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Metoanyeckre yKa3aHus 10 BBIIOJIHEHUIO IPAKTUYECKUX paboT pa3paboTaHbl HA OCHOBE paboueit
nporpammsbl yuebHoi nucuurinabl OITL[.04 JokymeHTarimoHHOE 0OecriedeHue yrpaBIeHuUs.

ConepxaHue NpakTHUYECKUX pabOT OPHEHTHUPOBAHO Ha MOJATOTOBKY OOYYaroIUXcs K OCBOCHHIO
npoecCHOHANBHBIX ~ MOJyJIeH NporpaMMbl  MOATOTOBKHM  CIELUAIMCTOB CpPEJHEro 3BE€Ha IO
cneunanbHoctd  38.02.01 DOkoHOMHMKAa U OyXraaTepckuil ydyer (MO OTpaciasM) U  OBJIAJCHHIO
npodeccnoHaTbHBIMU KOMITETEHIIUSIMU.
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1 BBEJIEHUE

CoctaB W conepkaHHE TMPAKTUUYECKUX pabOT HampaBlIeHbl Ha peaju3alfio JCHCTBYIOLIETO
(benepanbHOro IroCyJapCTBEHHOIO 00pa3oBaTENbHOIO CTAaHAAPTa CPEIHEro MNpoQecCHOHaTbHOIO
oOpa3oBaHwUs.

Benymeld  auIakTH4eCKOM — LeNbl0  MPAKTMYECKMX  3aHATHH  sABIsieTcs  (OpMHpPOBAHUE
npoeCCUOHATBHBIX MPAKTUYECKUX YMEHUH (YMEHHIA BBIOJIHATH OINpEIesICHHbIE JCHCTBUS, ONEpaluy,
HE0O0XO/AUMBIE B IOCIEYIOUIEM B IPO(ECCHOHAIBHOW JeATENbHOCTH) MM Y4eOHBIX HPAKTUYECKHUX
yMeHu# (yMEHHH pemath 3a/1auu 10 JOKYMEHTAIMOHHOMY OOECIIEUCHHIO YIPABJICHHUs ), HEOOXOAUMBIX B
nocjenyomeil yaeoHo! 1esTebHOCTH 10 001enpo(ecCHOHaNbHBIM JUCHUIUIMHAM

B coorBerctBHM ¢ paboueil mporpaMMoil y4eOHOW IUCHUIUTMHBI  «/loKyMeHTanmoHHOe
obecreyeHne yNpaBICHUSA» IMPEAYCMOTPEHO IPOBEICHHE IPAKTUUECKUX 3aHATHH. B pamkax
MPAKTUYECKOTO 3aHATHsI 00yJaroIuecst MOTYT BBIOJIHSTH OJJHY MJIM HECKOJBKO MPAKTHUYECKUX PadoT.

B pe3ynbrare X BBIIOJHEHMSI, 00Y4atOIUNACs JOKEH:

YMETh!

— . opopMIATH JOKYMEHTAIIMIO B COOTBETCTBHH C HOPMAaTHBHOM 0a30ii, B T. 4. C HCIIOJIb30BAaHHEM
MH(POPMAIIMOHHBIX TEXHOJIOTHIA;

— HCHOJb30BaTh YHU(PHUIIMPOBAHHBIE ()OPMBI TOKYMEHTOB;

— HCTOJB30BATh TEJICKOMMYHUKAIIMOHHBIE TEXHOJIOTHH B JIEKTPOHHOM JIOKYyMEHTO000pOTE;;

— OCBauBaTh TEXHOJIOTMH aBTOMATU3HPOBAHHOW 00pabOTKU JOKYMEHTALINH;

— OCYLIECTBJISATh XpPaHEHUE U MMOUCK JOKYMEHTOB;

ConepkaHre NPaKTUYECKUX 3aHATHH OPHUEHTUPOBAHO HA IOJIOTOBKY OOYYaIOIMXCS K OCBOEHHIO
po(eCCHOHATIBHOTO MOJIYJIsl IPOrpaMMbl MOJTOTOBKHM CHELMAIUCTOB CPEHEro 3BEHA 0 CHEMAIBHOCTH U
OBJIAJICHUIO NPOPECCUOHATIbHBIMU KOMNEMEHUUAMU:

I1K 1.1. O6pabatbiBaTh NEpBUUHBIE OYXTAITEPCKUE JOKYMEHTHI.

IIK 1.2. Pa3pabaTpiBaTh U COIJIACOBBIBaTh C PYKOBOJCTBOM OpraHM3al[MM pabO4Mil IJaH CUETOB
OyXraJTepcKoro yuyera opraHu3aluu.

[IK 2.1. ®opmupoBath Oyxraiarepckue IpOBOAKH MO YYETYy MCTOYHUKOB aKTHBOB OpraHM3alMH Ha
OCHOBE paboyero MnjiaHa CueToB OyXraJTepcKoro yJera.

[1IK 2.2. BpINOAHATS NOpYUYEHHUS] PYKOBOJCTBA B COCTaBE KOMUCCUU 10 MHBEHTapU3allMi aKTHBOB B
MECTaX UX XpaHECHHUS.

IIK 2.6. OcymuiecTBasTh cO0p MHPOpPMALMK O ACSITEIBHOCTH O0BEKTa BHYTPEHHErO KOHTPOJIS MO
BBINOJIHEHUIO TpeOOBaHUH MPaBOBOM M HOPMATUBHOI 0a3bl U BHYTPEHHUX PETJIAMEHTOB.

[1IK 2.7. BbINOTHATH KOHTPOJIbHBIE MPOLEAYPhl U UX JOKYMEHTHUPOBAaHUE, TOTOBUTh U OQOPMIISTH
3aBepUIAIOIINE MAaTEPUAIbI IO PE3YJIbTaTaM BHYTPEHHETO KOHTPOJIS.

[IK 3.2. OdopMasaTh miuaTeXHbIE TOKYMEHTHI JJIsl NEPEYUCIIEHUs] HAJIOrOB U COOpPOB B OIOJIKET,
KOHTPOJMPOBATh UX MPOXOKJCHUE 0 PaCU€THO-KaCCOBBIM OAaHKOBCKHM OTIE€PAIIHSM.

I[IK 3.4. Odopmiarh miaTeXHbE JAOKYMEHTbl Ha I[IEPEUMCIIEHHE CTPaxoOBbIX B3HOCOB BO
BHEOIO/KETHbIE (DOHIBI M HAJOTOBBIE OPraHbl, KOHTPOJIMPOBATH HX MPOXOXKICHHE IO PACUETHO-
KacCOBBIM 0AHKOBCKHUM OIEPALUSIM.

IIK 4.2. CocraBnsath ¢opmbl Oyxrantepckoil ((pUHAHCOBONH) OTYETHOCTH B YCTaHOBJIEHHBIE
3aKOHOJATEIbCTBOM CPOKH.

IIK 4.3. CocraBnsaTh (OTUETHI) W HAJOTOBBIC JEKIApallid IO Hajoram M cOopam B OIOJKET,
YUUTBHIBasi OTMEHEHHBIH efuHblii couuanbHbli Hasor (ECH), oTdersl Mo cTpaxoBbIM B3HOCAaM B
rOCyJlapCTBEHHbIE BHEOIO/KETHbIE (OHABI, a Takke (OpPMBI CTATUCTHUECKOW OTYETHOCTH B
YCTaHOBJICHHbIE 3aKOHOIATEIHCTBOM CPOKH.

I[IK 4.6. Anamu3upoBaTb (DUHAHCOBO-XO3SIMCTBEHHYIO JEATENBHOCTb, OCYLIECTBIATH aHAIU3
nH(pOopMalnH, TOTYYEHHON B XOJIe MPOBEIEHUS KOHTPOJIbHBIX MTPOLEAYD, BHISIBIECHUE U OLIEHKY PUCKOB.

IIK 4.7. IlpoBoguTb MOHMTOPHHI YCTPAHEHHUS MEHEUKMEHTOM BBISBICHHBIX HapyLICHU,
HEJ0CTaTKOB U PUCKOB.

1K 6.2. BecTr kaccoByI0 KHUTY C COOCTBEHHOH KacCOBOW OTYETHOCTHIO.



OK 01 Bribuparb cniocoObl pemieHus 3ajad Npo(ecCHOHATBHON NEATETbHOCTH MPUMEHUTEIBHO K
Pa3IMYHBIM KOHTEKCTaM.

OK 02 Vcronb30BaTh COBPEMEHHBIE CPEJICTBA MOMCKA, aHAIM3a M MHTEPIPETaluu WHPOpPMALUU U
nH(OPMAaLIMOHHBIE TEXHOJIOTUH I BHIOTHEHUS 33/1a4 NpOodeCcCHOHaIbHON AeSITENbHOCTH.

OK 03 ITnaampoBaTh U peaM30BBIBaTh COOCTBEHHOE MPO(ECCHOHATBLHOE W JIMYHOCTHOE PAa3BUTHE,
MPEeNNPUHUMATEIbCKYIO  JESTENIbHOCT, B MpodeccuoHaNbHON cdepe, HCIONb30BaTh 3HAHUA 110
(UHAHCOBOW TPAMOTHOCTH B PA3JIMYHBIX )KU3HEHHBIX CUTYAIHIX.

OK 05 OcyumecTBisaTh YCTHYIO U NUCBMEHHYH) KOMMYHHMKAIIMIO Ha TOCYJAapCTBEHHOM SI3bIKE
Poccuiickoii @enepanuu ¢ y4eToM 0OCOOCHHOCTEH COLMAIIBHOTO U KYJbTYPHOT'O KOHTEKCTA.

OK 09. Tlons3oBathcst mpohecCHOHATEHON JOKYMEHTAIMEH Ha TOCYIapCTBEHHOM W MHOCTPAHHOM
A3bIKaXx.

Brimonnenue 00y4Jaroniuxcs MpakTHUecKuX padoT no yueOHoi qucuuruinie «JoKkyMeHTanuoHHoe
o0ecreyeHne ynpaBJeHHs» HAPaBICHO Ha:

- 00001IeHNEe, CHCTEMATU3ALNIO, YTIITyOJIeHUE, 3aKpeIUICHUE, Pa3BUTHE U ACTATU3AIMIO TOTYYSHHBIX
TEOPETUYECKUX 3HAHUN 110 KOHKPETHBIM TeMaM y4eOHOM JUCIUIIUHBI;

- (hopmupoBaHME yMEHHI NMPUMEHATH MOJTYYECHHbIE 3HAHUS HAa NPAKTHKE, PeaM3allvi0 €IUHCTBA
MHTEJJIEKTYAJIbHOU U IIPAKTUYECKON AESITEIbHOCTH;

- (opmupoBaHue M pa3BUTHE YMEHHIl: HaOII0/aTh, CPaBHMUBATH, CONOCTABIIATH, AHAIU3UPOBATbH,
JieNaTh BBIBOIBI M 0000IIEHNUS.

- BBIPAaOOTKY MPH PEIICHUH ITOCTABICHHBIX 33J1ad MPO(EeCCHOHATHHO 3HAUNMBIX KA4eCTB, TAKUX KaK
CaMOCTOSITENIbHOCTh, OTBETCTBEHHOCTh, TOYHOCTh, TBOPUECKAsl NHULNATUBA.

[IpakTyeckue 3aHATHS MPOBOJSATCS MOCIE COOTBETCTBYIOLIEH TEMBbI, KOTOpasi 0OecrieunBaeT HAJIMUUe
3HAHUH, HEOOXOIUMBIX /IS €€ BBIIOJIHEHMSI.



2METOJUYECKUE YKA3AHUSA

Pazgen 1. O0mas xapakTepucTHKA JOKYMEHTAMOHHOIO o0ecnevyeHnsi ynpaBjieHus
Tema 1.2. OdopmiieHne JOKYyMEHTALMH B COOTBETCTBHM C HOPMATUBHOM 0a30ii

IIpakTuyeckoe 3ansiTue Ne 1
. OdopmiieHHe peKBU3UTOB 00eCIeYMBAOIIUX HPUANYECKYIO CIIIY JOKYMEHTaM
Od¢opmiieHue pa3IMYHBIX BUIOB 0J1aHKOB M (popmy.isipa - oOpa3ua

esab padoThi:

— Hayuutbcsi 0GOpMIIATE PEKBU3UTHI YCTAHABIMBAIOIINE HOPUAMUYECKYIO CHIY JOKYMEHTOB B
cootBeTcTBUM ¢ AeiictByromuM ['OCTowm 7.0.97.-2016.
—MW3yunts pacnonoxeHne PEeKBU3UTOB U TPAHUIIBI 30H OPraHU3AI[MOHHO-PACIOPAIUTEIBHOTIO
nokymeHTa Ha ¢popmare A4 cornacHo 'OCT P 7.0.97.-2016.
— Hayuurtbcst mpoekTupoBath OJIaHKM JOKYMEHTOB B COOTBETCTBHM ¢ JedcTByromuM ['OCTom
7.0.97.-2016.
Boinosinus padorty, Bel Oynere:

ymems.

— 0(hopMIIATh JOKYMEHTAIIMIO B COOTBETCTBUU C HOPMATHBHOM 0a30ii, B T. 4. C HCIOJIb30BAHUEM
MH(OPMALIMOHHBIX TEXHOJIOTHUH;

—  HCIIOJIb30BaTh YHU(DHUIIMPOBAHHBIE (POPMBI JOKYMEHTOB

MarepuanbHoe o0ecrieyeHnne:

I'OCT P 7.0.97-2016. «HauuonanbHseiii ctannapt Poccuiickoit @enepannu. CucremMa CTaHIapTOB
no wuHpopManyu, OHOIMOTEYHOMY M H3AaTeNbCKOMY feny. OpraHu3alroHHO-PACIOPSAUTEIbHAS
nokyMmeHTanus. TpeboBanus kK 0hOPMICHHUIO TOKyMEHTOB"

PaGouas u nekunoHHas TeTpay.

JlnmakTnyeckui Matepuall

[lepconanbHbIN KOMIBIOTEP, TEKCTOBBIN Iponeccop Microsoft Word

3aganueNel:
Ha ocHoBanuu 3aiaHuii 0OPMHUTE PEKBU3HUTHI, 0OCCICUHUBAIOIINE OPUANYCCKYIO CHITY JOKYMEHTaM.
Yrobsl opopmuth pekBu3uThl ucronb3oBate [OCT u pemaktop Microsoft Word ¢ cobmoaenuem Beex
OTCTYIOB M HHTEPBAJIOB.

Copepxanue 3a1aHus BapuanTs!
3ananue 1: Bapuanm 1
Odopmure HanmeHoBanue | [TAO, opranuzanuonHo-npasoBas Gpopma npeanpustus «tOpuc-kon».
OpraHu3al B COOTBETCTBUU | Bapuanm 2
ycTaBa " npaBWwiIbHOTO | Opranusanus TrocylapCcTBEHHOro Tuma Bceepoccuiickuii  HaydHO
pacnoIoKEeHUs 4acTeH | UCCIeq0BaTeIbCTKUN HHCTUTYT JOKYMEHTOBEACHUS U ApXUBHOIO JIENa,
pEKBU3UTA: nonuunsiercss denepanpbHoMy areHcTBY POCAPXHB MoxeT uMeETh
cokpanienHoe HanmeHnoBanne BHUMJIA /.
Bapuanm 3

MocBojokaHall OTHOCHTCS K THIY TOCYAapCTBEHHOTO YHHTApHOTO
npeanpusaTs 1no r.Mocksa.

Bapuanm 4

MUHUCTEPCTBO  CTPOUTENBCTBA,  APXUTEKTYpbl U KWIUIIHO-
KOMYHAJIbHOTO X031CTBa, pu AaMuHHUCTpanu PocToBckoii 061acTH.

