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1 OBIIASI XAPAKTEPUCTHUKA PABOYEH NMPOTPAMMBI YYEBHOU JUCHUITIJIAHBI
«/JOKYMEHTALIMOHHOE OBECIIEYEHUE YIIPABJIEHUS»

1.1 Obs1acTh NPpUMEHEHHUS TPOrPAMMBI

PabGouast mporpamMma y4eOHOW OUCHUILIMHEI «/{OKyMeHTAlMOHHOe ofecredeHHe YNPaBJIEHUS
SBJIAETCS YacThIO IIPOIPaMMBbl MOATOTOBKU CHELUAIMCTOB CPEAHEr0 3BE€Ha 10 cnenuanbHocTd 38.02.01
DKOHOMHKAa W Oyxranrepckuil yder (mo otpacism). PaGouas mporpamma cOCTaBieHa Ml 3a0YHOM
(hopMBI 00yUCHHSI.

1.2 MecTO0 AUCHMILVIMHBI B CTPYKType NPOrpaMMbl INOATOTOBKH CHEHHAJHMCTOB CPeAHEro
3BeHa

VYyeOHas jucuuiuiiHa ««/JokyMeHTanHMOHHOe o0ecneyeHne YNPaBJIEHHMA» OTHOCUTCS K
o0menpodecCHOHAIBHOMY  YYE€OHOMY ITUKITY.

JucuumiuHa «/JloKyMeHTalnoHHOe o0ecrieyeHre YIPaBJIeHHs SBJISETCS MPEALIECTBYIOMIEH IS
W3YYECHUS CIEAYIOUIMX YYeOHBIX AUCHMIUINH, npodeccuoHanbHbix Moaynei: OIIL.07. Hanoru u
Hasorooboxenue; [IM.01. JlokymMeHTHpOBaHHE XO3SHCTBEHHBIX ONEpalMii M BEJCHHE OyXTralTepCKOTO
yueta akTuBOoB opranHuzauuu; [IM.02. Begenue Oyxrairepckoro y4yeTa HCTOYHHKOB (DOPMUPOBAHUS
aKTHBOB, BBIITOJIHEHHE PA0OT 10 MHBEHTAPU3ALMU AKTUBOB M (PUHAHCOBBIX 00sI3aTEIHCTB OPraHU3aALUU
[IM.04. CocraBienue 1 UCIIOJIb30BaHUE OyXrantepckoil ((GuHAHCOBOM) OTYETHOCTH.

1.3 Leap n miianupyembie pe3yJibTaThl 0CBOCHHUS M CHHUIIJIMHbBI:

ConepxaHue JUCHUIUIMHBL OPHEHTHPOBAHO HA IMOJATOTOBKY OOyYaromuxcs K OCBOCHHUIO
npoeCCUOHATBHBIX ~ MOJYJEeH HIporpaMMbl IMOJATOTOBKM  CHELMAIMCTOB CPEIHEro 3BEHa 10
CTIEIUAITBHOCTH M OBJIAJICHUIO CIEAYIONIMMHU OOIIUMHU M MTPO(HECCHOHATTEHBIMU KOMITETCHIIUSIMHU:

IIK 1.1. O6pabarbiBaTh NEepBUYHBIE OYXTaNTEPCKUE JOKYMEHTHI.

I1IK 1.2. Pa3pabarbiBaTh U COIJIaCOBBIBATH C PYKOBOJICTBOM OpraHU3alMM paOOuuil IUIaH CUETOB
OyXTraJTepCKOTO y4eTa OpraHu3alHH.

I1K 2.1. ®opmupoBaTh OyXxrajiTepckue MPOBOAKHU M0 Y4eTy MCTOUHUKOB aKTUBOB OPraHU3allMU Ha
OCHOBE paboyero IaHa CYeTOB OYXTralTepCKOro yyera.

IIK 2.2. BpINOAHATS NOPYUYEHUS PYKOBOJCTBA B COCTABE KOMUCCUU 10 MHBEHTApU3allUA AKTHBOB B
MeCTaX UX XpaHEHHUS.

IIK 2.6. OcymecTBisTh cO0p MHPOPMALUU O AESITEIBHOCTH 00bEKTa BHYTPEHHETO KOHTPOJIS IO
BBITIOJTHEHUIO TPEOOBAHU TPAaBOBOM M HOPMATUBHOM 0a3bl U BHYTPEHHUX PETJIaMEHTOB.

I1K 2.7. BbINOAHATE KOHTPOJIBbHBIE MPOLEAYPHl U UX JTOKYMEHTHPOBAHUE, TOTOBUTH U O(OPMIIATH
3aBepuIaloIIie MaTeprabl 0 pe3ysibTaTaM BHYTPEHHETO KOHTPOJIS.

I1IK 3.2. OdopmisATh MiIaTeXHbIE JTOKYMEHTHI JJIs MEPEYUCIeHHs] HAJIOroB U cOOpPOB B OOJDKET,
KOHTPOJIMPOBATh UX MPOXO0KIEHUE 0 PACUETHO-KACCOBBIM OAaHKOBCKUM OIEpAIUIM.

K 3.4. Odopmisarh mniaTexHble JTOKYMEHTbl Ha IIEPEUUCIIEHHE CTPAaXxOBBIX B3HOCOB BO
BHEOIO/UKETHbIE (DOHIBI M HAJOrOBBIE OpPraHbl, KOHTPOJIMPOBATh HX IPOXOXKIEHHE I10 PacyeTHO-
KaCCOBBIM 0QHKOBCKHM OIIEpALIHSIM.

I[IK 4.2. CocraBiasate ¢opMbl Oyxranrepckoil ((pUHAHCOBOI) OTUETHOCTH B YCTaHOBJIEHHBIE
3aKOHOJATEIBCTBOM CPOKH.

IIK 4.3. CoctaBisate (OTYETH) W HAJIOTOBBIE JEKJIApallid 1O Hajoram W cOopam B OIOKET,
YUUTBIBasi OTMEHEHHBIM eauHbIN couuanbHbll Hamor (ECH), oTueTel mo cTpaxoBbIM B3HOCaM B
roCy/lapCTBEeHHbIE BHEOIO/DKETHbIE (OHIBI, a Takke (OPMbI CTATUCTUYECKOW OTYETHOCTH B
YCTaHOBJIEHHBIE 3aKOHOIaTEILCTBOM CPOKHU.

I[IK 4.6. AnanusupoBaThb (PUHAHCOBO-XO3AWCTBEHHYIO [I€ATEIbHOCTh, OCYILECTBISATH AaHAIU3
uH(pOpMaINH, MTOJTYYEHHOH B X0J1€ MPOBECHU KOHTPOJIBHBIX MPOLEYP, BHISBICHUE U OI[EHKY PUCKOB.

[IK 4.7. IlpoBOAWTH MOHUTOPHHI YCTPaHEHUs MEHEPKMEHTOM BBIBICHHBIX HAPYIICHUH,
HEJ0CTaTKOB U PUCKOB.

[1K 6.2. BecTn kaccoByI0 KHUT'Y ¢ COOCTBEHHOI KaCCOBOM OTYETHOCTHIO.
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OK 01 Bribuparb cnocoObl pemieHus 3afad NpoQecCHOHANTbHON NeATETbHOCTH MPUMEHUTEIBHO K
Pa3IMYHBIM KOHTEKCTaM.

OK 02 OcymecTBisiTh MOHUCK, aHAIM3 W WHTEPHpPETANHI0O HHPOPMAIUH, HEOOXOTUMOH JUis
BBITIOJTHEHUS 33/1a4 NPOodeCCHOHATBHON AesITEeIbHOCTH.

OK 03 I[TnanupoBaTh U peaTu30BbIBaTh COOCTBEHHOE PO(ECCHOHATLHOE U JIMYHOCTHOE Pa3BUTHE.

OK 05 OcymecTBisTh YCTHYI0O U MNUCbMEHHYIO KOMMYHHUKAIlMIO Ha TOCYJApCTBEHHOM SI3BIKE
Poccwuiickoit @deneparuu ¢ yaeToM 0COOCHHOCTEH COMMALHOTO U KYJIBbTYPHOT'O KOHTEKCTA.

OK 09. Mcnonb3oBaTh HHGOPMAIIMOHHBIC TEXHOJIOTUH B TPO(HECCHOHATLHOMN NEITEIbHOCTH.

OK 10 INonp3oBaTbes mpodecCHOHATBHONW JOKYMEHTAlMell Ha TrOoCylapCTBEHHOM M HWHOCTPAHHOM
SI3BIKAX.

Koo IIK/ OK Ymenusn 3nanusn
IIK 1.1. O6pabaTbiBaTh V1. obopMIIsITh JOKYMEHTAIIHIO B 31. TpeboBanHms K
MEPBUYHBIC OYXTaITEPCKUE | COOTBETCTBUU C HOPMATHUBHOM COCTaBIICHUIO ¥ O(hOPMIICHUIO
JIOKYMEHTBI 0a30ii, B T. 4. C UCIIOJIb30BAHUEM JIOKYMEHTOB;
MH(OPMALIMOHHBIX TEXHOJIOTHUI; 32. cucteMsl
VY2. ucnonp3oBath JOKYMEHTAIMOHHOTO
YHUPUITUPOBAHHBIC (DOPMBI obecrieueHus yrpaBiacHUs;
JIOKYMEHTOB KJIacCU(UKALIHUIO0 TOKYMEHTOB
[IK 1.2. Pa3zpabaTsiBaTh 1 V4. ocBanBaTh TEXHOJIOTUHU 33. nmousATHe, LU, 3a0a41 U
COTJIACOBBIBATH C aBTOMATU3UPOBAHHON 00paboTKU MPUHIIUIIBI
PYKOBOJICTBOM JIOKYMEHTAIUU JIEIONPON3BO/ICTBA

OpraHu3anuy paboumii MIaH
CUETOB OYXTaJITEPCKOTO
ydera OpraHu3aluu

[IK 2.1. ®opmupoBaTh V1. opopMIsTh JOKYMEHTAIIUIO B 34. OCHOBHbBIE IOHSTHUSI
OyXranTepckue MpoBOAKH COOTBETCTBUM C HOPMATHUBHOM JIOKYMEHTAI[MOHHOT'O
M0 y4eTy UCTOUHUKOB 0a30M, B T. 4. C UCIIOJIb30BaHHEM oOecTieYeHus yrpaBIIeHS,
aKTHBOB OPraHM3aLMHU Ha UH(POPMALIMOHHBIX TEXHOJIOTUHA; 35. opranuzanuio
OCHOBE pabouero IiaHa V2. ucnonp3oBarhb JIOKYMEHTO000pOTa: PHUEM,
CUETOB OYXTaJITepPCKOTO yHU(ULIIPOBaHHBIE (POPMBI 00paboTKy, perucTpanuio,
ydera JIOKYMEHTOB; KOHTPOJIb, XpaHEHHE

V3. ucnonb30BaTh JIOKYMEHTOB, HOMEHKJIATYpy

TEJIEKOMMYHUKAI[IOHHBIS nen

TEXHOJIOTUH B 3IEKTPOHHOM

JIOKYMEHTOO000pOTE;

V¥5. oCyleCTBIATh XpaHEHUE U
MOMCK JIOKYMEHTOB

[IK 2.2. BbINOJHATH V¥2. ucnonp30Barth 32. cucteMsbl
MOPYYEHUsSI PYKOBOJICTBA B | YHUPHUITUPOBAHHBIE (POPMBI JIOKYMEHTAIMOHHOT O
COCTaBE KOMHUCCHUU T10 JIOKYMEHTOB; obecrieveHus ypaBIeHUS;
VHBEHTapHU3aluy aKTUBOB B | Y 3. HCIIOJIB30BATh KJIacCU(UKALINIO
MeCTaX WX XpaHECHUS TEJIeKOMMYHUKAIIMOHHBIS JIOKYMEHTOB;
TEXHOJIOTHH B DJIEKTPOHHOM 34. OCHOBHBIE MOHATHUS
JIOKyMEHTO000pOoTe JIOKYMEHTAIMOHHOTO
o0ecrnievyeHus yrnpaBiIeHUs
[IK 2.6. OcyuiecTBasTh V3. ucnoabp30BaTh 34. OCHOBHEIE TTIOHATHS
cOop uH(opmaIuu o TETIEKOMMYHUKAITHOHHBIC JIOKYMEHTAIMOHHOTO
JeSITeNbHOCTH 00bEKTa TEXHOJIOTHH B JIEKTPOHHOM oOecrievyeHus yrpaBIeHUS;
BHYTPEHHEI0 KOHTPOJIS [0 | JOKYMEHTO000pOTE; 35. opranuzanuio
BBHITIOTHEHUIO TPeOOBaHU V4. ocBanBaTh TEXHOJIOTUU JIOKYMEHTO000pOTa: TIPHEM,
MIPaBOBOM M HOPMATUBHOU aBTOMAaTHU3UPOBAHHONW 00pabOTKH 00paboTKy, pErUCTPAIIHIO,
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0a3bl 1 BHYTPEHHUX
pETIIaMEHTOB

JIOKYMEHTAITU!

KOHTPOJIb, XPaHEHUE
JIOKYMEHTOB, HOMEHKJIATYPy
Jen

IIK 2.7. BuIoJIHATE
KOHTPOJIbHBIC TTPOLICTYPHI U
WX JIOKYMEHTUPOBAHUE,
TOTOBHUTH U 0DOPMIISITH
3aBEepILIAIOIINE MaTePUAIIbI
10 pe3yabTaTaM
BHYTPEHHET0 KOHTPOJIS

V4. ocBanBaTh TEXHOJIOTUU
aBTOMAaTHU3UPOBAHHONW 00pabOTKH
JIOKYMEHTAIUH;

V5. ocylecTBisTh XpaHEHHUE U
MIOWCK JIOKYMCHTOB

35. opranu3zaiuio
JIOKYMEHTO000POTa: IIPHEM,
00paboTKy, perucTpaIuio,
KOHTPOJIb, XpaHCHHE
JOKYMEHTOB, HOMEHKJIATypy
nen

IIK 3.2. Odopmarth
IUTATE)KHBIC JOKYMEHTBI JJIsI
MIEPEYHCIICHUS] HAJIOTOB U
cOOpOB B OIOKET,
KOHTPOJIMPOBATH UX
MIPOXOKJICHHE 110 PACYCTHO-
KacCOBBIM 0aHKOBCKHM
oreparsamM

V1. obopMIIsITh JOKYMEHTAIIMIO B
COOTBETCTBUU C HOPMATUBHOU
0a30ii, B T. 4. C UCIIOJIb30BAHUEM
WH(OPMAIIMOHHBIX TEXHOJIOTHH;
V¥2. ucnonap30Bath
VHUPUITUPOBAHHBIC (DOPMBI
JIOKYMEHTOB

31. TpeboBanHMs K
COCTaBJICHUIO ¥ 0(OPMIICHUIO
JIOKYMEHTOB;

32. cucteMsl
JOKYMEHTAI[HOHHOTO
oOecrnieueHus yrnpaBIeHUS;
KJIacCH(UKAIUIO JOKYMEHTOB

I1K 3.4. OdopmasaTh
TJIATeKHBIC JJOKYMEHTHI Ha
MIEPEYMCIICHUE CTPAXOBBIX
B3HOCOB BO BHEOIOKETHBIE
(OH/IBI ¥ HAJIOTOBBIE
OpraHbl, KOHTPOJIUPOBATH
HX MPOXOXKJICHHUE 110
pacdeTHO-KacCOBBIM
OAHKOBCKHM OIIepaIfsam

V1. opopMIsTh TOKyMEHTAIUIO B
COOTBETCTBUU C HOPMAaTUBHOU
0a30ii, B T. 4. C KCIIOJIL30BAHUEM
MH()OPMAIIMOHHBIX TEXHOJIOTHUIA;
V2. ucnons30BaTh
VHUPUITUPOBAHHBIC (DOPMBI
JIOKYMEHTOB

31. TpeboBaHus K
COCTaBIJICHUIO ¥ 0(OPMIICHUIO
JOKYMEHTOB;

32. cucteMsl
JOKYMEHTAI[IOHHOTO
oOecrnieueHus yrnpaBIeHUS;
KJIacCH(UKAIUIO JOKYMEHTOB

I1IK 4.2. CoctaBnats hopmMbl
OyXrainTepckoi
(puHAHCOBOI) OTYETHOCTH
B YCTaHOBJICHHBIE
3aKOHOJIaTE€JILCTBOM CPOKH

