOACTBEHHBIX
OTMETOK).

17 OcHoBHBIC TpeOOBaHMS K TEKCTY YNPABIECHYECKOTO JOKYMEHTA.

18 TlonsTre u OCHOBHBIE (POPMATHI STEKTPOHHBIX JOKYMEHTOB.

19 DnextponHas 1mdpoBas TMOANUCH KaK PEKBU3HUT  AJIEKTPOHHOTO
JTOKYMEHTA.

20 CymHOCTh U COCTaB METaJaHHBIX JTOKYMEHTA.

21 OumdpoBaHHe Kak CIOCOO CO3/IaHMS JIEKTPOHHOTO JOKYMEHTA.

22 OCHOBHBIC TPYIITBI U BUIBI YIIPABICHUCCKUX JOKYMEHTOB.

23 JIOKyMEHTbI, MOATBEPKIAIOIIME OpPraHu3allMOHHO-TIPAaBOBOM  CTaTyc
NPEANPUSATUS U €r0 TOCYJapPCTBEHHYIO PETUCTPALIHIO.

24 VYdpenutenbHble JIOKYMEHTHI TMpeanpusitis (ycTaB, TMOJIOKEHHE 00
OpraHu3alliy, YUYpEOUTENbHBIA JOrOBOp): 3HAUEHHWE, TMIpaBUja COCTaBICHUS U
oopmiieHus.

25 HasnaueHne © THUNOBasi CTPYKTypa TIOJOXKEHUSA O CTPYKTypHOM
noJipa3esieHuH.

26 JlomKHOCTHAsT WHCTPYKIMS: [ETd W 3aJa4d CO3JaHHs, CTPYKTypa,
MOPSIOK pa3padOTKH U 0(hOPMIICHHS.

27 CTpykTypa U mTaTHAsl YUCICHHOCTD, IITATHOE PACIIUCAHKE: COJEPIKAHUE,
MOPSIIOK COCTaBJIEHUS U OPOPMIIECHUS.

28 VHCTPYKIIMM OpraHU3allMOHHO-METOJUYECKOT0 HA3HAYEHHS: CYIIHOCTH,
O0COOCHHOCTH COCTABJICHHUS, BUIBI.

29 IlpaBuna Kak OpraHU3aI[MOHHBIN TOKYMEHT: MMOHITHE, BUIBI.

30 MHCcTpyKIusi MO JENONPOU3BOACTBY: 3HAYEHUE, COJEpXKAHUE, MOPSJIOK
COCTaBJICHUSI 1 O(DOPMIICHHUS.

31 OpraHuzanuoHHBIE JIOKYMEHTBI, PETJIaMEHTUPYIOIINE  yIpaBIICHUE
Ou3HEC-TIPOIIECCAMU.

32 JlokyMeHTaIusl CHCTEMbI MEHEPKMEHTA KaueCTBa.

33 JloroBop: THUIIbI, BUBI, TPEOOBAHUS K COACPKAHUIO B O(DOPMIICHHIO.

34 CymHoCTh 1 KJIacCu(PUKAIUAS PACTIOPSIUTEITBHBIX JOKYMEHTOB.

35 OCHOBHBIE 3TaNbl U3/IaHUS PACTIOPSIUTEIBHOTO JOKYMEHTA.

36 Ilpuka3 Mo OCHOBHOHM NEATENBHOCTH: MOHSITHE, MpaBUia COCTABICHUS H
odopMIICHUSI.



37 PacnopspkeHHs M yKa3aHUs: Ha3HAu€HHE, OCOOEHHOCTU COCTABJICHUS U
o opMIIEHUSI.

38 IlocraHoBieHUS M pEIICHUS: Ha3HAUYECHUE, OCOOEHHOCTH COCTaBICHUS H
odopmiieHus.

39 TIpoTOKOI: MOHATHE, TOPSIIOK COCTABICHUS B OOPMIICHHS.

40 Ha3znauenue, BuAbl MW TpaBuwia OQPOpMIIEHUS HHPOPMALMOHHO-
CIPABOYHBIX IOKYMEHTOB.

41 ]lenoBble MUChMa: HA3HAUYCHHUE, KITACCU(PUKAIIHSL, CTPYKTYPa U PEKBU3UTHI.

42 DNeKTpoHHbIE MUChMAa U BEO-IOKYMEHTBI: OCOOCHHOCTH COCTaBJICHUS,
oopMJICHUS U IPUMEHEHUS B YIPABICHYECKON AESTEIBHOCTU MPEATPUITHS.

43 JloxnanHble, CIy>KeOHbIE U OOBSICHUTENbHBIC 3AMMCKU: Pa3IUyusi, BUJIbI,
MOPSAIOK COCTABJICHHS 1 O(DOPMIICHHUS.

44 AKTBHI: Ha3HAYCHHE, CTPYKTYpPa, TOPSIOK OPOPMIICHUSI.

45 CrpaBKu: CyIIHOCTb, BUJIBI 1 O(DOPMIICHHE.

46 JlokyMeHTbl 1O TPYAOBBIM OTHOUICHHSIM: COCTaB, OCOOCHHOCTH
COCTAaBJICHHSI U O()OPMIICHHUS.

47 JIOKyMEHTBI 10 OCHOBHOM AESITEIbHOCTU MPEANPUATHS OTPACIIH.

3aoanus 01s nposedenusn 3auema (nPueedeHvl NPUMeEPHY):

3aoanue 1.

CocraButb npuka3 Ne 55 ot 26 oktsi6pss 20 rojga o0 yCHJICHHH OXpaHbI B
NepUOoJ HOBOrOAHUX KaHUKYI. [Iprka3 cocTaBieH B MUHUCTEPCTBE BHYTPEHHUX JIET
r. DHCKa HAaYaJIbHUKOM OT/IeJIa IIPOIaranibl 340pOBbs IKOJbHUKOB [IIHypoBbIM U.
C. B npukase oTpazuTth CIeayrony0 HHPOPMAIIHIO:

- YCWIHUTh NaTPYJUPOBAHHE MECT MACCOBOTO CKOIUICHHS IIKOJIbHUKOB
(JiemoBBIE TOPOAKHU, XOKKEHHBIE KOPOOKH);

- YBEIMYMUTHh YHCIO TMATPYJNbHBIX Okunaxked 31 gmexkabps = wm 1
SHBapPs Ha momaau CoBeToB.

OTBETCTBEHHOCTh 3a MCIIOJIHEHWE MpHUKa3a BO3JIAraeTcsi Ha 3aMECTUTENs
HavyanbHuka ['UBJIJ] r. DOncka IlerpoBa B. JI. Hepocraromume naHHbIE B3STh
ITPOU3BOJILHO.

3aoanue 2
CocraButh mraTHoe pacnucanue Ha Nel56 ot 15 despans 20 rojaa Ha 5
cotpyaHukoB OAO «llerac». JlokymeHnT noanucan nupektopoM Bemyn B. C. u
HavYaJIbHUKOM OTJesa KaapoB Kosxun U. b.
HcxoaHble TaHHBIE:

JlomKHOCTB CtpykTypHOE KomnuecTBo JomxkHOCTHOM
noJipa3iesieHue IITaTHBIX oKJaj (B MecsI),
€IMHUIL pyoO.
['eHepabHBIN AUPEKTOP 1 12000
HavaibHuK oT/Iena KaJapoB 1 5000
['maBHBI Oyxranrep 1 9500
Kommepueckuii qupektop 1 7200




Cekperaps IOY 1 7000

Bcero no mratHomMy pacrucaHuio

3aganue 3

CocraButh akT peBuszun kaccel npeanpustus TOO "Cnaprak" Ne 15 or
14.03.20 . OcHoBaHueM siBisietTcst npukas aupekropa Ne 165 ot 13.03.20 .

