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1. IlepeyeHs MuIAHMPYEMBbIX Pe3yJIbTATOB 00y4eHHUsI N0 TUCHUILINHE, COOTHECEHHBIX C IVIAHNPYeMbIMHU
pe3yJbTaTaMM 0CBOEHHS OCHOBHOII 00pa3oBaTe/ibHOI NPOrpaMMbl clieHAJIUTeTa

PabGouass mporpamMMa mo aucruIuinHe «J[OKyMEHTHpOBaHWE YIPABICHYECCKON EATEIEHOCTI
SIBJIIETCS. COCTABHOW YaCThIO OCHOBHOM MPO(eCCHOHANBHOM 00pa3oBaTelibHOM mporpaMMel (ganee — OITOIT)
«OKOHOMHUKO-TIPAaBOBOE OOecreueHne SKOHOMHUYECKONH O0e30macHOCTH», peain3yeMOol MO CHeIHalbHOCTH
38.05.01 DxornomMuveckast 6e30MacHOCTh (YPOBEHB CIIEIUATHNTETA).

Pabouas mporpamMma AUCIMIUIMHBI COCTaBIeHA B COOTBETCTBUU ¢ DefepanbHbBIM rOCyJapCTBEHHBIM
00pazoBaTeNbHBEIM CTAaHAAPTOM BBICIIETO 00pa3oBaHus IO creruanbHocTH 38.05.01 OxoHOMHYECKas
Oe3omacHOCTh (ypoBeHb cnienmanuTera) [yTB. [Iprkazom MunmCcTepcTBa 00pa3oBanus u HayKu Poccuiickoit
®enepanmu ot 16.01.2017 r. Ne 20].

Pabouass mporpaMma IUCHMIUIMHBI TpeAHa3HauY€Ha Uil CTYACHTOB, oOydarommxcs mo OITOIT
«OKOHOMHUKO-TIPABOBOE OOecTeueHrne SKOHOMUYECKON Oe30MacHOCTHY», peain3yeMOol 1O CHEeIHaTbHOCTH
38.05.01 DxoHOMUYECKast O€30MaCHOCTh (YPOBEHD CIICLIUAIIUTETA).

Heas qucuunanubl: GopMUpoBaHre MPOPECcCCHOHANBHBIX 3HAHUK M YMEHUH, B TOM YHUCIIE 3HAHH,
HEOOXOIMMBIX I TPaBUJIHHOTO COCTaBICHHA M OQGOPMIICHHS JOKYMEHTOB, KOTOpPHIE BO3HHKAIOT B
Mpoliecce TMPUHATHSA ¢ pean3alydd  yIPABICHYECKUX PpEIIeHWH, OCBOUTH OOINCIPHHATHIE B MHpE
NpeANPUHUMATEIbCTBA JIEKCUKY U CTWIb JEJIOBOM M KOMMEPYECKOH KOPPECIOHACHIUH Il CBOOOJHOTO H
PaBHOIMIPABHOTO OOIICHUS C TTAPTHEPOM.

3agaqyu IMCUUIIHHBI
- U3YYUTh TEOPETUUECKUX OCHOB JJOKYMEHTAIIMOHHOT'O 00eCieUeHHS ACATEIbHOCTH MPEIIPHUITHS;

- (QopMupoBaHHE HAaBBIKOB IPABOBOW 3alllUTHl JOKYMEHTHPOBAaHHOW HH(}opManmu ¢ opraHuzanuei
PaIOHANBHOTO IBIXEHHS JOKYMEHTOB Ha TPEATPHUSITH,
- OBJIaJICHME METOJaMH KayecTBEHHO W OBICTpO 00pabaThiBaTh MH(OPMAIHMIO B IENSX CBOCBPEMEHHOTO
NPUHATHS COOTBETCTBYIOIIUX YIPABICHYECKUX PEIICHUH;
- OCBOGHUE MPaBWI U ()OPM JIETIOBOM ¥ KOMMEPUYECKOW MEPETTNCKH.

IlepeyeHb MJIAHUPYEMBIX Pe3yJbTATOB 00yUEeHHS MO JUCHUILJIMHE

Koow Pesynsmanst Ilepeuens naanupyemuix pe3yibmamos
Komneme oceoenusn OIIOII P Py pesy.
N N 00yuenus no oucyuniuHe

HYuil Cooepircanue komnemeHyuii
3uamo:
- OCHOBBI JIOKYMEHTAL[MOHHOTO OOeCle4eHHs YIpaBJIeHYECKOU
JIESITeTbHOCTH;
- OCHOBHBIE  TPOIECCHl  JTOKYMEHTOOOOpPOTa  COBPEMEHHOU

CIOCOOHOCTD OCYIIECTBIIATH

OpraHH3aIiy;

OyXxrantepckuii, (UHAHCOBEIH,
ONEpPaTUBHBIN, yIPABIECHUYECKUIA
M CTAaTHCTHYECKHE  yYETHl
XO3SHCTBYIONINX CyOBEKTOB M

- 0COOEHHOCTH O(HIHATHHO-IEIIOBOTO CTHIIS OOLICHHS;
- COCTaB IOKYMEHTOB OYXTaJITepPCKOTO yUETa;

- IOHATHUE AMEKTPOHHOTO JTOKYMEHTO00O0POTA;

Ymemo:

MPUMEHSTh METOHUKH u
-COCTaBJSITh  JIOKYMEHTHl B COOTBETCTBHH C TpeOOBaHUAMU
I1K-6 CTaHAapTHI BEICHUS
rOCYJIapCTBEHHBIX CTAHIAPTOR;
OyXranTepckoro, HaJlOTOBOTO,
- MPo(heCCHOHATBLHO IPAMOTHO OCYILIECTBIIATE JACJIOBYIO MEPEIHUCKY U
OIOIKETHOTO Y4YEeTOB,
MOJIICPIKATh JICJIOBBIC 3JICKTPOHHBIC KOMMYHHKAIIUH;
(hopmMupoBaHus u
- OpraHU30BBIBATH PAOOTY C JOKYMECHTaMH;
MPEI0CTABIICHHS
N . | Bnaoemwv:
OyXranTepckoii, HAJIOTOBOH,

- OCHOBaMu J€JIOBOI'0 3TUKETA B IMCbMCHHOM JI€JIOBOM O6H.[CHI/II/I;
-HaBBIKaMH pa60TBI C HOPMATHUBHBIMU HNOKYMCHTAMH B obJactu
JAOKYMCHTAIMOHHOT'O obecreueHus YIIpaBJICHUS,

-HaBBIKaMH HCIIOJIb30BaHUA KOMHBIOTepHOﬁ TCXHHUKH npu
COCTABJICHUM YIIPABJICHYCCKUX JTOKYMCEHTOB.

OIOIKETHOM OTYETHOCTH

2. MecTto nucuumiunsl B ctpykrype OIIOIT

JucuuninmHa peanusyercsl B paMKax JUCIMIUIMH 110 BEIOOPY CTYAEHTa BapHaTUBHOI YacTu bioka 1
yuebnoro miana OIOIL.

JucrutuiiHa u3ydaeTcs Ha 2 Kypce B 4 ceMecTpe.

CryneHT 10 Hadaja M3ydeHUs TUCIHHUILTUHBI «JlOKyMEHTHpPOBAHHUE YIPABIEHYECKON EATEIbHOCTH
JOJDKEH WMETh IPEACTAaBICHHWE O TOM, Ha KakKMX YYacTKax cBoed Oynymieid mnpodeccHoHalIbHON
JIEITEIbHOCTA OH CMOJKET MCIOIB30BaTh MOJYyYSHHBIE UM 3HAHMSA B paMKaxX KOMITETEHIIHH, 00YCIOBIECHHBIX
CHEIU(PHUKON ero IpeACTosIIeH padoThI.



Ipepexsuzumut. J1o Havana nu3ydeHus y9eOHOHN TUCIUTUIMHBI 00yJaroIuecs OKHBI 3HATH OCHOBEI
9KOHOMUKH.

[IporpamMma Kypca OpHEHTHPOBaHA Ha BO3MOXKHOCTh PACIIMPEHUS W YTITyOlICHHS 3HAHWMA, YMCHHUN U
HABBIKOB CTYJICHTOB CIICI[UAIUTETA JJIsl YCIIEIIHON Mpo(eCcCHOHATBHON ACITCIBHOCTH.

