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Pabowas mporpamma auctumuiuHbl  «OCHOBBI  TOKYMEHTAlIMOHHOTO
oOecnieueHus opranu3anus GpuHancoBoii chepsl» pazpadotana Ha ocHoBe PI'OC
BO ©OakamaBpmatr mo HampaBieHuto moarotoBku 38.03.01 DxoHOMmKa

YTBEPKJICHHOIO MpUKa3oM MuHucTtepcTBa 00pa3oBaHus U Hayku PD 12 aBrycra
2020 r. Ne 954

ABTOD:
JIOLICHT, K.3.H. W M. C. OpexoBa

Pabouas mporpamMmMa o0cyk/IeHa U PEKOMEHJIOBAaHA K YTBEPXKJICHHUIO PEIICHHUEM
Kadeapsl TocyIapCcTBEHHOTO0 U MyHHUIMMNANbHOTO yrpaBieHus ot 24.04.2023 r.,
npoTtokoi Ne 8.

JI-p 3KOH. HAyK, JOLICHT E. H. benkuna
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PaGouas nporpamMma ogo0peHa Ha 3acelaHud METOIUYECKON KOMUCCHH (paKybTeTa
«DuHAHCH ¥ KpeauT», TpoTokoi oT 22.05.2023 r. Ne 10.

[Ipencenarens
METOUIECKON KOMUCCHH -
KaH/. SKOH. HayK, JOIICHT ‘ T. I1. HocoBa

PykoBonurens
OCHOBHOW Tpo(deccroHaIbHOM
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1 I.Ie.m; H 3aJa491 OCBOCHHUA NTUCIHUIIJINHDBI

Heabro  ocBoeHuss  AUCHMIUIMHBI ~ «OCHOBBI  JJOKYMEHTAI[MOHHOTO
oOecrieueHus: B OpraHu3anuax (UHAHCOBOM cdepb» sBIgeTCS (opMuUpoBaHUe
KOMILJIEKCA 3HAHUW O TOKYMEHTHUPOBAHUM U OpraHu3aiiui paboThl C JOKYMEHTaMU
U TPAKTUYECKUX HABBIKOB pabOThl C JOKYMEHTAaMHU B OpraHU3alMsIX BCEX
OpraHU3aIMOHHO-TIPABOBBIX (hOPM.

3ajavyu IMCUMUIIMHBI:

- 03HAaKOMHTH OOYUAIOMIUXCS ¢ OOIMUMH TTPUHITUTIAMHU JTOKYMEHTAIIMOHHOTO
oOecrieueHuss ACATEIHPHOCTA OpPTaHU3AIMKA, C TOPSIKOM TOKYMEHTHUPOBAHHS H
OpraHu3aluu padoThl C JOKYMEHTAMU;

- HAyYUTh OOYYAIOIIMXCS CUCTEMATU3UPOBATH HHPOPMAITAIO TIO OTACITbHBIM
KaTeropusiM U BUIaM JIOKYMEHTUPOBaHHOU HH(OpMaIUK;

- O03HAKOMUTH OOYHYAIOMIMXCS C OpraHu3aliedl paruoHAIbHOIO JABUKCHUS
JIOKyMEHTOB B OpraHU3allMgX MPU BHYTPEHHUX U BHEIIHUX KOMMYHUKAIIUSX;

- Hay4YUTh OOy4YaIOIIMXCA Ka4eCTBEHHO U OBICTPO HaXOAUTh, 00pabaThIBATh
U CHUCTEMAaTU3MpPOBaTh  JOKYMEHTHPOBAHHYIO  HH(pOpMamuio B  IEIAX
CBOEBPEMEHHOTO MPUHATHS COOTBETCTBYIOIINX YIIPABICHUECKUX PEIICHUM;

- 00yuuTh 00OyYaronMXcs npaBuiiaM u opmam J1eI0BOM MEPErrCKH.

2 IllepeyeHb MJIAHHMPYeMBIX Ppe3yJbTATOB OOY4YeHHSA 1O
IlI/ICHI/IHJII/IHe, COOTHECEHHbIX C HJIaHI/lpyeMI)IMI/I pCBYJIbTaTaMI/I
oceoenus OIIOII BO

B pesyabrare oCBOCHM AUCHMIVIMHBI (OPMHPYIOTCH CJeayHOLue
KOMIIETEeH UM

YK-4 — cnocobeH OCyHIeCTBISATh JIETOBYI0 KOMMYHHUKAIIUIO B YCTHOW U
MUChbMEHHOM (opMax Ha TroCyIapCcTBEHHOM si3bike Poccuiickoit ®enepauuu u
MHOCTpPaHHOM(BIX) s3bIKE(AX).

3 Mecto nucunmiuibl B cTpykrype OITOII BO

«OCHOBBI JOKyMEHTAIMOHHOTO O0ECIIEYEeHHs] B OpraHu3alusIX (PUHAHCOBOU
chepb» sBisieTcss auctuiuimHo BapuaTuBHOW uvactu OIIOII BO moaroroBku
oOyuatommuxcst 1o HampaBieHuto 38.03.01 DOxoHoMHKa, HampaBICHHOCTh
«DUHAHCHI U KPEUT».

4 Oobem qucuuiuInHbI (108 yacoB, 3 3aUeTHBIX €IMHHUIIbI)

O0beM, yacoB

Bunsl yueOHoit paboThI

Ounas OuHo-3204YHas




. O6beM, yacoB
Bunpl yue6HOM paboTh
Ounas OuHo-3a04Has

KonTakTHas padora
B TOM YHCIIE:
— ayJIUTOpHas 10 BUIaM 50 99
y4eOHBIX 3aHATUI

—— JICKIAH 34 10

—— NPaKTUYECKHE 16 12

—3a4er 1 1
CamocrosiTesibHasi padoTa 57 85
B TOM YHCIIE:
—— IIPOYHE BU/IBI 57 85
CaMOCTOSITEIIbHOM PabOTHI
Hroro nmo xucuuninHe 108 108

5 Coaep:xanue IMCHUNIUHbBI
[To uroramMm wu3yyaeMoW NUCHUIUIMHBI CTYyACHTHI (oOydyaromuecs)) CIaroT

3a4CT.

3a04HOM (POpMBI OOyUEHHUS.

JucruminHa u3ydaeTcss Ha 2 Kypce, B 3 CeMecTpe Mo y4eOHOMY IIaHy
ouHOM (popmbI 00yUeHUs, HA 2 Kypce, B 3 CeMecTpe M0 y4eOHOMY ILIaHy OYHO-

Conep:kaHue ¥ CTPYKTYpPa IMCHHUIIMHBI IO 09HOI (popMe 00yueHus

Buabl yueoHoii padoTsl, BKiIIOYas
€aMOCTOSATENBHYIO PadoTy CTYeHTOB
U TPY/10eMKOCTh (B Yacax

=
=
=
g
S B TOM BTOM | Jlabopa | BTOM
; o qucie B YHciIe | TOPHbIE | 4YHCIE B
No Tema. g § (bopme B 3aHATHS | (opme
/o OcHoBHbIE BOIIPOCHI % E HpaKTI:I Hp aKTH (I)Op M 1p aKTI:I CamocTos
= @) Jleky | deckod | ueckue e YeCKOU
>, uu MOATOT | 3aHATHA | TPaKT nogror | oM
= % paboTta
E OBKH HYECK OBKH
s oM
S noaro
TOBKH

OcHoBBI

AOKYMCHTAIIMOH

HOTO

obecrieyeHus

YIIpaBJICHUSA

1 | (070Y) - VK-4 3 4 2 4

TEPMUHBI,

onpeeneHus

1.ITonsitue

0)1(0)

2.




/o

Tema.
OCHOBHBIE BOTIPOCHI

dopMHpyeMble KOMIETEHIHA

CemecTp

Buae! yueOHoii padoTsl, BKIIOYasA

CaMOCTOAITEJbHYI0 padoTy CTY/IEeHTOB
M TPYA0eMKOCTbH (B Yacax)

Jlek1y
3078

B TOM
Yucie B
¢bopme
MPaKTH
qecKon
MOATOT
OBKH

IIpaktu
YecKne
3aHATHA

B TOM
qrcie
B
¢bopm
e
MpaKT
MYECK
oM
MOATO
TOBKH

Jlabopa
TOpPHBIC
3aHATHA

B TOM
YHCIIE B
tbopme
MIPaKTH
JecKoi
MOJAroT
OBKI*

Camocros
TeabHAs
pabora

JIOKyMEHTHPOB
aHue
JIeITSIbHOCTHU
OpraHu3aIHH

3. Cocran
PEKBU3HUTOB
OP/]

4. Opranu3anus
paboThI C
JIOKyMEHTaMH

JIOKyMEHTHPOB
aHue
pacnopsiiuTeNb
HOM
NeATEIIbHOCTH
1.CoctaB n
0COOCHHOCTH
pacropsIuTeIb
HBIX
JIOKYMEHTOB

2. CocraBieHne
u odopmieHUE
OTJICJbHBIX
BHJIOB
pactopsiiuTeNb
HBIX
JTIOKYMEHTOB

YK-4

JIOKyMEHTHPOB
aHue
UCTIOJTHUTENBCK
oi
JesTeNbHOCTH
1.CocraB n
0COOEHHOCTH
CIIpaBOYHO-
MH(POPMAIMOHH
BIX JIOKyMEHTOB
2. CocraBnenue
u odopmIIeHHE
OTJEeNBHBIX
BUJIOB

YK-4




/o

Tema.
OCHOBHBIE BOTIPOCHI

dopMHpyeMble KOMIETEHIHA

CemecTp

Buae! yueOHoii padoTsl, BKIIOYasA

€CaMOCTOATEIbHYI0 Pa00Ty CTYICHTOB

H TPYI0EeMKOCThH (B 4acax

)

Jlek1y
3078

B TOM
Yucie B
¢bopme
MPaKTH
qecKon
MOATOT
OBKH

IIpaktu
YecKne
3aHATHA

B TOM
qrcie
B
¢bopm
e
MpaKT
MYECK
oM
MOATO
TOBKH

Jlabopa
TOpPHBIC
3aHATHA

B TOM
YHCIIE B
tbopme
MIPaKTH
JecKoi
MOJAroT
OBKI*

Camocros
TeabHAs
pabora

CIIPaBOYHO-
nH(pOpMaMOHH
bIX JJOKYMEHTOB

JIOKyMEHTHPOB
aHue
OpraHU3aIMOHH
O-TIPAaBOBBIX
OTHOIIICHHUH
1.CocraB u
0COOEHHOCTH
OpraHu3aIMOHH
O-TIPaBOBBIX
JTIOKYMEHTOB

2. CocraBiienue
u odopmieHHE
OTAEIbHBIX
BHIIOB
OpraHU3aIMOHH
O-TIPABOBBIX
JJOKYMEHTOB

YK-4

JIOKyMEHTHPOB
aHue TPYIOBBIX
MIPaBOOTHOIIEH
5178
OpraHu3aluu
1.Cocras
JOKYMEHTOB 10
JINYHOMY
COCTaBYy

2.
JIOKyMEHTHPOB
aHue MpOoLECCOB
KaJIpOBBIX
IEPEMEILICHUH B
OpraHu3ayu

VK-4

Perucrpanus
JOKYMEHTOB
1.®yHKIIMHN
perucTpanuu
2. Bunei u

(hopMbI

YK-4




/o

Tema.
OCHOBHBIE BOTIPOCHI

dopMHpyeMble KOMIETEHIHA

CemecTp

Buae! yueOHoii padoTsl, BKIIOYasA
€CaMOCTOATEIbHYI0 Pa00Ty CTYICHTOB
H TPY/I0eMKOCTh (B 4acax)

Jlek1y
3078

B TOM
Yucie B
¢bopme
MPaKTH
qecKon
MOATOT
OBKH

IIpaktu
YecKne
3aHATHA

B TOM
qrcie
B
¢bopm
e
MpaKT
MYECK
oM
MOATO
TOBKH

Jlabopa
TOpPHBIC
3aHATHA

B TOM
YHCIIE B
tbopme
MIPaKTH
JecKoi
MOJAroT
OBKI*

Camocros
TeabHAs
pabora

perucTpanuu

Kontpouns
HCTIOJIHCHUS
JIOKYMEHTOB
1.enu
KOHTPOJIA
HCTOJIHCHUS
JIOKyMEHTOB
2. Bunael
KOHTPOJIA
HCIOJIHCHUS
JIOKYMEHTOB

YK-4

Opranuzanus
TEKYILIETOo
XpaHEeHUs
JIOKYMEHTA B
OpraHu3aIuu
1.Homenknaryp
a 1en

2. [IpaBuna
¢dbopmupoBaHus
aen

YK-4

ITogroroska
JIOKYMEHTOB K
neperayy Ha
XpaHeHue B
apXxuB
1.OkxcnepTHbIe
KOMHUCCUU
OpraHu3auu
2. IlpaBuna
MO/ATOTOBKH
JIOKYMEHTOB Ha
XpaHeHue

YK-4

10

I'ocynapcTBenn
oe
peryiupoBaHue
10y
1.3akoHOOaTEIb
HOE
PETYIUPOBAHKE

YK-4




Buae! yueOHoii padoTsl, BKIIOYasA
€CaMOCTOATEIbHYI0 Pa00Ty CTYICHTOB

=
E H TPY/I0eMKOCTh (B 4acax)
E B TOM BToM | Jlabopa | BTOM
E o YHCIIe B YHCIie | TOPHBIE | YHCIE B
No Tema. g § bopme B 3amsts | dopme
0/ | OCHOBHBIE BOIIPOCHI % z p aKTIf Hpaxmit | dopwm HpaKTI:I Camocros
= @) Jlexn | yeckoil | 4deckue e YECKOU
z. uu HOATOT | 3aHATHS | IPaKT momror | | obHad
9 OBKH HYECK OBKH* padora
= .
= oM
= HOAro
TOBKH
2. HopmarusHo-
METOANYECKOEC
peryaupoBaHue
PernmamenTanus
JI0Y B
OpraHu3anuu
1.NHcTpyKkuus
no 10Y
11 2. Tabens Gopm VK4 3 5 1 7
YHpaBJICHUYCCKHU
X JOKYMEHTOB
3. AnpooM
bopm
YHpaBJICHUYCCKHU
X JOKYMEHTOB
Hroro 34 16 57

Conep:xanue ¥ CTPYKTYpPa TUCUMILIMHBI 10 09HO-32049HO hopMe 00ydyeHuUs

Buabl yueoHoii padoTsl, BKiIIOYas
= CaMOCTOSITETbHYIO PA0OTY CTY/IEHTOB
g M TPYA0eMKOCTb (B Yacax)
5]
5 B TOM BTOM | Jlabopa | BTOM
; qucie B 4ucie | TOpPHBIE | 4HCie B
Ne S E‘
= Tema g 5 ¢bopme B 3aHATHS | Qopme
. 2
II 2]
/ OCHOBHBIE BOIPOCHI = z npakTH Hpaxtn | dopm TPAKTH - o vocTos
o = &) Jlekuy | 4eckoii | udeckue e YecKou
= uu MOATOT | 3aHATHSA | MPaKT MOJATOT TebHAR
= % pabora
; OBKH HYECK OBKH
= oit
S noAro
TOBKH
OcHOBBI
JOKYMCHTAIIMOH
1| VK-4 | 3 2 2 8
o0ecnieueHus




Tema.
OCHOBHBIE BOTIPOCHI

®opMupyemMbie KOMIETEHIIMH

CemecTp

Buae! yueOHoii padoTsl, BKIIOYas
CaMOCTOSATEIbHYI0 PA00Ty CTY/ICHTOB

H TPY/I0eMKOCTh (B 4acax)

Jlek1y
3078

B TOM
Yucie B
¢bopme
MPaKTH
qecKon
MOATOT
OBKH

[IpakTu
YEeCKHUe
3aHATUA

B TOM
qrcie
B
bopm
e
TIPaKT
HYEeCK
oil
MOJTO
TOBKH

Jlabopa
TOpHBIE
3aHATHUSA

B TOM
YHCIIe B
¢dopme
MPaKTH
qecKoi
MOArOT
OBKU*

Camocros
TeabHasA
pabora

yIpaBiaeHUs
(O40Y) -
TEPMUHBI,
onpeeaeHus
1.ITonsatue
oaoy

2.
JloxymeHTupoB
aHue
JeATETbHOCTH
OpraHu3aIu

3. Cocras
PEKBU3HUTOB
OPJl

4. Opranu3zarnus
paboThI C
JIOKYMEHTaMU

JloxymeHTupoB
aHue
pacmiopsAuTeNh
HOM
JIeITeIIbHOCTH
1.CocraB n
0COOEHHOCTHU
pactopsiANTEIh
HBIX
JIOKYMEHTOB

2. CocTaBieHue
u opopmiieHne
OTACIBHBIX
BHJIOB
pacriopsiAuTeNh
HBIX
JIOKYMEHTOB

YK-4

JloxymeHTHupoB
aHue
HCIIOTHUTENLCK
oH
JIeATEIIbHOCTH
1.CoctaB u
0COOEHHOCTH

VK-4




Tema.
OCHOBHBIE BOTIPOCHI

®opMupyemMbie KOMIETEHIIMH

CemecTp

Buae! yueOHoii padoTsl, BKIIOYas

CaMOCTOSATEIbHYI0 PA00Ty CTY/ICHTOB

H TPY/I0eMKOCTh (B 4acax)

Jlek1y
3078

B TOM
Yucie B
¢bopme
MPaKTH
qecKon
MOATOT
OBKH

[IpakTu
YEeCKHUe
3aHATUA

B TOM
qrcie
B
bopm
e
TIPaKT
HYEeCK
oil
MOJTO
TOBKH

Jlabopa
TOpHBIE
3aHATHUSA

B TOM
YHCIIe B
¢dopme
MPaKTH
qecKoi
MOArOT
OBKU*

Camocros
TeabHasA
pabora

CIPaBOYHO-
nH(pOpMaInOHH
BIX JIOKYMEHTOB
2. CocraBiieHue
u oopmiieHue
OTJICITbHBIX
BUJIOB
CIIPaBOYHO-
UH(POPMALMOHH
BIX JIOKYMEHTOB

JloxkymeHTupoB
aHue
OpraHU3aIMOHH
O-TIPAaBOBBIX
OTHOIIICHUH
1.CocraB n
0COOCHHOCTU
OpraHU3aIMOHH
O-TIPABOBBIX
JIOKYMEHTOB

2. CocraBiieHue
u oopmIiieHHE
OTJEIBHBIX
BHUOB
OpraHU3aIMOHH
O-TIPaBOBBIX
JIOKYMEHTOB

YK-4

JloKyMeHTUpOB
aHue TPYIOBBIX
IIPaBOOTHOLIECH
Wi B
OpraHu3anuu
1.Cocras
JIOKYMEHTOB I10
JTUYHOMY
COCTaBy

2.
JIoKyMeHTUpOB
aHUe MPOIIECCOB
KaJpOBBIX
TIepEMEIIICHUH B

YK-4




Tema.
OCHOBHBIE BOTIPOCHI

®opMupyemMbie KOMIETEHIIMH

CemecTp

Buae! yueOHoii padoTsl, BKIIOYas
CaMOCTOSATEIbHYI0 PA00Ty CTY/ICHTOB

H TPY/I0eMKOCTh (B 4acax)

Jlek1y
3078

B TOM
Yucie B
¢bopme
MPaKTH
qecKon
MOATOT
OBKH

[IpakTu
YEeCKHUe
3aHATUA

B TOM
qrcie
B
bopm
e
TIPaKT
HYEeCK
oil
MOJTO
TOBKH

Jlabopa
TOpHBIE
3aHATHUSA

B TOM
YHCIIe B
¢dopme
MPaKTH
qecKoi
MOArOT
OBKU*

Camocros
TeabHasA
pabora

OpraHu3aluu

Perucrpanus
JIOKYMEHTOB
1.®yukIMN
perucTpanuu
2. Bunel u
(bopMbI
perucTpaluu

YK-4

KonTpons
WCIIOTHEHUS
JIOKYMEHTOB
1.Iemm
KOHTPOJIS
WCIIOTHEHUS
JIOKYMEHTOB
2. Buner
KOHTPOJIS
WCIIOTHEHUS
JTOKYMEHTOB

VK-4

Opranu3zanus
TEKYILETO
XpaHEHHS
JIOKYMEHTa B
OpraHu3aIH

1. Homenknaryp
a Jen

2. IlpaBuiia
(bopMupoBaHus
Jel

YK-4

ITonroroBka
JIOKYMEHTOB K
nepeaayy Ha
XpaHeHue B
apXx¥uB
1.OxcnepTHbIe
KOMHCCUU
OpraHu3aIu
2. IlpaBuiia
HOJTrOTOBKH
JIOKYMEHTOB Ha
XpaHEeHHe

YK-4




Buae! yueOHoii padoTsl, BKIIOYas
CaMOCTOSATEIbHYI0 PA00Ty CTY/ICHTOB
H TPY/I0eMKOCTh (B 4acax)

B TOM BTOM | Jlabopa | B TOM
qHcie B qucie | TOPHBIE | YHCIE B
¢bopme B 3aHATHA | Qopme
npaktu | [Ipakta | popm MPaKTH
Jlexny | yeckol | 4eckue e qJeCcKOu

uu MOATOT | 3aHATHA | NPAKT HOATOT
OBKH HYEeCK OBKH*

oil
MOJTO
TOBKH

Tema.
OCHOBHBIE BOTIPOCHI Camocros
TeNnbHAS

pabora

®opMupyemMbie KOMIETEHIIMH
CemecTp

I'ocynapcTBeHH
oe
peryJupoBaHue
A0y
1.3akoHOaTEND
HOE
peryupoBaHUe
2. HopmaTtusHo-
METOIUIECKOE
pEryJIupoBaHue

10 YK-4 3 — — 7

PermamenTamus
JIONA:
OpTraHu3aIuu
l.Muctpykuus
o 1I0Y

2. Tabens Gpopm
YIPaBICHICCKH
X JIOKYMEHTOB
3. Axs0oMm
bopm
YIpaBIECHICCKH
X JIOKYMEHTOB

11 YK-4 3 — — 8

Hrtoro 10 12 85

6 IlepeyeHb y4eOHO-METOANYECKOTO O0ecieYeH sl 1JIs

CAMOCTOATE/IbHOM PadoThl 00yYAOUIMXCH M0 JUCHUILIUHE

Mertoanueckue ykazaHus (1j1s1 CaMOCTOSITEIbHON pabOThI)

1. OpexoBa M. C. OcCHOBBI JOKYMEHTAIIMOHHOTO OOECleyYeHus B
opranuzanusx ¢uHaHcoBo cdepsl: yued. mocodue. / M. C. OpexoBa, B. T.
Arubanosa. - Kpacnomap: Kyo6l'AY, 2020. — 197 c. DnekTpoHHBI pecypc —
Pexxum moctyna: https://edu.kubsau.ru/course/view.php?id=119

2. Cammit O. H., Hecrepenko M. A., bepexnoit A. B. OcHoBbI
JIeonpon3BoICTBA: yuel. mocodue. - Kpacnomap: Oxoumnsect, 2014. — 164 c.
DNEeKTPOHHBIN pecypc Pexum JOCTyTIA:
https://edu.kubsau.ru/file. php/llQ/Uchebnoe posobie_Osnovy deloproizvodstva.p



https://edu.kubsau.ru/course/view.php?id=119
https://edu.kubsau.ru/file.php/119/Uchebnoe_posobie_Osnovy_deloproizvodstva.pdf

df

3. OCHOBBI ~ JOKYMEHTAallMOHHOTO  OOECHeYeHHs B  OpraHU3alusixX
¢buHaHCOBOM cdepbl : METOA. yKa3aHus Ui MpakTHUecKkux 3aHatuil / coct. O. H.
Cammii. — Kpacnogap : Ky6l'AY, 2019. — 25 c. DnextponHsiit pecypc — Pexum
J0CTyTa:
https://edu.kubsau.ru/file.php/119/MU_Osnovy DO._Prakticheskie zanjatija 515
470 vl _.PDF

4. OCHOBBI  JIOKYMEHTAallUOHHOTO  oOOecleueHus B  OpraHu3aIusax
¢buHAHCOBOH Ccdephl: METOM. PEKOMEHJIAIMU TI0 OPraHU3alliid CaMOCTOSTEIIbHOM
pabotsl o0yuaromuxcs / coct. O. H. Camnit. — Kpacunonap : Ky6I'AY, 2019. — 44 c.
DNEeKTPOHHBIN pecypc — Pexxum J0CTyTa:
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/ ®oH OLIEHOYHBIX CPEICTB JIsl MPOBeIeHHsI IPOMEKYTOYHOM
arTecTaluu

7.1 IlepeyeHb KoMINeTEeHUMI ¢ yKa3aHMeM TanoB uX (OpMUPOBAHNS B
npouecce ocsoenusi OITIOII BO

Oransl GOopMUPOBAHUS U POBEPKH YPOBHSA
Howmep cemectpa™ c(hOPMHUPOBAHHOCTH KOMITCTESHITUH TI0 JUCIUILTHHAM,
npaktukam B npouecce ocsoeHus OIIOIT BO

VYK-4 — cniocoOeH oCylIeCTBIIATh JEI0BYI0 KOMMYHHKAIIMIO B YCTHOM U
NMCbMEHHOM (hopMax Ha rocygapcTBEHHOM s3bike Poccuiickoit @enepanuu u
WHOCTPaHHOM(BIX) sI3bIKE(aX)

1,2 WHocTpaHHBIN S3bIK

2 JlenoBble KOMMYHUKaIMU

3 OcHoBbl OOKYMEeHMayuoHHO20 obecneueHusi 6 OpeaHUu3AYUsAX
Gunancosotl cghepol

8,10 ["ocynapcTBeHHAsI HTOTOBAsI ATTECTAIUS

810 [TonroroBka K mpoueNype 3aliUThl M 3allHUTa BBITYCKHOU
’ KBaJIM(DUKAIIMOHHOM paboThI

7.2 OnucaHune nokKa3arteJieil 1 KpUTepHeB OLEHUBAHUS KOMIIETEHIMI Ha
Pa3JIMYHBIX 3TANaX UX GopMHUPOBaAHMS, ONIMCAHUE HIKAJIbI OLICHUBAHUSA

