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1. IACIIOPT PABOYEM ITPOT'PAMMbI YYEFHOU JUCITUTLINHBI
OI1.04 JTOKYMEHTAIIMOHHOE OBECIIEYHEHME YIIPABJIEHUSA

1.1. O0uacTb npuMeHeHHUs padoYell MPOrpaMMbl

Pabouas mnporpamma yuebnoit mucuurmumael OIL.04 JlokymeHTannoHHOE oOecreyeHue
VIPaBJICHUS SBJSCTCS 4YacThIO IPOrpaMMbI IMOJATOTOBKH CIECIHAIMCTOB CPEJHEr0 3BEHA B
cootBeTcTBUH ¢ PI'OC CIIO no crnenuansaoctsM CI1IO 38.02.06 ®dunHaHCHI.

Pabouast mporpamMMa KOHKPETH3HMPYET COJAepKaHHe TeM (paszesioB) o0pa3oBaTEeIbHOTO
CTaHJapTa, NaeT pachpejelieHne YYeOHBIX 4YacoB IO pas3jeliaM Y4YeOHOH JUCIHIUIUHBI H
YCTaHABIIMBACT MOCJICIOBATSIIBHOCTh U3yUeHUS TeM (Pa3/IeioB) yUeOHOM TUCIUILIMHBI C Y4ETOM
MEXIUCUUIUIMHAPHBIX W BHYTPUAMCLUMIUIMHAPHBIX CBSA3EH, JIOTMKH Yy4eOHOro mporiecca,
BO3PACTHBIX OCOOEHHOCTEH CTYCHTOB.

1.2. MecTo0 y4eOHOH TUCHHMILINHBI B CTPYKTYPe OCHOBHO# NMPOo(hecCHOHATbHOMI
0o0pa3oBaTeJbHOM NPOrPAMMBI:

JucuumnuHa «JlokyMeHTaIllMoOHHOe OOeclieYeHre YIpaBiICHUS» H3y4daeTcs B IUKIE
poecCHOHANTBHBIX AUCIHILTUH (pasaen OomenpodeccuoHanbHble JUCHUIUIHHEB) Ha 11 kypce u
ONUpPAETCS] HA 3HAHMS, MOJTYYEHHbIE CTYACHTAaMHU B MPOLECCE MU3YYEHHUS TAKUX JUCLUIUIMH, Kak
«Pycckuii a3b1k», «MHpOpMaTHKa»

1.3. Heau u 3agaum y4eOHOM JUCHUILIMHBI — TPEOOBAHHUS K Pe3yJIbTATAM OCBOCHHA
yueOHOM TMCUMILIUHBI:

[{enpro M3ydeHus AUCIUILTUHBI «/[0KyMEeHTallMOHHOE 00eCTICUeHNE YITPaBICHHSI
SBIIIETCS. (POPMUPOBAHKE OOITNX U POPECCHOHATBHBIX KOMITCTCHITUH:

Obuwue:

OK 02. Ocy1ecTBisTh MOUCK, aHATIU3 U UHTEPIIPETAINIO HH(POpMaIUK, HEOOXOIUMOM JIJIst
BBITIOJTHEHUS 3a/1a4 PO EeCCHOHATBHON eI TeIbHOCTH;
OK 05. OcyiiecTBisiTh YCTHYIO U MUCBMEHHYI0 KOMMYHHUKAIIUIO HAa TOCYTAPCTBEHHOM S3bIKE
Poccuiickoii @eneparuu ¢ yueToM 0COOEHHOCTEN COLMAIbHOTO U KYJIBTYPHOTO KOHTEKCTA,
OK 09. HUcnonp3oBaTh HHGOPMALIMOHHBIE TEXHOJIOTUU B IPO(ECCUOHATILHON JeSITEIbHOCTH;
OK 10. ITonmp30BaThcs mpohecCHOHATBHOM JOKYMEHTAIMEH Ha TOCY1IapCTBEHHOM U MHOCTPAHHOM
A3bIKaX;

B pesynbrare n3yueHuss AMCUMUILIIUHBI CTYACHT JOJIKEH:

yMemy:
° 0hOpMIIATh  OPTraHU3AIMOHHO-PACTIOPAIUTEIBHBIE JOKYMEHTHI B COOTBETCTBUMU C
nerctytomuM ['OCTowm;
° OCYIIECTBIISATh 00pabOTKY BXOJANINX, BHYTPEHHHX H HUCXOJANIUX JOKYMEHTOB,
KOHTPOJIb 32 MX UCTIOJTHCHHUEM;
° 0(pOPMIISITh TOKYMEHTHI JIsI IEPEIaul B apXUB OPTaHU3AINH;
3HAM®.
° MOHSITHE JOKYMEHTA, €r0 CBOMCTBA, CIIOCOOBI TOKYMEHTHUPOBAHUS,
° mpaBujia  COCTaBJeHUS ©W  OQOPMIICHHUS  OPraHU3alHUOHHO-PACTIOPSIUTETHHBIX

NoKyMeHTOB (nanee - OPJI);



® CUCTEMY MW THUIIOBYKO TCXHOJIOTHIO OOKYMCHTAIIMOHHOI'O obecneyeHus YIIPaBJICHUA

(manee - 1OY);

. OCOOEHHOCTH JCJIONPOU3BOACTBA MO OOpAIIEHUSAM TpakJaH U KOH(PHUIACHIIUATHHOTO

ACJIOIIPOMU3BOJACTBA,

2. CTPYKTYPA M COJAEP)KAHUE YYEBHOM JTACIUTLIIAHBI

2.1. O0beM y4eOHOI AUCUUNIUHBI U BUAbI YU4e0HOI padoThI

Bun yueOHoii padoTnl

Oovem uacos

[MoaroroBka k nudpepeHINPOBAHHOMY 3aUETy

MaxkcumanbHasi ydeOHAs HAarpy3Ka (Bcero) 40
O6s13aTenbHast Ay IUTOPHAs yueOHasi Harpy3ka (Bcero) 32
B TOM YHCJIE:
NPAKTUYECKUE 3AHITHS 16
KOHTpOJIbHAs paboTa -
CamocTosiTeibHast padoTa 00yuaronierocs (Bcero) 8
B TOM YHCIIE:
BHEAyIUTOPHASI CAMOCTOSITEIbHAs paboTa
3akperuieHHe OCHOBHBIX TEPMHUHOB U ONPEACICHUM. 8

Hmozosan ammecmayusn é ghopme ougpghepenyuposannozo 3auéma




2.2. TemaTuyecKkMid IJIAH U COepPKAHUE Y4eOHOI JUCHUIIMHBI OI1.04 loKyMeHTALIMOHHOE o0ecriedeHue yIpaBJieHsI

HaumeHnoBanue Copep:xanue yueOHOTr0 MaTepuaJia, JabopaTOpHbIe H NPAKTHYeCKHe PadoThI, CAMOCTOSITe/IbHAS padoTa O0BbeM yacos YpoBeHn
pa3iesioB U TeM o0yuammuxcs, KypcoBasi padot (IIpoeKT) (eciu npedycmomperivt) OCBOEHHS
1 2 3 4
Pa3znea 1. Pazoen 1. Beeoenue 6 JI0Y e
Tema 1.1. Conepxanue ydeOHOTO MaTepuaa
[peamer u 3ana4u 1 | IIpenmer u 3amaun JOKyMEHTaMOHHOTO obecrieueHus ynpasieHus. Mecto IOY B cucteme ynpaBieHH.
AOKYMEHTAIIHOHHOI'0 OCHOBHBIEC TEPMHUHEI U oripeneneHus. JIokyMeHT U ero GyHKINN: HHPOPMAIIMOHHAs, IIPaBOBas, YIIpaBICHYECKas, 2 1
ol0ecneyeHust KOMMYHUKaTHBHas1, OpraHu3aliMoHHas 1 1p. Knaccudukanust JTOKyMEHTOB Kak crioco0 BHIPaOOTKH ONpeIeEHHBIX
yHpasBJIeHHs. MIPUHIUIIOB B COCTABIICHUH, 0()OPMIICHUH, crioco0ax, (hopMax u MeToaax paboThl ¢ Pa3TMIHBIMU JOKYMEHTAMH.
JlOKyMeHT u ero IOpuandeckas cuna nokymeHTa. JJokymeHTHpOoBaHuE. [JJOKyMEHTO000POT. ApXHBHOE XPaHEHHE.
byskuuu. 3akoHonaTesbHbIe akThl PO B chepe nHbOpManmu u foKyMeHTaluu. YKa3bl 1 pacrnopsbkenus [pesunenra PO,
Kaaccupukanus MIOCTAHOBJICHUS U pacriopspkeHus [IpaButensctBa PO, pernmameHTHpYONIIE BONPOCH JOKYMEHTAIIMOHHOTO
JOKYMEHTOB. obecrieuenns Ha (esiepanbHOM ypoBHE. [IpaBoBBIe akThI (peepaTbHBIX OPraHOB UCIIOTHUTEIBHON BIACTH
HopMaTuBHO- cyOobekToB PO kak 0011eoTpaciieBoro, Tak U BEJOMCTBEHHOTO Xapakrepa. I[IpaBoBble akThl HOPMAaTUBHOTO |
MeToaM4YecKas 0a3a HMHCTPYKTUBHOTO XapakTepa. Meroauueckue JoKyMeHTHI 110 JJOY yupexxneHuil, opranusanuil, npeanpusaTHi.
HOY. Uenu, 3anaumu, I'ocynapcTBeHHBIE CTaHAAPTH HA JOKYMEHTANWIO. Y HU(DUIMPOBAHHBIE CHCTEMbI JOKYMEHTAIIHH.
GyHKIMH CIIYKOBI Obmepoccuiickue Kiaccu()UKaTophl TEXHUKO-I)KOHOMHYESCKON M CONMANIBbHOM JoKyMeHTalmu. Llenu, 3aqauu u
. dbyukmu cryxoer 10V,
JlabopatopHble pabOTHI -
IIpakTudeckue 3aHATUSL -
KoHTpoibpHbIe paboThI -
CamocrosiTesibHAs pa6oTa 00y4aomuxcs
3akperieHre OCHOBHBIX TEPMUHOB M ompeseneHni. Kiaccudukaryst JOKyMeHTOB O 3alaHHBIM IIPH3HAKAM. 1
M3yueHnne HOpMATUBHBIX JToOKyMeHTOB 110 JIOY. Knaccudukarus JOKyMEHTOB 10 33IaHHBIM IIPU3HAKAM
Pazoen 2 Paznen 2. lokyMeHTHpPOBaHHE YIIPABJIEHYECKOH 1eSITeIbHOCTH ﬁ
Tema 2.1 Copepxanrie yaeOHOTO MaTepuaia
O6umue npasuia PexBHU3UT Kak 00s3aTeNBHBIN 3JIEMEHT, IPUCYLHil onpenenéHHoMy Buay gokymenrta. OCT P 6.30-2003
oopmiaeHus «YHH(UIMPOBAHHBIE CUCTEMBI JOKYMEHTAIMH. Y HU(UIIMPOBaHHAs CHCTEMa OpPraHN3allMOHHO-PACIOPAIUTEILHOM
AoxkymenToB. Cocra | nokymenraiuu. TpeGoBanus K 0)OPMIIEHUIO JOKYMEHTOBY M COCTAB PEKBU3UTOB CIIY)KEOHBIX JOKYMEHTOB. 1 2,3
PE€KBU3UTOB PexkBU3UTEI, IpUAAIOLTNE JOKYMEHTY IOPHINUECKYIO CHTy. PacmonoxeHne peKBU3UTOB. 3ar0JI0BOYHAS YaCTh.
MOKYMECHTOB. OcHoBHas yacTb. @opMysip-oOpaser JOKyMeHTa
baanku u popmarel Buns! 1 HazHaueHue OiraHKOB. braHK Kak HAOOp PEeKBU3UTOB, HACHTUUIMPYIONINH aBTOpa 0(pUIHATEHOTO
JTOKYMEHTOB. MMMCbMEHHOTO IoKyMeHTa. O0muii 61aHK, OJaHK U1 TUCeM M OJIaHK KOHKPETHOTO BHJIa JOKYMEHTOB. YTJIOBOE U
TIPOJIOIBHOE PACIIONIOKEHUE PEKBU3UTOB Ha OnaHkax. @opmarsl notpedurenbekux Oymar. Hymeparus
MHOTOCTPAaHHUYHBIX JIOKYMEHTOB
JlabopaTopHbie paboThI -
IIpaxkTryeckue 3aHATUA
CocTtaBieHUe peKBU3UTOB JOKYMEHTOB. 1
CocraBieHue Gopmyisipa-o0pasia JOKyMeHTa
KonTtposnsHbie paboThl _
CamocTosiTe1bHasi padoTa 00y4YaroLuxcst
3akperuieHue PeKBU3UTOB TOKYMEHTOB 1
CocraBiieHue pa3IMYHbIX BUJOB OJaHKOB JJIsl MHAMBHYAIBHO 331aHHbIX NPEANPHUITHH
Tema 2.2 Copepxanrie yaeOHOro MaTrepuaia




