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1 OBIIASI XAPAKTEPUCTHKA PABOYEN IPOTIPAMMBI YUEBHOM JTUCIUILIMHBI
«TOKYMEHTAIOMOHHOE OBECIIEYEHUE YIIPABJIEHUS »

1.1 Obs1acTh NPpUMEHEHHUS TPOrPAMMBI

Pabouass mporpamma y4eOHON AUCIUILIUHBI «/lOKYMEHTAIIMOHHOE O0ecledeHue YNpaBJIeHHs»
SBIISIETCSA YacThIO MPOTPaMMBbl OJATOTOBKH CIIEIIMATIMCTOB CPEAHEro 3BeHa Mo crenuansHocTi 38.02.04
«Kommeprus» (1o orpacisim). Pabouast mporpamma coctaBiieHa jisi O9HOU (pOopMbI 00yUeHUs.

1.2 MecTO0 AUCHMILUIMHBI B CTPYKType NPOrpaMMbl MOJATOTOBKHM CHENUATHCTOB CpPeIHero
3BeHAa

VYyeOnass nucuuiuinHa ««/JlokyMeHTauMoOHHOe o0ecneyeHHe YIPaBJEHHS» OTHOCUTCS K
o0menpopecCHOHATBPHOMY  y4eOHOMY IHKITY.

OcBoeHHUI0 Y4eOHOM TUCIUTIIMHBI MPEIISCTBYET u3ydeHue yaeOnbix nucuurumi: bJ1.01 Pycckuii
s3b1K, BJ1. 11 UadopmaTuka.

HuctunnuHa «/{okymeHTannonHoe o0ecredeHue yrpaBieHUs SBISACTCS MPEIIISCTBYIONIEH s

W3YYCHHUS CICAYIONHMX YUCOHBIX TUCIUTUINH, TpodeccuoHanbHbIX Moayei; [IM.01 Opraau3zamnus u
yIpaBJieHUE TOPrOBO-COBITOBOM JesiTenbHOCTHIO; [IM.02 Opranuzanus u nmpoBeaeHne YJKOHOMUYECKON 1
MapKeTUHTOBOM AesrenbHocTH; [IM.03 YrpaBnenue acCOpTUMEHTOM, OIIEHKa KauyecTBa U 0OecreueHne
coxpansieMocT ToBapoB; [IM.04 BeinmonHeHue paboT Mo 0JIHOM UM HECKOJIBKUM IpodeccusiM pabouux,
JOJIKHOCTSIM CITYXKaIINX

1.3 Heap n niianupyemblie pe3yJibTaThl 0CBOCHUS AN CHMIIJIMHBI:

ConepxaHue JAUCUUIUIMHBI OPHUEHTHPOBAHO HAa MOJrOTOBKY OOYYalOLIMXCS K OCBOCHMIO
npoecCHOHANBHBIX ~ MOJyJIed MporpaMMbl  MOATOTOBKHM  CIELUAIMCTOB CpPEJHEro 3BE€Ha IO
CIELUAIBHOCTU U OBJIAJICHUIO CIEAYIOIIMMHU OOIIKUMHU U MTPO(GECCUOHATIbHBIMU KOMITETEHLIUSAMHU:

I[IK 2.2. Odopmisath, NpoBEpATh NPABWIBHOCTH COCTaBIEHHUS, OOecleunBaTh XpaHEHUE
OpraHU3alMOHHO-PACIOPSAUTEIbHBIX, TOBAPOCOIIPOBOJUTENBHBIX U UHBIX HEOOXOAUMBIX JOKYMEHTOB

C MCII0JIb30BaHUEM aBTOMATH3UPOBAHHBIX CUCTEM.
OK 1. BpiOuparb crocoObl pelmieHus 3agad MNpo(eccHOHANbHON NeATeNbHOCTH MPUMEHUTENbHO K

Pa3IMYHbIM KOHTEKCTaM.
OK 2. Mcnonb3oBaTh COBpEMEHHBIE CpEJCTBAa IOMCKA, aHAIM3a W HUHTEpIpeTauud HHGOpMaluuud U
MH(OPMALIMOHHBIE TEXHOJIOTUH JJIs1 BBIIOJHEHUS 3a/1a4 MPOPECCUOHATBHON AESITEIbHOCTH.

OK.3 IInanupoBaTb M pealu30BBIBaTh COOCTBEHHOE MPO(ECCHOHAIBHOE U JHMYHOCTHOE DPAa3BHUTHE,
NPEINPUHUMATENbCKYIO JIEATENIbHOCTh B NpOQecCHOHaNbHON cdepe, HCHONB30BATh 3HAHMUS 10
(uHAHCOBOW TPAaMOTHOCTH B PA3JIMYHBIX )KU3HEHHBIX CUTYAIHUIX..

OK 4. D¢ dexTuBHO B3aMOAEHCTBOBATH U pabOTaTh B KOJUIEKTUBE M KOMaHJIE.

OK 6. IlposBisTh TpaKIaHCKO-ATPHOTUYECKYIO  TO3HUIMIO, JIEMOHCTPUPOBATH  OCO3HAHHOE
MOBCACHHUEC Ha OCHOBC TpPAaAULIMOHHBIX O6H.IC‘-ICJIOB€‘-I€CKI/IX I_ICHHOCTGI\/JI, B TOM YHCIC C YUYCTOM
rapMOHHU3AIMM  MEKHAIIMOHAIBHBIX M MEXKPETUTHO3HBIX  OTHOIICHWH, TPUMEHSATh CTaHIAPTHI
AHTUKOPPYIIIMOHHOTO TTOBEICHUSI.

Koo IIK/ OK Yuenua 3Hanusn
11K 2.2. O(I)OpMJIHTB, V 1 ohopMIIsATh ¥ IPOBEPSATH MPABIWILHOCTE | 31. OCHOBHBIC MTOHSTHSI: IIEIH,
opopMIICHHS TOKYMEHTAIUHN B 3aJ1a4¥ Y IIPUHIUIIBI

MIPOBEPSTH NPABUIBHOCTD

COOTBETCTBHH C YCTAHOBJICHHBIMH JOKYMEHTAITHOHHOTO 00eCTIeUeHIs
coCTaBJIEHUs, 00eCIIeYnBaTh :

TpeOOBAHMAMH, B TOM UHCIIE HCIIONMB3YS YIIPaBIICHHUS;
XPaHCHHUC OPraHU3allMOHHO" | yyhopmanuoHHbIE TEXHOIOTHY; 32.cucTeMbl JOKyMEHTALHOHHOTO
pacnopsiAUTENbHbIX, Y2 OpoBOAUTH aBTOMATU3UPOBAHHYIO obecneuenys yIpaBleHus, Ux
TOBAPOCONPOBOAUTENLHEIX | 00PabOTKY 10KYMEHTOB; ABTOMATH3AIUIO;
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Y UHBIX HEOOXOIUMBIX
JOKYMEHTOB C
HCIIOJIb30BAHUEM
ABTOMAaTU3UPOBAHHBIX
CUCTEM

OK 1

OK 2

OK 3

OK 4

OK 6

VY.3.0CylIeCTBIATh XpaHEHUE U TTOUCK
JIOKyMEHTOB;

V4. ucnonp30BaTh TENEKOMMYHHUKALMOHHbIE
TEXHOJIOTHH B AJIEKTPOHHOM

JIOKYMEHT0000poTe

Vo 01.05 COCTaBIISTH IIJIaH
JIEHCTBHI;

Y0 01.06 OIpEEIATh
HEO0OXOMMBIEC PECYPCHI;

Vo0 01.07 BIIQJICTh

aKTyaJIbHBIMH METOJIaMH PaOOTHI B
po(heCcCHOHATTLHOM U CMEKHBIX

chepax;

Y0 01.08 pean30BbIBATh
COCTaBJICHHBIH TIJIaH;

Y0 01.09 OLICHUBATh PE3yJIbTaT

U TIOCJIEJICTBUA CBOUX JIEUCTBUN
(caMOCTOSATEIHHO W C TTIOMOIIIBIO
HAaCTaBHHKA);

Yo 01.10 YUUTHIBATh
BPEMEHHBIE OTPAHUYCHUS i CPOKHU
MIPH PEIICHUN TTPO(HECCUOHATTLHBIX
3ajauy;

Y0 02.05 OIICHUBATH
MPAKTUYECKYIO0 3HAYUMOCTD
pE3yIbTATOB IOKCKA,

Y0 02.06 opopMIATH
pe3yJIbTaThI TOWCKA, PUMCHSTh
cpencTBa HHGOPMAITMOHHBIX
TEXHOJIOTHH JIJISl pEIICHHUS
npohecCHOHANBHBIX 3a71a4;

Y0 02.07 HCIIOJIB30BaTh
COBpPEMEHHOE MTPOTrPaMMHOE
o0ecrieueHue;

Y0 02.08 HCIIOJIb30BAaTh
paziuuHbie nu(poBbIe CPEeaCTBA IS
perreHus mpohecCUOHATBHBIX 3a7a9;
Y0 02.09 IIPOSIBIIATE KYJIBTYPY
nH(pOpMaMOHHOM 0€30MMacHOCTH
MIPH UCTIOJIb30BAHUU

Y0 03.02 MPUMEHSTh
COBPEMEHHYI0 HAYYHYIO
poeCCHOHATBHYIO
TEPMHHOJIOTHIO;

VYo 04.01 opranu3oBbIBaTh paboTy

KOJIJISKTUBA M KOMaH/IbI;

VYo 04.02 B3anMoIeiCTBOBATE C
KOJUIETaMU, PYKOBOJICTBOM,
KJIINCHTaMH B XOJI¢
npoecCHOHANBLHOM e TeNbHOCTH,
VYo 04.03 s dpexTuBHO paboTath B
KOMaHJIE;

3 3. .xyaccu(pUKaLUIO JJOKyMEHTOB;
34. TpeboBaHMsI K COCTABICHUIO U
0 OpPMIICHHIO JOKYMEHTOB;

35. opraamzanuio
JIOKYMEHTO000pOTa: TIpHeM,
00paboTKy, periucTpanuio,
KOHTPOJIb, XpPaHEHHUE JOKYMCHTOB,
HOMEHKJIATYypY JeJl

3001.02 OCHOBHBIE
UCTOYHUKU UHPOPMAITUU
peCypChl Ui pelieHus 3aaad
U podJieM B
poeCCHOHATBHOM W/HJTH
COLIMAJIbHOM KOHTEKCTE;

30 01.03 aJTOPUTMBI
BBITIOJTHEHUS paboT B
npohecCuOHANTBHON U
CMEKHBIX 00/1aCTsIX;

30 01.04 METOIBI
paboThl B TpoeCCHOHATBHON
U CMEXHBIX cepax

30 01.07 TPYAHOCTU U
PHCKH, CBSI3aHHBIE C
COITYTCTBYIOIIUMU BUIAMH
JeSITeNIbHOCTH, a TAKXKe UX
MPUYUHBI H CITIOCOOBI UX
PEeIOTBPAICHUS

30 02.01 HOMEHKJIaTypa
MH()OPMALIMOHHBIX
HMCTOYHUKOB, IIPUMCHSIECMBIX B
npodeccuoHambHOM
JeSITeNIbHOCTH

30 02.04 COBPEMEHHBIE
CpEeACTBA U YCTPOMCTBA
nH(pOopMaTHU3ALNU, TTOPSATOK
WX IPUMEHEHHSI 1
IporpaMMHOE 00ecrieueHue B
npodecCuoHaNTbHON
JeSATEIbHOCTH B TOM YHUCIIE C
HCIOJIb30BaHUEM IU(POBBIX
CPEICTB;

30 02.05 HOPMBI
nH(pOPMAIIMOHHOMN
0€30MMacHOCTH NPU
WCIIO0Ib30BaHUU
WH(POPMaIMOHHO-
KOMMYHHKAITHOHHBIX
TEXHOJIOTHI

30 03.01 coJiepyKaHue
aKTyaJIbHOM HOpMaTUBHO-
[PaBOBOM JOKYMEHTALINY;
30 03.02 COBpPEMEHHas
Hay4JHas U




VY0 06.01 onuceiBaTh 3HAYUMOCTh npodeccuoHaIbHas
CBOCH CIIEIHAIbHOCTH; TEPMUHOJIOTHA

30 03.04 OCHOBBI
MPEINPUHUMATEIbCKON
JEeSITeIbHOCTH; OCHOBBI

VY0 06.03 oTcTanBaTh aKTUBHYIO
IpaXX1aHCKO-ATPHOTUIECKYIO

TTO3UIHIO, (hMHAHCOBOW TPAMOTHOCTH
Y0 06.04 nposiBisATH 6a30BbIE 30 04.01 HCHXOIOrHUECKHE
0OLLEYETIOBEYECKHE, KYIBTYPHBIC U | 0cHOBBI ESTEIPHOCTH
HalMOHAIbHBIC [IECHHOCTU KOJLIEKTHBA,

POCCHICKOT0 rocy1apcTBa B HCHX OO MIECKHE
COBPCMEHHOM COOOMICCTRE; 0COOCHHOCTH JIMYHOCTH;

Y0 06.05 mpe3eHTOBAT CTPYKTYPY | 30 04.02 OCHOBbI IIPOEKTHOU
1po(hecCHOHANBHOHN JeATEIbHOCTH NESTENbHOCTH,

110 CHCTIHATBHOCTH, 30 04.03 nudpossie

WHCTPYMEHTHI JIJIS
pa3paboTKH U CO3AaHUs
MPOJIYKTA;

30 06.01 cymHOCTD
TPaKIAHCKO-
NaTPUOTHUYECKON TTO3HIIHH,
00111eYEeTOBEYECKUX
LIGHHOCTEI;

30 06.03 cranaapThl
AHTUKOPPYIIIUOHHOTO
MOBEJICHUS M IIOCJICACTBUS
€ro HapyIlIeHNUS,

30 06.04 ocHOBEI
HPaBCTBEHHOCTH U MOpaln
JI€MOKPATUYECKOT O
00I11eCTBA;




2 CTPYKTYPA U COJAEP)KAHUE YYEFHOM JUCHOUTIJINHBI
2.1 O6beM yueOHOI THCHUIIMHBI U BUBI YU4eOHOH padoThl (04HO)

Bup yueoHoii padoThl

O0beM yacoB

O0bem 00pa3oBaTeIbHON NPOrpaMMbl YU4eOHOM M CIHHUIIJIHHbI 72
B T.4. B opMe NPaAaKTHYECKOH MOJAT0TOBKH 16
O0s13aTes1bHAs AyIMTOPHAs yueOHas Harpy3Ka (Bcero) 48
B TOM YHUCJIE!

JIEKITNH, YPOKH 32
MPaKTUYECKUE 3aHATUSL 16

na6opaT0pHLIe 3aHATHA

He npeodycmompeno

KypcoBas paboTa (IIpoeKT)

He npedycmompeno

KOHCYJIbTaITU! He npedycmompeno

CamocrosiTenpHas padbora 24
upgepernyuposannvlii

IIpomexyTouHast aTTeCTANMSA Aucpipep 3a:;e51




2.2 TeMaTH4eCKUi IJIaH U cofep:KaHue Y4eOHO# THCHUIIMHBI «[[0KyMeHTaMOHHOe o0ecneyeHne YIpaBiaeHus » (04HO)

HauMmenoBanue Conep:xkanue y4e0HOIro MaTepuasa u Oo0bem, akaa.u/ B Konanl
pa3aesioB u TeM (opmMbI opranu3annu aesiTeJIbHOCTH 00y4AIOIINXCS TOM 4HcJje B (hopme Ko OK/ITK 0CBaNBaeMBbIX
NMPaKTHYECKOi 3JIEMEHTOB
MOJATOTOBKH, aKax. 4. KOMITeTEeHIIM I
1 2 3 4 5
BBenenue Bxognoit Tect. OOBEKT, TpeAMET TOKYMEHTAIIMOHHOTO 2

obecrieuenus ynpasieHus. Llenas nuzydenus gucrumuiuabl. O0mas

XapaKTepUCTHKA Kypca, CBSI3b C APYTUMU AUCHUTIIMHAMH.

3nauenne [IOY B A€ATENBHOCTH CHENUATUCTA MO 3€MEIbHO-

UMYIIECTBEHHBIM OTHOIICHHUSIM.
Pa3nen 1. OOmniast XxapakTeprUCTUKA JOKYMEHTAITMOHHOTO O0SCTICUCHUS YITPABICHHUS 10
Tema 1.1. CopaepixaHue y4eOHOro MaTepuaJia: 2 OK. 02; OK.03 32; 33; 34;
OcHoBHbIE OHATHUSA Cogepxkanue U OCHOBHBIE MOHATHUS, LEIH, 38184 ¥ IPHHIKIEL I1K.2.2 30 02.01, 30 02.04,
JIOKYMCHTAIIMOHHOTO | coBpemenHoro JIO  (menompousBojactea). MecTo W poiib 30 02.05 30 03.01,
obecrieyeHust JIOKYMEHTOB B YIIPABJIEHUH HA COBPEMEHHOM JTaIlE. 30 03.02, 30 03.04,
YIIpaBJICHHS. [TonsiTe nOKyMeHTa, HOCUTeNns MOoKyMmMeHTa. OduumanbHble U
HOpMaTHBHO - JINYHBIC JOKYMCHTHI. IOpI/II[I/IquKaSI cujia JOKYMCHTA.
MCETOANYICCKOC KﬂaccmpHKauHﬂ JOKYMCHTOB.
peryjimpoBaHue. HopMaTI/IBHo-HpaBOBasl Oaza OpraHm3anuu JOKYMCHTAIIMOHHOTO

oOecrieueHUs ympaBleHUs. YHUPHUKAIUS M CTaHIapTU3ALUS

YIPaBJICHUYECKOTO TOKYMEHTA
Tema 1.2. Conep:xanue yueOHOro MaTepuaJia 6 OK. 02; OK.03; 31; 32;
Odopmiienne OcHOBHBIE MOHATHS PEKBU3UT, ONaHK, GopMyisp, GopMynsp — [K.2.2 30 02.01, 30 02.04,

JOKYMCHTAIlUU B
COOTBETCTBUH C
HOPMAaTHBHOM 6a30ii

oOpaserr.

Hopwmsl u npaBuiia opopmiieHHus JOKYMEHTOB B COOTBETCTBHUHM C
I'OCT P 7.0.97-2016. «Haunonanbubiii cranaapt Poccuiickoii
@®enepanuu.  Cucrema  cTaHZapTOB MO  HMH(OpMAIUH,
O6uOnMMoTeYHOMY U M3JAaTeNbcKoMy jeny. OpraHu3aluoHHO-
pacriopsiauTenbHas JoKyMeHTanus. TpeboBaHus K 0(pOpMIIEHHIO
nokyMeHTOB" CocTaB peKBU3UTOB JOKyMEHTOB. IOpuanueckuii
CTaTyc JOKyMEHTA.

