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Iesan 1 3apa4uu Y9¢0HOH AHCIHILIHHDI

Hensio nucuummzel «JlenonpousBOACTBOY ABIAETCS (GOPMHPOBAHNE ¥ O0YHAIOLIMXCS 3HAHUI O
NOKYMEHTALHOHHOM 00eCreueHHH YIPaBNeHUs, HOPMATHBHO-METOMUYECKOH 0asbl AeNONpOH3BOACTBA,
OOKYMEHTOBENUECKOH TEPMHHONOTHH, A3bIKE CNYKeOHOTO IOKYMEHTA, TEXHOJNOTHAX paboThl ¢ DOKYMEH-
TaMH, a TaKKe METOOHKOH HX 0hOpMIIEeHHA, COCTaBIEHHA, MPABKH H PEOAKTHPOBAHHA.

(OcHOBHBIE 3a1a4H Kypea:

- H3yUeHHE COAEPKAHUSI HOPMATHBHBIX MPABOBLIX AKTOB U METOMHYECKUX JOKYMEHTOB, pe-
rIaMEeHTHPYIOLIUX BOMPOCHI CO3AaHKA JOKYMEHTOB H paboThI ¢ HUMHU,

- M3yyeHHe TpeOOBaHHA K  COCTABICHHIO H
PACIOPAANUTENBHON NOKYMEHTALIHH,

- n3y4yeHue obecneyeHns palHOHANBHOTO HCTIONb30BAHNA JOKYMEHTOB B JEJIOBOI MpaKTHKE
NpeIpHsTHS,

- H3Y4EHHE MPOLEAYP OPTaHM3aUMU XPAHEHHS [OKYMEHTOB, BKJIKOUAS WX HAIJIEKALIYEO
MOATOTOBKY K Tepefade Ha apXHBHOE XpaHEHHE B rOCYIJapCTBEHHBIH HIIH BEIOMCTBeHHBIH (MO MpHHA-
JIEKHOCTH NPEATIPUATHA) aPXHB.

opopMIEHHI0O  OpPraHH3aLUOHHO-

2 TpeboBannsa K pe3yibTATAM OCBOCHHA AHCIHILIHHDI

IMporece u3ydeHHs! AUCLIUIUIMHBL HANPABJIEH HA (POPMHPOBAHUE CIEAYIOINX KOMITETEHLIHIL;

ITK-11 - BnageHne HaBBIKAMH aHAIK3a MHPOpPMaLHU O (PYHKIHOHHPOBAHUH CHCTEMbI BHYTPEHHE-
ro JOKyMEHTO00OpOTa OpraHK3ally, BBeAeHNe 0a3 JaHHBIX MO pa3TM4YHBIM NOKa3aTensM H popMHpoBa-
HHe HH(pOopMaLHOHHOTO o0ecneyeHHs YYaCTHUKOB OpraHU3allIOHHBIX TTPOEKTOB.

IMnanupyemblie pe3synbTaThl 0OOYHEHUA NPH U3YHEHHH AMCUMILIMHBI, COOTHECEHHBIE ¢ IUIAHHPYE-
MBIMH PE3YJIBTATaMH OCBOEHHs 00pa30BaTeNIbHOI NPOrpaMMbl, MPEACTABIIEHbI B TAOIHLIE.

Tabanua - [TnaHupyeMbie pe3yabTaTH 00YYMEHHA MPH H3YYCHHH JUCLHILTHHEL, COOTHECEHHEIE C TUTAHUPY -
eMBIMH PE3YIBTATAMHE OCBOSHHA OOPA30BATSIBHOH TPOTPAMMEI

Koa TTnAHHMpYEeMBIC P3YIIBTATHI TTnAHHpYeMBIi Pe3yIBTAT 0OVICHHA Koa mokaza-
KOMIETCHIHH OCBOCHHA 00PAOBATE IBHO I MO JHCLHIUTHHE TENA OCBOE-
MpPOTPAMMBI HHA
MK-11 BIAJCHHCM HABBIKAMH AHAMH3A | 3HATE:
HHQOpMAUHH 0 PYHKUHOHHPO- | — HOPMATHBHBIC JOKYMEHTH no cTapgapTusamps B | 3(IIK-11)1
BAHHH CHCTEMBI BHYTPCHHETO | 0OMACTH ASNONMPOH3BOACTEA, JSHCTBYIOIUHE HA Tep-
JOKYMEHTOOO0pOTa Opranusa- | puropun Poccuiickol ®enepaunn;
IHH. BBCACHHE 0a3 JAHHBIX MO | — CHCTEMBI JOKYMEHTAIMH, TPeOOBAHHA K COCTaB-
PasTHYHBIM = MOKAZATCAAM M | MeHHI) M O(OPMICHHIO JOKYMEHTOB, COBPEMCHHEIC
(opmupoBanne  HHPOPMALHU- | criocOBB H TEXHHKY CO3AAHHA AOKYMEHTOB: 3(TIK-11)2
OHHOTO 00eCMeUCHHA YUYACTHH- | — OPraHHALHIO ,E[OI(}'MGHTOOﬁOpOTa HA MPINPHA-
KOB OPraHH3alHOHHBIX NPOEK- | Ty (IIK-11)3
TOB. — TEpeueHb H CTPYKTYPY OPraHH3AUHOHHBIX M
PACTOPAIHTEIBHEIX JOKYMEHTOB. 3(IIK-11)4
¥neTn:
- pacpabaTeiBaTe NPOEKTHL yOpaeneHueckoii mo- | Y(IIK-11)1
KYMEHTALHH,
— AHANHZHPOBATH H BHEIPATE YOPABICHHECKYIO
JOKYMCHTALIHIO; VIIK-11)2
— ONTHMH3HPOBATh JOKYMEHTOOOOPOT HAa mped-
TMIPHATHH; » ° P * Y(IIK-11)3
—  AHATHIHPOBATE HHPOPMALHKY O (YHKUHOHHPO-
BAHHH CHCTEMBI BHYTPEHHETO IOKYMEHT0OOOpOTA YIIK-11)4
OPTAHH3ALIHH,
— BECTH 0a3hl JAHHEIX MO Pa3IH4YHBIM NOKAa3aTe- YAIK-11)5
JIM.




Kon TTnaHHpVEMEIE PE3YIIBTATHI IMnanupyemelii pesymerar 06yueHU Koa mokaza-
KOMICTCHIIMH OCBOCHMA 00PA20BATE IBHOH N0 JUCLHIUTHHE TEMA OCBOE~-
NPOTpaMMBI HHSA

Bnamern:
— HABHIKAMH JOKYMEHTANBHOTO OOpPMICHHT pe-
LWCHHH B YOPABICHHH ONCPALHOHHON (MPOM2BOI-
CTBEHHOH ) JEATEIbHOCTH OPTAHH3ALIMIA; B(IIK-11)1
— HABHIKAMH 3HAMH3a HHPOPMAIHH O (YHKUHOHH-
POBAHHH CHCTEMBI BHYTPEHHETO JOKYMEHTO000pOTA
OPTAHH3ALHM, B(IK-11)2
— BeAcHHA 0a3 JAHHBEIX MO PasNHYHBIM MOKA3aTe-
aIM H QOPMHPOBAHHA HH(OPMAIHOHHOTO OGECme-
YEHHA Y4ACTHHKOB OPraHH3ALHOHHBIX NPOEKTOB. B(IIK-11)3
— HABHIKAMH TOATOTOBKM OPTAHH3AUHOHHBIX M
PACTIOPATHTEBHEIX JOKYMCHTOB, B(IK-11)4

3 MecTo AHCUMNJIHHBI B CTPYKTYpPe 00pa3oBaTelbHOH NporpamMmel

VuyeOHaa AMCUMIUIHHA ABAAeTcA 0a30BOH BAPHMATHBHON B CTPYKTYpPE OCHOBHOI 00pa3oBaTeNbHOM
MporpaMMsl, ee H3y4deHune Dasupyerca Ha 3HAHHH COBOKYITHOCTH TaKHX AMCLHILIMH, Kak «Pycckuil s3bIk
U KyJBTYpa peun», «Teopus MeHekMeHTa», «Pa3paboTka ynpaBneH4eCKUX peleHHii» ap.

3HaHHA, YMEHHA M HAaBBIKH, NOJyYeHHbIE O0yYalolIMMHUCA B X0I€ M3y4eHHA Kypca OUCLMIUHHEL,
MOTYT OBITb HCTIONB30BAHbI 1A NPOXOKACHHS NPEIAUIIOMHON NPAKTHKH, a TAKKe AJA MOATOTOBKH BbI-

NycKHOH KBaIMDHKAIMOHHOM paboTh.




4 Cogep:xaHne AHCLHMILTHHB]

4.1 Temamuueckuit RAaH OHCHIRARI B

KonrakrHas
padoTa no Bu-
JaM y4eDHBIX

JAHATHI
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Tema 1 «OcHOBHBIC MOHATHA U ONPEACICHHA
JIHCKYCCHA,
JOKYMEHTALHOHHOTO OOECICUeHHsA YIpaBeie- 4 2 2 2 TooT
HHUA» TEKLHA
Tema 2 «[loxymenTaronHoe obecneucHue
Jloxy 6 4 4 2 Ompoc
JSNOBOrC OOLICHUA»
Tema 3 «Dopmymap-oOpaser] OpraHu3aHoOH- ——
HO-PACHOPATUTEIBHOIO JokyMenTa, Obmue 4 2 2 2 oot
CBEJCHUA O PSKBH3HTAX»
Tema 4 «CucteMaTn3aysa 1 XpaHCHHE YIPAB- 6 4 4 5 MpakrH4eckoe
JISHYECKHX JOKYMEHTOBY 3AHATHS
Tema 5 «lIpasuna odopMneHus GIaHKOB J0- 4 » » 2 JuckyccHus,
KYMCHTOB» TCCT
Tema 6 «CocrapneHue H olOpPMICHHE TTHCEM » 6 4 4 5 MpaxrHyeckoe
JAHATHE
Tema 7 «lIpaBuna odopMaeHHA OCHOBHBIX L —
BUIOB OPraHU3aLHOHHO-PACTIOPAINUTENBHBIX 4 2 2 2 11_2“ ’
JOKYMCHTOB
Tema 8 «OdopMaecHHe OpPraHH3aUHOHHO- 6 1 1 5 | TpakTirieckoe
PACIOPIAUTEIBHONH AOKYMEHTALIMHY JAHATHE
Tema 9 «[IpaBuna odopmaeHHS OCHOBHBIX I
HCKYCCHA
BUIOB CNPaBOYHO-HHPOPMALIMOHHBIX JOKY- 4 2 2 2 11_2“ ’
MCHTOB»
Tema 10 «CoctaBneHue u oopMICHHE HH- 6 4 4 5 MpaxrHyeckoe
(hOpMALIHOHHO-CTIPABOMHON JOKYMEHTALIHID 3AHATHS
Tema 11 «Opraumzamus n0xKyMeHTO000pOTA 4 5 5 5 JHcKyCceHud,
Ha NPeanpHATHAX TeCT
Tema 12 «OdoprneHne 1OKYMEHTOB MO MUY~ 6 A A 5 | MpaxTiteckoe
HOMY COCTaBY» 3aHATHE
Tema 13 «AHanmu3 cocTOAHHE AOKYMEHTO000-
AOK} 4 2 2 2 Juckyccud
POTa HA NMPCANPHITHHY A
Tema 14 ®opmupoBaHue 0a3 JaHHBIX H aHA- Onpoc, npak-
U3 JOKYMEHToo0opoTa 8 4 4 4 | mreckoe 3a-
HATHS
Inddepenuppopanneiil saueT
Beero 72 42 14 28 30




4.1 Temamuyecruii RAGH OUCHURAUH B

KonrakrHas
padoTa no BH-
JaM yIeGHBIX

3AHATHH
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Tema | «OcHoBHBIE MOHATHA H ONpENENCHHA
_ _ Huckycend,
JOKYMEHTALHOHHOTO OOECICUeHHsA YIpaBeie- 4 1 1 - 4 roor
HHA» JICKIHA
Tema 2 «JlokyMeHTAHOHHOE OOECTIEUEHHE
Hoxy 6 - - 4 Ompoc
JENOBOTO OOLICHHA»
Tema 3 «Dopmymap-oOpaser] OpraHu3aHoOH- Tncivocns
HO-pacnopaguTenbHOro Jokymenra. Q6umue 4 1 - - 4 oor
CBEJCHHA 0 PEKBH3HTAXY
Tema 4 «CucteMaTn3aysa 1 XpaHCHHE YIPAB- 6 4 MpakrH4eckoe
TIEHUECKHX AOKYMEHTOBY 3AHATHS
Tema 5 «[Ipasuna odopmnenns GnaHkOB 10- 4 1 1 4 Juckycens,
KVMEHTOE» TeCT
Tema 6 «CocrapneHue H olOpPMICHHE TTHCEM » 6 1 ) 1 4 | Mpaxrieckoe
JAHATHE
Tema 7 «lIpaBuna odopMaeHHA OCHOBHBIX Tuckycons
BHI0OB OPraHH3ALHOHHO-PACTIOPAAHTEIbHbIX 4 - - - 4 _:gﬂ ?
JOKYMEHTOB»
Tema 8 «OdopMaecHHe OpPraHH3aUHOHHO- 6 | | | 4 | pakTHteckoe
PACIOPIAUTEIBHONH AOKYMEHTALIMHY JAHATHE
Tema 9 «lIpaBuna odopMaeHHA OCHOBHBIX Tuckycons
BHIOB CIPaBOYHO-HHGOPMAIIHOHHBIX AOKY- 4 - - - 4 _:gﬂ ?
MCHTOB»
Tema 10 «CoctaBneHue u odopMICHHE HH- 6 | 4 | pakTHteckoe
dhopMAITHOHHO-CIIPABOYHOH JOKYMEHTALIHHY 3AHATHE
Tema 11 «OpraHmzauua DoKyMeHTOOOOPOTa 4 1 4 Juckyecud,
Ha OpeINpHATHAX TeCT
Tema 12 «OdopmaeHne A0KYMEHTOB ¢ THY- 6 1 1 4 | Mpaxrraeckoe
HOMY COCTaBV» 3AHATHS
Tema 13 «Anamu TOSHH KYM -
eMa HAIH3 COCTOSHHE JOKYMEHTO000 4 ) ) ) 4 Jlickycous
POTa HA NPCANPUHATHH i
Tema 14 ®opmupoBaHue 0a3 JaHHBIX H aHA- Onpoc, npak-
M3 A0KYMEHTo0O0poTA 8 1 - - 8 | Tmdeckoe 3a-
HATHS
Adundhe peHUMPOBaHHBIH 3a4eT 4
Beero 72 8 4 4 60 4




4.2 Codeprcanue oucuuniuns

Tema 1 «OcHOBHLIE NOHATHA H onpeleleHHA AOKYMEHTALHOHHOIO o0ecnmeYeHHs
yNpaBJeHH»
Hexyusn

JOKYMEHT U CHCTEéMBl JOKYMEHTALHH. JHAUYEHHE COBPEMEHHOIO JOKYMEHTHPOBAHUSA B YIIPABJICH-
yeckoll pearensHocTH. HopMaTusHO-npaBoBas 0aza peryiaMeHTHPYIOILAs Nenonpon3soacTo. @yHkun
nokymeHTOB. EAMHaA rocynapcTBeHHas cucrema menonpoussonactsa (EI'CH). YHuduuupoBaHHbie CH-

cteMbl fokymeHTauun (YCH). Knaccudukanysa 1okyMeHTOB. YHpaBieHdeckas AIOKyMeHTalHs: Tpebora-
HHA K COCTaBJISHHK) H O(POPMICHHE).

