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1. IlepeyeHs MIAHUPYEMBbIX Pe3yabTATOB 00y4eHHUsI N0 TUCHUILINHE, COOTHECEHHBIX C IUVIAHNPYeMbIMHU
pe3yJbTaTaMM OCBOEHHS OCHOBHOII 00pa3oBaTe/ibHOI NPOrpaMMbl clieHAJIUTeTa

Pabouas mporpamma no AucuMIUIMHE «J{OKyMEHTHpOBaHHME YNPABICHUYECKOH AEATEILHOCTHY SBISETCS
COCTaBHOM 4acThI0 OCHOBHOH MpodeccroHanbHol 00pa3oBaTenbHO# nporpammsl (panee — OIIOIT) «Dxonomuko-
mmpaBoBoe oOecleueHrne HKOHOMHUYECKOW Oe30macHOCTH», peanm3yeMoil mo crnenuanbHocTH 38.05.01
OKoHOMHYECKast 0€30MaCHOCTh (YPOBEHD CIICIIUAINATETA).

Pabowas mporpamMMa AMCUMIIMHBI COCTaBJICHa B COOTBETCTBHHM ¢ DenepanbHbIM TOCYIapCTBEHHBIM
00paszoBaTeIbHBIM  CTAHAAPTOM BBICIIETO o00Opa3oBaHms 1o crenuadbHOCTH 38.05.01 DxoHOMMUYECKas
6e3omacHoCTh (ypoBeHb crenuanurera) [yTB. lIpmkasom MuHncTepcTBa 00pa3oBaHus W Hayku Poccuiickon
®enepannu ot 16.01.2017 r. Ne 20].

PaGowas mnporpamMma AWMCUMIUIMHBI TpeAHA3Hau€Ha s CTyJeHToB, oOydatommxcs 1o OIIOIT
«OKOHOMHUKO-TIPAaBOBOE 00ECNedYeHne HKOHOMHUYECKOH 0€30MMacHOCTHY», pealn3yeMold 10 CHEeIHaTbHOCTH
38.05.01 DxoHOMUYECKast 0€30MACHOCTh (YPOBEHB CIICIIUAIUTETA).

Heas aucuMmianHbl: GOpMUpOBaHUE MPOPECCHOHANBHBIX 3HAHWNA M YMEHHH, B TOM YHCIIEe 3HAHUH,
HEOOXOIUMBIX JUISI TTPABIIBHOTO COCTaBIEHHS W OQOPMIIEHUS JTOKYMEHTOB, KOTOPHIE BO3HHKAIOT B TIpoIlecce
MIPUHATHS ¥ pean3alid YIPABIEHYECKUX DPEIICHU, OCBOUTH OOIIETPUHATHIE B MHUpE MPEAIPUHUMATEIHCTBA
JIEKCUKY M CTWJIb JEJOBOM M KOMMEPUYECKOW KOPPECHOHACHIMH IJisi CBOOOAHOTO W PaBHOIPABHOTO OOLICHUS C
MapTHEPOM.

3agauu TUCHUIINHBIL
- UIBYUYUTH TCOPCTHUICCKHUX OCHOB JOKYMCHTAIITMOHHOI'O O6€CHC‘ICHI/IH ACATCIIbBHOCTH IIPEANIPUATHSA
- (opMupoBaHne HaBBHIKOB MpPaBOBOW 3allMThl JOKYMEHTHPOBaHHOW WH(QoOpMalMu C OpraHu3aluen
PaIMOHAIBHOTO JIBIKEHUS TOKYMEHTOB Ha TPEIIPUATHH,

- OBJIQICHUE METOJaMU Ka4EeCTBEHHO U ObICTPO 00pabaThiBaTh MHPOPMAIMIO B LIEJISIX CBOCBPEMEHHOT'O TIPUHSTHS
COOTBETCTBYIOIINX yIPABICHYECKUX PEIICHHN;
- OCBOCHHE TpaBui U (hOpM JETOBOH M KOMMEPUECKOH MTEePETHCKH.

IlepeyeHb NJIAHUPYEMBIX Pe3yJbTATOB 00YUeHHS MO AUCHHIIJINHE

Koow Pesynomamui Ilepeuensv naanupyemuix pe3yibmanmos
Komneme oceoenus OIIOIT P Py pesy.
N N 00yueHus no oucyunIuHe

HUyui Cooepircanue KomnemeHyuii
3namep:
- OCHOBBI JOKYMEHTAI[MOHHOTO OOECIeYeHHs YIpaBICHUYECKOMH
JIeATEeNIbHOCTH;
- OCHOBHBIE  TIPOIIECCHI OKyMEHTOO0OpOTa  COBPEMECHHOU

CrocoOHOCTh OCYIIECTBIIATH pott ALOKIYM p P

OpTaHU3aINH;

Oyxrantepckuii, (UHAHCOBBIH,
ONEPaTUBHBIN, yIpaBIeHYECKUI
W CTaTHCTHYECKHE  YYETHI
XO3SHCTBYIOMINX CYOBEKTOB |

- 0COOCHHOCTH O(QUIHATHHO-IEIOBOTO CTHIIS OOIICHHS,
- COCTaB JIOKYMEHTOB OYXTaJITEpCKOTO YUETa,

- IOHATHUE JIEKTPOHHOTO JOKYMEHTO000pOTa;

Ymemsn:

MIPUMEHSATH METOTUKH u
-COCTaBJIsITh  JOKYMEHTBI B COOTBETCTBUH C TPeOOBAHUIMHU
TIK-6 CTaHIapTHI BEIICHUSI
rOCyIapCTBCHHBIX CTAHIaPTOB;
OyXraJITepCKOro,  HaJOroBOTO,
- po(heCCHOHALHO IPAMOTHO OCYIIECTRIIATh JACJIOBYIO EPEIHUCKY U
O0/PKETHOTO YUYETOB,
HOJICPKaTh JICJIOBBIC AJIEKTPOHHBIC KOMMYHHUKAIUH;
(dbopmupoBaHust U .
- OpraHMU30BBIBATH PAOOTY C JOKYMCHTAMH;
MIPEIOCTABICHUS
N . | Bnaoemuv:
OyXranrepcKow, HAJIOTOBOW,

- OCHOBaMH JACJIOBOI'O 3THKETA B IMCbMEHHOM JICJIOBOM 06H.[€HI/II/I;
-HaBBIKaMH pa6OTLI C HOPMAaTHBHBIMHU JOOKYMCHTAMH B obnactu
JAOKYMEHTAlTUOHHOT'O obecreueHus YIIpaBJICHUA;

-HaBBIKaMH HCIIOJIb30BaHUA KOMHBIOTGpHOﬁ TCXHHUKH npu
COCTAaBJICHUHU YIIPABJIICHYCCKUX NOKYMCHTOB.

OIOIKETHON OTYETHOCTH

2. MecTto aucuumiunsl B ctpykrype OIIOIT

JucuunnuHa peanusyercs B paMKax JMCIMIUIMH 110 BEIOOPY CTyAEHTa BapuaTUBHOM yacTu bioka 1
yuebnoro ruiana OITOIL

Jucrummaa n3ydaercs Ha 2 Kypce B 4 ceMecTpe.

CryneHT 10 Hadaja W3YYEHHWS IWUCHUIUIMHBI «/|OKyMEHTHpOBaHHE YMPaBICHUYECKOW AEATEITHHOCTI
JIOJDKEH MMETh MPEICTaBICHNE O TOM, Ha KaKUX y4acTKax cBoei Oyayiiel mpodecCHoHaIbHON AEATeIbHOCTH OH
CMOET HCIIOJIb30BaTh IMOJYYEHHBIE MM 3HAHUS B PaMKax KOMIIETEHIIMH, OOYCIIOBJIEHHBIX CIEHUPHUKON ero
MpencToseil paboThI.



IIpepexsuszumopl. JIo Hadana w3ydeHHs Y4eOHOHM JHMCHUILIMHBI OO0YyYaromuecs OJKHBI 3HATH OCHOBBI
SKOHOMHKH.

IIporpamMma Kypca OpHUEHTHpPOBaHA HAa BO3MOXHOCTh PACIIUPEHUS W YIIIyONeHWs 3HAHUH, YMEHUU WU
HAaBBIKOB CTYJICHTOB CIIEI[UAIIUTETA JUIs YCIICITHON MPO(PECCUOHATLHON ACSITeILHOCTH.

