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1.IlepeyeHb NJaHUPYEeMBbIX Pe3y/JbTATOB 00y4eHHs 110 JUCHHUILIMHE (MOYJ/II0), COOTHECEHHBIX C
IUIAHMPYEMbIMH Pe3yJ1bTaTAMM 0CBOEHHUsI 00pa30BaTe/bLHOM MPOrpaMMbl

1.1.1enu ocBOSHHMS JUCITUTLIMHBI

LensaMu ocBOEHUS AUCLUIUIUHBI SBIISIOTCA:

- NOJyYCHWE 3HAHWH, HEOOXOMUMBIX JJISi MPABUIBHOTO COCTABJICHUS U OGOPMIICHUS
JOKYMEHTOB, BO3HUKAIOLIUX B IMPOLECCE MPUHATUS M pean3alud YIPaBIeHUECKUX
peLeHui;

- OCBOCHHE OOLIETIPUHATHIX B MUPE NPEANPUHUMATEIBCTBA JEKCUKH M CTUJIS AEJI0BOM U
KOMMEpPYECKOH KOpPPECTOHJCHIIUU Jisi CBOOOIHOTO W PAaBHONPABHOTO OOIICHHS C
napTHEpaMHu.

1.2. B cootBercTBUM C BUAAMH HPOPECCHOHATBHON JEATENBHOCTH, Ha KOTOpbIE OPUEHTHPOBAHA
oOpa3oBaTenpHas mnporpamMma HampasieHus noAroroBku 38.03.01 «DxoHoMHKa» coaepx aHHe
JUCHUIUIMHBL  «J{OKyMEHTHpOBaHHE YIPABIECHYECKOW JEATENBHOCTH» TIO3BOJUT OO0YyYaOLIMMCS
pewaTth cieayonue npodeccuoHalbHbIe 3a0a4u:
OP2aHU3AYUOHHO-YNPABIEHUECKAS OesiMeNbHOCMb

-y4acTHue B pa3pabOTKe BapHAHTOB YMPABICHUECKUX pEIIeHU, 000CHOBaHHE WX BBIOOpa Ha
OCHOBE KpPUTEPUEB COLUAIBHO-IKOHOMHYECKOH 3()(HEKTUBHOCTH C YYETOM PUCKOB M BO3MOXKHBIX
COLMAJIBHO-9KOHOMHUYECKUX MOCIEICTBUM MPUHUMAEMbIX PELICHUH;

- OpraHM3alys BHIOJHEHUS IOPYYEHHOTO JTarna padoThl;

Kpome ykazanubix B ®I'OC mpodeccrnoHanbHBIX 3a7a4, oOpa3oBaTeibHas MPOTpaMMa  MO3BOJIUT
o0yyaromuMcsl pemaTh U ApyTue 3aJauu :

- (opmupoBaHHEe yMEHMH U HaBBIKOB B OOJACTH JOKYMEHTHPOBAHMS YIpPaBIEHYECKOH

JESATENILHOCTH Ha IPEAIPUITHN;
- OBJAJeHHE IpUEMaMH M HaBbIKaMM OQOPMIIEHHS BCEX OCHOBHBIX YIPaBIEHYECKUX
JIOKYMEHTOB;

- OBJIJICHUE MMPUEMAMU 1 HaBbIKAMHU COBPEMEHHOM JIeI0OBOM MEPENUCKH;

- U3y4Y€HHUE OCHOB OPTaHU3aIMH JOKYMEHTOO00POTa U XpaHEHHUs TOKYMEHTAINH;

- (opMHpOBaHHE CIOCOOHOCTH CaMOCTOSATENBHOTO U  TBOPYECKOTO  HCIIOJIb30BaHUS

NOJYYECHHBIX 3HAHUN B TPOLIECCE MOCIEAYIOMIEr0 00YUSHHS U MPAKTHUECKOM eI TeTbHOCTH.