Hocmpexeuzumol oucyuniunsl. KoMmeTeHIINN, TIOTYYSHHBIE B Pe3yIbTaTeé OCBOSHUS IUCITUTUINHBL,
HeoOXOoauMBI oOydJaroreMycs pu uzydeHun aucuuiumiel b1.3.6.10 «Ynpasienne opranmzanueirn» u ap.,
NpU  BBINOJHCHUM  HAYYHO-HCCIICAOBATENILCKOH  pabOThl, TMPOXOKJICHHM  NPOU3BOJACTBCHHOW U
MPEAAUIITIOMHON ITPAKTUK, TOATOTOBKE K TOCYAAPCTBEHHON UTOMOBOM aTTECTaLUH.

3. O0beM IUCHHMIIMHBI B 324€THBIX eJHHHUIAX € YKa3aHHEM KOJIHYeCTBA AKaJeMUYeCKUX YaCOB,
BbIIeJICHHBIX HA KOHTAKTHYIO pa0oTy 00y4aromuxcs ¢ npenogasaresieM (M0 BUAAM 3aHATHI) U HA
CaMOCTOSITEIbHYIO PadoTy 00y4aroUIuXcs

O0mas Tpy10eMKoCTh (00beM) TUCIUILTUHBI cocTaBiseT 2 3aueTHbIX equnuil (3E), 72 yaca

Buj yueOHoii padoThI Bcero yacos
OO1mas TpyA0eMKOCTb TUCHUILIHHBI, 79
B TOM YHCIIE:
KonraktHas paboTa 00ydaromuxcs ¢ mpernoaaBaresieM (Bcero), 32
B TOM YHCIIE:
JIEKIUH 16
1a00paTOpHBIC PabOTHI -
MIPAaKTUYECKHE 3aHATUS 16
CamocrositensHas paboTa 00y4daromuxcs (BCero), 40
B TOM YHCIIE:
CaMOCTOSTEIIbHBIC 3aHITHUS -
KOHCYJIBTAIIMU B CEMECTPE 4
9K3aMEHBI U KOHCYIBTAIIUI 36
KOHTPOJIbHBIE PaOOTHI -
By npoMexXyTOYHO# aTTecTalu 00y4aronuxcst 3auém - 4 cemecmp

4. Conep:xkanue TMCUMILVIMHBI (MOIYJIf1), CTPYKTYPUPOBAHHOE MO TeMaM (pa3aesiaM) ¢ yKa3aHHueM
OTBE/ICHHOT0 HA HUX KOJHMYeCTBA aKaJeMHYeCKHUX YaCOB M BUI0B YUYeOHBbIX 3aHATHI
4.1 Conep:xxaHue JTUCHHUILIMHBI, CTPYKTYPHPOBAaHHOE 110 TeMaM (pa3jenam)

Paznen moayns Coneprxanue

Uctopus pa3sutus aenonpousBoactsa B Poccun. OCHOBHbIE TIOHATHUA U

Tema 1. BBeneHue B TUCIUIUIUHY .
OIIPEJEIJICHUS 110 JOKYMEHTHUPOBAHUIO YIPABICHUYECKON JesATeNnbHOCTH. Llenp u

«/loxymenTupoBanue N

DABICHICCKOI 3aja4uu JIOKYMEHTUPOBAHUS yIIPaBJIEHYECKOM JEATENbHOCTH.
yrp Heo0XxouMoCTh TOJTy4eHUs] ONPEJENICHHBIX TEOPETHYECKUX M MPAKTHYECKUX
JIESATENBHOCTBIO»

3HAHUM 110 JCJIONIPOU3BOACTBY. BI/II[I:I JOKYMCHTOB, UX KHaCCI/I(I)I/IKaL[I/ISL

YHudukanus M craHAapTH3alMs YIPABICHYECKHX JOKYMEHTOB. OCHOBHbIE
npaBujia  TOATOTOBKM W OoQopMileHHs  yNpaBJICHYECKUX  JOKYMEHTOB.
OdopmireHre peKBU3UTOB JOKYMEHTOB.

Tema 2. [IpaBuiia cocTaBiIeHHs U
odopMIIeHHS TOKYMEHTOB

OpFaHI/ISaL[I/IOHHaH JAOKyMCEHTalus. Vcras. [lonoxerne. OCHOBHEIS Tp66OBaHI/I$I K

Tema 3. JlokyMEeHTHPOBaHHE COCTaBJIEHUIO HOKyMeHTOB. CTpyKTypa M INTaTHas ducleHHocTh. llltaTHOoe
OpTaHM3aI[IOHHO- pacticanne. MHcTpykums. JIoJDKHOCTHast HMHCTPYKUuWs. PacropsimurensHble
pacnopsAuTEIbHON nokyMmeHTbl. Pemenue. Pacnopsokenue. Ilpuka3. VYkazanuwe. Iloaroroska,
JeATeITbHOCTH COCTaBJIEHHUE, M OPOPMIICHHE PACTIOPSAUTEIHHOTO TOKyMeHTa. CPOK UCTIOTHEHHS
JIOKyMEHTa.

Tema 4. JlokyMEeHTHPOBaHHE OpraHu3anMOHHO-TEXHNYECKHE MEpOINPUATHS II0 MOATOTOBKE M IIPOBEICHHIO
JIeSITETPHOCTH KOJIIETHAJIbHBIX copemanuil. CTpyKkTypa [OKJIaJa W OTYeTa Ha COBEIAHUH, 3acEeJaHuH,
OpraHoB koH(pepeHuun. TpebGoBaHHs K COCTABICHUIO U 0()OPMIICHHIO IPOTOKOJIA.

Tema 5. JlokyMeHTHpOBaHUE
MHPOPMAIMOHHO-CIIPABOYHBIX
MaTepHAaJIOB

OCHOBHBIE PEKBU3UTH HH(POPMAIMOHHO-CIIPABOYHBIX JTOKYMEHTOB. CrpaBKH,
JTOKJIQJHBIE U OOBSCHUTEIBHBIE 3aITUCKH. AKTHI.

OdopmireHne TOKYMEHTOB 110 NpHUEMY Ha paldoTy, MEPEMELICHUIO, YBOJIbHEHHIO,
MIPEIOCTABICHHUIO OTITYCKOB. TpynoBoit konekc. OdopmieHne Tpy10BoOil KHIDKKH.
3asBienune. Xapakrepucthka. KoHTpakTHast Qopma HaiiMa, OpraHM3allyd |
omnatsl Tpyaa. CocTaBlIeHUE KOHTPAKTA.

Tema 6. TpeboBaHus K
0(pOPMIICHHIO TOKYMEHTOB TIO
JMYHOMY COCTaBy

Tema 7. Opl"aHI/IBaHI/IOHHOG OpFaHI/I3aHI/I$I )IOKyMeHTOO60pOTa. HOpSI,HOK HUCIIOJIHCHHA BXOJAIIHUX,
IMOCTPOCHUC CJ'Iy>K6LI HUCXOAAIINX W BHYTPEHHUX JOKYMCHTOB. cDOpMI:I perucrpann JOKYMCHTOB.




JACJIOMPOU3BOACTBA. KOHTpOJ'IB
HCIIOJTHCHUA TOKYMCHTOB

VYuer o6bemMa JOKyMEHTO00OPOTA.
O6o0mmenne W aHaMM3 JaHHBIX 00 WCIIOJIHEHWH JIOKYMEHTOB.
WCIIOJIHEHHUS TOKYMEHTOB. DOPMBI KOHTPOJISI HCIIOJIHCHHS JOKYMEHTOB.

KonTtponn

Tema 8. Cucremarusanus

JOKYMEHTOB -

Cuctemaruzanusi JTOKYMEHTOB.
[IpaBmia cocTaBiieHHs 3ar0JOBKOB JeN. DKCHEPTH3a HAYIHOH W NPaKTHIECKOU
HeHHOCTH JTOoKyMeHTOB. Odopmienne nen. Onncanne TOKyMEHTOB IOCTOSHHOTO
COXPaHHOCTH JOKYMCHTOB
JenonpousBoacTse. [lepenaya nen B BeIOMCTBEHHBIN apXUB.

BPEMEHHOI'0

XpaHEHHUS.

®opMupoOBaHUE  JIEN.

Obecneuenne

Homenknarypa gein.

B

Tema 9. byxrantepckuil
JIOKYMEHTOO0OPOT.
DNeKTPOHHBII JOKYMEHTO000POT

OyXranTepcKoro yyera.