THocmpexeusumol  Qucyuniunvl. KOMIETEHIIMU, TOJNyYCHHbIE B PE3YJIbTATe OCBOCHHUS JIHCIUILIVHEL,
HeoOxoauMbl oOydaromiemycs: py uzydeHuu auciuiumebl b1.3.5.10 «Ynpasienne opranmzanuein» u ap., IpH
BBITIOJTHCHUY HAYYHO-KMCCIICAOBATEIILCKONH pa0OThl, TPOXOXKJICHUHM MPOU3BOACTBEHHON W MPEIUILIOMHOM
MPAKTHK, TIOATOTOBKE K TOCY/IapCTBEHHOM HUTOTOBOM aTTECTAIINH.

3. O0beM AMCHUTIJIMHBI B 3aY€THBIX €THHUIAX ¢ YKA3aHUEM KOJIMYeCTBA aKaJeMUYeCKUX YaCOB,
BbIJIeJICHHBIX HA KOHTAKTHYIO pa0oTy 00y4aromuxcs ¢ mpenogasaresieM (10 BUAaM 3aHATHI) U HA
CaMOCTOSITEIbHYIO Pa00Ty 00y4aIOIIUXCH

OO0mast Tpy10eMKOCTh (00beM) AUCHHUIUIMHBI cocTaBisieT 2 3a4eTHIX eauHul] (3E), 72 yaca

Buj yueOHoi padoThl Bcero yacos

OO0mmas TpyI0eMKOCTh JTUCITUTUTAHBI,

B TOM YHCIIE: 72
KonTakTtHas paboTa obydaromuxcs ¢ mpenogaBaTeneM (BCero), 6
B TOM YHCIJIC:
JIEKITUNA 2
1abopaTopHBIe PadOTHI -
MTPAKTUIECKUE 3aHATHUS 4
CamocrositensHast pabota obyuaromuxcs (Bcero), 66

B TOM YHUCJIC:

CaMOCTOSITEIbHBIE 3aHATHSI 56

KOHCYJIBTallUU B CEMECTPE -

OK3aMCHbBI U KOHCYJIbTalluU -

KOHTPOJIbHBIE Pa0OTHI 10

Bun npomexxyTodHO# arTecTanuy 00ydaronIuxcs 3auém - 4 cemecmp

4. Conep:xkanue TMCUMILVIMHBI (MOIYJIS1), CTPYKTYPUPOBAHHOE MO TeMaM (pa3aejiaM) ¢ yKa3aHHueM
OTBE/ICHHOI0 HA HUX KOJHMYeCTBA aKaJeMHYeCKHUX YaCOB M BUI0B YUeOHBbIX 3aHATHIA
4.1 Cogep:xaHue JUCHUILUIHHBI, CTPYKTYPHMPOBaHHOE 110 TeMaM (pa3jesiam)

Paspen monyns ConepxaHnue

I/ICTOpI/Iﬂ Ppa3BUTHA ACJIONPOU3BOACTBA B Poccun. OcHoBHBIE IIOHATUS |

Tema 1. BBenenue B IUCUUIUIMHY .
ompejieNieHus 10 JOKYMEHTHPOBAHHUIO yMpaBIeHUECKOH AesTenbHOCTH. Llens u

«/loxymeHTHpOBaHME .

DABICHUCCKO 3a7a4u JIOKYMEHTUPOBAHHUS YIPaBJIEHYECKON JIESTEIbHOCTH.
yrp Heo6xoauMOCTh MOJTyueHHs] ONPEAETICHHBIX TEOPETHYECKHX M IMPAKTHYECKHUX
JEATETBHOCTBIO»

3HAHUM 110 JACJTOMTPOU3BOACTBY. BI/II[I)I JOKYMEHTOB, UX KHaCCI/I(l)I/IKaHI/ISI.

YHubukanus M CTaHAAPTU3AIMS YIPaBICHUYECKHX JOKYMEHTOB. OCHOBHBIE
OpaBUIa  TOATOTOBKM M O(GOPMIICHHS  YHPABICHUYECKHX  JTOKYMEHTOB.
OdopmiieHIe PEKBU3UTOB TOKYMEHTOB.

Tewma 2. [IpaBuna cocTaBiaeHus U
odopMmIIeHHS JOKYMEHTOB

OpranuzannoHHas fokymeHrtanus. Ycran. [lonoxxenune. OCHOBHBIE TpeOOBaHUS K

Tema 3. JlokymMeHTHpOBaHHE COCTaBJIEHHIO JOKyMeHTOB. CTpyKTypa M INTaTtHas ducieHHocTh. llltaTHoe
OpraHU3aIMOHHO- pacrmmcanue. MWucrpykumsi. JlomKHOCTHas WHCTpyKumsi. PacmopsiauresnbHbie
pacnopsauTeabHOM nokymeHntel. Pemenue. Pacnopsbkenue. [lpukas. VYkaszanuwe. I[lonroroska,
JeATeIIbHOCTH COCTaBJIEHHE, 1 0POpPMIICHHE PACTIOPSANTEIBHOTO JOKyMeHTa. CpOoK MCIOIHEHHS
JIOKyMEHTA.

Tema 4. JlokyMeHTHpOBaHHE OpraHn3anMoHHO-TEXHMYECKNE MEpOIPUSATHS 110 MOATOTOBKE M IIPOBEICHHIO
JESITeIbHOCTU KOJUIErHaIbHbIX coemanuii. CTpykTypa JAOKIaga M OTY4€Ta HA COBELIAHUU, 3acelaHMU,
OpTraHoB koH(pepeHnmu. TpeboBaHMs K COCTABICHHUIO ¥ 0(OPMIICHHIO IPOTOKOIA.

Tema 5. JlokyMeHTHUpOBaHUE
“H(OPMAIMOHHO-CIIPABOYHBIX
MaTepHaJioB

OCHOBHBIE PEKBH3UTH HH()OPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB. CHpaBKH,
JOKJIa/THBIC ¥ OOBSICHUTENBHBIC 3aITUCKH. AKTHI.

OdopmieHne TOKyMEHTOB 110 NpHEMY Ha paldoTy, MEPEMELICHHUIO, YBOJIbHEHHIO,
MIPEIOCTABIICHUIO OTIYCKOB. TpymoBoi koaekc. OdopmieHne TpyI0BOi KHIDKKH.
3aspnenne. XapaktepucTuka. KoHTpakTHas ¢opma HaiimMa, OpraHM3aIld U
omnatel Tpyaa. CocTaBieHUe KOHTPAKTA.

Tema 6. TpeboBanus k
0(OPMIICHHIO IOKYMEHTOB TIO
JIMYHOMY COCTaBY

Tema 7. OpraHu3zaliluOHHOE OpraHu3anus JoKymMeHTooOopoTa. [lopso0K WCHONHEHHS BXOMISANIUX,




MIOCTPOCHHE CITYKOBbI
nernornpousBojictea. Konrpons
HCTIOTHEHUS TOKYMEHTOB

HCXOMSANIMX W BHYTPCHHUX JOKYMECHTOB. (OPMBI pErucTpanuu JOKYMEHTOB.
Yder o6beMa JOKYMEHTO000POTA.

O6oOmieHne W aHaJlvM3 JaHHBIX OO0 HWCIIOJIHEHWH JOKYMEHTOB.
HCTIOTHEHUsI JOKyMeHTOB. DOPMBI KOHTPOJISL HCIIOJTHEHHS JIOKYMEHTOB.

Kontpons

Cucremarmsanust mokymeHtoB. QPopmupoBanme nen. Homenkmatypa gmen.
[IpaBuna cocTaBieHUS 3aroJOBKOB JeN. DKCHEPTH3a HAYIHOH W NPaKTHIECKOU
IeHHOCTH JHoKyMeHTOB. Odopmienue nen. OnncaHre JOKyMEHTOB MOCTOSHHOTO
u BpeMeHHOro XxpaHeHus. OOecredyeHHe COXPAaHHOCTH JOKYMEHTOB B
JenonpousBojcTse. [lepenaya enn B BEJOMCTBEHHBIN apXyB.