[Inanupyemslie YpoBeHb 0CBOCHUS OnenouHoe
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PE3YNIbTATHI
OCBOCHHS
KOMITETCHITHH
(MHAMKATOPBI
JOCTHKEHUS
KOMITCTCHITHH )

HEY/IOBJICTBOPH-
TEJNBHO
(MUHUMATHHBINA
HE JOCTUTHYT)

yIIOBJICTBOPH-
TEJNEHO

(MUHMMAJIBHEL

i IOPOTOBEIiT)

XOPOIIO
(cpemunit)

OTIMYHO
(BBICOKMIT)

CpPENCTBO

YK-4 — cnoco0eH oCylIeCTBJSITh [1€JOBYI0 KOMMYHHKAIIHI0O B YCTHOH M NHCbMEHHOM
¢popmax Ha rocymapcrBeHHOM s3bIKe Poccuiickoir Pegepauud M HHOCTPAHHOM(BIX)

si3bIKe(ax)
YK-4.3. @parmentap | Hemonusie Cdopmuposa | ChopmupoBa | YCTHBIN ompoc,
Bester Aenopyo HbIE MpEACTaBIEH | HHbIE, HO HO npaKTH4ecKas
mepemucKy, MPEJCTABICH | U O COZEpKAIUE | UETOCTHOE, pabota, Keiic-
YUHUTBIBAS us o MIPUMEHSAEMBI | OTACIIbHBIC rirybokoe 3a/1aHusl,
0cO0OEHHOCTH MPUMEHSIEMBI | X B IIpoliecce | MpoOeIb MPEJCTABIECH | KOHTPOJbHBIE
CTAINCTHKH x B mpouiecce | IOV yCTHBIX | mpeacTaBieH | U€ O paboTHI,
gggggﬁﬁzﬁzﬁﬁ HOVY ycrHbIX | U Hs 0 COBPEMEHHBI | UTOTOBOE
X IHCEM, u MMCBMEHHBIX | IPUMEHsSEeMbI | X (hopmax TECTUPOBAHHUE,
counokyIbTypH | TIMCBMEHHBIX | (hopmax X B Iporiecce | KOMMYHHKAI] | pedepaTsl,
bie pasmuansA B | popMax kommyHukal | IOV ycTHbIX | Wi, JIOKJIAJIbl,
opmate KOMMYHUKaILl | UH. " HACTIOIIB3YEMBI | 3a4eT
EEPE:CHOHMHH UH. MUCbMEHHBIX | X B IIpoliecce
roCyJapCTBEHHO opmax A0y
M H KOMMYHHKaI[
MHOCTPAaHHOM (- ui.
BIX) SI3BIKAX
YK-4.3. O®parmenrap | B nemnom | B renoM | ChopmupoBa | YCTHBIN ompoc,
Bexer nenosyio HOE yMEHHE | YAOBJIETBOPU | YCIIELIHOE, HHBIC YMEHH | [PaKTHYECKas
A— YCTaHABIIMBA | TEJIBHOE, HO | HO sddekTuBHO | paboTa, Keiic-
YUHUTBIBAS Tb HE  IIOJIHOE | COAEpIKallee | UCHOJIb30BaT | 3a/laHus,
0COOEHHOCTH KOMMYHHUKAI[ | YMEHUE OT/ICJIbHBIE b KOHTPOJIbHBIE
CTHINCTHKH UM B YCTHOH | yCTaHaBiMBa | IpOOEHI, COBpPEMEHHBIE | paboTHI,
Zg’;’lgﬁﬁxiﬁmﬂ u Th yMeHUe YCTHBIE U | UTOrOBOE
X mucey, | THCBMEHHBIX | KOMMYHHKAI[ | YCTAHABIMBA | NMCbMCHHBIC | TECTUPOBAHHME,
counokynpTypn | POPMax TpH | MM B YCTHOH | Th dbopmbl pedeparsi,
blE pasnMuMs B | PEHICHUU u KOMMYHHUKAI] | KOMMYHMKall | JOKJIAJbl,
opmare 3aJ1a9 [0 | MUCBMEHHBIX | UM B YCTHOW | UK IpH | 3a4€ET
EzppeCHOHHeH:a yCTaHOBIEHH | (hopMax Tpu | U pereHnn
rocynapcreenso | 10 perieHnu MACbMEHHBIX | TUITHYHBIX
M ¥ | MEKJIMYHOCT | 3a7a4 no | popmMax TpH | yrpaBlieHYeC
MHOCTPaHHOM (- | HBIX U | YCTAaHOBJICHH | pEUICHUU KHUX
BIX) A3bIKAX MEXKYJIBTYp | IO 3a1a4 [0 | CUTyaluud B
HBIX MEXKJIMYHOCT | YCTAaHOBJIEHU | MpOLIECCe
B3aUMOJEUCT | HBIX " |0 J0Y
BU, MEXKYJIBTYP | MEKIUIHOCT
BO3HHUKAIOIIH | HBIX HBIX u
X B MPOLECCE | B3AaUMOJIEUCT | MEXKYIBTYP
0y BUH, HBIX
BO3HHKAIOIIM | B3aUMOJJEHCT
X B IIpolecce | BUH,
A0y BO3HHUKAIOIIIHN

X B Hpolecce




[Inanupyemsie

YpoBeHb OCBOEHUS

pe3yNbTaThl

OCBOCHUA | ey i0BNETBOPH-| YIOBIETBOPH- OLeHouHOoe
KOMIICTCHINH TEJIBHO TEJBHO XOpOIIO OTJIMYHO CPeCTBO
(MHIMKATOPB! | (MuHHManbHBT | (MHHEMATBHBL (cpemumii) (BBICOKHIA)

JOCTH)KCHMS | He NOCTUTHYT) | # IIOPOTOBBIN)
KOMIIETCHITIH)

A0V

YVK-4.3. He Bmageer | Ciabo Jocrarouno | B MOJIHOM | YCTHBIN OIpoC,
Bener COBPEMEHHBI | BIIAJICET yMeJo o0neme MIPaKTUIECKast
JIEJIOBYIO MU YCTHBIMHU | COBPEMEHHBI | BIIaJIeeT BJIa/IeET pabora, Kefic-
MEPETIHCKY, u MU YCTHBIMHU | COBPEMEHHBI | COBPEMEHHBI | 3aJaHWs,
YUUTHIBAs MUCBbMEHHBIM | U MU YCTHBIMHU | MU YCTHBIMHU | KOHTPOJIbHbBIE
ocobeHHOoCTH | M ¢dopMaMu | TUCBMEHHBIM | U u paboThI,
CTWJIUCTUKU | KOMMYHHKAll | M1 (opMaMu | MUCbMEHHBIM | MHUCbMEHHBIM | UTOTOBOE
opunmanbHel | Ui Ipy | KOMMYHHKaI, |1 ¢opmamu | 1 (opMamu | TECTUPOBAHUE,
X U | peleHun ui Ipu | KOMMYHUKAll | KOMMYHUKall | pedeparsl,
HeopuLMams | 33134 pemeHnu 15051 npu | U NpH | TOKJIAIBI,
HBIX [HCEM, | MEXKIIMYHOCT | 3a7a4 pelieHun pelieHun 3a4yeT
COIIMOKYJBTY | HOTO U | MEXJIMYHOCT | 3a1a4 3ama4
pHbBIE MEXKYIbTYp | HOTO U | MeXIIMYHOCT | MEXIUYHOCT
paznuuus B | HOTO MEXKYJIBTYp | HOTO U | HOTO "

dbopmare B3aMMOJICICT | HOTO MEXKYIBTYp | MEXKYIBTYP

KOPPECIIOH/IE | BUS, B3aMMOJICHCT | HOTO HOTO

HITUU Ha | BO3HUKAIOIIU | BUS, B3aMMOJICICT | B3aUMOJEHCT
TOCY/JapCTBEH | X B IMPOIECCEe | BO3HUKAMOIIN | BUS, BUS,

HOM u | 10Y X B Ipoliecce | BO3HUKAIOMIN | BO3HUKAIOIIN

WHOCTPAHHOM i (0)% X B IIpOIECCE | X B MpoLecce

(-pIX) s3BIKAX A0y JA0Y
SI3BIKAX.

7.3 TunoBble KOHTPOJbHBbIE 3aJaHUA MJIH HHbIe MaTepHAJbI,

HeoO0XoauMble /1JIsl OIeHKH 3HAHMi, YMeHHii, HABBIKOB, XapaKTePHU3YIIIHX
3Tanbl popMUPOBaHUA KOMIIeTeHUMH B npouecce ocsoenusi OITIOII BO

YcTHbI onpoc.
[lepen HayanoM MPAKTUYECKOTO 3aHIATUS Ha OCHOBE M3YYEHHOI'O B IIPOLIECCE
CaMOCTOATENBbHON paboThl Marepuana HEOOXOJMMO OTBETHTh Ha CIEAYIOIIHe

BOIPOCHI

Tema 1 OCHOBBI JOKYMEHTAITMOHHOTO oOecrieueHust ynpasieHus (JJOY) —
TEPMHHBI U OIIPEIEIICHNUS
1. Ilonstue JOY
2. Oransl pazsutus JOY B PO
3. JIOKyMEHTHUpPOBaHUE IEATEIbHOCTH OpraHUu3aluu
4. AAMUHUCTPAaTUBHOE TOKYMEHTUPOBAHUE
5. O01ee TOKyMEHTHPOBaHHE
6. [lonaTue noKymeHTa
7. Knaccudukanusi TOKyMEHTOB




8. CpaBHUTENIBHBII aHAIN3 YIPABIECHYECKUX JTOKYMEHTOB Ha 3JIEKTPOHHOM
1 OyMa)KHOM HOCHTEJISIX

9. Ilonsatue cucremsr OP/]

10. CoctaB pexkBusuToB cucteMbl OP/]

11. JIokyMeHTOOOOPOT OpraHu3anuu

12. Dransl opranuzauu paboThl ¢ JOKYMEHTaMH

Tema 2 JIokyMEHTUPOBAHKE PACTIOPAIUTEILHON IEATEIBHOCTH

1.CyniHOCTh U co/iepyKaHUe PpacTIOPAIUTEIILHON IeATeIIbHOCTH

2. CocTraB JOKYMEHTOB OTpaXaloIIUX COJIEp)KAHUE PaCIOPSAIUTEIHLHON
NESITEILHOCTH

3. MpUKa3bl, UX BU/JIbI, TOPSJIOK COCTABICHUS U 0hOPMIICHUS

4. PacriopsikeHuUsl, UX BUJIBI, TOPSIIOK COCTaBJICHUS M O(pOopMITCHUSI

5. IlocTaHoBiaeHUS

6. Pemmenus

7. Ykazanus

Tema 3 JIOKyMEHTUPOBAHHUE UCTIOTHUTEIBCKON AEATEIBHOCTH

1. 3HaueHNE NCTIOJIHUTENIBCKOM AEATEIBHOCTH B MPOLIECCE YIIPABIICHUS

2.  CpaBHHUTENIBHBIM  AHAIW3  PACHOPANUTENBHBIX M CIPABOYHO-
MH(POPMAILIMOHHBIX JOKYMEHTOB

3. AKTBI, X BUJIbI, IOPSJIOK COCTABICHUS U OOPMIICHHUS

4. IIpoTOKOJIBI, X BHUJIbI, TOPAOK COCTABICHUS U OQOPMIICHUS

5. JloknaaHble 3aIIUCKHU, UX BUbI, TOPSAOK COCTaBJICHUS U OPOPMIICHUS

6. OOBSCHUTENbHbIE 3alUCKU, HMX BUJABI, MOPAJOK COCTABJICHUSA W
odopmIIeHUS

7. 3asiBNE€HUs, UX BUJIbI, HOPSIOK COCTABJICHUS U O()OPMIICHHUS

8. CripaBKH, X BUJIbI, MOPSAOK COCTABICHUS U 0()OPMIICHHUS

9. JlenoBble TUCbMA, UX BUbI, IOPSAIOK COCTABICHUS U O(POpPMIICHUS

Tema 4 JIokyMEHTHPOBaHHE OPraHU3ALMOHHO-TIPABOBBIX OTHOLIEHUN
1.CymHOCTh ¥ coaep’aHue OPraHN3alMOHHO-TIPABOBBIX OTHOIICHHI
2. XapaKTepucTrKa JIOKYMEHTOB, ONPEAEISIONINX CTaTyC OpraHu3alun
3. YcraB opranuzanuu

4. TTonoxxenue 06 opraHu3auu

5. JJOMmKHOCTHBIE HHCTPYKIIUU

6. llITaTHOE pacniucanue

7. Ilopsmok ohopMIICHHUS TOTOBOPHBIX OTHOIIICHUH

Tema 5 JIokyMEHTUPOBaHKE TPYIOBBIX IIPABOOTHOLIEHUN B OpraHU3aLUN
1.3akoHOIaTENBHOE PETYIMPOBAHUE TPYAOBBIX IPABOOTHOILICHU

2. CoctaB JOKyMEHTOB, PETYJMPYIOMINX TPYIOBbIE MPABOOTHOLICHUS

3. CocraB JOKyMEHTOB O(QOPMIISIOIIMX NpUEM Ha padboTy

4. CocTtaB I0OKYMEHTOB 0(OPMIISIONIUX YBOJIbHEHUE pAa0OOTHUKA

5. CocTaB JOKYMEHTOB O(POPMIISIONTUX MEPEBOABI PAOOTHUKOB



Tema 6 Perucrpanust JOKyMEHTOB

1.3HaueHne perucTpanud JOKYMEHTOB B OpraHu3auuud padoThl ¢
JOKyMEHTaMU

2. OyHKIMH perucTpauuu

3. LenTtpanu3oBanHas popma perucTpaiiu J0KyMeHTOB

4. leuentpanu3oBaHHas (hpopmMa perucTpanuy J0KyMEHTOB

5. CmemanHas Gpopma perucTpanuu JOKYMEHTOB

6. )KypHasbHas peructpanus JOKyMEHTOB

7. KapTouHas perucrpanus 10KyMEHTOB

8. DNeKTpoHHas perucTpanus 10KyMEHTOB

Tema 7 KOHTpOJIb UCTIOTHEHUST JOKYMEHTOB

1.1lenp KOHTPOJIA UCTIOJIHEHUS JOKYMEHTOB

2. KOHTpOJIb UCITOTHEHHS] JOKYMEHTOB 10 CPOKaM

3. KoHTpOJIb HCTIOMHEHNS JTOKYMEHTOB IO CYIIECTBY
4. TunoBble CPOKH UCTIOTHEHUS JOKYMEHTOB

5. DTanel KOHTPOJIA UCTIOJIHEHHS JOKYMEHTOB

Tema 8 Opranuzanus TEKYIIEro XpaHEHHs JOKYMEHTOB B OPTaHU3ALUU
1.IIoHATHE NENONPOU3BOACTBEHHOIO IOJa

2. Buabl HOMEHKIIATYp Jel

3. Ilousatue nena

4. IlpaBuna opMUpOBaHUS €1

5. OTBETCTBEHHOCTH PYKOBOJMTEIIS 3a COXPAHHOCTH JJOKYMEHTOB

Tema 9 [loaroroBka JOKyMEHTOB K IIEPEAAYE HA XPAHEHHUE B apXHUB
1.®opMupOBaHUE IKCIIEPTHBIX KOMHCCHT\

2. Iopsnok paboThl IKCTIEPTHBIX KOMHCCHIA

3. Ilopsimok cocTaBieHUs: OMUCEN, HA JOKYMEHTHI, IEPEAABAEMbIE B APXUB

Tema 10 I'ocynapcTtBenHoe perynupoBanue JJOY

l.®dynkunu rocynapcersa B peryaupoanuu JOY

2. 3akoHonarenbHOe peryiupoBanue JJOY

3. CocraB (enepanabHbIX 3aKOHOB, peryiupyromux JOY

4. Ponp wu 3HaueHue PocapxuBa B  HOPMAaTHBHO-METOIUYECKOM
peryinupoBannu JJOY

5. N'ocynapcTBeHHbIE CTaHAAPTHI

6. YHu(UIMPOBaHHBIE CUCTEMBI JOKyMEHTAITUU

7. Ob6mepoccuiickue  KiaacCU(PUKATOPbl  TEXHUKO-DKOHOMHYECKOH U
coLMaJIbHOM UH(pOpMaIuu

Tema 11 Permamenrtanus JIOY B oprannzanuu

1.CocraB u cTpykTypa TeKcTa uHCTpyKumu 1no J0Y

2. Tabenb Gpopm yrpaBiIeHUECKUX JOKYMEHTOB

3. Metonuka pa3paOoTku Tabesnst no (GyHKIMSIM YIpaBIeHUs



4. Metonuka pa3paboTKu Tabesl 0 COCTaBy CTPYKTYPHBIX IMOAPA3ICICHHIA
5. Ans60M (hopma ympaBiIeHIECKUX JOKYMEHTOB

HpaKTH‘leCKOC KOHTPOJIBHOC 3aJaHUE

Tema 1 — OcHOBBI JOKYMEHTAIIMOHHOTO oOecniedeHus yrpasieHus (JJ0OY) —
TEPMUHBI U ONIPEIeTICHUS

3aHatne | — ceMHMHApCKOE 3aHATHE

KonTpoapHbIE BOITPOCH

1 .Ilonsarue nenonpousBoacTsa, JOY, nucropus pazsutus 1OV B Poccun
2. CyIIHOCTb U COJEPKAHUE TOKYMEHTUPOBAHUS

3. YupaBineHYECKUM TOKYMEHT

4. Knaccudukanus ynpaBieHIeCKUX JOKYMEHTOB

3aHsATHE 2 — IPAKTUYECKOE 3aHITHE

[enb 3aHATHS: U3YYUTh cOCTaB peKBU3UTOB OP /]
ConepxaHue 3a0aHusA:

1.Berueptuth hopmyssip oOpaserr yrioBoro OjJaHkKa

2. Berueptuth dhopmysip oOpasel; IpooJIbHOTO OJIaHKa
3. U3yuuts coctaB pekBu3uTOB OP/]

Tema 2 — TOKyMEHTUPOBAHUE PACIIOPSAAUTEIBHOMN AEATEIBHOCTH

3aHartue | — npakTU4eCcKoe 3aHATHE

[{ens 3aHATHS: U3YIATHh METOJIUKY COCTABJICHHS, 0(hOPMIICHHSI PUKA30B

Coneprxanue 3aaHus:

1.Mcnonp3yss MCXOMHBIC JaHHBIE IIPOBEPUTH NPABUIBHOCTH COCTaBIICHUS
odopMIICHUSI TIpHIKa3a MO OOIMMM BOMpOCaM W NPH HAIMYUM B HEM OIITHOOK
COCTaBUTh MPABUIBHBIN JOKYMEHT

2. HMcnonb3ys MCXOJHBIE JaHHBIC MPOBEPUTH IMPABHIIBHOCTh COCTABJICHUS
odopMIICHUST TIpHIKa3a MO JUYHOMY COCTaBYy W NPH HAJIWYUU B HEM OIIHMOOK
COCTaBUTh MPABUIBHBIN JOKYMEHT

3aHATHE 2 — IPAKTUYECKOE 3aHSITHE

[lenp  3aHATHS:  U3Y4UTh  METOJMKY  COCTaBlieHHs, OGOpMIICHUS
pacropsKEHUS

Conepxanue 3aaHus:

1.cnonb3ysi MCXOJHBIE JTaHHBIE MPOBEPUTH MNPABHIBHOCTH COCTABJICHHS
oopMIICHUS pACTIOPSHKEHUS 110 OOILIKMM BOIIPOCaM M MPU HAJTUYHUHU B HEM OIITMOOK
COCTaBUTH NPABUIIbHBINA JOKYMEHT

2. Hcnonb3ysi UCXOJHBIE JaHHBIE MPOBEPUTH MPABHIBHOCTh COCTABJICHUS
oopMIIEHUS PACTIOPSDKEHHS 110 TUYHOMY COCTaBY M MPHU HAJUYHH B HEM OIIMOOK
COCTaBUTH NPABUIIbHBINA JOKYMEHT



3aHsATHE 3 — NPAKTUYECKOE 3aHITHE

Lenp  3aHsATHSA: M3YyYUTh  METOAMKY  COCTaBJIE€HUA, O(OpMIICHUSA
ITOCTAHOBJICHUW, PELICHNN, YKA3aHUU

ConepxaHue 3aaHusA:

1.cnonb3yss MCXOQHBIE NAHHBIE MPOBEPUTH NPABUIIBHOCTH COCTABJICHUS,
oopmIleHUsI TOCTAHOBJICHHUM, PEIICHNH, YKAa3aHUN U MPU HAIMYUH B HEM OIMOOK
COCTABUTh NPABWIbHBINA JOKYMEHT

2. Hcnonp3ys UCXOAHBIE JAHHBIE NPOBEPUTH MPABUIBHOCTb COCTABIICHMS,
o(opmIleHUs TOCTAHOBJICHUM, PEIICHNH, yKa3aHUN U IIPU HAJIMYMK B HEM OLLIMOOK
COCTABUTH IPABWIBHBIN JOKYMEHT

3aHarue 4 — CEeMUHAPCKOE 3aHITHE

KoHTpoapHbBIE BOITPOCHI

1.CymHOCTE ¥ copepKaHUE€ JIOKYMEHTHUPOBAHHUSI  PaCIOPSAUTEIbHON
NEeATEIILHOCTH

2. cocTaBieHue U 0(hopMIIEHHE PACTIOPSAIUTEIBHBIX TOKYMEHTOB B YCIOBHUAX
€AUHOJIMYHOTO MPUHATHS YIIPABICHUECKUX PEIICHUIN

3. coctaBieHue u 0oopMIICHUE PACTIOPSIAUTEIBHBIX TOKYMEHTOB B YCIOBUSX
KOJUJIETHAJIbHOTO IPUHSATHSI YIIPABJICHUECKUX PEIICHUIN

4. ConepkaHue JTOKYMEHTHPOBAHHSI PACTIOPSAIUTEIbHONU AEATEILHOCTU B
PETUOHAIBHBIX OpraHax TOCYJapCTBEHHOM BJIACTM W OpraHax MECTHOIO
CaMOYIIpaBJICHUS

Tema 3 JIOKyMEHTHPOBaHHUE UCTIOJIHUTEIBCKON AEATEIbHOCTH

3ansATHe 1 — NpaKkTUYECKOE 3aHITHE

lens 3aHsATHS — W3YYUTh METOAMKY COCTaBJICHUS, OGMOPMIICHHUS
JIOKYMEHTOB, COCTaBIISIEMbIX B POLECCE UCTIOJHUTEIBCKON AESTENbHOCTU

Conepxanue 3aaHus:

1.CoctaButh W OQOPMUTH JTOKYMEHT, YJIOCTOBEPSIIOUIMI TPYNION JIKIL
HaJM4yue Kakux-anuoo (pakToB, COOBITHI, TEUCTBUN

2. CocraBuTh U ODOPMUTH TOKYMEHT, OTPaKAIOIIUI MPOLecC MPOBEICHUS
coOpaHull, COBEIIAHU, 3aCEJaHUI U TPUHATHIX HA HUX pEUICHUMN

3aHATHE 2 — IPAKTUYECKOE 3aHSITHE

Llenp 3aHATHS - U3YYUTh METOJMKY COCTaBIEHUS, 0(OPMIICHHUS TOKYMEHTOB,
COCTABJISIEMBIX B IIPOLIECCE UCITOIHUTEIBCKON JEATEIbHOCTH

ConepxaHue 3a0aHUsA:

1.CoctaButh u OQOPMUTH JIOKYMEHT, COJIEPKaBIIMN TPOCHOy WU
NPEIOKEHUE U aIPECOBAHHBIA PYKOBOIHUTEIIO

2. coctaBuTh T OGOPMHUTH JOKYMEHT, COJAepKaiuii WHGOpMAIHUIO O
HaJIMYUU KaKuX-TM00 (HaKToB, COOBITUH, NEUCTBUN C MPEIJIOKEHUE COCTABUTENS O
TE€X Mepax, KOTOpble, MO €ro MHEHHUIO, AOJKEH MPEINPHUHATh PYKOBOAUTENb B
CJI0’KUBILIENCS CUTYallUN

3. CocTtaBuTh U OPOPMUTH AOKYMEHT, OOBSCHSAIOMIMI MPUYUHBI HATUYUS
KaKux-1100 pakToB, COOBITHI, TEUCTBUN



3aHsATHE 3 — NPAKTUYECKOE 3aHITHE

Lenp 3aHATHS: W3YYUTh METOJIMKY COCTaBICHHS W OQOpPMIICHHUA
JIOKYMEHTOB, CoJIeprKaIInx CBEACHHUS MPOU3BOJICTBEHHOTO 10031
aBTOOMOrpaMUecKOro XapakTepa WIH WHYI HH(DOpPMAIMIO, HCIOJb3YyEeMYyIO B
JIEJI0OBOM NIEPENUCKHU

Conepxanue 3agaHus 6

1.CoctaBuTh U 0GOPMUTH JOKYMEHT, MOJITBEP)KIAIOIIUN HAIUYUE KaKHX-
1100 (HaKTOB MPOU3BOJCTBEHHOTO WM aBTOOHOTpauIecKOro Xxapakrepa

2. CocraButb ¥ O(GOPMHUTH JOKYMEHT, MpPEAHA3HAUYECHHBIM  JJIs
OCYILECTBIICHUS JICIIOBOY NEPENUCKH MEX/1y JIeTIOBBIMU TapTHEpaMH

3ansTre 4 — CEMUHAPCKOE

KoHTposibHbIE BONPOCHI:

1.CymHOCTh U cOJep>KaHHE UCHOJHUTEIBCKON NEATEIbHOCTH B IpOILECCEe
BHYTPEHHUX U BHEIITHUX KOMMYHUKAIUN

2. CocTaB M Ha3HAYCHHE JOKYMEHTOB, BXOJAIIMX B CHUCTEMY CIPABOYHO-
MH(POPMAITMOHHON TOKYMEHTaIlUN

3. 0COOEHHOCTH HCHOJIb30BaHUSl OJAHKOB IMPU COCTABJICHUU CIPAaBOYHO-
MH()OPMAITMOHHBIX JOKYMEHTOB

Tema 4 JIokyMeHTUPOBAaHKHE OPTaHU3AIMOHHO-TIPABOBBIX OTHOIIICHUN

3anstue 1 — npakTuyeckoe

Llens 3aHATHS: U3YYUTh METOJUKY COCTAaBJICHHS U  OGOPMIICHUS
JIOKYMEHTOB, HCIIOJIb3yEMBIX B OPraHU3allMOHHOMN AESTEIbHOCTU