1.3. Komnerenuu obyuatomierocsi, popmMupyembie B pe3yabTaTe OCBOCHUS JUCITUILTUHBI

B pe3ynbraTe 0CBOEHUS NUCHUIUIMHBI Y 00ydaromuxcst OpMHUPYIOTCS CIEAYIOIINE KOMIETEHIINN:

Kon HanmMeHnoBanue KOMIIETEHIIUN Hanpasnenune noarotoBku
KOMIIETEHITHH
I1IK-10 CrniocobHOCTBIO HcToNb30BaTh i pemeHus | 38.03.01 «OxkoHOMUKa»

KOMMYHHKATHBHBIX  3aJaa4 COBpPCMCHHEIC
TCXHUYCCKHUC CPCACTBA U I/IH(bOpMaI_II/IOHHI:IC
TCXHOJIOTHH

1.4. IlepedyeHb IaHUPYEMbIX PE3YJIbTATOB O0YUEHHS 110 TUCLIUIUIMHE
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Pe3ynbpTatel ocBOCHUS

TexHonoruu hopmMupoBaHus
KOMIIETEHIINH 10 YKa3aHHBIM pe3yJIbTaTaM

CpencTBa 1 TEXHOJIOTUA
OLICHKH I10 YKa3aHHbIM

AUCHUTITTAHBI pe3yibTaram
3naem: Jlexuuu ¢ pa30opoM ympaBlIeHYECKUX
- TpeboBaHus K | cuTyanuid: YcTHEI onpoc;
COCTaBJICHUIO TEPMHUHOJIOTHIO JOKYMEHTHUPOBAHUA
AOKYMCHTOB IO BUIAM B | yrpapieH4e€CKON JEATEIbHOCTH |
paspese bynkimi | cpopnELe HOPMAaTHBHO-METOAUYECKUE
YUPABIICHIL M- OCHOBRL | yareppaner 1m0 1OKyMEHTHPOBAHHIO
OopraHusanuun o
HOKyMeHTo060poTa yIPaBIEHYECKON JIEATENbHOCTH U HAy4HO-
HCCIIEI0BATENBCKY IO JUTEpPaATypy B
00J1aCTH JeJIONPOU3BOACTBA ; TectupoBanue;
TUIIOBBIE UHCTPYKLIAU 1o
JOKYMEHTHPOBAHUIO yHpaBJIeHYECKOI
JESTEIbHOCTH u TpeGoBaHUS K
COCTaBJICHUIO u 0hOpMIICHHIO
JIOKYMEHTOB;
0COOEHHOCTH JIOKYMEHTO000pOTA.
Ymeem: [IpakTuueckue 3aHATHS 1O cocTaBieHUto | CocTaBieHUE MANKU
- MIPUMEHUTH | TOKYMEHTOB Pa3HOI0 BUJIA: “Jleno” ¢ HabopoM
MOJTyYeHHbIE 3HAHUS | TPaMOTHO pa3padaThiBaTh OCHOBHBIC BUJIBI | OCHOBHBIX
s NPaBUIBHOTO | YIPABICHYECKUX JOKYMEHTOB ; OpraHU3alMOHHO-
COCTaBJICHUS U [ cOCTaBIATh JENOBbIE U KOMMEPUECKHE | pacCHOPSAUTEIbHBIX
oopmnenus MUCHhMA ; JIOKYMEHTOB U JIETOBBIX
YIPaBJIEHYECKUX COCTaBJIATh JEJOBbIE U KOMMEPUYECKHE | HCEM ;
JOKYMEHTOB nUCbMa  Ha  MHOCTpaHHOM  s3bike | TectupoBanue
;ICIIOJIB30BaTh B YIPABJICHUYECKOW M MHOMN
npodeccuoHaIbHON JeSITebHOCTH
MPUKJIAHBIE TPOTpaMMHBIE CPEACTBA U
CpeACTBa OPITEXHUKH .
Hmeem CamocrosrenbHas pabora oOyuarouuxcs | IIpoBepka manku «Jlemno»
npaKmu4ecKuil 1o 0OpMIICHHIO TTAanKu «Jlemoy: Ha COOTBETCTBHE
onvim: COCTaBJICHUS OCHOBHBIX BUJIOB | COCTaBJIEHHBIX
- COCTaBJICHUS | YIIPaBICHYECKUX JIOKYMEHTOB B | YIpaBJIE€HYECKUX
OCHOBHBIX COOTBETCTBUU c TpeOOBAHUSAMH | TOKYMEHTOB
YIIPaBICHYECKUX HOPMAaTUBHO-TIPAaBOBBIX aKTOB PD ; tpedoBanusim 'OCT P
JIOKYMEHTOB. paboThl ¢ coBpeMEeHHBIMU TexHu4yeckumu | 6.30.2003
CpeacTBaMu U uHpopMannoHHbIMH | TecTupoBanue