Tema 8. CucreMaTu3amus
JIOKYMEHTOB

Ionsatne mOKyMEHTOOOOpOTa B Oyxrantepckom ydere. COCTaB JOKYMCHTOB
Oyxrantepckoro ydera. IlepBHYHBIC OyXraaTepCKHUE JAOKYMEHTBL YUETHBIC
peructpel. OTUETHBIC TOKYMEHTHI. [IOHATHE 3JCKTPOHHOI'O JOKYMEHTOO00pOTa
U CHCTEMBI 3JICKTPOHHOTO foKymMeHToo0opoTta (CO/1). Bumst CO/I.

Tema 9. Byxrantepckuii
JIOKYMEHTO00O0POT.
ONEeKTPOHHBIA JOKYyMEHTO000POT

4.2. Pa3nenpl JMCUMIIIMHBI U TPYAOEMKOCTD 10 BHIaM YUeOHBIX 3aHATHI
(B akajeMHYeCKHX Yacax)

Obuas KonTakTHas pabota obyuaromuxcs | CaMocTos-
C IIpenojaBaTeiIeM TeNbHAs
T Tpyno-
eMa MPaKTH- pabota
€MKOCTb,
BCETO JICKIIUU YEeCKUE o0yuaro-
BCETO YacoB
3aHSTHS X cst

Tema 1. BeeneHnue B TUCHUILTUHY
«/lenorpon3BoCTBO» 12 4 2 2 8
Tema 2. Yaudukanms u
CTaHAAPTH3ALMS TOKYMEHTOB 10 2 - 2 8
Tema 3. IIpaBua opopmireHUS
OpTaHU3aIMOHHO-PACTIOPSITUTEIBHOM
JIOKYMEHTAIIUU 8 - - - 8

Tema 4. Ponb 10KyMEHTOB B
JESATENBHOCTH KOJIIIETHAIBHBIX
OpraHoB 7 - - - 7

Tema 5. CipaBo4yHO-

nH(OPMAITMOHHAS JIOKYMEHTAITUS 7 - - - 7
Tema 6. KagpoBbie TOKyMEHTBI 7 - - - 7
Tema 7. Opranm3arus

JIOKYMEHT0000pOTa 7 - - - 7
Tema 8. XpaHeHHE JOKYMEHTOB 7 - - - 7
Tema 9. JlokyMeHTOOOOPOT B

OyXraJITepCKOM ydeTe 7 - - - 7
Bcero 72 6 2 4 66

4.3. KypcoBoii npoexT (padoTa) no AUCHUILINHE HE IPETyCMOTPEH.

5. Hepeqeﬂb y‘leﬁHO-MeTOHI/I'leCKOFO o0ecrevyeHust AJIs1 CAMOCTOSITEILHOM paﬁoTBI oﬁyqaloumxcn mo

AUCUHMILINHE
1. Ilpuxompko A.H. JloKyMeHTHpOBaHHE YNPaBJIEHUYECKOW HIESTEIBHOCTH [DJIEKTPOHHBIN pecypc]:
yueObHoe mocobue/ Ilpuxompko A.H.— DnekrtpoH. TtekcroBeie nanHbie.— CII0.: Cankt-IleTepOyprekuii

FOCYZIapCTBEHHBIM  apXUTEKTYPHO-CTPOUTENBHBII OBC ACB, 2013.— 270 c—
URL:http://www.iprbookshop.ru/26872.

2. Kaypman H.IO. JlokymMeHTHUpOBaHHE YIPaBICHYECKON JICATEIHHOCTH [DIEKTPOHHBIA pecypc]:
yuebHoe mocobue/ Kaypman H.FO.— DnekTpoH. TekcroBble gaHHble.— OMCK: OMCKHI TOCYAapCTBEHHBIH
MHCTHUTYT cepBuca, 2014.— 177 ¢.— URL: http://www.iprbookshop.ru/26681.

3. IlerpoBa A.T". [IpakTrueckre OCHOBBI OYXTaJITEPCKOTO y4eTa HMYIIeCTBA OPraHu3aluy [ DIeKTPOHHBIH
pecypce] : yuebHoe mocobue mis CIIO / A.I'. IlerpoBa. — DNeKTpOH. TeKCTOBbIC naHHBIe. — Caparos:

IMpodobpazosanue, 2017. — 154 c.— URL: http://www.iprbookshop.ru/69673.

YHHUBEPCUTET,


http://www.iprbookshop.ru/26872
http://www.iprbookshop.ru/26681

4. Mertoamdeckoe oOecrieueHne MUCIMILIAHBI (CM. JOKyYMEHT «MeTtoaumdeckoe obecreueHrne II0
JTUCIUTUTIHE «JIOKYMEHTHPOBaHUE YIIPABICHUECKON ICATETHHOCTH).

6. OnleHOYHbIe MaTePUAJIbI VISl IPOBEAeHNUs] IPOMEKYTOYHON ATTeCTALMHU 00YYAIOIIUXCS N0 JUCHMILINHE
OrneHOYHBIE MaTepHaibl IPUBEIEHB B MIPIIOKEHUH K pabodeil mporpaMMe AUCIUTUINHBL (CM. TOKYMEHT
«O1eHOYHbIE MaTePHAIIbI IO TUCIUILTHHE «/[OKyMEHTHPOBaHHE YIIPABICHIECCKON ICATEITHHOCTHY).

7. llepeyeHb OCHOBHOIi ¥ 10NMOJTHUTEIbHOI y1eOHOIl TUTEPaTypPbl, HEOOXOAUMOI /151 OCBOEHUS
AUCUMILIHHBI
a) ocHosHas yuebnas tumepamypa:

1. Ilpuxonpko A.H. JIokyMEHTUpOBaHUE YIIPABICHYECKON JCATEILHOCTH [DJIEKTPOHHBIN pecypc]: yueOHoe
nocobue/ [Ipuxoapko A.H.— Dnektpon. TexctoBbie nanabie.— CII6.: Cankt-IleTepOyprekuii rocynapcTBeHHBIH
ApPXUTEKTYPHO-CTPOUTEIBHBII YHHUBEPCUTET, 9bC ACB, 2013.— 270 c—
URL:http://www.iprbookshop.ru/26872.

2. Kaypman H.IO. JlokymeHTHpOBaHNE YIpaBIEeHUYECKOH IESITeT-HOCTH [DIEKTPOHHBIN pecypc]: yueOHoe
mocobne/ Kaypman H.FO.— Onexrtpon. TexcroBple manHbie.— Omck: OMCKHIA TOCYIapCTBEHHBIH WHCTHUTYT
cepuca, 2014.— 177 c.— URL: http://www.iprbookshop.ru/26681.

3. IlerpoBa A.T'. IlpakTHdeckie OCHOBBI OyXTaJTepCKOTO ydeTa MMYIIECTBA OPraHMU3annd [ DIeKTPOHHBIN
pecypc] : yaebHoe mocobme mms CIIO / A.I'. IletpoBa. — DneKkTpoH. TeKCcTOBBbIe naHHBIE. — (Caparos:
IMpododpazosanue, 2017. — 154 c.— URL: http://www.iprbookshop.ru/69673.

0) OOnoOAHUMENLHASL YHeOHASA TUMEPamypa.:

1. I'myxoBa O.B. JlokymeHTanmoHHOE OOEcCmedeHne YIpaBieHUs [DIEeKTPOHHBIA pecypc]: Kypc JEeKIHi/
I'myxoBa O.B.— DnekTpoH. TeKCTOBBIC JaHHble.— Bonrorpan: Bonrorpaackuii uacTuTyT OM3HEeca, By3oBckoe
obpasoBanue, 2013.— 72 c.— URL: http://www.iprbookshop.ru/19177.

2. Kysunenosa U.B. JlokyMmeHTanimoHHOE oOecIiedeHne yIpaBiIeHHsI epCOHAIOM [DIEeKTPOHHBIA pecypc] :
yuebHoe ocobue / W.B. Ky3nemnona, ['.A. Xadatpsa. — DJeKTpoH. TekcToBbIe nanHbie. — M. : Jlamkos u K, Ait
[T Op Meaua, 2014. — 220 c. - URL: http://www.iprbookshop.ru/15713.html.