B coctaB koMuccuu, mpoBOSIIIEH pEeBU3HIO BXOIST:

IIpencenarens - 3am. gupekropa C.H. Koznos

Unensl komuccuu: 1. I'n. 6yxranrep H.M. Porosa

2.Cr. 6yxrantep 3.A. OpioBa

3. byxrantep O.1. Yuaesa

[TpucyrcTBoBaym: 3aM. 1. Oyxranrepa I'.H. Koposnes

kaccup B.1. MakcumoBa

Pepusus Oblma mpoBeneHa B mnepuon ¢ 14.03.20 1o 16.03.20

B pe3ynprare npoBeIeHHON PEBU3UU YCTAHOBIICHO:

1. OctraTok HaIWYHBIX JICHET B Kacce Mo coctosiHuio Ha 14.03.20  cormacHo
KAacCOBOW KHHTHY U JaHHBIM OyXTalITepCKOTro ydeTa NoJbkeH cocTaisaTh S000 pyo.

2. ®akTHYEeCKUH OCTAaTOK HAJWYHBIX JICHeT B Kacce cocraBisieT 4800 pyo.
Henocraua aener B kacce - 200 pyo0.

3. Henoctaya Hamu4HBIX JIeHET B Kacce oOpa3oBaiach 1o BuHe kaccupa B.U.
MaxkcumoBou

AKT cocTaBJieH B 3-X 3Kk3eMIuIsipax: 1-if ok3. - B geno Ne 05-11

2-1 9K3. -AUPEKTOPY MPEANPUITHUS

3-# 9K3. - TJI. OyXranrepy

B npunoxxennn oObsAcHUTENbHAS 3anucka kaccupa B.M. MakcumoBoli Ha 1
1. B 1 3K3. (camy OOBSCHHUTENBHYIO 3alMCKy MHUCaTh HE HYKHO, HEOOXOIMMO B
TEKCTE aKTa C/IeJIaTh IOMETKY O HAIMYUH MPUIIOKEHUIN )

Odopmuts Tpud yrBepkaeHus: nupekrop A.A. bepkyT, nata yTBepKaeHuUs
18.03.20__.

OdopMuUTh peKBU3UT "OTMETKA O HAMIPABJICHUH IOKYMEHTA B JI€T0"

Ucnonaurens B.A. Anykun nara 25.03.20 .

Komnemenyus: CNOCOOHOCMbBIO  OCYWecmeIams — OOKYMEHMAYUOHHOe
obecneuenue ynpasnenyeckoul oessmenvrHocmu(l11K-44)

Bonpocwt k 3auemy

1. Poab 1OKyMEHTHPOBAaHHOW WH(OPMAIUHU B YIIPABICHUN MTPEATIPUITHEM.

2. OpraHmzaiusi U CTPYKTypa CIIyKObl JTOKyMEHTAI[MOHHOTO OOeCIeueHUs
yIpaBJICHUS HA TIPEATIPHSITHH.

3. DBomtonus cnoco00B CO3/TaHUs JOKYMEHTOB.

4. CyumHoCTbh U PYHKIIUU JOKYMEHTA.

5. Tlonsitue, GyHKIIMK U IPABOBOE 3HAYCHHE YITPABICHUYECKOTO JOKYMEHTA.

6. Knaccudukamnms 10KyMEHTOB.

7. 3naduenue u ocHoBHble monoxenuss ['OCT P HMCO 15489-1-2007
«CUBU]I. YrpaBnenue nokymeHtamu. O01ue TpeOoBaHUS



8. MexayHapoaHble CTaHIApPThl B 00JAcCTH padOTHl C YHPABICHUYECKOU
JIOKYMEHTAIUEH.

9. Ocnosubie TpedoBanust 'OCT P 6.30-2003 «YHuumpoBaHHbIE CUCTEMBI
JOKyMEHTaIluy. YHU(QUIMPOBAHHAS CHCTEMa OpPraHH3alMOHHO-PACHOPSIUTEHHOM
JOKyMEHTAIMm» K 0(OPMIICHHUIO YIIPABICHYECKUX TOKYMEHTOB.

10. ITonsTre, pyHKIIMU U BUABI OPraHU3ALMOHHBIX TOKYMEHTOB.

11. Muccus Kak OpraHu3alMOHHBIA JOKYMEHT IPEINPUSATHUS.

12. Koaekc KopriopaTUBHOM 3TUKY OpraHu3alliy: el CO3/1aHusl, COIepKaHHeE.

13. Tlousarue, OCHOBHBIE XapaKTEpUCTUKU " KJaccudukanus
JOKYMEHTO000pOoTa.

14. Opranuzanus paoHaIbHOIO JOKYMEHTOO0OpOTa Ha NPEANpUITUH.

15. [lopsiiok  MPOXOXKJAEHUS BXOMSAIIEIO, HCXOJSIIEr0 U BHYTPEHHETrO
JOKYMEHTOIIOTOKOB B OpPTraHU3ALIMH.

16. Peructpanusi OKyMEHTOB: Ha3Hau€HUE, MpaBWJIa, PETUCTPALIMOHHBIC
dbopmbl 1 HOPMBI PETUCTPAITUH.

17. Opranuzanust ”HPOPMALIMOHHO-CIPABOYHOMN pabOThl HA NPEANPUATHH.

18. Opranu3anust CHUCTEMBI KOHTPOJS HCIIOJHEHUS JOKYMEHTOB Ha
MPEANPUATHH.

19. Cpoku xpaHeHus1 yIpaBICHYECKUX JOKYMEHTOB.

20. OnepaTUBHOE U APXUBHOE XpaHEHUE JTOKYMEHTOB.

21. IIpouenypa 3KcepTU3bl HEHHOCTH TOKYMEHTOB.

22. Ilopspok odopmieHUs Aea U Nepefayd JOKYMEHTOB Ha apXUBHOE
XpaHEHHeE.

23. OCOOEHHOCTH XpaHEHUsI AJIEKTPOHHBIX TOKYMEHTOB.

24. Ilopsa0K YHUUTOXKEHUS JOKYMEHTOB C HCTEKIIUMHU CPOKAMU XpaHEHMUS.

25. llenu, 3amauM M HaNpaBleHUS aBTOMATH3AlMH JOKYMEHTAIIMOHHOTO
oOecrieueHus: yIpaBICHHUS.

26. CuctemMbl aBTOMATH3AllMK JACJIONPOU3BOACTBA U JIOKYMEHTOOOOpOTa
(CAAA) va npeanpusTHH: OCHOBHbIE TpeOOBaHMs, OpraHU3alMs BHEIPEHUS,
MEPCIEKTUBBI PA3BUTHSL.