3aganmne 2 s 1 eapuanma
Odopmute HazBanme Buzpa | 1. Ilpukaz o BBEACHHMM HMHCTPYKIHMH 110 IPOTHUBOIIOXAPHOU
JOKYMEHTAa U 3aroJIOBOK K | O€30MMacHOCTH;




TEKCTy  O3TOro  JIOKyMeHTa, | 2. [IpoToko:i 3aceqanus coBeTa 1o npoduiakTHKe MPpaBOHAPYIICHUH;
yHOTpeOWB HYKHBIN MMaIeK: Jlna 2 eapuanma

1. CmpaBka O COCTOSHUM pabOThl OTJeNa JEIONPOM3BOJICTBA IO
PaccMOTPEHMIO 3asIBIICHUM, Kaj00 U IPEUI0KEHUH rpax/iaH;

2. JIOWKHOCTHAasE ~ MHCTPYKUUS O  CIELUAINCTE  3EMENbHO-
UMYIIECTBEHHBIX OTHOILEHHIA;

3aganue 3 Bapuanm 1
Odopmure Jary u|l. Ecim odopmiadaroT mnpukaz IO OCHOBHOM JESITCIBHOCTH —
pEerucTpaliOHHbIN HOMEp | MPOJOJIbHBIM PACIOJI0KEHUEM PEKBU3UTOB.
JOKYMEHTa 2.Ecan oGopMIISIOT OTYETHBIH JIOKYMEHT KOTOPBIH OTHOCHUTBCS K
OyXraiaTepcKoi JOKyMEHTAIIHH.
Bapuanm 2.

1. Ecnii oopMIIsIOT JOTOBOPHOM TOKYMEHT. ( KYILIH-ITPOIAKH )

2. Eciiu 0 opMIISIOT JOKYMEHTALMIO IMYHOTO COCTaBa

Bapuanm 3

1. Ecau moAroToBUIIM [UIsl OTIIPABKM OTBETHOE MUCbMO HA BXOJISILEE.
2.Ecau noAroToBUIIM CIIPpaBKY C MecTa paboThI.

3aganmne 4 Bapuanm 1.

Odopmurte Tpud yreepkaenus | 1.Eciu moaAroroBuiM akT MHBEHTAPH3AINH

2. Ecnu moarotoBunu YcTaB HErocyAapCTBEHHOr0 00pa3oBaTEbHOTO
YUPEKICHUS.

Bapuanm 2.

1.Ecnu moAroToBMWIM TOJPKHOCTHYIO MHCTPYKITUIO CIIEIUATIMCTA
2.Ecny moaroToBUIIM MOJOKEHHUE 00 OpraHu3alii, KOTOPOe SBISETCS
MPUIIOKEHUEM K PACIIOPSAUTEIBHOMY TOKYMEHTY.

3ananue 5 Bapuanm 1.
Odopmute peKBU3UT NOANUCEH | 1. Eciu noo2omosunu npuxas no 0CHOGHOU 0esimeabHoCmu
2. Ecnu nodeomosunu akm
Bapuanm 2
1. Ecnu noocomosunu npomokosn coopanust
2.Eciu no02omosunu 2apanmuinoe NUcbMo

SaganuaNe2:

1. OTBeThTE HA BOMPOCHI U OMPENETUTE COCTaB U TMOPSAIOK PACIIONIOKEHUS PEKBU3UTOB OJIAHKOB
npenycmorpeHHblx 'OCTom 7.0.97.-2016. 3anumure B Tabauny.

BOl'[pOC])I H OTBECTbI

B coorBerctBun I'OCT P 7.0.8-2013 «Cucrema craHaapToB no HH(pOpManuu, OUOIUOTEUHOMY U
U3JaTeIbCKOMY Jeily. Jleonpon3BOACTBO U apXUBHOE J1€J10. TEpMUHBI M OIPEACTICHUS.
OTBeThTE HA BONPOCHI:

PexBu3utom JOKYMCHTA HAa3bIBACTCA - ...

DopmyIsIpoM-00pa3oM JOKYMEHTa Ha3bIBAIOTCS

biraHk noKkyMeHTa -

B coorBerctBUu ['OCT P 7.0.97-2016. «Hauuonanshusiii ctanaapt Poccuiickoit @enepanuu. Cucrema
CTaHAapTOB 1O uWHMOpMaIuu, OWOTMOTEUHOMY ©  HM3JaTeNbCKOMY neny. OpraHu3airoHHO-
pacrnopsauTenbHas JoKyMeHTanus. TpedoBaHus K 0popMIIEHHIO TOKYMEHTOB"

Omnpenennure peKBU3UTHI OJaHKOB.

brnauk nucema:
A) IOCTOSIHHBIE PEKBU3UTHI-
b) nmepemenHbIe M TOTTOJTHUTEIbHBIC PEKBU3UTHI-

braHk KOHKpETHOTrO BUJa IOKYMEHTA:
A) OCTOSIHHBIE PEKBU3UTHI-
b) nepeMeHHbIe pEKBU3UTHI-




2.CrpoekTupyiTe o0mIHii OJIaHK ¢ MPOJAOILHBIM PACTIONOKEHHEM, OJTAHKH TSI TTUCEM C YTJIOBBIM U
NpOAOJbHBIM PACIIOJIOKCHUCM U 6J13_HK npukasza ¢ MTOPOAOJBHBIM PACIIOJIOKCHUCM IMOCTOAHHBIX
PEKBHU3UTOB JUIsl IEPEUNCICHHBIX HUKE OPraHu3allii ¢ OrpaHUYUTENbHBIMA OTMETKaMHU JIJIsl PEKBU3UTOB.

Ne | HaumeHnoBaHue opranusamnuu CrnpaBouHble JaHHBIE 00 OPraHU3aINH
/1
1 Bcepoccuiickuit HayyHO- yi. IIpodcoro3nas, a1.82 ropoa Mocksa, 117393 Ten./daxc
UCCIIeIOBATENLCKUI HHCTUTYT (095) 7187874 E-mail: mail@vniidad.ru
JIOKYMEHTOBE/ICHUS U apXUBHOTO
Jiena, O JUNHSAIONTHICS
POCAPXHBy OKIIO 02842708,
OI'PH 1027700380795, MHH/KIIIT
7008032140/702001001
2 lNocynapcTBeHHBIN MPOEKTHBIN V. Huwxnsis [lepBomaiickas, 1.46 ropoa Mocksa, 105203
WHCTUTYT Temn. (495) 275 23 23
CAHTEXIIPOEKT, daxc (495) 27512 12
MO TUUHSAFOLIANCS E-mail: santeh@gs.ru
I'occrporo Poccun
OKIIO 02842708
OI'PH 1027700380795
WNHH/KIIIT
7708033140/771001001
3 OTtkphITOE akImoHepHoe obmecTBo | OKTsI0pbcKOE mocce, 1.9, ropoa
«BOJITOJJOHCKMUIA Bonrononck, Pocrosckast 0011
XJIEBOKOMBUHAT» 347340
OKIIO 23132807, ten./dakc: (86392) 6-61-13
OI'PH 1821800370797, E-mail: bublik@com.ru
MHH/KTIIT
3408032140/342001002
4 OTtkpebITOE akimoHepHoe obmiectBo | Yi. Ocroxenka, 27 Mocksa, Poccus, 121002 Ten./dakc
«OTAJIOH» OKIIO 45464501, (495)291 35 79 www.rrc.ru
OI'PH 1068713089571 MHH/KIIIIT
6164054471/81702003

ITopsinok BbINOJHEHHS PadOTHI:

N3yuute Teopernueckuil mMarepuan mo paspaboTKe OJIaHKOB, MpPU MPOEKTUPOBAHUU HCIIOJIb3YHTE
npunoxenus 'OCTa 7.0.97.-2016.
Ucnone3ys 'OCT P 7.0.8-2013 «Cucrema crangaptoB no uHpOpManuu, OMOIMOTEYHOMY U
U3/1aTeNbCKOMY Jeiy. Jlemonpon3BOACTBO U apXUBHOE €n0. TepMuHBI U onpenencHus»- OTBETbTE Ha
Bonpockl. OmpenenuTe COCTaB M MOPSAOK PAacHOOXKEHUS PEKBU3UTOB OJAHKOB IPEAYCMOTPEHHBIX
I'OCTowm 7.0.97.-2016.

Cnpoexktupyiite 00muii OJIaHK,

ONaHK TIHChMA,

OnaHK KOHKPETHOIO BHJAa OOKYMEHTaA C

COOJTIOICHHEM BCEX OTCTYIIOB M HHTEPBAJIOB/
OdopMHUTh pEKBH3HTHI B pabouell TeTpaau U B TeKCTOBOM mporieccope MS Word ¢ cobmonenneM

BCCX OTCTYIIOB 1 UHTCPBAJIOB.

dopma npeacraBjieHus: padoThbi:

O(pOpMJ'ICHHLIC PCKBU3UTLI B YCTAHOBJICHHOM ITOPSAAKC

OdopmieHHbie OTaHKUA TOKYMEHTOB




Kpurepumn oneHku:

Pe3ynbTaTHBHOCTH BBITOJTHCHHUS 33 TaHUS OueHKa MHMBHIYATLHBIX JOCTHKCHHI,
0amn

3aaHue BBIIOJHEHO MOJHOCTHIO, 0€3 3aMeuaHmit 5

3aaHue BBIMOIHEHO MOJHOCTHIO, HO HMEIOTCS 4

HECYIIECTBCHHBIC 3aMCUAHMS

3a/1aHue BBIOJIHEHO, HO UIMEIOTCSI CYIIECTBEHHBIC 3

3aMe4aHusl, MOBJICKIIIKE K HEBEPHOMY PEIICHHUIO 3aaHHsI

3aaHue HE BBIIIOJIHCHO 2

Pa3znen 2. Cucrembl JIOKYMEHTALIMOHHOTO 00eceYeHus1 ypaBJieHus
Tema 2.1. YHNPUUMPOBAHHAS CHCTEMA OPTraHU3AIMOHHO - PACTIOPAAUTEIbHOM TOKYMEHTALMHA

IIpakTuyeckoe 3anaTue Ne 2.
Pa3paboTka u opopmiieHre pacniopsiAMTEIbHBIX JOKYMEHTOB

ean padoThi:

HayuuTbcs coctaBisTh 1 0pOpMIISTh pacliopsauTeNIbHble TOKyMeHThI B coorBeTcTBUU ¢ ['OCT P

7.0.97 - 2016

Boinoainus padorty, Bel Oynere:

ymemy:
o(opMIIATH TOKYMEHTAIUIO B COOTBETCTBHH C HOPMAaTHBHOM 0a30ii, B T. 4. C HCIIOJIb30BAaHHEM
MH(POPMALIMOHHBIX TEXHOJIOTHHA;
WCIOJIb30BATh YHU(PHUIIMPOBAHHBIE (POPMBI JIOKYMEHTOB

MarepuanbHO TeXHUYeCKOe o0ecrieyeHune:

Pabouas u NeKMoHHas TeTPaaH.

JnmakTnyeckui Matepual

IlepcoHanbHbII KOMIIBIOTEP, TEKCTOBBIN Mpoieccop Microsoft Word

OO6pa3ibl T0KyMEHTOB (MakeT) pacnopsauTensHoro nokymenta (Ilpunoxenue 1, 2,3.)

3ananmue:

OdopMHUTE pacTOpsSAUTEIBbHBIC JOKYMEHTBI C HCIIOJIb30BAHHEM KOMIBIOTEPHBIX TEXHOJIOTMH W B
cootBeTcTBUM ¢ TpeboBanusmu ['OCT P 7.0.97-2016

— HpHKa3 1o OCHOBHOH ACATCIIbBHOCTH, PACIIOPAKCHHUEC , PCUHICHUC, YKA3aHUC C CO6J'IIO,Z[€HI/IGM BCEX

OTCTYIIOB U MHTCPBAJIOB

Ne
n/n

Ucxonnsle nanHbIe

1

3ananue 1

B ¢dopme npukaza HeoOXOAMMO BBECTHM WHJIEKCHI NPEINPHUATHH W OpraHu3alvii OObeIUHEHHS, B LEIAX
YHOPSAOYESHHS] OPTaHM3aIMil yNpaBieHWss B OOBbEIWHEHHMH W B COOTBETCTBHM C YKa3aHneM MuHuctpos P® or
00.00.00. Ne 423. TTIPUKA3BIBAK): O6wennHernto npucBouth nuaeke — 51. Ilpu nepenncke B coorserctBum ¢ CTII
39.00.25 «Opranm3anys AEIONPOM3BOACTBA B 00beanHEHNN «CTPOWTEXHUKA», a TakXkKe IS y4eTa M PErHCTPalnu
pa3pabaTbIBaeMbIX CTaHIAPTOB MPEANPHUITHS IPUCBOUTH MPENIPHUATHIM cienyromue uHiaekcel: 50 — 01 —
SIpocIaBCcKOMYy PEMOHTHO-MeXaHuueckoMy 3aBoay; 51 — 02 — Biragumepckomy CKB; 51 — 03 — HoBouebakcapckomy
3aBony «Pemctpoitnopmanny. KoHTpob 3a HCIIOTHEHNEM MpHKa3a Bozjaraercst Ha kKaHuessiputo (1. KoponeBy B. A.).
I'enepanbusbiii aupextop A.I1. Banos. B neno 1 —3 — 6. C. C. Ilerpos.

3ananue 2

Odopmuts pacnopsokerrne Ne 137 ot 10.03.20  rmaBHOTO MHXKeHEepa MOCKOBCKOI'O CTaHKOCTPOUTEIHLHOTO
3aBoga «Texmam» J.M. ConnumeBa «O BHempenun crangapra OPJI CTII 02-601» Ha oCHOBE NPEANIOKEHHBIX
00pasIoB B MPUIOKEHNH 3 1 4.
B pacnopsaurensHON 4acTH yka3aTh 4 MyHKTa:
1. O Bueapenun crangapra OPJI CTIT 02-601 Bo Bcex ciyx0ax, Ha ydJaCcTKaX M B CTPYKTYpPHBIX




noapaserneHusx 3asona ¢ 01.04.20 .

IIpocraButk Bu3y ropuckoncynsra I1.K. JlyHOoBa

2. OO0 opranmsanuu 3ansaTuii mo uzydeHnro CTII 02-601 co crnenuanucraMu U WHXKEHEPHO-TEXHOJIOTHYCCKUM
nepcoHaoM (c ykazanueM «KoMmy» 1 ¢ Kakoro 4ucia)

3. OO0 opranuzanuu THpaXupoBaHus OyaHkoB OPJl, THUMOBBIX TEKCTOB M YHH(UIMPOBaHHBIX (GopM (C
ykazaHueM «Komy?»)

4, KoHTpomb 3a HCHIOTHEHUEM paclopsKEHUS BO3JIOKHUTH Ha 3aMECTUTENS TUpeKTopa 1o ooummM Bornpocam M.K.
buposa.

IToctaBuTh 0OTMETKY 00 MconmHUTeNe. VicnonanTenem sisietcs XKypasesa tenedon 308-34-16

3 3amanme 3. OTKpoiiTe cripaBoYHO-TIpaBoBYIO cuctemy KoncynpranT [lmroc, nconei3ys Kaprouky mowcka, HaauTe

Odopmure pemenue. Coxpannte padoty B (aiine nog nmeHem «PemeHney.

pewenue (cM. pazznen YensOuackas 001acTs). CKOMUPOBATh HAMICHHYIO HH()OPMAITHIO B TEKCTOBBIH MPOIIECCOpP.

4 3amanme 4 OTKpoiiTe cipaBoyHO-TIpaBoBylo cuctemy KoncymsranT [lmoc, HalinnTe MpuKa3 O IPOBEICHUN

unBeHTapu3anuu (hopma MHB-22), oTkpoiiTe ee ¢ MOMOIIBI0 TAOIHMYHOTO MPOLIECCOPA U 3AOJIHUTE IS CBOCH
opranusaruu. Coxpanute padoty B ¢aite mox umeneM «I[IpumMep 00 MHBEHTapU3AIUIY.