V1. opopMisiTe JOKyMEHTAIUIO B
COOTBETCTBUU C HOPMATHUBHOM
0a3oii, B T. 4. C UCIIOJIb30BAaHHUEM
UH(POPMALIMOHHBIX TEXHOJIOTUH;
V2. ucnonp3oBathb
yHU(DULIIPOBaHHBIE (POPMBI
JIOKYMEHTOB;

V4. ocBauBaTh TEXHOJIOTUH
aBTOMATHU3UPOBAHHOW 00pabOTKU
JIOKYMEHTalluU

31. TpeboBanus K
COCTaBIECHUIO ¥ O(hOPMIICHUIO
JIOKYMEHTOB;

32. cucTeMEbl
JIOKYMEHTAIMOHHOTO
o0ecrieueHus yrpaBIeHUS;
KJ1accu(puKaimio
JTIOKYMEHTOB;

33. nmousATHe, LU, 3a0a41 U
TIPUHITUITBI
JICJIONIPOU3BOJICTBA

IIK 4.3. CocraBisaTh
(OT4eThI) U HAJIOTOBbHIE
JeKJIapaly 1o HajJoraM u
cOopam B OIOTKET,
YUUTBHIBAasE OTMEHEHHBIN
€TUHBIA COITMAIBLHBIA HAJIOT
(ECH), otuetsl o
CTPaxOBBIM B3HOCAM B
rocyJapCTBEHHbBIE
BHEOIOKETHBIE (DOH/IBI, a
TaKxe (OpMbl
CTaTHUCTHYCCKOU
OTYETHOCTH B
YCTaHOBJICHHBIC

V1. ohopMiATh JOKYMEHTALHIO B
COOTBETCTBUM C HOPMAaTHBHOU
0a30M, B T. 4. C UCIIOJIb30BAaHHEM
MH(OPMALIMOHHBIX TEXHOJIOTUH;
V2. ncronp3oBarhb
YHUPUIIUPOBAHHBIE (DOPMBI
JIOKyMEHTOB

31. TpeboBaHus K
COCTaBJICHUIO ¥ O(hOPMIIEHUIO
JIOKYMEHTOB;

32. cucTeMbl
JOKYMEHTAI[HOHHOTO
oOecrnieueHus yrnpaBIeHUS;
KJIacCU(UKAIUIO IOKYyMEHTOB




3aKOHOAATCIbCTBOM CPOKHU

[IK 4.6. AnanuzupoBaTh
(UHAHCOBO-X03HCTBEHHYIO
NeSITeTbHOCTbD,
OCYILLECTBIIATh AHAIU3
uHpOpMaINH, TTOTyYCHHON
B XO7/I€ IPOBE/ICHUS
KOHTPOJILHBIX PO,
BBISIBIICHHE U OLEHKY
PHCKOB

V3. ucrnonp3oBarh
TEJIEKOMMYHUKAI[MOHHBIE
TCXHOJIOTHUHU B 3JICKTPOHHOM
JIOKYMEHTOO000pOTE;

V5. ocymecTBIATh XpaHEHUE U
HIOUCK JJOKYMEHTOB

33. noHATHE, LICNH, 330291 1
TIPUHITUTIBI
JIEIONIPOU3BO/ICTRA;

34. OCHOBHBIC TTOHSITHUS
JOKYMEHTAIMOHHOTO
obecrieueHus yrpaBicHUs;
35. opranuzaiuio
JIOKYMEHTOO0O0pOTA: TIPUEM,
00paboTKy, pEeruCTPALIHIO,
KOHTPOJIb, XpaHCHHE
JIOKYMEHTOB, HOMEHKJIATYPY
Jen

[IK 4.7. TIpoBoauTH
MOHHUTOPHHT YCTPaHEHUS
MEHEIKMEHTOM
BBISIBJICHHBIX HAPYIICHHIA,
HEJIOCTaTKOB U PUCKOB

V4. ocBanBaTh TEXHOJOTHU
aBTOMAaTHU3UPOBAHHONW 00pabOTKH
JIOKYMEHTAIUH;

VY35. oCcyliecTBasATh XpaHEHUE U
TIOWCK JIOKYMCHTOB

33. noHATHE, LICNH, 330294 U
TIPUHITUTIBI
JIEIIONIPOU3BOICTRA;

34. OCHOBHBIC TTOHSITHUS
JIOKYMEHTAI[MOHHOTO
oOecrieueHus yrpaBIcHUS;
35. opranu3zaruio
JIOKYMEHTO000pOTa: IPUEM,
00paboTKy, pETUCTPALIHIO,
KOHTPOJIb, XpaHCHHE
JIOKYMEHTOB, HOMEHKJIATYPY
Jen

[IK 6.2. Bectu xaccoByto
KHHUTY C COOCTBEHHOM
KaCcCOBOU OTYETHOCTBHIO

V1. ohopMIATh TOKYMEHTALIUIO B
COOTBETCTBUH C HOPMATHBHOMN
0a3oii, B T. 4. C UCIIOJIb30BAaHHUEM
WH(OPMAIMOHHBIX TEXHOJIOTHI

31. TpeboBanus K
COCTABJICHUIO ¥ O(OPMIICHUIO
JIOKYMEHTOB

OK 01 Ber6upath ciocoObl
peleHus 3a1a4
npo¢ecCuOHAITBHON
JeSTeNbHOCTH
MPUMEHUTETHHO K
Pa3IUYHBIM KOHTEKCTAM.

V01.1 pacnio3HaBaTh 3a1a4y U/Uiau
npo6aeMy B pohecCHOHAIbHOM
U/WIH COIIMAIbBHOM KOHTEKCTE;
Y01.4 BIABAATH U 3PPEKTUBHO
UCKaTh UH(POPMAIIHIO,
HEO0XO0IUMYIO JIsl pELIeHUs 3a7jaui
1/Wau IpoOeMbl

VY01.11 ouenuBars pe3ynbTar u
IOCJIEICTBHUS CBOUX NEUCTBUU
(caMOCTOSITENbHO MITH C TIOMOIIBIO

301.1 akTyanbHBIN
npoheccCuoHaNbHBIN U
COIIMATLHBIN KOHTEKCT, B
KOTOPOM MPUXOJAUTCS
pabortatb

301.3 oCHOBHBIE HICTOYHUKH
uH(pOpPMaIlUU U PEeCypCh JUIs
301.8 nopsa0K OLEHKH
Pe3yJIbTaTOB PELICHUs 3a/1a4

OK 02 OcymiecTBasiTh V02.3 mianupoBaTh Npouece 302.1 HomeHknaTypa
MIOMCK, aHAJIU3 U MOUCKA; UH(GOPMaIMOHHBIX
HAHTEPIPETALALO V02.5 BeiienaTh Hanbomee HWCTOYHUKOB MPUMEHSIEMBIX B
uH(popManuy, 3HAYMMOE B MIepeyHe HHPOPMALIUU npodeccuoHaIbHON
HE0OXO0TMMOM ISt NeSITeNIbHOCTH;
BBIIIOJIHEHUA 33124 302.2 npuemsl
npodeccroHanbHOM CTPYKTYpUPOBAHHUS
JESITEIBHOCTH. uH(bOpMaIuu

OK 03 ILltanupoBaTs u V03.1 onpenensars akTyaabHOCTb 303.1 conepxxanue
peann30BbIBaTh HOPMAaTHUBHO-TIPABOBOM aKTyaJIbHOW HOPMATHUBHO-
COOCTBEHHOE JIOKYMEHTaIu! B MPaBOBOM JOKYMEHTAIIHH;

npoeccuoHaAIbHOE U

pohecCHOHANLHOM e TeNbHOCTH,

303.2 coBpeMeHHast Hay4Has
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JIMYHOCTHOC PAa3BUTHC

V¥ 03.2 npuMeHATh COBPEMEHHYIO

HAY4YHYIO TPo(eCcCHOHATBHYIO
TEPMHHOJIOTHIO

1 ipodecCuoHaIbHAS
TCPMUHOJIOTUA

OK 05 OcymiecTBasTh
YCTHYIO U TUCBMEHHYIO
KOMMYHHUKAIMIO HA
TOCYJapCTBECHHOM SI3BIKE
Poccuiickoit denepanuu ¢
y4eTOM 0COOCHHOCTEH
COILIMAJIEHOTO U
KYJIbTYPHOTO KOHTEKCTA.

V05.3 uznaraTb CBOM MBICIU U
0OPMIIATH TOKYMEHTHI I10
npodeccCHOHATLHON TeMaTUKE Ha
TOCYJapCTBECHHOM SI3bIKE

305.8 mpaBuiia oopmIiIeHUS
JOKYMEHTOB

OK 09 HUcmionp3oBarhb

Y 09.3 nposiBsITh KylbTYpY

309.3 HOpMBI

nH(pOpMaIMOHHBIE nH(pOpMaIMOHHOM 6€30IMacHOCTH uH(pOpMaITMOHHON

TEXHOJIOTHH B MIPH UCTIOJIb30BAHUN 0€30MMacHOCTH MPU

npodeccnoHanbHOM MH(OPMaLIMOHHO- UCIOJIb30BaHUU

JeSATEILHOCTH KOMMYHHKAITUOHHBIX TEXHOJIOTHIA UH(POPMAITMOHHO-
KOMMYHHKAITMOHHBIX
TEXHOJIOTHI

OK 10 ITonb3oBaThCs ¥10.3 ctpouts npocThIe 310.2 ocHOBHBIE

npodeccnoHaTEHOM BBICKa3bIBAaHUS O ceO€ U 0 CBOCH 001IeyoTpeOUTENbHBIC

JNOKyMEHTaIMel Ha
rocyIapCTBEHHOM U
WHOCTPAHHOM SI3bIKaX.

npoecCuOoHaNBHOM e TeNIbHOCTH

riarosibl (ObITOBas U
npodeccuoHaIbHas JICKCHKA)




2 CTPYKTYPA U COJIEP)KAHUE YUYEFHOM JJUCIIUILJIMHBI

2.1 O6beM yueOHO#H AMCHUIINHBI M BH/IbI Y4e0HOI padoThl (3204HO)

Bup yueOHoii padoThl

O0BbeM yacoB

O0bem 00pa3oBaTeIbHOI POrPaMMBbI 48

B TOM YHUCJIE!

JIEKLH, YPOKHU 4
71a00paTOPHBIE 3aHATHUS He npedycmompenno
IIPAKTUYECKHUE 3aHATHSI 8

KypcoBasi paboTa (IpoeKT)

He npedycmompenno

KOHCYJIbTallUKN

He npedycmompenno

CamocTosiTe1bHas1 padoTa 36

JIOMalIHssl KOHTpoJibHas pabora Nel 8
Komnnexcnuiii

IIpoMe:xxyTouHasi aTTecTanus oughgpepenyuposanwiii

3a4em




2.2 TemaTn4yeckuii NJIaH U cofiep:KaHue y4eOHOH TUCHUILTNHBI «/loKyMeHTanHOHHOE o0ecTiedeHne YpaBJaeHus » (3209HO)

HaumeHoBaHue Conep:kanue y4eOHOTr0o MaTepHuaia u O0bem yacoB | O0beM yacoB (1o 3a04Hoi popme Koabi
pa3aesioB u TeM (hopMBbI OPpraHu3annu JesiTeJIbHOCTH (o ouHoM o0yueHusi), B TOM YHUCJIe KOMIIETEeHIIHI/0CBanB
00y4Jaroumuxcs dopme BO CAMOCTOSITEILHAS AeMBbIX DJIeMEHTOB
Oﬁy‘leHI/Iﬂ) B3aHMO/IeiicTBHH paGora KOMIIeTeHI M
C nmpenoaaBaTeJIeM
1 2 3 4 5 6
OK. 02; OK.03;
OK.05;0K.10;
Pa3znen 1. OOmas xapakTepucTUKa JOKYMEHTAI[MOHHOTO OOecreyeHus 12 3 8 K. 1.1;
YHpasJIeHuA MK.1.2;TIK.2.1;
IIK.3.2; I1K.6.2;
Tema 1.1. Coaep:xaHue yueOHOro MaTepuaJia 31; 32;
OcHOBHEIE 1. ConmeprkaHrie 1 OCHOBHBIC TIOHATHS, LIEJIH, 3a1a4u U | 4 1 2 33; 34;
MIOHSTHUS U MPUHIUIIEI coBpeMeHHoro /IO (nenonpou3BoacTBa). 3.02.1; 3.03.1; 3.03.2;
HOpMAaTtuBHO - | [loHATHE JIOKYMEHTA, HOCUTEIIA JIOKYMEHTA. 3.05.8;3.10.2.
meromuueckoe | Kmaccmdukarms 10KyMEHTOB. V1; V2,
perynupoBanue | HopMmatuBHO-npaBoBas 6a3a OpraHu3anuu ¥.02.5; ¥.03.1; ¥.03.2.
JOKYMEHTAMOH | IOKYMEHTAllUOHHOTO  OOECTICUCHUs]  YIPaBICHUS. v.05.3; V10.3;
HOTO YHudukanus u CTaHgapTU3AlUsS YIPABICHUECKOTO
obecrieyeHus JOKYMEHTa
YHIPABJICHHUS. 2.0OCHOBHBIE TOHSTHS PEKBU3UT, ONaHK, (Gopmyssp,
Odopmrenne bopmysip — oOpaser. 6 2

JOKYMEHTAlUU B
COOTBETCTBUH C
HOPMaTUBHOMN
0a3on

Hopmbel u mpaBuna odopmiieHHS JTOKYMEHTOB B
COOTBETCTBUU c I'OCT P 7.0.97-2016.
«Hanunonanenslii crangapt Pocculickoit denepanuu.
Cucrema CTaH/IapTOB 1o nH(popManuy,
OMOIMOTEYHOMY u U31aTETBCKOMY Jieny.
Opranu3aloHHO-PACTIOPSIUTENbHAS IOKYMEHTAIIUS.
TpeboBanust xk odopmiennuto aokymeHtoB" CocraB
PEKBU3UTOB JOKyMeHTOB. IOpuanueckuii crartyc
JIOKYMEHTA.

[Tonsatne o ONaHKe MOKYMEHTa, BHUIBI OJIAHKOB.
[IpaBuna odopmieHuss pEeKBU3UTOB ONaHKa B
COOTBETCTBUU c I'OCT P 7.0.97-2016.

10




«Hanuonanenseiii crangapt Poccuiickoit ®denepanuu.
Cucrema CTaH/1apTOB 1o uHpopManuy,
OuOIMOTEUHOMY u U3JIaTEIbCKOMY Jieny.
Opranu3anvoHHO-PACTIOPSIUTEIbHAS IOKYMCHTAIIUS.
TpeboBanust K 0POPMIICHUIO TOKYMEHTOB'".

