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1 IIOSAICHUTEJIBHAS 3AIIMCKA

CoctaB u cojepxaHHUe NPAKTUYECKUX PabOT HalpaBlieHbl Ha PEAIM3aLUI0 JEHCTBYIOLIETO
(benepaJbHOrO TOCYIAapCTBEHHOIO 00pa30BaTENBLHOIO CTaHIApTa CPEIHEro Npo(pecCHOHAIBHOIO
o0Opa3oBaHus.

Benymeld AuMIakTHYECKOW IIENbIO0 MPAKTHUECKUX 3aHATHH  sBIseTCS  (OPMHUpPOBAHHE
po(eCCUOHATIBHBIX IPAKTUYECKUX YMEHUH (YMEHHUIl BBINONHATH ONpEIENCHHbIE JelcTBuUS,
orepanny, HEOOXOIUMBIE B IMOCIEAYIOIEM B NMPO()ECCHOHAIBHOW NEATENbHOCTH) WM yYeOHBIX
IPAKTUYECKUX YMEHMH (YMEHMH pemaTh 3a7ayd IO JOKYMEHTAMOHHOMY OO0€CIEeUYEeHUIO
yIpaBJICHUS), HE00XOIUMBIX B IOCJIEYOLIEH yueOHOMI JIeATEIbHOCTH 10
o01enpopeccCHOHATBHBIM TUCIUILIMHAM

B cootBerctBHHM ¢ paboueil mporpamMmoil y4eOHOH IUCHMIUIMHBI «JlOKyMEHTaIlMOHHOE
obecrieyeHrue YIpPaBICHUs» MPEIyCMOTPEHO IPOBEAEHUE IPAKTHYECKUX 3aHATHHA. B pamkax
MPAKTUYECKOTO 3aHATHS OOY4YalOMIMecs MOTYT BBINOJHATH OJHY WIM HECKOJBKO MPAaKTHYECKUX
pabor.

B pe3ynbrare ux BBIOIHEHUS, 00YYarOLIUCs JOIKEH:
YMETb:
— . 0OpMIIATh TOKYMEHTAIIUIO B COOTBETCTBUU C HOPMATHUBHOM 0a30M, B T. 4. C

UCIOJIb30BaHNEM UH(OPMAIIMOHHBIX TEXHOJIOTHI;

— HCHOJB30BaTh YHU(PHUIIMPOBAHHBIE ()OPMBI IOKYMEHTOB;

— HCHOJb30BATh TEJIEKOMMYHUKALMOHHBIE TEXHOJIOTHH B 3JIEKTPOHHOM JIOKYMEHTO000pOTE;

— OCBaMBaTh TEXHOJIOI'MH aBTOMATU3MPOBAHHOM 00pabOTKM JOKYMEHTALNH;

— OCYILECTBJIATh XpPAaHEHUE U ITIOUCK JOKYMEHTOB;

ConepaHye NPaKTUYECKUX 3aHATUM OPUEHTUPOBAHO HA MOJTOTOBKY O0YUYaOLIMXCS K OCBOCHHIO
po(hecCHOHATLBHOTO ~ MOIYJS  [IPOrpaMMbl  MOATOTOBKM  CHELMAIMCTOB  CPEIHEr0 3BEHa 110
CIIELIMAILHOCTY U OBJIAJICHUIO HPOPECCUOHANbHBIMU KOMNEMEHUUAMU:

I1K 1.1. O6pabaTsiBaTh MEPBUYHBIE OYXTAITEPCKUE JOKYMEHTHI.

I1IK 1.2. Pa3zpaGaTbiBaTh U COIJIACOBBIBATH C PYKOBOJCTBOM OpraHu3aluu pabouuil riaH
CUETOB OYyXraJTepCKOro y4eTa opraHu3aluu.

I[IK 2.1. ®dopmupoBarh Oyxraiarepckue MpPOBOJKH IO Y4Y€Ty MCTOYHUKOB aKTHBOB
OpraHM3aliK Ha OCHOBE pabouero IiaHa C4eToB OyXrajaTepcKoro yJera.

[IK 2.2. BpINOAHATH NMOPY4YEHMs] PYKOBOJCTBA B COCTaBE KOMMCCHM IO WHBEHTApU3aLUU
aKTHUBOB B MECTAaX UX XPaHEHHUSI.

I1K 2.6. OcymiectBasTh cOop HHGOPMAIMU O JESITEIbHOCTH 00bEKTa BHYTPEHHETO KOHTPOJIS
I10 BBIMIOJIHEHUIO TpeOOBaHU MPAaBOBOIM U HOPMATUBHOW 0a3bl U BHYTPEHHUX PErJIaMEHTOB.

[IK 2.7. BBINONHATH KOHTPOJBHBIE MPOLENYPHl M HMX JOKYMEHTUPOBAHHE, T'OTOBUTH U
oQopMIIATh 3aBeplIalOIINEe MaTEPUaAJIbl IO PE3yJIbTaTaM BHYTPEHHETO KOHTPOJIS.

IIK 3.2. OgopmasaTh IUIaTeXHbIE JAOKYMEHTBHI AJS TEPEYUCICHHUs HaJOroB U cOOpOB B
O10’KET, KOHTPOJIUPOBAThH UX MPOXOKICHHUE MO PaCU€THO-KACCOBBIM OAHKOBCKUM OIEPALIHSIM.

IIK 3.4. OdopmisaTh IUIATEKHBIE JOKYMEHTHI Ha IEPEYMCICHHE CTPAXOBBIX B3HOCOB BO
BHEOIO/KETHbIE (DOH/BI U HAJIOTOBBIE OpraHbl, KOHTPOJIUPOBATH UX MPOXOXKIEHHE IO PacUeTHO-
KaCCOBBIM 0QHKOBCKHM OTEpaIHSIM.

IIK 4.2. CocraBnare ¢opMbl Oyxrantepckoid ((pMHAHCOBON) OTYETHOCTH B YCTaHOBJICHHBIE
3aKOHOJATEIBCTBOM CPOKH.

IIK 4.3. CocTaBnarh (OTYETHI) W HAJOTOBBIE JEKIapalliy Mo HajoraM U cOopam B OIOIKET,
YUUTHIBAs OTMEHEHHbIH enuHblil conuanbHblii Hasor (ECH), oTueTsl mo cTpaxoBBIM B3HOCAM B
rocy/lapCTBEeHHbIE BHEOIO/KeTHbIe (GOHIBI, a Takke (OpPMBI CTATUCTUYECKOW OTYETHOCTH B
YCTaHOBJIEHHBIE 3aKOHOIaTEILCTBOM CPOKHU.

[IK 4.6. Ananu3upoBaTh (PUHAHCOBO-XO3SNUCTBEHHYIO AESITEIbHOCTb, OCYILECTBISATh aHAINU3
uHpOpMalKY, TOTYYEHHOW B XOJIe MPOBEICHHS] KOHTPOJIbHBIX MPOLEAYpP, BBIIBICHHE U OLEHKY
PHUCKOB.



[IK 4.7. IIpoBOAUT, MOHUTOPUHT YCTPAHEHUS MEHEI)KMEHTOM BBISBJICHHBIX HApYIICHUM,
HEJIOCTaTKOB U PUCKOB.
IIK 6.2. BecTn kaccoByr0 KHUTY ¢ COOCTBEHHOM KAaCCOBOM OTYETHOCTHIO.

A Taxxe GOPMHUPOBAHUIO OOUIUX KOMNEMEHYUIL:

OK 01. Bsibuparp cnocoObl pemeHHs 3ana4  MpO(EeCCHOHAIBHOW  JESITEIbHOCTH
IPUMEHUTEIBHO K PA3JIMUYHBIM KOHTEKCTaM.

OK 02. OcymiecTBisTh MOUCK, aHAJTU3 U MHTEPIpPETANI0O MHPOPMALIUU, HEOOXOIUMOMN ISt
BBINOJIHEHU 3a/1a4 PO ECCHOHATLHON HAIPaBIEHHOCTH.

OK 03. IlmanupoBaTh ¥ peaqnu30BBIBaTh COOCTBEHHOE MPO(ECCHOHATBHOE U JMYHOCTHOE
pa3BUTHE.

OK 05. OcymecTBidTh YCTHYIO U MIHCbMEHHYI0 KOMMYHHUKAIIMIO Ha TOCYJJapCTBEHHOM SI3bIKE
Poccutiickoit deneparuu ¢ y4eToM 0COOCHHOCTEH COIMAIBLHOTO U KYJIBTYPHOTO KOHTEKCTA.

OK 09. Ucnonp3oBaTh HHPOPMALMOHHBIE TEXHOJIOTHH B TPOGECCUOHATBHOMN 1eATEILHOCTH.

OK 10. Ilomp3oBarbcs MNpOGECCHOHAIBHOM JOKYMEHTAIlMEH Ha TOCYJAapCTBEHHOM H
MHOCTPAHHOM fI3bIKAaX.

BrimonHenne 00y4Jaronmxcst MPakTHYeCKUX U/MIIH JTa00paTOPHBIX paboT 1Mo yueOHOM
nucuuIuinHe «JlokyMeHTanHoHHOe o0ecnevyeHne ynpaBieHus» HalpaBJICHO Ha:

- 00oOmieHne, cHUCTeMaTU3alMIo, YIIIyOJeHHe, 3aKpelyieHWe, pa3BUTHE W JACTATH3AIUI0
MOJTYYCHHBIX TCOPETUYECKUX 3HAHUH 110 KOHKPETHBIM TeMaM y4eOHOU JUCIUTUIMHBI,

- (GopMUpOBaHME YMEHUN MPUMEHSTHh IOJYyYEHHBbIE 3HAHHUS Ha IMpaKTUKE, pealu3aluio
€IMHCTBA UHTEIUICKTYAJIbHOW U MPAKTHUECKON JACATEIbHOCTH;

- (QopMmupoBaHHWE W pPa3BUTHE YyMCHWI: HAONIONaTh, CPABHHUBATH, COIOCTABIATH,
aHAIM3UPOBATh, JIENIATh BBIBOJIBI U 0000IICHHSI.

- BBIPAaOOTKY NpHW pEIICHUH IOCTABJICHHBIX 3aJad MPO(ECCHOHATBHO 3HAYMMBIX KadecTB,
TaKUX KaK CaMOCTOSITEIbHOCTh, OTBETCTBEHHOCTh, TOYHOCTbD, TBOPUECKAsI HHUIIUATHBA.

HpaKTI/I‘leCKI/Ie 3aHATHUA TIPOBOIATCSA TIOCIIC COOTBC’TCTBYIOHlCﬁ TEMbI, KOTOpas o0ecIieuynBaeT
HaJIM4ne 3HaHHi/JI, H€06XOI[I/IMBIX JJIs1 €€ BBIITOJIHCHUA.



2 MEPEYEHb TIPAKTUYECKHWX 3AHATUIA

Paznenbl/Tembl TeMbl npakTHYEeCKNX/T1a00PaTOPHBIX 3aHIATUI Konuuects TpeboBanus
0 9acoB OI'OC CIIO
(ymets)
Pazgen 1. OOmas XxapakTepUCTHKA JOKYMEHTAMOHHOTO 00CCIICUCHHUS YIPaBICHHS 2 V1; V2
Tema 1.2. OdopmieHne [paktraeckas padota Ne 1. OdopmieHre peKBU3UTOB 2 V1; V2
JOKYMEHTAIIH B COOTBETCTBUH | 00ECIEUNBAIOIINX IOPUANICCKYIO CHIIY JOKyMEHTaM v.02.5;¥.03.1;
C HOpMaTHBHOH 0a30ii OdopmiteHre pa3TUIHBIX BUHOB OJIAHKOB U Vv.03.2.
¢dbopmymspa - obpasma ¥.05.3;
¥10.3;
Pasznen 2. Cucrembl JOKyMEHTallMOHHOTO 00eCHeueHHsl yIpaBIeHUs 8 V1; V2
Tema 2.1. YaudumupoBanHaas [Ipaktnyeckas pabora Ne 2. Paspaborka u 2 V1;V2;
CHCTEMa OPTaHU3aLHOHHO - odopMIIeHIEe pacTIOPSIIUTEIHHBIX JOKYMEHTOB V.01.1; Y.01.4;
pacropsauTeTbHOMI ¥.02.5; ¥.05.3;
JIOKyMEHTaLuu v.09.3;
[paxtraeckas padbora Ne3. Pa3paboTka 1 oopmireHUE 2 V1;V2;
CIpaBoYHO —  MH(MOPMALMOHHBIX  JOKYMEHTOB( V.01.1; Y.01.4;
CIIy’)keOHOC MHCBMO, TPOTOKOJ, aKT, JOKJIaJHas Vv.02.5;¥.05.3;
3aIucKa, caykeOHas 3a1ncKa) ¥.09.3;
Tema 2.2. [paktuyeckas padora Ne4. Paspabotka u opopmieHue 2 V1;V2;
JlokyMeHTaIus 1o TpyAOBBIM JOKyMEHTAI1H 1o JUYHOMY COCTaBy c V.01.1; Y.01.4;
OTHOIIEHUSAM WCTIOBF30BaHNEM YHH(DHUITUPOBAHHBIX (POPM ¥.02.5; ¥.05.3;
v¥.09.3;
Tema 2.3. [paktnaeckas pabora Ne 5. CocraBneHne U 2 V1;V2;
JoxymeHTanus opopmiicHHE ITOKYMEHTOB IO TIpodecCHOHAIBHON V.01.1; ¥.01.4;
npogecCHOHANTBHON JeSITeIBbHOCTH (IOBEPEHHOCTH, MPETEH3UU H MCKOBEIC ¥.02.5; ¥.05.3;
NEeATEIbHOCTH 3asBJICHNSA). v.09.3;
Paznen 3. Opraru3zanusi JOKYMEHTO000pOTa 6
Tewma 3.1. Texnonorus u [paxTraeckas pabora Ne 6 2 V4
MIPUHIIAIIBI OPTaHU3aIUN CocraBjieHUE 3TAOB U onepau 00padoTKu v¥.01.4;¥.01.11;
JIOKyMEHTO0000pOoTa JIOKyMEHTOB. ¥.02.5; ¥.03.2;
¥.09.3.
[pakTuyeckas padora Ne 7 2 VY5
IToaroroBka JOKYMEHTOB /Jisi (GOPMUPOBAHUS U v¥.01.4; ¥.01.11;
XpaHeHus Jel v.02.5;¥.03.2;
¥.09.3.
Tema 3.2. [pakTraeckas pabora Ne 8 2 V3; V4,
TexHomOTHA Hepeﬂaqa I/IH(bopMaLH/IPI U CpEACTBA v.01 4, V.01.1 1,
aBTOMAaTH3HPOBAHHOM TEJIEKOMMYHHUKAIIMOHHBIX TEXHOJIOTHH B 3JIEKTPOHHOM ¥.02.5;¥.03.2;
00pabOTKN TOKyMEHTAIUH JIOKyMEHT0060poTE ¥.09.3.
HUTOI'O 16




3SMETOAUYECKUE YKA3AHUSA

P a3qIciI 1. 06]]_[8.5[ XapaKTCpUCTUKAa NOKYMCHTAITUOHHOI'O obecrieucHUs YHpaBJICHUA

Tema 1.2.

OdopmiieHue TOKyMEHTAMHM B COOTBETCTBHH C HOPMATHBHOM 0a30ii

IIpakTnueckoe 3ansaTne Ne 1

. OdopmiieHne peKBU3UTOB 00€eCTIeYHBAKIIMX IOPUIANYECKYIO CHIIY TIOKYMEHTaM
Odopmiienue pa3Iu4HbIX BUA0B 0JIaHKOB M (popMyJisipa - oOpa3ua

ean padoThi:

— Hayuutbcss 0GOpMIISITH PEKBU3UTHl YCTAaHABIHMBAIOLIME IOPUANYECKYIO CHIIy JOKYMEHTOB B
cootBercTBuU ¢ aeictByronmM ['OCTom 7.0.97.-2016.

—HSy‘II/ITb PpacCriojio’KCHUEC PpPCKBU3UTOB U TI'pPaHHIbL

30H OpPraHru3allMOHHO-PACTIOPAAUTCIIEHOI'O

nokyMeHTa Ha ¢opmate A4 cornmacuo 'OCT P 7.0.97.-2016.
— Hayuntscs mpoekTHpoBaTh ONaHKHW OKYMEHTOB B COOTBETCTBUM ¢ aedcTByromuM ['OCTom

7.0.97.-2016.