[Tonstue o OnaHke JOKyMeHTa, Buabl OnaHkoB. IlpaBuia

30 02.05 30 03.01,
30 03.02, 30 03.04,
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obopmiieHHusT pekBU3UTOB OnaHka B cooTBerctBuM ¢ ['OCT P
7.0.97-2016. «HanmonanpHbIi CTaHAapT Poccuiickoii
Oeneparun. Cucrema  cTaHZapTOB 1O HMH(MOpMAIIHH,
OuOnMMoTeyHOMY W H3AaTeNbcKoMy aeny. OpraHu3anuoHHO-
pacriopsiiuTeNbHas JOKyMeHTalwus. TpeboBanus kK opopMIICHHIO
JIOKYMEHTOB'".

B ToM 4nciie npakTHYecKuX pador : 212

Ilpaxmuueckas paboma Ne 1. OK. 02; OK.03; V1;V2;

OdopmieHne peKBU3UTOB 00ECHEUYUBAOIINX FOPUINICCKYIO 2/2 [1K.2.2 Y0 02.03, Yo 02.06

cuity gokymeHtaM. OdopmiieHHe pa3inyHbIX BUIOB OJIaHKOB U -¥002.09, Yo

dbopmyisipa - obpasna 03.02,
Paszpnen 2. Cucrembl JOKYMEHTAIMOHHOT0 00ece4YeHUusl YIIPaBJICHUS 24
Tema 2.1. Conep:xanue yueOHOTo MaTepHaJia OK. 01; OK.02; 31; 32; 33; 34;
YuuduuupoBanHas 1. YaudunupoBaHHas cucrema OpTraHU3alMOHHO - 6 [1K.2.2; 30 01.02 - 30 01.04,
cucrema pacniopsiautensHon  gokymeHtanuu YCOPJ: cocra YCOP/I, 30 01.07 30 02.01,
OpraHU3alMOHHO - obnmactu npumeHeHus. Mcmonb3oBaHue YHUDUIMPOBAHHBIX 30 02.04, 30 02.05,
pacopsAAUTEIbHON bopm.
JOKYMEHTaluu OpraHu3alvoOHHbIE JOKYMEHTBI, UX Ha3HaYeHHe, GOpMYISpHl -

00pa3IIbl. IIpouenypa  cocraBieHuss  © oopmIieHUs

OpPraHU3allMOHHBIX  JOKyMeHTOB.  OOnacTb  NpUMEHEHUs

OpraHU3al[MOHHBIX JOKYMEHTOB.

2.PacniopsinurenbHble JOKyMeHTB. X Ha3HaueHue, GopMyspbl

obopasubl.  Ilponmenypa  cocraBneHuss u  ohOpMIIEHUsS

pacnopsaUTeNbHbIX JIOKYMEHTOB. Hcnons3oBanue

YHU(DUIIUPOBAHHBIX (HOpM

3.MHdopMaLinoHHO - CIpaBOYHBIE JOKYMEHTHL. VX Ha3HadeHue,

dbopmysipsl - 006pasisl. [Iponeaypa coctaBineHuss u 0HOpMIICHHS

UH(POPMALIMOHHO-CITPABOYHBIX JIOKYMEHTOB. Ob6nactp

OpPUMEHEHUS  MHGOPMAIMOHHO-CIPABOYHBIX  JOKYMEHTOB.

Vcnonp3oBaHne yHUPHUIMPOBAHHBIX (hopm

B TOM 4mHc/ie IPAaKTHYECKUX padoT 4/4




Ilpakmuueckas paboma Ne 2. 2/2 OK. 01; OK.02; Vi1;V2;
PaspaboTtka u opopmieHre pacopsIIUTENEHBIX TOKYMEHTOB OK.04; OK.06; Y0 01.05, Yo 01.06
Ipaxmuueckas paboma Ne3. 2/2 I1K.2.2 -Y001.10, Yo
Pazpabotka u odopmieHne cnpaBodHO — HH(OPMAIIMOHHBIX 02.05 - Yo 02.09,
JTOKYMEHTOB( CIy)KeOHOE MHUChMO, TPOTOKOJ, aKT, JOKJIagHas Y0 04.01 Yo 06.01 -
3aIuncKa, ciayeOHas 3aImicKa) Y0 06.03, Yo 06.04
CamocTrosiTesibHAsi padoTa 00yYaAO M XCS: OK. 01; OK.02; V1;V¥2; 31, 32; 33;
MNOJATOTOBUTH JJIEMEHT TMOPT(ONINO — TPUIOKEHHUs 00pas3IoB OK.04; OK.06; 34;
JIOKYMEHTOB — (IIPOAHAJIM3UPOBAB peajbHbIC YIPaBICHYCCKUE I1K.2.2; Y0 01.05, Yo 01.06
JOKYMEHTHI U TpaBuiia 0popMIIeHHUs, TOATOTOBBTE WM CO3/1aiTe 12 - Y0 01.10, Yo
00pasIpl MITaTHOTO PACHUCAaHUs OPTaHHW3allUW; JTOJDKHOCTHOM 02.05 - Yo 02.09,
WHCTPYKIIUH;) Y0 04.01 Yo 06.01 -
Yo 06.03, Yo 06.05
30 01.02 - 30 01.04,
30 01.07 30 02.01,
30 02.04, 30 02.05,
30 04.02, 30 04.03,
30 06.04
Conep:xxanue yueOHOro MaTepuaJia OK. 01; OK.02; 31; 32; 33; 34;
Tema 2.2. [TakeT TOKyMEHTOB IO JIHYHOMY cocTaBy. OCOOEHHOCTH PabOTHI OK.04; OK.06; 3001.02 - 30 01.04,
JloKyMeHTalus 1o C KaJpOBBIMU JIOKYMEHTaMH. JIOKYMEHTHpPOBaHUE TPYIOBBIX 4 1IK.2.2; 30 01.07, 30 02.01,
TPYIOBBIM IIPaBOOTHOIIEHUH. Mcnonp30Banue yHHUIHMPOBAHHBIX (HOPM 30 02.04, 30 02.05,
OTHOLICHUAM JOKYMEHTOB [0 JIMYHOMY cocTaBy. HM3naHue npukasoB I10 30 04.02, 30 06.03,
JINYHOMY COCTABY. 30 06.04
B Tom unciie npakTH4eckux pador OK. 01; OK.02; Vi1;V2;
Ipaxmuuyeckas paboma Ne4. 2/2 OK.04; OK.06; VY0 01.01 -VYo
Pa3pabotka u opopmieHne JOKyMEHTAIMH 110 JINYHOMY COCTaBy MK.2.2: 01.11, Y0 02.07 -
C MCIIOJIb30BaHUEM YHU(DHUIIMPOBAHHBIX POPM ’ Y0 02.09, Yo 04.01,
Y0 06.01 Yo 06.04,
Yo 06.05
Tema 2.3. Conep:xanue yueOHOro MaTepuaJia 4 OK. 01; OK.02; 31; 32; 33; 34;
JoxymeHnTanus OK.04; OK.06; 3001.02 -3001.04,
npodeccCuoHaTBHOM IIK.2.2; 3001.07,30 02.01,
NEeITENLHOCTH 30 02.04, 30 02.05,

30 04.02, 30 06.03,
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Cucrema [OrOBOPHO-NIPAaBOBOM JOKYMEHTAllMM: Ha3HAYCHHE,
COCTaB, COCTaBJIEHUE U 0OPMIICHHE.

[TonsiTue nporoBopa (KOHTpakTa), COIJIALIEHUs, IPOTOKOJA.
Kommepueckne akTbl 1 JOBEPEHHOCTH

«TpeboBanuss K OQGOPMICHHIO W BBLIAYH JIOBEPEHHOCTEH»
JloBepeHHOCTH: pa30BbIe, CIIELIUATILHBIE, TCHEPAJIBHBIE.

CocTaB npeTeH3MOHHO-UCKOBOM JOKYMEHTAIlMU: peKJIaMaluy,
IIPETEH3HOHHBIE TMChMA, HCKOBBIE 3asIBJICHUS

30 06.04

B TOoM 4nciIe NpaKTHYeCKUX/J1a00paTOPHBIX PadoT OK. 01; OK.02; V1; V2,
Ipaxmuuyeckas paboma Ne 5. 212 OK.04; OK.06; V0 01.01-VYo
Cocrasnenue u oopmuenue JIOKYMEHTOB 1o I1K.2.2; 01.11, ¥0 02.07 -
podeCcCHOHATIBHOM JIESTENBHOCTH (I0BEPEHHOCTH, IPETCH3UU U ¥002.09, Yo 04.01,
uckoBble 3asBieHus). OdopmieHue aoBepeHHocTed 2 - Y0 06.01, Yo 06.04,
Odopmnenue JTUYHOU JIOBEPEHHOCTH; 3aI0JIHCHUE
yHudunupoBanHo  gopmer  Ne  M-2 Odopmiienue
PETEH3UOHHO-UCKOBOM JOKYMEHTAIH; 3anonHeHne
TpadapeTHbIX OJaHKOB NPETEH3HMH U MCKOBBIX 3asIBICHUI
CamocrosiTe/ibHasi padoTa 00y4YaloUUXCs: OK. 01; OK.02; V1;V2;31; 32; 33;
HOJATOTOBUTH 3JEMEHT NMOPT(HOIUO — MPUIIOKEHUS 00Pa3LI0B OK.04; OK.06; 34;
(mpoaHanM3UpOBaB peabHbIE YIIPABIECHYECKUE JOKYMEHTBI U [1IK.2.2; Y0 01.01 - VYo
npaBuia 0QPOpPMIICHHS, HOATOTOBBTE UM CO3/1aliTe 00pa3Iibl 12 01.11, Y0 02.07 -
JIOTOBOPOB U MPETEH3MOHHBIX ITHUCEM. ) Y0 02.09, Yo 04.01,
Y0 06.01, Yo 06.04,
VY0 06.05
3001.02 - 30 01.04,
30 01.07, 30 02.01,
30 02.04, 30 02.05,
30 04.02, 30 06.03,
30 06.04
Pa3nen 3. Opranuszanus 10KyMeHT0000pOTA 12
Tema 3.1. CoaepxaHue y4eOHOIro MaTepuaJia: 4 OK.01; OK.02; 33; 34;35;
Texuonorus n Opranusanus  JOKyMEHTOOOOpoTa:  npuéM,  00paboTkKa, OK.03; I1K.2.2; 30 01.01 - 30 01.04,
ITPUHITHIIBI perucTpanus, KOHTPOJIb UCIIOJIHEHUS, XpaHEHHE JJOKYMEHTOB. 3001.07, 30 02.01 -
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OpraHu3aIuu 3HaueHWe W BUIBI HOMEHKJATyp Jeid. TpeboBaHUS K 30 02.05, 30 03.01 -
JIOKyMEHTO000pOoTa HOMEHKJIAType JEI. 30 03.04,
dopmupoBaHue e U MOpsiIoK 00beAMHEHNS TOKYMEHTOB B
nena. XpaHeHue JOKyMEHTOB U jell. [lopsaok BeIIauu U U3bATUS
JIOKYMEHTOB U JIeJ B CIy4ae HE0OXO0AMMOCTH.
B TOM 4Hc/Ie IPAKTHYECKUX PadoT 8/8
Mpakmuueckas paboma Ne 6 22 OK.01; OK.02; V4,
CocraByieHHE ATAIOB U Olepanui 00padOTKH JOKYMEHTOB. OK.03I1K.2.2; Y0 01.04, Yo 01.06,
[TopsiToK 3amoIHEHHS PETUCTPAIIMOHHBIX (OPM U BEJICHUE Y0 01.07, Yo 01.10,
KOHTPOJIA 32 UCTIOJTHEHUEM CITY>KEOHBIX TOKYMEHTOB C Yo 01.11, Yo 02.01
WCITOJIb30BAaHUEM aBTOMATH3MPOBAHHBIX TEXHOJIOTHI -¥002.09, Yo
03.01, Y0 03.02
Mpakmuueckaa paboma Ne 7 OK.01; OK.02; V4
[ToaroroBka MOKyMEHTOB it (POPMUPOBAHUS U XPAHEHUS JICTT 212 OK.03; I11K.2.2; Y0 01.01 -VYo
01.10, Yo 02.01 -
Yo 02.09, Yo 03.02,
Y0 03.10
Tema 3.2. ABTOMATU3UPOBaHHBIE CUCTEMBI JAEIONPOU3BOACTBA. CucTema OK.01; OK.02; 33; 34;35;
TexHonmorus AJNIEKTPOHHOTO  JoKyMeHToobopora (C3J), ee cTpykTypa, OK.03; T1K.2.2; 30 01.01 - 30 01.04,
aBTOMATU3UPOBAHHOW | HACTPONKA CUCTEMBI. 3001.07,30 02.01 -
00paboTku 0O0630p COBpEMEHHBIX CPEJICTB OPTTEXHHUKH JJIS TIepeaaun U 212 30 02.05, 30 03.01,
JOKyMEHTAluH nepepabotku uHdGopManuu. I{udposas MOAMKUCH. DIEKTPOHHAS 30 03.02, 30 03.04,
nouta. 3ammura nHpopMaluu. Mcrnoap3oBaHue MPaBOBBIX
WH(OPMAITMOHHBIX CUCTEM
Ilpakmuuecxas paboma Ne 8 22 OK.01; OK.02; V3: V4,
Ilepenaua nudopmaru u cpeacTBa TEIEKOMMYHUKAIIMOHHBIX OK.03; I1K.2.2; ¥001.05-VYo
TEXHOJIOTHI B JIGKTPOHHOM JIOKYMEHTO000pOTE 01.10, Y0 02.05 -
Y0 02.09, Vo 03.02,
IIpome:xxyrounas arrecrauus (IuddepeHunpoBaHHblii 3a4eT) 2
UTOro 72
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3 YCJOBUS PEAJIN3AIIMNA YUYEBHOM JUCIIUITLINHBI

3.1 MaTepuajibHO-TEXHUYECKOE o0ecneyeHne

Jlnst peanu3anuyl porpaMMbl y4eOHOH AUCHMIUIMHBI TPEAYCMOTPEHBI CIEAYIOIINE CIeIHaTbHbIe
MTOMEIIEHUS U OCHAIICHHUE:

Tun v HauMeHOBaHHE CNeNHATbHOI0
OcHalneHue CrenuaJabHOro MoMemnieHus

TOMeIeHnst
kabuHeT JlOKyMEHTalnOHHOTO VYueOHass aymuTopusi Ui TMPOBEACHUS YYEOHBIX, MPAKTUYECKUX
obecriedeHus! ypaBJIeHUs 3aHATUH, [UIA TPYNIOBBIX W MHIWBUIYAIbHBIX KOHCYJIbTALUH, VIS

CaMOCTOSITEIBHOM  paboThl, Ul  TEKYLIEro KOHTpOJIL U
IIPOMEKYTOUHOM aTTeCTalu.

PaGouee MecTo mpemomaBarens: TMEPCOHANBHBIN KOMIBIOTED,
cKaHep, paboume MecTa oOydarommxcs, Iocka ydeOHas, ydeOHas
MeOenb;

ITepcoHasbHBIE KOMIIBIOTEDSIL;

Ammapar konmposansHbeId TASKalfa 180

kabuner VHMOpMaNMOHHBIX TeXHONOTHI | YdeOHas ayauTOpHs [Uisi MPOBEACHHS YYeOHBIX, MPAKTHICCKHX
B PO eCCHOHATLHON NI TeTbHOCTH 3aHATUH, JUIsl TPYIIIOBBIX M MHJUBHUYAIBHBIX KOHCYJIBTALMM, IJIs
CaMOCTOSITENIbHONW ~ pa®oThl, JUIS  TEKYIIEro  KOHTPOJS |
POMEXYTOYHOU aTTECTALIUH.

PaGouee MecTo mpemonaBaTens: IMEPCOHAIBHBIA  KOMIIBIOTED,
MPOEKTOP, paboune MecTa 00y4aroLMXCsl, T0cKa ydyeOHast, yueOHas

Me0eb;

[lepcoHaTbHBIE KOMIIBIOTEPHI
TloMemeHue u1g caMOCTOSITEIbHON [TepconanbHbie KOMIBIOTEPHI ¢ TakeToM MS Office, Beixomom B
paboThI 00YYAIOIITMXCS WHTepHET ¥ ¢ AOCTYIIOM B BJICKTPOHHYIO HH()OPMAIIMOHHO-

00pa3oBaTeIbHYI0 Cpely YHUBEPCUTETA

3.2 YyeOHO-MeTOAMYECKOE H HH(POPMALIMOHHOE 00ecledeHne peaJn3alui NPOrpaMMbl

OcHOBHBIC HCTOYHHMKH:

1. beikoBa, T. A. JlokymeHTallmoHHOE OOECTIEUCHHE YIpaBJIeHUS (JIETOMPOU3BOJICTBO)
[DnexTpoHHbIH pecypce] : yaeOHoe mocodue / T. A. beikosa, T. B. Ky3nenona, JI. B. Cankuna ; noa o61.
pen. T. B. Ky3HenoBoii. — 2-e¢ usn., nepepad. u gomn. — Mocksa : UHOPA-M, 2020. — 304 c. - Pexum
noctyna: https://znanium.com/catalog/product/1070624

2. Kynses, H. H. UndopmanroHHbIe TEXHOIOTUU B JOKYMEHTAIIMOHHOM O00ECTIEUEHUH YIPABICHHS
U apXUBHOM Jiesie [DeKTpoHHbIN pecypc] : yue6Huk 1uist By30B / H. H. Kynses, T. B. Konnpamosa, E. B.
Tepentbena, A. I'. ®abpuyHoB ; mox obul. pen.a.ro.H., npod. H.H. Kynsera. — Mocksa: Jloroc, 2020. —
408 c. — (Homas crymenueckas OuoOmmoteka) — ISBN 978-5-98704-786-6. — Pexum pocryma:
https://znanium.com/catalog/product/1211641

JlonoJiHuTeIbHbIEe HCTOYHUKH:

1. beixoBa, T. A. JlokymMeHTallMOHHOE OO€CleYeHHE YIPaBICHUS HETOCYAAPCTBEHHBIX
opranuzanuii [I1aeKTpoHHbIN pecypc] : yuebnoe nocobue / T. A. breixosa, JI. B. Cankuna. — 2-e usz.,
nepepad. u jom. — Mockea: HULL UH®PA-M, 2020. — 302 c.: 60x90 1/16. — ISBN 978-5-16-010379-2. —
Pexxum nocryma: https://znanium.com/catalog/product/1072260

2. Kysnenos, W.H. [lokymeHTanmoHHoe oOecrieueHne yrpaBieHUs. J{oKkymMeHTOOOOpOT u
JeTIONPOU3BOJICTBO . YY4EOHHUK W MPAaKTUKYyM [UIs CpeaHero mnpoecCHOHAILHOTO oOpa3oBaHus /
. H. Ky3nenoB. — 3-e¢ u3a., nepepad. u gomn. — Mocksa : UsnarensctBo FOpaiit, 2021. — 462 c. —
(ITpodeccronanprOE oOpa3oBaHHE). — ISBN 978-5-534-04604-5. — Pexum
nocryma:: https://urait.ru/bcode/470020

3. Kopnee, . K. JlokyMeHTaIlMOHHOE OOeCICUeHUE YIpaBJICHUS [DIEKTPOHHBIA pecypc] ::
y4eOHUK U MPaKTUKYM Ul cpefHero npogeccuonansHoro oopasosanus / M. K. Kopnees, A. B. [1menko,
B. A. MamypreB. — 2-e u3f., nepepad. u mpon. — Mocksa : M3natensctBo IOpaiit, 2022, — 384 ¢. —
(ITpoeccronansnoe  obpazoBanme). — ISBN  978-5-534-05022-6. — Pexum gocryna:
https://urait.ru/bcode/492541
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Ilepuonnueckne n3ganus:

1. Bomnpock s3xoHOMuKH: HayuHO-nIpakTHUeckuii penen3upyembiii xypHaia — ISSN 0042-8736

MeTtoanyeckue yKa3zaHHA:

Meroauueckie  yKa3aHMs K  BBIIOJIHEHUIO  IPAaKTHYECKMX  pabOoT 1O  JUCLMIUIMHE
«JloKyMeHTaIMOHHOE O0OecrieueHre yIpaBieHus» g oOydarommxcs Uit crnenuanbHocted  38.02.01
DKOHOMHMKA W Oyxraiarepckuii yder (mo otpacisaM) (6a3zoBoit moaroroBku), 21.02.05 3emenbHo-
umyniectseHHble otHomeHus / H. B. Kapnienko. Marauroropck: M3a-Bo MarHUTOropek. roc. TeXH. yH-Ta
nm. I'.1. Hocoa, 2020.