B ToM yunciie npakTHYeCcKUX pador 2 4
Ipakmuueckas paboma Ne |
Odopmrnenue PEKBU3HUTOB 00eCTreunBarOIINX 2 4
IOpUANYECKYI0 cully JokymeHTaM. OdopmiieHue
pa3NUYHBIX BUIOB OJIAHKOB U opMyIspa - oOpasna
OK. 01; OK.02;
OK.05; OK.09;
Pa3nen 2. CucreMbl JOKYMEHTAIIMOHHOIO o0ecnieyeHHUs ypaBJieHus | 22 10 nK.1.1; I1K.2.2;
IK.3.4; IK.4.2;
I1K.4.3;
Tema 2.1. | Conep:xkanue y4eOHOr0 MaTepuajia 2 6 31; 32; 33; 34;
Yaupuuuposa | 1.YHu(UUUpOBaHHAS CHCTEMa OPraHMU3ALMOHHO - 3.01.8; 3.02.2; 3.05.8;
Hast CHCTEMA | pacropsaauTenbHoii gokymentanuu YCOP/I: cocras 3.09.3
opranusanvons | YCOPJl, oOnactu mnpumeHeHus. Mcnosiab3zoBaHue V1; V2,
Y - | yHU(ULIUPOBAHHBIX (HOPM. V.01.1; V.01.4; ¥.02.5;
pacnopAnMUTEIbH | OpraHu3allMOHHbIE JOKYMEHTHI, HMX Ha3HAuYCHUE, ¥.05.3; ¥.09.3;
ot dbopmynsipel - 00pasiel. [Ipouenypa cocraBieHus u
NOKYMEHTAIIMN oopmienus OpraHHU3allMOHHBIX JOKYMCHTOB.
1 TOKYMEHTaluu | O61acTh IIPUMEHEHUS OpraHU3alMOHHBIX
HpO(beCCI/IOHaHB JOKYMEHTOB.
HOM 2.PacniopanutenbHble  JOKYMEHTHL. VX Ha3HaueHue,
AEATEIBbHOCTH dopmynsapsl  0oOpasubl.  Ilporeaypa cocraBieHus H | 2
opopmIIeHHS ~ pacHOPSAUTENbHBIX  JIOKYMEHTOB.
Hcnons3oBanue yHUPpHUIIMPOBAHHBIX GOpM
3.MudopmanonHo - crnpaBodHbIE ITOKYMEHTHI. Mx
HazHaueHue, ¢opmyispel - oOpasusl. Ilponenypa
cocTraBieHuss U  odopmieHUus HHPOPMALMOHHO-
CIPaBOYHBIX JTOKyMEHTOB. OO0nacTe NpUMEHEHUs
MH(OPMALIMOHHO-CITPABOYHBIX JIOKYMEHTOB.
Vcnonp3oBanue yHUPHUIHMPOBAHHBIX (hopM 4
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4. [Ilaker [AOKYMEHTOB IO JIMYHOMY COCTaBy.
OcobenHoctu paboOThl C KaJpOBBIMU JOKYMEHTaMH.
JIOKyMEHTUpOBaHHE TPYAOBBIX IPABOOTHOLIEHUH.
Hcnons3oBanue YHUDUITUPOBAHHBIX bopm
JOKYMEHTOB [0 JIMYHOMY cOCTaBy. M3nanue
IIPUKA30B MO JUYHOMY COCTaBY

5. Cucrema J0roBOpPHO-IIPABOBOM JOKYMEHTAIIUU:
Ha3HAYEHHUE, COCTaB, COCTABJICHUE U 0(OpPMIICHHE.
Ilonatue goroBopa (KOHTpakTa), COIJIALICHHUS,
nporokosia. Kommepueckue akThl U JOBEPEHHOCTH
«TpeboBanuss Kk  O(GOPMIIEHHIO U BBLIAYM
JOBEPEHHOCTEN» JloBepeHHoCTH: pa3oBbIE,
CreLUalbHbIe, TeHepaIbHbIC.

CoctaB  NpeTEeH3MOHHO-UCKOBOM  JOKYMEHTALlUU:
peKiaMaly, NpPeTeH3HOHHbIE IHCbMa, HCKOBBIE
3asIBIICHUSI

B ToM 4nci/ie npakTHYeCKHX padoT 4

Ipaxmuueckas paboma No 2.

PazpaGotka u odopmieHHEe PpacHOpsIUTENbHBIX 1

JOKYMEHTOB

IIpakmuyeckasa paboma Ne3.

Pazpabotka u  odopmiileHHE  CIOPAaBOYHO  —

MH(POPMAIIMOHHBIX JTOKYMEHTOB( CIIy»K€OHOE MUCHMO, 1

IPOTOKOJ, AaKT, [OKJaJHas 3amucKa, CiIyXeOHas

3ammcKa)

Ipaxmuueckas paboma No4.

Pazpabotka u ocdopmieHue TOKYMEHTALUU 10

JTUYHOMY COCTaBy c UCTOJIb30BAHUEM 0.5

YHUGPUIUPOBAHHBIX (HOpM

Ipakmuyeckasn paboma Ne 5.

CocraBieHne # OQOpPMIICHHE JOKYMEHTOB  IIO 05
,

poeCCUOHAIBHONW  JCATEIHPHOCTH (JIOBEPEHHOCTH,
MPETEeH3MH W HCKOBBIC 3asBieHus). OdopmieHue
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MPETEH3MOHHO-UCKOBOM JIOKYMEHTAIlMU; 3arOTHEHUE
TpadapeTHbIX OJIAHKOB TMPETCH3UH U  HUCKOBBIX

3as1BJICHU I
OK.01; OK.02;
OK.03; OK.09;
IK.1.2; IK.2.1;
Pazjnen 3. Opranusanus 10KyMeHT0000poTA 14 10 NK.2.2; IK.2.6;
K.2.7; IK.4.6;
I1K.4.7.
Tema 3.1. Coaep:xaHue yueOHOro MaTepuaJia 33; 34;35;
Opranuzanuu 1. Opranuzanus  JA0OKyMeHTOoOopoTa:  mpuéwm, | 4 3.01.3; 3.01.8; 3.02.1;
JOKYMEHTO000p | 00paboTKa, perucTpaiusi, KOHTPOJb HCIOJHECHUS, 4 3.03.2; 3.09.3
oTa u XpaHEHUe TOKYyMEHTOB.
TEXHOJIOTHH 2.3HaveHne U BUIBI HOMCHKIATYp nen. TpeboBaHus K | 2 V3;V4;V5
aBTOMATU3HPOBA | HOMEHKJIATYpPE JeIl. v.01.4; V.01.11;
HHOU 00paboTku | DopMHpOBaHHE €T W MOPAAOK OOBEIMHEHUS ¥.02.5; ¥.03.2; ¥.09.3.
JOKYMEHTAI[MK | JOKYMEHTOB B Jiefla. XpaHEHHe JOKYMEHTOB U Jell.
[Topsiiok BbIIAYM W HM3BSITHS JIOKYMEHTOB W JIeT B
cllydae HeoOXOJUMOCTH
3.ABTOMaTH3UPOBAHHEIC CUCTEMEI | 2 2
JIeNIOTIPOU3BOICTBA. Cucrema ANEKTPOHHOTO
nokymeHToobopota (C3/]), ee cTpykTypa, HaCTponKa
CUCTEMBI.
OO030p COBPEMEHHBIX CpPEICTB OPITEXHUKH  JUIS
nepenavyn u nepepadboTKu uH(pOpMAIIHH.
DnekTpoHHas ToYTa.. lcmonap30BaHWE MPABOBBIX
MH(OPMAIIMOHHBIX CUCTEM
B ToMm yuciie npakTHYecKUX padoT 6 4
lNpakmuyeckas paboma Ne 6
CocraBieHne dTamoB W oOmepanuud  o0pabOTKU
JTOKYMEHTOB. 2 2

[lopsimox 3amojHEeHHs] PErUCTPAMOHHBIX (GOpM U
BEJCHUE KOHTPOJII 32 WCIOJHEHUEM CIIy)KeOHBIX
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AOKYMCHTOB C HUCIIO0JIBb30BaHHUCM

ABTOMATU3WPOBAHHBIX TCXHOJIOT ni

lMpakmuyeckaa paboma Ne 7

[ToarotoBka MOKYMEHTOB [Uisi (OPMUPOBAHUS U | 2 1 1

XpaHCHHS JIeTT

Ilpakmuueckas paboma Ne 8

[Tepenaua uH(popMauu u CpencTBa

TEJICKOMMYHUKAITMOHHBIX TEXHOJIOTUIH B 2 1

AEKTPOHHOM JOKYMEHTO000pOTE

JlomarHsist KOHTpoJbHas padora Ne 1 8 31; 32; 33; 34; 35;
3.01.3; 3.01.8; 3.02.1;
3.02.2; 3.03.1; 3.03.2;
3.05.8; 3.01.8;
3.09.3;3.10.2.
V1;VY2;V3; V4, V5
V.0l1.1; V.01.4;
V.01.11;
v.02.5;¥.03.1; ¥.03.2.
¥.05.3;;¥.09.3. V10.3

IIpomMe:xxyTouHasi aTTecTamus 1 31; 32; 33; 34; 35;

(Kommnuiekcubiii nudpdepeHupoBaHHbII 3a4eT) 3.01.3; 3.01.8; 3.02.1;
3.02.2; 3.03.1; 3.03.2;
3.05.8; 3.01.8;
3.09.3;3.10.2.
V1;V2;V3;V4; V5
V.01.1; Vv.01.4;
V.01.11;
Vv.02.5; ¥.03.1; ¥.03.2.
¥.05.3;;¥.09.3. V10.3

HUTOI'O 48 12 36
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3 YCJOBUS PEAJIN3AIIMY YUYEBHOM JUCIIUILIUHBI

3.1 MaTepuajibHO-TEXHHYECKOE o0ecrneyeHne

Jlnst peanu3anuyl porpaMMbl y4eOHOH AUCHMIUIMHBI TPEAYCMOTPEHBI CIEAYIOIINE CIeIHaTbHbIe
MIOMEIIIEHHUS U OCHAIIICHHE:

Tun u HauMeHoBaHue
OcHaueHnue crenuaabHOro NOMeEIEeHH S
CHENHATBHOI0 NNOMEIIeHH
KaOuHeT JloKyMEeHTalmOHHOIO MynbTUMEAMIIHBIE ~ CPEACTBA  XpaHEHWs, Iepeladyd U
obecrieyeHus yrpaBiieHUs IIPEICTaBICHUS uHpOpMaLIUH. VYuebHo-MeTonuecKas
JOKyMEHTauus, IMAaKTu4eckue cpeacrsa, 11K
nabopatopust MHopMamoHHbIX MyneTuMenuiiHbIE  CpeACTBA  XPaHEHHWdA, INepefadyn U
TEXHOJIOTHH B PO eCCHOHATHHOM IIPEICTaBICHUS uHpOpMaLUH. Y4eOHO-MeToanYecKast
JESTEIIbHOCTH JOKYMEHTalus, InjaKkTuieckue cpencrna, K.
IloMmerenue st caMOCTOSITEIbHOU [Tepconanbubie KOMIBIOTEPHI ¢ TakeToM MS Office, BeIxogom
palboThI 0OyUaroIIMXCs B MIHTEpHET U ¢ JOCTYIIOM B 3JIEKTPOHHYIO HH(POPMAILIMOHHO-
00pa30BaTeNbHYI0 Cpely YHUBEPCUTETA

3.2 YyeOHo-MeTOAMYECKOE M HH(POPMALMOHHOE 00ecliedeHHe peaJn3alui NPorpaMMbl

OcCHOBHbBIE HCTOYHUKH:

1. Brikoga, T. A JloKyMEeHTalMOHHOE obecrieueHue YIIpaBJICHUS
(menonpousBoACTBO) [DneKTpoHHBIH pecypc]: yueb. mocobue / T.A. breikoBa, T.B. Kysnenona, JI.B.
CankuHa ; mox o6mr. pexa. T.B. Ky3nenooi. — 2-e u3j., nepepad. u gom. — M.: THOPA-M, 2018. — 304
c. + Jlon. matepuainbl [DeKTpoHHBIA pecypc; Pexum moctyma http://www.znanium.com]. — (Bsiciiee
obpasoBanue: bakanaBpuart). — Pexxum poctyna: http://znanium.com/bookread?2.php?book=942800

2. Kynses, H. H. UWuapopmalnioHHbIE TEXHOJOTUU B JOKYMEHTAI[MOHHOM OOECTeueHUun
VIpaBIeHUST W apXWBHOM Jiejie [DIEeKTPOHHBIN pecypc]: yueOHuK mius By3oB / H.H. Kynses, T.B.
Konnpamosa, E.B. TepentseBa, A.I'. ®abpuunoB; moa obur. pen.a.ro.H., npod. H.H. Kynsesa. — M.:
Jloroc, 2017. — 408 c. — (HoBas crynenueckas OuGmmoreka) — ISBN 978-5-98704-786-6. — Pexum
nocryma: http://znanium.com/bookread?2.php?book=1015021

3. Pazmopoxubiii, A. A. JIOKyMEHTHPOBAaHUE YIPABICHYCCKOW MACSITEILHOCTH [DJIEKTPOHHBIN
pecypc]: yueb. mocobue / A.A. Pazmopoxusii. — M. : UHOPA-M, 2017. — 304 c. — (Beicmee
obpazoBanue: bakanaspuar). — Pexxum nocrymna: http://znanium.com/bookread?2.php?book=854774

JlonoTHUTeIbHbIE UCTOYHUKH:

1. beikoBa, T. A. JloxyMeHTalmoHHOE oOOeCIeuYeHue YIpPaBJICHHUS HEroCyAapCTBEHHBIX
opraHuzanuii [DeKTpoHHBIN pecypc]: Yuebnoe mocodue / beikoBa T. A., Cankuna JI. B. — 2-¢ u3g.,
nepepad. u gon. — M.: HULl UTHOPA-M, 2015. — 302 c.: 60x90 1/16. — (BO: bakanaspuar) (Ilepemnnér)
ISBN 978-5-16-010379-2 — Pesxxum noctyna: http://znanium.com/bookread?2.php?book=468884

2. I'magwii, E. B. JlokymMeHTaIIMOHHOE OOECIICUeHUE YITPaBJICHUS [ DIIEKTPOHHBIN pecypc]: YueOHoe
mocobue / T'mammit E.B. — M.:. ML PUOP, HUI] UHDPA-M, 2016. — 249 c.: 60x90 1/16. -
(ITpodeccnonanproe ob6pazoBanme) ([leperér) ISBN 978-5-369-01042-6 — Pexwum jgocryma:
http://znanium.com/bookread2.php?book=468335

Ilepuoauyeckue u3aaHus:

MenemxkmenT B Poccun u 3a pydexom. - ISSN 1028-5857. - [DnextponHsblil pecypc] - Pexum
noctyna: https://dlib.eastview.com/browse/issues/18786/2019

IIporpammuoe obecnieuenne u UHTepHeT-pecypcenl:

HaunmenoBanmue IO Ne ToroBopa Cpox AeHCTBUS
JIMICH3UH
MS Windows 7 (moagmmcka Imagine | JI-1227 oT 08.10.2018 | 11.10.2021
Premium) H-757-17 or  27.06.2017 | 27.07.2018
J1-593-16 or  20.05.2016 | 20.05.2017
J-1421-15 ot 13.07.2015 13.07.2016
MS Office 2007 Nel35 ot 17.09.2017 OeccpouHo
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http://znanium.com/bookread2.php?book=942800
http://znanium.com/bookread2.php?book=1015021
http://znanium.com/bookread2.php?book=854774
http://znanium.com/bookread2.php?book=468884
http://znanium.com/bookread2.php?book=468335
https://dlib.eastview.com/browse/issues/18786/2019

Kaspersky  Endpoint  Security  ms | 1-300-18 ot 21.03.2018 | 28.01.2020
ousHeca-CTaHIapTHBIN N-1347-17 ot  20.12.2017 | 21.03.2018
J-1481-16 ot  25.11.2016 | 25.12.2017
J11-2026-15 ot 11.12.2015 11.12.2016
7 Zip CBOOOJTHO PACIIPOCTPAHIEMOE OeCcCpOYHO

HNuTepHeT-pecypenbl

1. Bcepoccuiickuil HaydHO-UCCIIEN0BATENIbCKUIT HHCTUTYT JOKYMEHTOBEACHUSI U apXUBHOIO Jiejia
(BHUMUJIA) [DnextponHsIid pecypc]. DnektpoH. naH. — M.: BHUNA/, 2010. — Pexxum nocryma:

http://www.vniidad.ru .

2. IHTyWT — HaMOHAJILHBIN OTKPBITHIM YHUBEPCHUTET. [ DNEeKTPOHHEIH pecypc]. — Pexxum mocryna:

https://www.intuit.ru/studies/courses, cBobomHBIi. — 3ari. ¢ 3kpana. S3. pyc.

3. Eaunoe okHO jocTymna K 00pa3oBaTenbHbIM pecypcam Poccuiickoit @enepanuu [ DneKTpOHHBIH pecypc]. —
Pexxum noctyma: http://window.edu.ru/,cBo60aHbI#. — 3ari. ¢ skpana. 53. pyc.

4. Koncynprantllmoc. Opunmansueiii cailt komnanun «Koncynerant-Ilmocy. — Pexxum pocrymna:
http://www.consultant.ru

5. Mopran «ApxuBsl Poccumn» [DnekTpoHHBIH pecypc]. DnekTpoH. naH. — M.: Pocapxus, 2001. —
Pesxxum noctyna: http://www.rusarchives.ru .
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4 KOHTPOJIb M OIIEHKA PE3YJIbTATOB OCBOEHMSI YUEBHOM JUCIATLIMHBI
KoHTposb M OIeHKa pe3yibTaTOB OCBOEHHUS IJUCLMIUIMHBI OCYIIECTBIIETCS IpENoAaBaTelieM B

IIPOLIECCE TEKYLIETO KOHTPOJIS U IIPOMEXYTOUYHON aTTECTALIUU.