Ocnoenvre noxsmus meamsr. JOKYMEHT, (YHKUMH JOKYMEHTOB, KlacCHpHKaLHsg AOKYMEHTOB, -
JIOTIPOU3BOACTBO, JOKYMEHTHPOBaHHE, TOKYMEHTO0000poT, hopmMysap, OJaHK, HOMEHKIATYpa.

Bonpocwvr ona canioxonmpons:

1. KakuM HOpMaTHBHBIM JOKYMEHTOM perNaMeHTHPYIOTCA OCHOBHbIE TEPMHHBI B OONACTH AeNo-
npon3BoacTea?

2. Yro BKOUaET B ce0s MOHTHE (OKYMEHT»?

3. Kakue sa3bIkH H CIOCOOBI NOKYMEHTHPOBAHUS BhI 3HaeTe?

4. Ha3oBuTe COBpeMeHHbIE BUAbI HOCHTENEH HHpOpMaLIUH.

5. KakuM 3aKOHOM YCTaHABIWBAETCA MPABOBOH PEIKUM CO3AAHUA, XPAHEHHS H UCTIONIb30BAHNUA
MH{(POPMALIHOHHBIX PeCypcoB?

6. UeM oTIHYALTCA JOKYMEHT JIHYHOIO MPOHCXOKACHU OT OPHIHANBHOIO A0KYMEHTa?

7. Utro obycnaBnuBaeT K pUIHUECKYIO CHITY O(hHLUHANBHOTO AOKYMeHTa?

8. Uro noHumaeTcs nod nonu¢yHKUHOHANBHOCTBIO JOKYMEHTa?

9. Hazopute ocHOBHBIE OnokH {rpynmnsl) GyHKIuii nokyMeHTa. Yem xapakTepusyercs Kaxabli
Ou1ok?

10. Kak MeHseTca neficTBre (pyHKUUI BO BpeMeHH?

11. KakoBbl OCHOBHbIE LieTH YHHPUKALHH JOKYMEHTOB?

12, Yro yuuTHIBAETCS NP NPOBEASHUH YHH(PUKALMH JOKYMEHTOB?

13. YTo moHHMAETC s MO CHCTEMOH NOKYMEHTALHH?

14. Kakue ObIBAIOT CUCTEMEBI JOKYMEHTALIHH?

15. Yro npenctasnger coboii craHIapT H KakHe BUIOb CTAHAAPTOB MPUMEHSIOTCS B HalueH
cTpane?

16. Uro BXOAUT B KOMIUIEKC HOPMATHBHBIX AOKYMEHTOB 10 CTAHAAPTH3ALHN?

17. Yro npencrasnsaer coboit YCJ H kakue peficteytowire B Hawel ctpade Y CJl, Bbl 3HaeTe?

Jumepamypa: [2]; [4]; [5]; [6]

Tema 2 «J[OKYMEHTALHOHHOE 00eCICUCHNE 1¢10BOT0 00 EHHA»
IIpaxmuyecxoe 3anamue

Bonpocwvr ona obeyscoenun:

1. OnpeneneHue OCHOB JOKYMEHTHPOBAHHS YIIPaBAEHYECKOH NeATENbHOCTH.
2. SI3bIKOBbIE HOPMBI O(PHLUHANBHBIX JOKYMEHTOB.

3. Heenenosanue chep GyHKLHOHHPOBAHUA U KAHPOBOrO pasHooOpasua OHIMANLHO-ENOBbIX
NOKYMEHTOB.

4. AHanu3 A3bIKOBBHIX (hopM OPHLHANBHBIX JOKYMEHTOB (TIPaKTHUECKHE YIPakKHEHM ).
5. Mccnemopanue NpUEMOB YHH(DUKALHH S3bIKA CYXKeOHBIX JOKYMEHTOB.

Jumepamypa: [1]; [2]; [3]; [6]; [7]



Tema 3 «@opmynsap-ofpasen OPraHU3ALHOHHO-PACHOPAANTEIBHOO A0KYMEHTA, Ofmne
CBeAeHHs 0 PEKBH3HTAX»
Jexyus

VrhpaeneHueckas OOKYMeHTauus: TpeGOBaHHS K COCTaBACHHIO U OhOpMIEHHIO, (GopMyasp-
obpasell, COCTAB U PacToNoXKeHHe PeKBH3UTOB. IIOCTOSHHbIE H MEpeMEeHHBbIe PEeKBH3UTHI. YTIOBOH U
npoaoabHeli OiaHk Aokymenrta. Crnocobr! odopmiaeHns pekBH3UTOB:. (GJIAHIOBRIA U LeHTpoBaHHBIH. Co-
BPEMEHHBIE CIIOCOOBI U TEXHUKA CO3AHUA IOKYMEHTOB,

Ocrosnvie nousmua mensor. hopMynap-oGpasell, peKBU3UT, Ta0yNHpoBaHue, Gopmar.

Bonpocwvr ona canioxonmpons:

. Kakue (opmatbl GyMaru HCoNb3yIOTCA 1A MOcTpoeHus popMynapa-odpazua OP/?
. Kakue paszmepsl noneii OP/J] ycranosneHs! popmynapom-odpaszuom OPIT?
- MoryT nu Ha noyAX NOKYMEHTA PacloiaraTbes Kakne-aubo peKBH3HTHI?
. Kakoil MakcHManbHBIH COCTAB PEKBU3UTOB YCTAHOBJEH (popMyaspom-oGpasuom?
. Ckoabko nonoxeHuil TabyasaTopa HCMONb3yeTed Mpu 0QopMIEHUH PEKBU3UTOR?
. Kakue pexBU3UTEI OTHOCATCS K MOCTOSIHHBIM?
. Kakue pexBusuth! ABAKOTCA 00A3aTENBHBIMU?
. CKOJIBKO cylIecTBYeT crocofoB oopMIeHHs peKBH3HTOR?
9. Uro xapakTepu3yIoT JOMONHUTENbHBIE pekBU3UTH OP?
10. Yem npoo/ibHBIH BAPUAHT PACTIONOKEHHS PEKBU3IHTOB 3arOIOBOYMHOI wacTH ONaHKa OTHYa-
€TCsl OT YIIOBOro?

o0 =1 o e L D

Humepamypa: [2]; [5]; [6]

Tema 4 «CHcreMaTH3aUNA H XpaHeHHE YNIPABJACHYECKHX JOKYMEHTOB>
Hparcmuqecrcoe IAHAIRNE

Badanue 1.
CocCTaBbTe HOMEHKJIATYPY €N KAHUE/SIPHH OPraHH3aLHH,

3adanue 2.
CocraBbTe HOMEHKNATYPY A& GHHAHCOBOrO OTAENA OPraHH3aL{HH.

Sadanue 3.
Chopmupyiite nuuHoe geno paboTHUKA OpraHU3aLHM.

Badanue 4.
BoinenuTe H packpoiTe OCHOBHBIE (PYHKLHM KCIEPTHON KOMHCCHH Ha ocHoBe «IlomokeHHs o
MOCTOAHHO AHCTBYIOWEN SKCIIEPTHON KOMUCCHH YUPeXKIEeHHs, OPraHH3aLHY, TPEONPHATHS.

Jumepamypa: [1]; [3]; [7]

Tema 5 «[IpaBuna odopmacHun GJIAHKOB NI0KYMEHTOB»
Jexyus

CoctaB pekBU3UTOB. BJIaHKM AOKYMEHTOB: I MUcbMa M OOLIHi OMaHK A APYTrUX BHAOB OOKY-
MeHTOoB. (Odopmaenne pekBusuToB. TpeGoBaHuA K OQOPMIEHUIO PEKBU3HTOB OPraHU3aLUHOHHO-
PAaCHOPSAUTENbHBIX TOKYMEHTOB, CHPABOMHO-HH(POPMAIHOHHOH 1 CIPaBOYHO-AHATUTHUYECKOH TOKYMEH-
tauuu. CTaHmapTH3aIHs NPOLEecca JOKYMEHTHPOBAHHUS.

8



Ocnoearuvie nousmus meater: BUObI ONAHKOB JOKYMEHTOB, Tepl, sMOieMa;, ToBapHbIi 3HaK (3HaK
obcmyxupanus), Kox (POPMBI NOKYMEHTA, HAHMEHOBAHHE OPTaHH3ALMH - ABTOpPa NOKYMEHTA, HAHMEHO-
BaHHE CTPYKTYPHOTO MOAPA3AELIEHHs - aBTOPa AOKYMEHTA, HAaUMEHOBAHHE MOJDKHOCTH JIHIA - aBTOPA
NOKYMEHTA, CIPABOUYHbIE JaHHBIE 00 OPraHU3alUM; HAMMEHOBAHHE BHJA MOKYMEHTA, NaTa NOKYMEHTA,
PerucTpaLlOHHBIH HOMEp OAOKYMEHTa, CCbUIKA HAa PerMCTPaLHOHHBIN HOMep U JaTy MOCTYMHBLIEro J0-
KYMEHTa; MECTO COCTaBJeHHA (M3TaHHs) JOKYMEHTa;, rpH( orpaHHYeHHs AOCTYMa K JOKYMEHTY; aape-
car, rpu{) YTBEpIKISHHA NOKYMEHTA, 3ar0JOBOK K TEKCTY, TEKCT NOKYMEHTA;, OTMETKA O NMPHIQKEHHH,
rpud) COrIACOBAHUS JOKYMEHTA, BU34, MOANKUCE, OTMETKA 00 3JIEKTPOHHOIN MOANNCH, NeYaTh, OTMETKa 00
MCHONHHUTENE, OTMETKA O 3aBEPeHHH KOMHH, OTMETKAa O MOCTYIUIEHHH AOKYMEHTa, Pe3OMIOLNsA, OTMETKa
0 KOHTpOJIe; OTMETKA O HAMpaBIeHHH JOKYMEHTA B IeJiO.

Bonpocwvr ona canioxonmpons:

1. Kakuie opraHu3allii HMEIOT MpaBo H300pakaTk Ha OMaHKaX ¢BOMX AOKyMeHTOB [ ocynapcTeeH-
Heli repb Poccuiickoii denepaunu?

2. Uro npencraBiaioT ¢odoit Kox opranuzauu  Kox OpMbI JOKYMEHTA, HCIOIb3YEMBIE Ha
onankax OP/1?

3. UeMy OO/KHO COOTBETCTBOBATh HAIMEHOBaHHE BHIA JOKYMEHTA, NPHBOAUMOE B OJaHKE KOH-
KpeTHOro BHAA AOKyMeHTa?

4. Kakue ciocobr! opopmiaeHus pekeusuta «Jlara AoKyMeHTa» BHI 3HaeTe?

5. HeM pexBH3UT «PerucTpalHoHHBIN HOMEP NOKYMEHTA» OTIMYAETCA OT PeKBU3HTA «CChIIKA HA
perucTpauuoHHbIH HOMEp H AaTy JOKyMeHTa»?

6. Bcerna nu Ha O1aHKe OOMKEH MPHCYTCTBOBATH PEKBU3UT «MeCTO COCTaBNIEHHS UIH U30aHHS
NOKYMeHTa»?

7. Uto 03Ha4aeT HAJIMYHE HA AOKYMEHTe rpudia orpaHHyueHus JOCTYIA K HEMY?

8. KakuM 06pa3oM Hy>kHO OOpMIATE PEKBH3HT «AZlpecar», eCliH JOKYMEHT aapecyeTcs B Apy-
TyIo CTpaHy?

9. Kakoebl cocrapHbie uacTu pexksusuta «['pud yreepixneHua nokymenta»?

10. Kakumu cniocobamu MoxkeT opopMaTbCa pekBH3NT «Pe3omoLs»?

11. Kakune cymecTByloT 0COOSHHOCTH O(OpMIEHHS PEKBH3UTA «3arolOBOK K TEKCTY AOKYMEHTa»
B 3aBHCHUMOCTH OT BUAa AOKYMeHTa?

12, B xakux ¢nydasx TekeT OQHLUHATBHOTO AOKYMEHTA MOKHO OOPMILITE TONBKO Ha PYCCKOM
A3BIKE?

13. Korna oTMeTKy O HaNHYHH MPHIIOKEHHS MOXHO opopMIIATE Mo KpaTkoil hopme?

14. Kak opopmnsercs pekeusut «lloanuce», ecnu A0KYMEHT NOATTHCHIBAETCS PYKOBOAUTENAMU
ABYX OPTaHH3aLHiH?

15, Kakumu cnocobaMu MOKET OCYLIECTB/ATHCS BHELIHEE COTNIACOBAHUE U Kak 3TO odopmisier-
cs?