Brinosinue padory, Bel Oynere:

ymemu:

—  0(OpMIIATH JOKYMEHTALIUIO B COOTBETCTBUU C HOPMATUBHOW 0a30ii, B T. 4. C
HCIOJIb30BaHNEM HH(GOPMAITMOHHBIX TEXHOJIOTHIA;
— HUCHOJb30BaTh YHUDHUIIMPOBAHHBIE ()OPMBI JOKYMEHTOB

MarepuajabHoe o0ecrieueHue:

I'OCT P 7.0.97-2016.
nHpOpMAINH,

«Hauponaneueiii crangapt Poccuiickoit ®enepamuu. Cucrema CTaHIApTOB IO
OmbIroTeyHOMY W W3HaTeNbcKoMy gAenmy. OpraHn3aldOHHO-PACTIOPSAUTENbHAS —JTOKyMEHTAIIUS.

TpeboBaHus kK 0OPMIICHHIO JOKYMEHTOB"
Pabouas u neknMoOHHas TETpaau.

Junaxktuueckuii MmaTepua

[NepcoHanbHBIN KOMIBIOTEP, TEKCTOBBII Nporeccop Microsoft Word

3aganueNel:

Ha ocHoBanuu 3aanuii 0hopMHUTE PEKBU3NTHI, 00ECTICUNBAIONIIE IOPUANIECKYIO CHITy ToKyMeHTaM. UToOsl ohopMHUTE
pexBusuts uenonb3oBath 'OCT u pemakrop Microsoft Word ¢ cobmonenneM Bcex OTCTYIIOB U HHTEPBAJIOB.

CojeprkaHue 3a/1aHus BapuanThl
3ananme 1: Bapuanm 1

Odopmure HanMmeHoBaHue | 3A0, opraHU3alMOHHO-TIpaBoBas Gopma npeanpusitus «FOpuc-KoHy.

OpraHW3allili B  COOTBETCTBUU | Bapuanm 2

ycTaBa u npaBuibHOTO | OpraHu3amms TOCYTapCTBECHHOTO THTIA Bcepoccuiickuii Hay9IHO

PAaCTIOIOKEHUSI YacTeil peKBU3UTA: | UCCICIOBATEIbCTKAN HWHCTUTYT JOKYMEHTOBEIACHHS W apXWBHOTO JIelia,
nogunnsiercas  DegepansHomy  arenctBy POCAPXIMB  Mmoxer  uMeTh
cokpameHHoe HaumeHoBanne BHUMJIA .
Bapuanm 3

MocBomokaHall OTHOCHTCS K THITy TOCYJapCTBEHHOTO YHUTAPHOTO MPEANPHUITUS
o r.Mocksa.

Bapuaum 4

MuHHCTEPCTBO  CTPOUTENBCTBA, APXUTEKTYPhl U  KHIUIHO-KOMYHAJIBHOTO
X035McTBa, Mpu AMuHKHCTpanmu PoctoBekoit obiactu.

3amanme 2
Odopmure Ha3BaHHE BUJIA
JIOKyMEHTa U 3arojoBOK K TEKCTY
9TOr0  JIOKYMEHTa,  YHOTpPeOUB
HY>KHBIH Majex:

Mna 1 sapuanma

1. Ilpukas o BBeIeHMN MHCTPYKIUH IO TIPOTHBOIIOKapHOH 0€30MacHOCTH;

2. IlpoToko 3acefaHus COBETa 110 MPOQHIAKTUKE [TPAaBOHAPYLICHU;

Lnsa 2 sapuanma

1. CnpaBka o cocTostHUM paboThI OTAENa AEJIONPOU3BOJCTBA IO PACCMOTPEHHIO
3asIBIICHUH, JKa100 U MPeI0KEeHUH TPpaXIaH;

2. JOoWKHOCTHAas WHCTPYKIHS O CHENHAINCTe 3eMEeIbHO-UMYIIECTBEHHBIX
OTHOIIIEHH;




3ananme 3 Bapuanm 1

Odopmute Jary n | 1. Ecim odopmisiioT mpuka3 MO OCHOBHOHM JAEATEIBHOCTH — HPOJOJIBHBIM
perucTpaoHHbIN HOMEp | pacoiIoKeHHEM PEKBU3UTOB.
JIOKyMEHTa 2.Ecnu oopMIISIOT OTYETHBINH JOKYMEHT KOTOPBIIl OTHOCUTBCS K OyXIaJTepCKOM
JIOKyMEHTAIHH.
Bapuanm 2.

1. Eciin 0opMIISIOT IOTOBOPHOM TIOKYMEHT. ( KYIUIH-IIPOJIAXKH)

2. Ecnit 0opMILTIOT TOKYMEHTALIUIO JITYHOTO COCTaBa

Bapuanm 3

1. Eciin moroToBUiM AT OTIIPAaBKU OTBETHOE MHCHMO HA BXOJSIIEE.
2.Ecny moArOTOBHIIHN CIIPABKY C MecTa paboTHI.

3agaunmne 4 Bapuanm 1.

Odopmure Tpud yTBepKICHHAS 1.Ecnu moArOTOBHIIM aKT HHBEHTAPU3AIIH
2. Ecam mnoarotoBwim YcTaB  HErocyJapCTBEHHOTO — 0Opa30oBaTENIbHOTO
YUpEKICHUSI.
Bapuanm 2.

1.Econ MOATOTOBWIN JOJLKHOCTHYIO MHCTPYKIIUIO CIICUAJINCTa
2.Ecion MNOATrOTOBHUIIN  IIOJIOKCHHC 00 OopraHusanu, KOTOPOC  ABJISCTCA
MPUIIOKCHUCM K pACIOpAAUTCIIbBHOMY JOKYMCHTY.

3ananue 5 Bapuanm 1.
Odopmure peKBU3HUT HOIHCH 1. Eciu noocomosunu npukas no 0CHOBHOU OessmeibHOCmu
2. Eciu noozcomosunu axm
Bapuanm 2

1. Ecau noozomosunu npomokon coopanusi
2.Eciu noocomosunu eapanmuiinoe nucomo

SaganuaNe2:

1. OrBerbTe Ha BONPOCHI W ONPENEIMTE COCTAB M MOPAJOK PACIOJOKEHHMS  PEKBH3UTOB OJIAHKOB
npeaycmotpeHHbIXx 'OCTom 7.0.97.-2016. 3anummmure B TaOIUITY.

BOHpOCBl H OTBETHI

B coorBercTBum ['OCT P 7.0.8-2013 «Cuctema cTaHAapTOB 10 MHGOPMAIINK, OMOIHOTCYHOMY M H31aTCIILCKOMY JIEITY.
Jlemonpon3BoICTBO U apXUBHOE JeN0. TepMUHBI U OTIPEICTICHUY.
OTBeThTEe HA BONPOCHI:

PexBusuTom JOKYMCHTA HA3bIBACTCA - ...

D opmynspomM-00pa3oM JIOKYMEHTA Ha3bIBAIOTCSI

bnank JAOKYMCHTA -

B coorBerctBuM ['OCT P 7.0.97-2016. «Haunonanbueiii ctannapt Poccuiickoit @eaepanuu. Cuctema cTaHAapTOB MO
nHpOpMANUU, OHONHOTEYHOMY W U3AaTeNbcKoMy Jeny. OpraHu3allMOHHO-PACIOPSIIUTEIbHAS —JTOKYMEHTAIIUS.
TpeboBaHUs K OPOPMIICHHIO JOKYMEHTOB"

Onpenenure peKBU3UTHI OJAHKOB.

bnank nuceMma:
A) TIOCTOSTHHBIE PEKBU3UTHI-
b) nepemMeHHbIe U JOTIOJHUTENBHBIE PEKBU3UTHI-

BraHK KOHKPETHOTO BUAA JOKYMEHTA:
A) IOCTOSTHHBIE PEKBU3HUTHI-
B) nepeMeHHBIE PEKBU3HUTHI-

2.CripoexTupyiiTe 00K OJaHK C MPOJOJILHBIM PACIIONOKEHHEM, OJIAHKU YIS IMCEM C YIJIOBBIM M
MPOJOJILHBIM PACIIONOKEHHEM W OJIaHK MPHKa3a ¢ MPOI0JIbHBIM PACIIONIOKEHUEM ITOCTOSHHBIX PEKBU3MTOB
JUTsl IEPEYUCIICHHBIX HIDKE OpraHu3alui ¢ OrpaHUYUTEIbHBIMU OTMETKAMHU VISl PEKBU3UTOB.

No | HaumeHoBaHUE OpraHu3aluu CripaBouHbIE TaHHBIE 00 OPraHU3aANNN

/1

1 Bceepoccuiickuii HaydHO- yi1. IIpodcorosnas, 1.82 ropox Mocksa, 117393 Ten./daxc (095)
MCCIIEI0BATEICKMI MHCTUTYT 7187874 E-mail: mail@vniidad.ru

JIOKYMEHTOBEJEHUS U ApXUBHOIO
Jiena, MO TIUHSIOIITAMCS
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Ilopsinok BeIMoOTHEHHS PAOOTHI:

Wzyunrte Teopermueckuii marepuan Mo pa3padoTKe ONaHKOB, MPHU MPOEKTHPOBAHUH HCIIONB3YHTE

npuwioxenus ['OCTa 7.0.97.-2016.

Ucnonezys TOCT P 7.0.8-2013 «Cucrema crtangaptoB no uH(popManmu, OHUOIHMOTEYHOMY U

n3JaTenbckoMy neny. Jenonmpou3BOACTBO M apxXuBHOE neno. TepMmuHBl M ompeneneHus»- OTBeThTe Ha

Bompockl. OmnpefenuTe cOocTaB W IMOPSAOK PACIONOXKCHUS  PEKBU3UTOB OJIAHKOB TIPEIYCMOTPEHHBIX
I'OCTowm 7.0.97.-2016.

CrpoektupyiiTe o0mmii O1aHK, OJaHK MHChMa, OJJaHK KOHKPETHOTO BHJIA JOKYMEHTa C COOJIFOIEHUEM

BCEX OTCTYIIOB ¥ HHTEPBAJIOB/

OdopMuTs PEeKBU3UTHI B paboueit TeTpaau W B TekcToBoM mporeccope MS Word ¢ cobmroaernem

BCEX OTCTYIIOB 1 UHTCPBAJIOB.

dopma npeacTaBjieHus: padoThbi:

OdopMIICHHBIC PEKBU3UTHI B YCTAHOBICHHOM MOPSIIKE

OdopMmieHHBIC OJTAaHKH JOKYMEHTOB

Kpurepuu onenkmn:

Pe3ynbTaTHBHOCTD BHITIOHEHUS 33 aHUS OreHKa WHAWBUAYAIBHBIX TOCTHKEHUH, OaIut
3ajganue BHIIOIHEHO MOJIHOCTEIO, 0€3 3aMeuaHuii 5
3amaHue BHITOIHEHO TOJTHOCTEI0, HO IMEIOTCS] HeCYIIIECTBEHHBIE 4
3aMeYaHus
3amaHue BHITOIHEHO, HO UMEIOTCS CYIIECTBCHHBIC 3aMCUYaHMUs, 3
MTOBJICKIIAE K HEBEPHOMY PEIICHHUIO 3aJaHUs
3agaHue He BEIIIOJIHEHO 2




Paznen 2. CucteMbl JOKYyMEHTAIMOHHOTO o0ecledeHus! yIIpaBJIeHUs
Tema 2.1.
YHupUUMpOBaHHAA CHCTEMA OPraHU3ALMOHHO - PACIOPAAUTEIbHON JOKYMEHTALNH

IIpakTnyeckas padora Ne 2.
PazpaboTka u opopMiieHre paciOPpSiAUTEIbHBIX JOKYMEHTOB

ean padoThl:
Hay4uthcst cocTaBmate u ohOpMIISITh pacoOpsAUTENbHBIE TOKyMeHTH B coorBerctBuu ¢ ['OCT P
7.0.97 - 2016
Beimoanus padory, Bl Oyaere:
ymemu:
—  oopMIIATH JOKYMEHTAIIUIO B COOTBETCTBUM C HOPMATHBHOM 0a30ii, B T. 4. C
HCIOJIb30BaHNEM WH(POPMAITMOHHBIX TEXHOJIOTHIA,
—  HCIOJIb30BaTh YHU(PHUIIMPOBAHHBIE (POPMBI IOKYMEHTOB

MatepuajibHO TeXHHYecKoe o0ecreyeHue:

Pabouas 1 IEKIMOHHAS TETPaIy.

Hupaktuyeckuid MaTepuan

[lepconanbHBI KOMITBIOTEP, TEKCTOBKIH mpotteccop Microsoft Word

O6pa3ipl TOKyMEeHTOB (MakeT) pacnopsiauTensHoro nokymenra ([lpunoxkenue 1, 2,3.)

3aganue:
O(I)OpMI/ITI) pacnopAauTCIbHBIC OOKYMCHTBHI C HMCIIOJB30BAHHUCM KOMIIBIOTCPHBIX TEXHOJIOTHH U B
cootBeTcTBun C TpeboBanmsivu ['OCT P 7.0.97-2016

— MpHKa3 10 OCHOBHOH JEATENbHOCTH, PACHOPSDKEHHE , PELICHUE, yKa3aHHe C COOJIIOJCHUEM BCeX
OTCTYIIOB U MHTEPBAJIOB

Ne HcxonHble aHHBIE

1 3ananue 1

B ¢dopme npukaza HEOOXOAMMO BBECTH WHJIEKCHI MPEANPHUATHH U OpraHu3anuii 0ObeJUHEHHMs, B LENAX
YHOPSIOYEHHs] OpraHu3aIliil ymnpaBjieHuss B OObEIWHEHWHM W B COOTBETCTBUM C ykazaHueM MunucTtpos P® ot
00.00.00. Ne 423. [IPUKA3BIBAK): O6nenunenuto npucBouTsh nuaekc — 51. Ilpu nepenncke B coorserctBun ¢ CTII
39.00.25 «Opranuzanus AeIONPOU3BOACTBA B 00beanHeHNH «CTPOWTEXHUKAy, a TakXkKe IS ydeTa M PEerucTpaluu
pa3pabaTbIBaeMbIX CTaHIAPTOB MPEANPUSITHS IPUCBOUTH TNPENIPHATHAM clenyromue uHiaekcel:: 50 — 01 —
SIpociaBcKOMy peMOHTHO-MeXxaHuueckoMy 3aBoay; 51 — 02 — Biragumepckomy CKB; 51 — 03 — HoBouebakcapckomy
3aBoay «Pemcrpoiinopmant». KoHTposb 3a McroaHeHHeM NpuKasa Bosjaraercst Ha kanuensipuio (t. Koponesy B. A.).
I'enepansaeril qupekrop A.IL. MBanos. B geno 1 — 3 — 6. C. C. Ilerpos.

2 3amanue 2

Odopmuts pactiopspkerne Ne 137 ot 10.03.20  rmaBHOTO HH)XEeHepa MOCKOBCKOTO CTaHKOCTPOHUTEIBHOTO
3aBojga «Texmam» .M. ConnueBa «O BHenpenun crtanpapra OPJI CTII 02-601» Ha ocHOBE NpeaIOXKEHHBIX
00pa3noB B npuiokeHnu 3 u 4.
B pacnopsauTensHON 4acTH yKa3aTh 4 MyHKTa:

1. O Beegpenmu crtanmapta OPJI CTII 02-601 Bo Bcex ciyxbax, Ha ydacTKax H B CTPYKTYPHBIX
noapaseneHusx 3asona ¢ 01.04.20 .

2. 006 opranmsanuu 3auatuii Mo u3ydeHno CTII 02-601 co crenuanucTaMyd U WHKEHEPHO-TEXHOJOTHUSCKUM
nepcoHaitoM (¢ ykazannem «Komy» U ¢ Kakoro gucia)

3. OO0 opranmzanuu THpaXHpoBaHMs OsaHkOB OPJl, THUMOBBIX TEKCTOB M YHH(UIHMPOBaHHBIX (GopM (C
ykazanueM «Komy?»)

4, KoHTposb 32 UCTIONHEHHEM pacTIOpsKEHNUS BO3JIOKUTE Ha 3aMECTUTEINS AUPEKTOpa 1o ooumM Bonpocam M.K.
Bupoga.

IIpocraBurs Bu3y ropuckoHcynsrta ILK. JlyHoBa
[TocraBuTh 0TMETKY 00 HcnonHuTENe. Mcnonnurenem ssistercst XKypasiesa tenedon 308-34-16

3 3ananue 3.