4.1 Texymmii KOHTPOJIb:

Haumenosanue
KonTtpomupyemsle paszensl (TeMbI) Kontponupyemsle pe3ynbTaTbl
Ne €OHOM AUCIUIUINHBI (YmeHus1, 3HaHMS) OUCHOMHOTO
i Y ’ CpeIcTBa
1 OK. 02; 3.02.1; ¥.02.5;
OK.03; 3.03.2; ¥.03.2;
Jomanrnsst

Pa3nen 1. OGmiast xapakTepuCTHKA
JOKYMEHTAITMOHHOTO 00ECTICUCHHS

OK.05; 3.05.8; ¥.05.3;
OK.10; 3.10.2. ¥10.3;
K. 1.1; ¥1; ¥2; 31;

KOHTpOJIbHast paboTa
Ne 1
Tect

YIPaBJICHUS IK.1.2; ¥4; 33; TMpaxTiacckas
IIK.2.1; ¥1; ¥2; 34; 6ota Ne 1
MK.3.2; V1; ¥2; 31; 32; pabota 8
IIK.6.2; ¥1; 31;
2 OK. 01; 3.01.8; V.01.1; ¥.01.4;
0OK.02; 3.02.1; ¥.02.5;
OK.05; 3.05.8; V.05.3; jovammin
Paszen 2. CHCTeMbI OK.09; 3.09.3 ¥.09.3; Ny TR PAROTE
AOKYMEHTAIHOHHOT' 0 NK.1.1;¥1; ¥2; 32; TéCT
odecrneyeHus: ynpasBJeHUs IIK.2.2; ¥1; ¥2; 32; 34; TpaxTiaecxue
IIK.3.4; ¥1; ¥2; 31; 32; 6 Ne 2-5
K.4.2; V1; V2; 31; 32; 33; paboTHL A2
1IK.4.3; ¥Y!; ¥2; 31; 32;
3 OK.01; 3.01.3; 3.01.8; ¥.01.4;

Pa3nen 3. Opranusanus
JOKYMEHT0000poTa

¥.01.11;

0K.02; 3.02.1; v.02.5;
OK.03; 3.03.2; v.03.2;
0K.09; 3.09.3 ¥.09.3.
IIK.1.2; Y4; 33;

IIK.2.1; ¥3; V5; 34; 35;
IK.2.2; ¥2; ¥3; 32; 34;
ITK.2.6; Y3; YV4; 34; 35;
IIK.2.7; Y4; ¥V5; 35;
ITK.4.6; Y3; Y5; 33; 34; 35;

IIK.4.7. Y4; ¥5; 33; 34; 35;

Jomarrasist
KOHTpOJIbHast paboTa
Nel

Tect

[IpakTnueckue
pabotbl Ne 6-8

4.2 IIpoMe:xxyTOYHAS aTTEeCTALUSA

[IpomexxyTounasi arrectanus OOYYAIOIIMXCS OCYIIECTBISIETCS IO
JUCHUIIIIMHBI U TT03BOJISIET ONPEIEIUTh KAYE€CTBO U YPOBEHB €€ OCBOCHMUS.

dopMa MPOMEXKYTOUHOM aTrTecTallud MO JUCHMIUIMHE «JlOKyMEeHTallMOHHOe o0ecreyeHue
yIpaBJIeHUs» - KOMIUIEKCHBIN AU dEepeHINPOBAHHBIN 3a4eT.

3aBCPIICHUUN U3YYCHUA

PesyabTa
bl
o0yueHust

OueHoYHBIE CpPeCTBA
JJIS IPOMEKYTOYHOM aTTeCTAlMU

TecToBBIC 3a1aHUA

Pa3nen 1. OOmias xapakTepUCTHKA JOKYMEHTAIMOHHOTO 00ECTICYCHUS YIIPABICHUS

1. Homomuaure: OTpacis AesITEIHHOCTH, KOTOpPas 00eCIeunBacT JOKYMEHTHPOBAHUE U OPTaHU3AIHIO PaOOTHI C
0HUIaIEHBIMU TOKYMEHTAMHU, Ha3bIBAETCS -
a) TOKYMCHTUPOBAHHEM;

32; 33; 34;
3.02.1;
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3.03.1;
3.03.2;
3.05.8;
3.10.2.

0) 1eJI0IIPOU3BOACTBO;
B) opraHu3anus padoThl C JOKYMEHTaMHU.

2. Bepno mu yrBepxaenue, uto TepMuH JJOY BO3HUK ¢ BHEPEHNEM CPEACTB BEIUNCIUTEIHHOMN TEXHUKH,
COBPEMEHHBIX HH()OPMAIIMOHHBIX TEXHOJIOTHIA?

A) na b) mer
3. JloKyMeHT BO3HHK, YTOOBI 3a(MKCHPOBATh HH()OPMAIIHIO U TIPUAATh €i 3aKOHHOCTD, IIPAaBOMEPHOCTS, T.€. -...
a)co3/1aHKe, MPOU3BOJICTBO, XPaHEHHE, PACIIPOCTPAHEHHE M UCTIOIb30BaHHUE JIOKYMEHTOB;
0)npaBuiia opopMIleHNsT aIMUHUCTPATHBHBIX JOKYMEHTOB.
B) FOPHIMYECKYIO CHITY
) mporecca JOKyMEHTUPOBAHUS
4.  CooTHecHTe HOHSATHUS C IPOLECCAMH JOKYMEHTOBEACHHS:

1)IOKyMEHTHpPOBaHHE; a) TPOIIeCC MM COBOKYITHOCTH ITPOIECCOB 10
MTOJITOTOBKE, COCTABIICHHUIO, COTJIACOBAHHUIO, O(OPMIICHHIO
1 M3TOTOBJICHHUIO TOKYMEHTOB
2)opraHu3ars paboThl ¢ 0) KoMITIeKC paboT C TOTOBBIMH JOKYMEHTAMH,
JIOKYMECHTaMHU. CO3IaHHBIMHU TIPEIIPUATHEM HIIH IOJTyICHHBIMH U3 BHE.
5. Ompenenure:
Uto Ha3bIBaeTCs NOKYMEHTOM?
IA) MaTepuaIbHBIM HOCUTEIb JaHHBIX O 3alIMCAaHHOW Ha HEM MH(OpPMAIMH, NpeHa3HAYSHHO! JUIsl Tepeayn BO
BPEMEHU M IPOCTPAHCTBE.
b) mpencraBisier coboi mporecc co3aanus U 0hOpPMIICHHS JOKYMEHTOB.
B) 3adukcupoBanHas Ha MaTepHaIbHOM HOCUTENE HH(OpMAlUs ¢ PEKBU3UTAMH, TIO3BOJISIFOLLIUMU €€
MICHTU(QHUIIPOBATD.
) 3aduKcupoBanHas HHGOPMAIHS IS IPUIAHIS 3aKOHHOCTH, TIPAaBOMEPHOCTH.
6. Kakne 1oKkyMeHTBI CO3Jar0TCs B TIPOIIeCCe NeATEIbHOCTH MPEATIPHIATHI M OpTaHU3aIIiA.
A) TIIMYHBIE, IPABOBBIC;
0) IpaBOBBIE, TOKYMCHTAIBHEIC;
B) o HUIMAaTIbHEIC, TNIHEIC,
) y4eTHbIe, OQHULIATIbHbIC
7. . Vudopmariust — 3T0 CBEACHUS
@) 0 COOBITHSAX , SIBIICHHSX IPOLIECCAX;
0) o mpeamerax, (hakTax, COOBITHSIX, HE3AaBUCUMO OT (DOPMBI MIPEACTABICHUS;
B) O JIMIAX, COOBITUAX, BICHUAX (haKTaX, HE3ABUCUMO OT (hOPMBI IIPEIACTABICHHS.
) O JIHIAX, COOBITHAX, (DaKTaX, IBICHUSIX B YCTAHOBICHHOU (hOpMe MMPEICTABICHUS

8. Uro siBIISIETCS IEPBOH CTYNEHBIO KIIACCU(DHUKAINH JTOKYMEHTOB.
) KOMIUIEKC JOKYMEHTOB ,[TOMEIIICHHBIC B TBEPAYIO OOJIOKKY.

0) TPYIITUPOBKA UCTIOIHEHHBIX JOKYMEHTOB B JIeTIa.

B) IPYIIIMPOBKa KOMITJIEKCa IOKYMEHTOB B JIeTa.

) IeJieHHe JOKYMEHTOB Ha KJIACChI.

0. YcTaHOBHTE COOTBETCTBHE:
1)mo cdepe UCmob30BaHHMS; 2)110 MECTY COCTaBJICHHUS,
3)1o 1opuIuUecKoi cuie; 4) o popme M3NOKEHNUS;

/A) OpUTHHAJIBI, BBITUCKH, yOJINKATHI;

b) opranu3annoHHO-pacTIOPAAUTENbHAS, HAYYHO-TEXHUYIECKas;

B) nanuBHyansHble, TpadapeTHble, YHU(QUIIMPOBaHHBIE;

[") BHyTpeHHME, BXOASAINE, HCXOASIIHE.

10. JomomHure:

HasoBure, 3aK0OHOIaTEIBHBIN JTOKYMEHT, KOTOPBIIl COJIEP>KUT NPAaBOBbIE OCHOBHI CO3/1aHMs, cOOpa, 00pabOTKH,
HAKOIUICHHUSI, XpaHEHHS, TIOMCKA, PACCMOTPEHUS U NIPEJOCTABICHNE JOKYMEHTUPOBAHHOM HHpOpManu? — 3T0...
A) 3axoH P® « O6 cranmapTu3anmm»

b) 3akon P® «06 ApxuBHOM (hOHIE N apXUBaX)»

B) @3 P® « O6 nadopmMaIuu 1 3amuTe HHPOPMAITAN

M) @3 PD « O mpaBoBoif 0XpaHe MPOrpaMM JUTSA JIEKTPOHHBIX BEIYHCIUTEIBHBIX MAIINH U 0623 JaHHBIX )
11. YKaxuTre TOKyMEHT, KOTOPBIH yCTaHABINBAET TPEOOBAHUS K COACPKAaHHUIO JOKYMEHTOB B
OpraHU3aIHH.

1) TOCT P 7.0.97-2016

2) TCJIOY
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3) MHCTpyKIUS IO AENONPOU3BOACTBY
1) npaBuia oOpMIICHUS JOKYMEHTOB

12. Omnpenennte peKBU3UTHI, KOTOPHIC SBISIFOTCS 005S3aTENFHBIMU B 00ECTICYMBAIOT FOPUANIECKYIO CHITY:
1) HamMeHOBaHWE OPTaHHU3AIUH.

2) Tpud coriacoBaHus JOKYMEHTA.

3) mata TOKyMEeHTa U HOMeEp.

1) anpecart.

5) HaMEHOBaHUE BUAA JTIOKYMEHTA.

6) pe3ooLusl.

7) rpud yTBEpKACHHUS.

8) BU3BI COTNIACOBAHMSI TOKYMEHTA.

9) Tekcr.

10) moanuch U mevath.

11) oTMeTKa 06 HCIIOJIHUTENE.

12) oTMeTKa 06 UCTIOHEHHUH TOKYMEHTA M HAMIPABJICHHH €0 B JIEII0

13. CooTtHecHuTe BHUABI OJIAHKOB?

1) oOmuit 6;ank. 2) OJIaHK MUChMA. 3) 6MaHK KOHKPETHOT'O BH/Ia JOKYMEHTA.
A) HCIOJIB3YETCA IJIsI U3TOTOBJICHUA 6OJ'II)IIII/IHCTBa BHYTPCHHHUX JOKYMCHTOB.

0) co3naeTcsi, eciii U3J]aeTCs MHOTO JJOKYMEHTOB OJTHOTO U TOTO K€ BHIA.

B) ynotpebisiercst TobKO IpH 0pOPMIICHHH OJHOTO BHJA JOKYMEHTOB.

14. BoccranoBute npormynieHHoe coBO: «PEKBU3HT - 3TO 0053aTENbHBII AIEMEHT OPOPMIICHHUS ...
ITOKyMEHTa.

1. O¢dunmansHOTO

2. CayxeOHOTO

3. JIroboro

4. Ipyroi BapuaHt

15. Brigenute npaBuIIbHBIN BapuaHT oQopMIleHHS pekBm3nTa «HanMeHOBaHMEe opraHu3anum» Ha OJaHKe
MmUucCbMa.

a) MUHUCTEPCTBO OBPA30BAHHMS U HAYKU POCCUMCKOM ®EJEPALIMA UHCTUTYT
IOCYIIAPCTBA 1 IIPABA TIOMEHCKOI'O TOCYJAPCTBEHHOI'O YHUBEPCUTTA

6) MUHUCTEPCTBO OBPABOBAHU S 1 HAYKH POCCUIMCKOM ®EJIEPAITMNA TIOMEHCKUIA
[OCYIAPCTBEHHbBIN YHUBEPCUTET UHCTUTYT T'OCYIAPCTBA U [IPABA

B) MUHICTEPCTBO OBPA3OBAHUS U HAYKU POCCUICKOM ®EJEPALIMU TIOMEHCKUIA
TOCYHUBEPCUTET UHCTUTYT 'OCYJIAPCTBA U [IPABA

r) MUHUCTEPCTBO OBPA3OBAHU S 1 HAYKH POCCUMCKOMN ®EJEPAIIMN THOMEHCKUM
TOCYHUBEPCUTET UHCTUTYT

16. BriOepuTe npaBUIbHBIN BapuaHT 0()OPMIICHNSI HANMEHOBAHHE BHA JOKYMEHTA ....
1.ITucemo-mipocr6a

2.ITPUKA3

3.CnpaBka

4. 1pyroii BapuaHT

17. BriOepuTe npaBUIbHBIN BapruaHT 0hOpMIIEHHUS TOYTOBOTO afapeca B «CHpaBOYHBIX JITAaHHBIX 00
OpraHu3aIUH-aBTOPEY.

1. OAO «ITunot» yn. 3onoTtapesckas, 3, opuc 112, r. YiubsHoBCK, 212109

2. OAO «Tunot» 212109, . YesHOBCK, yi. 3010TapeBckas, 3, opuc 112

3. Mockga, lpetHolt OymeBap, a. 3, 105123, Ten./dakc 432-90-78, OKIIO 12345678, OT'PH 1234567890123
4. ten./paxc 432-90-78, OKIIO 12345678, OI'PH 1234567890123

18. Haiinure npaBuibHOe odopmiieHHE 1aTh?

1) 4. 12. 2005;

2) 20. 12. 2005;

3) 20 nexabps 2005 r.;

4) 09. 12. 2005.

19. Ha kakux IOKYMEHTAax MPOCTAaBIISIOTCS CIEIYIOIINE PETHCTPAIlMOHHBIE HOMEpa!

1) No 10 — st ... a) HCXOJIlee U BXOASIINE JOKYMEHTHI
2)Ne 10 K — ngst ... 0) BHYTpEHHHE JTIOKYMEHTBI
3) 05-115/75 — st B) JIOKYMEHTHI INYHOTO COCTaBa
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20. BrIOepuTe NpaBUIbHBIA BapuaHT opopMileHHs peKkBU3HNTa «['pru( yTBEpIKACHH», KOT/Ia YTBEPKACHHE
[IPOUCXOJUT AOJHKHOCTHBIM JIUIIOM.

1. YTBEPXKJOAIO Hupekrop 3A0 «ITmmor» Ilogmuce A.B. Iletpos 23.09.2009

2. Vreepxkgato dupextop 3AO «IImnot» Iloammcs A.B. IlerpoB 23.09.2009

3. «YTBepxnato» 3A0 «[Tumot» Hupextop [Honmuce A.B. ITerpo 23.09.2009

4. YTBEPXKIAKO upekrop 3A0 «ITunot» A.B. Ilerpor 23.09.2009

21. B kakoM cay4ae paBmILHO OYOPMIIEH PEKBU3UT «Apecary.

1)  Hupexropy mkousl Ne 269 MatseeBoit Tamape AjekcanapoBHe

2) 195172, Cankr-IletepOypr, yu. Amutposa, a. 17 k8. 7. Hukudoposoii H. I1.