IIporpammHoe obecnieyeHue:

MS Windows

Calculate Linux Desktop
MS Office

7 Zip

HNuTepHeT-pecypcnbl

1. Bcepoccuiickuii Hay4HO-UCCIIEA0BATEIbCKUN MUHCTUTYT TOKYMEHTOBEICHHUS U apXUBHOIO Jeja
(BHUNAAL) [Dnexkrponnsiit pecypc]. Dnektpon. gan. — M.: BHUMJA, 2010. — Pexxum gocrymna:
http://www.vniidad.ru .

2. UHTYyUT — HallMOHAJIbHBIN OTKPBITHIN YHUBEPCUTET. [ DIEKTPOHHBIN pecypc]. — Pexxum nocrymna:
https://www.intuit.ru/studies/courses, cBOOOIHBII. — 3ari. ¢ sKpaHa. S3. pyc.

3. Enunoe okHO gocTyna K oOpa3zoBaTenbHbIM pecypcaMm Poccuiickoit denepanyu [D1eKTpOHHBIN
pecypce]. — Pexxum noctymna: http://window.edu.ru/,cB000IHBIN. — 3ari. ¢ skpana. S3. pyc.

4. Koncynprantllmoc. Odunmansuerii caiit komnaann «Koncynerant-Ilmocy. — Pexxum mocryma:
http://www.consultant.ru

5. Ilopran «Apxussl Poccun» [DnekTpoHHBIM pecypc]. DnekTpoH. naH. — M.: Pocapxus, 2001. —
Pexxnm noctyma: http://www.rusarchives.ru.

3.3 YuyeOHo-MeTOAMYECKOE ODecredeHre CAMOCTOSITeIbHOI padoThl 00y4aKOLIUXCS

CamocTtosTenbpHas paboTa sSBIseTCs 00s3aTeNbHON I KaxKI0ro o0y4darorierocs. CaMocTosITenbHas
paboTa MOMKET OCYIISCTBISTHCS HHIAMBHIYAJILHO WJIH TPYIIIAaMH B 3aBUCHMOCTH OT IEIH, 00beMa,
KOHKPETHOU TEMATHKU CAMOCTOATEIbHOU pabOThl, YPOBHS CIIOKHOCTH, YPOBHSI YMEHUN 00yUatOIuXCsl.

KoHTponb pe3ynbTaToB BHEAYAMTOPHOW CaMOCTOSITEIBHON PabOTHI OCYIIECTBIISIETCS B Ipeaenax
BPEMEHH, OTBEJACHHOTO Ha O0O0s3aTelIbHbIC Y4YeOHbIE 3aHSATUS W BHEAYIUTOPHYIO CaMOCTOSITEIBHYIO
paboTy oOydarommxcsi 1Mo y4yeOHOW IUCHUIUIMHE, MPOXOJAUT KaK B NMUCHBMEHHOW, TaK W YCTHOW WIH
CMeIaHHoH Gopme, ¢ IpeaCTaBICHUEM U3EIUS WU MPOIYKTa CAMOCTOSITENILHOM 1eATEeTbHOCTH.

B xadectBe opM M METOJOB KOHTPOJIS BHEAYTUTOPHOM CAMOCTOSTEILHOW paOOThI UCTIOIB3YIOTCS:
MIPOBEPKa BHITIOJHEHHOW paboThI MpernoaBaTesieM, CEMUHAPCKHUE 3aHATHS, TECTUPOBAHHUE, CAMOOTYETHI,
KOHTPOJIbHBIE pa0OTHI, 3allUTa TBOPUYCCKUX PabOT U Jp.

Ne | HaumeHnoBanue OneHounsle cpeAcTBa (3amaHus) JJIsI CaMOCTOSTEIbHOW BHEAYJIUTOPHOMN
paszena/TeMsl paboThI

1 Paznean 2. TekcT 3aaHus: MOATOTOBUTH DJIEMEHT MOPTHOIHO — MPHUIIOKEHUS 00pa3IoB
Cucremsl JIOKYMEHTOB (TMpOaHAIN3UPOBAB PEATbHBIC YIPaBICHUYECKHUE TOKYMEHTHI U
JAOKYMEHTAIIMOHH | MpaBwia O(OpMIIEHHUS, IOATOTOBBTE WIM CO3/aiiTe 00pas3ibl IITATHOTO
oro odecmeveHusl | paclycaHus OPraHU3AIMH; TOJKHOCTHON HHCTPYKIINU;)
ylnpaBJeHus Lenp: coBeplIEeHCTBOBATh 3HAHUSI U TEOPETUUYECKUE OCHOBBI COCTABIICHUS U
Tema 2.1. oopMIIeHHS ~ OpraHU3alMOHHO-PACIIOPATUTEIBHON JIOKyMEHTAIUH,
YHupuuupoBaHH | ITOATBEPKIATH KOHKPETHBIMU ITPUMEpPaMHU
asl cucrema Pexomenaaiuu no BBIMOIHEHUIO 3a/1aHUSL:
OpPraHU3amMoHHo - | JIid co3laHus NPUIIOKEHUH MOXKHO HCIOJB30BaTh HHTEPHET - PECYPCHI,
pPACHOPSIANTENBHO | CPECTBA MAaccoBOW HMH(POpPMALMU, a Tak >K€  PEKOMEHJAUWu 1O
i JOKyMeHTaluu | IPEJICTABICHUIO MPUJIOKEHNUS U CIHCOK HAaWMEHOBAHWM BHJA JOKYMEHTOB

pa3MeNICHHBIX Ha O00pa30BaTeIbHOM IMOPTaJe B JJICKTPOHHOM Kypce
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«/lokymeHTanmonHoe  oOecnedyeHue  ympasieHus». I[IpoananusmpoBan
peasibHbIE  yIpaBJICHYECKHE JOKYMEHTHI M TpaBuia  OoQOpMIICHUS,
MOATOTOBBTE WK CO3/aiiTe 00pa3ibl JOKYMEHTOB.

Kpurepuu onenku:

OneHka «OTIMYHO» BBICTABISETCS 3a CaMOCTOATEIbHYIO, 0e30mHrO04YHO
BBITIOJIHEHHYIO paboTy, B cooTBeTcTBUU ¢ TpeboBanusimu ['OCT P 7.0.97-
2016. «HaumonansHbiit cTanaapt Poccuiickoit denepanuu. u GopMyisipoMm
o0pa3iom , hopMy mpeCTaBICHUS.

OrneHka «XOpOIIO» BBICTABIAETCS 3a palOTy, COMEPKAlIYI0 HEIOYEThl, B
opopmiennu nokymentoB I'OCT P 7.0.97-2016. «HarmmonansHbIN cTaHIapT
Poccutickoit ®eneparnuu. u 6e3 yeTkor (OpMBI MpeCTaBICHUS.

OueHka  «yJIOBJIETBOPUTENBHO»  BBICTABISIETCS 32  HEIOCTATOYHO
BBIMIOJTHEHHYI0O M O(QOpPMIIEHHYIO palboTy, CcoOAepXkallyld HeJo4YeThl B
oopMIIeHNN JOKYMEHTAIHIO U (POPMBI TIPEACTABICHUSI.

OneHka «HEYJTOBIETBOPUTEIBHO» BBICTABISCTCS, €CJIU CAMOCTOATEIbHAs
paboTa He BHITIOJIHEHA.

Tema 2.3.
JoxkymeHTanus
npo¢ecCHOHAITBHO
H 1eATeJIbHOCTH

TekcT 3aaHus: MOATOTOBUTH 3JEMEHT MOPT(HOINO — MPUIOKEHUS 00pa3IOB
JIOKYMEHTOB (IIPOAHAJIN3UPOBAB PEAIbHBIE YIPABJICHUYECKUE JTOKYMEHTHI U
npaBmwia oopmiieHus, MOATOTOBbTE WU CO3JaiiTe o0pas3ibl JOrOBOPOB H
MIPETEH3UOHHBIX ITHUCEM.)

Lenb: coBepIIeHCTBOBATh 3HAHUS U TEOPETHYECKHE OCHOBBI COCTABJICHUS U
oopmieHnss  OpraHMW3aIMOHHO-PACTIOPSAUTEIBHOM JOKYMEHTAIIH,
MOATBEPK1aTh KOHKPETHBIMH MPUMEPAMHU

PexoMeHanuy 1o BbIMOJIHEHUIO 33 JaHUS:

Jis co3maHus TPUIOKEHUH MOXKHO HCIONB30BaTh HWHTEPHET - PECYPCHI,
cpeactBa MaccoBodM HWH(MOpManMHM, a TaKk >K€  PEKOMEHIAIMH  T10
NPEJCTABICHUIO TPUIOKEHUS U CHUCOK HAaUMEHOBAaHUI BUAA JIOKYMEHTOB
pa3MelIeHHbIX Ha O00pa30BaTEIbHOM IOpTaJe B 3JIEKTPOHHOM Kypce
«JlokyMeHTalMoHHOe  o0ecriedeHue  ympasieHus». I[IpoaHamusupoBan
peayibHble  yIpaBJICHYECKHE JOKYMEHTbl M TpaBuia  oQOpMIICHUs,
MOJIrOTOBBTE WJIU CO3/aiiTe 00pa3iibl JOKYMEHTOB.

Kpurepun onenku:

OneHka «OTJIIMYHO» BBICTABISAETCS 3a CaMOCTOSTEIbHYIO, 0€301IMO0YHO
BBINIOJIHEHHYIO paboTy, B coorBercTBUM ¢ TpeboBanusimu ['OCT P 7.0.97-
2016. «Hannonanbubiit ctannapt Poccuiickoit @enepanuu. u dhopMynspom
o0pasuoMm , GopMy NpeACTaBICHHUS.

OrneHKa «XOpOII0» BBICTABISIETCS 32 paldOTy, COJAEPIKAIIYI0 HEIOYETHI, B
odpopmienun gokymentoB ['OCT P 7.0.97-2016. «HamnumoHanpHbIN cTaHAAPT
Poccuiickoit @enepanuu. u 6€3 4eTKON (GOPMBI MTPeICTaBICHHUS.

OneHka  «yJOBJIETBOPUTENBHO»  BBICTABIAETCS 32  HEJOCTATOYHO
BBITIOJIHCHHYIO W O(QOpMIICHHYIO paboTy, COJEp)KAIyI0 HEI0YEThl B
oopMIIeHNN TOKYMEHTAIHIO U (POPMBI TIPEACTABICHHUS.

OneHka «HEYIOBJIETBOPUTEIHHO» BBICTABISETCS, €CIM CaMOCTOSITeNIbHAS
paboTa He BHITIOJIHEHA.
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4 KOHTPOJIb M OIIEHKA PE3YJIbTATOB OCBOEHMSI YUEBHOM JUCITATIIAHBI
KoHTposib ¥ OLEHKa pe3yJabTaTOB OCBOCHUS IUCLUILIMHBI OCYILECTBIISIETCS IIPEIONABATEIEM B

IIPOLIECCE TEKYUIET0 KOHTPOJIS U IPOMEXYTOUYHON aTTECTALINH.

4.1 Texymmii KOHTPOJIb:

Kountponupyemsle pa3aeinbl HaumenoBanue Kputepun
Ne (TeMsl) yueOHOi Konrposmpyempie pesyupTar! OLIEHOYHOT0 OIICHKH
JMCIUTUIAHBI (ymerus, sHarms) cpencTaa
1 Cmotpu
Tect KpUTEPUU
Paznen 1. O6mas %Ié 8%’ gggé’ zggg’ [pakTuueckas OLICHKH TE€CTa
XapaKTepUCTUKa OK.64;’3.64.2;,Y.64.i;’ pabora Ne 1 Cmotpu
JTOKYMEHTAIlMOHHOTO OK.06: 3.06.4, Y06.1: [MpakTHdeckoe KpUTEPUU
obecrieyeHusl yIpaBiIeHHs MK.2.2: V1: 31; 3aJaHne OLICHKH
MPAKTUYECKOU
paboThI
2 Cmotpu
KpUTEPUU
HKH TECT
OK. 01; 3.01.7; ¥.01.5; ¥.01.6; OCI;fOTpH sen
0OK.02; 3.02.1; ¥.02.5; Tect KpHTEPHH
Paznen 2. Cucremsl OK.04; 3.04.2; V.04.1; [IpakTaeckue OLCHKH
JOKYMEHTAIIMOHHOTO OK.06; 3.06.3 ¥.06.3; pabotsr Ne 2-5 .
oOecrieueHus yrpaBieHus IIK.2.2; V1; ¥2; 32; 34; [Moprdonmo TpaKTHHcCKon
paboThI
Cmotpu
KpUTEPUU
OLICHKH
nopTdoano
3 CmMotpu
OK.01;3.01.3; 3.01.7; V.01.4; Tecr fgff;p““ OHeHIH
V.01.11; [IpakTuueckue
Pasyien 3. Oprasmsaus 0K.02; 3.02.1; V.02.5; pa6otsi Ne 6-8 E;‘E;H —
0K.03; 3.03.2; ¥.03.2; Ketic-3amaua / o
AloKymenT0000poTa OK.06; 3.06.5 ¥.06.3. CUTYaI[MOHHAs IF)IE ggII:IquKOH
IIK.2.2; V2; V3; 32; 34, 3aja4 CmoTpH

KPUTEPHUH OLICHKHU
Kelc-3agayn

Kpurtepun onenkn recra

3a Kbl MPaBWIBHEIA OTBET — 1 Gat.
3a HerpaBWIBHBIN 0TBET — 0 OasuIoB.

HpOLICHT PE3YJIBbTAaTUBHOCTHU

KauecTBeHHas olleHKa WHANBUAYAIBHBIX 00pa30BaTEIbHBIX

OCTH>KEHUI
(TpaBHJIBHBIX OTBETOB) 2 =
Oast (OTMETKA) BepOaTbHBIN aHAJIOT
90 + 100 5 OTIUYHO
80 +~ 89 4 XOPOIIIO
70 + 79 3 YIOBJIETBOPUTEIHHO
menee 70 2 HEYJIOBJICTBOPUTEIHHO

Kputepun oneHkn npakTnyeckoi padoTsi:

16




Orenka «5» BbICTaBIsIeTCs 00y4aromeMycs, eciu:

— coJiepKaHue pabOThl COOTBETCTBYET 3aJaHHON TeMaTHKe, 00yJaroLuiics MOKa3bIBAET CUCTEMHbIE
Y TIOJIHBIC 3HAHUS U YMEHUS 110 TaHHOMY BOIIPOCY;

— pabota oopmiIeHa B COOTBETCTBUU C PEKOMEHAALUAMU MPENOAaBaTes;

— 00beM paboThl COOTBETCTBYET 33JaHHOMY;

— paboTa BBINOJIHEHA TOYHO B CPOK, YKa3aHHBII MIPENoaBaTeIeM.

OneHka «4» BbICTaBisieTcs 00yJaroIeMycs, eciiu:

— coziepxaHue paboThl COOTBETCTBYET 3aJJaHHON TEMATHUKE;

— o0yyJaromuiicst JormyckaeT HeOOobIINe HETOYHOCTH HITH HEKOTOPBIE OMIMOKHU B JAHHOM BOITIPOCE;

— B 0(hopMIIEHUH pabOThI OMYIIEHbl HETOYHOCTH;

— 00beM paboThl COOTBETCTBYET 33JaHHOMY MJIM HE3HAUUTEIbHO MEHBIIIE.

Omenka «3» BbICTaBIsIETCSA 00yYaromeMycs, €CITu:

— copaep)kaHue pPabOThl COOTBETCTBYET 3a/JlaHHOW TeMaTHKe, HO B padoTe OTCYTCTBYIOT
3HAYUTENbHBIEC FJIEMEHTHI 10 COJEPKAHUIO Pa0OThI MM MaTepUal 10 TeMe U3JI0)KEH HeJIOTUYHO, HEUYETKO
IPEICTaBICHO OCHOBHOE COJIEp)KaHHE BOIIPOCA;

— pabota odopmieHa ¢ omnOKaMu B 0pOpMIICHUY;

— 00BeM paboTHl 3HAYUTEIEHO MEHBIIIE 331aHHOTO.

OneHka «2» BbICTaBIIsIETCA 00y4arOIEMYCsl, €CIIH:

— HE pacKpbITa OCHOBHAs TeMa PabOThI;

— oopmiieHne pabOThI HE COOTBETCTBYET TPEOOBAHUS ITPENOIABATENS;

— 00BeM paboTHI HE COOTBETCTBYET 3aJaHHOMY.

Kpurepun onenku keic-3agaun (Keic-CUTyannu)

Onenka

KpuTepun onenku

5 (oTIM4HO)

Keiic peeH npaBuiIbHO, 1aHO Pa3BEPHYTOE MOSICHEHUE U 0OOCHOBAHUE CIIEIAHHOTO
3axmoueHus. CTyneHT JEMOHCTPUPYET METONOJIOTHYECKHE W TEeOpeTHYeCcKHe
3HaHMS, CBOOOJIHO BIIaJIeeT HAYYHOU TepMUHONOTHel. [Ipu pazdope npemiokeHHOH
CUTyallud TPOSBISIET TBOPYECKUE CIOCOOHOCTH. JleMOHCTpUpYeT XOpollue
AQHAJTUTUYECKHUE CIOCOOHOCTH, cIOcoOeH Ipu OOOCHOBAaHWM CBOETO MHEHUS
CBOOOJTHO MPOBOJIUTH aHAJIOTHH MEKIY TEMaMH Kypca.