Cucrema 1 ToHsATHE OpraHU3aIMOHHBIX JOKYMEHTOB. OCHOBHBIC TPCOOBAHHUS K COCTABICHUIO OPTaHU3aIMOHHBIX JJOKYMCHTOB. 2
OpPraHU3alMOHHO- Bunasl 11 cTpyKTypa OpraHN3aIlMOHHO-TIPABOBBIX JOKYMEHTOB: YUPEIUTEIBHBIN TOTOBOP, YCTAB, IITATHOE paCcIIHCaHHe,
pacnopsiauTeabLHOT JIOJDKHOCTHBIC MHCTPYKIIMH U JIP.
JIOKYMEHTAIUMH. JlabopaTopHbie paboThI
Opranu3anoHHo- [pakTuyeckue 3aHATHS
NpaBoBbI€ NJOKYMEHTBI | KOHTpPOJBHBIE paOOThI
CamocrosiTejbHast paboTa
CocraBieHue Gopmyisipa-o0pasiia OpraHu3aIOHHOT0 TOKYMEHTA I HHIUBUIYaJIbHO 3aJaHHOTO IPEANPHSITHS
Tema 2.3 Conepxanue yuyeOHOrO MaTepraia
Cucrema [NonsaTHE 0 pacOPSIIUTEIBHBIX JOKyMeHTaX. OCHOBHBIC TPEOOBAHUS K COCTABICHUIO PACTIOPSAUTCILHBIX
OpraHM3aIHONHO- JOKYMEHTOB. BHIBI M CTPYKTYpa pacropsSAUTEIFHBIX TOKYMEHTOB: IOKYMEHTHI, H3IaBaeMbIe B OpPraHU3aIIsIX Ha 2,3
pACHOPSIHT B HO OCHOBaX €IMHOHAYAIHS (PpHKaSBI, pacropspKeHuUs, YKa3aHus) U TOKYMEHTHI, H3JaBacMbIe HA OCHOBE IIPUHSTHUS
KOJUIETHAJIbHBIX pellieHuH (MIOCTAHOBJICHHS, PEIISHUS], TPOTOKOJIbI).
AOKYMEHTaIlUH. JlabopaTopHbIie paboTHI
Pacniopsiaurennubie [IpakTHuueckas pabora
AOKYMEHTDI Pa30op u cocTaBieHNE PAa3INYHBIX BHIOB PACTIOPSAUTENBLHBIX JOKYMEHTOB, 3aKpEIICHIE NX PEKBH3UTOB
KonTtponsHbIe paboTh
CamocrosiTeJbHast padoTa
COCTaBHeHl/Ie Pa3JIMYHBIX BUJOB PACTIOPAAUTCIBHBIX JOKYMCHTOB JJI1 UHAWBUAYAJIBbHO 3aJaHHOI'O NMPCAIPUATUA
Tema 2.4 Copepxanrie yueOGHOr0 MaTepuaia
CnpaBo4Ho- [onsTHe 0 cripaBOYHO-UHGOPMAIIMOHHBIX JOKyMeHTaX. OCHOBHBIC TPEOOBAHUS K COCTABICHHUIO OPTaHU3aI[HOHHBIX
MH(OPMAIHOHHbIE JOKYMEHTOB. BHIBI M CTPYKTYpa CIpaBOYHO-MH(DOPMAIIMOHHBIX JOKYMEHOB: CIIPABKH, CIIY>KEOHBIC 3aIUCKH, aKTHl U 2,3
JOKYMEHTBI Ap.
JlaGoparopHbie paboThHI
[IpakTrdeckas padora
Pa30op BHIIOB cIipaBOYHO-WH(POPMAINIMOHHBIX IOKYMEHTOB M 3aKpEIICHIE X PEKBU3UTOB
KonTtpossHble paboThI
CamocrosiTesibHast padoTa
COCTaBHeHI/Ie Ppa3JIMYHbBIX BHJIO0B CHpaBO‘-IHO-I/IH(l)OpMaHI/IOHHI)IX JOKYMEHTOB [Jid HWHIAWBUAYAJIBHO 3aJJaHHOTO
npeaAnpuiATruA
Tema 2.5 Cay:xkeonnbie | Conepxxanue yueOHOTO MaTepHaia
nucbLMa. CrnyxeOHble MMChMa: TPAIUIIMOHHBIE U AJIEKTPOHHBIE. BXoasiue u ucxoasmue nucbMa. Knaccudukanus cimykeOHbIX
IIMCEM IIO 3aJaHHBIM B TCEKCTC TEMaM. bimanku u PEKBU3UTHI TTHCEM. OCO6eHHOCTI/I TEKCTOB IIMCEM. KOHKypeHTI)I 2’3
IceM: Telerpamma, tenedonorpamma, dakc. Ix 0cCOOEHHOCTH U CPOYHOCTH HCIIOTHEHHUS.
JlabopaTopHbie paboTHI
[IpakTryeckas padora
CocraBieHue cIy)eOHBIX IMUCEM IO 33JaHHBIM PEKBU3UTAM
KonTtponbHbIe paboTHI
CamocrosiTesbHast padoTa
COCTaBHeHI/Ie Pa3JINIHBIX p%HOBHHHOCTCﬁ CJ'Iy)K€6HI)IX TMMCEM  JUII HHAUBUAYAJIBHO 3aJIaHHOTO MPECAIIPUATUA
Tema 2.6 Copepxanne yaeOHOTo MaTepuaia
Kapaposas OcHOBHBIE TpeOOBaHUS K OGOPMIICHHIO JOKYMEHTAllMd MO JUYHOMY cOCTaBy. JIOKYMEHTHpOBaHWE Tpoliecca
AOKYMEHTAIs IOBIDKeHUs KaapoB. CocrapiieHne pestome. OdopmileHHe pa3iTudHbBIX BHIOB 3asBieHHA. CocTaBieHne U opopMIICHHE 23

MIPUKA30B IO JTUIHOMY cOCTaBy. OCOOEHHOCTH COCTAaBICHHS TPYHAOBBIX KOHTPAKTOB. [IpaBmia opopMileHNS U BEACHUS
TPYAOBBIX KHIDKEK, IMIHBIX KQpTOUYEK H JeIl.




JlabopaTopHbie paboThI

[TpakTudeckas pabora

3HaKOMCTBO ¢ TpadapeTHbIMU OJIAHKAMH KaJPOBBIX JOKYMEHTOB M UX 3aIIOJHEHHUE

CocraBlieHHE KaJApOBBIX JOKYMEHTOB 110 3alaHHBIM PEKBU3UTAM

KonTtpomnsHbIe paboTh

CamocTosiTe1bHas padoTa

CocraBlieHHE Pa3sIMIHBIX BUAOB KaAPOBBIX JOKYMEHTOB IJIA HHAWBHUAYAJbHO 3a TaHHOTO NMPEAIPUATHSA

Tema 2.7 loroBopHoO-

Coneprkanne ydeOHOTO MaTepHalia

npaBoBast OOmmue MOJOXKEHUsI O OTOBOPE, HOPMBI, PETYIMPYIOIIUE OTACIbHBIC €T0 BUABI, ONpEACTIEHHbIE | parkIaHCKUM
AOKYMEHTALUs kogekcom P®. IloHsTMe nOTOBOpa M OCHOBHBIE €ro pasaeisl. Buael poroBopoB. IIpoTokosbl cornameHuil u 23
MIPOTOKOJIBI pa3HOTIacuii kK gorosopam. JloBepeHHocTH. KOMMepUeckuii akT 1 0COOEHHOCTH €TI0 COCTABIICHHUS
JlabopatopHble pabOTHI
[TpakTuyeckas padbora
3arnoJHeHHe pa3InyHbIX BUIOB TpadapeToB JOrOBOPOB, 10 33AaHHOMY 00pasiy.
3anoyiHeHUE PA3IUYHBIX BUIOB TpadapeToB MPOTOKOJIOB COTJIANICHUN M MPOTOKOJIOB Pa3HOMIACHH K JOTOBOpaM. II0
3aJJaHHOMY 00pa3sity.
KoHTponbHEIE paboThI
CamocrosiTe1bHast padora
3aKOHCHEKTHPOBATH TEMY I10 JOIOJHUTEIEHOH JTUTEpaType
Pa360p pa3znu4HBIX BUAOB JOTOBOPOB
Tema 2.8 Copneprxkanne yaeOHOr0 MaTepuania
IIperenznonno- 3aKoHO/MATEIbHBIE aKThl M HOPMATHBHBIE JOKYMEHTHI I10 TIPETEH3MOHHO-MCKOBOW IOKyMEHTalWu. JIOKyMEHTEI,
HCKOBast BXO/ISIIME B COCTaB IMPETEH3MOHHO-MCKOBOHM JOKyMeHTanuu. [IpereH3un, MxX BHIBI U OCOOECHHOCTH COCTABIICHHUSL. 3
AOKYMEHTAINS TpeboBaHMsI K COCTABICHHIO HCKOBBIX 3asIBJIICHHH.
JlaGopaTopHble paboThI
[IpaxkTruyeckas pabora
3arnoJHeHHe pa3InyHbIX BUIOB TpadapeToB NPETEH3Uil U NCKOB 10 3aJJAHHOMY 00pasIly
KoHTpoibpHbIE paboThI
CamocrosiTesbHasi padora
CaMocCTOsTeNIbHOE COCTABICHUE PA3IMYHBIX BHAOB JOBEPEHHOCTEH, KOMMEPUECKHX aKTOB, NPETEH3UH M MCKOB JUIS
WHJIMBHUIYaJIbHO 3aJaHHOTO MPEIIPHATHSL.
Tema 2.9 Cojeprxanue yaeOHOro MaTepuaia
JlOKyMeHTBI 110 JIOKyMeHTBI, MOATBEPXKIAIOIIUE HCIOIHEHHE BHEIIHETOPrOBOM CHEIKM Ha BCeX JTamax. ToBapHbIE U pacueTHBIE
BHEITHEIKOHOMHMYECKOH | JOKYMEHTHI, JAalolINe Ka4eCTBEHHYIO, KOJMUECTBEHHYIO Y CTOMMOCTHYIO XapaKTEpPUCTHUKY TOBapaMm (KOMMEpUYEeCKHi P

JeATECJIbHOCTH.

cuéT, cuér-hakTypa MPOTOKOJ HCTBITAHUH U Ap.) JJOKYMEHTHI 1O IUIAaTE&XKHO-OaHKOBCKMM OIlEpalMsiM, B KOTOpBIC
BKJIIOYAIOT MHCTPYKIMH IO OAaHKOBCKOMY IIEpEBOAY, 3asBICHHE Ha OTKPHITHE akKkpeautuBa W Jp. CrpaxoBble
JOKYMEHTBI, B KOTOPBIX ONpEICNCHB OTHOLICHWS CTPaXOBIIMKAa W CTPaxoBaTens (CTPaxoBOM MOJIHC, CPaXxOBOU
ceptudukar W 1p.) TpaHCHOPTHBIE M OTIPY30YHBIE JOKYMEHTHL TpaHCIOPTHO-OKCHIEIUTOPCKHAE TOKYMEHTEHI.
TamoXeHHBIE TOKYMEHTEHI.

JlaGoparopHbie paboThI

[TpakTuaeckas pabora

KonTtposbHbIe paboTh

CamocTosiTenbHast padora




Tema 2.10
JlokyMeHTbI 110
OPraHM3alMH 3alIUThI
KOMMeEpP4eCKoi TailHbI.

CozepxaHue yueOHOr0 MaTeprana

Ilonatue xoMMepueckoi TalHbel. CBelNeHMS. COCTaBIAIONIME KOoMMepueckyro TaiHy. Ilopsmox — momycka K
KoMMepueckoil TaitHe. [lopsanok mpekpaieHus Aomycka K KoMMepueckoi TaiiHe. OTBETCTBEHHOCTb 3a pasIiIalleHue
KoMMepdJecKoii TaitHpl. Opranu3anus 000poTa JOKyMEHTOB, COJIEPKAIIIMX KOMMEPUECKyI0 TaiiHy. TeXHOIOTHs y4era ’
paccMOTpeHHsI TMOCTYNHMBIINX KOH()MACHIHAIBHBIX [OKyMEHTOB. lcronmHeHnme um 00paOoTka ITOATOTOBICHHBIX
KOH()MACHIIMAIBHBIX JHOKYMEHTOB. DOpMHpPOBaHNE W XpaHEHUE €N, YHUYTOXKECHHE IOKYMEHTOB, JIeJI M HOCHUTEIEH
nHPOPMALINH.

JlabopaTopHbie pabOTHI

[IpakTrueckas pabora

KonTtpomnsHbie paboTh

CamocrosiTesbHast padora

BBIy‘II/ITL TEMY IO KOHCIICKTY JICKIINHN

Pasznen 3. KOMHI)]OTCPHI)IC TCXHOJOT'UH B JOKYMECHTAIIMOHHOM o0ecneyeHun YHpaBJICHUSA

Tema 3.1 ConepxkaHue yqe6H0r0 Marepuaia
KoMnbioTepHbie HopmaTuBHBIE JOKYMEHTHI, 3aKpEIUISIONINE 3IEKTPOHHOE IETIOIPOU3BOICTRO. 5
TEXROIOrHH B Odopmienne poxkymenta B MS WORD. 3ananue napameTpoB nokymenrta. @opmar crpanunsl. Pasmep momneii.
HOKYMeHTANHOHHOM Hymepanus crpanuil. 3aroinoBo4Hasi 4acTh YIJIOBOTO U MTPOJOIBHOTO OJIaHKOB (00IIEro, Ui MMCEM M KOHKPETHOTO
BU/a T0KyMeHTa). BBox TekcTa B tokyMeHT. OdopmiieHre 1pyrux pekBu3uToB. [leyats nokymenTa. CoxpaneHue
o0ecreyeHu JIOKYMEHTA.
ynpasJeHust. JlabopatopHble pabOTHI
Cosznanue noxymenTa B | TIpakTudeckas paboTa
MS WORD . Cocrasjenue pasinuudbix BunoB gokymenTos Ha [IK B MS WORD, BriBeeHME UX HA [1E€YATh.
Odopmiieane noxymeHta B MS WORD.
CocraBneHne pa3IMYHbIX BHOB TIOKyMeHTOB Ha [1K, BbIBeIeHHE MX HA I1€YaTh.
KoHTponbHEIE paboThI
CamocTosiTe1bHast padora
BrInoHeHNe HHANBUIYANBHOTO 3aJaHNS IO COCTABJICHUIO KOHKPETHBIX JOKYMEHTOB IS 3aJaHHOTO MPEANPHUSTUSL
Tema 3.2 CojeprxkaHne yaeOHOr0 MaTepuania

Co3naHue 10KyMeHTa
MPH MOMOIIH
3JIEKTPOHHOI Ta0IMIIbI

Co3maHue TOKyMEHTa IpH TIOMOIITH IEeKTpOHHO# Tabnuis! Excel. BBox manHbIX B Tabnuiy. @opmMaTupoBaHUe.
BriBeieHUE TOKyMEHTa Ha I1€4aTh.