3. Manryposa H.C. KampoBoe aenonpou3BOACTBO [DIEKTPOHHBIA pecypc] : ydeOHOe MocoOHue s
CTYIEHTOB, o0y4arormmxcs no cneruansHocTd 032001 JlokymMeHTOBeIeHHE U TOKYMEHTAIMOHHOE OOecIiedeHre
ymnpasnenus / H.C. ManrypoBa. — DIeKTpOH. TEKCTOBble JaHHble. — YensOunck: YensOuHCKMiA
rOCYIapCTBEHHBIN HHCTUTYT KyabTypsl, 2013. — 100 ¢. — URL.: http://www.iprbookshop.ru/56420.html.

8) 3aKOHOOamMenbHbLIE U HOPMAMUBHBIE AKMbI

1. I'paxnanckuii koqeke Poccuiickort deneparun (dacts nepsast): yTB. OenepanbHsiii 3akoH ot 30.11.1994
r. Ne51-®3 // OdunmaneHplii caiiT cnpaBouyHOH npaBoBoil cucrtembl Koncymerantllmoc. — URL:
http://www.consultant.ru.

2. Tpynosoit komekc Poccuiickoit ®emepanmu ot 30.12.2001 N 197-®3 (pen. ot 05.02.2018) //
OdurnranbHeIii caiiT cripaBo4HOI paBoBoi cuctembl KoncynprantlLiroc. - URL :http://www.consultant.ru.

3. TOCT P 7.0.8-2013. HamumonaneHblii ctangapt Poccuiickoit ®enepanuu. Cucrema CTaHAApPTOB IO
nHpopMaLul, OMOINOTEUHOMY W H3/AaTeNIbCKOMY neiy. Jlenonpou3BOACTBO M apXWBHOE Ael0. TepMUHBI H
onpeneneHus” (yrB. [Ipukazom Poccranmapra ot 17.10.2013 N 1185-cT) // OduinanbHelii calT CripaBOYHOU
npaBoBoii cuctembl Koncynsrantllntoc. — URL: http://www.consultant.ru.

4. TOCT P 6.30-2003 "VuuduuupoBaHHBIE CHCTEMbl JOKyMEHTAUMH. YHUQHUUIUPOBaHHAS CHCTEMa
OPTaHU3allMOHHO-PACHIOPSIIUTENbHONM  JOKyMeHTauuu. IpeboBaHMs K  OQOPMIICHUIO  JOKYMEHTOB'//
OdurranbHbIi caiiT cripaBo4YHOM paBoBoil cuctembl Koncynerantllnroc. — URL: http://www.consultant.ru.

5. IIpuka3 Mundpuna Poccun ot 29.07.1998 N 34H (pen. ot 11.04.2018) "O6 yrBepkaeruu [lonoxenus mo
BEICHUIO OyXTraJITepcKOro yuera u Oyxraiarepckoi oTueTHOcTH B Poccuiickoit denepanmn” (3aperucTpupoBaHo B
Muntoctre Poccun  27.08.1998 N 1598) // OdwunmansHbelii CalT CHpPaBOYHON MPABOBOW CHCTEMBI
KoncynprantlLroc. — URL: http://www.consultant.ru.

8. [lepeuyennb pecypcoB HHPOPMAIMOHHO—TEJIEKOMMYHHKAIHOHHOH ceTH «HTepHETY,
HEeOOXOMMMBIX ISl U3yYeHUsl TUCHUTIIHHBI
Cucrema tectupoBaHHsl «Akaaemus» [DnektponHslii pecypc]. — URL: http://distance.rrtu/. — Pexum
noctyna: ¢ nodoro komnstorepa PI'PTY — no maposnto
OOyyaronuMcsi TIPEIOCTaBIIeHa BO3MOXKHOCTh HMHAMBUIYaIbHOTO JIOCTYNA K CIEAYIONIMM 3JIEKTPOHHO-
OMOIMOTEYHBIM CHCTEMAM:
— DnexTpoHHo-Onbnuoreunas cucrema «IPRbooks», pesxxum gocryna — ¢ moboro komnbtotepa PIPTY


http://www.iprbookshop.ru/26872
http://www.iprbookshop.ru/26681
http://www.iprbookshop.ru/19177
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW&n=44595&rnd=2F192A765CD4B43F9C9D41B72FFD9EA0&dst=100011&fld=134
http://www.consultant.ru/
http://distance.rrtu/

0e3 mapoirs, u3 ceTr HHTepHeT 1o mapoiro. — URL: https://iprbookshop.ru/.
9. MeToauueckue yKazaHus 1151 00y4aloIMXCs 110 0CBOCHUIO AU CHUIIMHBI
9.1. PexoMeHganuu 10 MJIAHHPOBAHUIO M OPTaHU3ALMH BpeMeHH, He00X0MMOTro Il M3yYeHHs
AUCUMILTHHBI
Pexomennayetcs cieayromum o0pa3oM OpraHu30BaTh BpeMs, HEOOX0ANMOE ATl U3yUCHHS AUCLUIIINHBL:
N3yueHne KOHCIIEKTa JICKIIMU B TOT K€ JICHb, Moce JieKuu — He Menee 10-15 MuHyT.
Wzyuenne KoHCIEKTa JIEKIWH 3a JIeHb Tiepes cleayroeil nekuueii — e menee 10-15 MunyT.
Wzyuenne TeopeTndeckoro marepuaia o y4eOHHMKY, ydeOHOMY IOCOOMIO M KOHCIIEKTy — HE MeHee | Jaca B
HEZEIIO.
9.2. Onucanue NOCJeA0BATEIbHOCTH AefiCTBHI 00yUaromerocs («cueHapui u3y4ueHust
JAMCUUTIIMHBI»)

Pexomennyertcs cieayromum o0pa3oM OpraHu30BaTh BpeMs, HEOOXOAUMOE AJIsl U3yUEHHS] AUCLUIINHBL:
— HamMcaHWe KOHCIEKTA JISKIUH: KPaTKO, CXeMaTH4YHO, MTOCIEA0BATEIbHO (PUKCUPOBATh OCHOBHBIE TOJI0KEHUS,
BBIBOZBI, (DOPMYJIMPOBKH, 00OOIICHNS; TTOMEUaTh BaYKHbIC MBICIIH, BBIICNATh KIIOYEBHIE CJIOBA, TEPMUHBI;
— TOATOTOBKAa K TMPaKTHYECKUM 3aHATHSIM: HEO0OXOAWMO H3YYUTh PEKOMEHIOBAaHHBIC IpernoaaBaTesieM
HUCTOYHUKHN (OCHOBHYIO M JOTIONHUTEIBHYIO IUTEPATypy, HHTEPHET-PECYPCHI) U BBITIOIHUTH MOATOTOBUTEIbHEIC
3aJaHus;
— IpY U3YyYCHHUU JUCLUIUIMHBI OYCHb ITOJIE3HO CAMOCTOSATENIFHO U3yYaTh MaTepua, KOTOPBIH elle He MPOYUTaH
Ha JICKIUH, HE MPUMEHSJICS Ha MPaKTHYECKOM 3aHITUH. TOT/A JIEKUUs OyIeT ropas3io MOHATHEE. OJHAKO Jierdye
IpU H3Y4YEHHH Kypca CIIeJOBaTh W3JIOKEHHIO Marepuaja Ha Jeknuu. Jlnd NoHuMaHus MaTepuaiga H
Ka4eCTBEHHOTO €r0 YCBOSHHs PEKOMEHIYyETCsl TaKasi [I0CIeI0BATENbHOCTh ICHCTBUIL:
— T0CJ€ MPOCTYLIMBAHUS JEKIMH U OKOHYAHMS yYEOHBIX 3aHSTUH, IPU NOATOTOBKE K 3aHATHSAM CIICIYIOLIETO
ITHS, HY’)KHO CHadJalla IPOCMOTPETh M 00TyMaTh TEKCT JIEKIINH, MPOCTyIIanHo# cerofus (10-15 muHyT).
— TIpH NMOATOTOBKE K CIEAYIONIEH JIEKIIUH, HY>KHO IIPOCMOTPETh TeKCT mpeaslayeit nekuuu (10-15 munyT),
— B TEUYCHHUE TMEPHOJA BPEMEHU MEXKIy 3aHSATHSIMHU BbIOpaTh BpeMs (MHHHMYM | bac) misi caMOCTOSTEIbHOM
paboThl, TPOBEPUTH TEPMUHBI, TOHATHS C TIOMOILBIO SHIIUKJIONEAUN, CIIOBapel, CIPaBOYHHUKOB C BHIITHCHIBAHHUEM
TOJIKOBaHUH B TETPaJlb. 0003HAUYNTH BOMPOCH], TEPMUHBI, MaTEPUaII, KOTOPHIN BBI3BIBAET TPYAHOCTH, IOMETUTH
MOTIBITAThCSI HAWTH OTBET B PEKOMEHIYEMOW JIUTEpaType, €CIM CaMOCTOSTEIbHO HE ydaeTcsi pa3oOpaTbcs B
MaTepuaie, HeoOXoAuMo CcGOpPMYNIHPOBaTh BOMPOC H 3aAaTh IPENOAaBaTEeNi0 Ha KOHCYIbTAllMH, Ha
MIPaKTUYECKOM 3aHITHH.

