


OJIOBPEHO

[IpenMeTHO-IMKIIOBOM KOMUCCUEN Meroanueckon komuccuen MoK
«OKOHOMHKA U cepa 00CTyKUBAHHUD»
IIpencenarens H.H. Konecnukona [Ipotokon Ne 4 ot 09.02.2022 .

[IpoToxos Ne 5 o1 19.01.2022 r.

PazpaboTunk:
npenogasatesnb PI'BOY BO «MI'TY um. I'.'MI.Hocoa» Muoronpoduinbshsiii kotemxk H.B.Kapnenko
npenogaBatenb GT'BOY BO «MI'TY um. I''I.HocoBa» Muoronpodunsusrii komwtemx H.B.Illymakosa

Metouueckre yka3zaHus 110 BBIIIOJIHEHUIO MPAKTUYECKUX paboT pa3paboTaHbl HA OCHOBE paboueit
nporpammsbl yaeOHou nuctmrmuinabl OI1L.04 [foxymeHTarimoHHOE 00ECTICUCHHUE YITPABICHHUS.

Cogep:xaHue MPaKTUYECKUX pabOT OPUEHTHPOBAHO HA MOJATOTOBKY OOYYAlOMIMXCS K OCBOCHHIO
npodecCHOHANBHBIX ~ MOJAYJEH MporpaMMbl MOATOTOBKH  CIIELMAIMCTOB  CPEJHEr0 3BEHAa IO
cnerpanbHocT  38.02.01 DOkoHomMuka U OyxranTepckuii yder (IO OTpacisiM) U OBJAJCHHUIO
npodeccuoHalIbHBIMU KOMITETEHIUSMHU.
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1 BBEAEHUE

CoctaB u cojaepkaHHE TNPAKTUUYECKUX pabOT HampaBieHbl HAa peaTU3alfio JCHCTBYIOLIETO
(benepanbHOro TroCyJapCTBEHHOTO 00Opa30BaTEIbHOTO —CTAaHAApPTa CpeIHEero NpogecCHOHATBHOTO
oOpa3oBaHUsI.

Benymeld  AMOakTHUECKOW — LENBI0  MPAKTHYECKHX  3aHATUH  sBIsieTcs  (OpMHUpPOBAHHE
po(hecCHOHATBHBIX MPAKTHYECKUX YMEHHUH (YMEHHI BBITIOJIHATH OINpEeSICHHBIE JCWCTBUS, ONEpalunHy,
HEOOXO/MMbIE B TOCIEAYIONIEM B MPO(ECCHOHATBHON MESITEIHHOCTH) WM YYeOHBIX MPAKTHUECKUX
yMEeHHUH (yMEHUH pemarh 3a7a4y 1o JOKyMEHTAlMOHHOMY OOECIIEUEHHUIO YIIPaBJICHUs ), HEOOXOAUMBIX B
MOCJIeYIONIEH yIeOHOH AeITeTFHOCTH 0 00IIeTpoheCCHOHATBHBIM JUCIUATITHHAM

B coorBercTBUM ¢ paboueil nmporpamMmoil y4eOHOM JIuCHUIUIMHBL  «/loKyMeHTanumoHHOE
o0ecrieyeHne YIpaBJICHUS» TPEAYCMOTPEHO TIPOBENEHHE TPAKTHYECKUMX 3aHiATHH. B pamkax
MIPAKTUYECKOTO 3aHATHS 00YyJaIOLIUECs] MOTYT BBIIOJIHATH OJHY WJIM HECKOJIBKO MPAKTUUYECKUX pPadoT.

B pe3ynbTaTe ux BhINOTHEHUS, O0YUAIOIIHICS JOJIKEH:
YMETb:
— . 0OpMJIIATH JTOKYMEHTAIIMIO B COOTBETCTBUU C HOPMATUBHOM 0a30i, B T. 4. C UCIIOJIb30BAHUEM
WH(POPMAITMOHHBIX TEXHOJIOTHIA;
— HCTOJIb30BaTh YHU(DUIIMPOBAHHBIE (POPMBI TIOKYMEHTOB;
— HCTOJIb30BaTh TEJICKOMMYHUKAITHOHHBIE TEXHOJIOTUH B DJIEKTPOHHOM JIOKYMEHTO000 pOTE;;
— OCBaWBaTh TEXHOJOTUH aBTOMATU3UPOBAHHONW 00paOOTKH JOKYMEHTAIIUH,
— OCYIIECTBJIATh XpaHEHUE U TIONCK JOKYMEHTOB;

ConeprkaHye MPaKTUYECKUX 3aHATHI OPUEHTHPOBAHO HA TMOArOTOBKY OOYYarOIIMXCS K OCBOEHHIO
MPO(eCCHOHAIBHOTO MOJIYJIS MPOrpaMMbl MOJTOTOBKH CHEMUATUCTOB CPEIHEro 3BEHA MO CIEUATbHOCTU U
OBJIAJICHUIO HPOheCcCuOHAIbHBIMU KOMNEMEHUUAMU:

IIK 1.1. O6pabaTsiBaTh IEPBUYHBIC OYXTAITEPCKUE TOKYMEHTHI.

IIK 1.2. Pa3zpabatpiBaTh M COTJIACOBBIBATH C PYKOBOJCTBOM OpPraHM3aIlMU pabOYMi IJIaH CYETOB
OyXraiTepckoro yyeTa OpraHu3aluu.

[IK 2.1. ®opmupoBath OyXraaTepckue MPOBOAKHU MO y4ETy UCTOYHUKOB aKTHBOB OpraHU3AIMK Ha
OCHOBE pa00overo mjiaHa CYeTOB OyXTralaTepCKOTO yderTa.

[1K 2.2. BeInoaHsaTh NOpy4YeHHUs] pyKOBOJICTBA B COCTaBE KOMUCCHH IO MHBEHTAPU3allMU aKTUBOB B
MeCTax UX XpaHEHHUSI.

IIK 2.6. OcymectBisiTh cO0p MHPOpPMAIIUUA O ACATEIHBHOCTH OOBEKTa BHYTPEHHETO KOHTPOJIS IO
BBITIOJIHEHUIO TPeOOBaHMI TPABOBOM M HOPMATUBHOM 0a3bl U BHYTPEHHUX PETJIAMEHTOB.

[IK 2.7. BBITIOJHATE KOHTPOJBHBIC TPOIEAYPHl U UX JTOKYMEHTHPOBAHUE, TOTOBUTh U O(OPMIIATH
3aBepuIaloIIfe MaTepHUalbl MO pe3yJibTaTaM BHYTPEHHETO KOHTPOJISA.

IIK 3.2. OdopmisiTh TUIaTEKHBIE JOKYMEHTHI JJI TEPESYUCIICHUS HAJIOTOB M COOPOB B OIODKET,
KOHTPOJHMPOBATH UX MPOXOKIECHUE TI0 PACUETHO-KACCOBBIM OAHKOBCKUM OTIEPAIUSIM.

I[IK 3.4. OdopmisaTh miuaTeXHble MAOKYMEHTHl Ha IMEPEUMCIICHHE CTPaxOBbIX B3HOCOB BO
BHEOIO/DKEeTHbIE (DOHABI M HAJIOTOBBIE OPraHbl, KOHTPOJHMPOBATh HX MPOXOXKICHHE IO PACUeTHO-
KacCOBBIM OAHKOBCKUM OTIEPALIUSIM.

I[IK 4.2. CocraBnsate ¢opMbel Oyxrantepckoil ((pUHAHCOBOM) OTYETHOCTH B YCTAaHOBIICHHBIC
3aKOHOJATEITLCTBOM CPOKH.

IIK 4.3. CoctaBnath (0TY4ETH) U HAJOTOBBIE JAEKIapalldd IO Hajoram u cOopam B OIOKET,
YUUTHIBas OTMEHEHHBIH eauHblil conuanbHblii Hajmor (ECH), oTueTsl mo cTpaxoBbIM B3HOCaM B
rocy/lapcTBeHHbIE BHEOIO/KEeTHbIE (OHIBI, a Takke QOpPMbI CTATUCTHUYECKOH OTUYETHOCTH B
YCTaHOBJICHHBIE 3aKOHOIaTE€ILCTBOM CPOKH.

I[IK 4.6. Anamu3upoBaTh (UHAHCOBO-XO3SMCTBEHHYIO JI€ATENBHOCTh, OCYIIECTBISATH AaHAIU3
nH(pOopMalUY, TOTYYSeHHON B XOJI€ MMPOBEICHUSI KOHTPOJILHBIX MIPOLEAYDP, BBISIBICHUE U OIIEHKY PUCKOB.

I[IK 4.7. IlpoBoaUTh MOHUTOPUHI YCTPAHEHUS MEHEI)KMEHTOM BBISBICHHBIX HapyLIEHHH,
HEJIOCTaTKOB U PUCKOB.

1K 6.2. BecT kaccoByI0 KHUT'Y C COOCTBEHHON KaCCOBOI OTUETHOCTHIO.



OK 01 Bsibuparb cnocoObl pemeHus 3agad NpoQecCHOHATBHON NeATENFHOCTH MPUMEHUTEIBHO K
Pa3IMYHBIM KOHTEKCTaM.

OK 02 OcymiecTBisaTh MOWCK, aHAIW3 W WHTEPHpETalnuio HH(pOpManuu, HEOOXOIUMOM s
BBITIOJTHEHUS 33/1a4 ITPO(EeCCHOHATBHON IS TEILHOCTH.

OK 03 IInanupoBath ¥ peaar30BbIBaTh COOCTBEHHOE MPO(PECCHOHATBFHOE U JMYHOCTHOE Pa3BHUTHE.

OK 05 OcymiecTBiasTh YCTHYHO U INHCbMEHHYI0 KOMMYHHUKAIMIO Ha TOCYJapCTBEHHOM S3bIKE
Poccuiickoit @enepanuu ¢ yueToM 0COOEHHOCTEN COLIMAIBHOTO U KYJIbTYPHOI'O KOHTEKCTA.

OK 09. Ucnonp30BaTh HHPOPMALUOHHBIE TEXHOJIOTHH B IPOPECCHOHATBHOM e TEFHOCTH.

OK 10 Ilonp3oBarbecsi mpodeccHOHAIbHOM JOKYMEHTAIMe Ha roCyJapCTBEHHOM M HMHOCTPAaHHOM
S3BIKAX.

BrimosHenue 00yJarommxcs IPakKTHYECKUX |/WIK 1a00paTOPHBIX PadOT 1Mo y4eOHOH TUCIIUTUTHHE
«/lokyMeHTaluOHHOE o0ecTieyeHne yIpaBJeHus) HAPaBICHO Ha:

- 00001IeH1e, CHCTEeMAaTH3aInI0, YIyOJIeHue, 3aKPETUICHHE, PAa3BUTHE U JIETATM3AIUIO TIOJTYY€HHBIX
TEOPETUUYCCKUX 3HAHUN M0 KOHKPETHBIM TeMaM Y4eOHOUW TUCIHUIUINHEI;

- ¢opMHpoBaHHE YMEHUN MPUMEHSTH TMOJIYUCHHBIC 3HAHUS Ha TMPAKTHUKE, PEAIU3AIUI0 €TUHCTBA
VMHTEJUIEKTYAJIbHOW U TPAKTUYECKON JEATENbHOCTH;

- (opMupoBaHHE U Pa3BUTHE YMEHUUW: HAOIIOJaTh, CPaBHUBATh, COIMOCTABIIATH, AHATM3UPOBATH,
JIeJIaTh BBIBOJBI M 0O00OIIEHHS.

- BBIPaOOTKY MpHU PEIICHUH MTOCTABIEHHBIX 3a/1a4 NMPO(HeCCHOHATBHO 3HAYMMBIX KaUeCTB, TAKMX KaK
CaMOCTOSITEIBHOCTh, OTBETCTBEHHOCTh, TOUHOCTh, TBOPYECKASI MHUITMATHBA.

HpaKTI/I'-IeCKI/Ie 3aHATUA TTPOBOJATCA ITOCIIC COOTBCTCTBYIOHIeﬁ TEMBI, KOTOPaA o0ecreunBacT HaIHIIe
3H3HI/H71, HGO6XO)II/IMBIX JJIs1 €€ BBIIIOJTHCHM .



2 METOANYECKUE YKA3AHUSA

Pazjen 1. O0masi XapakTepuCTUKA JOKYMEHTAIIHOHHOIO o0ecrie4eHus1 yIpaBJIeHUs
Tema 1.2. OdopmiieHHEe JOKYMEHTAIIUM B COOTBETCTBUH C HOPMATUBHOI 6a30ii

IIpakTnueckoe 3ansiTue Ne 1

. OdopmiieHHe PEeKBU3UTOB 00eCTIEYHBAIIHUX IOPUINYECKYIO CHITY TOKYMEHTAM
OdopmiieHHe pa3IMYHbIX BUIOB 0J1aHKOB U (popMyJisipa - odpa3ua

ean padoTbi:

— Hayuutbcst 0QOpMIIATH PEKBU3UTHl YCTAHABIMBAIOIIUE FOPHINYECKYIO CHIY JTOKYMEHTOB B
cootBercTBUU ¢ neiictByronum ['OCTowm 7.0.97.-2016.
— MW 3yunTh pacnosiokeHue pPEeKBU3UTOB U TPaHMIBI 30H OPraHU3alMOHHO-PACIOPSIUTENIHHOTO
nokymenta Ha popmate A4 corimacao 'OCT P 7.0.97.-2016.
— Hayuutbcs nmpoekTupoBaTh OJIaHKM JOKYMEHTOB B COOTBeTCTBHM C JeicTByomuM ['OCTom
7.0.97.-2016.
Boinosnus padorty, Bel Oyaere:

ymemo:
—  0hOpMIATH TOKYMEHTAIUIO B COOTBETCTBUU C HOPMATUBHOM 0a30ii, B T. Y. C UCIIOJIb30BAHUEM
MH(OPMALMOHHBIX TEXHOJIOTUH;
— HCHOJIb30BaTh YHU(UIIUPOBAHHbBIE (OPMBI JOKYMEHTOB

MarepuanbHoe o0ecrieyeHme:

I'OCT P 7.0.97-2016. «HaunonanbHbiil crangapt Poccuiickoii denepanuu. Cucrema CTaHIApTOB
no wuHpopManuu, OHOIMOTEYHOMY U U3JaTeNbcKoMy Jeny. OpraHu3zallMOHHO-paclopsAUTEIbHAS
nokymeHTarus. TpeboBanust K 0pOpMIIEHUIO TOKYMEHTORB"

PaGouas u nekunoHHas TeTpaju.

JnaakTu4eckuii Matepuan

[TepconanbHBINM KOMITBIOTEP, TEKCTOBBIN mporieccop Microsoft Word

3ananmneNel:
Ha ocHoBanum 3amanuii opopMuTe PEKBU3UTHI, 00ECICUMBAIONINE FOPUANYCCKYIO CHITY JOKYMEHTAM.
Yrobsl oopmuth pekBu3uThl Mcmois3oBath 'OCT u pemakrop Microsoft Word ¢ cobmonaennem Beex
OTCTYIIOB U UHTEPBAJIOB.

ConepxaHue 3aJlaHust Bapuantsl
3ananme 1: Bapuanm 1
Odopmure HanMeHoBanue | 3A0, opraHu3anMOHHO-TIpaBoBas hopma npeanpusaTus «Opuc-kon».
OpraHu3alui B COOTBETCTBUU | Bapuanm 2
ycTaBa Hu npaBuiibHOrO | Opranmszanus rocyJapCTBEHHOIo Tuma Bcepoccuilckuid  Hay4dHO
PacIoJIOKEHUS 4yacTeil | ucciaeaoBaTeIbCTKU HHCTUTYT JOKYMEHTOBEACHUS U ApXUBHOTO JIeNa,
PEKBU3UTA: noguunsercs ®enepanbHomy areHcTBY POCAPXUB moxeT umeTh
cokpaieHHoe HauMmeHoBanue BHUIA/L.
Bapuanm 3

MocBoOKaHan OTHOCUTCS K THUILy TOCYAAPCTBEHHOIO YHUTApHOTO
npeanpuATys o r.Mocksa.

Bapuanm 4

MUHHCTEPCTBO ~ CTPOUTENBCTBA,  APXUTEKTYPBl U KUJIMILHO-
KOMYHaJIbHOTO X03sHCTBa, MpH AAMUHUCTpaIu PocToBcKkoii 001acTH.