Ionstne moxymeHnToobopora B OyxramrepckoMm ydere. CocTaB TOKYMEHTOB
[TepBuuHble OyxranTepckue IOKYMEHTBL. YUeTHBIE
peructpbl. OT4eTHBIE TOKYMEHTHL. [IOHSTHE 3JIEKTPOHHOrO JOKyMEHTO0O0pOTa
M CHCTEMBI 3JICKTpOHHOTO JoKyMeHToo0opoTta (CO/1). Bumst CO/.

4.2. Pa3nenpl AMCUMIIMHBI U TPYA0EMKOCTD 110 BUAAM YUeOHbIX 3aHATHIi
(B akajileMHUYeCKHX Yacax)

KonrakTHas pabora o0y4arommxcs Camocrosi-
O61as Tpyno- C IperoiaBaTeaeM TeabHas
Tema €MKOCTb, MPaKTH- pabora
BCEr0 4acoB BCEro JIEKIUH 4ecKue o0yuaro-
3aHATHUS MHXCcs
Tema 1. BBenieHue B TUCIUIUIUHY
«/loxymeHTHpOBaHUE yIIPaBIEHYECKON 5 1 1 - 4
JICSITETIBHOCTBIO»
Tema 2. [IpaBuna coctaBieHus u 8 3 1 2 5
odopmIIeHHS] TOKYMEHTOB
Tema 3. JlokyMeHTHUpOBaHUE
OpTaHU3AIOHHO-PACTIOPATUTEIHHOM 11 6 2 4 5
JIeATEITbHOCTH
Tema 4. JlokyMeHTHUpOBaHUE 11 6 2 4 5
JIeATEIIFHOCTH KOJIJIETHAIbHBIX OPTaHOB
Tema 5. JlokyMeHTHpOBaHUE
HHPOPMAINOHHO-CIIPABOYHBIX 8 4 2 2 4
MaTepHaJioB
Tema 6. TpeboBanus kK 0HOPMIICHUIO 8 4 5 5 4
JIOKYMEHTOB T10 INUHOMY COCTaBy
Tema 7. OpranuzaiiioHHOE IOCTPOEHHUE
ciyx0bI fenonpon3BoacTBa. KoOHTpoIb 9 4 2 2 5
WCTIOJIHEHHS TOKYMEHTOB
Tewma 8. Cucremaruzaiysi TOKyMEHTOB 6 2 2 - 4
Tema 9. Byxranrepckuii
JIOKyMEHTOO0O0POT. DINEKTPOHHBIH 6 2 2 - 4
JIOKyMEHTO00O0POT.
Bcero 72 32 16 16 40
Bujabl npakTHYeCKUX U CAMOCTOSTENbHBIX padoT
Tema Bun zauaruit* Conepxanue Yacel
N3ydyeHne KOHCIIEKTa JIEKIUI, OCHOBHOH U
Tema 1. BBeneHue B TUCIUIUIUHY .
JToKyMeHTHpOBaHHE CP JIOTIONTHUTEIBHOI JTUTEePaTypHhl, TOATOTOBKA K
YIPaBIEHYECKOH eI TeTbHOCTHIO» TPAKTHICCKHM SaTATHAM 2
IToaroroBka K 3aueTy 2
TP BrlnosHEHUE TUIIOBBIX 3aJaHUN 2
Tema 2. TIpaBuia cocTaBieHns 1 W3y4yeHne KOHCIIEKTA JIEKIUI1, OCHOBHOH U
0 OpPMITEHNS TOKYMEHTOB CP JIOTIONTHUTEIBHOM JTUTEPaTyphl, TOATOTOBKA K
MPAaKTHYECKUM 3aHATHAM 4
IToaroToBka k 3aueTy 1
TP BrimonseHnne TUIIOBEBIX 3a1aHUM 4
Tema 3. JlokymeHTHpOBaHHE 3ydyeHne KOHCIIEKTA JIEKIUi, OCHOBHOM
OpraHU3alMOHHO-PACIIOPSAUTENBHOM CP JIOTIOJIHUTENIbHON JTUTEPATYPHI, MOATOTOBKA K
ACATCIIBHOCTH NPaKTHYCCKUM 3aHATUIM 2
IToaroroBka K 3aueTy 2




Tema Bup zanstuit* Copepxanue Yacel
Kouncynbsranuu B cemectpe 1
I1P BrinojiHeHHE TUIIOBBIX 3aJaHUN 4
N3yueHne KoHCTIEKTa JEKIIHUM, OCHOBHON U
Tema 4. JlokymMmeHTHpOBaHUE N
JIOTIOJTHUTENBHOM JTUTEPATYyPHhl, OJATOTOBKA K
NEeATENLHOCTH KOJUIErHaIbHBIX CPp
MPaKTUUYECKUM 3aHATHIM 2
OpraHoB
[ToaroroBka k 3aueTy 2
KoHcynpranum B cemecTpe 1
I1P BrinojiHeHHE TUIIOBBIX 3aJaHUN 2
N3yueHne KoHCTIEKTa JEKLIHUM, OCHOBHON U
Tema 5. JlokymMmeHTHpOBaHUE .
JIOTIOJTHUTEIBHON JTUTEpaTyphl, MOATOTOBKA K
MH()OpPMAIMOHHO-CIIPaBOTHBIX CP
MIPAKTUYECKUM 3aHITUIM 2
MaTepHajoB
IonroroBka k 3auery 1
Koncynprammm B cemectpe 1
TP BrinonHeHne TUIIOBBIX 3aJaHUN 2
N3yueHne KoHCTIEKTa JEKIIHUM, OCHOBHON U
Tema 6. TpeOoBanus k 0popMICHUIO CP JIOTIOJTHUTENBHOM JTUTEPATyPhl, OJATOTOBKA K
JIOKYMCHTOB I10 JIHYHOMY COCTaBYy NPAKTHYECKUM 3aHATHAM 2
[ToaroroBka k 3auety 1
KoHcynbpTanum B cemecTpe 1
I1P BrinosiHeHHE TUIIOBBIX 3aJaHUN 2
Tema 7. OpranuzaiuoHHOE = >
N3ydeHnne KOHCTIEKTa JIEKINi1, OCHOBHOM U
MOCTPOCHHE CITY>KOBI N
CP JIOTIOJTHUTEIBHON JIUTEPATYPhl, HOATOTOBKA K
nenonpousBoacTea. KoHTpoib
MPAKTUYECKUM 3aHITHIM 4
WCIIOJIHEHUS IOKYMEHTOB
[loaroroBka K 3aueTy 1
W3ydyeHne KOHCIIEKTA JIEKIUI, OCHOBHOH U
Tema 8. Cucremaruzanus CP JIOTIOJTHUTEIBHON JTUTEPATYPhl, HOATOTOBKA K
JIOKyMEHTOB MPAKTUYECKUM 3aHITHIM 2
[ToaroroBka K 3aueTy 2
o H3ydenne KOHCIIEKTa KM, OCHOBHOH H
Tema 9. byxrantepckuit ya N LHH,
. CP JIOTIOJTHUTENBHOM JTUTEPaTyphl, TOJATOTOBKA K
JIOKyMEHTOO0O0POT. DIEKTPOHHBIH
MPAKTUYECKUM 3aHATHIM 2
JIOKyMEHTOO0O0pOT.
IToaroroBka K 3aueTy 2

* CP — camocrosrenbHas padota, [IP — npaktudeckue 3aHATHS
4.3. KypcoBoii npoexT (padoTa) no AUCHUILUIMHE HE IPETyCMOTPEH.

5. IlepevyeHb y4eOHO-METOAMYECKOTO O00ecredyeHusl 1JIsl CAMOCTOSITeJILHOI padoThl 00y4aloIuXCsl MO
AUCUUIIMHE

1. Ilpuxoapko A.H. JlokyMeHTHpOBaHUE YHPaBICHUECKOH AEATENHLHOCTH [DIEKTPOHHBIN pecypc]:
yuebHoe mocobue/ Ipuxonbko A.H.— Dnekrpon. tekcrosblie nanubie.— CII6.: Cankr-IlerepOyprckuit
TrOCYJapCTBEHHBIH  apXUTEKTYpHO-CTPOMTENbHbIM  yHuBepcurer, OBC ACB, 2013.— 270 c—
URL.:http://www.iprbookshop.ru/26872.

2. Kaypman H.}O. JlokymMeHTHpOBaHHE YIpaBIIEHUYECKOW NESATEIBHOCTH [DIIEKTPOHHBIN pecypc]:
yuebHoe nocobue/ Kaypman H.KO.— DnextpoH. TekcroBbie naHHbie.— OMck: OMCKHI TOCYIapCTBEHHBIN
UHCTHUTYT cepBuca, 2014.— 177 ¢.— URL.: http://www.iprbookshop.ru/26681.