TCXHOJIOTHUAMU .
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2. MecTo AUCHMILVINHBI B CTPYKTYpe 00pa3oBaTe/IbHON MPOrpaMMbl

JlucuuniauHa OTHOCHTCS K BapHAaTUBHOM 4YacTu 1o BbIOOpY yueOHoro miana 38.03.01
«JKoHOMHUKa» (ypoBeHb OakaynaBpuara). Ee 0cBO€HHME OCYIIECTBISETCS B 7 - OM CEMECTpE OYHOU U
3a04HOU (hopM 00OyUEHHUS.

Ne
n/o

HaunmeHoBaHue TUCIUILINH,
OTPEIEIISIFOIINX MEKIUCIUIUTNHAPHBIE
CBSI3U

Kon 1 HanmeHoBaHMe KOMITETEHITUHU(i1)

[IpeamiecTByromye TUCIMUIUIMHBI (IPAKTHUKN)

«MI/IKPOBKOHOMHKa»

(OK — 3) crnocoOHOCTBIO UCIOJIB30BATh OCHOBBI
SKOHOMHMYECKUX 3HAHMWA B Pa3IUYHBIX cdepax
JeSITeTbHOCTH

(OIIK-3) CIIOCOOHOCTBIO BBIOpAThH
WHCTPYMEHTAJILHBIE CpEICTBA Ui 0O0pabOTKH
SKOHOMHUYECKUX JIaHHBIX B COOTBETCTBUHU C
IIOCTaBJIECHHOM  3ajadeld, MpOaHAIU3UPOBAThH
pe3yNbTaThl PacYeTOB U 00OCHOBATH MOJTYUYCHHbBIC
BBIBOJIBL.

«IDKOHOMUKA opraHuzanuun»

(OIIK — 2) crnocoOHOCTBIO OCYLIECTBIATH cOOp,
aHajau3 U 00pabOTKy JTaHHBIX, HEOOXOIUMBIX ISt
penieHus npogecCHOHABHBIX 33/1a4

(OIIK-3) CIOCOOHOCTHIO BBIOpPATH
WHCTPYMEHTAJIbHBIE CPEICTBAa Uil 00pabOTKU
SKOHOMHYECKUX MHAaHHBIX B COOTBETCTBHU C
MOCTAaBICHHOW  3a/jayedl,  NpOaHAIU3UPOBATH
pe3yJIbTaThl pacueToB M 0OOCHOBATH IOJTyYECHHBIE
BBIBOJIBL.

[Tocneayronme AMCUUIUIMHBI (IPAKTUKH)

((praBJIeHI/IC 3aTpaTraMmny

(ITK - 2) crmocoOHOCTBIO Ha OCHOBE THITOBBIX
METOJIMK U JIEUCTBYIOLIEH HOPMAaTUBHO-IIPABOBOU
0a3pl paccuuTaTh YKOHOMUYECKUE M COLUAIBHO-
SKOHOMHYECKHE TOKA3aTeIH, XapaKTepU3YIOIIUue
JeSITeNIbHOCTh XO3SHUCTBYIOIIUX CYObEKTOB

(ITK — 5) cnocoOHOCTBIO aHAIM3HPOBATH H
HUHTEPIPETUPOBATH ¢buHaHCOBYIO,
OyXraJiTepckylo M  HMHyI0  HH(OpMAIHIo,
COJIEpKallylocsi B OTYETHOCTH MPEINPHUITHIA
pa3nu4HbIX (OpM COOCTBEHHOCTH, OpPTaHU3AINMN,
BEJOMCTB U T.J. U HCIOJb30BaTh IOJyYECHHBIE
CBEICHHSI ANl TPHHITUS  YIPABICHUYECKUX
pelLIeHMI

((YHpaBJICHI/Ie Kau€CTBOM»