3amanmue 2 Jns 1 eapuanma
Odopmure HazBanwe Buma | 1. Ilpukaz3 o BBEOCHHM UWHCTPYKIMH IO MPOTHBOIOKAPHOU
JOKyMEHTAa W 3aroJoBOK K | 0€30MacHOCTH;




TEeKCTY  3TOro  JIOKyMeHTa, | 2. [IpoTokou 3acemanus coBeTa 1o npo(uiakTuke NpaBoOHAPYIICHUH;
yIOTPeOUB HYXHBIN TaIeK: Mna 2 eapuanma

1. CnopaBka o cocTossHMM pabOTBI OT/AENAa JIEIONMPOU3BOJICTBA TIO
PaccMOTPEHUIO 3asiBIICHUH, )Kaj00 U MPEIOKEHUH IpaXK/IaH;

2. JlomKHOCTHas  WHCTPYKIMS O  CICUUATUCTE  3€MEJbHO-
MMYIIECTBEHHBIX OTHOIICHUIA,

3apanme 3 Bapuanm 1
Odopmure naTy u| 1. Ecim odopMisitoT npHKa3 1O OCHOBHOW JCSATCIBHOCTH —
peTUCTPAIIIOHHBII HOMED | MPOJOIBHBIM PACIIOIOKEHUEM PEKBU3UTOB.
JNIOKYMEHTa 2.Ecmu oopMIISIFOT OTYETHBIA JTOKYMEHT KOTOPBI OTHOCHTBHCS K
OyXTalTepCKON TOKYMEHTAIUH.
Bapuanm 2.

1. Eciim ohopMIISIrOT JOTOBOPHON JOKYMEHT. ( KYIUTH-TTPOIAXKH )

2. Eciu oopMITSIOT TOKYMEHTAIUIO TUYHOTO COCTaBa

Bapuanm 3

1. Eciim moAroToBMIIM TSt OTIIPABKU OTBETHOE IMMCHMO Ha BXO/IAIIIEE.
2.Ecny moAroToBMIIM CIIPaBKy ¢ MecTa paboTHI.

3ananmue 4 Bapuanm 1.

Odopmurte rpud yrBepxkaenust | 1.Eciau moarotroBuiiM akT MHBEHTapHU3aIlluu

2. Ecnn moaroToBmin YcTaB HErocylIapCTBEHHOTO 00pa30BaTEIHLHOTO
YUPEKICHUS.

Bapuanm 2.

1.Ecny moAroTOBWIIM TOJDKHOCTHYIO HHCTPYKIIMIO CIISITAATTUCTA

2.Ecnu moaroToBUIIN TOJIOKEHHE 00 OpraHU3aIiH, KOTOPOE SBIISIETCS
MIPUJIOKEHUEM K PACTIOPSAUTEIIBHOMY IOKYMEHTY.

3ananue 5 Bapuanm 1.
Odopmute peKBU3UT NOANIUCE | I. Ecau noocomosunu npuxkas no 0CHO8HOU OesmenbHOCmu
2. Ecau noocomoeunu akm
Bapuanm 2
1. Ecnu noocomosunu npomokon coopanus
2.Eciu nooeomosunu eapanmutinoe nuCbMo

SagannaNe2:

1. OtBeTbTE Ha BOMPOCHI U ONPEAETUTE COCTAaB U MOPSIOK PACHOJOKEHUSI PEKBU3UTOB OJAHKOB
npeaycMoTpeHHbIXx [OCTom 7.0.97.-2016. 3anummmTe B TabIuILy.

Bonpochl 1 0TBeTHI

B coorBerctBuM ['OCT P 7.0.8-2013 «Cucrema cranmapToB 1o uHpOpMauH, OHOIUOTECYHOMY M
U3JIaTeNIbCKOMY Jieny. J[eonpou3BoACTBO U apXUBHOE Je710. TepMUHBI U OIIPEICTICHUS.
OTBeTbTE HA BONIPOCHI:

PexBusutoMm JAOKYMCHTA HA3bIBACTCA - ...

CDOpMyJ'IHpOM-O6paSI_[OM JOKYMCHTA HA3bIBAKOTCS

bnank HOKYMCHTA -

B coorBerctBUM ['OCT P 7.0.97-2016. «Haunonanbusiii crangapt Poccuiickoit @enepannn. Cuctema
CTaHIapToB 1Mo wuH(opMammu, OUOIMOTEUHOMY U  H3AaTeIbCKOMYy Aeny. OpraHu3zalnuoHHO-
pacnopsauTensHas JoKyMeHTanus. TpeboBaHus K 0(pOpMIIEHUIO TOKYMEHTOB"

Omnpenenure peKBU3UTHI OJTaHKOB.

bnank nmucema:
A) MOCTOSTHHBIE PEKBU3UTHI-
b) nmepemMeHHbIE U TOTIOJTHUTENbHBIEC PEKBU3UTHI-

briaHKk KOHKpETHOTO BHJIa JOKYMEHTA:
A) MOCTOSTHHBIE PEKBU3UTHI-
b) nepemeHHbIe PEKBU3UTHI-




2.Copoektupyiite o0l 6J1aHK ¢ MPOJIOJIEHBIM PACIIONIOKEHUEM, OJIAaHKH ISl TUCEM C YTIIIOBBIM U
MPOJIOJILHBIM ~ PACIIONIOKEHWEM U OJIaHK MpUKa3a ¢ MPOJOJIBHBIM PACIONIOKECHHEM IOCTOSIHHBIX
PEKBHU3UTOB JUIsI IEPEUYHCIICHHBIX HIDKE OPraHU3alUi ¢ OTPAHUYUTEIIEHBIMA OTMETKAMHU JIJISl PEKBU3UTOB.

Ne | HammeHOBaHME OpraHU3aIAn CripaBo4HBIC TaHHBIC 00 OpraHU3AINH
11/T1
1 Bcepoccuiickuii HaydHO- yi. IIpodcorosnas, .82 ropox Mocksa, 117393 Teun./daxc
UCCIIEIOBATEIICKUIA HHCTUTYT (095) 7187874 E-mail: mail@vniidad.ru
JOKYMEHTOBEICHUS U apXHUBHOTO
Jiena, o JUMHSIONTHICS
POCAPXVBy OKIIO 02842708,
OI'PH 1027700380795, MHH/KIIIT
7008032140/702001001
2 l'ocynapcTBeHHBIN TPOEKTHBIN V. Huxnsis [lepomatickast, 1.46 ropog Mocksa, 105203
WHCTUTYT Ten. (495) 27523 23
CAHTEXIIPOEKT, daxc (495) 27512 12
IO TYMHSATOLIAICS E-mail: santeh@gs.ru
I'occrporo Poccnn
OKIIO 02842708
OI'PH 1027700380795
MHH/KIIIT
7708033140/771001001
3 OTtkpbiTOE akroHepHoe obmiecTBo | OkTA0pbCKoe mocce, 1.9, Topos
«BOJIFO)IOHCKHPT Boarogonck, PoctoBckas 0071.
XJIEBOKOMBUHAT» 347340
OKIIO 23132807, tein./akc: (86392) 6-61-13
OI'PH 1821800370797, E-mail: bublik@com.ru
WHH/KIIIT
3408032140/342001002
4 OTtkpbITOE akroHepHoe obmiecTBo | Y. Ocroxenka, 27 Mocksa, Poccus, 121002 Ten./dake
«9TAJIOH» OKIIO 45464501, (495)291 35 79 www.rrc.ru
OI'PH 1068713089571 MHH/KIIIT
6164054471/81702003

IMopsinok BbINOJIHEHHSI PA0OTHI:

N3yuute TeopeTnueckuil Marepuan no pa3paboTke OJAHKOB, MPU MPOCKTUPOBAHUU HCIIOJIB3YHTE
npunoxenust [OCTa 7.0.97.-2016.
Ucnonszys 'OCT P 7.0.8-2013 «Cucrema crtanaapToB mo uHGoOpMmaiuu, OUOIMOTEUHOMY H
U3JIaTeNbcKoMy Aeny. Jlemonpon3BoACTBO U apXUBHOE Je0. TepMuHbl U onpeaenaeHus»- OTBETbTe Ha

Bompockl. OMpeienTe COCTaB M MOPSAIAOK PACIOJIOXKEHUS PEKBU3UTOB OJAHKOB IPEIyCMOTPEHHBIX
I'OCTom 7.0.97.-2016.

Cropoextupyiite o60muii OnaHkK, OJaHK NHUCHMA,

OaHK KOHKPETHOIO BHIAA HJOKYMCHTa C

COOJIFOJICHHEM BCEX OTCTYIIOB U UHTEPBAJIOB/
OdopMuUTh PEKBH3HUTHI B pabodyeii TeTpaau U B TEKCTOBOM mpoiieccope MS Word ¢ cobmoacHreM

BCCX OTCTYIIOB U UHTCPBAJIOB.

dopma npeacrapieHus: padoThbi:

O(I)OpMJ'IeHHLIe PCKBU3UTHI B YCTAHOBJICHHOM ITOPAJIKE

OdopmneHHble OJaHKU JOKYMEHTOB




Kpurepun onenkn:

Pe3ynbTaTHBHOCTD BBINOJHEHUS 3a1aHUS Onerka HHHHBH&%?H;HHX AOCTHACHHH,
3ajaHure BBIIOJIHEHO MOJHOCTRIO, 0€3 3aMeUaHmit 5
3aaHue BBIITOJIHECHO MOJHOCTHIO, HO HMCIOTCS 4
HECYILECTBEHHBIC 3aMeUYaHus
3ajaHue BHIMIOJIHEHO, HO UMEIOTCSI CYIIIECTBEHHbIE 3
3aMEeYaHMsl, MOBJICKIINE K HEBEPHOMY PEIICHUIO 3a/IaHuUs
3aaHue HE BBIIOJIHCHO 2

Pa3nen 2. CucremMbl JOKYMEHTAllHOHHOIO o0ecriedeHHUs YIPaBJIeHUs
Tema 2.1. YHU(PUUIHMPOBAHHAS CHCTEMA OPraHU3ALMOHHO - PACTIOPAAMTEIbHONH JOKYMEHTAIlUH

IIpakTnueckas padora Ne 2.
Pa3pa6oTka u opopmiieHHe paciopsiiMTeIbHbIX JOKYMEHTOB

ean padoTbi:

Hayuuthcs coctaBisaTe 1 0GOpMIISATh paciopsIUTeNbHbIE JOKYMEHThI B cooTBeTcTBUU ¢ 'OCT P

7.0.97 - 2016

Bbinosinus padory, Bel Oynere:

ymemy:
0(pOpPMIISITH TOKYMEHTAIMIO B COOTBETCTBUU C HOPMAaTUBHOM 0a30H, B T. 4. C UCHIOJIb30BAaHUEM
MH(OPMALMOHHBIX TEXHOJIOTUH;
UCI0JIb30BaTh YHU(DULIPOBaHHBIE (POPMBI IOKYMEHTOB

MaTepuajibHO TeXHHYECKOe o0ecriedeHue:

PaGouas u nekunoHHas TeTpaju.

JuaakTu4eckuii Mmatepuan

[TepconanbHBINM KOMITBIOTEP, TEKCTOBBIN mporieccop Microsoft Word

OO6pa3iel TOKyMEHTOB (MakeT) pacnopsautensHoro gokymenta ([Ipunoxenue 1, 2,3.)

3apaHue:

OdopMHUTh pacroOpsSIUTEIbHBIC JOKYMEHTBI C HCIIOJIB30BaHHEM KOMIBIOTEPHBIX TEXHOJIIOTUH W B
cootBeTcTBUU C TpedoBanusmu 'OCT P 7.0.97-2016

— IIPpHUKa3 I10 OCHOBHOI ACATCIIBHOCTH, PAaCIOPSHKCHUE , PCHICHUC, YKAa3aHUEC C CO6J'IIO,Z[CHI/IGM BCEX

OTCTYIIOB 1 HHTCPBAJIOB

No
n/

Hcxonurle nanHbie

1

3ananue 1

B ¢opme mpukasa HEoOXOAMMO BBECTH MHICKCHI MPEANPHATHH M OpraHM3aluil OObEIWHEHUS, B LEISIX
YHOPSIOYCHHUsT OpTaHW3alWil YIpaBIeHUs B OOBCOIMHEHWH W B COOTBETCTBHH C yKasaHumeM Munnctpos PO ot
00.00.00. Ne 423. [TIPUKA3BIBAK): O6wenunenuto nmpucBouth uuaekc — 51. [Ipu mepermcke B coorBerctBun ¢ CTII
39.00.25 «Opranms3anys IeIONpOU3BOACTBA B 00beanHEHNN «CTpOWTEXHHKA», a TaloKe IS ydeTa M PEeTHCTPaIid
pa3pabaTeIBa€MbIX CTAHOAPTOB MPENIPHATHS NPHCBOUTH MNPENNPHATHAM Ccileayromue wuHaekce:: 50 — 01 —
SIpocrnaBcKOMy peMOHTHO-MexaHndeckomy 3aBofy; 51 — 02 — Bnagumepckomy CKB; 51 — 03 — HoBouebakcapckomy
3aBoxy «Pemcrpoiimopmanny. KoHTponb 3a ncnonHeHHeM MprKasza Bo3araercs Ha KaHnemsipuio (T. Koponesy B. A.).
I'enepanbusiii aupextop A.I1. MBanos. B geno 1 — 3 — 6. C. C. Ilerpos.

3amganue 2

Odopmuts pacmopspxerrne Ne 137 or 10.03.20  rmaBHOTO MH)KEeHepa MOCKOBCKOTO CTaHKOCTPOHUTEIHEHOTO
3aBoma «Texmam» J[.M. ComameBa «O BHempermn crapmapta OPJ] CTII 02-601» Ha OCHOBE MpemTOKESHHBIX
00pa3moB B IpriiokeHnu 3 u 4.
B pacnopsiinTenbHON YacTy yKa3aTh 4 MyHKTA!
1. O Buenpennu cranmapra OPJI CTII 02-601 Bo Bcex cmyx0ax, Ha y4acTKax M B CTPYKTYPHBIX




noapasneneHusx 3asoaa ¢ 01.04.20 .

IIpocraButh Bu3y ropuckoncyinsta I1.K. Jlynosa

2. OO0 opranmzanuu 3anstuit o usydenuro CTII 02-601 co cnenmanucTaMu M MH)XEHEPHO-TEXHOJIOTHIECKIM
riepcoHasioM (c ykasanuneM «Komy» u ¢ Kakoro 4mcia)

3. OO0 opranmzanuu THpaXKHpoBaHHs OnmaHkoB OPJl, THIMOBBIX TEKCTOB W YHH(HUIMPOBAHHBIX (GopM (C
ykazanueMm «Komy?»)

4. KoHTpons 3a HCIIoTHEHNEM pacTIOpsDKEHHMS BO3JIOKUTH Ha 3aMECTHTEIIS TMpeKTopa 110 obmuM Borpocam M.K.
Bupoga.

[TocraBuTh 0TMETKY 00 McmonHuTene. Vcnomautenem siBisiercs XKypapnesa tenedon 308-34-16

3 3aganue 3. OTKpoiite cripaBoYHO-TIpaBoByto cucteMy KoHcynpranT Ilmtoc, ucnons3ysa Kaprouky novcka, HaiauTe
peuternue (cM. pasnen YensOunckas 001acTs). CKOMUPOBATh HAHICHHYIO HH()OPMAIIHIO B TEKCTOBBIH MPOIIECCOP.

Odopmure permenue. Coxpanute padoTy B Qaiiie mojq nMeHeM «PerreHney.

4 3aganue 4 OTkpoiite cipaBodHO-TIpaBoBYyIo cucteMy KoncynpranT [lntoc, HaliguTe npuka3 o MpoBeACHUN
nHBeHTapu3anun (popma MHB-22), oTkpoiiTe ee ¢ MOMOIIbI0 TAOIMYHOr0 IPOIIECCOpa U 3aIlOIHNATE ISl CBOSH

opranusanun. Coxpanute paboty B (aiine mog nmeHeM «IIpumep 00 HHBEHTAPU3AITUI.