JlaGopaTopHbie paboThI

Excel [TpakTuaeckas pabora

Co3aHue TOKYMEHTa NP MTOMOIIHM JISKTPOHHOM Tabauiel Excel.
KoHTposbHbIe paboThI
CamocrosiTenbHast padora
CocraBieHue pa3InIHBIX BUAOB JoKyMeHTOB Ha [1K, BeIBeieHHE X Ha MeYaTh

Pa3znen 4. Paznen 4. Opranusanusi padoThl ¢ JOKYMEHTAMHU

Tema 4. 1

JloxkymMeHTO000pOT. 1 | OpraamzamnmonHas cTpykrypa ciyx0sl JIOY. Hopmarusnas pernamentanus ciayx0s1 JJOY. MHcTpyKIus 1o

[Hopsinok npoxoxaeHus
BXOJISIINX, UCXOIALIUX 1
BHYTPEHHUX
JIOKYMEHTOB.

JOKYMEHTHPOBAHHIO YIIPABIEHIECKOH AesTeabHOCTH. Tabens popM JOKYyMEHTOB, IPUMEHIEMBIX B OpraHU3aINH.
CocraB 1 y4eT 00béMa TOKyMEeHTO000poTa opranu3anui. OCHOBHBIE 3TaIlbl JOKYyMEHTO000pOTa MPEAIPUSITHS.
[Nopsmok mpOoX0KAEHUS BXOIAIINX, NCXOMAIINX U BHYTPEHHUX JOKYMEHTOB. PaboTa ¢ mucemamu u
obpameHnsIMH rpaxaad. PopMbl M MOPSIOK PETHCTPALNH JOKYMEHTOB. MHAEeKcanus TOKyMEHTOB.




Opranuszanus cipaBoYHO-HHPOPMALIMOHHOHN PaboTHI.
KoHTpOoIIb HCTIOJTHEHNUS JOKYMEHTOB.

JlabopaTopHbie paboThHI

[IpakTruueckas pabora

DTamnel O6pa6OTKI/I BXOJAIIMX, BHYTPCHHUX M UCXOAAIINUX NOKYMCHTOB

KonTtponbHbie paboThHI

CaMocTosiTe/ibHasi padoTa 00y4aluIuxcst

Nzydenue MHCTPYKIMHU IO TOKYMEHTHPOBAHUIO YIIPABICHYCCKON IEATEILHOCTH. 3yueHue 3TanoB 00paboTKu
BXOJISIIUX, ICXOSAIMINX U BHYTPEHHHUX JTOKYMEHTOB.
V3ydenne mpueMoB PETUCTPAIMN JOKYMEHTOB B Pa3IIMUHBIX (popMax

Tema 4. 2.
CucremaTn3anust
JOKYMEHTOB M HX

XpaHeHHe.

Cojaeprkanre yueOHOrO MaTepuasa

CucremaTu3zaius JOKYMEHTOB KaK IpyNIHUPOBKA UCIIOTHEHHBIX IOKYMEHTOB B Aena. DopmupoBaHue JOKYMEHTOB B
nena. HomeHkaTypa e Kak CHCTeMaTH3MPOBAHHBINA IIEpEUeHb JIe)I OpTaHU3aIiH, 0()OPMIICHHBIH B YCTaHOBIICHHOM
nopsake. TpeboBanust K POPMUPOBAHHUIO AL

JlaGopatopHbie paboThI

HpaKTI/I‘IeCKI/IC 3aHATHA

KoHTpobHBIE pabOThI

CamocTosiTeibHAs padoTa 00y4yaomuxcs

Tema 4. 3.
IToaroroBka aeJ K
nocjaeayouemMy
XpaHeHHI0

Coaeprxkanue yueOHOr0 MaTepuaa

9KCHepTI/I3a HEHHOCTHU JOKYMCHTOB, MCTOJAUKA eé MIPOBCACHMUS. CocraB n (1)yHK]_II/II/I SKCHepTHOﬁ KOMHCCHH. XpaHCHI/IC
ACJI B TCKYLICM ACJIOIMPONU3BOACTBC. OcHOBHBIE TOHATHUSA 00 APXMBHOM XpPAaHCHUH. Hepez[aqa JCJI B apXUB.

2,3

JlabopatopHble pabOTHI

IIpakTrueckue 3aHATUS

KoHTpoibpHbIE paboThI

CamocrosiTesibHAs padoTa 00y4aomuxcs

IMoaroroska x muddepeHpoBaHHOMY 3a4eTy

JnbdepeHippoBaHHbIi 3a4eT

[IpumepHas TemaTHKa KypcoBOi paboThl (IPOEKTA) (eciu npedycmompeHut)

CamocTrosTenpHas paboTa o0ydaronuxcs HaJl KypcoBoi paboTol (IpoeKToM) (eciu npedycmomperivt)

Bcero:

40

40 yac. MaKCUMAJIbLHAs

8 yac. CPC 32 yac. aynuTopHas
16 yac. Teopust

16 yac. npakTuka

JU1s XapakTepUCTUKH YPOBHS OCBOCHMsI yU€OHOI0 MaTepuala UCIOIb3yITCs CIEAYIOIINE 0003HAYCHHUS:

1. — 03HaKOMUTENBHBIN (y3HaBaHUE paHEe U3YUYEHHBIX 0OBEKTOB, CBOWCTB);

2. — penpoAyKTHUBHBIHN (BBIIOJIHEHUE ACSITEILHOCTU IO 00pa3sily, MHCTPYKLIMU WM MO/ PYKOBOACTBOM)

3. — IpOIYKTUBHBIH (TUIAHUPOBAHHE U CAMOCTOSITEIHHOE BBITIOJIHEHUE IEATEbHOCTH, PellIeHHEe POOIEeMHBIX 3a/1a4)
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3.YCJIOBUS PEAJIM3AIIAYU YUYEBHOM JUCIUATLIIMHBI

3.1. TpeGoBaHUsA K MUHMMAJIbHOMY MATEPUAJIbHO-TEXHUYECKOMY 00ecie4eHH 0

Peanuzanust yueOHOM mucHumuivHbel TpeOyeT Hanuyus ydyeOHoro kabuHera «CouuanbHO

3KOHOMMHNYCCKHUX AUCIHUIIIINH)

O6opynoBanue yaeOHOTo KabUHeTa!
» JlocamouHble MeCTa MO KOJIMYECTBY O0YUAIOMIMXCS (CTOMBI M CTYJIIb);

* Pa0ouvee MECTO MperoIaBaTes;

- Pa3):[aT0qule KapTO4YKHU I10 pasgciiaM OUCHUILJIMHBI,

= JloypouHbI€ MaIKH;
= TecThl

TexHnuueckue cpeacTBa 00y4eHHUS:
» KomMmmpioTepsl ¢ IUIEH3UPOBAHHBIM MPOTPAMMHBIM 00ECIICUeHUEM;

*  MynapTUMEIUANIPOEKTOP C IKPAHOM;
* lHTepakTUBHAsA JOCKA.

3.2. UndopmanuonHoe odecrnedenne o0yueHust

OcHoBHbIe ucTOYHUKH (ON)

1. Kopuees U K, [Tmenko A.B, Mamypue B.A. JlokymeHTalimoHHOE 00ecriedeHune

yIpaBieHus 2-e u3fl. nep. noja. Yueounuk u npaktukym st CI1O. FOpaiit-2019.-384c¢

JlonmosinuTenbHbIe HCTOYHUKH (W)

Nen/m HaumenoBanue ABTOp H3nareancTrBo, roa
W3IaHUSA

JAN1 | Pemenne npoOaeMHbBIX CUTyallui 1O babuu T.B. Horunck: ®I'0Y CITO
JOKYMEHTAI[MOHHOMY 00€CIIEYEeHHIO «HTOT» - 2013.
yIpaBiIeHUs

JAN2 | Jlenonpou3BoACTBO (JoKyMeHTalmoHHoe | bacakoB M., M.: 2014
oOecrieuenure ynpasienus). YueOHuk. 14 | 3ambirkosa O.
U3

JAN3 | Kypc aenonpous3BoacTBa. Kupcanosa M., M.: 2014
JloKyMeHTallMOHHOE o0ecrieueHne Akcenos fO.
yIpaBiieHUs. YueOHoe nmocobue

JI4 | JlIokyMEeHTaIlMOHHOE 00ecTIeueHre Ky3nernos U. M.: FOPAUT, 2015.
yIIpaBJIEHUs IEPCOHATIOM. YUeOHUK U
MPAKTUKYM

JANS | HdenonpousBoactso. Jlokymenrtaunonsoe | Kyznenos U. M.: IOPAIT, 2014.

obecrieuenne ynpasyieHus. ClipaBOYHOE
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mocooue

JIN6 | CocraBnenne u opopmiienue ciyxeoHbix | Kysnerora T.B. M.: busnec-mkomna
nokymeHToB: [IpakTnueckoe mocodue «uTen-Cunresy,
JUTSI KOMMEpYECKuX hrupm 2003.

JIN7 | Opranu3anus padoThl C TOKYMEHTaAMH. ; [Ton penakuueii B.A. | M.: Uadpa-M, 1998.
Y4eOHMK JTs BY30B. Kynpsesa

JAN8 | HdenonpousBoactso. JJokymenranmonnoe | [lanacenko lO. M.: 2013
o0ecrieyeHre ynpaBIeHHs

IlepeyeHb 31eKTPOHHO-0MOIHOTEYHBIX CHCTEM (pecypcoB) U 0a3 JaHHBIX
AJISl CAMOCTOSITEIbHOM padoThI
Hcnonp3yembie CTOpOHHHE AIIEKTpOHHBIE OnbmroTeunsie cuctemsl (ObC):

1. e-Library.ru [DOnextponHsiii pecypc]: Hayunas osnextponnas Oubnuoreka. — URL:
http://elibrary.ru/.
2. OnextpoHHas  Oubnmuoreka PYKOHT  wanumonaneubiii  mudpoBoil  pecypc) -

http://rucont.rus[3nexTponnsiii pecypc]. — Joctyn k cucteme cornacHo npasuiam ObC u
norosopoM kosuiemxa ¢ ObC.
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http://www.ozon.ru/person/3104857/
http://elibrary.ru/
http://rucont.ru/

4. KOHTPOJIb U OIIEHKA PE3YJbTATOB OCBOEHUS YUEBHOM JUCIHUILIAHBI

KoHTponb U oOleHKka pe3ynbTaToB OCBOCHHUS Y4e€OHOW AMCHMIUIMHBI OCYIIECTBISIETCS
MpenojiaBaTesieM B IIPOLIECCE MPOBEACHUS MPAKTHUYECKUX 3aHSATHUH, TECTUPOBAHUS, a TaKXKe
BBITNIOJTHEHUE 00YYaIOIIUMUCA UHINBUAYAIbHBIX 3a/IaHUH, IPOEKTOB U UCCIICJOBAHUM.