27. TexHONMOTHY 3aIIUTHI TOKYMEHTHONH MH(GOPMAIIUHN HA TIPEATIPUATHH.

28. Coznanue d>(PGPEeKTUBHOM CHUCTEMBbI YIpaBIEHUS JOKyYMEHTaMU Ha
peanpUsTUN.

3aoanusa onsa npogedenusn 3auema (NPuUeedeHvl NPUMEPDL):

3aoanue 1

Wucneknuss MunucrepctBa no Hainoram u cbopam P® mo r. I'mazoBy YP
MOATOTOBUJIA MPUKA3 00 yTBEPKIACHUU UTOTOB aTTECTAllMU BO HCIIOJHEHHE YKa3a
[Ipesunenta Poccuiickoit deneparnun «O0 yTBEPKICHUN TOJOXKECHHUS O KIACCHBIX
YUHAX TOCYJAapCTBEHHBIX chyxamux» oT 19.07.2001 Ne 876. B mnpukaze
COAEPKAIUCh CIEAYIOIINE TMYHKThl: O TMPU3HAHUU pE3yJbTATOB AaTTECTAlUU
COTPYJIHUKOB MHCHEKIUH COTJIACHO [1OM0XKEHNIO O KJIACCHBIX YMHAX W MPOTOKOIY
3acefaHusl aTTECTAIMOHHOM KOMHUCCHM; OO0 YTBEPXKIECHUU WTOTOB AaTTECTAllUM.
3aMecTuTeno pykoBoautTensa uHcnekiuu B.P.KiieMeHTheBO Mmopydanoch BHECTH



COOTBETCTBYIOIIME HM3MEHEHMS B IUTAaTHOE pacnucaHue uHcnekuuu. KoHTposb
WCTIOJIHEHUS TIpHMKa3a BO3JI0KEH Ha HavaidbHUKa otaena kaapoB A.C.Cyxux.
IIpuka3 noanucan pykooauresneM uHcnekunn MHC P® coBeTHMKOM HajnoroBou
cayx0b1 1 panra H.J[.BoctpenoBeiM. Ha mnpukaze wumeroTcs BHU3BI TJIABHOTO
Oyxranrepa W Tpeacemaress aTTecTalrMoHHONW Komuccuu. OcCTalbHBIE TaHHBIS
YKQOKHUTE CaMOCTOSITEIBHO.

3aoanue 2.

@umnan OO0 «Pocroccrpax-IloBomkbse» - I[J1aBHOE ymnpaBieHUE IO
SIpocnaBckoit o6iactu uMeer cTpaxoBoil oraen B r.JlanunoBe HauanbHuK 3TOTO
ornena C.A. [IneTHeBa U3gana npuka3s 0 Ha3HAYEHUU UHCIIEKIUOHHOW TPYIIIbI IS
MIPOBE/ICHMSI CBEPKU JIAHHBIX OYyXTanTEpPCKOTO W OMEPAIMOHHOTO y4eTa 3a MepPBbId
KBapTaa Tekyiero rojga. CBepka MpOBOAUTCS B COOTBETCTBHM ¢ mucbMoM OOO
«PocroccrpaxlloBomkse» Ne 09-07/8 ot 19 anpens tekymiero roga «O nmpoBeeHUU
MUAJIOTHOM CBEPKU MAHHBIX OYXTaJITEPCKOTO M OMEPAlMOHHOIO ydeTa 3a MEepBbIN
KBapTajl», B COCTAaB MHCIEKIIMOHHON Ipynibl BKIOYeHbl Oyxranrep CyHuosa JLLA.
u onepanuonuct Yepemusix H.B.

3aoanue 3.

B cocraB 3A0 «Toprossiii 1oM "Mepkypuid'» BXOAUT Marazut « I pukoTax»,
pacxoibl Ha COJEpPXKAHHUE KOTOPOTO MPEBBIAIOT JOXOJ OT €ro JeATEIbHOCTH.
I'enepanbHbiii  aupektop 3AO mnoamucan MpuKa3 O JUKBUAALUMKA Mara3uHa
«Tpukorax». Mara3uH JTUKBUIUPYETCS B CBSI3U C HEPEHTAOETHHOCTBIO U B LIETISAX
COKpauleHus  pacxofoB. IIpuka3oM  JMKBUIMPOBAH  Mara3uH;  CO3/JaHa
JUKBUJAMOHHASI KOMUCCHSI, COCTOAIIAsI U3 3aMECTUTENSI TEHEPAIBHOTO AUPEKTOPA
3A0 «Toproeii noM "Mepkypuil"» (mpeacenaTenb KOMHUCCUH), IUPEKTOpa
MarazuHa «TpuKOTax» W HadaJllbHUKA JKOHOMHYeckoro otaena 3A0; maHbl
MOPYUYCHHUSI MPEJICeIaTeNt0 JTUKBUJAIMOHHOW KOMHUCCUU IO CPOKY MpPEACTaBICHUS
aKTa JUKBUJAIMOHHOW KOMMCCHUH, 3aMECTUTEII0 TEHEPAIbHOTO AUPEKTOpa IO
SKOHOMHKE TI0 BHECEHUIO TMPEIJIOKEHUH O JaJbHEHIIEM HCIOJIb30BaHUU
ocBoOOXaromierocs nomenieHus. Ilpukasz crnenyer odopmuTh Ha OjlaHke ¢
IPOJIOJBHBIM ~ PACMOJIOKEHHEM  PEKBU3UTOB, OCTAJIbHBIC JIAaHHBIC  YKaXKHUTE
CaMOCTOSITEILHO.

7.4  Meroanyeckue  MaTepuHalibl,  ONpeAesilOIIMe  NPoUexypbl
OLCHUBAHUA 3HAHMH, YMEHHMH, HABBIKOB, XapPAKTEPU3YOUIUX ITaNbl
(opmupoBaHus KoMIeTEH U

KOHTposlb OCBOEHMSI JUCUMIUIMHBI W OLIEHKAa 3HAaHUNA OOyYaroniuxcs
npousBoaurcst B coorBercTBUM ¢ [InKyoI'AY 2.5.1 «Tekymmii KOHTpPOJb
YCIEBAEMOCTHU U MPOMEXKYTOYHOM aTTeCTallud 00YUaIOLIUXCS.

Kpurtepuu oueHMBaHus BbINOJTHEHUS KelC-3aIaHU:



OreHKa «OTJIMYHO»: paboTa BBHIMOJIHEHA B MOJHOM 00beMe ¢ COOII0IeHUEM
HEOOXOAMMON TOCIIEIOBATEIPHOCTH ACHCTBUIN; padoTa MpoOBEACHA B YCIOBHSIX,
00eCIeYnBaONINX TOJYYCHUE MPABUIBHBIX PE3YJIBTATOB U BHIBOJIOB; COOJIIOICHBI
MpaBuiIa TEXHUKU 0€30MaCHOCTH; B OTBETE MPABUIILHO U aKKyPAaTHO BBITIOJHSET BCE
3amucH, TaOJUIBI, PUCYHKH, YEPTEXKH, TpaduKku, BBIYUCICHUS; TPABWIHHO
BBITIOJTHSIET aHAJINU3 OIIHUOOK.

OueHka «xopomo»: padoTa BbINOJHEHA MPABUIBHO C y4eToM 1-2 Menkux
MOTPENIHOCTe WM 2-3  HENOYETOB, MHCIPABICHHBIX CAMOCTOSTEIBHO IO
TpeOOBaHUIO TIPENOAaBaTEIIs.

OrneHka «yI0BJIETBOPUTEIBHO»: pad0Ta BHINIOJIHEHA MPAaBHIBHO HE MEHEe
YeM HaroJOBUHY, TOMYIIEHbI 1-2 MOrpemHoCTH Wik 0Ha rpy0as omuoKa.

OlleHKa «Hey/A0BJeTBOPUTENbHO». JONyIIeHsl aBe (M Oojee) rpyObie
OImMOKHA B X0Jie¢ pabOThI, KOTOPhIE OO0YUYAIOIIUICS HE MOXKET HUCIPABUTH JaXKe IO
TpeOOBAHMIO TIPETIOaBATENsS WIIH padOTa HE BHITIOJIHEHA MTOJTHOCTHIO

Kpurepuu oieHKHM 3HAHUM NPU HANTMCAHUU KOHTPOJIbHOM PadoThI

OleHKa «OTJMYHO» —BBICTABISICTCS OOydYaroIIeMycsi, TOKa3aBIIEMY
BCECTOPOHHHUE, CUCTEMAaTHU3UPOBaHHbIC, TITyOOKHE 3HAHHUS BOIPOCOB KOHTPOJLHOMN
paboThl W YMEHHE YBEPEHHO TMPHUMEHSITh WX Ha TMPAKTUKE TMpPHU pPEIICHUU
KOHKPETHBIX 3a/1a4, CBOOOIHOE U MPaBUIIbHOE 00OCHOBAHHE MPUHATHIX PEIICHUH.