5 3ananue 5 OdopMuTe ykazaHue B TEKCTOBOM IMPOIECCOPE, PACCTaBIIss peKBU3UTHI corsiacHo ['OCT
OAO "3enur"
JupexTop
Busnl

IMTPEIVIAT ATO:

NOBBIIIeHHs KBannukanun. Cpok MpeACTaBIeHUs CICKOB - 10 25 mas 2008 .

npeacTaBieHus crucka - 27 mas 2014 r.
01.05.2014 Ned45

YKA3AHHUE
CoBera yupeaurenen
O mopsiaKe HalpaBICHHUS
Ha KypChl IOBBIICHUS KBaTU(HUKAIIUH

st cocraBnenust rpadika MOCEHIeHUH KypCOB MOBBIIIEHNUS KBATUUKAIMY B iepuoa ¢ 1 utons 2014 r.
1. PykoBoauTensM OTJENIOB MPEACTaBUTh CEKPETapI0 CIIUCOK COTPYIHHUKOB, JKENAONIMX MPONUTH KYPCHI

2. CekpeTapro COCTaBUTb €ANHBIN CBOIHBIN CIIUCOK COTPYAHUKOB, JKEJAIOIIUX MPONTH KYpChI
HOBBIIIEHNS KBaTU(UKALMY, U IPEACTABUTh IS YTBEP)KACHNS HauaJIbHUKY OTAeNa KaapoB. Cpok

MpumevaHune: OgopmaeHue U PAcrnonoMeHUEe PEeKeu3umos peweHus, YKAa3aHUs ocywecmesnsemcs

QHA02UYHO MPUKA3Y UAU PACOPAHEHUIO.
IMopsinok BbINOJIHEHHSI PA0OTHI:

N3yunte TeopeTnueckuii Marepual no o(popMICHUIO PaCIOPAIUTENbHBIX TOKYMEHTOB U

PacCIIOJIOKCHHUEC PCKBU3UTOB.

Odopmure 10KyMeHTHI B TeKCTOBOM peaakTope Microsoft Word co Bcemu TpeGoBaHUsIME

odopMIIeHHS], C OTCTYIIaMU U UHTEpBaJIaMH.
dopma npeacraBjieHuss padoThbi:

Odopmnennsiii okymeHT B cootBeTcTBuu ¢ ['OCTom 7.0.97.-2016

Kpurepumn onenku:

OrneHka
WHUBHYaIbHBI
Pe3yabTaTUBHOCTD BBITIOJIHEHHUS 3aaHUsI .
X IOCTYIKEHUIA,
Oamn
3amaHue BBINOIHEHO ITOJHOCTRIO, 0€3 3aMeYaHil 5
3a/iaHue BHIMOIHEHO MOIHOCTHIO, HO UMEIOTCSI HECYIIICCTBEHHBIC 3aMeYaHHsI 4
3aaHue BHIMOIHEHO, HO UMEIOTCS CYIIECTBEHHbIC 3aMEYaHMsI, TIOBJICKIINE K HEBEPHOMY PEIICHHIO 3
3aJaHus
3aaHue He BBIIIOJIHEHO 2




IIpaBuno pacnonoxeHue peKBU3UTOB MIPUKA3a. IIpunoxenue 1
MAKET IIPMKA3A IO OCHOBHOM JIESTEJIbHOCTH
( ¢ MPOAOIBLHBLIM PACHOJIOKEHHEM PEKBU3HTOB)

HaunmeHoBaHNe MUHUCTEPCTBA UJIM BEOMCTBA (€CJIM €CTh)
[12 ot ]
HaumeHnoBanue opranusanuu
[12 T ]
MIPUKA3
[12 T ]
00.00.0000. Ne 00
[ 12 o]
Mecro n3nanus
[18 ot ]

3aro10BOK (KpaTkoe cofep;KaHue, BLIPAKEHHOE
OTIJIAT0JIbHBIM CYIECTBHTEJIbHBIM B MPELJI0KHOM
najesxe, HAYMHaeTcst Mposiorom «0...»)
[18 ot u Gonee ]

TexcT koncmamupyroweii yacmu TpUKa3a MPUBOAATCS HAKThI, MOCTYKUBIINE OCHOBAHHEM UL W3/laHus TPHKa3a.
B cBsi3u ¢ IPONM3BOACTBEHHON HEO0XOAUMOCTBIO. . .........
[12 o ]

Pacnopsioumenvhas wacmo HAUUHAECSL COBOM

MPUKA3BIBAIO (nuwemcst omoenvro na cmpoke) [ 12 or |

1. IloaHoe HammeHoBanue aODKHOCTH ucHoaHuTeasi W.0. ®@amminsi B JaTeJIbHOM Majeke WM HaNMEHOBaHHe
CTPYKTYPHOrO  moApa3jejieHus — Heo0XoquMBble  JeiicTBHs, BbIPaiKeHHbIe IJIAroJ0M B Heonpe/eeHHOi
(popme, - cpok aeiicTBusA (0e3 €10Ba KCPOK»)

2. IMosnoe HammeHoBanue A0LKHOCTH W.O. ®aMuwiusi WIH CTPYKTYpHOE IojapasiesieHHe (ecJM B IIYHKTe HECKOJIbKO
JeiCTBHIA, Pa3HBIX 10 XapaKTepy, TO Ka:K/A0e BbIIeJSIeTCs] B MOAMYHKT): IeiiCTBHE H CPOK HCIIOJTHEHHUS
3. To xe

4.I1ocieqHMii MYHKT HMeeT MOCTOSAHHYIO (hOPMYJIMPOBKY:
KonTposib 3a McnoHeHHeM NPHKA3a BO3JOKHTH HAa (CTPYKTYpPHOE NHoApa3iesieHHe WIH JHIO, HA KOTOpOe BO3JIaraercs

KOHTPOJIb, HAUMEHOBAHHE 10JKHOCTH, () aMUJINs1, HHULIUAIbI B BAHUTEILHOM Najeske).
[12- 24 nr ]
HaumeHnoBanune
JOJIKHOCTH PYKOBOIUTEJISt N.0. ®amuims
[12 — 24 ur]

6usbl (be3 crnosa «suzay) Hanpumep

I'naBHbIi Oyxrajiarep
N.0. ®amuius
Jara

HUcn. ®amuiius,
TeJl.



O6paseL, NpuKa3a N0 OCHOBHOM AeATeNIbHOCTU MpunoxxeHue 2

[TybnumaHoe akimoHepHoe o0mecTBO « Tpuation»
I[MTPUKA3
29.12.2017 Ne 287

r. Marautoropck

O BBe/JICHHUM B JICWCTBHUE YIIPABICHYECKOTO
JOKyMEHTO000pOoTa

B IeIax COBCpIHCHCTBOBaHI/IH praBHqueCKOﬁ OTYCTHOCTHU KOMIIAaHUU "N ynopsw;oquI/m CUCTCMBI
JTOKYMEHTOO000pOoTa

[TPUKA3BIBAIO:

1. VrtBepauth nonoxenue «OO0 yrnpaBIeHUECKOM JTIOKyMEHTOOOOPOTE» M BBECTH €ro B JEHCTBHUE C
01.01.2018.

2. Bcem HauanpHUKaM TOJpa3IesieHH TPOPadOTaTh MOJOKEHHE C ITOAKOHTPOIHEHBIM TIEPCOHAIIOM.

3. KOHTpOJ’IB HCIIOJIHCHUS ITPUKa3a BO3JIOKHUTh Ha 3aMECTUTEIA IT'CHEPAJIbHOI'O JUPEKTOPA KOMITAHUHN
o obmuM Bomrpocam CamosbeHko M. H.

['enepanbHBIN TUPEKTOP /moanuce/ 3.C.[leMbsHOB

3aM. TUpeKTopa 1o OOIIMM BOIIpocam
/TIO AN CE/ H.M. CaMmonbeHKO
29.12.2017

HUcn. [Terpos I1.C.1en.000000



Obpasey pacnopsicenus [punoxenue 3

000 «CrpoitTexIIpom»
PACIIOPSI>KEHUE
«03» nexabps 2017 ¢ Ne 07

r. CpI3panb

O mpoBeneHNH TPOMEKYTOYHOTO aHATTN3a
peanuzyemoii pexiiamuaoi crpaterun Ne 1 ot 09.06.2017 r.

B cBs13u ¢ HesicHON MHPOPMAIIMOHHOM KapTUHOW MO pe3yabTaTaM PEeKJIaMHBIX MEPOIIPUATHI
OBA3BIBAIO:

1. Mapketonora CypukoBy A.H. mpoBecTu NpoMeKyTOUHBIN aHAIN3 pealn3alii peKiIaMHON
crparerun Ne 1 ot 09.06.2017 r.

2. IIpenocTaBuTh rOTOBBIN aHainu3 B ¢cpok A0 10.12.2017 r.

3. KoHTpo1h 32 UCTIOJIHEHHEM PACTIOPSKEHHS OCTABIISIO 32 COO0M

PykoBoauTens oTaena MapkeTHHTa Marviwesa T. II.MaiinieBa



IIpakTnueckas padora Ne3

PaspaboTka u opopmieHne cipaBo4HO — MHGOPMAIMOHHBIX JOKYMEHTOB( CIy:ke0HO€e MM CbMO,
NMPOTOKOJI, aKT, TOKJIATHAS 3aMUCKA, CJIy:KeOHAs 3aMUCKA)
Lean padoThi:
Hay‘-II/ITBCSI COCTaBJIATH U O(bOpMJISITB I/IH(I)OpMaLII/IOHHO — CIIPpAaBOYHBIC NTOKYMCHTBI B COOTBCTCTBUU
cTTOCT P 7.0.97 - 2016
CayxeoHble nucbMa; [IpoToKoIbl, aKThI, TOKJIATHbIE 3ANTUCKH

Boinosnus padorty, Bel Oyaere:
ymemy:
—  0hOpMIISITH TOKyMEHTAITUIO B COOTBETCTBUU C HOPMAaTUBHOM 0a30H, B T. 4. C UCIIOJIb30BaHUEM
MH(POPMAIMOHHBIX TEXHOJIOTHIA;
—  HCIOJIb30BaTh YHU(DUITUPOBAHHBIE (POPMBI TIOKYMEHTOB

MarepuajibHO TeXHHYECKOe o0ecreyeHue:

PaGouas u nekunoHHas TeTpaju.

JnmakTuyecknii Mmatepua

[lepcoHanbHBIN KOMIBIOTEDP, TEKCTOBBIN Iponieccop Microsoft Word

O6pa3up! fokymeHToB (Maker) nucbma (IIpunoxenue 4,5,)

OO6pa31el TOKYMEHTOB (MaKeT) MPOTOKOJIa, akTa U JokiaaHou 3amucku ([Ipunoxenne 6,7, 8.)

1.CocraBJ/ienue u ogpopmiieHHe CJIY:KeOHbIX MU CEeM

3apgaHue:
CocTaBHUTh U O(l)OpMI/ITI) C UCIIOJIb30BAHUEM KOMITBIOTCPHBIX TEXHOJIOTHH U B COOTBETCTBHUM C
tpeboBarusmu ['OCT P 7.0.97-2016 ciyxeOHBIE B TPETEH3MOHHOE MTUChMa C COOIOICHUEM BCEX
OTCTYIIOB M HHTEPBAJIOB.

Wcxonupie mnaHabIe

1 | 3apanue 1.

3akpeiToe aknuoHepHoe obmiecTBo «IKIIO», Haxomutes mo ampecy yi. IllaGomoBka, 1.65, Mocksa,
115419, dakc  (495)1111-11-02, OKIIO 29901111, OI'PH 1027739110111, WHH/KIIII
7715001111/772501001, Obut0 mMOpydeHO 3aMECTHTEI TreHepainbHoro aupekropa IIpoasminory B.K.
COCTaBUTh THCHMO 00 O(OPMIICHHH IHCEM, HAIMpPABIAEMBIX B TEHEPAIBHYIO IUPEKIIHIO, TPEKTOPY
[Tepmckoro ornenenus B.B.IllecrakoBy. [Incemo momxHO conepxath ciaeaytomiee, 9To Ciyx00i ympaBieHus
JleNlaMH OCYIIECTBIIEH BRIOOPOYHBIN aHAIIN3 TTHCEM
(oxomo 100) momydennsix, w3 Bamero ormenenns B 2016 roxy. B pesymprare mpomenmaHHOW paOOTHI
BBISIBJICHBI TUIMYHBIE OIMMOKH TPH cocTaBieHuH mmceM. [Ipomry Bac obpatuth oco0oe BHHMaHHE Ha
KadecTBO O(QOpPMIIEHHUS TTHCEM, HAIIPABIIIEMBIX B TE€HEPANBbHYIO AUPEKINIO U B BBIIIECTOSAIINE OpPTaHU3AINH.
[Ipu odopmireHnn nrceM HEOOXOMUMO PYKOBOACTBOBATHCS Pekomenmanmusmu mo opopmiieHuto mucem B 3A0
«9KCIIO», pa3paboTaHHBIMH pPa0OTHHUKAMHU OTAeNla JOKYMEHTAalMOHHOro obecnedeHus. K mmceMy
MIPIJIATAIOTCS B BHUJIE IPUIIOKEHHUH |- aHAM3 TUITUYHBIX OMIMOOK MPH COCTABIICHUH MUCEM OTIEIEHUSIMHU Ha 2
a. B 1 ax3., 2- Pexomenmamuu mo odopmiienuto nuceM B 3A0 «3KCIIO» wa 8 n. B 1 3k3. Ilucemo
HeobxomuMo otmpaBuTh 25.07.2016 3a Ne 01 — 30/8289.

2 | 3anmanue 2.

Ucnonautrenem M.IO. TIlonsikoBoil no mNOpy4YeHUIO HaudajdbHUKa oTAena wMapkerunra OAO
«Toprmorpedcoro3» (r. Mocksa, Jlecnast yim., 1.18, 117123, Ten./dakc. 234-56-00, OKIIO 87654321, OI'PH
1234567890098, MHH/KIIIT 09876543321/123456789) B. A. KomapoBa ObLIO COCTaBIIEHO IMHUCHEMO B aJIpec
000 «/leno», TexHuueckoMy AMpeKTopy MsrkoBy A. M. 00 oTmpaBke IOKYMEHTALlMH CIIEIYIOLIEro
cogepkanus: «Hampasnsiem HeoOxoauMble Bam 10KyMeHTHI, coaepkaire HHPOPMAIUIO O LIEHE KOMIUIEKTa
HAy4YHO-TEXHHYECKON JOKYMEHTAlMM Ha XOJIOAMJIbHOE oOopynoBaHue. lIpemiaraem BbICIATh TEXHHUYECKYIO
JOKYMEHTALIMI0 Ha 3apyOeKHbIE aHAJOTH XOJOMWIBHOrO 00opynoBaHMs. [Ipn NPHUHATHH MONOXUTEIBHOIO
pelieHns O 3aKymnke O0OpyAOBaHHMs NPOCMM Bac HampaBUTh COOTBETCTBYIOIIEE MHUCHMO PYKOBOAMTEIIO
otzaena cobita HaymoBy C. I1.». JlaHHBIM HCEMOM CONPOBOXKAANAach cuenuukanys Ha 28 1. B 1 9K3.




MpunoxeHue 4

ﬂpednazaemcn munoeas cxema nucema

HanmeHoBaHue opraHusauum HanmeHoBaHWUM opraHM3aumm (MMeHUTENbHbIN
CnpaBouHble AaHHble 06 opraHu3aumm nage)

(nouToBbIM agpec, TenedoH, ocTasbHOE NO ¥KenaHuio) HaumeHoBaHWe JOKHOCTM (AaTeNbHbIN Naaex)
OKMO 00000000 OrPH 000000000 N.0. damunua (aatenbHbll nagex)

MHH/KNM 000000000/00000000 MouToBbI agpec (Mam Homep daKkca, ecam NMCbMo

OTNPaBAAOT No paKcy)

Ha Ne oT

3aronoBoOK OTBEYaET Ha BOMPOC
(0 yem); He bonee 4-x CTPOK,
OJIMHA CTPOKM A0 73 Mm

O6pauweHune (Hanpumep: MocnoanH NeaHoB)!