5 3amanue 5 OdopMuTe YKa3aHUE B TEKCTOBOM IIPOIIECCOPE, paccTaBiisis pekBU3UTH coriacuo [[OCT
OAO "3enur"
Jupekrop
Busnl

MPEJJIATAIO:

TIOBBITIICHUS KBamupukarmu. CpoK IpeICTaBICHU CITUCKOB - 10 25 Mast 2008 T.

npeacTaBieHus cnucka - 27 mast 2014 r.
01.05.2014 Ne45

YKA3AHUE
Cosera yupenurenei
O nopsizike HampaBICHUS
Ha KypChI IOBBIIICHUS KBATHU(PHUKAINN

s cocTaBneHus rpaduKa MOCEICHUH KypCOB MOBHIMICHIS KBaTUPHUKAINY B ieprox ¢ 1 urons 2014 r.
1. PykoBoauTensiM OTAEIOB MPEICTABUTH CEKPETAPIO CHHCOK COTPYAHHUKOB, JKENIAIOIINX HMPOUTH KypCHI

2. CexpeTapro COCTaBUTh €ANHBIM CBOIHBIH CIIMCOK COTPYAHUKOB, JKEJIAIONINX MTPOITH KypChI
MOBBILICHUsI KBAIH(UKALNY, U ITPEACTABUTH JUISl YTBEP)KACHUS HAuallbHUKY OoTJeNa KaapoB. Cpok

MpumeyaHue: OCf)OpMﬂ&‘HUE U pacriosioxeHue pexKksudumoe peweHuUudA, yKa3aHusa ocywecmeriaemcs

aHQAs102UYHO NpUuKa3sy usu pacriopaxeHuro.
HOpﬂlIOK BbIITOJTHCHU A paﬁon:

I/ISY‘II/ITG TeOpeTI/I‘-IeCKI/Iﬁ MaTepuall 1rmo O(I)OpMJ'IeHI/II-O pacnnopsaauTCIbHBIX JOKYMCHTOB U

PacCIioJIOKCHHUE PCKBU3HUTOB.

OdopmuTe 1OKYMEHTBI B TeKCTOBOM peaakrope Microsoft Word co Bcemu TpeboBaHusIMU

oopMIIeHHS, C OTCTYIIaMU U UHTEPBAJIAMH.
dopma npeacraBjieHusi padoTbi:
Odopmnennsiii JokymMeHT B coorBeTcTBUH ¢ 'OCTom 7.0.97.-2016

Kpurepum oneHku:

Onenka
Pe3ynbTaTHBHOCTH BBIITOJIHEHUS 33 JaHUS WHIMBUTYTbHBIX
JIOCTIKEHMI, OaIt
3agaHue BBINOJIHEHO MOJHOCTHIO, O0€3 3aMeUaHmit 5
3a/1aHne BBITOJTHEHO MOJTHOCTHIO, HO MMEIOTCS HECYNIECTBCHHBIC 3aMEYaHs 4
3a/iaHue BBIMOJHEHO, HO UIMEIOTCS CYIIIECTBEHHBIE 3aMeuaHusl, TOBIEKIITNE K 3
HEBEPHOMY PEIICHUIO 3/ TaHUS
3agaHne He BHIIOJIHECHO 2




[IpaBuiio pacnosnoxeHue peKBU3UTOB IPUKa3a. [Ipunoxenue 1
MAKET ITPHKA3A ITO OCHOBHOM JEATEJBHOCTH
( ¢ mPO0JbHBIM PACHoJIOKEeHUEM PEKBU3UTOB)

HanMeHoBaHMe MHHHCTEPCTBA HJIH BeIOMCTBA (€C/IH eCTh)
[12 o]
HanmeHnoBaHue opraHuzanuu
[12 ot ]
IIPUKA3
[12 o]
00.00.0000. Ne 00
[ 12 ]
Mecro uzganus
[18 o ]

3aroyioBok (KpaTkoe colep:KaHHe, BRIPAKEHHOE
OTIJIAT0JIbHBIM CYIIECTBUTEIbHBIM B NPEIJI0KHOM
naje;xe, HaUMHaeTcss MpoJiorom «0...»)
[18 T u Gonee |

TexcT koncmamupyroweii wacmu TIpUKa3a MPUBOAATCS (PAKTHI, HOCIY)KUBIIHE OCHOBAHHEM JUISt W3IaHMs TIpUKa3a.
B cBs13u ¢ IPOM3BOACTBEHHOI HEOOXOIMMOCTBIO. ..........
[12 o ]

Pacnopsoumenvuasn wacme nayunaemcs cioom

MMPUKA3BIBAIO (nuwemcs omoensno na cmpoke) [ 12 ur |

1. Monnoe waumeHoBanue qOKHOCTH wucnonHuTeass W.Q. @amuianst B JdaTeILHOM TMajJeKe WJIM HaHMEHOBAHHE
CTPYKTYPHOIO  mojpa3jej]eHust — Heo0X0AuMBbIe JelicTBUs, BbIPA’)KEHHbIC IJAroJa0M B HeolpeaeJeHHOI
dopme, - cpok aeiicTBus (0€3 c10Ba KCPOK»)

2. Tloanoe nammeHoBanue aoskHOCTH WM.O. ®aMuius WIM CTPYKTYpHOe Noipasieienve (ecid B MYHKTE HECKOJIbKO
el CTBUH, pa3HbIX M0 XapaKTepy, TO KaXK10e BbleJsieTcsl B MOANMYHKT): 1eiiCTBHE U CPOK MCIOJIHEHUSsI
3.To ke

4.TlocsieqHuii MyHKT UMeeT MOCTOSIHHYI0 (OPMYTHPOBKY:
KonTpoab 3a HMcHIoOTHeHHeM NPHKAa3a BO3JIOKUTL HAa (CTPYKTYpPHOe INoOApa3/iejieHHe WM JIMIO, Ha KOTOpoe Bo3jaraercs

KOHTPOJIb, HAUMEHOBAHHUE J0JIZKHOCTH, (hpaMMIMs, HHULIHMAIBI B BUHHTEILHOM MajeiKe).
[12- 24 1T ]
HaumenoBanue
JA0JI2KHOCTH PYKOBOAUTEIS N.0. ®amunus
[ 12 — 24 ur]

6u3bl (be3 cnosa «8uzay) Hanpumep

I'aBHbIii Oyxraarep
N.0. ®amunus
Jara

Hcn. ®amuins,
TeJl.



O0pa3en npuka3sa no oCHoBHO# AesiTeabHOCTH [Ipuinoxenue 2

[Ty6nuunoe aknmonepHoe 001mecTBo «Tpuationy
[MTPUKA3
29.12.2017 Ne 287

r. Marauroropck

O BBelIeHUHM B JICUCTBUE YIIPABICHYECKOTO
JIOKYMEHTOO0O0pOTa

B nemsax COBCPIHICHCTBOBAHUA ynpaBHqueCKOﬁ OTUYCTHOCTHU KOMIIAHUHU U YHOPAAOUCHUS CUCTCMbI
,Z[OKYMCHTOO60pOTa

[TPUKA3BIBAIO:

1. VrBepauth monoxxeHne «O0 ympaBIeHYECKOM JOKYMEHTOOOOPOTE» W BBECTH €r0 B JCHCTBUE C
01.01.2018.

2. Bcem HauanpHUKaM MOApa3IeNeHHA TPOPAOOTATh MOJIOKEHHE C TIOAKOHTPOIBLHBIM TIEPCOHAIIOM.

3. KoHTpois UCHONHEHHS PUKa3a BOJIOKUTH HAa 3aMECTUTENS TEHEPAIBHOTO IUPEKTOPa KOMITAHUH
1o oouuM Borpocam Camoisibenko M. H.

['enepanbHbIN AUPEKTOP /moanuce/ 3.C.lembsiHOB

3aM. IupeKTopa o oOImKUM BOIpocam
/TIOINUCH/ H.M. CamonbeHKO
29.12.2017

Hcn. Ilerpos I1.C.1ex.000000



Obpasey pacnopscenus [punosxenne 3

00O «CrpoitTexIIpom»

PACIIOPA’KEHUE

«03» nexabps 2017 r Ne 07

r. CpI3panb

O npoBeJeHUH IPOMEKYTOUYHOTO aHATTN3a
peanuzyemoii pexiiamuoit crpateruu Ne 1 ot 09.06.2017 r.

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

1. Mapketonora CypukoBy A.H. mpoBecTH IpOMEKyTOUYHBIN aHAIN3 pealIn3allMi PEKIAMHON
crpateruu Ne 1 ot 09.06.2017 r.

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

3. KoHTposib 3a HCTIOJIHEHUEM PACTIOPSKEHHS OCTaBIISAIO 32 COOOM

PykoBogurens oTaena MapKeTUHra Maiiwesa T. I1.MaiieBa



IpakTnyeckoe 3ansitue Ne3

Pa3paborka u opopmiieHrEe CIPAaBOYHO — HHPOPMAUMOHHBIX JOKYMEHTOB( CJIy:KeOHO€e MIUCbMO,
NMPOTOKOJI, AKT, NOKJIAJHAS 3alIUCKA, CJIy:KeOHasl 3alIUCKA)
esab padoThi:
Hay‘-II/ITBCSI COCTaBJIATh U Oq)OpMJISITB I/IH(bOpMaLII/IOHHO — CIIPpaBOYHBIC OOKYMCHTLI B COOTBCTCTBUU
c'OCT P 7.0.97 - 2016

CJIy)KeﬁHLIe NnucbMa; HpOTOKOJILI, AKTBI, JOKJIAJHBbIC 3alIUCKH

Bbinosinus padory, Bel Oyaere:
ymemy:
—  0QOpMIISITh TOKYMEHTAIMIO B COOTBETCTBUU C HOPMAaTUBHOM 0a30H, B T. 4. C UCIIOJIb30BaHUEM
MH(OPMAIIMOHHBIX TEXHOJOTHH;
— HUCHOJB30BaTh YHU(DUIIUPOBAHHBIE (POPMBI JOKYMEHTOB

MarepuajibHO TeXHHYECKOe O0ecredeHue:

Pabouas u neKumoHHasT TETPaIH.

JIMIaKTHYECKUH MaTepua

[lepconanbHBII KOMITBIOTEP, TEKCTOBBIN mpoueccop Microsoft Word

O6pasubl nokymeHToB (MakeT) nucbMa (IIpunoxenue 4,5,)

OO6pa3ibl TOKYMEHTOB (MakKeT) MPOTOKOJIa, aKkTa U Aokiaanou 3amucku (Ilpunoxenue 6,7, 8.)

1.CocraBiieHue u oopMiIeHHE CIIYKEOHBIX MUCEM

3apaHue:
CocTaBuTh ¥ 0OPMHUTH C HCIIOJIH30BAHHEM KOMITBIOTEPHBIX TEXHOJIOTHH M B COOTBETCTBUU C
tpeboBanusimu ['OCT P 7.0.97-2016 cnyxeOHble U MPETEH3MOHHOE MUChbMa C COOTIOCHUEM BCEX
OTCTYIIOB U MHTEPBAJIOB.

Wcxonunie 1aHHbBIE

1 | 3amanue 1.

3akpeiToe akimoneproe obmecTBo «IKIIO», Haxomutes mo axapecy yia. lllaGonmoBka, .65, Mocksa,
115419, dakc  (495)1111-11-02, OKIIO 29901111, OI'PH 1027739110111, HWHH/KIIII
7715001111/772501001, Opimo mopydyeHO 3aMecTHTENO TIeHepailbHoro aupekrtopa llpoasunoBy B.K. |
COCTaBUTh NHCHMO 00 O(OPMIIEHHMHM IHCEM, HAIPaBISIEMBIX B TE€HEPAJbHYIO AWPEKIHIO, JTUPEKTOPY
Iepmckoro otnenenus B.B.1llecrakoy. [Tncemo gomkHO copepkaTh cieayroniee, uto Ciayx00ii yrpaBieHus
JIeJIaMH1 OCYILIECTBIICH BEIOOPOUHBIN aHAIN3 MTUCEM
(oxomo 100) momywyennblx, u3 Bamero orgemenuss B 2016 romy. B pesynmbraTe mpojgenaHHON pabOTHI
BBISIBJIGHBI TUIIMYHbIE OIMMOKM TpU cocTaBieHuu mnuceMm. [Ipomry Bac o6patuts ocoboe BHHUMaHHE Ha
KadecTBO O(OPMIICHHSI MTUCEM, HANPABISEMbIX B TEHEPAIBHYIO JTUPEKIUIO U B BBHIIIECTOSIINE OpPraHU3aIlnH.
IIpu opopmiennu nuceM HEOOXOAUMO PYKOBOJACTBOBaThCs Pexomenaanusamu o opopmiieruto nucem B 3JA0
«IKCIIO», pa3paboTaHHBIMH paOOTHHKaMH OTAENa JOKyMEHTauHoHHOro obecrnedeHus. K mnucemy
MIPIJIATalOTCA B BUJIE MPIJIOKEHUH |- aHAM3 TUITHYHBIX OMIMOOK MPU COCTABJICHUHU MTUCEM OTAEIEHHUSIMH Ha 2
1. B 1 3k3., 2- Pexomengauuu no odopmienuto muceM B 3A0 «OKCIIO» na 8 n. B 1 3k3. Ilucemo
He00X0uMo oTIpaBuTh 25.07.2016 3a Ne 01 — 30/8289.

2 | 3anmanwme 2.

Ucnonuutenem ML.IO. IlonskoBoil 1o MOpyYeHWIO HadaidbHMKa oTAena Mapketunra OAO
«Topronotpedcoro3» (r. Mocksa, JlecHas yim., 1.18, 117123, Ten./dakc. 234-56-00, OKITIO 87654321, OI'PH
1234567890098, MHH/KIIIT 09876543321/123456789) B. A. KomapoBa ObLIO COCTaBJIEHO MHCHMO B aipec
000 «/leno», TexuuyeckoMy IHpeKTOpy MsrkoBy A. M. o0 oTnpaBke JOKYMEHTAllMU CIEIYIOLIEro
conepxxanusi: «Hampasnsiem HeoOxonumble Bam JOKyMeHTBI, coaepKamiue HHPOPMALUIO O [IeHe KOMILIEKTa
HayYHO-TEXHUYECKON JOKYMEHTAIlMU Ha XOJOoAwmiIbHOe oOopynoBaHue. [IpemmaraemM BhICIATh TEXHHYECKYIO
JOKYMEHTAIMIO Ha 3apyOeXHbIe aHAIOTH XOJOIMIBHOTO o0opynoBaHuA. [Ipw MpUHSATHHM MONOXXKHUTEIHHOTO
pemieHus O 3aKynke o0OpyJoBaHHMsS NpOocuM Bac HampaBUTh COOTBETCTBYIOLIEE MHCHMO PYKOBOIHUTEINIO
otaena cobita HaymoBy C. I1.». JlaHHBIM MHCEMOM COMPOBOXKAAIACh Crieiu(uKaus Ha 28 1. B 1 3K3.




Mpunoxenue 4

I'Ipednazaemcn munoeasa cxema nucema

HaumeHoBaHMe opraHusauum HanmeHoBaHWUM opraHM3aunm (MMeHUTeNbHbIN
CnpaBoyHble gaHHble 06 opraHM3aumn nagex)

(nouToBbIV agpec, TenedoH, ocTasbHOE NO XKenaHuo) HavmeHoBaHMe A0/MKHOCTU (AaTenbHbI Nagex)
OKMNO 00000000 OrPH 000000000 N.0. damununa (patenbHblit Nnagex)

MHH/KMM 000000000/00000000 MouToBbIV agpec (Man Homep daKca, ecnm NUCbMO

OTNPaBAAOT No pakKcy)

Ha Ne oT

3aro/IoBOK OTBEYaeT Ha BOMpPOC
(o yuem); He bonee 4-x CTPOK,
AJINHA CTPOKM A0 73 mm

O6pauteHne (Hanpumep: focnoamH NeaHos)!

B nepBo# () YacTM yKa3biBatOTCA NPUYMHbBI, NOCAYKMBLIME OCHOBAHMEM A/1A BBOAHOMCOCTABAEHUA NUCbMA (PaKTbl, cobbiTUA,
CCbUIKW, U AP. AOKYMEHTbI), Hanpumep: «B cBA3M C Tem, YTO NPU NOAYYEHUW rpy3a Ha cTaHumm «Mask» 26.02.1996 no HaknagHoin Ne
234456 B MCNPaBHOM BaroHe C HEHApYLWEHHbIMWU NAOMbAMWU FPy300TNPABUTENN MPU BCKPLITUM ALLMKOB U NPOBEPKE COAEPHKUMOrO C
y4yacTmem npeactaBuTens... bbina yCTaHOBAEHA HEAOCTAYa:... LUTYK U34eUM Ha CYMMY... (KOMMepUYecKuit akT oT 26.02.1996 « 247...)».

Bo BTOpoO# () Yacth nucbma GoOpMyUpPYyeTca ero OCHOBHas Lie/ib OCHOBHOW(NpUAOXKeHWe, 0TKas, npocbba, rapaHTua 1 T.n.),
Hanpumep: «Ha OCHOBaHUW M310XKEHHOrO, MPOCUMM B TedeHue 10 GaHKOBCKMX AHEW MepeuncanTb yKasaHHY CyMMY Ha Hall pacyeTHbIN
cyeT.».

