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1.IlepedyeHb NJIAHUPYEMBIX Pe3yJIbTATOB 00yUYeHHs MO JUCUMIJIMHE (MOIYJII0), COOTHECEHHBIX €
IUVIAHUPYEeMbIMHU Pe3yJIbTATAMHU OCBOE€HHMS 00pa30BaTeIbHON MPOrpaMMBbl

1.1.1lenu oCBOCHUS IUCITUTIITNHBI

LensiMmu OCBOEHUS TUCIUTIIINHBI SABIISIOTCS:

- MOJIydeHUE 3HAHUM, HEOOXOJUMBIX Ul MPaBUIBHOTO COCTAaBJICHUS U OGOpMIICHUS
JOKyMEHTOB, BO3HUKAIOIIMX B IPOIIECCEe MPUHATHUS U peau3allii YIPaBICHYECKU X
peLICHUH;

- OCBOEHHE OOIICTIPUHSATHIX B MUPE MPEANPUHUMATEIHCTBA JICKCUKU U CTHIIS IEIOBOM
U KOMMEpPYECKOW KOPPECIOHACHIIMH /sl CBOOOHOIO U PaBHOIPABHOIO OOIIEHUS C
HapTHEpaMu.

1.2. B cooTBeTcTBUU € BUgaMH TpoecCuoHaNbHON IesITeIbHOCTH, Ha KOTOPhIE OPUEHTHPOBAHA
oOpazoBarenbHas nmporpamma HampasieHus moarotrosku 10.03.01«upopmarinonHas 6e30macHOCTE
collep’)KaHUE JUCIHUIUIUHBI  «JlOKyMEHTUpPOBaHUE YIPABJIEHYECKON JEATETbHOCTH» IO3BOJIUT
o0yyaronmMcsl pelaTh CIEAYIOUYI0 MPOoQPecCHOHATBHYIO 3a/1a4y:

- u3ydeHHe M O00OOIIEHHE OmbITa PabOTHl IPYIUX YUPEXKIECHUH, OpraHU3alUi U TPEANPUATHI B
00JacT 3aumMThl WHQOPMAIUK, B TOM YHCIIe MHGOPMAITUA OTPAaHUYCHHOTO JIOCTYTIA.

Kpome ykazannbix B ®I'OC mpodeccuoHanbHbIX 3a7a4, o0pa3oBaTeIbHbIE MPOTrpaMMbl BCeX

yKa3aHHBIX HalpaBJeHUH MMOJATOTOBKU IMO3BOJIAT OOy4JaroOIMMCs pelaTh U APYyrue 3a1aqyul |

- (QopmupoBaHNe yMEHUW UM HAaBBIKOB B OOJACTH JOKyMEHTHUPOBAHUS YIPaBIIEHYECKON

NEeSITeIbHOCTU Ha MIPEANIPUSATUY
- OBJIaJICHUE IIpUeMaMH U HaBbIKaMU OQOPMIIEHUS BCEX OCHOBHBIX YIPABJIEHUYECKUX
JIOKyMEHTOB;

- OBJIaJICHUE NPUEMaMU U HaBBIKAMU COBPEMEHHOM JIeTIOBON MEPENUCKY;

- U3y4eHHE OCHOB OpraHM3aluy JOKyMEHTO00O0pOTa U XpaHEHHUs TOKyMEHTAIUH;

- (¢opmMupoBaHue CIOCOOHOCTH CaMOCTOSITEIBHOIO U TBOPYECKOTO  HCIIOJB30BaHUS

MOJIy4eHHBIX 3HAaHUU B MPOLIECCE MOCIEAYIONIETO O0YUEHUS U TPAKTHYECKON JAEATEbHOCTH .

1.3. Komnerennuu oOydarorerocs, GopMupyeMble B pe3ylibTaTe OCBOCHUSI JUCLUILINHBI

B pesynbraTre 0CBOGHMS TUMCHUILIMHBI Y 00ydaronpxcsi GOpMUPYIOTCS CIEIYIONIME KOMIETEHIIUH:

Kon HanmenoBanue KOMIIETEHIINH Hamnpasnenue noaroToBku
KOMIIETCHIIUU
OIIK-4 CriocoGHOCTB IIOHUMAaTh 3navyenue | 10.03.01«udopmannonnas

nHpopManuu B pa3BUTUHU COBPEMEHHOTO | OE30IaCHOCTHY
o0IecTBa, NPUMEHSTh HHGOPMALMOHHBIE
TEXHOJIOTUU JUIsI TOWCKA U  00paboTKH
nHpopMauu

OIIK-5 CrnocobHocth ucnonp3oBarh HopMmaTtuBHO- | 10.03.01«H(opmannonHas
MpaBOBbIE akKThl B  MPOGECCHOHAIBLHON | 6€30MacHOCTEY»
JEATEeTbHOCTH
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1.4. TlepeueHpb MIAaHUPYEMBIX PE3YIHTATOB OOYUEHHS 11O TUCITUIIIINHE

Texnonoruu GopMupOBaHUS
KOMITETEHIIMH 10 YKa3aHHBIM

pe3yibTaram(nexyuu, npaxkmuiecKue
(cemunapckue) 3auamus, camocmosmebHas

CpencrBa v TEXHOJIOTUH
OIIEHKH I10 YKa3aHHbIM

PesynbpTaTel pe3yabpTaraM(cobdecedosarive,
OCBOCHILS paboma, nekyus ¢ pazdopom KOHKPEmHbLX KOLTOKGUYM, MeCTUpOsanLe,
MCIALTHEEL cumyauftﬁ, npobremHble TeKyuL, CeMUHAp - 3auuma meopueckux
KpYy2avlil CMoJ, CeMUHAP-OUCKYCCUS, npoexmos, op.)
peulenue pazHoypoBHesbIX U NPoOIeMHbIX
3adadu, Op.)
3naem: Jlexuuu ¢ pazd0poOM yIpaBICHYECKUX
OIIK-4,0IIK-5 CUTYallNI: YcTHBIH onpoc;
TEPMUHOJIOTHIO JIOKYMEHTHUPOBaHU S
YIIPABJICHYECKOU JIEATEIIBHOCTH ;
OCHOBHBIE HOPMAaTHBHO-METOJAUYECKHE
MaTepuanbl MO  JOKYMEHTHPOBAHUIO
YIIPABICHYECKOU JIEATEIbHOCTH u
Hay4YHO-HCCIIEA0BATEIbCKYIO
JTUTEpaTypy B obrnactu | TectupoBaHue;
JIEJIONPOU3BOJICTBA ;
TUIIOBBIE WHCTPYKLIHU mno
JOKYMEHTUPOBAHHUIO  YIIPABJICHYECKOU
NesITeIbHOCTH W TpeOoBaHUA K
COCTaBIICHUIO u odopmIIeHHIO
JIOKyMEHTOB,;
0COOEHHOCTH IOKYMEHTO00O0pOTa.
Ymeem: [Ipaxrrueckue 3ansTHs MO cocTaBieHuto | CocTaBiieHHE MANKU
OIIK-4, OIIK-5 JIOKYMEHTOB Pa3HOTO BHJA: “Ileno” ¢ Habopom
rpaMOTHO pa3pabaThiBaTh OCHOBHBIE | OCHOBHBIX
BHJIbI YIIPABJICHYECKUX JOKYMEHTOB | OpraHU3alMOHHO-
COCTaBJISATh [IEJIOBBIE M KOMMEpPYECKHE | pacOPSIUTEIbHBIX
nuchMa ; JIOKYMEHTOB M JEJIOBBIX
COCTaBJISATh [IEJIOBbIE U KOMMEPYECKUE | ITHCEM ;
nMcbMa Ha  MHOCTpaHHOM  si3bike | TectupoBanue
;ACIIOJIB30BaTh B YIIPABJICHYECKOW H
WHOU TPOQECCHOHATBHON NeATETbHOCTH
NPUKIATHBIE MPOTPAMMHBIE CPEACTBA U
CpelICTBa OPITEXHUKH .
Hmeem CamocrositenbHas pabora oOydaronmxcs | [IpoBepka mamku «Jlemoy»
npakmuuecKkuii o ohopMIIEHHUIO ManKu «Jlemoy: Ha COOTBETCTBUE
onvim: COCTaBJICHUS OCHOBHBIX BHUJIOB | COCTaBJICHHBIX
OIIK-4,0I1K-5 YIIPABJICHYECKUX JIOKyMEHTOB B | yIIpaBJICHYECKUX
COOTBETCTBUHU C TpeOOBAaHUSIMHU | JOKYMEHTOB TPEOOBAHHSIM
HOPMaTHUBHO-IIPABOBBIX AKTOB P ; I'OCTP
paboTHI c coBpemeHHbIMHu | 6.30.2003
TEXHUYECKUMU cpencTBamMu u | TectupoBanue

I/IH(l)OpMaI_[I/IOHHBIMI/I TEXHOJIOTHUAMU .




«3Hambv», KYMemsvy, «KUMeNnto npaKmuquKm? onvlmy.

[Ipumeuanmue:

1. B ma@mue YKA3blearomcs KOHKpPEmHble pe3yibmanivbl OCB60EHUA aMCZ/ﬂ/ll’lﬂqul 6 paspese

2. B cnyuae, xo20a no cneyuanvHocmam u (Uiu) HAnNpasieHusM NOO20MOBKU pPe3Vibmamol
OMIUYHDL, MO MAOIUYA 3aNOTHAENCA NO KANHCOOU CReYUANbHOCIU U (UIU) HANPABLEHUI0 NOO20MOBKU.

2. MecTO TMCIMIIIMHBI B CTPYKTYype 00pa3oBaTe IbHON NMPOrpaMMbl

Jucnumivnaa otHocuTcs K 6a3oBoi yactu yueOHoro miana 10.03.01 «udopmanuonnas
6e3omacHOCTb» (ypoBeHb OakanaBpuara). Ee ocBoeHHE OCyIECTBIIsETCA B 7 - OM CEMECTpPe OYHOU U
32049HOM (hopM 00ydeHHSI.

Ne
/i

Haumenopanue JUCLUILINH,
OIPpCACIIAIONMX MCKIUCHUIIIIMHAPHBIC
CBA3U

Kon n HaumenoBanue koMreTeHITuu(i)

[IpenecTByronme AUCHUIINHBI (TIPAKTHUKH )

(OIIK-4) cnocoOHOCTBIO TOHUMATH 3HAYCHUE
uHPOpMAIIUK B PasBUTHHU  COBPEMEHHOTO

«udopmaTrkar oO1iecTBa, MPUMEHSTh MHQOpPMAIIMOHHBIE
TEXHOJIOTUW  JUIi TIOMCKa U 00paboTKu
uHpopmaruu
(OK — 2) crnocoOHOCTBhIO HCIOIB30BAaTh OCHOBBI
SKOHOMHYECKHX 3HAHUW B PazIMYHBIX cdepax

«QxoHOMHUKal» p (ep

JACATCIIbHOCTHU

«3anmTa 1 00paboTKa KOH(UICHIIUATBHBIX
JTOKYMEHTOBY

(OIIK - 7) cHocoOHOCTBIO  ONMPEAEATh
WHQOPMAIIMOHHBIE  pPECypchl,  MOJIeXKaIme
3alMTe, Yrpo3bl 0€30MacHOCTH HWHGpOpMALUU U
BO3MOXKHBIC TYTH WX pealli3alldd Ha OCHOBE
aHamM3a CTPYKTYpBI " COZIepIKAHUS
MHQOPMAIIMOHHBIX IPOLECCOB U OCOOEHHOCTEH
GyHKIIMOHUPOBAHUS OOBEKTA 3aAIMTHI

[locnenyronme AUCUUIINHBI (IPAKTUKH )

«MeHEIHKMEHT 2

(OK — 2) crmocoOHOCThIO HCIOIB30BATh OCHOBBI
HPKOHOMHYECKMX 3HAHHWI B pa3NU4HBIX cdepax
JeSITEIIEHOCTH
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3. O0beM THCHMILUIMHBI B 32a4€THBIX eJIMHULAX ¢ YKA3aHHEM KOJIMYeCTBA aKaJleMHuue CKUX
4acoB, BbI/IeJIEHHBIX HA KOHTAKTHYI0 padoTy 00y4alonmxcs ¢ npenojaasaresem (10 BUAAM
yueOHBIX 3aHSITHIT) U HA CAMOCTOSITEJILHYIO padoTy

Pacnipenencame GoH1a BPEMEHH 110 CEMECTpaM M BUaM 3aHITHHA

Bu et 3ansTHIA ouHas opma OYHO-3a04Has opMa 3a04Has Gopma
o0yueHus oOy4ueHust oOyueHus
Htoro yacos 108 u. - 108 4.
3aYeTHBIX €OUHUI] 33.e. 33.e.
Jlexium (4ac) 18 - 2
[pakTuueckue (ceMuUHapCKue) 28 - 10
3aHATUA (4ac)
CamocTosTenbHas pabota (4ac) 62 - 92
JuddepeHinpoBaHHbIN 3a4eT , 7 cemecTp 7TcemecTtp, 4 yaca
ceMecTp /Jac.
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4.Copnepxkanue TUCHUIUIMHBI, CTPYKTYPHPOBAHHOE 1O TeMaM (pa3jieiaM) ¢ yKa3aHueM
OTBEJI¢HHOI0 HA HUX KOJIHYEeCTBA AKA/IeMHUYeCKUX YACOB U BUAOB YUeOHbIX 3aHATHIA
4.1. Copep:kaHue JMCHUIIHHBI

Ne Paznen mucuumnanHb Bu el yaeOHBIX 3aHATHIN, BKITIOYAs CpenctBa u
/ CaMOCTOATEIBHYIO padOTy CTYACHTOB U TEXHOJIOTHH!
i TPYIOEMKOCTh (B aKaJIeMHUYECKUX OLICHKH
yacax)
[S) ¥ R o, = Q
= 2 2 Ele ol 5w &
E o | o S 8 0B o FS oo
Hs |ExEESazog %
5 |4 % E 8 zZ¢g s 229
S & Lol & | FYY
= 2 =R O &
Tema 1. JIokyMeHT 1 CHCTEMBI -/-/- VeTHBIH onpoc,
N it 1/0 210 2/5 | noaroroska
JIOKJIa/IOB
Tema 2. YnpaBneHueckas VY cTHslit onpoc,
2 | moxkymeHramms 1/0 212 4l7 TIO/I'OTOBKA
JIOKJIaJI0B
Tema 3. CocraBieHue u CocrapieHue
OCHOBHBIX
3 o(hopMIICHHE OCHOBHBIX JIOKYMEHTOB 42 8/4 20/23
YIPaBJICHIECKUX
JIOKYMEHTOB
. VY cTHBIN ompoc,
4 Tema 4.Opranmarms 200 210 2[5 Ip
JOKYyMEHT0000pOTa TECTHPOBAHHE
Tema 5. Cucremarmsanys YcrHbIii omnpoc,
5 | moxymeHnros 2/0 2/0 2/5 COCTaBJICHHE
JIOKYMEHTOB
Tema 6.CoBpeMeHHbIE CIIOCOOBI U .
6 P 2/0 2/0 10/13 | Ycrnwiii onpoc
TEXHHKA CO3/IaHMUsI IOKYMEHTOB
7 CocraBnenue
Tema 7. JlenoBble U KOMMEpYECKUES JICJIOBBIX U
mcbMa 210 af2 10713 KOMMEPUYECKHX
miceM
8 VY cTHBlii orpoc,
Tema 8. TlpaBwia u Qopmsl COCTaBIICHHE
KOMMEPYECKON IEPEIMCKA € 1/0 2/0 a7 IHCEM Ha
3apy0eKHBIMH MapTHEPaMU HHOCTPaHHOM
SI3bIKE
9 | Tema 9. Koppecnonnenmys, VY cTHBIi ompoc,
CBsI3aHHAS c MpOBEICHUEM 1/0 212 a7 COCTaBIICHHE
NCPHOJIMYECKIX ~ MEPOIPHSTUN, U POYUX
npoyasi KOppeCTOHICHIMS JIOKYMEHTOB
10 | Tema 10. Oprammaips paOoOTHI ¢
JIOKYMCHTaMH, CoZiepIKaIMHU 2/0 2/0 af7 VY cTHBIH O1poc
KOH(H/ICHIMAIIBHBIC CBECHUS
[Ipomexyrounas aTTecTamus 1o 71 CHITH-
POMERYT 182 | 28110 62/02 | Adepe
TUCIUTLIINHE pPOBaHHBIH 3a4eT

[pumedanue: -/-, 06vem uacos coomeemcmeaenno O O4HOU, 3A0YHOU POpM 00YYeHUs




4.2.Coaep:kaHue NpaKTHYeCKUX (CEeMUHAPCKUX) 3aHATHIA

O06rem dopma poBeACHUS
HanmeHnoBaHue TeMbl TTPAKTUUYECKUX
Ne . 4acoB
(ceMUHApPCKKUX) 3aHATUM
1 | IIpakruueckoe 3anstue mo teme 1 Jlokyment 210 YcTHBIM ontpoc
W CACTEMBI JOKYMEHTaLUA
2 | [lpaktuueckoe 3aHsATHE TIO0 Teme 2 212 VYcTHbIi onipoc
VnpapieHaecKas JOKYMEHTaLs
3 | [Ilpakruueckoe 3aHsATHE 1O TeMme 3 CocraBneHue JOKyMEHTOB
CocraBierre ®  OQOPMJICHHE  OCHOBHBIX 8/4
JOKyMEHTOB
4 KonTtponbsubie BOIIPOCHI JUTSt
[lpaktnueckoe 3aHATMEe 1O Teme 4 2/0
OpraHmsars 10KyMeHT0060poTa MIOBTOPEHMS, COCTaBJICHUE
JIOKyMEHTOB
5 | [lpakrtuueckoe  3aHATHE 1O TeMe 5 2/0 YcTHbI onpoc, COCTaBJICHUE
CucremaTi3almst JOKyMEHTOB JIOKyMEHTOB
6 | llpakruueckoe 3aHsATHE TIO Teme 6 KoHTpoapHbIE BOIPOCHI 114
CoBpeMeHHBIC CTOCOOBI M TEXHHMKA CO3JAHHS 2/0 MTOBTOPEHMSI, COCTaBJICHUE
JOKYMEHTOB JOKyMEHTOB
7 | IlpakTnueckoe 3aHsATHE 110 TeMe 7 [lenoBbie 1 a2 CocraBneHue nucem
KOMMCECPUYECKHUE IMMCbMa
8 | Ilpakruueckoe 3aHsATHE 1O Teme & [Ipaswmia CocraBiieHUE TMCEM HA
u (l)OprI KOMMCp‘IECKOfI IEPEIMCKU € 2/0 HMHOCTPaHHOM S3bIKE
3apy0eKHBIMHU MAPTHEPAMHU
9 | [lpakTnueckoe 3aHsATHE 1O TemMe 9 CocraBneHue JOKyMEHTOB
Koppecriornerwsi, cBssanHas ¢ MpoBECHHEM 212
ICPUOJIMYECKIX ~ MEPOIPHITHH, U  Tpoyas
KOPPECIOH/IEHITHSI
10 | Ilpaktuyeckoe 3amstue 1o Tteme 10 YcrHbll onpoc
Oprammamiss ~ paboTBl ¢ JIOKyMEHTaMH, 2/0
colepKalmMH KOHQHICHIMAIbHbIC CBEICHHUS
HWroro 3a 7/7cemectp | 28/10