4 (xoporto)

Keiic pemieH npaBuibHO, JaHO MOSICHEHHE U 0OOCHOBaHKE CHIEIAHHOTO 3aKIIOYECHUS.
CTyJneHT NEeMOHCTPUPYET METOJOJOTHYECKHUE W TEOPETUUECKUE 3HAHUS, CBOOOIHO
BJIAJCET HAYYHOW TEPMHUHOJIOTHEH. J[eMOHCTpHpPYET XOpOIUHME aHAIUTHYECKHE
CHOCOOHOCTH, OJHAKO JOIYCKaeT HEKOTOphleé HETOYHOCTH IIPH BBINOJHEHUH
3a/1aHMUS.

3
(YIoBIETBOPUTEIHHO)

KeliC pelleH MpaBIIbHO, MOSICHEHNE U 000CHOBAaHNE CACTAHHOTO 3aKII0UeHHs OBLIO
JITaHO MIPH aKTUBHOM MMOMOIIM Mpenoaasareis. ViMeeT orpaHMueHHBIE TEOPETUIECKHE
3HAHMS, MAOIYCKaeT CYIIECTBEHHbIE OIIMOKM NPU YCTAHOBJICHHH JIOTHYECKHX
B3aMMOCBSI3EH, TOMYCKaeT OMIMOKH MPH UCTIOIH30BAHUN HAYYHON TEPMUHOIOTHH.

2
(HeyOBIETBOPHUTEIHHO)

KeHC pelleH HempaBWILHO, OOCY)XKICHHE U MOMOILb NMpPENnoJaBaresisi He MPUBEIN K
MpaBWJIBHOMY 3akmoueHuro. (OOHApY>KHWBAaeT HECIOCOOHOCTh K TOCTPOECHHIO
CaMOCTOSITETIbHBIX  3aKimodeHuil. Mmeer cnalObple TeopeTWdeckue 3HAHUS, HeE
UCIIOJIB3YET HAYYHYIO TEPMHUHOJIOTHIO.
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Kpurepun ouenku noprdosiuo:

OneHka «OTJIMYHO» - CTaBUTCA B TOM Cllydae, €cld MOPTHOJINO XapaKTEpU3yeTcs MOITHOTON
COZIep KaHUsI BCETO KOMIUIEKTa JJOKYMEHTOB, 00€CIeunBaONINX 00pa30oBaTeNbHbIN Iporecc. Pasznuynbie
BUJIbl JIOKyMEHTALMU 3allOJIHEHBI ¢ cOOMIoieHneM TpeboBaHUi Kk ee opopmieHuto. KoHTponupyromas
JOKYMEHTAIHs MIPEJICTaBlIeHa B TIOJHOM oObeme. Hanmmune moinoKUTeNbHBIX OT3bIBOB C 0a3 MPaKTHKHU O
BBINOJIHEHHBIX BUAAX paloT, Iie MpEeACTaBIEH MeJarorn4eckd OOOCHOBAHHBIM BBIOOpP M peanu3aius
dopm, MeTom0B, MpUEMOB OOYUYEHHMS M BOCIHTAHUS C YYETOM BO3PACTHBIX, WHIMBHIYaJIbHBIX H
JMYHOCTHBIX OcoOeHHocTell oOyuatomuxcs. CoxepkaHue HOPT(OIHO CBUAETENBCTBYET O OOJBIIMX
IIPWIOKEHHBIX YCWIMSAX, HAJIUYMsI BBICOKOTO YPOBHS CaMOOTAAa4d M TBOPYECKOTO OTHOILIEHUS K
cogepkanuto  noptdomuo. IlpencraBneHo  pazHooOpazue  BHUAOB  CaMOCTOSITENbHOH — paboThI.
[IpocnexuBaercs, uepe3 IPEACTABICHHUE pPE3YIbTATOB CaMOCTOSTEIBHOM pabOTHI, CTpEeMIICHHE K
caM0o00pa30BaHUIO M MOBbIIEHUIO KBanMpukauuu. [IposBisiercs UCNONb30BaHUE pa3IUUYHBIX
UCTOYHMKOB wuH(popMamuu. B odopmienun mnopTdoiaro spKO MPOSBISIOTCS OPUTHHAIBHOCTS,
M300peTaTesIbHOCTh M BBICOKMH  ypOBEHb  BIAJCHUS  MH(POPMALMOHHO-KOMMYHUKATUBHBIMHU
TEXHOJIOTUSIMHU.

OneHka «Xopoumo» - CTaBUTCS B TOM Clly4yae, €ciid HOPT(OIHO AEMOHCTPUPYET OOJBIIYIO YacTb
OT COJEP’KaHUS BCEro KOMIUIEKTa JIOKyMEHTOB, 00ecnednBarolmMX oOpa3oBarenbHbIM mpouecc. He B
COOTBETCTBUM C TpeOOBAHUSAMH 3alOJHEHA YacTh JOKyMeHTaluu. KoHTponupyromas JOKyMEHTaIus
MpEeJCTaBIeHa B TIOJTHOM oObeMme. Hannure mojoXUTeIbHBIX OT3BIBOB € 0a3 MPAKTHKH O BBITIOJTHEHHBIX
BUJax paboT, TJe MpeJICTaBIeH MeAarornyeckl 00OCHOBaHHbIN BbIOOp M peanu3anus GopMm, METOMIOB,
IpUeMOB OOyYeHHS U BOCIMTAHMS C YYETOM BO3PACTHBIX, HHIUBUAYAIbHBIX M JMYHOCTHBIX
ocoOeHHocTe oOyudaromuxcs. IlpeacraBieHo ogHooOpa3ue BHJIOB CAMOCTOSITENIbHOW — paOOThI.
Hcnonp3yrorcss OCHOBHBIE UCTOYHUKU HH(popManuu. OTCYTCTBYET TBOPUECKHM JIEMEHT B OOPMIIEHUH.
[TposiBisieTcst cpeiHUi ypOBEHb BIIaICHUS MHPOPMAITMOHHO-KOMMYHUKATUBHBIMHU T€XHOJIOTUSMH.

OneHka «yAOBJIETBOPUTEJIbHO» - CTaBUTCS B TOM Cllydae, €cClid MOPTHOIHNO AEMOHCTPUPYET
MOJIOBUHY  MaTepHalloB  OT COJAEP)KAaHUS BCEro KOMIUJIEKTa JOKYMEHTOB, 00eCHeuMBaIOIINX
oOpa3zoBaTenbHbI mporecc. He B cooTBeTcTBUM C TpeOOBaHUSAMM 3arojHEHa OosblIas YacTb
nokyMeHTanuu. KonTponupyromas 10KyMeHTalus NpecTaBieHa HaroloBUHYy. OT3bIBBI ¢ 0a3 MPaKTUKU
coZiepKaT 3aMEYaHUsT M PEKOMEHJAIMM [0 COBEPLICHCTBOBAHMIO NPO(ECCHOHANBHBIX YMEHUH WU
HaBbIKOB. [IpeacTraBieHO Majno BHJIOB CaMOCTOSTENbHON paboTbl. Mcrounuku uHPOpManuu
npeacTaBieHbl pparMeHTapHo. OTCyTCTBYET TBOpUECKUi seMeHT B opopmiienuu. IposBisercs HU3Kuit
YpOBEHb Bia/ieHNs1 UHPOPMAIIMOHHO-KOMMYHUKATUBHBIMU TEXHOJIOTUSMHU.

OneHka «HeyI0BJIeTBOPUTEIbHO» - CTABUTCS B TOM CJIydae, €ClId MO COAEPKaHUIO MOPTQOIHO
TpyaHO cdopMUpOoBaTh OOIIEe MPEACTAaBICHHE O KauyeCTBE MPOXOXKACHUS NPAaKTUKU CTyleHTOM. B
nopTOIMO TPEACTABIEHO OTPBHIBOUHOE BBINOJIHEHHE 3aJaHUN  MPOU3BOJCTBEHHOW MPAKTUKU.
JlokyMeHTaIMs 3alojHeHa He B COOTBETCTBMM ¢ TpeOoBaHUsMU. KoHTponupymomas AoKyMeHTalus He
npeacrapiaeHa. OTCYTCTBYIOT OT3BIBBI C 0a3 MPAKTUKU O BHIMOJIHEHHBIX BUAax paboT. HeT BO3MOXHOCTH
OTIpEeICTUTh Mporpecc B 00ydeHus U ypoBeHb copmupoBanHocty [1K.

4.2 IIpomMe:xyTOYHAS ATTECTALUA

[IpomexyTouHas arrectanusi OOYYaAIOLIUXCS OCYLIECTBISIETCS 110 3aBEPUICHUM H3Yy4EHHUS
JUCHUIUIMHBI U ITO3BOJISIET OMPEIETUTh KaYe€CTBO U YPOBEHb €€ OCBOCHHSI.
dopma TPOMEKYTOUHOH aTTecTallud 1O JUCHHUIUIMHE «J[OKyMeHTallMoHHOe o0ecredeHne

yIipaBiieHUs » - MU PepeHIUPOBaHHbIN 3a4eT

Pe3yabTanbl OueHouyHbIe CpecTBa
o0yueHust JJIs1 IPOMEKYTOYHOM ATTeCTAIUN

TecToBBIC 3aaHUA

Pazjnen 1. O0mas xapakTepuCTHKa JOKYMEHTAITMOHHOTO 00ECTIEYCHUS yIIPaBICHUS

32; 33;34; [. Hononuure: OTpacis AEATENLHOCTH, KOTOPas 00€CHEYNBAET JOKYMEHTUPOBAHHE M OPraHU3ALMIO PabOThI
3.02.1: c oHIHATBLHBIMU TIOKYMEHTAMHU, HA3bIBACTCSI -
’ a) TOKYMCHTUPOBAHUEM;
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3.03.2;
3.03.4;
3.04.2;
3.06.3.

0) 1eTOIPOU3BOJICTBO;
B) opraHm3aIys padoThl ¢ JOKYMEHTaMHU.

2. Bepno m yrBepxnenue, uro TepMud JJOY BO3HHK ¢ BHEIPEHHEM CPEICTB BEITUCIUTEIHHON TEXHUKH,
COBpEMEHHBIX HH()OPMAITHOHHBIX TEXHOJIOTHIA?

A) na b) Her

3. JlokyMeHT BO3HHK, YTOOBI 3aIKCHPOBATh HHOOPMAIIHIO U IIPUAAThH € 3aKOHHOCTb, IIPAaBOMEPHOCTb, T.€. -

@)co3/aHue, IPOU3BOJACTBO, XPAHEHUE, PACIIPOCTPAHEHHE U UCIIOIb30BaHHE JOKYMEHTOB;
0)ripaBuiIa 0hOPMIICHUS AIMUHUCTPATUBHBIX JTOKYMEHTOB.

B) IOPUIUYECKYIO CHITY

') mpoliecca JOKyMEHTUPOBAaHUS

4. CooTHecHuTe NOHATHS C IPOLIECCaMU JOKYMEHTOBEICHUS:

1)moKyMeHTHpOBaHHE; a) MPOIIECC MITH COBOKYITHOCTH IPOIECCOB 10
MOATOTOBKE, COCTABJICHHUIO, COTJIACOBAHUIO, O(hOPMIICHIIO
Y U3TOTOBJICHHIO JOKYMEHTOB
2)opraauzanus paboTHI ¢ 0) KoMITIeKC paboT C TOTOBBIMHU TOKYMECHTaMH,
JOKyMEHTaMH. CO3JJaHHBIMH NPEATIPUSATHEM WU TTOTYyICHHBIMH U3 BHE.
5. Omnpenenure:
YUrto HazpIBaeTCs JOKYMEHTOM?
IA) MaTepuasibHbIH HOCUTEIb IJAHHBIX O 3aIIMCAaHHOW Ha HeM MH(pOpMaluH, IpeAHA3HaAYCHHON JUIs TIepeJady BO
BPEMEHU M POCTPAHCTBE.
IB) mpencraBisieT co0o¥ mporiece co3aanus U 0hOPMIICHHSI JOKYMCHTOB.
B) 3adukcupoBaHHas Ha MaTepHAITEHOM HOCHTENE HH(POpMALs ¢ PeKBU3UTAMH, TIO3BOJIIIONINMHE €€
MACHTH(UINPOBATE.
) 3adukcupoBaHHas nHGOPMAIHS U IPUIAHNSA 3aKOHHOCTH, IPAaBOMEPHOCTH.
6. Kakne nokyMeHTHI CO3Jaf0TCs B POLIECcCe ISSITENbHOCTH NPEIIPHUATHI U OpraHu3anuii.
Q) JINYHBIC, IPAaBOBBIC;
0) IpaBOBBIC, TOKYMCHTAIBHBIE;
B) oHLHATbHbIE, IMTYHBIC;
') y4eTHbIe, O(UITHATIEHBIE
7. . Wubopmarms — 3TO CBEACHHUS
a) 0 COOBITHSAX , ABJICHUAX MPOLECCAX;
0) o mpeamerax, (hakTax, COOBITUSIX, HE3AaBUCUMO OT (hOPMBI ITPEACTABICHUS;
B) O JIMIAX, COOBITHSAX, SIBICHUAX (haKTax, HE3ABUCHMO OT (POPMBI IPECTABICHHUSI.
') O JINIAX, COOBITHSIX, (haKTax, SIBICHUAX B YCTAHOBJIEHHOH (JopMe NpeiCcTaBIeHHS
8. Yro sBIISIETCS IEPBOH CTYNEHBIO KIacCH(PUKAIIMN TOKYMEHTOB.
a) KOMIUIEKC JOKYMEHTOB ,[IOMEIIICHHBIE B TBEPILYIO OOJIOKKY.
0) rpyNIIMPOBKa MCIIOIHEHHBIX JOKYMEHTOB B JIeTIa.
B) TPYNIIHPOBKA KOMILIEKCa JJOKYMECHTOB B JIeTIa.
) eneHne TOKYMEHTOB Ha KJIacChl.

0. YcTaHOBHUTE COOTBETCTBHE:
1)mo cdepe ncnoab30BaHus; 2)0 MECTY COCTaBJICHHSI,
3)10 I0pUINUECKON CHIIE, 4) no popme M3NOKEHNUS;

|A) OpUTHHAJIBI, BBITUCKH, TyOJIUKATHI;

I5) opraHu3aIMOHHO-PACTIOPSAAUTENbHAS, HAYIHO-TEeXHUYECKAs;

B) urmuBuIyansHele, TpadapeTHble, YHH(PHIUPOBAHHEIC,

") BHYyTpEHHHE, BXOASIINE, HCXOISIIHUC.

10. JlonosHuTeE:

HazoBute, 3aKOHOAATEBHBIN JTOKYMEHT, KOTOPBI COJIEP)KUT MPABOBBIE OCHOBBI CO3/1aHMs, cOOpa, 00pabOTKH,
HAKOTIJICHHS, XPAHCHHSI, TOUCKA, PACCMOTPCHHUS U MPEIOCTABICHUE TOKYMCHTUPOBAHHOHN HH(pOopMaIu? —
bTO...

IA) 3akoH P® « O6 cranmapTi3auim»

Ib) 3akon P® «06 ApxuBHOM (HOHIE U apXUBAX»

B) @3 P® « O6 nnpopmannu u 3ammre HHOOPMAIII»

) @3 P® « O mpaBoBoii OXpaHe MporpaMM JJIsl JJIEKTPOHHBIX BEIYUCIUTEIHHBIX MAIIUH U 033 TaHHBIX)»
11. VYkakure TOKYMEHT, KOTOPBIA yCTaHABIUBACT TPEOOBAHIS K COIEPYKAHUIO JOKYMEHTOB B
OpraHU3aIHH.

1)TOCT P 7.0.97-2016

D) FCJIOY
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3) MHCTpYKIUS MO JEIOMPOU3BOJICTBY

4) mpaBrina 0ohOpMIICHHUS TOKYMEHTOB

12. Onpenenure peKBU3UTHL, KOTOPEIE SBISAIOTCA 005S3aTEIFHBIMU H 00ECTICUNBAIOT IOPHINICCKYIO
chty:

1) HanMeHOBaHME OpraHU3AIHH.

2) Tpu( coriacoBaHMs TOKYMEHTA.

3) maTa mOKyMeHTa M HOMEp.

4) angpecar.

5) HaMMEeHOBaHHUE BUJIa JOKYMEHTA.

6) pe30ITIOIHSL.

7) rpud yTBEpIKACHHUS.

8) BH3BI COTIIACOBAHMSI TOKYMCHTA.

9) Tekcr.

10) moamuMch U mevath.

11) oTMeTKA 06 HCIIOJHHTENE.

12) oTMeTka 06 UCTIOHEHUH TOKYMEHTA M HAMPABJICHUH €T0 B JICTIO

13. CooTHecuTe BUABI OJIAHKOB?

1) obmuii 6irank. 2) OJaHK MUCHMA. 3) 6maHK KOHKPETHOTO BHAA JOKYMCHTA.

\A) ICTIOB3YEeTCS I U3TOTOBJICHHS OOJBIIMHCTBA BHYTPEHHHUX TOKYMEHTOB.

0) co3maercsi, eCiid U3AAETCS MHOTO JOKYMEHTOB OJJHOTO ¥ TOTO K€ BUAA.

B) ynmoTpebusieTcst TOJIbKO IpU 0pOPMIIEHHH OJHOTO BHJIA JOKYMEHTOB.

14. BoccranoBute npomynieHHOe c10BO: «PEKBU3HT - 3TO 00532 TEIbHBIN 2JIEMEHT O(OPMIICHHUS ...
IMOKYMEHTa.

1. OdunmansHOrO

2. CyxeOHOTO

3. JIroGoro

4. npyroii BapuaHt

15. Brigenure npaBuiIsHBIN BapuaHT oopMIiIeHHs pekBr3nTa «HarMeHoBaHME opraHu3anumy Ha
0IIaHKe MHChMa:

a) MUHICTEPCTBO OBPA30OBAHIMS U HAYKU POCCUIMCKOM ®EJIEPALIMA MTHCTUTYT
FOCYIOAPCTBA U ITPABA TEFOMEHCKOI'O TOCYJAPCTBEHHOI'O YHUBEPCUTTA

6) MUHUCTEPCTBO OBPA3OBAHU S 1 HAYKH POCCUMCKOM ®EEPALIMU TIOMEHCKUI
OCYJJAPCTBEHHbIN YHUBEPCUTET UHCTUTYT FT'OCYJAPCTBA U IIPABA

B) MUHUCTEPCTBO OBPA3OBAHUS U HAYKU POCCUICKOMN ®EJAEPALINU TIOMEHCKUI
TOCYHUBEPCUTET MHCTUTYT I'OCYJJAPCTBA 1 [IPABA

r) MUHICTEPCTBO OBEPA30BAHUS 1 HAYKH POCCUMCKOM ®EJIEPALIN TIOMEHCKU
COCYHUBEPCUTET UHCTUTYT

16. BriOepuTe MpaBHIBHBIN BaprHaHT 0(OpPMIICHIS HAMMCHOBAHHE BU/Ia JOKYMEHTA . ...
1.ITucemo-ipockOa

2.ITPUKA3

3.CrpaBka

4.Ipyroif BapuaHT

17. BeiGepuTe MpaBUIBHBIN BapHaHT 0(OPMIIEHHS ITOYTOBOTO ajpeca B «CIIpaBOYHBIX JAHHBIX 00
OpraHU3aIlUH-aBTOPEY.

1. AO «ITumot» yi1. 3omotapeBckas, 3, oduc 112, r. YissHosck, 212109

2. AO «ITumot» 212109, . YibsHOBCK, yiI. 30510TapeBckasi, 3, oduc 112

3. Mocksa, IIBeTHo# OynbBap, a. 3, 105123, ten./dakc 432-90-78, OKIIO 12345678, OT'PH 1234567890123
4. Ten./pakc 432-90-78, OKIIO 12345678, OT'PH 1234567890123

18. Haiinure npaBuisHOe odopmileHHE naThl?

1) 4. 12. 2005;

2) 20. 12. 2005;

3) 20 nexadbps 2005 r.;

4) 09. 12. 2005.