3. TlerpoBa A.I'. IlpakTHdyeckue OCHOBHI OYXTaJTEpCKOrO YydeTa HMYIIECTBA OpraHU3aliu
[DnexTponnbiii pecype] : yueoHoe nocodue s CI1O / A.T'. [TerpoBa. — DJeKTPOH. TEKCTOBBIC JJAHHBIC, —
Caparos: [IpodoOpazoBanue, 2017. — 154 c.— URL: http://www.iprbookshop.ru/69673.

4. Meronnueckoe oOecredeHne IUCHMIUIMHBI (cM. TOoKyMeHT «Meroandeckoe obOecriedeHue I10
JUCIIUTUINHE «/IOKYMEHTUPOBAaHUE YIIPABICHUYECKOM JCATEILHOCTI).

6. OneHoYHbIe MaTepPHAJIBI I MPOBEACHUS POMEKYTOYHOM aTTecTANMA 00y4ArOIMXCcs M0
AUCHUILINHE
OneHovyHbIE MaTepuaibl MPHUBEIEHB B NPUIOKEHHMH K pabodel mporpaMMe AMCHUIUIMHBI (CM.
JOKyMeHT  “OneHOYHblE  MaTepHaiabl [0  JUCHUILNIMHE  «JlOKYMEHTHpOBaHHME  yNpPaBIEHUYECKOH
NEATCITLHOCTHY ).


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

7. IlepevyeHb OCHOBHO# U JOMOJTHUTEJIbHON YUeOHOI JUTEepaTypPhl, HEOOX0IMMOI 1JI51 OCBOEHUS
AUCUMILIHHBI
a) ocHosHas yuebnas tumepamypa:

1. Ilpuxompko A.H. JloKkyMeHTHpOBaHHE YIIPaBIEHUYECKOH AESITEIHHOCTH [DIEKTPOHHBIA pecypc]:
yaebHoe mocobue/ Ilpuxompko A.H.— DmextpoH. TekctoBeie manHble.— CII6.: Cankt-IleTepOyprexmii
TOCYJapCTBEHHBIA  apXUTEKTYpHO-CTPOUTENbHBIM  yHuBepcurer, IBC ACB, 2013.— 270 c—
URL:http://www.iprbookshop.ru/26872.

2. Kaypman H.IO. JlokymeHTHpOBaHWE YIPABICHUECKOW MAEATEINHHOCTH [DIEKTPOHHBIM pecypc]:
yaebHoe nocobue/ Kaypman H.FO.— DnextpoH. TekcroBbie qanHble.— OMCcK: OMCKHI TOCYIapCTBEHHBIN
HHCTUTYT cepBuca, 2014.— 177 c.— URL: http://www.iprbookshop.ru/26681.

3. Ilerpoa A.I'. IlpakThdyeckue OCHOBBI OYXTaJdTepCKOTO y4Ye€Ta WMYIIECTBA OpTraHU3aIUH
[DnexTponnblit pecypce] : yaedHOe ocobue mist CI1O / A.T'. IlerpoBa. — DEeKTPOH. TEKCTOBBIE AaHHBIE. —
Caparos: [Ipodobpasosanue, 2017. — 154 c.— URL.: http://www.iprbookshop.ru/69673.

0) OonoiHumMenbHAs yuebHas 1umepamypa.

1. I'myxoBa O.B. JlokymeHTaInOHHOE OOecTIeueHre YIpaBIeHus [DIeKTPOHHBINA pecypc]: Kype JTeKIwii/
I'myxoBa O.B.— DnekTpoH. TeKCTOBbE NaHHbe.— Bomnrorpan: Bonrorpaackuii MHCTHTYT Owu3Heca,
By3osckoe obpaszosanue, 2013.— 72 ¢.— URL: http://www.iprbookshop.ru/19177.

2. KysznenoBa U.B. JlokymeHTannoHHOE oOOecTieueHNe YHpaBIeHHs TEPCOHANIOM [DIEeKTPOHHBIN
pecypce] : yueOnoe nocodue / M.B. Kysnerosa, I'.A. XadyaTpsiH. — DJIEKTPOH. TEKCTOBBIC JaHHBIC. — M. :
HamikoB u K, Aii [Tu Op Meaua, 2014. — 220 c. - URL: http://www.iprbookshop.ru/15713.html.

3. Manrypoa H.C. KagpoBoe nemonpou3BoacTBo [DIEKTpOHHBIA pecypc] : ydeOHoe mocobue s
CTYIEHTOB, oOy4arommxcs 1o crnenuaigbHoctd 032001 JIokyMeHTOBEJICHHE U JAOKYMEHTAIIMOHHOE
obecnieuenue ympasienus / H.C. MantypoBa. — DJIEKTPOH. TEKCTOBBIE JaHHbIe. — YesOUHCK:
UensOMHCKHMIA  TOCYHapCTBEHHBIM  HWHCTUTYT  KymbTypel, 2013. — 100 c¢. — URL:
http://www.iprbookshop.ru/56420.html.

8) 3aKOHOOAMeNbHYIE U HOPMAMUBHBIE AKMbL.

1. T'paxnanckuii komekc Poccuiickoit ®eneparuu (dacth mepBasi): yTrB. denepanbHbI 3aKOH OT
30.11.1994 r. Ne51-@3 // OdunmansHbIi caiiT cripaBouHO# mpaBoBoii cucteMbl KoncynprantlImroc. — URL:
http://www.consultant.ru.

2. TpynoBoii komekc Poccuiickoit ®enepanuu ot 30.12.2001 N 197-®3 (pea. or 05.02.2018) //
OdurmanbHbIi caiiT cripaBouHO# paBoBoii cuctembl Koncymprantllmioc. - URL :http://www.consultant.ru.

3. 'OCT P 7.0.8-2013. Hanmonansubiii cranmapt Poccuiickoit denepannu. Crucrema CTaHIAPTOB IO
uHQOpMaIuK, OMOITUOTEYHOMY U M3JIaTeTILCKOMY Jeiy. Jlenonpon3BOCTBO U apXHBHOE JeN0. TepMUHBI H
onpenenenus” (yrB. [lpukazom Poccranmapra ot 17.10.2013 N 1185-ct1) // OdunmanbHblil caiiT cripaBoyHOR
npaBoBoii cuctembl Koncynsrantllimtoc. — URL: http://www.consultant.ru.

4. TOCT P 6.30-2003 "VHu¢punupoBaHHbIE CHUCTEMBbl JTOKYMEHTAI[UH. YHU(PHUIMPOBAHHAS CHCTEMa
OpraHU3alMOHHO-PACTIOPSINTENILHON  JOKyMeHTanuu. TpeOoBaHust K odopmileHHI0 JOKyMeHTOB"//
OdunmanbHelil callT cipaBo4HO# mpaBoBoii cuctembl Koncysnprantllitoc. — URL: http://www.consultant.ru.

5. Tlpukaz Mwunduna Poccum ot 29.07.1998 N 34n (pea. ot 11.04.2018) "OO6 yTBepKaeHUH
[MonoxeHus MO BEJICHUIO OYXTalTEpCKOrO ydeTa U Oyxraitepckoii oTueTHOCTH B Poccuiickoit ®enepanyn’
(3aperucrpuposano B Musntocte Poccun 27.08.1998 N 1598) // OduumansHblii caiT cripaBOYHON MpaBOBOM
cucrembl KoncynsrantlLroc. — URL: http://www.consultant.ru.

8. Ilepeyensb pecypcoB HH(POPMALIMOHHO—TEIeKOMMYHUKAMOHHOM ceTH « AHTEpHETY,
HeO0XO0IMMBIX /ISl U3yYeHUs AUCHUIIIUHBI

Cucrema TectupoBanus «AkajgeMusi» [dnekrponnsiii pecype]. — URL: http://distance.rrtu/. — Pexxum
nmocTytma: ¢ moooro kommeioTepa PI'PTY — o maposro

OOyyvaromuMmcsi  TIPEJOCTaBIEHa BO3MOXKHOCTb  MHAWBHIYAIBHOTO JIOCTYHa K  CIEIYIOLIUM
3JIEKTPOHHO-ONOINOTEIHBIM CUCTEMAM:

— DnekrpoHHO-OnMOMMoTeuHast cucrema «IPRbooks», pexum noctyna — ¢ mo0oro KoMmbrTepa
PI'PTY 6e3 mapousi, u3 cetu mHTepHET 1Mo naposto. — URL: https://iprbookshop.ru/.