9.3. Pexomennanuu no padore ¢ JJUTEPATypOii

Teopernuecknii MaTepuaid Kypca CTaHOBHTCSL Oojiee IOHATHBIM, KOIJa JIONOJHHUTENBHO K
MIPOCITYIIMBAHUIO JIEKIIUU U W3YYEHHUIO KOHCIIEKTa, U3y4aeTcs M AOTOJHUTENbHAsT PEKOMEHA0BaHHAs JIUTEepaTypa
(3aKOHOJATENBCTBO, HAy4YHblE M MyOIMLUMCTHYECKHE CTaThU M Jp.). JluTeparypy mo Kypcy peKOMEHAyeTcs
n3yyaTb B OMONMOTEKE WM C HOMOILIL CeTH VHTepHET (MCTOYHMKH, KOTOPBIE MOTYT OBITh CKadeHbl 0e3
HapyIIeH!s] aBTOPCKUX IIPaB).

10. Ilepevyenb nHGOPMAIIMOHHBIX TEXHOJIOT W, HCTOJIb3yeMbIX NPH 0CYlIeCTBJICHUH 00pPa30BaTEJILHOIO
npoiecca 1o JMCUMIVINHE, BKJII0Yas NepevyeHb NPOrpaMMHOro odecrneyeHus 4 HHGOPMALHOHHBIX
CTPABOYHBIX CHCTEM

[pu peanuzanuu MporpaMMsbl CTyIEHTAMHU MPUMEHSIOTCS JIEMEHTHI MHPOPMAIIMOHHBIX TEXHOJIOTHI:
— yhaleHHble WHQOPMAIMOHHbIE KOMMYHMKALlMM MEXAYy CTYIACHTAaMM M HpENoAaBaTresieM, BeLyLINM
JIEKIMOHHbIE M IPAKTUYECKHUE 3aHSITHS, HOCPEICTBOM 3JIEKTPOHHOM IOYTHI, MO3BOJIAIOLINE OCYIIECTBISTH
ONEPaTUBHBII KOHTPOJb TpaduKa BHIIOJIHEHHS M  COJIEPXKAHMS KOHTPOJBHBIX 3aJaHuil, peleHHue
OpraHMU3alMOHHBIX BOIPOCOB, YaJIEHHOE KOHCYJIHTHPOBAHHUE;
— TIOWCK aKTYyaJbHOM HAYyYHOH, CTATUCTUYECKON 1 OOLIECTBEHHO-TIOIUTUYECKON HH(OpMAXH AJIS1 BBIIOIHEHHUS
CaMOCTOSITEIbHOM PabOThl M KOHTPOJIBHBIX 33/1aHU;
— JOCTYH K COBPEMEHHBIM NPO(EeCCHOHATIBHBIM 0a3aM AaHHBIX U MH)OPMAIMOHHBIM CIIPABOYHBIM CHCTEMaM.
— TpOBeJIeHHE IPOMEKYTOUHOH aTTEeCTAllH B CUCTEME TECTUPOBAHUS «AKaZeMus» ¢ JOCTYIIOM U3 BHYTpEHHEN
obpasoBarenbHoi cpeast PIPTY (URL: http://distance.rrtu/).

Ilepeuensy nuyen3uoRHO20 NPOPAMMHO20 0DecneueHu:

—  omepanuonHas cucrema Windows;

—  Kaspersky Endpoint Security;

—  LibreOffice, muuenrms LGPLv3.

Ilepeuens npogpeccuonanvrvix 6a3 OAHHBIX U UHPOPMAUUOHHBIX CHPAGOUHBIX CUCIIEM:

—  CopaBounas npaBoBas cucteMa «Koncynerant [Tntocy [Dnexkrponnsiii pecypc]. — Pexxum gocrtyna:
JOCTYTI U3 KopropatuBHO# cet PI'PTY — cBoOOIHBI.



11. Onucanne MaTepna.nhﬂo-Texnnqecxon Ga3bl, HeoBXOAAMOl 115, ocymecmnemm
00pa30BaTEILHOr0 HPONECca N0 AHCOHIIHHE

J1s 0OCBOSHUS TUCLIMILTHHET HEOGXOIHMBI CIIE/IyIONIHE MATePHANEHO-TEXHHIeCKHE pecypeer:

1) aynuropua PI'PTY nns nposemenus TEKUHOHHBIX ¥ NPAKTHYECKHX 3aHSATHH, TPYIMIOBBIX ‘|
HHIMBHAYaTBHBIX KOHCYJILTALMH, Texymero KOHTPOII H NPOMEXYTOUHOH aTTecTaly, o6opynoBaHHAs
MapKepHo# (MemoBoOH) qockait; '

2) aynutopus . PTPTY' . g CaMOCTOATENbHOMH. , paBoTh! . oﬁmmmmcﬂ OCHaleHHas
KOMIBIOTEPHON TEXHHKOHN ¢ BO3MOIKHOCTEIO NOKTIOYEHHA K- CETH- I/IHTepHer " oﬁecneqemieM ﬂoc’ryna B
3JIEKTPOHHYIO HH(OPMALMOHHO- 06pasoaaTeany}o cpeny PTPTY; : '

3) . ayIMTOPHH "JIOJKHEI HMETE [0CTATOUHOE KOJIHUEQTRO TOCA/I0HBIX MECT, COOTBB’I‘CTBOB&TI:
H606X0,’1HMI:1M l'[pOTHBOl'[O}KaprlM HOpMﬂM H caHuTapﬂo THTHEHHIECKHM 'rpe601saH:—151M

ITporpammy cocrasu:

4

" CT. IpenojaBaTeb ica_cbenpm I'MKY,. ) ' . - e~ /A.A. Mopozosa/

ITporpamma chymneHa H o,aoﬁpeﬂa Ha aace,ua u Kathenpsl <<FocyaachBeHHoe, My}LPILIHIIBJ'IbHOG H
KOPIIOPaTHBHOE ynpaBneHHe» (npomKo.rI No ﬂ 420 1% T ) .

BaBe}_'[}’EOLHHH Kadge,upon :

«[ocynapereeHHoe, Myﬂuuanaﬂmoe

H KOPIIOPATHBHOE YIPaBIEeHHE»
1.3.H., npodeccop

/ / _/ C.B. Mlepdhrnses/



IMPUJIOXKEHUE
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dopma 00yueHuss — 3a04uHast, CPOK O0ydeHus 5,5 neT

Psazanp 2018



1. OBIIME ITOJIOXKEHU A

OneHouHble MaTepuanbl — 3TO COBOKYIIHOCTb Y4€OHO-METOJIMYECKUX MaTepHUajIoB
(mpakTUYeCKUX 3aJaHuil, onucaHuil GopM U IpoIenyp MPOBEPKH), IPEIHA3HAUYCHHBIX ISl OLICHKU
KauecTBa OCBOCHHS O0YYAIONIMMUCS TaHHOW TUCIUIUTMHBI Kak yactu OITOIL.

Ilenp — OLEHUTH COOTBETCTBUE 3HAHWUW, YMEHMA HW BIJIAJICHUH, MPUOOPETEHHBIX
o0yyaromuMcsi B Tpolecce HM3y4yeHHs TUCHMIUIMHBI, neimsiM u tpeboBanusim OIIOIl B xone
MPOBEJCHUS MPOMEKYTOYHON aTTeCTallUu.