16. I'ne npocraensercs Ha ZOKyMeHTe peKBH3UT «I pud cornacopanus nokyMeHTa»?

17. Kakue Bunn nevareii ynotpedmsaores npu odopvrennn OPJ] 1 kak npaBHIBHO A0KHA OBITH
NPOCTABNICHA NEYaTh?

18. I'ne npocTapnseTcs OTMETKa O 3aBepeHHH KOMHK U Kak oHa odopmisercs?

19 SBasercs au pekBu3UT «OTMeTKa 00 HCMONHUTENE» 00A3aTENEHBIM U TA€ OH MPOCTABISETCA?

20. Yro Bxoaut B cocTas pexpu3nTa «OTMETKa 00 HCIIOMHEHHH NOKYMEHTA H HAIIPABJIGHHH €T0 B
Heno»?

21. Ha kakux JOKyMEeHTaxX MpocTaBiseTcs peKBH3UT « OTMeTKa O HOCTYIUIEHHH JOKYMEHTa B Op-
raHuzauuio»? HazoBuTe cocTaBHbIE YACTH 3TOTO PEKBU3HTA.

Jumepamypa: f1]; [2]; [4]; [5]; [6]



Tema 6 «CocraBienue n opopmiIeHHE NHCEM

Hpaxmuyeckoe 3aname

3aoanue 1.

CocrasbTe nucbMo — npuriamenye Ne 544 or 10.07.20_ no ¢n. naHHBIM:

HHCTUTYT TOUHBIX NMpUbOPOB MockbUlaeT NMucbMo — npuriawenue aupexktopy HHUH «Ilpomereii»
KoHcranTuHy CepreeBudy ¢ npurialieHHeM MOCETHTb MeKAYHAPOAHYIO CreUMaTu3HpOBAHHYIO BbICTAaB-
Ky «DKOHOMHA MaT€PHAIBHBIX U TOIUIHBHO — HHEPreTHUECKUX PEeCYPCOB B CTPOUTEIBCTBE H MPOMBILI-
NeHHOCTH». BricTaBka cOCTOHTCA B I MOCKBa B MaBHJIBOHE BRICTABOYHOTO LieHTpa Ha KpacHoil [pecue
18 aprycra 20 roma ¢ 9.00 no 20.00. Agpec MHCTHTYTa TOUHBIX npHOopoB r. Mocksa yi. IlnexaHosa
36, ren. 237-87-77. QupexkTop HHCTHTYTA TouHBbIX Mpubopos C. K. Ceprees.

3aoanue 2.

CocraBbTe rapanruiinoe mucbMo Ne 589 ot 23.09.20 no cnenyiowiiM JaHHBIM:

000 «Mur» rapantupyer AO «Boctopr» oTrpy3Ky akKyMyJATOpHBIX Oatapeil Ha cymMMy 324000
(Tpucra aBaguaTh ueThipe ThiCsYM) pyOneii 00 komeexk B TeueHHe 2-X HEAENb C MOMEHTA MOCTYILIEHHA
JE€HEKHBIX CPEJICTB HA PACUETHBIN CUeT,

Anpec OO0 «Mur» r. Mockea ya. Canoeas 36, ten. 237-87-87. Hupexktop OO0 «Mur» M.
K.MakcuMos.

3aoanue 3.
CocTaBbTe HHpOpMaLUHOHHOE MHCEMO Ne 59 o1 12.09.20 1o cnenyromiM JaHHBIM:
Mockoeckuil nonurpagudeckuii TeXHUKYM cooblIaeT JUpeKkTopy wWkoabl Ne 12 B.C. AHTOHOBOII
0 TOM, YTO B HOBOM y4e0HOM roly TeXHUKYM OTKPBIBAET ABA HOBLIX (hakynbrera;
1. JlasepHbie TexHONOrMH B nONHrpaguu
2. Hpuanueckui
IIpapuna mpuemMa obuue a7 BeeX.
Anpec Mockosckoro noaurpajpuyeckoro tTexHukyma r. Mocksa yn. Mupa 86, Tesn. 337-87-87.
Hupexrop Texuukyma M.C. Hrratbesa.

Sadanue 4 Cocmassme i oghopmume CayxnceOHvle NUCLMA RO CAEOVIOUUM CUIYAHUAM.

Curtyauus 1.

HenapTtaMeHT NMOIAEPKKH W Pa3BUTHSA Majoro MpeArnpuHUMATENbCTBA MUCBMOM 33 TMOAMHUCHIO
3aM. JUpeKTopa aenapraMeHTa CeepukoBa A B. yBeOOMUI pyKOBOOCTBO HeTCKOTo caza Ne 1586 o oM,
YTQ B CBA3H ¢ PA3BHTHEM NPEANPHHHMATENBCTBA 3[aHHE ACTCKOrO Caja AQIDKHO ObITh MepefaHo A
TeXHHYCCKHX HYKI ,uenapTameHTa_

Hcnonnutenem Bacunbepoil mo mopydeHuio oupektopa aerckoro caga Ne 1586 FOro-3anamHoro
OKpPY’KHOTO YTpaBJieHus o0pa30oBaHHA I. MOCKBBI, paclofO:kK€HHOTO Ha mpocnekte MUYypHHCKOM, AOM
22 r. MockBbl, ObUIO COCTABASHO MHCBMO, AAPECOBAHHOE OTACNY nuceM Mbipuu MockBel o azgpecy: T.
Mocksa, ya. Teepckas, 13, B KOTOPOM qUpEKTOp AeTCKOro caza Ne 1586 O.A. AbpamoBa nmpocuna paso-
OpaTbcA B JAHHOM BOMPOCE, MOTHUBHPYS TEM, UTO B HA3BAHHOM paiioHe AETCKUX CafoB OCTANOCh Majo H
He BCe OeTH MOTYT MOcCellaTh AeTCKHE ACILUKONbHbIe yupeskaeHus. IlucbMo ObUIO OTBETOM Ha MONy4eH-
HBII OKYMEHT OT JlenapTaMeHT.

Curyauus 2.

IlpencenaTtene mpapJieHHs akUHOHepHOTro kommepueckoro 6anka « TOPTTIPEABAHK» (np. Bep-
Haackoro, 19, Mockea, 112123, ten.: 567-22-17, axe: 576-22-20) C. A. Illymor obparuncs k I'eHepane-
Homy aupextopy HITO «Acbect» JL.M. BoabHueBy ¢ npocedoii paccMOTPETh BONPOC O NPEAOCTABIEHUN
B onuTenbHyio apeHay AKb « TOPTTIPEABAHK» patouux nnowazneit — 180 kB. M nox pasMellieHHE OT-
neneHus OaHka.

IMucemo Obno coctaBneno ucnoaHutenem A M. INonnecHoil Ha [OKHOCTHOM OJlaHKe mpeacena-
TeNs npaeneHus OaHka ¥ NOANHCAHO 24 MapTa TEKYLIEro roja.
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Curtyauusn 3.

Henonnurenem M. 10. TTonskooil no nopy4eHnd HavadbHUKA oTAena MapkeTHHra ITAQ «Topr-
norpebeors» (r. Mocksa, Jlecnast vy, m.18, 117123, ten/paxe. 234-56-00, OKIIO 87654321, OI'PH
1234567890098, MHH/KIIIT 09876543321/123456789) B.A. KoMaposa OblJIO COCTABNEHO MHUCHMO B ajl-
pec OO0 «Jeno», TexHH4eckoMy aupekTopy A M. Msrkosy o0 oTnpaBke JOKYMEHTALWH CleAyoero
conepxanust; «Hanpasnsem HeoOxoaumbie BaMm noKyMeHTBI, coaepikaiue HHPOPMALMIO O HEHE KOM-
TUISKTA HAay4HO-TEXHHYECKOH IOKYMEHTAUHMH Ha XonoawipHoe obopynosanue. Ilpersaraem BbICIaTh
TEXHUYECKYI0 JOKYMEHTALUMIO Ha 3apyOe)kKHble aHaIOTH XOJOAUIbHOro odopynoeaHHs. IIpH mpHHATHH
MONOKUTENBHOTO PellieHHs O 3aKyInKe 00OpynoBaHHs MPOCHM Bac HampaBUTE COOTBETCTBYIOLLEE MHCHMO
pykoeonutenty otaena coberra Haymopy CI1». JIaHHBIM MHCBMOM COMPOBOXKAAIACH crennpHKanms Ha
28 1. B 1 3K3.

Curyauus 4.

MockoBCKHI panuOTeXHHYECKHH KOJUISIK HMEHH akaaemuka A, A PacnnernHa MuHHCTEpCTBA
obpazosanus PO (Mocksa, yiu. B. [lekabprckast, 5, 124000, ten.: 252-11-84, daxe: 253-32-36) pazocnan
MH(OPMALHOHHBIE MHCbMa OUPEKTOpaM WIKON ropofa ¢ cooOleHHeM 00 OTKPHITHH B HOBOM y4eOHOM
rogy AByX (haKyJdbTETOB: COBpeMeHHble HH()OPMAaLMOHHbIE TEXHONOTHH H I0pHaHyeckuii. B muceMe co-
o0IIAIOCH TAKKE O TOM, YTO NPaBUIa NpHEMA Ha yKasaHHble pakyneTeTs 00mue. ITuceMo ObUIO cOCTaB-
neHo ucnonHuTeneM Ctenanosoil u nognucano aupexkropom JLBb. MapTeiHokoM 15 mapra Tekyiero ro-
na.

Curtyauusn S.

IMAQ «Ileppas ®abpuka» (r. banammnxa, yia. 3apeunas, a. 3, 104010) nomxHo OBIIO B COOTBET-
cTBUH ¢ m. 6 poroeopa ot 10.07.2015 Ne 12/25 «O mnocraBke NpoAoyKUHMM» mocTaBute AQ
«CAHAEPEJUIA» (Mocksa, KpacHoropckad ya., o. 32, 111123, Ten./pakc 458 90 13, OKIIO 87654321,
OI'PH 1234567890098, MTHH/KTIIT 0987654321/123456789) B TeueHue mecsua KoxaHyio GypHUTYpY
Ha 001IyI0 cymMy 150 000 pybneii. @axTuuecku xe GypHUTYphI OBUIO CAAHO Ha cyMMy 120 000 pyOneii
W HeIOMOCTaBIAEHO NMpoaykUuu Ha cymmy 30 000 pyGnefi. CormacHo n.8 moroeopa 3a HeIOMOCTaBKY Mpo-
OyKUHH OODKHA ObITh yIulaueHa HeycToilika B pasMepe 5%, YTO OT CYMMBl HEOOMOCTABKH COCTaBHJIO
1500 pybaeii.

Hupextop AO «CAHAEPEJUTA» B 1. ®enoposa obparunace k aupexropy Q00 «Ilepras Pad-
puka» O [, Cokonoey ¢ npocbOoii MepeuucIuTh Ha WX pacueTHEIH cueT ykazaHHyI cymmy (1500 pyG.).
B nporueHoM caydae AQ «CAHOEPEJIJIA» Oyaer BbIHYKIeHO oOpaTHTbeA B rocapbutpaxk. ITuceMo o
HEOMOCTABKe NMPOAYKIHY ObLI0 cocTaBiaeHo ucnonaureneM P.T. FOnunoi u noanucano ®enoposoii 12
aBryCTa TEKYILEro Iroaa.

Curyauus 6.

Hupextop AO «Antypuym» (Mocksa, Lisernoil Oynesap, A 3, 105123, ten./axc 432-90-78,
OKTIO 12345678, OI'PH 1234567890123, pacu. cuer 12345678901234567890 B ®BK «I'YTA-6aHk»,
Kopp.cuer 987654321098765444321, BUK 123456789) A P. CmupHoB oOpatuics k [ maBHOMy penakTo-
py xkypHana «deno» B H. Ilonesomy ¢ npocbboii pasMecTHTb peknamy npoaykuuu AQ «AHTypUyM» B
OUepeaHOM HOMepe KypHaua. O0beM pexnaMHOro Matepuana — ¥ nojgocsl. Omnara nyQIHKaLHN rapaH-
TupoBanack. [THCbMO © pasMelneHnH pexsaMel 6bu10 coctasiaeHo ucronHurenem JLH. IMucapesoii, mox-
NHCaHo AupekTopoM A.P. CMHPHOBBIM W rMaBHBIM Oyxranrepom B.A. AHTOHOBOIA.

Curtyauusn 7.

IMy6nuuHeIM akuuoHepHBIM Od1ecTBOM «Bocxon» (109176, Mocksa, yi. Ilonesas, a.14, 0d.324)
Obla oopMiaeH 3aka3 Ne 7 Ha MOCTaBKY MPOAYKUWH B COOTBETCTBHU € 3aKIIOUEHHBIM AOTOBOPOM O MO-
craBkax ot 13.06.2013 Ne 12 u HanpasneH B agpec ITAO «duamant» (114000, Mocksa, yn. IIpocTopHas,
o 25, od.14, Ten 168-93-78, OKIIO 87654321, OI'PH 1234567890098, HWHH/KIIII
0987654321/123456789). Onnako I[TAO «/luamanT» He CMOTIO B YKa3aHHBIN cpok (28.07.2014) ucnos-
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HHTB 3aKa3 K3-3a OOJNE3HH BeAYLIEro COTPyAHHKA OTAeNaa AocTaBku U I'eHepanbHelii nupextop ero I'JL
Mypomues Hanpasun HHpOpMaLHOHHOE MHCbMO B aapec ITAO «Bocxon» 0 nepeHoce CPOKOB HCIQNHE-
Hus 3axkaza Ne 7 ¢ 28.07.2013 na 04.08.2013, B xoTtopom Taxke orMeTra uto ITAO «/lnaManT» cornacHo
B Te4eHHE 5 AHEH BBIIUIATHTb HEYCTOHKY B COOTBETCTBHU ¢ M.4.2 3aKMIOUEHHOIO A0roBOpa O MOCTABKAX.
ITceMo 6b1o cocrapneHo ucnonHuteneMm A.JI. CMUPHOBOI W MOANKCEH 3aBepeHa NeYaTblo OPraHH3aLNH.

Curtyauusn 8.