9. Metoan4yeckne yKazaHusi VI 00y4al0IMXCS M0 OCBOCHHUIO M CHMILTHHBI
9.1. PexoMeHganuu 10 MJIAHUPOBAHUIO M OPraHU3alMi BpeMeHH, He00X0IMMOT0 VIl M3yYeHUs!
AUCHMILTUHBI

Pexomenayetcs cnemyrommmM 00pa3oM OpraHU30BaTh BpeMsi, HEOOXOANMOE JIIsl N3Y4YEeHUS AUCIUTUTHHBL:


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/

W3y4enne KOHCTIEKTa JICKIUH B TOT )K€ JICHb, ITOCe JIeKnuu — He MeHee 10-15 MunyT.
W3y4eHre KOHCIIEKTa JICKIMH 33 JeHb Mepe clieayromieii tekiueii — He Menee 10-15 MUHYT.
WzyueHne TeopeTHUECKOro MaTepuaia rno yueOHuKy, yaeOHOMy OCOOHIO M KOHCIIEKTY — He MeHee | vaca B
HEJIEeIIIO.
9.2. OnucaHue MOCJeA0BaTEIbLHOCTH /IeiicTBUII 00yUalomerocs («cueHapui usy4ueHus
AUCHUILIMHBIY)

Pexomenpyercss cneayromuMm 00pa3oM OpraHW30BaTh BpeMs, HEOOXOAMMOE Uil H3Y4eHUs
JUCLUIUINHBL
— HanMCcaHHE KOHCIEKTa JIeKIMH: KpaTKo, CXEMAaTU4HO, II0CIENOBATEJbHO (PUKCHPOBaTh OCHOBHBIE
MIOJIOXKEHUS, BBIBOJIBI, (POPMYJIMPOBKHU, 00OOIEHHS; TIOMEYATh BaXKHbIE MBICIIH, BBIIEIATH KIFOUEBBIE CIIOBA,
TEPMUHBI;
— TMOATOTOBKA K TMPaKTHYECKHM 3aHATHSIM: HEOOXOAMMO H3YYHUTh PEKOMEHIOBaHHBIC MpeENnoaBaTeieM
UCTOYHUKM (OCHOBHYIO ¥  JOTNOJHUTEIBHYIO JIUTEPaTypy, HWHTEPHET-PECYPChI) H  BBIIOJHUTD
MOJTrOTOBUTEIbHBIC 331aHUS,;
— TpU U3YYEHUM JUCLMIIMHBI OYEHb IOJIE3HO CaMOCTOATENBbHO H3y4yaThb MaTepuall, KOTOPBIM elle He
NPOYMTAH Ha JIEKIUH, HE TPUMEHSUICA Ha MPAKTHUECKOM 3aHATHH. TOTJa JeKIua OyIeT ropas3o MOoHsITHEE.
OJIHAKO JIeTye MpH HU3yYEHUHM Kypca CIEOBaTh HM3I0KEHHIO MaTepuala Ha JeKIuu. Jns NmoHuMaHus
MaTepHaja U KaueCTBEHHOI'O €T0 YCBOCHUSI PEKOMEHAYETCS TaKasl OCIIe0BaTEIbHOCTh ACHCTBU:
— MOcJ€ IMPOCHYLUIMBAHUS JICKIMM W OKOHYaHMSA Yy4YeOHBIX 3aHATUH, NpPU MNOATOTOBKE K 3aHATUSIM
CIIeTYFOINEro JHS, HY’)KHO CHavdasia MPOCMOTPETh M 00lyMaTh TEKCT JICKIHH, TIpociymanHon ceroans (10-15
MUHYT).
— TIpU MOATOTOBKE K CIEAYOIIEH JISKIIUU, HY>KHO TIPOCMOTPETh TeKCT mpeasiymeit nekuuu (10-15 MunayT),
— B TEUCHHE IIEpUOJa BPEMEHH MEXIYy 3aHATHSIMHU BbIOpaTh BpeMst (MUHUMYM | 4ac) U1t CaMOCTOSTENIbHOM
paboThl, NPOBEPUTH TEPMHHBI, MOHATHS C [OMOILIBI SHUUKIONEINH, CIOBaped, CIPABOUYHUKOB C
BBINMCBIBAHMEM TOJKOBAaHMH B TeTpagb. 0003HAYUTH BOIPOCH, TEPMUHBI, MaTepuas, KOTOPBII BbI3bIBAET
TPYAHOCTH, TIOMETHTH M TIONBITAThCSI HATH OTBET B PEKOMEHIyEeMOM JINTEpaType, €ClIi CaMOCTOSTENFHO He
yraeTcs pa3oOparbesi B Marepuane, Heo0X0oauMo cPOpMyIUpOBaTh BOMPOC M 33JaTh MPENOAaBaTeNi0 Ha
KOHCYJIbTalllH, HA IPAKTUIECKOM 3aHSATHH.

9.3. PexomeHaauum 1no pagore ¢ JUTePATYpoOid

Teoperuueckuii Marepuan Kypca CTaHOBHTCS Oojee TOHATHBIM, KOT/Ia JOIMONHHUTENBHO K
NPOCIYUIMBAHUIO JIGKIMU W H3YyYEHHIO KOHCIEKTa, H3y4aeTcs M [OMOJIHUTEIbHAs PEKOMEHIOBaHHAs
nuTeparypa (3aKOHOZATENbCTBO, Hay4Hble M MyOIMUMCTHYECKHE CTaThbM U 1p.). JlutepaTypy mo Kypcy
pEKOMEH]TyeTCsl u3y4aTh B OMOTHOTEKEe MM ¢ IOMOIIb ceTH MHTepHeT (MCTOYHUKHU, KOTOPBIE MOTYT OBITh
CKaveHbl 0e3 HapyILIeHUsI aBTOPCKUX MPaB).

10. ITepevyeHb UH(POPMALMOHHBIX TEXHOJIOT U, MCIOJb3YEeMbIX NIPU OCYLIECTBJIEHUMN
0o0pa3oBaTeJIbHOr0 Mpolecca Mo AMCHUIINHE, BKJIIOYas NMepedeHb NPOrPaMMHOro odecredyeHus U
HH(OPMANMOHHBIX CIPABOYHBIX CHCTEM

Ilpu peanu3auuy TpOrpaMMbl CTYAGHTAMHU HPUMEHSIOTCS DJIEMEHThl HMH(GOPMALMOHHBIX
TEXHOJIOTHM:
— ylaJeHHble WHPOPMAIMOHHbIE KOMMYHHUKALMM MEXIY CTYJICHTAaMH M NpernojaBareieM, BeAyIIuM
JIEKIIMOHHBIE U TPAKTUYECKHE 3aHATHS, MOCPEACTBOM 3JIEKTPOHHOM IOYTHI, TO3BOJISIONINE OCYIIECTBIATH
ONEpaTUBHBI KOHTPOIb Tpaduka BBIIOJHEHUS W COAEPKaHMSA KOHTPOJBHBIX 3aJaHUM, pelieHHe
OpraHU3alMOHHBIX BOIPOCOB, yIAJIEHHOE KOHCYIbTUPOBAHNE;
— TMOHUCK aKTyaJbHOH HAay4HOM, CTaTHCTUYECKOH M OOIIECTBEHHO-TIOJUTHUECKON HH(OPMAIUU IS
BBITIOJTHEHUSI CAMOCTOSITEIEHONW paOOThl M KOHTPOJIBHBIX 33/JaHHI;
— JOCTYH K COBPEMEHHBIM IMpod)ecCHOHANBHBIM 0a3aM MJaHHBIX W HH()OPMAIMOHHBIM CHPABOYHBIM
CHCTEMaM.
— TMPOBEJICHUE IPOMEKYTOUYHON aTTecTali B CHCTEME TECTHPOBAHMA «AKaIeMHsD» C JOCTYIIOM U3
BHYTpeHHel oOpa3oBarenbHO# cpeapl PIPTY (URL: http://distance.rrtu/).

Ilepeuens nuyeH3UORHO20 NPOPAMMHO20 0Decneuenus:

— onepanuoHHasg cucremMa Windows;

—  Kaspersky Endpoint Security;

—  LibreOffice, munenmus LGPLv3.

Ilepeuens npogpeccuonanvuvix 6a3 OAHHBIX U UHGOPMAYUOHHBIX CHPAGOUHBIX CUCHIEM:

— CnpaBounas mnpaBoBast cucreMa «KoncynbranT Ilnmroc» [OnekTpoHHBIN pecypc]. — Pexum
JIOCTYTIA: TOCTYI U3 KOopropatuBHO# cetd PI'PTY — cBoGOHBII.