O1eHKa «XOPOIL0» — BBICTABIISIETCSI 00yYarOEMYCs, €CJIM OH TBEPJIO 3HAET
Marepuai, TPaMOTHO U MO CYIIECTBY U3JIATA€T €r0, YMEET MPUMEHATH MMOJIYyYECHHbBIC
3HAHUS Ha MPAKTHUKE, HO JIOMYCKAE€T B OTBETE WJIM B PEIICHUU 3a7a4 HEKOTOPHIC
HETOYHOCTH, KOTOPBIE MOXET YCTPAHUTh C TTOMOUIBIO JIOMOJHUTEIBHBIX BOIPOCOB
IpenoaaBaTess.

OneHka  «yIOBJIETBOPUTEJIBHO» —  BBICTABISCTCS  OOydYaroIIeMycs,
MoKasaBileMy (parMeHTapHBIN, pPa3pO3HEHHBIM XapakTep 3HAHUM, HEJOCTATOYHO
MpaBWIbHbIE (POPMYITUPOBKM O0a30BbIX TMOHSITUH, HaAPYIICHUS JIOTUYECKOU
MOCJICTIOBATENLHOCTH B M3JIOKEHUH MPOTPAMMHOIO MaTepualia, HO MPH 3TOM OH
BJIAJIC€T OCHOBHBIMU TOHSTHUSIMU BBIHOCUMBIX Ha KOHTPOJIBHYIO pPabOTy TeM,
HEOOXOJTUMBIMU ISl JTalIbHEUIIEro OOy4eHUsT U MOXKET MPUMEHSTH TMOJYyYEHHbIC
3HAHUS 110 00pa3ily B CTAHJAPTHON CUTYyAIUHU.

Ouenka «HEY/0BJIETBOPHUTEIbHO) —BBICTABIIACTCAO0yUaIOIIEMYCH,
KOTOpBIM HE 3HaeT OOoJbIIEH YacTH OCHOBHOIO COJEpKaHUs BBIHOCHUMBIX Ha
KOHTPOJIBHYIO pabOTy BOMPOCOB TEM AMCIUILUIMHBI, JOMYCKAET TpyOble ONIMOKU B
(GhopMyJIHpPOBKAaX OCHOBHBIX MOHSTUA M HE YMEET HCIOJb30BaTh MOJIyYEHHBIC
3HAHUS TPU PELUICHUU TUIIOBBIX MPAKTUYECKUX 3a]1a4.

Kputepusivu  omeHku  pedepara  SBISIOTCS:  HOBHU3HA  TEKCTa,
000CHOBaHHOCTh BBIOOpPA MCTOYHUKOB JIMTEPATYPHI, CTEIICHb PACKPBITHS CYIITHOCTH
BOIpoOca, coO0IeHNs TPeOOBaHMM K 0POPMIICHHIO.

OneHka «OTJIMYHO»CTABUTCS, €CIU BBIMIOJIHEHBI BCe TpeOOBaHUS K
HamMcaHulo pedepara: o003HaueHa MpodieMa u 00OCHOBaHA €€ AaKTyaJIbHOCTB;
CICNIaH aHall3 PAa3IMYHBIX TOYEK 3PEHHS Ha paccMaTpUBaeMyro MpobiemMy u



JIOTUYHO U3JI0’)K€HAa COOCTBEHHAs TMO3ULIKSA; CPOPMYJIUPOBAHBl BBIBOJBI, TEMa
pacKphITa TOJIHOCTBIO, BBIIEPKAH 00BEM; COOMIONCHBI TPEOOBaHUS K BHEIIHEMY
o opMIICHHIO.

O1eHKa «XOpPOIIO»— OCHOBHBIE TpeOOBaHUS K pedepaTy BBIOTHEHBI, HO
IPU 3TOM JOMYIIEHBI HETOYETHI. B 4aCTHOCTH, MIMEIOTCSI HETOYHOCTH B M3JI0KCHUH
MaTepuana; OTCYTCTBYET JIOTHYECKas IOCIEAOBAaTEIbHOCTh B CYXKICHHSIX, HE
BBIZIEpKaH 00BEM pedepaTa; UMEIOTCS YIYIIECHHUS B 0QOPMIICHUH.

OreHka «yA0BJIETBOPUTEIbHO»— UMEIOTCS CYIIECTBEHHBIE OTCTYIUICHUS OT
TpeOoBaHuil K pedepupoBaHuio. B yacTHOCTHU: TeMa OCBellleHA JIMIb YaCTUYHO;
JOMYIIEHBI (aKTHUECKHe OMMOKU B COZiepKaHuu pedepara; OTCYTCTBYIOT BBIBO/IBI.

OrmeHKa «HEYIOBJIETBOPUTEIbHO»— TeMa pedepaTta HE pacKpbiTa,
OoOHapyKHBaeTCsl CYILIECTBEHHOE HEMOHUMaHHe NpobieMbl win pedepar He
IpeJICTaBJICH BOBCE.

Kpurepusimu OLIEHKH AOKJIAJAABIASIOTCS: HOBH3HA TEKCTa,
000CHOBAaHHOCTH BHIOOpA HCTOYHHUKOB JIMTEPATYPHI, CTENIEHb PACKPBITUS CYIIHOCTH
BOIIpoOca, CoOJII0ICHUSI TPEOOBaHUN K OPOPMIICHHUIO.

O1meHKa «OTJMYHO» CTaBUTCS, €CIH BBHIMOJHEHBI BCce TpeOOBaHUS K
HAIMlMCAaHUIO JIOKJIajga: oOo3HaueHa mnpobieMa W O0OOCHOBaHAa €€ aKTyallbHOCTh;
CleNaH aHajlu3 pa3IUYHbIX TOYEK 3PEHMs Ha paccMaTpuBaeMyro MIpoOiieMy U
JOTUYHO U3JI0’)KEHAa COOCTBEHHAs TMO3ULUSA; CPOPMYJIUPOBAaHBl BBIBOJBI, TEMa
packpbiTa IMOJIHOCTHIO, BbIIEPKAaH 00BbEM; COONIOACHBI TPEOOBAaHUS K BHELIHEMY
0(OpMIICHHIO.

O1ieHKa «XOPOIIO»— OCHOBHBIE TPEOOBAHNS K JIOKJIAAy BBITIOTHEHBI, HO PU
ATOM JOMYIIEeHbl HEM0UYEThl. B 9acTHOCTH, MMEIOTCS HETOYHOCTH B HW3JIOKEHUHU
MaTepuana; OTCYTCTBYET JIOTWYECKas IOCIeOBATeIbHOCTh B CYXKICHHUSAX; HE
BbIIEpKaH 00bEM pedepaTa; UMEIOTC YIYIIEHUS B O(DOPMIICHUH.

O1eHKa «yAOBJIETBOPUTEIBHO» — HMEIOTCS CYIIECTBEHHBIE OTCTYILICHMS
oT TpeOoBaHuil. B wyacTHOCTM: Tema OCBElI€Ha JHIIb YAaCTUYHO; JOIMYIICHBI
bakTryeckue OmMOKN B COACPKAHUH JTOKIa/a; OTCYTCTBYIOT BHIBOJIBI.

OrneHka  «HEyIOBJETBOPUTEIbHO»— TeMa JIOKJIaJa HE  pacKpbITa,
OOHapy’KUBAETCsI CYIIECTBEHHOE HEMOHUMAaHUE MTPOOIeMbl WU JJOKJIaJ] HE MPEACTaBIIeH
BOBCE.