OcHoBHas 3a7aya — 00ECIEYUTh OIICHKY YPOBHSA C(hOPMHUPOBAHHOCTH MPO(PECCHOHATBHBIX
KOMIIETECHIINH.

KoHTpomb 3HaHNH 00y4arommxcst IPOBOAUTCS B OPME MPOMEKYTOUHOM aTTECTAIHH.
[TpomexyTouHas aTTecTalus MPOBOJUTCS B popMe 3aueTa, KOTOPbIN BKIIOYAeT TECTUPOBAHUE B
cucreme «Akanemus» (URL: http://distance.rrtu/) u BeimosiHeHHE TPAKTUYESCKOTO 3a/1aHUSI.

2. IACIHOPT OHEHOYHbIX MATEPHUAJIOB 110 JUCIHUIIJIMHE (MO YJIIO)

Kontposmpyembie pa3iennl (TeMbl) Kon . Buna, metoa, popma
KOHTPOJINpYeMOo
AUCHHUILINHBI OLICHOYHOI0
(pe3yJbTaThl 10 pa3aesiam) NOMICTEHIIHM MepONpPHUATUHSA
(mi1u e€ yacTm)
Tewma 1. Bregenue B JUCIUIUIUHY I1K-6 3auer
«/lokymeHTHpOBaHUE YIIPABIEHYECKOM
JESITETbHOCTBIOY
Tema 2. [IpaBuiia coctaBiaeHus 1 I1K-6 3ayer
o opMIIeHHUS TOKYMEHTOB
Tema 3. JlokyMeHTUpOBaHUE I1K-6 3ager
OpraHU3alMOHHO-PACTIOPSAUTEIBHOU
JIEATEIbHOCTU
Tewma 4. JlokyMEeHTHPOBAHUE AESITCIBHOCTH I1K-6 3auer
KOJUIETMAJIbHBIX OPTaHOB
Tewma 5. JlokymeHTHpOBaHUE ITK-6 3auer
MH(POPMALMOHHO-CITPABOYHBIX MaTepHajIoB
Tema 6. TpeboBanus k 0pOPMIICHUIO I1K-6 3auer
JIOKYMEHTOB I10 JINYHOMY COCTaBy
Tema 7. Opranu3aliMOHHOE TOCTPOEHHE ITK-6 3auer
CIIy’KO0BI iesonpoun3BoicTBa. KoHTpob
VICIIOJIHEHUS! IOKYMEHTOB
Tema 8. Cucremarusanus JOKyMEHTOB. I1K-6 3auer
[TonroroBka JOKYMEHTOB K MOCIEAYIOLIEMY
XPaHEHUIO U UCTIOJIb30BAaHUIO
Tema 9. byxranrepckuil 10KyMeHTOOOOPOT. I1K-6 3auer
OJIEKTPOHHBIM JOKYMEHTOO0O0POT.

3. OMUCAHUE NMOKA3ATEJENA U KPUTEPUEB OLIEHUBAHUS KOMIIETEHIIUIA

ChopMupoBaHHOCTH KaXKA0H KOMITETEHIIMU B paMKaX OCBOCHMS JaHHOM JUCLUIUIMHBI OLIEHUBACTCS
10 TPEXYPOBHEBOM IIKAJIE:

1) mOpOroBEIi YPOBEHB SBISAETCS 00S3aTEILHBIM IS BCEX 00YYAIONIMXCS 110 3aBEPIICHHH
OCBOCHUS THUCIUIIIINHBI,

2) TPOJBHHYTHIN YPOBEHB XapaKTepu3yercs IIPEBBILIEHUEM MUHUMAaJIbHBIX
XapaKTEePUCTUK CHOPMUPOBAHHOCTH KOMIIETEHITUH 110 3aBEPIICHIH OCBOCHUSI TUCIIUTLIAHEI;


http://distance.rrtu/

3) DOTaJOHHBI YPOBEHb XapaKTEPH3YeTCs MaKCHUMalbHO BO3MOKHOM BBIPaKEHHOCTBHIO
KOMIIETEHIIUH U SIBJIAETCS BAXKHBIM KaUe€CTBEHHBIM OPUEHTHPOM JJISi CAMOCOBEPIICHCTBOBAHHUS.
BrinonHenne KOHTPOJIBHBIX paboT ABIsETCA 0053aTEILHBIM YCIOBUEM JUISL IOMTYCKa K 3a4eTy.
KoHTposbHble paOOThI OLIEHUBAIOTCSA IO IIKAJE «3aUTEHO», «HE3AUTECHOM.

YpoBeHb 0cBOeHUS KOMIIeTeHIMI, JOPMHUPYeMBIX AU CHHUIIJIMHOM:
a) onucanue Kpumepues u WKAaIbl OYEeHUSAHUS MEeCMUPOGAHUSL:

Ikana oyenusanusn Kpurepuii

5 6annos YpOBEHb YCBOCHHS MaTepuana, IpeayCMOTPEHHOT O IPOrpaMMO¥: IPOLIEHT
(9MaNOHHBLI YPOBEHD) BEPHBIX OTBETOB Ha TECTOBBIE BOIPOCH 0T 85 0 100%

4 banna YpOBEHB YCBOCHHS MaTepraa, IpeayCMOTPEHHOTO IIPOTPaMMO¥i: TIPOIIEHT

(npoosuHymulii ypogens) | BEPHBIX OTBETOB HA TECTOBBIE BONPOCH OT 75 mo 84%

3 banna YpOBEHb YCBOCHHS MaTepuana, IpeayCMOTPEHHOTO IPOrpaMMOH: IPOLIEHT
(nopo2oswiil ypoeeHs) BEpPHBIX OTBETOB Ha TECTOBBIE BOIPOCHI 0T 65 110 74%

0 6annos YpOBEHB YCBOCHHS MaTepraa, IpeayCMOTPEHHOTO IPOTPaMMO¥A: TIPOIIEHT

BEPHBIX OTBETOB Ha TeCTOBBIE BOIIPOCH OT 0 110 64%

0) onucanue Kpumepues u WKAIbl OYEHUBAHUA NPAKMUYECKO20 3A0AHUSA.
Ha 3ader BEIHOCHTCS OJTHO TIpaKTUYECKOE 3a/1aHue. MaKCUMaIIbHO O0YYArOIIUIACS MOXKET Ha0pat

OaJuIoB.

Illkana ouenueanusn

Kputepuii

5 Gamos MPAKTHYECKOE 3a/IaHNE BBHIITOIHEHO B TIOJTHOM 00BhEME, B COOTBETCTBUU C

(amanonnwlil yposeus) 3aJlaHieM, C COOJIOICHUEM TIOCIIEI0BATEILHOCTH BBITOTHEHUS,
CaMOCTOSITETIHHO.
4 Ganna OCHOBHBIE TPEOOBAaHHS K BBIITOJHEHUIO TIPAKTHYECKOTO 33 /JaHHS
(npodsunymwlill yposehs) | BBINOIHEHBI, HO IPU 3TOM JOMYIIEHBl HE3HAYUTEIBHBIC OIIHOKH.

3 baya MPAKTHUYECKOE 3a/IaHUE BBHIIIOJHEHO HE B MOJHOM OOBhEME, BBITIOJTHCHHAS
(nopo20ewiil yposeHv) Y9aCTh COOTBETCTBYET IMOCTABICHHOMY BOIIPOCY.

0 6amos MPaKTUYECKOE 33JaHUE BBIMOJIHEHO HE B COOTBETCTBHH C 3aJlaHHEM HITH

IOJHOCTBIO HC BBIIIOJTHCHO.