11. Onucanne Marepnanbno-Texnnqeclcon 0a3b1, HeOOXOAHMOH /IS, OCYIIEeCTBJIEHHHA
06pa30BaTeILHOIO NPOLECea No AHCHHILIHHEE

L1 OCBOGHUS TUCLIUILTHHBT HeoOX0TUMEI CIE/IYIOIHEe MATEPHAIBHO-TEXHUYECKHE pecypes:

1) ayamtopus PIPTY ans mposeneHus JIEKIHOHHBIX H NPAKTHYECKHX 3aHATHH, TPYIIIOBLIX -H
HHJIMBHOYanbHBIX KOHCYJLTALHH, Texyr.uero KOHTPOJIA H IPOMEKYTOYHOH a’ITBCTaLIHH, obopynoBaHHas
MapKepHo# (MenoBoOit) qockoif; '

2) aypuropus . PITPTY . nna CaMOCTOATENILHOM. , paboTsl oﬁy%roumxca OCHaIIeHHAas
KOMITBIOTEPHON TEXHHKOH C BOSMOIKHOCTBIO TNOMKITIOYEHAA. K- CETH I/IHTepHeT 54 OGGCHG'—IEHHCM JocTyna’ B
BJIEKTPOHHYIO0 HH(OPMALHOHHO- 06p330BaT€ﬂbHYPO cpexy PTPTY; : '

3) . ayAMTOpUH "IOMKHEI UMETH JIOCTATOMHOE KOJIMYGCTBO MOCA/I0HEIX Mecr, GOOTBE’I‘CTBOBaTb
H606X0,IIHMLIM HpOTHBOHO}Kapr[M HOpMaM H caHuTapHO-mmenmecKnM 'rpe(SOBaHuaM

ITporpammy cocrasun:

P

© CT. npernofaarenk kadeaps TMKY,. ) ' " T e~ /A.A. Mopososa/

Ilporpamma obeysxaeHa u Oﬂoﬁpena Ha 3ace;[a u kadenpst «l"ocy,uapcraennoe, My}munna.uhﬂoe H
KOpTIopaTHBHOE ynpasneﬂne» (npo’roxon Nu (7 20 1% 3 )

BaBeL[y}omnu Kaq)e,upon :

«[ocynapcreenHoe, MyununnanLHoe

H KOPMOPaTHBHOE YIIPaBIIEHHE
J1.3.H., npodeccop

- / / _/ C.B. Tlepcprnben/
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1. OBIIME ITOJIOXKEHUA

OneHouHble MaTepuanbl — 3TO COBOKYIIHOCTb Y4€OHO-METOJIMYECKUX MaTepHUajIoB
(mpakTUYeCKUX 3aJaHuil, onmucaHuil GopM U IPOLEAyp IPOBEPKH), MPeIHAZHAYCHHBIX ISl OLICHKU
KauecTBa OCBOCHHS O0YYAIONIMMUCS TaHHOW TUCIUIUTMHBI Kak yactu OITOIL.

Ilenp — OIEHUTH COOTBETCTBUE 3HAHWUW, YMEHMH M BIJIAJICHUNH, MPUOOPETEHHBIX
o0yyaromuMcsi B Tpolecce HM3y4yeHHs TUCHMIUIMHBI, neimsiM u tpeboBanusim OIIOIl B xone
MPOBEJCHUS MPOMEKYTOUYHON aTTECTALIUU.

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

KoHTpomb 3HaHN# 00y4aromuxcst IPOBOJAUTCS B OPME MPOMEKYTOUHOM aTTECTAIHH.
[TpomexyTouHas aTTecTalus MPOBOJUTCS B popMe 3aueTa, KOTOPbIN BKIIOYAeT TECTUPOBAHKE B
cucreme «Akanemus» (URL: http://distance.rrtu/) u BeimosiHeHHE TPAKTUYECKOTO 3a1aHUS.

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)
Tema 1. Breaenue B qUCIUIUITUHY 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. JlokyMeHTHPOBAHUE ACSITCIBHOCTH 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
cI1yk0bI 1esonpon3BoacTBa. 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. OMIMCAHUE NMOKA3ATEJIEA U KPUTEPUEB OLIEHUBAHUSI KOMIETEHIINIA

ChopMHPOBaHHOCTH KKI0M KOMIIETEHIIUN B paMKaX OCBOCHUS JAaHHOM JTUCITUTIIIUHBI OLICHUBACTCS
M0 TPEXYPOBHEBOM IIKaJE:

1) TOpOroBBIi YPOBEHB SABJSETCSA 00S3aTEIBHBIM IS BCEX O0YYAIOMIUXCS MO 3aBEPIICHUN
OCBOEHUS AUCIUIUINHBL,



http://distance.rrtu/

2) TPOJBUHYTHIN YPOBEHb XapaKTepU3yeTcst MIPEBBIIICHUEM MUHHUMAaJIbHBIX
XapaKTepUCTUK CHOPMUPOBAHHOCTH KOMITETEHIIUI 110 3aBEPIIEHUN OCBOCHUS AUCIUITIINHBL;

3) DJTaJOHHBI YPOBCHb XapaKTEPU3YEeTCS MaKCUMalbHO BO3MOYKHON BBIPAKEHHOCTBIO
KOMIIETEHIIMM U SBJISIETCS BaKHBIM KQUECTBEHHBIM OPUEHTHUPOM JIJIs1 CAMOCOBEPILIEHCTBOBAHUSI.

YpoBeHb 0cBOeHMSI KOMIIETeHIMI, (POPMUPYEeMbIX AUCHUIIIUHOMN:

a) onucarnue Kpumepues u uWKajibl OYeHUuBaAnusl mecmupoeanusl.:

Ilkana oyenusanusn Kpurepuii

5 6annos YpOBEHB YCBOCHHS MaTepraa, IpeayCMOTPEHHOTO IPOTPaMMO¥A: TIPOIIEHT
(5MaNOHHBLI YPOBEHD) BEPHBIX OTBETOB Ha TECTOBBIE BOIPOCH 0T 85 10 100%

4 6anna YpOBEHb YCBOCHHS MaTepuana, IpeayCMOTPEHHOT O IPOTrpaMMO¥: IPOLIEHT

(npoosuHymulli ypoeens) | BEPHBIX OTBETOB HA TECTOBBIE BOIPOCH OT 75 mo 84%

3 banna YpOBEHB YCBOCHHS MaTepraa, IpeayCMOTPEHHOTO IPOTPaMMO¥A: TPOIIEHT
(nopoeoswiil ypoeeHs) BEPHBIX OTBETOB HAa TECTOBBIE BOIIPOCH OT 65 110 74%

0 6annos YpOBEHb YCBOCHHS MaTepuaa, IpeayCMOTPEHHOTO IPOTrpaMMO¥i: IPOLIEHT

BEPHBIX OTBETOB Ha TECTOBBIE BoIpockl oT 0 10 64%

6) onucarnue Kpumepues u uWKajibl OYyeHusarnusl npaKkmu4eckoco 3A0aHUSL:

Ha 3a4eT BBIHOCHTCSI OJTHO MPAKTUYECKOE 3a7aHie. MaKkCHMaIbHO O00YJaONIHIACA MOKET HabpaTh 5
0aJlIoB.

Ikana oyenusanusn Kpurepuii
5 6ayoB MPAKTUYECKOE 3aJIaHUE BBHIIIOJHEHO B TIOJHOM 00BhEME, B COOTBETCTBUU C
(amanonnwlil yposeus) 3aJlaHueM, C COOJIIOJICHUEM ITOCIICA0BATSIIBHOCTH BBITIOTHCHUS,
CaMOCTOSITETHHO.
4 6amna OCHOBHBIE TPEOOBAHUS K BHITIOJTHEHUIO MIPAKTHYECKOTO 3aJaHMs
(npoO6uHYmMbLIL YPOGEHb) | BBITOJIHEHBI, HO TIPY 3TOM JIOMYIICHBI HE3HAUYNUTEIILHBIC OITHOKH.
3 baya MPAKTUYECKOE 3a/IaHUE BBHIIIOJHEHO HE B MOJHOM 00bEME, BBITIOJIHEHHAS
(nopo2oswiil yposers) YaCTh COOTBETCTBYET IIOCTABICHHOMY BOIIPOCY.
0 6amos MPAKTHYECKOE 3a/laHUE BBHITIOJHEHO HE B COOTBETCTBHU C 33/IaHUEM HITH
MOJIHOCTBIO HE BBITTOJIHEHO.