19. Ha kakux JOKYMEHTax MPOCTABIISIIOTCS CIACAYIOIINE PErUCTPAIlMOHHbIE HOMepa!

1)Ne 10 — g ... a) MCXOJIIee U BXOAIIHNE JOKYMEHTBI
2)Ne 10 K — mnst ... 0) BHYTpEeHHHE JOKYMEHTHI
3) 05-115/75 — nas B) JOKYMEHTHI JINYHOTO COCTABA

20. BriOepute MpaBUIbHBIA BapHaHT 0QOpMIICHUS peKBH3UTA «["prd yTBEpKICHU», KOra yTBEPKICHUE
MPOUCXOIUT JNODKHOCTHBIM JIHIIOM.

1. YTBEPXIAKX Hupextop AO «IIunor» I[oamnuce A.B. Ilerpos 23.09.2009

0. VrBepxaatro dupextop AO «Iunor» Ioxmucs A.B. ITerpos 23.09.2009

3. «Y1Bepxnato» AO «IIunor» Hupexrop INogmuce A.B. Ilerpos 23.09.2009
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4. YTBEPXKIAIO upexrop AO «IIunot» A.B.Ilerpos 23.09.2009

21. B kakoM cjIy4ae MpaBHIbHO 0(h)OPMIICH PEKBU3UT «Ampecar.

1)  dupekropy mkoimst Ne 269 MatseeBoit Tamape AsekcaHapoBHE

2) 195172, Caukr-IletepOypr, yi. Jimutposa, a. 17 k8. 7. Hukudoposoit H. I1.

3) 000 «Tepem» Otmen pexinambl Hauanpauky otmena H. A. Banosy 117134, Mockga, yi. Ctpoureneii 8,
[erepampaOMY Aupekropy AO «BUCT» A. M. CmupHOBO#

22. B xakoMm ciay4ae mpaBWIEHO 0QopMIleH peKBI3UT «Iloammcey Ha O1aHKe JOKyMEHTa W IOKAXHUTE eTo
opopmicHue?

1) HAupextop mxomnsl Ne 25 B.A. IlerpoBa
2) JlupexTop IIKOJIBI ITerpoBa B.A.
3) dupexTop B.A. IletpoBa
4) dupexTop IlerpoBa B.A

IMpakTnyeckune 3a1aHuA

Vi1, V¥2;
¥.02.6
Vv.03.2.
v.04.1,
Y06.5;

|.Ha ocHoBanuu 3ananuii oopMuTe PEKBU3HTHI, 0OECHEUUBAIONINE IOPHAMYECKYIO CHJIY JTOKyMEHTaM.
Yr1o6sl opopMuts pekBu3uTH Hcmoab3oBath [OCT u pemakrop Microsoft Word ¢ cob6mronenunem Bcex
OTCTYIIOB M HHTEPBAJIOB.

3aualme I:O(I)OPMI/ITG HAaMMCHOBAaHUC OpraHu3aliiu B COOTBCTCTBUM YyCTaBa W IMPaBUIBHOI'O
PACIOJIOKCHUS qacTei PCKBU3UTA

Bapuanm 1

3A0, opranm3anroHHO-TIpaBoBas popma npeanpustus «HOpuc-kon».

Bapuanm 2

Opranuzanus TOCyAapCTBEHHOro Tuma Bcepoccwiickuii HaydHO HCCIEI0BAaTENbCTKUI  HWHCTUTYT
JOKYMEHTOBEJICHHS U apXUBHOTO fefa, noguunserca PenepanbHomy areHcTBy POCAPXHB MoxeT uMeTh
cokpateHHoe HaumeHoBanne BHUMJIA .

Bapuanm 3

MocBoi0KaHal OTHOCHTCS K THITYy TOCYIapCTBEHHOTO YHHUTAPHOTO MPEANpUATHS 110 T.MocKBa.

Bapuanm 4

MUHHCTEPCTBO ~ CTPOUTENBCTBA,  APXUTEKTYphl M KMIMIIHO-KOMYHAIbHOIO  XO3sMCTBa, HpH
AnmuaACcTpanyu PoctoBckoit o0macTw.

3aganne 20¢dopmMuTe Ha3BaHHE BHA JOKYMEHTa M 3arojIOBOK K TEKCTy ATOTO IOKYMEHTa, YHOTpeOHB
HY>KHBIH Majex:

Mnsa 1 eapuanma

[Tpuka3z o BBEJCHUM HHCTPYKIIMH 110 TPOTUBONOKAPHOW 0€30MacHOCTH;

s 2 sapuanma

[Tporoxon 3acenanust coBeTa No NpoHIAKTHKE IPABOHAPYILEHUII;

s 3 sapuanma

CrhpaBka O COCTOSIHUM DPabOTHI OTHeNia JEJONPOU3BOJICTBA TI0 PACCMOTPEHMIO 3asiBICHHMH, kKajlod u
MIPENJIOKEHUN IPaXKIaH;

Mns 4 eapuanma

JloJDKHOCTHASI HHCTPYKIUSL O CHEHUAIINCTE 3eMEIbHO-UMYIIECTBEHHbBIX OTHOIICHNUH;

3aganne 30¢popmuTe TaTy ¥ PETUCTPAIIMOHHEI HOMEp JOKYMEHTa

Bapuanm 1

Ecnu oopMitsitoT npukas 1o 0CHOBHOH JIESITEIEHOCTH — HPOJIOIABHBIM PacIiOI0KEHHEM PEKBH3HUTOB.
Bapuanm 2.

Ecnu ohopMIISIIOT OTUETHBIH JOKYMEHT KOTOPBIH OTHOCHTBCS K OyXTalTepCKON IOKYMEHTALUH.
Bapuanm 3

Eciu oopMISIOT TOTOBOPHOH TOKYMEHT. ( KYTIITH-TIPOIaXKH )

Bapuaum 4

Ecimm TMOJATOTOBUJIN JIsI OTHPAaBKKW OTBETHOC MUCHMO HA BXOJAMICE.

3ananue SOdopMuTe pEKBU3UT MOIIUCH

Bapuanm 1.

Ecnu noocomosunu npuxas no oCHo8HOU desimenbHOCmu
Bapuaum 2

2Ecau noozcomosunu akm

Bapuanm 3

Ecnu noocomosunu npomokon coopanus

Bapuanm 4

Ecau noocomosunu eapanmuiinoe nucomo

I1.CnpoexTupyire :
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06H11/Iﬁ OaHK ¢ MMPOAOJBbHBIM PACIIOJIOKCHUEM,

OyaHKuU JUIA TIUCEM € YTJIOBBIM U MPOAOJbHBIM PACHOJIOKCHUEM U

OaHK TIprKa3a ¢ IMPOAOJJIBHBIM PACIIOJIOKEHUEM ITOCTOSIHHBIX PEKBU3UTOB

JUI IEPECYNCIICHHBIX HIKE OpI‘aHI/IBaI_[I/Iﬁ C OTrpaHUYUTEIIbHBIMU OTMETKAMU IJII PEKBU3UTOB.

Bcepoccuiickuii HaydHO-HCCAEA0BATENbCKUN MHCTUTYT JOKYMEHTOBEACHHS U apXUBHOTO JIENa,
nogunsstomuiics POCAPXHBy OKIIO 02842708, OI'PH 1027700380795, MTHH/KIIII
7008032140/702001001;

yi. IIpodcorosnas, 1.82 ropog Mocksa, 117393 Ten./dakc (095) 7187874 E-mail: mail@vniidad.ru

Tocynapcreennsiit npoektHe HHCTUTYT CAHTEXITPOEKT, noguunsrontuiics ['occtporo Poccun
OKIIO 02842708 OI'PH 1027700380795 MHH/KIIIT 7708033140/771001001;

V. Huxnss [lepBomaiickast, 1.46 ropon Mocksa, 105203

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

OTkpbITOE aKIHoHepHoe o6mecTso «BOJITOJJOHCKHUM XJIEBOKOMBHUHAT)
OKIIO 23132807, OI'PH 1821800370797, MTHH/KIIII 3408032140/342001002
OxkTs0pBCcKOE TI0CcCe, 1.9, ropon Bonromonck, Pocrockast 061. 347340
ten./dakc: (86392) 6-61-13 E-mail: bublik@com.ru

[Paznen 2. CucTeMbl JOKYMEHTAIMOHHOIO o0ecneYeHnsl yIpaBJeHUus

TecToBBbIE 3aaHUA

31;

32;

33;

34;
3.01.7;
3.02.1;
3.04.2;
3.06.3

1.Cucrema OPJ] — 370 ... .
a) COBOKYITHOCTh B3aHMOCBSI3aHHBIX JTOKYMEHTOB, IPUMEHSIEMBIX B ONIPEIEICHHON cdepe ACITeTbHOCTH;
0) cuctema OPJI, B KOTOpO# perIaMeHTHPYIOTCS IpaBa U 00sA3aHHOCTH NMPEAIPHUITHA U YIPEIKICHUH,
B3aMMOOTHOIIEHUS C BRIIIECTOSIINMHU OPTaHU3AIHUSIMH, C TIOJYNHEHHBIMU U CTOPOHHUMH
OpTraHHU3alsIMHY;
B) CUCTEMa JOKYMEHTAINH, CO3aHHAas 10 eIMHBIM IIPaBUIaM M TPeOOBAHUAM, coAepxKaias
MH(pOpMaIHI0, HEOOXOAUMYIO JUUIsl YIIPABIICHUS B ONPEACICHHON cepe NesiTeIbHOCTH.
2. PacrpeznenuTe JOKyMEHTBI IO TPYIIIaM:

1) opraHu3anoHHEIE;

2) pacnopsAuTeNbHbIC,

3) uHpOPMAIMOHHO-CIIPABOYHEIE.
A)nonokeHHe B) IPUKaA3bl T') COPaBKU; 1) MHCTPYKIMH; €) PaCHOPsDKEHHE; JK) TPyAOBask KHIKKA;
3) TIOCTaHOBIICHUS;, K) YCTaB; JI) MUCHMO.
3. Tlponomxkure npeIoxKeHHe- yCTaB- 3TO. ..
1.mpaBOBO aKT, ONPENEISIOIUHA CTPYKTYPY, YUCICHHOCTh U TOJDKHOCTHOH COCTaB paOOTHUKOB
OpTaHM3aINH C yKa3aHHEM JIOJDKHOCTHBIX OKJIA/IOB.
2.1IpaBOBOM aKT, ONPEACISAIOMINI CTPYKTYPY, QYHKIMH U NIpaBa MpeIpHATHs, OpraHu3alHu.
3.1paBOBOM aKT, M3/IaBaEMblil TOCYAapCTBEHHBIM OPTaHOM B LIEJISIX YCTAHOBJICHUS MPABUJI, PETYIINPYIOIIHN
OpraHHU3allOHHBIE, TEXHOJIOTHUECKHE, (PUHAHCOBBIE CTOPOHBI JICATEILHOCTH OpPraHU3alnH, JOJDKHBIX JIUIL.
4.1paBOBOI1 aKT, ONPEAEIIIOMNI MOPAI0K 00pa30BaHMs, IPABOBOE MOJI0KEHHUE, IPaBa. 00s3aHHOCTH,
OpraHU3aIHio0 PpabOThI MPEIIPUATH
4. BcraBbTe NpOINYILIEHHBIE CJIOBA B ONPE/eICHUE:
HopMaTuBHBIN JOKYMEHT, B KOTOPOM OIPEAECNEHBI. ., ..., ... K OTBETCTBEHHOCTH COTPY/JHHUKA MPEAIPHSITHSI -
3TO... HHCTPYKLUSL.
1.pernmaMeHTHpyeTCs MOPSIIOK BBITIOJHEHHS IPOIECCa, OTBETCTBEHHOCTb.
2.1M0pSJ0K paboThl, OCHOBHBIE TIOJIOKEHUSL.
3.¢yHKIMH, TpaBa, 00s3aHHOCTH.
4.cTpyKTypa, YUCICHHOCTb ,J10JDKHOCTHOM COCTaB.
5. Omnpenenure BUI JOKyMeHTa?
IpaBoBoIi aKT ONPEIEISFOILIII HOPSIOK 00Pa30BaHILs, IPABOE MOJIOKEHIE, TIPaBa, O0SA3aHHOCTH, OPraHU3ALMIO PAOOTHI
TPeANPUSATHS WM CTPYKTYPHOTO TOZIPa3AeIeHHs. — 310 . ..
6. HaszoBuTe NOKYMEHTBI, KOTOPbIE HM3[AIOTCS:
A) B yCTIOBUSIX €MHOJIMYHOTO MPUHATHUS PEIICHUM-. . . ...
b) B yClIOBHAX KOJIIETHAIBHOCTH- ......
7. JlomoJIHHUTE IPYIIbl HA KOTOPbIE ACNSATCS MPUKa3bI:
1) TIpoGueMsl co3naHusl, TUKBUAALIMHA KOMUCCHIA, COBELIATEIBHBIX OPraHOB; YTBEPXKACHUE Yero Jubo;
NpeIocTaBlICHNE MTPaBa MOJIHCH; - 3TO IPUKA3HI T10. . ...
2) TlpoGnemsl hrHAHCHPOBAHHS; OOECIIeUeHUst 000PYAOBaHHS, MAaTepHAIAMU; odopmireHne
Pe3yJIbTaTOB, UTOTOB pabOTHI; - 3TO MPUKA3BI 11O ....
3) Ilpuem, yBoJIbHEHHE, TIEPEBO, KOMAHIUPOBKH, PELICHHE COLl. BONPOCOB; _ 3TO HPHKAa3bI
8) OnpenenuTe BUIBI PaCIOPSIUTEIBHBIX JOKYMEHTOB.
1) pacriopsimuTeNbHBIN JOKYMEHT, H3/IaBa€Mblil OPTaHOM YIPABICHUS 110 BOIIPOCAM OPraHU3alMOHHO-
METOJMUYECKOTO XapaKTepa Ul OPTraHU3alliH BBINOJHEHNS] HHCTPYKIIMH, IPUKa3a - 3TO...
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2) pacropsANTEIbHBIN JOKYMEHT KOJUIETHaJIbHOTO OpTaHa yIpaBIeHHs, YI€HBIX COBETOB. - JTO..
3) mpaBoBO¥ aKT, N3AaBACMbIH €IUHOJINYHO PYKOBOAUTENIEM OPTaHU3AINH I JOBEICHHUS 10 UCIIOTHUTEICH
OTIEPaTHBHBIX BOIIPOCOB - 3TO...
9) Ormpenenute, YTO HA3BIBACTCS THCHMOM.
1. TOKyMEHT 110 BoIIpocam, TpeOyoIHii ONEpaTHBHOTO PEIICHHS, IEPEAABACMBIH OIIPEAEIEHHBIM CIIOCOO0M
CBSI3M.
2.00011€HHOE Ha3BaHUE PA3IMYHBIX 110 COACPIKAHHIO TOKYMEHTOB IIEPECHIIAEMBIX TI0 TTOUTE.
3. IOKYMEHT JIeJIOBOW MEPENUCKH U NX Ha3BaHUsI ONPEIEISIFOTCS CIOCO0aMU Iepeiauu JIeI0BOM
uH(OpMaLUK 1O JICKTPOHHON CBSI3H.
4.10KyMEHT, KOTOPBIH HE COAEPIKUT ITIOPYUCHHUH, HE 00SI3bIBAET IEHCTBOBATH CTPOTO MPEIIUCAHHBIM 00pa3oM
10) CooTHecuTe BHABI HCEM. U UX Ha3HAYCHHE.
1.undopmanmoHHsIe, 2. KOMMepUYecKue. 3.cONpOBOAUTENBHOE
A) cocTaBisieTcs NPy 3aKJII0YEHUH U BBIIOJIHEHUH KOHTPAKTOB.
B) mucema, conmeprxantie cooOmeHNs, TPOCEOBI, HATTOMUHAHUS, TIPETIOKCHUS.
B) npunararorcst K OCHOBHOMY IOKYMEHTY , KOT/1a TPEOYeTCsl JOTIOJIHUTEIBHOE MOSICHEHHE
11) JTaiiTe ompezeieHue mpOTOKOIY.
1. TOKYMEHT, COCTaBJICHHBIH AJIS TOATBEPKACHHS YCTAaHOBJICHHBIX (JAKTOB, COOBITHH, 1eiiCTBUH
2. TOKYMEHT, KOTOPBIil HE COJEPKUT MOPYUCHHH, He 0053bIBAaCT AEHCTBOBATH CTPOTO MPEAITHCAHHBIM
obpazom
3. IOKYMEHT, (PMKCHPYIOLIHIA X0J1 00CYXK/IEHHsI BONPOCOB U MPUHSATHS PEIICHNI Ha COOpaHHH, COBEIAHHH.
4. IOKyMEHT KOJUICTHATIbHOTO OpraHa YIpaBIeHUs
12) [laiiTe omnpesieieHue aKTy.
1. IOKYMEHT, MOATBEPKAAIOIINN KaKnue-TH00 COOBITHS CITY>KEOHOTO XapakTepa.
2. JIOKYMEHT, COCTaBJICHHBIH JJIsl IOJTBEPIKACHHSI YCTAHOBJICHHBIX ()AKTOB, COOBITHIA, 1 CTBHIA.
3.I0KyMEHT, OOBSICHSIOIINI IPUHIIAI KaKOT0-IN00 AeHCTBHS, (PaKTa, IPOUCIIECTBHA.
4.10KyMeHT, KOTOPbIH HHYOPMHUPYET PyKOBOJACTBO 00 M3MEHEHUH MECTa COOBITHS, (DaKTa, SIBICHNUS.
13)Omnpenenure, 4TO ABIAETCS AATOM aKTa?
1. maTa cocTaBieHHS aKTa.
2. 1aTa MOANMCAHNS aKTa
3.1arta coOBITHS, TPOBEPKH,
4. nata pabOThl KOMHUCCHUH.
14) Ompepenure, KeM TOIHACHIBACTCS aKT?
1. mpenceaaTteneM H MPUCYTCTBYIOIIUMH.
2. 4JeHaMU KOMHCCHH ¥ NPUCYTCTBYIOIINMH.
3. mpencenarenem, WieHaMd KOMUCCUH, IPUCYTCTBYIOIUMHU.
4. mpencenaTeneM U CeKpeTapeM
15) [aiite onpeseeHue CIpaBKu
1). TOKyMEHT, COCTaBJICHHBIN JUISl TIOATBEP)KACHHUS YCTAHOBICHHBIX (DaKTOB, COOBITHH, eHCTBUI
2). TOKyMEHT, OOBSICHSIOINHA MPUHINI KaKOro-11bo JedcTBys, (pakTa, IpONUCIIECTBUS
3). IOKyMEHT, MOATBEP>KAAIOIINI Kakne-T1H00 COOBITH CITy>KeOHOTO Xapakrepa
4). TOKyMEHT, KOTOPbIi HHYOPMHUPYET PYKOBOJCTBO 00 M3MEHEHUH MecTa COOBITHS, (pakTa, SIBICHHUS.
16) Ompenmenure BUIBI CIPABOK-
A).TOKYMEHT COCTaBJICHHBIH 110 YKa3aHUIO PyKOBOJAUTENS, M MPEACTABIIAIOTCS B yCTAHOBJICHHBIE CPOKHL.-. . .
B). HOKyMEHT COCTaBJICHHBIH 10 3aMPOCY 3aMHTEPECOBAHHBIX JIHIL. -. . ..
17) [laiite onpeneneHue 3amMucKaMm.
1) moxyMeHT 1o BompocaM, TpeOyIONMX ONIEPaTUBHOTO PEIICHHUS Iepe1aBaeMblil OIPEIeIICHHBIM CIIOCO00M
CBSI3M.
2) TOKYMEHT, KOTOPBIIl HE COJIEPKUT MTOPYIEHHH, HEe 00A3bIBAET JEHCTBOBATh CTPOTO MPEANHCAHHBIM
00pazom.
3) IOKYMEHT, aJJpeCOBaHHBIH PYKOBOAMTEIIO JAHHON MJIM BBILIECTOSIIEH OpraHn3alnu, COIECPKUT
00CTOSITEIIFHOE N3JI0KEHHE KaKOT0-JI00 BOIPOCA C BBIBOJAMHU M IPEIUIOKEHUSIMH COCTABUTEIISL.
4) TOKYMEHT, COCTABJICHHBII JUIsl TIOTBEP)KACHNSI yCTAaHOBJICHHBIX (JaKTOB, COOBITHH, NEHCTBHUI