ConepxaHue 3a0aHusA:

1.CoctaButh #u  OGOPMHUTH  JIOKYMEHTBI, ONPENCTSAIONINE  CTaTycC
OpraHu3alyy, €€ NoApa3ieeHul, pabOTHUKOB

2. CocrtaBuTh M O(GOPMHUTH JAOKYMEHTHI, OMNpPEACIAIONINE JIOTOBOPHBIC
OTHOIIICHUS

3aHATHE 2 — CEMHUHAPCKOE

KoHTpoapHBIE BOITPOCHL:

1.Coneprxanue JOKyMEHTHPOBAHMS OPTraHU3alMOHHOMN JEATEIbHOCTH

2. CymHoCTh M cojepKaHHE JOTOBOPHBIX OTHOIIEHUH M OCOOEHHOCTH MX
JNOKYMEHTUPOBaHUs

Tema 5 JIokyMEHTUPOBaHKE IPABOBBIX OTHOLICHUM B OPraHU3aluu

3ansitue 1 — npakTUyecKoe

[lens 3aHATHS: U3YYUTh METOJIUKY COCTaBJICHUS, OPOPMIICHUS JOKYMEHTOB
10 0(pOPMIICHUIO TPYAOBBIX TPABOOTHOIICHUI B OpraHU3alluu

Conepxanue 3aaHus:

1.BBIYEPTUTH CXEMY COCTaBa OCHOBHBIX T'PYIIN JIOKYMEHTOB, UCIIOJIb3YEMBbIX
npu oGOpPMIICHUH TPYJOBBIX TMPABOOTHOIICHWH B OpraHu3aluu, JaTh HX
XapaKTEPUCTUKY



2.  BBUEPTUTH  CXEMy  IIpolecca  JOKYMEHTHPOBAaHUS  THIIOBBIX
YIIPABICHYECKUX CUTYallUi B CHCTEME TPYIOBBIX IPABOOTHOLICHUN

Tema 6 Perucrpanust JOKyMEHTOB

3ansitue 1 — ceMuHapckoe

KoHTpoapHBIE BOITPOCHL:

1.3HaueHne perucTpaui B OpraHu3aiuu paboThl C TOKyMEHTaMU
2. OyHKIMK pEerucTpannn

3. Bunsl perucrpanuu

4. CpaBHUTENBbHBIN aHAIN3 Pa3IMUHbIX (POPM U BUAOB PETUCTPALIUU

Tema 7 KOHTpOJIb UCTIOJIHEHUST JOKYMEHTOB

3ansatue 1 — ceMuHapckoe

KoHTpoapHBIE BOITPOCHL:

1.KoHTposib HCMOJMHEHHUS JIOKYMEHTOB B OpraHuzanud padoThl C
JIOKYMEHTaMu

2. Buabl KOHTPOJISI UCTIOJIHEHUS IOKYMEHTOB

3. DTanbl KOHTPOJIS UCIOJIHEHUS TOKYMEHTOB

4. TexHOJOTHS MOCTAaHOBKH TOKYMEHTA Ha KOHTPOJIb

Tema 8§ Opranuzanus TEKYIIET0 XpaHEHUS JOKYMEHTOB

3anstue 1 — npakTuyeckoe

[lenp 3aHATHA: U3YyYUTh TEXHOJOTHUIO OPraHU3AllMU TEKYLIEro XpaHEHUs
JIOKYMEHTOB

Coneprxanue 3aJaHUs:

1.Mcions3ys mpuMepHyI0 HOMEHKJIATYPY Ziell, pa3paboTaTb HOMEHKIATYPY
JIeJ1 KOHKPETHOW OpraHu3aluu

Tema 9 [loaroToBKa JOKYMEHTOB K IIEpEAAUe TOKYMEHTOB B apXUB

3anarue | — ceMruHapckoe

KoHTpoapHBIE BOITPOCHL:

1.®opMupoBaHKE IKCIIEPTHBIX KOMUCCUI OpraHu3aluu

2. TexHonorus MOArOTOBKH JOKYMEHTOB K IMEPENAadYe WX Ha XPAaHEHUE B
apXxuB

Tema 10 'ocynapctBenHnoe perynupoBanue J0Y B PO
Tema 11 Pernamenranus JIOY B opranuzamuu
3anarue 1 — ceMUHpPCKOE

1.3akoHomarenbHOE perynupoBanue JJOY

2. HopmatuBHO-MeToaMYeCKoe peryaupoBanue JJOY
3. Pernamentanus JIOY B opranuzaiuu

Keiic-3aganua

Tema 2 «/lokymeHTHpOBaHUE PACIOPSAAUTENbHOM 1eATEILHOCTH



3ananme 1. CoctaBbTe ¥ 0POPMUTE MPUKA3HI [T0 OCHOBHOM JESATENBHOCTH, U
Ipyrue  pacnopsAUTENbHbIE  JTOKyMEHTBI,  HEOOXOAMMBbIE B  JIaHHBIX
YIOPABJICHUYECKUX CUTYyaIUIX.

Keiic 1

Ha H-ckoM xoMOuHaTe Mo MPOU3BOACTBY MY3BIKAJIBHBIX MHCTPYMEHTOB U
Mebenu (rocylapCTBEHHOE NpPEANpUsTHE), KOTOpbId BXoauT B KoHUEpH 10
pa3paboTKe W TMPOU3BOJCTBY NPOAYKIMH MY3BIKAJIbHOM MPOMBIIUIEHHOCTH
(POCMYVY3IIPOM), neiictByer IlonmokeHne O NpeMHpPOBAHUU PYKOBOJUTEIEH
IIEXO0B, OT/ICJIOB U cy>k0, yTBepKaeHHoe 05.01.2003 Ne 27.

12 ampens Tekyuiero roja aupekrop kombOunara B.M.JlaproHoB mopyuwi
HayaJIbHUKY OTJeNa Tpylda W 3apaboTHoit muiatel MapkoBy H.I'. paccuuraTh
pa3Mmep MpEeMUU PYKOBOJIUTENSM OTJEJIOB, IIEXOB U CIIy0O KOMOMHATA MO UTOraM
paboThl 3a MEpBbIM KBapTal K 15 ampelns, a TJIaBHOMY OyXTranTepy KOMOMHaTa
Tpommnoii C.I'. — oprann3oBaTh BbIIUIATY IpeMuH K 20 anpeiis TeKYyILEero roja.

Havanpauk mimaHoBo-3koHOMU4Yeckoro otaena MarBeeBa C.H. m rinaBHEBIN
oyxrantep Tpommna C.I". 3aBU3MpOBaIM MPOEKT NPHUKaA3a JUPEKTOpPA KOMOUHATA.

Keiic 2

A.H.lllunos, mnpexncenarens POCCHMICKOrO areHTCTBA MEXIYHAPOIHOTO
COTPYIHHMYECTBA U Pa3BUTHS (rocydapcTBeHHas opranuszanus npu IIpaBurenbcTse
P®), 24 ¢eBpansa Tekylero rojaa MOPYYUI CTPYKTYPHBIM MOJpa3aeieHUSIM
are’HTcTBa COBMECTHO ¢ mnpexacrasuressiMu ['ockomumymectsa Poccun k10
anpenisi HOATOTOBUTH  MPOEKT MPOTPaMMbl  TMPHUBIICUECHHUS  HUHOCTPAHHBIX
WHBECTUIIMA K TIPOLIECCY AKUMOHHUPOBAHMS TOCYJAPCTBEHHBIX MPEANPUSITUN.
[Topyyenue Ob1J10 TaHO BO UCTIONHEHUE TocTaHoBieHus [IpaButenbctBa PO ot 24
deBpans Tekymero roga Ne 246 ['7maBHOMY YNpaBIEHUIO OTPACIIEBBIX
WHBECTULIMOHHBIX TporpamMm, ['J1aBHOMY JOTOBOPHO-IPABOBOMY YIIPABICHUIO U
['maBHOMY YTNpaBJIEHUIO CTPATErMH U MHBECTUPOBAHMUS.

[Ipoekt mpukasza npeacenaresiss areHTCTBAa ObLI 3aBU3MPOBAH €ro IMEpPBHIM
3amectureneM .H.@eqopoBsiM 1 HayalbHUKOM [ TaBHOTO AOTOBOPHO-TIPABOBOIO
ynpasienuss U.B.MnbuabiM. KoHTposib 32 MCHOJHEHUEM MpHKa3a ObUl BO3JIOKEH
Ha J[.H.®enoposa.

Keiic 3

Hupexktop OO0 «Meuta» IlonsakoB B.M. 10 okTs0pst Tekyiero rojaa uzaai
MpUKa3 O MPOBEICHWH WHBEHTAPU3ALMU TOBapHO-MATEPUAIbHBIX IEHHOCTEW Ha
ckinage npennpusaTs. OH Ha3HAYWI KOMHCCHIO TIOJ IPENCENATENHCTBOM
KOMMepUecKoro aupekropa 3onotapeBa E.JM. . B coctaB KOMHUCCUH BOIILIH
rinaBHbd Oyxrantep Bomoauna E.H. u 6yxranrep MBanosa B.C. B npukase 6b110
NOPYYEHO MPEICTABUTh Ha YTBEPXKIECHHUE JOKYMEHTBHI CKJIQJCKOro ydera (110
cocTossHUIO Ha 1 OKTAOps)) M OT4eThl 00 OCTaTKax TOBAPHO-MATEpUATBLHBIX
HeHHocTel (1o coctosiHuio Ha 10 okTs0ps) Kk 15 okTg0ps.

[IpoekT mpukaza ObLIT 3aBU3UPOBAH SKOHOMHUCTOM Mpeanpusitus MuTuHoi
O.A.

Keiic 4

C uenpl0 MNPUBIEYEHUS CPEICTB JUIsl OOecredeHus MPOM3BOJICTBEHHOU
nesiteabHoCcTH renepanbHblii qupekrop OO0 «Texuukay (r. H-ck) CokosoB O.I.



20 ceHTsAOpPS TEKyILEro rojia u3jaji MNpuKa3 0 CO3JaHUM KOMMEPYECKOTo OT/ena B
cocTaBe 3 IUTAaTHBIX E€IMHHUIL KOMMEPUYECKOro JaMpeKkTopa — 1, Bemywiero
cnenuanucta — 1, cmneunuamucta — 1. ['maBHomy Oyxranrepy NpeanpusiTUs
['opsiueBy I'.A. ObUIO MOPYYEHO MPEACTABUTH HA YTBEPKICHHE HOBOE IITATHOE
pacnucaHue TpPEeanpusThs Ha 4 KBapTajdl TeKymero roga K | OKTIOps.
Kommepueckomy nupekropy HMraareeBy T.H., KOTOpBIM 3aBU3MPOBAI IPOEKT
IIpUKa3a, NPEANuCcaHO 3aKOHYUTh KOMIUIEKTOBAaHME OTHENa KaJApamMu C BBICIIUM
HKOHOMHYECKUM 00pazoBaHueM K 10 okTaOps.

Keiic 5

Hupextop OO0 «Konsepcusi» Tpodbumor O.FO. 7 anpens Tekyuiero ronaa
u3zan npuka3z o0 yrBepkiaeHuu IloyiokeHHs O MOpsAKE pacyeToB 3a OKa3aHUE
uHOPMAIMOHHBIX  yCayr. HOpUCKOHCYNbTYy MO (DMHAHCOBO-XO35HUCTBEHHBIM
BoripocaM Mopo3zoBy B.II. u cekperapro-pedepenty [saruneBori E.A. ObL1O
nopydeHo Kk 10 ampens pa3paboTarh TUHOBBIE (OPMBI JOTOBOPOB 00 OKa3aHUHU
pPa3IMUHBIX BHUAOB  HMH(OPMAIMOHHBIX YCIYT U CTPOrO0 KOHTPOJMPOBATH HX
MIPUMEHEHHUE B JACATEIBHOCTH NpeanpuaTus. OTBETCTBEHHOCTh 3a U3TOTOBJICHUE,
Y4eT U COXPAaHHOCTh OJJAaHKOB JJOTOBOPOB BO3JIOkeHa Ha JlaruneBy E.A., koTopas
BMECTE C IOPUCKOHCYJIFTOM 3aBU3MPOBaJa IPOEKT ITPUKA3a.

Keiic 6

JIMpEeKTOp PEMOHTHO-3KCILTYaTAllMOHHOTO MYHUIIMITAIBLHOTO yrpaBieHus No
15 3otoB N.T. 5 okTAOps TEKyIIero roja u3aall MpHKa3 O MOATOTOBKE K YOOpKe
TEPPUTOPUN B 3UMHUU NEPUOJ TeKylero roja. I maBueii nnxenep Hukoiaes b.B.
K 15 OKTAOps JOMKEH NPOBECTH 3aKpeIUIeHHE YOMpaeMblX TEpPPUTOpUN 3a
TEXHUKAMHU-CMOTPUTENIIMU W JIBOPHUKAMH, COCTaBUTh TIpaduK JIBYXCMEHHOU
paboThl MO YyOOpKE TpPOTyapoB M JBOPOBBIX TEPPUTOPHUH, pa3zpaboraTh W
corjacoBaTh B mnpedeKkType OKpyra IjaH yOOpKH TEPPUTOPHIl C MPHUBJICUCHHUEM
JOAEH W TEXHUKUM BEIOMCTBEHHBIX MPEANPUATHI, PACIOJOKEHHBIX Ha
TEPPUTOPUH OKpYTa.

[Ipyka3 wu3maH Ha OCHOBAaHWMM TOCTAHOBJIEHUS AJMUHHCTpAlUA T.
Kpacnomapa ot 8 centsiopst Tekymero roga Ne 908 «O roToBHOCTH CIyXO0
rOpPOJICKOTO X03sicTBa K yOOopke Teppuropuii r. KpacHoapa B 3MMHHI EpUOI».

Keiic 7

OtgenoM  OpraHu3allMOHHOM M KagpoBoM  pa®oTel  YmpaBieHus
MunnctepcTBa roctuiuu PO no H-ckoMy kparo B KOHIIE KaJICHIapHOTO rojia Obliia
COCTaBJICHA HOMEHKJATypa Jed Ha CIeAYIOIHMA KaleHIapHbId roa. 27 nexadps
TEeKylIero roja HadajabHUKOM VYmpasiaeHus T.II. WrHatbeBoil ObLI HW3MaH H
MOJMKUCAH TIPHUKa3 00 YTBEP)KICHUU U BBEJICHUU B JIEHCTBHE HOMEHKJIATYPHI JEI C
1 sHBapst crnenyromiero roaa. PykoBoguTensiM CTPYKTYPHBIX NOApa3AeieHUN
MPUKA30M TPEINUCHIBATIOCH (POPMUPOBAHUE, UCIIOJIB30BAHUE W XPAHCHHE JCN B
COOTBETCTBHUH C pa3pabOTaHHOW HOMEHKJIaTypol nen. KoHTpoib 3a UCTIOJTHEHUEM
npuKa3a ObLT BO3JIOKEH Ha HayaJbHUKA OTJE]a OPraHU3AalMOHHON M KaJApOBOMN
pabotel XtoHHrHEeHa A.B.

Keiic 8

PykoBonurenem KomureTa 1o 3eMelIbHBIM peCypcaM U 3eMJICYyCTPONCTBY T10
H-ckomy kpato @DepepanbHOM ciyxk0bl 3emenbHOro Kamactpa Poccum A.T.



KongpamoBeim 1 HOsIOpss Tekyiiero roaa Obul HM37aH NpPHUKAa3 O BBEACHUU
yHU(GUIUPOBAHHBIX (HOPM NMEPBUYHON YUETHOW JOKYMEHTAIIUHU TI0 YUYETY KaJpOB.
[Ipuka3 wu3naBajicsi B COOTBETCTBHM C IOCTAHOBJICHHEM ['0OCyIapCTBEHHOTO
komuTeta 1o cratuctuke oT 06.04.2001 Ne 26 «OO0 yTBepKIeHUU
yHU(UIUPOBAHHBIX (HOPM MEPBUYHON YUETHOHN JOKYMEHTAIMH T10 YUYETy TpyJaa U
€ro OIUIaThD» W C LEeNbl0 co3maHusg B KomuTeTe €IMHON CHUCTEMBI KaJIpOBOU
nokymeHTanuu. [Ipukazom BBOIMIUCH B JEHCTBHE C | HOSOpS TEKyLIEro rojaa Bce
yHuuimpoBanusie (popmbl, Bomeamue B Ansoom Y®DJI, yTBepKICHHBIN
BBIIICYKAa3aHHBIM [TIOCTAaHOBIICHUEM.

[IpoekT nprkasza 3aBU3UPOBaIM IOPUCKOHCYIBT Tumenko M.A., nHCiEeKTOp
otaena kaapos JXKXykosa T.I1.

Keiic 9

I'maBa Angmunuctpaunu H-cxoro kpas C.JI. KatanangoB 8 Masi TeKyIlIero
roja u3jan pacnopspkeHue, B KoTopoM MHCTUTYTY OMOJNOTMM HAy4YHOTO LIEHTpA
Poccuiickoii akageMun Hayk ObUIO MPEIUIOKEHO pa3padoTaTh MIaH AAIbHEUIINX
JEWCTBUM N0 COXPAHEHUIO KpynHenmen B EBporie CTOSHKM MUTPUPYIOIIUX IITHII,
JIPYTUX NPUPOAHBIX OOBEKTOB MEXKIYyHApOJIHOIO0 3HAuYeHHs Ha Tepputopuu H-
CKOr'0 Kpas, a Tak >K€ BKJIIOYUTH B IJIaH JEUCTBUHN MOJTOTOBKY MEXKIyHAPOIHBIX
MEpONPUSATUN IO PA3BUTHIO PEMECEN], TYpU3Ma B CEIbCKUX HACEJIICHHBIX MyHKTAX,
UMEIOIIUX O0BEKTHI MEXAYHAPOIHOTO 3HAUCHUS.

[ToaroroBka uH@OpPMALIMKA O BHIMOJHEHUHU PACIIOPSDKEHMS BO3Jarajiach Ha
JlemapTaMeHT CENbCKOTI0 XO3sIIICTBA U MPOoAOBOJIbcTBUA H-ckoro kpas.

PacniopsikeHue ObUTIO M3[aHO B IIEJISIX BBIMOJHEHUS MEXKIOCYIapCTBEHHBIX
KOHBEHIIMM MO0 COXPAHEHUIO 0 COXPAHEHHIO0 OHMOJIOTUYECKOro pa3HOOOpas3usi, Ha
OCHOBAaHUU PE3YJbTATOB MEKIYHAPOJHOrO MpoekTa, ocyuiectBieHHoro ['YCII
«ITnemennoe xo3siicTBo «MinbuHCcKOe» OJIOHEIKOT0 pailoHa.

Pacnopsixenue oopmiieHO Ha OJIaHKe ¢ U300pakeHUEM repOa pecnyOIuKu
Kapenusi, a Tak ’xe ¢ YyKa3aHMEM HAWMEHOBAHUS TOCYJapCTBa, CyObEKTa
denepaluy 1 HAUMEHOBAHUSI TIOJKHOCTH PYKOBOJUTEINS CyOBbEKTa.

Keiic 10

I'maBa MectHOrO camoymnpasneHuss ropoga H-cka m H-ckoro paiiona
FO.M.Anapee 19 anpenst Tekyliero roja MpUHsII MOCTAHOBICHUE O MPOIJIEHUN
cpoka apenasl 3eMmenbHOro ydactka OOO «JloTtoc» mnst pa3smemeHust IIaTHOU
aBTOCTOSIHKHU. [locTaHOBIIEHHE OBIJIO MPUHSTO TMOCJIE PACCMOTPEHUS XOJaTacTBa
aupektopa OOO «Jlotoc» BacunbeBa B.C. o mnpomsieHMM Ccpoka apeHabl
3eMEIBHOTO y4acTKa JUIsl pa3MEIICHUS TUIaTHOM aBTOCTOSIHKH, B COOTBETCTBUU CO
cratbeit 29 @3 PO «OO0 o00mmx NOpUHIMIAX OpPraHU3allUd MECTHOTO
camoyrnpasiieHusi B PO» Ne 154-@3 ot 28 aBrycra 1995 rona u crareeii 10 Ycrasa
MyHUITUNIATBHOTO OOpa3oBanus «r. H-cka wm H-ckuit paiion», NOPUHATOTO
pemenuem 27 ceccuu H-ckoro ropoackoro CoBeTa BTOPOTO CO3bIBa OT 4 JeKaOpsI
2001 roma, 3aperucTpUpPOBAHHOIO MTOCTaHOBIEHUEM 3akoHoaTeapHoro CobopaHus
ot 6 deBpans 2015 roga Ne 471-2 3C.

[Tocranosnennem ObL1 npojsieH OO0 «Jlotoc» 10 1 uroyst TeKylero roja
CPOK apeHJbl 3eMEeJIbHOTO Y4YacTKa, PacrojioxKeHHOro B ropojae H-cke mo ymnune
CnupunoHoBa, oOmed miomanso 1614 kB.M. W3 3eMenb TOCENEHUN s



pa3MelEeHns aBTOCTOSIHKH.

B nocranoBiaenun OOO  «JIoToc»  NpeANHCHIBAIIOCh — 3aKIOYHUTh
JOTIOJTHUTENBHOE  COIJIAIEHWE K JOrOBOPY AapeHIbl Ha 3€MEIbHBIA ¢
Anmvunuctpanued r. H-cka m H-ckoro paiioHa B LleHTpanbHOM KOM3€ME IO
CerexckoMy paiiloHy B TEUEHHUE MecCsIIA.

[TocranoBnenne odopmiieHo Ha OnaHke ¢ u3o0OpakeHueM repbda H-ckoro
Kpas.

Keiic 11

3amectutens aupekropa OO0 «Dtanon» (3aperucTpupoBaHo B T.
[TerpozaBoacke) I1.M. AGpamoB 1 nekaOpsi TeKyllero roja u3jaajl yKa3aHUE O
rpaduke OTHYCKOB Ha CJEAYIOIMNA KaJIeHAAPHBIM TOJ, COMIACHO KOTOPOMY
PYKOBOJUTENN CTPYKTYPHBIX MOAPA3AEICHUNA OJKHBI MPEACTaBUTh B OTHEIN
KaJIpOB CIIMUCKU COTPYAHHUKOB C YKa3aHUEM MPEAINOIAracMoro Cpoka O4epeaHoro
OTITyCKa B CJIEAyIOIIeM KajeHaapHoM roay. Cpok mpezactaBieHusi cnuckoB — 10
nekalps Tekyuiero rojga. OTaeny KaapoB YKa3aHHEM MPEIIUCHIBAETCS COCTABUTH
CBOJHBIN Tpaduk oTiyckoB padoTHrKoB OO0 Ha cleayromuid KadeHIapHbIi roj
U MepeaTh €ro B AUPEKIUIO Ha yTBepkaeHue. OTBETCTBEHHBIM 3a COCTaBJICHUE
rpaduka Ha3Ha4YeH HadalbHUK oTAena kaapoB IlankparoBa O.}0. Cpok
npenacrasieHus rpapuka — 20 qekadpsi TEKyIIEero rojaa.

VYkazanue ObUIO 3aBH3MPOBAHO HAYAJBHUKOM OTAENa KaJpOB, TJIABHBIM
OyXraiarepom, FOpUCKOHCYIIbTOM.

Keiic 12

Hupexktop OOO «Dtanon» (3apeructpupoBano B T. lleTposaBojicke)
JL.b.IlonoB 12 ¢eBpans Tekyliero roja u3gan paclopsDKEHHE O MNPOBEACHUU
PEMOHTHBIX paboT B 11exe Ne 3 B CBS3M C aBapUUHBIM COCTOSIHUEM OTOMHUTEIBHON
CUCTEMBI Liexa. PacnopsikeHreM MpeanuchiBaIOCh TPOBEJEHINE PEMOHTHBIX paboT
B YKa3aHHOM II€X€, 3a YTO OTBETCTBEHHBIM ObLJI Ha3HAY€H HAYAJIbHUK PEMOHTHO-
TexHU4eckoi ciryx0b1 MakapoB /.M. Cpok BeimoigHeHUs: Bcex padoT — 15 geBpans
TEKYILEro roja.

Ocy1ecTBI€HHE KOHTPOJIS 32 MPOBEAEHUEM PEMOHTHBIX PabOT BO3JIAranoch
Ha HavyanbHUKa 11exa Ne 3 Antonosa 1O.B.

PacnopsokeHue ObUTO 3aBU3MPOBAHO HAYAIBHUKOM PEMOHTHO-TEXHUYECKOM
cnyk0b1 MakapoBeiM JI.M. u nHavanbHukoM 1exa Ne 3 AnrtoHoBeiM [O.B.,
3amectuTeneM aupekropa [1.1. AGpamoBbIM.

Keiic 13

3amecturens mnpexacenarenss Ilpesmamyma H-ckoro HaydHOro ueHTpa
Poccuiickoit Akagemun Hayk A.B.KypunHoii 15 Mas Tekymiero rojga usaail u
MOJAMKUCANT  paclopsDKeHHe 00 ydacTuu B OOIIETOPOJCKOM  CyOOOTHHKE.
Oo6mmeropoackoit cy000THHK 10 YOOpKe Topo/ia 1o ieBu3oM «JlroouMomy ropoay
— JOCTOMHYIO YMCTOTY» MpoBoawicss AnMmuHuctpamuen r. H-ck 18 mas Tekyiiero
roja.

PacniopspkeHueM MpeAnuChIBAIOCh WHCTUTYTaM W MOAPA3ACICHUSIM TIPU
[Ipesunuyme H-ckoro HII PAH npunsath yyactue B 0OUIErOpOJACKOM CyOOOTHHKE
Ha npuieraiux K LleHTpy TeppuTopusix U B MPOU3BOJCTBEHHBIX MOMEILIECHUSX.
Opranuzaiust padboThl 0 YOOpKe TEppUTOPUU BO3jarajach Ha HayanbHuKa AXO



B.Il.MapkoBy u 3amecTuTenieil JUPEKTOPOB HMHCTUTYTOB IO OOIIMM BOIPOCAM.
Hauanpnuky aBtoxossiictBa O.B. I'yOaHOBY mpennmuchiBaIoOCh BBIAEIHUTH
aBTOTPAHCIIOPT [JIsi BBIBO3KKM Mycopa. McmonHutenbs pacnopsbkeHus: AKaTbeBa
C.b.