MpunoxkeHune: Ha 3 n. B 2 3K3.

HanmeHoBaHMe JOMKHOCTU n.n. N.0.®ammnnma

WHMLManbl 1 baMuana UCNONHUTENA
cny»kebHbit TenedoH



MuHob6pHaykn Poccun

depepanbHoe rocygapcTBeHHOE
aBTOHOMHOe obpa3oBaTesibHoe
yyperKaeHue Bbiclero obpasoBaHun
«CaHKT-MeTepbyprckuii
NONITEXHUYECKUI YHUBEPCUTET
MeTpa Bennkoro»

MpuemHana Komuccma

yn. TnapoTexHMKoB, 5
r. CaHkT-MeTepbypr, Poccunn, 194064
Ten. +7 (812) 297-21-31

09.04.2016 Ne 10-425
Ha Ne ot 03.02.2016

O npaBuaax NOCTyn/ieHus B By3

Bcto Heobxoanmyto MHGOPMaALMIO O MpaBuaax NOCTYNAeHMA B BY3 Bbl CMOXeTe HalTW B NPUIOKEHNN.

Ob6pasey cnyxebHoro nnucoma

Nebepgesoii M.C.
yn. HapogHas, a.5, k.291
r. CankT-lMetepbypr, Poccus, 193079

YBaxaemana Mapusa CepreesHa!

Mbl 6yaem pagbl BUAeTb Bac B Hawem yHuBepcuTeTe.

MpunoxkeHue: Ha 38 1. B 1 3K3.

C yBaxkeHuem,

OTBETCTBEHHbI CeKkpeTapb

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

Mpunoxenne 5

B.HO.PoanoHos



2. CocraBJienne u o(popmMiieHHE TPOTOKOJIA, AKTA, TOKJIATHON 3alIUCKH
3ananmue 1:

CoctaBuTh 11 0)OPMUTH C UCTIOIH30BAHUEM KOMITBIOTEPHBIX TEXHOJIOTHH U B COOTBETCTBUH C
tpeboBanusimu ['OCT P 7.0.97-2016 - mpoTokoi ¢ coOI0/IeHHEM BCEX OTCTYNOB U MHTEPBAJIOB.

UcxonHusie naHHbIE

3ananue 1.

Hupexmna OO0 «Actpes» (Cankr-IlerepOypr) 12.08.2012 mpoBena cBoe odepenHoe 3acelaHue, Ha
koTopoM mpucytctBoBanu BoctpsikoB C.T., Ctyaues I1./1., Jlebenes U.M., Antonos IL.JI., lllentyHnoBa B.I".,
Tumodeer A.A., CtymoBa M.H.

Ha 3acemanmnm oOcy»manock Ba Borpoca: o xoae pexiamuoi kamnannu B 11 kBaprane 2012 1. u 0 mepexone
Ha HOBYIO CICTEMY BBIIUIAThI TPEMUAIbHBIX.

[To mepBOMY BOmpOCy ciylIany cooOleHre HadaabHUKa oTaena pexnambl BoctpukoBa C.T., TeKCT cooOmieHus
KOTOporo ObLT Tiepeaan cekperapro 3acefanns benosoit H. /1. ITo aTomy ke Bompocy BEICTYIHIT (PMHAHCOBBIN
mupektop TumodeeB A.A., KOTOpPBI 0ZOOpWIT YBENHYCHHE PAcXOlIOB Ha HapyxHyIo pexiamy B Il kBapTame
200 1. Ha 5%. Takxke nepenan cekperapro. [lo nanHomy *xe Bonpocy BeicTynuiau AHToHOB [1. JI., HauanpHUK
ornena kaapoB, u JlebemeB .M., mupexTtop mo mpopaxkam. llepBerii omoOpui HOBYIO CHCTEMY BBHITLIATHI
MPEeMHUATBFHBIX ¥ PEKOMEHIOBAJ MTOATOTOBUTHh HeoOxoanMbie JokymMeHThl k 01.09.200 1. Bropoii mpemmoxin
ILOpa6OTaTB HOBYIO CHUCTEMY BBIILIATEI NPEMHUAJIIBHBIX U PCKOMCEHA0OBAJI IIPOBECTHU I'OJIOCOBAHUEC IO JAHHOMY
BOIIPOCY Ha 00IIeM COOpaHUM TPYAOBOTO KOJUICKTHBA.

B wrore 3acemanms ObUTM TpWHATH cienyromue pemenus: 1. Omodputs paboty otmema pekiamsl B 111
kBaptaie 20 . 2. [IpoBectn obuiee coOpaHue TPyAOBOIO KOJJICKTHBA MO BOMPOCY O Mepexo/e Ha HOBYIO
cucTteMy BHIIIAThl mpeMuanbHbiXx 15.08.20  r. OTBEeTCTBEHHBIM 3a MOATOTOBKY coOpaHusi ObUla HazHaueHa
3aB. kaHuespueit lllentynosa B.I'.

Cobpanmne Ben npeacenatens Pymsnies O.A.

3ananue 2.

Cotpynnuku Oyxrantepun OAO «KBaHT» MpoBedM 3acefaHue IO BOIMPOCY COKPAIIEHUS CpOKa
COCTaBJICHHSI TOJJOBOTO OoT4YeTa 32 20 T., Ha KOTOPOM HPUCYTCTBOBaNIO 6 yenmoBek. C cOOOMEHreM BEICTYIIIIIA
oyxrantep CypkoBa A. M., KOTOpas OTMETHJIA, YTO PaOOTHHUKH TPYIIBI Y4eTa HMEIOT BCE BO3MOKHOCTH JUIS
3HAYUTEIFHOTO COKPAIIEHUSI CPOKa COCTaBJIEHMS T'OJIOBOTO OTYETa, M YTO TOAOBOM oTyeT 3a 20 T. MOXET
OBITh TIPE/ICTABIICH IPYIIION y4yeTa Ha 3 JHSA PaHbIIe YC TAHOB JIEHHOTO CPOKA.

B oGcyxnennun manHoro Bompoca BeicTymmian KportoB E. H., rmaBeeni Oyxrantep, m yd m mHa I. A.,
oyxrantep. KpoToB cooOmmimia o ToM, 4TO UM pa3paboTaH HOBBIH rpaduk padOT MO COCTaBICHHIO T'OJOBOIO
OTYeTa, MPH YCIOBUH BBITIOJHEHHUS KOTOPOTO BCEMH PAOOTHHWKAM W TPYIIIHI y4eTa, TOIOBOW OTYET MOYKHO
COCTaBUTh W claTh Ha 4 AHS paHblle ycraHoBleHHOro cpoka. [.A.lllyOmHa ormeTuna, 4To qOCpOUYHOE
MIpEeACTaBICHUE TOMO0BOTO oTdeTra 3a 20 T. SBISIETCS MOYETHOW M OTBETCTBEHHOHN 3ajadeil pabOTHUKOB
OyXranTepud, U 4YTO KOJJICKTHB OyXTalTepUH MOMKET COCTaBUTHh T'OJIOBOM OTYET paHblle CPOKa, €CIH BCe
paboTHUKY OyIyT BEIIOIHITH YINIOTHEHHBINA Tpaduk paboTEHL.

B wutore 3acemanusi OBLIO PEMIEHO MPEACTaBUTH rogoBod otueT 3a 200 T. Ha YeThIpe IHS DaHBIIE
YCTaHOBJIEHHOTO cpoka, T.€. 00.00.20 r. u mpoBeCcTH aHAJIU3 TOJJOBOTO OTUETA C IEIBI0 BRISIBICHHS PE3CPBOB,
He0OXOIMMBIX IS YCTICIITHOTO BEIMOJHEHU Tutana 3a 20 1. 3acenaHue Bena npejacenarens Jleamosa K. M.,
NPOTOKOJIUPOBaJ cekpeTapb XoMmsikoB 1. B.




MpunoxkeHue 6

O6paseL, pacnonoxeHuna n obopmaeHna NPOToKona

®upMa 3aps»
MMPOTOKO!1

29.10.2006 Ne 2l
Mocksa

COBELIAHHS PYKOBOACTBA QHPMBI

TIpencenarens — Hranos U. K.
Cexpetaps — [lerpos I1. IL.
[pucyrcrsosany: byrpos C. K., Eropos B. A., Cuaopos C. C., Cuprosa H. H.

[Tosecrka nns:

1. 06 oOpasosarum dyHKUHOHANLHOrO MoApasiencus oraena Hudopmarniauny. Mndopmauns
1oprckoiicynsra Eroposa B. A.

2. O 3aKm04eHHH JIOTOBOPOB 0 X03aHCTREHHOH neatensHocTH Gupmel. Hudopmaims 3aM. aupek-
TOpa no xo3skcTBeHHbIM Bonpocam Cuaoposa C. C.

1. CAIYHIAJIH:

Eroposa B.A. — 0 HeobxoaumocTn 00pa3oBanks PYHKUHOHAIBHOMO NOAPA3AENEHHA — OTaeNa
HHPOPMATHIALHM — C UETBIO KA4ECTBEHHOIO U CBOEBPEMEHHOTO ODecnieyeHNs IeATeNsHOCTH (BHp-
Mbl HRPOpPMAIIHEH.

BLICTYITHITH:
byrpos C. K. — o dopmax 1 merosax pabotsi otaena.

[NOCTAHOBWIH:
1.1, Tipr3nats uenecoodpasHbM CO3AAHHE CAMOCTOSTENBHON CrykObl HHDOPMATHIALMH.
|.2. BHECTH H3MCHEHHA B CTPYKTYPY H INTATHYIO HYHCIIEHHOCTH (HPMBL.

2. C/IYILAJIH:

Cuaoposa C. C. — TexcT J0K1a/1a NPHIAraeTes.
BBICTYTTHIH:

Cnmpriosa H. H. — 0 neofx01uMoCTH 3aK:1109€HHS JOrOBOPOB.
MMOCTAHOBHJIH:

2.1, OnolpHTh NepCNeKTHBHBIA N1aH Pa3BHTHA OTAETA.

[pencenarein <Jluyxas noonuce> H. U. Hsanos

Cexperaps <Jluunas nodnucs> I1. T1. Merpos




3aganue 2.

CoctaBuTh ¥ 0OPOPMHUTE C UCTOIB30BAHUEM KOMITBIOTEPHBIX TEXHOJIOTHI U B COOTBETCTBHH C
tpeboBanusimu 'OCT P 7.0.97-2016 - axT ¢ cobioieHneM BCeX OTCTYIIOB U MHTEPBAJIOB.

WUcxonHusie naHHbIE

3anmanue 1

Komuccust mon mpencenaTenbcTBOM HadalbHMKA TEXHHUYECKOW Tpymmsl BomoBoro A.A. m 4ieHOB
komuccuu bopucoBa M.IO., HavajdbHUMKa aAMHUHUCTPATUBHO-XO3sIMCTBEHHOro otaena, Cwmupnosa JLIL.,
Oyxranrepa, u PomanoBoit UK., opucmenemxepa [IAO «JleoHTHs» Ha OCHOBaHHH TOKJIATHOW 3aITUCKU OQIIC-
meHemkepa PomanoBoit M.K. 11.07.20  r. mpoBena NpoOBEpKY TEXHWYECKOTO OCHAIEHUS MPUEMHON
TCHEPaJbHOTO JUPEKTOPa U MpHU3Haja HErOAHBIMHU JUIS SKCIUTyaTallud KOMMPOBaIbHBIN ammapaT Xerox 345(1
wr.), wpeaep (uHB. HOMep 367, 1 mrt.), dakc 47823 (1 wrT.). Ilpu3HaHHass HENPUTOTHOW IJISI AKCILTyaTaluu
TexHWKa ObUTa mepenaHa Ha ckian mpennpustusa. [lo ycTanoBieHHOMY (PakTy KOMHCCHSI COCTaBWJIA aKT
npreMa-Tiepeadn OPITeXHUKH B 3 9K3. (1-i 9K3. — HAYAFHUKY aIMHUHUCTPATHBHO-XO3SHCTBEHHOTO OT/IeNa, 2-
i — 31 rmaBHOMY Oyxrantepy, 3-if — B nmeno 23-02), KOTOpbIii ObLT YTBEpKICH I'€HEPaIbHBIM JHPEKTOPOM
CrenanoBbiM I1.1.

3ananue 2
Odopmure axm coauu — npuemkuy del IpY yBoJIbHEeHUH riaBHOro Oyxranrepa AO «Crpoiineransy Baciokosa
Urops [lerpoBruya u Ha3HaYEHHOTO BHOBB coryacHo npuka3y Jluman Bepsr Cepreesusl. [lepenanst
CJIEYOIINE TOKYMEHTBI:
1. TI'maBnas kuura no cocrosiHuio Ha 1.02.2000 .
2. Kaprouku aHanutuueckoro ydera mo cyeram 01, 10, 70.
3. Xypnamsi—opzaepa 3a STHBapb TEKYIIETO I'ojja, BEAOMOCTH aHATUTHYECKOro ydera 1o cueram 60, 61, 63,
64, 65, 67, 68, 69, 71, 75, 76, 78, 79.
Kuura ydera nenoHupoBaHHOHN 3apaOOTHOI MIaTHI.
AKTBI peBH3HH 32 YeThIpe KBapTaja MpeaplIyliero roja.
3akI0YeHUe HE3aBUCUMOM ay TUTOPCKON MPOBEPKHU I'OAOBOrO OTYETA 33 NPEABLAYIIUI TO.
Apxug 3a 1997-2000 r. B komuuecTBe 80 e Mo OMHCH.
CrnipaBoYHO-HOPMATHUBHAS JTUTEpPATypa MO OMHUCH.
IIpunoxkenue: 1. Onmch aen apxuBa NpeanpusaThs 3a 5 aeT. 2. Onuch ClpaBOYHO-HOPMATHBHOM
JIUTEPATYpHI 3a 2 roja.

N A~

3ananue3

OTtkpoiiTe crnpaBoYHO-TIpaBoByl0 cuctemy Koncynbrant I[Dmroc, Haiiaure akT O MPOBEACHUH
nHBeHTapu3anuu (popma MHB-00), oTkpoiiTe ee ¢ MoMOIIb0 TaOIMYHOTO MPOIIECCOpa U 3aIOHATE ISl CBOCH
opranmuzanuu. CoxpaHnute padboTy B ¢aiiie noj umeHeM «lIpumep 00 MHBEHTapHU3ALUM.
MHuBeHTapU3arionHass KOMUCCHS, CO3JJaHHAasT Ha OCHOBAHMHM MpHKa3a nupekTopa Bamero npeanpustus Ne 24
or 15 cenTsabps Tekymero roma, B cocraBe mpencenatens OcTpoBckoro J.A.(3aMm.rmaBHOro Oyxranrepa
3aBoja) W wieHoB kommccuu llerpoBoit O.H. (Oyxranrepa), HockoBoit H.M. (CT. 3KOHOMHCTa IUTaHOBOTO
OTJIeNia) TPOM3BEIa PEBU3UI0 KAacChl 3aBOJia IO COCTOSHHUIO Ha 16 CEeHTAOps Tekyliero roja. PeBu3sus
MPOBOMIIACH B MPHUCYTCTBHU Kaccupa 3aBojaa Kapramosa H.U. B pesynbprare mpoBeneHHOW peBH3NH OBLIO
YCTaHOBJIEHO, YTO OCTaTOK HAJIMYHBIX JieHer B Kacce cocrapisieT 1030 pybneit 00 kom., ocTaTok ACHET IO
kaccoBoit kuure — 1030 py6. 00 xom. JIpyrux meHHOCTEH B Kacce 3aBoja He 00OHApy)KEHO, YTO COOTBETCTBYET
JMaHHBIM ydeTa. Kommccusl TakKe yCTAaHOBHWIIA, YTO TMOPSIOK BEACHUS KACCOBOW KHUTH W XPAHECHHS JCHET
COOTBETCTBYeT TpeOoBaHusM [lomokeHUsT O BEJAGHMHM KAaCCOBBIX OIEpalUid  TOCYNapCTBEHHBIMH,
KOOTIEpaTHBHBIMHU M OOIIECTBEHHBIMH MIPEANPHUITHAMH, YIPSIKIACHUSIMH U OPraHU3aLUIMU.
AKT BCTYIIJI B ICCTBHE C MOMEHTA YTBEPKIACHUS TUPEKTOPOM.
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Oopasen pacnoso:keHuss 1 0popMIIeHHS aKTa

AzmuricTpamms CMoaeHekoi obnacti VTBEPKJIAIO
YnpasneHue KaluranbHoro
CTPOMTENBCTBA HayanbHuk ynpasicHus
<Jluynas nodnuce> U. U, Usanos
AKT 11.09.2006
10.09.2006 Ne 19
r. CMoneHcK

O MPOBEPKE COXPAHHOCTH JOKYMEHTOB
B YnpasneHuu

OcHobaHue: npuka3 Hasansuuka Ynpasnenus ot 20.08.2006 Ne 38 «O nposenennn
NPOBEPKH COXPAHHOCTH JOKYMCHTOB B YIIPABICHHUMY,

Cocrannen KOMHCCHEH B COCTaBe:
[Ipeacenarens: 3aM. HavanbHHKa Ynpaeienns Muponranyenxo Y. 11,
WiieHb! KOMHCCHH! 1. 3am. rassoro 6yxranrepa Koneinosa H. A.
2. 3aM. HauATEHHKa X03MHCTBEHHOrO oTAe1a JIyrosas M. A.
3. Haganenuk cextopa otaena kaapos Hexnobuna E. B.