Pe3yabTaThl 00yueHus Koasb! ¢popmupyemMbIx DopMbI U METO/IbI KOHTPOJISI M OLIEHKH
(ocBOEHHbIE YMEHMS], npodeccuoHATbHBIX U pPe3yJbTaTOB 00y4eHusl
YCBOEHHbIE 3HAHMA) 001X KOMIeTeH Ml

1 2 3
3Hanus:
- OCHOBHbIE OK- 01; OK-0 2; OK-03; | Tekymmii KOHTPOIb 3HAHHIA.
3aKOHOJIAaTENbHBIC AKTHI B OK-0 4; OK-05; OK-06, | PezynpTaT TeCTUpOBaHUS.
obnactu penonpousBojacTea; | OK-07, OK- 08; OK-09, | [IpoBepka NpaBUIBHOCTH BBIMIOJTHCHUS
- BUJIBI JOKYMEHTOB; OK-10, OK-11; MIPaKTUYECKOH PabOTHL.
- IpaBWJIa COCTABJICHUS U nH(POPMAITUOHHAS,
o OpMIIEHUS Pa3TUIHBIX caMOOpraHu3aIus
BHJIOB JTOKyMEHTOB;
- TpeOOBaHUS K TEKCTY OK- 01; OK-0 2; OK-03; | CBOeBpEeMEHHOE BBIIOJHEHUE CAMOCTOSITEIbHOU
CITy’>K€OHBIX JIOKyMCHTOB; OK-0 4; OK-05; OK-06, | paboThI, IpOBEpKa PE3yJIbTATOB PAOOTHI C
- o01IHMEe MpaBuIIa OK-07, OK- 08; OK-09, | mpe3eHTanuen Win I0KIaI0B.
OpTraHM3aNnN PabOTHI C OK-10, OK-11;
JIOKyMEHTaMHU; WHPOpPMaIMOHHAS,

caMOOpraHu3aIus

Ymenus:

- cocrasnenue u opopmienne | OK- 01; OK-0 2; OK-03; | Pe3ynbraT TecTUpOBaHHS.

pa3IuyHbIE BU]IbI OK-0 4; OK-05; OK-06, | [IpoBepka mpaBHIbHOCTH BBITOJTHEHUS
JIOKYMEHTOB; OK-07, OK- 08; OK-09, | mpakTu4eckoii padoTHI.
- OCYIIIECTBIICHUE OK-10, OK-11; DKCIepTHOE HAOIOICHHUE 3a ICHCTBUAMHU
JOKYMEHTUPOBAaHUSA U IIK-1.1, TIK-1.2, TIK-1.3, | oOy4arommxcs.
OpraHM3aNnu PabOTHI C [IK-1.4, IIK-1.5, IIk-2.1, | DxcnepTHas OLEHKA BHINOIHEHUS MPAKTHYECKUX
JIOKYMEHTaMU; IK-2.2, TIK-2.3, IIk-3.1, | pabOT, MHAUBUAYAIBHBIX 3aIaHUH, TOKJIAOB.
[1K-3.2, TIK-3.3, [IK-3.4,
IK-3.5
I1K-4.1, TIK-4.2, T1K-4.3,
[1K-4.4
nH(pOpPMAITMOHHAS,
caMOOpraHu3aIus
- bopmupoBanue aen B OK- 01; OK-0 2; OK-03; | CBoeBpeMEHHOE BBHITIOJTHEHUE CAMOCTOSTEIBHON
COOTBETCTBHH C OK-0 4; OK-05; OK-06, | paboTbI, IpOBEpKa Pe3yJIbTaTOB pabOTHI €
HOMEHKJIATypOil 1e; OK-07, OK- 08; OK-09, | mpe3eHTanueld nim JOKJIAI0B.
- UCIIOJIb30BaHUE OK-10, OK-11;
MOJyYE€HHBIX 3HAHUU B IIK-1.1, TIK-1.2, TIK-1.3,
MOBCEIHEBHON 1 IIK-1.4, TIK-1.5, TIk-2.1,
npodeccuoHaIbHON IIK-2.2, TIK-2.3, Ik-3.1,
JIeSITEILHOCTH, IIK-3.2, TIK-3.3, TIK-3.4,
- BJIQJIEHUE TOHATUSIMHUA I1K-3.5
JIOKyMEHTa, €r0 CBOUCTB, I[IK-4.1, TIK-4.2, TIK-4.3,
CIoco0oB [1K-4.4
JIOKyMEHTHUPOBAHUS; nHGOpPMAIMOHHAS,
caMOOpraHu3alus
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-TIPUMEHCHHE mpasuia | OK- 01; OK-0 2; OK-03; | IIpoBepka NpaBUILHOCTH BBITIOJIHCHUS
cocraBnennss u odopmieHus | OK-0 4; OK-05; OK-06, | mpakTrueckoit paboTHI.
OpraHu3alOHHO- OK-07, OK- 08; OK-09, | DxcriepTHOE HAOIIOICHUE U OIICHKA BHITIOTHCHUS
pacCIOPSITUTEIHHBIX OK-10, OK-11; COOOMIeHUH, TOKIaI0B, OTBETHI HA KOHTPOJILHBIC
noxymentos (OP]I); [IK-1.1, TIK-1.2, TIK-1.3, | Bompocsl.
- Bnagenue cucremor u | [IK-1.4, TIK-1.5, TIx-2.1, | AHanu3 BeICKa3bIBaHUN, apTyMEHTOB
THIIOBOM texaonoruert | [1K-2.2, T1K-2.3, IIk-3.1, | oOy4aromuxcs pyu MPOBEICHUH JUCKYCCHH.
JTOKYMEHTAIIHOHHOTO I1K-3.2, TIK-3.3, TIK-3.4,
obecrieuenusi  ympasnenus | [1K-3.5
(1OY). [IK-4.1, TIK-4.2, T1K-4.3,

[1K-4.4

nH(POPMAITUOHHAS,

caMOOpraHu3aIus

5. OCOBEHHOCTH OCBOEHUSI PABOYEMN ITPOT'PAMMBbI HHBAJIMJIAMH U
JIMIAMU C OTPAHUYEHHBIMU BO3MOXKHOCTSMHAU

Ananranus pabodell MpPOrpamMMbl TUCITUTUTHHBI MPOBOAUTCS TPH peaTu3aluu aJanTHBHOU
00pa30BaTeNbHON MPOrpaMMbl — MPOTPAMMBI MMOATOTOBKH CHEIMAIIMCTOB CPEIHEro 3BEHA I10
CTeNHUATBHOCTH B IeMsIX oOecnedyeHus IpaBa WHBAIMIOB M JIMI] C OTPaHUYCHHBIMH
BO3MOXXHOCTSIMU ~ 3/I0POBbSI  Ha MOJy4eHHE NpodecCHOHAIbHOrO O00pa3oBaHMs, CO3AAHUS
HEOOXOIUMBIX [UIsl TIONYYEHHUS CpeIHEro mnpogecCHOHATBHOIO O0pa30BaHUS YCIOBHI, a TaKxke
o0OecrieyeHrs JOCTHMXKEHHS OOy4arolIMMHCS WHBATUAAMH M JIMIAMU C OTrPaHUYEHHBIMU
BO3MOXXHOCTSIMU 3JJOPOBBSI Pe3YyIbTaTOB ((OPMUPOBAHUSI IPAKTUYECKOTO OTBITA.

Oobopyooeanue yuebnozo Kadunema 011 CAMOCHIOAMENbHOU padomol

odyuarouguxca 013 00y4UaOMuUxXca ¢ pasiudHbIMU 6UOAMU OZPAHUYEHUS 300D 06bA.

OcHaimenue kaOWHETa camocmosmenvHou pabomsl o0Oyuarwuxcsi B COOTBeTCTBUM C 1. 3.1.
JOJDKHO OTBEYaTh OCOOBIM 00pa30BATEIBHBIM MOTPEOHOCTAM OOYYAOIINXCS WHBAIUIOB W JIHI C
OTpaHUYEHHBIMA BO3MOXKHOCTSIMHU 370pOBbsi. KaOuHET MomkeH ObITh OCHAIIEH OO0OpYIOBaHHEM WU
y4eOHBIMH MECTaMHU C TEXHHUYECKHMMH CpPeICTBaMHU OOydeHHUs IJs 0OydarolIuXcsl C Pa3IMYHBIMU
BUJIAMU OTPAaHUYECHHH 37I0POBbS.
Kabuner, B koTopom oOydaloTcs JaHIla C HapylIeHHEM ciyxa JOJDKeH ObITh 000pyaoBaH
paaroKIaCCOM, KOMIBIOTEPHON TEXHUKOW, ayTMOTEXHUKON, BUJIEOTEXHUKOM, STIEKTPOHHOU JOCKOM,
MYJIbTUMEANIMHON CHCTEMOM.
Jis  craboBuaAnMX OOydYaromUXcsi B KaOWMHETE TPEIyCMaTPHBAIOTCS IMPOCMOTP yIAJICHHBIX
OOBEKTOB TMPH IOMOIIM BHJICOYBEIMYUTEICH IS YJAJICHHOTO IPOCMOTPA, HWCIOJIb30BAHHE
BpaiineBckoil KOMIBIOTEPHOW TEXHHKH, DJIEKTPOHHBIX JYI, MPOrpaMM HEBU3YaJIBHOTO JOCTYIMa K
uH(pOpMalIUK, TEXHUYECKHX CpPEICTB NpHueMa-niepenadyd ydeOHoi uH(OpManuu B JOCTYIHBIX
¢bopmax.
Jnsa oOywarommxcs ¢ HapylIEeHHEM OMOPHO-IABUTATEIBHOTO ammapaTa KaOWHET JOKEH OBbITh
000py/I0BaH NIEPEABMKHOM PEryIupyeMoi mapToi
BrimeykazanHoe OcCHaIlleHHWE YCTAHABJIMBAETCS B KaOWMHETE NpPH HAIWYUU OOYYaroNIuXcCs 10
aIAITHPOBAHHON 00pa30BaTEIILHOMN MPOrpaMMe C YUETOM UMEIOIIET0oCs THUIIA HAPYIICHUH 310POBbS
y 00y4Jaromierocs.

Hugpopmayuonnoe u memoouueckoe obecneuenue o0yuaroumuxcs
Joctyn K MH(GOpPMalMOHHBIM M OubOIMOrpaduyeckuM pecypcaMm, yKa3aHHBIM B I. 3. paboueif
MPOrpaMMBbI, JOJKEH OBITh TMpeAcTaBieH B (popmax, alanTUPOBAHHBIX K OTPAHUUYEHUSIM 310POBbS
00y4aroIuXcsi ”HBAJTUAOB U JIUII C OTPAHUYCHHBIMU BO3MOKHOCTSIMH 3/I0POBbSL:

Jlig nu1l ¢ HapyIIeHUs MU 3peHust (He MeHee OJHOrO BUJIA):
- B ICYaTHOHM (popMe yBETHUUEHHBIM IIPUPTOM;
- B (hopme 2JIeKTPOHHOTO JOKYMEHTA;
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- B popme ayanodaiina;
- B IeyaTHOM (opMe Ha S3bIKe
bpaiins.
JJist i1 ¢ HApYIISHUSIMA CITyXa!
- B IeYaTHOH (opMme;
- B (hopMe AIIEKTPOHHOTO JJOKYMEHTA.
JIist L ¢ HapyIIeHUSIMUA OMTOPHO-/IBUTATENILHOTO arinapaTa (He MEHEe OJTHOTO BUA):
- B Ie4atHou dopwme;
- B (hopMe IEKTPOHHOTO JOKYMEHTA;
- B popMme aynuodaiina.
Jns 7nun ¢ HEPBHO-NICMXUYECKMMH HapyIICHUSMH  (PAacCTPOMCTBO ayTHYECKOTO CIIEKTpa,
HapyIIeHHE ICHXUYECKOTO pa3BUTHs) (HE MEHEE OJIHOTO BH/IA):
- ICTIIOJIb30BAHKE TEKCTA C WILTIOCTPALHSIMU;
- MyJBTUMEIUIHBIC MAaTCPUAIIBI.
Bospewms CaMOCTOSITEIILHOU HIOJITOTOBKH o0ydJaroruecs

VHBAJIUIbI u auna
C OrpaHMYEHHBIMH BO3MOXHOCTSIMM 310POBbS JOJDKHBI OBITh OOECHEYEeHbl JOCTYINOM K CETH
Hutepner.

Dopmbl u MemoObl KORMPONA U OUEHKU Pe3YTbmanos 00yuenus

[Tpumensiemble Tpy peayM3anuu padoyeil mporpaMMbl AUCHUIUIMHBL — (DOPMBI U METOMBI
KOHTPOJISI IPOBOASITCS C yYETOM OIPAaHUYEHUSA3I0POBbSI 00yUaOIUXCSL.

[lenbto TEKyLIEro KOHTPOJS SBJSIETCSI CBOEBPEMEHHOE BBIABICHHE 3aTPYAHEHUH U
OTCTaBaHMsA, OOyyalroIerocs ¢ OrPaHUYEHHBIMH BO3MOXKHOCTSMHU 3JI0pOBbsiI M  BHECEHHUE
KOPPEKTHBOB B y4eOHYIO J€STE€IbHOCTD.

dopma NPOMEKYTOUHOM aTTECTAllMM YCTAHABIMBAETCS C YYE€TOM HWHAMBHIYaJIbHBIX
NCUXO(PU3MUECKUX O0COOEHHOCTeH OoOy4aromuxcsi HWHBJIMAOB M JIMIl C OTrPAHUYEHHBIMHU
BO3MOKHOCTSIMH 3/I0pOBbsl (YCTHO, MMCbMEHHO Ha Oymare, MMCbMEHHO Ha KOMIIbIOTEpe, B (hopme
TECTUPOBAHUSA U T.I1.).

[Tpu mpoBeeHUU MPOMEKYTOYHON aTTeCTallMU O0y4aroleMycsl IPeJOCTaBIseTCs BpeMs Ha
MOJATOTOBKY K OTBETY, YBEJIIMUEHHOE HE Oojiee yeM B TP pa3a, YCTAHOBJIEHHOTO JUISl MOATOTOBKH K
OTBETY 00y4aroUIMMCsl, HE UMEIOIINM OIPaHUYEHUN B COCTOSSHUU 37]0POBbSI.
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[Ipunoxenue 1
YTBEPX/IEHA
B cocTaBe 00pa3oBaTelIbHOMN
IIpOrpaMMBI
MeAarorndyeckuM COBETOM
oT 24 utons 2022 r., mporokoin Ne 7.

®OHJI OHEHOYHbBIX CPEJACTB AJA IIPOBEI[EHPIS[J'[POME)KYTO‘IHOIX
ATTECTAIMU OBYYAIOLIUXCS ITO YYHEBHOU JUCIHUITIJIMHE
«/lokyMeHTaLlMOHHOE o0ecrievyeHUe YNPABJICHUS»»

Bomnpocs! k iuddepenunpoBannomy 3auery 1no J[0KyMeHTAHMOHHOMY
o0ecne4eHNI0 yIpaBJIeHUs

1. YnpaBnenue kak 00bEKT JOKYMEHTAIITHOHHOTO 00CCIICUeHUSI.

2. CtpyKTypa OpraHoB YIIPaBJICHHUS, METO/Ibl YIIPABICHUS, YIPaBIEHYECKHE MPOLETYPhI U
KOMMYHHUKAIIOHHBIE CBSI3H, OTPEICIISIONINE CUCTEMY JIOKYMEHTAIIHOHHOTO 00eCTIeYeHusI.