B nepBoit () YacTu yKasbiBAOTCA NPUYMHbBI, NOCNYKMBLUME OCHOBAHMEM A1A BBOAHOMCOCTaB/AEeHUA nMcbMa (PpaKTbl, cObbITUSA,
CCbIIKKU, U AP. LOKYMEHTbI), Hanpumep: «B €BA3M € TEM, YTO NPU NOJIYYEHUW TPy3a Ha CTaHuMM «Mask» 26.02.1996 no HaknagHow Ne
234456 B MCNpaBHOM BaroHe C HEHapyleHHbIMKU NJAoMbamu rpy300TNPaBUTENS NPU BCKPbITUKM ALMKOB W MPOBEPKE COAEPIKUMOrO C
yyacTmem npeactaBuTens... bbina ycraHoBAEHa HegoCTaua:... LTYK U34eANIA Ha CYMMY... (KoMmepyecKkuit akT ot 26.02.1996 « 247...)».

Bo BTOpoO#t () YacTM nucbma GOPMYAMPYETCA ero OCHOBHas Lie/lb OCHOBHOM(NPUIOMKEHWE, OTKa3, Npocbba, rapaHT1sa u T.n.),
Hanpumep: «Ha OCHOBAHMM M3/I0KEHHOrO, NPOCMM B TedeHne 10 BaHKOBCKMX AHEN MepeyncanTb yKasaHHY0 CYMMY Ha Hall pacyeTHbI
cyer.».

MpunoxeHne: Ha 3 . B 2 3K3.

HanmeHoBaHWe JOMKHOCTM n.n. N.0.damununsa

MHuumanel n damunms ucnonHutens
cnyebHbin TenedpoH



MuHO6pHayKkun Poccum

depepanbHoe rocyaapcTBeHHoe
aBTOHOMHOe obpasoBaTenbHoe
yupexaeHue Bbicliero obpasosaHna
«CaHKT-TMeTepbyprckuit
NONUTEXHUYECKUIA YHUBEPCUTET
MNetpa Beankoro»

aneMHaﬂ Komuccua

yn. TnapotexHukos, 5
r. CaHkT-lMNeTepbypr, Poccun, 194064
Ten. +7 (812) 297-21-31

09.04.2016 Ne 10-425
Ha Ne ot 03.02.2016

O npaBunax NOCTyNnaeHuA B By3

Bcto HeobxoaMMyto MHPOPMALMIO O NPaBMAAX NOCTYNNEHNUA B BY3 Bbl CMOXKETe HalTU B MPUIOKEHUM.

O6paseu, cnykebHoro nMcbma

Nebepesoii M.C.
yn. HapogHas, 4.5, k8.291
r. CankT-MNeTepbypr, Poccus, 193079

YBarkaemaa Mapus CepreesHa!

Mol 6ygem pagbl BUAETb Bac B Halwem yHMBepcuTtete.

MpunoxeHne: Ha 38 n. B 1 3K3.

C yBarkeHuem,

OTBETCTBEHHBIN CEKpeTapb

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

MNpunoxkeHue 5

B.HO0.PoanoHoB



2. CocraBJjienue u opopmiieHre NPOTOKOJA, AKTA, JTOKJIATHON 3aNIMCKH
3ananue 1:

CocTaBuTh U Oq)OpMI/ITB C UCIIOJIb30BAHUCM KOMITBIOTCPHBIX TEXHOJOTHH U B COOTBETCTBUM C
tpeboBanusmu 'OCT P 7.0.97-2016 - mpoTokon ¢ coOm0IeHHeM BCEX OTCTYIOB U MHTEPBAJIOB.

HcxoaHbie JaHHBIC

3ananue 1.

Hupekius OO0 «Actpes» (Cankr-IlerepOypr) 12.08.2012 mpoBena cBoe ouepenHOE 3acelaHue, Ha
kotopoMm npucyrctBoBanu BoctpsikoB C.T., Crynues I1./1., Jlebenes .M., AntonoB I1.JI., lllentynosa B.T.,
Tumodeen A.A., Ctynosa M.1.

Ha 3acemanuu obcyxmanoch aBa Bompoca: 0 xoe pekiamHoi kammanuu B 111 kBaprane 2012 r. u o mepexoze
Ha HOBYIO CHICTEMY BBITJIATHI IIPEMUATBHBIX.

[To mepBOMy Bompocy ciymmanu cooOlieHne HayaabHuKa oTaena pekiambl Boctpukosa C.T., TekcT coobuieHus
KoTOoporo OblT Mepenan cekperapto 3aceqanus benosoit H. 1. 1o aTtomy ke Bompocy BBICTYIHIT (PMHAHCOBBIN
mupextop Tumodeer A.A., KOTOpBIH 000pPHII YBETMUYEHUE PACXOJ0B Ha HapyxHyio pekinamy B Il kBaprane
200 1. Ha 5%. Taxke nepenan cekperapro. [lo qanHoMy *ke Borpocy BeICTYNUINM AHTOHOB [1. JI., HauaabHUK
otnena kaapos, u Jlebenes .M., mupekrop mo mpopaxam. IlepBeiii 0700pHiI HOBYIO CHUCTEMY BBIILIATHI
MPEeMHUAIBLHBIX U PEKOMEHI0BAJ MOJrOTOBUTh HeoOXoaumbIe JokyMeHThl K 01.09.200 . Bropoit npeaioxui
J0paboTaTh HOBYIO CHCTEMY BBIILIATHI MPEMUATBHBIX U PEKOMEHIOBAN MPOBECTH TOJOCOBAHUE MO JIAHHOMY
BOIPOCY Ha 00IIeM COOpaHUU TPYJOBOIO KOJUIEKTHBA.

B wtore 3acemanus OblmM MpUHATH clenytomme pemeHus: 1. OmoOputhk pabory ornena pexiambl B 111
kBaprane 20 1. 2. [IpoBectn oOmiee cobpaHue TPyIOBOTO KOJUIEKTHBA IO BOMPOCY O MEPEexoje Ha HOBYIO
cucreMy BbIIaThl peMuanbHbIX 15.08.20 1. OTBETCTBEHHBIM 3a MOATOTOBKY cOOpaHMs Oblla HazHaueHa
3aB. kaHuemsipuel [llentynosa B.I'.

Cobpanwue Ben npezncenarens Pymsaies O.A.

3amanue 2.

Corpynuuku Oyxrantepun OAO «KBaHT» mNpoBenu 3aceqaHHE IO BONPOCY COKPAIICHHS CpOKa
COCTaBJIEHHA TOA0BOro oTdera 3a 20 T., Ha KOTOPOM IpUCYTCTBOBAIIO 6 "enoBek. C cOOOIIEHNEM BRICTYNHIIA
oyxrantep CypkoBa A. M., KOoTOpasi OTMETHJIA, 9TO PaOOTHHUKH TPYIIHI yueTa UMEIOT BCE BO3ZMOKHOCTH IS
3HAYUTENFHOTO COKPAIIEHUSI CPOKA COCTABJIEHHUS TOJOBOTO OTYETa, M YTO TOJ0BOM oTueT 3a 20 T. MOXET
OBITH IPEICTaBJICH IPYIION y4eTa Ha 3 IHS paHbIIe yC TAHOB JICHHOTO CPOKA.

B oOcyxmenun manHoro Bompoca BeICTynmuiau KportoB E. H., rmaBubii Oyxramrep, m Ilyd m ma I'. A,
oyxranrep. KporoB coo0iiuin 0 ToM, 4TO UM pa3padoTaH HOBBIM rpaduk padOT MO COCTABICHHUIO T'OIOBOIO
OTYeTa, TPHU YCIOBHUH BBIMTOJHEHHUS KOTOPOTO BCEMH PAaOOTHUKAM M TPYIIBI yUeTa, TOAOBOH OTYET MOXKHO
COCTaBUTh W cHaaTh Ha 4 AHS paHblle ycTaHOBIeHHOTo cpoka. [.A.IllyObmHa oTMermia, 9To IOCPOYHOE
MpeaCTaBlIeHue TOAoBOro ordera 3a 20  T. sBISETCS TOYETHOM M OTBETCTBEHHOW 3ajavyell paOOTHHUKOB
Oyxrantepud, ¥ YTO KOJJIEKTHB OyXTanTephHy MOXKET COCTaBHTH TOJOBOW OTYET paHbIIEe CPOKa, €CIIH BCE
paboTHHKH OyIyT BEIONHSTH YIUIOTHEHHBINA TpaduK padoOTHI.

B wurore 3acemanusi ObUIO pemIeHO MPENCTaBUTH rofoBoi order 3a 200  T. Ha dYeTelpe IOHSA paHbIIE
YCTaHOBJIEHHOTO Cpoka, T.e. 00.00.20 T. ¥ mpoBecTH aHaIN3 TOJOBOTO OTYETA C LIEIHI0 BEISIBICHUS PE3EPBOB,
HEOOXOAMMBIX IS YCIIEITHOTO BRIMONMHEHNUs TutaHa 3a 20 1. 3acemanue Bena npencenarensd Jleramosa K. M.,
MPOTOKOJIUPOBAJI CeKpeTaph XoMsikoB M. B.
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O6pasew, pacnonoxeHusa u opopmneHUs NPOTOKONA

Oupma 3aps»
[TPOTOKOII

29.10.2006 Ne 2l
Mocksa

COBEILAHUSA PYKOBOACTBA GHPMBI

[Ipencenarens — HWBanos U. U.
Cexpertaps — [lerpos I1. I1.
[Tpucyrcrsosanu: Byrpos C. K., Eropos B. A., Cunopos C. C., Cuuprosa H. H.

[Tosectka nus:

1. O6 o0pasosarwH GyHKIHOHANBHOrO TOAPA3IeNeHHs 0TAeNa HHopMaTizauuy. Madopmaums
toprckoucynbTa Eroposa B. A

2. O 3akmodeHnH J0roBOpoB 0 Xo3aiicTBEHHOH nesTensHOCTH GupMeL. MHdopMaiiug 3am. aHpek-
Topa No xo3sicTBenEbpM Borpocam Cutopoea C. C.

1. CIIYHIAJIHK:

Eroposa B.A. — 0 HeobxozumocTH 0BpazeBanus (yHKLMOHAIBHOTO MOAPA3JETCHUI — OTJeNa
HHGOPMATH3ALMHK — C UENBIO KA4ECTBEHHOIO H CBOEBPEMEHHOTO 0DECNIeYeHHS AeATeNLHOCTH (Hp-
Mbl HEQOpMALIHEH.

BBICTYITHIIH:
byrpos C. K. — 0 dopmax u Meroaax paboTsl oTaena.

[TOCTAHOBUJIH:
1.1, Tlpr3HaTh LenecoobpasHbIM CO3aKHE CAMOCTOATENBHOM CITyx0bI HHGOPMATH3ALIHY.
1.2. BHecT# H3MCHEHHA B CTPYKTYPY H LITATHYIO YHCIIEHHOCTD QHPMBI.

2. CIAIYIIATIH:

Cunoposa C. C. — TekcT Jok/1a/1a NpHIAraercs.
BBRICTYTIHJIU:

Cmuprosa H. H. — 0 HeoOXoauMOoCTH 3aKTI09EHHS JOTOBOPOB.
[TOCTAHOBUJIH:

2.1. Ono6puTh NepcneKTHBHLIHA IU1aH PasBUTHA OTHENA.

[Ipencenarens <J/luunas noonuce> H. U. Usanos

Cexperapsb </Iuuras nodnuce> I1. II. Ierpos




3ananmue 2.
CocTaBUTh ¥ OPOPMHUTH C MCIIOJIH30BAHUEM KOMITBIOTEPHBIX TEXHOJIOTHH U B COOTBETCTBHH C
tpeboBanusimu 'OCT P 7.0.97-2016 - akT ¢ coOmI0eHIEM BCEX OTCTYIIOB U MHTEPBAJIOB.

HcxoaHbie JaHHBIC

3ananue 1

Komuccust moa mpencenaTensCTBOM HaudaldbHHMKAa TeXHMUYecKod rpynmsl BomoBoro A.A. W 4ieHOB
komuccun bopucoBa M.IO., HavanmpHHKA aAMHMHUCTPAaTUBHO-XO3sicTBeHHOro otaena, CmmpHoBa JLIL,
Oyxrantepa, u Pomanosoii M.K., opucmenemxepa 3A0 «JleoHTHS» Ha OCHOBaHHMHU JOKIAJHOW 3aIMCKU OQHC-
MeHemkepa Pomanosoit M.K. 11.07.20  r. mpoBena mnpoBepKy TEXHHYECKOTO OCHAIIEHHs TPUEMHOM
reHepaJIbHOTO TUPEKTOpa W MpHU3HaJa HETOAHBIMU JJIs AKCIUTyaTallud KOMMPOBaJIbHBIA anmapaT Xerox 345(1
wr.), mpenep (uHB. HOMep 367, 1 mit.), dakc 47823 (1 wr.). [Ipu3HaHHAs HEMPUTOAHOM ISl SKCILUTyaTalluu
TeXHUKa OblIa TepeqaHa Ha ckiaj npeanpusitus. [lo ycraHoBieHHOMY (DakTy KOMHCCHSI COCTaBHJA aKT
rpreMa-Tiepeaayi OprTeXHUKH B 3 3k3. (1-# 5K3. — HaYaIbHUKY aJIMUHUCTPATUBHO-XO3HCTBEHHOIO OT/eNa, 2-
i — 31 rmaBHOMY Oyxranrepy, 3-if — B neno 23-02), KOTOpbIii OBLT YTBEPKIECH T'€HEPATbHBIM JAUPEKTOPOM
Crenanosbm [1.11.

3ananue 2
Odopmute akm coauu — npuemkuy Oel IPU YBOJIbHEHUH TiIaBHOro Oyxrantepa AO «Crpolieransy BaciokoBa
Urops [lerpoBrya u Ha3HAUeHHOTO BHOBB coriacHo npuka3y Jluman Bepsr Cepreesusl. Ilepenans
CIIEIYIOINE JOKYMEHTHI:
1. T'maBHas xuura 1mo cocrostamio Ha 1.02.2000 .
2. Kaprouku aHanuTrueckoro yuera mo cueram 01, 10, 70.
3. XKypnanbsi—opJepa 3a sSsHBaph TEKYIIETO T'ojia, BEAOMOCTH aHAIMTUYIESCKOro yuera no cueram 60, 61, 63,
64, 65, 67, 68, 69, 71, 75, 76, 78, 79.
Knwra y4era genoHrpoBaHHOM 3apaOOTHOM TUIATHI.
AKTBI peBU3HH 3a YeThIpe KBapTaja MpeablIyero roja.
3axoYeHue He3aBUCHMON ayIUTOPCKON TIPOBEPKH T'OJI0BOT0 OTYETA 32 MPEABLIYIIHIA TOI.
Apxus 3a 1997-2000 r. B xonmmuecTBe 80 eI 1O OIHUCH.
CripaBOYHO-HOPMATHBHAS JIUTEPATYPa MO OMFHICH.
[Ipunoxenune: 1. Onuck men apxuBa IpeanpusATHs 3a 5 jeT. 2. Onuch ClpaBOYHO-HOPMATHBHOM
JIATEPATYPHI 3a 2 TO/IA.