Kpurepuu oueHuBaHMs BHINIOJIHEHHS 3CCe

OueHka  «OTJIMYHO» —  BBICTaBISIETCS  CTYACHTY,  IMOKa3aBLIEMY
BCECTOPOHHME, CUCTEMATU3HPOBaHHbIC, TTTyOOKHE 3HAHUS MPOOJIEMHBIX BOIPOCOB
3CCE€ U YMEHUE YBEPECHHO NMPUMEHSATh UX HA MPAKTUKE MNPU PEUICHUU KOHKPETHBIX
3as1a4, cBOOOAHOE U MPaBUIbHOE 0OOCHOBAHHME MPUHATHIX PEIICHUI.

OneHka «XOpomo» — BBICTABIAECTCS CTYAEHTY, €CIM OH TBEPAO 3HAECT
MaTrepual, TpaMOTHO U MO CYHIECTBY M3JIaraeT €ro, yMeeT NPUMEHSTh MOJyYEHHBIE
3HaHUS Ha MPAKTHKE, HO JIOIYCKAET B OTBETE WJIM B PELICHUM CUTYallHOHHBIX 3a/1a4
HEKOTOPBIE HETOYHOCTH, KOTOPBIE MOKET YCTPAHUTh C MOMOIIBIO JOTIOJHUTEIBHBIX
BOIIPOCOB IPENOAABATENS.



OueHka «yA0BJIETBOPUTEIbHO» — BBICTABJISIETCS CTYIAEHTY, IOKa3aBIIEMY
(dbparMeHTapHbIN, pPa3pO3HEHHBIA XapaKTep 3HAHWM, HEIOCTATOYHO IMPABHIbHbBIC
(bopMyHpoBKHU 0A30BBIX MOHATHI, HAPYIIECHUS JIOTMYECKOM MOCIe10BATEIILHOCTH B
U3JI0)KEHUU TPOTPAaMMHOTO MarTepuayia, HEOOXOAUMBIMU IS  JaJdbHEHIIero
oOydeHHUsI M1 MOXKET MPUMEHSTh MOJyYCHHbIC 3HAHHS MO 00pa3ily B CTaHIApPTHOMN
CUTYALIUH.

OueHka «HeyA0BJIETBOPUTEJIbHO» — BBICTABIIAECTCS CTYACHTY, KOTOPBIM HE
3HaeT OOJbIIeH YacTh OCHOBHOTO COJAEPKAHUS BBIHOCUMBIX Ha KOHTPOJBHYIO
paboTy BOIPOCOB TEM AUCIUIUIMHBI, JOMYCKAET rpyOble OIIMOKU B POPMYIHPOBKAX
OCHOBHBIX ITOHATUH U HE YMEET HUCIIOJIb30BaTh MOJYyYECHHBIE 3HAHUS NPU BBIIIOJIHEH
acce.

Kpurtepuu onieHKH 3HaHUI NIPHU NPOBeIeHUU TeCTUPOBAHUSA

OneHKa «OTJMYHO» BBICTABJISIETCS MpPU YCIOBUHM MPAaBWIBHOTO OTBETA
CTyJZIeHTa HE MEHee YeM Ha 85 % TecTOBBIX 3aJaHUM;

OneHKa «XOpOLIO» BBICTABISIETCA NPU YCIOBUU MPABUIBHOTO OTBETA
CTyZeHTa He MeHee yeM Ha 70 % TeCTOBBIX 3aJjaHHUI;

OlieHKa «yIOBJIETBOPUTEIbHO» BBICTABIISIETCS MPU YCIOBUU MPABUIBLHOTO
OTBETA CTyJ€HTa HE MeHee ueM Ha 51 %;

OleHKa  «HeYAOBJIETBOPUTEJIbLHO»  BBICTABISETCA  NPU  YCIOBUU
MPaBUJILHOIO OTBETA CTyAeHTa MeHee ueM Ha 50 % TeCTOBBIX 3a/IaHUM.

Pe3ynpTaThl  TEKyIIEro KOHTPOJS  HMCHOJB3YIOTCS MpPU  MPOBEACHUH
IPOMEKYTOYHOM aTTeCTAIINH.

3aver sBuserca ¢GoOpMONW TMPOBEPKU 3HAHUNW, YMEHHA U HaBBIKOB,
MPUOOPETEHHBIX OOYYAIOIIMMUCS B TIPOIIECCE YCBOCHHUS Y4ueOHOro marepuana
JEKIIMOHHBIX, MPAKTUYECKUX U CEMHUHAPCKUX 3aHATUN MO JUCUHUILIAHE.

[IpoBenenne 3auera opraHu3yeTcs Ha MOCIeaHEH yueOHOM Henene ceMecTpa
710 HaJasia 3K3aMEHAIIMOHHOM CeCCUM Ha MPAKTUYECKUX 3aHATHUSIX B COOTBETCTBUU C
YTBEPXKJIECHHBIM  pacluCcaHueM  ydeOHbIX  3aHsITUH. 3a4eT  MNPUHUMAETCA
npenojaBaresieM, YUTAIOIIUM JICKIIUU 10 JaHHOW nucuuruinHe. OleHKa «3a4TeHO»
BBICTABIIIETCSL B  pe3yjbTaTe coOEceOBaHUS IO 3apaHee MPEeI0KEHHBIM
00yyJaroImmmMcst BOIIPOCcCaM € y4€TOM Pe3yJIbTaTOB TEKYIIEH aTTeCTal|u.

Kputepum oneHku 3HaHMIT MPU MPOBEIEHNHU 3a4eTa

OneHka «3a4T€HO» — JaH IOJIHBIM, pPa3BEpPHYThI OTBET HAa IOCTABJICHHBIN
BOIPOC, MOKa3aHa COBOKYITHOCTh OCO3HAHHBIX 3HAHWN 00 00BEKTE, MPOSBIIIONIASCS B
CBOOOZIHOM OMEPUPOBAHUU TOHATUSIMH, YMEHHM BBIJICIUTh CYIIECTBEHHBIE U
HECYIIIECTBEHHBIE €ro MPHU3HAKH, TPUYUHHO-CICICTBEHHBIE CBSI3U. MOryT OBITH
JIOIYILIEHbl HEIOYEThl B OMNPEACNICHUM TMOHSATHM, HWCIpaBIECHHbIE OO0YYarOIUMCS
CaMOCTOSITENIBHO B MIPOIIECCE OTBETA.

OrneHka «He 3a4Te€HO» — JONMYIICHBI TpyOble OIMMOKA TPH OMPEICICHUH
CYLTHOCTH PACKPBIBAEMBIX TOHSITHUIA, TEOPHM, SBJICHUM, BCJICICTBUE HEMOHUMAHMSI
00y4aroIMXCcsl UX CYIIECTBEHHBIX U HECYIIECTBEHHBIX MPU3HAKOB U CBsizel. B oTBete
OTCYTCTBYIOT BBIBOJIbl. YMEHHUE PACKPBITh KOHKPETHBIC MPOSBICHUS OOOOIEHHBIX
3HAHUM HE MOKAa3aHo.



8. IlepeyeHb OCHOBHOM M JIONIOJTHUTEIbHON Y4eOHOM JINTEPATYPbI

OcHoBHas1 yueOHas1 auTEpaTypAa:

1. ITaBnoBa, P. C. JlokymeHTannoHHoe oOecrieueHue ympasieHus / P. C.
[TaBmoBa. — 2-e u3x., crep. — CaunkTt-IletepOypr : Jlanp, 2023. — 608 c. — ISBN
978-5-507-46443-2. — Tekct : 3neKTpoHHbIH // JlaHb : 3IeKTPOHHO-OUOIMOTeUHAS
cucrema. — URL: https://e.lanbook.com/book/310175 (nmata oOpatieHus:
14.08.2023). — Pexxum noctyma: Uisl aBTOPH3. IOJIb30BaTEIICH.