[pumedanue: -/-, 06vem uacoé coomeemcmeerHo Oist OUHOU, 3A0HHOU BOPM 0OYUEHUs.
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5.YueOHo-MeTOAMYECKOE 00€cTIeYeHIe CAMOCTOATEIbHOMI PadoThI
o0y4yaummxcs 1mo JTUCHUILINHE

TexHo/IOTM4YeCKASI KAPTA CAMOCTOSITEJIbHON padoThl CTYIEHTA

Kon Htorosrrii CpencrBa u O0BeM
peanuzye Bun nesrenbHOCTH CTYAEHTOB MPOAYKT TEXHOJIOTU U 4acoB
MOt (3amaHusl HA CAaMOCTOSITENIBHYIO padoTy) | cCaMOCTOATEIBHOM OIIEHKHU
KOMITETEH paboThI
1095031
OI1IK-4, IToaroroska K MPAKTHYECKUM [Tucemenuas Ornenka 31/46
OIIK-5 | 3zaHsATHSAM, MPOMEXYTOYHOU | paboTa, yCTHBIM | MHUCHMEHHBIX
aTTecTalluy, HamucaHue pedepaTroB u OTBET, pabor,
COOOITICHU A pedepart,coobime pedepaTos,
IIpumepHBIil nepedeHb NpakTUueckux | Hue. OT4er no COOOIICHU,
3aJJaHUM JJI CaMOCTOSITETIbHOW paboThI rpynraM uiu TECT
MO0 TOJATOTOBKE JIOKYMEHTOB B MamKy | MHIUBHUAYaIbHO | CaMOMPOBEPK
«Jleno»Temarnka pedeparoB u u. IIposepka
COOOIIEHU JIOKyMEHTOB B
namnke «Jlemo»
Hroro 3a 7/7cemectp | 62/92
Pexomenayemas aureparypa:1,3,9
HurepHeT-pecypebl:
1.T'apanT [DnekTpoHHBIN pecypc] nHpOPM. NpaBoBOM moptay. — Pexum goctyna:

http/Aww.garant.ru/. — 3aru. ¢ sxpaHa.

2.Jleonpon3BoACTBO [DIEKTPOHHBIN pecypc] : KypHan. — Pexxum mocrtyma: http/Aww.top-

personal.ru/officeworks.html. - 3ar. ¢ skpana.

3.Jlemonpon3BOACTBO U IOKyMEHTOOOOPOT HA MPEANPUITUM [ DIEKTPOHHBIN pecypc] : JKypHaI. —

Pexxum noctyma: http//www.delo-press.ru/journals.php?page=documents. — 3ar. ¢ skpaHa.

4 M3narensckuii oM «I peOCHHUKOBY [DIEKTpOHHBIN pecypc]. - Pexum moctyna:
http//www.grebennikov.ru/. — 3aru1. ¢ sxpaHa.

5.Koncynprantllroc [DnexkrpoHHbIil pecype] : opunmanbabii caiT komnanuu «KoucyasTanTl Ltrocy.
— Pexxum nocryna:  http//www.consultant.ru/. — 3aru. ¢ sxpana.



http://www.garant.ru/
http://www.top-personal.ru/officeworks.html
http://www.top-personal.ru/officeworks.html
http://www.delo-press.ru/journals.php?page=documents
http://www.grebennikov.ru/
http://www.consultant.ru/
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COJIEP)KAHUE 3ATAHUM JJ51 CAMOCTOSATEJIBHOM PABOTHI

CamocTosTenbHas paboTa CTYIEHTOB OCYLIECTBIISIETCS BO BHEYPOUHOE BPEMs IOJ KOHTPOJIEM
MpenoiaBaTess B 4achl KOHCYJIbTAI[UMN.

CamMocTosATeNbHON paboTO CTYIEHTHl 3aHUMAIOTCS B TEUEHHE BCEro kypca oOydeHus. OHa
MpeaycMaTpUBAET U3yICHUE 3aKOHOB, HOPMATHBHBIX IMPABOBBIX aKTOB M METOJIUYCCKUX JOKYMCHTOB,
perIaMEeHTUPYIOIIMX TEXHOJOTUIO CO3/IaHusl, 00pabOTKH, XpaHEHUS M UCIIOJIb30BAHUS JOKYMEHTOB B
TEKYIeH NeATeNbHOCTH YUPSKICHUHN, a Takke paboTy CIIyKObI JeTOMPOU3BOJICTBA HA MPEATNPUITHIX
Poccuiickoit denepanuu, w3ydeHHUE 3apyOCKHOTO OMNBITA B YaCTH BEIACHUS U perjaMeHTallnu
JIeNIOTPOU3BO/ICTBA.

CamocrosTenpHas padoTa CTYIEHTOB BKIIOYALT:

- HW3y4eHUE CTYIACHTOM TE€M, COOTBETCTBYIONMX y4eOHOMY TIJIaHy AWCIUTUIMHBI,
CaMOCTOSITEIHHO IO MaTepuajaM yueOHOM, HaydHOIl 1 HOPMAaTUBHOW TUTEPATYPhl, PEKOMEH/I0BAaHHON
paboueii mporpaMMoil TUCIUIUIHHBI;

- TOATOTOBKY K MPAKTUYECKUM U CEMHHAPCKUM 3aHSTUSM IO COOTBETCTBYIOIIMM TEMaM;

- TIOATOTOBKY CTYAEHTOM JOKIAI0B, COOOIICHHI, WHAMBUIYAIbHBIX pabOT MO BOMpPOcCam
COOTBETCTBYIOIIMX TEM, OTPAKAIOIIMX Pa3IMIHBIC IMPOOIEMBI H OCOOCHHOCTH TEXHOJOTUH CO3/IaHHS,
00palbOoTKU, XpaHEHHUs U HCIOJB30BAHUSI JOKYMEHTOB B TEKYILEH NEATEIIbHOCTH YUPEXKACHUM, a TakKe
paboThI CITYKOBI IETONPON3BOICTBA HA MPEANPUITUSIX, Kak B PD, Tak u 3a pydexoM;

- BBINOJHEHUE 331aHUI CAMOCTOSATENIBHO IO TEMaM Kypca.

Bonbliyto yacTh JOKYMEHTOB CTY/AEHT JOJKEH BBIMOJIHATH HA JOMAIIHEM KOMITBIOTEpPE U BO
BpeMsi, OTBEJICHHOE ISl CAMOCTOSITETIbHOM pabOThl B KOMIIBIOTEPHOM Kiacce.

Pesynbrarom camocTosATenbHON pabOThl CTYACHTOB JOJKHA SBJISATHCS Iarka JOKYMEHTOB,
Oo(QOpPMIIEHHBIX B JI€JI0 MO MpaBUjiaM OpraHU3alUU JOKYMEHTOOOOpOTa, MpelcTaBiseMas KaxKIbIM
CTYACHTOM JI0 3a4€THOMN HeNenu (UJIU TPYIION CTYAEHTOB IO YCMOTPEHHUIO TPENOAaBaTENsl).

TeMbl pepepaToB, T0KJIAI0B U BO3MOKHBIX IyOJTUKALMIA

. Uctopus pasButus nenonpousBoactsa B Poccuu.

. CoBpeMeHHbIE CpelICTBA JOKyMEHTHPOBAHMS YIIPABJIEHYECKON JESTEIIEHOCTH.

. OcoOEeHHOCTH BCKPBITHS KOPPECTIOHJCHIINH.

. HopmatuBHO- npaBoBas 6a3a JOKyMEHTUPOBAHUS YIIPABJIEHUYECKON JESITEIbHOCTH.
. IHpopMalnoHHO-TIOMCKOBAs CUCTEMA PN PUSTHUS.

. Oco0eHHOCTH JOKYMEHTUPOBAHHUS IIPOLIECCOB IBUKECHUS KaJJPOB MPEANIPUATHSL

. ApxuBHO€ XpaHEHHE IOKYMEHTOB.

. KonunenunaneHoe 1enonpon3BoCcTBO.

. CoBpeMeHHbIe poccuiickue KiaccupukaTopsl MHQGOPMAIIMU U UX POJIb B JOKYMEHTHPOBAHUU
YIIPABJICHYECKOHN IEATEIbHOCTH.

10.OkcnepTr3a JOKYMEHTOB U YCTaHOBJIEHUE CPOKOB XpaHEHHUS.

OO ~NOOTA,WN P

NuauBuayanbHbie (TPyNnoBbie) 3aJaHusl 1JIs1 CAMOCTOSITEIbHOI padoThl

3anstue 1. JlIokyMeHT U CHCTEMBI JOKYyMeHTAHH

3aganmue 1.

CocraBbTe cXeMy, XapaKTepU3YIOIIyl0 JTalbl Pa3BUTHUSI AEJIONPON3BOCTBA B Poccun.

3aganue 2.

CocraBbTe CPaBHUTEIBHYIO TAONUIlY JUIS TOHSATHH «yHU(HKAIUS» W «CTaHIAPTU3ALMHSI) B
JIENIOTIPOU3BOJICTBE, PACKPHIBAOIIYIO MX CXOJCTBA U OTIUYHSL.

Juteparypa: 1-4, 5-9.
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3ausiTue 2. YpaBJ/ieHueCKasi JOKYMeHTalus

3ananue 1.

[puBenuTe npumMepsl 0GOPMIICHUS 1T B Pa3IMYHBIX JOKYMEHTAX.

3aganue 2.

CocraBbTe u odopmuTe TaOIUIy aHAMUTUYECKUX NaHHBIX. ChopMmymupyiiTe BBIBOABI MO
OpCACTaBJICHHBIM aHAJIUTUYCCKUM JJaHHDBIM.

Jluteparypa: 1-4, 5-9.

3ansitue 3. CocraBiieHHe U 0(h OpMJICHHE OCHOBHBIX IOKYMEHTOB

3ananmue 1.

PazpaboraiiTe mojokeHUsT O MJIAHOBO-3KOHOMHYECKOM OTJIeNIe, OT/eNe MapKeTHHIa, OTAese
cObiTa, OyXranTepuu, TEXHOJOTHYECKOM OTJIeNie, OT/AeNe KauecTBa, oOThene HHGOPMAIMOHHON

6630H3CHOCTI/I, OTACIIC IIPOoaaXK, (bHHaHCOBOM OTACIIC, TPAHCIIOPTHOM OTACIIC, OTACJIC JIOTUCTHKA U T.
II.

3ananmue 2.

PaspaboraiiTe JODKHOCTHBIE HMHCTPYKIIMH: PaOOTHHMKA IJIaHOBO-IKOHOMHYECKOTO OT/ena,
pabOTHUKA OTHeNa MAapKeTHHIa, AKOHOMHCTa IO TpyAy, CIEeNHaTucTa MO0 HHGOPMALMOHHON
0€30MacHOCTH, MEHEIDKepa OT/eNa MPOJaK, IKOHOMHCTA- MaTepUaIHCTa OyXralTepuH, HHCIIEKTOpa
OT/IeNa Ka4eCTBa, TEXHOJIOTHYECKOTO OT/eNa ! T. II.

3ananme 3.

CocraBbTe /1Ba IpHKa3a 10 OCHOBHOM JCATEIBHOCTH MPEATIPUSATHSL.

Saganmue 4.

CocTaBbTe HECKOJIBKO CITPaBOYHO-UH(DOPMAITTOHHBIX JTOKYMEHTOB.

3ananmue 5.

CocraBbpTe MOJHBIN KOMIUJIEKT JOKYMEHTOB JINYHOTO NPOUCXOXKICHUS, YYUTHIBAIOIMX IIPUEM
Ha JIOJDKHOCTb, TIEPEBOJI BHYTPH OpPraHU3allMM, YBOJbHEHHE C OGOpMIICHHEM 3amuceil B TPYIOBOM
KHYKKE.

KommutekT BKIItOYaeT cielyrolme JOKyMEeHThI:

—  pes3toMe;

—  3asBIICHHE,

— ankerta (aBToOHOrpadus);

—  TPYAOBOMW JI0TOBOD;

— TpHKa3 O IpHeME;

—  3aIlUCh B TPYAOBOM KHUXKKE;

— odopmIIeHHE TUYHON KAPTOUYKU U JIMYHOTO JIENa;

— 3asBJICHHE O MEpeBOAe (IOKIAIHAS UM CITy)KeOHas 3alrcKa HayalbHUKA MOPa3/IeIeHus O
nepeBoie pabOTHUKA HA JPYTYIO JOJKHOCTB);

— TpUKa3 O TIEPEBOJIE;

— 3aHeceHHe 3alucell B TPYAOBYIO KHUXKKY M JIMYHYIO KAPTOUKY;

— 3agBiIeHHME OO0 YyBOJNBHEHUHU (JOKIAAHAs WM ClOy)KeOHas 3alKcKa HayalbHUKA
Moipa3ieNieHust 00 YBOJIbHEHNH PaOOTHUKA C yKa3aHWEM OCHOBAHMSI UJIH MPUYHHBI);

— TpuKa3 00 yBOJbHEHUH;

— 3aHeceHHeE 3arucel B TPYAOBYIO KHUKKY U JTMUHYIO KAPTOUKY.

Jutepatypa: 1-4, 5-9.

3ansTue 4. Opranuzanusi J0KyMeHT0000poTa

3ananue 1.

CocraBpTe nokian Ha Temy «OCOOEHHOCTH BCKPBITHSI KOPPECTIOH ICHITUN.
3aganue 2.

CocraBbre noxnan Ha Temy «H(pOpMaIOHHO-TTIOMCKOBAst CUCTEMA MPEAT PUSATH .
Jlureparypa: 1-4, 5-9.

3ansaTue S. CucremaTusanusi J10KyMeHTOB
3ananue 1.

OdopmuTe TUTYNBHBIN JTHUCT JeNa AJis Iepeadn B apXuB.
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3aganmue 2.
CocTaBbTe HOMEHKIATYPY I MAJIOTO MPEATIPUSTHSL.
Jluteparypa: 1-4, 5-9.

3ausitue 6. CoBpeMeHHbIE CIIOCOOBI M TEXHUKA CO3/IaHUA JOKYMEHTOB

3ananue 1.

Opranu3oBarb HMHTEPAKTUBHOE IPOU3BOJACTBEHHOE COBEIIAHME C IOMOIBI0 IaKeTa
npuKIaaHbIX mporpamm Outlook.

Jluteparypa: 1-4, 7-8.

3ausitue 7. [lejioBble H KOMMeEPpUYeCKUE MUCbMA

3ananme 1.

CocraBpTe NMHCBMO-OTBET mpeanpustus «Cailim» Ha Npockdy CTPOUTENBHOW MOHTAXHOU
¢bupmbl «ANTIE» pazpaboTaTh MPOEKTHO-CMETHYIO TOKYMEHTALMI0 Ha CTPOUTEIBCTBO JKUJIOTO JIoMa B
noc. Koueneso.

3apanmue 2.

CocraBpTe mHCHBMO-TIpochOy Camapckol  HMHKyOATOPHO-NITHIIEBOAYECKOM CTaHIIMH B
00JIaCTHYIO aJIMUHUCTPALIMIO O BBIACICHUH CPEACTB U3 obnacTHOro Oromkera B cymme 150 MiH. pyo.
JI0 HayaJia peajqu3aluy MOJIOJHSKA ITULIBI HACEJIEHHUIO.

3aganue 3.

CocraBpTe COBMECTHOE NHCHBMO-OTBET OOJACTHOTO YIpPABJICHUS 3IpPaBOOXpAaHEHUS U
yhpaBJieHUs: (UHAHCOB U HAJIOTOBOW MOJIUTHUKU aAMUHHUCTpanuu LlenTpansHoro paiiona r.o. Toabsartu
O BBIJICTICHUU JIOTIOJHUTEIBHBIX aCCHTHOBAHUN M3 00JaCTHOTO OO/KeTa Ha OKa3aHUEe MEIUIIMHCKON
IOMOILM KUTENSAM palloHa.

3ananmue 4.

CocraBpre nucekMo OO0 «CamuHTeK» B KOMUTET BHEILIHEIKOHOMUUYECKUX CBsi3el Poccuiickoi

@enepanuy 0 HaNpPaBIECHUSAX CBOEH NESTENBHOCTH U C MPOCHOOH O BBIJICIIEHUU KBOTHI Ha SKCIIOPT B
2018 1.

3ananmue 5.

CocraBbTe NMHUCHMO-TIPOCHOY CaMapcKOTO TYpPUCTHYECKOro lLieHTpa «Bonrape» B KOMHUTET MO
BHEIIHEAIKOHOMUYECKOM JeATEIbHOCTH aIMUHUCTPAlUU 001aCTH C POCKOOM BBIIEIUTD JTULEH3UIO Ha
BbIBO3 B 2018 1. neca B JIutBy B kommuectBe 5000 ky0. M, Tak Kak OJHHM W3 YCJIOBHH MOCTaBKU
MeOesn sl TYpUCTMUYECKOro KoMIulekca B BOJDKCKON 30HE OTIbIXa sIBJISETCS BCTpEUYHasl OCTaBKa
aeca.

Jlureparypa: 1-4, 5-9.

3ausiTue 8.IlpaBuiia u (popMbl KOMMepPUYeCKOM MePeNUCKHU ¢ 3apy0esKHBIMHU NapTHE paMu

3ananme 1.

CocraBbTe NHCHMO-NPOCHOY KoMMepueckoro mpeanpustus «CTuiab» (paHiysckoil ¢upme
«lvesRoche» o mocraBke MyKCKHUX M KEHCKHX KOCMETHYECKUX CPEIICTB.

3ananmue 2.

CocraBbTe HHpOpMAIIMOHHOE NHCBMO KoMmMepueckod ¢upmbl «lllnk» Hemenkoil ¢upme
«[1IBap1» 0 BO3MOXKHOCTH MPOJIAXKHU BOJOIMYIBCUOHHOM KpackKu.