Tema 3 «/lokymMeHTHpPOBaHHE UCIIOJHUTEIbCKON AeATeJIbHOCTID)

3aganue 1. CocraBbre U 0ohopMuTe CirykeOHbIE MUCHMA.

Keiic 1

JlermapTaMeHT TOAJNEPKKUM W PaA3BUTHS MAajoro MNpeaIpUHUMATENbCTBA
MAChbMOM 32 MOANUCHIO 3aM. TUpPeKTopa AenapramenTa CBepukoB A.B. yBemoMmi
pPYKOBOICTBO JneTrckoro caza Ne 158 o ToM, 4TO B CBSI3U C pPa3BUTUEM
MpEeANPUHUMATENBCTBA 3/aHUE JIETCKOTO caja JIOJDKHO OBITh MepefaHo s
TEXHUYECKUX HYXK]I JEMapTaMEHTa.

Hcnonnurenem BacuiabeBoil MO MOPYYEHHIO AUPEKTOpA AETCKOro caaa Ne
158 3amagHoro okpyra r. H-cka, pacnosio;k€HHOro Ha MpocrnekTe MudypruHCKOM,
aoM 22 1. H-ck, ObUIO COCTaBJIEHO NHUCHBMO, aJPECOBAHHOE  OTACIY MHUCEM
Anvunuctpanmn H-cka mo agpecy: r. H-ck, yn. Tsepckasa, 13, B xoTopom
nupekTop aetrckoro caga Ne 158 O.A. AGpamoBa mpocuiia pa3o0paThCs B JaHHOM
BOIIPOCE, MOTUBHUPYSI TE€M, UYTO B HAa3BaHHOM palOHE JIETCKUX CaJI0B OCTAJIOCh
MaJio ¥ HE BCE JIETU MOTYT MOCENaTh JETCKUE JOIIKOJIbHbIC YupexaeHus. [Tucemo
OBLJIO OTBETOM Ha MOJIyYEHHBIN JOKYMEHT OT JlemapTaMeHT.

Keiic 2

[Ipeacenarens  mpaBiieHUs  aKIMOHEPHOTO  KOMMEPYECKOTo  OaHkKa
«TOPI'TIPEABAHK» (ip. Bepnanckoro, 19, H-ck, 354123, ten.: 267-22-17, dhakc:
276-22-20) C.A. llymoB o6partuics k ['enepanbHomy nupexropy HITO «AcGect»
JIM. BonpiHIIeBY ¢ TOpocb00il paccMOTpeTh BOIPOC O TMPEAOCTaBICHUU B
nmutensayto apeHny AKb « TOPI'TIPEJIBAHK» paGounx mmomianeii — 180 kB.M
MO/ pa3MeIleHUEe OT/AeNIeHNs OaHKa.

[lucemo Obulo  coctaBieHo wucnonnuteneM Ilognecnoir H.B. Ha
JIOJDKHOCTHOM OJIaHKE TpeJicenarelis mpaBieHuss OaHka W MOANUCaHo 24 Mapra
TEKYIETO ToJa.

Keiic 3

Ucnonautenem M. [O. IlonsikoBoM 1O MOPYYEHUIO HadYalbHUKA OTHENA
mapketunra OAQO «Toprmotpebcoros» (r. H-ck, Jlecnas yn., n.18, 354123,
ten./dakc. 234-56-00, OKIIO 87654321, OI'PH 1234567890098, MHH/KIIII
09876543321/123456789) B.A. KomapoBa ObUIO COCTaBIEHO MHUCHMO B aJpec
000 «/lemo», TexHUYECKOMY JupekTopy A.M.Msrkoy 00 oTmpaBke
JIOKyMEHTAIlMU cienyroiero cojiepkanus: «Hampasnsem nHeoOxomumbie Bam
JIOKYMEHTBI, coJiepKaliue nH(opMaIuio o 1eHe KOMIIEKTa HAyYHO-TEXHUIECKOM
JOKyMEHTAIlMu Ha  XOJOJWibHOE oOopynoBaHue. llpenmaraem  BbICIATh
TEXHUYECKYI0 JOKYMEHTAIMI0O Ha 3apyOekHbI€ aHAJIOTH  XOJIOJUIBLHOTO
obopynoBanusi. Ilpu TNPUHATUM TOJOXKHUTEIHHOTO pEIIEHUs O  3aKymKe
o0opynoBaHus nMpocuM Bac HampaBUTh COOTBETCTBYIOIIEE MTHCHMO PYKOBOJAUTEIIO
ornena coOesita HaymoBy C.ILy». JlaHHBIM NHCBMOM  COINPOBOXKAANach
cnenudukanus Ha 28 1. B 1 3K3.

Keiic 4



KpacHogapckuii paguoTeXHUYECKU KOJUIEIX HMEHH akaaeMuka A.A.
Pacniiernna MunucrepctBa oOpa3oBanus u Hayku PO (H-ck, yn. b.Jlekabpbckas,
5, 354000, Ten.: 252-11-84, dakc: 253-32-36) paszocnan wHGOPMAIIMOHHBIE
NUChMa AUPEKTOPaM IIKOJI TOPOJa C COOOIIEHNEM 00 OTKPHITUH B HOBOM YYEOHOM
romy JAByX (DaKyJIbTeTOB: COBpEMEHHbIE WH(GOPMAIIMOHHBIE TEXHOJIOTHH W
opuauieckuid. B mucbMe cooOmianock Takke O TOM, YTO MpaBuja MpUeMa Ha
yKazaHHble (akynpTeThl oOmme. IlucbmMo OBLIO COCTAaBIECHO HWCHOJHUTENIEM
CrenanoBoil n noanucano aupekropom JL.b.MapTeiHIOKOM 15 MapTa TeKyuiero
roja.

Keiic 5

OAO «llepBass ®abpuka» (r. H-ck, yn. 3apeunas, a. 3, 354010) gomxHO
ObLIO B COOTBETCTBUU C M. 6 moroBopa oT 10.07.2003 Ne 12/25 «O mocrtaBke
npoaykuun» noctaButh 3A0 « CAHIEPEJIJIA» (H-ck, KpacHoropckas yi., a. 32,
354123, ren./paxc 458 90 13, OKIIO 87654321, OI'PH 1234567890098,
NHH/KIIIT 0987654321/123456789) B TeueHue Mecsia KoxaHyo QypHUTYpY Ha
ooy cymmy 150 000 pyOGneit. ®@aktuyecku xe (QypHUTYphl ObLJIO CHAHO Ha
cymmy 120 000 py6eit u HegonocTaBiaeHo npoAaykiuu Ha cymmy 30 000 pyOeii.
CornacHo 1.8 10roBOpa 3a HEAONOCTaBKY NPOAYKIUHU JIOJKHA OBITH yIJIaueHa
HEYyCTOWKa B pazmepe 5%, 4To OT CyMMbI HeZlonocTaBku coctaBmiio 1500 pyOnei.

Hupexrop 3A0 «CAHIAEPEJIJIA» B.Jl.®enopoBa o6paTuiack K IUPEKTOPY
00O «IlepBas ®adpuxa» O.J[.CokojoBy C NpoChOOl MEpeyucianTh Ha UX
pacyeTHbI cueT ykazaHHylo cymmy (1500 py6.). B mpotuBHOM ciydyae 3A0
«CAHAEPEJIJTA» Oyner BoiHykJeHO oOpatuthesi B ['ocapOutpaxk. Ilucemo o
HEJIOTIOCTAaBKE MPOAYKIMU ObUIo cocTaBieHo ucnonauteneMm P.T.HOnunoit u
noanucano PenopoBoid 12 aBrycra TeKyuiero roja.

Keiic 6

Hupexktop 3A0 «Autypuym» (H-ck, LlBetHoit OynbBap, a. 3, 354123,
ten./pakc 232-90-78, OKIIO 12345678, OI'PH 1234567890123, pacu. cuer
12345678901234567890 B ObK «I'YTA-6ank», Kopp.cuer
987654321098765444321, BUK 123456789) A.P.CmupHoB oOpaTuics K
['maBHomy penaktopy xypHana «Jlemno» B.W.IToneBoMy ¢ mpocbOoi pa3zMecTuThb
pexiiamy mpoaykiuu 3A0 «AHTYpUyM» B Oo4epeqHOM HoMepe kypHaiia. O0beM
pEKJIaMHOTO Martepuana — Y2 moisiockl. Oruiata myOJIMKalud rapaHTUPOBAIACK.
[lucbMo O pa3MenieHuu pekiaMbl  OBIJIO  COCTABJICHO  MCIOJHUTEIEM
JL.W.ITucapeBoii, mnoanucano Aupekropom A.P.CMUpPHOBBIM H TJaBHBIM
oyxrantepom B.A.AHTOHOBOIA.

Keiic 7

3aKpBITEIM  aKIIMOHEPHBIM  o0mecTBoM  «Bocxom» (354176, H-ck, yi.
[Toneras, n1.14, 0.324) 6b11 opopmieH 3aka3 No 7 Ha MOCTaBKY MPOIYKIIUU B
COOTBETCTBHM C 3aKIIOYEHHBIM J1I0rOoBOpoM O moctaBkax oT 13.06.2003 Ne 12 u
HamnpasiieH B agpec OAO «/luamant» (354000, Mocksa, yi. [Ipoctopnas, a. 25,
od.14, Ten. 268-93-78, OKIIO 87654321, OI'PH 1234567890098, MHH/KIIIT
0987654321/123456789). Onnako OAO «/luamaHT» HE CMOTJIO B YKa3aHHbBIN CPOK
(28.07.2003) wmcnoaHUTH 3aka3 M3-3a OOJE3HU BEIYIIErOo COTPYAHMKA OTIesa
nocraBku U I'enepanmbnblii  gupektop ero  ['JL.Mypomues  Hampasuil



uHpopmanmonHoe nucekMo B aapec 3A0 «Bocxog» o mepeHoce CpOKOB
ucnosHeHus 3akaza Ne 7 ¢ 28.07.2003 na 04.08.2003, B KOTOPOM TaKXKE OTMETHUI
yto OAO «/IlnamMaHT» COrJIaCHO B TEYEHHE S5 JHEH BBIUIATUTH HEYCTOWKY B
COOTBETCTBUHM C M.4.2 3aKIIOYEHHOTO JOroBopa O MocTaBKax. I[luceMo ObLIO
cocraBieHo wucnojgHutenem A.JI.CMHpHOBOII M TOANKHCH 3aBEpeHa I€YaThIO
OpraHu3alyu.

Keiic 8

00O «Jlura» (H-ck, 354465, yn. Mapocetiika, a.15, ten. 284-05-90, daxc:
284-05-90) s3ammaHupoBalio TMpoBeleHHEe Bcepoccuiickoil  poXKIeCTBEHCKOU
spMapku o0yBu ¢ 10 Hos0ps 1o 31 gexaOpst Tekyuiero roaa. OQHAKO B CBS3H C
teM, 4yro OOO «Jlura» He pacnonarajio AOCTATOYHBIMU IUIOIIAASMA IS
npoBeneHust sipMapku, HcnonHutenbHbt aupektop obmiectBa A.A.KoudeTkos
BBIHYKJIEH ObLT 00patuthes K Jupexktopy Beepoccuiickoro BEICTAaBOYHOTO 1IEHTPa
T.K. TypoBy ¢ npock60ii 0 mpemoctaBieHnn oomectBy B apeHay 300-400 kB.M
BBICTABOYHOM IUIOMIAIA U TAPAHTUEN OTLIATHI.

3apanue 2. CocrtaBbTe TeleOHOrpaMMbl, HEOOXOAUMBIE B CIIEIYIOIIUX
YIPABJIEHUYECKUX CUTYyaIUAX.

Keiic 1

JlenaprameHT 1o (uHancam H-ckoro kpas 3aliaHMpPOBAJIO TPOBEICHUE
ceMUHapa JUisl KACCUPOB MPEINPUSATUI ropoa, KOTOPBIA JTOJKEH ObLT COCTOATHCS
10 mapra tekymero roga B 15 yacoB B 3ganun Munucrepctea. OAO «Jlotocy
NOJIy4rJIo TelieoHorpaMMy, B KOTOpo MUHHUCTEPCTBO (DMHAHCOB Mpeasiarajio
HAlpaBUTh HA CEMHUHAp [MpEACTaBUTENsT O0O0IlmecTBa IO YKa3aHHOMY B
tenedoHorpamme azapecy. Teneponorpamma Obula TOANKHCAHA OJHUM U3
3aMECTUTEIIE MUHHCTPA U MEPEJaHa €r0 CEKPETapeEM.

Keiic 2

3A0 «llonurpadg» BBIOTHUIO 3aKa3 Ha W3TOTOBJICHHE PEKIAMHBIX
matepuanoB aig OO0 «Ctpoutensy. MHbopmalus o BBINOIHEHUH 3aKaza Oblia
nepeaHa TOCPEICTBOM COCTaBjieHUs TenedoHOorpaMmbl, B KoTtopoil 3A0
«ITomurpad» Takke MPOCUIIO OIJIATUTh BBICTABIEHHBIN cueT B CpoK 10 20 nexadps
Tekymero roaa. TemedoHorpamMmma Obula MOJINKCAHA 3aMECTUTEIEM TUPEKTOpA
3.M.CoHUHBIM U IIEpEIaHA €ETO CEKPETAPEM.

Keiic 3

MuHUCTEPCTBO  NPOMBILNUIEHHOIO  cTpouTenbcTBa  H-ckoro  kpasd
3aIJIaHMPOBAJIO TIPOBEJICHUE KOJUIETUM MUHHUCTEPCTBA Ha 27 deBpais TEKyIIero
roga Ha 11.30 gacoB. MuHucTepCcTBOM ObLJIa TIOJATOTOBJIEHA TelepOHOrpaMma B
anpec OAO «lIpomcTpoii», B KOTOpOH coo0manochr 00 00s3aTeabHOM SIBKE
['enepansnoro mupekropa OAO «IIpomctpoit». Tenedhonorpamma Obina
MOJMKUCAaHA OJTHUM W3 3aMECTUTENICH MUHUCTPA U TIEpPe/IaHa 3aBEIYIOIUM OOITIM
OTJIEJIOM.

Keiic 4

Oprkomuter «Bo3pokIeHre» 3alUlaHUpPOBajl MPOBEACHUE COBELIAHUS
«Kpyrabiit ctom» Ha Tepputopun OprkoMHUTETa Ha 5 CEHTAOPS TEKYIIEro rojaa, o
yeM noctaBuil B u3BeCTHOCTH OAQO «Jloroc». Opnako mozxe OprkomMuTer
U3MEHWI CBOE pEIIeHUE M TEPEeHeC MPOBEIECHUE COBEUIAaHUS Ha TEPPUTOPUIO



roctuHunbl  «CrnaBgHckas»  (koH(epeHI3al), O  4YeM  IOCPEICTBOM
tenedonorpammsl ysenommn OAO «Jlorocy. Teneponorpamma Obliia MOAMKCAHA
npeacenateneM Oprkomurera W mepefgaHa cekperapem-pedepentom  U.C.
Kpyrnossim.

3ananue 3. CoctaBbTe U 0OPMHUTE TEIETPAMMBI, HEOOXOIUMBIC B JTAHHBIX
YIPABJICHUYECKUX CUTYyaIUIX.

Keiic 1

Hupextopom 3A0 «Apon» (H-ck, yn. Kpsuiosa, 5) IlerpoBbiM Obuia
noarotosiieHa B agpec OAO «Oxcumy» (Tomck, 25) Tenerpamma c mpocbOoi
YCKOPUTBH OTIPY3Ky MUJIOMATEPUATIOB.

Keiic 2

3A0 «Konrtakt» (H-ck, Camomas, 5, 104456) moAaroroBUIO CPOUYHYIO
tenerpamMmy s niepenaun  gupekropy OAO  «Ypanctpoi» ['puropseBy ¢
pOCKOON COOOIINTH TaHHBIE O COCTOSHUU pealu3allii MPOAYKIIUHU, €€ OCTaTKax,
oO0beMax OTTPYKEHHOH, a Takke MOoMJIekalleil OTrpy3ke MNpPOAYKIHH H
HEOIUIAaYEHHBbIX cuerax. lemerpammy noxnucan gupekrop 3A0  «Kontakm»
A.b.Opiios.

Keiic 3

3amMecTUTeNlb MUHHACTPAa NHUUIEBOM NPOMBINIUIEHHOCTH H-cxoro kpas
BacuiibeB mMOpyuMs CBOEMY CEKPETAapl0 COCTaBUTh TeJErpaMMy B  aJpec
Xnebokombunara Ne 3 ¢ TpeboBaHuem TenerpadupoBaTh pe3ybTaThl BHIOOpA
(doH1a MyKH MIEpBOT0 KBapTaljla TEKYILEro roja.

Keiic 4

Hupextop 3A0 «¥OHucub», nomyuus npoaykuuio ot Kemeporckoro 3A0
«Kpucramm», MOMHOCTBIO OTKa3ajcsi OT €€ OIUlaThl B CBSI3M C TEM, 4TO 3Ta
MpOyKIKS He OblIa 3akazana. JlanHoe perieHue Obu10 TenerpadupoBaHoO.

3ananue 4. CoctraBbTe M 0(OpPMHUTE JAOKJIAJAHBIC, U OOBSICHUTEIbHbBIC
3aMKMCKU, HEOOXOIMMBIE B CIEYIOLIUX YIIPABICHYECKUX CUTYaLUsAX.

Keiic 1

3amecTuTens HavanbHHKa IIpomsBoacTBeHHOro oO0benuHenus «H-ckas
ropoackas teneponHas cerb» (KI'TC) MuHucrepcTtBa CBSI3M M MacCOBBIX
koMMyHuKaiii P® M.U.Jly6oB oOpaTwics K HaydaldbHUKY CIHELHUAIBLHOTO
yopaBieHus: TenedoHHOM cBsizu Toro ke wmuHucrepctBa [.C.AKceHOBY ¢
JOKJIAJHOM 3alMCKOM O BBIICICHUH MPAMBIX MPOBOJOB U HAa3HAYEHUU
TeredOHHBIX HOMEPOB Ha JOTOBOPHOU ocHOBe. B poxmannoit 3anucke M.U.[1y6oB
coo0mIan o ToM, 4To B ceHTsa0pe Tekymiero roga oowseaunenuem (KI'TC) Obutm
MOJTOTOBJICHBI M COTJIACOBAHbI ¢ [ JTaBHBIM MJIaHOBO-(DMHAHCOBBIM YTIPABICHUEM
MunucrepctBa cBs3u P® noroBopbl ¢ HOBbIMH aOOHEHTaMH. J[is BKIFOYCHUS
yKa3aHHBIX aOOHEHTOB B ceTh mnepeaaun naHHbIX «MHDoTem» ¢ 1 mexaOps
TEKYILIEro rojia HeOOXOAMMO BBIJIETIEHUE MPSIMBIX MPOBOJIOB. B CBs3M € 3TUM T-H
J1lyOoB BBIIBUHYJ MPEAJIOKEHUE O BBIACICHUHM NPSIMBIX MPOBOJIOB M HAa3HAYEHUU
TeraeOHHBIX HOMEPOB HA JIOTOBOPHOM OCHOBE yKa3aHHBIM a0oHeHTaM. JlokiiaaHas
3anucka Obuia cocTaBieHa ucnojgHuteraem Opnosoi u noanucana M.M.Jly6oBbiM
12 HOsOps TEKyIIEero roja.

Keiic 2



Kypbep 3A0 «Dapmay C.C. CoMOB peryisipHO oma3ibiBal Ha paboTy, yeM
Hapylaja TPYIOBYI IHUCHMIUIMHY. 3aBedyromas kanuemspuend W.B.Illymununa
HEOJHOKPATHO Jejajia eMy 3aMedaHus (B yCcTHOHW (opme), a 12 UIOHS TEKyIIero
roja Obula BBIHYXJEHAa OOpaTHThCS C JaHHBIM BOMPOCOM K ['eHepampHOMY
mupektopy A.B.CenoBy C IOKIaqHOM 3alMCKOM, B KOTOpPOMl MpPOCHIA MPUHATH
Mepsbl auciurmuHapHoro xapakrepa k C.C. CoMoBy.

Keiic 3

PykoBogutens otaena HoBbIX mnpoekToB O.B.TokapeBa oOparuiiach K
['enepansHOoMy aupekTopy OOO «Mactep» r-ny A.J[.MeBneBy ¢ nOKIagHOU
3aMUCKOM O HEOOXOJMMOCTH YBEIWYEHHUS IITAaTHOM YHCIECHHOCTH oOTAena. B
noxnaanou 3anucke O.B.TokapeBa coob1iana o TOM, 4TO B HACTOSIIEE BpEMS JIJIst
YCHENIHOW paboThl areHTcTBa HEOOXOJAMMO yBeJIWYeHHEe O0a3bl JaHHBIX O
NOTEHIMAIbHBIX KiHeHTax. [lo ee MHEHMIO, OTHUM U3 HauboJiee peasibHbIX MyTei
pacmvpeHuss 0a3bl JAaHHBIX SBJISIETCS MOCTOSIHHBIM aHallu3 CPEACTB MacCOBOM
uH(pOpMaIuK, B YACTHOCTH pecchl (MHPopManusa 0 Hanbosee KPYyNMHbIX KIMEHTax
are’HTcTBa ObUIA MOJy4Y€HA M3 aHAJTUTUYECKOIo KypHayia «IKkcrept»). B cBs3u ¢
TEM, 4YTO OTHEN B €ro HAcTOAIIEM CcocTaBe (5 COTPYJAHHKOB) HE HUMEET
BO3MOYKHOCTH OpraHU30BaTh MOJAPOOHOE HU3YYEHHE aHAIUTHYECKUX H3JaHUM,
O.B.TokapeBa cuMTaeT 11€J1€CO00pa3HbIM BBECTH B IITAT OTJAENa JBE JOJIKHOCTH
MEHE/DKEPOB JUIsl H3YyYEeHHsT M aHajgu3a I[pecchl C ILENbl0  BBISBICHUS
NOTEHUUAIbHBIX KIUEHTOB, a TaKXe IOATOTOBKHM ONEpPaTUBHOW HH(pOpMAIUHU O
nojokeHnu Ha pelHke CMU B dopme exeHeaenbHbIX OTYeTOB. B JoKiamHOM
3anucke TokapeBa NpeyIokKuiIa Ha 3TH JOJKHOCTU MOAOOpaTh COTPYIHUKOB M3
yucia CTyAeHTOB 4-5 KypcoB QakynbTera >KypHaiuctuka MIY WU 1IKOJIBI
pEKJIaMBI.

Keiic 4

B H-cxoM kpae cII0kKUI0Ch KpallHE HANPSHKEHHOE MOJIOKEHNE C TOPTOBIIEH
MPOMBIIIUIEHHBIMU TOBapaMH U, B YaCTHOCTH, MEOEIBIO.

B 12 u3 15 paiioHOB TOpro,iii MeOENbI0 BEAETCS B HEMPHUCIOCOOJIEHHBIX
NOMENICHUSX, JIMIIEHHBIX HEO0XOJUMOTo O00OpYyIOBaHUS, HE HUMEIOIIUX
HOPMAJIBHBIX MOJbE3HBIX My TEH.

Jlist paspemieHusi JaHHOW MpPOOJEMbl K PYKOBOJUTENIO aJAMUHUCTPALIMH
NBanosckoit obnactu II. U. TlonexxaeBy oOpaTwics HadajlbHUK Y IIpaBiIeHUS
toproBiau Aamunucrtpauuu H-ckoro kpas K. JI. TapacoB. B nokmnaaHoi 3anucke B
CBSI3M C HEOOXOJUMOCTBIO CO3/IaHUsl YCJIOBUM, OTBEYANOIIUX TpeOOBaHUIM
OpraHu3alMi  TOproBid  MeOenbto, TapacoB mpocun  AaTh  yKa3aHMs
PYKOBOJHTEISAM aIMUHHUCTPALUK COOTBETCTBYIOIMX PAMOHOB O MPEAOCTABICHUN
JUISL TOPTOBIIM MEOEIBI0 MOMEILIEHUH, OTBEUAIOIINX YCTAaHOBJICHHBIM HOPMaM.

Keiic 5

Crapmmii KOHCYJNBTAaHT OTJIEJa MpaBOBOro odOecrnedeHus kiaueHToB 3A0
«TpucrapKoncant» II.JI. MWunomeHkoB, COINIACHO YKa3aHUsM | €HepalbHOTO
nupektopa B.M.Cunopenko (mpukas ot 10.07.2000r. Ne 53 «O mpoBepke paboThI
OTJieJa MPaBOBOIO OOECIEeUEHUsI KIHMEHTOBY»), MpoBea aHauu3 3((HEKTUBHOCTH
paboThl COTPYIHUKOB OTJENIA «HA BBIE3E» B MEPBOM MOJYTOAUHN TEKYILETO roja.
O mpoaemnanHoit padore II.J[. MusnomeHkoB MOCTaBUI B HU3BECTHOCTh



['eHepanbHOTO JIUPEKTOpAa MOCPEICTBOM COCTABJICHUS JOKIJIATHOW 3aluCKd, B
KOTOPOW H3JIOKHJI TakXe CBOIO TOYKY 3pEHHS] O HEOOXOJUMOCTU YBEIMUYCHUS
YyHuCla ITATHBIX COTPYIHUKOB OT/ENA, UMEIOIIMX [IPaBa Ha yIIPaBJICHHUE JIETKOBBIM
aBTOTPAHCIIOPTOM W BJIAACKONIMX TakoBbIM. K JOKknamHOM 3amucke ObUIH
NPWIOKEHBl CIEAYIONIME JOKYMEHThl: | AHamu3 3]QexkTuBHOCTH padOThI
COTPYIHHMKOB OTJEJIa IPAaBOBOr0 OOECHEYEHHs] KIHEHTOB «Ha BbIe3e» 3a |
nosyrogue 200 1. Ha 2i1. B 1 3k3. 2 Pacuer 3a1elicTBOBaHUS COTPYJHUKOB I10
3oHaM Ha liu. B 1 3k3. 3 Pacuer oGecnedyeHus: COTPYIHUKOB MOOMIIbLHBIMU
cpenctBamu cBsizu Ha 1. B 1 9k3. 4 Pacuer-o00CHOBaHHME YBEIWYEHHUS 4YHCIIa
HITAaTHBIX COTPYIHUKOB OTJIEJIa MPABOBOI0 00ecTeueHrs KIMEHTOB Ha 311. B 2 9K3.