2. boikoBa, T. A. JlokymeHTanmmoHHOEe oOO€CMEYeHHE  YMpaBICHUS
(menompou3BoicTBO) : yueOHoe mocodue / T.A. beikoBa, T.B. Kysueuona, JI.B.
Cankuna ; mon o6bmi. pen. T.B. KysnemnoBoil. — 2-e uzn., nepepad. u J0m. —
Mocksa : UHOPA-M, 2021. — 304 c. + Jlon. Mmarepuansl [DIEKTPOHHBIN pecypc].
— (Cpennee mpodeccuonanbHoe obpazoanue). - ISBN 978-5-16-013913-5. -
Tekct : anextponnsiii. - URL: https://znanium.com/catalog/product/1141796 (mara
obpamenus: 14.08.2023). — Pexxum JtocTyna: 1o moAmUcKe.

3. Imutrpuera, JI. W. JlokymeHTanlmoHHOE OOCCIEUYCHHE YIIPaBICHYSCKOM
nestenbHOCTH : ydeOHoe mocobue / JI. WM. murpuea, M. B. Pyzacma. -
HoBocubupck : U3a-so HI'TY, 2019. - 100 c. - ISBN 978-5-7782-4029-2. - Tekcr :
anektpornbii. - URL:  https://znanium.com/catalog/product/1869277 (nara
oOpamenus: 14.08.2023). — Pexxum 1ocTyna: no nojamuckKe.

JlonoiHUTEIbHAS y4eOHasl JuTepaTypa

1. Adonromkuna, O. U. JlokyMeHTUpOBaHUE yIPABICHUYECKON EATEIbHOCTH
: yuebHoe nocodue / O. U. Adonromkuna ; nmoa peaakuued B. U. IlycroBas. —
benropon : benropoackuii rocy1apCTBEHHBIN TEXHOJIOTUYECKUN YHUBEPCUTET WM.
B.I'. Illyxoa, ObC ACB, 2017. — 111 c. — ISBN 2227-8397. — Texkcr :
ANIEKTPOHHBIN // DnexTpoHHo-0ubmuoTeunas cucrema [IPR BOOKS : [cailt]. —
Pexxum nocryna: http://www.iprbookshop.ru/80510.html

2. JlokyMeHTallMOHHOE OOECTeueHue YIMpPaBICHUSA: MPAKTHUKYM : ydeOHoe
nocobue / cocraBurenb JI. JI. Kortnsaposa. — moc. KapaBaeo : KI'CXA, 2020. —
44 c. — Texkct : neKTpoHHBIHN // JlaHb : 2NEKTPOHHO-OMOIMOTEUHAsT CUCTEMa. —
URL: https://e.lanbook.com/book/171712 (nmata oOpamenus: 14.08.2023). —
PexxuMm noctyna: [uist aBTOpU3. MOJIb30BATENEH.

3. beixkoBa, T. A. JlokymeHTanuoHHOEe oOOecreYeHne YyMpaBICHHUS
HEroCy/IapCTBEHHbIX OpraHu3auuii : ydyebnoe mnocodbue / T.A. beikoa, JI.B.
CankuHa. — 2-e u3f., nepepad. u gon. — Mocksa : UHOPA-M, 2020.— 302 c. +
Hon. marepuanbl [InekTpoHHBIN pecypce]. — (Briciiee oOpazoBanue). — Pexum
nocryma: https://new.znanium.com/catalog/product/1072260

O llepeyennb pecypcoB HHGOPMANUOHHO-TEJIEKOMMYHHKAIMOH-
Hoil ceTn «UHTEpHET»

[TepeueHb 2IEKTPOHHO-ONOIMOTEUHBIX CUCTEM


https://znanium.com/catalog/product/1141796
https://znanium.com/catalog/product/1869277
https://new.znanium.com/catalog/product/1072260

Ne HaumenoBanue Tematuka Cchuika
1. | Znanium.com YHuBepcaibHas https://znanium.com/
2. | IPRbook YHuBepcasibHas http://www.iprbookshop.ru/
3. | O6pa3oBaTenbHbBII MOPTAT VYHuBepcanbHas https://edu.kubsau.ru/
Kyol'AY

[lepedyeHb peKOMEHIyEMbIX HUHTEPHET CAUTOB:

1. Bukuneausi — cBOOOIHAS HITUKIIONEAUs [IIEKTPOHHBINA pecypc]: Pexum
nocryma: https://ru.wikipedia.org/wiki/.

2. DNEKTPOHHBIM apXWB JIOKYMEHTOB JenomnpousBojacTBa  https://clubtk-
ru.turbopages.org/s/clubtk.ru/forms/deloproizvodstvo/obraztsy-osnovnykh-
dokumentov-deloproizvodstva

3. [lyommmunas DnektpoHHas bubnmoreka (o0macTu 3HAHUSA: TYMaHUTapHBIC
u €CTECTBEHHOHAYYHBIE) -[OnexTpoHHBIN pecypc]: Pexum
nocryma:http://www.plib.ru/

4. TlonuTeMaTUYECKUI CETEBOM JIEKTPOHHBIN HayuHbIH KypHan KybaHnckoro
AV http://ej.kubagro.ru/archive.asp?n=109

10. MeToanueckne ykazaHusi JJisi 00y4aloIuxcsl MO0 OCBOEHUIO
JAUCIHHUTIITHHBI

1. JokyMeHTaIlMOHHOE 0OecIieYeHrE YIPABICHUECKON EATeIbHOCTH: METO/I.
YKa3aHus 110 IMPOBCACHUTIO IMPaKTHYCCKUX 3aHSATHN nu opraHu3anuvu
CaMOCTOATENFHON paboThl sl oOydarommxcs 1o crenuamsHocTH  38.05.01
DKOHOMUYECKAs 0€30IMacCHOCTh / COCT. A.B.IToru6enes.—
Kpacnonap:KyoI'AY,2019.— 36¢. — Pexum J0CTyma:
https://edu.kubsau.ru/file.php/123/dokumentacionnoe_obespechenie_upravlenchesk
oi_dejatelnosti_Pogibelev_547790_v1_.PDF

11. IlepeyeHb MH(OPMAIMOHHBIX TEXHOJIOTH, MCIOJb3YyeMbIX
IPH OCYLIECTBJIEHHU 00pPa30BATEILHOIO IpoLecca N0 JMCHUILIMHE,
BKJIIOYas nepe4YeHb MPOrpaMMHOI0 odecrieyeHu 7
HH(POPMALMOHHBIX CIIPABOYHBIX CHCTEM