(IIK - 2) cnocoOHOCTbIO Ha OCHOBE THIIOBBIX
METOJIMK U JIEUCTBYIOLIEH HOPMATUBHO-IIPAaBOBOU
0a3bl paccuuTaTh SKOHOMUYECKHE M COLUAIBHO-
SKOHOMUYECKHE TOKa3aTeNu, XapaKTEepHU3yIoLue
JIESATEILHOCTh XO3SIMCTBYIONINX CYOBEKTOB

((CTpaTGFI/I‘ICCKOG IIJIAaHUPOBAHUCH

(ITK-3)criocoOHOCTBIO BBITIONHATE HEOOXOIUMBIC
JUIE  COCTAaBJIGHUS SKOHOMHYECKHX pa3/IelioB
IUIAHOB ~ pacyeTbl, OOOCHOBBIBATH HUX U




MIPEACTABIATh pe3yabTaThl paboThI B
COOTBETCTBUU C MPUHATBIMU B OpraHU3ALUHU
CTaHJapTaMH;

(ITK-11) cmocoOHOCThIO KPUTHUYECKH OIICHHUTH
MpearnoiiaraeMble  BapUAHTBl  YIPABICHUYECKUX
pemieHuit U pa3pabarbiBaTh M 0OOCHOBBIBATH
MPEATIOKEHUSI MO0 WX COBEPIICHCTBOBAHUIO C
y4€TOM KpPUTEPUEB COIHMATHHO-YKOHOMUYECKOH
3¢ (HEeKTHBHOCTH,  PUCKOB M BO3MOXHBIX
COIMATbHO-)KOHOMHYECKUX TTOCIICICTBHIA.

«CTpareruueckoe
WHHOBAIIHI

IJTaHUPOBAHUC

(ITK-3)criocoOHOCTBIO BBITIONHATE HEOOXOIUMBIC
JUIE  COCTAaBJICHUS SKOHOMHUYECKHX pa3JIelioB
IUTAHOB  pacyeTbl, OOOCHOBBIBATH HUX U
MPECTABIISATH pe3yIbTaThI paboThI B
COOTBETCTBUH C TMPHUHATBIMH B OpTraHU3aIMH
CTaHJapTaMH;

(ITK-6)  cHOCOOHOCTBIO  aHAM3HPOBATh |
WHTEPIPETHUPOBATh JaHHBIE OTCUYECTBCHHOW U
3apyOeXHOW  CTaTUCTHKH O  COIHAIBHO-
SKOHOMHYECKUX  Tpoleccax ©  SBICHHSAX,
BBISIBJIATh TCHIICHIIMA HW3MEHEHHs COIHMaIbHO-
SKOHOMHUYECKHX MTOKa3aTesen

3. O0beM IMCUHUNIMHBI B 3a4eTHBIX eINHULAX € YKAa3aHUEM KOJINYeCTBa aKaJeMHYeCKHX
4ac0B, BbIJIEJICHHBIX HA KOHTAKTHYIO padoTy 00y4arIIMXcs ¢ npenojgaBaresiemM (10 BUaAaM
Y4eOHBbIX 3aHATHI) U HA CAMOCTOATEIbHYI0 padoTy

Pacnipenenenue goHaa BpeMeHU IO CEMECTpaM U BUAAM 3aHITHIA

Bunel 3ansaTuii ouHas popma O4YHO-3a04Hast (popma 3ao04Has popma
00yueHus o0yJeHus o0yJeHus
Hroro yacos 108 u. - 108 u.
3a4eTHBIX €IUHHAIL 33.e. 33.e.
Jlexuuu (uyac) 18 - 2
[IpakTuueckue (CEMHUHAPCKHE) 28 - 10
3aHsATUsA (dac)
CamocTosaTenbpHas pabora (dac) 62 - 92
JuddepeHumpoBanHbIi 3a4eT , 7 cemecTp Tcemectp, 4 yaca
CEMECTp /Jac.