Jluteparypa: 1-4, 5-9.

3ansTue 9. Koppecnonae Huus, CBSI3aHHAA ¢ POBeAeHUEM IePHOAMYECKUX MePONPHUS THI,
U NMPoYasi KOppeCHnoH/1e HIUSA

3ananue 1.

Hanunmre nuceMo AeNOBBIM MapTHEpaM C MpUITIAIIGHUEM MPUHSATh Y4acTHE B BBICTABKE
IpOAOBOJJILCTBCHHBIX TOBAPOB.

3ananue 2.

CocraBbTe MO3/IPaBUTEIBHYIO TEETPAMMY.

3ananue 3.

HanmummTe 37eKTpoHHOE TUCHhMO ¢ KOMMEPUYECKUM TTPEITTOKCHUEM.



Jluteparypa: 1-4, 5-9.
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3ansitue 10. Opranuzanusi paéoThl ¢ JOKYMEHTaAMH, CO/Ie PiKAllMMHU KOH ( nae HIMaJbHbIe

Sapanmue 1.

JlaiiTe XapakTepruCcTUKY KOH(UACHIUAIBHBIX JOKYMEHTOB.

3axanue 2.

CocraBbTe CpPaBHUTEIBHYIO TaOIUIy OCOOCHHOCTEH PabOTHI ¢ BXOMSIMMHU U HCXOISAIIMMHU

CBCACHUSA

KOH(UICHIIUATBHBIMHA IOKYMEHTaMHU.

Jlureparypa: 1-4, 5-9.

6. MeToauyeckne yKazaHusl 1Jisi 00y4al0NMXCsl 10 0CBOE HUIO TUCHUTITIMHBI
HNuHoBanmoHHbIe 00pa3oBaTe/bHbIE T€XHOJIOTUH

Bun o6pa3oBaresnbHbIX
TEXHOJIOTHH, CPEJICTB
nepeayv 3HaHUH,
(opMHUpPOBaHUS YMEHUN U
MPaKTUYECKOTO OIBITA

Ne TeMbI / TeMa JIEKIIUU

Ne mpakrrueckoro
(ceMHUHapPCKOTO)
3aHATUS/HauMEHOBAHHE TEMBI

Jlexnus-pucKyceus

Tema 2: YnpasneHueckas
JIOKYMEHTAaL U

3andarue 2. YrupaBiaeHuecKast

JOKyMEHTAIU S
3amanue 1.

[TpuBenute TIpUMEPHI
oopmiIeHHS] AT B Pa3sTUYHBIX
JOKyMEHTaX.

3aganue 2.

CocraBbre U oopMuTe TAOIUILY
AHATMTHYECKUX JTAHHBIX.
CdopmynupyiiTe BBIBOABI IO
MPEICTaBICHHBIM

AHAJIMTUYCCKUM JaHHBIM.

O6cyxnenue npoOiIeMHOM
CUTyallUu

Tema 3: CocraBieHue u
ohopMIIEHHE OCHOBHBIX

JIOKyMEHTOB

3ausarue 3. CocraBiieHUE U
odopMIIEHHE OCHOBHBIX

JIOKYMEHTOB.
3aganue 5.

CocTaBbTe€ TOJHBIA KOMILIEKT
JIOKYMEHTOB JIMYHOTO

MIPOUCXOXKICHUS, YIUTHIBAIOIX
MpUEM Ha JOJHKHOCTB, MEPEBOJ
BHYTpHU OpraHH3aIluu,
yBOJIbHEHHE ¢ OohopMIIEHHEM
3auceil B TPYIOBOM KHHKKE.

Pa360op KOHKpEeTHBIX
CUTYyalu

Tema 6:CoBpeMeHHBIE CIIOCOOBI
U TCXHUKA CO3JaHUs

JIOKyMEHTOB

3anstue 6 .CoBpeMEHHbIE
CrIocOOBI U TEXHUKA CO3JaHUS

JIOKyMEHTOB

3aganue 1.

OpranusoBarb HMHTEPAKTUBHOE
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MPOM3BOJICTBEHHOE COBEIIIAHHUE C
IIOMOIIBIO IMaKCTa IMPUKIAIHBbIX
nporpamm Outlook.

Crnana-nexknus TeMBI; 1-2

B nauvane cemectpa cTygeHTaM HEOOXOJMMO O3HAKOMHUTBCS C TEXHOJIOTMYECKOM KapTou
JUCLMIUIMHBI, BBIICHUTb, KaKW€ pe3ylbTaTbl OCBOEHHUS IUCLUIIIMHBI 3asBJIECHbI (3HAHUS, YMEHHS,
MpaKTUYeCKUuil ombIT). [l yCenmHoro ocBOeHUs JUCHHUIUIMHBI CTYIEHTaM HEOOXOJMMO BBITTOJIHUTH
3a/laHus, MPEIYCMOTPEHHBIE padodel ydeOHOH MpOrpaMMON JUCIUILUIMHBI U TTPOUTH KOHTPOJIBHBIC
TOYKM B CPOKHM, yKa3aHHble B TexXHOJormdyeckoi kapre (paszmen 11). OT kauecTBa M TMOJHOTHI HX
BBITIOJIHEHUS OYyJeT 3aBUCETh YPOBEHb C(HOPMUPOBAHHOCTH KOMIIETEHLIIMM M OIICHKAa TEKyIleH
ycreBaeMocTH 1o aucuuiuinHe. Ilo wToram Tekyied ycrneBaeMOCTH CTYAEHTY MOXET ObITh
BBICTaBJICHA OLIEHKA 10 IPOMEXYTOYHON aTTECTAllMM, €CIU ATO MPEAYCMOTPEHO TEXHOJIOTUYECKON
KapToil aucuuminHbl. CHUCKM yd4eOHBIX OCOOMH, HAay4YHBIX TPYAOB, KOTOpPBIE CTYAEHTaM CIEIyeT
IIPOYECTh M 3aKOHCIEKTUPOBATh, TEMbl IPAKTUYECKUX 3aHSATHM M BONPOCHI K HHUM, BOIPOCHI K
TddepeHINPOBAaHHOMY 3a4eTy U JIpyrue HeoOXoJuMble MaTepHualibl yKazaHbl B pa3pabOTaHHOM JUIs
JAHHOM MCUUIUIMHBI y4€OHO-METOANUECKOM KOMILJIEKCE.

OcHoBHOM (hopMO OCBOEHUS JUCLMIUIMHBI SBIISETCA KOHTAKTHAs paboTa ¢ IPEernojaBaTesieM -
JEKUUH, TPAKTUYECKUE 3aHATUS, KOHCYJAbTAMU (B TOM YHCIIE€ WHIMBHJAyaJIbHBIE), B TOM 4YHCIIE
IPOBOJIMMBIE C TPUMEHEHNUEM JAUCTAHIIMOHHBIX TEXHOJIOTUH.

Ilo pgucuuMminHe dYacTh TeM (pa3genoB) M3ydaeTcs CTYIEHTAaMHU  CaMOCTOSTENBHO.
CamocrosTenpHas paboTa mMperycMaTpUBaeT MOJIrOTOBKY K ayIUTOPHBIM 3aHSATHSM, BBIIIOJIHEHUE
3aJaHuil (IMChMEHHBIX padoOT, TBOPYECKMX MPOEKTOB U Jp.) IMOATOTOBKY K HPOMEXKYTOUYHOMN
aTTeCTaluy (3a4ETy C OLCHKOM).

Ha 7nexuMOHHBIX M TNPAKTUYECKUX 3aHATHSX, BbIPAOATHIBAIOTCS HAaBBIKK W YMEHUSA
oOyJalonmxcsd N0 IMPUMEHEHHUIO TMOJYyYEHHBIX 3HAHUM B KOHKPETHBIX CHUTYallMSX, CBSI3aHHBIX C
Oynyieil npodeccuoHanbHON JeaTeNIbHOCThIO. [l0 OKOHYaHMM M3YydeHHS JUCLUIUIMHBI HPOBOAUTCS
MPOMEXYTOYHAs aTTeCTAlUs (3a4eT C OLICHKOM).

PerynapHoe mnoceuieHre ayIUTOPHBIX 3aHATHH HE TOJBKO CHOCOOCTBYET YCIEHIHOMY
OBJIAZICHUIO 3HAHMSMU, HO M IIOMOTaeT OpraHU30BaTh BpeMs, T.K. BCE BUJIbl YYEOHBIX 3aHATHIM
pacnpenesieHbl B CEMECTPE INIAaHOMEPHO, C YIETOM HEOOXOIUMBIX BPEMEHHBIX 3aTpar.

ITpy npoBeaeHUM 3aHATUI UCIIONB3YIOTCS CIIal1-JIEKIUH 110 BCEM TeMaM JUCLUILINHBI.

6.1 MeToanuyeckKue YKazaHusa JJadd oﬁyqamumxca nmo OCBOCHHIO /JUCIMILVIMHBI Ha
MPAKTHYECCKUX 3AHATHUAX

[IpakTnyeckue 3aHATHS 00yJaroMXcsi 00eCIeUnBalOT:

- IPOBEPKY ¥ YTOYHEHHUE 3HAHNH, TIOTy4EHHBIX Ha JCKIUIX;

- TIOJyY€HUE HABBIKOB COCTaBJICHHUS JOKIAJOB U COOOILEHUH, OOCY)KIEHHsSI BOIPOCOB IO
y4eOHOMY MaTepuany AMCHHUILINHEI;

- o0CyXaeHue BOIPOCOB B ayJUTOPUH, pa3lelCHHONH Ha Irpynmnbl 6 - 8 oOydarommxcs JnOo
UHIANBUAYAIbHBIX]

- BBITIOJTHEHHE MMPAKTUYECKUX 3aJaHU 110 COCTABICHUIO U O(DOPMIICHHUIO IOKyMEHTOB;

- TOJABEJCHHUE UTOTOB 3aHITHI MO PEUTHHTOBON CHCTEME, COTJIACHO TEXHOJOTMYECKOH KapTe
JAUCHUIIIINHBI.
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Conepxxanue 3aJaHuil ISl NPAKTHYE CKUX 3aHATHH

HpaKaneCRoe 3aHgaTHE 10 Teme 1. l[OKyMeHT H CUCTEMBbI JOKYMCHTAIINHU

Bonpocul ons oocyacoenus:

1. Yro Takoe JOKYMEHT M KaKOBBI €ro (h)yHKIIUHU?

2. Yto Takoe JETIOMPON3BOJCTBO U TOKYMEHTHPOBAHHOE 00CCIICUCHUE YITPABICHHUS?

3. Kaxwue sranbl cTaHOBIEHUS IEPEKUIIO JEOMPOU3BOICTBO B Poccun?

4. Uro Takoe «CUCTeMa TOKYMEHTAIlUM» U «yHU(PUITMpOBaHHAS CHCTEMa JOKyMEHTAITUN»?
5. B gem 3axmovaercs cyTh yHU(GUKAIIUN ¥ CTAaHAAPTU3ALHUH B JEIIONPOU3BOJICTBE?
Jluteparypa: 1-3, 8, 9,

HpaKaneclcoe 3aHsATHE MO TeMme 2. lepaB.nqueCKaﬂ AOKYMEHTalus

Bonpocwt ons obcyscoenus:

1. KakoBo naznauenue 'OCT P 6.30 — 2003?

2. KakoB coctaB pekBu3uToB, onpeaensiemprx [OCT P 6.30 — 2003?

3. Uro npexacrasisieT coboil 61aHK J0KyMeHTa?

4. KakoBbl TpeOOBaHUS K M3TOTOBJICHUIO, YYETYy, HMCIIOJIB30BAHUIO M XPaHEHUIO OJAHKOB C
BocnpousBereHreM ['ocynapcrBenHoro repba Poccuiickoit denepanuu u repOoB CyOBEKTOB
Poccuiickoit ®enepanun?

5. Kakuie MeXCTpOYHbIE HHTEPBAIBI IIPUMEHSIOTCS TPH O(POPMIICHUN PEKBU3UTOB?

6. Kaxue pazmepbl Oymaru paspelieHbl K IPUMEHEHHIO B IEIONPOU3BOACTBE?

7. Kakue pa3mepsbl 110J1€H UCIOJIB3YIOTCS B JOKYMEHTAX?

8. Kakue cnocoObl mpuMeHstoTes npu oGopMIeHUN 1at?

9. Kak oopmisiroTcst B TOKyMEHTaX TaOJHITBI U BHIBOJIBI?

Jluteparypa: 1-4, 8, 9.

IIpakTu4yeckoe 3ansitue 1o reme 3. CocrapiieHne u 0 opMiIeHHE OCHOBHBIX IOKYMEHTOB

Bonpocwt 0n1 0o6cyscoenus:

1. Kakue qOKyMEHTBI OTHOCATCS K OpraHU3aI[MOHHBIM?

2. B uem 3axmioyaercs 0COOCHHOCTh O(OPMIIEHHUS 3ar0JIOBKa K TEKCTY B OPraHM3allMOHHBIX
JIOKyMEHTax?

3. Korma opranu3aimoHHbIe JOKYMEHTBI IPUOOPETAIOT IOPUINUECKYIO CHITY?

4. Kak cTpouTcs TEKCT B OPraHU3allHOHHBIX JOKYMEHTaXxX?

5. Kak monro aeicTByeT OpraHM3allMOHHBIA JOKYMEHT? MOXXHO JIW BHOCHUTH U3MEHEHHS B
TEKCT OPraHU3aLHOHHOIO TOKyMEeHTa?

6. Kakue cBeieHMs 1OIKHBI COAEPIKATHCS B TEKCTE YUPEAUTENbHBIX JOKYMEHTOB?

7. C Kako# LIeJIbI0 CO3/Ial0TCSl TUIIOBBIE U IPUMEPHbBIE OPraHU3allMOHHBIE JOKYMEHTHI?

8. KakoBa cTpykTypa TEeKcTa MOJIOXKEHUS 00 OpraHu3aIium?

9. B ueM cOCTOMT pa3nuyue TaKuX JOKYMEHTOB, Kak IITaTHOE pacluCaHHe U CTPYKTypa,
1IraTHas YUCICHHOCTH?

10. Tlouemy HOMKHOCTHASE MHCTPYKIMSI HE COCTaBJSETCA Uil KAaTETOPUH  CIYyKalMX
«pykoBoUTENU»? UTO TOMKHO COACPHKATHCS B TEKCTE KAXKIOT0 paszzesia JOKHOCTHON MHCTPYKIIUM ?

11. Kakue BuIBI OpPraHU3AIUOHHO-PACTIOPATUTEIBHBIX JOKYMEHTOB  OTHOCSTCA K
pacnopsiAuTEIbHbIM?

12. [loueMy pacnopsiiMTeNbHbIE JOKYMEHTBI OTHOCSTCS K IIPABOBBIM aKTam?

13. Korma pacniopsauTenbHbIE TOKYMEHTHI BCTYAIOT B CHITY?

14. Kak paznuuatorcs o cepe AeiicTBUS pacopsiuTeNbHbIe JOKyMEHTHI?

15. Yro sBasieTcs OCHOBAHUEM JUIsl PACIIOPSIIUTENBHOIO T0KYMEHTA?

16. Kak cTpoHTCst TEKCT pacTOPSAAUTEIHHOTO JOKYMEHTA?

17. Kakue opranbl IpUHUMAIOT IOCTAHOBJIEHUE?

18. B kxakoii opme H31aI0TCSI COBMECTHBIE PACTIOPSAUTEIBHBIE TOKyMEHTHI?

19.11o xakuM Bompocam U3AAKOT PACIOPSHKEHUS U YKa3aHUs?
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20. Kakue 7OKyMEHTBI OTHOCSTCS K TPYIIIE CIIPaBOYHO-HUHGOPMAITTOHHBIX?

21. Ha xaxux OnaHkax o(opMIISIOTCS CIIPAaBOYHO-UH(OPMAIIMOHHBIE JOKYMEHTHI?
22. Kakue ObIBaOT BUJIBI TPOTOKOJIOB, U YEM OHU OTJIMYAIOTCS JIPYT OT Apyra?

23. Kak odopmitsieTcss BHEIHsIsSI JOKIaAHAS 3amucKa’?

24. Yrto BXOAUT B COCTAB KaJPOBON JOKYMEHTAINH?

25. Kakasi moKyMeHTaIUs UCTIONB3YeTCs MPU MpremMe Ha padoTy?

26. Kakumu oxkymeHTaMu oGopMIISIETCSl TIepeBO] paOOTHUKA?

27. KakoB cocTaB JOKyMEHTAIlMH, UCIOJIB3YeMOM NpU YBOJIFHEHUU paOOTHUKA?
28. KakoBbl 0c00€HHOCTH O0(OpPMITCHHUSI TPUKA30B 10 TUIHOMY COCTaBY?

IIpakmuueckue 3a0anus:

1. PazpaboraiiTe TOJOXKEHHS O IJIAHOBO-KOHOMHUYECKOM OT/ENE, OT/eNe MAapKEeTHHTA,
otene cObITa, OyXraJITepuy, TEXHOJIOTMYECKOM OTJIeNe, OT/ee KayecTBa, oTAesie MH(POpMallMOHHON
0€30MacHOCTH, OTHeNe MPoJaX, (MHAHCOBOM OT/eNe, TPAaHCIOPTHOM OT/IEeNe, OT/eNIe IOTUCTUKU U T.
I

2. PaspaboTaiiTe JOKHOCTHBIE MHCTPYKIIMH: PAOOTHUKA MJIAHOBO-3KOHOMHYECKOTO OT/ena,
paboTHHMKA OTIeNa MapKeTHHra, SKOHOMHUCTAa MO TPyAy, OTnAena MHGOPMAMOHHON Oe30macHoCTH,
OTJena NpoJax, OyXranTepuu, oTAesa KauecTBa, TPAHCIOPTHOIO OT/eNa, OT/AENA JOTUCTUKA U T.II.

3. CocraBbTe J1Ba IpHUKa3a 10 OCHOBHOM JEATEIbHOCTH MPEATPUATHSL.

4. CocraBbTe HECKOJIBKO CITPaBOYHO-UH(OOPMAITMOHHBIX JIOKYMEHTOB.

5. CocraBbTe MOJHBIA KOMIUJIEKT JOKYMEHTOB JIMYHOIO MPOMCXOXKICHHS, YYUTHIBAIOIMX
IpUeM Ha JOJDKHOCTb, IEPEBOJ BHYTPH OpraHM3alllMH, YBOJbHEHHE C O(OpMIIEHHEM 3amuceil B
TPYAOBOU KHHUXKKE.