000 «Jlura» (Mocksa, 123465, yn. Mapoceiixa, a.15, ten. 384-05-90, daxc: 384-05-90) 3amna-
HHpoBaNo npoeeneHue Beepoccuiickol pokoecTseHckoit apMapku o0yBu ¢ 10 Hoabpsa mo 31 mexabps
Tekylero roga. QgHako B cBi3H ¢ TeM, uto 000 «Jlura» He pacronarano JOCTATOYHBIMH TUIOLIAAAMH
st mpoBeaeHus apMapku, HenonHureasHelil qupexrop obmecrsa A A Kouerkos BeHYKAEH OBl 00pa-
tutees K Jupextopy Beepoccuiickoro BeictaBounoro nentpa T.K. Typosy ¢ mpocsboii 0 mpenocrasie-
HHU o01uecTBY B apeHay 300-400 kB. M BbICTaBOYHOI MNIOLIAAM H rapaHTHel OMIaThl.

Jlumepamypa: f1]; [3]

Tema 7 «IIpaBnna o¢opMIEHHA OCHOBHBIX BHJIOB OPraHH3ALHOHHO-PACIIOPAAHTEIbHBIX
JAOKYMCHTOB>»
Jexyus

OpraHu3auloHHble JOKYMEHTBI, MOHATHE, OCHOBHBIE CTPYKTYPHBIE 3IeMEHTHI H MpaBuaa opopM-
JIeHUs PeKBU3UTOB PacnopsaauTenbHble JOKYMEHTHI: MOHATHE, CYLIHOCTb, (DYHKUHUOHAILHASA HAMpPaBleH-
HOCTh. [pukasel no auuHoMy coctaBy. OdopMiIeHHE U COCTABICHHE PACIOPIANTENBHBIX AOKYMEHTOB.
BbINHCKH 13 OPraHH3ALHUOHHBIX U PACHOPSAUTENbHBIX TOKYMEHTOB.

OcnogHbIE NOHAMUS MEMBE. MNpHKa3, yCTap, pacnopA:KCHUC, NOCTAHOBICHHE, YKA3aHHE, TIOJIOMKE-
HHEC, HHCTPYKLHSA, PCLICHH,

Bonpocur 0aa camoxonmpons:
1. Kakue BHABI OpraHW3alHOHHO-PACTOPAAUTENbHBIX JOKYMEHTOB OTHOCATCA K PacoOpAAUTENb-
HBIM?
- Touemy pacniopsAAHTENBHBIE JOKYMEHTBI OTHOCATCS K MPAaBOBBIM aKTam?
. Koraa pacniopAaguTtesnbHble OKYMEHTbI BCTYNAOT B CHITY?
. Kak pasnu4atorcs no cepe geiicTBHA pacnopsAUTENbHbIE JOKY MEHTHI?
. Uto sBNAETCA OCHOBAHHEM JUIS H3ZIAHHUS PACTIOPAAUTENBHOTO NOKYMEHTA?
. Kak cTpoHTCA TEKCT PaCOPAAHTENBHOIO AOKYMEHTA?
. Kak opopmasiercs oTMeTKa 0 HATHYUH NPHJIOKEHHS B paClOpAINTENbHOM JOKYMeHTEe?
. Kakue opraibl NpHHUMAIOT MOCTAHOBACHHUE?
. Uro 03HauaeT AaTa B PACIOPAAUTENLHOM JOKYMEHTE, POCTABIIEMAs B 3ar0I0BOMHOI HacTH

SO0 ] O s W D

Oaanka?

10. B xakoii popMe U30a10TCA COBMECTHBIE PacNOpAnUTENbHbIE TOKYMEHTEI?

11. Kakue ObIBaIOT BUIbI MPUKA30B?

12. Yem ornuuaerca opopMiIeHHE NPHKA3a MO JIUIHOMY COCTaBY?

13. KTo HMeeT nmpaBo NOANHCH HA NPHKA3ax?

14. Kakoii peKBU3UT HMEETCsl TONBKO Ha ABYX BHIAX PACMOPSAHTENBHBIX JOKYMEHTOB - YKa3aHU-
X H pacnopsikeHuax?

15. I'lo xakuM BOMPOCAM H3JAKTCA PACIOPAXKEHHE U YKa3aHHe?

Humepamypa: [1]; [2]; [3]; [5]

TeMa 8 «O¢opmienne OPraHN3ALHOHHO-PACTIOPAANTENBbHONH JOKYMEHTALHH
Ilpaxmuyecxoe 3anamue
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3aoanue 1

Odopmuts 3aaBneHue kaccupa 3asoga «Ceer» ¢ npocsboil NpenoCcTaBUTE YHeHHYECKHI OTIYCK ¢
06.03.20__ 1o 18.03.20__ mpOoROMKUTENBHOCTBERY 13 KaNeHAapHbIX AHEH HA OCHOBAHHU CIIPABKH — BBI3O-
Ba N2 5655 01 01.03.20 . ® H.O. kaccupa HMpanosa Hpuna IletpoBHa.

3aoanue 2

OdopmMurtb nNpHKa3s No JUYHOMY COCTaBY Ha OCHOBE JAHHbIX 3afaHuA Ne 1.

ITpukas Ne 65k ot 05.03.20 «O npepocTaBleHHH YYSeHHUYSCKOTO OTIMyCcKa» Kaccupy 3asoga .11
HBanoBHoil ¢ 06.03.20 no 18.03.20  npomomkuTeNbHOCTHIY 13 KaneHAapHBIX OHEH HA OCHOBAHMH
crpaBkU-BbI30Ba Ne 5655 o1 01.03.20__ u 3aasnenus kaccupa M.I1. MBaHOBHOM.

ITpocTaBuTb BU3Y COTJIACOBaHHA HadanbHHKA oTxaena kanpoB O.A. Cepreesoii m oTMerky o0
03HAKOMJIEHHH ¢ npukazom HeaHOBOM.

3aoanue 3

OdopMuTe NPHKA3 1O OCHOBHOH ACATENBHOCTH.

B cootBercrBuu ¢ PacnopskeHueM MunucTpa ot 04.03.20  Ne 115 «O0 ycHNIeHHH MPOTHBOMO-
JKapHOi 6e30MacHOCTH H YCHJIeHUH OXpaHbl B MepHOO Mpa3gHHYHBIX OHei» cocTaBHTb mpHka3 Ne 245 or
06.03.20__ w3nanHwlii qupexkropoM Hayuno-nponssoacrsenHoro obbenunenus «Arponpubop» r. Mock-
Bl M./ TankuHbIM.

B pacnopAnuTeabHOH YacTH BHIACIWUTE 4 MyHKTA:

1. O6 opranuzaund YOOpKH TeppHTOpHH 0OBeIHHEHHS

2. O npoBepKe COCTOSIHUA 3NEKTPONPOBOAKH

3. O npenoCTaBNEHNH B CEKPeTapHaT MeHEPANbHOrO AHPEKTOpa CHUCKA COTPYAHHKOB, npedbiBa-
HHE KOTOPbIX HeOOXOOUMO Ha TEPPUTOPHH OObeOHHEHHS B Mpa3gHUYHBIE IHH

4. KoHTpoab 3a HCTIONTHEHHEM BO3JIAraeTcs Ha raBHOro UHkeHepa obbenunenus I1P. XKaposa.

Kaxcaplii nyHKT paccMoTpersb o cxeme «Komy?», «Hto Hy)HO caenars?», «J1o kakoro cpoka?s.

Hanpumep, k n.1 3aBenyomemy cknagom O.H. Hukutuny opraHuzosate yOOpKY TEppHUTOPUH A0
07.03.20 .

ITpocTaBUTH BU3Y TMABHOTO UHXKEHEPA

IMocraButk orMerky 00 ucnonnutene. Menonnurenem sipasercsa Conosbesa Tenedon 302-34-56

Saoanue 4.

Odopmute pacniopszkerre Ne 137 ot 10.03 20 rnaeHoro uHxkeHepa MoOCKOBCKOTO CTAHKOCTPO-
UTeaBHOTO 3aBoaa « Texmamn JI M. Connuesa «O BHenpennu cranpapra OPJ] CTII 02-601» Ha ocHOBe
NPEIUIOKEHHBIX 0OPa3LOB B IPUIOKEHUH 5 U 6.

B pacnopanuTeabHOM YacTH yKas3aTk 4 MyHKTa:

1. O pHenpenun crangapta OPH CTII 02-601 Bo Bcex cay:xk0ax, Ha yyacTKax U B CTPYKTYPHBIX
nozapasaenenuax 3apoza ¢ 01.04.20__.

2. 00 opranmszauun 3anaruil no usydeHuo CTII 02-601 co cmeumanucramMM W HHXKEHEPHO-
TEXHONOTHYECKUM MEPCOHANOM (¢ ykasaHueM «KoMy» U ¢ KaKoro YHcaa)

3. O6 opranuzauuu THpaxkupoBaHHs OnaHkoe OPJl, TMMOBBIX TEKCTOB M YHHPHLHPOBAHHBIX
topm (¢ yrkazanuem «Komy?»)

4. KoHTpONE 3a HCMOJHEHHEM PaCTOPAKEHN BO3JIOKHTE HA 3aMECTHTENA JUPEKTOpa Mo o0IuM
somnpocam M K. buposa.

IIpoctaBuTh BH3Y ropHckoHeyabTa LK. JIyHoBa

IMocrasute orMeTky 00 ucnonuurene. Ucnonnurenem asnaercsa JKypaenaepa H.B. tenedon 308-
34-16

Sadanue 5. Cocmassme u oghopmume NpOMOKORs! U aKMel, HEOOXOOUMBIE 8 CAEOVIOWUX YNPAG-
ACHYECKUX CUMYAYUAX.
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Curyauus 1.

Aupexuns Q00 «Actpes» (Cankr-Tlerepbypr) 12.08.20  r mpoBeao ¢Boe OuMEpPEHOE 3acena-
HHe, Ha KoTopoM npucyrcreosanu Bocrpakos C.T., Cryanes ILJ, Jlebener U M., Anronos I1.J1, Ilen-
tyHosa B.I', Tumogeer A A, Crynosa M.

Ha 3acemanun oOcy:koanoch ABa BOMpoca: o Xxome peknamHoii kammanuu B LI keaprane 20 r. u
0 mepexoae Ha HOBYIO CHCTEMY BBITUIATHI MPEeMUATBHBIX.

IMo nepeomy Bompocy cayinaan coodieHne HavanbHHKA oTaena peknamel Boctpsaxosa C.T,
TeKCT coodwmeHnst koToporo Opul nepeaan cexperapro 3acenanus H T Benoroii. [TosTomy sxe Bonmpocy
BBICTYNIJ (pUHAHCOBBIN nupekTop Tumodees A.A., KOTOpbIil ofoOpUN yBeNHUYEHHE PACXOOOB HA HapyX-
Hyto pekaaMy B LI kpaprane 20 r Ha 5%.

ITo BrOopoMy Bompocy caenan coobuenne Ctynos MLH. 1 TekcT cooOlmeHns Takke nepenan cex-
perapro. Ilo nanHOMYy >xe Bompocy BeICTynHIH AHTOHOB I1JI, HauanbHHK oTaena kangpos, u Jlebenes
W M., nupektop no nposaxam. IlepBblii 0000pUA HOBYIO CHCTEMY BBIMIATHI MPEMHAJNIBHBIX U PEKOMEH-
IOOBaN MOATOTOBUTE HeoOxXomumble JokyMeHTH K 01.09.20 r.  Bropoii npeanoxun gopaboTaTe HOBYIO
CHCTEMY BBIILIATHI IPEMHANIBHBEIX H PEKOMEHAOBAJ MPOBECTH TOJIOCOBAHUE IO AAHHOMY BONPOCY Ha 00-
meM cOdDpPaHHU TPYAOBOrO KOJIEKTHBA.

B urtore 3aceganus ObLIM NpUHATH caenyoume petueHus: 1. QOnoGpute paboTy oTaena pekyiambl
B LI kBaptane 20 r. 2. IIpoeectu oduiee coOpaHue TPYOOBOrO KOJIEKTHBA MO BOMPOCY O Mepexoae Ha
HOBYK) CHCTEMY BBITLIATBHI NpeMuanbHelx 15.08. 20  r. OTBeTcTBEHHBIM 3a NOATOTOBKY codOpaHHs ObLIa
Ha3Ha4eHa 3aB. kaHueaspueii Hlentynosa BT

Cobpanue Ben npencenarens O.A. PyMAHues.

Curtyauusn 2.

AQ «I'pana-M» (Mockea) 05.03.20__r mnposeno 3acenanne CoBeTa JUPEKTOPOB, HA KOTOPOM
NpUCYTCTBOBANM crnenyrouue uneHsl Coeera: ITonoe H.II., Heanor H.H., Cugopos C.C., YcTHHOBa
Y.V., ®enopor @ P. B cBA3M ¢ HaNW4KMeM KBOpyMa 3acefaHue ObUIo MPH3HAHO MpaBoMOdYHEIM. Ha 3ace-
JaHUE BBIHOCHJICS BOTIPOC OO0 ONpesesieHHH PBIHOYHOI CTOMMOCTH Pa3sMeIaeMbIx O0ILeCTBOM JOMONHH-
teneHbX akumil. [To nanHOMY BOmpocy 3acaymanu @epoposa @ .., KOTOPHIA NPeASIOKUI ONPENSNHTh
PBIHOYHYIO CTOMMOCTb pa3MellaeMbiX OOLIECTBOM aKLHi MyTeM 3aKPbITOI MOAMHUCKH AOTIONHHUTENbHBIX
akumii B pasmepe 10 000 (mecaru Toicau) pyd. 3a akuMi0. 3acefaHHe MOCTAHOBUIO YTBEPOHTb Mpenio-
xeHne Penoposa @ P, Taxk Kak Npu ronocoBaHuU «3A» ObIIO OTAAHO MATH MOJIOCOB, IPOrOIOCOBABLINX
«[TPOTHUB» u «BO3AEPXKABIIHUXCA» He Oputo. PemueHue npuHATO €AMHOINIACHO. 3acejaHUe Bel
npeaceaarens 11 K. IIporokon moarotoeneH cekperapem HLIL [leTpoBbim.

Curyauus 3.