3) 00O «Tepem» Otnen pexiambl Hauanpuuky otaena H. A. MeanoBy 117134, Mocksa, yi. Ctpouterneii 8,
["enepansHoMy nupexropy 3AO «BUCT» A. K. CmupHOBO#H

22. B xakom ciyyae npaBuibHO oopmiieH pekBu3uT «lloanuce» Ha OnaHke JOKyMEHTa M MOKaKUTE €ro
oopmiicHue?

1) Aupexrop mkomsr Ne 25 B.A. IlerpoBa
2) AMpeKTop IIKOIBI [Terpora B.A.
3) Aupexrop B.A. TlerpoBa
4) dupexrop ITetpoBa B.A

[IpakTHka - OpueHTHPOBAHHBbIE 3aTaHUS

Vi1;V2;
v.02.5;
V.03.1;
Vv.03.2.
¥.05.3;
v10.3;

|.Ha ocHoBanun 3amamuii oopmuTE pPEKBHM3UTHI, 0OECTIEUMBAIOIINE HOPUANYECKYIO CHIY JOKYMEHTaM.
Yrobbr odopmuts pekBu3uThl ucnonb3oBate [OCT u pemakrop Microsoft Word ¢ cobmogenuem Bcex
OTCTYIIOB M HHTEPBAJIOB.

3amanne 1:0dopMuTe HaMEHOBaHKWE OPTaHU3ALMK B COOTBETCTBUH YCTaBa M IPABMIBHOIO PACIIOIOKEHHUS
4acTeld PEeKBU3UTA

Bapuanm 1

3AO0, opranuzanioHHoO-TipaBoBas Gopma npeanpusTus «FOpuc-KoH».

Bapuanm 2

Opranuzanys ToCyJapCTBEHHOTO THMAa BcepocCHilcKuil HayyHO  HCCIEIOBATENbCTKUM  HMHCTUTYT
JIOKYMEHTOBEJICHUS U apXUBHOTO jAena, noguunsaercs PenepansHomy areHcTBY POCAPXMB MmokeT numersb
cokpateHHoe HaumeHoBanne BHUMJIA.

Bapuanm 3

MocBonokaHall OTHOCUTCA K THILY TOCY1apCTBEHHOIO YHUTApHOTO MPEANPUATHUS 110 I.MockBa.

Bapuanm 4

MuHHCTEPCTBO CTPOUTENBCTBA, APXUTEKTYPBI U KHUIUIHO-KOMYHAJIBHOTO XO3SMCTBA, TPU A IMUHUCTpALNH
PocToBckoii o6macT.

3amanme 20¢dopmure Ha3zBaHWEe BHAA JOKYMEHTa M 3arojOBOK K TEKCTY 3TOr0 JOKYMEHTa, YNOTpeOuB
HY’KHBII NaJEXK:

s 1 sapuanma

[Tpuka3s o BBeZIGHUH UHCTPYKIIMH 10 IPOTHBOIIOKAPHOW O€30MaCHOCTH;

s 2 sapuanma

[IpoTokoun 3aceganus coBETAa MO MPOQIIAKTHKE IPABOHAP YIICHHIA;

Jns 3 eapuanma

CrpaBka O COCTOSHHHM pPa0OTBI OTAENa [EONPOU3BOJACTBA II0 PACCMOTPEHHIO 3asBICHHU, >Xalmo0 u
TIPETOKEHIIA TpakIaH;

s 4 sapuanma

JlomKHOCTHASI MHCTPYKIUS O CHENUAIIICTE 3eMeIbHO-MMYIIIECTBEHHBIX OTHOILICHNH;

3aganue 30hopMuTe 1aTy U PETUCTPANMOHHBIA HOMEP JOKYMEHTA

Bapuanm 1

Ecimu odopmIisioT iprka3 o OCHOBHOM JeSITEIbHOCTH — MPOJIOIBHBIM PACIIONIOKEHUEM PEKBU3HUTOB.
Bapuanm 2.

Ecmu 0opMIISIOT OTUETHBIH TOKYMEHT KOTOPBI OTHOCHTHCS K OyXTaaTepcKOl TOKyMEHTAIlH.
Bapuanm 3

Ecnu ohopmitsitoT 10oroBopHO# TOKYMEHT. ( KYIUIH-TIPOJIaXKH)

Bapuanm 4

Eciu noAroToBuUIM Ui OTOPaBKH OTBETHOE MHCHhMO Ha BXOJISIIEE.

3amanne SOdopmMuTe PEKBU3UT IOJIIHCH

Bapuanm 1.
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Ecnu nodeomogunu npuxasz no 0CHOSHOU OesimenbHOCY
Bapuanm 2

2Ecau noozomosunu akm

Bapuanm 3

Ecau noocomosunu npomokon cobpanus

Bapuanm 4

Ecnu noocomosunu capanmuiinoe nucbmo

I1.Crpoextupyiire :

0o0mmii 6JIaHK ¢ TIPOIOJIEHBIM PACIOI0KEHUEM,

OJIaHKY IS TUCEM C YTJIOBBIM M IPOJIOJIBHBIM PACIIONIOKEHUEM U

OJIaHK MpHKa3a ¢ MPOIOJIBLHBIM PACIOI0KEHHUEM ITOCTOSTHHBIX PEKBH3UTOB

JUTSL ICPEYMCIICHHBIX HU)KE OPTaHU3aIMi C OTPAHUIUTEIBHBIMA OTMETKAMH JJI1 PEKBU3HUTOB.

Bcepoccuiickuii Hay4HO-HCCIeJ0BATEIbCKUI HHCTUTYT TOKYMCHTOBEICHHS M apXHUBHOTO [E7Ia,
noguunstonuiics POCAPXIMBy OKIIO 02842708, OI'PH 1027700380795, MHH/KIIIT
7008032140/702001001;

yi. TIpodeorosnast, 1.82 ropoa Mocksa, 117393 Tein./dakc (095) 7187874 E-mail: mail@vniidad.ru

T'ocynapctBennsiit npoekTHbl nHCTUTYT CAHTEXITPOEKT, noguunstomuiics I'occtporo Poccun
OKIIO 02842708 OI'PH 1027700380795 MHH/KIIIT 7708033140/771001001;

V. Huwxuss [epBomaiickast, 1.46 ropon Mocksa, 105203

Ten. (495) 275 23 23 dakc (495) 275 12 12 E-mail: santeh@gs.ru

OTKpHITOE aKIMOHepHOe 06mecTBo «BOJITOJJOHCKMM XJIEEOKOMBUHAT»
OKIIO 23132807, OT'PH 1821800370797, UHH/KIIII 3408032140/342001002
OxTs0pBCKOE 1I0CCe, 1.9, ropon Bonromonck, Pocrockast 061. 347340
ten./dakc: (86392) 6-61-13 E-mail: bublik@com.ru

Pa3znea 2. CucreMbl JOKYMEHTAIMOHHOI0 O00ecle4YeHUs YIPaBJIeHHUS

TecToBBbIE 3aaHUA

31; 1.Cucrema OPJ] — 3710 ... .
32; a) COBOKYITHOCTb B3aUMOCBSI3aHHBIX IOKYMEHTOB, IIPUMEHIEMBIX B ONIPENIEICHHOH cepe AeaTeaTbHOCTH;
33 0) cuctema OP/I, B KOTOpO# perinaMeHTUPYIOTCS NpaBa U 0053aHHOCTH MPEINPUITUN U YUpEKACHUH,

> B3aMMOOTHOLIEHUS C BBIIECTOSAMIUMYU OPraHU3aALMIMU, C TOJYMHEHHBIMH U CTOPOHHUMH OPT aHU3aLUSMU;
34; B) CHCTEMa JIOKYMEHTAIMH, CO3JJaHHAs 110 eIMHBIM IIPaBHIaM M TpeOOBaHUAM, cojepxamias HHPOPMaIHIO,
3.01.8; HEO0OXOIUMYIO Ul YIIPABICHUS B OIIPE/Ie]ICHHOH cdepe neaTeTIbHOCTH.
3.02.2; 2. PacmpenenuTe JOKYMEHTSI IO TPYIIIIAM:
3.05.8; 1) opraHu3annoOHHEIE;
3.09.3 2) pacriopsiTUTENbHBIE,

3) uHpOPMAIIMOHHO-CIIPABOYHBIE.
A)ronoxeHHe B) MPUKa3bl T') COPABKH; 1) HHCTPYKIMH; €) PacHOpsDKEHHE; JK) TPYAOBask KHUXKKA,
3) IOCTaHOBJICHUS; K) yCTaB; JI) MUCBMO.
3. Ilponosmkure MpeasioxKeHue- yCTas- 3T0. ..
1.11paBOBOI aKT, ONPENEISIONUH CTPYKTYPY, YUCICHHOCTD U TOJDKHOCTHOI cOCTaB paOOTHUKOB OPTaHU3AIUH C
yKa3aHHEM JOJDKHOCTHBIX OKJIAJO0B.
2.1IpaBOBOM aKT, ONPENEISIOMNI CTPYKTYPY, QYHKIUH U ITpaBa MPEANPHATHS, OpTraHU3alnH.
3.11paBOBOH aKT, M3/]aBaE€MBbIi TOCYIaPCTBEHHBIM OPIaHOM B IEJISIX YCTAHOBJICHHS IPaBHJI, PEryJINpPYIOIIHH
OpraHU3aIOHHBIE, TEXHOJIOTHIECKHE, (PHHAHCOBBIE CTOPOHBI JICSITEIFHOCTH OPTraHU3alluH, JOJDKHBIX JIUIL.
4.1paBOBOH aKT, ONPENEISIOIINH MOPSI0K 00pa30BaHMs, TPABOBOE MOJI0KEHHE, ITPpaBa. 0053aHHOCTH,
OpraHU3aHUI0 PA0OTHI MPETPHATHS
4. BcTaBpTe MPOITyIIEHHBIE CII0OBA B ONPEACIICHNE!
HOpMaTI/IBHI:Jﬁ JTOKYMEHT, B KOTOPOM OIIPEACIJICHEI.. ., ..., ... K OTBETCTBCHHOCTHU COTPYAHHUKA MPCATIPUATUA -
9TO... HHCTPYKIIHS.
l.peFHaMeHTI/IpyCTCSI TIOPAAOK BBIMTOJHEHHUA TPOLECCa, OTBETCTBECHHOCTD.
2.MopsAI0K paboThl, OCHOBHBIE TTOJIOKEHUSI.
3.}yHkuunu, npaBa, 00sS3aHHOCTH.
4.cTpyKTypa, YUCICHHOCTH ,/I0JDKHOCTHOH COCTaB.
5. Omnpenenure Bi JOKyMeHTa?
[1paBoBo¥i aKT ONpeesSFOLIHIA TOPSIOK 00PA30BaHMsL, IIPABOE MOJIOKEHHE, TIPaBa, 00S3aHHOCTH, OPraHM3alMio PaOOThI
TIPEIIPUSATHS WA CTPYKTYPHOTO TIOZIPA3esIeHHs. — 310 ...

6. HazoBure NOKyMEHTHI, KOTOPBIE H3AIOTCS:
A) B yCTIOBHSAX €JUHOJWYHOTO NPUHATHUS PEIICHUH-. . .. ..
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B) B ycI0BHSX KOJJIETHAIBHOCTH- ......

7. JlonosHHTE TPpYNIIBI HA KOTOPBIE NEIATCS HPUKA3BI:

1) TIpoGmemsl co3maHusl, TMKBHAALNH KOMUCCHI, COBEIIATENBHBIX OPIaHOB; YTBEPIKICHHE 4€ro JIH00;

NpEeNOCTaBIICHUE IIPaBa MOIHUCH; - 3TO MPUKA3HI 1O. .....

2) TIpoGeMbl pUHAHCHPOBAHMS; OOECIICUCHHUST 000PYIOBAHMS, MaTepHATIAMHU; odopmieHHEe

Pe3yIbTaToOB, HTOTOB PabOTHI; - 9TO MPUKA3EL 11O ....

3) Ilpuem, yBOJBHEHHME, IEPEBOA, KOMAHANPOBKH, PELICHNE COLl. BOIIPOCOB; _ 3TO MPUKAa3bI

8) Ompenenute BUABI PACTIOPSIUTEIbHBIX JOKYMEHTOB.

1) pacriopsiANTENbHBIN TOKYMEHT, U3/1aBa€MBbIi OPraHOM YIPaBJICHHUS 110 BOIIPOCaM OpPraHW3allMOHHO-

METOIMYECKOTO XapaKTepa JUIs OPraHu3aliy BBIIOJHEHUS] HHCTPYKIUH, ITPHUKa3a - 3TO...

2) pacriops,AMTENbHBIN TOKYMEHT KOJUIETHAIbHOTO OpTraHa yIpaBJICHHsI, YUCHBIX COBETOB. - 3TO..

3) npaBoBOIi aKT, M31aBaEMBbIi €TMHOJMYHO PYKOBOAMUTENIEM OPTaHU3aIMH JUI JOBEJICHHUS 10 UCTIOTHUTECH

OIIEpaTHBHBIX BOIIPOCOB - 3TO. ..

9) Ompenenure, 9TO HA3BIBACTCS TTHCHMOM.

1. IOKyMEHT IO BOIIPOCaM, TPEOYIOLINIT ONepaTHBHOTO PELICHHS, IIepeAaBaeMblid OIpeeIeHHBIM CIIOCO00M
CBSI3H.

2.0001EeHHOE Ha3BaHHE PA3INYHBIX I10 COACPIKAHUIO TOKYMEHTOB IIepPEChUIaeMbIX 110 IIOUTe.

3. IOKYMEHT AEJIOBOMU IEPENUCKH U MX Ha3BaHHS ONPEACIIOTCS criocobaMyl epeaadu Je0Boi HHOpManum
TI0 DJIEKTPOHHOH CBSI3H.

4.IOKYMEHT, KOTOPBII HE COICP)KHUT MOPYUYCHUH, He 00S3bIBacT NSHCTBOBATE CTPOTO IPEIIUCAHHBIM 00pa3oM

10) CooTHecuTe BUBI TIUCEM. H UX HAa3HAUCHHE.

1.undopmanmoHHbIe, 2. KOMMepYecKue. 3.CONpPOBOAUTENBHOE
A) cocTaBiseTcs Py 3aKII0UEHUN U BBIIIOJHEHUH KOHTPAKTOB.

b) nuceMma, coneprkarie cooOIeHNs, TPOCHEObI, HATTOMUHAHUS, TIPEIIOKCHHS.

B) npuiaratorcst K OCHOBHOMY JIOKYMEHTY , KOT/Ia TpeOyeTCs IOTOJHUTEIbHOE OSICHEHHE

11) laiite onpenesieHue MpOTOKOIY.

1. TOKYMEHT, COCTaBJICHHBIH ISl HIOATBEPXKICHNS YCTAHOBIECHHBIX (paKkTOB, COOBITHI, NeHCTBIN

2. TOKYMEHT, KOTOPBII HE COJIEPKUT MOPYUEHHH, He 00s3bIBaeT ACHCTBOBATH CTPOTO MPEANTMCAHHBIM 00pa3oM

3. IOKYMEHT, UKCHUPYIOLIHH X0 00CY KIEHUSI BOIIPOCOB M IIPUHSITHUS PELICHUI Ha COOpaHUH, COBEILAHNH.

4. NMOKYMEHT KOJUICTHaJIbHOTO OpraHa yIpaBieHHs

12) Maiite ompeseneHue aKkTy.

1. JOKYMEHT, MOATBEPKAAOIIHIA KaKue-In00 COOBITHS CITy)KEOHOTO XapakTepa.

2. IOKYMEHT, COCTaBJICHHBIH JJIsl TOATBEPXKICHNS YCTAHOBJIEHHBIX (PAKTOB, COOBITHH, ICHCTBHM.

3.I0KyMEHT, OOBSCHSIONINIA PUHIUIT KaKOTo-JIM00 AeHCTBHUS, (haKTa, IPOUCIIECTBHS.

4.10KyMEHT, KOTOPBI HHPOPMUPYET PYKOBOJICTBO 00 N3MEHEHHH MECTa COOBITHS, (haKTa, SIBICHUSI.

13) Omnpeenure, 4TO SBIAETCS NATOM aKTa?

1. maTa cocTaBJIEHUS aKTa.

2. maTa HOAIIUCAHUS aKTa

3.1ata coOBITHS, IPOBEPKH,

4. nata pabOThl KOMHCCHH.

14) Ompenenure, KeM MOMUCHIBACTCS aKT?

1. mpeacenaTeneM | MPUCYTCTBYIOIMIMMH.

2. 4JeHaMU KOMHCCHH U MIPUCYTCTBYIOLIMMH.

3. mpencenareneM, WieHAMH KOMUCCUH, IIPUCYTCTBYIOIMMHU.