Keiic 6

Menemxkep otaena mapketuHra OOO «Koncynbrant» M.M.TokapeB 28
CEHTSIOpsI TEKYIIETro rojia orno3jaail Ha padoTy MOYTH Ha Lebld yac (45 MuH.), O
yeM eMy ObLIO clienaHo 3amedanue aupekropom M.ILYcTuHOBOW M mpemsioxkeHo
OOBSACHUTH MPUUYUHBI TPOCTYIIKA B MUCbMEHHOU QopMe.

3apanue 5. CoctaBbTe U 0(OpPMUTE TPOTOKOJIBI, HEOOXOIUMBIC B
CIIEIyIOLIUX YIIPABICHUYECKUX CUTYalUsX.

Keiic 1

Hupexkuuss OO0 «Actpes» (H-cx) 12.08.200 . mpoBeso cBOoe 04YEepeIHOE
3acemanne, Ha kKotopom mpucyrctBoBa BoctpsikoB C.T., Crymnes II./1.,
Jle6enes .M., Autonos I1.JI., Hlentynosa B.I'., TumodeeB A.A., Ctynosa M.N.

Ha 3acemanuu o6cyxnanoch JBa BOIpoca: O XOJ€ PEeKIaMHON KaMIaHUH B
[T kBapTasie 200 r. ¥ 0 mepexojie Ha HOBYIO CUCTEMY BBIILIATHI IPEMHUAJIbHBIX.

[To mepBoMy BoOIIpOCy CIyIIalId COOOIIEHHE HayaJbHUKA OTJIENA PEKJIaMbl
BoctpsakoBa C.T., TekcT cooOmieHuss KOTOpOro Obul TepeJaH CEeKpeTapro
3acenanus H.J[.benooit. Ilo »TomMy e Bompocy BbICTynuia  (hUHAHCOBBIN
mupektop TumodeeB A.A., KOTOpbIii 0100pWi  yBEIMYEHHE pacxoll0oB Ha
HapyxkHyto pexiamy B LI kBaprane 200 r. Ha 5%.

ITo BTOpOoMy Bormpocy caenan coobmienue Ctynos M.U. U TekcT cooO1ieHus
TaKke nepenan cekperapro. [lo nanaomy ke Bonpocy BeiCTynuian AHTOHOB [1.JI.,
HavyaJIbHUK OThena kaapos, u JledbeneB .M., nupekrop no npoaaxam. [lepBbrit
0J100pUJT HOBYIO CUCTEMY BBIILJIATHI MPEMHUATBHBIX U PEKOMEHI0BANI TOATOTOBUTH
HeoOxoaumble AokymMeHTsl K 01.09.200 r. Btopoil npemioxun nopadoTaTh
HOBYIO CHCTEMY BBIIUIATHI IPEMUAIBHBIX U PEKOMEHI0BAJI IPOBECTH TOJIOCOBAHNE
0 JIAaHHOMY BOTIPOCY Ha 00111eM COOpaHuU TPYIOBOTO KOJUIEKTHBA.

B urore 3acemanus ObuM NPUHATH cienytomue pemenus: 1 Omnodputh
paboty otaena pexiambl B Il kBaprame 200 1. 2 IlpoBectu obimiee coOpanue
TPYJOBOTO KOJUIEKTHBA 10 BONPOCY O NEPEXOJE€ HAa HOBYKD CUCTEMY BBIILIATHI
npemuanbHbIx 15.08.200 1. OTBETCTBEHHBIM 3a MOJTOTOBKY coOpaHHUs Oblia
Ha3HayeHa 3aB.kaHuenapuen llectynosa B.I'.

CoOpanue Ben npeacenarens O.A.PymsHiies.

Keiic 2

3A0 «I'pann-M» (H-ck) 05.03.200 r. mnposeno 3acemanue CoBeta
JUPEKTOPOB, HA KOTOPOM MpPUCYTCTBOBaIM cieayromue wieHbl Coseta: [lomos
N.I1., UeanoB N.N., Cunopos C.C., YcrtunoBa VY.Y., ®enopoB ®.®. B cBszu ¢



HaJIM4YMEeM KBOpyMa 3acellaHue ObUIO MPU3HAHO MpaBoMoYHbIM. Ha 3acemanue
BBIHOCWJICSI BOINPOC 00 ONPENENICHWH PBHIHOYHOM CTOMMOCTH pPa3MellaeMbIX
OOIIECTBOM  JOMOJIHUTENbHBIX akmuil. [lo maHHOMY BOmpocy 3aciyliaiu
@enopoa D.D., KOTOPBIA NPEMIOKUIT ONPENEIATh PBIHOYHYIO CTOMMOCTH
pa3MeIaeMbIX OOIIECTBOM AaKIM MyTE€M 3aKPBITOM MOIMUCKH JTONOJHUTEIbHBIX
akuii B pasmepe 10 000 (mecsatu Thics4) py0. 3a akiuio. 3aceTaHne TTOCTAHOBUIIO
yTBepauTh npeanoxkenue degoposa @.d., Tak Kak Mpu roocoBaHuu «3A» ObLIO
OTIIaHO IATh TrOJIOCOB, IIPOr0JIOCOBABIIUX «I[TPOTHUB» u
«BO3EPXXABHINXCS» He Ob110. Perienne NpuHITO €IMHOTIACHO. 3ace/IaHue
Ben  mpenceparens  [L.M.ITomo.  [IpoTOKOJI  MOATOTOBIEH  CEKpETApEM
N.I1.IleTpoBbIM.

Keiic 3

Cotrpynuuku Oyxrantepun OAO «KBaHT» mpoBenu 3aceaHue Mo BOIPOCY
COKpalleHUs1 CpOKa cOCTaBieHus romoBoro oryera 3a 200 1., Ha KOTOpOM
npucyTcTBoBasio 6 uenoBek. C coolOmieHueM BeicTymmia Oyxranrep CypkoBa
A.M., xoTOpas OTMETHIIA, YTO PAOOTHHUKY TPYIIIbI yY€Ta UMEIOT BCE BO3MOKHOCTHU
JUISl 3HAYUTENBHOTO COKpAILEHUS CpPOKa COCTABJIEHUS T'OJOBOTO OTYETa, U YTO
rooBoil otder 3a 200 1. MOXKET ObITh MPEJCTABIEH IPYNNONA ydyera Ha 3 JTHS
paHblIe YCTAaHOBJIEHHOTO CPOKA.

B o0Ocyxnennn nanHoro Bompoca BeicTynuiau E.H.KpotoB, rnaBHbIi
oyxranrep, u [.A.llly6una, Oyxramrep. KpoToB cooOmmui o TOM, YTO WM
pa3zpaboTaH HOBBIM rpaguk pabOT IO COCTaBICHUIO TOJOBOTO OTYETa, MpPHU
YCIIOBUU BBINOJIHEHUS KOTOPOTO BCEMHM PaOOTHUKAMHU TPYMIbI y4yeTa, IOJOBOU
OTYET MOXKHO COCTaBUTh M cJaTh HAa 4 JHSA paHbLIEC YCTAHOBJIEHHOI'O CpOKA.
[''A.lllybuna oTMeTHsa, 4TO AOCPOYHOE IpPEACTaBICHHE TOJOBOTO OTYETa 3a
200 r. sBr€TCS OYETHOM M OTBETCTBEHHOM 3a/1aueii paOOTHUKOB OyXTaJITepuH,
U YTO KOJUIEKTHB OYXTaJITE€pUU MOXET COCTABUTH IOJIOBOM OTUET paHbIIE CPOKa,
€CJIM Bce paOOTHUKHU OYyT BBINOJIHAThH YIULIOTHEHHBIA rpauk padOTHI.

B urore 3aceganus ObUIO PElIEHO NMPEICTaBUTh rogoBoM otuet 3a 200 T.
Ha YeThIpE JHS paHblI€ yCTAaHOBIEHHOro cpoka, T.e. 00.00.200 r. u mposecTn
aHaJM3 TOJIOBOTO OTYETa C LIEJIbI0 BBISBIEHUS PE3EPBOB, HEOOXOAUMBIX JUIS
yCIEeIHOTO BhIMOIHEHUS iaHa 3a 200  r. 3acenanue Bena npeacenaresib K.M.
JleBamoBa, nmpoTokon Ben cekperapb M.B. XoMAKoB.

JlomoiHUTEIbHOE 3a]aHUE K TAHHON CUTYaIllUH.

CocTaBUB NPOTOKOJ MO JAHHOW CUTYalllu, COCTABbTE U OPOPMUTE U3 HETO
BBIIIMCKY NTOCTAHOBJISAIOIIEH YaCTH.

3aganme 6. CoctaBbTe U 0OPMHUTE AKTHI.

Keiic 1

Komuccust non npeacenarenbCTBOM HayalbHUKA TEXHUYECKON Ipynnbl ALA.
Bo6noBoro u unenoB komuccuu bopucosa M.IO., HauanbHUKA aIMUHUCTPATUBHO-
xo3sicTBeHHoro otaena, Cmupnona JLII., 6yxrantepa, u Pomanosoit U.K., oduc-
MeHnemkepa, 3A0 «JleoHTHs» Ha OCHOBaHUM JOKJIATHOM 3amuCKu oduc-
meHemxkepa M.K.Pomanoson 11.07.200 1. mpoBena NpoOBEPKY TEXHHUYECKOTO
OCHAILIEHUS NPUEMHOW TE€HEPaJIbHOIO NIHUPEKTOpa M MpHU3HATa HErOJHBIMHU IS



AKCIUTyaTallMy KOMUpoBadbHBIN ammapaT Xerox 345(1 mr.), mpeaep (MHB.HOMEP
367, 1 wrt.), dakc 47823 (1 wir.). [Ipu3sHaHHast HENPUTOTHON JJIST HKCIUTyaTaI[HH
TeXHMKa Obula TiepenaHa Ha ckian npeanpustus. [lo ycraHoBieHHoMmy (dakTy
KOMHUCCHSI COCTaBHJIa aKT IpueMa-miepefaud oprrexHukd B 3 9k3. (1-1 3x3. —
HAYAJIbHUKY aJMHUHUCTPATUBHO-XO3SIMCTBEHHOTO OTAENa, 2-U - TJIABHOMY
Oyxranrepy, 3-i - B npeno 23-02), KOTOphI OBbLT YTBEpXKAECH T'€HEPATBbHBIM
nupekrtopoM [1.U.CtenaHoBbIM.

Keiic 2
Komuccusa, co3maHHass Ha OCHOBaHMM Tnpukaza jaumpektopa 3A0
«Mencepsuc» ot  05.10.200 1. Ne 23 «O  COBEpIICHCTBOBAHUU

JIOKyMEHTAIMOHHOTO oOecrnieueHus nearenbHoctd 3A0 «MeacepBucy B cocTase:
npeacenarens 3yauHou O.Jl., 3aB. KaHIENsApUEH, WIEHOB KOMHCCUMU TokapeBa
H.JI., 3aB. mpousBojacTBeHHBIM oTaenoM, IlaBnooit B.E., 3am.rn.Oyxranrepa,
AnekcangpoBa A.B., MeHemkepa mo kaapam, HMBanoBoit 3.I1., cekpetaps-
pedepeHTa KaHUENApUU, B TPUCYTCTBUM CEKpeTaps OTJela MapKEeTUHTa
C.C.PonnonoBoit 12.10.200  r. mnpoBena NpPOBEPKY COCTOSHUS pPadOTHI C
JIOKYMEHTaMu B OTJIeJie MapKeTUHra. B pe3ynbpTaTe mpoBeIeHHON MPOBEPKH ObLIO
YCTaHOBJICHO, YTO B OTJIEJIE€ HECBOEBPEMEHHO ()OPMUPYIOTCS B JieJia UCTIOJIHEHHBIC
JIOKYMEHTBI, 3aroJIOBKM JE€J 3a4acTyl0 HE COOTBETCTBYIOT 3arojiOBKaMm,
MPEeayCMOTPEHHBIM HOMEHKJIATYpOH JIeJl, OTCYTCTBYIOT JIBa JieJia C MEePENUCKoi 3a
200 r., He TmpoBeAeHaA TpenapxuBHas o00padoTka JokymMeHTtoB 200 1.,
NOJIeKAIIMX JUIUTEIbHOMY XpaHeHuto. TakuM o0pa3oM, KOMHCCHs TpHUIIa K
BBIBOJly, YTO B BEICHUU JEJIONPOU3BOJICTBA B OTHAEJIE MApKETHHIa UMEIOTCSA
CYIIECTBEHHbIE HEOCTAaTKH, CBUACTEIBCTBYIOIIME O HAPYIICHUHU JIEHCTBYIOIINX
HOPMATHUBHBIX JOKYMEHTOB B OOJACTH OpraHU3alUh JIOKYMEHTAIMOHHOTO
oOecrieueHusi ympaieHus. [lo ycTaHOBIEHHBIM (akTaM OBIT COCTaBIEH aKT
MPOBEPKHU PabOTHI C JOKYMEHTAMH B OTJieNie MapKeTuHra B 4 sk3emrusipax (1-i —
3aM.JUPEKTOpa IO  AJMHUHHMCTPATHUBHO-XO3SAWCTBEHHBIM  BOmpocaMm, 2-U —
3aB.0OTJEJIOM MapKeTuHra, 3-1 — mpencenarento komuccuu, 4-ii — B mgeno 01-09.
AKT BCTYNWJI B CHJTy C MOMEHTA YTBEPKJICHUS TUPEKTOPOM MPEITPUITHS.

Keiic 3

17 ssHBapst TEKyILEro rojia B aJipec 3aBojia M0 PEMOHTY YacOB U FOBEJIUPHBIX
W3J1eJIUi puObLIa MOChUIKA C 3aBOJIa-MIOCTABIINKA, ITPU BCKPBHITUU KOTOPOU OBLIO
OOHapy>K€HO OTCYTCTBHUE JBEHAJIIaTH KOPIYCOB JJisi 4acoB Mapku «MosHus,
qUCIUBIIUXCA o HakimamHod Ne 18 ot 24 okTabps npensyaymero roga. Jms
MOATBEPKIACHUSI JaHHOTO (pakTa HA OCHOBAHWM MpUKa3a JUpeKTopa 3aBoja Ne 12
ot 18 sHBaps Tekyliero rojaa Oblga cO3/laHa KOMHUCCHUS TOJI TPECeaaTEIHCTBOM
HavyanbHUKA oTnena cHaOxkenus Kapmenko E.II. u wieHOB koMmccHHM MHXKEHEpa
[TaBnoBa A.P. u 3aB. ckinagom Ne 1 Kynpsimosa P.B. Komuccueit Obu1 cocraBien
akT 21 sHBapsi TEKyIIEro rojaa, B KOTOPOM COJIEpKajicsl BHIBOJ O TOM, YTO 3aBO/I-
MOCTAaBIIUK JOJKEH MOCTaBUTh HEJIOCTAIOIIEE KOJIMYECTBO KOPIYCOB K YacaM. AKT
BCTYNIWJI B JCHCTBHE C MOMEHTa yTBepxkiaeHus (22 sHBaps T.r.) JTUPEKTOPOM
3aBoja b.M1.PomaHOBEIM.

Keiic 4

NuBeHTapu3almoHHass KOMHUCCHS, CO3JJaHHAas Ha OCHOBAaHWU TIpHUKa3a



TupeKkTopa MOCKOBCKOTO 3aBOJIa IO PEMOHTY 4acOB M IOBEJUPHBIX uzaenuid Ne 24
or 15 d¢eBpans tekymero roaa, B coctaBe npencenarenas OCTPOBCKOTO
D.A.(3am.rmaBHOTO Oyxrantepa 3aBojaa) U uineHoB komuccuu Iletposoit O.H.
(byxrantepa), HopkoBoit H.M. (cT. 3k0OHOMEHCTa TIAHOBOTO OTJEA) MpoM3Besa
PEBU3HIO KacChl 3aBOfia MO COCTOSIHUIO Ha 16 ¢eBpanst Tekymiero roaa. PeBusus
IIPOBOAWIACH B NPUCYTCTBUU Kaccupa 3aBoja Kapramosa H.M. B pesynbrare
MIPOBEJICHHON PEBU3HH OBLIO YCTAHOBJIEHO, YTO OCTATOK HAJMYHBIX JICHET B Kacce
coctasisier 1030 py6uneit 00 korm., ocTaTok JeHer 1Mo kaccoBoi kuure — 1030 pyo.
00 xom. J[pyrux LeHHOCTEH B Kacce 3aBojla He OOHAPYKEHO, YTO COOTBETCTBYET
JTaHHBIM yuera. KoMuccus Takke yCTaHOBWMJIA, YTO MOPSAOK BEIACHUS KacCOBOMU
KHUTU U XPaHEHUs JCHEr COOTBETCTBYET TpeOoBaHusM IlojokeHus 0 BeAeHUU
KAaCCOBBIX ONEpaluii rocyJapCTBEHHBIMH, KOONEPATUBHBIMU U OOLIECTBEHHBIMU
NPEANPUATUIMH, YUPESKICHUSIMU U OpraHu3alusIMu. AKT BCTYNUI B JIEUCTBHE C
MOMEHTa yTBEPKACHUS TUPEKTOPOM 3aBOJIA.

Keiic 5

Komuccusi B coctaBe mpezcenarens, HadalbHUKAa OTIENAa CHAOXKEHUA U
YJICHOB KOMHCCHW: HAaYaJIbHWKA OTJACNA KYJIbTYPHO-OBITOBBIX M XO3SHCTBEHHBIX
YUpPEXKACHUI, 3aBEIYIOLIEro CKJIaJ0M, Ha3HAUYEHHAas MPUKA30M T€HEPATbHOIO
nupektopa OAO «Ctpenay, npoena paboTy MO YCTAHOBJICHUIO HEMPUTOAHOCTH K
JaNbHEUIIIEMY HCIIONIb30BaHUIO UMyIiecTBa. Komuccus paboTana B mpuCyTCTBUU
KJIQJIOBIIMKA U WHCIIEKTOpa (UHOT/ENA U YCTAHOBUJIA, YTO UMYIIECTBO COTJIACHO
MpUIaraeéMoMy K akTy MEpPEYHIO MOJJICKUT CIHCAHUIO 32 HEMPUTOJHOCTBHIO K
JanbHENIIeMy HMCIOIb30BAHUIO. AKT CIUCAHUS MMYIIECTBA ObUI COCTaBJIEH C 2
9K3. (OTHeny cHaOkeHus, OyXrajiTepuu), MOAMHCAH KOMHCCHM U YTBEpPKIEH
reHepaibHbIM JTUPEKTOPOM.

Keiic 6
Komuccus, Ha3HaueHHas MNPUKA30M JUPEKTOpa TEXHUKyMa, B COCTaBe:
npeaceaaTeab — 3aM. JUPEKTOpa, WICHbl KOMHMCCHU: Oyxraiarep, OBIBIINN

3aBENYIOIIMIA XO34MCTBOM, BHOBb HA3HAYEHHBIM 3aBEAYIONIUMHA XO3AMCTBOM,
ocyilecTBuiaa (ukcanuio ¢akrta mnepenayd e 3aBEeayOIMMM X03sicTBOM. B
pe3ynbTaTe caadu-npueMa Jeia ObUIO YCTaHOBJIEHO, YTO BCE 00OpYyJAOBaHHE,
WHBEHTaph, MeOEJIb HAXOJIUTCSI B COOTBETCTBUM C BEJIOMOCTHIO MHBEHTapHU3alINH,
BEIOMOCTh HMHBEHTapu3alMu cocraBieHa 1o cocrosgHuto Ha 00.00.200 1.,
UMEETCS BEIOMOCTh MHBEHTaps W MeOenr, MOMJIekAIINuX CIUCAHUI0. AKT ObLI
COCTaBJICH B 3 2K3. (OyXraJliTepuu, XO3SMCTBEHHOMY OTIIENy) W BCTYIWJI B CHITY
MOCJIE YTBEPKACHUS JUPEKTOPOM TEXHUKYMA.

Tema S «/lokymeHTHpOBaHHE TPYAOBBIX IPABOOTHOLICHUIT»

3aganme 1. CocrtaBbTe M oQopMUTE CIpPaBKH MO JHYHOMY COCTaBY,
HEO0OXOIMMbIC B TJAHHBIX YIPABJICHUYECKUX CUTYyaITUIX.

Keiic 1

Crernuanuct TEpBOM KATETOPUU  KAHICISAPUM  YIPABJICHUS  JCIaMu
MunucrepctBa mnedatd W  uHopmanuum PO IlerpoBa HWpuna CepreeBHa
oOpaTuiach B OTHEN KaJpOB MHHHCTEPCTBA C MPOCHOOW BBIATH €Il CIpPaBKy C
MecTa paboThl s npeacTaBieHuss B GUHAHCOBYIO aKaJIEMUIO, T/I€ OHA YUYUTCS Ha
2 Kypce BeuepHEero OThejeHus (QakyJbTeTa MEXIYHApOAHBIX SKOHOMHYECKUX



OTHOLIIECHUM.

Keiic 2

Cnecapp  MYHMIMOQIBHOIO  PEMOHTHO-CTPOMTENIBHOIO  MPEANPUATHS
«Opuon» Ilpukybanckoro okpyra 1. H-ck AOpamoB Bacummit ®emnopoBuu
oOpatuics ¢ mpockOOl K PYKOBOJICTBY STOTO MPEANPUSATHS BBIAATH CIPABKY IO
3anpocy MyHUIMnaiabHoro aerckoro caaa Ne 6 IlpukyOanckoro okpyra r. H-ck,
KOTOpBIH TIOocemaer ero aodb AOpamoBa Hatama. B cmpaBke HeoOxommmo
NOATBEPJIUTh pa3Mep 3apabOTHOM TIUIATHI, MOJYYEHHBINH cliecapeM B IEPBOM
KBapTaJie TEKyIIero roja (1mo Mecsiam).

Keiic 3

B xoae wWHBEHTapu3allMd TOBAPHO-MATEPUANIBHBIX IIEHHOCTEH HAy4HO-
yccienoBarenbekoro nenrpa ®dunancoBon akaaemuu npu lIpaBurenscre PO
Obu1a oOHapykeHa Hegoctada B cymme 111 000 pyOreli (1Be mMUIIyIIHe MaTUHKA
«Ontumay mo 55 000 py6neit 3a 1 mT.). bByxranrepus akagemuu motpeboBaina
BO3MECTHTh HEJNOCTauy OT crapuiero jabopanrta neHtpa KoznoBoil BaneHTHHBI
MBaHOBHBI, KOTOpas OTKa3ajachb »3TO clelaTh. AJMUHUCTpALMS aKaJeMUU
oOpatmnace B cyn r. H-cka ¢ uckom k Kosnosoit B.UM. cya morpeboBan oT
aKaJIeMuu NPEACTaBUTH CIpaBKy, sBisiercs Jm Kosznosa B.M. marepuanbHO-
OTBETCTBEHHBIM JIMIIOM, KaKOB pa3Mep €€ CPEAHEMECSYHOro 3apabOTKa, KOrja C
HEel ObUT 3aKIOYEH JOrOBOp O MaTepHAIbHOM OTBETCTBEHHOCTH, C KaKoro
BpEMEHU OHa paboTaeT cTapmuM JabOpaHTOM HAyYHO-HCCIIEIOBATEIHLCKOTO
nentpa. CrpaBka, MOJANUCAHHAs PEKTOPOM M TJABHBIM OyXraiarepoMm, Oblia
npenacrasiieHa B ¢y K 10 HOsIOps TEKyIIero roja.

Keiic 4

Nuxenep CokonoB Ouser ['eHHanbeBUY MOTEpsii pabOTy B CBSI3U C
JUKBUIAIMEN TPEINpUSATHS W  3aperucTpupoBajicss Ha Oupxe Tpyaa B
[lentpansHom okpyre r. H-ck. B okTs0pe Tekylero rojga oH Haiiena padoTy B
00O «Cucrembl KoMIUIEKCHOM curHanuzauun». K 1 HOAOps eMy HE0O0X0auMmo
NpEeACTaBUTh Ha OWpPXKYy CIpaBKy O TOM, YTO OH HAa3HAYeH Ha JIOJDKHOCTh
TEXHUYECKOT0 JUPEKTOpa C OKJIAIOM MO IITaTHOMY pacnucanuio. Cekperapb-
MMOMOIIHUK TreHepanbHoro aupekrtopa MarseeBa M.K., oTBewaromas 3a KagpoByro
paboTy Ha NpeanpuUATUH, opopMuiia HEOOXOIUMbIEC CBEICHUS.

Keiic 5

Crapmass mMenuuuHckass cectpa OonbHuiBl Ne 54 MuHuctepcTBa
3npaBooxpaHeHus PO Sxosnea Enena ®enopoBHa o0paTtuiack B OyXTraiaTepuio C
poCchOO# BBIZIATH €i CIPaBKy IS MOJyYEHUS JIEHEKHOUM ccyanl B pazmepe 500
ThIC. py0. cpokoM Ha 10 ner B otnenenuu Ne 8§ COepbanka. B crpaBke HOMKHBI
OBITh TIOATBEPXKIACHBI MECTO, JOJKHOCTh, CTaXX pabOThI M pa3Mep 3apaboTKa 3a
nocyeHue 3 Mecsa TEKyIIEero roaa.

3apnanme 2. CocrtaBbTe W OGOPMHUTE MPUKA3bl MO JUYHOMY COCTaBy,
HEOOXOJIMMbIC B JIAHHBIX YIPABICHYCCKUX CUTYALIHUIX.

Keiic 1

Boinyckauiia ¢akynbTeta ynpapieHus KyOaHCKOro rocyaapCTBEHHOIO
arpapHoro yHupepcutetra JlenucoBa Tarebana MuxaitnioBHa 20 HIONsS TEKYIIETO
roja mnoctynuwia Ha paboty B Poccuiickoe areHTCTBO MEXIYHapOJHOIO



cotpyauuuectBa U pazButusi (PAMCuP) Begymum crenpanucToMm YIpaBlIeHHS
nenamMu.  AreHTCTBO  SIBJISIETCS  TOCYHApCTBEHHOW — OpraHu3alued  npu
[IpaButenscTBe PD m ocymectBiser HaOOp CyXKamux TOJIBKO IO JIOTOBOPY.
JloroBop moamucaH OT MMEHM areHTcTBa ero mnpexaceparenem llloxuaeim A.H.
[IpoekT mpukasza Mo JUYHOMY COCTaBy IIOJATOTOBJIIEH HMHCIEKTOPOM IO KaJapam
ConoseeBoit M.I'. 20 wrond U B TOT k€ JEHb 3aBU3MPOBAaH HAYAJIbHUKOM
ynpasieHus: kaapos Apoy3oseim [1.H. u ynpasmnstonmm genamu Muxeessim B.1.
[Ipuka3 noanucan 21 utosnist u 00bsABICH [JeHnCcOoBOI MO/ pacuCKy.