N A

3amanne3

OTkpoiiTe CcrpaBOYHO-IpaBoByI0 cucreMy KorcynsranT Ilmroc, HaiauTe akT O TPOBENCHUU
nuBenTapu3anuu (popma MHB-00), oTkpoiiTe ee ¢ TOMOIIBIO TaOIMYHOrO IIPOIECCOPa U 3aMOIHUTE IS CBOSH
opranmzanny. CoxpaHute padoTy B ¢aiine nog nmeHeM «lIpumep 06 MHBEHTapH3AAN».
WuBenTapr3zannonHasi KOMUCCHS, CO3JaHHAas Ha OCHOBAaHWM MpHKa3a Aupekropa Bamero npenmpusitus Ne 24
or 15 centsOpst Tekymiero roma, B coctaBe mpezacematens OcTtpockoro D.A.(3aM.ryaBHOro Oyxrairepa
3aBoma) W wieHoB komuccuu llerpoBoii O.H. (6yxranrepa), HockoBoit H.M. (cT. sKOHOMECTa TIaHOBOTO
OTJena) TMpOoW3BeNla PEBU3WI0 KacChl 3aBOJa IO COCTOSHHIO Ha 16 ceHTsOps Tekymiero roxa. PeBmsms
MIPOBOIMIIACH B TIPHUCYTCTBUHU Kaccupa 3aBoma Kapramoa H.U. B pesynpraTe mpoBeneHHON peBH3WU OBLIO
YCTaHOBJIEHO, YTO OCTaTOK HaJWMYHBIX JIeHer B Kacce coctaBisier 1030 py6Omeit 00 kom., OCTaTOK JeHEr 1O
kaccopoit kaure — 1030 py0. 00 kom. [pyrux meHHOCTEH B Kacce 3aBoja He OOHAPYKEHO, YTO COOTBETCTBYET
TaHHBIM ydeTa. Kommccusi Takke yCTaHOBWIIA, YTO TOPSIOK BENEHHS KacCOBOM KHHTH W XpaHEHHs JEHEr
coorBercTByer TpeboBaHusM [lomoykeHWsT O BEOEHWH KACCOBBIX OMepalfii  TOoCyAapCTBEHHBIMH,
KOOIIEPaTHBHBIMHU M OOIIECTBEHHBIMH MTPEANPUATHIME, YIPEIKIACHUIMHA U OPTaHU3AIUSIMH.
AKT BCTYIIWJI B ISHCTBHE C MOMEHTA YTBEPIKICHUS TUPEKTOPOM.
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O0pasen pacnoJioxkeHuss M 0pOPMIIEHUS AKTA

Anmunnctpaiis CvoneHckoil obnacti YTBEPXKIAKD
YHpasieHHE KanuTanbHoro
CTPOUTENLCTBA HayanbHuK ynipaBneHus
<Jluunasa nodnuce> Y. U. iBanos
AKT 11.09.2006
10.09.2006 Ne 19

r. CMoneHCK

0 [IPOBEPKE COXPAHHOCTH JIOKYMEHTOB
B YTIPABICHHH

OcHoBanue: npukas Hawaneuuka Ynpasnenus ot 20.08.2006 Ne 38 «O nposenennu
MPOBEPKU COXPAHHOCTH IOKYMEHTOB B Y IPABIEHUH”.

CocTanneH KOMHCCHEH B COCTaBe:
IMpeacenarens: 3aM. HavaJibHUKa YnpasneHusa Mupouwnuuerko 1. 1.
YsieHs! KOMMCCHH: 1. 3am. rnaBHoro Gyxrantepa Koneinosa H. A.
2. 3aM. HaYaNbHHKA X03gHCcTBeHHOro oTAena JIyropas U. A,
3. Hawanuuuk cexktopa otaena kaapos Hesnobuna E. B.

B nepuon ¢ 28 aBrycra o & cerrabpa 2006 r. koMuCccHA IPOBEPHNA OPIaHH3AKI0 H YCIIOBHSA
XpaHeHus JOKYMCHTOB B LIEHTPAILHOM anliapare Y IpaB/IcHHs.

JIOKYMEHTBI XpaHATCS B CTPYKTYPHBIX TO/IPA3AENeHusX, COPMHPOBAHEL B JIE2 B COOTBETCTBHH
C HOMEHKJIAaTypo#.

HoMeHKIaTypa el COrNacoBRIBAETCH C ApXHBHBIM OTAEIOM aJMUHHUCTPALHH 001acTH
B YCTAHOB/IEHHbIE CPOKH.

DaxToB rudelH, YTPaThl, HOPYH UK HE3AKOHHOIO YHHYTOXKEHHS AOKYMEHTOB HE YCTAHOBIIEHO.

KoMuccns pekoMeHIyeT NpefAoCcTaBUTh CHCIHATBHOE IOMELIEHNE [UIA apXHBa, 000pYI0BaB €ro
CTEJUTAKAMH.

CocTaBnes B 2-X JK3eMILTApax.
1 3x3. — HarnipasieH B 00beIHHEHHBIH apXHB YIIpaBACHHS;
2 3k3. — B gemo Ne 01-11.

IIpenceaarens KOMHCCHH <Jluunas noonucs> H. [1. MupotusEnYeHKo

YjleHbl KOMUCCHH: <Jluunas nodnuce™> H. A. Komslnosa
<JIuynas nodnuce> U. A: jlyrosas
<JIuynas noonuce> E. B. Hesnobuna

M. M. HeaHosa
1112233




3ananmue 3:
CocTaBUTh U Oq)OpMI/ITB C UCIIOJIb30BAHUCM KOMITBIOTCPHBIX TEXHOJIOTUA U B COOTBETCTBHU C
tpeboBanusimu ['OCT P 7.0.97-2016 - noknagHyro 3aUCKy WK CITY’)KEOHYIO 3alTUCKY C COOMIOCHIEM
BCCX OTCTYIIOB U UHTCPBAJIOB.

HcxoaHbie JaHHBIC

1 | 3amanue 1

Hupexropy 3A0 «Monomut» OcTpoBckoMy O.A. OoT HauvanbHuka mnuoHepinarepss Kopmrynosa JIIIL
Hoknannas 3anucka. CoriacHo BalleMy MNPEANHCAHWI0O MHOK COBMECTHO C TEXHHUKOM-CMOTPUTENEM
JleButoBbiM P.A. 7-8 Mast 2004 roma mpoBeeH OCMOTP KHJIBIX TIOMEISHUM 0a3bl OTabIxa Hatiel ¢pupmel. Bee
JKUJIBIE KOPITyCa B YIOBJICTBOPUTEIBHOM cocTossHun. OnHako B Kopryce Ne 1 He00X01MMO BCTaBUTh CTEKIIA,
kopriryc Ne 2 ciemyer mooenuTh, a B kopryce Ne 3 Hao mogoraarh asepu. Ilocne ycrpaneHus 3tux e eKToB
U COOTBETCTBYIOIICH YOOPKH KHJIbIC IMOMEIICHUS OYyAyT HMPUTOIHBI Ui MpUeMa OTAbIXarolux. HauaapHUK
nuonepaareps JI.n.Kopmryros. 10.05.2004

2 | 3amauue 2

Hupexropy IIJT Ne 24 MycaeBoit E.A. or macrepa mpousBoacTBeHHOro o0yueHusi CokomnoBoi T.IL
CJIIY)KEBHAS 3AIIMCKA B amnpene B kabunere Nel3 mpoBoguinch cieayronme paboTsl: - MPHOOPETEHBI
MapKepbl M XKHUJIKOCTh JUT MApPKEPHOH TOCKH; - OTPEMOHTHPOBAHO 4 YICHUYECKHX CTOJIA; - OTPEMOHTHPOBAHO
5 MUIIYIMUX MallruH; - OTPEMOHTHUPOBAHO 2 CBCTHUJIBHUKA, - COINIAaCHO pacClnuCaHusd MPOBOAATCA 3aHATUA
MPOU3BOJCTBEHHOTO O0YUYEHHST; - COMIACHO rpaduKa MPOBOJATCS KOHCYJIBTAIMH 110 JUILIOMHBIM padoram; -
corjacHo rpaduka nmpoBoaarcs (akyinsTatuBHBIC 3aHATUS 10 npenMmery: «1C: Ipeanpusrtue u Kanpe; -
paboraer kpyxkok «APT-horo» - Kakaylo TMSATHHWIY TPOBOIUTCS TeHepaibHas ybOopka. Macrep
npousBoacTBeHHoro ooydenus Cokonona T.I1. 23.04.2010

3 | 3amanme 3

Jdns mpoBeneHusi ceMHHapa ObUla cocTaBiieHa Ciy)keOHas 3ammMcka , O TIPEACTaBICHHH CITHCKA
pabOTHHUKOB ISl yUacTHs B ceMHHape, KoTopas Owuia Hampasiena IOPMIMYECKUM OT/EJI OM B nuie
Hauansauka otnena B.H. 3aromalikuasiM. B Hel TOBOPHIIOCH, YTO TIPEACTABIISIEM CITUCOK paOOTHUKOB OTIENA
Uig ydactus B cemuHape, nposomumMom OOO «AIIM Kommynukatop» 1o mporpamme «I¢hdeKTHBHOE
uctionp3opanue CIIC 'PAHUT» ¢ mpeacrapienneM ee GyHKITHOHAIBHBIX Bo3MokHOCTeH: 1. CemenoB P.C. —
3amMecTuTens HadanpHuKa otnena 2. llpsxun E.II. — Bemymmii cenmamuct 3. Copoka K.H. — crapmmit
cuenuanuct. HavaneHuky otmena uH(opManuoHHbIX — TexHojormi  B.J[. TaHbmmba.  3amucky
3apeructpupoBany B Kaunemsapun 24.11.2014 Ne 05-24/96

4 | 3amanue 4

B cBsa3u ¢ mpeacrosmyM BHEAPEHHEM NpOrpaMMHOrO Komiuiekca «KanmwHka» W TIpHIIalieHneM
mocetuTsh mpoBomuMerii OO0 «lltamm» cemuHap 1Mo 3PQPEeKTHBHOMY HCIIONB30BAHUIO TaHHOTO KOMITIEKCa
MPOIIy KOMaHAWPOBaTh Ha ceMuHap crenuanmuctoB otaena Komapoa M./, m Tapan 10.b 1. Boponex c
24.11.2014 mo 27.11.2014., Havaneauk OTAEJIA SKCIUIYATALIMN MHOOPMALIMMOHHBIX CUCTEM
O.JLbapabam mwmmer mpokinaaHyro 3amucky, aupekropy OAO «3sesma» K.II. Eropxuay 16.11.2014Ne08-
18/93, O KOMaHIUPOBAHHH CITCITHAINCTOB Ha CEMUHAP

[Ipumeuanue: Ogopmaenue u pacnonodcenue pPekeUsUmMos CAYHCEOHOU 3aANUCKU OCYUleCmeIsemcs
AHAIO2UYHO OOKIAAOHOU 3ANUCKU.

IMopsiiok BbINOJIHEHUSI PA0OTHI:

[Ipoananu3upoBaTh MpaBmiia 0(GOPMIICHHS CITY)KEOHOTO MUChMA.

CocraButh 1 0POPMHUTH CIIy)KEOHBIC M IPETCH3MOHHOE MHUChMa B TEKCTOBOM peakrope Microsoft
Word co Bcemu TpeboBaHUSIMU 0(DOPMIICHUS., C OTCTYIIAMUA ¥ WHTEPBaJIaMH

[Ipoananu3upoBarh npaBuia oGpopmIeHUs MPOTOKONA, aKTa, MOKIATHOW 3amUCKU U CIyXKeOHOM
3aMUCKH.

CoctaButh u O(QOPMUTH TPOTOKON, aKT, AOKIAJHBIE U CIYKEOHYIO 3alHCKH. B TEKCTOBOM
penakrope Microsoft Word co Bcemu TpeboBaHusIMEU 0(OPMIIEHHUS, C OTCTyIIAaMHA ¥ HHTEPBAJIaMU

dopma npeacraBiaeHus: padoThbi:

Odopmnennsiii JokymeHT B cootBeTcTBuH ¢ ['OCTom 7.0.97.-2016




Kpurepun onenkn:

OnecHka
WHUBUIYaTbHBIX
JOCTIOKCHUH,
6am

PGSYHBTaTI/IBHOCTb BBIIIOJIHCHUA 3a1aHUA

3alaHue BBIIIOJIHECHO MOJHOCTHIO, 0€3 3aMeUaHui

3a/iaHue BBINOJIHEHO, HO UMEIOTCSI CYIIIECTBEHHBIE 3aMeuaHus, IOBJICKIINE
K HEBEPHOMY PELIECHHUIO 3aJaHus

S
3ajilaHue BBINOJIHEHO NOJHOCTBIO, HO UMEIOTCSl HECYHIECTBEHHBIE 3aMEeUaHus 4
3
2

3aanre HE BBITOJIHEHO
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Oo6pa3ubl odpopMiIeHHS U PACHOJT0KEHUS TOKIATHBIX 3aMIUCOK

BHemnsia qoxjiagHasi 3anmcKa

O0111ecTBO C OrpaHUYEHHON OTBETCTBEHHOCTHIO «CeBepy
(000 «Cesep») T'enepansHOMY TIpEKTOPY

yin. CoBerckas, 1. 123, 116900, Mocksa 000 «Pomarika
Ten./dpaxc (095) 112-56-90
E-mail: sever@sev.ru
OKIIO 12377792, OT'PH 1046300213191
MHH/KIIIT 6321732124/632101001

A.B. I'pumiuny

JOKITAJTHAA 3ATIMCKA

10.02.2014 Ne 12/05-14

O npuBIEYEHNH JOTONHUTENBHBIX
TPYIOBBIX PECYPCOB

VBakaemslit Annpeit Bacunbesmu!

B cuny Henmocratka B KaHAWIATax Ha cragud (oOpMHpOBaHMS aJMUHUCTPATHBHOrO ammapara mii ¢uinana B r. Mockse
HEOOXOJUMO TPUBIICYb TPYAOBBIE DPECYpPChl M3 JOMOJHHUTEIBHBIX HCTOYHMKOB B cpok 10 14.04.2014. CobecenoBaHusi ¢ HOBBIMH
KaHauaaTaMu mposecty 10 21.04.2014.

Omata pacxoIoB IO JONOJNHHUTENBHBIM yciayram OyaeT mpomsBezieHa B cooTBercTBuM ¢ 1. 4.5 JloroBopa ycmyr Ne 04/56 ot
14.02.2014.

HauanbHuk otznena xaapos Cemenos B.O. Cemeno

B oeno Ne 03-13
Oounyosa 10.02.2014



BHyTpeHHsIsI JOKIagHAS 3aICKA

Jupexropy OOO «Pomamnika
Ortaen mponax
N.N. CunopoBy

JOKJIATHAS 3AITMCKA

07.04.2014 Ne 6

O mporyie, COBEPIICHHOM MEHEDKEPOM
OT/IeNa Ipoax

JoBoxy o Bamero cBenenus, uro cerogus, 07.04.2014, menemxep no npopaxam IlerpoBa Banentuna VBaHOBHa oTcyTCTBOBasa
Ha paboueM MecTe B TeueHue Bcero pabouero aus ¢ 10 vacoB 00 munyT 10 18 yacos 30 MuHyT.

Hukakux CBEICHHI MM JOKYMEHTOB, MOATBEP)KAAONINX YBAKHTEIBHOCTh HpUUYKMHBI oTcyTcTBHs IletpoBoit B.U., npenocrasieHo
He ObLIO.

B cBs13u ¢ nonymeHHbIM HapylieHreM npeasnararo ysonuts [letposy B.M. 3a nporyi.

HauansHuk otznena npopax Henamoes O.A. UrnatbeeB

B oeno Ne 02-10
Cuooposa 07.04.2014



IIpakTnueckas padora Ned.

Pa3zpaGorka u opopmiieHHe JOKYMEHTAIIUH 110 THYHOMY COCTABY C HCI0JIb30BAHMEM
YHH(pUIUPOBAHHBIX (GOpPM

Lean padoThI:
Hayuutbcst cocTaBiaTe 1 0(OPMIIATh TOKYMEHTALMIO TI0 JIMYHOMY COCTaBy JOKYMEHTHI B

cootBerctBuu ¢ [OCT P 7.0.97 - 2016

Boinosnus padorty, Bel Oyaere:
ymemy:

—  0hOpMIATH TOKYMEHTAIUIO B COOTBETCTBUU C HOPMATUBHOM 0a30H, B T. 4. C UCIIOJIH30BAHUEM

MH()OPMAMOHHBIX TEXHOJIOTUH;

—  HCIOJIb30BaTh YHU(DUITUPOBAHHBIE (POPMBI TIOKYMEHTOB

MarepuajibHO TeXHHYECKOe o0ecrieyeHune:

Pabouas u nekunoHHas TeTpaju.

JnmakTuyecknii Mmatepua

[lepcoHanbHBIN KOMIBIOTEDP, TEKCTOBBIN Iponieccop Microsoft Word
YHudunupoBanHsie GOpMbl

3ajganue:
Ucnonb3ys cnpaBounyto cuctemy Koncynbrant [lmtoc, ucnomns3ys beicTpsliii mouck, opopmute

IMPHUKA3bI 110 JUIYHOMY COCTAaBYy, NIOATOTOBLTC PE3IOMCE.

Hcxoanble JaHHbIE

1

3amanue 1.