IIpakTHyeckune 3agaHus

Y1
Y2

9

9

V.01.1;
Y.01.4;
¥.02.5;
v.04.1,
¥.06.5;

3ananmue 1
B ¢opme nmpukaza He0OOXOIUMO BBECTH HHICKCHI MPEANPHUITHI U OpraHu3anuil 00beINHEHHUS, B
[eNIX YIOPAXOYCHHS OpTaHU3AIMK YIIPaBIeHNUS B 00BEINHEHNN U B COOTBETCTBUH C YKa3aHHUEM
Munuctpost P® ot 00.00.00. Ne 423. [IPUKA3BIBAIO: O6bennnenuro npucBouTsh nuaekc — S1. [pu
mepemnucke B coorBeTcTBuu ¢ CTII 39.00.25 «Opranusanus AeI0MpOU3BOICTBA B 00hCTUHCHUHI
«CTpoWTEeXHHKa», a TAaK)Ke JUIsl yueTa M perucTpanuu pa3pabaTbiBaeMbIX CTAaHAAPTOB MPEIIPUATUS
MPUCBOUTH MPEANPHUATUSAM cienytomue nuaekcel: 50 — 01 — SIpocnaBckoMy peMOHTHO-
MexaHndeckoMy 3aBonay; 51 — 02 — Bianumepckomy CKb; 51 — 03 — HoBouebakcapckoMy 3aBoay

«PeMCTpoﬁnopMam». KOHTpOJ’IL 3a UCITIOJIHCHHMECM IPHKa3a BO3JaracTcd Ha KaHUCIAPHUIO (T. KoponeBy
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B. A.). 'enepanbusiii nupexktop A.Il. MBanos. B neno 1 — 3 — 6. C. C. Ilerpos
3ananue 2.
OTkpoiite crpaBodHO-TIpaBoBy0 cucteMy Koncymbrant Ilmoc, mcmoms3ys Kaprouky mowmcka, Haigure
pewenue (cM. pasgen YenmsOunckas oOmactp). CKONMPOBATH HAWOCHHYI0 HH(POPMAIMIO B TEKCTOBHIM
nporeccop. Odopmute pemerne. Coxpanure padboTy B daiiie mox nMeHeM «Perrenue».
3aganmne 3.
Hupexius OO0 «Actpes» (Cankt-IletepOypr) 12.08.2012 mpoBena cBoe ouepeHOE 3aceqaHne, Ha KOTOPOM
npucyrctBoBann BoctpsikoB C.T., Crymue I1.J., Jlebemer W.M., AnrtonoB II.JI., HlentyHoBa B.T.,
Tumodeer A.A., Crynosa M.1.
Ha 3acenannu o6cyxanocs J1Ba Borpoca: o xoje pekiamHoi kamnanuu B 111 kBaprane 2012 r. u o nepexone
Ha HOBYIO CHCTEMY BBIIIIATHI IIPEMHUAJIbHBIX.
ITo mepBoMy Bompocy ciymlanu cooOlleHHe HavyalbHHMKa otTiena pekiambl Bocrtpukosa C.T., Tekcr
COO0O0IICHMsT KOTOPOro ObLT mepean cekperapro 3acenanust benosoit H. [I. ITo 3ToMy ke BOMPOCY BBICTYIHII
(uHAHCOBHIN AupekTop TuModeeB A.A., KOTOPHIA 010OPHI YBEIHMICHNE PAcX0I0B Ha HAPYKHYIO peKIaMy B
IIT xBaprane 200 r. Ha 5%. Takxke nepenan cexperapro. [lo qanHOMY ke BONpOCY BBICTYMMIN AHTOHOB I1.
JI., HaganpHUK OoTAENa Kaapos, u JledeneB .M., nupexTop mo mpogaxkam. [1epBrlit 0100pHI HOBYIO CHCTEMY
BBHIIJIATHl IPEMUANBHBIX H PEKOMEHIOBAJ IMOATOTOBUTH HeoOxommmMbie qokymeHTs k 01.09.200  r. Bropoii
MPEIOKIWII A0paboTaTh HOBYIO CHCTEMY BBITUIATHI NPEMHUAIBHBIX M PEKOMEHIOBAJ IPOBECTH T'OJIOCOBaHHE
10 JAaHHOMY BOIIPOCY Ha 00IIeM COOpaHUH TPYJOBOTO KOJJIEKTHBA.
B wrore 3acemanus ObuIM NPUHATHL ciepyromue pemenus: 1. OnoOputh paboty oTaena pexnamsl B 111
kBapTane 20 r. 2. [IpoBectu obiiee coOpaHue TPYIOBOIO KOJUICKTHBA IO BOIPOCY O MEPEX0je Ha HOBYIO
CHCTEMY BBIILIATHI NpeMHuaibHbIX 15.08.20 1. OTBETCTBEHHBIM 3a MOJTOTOBKY coOpaHMs Oblia Ha3HaueHa
3aB. kaHnenspueit Lllenrynosa B.I'. CoOpanue Ben npeacenatens Pymsaies O.A.
3ananmue 4.
Komucens mon mpeacenaTen-CTBOM HadalbHUKAa TEXHUYECKON IpyIbl BomoBoro A.A. U 4I€HOB KOMHCCHH
Bopucosa M.IO., HauanpHUKa aAMUHUCTPATUBHO-XO3IHCTBEHHOTO oTaena, CmupHoBa JLII., Oyxrantepa, u
Pomanosoit 1.K., opucmenemkepa 3A0 «JleoHTHS» HA OCHOBAaHWM IOKJIAIHOW 3aIHCKU OQHC-MEHEemIKepa
Pomanosoit 1.K. 11.07.20 _ r. mpoBena NpoBEpKY TEXHUYECKOTO OCHAIICHHUS MPHUEMHON I'€HEPaJbHOIO
TUpEKTOpa M IMpU3HAJIA HETOIHBIMH IS SKCIUTyaTallii KOMMUPOBAIBHBIN ammapat Xerox 345(1 mrT.), mpenep
(meB. HOMEp 367, 1 mrt.), dakc 47823 (1 mrt.). [Ipu3HaHHAS HEMIPHUTOJHOMN IS SKCIUTyaTallil TEXHUKA Oblia
nepenana Ha ckyiajg npexnpustus. [lo yctaHoBieHHOMY (akTy KOMHCCHUSI COCTaBHJIa akT MpUeMa-Tiepeaadn
OpPrTeXHUKH B 3 3Kk3. (1-# 9K3. — HAYaIPHUKY aJIMUHUCTPATUBHO-X03IHCTBEHHOTO OTAENa, 2-if — 31 rmaBHOMY
Oyxranrepy, 3-it — B neno 23-02), KOTOPHIi OBLT yTBEPKACH T'eHEpaTIbHBIM qupekTopoM CrenanoseM I1.1.
3ananueS.
OTkpoiite cpaBoyHO-TIpaBoBYyIO cucteMy KoHcynbTanT [linroc, HaliiuTe akT O MPOBEACHUN HHBEHTAPHU3AIUN
(bopma MHB-00), oTkpoiiTe ee ¢ MOMOIIIBIO TAOJIUIHOTO MPOIECCOPa U 3aMOJHHUTE IJIsl CBOSH OpraHU3allvy.
Coxpanure paboTty B (aitne mog nmenem «IIpumep 06 MHBEHTApHU3ALIN».
MHBeHTapu3annoHHas KOMHUCCHS, CO3aHHas HAa OCHOBAHHMM NpHKa3a AupekTopa Bamero npexnpustus Ne
24 ot 15 ceHTs0ps Tekymiero roga, B cocTaBe mpeacenarenss OcTpoBckoro J.A.(3aM.IITaBHOTO Oyxranrepa
3aBoja) u wieHOB komuccuu I[lerpoBoit O.H. (Oyxranrepa), HockoBoit H.U. (cT. 25KOHOMHCTa TIIaHOBOTO
OTZEeJNa) TpOM3BENla PEBH3HMIO KACChl 3aBOAA IO COCTOSHMIO Ha 16 ceHTsOpst Tekymiero roxaa. PeBmsms
MPOBOIMIIACH B NMPHUCYTCTBUH Kaccupa 3aBojaa Kapramosa H.U. B pesynsrare mpoBeneHHON peBU3UHN OBIIO
YCTaHOBJICHO, YTO OCTAaTOK HAJIMYHBIX AeHET B Kacce coctapisier 1030 py6neit 00 xom., ocTaTok AEHET Mo
kaccoBoit kaure — 1030 py6. 00 xom. Apyrux neHHOCTel B Kacce 3aBojia He 00OHAPYKEHO, UTO COOTBETCTBYET
JaHHBIM ydeTa. Komuccus Taxke yCTaHOBMIA, YTO TOPSIOK BEACHUS KACCOBOW KHHWTH M XPaHEHHS JIEHET
cooTBeTCTBYeT TpeboBaHmsAM IloJoXKeHHs O BEAEHHMH KAaCCOBBIX OMNEpaluii TocynapCTBEHHBIMH,
KOOIEPAaTUBHBIMU M OOIIECTBEHHBIMH MPEATPUATHIMH, YIPEKACHUSIMU U OPraHU3aIHIMH.
AKT BCTYIUJI B ZIGHCTBHE C MOMEHTA yTBEPKJICHUS TUPEKTOPOM.
3ananmue 6.
[upextopy AO «Mononut» OctpoBckomy J.A. oT HauanbHUKa nuoHepnareps Kopmynosa JLII.
JloxnanHas 3anucka. CoryiacHO BalleMy IMPEANUCAHUI0 MHOIO COBMECTHO C TEXHUKOM -CMOTPHUTENIEM
UleButoBbIM P.A. 7-8 mas 2004 rona npoBeeH OCMOTP JKUJIBIX NOMEIICHHUH 0a3bl OT/bIXa HAaIIEH
(bupmel. Bee xunble Kopiryca B YIOBIETBOPUTEIBHOM cocTosiHuU. OqHako B Kopiyce Ne |
HEeoOX0AMMO BCTaBUTh CTEKJa, Kopryc Ne 2 cieayet moOenuTsh, a B kopmyce Ne 3 Hal0 MOAOTHATH
mBepu. ITocne ycTpaHeHus 3TUX e()EKTOB U COOTBETCTBYIOIIEH YOOPKH >KHMIIbIE TOMEIIECHUS Oy Oy T
MPUTOMHBI JJIs MpueMa oTasixaromux. Hauansauk nuonepnareps JI.m.Kopmynos. 10.05.2004
3ananue 7
upextopy I1JI Ne 24 MycaeBoii E.A. ot macTepa npousBoacTBeHHOTO 00ydeHuss Cokomnosoi T.I1.
CJIIVXEBHAS 3AIIMCKA B anpene B kaburete Nel3 mpoBOAMINCH clenyronue padoThl: -
MpUOOpETEHBl MapKePhl M )KUJIKOCTD JUUII MAPKEPHOU JIOCKH; - OTPEMOHTHPOBAHO 4 YUEHUYECKHUX
CTOJa; - OTPEMOHTHUPOBAHO 5 MUIIYIUX MAIIUH; - OTPEMOHTUPOBAHO 2 CBETHJIBHUKA; - COIIACHO
aCIIMCaHMsI IPOBOJSITCS 3aHATHSI IPOU3BOACTBEHHOTO 00YUYEHHsI; - COrIacHoO rpaduka NpoBOASTCS
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KOHCYJIbTALlMU 110 JUIUIOMHBIM paboTaM; - COTJIacHO rpaduka MpoBosATCs GakyIbTaTHUBHBIE 3aHATHS
rmo mpeamety: «1C: [Ipennpustue u Kagpei»; - padotaet kpyk ok «APT-hoTo» - Kaxayto NATHALY
MPOBOIUTCS TeHepanbHas yoopka. Mactep nmponsBoncteeHHOr0o 00yuenus Cokonosa T.I1. 23.04.2010
3aganmue 8.
DTKpoiite cnpaBogHyto cucteMy Koncynerant [Limtoc, ucmons3ys BeicTpeiil monck, Haliaute popMy mprkasa o
TpreMe coTpyaHHKa Ha padoTy ¢.T-1
PxoHomucT Bacunsea Exatepnna HukomaeBHa 1 ceHTsIOps Tekymero roga mogaina 3assieHue 8 OO0
JIyu» ¢ mpoch00ii IPUHATH ee Ha paboTy CrenHuaIucToM (MHAHCOBOTO OT/ENIa Ha HEMOJIHBIH paboun i
nenb. MHCcnekrop no kaapam CmupHoBa U.C. oObsicHuIa, 4TO UpMa UMEET BO3MOXKHOCTb NPUHATH Ha
habOTy SKOHOMHUCTA, HO HA OCHOBE CPOYHOI'0 TPYAOBOTO AOroBopa. TpynoBOl JOTOBOP OBLI 3aKII0OUEH
5 CeHTSOpS W MOANKMCAH OT UMEHHU (QUPMBI TeHEPAIBHBIM qupekTopoM MuponossiM JI.C. B ToT ke
eHb OBbLI M3JaH NPHUKa3 0 JINYHOMY COCTaBy, 3aBu3upoBaHHbIii CMupHOBOiIt U.C. M IOPUCKOHCYJIBTOM

XmenesbiM 1.0. Ipukas 0b1 00bsBieH Bacunsesoit E. H. nmox pacniucky 6 ceHTs0ps

[Pazgen 3. Opranu3zanusi 1OKyMeHT0000poTa

TecToBBIC 3aHaHUA

33; 34;35;
3.01.3;
3.01.7;
3.02.1;
3.03.2;

JlonoyiHuTE NpenaoxeHue.

1) ZOKYMEHTOOBOPOT - OTO

IA) JJOKYMEHTOOBOPOT JIOJDKEH OCYIIECTBJISITECA TAKUM OBPA30M, UTOBbI ABVXEHUSA KAXJIOT'O
JOKYMEHTA BbUJIO..., MAPIIPVYT..., BPEMS [TPOXOXJEHUA .. ..

2) JlononHUTE BUABI JOKYMEHTOINOTOKOB:

a) Bxosamuit 1OKyMEHTONOTOK-3TO. ... .

0) Ucxonmsmuii JOKyMEHTOMIOTOK-3TO. .. .

B) BHyTpeHHMIT JOKYyMEHTOMIOTOK-3TO. ... .

3) YcTanoBuTe MOCIIEI0BATENILHOCTE 00PaOOTKH BXOAAIINX JOKYMEHTOB
l)ucronHeHne TOKYMEHTOB;

2)IpueM | NepBUYHAs 00paboTKa;

3)moamyBKa JOKYMEHTOB;

4)peructpanys J0KyMEHTOB;

5)HampaBiieHHE Ha UCIIOJIHEHUE;

6)peBapuUTENHHOE PACCMOTPEHHUE;

7)KOHTPOJIb UCTIOTHCHHUS,

8)paccMoTpeHne JOKYMEHTOB.

4) lononHuTe OIOK-CXEMY.

1) cocraBiieHne MPOEKTA UCXOMAIIETO JOKYMEHTa,;

2)rpoBepKa NpaBHILHOCTH 0OPMIICHHS TOKYMEHTa;

3).....;

4)....;

) B

6) mpoCcTaHOBKA UCXOIAIIET0 HOMEPa Ha JOKYMEHTE;

7) npoBepKa MPaBUILHOCTH aJJPECOBAHUS;

8)....... ;

9) noamuBKa BTOPOTO 3K3EMILIIpA.

5) lomoJHuTe.

PerucTpaius JOKYMEHTOB - 3TO 3aIUCh , YYETHBIX, JAHHBIX O JOKYMEHTE IO ...
6)CootHecure.

1.Ha3zHaueHne JOKyMEHTOB 2.. llens peructpanuy J0KyMEHTOB
a) o0eceyuTh y4erT;

0) co3znaHue perucTpauoHHO-CIPAaBOYHOTO arapara;

B) OBICTPBII MOUCK;

T) IpellaHne FOPHIMYECKOM CHIIbI;

) TOTBEp K IeHHE (haKkTa CO3AAHUS TOKYMEHTOB;

€) KOHTPOJTb;

) TIOATBEPKICHUE (DaKTa NOCTYIUICHUS U OTIPABKH JOKYMEHTA.

7) JomosHute TpeGOBaHMS PETMCTPALUU JOKYMEHTOB.,

1) KaXIplil JOKYMEHT PETHCTPUPYETCS TOJBKO ... ;

2) BXOmsIlIKE TOKYMEHTHI PETUCTPUPYIOTCA ...

3) ucxosune 1 BHyTPEHHHE B ...;

4) BxoIIe, HCXOIIINE U BHYTPEHHHE TIOKYMEHTBI PETUCTPUPYIOTCS
8) BribepuTe npaBUIBHBIA OTBET.

Kakoii cpok OTBOJIUTCS XpaHEHHIO JOKYMEHTOB [0 MECTY UX (POPMUPOBaHU?

a)l rox; 0) 6 mecsines; B) 2 roja; ) 2 rona u Oojee.
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9) BribepuTe MpaBHIIbHBIN OTBET.