Keiic 2

Oxonomuct BacunweBa Exarepuna HukonaeBna 1 ceHTAOps TeKylero roaa
nonana 3asBieHue B OOO «Jlyy» ¢ mpocbOol MpuHATH €€ Ha paborty
crieruaiiucToM (PMHAHCOBOTO OT/ENa Ha HEMOJHBIN pabouunit nenb. MHCnekTop mo
kazgpam Cmupnoa U.C. 00bsicHMIa, uTO hpMa HMMEET BO3MOKHOCTh MPUHSTH Ha
paboTy 3KOHOMHCTa, HO Ha OCHOBE CPOYHOrO TPYAOBOro jaorosopa. TpynoBoi
JIOTOBOP OBLT 3aKIIIOUEH 5 CEHTSIOpsl M MOJANUCAaH OT UMEHU (UPMBI F€HEPATbHBIM
nupektopoM MuponoBeiM JI.C. B TOT ke JeHp ObUl M3/1aH NPHKaA3 MO JTUYHOMY
cocTaBy, 3aBu3upoBanHbii CmupHOBOM M.C. 1 ropuckoHcynpToM XmenesbiM 1.0.
[Ipuka3s 661 00BsiBIIeH BacunbeBoit E.H. nox pacniucky 6 ceHTsIOps.

Keiic 3

3aBenytoias otaenoM nuceM raserol «I'yoepuus» ComoBa AnHa MiBaHOBHA
15 mas Tekymero roja obpaTwiack K TJaBHOMY penakropy YBapoBy A.H. ¢
IpockOOl MPEeNOCTaBUTh €il OTIyCK 03 coxpaHeHMs 3apabOTHOM Iiatkl ¢ 16 1o
18 mast mo cemeitHbIM 00CTOSITEBLCTBAM.

[Ipoekt nmpukasza 06 oTmycke ObUT OOPMIIEH HayaIbHUKOM OTZEJa KaJpoB
EpmakoBeim M.H. 15 mas, 3aBU3MpOBaH M B TOT K€ JI€Hb IOJIKCAH TJIaBHBIM
peaaKTopoMm.

Keiic 4

Benymiero cnenuanucra oTAena MapkeTuHra TtoproBod (upmer OO0
«Benta» CoOoneBy Banentuny VBaHOBHY miepeBelnM Ha OCBOOOJIMBIIYIOCS
JOJDKHOCTh HauyaJbHUKA OTZIENIa HAa MOCTOSIHHYIO padboTy ¢ 15 Hosi0psa Tekyuiero
roja. 3asBienue o neperoge Codonesa B.M. nanucana 10 Hosi0ps 1 3aBU3MpOBaa
y KOMMEPUYECKOTO JTUPEKTOpa B TOT ke JIeHb. 10 HOSA0ps ObLIO TakKe COCTABICHO
npeacrasiaeHue Ne 4, moANMMCaHHOE KOMMEPYECKUM JIMPEKTOPOM.

IIpoextr mpukasa O IepeBOJ€e IMOATOTOBJIEH HHCIEKTOPOM IO IEPCOHAILY
Kupumnooit b.H. 11 Hosi0ps1, 3aBu3upoBan 1opuckoHcysibTroM bapmunsim A . 12
HOSIOpS W CHOyCTs JE€Hb ObUT TOAMKHCAH TE€HEPAJbHBIM JAUPEKTOPOM (UPMBI
HoporomunossiM E.K. 14 Hos6ps CoboneBa B./. Obisia 03HaKOMIIEHA C TIPUKA30M.

Keiic 5

['maBHBIN SKCTIEPT TOPTrOBOTO OT/ENA aKIIMOHEPHOTO 001IecTBa « TOproBbIif
noMm «Odau» CapenbeB IlaBen PomanoBuu nomkeH BblexaTh B . H-ck mis
y4yacTusl B MYIIHOM ayKuuoHe «Pycckuit Mex», koTopslid npooautces ¢ 10 mo 13
nekaOpsi TeKymiero roja. 8 nekabpst mpenacenarenb mnpasieHus Jlebene A.T.
nojanucan npukas o Hanpasiienun CasenbeBa [1.P. B komanaupoBky ¢ 9 nekaOpsi.
[IpoekT mpukaza ObUl MOATOTOBJIEH CeKpeTapeM-pedepeHToM  AJeKCcaHIpOBOM
N.1O. u 3aBU3MpOBaH rJIaBHBIM OyXrajaTepoM U Ha4aJlbHUKOM TOPrOBOTO OTxema 7



nexkaops.

Heobxoaumbie mOTHOMOYNS ¥ JOBEPEHHOCTH HA 3aKYINKy MapTHH TOBapOB
rmaBHoMmy  dkcriepty  CasembeBy II.P.  Obutm  odopmiieHBl  BMecTe ¢
KOMaHIUPOBOYHBIM yJIOCTOBEPEHHUEM.

Keiic 6

MacTtep MyHUIIMIATBHOTO PEMOHTHO-CTPOUTENBbHOrO npeanpusatus Ne 2 (H-
ck) bormanos FOpuii [leTpoBud pemms yBOAUTHCS IO COOCTBEHHOMY KeJIaHuUIo (TI.
3 ct. 77 TK P®) u ocHOBaTh MHIMBUAYAIIBHOE YacCTHOE MpPEANPHUSATHE. 3a JBE
HEJIeM JO0 YBOJBHEHUS OH TOCTaBWJI B H3BECTHOCTH 00 ATOM JUPEKTOpa
npeanpusatus Cunoposa [1.U. IIpoekT mpukaza ObLI MOATOTOBIEH UHCIEKTOPOM
o kaapam Kotopoit M.JI. 15 ampens, B TOT e JI€Hb 3aBU3UPOBaH OyXTaJTepoM
MenbaukoBoii 3.C. u 17 anpens texyuiero rojaa noanucad. borganos FO.H. B atot
K€ JIeHb OBbLJI O3HAKOMJIEH C MPUKA30M, €My Ha PyKu OblUIa BbIJaHa TPyJIOBas
KHIDKKA ¥ TIPOM3BO/ICH TIOJIHBIN pacyeT Mo 3apab0THOM IIIaTe.

Keiic 7

17 masa Tekymero rojaa UCHOIHUWIOCH 60 JET CO AHA POXKIACHUS TJIaBHOTO
oyxranrtepa 3AO «llerpo3aBoackuii MyHULIMNIAIBHBIN OaHk «OHero» JlopoxoBy
Anekcannpy IleTtpoBudy, KOTOpBIM Oe3ympedHo mpopadoTan B OaHKE B TEUCHUE
nociennux 20 ner. I'enepanbHblii qupektop 6anka ®paakoB C.I'. mognucan 16
Masi mpuka3z o0 o0bsBieHun OnaromapHoctu [lopoxoBy A.Il. u Bhimaue emy
JICHe)KHOW TIPEMUU B pa3Mepe IIATH MECSYHBIX OKJIAAOB. 3a TpH JHA MO
MOJMUCAHUS TIPOEKT TMpHUKa3a ObUT 3aBU3MPOBAH HAYAILHUKOM OTJIEeNa KaJpoB
bouapogoit JI.C. u cornacoBaH ¢ 3aMECTUTEIEM HAdaJIbHUKA YIIPABIICHHS KaJpOB
6anka CemeHoBbM B.P.

Tectbl

1. JIokyMeHTallHOHHOe o0ecrieyeHne yNpaBJeHus - 3TO ...

[J mpotiecc o0ecrieueHus: pabOTHUKOB JOKYMEHTaMHU

(] moAroToBka o(puIUaIbHBIX JOKYMEHTOB

[J COBOKYITHOCTB PaboT C TOKYMEHTaMH

] cOBOKYITHOCTE paboT MO JTOKYMEHTUPOBAHHIO M OPTraHU3aIuK paboThl C JOKyMEHTaMU

2. JlokyMeHTHpOBaHMe YIIPABJICHYECKON AeATEJbHOCTH - 3TO ...
[] paboTa ¢ TOKyMEHTaMu

) nmesiTeNbHOCTh pAOOTHUKOB YTIPaBICHHUS

[J cocTaBieHue o(pUIHATIbHBIX T0KYMEHTOB

[] cooTBeTcTBYyMOMIEE OOopMIIeHUE OPUIHATBHBIX JOKYMEHTOB

M cocrasienue u 0GOpMIIEHHE YIIPABICHIECKUX JTIOKYMEHTOB

3. Oprannsanus padoThl ¢ AOKYyMEHTAMH- 3TO ...

[J Bcs paboTa ¢ JOKyMEHTaMu

[l oTpaskeHHe eI TeIbHOCTH OPraHu3allui B OHUIMATbHBIX JOKYMEHTaX

M obecneuenre NOKYMEHTUPOBAHHOM WH(pOpMAIMEd pabOTHUKOB YIIPABIECHUS BCEX
YPOBHEN YIIpaBJICHUS

[] cocTaBiieHHEe JOKYMEHTOO0OpOTa OpraHu3aluu

Tembl pedpepaTon



PekoMenayemMas TemaTrka pedepaToB 110 Kypcey:

1CymHOCTS U coepkaHue JOKYMEHTAIIMOHHOTO 00eCTIeueHUs yIIPaBICHHUS.

2CymHOCTh W COAEpXKAHUE  JOKYMEHTHPOBAaHHSA  yIPAaBICHYECKOU
NEeSATEIbHOCTH.

3CymHOCTh U coziep KaHue OpTaHu3aIliy PabOTHI ¢ JOKyMEHTaMHU.

41ToHsITHE TOKYMEHTA U CUCTEMBI IOKYMEHTALIUU.

SMonsiTre U KIaccupuUKalus ynpaBIeHUECKUX TOKyMEHTOB.

6HopmaTuBHO-METOINYECKOE oOecrnieueHue JOKYMEHTUPOBAHUS
YIPABJICHYECKON EATEIbHOCTH.

7IOpuandeckas cuia ynpaBieHYECKOTO JOKYMEHTA.

8Dopmyisip-oOpasel, ero Ha3HaueHHUe, COCTaB PEKBU3UTOB.

900mme QpyHKIMY YyIIPABIECHUYECKOTO JOKYMEHTA.

10Cneunanbable QyHKIUHU YIIPABIEHYECKOTO TOKYMEHTA.

11bnanku yrpaBiIeHUECKUX JOKYMEHTOB.

12MammHonucHoe 0OpMIIEHHE YIIPABICHUYECKUX JOKYMEHTOB.

13®opmynsapsl ynpaBiIeHYECKUX TOKYMEHTOB.

14®yHKIMK ynpaBIeHYECKUX TOKYMEHTOB.

15TlonsiTHe, 3HaY€HUE U Ka4e€CTBO JOKYMEHTUPOBAaHHOM MH(OpMALIUH.

16TexHonOrNs peTakKTUPOBAHUS IEITOBBIX MTUCEM.

17 1okyMeHTOOOOPOT OpPraHU3 AL,

18CoBpeMeHHBIE TEXHOJIOTMM OPraHU3alUMU KOHTPOJIS 32 MCIOJHEHUEM
JIOKYMEHTOB.

19HoMeHKIIaTypsl A€, UX BUIbI 1 HA3HAYEHUE.

20CoBpeMeHHbIE CHNOCOOBI W TEXHHMKA CO3JaHUSl  yNPaBICHUYECKHUX
JIOKYMEHTOB.

211IpaBusia u QopMbI KOMMEPYECKON TEPENuCcCKA C 3apyOeKHBIMU
[IapTHEPAMU.

220OCHOBBI OpraHu3aluyd UHPOPMALIMOHHBIX TEXHOJIOTUH.

230Opraauzanus paboThI c JNOKYMEHTAMH, COZIEPKAIUMU
KOH(HIEHIIHATTbHY0 HH()OPMAIHIO.

24TexHonorust yu€ra U pacCMOTPEHUS! MOCTYNUBIIUX KOH(PHUICHIIMAIBHBIX
JIOKYMEHTOB.

25U cnonHenue, 00paboTka U XpaHeHUEe KOHPUIECHIUATbHBIX JOKYMEHTOB.

26CocTtaB OpraHoB TOCYJJapCTBEHHOTO YIIPABIICHHS, PETYJHUPYIOMINUX
MPoIIeCC JOKYMEHTAITMOHHOTO 00eCTICUeHUsI YIIpaBiIeHUs, NX (DyHKITUH.

TeMbl T0KJIA10B

PexoMeHtyeMast TemaTHKa JOKJIaJ0B MO KypCy.

[ ITpeAnoChITKY pa3BUTHS CUCTEM IOKYMEHTUPOBAHUS.

2CyIIHOCTh U COJICPKAHUE TTPUKA3ZHOTO JIEJIONPOU3BO/ICTBA.

3CylHOCTh U COAEPKAaHUE KOJUIEKCKOTO AETOMPOU3BOACTBA.

AllpuynHBl ~ BO3HUKHOBEHHUSI W  JTalbl  Pa3BUTUS  MHUHUCTEPCKOTO
JIeTIOTIPOU3BO/ICTBA.

50co0eHHOCTH COBETCKOTO jaenonpousBojictaa (JJOVY).

6B03HMKHOBEHME U pa3zBUTHE HAy4YHBIX OCHOB JIOY.



73akoHonarenbHOe obecrieuenue JJOY Ha Bcex aTamax ero pa3BUTHS.
Bomnpocsl k 3auery

1 CymHoCcTh U cOAEpKaHUE  JOKYMEHTAIIMOHHOTO  oOecredyeHus
yIPaBICHUS

2 CymHOCTh W COACp)KaHWE JOKYMEHTHPOBAHUS  YNPaBICHYECKON
JEeSATEIbHOCTH

3  CyurHocTb U cojiepKaHue OpraHu3aluK padoThl C TIOKYMEHTaMU

4  Tlonstue u knaccuuKaius yrnpaBleHYECKUX JOKYMEHTOB

5 OOmue u crieraibHble GYHKIIMU JOKYMEHTa

6 MamuHonucHoe opopMiIeHUE JOKYMEHTOB

7 bnaHKu TOKyMEHTOB, UX Ha3HAYECHHE U BUJIbI

8 ®opmysp oOpaser] ero Ha3HauYeHNUE U COCTaB PEKBU3UTOB

9

Haznauenue u COCTaB OpTaHU3AIIMOHHO-PACTIOPSANTEIEHBIX

JIOKYMEHTOB

10 CocTaB opraHu3alMOHHO-TIPABOBBIX JJOKYMEHTOB, UX XapaKTEPUCTHKA

11 CocTaB pacnopsSAUTETbHBIX TOKyMEHTOB, X XapaKTePUCTHKA

12 Copeprxanue mpolecca MOArOTOBKY M U3/IaHUs TPUKA30B

13 CocraBnenue u odopmieHUE MNPUKA30B MO OOHMM Bompocam (10
OCHOBHOM JI€STEIIBHOCTH)

14 Cocranenue 1 0(hopMIICHUE PUKA30B 10 JUYHOMY COCTABY

15 Cocras CIIPaBOYHO-MH(GOPMAIIMOHHBIX JIOKYMEHTOB, ux
XapaKTepUCTHUKA

16 CocraBnenue U opopMIeHUE aKTOB

17 CocraBnenue u opopMiIeHUE TPOTOKOJIOB

18 Cocranenue u opopMIICHUE 3asiBJICHUN

19 Cocrapnenue u opopmiIeHUE JOKIAAHBIX U O0BSICHUTEIbHBIX 3aIMHCOK

20 CocraBnenue u opopMIICHUE TETOBBIX MTHCEM

21 CoBpeMeHHOE TOCYIapCTBEHHOE perysimpoBanue npoiecca JJOY

22 PernamenTanus JIOY B opranuzanuu

23 [lonsitue  moKyMeHTOOOOpoTa. (OCHOBHBIE  HaIpaBIEHUS  €ro
COBEPIIICHCTBOBAHUS

24 Peructpaiusi 1oKkyMeHTOB, e€ GyHKIIUN, BUBI

25 @opMbl perucTpanuu J0KyMEHTOB

26 MeTtoanka KOHTPOJIS 32 UCIIOJTHEHUEM JIOKYMEHTOB

27 Bunbl HOMEHKIIATYp /€1, TOPSIOK UX COCTABIICHUS U UCIIOJIb30BAHUS

28 OcHoBHBIC TpaBwiia HOPMUPOBAHUS J1ETT

29 DKcnepTHasi OIleHKa JOKYMEHTOB W TOJIMOTOBKA MX IS TIEpe/layu B
apXxuB

30 OcHOBHBIE BU/IbI ACIIONPOU3BOICTBA UX XapAKTEPUCTUKA

31 CoBpeMeHHblE CHOCOOBI M TEXHUKA CO3/JaHMUS  YNPABICHYECKHUX
JIOKYMEHTOB.

32 CyuiHoCTb U COIEpKaHUE KOJUIEKCKOTO AEIONPOU3BOICTBA.
33  ®opMymspbl yIPaBICHYECKUX JOKYMEHTOB.



34 @OyHKIMM YNIPABICHYECKUX JOKYMEHTOB.

35 IlonsTue, 3HaUE€HUE U KAUECTBO IOKyMEHTUPOBAHHON MH(POPMAIUH.

36 TexHomorus pefakTUPOBAHUS IEJTOBBIX ITUCEM.

37 J1oKyMEHTOOOOpOT OpraHu3aIuu.

38  CoBpeMeHHbIE TEXHOJOTHHM OPTraHU3allMi KOHTPOJS 3a UCIOJIHEHUEM
JIOKYMEHTOB.

39 HowmeHknaTypsl 1], UX BUAbl U HA3HAYECHHE.

40 IOpuauueckas cuiia yrnpaBJI€HUYECKOTO JOKYMEHTA.

41 ®opmynsp-obpasel], ero Ha3HaYeHUE, COCTAB PEKBU3UTOB.

42 OO6mume QyHKIUU YIIPABIEHYECKOTO JOKYMEHTA.

43 CrneunanbHbie (GYHKIIMH YIIPABICHUYECKOTO TOKYMEHTA.

44 BO3HHUKHOBEHHE U pa3BUTHE HAYy4YHbIX OCHOB J[OVY.

45 3axononarenbHoe obecnieuenue JJOY Ha Bcex aTanax ero pa3BUTHS.

7.4  Meroanueckue MaTepuajbl, ONpeAesiOIIMe  NPOLEIYPbl
OLICHMBAHMSA 3HAHMI, YMEHHIl, HABBIKOB XAPAKTECPHU3YIOIIHMX ITaIbl
(popMupoOBaHUS KOMIIETEeHUM I

KoHTponb OCBOGHMS AUCHMIUIMHBI M OLEHKAa 3HAHWUU oOydaroumxcs Ha
3auere npou3BoauTcs B cooTBeTcTBUU ¢ [INKYyOI'AY 2.5.1 — «Tekymuii KOHTpOJIb
Y yCIIEBAEMOCTH U IPOMEKYTOYHOM aTTECTALIMH CTYICHTOBY.

YcTHBI onpoc.

Onpoc — MeTol, KOHTPOJIS 3HAHUM, 3aKIIOYAIOLIUICSA B OCYIIECTBICHUH
B3aMMOJICMCTBUSI MEXY MPENOAABATEIIEM U CTYJCHTOM MOCPEACTBOM MOJTYyUYEHHUS
OT CTYJICHTa OTBETOB Ha 3apaHee cPopMYJIUPOBAHHBIC BOIIPOCHI.

Kpurepuu ouenku 3HaHMH 00y4aeMbIX NP MPOBEICHUHU ONPOCA.

O1leHKa «OTJMYHO)» BBICTABJISICTCA 3a MOJHBIM OTBET Ha MOCTaBJICHHBIN
BOIIPOC C BKJIIOYEHHEM B COJIEpKaHUE OTBETa JICKIIMHM, MaTEPUATIOB y4EOHHKOB,
JIOTIOJIHUTEJILHOM JIUTepaTyphl 0€3 HABOSAIIUX BOIIPOCOB.

Ol1eHKa «XOpOILO» BBICTABIISIETCS 3a TOJHBIM OTBET HAa MOCTABJICHHBIN
BOIPOC B 00BEME JIEKIMHM C BKJIIOUYEHHEM B COJAEpKAaHUE OTBETAa MAaTEpUAJIOB
Y4EOHUKOB C YETKMMH TOJIOKUTEIbHBIMA OTBETAMU Ha HABOJSIIME BOIMPOCHI
MpEenoaaBaTeIs.

OlieHKa «yJAOBJIETBOPUTEIBLHO» BBICTABISACTCA 3a OTBET, B KOTOPOM
03BYYEHO 00Jiee TMOJOBUHBI TpeOyeMOro MaTepuaia, ¢ MOJOKUTEILHBIM OTBETOM
Ha OOJIBITYIO YaCTh HABOSIIUX BOIIPOCOB.

OleHKa«Hey10BJIETBOPUTEIBLHO»BLICTABIISIETCS 32 OTBET, B KOTOPOM
03BYYE€HO MEHEE MOJIOBMHBI TpeOyeMOoro Marepuaia Wik He 03BY4YEHO TJIaBHOE B
COoAEpKaHUM BOMPOCA C OTPUILIATEIbHBIMU OTBETAMHU HA HABOJASIIME BOMPOCHI UIU
CTYJEHT OTKa3aJics OT OTBeTa 0e3 MpeABaAPUTEILHOI0 OOBSICHEHUS YBAKUTEIbHBIX
MIPUYMH.


http://dic.academic.ru/dic.nsf/ruwiki/837905

Keiic-3aganus.

Keiic-3amanue sSBiseTCSI OJHUM U3 CIOCOOOB 3(PHEKTUBHOTO NMPUMEHEHUS
TEOPHUH B PEATbHON KU3HU Yepe3 pellleHne YyYeOHO-KOHKPETHBIX cuTyanuil. Keiic-
METOJ MPEAYyCMATPUBAET MHCbMEHHO IMPEACTABICHHOE ONMCAHUE OMPEEIECHHBIX
YCJIOBHM M3 KM3HU XO3SIMCTBYIOLIErO CyOBEKTa, OPUEHTHPYIOLIEE CTYJIEHTOB Ha
(bopMynupoBaHKe MPOOJEMBI U IIOUCK BAPUAHTOB €€ PEIICHHUS.

Pe3ynbTaT BBINOJHEHHS KEHC-3aaHUS OLICHUBAETCS C YYETOM CIIEIYIOIIMX
KPUTEPUEB:

— MOJHOTA NPOPabOTKU CUTYyAalHH;

— TIOJIHOTA BBIITOJIHEHUS 3aJaHUs;

— HOBU3HA U HEOPJAMHAPHOCTH IIPEICTaBICHHOIO MaTepHalla U PEILICHUI;

— IEPCIIEKTUBHOCTh U YHUBEPCAIIBHOCTD PEIICHUN;

— YMEHHUE apryMEHTUPOBAHO 0OOCHOBATh BHIOPAHHBIN BApUAHT PEIICHUS.

Ecnu pe3ynbTar BRINOIHEHUS KEHC-3aJaHUsI COOTBETCTBYET 0003HAUEHHOMY
KPUTEPHUIO CTYJEHTY MpUCBAUBAETC OAMH Oayul (3a Kaxawplid KpuTepuil mno 1
oamny).

KpuTtepun onieHnBaHusi BbINOJHEHUS Kelic-3aJaHuA.

OueHka «OTJIHYHO» — IPU HAOOpE B 5 OAILIIOB.

Ouenka «xopoio» — rnpu Hadope B 4 Oasna.

OrnieHKa «yI0BJIETBOPUTEIIBHOY» — IIPU Habope B 3 Oaia.

OneHka «HeyA0BIETBOPUTENIbHO» — MpU Habope B 2 Oaa.

Tecr.

Tect — 53TO HMHCTPYMEHT OLICHUBAaHUS YPOBHA 3HAHUM CTYIECHTOB,
COCTOSIIIMM W3 CHUCTEMBI TECTOBBIX 3aJaHUM, CTAaHAAPTU30BAaHHOW HPOLEAYPHI
MPOBEICHMsI, 00pa0OTKU U aHAIN3a PE3YJIbTATOB.

Kpurepun  omeHkum  3HaHMii  o0y4yaeMbIX IIPH  IPOBeJCHHUHU
TECTHPOBAHUSIL.

OueHka «OTJMYHO» BBICTABJISETCS NPU YCIOBUM MPaBUIBHOTO OTBETA
CTyZEHTa HE MeHee YeM 85 % TECTOBBIX 3aJaHUM.

OueHka «XOpOLIO» BBICTABISETCA MPU YCIOBUU MPABWIBHOIO OTBETA
cTyaeHTa He MeHee yeM 70 % TeCTOBBIX 3aJaHUM.

OueHKa «y/A0BJIETBOPUTEJIbHO)» BBICTABISAECTCS MPU YCIOBUHU MPABUIBHOIO
OTBeTa cTyjieHTa He MeHee 51 %.

OueHka  «HEYJAOBJETBOPHUTEJNbHO»  BBICTABISIETCS  NOpPH  YCJIOBUU
IIPaBUIIBHOTO OTBETA CTyAeHTA MeHee ueM Ha 50 % TeCTOBBIX 3aaHMA.

Pedepar - kpaTkoe u3znoxxkeHue padboThl (MCCIEAOBAHMS ), CYITHOCTH KaKOTO-
aub6o  Bompoca. Jokman  (mpeseHrtamnus) - nyoJMyHOe — cOOOIIEHME,
MIPEICTaBIISIIOIINE COO0H pa3BEpPHYTOE M3IIOKEHUE OMPEICIEHHOW TEMBI, BOIIpoca
nporpamMmbl.  JIokiag MOXKET OBITh TPEACTaBIICH pa3IMYHBIMM yYaCTHUKAMHU
nporecca oOydeHHs: MPEnoiaBaTeleM, MPUTIANICHHBIM JKCIEPTOM, CTYIEHTOM,
IPYNIION CTYJEHTOB.