4.Coaep:xxaHue TUCHMILIMHBI, CTPYKTYPUPOBaHHOE MO0 TeMaM (pa3/ieiaM) ¢ yKa3aHueM
OTBE€HHOI0 HA HUX KOJMYEeCTBA aKaJleMHUYeCKHX YACOB M BHA0B Y4eOHBbIX 3aHATHI
4.1. Conep:xaHue THCHHUILIMHBI

Ne Pa3nen muciuInivabl Bubl yaeOHBIX 3aHATHH, BKITIOYAs CpenctBa u
m/ CaMOCTOSITENIbHYIO PabOTy CTYJIEHTOB U TEXHOJIOTUH
1| TPYIOEMKOCTD (B aKaJIEMHUYECKUX OIICHKH
gacax)
Q X R Q
= S 2 £ § ) % x 5
Sg |E¢EE285d5Ed
E7 EEEEES 258
- R
- = o
Tema 1. JlokyMeHT U CHCTEMBI -/-/- VerHbiif ompoc,
|| OTYMEHTERER 1/0 2/0 2/5 | moxrotoska
JIOKJTa/I0B
Tema 2. Yupasnendeckas YcrHblit onpoc,
2 JIOKYMEHTALHs 1/0 2/2 4/7 MOJITOTOBKA
JIOKJIAJI0B
Tema 3. Cocrasienue u Cocrapienue
3 o(hopMIIEHHE OCHOBHBIX JIOKYMEHTOB 42 8/4 20/23 | OCHOBHBIX
yIPaBJIEHYECKHX
JIOKYMEHTOB
4 Tema 4.Opranuzarust 2/0 2/0 2/5 YcrHblit ompoc,
JIOKYMEHT0060pOoTa TECTHPOBAHUE
Tema 5. Cucremaruszanus YcTHBIH ompoc,
5 | nokymeHTOB 2/0 2/0 2/5 COCTaBJIEHHE
JIOKYMEHTOB
6 Tema 6.CoBpemMeHHbIE CITOCOOBI U 2/0 2/0 10/13 | Yerumit onpoc
TEXHHMKa CO3/IaHHs JIOKYMEHTOB
7 CocraBrenue
Tema 7. JlemoBble 1 KOMMEPUYECKHE 200 4/2 10/13 | AcnoBbix 1
nuchbMa KOMMEPUYECKHX
HCceM
8 YcrHBIM ompoc,
Tema 8. IlpaBmma u  GOpMEI COCTaBJICHHE
KOMMEPYECKOI HEPENUCKH c 1/0 2/0 4/7 IHCEM Ha
3apyOeKHBIMH TTAPTHEPAMHU UHOCTPAaHHOM
A3bIKE
9 | Tema 9. Koppecnonaenmus, VYcTHBIH ompoc,
CBsI3aHHAS c MpoBE/IeHAEM 1/0 2 4/7 COCTaBJICHHE
NEPUOJUYECKUX  MEPONPUATHH, H POYHX
npoyYasi KOPPECIOHICHITUS JIOKYMEHTOB
10 | Tema 10. Opranmzanus pabOTHI C
JIOKYMEHTaMH, coJiep KaIuMu 2/0 2/0 4/7 YcTHBIN onpoc
KOH(UICHIINAIbHBIE CBEICHHS
[IpomexxyTouHas aTTecTaus 1o Huddepenu-
JTCIUTLTNHE 1872 28/10 62/92 POBaHHBIH 3a4eT

[Ipumeuanue: -/-, 06vem Yacos cOOMEEMCMBEHHO 01 OUHOU, 3A0UHOU POPM 00)UeHUs.