3. B3auMocCBsI3b 1 B3aUMOOOYCIOBIEHHOCTh OPTaHU3AINH U TEXHOJIOTHH JOKYMEHTAI[HOHHOTO
o0ecrnedeHus co CTPYKTYpOl U PYHKIMSIMH OPTaHOB YIIPABIICHUS.

4. YnpapineHue NJOKyMEHTAIbHBIMU PECYPCaMU KaK OJJHA M3 TUIOBBLIX (DYHKIIUH YIIPaBICHUS.

5. OcHoBHEBIE HOPMAaTUBHO-METOJUYCCKHUEC JOKYMCHTBI U JIMTCPATYPHBIC HCTOYHUKU JJI1 U3YUCHUA
JTUCITUTUIAHBL.

6. Ilonarue 1OKyMeHTOOOOPOTA, €T0 COCTaBa U 0OBEMA.

7. JIoKkyMeHTOOOOpOT OpraHu3allK, OTPACIIH, PETHOHA, OOIIETr0Cy1apCTBEHHBIN TOKYMEHTOO0O0POT.
8. I[OKYMGHTOHOTOKI/I " ux onucauue. Ilouarus INIOTHOCTH, IUKJIIMYHOCTHU UHTCHCHUBHOCTH
JOKYMEHTOIIOTOKOB H JIp.

9. Ilondarue, nenu u 3agayu perucrpanuu. opMbl perucTparui.

10. JIocToMHCTBa M HEJJOCTATKU KYPHAIBbHOHN 1 kapTouHO# popm. CmemanHas ¢popma
perucTpanuu.

11. Mnnekcaius JOKYMEHTOB KaK AJIEMEHT IPUJaHHUS UM IOPUIMYECKON CUIIbI U BBEJICHUS B
MH(OPMALIMOHHBIA MacCCUB OpPraHU3alINH.

12. TloHATHE KOHTPOJIS 32 UCTIOJIHEHHEM JOKYMEHTOB U €ro 11e1b. CPOKOBBIA KOHTPOJIb U KOHTPOJIb
WCTIOJTHEHUS 110 CYIIIECTBY.

13. TumoBsie ¥ UHAUBHUIYAIbHBIE CPOKH HCIIOHEHUS JOKYMEHTOB. THUIOBBIC TPUUUHBI
HCHUCIIOJIHCHUS JOKYMECHTOB B CPOK.

14. Opranuzarysi KOHTPOJIS 3a MPOXOXKICHUEM U HCIIOTHEHUEM JOKYMEHTOB B YCIIOBUSIX
KOMIIIEKCHOM ABTOMAaTU3allu YIIPpaBJICHUS.

15. O6paboTka TOKYMEHTOB, IOCTYNAIOIIUX B OPraHU3aLHUIO.

16. IlpenBapurenbHOE pacCMOTPEHHE JOKYMEHTOB B CIIYK0O€ IOKYMEHTAIIMOHHOTO 00€CTIeUueHNs,
OCHOBHAs I1€JIb U TEXHOJIOTHUS IOBEIEHUS 10 KOHKPETHBIX UCIIOTHUTEICH.

17. Opranuzaiys palioHaIbLHOTO JIBUKEHHS TOKYMEHTOB M UX IPOEKTOB BHYTPU OpPraHU3AIINH.
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18. ITlepenaua NOKyMEHTOB BHYTpU OpraHU3aLUH.

19. O6paboTKa UCTIOTHEHHBIX U OTIPABIISIEMBIX JTOKYMEHTOB.

20. Ilytu parmoHanu3anuy U COKpaIIeHus: 00beMOB TJOKYMEHTOO0O0POTA.

21. CocraB kaapoBoi JokyMeHTanuu opranusanuu. E€ knaccudukanus. KaapoBbie 10KyMEHTHI B
yHupuupoBanHoii cucteme OPJ] 1 0T4eTHO-CTaTUCTHUECKOW JOKyMeHTauu. HopmaTtusHo-
IIPAaBOBOE PEr'yJIMPOBAHUE COCTAaBA KAJAPOBBIX JOKYMEHTOB U O(OPMIICHHSI TPYAOBBIX OTHOLIEHUH.
22. Cucrema perucTpamnuu 1 nocTpoeHus: HHGOpPMaIMOHHO-NOUCKOBBIX CUCTEM KaJpOBOH
uHpopMaluu U JOKyMeHTOB. [IpaBuiia 1 CpOKM XpaHEHUS U YHUUTOXKEHUS Pa3IMUHbIX JOKYMEHTOB,
coJiep KalIixX NHPOPMALIUIO TIO JIUYHOMY COCTaBY.

23. IlonsiTHE TOCYAAPCTBEHHOW TaliHBI M KOH(DUICHIIMAILHOCTH YUPEKICHUYECKOW HHPOpMaIIUH.
24. T'ocyaapCTBEHHOE PETYJIMPOBAHUE CUCTEMBI OTPAHUUYEHUS JOCTYIIA K JOKYMEHTaM.

25. OpranusaloHHOe 0(OpMIIEHUE COCTaBa CBEIEHUH, coepkKaluX KOMMEPUECKYIO UIIH UHYIO
TaiiHy (QUPMBI, TOPAIOK 3aIIUTHI TOCTYNA K KOH(PHUACHIIMATbHONH HHPOPMAIIUK, TPaBUiIa e
HCIOJIb30BaHUS.

26. TpeboBaHUS K BEICHHUIO JIECIONPOU3BOJICTBA, 00ECIIEYMBAIOIIETO YUET U COXPAHHOCTD
KOH(HIEHIIMATIBHBIX U CEKPETHBIX JOKYMEHTOB.

27. OpraHu3zanus y4era, XpaHeHUs! 1 00ecreueHus] COXPaHHOCTU JJOKYMEHTOB OIpaHUYEHHOTO
J0CTyHa.

28. lleHTpasn30BaHHOE U JELEHTPATN30BAHHOE XPAaHEHHE JOKYMEHTOB.

29. Tlopsaok nepeaayu el U JOKyMEHTOB IIPU CMEHE HCIIOJIHUTENEH.

30. OTBETCTBEHHOCTb COTPYJIHUKOB U UX PYKOBOJUTENEH 32 COXPAaHHOCTh JOKYMEHTOB B IIEPUOJT UX
UCIIOJHEHUS U ONIEPaTUBHOTO XPaHEHHUS.

31. IloHsiTHE ONEPATUBHOIO U I0JITOBPEMEHHOT'O XPaHEHUS JOKYMEHTOB.

32. Homenknarypa ziein, ee, pojib U 3Ha4€HUe [yl OpraHu3alui XpaHEHHs U IIOUCKA JOKYMEHTOB.
33. Ilopsinok cocTaBiaeHus, COINIACOBAHMS U YTBEPKACHUSI HOMEHKJIATYpPbl, TUTIOBbIE U IPUMEPHBIE
HOMEHKJIATypHI Jedl.

34. OnpeneneHue CPOKOB XPAHEHHUS TOKYMEHTOB.

35. IlonsTtus "onucek nena". [lopsinok cocraBneHust U1 oopMIIEHUS ONKCEN Ha JIeNa TOCTOSHHOTO,
BPEMEHHOT'O CPOKOB XPAHEHUs, Ha JieNa 10 JIMYHOMY COCTaBYy.

36. Ilopsimok, cpoku u ohopMIICHUE TIepeaadH T B ApXUB OPTaHU3AIIHH.

37. HopmatuBHO-MeTOAMUYECKOE 0OecredeHrne padoT 1Mo MOATOTOBKE TOKYMEHTOB K
JOJITOBPEMEHHOMY XPAHEHHUIO.

38. OcobenHocTr 0(hOpPMIIEHHUS PA3TUUHBIX KaTETOPHM Jell.

39. IlepcniekTUBBI XpaHEHUS JOKYMEHTOB Ha Pa3IMUHbIX HOCUTENS UH(POPMALIUH.

40. HopmartuBHbIe TpeOOBaHUS MO CO3JaHUIO YCIOBUM JJIS 1OJITOBPEMEHHOTO XpaHEHUs
JIOKYMEHTOB Ha Pa3JIMYHbIX HOCUTEISX.

41. Yuer BblJauu 1€ U JOKYMEHTOB BO BPEMEHHOE MOJIb30BaHUE.

42. TlonsiTue ciy»Obl TOKYMEHTAIIMOHHOTO 00ecTeueHus YIPaBICHUS (I€TOTPOU3BOICTBEHHOM
CIIy>KObI), € Ha3HaYeHNE U OCHOBHBIE (DYHKLIMH.

43. Tlonoxenue o cyx0€e U J0KHOCTHBIC MHCTPYKIINH.

Tembl pedeparTos
. OdopmiieHre opraHn3almOHHO-IIPABOBOM JJOKYMEHTAIH
. denonpon3BoactBo B I peBHEPYCCKOM rOCyIapCcTBeE.
. [Ipukasnoe aenonpoussoactso XV-XVII Bs.
. Cucrema KOJUIEKCKOro JIEI0MPOU3BOJICTBA.
. Cucrema munmucTepckoro aenonpounsBoactsa XIX—XX Bs.
. Uctopus ynipaBnenus u nenonpousBojctsa B 1917-1941 rr.
. Ucropus ynpaBnenus u aenonpousBoacTsa B 1945-1990 rr.
. [TogroroBka u 06CITy’)KMBaHUE COBEIIAaHUH.
. Opranuzanus npuema rmocetTuTeneit u pabora ¢ MMCbMEHHBIMU OOPAILIEHUSIMU TPaXK/IaH.
10. 3amura KoH(pUAEHIINATBHBIX JOKYMEHTOB OT HECAHKIIMOHUPOBAHHOTO JIOCTYIA.
11. 3amuTa KOHpUASHINATEHOW HHPOPMALIUH NIPH ITPOBEACHNUHN COBEIAHUI U IEPEroBOPOB.
12. Vicropust popmupoBanus I'ocynapcTBeHHOM apxuBHOU cityk0b1 PO.

O 0 IO DN W~
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13. ApxuBHslii o PD, apxuBHbIii (HOHIT OpraHU3aIMU, apXUB KOMMEPUYECKON (PUPMBI.

14. Opranu3zanusi CEKpeTapCcKo AeATEIbHOCTH.

15. DTuKeT 1e7T0BOTO OOLICHHUS.

16. VcTopust 1e510BOM MUCEMEHHOCTH.

17. 5131k 1 001IECTBO

18. KoMMmyHuKaIus - €€ KOMIOHEHTHI U CyOBeKThI. [ToHsATHE S3BIKOBOTO 3HAKA.

19. TonsaTue «nHDOpMaTMOHHAS 0€30MTACHOCTHY.

20. OCHOBBI ICUXOJIOTUYECKOTO KJIMMAaTa B KOJJIEKTUBE.

21. MexaHu3Mbl COLMAIBHOMN AESITEIbHOCTU U COLMAIBHOIO IIOBEICHUS.

22. OnepanuoHHbie cucTeMbl. CHCTEMBI POrPaMMHUPOBAHUS.

23. CoBpeMeHHas OpraHu3alus apXUBHON Ci1yKObI B PD.

24. Opranu3zanus apXuBHBIX JOKYMEHTOB B IIpe/iesax apXuBHOTo (oH/a.

25. Opranu3anoHHOE POSKTUPOBAHUE CUCTEM YIIPABIICHUS: OOBEKT U MPeIMETHAsE 00IaCTh.
26. I'ocynapcTBeHHble TpeOOBaHUs B 001aCTH JEJIONPOU3BOJICTBA U JOKYMEHTAIMOHHOTO
o0ecrieyeHus yrpaBieHHs..

27. OyHKuMH U 33134 cryxos1 [JOY.

28. CocTaB HOPMATUBHO-METOJUYECKHUX JOKYMEHTOB, UX Ha3HAUE€HUE, METO/IMKA pa3pabOTKH,
MOPAI0K 0pOpMIIEHUS U IPUMEHEHHUSI.

29. Mecrto ciyx0b1 JIOY B CTpyKTYype OpraHu3aium.

30. JIokyMeHTOO0OpOT, €r0 OpraHu3aIMs U apaMeTphbl.

31. O6beM TOKYMEHTOOOOPOTa OpraHu3alui. Y YeT KOJIMYECTBA JOKYMEHTOB.

32. Texnonoruu npuema u 00pabOTKH JOKYMEHTOB.

33. IlpuHuuIBl TOCTPOEHUS HH()OPMALIMOHHO-ITOUCKOBBIX CUCTEM.

34. ®ynkuuu cnyx0s1 [IOY mo KOHTPOIIO 32 MPOXOKICHUEM U UCIIOTHEHHEM TOKYMEHTOB.
35. Homenkinatypa nen, npaBuiia ee GOpMHUPOBAHHUS.

36. DkcnepTr3a HEHHOCTH TIOKYMEHTOB.

37. YupaBneHue Kak npouecc.

38. Pabota ¢ oOpanieHusIMHU TpakKaaH.

39. JlokyMeHTaIUCTHKA U IOKYMEHTOBEACHHUE KaK HayKa.

40. IIpenmeTt, 0OBEKT U METO/BI IOKYMEHTOBEACHUSI.

41. OcHOBHBIE CBOMCTBA JOKYMEHTA: aTpUOyTUBHOCTh, PYHKIIMOHAIBHOCTb, CTPYKTYPHOCTb.
42. ®yHKIMM JOKYMEHTA - HH()OPMAallMOHHAs, COL[MalIbHAs, KyJIbTypHasl.