B nepuoa ¢ 28 asrycra no 8 centabpsa 2006 r. kOMMCCHS MPOBEPHIA OPTAHH3ALHIO H YCIIOBHS
XPaHCHHA NOKYMEHTOBR B LIEHTPATLHOM annapate Y npas/cHus.

JIOKYMEHTBI XPAHATCA B CTPYKTYPHBIX M0/Ipa3ie/ieHuax, CHOPMHPOBAHE B 1e/1a B COOTBETCTBHH
¢ HOMCHKIIATYPOIA.

HomeHKnaTypa aen cornacoBuIBacTCS C aPXHBHBIM OT/ICAOM AIMHHHCTPALMH 001aCTH
B YCTAHOB/ICHHBIC CPOKH.

DaxToB ribeny, YTpaThl, NOPYH HIH HEIAKOHHOTO YHHUTOKEHHS IOKYMCHTOB HE YCTAHOBNICHO,

KoMHceHs peKOMEHIYeT NPeAOCTaBHTh CIEIHATBHOE NOMEIEHHE A1A apXrBa, ofopyaosas ero
CTE/LIAKAMH.

Cocrasiien B 2-X dK3eMMISpax.
| 2k3. — HanpagneH B 00beIHHEHNLI apXHB YNpaBIeHHs;
2 9K3. — B neno Ne 01-11.

ITpenceaaresns KOMHCCHH <Juuras noonuce™> W. T1. Mupowsm1yenko

Ynens! KOMHCCHRI: <JTuunan noonuce> H. A. Koneinosa
</Tuunaz nodnuce> . A, Jlyrosas
<Jluynas nodnuce> E. B. HeanoGnna

M. M. Hsanora

1112233




3aganue 3:
CoctaBuTh ¥ 0OPOPMHUTE C UCTOIB30BAHUEM KOMITBIOTEPHBIX TEXHOJIOTHI U B COOTBETCTBHH C
tpeboBanusimu ['OCT P 7.0.97-2016 - noknagHyro 3alUCKy WM CIYKEOHYIO 3alHCKYy C COOJIIOIEHUEM
BCEX OTCTYIIOB U HHTEPBAJIOB.

Hcxonnbie JaHHBIC

1 | 3apmanwue 1

Hupexropy [TAO «Monomut» OcTtpoBckoMy 3.A. oT HawanpHUKa nuoHepiarepss Kopurynosa JIIL.
Hoknannas 3ammcka. CoryiacHO BalleMy IMPEINHMCaHWIO MHOIO COBMECTHO C TEXHHUKOM-CMOTPHUTEIEM
JlesuroBbiM P.A. 7-8 mas 2004 roma npoBeaeH 0CMOTP KHUJIBIX TOMEIICHUH 0a3bl OTAbIXa Hamlel ¢pupmel. Bee
JKUIIBIE KOpITyca B YIOBJIETBOPUTEIHHOM cocTosiHUK. OmgHako B Kopiryce Ne 1 HE0OXOAMMO BCTaBUTH CTEKIIA,
kopiryc Ne 2 cremyeT mo0enuTsh, a B kopmyce Ne 3 Hamo mogoraate asepu. [locne yctpanenus atux nedekToB
U COOTBETCTBYIOIEH YOOPKH KWJIble OMEIIEHHUsI OyayT HNPUTOAHBI Ul IIpHeMa OTAbIXarolux. HauanpHuk
nuonepnareps JI.n.Kopmrynos. 10.05.2004

2 | 3apanue 2

Hupektopy IIJI Ne 24 MycaeBoit E.A. oT mactepa mpousBoactBeHHOro oOydenuss Coxomoor T.II.
CIIYXEBHAS 3AIINCKA B ampene B kabunere Nel3 mpoBoIwiInch ciaeayioniue padoThl: - MproOpeTeHbl
MapKepbl U KUAKOCTh 7151 MApKEPHOMN JTOCKH; - OTPEMOHTHPOBAHO 4 YYEHHUYECKUX CTOJIA; - OTPEMOHTHPOBAHO
5 mUMUIyIuX MAallMH; - OTPEMOHTHPOBAHO 2 CBETWIBHMKA; - COIJIACHO PACHHMCAHHUsS HPOBOAITCS 3aHATHA
MPOM3BOACTBEHHOI'0 OOYUEHHS; - COTJIACHO rpad)uka MPOBOIATCS KOHCYJIbTALMU 110 JUINIOMHBIM paboTam; -
coryiacHO rpaduka MmpoBoJsTcs (axkyibTaTHBHBIC 3aHATUS 1o npeamery: «1C: IIpennpustiue n Kagper»; -
paboraer kpyxkok «APT-¢poro» - Kakaylo TMATHHIy TPOBOIUTCS TeHepalbHas ybOopka. Macrep
npon3BoAcTBeHHOT0 00y4enus Cokonosa T.I1. 23.04.2010

3 | 3amanue 3

Jns mpoBeneHusT ceMUHapa ObUIa COCTaBieHa CIy)XeOHas 3amucka , O MPeJCTaBICHUH CIHCKa
pabOTHHUKOB UTsl y4acTusi B ceMHHape, kotopas O0puta HampasineHa IOPUJIMYECKUM OTHAEJI OM B nure
Hauansnuka otnena B.H. 3arogaiikinapiM. B Helt TOBOpHIIOCE, UTO TMPEACTaBIsIEM CITUCOK paOOTHUKOB OTAETa
Ui ydactus B cemuHape, npoBogumMom OOO «AIIM Kommynukarop» mo mporpamme «DddekTnBHOE
ucnoas3zoBanre CIIC TPAHUT» ¢ npeacrapiennem ee GyHKIIMOHAIBHBIX Bo3MoxkHOCTeM: 1. CemenoB P.C. —
3amecTuTenb HavanbHuka ornena 2. [psxun E.JII. — Bemymwmil cnenuanuct 3. Copoka K.H. — crapumit
cnenpanuct. HawaneHuky otaena uwHpoOpManuoHHbX —TexHosorumit  B.J[.  Tanpmmna.  3amnmcky
3apeructpupoBanu B Kaunemsapun 24.11.2014 Ne 05-24/96

4 | 3ananue 4

B cBs3u ¢ mpencrosiuM BHEIPEHHEM MPOrpaMMHOrO Komiuiekca «KanuHkay M IpHIiameHueM
nocetuth mpoBouMbIiE OO0 «llltamm» cemuHap Mo 3PPEKTUBHOMY HCIIOIH30BAHUIO JAHHOTO KOMILIEKCA
MpOIly KOMaHAWPOBaTh Ha ceMuHap crneunuanuctoB otaena Komaposa U.J[. u Tapan 10.b 1. Boponex c
24.11.2014 no 27.11.2014., Hawaneank OTAEJIA OKCIUIYATALMNU NUHOOPMAIIMOHHBIX CUCTEM
O.l.bapabam mnwumeT noknagaHyro 3anucky, aupekropy OAO «3ee3ga» K.II. Eropkuny 16.11.2014Ne08-
18/93, O kOMaHAMPOBAHUH CIICIUATMCTOB Ha CEMHHAP

[Mpumeuanue: Ogpopmuenue u pacnonodicenue pPeKsUUMOs CIAYHCeOHOU 3ANUCKU OCYUeCMEILemcs
AHANIO2UYHO OOKIAOHOU 3ANUCKU.

IHopsinok BbINOIHEHHs PA0OTHI:

[Ipoananu3upoBats npaBuia opopmIeHHUS CIYyKEOHOTO MUCHMA.

CocraBuTh 1 OPOPMHUTH CIy)KEeOHBIE M MPETEH3MOHHOE MUChMa B TEKCTOBOM pemaktope Microsoft
Word co Bcemu TpeboBaHUSAMEU 0OPMIICHHS., C OTCTYIIAMUA M WHTEPBATIaMHU

[IpoananusupoBarh npaBuia OGOpMIIEHUS MPOTOKOJA, aKTa, JOKJIATHOW 3aMUCKU U CIy>KeOHOMU
3aIMCKHU.

CoctaButh U 0QOPMHUTH TMPOTOKOJI, AKT, JOKIAJHBIE U CIYKEOHYIO 3aliCKH. B TEKCTOBOM
penakrope Microsoft Word co Bcemu TpeboBaHus MU 0(OPMIICHUS, C OTCTYIIAaMH U MHTEPBaJaMU

dopma npeacraBjieHusi padoThbi:

Odopmnennsiit okymeHT B coorBeTcTBUU ¢ 'OCTom 7.0.97.-2016




Kpurepumn oneHku:

OnecHka
WHIMBUTYaJIbHBIX
JOCTIDKCHUI,
Oamn

P€3y.TIBTaTI/IBHOCTB BBIINIOJIHCHU S 3aaHUA

3a1aHKie BBIMOIHEHO MOJHOCTBIO, 0€3 3aMEeUaHui

3a,Z[aHI/Ie BBIIIOJIHCHO, HO UMCHOTCA CYIICCTBCHHBIC 3aME4aHUs, ITOBJICKIINEC
K HCBEPHOMY PCIICHUIO 3aJaHN

5
3aI[aHI/Ie BBIITOJIHCHO ITOJTHOCTBIO, HO UMCIOTCA HECYIICCTBCHHBIC 3aMCUAHU A 4
3
2

3aI[aHI/IC HE BBIIIOJIHCHO




MpunoxkeHue 8

Oo0pa3ubl odopMiIeHHS U PACTIOJIOKEHHS TOKJIATHBIX 3aNIMCOK

BHemHas qoKJIaHAas 3alIHCKA

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

yi. Coserckas, 1. 123, 116900, Mocksa 000 «Pomarika»
Ten./baxc (095) 112-56-90
E-mail: sever@sev.ru
OKIIO 12377792, OI'PH 1046300213191
MHH/KIIIT 6321732124/632101001

A.B. I'pumnny

JOKJIAJJTHA S 3AIINCKA

10.02.2014 Ne 12/05-14

O npuBICUCHUNU IOTIOTHUTENBHBIX
TPYAOBBIX PECYPCOB

YBaxkaemblii Aunpeit Bacunbesuy!

B cuiny Hemocrarka B KaHAMIAaTax Ha CTagud (OPMUPOBAHMS AJMUHUCTPATHBHOIO ammapata i ¢uauana B r. Mockse
HEOOXOJMMO TIPUBIICYh TPYIOBBIE PECYpCHl W3 JIOTIONHHUTENBHBIX HMCTOYHMKOB B Cpok g0 14.04.2014. CobecenmoBaHusi ¢ HOBBIMH
KaHAuAaTamu nposectr a0 21.04.2014.

Omnslata pacxo/IoB 1O JOTOJHHUTENEHBIM yciyraM OyneT mpou3BeieHa B cooTBeTcTBHH ¢ 1. 4.5 Jloroopa ycayr Ne 04/56 ot
14.02.2014.

HauaneHuk oTnena kagpos Cemenos B.O. Cemenosn

B oeno Ne (03-13
Oounyosa 10.02.2014



BHyTpeHHss N0KIagHASA 3aNIHCKA

Hupexropy OOO «Pomarikay»
Otzen npojax
N.A. CunopoBy

JOKJIAJJTHA A 3AIINCKA

07.04.2014 Ne 6

O nporysie, COBEPIICHHOM MEHEKEPOM
OT/ena MpoJaK

JoBoxy no Bamrero ceenenust, uro cerogus, 07.04.2014, menemxkep no npogaxam IlerpoBa BanenTnna ViBaHOBHa OTCyTCTBOBasa
Ha pabouyeM MecTe B TeueHue Beero padouero aus ¢ 10 wacoB 00 munyT 10 18 wacoB 30 MUHYT.

Hukakux cBepeHui minm JOKYMEHTOB, MOATBEPKAAIOIIUX YBAKUTENBHOCTh NMpUUMHBI 0TCYTCTBUS IlerpoBoit B.U., nmpenocrasieno
He ObLI0.

B cBs13u ¢ nomyieHHbIM HapyieHueM npeziarato yBoauts [lerpory B.U. 3a nporyi.

HavanpHuk otaena npogax Henamoves O.A. UrnarpeB

B odeno Ne 02-10
Cuooposa 07.04.2014



Tema 2.2. JlokyMeHTaUMsl 10 TPYAOBBIM OTHOLIEHUAM
IpakTnyeckoe 3ansitue Ne4.,

Pa3paborka u opopmiieHHE JOKYMEHTAIMHU 110 JUYHOMY COCTABY C MCIO0Jb30BAHUEM
yHupuuupoBaHHbIX GopM

Lean padoThi:
HayuuTbcs cocTaBiasTh 1 0OpMIISATh JOKYMEHTALIUIO 110 JINYHOMY COCTaBY JOKYMEHTHI B

coorBerctBum ¢ ['OCT P 7.0.97 - 2016

Bbinosinus padory, Bel Oyaere:
ymemy:

- O(bOpMJ'ISITB JOKYMCHTAIUIO B COOTBETCTBUU C HOpMaTHBHOﬁ 6a3OI>'I, B T. 4. C MCIIOJIb30BAHUCM

WH()OPMAIIMOHHBIX TEXHOJIOTHH;

— HUCHOJB30BaTh YHU(DUIIUPOBAHHBIE (POPMBI JOKYMEHTOB

MarepuajbHO TeXHHYECKOE o0ecreyeHne:

Pabouas u neKmoHHasT TETPaIH.

JlnnakTu4yeckuii MaTepuan

[lepconanbHBII KOMITBIOTEP, TEKCTOBBIN mporeccop Microsoft Word
YuubunupoBanusie Gopmbl

3aganme:
Hcnonp3ys cnpaBounyto cucreMy KoncymnpranT [lmroc, ncnomns3ys beicTpelit mouck, ohopmute

IMPUKA3BLI 110 JINYHOMY COCTABY, IOATOTOBLTC PE3IOMCE.

HUcxoanble JaHHDBIC

1

3aganue 1.

Ortkpoiite cipaBounyro cuctemy KoncynbranT [lnroc, ucronssyst BeicTpblil mouck, HaliauTe popMy MpHKasa o
npreMe CoTpyaHuKa Ha padoty ¢.T-1

OxoHomuct BacunseBa Exatepuna Hukonaesna 1 ceHTsOps Tekymiero rozxa nogaia 3assieane B OO0 «Jlya»
C TpOChOOH TPUHATH €¢ Ha PaboTy CIEIHUATUCTOM (PMHAHCOBOIO OT/ENIa HA HEMOJHBIA padOuuil JeHb.
Wncnexkrop no xaxpam CmupHoBa M.C. 00bsicHuNa, 4yTo (upMa MMEET BO3MOXKHOCTH HMPHUHATH Ha paboTy
HKOHOMHMCTA, HO HA OCHOBE CPOYHOr'0 TPYZOBOT'O J0roBopa. TpynoBoi OroBop ObUI 3aKIIIOYEH 5 CEHTAOpS U
MOJIIMCAaH OT UMEHU (UPMBI TeHepaIbHBIM TupekTopoM MuponoBeM JI.C. B TOT ke JeHb ObLT M3/1aH TIPUKa3
0 JINYHOMY COCTaBy, 3aBu3upoBaHHbIi CMupHoBoit U.C. u topuckoHcynsToM XMmeneBbiM W.O. [Ipuka3 Obu1
o0wsBieH BacuineBoii E. H. mox pacnimcky 6 ceHTSIOpsI.