WtoroBslit cymmapHbIii Oamin oOydaromerocs, MoJydeHHBIH MpU MPOXOKIACHUH MPOMEKYTOYHOM
aTTEeCTAIMH, IEPEBOTUTCS B TPAJAUIIMOHHYIO (JOPMY IO CHCTEME «3aYTE€HO» / «HE 3aYTEHO» B COOTBETCTBHHU

CO clIeqyronIel mKanoi:

IMkana . .
HroroBsiii cyMMapHbIii 6au1
OLleHHBaHMUS
3aumeno 10 — 9 GannoB (3TaJOHHBIN YPOBEHB)
3aumeno 8 — 7 6anoB (MPOABUHYTHIN YPOBEHB)
3aumeno 6 OaoB (IOPOroBbIil ypOBEHB)
He 3aumeno 5 OasuioB 1 HEIXKE

4. TUITIOBBIE KOHTPOJIbBHBIE 3ATAHUS NJIM UHBIE MATEPUAJIBI

4.1. Ilpomesricymounas ammecmavus (3auem)

Koawnl

PesyabTaThl ocBoenus OIIOIL




KOMIIeTeHIN i Coaepxxanne KoMneTeHIMi

I1K-6 CITOCOOHOCTH OCYIIECTBIIATD OyXTaNTepCKHid, (YMHAHCOBBIH, OTICPATHBHBIM,
YIPaBICHUSCKUN U CTATUCTUYECKUE YUEThI XO3SHCTBYIONINX CYOBEKTOB U IPUMCHSTh
METOJIMKH U CTAHJIAPTHI BEIEHHUS OYXTalTepCKOr0, HAIOTOBOTO, OI0PKETHOTO YYETOB,
(hopMUPOBaHUS U MIPEIOCTABICHHUS OYXTaITEPCKOM, HAIOTOBOM, OFOIKETHOM
OTUYETHOCTH

@) munogvle mecmoguvle 60NPoChl.
1. Ha kakux mporeccax OCHOBaHa YIIPaBJICHUECKas 1EATEIbHOCTh?
1: momy4yenue nHpOpMauu u ee 06padoTKa;
2: aHAJIN3, IOATOTOBKA U NPUHSTHE PEIICHU];
3: yTBEpKACHHUE PELLICHUI;
4: BBINOJHEHUE PEIICHUM;
5: y4eT u KOHTPOJIb MPUHATHIX PEIICHUI.
2. BoumuTe moaxosiee 1o CMbICIy OIpeesIeHUEe B UMEHUTEIbHOM MaJIekKe:
@paza : ... O3HAYaeT — COBOKYIHOCTh MPHHIMIIOB W TPaBWI, YCTAHABIMBAIOUIUX EIUHBIC
TpeOOBaHUS K TOKYMEHTHPOBAHHUIO YIIPABICHUECKOH NeATEIbHOCTH
3.Brmmmre noaxosiee Mo CMBICITY ONpeIeICHNE B IMEHUTEIILHOM MaIeKe:

@paza : ... O3HAYaeT IOPUAMYECKOE 3aKpeIUIeHHE NPOBEIEHHOM YHHM(UKALIUU U YPOBHS ee
0053aTeIbHOCTH

4. T'me oTpaxkeHbl YHU(PHULUHUPOBAHHBIE CUCTEMbl JOKYMEHTAllMM, IpUMEHseMble B cdepe
ynpaBieHus?

1: O6wepoccuiickuil KnaccupUKaTop yrnpaBieHUYECKON JOKYMEHTaluY;

2: Enunas cuctemMa KOHCTPYKTOPCKOM JOKYMEHTAIUH;

3: Enunas cuctemMa TeXHOJOTMYECKOM JOKYMEHTAIUH.

5.KakuM JTOKyMEHTOM CIIEyeT PYKOBOICTBOBATHCS MPHU MOATOTOBKE JOJKHOCTHBIX MHCTPYKIHIA
pabOTHUKOB KaJpPOBBIX CIIYXKO?

1: TK PD;

2: KBanu(uKalMOHHBIM CIPABOYHUKOM JOJDKHOCTEH PYKOBOAMTENEH, CHELHATUCTOB M APYrHX
CILy)KallluX;

3: mITAaTHBIM pacUCaHUEM.

6. M3maHne KakuxX JOKyMEHTOB TpPEAyCMAaTPHBAET IMOPAJOK PACCMOTPEHHs BOIMpOca Ha OCHOBE
NPUHIUINA KOJIJIETHAIHOCTH?

1: nmpukazos;

2: yKa3aHui

3: moCTaHOBJICHUH;

4: peteHuil.

7.JIOKyMEHT, OMMCBHIBAIOIIMN HWJIM TOATBEPXKIAIOIIUN COAEp)KaHUE TeX WIM UHBIX (DAaKTOB WIIH
COOBITHIA:

1: noknanHas 3amKcKa;

2: cpaBKa;

3: aKT.

8. Llens HamMcaHus CITy>)KeOHOH 3aIHCKH -

1:cBS3b OOBEKTOB YIPaBJIECHUS 10 TOPU3OHTAIH |

2:mo0yInTh PyKOBOJUTEINS IPUHSATH PEIICHUE,

3: OOBSICHUTH MPUYMHBI KOTO-THO0 NeiicTBUSA, paKTa, IPOUCIIECTBHUS.

9. Vkaxure NpPaBWIBHYIO TIOCIEIOBATEIBHOCTh MOAMUCAHUS JOKYMEHTOB DPa0OTHUKOM IIPH
odopmienun Ha padoTy:

l: TpynoBoi JOroBOp—TIpaBHiia BHYTPEHHETO TPYIOBOTO pacHOpsSAKa—IOPAI0K 00padOTKH
NEPCOHANBHBIX JAHHBIX— I0OJKHOCTHASI HHCTPYKIHUA—TIOJOXKEHHE 00 OIuIaTe Tpyaa;

2: mopsmoK 0OpabOTKM TEPCOHANBHBIX JaHHBIX— TPYJOBOH JOTOBOp—TIpaBUiIa BHYTPEHHETO
TPYZOBOTO pacnopsiAKa—TIION0KEHUE 00 oriaTe Tpy/a;



3: mpaBuia BHYTPEHHETO TPYIOBOTO PACHOPAIKA—TIOPSIOK 0O0pabOTKH TMepCOHATBHBIX
JAHHBIX—TIOJIOKEHUE 00 oryiaTe TpyAa—TPYyA0BOil 10TOBOP.

10. OcHoBHas 11e1b OpraHU3aLUU KOHTPOJIS UCTIOIHEHUS —

1: obecrieyeHre CBOEBPEMEHHOIO U KaYECTBEHHOT'O UCIIOJTHEHUS IOKYMEHTOB;

2: obecrieueHNe COXPAHHOCTH JOKYMEHTOB, YCTPAaHEHUE BO3MOXXHOCTH TIOTEPh IOKYMEHTOB;

3: obecrieyeHue MOMCKa JOKYMEHTOB B HH()OPMAIIMOHHO-CITPABOYHBIX LIETISX;

4: mpoBepKa CBOEBPEMEHHOTO JOBEICHUSI IOKYMEHTA JIO UCTIOTHUTEISL.

11. BoumuTe noaxofsiiee Io CMBICTY OIpeIeIeHHe:

®pa3za : ... — Ha3bIBAIOT JIOKYMEHTHI, CO3/1aBaéMbl€ B OpraHU3aIlMi U UCIIOIb3yeMble PAOOTHUKAMU
OpraHHU3aliy B YIIPABJIEHYECKOM Ipoliecce

BepHslii OTBET: BHYTpEHHHUE

12. CucremaTu3upoBaHHBI TepeYeHb 3aroJIOBKOB JI€JI, 3aBOAMMBIX B JEJIONPOU3BOJICTBE
OpraHM3aIfy, C YKa3aHHEM CPOKOB WX XpaHEHUS W O(GOPMIICHHBIH B YCTAHOBICHHOM TMOPSAKE
Ha3bIBACTCS:

1: HOMEHKIaTypa Je;

2: peecTp nel;

3: omuck Jied.

13. Kakue BubI HOMEHKIIATYpP BbI 3HaeTEe?

1: THIIOBEIE;

2: 9aCTHBIC;

3: UHAUBUAYAIbHBIC,

4: npUMEpHBIE;

5: obmwme.