43. CneunanbHble (PYHKIIMH JOKYMEHTA: YIpaBieHUYeCcKas, yueTHas, paBoBasi, O0IIEeKyIbTypHas,
HCTOpUYECKasl.

44. IlonaTne «10KyMEHTHUPOBAHHEY.

45. TexHnuyeckoe JOKYMEHTUPOBAHUE, BUAbI TEXHUYECKUX JOKYMEHTOB.

46. T'ocynapcTBeHHas pa3paboTKa eIMHBIX TPEOOBAHUH K JIOKYMEHTHPOBAHUIO HHPOPMALIUH.
47. Yaudukanus 1 CTaHJapTU3alus KaK AeITeIbHOCTh N0 COBEPILIEHCTBOBAHUIO (JOPMBI U
COJIEp/KaHUs JOKYMEHTA.

48. HanioHanbHast 1 MEeXAyHapoAHAas CTaHAAPTU3aLUs JOKYMEHTOB.

49. Xapakrepuctuka ocHoBHbIX [ OCT, ycTanaBnuBaromux Tpe6oBaHus K 0hOpMICHUIO
YIPaBIE€HYECKUX JOKYMEHTOB.

50. ITonsTHE «cUCTEMA JOKYMEHTALUN», €€ PU3HAKH.
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TecToBBIC 3a1aHNA

1 CooTHecuTe TEPMUHBI U UX OMpeesieHus (IIOCTaBbTE COOTBETCTBYIONIYIO IU(PY PSAOM C
TIOHSTHEM)

TepMuHbI Ornpezesienne
Heno 1 JIeSITEILHOCTD, oOecrieunBaromas
JOKyMEHTO000pOT
JIOKYMEHTHUPOBaHHUE, ,
OTIepaTUBHOEXPaHEHUEH HCIIOJIh30BaHUE
JTOKYMEHTOB
3anmuch HH(HOPMAIIMU Ha PA3TUIHBIX
JIokyMeHT 2 HOCHUTEJIAX
0 YCTaHOBJICHHBIM
npaBUIamM
3auKCcUpoOBaHHAS HA MaTEPUATHLHOM
JlokymeHTO000pOT 3 HOCHTEIIS
uHpOopMaIus ¢ peKBU3UTaMH, TTO3BOJISIOIIUMHU
ec
UICHTU(DUIIUPOBATH
4 nBUXXEHUE TOKYMEHTOB C MOMEHTA UX
Jlenonpon3BoaCTBO CO3JaHUs
WIM TIONyYeHUS JI0 3aBEpILICHHS, OTIPABKH
WIIH
CIa44 B JICTIO
JlokymeHTHpOBaHUE 5 COBOKYIHOCTh JOKYMEHTOB WJIM JOKYMEHT,
OTHOCSIIIIUXCSL K OJHOMY BOIIPOCY WIIH
Y4acTKy
NEATEIbHOCTH, IIOMEIICHHBIX B
OTJICIIbHYIO
00JIOXKKY

2 JIoKyMeHT, CO3[aHHBII OpraHu3anueid, TOJDKHOCTHBIM JIUIIOM WU  TPaXJIaHUHOM,
o(opMIICHHBIH B yCTAaHOBJICHHOM IOPSIIKE, HA3bIBAIOT:

A) cryxe0HBIM

b) TexcToBBIM

B) snexTpoHHBIM

I') opunmansHbIM

3 Vkaxute, BEpHO JIU CIEAYIONIEE YTBEPKAEHUE. JIOKYMEHT MPEACTABISLET COOOM pe3yIbTaT
oToOpaskeHust HGOPMAIIMH O JIUIAX, MpeaMeTaxX, COOBITUAX, ABIeHUAX U nporeccax. JJA HET

4 Ha onHom OnaHKe MOKHO pa3MecTUTh 0JJHOBpeMeHHO rep0 PD u rep6 cyobekra PD:
A) [la; b) Her; B) B ompeneneHHbIX ciydasx — Aa.

5 Onpenenure, Kak Ha3BIBAIOTCS MIPEIOKEHHBIE HIKE PEKBU3UTHI JOKYMEHTA (HAIMIIUTE UX
noHoe Ha3Banue, kak B [OCT P 6.30 - 2003).

KOHTPOJIb YyacTHHUKU 3acegaHus
POUH(POPMHUPOBAHBI 110
tenedony 05.12.2013 B 124 40

MHUH
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B nemxo Ne 34-67
JInuHas noamnuch
06.12.2013
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I'nmaBHbIM Oyxrantep

Kox
T 3450748
JInunas noanucs E.I. Iletposa Popma no OKY /T
12.04.2014
Ne 42 —ni/c
OKIIO 46721105
COI''TACOBAHO
AO «Tekctunpy Hauanbauky otaefia
kazpos A.IL. BerpoBy Hupexrop AO «Dueprus»
JInynag noanuck A.JIL. Su
20.04.2013
[TPUKA3, AKT, OI'PH
I[MPOTOKOJI 12345678910112

noc. MiBaH110BO,
O06 yBOJIBHEHUU bexerkuii paiioH,
TBepckas ob6nacth

Kannensapus : 7
Bx Ne b
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V. IlepBomaiickas, 1 34, x 3,0huc
346,

r. MockBa, 321875
Lol (NQX5) 234 4465

BepHo
Oduc-menemxep noanuce A.I'. MiBanoBa
20.08.2013

MockBa




6 OdopmuTe pEKBU3HT MPABUIILHO.
Kypasnesy B.C. Iupexkropy MOY COII Ne 52

7 Vkaxure npaBwibHOE 0POPMIICHUE JaThl CJIOBECHO-IU(POBBIM criocobom: A) 5
HOs10ps1 2013 B) 05 Hos16ps 131; B) 05 HOs16pst 2013 1.; ') 05.11 2013 roa.

8 PexBu3uT «MecTo COCTaBIICHUS UM U3JIaHUsI JOKYMEHTa» 0popmMIiIsieTcs
tak: A) Tsepsp; b) r. TBeps; B) rop. Tseps I') ropon Tsepn

9 K nH(pOpMaMOHHO-CIIPABOYHBIM JJOKYMEHTaM OoTHOCAT (1 oTBeT):
A) akT, cripaBKa, ciy>keOHas 3aIucKa

b) ycraB, Tenedonorpamma, 00bSICHUTENbHAS 3aMKUCKa

B) yka3anue, pacniopskeHue, 10Ki1agHas 3anucka )

MIPUKa3, IPOTOKOJI, 3asiBJICHNE

10 Anpecar, ohopmisseMbrit puzndeckoMy Uity GopMyTHpyeTcs B majaexe (OIUH OTBET):
A) umenurensHoM; b) ponurensnom; B) narensrom; [') mpeaioxHoMm.

11 Jloxymenr, o6pasyrommuiics B cdepe ynpapaeHus, Ha3bIBAIOT:
A) cityxeOHbIM

b) TekcToBBIM

B) snexTpoHHBIM

I') opunmansHBIM

12 Ha GraHke muchbMa CTPYKTYPHOTO MOIpa3ieieHus OyIeT HaxouTcs (HECKOIBKO OTBETOB):
A) HAaMMEHOBaHUE OPTraHU3AIMH

b) HanMeHOBaHME TOKHOCTH

B) Bun noxymenta

I') HaumeHOBaHME CTPYKTYPHOTO MOApa3ieIeHUS

13 OTMeTKa 0 MOCTYIJICHHH JOKYMEHTA B OPTaHU3AIIMIO TPOCTABIIsETCS (OJJMH OTBET):
A) B IpaBOM HIXKHEM YTy JTIOKyMEHTa

b) B 1eBOM HW)KHEM YTy TOKYMEHTA

B) B mo60oM cB0OOHOM MecTe JOKYMEHTa

14 ]lnst 5TUX peKBU3UTOB MPEAYCMOTPEHBI OTPAaHUUUTEIbHBIE OTMETKHU Ha OJlaHKe (HECKOJIBKO
OTBETOB):

A 3aroJjioBoK

b) naumenoBaHue opranuzaiuu

B) anpecar I') nara

J1) oTMeTKa 00 MCITOJIHUTEIIES

E) perucrpannonHssiii Homep

15 IIporokoun 3acenaHust — 3TO JOKYMEHT, KOTOPbIH (OUH OTBET):

A) cocraBisiercs A MOATBEPKICHUS (PaKTOB, COOBITUI

b) conepxut nocnenoBaTenbHyIO 3aUCh 0OCYKIEHNS BOTIPOCOB U MPUHATHSA perieHuii B)
COACPKUT PCUICHUA 110 BOIIPpOCaM, TpeGYIOH_[I/IM KOJJICTHaJIbHOI'O 06CY}KHCHI/I$I
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16 Ilo cpokam MCIIONIHEHUS JOKYMEHTHI TOAPA3IEISIIOT Ha:
"

17 Hocurensimu nH(OpMAIIUN MOTYT OBITH:
A) b) B)
) iy, X)

18 Vkaxute, BEpHO JIU CIIEYIOLIEE YTBEPKICHHUE.
JIOKYMEHT B II€pEBO/JIE € JJATUHCKOrO 03HAYAET MTOYUYHUTENbHBIN IPUMED, CBUAETEIBCTBO.
JOA  HET

19 YcraB npeanpusTusi MOXXHO OTHECTHU K JIOKYMEHTaM:
A) MHIUBHTyaTbHBIM

b) TunoBeim

b) TpadapeTabiM

20 Ha o0rmiem 0y1aHKe MPOCTABIISIOTCS CICIYIOIINE PEKBU3HUTHI (HECKOJIBKO OTBETOB):
A) HaMMEHOBaHUE OPTraHU3aAIUU

b) Mecto cocraBnenus

B) xon opranuzamumn

I') amgpecar

J1) orpaHuuMTENbHBIC OTMETKHU JJIs JaThl 1 HOMEpPa JOKYMEHTA.

21 Haiiaure ommOky B 0pOPMIIEHUH COTIIACOBAHUS M 0DOPMHUTE €r0 MPaBUIBHO.

«COT'JTACOBAHO»:
[IpoTokon 3acenanus

[IeIaroruyecKoro COBeTa
oT 28.05.13 Ne 2

22 PexBu3uT «OTMETKA O KOHTPOJIE» PacloNaraeTcsi Ha JOKyMEHTe (OJMH OTBET):
A) B HIKHEM CITy>KeOHOM TI0JIe JOKYMEHTa 110 1IeHTpY b) B BepxHeM ciyke0HOM
moJie JOKyMeHTa cripaBa B) B BepxHeM ciy>keOHOM Molie JoKyMeHTa cieBa ) B
HUKHEM CITy>K€OHOM T0Jie IOKyMEHTa 110 ciieBa J[) B HUKHEM CIyKeOHOM 1oJjie
JIOKYMEHTA 110 CIIpaBa

23 IlpaBunpHO 1 ohopmiieHa MOANUCH Ha OJIaHKe OpraHU3aluu?
Hupextop OO0 «Paphop» MOAINKCH A.A. Huxonaes
JHA HET

24 AKT — 3T0 BUJ JOKYMEHTA, KOTOPBIi:

A) cocraBisieTcsi HECKOJIBKUMHU JIMIIAMH U MTOJITBEPHKIAET YCTaHOBICHHBIE (DaKThl I
coObITust b) comepuT nmopy4ueHne pyKoBOIUTEINsI, 00s3aTelIbHOE I UCTIOTHEHUS B)
COJZIEPKUT UH(POPMALIMIO O PACCMOTPEHHUS BOIIPOCA HA COOpaHUU

25 OprrexHuka, obecrieunBaroias 00padoTky HHGOpMaIUH, KAY€CTBO U BHICOKYIO
MIPOU3BOIUTENIBHOCTD TPY/A SIBJISIETCS B IEJIONPOU3BOJICTBE:!

A) pe3ynbrarom Tpyna

b) cpenctBom Tpyna
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B) npenmerom Tpyna

26 VYxaxuTe, BEpHO JM cleaymoulee yTBepkaeHue. Llenp BceX TOKYMEHTOB — COXPaHUTH
uHpopManno pasHOH (GOpMBI, CollepKaHUA M MpeJHa3HAYCHHs] HAa MaTepuaibHOM HOCHUTENE U
MIPEIOCTABUTH JIFOIIM BO3MOKHOCTh €¢ UCTIOJB30BaHUS TI0 MEpPe HEOOXOIMMOCTH

JA HET

27 OO6s3aHHOCTH, IpaBa M OTBETCTBEHHOCTb KaKJIOI0 CHELHAINCTAa U PYKOBOAUTEIS
o0ecneynBaroTCs CIEAYIOUMMU JOKYMEHTaMMU:

A) nosnoxeHue o NoApa3AEICHUM, IITATHOE paCIIMCaHHE

b) wtatHOe pacniucanue, Tpy10BOM 10rOBOP

B) nomkHOCTHast MHCTPYKIUS, TPYAOBOM J10IOBOP

I') nonosxenue o nepconane, mraTHoe pacnucanue /1)

AOJDKHOCTHAA MHCTPYKLUS, IITATHOC paCIIMCaHUC

28 B 3aBrcHMOCTH OT aBTOpa JOKyMEHTa OJIAHKHU JENAT Ha (HECKOJIBKO OTBETOB):
A) obmmii 6;tank b) GimaHk cTpykTypHOTO Tojapaszenenus B) biank nucema

I') 61ank opranuzanuu
J1) 61aHK TOJDKHOCTHOTO JIMIIA
E) Gnank Buma nokymeHTa

29 PexBusutsl «Aapecar», «CpaBo4HbI€ JaHHBIE OPraHU3aLUN» MOTYT pacIoyiararbCs Ha
JIOKYMEHTE CJIEAYIOIMMHU CII0C00aMHU (HECKOJIBKO OTBETOB):

A) LlenTpupoBaHHBIM

b) I[IpononsabIM B)

®naroseim )

VYrinoBeM

30 Kakue pekBU3UTBI OTHOCATCS K TpadudecKkum?

A) T'ep0 PO, oTTHCcK nIeyaTH, rpu@ yTBEpKIACHUS

b) Ileuats, rpud coriaacoBaHusl, UASHTUPHUKATOP JIEKTPOHHON KOITUU

nokymeHTta B) DmOnema opranuzaium, OTTUCK 1e4yatu, repo

I') ormeTka 00 ucronHUTENE, OTTUCK [T€YaTH, OTMETKA O MOCTYIJICHUH IOKyMEHTa B
OpraHU3aLHIo

31 DnemeHTH! 0OpopMIIEHUS JOKYMEHTA, TaKHe, KaK HallpuMep, MOANUCH, TPU(Q YTBEPKIEHUS,
OTTHUCK II€YaTH U APYyTUE, HA3bIBAIOT JIOKYMEHTA.