Corpyanuxn Oyxranrepun ITAQ «KBaHT» npopenn 3acenaHHe Mo BOMPOCY COKPAILGHHS CpOKa
COCTaBJIEHHA OAOBOIO OTHeTa 332 20 I, Ha KOTOPOM MpHCYTCTBOBAIO 6 uenoBek. C coolLieHneM BhI-
ctynuna Oyxramrep Cypkosa A M., koTopad oTMeTHNA, YTO palOTHHKH TPYMIbl yYeTa UMEIOT BCE BO3-
MOYKHOCTH IJIs 3HAYUTENBHOTO COKPAlleHHs CPOKa COCTABIEHHS MOAOBOIO OTYETA, H YTO N'OAOBOH OTHET
3220 r Moxer OBITE MPeACTaB/IeH IPYNIIOH yUueTa Ha 3 AHA PaHBIIE YCTAHOBJIEHHOI'O CPOKa.

B obcyxnennn nanHoro sonpoca seictymiui E H. Kporos, rnasuetii Oyxrantep, u . A llybuna,
Oyxrantep. Kpotop cooGuumn o ToM, 4To UM paspaboTaH HOBbBIH rpaduk paGoT Mo COCTABICHHIO MOIOBO-
ro oT4YeTa, MPH YCJIOBHU BLIMOJIHEHWSA, KOTOPOro BCEMH pabOTHUKAMH TPYMIBbI y4Ye€Ta, OOOBOH OTYET
MOXKHO COCTaBHTb U CHATh HAa 4 AHA paHblie ycTaHOBNeHHOro cpoka. I A. Illybuna ormeruna, 4ro go-
CPOYHOE MpPEJCTABIEHHE IOf0BOro oTueTa 32 20 r. sABNAETCA NMOYETHOI H OTBETCTBEHHOII 3anaueii pa-
OOTHHKOB OyXrantTepuu, H UTo KOJUIEKTHB OyXranTepui MOKeT COCTABUTh MOAOBOH OTUET paHblIe CPOKa,
€CJIH Bce paboOTHHKH OyAYT BHIMONHATE YIUIOTHEHHBIH rpaduk padoThl.

B urtore 3acenaHus ObUIO peLIeHO NPeACTABHTL TOAOBOH OTueT 3a 20__ r. Ha YeThIpe JHA paHbLIe
YCTaHOBNEHHOTO cpoka, T.e. 00.00.20__r. u npoBecTu aHaNU3 rofIOBOIO OTHETA ¢ LIENbIO BbIABICHHS Pe-
3epBOB, HEOOXOAMMBIX I YCMELIHOrO BHIMOJHEHHUs muaHa 3a 20 r. 3acemaHue Bena npeacenaTeb
K.M. Jlepawogsa, npoTokonuposan cekperapb H.B. XomsakoB.

3aoanne 6. Cocmassme 1 OHopmume axme.
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Curyauus 4.

KoMuccusa noa npencenaTensCTBOM HaMaIbHHKA TeXHUUECKOH rpynnbl A A BonoBoro u 4neHos
xomuccun bopucosa M IO, HauaIbHUKA aAMHHUCTPATUBHO-XO3AHCTBeHHOrO otaena, Cymuprosa JLIT,
Oyxraarepa, u Pomanoroiit LK, opuc-menemxepa, AO «JleoHTHs» HA OCHOBAHHHU MOKJATHOMN 3aMUCKH
opuc-menemxkepa M K. Pomanoro#i 11.07.20  r. nposena npoeepky TeXHHUYECKOTO OCHALICHUA MpHeM-
HOH reHepanbHOrO OUPEKTOpa U MpH3HANA HETOAHbIMH IJIA 3KCIUTyaTaluH KOMMPOBadbHBIH amnmapar
Xerox 345(1 wr.), wpenep (uuB. Homep 367, 1 wr), paxe 47823 (1 wr ). [pusHaHHAS HENPHUTOMHON [JIst
SKCIUTyaTalil TexHHKa Obina nepenana Ha ckiaa npeanpustus. [1o ycTaHOBIEHHOMY (PakTy KOMHCCHS
COCTaBWJA aKT MpHeMa-Tiepedadd OprTeXHUkH B 3 3k3. (1-1 5k3. — HadaNbHUKY aAMUHUCTPATUBHO-
X03aHCTBEHHOrO oTAena, 2-if - rmaBHOMY Oyxranrepy, 3-# - B geno 23-02), koTopbifi Obl1 yTBEp:KOSH re-
HepanbHbIM AupexTopom ILH. Crenanopbim.

Curyauusn S.

KoMuccus, cosnaHHasg Ha OCHOBaHUH Npuka3a gupexktopa AQ «Mencepsuc» ot 05,1020 1. Ne
23 «O coBepIIeHCTBOBAHHH NOKYMEHTALIHOHHOrO odecneueHus nearenbHoctH AQ «Mencepsuc» B co-
craBe: mpencenarens 3yaunoi O J1, 3aB. kaHuemsipueii, wieHoB komuccuu Tokapeea H.JL, 3aB. mpous-
BOICTBeHHBIM otaenoM, [laenosoii B.E., 3am. ra. Oyxrantepa, Anexkcangposa A.B., MeHemkepa Mo Kan-
pam, MBaHogoii 3.I1., cexperapa-pedepeHTa kaHLENAPHH, B MPHCYTCTBUH CeKpeTapsA OTAeNa MapKeTHHra
C.C. Ponuonosoii 12.10.20__ r. nposena NpoBepKy COCTOAHHA PadOTHI ¢ NOKYMEHTAMH B OTASJIE MapKe-
THUHra. B pesynerate npoeeneHHOH npoBepkH OBUIO YCTAHOBJICHO, UTO B OTAEIE HECBOEBPEMEHHO (op-
MHPYIOTCS B Iela HCIOJIHEHHbIE JOKYMEHTBI, 3aroJIOBKH AeN 3a4acTYI0 HE COOTBETCTBYIOT 3arofiOBKaM,
NpeayCMOTPEHHBIM HOMEHKIATYPOH Jell, OTCYTCTBYIOT ABa AeNa ¢ MmepenucKkoii 3a 20 r., He MpoBeleHa
npenapxueHas1 odOpaboTka JOKyMeHTOB 20 I, MOJUIeKALIMX JUINTeNIbHOMY XpaHeHHI. TakuMm obpasom,
KOMHCCHA MPUILLIA K BBIBOAY, YTO B BEASHHHU ACJONPOH3BOACTBA B OT/ACNEC MAPKETHHIA UMEKOTCA Cyle-
CTBEHHBIE HEIOCTATKH, CBHACTENbCTBYIOLINE O HAPYIIEHHH AelCTBYIONX HOPMATHBHBIX AOKYMEHTOB B
00JacTH opraHH3aLUMH JOKYMEHTAaUHOHHOTO obecnieueHua ynpapieHus. [1o ycTaHOBNeHHBIM (akTaM Obln
COCTABJIEH aKT MPOBEPKH PaboThI ¢ IOKYMEHTAMH B OTAENe MapKeTHHIa B 4 sx3eMmumspax (1-if — 3am. au-
PEKTOpa MO aAMUHHUCTPATHBHO-XO3AHCTBEHHBIM BONIPOCaM, 2-H — 3aB. OTASNOM MapkeTuHra, 3-1 — npen-
cenaTento KOMHCCHH, 4-Hi — B geno 01-09. AKT BCTYIIHN B CHNY ¢ MOMEHTa YTBEepP:KOECHHA OTHPEKTOPOM
NpeanpHATHS.

Curyauus 6.

17 gHBaps TeKyllero rofja B agpec 3aBoAa MO PEMOHTY YacOB W IOBENUPHBIX W3AeNHH npudbiia
MOCBHIIKA € 3aBOOA-TMIOCTABLINKA, MPU BCKPBITUH KOoTOpol Oblio oOHapykeHO OTCYTCTBHME OBEHAaALATH
KOPIYCOB AJA 4acoB Mapku «MOJHUAY», YMCIHBIINXCA MO HakaaaHoil Ne 18 ot 24 okrabps npenpiayime-
ro roza. Jlns noaATBep KAeHNA AAHHOTO (PAKTa HA OCHOBAHHH NPHKA3a AHPEKTOpa 3apoaa Ne 12 or 18 san-
BapsA TeKyluero roga Obiia co3maHa KOMHCCHA MO MpeacenaTeibCTBOM HadaNbHUKA OTAENa CHaOKeHHs
Kapnenko E.Il. u uneHoB koMuccuu uHxkeHepa ITasnosa A P. u 3aB. cknagoM Ne 1 Kyapsawoea P.B. Ko-
MHCCHEH OBLI COCTaBJIeH akT 21 sIHBaps TEKyILero rofa, B KOTOPOM COASPIKAJICS BBIBOJ O TOM, HTO 3a-
BOJI-MIOCTABLIHK AOKEH MOCTABHTH HENOCTANINSE KQIHHYECTBO KOPIYCOB K 4acaM. AKT BCTYIHI B Jeii-
CTBHE C MOMEHTAa yTBep:kOeHuA (22 gHBapd T. I.) oupekTopom 3apoga b. 1. PoMaHOBBIM.

Curtyauusn 7.

HHuBeHTapU3aLMOHHAA KOMHCCHs, CO3MaHHAsA HA OCHOBAHHM IPHKa3a AUpekTopa MOCKOBCKOro
3aBOJA MO PEMOHTY 4acOB H IOBENMPHBIX H3Oenuid Ne 24 ot 15 ¢eBpana Tekyllero roga, B COCTape npem-
cepatena Ocrpoeckoro 3.A. (3aM. rmaBHoro Oyxranrepa 3aBoga) U uieHoe komuccuu [lerporoii O.H.
(Oyxranrepa), Hockopoiit HH. (cT. 3x0HOMHCTa MIAHOBOTO OTAENA) NPOH3BENA PEBU3HI KAacChl 3aBOJA
no cocToaHH Ha 16 ¢deBpans texyiero roga. PeBuzus nmpoBoamiacs B MPHCYTCTBHH KAacCHPa 3aBOAa
Kaprawosa H M. B pesynbraTe npoBeaeHHOH peBH3HM OBIIO YCTAHOBAEHO, YTO OCTATOK HAMMYHBIX J€HET
B Kacce coctapnseT 1030 pybneii 00 kom., ocTaToK AeHer nmo kaccopoii kHure — 1030 py6. 00 xon. dpy-
THX LEHHOCTEH B Kacce 3aBoja He ODHAPYKEHO, YTO COOTBETCTBYET AaHHBIM yueTa. Komuccus taxke
YCTAHOBIJIA, YTO MOPSAOK BEAEHHA KaCCOBOM KHHIH H XPaHEHHs AeHer cooTBeT¢TBYeT Tpebopanusm Io-
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JIOKEHHS O BEAEHHM KAaCCOBBIX ONEepalHil rocyJapCTBEHHBbIMH, KOOMEPATHBHBIMH H OOILECTBEHHBIMU
NPEANPHATHAMH, YIPEKISHUAMH U OPraHH3alUAMH. AKT BCTYIHI B ISHCTBHE ¢ MOMEHTA YTBEPKISHHS
AHPEKTOPOM 3aBOAA.

Curyauus 8.

KoMuccna B cocraBe mnpencenaTend, HauyaJbHMKA oOTAeNa CHa0KE€HHA M 4YJIEHOB KOMHCCHH:
HA4aJlbHHKA OTAENA KYJBTYPHO-OBITOBBIX M XO3AMCTBEHHBIX YHUPEXKACHHUIl, 3aBEAYIOLIErO CKIANOM,
Ha3HAYeHHasd MPUKA30M reHepansHoro aupexropa [TAQ «Crpena», nposena padoTy Mo yCTaHOBIEHUK)
HENPUTOJHOCTH K JaNbHeHIleMy HCIIONb30BaHHIO HMyILecTBa. KoMuccus paboTana B NIpHCYTCTBHH KiIa-
AOBLINKA H HHCNeKTOpa (PUHOTAENA M YCTAHOBUIA, YTO MMYLIECTBO COTVIACHO MPHJIAraeMoMy K aKTy Ie-
PEYHI0 HOIUICKHT CIHCAHMI) 33 HENMPUIOAHOCTBH) K JAJbHEHILIEMY HCMOAb30BAHUID. AKT CHHCAHHS
UMyILecTBa ObUI CocTaBsieH ¢ 2 3K3. {oTaeny cHaO:xeHus, OyxrajTepuu), HOANHCAH KOMHCCHIH H yTBep-
KIEH FeHepaNbHBIM AHPEKTOPOM.

Jumepamypa: [1]; [2]; [5]; [7]

Tema 9 «IIpaBuna opopmIcHHA OCHOBHBIX BHAOB CNPABOYHO-HHPOPMALNHOHHDBIX AOKYMEH-
TOB»
Jexyus

HHdopmaunoHHo-cnpasouHble 1 HHGOPMaLUHOHHO-aHATUTHYECKHE JOKYMEHTEI, MOHATHE, OCHOB-
Hble CTPYKTYPHBIE 3NIeMEHTHl U mpariia oGopMiaeHus pekBusutos. OdopMneHre U coCTaBNeHNe Crpa-
BOYHO-MHPOPMALIMOHHBIX KOKYMEHTOB. JeJIOBBIE 1 KOMMEPYeCKHEe MUChbMa: KIACCU(UKAINA, CTPYKTYPA,
cTaHaapTHeie (pasel U BBIPAKEHUS, HpaBHia H (GOPMBI KOMMEpUECKOH mepemucku ¢ 3apyOexHbIMH
NapTHePaMH, KOPPECIOHAEHUMs, CBA3aHHAs C MPOBeACHHEM MepHOAHYECKHX MEpONMpHATHI, H Mpoyas
KOppeCcnOoHAeHLHS OpraHu3auya paboTel ¢ LOKYMEHTaMHU, COAEP:KallUMHU KOH(QHAEHUHATbHbIE CBEOEHHA.
Pa3HOBHAHOCTH MMHCEM.

Ocrosrovie ROHAMUA Merbl, CIyKeOHOe THCBMO, TeNerpaMMa, TeaedoHorpaMma, NpoTOKON, 00~
KJIaJHasA 3aMucKa, cny:xkeOHad 3amucka, 00bICHUTENbHAA 3aMHCKa, CTIPaBKa, 3asgBl¢HHE, MepedeHb, CIH-
COK, HOMEHKJIATYpa AeN, Mpeanoxenne, xanoda, CBOAKA, 3aKIOYEHHE, OT3bIB.