Ortxkpoiite cripaBounyto cucremy KoncynpranT Ilmtoc, ncrons3yst beicTpbiii monck, HalauTe popMy mpHuKasa o
npueMe CoTpyaHuKa Ha padoty ¢.T-1

Oxonomuct BacunbeBa Exatepuna HukomnaeBHa 1 ceHTAOps Tekymero roaa monana 3assieaue B OO0 «JIya»
C TIPOCKOOH TPHHATH €€ Ha PaboTy cIenuaaucToM (HUHAHCOBOTO OTHAEIa Ha HEMOJNHBIH pabodmil JCHB.
HNucnekrop no xaapam CmupHOoBa M.C. 00BsICHWIA, 9TO (pUpMa MMEET BO3MOXKHOCTH IPHHATH Ha paboTy
9KOHOMHUCTA, HO Ha OCHOBE CPOYHOI'0 TPYAOBOTO JAOTOBOpa. TpyaoBoii JOroBop ObLT 3aKITIOUEH S5 CEHTIOps u
MOJITMCAaH OT UMEHU (UPMBI TeHepalbHbIM aupekTopoM MupornosbM JI.C. B TOT ke eHb ObLT M3/1aH TpUKa3
10 TWIHOMY COCTaBy, 3aBu3upoBaHHb CmupHOBO# W.C. 1 topuckoHcyabToM XMeneBbiM M.O. [Ipuka3 Obur
00BsBIIeH BacunseBoii E. H. mon pacmucky 6 ceHTsIOPsI.

3amanue 2
Otxkpoiite cripaBounyto cucreMy KoncynbranT [Lmtoc, ucmons3ys BeicTperil monck, HaiauTe GopMy MpHKasa o
TepeBoie COTpyaHuKa Ha padory ¢.T-5

Benymero cnenmanucra otnena MapkermHra TtoproBoit ¢upmsel OOO «Benta» CoboneBy Bamentuny
VBaHOBHY mepeBenn Ha OCBOOOIMBIIYIOCA NODKHOCTh HadalbHUKA OTAENa Ha MOCTOSHHYK pabory ¢ 15
HOsIOpsT Tekymero roga. 3assieHue o mepeBone CobGoneBa B.UM. mammcama 10 HOSOps W 3aBU3HpoOBana y
KOMMEPYECKOT'0 JTUPEKTOpa B TOT ke JeHb. 10 HOsSOps OBUIO TakkKe COCTAaBJIEHO mpejacTaBieHue Ne 4,
MOAMHMCAHHOE KOMMEPUYECKUM JTUPEKTOPOM.

[IpoekT mpmkaza o mepeBo/e MOATOTOBIIEH WHCHEKTOpoM Mo mepcoHany KupwmmmoBoit B.H. 11 HosOps,
3aBU3UPOBAH IOPUCKOHCYIhTOM bapmuabiM A.M. 12 HosIOpst U CIycTsl Je€Hb OBUT MOANHCAaH TeHEPATbHBIM
mupektopoM pupmer JoporommnossiM E.K. 14 Hos10pst Cobonea B.J. Opu1a 03HAKOMIIEHA C TPUKA30M.

3ananue 3

Ortxkpoiite cripaBounyto cucreMy KoncynsranT [lmroc, ncnons3ys BeICTphIif monck, HalauTe GopMy IprKas3a o
npekparieHn ( pacTOp)KEHHH) TPYIOBOI'0 JOroBopa ¢ paboTHUKOM (yBonbHeHUN) ¢.T-8

Mactep MyHHUMOAIBHOIO PEMOHTHO-cTpouTenbHOro mnpeanpuaruss Ne 2 (Mocksa) bormanos HOpuit
[lerpoBud pemnmwt yBoIuThCS 10 coOcTBeHHOMY kenaHuto (1. 3 ¢t. 77 TK P®) u ocHOBaTh HHIUBUIYAIIEHOE
YacTHOE MpeAnpusTue. 3a JBE HEeNW A0 YBOJbHEHHsS OH IOCTaBHJI B M3BECTHOCTb 00 3TOM AMpPEKTOpa
npeanpustust Cunoposa I1. W. IlpoexT npukaza OblT OArOTOBJIEH HHCIIEKTOpOM 110 kKaapam Korosoit M.JI. 15
ampers, B TOT K€ JeHb 3aBU3UpoBaH OyxranrepoM MenbHukoBoii 3.C. n 17 anpens TeKymero roga noJnucaH.
Bormanos FO.H. B 3TOT ke feHb ObUT 03HAKOMJIEH C IPUKA30M, €My Ha PyKU Oblila BbIAAHA TPYAOBAs KHUXKKA U
MIPOM3BOICH MOJNHBIA pacyeT 1o 3apa0O0THOMN IIaTe.




3ananue 4

Ortkpotite cnpaBounyto cuctemy Koncynbrant [lmtoc, ncnonb3ys BeicTpslit mouck, Haiiaute popMy mprkasa o
KOMaHJMPOBAaHUM COTPYIHHMKA Ha padoty ¢.T-9

I'maBHBIA SKCHepT TOProBOro otriena akuuoHepHoro odmectBa «Toproeii gom «Odau» CaBenber [laBen
PomanoBuu momkeH BeiexaTh B I. Caskrt-IlerepOypr s ydacTusi B MyIIHOM ayKOuoHe «Pycckuii mex»,
KoTopsiid mpoBoauTcs ¢ 10 mo 13 nekaOps Tekymiero roxa. 8 nekadps npeaceaartens npasieHus Jlebenes AT
noAnucan mnpuka3 o HampaBieHud CasenbeBa [I.P. B komanmupoBky c¢ 9 gekaOps. [Ipoekr mpukaza Obut
MOJITOTOBJIEH CceKkpeTapeM-pedepeHToM AsekcanapoBoii M.HO. u 3aBU3MpOBaH TJIABHBIM OyXTajTepoM U
HAYaJIbHUKOM TOPTOBOTO OTAENa 7 eKalpsi.

Heo0OxoauMple TTOJTHOMOYHS U JIOBEPEHHOCTH Ha 3aKylKy MapTUW TOBApOB IIaBHOMY 3kcrepTy CaBenbeBy

I1.P. 6bu 0O(hOpMIICHBI BMECTE C KOMAHAMPOBOYHBIM YJIOCTOBEPCHHUEM.

3amanue 5.
O3HaKOMBTECH C TIpaBUJIaAMU COCTABJICHHS aBTOOMOTpaduu 1 pe3toMe. 3arnoHUTE TaOIHUILy.

CpaBHuUTENIbHAS XapaKTEPUCTHUKA pe3loMe U aBTobuorpaduu

CpoiicTBa JOKyMEHTa Pesrome ABTob6uorpadus

Crioco0 uznoxeHus
uHpopmanuu

XapakTep uHpopmanuu

SI3BIKOBBIE OCOOEHHOCTH

Crnioco0 odopmiienus

[Iepedyenb peKBU3UTOB

Hcnons3ys npoaHaTu3upOBaHHYIO HH()OPMAIMIO TaOIUIBI U MIPUIIOKEHHE 9, COCTaBbTE PE3IOME Ha
BaKaHCHIO CIIELUAINCTA, HA KOTOPOIO Bbl YUUTECH.

IMopsinok BbINOJTHEHHSI PadOThI:

[Mpoananu3upoBath npasuia 0GpopMICHHS JOKYMEHTOB IO JJUMYHOMY COCTaBY
CocraBuTh 1 0GOPMHTH MPUKA3BI [0 JIHYHOMY COCTABY U PE3IOME C HCIIOJIb30BAHHEM CIIPABOYHOMN
cucremsl Korcynsrant ITimoc u . B TekcTroBOoM pemaktope Microsoft Word co Bcemu TpeGoBaHusMHU
oopmIteHH s, C OTCTYIIAaMU U MHTEPBAIAMH

®opma npeacraBjieHusi padoThbi:
Odopmnennsie noxkyMeHTHl B cooTBeTcTBUM ¢ ['OCTom 7.0.97.-2016

Kpurepun oueHku:

OrueHka
Pe3ynbTaTHBHOCTD BBITIOJTHEHUS 3aIaHHSI HBIX

oaJut

3aﬂaHI/Ie BBIITIOJIHCHO ITIOJTHOCTBIO, 0e3 3aMeyaHui

3a,Z[aHI/Ie BBIIIOJIHCHO, HO UMCHOTCA CYIIICCTBCHHLIC 3aMCUAHU A, ITOBJICKIINC K
HCBCPHOMY PCIICHUIO 3aaHN

5
3a,Z[aHI/Ie BBIITOJIHCHO ITOJIHOCTBbIO, HO UMCHOTCS HECYIICCTBCHHLIC 3aMCYaHU A 4
3
2

3a,Z[aHI/Ie HC BBIITOJIHCHO

WHINBUAYab

JOCTH)KCHHH,




[Tpunoxxenue 9
O6pa3er pe3rome

COJIOBBEBA TATbAAHA NUBAHOBHA

JIMYHBIE CBEJIEHUA
Anpec Cankrt-IlerepOypr, Jleanrckuii mp., 1.99,kB.26
Tenedon- 612-54-88
Jata poxaeHus 10 aBrycra 1972 rona
(o TpeboBaHMIO)
CemeliHo€ 10JI0KEHNE 3aMmyxeM, cbiH 1994 rona poxaenus
LEJIb: Couckarenb TOJKHOCTU pedepeHTa-nepeBo unKa,
MTOMOIITHUKA PYKOBOIUTEIIS
OBPA30OBAHUE:
1987 — 1992 Briccmee Cankr-IlerepOypckuii rocynapcTBeHHBI YHUBEPCHUTET.
CrnenuaabHOCTD «[IpemogaBaTenp aHTIMECKOTO U HEMEIIKOTO SI3BIKOB)
utonb 1994 Kypcs! cexperapeit «Katromay. CrieninaibHOCTh CEKpeTapb peepeHT.
oKTs10ph 1994
CeHTSA0ph- 1ekadps 1995 Cankr-IleTrepOypckast rocyapcTBEHHAsI aKaIeMUsI METOJIOB U TEXHUKHU
ynpasnenus (JINUMTY).
CrienranbHOCTh: MEHEDKED 0 IEPCOHATY
OIIBIT PABOTHI:
1994- 1996 Pexnamuo-monurpadudeckuii meHTp. JJoIKHOCTD: IEpeBOYNK- pedepeHT.
1993- 1994 Awmepukanckas pupma JITP (DTR, Developed Technology Resource. Inc.).

JIOJKHOCTB: IepeBOAYUK-PEPEPEHT.
1995 no nacrosimiee Bpemsi  Cankrt-IletepOyprcekasi rocy1apcTBEHHAs aKaJeMHsl METOJ0B U TEXHUKH
ynpasienus (JIMMTY). JlomkHOCTB: MpenogaBaTeb AeT0TPOU3BOICTRA.

[MPOD®ECCHUOHAJIbHBIE HABBIKU:
CB00OOHO BIIAZICI0O HEMEIIKMM U aHTJIMHCKUM SI3BIKaMHU.
Nmero ombeiT paboThl Ha TepcoHaNbHOM KommbloTepe: Winword, Exceli,
aJIeKTpoHHas moura (e-mail ).
Xopomo pa3duparoch B IPaBOBOM PETYJIMPOBAHHHM BHEIIHEAKOHOMHUYECKON
JEITEPHOCTH, B TPAKIAHCKOM M TOPTOBOM IpaBe BEAYIIUX 3alaJHBIX CTPaH, B
MEXTyHAPOJIHOM MAapPKETHHTE.
3Hal0 OPraHU3aIlOHHYI0 W TEXHHKY OCYIICCTBICHHS BHEIIHEAKOHOMHYECKMITX
KOHTAKTOB, OyXTrajTepcKuii  yd4eT  AKCHOPTHO-UMIIOPTHBIX  OTICpallHy,
roCyJapCTBEHHOE TAMOKEHHOE PETyJIUpOBaHUE.

JOITOJIHUTEJIbHBIE CBEAEHMA
HMmero BoauTenbCckue npasa Kareropun»By,
OHepruyHa, MHUIMATUBHA, TPY10JII00MBA, HACTONUMBA B IOCTHKEHUU TPeOyeMbIX
pe3ynbTaToB, JH0003HATEIbHAS, OOIUTEIbHAS.

NHTEPECHI: VBII€KaroOCh MUPOBOU XYI0KECTBEHHOU JIUTEPATYPOU, T€ATPOM.3aHUMAOCh
OOJBIIINM TEHHUCOM.

00.00.20 r. ConoBbeBa T.NU.ConoBbeBa



Tema 2.3. JlokyMeHTanus Npo¢ecCHOHAIbHOM /1esITeIbHOCTH

IIpakTnueckas padora Ne 5.
Cocrasienue 1 opopmJIeHHE JOKYMEHTOB 110 NPodeccHOHAIBbHOM /1esiTeIbHOCTH
(10BepeHHOCTH, IPEeTEeH3HN U HCKOBbIE 3asIBJICHHA).

Lean padoThI:
Hay‘-II/ITI)Cﬂ COCTaBJIAATh U Oq)OpMJDITI) I/IH(i)OpMaIII/IOHHO — CIIPpaBOYHBIC JTOKYMCHTBI B COOTBCTCTBUU

cI'OCT P 7.0.97 - 2016

Boinosnus padorty, Bel Oyaere:
yMmemy:

—  0hOpMIISITH TOKYMEHTAITUIO B COOTBETCTBUU C HOPMAaTUBHOM 0a30H, B T. 4. C UCTIOJIH30BAHHEM

WH(POPMAITMOHHBIX TEXHOJIOTHIA;

— HCHOJIb30BaTh YHU(UIIUPOBAHHbBIE (OPMBI JOKYMEHTOB

MarepuajibHO TeXHHUYECKOe o0ecrieyeHune:
— Pabouyas u nexkumoHHast TeTpaIu.
— JlupakTuyeckui MaTepuan
— IlepconanbHblil KOMIIBIOTEP, TEKCTOBBIN Mpoiieccop Microsoft Word
— OOpa3ibl  JTOKyMEHTOB  (MAakKeT)IPEH3MOHHOTO THMChMa H  HMCKOBOTO  3asBIICHUS
(ITpunoxenue 10, 11)

1.CocraBJiienue u ogopmiieHHe CJIY:KeOHbIX M CEeM
3ananue:

CocTaBUTh U O(l)OpMI/ITB C HCIIOJB30BAHWEM KOMIIBIOTCPHBIX TEXHOJIOTHHA U B COOTBETCTBUU C
tpeboBanusmu ['OCT P 7.0.97-2016 mnpereH3nOHHBIE MHChMa U UCKOBBIC 3aSBJICHHS C COOIOACHUEM
BCEX OTCTYIOB M HHTEPBAJIOB

3

3amanue 1.

3aKphITBIM aKIMOHEPHBIM 001IecTBOM «Bocxom» (109176, Mockea, yi. Ilonesas, .14, 0¢.324) ObL1
otopmiter 3aka3z Ne 7 Ha MOCTaBKY MPOIYKIIMH B COOTBETCTBUU C 3aKJIFOUYEHHBIM JIOTOBOPOM O IMOCTaBKax OT
13.06.2003 Ne 12 u mampasiuen B aapec OAO «/Inamant» (114000, Mocksa, yiu. IIpocTopHas, 1. 25, od.14,
ten .168-93-78, OKIIO 87654321, OT'PH 1234567890098,
MHH/KIIIT 0987654321/123456789). Ogaako OAO «/lnamMaHT» HE CMOTJI0 B yKa3aHHBINA Cpok (28.07.2012)
WCIIOMHUTH 3aKa3 W3-3a OONIE3HW BEAYyIIEro COTPYIHWKA OTHENa JOCTaBKH W ero |'eHepanbHBIN JUPEKTOp
Mypomues I'.JI. manpaBun wuH(pOpMammonHoe muckMo B aapec 3A0 «Bocxom» o mepeHoce CpOKOB
ucrionaenns 3akasza Ne 7 ¢ 28.07.2012 na 04.08.2012, B xotopoM Tarke orMmetrwi uto OAO «/Inamanty»
COTJIACHO B TEUYEHHWE 5 JHeW BBHIIIATUTh HEYCTOWKY B COOTBETCTBHH C 1.4.2 3aKIIOYEHHOTO IOT0BOpa O
moctaBkax. IluceMo OBITO cocTaBiieHO HcmonHUTEeNeM CMmupHOBOW A. JI. M MOANHCH 3aBEpeHa IEUATHIO
OpTaHM3aIINH.