Komnuiekr BKItOYaeT cienyrolme JOKyMEeHTHI:

—  pe3roMe;

—  3asBIICHHE;

— ankera (aBTOOMOTpadus);

—  TPYIOBOH KOHTpPAKT;

—  TIpHKa3 O MPUEME;

—  3aIUCh B TPYIOBOW KHUXKKE;

—  odopMmIIeHIE JTUYHON KapTOUKU U JINYHOTO JIeIa;

—  3asBJICHHE O TepeBojIe (HOKIAIHAS YIIH CITy)KeOHas 3arrcka HadyallbHUKA MTOIPa3IeIICHHUs O
nepeBosie pabOTHUKA Ha APYTYIO JIOJIKHOCTD);

—  TIpHKa3 O MEepPeBO/IE;

—  3aHEeCEeHMeE 3aluceil B TPYA0BYIO KHMXKKY U JINUHYIO KapTOUKY;

— 3asgBieHMEe OO0 YyBOJbHEHUM (JOKIagHas WM Clay)keOHas 3alucKa HadalbHHKA
noipasiesieHusi 00 yBOJIbHEHUHU PabOTHUKA C yKa3aHUEM OCHOBAHMSI UJIH MPUYHHBI);

—  IpHKa3 00 yBOJbHEHUH;

—  3aHEeCeHMe 3amuceil B TPYAOBYIO KHMKKY U JIMYHYIO KAPTOUKY.

3a0anus ons cocmaenenus npuKazo08 no OCHOBHOU 0esmMeNbHOCIU NPEONPUAMUSL:

1. CocraBbTe NpHKa3 MO CTPOMTEIBHON OpraHM3allMy O CPBIBE CPOKOB CIAuyd JIOMa IO
MPUYMHE HECBOEBPEMEHHOIO BBIMOJHEHHUS paboT MO 31eKTpOMOHTaxy. [IpuunHON MpuoCTaHOBIEHUS
paloT ABMJIOCH TO, YTO AreHT IO CHAOXKEHHIO AJIEKTpOMaTepuaiaMu He BbIIIET Ha padoTy, B CBS3U C
4YeM NpeanpusTue He MOJIYYMiIo B ycTaHOBIEHHBIH cpok 300 merpoB kabens. B pacmopsautensHO
YyacTH MpHKa3za HEOOXOAUMO J1aTh yKa3aHME HA4aJbHUKY OT/e/la CHAOXKEeHUs O IPUHSITUU MEpP B Cllydae
OTCYTCTBUsI paOOTHHKA, HAXOMAIIErOCs B €ro NMOAYMHEHUU; PYKOBOAMUTENIO, OTBEYAIOLIEMY 3a ILJIaH
BEJICHHUSI CTPOUTEIHCTBA, — 00 0opMICHUH HEOOXOIUMBIX JOKYMEHTOB O IEPEHOCE CPOKOB Claud
o0OBeKTa.

2. CocraBpTe MpOEKT MNpHUKaza MO (akTy BO3ropaHUsi CKIAICKOTO XO3fiicTBa Ha
NpEeIIpUsITANA BCIEACTBHE 3aMBIKAaHUSI MPOBOJKHA, B CBS3M C YEM OpTaHHU3alUs MoHecna ymepld B
pasmepe 100 Teicsy pyOneit, a CTOPOXX TOJYYHUJ HWHTOKCHUKAIIMIO YrapHbIM Tra3oM. B
pacropsANTEIbHON 4YacTH IpUKa3a JaiTe yKa3aHUE O BBISICHEHMM IPUYMHBI MPOUCIIEANIETO U
UCIPABIICHUH JOMYIIEHHBIX O OOK.
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3. Hanunmrte nmpoekT nmpukasa 1Mo OpraHu3aliy, 3aHUMAalOIeCsl peaau3aiueil 1eTCKOro
NUTaHUs, MO TMOBOJY akTa Ha B3bicKaHue mrpaga B pasmepe 500 Thicsu pyOnel, cOCTaBIEHHOTO
ToproBoii MHCHEKUMEN B CBSI3M C OOHApYXEHUEM B MPOJa)Ke MIOPE C MOBBILICHHBIM COJCpKaHUEM
KOHCEPBUPYIOLIMX BEILECTB. B pacrmopsauTenbHOM YacTH CIEQYyeT YKa3aTh JOJDKHOCTHOMY JIMILLY,
OTBEYAIOIIEMY 3a TPOBEPKY CEPTU(UKATOB, O HEOOXOAMMOCTH MPUHSITH MEpHl MO HEIOMYLICHHIO
JTAHHOM CUTYallu¥ B JAJIbHEHIIEM.

4. CocraBbTe NpuKa3 M0 MICOKOMOMHATY O 3allyCKe B TEUEHHE JBYX MECSIIEB HOBOI'O LieXa
10 MPOU3BOACTBY MONy(haOpuKaToB. B pacmopsauTensHOM yacTH JaiiTe yka3aHue Ha HE0OXOIUMOCTh
COCTABJICHUS IITaTHOTO PACIMCaHUs, MPOBEIECHUS Habopa CIeUaTiCTOB, OPTaHU3AUH O0YICHHUS.

5. CocraBbTe NPOEKT INpHKa3za IO CO3JAHMIO OTAEla MapKeTMHIAa W pEKIaMbl Ha
npennpustuu. Jlaiite pacnopspkeHHe o Habope Ha KOHKYPCHOM OCHOBE CIEIHATUCTOB IO JAaHHOMY
HalpaBJIEHUIO, COCTaBJICHUU TIOJIOKEHUSI 00 OTHelle M JIOJDKHOCTHBIX HMHCTPYKLUMM, BHECEHUU
U3MEHEHHMs] B IUTaTHOE paclucaHMe, pacueTe 3apa0OTHOW IUIaThl, OOECIEYEeHMM MaTepUalbHO-
TEXHUYECKOH 0a3bl A7t paboThI OT/IENA.

6. CocraBbTe NMPOEKT IpHKa3a MO MICOKOMOMHATY O HEpalMOHAJIBHOM HCIIOJIb30BAaHUU
OTXOZIOB KOCTEH Iocie cpe3a MsAca. B pacnopsauTenbHON 4acTH JalTe ykazaHUE TOJDKHOCTHBIM
JHMIlaM HaWTH TOTpeOuTeNnel NaHHOW NMPOIYKIHMH, YCTAHOBUTDH IIEHY, HauOosee yIO0BJIECTBOPSIOLIYIO
MOKyIaTeseld, yCTAaHOBUTB IpauK OTIyCKa M TPAHCIIOPTUPOBKU IPOAYKIUU.

7. CocraBbTe NMPOEKT MpHKa3a MO paboTe CeTH MPOIYKTOBBIX Mara3uiHoOB O MJIAHUPOBAHUH
OoTKpbITHS Qrumana B ropone Ceizpanb. JlaliTe ykazaHue o0 WM3ydeHHHM pBIHKAa cObITa B JaHHOM
pervoHe, NpeAoCTaBIeHUN MHMOpPMAUU O KOHKYPUPYOUMX (UpPMaXx, BBISCHEHUU CPEJHETO YpOBHs
3apaboTKa MOTpeOUTENeH; YKAKUTE JOIDKHOCTHBIX JIMLI, OTHPABIISEMBIX B ATOT FOPOJl ¢ KOHKPETHBIMU
3aJJaHUSMH U CPOKAMHU HCIIOJIHEHUS; pPacHoOpsAIUTECh O MPOBEIECHUM (PUHAHCOBBIX PACYETOB Ha
pean3anuio TOr0 MEPOIPUATHSL.

8. CocraBpTe mpuKa3 TreHepaabHOro Jupekropa Henyonuynoro AO «Kopmer» 00
M3MEHEHUH rpaduka paboThl CiyXalmx oTaena Oyxranrepu. B koHcTaTUpYyrOIeH 4acTu yKaKUTE Ha
IIPOU3BOJCTBEHHYI0 HEOOXOIMMOCTh M HalWM4Me JOKIaJHOM 3alUCKM HadalbHHMKAa oTaena. B
pacropsauTeabHON YacTh 00paTHUTe BHUMaHUE Ha OPTaHU3AIMI0 CBEPXYPOUHOU paboThI B CyOOOTHHE
JTHU ¥ TIPEIIOKEHUS 110 UX OIUIaTe.

9. CocraBbre mpuka3 aupekropa HenyonanuHoro AO «CepBuC» O BbIIUIATE JIEHEKHBIX
CpeACTB Ha KOMaHJIMPOBOUYHBIE pacxojbl ydacTHHKaM Bcepoccuiickoro dopyma. JleHexxHbIe cpeacTBa
JOJKHBI OBITH BBITJIAYEHBI U3 PE3EPBHOIO (POHA OMJIaThl TPyAa B pa3Mepe ABYXCOT pyOisiel B A€Hb U
ThICSYU pYOJsiell Ha TPAHCIOPTHBIE PACXOIBI.

10.  CocraBbTe TpHKa3 O BHECEHMHM U3MEHEHHMH B  INTaTHOE  pacHHCaHHE
I[TAO «IInams» B CBs3U C mepenaveii 00beKTa Ha 00CTYKMBaHHNE BO BHEBEJIOMCTBEHHYIO OXpaHy.
11.  CocraBbTe HpHKa3 I€HEPATbHOTO AUPEKTOpa (UPMBI O JHUIICHUHM MPEMHUH 32 amnpeib

2017 roma B pasmepe 20% pabotHukoB otaena mapketuHra Jlanuna A.B., CemoBa II.O. 3a
HEeHaJUIeXKalllee MCHOJHEHUE CBOMX JOJDKHOCTHBIX OOsf3aHHOCTEH M HapylleHHE HCIOJIHHUTEIbCKOM
JUCLUILIINHBI.

12. CocraBpTe TpPUKa3 TE€HEPAIBHOTO AUpeKTopa GupMbl 0 HakazaHuu Bojautens [lerpoBa
A.B. Ha OCHOBaHMH akTa OIeHKH moBpexaeHni aBTomoousist BA3 1110 roc. Noe E909MB B pe3ynbrare
JOPOKHO-TPAHCIOPTHOTO TpouciecTBUs. HakazaHne HEOOXOAMMO NMPOM3BECTH IyTE€M OOBSIBICHUS
CTpOTOro BBITOBOpa M YyIepKaHUs W3 3apaOOTHOM NJIaThl BOAWUTENS JEHEXKHOW CYMMBI B pasmepe
15000 (! THICSY) pyOIIeH.

13.  CocraBbre mnpukaz aupekropa IIAO «Xpom» o0 mnpeMUpOBaHMH pPAOOTHUKOB
(¢unancoBo-3KoHOMHUUYeckoro otaena KMeanoBoir A.C., KypuaroBa A.K., MensmoBoit 1O0.M. u
CoxonoBa E.H. 3a ydactue B exeromnoM dopyme «TexHomoruu u skoHOMHKay. [Ipemus BbigaeTcs u3
(o2 MaTepHAILHOTO MOoMpPeHus B pazmepe 50% exeMecsIdHOTO JOHKHOCTHOTO OKIIaa.

14.  CocraBbre Impuka3 00 00s3aTENIbHOM MPOXOKAECHUM KypcOB IO IOBBILIEHUIO
kBanuukanun cexperapeir [TAO «Ipom» B mepuox c¢ 17.05.2018 mo 17.08.2018 mo axpecy:
r. Tonpsrru, yn. KommyHucruueckas, a.25.

15.  CocraBbTe mNpuKa3 AUPEKTOpa MPEANPUSTUS O NPEMUPOBAHUHU BCeX PaOOTHUKOB
(MHaHCOBO-3KOHOMHUYECKOTO OTJIeNa, CTaXK paboThl KOTOPHIX B HemyonnuyHoM AO «BeiMiien»
npeBbimaer 25 ner. [lpemus Bwimaercs w3 QOHIA MATepUATBLHOTO MOOIMPEHUs B pasmepe 60%
€XKEMECAYHOI0 JOJKHOCTHOTO OKIaja.
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16.  CocraBbTe NpuKa3 0 MPEMHUPOBAHUH PAOOTHUKOB IJIAHOBO-PKOHOMHYECKOTO OT/ENa 32
JOCPOUHYIO pa3paboTKy IlaHa 1o cObiTy npoaykuuu. Ilpemust Bwimaercs B pasmepe 40%
€KEMECSYHOTO JIOJDKHOCTHOTO OKIaga U3 (hOHIa MATEPHAIILHOTO MTOOIIPEHHUS.

17.  CocraBbTe NpHKa3 O pe3yiabTaTax peBU3NH (MHAHCOBO-XO35MCTBEHHOHN JEATEIBHOCTH B
2017 r. B IIAO «Bonra-cBs3p». B koHCTaTHpyIOIEel 4acTH yKaKUTe Ha HE0OXOIMMOCTh 00eCIeUeH s
L[EJIEBOTO  PACXOJOBaHUs CpeAcTB (enepanpHOro Oromkera W 3()PEKTHUBHOTO HCHOJIB30BAHUS
BHEOIO/DKETHBIX CPEICTB, a TakKe TMPECCUCHHs HapylmieHHH B (PMHAHCOBO-XO3SHCTBEHHOM
JeaTeNbHOCTH. B pacniopsauTensHoM yacTn 00paTuTe BHUMaHKE INIaBHOTO OyXraJiTepa Ha IMOBBIIICHUE
TpeOOBATENFHOCTH K paOOTHUKAM OyXraJdTepuud B YaCTH BEJICHHS OyXraJTepCKOTO ydera W
oryetHocTu. JlaiiTe 3ajaHue pabOTHHUKY, OTBEUAIOIIEMy 3a paboTy OyxranTepuu, Ha pa3paboTKy mep
0 YIyYIIEHUIO TOU paboTHI.

18.  CocraBbre mpuka3 mupekropa [TAO «Bonra-cBs3p» 0 NMpeMHpPOBAaHWHM PAOOTHUKOB
(¢uHaHCOBOrO OTHeNa 3a y4yacTHE B pa3pabOTKe IUTaHa TEXHUYECKOTO IEePEeBOOPYXKEHHUS U
pexoncTpykunn ATC-23. IIpemust Beinaercs u3 (GoHAa MaTepHaIbHOTO MooupeHus B pazmepe 5000
pyoIIen.

19.  CocraBbTe NnpuKa3z 0 IPEeMUPOBAHUM PAOOTHUKOB KaJPOBOTO OT/eNa aJMUHUCTPALlUU
Komcomonbckoro paiiona 3a sdexkruBHYI0O paboTy mo pa3paboTkKe TEKYIMX M TEpCHEKTHBHBIX
maHoB. [Ipemus Beinaercs u3 goHaa onsarsl Tpyaa B pazMepe 30% A0KHOCTHOTO OKJIa/1a.

20.  CocraBbTe NMpHKa3 O MPOBEJCHUH PEMOHTHBIX pabOT B 3JaHUU YIPABJIECHUS B CBSI3U C
BBIXOJIOM W3 CTPOSl CHCTEMBI BEHTHJIMU. B pacmopsimuTensHOW YacTH oOpaTHTe BHHUMaHUE Ha
NOPAAOK IPOBEACHUSI IOATOTOBUTENBHBIX paldOT, ONpEAEIUTEe CTPOrMe CPOKH BBIIOJIHEHUS
MOATOTOBUTENBHBIX U PEMOHTHBIX PaboT.

21.  CocraBpTe TpHKa3 TEHEPAIGHOTO JMpPEKTopa MYHHIIMIAIEHOTO  YHUTApHOTO
npennpustus «lIpou3BoacTBeHHOE OOBEIMHEHHE KOMMYHAJIBHOIO XO3sicTBa T.0. TOJNBATTH» O
BBIZICTICHUH JCHEXHBIX cpeicTB B pasmepe 200 Tbic. pyOneil Ha mpuoOpeTeHHne OPITeXHUKH JUIs
(rHaHCOBOIO OT/ENA.

22. CocraBbTe TpHKa3 TEHEPATBHOTO JHUPEKTOpa MPEANPHUATHS 00 OCYIIECCTBICHUHN
KOMITEHCAIITMOHHBIX BBIIIAT pabOYMM MPOU3BOJCTBEHHBIX IIEXOB B CBS3U C YXYIAIICHUSMH YCIOBHUM
TpyZa. Beimiatel ocymecTBistoTCsS U3 pe3epBHOro GoHaa B pasmepe 15% TapudHoil craBku.

23. CocraBpTe TIpHUKa3 TICHEPAIBHOIO JUPEKTOpa O TMPEMUPOBAHUU PAOOTHUKOB
(MHaHCOBOTO OT/AENA 32 JOCPOUYHYIO pa3pabOTKy MHBECTHIIMOHHOTO Inpoekra. [Ipemust BblaeTcs u3
(donaa MaTepuanbHOro nooipeHus B pazmepe 10% M0IKHOCTHOTO OKIaja.

24.  CocraBbTe MpUKa3 O BBeACHUM HOBBIX IlpaBun BHyTpeHHero pacrnopsaka. B
KOHCTaTHPYIOIIEW YacTH HEO0OXO0AMMO O0O03HAYMTh, YTO ILENbI0 COCTABICHUS INpPUKa3a SBIISETCA
ylIydlleHuEe TPYIOBOM IUCHUIUIMHBL. B pacnopsauTenpbHOW 4yacTH — yKa3aTh CPOKU BBEICHHS B
neiicreue [IpaBui, Ha3HaYUTh OTBETCTBEHHOTO 3a BBHINOJIHEHHUE JAHHOIO MPHKa3a.

25.  CocraBbre mpHKa3 00 0oOecreueHUH MPOTUBOIOKAPHONW OE30MaCHOCTH U YCHUIICHHH
OXpaHbl B NEPUOJ Mpa3AHUUYHBIX JHEH. Omnpenenure OTBETCTBEHHBIX 3a YOOPKY TEPPUTOPHH U
IIPOBEPKY COCTOSIHUSL 3jeKkTpoobopynoBanus. IlpemoctaBbTe CIMCOK JHI, NpeObIBaHHE KOTOPBIX
00s13aTeNBHO HA IPEIIPUSTHHN B TIPA3IHUYHBIC JTHHU.

26.  CocraBbTe TpHUKa3 TeHepaibHOTo nupekropa HenmyonuaHoro AO «KomMcomombCkuit
MSICOKOMOMHAT» O TOBBIIICHUH 3apa0OTHOM MJaThl Ha MATHAAUATh MPOLIEHTOB OT €XKEMECSYHOTO
JIOJDKHOCTHOTO OKJTa/ia pabOTHUKOB OTJIENIa MapKeTHHTa 32 d(hpeKTHBHOE MPOBEICHIE UCCIIEAOBAHNN
HOTPEOUTENBCKOTO PHIHKA.