Bonpocur 0aa caroxonmpons:
. Kakue moKyMeHTBl OTHOCATCA K TPyMIe CApaBOYHO-HH(DOPMALUOHHBIX?
. Ha xaxux 6naHkax ofopMISIOTCA CIPaBOUHO-HHPOPMALIMOHHBIE ROKYMEHTHI?
. Kak cTpourcs cTpykTypa TekcrTa cny:xedbHoro nucema?
. KakoBbl npaBuna oopmieHHs TenerpaMmbl?
. B 1em ocobeHHocTh odopMIeHU TenehoHOrpaMMBbl?
. Kakue OGbIBarOT BHABI HPOTOKOJIOB U €M OHH OTJIMYAKTCH APYT OT Apyra?
. Kak odpopmisiercsa BBogHas 4acTh MPOTOKOIA?
. CKONIbKO 3K3eMMIIAPOB aKTa COCTABAAETCSA H CKOJIBKO MOAMUCHIBAETCS?
. Kak opopmisiercs BHEILHAA AOKNaaHas 3anucKa?
10. B 1eM 0cobeHHOCTb OpOpMIIEHH:A CHPABKH JIHYHOTO XapakTepa?
11. KTo nonnuceIBaeT 3asBieHue?
12. KakoBbI cTaHOAPTHEBIE MpaBuia opOpMIIEHHA 3aKIIOUYEHHS ?
13. Yem pernaMeHTHPYETCA COCTABIEHHE TAKUX JOKYMEHTOB, KaK MepeyeHb, CHUCOK, HOMEHKJIa-
Typa?
14. Umeer nu cBoaka yHUGHUIHPOBAHHYO Gopmy?
15. Kakue BHABI CTIPaBOYHO-MH(POPMALHOHHBIX JOKYMEHTOB O(hOpMIAAIOTCA Ha ONaHke KOHKpeT-
HOTO BHAA JOKYMEHTOB?

OG0 -1 O B W D =

Jumepamypa: [1]; [2]; [3]; [4]; [5]
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Tema 10 «CocTaBnenne H opopmaeHne HHGPOPMALHOHHO-CNPABOYHOH JOKYMEHTALHHY
Hpaxmuyeckoe 3aname

Saoanue 1

CoctaBuTh akT peBH3UH kaccel npennpuarud TOO "Cnaprak™ Ne 15 ot 14.03.20 . OcHOBaHHeM
ABNAETCS MpHKa3 aupexropa Ne 165 or 13.03.20__.

B cocTap KOMHCCHH, NPOBOAALIEH PEBU3HK), BXOIAT:

ITpencenarens - 3aM. nupektopa C.H. Kosnos

Unenbl koMuccun: 1. I'n. 6yxranrep H M. Poroea

2. Cr. 6yxraarep 3.A. Opaosa
3. byxrantep O.1. Yuaepa

ITpucyTcTBOBaNnu: 3am. rn. Oyxranrepa I'.H. Kopones

kaccup B.H. MakcumoBsa
Pepususs Obuta npoeseaeHa B mepuoxg ¢ 14.03.20  no 16.03.20__

B pesysbTaTe NpOBEACHHOH PEBH3HH YCTAHOBIEHO!

1. OcTaToK HaJHYHBIX IEHEeT B Kacce Mo cocTOaHHIO Ha 14.03.20  cornacHo KaccoBOii KHHTH H
OaHHBIM OYXTaNTepcKoro ydeTa JoJpkeH cocTapasatk S000 pys.

2. daxTuueckuil OCTATOK HAJIMYHBIX JIeHer B Kacce cocrasisier 4800 pyd. Henocraua neHer B
kacce - 200 py6.

3. Hepocraua Hanu4HBIX A€HET B Kacce o0pasopaiach o BUHe kaccupa B M. MakcuMoBoid

AKT COCTaBJieH B 3-X 3K3eMIuIApax: 1-ii 5k3. - B geno Ne 05-11

2-H 3K3. ~JUPEKTOPY NPEANPUATHS

3-if 3K3. - 1. Oyxranrepy

B nmpunoxeHnu obbAcHHUTENbHAA 3anmHcka kaccHpa B.M. MakcuMobofi Ha 1 1. B 1 3K3.

OdopMUTE pEKBU3UT "OTMETKA O HaMparJeHHH JOKyMeHTa B neso”

Hcnonnurens B.A. Anykun narta 25.03.20_

3acanue 2.

CoctaBuTh OOBACHUTENBHYIO 3aMHUCKY Ha UMA AeKaHa (akyNbTeTa O MPHYHHE ONMO3AaHHA Ha 1-10

napy 17.03.20 . B TekcTe yKa3aTb NPUYHHY OMO30aHHS.
3aoanue 3.

CocraButh AOKJAAHYK 3anMcKy oT 18.03.20_ . HanmcaHHyr HavanbHHKOM yrpaeneHus B.O.
HUnbuHbiM, agpecoBanHyio I'eHepansHoMy nupektopy [TAO «Ilepeposku» T.II. HaHunuHy o mepesone
Ha JOKHOCTb.

IMpuunnHoil, NOCAY:KHBLIEH COCTABNEHUIO MAOKNAAHON ABJACTCA PEOPraHU3aLUsA CTPYKTYPHI
YnopaeneHus H yKPyIHEHHE OTAENOB B Pe3yjbTaTe 4ero NPOUCXOAUT NepepacnpeneneHne PyHKUHH CO-
TPYOHUKOB.

HayaneHuk yrpasiends UnbuH npocuT nepesect ctapuero skoHomucta C.T. Hukonaera us ot-
nejga aBTOMOOIIBHBIX MEPEBO3OK B TAMOXEHHBIE OTHEN ¢ NMOCHEAYIOLMM BHECEHHEM H3MEHEHUi B
LITATHOE PACIHUCAHUE.

Jumepamypa: [i1]; [5]; [7]

Tema 11 «Oprannzauua J0KYMeHT0000pOTA HA NPeaANPUATHAX»
Hexyusn

Opranuzanysa JoKyMeHTo000poTa Ha npeanpuatin. TpeboBaHUA K OPraHH3alMU JOKYMEHTO000-
pora. Cnyxba mokyMmeHTalHOHHOIO odbecrmeueHusa. IlpHeM MOCTynawIMX AOKYMEHTOB, OpraHH3alysa
OOCTaBKH HOKyMEHTOB. Peructpauus nokymeHTos. OpraHnsauus paccMOTpeHHsa JOKyMeHToB. CHcTeMa-
TH3aUHs JOKYMEHTOB, HOMEHKJIATYpa A UX GOpMHPOBAHHS U XpaHeHHs. KOHTPONb HCIIONHEHHA OOKY-
MeHTOB. [ToAroTOBKa JOKYMEHTOB K aPXHBHOMY XPaHEHUK).
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Ocro6rvie ROHAMUS MEMbI KOPPECTIOHACHLHS, TIOTOKH AOKYMEHTOB, NPHUHLMIIBLI JOKYMEHTO0G0-
pOTa, OreparpaMma, PerucTpaLusl, KypHa.

Bonpocwvr ona canioxonmpons:

1. Kakue hyakuun cny:x0s1 JOVY BE 3HaeTe?

2. Yto Takoe AOKYMEHTOOOOPpOT U KaKk OCyLIECTRAASTCA NoacyeT o0beMa AoKyMeHToobopoTa?

3. Kakue noToku AOKYMEHTOB IPHHATO Pa3/IH4aTh B COCTaBE AOKYMEHTO000pOTA?

4. Ha30BUTE OCHOBHBIE TAIbl AOKYMEHTOOOOPOTA.

5. HazoBUTe OCHOBHBIE MPUHLHIE OPraHH3aluH AOKYMEHTO000pOTa.

6. Kakue Bugpl paOoT BLITIONHAIOTCA H KAKHE CPENCTBA OPITEXHUKH NPUMEHSIOTCA NpH 00padoTke
NOCTYNAKILEH KOPPeCIOHACHLIMH?

7. Kakue onepauun OCyILECTBISIIOTCA PH NPEABAPHTENBHOM PAaCCMOTPEHHH AOKYMEHTOB?

9. Kyna nepenatotca obpalieHHs rpakiaH nocie X pacCMOTPEHHS PYKOBOACTBOM OpraHH3aLUH?

10. Yro Takoe perucTpalus JOKYMEHTOB H KaKOBa €€ OCHOBHAs Lienb’?

11. Kaxne noKyMeHTHI HE MOAJIEKAT PErucTpaLuu?

12. Kaxue (popMbl perucTpaiii OKYMEHTOB CYLIECTBYIOT?

13. YeM XapakTepH3yeTCs CMELIAHHAS CHCTEeMa PerucTpalnn?

15. Kak opMHpyeTcs perucTpalMOHHbIH HOMEp COBMECTHOTO ToKyMeHTa?

16. Kaxue peKBH3HTHI BKIIKUEHBI B PETHCTPALHOHHBIC (POPMBI?

Humepamypa: [1]; [2]; [3]; [#]: [5]

Tema 12 «Odopmaenne 10KYMeHTOB N0 JHYHOMY COCTABY»
Hpaxmuyeckoe 3aname

3adanue 1.
IMoaroToBLTE pe3rOMe AJIs 3AHATHA BAKAHTHOH AOHKHOCTH MEHEDKEPa MO MPOAAXKe TOBAPOB.

Sadanue 2.
CoctaBbTe U opopMUTe TPYAOBOI AOTOBOP B CBA3U C MOCTYIUIeHHeM Ha paloTy B KauecTBe KO-
HOMHCTA, K¥pUCTa (1o BHIOOpPY).

Saoanue 3.
3anoaHuTe MMUHYIO KapTOUKy padoTHHKA (hopmbl T2,

3aoanue 4.
CoctaBbTe npHkas 00 ocBoboxkaeHHH Bac ot paboThl B hupMe «IlnaHera» B CBA3W C Mepee3nom
Ha HOBOE MECTO JKUTEJIbCTRO.

3aoanue 5.

CocTaBbTe MPHKA3bI:

a) o npuemMe Ha padoTty MeHemkepoM Jlapuny U.I1;

©) 00 yBONBHEHHH NEPEBOIOM B APYTYIO OPraHH3ALHI.

3adanue 6.

CocTaBbTe NpHKa3 O MOOWPEHUH PaOOTHHKOB.

3adanue 7.
IToaroToebTe NMpHKa3 (pacrnopsbkeHMe) O MpeKpalleHUH OefCTBUA TPYAOBOrO JOTOBOPa (KOHTPaK-
Ta) ¢ pabOTHUKOM.
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Sadanue 8.
Cocrasbre u odopmure rpadiik OTIYCKOB PAGOTHUKOB OPraHU3aIHH.

Badanue 9.
3apequTe TM4YHOE OeNO pabOTHHKA OPraHU3aLHH.

3aoanue 10.
3anoyaHHTE MAaTpHLY GYHKLHI C MOMOLIBK YCIOBHBIX 0003HAMEHHH, U pa3paboTaTh MONOKEHHE

06 otmene (Kamposas cay:xkOa, cny:xkba Mapketunra, ¢uHaHCoBasA cayxkba)

No | HaumeHoBaHHe (GyHKIHEH Hauamuuk | 3am. Havams- | ['aBHBIA Beaymui CnenmanucT
n OTAEIA HHKA 0TAS]a CHEIHATHCT CHEIHATHCT

1. Ioadop 1 0TH0p Kanpoe

2. PaspaloTra npennos:keHui o nmepe-

MCIICHHH HTH BRABICKCHHH HA BBI-
MCCTOAIIHE JOJDKHOCTH

3. AHaH3 TEKYYECTH KAAPOB H paspa-
BoTka Mep

4, AHANH3 KaJAPOBOTO COCTARA H MOJ-
TOTOBKA OTUCTOB

5. BeneHue kanpoBoro yueta

6. | OdopMIcHHE KAAPOBBIX AOKYMEH-
TOB

7. PaGoTa no amantalli BHOBb NPHHA-
THIX PA0OTHHKOB

8. | Opranuzauusa o6yueHHA H IOBBILIE-

HHAl KBATTHHKANHH PaGOTHHKOB

9. PaloTa ¢ KATPOBLIM PE3CPBOM

10. | OpraHu3anus OUCHOUHBIX NPOIEAY D
(aTTecTalUH, KBATHOHKAIHOHHEIX
3K3AMEHOB, KOHKYPCOB)

YcnoBHbIE 0003HAYEHHA:

P — npunumaeTt perueHus (yTBep:KaaeT, MOANUCHIBAET AOKYMEHTbI)
Y — yuacteyeT B 00CyKOE€HHU U BbIMOJHEHUH ACHCTBHI
K — koHTpOmpyeT BhIMOAHEHHE paboThI
C — cornacoBBIBAET NOKYMEHTBI HIIH OTACABHBIC BONPOCHI IO JAHHOH (PyHKLHH
(O — oTBeuaeT 3a BLINOJIHEHHE (QYHKINH, OPTAHU3YET €€ BHIMOJIHEHUE
IT — paspabarbIBaeT MPeAOKEHHs, TOTOBUT HH(POPMALIHIO IS BHIMOJIHEHHS (hyHKINH
H — ucnonusier 0CHOBHBIE BUABI paboT
IMonoxkeHue o CTPYKTYPHOM NOAPA3ACASHHU (OTASNE, YIPABICHHH, ACNIAPTAMEHTE, CJIyK0e 1 T.I1.)
BKJIIOYAET CIIeOYIOLIHE SeMEHThI:
— oblHe NoNoKeHHs {(HAMMEeHOBaHKe, Ued U 3a1a4d JeSATeNbHOCTH, MECTO B OPraHM3aUMOHHON CTPYK-
Type, CTPYKTYpa NOAPA3AEIEHHS, NODKHOCTD PYKOBOAUTEIS CTPYKTYPHOTO MOAPA3AEIeHHA ),
— OCHOBHBI€ HAIPaBJEeHHs U (GOPMBI ASATENBHOCTH CTPYKTYPHOTO NOAPA3ACIECHUS,
— KPYT BOMPOCOB MO B3aHUMOAEHCTBUIO CO CTPYKTYPHBIMU MOAPasaeneHHsIMH (HAMMEHOBAHHUA CTPYKTY P-
HBIX MoapasaeneHuii, GopMbl B3AHMOTEHCTBHS ),
— MOJIHOMOYHUSA H OTBETCTBEHHOCTE;,
— MOKa3aTeNH OLEHKH JeATeILHOCTH,
Saoanue 11.