3ananue 2
Ortkpoiite cripaBounyto cuctemy KoncynbranT [1nroc, ucronssyst BeicTpblil mouck, HaliauTe PopMy MpHKasa o
nepeBojie COTpyIHUKa Ha padoTy ¢.T-5

Benymero cnenmanucra otnena MapkeruHra TtoproBoii ¢upmel OOO «Benrta» CoboneBy Banentuny
VBaHOBHY IiepeBenr Ha OCBOOOJMBIIYIOCSH JIOJDKHOCTh HadalbHUKA OTJeNa Ha MOCTOSHHYI paboTy c 15
HOAOpsl Tekywiero rona. 3assieHue o nepeBoge CoOoneBa B.M. nanmcana 10 HOsIOpS u 3aBU3MpOBajia y
KOMMEPYECKOTO TUPEKTOpa B TOT e neHb. 10 HosOps OBUIO TakXe COCTABICHO MpeactaBieHue No 4,
MOMTUCAaHHOE KOMMEPYECKUM JHPEKTOPOM.

[IpoexT mpukasa o mepeBojie MOATOTOBIEH MHCIEKTOpoM Mo mnepconainy Kupummosoit B.H. 11 Hos0ps,
3aBU3MPOBAH IOPUCKOHCYIbTOM bapmunbiM AWM. 12 HOsOpsS U chycTs AeHb ObLI NOANKCaH TeHEepPaJbHBIM
qupekropoM Gupmbl loporomunoseiM E.K. 14 Hos10ps CoboneBa B.U. Obliia 03HaKOMIIEHA C PHKA30M.

3aganue 3

Ortkpoiite cipaBounyto cucremy KoncynbranT Ilnroc, ucnonssyst BeicTpblil mouck, HaliauTe GpopMy mprKasa o
npeKpaimeHny ( PaCTOPKEHUH ) TPYIOBOTO JIOTOBOpa ¢ paboTHUKOM (yBosbHEHNH) ¢.T-8

MacTtep MyHUIMIAIBFHOTO PEMOHTHO-cTpouTenbHOro mnpeampustus Ne 2 (Mocksa) bormanoB Opuit
ITerpoBrd pemmi yBoNHTHCS 10 cOOCTBeHHOMY kenmaHuto (1. 3 c¢r. 77 TK P®) u ocHOBaTh MHIMBUIYaTbHOE
YacTHOE MpeanpusaTHe. 3a JBE HENEeNHd 10 YBOJBHEHHUS OH IOCTaBWJI B H3BECTHOCTb 00 3TOM IUPEKTOpa
npennpuarus Cugoposa 1. U. IIpoext npukaza 6pU1 MOATOTOBIEH HHCIEKTOpOM 110 Kajapam Kortosoit M.JI. 15
arpents, B TOT e JACHb 3aBU3UpOBaH OyxrantepoMm MenbaukoBoi 3.C. 1 17 anpernst TeKyImero rojaa moAIucaH.
Bornanos FO.H. B 5TOT ke IeHb OBLT 03HAKOMIIEH € IPUKA30M, €My Ha pyKH ObLTa BeIJaHa TPYJOBask KHIDKKA U
ITPOM3BOJICH IMOJIHBIM PacyeT Mo 3apab0THOM IUIaTe.




3aganue 4

Ortkpoiite cipaBounyio cuctemy KoncynbranT [lnroc, ucnonssyst BeicTpblil mouck, HaliauTe GpopMy mpHKasa o
KOMaHJIMPOBaHUM COTPYAHUKA HA padoTy ¢.T-9

['maBHBIA SKCHEPT TOProBOTO OTAENa aKHHOHEpHOro odmecTBa «ToproBeii nom «dam» Casenbes [laBen
PomanoBuu momxen Bolexath B r. CankT-IleTepOypr mis ydacTus B MymIHOM ayKuumoHe «Pycckuii Mexy,
KoTopsId mpoBoautcs ¢ 10 mo 13 nexabps Tekymero roaa. § pekadpst mpeacenarens npasineHus Jledenes A.TL.
monmucan mnpukaz o HampasineHun CapenbeBa I1.P. B komanampoBky c¢ 9 mexaOps. IlpoexT mpukasza ObLI
MOJTOTOBJICH ceKpeTapeM-pedepentoM AnekcanapoBoil M.JO. u 3aBu3upoBaH TIaBHBIM OyXraiaTepoM u
HAYaJIbHUKOM TOPTOBOTO OTHEea 7 IeKadps.

Heobxomumble TOTHOMOYHNS W JTOBEPEHHOCTH Ha 3aKyIKy MapTHHA TOBAapOB TIaBHOMY dKcrepty CaBelbeBy

I1.P. ObLIH 0(p0pMJ'IeHI:I BMCCTC C KOMAaHAUPOBOYHBIM YAOCTOBEPCHUCM.

3aganue 5.
O3HaKOMBTECH C MPaBUJIAMH COCTABIIEHHUsI aBTOOHMOTrpaduu U pe3rome. 3arnoaHuTe TabIuILy.

CpaBHUTENIbHAS XapaKTEPUCTHKA pe3toMe U aBTobuorpaduu

CaoiicTBa 1OKyMEHTa Pesrome ABTtob6uorpadus

Crnioco6 u3noxeHus
uHpOpMaIuu

XapaxkTep nuHpopmanuu

SI3b1KOBBIE OCOOEHHOCTH

Crnoco6 odopmnenus

[lepeueHb peKBU3UTOB

HCHOJ’IBSYSI IMPpOaHAIIU3UPOBAHHYIO I/IH(I)OpMaI_[I/IIO Ta6J'II/II_[LI H IIPUITTOKCHUC 9, COCTaBbTC PC3FOMC Ha
BAaKaHCHUIO CIICOHUATIUCTA, HAa KOTOPOT'O Bbl YYHUTECH.

Ilopsinok BbINOJHEHHS padOThI:

[Ipoananu3upoBaTh MpaBuiIa 0GOpMIEHHUS JTOKYMEHTOB IO JINYHOMY COCTaBY
CocTaBUTh U OQPOPMHUTH IMPHUKA3bI IO JUYHOMY COCTABY M PE3IOME C UCIIOIb30BaHUEM CIIPABOYHOMN
cuctembl Koncynbrant [Intoc u . B TekcroBoM peaaktope Microsoft Word co Bcemu tpeboBanusMu
odopMmIIeHHs, C OTCTYIIaMU M MHTEpBallaMU

dopma npeacrapaeHus: padoThbi:
Odopmnennasie 1okymMeHTH B cooTBeTcTBHE ¢ ['OCTom 7.0.97.-2016

Kpurepuu onenkmn:

OrneHka
WHIUBUTYaTb
Pe3ynbTaTUBHOCTH BBIMOHEHUS 33/ITaHUS HBIX
JOCTHKCHM,
Oamt
3aJaHue BHIIOIHEHO MOJHOCTEIO, 0€3 3aMeUaHuit 5
3a/iaHue BBIMOJTHEHO MOJHOCTHIO0, HO UMEIOTCS HECYIIECTBEHHBIC 3aMeUYaHMsI 4
3a/iaHue BBIMOTHEHO, HO UMEIOTCS CYIIIECTBEHHBIE 3aMeuaHusl, TTOBIEKIIUE K 3
HEBEPHOMY PEIICHUIO 3/ TaHUS
3agaHne He BHIIOJIHECHO 2




[Tpunoxenue 9
O6paszern pe3romMe

COJIOBBEBA TATbAAHA NUBAHOBHA

JINYHBIE CBEJAEHUA
Anpec Cankr-IletepOypr, JIenunckuii mp., 1.99,kB.26
Tenedon- 612-54-88
Jlata poxxaeHus 10 aBrycra 1972 rona
(o TpeboBaHuUIO)
CeMelHOE ITOJI0KEHUE 3aMysxeM, cbiH 1994 rona poxaeHus
LEJIb: Cowuckatenb T0JDKHOCTH pedepeHTa-TIepeBOTINKA,
MTOMOITHUKA PYKOBOIUTEIIS
OBPA30OBAHHUE:
1987 — 1992 Briccmee Cankr-IleTepOypckuii Tocy1apcTBEeHHBI YHUBEPCUTET.
CreninanbHOCTh «[IpenogaBatenb aHTIIMACKOTO U HEMEIIKOTO SI3BIKOB)
utoib 1994 Kypcsi cexperapeii «Karromay. CrieniMaibHOCTb CeKpeTaphb peepeHt.
OKTsA0ps 1994
CeHTSIOph- 1ekadpb 1995 Cankr-ITerepOypckasi rocyapCcTBEHHAS aKaJIeMHsI METOJIOB U TEXHUKH
ynpasnenus (JINMTY).
CriennanbHOCTh: MEHEKEP IO MEPCOHATY
OIIBIT PABOTHAI:
1994- 1996 Pexnamuo-nonurpadudeckuit neHTp. J0IKHOCTD: TEPEBOTYHNK- peepeHT.
1993- 1994 Awmepukanckas ¢upma J[TP (DTR, Developed Technology Resource. Inc.).

JIOJIKHOCTB: IEPEBOAUUK-PE(YEPEHT.
1995 no nacrosmee Bpemss  Cankr-IletepOyprckast rocyaapcTBeHHas akaJleMUsl METOJIOB U TEXHUKHU
ynpasnenus (JIMMTY). JlomkHoCTh: npenoiaBaTenb JeI0npOrU3BOICTBA.

I[MTPOD®ECCHUOHAJIbHBIE HABBIKI:
CB00O/IHO BIIa/ICI0 HEMEUIKMM U aHTJIMHCKUM SI3BIKAMHU.
Nmero ombiT paboTel Ha TepcoHambHOM  KommbioTepe: Winword, Excet,
ANEeKTpOHHas moyra (e-mail ).
Xopomro pa3dmparock B MPABOBOM PETYIMPOBAHUM BHEITHEIKOHOMHUYECKOM
JESITeTbHOCTH, B TPAXKIAHCKOM M TOPTOBOM TIpaBe BEIYIIUX 3alaJHbIX CTpPaH, B
MEXTYHApOIHOM MapKETHHTE.
3HaK OPraHU3aIlOHHYI0 M TEXHUKY OCYIIECTBICHHS BHEITHEAKOHOMHUYECKMITX
KOHTaKTOB, OyXraaTepcKuil  y4eT  OKCIIOPTHO-UMIIOPTHBIX  OIEpallHid,
rOCYJapCTBEHHOE TAMOXXEHHOE PETYJIUPOBaHHE.

JOITOJIHUTEJIbHBIE CBEJJEHU A
Nwmero BoguTensCKHe TTpaBa KaTeropuu» By,
DHepruyHa, UHUIMATUBHA, TPYJOIIO0MBA, HACTONYNBA B JOCTHKEHUH TPEOYEMBIX
pe3yIbTaToOB, IIOOO3HATENbHAS, OOIIUTEIbHAS.

NHTEPECHI: VYBIeKarOCh MUPOBOU XYJ0KECTBEHHOM JIMTEPATYPOH, TEATPOM.3aHUMAKOCh
OOJIBIIIUM TEHHUCOM.

00.00.20 r. ConoBbeBa T.U.ConoBbeBa



Tema 2.3. JlokymeHTanust npogeccHOHAIBLHOM 1eATeIbHOCTH

IIpakTHyeckoe 3ansaTHe Ne 5.
CocrapiieHue U opopMieHHE TOKYMEHTOB 10 NPodeccCHoHAIBLHOI 1esITeTbHOCTH
(10BepPEeHHOCTH, IPETEH3UH U UCKOBbIE 3asiBJICHUA).
Odopmnenne noBepenHoctel 2 - OdopMieHNe TUIHON TOBEPSHHOCTH; 3aMIOJTHEHUE

yaupunupoBanHor Gopmel Ne M-2 . OdbopmiieHre MpeTeH3NOHHO-UCKOBOM IOKYMEHTAIIMN;, 3aMOJIHCHHE

TpadapeTHIX OJIAHKOB MPETEH3UN U MCKOBBIX 3asBJICHHMA
esab padoThi:
HayuuThcst cocTaBisaTh 1 0(OpMISTH HHPOPMAITMOHHO — CIIPABOYHBIE JIOKYMEHTHI B COOTBETCTBHH

c'OCT P 7.0.97 - 2016

BbinosinuB padory, Bel Oyaere:
ymemy:

- O(bOpMJ'IfITB JOKYMCHTAIUIO B COOTBETCTBUU C HOpMaTHBHOﬁ 6a3OI>'I, B T. 4. C UCIIOJIb30BAHUCM

MH()OPMAIIMOHHBIX TEXHOJIOTHH;

— HCIIOJIB30BaThb YHI/I(bI/II_II/IpOBaHHBIe (1)OpMBI JAOKYMCHTOB

MarepuaibHO TEXHHYECKOe o0ecreyeHue:
— Pabouas u nekuroHHasi TeTpaIu.
— JlupakTudeckuii MmaTepuan
— IlepcoHanpHbBINi KOMIBIOTEP, TEKCTOBBIN mporieccop Microsoft Word
— OO0pasupl  JOKYMEHTOB (MAaKeT)IPEH3MOHHOTO IMUChMa W  HCKOBOTO  3asBIICHUS
(ITpunoxxerne 10, 11)

1.CocraBiieHue u oopMiIeHHE CIIYKEOHBIX MHCEM
3ananue:

CoctaButh M OGOPMHUTH C HCIOJB30BAHUEM KOMIBIOTEPHBIX TEXHOJOTUH M B COOTBETCTBUU  C
tpedoBanusimu 'OCT P 7.0.97-2016 npeTeH3MOHHBIE IChMa W UCKOBBIE 3asBJICHUS C COOJIIOJICHHEM
BCEX OTCTYNOB U HHTEPBAJIOB

3

3aganue 1.

[TyGnuunbiM akimoHepHbIM 0011IecTBOM «Bocxom» (109176, Mocksa, yi. [lonesas, .14, od.324) Obut

odopmiieH 3aka3z Ne 7 Ha MOCTaBKYy MPOJYKIIMU B COOTBETCTBUH C 3aKJIIOUSHHBIM JIOTOBOPOM O MOCTaBKaX OT
13.06.2003 Ne 12 u nanpasnen B agpec OAO «{unamant» (114000, Mocksa, yi. Ilpocropnas, 1. 25, od.14,
tein .168-93-78, OKIIO 87654321, OI'PH 1234567890098,
MHH/KIIIT 0987654321/123456789). Onnako OAO «/lnamaHT» HE CMOIJIO B yKa3zaHHbIH cpok (28.07.2012)
WCIIOJIHUTD 3aKa3 W3-3a OOJIE3HM BEAYIIEro COTPYAHHUKA OTHeNa JOCTAaBKU U ero ['eHepanbHBIH JUPEKTOp
Mypomues ['.JI. nHanpaBun wunpopmaumonHoe mucbMo B azgpec IIAO «Bocxom» o mepeHoce CpPOKOB
ucroaennst 3akaza Ne 7 ¢ 28.07.2012 na 04.08.2012, B xoTopom Takxke oTMmeTmil uto OAO «/Imamanty
COTJIaCHO B TE€YEHHE 5 [HEH BBIIUIATUTh HEYCTONKY B COOTBETCTBHUU C MM.4.2 3aKJIFOUYEHHOT'O JOTOBOpa O
noctaBkax. [lucemo OblIO cocraBieHo ucnonHuTenaeM CmupHoBoOM A. JI. M moammch 3aBepeHa MeEYaThio
OpTraHM3aIHH.

3anganue 2.