27.  CocraBbre mpuKa3 reHepanbHoro pupekropa [TAO «'pang» 00 yBeIMUEHUU YCTaBHOTO
KanmuTasia oOmecTBa. B koHcTaTupyromed dyacTd ykaxuTe Ha pemenue OOmero coOpaHus
akuvoHepoB u IlonoxeHue o mopsake yBenaudeHUs (YMEHbBILEHHUs) YCTaBHOIO —KalMTaia,
yrBepxkaeHHOoe COBETOM JUPEKTOPOB OOIIECTBA.

B pacnopsiiutensHON 4acTH JalTe 3aJaHUS PYKOBOAUTENSAM, OTBEYAIOIMM 33 PErHCTPALIHIO
JIONIOJIHUTENIBHOTO BBINYCKa aklMi, 00 MH(QOPMUPOBAHUM pErMCTpallMOHHON manatel U HamoroBoit
WHCIIEKIIUU O BHECEHUHU M3MEHEHUH B yCTaB OOIIECTBA.

28.  CocraBbTe TpHKa3 HavYaJbHUKA YTPaBJICHHS IIKOJI O TOJrOTOBKE INKOJI OOJIACTH K
HOBOMY y4eOHOMY IOy /0 Hayaja 3aHATHI B yuyeOHbIX 3aBeneHuUsXx. JlaiTe 3ajaHue pabOTHHKAM,
OTBEYAIOIIMM 33 PEMOHT IIKOJI, Ha MPUHATHE Mep MO YAYYIICHHIO COCTOSHUS yIeOHBIX 3aBEJICHHUI B
o0nactu.
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29. CocraBpTe IpHKa3 O Mepax II0 YCTPAaHEHHWIO IOCICACTBHH TMOXKapa B OTHEle
MapketuHra Ha npeanpusatuu OO0 «CenHay.

B koHcTarupyroleil yacTM yKa)kKUT€ B KaueCTBE MPUYMHBI II0Kapa OTCYTCTBHUE IOJKHOIO
MHCTPYKTa)ka 110 MOXapHOW 0€3011aCHOCTH.

B pacnopsianTensHo# yacTH oOpaTHTe BHUMaHUE Ha JEWCTBUS paOOTHUKOB MPEANPUSITUS 110
AUKBUAUMM Tokapa. CrenaiiTe BBITOBOpP HayalbHHMKY OTJAENa MO MOXapHOMl Oe30macHOCTH
npeanpusituss OO0 «Ceanay. [lpumute Mepsl MO MPOBEACHHUIO B AAIbHEHINIEM HHCTPYKTaXKa IO
MOXKapHOM 0e30MacHOCTH cpelu pabOoTHHUKOB mpeanpusatvs. Hamo taiwke oOpaTuTh BHUMaHUE Ha
BBIJAUy JICHEXHBIX CPEACTB U3 OyXralTepuu MNPEaIpHUsTHs, KOTOpble HEOOXOAMMO HAIpaBUTh Ha
YCTpaHEeHHU s MOCIIEACTBUN MOXKapa.

30.  Cocrasbre npuka3 o 3akmodennn npeanpustueM OO0 «Cenna» goropopa (GakropuHra
¢ «HUKoitm» —6ankoM.

B koHcTaTupyromeil yactu yKakuTe O HEOOXOAMMOCTH HajiM4uus CBOOOJHBIX JE€HEXKHBIX
CPEICTB B PACIOPSLKEHUH NPEATPUSITHSL.

B pacnopsauTenbHON YacTH yKaXXUTE 3Tarbl 3aKIIOYEHHUs J0roBopa (aKTOpuHTa ¢ OaHKOM
(mpenBapUTENbHOE COIJIAIIGHUE W HEMOCPEACTBEHHOE 3aKIYeHHE [OroBOpa), a TaKKe MephI
omoBeueHuss  npeanpusatus — nokymarens OOO  «[Ipomusnat», Ubl0  33J0HKEHHOCTh
0O00«Cenna» mpomaet 6anky. HeoOXoauMo nate 3agaHue Mo MPUHATHIO U YUETy JCHEKHBIX CPEJICTB,
INOCTYNUBIIMX OT OaHKa, Ha OanaHce MPeANnpUsTHS.

31. CocraBpTe  mWpUKA3  JUPEKTOpa  3aBoJAa O  INPEMHPOBAHUU  PaOOTHUKOB
IIPOU3BOJCTBEHHOIO I1€Xa 3a BBICOKYIO IPOM3BOAUTENIBHOCTh TpyJa U JOCPOUYHBIH BBIIYCK
nponykuuu. [Ipemusi noimkHa BbIIaBaThes M3 (JOHAA MaTEpUANBHOIO MoolpeHus B pazmepe 70%
€XKEMECSIYHOI0 JIOJKHOCTHOI'O OKJIaja.

32. CocraBwte npuka3 aupekropa OO0 «Iporpecc» o pesynbraTtax aHaimn3a (UHAHCOBOTO
COCTOSIHMSL ~ Hpeanpustus. B KkoHcTatupyromed — uyacTh  HEOOXOAMMO  yKa3aTh  Ha
HEY/JOBJIETBOPUTENIbHBIE PE3YyNbTaThl, MOJYyYEHHbIE B XOJ€ aHanu3a ¢uHaHcoBoro cocrostHus OO0
«[Iporpeccy», mpoBeneHHOTO (UHAHCOBBIM OTAenoM 1o utoram 2017 roma. B pacmopsauTensHOM
YacTH yKa3zaTb Ha HEOOXOJMMOCTH MPOBENEHUS COBELUPAHHS IO pe3ylbTaTaM aHaiu3a (UHAHCOBOTO
cocrostaust OOO «IIporpeccy, 00s3aTh HaYaIbHUKA (PMHAHCOBOTO OT/IENIa BHICTYIUThH HA COBELIAHUH C
JOKIIAZioM, OTPaXAlOIMM  pe3yiabTaThl aHalu3a (UHAHCOBOTO COCTOSHUS MNPEANPUATHS U
MPEATIOKEHUSIMU o MOBBIIICHUIO ¢rHAHCOBOM YCTONYMBOCTH
O0OO «lporpeccy. Tawke 00s3aTh PYKOBOOUTENEH KOHKPETHBIX CTPYKTYPHBIX IOApa3AeiIeHUui
BBICTYIIUTh Ha COBEI@HUU C MPEUIOKEHUSIMH IO IMOBBIILIEHUIO KOHKYPEHTOCIIOCOOHOCTH
NPEeIIpUITUS, 10 YIY4YIIEHHUI0 €ro (MHAHCOBOTO COCTOSHUA. KOHTpONb 3a MCIIOMHEHHEM MpHKa3a
BO3JI0KHTh HA UCIIOJIHUTEIBHOIO TUPEKTOpA.

33.  CocraBbTe npuka3 006 UTorax paboThl MJIaHOBO-IKOHOMHYECKOro otAena B 2018 rony B
[MTAO «Tpancdopmartop». B KoHCTaTHPYIOIIEH YacTH YKaKUTE Ha HECBOEBPEMEHHOE IPEOCTaBICHUE
CeLHaIMCTaMU OTYETOB O padoTe MPEeANPUATHS PyKOBOAUTEIIIO MIJIAHOBO-9KOHOMHUYECKOTO OT/eNa, B
pacnopsAUTENbHON YacTH 00paTUTe BHUMAaHUE PYKOBOJMTENECH Ha MOBBIIIEHHE TpeOOBaHUI B YacTu
00513aTENIbHOCTH MPEAOCTaBICHUS OTYETOB O paboTe MPEIIPUATHS B CPOK.

34.  CocraBbTe mpHuKa3 o0 HakazaHuu padboTHHKOB ITAO «ABTOkap». B koHcTaTupyromei
4acTH YKaXHUTE Ha HapyumeHue nyHkra 4.6. IlpaBun BHyTpeHHero TpyamoBoro pacnopsiaka ITAO
«ABTOKap» MHKEHEPOM-3KOHOMHUCTOM MPOU3BOJICTBEHHO-3KOHOMUYECKOTO oTaena [laBnossiM B.B. u
MHXEHEPOM-TEXHOJIOIOM TeXHOIorn4yeckoro oraena Kauanosoii
M.1O. B pacniopsaAMTeNpHON 4acTH YKa)KUTE HAa HEAOCTATOYHBIM KOHTPOJIb 332 TPYAOBOM M CLHUILIMHON
B CBOMX KOJUIGKTMBaX HauYaJIbHUKOB IPOU3BOJICTBEHHO-DKOHOMHUYECKOTO M TEXHOJIOIMYECKOro
OT/IEJIOB.

35.  CocraBbTe mpHKa3 0 mpoBeaeHHHN pektaMHoi kammanuu [TAO «ABtokap» B mae 2018
. B CBSI3U C pacllMPEHUEM BBIIYCKa HOBBIX BUJIOB MPOAYKIUU U €€ MPOABUKEHUU HA HOBBIE PHIHKU
cObiTa. B pacnopsauTenbHOl uyacTu oOpaTuTe BHHMaHME Ha TIOBBIIIEHHE TPeOOBATEIBHOCTH K
HHPOPMUPYEMOCTH TIOTpeOUTENIEH O MPEHMYIIECTBAX KauyecTBa W OTIUYMTEIBHBIX CBOWCTBAX
pexknaMupyemMbix ToBapoB. JlaliTe 3amaHue OTAENy MapKeTHHTa pa3paboTaTh IUIAH PEKIAMHOU
KaMITaHUH.

36. CocraBpTe TmpUKA3 O TPOBEJICHUH HMTOTOBOWM aTTECTAllMd PYKOBOIUTENEH U
CHennanucToB arTectaiimoHHon komuccueit B 2018 roay B [TAO «<ABTOBA3».
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B koHcTaTupyromEeld 4YacTH YKa)KUTE Ha HEYAOBJIETBOPUTENBHBIA Ppe3ylbTaT MPOBEACHHOMN
UTOTOBOM aTTecTalliy PYKOBOAUTENIEH U CIIEUAIUCTOB OTAEIA KaIpOB.

B pacniopsauTensHONM 4acTH JalTe 3alaHUE aTTECTALIMOHHON KOMUCCHM COCTaBUTh IIPOTOKOJI O
MIPOBEICHHOM HWTOrOBOW AaTTECTAllMM PYKOBOJWUTENEH W CHEUUAIMCTOB OT/AENa KaJpoB, MPOBECTH
MMOBTOPHYIO UTOTOBYIO aTTECTALMIO B Cpok 10 15.06.2018.

HasnaubTe Ha MOJDKHOCTH HaudaldbHUKAa OOpO 1O paboTe €O CIyKalMMH OT/AeNa KaJIpoB
CHELMANNCTA C BBICOKUM PE3yJIbTaTOM UTOIOBOU aTTECTALMU.

3aoanus ons cocmasneHus cnpagoyHO-UHDOPMAYUOHHBIX OOKYMEHMOB.!

1. CocraBbre JowIagHyro 3anucky Oyxranrepa Tumonmuoi W.II. rmaBHoMy Oyxrantepy
00O «Pybun» bubuueny ILI1. o npoussenennoit Tumonmuoit N.I1. mpoBepke BbINIONIHEHUS NpUKa3a
mupekropa ot 00.00.0000 Ne 92 «O cocTossHUM OyXranTepcKOro ydeTa Ha CTPOUTENbCTBE 0as3bl
oTapIxa B paiione JKuryneBckoro Mops». B mpukase ObLIM yKa3aHbl KOHKPETHBIE CPOKU JTMKBU AU
HEJI0CTAaTKOB, OOHApyKeHHBIX B ceHTs0pe 2018 roma. B mokmaaHo 3amucKe TOJKHO OBITH OTMEUEHO
BBINIOJTHEHUE BCEX IYHKTOB IpHKa3a, 32 HCKIIOUEHHUEM IYHKTOB 00 OpraHu3alUM pPaBHOMEPHOM
©XKEHEBHOW clauu pabounMU HapsAnoB Oyxrantepuu. BoisBieHo, 4To 25 okTs0pst ObLIO CIAaHO TOJBKO
35,2% Bcex HapanoB. OcrtanbpHble Hapsasl caaHbl 1 HOsOps. [lo rpaduky cpok ciaum mocieaHHuX
HapsII0B 32 MPOLUIBII MECSI] YCTAHOBJIEH MIEPBOTO YMCIIA CIEIYIOLIET0 MeCsLa.

2. CocraBbTe JOKITAIHYIO 3allHCKy TIIABHOTO OyXrajarepa JUPEeKTopy 00 uTorax paboTHI 1Mo
LEHTPAM3AIMA pacdyeToB ¢ pabounmu u ciayxanmmu Bl 3aBoma. llenTpanu3zanus pacyeToB gana
BO3MOKHOCTh IE€PEBECTH Ha JpPYryl0 paboTy MATh OyXrajJTepoB II€XOB, YMEHBIIMTbh OIMOKH B
pacuerax ¢ pabouMMHU W CIyXAalWMH{, YCHJIUTh KOHTPOJIb 32 pacxoJoBaHWeM (OHIOB 3apabOTHOM
niatel. B 3akmoueHrne HeoOX0IMMO MMOCTaBUTh BOIPOC O MPEMUPOBAHHUHU PAaOOTHUKOB OyXralTepuu 1
BILl, obecneunBaronmx Mepexo]l Ha LEHTPATU30BAHHBIM pacueT 3apabOTHOM IJIaThl MO 3aBOAY.
OcranbHble TaHHbIE YKAKUTE CAMOCTOSITEIBHO.

3. CocraBbTe JOKIAAHYIO 3aIUCKY CEKpeTapsi-pedepeHTa pyKOBOIUTEIIO PEANPUATHS 00
yrepe CrenanoBsiM ['.M. mucema-3anpoca, MOCTYNHUBIIETO B a/Ipec MPEANPUATHS JIBa MecsIa Ha3a/l.
4. CocraBbre u opopmute tenerpammy AO «fOuucu6» camapckomy npennpustuio OO0

«Kpucranm» o MOJHOM OTKa3e OT OIIAThl 32 MOCTYNHUBIIYIO MPOAYKIHMIO B CBS3M C TE€M, YTO 3Ta
NPOAYKIUS He OblIa 3aka3aHa. OcTalbHbIE JaHHBIE YKAKUTE CAMOCTOSITEIIBHO.

5. CoctraBpTe  OOBSCHUTENBHYIO  3allMCKy HadaJdbHUKA  OTJENAa  PYKOBOJUTEIIO
npeanpusaTus o (akTe HEBBIIOTHEHUS PACIOPSHKEHUS O MOHTaKe O0OpYIOBaHMS Ha YYacTKE IO
MPUYMHE CJIa00T0 KOHTPOJISI CO CTOPOHBI INIABHOTO MEXaHHUKA.

6. CocraBbTe OOBICHUTEIBHYIO 3aIMCKY O IPUYHUHAX HECBOEBPEMEHHOCTHU MPECTABICHHUS
nH(opMauu 0 BHIITOJIHEHUHU MTPHKa3a AUpeKTopa. OcTanbHble PEKBU3UTHI YKAKUTE CAMOCT OSITEIBHO.

7. CocraBpTe JOKIQJHYIO 3allUCKy HadaJlbHUKA IJIAHOBO-SKOHOMHYECKOTO OTAesa
PYKOBOJUTEINIO MPEANpUsTUs 00 00eCrieYeHUH OT/elNa YeThIPbMS KOMIBIOTEPaMH.

8. CocraBbTe NPOTOKOJ 3acelaHus WHBEHTAPU3ALMOHHON KOMHCCHM 3aBOJa Ia30BOM
anmapaTypbl, Ha KOTOPOM paccCMaTPHUBAJICS BOIPOC O pe3y/bTaTaX WHBEHTApU3AIlMU MO ckiaxy Ne2
BCIIOMOTATeNIbHBIX MaTepuaioB. Ha 3acemanum ObUIO NPUHSATO pelieHHEe 00 YTBEPKIACHUU
pe3yabTaTOB MHBEHTApU3alldd W OTHECEHMM 3a CUeT 3aBEIYIOIEro CKIaJoM HeI0CTauu
BCIIOMOTaTENIbHBIX MaTePUAIOB B cymMMe 365 MIIH. pyO., a Taroke 3a4MTaHbl CIIMYUTENbHAS BEJJOMOCTh
no ckiany Ne2 u oObsICHUTENbHAS 3aUCKa 3aBEIYIOLIETO CKIaIOM.

9. CocraButh mpoTOKON 0OmEero cobpanus pabdounx I[IAO «Tpancdopmaropy», Ha
KOTOPOM OOCYKIQJICSI BOIPOC O CO3JaHUM HOBOTO II€Xa IO IPOU3BOJCTBY BCIIOMOTATEIBHBIX
MaTepuaioB, HEOOXOAMMBIX JJIsi OCHOBHOTO Mmpou3BojcTBAa. Ha coOpanum Oblia 3aciyiiaHa
nH(OpMaIUs UCHOTHUTEIBHOTO JUPEKTOPa O BO3MOXHOCTH CO3JaHMSI HOBOTO I[e€Xa M MEPCIIeKTUBAX
ero pabotsl. Ilociie obcyxaeHus ObIIIO MPUHATO PELICHUE MOPYYUTh UCIOJHUTEILHOMY AUPEKTOPY U
€ro 3aMECTUTEINII0 MO CTPOUTENBCTBY B T€UeHHE | roja pa3BepHYTb pabOThl U BBIACIUTH I 3TUX
neneit 1000 ToIc. pyo.

10.  CocraBbTe TPOTOKOJT MPOW3BOJCTBEHHOTO COBEUAHHS pPAaOOTHUKOB TILIAHOBO-
HSKOHOMMUECKOTO OTJIeNIa 3aBOJia MEANIIMHCKUX IpernapaToB, Ha KOTOPOM ObIJI pacCMOTPEH BOIPOC O
JOCPOYHOU pa3paborke ¢uHaHcoBoro miuaHa Ha 2018 rox. Ilocie oOcykneHUs MPOU3BOACTBEHHOE
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COBEIlAHKME MPUHSUIIO pellleHue pa3padoTaTh (MHAHCOBBIN IUJIAH HA TPU JIHS paHblIe YCTaHOBJIEHHOTO
CpoOKa.

3aoanus ons cocmasnenus OOKyMeHmMOo8 AUUHO20 NPOUCX 0OHCOEHUS!