OCHOBHBIE IOKYMEHTbI YUeTa ....

a) OITNCB;

0) HOMEHKJIaTypa;

B) peTUCTpaIioHHas popma;

T) JIUCT-3aBEPHUTEID;

1) 00JIOKKa Jiena;

€) BHYTPCHHSS OMHUCH.

10) Jomonuure.

Homenxknarypa gein - 1o .....

11) ®yHKIMOHATFHOE HA3HAYCHHE HOMEHKIIATYPHI JCI.

a)...;

0) cuctemaTu3alys 1 y4eT Ael;

B) MPaBIUIBHBIN U OBICTPHII TTOUCK T

r)...;

a)...;

€)yueT JieJ BpeMEHHOTO XPaHCHHUS;

k) pazpaboTka HHHOPMALUOHHO-TIOUCKOBOH CHCTEMBI.

12) Mopsnok 3aBeaeHus aeit (ron).

a)...;0)...; .B)....; D..... )....; €)...; . K)....

1.0dopmiaenue gen- 310..

2.HyMepanus JUCTOB Jefia TPOU3BOIUT . ...

3.101s1 y4eTa JOKYMEHTOB B COCTaBe IOCTOSIHHOTO U BHYTPEHHEr0 XpaHEHHs COCTABJISIOT ... .

4.HOI[IHI/IBKa " NEPEIJICT MPOU3BOAUTCA B LECIAX O6eCHe‘IeHI/IH i
5. JJOKYMEHTBI BHYTPU JEJI PACIIOJIAT AIOT OBBIYHO B ... IOCJIEJOBATEJIRHOCTH

HpaKaneCKne 3aJaHUus

y3

Y4,

¥5§
Y.01.4;
V.01.11;
v.02.5;
¥.03.2;
¥.06.3.

3amaua 1.
yCTaHOBI/ITC 9TaIllbl pa60TI)I C UCXOaA1IInuM ,I[OKyMeHTOM. Pacnpe;[enMTe OTaIlbI I10 CXEMEC U COCAUHUTEC UX
CTpENKaMU.
Bol monmyynnu BXOJIAIINI TOKYMEHT MOCIIe paCCMOTPEHUSI PYKOBOJUTEIEM OPTraHU3allnH, T1e B PE30TIOIUH
OBLITO yKa3aHO 3aJjaHHE IOJTOTOBUTH OTBETHBIH JOKYMEHT ( TUCHMO)
1. corylacoBaHue;
2. HUCIIOJTHCHHUEC U ITOATOTOBKA IIOKyMeHTa;
3. 3aJjaHuUe 10 MMOATOTOBKE JOKYMCHTA;
4.11oncanue;
5. oTHpaBKa M PErUCTPAIHs UCXOISIICTO TOKYMEHTA;
6. perucTpanus BXOIAIIET0 MOCIe PACCMOTPEHUS PYKOBOTUTEIICM;

Cxema padoThl ¢ HCXOAS MM I0KYMEHTOM
Bua nokymenranuu CnenuajamucT oraena PykoBoaurenn Hcnoanureinb
JeJ0MPOH3BOACTBA OpraHu3anuu

Hcxopsmuii 1oKyMeHT
YXOIHUT B JPYTYIO
OpTaHU3AIHIO

3apayva 2.
IIpoananu3upyiTe U NOSICHUTE CIEAYIOUIYIO CUTYALHIO.

B nporecce ncnonuenust nokymenTa Ceprees I1A. (OTBETCTBEHHBIN UCTIOJTHUTEIH) HECKOIBKO pa3 MmepeaaBal
ero paboTHHKaM APYTHX moxapaszaeieHuii. Kormga motpeboBanoch BRISICHUTH, I7I€ HAXOAUTCS JOKYMEHT H KTO
B 3TO BpeMs ¢ HUM pabotaeT, cexperapb KomoBa C.T. He cMoria OTBETHTh Ha 3TOT BOINPOC, T.K. HE Obla
MOCTABJIEHA B U3BECTHOCTH O MOPAJKE UCIOTHEHUS JOKYMEHTA.

Kakne HapymieHust B XoJ1e BeA€HUsI KOHTPOJIS 32 UCTIOJTHEHHEM JIOKYMEHTa ObUTH JIOMyIIeHbI cirysx60i JJOY?
3apaua 3.

OdopMuTh 00JI0XKKY JieJIa TOCTOSHHOTO, TOJTOBPEMEHHOTO XPAHEHHSI. - UCTIONb3Ys YCTaHOBJICHHYIO (hopMy.
Hemo Ne 759.copmupoBanHo B MHOTOnpodmisHOM Koiwtemke mpu MI'TY B oTaene nenonpon3BoAcCTBa 3a
09.01.2016 — 26.12.2016. D10 JlokymenTsl 0 padbote apxuBa MK 3a 2016 r. Ha 127 mucrax.

3agaua 4.

CocraBbTe JINCT-3aBCPUTCIIb JCTIA.
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Ecmu neno Ne 05-04, B 1eno moAlmIMTO U MPOHYMEpPOBaHO 127 JUCTOB, €CTh NPOMYIICHHBIE HOMEPA JIUCTOB
42, 101, Tak ke JUCTHI BHYTPEHHEH OMUCH 3, MUTepHBbIE HOMepa JCToB 26A. Ilpu dhopmupoBanuu mena
OBLTO 0OHAPYKEHO, UTO JIUCT 97 pa3opBaH U CKIEEH, TUCT 54 MMeeT Hepa30OpUHBBINA TEKCT, JIUCT 84 CKIICCH
u3 6 IHCTOB.

3agaya 5.

IIpoananusupytime u nosachume CIeIyIOILYIO0 CUTYaIHIO.

Jns ymoOcTtBa paboThl KaXIslid cnenuanuct, padotarommii B OO0 «Cdepay, 3aBoauT cebe manku, Kyaa B
TEUEHHE OIPEEICHHOr0 MEpUOa BKIaIbIBAET COOTBETCTBYIOIINE JOKYMEHTHI. Ha 0010KKax 3amuchIBatoTCs
q)aMI/I.HI/I)I U WHULOHWAJIBI UCIOJHUTECIIA, a TAKXKC TC WM HWHBIC HANPABJICHUA €ro ACATCIbHOCTH, HAIpUMEP:
NBanos I1.P. M3roToBneHne U ycTaHOBKA PEKJIAMHBIX LIUTOB.

TakuM 00pa3oM, B Manke HaKaIIMBAIOTCS PAa3IMYHbIE JOKYMEHTHI, KaCAIOIINECs PELISHUs TAHHOTO BOIIPOCa:
MUCbMA-TMpCAJIOKCHU A, NMCbMa pCKIaMaliui, OTBETHBIC MHMCbMa Pa3JINMYHbIX opraﬂmaunﬁ u npe,unpmnnﬁ,
AOTOBOPBI, aKTbl U Ap. Korua JOKYMCHTOB CTAaHOBUTCS CJIMIIKOM MHOI'O, 3aBOAWTCA BTOpas MNarka ¢
aHAJIOTUYHOW 3aITMCHI0 HA 00JIOKKE C ToOaBIeHUEM ee HoMepa, Hanpumep: MBanos I1.P

W3roToBneHne M ycTaHOBKAa PEKIAMHBIX IMUTOB. Ne2 . B KOHLE roaa mamnku ¢ JOKyMEHTaMM IepefaroT
CEKpeTapro, KOTOPHI MOMENIAET X B OO mIKad, B OTAEICHNUS, TI€ XPAHATCS JOKYMEHTBI OIPEIEIeHHBIX
cnenuanicToB. CocTaB M KOJMYECTBO TOKYMEHTOB B KaXKJIOW ITalIKe HUKEM HE YUUTHIBAIOTCH.

Kak MOXHO oXxapakTepu3oBaTh CHCTEMY (OPMHUPOBAHHS A€ M ONEPATHBHOTO XPAaHEHHs JHOKYMEHTOB B
obmectBe? Kakum 00pa3oM oHa TO/DKHA OBITH OPraHU30BaHa, YTOOBI MOXKHO OBUIO JIETKO HAXOJHUTh HY)KHBIE
JOKYMCHTBI U UCKIIIOUUTH BO3MOKHOCTD UX HOTepI/I?

3agauva 6.

00O «Monoau» BO3IIIABISAETCS TE€HEPAIBHBIM AMPEKTOPOM, KOTOPBI MMEET IBYX 3aMeCTHTENeH: o
HKOHOMHYECKMM M TPOW3BOJCTBEHHBIM BOMNpocaM. B cTpykTypy ammapaTa ynpaBieHHs OOLIeCTBa BXOAST
Tpu (yHKUMOHANBHBIX monpaszaeneHus: ciayxba OV, Oyxranrepuss U otaen kaapoB. OcTaibHas 4acThb
KOJUICKTHBA — 3TO HWHXXCHEPHO-TEXHWYECKHEe pabOTHHKM © paboywe pasHbIX CIHEHUATBHOCTEH,
3aHUMAIOIINXCSl HETIOCPEIICTBEHHO IIPOM3BOACTBEHHON nesTenbHOCThIO. Ciyx6a JIOY mpencrasiena
CEKpEeTapuaToM, MMCIOIIMM B CBOEM COCTaBE UYETHIPEX COTPYJHHKOB: PYKOBOIWTEINS CEKpeTapHara, IBYX
CEeKpeTapeil 1 OTBETCTBEHHOTO 33 apXUB OOIIECTBA.

Onpenenure, KTO U3 TOJKHOCTHBIX JIMI MOXET BOWTU B cocTaB 3kcnepTHOM komuccun OO0 «Mosoan»?
Kro moxer ObITh Ha3HAYEH MpECcEaaTeNIeM U CeKpeTapeM KOMUCCUH?

IToxroToBeTe MpHKa3 O CO3JAaHUM JKCIEPTHON KoMuccud. B mpukase nokeH OBITH ONpeneNeH COCTaB
KOMHUCCHH, €€ 3a]]a4i, CPOK paboThl. MOXHO pykoBOaAcTBOBaThCs [IpaBumamu 2015.

Co31aTh CBOIO 3JIEKTPOHHYIO ITOYTY WM UCTIONIB3YITE yXKe IefiCTBYIOIIYIO, BEIOEPHUTE MMOATOTOBICHHBIE
paHee JOKyMEeHTHI (HChMa, IprKasbl.) OTipaBbTe 4 AMEKTPOHHBIX JOKYMEHTa CBOMM JPY3bsM Ha
9JIEKTPOHHBIE ajipeca. 3adUKCUPYHTE OTIIPABJICHHBIE TOKYMEHTHI CKPHHIIIOTOM.

Kpurepun ouenku 1uppepeHuupoBaHHOIO 3a4eTa

-«OTaMYHO» - TEOpPETUYECKOe COEp)KaHUEe Kypca OCBOEHO IOJIHOCTBIO, 0e3 MpoOesoB, yMEHHs
c(OpMUPOBAHbI, BCE MPEAYCMOTPEHHbIE NPOrpaMMON yueOHbIE 3aJaHUsl BBINOJHEHbI, KaueCTBO HX
BBITIOJTHEHUS OLIEHEHO BBICOKO.

- «XO0poI0» - TEOPETUUECKOE COAEPAKAHNE Kypca OCBOCHO IOJHOCTBIO, O€3 POOEIoB, HEKOTOPbIE
yMeHHsI c(OPMUPOBaHBl HEJOCTATOYHO, BCE IMPEAYCMOTPEHHbIE MPOrpaMMoOi YydeOHbIe 3aJaHus
BBINOJIHEHBI, HEKOTOPBIE BH/IbI 33JaHUH BBIITOJHEHBI C OIIUOKAMHU.

- «Y 1OBJIETBOPUTEIBHO» - TEOPETHUUECKOE COAEPKAHUE Kypca OCBOCHO YAaCTHUYHO, HO MPOOEIbl He
HOCAT CYIIECTBEHHOTO XapakTepa, HEOOXOJMMble YMEHHMS pabOThl C OCBOCHHBIM MaTepHalioOM B
OCHOBHOM C()OpPMHUPOBAHbI, OOJBIIMHCTBO MPEAYCMOTPEHHBIX MPOrpaMMoN 00y4YeHHs y4eOHBIX 3aaHui
BBINOJIHEHO, HEKOTOPBIE M3 BBHIIIOJHEHHBIX 331aHUI CO/IepKaT OMINOKY.

- «HeynoBiaeTBOpPUTENIBHO» - TEOPETHYECKOE COJAEp)KaHUE Kypca HE OCBOEHO, HEOOXOIUMbIE
yMeHUs He c(OPMHUPOBAHBI, BBINOJIHEHHBIE YUeOHbIE 33/1aHUS COAEPIKAT TPYObIE OMINOKY.
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[Tpunoxenue 1

OBPA3OBATEJIBHBIE TEXHOJIOI'MH, BKJIIOYASA AKTUBHBIE I HTHTEPAKTUBHBIE METO/Ibl ObYUYEHUS

Hasganue Ienp ncronb3oBaHus [Inanupyemslii pe3ynbTaT Onucanue nopsiika NCIoJb30BaHUs (AITOPUTM
o0pa3oBaTenbHON o0Opa3oBaTenbHON MCIIOJIb30BaHUs MPUMEHEHHMSI) TEXHOJIOTMU B PAKTUYECKOM
n/m TEXHOJIOTHH (C TEXHOJIOTUH 00pa30BaTeNbHON TEXHOJIOTUU npodeCCHOHATIBHOMN e TETLHOCTH
yKa3aHuEeM aBTopa) /
aKTUBHBIE U
WHTEPAKTUBHBIEC METOBI
o0y4deHus

TexHOoOorHsI MPOEKTHOTO | CO37aTh YCIOBUS, IpH [PaboTa 10 JaHHOW METOAMKE Paznen 1. O0miast xapakTepucTHKa JOKYMEHTALMOHHOTO

1 oOyuenus . [Iptoun, B.J[. | KOTOPBIX JTa€T BO3MOXHOCTb Pa3BUBaTh | 0OecrieyeHUs yIpaBiIeHuUs

Cumonenko, E.C. ITonar,
H.B. MaTsam

/ T'pymimoBast AUCKyCCHs

oOyuaroruecs:
npuoOpeTaroT
KOMMYHHUKATHBHbBIC
yMeHusl, paboTasi B
pa3IMYHBIX TPyIIax;
pa3BHUBaIOT y ce0s
HCCIICIOBATEIIbCKHE
yMeHusl (YyMEHUS
BBISIBJICHUS TTPOOJIEM,
cbopa nunpopmanuu,
HaOJIIOIeHNA,
MIPOBEICHUS
HKCIIEPUMEHTA,
aHaJIN3a, TOCTPOCHHUS
TUIIO0TE3, 0000IIeHHS ),
Pa3BHUBAIOT CHCTEMHOE
MBIIIICHUE

WH/IMBUyaJIbHBIC TBOPYECKUE
CIOCOOHOCTH yyanuxcs, ooyee
OCO3HAHHO MOAXOIUTh K
poeCCHOHAIIBHOMY 1
COLIMAIBHOMY
CaMOOIIPEICIICHUIO. .

1).KonnektuBHOE 0OCYXKICHHE:

1. undpopmanmu o JOKyMEHTaX U TpeOOBaHMIA K
odopmitennro. Mzydas mpumepbl 0OPMIICHHSI PEKBU3UTOB
nokymeHtoB B coorBercTtBuU ¢ ['OCTom 7.0.97.2016
CTYJICHTHI aHAJM3UPYIOT HE TOJIBKO MOCJIEI0OBATEILHOCTD U
MPaBWIBHOCTh O(DOPMIICHUS , HO M FOPUIUYECKYIO CHITY
JIOKYMEHTA.

2,0hopMIeHIE U BBISBIIEHUS 0COOEHHOCTEN B 0(OPMIICHUH
PEKBU3HUTOB YIPABICHUYECKUX IOKYMEHTOB.

Pazgen 2. Cucrembl JOKYMEHTAIlMOHHOTO OO€CTIeUeHUs
yIpaBIeHUS
Ha ocHoBanuu BuaoB u  (opMyssspoB-00pas3IoB

OpPTaHMU3AIMOHHBIX, PACTIOPSAUTENBHBIX, UH()OPMAIIMOHHO
- CIIPAaBOYHBIX JJOKYMEHTOB, a TaK K€ JOKYMEHTOB JINYHOT'O
COCTaBa CTYICHTHI XapakTEpU3YIOT MPUHAMICKHOCTh K
rpynne cucrembl OPJl, aHaIM3upyroT NOpPaBUWIbHOCTh
O(I)OpMHeHI/IH U PacCIlOJIOKCHUSA OCHOBHBIX PCKBU3UTOB
JIOKYMEHTOB.

Paznen 3. Opranusamus 10KyMeHTO000poTa

1. KonnexktuBHOE 00OCYKIEHUE:
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nH(popManuu O JTOKYMEHTOOOOPOTE W €ro MpaBUIBLHOM
OpraHu3alii B YIpPaBJICHYECKOW  JIEATEIBHOCTH.
OOcyxaeHne cxeM IOKyMEHTOOOOpOTa MpeNnpHusITus Hu
B3aMMOJICHCTBHE C YIPABICHYECKIMHU MPOIIECCAMH.

2.Ha ocHoBaHmM cxeMm, TaONWIl, MapHIPyTOB JBHKCHUS
CTYACHTBHl ONPEACTSAIOT W BBICTPAUBAIOT JIOTMYECKYIO
CTPYKTYpY  TpPHHIHIIOB, OICHOYHBIX  IIOKa3aTejeH,
KBATM(HUKALNIO  JOKYMEHTOOOOpOTa  OpraHu3aludl U
TBYKCHHUS JIOKYMEHTOITOTOKOB.

W3yunB OCHOBHBIE TIPUEMBI M METOJBl PErHCTPALUU
JOKYMEHTOB CTYJICHTBHI MCHOIB3YsI POPMBI PETHCTPALlH U
MPEUIOKEHHBIE MM JOKYMEHTHI, 3alOoJHAIOT (OpPMBI H
nenaloT BbIBOABL. [IpoaHanmn3upoBaB OCOOCHHOCTH U
(OpMBI COCTaBIIEHUSI HOMEHKJIATYPHI J€T., (POPMUPOBAHHS

JOKYMEHTOB JUIi XpaHEHHS CTYICHTHl COCTaBIISIOT
JIOTHYECKYIO CTPYKTYPY ¥ HaXOIAT PEIICHUS B 3aII0THCHUH
hopm.

HpOBO,Z[HT aHaJIn3 ACJI, JOKYMCHTOB TCKYLICTO XpPAaHCHMU,
Q)OpMHPYIOT AOKYMCHTBI JIs1 OpraHU3ali XpaHCHHUA, a
TaK K€ COCTAaBJIAOT HOMCHKIIATYPY €I CTPYKTYPHOI'O
noapa3acCiICHU.