Ha ocHoBanuu IpunoxxeHust 6 cocraBpTe MPETEH3MOHHOE MTMCHbMO MOCTABIIMKY 00 yIjiare HEyCTOMKH B
pasmepe 8% OT cromMocTH HepomocTaBieHHOW mpoaykuuu. [lo moroopy Ne 28/12 ot 30.04.20  nomxHO
noctTynuth npoaykuuu (mmdepa) B koa-se 5000 kB.M. Ha cymmy 250000, GpakTHUECKH MOCTYIUAIO MPOIYKIIUN
B kou-Be 4800 kB.M. Ha 240000 pyOiieii, 4TO MOATBEPXKACHO HAKJIAIHOMN JKEIe3HOAOPOXKHOM cTaHiuu Ne 566
ot 02.05.20 . B cBsi3u ¢ HEJOMOCTaBKOW BO3HUKIIM YOBITKH OT MPOCTOSI U HA MEPOIPHUSATHS N0 JIMKBUAALIUH
9THUX YOBITKOB OBIIO M3pacxonoBaHo gononaHutesbHo 4000py06. IToctaBmuk: dupma «bBAH» anpec: r.Mocksa
yi. Kyry3oBckast 1.125 Ten.158-59-63. lupekrop: ®@.H. Bypkees [Tokynaress (cocTaBuTe b IPETEH3MOHHOTO
nuceMa):  ¢upma  «Mama»  rJleamnoropck  PT, ym.Iopskoro 56  Ttenm./dakc  5-89-65,p/c
Nel12345678910121415002 B 6anke «Ak-bapc» r.Jleannoropcka dupekrtop: M.C. CBeTukoBa, 1. Oyxrantep
I1.0.Kapruna.




3ananue 3.

Ha ocHoBanum naHHbIX 3a1aHust 1 0(hOpMHUTE OTBET Ha IPETEH3UIO.

Hcnonb3ys npunoxenne 2 opopMHUTE OTBET Ha MPETCH3UIO COJCPIKAIINN €€ TIOJIHOE OTKIOHEHHE 110
MIPUYUHE OTIPABKH MOTHOTO 00BeMa MPOIYKINH, UTO moATBepkaato Hakmamuoit Ne 589 ot 01.05.20 .

3ananue 4.
Ha ocHoBanum maHHbIX 3amanus 2 opopmute MckoBoe 3asBicHHE.
Ucnonw3ys npunoxenune 11 odopmute MckoBoe 3asBiieHne B ApOUTPaKHBIN CY/I.

HOpﬂ)IOK BbIITOJTHCHU A paﬁoTBl:

[Ipoananu3upoBaTh MpaBuiIa OPOPMIICHHS TOKYMEHTOB POPECCHOHATBHOM NESTETLHOCTH
(coCTaBUTH M C MCIIOJIb30BAaHHEM KOMITBIOTEPHBIX TEXHOJOTHI U B COOTBETCTBUU C TPEOOBAHUSIMHU
I'OCT P 7.0.97-2016 mnpeTeH3HOHHBIC MMChMa K HCKOBBIC 3asiBIICHUS B TEKCTOBOM peaakrope Microsoft
Word co Bcemu TpeboBaHusIME 0DOPMIICHHS, C OTCTYIIAMU U MHTEpBAJIaMU

dopma npeacrapjieHus: padoTbi:
Odopmnennsie nokymeHTHl B cooTBeTcTBUM ¢ ['OCTom 7.0.97.-2016

Kpurepun onenkmn:

Orenka
WHAWBHUIYallb
Pe3ynbTaTUBHOCTD BBHITIOJTHEHUS 3aJaHUs HBIX
JIOCTYDKEHMH,

Oat

3a,Z[aHI/Ie BBIINMOJIHCHO IIOJIHOCTBIO, 0e3 3amMeyaHui

3aZIaHI/I€ BBITITOJIHCHO, HO UMCIOTCA CYIICCTBCHHBIC 3aMCUaHUs, ITOBJICKIINC K
HCBCPHOMY PCIICHUIO 3aIaHUA

5
3a,Z[aHI/Ie BBIITOJIHCHO ITOJIHOCTBIO, HO UMCHOTCSI HCCYIICCTBCHHBIC 3aMCUAH UL 4
3
2

3aianie He BBITOJTHEHO




[Tpunoxenue 10
Tumosas cxema nmucsMa IMMPETCH3UA

HaunmenoBanus MMpCaAnpuiATUs 3AKA3HOE
Anpec
Ten. ®dakc Komy
I[TPETEH3UA
00.00.0000 NoOO (HanmeHoBaHWe NocTaBLLMKa)

O B3bICKaHUU HEYCTOWKH 3a
HE/IONOCTAaBKY U YOBITKH

CymMmma npeTeH3uu
pyo.

Cornacno gorosopy (koHTpakty) oT 00.00.0000 Ne Bama opranu3amus A0KHA ObUIAa TOCTABUTH
MPOTYKIIUIO

(mepuo; MOCTaBKH, CPOK)
B KOJIMYECTBE
(HauMeHOBaHUE) (IITYK,TOHH,METPOB)
Ha CyMMY pyo.
[Mpoaykius pakTHYECKH MOCTYIHIIA B MEHBIIIEM 00bEME UTO TOTBEPKIACTCS

(yxa3athb

TPAaHCHOPTHBIA TOKYMEHT, 1aty, Ne)
He,[[OHOCTaBKa cocCTaBuja I10 LICHC Ha CyMMY pY6
(KOJIM4ecTBO)

B cBs3u ¢ HCHOHOCTaBKOP’I Y HaC BO3HUKIIN Y6BITKI/I (OT MpocCTOosd, 3aMCHBI MAaTCPUATIOB,
yYMEHBIIIEHUs 00beMa MPOU3BO/ICTBA, U3MEHEHHUSI aCCOPTUMEHTA U T.J.) COTJIACHO MIPHJIaraeMoMy
pacuery.

B cootBercTBHYU € 10TOBOPOM (KOHTPAKTOM, 3aKa3oM) BaMm Ha/uIeKUT yriaTuTh HEYCTOMKY B
pa3Mepe % cTonMocTH HCHOHOCTaBHeHHOﬁ MMpoAYKIIUAU B CYMMC
py0. a Bcero pyo.

[Ipu3HaHHYIO0 CyMMY ITPOCUM NEPEYUCIINTD Ha HAIll pacYeTHBIN cueT Ne

B

(HaumeHOBaHME OaHKa)
ITpunoxxenue: 1. Pacyer HeycTOMKA.
2. Konust noroBopa (KOHTpaKTa, 3aKa3a)
3. Pacuet yOBITKOB.
4. JIoKyMEeHTbI, TOATBEPKAAI0IINE TPUINHEHHE YObITKOB.
5. Haknannas ot Ne
6. Cuer oT «» 20 1. Ne

PykoBoauTens npeanpusaTus MOJIMTUCH N.O.Damunus

['maBHBI OyxTantep TOIITUCH N.O0.®amunus

ITpunoxenne 11



OBPAS3EILL UCKOBOI'O 3ASBJIEHN .

HanmenoBanue npennpustus

AJnpec npeanpusTus

NCKOBOE 3ASBJIEHUE

00.00.0000

O B3bICKaHUU HEYCTOWKH 32 HEJIOTIOCTaBKY (MIPOCPOUKY IOCTABKH)

MPOAYKIIUH

Ilena ucka pyo.

CornacHo J10roBOpYy (KOHTPAKTY), 3aKIOUYEHHOMY MEXIY HAIlUMU NPEANPUATUAMH (3aKasy,
npuHsatomy kK wucnoisHeHuro) ot 00.00.0000 Ne TBETUUK TPHUHSI 0053aTeIbCTBO
MOCTaBUTH B MPOAYKIIUUA HA CYMMY pyo.

JlaHHas MpoTyKIKs ObLIA TIOCTABJICHA HE B TIOJIHOM 00beMe
Henonocraska coctaBuia mo 1eHe (KOJIUYeCTBO) Ha CyMMY pyo.
B cBsi3u ¢ 3TMM Hamu ObLIa 3asiBlieHA MPETEH3UsI OTBETUYUKY OT «__ » 20 1. Ne
KOTOpas UM OTKJIOHCHA IO MOTUBY
(yxa3pIBaroTcsa MPUYMHBI OTKa3a B yIOBICTBOPCHUH, IPETEH3UH)

OTka3 OTBETYMKA B YAOBIECTBOPEHUHU PETEH3UN CUUTaeM HEOOOCHOBAHHBIM 10

CIIEAYIOIIMMOCHOBAHHSIM
(yka3pIBaroTCsl 00CTOSATENBCTBA, MOATBEPIKAAIOIINE HCKOBBIE TPEOOBAHMSI )

Ha ocHOBaHMM H3JI0)KEHHOTO MPOCUM APOUTPaXKHBIN CYJI B3BICKATh C OTBETYMKA HEYCTOWKY B
pasmepe %, 9TO COCTaBJISIET py0. OT CyMMBI HEJIOTIOCTaBICHHOH (HEIOTIOCTaBICHHON
B CPOK) MPOIYKIIMH (C Y4ETOM BOCIIOJIHEHHs HEIOTIOCTAaBKU HEYCTOIKa yMeHbiaetcst Ha 50% u
cocraBisieT py0.) u pacxoasl o rocronntuae 1200 pyo.

[Ipunoxenue:

1. Konust npeTeH3nu oT « »20 r. Ne

2. TlouyToBast KBUTAHIIWS, BRITIICKA U3 PEECTPa MOUYTOBBIX OTHPABICHUHN H

T.I. 00 OTCBIJIKE MPETEH3UN OTBETUHUKY.

3. OTBeT Ha MPETEH3HIO, €CITH OH MOJTyYeH.

4. TTouToBasi KBUTAHIIMS, BBIITUCKA U3 peecTpa MOYTOBBIX OTIPABICHUN U

T.II. O HalIPaBJICHUU KOIIMU MICKOBOTO 3asIBIICHUS OTBETUYHKY.

5. IlnatexxHo€ MOpyYEeHHE O IEPEUNCIIEHUH IOCY1apCTBEHHON TOITUHBI.

6. JlokyMeHTHI, paHee MPHUIIOKEHHBIE K TPETEH3UH, MTOITBEPKIAIOIIIE UCKOBBIE TPEOOBAHHS.
7. JloroBop (KOHTPAKT)

PykoBoauTens npeanpusTus MOJIMTUCH N.O0.Damunus



Pa3znen 3. Opranusanusi JI0KyMeHT0000poTA
Tema 3.1. TexHos10rHs1 M NPUHIMIIBI OPTAHU3ALMHN JOKYMEHT0000pOTA

IIpakTuyeckoe 3anaTHe Ne 6
CocraBjieHHe 3TANOB U ONlepPalui 00PadOTKH IOKYMEHTOB.
Iopsaok 3an0/IHeHNsI PErUCTPAIMOHHBIX (DOPM U BeJeHHe KOHTPOJIA 32 MCIOJHEHNEM CITYKeOHbIX
JOKYMEHTOB € UCIOJIb30BAHHEM ABTOMATU3HPOBAHHBIX TEXHOJIOTHI

Hean padoThi:

OO0pabatbIBaTh U pacHpeieisaTh BXOASAIICI0, UCXOASIICIO U BHYTPEHHEIO JOKYMEHTAIIUH.

PeructpupoBaTh JOKYMEHTHI OpraHU3alMKA U CTABUTh UX Ha KOHTPOJIb UCIIOTHEHUS C
UCIOJIb30BaHNEM aBTOMATU3HPOBAHHBIX CIIOCOO0B 00pPabOTKH.

Boinosinus padory, Bel Oyaere:
ymemy:
OCBaMBaTh TEXHOJOTUU aBTOMAaTU3UPOBAHHON 00PaOOTKH TOKYMEHTALIUN

MaTepuajbHO TEXHHYECKOE 00ecrevyeHne:

Pabouas u neKumoHHasT TETPaIH.

IepcoHaabpHBII KOMIIBIOTEP, TEKCTOBBIN mporeccop Microsoft Word , Microsoft Excel
JIMIaKTHYECKUI MaTepual, CXeMbl padOTHI C IOKyMEHTaMH U ()OPMBI PETUCTPAIIH.
WuTepHeT-pecypcsl

3aganme:

[TpoBennTe 00pabOTKY BXOASIINX, UCXOAAIINX U BHYTPEHHUX JIOKYMEHTOB, ONPEIEIIUTE ONEepaLuu
U PEKBU3UTHI YYaCTBYIOLIUE B UX 00OPaOOTKH.

[TpoBeauTe perucTpamuio JOKYMEHTOB C UCTIOIB30BAaHMEM aBTOMATH3UPOBAHHBIX CIIOCOOOB.

Obpabomky 6x00AUUX, UCXOOAWUX U BHYMPEHHUX OOKYMEHMOB
3aoanue 1
OrnpenenuTh NPaBUWILHOCTh TpHUeMa U 00paOOTKU JOKYMEHTOIIOTOKOB.
Haiigute Ha BXozsiieM, HCXOASIIEM JOKYMEHTaX, pACCTaBJI€HHbIE PEKBU3UTHI TIOCTIE 0OPaOOTKH.
PaccraBbTe peKBH3UTHI IPABMILHOM ITOCIICIOBATEILHOCTH U MOKAKUTE X opopmIteHUE B
Ta0IUIE .

Haumenosanue pexeuzumog Ilokazams, Kax on évienadum
1 OTMeTKa 0 HampaBJIeHUH JOKYMEHTa B JEJI0
2 OTMeTKa 0 KOHTpOJIe
3 PaccMmoTpenme TOKyMeHTa pyKOBOAUTEIEM
(pe3omrorus)
4 OTMeTKa 0 UCTIOTHEHUH IOKYMEHTa
5 OTMmeTKa 0 perucTpaluu J0KyMeHTa
3ananme 2

YcranoBute onepamuu paboThl C BXOIAIAMHU, UCXOIAIIMMA U BHYTPEHHUMHU JTOKYMEHTAMH.
Pacrnipenenure onepaiuu oOpabOTKH IO CXEME M COEAMHUTE UX CTPEIKAMHU.

2.1. B opranuzanuio nocrynuiio [IMCbMO ot BbIecTOSIIEH OpraHu3anuy.




1.IIpuem, npenBapuTeIbHOE pACCMOTPEHHE TOKYMEHTA, IPOCTAHOBKA OTMETKHU.
2.Peructpanus

3. .KoHTposb ucnosHeHus

4. UcniosiHeHnE TOKyMEHTA

5 Tlepenava UCTIOJTHUTEIO

6. ITonmmBka JOKYMEHTOB B JI€J10

7. PaccmoTpeHue pyKoBOIUTENIEM (Pe30TrOIus)

Cxema padoThbl ¢ BXOASIIMM JOKYMEHTOM

Bun Otnen PykoBoauTenn PykoBoauTenn HUcnonuurens
JIOKYMEHTAIUU JIeTIOTPOU3BOJICTBA MpEANPUATHS CTPYKTYPHOTO

(cexpeTaphb) MoIpa3IelIeHUs
BXO 11NN

—— 2

2.2. Bel momyyniy BXOASIIUHN JOKYMEHT ITOCIIe PACCMOTPEHUS PYKOBOJAUTEIIEM OpPTaHU3aIlHH,
/i€ B PE30JIIOLMH OBLJIO YKA3aHO 3aJ]aHie MOJTOTOBUTH OTBETHBIN JOKYMEHT ( TMCHMO)

1. cornacosanue;

2. UCMIOJTHEHHUE U MOATOTOBKA JJOKYMEHTA;

3. 3a1aHKe 1O MOATOTOBKE JOKYMEHTA;

4. moaIrcanue;

5. OTIpaBKa U PETUCTPALIUS UCXOISIIETO TIOKYMEHTA;

6. peructpanus BXOJAUIEro MOCe PACCMOTPEHHUS PYKOBOAUTEIIEM;

Cxema padoThI ¢ HCXOASAIIMMHU JOKYMEHTAMH

Bug JAOKYMCHTallun CHGHI/IEUII/ICT oTacia PYKOBOI[I/ITGJ'IL Hcnonaurenb
JACJIOIPOU3BOJACTBA OopraHru3aln

Hexondmuii JOKyMEHT

YXOIUT B APYTYIO
OpraHU3aLKI0

2.3.Bbl siBNsieTECH UCTIOHUTETIEM 110 IOPYYSHHUIO PYKOBOIUTENS CTPYKTYPHOTO MOIpa3/IeNieHus ,
Heobxoaumo nmoarotoButs ( [IPUKA3).