NudopmarmonHpie  TEXHOJOTHM, HWCIOIb3yEMble TMPU  OCYIIECTBICHUU
oOpa3oBaTenpHOTO  Tpoliecca MO JAWCIHUIUIMHE  TO3BOJISIIOT:00€CIEeYUTh
B3aUMOJICUCTBUE MEXAY YYaCTHUKAMH 00pa30BATENbHOIO MpOIEcca, B TOM YHUCIE
CUHXPOHHOE€ U (WJIM) AaCUHXPOHHOE B3aUMOJCHCTBHE TMOCPEACTBOM CETHU
"UnTepHeT";puKcUpoBaTE  XOI  0Opa30BATENBHOTO  TPOIECCa, PE3YJIHTATOB
MPOMEXKYTOUYHOM aTTECTallMM MO JUCHMIUIMHE W  Pe3yJIbTaTOB OCBOECHUS
o0pa3oBaTeNbHON  MPOrpaMMbI;0praHU30BaTh MPOIECC O00pa3oBaHUS  MyTEM


https://znanium.com/
http://www.iprbookshop.ru/
https://edu.kubsau.ru/
https://ru.wikipedia.org/wiki/
https://clubtk-ru.turbopages.org/s/clubtk.ru/forms/deloproizvodstvo/obraztsy-osnovnykh-dokumentov-deloproizvodstva
https://clubtk-ru.turbopages.org/s/clubtk.ru/forms/deloproizvodstvo/obraztsy-osnovnykh-dokumentov-deloproizvodstva
https://clubtk-ru.turbopages.org/s/clubtk.ru/forms/deloproizvodstvo/obraztsy-osnovnykh-dokumentov-deloproizvodstva
http://www.plib.ru/
http://ej.kubagro.ru/archive.asp?n=109
https://edu.kubsau.ru/file.php/123/dokumentacionnoe_obespechenie_upravlencheskoi_dejatelnosti_Pogibelev_547790_v1_.PDF
https://edu.kubsau.ru/file.php/123/dokumentacionnoe_obespechenie_upravlencheskoi_dejatelnosti_Pogibelev_547790_v1_.PDF

BU3yalIM3allMi  M3y4aemMol  WHPOpMAlUU  TOCPEACTBOM  HMCIOJb30BAHUS
npe3eHTalui, ydeOHbIX (QUIbMOB;KOHTPOJIUPOBATh pE3yJbTaThl OOYy4YEeHHS Ha
OCHOBE KOMITHIOTEPHOT'O TECTUPOBAHUSI.

[Tepeuenp nuuensuonHoro 1O

Ne | HaumeHoBaHue KpaTtkoe onucanue

1 | Microsoft Windows OnepannoHHas cucTeMa

2 | Microsoft Office (sxirouaer Word, Excel, PowerPoint) | ITakeT odhHCHBIX NPUIOKESHUH
3 | CucremarectupoBanus INDIGO TectupoBanue

[lepedenp mpodeccruoHanbHBIX 0a3 JaHHBIX U WH(POPMAIMOHHBIX CIPABOY-
HBIX CHCTEM

No HaumeHnoBanue TemaTtuka DNEeKTPOHHBIN aJIpec
1 | HayuHast ayieKTpOHHasI YHuBepcanbHast https://elibrary.ru/
oubsmmoteka eLibrary
2 | I'apant [TpaBoBas https://www.garant.ru/
3 | Koncynprantlliroc ITpaBoBas https://www.consultant.ru/

12 MaTepuajibHO-TeXHHUYECKOEe oOecriedyeHne OOy4YeHHs 110
TUCHMILTAHE

[InaHupyeMble TIOMELIEHUS i1 TPOBEACHUS BCEX BHUAOB Y4ueOHOU
NEATENbHOCTH

Ne HaumenoBanue HanmeHnoBaHue oMeIIEHUI 17151 POBEACHUS Anpec (MeCTOITOI0KEHIE)

/1 | Y4eOHBIX MIPEIMETOB, BCEX BUIOB yUeOHOM JIESTEITHHOCTH, MOMELIEHUH JUIsI IPOBEICHUS

KypCOB, TUCLIUILIVH MPEeTyCMOTPEHHON y4eOHBIM IUIAHOM, B TOM BCEX BHJIOB yueOHOU
(Mopyeid), YHCIIE, IOMELIEHUH 7151 CAMOCTOSATENbHOM JIESITENBHOCTH,
MPAKTHUKU, UHBIX paboTHI, ¢ YKa3aHUEM ITEPEIHST OCHOBHOTO TIPEAYCMOTPEHHOH yIeOHBIM
BUJIOB yUeOHOM 000pyI0BaHYs1, y4eOHO-HAMIISTHBIX TOCOOUH 1 IUTAaHOM (B CITy4ae pean3aIiiu
JIESITENBHOCTH, UCIIONB3yEeMOT0 MPOrPaMMHOTO 00ECTICUCHUS 00pa30BaTeIbHBIX MPOTPAMM B
MIPEYCMOTPEHHBIX ceTeBoi (popMe TOTTOTHUTEITHHO
YUEOHBIM ILIAHOM YKa3bIBa€TCsl HAUMEHOBAHNE
00pa3oBaTenbHOM OpraHu3alyy, C KOTOPOU
IIPOrpaMMBbl 3aKIIIOYEH JIOTOBOD)

1. JloxyMeHTanmonHoe Iomemrernne Ne312 DK, mocapounsix Mect — 167; | 350044, KpacHomapckuii Kpai, T.
obecnieueHme miomane — 1654m% yueOHas aymuropmst misi | KpacHomap, yin. um. Kannauna,
YIIPaBICHYECKON TIPOBEICHHS 3aHATHI JISKIIMOHHOTO THIIA. 13, 3manue yuyeGHOTO KOpITyca
JESITETBHOCTH 9KOHOMHYECKOTO (haKyIbTeTa

TEXHHYECKHE  CpeJCTBa  OOyd4eHHs,  HaOOpbI
JICMOHCTPAIIMOHHOTO ~ 00OpYJOBaHMsSI ©  y4eOHO-
HAIJBITHBIX TOCOOUI (HOYyTOYK, TIPOCKTOP, IKPaH);
Joctyn K cetd «HTepHeT;

JOCTYIl B O3JICKTPOHHYIO 0Opa30BaTeNbHYIO CpeIy
YHHUBEPCHUTETa;

niporpammMHoe odecrreuenre: Windows, Office;
CTIeIMATM3UPOBaHHass ~ MeOenb(yueOHas — JTOCKa,
yaeOHast MeOeIh).



https://elibrary.ru/
https://www.garant.ru/
https://www.consultant.ru/

Ne HaumenoBanue HanmenoBanve noMeleHuii 1J1s MPOBEACHNUS Anpec (MECTOIOJIOKEHHE)
/i1 | y4eOHBIX TIPEIMETOB, BCEX BHJIOB yUeOHON JEATEITEHOCTH, MIOMEILEHUH JJ1s IPOBECHUS
KYpCOB, TUCIIUIUINH MPEeyCMOTPEHHON y4eOHBIM IUTAHOM, B TOM BCEX BHJIOB yueOHOU
(Momymeit), YHCIIe, TOMEIICHUH IS CAMOCTOSTEIBHON JIeATEITHHOCTH,
MPaKTUKH, UHBIX paboTEIL, ¢ yKa3aHUEM TepedHsI OCHOBHOTO MPEeTyCMOTPEHHOH y4eOHBIM
BHZIOB y4eOHOM 000opymoBaHUsI, YaeOHO-HATIISTHBIX ITOCOOMIA 1 IUTaHOM (B CITydae peaTi3aIin
JIeATEIIbHOCTH, UCIIONTB3YEMOTO TIPOrPaMMHOTO 00ECTICUCHIS 00pa3oBaTeNbHBIX MIPOTPAMM B
MIPETYCMOTPEHHBIX CeTeBOi hopMe TOTIOTHUTETBHO
Y4EOHBIM IUIAHOM YKa3bIBa€TCsl HAUMEHOBaHUE
00pazoBaTeILHON OpraHu3aliu, ¢ KOTOpOu
MPOTPaMMBbI 3aKJII0YEH JIOTOBOD)

2. JloxymMeHTalnoHHOe ITomemenne Ne305 DK, mromans — 41,7m2;
obecrieueHne nocaiouHbIx MecT — 30; JIaboparopus
YIpaBlIeHYECKOH MEHE/PKMEHTa U MapKeTHHTa.