1. Hanunmre npukas reHepaabHOTO AUPEKTOpa aKIMOHepHOro obmectBa «Camapa-Typ» O
npueme Bac Ha paboTy OyxrantepoM (MEHEIKEpOM, MPOrpaMMHUCTOM, aIMUHUCTPATOPOM TOCTHHULLBI).

2. CocraBbTe mpukaz o0 ocBoOoxaeHHH Bac OT padborel B OO0 «Opbuta» B CBS3U C
repees3ioM Ha HOBOE MECTOKUTENIbCTBA.

3. CocraBbTe TpHKa3bl: a) 0 mpueme Ha pabory Oyxranrepom MBanosoii WM.IL; 6) o6
yBoiapHeHuM MBanoson IM.II. mepeBone B Apyryro opraHuzanuio. [Ipyrue pexkBU3UTHI yKaXUTE
CaMOCTOSITEIBHO.

4. CocraBbTe XapaKTepUCTHKY-pPEKOMEHJAIMI0 Ha pabOTHHMKA BaIlero MPEANpPUATUS IS
MOCTYIUICHHSI €r0 B aCUPaHTYpy TOMBITTHHCKON aKaJeMHH YIPaBJICHUS.

5. Hanmunmre 3asBieHME O NPEAOCTAaBICHWH BaM aJAMHUHUCTPATUBHOIO OTIIyCKa IIO
CeMEHHBIM 00CTOATEECTBAM.

6. Hanunmre aBTOOHOTrpaduio u pesrome, HEOOXOAUMBIE i OQOPMIIEHUS] TOKYMEHTOB
IpU MOCTYIIJIEHUHU Ha padoTy.

7. Odopmute 3amuch B TPYAOBOH KHUXKE 00 YBOJIBHEHHWH Bac: a) MO COOCTBEHHOMY

JKETaHWI0; 0) B CBSI3M C JIMKBHUAAIMEH TPEANPUSTHS; B) B CBSI3U C HECOOTBETCTBHEM TPEOOBAHUSM,
MPEeIbSIBIISIEMbIM K BBITIONTHSIEMOMN padoTe, BCIEICTBUE HEJOCTATOUHOM KBaTH(UKAIIUH.

8. CocraBbTe IPOEKT TPYAOBOIO JIOrOBOpA IO HaiiMy, OIJIaTe U YBOJIBHEHUIO paOOTHHUKA.
OcranbHble JaHHBIE YKAKUTE CAMOCTOSITEIBHO.
9. CocraBbTe mpuKa3 00 yBOJbHEHUU PAOOTHUKA B CBS3U C JIMKBUAIIMEH TTPEATIPUSTHS.

10.  CocraBbTe IpHKa3 0 IEPEeBOJIc paOOTHUKA HA APYIyI0 pabOTy BHYTPH OpraHU3aI[HH.
Jluteparypa: 1-4,5, 6, 7, 8, 9.

I[IpakTuyeckoe 3ansitue no reMe 4. Opranu3auus 10KyMeHT0000poTa
Bonpocul ons obcyscoenus:
1. Yro Takoe JOKYMEHTOOOOpPOT M  KaK  OCYIIECTBISETCS  mojacueT  oObema
JOKyMEHTOO0OOpoTa?
2. Kakue moToku JOKyMEHTOB MPHHSTO pa3inyaTh B COCTaBE JOKYMEHTO0OOpoTa?
KakoBbl OCHOBHBIE ATallbl U MPUHITUIIBI OPraHU3ANU JOKyMEHT0000poTa?
Kakast koppecroHICHITUS HE TTOIJICKUT BCKPBITHIO?
Kak omkHbI OBITh pacnpeesieHbl JOKYMEHTBI ITPH MX MPEABAPUTEIBHOM PaCCMOTPEHUH ?
Yro Takoe perucrpanus J0KyMEHTOB, M KAKOBa €€ OCHOBHAs 11€JIb?
Kakue moxyMeHTBI He TOJUIeXKAT perucTpanuu?
Kak peructpupyrorcsi OTBETHBIE IOKyMEHTHI?
Kak ¢gopmupyercst peructpanioHHbII HOMEP COBMECTHOTO JOKyMeHTa?
10 C KaKo# 1eJIbI0 CO37aeTCs B OpraHu3aIiii HH(POPMaIlMOHHO-TIOMCKOBas cucTeMa’?
11. KTo ocymecTBisieT B OpraHU3allid KOHTPOJb HCIOJIHEHHS JTOKyMeHTOB? KakoBa ero

©ooNO AW

enn?
Jluteparypa: 1-4,5, 6, 7, 8.

IIpakTuyeckoe 3ansaitue mo teme 5. CucremaTusanus 10KyMeHTOB
Bonpocul ons obcyscoenus:
1. Kakue TpeOoBaHMS NPEABSBISIOTCS K GOPMUPOBAHUIO APXUBOB MPEITPHSITHS?

2. Kak nomxHbI ObITH OGOPMIICHBI e ISl Iepeiaur B apXuB?
JIuteparypa: 1-4,5, 6, 7, 8.

IIpakTnyeckoe 3ansitue mo Teme 6. CoBpeMeHHbIe CHOCOObI M TEXHHKA CO3JaHUS
AOKYMEHTOB
Ilpaxmuueckue 3a0anus.

1. O¢opMHUTh OCHOBHBIC BHBI YIPABJICHUYSCKHX JIOKYMEHTOB C HCIIOJIb30BAHUEM
KOMITBIOTEpa U MHTETpHpOBaHHOTO NakeTa mporpamm Microsoft Office..
2. Opranu3oBaTh WHTEPAKTUBHOE IPOU3BOJICTBEHHOE COBEIAHHE C MOMOIIBIO MaKeTa

npUKIaaHbIX porpamm Outlook.
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Jluteparypa: 1-4, 7-8.

IIpakTuyeckoe 3anaTHE MO TeMe 7. /le10BbIe M KOMMepYeCKHe MUCbMa
Bonpocwer ons obcyscoenus:

1. Pacckaxkute, B 4eM OTIMYHSI OPUITHAITBEHO-ETIOBOTO CTHIISI OT APYTHX.

2. [IpuBeauTe yacTo BeTpevaronpecs: abOpeBuaTyphl CJIOB.

3. KakoBbl cTpykTypa (opMyssipa ¥ COCTaB PEKBU3UTOB JEIOBOTO MHCHMa?

Ilpakmuueckue 3a0anus.

1. CocraBbre nuceMo-ussemeHne [TAO«Okocan» AO «lapTHep» 0 mpUYMHAX 3aJEPIKKU
IIOCTAaBOK MAIlIMH ¥ 00OPYIOBAHMSL.
2. CocraBpTe MH(POPMALMOHHOE NHUCBMO O MPOJAKE YAaCTHBIM M TOCYIapPCTBEHHBIM

HNPEANPUATUSIM IEPCOHATBHBIX KOMIBIOTEPOB MO JOTOBOPHOM CTOMMOCTH M O BO3MOXKHOCTH
MPUHUMATD 3aKa3bl HA COCTABJIEHNE MTPOTPaMM.

3. CocraBpTe NUCBMO-IIPUIVIAILICHHE OPraHU3ALMOHHOTO KOMHUTETa «DKCIOLEHTP» C
NPEAJOKEHUEM  IIOCETUTh  MEXKIYHApOAHYIO  CIEHMAJIN3UPOBAHHYK)  BBICTABKy <« OKOHOMMS
MaTepUaIbHBIX W TOIIMBHO-IYHEPIETHUYECKUX PECYPCOB B CTPOMUTENBCTBE U IMPOMBIIUIEHHOCTH.
BeicTaBKa MpOXOIUT B MaBUJIbOHE BBICTaBOUHOIO KoMIutekca Ha KpacHoit Ilpeche.

4. CocraBbre rapantuitHoe nuceMo I[IAO «Oxocan» ITAO «Iporpecc» 00 okazaHUHU
TEXHUYECKON MoMouy B pa3paboTke pabounx ueprexeit HacocHou craHuuu. [TAO «Dkocan» mpocut
IPOU3BECTH 3Ty pabOTy HEMOCPEACTBEHHO Ha IJIONIAIKE.

o. CocraBbTe J0roBOpHOE nMCbMO O mnoanucanuu jporopopa OOO «CapHu» c¢
00O «Anekc» Ha MOCTaBKY CTPOUTEIbHBIX MAaTEPUATIOB.

6. CocraBpre muCbMO-0TBEeT TUnoOrpaduu usgarensctBa «Hayka» OOO «TpunHuka» o
BO3MO>KHOCTH BBIITOJIHUTH 3aKa3 Ha U3TOTOBJIEHHE OJAaHKOB Y4€Ta U OTYETHOCTH.

7. CocraBpre mucbMo-oTBeT OOO «CBeT» Ha MPOCHKOY CTPOUTEIHHOM MOHTAXKHOTO
npennpusitugs OO0  «'panaCtpoil» pa3paboTarb MHPOEKTHO-CMETHYIO JIOKYMEHTALMIO Ha
CTPOUTENBCTBO KUIIOTO JoMa B oc. [ToBomkckuit Camapckoit 00macTH.

8. CocraBbTe COBMECTHOE MUCBMO-OTBET OOJIACTHOIO YHIPABJIEHUS 3PABOOXPAHEHUS U
yIpaBJieHUs: (MHAHCOB U HAJIOTOBOW MONUTUKU aaMUHUCTpanuu LlenTpansHoro paiiona r.o. Tonpsttu
O BBIJICJICHUU JOTIOJIHUTEIBHBIX aCCHTHOBAHUN M3 00JaCTHOTO OIOJDKETa Ha OKa3aHHE MEIUIIMHCKON
IIOMOILM >KUTEJNSAM paiioHa.

9. CocraBbre mucbMO-0TBeT [TAO «CamapaxiuebonpoayKT» OTKPHITOMY aKIIHOHEPHOMY
obmectBy «CeprueBckuii» o Boiaenennu [1AO aBromanmusl YA3-469 non cnannoe B 2018r. 3epHo.
10.  CocraBbTe NHUCHEMO-TIPOCKOY CaMapcKOro 3aBOJa JKEJIE300€TOHHBIX KOHCTPYKIHM

aJIMUHUCTpallUd 00JacTH O BBIJACICHUHM JIMMUTAa Ha CTEKIOMIUTKy «Mpucka» B komumuectBe 50
TBIC.KB.M. JJISI OTIEIKA HapYKHBIX CTEHOBBIX MaHeneil cepur 135, koTOpble 3aBOJ HAYWHAET
BointyckaTh ¢ 2017 r. g [TAO «Camapactpoii».

11.  CocraBbTe nHuCcbMO-NPOoch0y Camapckoil MHKyOaTOPHO-TTHIIEBOTIYECKOW CTAaHIMU B
00JaCTHYIO aIMUHHCTPAIINIO O BBIJICTIEHUH CPEACTB M3 00macTHOTO OrokeTa B cymme 150 mutH. pyo.
JI0 Hayasa peaqn3alliyi MOJIOJHSKA MITUIIBI HACEICHHUIO.

12. CocraBbTe MNHCHMO-OTKa3 YTMPABJICHHUS NACCAKUPCKUX TMepeBo3ok 1o Camapckoid
obmactu OOO «Bekrop» 1Mo BONpOCy 00eCIeueHHs 3amacCHbIMU YacTSIMHU MapKa aBTOOYCOB. YKaKHTE
NPUYNHY OTKA3a.

13. CocraBbTe NTHUCBMO-TIPOCKOY CaMapCKOTO TYPUCTHYECKOTOo IeHTpa «Bonrape» B
KOMHTET 110 BHEHNIHEIKOHOMHUYECKOH IesITeIbHOCTH aIMUHUCTPAIlUU O0JIACTH C MPOCHOOH BBIACIUTD
auIeH3uio Ha BeIBO3 B 2017 1. neca B JIutBy B konuuectBe 5000 KyO. M, Tak KaKk OJJHUM U3 YCIOBUH
IOCTaBKM MeOeNn Ui TYPUCTHYECKOTO KOMILIEKca B BOJKCKOM 30HE OTIbIXa SIBJISETCS BCTPEUHAs
MOCTaBKa Jieca.

14. CocraBpre muceMo OOO «CamuHTek» B KOMUTET BHEIIHEIKOHOMUYECKUX CBS3EH
Poccuiickoit @enepanuu 0 HapaBJICHUSIX CBOCH JCSITENLHOCTH U € TPOCKOOH O BBIJCIIEHHU KBOTHI Ha
skcnopt B 2018 1.

15.  CocraBere nuceMo-mipock0y AO «Camapame0enb» B KOMHTET BHEIIHEIKOHOMUYECKUX
CBsI3el aJMUHUCTpalMu 0baacTu o BeiaeseHnu Jlunensun Ha nocraBky B Kurait 4000 ToHH MeTasia B
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CBS3M C 3aKIlOUYeHHEeM KoHTpakra ¢ JlangHckuM OOBEOIUHEHHEM IO  MEXAYHAapOJIHOMY
COTPYIHHMYECTBY Ha CTPOHUTENLCTBO JEBATUATAXHOro oOmexutus B T1.0. Camapa. CormacHo
KOHTPAKTy OIlJIaTa BBIMIOJHCHHBIX pPAadOT OyaeT MPOU3BOIUTHCS POCCHHCKUMHU pYOIIsIMH U
MaTepuagamH.

16. CocraBbTe MU CbMO-OTBET AO «Camaparazuurarusn JTUPEKTOPY
[MTAO «XumdapmszaBoa» u HauanbHUKY yripaBieHus OO0 «Camaparoprasz» 0 €KeMeCSIHON MOCTaBKe
IMTAO «XumdapmzaBom» 64 TOHHBI CKHKEHHOTO ra3a B TedeHue 2017 1. Yka3aHHBIM 00beM yYTEH B

pazHapsKe. [loctaBka oyner OCYILIECTBJISITHCS yepe3 yIIpaBJICHUE
000 «Camaparopras.
17. CocraBbTe nuceMo-tipocsdy OO0 «OKCHOPTIIOKC» B KOMUTET o

BHEIHEIKOHOMHYECKUM CBSI3IM O BBIACICHUU KBOTHI Ha JKCIOPT KPYIIIOro jeca B konmdectBe 10
THIC. M°.
Jluteparypa: 1-4, 5-8.

IIpakTnueckoe 3ansatue nmo reme 8. IlpaBuiaa u GopmMbl KOMMepUYeCKOl IepPenucKH ¢
3apy0e KHbIMU MapTHE paMu

Bonpocwt 0ns 0b6cyscoenus:

1. KakoBbl ocoGeHHOCTH 0(OPMIICHHUS IETTOBOM KOPPECTTOHICHIINN B aHTJIOSI3BIYHBIX CTpaHax?

2. KakoBbl 0cobeHHOCTH 0hOpMIICHHS 1€T0BOM KOPPECTIOHIEHIIUH Ha (PaHITY3CKOM S3bIKE?

3. KakoBbl 0co6eHHOCTH 0QOPMIICHHS JISIIOBON KOPPECITOHCHIIUHA Ha HEMEIIKOM SI3bIKE?

IIpakxmuueckue 3adanus.

1. CocraBbTe NHCBMO-OTBET NPE3UAECHTY Poccuiicko-aMepUKaHCKON TOProBOM MalaThl
Anne Jxoucon (ampec: TheMarketplace—Towerll, 3025 SouthPackerRoadSuite 735, Aurora.
Colorado 80014, USA303-745-0757 FAX 303-745-0776). B nucbMe yKaXHTe BallM YCIOBHS
COTPYIHHUYECTBA.

2. CocrtaBpTe MHCHMO-TIPOCKOY KOMMepdeckoro mpeanpustust «CTuiib» (paHITy3CKOM
dupme «lvesRoche» o mocraBke MyKCKUX M KEHCKHX KOCMETHUECKUX CPEICTB.

3. CocraBpre HMH(MOPMAIIMOHHOE THCHMO KoMMepueckoil ¢upmbl «lluk» Hemenkoit
dupme «1IBapi» 0 BOZMOKHOCTH MPOJIAXKH IMYITHCHOHHON KPacKH.

4. Cocrassre uceMo OO0 «Curmay rocnonuny Xbtoctony B JIonnon (@apoxc bank) ¢
HAalOMHWHAHWEM BBITIOJIHUTh 3aka3 Ha mocTaBKy kommbioTepa «OPTIMA 133». B ciydae
HEBBITIOJHEHUS 3aKa3a cielyeT BhIpa3uTh IPOCKOY BEPHYTh HAIlPABJIEHHbIE ICHEKHBIE CPECTBA.

Jluteparypa: 1-4,7, 8, 9.

IIpakTnyeckoe 3ansatue mo Teme 9. KoppecnonaeHuusi, CBsi3aHHasi ¢ NpoBe/JeHUEM
1epruoanveCKUX MepONpUusiTHIl, U MPOYasi KOPpeCHOH/1e HIHA

IIpaxmuueckue 3a0anus:

1. Hanunmre nDUCHMO [ENOBBIM THapTHEpPaM C TNpPUIVIAIIEHUEM TMPUHATH Yy4acTHE B
KOH(EpEeHIINH.

2. CocraBbTe TenerpaMmy JeJI0BBIM HapTHEPaM MPEANPUATHS.

3. Hamuunmre nenoBoe mUChbMO 00 OpraHM3allMU COBEUIAHUS Y TeHEPAIIbHOTO TUPEKTOpa s
repesady Mo JIEKTPOHHOM o4Te

Jluteparypa: 1-4, 5-9.

IIpaktuyeckoe 3ansaTHe mno Teme 10. Opranu3anust padoTsl ¢ JOKYMEHTaAMHU,
coiepiKalMMU KOH() Wie HIHAJIbHbIE CBe/ie HUsl
Bonpocwt 0ns 0bcyscoenus:

1. Yro Takoe KOHPUIEHIIMATBHOE AETONPONU3BOJCTBO?

2. Kakue TOKyMEHTBhI OTHOCSTCS K KOH(HICHI[UATbHBIM?

3. B yem 3akmouaercsi OCOOCHHOCTh OGOpPMIIEHUS PEKBU3UTOB B KOH(UIACHIHAIBHBIX
JIOKYMEHTax?

4. KakoBbl 0COOCHHOCTH PaOOTHI C BXOSIIIMMHU KOH(PUACHIIHATBHBIMU JTOKYMEHTAMHU ?

5. KakoBBI 0COOEHHOCTH CO3JaHMS UCXOISIIMX KOH (PHACHIINAIBHBIX TOKYMEHTOB?
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Jluteparypa: 1-4, 5-9.