4. mpeniceaTesieM 1 ceKpeTapeM

15) [aiite onpenesieHue CIPaBKu

1). TOKyMEHT, COCTaBJICHHBIN JUISl TIOATBEP)KICHHUS YCTAaHOBIICHHBIX ()aKTOB, COOBITHH, IeHCTBHI

2). TOKyMEHT, OOBSCHSIOMINIT MPUHINI KaKOT0-1TH00 JIeHCTBHA, paKTa, MPOUCIIECTBUS

3). IOKYMEHT, HOATBEPKIAFOLINIT KaKie-THO0 COOBITHS CITyKeOHOT0 XapakTepa

4). TOKyMeHT, KOTOPbIH HHYOPMHUPYET PyKOBOJCTBO 00 N3MEHEHHH MeCTa COOBITHS, (DaKTa, SIBICHUSI.

16) Ompenenure BUIBI CIIPABOK-

A).IOKyMEHT COCTaBJICHHBIN 110 YKa3aHUIO PYKOBOJAUTEIIS, ¥ PE/ICTABISIOTCS B YCTAHOBJIEHHBIE CPOKU. -. . .

B). TOKyMEHT COCTaBJICHHBIH TI0 3aMPOCY 3aMHTEPECOBAHHBIX JIHIL. .. ..

17) Jlaiite onpeneneHue 3amiucKaMm.

1) ZOKyMEHT 10 BOIIpOcaM, TPEOYIOMNX OTEePaTUBHOTO PEIICHHUS TIepelaBaeMblil OIIPEAETICHHBIM CIIOCOO0M
CBSI3H.

2) TOKYMEHT, KOTOPBIil HE COJIEP)KUT MOPYUEHHH, He 00s3bIBaET JEHCTBOBATH CTPOTO MPEANMCAHHEIM 00pa3oM.

3) TOKyMEHT, aJJpeCOBaHHBIN PYKOBOAMUTEIIO JaHHON MJIM BBIIECTOSIEH OpraHu3aliu, COJEPIKUT
00CTOSATENIFHOE N3JI0)KEHHE KaKOTr0-T100 BOIPOCa C BHIBOJAMH U TPEIOKEHUSIMH COCTABUTEIIS.

4) NTOKYMEHT, COCTaBJICHHBIH JJIsl TOTBEPIK/ICHHsI yCTAHOBJICHHBIX (DaKTOB, COOBITHH, NeHCTBUI
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IIpakTnyeckune 3a1aHusA

Vi,

Y.01.1;
Y.01.4;
Y.02.5;
Y.05.3;
¥.09.3;

3aganmne 1

B ¢opmMe npuka3za HEOOXOIMMO BBECTH HWHICKCHI MPEANPHUIATHI U OpraHu3anuii 00beIMHEHHS, B LEIsX
YTIIOPSIIOYCHHS OpTraHu3aluil yIpaBiIeHUs B 00bEIMHEHHH U B COOTBETCTBHH C yKazaHHeM MUHUCTPOS
P® ot 00.00.00. Ne 423. [IPUKA3BIBAIO: O0benuHenuto npucBouTh nHIekc — 51. [Ipu nepenucke B
coorBetcTBuU ¢ CTII 39.00.25 «Opranu3zanus neI0Nponu3BOACTBa B 00beAnHEHUN «CTPOUTEXHHUKAY, a
TaK)Ke JJIs yu4eTa ¥ perucTpaluu pa3padbaTbiBaeMbIX CTAHJAPTOB NPEANPUATHS IPUCBOUTH

MpeanpuaATHsIM ciexyromue nanekce: 50 — 01 — SpocmaBckoMy peMOHTHO-MEXaHHUECKOMY 3aBony; 51 —
02 — Bnagumepckomy CKB; 51 — 03 — HoBouebakcapckomy 3aBony «Pemcrpoiimopmam». KonTpoas 3a
MCIIOJTHCHHEM TPHUKa3a Bo3naraeTcsa Ha kaHuemsapuio (T. Koponesy B. A.). 'enepanpusiii nupextop A.Il.
BanoB. B memo 1 — 3 — 6. C. C. Iletpos

3aganmue 2.

Otkpolite crnpaBouHO-TIpaBoByl0 cucteMy Koncynerant Ilmoc, ucmons3ys Kaprouky mnoucka, Haiinute
pewenue (cM. pasgen YensOunckass o6xactp). CkonmupoBaTh HalAECHHYIO HH(MOPMALMIO B TEKCTOBBIN
nporeccop. Odopmute pemenne. Coxpanure padoTy B daiine mox umeHeM «Perenue».

3aganme 3.

Hupexuust OO0 «Actpesi» (Cankr-IlerepOypr) 12.08.2012 mpoBena cBoe odyepenHoe 3aceiaHHe, Ha KOTOPOM
npucytcrBoBanu Bocrpskos C.T., Ctyanes I1./1., Jlebenes .M., Auronos I1.JI., lllentynoBa B.I"., Tumodeen
A.A., Ctynosa M.H.

Ha 3acemannm o6cyxaanock Ba Bompoca: 0 xoae pekiamuoi kammanud B 111 xBaprame 2012 1. u o mepexone
Ha HOBYIO CHCTEMY BBINJIATHI IPEMUATbHBIX.

ITo mepBOMY BOTIpOCY CiTymIany cooOIIeHne HaYaIbHUKa OTAena pekiaambl Boctpukosa C.T., TekcT cooOmeHns
KOTOpOro OBIT mepenan cekperapro 3aceqanns bemosort H. [I. 1o sToMy e Bompocy BEICTYNHI (PUHAHCOBBIH
mupextop TumodeeB A.A., KOTOPBIA OJOOPHII YBEIWYCHHE PAcXOIOB HA HapyxHyr pekiamy B III kBaprame
200 1. Ha 5%. Taxxe nepenan cexperapto. [lo naHHOMY ke Borpocy BeIcTynuiIn AHTOHOB I1. JI., HauambHUK
oraena kaapos, u Jlebenes WU.M., nupektop mo mpojaxkam. [lepBblii 0J0OpHI HOBYIO CHUCTEMY BBIILIATHI
MPEMHUAIBHBIX U PEKOMEHIOBAJ MOATOTOBUTh HeoOXomumbie MokyMeHTHI K 01.09.200 r. Bropoit mpemioxun
JnopaboTaTh HOBYIO CHCTEMY BBHIIUIATHI IMPEMHAJIBHBIX M PEKOMEHJ0Bal IIPOBECTH T'OJOCOBAHHUE 0 JaHHOMY
BOIPOCY Ha 001IeM COOpaHUH TPYAOBOTO KOJJICKTHBA.

B wurore 3acenanus ObUTH MPUHATHI ClieAyomue penenus: 1. Oxodputs padoty oTnena pekinamsl B 111 kBapTane
20 1. 2. IIpoBectn obmiee coOpaHue TPYAOBOTO KOJUIEKTHBA MO BOIPOCY O MEPEXO/e HA HOBYIO CHCTEMY
BEIIIIATH mpemuaibHBIX 15.08.20 1. OTBEeTCTBEHHBIM 3a TOJTOTOBKY cOoOpaHHs ObUla Ha3HadeHa 3aB.
kannemsipueit [llentynosa B.I'. Cobpanune Ben npencenarens Pymsames O.A.

3aganue 4.

Komuccenst mon mpencenarensCTBOM HadaJdbHUKA TEXHHYECKOW Tpynmbsl BoioBoro A.A. M 4iI€HOB KOMHCCHHU
Bopucosa M.IO., HayampHHKa aJMHHHUCTPAaTHBHO-XO3siiicTBeHHOro otaena, Cmupnosa JLIIL., OGyxranrtepa, u
PomanoBoii N.K., odpucmenemrepa 3A0 «JleoHTHs» HAa OCHOBAHMM JOKJIAIHON 3alKMCKU OoQHC-MEHeKepa
PomanoBoit M.K. 11.07.20  r. mpoBena NHpOBEPKY TEXHUYECKOTO OCHAIIEHUS NPHEMHOM TI'eHEepalbHOIO
JUPEKTOpa M MpU3HAJNIAa HETOAHBIMU JUIS SKCIUIyaTallMd KONMHPOBaJbHEIN ammapar Xerox 345(1 mT.), mpenep
(uHB. HOMep 367, 1 wrt.), dakc 47823 (1 wr.). [Ipu3HaHHAsE HEMPUTOJHOM VISl IKCILTyaTallud TEXHUKa Oblia
nepenana Ha ckiaj npeinpustus. [1o ycraHoBneHHOMY (akTy KOMHCCHsI COCTaBHMJIa akT IpHeMa-Tepeaadyu
OpPITeXHUKH B 3 9K3. (1-i 3K3. — HAYANBHUKY aJMHHUACTPATHBHO-XO3SHCTBEHHOTO OTAeNa, 2-if — 31 rimaBHOMY
Oyxrantepy, 3-i — B meno 23-02), KOTOpEIi OBUT yTBEPKACH TeHepalbHEIM AupekTopoM CremanoBeM [1.1.
3aganmues.

Ortkpoiite cipaBouHO-TIpaBoByto cucteMy Koncymbrant Ilmoc, HaiiquTe akT O NPOBEACHHHM WHBEHTapH3aLUH
(popma MHB-00), oTkpoiiTe ee ¢ MOMOIIBI0 TaOIWIHOTO MPOIeccopa U 3aMOHUTE ISl CBOSH OpraHW3aIliH.
Coxpannte paboty B ¢aiine nox nmenem «[Ipumep 06 MHBEHTapU3ALMN.

VHBeHTapU3alMOHHAs KOMUCCHS, CO3JJaHHAs Ha OCHOBAHMU IIpHKa3a JupekTopa Bamrero mpeampusarus Ne 24
oT 15 ceHTAOpst TEKyIIEeTo Toa, B cocTaBe mnpeacenarens OcTpoBckoro D.A.(3aM.TTIaBHOTO Oyxrajirepa 3aBoja)
n wieHoB komuccun [lerpooit O.H. (Oyxrantepa), HockoBoit H.M. (CT. 3KOHOMHCTa IJIAHOBOTO OT/IENA)
MIPOU3BENIa PEBU3UIO KAaCCHI 3aBOJIA 10 COCTOSHUIO Ha 16 ceHTIOps Tekymiero roxa. PeBusms mpoBoamiachk B
MIPUCYTCTBUU Kaccupa 3aBojia Kapramosa H.W. B pesynbrare npoBeaeHHON peBU3UH OBUIO YCTAaHOBIEHO, YTO
OCTaTOK HaJIMYHBIX JeHeT B Kacce cocrasisier 1030 pyoaeit 00 kom., ocraTok aeHer mo kaccooi kuure — 1030
py6. 00 kxon. Ipyrux neHHOCTEH B Kacce 3aBojia He 0OHapy)KEHO, YTO COOTBETCTBYET JaHHBIM yueTa. Komuccus
TaKKe YCTAaHOBWJIA, YTO TOPSJOK BEIECHUS KAaCCOBOM KHHUTM M XpaHEHHUS JIEHET COOTBETCTBYET TpeOOBaHMAM
IMonoxxeHuss 0 BeNEHWM KAacCOBBIX OIEpPAIlMii T'OCYAapCTBEHHBIMH, KOONEPAaTUBHBIMA W OOIECTBEHHBIMHU
TIPEATIPUSTHAMHE, YIPEKACHUSIMHI U OpPraHU3alUsIMH.

AKT BCTYNUII B IEHCTBHE C MOMEHTA YTBEPKACHUS JUPEKTOPOM.

3ananue 6.

lupexktopy 3A0 «Monoaut» OctpoBckoMmy 3D.A. oT HagaidsHHUKA nuoHepiareps Kopuryrosa JILII.

HOKJ’IaJlHaH 3anucka. CorjaacHo BamieMy npeaAnrMCanuio MHOKO COBMECTHO C TCXHUKOM-CMOTPHUTECIIEM
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UleButoBeiM P.A. 7-8 mas 2004 rona npoBegeH OCMOTP XHJIBIX IIOMEIIEHHUH 0a3bl OTAbIXa Hameld GUPMBI.
Bce >xuiple KOpIyca B yIOBIETBOPUTENbHOM cocTossHME. OpmHako B kopmyce Ne 1 He0OX0QuMO BCTaBUTH
cTexia, kopryc Ne 2 ciexyetr mobenuTs, a B kopmyce Ne 3 Hamo mogorHats nBepu. [locne ycTpaneHus
BTUX 1e(PEKTOB M COOTBETCTBYIOIIEH YyOOPKH XKIUIbIE TOMEIIEHHUS Oy IyT NPUTOIHBI IS pUeMa
oTasixaromux. Hauaneauk mrnonepaareps JI.o.Kopmysos. 10.05.2004

3aganmne 7
Mupextopy [1JI Ne 24 Mycaesoii E.A. ot macTepa mpou3BoacTBeHHOr0 00yueHuss Cokonosoii T.I1.
CJIV)XKEBHAS 3AIIMCKA B anpene B kabunete Nel3 npoBogmincs cieayonue padoTsl: -
MpHOOpETEHBI MapKePhl U )KUJKOCTD JUJISI MAPKEPHOU JOCKH; - OTPEMOHTHPOBAHO 4 yUEHHUECKUX CTOJIA; -
OTPEMOHTHPOBAHO 5 MUIIYIIMX MallUH; - OTPEMOHTUPOBAHO 2 CBETUJIBHHUKA; - COIJIACHO PAaCIHCAaHUs
MPOBOJAATCS 3aHATHUS MPOU3BOJCTBEHHOTO 00YUYEHUS; - COTJIACHO I'paduKa NMPOBOASATCS KOHCYIbTALUU 110
ITUTIIOMHBIM paboTaM; - COTJIACHO Ipaduka npoBoAsTCs GakynbTaTUBHBIE 3aHATHUS 10 npeameTy: «1C:
[Mpeanpusarue u Kagpsi»; - paboTtaet kpyx ok «APT-doTo» - Kaxk1ylo MATHUILY IPOBOAUTCS IeHepaibHas
yoopka. Mactep npousBoactseHHoro odydenus Coxomona T.I1. 23.04.2010

3ananmue 8.
DTKpoiite cipaBounyto cuctemy Koncynsrant [Limtoc, ncmons3yst BeICTpEIit mouCK, HaiinuTe GpopMy mpukasa o
TpreMe coTpyaHuKa Ha padory ¢.T-1
DxonomucT BacunseBa Exatepnna HukomaeBHa 1 ceHTsOps Tekymiero roaa noaana 3assierne B 000
«JIyu» c mpocbs00i MPUHATH ee Ha paboTy cHenuaaucToM (PMHAHCOBOTO OTJENa HA HEMOIHBIH pabounii
ieHb. MHCcnexTop mo kaapam CmupHoBa WU.C. o0bsicHUIA, 4TO GUPMa UMEET BO3MOKHOCTh IIPUHSATDH HA
habOTy SKOHOMHCTa, HO Ha OCHOBE CPOYHOI'O TPYAOBOTO Aorosopa. TpynoBoi JOroBOp ObLI 3aKIIOYEH 5
CeHTAOps U MOJIUCAaH OT UMEHU (QUPMBI TeHepalbHBIM JupekTopoM MupoHoBsiM JI.C. B ToT ke neHb
DBIJ M3/IaH MPUKA3 10 JUYHOMY COCTaBy, 3aBU3UpoBaHHbIiH CMupHOBOi# U.C. 1 IOpUCKOHCYIBTOM

Xmenesbim 1.0. [Ipukas 6611 006sBIcH Bacunbesoit E. H. moa pacnucky 6 ceHTA0ps

Pa3nea 3. Opranusanusi 10KyMeHTO0000pOTA

TecToBBIE 3adaHUA

33; 34;35;
3.01.3;
3.01.8;
3.02.1;
3.03.2;
3.09.3

JlononHuTte npeanoxeHue.

1) JOKYMEHTOOBOPOT - OTO

lA) JIOKYMEHTOOBOPOT JIOJDKEH OCYIIECTBJSATHECSI TAKUM OBPA30M, UTOBLI IBUKXEHUSA KAXIOI'O
JOKYMEHTA BbIJIO..., MAPIIPYT..., BPEMJ ITPOXOXJEHUSA .. ..

2) JlonoiaHUTE BUIBI JOKYMEHTOIOTOKOB:

a) Bxogsamuit TOKyMEHTOIIOTOK-3TO. ... .

0) Ucxonsamuii TOKyMEHTOIIOTOK-3TO. . . .