OTtkpoiite crpaBoyHO-TIpaBoByto cucteMy KoncymnbpTant I[lmoc, ucnonms3dys Kaprouky mowcka, HaiguTe
pewenue (cMm. pazaen YensOunckas obnactp). CKOMUpPOBaTh HaWICHHYIO MH(POPMAIUIO B TEKCTOBBIA MPOIIECCOP.
Odopmure pemenune. Coxpanute paboty B daiine nojg nmeHem «Permenue.




3ananue 4

OtkpoliTe crnpaBo4HO-TIpaBOBYI0 cucrteMy KoHcynmprant Ilnmroc, HaliauTe mpHka3 o HPOBEICHUH
nnBeHTapuzanuu (popma MHB-22), oTkpoiite ee ¢ moMomplo TabIMYHOTO Ipoleccopa M 3aloJHUTE Ui CBOEH
opranuzanuu. Coxpanure pabory B daiie nog umenem «[IpumMep 00 HHBEHTApU3ALUMY.

3aganue 5
Odopmute yka3aHue B TEKCTOBOM MPOLIECCOPE, pacCTaBisisl pekBu3uThI cornacuo 'OCT
OAOQO "3enurt"
Hupekrop
Buser

Juis cocTaBneHus rpaduKa MOCEeIeHHH KypCOB NOBHIMICHHS KBaTUPHUKANY B ieprox ¢ 1 urons 2014 r.

MMPEAJIAT AIO:

1. PykoBoauTENsIM OTJETIOB NPENCTABUTH CEKPETAPIO CIIUCOK COTPYAHUKOB, JKENAIOIINX NPOHTH KYpCHI
NOBBIIIEHUs KBaupuKanuu. Cpok MpecTaBlIeHNs CITIUCKOB - 10 25 mas 2008 .

2. CexpeTapro COCTaBUTh €INHBIH CBOJAHBIA CIIUCOK COTPYAHUKOB, JKEJIAIONINX MTPOHTH KypChI
TIOBBILIEHUSI KBATU(HUKALINK, U IPEACTaBUTH JUISl YTBEPKACHHS HaYaJlbHUKY OTAea KaapoB. Cpok
npejacTaBieHus cnucka - 27 mast 2014 r.

01.05.2014 Ne45

YKA3AHUE
Cosera yupenurenei
O nopsinke HampaBICHUSA
Ha KypChI MOBBIILICHUS KBATM(PUKAIHN

Ipumeuanune: Ogopmnenue u pacnonodceHue peKeUUmMO8 peuteHusl, VKA3aAHUi O0CYWeCmeIaemcs
AHANOZUYHO NPUKA3Y UNU PACROPAINCEHUIO.

Hopsinoxk BeiNoJIHEHUsI pa0OThI:

W3y4nTe TEOPETUIECKHUI MaTepHa 10 O(OPMIICHHIO PACTIOPSIUTEIbHBIX JOKYMEHTOB U
pacooKeHne PEeKBU3UTOB.

Odopmute TOKYMEHTHI B TEKCTOBOM pemakTope Microsoft Word co Bcemu TpeGoBaHusIMH
0(hOopMIIEHHSI, C OTCTYITAMH U HHTEPBAJIAMH.

dopma npeacTaBjieHusi padoThbI:

OdopmieHHslit qokyMeHT B coorBeTcTBUM ¢ ['[OCTom 7.0.97.-2016

Kputepun onenkn:

Orenka
I/IHI[I/IBI/II[yaJ'IbH
Pe3yHLTaTI/IBHOCTI) BBITIOJIHCHUA 3aJaHUA bIX
JIOCTHOKCHUH,
Oaut
3aaHue BBIITOJIHEHO MOJHOCTHIO, 0€3 3aMeUYaHmit 5
3amaHue BIMOJHEHO TOJIHOCTHIO, HO MMEIOTCSI HECYIIECTBEHHBIC 3aMEUaHMsI 4
33.}13HI/IC BBIINTIOJIHCHO, HO UMCIOTCSA CyHICCTBeHHI)Ie 3aMC4aHuA, ITOBJICKIINEC K HeBepHOMy pemeHmo 3
3a1aHus
3amaHne He BBHITIOJIHEHO 2




[IpaBuio pacnonoxeHne peKBU3UTOB IIPUKa3a. [punoxenue 1
MAKET ITPUKA3A 11O OCHOBHOM JEATEJBHOCTH
( ¢ MpoO0JIbHBIM PACHoJIOKEeHHEM PEKBU3UTOB)

HanmeHnoBanMe MHHHCTePCTBA HJIH BeIOMCTBA (€C/IH €CTh)
[12 o ]
HaumeHoBaHUEe OpraHu3anuu
[12 o ]
IMPUKA3
[12 o ]
00.00.0000. Ne 00
[ 12 o]
Mecro u3ganus
[18 T ]

3aroyioBoK (KpaTkKoe coep:KaHHe, BLIPAKEHHOe
OTIJIAT0JIbHBIM CYHIECTBUTEIbHBIM B NPEIJI0KHOM
naje;xe, HaUMHaeTcs MpPoJiorom «0...»)
[18 T 1 6onee |

TexcT koncmamupyroweii wacmu TIpUKa3a MPUBOAATCS (PAKTHI, HOCIY)KUBIIHE OCHOBAHHEM JUISt H3IaHHS
IpUKa3a.

B cB#13u ¢ IpPOM3BOACTBEHHOI HEOOXOIMMOCTBIO. ..........
[12 ot ]
Pacnopsoumenvras uacmo HAUUHAEMCS CI080M

MPUKA3BIBAIO (nuwemcs omoenvro na cmpoxe) [ 12 ot |

1. Ioanoe HaMMeHOBaHMe NOJUKHOCTH Mcnognuteas HM.O. ®@aMuius B JaTeJbHOM Majeske WJIH HAUMEHOBaHHE
CTPYKTYPHOTO noapasiejieHuss — HEeo0X0aUMBbIe neiicTBHs, BbIpa:KeHHbIE rJ1aroJjiom B
HeonpeaeaeHHOl popMme, - CpoOK aeiicTBus (0€3 C10Ba «CPOK»)

2. Tloanoe naumenopanue AoKHOCTH U.O. ®PaMuInsi WIH CTPYKTYpHOE Moapasieienune (ec/id B MyHKTE HECKOJIbLKO
e cTBUH, Pa3HbIX M0 XapaKTepy, TO KaxK10e BbIIeJsieTcs] B MOAMYHKT): IeiicTBHE U CPOK MCIOJTHEHHUSI
3. To xe

4.IlocieqHUl MYHKT UMeeT MOCTOSTHHYI0 (hOPMYJIMPOBKY:
KoHTpoJb 3a ucnmoJTHeHHeM NPHKA3a BO3JIOKATHL HA (CTPYKTYPHOeE IoJpa3s/ieJieHHe HIH JIMI0, Ha KOTOpoe BO3J1araeTcsi
KOHTPOJIb, HAUMEHOBaHHeE JOKHOCTH, ()aMHJIUsl, HHHIHAIbLI B BUHUTETLHOM MNajiesxe).

[12- 24 1t ]

HaumeHoBaHue

JOJZKHOCTH PYKOBOXHTEJS N.0. ®amuaust
[ 12 — 24 ur]

su3vl (be3 crnosa «8uzay) Hanpumep

I'naBHbIii Oyxraiarep
N.0. ®amunus
Hara

Ucn. ®amnius,
TeJl.



O6paseu NprKasa N0 OCHOBHOI AeATe/IbHOCTU NpunoxeHune 2

[Tybnuunoe akimonepHoe o6mecTBo «Tpruationy
[TPUKA3
29.12.2017 Ne 287

r. Marauroropck

O BBeZIcHUH B JICHCTBUE YIIPABICHYECKOTO
JIOKyMEHTO000poTa

B HeAX COBCPUICHCTBOBAHUA ynpaBHeH‘{eCKOfI OTYETHOCTU KOMIIAHHMHW W YIHOPAOOUCHUA
CHCTCMbI ,I[OKYMCHTOO60pOTa

[TPUKA3BIBAIO:

1. YTBepauth nonoxenne «O0 ynpaBIeHYECKOM JOKYMEHTOOOOPOTE» U BBECTH €TO B
nerictsue ¢ 01.01.2018.

2. Bcem HauanpHUKaM moJpas3zieieHuil mpopadboTaTh MOJIOKEHHUE C MOAKOHTPOJIbHBIM
[IEPCOHAJIOM.
3. KoHTponb HCHONHEHMsSI TpHUKa3a BO3JIOXKUTb HAa 3aMECTUTEN TIEHEPaJIbHOIO

JUpEKTOopa KOMIaHUK 1o o0muM Borpocam Camonbenko M. H.

I'enepanpHbIl qUpEKTOP /moamnucey/ 3.C.JlembsiHOB

3aM. IUpeKTopa 1o o0IKUM BOIpocam
/TIOINUCH/ H.M. CamonbeHKO
29.12.2017

Hcn. Ilerpos I1.C.1ex.000000



Obpasey pacnopscenus [punosxenne 3

000 «CrpoiiTexIIpom»
PACIIOPSIKEHUE
«03» nexabps 2017 r Ne 07

r. CpI3panb

O npoBeeHUH IPOMEKYTOUHOTO aHATTN3a
peanuzyemoit pexksiamuoi crpareruu Ne 1 ot 09.06.2017 r.

B cBs13u ¢ HesscHOI MH(POPMAIIMOHHOM KapTUHOM 110 pe3ynbTaTaM PEKJIaMHbBIX MEPOIIPUATHIH
OBA3bIBAIO:

1. Mapketonora CypukoBy A.H. npoBecTH NpoMeKyTOUHBIN aHAJIA3 pealu3aliuu
pexsiamHoit ctpareruu Ne 1 ot 09.06.2017 r.

2. IIpenoctaBuTh roToBbIN aHanu3 B cpok 1o 10.12.2017 r.

3. KoHTposib 3a HCTIOJIHEHUEM PACTIOPSKEHHS OCTaBIISAIO 32 COOOM

PykoBoaurens oTaena MmapkeTuHra Mahwesa T. I1.Maiimena



IIpakTuyeckas padora Ne3

Pa3paborka u opopmiieHne CipaBo4YHO — HHGPOPMAUMOHHBIX JOKYMEHTOB( CJIy:KeOHOe
NMCbMO, MPOTOKOJI, KT, JOKJIATHAS 3aMUCKA, CJIyKeOHAs 3aIUCKA)

ean padoTsi:
Hayuuthcst cocTaBiaTh U 0opMIISITh UHHOPMAITMOHHO — CIIPABOYHBIC JIOKYMEHTHI B COOTBETCTBHH C
I'OCT P 7.0.97 - 2016

Cayxeonble nucbMa; [IpoTOKO0JIBI, AKTHI, TOKJIAHbIE 3aANIUCKU

Beimoanus padory, Bl Oynere:
ymems:
—  0(hOopMIISATH JOKYMEHTAIIMIO B COOTBETCTBUH C HOPMATHBHOW 0a30if, B T. 4. C
HCIOJIb30BaHNEM MH(GOPMAITMOHHBIX TEXHOJIOTHI;
— HCIOJIb30BaTh YHU(PUIIUPOBAHHBIE (POPMBI JOKYMEHTOB

MarepuaJIbHO TeXHUYECKOe o0ecevyeHue:

Pabouas 1 IeKIMOHHAS TETPaIy.

HupakTuueckuil MmaTepuan

[lepcoHanbHBII KOMITBIOTEP, TEKCTOBKIH mpotteccop Microsoft Word

O6pasub! mokymeHToB (MakeT) uckMa ([Ipunosxenue 4,5,)

OO0pas3ibl TOKYMEHTOB (MaKeT) MPOTOKOJIa, akTa U nokianHou 3anucku ([Ipunoxenue 6,7, 8.)

1.CocraBienue u opopmiieHHe CIYyKeOHbIX MUCEM

3apaHue:
CocTaBUTh U OPOPMHTH C UCIOITH30BAHUEM KOMIBIOTEPHBIX TEXHOJIOTHUI M B COOTBETCTBHH C
tpeboBanusimu [OCT P 7.0.97-2016 cnyxeOHBIE U IPETEH3MOHHOE TTHChMa € COOJIOICHUEM BCEX OTCTYIIOB
Y HHTEPBAJIOB.

Hcxonnble JaHHbIE

1 | 3amanue 1.

3akpeiToe akmuoHepHOoe ob0mecTBo «IKIIO», Haxommrcs mo axapecy yi. LllaGomoBka, .65, Mocksa,
115419, dakc (495)1111-11-02, OKIIO 29901111, OI'PH 1027739110111, MHH/KIIIT 7715001111/772501001,
OBLJIO TTOPYYEHO 3aMecTUTEN0 reHepaibHoro aupekropa IIponsunoBy b.K. , coctaButs mucemo 06 odopmieHUn
[IMCEM, HAIIPABJIIEMBIX B F€HEPAIbHYIO AUpEKLN0, aupekropy Ilepmckoro ornenenus B.B.IllecrakoBy. ITucemo
JIOJDKHO COJIepKaTh ciieayroriee, uto Ciayx00ii yrnpaBieHus AejiaMH OCYIIECTBICH BRIOOPOYHBIH aHAIH3 TTHCEM
(oxomo 100) monyuennsix, u3 Bamero otaenenus B 2016 roxy. B pesynbrare mpojenaHHON paOOTH BBISIBICHBI
TUIWYHBIE OIIMOKU NpU cocTaBienuu nuceM. [Ipomry Bac oOparuts ocoboe BHUMaHUE Ha KauecTBO O(OPMIICHUS
MHICEM, HallpaBIIEMbIX B T€HEPaJbHYIO AMPEKIWIO W B BbIIECTOAImME opraHusanuu. IIpum odopmieHnn mnmcem
HEOOXOIMMO PYKOBOJICTBOBAThCS PexoMmenpanusamu o odopmiernto mucem B 3A0 «OKCIIO», pazpaboTaHHBIME
pabOTHHKAaMH OT/IeNla JOKYMEHTallMOHHOTo obecriedenus. K nmucbMy npuiaraiorcst B BUJIE IPUIIOKEHUH |- aHanm3
THUIMYHBIX OIIMOOK MPH COCTABICHUH MHCEM OTAeNeHUsMU Ha 2 1. B 1 5k3., 2- Pekomennanuu no odopmiieHnio
mceM B 3A0 «OKCIIO» Ha 8 1. B 1 3k3. [Tucsmo HeoO6xoumo otipasuth 25.07.2016 3a Ne 01 — 30/8289.

2 | 3apmanwme 2.

Ucnonaurenem M.IO. TlonskoBoil 1O mMOpydeHHWIO HadadbHUKa oTaena Mapketunra OAO
«Toprmorpedcor3» (r. Mocksa, Jlecnas yia., a.18, 117123, ten./dakc. 234-56-00, OKIIO 87654321, OT'PH
1234567890098, MHH/KIIIT 09876543321/123456789) B. A. Komaposa 0bu10 coctaBieHo nuchMo B aapec OO0
«[lemo», TeXxHWYecKoMy AHMPEKTOpy MsrkoBy A. M. 00 oTmpaBKe JOKYMEHTAIlMH CIEAYIOUIETO COJEpPKaHMS:
«HampaBnsiem HeoOxomumele Bam 1nOKyMeHTHI, cozaepkamue HHGOPMAIHMIO O IIGHE KOMIUIEKTa HAay4HO-
TEXHHYECKOH JOKYMEHTallMM Ha XOJIoguibHOEe obOopynoBanue. Ilpemnaraem  BbICHAaTh — TEXHUYECKYIO
JOKyMEHTAIIMI0O Ha 3apyOe)KHbIe aHAIOTH XOJOAWIBHOrO 000pynoBaHMs. [IpyM IPUHATHM TOJOKUTEIEHOTO
pelieHust 0 3aKynke 00OpyJOBaHMs NMPOCHM Bac HampaBHUTh COOTBETCTBYIOIIEE MUCHMO PYKOBOJHTEINIO OTJENa
cobita Haymoy C. I1.». /laHHBIM THCEMOM CONIPOBOJKAAJIAach crenudukanys Ha 28 1. B 1 9K3.