3ananue 2.

Ha ocnoBanmu [IpunoxxeHus 6 cocTaBbTe MPETEH3HOHHOE MTUCHMO TIOCTABIIUKY 00 yIUTaTe HEYCTOWKH B
pasmepe 8% oT cronMocTH HexomnocTaBieHHOM nponykuuu. Ilo morosopy Ne 28/12 ot 30.04.20  nmomkHO
noctynuth nponykunu (mmdepa) B kon-se 5000 k.M. Ha cymmy 250000, pakTHIECKH TOCTYITUIO TPOAYKIIUN
B kon-Be 4800 kB.M. Ha 240000 pyOsnelt, 4To MOATBEPKIACHO HAKIAJHOMN JKEIe3HOAOPOKHOM cTaHuu Ne 566
or 02.05.20 . B cBs3u ¢ HEMOMOCTaBKOW BOSHUKIHM YOBITKH OT TIPOCTOSI U HA MEPONPHUATHS TIO JINKBHUIAITUH
3TUX YOBITKOB ObLTO M3pacxonoBaHo pomonHuTensHo 4000py0. [locraBmuk: ¢upma «bAH» anpec: r.MockBa
yi. Kyry3zoBckast 1.125 Ten.158-59-63. lupexrop: @.H. Bypkees [lokynaTtens (cocTaBUTEND MIPETEH3MOHHOTO
muceMma):  ¢upma  «Mamay  r.Jlenmnoropck  PT,  ym.lopekoro 56  Tem./dakc  5-89-65.p/c
Ne12345678910121415002 B 6anke «Ax-bapc» r.Jleannoropcka dupekrop: M.C. CBerukosa, Ii1. Oyxranrep
I1.0.Kapruna.

3amanue 3.

Ha ocHoBannu naHHbIX 3a1aHus | 0pOpMUTE OTBET HA MPETEH3UIO.

Ucnonb3ys npuioxkenne 2 opopMHUTE OTBET Ha MPETEH3UIO COAEPKAIINi €€ IOJIHOE OTKIOHEHHUE 110
MPUYMHE OTIIPABKH MOJHOr0 00beMa MpoayKLnH, uyTo noareepxkaato Haknamgaoi Ne 589 ot 01.05.20__.




3aganue 4.
Ha ocHoBanuu nanHbIX 3ananus 2 opopmurte MickoBoe 3asBiicHHE.

Ucnonesys npunoxenue 11 opopmute VMckoBoe 3asiBienne B ApOUTPakHBIN CYI.

HOpﬂI{OK BbIITOJTHCHHUSA paﬁDTbI:

[Ipoananu3upoBatk npaBwiia 0popMIICHHUS JOKYMEHTOB MPOPECCHOHATBHOMN JAEITeILHOCTH
(COCTaBUTh W C UCIOJL30BAHUEM KOMITHIOTEPHBIX TEXHOJIOTHIA U B COOTBETCTBUU C TPEOOBaHUSIMU
I'OCT P 7.0.97-2016 npeTeH3HOHHbBIE MHChMa U UCKOBBIC 3asiBJIICHUS B TEKCTOBOM peaakrope Microsoft

Word co Bcemu TpeboBaHusIMH 0QOPMIICHHS, C OTCTYIIAMU W MHTEPBAIaMH
dopmMma npeacraBjieHus padoThbi:
Odopmiennble JoKyMeHTHI B cooTBeTcTBHH ¢ ['OCTom 7.0.97.-2016

Kpurepuu onenku:

Ouenka
HHIUBUAYyAJIb
Pe3y.]'II)TaTI/IBHOCTB BBITIOJIHCHUSA 3aJaHUSL HBIX
JIOCTHIKCHUH,
Oan
3agaHye BBITIOJIHEHO MOJIHOCTHIO, O€3 3aMeUaHmit 5
3a/laHue BBHIMIOJTHEHO TIOJHOCTBIO, HO MMEIOTCS HECYIICCTBCHHBIC 3aMCUaHMS 4
3a/1aHue BBITIOJIHEHO, HO UMEIOTCS CYIIIECTBCHHBIE 3aMeyaHus, IIOBJICKIITNE K 3
HEBEPHOMY PELICHUIO 3aJaHUs
3agaHue He BBIIOJIHEHO 2




[Tpunoxxenue 10
TumnoBas cxema mUCbMa MPETEH3US

HaI/IMeHOBaHI/Iﬂ Hpe,IIHpI/ISITI/ISI 3AKA3HOE
Anpec
Ten. @axc Komy
ITIPETEH3U
00000000 NQOO (HaMMeHOBaHME I'IOCTaBLLI,MKa)

O B3bICKaHUU HEYCTOMKH 32
HEJOMOCTABKY U YOBITKH

Cymma npereH3un
pyo.

Cornactao goroBopy (koHTpakTy) oT 00.00.0000 Ne Bara opranu3zanust 10bKHA Obllia TOCTaBUTh
PO TYKIIHAEO

(mepuo MoCTaBKM, CPOK)
B KOJIMUECTBE
(HarMeHOBaHUE) (IITYK,TOHH,METPOB)

Ha CyMMY pyo.
[Tpoxykius paKkTHIECKH ITOCTYITHIA B MEHBIIIEM 00BhEME UTO IMTOATBEPHKAACTCS

(yxazaTb

TPaHCIIOPTHBIN TOKYMEHT, AaTy, Ne)
HenomnocraBka cocraBuia 1o 1eHe Ha cymmy pyo.
(KOTMYECTBO)

B cBs13u ¢ HeloMOCTaBKOM y HAC BO3HUKIIM YOBITKHU (OT IPOCTOS, 3aMEHbI MaTEpPHAJIOB,
yYMEHbIIIEHHU 00beMa MPOU3BOICTBA, U3MEHEHUS aCCOPTUMEHTA U T.JI.) COTJIACHO MpHUIaraeMomMy
pacuery.

B cootBeTcTBHU € 1OTOBOPOM (KOHTPAKTOM, 3aKa3oM) BaM HaaneXuT yrmaaTUTh HEYCTONKY B
pa3mepe % CTOMMOCTH HEIONIOCTABIEHHOM NMPOAYKIIUH B CYMME
pyo0. a Bcero pyo.

[Ipu3HanHy0 CyMMY IPOCUM MEPEYUCIUTD HA HAIll pacYETHBIN cueT Ne

B

(HanMeHOBaHKe OaHKa)
[Ipunoxenue: 1. Pacuer HeyCcTOMKH.
2. Komnus noroBopa (KOHTpakKTa, 3aKa3a)
3. Pacuer yOBITKOB.
4. IOKyMEeHTbI, OATBEP:KIAIOINE PUIMHEHNE YOBITKOB.
5. Hakmaguas ot Ne
6. Cuer oT «» 20 1. Ne

PykoBourens npeanpuaTus HOJIIHCh N.0.®amuims

I'maBHBII Oyxranrep IO AITACh N.O0.Pamunus

ITpunoxenue 11



OBPA3EILL MCKOBOI'O 3ASBJIEHNAL.

HanmenoBanue npeanpustus

Anpec npeanpusaTus

NCKOBOE 3ABJIEHUE

00.00.0000

O B3bICKaHUU HEYCTOWKH 32 HEJIOTIOCTABKY (IIPOCPOUKY OCTABKH)

MPOIYKLIUU

Ilena ucka pyo.

CornacHO 10TOBOpPY (KOHTPAaKTy), 3aKIIOUEHHOMY MEXAY HAIlUMU TNpEeAnpusTUsiIMU (3aKasy,
npuHsATOMy K ucnosiHeHuto) or 00.00.0000 Ne TBETYMK TPHUHSIT 0053aTEIbCTBO
MIOCTaBUTh B IPOJYKIIUH HA CYMMY pyo.

JlanHas mpoayKius OblIa MOCTaBJIeHA HE B TIOJIHOM 00beMe
HenonocraBka coctaBuia no 1neHe (KOJIUYeCTBO) HA CyMMY PYO.
B cBsi3u ¢ 5TMM HaMu Oblia 3asiBJICHA IPETEH3USI OTBETYHKY OT «__ » 20 1. Ne
KOTOpasi UM OTKJIOHEHA TTI0  MOTUBY
(yxa3bIBaIOTCS MPUYHMHBI OTKa3a B YIOBJIETBOPEHUH, IPETEH3UN)

OTka3 OTBETYHKA B yIOBJIETBOPEHUH MPETCH3UN CUUTaeM HEOOOCHOBAHHBIM TI0

CJIETYIOIITMMOCHOBAHUSIM
(yKka3bIBaIOTCSl OOCTOSTENBCTBA, MOATBEPIKIAIOIINE HCKOBBIE TPEOOBAHUS)

Ha ocHoBanuu M3510)K€HHOTO TIPOCUM APOUTPAXKHBIN Cy/ B3BICKATh C OTBETUMKA HEYCTOMKY B
pasmepe %, 9TO COCTaBJISIET pyO. OT CyMMBI HEJIOTIOCTABIICHHOH (HEI0MOCTaBICHHOM
B CPOK) IPOYKITUH (C YIETOM BOCTIOJHEHHUS HEJIOTIOCTABKH HEYCTOMKa yMeHbIaeTcst Ha 50% u
cocTaBJisieT py0.) U pacxosl 1o rocnonuirHae 1200 pyoO.

[Tpunoxenue:

1. Komust mpeTeH3uu ot « »20 r. No

2. IlouroBasi KBUTAHIUS, BHIIIMCKA U3 peecTpa MOYTOBBIX OTIPABICHUNA U

T.I. 00 OTCBUIKE IPETEH3UH OTBETUHUKY.

3. OTBeT Ha NPETeH3UI0, €CIIM OH IMOJIyUYeH.

4. TloutoBas KBUTAHIIMS, BBIHCKA U3 PEECTPa MOUYTOBBIX OTIPABICHUI U

T.I. O HAIPaBJICHUH KOIMH MCKOBOTO 3asBJICHUS OTBETUHKY.

5. [InarexHoe nmopyueHue o NepeurcIeHUH rocy1apCTBEHHON MONIIHHBI.

6. JIoKyMeHTBI, paHee MPUIJIOKEHHBIE K MPETEH3UH, MOATBEPKIAI0IINE HCKOBbIE TPEeOOBaHUSI.
7. loroBop (KOHTPAKT)

PykoBogurens npeanpudrus HOOIUCH N.0.Ddamunusg



Pa3nen 3. Opranuzanus 10KyMeHT0000pOTa
Tema 3.1. TexHo10rUsl M IPUHUIMIIBLI OPTAHU3ALMU JOKYMEHT0000pPOTA

IIpakTnueckas padora Ne 6
CocrasJiieHHe 3TanoB U onepanuyu 00padoTKH JOKYMEHTOB

Lean padoTbi:

OO0pabaTeIBaTh M PACIPEICISITh BXOSIICIO, UCXOIAIICIO U BHYTPEHHEIO TOKYMEHTAIUH.

PeFI/ICTpI/IpOBaTI) JOKYMCHTBI OpraHrU3alli U CTaBUTh UX HAa KOHTPOJIb UCIIOJIHCHUS C
WCIIOJIb30BAHUEM aBTOMATH3UPOBAHHBIX CITIOCOO0B 00pabOTKHU.

Boinosnus padorty, Bel Oyaere:
ymemy:
OCBauBaTh TEXHOJOTUH aBTOMATU3UPOBAHHON 00pabOTKH TOKyMEHTAlUU

MarepuajibHO TeXHHYECKOe ofecrieyeHne:

PaGouas u nekunoHHas TeTpaju.

[MepconanpHBII KOMITBIOTEP, TEKCTOBBIH mpotieccop Microsoft Word , Microsoft Excel
JIMIaKTHYECKHiA MaTepUall, CXeMbl PabOThI C JOKyMEHTaMH U (JOPMBI PETUCTPAIIHH.
NHTepHeT-pecypcesl

3ajganue:

[TpoBeauTe 00pabOTKY BXOASIINX, UCXOISIINX U BHYTPEHHUX JOKYMEHTOB, ONPENEIIUTE ONePauu
Y PEKBU3UTHI YYaCTBYIOIINE B UX 00pabOTKHU.

[IpoBeauTe perucTpanuio JOKyMEHTOB C MCIIOJIb30BaHIMEM aBTOMATH3UPOBAHHBIX CIIOCOOOB.

Obpabomky 6x00UUX, UCXOOAWUX U BHYMPEHHUX OOKYMEHMO8
3aoanue 1
Onpenenuth NPaBUIBHOCTh NpUeMa U 00pabOTKU JOKYMEHTOIIOTOKOB.
Haiigute Ha BXozsiieM, UCXOASIIEM JOKYMEHTaX, paCCTaBJICHHbIE PEKBU3UTHI MOCIe 00pabOTKH.
PaccraBbTe peKBU3UTHI MIPABUIIBHOM MOCIEIOBATEILHOCTH U MOKAXKUTE UX OPOpMIIEHUE B
Tabuie .

Haumenosanue pexeuzumos Ilokazams, Kax ox evleadum
1 OTMeTKa 0 HalpaBJICHUU IOKYMEHTA B €TI0
2 OTMeTKa 0 KOHTpOJIE
3 PaccMmoTpeHue TOKyMeHTa PYyKOBOIUTEIIEM
(pe3outrorus)
4 OTMeTKa O UCTIOJIHEHUU IOKYMEHTA
5 OTMeTKa 0 perucTpanuu JOKyMeHTa
3ananme 2

YcraHnoBure onecpanuun pa6OTBI C BXOSIIUMHU, UCXOOAIIUMHU U BHYTPCHHUMHU NOKYMCHTAMU.
PacnpenenHTe onepanuun 06pa6OTKI/I IO CXEMC€ U COCAMHUTEC UX CTPCIIKAMHU.

2.1. B opranuzanuto noctynuio [IMCbMO ot BeltiecTosiei opraHu3aiim.
1.IIpuem, npeaBapuTenbHOE PACCMOTPEHHUE TOKYMEHTA, IPOCTAHOBKA OTMETKH.
2.Peructpauus




3. .KoHTpoJib ucnosHeHus

4. VcionHeHue JOKyMEHTa

5 Ilepenaya UCIIOIHUTENIO

6. [lonmumBKka TOKyMEHTOB B €JI0

7. PaccmoTpeHue pykoBoaUTENEM (PE30JIIOLIHS)

Cxema paﬁoTbl C BXOAA MM JOKYMEHTOM

Bun Otnen PykoBonurens PykoBonurens Hcnonnurens
JNOKYMEHTALUU JIEJIONIPOU3BO/ICTBA IPEANPUATHS CTPYKTYpPHOTO

(cexpetapsb) Mopa3AeieHUs
BXO 11N

—— 2

2.2. Bbl mosryumiii BXOISIIIUE TOKYMEHT MOCIIE PACCMOTPEHHS PYKOBOIUTENIEM OpTaHU3alliH,
/1€ B PE30JIIOLMHU OBLJIO YKa3aHO 33/laHKe TOJArOTOBUTH OTBETHBIN JOKYMEHT ( TUCHMO)

1. cormmacoBanme;

2. MCTIOJTHEHHE U OATOTOBKA JIOKYMEHTA;

3. 3a1aHue 10 MOJATOTOBKE JOKYMEHTA;

4. 1oIUCcanune;

5. OTIpaBKa U PErUCTPALIMSA UCXOISIIETO JOKYMEHTA;

6. perucTpanus BXOIALIET0 MOCIe pACCMOTPEHUS PYKOBOIUTENEM;

CxeMa padoThl ¢ HCXOASIIUMH JOKYMEHTAMHU

Bun noxkymenTtanuun Coenuanuct oTaeia PykoBoauTens Ucnomaurens
JIEIOTIPON3BOICTBA OpraHu3aIun

Wcxomsmmii ILOKyNg

YXOJHUT B IPYTYIO
OpraHu3aIfio

2.3.BbI gBieTECh UCTIOIHUTENEM M0 IOPYYCHHUIO PYKOBOAUTENS CTPYKTYPHOTO MOApa3AeeHusl ,
HeoOxoaumo moarotoButs ( [IPUKA3).