WtoroBelii cymMmapHbIii 0am 0Oydaromierocsi, NOJIy4YEeHHBIH MPHU MPOXOXKICHUU MPOMEXYTOUHON
aTTeCTalllH, TIEPEBOUTCS B TPATUIIMOHHYIO (POPMY 1O CHCTEME «3a4TeHO» / «HE 3a4TE€HO» B COOTBETCTBUH

CO CEeAYIOUIEHN MIKaIOM:

Mkana . .
HroroBsiii cyMMapHbIii 6au1
OlleHMBAHHSA
3aumeno 10 — 9 GamnoB (3TaJOHHBIN YPOBEHB)
3aumeno 8 — 7 Gay10B (MIPOABUHYTHINA YPOBEHB)
3aumeno 6 OastoB (IOPOroBHIil YPOBEHB)
He 3aumeno 5 0ayioB 1 HUXKE

4. TUITIOBBIE KOHTPOJIBHBIE 3AJIAHUSA NJIN UHBIE MATEPHUAJIbBI




4.1. Ilpomesricymounas ammecmavus (3auem)

Pesyabtarsl ocBoenuss OITOIT

Koani
KOMIIETEHIIMH Conep:xanue KOMIeTeHIUH
IIK-6 CIOCOOHOCTH OCYIIIECTBIATh OyXTanTepCKuid, PMHAHCOBBIN, OMIEPATUBHBIM,

YIPaBICHUYECKUN U CTATUCTUYECKUE YUEThI XO3SHCTBYIONINX CYOBEKTOB U IPUMCHSTh
METOJIUKU U CTaHAAPTHI BEACHUS OYXTaITepPCKOro, HAJIOTOBOTO, OFOIKETHOTO YUYETOB,
(hopMUPOBaHUS U MIPEIOCTABICHHUS OYXTaITEPCKOH, HAIOTOBOM, OFOIKETHOM
OTYETHOCTH

a) munoevle mecmoevle 60npocsvl.

1. Ha kakux mpolieccax OCHOBaHa YIIPaBJICHUECKas 1EATEIbHOCTh?

1: moy4enue uapopManuu u ee 00padboTka;+2: aHaIM3, MOATOTOBKA U IPUHATHE PEIICHUIA;
3: yTBEpXKACHUE PELICHUN;

4: BBINOJIHEHNE PELLIECHUI;

5: y4eT u KOHTPOJIb IPUHATHIX PEILICHUH.

2. BnumuTe noaxoasiiee o CMbICIy ONpee/ieHue B MUMEHUTEIbHOM MaJeKe:

@paza : ... 03Ha4YaeT — COBOKYIHOCTh NPUHIIUIIOB U IPABUJI, YCTAHABIUBAIOIINX €IUHbIE
TpeOOBaHUS K JOKYMEHTHUPOBAHUIO YIIPABICHUECKOMN AEATEIbHOCTU

3.Brnummre noaxosiiee Mo CMbICTY ONpeeieHne B UMEHUTEIbHOM HalexKe:

®pa3a : ... 03HaYaeT IOPUANUECKOE 3aKpEIUICHNE IPOBEACHHON YHU(DUKAIIMK U YPOBHS €€
00513aTeJIbHOCTH

4. I'ne oTpakeHbl yHU(DUITUPOBAHHBIE CUCTEMBI JOKYMEHTAIUH, TPUMEHsIeMBIE B cepe
yIpaBieHUs?

1: O0mepoccuiicKuii KITacCU(PUKATOP YIIPaBIEHIECKOH TOKYMEHTALNH;

2: EnuHas cucreMa KOHCTPYKTOPCKOM IOKyMEHTalluu;

3: Eaunas cucremMa TEXHOJIOTHYECKOM TOKYMEHTAIUH.

5.KakuM JOKyMEHTOM ClleZlyeT pyKOBOJICTBOBATHCS MPHU MOATOTOBKE JOJKHOCTHBIX HHCTPYKLIUI
PabOTHUKOB KaJpOBBIX CIIYKO0?

1: TK PD;

2: KBanu@pukamoHHbIM CIIPaBOYHUKOM JOHKHOCTEN pyKOBOJUTENEH, CIIEIMATTUCTOB U APYTUX
CITy’KallluX;

3: ITaTHBIM paclUCaHUEM.

6. M31aHne kakux JOKYMEHTOB ITpeyCMaTpUBAET MOPSAIOK PACCMOTPEHHUS BOIIPOCA HA OCHOBE
MPUHIINIA KOJJIETHaIbHOCTH ?

1: mpukazos;

2: yKa3zaHUU

3: moCTaHOBJICHUH;

4: pemeHuii.

7.JIOKyMEHT, ONMCHIBAIOIINI MU TTOATBEPKAAIONINI colepKaHHe TeX WM UHBIX (PaKTOB WIIH
COOBITHIA:

1: noknaaHas 3amKcKa;

2: CIIpaBKa;

3: aKT.

8. Llens HamMcaHus CITY>)KeOHOH 3aIHCKH -

1:cBS3b OOBEKTOB YIpaBJIEHUS 110 TOPU3OHTAIH |

2:100yIUTh PyKOBOJIUTEIIS IPUHSTH PEIICHUE;

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




9. VkaxuTe NpaBUIbHYIO MTOCIEA0BATEIHHOCTh TOMUCAHUS IOKYMEHTOB PAOOTHUKOM TIPH
odopmiieHnH Ha paboTy:

1: TpyoBO¥ JOroBOp—TpaBMiIa BHYTPEHHETO TPYIOBOTO PACIIOPSIKa—OPSA0K 00pabOTKH
MEPCOHAIBHBIX JaHHBIX—I0JDKHOCTHAS HHCTPYKLUMS—TIONI0XKEHHE 00 oIuiaTe Tpyaa;

2: mopsAoK 00pabOTKM NEPCOHANBHBIX JaHHBIX— TPYIOBOU JOTOBOP—TIPaBUIIa BHYTPEHHETO
TPYAOBOIO pacropsiika—T0JI0KeHue 00 oruiare Tpyaa;

3: mpaBWJIa BHYTPEHHETO TPYAOBOTO PACIOPSIKa—TIOPSIIOK 00pabOTKH NEepCOHATBHBIX
JTAHHBIX—TIONIOKEHHUE 00 oriaTte TpyAa—TPYA0BOil 10TOBOpP.

10. OcHoBHas 11e1b OpraHU3alUU KOHTPOJIS UCTIOIHEHUS —

1: obecrieyeHre CBOEBPEMEHHOIO U KaYECTBEHHOT'O UCIIOJTHEHUS IOKYMEHTOB;

2: obecnieueHre COXPaHHOCTH IOKYMEHTOB, YCTPAaHEHHE BO3MOXXHOCTH MOTEPh JJOKYMEHTOB;
3: obecrieyeHue MOMCKa JOKYMEHTOB B HH()OPMAIIMOHHO-CITPABOYHBIX LIEIISX;

4: npoBepka CBOEBPEMEHHOTO JJOBEIEHUS JOKYMEHTA /10 UCIIOJHUTEIS.

11. BoumuTe noaxozsiiee Mo CMBICTY ONpeIeIeHHe:

®pa3sa : ... — Ha3bIBaIOT JIOKYMEHTHI, CO3/JaBa€Mbl€ B OpraHU3alluu U UCII0JIb3yeMble pAOOTHUKAMU
OpraHHU3aliy B YIPABIEHYECKOM IIpoliecce

12. CucremMaTu3MpOBaHHBIH ITEPEYCHb 3ar0JI0BKOB JIEJ, 3aBOIUMBIX B JICJIOIPOU3BOJICTBE
OpraHM3aIy, C yKa3aHUEM CPOKOB MX XpaHEHUS U 0()OPMIICHHBIN B YCTAHOBICHHOM MOPSAKE
Ha3bIBACTCS:

1: HOMeHKJIaTypa Ael;

2: peectp nedn;

3: OImUCH Jel.

13. Kakue BubI HOMEHKJIATYpP BBI 3HaeTE?

1: TUIIOBEIE;

2: 4aCTHBIE;

3: UHOUBUAYAJbHBIE;

4: npuMepHbIE;

5: oOue.