[Ipunoxenue 4

Hpec)ﬂazaemc;l munoeasn cxema nucoma

HaumenoBaHnue opranusanum HanmeHoBaHUM OpraHu3aiy (MMEHUTEIbHBII
CripaBouHbIe JaHHBIE 00 OpraHU3alUuU MasIex)

(mouToBBIi ajpec, TeneoH, OCTATLHOE MO JKETAHHIO) HanmeHoBaHue TOHKHOCTH (IAaTEIIbHBIA MACK)
OKIIO 00000000 OI'PH 000000000 N.O. ®amunus (qaTenbHbIN MaIex)

WHH/KIIIT 000000000/00000000 [MouToBsIit anpec (1i HOMEp (akca, ec THChMO

OTIPABIIIOT 110 (haKcy)

Ha Ne oT

3aroJI0BOK OTBEYAET Ha BOIIPOC
(o uem); He Ooiiee 4-X CTPOK,
JUTMHA CTPOKH 110 73 MM

Ob6pamenne (Hanpumep: ['ocnoaun MBaHoB)!

B mepBoit () yacTn yka3pIBalOTCS HMPUYMHBL, MOCIY)KHBIINE OCHOBAaHHEM JUIS BBOAHOMCOCTAaBIECHHS HMHUChbMa ((aKTEI,
COOBITHS, CCBUIKH, ¥ Ip. TOKYMEHTHI), HampuMmep: «B CBS3H ¢ TeM, 4TO MpHU MOJyYeHUH rpy3a Ha craHmuu «Mask» 26.02.1996 no
HaksagHoi Ne 234456 B ucnpaBHOM BaroHe ¢ HEHapYIICHHBIMH IIOMOaMH IPY300TIPABUTENS NIPH BCKPHITHH SIIUKOB U IIPOBEPKE
COJZIEPKUMOTO C yJaCTHEM NPEACTABUTENSA... ObllIa yCTAaHOBICHA HEJOCTAda:... ITYK U3ACIHH HA CyMMy... (KOMMEPUYECKHH aKT OT
26.02.1996 «247...)».

Bo BTOpOIif () wacTu nrckMa GOpMyIHPYETCs er0 OCHOBHAS LIEJb OCHOBHOW(TIPHIJIOKEHHUE, OTKa3, MPOCh0a, TapaHTusl U
T.11.), HanpuMmep: «Ha OCHOBaHMHM W3JI0XKEHHOTO, MPOCUM B TeueHHe 10 OaHKOBCKMX THEH MepedHcIIUTh YKa3aHHYI0 CyMMY Ha Hall
pacyeTHBIN CUeT.».

[punoxenue: Ha 3 1. B 2 9K3.

HaumenoBaHue JOIKHOCTH JLII. N.0.Damunus

WHnnmans! ¥ GaMuiIns UCIIOTHATENS
ciyxeOHbIi Tenedon



Muno6pHayku Poccun

®DenepanpHOE rOCyJapCTBEHHOE
AaBTOHOMHOE 00pa30oBaTeIbHOE
YUpexIeHHE BBICILET0 00pa3oBaHus
«Cankr-IletepOyprekuit
MIOJNTEXHUYECKUH YHUBEPCUTET
ITerpa Benukoro»

HpﬂeMHaﬂ KOMHUCCUA

yi. I'uaporexHukos, 5
r. Cankr-IletepOypr, Poccus, 194064
ten. +7 (812) 297-21-31

09.04.2016 Ne 10-425
Ha Ne or 03.02.2016

O mpaBUIax NOCTYIUICHHUS B BY3

Bcro HeoOxoauMyr0 HHpOPMAIIHIO O TPaBHIIaX MOCTYIUICHUS B By3 BBl cMOXeTe HalTH B PHIIOKCHUH.

O06pa3err cirykeOHOTO TTHCHEMAa

Jle6enesoit M.C.
yi. Haponnas, 1.5, kB.291

r. Cankrt-IlerepOypr, Poccus, 193079

VBaxxaemas Mapus CepreesHa!

MBsI Oyzem pajbl BHIETh Bac B HalleM yHUBEpCHUTETE.

[Ipunoxenue: Ha 38 1. B 1 3K3.

C yBakeHHEM,

OTBETCTBEHHBIH ceKkpeTapb

A.A.Humnos
(812) 596-10-19

[Ipunoxxenue 5

B.10.Poguonos



2. CocrasiieHue u oopMiIeHHE TPOTOKOJIA, AKTA, JOKJIATHON 3aMCKH

3ananue 1:
CocTtaBuTh U O(QOPMHTH C HCIIOJIB30BAaHHEM KOMIBIOTEPHBIX TEXHOJOTMH M B COOTBETCTBHH C
tpedoBanusmu ['OCT P 7.0.97-2016 - npoToko:a ¢ cobroAeHUeM BCeX OTCTYIOB U HHTEPBAJIOB.

Hcxonarle naHHbBIE

1 | 3aganue 1.

Jupexmuss OOO  «Actpesi» (Cankt-IlerepOypr) 12.08.2012 mpoBena cBoe odepemHOe 3acefaHHe, Ha KOTOPOM
npucyrcrBoBanu Bocrpsikos C.T., Cryaues I1.[1., Jlebenes .M., Anronos I1.JI., lllentynosa B.I'., TumodeeB A.A., Ctymnoa
M.I.

Ha 3acenanun obcyxnanock ABa Bompoca: o xoze pekiamMHoi kammanuu B 111 ksaptane 2012 r. u 0 mepexoje Ha HOBYIO CUCTEMY
BBITUIATHI IPEMHANBHBIX.

Ilo mepBoMy Bompocy ciymany cooOIeHne HayaJbHUKa OTAena pekitambl BoctpukoBa C.T., TeKCT cOOOIIEHNST KOTOPOTO OBbLT
nepenaH cekperapto 3acemanusi bemosoit H. [I. ITo sTomy sxe Bompocy BeICTymmi (GuHaHCOBBI mupekrop TumodeeB A.A.,
KOTOPBI 0JJ0OpHIT yBeTMYEHHE PACX0A0B Ha HapyxHyIo pekinamy B III kBaprame 200 r. Ha 5%. Tawke nepenan cexperapio. [lo
JIaHHOMY >ke Borpocy BelcTymmin AHTOHOB [I. JI., HawanesHHMK otmena kanpos, u JleGeme .M., mupekrop mo mpomaxam.
TlepBbIii 0moOpMII HOBYIO CHCTEMY BBIILIATHI MPEMHAIBHBIX M PEKOMEHIOBAJ IHMOATOTOBHTH HEOOXOJMMBIE JOKYMEHTHI K
01.09.200__r. Bropo#f mnpemnoxun mopaboTaTh HOBYIO CHCTEMY BBIIIATHI IPEMHATBGHBIX W PEKOMEHIOBAT IPOBECTH
TOJIOCOBaHME 0 JAHHOMY BOIIPOCY Ha 00IIeM cOOpaHUH TPYAOBOTO KOJIICKTHBA.

B wutore 3acemanus ObutM MpUHATH cienyromue pemieHus: 1. OmoOputs pabory otmena pexnamsl B III kBaprame 20 1. 2.
IIpoBectn obmee coOpaHue TPYZOBOTO KOJJIEKTHBA IO BOMPOCY O IEPeXoje Ha HOBYIO CHCTEMY BBIILIATHI HMPEMHATBHBIX
15.08.20 1. OTBETCTBEHHBIM 32 MIOATOTOBKY cOOpaHms Oblila Ha3HaueHa 3aB. KaHesipuet llentynosa B.I'.

CoOpanue Ben npenacenatens Pymsaies O.A.

2 | 3apganue 2.

Cotpyanuku Oyxranrepun OAO «KBaHT» mpoBeny 3acefaHre MO BOMPOCY COKPALICHHUS CPOKA COCTABJIECHUS TOIOBOTO
oruera 3a 20 T., Ha KOTOpOM HpHcyTcTBoBaIO 6 uyenoBek. C coobmenneM BeicTymmia Oyxraarep CypkoBa A. M., koTopas
OTMETHJIA, YTO PabOTHHWKU TPYNNBl y4eTa MMEIOT BCE BO3MOMKHOCTH IS 3HAYMTEIBHOTO COKpPAIEHUS CPOKa COCTAaBICHHMS
TOZIOBOTO OTYETa, U YTO TOAOBOI oTdeT 32 20 T. MOXKET OBITh NIPEACTABIICH IPYIITON yUeTa Ha 3 JHS paHbIe yC TAHOB JICHHOTO
CpoKa.

B o6cyxnennun nanHoro Bompoca BeicTymuin KpotoB E. H., rmaBueiii Oyxranrep, u lllyd u Ha I'. A., Oyxranrep. Kporos
coo0mmI 0 TOM, YTO MM pa3paboTaH HOBBIM rpaduK paboOT MO COCTaBICHHIO T'OJOBOTO OTYETA, MPH YCIOBHH BHIOJHEHUS
KOTOPOTO BCEMU pabOTHHMKAM M IPYIIbI y4eTa, FOJOBOH OTYET MOYKHO COCTaBUTh M CIaTh Ha 4 IHSA PaHbIIE YCTAHOBJICHHOTO
cpoka. [ A.llly6nHaa oT™MeTHIIA, YTO JOCPOYHOE MPEACTABICHUE TOJOBOr0 oT4yeTa 3a 20 T. SBISETCS MOYETHOH U OTBETCTBEHHOU
3aga4eil pabOTHUKOB OyXTraJTepUH, H YTO KOJUIEKTHB OYyXTaJITePHH MOXET COCTaBHUTH T'OJIOBOM OTYET paHBIIE CPOKa, €CIIU BCE
pabOTHUKH OyIyT BHINONHATH YILIOTHEHHBIH rpaduk paboThL.

B wnTore 3acenanus ObIIO PEIICHO NMPEACTaBUTH roioBoi otdeT 3a 200 T. Ha YeThIpe JHS PaHbLIe YCTAHOBICHHOTO CPOKA, T.€.
00.00.20 r. u MPOBECTH aHAJM3 TOJJOBOTO OTYETA C IIENBIO BBISIBJICHHS PE3€PBOB, HEOOXOANMBIX ISl YCIEIIHOTO BBITTOJHEHHS
miana 3a 20 1. 3acenanue Bena npenacenarens Jlesamosa K. M., mpoTtokonmpoBain cekperapb Xomsikos U. B.




Ipnioxenue 6

O0pa3sen pacnoso:xkeHus: H 0(pOpPMIIEHHS] TPOTOKOJIA

®npma «3apa»
MPOTOKO

29.10.2006 Ne 21
Mocksa

COBEIUAHHA PYKOBOZICTBA DHPMBbI

[lpencenarens — Heanos H. K.
Cexperapb — [erpos I1. I1.
Mpucyrcreosamu: byrpos C, K., Eropos B. A., Cuzopoe C. C., Cuupsosa H. H.

[Tosectka nns:

I. 06 obpasosannu yHRKUMOHATBHOIO MOApadieneHs oraena nudopmarnsauus. Hudopmaums
1opckorcynsa Eroposa B. A,

2. O 3aK7104eHHH JIONOBOPOB 0 X038HCTBEHROM eaTensHocTy dupMbL Wndopmanms sam. nipex-
TOpa No xo3skcTBerubLM Bonpocam Cuaoposa C. C.

1. CIYLIAJTH:

Eroposa B.A. — 0 neobxoanmocTs o6palosanus QyHKUHOHANLHOMO NOAPA3AeNCHHA — OTAeNa
HHGOPMATH3ALHH — C UE/BIO KAYECTBEHHOIO H CBOCBPEMEHHOTO 0OECTICYEHNA ACATENLHOCTH DHp-
bl HEGOpMatmei.

BBICTYITHIIH:
Byrpoe C. K. — o gopmax 1 merozax pabors! otaena,

NMOCTAHOBUJIH:
1.1. Tpu3nate uenecoopasHeM CO3aHAE CAMOCTOATENbHOM CyROb HHPOPMATHIALHH.
1.2. BHeCTH H3MCHEHNA B CTPYKTYPY H IITATHYIO YHCACHHOCTD (PHPMEL.

2. CIYIIAJTH:

Cunoposa C. C. — Texct goKkz1a/1a NpHAAraeTcs.
BBICTYTTHIN:

Cwmprosa H. H. — 0 HeoGXx0anMOCTH 3AKTI04EHHR 10T0BOPOB.
MTOCTAHOBHJIH:

2.1. Ono6puTh nepeeKTHRHBIH MUIaH Pa3BHTHA OT/eA.

TMpeacenaresn <JTuynas noonucy> U. H. Hsanos

Cexperapb <JTuynas noonucs> I1. I1. Netpos




3ananmue 2.
CocTaBuTh U OGOPMHUTH C HCMOJH30BAHUEM KOMIIBIOTEPHBIX TEXHOJOTHH M B COOTBETCTBHH C
tpedoBanusmu ['OCT P 7.0.97-2016 - akt ¢ coO0cHHEM BCEX OTCTYIIOB U HHTEPBAJIOB.

Hcxoannie JaHHBIC

3apanue 1

Komuccus mon mpeacenarenbcTBOM HaudaJdbHHMKA TEXHUUECKOM rpynmel BojoBoro A.A. M 4lI€HOB KOMHUCCHU
Bopucosa M.IO., HavanbHUKAa aAMHMHHCTPATUBHO-XO3sicTBeHHOro otaena, CmupnoBa JLIIL., Oyxrantepa, u PomanoBoit
N.K., opucmenemkepa 3A0 «JleoHTHSI» HAa OCHOBAaHHMH JTOKJIAIHOH 3anmucku opuc-meHemkepa Pomanosoii 1.K. 11.07.20
I. IpoBejia MPOBEPKY TEXHUYECKOTO OCHAIEHMs NPUEMHOI TeHepajabHOTO0 AMPEKTOpa M NpU3HAJAa HErOAHBIMU JUIA
9KCIUTyaTallii KONMMPOBaJIbHBIA ammapar Xerox 345(1 mr.), mpenep (uuHB. Homep 367, 1 mr.), dakc 47823 (1 mr.).
[Ipr3HaHHasT HENPUTOJHOM UI SKCIIyaTallid TEXHMKA OblIa nepefaHa Ha ckiuaa npeanpuarus. Ilo ycranoBieHHOMY
(hakTy KOMHCCHSI COCTAaBWJIA aKT TpHEMa-Neperadn OPITeXHUKH B 3 3k3. (1-if 5K3. — HaYalbHUKY aJMHHHCTPATHBHO-
XO3STMCTBEHHOTO OTAeNa, 2-ii — 31 rmaBHOMY Oyxrantepy, 3-if — B memo 23-02), KOTOPHIH ObUT yTBEPKACH TCHEPATHHBIM

mupextopoM Cremanossim [1.1.

3amanue 2
Odopmure akm coauu — npuemkuy den TIPU yBOJIbHEHNH TaBHOTO Oyxrantepa AO «Crpoiinerans» Bacrokosa Urops
ITeTpoBnya 1 Ha3HAYESHHOTO BHOBB corflacHO nprka3y Jluman Beprr Cepreesusl. [lepenans! ciemyrone JOKYMEHTHI:
1. T'maBHas xHUra mo cocrosauro Ha 1.02.2000 .
2. Kaproukn ananutrdeckoro yuera mo cderam 01, 10, 70.
3. Xypuane—opjaepa 3a SHBaph TEKYIIErO T'o/1a, BEAOMOCTH aHAIUTHUECKOrO yueTa mo cyeraM 60, 61, 63, 64, 65, 67,
68, 69, 71, 75, 76, 78, 79.
KHura yueTa nenoHupoBaHHOM 3apabOTHOM MJIaThI.
AKTBI peBU3MH 3a YeThIpe KBapTaja IIPeIblIIyIIero roaa.
3axIr0YeHre He3aBUCUMOMN ay JUTOPCKOH MPOBEPKU T'O0BOI0 OTYETA 3a MPEIbITYIIHHA TOA.
Apxus 3a 1997-2000 r. B kosnmuectBe 80 1€ 10 ONKCH.
CnpaBo4HO-HOpPMaTHBHAS INTEPATypa MO OIHCH.
[punoxenue: 1. Onuce nen apxuBa npeanpusTus 3a S yet. 2. Onuch clipaBOYHO-HOPMAaTUBHOM JIUTEPATYPHI 3a 2

N O~

roaa.