32 JIomKHOCTHYIO HHCTPYKIIMIO MOYKHO OTHECTH K
JTOoKyMeHTaM: A) uHauBUYyadbHbIM b) THNOBBIM bB)
TpadapeTHbIM

33 Pazmepsl cyKeOHBIX MONIEH JOKHBI OBITH (OAMH
otBeT): A) neBoe — 10, mpaBoe — 20, Hrkuaee — 20, BepxHee -
10 b) neBoe — 20, npaBoe — 20, HixkHee — 20, BepxHee - 10
B) neBoe — 20, mpaBoe — 10, Hmxuee — 20, Bepxuee - 20 I')
nesoe — 10, npaBoe — 10, Hmknee — 20, BepxHee — 20
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34 DTOT TOKYMEHT HHOOPMHUPYET PYKOBOJCTBO 00 MMEBIIMX MECTO COOBITHSX, (paKTax,
CIIO’KUBUICHCS CUTYalluu, TPeOyIOmuX NpuHATHs pemeHus (1 oTeer):

A) CrpaBka b) O0bsicHutenpHas 3anucka B) 3asBnenue

I') Cnyxebnas 3ammcka JI) Hoknagnas 3anucka E) Tenedonorpamma

35 Yxaxute npaBuibHOE 0pOpPMIIEHHE CCHUTKH Ha PETHCTPAIIMOHHBIA HOMEP U 1aTy JOKYMEHTA!
A) Ha Ne oT

Bb) Ne JaTa
B) Ha Ne Jara
I') Ne oT

36 Haiigute ommbOku B 0pOpMIICHUN COTTIACOBAaHUS U O()OPMUTE €TO MPABUIBHO.

IOpuckoncynbT
3ameuaHus IpUIIAraoTCs
N.C. BaHoB

37 Ilo pacnoi0KEeHNI0 PEKBU3UTOB OJIaHK ObIBaeT (HECKOJIILKO OTBETOB):
A) LleHTpupOBaHHBIM

b) IIpononpHEIM

B) ®narossim

I') Yriossim

38 Vkaxwure npaBuiIbHOE 0POPMIICHHE AaThl HU(POBBIM CIIOCOOOM:
A) 4.07.2013; B) 04.07.2013; B) 04.07.13 ') 04.07.2013 r.

39 DTOT TOKYMEHT COIEPIKUT MPOCHOY O BBHIMOJHEHUH KaKOH-THO0 paObOThI M CITY)KUT OJTHHM U3
BHJIOB MUCBMEHHON KOMMYHUKAIIUU MEXY CTPYKTYPHBIMHE MoApasnencHusmMu (1 oTBeT):

A CrnpaBka b OObsicHuTenbHas 3anucka B 3assienue

I') Cnyxebnas 3amucka JI) Hoknagnas 3anucka E Temedonorpamma

40 Ilopnmumure HaMMEHOBAHHUE PEKBU3UTOB (12 pEKBU3UTOB) B IOKYMEHTE:

TeHepanbHOMY AUpEKTOpPY
000 «Pomauka»

¥1.H. LiBetxony

cexperaps cnysxbpr JOV
Bacunskonoi Auus [letposus

3asgBneHue

Hpoury npegocrasute oTmyck He3 coxpanenns 3apaoTHOA mnatst Ha 02.09.2012 (Opuu
KaNeHJAPHBIA JEeHb) B CBH3M ¢ TeM, 4TO MO# chiH, Bacunpkor Crenan Wropesuy, noiiger
B - xnacc.

20.08.2013 /;@? 28 A Il BacunbxoBa
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Kpurepun ouneHku:

OneHka «OTJIMYHO» BBICTABIACTCA, €CIAU CTyIeHT gan 45 — 50 mnpaBHIIBHBIX
orBeToB u3 50.

«XOpOUIO» - BBICTABISAETCS, €Cau CTyIeHT fnan 40 - 44 npaBWiIbHBIX 0TBETOB M3 S0.
«YAOBJIETBOPUTEIIBHO - BBICTABIISIETCS, €CIU CTYIEHT Aai 35 - 39 mpaBWIIbHBIX
orBeToB u3 50.

«HEYIOBJIETBOPUTEIIBHO» - BBICTABISIETCS, €CIM CTYJEHT Jan MeHee 35
IpaBUJIBHBIX OTBETOB U3 50.

HpaKTuquRne 3aJlaHuA

3apnanme Ne 1. CocraBbTe KpPOCCBOPJA MO OCHOBHBIM TEPMHUHAM JEJIONPOU3BOJCTBA,
ucnonsdys ['OCT P 7.0.8.-2013 «/lemonpous3BOACTBO M apXHBHOE Jen0. TepMHHBI H
OTIpEeACIICHUS .

Kpurepun oneHku:
KonnyecTBo HaOpaHHBIX OaIOB:
5-6 — OTJIMYHO.

4 — xopomuio

3 — yIOBIETBOPHUTEIIHHO

2 — HeyIOBJICTBOPUTEIHHO

3aganue Ne 2. Onpenenute, Kakue QYHKIMU BBIIOIHAET KaXKIbIM U3 PEJIOKEHHBIX B
Tabauie JokyMeHToB. O0bscHUTE, oyeMy Brl Tak cuutaere (OTBET MUCbMEHHO 0OOCHYMHTE).

1. Yeprex 3manust; 2. Pacniucanue 3amstuii; 3. Ilucemo-mosapasnenue; 4. IlpaBuna
JIOpOoKHOro gABwkeHus; 5. IlpaBuima BHYTpeHHEro TpyAOBOro pacmopsnaka; 6. VYcras
opranuzaiuy; 7. CioyxeOHas 3anucka; 8. 3anuch aBTOMOOMIIBHOTO BUACOPETHCTPATOPA.

Kputepun onenkn:
«3auTeHo» - ykazanbl BepHO 70-100% BbIIOIHSAEMbIX GYHKINN TOKYMEHTOB.
«He 3aureHo» - yka3ansl BepHO MeHee 70 % (QyHKIMI TOKYMEHTOB.

3aganue Ne 3. HaiinuTe omnOky B HamMCaHUM PEKBU3UTOB, OPOPMUTE UX MPABUIBHO U
MOANUIINTE UX Ha3BaHUE.

Bo3uecenckoit N.I1. v
Uensbunck, 454386, yiu. TBEPKJIECHO
IIpuka3s qupexropa
Jlenuna,
6. kB. 45 AO «bukom»
o> Ne 38 ot 07.02.13

Kypasnery B.C. lupexropy

MOY COIII Ne 52
YTBEPXIAIO:
FOpucr JHupextop MOY COIII Ne 7
3aMedaHus MPUIATAtOTCS Permua A.JL
pHIIararoTc
HN.C. NBaHoB 09.10.2013
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Kpurepun onenkmn:
«3auTeHO» - MPaBUJIHO OMO3HAHBI M ITOANUCAHbI BCE IPEAJIOKEHHbIE PEKBU3UTHI JOKYMEHTA.
«He 3auTeHO» - HEBEPHO OMO3HAHBI U MOANNCAHBI PEKBU3UTHI JOKYMEHTA.

3aganue Ne 4 Onpezenenue BUA U TH OJTAHKOB IOKYMEHTA.

AKunoHepHOe 00IIecTBO « DHEPTHI»
Ynupaieane GUHAHCOB
Ne

MockBa

Bbnank 1

ITo Bumy 6mank
[o aBTOpY OMAHK
o pacronokeHHI0 PEeKBU3UTOB OJIaHK

AKLMOHEpPHOE 001IECTBO

«DHeprus»

Bnank 2

ITo Bumy 6mank
ITo aBTOpY OMAHK
o pacmonoxeHHnI0 PEKBU3UTOB OJTaHK

AKIOHEpHOE 00I11eCTBO
«OHeprusn»
T'enepanbHbIil qUpEKTOP

yi. ITapkoBas, a. 15, Mocksa, 164398
Ten.: (495) 549-90-44, daxkc: (495) 652-89-50
http// www. energia.ru, e-mail : info@eng.ru

OKIIO 29709741, OI'PH 1038743289042
VIHH/KIIIT 4328721995/873288092

No
Ha Ne oT

Bnank 3

[To Bumy 6maHK
[To aBTOpY OMAHK
[To pacmonoXeHnI0 PeKBU3UTOB OJIAHK

Kpurepum ouenku:
«OTnM4YHO» - TOANKMCAHO OJIaHKOB IPaBHILHO 90 — 100%; xopomo 80 -89%;
ynosnerBoputenbHo 70 — 79%; He ynoBnerBoputenbHo MeHee 70% .
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3apnanue Ne S5 Haitnure ommOku B odopmiieHnH OjaHKa MUchMa U 0OPMHTE €0 MPaBUIILHO.
PacnonoxeHne peKBU3UTOB MPOAOIbHOE. Vcronb3ys TaHHBIE UCTIPABICHHOTO OJaHKa MUChMAa,
cocraBbTe U opopmuTe:

— 001t 6J1aHK € YIJIOBBIM PACHOJI0KEHUEM PEKBU3UTOB.

— OJIaHK KOHKPETHOT'O BU/1a JOKYMEHTA (JIOKJIaiHas 3alKicKa) CTPYKTYPHOTO OApa3AeIeHUs
(oTAen KagpoB) ¢ MPOJOJIBHBIM PACIOJI0KEHUEM PEKBU3UTOB.

— OJaHK NHCbMa CTPYKTYPHOTO Hoipa3aeneHus (PrUHaAHCOBO-3KOHOMUYECKHM OT/eN),
pacrooX)eHnue peKBU3UTOB YTIIOBOE.

AO «Jloructuueckue CUCTEMBI»
IIucemo
326782, Mockaa, yi. [To6ensr, 1.45, opuc 480
e-mail gfewnj45@ mail.ru
3aMm. TUpeKTOopa 1Mo MepcoHaITy
OI'PH 5643218976, OKIIO 43287652, OKVY ]| 0467843
Ne

Kpurtepun ounenku:

«3auTeHo» — B OJaHKE HaWICHBI BCE OMIMOKH U TIPEIOKCHHBIC OJJTaHKA OOPMIICHBI MPABUIIHHO.
«He 3aureno» - O6mank odopmieH ¢ ommOkamMu. OMMOKU TaKKe UMEIOTCS U B COCTABJIEHHBIX
OnaHKax.

3aganue Ne 6 OOBequTE U MOAMUIINTE PEKBU3UTHI TOKYMEHTOB.

Hauansmuuky omdend kadpos [enepansuomy mupesropy

Tumoheesnoit 1K, JAQ «TpagTs

oropmume NPeduCMABALHIE AH. flonaruuy

CIIRYCKS & noaeﬁ)’mMHM CTAPILEro GusHeC-aHANMTHER

YBORBHEHIEM VHPRBAEHMST ONTAMAIA NI

e AVHL HonamiH OMsHEC-RPOILECCon

06,10.2011 Kowiatrolt Anus ITapnosasr
Jassnenne

Pyxososcrsynce 1. 2 cr. 127 TK PO, nponty npenoctasuts Mie ¢ 17.10.2011 seucmoms-
SUBAHHBI CKETONHBI OIIAYHEIEMBIA OTHYCK BPOJOMKUTENLHOCTRI0 17 {CeMuannars)
Ka/IeHAAPHBIX JHEH, B TOM YMCTIE:

- GKETOIHIH OCHOBHOW OMIAMHBACMBI OTIVCK TPOROAKMTENSHOCTHIO 14 (Yernip-

HAALATE) KaeHAAPHBIX BHEI,
~ EHRETORHBIR  LONOAHMTENBHB  ONIAYMBAEMBIH  OTHYCK TIPOTOMKHTENHOCTEIO
3 (Tpw) vaneHzapaBIx qus
CHIOCHCAYIONIMM FROARHEHNEM 10 coBCTRERHOMY ®enanm 02.11.2011.

05.10.2011 Hoeersg AL Kouxsma

i

He sospaxcan

Hc?g FEHUK YAPABRSHIE ONMUMULIHY Busnec-HPOULICO8
:fi :F B.IT. Cemerion

057362011
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Kpurepun onenkmn:
«OTINYHO» - TMOANUCAaHbl peKBU3UTH mpaBuiabHO 90 — 100%; xopomo 80 -89%;
yaosietBoputenbHO 70 — 79%; He ynoBieTBopurenbHo MeHee 70% .