1- noxnucanue UM yTBEpKACHUE TOKYMEHTA;

2.10paboTKa TOKYMEHTA;

3.cocTaBiieHUe JOKYMEHTA;

4.peructpanus;

5.cornacoBaHue;

6. OTIIpaBKa UM PACCHIIKA MO JPYTUM CTPYKTYPHBIM MOAPA3ICICHUSM;

7. BuzupoBaHue.




Cxema padoThI ¢ BHYTPEHHHM JI0KYMEHTOM

Hcnonnurens PykoBonurens Creuunanuct PykoBourens
CTPYKTYPHOTO Otnen nenonpousBoacTBa OpraHu3anuu
IOAPa3IEICHUS

Pezucmpayuro doxymenmoe ¢ ucnonvzosanuem agmomamu3uposanHuix cnocod08 KOHMpoib
UCNOTHEHUS. CTLYHCEOHBIX OOKYMEHMO08
3aganue 1.
1.IIpennoxeHHbIe JOKYMEHTHI:
A) paccopTupyiite Ha PErUCTPUPYEMBIE U HE PETUCTPUPYEMBI.
b) [loctaBbTe TOKYMEHTHI Ha KOHTPOJIb.

[TokaxuTe OTMETKHU MOCTAaHOBKH IOKYMEHTA Ha y4eT.

2. [IpoBeuTe perucTparuio:

Bribepere mo0yro kommproTepayio mporpammy ( Microsoft Excel, Microsoft Access wau mp.),
co3gaiite (opMbl perucTpaluy, 3aperuCTPUPYHTE JTOKYMEHTHI , a TakKe OCYIIECTBUTE IIOUCK
JOKYMEHTOB TI0 33JJaHHBIM MTapaMeTpam.

3.2. IlpeanokeHHbIe TOKYMEHTHI 3apErUCTPUPYITE B KAPTOUHOH (opMe.

JIuuegas cropona 4 CPOK HCIIOTHEHHA OOBOAHTCA KPYKKOM

12345678910111213 1415(16)17 18 19 20 21 22 23 24 25 26 27 28 29 30 31 I

Koppecnongenrt (asTop)

Jata nony4enus Bxozammit Homep Jarta goxvMeHTa Ne nokymenTa

3aroaoeox (o gen)

Pezomonnsa

HcnoannTens (vKassisaercs GaMHINg H HHHLIHAILD)

ObopoTHag CTOpoHa

X0 HCTIOTHEHHA

Ne qena

3aganue 2

N3yunrte cuTyanuro U ONpeesInTe, YbM ACUCTBUS B JaHHOM CIIy4ad MO>KHO PACLIEHUTh KaK ITPaBUJIbHBIE?
JIOKyMEHT HOCTynuiI B opranuzanuio 20 MapTa, 4To ObUIO 3a()MKCUPOBAHO B OTMETKE O MOCTYIUICHUU.
Yepes nBa aus ( 22 mapra) B KoHIe pabouero jnHs ciayx6a JIOY mepenana TOKyMEHT € pe30JitoLueit
PYKOBOJUTENSA CHELUAINCTy CTpPYKTypHOro mnoxpasaenenuss Kupeey B.II. mia wucnonnenus. B
pe3onronuu OblT yKazaH cpok ucrnonHeHus — 5 gueit. K 28 mapra Kupees B.II. moaroToBun oTBEeTHBIIM
JOKYMEHT, oaHako ciayx06a JIOY mocuuTana, 4To MCIOJHEHHE JTOKYMEHTa MpocpodeHo. CHenuanucT ¢
3TUM HE COTJIacUICs, TaK Kak OblT YBEPEH, UTO UCIOJIHUI JIOKYMEHT BOBpEMSI.




IMopsiiok BbINOJTHEHHUS PA0OTHI:

[Tpoananu3upoBaTh MpaBHiia OPraHU3alUU T0KyMEHTO000poTa M 00pabOTKH JOKYMEHTOB,
OTpeIeTTUTE onepaluuu 00paboTKU JOKYMEHTOB.

N3yuuB GpopMbI peructpamnuu JOKYMEHTOB H MPABUJIA 3aMIOJTHEHHUS, TIPOBEIUTE PETUCTPALIHIO C
HCIIOJIb30BAHUEM aBTOMATU3HPOBAHHBIX texaoJioruii. IlocrtaBeTe JAOKYMCHTBI Ha KOTPOJIb.

®opma npeacTrasiieHus: padoThI:
OdopmiteHHBIE cXeMbI 00pabOTKH U (GOPMBI PETUCTPAIIH TOKYMEHTOB.

Kpurtepuu onenkn:

OrnenHka
WHUBHIyaJTb
Pe3ynbTaTUBHOCTD BBIMOJHEHUS 3aIaHUS HBIX
JOCTIOKCHUH,

Oamn

3alaHue BBIITOJIHEHO MOJHOCTEIO, 0€3 3aMeUaHu i

3ajaHue BHITIOJHEHO, HO UMEIOTCSI CYIIIECTBEHHbBIE 3aMEuUaHusl, TOBJIEKIINE K
HEBEPHOMY PEIICHUIO 3aJaHus

5
3a/iaHue BBINOJIHEHO NOJHOCTBIO, HO UMEIOTCS HECYIIECTBEHHbIE 3aMEYaHUs 4
3
2

3aanne He BBIIMOJIHEHO




IIpakTnueckas padora Ne 7
IHoaroroBka 10KyMeHTOB /151 (POPMHUPOBAHUS U XPAHEHHS JeJI

Lean padoTbI:
[To3HAKOMUTBCS C TPaBUJIAMH PACIIOJIOKEHUS JOKYMEHTOB B Jeie, 1 (OpMUPOBATH JTOKyMEHTA B
JieNla ¢ y4ETOM CPOKOB XpaHEHHUS.

Boinosnus padorty, Bel Oyaere:
ymemy:
— OCYHICCTBJIATH XPAHCHUEC U ITOUCK JOKYMCHTOB;

MarepuajibHO TeXHHYECKOe o0ecreyeHue:

PaGouas u nekunoHHas TeTpaju.

[lepcoHanbHBIN KOMIBIOTEDP, TEKCTOBBIN Iponieccop Microsoft Word
Microsoft Excel

JlunakTuyeckuit MaTepuai, TUIOBbIE (POPMBI.

NHTtepHeT-pecypcesl

3ananmue:

[IpoBenuTe opraHM3alMI0 ONEPATHUBHOIO XPAHEHUS JOKYMEHTOB U ONPENEIUTE IPAaBHILHOCTD
(dhopMHUpOBaHUSI TIOKYMEHTOB B JIejIa.

Omnpenenure NpaBUIBHOCTh CPOPMUPOBAHHOTO J€NIa U TOATOTOBJIEHHBIX YYETHBIX JOKYMEHTOB.

3ananue:

1. llpoananusupyiime u noacnume CieayroIyl0 CUTYalHIO.

Jlnst ymoOcTBa paboThl Kaxaplid cneruanucT, padotatonuit B OO0 «Cdepay, 3aBoauT cede marnkw,
KyJa B TE€UYEHHE OIpPENEJICHHOIO MEepHoJia BKIIAJBIBAET COOTBETCTBYIOUINE JOKYMEHTHl. Ha 06mokkax
3amuchIBalOTCA (aMuUIusl ¥ HMHHUIMAIBl WCIOJHUTENS, a TakkKe TEe WJIM HWHbIe HaMpaBlICHUS €ro
nesaTenbHOCTH, HanpuMep: MBanoB I1.P. M3rotosneHue u ycTaHOBKA peKIaMHBIX IIIUTOB.

Takum o6pa3om, B manke HAKAIJIMBAIOTCS Pa3IMUHbIe TOKYMEHTHI, KacalollMecs pelIeHHs TaHHOTO
BOIpOCA: MUChMa-TIPEUIOKEHHS, MUCbMa peKjaMalliy, OTBETHbIE MHUChbMa PA3IMYHbIX OpPraHu3alui U
MPEeNNpUATHI, TOTOBOPHI, akThl W Ap. Korna JOKYMEHTOB CTaHOBUTCS CJIHMIIKOM MHOTO, 3aBOJUTCS
BTOpAs Marka ¢ aHAJIOTMYHOM 3aMuChio Ha 00JI0XkKKe ¢ 100aBlieHneM ee Homepa, HanpuMmep: MBanos I1.P

W3roToBnenne M ycTaHOBKa peKJIaMHBIX IIMTOB. Ne2 . B KkoHIE roaa mamku ¢ JOKyMEHTaMu
MepeslaloT CeKpeTapio, KOTOPhIA MOMEIaeT X B o0muid mkad, B OTACICHUS, II€ XPAHITCS JOKYMEHTHI
ompezeneHHbIX crenuanuctoB. CocTaB M KOJMYECTBO JOKYMEHTOB B KaXKJIOM Mamnke HUKEM He
YUUTBHIBAIOTCSL.

Kak MoOXHO oxapakTepu3oBaThb CHUCTEMY (OPMHUpPOBaHUS Jie1 U ONEPATUBHOTO XpPaHEHHS
JTOKyMeHTOB B oOmiectBe? Kakum oOpa3om oHa 0mKHA OBITH OPraHU30BaHa, YTOOBI MOYKHO OBLIO JIETKO
HAXOJHUTh HY)KHbIE IOKYMEHTBI 1 HCKIIFOUUTh BO3MOKHOCTh UX MOTEpU?

2. Cornacho IIpaBunam 2015 oopmure ydeTHbIE JOKYMEHTBI IJIs A€
( TOKyMEHTOB) Ha OyMa)XHOM HOCHUTEIE:

CocTaBbTe BHYTPEHHEIO OIMCh JOKYMEHTOB:

CocraBpTe INCT-3aBEPUTEND ACIA.

OdopmuTh 00105KKY J1eJ1a HOCTOSIHHOTO, JIOJTOBPEMEHHOTO XPaHEHUSI. - UCTIOJIb3YsI
YCTaHOBJICHHYIO (OpMYy.

ITopsinok BbINOJIHEHUs padOTHI:
1. Onpegnenure chOpMUPOBAHHOCTD J€ja U MPOLIECC OPraHU3aALHIH.
2. OdopMuTe TOKYMEHTHI Jena.



dopmMma npeacraBjieHus: padoThbi:
OdopmiieHHBIE JTOKYMEHTHI JIeya.

KpnTeplm OLICHKH:

OncHka
Pe3ynbTaTUBHOCTH BBIMOTHEHUS 33 JaHUS WHWBUIYaTbHBIX
JOCTH)KEHHUH, Oat
3aJlaHue BBIITOJIHEHO MOJHOCTRIO, 0€3 3aMeUaHui 5
3a/iaHue BHITIOJIHEHO TOJHOCTHIO0, HO MMEIOTCS HECYIIECTBEHHBIC 3aMEUaHUs 4
3a/iaHue BBIMIOJIHEHO, HO UMCIOTCS CYIIIECTBCHHBIC 3aMEYaHUs, TIOBJICKITUE K 3
HEBEPHOMY PEIICHUIO 3a/IaHUs
3aaHue HE BBIIOJIHECHO 2




Tema 3.2. TexHosoruss aBTOMaTU3MPOBAHHOI 00Pa0OTKH JOKYMEHTALMH

IIpakTnueckas padora Ne 8

Ilepenaua nndgopManuu U CpeJACTBA TEJIEKOMMYHUKAIMOHHBIX TEXHOJIOTHIi B 3JIEKTPOHHOM
JOKYMEHTO0000poTe

Lean padoThI:
ITo3HAKOMUTECS C CCPBUCAMHU TCIICKOMMYHUKAITUOHHBIX TEXHOJIOTHH.

Boinosnus padorty, Bel Oyaere:

yMmemy:

MaTepHaJIbHO TeXHHYECKOe o0ecmeyeHue:

OCBaMBAaTh TEXHOJIOTUH aBTOMATU3HPOBAHHOW 00padOTKU JOKYMEHTAIUN
- HCI0JIb30BATh TEJIEKOMMYHHUKAIIMOHHBIE TEXHOJOTHH B 3JIEKTPOHHOM JJOKyMEHTOO0OPOTE;

PaGouas u nekunoHHas TeTpaju.
JnmakTuyecknii Mmatepuan
[lepcoHanbHBIN KOMIBIOTEDP, TEKCTOBBIN Iponieccop Microsoft Word
NHTtepHeT-pecypcesl

Saxauud:

3amanue 1

Bri6epute cucTeMbl 3J€KTPOHHOTO JOKYMEHTOOOOPOTa METOJOM H3Yy4eHUS OTKPBITON HMHQOpMAlMH B

cetu UHTepHer.

N3yunure caiThl

POCCHIMCKHUX MOCTABIIMKOB MPOTPAMMHBIX MPOAYKTOB C
KCMOJIb30BAHUEM MIPUBEACHHOTO HIKE aJlrOpuTMa AeicTBUi. CrenaiTe BBIBOJI.

HazBanue

Criucok
BO3MOKHOCTEH

[Tpumepsr
UCIIOJIB30-
BaHUs

CKpHMHILIOTHI

Buneo-
POJTUKHI

Jemo-
Bepcus

[lenoob6pa3oBa
HUE

Verdox

Optima
Workflow

TE3UC

MOTHB

1C-

JlokyMeHTO-
06opoT

WSS Docs

BOCC-
Pedepent

DocLogix

3aganue 2.

1. BOﬁﬂHTC B I/IHq)OpMaI_II/IOHHO — IIOUCKOBYKO CUCTEMY, C KOTOpOﬁ 3HAaKOMBI UJIM KOTOPYHO BbBI
HCIIOJIB3YCTE, U Haﬁ,[[HTe OIPCACIICHHUS CICAYIOIIUX MMOHATHH U 3alUIINTE B Ta6n1/1uy:

Bunel noaaTui

Onpez[eneHHe N Ha3HAYCHUC

QJICKTPOHHA ITOYTa

UHTEpHET — Tene(oHHs

TeJNeKOH(epeHIHs

opymbI




2.Co311aTh CBOIO JIEKTPOHHYIO [TOUTY WIIM UCTIONB3YHTE y)KE IEHCTBYIONIYIO, BEIOEPUTE TTOATOTOBICHHBIE
paHee TOKYMEHTHI (IMcbMa, IprKasbl.) OTrpaBeTe 4 3JIEKTPOHHBIX JOKYMEHTA CBOUM JPy3bsM Ha
AIIEKTPOHHBIE ajipeca. 3adUKCHUPYHTE OTHPABICHHBIC JOKYMEHTBI CKPHHIIIOTOM .

3. 3aiigure Ha hopyM Kakoro — MO0 caiita win HaiiauTe GOpPyM CBOEH CIIEUATBHOCTU U OCTaBbTE CBOM
KOMMEHTApHIA.

3adukcupyiiTe IEHCTBUS CKPUHILIOTOM.

CocTtaBbTe 3JIEKTPOHHBIN OTYET B BUJE CKPHHIIOTOB U OTIPABHTE B CETEBYIO MAIKY.

Ilopsinok BbINOJIHEHHS PadOTHI:

N3yunte xapakrepuctuku W BbiOepuTe HambOoiee 3¢ dekruBHyio COJ] COOTBETCTBYIONIYIO
COBPEMEHHBIM TpeOOBaHUSAM JEJIONPOU3BOACTBA. 3allOJHEHHYI0 TaOJIMIly W BbIBOJ BHECUTE B
JJIEKTPOHHBIA OTYET.

BoinosnHuTe paboTy ¢ HMCNOIB30BAaHUEM TEIEKOMMYHHUKAIIMOHHBIMU CPEJICTBAMU PE3YJbTaThl
paboThl BHECUTE B AJIEKTPOHHBIN OTYET.

dopma npeacraBjieHus: padoThbi:
OdopmieHHBI 37IEKTPOHHBIM OTYET.

Kpurepuu onenkn:

Onenka
Pe3ynbTaTHBHOCTH BBIOJTHEHUS 33JaHUS WHIMBUTYTbHBIX
JIOCTH KEHMI, Oasn
3agaHre BBHITIOJIHEHO MOJIHOCTHIO, O€3 3aMeUaHmi 5
3a/1laHue BBIMOJTHEHO TIOJTHOCTHIO, HO UMEIOTCS HECYIIICCTBCHHBIC 3aMCUYaHHS 4
3a/1aHue BBITIOJTHEHO, HO UMEIOTCS CYIIICCTBCHHBIC 3aMEYaHMUs, TIOBJICKITHE K 3
HEBEPHOMY PEIICHUIO 3aaHH
3agaHue He BBIIOJIHEHO 2