3aganue3

OTkpoiiTe crpaBoyHO-TIpaBoBYI0 cucteMy Koncynprant Ilmroc, Haiimure akT o NpPOBENCHWHM HHBEHTAPU3AIMN
(dpopma MHB-00), oTkpoiiTe ee ¢ TOMOIIBIO TAOIHIHOTO MPOILECCOopa M 3alOJIHUTE U1 cBoel opranu3anuu. CoxpaHUTe
paboty B (aiine mog nmenem «IIpumep 006 HHBEHTApHU3ALINIY.
WNuBeHTapu3amonHass KOMUCCHUS, CO3/IaHHAsi Ha OCHOBAaHMHM TpHUKaza aupektopa Bamero mpemmpusitus Ne 24 ot 15
CeHTSA0Ops TeKyliero roma, B cocraBe mpencenatesiss OcTpoBckoro D.A.(3aM.IJIaBHOTO Oyxranrepa 3aBOjia) U UICHOB
komuccuu Ilerpooit O.H. (Oyxranrtepa), HockoBoii H.W. (cT. 5kOHOMHUCTA TJIAHOBOT'O OT/IENA) MPOM3BEIa PEBU3HIO KACChI
3aBOIa 1O COCTOSHUIO Ha 16 ceHTA0ps Tekymiero roxa. PeBusus npoBomiack B MPUCYTCTBHM Kaccupa 3aBoja Kapramosa
H.M. B pe3ynpraTte MpoBEACHHONW PEBH3UM OBUIO YCTaHOBIJIEHO, YTO OCTaTOK HAJIMYHBIX JEHEr B Kacce coctasiseT 1030
pyomeit 00 xom., ocraTok aeHer mo kaccoBoil kHure — 1030 py6. 00 xom. [pyrux IeHHOCTeH B Kacce 3aBoja He
00Hapy>X€HO, YTO COOTBETCTBYET JaHHBIM ydera. KOMHCCHS TakyKe YCTaHOBWIIA, YTO MOPSIIOK BEJICHNUS KACCOBOW KHUTH U
XpaHEHHs JICHEI COOTBETCTBYeT TpeOoBaHWsM [loJOXKeHHs O BEICHMM KacCOBBIX OINEpalMii TOCyIapCTBEHHBIMH,
KOOTIEPATUBHBIMU M OOIIIECTBEHHBIMH MPEATIPUATHAMH, YIPSKACHUSIMA W OpraHN3aHIMHU.
AKT BCTYIUJI B ZIGHCTBHE C MOMEHTA yTBEPKJICHUS JTUPEKTOPOM.




[Ipunoxxenue 7

O0pa3sen pacnosoxeHus: 1 0(pOpMIICHHS AKTA

Axmunncrpaiis CymoneHekoi 0b1acTH YTBEPXKIIAKD
YnpasneHne KanuTanbHoro
CTPOHTE/NBCTBE Ha4anbHUK ynpasieHHs
<Juvwnan noonuce> U. U, Usaxos
AKT 11.09.2006
10.09.2006 Ne 19
r. CMoneHck

0 MPOBEPKE COXPAHHOCTH JOKYMEHTOB
B Ynpas/enuu

OcHoBaHKe! npukas Havamshuxa Ynpasnenua or 20.08.2006 Ne 38 «O nposenennn
TIPOBEPKH COXPAHHOCTH AOKYMCHTOB B YNPaBeHUMW»,

Cocrannes XOMHCCHEH B COCTaBE:
[pescenarens: 3aM. HavanabHKKa Ynpasienns Mupouinuyenko M, T1.
WieHb! KOMHCCHH: 1. 3am. rnasroro 6yxrarrepa Konuiiosa H. A,
2. 3am. HayaIbHIKa XO3AHACTREHHOrO oTaena Jlyropas M. A,
3. Hayansuuk cextopa otaena kaapos Heanobuna E. B.

B nepuoa ¢ 28 asrycra no 8 centsdpa 2006 r. KOMMCCHA TPOBEPHIA OPTAHH3ALMIO H YCIOBUA
XPaHEeHHA JOKYMCHTOR B LIEHTPATLHOM annapare YnpapieHHs.

JIOKYMEHTBI XPAHATCA B CTPYKTYPHAIX NOAPAINENEHHUAX, CHOPMHEPOBAHEI B IeNa B COOTBETCTRHHU
¢ HOMEHK/IATYPOH.

HoMEHKNATYpa /4C/ COrNacoBLIBACTCA C SPXHBHLIM OT/ICIOM AIMHHHCTPALHH 00MacTH
B YCTAHOB/ICHHbIE CPOKH.

DaxToB rHOETH, YTPATHI, NOPYH HIH HE3AKOHHOTO YHHYTOKEHHS JOKYMEHTOB He YCTAHOBJICHO,

KoMHCCHA peKOMCHYET NPEAOCTaBHTD CHELHATLHOE NOMEIUEHHE N apXKBa, ofopyaosas ero
CTELIAKAMH.

CocTasiien B 2-X IKIeMIIAPaAX.
1 K3, — Hanpagssex B oObeMHenHbIi apXis Ynpasienus;
29K3. — B aeno Ne 01-11.

[Ipenceaaresin KOMHCCHH </Tuynas nodnuce> H. IT. Mupownnyenko

Ynens KOMHCCHH: <JTuwnas noonuce> H. A. Konsinosa
<Jluunas nodnuce> H. A, Jlyrosas
<Mluunan nodnucey> E. B, Hezno6nna

M. M. Hsanosa

1112233




3aganmue 3:
COCTaBI/ITB n 0(1)OpMI/ITI> C HUCIIOJIb30BAHHECM KOMHI:IOTepHLIX TeXHOJ’IOFI/Iﬁ U B COOTBCTCTBUHU C

tpedoBanusmu ['OCT P 7.0.97-2016 - mokiaaHyro 3alKMCKy WK CIIYKEOHYIO 3alMCKy ¢ COOJIIOJCHHEM BCEX
OTCTYIIOB U HHTEPBAJIOB.

HcxonHele naHHBIE

3amanue 1

Hupextopy 3A0 «Monomut» OcTpoBckomy J.A. oT HadampHUKa muoHepiareps Kopmrynosa JLIL
Hoxnagnas 3amucka. CorjacHo BalieMy IPEONMCAaHHIO MHOK COBMECTHO € TEXHHKOM-CMOTpPHUTENEM
JlesutoBsiM P.A. 7-8 mas 2004 rona mpoBeeH OCMOTP KIIBIX MOMEIICHUH 6a3bl OTbpIXa Hamel Gpupmel. Bee
JKIJIBIC KOPITyca B YAOBJIETBOPUTEILHOM cocTOSHUM. OpnHako B Kopmyce Ne 1 HE0OOXOZMMO BCTaBUThH CTEKIIA,
kopmyc Ne 2 ciexgyer nodenuts, a B kopryce Ne 3 Hazjo nmoxornath asepu. [locne ycrpaneHus 3Tux Ae(eKToB 1
COOTBETCTBYIOIIEH YOOpPKM JKWJIbIE TOMEIIEHHS OyAyT NpUTOIHBI Ul NpUEeMa OTAbIXalomuX. HadanbHuK
nuoHepiaareps JI.n.Kopurysos. 10.05.2004

3aganue 2

Hupekropy ITJI Ne 24 MycaeBoit E.A. or macrepa mpousBojctBeHHoro o0yuenuss Cokomooit T.II.
CJIY)XKEBHAS 3AIIMCKA B anpene B kadunere Nel3 mpoBoguimch cieayromye paboThl: - HIPHOOpPETEHbI
MapKepsl U XKUAKOCTb I MapKepPHOH OCKHU; - OTPEMOHTHPOBAHO 4 YUEHHUUECKUX CTOJA; - OTPEMOHTUPOBAHO 5
NUIIYIINX MAaIIfH; - OTPEMOHTHPOBAHO 2 CBETWIBHHKA; - COIJIACHO PACIUCAHHS TPOBOJSTCS 3aHATHS
MPOU3BOJICTBEHHOTO OOYYEHHMS; - COTJIACHO Tpa)uka MPOBOAATCS KOHCYJBTALMH 10 AUIUIOMHBIM pabotam; -
COTJIacHO rpaduka MpoBOAATCS (akyJIbTaTUBHbIC 3aHATHA 1o mpeameTy: «1C: Ilpemnpustue u Kangpe»; -

paboraer kpykok «APT-¢poro» - Kakayro MATHUIy TNPOBOJUTCS TeHepanbHas yOopka. Mactep
npomnsBoacTBeHHOT0 00yueHns Coxomnosa T.I1. 23.04.2010
3aganue 3

Jnst mpoBeneHHss ceMuHapa OblIa COCTaBIE€Ha CIy)KeOHAas 3amnucKa , O TPEICTABICHHM CITHCKA
paOOTHUKOB Ui Y4acTUs B ceMHHape, kotopas Obuta Hampasiena OPUJIMYECKUM OTJEJI OM B muie
Havansnuka otnena B.H. 3aronaiikunasiM. B Helt TOBOPMIIOCH, YTO TMpeACTaBIsieM CIHCOK paOOTHUKOB OTJENa
Uil ydactus B cemuHape, npoomumom OOO «AIIM KommyHnukatop» mo mporpamme «OddekTuBHoe
ucnonb3oBanue CIIC 'PAHUT» ¢ npencrasienueM ee HyHKIMOHAIBHBIX Bo3MoxkHocTei:1. Cemenos P.C. —
3aMecTHTeNb HavanpHuKa otaena 2. Ilpsxun E.II. — Bemymmit cmermmamucr 3. Copoxa K.H. — crapmmii
cnenuanucT. HawampHuky otaena wHpopMamuwoHHBIX — TexHoyormi B.JI. T[ampmmua.  3ammcky
3apeructpupoBany B kanuemsipun 24.11.2014 Ne 05-24/96

3aganue 4

B cBs13u ¢ npencTosAIIM BHEIPEHHEM IIPOrpaMMHOTO KoMIuiekca «KannHka» U MpurianieHneM oCeTHTh
npooaumbiii OO0 «llItamm» cemuHap 1mo 3P(EeKTHBHOMY HCHONB30BAHUIO AAHHOTO KOMIUIEKCA ITPOLIY
KOMaHAMpOBaTh Ha ceMuHap cnenuanuctos oraena Komaposa U.J1. u Tapaun H0.b r. Boponex ¢ 24.11.2014 no
27.11.2014., Haganeaux OTJEJIA DJKCIUIYATAIMN NMHOOPMAIMOHHBIX CUCTEM O.J1.bapa6aru
MUIIeT AOKIagHyko 3amucky, aupektopy OAO «3Be3ma» K.II. Eropkumy 16.11.2014Ne08-18/93, O
KOMaHMPOBAHNH CIICI[HAIUCTOB Ha CEMHHAP

[Ipumeuanne: Ogopmnenue u pacnonodiceHue pexKeUsUmMos CryHCeOHOU 3ANUCKU  OCYUWeCMBIAemcsl

AHANO2UYHO OOKIAOHOU 3aNUCKU.

IMopsa0K BLIMOJTHEHHS PAGOTHI:
[Ipoananu3uporath mpapuia 0QOPMIICHHSI CIYKEOHOTO MUChMa.
CocraBuTh ¥ OOPMHUTH CIyXKeOHBIC M MPETCH3MOHHOE TMHChMa B TEKCTOBOM penaktope Microsoft

Word co Bcemu TpeboBaHusIME 0)OPMIICHUS., C OTCTYIIAMH W HHTEpPBaJIaMu

[Ipoananm3upoBaTh mnpaBwia OGOPMIICHHS TPOTOKONA, aKTa, JOKJIaJHOW 3allMCKU W CIYy)XeOHOH

3aIllMCKH.

CocTaBuTh Hu O(i)OpMI/ITB IMPOTOKOJI, aKT, JOKJIAAHBIC U CJ'Iy>KC6Hy'IO 3aIIUCKU. B TCKCTOBOM PCAAKTOPE

Microsoft Word co Bcemu TpeboBanusiMu 0OPMIICHUSI, C OTCTYIIaMH M HHTEpBAJIAMHU

@opma npeacTaBIeHUs1 padoThI:
Odopmiennslii qokymeHT B cootBeTcTBHE ¢ ['OCTom 7.0.97.-2016



Kpurepumn oneHku:

Ornenka
Pe3ynbTaTHBHOCTH BBITTOJHEHUS 3a1aHUS HHANBHIYABHBIX
JOCTHIKEHHIA,
Oan

3amaHue BBIMOJIHEHO MOJIHOCTHIO, 0€3 3aMeYaHHi 5
3aj1aHue BBIOJIHEHO MOJHOCTHIO, HO HMEIOTCS HECYIIECTBEHHBIC 3aMEUaHUs 4
3ajiaHue BBIMOIHEHO, HO MIMEIOTCS CYILECTBEHHbBIC 3aMEUYaHusl, TOBJICKIIHIE 3
K HEBEPHOMY PEIICHHIO 3a/1aHHs

3aJaHne He BELIIOJIHEHO 2




Ipnioxenue 8

O06pa3ubl 0opMIIeHHS U PACTIOJIOKEHUS TOKJIATHBIX 3aNIMCOK

BHemHsas JoKJIaHAs 3alIHCKA

OO111ecTBO C OTPaHNYCHHON OTBETCTBEHHOCTHIO «CeBep»
(000 «Cesep») I'enepanbHOMY AUpEKTOPY

yi. Coserckas, 1. 123, 116900, Mocksa 00O «Pomarmika»
Ten./paxc (095) 112-56-90
E-mail: sever@sev.ru
OKIIO 12377792, OI'PH 1046300213191
MHH/KIIIT 6321732124/632101001

A.B. I'pumnny

JIOKJIAJTHAS 3AIIMCKA

10.02.2014 Ne 12/05-14

O npuBIICUCHUNU OTIOIHUTENBHBIX
TPYAOBBIX PECYPCOB

YBakaemblil Auapeil BacuibeBuu!

B cuity HemocTaTKa B KaHAWJATaX Ha cTaguu (OpMUPOBAaHMS aIMHHHCTPATHBHOTO ammapara s ¢uimana B r. Mockse
HEOOXOOMMO TPUBIEYHh TPYIOBBIE PECYPCHl U3 IOMOJHHUTEIBHBIX MCTOYHHKOB B Cpok 10 14.04.2014. CobecenoBaHUs ¢ HOBBIMH
KaHAuAaTamu nposecta a0 21.04.2014.

Omtata pacxoI0B MO JOMOJHUTEIBHBIM yCIIyraM OyIeT Ipou3BeeHa B cOOTBeTCTBHH C I1. 4.5 JloroBopa ycmyr Ne 04/56 ot
14.02.2014.

HauaneHuk oTnena kagpos Cemenos B.O. Cemenosn

B oeno Ne 03-13
Oounyosa 10.02.2014



BHyTpeHHss TOKIaAHAS 3aNMUCKa

Hupexropy OOO «Pomaruka»
Otzen npojax
N.U. CunopoBy

JOKJIAJJTHA A 3AIINCKA

07.04.2014 Ne 6

O nporyiie, COBEPIICHHOM MEHEKEPOM
OT/IeNa MpoJax

JoBoxy no Bamero cmemenms, uyto ceroxns, 07.04.2014, menemxep mo mpoaaxam [lerpoBa Banentuna lBanoBHa
OTCYTCTBOBaJIa Ha paboueM MecTe B TeueHHe Bcero padouero nus1 ¢ 10 yacos 00 munyT 10 18 yacos 30 MUHYT.

Hukakux cBeneHMi WM JOKYMEHTOB, NOITBEPXKAAIOLUIMX YBA)XKUTENbHOCTh NpUYMHBI oTcyTcTBus [leTpoBoit B.U.,
MPEIOCTaBICHO He OBLIO.

B cBs13u ¢ nomyieHHbIM HapylieHueM npezuiarato yBoauts [lerpory B.U. 3a mporyi.

HavanpHuk otaena npogax Henamoves O.A. UrnarpeB

B oeno Ne 02-10
Cuodoposa 07.04.2014



IIpakTuyeckas padora Ne4.

Pa3paborka u opopmiieHHE JOKYMEHTAIMHU 0 JUYHOMY COCTABY C MCNO0JIb30BAHUEM
yHupuunupoBaHHbIX Gopm

ean padoThl:
Hayuntecst cocTaBnsaTh W OQOPMIISATH JOKYMEHTAIMIO IO JIMYHOMY COCTaBy  JOKYMEHTHI B
cootBerctBuu ¢ [OCT P 7.0.97 - 2016
Beimoanus padory, Bl Oyaere:
ymemb:
—  0(hOpMIISATh JOKYMEHTALIMIO B COOTBETCTBUU C HOPMATUBHOW 0a30ii, B T. 4. C
HCIOJIb30BaHNEM MH(POPMAITMOHHBIX TEXHOJIOTHIA,
—  HCIOJIb30BaTh YHU(PUIIMPOBAHHBIE (HOPMBI IOKYMEHTOB

MartepuaibHO TEXHHYECKOE 0O0ecnedyeHne:

Pa0ouast 1 TEeKIMOHHAST TETPAIH.