Kputepusimu ouenku pedepara  SBISIIOTCS:  HOBH3HA  TEKCTa,
00OCHOBaHHOCTh BBIOOpAa HMCTOYHUKOB JIUTEPATYpPHI, CTEMECHb PACKPBITHSI
CYIIIHOCTH BOTIPOCa, COOMIOACHUS TpeOOBaHU K 0(hOPMIICHHIO.

OueHka «OTJMYHO» CTABUTCS, €CIM BBIMOJHEHBI BCE TpeOOBaHUA K
HamMcaHuio pedepara: oOo3HaueHa mpoliemMa U 00OCHOBaHA €€ aKTyalbHOCTH;
CIeNaH aHaIW3 Pa3jIMYHBIX TOYEK 3pEHUs Ha paccMaTpUBAEMyI0 MpoOJeMy H
JIOTUYHO W3JIO)KEHa COOCTBEHHAs TO3WIHNS; CHOPMYIHMPOBAHBI BBIBOJBI, TEMa
packpbpiTa MOJHOCTHIO, BBIIEPKAH 00BEM; COOIIOIEHBI TPEOOBAHMSI K BHEITHEMY
0(OpPMIICHHUIO.

O1eHKa «XOpOII0» - OCHOBHBIC TpeOOBaHUS K pedepary BHITIOTHEHBI, HO
Opd ITOM JIOMYIICHBI HEMOYETh. B YacTHOCTH, WMEIOTCS HETOYHOCTH B
U3JIOKEHUW Marepualia; OTCYTCTBYeT JIOTMYECKas IIOCIEeI0BaTEIbHOCTh B
CYXKICHHSX; HE BBIJIEp)KaH 00bEM pedepara; UMEIOTCS YIyIICHHS B 0(hOPMIICHHH.

OneHKa «y10BJIE€TBOPUTEIBLHO» - UMCIOTCS CYIIIECTBEHHBIC OTCTYIUICHUS OT
TpeboBaHuil K pedepupoBaHnio. B gacTHOCTH: TeMa OCBEIICHA JIMIIThL YaCTHYHO;
JOTTYIICHBI (PaKTUIECKUE OMTHOKHU B COAEpKaHUH pedepaTa; OTCYTCTBYIOT BHIBOJIBI.

OueHka «HeyI0BJETBOPUTEILHO» - TeMa pedepaTa HE pacKphITa,
oOHapy’KHBaeTCs CYIIECTBEHHOE HEMOHMMaHUE Tpo0IeMbl WiH pedepat He
IIPEICTaBJICH BOBCE.

Joxnan

Jlokimanq — 93TO THCPMEHHOE WM YCTHOE COOOIICHHWe, Ha OCHOBE
COBOKYITHOCTHU paHee OIyOIMKOBAaHHBIX MCCIIEIOBATENBCKIX, HAYYHBIX PaOOT WM
pa3paboTOK, MO COOTBETCTBYIONIEH OTpAcid HAyYHBIX 3HAHUNA, HWMEIOUINX
OoNbllIOE 3HAYE€HUE JJIs TEOPUM HAyKHU U TMPAKTHUYECKOTO MPUMEHEHUS,
MpEeACTaBIsIeT Cco00W O00OOIIEHHOE U3JIOXKEHHE Pe3yIbTaTOB IMPOBEACHHBIX
UCCIIEIOBAaHUM, HKCHEPUMEHTOB M pPa3pabOTOK, HM3BECTHBIX IIMPOKOMY KpYyry
CHELMATUCTOB B OTPACIIM HAyUHbIX 3HaHUH.

[lens moAroTOBKM JI0KIaAa, pedeparta:

— chopMHupoBaTh HAyYHO-UCCIENIOBATEIIbCKME HABBIKM W YMEHUSA Y
oOyyaronierocs;

— c1oco0CTBOBAThH OBIIAJICHUIO METOIAMH HAYYHOTO TTO3HAHUS;

— OCBOUTH HABBIKH ITyOJIUYHOTO BHICTYIUICHUS;

— HAYYUTHCS KPUTUIECKH MBICIIHTb.

Texct nmokmama, pedepara TOMKEH CcOAepX)aTh AapTryMEHTHPOBAHHOE
U3JIOKeHWe  ompeneneHHol  temsl.  Jlokman, pedepar  gomkeH — ObITh
CTPYKTYpPUPOBAH U BKJIIOYaTh BBEJICHNUE, OCHOBHYIO YaCTh, 3aKIIOUYECHHUE.

Tabnuma - JIuct oneHku nokaaaa-npe3eHTanuu (pedepara)



OO0pa31oBkIii,

. N3noxeHHbIN, 3aKOHYEHHBIN, MIPUMEPHBIH,
. MuHUMaTbHBIN N N oo
Kpurepuii OTBET (O PaCKPBITHIA TIOJTHBIN OTBET JOCTOMHBIN Onenka
OTBET «3» «4» MOApaKaHUs
OTBET «5»
Packpeitue | [IpoGiema He [Ipobaema [Ipobiema [Ipobnema
poOJIEMBbI packpsiTa, packphbITa He packpsITa. packpsbITa
OTCYTCTBYIOT MIOJIHOCTBIO. [IpoBenen MOJIHOCTBIO.
BBIBO/IBI BriBosibI HE aHaIu3 [IpoBenen
CIeNIaHbl WK HEe | pobsieMbl 6e3 aHasu3
000CHOBaHBI JOTIOTHUTEIBHO | TIPOOJIEMBI C
W IuTeparypbl. | IpUBIICYCHUEM
He Bce BBIBOJIBI | IOTIOJIHUTEIIBHO
CeNaHbl WK HE | i IUTEpaTyphl.
Bce 000CHOBaHbI | BBIBOMIBI
000CHOBaHbI
IIpencraBne | IlpencraBisema | IIpencraBnennas | [IpencraBnenna | IIpencraBiienHa
HUE s uHpopManus | uHGopManms He | 1 uHDOpMaIUsA | T “HPOpMALIHS
JIOTUYECKU HE CHUCTEMATU3UPOB | CUCTEMATU3UPOB | CUCTEMATU3UPO
cBs3aHa. He aHa Ui aHa BaHa,
WCIIOJIb30BAaHbl | HETOCJIEIOBATEN | MOCIEAOBATENIbH | MOCJIEI0BATEh
npodeccuoHanpy | bHa. a. Ha ¥ JIOTUYECKU
HbI€ TEPMUHBI Hcnons3zoBansl | Mcnonb3oBaHo CBsI3aHa.
1-2 6ozxee 2 Hcnons3oBano
npodeccuonans | npodeccroHans | 6onee 5
HBIX TEpMHUHA HBIX TEPMUHOB | IPO(hecCUOHATh
HBIX TEPMHUHOB
Odopmnenu | He Hcnonb3oBansl Hcnone3oBanel | [llupoko
e UCIIONIb30BaHbl | HHPOPMAIIMOHH | HH()OPMAIIMOHH | UCITOJIE30BAHBI
UH(GOPMAILIMOHH | bIE TEXHOJOTUU | ble TEXHOJOTUHU. | MH(DOPMALIMOHH
bI€ TEXHOJIOTHUHU. | YaCTHYHO. 3-4 He 6omee 2 bI€ TEXHOJIOTUH.
bonee 4 ommbok | omnOku B o1IMOOoK B OTCyTCTBYIOT
B MPEACTABIISIEMON | MPEICTaBIIEHHOM | OMIMOKHU B
mpecTaBiIsieMo | MHpOpMAaIHH uHbOpMaIuu MpeJICTaBIsIeMO
1 uHpopMaIuu 1 uHpopMauu
OTBeTHI HA Het otBetoB Ha | Tonbko oTBeThl | OTBETHI HA OTBeTHI HA
BOIPOCHI BOITPOCHI Ha BOIIPOCHI BOIIPOCHI
JJIeMEHTapHbIE MOJTHBIE WJIH TMIOJIHBIE C
BOIIPOCHI JaCTUYHO MIPUBEICHUEM
MOJTHBIE MIPUMEPOB U
MOSICHEHUI

HroroBas orneHka

3auer.
3ader - ¢dopma TPOBEPKH YCHEIIHOTO BBITIOIHEHUS

CTyJIeHTaMHu padoT,

YCBOCHUSI Y4eOHOTO0 Marepuana JUCIUIUIMHBI B XOJA€ MPAaKTUYECKHX 3aHATHH,
CaMOCTOSTEIILHON paOOTHI.
Bormpocel, BeIHOCHMBIE Ha 3a4yeT, JAOBOJATCA 1O CBEACHHUS CTYJIEHTOB 3a
MECSII IO C/Ia4Yu 3a4eTa.
KoHTponbHbIe TpeOOBaHUS U 3a/IlaHUsI COOTBETCTBYIOT TPEOyeMOMY YPOBHIO
YCBOCHUS TUCITUIUIMHBI M OTPAXKAIOT €€ OCHOBHOE COJIepKaHUE.




Kpurepuu ouneHky 3HaHMH NP NPOBEICHNH 3a4eTa.

OneHka «3a4TeHO» JIOJDKHA COOTBETCTBOBATH IapameTrpaMm Jo0oi U3
MOJIOKUTENBHBIX OLUEHOK («OTJIMYHO», «XOPOILIO», «YIOBIETBOPUTEIHHOY),
«HEe3a4TEeHO» - IapaMeTpaM OLICHKU «HEYOBIETBOPUTEIBHOY.

OneHka «OTJIMYHO»  BBICTABIACTCS  CTYAEHTY, KOTOpPbIA  oOjagaer
BCECTOPOHHHMH, CHUCTEMATU3HPOBAHHBIMU W TIIyOOKMMH 3HaHUSIMUA MaTepHalia
y4eOHOW MPOrpaMMbl, YMEET CBOOOJHO BBIMOJHATH 3aJaHUs, MPEAYCMOTPEHHBIC
y4eOHOM MporpamMMoii, YCBOUJI OCHOBHYIO M O3HAKOMWIICS C JOTOJIHUTEIbHOU
JIATEPATYPOHU.

OneHka «XOpOoIlo» BBICTABISETCS CTYIEHTY, OOHApYy>KMUBIIEMY TIOJHOE
3HaHME  MaTepuaia ydyeOHOM  MporpaMMbl, YCIEIIHO  BBINOJHSIOIMIEMY
NPEIyCMOTPEHHbIE Y4YeOHOM MporpamMMoil 3aJaHus, YCBOMBIIEMY MaTepual
OCHOBHOM JIUTEPATYPhI, PEKOMEHOBAHHON yUEOHOM MPOrpamMmoil.

OueHka «yJIOBJIETBOPUTEIBHO» BBICTABIISIETCS CTYNEHTY, KOTOPBIM MOKa3al
3HaHME OCHOBHOI'O Marepuaja y4eOHOH IMporpamMmbl B 00ObEME, TOCTATOYHOM U
HEOOXOUMBIM JIJIsl JaJIbHEHIIEH yueObl M MpeacTosield padoThl, CIpaBUIICA C
BBINIOJIHEHUEM 3aJJaHuM, MPEAYyCMOTPEHHBIX YYE€OHOH MpOrpamMMoil, 3HAKOM C
OCHOBHOMU JIUTEPATYPOH, pEKOMEHIOBAHHOU y4eOHOI IpOorpaMMOH.

OneHka «HEYJIOBIETBOPUTEIIBHO» BBICTABIIETCS CTYJIEHTY, HE 3HAIOIIEMY
OCHOBHOM  4acTM  MaTepuasia  y4eOHOM  MporpamMMmbl,  JIOIMYCKAIOIEMY
OPUHLMIUAIBHBIE OIIMOKM B  BBHIIOJHEHUM MPEAYCMOTPEHHBIX Y4eOHOH
IpOrpaMMoil 3a1aHNi, HEYBEPEHHO € OOJIBIIUMHU 3aTPYIHEHUSIMU BBIIOIHSIOMIEMY
IpaKTHYECKUEe padoThI.

8 IlepeyeHb OCHOBHOM ¥ JIONOJHUTEIbHON YUeOHOI JIuTEPaTypPhl

OcHoBHasi yueOHasi IuTEpaTypa
1 HenonpousBoactBo : yueOHuk / T.A. beikoBa, JI.M. Bsosa, HO.M.

Kyxkapuna, JI.B. Cankuna ; nmox ob6ur. pen. goin. T.A. BeikoBoi. — 4-e u3zf.,
nepepad. u gon. — MockBa : UH®PA-M, 2021. — 393 c¢. + Jlon. maTtepuaibl
[OnexTponnblii pecypc]. — (Boicmiee oOpaszoBanue: bakamaBpuar). — DOI

10.12737/1014190. - ISBN 978-5-16-014992-9. - Tekcr : snekrponHsiid. - URL:
https://znanium.com/catalog/product/1014190 . — Pexxwum g0CTyIIa: O TMOIMKUCKE.

2. KoudunenuansHoe AEIONPOU3BOACTBO M 3ALTUIICHHBIA JIEKTPOHHBIM
nokyMeHToo0o0poT : yueonuk / H. H. Kynsie, A. C. JIémymkun, A. I'. ®abpudHOB,
T. B. Kongpamesa ; nox penakiueid H. H. Kynse. — Mocksa : Jloroc, 2016. —
500 c. — ISBN 978-5-98704-711-8. — TekcT : 3J€KTpOHHBIN // DAEKTPOHHO-
OubMoTeUHast cucreMa IPR BOOKS : [caiiT]. — URL:
http://www.iprbookshop.ru/66416.html (nata obpamenus: 24.01.2020). — Pexum
nocryna: s apropusup. [lonbs3oBarenen

3. KoHduaennuansHoe IeI0MPOU3BOJCTBO M 3aIUIICHHBIN AIEKTPOHHBIN
nokymeHtoooopor : yueobnuk / H. H. Kynses, A. C. Jémymxkun, T. B.
Kongpamosa, A. I'. ®abpuunoB ; mox obmr. pen. H. H. Kynsesa. - 2-e uzg.,



nepepad. u jgomn. - Mocksa : Jloroc, 2020. - 500 c. - (HoBass yHuBepcurTerckas
oubmuoteka). - ISBN 978-5-98704-711-8. - Tekcrt : snexrtponssii. - URL:
https://znanium.com/catalog/product/1212394 (mara ob6pamenus: 22.07.2022). —
Pexxum nocrymna: mo nmogmnucke.

JlonoiHMTE IbHAA y4eOHAsl JIUTEPaTypa

1.I'BaeBa U.B. JlenonpousBoACTBO [DIEKTPOHHBIA pecypc]: CIpaBOYHUK/
N.B. I'aeBa — DnekTpoH. TeKcToBbIE AaHHbIE. — MuHCck: TerpaCucremc, Terpanur,
2014. -224c. —Pexum poctyma: http://www.iprbookshop.ru/28072.html 25BC
«IPRbooksy, mo maposro

2. bpecknna H.B. OcHOBBI memonmpom3BOJCTBA [DIEKTPOHHBIN pecypc]:
yue0. mocooue/ H. B. bpeckuna.— DaeKTpoH. TeKCTOBBIC JaHHBIC.— CTaBpPOIOJIb:
Cesepo-KaBkasckuit ¢denepanpupiii  yausepcutet, 2014.— 123 c.— Pexum
nocryma: http://www.iprbookshop.ru/63228.html.— 5B5C «IPRbooks»

3. Kpumramok A.H. KoudunenuuansHoe AelOMPOU3BOACTBO W 3alllUTa
KOMMEpYECKON  TaillHbl  [DNEeKTpoHHBIM  pecypc]: kypc nekuuit/  A.H.
Kpumraniok.— OJEKTpoH. TEKCTOBbIe JaHHble.— Open: MexpernoHaibHas
Axanemusi 6ezonacHoctd u BbDkuBaHusi (MABKB), 2014.— 199 c.— Pexum
noctyna: http://www.iprbookshop.ru/33427.html.— 3bC «IPRbooks», o mapoJto

4. Mupromkuna  FO.B.  Jlenmonpou3BoiCcTBO U JTOKYMEHTAIIMOHHOE
oOecrieyeHne TOCYJapCTBEHHONM W MYHHUIMIAIBHON CIyKObl [DIEKTPOHHBIN
pecypc] : mpaktukyM / FO.B. Mupitoiikuna. — DJIEKTPOH. TEKCTOBBIE JaHHBIC. —
CraBpomnoisib: CeBepo-KaBkasckuii henepanbubpiii yauepcuteT, 2016, — 116 ¢. —
2227-8397. — Pexxum poctyma: http://www.iprbookshop.ru/66028.html.

5. OCHOBBI JeJI0MpOU3BOJCTBA : yueOHoe mocodue / A.M. Acanues, WU.N.
Muponosa, E.A. Kocapesa, I'.I'. BykoBud. — 2-¢ u3a., uctp. u gomn. — Mocksa :
NH®PA-M, 2020. — 146 c. — (Bricmee oOpa3oBanue: bakamaBpuar). — DOI
10.12737/24426. - ISBN 978-5-16-108215-7. - Tekct : smektpoHHbid. - URL:
https://znanium.com/catalog/product/1059311

6. PribakoB A.E. OCHOBBI JACIONPOM3BOJCTBA [DIEKTPOHHBIN pecypc]:

yueOHux/ A. E. PpibakoB. — DIEKTpOH. TEKCTOBbIE JaHHbIC.— MUHCK:
PecnyOnukanckuii THCTUTYT npodeccroHanbHoro odpaszoBanus (PUIIO), 2016.—
320 c.— Pexum pgocryma: http://www.iprbookshop.ru/67690.html. — 5SBC
«IPRbooks»

9 Ilepeuenb pecypcoB HHGPOPMANMOHHO-TEIEKOMMYHUKAIIUOH-
Hoil ceTu «AHTEpHET»

Ilepeuens ObC
No HaumenoBanue Temarnka
1 Znanium.com YHuBepcalibHas
2 IPRbook YHuBepcaipHas
3 OOpazoBaTenbHBIN IOpTAT | YHHUBEpcaabHas
Kyol'AY



http://www.iprbookshop.ru/28072.html
http://www.iprbookshop.ru/63228.html
http://www.iprbookshop.ru/33427.html
http://www.iprbookshop.ru/66028.html
https://znanium.com/catalog/product/1059311
http://www.iprbookshop.ru/67690.html

[lepedyeHb peKOMEHIyEMbIX HHTEPHET CAUTOB:

I CailT mo KaapoBOMY J€JIONPOU3BOJCTBY [DIEKTPOHHBIN pecypc]|:Pexum
nocrymna: https://www.kadrovik-praktik.ru/

2 Delo-ved.ru Bece o nmemompou3BoicTBe [DieKTpoHHBINH pecypc]: Pexum
nocryma: http://delo-ved.ru/

3 JAEJIO ITPO Bce npo nenonpou3BOJCTBO [DNEKTPOHHBIN pecypc]: Pexum
nocryma: https://delo-pro.ru/

4 Tlopran PRO-memonpousBoactBo: JXypHam s pyKOBOIUTENCH,
CEeKpeTapeid, eJIoNpou3BoUTENIed [DIeKTpoHHBIN pecypc]: Pexum goctyna:
https://www.sekretariat.ru/

10 MeToanueckue yKazaHusl JUisl 00y4alOIIMXCHA M0 OCBOEHHIO
AUCHUILIHHBI

1. Cammii O. H., Hectepenko M. A., bepexnoii A. B. OcHOBBI J1€701IPOU3BOICTBA: yueOl.
nocobue. - Kpacnomap: Oxounsect, 2014. — 164 c. DnekTpoHHbIii pecypc — Pexxum mocryma:
https://edu.kubsau.ru/file.php/119/Uchebnoe_posobie_Osnovy_deloproizvodstva.pdf

2. OCHOBBI JOKYMEHTAlIMOHHOTO OOecleYeHHs] B OpraHu3aiusax (UHAHCOBOHM cdepshl :
METOJl. yKa3aHusl i npaktuueckux 3aHsatuid / coct. O. H. Cammii. — Kpacnomap : Kyol'AY,
2019. — 25 c. DNEeKTPOHHBIN pecypc — Pexum JOCTYTIA:
https://edu.kubsau.ru/file.php/119/MU_Osnovy_DO._Prakticheskie_zanjatija_515470 v1 .PDF

3. OCHOBBI JOKYMEHTAIlMOHHOTO OOECHeYeHUs B OpraHu3auusx (UHAHCOBOH cCQepsl:
METOJI. PEKOMEH/IalliU 10 OPTaHU3aluKd CaMOCTOSITENbHOM paboThl oOyuatomuxcs / coct. O. H.
Camuii. — Kpacnonmap : KyoI'AY, 2019. — 44 c. DnektponHblii pecypc — Pexum nocryma:
https://edu.kubsau.ru/file.php/119/MU_Osnovy DO._Samostojatelnaja_rabota 515471 v1 .PD
F

11 IepeyeHb MH(OPMANMOHHBIX TEXHOJIOTHIl, MCIMOJIb3yeMbIX
IPH OCYHIECTBJICHNH 00pPa30BaTeJIbHOIO Mpouecca no JUCHMUILIIMHE,
BKJIIOYAS nepeYyeHb MPOrpaMMHOIO odecneyeHust 7
UH(OPMALMOHHBIX CIIPABOYHBIX CHCTEM

[Tepeuenp nuuensuonHoro 10

Ne HauMeHoBaHMe Kparkoe onucanue
MicrosoftWindows OnepalmoHHas CHCTEMa

2 Microsoft Office (Bxmrouaer Word, | [TakeT oUCHBIX MPHIOKEHHIMA
Excel, PowerPoint)

3 Cucrema tectupoBanusi INDIGO | TectupoBanue

[lepeuenb mpodeccHoHaANbHBIX 0a3 JaHHBIX M WH()OPMAIMOHHBIX CIPABOYHBIX
CUCTEM

No HaunmenoBanue Temaruka DIIeKTPOHHBIN ajpec

1 | Tapanr [IpaBoBas https://www.garant.ru/



https://www.garant.ru/

2 | Koncynbranr [IpaBoBas https://www.consultant.ru/

3 | Hayunas YHuBepcanbHas https://www.elibrary.ru/defaultx.asp
ANIEKTPOHHAS
OonbanoTexa
eLibrary

12 MarepuajibHO-TeXHUYECKOE o0ecneYeHue sl 00yYeHHs 1o
aacuumniauHe A4 gun ¢ OB3 u unBajanaoB

Bxonnas rpymnma B TiaBHBIM Y4eOHBIN KOPIYC U KOPITYC 300UHKEHEPHOTO
dakynprera 00OpYyIOBaHBl MAHAYCOM, KHONKON  BBI30BA, TAKTHUJIHHBIMHU
TaOJIMYKaMU, OTIOPHBIMU MOPYUHIMH, MPEAYIPEKIAIONIMME 3HAKAMHU, TOCTYITHBIM
pPaCIIMPEHHBIM BXOJIOM, B KOPITyCE €CTh CIIEHUAIbHO 000pYIOBAHHASI CAaHUTApHAS
KoMHara. [[nsa nepemenienus uHBaMIoB M JIOB3 B mNOMEIIEHMH HMEETCS
NEPEABIKHON TYCEHUYHBIA CTYIEHbKOXOZ. Kopmyc oCHallleH IpOTHBOIOKAPHON
3BYKOBOM U BU3YQJIbHOM CUTHAJIU3ALIUEN.

[Inanupyemble TIOMEUIEHUS JUIsl TNPOBEACHHUA BCEX BHUAOB yueOHOU
NEATEIIBHOCTH

MOCaZ0YHbIX MecT — 95; yueOHas ayAUTOpUs
JUISL IPOBEJICHUS 3aHATUH JIEKIIMOHHOTO
THUIA, 3aHATHH CEMMHAPCKOI0 THIIA,
KYPCOBOT'O IPOEKTUPOBAHHUS (BBIMOIHEHUS
KypCOBBIX pa0oT), IPyMHIOBBIX U
WH/IMBUYaTbHBIX KOHCYJIBTAINN, TEKYIIETO
KOHTPOJISI U TPOMEKYTOUHOM aTTeCcTallH,
CaMOCTOSTEIIbHON pabOThI, B TOM YHUCIIE IS
oOydaromuxcs ¢ UHBATUAHOCTHIO 1 OB3.

TEXHUYECKHE CpeICTBA 00yUYeHHUs, HAOOpHI
JEMOHCTPAIIMOHHOTO 000PYIOBAHUS U
yueOHO-HarIsAHbIX TocoOuit (HOyTOYK,
MIPOEKTOP, PKPaH), B T.4 IS O0YJIAFOIITIXCS C

Ne| HammenoBanwue HanmeHnoBaHue OMEIIEHUH JUIst Anpec
n/ y4eOHBIX IIPOBEJICHUS BCEX BUJIOB YUEOHOI (MecTonooXeHue)
| MPEIMETOB, JeSITeIbHOCTH, TIPEAYCMOTPEHHBIX YUCOHBIM MOMEIICHUH JIJIs
KypCOB, TUTAHOM, B TOM YHMCJIE TIOMEIIEHUS JIS MIPOBE/ICHUS BCEX BHJIOB
JMCIUTUIAH CaMOCTOSITEIILHOW Pa0OTHI, C YKa3aHUEM | Y4eOHOU JeATEIIbHOCTH,
(Mopmyeit), MIEPEYHsI OCHOBHOTO 000PYIOBaHUS, Y4eOHO- MPEAYCMOTPEHHBIX
MPAKTUKH, HHBIX HATJISTHBIX TIOCOOMH U MCIIOJIb3YEMOTO y4eOHBIM IIJIAaHOM (B
BUJIOB y4eOHOM MPOTPAMMHOTO 0OecTieueHUs cllydae peann3aiuu
NesITeIbHOCTH, o0pa3oBaTenbHON
MPEyCMOTPEHHBI MPOTPaMMEI B CETEBOM
X y4eOHbIM (hopMe AOTOITHUTETHHO
TUTAHOM YKa3bIBACTCS
o0Opa3oBaTenbHON HalMEHOBaHHE
IIPOTrpaMMBbI OpraHu3alum, ¢ KOTOpou
3aKJIFOUEH JOTOBOD)
1 [Homemenue Ne221 I'VK, mnomanes — 101 m?%; | 350044, KpacHonapckuit

kpai, r. Kpacaonap, yi.
nM. Kanmunnna, 13



https://www.consultant.ru/

nHBaIuaHOCTRIO 1 OB3;

nporpammHoe obecnieuenue: Windows,
Office;

cCrerranIn3upoBaHHas MmeOenb (yaeOHast
JIOCKa, yueOHast MeOeb), B T.4 JJIA
o0yJaromuxcsi ¢ MHBATUIHOCTHIO 1 OB3.