Cospaiite MH)OPMALHOHHO-TEXHONOTHYECKYIO KAPTY ABH)KEHHA TPUKA30B MO JUYHOMY COCTaBY
MPeAIPHSATHS.

Humepamypa: [1]; [3]
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TeMa 13 «<AHAIH3 COCTOAAHHE JOKYMEHT0000POTA HA NPeANPHATHH
Jexyus

O¢dexTBHOE yNpaBNeHHE, palMOHANbHAs OPraHW3alHsd H ONTHMU3aUHA JOKYMEHTOMOTOKOB
MpennpUATHA.

MeTtoapl aHamM3a AOKYMEHTOOOOPOTA: CEKTOPHBIC AHATPAMMBI, CX€Mbl NOKYMEHTAIMOHHBIX MO-
TOKOB, JOKYMEHTO000pOTa, rpadhiKH BXOAAINEH H HCXOAsIeld KOPPECIOHACHIIMH H Ap.), & TAKKE METO-
OBl Toacyera ero odbemMa (M3ydeHHe OIOKYMEHTOB, HEMocpeAcTBeHHOe HabmoneHue, Gotorpadus, pabdo-
Yero JHA, ONpoC, aHKETHPOBAHHE).

Henons3oBaHHe MappyTHO-TEXHONOrHUeckux kapT. ['paduueckas METOmONOrua CTPYKTYPHOrO
anagusa SADT (SADT -Structured Analysis and Design Technique). Axnanus nokymeHroobopora mo-
CPEACTBOM aHAIH3a OPraHM3aLHOHHON CTOPOHBI YIPABIACHHS U H3YUYSHHS Ka4eCTBEHHOTO COCTaBa AOKY-
MEHTOTIOTOKOB.

UcnogHvie HOHAMHA htembl. TOKYMEHTOIMOTOK, MapLIPYTHO-TEXHOJOTHUECKHe KapTel, Omepa-
rpaMma, rpadu4eckie METOABI aHaIK3a, 3TaMnbl aHaIN3a JOKYMEHTO000pOoTa.

Bonpocwvr ona canioxonmpons:

1. Kakue THIIBI IOTOKOB JOKYMEHTOB BBIIENAIOT?

2. Ana kakux wesied npopoadaT aHanu3 JokyMeHToobopoTa?

3. HazoBuTe U packpoiiTe OCHOBHBIE 3TAMbl aHAJK3a JOKyMeHToobopoTa?

4. Ha30BUTE OCHOBHBIE METOMBI AHANH3A AOKYMEHTOO00pOTA?

5. IlepeuuncanTe OCHOBHbBIS AJIEMEHTBl MAPLIPYTHO-TEXHOIOTHYECKOH KapThl?
6. Packpoiite cylIHOCTE CTPYKTYypHOrO aHanuza SADT?

7. Ha30BHTE OCHOBHBIE Kaue€CTBEHHbIE XapaKTePUCTHKH JOKYMeHTa?

Jureparypa: [1]; [3]

Tema 14 @opmupoBanne 623 NAHHDIX H AHAJIH3 10KYMEHTO0G0POTA
HIpaxmuyeckoe 3anamue

Bonpocer k cemunapy:

1. OcHOBHBIE KPUTEPHH KNACCHPHKALHN JOKYMEHTOB.

2. IIpusHaku knaccudukaniiy ynpasieHuecKoil HHpopMaLmy.

3. Iporpammuoe obecnevueHus npu GopMUPOBAHUH Oa3bl NaHHBIX.

4. Cpepa npuMeHeHHs 0a3 JaHHBIX B YIIPaBJIEHYECKOl AEATENBHOCTH.

5. ®opmHpoBaHie HHHOPMALMOHHOTO o0ecneyeHHs yJaCTHUKOB OPraHH3aLlHOHHBIX MPOEKTOB.

Hpaxmuuecxoe 3adantie

Sanauue 1.
IMposeauTe aHaIM3 JOKYMEHTOB 110 Ka4eCTBEHHBIM XaPAaKTePHCTHKAM,

Sanauue 2.
IMocTpoiiTe rpaduKH AMHAMHKY JOKYMEHTOMOTOKOR MPEANPUATHS.

JanaHue 3.
Cospnaiite HHpOpMaLHOHHYIO 0a3y HAHHBLIX MPH peanH3alid OPraHH3aLHOHHOTO MPOEKTa.

Jlumepamypa: f1]; [3]
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5 Yaedno-MeTonn4ueckoe ofecnedeHne A1 CAMOCTOATEILHOH PadoTel 00yualomuxca

B 1ies0M BHEAyAUTOPHAS CAMOCTOATENbHAA paboTa CTYAEHTAa NMPH H3YYEHHH KYPCa BKIKYAET B
ceba crenyromue Buasb pabor:

- npopaboTka (H3yueHHe) MaTepraoB JeKLHii;

— YTeHHE H NPopadoTKa PeKOMEHAOBAHHOH OCHOBHOM H AOMONHUTEILHON TUTEPATYPBI,

- MOATOTOBKA K MPaKTHYECKUM (CEMHUHAPCKUM ) 3aHATHSAM,

— MOUCK H NpopaboTka MaTepraaop u3 HHTepHeT-pecypcoB, NepHOHUECKOI MevaTH,

- BBIMOJHEHHE AOMALIHUX 3aJaHuil B popMe TBOpUECKUX 3aJaHU, Kefic-cTaau, JOKNanoB.,

— NOArOTOBKA NPe3eHTALHH I HILUTCTPALMK OKIA0B,

— BBIMIOJHEHHE KOHTPOJBHOH paloOThI, €CIH NpeaycMOTPeHa Y4eOHBIM IAHOM AUCLIUILIH-
HBI;

- NOJArOTOBKA K TEKYLIEMY H MTOTOBOMY ([IPOMEKYTOUHAA ATTeCTAIlHs) KOHTPOIO 3HAHHUIH
Mo AUCUUIUIMHE (3a4eT).

OcHoOBHasg A0 CaMOCTOATENBHOI paboThl CTYAEHTOB MPUXOAUTCS Ha MPOpabOTKY peKOMEHIO-
BAHHOH JINTEPATYPHI C LEJIBK) OCBOSHHA TEOPETHHYECKOTO KYPCa, NOATOTOBKY K MPAaKTHYECKHM (CeMHHap-
CKHM) 3aHSATHAM, TEMATHKA KOTOPLIX MOJIHOCTBK) OXBATHIBAET cofepxkaHue kypca. CamocrosTensHas pa-
00Ta Mo NOAroTOBKE K CEMHHAPCKUM 3aHATHAM MpennonaraeT yMeHue paboTaTh ¢ nepBHYHON MHGbOpMa-
LMeit.

6 ®oHA OLCHOYHBIX CPEACTB AJIS MPOBEACHHSA MPOMEKYTOMHOH ATTECTALHH 00YYAIOMIHXCH

MO AHCLHIIHHE
6. 1. Cmpyxkmypa ponoa oyeHouHbIX cPedcHIe

@oHI OLIEHOUHBIX CPEACTB IS MPOBEASHHS MPOMEXYTOUHOM aTTecTanni 00yUYArOLUXCs MO AHC-
UMIJIHHE «lenonponu3BOACTBO» TMPEACTABICH B MPUNIOXKEHHM K paboueii mporpamMme AMCLMIUIHHBL H
BKJIIOYaeT B ceds:

- nepeueHb KOMIETEHIMH ¢ YKa3aHHEeM 3TanoB ux (OPMHPOBAHHA B MPOLECCE OCBOSHHS
00pa30oBaTeNbHO NPOrpaMmbl;

- OMKCAaHHe MmoKa3aTeneil U KPHTEPHER OLEHHBAHKS KOMIETeHLHI Ha pa3au4HbIX 3Tamax X
{popMHPOBaHISA, ONHCAHNE IIKAJ OLIEHHBAHU,

- THUNOBbIE KOHTPONbHbIE 3aJaHKA WJIM MaTepHanbl, HeOOXOAMMBIE I OLEHKH 3HAHHI,
YMEHHH, HABLIKOB H (MJIH) ONBITA ASATENIBHOCTH, XapPaKTePU3YIOIUX 3Tanbl (OPMHPOBAHUA KOMIIETEH-
LM

- MeTOAMYECKHe MaTepHalbl, ONpedensdiollie MpoLeAypbl OLeHUBaHHS 3HAHWH, yMEHHIi,
HABBIKOB W (WJIH) OMBITA AEATENbHOCTH, XapaKTepU3YIOWHX 3Tanbl GOpMHUPOBAHHS KOMIETeHLMH,

6.2. Bonpocei ona npoeeoeHus npoMedNCymMoiHol GRIMECINAHUI RO OUCHINAUNE (3a4em)

Haiite nonsTue genonpoussoactea. Ha3osute ero uenu u sagauu.
CyIHOCTE ROKYMEHTHPOBaHUA. Y HH(PHKALI TOKYMEHTOB,

3. Buabl gOKyMEHTOB, BKJIIOMAEMbIX B CHCTEMY OpPraHH3aLHOHHO-PACIOPAAMTENbHON JOKYMEH-
TALHH.

4. 3akoHoOaTelbHble aKTbl H HOPMATUBHbIE HOKYMEHTbI, perjiaMeHTHPYIOLIUe NeATeNbHOCTh
CnyObl JOKYMEHTALHOHHOTO 00eCHeYeHNs YIIPABIEHHA.

5. TloHATHE OPUANUUECKOH CHUIIBI JOKYMEHTA.

6. Cocrtap 0053aTeNbHbIX PEKBU3HTOB OPTraHU3ALUHOHHO-PACTIOPAIUTENBHOIO JOKYMEHTA.

7. CopeMeHHbIe TpeOoBaHusA K OJaHKaM JOKYMEHTOB U O(QOPMIEHHIO OOKYMEHTOB.

8. OcHoBHble TpeOOBaHMA K H3NOTOBJEHUK), YYETY, HCIONB30OBAHHIO U XPAHEHUK) OJaHKOB ¢
BocnpousBeneHeM I'ocynapcreeHHoro rep6a PP,

9. Oco0eHHOCTH perucTpalri BXOOAHX,, HCXOASIIUX H BHYTPEHHUX JOKYMEHTOB.

10. Jrans! ABHXKEHUE TOKYMEHTOB B OPraHU3aLUH.
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11. Ilpu3Hakam knaccupHKaLHN JOKYMEHTOB OpraHu3aLHy B Jefie.

12, Ilean HoMeHKNaTypa A€ OpraHU3aIH.

13. Ipuka3s - moHATHE, COCTAB PEKBU3HTOB, popmynap-obpaszen. Beinmucka us npukaza.

14. MHCTpyKIUA - NOHATHE, PEKBU3HTLI, (POpMyJIsp-oOpasen.

15. IlonoxeHue - MOHATHE, COCTAB PeKBU3UTOB, (hopMynap-oOpaseL.

16. Pacnops:keHue - IOHATHe, peKBU3UTEL, (hopMynsap-oOpasel,.

17. YkazaHue - MOHATHE, COCTAB PEKBUIHTOB, (hopmysap-odpazerr,

18. Haiite oOimyro XxapakTepuCTHKY Y Ka3aHus.

19. IlocTaHoBNEHHE - MOHATHE, PeKBU3HTHL, GpopmMysap-obpasew.

20. IlpaBuna ohopMACHHS MPOTOKONA.

21. Y¢ras - noHsTHE, PEKBU3HTHI, hopmysip-odpaser.

22. TexHonorus nepeaaydn JOKYMEHTOB B apXHB.

23, IIpaBuaa HCMOAB3OBAHHA AOKYMEHTOB BEIOMCTBEHHOTO apXHBa.

24. OxapakTepH3yiiTe JOKYMEHTHI 10 JIHUHOMY COCTABY.

25, TIpasuna odopMIeHHSs IOKYMEHTOB NP npueme Ha paboTy.

26. Kakne nokyMeHTbl GOPMHUPYIOT JIHHHOE ALNIO.

27 TlpeoMer 1 OOBEKT KOHTPOAA UCMOJHEHHS AJOKYMeHTa. MeTombl KOHTPOIA HCTIONHEeHUA Mpu-
HATBIX AOKYMEHTOB.

28. MeTonuka 1 TEXHHKA PEAAKTHPOBAHHS CJIyKeOHOTO TOKYMEHTA.

7 PexoMeHayemMas JINTepaTypa

7.1 Ocnoenan rumepamypa
1. Conory6d O.II [enonpousBoACTBO. COCTaBJI€HHE, penakTupoBaHue H obOpadoTka AOKy-
MeHTOB: yuel. nocobue. — 6-e u3n. crep. — M.: Omera-JI, 2011. 207 ¢. 6 5k3.

7.2 Jonoanumetsnas aumepamypa
2. I'OCT P 7.0.97-2016. HanuonaneHbiii ctannapt Poccuiickonn ®enepauun. Cucrema CraH-
OapToB Mo HH(popMauuu, OHOIMOTEUHOMY W W3AaTelbckoMy Aeny. OpraHu3aldOHHO-PAacoOpAAUTENbHAS
nokymeHTtauus. TpeGopanusa k opopminenuto nokyMmentos" (y1e. IIpukaszoM Poccranpapra ot 08.12.2016
Ne 2004-c¢T)

3 Henonpounssoncreo: yuedbnux/ E H. bacosckas, T.A. Beikosa, JIM. Banosa. - 2-¢ u3n,
crep.-M. (Axkagemus, 2003 -176 ¢. 10 3k3.

4. Hupernko C.A. Jlenosrle Gymaru H ocoGeHHOCTH nenoporo obenua/C. A dunenko, JI.B.
Hunenxo. - M. MapT, 2005.-128 ¢. 33 3x3.