B) BHyTpeHHMIT JOKYMEHTOIIOTOK-3TO. . .. .

3) YcranoBuTe NOCNEI0BATENLHOCTS 0OPAOOTKH BXOASIINX JOKYMEHTOB
1)ucrionHEeHNE JOKYMEHTOB;

2)rpueM U epBUIHAS 00paboTKa;

3)noammBKa JOKYMEHTOB;

4)peructpanus JOKyMEHTOB;

5)HanpaBiieHHE Ha HCIIOJTHEHUE;

6)IIpeIBapuTEIbHOE PACCMOTPEHHE;

7)KOHTPOJIb UCTIOTHEHUS,

8)paccMoTpeHne TOKYMEHTOB.

4) JlonoaHUTE OJIOK-CXEMY.

1) cocraBieHHe IPOEKTa NCXOAAIIETO JOKYMEHTa;

2)npoBepKa NpaBUIBHOCTH OPOPMIICHHS IOKYMEHTa;

3.
4).....;
5)ecenss

6) mpocTaHOBKA UCXOIAIIET0 HOMEPa Ha JOKYMEHTE;

7) ipoBepKa MPaBIILHOCTH apECOBAHMS;

8)....... ;

9) moAmMBKa BTOPOTO SK3eMIUISIpa.

5) JlomoJHuTe.

Peructpamus 1OKyMEHTOB - 3TO 3aIIHCh , YUETHBIX, JAHHBIX O JOKyMEHTE TIO ...
6)CootHecure.

1.Ha3HaueHue 1OKyMEHTOB 2.. Henp peructpaiu JOKyMEHTOB
a) 00eCIeYnTh yuer;

0) co3naHue perucTpPaOHHO-CIIPAaBOYHOTO arnmapara;

B) OBICTPBIi1 OUCK;

T') IpeJaHue IPUAHICCKON CHIIBI;
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1) TIOATBEPKICHUE (haKTa CO3AaHUsI JOKYMEHTOB;

€) KOHTPOJIb;

) IOATBEp KIeHHE (haKTa MOCTYIUICHUS U OTIPABKU JTOKyMEHTA.

7) Jomosnute TpeGOBaHMs PETUCTPALIMH JOKYMEHTOB.

1) KaxmBIi JOKYMEHT PETHCTPUPYETCS TONBKO ... ;

2) BXOISIIHME JOKYMEHTHI PETUCTPUPYIOTCA ...}

3) ucxopsmue ¥ BHyTPCHHHE B ...;

4) BXosIIMe, UCXOSIINE U BHYTPEHHHE IOKYMEHTBI PETHCTPUPYIOTCS
8) BribepuTe npaBUIbHBINA OTBET.

Kakoii cpok 0TBOJUTCS] XpaHEHHIO JOKYMEHTOB IO MECTY UX (POPMUPOBaHUS?
a)l rox; 0) 6 mecsIes; B) 2 roaa; r) 2 rona u 6oiee.

9) BeibepuTe NpaBUIIbHBIN OTBET.

OCHOBHBIE IOKYMEHTHI y4eTa ....

a) OITUCH;

0) HOMEHKJIATypa;

B) perucTpanuoHHas ¢popma;

T) TUCT-3aBEPUTEITD;

1) 00JIOKKa Jiena;

€) BHYTPCHHSIS OIIHCH.

10) domomHwure.

Homenknatypa gen - 370 .....

11) ®ynKIMOHANIBHOE HA3HAYCHUE HOMEHKIATYPHI Jel.

a)...;

0) cucTeMaTH3aIUs U y4YeT JeT;

B) NMPaBUIIBHBII U OBICTPBII MOUCK JIE;

r)...;

A).j

€)y4erT Jie]l BpeMEHHOTO XpaHeHUs;

X) pa3paboTka MHHOPMALMOHHO-TTIOUCKOBOH CHCTEMBI.

12) Tlopsmok 3aBeaeHust aei (roxm).

a)..;Bb)...; .B)....; TI)..... ....; €)...; K.
1.0dopmieHue aen- 3T0..

2.HyMepanus JIUCTOB Jejia MPOU3BOJMNT . . ..

3.1 ydeTa JOKyMEHTOB B COCTABE MOCTOSHHOTO M BHYTPEHHETO XPaHEHHS COCTABJISIOT ... .
4.moIIMBKA M MEPEIIeT MPOU3BOAUTCS B IEIAX 00€CTICUCHUS . . . .
5. JIOKYMEHTBI BHYTPU JEJI PACIIOJIATAIOT OBBIYHO B ... IOCJIEJOBATEJIBHOCTH

HpaKanecmle 3agdaHusdA

y3

Y4;

y5
Y.01.4;
Y.01.11;
Y.02.5;
¥.03.2;
¥.09.3.

3amaua 1.
YcTaHOBHTE 3TAnBl Pa0OTHl ¢ UCXOIAIINM JTOKYMEHTOM. Pacrmpenenure aTarsl o cXeMe H COSMHUTE UX
CTpEJTKaMH.
Bl mosrygmiim BXOAAIIHA JOKYMEHT ITOCIIE PACCMOTPEHHS PYKOBOIUTEIIEM OpTaHU3aIlliH, T1Ie B PE3OITIOIUH
OBLTO YKa3aHO 33JaHUE MOATOTOBUTH OTBETHBIN JOKYMEHT ( TIHCHEMO)
1. cornacoBaHue;
2. UCTIOJIHEHHUE U TIOATOTOBKA TOKYMEHTA;
3. 3aj7laHue 10 MOATOTOBKE JOKYMEHTA,;
4. moanucaHue;
5. OTHpaBKa U PETUCTPaLUs UCXOASILErO JOKYMEHTA,
6. perucTparus BXOIAIIErO MOCIE PACCMOTPEHHUS PYKOBOIUTEIIEM;
Cxema padoThl ¢ HCXOAS UM JOKYMEHTOM

Bup AOKYMEHTAlUH Cnennajaucr otTaeia PyKOBO)]PITeJ'lb HUcnoanuresnb
ACJONMPON3BOACTBA OpraHu3annu

Hcxopsammii ,HOKyMCHie

YXOIUT B APYTYIO

OpraHn3anuro
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3anaya 2.

IIpoaHanu3upyUTe U NOSCHUTE CACAYIOLIYIO CUTYAlLUIO.

B npouecce ucnonnenust nokymeHnTta CepreeB IIA. (OTBETCTBEHHBIM HCIOIHMTENB) HECKONBKO Pa3 MeperaBal
ero paboTHUKaM JApyrux noxapasnenenuii. Korna notpe6oBanoch BBISICHHTD, TJ€ HAXOIUTCS JOKYMEHT M KTO B
9TO BpeMs ¢ HMM pabotaeT, cekperaps Komoa C.T. He cMmoryia OTBETUTh Ha 3TOT BOIPOC, T.K. HE ObuIa
MIOCTaBJIEHA B U3BECTHOCTH O TMOPSIKE UCIIOJHEHUS JOKYMEHTA.

Kakue HapynieHust B Xo/ie BeIeHHs KOHTPOJISI 32 HCIIOJIHEHHEM JIOKYMEHTa ObIIH AOIyLIEeHH! ciryxkooi JJOY?
3amaya 3.

OdopMuTE 00JIOKKY [IeNIa TIOCTOSHHOTO, TOITOBPEMEHHOTO XPAaHEHMSI. - HCIIONB3Ysl YCTAHOBICHHYIO (POpMY.
Hemo Ne 759.cpopmupoBanro B MHoronpodmisHOM Komtemke mpu MI'TY B otaerne memomnpon3BoAcTBa 3a
09.01.2016 — 26.12.2016. Oto dokymeHTHI 0 pabdote apxuBa MnK 3a 2016 r. Ha 127 nmcrax.

3agaya 4.

CocTaBbTe IHMCT-3aBEPUTETD ACTA.

Ecnmu neno Ne 05-04, B neio moAmMUTO M MPOHYMEPOBaHO 127 NUCTOB, €CTh NPOIYIIEHHbIE HOMEpa JIHCTOB 42,
101, Tak ke JUCTHI BHYTpEHHEH omucu 3, jauTepHble HoMepa juctoB 26A. Ilpu dopmupoBanuu nena ObLIO
0o0OHapykeHO, 4To JHCT 97 pa3opBaH U CKJEEH, JUCT 54 KMeeT Hepa30OpUYMBBIA TEKCT, JIUCT 84 cKieeH u3 6
JIICTOB.

3anaya S.

Ilpoananusupyiime u noscrHume CIEIYIOIIYIO CUTYalUIo.

Jus ymoOctBa paboThl Kakaslid cnenuanuct, padoratommii B OO0 «Cdepa», 3aBogut cebe mamky, Kyda B
TEUCHHE OMNpEIEICHHOTO NMEePHO/Aa BKIIAIBIBAET COOTBETCTBYIONINE NOKYMEHTHI. Ha 0010)XKaxX 3ammchIBaroTCs
(amMunMs W MHUIOMAIBl WCIOJIHMTEIS, a TAaKKe Te WM WHBIC HANpaBJCHUS €ro JCATeIBHOCTH, HalpuMmep:
NBanos I1.P. M3roToBieHne U yCTaHOBKA PEKJIAMHBIX IIIUTOB.

Takum 00pa3oM, B Ianke HAKAIUIMBAIOTCS Pa3IMYHBIC JOKYMEHTHI, KAacAfoOUIUEeCs PEeIICHMs JaHHOTO BOIpOCa:
MUChMa-TIPEATIOKEHNS, MHChMa pPEKJIaMallid, OTBETHBIE NHChbMAa PA3IMYHBIX OpTaHU3alMi U TPEeANpUATHI,
JIOTOBOPBI, aKkThl W Jp. Korma TOKyMEHTOB CTaHOBHTCS CIMIIKOM MHOTO, 3aBOJHUTCA BTOpas Mamka c
AQHAJIOTUYHOM 3aIHChI0 Ha 00JI0KKe ¢ JoOaBiieHHEeM ee HoMepa, Hanpumep: MBanos I1.P

M3rotoBneHne M ycTaHOBKAa peKJIaMHBIX MUTOB. Ne2 . B KoHIle roga mamku ¢ JOKyMEHTaMH IepelaroT
CEeKpeTapio, KOTOPBI MoMelaeT ux B oOMi mKad, B OTIACICHUs, I/le XPaHATCS JOKYMEHTHI ONpe/elie HHbIX
cnenuanucToB. CocTaB M KONUYECTBO JOKYMEHTOB B KaXKAOH Manke HUKEM HE YIUTHIBAIOTCS.

Kak MOXHO oOXapakTepH3oBaTh CHCTEMY (QOPMHUPOBAHHS IET W ONEPATUBHOTO XPAaHEHHS JOKYMEHTOB B
obmectBe? Kakum 00pa3oM oHa IOJKHA OBITH OPraHW30BaHA, YTOOBI MOXKHO OBIJIO JIETKO HAXOIUTH HY)KHBIC
JIOKYMEHTHI ¥ HCKJTIOYUTh BO3MOXHOCTh UX HOTEpH?

3amaua 6.

000 «Mononu» BO3IJIABISETCS TE€HEPAIbHBIM JIUPEKTOPOM, KOTOPBIM HMEET [ABYX 3aMECTUTENeH: IIo
SKOHOMHYECKHM M IIPOM3BOJICTBEHHBIM BONpocaM. B cTpykTypy ammapara yrpaBieHHs oOIiecTBa BXOIST TPH
(bYHKIMOHANBHBIX MopaszeseHus: ciuyxoa JJOY, Oyxranrepust u otaen kajapos. OcranbHas 4acTh KOJUIEKTHBA
— 93TO WHXCHEPHO-TEXHHWYECKHe pAa0OTHHUKM M paboude pasHBIX CHEeNHaTbHOCTEH, 3aHHMAIOIIUXCS
HETMOCPEACTBEHHO TPOM3BOJACTBEHHON nesaTenpHOCThi0. Cnyxkb6a JIOY mpencraBieHa cekpeTapuaToM,
HMEIOIIMM B CBOEM COCTaBe YETHIPEX COTPYAHMKOB: PYKOBOJMTENS CEKpeTapuaTra, ABYX CEKpeTaped W
OTBETCTBEHHOT'O 33 apXUB OOIIECTBA.

Omnpenenure, KTO U3 JOHKHOCTHBIX JIMIL MOXKET BOUTH B cocTaB skcrepTHOH komuccuu OO0 «Monoan»? Kro
MOXeT OBbITh Ha3HAYCH MpeJICeIaTeNIeM U CEKpEeTapeM KOMHUCCHH?

[loaroroBpTe mpHKa3 O CO3AaHMM SKCHEPTHOW KOMHCCHMHU. B mpukase m0mKeH OBITH OIPEAENeH COCTaB
KOMHCCHH, ee 3a/1a4d, CPOK paboThl. MOXXHO pykoBoacTBOBaThCs [IpaBmmamu 2015.

Co311aTh CBOIO 3JIEKTPOHHYIO MOYTY MM UCTIONB3YHTE yXKe NeHCTBYIONIYIO, BRIOEpUTE OATOTOBIEHHbIE paHee
JOKyMEHTHI (TIMChMa, MprKa3sbl.) OTIpaBeTe 4 JIEKTPOHHBIX JOKYMEHTa CBOMM JIPY3bsIM Ha JIEKTPOHHBIE
anpeca. 3ahuKCHpyITE OTIPABICHHBIE TOKYMEHTHI CKPUHIIIOTOM.

Kpurepun ouenku 3xk3amMena

—«OTIUYHO» - TEOPETHUYECKOE COJEpkKAHHUE Kypca OCBOEHO IOJHOCTHIO, 0e3 MpoOesoB, yMEHUs
chopMHUpPOBaHbBI, BCE MPEAYCMOTPEHHBIE MPOTPAMMOM ydeOHBbIE 3aJaHWs BBIIOJTHEHBI, KaueCTBO HX
BBIITOJIHEHUS OLIEHEHO BBICOKO.

—«XO0pouIo» - TEOPETUYECKOE COJIEPKAHUE Kypca OCBOCHO MOJIHOCTBIO, 0€3 MpoOesioB, HEKOTOPhIE
yMeHusi Cc(hOpPMHPOBAHBI HEIOCTaTOYHO, BCE NPEAYCMOTPEHHBIE MpOrpaMMoil yuyeOHbIe 3aJaHUs
BBIITOJITHCHBI, HEKOTOPBIC BUBI Sa,ZIaHI/Iﬁ BBITTOJTHEHBI C OITNOKAMH.

—«Y 1OBJIETBOPUTEIHHOY» - TEOPETHUECKOE COJEpKAHUE Kypca OCBOEHO YaCTUYHO, HO MPOOeibl He
HOCSIT CYIIECTBEHHOI'O XapakTepa, HEoOXOAMMble YMEHHs paboTbl C OCBOEHHBIM MaTepuajoM B
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OCHOBHOM C(OPMHUPOBAHBI, OOJIBIIMHCTBO MPEIYCMOTPEHHBIX MPOrpaMMoil 00yueHHs yueOHBIX 3aJaHHi
BBITTOJTHEHO, HEKOTOPHIE M3 BBITOJIHEHHBIX 3aJaHNI COJIepIKaT OINOKH.