2 [Tomemenue Nel 14 300, mnomans —43m?%; | 350044, KpacHopapckuit
MOCaZ0YHbIX MecT — 25; yueOHas ayautopus |kpai, r. Kpacaoxap, yi.
JUISL TIPOBEJICHUS 3aHATUHA CEMUHAPCKOTO nM. Kammanna, 13

THUTIA, KypPCOBOT'O MTPOSKTUPOBAHUS
(BBITIOJTHEHUSI KyPCOBBIX padoT), TPYIIIOBBIX
Y UHIUBUIYAIbHBIX KOHCYJIbTAINH,
TEKYIIETO KOHTPOJIS ¥ IPOMEKYTOUHOMN
aTTecTallii, CAMOCTOATEIHLHOU paboThI, B
TOM YHCJIE JJIs1 O0YUArOIIUXCS C
uHBaJIUIHOCTHIO 1 OB3.

crienMagu3upoBanHas Mmeoens (yueOHas
J0cKa, yueOHast Mme0eb), B TOM YHhClie s
oOyyJaronuxcsi ¢ tHBAIMAHOCThIO 1 OB3

13 OcoOenHocTun opranumsanuu oO0ydyenusi jgunyg ¢ OB3 nu
NHBAJIN/I0B

Hnst uaBanuaoB u jmi ¢ OB3 MOXXeT M3MEHATHCS O0BEM JUCIUTIIMHBI
(Momynsl) B yacax, BBIJICJIGHHBIX Ha KOHTAKTHYIO pPabOTy o0O0ydaromerocs c
npernojiaBaresieM (MO0 BUJIaM Y4€OHBIX 3aHSTHUN) M HA CaMOCTOSITENIBHYIO padoTy
oOyuaromerocsi (Ipyd 3TOM HE YBEIUYMBAETCA KOJMYECTBO 3a4€THBIX €IMHUL,
BBIJICJICHHBIX HA OCBOCHUE JMCIUILIAHBI).

@DOH/TIbI OLICHOYHBIX CPEJICTB AANITUPYIOTCS K OTPAHUYCHUSM 37I0POBbSI U
BOCHPUATHUS UH(OPMALIMKI 00YUYarOIIUMHUCS.

OcHoBHbIe (HOPMBI TPEICTABICHUS OIEHOYHBIX CPEICTB — B IEYaTHOU
dbopme unu B hopMe IEKTPOHHOTO IOKYMEHTA.

@®opMBbI KOHTPOJISI U OLIEHKH Pe3y/IbTATOB 00y4eHHs] HHBAJIMIOB M JIUIL
c OB3

Kareropun
CTYJIEHTOB C
OB3 u dopma KOHTPOJISI U OLIEHKHU Pe3yJIbTaTOB 00yUYEeHHUs
VHBAJIWIHOCTBIO
C napywenuem | — ycTHas NpoBepKa: AUCKYCCHHU, TPEHUHIH, KPYTJIbIE CTONBI, COOECET0BAHMS,
3penUs YCTHBIE KOJIZIOKBUYMBI U JIP.;

— € WCHOJIb30BaHWEM KOMIbIOTepa W chneruanbHoro II1O: pabora ¢
ANEKTPOHHBIMU 00pa30BaTeNIbHBIMU pecypcaMu, TeCTHUpOBaHHE, pedepartsl,
KypCOBBIE€ TPOEKTbI, AMCTAHIIMOHHBIE (DOPMBI, €CIU IO3BOJIIET OCTPOTa
3peHus - rpaduueckue paboThI U JIp.;

IpU BO3MOXKHOCTH THCBMEHHAs TPOBEpPKa C KCIOJB30BAaHHEM penbedHo-




TOYEUHOW cHucTeMbl bpaiing, yBenuyeHHOro MIpUQTa, HCIOIB30BaHUE
CHEIUATbHBIX  TEXHUYECKUX CPeACTB  (TU(DIOTEXHUYECKHX  CPEACTB):
KOHTPOJIbHBIE, Tpaduueckue paboThl, TECTUPOBAHHME, JOMAIIHUE 3aJaHHS,
Jcce, OTYETHI U JIp.

C napywenuem | —  mucbMeHHas — TpOBepKa:  KOHTPOIbHBIE, Tpaduyeckue  paboThL,
cuyxa TECTUPOBAHUE, JOMAIIHHUE 3aJaHUsl, 3CCE, IMUCbMEHHBIE KOJUIOKBUYMBI,
OTYETHI U JIP.;

— C WCIOJIb30BAaHMEM  KOMIIbIOTEpa: paboTa C  DIEKTPOHHBIMH
o0pa3oBaTeNbHBIMU  pECypcaMH, TECTUpOBaHHE, pedeparbl, KypCOBBIC
IIPOEKTHI, rpaduueckure paboThl, AMCTAHIIMOHHBIE (GOPMBI U Jp.;

IIpU  BO3MOXKHOCTH YCTHasl IIPOBEPKAa C HCIIOJIb30BAHUEM CIELUAIbHBIX
TEXHUYECKMX  CpeACTB  (ayAMOCPEACTB,  CPEACTB  KOMMYHHUKaIUH,
3BYKOYCWJIMBAIOIIEH ammaparypbl U Ap.): AUCKYCCHUU, TPEHHUHTH, KpPYIJIbIE
CTOJIbI, cOOeCce/I0BaHUs, YCTHbIE KOJUIOKBUYMBI U JIp.

C napywenuem | — nuchMeHHas MPOBEPKA C MCIOJIB30BAHMEM CIIEIMATBHBIX TEXHHYECKHMX
ONOpHO- CPEICTB (aJIbTEPHATUBHBIX CPEJICTB BBOJIA, YIIPABIECHUS KOMIIBIOTEPOM U JIp.):
d8ucameinvHo2o KOHTpOJIbHBIC, Tpaduueckre padoOThl, TECTHPOBAaHWE, JOMAIITHUE 3aJaHUs,
annapamda dCCe, INCbMEHHBIE KOJUIOKBUYMBI, OTYETHI U JIP.;

— yCTHasi MPOBEPKA, C MCIOJIb30BAHUEM CIIELIMAIbHBIX TEXHUYECKUX CPEJCTB
(cpeAcTB  KOMMYHHKAIUi): JUCKYCCUM, TPEHUHTU, KPYIJIbIE CTOJIBL,
cobecei0BaHusl, YCTHBIE KOJUIOKBUYMBI U JIp.;

C HCHOJB30BAHUEM KOMIbIOTEpa U crneruanbHoro I10 (ampTepHATHBHBIX
CpPEZACTB BBOJIa M YIIPABJICHUS KOMITBIOTEPOM U Jp.): paboTa ¢ 3JEKTPOHHBIMU
o0pa3oBaTeNbHBIMH  pecypcamMu, TecTHUpoBaHHe, pedeparbl, KypCOBBIE
MPOEKTHI, TpaduuecKkue padoThl, TUCTAHITMOHHBIE (DOPMBI MPEATIOUTHTEIHHEES
00y4aroIuMcs, OTpaHUYCHHBIM B IEPEIBUKCHHUH U JP.

Amxanranus npoueaypsl MPOoBeIeHUS MPOMEKYTOYHOM
aTTecTAlMU JJ8 MHBAJIUI0B 1 Jul ¢ OB3:

B xoze npoBeaeHust IpOMEXYTOUHON aTTECTAIlUU TPETyCMOTPEHO:

— TpeabsSBICHUE OOy4arolmuMcs TI€YaTHBIX W (WJIK) BJICKTPOHHBIX
MaTepHayioB B opMax, alaiTHPOBAHHBIX K OTPAHUYCHUSM UX 370POBBS;

— BO3MOXHOCTh TIOJIb30BAaThCSl WHIUBUIYAIbHBIMU YCTPOHMCTBAMH H
CpEeIICTBaMH, TO3BOJISIONIMMH aIallTUPOBATh MAaTEPHAIIbI, OCYIIECTBIIATh IPUEM U
nepeaavy HHPOPMAIMH ¢ YIETOM WX HHIUBUIYaTbHBIX 0COOCHHOCTEH;

— YBEJIMYEHUE TTPOIOJDKATEILHOCTH MPOBEACHUS aTTECTAIUH;

— BO3MOXHOCTh TPHUCYTCTBUS AaCCHCTCHTa M OKa3aHUS WM HEOOXOIUMOM
noMomy (3aHATH pabodee MeCTO, TEPEIBHUTaThCsA, MPOYUTaTh M O(DOPMHUTH
3a/1aHue, OOIIATHCS C MPEroiaBaTesIeM).

DopMBbI MPOMEXKYTOUHOM aTTeCTallMK JJ1s1 MHBAIUAOB 1 Jinll ¢ OB3 10mKHbBI
YYUTHIBATH WHIUBUTy AJIbHBIE u ncuxopu3nIecKue 0COOEHHOCTH
oOyuarorierocsi/ooyqatomuxcs mo AOIIOIT BO (yctHo, muchmMeHHO Ha Oymare,
MMMCBMEHHO Ha KOMITBIOTEpE, B (DOpMeE TECTUPOBAHUS U T.I1.).

ChnenuajbHble ycdioBuisl, o0ecrneunBaeMble B nmponmecce




npenogaBaHus JUCHUIIJINHBI
CTyIleHTbI C HAPDYIICHUSIMHU 3PCHUS

- npefocTaBieHne  o0pa3oBaTEILHOIO  KOHTEHTA B TEKCTOBOM
ANEKTPOHHOM  ¢dopMmaTe,  TO3BOJSIONIEM  MEPEBOAUTh  IUIOCKONEYATHYIO
HH(pOpMaIMIO B ayIMAJIBHYIO WJIH TaKTUIIbHYIO (OpMYy;

- BO3MOXXHOCTh ~ HCHOJIb30BaTh HWHIUBHUAyaJIbHbIE YCTPOHCTBA W
CPEACTBa, MO3BOJSIONIME aJaNTUPOBaTh MaTEpHUalbl, OCYIIECCTBIATH NPUEM U
nepeaady uHGOpMaIMy ¢ y9eTOM HHAWBHUAYaJIbHBIX OCOOCHHOCTEW M COCTOSIHHS
3JI0POBBS CTYJICHTA,;

- MPEOCTaBICHNE BO3MOXKHOCTU TIPEAKYPCOBOTO O3HAKOMIICHHS C
CoJiep)KaHMeM y4eOHOM JUCHUIUIMHBI W MaTepuajoM II0 Kypcy 3a Cuér
pazmenieHus HHGOpMaIlid Ha KOPIIOPATHBHOM 00pa3oBaTeILHOM MOPTAJIE;

- HCIOJIb30BaHWE YETKOTO M YBEJIMYEHHOIO IO pasMepy mpudTa u
rpaduyeckux 0ObEKTOB B MYJbTUMEIUMHBIX MPE3CHTAIIUIX

- HCIIOJIb30BaHNE MHCTPYMEHTOB «JIyIa», «IIPOKEKTOp» IpHU padboTe C
WHTEPAKTUBHOM JOCKOM;

= 03BYUYMBaHUE BU3YJIbHOM uHbopmaIm, MPEACTAaBICHHON
OOy4JaronumMcs B X0/I€ 3aHSITHH;
— oOecrieueHue pa3aTOYHbIM MaTepuaoM, TyOJIUPYIOIIUM

nH(OpMaIMIO, BEIBOANMYIO Ha dKPaH;

— HaJIMYHE TOJIUCEH M OMHMCAHUS y BCEX MCIOJIB3YEMBIX B TPOIECCE
00y4YeHHsI PUCYHKOB M HMHBIX TpadHUUeCKUX OOBEKTOB, YTO AAET BO3MOXKHOCTH
MEPEBECTH MUCbMEHHBIN TEKCT B ayIUAJIbHBIMN,

— o0ecrieyeHue 0co0O0ro PEYeBOTO PEKMMa MPETNOJaBaHUS: JIEKIIUH
YUTAIOTCA TPOMKO, Pa3z0OpUYMBO, OTYETIMBO, C May3aMU MEXKIY CMBICIOBBIMU
Oomoxkamu  uHPOpManuu, O0OECIEUMBACTCSI  MHTOHUPOBAHUE, TOBTOPEHUE,
aKIIEHTUPOBaHUE, MPODUIAKTHKA PACCEBAHUS BHUMAHMUS;

— MUHUMH3ALMSI BHEIIHEr0 IIymMa M o0ecnedYeHue CIOKOWHON
ayIuajibHOM 00CTaHOBKY,

= BO3MOXXHOCTh BECTH 3alucCh y4eOHOW MHGOpMAIMK CTyJACHTAaMHU B
yaoOHOUW it HUX (QopMe (ayauanbHO, ayJIMOBU3YyajdbHO, HA HOYTOYKE, B BHUIE
MOMETOK B 3apaHee MOJATOTOBJIEHHOM TEKCTE);

— YBEJIMUEHUE JO0JIU METOAOB COLUAIBHOU CTUMYyJsiuu (oOpalreHue
BHUMAaHWS, aNe/UIAIUs K OTpaHUYEHUSM T10 BPEMEHHU, KOHTAKTHBIC BUABI PaboT,
TPYIIIOBBIC 33IaHUS U JIP.) Ha MPAKTUYECKHUX U JTaOOPATOPHBIX 3aHATHSIX;

— MUHAMH3UPOBAHKE 3aaHUi, TPEOYIOIIMX aKTUBHOTO MCIOJb30BaHUS
3pUTEIHLHON IMAMATH M 3PUTEIILHOTO BHUMAHUS;

— MPUMEHEHUE TTOATATHONW CUCTEMBI KOHTPOJISA, 00JIe€ YaCThIil KOHTPOIb
BBITIOJTHEHUS 3aJaHUN JIJI1 CAMOCTOSATEIIBHOU PaOOTHI.

CTYI[eHTLI C HAPYIICHUAMM OIIOPHO-ABUTaATECJIBHOIO allIIapaTa
(MﬂJ’IOMOﬁI/I.JIbHI)le CTYACHTBI, CTYAC€HTbI, UMCIOIIIUE TPYJAHOCTH



nepeIBHKEHNUs] U MATOJOTHI0 BEPXHUX KOHEYHOCTE)

- BO3MOKHOCTh UCITI0JIb30BATh CHeUaIbHOE IPOrpaMMHOE
o0ecrieueHrne W CHerualbHOe OO0OPYIOBaHHE U TO3BOJISIONIEE KOMIEHCHPOBATH
JIBUTATEJIbHOE HapylIeHUe (KOJSCKU, XOIYHKH, TPOCTHU U JIp.);

- IPENOCTABIEHUE BO3MOYKHOCTH MPEAKYPCOBOIO O3HAKOMIIEHHS C
colepkaHreM ydeOHOW AWCHUIUIMHBI W MaTepuajioM IO Kypcy 3a CUéT
pa3mMeleHust tHPopMalluyd Ha KOPIIOPATUBHOM 00pa30BaTeIbHOM MOPTAJE;

- IIPUMEHEHUE JIOMOJHUTEIBHBIX CpPEICTB aKTHUBU3ALMU IPOLIECCOB
3allOMUHAHUS U IOBTOPEHUS;

- OTIOpa Ha ONPEIEIECHHBIE U TOUHBIC TOHATHS;

- MCIIOJIb30BaHUE ISl WIUTFOCTPAMU KOHKPETHBIX PUMEPOB;

- MIPUMEHEHHUE BOIIPOCOB JIJI1 MOHUTOPUHTAa TOHUMAaHHS;

~ paszeneHrue HM3y4aeMoro marepuaiga Ha HeOOJbIINE JIOTHYECKUE
O10KH;

- YBEJIMYECHHE J0JIM KOHKPETHOIO MaTepuaia u COONI0AeHUE MPUHIUIIA
OT MPOCTOTO K CJIOKHOMY IIPU OOBICHEHUU MaTepuana;

- Hamuyue  4Y€TKOM  CHUCTEeMbl W QJIropuT™Ma  OpraHu3aluu
CaMOCTOSITEIIbHBIX pabOT U MPOBEPKU 3aaHUN ¢ 00513aTEILHON KOPPEKTUPOBKOMN 1
KOMMEHTapHUSIMU;

- YBEJIMYECHHE JOJU METOAOB COIMAIbHOW CTUMYJSIIMU (OOpaiieHue
BHUMAHMUS, aNMessaius K OrpaHUYCHUSIM 10 BPEMEHHU, KOHTaKTHBIE BUABI PabdoT,
IpyNIOBBIC 33IaHUS JIP.);

- oOecrieyeHue OECTPENATCTBEHHOTO JIOCTYIa B MOMEIICHUS, a TaKXe
peObIBAHMS HUX;

- HaJMyue BO3MOYKHOCTH HCIOJIb30BaTh MHIWBUAYAJIbHBIE YCTPOMCTBA
U CPEJICTBA, MO3BOJISIONINE 00ECIICUUTh PeATU3ALUI0 IPTOHOMUYECKUX MPUHITUIIOB
u KoM(popTHOEe TMpeObIBaHHME HAa MECT€ B TEYEHUE BCEro IMepuoaa y4eObl
(mojcTaBkH, crielMagIbHbIe TOAYILIKH U Ap.).

CTyaeHTBI C HAPYIIEHUSIMH CJIyXa
(riayxue, ciadoc/blanue, o3 AHO0IJI0XIIHe)

— MpeNoCcTaBlieHne  00pa3oBaTEIbHOTO  KOHTEHTA B TEKCTOBOM
AJIEKTPOHHOM (hopMaTe, MO3BOJIAIONIEM MEPEBOUTE Ay IHATIbHYIO (DOPMY JIEKITUH B
MJI0CKOTIEUaTHY0 HH()OPMAITHIO;

— HaJIM4Yue BO3MOYKHOCTH WCITIOJIB30BaTh WHIUBHTyaTbHBIC
3BYKOYCHJIMBAIOIINE yCTPOMCTBA M CYPAOTEXHUYECKUE CPEICTBA, MO3BOJISIONINE
OCYIIECTBJIATH MPUEM M TIepeaady WHPOpMaIUK; OCYIIECTBIATh B3aUMOOOPATHBIH
NEPeBOJ] TEKCTOBBIX M ayauodaiinoB (OJOKHOT Al peYeBOro BBOJA), a TaKKe
3aIMCh M BOCIIPOM3BEICHNUE 3pUTEIHLHON MH(POPMAIIHH.

— HAJIMYUE CHUCTeMbl 3aJaHuii, 0O0ECIeUnBAIONINX CHUCTEeMaTHU3AIIUIO
BEpOAJIBHOTO MaTepuaa, €ro CXeMaTu3aluio, IMEepPeBOJ B TaOJUIbI, CXEMBHI,
OTIOPHBIE€ TEKCTHI, TJIOCCAPHIA;

— HaJu4We HAISAHOTO  CONPOBOXACHHS  HM3y4aeMOro  Marepuania



(CTpYKTYpHO-JIOTHYECKHUE CXEMbl, TaONUIbl, TpauKu, KOHUEHTPUPYIOIIUE U
o0obmaronme nHPopMaIrio, OOPHBIE KOHCTIEKTHI, Pa31aTOYHBIA MaTepUa);

— HaJgu4ue 9€TKOW CHCTEMBI U aJlTOPUTMA OPTaHU3aIMi CaMOCTOATEIbHBIX
paboT ¥ IPOBEPKH 3aqaHUI C 005A3aTEIHHON KOPPEKTUPOBKOW U KOMMEHTAPHSIMH;

— oOecrieueHHE TPAKTUKH ONEPEKAIOIMIer0 YTEHHs, KOI/a CTYJICHTHI
3apaHee 3HAKOMATCS C MaTEepHaJioM U BBIIENSIOT HE3HAKOMbIE U HETIOHATHbBIC
CJIOBA U (pparMeHTHI;

— 0coOBIil pedeBol pexxuM paboThl (0TKAa3 OT JJIMHHBIX ()pa3 U CIOKHBIX
MIPEIIOKESHHM, XOPOIIIasi ApTUKYJIISIINS, YETKOCTh U3JI0KCHHS, OTCYTCTBUE JIUIITHIX
CIIOB; TOBTOpeHHE (pa3 0Oe3 H3MEHEHHUsS CJIOB M TMOpSJIKAa HX CIETOBAHMS;
oOecrieueHre 3pUTEIBPHOTO KOHTAaKTa BO BpEMs TOBOPEHHS W 4YyTh Oosee
MEJJICHHOTO TeMITa PEYH, UCIIOIh30BaHUE €CTECTBEHHBIX JKECTOB 1 MUMUKH );

— 4ygTkoe COONIOJIEHWE  aJlfOpUTMa  3aHSATHS U 3alaHdid  JuIs
CaMOCTOATENLHON pa0oThl (HAa3bIBAHUE TEMbI, TTOCTAHOBKA IIEJIM, COOOIICHUE U
3aMKCh TJIaHa, BbIIEJIEHHE OCHOBHBIX TIOHSITHI U METOJIOB UX U3YUYEHUS, YKa3aHUE
BUJIOB JICATEIILHOCTH CTYJCHTOB U CIIOCOOOB MPOBEPKH YCBOEHUS MaTepuala,
cioBapHas pabora);

— coOmoieHre TpeOOBaHUUA K MPEABIBISIEMbIM Y4YE€OHBIM TEKCTaM
(pa3OuBKa TEKCTa HA YACTH; BBIJICJICHUE OMOPHBIX CMBICIIOBBIX ITYHKTOB; HCIIOJb-
30BaHHE HATJISIHBIX CPEJICTB);

— MUHHUMHU3AIMUS BHEITHUX IIIYMOB;

— TPEAOCTABICHUE BO3MOKHOCTH COOTHOCUTH BepOaIbHbIN U rpaduueckuii
MaTepua, KOMIUIEKCHOE HWCIIOJIb30BAaHHE TIMHCHhbMEHHBIX W YCTHBIX CPEICTB
KOMMYHUKAIIMH IPU paboTe B TPYTIIIE;

— COYCTAHHME Ha 3aHATHIX BCEX BUIOB PEUCBOU NEATEILHOCTH (TOBOPEHUS,
CIIyIIaHUs, YTCHUSI, TUChMa, 3pUTEITLHOTO BOCIIPHUATHS C JIUIIa TOBOPSIIETO).

CryaeHThl ¢ IPOYUMH BUAAMHU HAPYILICHUM
(ALII ¢ HapymieHusIMHM peuu, 3a00/1eBaHUS IHAOKPUHHOM, HIEHTPAJIbHOMI
HEPBHOM U CEPAEYHO-COCYAMCTOM CUCTEM, OHKOJIOTHYEeCKHe 3200/1eBAHUA)

— HaJIMYUE BO3MOXXHOCTH HCHOJB30BaTh WHAMBHUAYyaJbHBIE YCTPOMCTBA H
CpEICTBA, MO3BOJISIOIINE OCYIIECTBIISITh MPUEM U Nlepeiady HH(POpMaluu;

— HanU4Me CHUCTEMBbl 3aJaHuii, O0O0ECIEeYMBAIOIINX CHCTEMATU3AIUIO
BepOaTbHOTO MaTepuayia, ero CxXemMaTH3alfio, TepeBOJ B TaONUIbI, CXEMBI,
OTIOPHBIE TEKCTHI, TTIOCCAPHIA;

— HaJu4#e HArJsIHOTO COMPOBOXKICHUS N3Yy4aeMOTO MaTepHaa;

— HaJIM4Yue YETKOW CUCTEMBI U aJrOpUTMa OPTaHU3AI[MH CAaMOCTOSTETbHBIX
paboT 1 MPOBEPKH 3a/IaHUM C 00s13aTEIBHON KOPPEKTUPOBKON 1 KOMMEHTAPHSIMH;

— o0ecrnieyeHHe TPAKTUKA OIMEPEKAIONET0 YTCHHs, KOTAAa CTYICHTHI
3apaHee 3HAKOMSTCS C MaTepHaJoOM W BBIJCISIOT HE3HAKOMBICE W HETOHSITHHIC
CJIOBA U (PparMeHTHI;

— MPEIOCTABICHUE BO3MOKHOCTH COOTHOCHUTh BEpOAIbHBIN U TpaduuecKuii
MaTepuayi, KOMIUIEKCHOE€ HWCIIOJIb30BaHUE TMHCHMEHHBIX M YCTHBIX CPEACTB



KOMMYHHKAITUH IIPH paboTe B TPYIIIIE;

— COYETaHWE Ha 3aHATHUSIX BCEX BHUJIOB PEUYCBOU JEATEIHLHOCTH (TOBOPEHUS,
CIIyIIaHUs, YTCHUS, TUChMa, 3PUTEILHOTO BOCIIPHUATHS C JIIIA TOBOPSIIETO);

— MpeAoCTaBICHUE 00pa30BaTEIHLHOIO KOHTEHTA B TEKCTOBOM JIEKTPOHHOM
dbopmare;

— MPEIOCTABICHUE BO3MOXKHOCTH TMPEAKYPCOBOTO  O3HAKOMJICHUS C
colepkaHMEeM y4eOHOW AWCHUIUIMHBI W MaTepuajioM IO Kypcy 3a CUéT
pa3MeIieHus HHPOPMAIIUK Ha KOPIIOPATUBHOM 00pa30BaTEeIbHOM IOPTAJIC;

— BO3MOXXHOCTh BECTH 3alMCh Y4eOHOW WHOpMAMKM CTyJICHTaMHd B
yaoOHOW miss HuUX ¢opMme (ayauaibHO, ayJIHOBHU3YaJbHO, B BHIE INOMETOK B
3apaHee MOATOTOBICHHOM TEKCTE).

— MPUMEHEHHE IOATAIMHON CHCTEMBbI KOHTpPOJs, 0ojiee YacThlii KOHTPOIb
BBITIOJTHEHHMSI 3a/IaHUI JJII CAMOCTOSITEIIbHOM paboThI,

— CTHMYJMPOBAHHUE BHIPAOOTKHU Y CTYJACHTOB HAaBBIKOB CAMOOPTaHU3AIUN H
CaMOKOHTPOJIS;

— HaJIM4IUC I1ay3 i1 OTAblIXa M CMCHBI BHAOB JACATCIBHOCTH IIO XOOY
3aHATHA.