5. Kupcanosa M.B. CoBpemeHHOe neaonpousBoacTso; yued. nocodue. - 4-¢ usg. - M.: HH-
dpa-M, 2004. —312 ¢. 3 3K3.

6. OxorHukor A.B. JlokyMeHTOBeOEeHHE W AENOMNPOH3BOACTEBO. Yueb mocobue/A B, Oxot-
HukoB, E.A. bynasuna. - M.: UKL MapT, 2004. — 288 ¢. 3 3k3.

7. Pymemuna JLA. JlokymeHTannoHHoe obecneueHue ynpapieHHsa: yueOHuk. - 8-e m3n,

crep.-M.. Akagemus, 2010.-224 ¢. 5 ak3.

7.3 Memoonueckue yxazanus
Ilyruroe A.O. Jlenonpoussoncteo. IIporpaMma Kypca U METOIHUECKHE VKA3aHHS K H3YHYEHHIO
OUCLHTUTHHBL A1 00y4YaloKXCa MO HampaeieHuio moarotokd 38.03.02 «MeHemxMeHT». — [lerponas-
noeck-Kamuarckuit: Kamuatl TV, 2019 —27 c.

8 IlepeyeHb pecypcoB HHPOPMALHOHHO-TENEKOMMYHHKAUHOHHOH ceTH « HHTepHeT”

1. Henomnpec Pexxum moctyna: http.//www.delo-press.ru/
2. Jenonpouseoncreo Pexum nocryna: http://www top-personal ru/officeworks.html
3. Kamposoe nenonpoussoactso Pexum nocryna: hitp://www hr-portal ru/.
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9 MeToanueckne YKa3aHHA 0JaA Oﬁy‘laIOI.I.[HXCﬂ Mmoo OCBOCHHK AHCUHIIMHHBI

MeToauka npenofaBaHusi AAHHOM AUCLMIUIMHBEl TPEANONATaeT UYTEHHE JEKLHH, NpOBEACHHE
MPAKTU4ECKHX (CEMHHAPCKUX) 3aHATHIA, IPYNNOBBIX W WHAMBHAYANBHBIX KOHCYJbLTAUMH MO OTAENBHBIM
(Haubonee caoxHbIM) cneunpuueckuM mnpodnemMaM AMCUMILIMHBL lIlpemycMoTpeHa camocTosTenbHas
paboTa CTYeHTOB, a TAKKE HPOXOKACHHE aATTeCTALMOHHBIX HCIIBITAHHIH NIPOMEXKYTOYHOMH aTTeCTaLHH,

Jexynn nNOCBAMAIOTCA PACCMOTPEHHK) Haubojee BaXKHbIX KOHLENTYAJbHBIX BOINPOCOB:
OCHOBHBIM TOHATHSAM, TEXHOJNOTHAM CO3JaHHWA H JBHXKEHHA [OOKYMEHTOB, MpHMEHsSeMbIM Ha
TPOU3BOACTBEHHBIX TMPEANpPHATHAX PBIOOX03ANCTBEHHOTO KOMIUIEKCa, OLeHke HX 3({eKTHUBHOI
peanusanuy, OOCYKIEHHIO BONPOCOB, TPAKTOBKA KOTOPBLIX B JIHTEPATYype €le He ycTosiack Jaubo
SBJIAETCA NPOTHBOpeunBOil. B xone neximii o0ydaronumes cienyeT NOArOTOBUTh KOHCIEKTHI JISKLIHH:
KpaTKo, CXeMaTHYHO, MOCNeA0BaTeNbHO (PHUKCHPOBATL OCHOBHBIE MOJNOMKEHHS, BHIBOABL, GOPMYNHPOBKH,
00001LeHNsA, MOMeYyaTh BajKHbIE MBICIH, BBIOENSATH KIIOUEBbIE CNOBA, TEPMHHBI, MPOBEPATE TEPMHHBI,
MOHATHA ¢ MOMOLIbK) 3HLUHKIIONEAUH, ClOBapeH, CIPAaBOMHUKOB ¢ BBIMHCBIBAHHEM TOJKOBAHMH B
TeTpaab, ODO3HAUUTH BONPOCH, TEPMHHEBI, MATEPHAJN, KOTOPHIH BHISBLIBAT TPYAHOCTH, MOMETHTH U
MIONBITATLCA HAMITH OTBET B peKOMeHayeMoii nuTeparype. EclH caMoCTOATENBHO He yaaeTcs pazodparbes
B MaTepuane, HeoOXonouMO chopMyNHpOBaTh BOMPOC U 3aJaTh MPEMOJaBaTeNl0 Ha KOHCYJbTAlUMH, Ha
MPAKTHYECKOM 3aHATHH.

Henvio nposedenus npaxmudeckux 3aHAMUE ABISIETCA 3aKPEIUIEHHE 3HAHUH 00ydaroImuxcs,
MONYyYEHHBIX HMH B XO#€ H3yYeHHd AMCLUWIUIMHBl Ha JIEKUHAX H caMocroATeneHo. IIpakTtudeckue
3aHATHA NMPOBOIATCA B (opMe CEMHHApOB; Ha HHUX pa3OHpaloTCs KOHKPeTHble CHTYaUHMH M3 MPakTHKU
3apy0eXXHOrO M POCCHICKOrO YIpPaBNEHHA, HPOBOJAMTCS TECTHPOBaHHE, OOCY)KHAKTCA JOKNabL,
npoBomATCs onpockl. Ha yueOHBIX 3aHATHAX CeMHHAPCKOTO THIA 00YYAOIIHECs BhITOIHAIT NPpopadoTKy
pabodeli mporpaMMel, yaenss ocoboe BHHMAaHHE LeMsIM M 3ajadaM, CTPYKType H COOep:KaHHIo
AMCLUMILUIMHBL, KOHCIIEKTHPOBaHHE MCTOYHMKOB, paboTy ¢ KOHCMEKTOM JIeKUUH; MOATOTOBKY OTBETOB K
KOHTPOJIBHBIM BOTIPOCAM, MPOCMOTP PEKOMEHAYeMOH JuTepaTypbl, paboTy ¢ TeKCTaMH OpHIHANBHBIX
nyﬁnnxaunﬁ; peLIeHHE TIPAKTHYECKHX 3aAaHHH.

Ilpu u3yuyeHHH AHCLUMIUIHHEI HCMIONB3YIOTCA HHTEPAKTHBHBIE METOABI 00Y4YEHHS, TAKHE KaK:

1. Jlexums:

- npoOneMHas JISKLHsl, NPEANOIATaoas H3I0KEeHHe MaTepHaia Yepes npodiIeMHOCTh BO-
NpOoCoB, 3334 WK cuTyauuil. IIpu 3TOM npouecc mo3HaHUS MPOMCXOOUT B HAYYHOM TOHCKe, AUajore H
COTPYAHHYECTBE C MPernoAapareieM B [IPoLecce aHalH3a H CPaBHEHHS TOUEK 3PeHHA,

- NEKNMA-BU3YAIU3ALUA - [0Ja4a MATEPHANa OCYLIECTBIAETCS CPEACTBAMH TEXHUYECKHX
cpencTs o0y4eHUs ¢ KPaTKUM KOMMEHTHPOBAHHEM AEMOHCTPHPYEMBIX BHU3YaJIBHBIX MaTepHANOB (npe-
3eHTALIHIT).

2. Cemunap:

- TEMATHYECKHI CEMHUHApP — 3TOT BHJ CCMHHAPA NOTOBHUTCA H MPOBOAHTCA € LCJNBK) AKLICH-
TUPOBAHHS BHUMAHHS O0y4alOLIMXCA Ha Kakoii-nubo akTyanbHOI TeMe WIH Ha HauOonee BaKHBIX H Cy-
LIeCTBEHHBIX ee acnekTax. Ilepea HauanoM ceMuHapa o0y4aroLUMCcA AAaeTCs 3aJaHKe — BBIAETHTD CYLLe-
CTBEHHBIE CTOPOHBI TEMbI, WIH K€ MPEnoJaBaTe/Ib MOXKET 3TO CASNATb CaM B TOM Clly4ae, korga oby4a-
FOLLHECA 3aTPYAHAIOTCA MPOCIEAUTh UX CBsI3b C NMPaKTHKOH. TeMaTHueckuii ceMuHap yrayOnaer 3HaHHA
CTYHEHTOB, OpPUEHTHPYET MX Ha aKTHBHBIH MOWCK MyTell U CmocoOOB pelleHHsA 3aTparusaeMoii npodne-
MBI,

B uenoM BHEAYAHTOPHAS CAMOCHIOAMENbHAA PADOMa OO0YYGIOMUXcA TPU U3YUEHHH Kypca
BKJIKOUAET B C€0 CASAYIOIME BHABI PAOOT:

- npopaboTka (H3yueHHe) MaTepraoB JeKLHii;

- YTeHHE H MPOPadoTKa PEKOMEHTOBAHHOH Y4eOHO-METOAHYECKOH IHTepaTyphl;

- MIOUCK U MpopaboTka Matepuanos H3 HHTepHeT-pecypcoB, NepHOANYECKOl MevaTH,

— BBIMIOJHEHHE JOMAIIHHX 3a7aHuil B opMe KeHC-CTaaH, TECTOB, TBOPYECKUX 3adaHHH, O0-
Knaaos, pedepaTos,
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= MOArOTOBKA MPE3eHTALMi s MANOCTPALMK JIOKJIa0B U MPEJICTABIEHHs PE3yNbTaToB
aHanu3a KOHKPETHBIX CUTYaLMH,

= KOHCTIEKTHPOBAHUE NMEPBOMCTOUHNKOB 1 y4eOHOH NTUTepaTypsl,

- MOJArOTOBKA K TEKYIIEMY, MPOMEKYTOUHOMY U UTOTOBOMY KOHTPOJIKO 3HAHMIA,

OcHoBHas 10715 CAMOCTOATENLHON PadoThl 00Y4aIOIMXCA MPUXOAUTCS HA NMOATOTOBKY K MPAKTH-
HECKUM 3aHATHUSAM, TEMATHKA KOTOPBIX TMONHOCTBIO OXBATHIBAET comepikanue kypca. CamocrosaTenbHas
paboTa 1Mo NOAroTOBKE K MPAKTUYECKUM 3aHATHUSAM IO AMCLMIIKMHE «/lenonpou3BoACTBO» Npeanoaaraet
yMeHHe paboTaTh ¢ nepBuuHoi MHdopManmeii.

10 Kypcosoii npoekT (padora)
BhinonHeHne KypcoBoro npoekra (paboThbl) He NpeyCMOTPEHO YueOHbIM MJIaHOM.

11 Tepeyenb HHPOPMAUHOHHBIX TEXHOJOIHii, HCNOJIB3YEeMbIX NMPH OCYIIECTBJEHHH 00pa3o-
BATEJIBHOr0 Mpouecca MO0 AHCHHILIHHE, BKJIYASA NepedeHb NMPOrpaMMHOr0 obecrnevyeHusi U HH-
(opManHOHHO-CIIPABOYHBIX CHCTEM

11.1 Hepeuenv ungopmauuonnusix mexno.10euit, HCROIb3YEMbIX HPU OCYU{eCmsIeHUU 00pa3o-
eame. 11020 npoyeccd
3JIEKTPOHHbIE 00pa3oBaTe/ibHbIE PeCypChl;

— UCTONb30BaHUE CNAlA-TIpe3eHTaLHiA;

- MHTEPAaKTHBHOE oOlueHne ¢ o0ydyarolMMHUCS M KOHCYJIBTHPOBaHHUE TOCPENCTBOM 3JIeK-
TPOHHOMH MOYTBL

11.2 Ilepeuens npozpammnozo obecnedenus, HCHOIb3YEMO20 HPU OCYH{ECME1eHUN 00pa306a-
me1bIozo npoyeccd

l'lpn QCBOCHHH JUCUHUIIIIMHbI HC]'IOJ’I]:BYQ’TCH JIULIEH3HUOHHOE nporpammnoe OﬁeCﬂe"IeHHe:

- TeKCcTOBbIN penaxkTop Microsoft Word;

- naket Microsoft Office;

= anexTponHble Tabmuibl Microsoft Excel;

- rpe3eHTauuoHHbIi penakrop Microsoft Power Point.

11.3 [epeuens unhopmMayuonno-cnpagousix Cucmem
- cripaBo4Ho-TIpaBoBas cuctema Koncynbrant-nmoc http://www.consultant.ru/online
- cripaBo4HO-MpaBoBas cuctema I'apant http://www.garant ru/online

12 MaTepHaibHO-TeXHHYeCKoe o0ecneyeHue THCUHNIHHBI

= JUIst TIPOBEJIEHMsl 3aHATUI JIEKLIMOHHOIrO THUMA, MPaKTUYECKHX (CEMHHApCKMX) 3aHATHIA,
IPYNNOBLIX ¥ MHAWBUAYAIbHBIX KOHCYJNLTALMIL, TEKYIIEro KOHTPOJA U MPOMEKYTOUHOI artecTaunn, Ne
7-405 ¢ xommniexToM yueOHOM MeOenn Ha 36 MocanouHbIX MECTA,

e JUIsl CaMOCTOsITEIbHON paboThl oOy4darolmxcs - yuebHas ayauropust Ne 305, obopynosaH-
Has 5 pabo4yuMM CTaHUMSMM C JIOCTYNOM K ceTH «MHTepHeT» W B 3JIGKTPOHHYH WH(POPMAaLMOHHO-
o0pas3oBaTenbHyl0 Cpely OpPraHM3aluM, U KOMIJIEKTOM yueOHoi meOemu Ha 29 mOCagouHBIX MeCTa,
yueOHas aynutopus Ne 517, obopynosannas 8 pabounmu CTaHLUMAMM C AOCTYNOM k cetu «MuTepHeT u
B 3JIEKTPOHHYIO MH(POPMAaLIMOHHO-00pa30BaTENbHYIO CPely OPraHu3aliu, U KOMIUIEKTOM yueOHoit mele-
au Ha 12 nocajouHbIX MECTa,

= 70CKa ayAUTOpHAS,

- npesentauun B Power Point no temam kypca «JlenonpousBoncreoy;

— MyJITUMEIMIHHOE 000pynoBanue (HOyTOyK, MPOeKTop).
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