Hupaktuyeckuid MaTepuan

[epconanbHBIN KOMITBIOTEDP, TEKCTOBBIN Mpoteccop Microsoft Word
YauduuupoBanHbie GOPMBI

3aganue:
Ucnone3ys cnpaBounyto cuctemy Koucymbrant Ilmioc, mcnonb3ys BeicTpblii mowmck, odopmwure
MIPHUKA3bl 110 TUYHOMY COCTaBY, OJTOTOBBTE PEIIOME.

HcxoaHble JaHHBbIE

1 | 3apanue 1.

Ortkpoiite crpaBoynyro cucremy Koncyinbrant Ilnroc, ucnone3yst BeicTpblii mouck, Haiaure (popMy npukasza o
npueMe CoTpyaHuKa Ha paboty ¢.T-1

Oxonomuct BacuibeBa Exkateprna HukonaeBHa 1 ceHTsOpsi Tekymiero roza noxana 3assienue B OO0 «JIyu» c
pock00il NPUHATE ee Ha paboTy crenuaIiucToM (UHAHCOBOTO OT/ENA Ha HEMOJIHBINH pabounii aeHb. HCIeKkTop 1o
kagpam CwmupaoBa M.C. 06bsicHMIa, 4TO (upMa MMEeT BO3MOKHOCTh NPHHATH Ha paboTy SKOHOMHCTa, HO Ha
OCHOBE CpPOYHOTO TPYIOBOrO joroBopa. TpynoBoil moroBop ObLI 3aKiIO4YeH 5 CEHTSAOPS M MOANUCAH OT MMEHH
¢upMbI TeHeparIbHBIM AupekTopoM MuponoBsM JI.C. B TOT ke JeHp OblT M34aH NpHKa3 10 JIMYHOMY COCTaBY,
3apm3upoBaHHbIl CmupHOBOH U.C. n 1opuckoncymsToM XmeneBsiM W.O. Ilpukas 0pu1 00BsiBIeH Bacumbsesoii E.
H. mox pacniicky 6 ceHTSOpsI.

2 | 3aganue 2
OTkpoiite crpaBounyio cuctemy KoncympranT [Dmroc, mcmons3ys BeICTpBIN MOUCK, HaiimuTe (opMy IpHKasa o
IepeBoJie COTPYIHUKA Ha padoTy ¢.T-5

Benymero cnenumanucra otnena mapketunra toproeoit pupmel OOO «Benta» CoboneBy Banenrtuny MBaHoBHY
NepeBe Ha OCBOOOAMBINYIOCS JIOJDKHOCTh HadallbHUKA OT/EJa Ha MOCTOSHHYIO pabory ¢ 15 HOs0ps Tekyluero
rofga. 3assineHue o nepesoge Cobonesa B.W. nanucana 10 HOAOps U 3aBU3UpOBaATIa y KOMMEPUYECKOTO JTUPEKTOPA B
TOT ke JeHb. 10 HOsIOps ObLTO TaKkke COCTaBIEHO MpecTaBiaeHne Ne 4, IOJMUCAHHOE KOMMEPUYECKUM JTUPEKTOPOM.
[IpoekT mpukasza O TMepeBoAe MOATrOTOBICH HWHCIEKTOpoM 1o mepcoHany Kupmmiosoir B.H. 11 Hosa0ps,
3aBU3UPOBaH IOPUCKOHCYIbTOM bapmuueiM AWM. 12 HOsOpss M coycTs AeHb ObUI TOANKCAH T'€HEPAIbHBIM
JupextopoM gupmel loporomuinosiM E.K. 14 Hos6pst CoboneBa B.J. Oblia 03HaKOMIIEHA C IPUKA30M.

3 | 3aganmue 3

Ortkpoiite crpaBounyro cucremy Koncynbrant Ilnroc, ucnonesyst BeicTpelii monck, Haiaure ¢popMy Npukasza o
IIpeKparieHny ( pacTOp>KEHUH) TPYIOBOTO JOTOBOpa ¢ paboTHUKOM (yBosbHeHNH) (. T-8

Macrep MyHHIMITAIBHOTO PEMOHTHO-CTpouTenbHoro npexnpusitust Ne 2 (MockBa) bormanos Opuii IletpoBnu
pemmi yBoJIHMThCS Mo cobcTBeHHOMY kenanuto (m. 3 cr. 77 TK P®) u ocHOBaTh MHIWBUIYadbHOE YaCTHOE
MpeanpusaTHe. 3a 1B HEAENH OO0 YBOJIBHEHHS OH TIOCTaBHJI B M3BECTHOCTH 00 3TOM IUPEKTOpa MPEATPHITHS
Cupopoga I1. U. [IpoekT nprkasa O HOATOTOBIICH HHCIIEKTOpoM 110 Kaapam Korosoit M.JI. 15 anpens, B ToT ke
JeHb 3aBU3UpoBaH OyxranrepoM MensnukoBoit 3.C. u 17 ampens Tekymero roga noanucad. bormanos FO.H. B
9TOT ke JIeHb OBIT 03HAKOMJIEH C IIPUKA30M, €My Ha pyKH ObUIa BbIJIaHA TPYJOBas KHIKKA U MPOM3BOJCH ITOITHBINA
pacder 1o 3apaboTHOM TIaTe.

4 | 3apanue 4
Ortkpoiite crpaBounyro cucremy Koncynprant [lmroc, ncnosns3yst BeicTpblit ouck, Haiiaure ¢opmy Ipukasa o
KOMaH/IMPOBaHUH COTPYJHMKA Ha padoty ¢.T-9




['MaBHBIM SKCHEPT TOPTOBOTO OTAENa akmuoHepHoro obmiectBa «Toproweni mom «Ddmu» CaennpeB I[laen
PomanoBuu nomkeH Belexath B I. CaHkT-IlerepOypr amnst ydacTus B IyIIHOM ayKIuoHe «Pycckuil Mex», KOTOpBIH
nposoautes ¢ 10 mo 13 nexabpst Tekyuero roga. 8 nexaOpst npexcenarens npasnenus Jledenes A.I. moamucan
npuka3 o Hanpasienuu CasenbeBa I1.P. B komanmmpoBky ¢ 9 nexaOps. [Ipoekr npukasa ObUI MOITOTOBIICH
cekperapeM-pedepenToM AunekcanapoBoid M.HO. u 3aBu3MpoBaH TJIaBHBIM OyXrajTepoM W HadaJlbHUKOM
TOPTOBOTO OT/Ea 7 AeKadpsL.

Heo0xoanmble TOJTHOMOYHS U JIOBEPEHHOCTH Ha 3aKyIKy NMapTHH TOBapoB IiaBHOMY skcrepty CasenbeBy I1.P.
6b61TH 0pOPMIICHBI BMECTE ¢ KOMaHIMPOBOYHBIM yJOCTOBEPEHUEM.

3anmanue 5.
O3HaKOMBTECH C TIPABUIIAMH COCTABIIEHHS aBTOOHOTpa(uu U pe3roMe. 3aloTHATE TaOIHILy.

CpaBHHTETbHAS XapaKTEPHUCTHKA PE3fOMe B aBTOOHOorpahun

CBoiicTBa TOKyMEHTa Pesrome AToOnorpadus

Crioco0 U3I0KeHus
nH(bOpMaITIU

Xapakrep HHpOpMaIH

SI3BIKOBBIE OCOOEHHOCTH

Crioco6 odopmieHus

IIepedyeHb peKBU3UTOB

Hcnonb3ys npoaHanu3upOBaHHY0 HHPOPMALUIO TaOIULbl U IPUIOKEHUE 9, COCTaBbTE PE3IOME Ha
BaKaHCHIO CIIEIUAIUCTA, HA KOTOPOT'O BBl YUUTECH.

IMopsaok BHINOJIHEHUSI PA0OTHI:

[Tpoananu3upoBaTh HpaBuiia 0HOPMIICHUS JOKYMEHTOB 110 JIUYHOMY COCTaBY

CoctaBuTh 1 0QOPMUTH TPHKA3BI [0 INYHOMY COCTABY U PE3FOME C UCTIOIB30BAaHUEM CIIPABOYHOM
cuctembl KoncynpranT [Imoc u . B TekcToBoM peaakrope Microsoft Word co Bcemu TpeboBaHusIMU
o(hOpMIIeHHSI, C OTCTYIIaMH W WHTEpPBaJIaMH

dopma npeacTaBjieHusi padoThbI:

Odopmiennsie gokymMeHTHI B cootBeTcTBUU ¢ [[OCTom 7.0.97.-2016

Kputepun onenkn:

Ornenka
I/IH)II/IBI/I]lyaJ'lBH
Pe3yHBTaTI/IBHOCTB BBIIIOJIHCHUSA 3aJaHUA bIX
JIOCTHOKCHUH,
Oaut
3aaHue BBIITOJIHEHO MOJHOCTRIO, 0€3 3aMeUYaHmit 5
3amaHue BBIMOJHEHO MOJIHOCTHIO, HO MMEIOTCSI HECYIIICCTBEHHBIC 3aMEYaHMUs 4
33.}13HI/IG BBIINTIOJIHCHO, HO UMCIOTCA CyH_[eCTBeHHLIe 3aMC4aHus, ITIOBJICKIINEC K HeBepHOMy pemeHmo 3
3a1aHus
3amaHne He BBHITIOJIHEHO 2




[Ipunoxenue 9

O6paser pe3rome

COJIOBLEBA TATBHAHA NBAHOBHA

JIMYHBIE CBEJEHU A
Anpec Cankr-IlerepOypr, Jlenunckuii np., 1.99,xB.26
Tenedon- 612-54-88
Jata poxaeHus 10 aBrycra 1972 rona
(o TpeboBaHMIO)
CeMeliHOE MOJI0KEHNE 3aMmy»eM, cblH 1994 rona poxxaeHus
HEJIb: Cowuckarenb JOKHOCTH pedepeHTa-epeBOTINKa,
MTOMOUTHUKA PYKOBOIUTEIS
OBPA30BAHMUE:
1987 — 1992 Beicciiee Cankr-IlerepOypckuil rocyiapcTBeHHbI YHUBEPCUTET.
CrienuanbHOCTb «IIpenoaBaTenb aHTIIMHACKOTO U HEMELKOTO SI3BIKOBY
utoib 1994 Kypcel cexperapeit «Katromay. CriennaibHOCTh CEKpeTaph pedepeHt.
oKTs10pp 1994
CeHTsI0pb- nekadpb 1995 Cankr-IlerepOypckast rocyaapcTBEHHAs aKaJeMHsi METO/IOB U
TexHuKu ynpasinenus (JIMMTY).
CriennanbHOCTh: MEHEIKEP MO MEePCOHATY
OIIbIT PABOTHI:
1994- 1996 Pexnamuo-nonurpadudeckuii ieHTp. J0MKHOCTD: MEPEBOTINK- pehepeHT.
1993- 1994 Awmepukanckas ¢upma JITP (DTR, Developed Technology Resource. Inc.).

JIOMKHOCTB: IepeBOAYUK-PEPEPEHT.

1995 no Hacrosiiee Bpemst  Cankt-IlerepOyprckast rocyiapcTBEHHaAs akaieMUst METOJI0B U
texHuku ynpasienus (JIMMTY). JlomkHOCTh: pernoaaBaTeib
JIeJIONPOU3BOICTBA.

[MPOD®ECCHUOHAJIbHBIE HABBIKH:
CB0OO/IHO BIIA/ICI0 HEMEIIKMM U aHTJIMHCKUM SI3bIKAMHU.
Nmero ombiT paboThl Ha TmepcoHaNbHOM KommbioTepe: Winword, Excei,
3NEeKTpOHHas moyra (e-mail ).
Xopomro pa3duparoch B MPAaBOBOM PETYIMPOBAHUN BHEITHEIKOHOMHYECKOM
NESITeTbHOCTH, B TPAYKIAHCKOM M TOPTOBOM TIpaBe BEAYIIUX 3alaHbIX CTPaH,
B MEXKYHAPOJIHOM MapKETHHTE.
3Har OpraHU3aIMOHHYIO u TEXHUKY OCYIIECTBIICHHSI
BHEIIHEAKOHOMHYECKMIX KOHTAaKTOB, OYXTaJTEpPCKHH y4eT DKCIOPTHO-
UMIIOPTHBIX OIEpaInii, FOCYyJapCTBEHHOE TAMOXXEHHOE PETyJIMPOBaHHUE.

JOITOJIHUTEJIbHBIE CBEJEHU A
Nwmero BoguTensCKHe TTpaBa KaTeropuu» By,
DHepruyHa, UHUIMATUBHA, TPYJAOTI00MBA, HACTONYNBA B JJOCTHIKEHUU
TpeOyeMbIX pe3yJbTaTOB, JIIOOO3HATENbHAS, OOIITUTEIIbHAS.

MHTEPECHI: VYBIeKaroCh MUPOBOU XYJ0KECTBEHHOM JIMTEPATYpPOH, TEATPOM.3aHUMAKOCh
OOJIBIIUM TEHHUCOM.

00.00.20 r. ConoBbeBa T.U.ConoBbeBa



Tema 2.3.
JoxymeHTauus npodeccuoHAJIbLHOM 1eATeJTbHOCTH

IIpakTuyeckasi pa6ora Ne 5.
CocraBJjienue u ogopMiIeHNe JOKYMEHTOB 10 NPo¢ecCHOHATBHOM 1eSITeJIbHOCTH
(10BepPEeHHOCTH, IPETEH3UH U MCKOBbIE 3asiBJICHUA).

ean padoThi:
Hayuuthcst cocTaBisTh 1 0hOpMISTh HHPOPMAIIMOHHO — CIIPABOYHBIC JOKYMEHTHI B COOTBETCTBHH C

I'OCT P 7.0.97 - 2016

Beimoanus padory, Bl Oynere:
ymems:
—  0(hOpMIISATH JOKYMEHTAIIMIO B COOTBETCTBUH C HOPMATHBHOW 0a30if, B T. 4. C
HCIOJIb30BaHNEM MH(GOPMAITMOHHBIX TEXHOJIOTHIA;
—  HCIIOJIB30BAaTh YHHU(PUITUPOBAHHBIC (DOPMBI IOKYMEHTOB

MarepuaJIbHO TeXHUYECKOe o0ecevyeHue:
— Pa0ouas v JIeKIIMOHHAsI TETPaIH.
— JupakTtuyeckuil MaTepuai
— IlepconanbHblif KOMIIBIOTEP, TEKCTOBBIN Mponeccop Microsoft Word

— OO0pa3iipl JOKYyMEHTOB (MaKeT)IPEH3UOHHOTO MTUChMa M UCKOBoro 3asBicHus ([Ipuioskenue
10, 11)

1.CocraBienue u opopmiieHne CIYyKeOHbIX MUCEM
3aganue:

CocrtaButh H# O(I)OpMI/ITI) C HCIOJB30BAHUCM KOMIIBIOTCPHBIX TEXHOJIOTHH U B COOTBETCTBHHU C
tpedoBarmsivu ['OCT P 7.0.97-2016 mnpeTeH3MOHHBIE MIChMa U UCKOBBIE 3asBJICHUS C COOIIIOIEHUEM BCEX
OTCTYIIOB ¥l HHTEPBAJIOB

3

3ananue 1.

3aKphITHIM aKIHOHEPHBIM ob0mecTBoM «Bocxoa» (109176, Mocksa, yn. IlonmeBas, a.14, 0¢.324) Obur
odopmiteH 3aka3 Ne 7 Ha MocTaBKy NMPOIYKIMH B COOTBETCTBUHM C 3aKIIOYCHHBIM JOTOBOPOM O IOCTaBKax OT
13.06.2003 Ne 12 n nampagieH B anpec OAO «/TIuamant» (114000, Mocksa, yi. [Ipoctopras, 1. 25, od.14, Tex .168-
93-78, OKIIO 87654321, OT'PH 1234567890098,
WHH/KIIIT 0987654321/123456789). Omnako OAO «/lmamaHT» He CMOTJIO B YyKa3aHHBEIN cpok (28.07.2012)
UCTIOJTHUTH 3aKa3 M3-3a OOJIE3HHU BEIYIIEro COTPYIHMKA OTAENA JOCTAaBKU M ero I eHepanbHbI AupekTop MypomiieB
I'.JI. manpasun uHpOpManuoHHOe TckMo B aapec 3A0 «Bocxom» o mepeHoce CpOKOB HCHOJTHEHHUs 3aka3za Ne 7 ¢
28.07.2012 na 04.08.2012, B xoTopoM Takxke otMeTwit uTo OAO «JlnaMaHT» COTJIacCHO B T€UEHHUE 5 JHEH BBHITIJIATUTD
HEYCTOWKY B COOTBETCTBHHU C I1.4.2 3aKIIFOYEHHOT0 JOTOBOpA O MOCTaBKax. [IMChMO OBUIO COCTABICHO UCIIOTHUTENIEM
CmupHoBo# A. JI. 1 moanuch 3aBepeHa NMevaThio OpraHu3aIum.