4.2.ConepxaHue NPaKTHYECKUX (CEMUHAPCKUX) 3aHATHI

O6bem ®opma npoBeAeHUsS
HanmeHnoBaHue TeMbl MPaKTUYECKUX
Ne . 4acoB
(ceMUHAPCKUX) 3aHATUN
1 | I[IpakTuueckoe 3aHsiTue 1o Teme 1 JJokymeHT 2/0 VYcerHblii onpoc
1 CUCTCMbI JOKYMCHTAIIUN
2 | IlpakThueckoe 3aHsATHE 1O TeMe 2 22 VYcTHBI onpoc
anaBnquGCKa;I JOKYMCHTAIMA
3 | IlpakTuueckoe 3aHsATHE 1O TeMme 3 CocraBneHue 10KyMEHTOB
CocraBienre ¥ O(QOPMIEHHE  OCHOBHBIX 8/4
JOKYMCHTOB
4 KonTtponbsHbie BOIIPOCHI JUISt
[Ipaktnueckoe 3aHsatMe mno Teme 4 200
Opranuzanus 10KyMeHT0000poTa TOBTOPCHIA, COCTABIICHIE
JJOKYMEHTOB
5 | [IpakTndyeckoe 3aHATHE 1O TeMe S 2/0 VYcrHbii 0IIpoc, COCTaBJICHUE
CI/ICTCMaTI/BaL[I/Iﬂ JOKYMCHTOB JOKYMCHTOB
6 | IlpakTuueckoe 3aHATHE 1O TeMe 6 KoHTposibHEIE BOIIPOCHT IS
CoBpeMeHHBIE CIOCOOBI M TEXHHKA CO3JIaHUs 2/0 IIOBTOPEHUSI, COCTABIICHUE
JOKYMCHTOB I[OKyMeHTOB
7 | IlpakTuueckoe 3aHsATHE TIO TeMe 7/lenoBbie u 42 CocraBiieHue nucem
KOMMECPUYECKHUE IMMTUCbMa
8 | IlpakTuueckoe 3ansTue no teme § Ilpasuna CocraBiieHHE MMUCEM HA
u  (GopMBI KOMMEpPYECKOH HepemnucKku ¢ 2/0 MHOCTPAHHOM SI3bIKE
3apyOe)KHBIMU TapTHEpaMH
9 | Ilpaktnueckoe 3aHATHE 1O TeMe 9 CocraBieHne JOKYMEHTOB
KOppeCHOH,HeHLII/IH, CBsA3aHHas C IMPOBCACHUCM 2/2
MEPUOJUYECKUX  MEPOINPHUATHH, U  mpoyasd
KOPPECIIOHICHIIUSI
10 | Ilpaktuyeckoe 3anstue 1o Teme 10 YceTHBIT onpoc
Opranmsanus  pabOTBl ¢ JOKyMEHTaMH, 2/0
CoACPKalllMMMn KOH(i)I/I):[eHHI/IaJ'II)HLIC CBCACHUA
Hroro 3a 7/7cemectp | 28/10

[Ipumedanue: -/-, 06vem yaco8 coomeemcmeeHHo Oisl OYHOU, 3A04UHOU PopM 0OyUeHus
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5.Y4eOHO-MeTOAMYECKOE 00ecTieueHHe CAMOCTOSATeIbHOH PadoThl
00y4YaKIIMXCS MO TUCIUIJINHE
TexHo0rM4YecKkasi KapTa CaMOCTOATEIbHOM PadOThI CTYy/IeHTA

Kon WUtoroseriii Cpencta u O0beMm
peanu3zye Bun nestensHOCTH CTYIEHTOB MPOAYKT TEXHOJIOTHH 4acoB
MOH (3amaHus HA CAMOCTOSITENIBHYIO padoTy) | CaMOCTOSITEIbHOU OIICHKU
KOMIIETEH paboThI
92078
IToaroroska K MPAKTUYECKUM ITuceMmennrie OneHka 62/92
ITIK-10 3aHATHUAM, K MIPOMEKYTOYHOM | pabOThI, yCTHOE | MUCHBMEHHBIX
aTTecTaluu, HamucaHue pedepaTo, | cobOeceqoBaHuE, pabor,
co0O0IIeHnI OTYET IO COOOIIICHUM,
TPYIIIOBBIM WIH pedeparos.
[IpumepHBIil TepedyeHb MpaKkTUYeCKuX | MHAMBHIYyanbHbI | [IpoBepka
3aJlaHuM U1 CaMOCTOSTEIbHOW pabOThI M 3aIaHUSIM JOKyMEHTOB B
M0 TIOJTOTOBKE TOKYMEHTOB B MKy nanke «/lemo»
«Jlemo»

HToro 3a 7/7cemectp 62/92

Pexomenayemas aureparypa: 1, 3,9
HNHTepHET-pecypcenl:

1./lenonpoun3BoacTBO [DNEKTPOHHBIN pecypce] : )kypHal. — Pexxum gocryna: http://www.top-
personal.ru/officeworks.html. - 3armu. ¢ ’xpana.

2.J1enonpou3BOICTBO U JOKYMEHTOOOOPOT Ha MPEANPHUATHH [ DJICKTPOHHBINA pecypc] : )KypHal. —
Pexxum noctyma: http://www.delo-press.ru/journals.php?page=documents. — 3ari. ¢ skpana.