14. Kakue TOKyMEHTBI BXOST B COCTaBE IOKYMEHTOB OyXTaiTepcKOro y4eTa:

1: mepBUYHBIC TOKYMEHTHI

2: y4eTHBIE PETUCTPHI

3: OTYETHBIC TOKYMEHTBI

4: BTOPUYHBIE JOKYMEHTHI

15. Kakue 10KyMEHTBI OTHOCATCS K OCHOBHBIM IEPBUYHBIM JIOKYMEHTaM OyXTaJTepCKOTO y4erTa:

: [Ipuxoanble KaccoBble opAepa

: PacxoniHbie kaccoBble oprepa

: [InaTexxHble mopy4eHus

. AKTBI O IpUEMKE

: JIuneBbie cueTa paOOTHUKOB

: Otuer 00 U3MEHEHUH KamuTala

: OTUeT 0 IBM)KEHHUH JIEHEKHBIX CPEACTB

NN B~ W

0) munosvie npakmuyecxkue 3a0anus

3ananme 1

CnpoexTupyiite OaHK ISl MHUCbMa C MPOJOJIBHBIM PACIONIOKEHUEM PEKBU3UTOB JIJISl CIEAYIOLIEH
opranmzaruu: AxuuonepHoe ob6mectso «POCTPAHCABTO» OKIIO 02832807, OI'PH
10178003707971HH/KIIIT 7708032140/772001002, anpec: yn. Jlenuna, 1. 25, r. PocroB-Ha-/{ony,
344015 Ten./dakc (056) 65-43-50E-mail: ra@mail.ru

3aganue 2

OdopMHUTh TOKITATHYIO 3alUCKY Ha UMs TeHepaibHoro aupekropa OAO «Jlyu» A.B. ®porosa ot
riaBHoro Oyxranrepa opranuzanuu C.B. BonkoBa, koTopblii coobmiaeT, 4To BO BTOPOM KBapTaie
2003 roma oOTAENn IUIAHUPYET BHEAPEHUE HOBOM BEPCHM KOMIBIOTEpHOM mporpammel 1: C
BYXT'AJITEPUS, kortopas TpeOyer Oojee COBPEMEHHOTO MaTepHAJbHOTO OOeCHedeHus.
Kommnbroteps! kinacca Pentium 2, ucnonb3yemble B HAcTOsIEe BPEeMs, HE COOTBETCTBYIOT 3TOMY
yYpOBHIO. M MPOCUT PyKOBOJCTBO BBIICIHTH IMOJAPA3/ICICHAI0 KOMIBIOTEPHI Kiacca Pentium 4 — 6
LIT., JIA3EpHBIA IPUHTEP — 2 IIT.



3aganue 3
[IpencTaBuTh CXeMy IBMKEHHS BHYTPEHHETO JHOKYMEHTA, PACIOJIOKHUB B Tabmuie | B HYKHOM
MOPSIIKE TIPEJICTABIICHHBIE HUKE MPOIECCHI:
® TIpOBEpKa MPaBUILHOCTU OPOPMIICHHUS MTPOEKTA JOKYMEHTA
® COCTaBJICHHE MPOEKTA TOKYMEHTA
® [IOAIIMBKA JJOKYMEHTA B JCIIO
® COTJIaCOBaHHUE MPOCKTA JOKYMEHTA
® [OAMNMKMCAaHUE PYKOBOJIUTEIEM
e 0dOpMIICHHE U TTeYaTh JOKYMEHTA
pEeruCTpanus T0KyMEHTa
MIPOCTAHOBKA JaThl U HOMEPA Ha JJOKYMEHTE
nepeaaya JOKyMEHTa Ha UCTIOJIHEHUE
WCIIOJIHEHUE IOKYMEHTa
KOHTPOJIb 32 UCTIOJTHEHUEM JOKyMEHTa

Tabnuna 1 — CxeMa JABMKEHUS BHYTPEHHETO JTOKYMEHTA
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3ananme 4

HanumuTte mpoTokon 3acefaHvs WHBEHTAPU3AIMOHHOM KOMHCCHM MOCKOBCKOTO MAIIMHOCTPOUTENHHOTO
3aBoJia:

IIpencenarens A.B. Aprembes. Cekperaps B.E. IloptHOBa. I[IpucyrctBoBanu 20 yenosex.

IloBecTKa nHS:

Pe3ynpTaThl MHBEHTapu3aluK 1Mo ckiagy Ne 4 BcroMoOTaTeNbHBIX MaTEpHanoB MO cocTossHWI0 Ha | ampens 2000r.
Joxnmamuuk - rin. 6yxrantep P.H. Haruackuit.

O nopue umyiects. Jloknaauuk matepuanbHo oTBeTcTBeHHbIN F0. K. Kazakos.

Ha 3acenanuu Oputn 3acimymansl foknaasl P.H. Harunackoro (Tekct Jokjaga MOATOTOBJIEH B MMCHbMEHHOM
Buze u caal cekperapro) u FO.K. Kazaxosa. [locnennuii B cBoeM oKJaie yKazal Ha HU3KYIO JUCLHUIUTUHY U
OTCYTCTBHE OTBETCTBEHHOCTH 32 COXPAaHHOCTh HMYIIIECTBA B KOJUIEKTHBE.

[Tpu oOcykIeHnH TIEpBOTO BOIIPOCa MOBECTKH JTHS BhICTymin Oyxrantepsl V.I1. CransHoBa (0TMETHIIA, YTO
NPUXOAHBIE U pacXOAHbIE JOKYMEHTHI 110 ckiany Ne 4 B ynosnerBoputensHOM cocTtosiHun) U A H. Ckanknna
(yka3zasia Ha TO, YTO HEIOCTa4y BCIIOMOTATEIHHOTO MaTepHasia HyKHO JINKBUIUPOBATh).

ITo mepBOMy BOTIPOCY MOCTAHOBUIIN YTBEPAUTH PE3yJIbTAThl MHBEHTApU3auH 1O cKiamy Ne 4 1o COCTOSHUIO
Ha | anpens 2000r. 1 HegOCTayy BCIIOMOTaTeNbHBIX MaTtepuanoB B cymme 5000 py0. mo rocynapcTBEHHBIM
PO3HUYHBIM IIeHaM oTHecTH 3a cueT .M. TepexoBoil.

IIpn oOcyxnennn BTOporo Bompoca moBecTKH mHS A.H. FOpckuit mpemmoxun Haka3aTh BHHOBHBIX
JUIIeHueM npemud, a [.JI. VIBaHOBY mOpydYMiIM BBISICHUTE K CIEAYIOLIEMY 3aCEIaHUI0 KOMHCCHUU 3aKOHHO
7 OyAeT NPUHITHE TAKOTO HPEATIOKESHUS.

3amanue 5
HaHI/IIHI/ITe HpI/IKa3 10 OCHOBHOI7[ NCATCIIBHOCTHU HpeJIHpI/ISITI/Iﬂl



Hupektrop I'M. [lanuinoB Hay4HO-IpOHM3BOJACTBEHHOITOS OOBEAMHEHUS «Arpompubop» (r. Yda) uzmpan
mpuka3 Ne 234 00 obecriedeHHe MPOTUBOMOKAPHOW OC30MACHOCTH M YCHIICHHS OXPaHbl MPEANPHUATHS B
MIpa3AHUYHBIE THU, KOTOPBIH BCTynuia B cuity 26.04.2009 r.

Ha panHbIii mpuKa3 cocTaBieH B COOTBETCTBMHM C mpuka3oM MuHHCTpa oT 07.04.2009 Ne 112 «O6
obecrevYeHn MTPOTHUBOIIOXKAPHOH OE30ITaCHOCTH M YCHIJICHHUS OXpaHbl MPEAIPHUITHS B TIEPUOJT TPA3THIIHBIX
JHe». JlupekTop mpukaszai:

1) 3as. ckragom Cumopuyky K.C. opraHu3oBaTh TIIATENBHYIO YOOPKY TEPPUTOPUH 0ObEANHEHHS U yOpaTh
Ha CKJIaJl JIETKOBOCIIaMeHstotuecs npeamets k 28.04.2009r.

2) Komenpaury 3pmanusi IlaxomoBy W.M. mpoBepuTh COCTOSHHE 3ICKTPOIPOBOIKH, CHTHATH3ALNH.
ObecneunTh OTKITIOYEHUE AIIEKTPOIHEPTHH B 3[JaHUHM W TPOW3BOACTBEHHBIX IIOMEIICHHUSX HE Mo3qHee 15 dwacos
29.02.2009r.

3) KouTpoib 3a HCTIOTHEHHEM TIPUKAa3a BO3JIOKHUTE Ha IIaBHOTO ninkeHepa Kapukosa N.U.