3aganue 2.

Ha ocnoBannu llpunoxeHust 6 cocraBbTe NMPETEH3MOHHOE IMHUCHMO TOCTABIIMKY OO0 yImjaTe HEYCTOWKH B
pasmepe 8% OT CTOMMOCTH HEAOMOCTaBJIeHHON mpoaykuuu. [lo morosopy Ne 28/12 ot 30.04.20  moixHO
MOCTYNUTh mpoayKiuu (mudepa) B koia-se 5000 k.M. Ha cymmy 250000, dakTHUeCKH MOCTYIUIO MPOAYKIHH B
koi-Be 4800 kB.M. Ha 240000 pyOireii, 9T0O MOATBEPKICHO HAKIATHOW JKEIE3HOMOPOKHON cTaHmuu Ne 566 ot
02.05.20 . B cBsi3u ¢ HEIONMOCTaBKOM BO3HMKIM YOBITKH OT MPOCTOS M Ha MEPOIPUSATHS 110 JMKBHAALMH ATHUX
yOBITKOB OBIIIO M3pacxopoBaHo pononHUTenbHO 4000py6. IlocraBmmk: ¢upma «bAH» aapec: r.Mocksa Yy
Kyrysosckas 1.125 ten.158-59-63. dupekrop: @.H. Bypkees Ilokymnarens (cocTaBuUTENb NPETEH3MOHHOTO MHCHMA):
¢upma «Mama» r.JleanHoropck PT, yn.I'opskoro 56 ren./dakc 5-89-65,p/c Nel12345678910121415002 B Ganke
«Ax-Bapey r.Jleannoropcka Jupextop: M.C. CeTtukoBa, ri1. oyxranrep I1.0.Kapruna.

3ananue 3.

Ha ocHoBanuM 1aHHBIX 3aJaHus | 0pOPMHUTE OTBET Ha NPETEH3HIO.

Hcnone3ys npuioxkenne 2 oOpMHUTE OTBET Ha IPETEH3MIO COAEPKAIIMH €€ MOJHOE OTKJIOHEHHE MO
NIPUYMHE OTHPABKH MOJHOTO 00beMa NPOIYKIHH, YTO MoaTBepskaato Hakmannoii Ne 589 ot 01.05.20 .




3aganue 4.
Ha ocHoBanuu naHHbIX 3agaHus 2 opopmure MckoBoe 3asBieHue.
Hcnonw3ys npunoxenue 11 opopmure MckoBoe 3asBienne B ApOUTPaXKHBIN CyI.

Ilopsinok BeInoTHEHHS PAOOTHI:

[Ipoananu3upoBaTh MpaBWwia O(GOPMIIEHHS JOKYMEHTOB MPO(ECCHOHAIBHOU  JIEATEIHHOCTH
(coctaBuTh ¥ C MCIIOJIB30BAHUEM KOMITHIOTEPHBIX TEXHOJOTUH U B COOTBETCTBHH C TPeOOBAaHUSIMU
I'OCT P 7.0.97-2016  npeTeH3WOHHBIC NMHUChbMAa W WCKOBBIC 3asBJIICHHS B TEKCTOBOM PEIaKTOPE
Microsoft Word co Bcemu TpeGoBanusiMu 0hOpPMIICHUSI, C OTCTYIIAMH M HHTEpPBAJIAMHU

®opma npeacTaByieHus padoThI:

Odopmiennsie gokymMeHTH B cootBercTBun ¢ 'OCTom 7.0.97.-2016

Kpurepun onenkn:

OueHka
WHAWBHUIYATbH
Pe3ynbTaTHBHOCTE BBITTONTHEHUS 3aJaHUS BIX
JIOCTOKEHUH,
Oast

3aaHue BBIMOJIHEHO MOJHOCTHIO, O€3 3aMeYaHHii 5
3aiaHre BHIMOJIHEHO MOJHOCTHIO, HO UMEIOTCS HECYIIECTBEHHBIC 3aMeUaHMsI 4
3aﬂaHI/IC BBIIMTOJIHEHO, HO UMECIOTCA CYHICCTBCHHBIC 3aMCUaHus, ITOBJICKIINE K HEBEPHOMY PCHICHUTIO 3
3a7aHus

3anaHue He BHITIOJIHCHO 2




[Ipunoxenne 10

TumoBas cxema ImichbMa IMPETCH3UA

HanmMmeHnoBaHnus MNpCAIIpUATHUA 3AKA3HOE
Anpec
Ten. daxc Komy
I[TPETEH3UA
00.00.0000 Ne0O (HaMmeHoOBaHMWe NocTaBLMKA)

O B3bICKaHUU HEYCTOMKH 3a
HE/IOTIOCTABKY U YOBITKH

Cymma npereH3un
pyo.

Cornacno goroBopy (kouTpakty) oT 00.00.0000 No Bama opranuzanus g0pkHa Obuta
[IOCTaBUTh HIPOAYKIUIO
(mepuoz MocTaBKM, CPOK)
B KOJINYECTBE
(HaMMeHOBaHUE) (IITYK,TOHH,METPOB)
HAa CyMMY pyo.
[Tpoxykiust pakTHUECKH MOCTYIHIIA B MEHBIIIEM 00bEME UTO MOITBEPKIACTCS

(YkazaTp TpaHCIIOPTHEIN TOKYMEHT, 1aTy, No)
Henonocraska cocraBuia no neHe Ha CyMMYy pyoO.
(KoJIM4YeCTBO)

B cBsi3u ¢ HeAoNoCTaBKOM y HAc BO3HUKIM YOBITKM (OT MPOCTOS, 3aMEHbI MaTepUasoB,
YMEHBIIIEHUsI 00beMa MPOU3BOCTBA, U3MEHEHHsI aCCOPTUMEHTa U T.JA.) COIVIACHO IpUJIaraeMomy
pacdery.

B cooTBeTcTBHHU € 10OTOBOPOM (KOHTPAKTOM, 3aKa30M) Bam HaIeHUT yIUIaTUTh HEYCTONKY
B pazmepe % CTOMMOCTH HEI0NOCTaBJIEHHON MPOIYKITUI B
CyMMe pyo0. a Bcero pyo.

IIpu3HaHHYO CyMMY IIPOCHM IEPEYUCIINTD Ha HAIll pacYeTHBIN cyeT Ne

B

(HaumeHOBaHME OaHKa)
IIpunoxxenue: 1. Pacuer HeycTONKH.
2. Konust noroBopa (KOHTpaKTa, 3aKa3a)
3. Pacuet yOBITKOB.
4. JIoKyMEeHTbI, TOATBEPKAAI0IINE TPUUNHEHHE YOBITKOB.
5. Haknannas ot Ne
6. Cuer oT «» 20 1. Ne

PykoBoauTens npeanpuarus MOJIMTUCH N.O0.Damunus

['maBHBIM OyxTantep TOIITUCH N.O0.®amunus



[Tpunoxenue 11
OBPA3EIL UCKOBOI'O 3AABJIEHUA.

HanmenoBanmne MMPpEAIIpUATUSA

Anpec npeanpusTus

NCKOBOE 3ASBJIEHUE

00.00.0000

O B3bICKAaHUU HEYCTOMKH 3a HEJIONOCTABKY (IIPOCPOUKY IIOCTABKH)

HIPOAYKLUH

Ilena ncka pyo.

CornacHo 10roBopy (KOHTPAKTY), 3aKJIOYEHHOMY MEX/y HAlIUMU MPEANPUATUAME (3aKa3y,
npunsatoMmy K ucnonHenuo) ot 00.00.0000 Ne TBETYUK HPUHSIT 005S3aTEIBCTBO
IIOCTaBUTh B HIPOAYKIMH HA CYMMY pyo.

JlanHast mpoyK1us ObuIa TOCTABJIEHA HE B ITOJIHOM 00bEME
HepnomnocraBka cocraBuia 1o 1eHe (KOJIM4ecTBO) Ha CyMMY pyoO.
B cBsi3u ¢ 3TMM Hamu ObLIa 3asiBJICHA IPETEH3US OTBETYMKY OT «_ » 20 1. Ne
KOTOpasi UM OTKJIOHEHA IO MOTUBY
(yKaSLIBaIOTC?[ MNPpHUYHUHBI OTKa3a B YAOBJIICTBOPCHUU, HpCTeHSI/II/I)
OTka3 OTBETYHKA B YIOBJIETBOPEHUH MIPETEH3UNU CYUTAEM HEOOOCHOBAHHBIM T10

CJICAYIOMIUMOCHOBAHUAM
(yKa3BIBaIOTCH 06CTOHT6J’ILCTB3, MOATBCPIKAAIOINC HCKOBBIC TpC6OBaHI/Iﬂ)

Ha ocHOBaHWM W3JI0KEHHOTO TIPOCHUM ApOHWTpPaKHBI CyJ B3BICKATh C OTBETYHKA
HEYCTOWKY B pazmepe %, 4TO COCTaBIISIET py0. OT CyMMBI HEIOMOCTaBICHHON
(HEOMOCTAaBICHHON B CPOK) MPOAYKIMU (C YYETOM BOCIOJIHEHMS] HEIONOCTABKM HEYCTOMKa
ymenbiaercs Ha 50% u coctapinseT py0.) u pacxosl o rocnouutuHe 1200 pyo.

IIpunoxxenue:

1. Konust mpereH3uu ot « »20 r. Ne

2. TloutoBas KBUTAHLKS, BBIIIMCKA U3 PEECTPa MOYTOBBIX OTHPABICHUHN U

T.1. 00 OTCBIJIKE MPETEH3UU OTBETUHKY.

3. OTBeT Ha NMPETEH3HUI0, €CIIU OH MOJIyUYeH.

4. TlouToBasi KBUTAHIIMSA, BHIITUCKA M3 pEeCcTpa MOYTOBBIX OTIPABICHUN U

T.I. O HAaIIPaBJIEHUU KOMHUU UCKOBOTO 3asIBICHUS OTBETUHKY.

5. IlnaTexxHO€ MOPYYEHHE O TIEPEUNCIIEHUH TOCYIapCTBEHHON TIOIUTHHBI.

6. JlokyMeHTBI, paHee PUIIOKEHHBIE K TPETEH3UH, TOITBEPHKIAOIINE UCKOBBIE TPEOOBAHHUS.
7. JloroBop (KOHTpPAKT)

PykoBoguTens npeanpusaTus MOJIUCH N.O0.®amunus



Paznen 3. Opranuzanust JOKyMEHTO000pOTa
Tema 3.1.
TexHoI0rMsi 1 NPUHIUNBI OPraHU3AIUH IOKYMEHT0000pOTa

IMpakTnyeckas padora Ne 6
CocraBJ/ieHHe 3TaNOB U oNepaunu 00padoOTKH JOKYMEHTOB

ean padoThi:

OO0pabaTtbeIBaTh U PACIIPEACIISTh BXOAIICIO, UCXOASIICIO U BHYTPEHHEIO JOKYMEHTAIIUH.

PeructpupoBaTh TOKyMEHTHI OpPTaHU3AIMA U CTABUTH MX HA KOHTPOJIb UCIIOTHEHHS C UCTIOIh30BAHHEM
ABTOMAaTHU3UPOBAHHBIX CITIOCOOOB 0OPaOOTKH.

Beimoanus padory, Bl Oyaere:
ymems:
OCBaMBaTh TEXHOJOTUH aBTOMATHU3UPOBAHHOIN 00pabOTKH TOKYMEHTALIUU

MarepuaJIbHO TeXHUYECKOe o0ecIieueHue:

Pabouas 1 IeKIMOHHAS TETpaIy.

ITepcoHa bHBIN KOMITBIOTEDP, TEKCTOBBIH mporeccop Microsoft Word , Microsoft Excel
JlniakTuueckuii MaTepua, cCXeMbl pabOThI C JOKYMEHTaMH U (JOPMBI PETHCTPALIHH.
HNHTtepreT-pecypebl

3aganue:

[IpoBenuTe 00pabOTKY BXOISIIMX, HCXOASAIIMX U BHYTPEHHUX JOKYMEHTOB, ONpEACIUTE ONepalud U
PEKBH3UTHI YYaCTBYIOIIHAE B X OOPaOOTKH.

[IpoBenuTe perucTpanuio TOKYMEHTOB C HCIIOIb30BAHUEM aBTOMATU3UPOBAHHBIX CIIOCOOOB.

Obpabomky 6x005uux, UCXOOAUWUX U 6HYMPEHHUX OOKYMEHMO8
3aoanue 1
OmnpenenuTts MPaBUIBHOCTh TPHEMa U 00PabOTKH TOKYMEHTOIIOTOKOB.
Haiinure Ha BXOZSIIEM, HCXOSIIEM JTOKYMEHTAX, PACCTABICHHBIE PEKBU3UTHI TIOCIIE 00PabOTKH.
PaccTaBbTe PEKBH3WTHI MPABWIILHOW MOCICAOBATEIBHOCTH W MOKXKHUTE HX OOPMIICHHE B TAOJIHIIE .
Haumenosanue peKeuzumos Homwamb, KaxK oH evlenaoum

1 | OTMeTKa 0 HampaBIeHUU TOKYMEHTA B IEJI0

2 | OTMeTKa 0 KOHTpOJIE

3 | PaccmoTpeHue TOKYMEHTa PYKOBOJUTENEM (PE30ITFOLIHS)

4 | OrmeTKa O UCIIOTHEHUH JOKYMEHTa

5 | OTMmeTka o perucTpanny JOKyMEHTa

3aganmue 2
YCTaHOBI/ITe onepaulm pa6OTI)I C BXOJAIMMH, UCXOJAIINMHU 1 BHYTpeHHI/IMI/I ZIOKYMGHTaMI/I.

Pacrmipenenure onepanun o0pabOTKH IO CXEME U COSAMHUTE MX CTPEIIKAMH.

2.1. B opranuzanuto nocrynuio [IMCbMO or BeiecTosmiell opraHu3amnnm.
1.IIpueM, npenBapUTENbHOE PACCMOTPEHUE JOKYMEHTA, IPOCTAHOBKA OTMETKH.
2.Perucrpanus

3. .KoHTponb ncnosiHeHUs

4. UcnonHeHue JOKyMeHTa

5 Ilepenaya MCIIOIHUTENIO

6. [ToammBKa TOKYyMEHTOB B JIEIIO

7. PaccMoTpeHne pyKOBOAUTEIEM (PE3OITIOIIHS)

Cxema padoThI ¢ BXOASAIIMM JOKYMEHTOM



Bun nokymenTtamun | Otaen qenonpou3BoACTBa | PykoBomuTeNb PykoBoaurens Hcnonaurenb
(cexpeTtapnb) MIPEANPUSITHS CTPYKTYPHOTO
noipa3iesieHus

BXO 1IN

—— 2

2.2. BBl MOTyYHIId BXOISANIMNA JOKYMEHT MOCIIC PACCMOTPEHHS PYKOBOJUTEIEM OpPTaHU3AIINY, T1IC B
PE30JTIOIMH OBUTO YKa3aHO 3aJ[aHue IMOJITOTOBUTH OTBETHBIM TOKYMEHT ( TUCHMO)
1. cormacoBanmue;
2. UCTIOJTHEHHE U TIOATOTOBKA IOKYMEHTA;
3. 3a7aHue 10 MOATOTOBKE JOKYMEHTA;
4.moanucanue;
5. oTmpaBKa M PETUCTPAIHS UCXOISIIETO TOKYMEHTA;
6. perucTpanus BXOIAIIETO TOCIe PACCMOTPEHUS PYKOBOIUTEIIEM;
CxeMa padoThI ¢ HCXOASIIUMHE JOKYMEHTAMH

Bun nokymenranuu Creranuct otaena PyxoBonurens Hcnonuurens
JEIIONIPOU3BOICTBA OopraHu3aluu

Hcxonsmmit noxyMeHe

YXOAMT B JPYTYIO
OpraHu3alu

2.3.B¥I sABIIsIETECH UCTIOHUTEIEM I10 MIOPYUYCHHUIO PYKOBOJUTENS CTPYKTYPHOTO OAPA3ACICHHS , HEOOXOANMO
nmoarotoButh ( [TIPUKA3).