3aganue Ne 7 O3HakoMbTeCh C OpraHU3alMOHHBIMU JOKymMeHTaMu CankT-IleTepOyprckoro
rocyJapCTBEHHOTO arpapHoOro yHUBepcuTeTa. HamuimuTe OTYET, OTBETUB Ha ClEAYyIOIIue
Borpochl. 1. Kakue wucnonbp3oBaHbl PEKBU3UTHI Npu odopmieHHH AokymMeHToB? 2. Kakwue
paszensl cojepkarcsa B KaKIOM U3 AoKyMeHTOB? 3. Hamummre cBOMMHM CIOBaMH, O YE€M 3TH
nokymeHThl? KakoBo ux HazHaueHue?

Kpurepumn oneHku:

«3a4yTeHO» - BCE PEKBU3UTHI IOKYMEHTOB Ha3BaHbl BEPHO, PACKPHITO COJIEP)KaHUE U HA3HAUCHUE
JIOKYMEHTOB;

«He 3auTeHo» - He Bce JOKYMEHTHI NPEACTaBICHBI B OTYCTE, COJACp)KaHWE M Ha3HAYCHHE
JOKYMEHTOB PAacCKPBITO HE MOJIHOCTHIO, HE HA3BaHbl PEKBU3UTHI JOKYMEHTOB.

3aganue Ne 8 Opopmute NpoTOKOINI

CoctaBbTe MPOTOKOJ HAa MPOAOJILHOM OjaHKe MpoTokosia. Hemocraromue peKBHU3UTHI
pUIyMaiiTe caMOCTOSATENBHO.

Ha cobOpanun pabOounx mpOU3BOJCTBEHHOIO KoolepaTuBa «3amyck» (BXOISLIET0 B
Hayuno-npousBoactBeHHOe 00beauHeHne «CTpoWKoM») 00CyXaajicsi BONPOC O CO3/JaHUU
IIPOM3BOJICTBA CTPOUTENBHBIX MAaTEPUAJIOB AJIi CTPOUTEILCTBA KUIbIX JOMOB. bbula 3aciymiana
uHboOpManMsa TpeacenaTenass O BO3MOXXHOCTH CO3JAaHUS TAKOTO I1€Xa W TEPCIEKTHBAX €ro
pabotsl. Ilocie obcyxaenus (mpumaymManTe cojepkanue paszaena «BeicTynmimy) ObUIO MPUHATO
pelIeHre OPYUYUTh MPEACEIATENI0 U €r0 3aMECTUTEINIO [0 CTPOUTENILCTBY B T€UEHHE 6 MECALIEB
pa3BepHYTh pabOTy U BBLIECTUTH Juist 3TuX 1eneit 500 Teic. pyoneit.

3aganue Ne 9 OpopmMuTe U COCTaBbTE JOKIATHYIO 3AIUCKY.

Havanpauk cinyx0s1 genornpon3BojctBa Ycosa B.b. coobmaer renepansaomy aupexropy OO0
«TexHomnapky», uto aenonpousBoautens SAHkoBud A.A. orcyrcTBoBana ceroans 20.06.2016r. Ha
pabouem MecTte B TedeHHe Bcero JHSA. HUKakuX JTOKyMEHTOB, MOATBEP)KIAIOIIUX
YBOKUTEIBHOCTh IMPUYUHBI OTCYTCTBUSL MHE IpelocTaBieHo He Obuio. O 10mylieHHOM
HapyuieHuu cocrasiieH akT oT 20.06.2016. IIpoury yBosinTs SIHKOBUY A.A.

3apanue Ne 10 OdopmuTte U COCTaBbTE aKT.

B anpec OOO «Jlaryna» 30 utons 2016 roga mocTynmuiao MUChbMO, B KOTOPOM HE OKa3ajocCh
BioxeHul. [Iucemo Obuto otmpasneHo «Ilouroit Poccumn» or @omuueBoit Upunsl KOpbeBHbI,
aapec ornpasutens: 123896, r. Cankt-IletepOypr, CBeT/IaHOBCKUI TTPOCTIEKT, 1. 44, kB. 333.

3apanue Ne 11 Odopmute U coCTaBbTE 3asiBJICHUE.

Hammmmre 3asBnenue nenonpousBoaurtens Meanosonr T.M. o mpenocraBieHun ei
yuebHoro ormycka ¢ 15.09. 2015 mo 30.09.2015. CnpaBka-BbI30B M3 y4eOHOIO 3aBelCHHS
npunaraerca. OgopMuTe PE30NIOUUI0 PYKOBOJUTENS MNPEANPUATHS O MOATOTOBKE IPOEKTa
MpHKa3a O MPEAOCTaBICHUH Y4eOHOro OTIYCKa C COXPAHEHHEM CpeIHEro 3apaboTKa, OTMETKY
00 UCTIIOJTHEHUH U HAIIPABJIEHUH JIOKYMEHTA B JIeJI0, OTMETKY O PErHCTpaliy 3asBJICHHUSL.

3apanue Ne 12 OdopmuTte U COCTAaBbTE JIETOBOE MUCHMO.

CocraBbre mucbMo-TpeboBanne ['YII «VYmpaBieHue sKCIUTyaTallid M XO3SHCTBEHHOTO
o0ciy>)kuBaHus» 00 yCTpaHEHWU HapyLICHHWH, JOMyIIeHHbIX NP cTpouTenscTBe. Mexay CY-20
u I'VII «YnpaBnenue skcrutyaTalii U X03HCTBEHHOTO0 00CTYKUBAaHUSI» 3aKJIIOUEH JIOTOBOP OT
25.09. 2015 o npoBeneHun paboT MO PEMOHTY KpoBiIH. B pe3ynbrare paboT orpa)aeHue Kpbln
OBLIO YCTAaHOBJIEHO C HapyLIEHHEM MPOEKTHON NOKYMEHTAalluH, 4yTo MemaeT yoopke cHera. CY-
20 TpebyeT ycTpaHeHUs
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JOMYyUIeHHbIX HapymeHuit 1o 25.01.2016. Ecnu Hapynienus He OyayT UCHpaBlieHbl, A0 OyaeT
nepeaaHo B apOUTPaKHBIN CY/I.

3apanue 13 CocraBbTe TeneoHorpamMmy.

Otnpasurens — ['opojckoe ynpasienne o0pa3oBaHus, OT HaYaJIbHHUKA YIIPaBJICHUs. ApecoBaHa
TeneoHOTpaMMa — OTBETCTBEHHOMY CeKpeTapro mnpueéMHod komuccuu Ilerpory U.O.
TenegonorpamMmmy mnepenana cekperapb HadalbHHUKAa TOPOJICKOTO YHpPAaBICHHS 0Opa3oBaHUs
NBanosa M.JI. B 104. 45 munyT. B 1OKYyMeHTe yka3biBaeTcs 00 00SCIICUeHUH SIBKA TECTOJIOTOB
U3 4yucia npenojanaTeneil ['ocy1apcTBEHHOTO YHUBEPCUTETA YIpaBlIeHUs, 3a€iCTBOBAHHBIX B
IIPOBEJIEHUH €IMHOTO TOCYJapCTBEHHOT0 3K3aMEHa , HAa MHCTPYKTaX, KOTOpbIM coctouTcs 15.05.
2012 B 17.00 B momernienun mkonsl Ne 12, Tenedhonorpammy nipunsin [lerpos H.O.

3ananue 14 CocraBbTe 1 opopMuUTe 3asiBICHUE

Hanwumure 3asBneHue ot crapiiero Ou3Hec-aHaIUTUKA YIIPaBICHHUS ONTUMHU3AIeN O13Hec-
npoueccoB Kouknnoit Aunsl [1aBnoBHbI Ha uMs renepasbHoro aupexkropa 3A0 «Tpakr» AH.
JlonatuHa 0 IpeJocTaBIeHUU HEUCIoib3yeMoro ornycka ¢ 17.10.2011 npogomKkuTeabHOCThIO
17 xaneHnapHbIX IHEH, C MOCIEAYIOIUM YBOJILHEHHEM 10 COOCTBEHHOMY >KenaHuto. KouknHa
B CBOCM 3asiBJICHUM pyKOBOACTBYyeTcs 4. 2, ¢T. 127 TK P®. Jlata nognucanus 05.10.2011.
OdopmuTe BU3y COTTacOBaHMS HA4YaIbHUKA YIIPABICHHUS ONTHUMHU3ALUN OU3HEC MTPOIIECCOB
Cemenona B.II. o cornacuu (narta 05.10.2011).

Odopmute pe3ooNHI0 PYKOBOIUTENS B KOTOPOH OH AT PacIopsKeHNE HaYalbHUKY OT/AENa

kazipoB Tumodeeroii JI.K. ohopMUTh OTIyCK C MOCIEIYIONIMM YBOJIbHEHUEM. JlaTa pe3onronuu
06.10.2011.

3aganue 15 Odopmure cripaBKy 0 3aHATOCTU U CPEIHEM €KEMECTIYHOM J0X0/e PaOOTHHKA,
WCIIONB3YS PEITI0KEHHBIE PEKBU3UTHI.

1) Jnst mpenocTaBieHus IO MECTY pabOTHI.

2)MakapoB Poman AnatonbeBud sisercs paboTHUKOM 3A0O «CTpOWKOMITIIEKT»
Y 3aHMMAeET JOJLKHOCTh «HadaqbHUK CMETHO-pacue€THOrO OTAENa» ¢ 29 UIoHS
2013 roga mo HacrosIee BpeMs BKIFOUUTEIBHO.

Cpennuii MmecsiuHbli 3apaboTok MakapoBa Pomana AHaronbeBrua cocTaBisieT 58
336 py0. 00 kon. (IIaTbaecsT ThICSY TpUCTA TPUALATH iecTh pyoei 00 ko).

3) 3akpeiToe akimonepHoe o61ectBo «CTPOMKOMITIEKT»

4) CITPABKA

5) 02.07.2013

6) Ne 34-42/32

7) yn. Komcomonbckasi, 1 4, T. YIbstHOBCK, 673255, ten. 7 (562) 234-56-78

8) I'eHepasibHBIN AUPEKTOP

I'maBHbII OyxranTtep

9) N.K. Komapos 7 (562) 567-89-01

10) OKIIO 12345678

11) OI'PH 1234567890123

12) unn 1234567890

13) KIIIT 123456789

3aganune Ne 16 Odopmure 1 cOCTaBbTE MPUKA3

CocraBbre coBmecTHbIN mpukaz OO0 «Asmutay u AO «tOnurep» 006 HCHOIB30BaHUU
(dakcuMuabHOM monnucu. B KoHcTaTHpyromied 4acTu ykKakurte, yTo (hakCUMMIIE HY)KHA IS
omepatuBHOro peuieHus BompocoB Mexay OOO «Asmuta» u 3A0  «tOnutep». B
pacnopsIuTeIbHON
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YacTH YKAXKXUTE JOKYMEHTHI, Ha KOTOPBIX HEOOXOAMMO HCIONB30BaTh (pakcumumie. Boszmoxure
KOHTPOJIb 3@ HUCIIOJHEHHWEM IpHKa3a HAa HadalbHUKA CIYKObl JOKYMEHTALMOHHOTO OOECIeUeHUs
ynpasieruss OO0

«AsnuTtay U agMuHHACTpaTUBHOrO aupektopa AO «tOnutep». Odopmure BH3BI O3HAKOMIICHUS
HavanbHuka CAOY 1 aAMUHUCTPAaTUBHOTO TUPEKTOPA.

3apanue Ne 17 OdopmuTte U COCTaBbTE pe3tOMe M aBTOOMOTpaduio rpakIaHrHA, MPETEHTYIOIIETO
HAa JIOJKHOCTb.

3aganue Ne 18 Odopmure u cocTaBbTe 3asBICHUE O PUEME Ha padoTy.

3aganue Ne 19 Brumure B TpyaoBoil moroBop umHbopmaiuioo o paboTomarene M KaHIUJaTe Ha
JIOJKHOCTb.

3aganue Ne 20 CocTtaBbTe MpUKa3 O IpUEME Ha padOTy rpaKIaHUHA.

3aganue Ne 21 Ocdopmure TpyAOBYIO KHHKKY paOOTHUKY M BHECUTE 3aIUCh O IIpHEMe Ha paboTy.

3aganue Ne 22 CocraBbre u odopmure Kanody B KOMMEPUECKYI0 OpraHU3aIHIo.
3apeructpupyiire xanooy.

Kpurepun oueHku 1Js 3aganui 8 — 22:

«3a4TeHO» - TEKCT AOKYMCHTA HAIlUCAH B COOTBETCTBUU C Tp€6OBaHI/I$[MI/I, MMpCAbABIACMbBIMHA
K JaHHOMY JOKYMCHTY, OJHO3HA4YHO HepeﬂaéT CUTyallul0, B JOKYMCHTC IIPUCYTCTBYIOT BCC
H606XOI[I/IMBIS IMpaBUJIbHO COCTABJICHHBIC PCKBU3UTHI;

«He 3adreHo» - TeKCT moapasyMeBacT ABYCMBICIICHHOCTb, HCIIPABUJIBHO HepeﬂaéT CUTyalulo,
HMEIOTCS OIINOKU B O(i)OpMJ'ICHI/II/I PCKBU3UTOB NOKYMCHTA.

3aganme 23 3apeructpupyiiTe NpeASIOKEHHBIH TOKYMEHT B 2-X (opMax — >KypHaJIbHOW H
PEruCTpallMOHHOM KapTOUKe.

«3a4TeHO» - IOKYMEHT 3apEeruCTPUPOBAH IIPABUIIBHO.
«He 3auTeHO» - JOKYMEHT 3aperucTpUPOBaH MPABUIIBHO.
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