14. Kakue 1OKyMEHTBI BXOJISAT B COCTaBE JOKYMEHTOB OyXraJaTepCKOTO yuera:

1: mepBUYHbIE TOKYMEHTHI

2: yYETHBIE PETUCTPHI

3: OTYETHBIE TOKYMEHTHI

4: BTOPUYHBIC IOKYMEHTHI

15. Kakue nOKyMEeHTBI OTHOCSITCSI K OCHOBHBIM MEPBUYHBIM IOKYMEHTaM OyXTalaTepCKOro y4yeTa:
: IIpuxoiHBIE KaCCOBBIE OpIepa

: PacxonHbIe KaccoBble opaepa

: [ImarexHble MOpy4YeHus

: AKTBI O IPUEMKE

: JInnieBble cuera pabOTHUKOB

: OTyer 00 U3MEHEHUH KaluTana

: OT4eT 0 IBMKEHUU JICHEKHBIX CPECTB

NN B W

6) munogvle npaxmuieckue 3a0aHus

3ananmue 1

Crpoextupyiite OJaHK I MUChbMa C MPOJIOJIBHBIM PACIIONI0KEHUEM PEKBU3UTOB IS CIIECAYIOIIEH
opranmzaruu: AxknuonepHoe oomectso «POCTPAHCABTO» OKIIO 02832807, OT'PH
10178003707971HH/KIIIT 7708032140/772001002, anpec: yn. Jlenuna, a. 25, r. PocroB-na-Zlony,
344015 Ten./dakc (056) 65-43-50E-mail: ra@mail.ru

3aganue 2



OdopMHUTh TOKIAJHYIO 3aUCKY Ha UM reHepanbHoro aupekrtopa OAO «Jlyu» A.B. @dponosa ot
rmaBHOTO Oyxrantepa opranusanuu C.B. BonkoBa, KOTOpbIii cOOOIIAeT, 4TO BO BTOPOM KBapTae
2003 roga oTAen IUIaHUPYET BHEAPEHUE HOBOM BEPCUU KOMIIBIOTEpHOM IIporpammsl 1: C
BYXT'AJITEPUS, xoTopast TpeOyeT 60s1ee COBpEMEHHOTO MaTepHUAIbHOTO 00ECTICUCHHUS.
KommbroTeps! kinacca Pentium 2, ncronp3yeMble B HACTOSIIEE BPEMSl, HE COOTBETCTBYIOT TOMY
ypoBHIO. I IpOoCHT pyKOBOACTBO BBIAEIUTH OAPA3ICIIEHUI0 KOMIIbIOTEpHI Kilacca Pentium 4 — 6
LIT., JIA3EpHBIA IPUHTEP — 2 1IT.

3amanue 3

[TpencraBuTh cXeMy IBHKEHHUS BHYTPEHHETO JIOKyMEHTA, PACIOJIOKHUB B Ta0auIe | B Hy>)KHOM
MOPSIIKE IIPEJICTaBICHHBIC HUYKE TIPOLIECCHI:
® [pPOBEpKa MPaBHILHOCTH 0(OPMIICHHS MPOEKTA TOKyMEHTa
® COCTaBJICHHME ITPOEKTA JOKYMEHTa
e TIOJIIMBKA JOKYMEHTA B JEJI0
COIIACOBaHUE NIPOEKTa JOKYMEHTA
HOJAIUCAaHUE PYKOBOJUTEIIEM
oopmieHHe U 1evyaTh JOKyMEHTa
perucrpanus JOKyMeHTa
IIPOCTAHOBKA JAaThl U HOMEPA Ha JJOKYMEHTE
nepesavya JOKyMEHTa Ha UCIIOITHEHHE
VICIIOJIHEHUE IOKYMEHTA
KOHTPOJIb 34 UCIIOJHEHUEM JOKYMEHTa

Tabnuna 1 — CxeMa JABMKEHUS BHYTPEHHETO TOKYMEHTA
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3aganue 4

Hanumure npoToko 3aceiaHrs HHBEHTAPU3aLIMOHHON KOMUCCUU MOCKOBCKOT'O MAllIMHOCTPOUTENBHOTO
3aBoja:

IIpencenarens A.B. AprembeB. Cekperaps B.E. IloptHoBa. [IpucyrctBoBamu 20 yenosex.

TToBecTka gHS:

PesynbraTel MHBEHTapu3anuu No ckiaagy Ne 4 BCIIOMOraTeNbHBIX MaTepHanoB MO cocTosHHIO Ha 1 ampens 2000r.
Hoxmaguuk - ri. 6yxranrep P.H. Haruncknii.

O mopue nmymiects. Joxmagunk MatepuaibHo oTBeTcTBeHHBIH H0.K. Kazakos.

Ha 3acemannu Oputn 3acimymansl nokianasl P.H. Harmackoro (TeKCT mokiama moAroTOBISH B TUCEMEHHOM
Bujie U caal cekperapro) u FO.K. Kazakosa. [Tocieqauii B cBOeM IOKIIaAe yKa3al Ha HU3KYIO JUCIAILIAHY U
OTCYTCTBHE OTBETCTBEHHOCTH 3a COXPAHHOCTh UMYILECTBA B KOJIJICKTHUBE.

[Tpu oOcykaeHnn TIepBOTO BOIpOca MOBECTKH JHS BhicTynuiu Oyxranrepsl M.I1. CransHoBa (OTMETHIIA, UTO
MIPUXOJIHBIE U PACXOJHBIE JOKYMEHTHI o ckiaay Ne 4 B ynosieTBopuTenibHOM coctosiHun) U A.H. CkanknHa
(yka3zaya Ha TO, 4YTO HEIOCTayy BCIIOMOTATEIBHOTO MaTepralia Hy»KHO JINKBUIUPOBATH ).



[To mepBOMYy BOIIPOCY ITOCTAHOBWIIN YTBEPAHUTH PE3yIbTAThI MHBEHTAPU3AIMH IO CKJIaAy Ne 4 TI0 COCTOSIHUIO
Ha 1 anpesst 2000r. 1 HegOCTauy BCIIOMOTaTeIbHBIX MaTepuaaoB B cymme 5000 py0. 110 rocy1apcTBEHHBIM
PO3HUYHBIM IIeHaM oTHecTH 3a cueT M.M. TepexoBoii.

[Tpu o6cyxaeHnu BToporo Bompoca mosectku aHs A H. FOpckuii npeanokuin Haka3aTh BHHOBHBIX
TUIIeHUEM npemud, a [.JI. IBaHOBY mopy4HiIH BBISICHUT K CIIEAYIOIIEMY 3aCCIaHUI0 KOMHCCHH 3aKOHHO
1 OyZIeT IPUHSITHE TAKOTO MPETIOKCHUS.

3amanue 5

Hanumure npukas mo OCHOBHOM IEATEIbHOCTH NPEANPUATHSA:

Hupekrop I'.'M. [lanunor Haydno-mipon3BoacTBeHHOTTOE 00BeAMHEHUS «ATporpudop» (T. Y da) uzmgan
npukas Ne 234 06 obecnieueHne IPOTUBOIIOKAPHON 0€30MaCHOCTH U YCHIICHHUS OXPaHbI PEIIPUATHS B
Mpa3AHAYHBIE THU, KOTOPBIA BCTynwi B crity 26.04.2009 r.

Ha manmsIil mprka3 cocTaBiieH B COOTBETCTBHH ¢ TipukazoM MuHHCTpa oT 07.04.2009 Ne 112 «O6
o0ecrevYeHny IPOTUBONIOKAPHOHN 0€30IaCHOCTH U YCWIICHHUS OXPAHBI MIPEANIPUSITHS B TICPUOJT TPA3THUYHBIX
JHe». JlupekTop mpukaszai:

1) 3as. cxragom Cumopuyky K.C. opraHn3oBaTh TIIATENBHYIO YOOPKY TEPPUTOPUH OOBEANHEHHS U yOPaTh
Ha CKJIaJl JIETKOBOCILIaMeHstoluecs npeamertsl K 28.04.2009r.

2) Kowmenmanry 3pmanusi IlaxomoBy W.M. mpoBepuTh COCTOSHHE DICKTPOIPOBOIKH, CHTHATH3AIINH.
O0ecneynTs OTKIIIOUEHNE OJICKTPO3HCPIUU B 3JaHUM W TMPOU3BOJACTBCHHBLIX IMOMCIICHUAX HE IMMO3JHEC 15 yacos
29.02.2009r.

3)  KouTtposs 3a UCTIOMHEHHEM TIPHKA3a BO3JIOXHUTH Ha INIaBHOTO HibKeHepa JKapukosa W.1.