1- moamMcaHue WK yTBEpKICHHE JOKYMCHTA,;

2.mopaboTKa JOKYMEHTA;

3.cocTaBleHUE TOKYMEHTA;

4.peructpauus;

5.coriacoBaHme;

6. OTIIPaBKa WJIM PACCBUIKA MO JPYTUM CTPYKTYPHBIM IOJIpa3/ieIeHUsIM;

7. BusupoBaHue.

CxeMa pa0oThl ¢ BHYTPEHHUM T0KYMEHTOM

Hcnonuurens PykoBonuTtenb CTpyKTYypHOTO Crnenuanuct PyxoBonurens
M0/Ipa3JIeJIeHUs OTtaen 1e70NpOU3BOICTBA OpraHu3alu

Pezucmpayuio 00Kymenmos ¢ ucnoib308anuem agmoMamu3up 08aHHbIX Cnocob08 KOHMPOIb UCHOTHEHUS
CYIHCEOHBIX OOKYMEHMO8

3ananue 1.

1.IlpesioskeHHbIE JOKYMEHTHI:

A) paccopTHpyiTe Ha pEerucTpUpyEeMbIe U HE PErHCTPHPYEMBI.

B) IlocTaBpTe JOKyMEHTHI HA KOHTPOJb.

[MokaxuTe OTMETKU MIOCTAHOBKH JIOKyMEHTa Ha Y4eT.

2. IlpoBenuTe PErHCTPALIUIO:

BribepeTe mo0yio komnbioTepHyio nporpammy ( Microsoft Excel, Microsoft Access wiu ap.), cosmaiite GopMbI
perucTpanuu, 3aperucTpUpynTe JOKYMEHTBI , @ TAK)KE OCYIIECTBUTE MOUCK JOKYMEHTOB I10 33/IaHHBIM TTapaMeTpaM.




3.2. Ilpe/uioKeHHbBIE JOKYMEHTHI 3apErUCTPUPYITE B KApTOUHOH (opme.

Jluueras cropoHa 4 CPOK HCIIOTTHEHHA OOBOIUTCA KPYKKOM

123456789101112131415(16)17 18 1920 21 22 23 24 25 26 27 28 29 30 31 |5

Koppecnonaent (aetop)

Jara noayaenns Bxoaammit HoMep Jlata goxyMeHTa Ne zokymenTa

3arooBok (0 gen)

Pezomouns

Hcnonuntens (yKassiBaercs GpaMuIHA H HHHIIHATHI)

ObopoTHas cTopoHa

Xoa ucnoaHenus

Ne gena

3amanme 2

HSy‘II/ITe CUTYyallMIO U OIIPEACINTC, UYbU ,I[eﬁCTBPIiI B TAHHOM CJIy4au MOKHO PACLHCHUTDH KaK HpaBI/IJ'IBHLIC?

JlokymeHT nocTynui B opraauzanuio 20 MapTa, yTo ObII0 3aUKCHPOBAHO B OTMETKE O MOCTYyIIeHHH. Yepes nBa 1 (
22 maprta) B KoHIe pabodero mus ciyxk6a JOVY mepemana TOKYMEHT C pPE3ONIOLMUCH PYKOBOAWTEINS CIECIHAIIICTY
cTpyKTypHOTO noapasaeneHus Kupeesy B.I1. gt ucnionnenns. B pesomronun Obu1 yKa3aH CpOK HCTIONHEHUS — 5 THEH.
K 28 mapra Kupeer B.II. moarotoBus OTBETHBIH JOKYMEHT, ofHako ciyx0a JIOY mnocuuTana, 4To HCHOJHEHHE
JOKyMeHTa NpocpoyeHo. CenuaiucT ¢ 3TUM He COTTIaCUIICs, TaK KaK ObLI YBEpPEH, UTO MCIOIHUI JOKYMEHT BOBPEMSI.

HOpﬂ)lOK BBIIIOJIHCHU A paﬁon:

ITpoananu3upoBaTh NpaBuiIa OpraHU3aluy JOKYMEHT0000poTa U 00pabOTKH JOKYMEHTOB, ONIPEASIIUTE

oreparuu 00paboTKH JOKYMEHTOB.

HSy‘II/IB (l)OpMBI perucTpanu JOKyMCHTOB U IIpaBUJIa 3al1OJIHCHUA, IPOBCAUTC PCrUCTPALUIO C UCIIOJIb30BAHUEM

ABTOMATU3UPOBAHHBIX texHooruid. [TocraBpTe JAOKYMCHTBI Ha KOTPOJIb.

®dopma npeacTaBjieHUus: padoThI:
OdopmiteHHBIE cXeMBI 00paOOTKH U (POPMEI PETUCTPAIINU TOKYMEHTOB.

Kputepun onenkmn:

PeByJ'ILTaTI/IBHOCTB BBITIOJIHCHUA 3aJaHU A

Orenka
WHIUBUAYATbH
BIX
JIOCTHOKCHUH,
Oa

3az[aHHe BEBITIOJIHCHO ITOJIHOCTBIO, 0e3 3amMeuaHuit

5

3az[aHHe BBIITOJITHEHO NOJIHOCTHIO, HO MMCIOTCS HCCYHICCTBCHHBIC 3aMCHUAHMsI

3a,I[aHI/Ie BBIIIOJIHEHO, HO UMCIOTCA CYHICCTBCHHBIC 3aMCEHaHMs, IIOBJICKIINE K HEBEPHOMY PCHICHUIO
3aJaHusA

3a,I[aHI/Ie HC BBIITIOJHEHO

4
3
2




IIpakTnyeckas padora Ne 7
IMoaroroBka 10KyMeHTOB 1Jis1 POPMUPOBAHUS U XPAHEHHS eI

ean padoTsi:
[To3HakOMHUTBCS ¢ TIpaBHIIAMH PACTIONIOXKEHHSI TOKYMEHTOB B Jiene, U (OpMUPOBATh JOKYMEHTa B Jelia
C YIETOM CPOKOB XpaHEHHUSI.

Beimoanus padory, Bl Oynere:
ymems:
— OCYIIECTBISITh XpaHEHUE U TIOUCK TOKYMEHTOB;

MarepuajibHO TeXHUYECKOe ODeclievYeHue:

PaGouas n neximoHHasT TeTpay.

[TepcoHaBHEII KOMIIBIOTEP, TEKCTOBBIN TTporeccop Microsoft Word
Microsoft Excel

JugakTHaecKuii MaTepual, THIIOBBIE ()OPMEI.

HNutepreT-pecypcbl

3aganue:

IIpoBenuTe OpraHU3anUi0 ONEPATHBHOTO XpaHEHHsA JOOKYMEHTOB M OIPEICIINTE IPaBUIBHOCTh
(hopMHpOBaHUs JOKYMEHTOB B JIeJa.

Onpenenure NPaBUIBHOCTh C(HOPMUPOBAHHOTO JIEJIa U ITOATOTOBICHHBIX YYSTHBIX JOKYMEHTOB.

3ananue:

1. Ilpoananusupyitme u noachume CIeLyOLUYIO0 CUTYaLUIO.

s ynoOcTBa paboThl Kaxabld cneruanuct, padotatommii B OO0 «Cdepa», 3aBoaut ceOe Mmamnkwu,
Ky/la B TEYCHHE OIpENEICHHOTO MEepruoja BKIAAbIBAET COOTBETCTBYIOLIME JOKyMeHTH. Ha o00mokkax
3aIUCHIBAIOTCS (DaMUIUS U MHULNAJIBI UCIIOTHUTENS, a TAKKe TE MJIM MHBIE HAIIPABJICHUS €T0 NEeSTEIbHOCTH,
Harpumep: MBanos I1.P. M3roToBneHNe U yCTaHOBKA PEKIAMHBIX IIIUTOB.

Taxkum o6pa30M, B MAIKS HAKAIJIMBANOTCA pa3JIM4YHbIC JOKYMCHTBI, KaCarOmMECss PCHICHUA AaHHOI'O
BOIIPOCA: NMHCHBMAa-TIPEIJIOKEHUA, NMHCbMa pPEKJIaMaliy, OTBETHHIE NHCBMAa pPA3JIMYHBIX OpraHU3alui U
MPENNPUATHIN, TOTOBOPEL, akThl U Ap. Korga NOKyMEHTOB CTaHOBUTCS CIMILIKOM MHOIO, 3aBOJMTCS BTOpas
narnka ¢ aHaJOTMYHOH 3alUCh0 Ha 00JI0XKKe ¢ To0aBiIeHreM ee HoMepa, Hanpumep: MBanos I1.P

W3roroBnenne n ycTaHOBKA peKIaMHBIX IUTOB. Ne2 . B kOHIIe rofa Manky ¢ JOKyMEHTaMH IEpeatoT
CEeKpeTaplo, KOTOPBIM IOMelIaeT UX B O0IIKH 1Kad, B OTAEICHUS, I1€ XPAHATCS JOKYMEHTHI OTPEIEIEeHHBIX
cnenuanucToB. CocTaB M KOJTUYECTBO JOKYMEHTOB B K)KJOW MAlKe HUKEM HE YYUTHIBAIOTCSI.

Kak MOXHO oxapakTepu3oBaTh CUCTEMY (OPMUPOBAHHUS JIEN ¥ ONEPATHBHOTO XPaHEHHsSI JJOKYMEHTOB
B obmectBe? Kakum oOpa3oM oHa moJbKHA OBITH OPraHM30BaHAa, YTOOBI MOXKHO OBUIO JIETKO HAaXOIUTh
HYXHBIC TOKYMCHTBI U UCKIIIOYUTHh BO3MOKHOCTb UX HOTepI/I?

2. Cornacho IlpaBunam 2015 oopmure yueTHbIE TOKYMEHTBI AJIS JIEJT
( moxKyMeHTOB) Ha OyMa)KHOM HOCHTEJE:

CocraBbTe BHYTPEHHEIO ONNCH TIOKYMEHTOB:
CocraBbTe JIHMCT-3aBEPUTEIND AeTIa.
OdopMuTh 00JI0KKY JI€T1a IOCTOSHHOTO, JOJITOBPEMEHHOTO XPAaHEHMS. - HCTIONIb3YS yCTaHOBIEHHYIO

popmy.

Ilopsinok BbInoHEeHUs padoOTHI:
1. Omnpenenute cHOPMUPOBAHHOCTS JIeNa U ITPOIIECC OPTaHU3aIUH.
2. Odopmute JOKyMEHTHI Jera.

@opma npeacTaBIeHUs1 padoThI:
OdopmiieHHBIE TOKYMEHTHI Jea.



Kpurepumn oneHku:

OrneHka
WHIUBUAYATbH
Pe3ynbTaTHBHOCTE BBITIOJHCHHUS 3aaHUS BIX
JIOCTHKCHUH,
Gat

3aaHue BBIMOJIHEHO MOJHOCTHIO, O€3 3aMeYaHui 5
3aiaHre BBIMOJHEHO MOJHOCTHIO, HO HMEIOTCSI HECYIICCTBCHHBIC 3aMECUaHuUs 4
3aaHue BBIMOIHCHO, HO UMCIOTCS CYIICCTBCHHBIC 3aMEYaHUs, MTOBJICKIITNE K HCBEPHOMY PEIICHHIO 3
3a1aHus

3aaHue He BBITOJHEHO 2




Tema 3.2.
TexHoJI0rMsI ABTOMATHU3MPOBAHHOI 00pPa0OTKH JOKYMEHTAIIUN

IpakTnyeckas padora Ne 8
Ilepenaua nndopmanum U cpeAcTBA TeTeKOMMYHUKAIMOHHBIX TEXHOJIOTHII B 3JIEKTPOHHOM
JOKYMEHT0000poTe

ean padoThl:
[To3HaKOMUTBCS C CEpPBUCAMH TEICKOMMYHHUKAITHOHHBIX TEXHOJIOTHIA,

Beimoanus padory, Bl Oyaere:

ymemb:

— OCBaMBaTh TEXHOJIOTUH aBTOMATU3UPOBAHHOW 00pabOTKU JOKYMEHTALIUH

—HCTOIH30BATh TEIEKOMMYHUKAIIMOHHBIC TEXHOJIOTHH B AJICKTPOHHOM JJOKYMEHTOO0O0POTE;

MaTepuajibHO TeXHHYecKOe o0ecrneyeHue:

Pabouas u neknuoHHas TeTpanau.

HupakTuueckuili MmaTepuan

[epconanbHBIN KOMITBIOTEpP, TEKCTOBBIN Mpoleccop Microsoft Word
HNutepreT-pecypcbl

3aganus:
3ananue 1
Bribepute cucteMbl 3J€KTPOHHOTO JJOKYMEHTO000pOTa METOAOM H3YyUSHHS OTKPBITOH WHPOPMAIIUK B CETH
WNHureprer. HM3yunre cailThl POCCHUHCKMX INOCTAaBIIMKOB IIPOIPAMMHBIX IPOAYKTOB C HCIIOJIB30BAaHUEM
MPUBEAECHHOr0 HIDKE alropurMa aerdctsuid. Crenaiite BBIBO.

HasBanue Crnucox ITpumepsl Cxpuniiots! | Buneo- Hemo- LenoobpazoBa
BO3MOXHOCTEH UCIIONbB30- pOJIUKK | BepcHUs | HUE
BaHUS

Verdox

Optima
Workflow

TE3UC

MOTHB

1C-
JoxymeHnTo-
o0opoT

WSS Docs

BOCC-
Pedepent

DocLogix

3ananue 2.
1. Boiiaure B MHPOPMAIIMOHHO — MOUCKOBYIO CHCTEMY, C KOTOPOIl 3HAKOMBI HJIM KOTOPYIO BHI HCIIONb3YeETe,
W HaluTe ONpeAesIeHus CAeYIOUINX MOHITUI U 3alIUIIUTE B TAOIUILY:

Bunwl nouaruit OmpeneneHre U Ha3HAYCHHUE
ANEKTPOHHAS
moura
WHTEpHET —
tenedoHus
TeNneKoH(epeHIus

bopymbl




2.Co3/1aTh CBOIO 3JICKTPOHHYIO MOYTY WJIHM HCIIONB3YHTE yiKe JNEHCTBYIOIIYIO, BHIOCPUTE MOJTOTOBICHHBIC
paHee JOKYMEHTHI (muchMa, mpukasbl.) OtmnpaBeTe 4 3JICKTPOHHBIX JOKYMEHTa CBOMM JPY3bsSM Ha
AJIEKTPOHHEIC ajipeca. 3aQUKCUPYHTE OTIPABICHHBIC JIOKYMEHTBI CKPHHIIIOTOM .

3. 3aiinure Ha GopyM Kakoro — JuUOO caiTa WM HaWguTe GOpPyM CBOCH CIELUANIBHOCTH M OCTaBbTE CBOM
KOMMEHTApHUH.

3adukcupyiite AEUCTBUS CKPHHIIOTOM.

CocTaBbTe IEKTPOHHBIM OTYET B BHJIE CKPHHIIIOTOB M OTIIPABHTE B CETEBYIO IMAIIKY.

Iopsinok BeIMOTHEHHS PA0OTHI:

Wzyunte xapaktepucTuk u BeiOepure Hambonee dpdexktuBHyIo C3JI  COOTBETCTBYIOUIYIO
COBPEMEHHBIM TPEOOBAHUIM JCIOMPOU3BOJICTBA. 3aMTOIHEHHYIO TaOJIHIy U BBIBOJ BHECUTE B JICKTPOHHBIN
OTYET.

BeImonHuTe paboTy ¢ UCIONB30BaHHEM TEICKOMMYHHUKAIIMOHHBIMU CPEJICTBAMHU PE3YJIbTATHl paOOTHI
BHECHTE B JJICKTPOHHBII OTYET.

dopma npeacTaBjieHus: padoThbI:
OdopMIICHHBII 3JIEKTPOHHBIN OTUET.

Kpurepun oneHku:

OrneHka
WHAWBUAYAJbH
PeSyJ’ILTaTI/IBHOCTL BBITIOJIHCHUA 3aJaHUA bIX
JIOCTOKEHUH,
Oast
3aaHue BBIMOJIHEHO MOJHOCTHIO, O€3 3aMeYaHHii 5
3aiaHre BHIMOJIHEHO MOJHOCTHIO, HO UMEIOTCS HECYIIECTBEHHBIC 3aMeUaHMsI 4
3aﬂaHI/IC BBIIMNOJIHEHO, HO UMEIOTCA CYHICCTBCHHBIC 3aMCUaHus, ITOBJICKIINE K HCBEPHOMY PCUICHUIO 3
3a7aHus
3agaHue He BHITIOJIHCHO 2
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