7. ®OH] OLIEHOYHBIX CPeCTB JJIA MPOBeAeHUs] TEKYLIEro KOHTPOJISA ycIeBaeMOCTH U
NPOME KYTOYHOI aTTecTAluHM 00yYAloIMXCcsl M0 AUCHUILVINHE (MOIYJII0)

@OoHJBI OLICHOYHBIX CPEACTB, IO3BOJIAIOIIME OICHUTh YPOBEHb CHOPMHUPOBAHHOCTHU
KOMIIETEHLIMH U Pe3yIbTaTbl OCBOCHHUS M CLUILINHBIL, IPEICTABIEHBI CIEAYIOIIMMU KOMIIOHEHTAMH

Kon Tun KoHTpOIS Bug xonTpOIIA KomuuecTtBo
OLICHUBAEMOi1 DneMEeHTOB
KOMITETCHLIM U (BOTIIPOCHI), IIIT.
(unu ee 4acTH)

OIIK-4, TEKyILM I YCTHBIN OIIPOC 1-45

OIIK-5

OIIK-4, MPOMEXKYTOYHBIN | TEeCT 132

OIIK-5

7.1.0ueHO0YHbIE CPeICTBA I/l TEKYIIero KOHTPOJIsl yclieBaeMOCTH, TPOMEe Ky TOUHOM
aTTeCTALMH 110 HTOTAaM OCBOCHMS JHCUHUIIIMHBI

Pe3yabrarhl 0cBOCHUS OueHouHble cpeacTBa (IIEpEYCHBb BOMPOCOB, 33JaHUHN U JIp.)
AUCUHUTIIMHBI

3naem: OTBeThbTe Ha CJIeAYIOIIME BONPOCHI:
- tepmuHosoruio | 1.Cocras HOPMaTUBHO-METOANYECKON 0a3bl
JOKYMEHTHUPOBAHU S JOKYMEHTHUPOBAHHUSI YIPABICHUYECKON ESATEIbHOCTH.
yIpaBJIEHYECKON 2.3akoHonarenscTBO P@ B obnacTu  TOKyMEHTalMOHHOTO
EATENBHOCTH | oOecrieueHus.
OCHOBHBIE HOpMaTUBHO- | 3.I'ocynapcTBEHHbIE CTaHAAPTHI Ha JOKYMEHTALUIO.
METOAMYECKHE MaTepuasbl Mo | 4. YHUPHIIMPOBAHHBIE CUCTEMbI TIOKYMEHTALIUH.
JTOKYMEHTHPOBAHUIO 5.006mepoccuiickue K1acCu(UKATOPHI TEXHHUKO-
yIpaBJIeHYECKON HSKOHOMMUECKOH U colManbHON MH(opMauu.
JeATeNIbHOCTH M HaydHO- | 6.]'ocynapcTBeHHas cucreMa JOKYMEHTAI[HOHHOTO
M CCIIEIOBATEITECKYIO o0ecIieYeHHsI yIIPaBICHUS.
JIUTEepaTypy B obnactu | 7.0OCHOBHBIE MOJIOKEHUS o JTIOKyMEHTHPOBAHUIO
JIETIOTIPOU3BO/ICTBA ; YIPaBJIEHYECKON AEATSITBHOCTH.
TUMIOBBIE ~ WHCTPYKIUU 10 | 8.BHABI TOKyMEHTOB M MX KIACCH(PHKAIIHSL.
JOKyMEHTUPOBAHUIO 9.IlpaBuna opopmienus peksusuton 01—05.
yIpaBJIEHYECKON 10.IIpaBuna odopmienus pexuzutoB 06—10.
nesTenbHOCTH M TpeboBanus K | 11.1IpaBuita odopmienus peksuszutos 11—15.
coctaBieHu0 U opopmienuto | 12.IlpaBuna opopmnenus pexsuzuton 16—20.
JIOKyMEHTOB, 13.IIpaBuia oopmieHust pekBu3uToB 21—25.
0COOEHHOCTH 14.ITpaBuna opopmiieHus: pekBu3uToB 26—30.
JOKYMEHT0000pOTA. 15.TpeboBanus Kk 61aHKaM JTOKyMEHTOB.
Ymeem: BeinoJinuTe ciaeayronme NpaKkTH4yecKkue 3a1aHus:




- TpPaMOTHO pa3padaThIBaTh
OCHOBHBIE BH/IBI
YHOPAaBJICHUYCCKUX JOKYMCHTOB

COCTaBJIAITh JIEJIOBbIE u
KOMMEpUYECKUE MHUCHhMA ;
COCTaBIIAITh JICIIOBBIE u
KOMMEpYECKME IMHUCbMa Ha
MHOCTPaHHOM A3bIKE
;ACIIOJIb30BAaTh B
YIPABJIICHYECKOM U HHOWU
npodeccuoHaIbHON
JESITEIbHOCTH  IPUKIAJHBIC
IIpOTPaMMHBIE  CpPEJICTBA U

CpEeICTBA OPITEXHUKH .
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1. CocraBbre mpukaz 00 urorax paboThl MJIaHOBO-
skoHOMHYeckoro  otmena B 2018 romy B IIAO
«TpanchopmaTop». B KoHcTaTHpyromed YacTH yKaXUTE Ha
HECBOEBPEMEHHOE MPEA0CTABICHUE CHEIUAINCTAMH OTYETOB O
pabote PEIIPUSITUS PYKOBOJUTEITIO MJIAHOBO-
HKOHOMHYECKOTO OT/IeNIa, B PACIIOPAAUTEIBHON YacTH oOpaTHTe
BHHMAaHHE PYKOBOJIUTENIEH Ha MOBHIIICHUE TPEOOBAHUM B 4aCTH

00s3aTENBHOCTA  TPENOCTaBJCHHUS  OTYETOB O  pabore
MPEIIPUSITUS B CPOK.
2. CocraBpTe TpHKa3bl: a) O mpueMe Ha paboTy

oyxrantepom Mpanosoit WN.IL; 6) 06 yBonbHeHuun lBaHOBOI
WN.II. mepeBone B Apyryr0 OpraHusanuio. Jlpyrue pexkBU3UTHI
VKQKUTE CaMOCTOSITEIBHO.

3. CocraBbTe COBMECTHOE MHUCbMO-OTBET
00JTaCTHOTO yIpaBIEHUS 3APABOOXPAHEHHUS U YIPABICHUS
(dHAHCOB " HaJIOrOBOH NOJUTHKH aJIMUHUCTpALlUUA
LentpanbHoro paitoHa T1.0. TOOBATTM O  BBIICICHUU

JIONOJIHUTEIBHBIX ACCUTHOBAHUUN M3 00JACTHOIO OKOIKETa Ha
OKa3aHWE MEIUIIMHCKON MOMOILIM KUTENSAM pailoHa.

Hmeem npaKmuyecKkui
onvim:  OGOpMIICHUS TIAITKK
«lemo»:

COCTaBJICHUSI OCHOBHBIX BUJIOB
VIIPaBJICHYCCKAX JIOKYMEHTOB
B COOTBETCTBUU c
TpeOOBAaHUSMU HOPMATHBHO-
MpaBOBBIX aKTOB P ;

paboThl C  COBPEMCHHBIMHU
TEXHUYCCKUMH CPEJACTBAMH U
WHGOPMAITTOHHBIMH
TEXHOJIOTHSIMH .

[IpoBepka nanku «/[en0» Ha COOTBETCTBHUE COCTABIECHHBIX
yIpaBJieHYECKUX JOKyMeHTOB TpeboBanusiM [OCT P
6.30.2003;

TecroBbie BONPOCHI:

1. KakoBa wMmakcumanbHasi JAJMHA CTPOKM MHOTOCTPOYHBIX
PEKBU3UTOB?

a) 22

6) 28

B) 32

r) 40

2. Moxer 1M CpOK BCTYIUICHUSI B CHUJIY M CpPOK JEHCTBHS
JIOKyMEHTa YKa3blBaThbCs B €T0 TEKCTE?
a) Her

0) Ja

3. Tlo kakomMy mpH3HaKy KiIacCHU(HUKAIIUU
MOJIPA3IEISIOTCS Ha CIy>KeOHbIe U JINYHbIE?

a) Ilo conmepkanuto

6) Ilo dopme

B) Ilo nmpoucxoxaenuo

r) Ilo Bumy odopmnenus

JIOKyMEHTBI

4. Yro U3 MEpPEeuMCIICHHOTO0 HE BKIIOYAETCS B HOPMATHUBHO-
METOUYECKYI0 0a3zy JOKyMEHTHPOBAHUSA?
a) YHuUPUUIHUPOBAHHBIE CUCTEMBI JOKYMEHTAIIU

0) TocynapcTBeHHas cucreMa JIOKyMEHTAI[MOHHOTO
obecrieueHus yIpaBICHUS
B) HopmaruBHbIe JIOKYMEH ThI no OpraHU3aIu

VIIPaBJICHYECKOTO TPY/Aa U OXpaHe Tpyda
r) Ilepronnueckue u3maHus MO BOIIPOCAM JEIOMPOU3BOICTBA
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5. VYkaxuTe HOpMATHBHBIE MaTEPUAJIbI IO CTAHAAPTU3ALUN?
a) OOmepoccuiickue K1acCu(UKATOPHI TEXHHUKO-
HYKOHOMHYECKOH M COIMATbHON HHPOPMAITHH

6) CrangapTsl IpeInpusITUi

B) MexayHapoaHbIe CTaHAaPTHI

r) HopmartuBHBIE JOKyMEHTHI IO OpraHU3allMM aPXHBHOTO
XpaHEHUs TOKyMEHTOB

6. VYkaxuTe, CKOJbKO B HacTosiee Bpems AeHCTBYeT
YHU(DUIITPOBAHHBIX CUCTEM JIOKYMEHTALIHH ?

a) 8

6) 6

B) 9

r) 30

7.2 MeToanuyeckne peKoMeHIAIUM K onpe/iejie HUIO Mpoleypbl Olle HUBAHUS 3HAHMIA, yMe HHUIA,
HABBIKOB U (/M) ONBITA IeSITEJbHOCTH, XapaKTe pU3YIOIIMX 3Tanbl ¢ opMupoOBaHuUs
KOMIIe Te HIIUii

Pabouast yaeOHast mporpaMma AMCHUILIMHBI COACPKUT CICAYIONME CTPYKTYPHBIEC JIEMEHTHI:

-IIepeueHb KOMIIETEHLUH, (OPMUPYEMBIX B pE3ylbTaTe M3Yy4EHUS JAUCLMIUIMHBI C YKa3aHHUEM
3TanoB ux GOpMHUPOBAHUS B IIPOIIECCE OCBOCHUS 00pa30BaTEIbHON MPOrpaMMBl;

-TUIIOBBIE KOHTPOJIbHBIE 33/1aHUs UM UHbIE MaTepuaibl, HEOOXOAUMBIE JJIS OLIEHKU 3HAHUH,
YMEHUW, HaBBIKOB U (MJIM) OMNbITa JESITEIbHOCTH, XapaKTEpU3YIOUMX dTanbl (OpMUPOBAHUS
KOMIETeHIIMI B Ipoliecce OCBOEHUS 00pa30BaTEeNbHOW MpOrpaMMsl (Janee—3aiaHusi). 3afaHus MO
Ka)KJ10M KOMIIETEHIIMH, KaK IPAaBUJIO, HE JOJDKHBI TOBTOPSATHCS.

Tpe6oauus 110 GoPMUPOBAHUIO 3aaHKs Ha oneHKy SHAHUIM:

-00ydJaronmiicss JOJKEeH BOCHPOM3BOAUTH M OOBACHATH Y4eOHBbI Marepuan ¢ TpeOyemoi
CTENEHBI0 HAYYHON TOUYHOCTH U MOJHOTHI;

-IIPUMEHSIOTCS CPEICTBA OLCHUBAHUS KOMIICTCHIIMI: TECTUPOBAHHUE, BOIIPOCHI 10 OCHOBHBIM
HNOHATUAM IUCUUIUIMHBI U T.II.

Tpe6osauus 110 GOPMUPOBAHMUIO 3aaHMs HA oneHKy YMEHNH:

-00yJaromMiicss JOJIKEH pemarth THUIIOBBIE 3aJaud (BBIMOJHSATH 3aJaHUs) HAa OCHOBE
BOCIIPOM3BEEHUS CTAHIAPTHBIX AJITOPUTMOB PELICHUS;

-IIPUMEHSIOTCS CJEIYIOUME CPEJICTBA OLEHUBAHUSI KOMIIETEHLIMI: MPOCThIE CUTYallMOHHBIE
3a7au (3aaHusl) C KOPOTKMM OTBETOM WM IPOCTBIM JI€HCTBUEM, YNpPaKHEHUs, 3aJaHus Ha
COOTBETCTBUE UJIM HA YCTAHOBJIEHHE MTPAaBUIIbHOM MOCIEN0BATENBHOCTH, 3CCE U APYIOE.

TpeboBanusi mo QopmupoBaHuio 3amaHusi Ha oOleHKy HaBeikoB u (unu) OIIBITA
JEATEJIBHOCTU:

-00ydJaronmiicst OMHKEH pellaTh YCIOXKHEHHBbIE 3afayd (BBIMOJHSATH 33/1aHUs) Ha OCHOBE
MPUOOPETEHHBIX 3HAHU I, YMEHHU I U HaBBIKOB, C UX IPUMEHEHUEM B OIPENICIICHHBIX CUTYaIUSX;

-IPUMEHSIIOTCS. CPEACTBA OLICHMBAHUS KOMIIETCHIIMH: 3aaHusl TpeOyrolMe MHOIOLIArOBBIX
pelieHU Kak B M3BECTHOM, TaKk U B HECTAHAAPTHOM CHUTYalUAX, 33JaHMs, TPEOYIOIMe MO3TAIHOTO
pelleHHs] U pa3BEepHYTOro OTBETa, CUTYAallMOHHbIE 3aJaud, IMPOEKTHAsl JEATEIbHOCTb, 3aJaHMS
pacuetHO-Tpaduueckoro tuna. CpencTBa OLEHUBAHUS KOMIIETEHIIMN BBIOMPAIOTCS B COOTBETCTBUU C
3asiBJICHHBIMH PE3y/bTaTaMU OOYYEHHS 11O TUCIUTIIHHE.

[Iponieaypa BhICTaBIIEHUS OLIEHKH JIOBOJUTCS JI0 CBEICHHUS OOYydalolMXCs B TEUEHHE Mecsla C
Hayaja M3y4eHHs AUCLUIIIMHBI IyTEM O3HAKOMJIEHHMS UX C TEXHOJIOTMYECKOM KapTON JUCLUILINHBI,
KOTOpasi SBJISIETCS HEOTHEMIIEMOM YacThio paboueil yueOHOi mporpaMmbl IO JUCLHUILINHE.
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B pesynbrare oLeHMBaHHMS KOMIETEHUMH Ha pa3IUYHBIX 3Tamax HUX (GOpPMUPOBAHUS 10
JTUCIUILTNHE CTYJICHTY HAaYUCISIFOTCS Oaslibl MO IIKaie, YKa3aHHOW B pabodeil yueOHOM mporpamme mo
JTUCLHIIIIUHE.

7.3 Onucanue nokasareJjieii 1 KpuTepUeB OLEHUBAHUS KOMIETEHIMII HA Pa3IHYHBIX ITANAX UX
(¢ opMmupoBanus, onucaHue MKaJ Ole HUBAHUS

YenenmHocTs yCBOCHHUs NUCLUILIMHBL XapaKTepU3YeTCs KaueCTBEHHOM OLEHKOM Ha OCHOBE
JUCTa ONEHKH CHOPMUPOBAHHOCTH KOMITETCHIIMH, BKIIOYAIONIETO COBOKYITHOCTh KPUTEPHUEB HX
OCBOCHHSL.

Kpurepnu oneHuBaHus KOMIIeTe HIMIA

Komnemenyus cuumaemcs cgopmuposannoti, €ciu TEOPETUUYECKOE COJEpKAHUE Kypca
OCBOEHO TMOJIHOCTBIO; TMPH YCTHBIX COOECEIOBAHUSX CTYICHT HCUEPIBIBAIOIIE, MOCIEAOBATEIBHO,
YEeTKO M JIOTHYECKH CTPOWHO H3JaraeT y4eOHBIH MaTepual; CBOOOJHO CIIpaBIseTCs C 3aJadaMu,
BOIPOCAMU W JAPYTMMHU BUJAMU 3a/laHUM, TpeOyloUMX NPUMEHEHUs 3HAHWM, HCIOIB3yeT B OTBETE
JIONIOJIHUTENBHBIM MaTepuan,; Bce MpelycMOTpeHHble paboueil ydeOHOM mporpamMmoil 3agaHus
BBITIOJIHEHBI B COOTBETCTBHH C YCTAHOBJICHHBIMU TPeOOBaHUSMHM, CTYACHT CIIOCOOCH aHATU3UPOBAThH
MOJy4EHHBIE Pe3ybTaThl; MPOSBISET CaMOCTOSITEIBHOCTh MPHU BBIMOJHEHUH 33JaHHl, KaYeCTBO HX
BBINIOJTHEHUSI OLIEHEHO 4ucioM 06amioB oT 86 1o 100, 4TO COOTBETCTBYET MOBLIUUEHHOMY YPOBHIO
cOpMHPOBAHHOCTH KOMIIETCHIIHH.

Komnemenyus cuumaemcsa cgopmuposannoti, eciu TEOPETHYECKOE COAepkKaHHE Kypca
OCBOEHO MOJIHOCTBIO; TIPU YCTHBIX COOECETOBAHUAX CTYAEHT IOCIEN0BATENbHO, YETKO U JIOTHUYECKH
CTpOIIHO W35araeT y4eOHBI MaTepuai; CHpaBisIeTCs C 3ajJadaMH, BOIPOCAMU U JIPYTMMH BHUJaMU
3aJlaHuil, TpeOyIOIMX MPUMEHEHHSI 3HaHWI; BCE MPEAYCMOTPEHHbBIC padouell yueOHOH mporpaMMoit
3a7laHUsl BBIIIOJIHEHBI B COOTBETCTBUM C YCTaHOBJICHHBIMU TpPEOOBAHHUSAMM, CTYIACHT CIIOCOOCH
aHAJIM3UPOBATh MOJYYEHHBIE PE3YAbTATHI; MPOSIBJISIET CAMOCTOATENIBHOCTD NPU BBINOJIHEHUH 3aJaHUH,
Ka4eCTBO WX BBIMIOJIHEHUS OLICHEHO YUCIOM 0auioB OT 61 10 85,9, 9TO COOTBETCTBYET nOPO208OMY
Ypo8HIOC(POPMUPOBAHHOCTH KOMITETEHIIUH.