- «HeynoBineTBOPUTENBbHO» - TEOPETHUECKOE COJAEPKAHUE Kypca HE OCBOEHO, HEOOXOIUMBIE
yMeHHsI He ¢()OPMHUPOBAHbI, BHIITOJHEHHBIC YUeOHBIE 3aIaHUS COAEPIKaT IPyOble OIIHMOKN
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NEPEYEHb IPAKTUYECKHX 3AHATHI

[Ipunoxenue 2

Paznenbr/Tembr Tembl npakTH4eckux/madbopatopubix 3ansatuii | Komudec | TpebGoanus
TBO oIrocC CI10
4acoB (ymetp)
Paznen 1. Paznen 1. O0mias xapakTepucTUKa JOKYMEHTAIMOHHOTO 2 V1; V2,
obecrieueHust yrpaBiIeHUs V1;V¥2;
Tema 1.1. [Ipaktuyeckas pabora Ne 1. Odopmienue 2 vY.02.5;
OCHOBHBIE IOHATUA U PEKBHU3UTOB o0ecreunBaroIX v.03.1;
HOPMAaTHUBHO - IOPUANYECKYIO CHITY IOKYMEHTaM ¥.03.2.
METOIUUECKOE OdopmieHne pa3IMUHbIX BUIOB OJaHKOB U Vv.05.3;
peryianupoBaHue ¢bopmysipa - oOpasua ¥10.3;
JOKYMEHTAIlMOHHOT'O
oOecrnieueHus
yIpaBIeHUSI.
Odopmnenue
JIOKYMEHTAIUH B
COOTBETCTBUH C
HOPMaTUBHOI 0azoit
Paznen 2. Cuctembl JOKyMEHTALIMOHHOTO 00ECTIeYeHHs YIIPaBICHUS 8 Vi1; V2
Tema 2.1. [TpakTuueckas pabora Ne 2. Paspabortka u 2 V1;¥2;
YHaubunupoBanHas odopmiieHue paciopsANTENbHBIX VY.01.1;
CUCTEMA OPraHU3alMOHHO | JIOKYMEHTOB VY.01.4;
- pacnopsAIUTEIIbHON ¥.02.5;
JIOKYMEHTAIUU v.05.3;
U JOKYMEHTaluu ¥v.09.3;
npodeccuoHanbHOM [IpakTnueckast pabora Ne3. Paszpabotka u 2 V1;V2;
JEeSITENIbHOCTH odopmIleHrEe CITPaBOYHO — HH(GOPMAITMOHHBIX Y.01.1;
JIOKYMEHTOB( Cly’)ke0HO€ NMHUCHhMO, IIPOTOKOJI, Vv.01.4;
aKkT, JOKJaJHas  3alucKa,  CiyxeOHas Y.02.5;
3ammcKa) ¥.05.3;
¥.09.3;
[Ipaktnueckass pabora Ne4. PaszpaboTtka u 2 V1; V2,
oopmieHre JOKYMEHTallUd IO JIMYHOMY V.01.1;
COCTaBy c HCIIO0JIH30BaHUEM V.01.4;
YHU(DUIUPOBAHHBIX (HhOpM ¥.02.5;
¥.05.3;
¥.09.3;
IIpaktuyeckas pabora Ne 5. CocraBineHue u 2 V1;V2;
opopmiieHne JIOKYMEHTOB o Y.01.1;
npodeccroHanbHOI NEeSATETbHOCTH V.01.4;
(1OBEpEeHHOCTH, TMPETEH3UHM U  HUCKOBBIC ¥.02.5;
3asiBJICHUS ). ¥.05.3;
¥.09.3;
Paznen 3. Opranusaiust JOKyMeHTO000pOTa 6
Tema 3.1. [IpakTrueckas padota Ne 6 2 V4
Opraauzauuu CocTaByieHHE ATANoB U onepanuu 00padoTKu Vv.01.4;
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JOKYMEHTO000pOTa M JOKYMEHTOB. V.01.11;
TEXHOJIOTHH Vv.02.5;
aBTOMAaTU3UPOBAHHON ¥.03.2;
00pabOTKH JOKYMEHTAIIMH ¥.09.3.
[IpakTrueckas padota Ne 7 2 Y5
[TonroroBka JOKYMEHTOB ISl POpMUPOBAHUS V.01.4;
U XpaHEHHUS Ael V.01.11;
v.02.5;
¥.03.2;
¥.09.3.
[Ipaktuueckas padora Ne 8 2 V3; V4,
[lepenava nndopmanuu u cpeacTsa Y.01.4;
TEJIEKOMMYHHUKAIIHOHHBIX TEXHOJIOTHII B Y.0L.11;
ANEKTPOHHOM JJOKYMEHTO0O0pOTe Y.02.5;
¥.03.2;
¥.09.3.
UTOoro 16

29




OBPA3OBATEJIbHBII MAPIIIPYT

[punoxenue 3

KonTposnbu
ast TouKa

Kontponupyemslie
pazziesbl (TEMBI)
yueOHOU
JUCIUILTNHBI

KonTponupyembl
€ pe3yJbTaThl

OuneHouHbIEe cpecTBa

Nel

Paznen 1. Pa3nea 1.
Oomas
XapaKTePUCTHKA
JIOKYMEHTAIMOHHOT
0 o0ecrieueHuUs
yIpaBiICHUS

OK. 02; 3.02.1;
v.02.5;

OK.03; 3.03.2;
v.03.2;

OK.05; 3.05.8;
¥.05.3;

0OK.10; 3.10.2.
v10.3;

IIK. 1.1; V1, V2;
31;

IIK.1.2; Y4, 33;
IIK.2.1; V1; V2;
34;

I[IK.3.2; V1; ¥V2;
31; 32;

IIK.6.2; V1; 31;

Jomarnsst
KOHTpPOJIbHAs paboTa
Nel

Tect
[IpakTrueckas paboTa
Nel

Paznen 2.
CucremMbl
AOKYMEHTAIIHOHHO
ro odecneyeHus
ynpasJjieHust

OK. 01; 3.01.8;
V.01.1; ¥.01.4;
0K.02; 3.02.1;
v.02.5;

OK.05; 3.05.8;
Vv.05.3;

0K.09; 3.09.3
¥.09.3;
IMK.1.1;V1; Y2;
32;

IIK.2.2; V1; V2;
32; 34;

1IK.3.4; V1; V2;
31; 32;
I[IK.4.2;V1; Y2,
31; 32; 33;
I1IK.4.3; V!; V2;
31; 32;

Jomarnsst
KOHTpPOJIbHAs paboTa
Nel

Tect
[TpakTrueckue paboThl
Ne 2-5

Paznen 3.
Opranu3anus
AOKYMEHT0000poT
a

OK.01; 3.01.3;
3.01.8; V.01.4;
V.01.11;
0OK.02; 3.02.1;
v.02.5;

0OK.03; 3.03.2;
v.03.2;

0OK.09; 3.09.3
v.09.3.

IIK.1.2; V4; 33;
IIK.2.1; V3; V5;

Jomarnsst
KOHTpOJbHas paboTa
Nel

Tect
IIpakTHueckue
paboTeiNe 6-8
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34; 35;

IIK.2.2; ¥V2; V3;
32; 34;

I1K.2.6; ¥V3; V4;
34; 35;

I11IK.2.7; Y¥4; V5;
35;

I1IK.4.6; ¥Y3; V5;
33; 34; 35;
I11IK.4.7. Y4; V5;
33; 34; 35;

Homyck
3a4yery

Jomarnsst
KOHTpPOJIbHAs paboTa
Nel

1. IlpakTuueckue
pabotsr Ne 1-8

2. [IpakTuueckoe
3aJJaHue

IIpome:xyT
O4HasA
arrecTauu
|

KommnexkcHsiit
nuddepeHITpOBaHbI
i
3a4yeT

OK. 02; OK.03;
OK.05;0K.10;
IIK. 1.1;
IMK.1.2;ITK.2.1;
I1K.3.2; T11K.6.2;
OK. 01; OK.02;
OK.05; OK.09;
IIK.1.1; I1IK.2.2;
IIK.3.4; 1IK.4.2;
1K .4.3;

OK.01; OK.02;
OK.03; OK.09;
IK.1.2; T1IK.2.1;
I1K.2.2; T1IK.2.6;
I1K.2.7; T1IK.4.6;
I1IK.4.7.

Urorosas
KonTponbhas
pabora

1. Tecr
2. [IpakTrueckoe
3aJjaHne
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JUCT PETUCTPALIUY U3MEHEHUI Y JOMTOJIHEHUM

2 ~2 2

Paznen paboueii
MPOTPaMMBbI

KpaTxoe COACpIKaHUEC I/I3MCH€HI/IH/,HOHOJ'IH€HI/IH

Jara,
Ne nmportokona
3aceaHus
MK

ITonnuce
npezcenare
ns TTHK

PaGouas mporpamma y4eOHO# AMCHMIUIMHBI «J|OKyMEHTaUnOHHOE
obecrieueHne  ympaBleHHs» aKTyalM3upoBaHa. B pabouyio
IIPOrpaMMy BHECEHBI CIEIYIOIINE H3MEHEHUSL:

3 YCJIOBUS
PEAJI3ALIIN
[TPOTPAMMBI

JICLATUINHEI

B cBs3M ¢ OOHOBJIICHHEM MAaTEpPHAIBHO-TEXHUYECKOTO 00ECIICUeHUS
. MarepuaipHO-TeXHHUECKOEe OOeCIeueHne 4YHTaTh B HOBOU
penaKIuu:

JlabopaTopus NHPOpMAINOHHBIX TEXHOJIOTHIA B PO ECCHOHATBHOM
JeATEIEHOCTH

VYueOHast ayauTOpHsi s HPOBEINCHUS Y4eOHBIX, MPAKTUYECKHX
3aHATHH, JJIsI TPYIMOBBIX U WHIMBUAYATbHBIX KOHCYIbTALMH, IS
CaMOCTOSATENIbHOM ~ paboThl, g  TEKYIIero KOHTPOJIsI U
IIPOMEKYTOUYHOH aTTeCTaluu.

Pabouee MecTo mpenofaBatens: IMEPCOHAIBHBIA  KOMIIBIOTED,
MPOEKTOp, paboure mMecTa 00y4alomMXCsl, 10CKa yueOHas, yueOHas
Me0enb;

IIepcoHanbHbIE KOMIIBIOTEPHL

KabuneT JJOKyMEHTalMOHHOTO 00eCIeYeHH s YIIPABICHUS

VYyebHas ayAuTOpHs Ul NPOBEACHUS YYCOHBIX, NPAKTHYCCKHX
3aHATHH, IJIsI TPYIIOBBIX M WHAWUBHAYAJIbHBIX KOHCYJIBTALMMA, IS
CaMOCTOSITENIBHOW ~ paboTBl, JUIA  TEKyLIero  KOHTPOJL |
NPOMEKYTOYHOM aTTECTAINH.

PaGouee MecTo TpenomaBarens: IEPCOHAJBHBIA  KOMIIBIOTED,
cKaHep, pabounme MecTa OOydaroIIuXcs, JOCKa ydeOHas, ydcOHas
MeOen;

IIepcoHanbHbIE KOMIIBIOTEDHI,

Armmapat xormupoBansHb TASKalfa 180

16.09.2020 r.
IIporokoin Ne 1

3 YCJIOBUS
PEAJI3ALIIU
TIPOTPAMMBI

JIACLIUITJIVHDI

B cBa3m ¢ 3aKkilOYeHHEM  KOHTPAKTOB CO  CTOPOHHHMH
9MeKTpOHHBIME OubnuorednsiMu cuctemamu “FOpaiit” (KoHTpakT
No K-55-20 ot 25.08.2020 r. OOO «DneKTpOoHHOE H3ATEIHCTBO
FOPAMT», 01.09.2020 r. mo 31.08.2021 r.), O5C 3HAHUYM
(Kontpakr Ne K-60-20 or 13.08.2020 r. OO0 «3HAHUYM»,
01.09.2020 r. mo 31.08.2021 r.) m VY4eOHO-METOIUYECKOE U
nH}opMannoHHOe o0ecIieueHne peann3aly MporpaMMbl YUTaTh B
HOBOW pelaKkIyH:
OcHoBHas nuTepaTypa

1. brikoBa, T.A. JloxyMeHTaMOHHOE
obecrieueHne ymnpaBiieHHs! (IEJIONPOU3BOJCTBO) [INEKTPOHHBIN
pecypc]: yueb. mocobue / T.A. beikoBa, T.B. Kysuerosa, JI.B.
Cankuna; mon o6mi. pea. T.B.Kysuenosoit. — 2-¢ u3f., nepepabd. u
norn. — Mocksa : UHOPA-M, 2018. — 304 c.- Pexxum poctyma:
https://new.znanium.com/read?id=303113

2. Kymnses, H.H. HNudopmarnmonnsie
TEXHOJIOTUM B JIOKYMEHTAIMOHHOM OOECIeYeHHN YIIpaBJiIeHUs W
apXMBHOM Jiesie [DJIEeKTPOHHBIH pecypc]: y4el. mocobue: yuyeOHHMK
aust By3oB / H.H. Kynses, T.B. Kongpamiosa, E.B. Tepentsena, AL
®abpuuHoB ; nox obul. pen. n.10.H., mpod. H.H. Kynsesa. - Mocksa

Jloroc, 2017. - 408 C. .- Pexum JlocTymna:
https://new.znanium.com/read?id=337823
3. [Manacenko, 0. A. Jlemompou3BOACTBO:

JOKYMEHTAI[OHHOE OO0ecledeHne yIpaBleHus [DIEKTPOHHBIN
pecypc] : yduebnoe mocobme / HO.A. Ilanacenko. - Mocksa: UI]
PUOP, HUIl NH®PA-M, 2016. - 112 c. - Pexum pocryma:
https://new.znanium.com/read?id=45738

4.  Pasznopoxubiii, A.A. JIOKyMEeHTHpOBaHHE yHpPaBJIEHYECKOi

16.09.2020 r.
IIporokon Ne 1
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JESITEIBHOCTH [DICKTPOHHBIA pecype]: yueb. mocobume / A.A.
Pazmopoxusiii. — Mocksa : UTHOPA-M, 2017. — 304 ¢. — Pexum
nocryma: https://new.znanium.com/read?id=25070

JlomoHUTENBHAS INTEpaTypa
1. BrixoBa, T. A.,CanknHa, JI. B
JlokyMeHTaIoHHOe 00ecTieueHne YIpaBICHNS HETOCYIapCTBEHHBIX
opraHu3aiuii [DIeKTpOHHEIN pecypc/Tekct]: YueOHoe mocobue /
Brikosa T. A., Cankuna JI. B. - 2-¢ uzn., nepepa0. u jom. - Mockea :

HULl HWHO®PA-M, 2015. - 302 c¢. - Pexum pocryma:
https://new.znanium.com/read?id=146258
2. Kysneuos, M. H. JloxymeHTalnnoHHOE

obecrieuenne ynpasieHus. JJokyMeHTOOOOPOT U JeTI0IPOU3BOJICTBO
[DnekTpoHHEI pecype] : YUCOHHK M MPAKTHKYM JUIS MPHKIATHOTO

6axanaBpuara / . H. Ky3nenoB. — 3-e¢ u3z., mepepab. u mom. —
Mocksa : HzmatensctBo HOpaiit, 2019. — 461 c. — (bakamasp.
puxnagaoit kypc). — ISBN 978-5-534-04275-7. — Pexum

nocryma:  https://urait.ru/viewer/dokumentacionnoe-obespechenie-
upravleniya-dokumentooborot-i-deloproizvodstvo-431759#page/2

3. I'mapmit, E. B. JlokymMeHTanmoHHOE oOecledeHne YIpaBICHUS
[DnexTponnsii pecype]: Yueobnoe nocobue/I maauii E.B. - Mocksa :
Uil PUOP, HULl MH®PA-M, 2016. - 249 c. - Pexum pmoctyma:
https://new.znanium.com/read?id=12647

3 YCJIOBUS
PEAJIM3ALIIU
[TIPOTPAMMBI

JIICUUATINHEI

B c¢Bsi31 ¢ 0OHOBJICHHEM MaTEPHATIBHO-TEXHUYCCKOTO 00CCIICUCHUS
1. [Iporpammuoe obecneyenue n MHTEpHET-pecypChl YUTATh B
HOBOM PENAKIMN:

MS Windows (momamnucka Imagine Premium) gorosop /1-1227-18 ot
08.10.2018, cpok metictms: 11.10.2021

Calculate Linux Desktop cBobomHo pacnpocrpansemoe I10
(https://www.calculate-linux.org/ru/), cpok nelcTBus: GecCpoOUHO
MS Office moroBop Nel35 or 17.09.2007, cpox neiicTBus:
6eccpodHo

7 Zip cBobomuo pacmpoctpansemoe (https://www.7-zip.org/), cpok
nercTBusA: OeCCpOUHO

MS Windows (nmoxnucka Imagine Premium) norosop /[-1227-18 or
08.10.2018, cpok nmerictBus:11.10.2021

Calculate Linux Desktop cBoGonHo pacmpocrpansemoe [10
(https://www.calculate-linux.org/ru/), cpok nencTBus: GECCPOUHO
MS Office moroop Nel35 or 17.09.2007, cpox nmeHCTBHSA:
6eccpodHO

7 Zip cBobonmHo pacmpoctpansemoe (https://www.7-zip.org/), cpok
JefcTBHA: OeCCPOYHO

16.09.2020 r.
IIpotokon Ne 1
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	- «Неудовлетворительно» - теоретическое содержание курса не освоено, необходимые умения не сформированы, выполненные учебные задания содержат грубые ошибки
	Перечень практических  занятий