3. O6yyaroniyiecss MUKpOTpyIIaMy MOArOTaBIMBAIOT
MaTepuai ( Buje Mpe3eHTaluii) Beaercss o0cykaeHue
MPOOJIEMHBIX BOIIPOCOB BHEJPEHUS M UCTIOIH30BAHUS
3JIEKTPOHHOTO JOKYMEHTO000pOTa U CPE/ICTB
TEJIEKOMMYHHUKAIUU Kak oHa U3 TexHozioruit JJ0Y. B
pe3yibTare 00CyXaAeHHus cHOPMUPOBAIN OOIIKE TTOHATHS
MMOCTaBJICHHOM TPOOJIEMBI.

[TpoGiemHoe oOyueHue.
. dwron, 1U.JIepuep

/ AHanu3 KOHKPETHOMN
curyaiuu ( opopmieHue
PEKBU3UTOB

TBOPYECKOE
OBJIaJICHUE 3HAHMIMM,
YMEHUSIMH,

HaBBIKAMU,
pa3BUBAIOTCS
MBICIIUTEIIbHBIE

Co3nanue B yueOHOU
JIEeSATEIbHOCTH POOJIEMHBIX
CUTyallui ¥  OpraHu3anus
aKTUBHOM  CaMOCTOSTEIbLHOM

JESTENIbHOCTH yJaluXcsl 0 UX
pa3pellleHUuI0 B pE3yJIbTaTe

Pazgen 1. OG6mas xapakTepucTuka JOKYMEHTAITMOHHOTO
obecrieueHus yrpaBIeHUsS

IIo mnpennoXeHHONM CUTYalUHU-YIPAKHEHUIO CTYIEHTBI
VMHJIMBUIYaJIBHO BBICTPauBaKoT, oopmIIIOT "
pacrioyiaraloT peKBM3HMTHI, Kak Ha OJlaHKe, TaKk M TpHU
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o0ecreunBarouX CIOCOOHOCTH Yero MPOUCXOJHUT TBOpUYECKOe | GOPMUPOBAHUH JOKYMEHTA

IOPUINYECKYIO CUITY OBIIAJICHUE 3HaHusAMH, | 1.CTyaeHTsl, u3ydas  pas3id4yHble BHIBl  OJIAHKOB,

JIOKYMEHTY); YMEHUSIMH, HaBbIKaMU, | GOPMYJISpEl JOKYMEHTOB B X0JI€ OOCYXJAEHUS COCTABISIOT

Pa3sBUBAIOTCS  MBICIIUTENBHBIC | IEPEUCHb PEKBU3UTOB, ONPEACISIOMNN KOHKPETHBIA BH
CIIOCOOHOCTH. JIOKyMEHTa, O1aHKa. Ml mMpoeKTUpYIOT TUTIOBBIE 00pa3IbI.

2. o mpennoKeHHOW CUTYalluU-yIPAXKHEHUIO CTYICHT
CaMOCTOSITENILHO PUHUMAET pellieHne, KaK MPaBHIbHO
IPOEKTUPOBAThH U PACIIOIIOKUTH PEKBU3UTHI OJIaHKa
Pazgen 2. CucteMbl 1OKyMEHTAIMOHHOTO 00eCTIeueHus
yIpaBJICHUS
[To mpeanokeHHbIM CUTYAIUSAM-YIPAKHEHUSM CTYACHTHI
MOJrOTaBIUBAIOT OPraHU3alMOHHBIE, PACTIOPSIUTENBHBIE,
UH(GOPMAIIMOHHO - CIIPABOYHBIE JJOKYMEHTHI U 00CYKIaI0T
MPaBUIILHOCTH UX cocTaBiieHus. Odopmisis
OpraHHU3aIOHHBIE, U JOKYMEHTHI JINYHOTO COCTaBa
CTYACHTHI PadOTAIOT ¢ YHU(DUITUPOBAHHBIMH (hOpMaMH U
00CYX1al0T MPAaBMIIBHOCTh UX O(POpMIICHUS
Paznen 3. Opranunzanus 10KyMeHTo000poTa
[To mpemIoKeHHBIM CHTYaIUSIM CTYACHTBI IPOBOJIST
00paboTKy TOKYMEHTOMOTOKOB, MMPOBOISAT aHATU3
MOKa3aTeJeH , COCTABISIOT MAPIIPYTHI ABHKEHHS
JIOKYMEHTOIIOTOKOB B OPraHU3aIlH, PETUCTPUPYIOT
JOKYMEHTBI, OTIPEJIENIAI0T KOHTPOJIUPYEMBbIE TOKYMEHTHI U

NH]OpMaIHOHHO TexHonoruszanus H3meHenue u Pabota ¢ moprasnom, TecTsl.

KOMMYHUKAIHOHHbIE PYTHHHBIX TIPOIIECCOB | HEOTPAaHWMYCHHOE 00OTaIIeHNE

TeXHOTOTHHL, C LIEeTIbIO coJiepKaHusl 00pa30BaHUs,

MCTAHIHOHHBIE BBICBO60>K{[CHI/I$I HCIIOJIb30BaHUE

TBOPUYECKOM SHEPTUU | HMHTETPUPOBAHHBIX KYPCOB,
obpasoBaTebHbIE JINYHOCTH noctyn B MHTEPHET.

texHosioruu (A.U.
SxoBeB)

COBPEMEHHOTO
oOrrecTBa.
obecrieueHus eIUHOMN

IIpumeHeHue cpencrs
nH(popMaTHU3AIHT 1
TEJIEKOMMYHUKALUU, [IPH
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0a30B0#1 HIOATOTOBKH
yUanmxcst
HE3aBHCHUMO OT
TEPPUTOPHUATHHOTO
PacIOI0KCHUS
y4eOHOr0 3aBeJICHUS,

OTIOCPEIOBAaHHOM HJIH HE
MOJTHOCTBIO OMOCPEIOBAHHOM
B3aUMO/ICHCTBUA
oOyyaroierocs u
MeIarOrMYecKoro paboTHUKA

310poBbrecOEperaromme

Texuonorum (B. /1.
COHBKHH)

obecneyuThb
BBIIIYCKHUKY BBICOKHI
YPOBEHB PEaIbHOTO
3JI0POBbSI, BOOPYKUB
€ro He0OXOIUMBIM
0ara)xoM 3HaHHM,
YMEHH, HaBBIKOB,
HEOOXOOUMBIX IS
BEJICHUS 37I0POBOTO
o0pa3za xu3Hu, U
BOCIIMTAB Y HETO
KYJIBTYPY 370POBBSI.

Hcnonn30BaHue JaHHBIX
TEXHOJIOTHI MTO3BOJISIOT
PaBHOMEPHO BO BpeMsI 3aHATHUS
pacipenensiTh pa3IuyHbIe
BH/IbI 33JJaHUH, YepeI0BaTh
MBICJIUTENIBHYIO JESTEIbHOCTh
¢ GU3MHUHYTKaMH, OIIPEIENATh
BpeMs MTOJauu CJI0KHOTO
yueOHOro MaTepuana,
BBIJICJISITH BpeMsI Ha
MIPOBEJICHUE CAMOCTOATEIbHBIX
paboT, HOPMAaTHBHO
npumensaTh TCO, yTo maet
MOJIOKUTEIBHBIC PE3YIHTaThI B
00y4eHuHN.

PaBHOMEpHOE pacnpeienieHne pa3InuHbIX BUIOB 3a1aHUH,
YepeI0BAaHUE MBICIIUTEIIbHON JESATEIbHOCTH C
(bu3MuUHYTKaMH, BO BpeMs 3aHsaTHs, npuMmererue TCO.

31




NEPEYEHb IPAKTUYECKHX 3AHATHI

[Ipunoxenue 2

Pasnesnl/TemMbl Temsbl npakTHyecknx/aadoparopusix | Konnuecrso B (popme TpedoBanus
3aHATHH YyacoB NMPaKTHYeCKOH oroc
NOATOTOBKH CI1o
(ymeTn)
Paszen 1. Paznen 1. OGiuas xapakTeprCTHKA 2 2 Vi1;V2;
JOKYMEHTAlIMOHHOTO 00ECIICYEHHUS yITPaBIICHUS] Vo0 02.03,
Tema 1.2. ITpakTryeckas pabota Ne 1. 2 2 Vo 02.06 -
Odopmienue Odopmienne PEKBU3UTOB Y0 02.09,
JOKYMEHTAIINH B 00eCIeYnBaIONINX OPUIUUECKYIO CHITY Y0 03.02,
COOTBETCTBHUH C JOKYMEHTaM Vo 04.01
HopMaTuUBHOH 0azoii | OdopmiteHue pa3IuuHBIX BUIOB
OmaHKoB 1 hopmyIsapa - oOpasia Y0 06.01,
Paznmen 2. CucreMbl JOKYMEHTAIIHOHHOTO 00ECTICUEHUS 8 8 Vi1; V2
yIpaBJICHUS
Tema 2.1. IMpaktuueckas pabora Ne 2. PaspaboTka 2 2 V1;V¥2;
YaudunupoBaHHas u  odopMICHHE  PaCHOPSIAUTEIBHBIX Vo0 01.05,
cucremMa JOKYMEHTOB Vo 01.06 -
OpTaHU3AIMOHHO - Yo 01.10,
PacHopsIIUTEIbHON Y0 02.05 -
JOKYMEHTAIINN V0 02.09,
Yo 04.01
VY0 06.01 -
VYo 06.03,
Ipaktuueckas pabora Ne3. PaspaboTka 2 2 V1;V¥2;
5 odopmiieHrE CIIPaBOYHO - Vo 01.05,
“H(OPMAITUOHHBIX JIOKYMEHTOB( Vo 01.06 -
CIIy’)keOHOE€ TIHCHMO, IIPOTOKOJ, akT, Y0 01.10,
JOKJIaTHAsT 3aIThCKa, cITykeOHas Vo 02.05 -
3ammcKa) V0 02.09
Yo 04.01
VYo 06.01 -
Yo 06.03,
Tewma 2.2. IMpaktuueckas pabora Ne4. PaspaboTka 2 2 V1;V¥2;
HoxymeHranus o u  odopmicHHE JOKYMEHTALMH 110 Vo 01.01 -
TPYAOBBIM JUYHOMY COCTaBy C HCIIOJIb30BAHUEM Vo 01.11,
OTHOILIEHUSM YHUPHUIMPOBAHHBIX (HOPM Vo 02.07 -
VY0 02.09,
Yo 04.01,
Yo 06.01
Yo 06.04,
Tema 2.3. [MpakTHyeckast pabora Neo 5. 2 2 V1; V2,
HoxymenTanus CocragiecHue u odopmiteHHE Yo 01.01 -
npodeccuoHanbHON JOKYMEHTOB TI0 mpodeccHoHaTbHON Vo 01.11,
JeSITeIEHOCTH JeSITENTEHOCTH (ToBepeHHOCTH, V0 02.07 -
MPETEH3UU U UCKOBBIC 3asIBJIICHUA). V0 02.09,
Yo 04.01,
Yo 06.01,
VYo 06.04,
Pasnen 3. Opranusaiius J0KyMEHTO000pOoTa 6 6
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Tema 3.1.
TexHomorns u
MIPUHIIATIBI
OpraHHU3aIUU
JTOKYMEHTO000pOoTa

[IpakTuueckas padora Ne 6

CocraBpiieHUe 3TaIloB U onepanun

00pabOTKH JOKYMEHTOB.

V4,

Yo 01.04,
Yo 01.06,
Y0 01.07,
Vo 01.10,
Yo 01.11,
Y0 02.01 -
Y0 02.09,
Yo 03.01,
Y0 03.02

[paktuueckas padora No 7
[ToarotoBKa JOKYMEHTOB JIst

(hopMHpOBaHUS M XpaHEHUS JIENT

V5

Y0 01.01 -
Yo 01.10,
¥002.01 -
Y0 02.09,
VY0 03.02,
Y0 03.10

Tema 3.2.
TexHonorus
ABTOMAaTU3UPOBAHHOU
00paboTku
JOKYMEHTaIuu

[IpakTnueckas padora Ne 8

INepenava uHpopmaIyu U CpeaCTBa
TEIEKOMMYHHUKAIIMOHHBIX TEXHOJIOTHH B

3JIEKTPOHHOM JJOKYMEHTO000pOTE

V3: V4,
Vo0 01.05 -
Vo0 01.10,
Vo0 02.05 -
Vo 02.09,
Vo0 03.02,
VYo 06.01 -
VYo 06.03

UTOIo

16

16
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OBPA3OBATEJIbHBI MAPIIPYT

[punoxenne 3

KonTposaupyembie
Konrpoabna KonTpoaupyembie
o TouKa pa3jlfﬂbl (Tembl) PEIYALTATDI OueHoYHbIE CPeACTBA
Y4eOHOI AMCIHIIHHBI
Nel Paznen 1. Paznen 1. OK. 02; 3.02.1; Py0Ge:xxnasa Konrpoannay Tect
Oo6mas xapakrepuctuka | ¥Y.02.6; padora Nel [MpakTnyeckas pabora
JIOKyMEHTaLIMOHHOTO OK.03; 3.03.2; [IpakTuueckoe 3aganue
obecreyeHus Vv.03.2;
yIpaBJIeHUS OK.04; 3.04.2;
v.04.1;
OK.06; 3.06.3.
IIK.2.2; V1; 31;
Ne2 Pasngen 2. CucreMsbl OK. 01; 3.01.7; Py6exunas Tect
JOKYMEHTAIHOHHOT 0 V.01.1; ¥.01.4; KonrpoabHas pa6ora | IIpaktuueckue paboTsl
obdecneueHust OK.02; 3.02.1; No2 IMoprdonmo
yIpaBJIeHHSA Vv.02.5;
OK.04; 3.04.2;
VY.04.1;
OK.06; 3.06.3
V.06.4;
I[IK.2.2; V1;¥2;32;
34;
Ne3 Pazgen 3. OK.01; 3.01.3; Py0exnas Konrponpnast | Tect
Opranuszanust V.01.4;¥.01.11; pabora Ne 3 [paktudeckas padoTa
JOKYMEHT0000poTa OK.02; 3.02.1; Keiic-3anaua /
v.02.5; CUTyallMOHHAs 3334
0K.03; 3.03.2;
¥.03.2;
OK.06; 3.06.4
IIK.2.2; ¥2;¥V3;32;
34;
Ne4 Homyck IHoptdoano 1. Ilpaktudeckas paboTa
3a4yery 2. IlpakTryeckoe 3aiaHne
3. [Moptdhonmo
4.CuTyallMOHHBIE 3a]1a4a
IIpomexxkyTou nuddepeHIrpoBaHbIit OK.01 OK. 02; HUrorosasi 1. Tect
Has 3a4eT OK.03; KonTpoabnas 2. [IpakTudeckoe 3agaHne
arrecranus OK.06;0K.04; padora
IK.2.2;
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JIUCT PETUCTPAIIUU UBSMEHEHU U JONTOJITHEHUAM

Ne | Pasgen paboueii Kpatkoe comepxanve U3MEHEHU/ TOTOTHEHUS [Hara, [Monmnuce
/i MPOrpamMMBbI Ne mporokona mpecenaTes
3aceaHus MK
K
Pabouas nmporpaMmma yueOHOU JIUCIUTUTHHBI
«JlokyMeHTaIoOHHOE obecrieycHue YIIPABJICHHUS »
aKTyanu3upoBaHa. B pabodyro mporpaMMmy BHECCHBI CIICAYIOIIHEC
HM3MCHCHUS:
1 | 3 VCJIOBUA . YueOHO-MeTonuueckoe W uWH(popMmanuoHHoe obecredenue | 13.09.2023 r.
PEAJ'II/I31§’LII/H/I peanu3anuy NporpaMMbl YUTATh B HOBOM peAaKINu: IIporoxon Ne 1 W Ty
YYEBHOU |
JUCHUTUINHBI OcHoBHas JIUTEpaTypa
1. 3.2 YueOHo- 1. beikoBa, T. A. JlokymeHTalMoHHOe oOecrieueHne
METOIUYECKOE U | yIpaBiIeHHs! (JeTONpPOU3BOJCTBO) [DIEKTPOHHBIN pecypc]
nHpOpMALMOHHO | yuebHoe mocobue / T. A. Beikoa, T. B. Kysuenosa, JI. B.
e obecrieuenune Cankuna ; iox o6, pen. T. B. Ky3uenosoit. — 2-¢ u3., mepepad.
peanuzanumn u norn. — Mocksa : UHOPA-M, 2020. — 304 c. - Pexum goctyna:
TPOrpaMMBbI https://znanium.com/catalog/product/1070624

2. KynseB, H. H. HHudopmaimoHHble TEXHOIOTUH B
JOKYMCHTAIIlUOHHOM O6CCHC‘ICHI/II/I praBJ’leHHﬂ 1 apXUBHOM JICIIC
[OnexrponHsblit pecypc] : yueOnuk ans By3oB / H. H. Kynses, T.
B. Konppamiosa, E. B. Tepentbena, A. I'. ®abpuunoB ; oz o0.
pen.a.to.H., npod. H.H. Kynsesa. — Mockga: Jloroc, 2020. — 408
c. — (HoBas crynenueckass Oubnuorexa) — ISBN 978-5-98704-
786-6. - Pexum JIOCTYTIA!
https://znanium.com/catalog/product/1211641

JononHurenpHas IMTEpaTypa

1. brikoBa, T. A. JloxkymeHTammoHHOe obecneueHne
yIpaBJeHUsS HEroCyAapCTBEHHBIX OpraHu3anuii [DIeKTPOHHBIN
pecypce] : yuebnoe nocodue / T. A. Beikoa, JI. B. Cankuna. — 2-
e u3[1., nepepad. u non. — Mocksa: HUL[ UHOPA-M, 2020. — 302
c.: 60x90 1/16. — ISBN 978-5-16-010379-2. — Pexxum jgocrymna:
https://znanium.com/catalog/product/1072260

2. Kysuenos, U. H. JIoKyMeHTaMOHHOE OO€ECIIEUEHHE
ynpasiacHus. JJoKyMeHTO00O0pOT M IeIONPOU3BOACTBO : YUCOHUK
M TIPAKTUKYM JUISL CPEIHEr0 MPOheCcCHOHAIBHOrO 00pa3oBaHms /

W. H. Ky3nenoB. — 3-¢ wu3n., mepepad. m gom. — Mocksa :
WsnarenscrBo IOpaiir, 2021. — 462 c. — (IIpodheccruonanbuoe
obpazoBanue). —  ISBN 978-5-534-04604-5. —  Pexum

nocryma:: https://urait.ru/bcode/470020

3. Kopnees, . K. JlokymeHTammonHoe obecredeHne
yhpaBieHus [DIeKTPOHHBIA pecypc] :: YIeOHHK WM IPAaKTUKyM
s cpegHero npodeccmonampHOoro obpaszoBanms / U, K
Kopnees, A. B. [Tenko, B. A. Mantypues. — 2-¢ u3j., nepepa0.
u nmort. — Mocksa : UzmarensctBo FOpaiit, 2022. — 384 ¢. —
(ITpodeccuonanproe obpaszopanue). — ISBN 978-5-534-05022-
6. — Pexxum gocryna: https://urait.ru/bcode/492541
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