Komnemenyus cuumaemca necgpopmuposannou, € CTyAEHT IPU BBINOJIHEHUHU 3aJaHUN HE
JEMOHCTPHUPYET 3HAHUK Y4eOHOro Marepuana, AOMYCKaeT OLIMOKH, HEYBEpEHHO, C OOJbIIMMU
3aTPyAHCHUSIMU BBITTOJHSET MPAKTHUYECKHE paboThl, HE JEMOHCTPUPYET HEOOXOAUMBIX YMEHHH, A0S
HEBBITTOTHEHHBIX 3aJaHUN, TPEIYCMOTPEHHBIX paboueld yd4eOHOW MTporpaMMmon cocTaBisieT 55 %,
KaueCTBO BBIMIOJTHEHHBIX 33JaHHl HE COOTBETCTBYET YCTAaHOBJICHHBIM TPEOOBAHUSM, Ka4eCTBO UX
BBITIOJTHEHUS OLICHEHO YHCIIOM 0asIoB HUKE 61, 4TO COOTBETCTBYET 00NOPO20BOMY YPOBHIO.

[IIkaJjia olleHKH YPOBHS OCBOEHUS TUCHHUILIUHBI
KadecTBeHHast olleHKa MOXKET OBITh BBIPaXKEHA: B TPOLIECHTHOM OTHOIICHUY Ka4eCTBA YCBOCHUS
JTUCITUIUINHBI, KOTOpas COOTBETCTBYET OauiaM, W TEPEBOJUTCS B YPOBHEBYIO IIKAy W OICHKU
«OTIUYHO» / 5, «xopomio» / 4, «yIOBIECTBOPUTEIBHO» / 3, «HEYIOBJIETBOPUTEIBHO» / 2, «3auTEHOM,
«e 3auTeHoy». [IpemomaBaTens BeJeT NHCHMEHHBIM y4eT TEKYIIeW YCIeBaeMOCTH CTYyIEHTa B
COOTBETCTBHUM C TEXHOJOTHYECKOW KapTO MO AUCUUIIIMNHE.

LIxkana oyenku pe3ynbmamos 0c80eHUs OUCYUNTUHDL, CHOPMUPOBAHHOCU KOMNEm eHYUlL

I xaJjbl OLlEHKH YPOBHA
c¢() O pMUPOBAHHOCTH IIkaJjia OlleHKH YPOBHS OCBO€HUS JUCIHUILIHHBI
KoMIneTeHuu (i)

Yposuesas 100 100 S-bannvras wkana, Heouggheper
wKana oyeHKu banvhas banvhas oughpepenyuposanias YupoeanHas
KOMRnemenyuil wKana, wKana, oyenka/bann OYeHKA

% %
JIOTIOPOTOBBIN Hrxe 61 HIKe 61 «HEYIOBJIECTBOPUTEIHHOY / 2 HE 3a4TEHO

MOPOTOBBIN 61-85,9 70-85,9 «xoportio» / 4 3aUTEHO
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61-69,9 «yOBJICTBOPUTEILHO» / 3 3a4TEHO
[TOBBIIIEHHBI 86-100 86-100 «OTIIMYHO» / 5 3aYTEHO

8.YueOHo-MeTOANYECKOE M MH( OPMALTMOHHOE 00ecneYeHne JUCHUILINHBI

8.1IlepeyeHb OCHOBHOI M TOMOJHUTEJILHON yueOHOI JIUTe paTyphl, HE00XOAUMOI 1J151 OCBOE HUSI
AUCHHUIIMHBI (MOXYJISA)

Cnucku 0ocHO6HOII TUmMepamypul

1. brixoBa, T. A. JlokyMeHTanmoHHOE OOecreueHne yrpaBaeHus
(memonmpou3BoACTBO)[DIIEKTPOHHBIHN pecypc] : yued. mocodue it BY30B 0 HallpaBICHUIO MOJIIOT.
46.03.02 "ToxymenToBeneHue u apxuBoBenenue" u crneruansaoctu 03.20.01 "lokymeHnToBeneHue u
nokymenTail. obecrieuenue ynp." / T. A. beikoBa, T. B. Ky3neuosa, JI. B. Cankuna ; noa oour. pen. T.
B. Ky3nenosoii. - 2-e u3n., nepepad. u goi. - Jlokyment Bookread2. - M. : UIHOPA-M, 2018. - 304 c.
- Pexxum noctyna: http://znanium.com/bookread2.php?book=942800.

2. Kwupcanora, M. B. Kypc nenonpousBoactsa. JlokyMeHTaIllmoOHHOE o0ecriedeHne
ynpaBJieHUs1[ DJIEKTPOHHBIN pecypc]| : yued. mocodue it By30B IO crienranbHOCTH "MeHexMenT" /
M. B. Kupcanoga, FO. M. AkcenoB ; HoBocu0. roc. YH-T SKOHOMHUKHU U yIp. - 6-€ U3/1., HCIp. U JOII. -
HoxymenT Bookread2. - M. : UIHOPA-M, 2014. - 256 c. - Pexxum nocryma:
http://znanium.com/bookread2.php?book=460967#.

3. Pasnopoxnsbiit, A. A. JIOKyMEHTHPOBAHHE YITPABICHYECKON JCITETHBHOCTH [ DICKTPOHHBIH
pecype] : yae6. mocobue mo HanpapyieHuto noarot. 38.03.02 "MenemxkMeHnT" (KBamuuKaus
(crenennp) "0akamaBp") / A. A. Paznopoxusiid. - JlokymenT Bookread2. - M. : UHOPA-M, 2017. - 303
c. : ui. - Pexxum moctyma: http//znanium.com/bookread2.php?book=854774.

Cnucku 0ononHumenbHou Jumepamypol

4. Tyumua, U. A. JIokyMeHTaIlMOHHOE 00ECIICUCHUE YITPABICHUS B COITUATBHO -KYJIETYPHOM
CEpBHUCE U Typu3Me [DJIEKTPOHHBIN pecypc] : ydel. mocodue 11 BY30B 110 HAITPABJICHHSM MOATOT.
"CepBuc" u "Typusm" /U. A. I'ynmnua, H. A. 3aiinesa. - Jlokyment Bookread2. - M. : Ansda-M [u
ap.], 2015. - 239 c. - Pexxum poctyma: http//znanium.com/bookread2.php?book=489737.

5. XKypasnesa, U. B. OdopmisieM JOKyMEHTHI Ha IEPCOHATBHOM KOMITBIOTEPE: TPAMOTHO U
kpacuBo. [OCT P.6.30-2003. BosmoxuocTtu MicrosoftWord[Dnekrponnsiit pecype]/ U. B.
Kypasnesa, M. B. XKypasnera. - lokymear HTML. - M. : UHOPA-M, 2012. - 186 c. : ui. - Pexxum
nocryma: http//znanium.com/bookread.php?book=360057.

6. KproxoBa, H. I1. JlokymeHTHpOBaHUE YIIPaBICHUECKOI NesITeNbHOCTH [DIEeKTpOHHBIN pecypc]
: yue0. mocobue i CTyACHTOB BY30B 1o crieruanbHoct 080502 "DxoHoMMKa U yrp. Ha
npeanpustuu (rmo orpacism)” / H. I1. Kprokosa. - Jlokyment Bookread2. - M. : UHOPA-M, 2014. -
267 c. - Pexxum ngoctyna: http://znanium.com/bookread2.php?book=432033.

7. Kynses, H. H. JlokymenTOBeieHUE[ DIEKTPOHHBIN pecypc]: y4ueb. s By30B IO
crennanbHOCTH "J[oKyMeHTOBeIeHHE U JOKyMeHTall. obecrieuenue ynp." / JI. H. Ypanos, A. T.
®abpuunos ; mox pen. H. H. Kynsiera. - lokyment HTML. - M. : Jloroc, 2012. - 348 c. - Pexum
noctyna: http//znanium.com/bookread.php?book=469013.

8. Cnaiin-nexkuuu no qucuuiuiniae "JJokyMeHTUpoBaHue yrpaBiaeHueckoil nesrensHoctu". Tema
Ne 1-2 [Dnexrponnslii pecype] : it cTyaeHToB crenuanbHocTu 38.05.02 "Tamox. nemo" / IToBoimx.
roc. yH-T cepuca (PI'BOY BIIO 'TIBI'YC"), [Kad. "Oxonomuka u ymp."] ; coct.: A. H. Kapa, E.
1O. Ky3uenosa. - Tonwsrtu : [IBI'YC, 2015. - 257 Kb, 106 c. - CD-ROM.

9. VY4eOGHO-MeTOaMYECKOe MTOCOOHeE MO AUCHUIIITHHE "/lOKyMEeHTHpOBaHHE YITPABICHYECKON
JIEeATEbHOCTH [ DIEKTPOHHBINA pecypc] : Ul CTYIEHTOB BCEX HaNpPaBJICHUN MOATOT. U
cnenuanbHocTel / [loBomk. roc. yH-T cepuca (PI'BOY BIIO 'TIBI'YC"), Kad. "OxoHOoMUKa 1


http://znanium.com/bookread2.php?book=942800
http://znanium.com/bookread2.php?book=460967
http://znanium.com/bookread2.php?book=854774
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; cocT.: A. H. Kapa, A. B. Kostynenxko, E. }O. Ky3nenosa. - lokymenT AdobeAcrobat. -

Tonbsartu : [IBI'YC, 2015. - 1,61 Mb, 118 c. - Pexxum nocryma: http/elib.tolgas.ru.

8.2.IlepeueHnb pecypcoB HH(G OPMAIHOHHO-TEIe KOMMYHUKAIIMOHHOH ceTH "HTepHeT" (1aJ1€e -

10.

ceTh ""HTepHeT'"), HE0OXOAMMBIX /151 OCBOCHHS JMCHUIIHHBI (MOTYJIfA)
['apanT [DnekrpoHHBIH pecypc] : wHPOpM. — TpaBoBOM mopTan. — Pexum mocryma:
http/Aww.garant.ru/. — 3aru. ¢ sxpana.

Jlenorpou3BoACTBO [DIEKTPOHHBIN pecypc] : sKypHail. — Pexxum moctyna: http//www.top-
personal.ru/officeworks.html. - 3ari. ¢ skpana.

Jlenornpou3BoACTBO U IOKYMEHTOOOOPOT Ha MPEANPHUATHN [DISKTPOHHBINA pecypc] : )KypHal. —
Pexxum noctyma: http//www.delo-press.ru/journals.php?page=documents. — 3ar. ¢ skpaHa.

Mznarenbckuii qom « peGeHHUKOBY [DIEKTPOHHBIN pecypc]. - Pexxum nocrtyna:
http//www. grebennikov.ru/. — 3arn. ¢ skpana.

Koncynprant [lmoc [DnexkrpoHHbll pecype] : opunnanbHbli callT koMnaHuu «KOHCYIbTaHT
[Tmrocy. — Pesxum moctyna: http/Aww.consultant.ru/. — 3ar. ¢ sxpana.

Hayunass osnexrponnas OumbOnuoreka eLIBRARY.RU[Dnekrponnsiii pecypc]. - Pexuwm
nocrtyna: httpy//elibrary.rw/defaultx.asp. - 3arn ¢ skpana

YuuBepcaibHble 0a3bl JaHHBIX EastView [Diexkrponnsiii pecype]. - Pexxum goctymna:
http//Aww.ebiblioteka.ru/. - 3ar. ¢ skpana.

YrpaBneHue nepcoHanoM [DIeKTpOHHBIN pecypc] : KypHall. — Pexxum
noctyma:http //Awww.top-personal.ru/. — 3ar. ¢ sxpana.

DiekTpoHHass OuOIMOTEYHass cucTeMa I[IOBOMKCKOTO —TOCYIapCTBEHHOTO YHHBEPCHTETA
cepBuca [DyeKTpoHHbIN pecypc]. - Pexxum goctymna: http//elib.tolgas.ruw/. - 3arn. ¢ sxpana.

DJIeKTPOHHO-O0MOMMoTeYHass  cuctema  Znanium.com[DaekTpoHHbIil  pecypc]. -  Pexum
nocrymna:http//znanium.com/. — 3aru. ¢ skpaHa

9. IlepeyeHb HH(P OPMATHOHHBIX TE€XHOJIOTHI, HCMOJIB3yeMBbIX MPH OCYIIECTBJIE HUH
00pa3oBaTeILHOIO NMPOLECcCca MO0 JUCHUILIHHE (MOAYJII0), BKJIKYAS NepevYeHb MPOrPaMMHOI0
ol0ecnevyeHUs1 1 MH() OPMALMOHHBIX CNIPABOYHBIX CHCTEM (IIPH HE0OXOIUMOCTH)

KpaTKaH XApaKTCpUCTUKA IMPUMCEHACMOI'O ITPOrpaMMHOI0 obecrieueHns

Ne [IporpamMMHBIH XapakTrepucTruka Haznauenue npu
n/n IIPOJTYKT OCBOEHMHM JIMCLUILIMHBI
1 | Microsoft Word; [puknagHOe MpPOrpaMMHOE
2 | Microsoft Power obecrieueHue Jnsl BhInONHCHNS .
Point: HI/ICLI\éeHHLIX SajlaHuH,
pa3paboTKu mpe3eHTalui
2 m%zg?tl Office 110 TeMaM JMCLHILINHbL,
JEMOHCTpALNY ciaia-
JIEKIUH,

U1t 0hOPMITCHH ST
JTOKYMEHTOB
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10.OnucaHue MaTepHAJIbLHO-TeXHHYECKOH 0a3bl, HE0OXOIUMOIi 1JIs1 OCYIIe CTBJIE HUSI
00pa30BaTeJIBLHOIO MPOLECcca M0 JUCHUILIHHE (MOAYJII0)

Jnst nmpoBeneHUs 3aHSATUM JIEKUMOHHOTO THUIIA MCIOJB3YIOTCS CHELUAIbHBIE MOMELIEHUS -
y4eOHBIE ayIWTOPUH, YKOMIUICKTOBAaHHBIC CIHEIUATU3UPOBAHHONW MEOEThI0 W TEeXHHUYECCKHMH
cpeacTBaMH OOy4eHHU s, CIYKaIMMHU IS PeICTaBIeHUs yueOHOU HH(POPMAIUH.

Jlns mpoBeneHHsl NPaKkTUUECKUX 3aHSATUM (3aHATUH CEMHHApPCKOIO THUIIA), TPYNIIOBBIX U
WHJIMBUYaJIbHBIX KOHCYJbTAllUH HCIHOJIB3YIOTCS CIIElHAlbHbIE NOMELIEHUs - ydeOHble ayIUTOpHUH,
YKOMILIIEKTOBaHHBIE CHEUATU3UPOBAHHON MEOEIbI0 U TEXHUUECKIMU CPECTBAaMHU O0y4eHHUSI.

JUig Tekyliero KOHTpOJII M IPOMEKYTOYHOM AaTTeCTAallUM HCIOJIB3YIOTCS CIIELHAIbHbIE
MOMEIICHUS - Y4eOHBIC ayIUTOPHUH, YKOMILICKTOBAHHBIE CIICIIUATU3UPOBAHHONW MeOeNblo, U (WJIN)
KOMIIBIOTEPHBIE KJIacChl, OCHAUICHHbIE KOMIIBIOTEPHOW TEXHUKON C BO3MOYKHOCTBIO MOAKIIOUEHHS K
cetu MHTepHET M o0ecreyeHneM I0CTyNa B JIEKTPOHHYIO WH(OPMAIIMOHHO-00pa30BaTEIbHYIO CPELy
YHUBEPCUTETA.

JUiss caMOCTOSTENIbHOM paboThl OOYy4JaroIMXCSl HCIOJIB3YIOTCS CIElUalbHble MOMEIIEHUs -
ydeOHbIE ayJUTOPUU I CAMOCTOSTEIIEHON pa0OoThl, OCHAINCHHBIC KOMITHIOTEPHON TEXHUKOU C
BO3MOXXHOCTBIO TMOJKIIOYEHUs K ceth VHTepHeT M oOecrnedyeHHeM JOCTyla B 3JIEKTPOHHYIO
MH(OpMaImOHHO-00pa30BaTEIbHYIO CPEy YHUBEPCUTETA.



11. llpumepHasi TEXHOJIOTHYECKAS KAPTA JUCHUILIMHBI ''JIOKYMeHTHPOBAHME YVIIPABJie HU€eCKOii 1eATeJbHOCTH'

kadenpa "DKOHOMHKA W ynpaBiieHUE" IpenoiaBaresib ®.1.0.
TPYIIITBI cemectp [ 20 -20  yu.roma
§ E 5§ = E i CpOK IIPOXOKICHHS] KOHTPOJIBHEIX TOYEK 3aueTHo-
No BUjib KOHTOJbHBIX TOUEK lé s S EE E ) ; CEHTIAOPH OKTIOPH HOSIOpb JeKabph Viroro | 2¥33MEHaLHOHHas
B EE8 8 g ceccust
P 2% g Jekabpb
1 OOs13aTeNBHEIC:
11 CrenieHb aKTUBHOCTH PabOTHI 7 1o 2 + [+ + ]+ |+ [ +]|+ 14
CTYJICHTOB Ha TPaKTUICCKUX
3aHATHIX
1.2 KouTtpomnbHbie padoThl 3 1o 5 + + + 15
13. OdopmieHne maketa no 51 51
JIOKYMEHTOB
B TOM 4YHCJIE:
1.3.1. Pa3paboTka makera 1 o 6 + 6
OPTaHU3AIMOHHBIX IOKYMCHTOB
1.3.2. Pa3paboTka makera 1 o 10 + 10
PACHOPSAUTENEHBIX JOKYMEHTOB
1.3.3. | Pa3paboTka makera CIpaBOYHO- 1 1o 10 + 10
HH()OPMAIMOHHBIX IOKYMEHTOB
1.34. | Pa3paboTka naketa JOKYMCHTOB 1 no 15 + 15
0 JITYHOMY COCTaBY
1.3.5. CocTaBieHue IENIOBBIX MHUCEM 1 o 10 + 10
2. JlonoHUTEIbHBIE:
2.1 IIpoMexKyTOUHOE TECTUPOBAHUE l 1 | Jo 10 | | | | | + l | | l | | | | | | l | | 10 |
3. TBOpUECKUl pEUTHHT:
3.1 INonroToBKa NoKIama W ydacTe 1 m0 10 + 10
B Hay4HO-UCCJIEI0BATEIbCKOM
KOH( epeHINH
4. Dopma KOHTPOJI 3a4eT ¢ OLIEHKOM
Htoro 100