JIeSITENEHOCTH
TEXHHMYECKHE CPeCTBA 00yUdeHNUS
(KoMITBIOTEp TIEPCOHANBHEIN — 4 IIT.);
HaOOPHI IEMOHCTPAIIMOHHOTO 000pyIOBaHUS 1
y4e0HO-HaTTIAAHBIX TIOCOOHH (HOYyTOYK, IPOEKTOD,
3KpaH);
JOCTYyI K ceTu «HTepHeT»;
JOCTYTI B 3JIEKTPOHHYIO WH(POPMAIMOHHO-
00pa3oBaTENbHYIO CPEy YHUBEPCUTETA;
nporpammHoe odecnieuenne: Windows, Office;
CrenMaIn3upoBaHHas MeOenb(ydeOHas — J1ocKa,
yaeOHas MeOeb).

3. JloKxyMeHTalnOHHOE ITomemenune Ne306 DK, nocagounsix Mmect — 30; 350044, KpacHonapckuil kpau, T.
obecnieueHme wiomans — 40,8M?; yueOHas aynuTOpHs s Kpacuonap, yn. um. Kanununa,
YIpaBICHYECKOH MIPOBEICHUS 3aHATHH JIEKIIMOHHOTO THIIA, 3aHATHI 13, 3manne ygeOHOTO KOpITyca
JIeSITeNEHOCTH CEMHHAPCKOTO TUIIA, KyPCOBOTO IIPOEKTUPOBAHUS 9KOHOMUYECKOTO (paKyIpTeTa

(BBITIOTTHEHHUS KYPCOBBIX padoT), TPYMIIOBBIX U
WHIUBHUYaIbHBIX KOHCYIBTALUH, TEKYIIIETO
KOHTPOJISL ¥ IPOMEKYTOYHON aTTeCTalNH .
TEXHHUUYECKHE CPENICTBA 00YUEHUsI, HAOOPHI
JIEMOHCTPAIIMOHHOTO 000PYIOBaHUS U YIeOHO-
HaISIHBIX TOCOOMH (HOYTOYK, TIPOEKTOP, SKpaH);
nporpammHoe odecriedenne: Windows, Office;
CIeNMaTH3UpOBaHHAs  MeOenb(ydeOHas JocKa,
yueOHast MeOelb).

4. JloxyMeHTalnOHHOE TTomemenne Ne402 DK, nocamounsix Mmect — 50; 350044, KpacHonapckuil kpau, T.
obecrnieueHne miomags — 60,8M%; yueOHas ayAUTOPHS IS Kpacnomap, yi. um. Kannanna,
YIpaBICHYECKOH MIPOBEICHNS 3aHATHH JIEKIIMOHHOTO THIIA, 3aHATHH 13, 3panne yueOHOTO KOpITyca
JICSITENBHOCTH CEMUHAPCKOTO THIIA, KypPCOBOTO IPOEKTHPOBAHMS 9KOHOMHUYECKOTO (paKyIbTeTa

(BBITIOJTHEHNUST KyPCOBBIX paboT), TPYIIOBBIX U
WHIMBHUYaJIbHBIX KOHCYJIBTALUH, TEKYIETO
KOHTPOJISI X TIPOMEKYTOYHOM aTTECTAINH .
TEXHUYECKHE CpeJicTBa 00yUYeHus], HaOOpbI
JIEMOHCTPAIMOHHOTO 000pYI0BaHUs U y4eOHO-
HaIIAJHBIX Toco0ui (HOyTOYK, IPOEKTOP, 3KpaH);
JOCTYT K ceTh «VIHTepHEeT»;

JOCTYII B 3JIEKTPOHHYIO 00pa30BaTENbHYIO Cpey
YHHUBEPCHUTETA;

nporpammuoe obecrreuenue: Windows, Office.
CHennaTm3upoBaHHas  MeOenb(ydeOHas — JocKa,
yueOHast MeOelb).

5. JloKyMeHTalOHHOE ITomemenne Ne211a HOT, mocamo4HbIx MecT — 350044, KpacHonapckwii kpa, T.
obecrieuenue 30; mmomaas — 47,1m2; moMeleHue 1 KpacHonap, yn. um. Kanuauna, 13,
yIpaBlieHYECKOM CaMOCTOSATENLHOM PabOThI 00YYArOIIHXCSL. kopryc (akysbrera
JIeSITENbHOCTH 3a0YHOTO 00yYEHHS




HanmeHnoBaHue

HaumenoBanue HOMCU_ICHI/II\/’I JUIA TIPOBEACHUA

Anpec (MECTOIOJIOKEHHE)

CIUINT-cUCTeMa — 1 IIT.;

XOJOOUIBHUK — 1 IIT.;

TEXHUYECKHE CPECTBA 00yUeHNUs

(Mpy — 1 mt.;

npoextop — | mr.;

KOMIIBIOTEP IMepCOHATBHBIN — 2 IIT.);
nporpammuoe obecrieuenne: Windows, Office,
INDIGO.

/i1 | y4eOHBIX TIPEIMETOB, BCEX BHJIOB yUeOHON JEATEITEHOCTH, MIOMEILEHUH JJ1s IPOBECHUS
KypCOB, TUCLIVILIVH MPEeyCMOTPEHHON y4eOHBIM IUTAHOM, B TOM BCEX BHJIOB yueOHOU
(Momymeit), YHCIIe, TOMEIICHUH IS CAMOCTOSTEIBHON JIeATEITHHOCTH,
MIPAKTHUKH, UHBIX paboTEIL, ¢ yKa3aHUEM TepedHsI OCHOBHOTO MPEeTyCMOTPEHHOH y4eOHBIM
BHZIOB y4eOHOM 000opymoBaHUsI, YaeOHO-HATIISTHBIX ITOCOOMIA 1 IUTaHOM (B CITydae peaTi3aIin
JIeATEIIbHOCTH, UCIIONTB3YEMOTO TIPOrPaMMHOTO 00ECTICUCHIS 00pa3oBaTeNbHBIX MIPOTPAMM B
MIPETYCMOTPEHHBIX CeTeBOi hopMe TOTIOTHUTETBHO
Y4EOHBIM IUIAHOM YKa3bIBA€TCsl HAMMEHOBAHNE
00pa3oBaTenbHOI OpraHu3aliu, ¢ KOTOpOu
MPOTPaMMBbI 3aKJII0YEH JIOTOBOD)

KOHMIIHOHEp — 2 WIT.;

TEXHUYECKHE CPECTBA 00yUdeHNUs

(mpuHTEp — 2 1IT.;

9KpaH — 1 mr.;

npoexkTop — 1 mrt.;

cereBoe 00opyaoBaHHe — | IIT.;

non — 1 miT.;

KOMOBIOTEP MEePCOHATBHBIN — 6 IIT.);

J0CTyT K ceTH «VHTepHETY;

JOCTYI B 3JIEKTPOHHYIO WHPOPMAIMOHHO-

00pa3oBaTeNbHYO CPEy YHUBEPCHUTETA;

[Iporpammuoe obecneuenne: Windows, Office,

CTEUaIM3UPOBAaHHOE JINIIEH3UOHHOE U CBOOOTHO

pacnpocTpaHseMoe IporpaMMHOe obecTieyeHHe,

MPeIyCMOTPEHHOE B paboyell mporpaMme.

crierain3upoBaHHas MeOenn(yaeOHas MeOenn).

6. JloxkymeHTanmonHoe TTomemtenne Ne211 HOT, mnomanas — 19,3m2; 350044, Kpacronapckwii Kpai, T.
obecnieueHne TTOMEIIeHNe ISl XpaHeHus U npodmiakrudeckoro | KpacHomap, yi. mv. Kanvannaa, 13,
yIpaBIeHYECKON o0cy>)knBaHUs Y4e0HOTO 000PYZOBAHHUS. KopIryc (aKyapTeTa
JeATebHOCTH 32049HOT0 00y4YeHHA