1- moanucanue WK yTBEpKACHUE JOKYMEHTA;

2.10paboTKa TOKYMEHTa;

3.cocTaBieHUE TOKYMEHTA,

4 .peructpanus;

5.corjaacoBaHUE;

6. OTIIPaBKa WJIM PACCHIIKA IO IPYTHM CTPYKTYPHBIM MOJpa3ICICHUIM;

7. BuzupoBaHue.




Cxema padoThl ¢ BHYyTPEHHUM JOKYMEHTOM

Hcnonaurens PykoBogurens Cneunanuct PykoBogurens
CTPYKTYPHOT'O Otaen nenonpou3BoACTBa OpraHu3aluu
[OJApa3aeiICHUs

Pecucmpayuto ooxymenmos ¢ ucnonv3o8anuem agmomamusuposanHuix Cnocob08 KOHMpo.b
UCNOIHEHUS CTLYHCEOHBIX OOKYMEHMO8
3aganue 1.
1.IIpeanoskeHHbIe JOKYMEHTHI:
A) paccopTupyiTe Ha PErUCTPUPYEMBIC U HE PETHCTPUPYEMBI.
b) [ToctaBbTe JOKYMEHTHI Ha KOHTPOJIb.

[TokaxxuTe OTMETKH TIOCTAHOBKH JIOKYMECHTA Ha y4erT.

2. [IpoBenuTe perucTparuio:

Bribepere mo0yro kommproTepayto nporpammy ( Microsoft Excel, Microsoft Access wau np.),
co3maiite (OpMBl PETUCTPALUU, 3APETUCTPUPYHTE JOKYMEHTHI , a TaKXe OCYIIECTBUTE IOHCK
JIOKYMEHTOB TI0 33/IaHHBIM ITapaMeTpaM.

3.2. [IpeanosxeHHbIe JOKYMEHTHI 3apErUCTPUPYITE B KAPTOUHOH (opMme.

Jlaneeas cropoHa 4 CPOK HCTIOTHEHHA 0OBOAMTCA KPVIKKOM
12345678910111213 1415(16)17 18 1920 21 22 23 24 25 26 27 28 29 30 31 I

Koppecnonaenr (agTop)

Jata noayaenus Bxoaammit HoMep Jarta goxymenTta Ne nokymenTa

3aroaoeok (0 gen)

Pezomouna

Hcnonuutens (YKasbiaercs GaMuIng H HHHLIHAILI)

ObopoTHas cTopoHa

Xoa ucrnoaHeHus

Ne gena

3ananmue 2

I/I3quTe CUTyalluIoO U ONpPEACINTE, YbU HGﬁCTBI/IH B JAHHOM CJIy4anl MOXXHO PAaCUCHHUTH KaK HpaBI/IJ'H)HI)Ie?
JIOKyMEHT mocTynui B opranuzaiuio 20 Maprta, 4To ObUIO 3a)MKCHPOBAHO B OTMETKE O MOCTYIICHHH.
UYepes aBa qus ( 22 mapTa) B KoHIe pabouero aHs ciyx0a JJOVY mepenana TOKyMEHT C pe30IOIHeH
PYKOBOIMTENS CHELUAINCTY CTPYKTypHOro mnonpasneneHuss Kupeey B.II. mns wucnonnenusa. B
pesomonnu ObLT yKa3zaH cpok ucnoiHenus — 5 nuer. K 28 mapra Kupeer B.I1. moarotoBwms oTBeTHBIN
JIOKYMEHT, ofHako ciayx6a /IOY mocuuTana, 4To MCIOJHEHHE NOKYMEHTa MpocpodeHo. CrenuanucTt ¢
3TUM HE COTJIaCHJICS, TaK KaK ObLI YBEPEH, YTO UCIOJIHUI JOKYMEHT BOBPEMSI.




Iopsinok BbINOJIHEHUSI PAadOTHI:

[Ipoananu3upoBaTh MpaBuUiIa OPraHU3aALUU JOKYyMEHTO000poTa 1 00pabOTKH JOKYMEHTOB,
OTpeIeTUTE OTepanuu 00pabOTKH JOKYMEHTOB.

W3yuuB GopMBbl perucTpannu J0KyMEHTOB U IPaBHJIA 3aTI0OTHEHUS, IPOBEANTE PETUCTPALIUIO C
UCIIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX TEXHOJIOTHA. [l0CcTaBbTe JOKYMEHTHI Ha KOTPOJIb.

®opMma npeacraBjieHusi padboThbi:
OdopmiieHHbIe cXeMbI 00pabOTKH U (POPMBI PETUCTPALIUHN TOKYMEHTOB.

Kpurepun onenkmn:

OrneHka
Pe3ynbTaTUBHOCTH BBIMOTHEHUS 33/IaHUS WHJIMBUIyaJIbHBIX
JOCTMOKEHMH, Oai
3ajaHue BBINOJHEHO MOJHOCTHIO, O0€3 3aMeUaHmit 5
3aiaHue BBINOJHEHO MOJHOCTHIO, HO UMEIOTCSl HECYILIECTBEHHBIE 3aMEYaHUs 4
3ajiaHue BHIMOJIHEHO, HO UMEIOTCSI CYIIIECTBEHHBIE 3aMeyaHusl, OBJICKIIUE K 3
HEBEPHOMY PEHICHUIO 33/IaHUS
3amaHue HE BBIITOJIHEHO 2




Tema 3.2. TexHoJ10rusi ABTOMATU3UPOBAHHON 00PaA0OTKH JOKYMEHTAIlUU
IIpakTnyeckoe 3ansaTue Ne 7
IloaroroBka 1OKyMeHTOB AJis (POPMHPOBAHUS U XPAHEHHUS e

Hean padoThi:
[To3HaKOMUTBCS C MPaBUJIAMHU PACIIONIOKEHHUS JOKYMEHTOB B Jelie, U (OopMHpOBaTh JOKYMEHTa B
JieJla C Y4ETOM CPOKOB XpaHEHHUSI.

Boinosinus patdory, Bel Oyaere:
ymemy:
— OCYILECTBIISITh XPAHEHUE U ITIOUCK JOKYMEHTOB;

MarepuajibHO TeXHHYECKOe 0O0ecredeHue:

Pabouas u neKuMoHHAsT TETPAIH.

[lepconanbHbIN KOMIBIOTEP, TEKCTOBBIN Mporieccop Microsoft Word
Microsoft Excel

JlunakTruueckuii MaTepua, TUIIOBbIE (DOPMBI.

NHTtepHeT-pecypcesl

3ananne:

[IpoBenuTe OpraHU3alMIO ONEPATHBHOTO XPAaHEHUS JOKYMEHTOB M ONPEACIUTE IMPaBHIBHOCTH
(bopMHpOBaHUS JOKYMEHTOB B JIeTa.

Omnpenenure NpaBHUILHOCTH CHOPMUPOBAHHOTO JIeIa U TIOATOTOBJICHHBIX YYETHBIX JJOKYMEHTOB.

3ananue:

1. Ilpoananusupyitme u noacnume CieayIIyl0 CUTYaIUIO.

Jns ynoOcTBa paboThl Kaxk bl cneruanuct, padorawmuii B OO0 «Cdepay, 3aBoauT cede mamnku,
KyJa B TEUYCHHE OMPENEJCHHOTO IMEepHOoja BKIIAIBIBAET COOTBETCTBYIOIIHE NOKyMEeHTH. Ha 00moxkax
3aMUCHIBAIOTCSA (aMUIMsl M HMHHUIMATIBl HCIOJNHUTENS, a TakKe Te WIM HWHBIE HaIpaBJICHUS €ro
nearesbHoCTH, HanpuMep: MBaHoB I1.P. M3roToBiieHre U ycTaHOBKA PEKJIAMHBIX IIUTOB.

Takum 00pa3om, B manKke HAKAMIUBAIOTCS Pa3iINuHbIe TOKYMEHTHI, KacalolIuecs peuieHus] JAHHOTO
BOIIPOCA: MUCHMA-TIPEJIOKEHUS, MUChMa pEKJIaMallii, OTBETHBIE MHUCHhMa PA3JIUYHBIX OpraHu3aIuil U
MpEANPUITHII, JOrOBOpBI, akThl W Ap. Korna JOKYMEHTOB CTAHOBUTCS CIMILIKOM MHOTO, 3aBOJUTCS
BTOpas Marnka ¢ aHAJIOTMYHOM 3aMKCchio Ha 00JI0KKE C 100aBlieHuEM ee Homepa, HanpuMep: MBanos [1.P

N3roroBneHne u ycTaHOBKa pekJaMHbIX MIMTOB. No2 . B KOHIE Troja manku C JOKYMEHTaMH
MepearoT CeKpeTapro, KOTOPHIN MOMEIIaeT UxX B oOIui mKad, B OTACICHUS, T/Ie XPaHATCS JOKYMEHTHI
ONpEeNEIeHHBIX crnenuaiucToB. CocTaB M KOJIMYECTBO JOKYMEHTOB B KaXKIOM TMAlKe HUKEM He
YYHUTBIBAIOTCSI.

Kak MOXHO oxapakTepu3oBaThb CHUCTeMY (OpPMHUpPOBaHUS J€1 U ONEPATUBHOTO XPAaHEHUs
JIOKYMeHTOB B o6O1iectBe? Kakum o0pa3oM oHa J10JKHA OBITH OPraHM30BaHa, YTOOBI MOXKHO OBLIO JIETKO
HaxOJIUTh HY)KHbIE TJOKYMEHTbI U UCKIIOUYUTh BOBMOXHOCTb X MOTEPH?

2. Cornacho I[Ipasunam 2015 oopmuTe yueTHble TOKYMEHTHI IS €T
( moxyMeHTOB) Ha OyMa)KHOM HOCHTEIIE:

CocTaBbTe BHYTPEHHEIO OMHCH JOKYMEHTOB:

CocTtaBbTe TUCT-3aBEPUTEND JIENIA.

OdopMuTh 00JIOKKY Aea MOCTOSHHOTO, JOJTOBPEMEHHOTO XPAHEHHS. - NCTIONB3YS
YCTAHOBJICHHYIO (hOPMY.

ITopsinok BbINoOJIHEHUs padoOThI:
1. Omnpenenute chOpMHUPOBAHHOCTD JIeja U MPOIECC OPTaHU3AIIUH.
2. Odopmute TOKYMEHTHI Jena.



dopma npeacraBjieHus: padoThbi:
OdopMieHHbIE TOKYMEHTHI Jeja.

Kpurepun oneHku:

OreHka
Pe3ynbTaTHBHOCTH BBITOJIHEHUS 33 JaHUS WHIMBUIYATbHBIX
JIOCTHKEHU I, Oan
3ajaHne BBIIOJHEHO MOJHOCTRIO, O€3 3aMeUaHmil 5
3a/1aHue BBIMOJHEHO MOJHOCTHIO, HO UMEIOTCS HECYIIECTBCHHBIC 3aMEYaHMS 4
3ajiaHre BBIMOJIHEHO, HO UMCIOTCS CYIIICCTBCHHBIC 3aMEuUaHus, MOBJICKIITUE K 3
HEBEPHOMY PEIICHUIO 3a/IaHUS
3aaHue HE BBIIIOJIHEHO 2




Tema 3.2. TexHoJ10rusi ABTOMATU3UPOBAHHON 00PA0OTKH J0KYMEHTAIlUU

IIpakTuyeckoe 3ansiTue Ne 8

Ilepenaua nndopmManuu U CpeACTBA TEJTEKOMMYHUKAIIMOHHBIX TEXHOJIOTHIi B 3JIEKTPOHHOM
AOKYMEHT0000poTe

Hean padoThi:
[To3HaKOMUTBCS C cepBUCAMU TEIEKOMMYHUKAIIHOHHBIX TEXHOJIOTUH.

Bbinosinus padory, Bel Oyaere:

ymemy:

OCBanuBaTh TCXHOJOTHUHU aBTOMaTH3HpOBaHHOﬁ 06pa6OTKI/I JOKYMEHTAIIU

- HCIIOJIb30BATh TCICKOMMYHUKAIITUOHHBIC TCXHOJIOIMH B 3JICKTPOHHOM I[OKYMGHTOO6OPOTC;

MarepuajibHO TeXHH4YECKOe o0ecredeHue:

Pabouas u neKuMoHHasT TETPaAIH.
JlnnakTudeckuii MaTepuan
[lepconanbHBII KOMITBIOTEP, TEKCTOBBIN Mpoueccop Microsoft Word
WuTtepHeT-pecypchl

3aganus:

3amanne 1

BLI6epI/ITC CUCTCMBbI 3JICKTPOHHOI'O I[OKYMeHTOO60p0Ta METOHAOM HU3YHUYCHUA OTKpBITOﬁ I/IH(bopMaI_II/II/I B

cetu UHTrepHer.

N3yunte caitTel

POCCHUMCKMX IIOCTABIIMKOB IPOTPAMMHBIX IIPOJYKTOB C
HCII0JIb30BaHUEM IIPUBEIEHHOTO HUXKE allrOpUTMa AeicTBUil. Crenaiite BBIBOL.

HazBanue

Coucox
BO3MOXHOCTEN

ITpumepsr
HCIIONB30-
BAaHUS

CKpUHIIOTHI

Buneo-
pOIUKH

Jlemo-
BEpCHUS

[lenoobpazoBa
HUE

Verdox

Optima
Workflow

TE3UC

MOTUB

1C-

JlokymeHTo-
obopoTt

WSS Docs

BOCC-
Pedepent

DocLogix

3amanue 2.

1. BoiinuTe B MHGOPMALMOHHO — IIOUCKOBYIO CUCTEMY, C KOTOPO 3HAKOMBI MJIH KOTOPYIO BBI
UCIOJIb3YyeTe, U HAllAUTE ONpeAeNieHus CIeAYIOMUX MOHATHH U 3alUIIUTe B TAOIHILY:

Buaer monsTui

OnpeneneHre U Ha3HAYCHUE

QJICKTPOHHA I1o4YTa

UHTEpHET — Tesle(OHUs

TeJeKOH(DEepEHIUS

bopymbI




2.Co31aTh CBOIO JIEKTPOHHYIO MOUYTY MW UCTIONB3YUTE YXKE ACHCTBYIONIYIO, BRBIOEPUTE TTOATOTOBIICHHBIE
paHee JOKYMEHTHI (ITMCbMa, puKassl.) OTpaBbTe 4 JIEKTPOHHBIX JOKYMEHTA CBOMM JIPY3bsIM Ha
JIEKTPOHHBIE aJipeca. 3aPpUKCUPYHTE OTIPABICHHBIE JOKYMEHThI CKPUHIIIOTOM .

3. 3aiiaure Ha hopyM Kakoro — IuOo caifta wim HalauTe (OpyM CBOEH CIEUATBHOCTH M OCTaBbTE CBOM
KOMMEHTapHil.

3adukcupyiiTe NEHCTBUS CKPUHIIIOTOM.

CocraBbTe 3J1EKTPOHHBINA OTYET B BUIE€ CKPUHILIOTOB U OTIPABbTE B CETEBYIO MAIKY.

ITopsinok BbINOJIHEHHUSI PA0OTHI:

N3yunte xapakrepucTMkd M BbliOepuTe HambOosnee dddekruBHyro COJl COOTBETCTBYIOIIYIO
COBpEMEHHBIM TpeOOBaHUSM JENOMPOU3BOACTBA. 3alOJHEHHYIO TaOMUIly W BBIBOJ BHECUTE B
BJIEKTPOHHBIA OTYET.

BoimonnuTte paboTy ¢ HCNONBb30BaHHUEM TEIEKOMMYHHUKAIIMOHHBIMH CPEJICTBAMH PE3yJIbTaThl
paboThI BHECUTE B 3JIEKTPOHHBIN OTYET.

dopma npeacraBjieHusi padoTbi:
OdopmiIeHHBIH ICKTPOHHBINA OTYET.

Kpurepun oneHku:

Orenka
Pe3ynbTaTHBHOCTD BBIMIOJIHEHUS 3a1aHUS WHIUBUIYaIbHBIX
TOCTIDKEHNH, Oant
3aaHne BBIINOJHEHO MOJHOCTRIO, O€3 3aMeUaHmil 5
3a/1aHue BBIIMTOJTHEHO MOJHOCTHIO0, HO UMEIOTCS HECYIIECTBCHHBIC 3aMCYaHWS 4
3amaHue BHIMOJIHEHO, HO KIMEIOTCS CYIIIECTBEHHBIC 3aMEYaHUsl, IIOBJICKIITUE K 3
HEBEPHOMY PEIICHUIO 3/ IaHUS
3aaHue He BBIIIOJHEHO 2
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