3.M3narenbckuit nom «I'peGeHHUKOBY [ DNEKTPOHHBIN pecypc]. - Pexum gocrymna:
http://www.grebennikov.ru/. — 3arm. ¢ skpaHa.

4.KoncynsrantlLimtoc [DnexTpoHHbIi pecypc] : odpurmansubiii cailt komnanuu «Koucynasrantllimocy.
— Pexxum noctyma: http://www.consultant.ru/. — 3ar. ¢ skpaHa.

COJIEP)KAHUE 3AJAHUM I CAMOCTOSATEJIBbHOMN PABOTHI

CamocTosTenbHast paboTa CTyACHTOB OCYIIECTBISIETCS BO BHEYPOUHOE BPEMs 0/l KOHTPOJIEM
MIPEno/iaBaTelis B 4aChbl KOHCYJIbTAIIUM.

CamocrosTeTbHON pabOTOM CTYIEHTHI 3aHUMAIOTCS B TEUCHHE BCEro Kypca oOyuenus. OnHa
IIpelyCMaTpUBAET U3yUEHUE 3aKOHOB, HOPMATUBHBIX MPABOBBIX aKTOB U METOJINYECKUX JOKYMEHTOB,
periaMeHTHPYIOUINX TEXHOJIOTHIO CO3/1aHusl, 00paOOTKHU, XpaHEHHs U HCIIOJIb30BaHUS JOKYMEHTOB B
TEKyIEeH AesITeIbHOCTH YUPEXKICHHM, a Takke paboTy ciay Obl AETONPON3BOACTBA HA MPEANIPUATHUIX
Poccuiickoit denepainuu, u3zydeHue 3apyOEKHOTO OINBITA B YAaCTH BEACHUS W perjaMeHTalluu
JIeJI0NPOU3BOJICTBA.

CamocrosiTenpHast padoTa CTy/IE€HTOB BKITIOYAET:

- W3yuYeHUE CTYJEGHTOM TE€M, COOTBETCTBYIOIIMWX y4yeOHOMY IUJIaHy JHCHUIUIMHBI,
CaMOCTOSITENILHO IO MaTepuanaM y4eOHOI, Hay4YHON ¥ HOPMATHBHOM JIMTEPATYphl, PEKOMEHI0BAaHHON
paboueii mporpaMMoi TUCHUTUIHHEI;

- NOATOTOBKY K MPAKTUYECKUM M CEMUHAPCKUM 3aHSATHUSAM IO COOTBETCTBYIOIIMM TEMaM;

- TOATOTOBKY CTYJIEHTOM JOKJIAJ0B, COOOLICHHH, MHAWBHUIyaIbHBIX pa0dOT MO BOMpOCAM
COOTBETCTBYIOIIUX TEM, OTPAXKAIOIINUX Pa3IUYHbIE MPOOIEMBbI U OCOOEHHOCTH TEXHOJIOTMH CO3JaHMUs,
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00pabOTKH, XpaHEHUS U MCII0JIb30BaHMsI IOKYMEHTOB B TEKYIEH eATEIbHOCTH YUPEXKICHHM, a TaKkKe
paboTHhI CIyKOBbI AETONPOU3BOICTBA HA IPEANPUITUAX, Kak B PD, Tak u 3a pyOexom;

- BBINIOJIHEHHUE 3aJJaHUI CaMOCTOATEIBHO IO TEMaM Kypca.

Bonbiryto yacTh JOKyMEHTOB CTYAEHT JIOJIKEH BBIMOIHITH Ha JOMAIIHEM KOMIIbIOTEPE UIIH BO
BpeMsl, OTBEJCHHOE U1l CAMOCTOSITENIbHON pabOThl B KOMITBIOTEPHOM KJIAcCe.

PesynpTaTroM caMocTOsATENbHONH pabOThl CTYACHTOB JOJDKHA SIBISTHCS NAnKa JOKYMEHTOB,
Oo(OpPMJICHHBIX B JIeJI0 IO MpaBWJIaM OpraHM3alMu JOKYMEHTOO0OOpOTa, MpejacTaBiseMas KakKIbIM
CTYJIEHTOM JI0 3a4€THOW HeAeNH (UM TPYIION CTYAEHTOB IO YCMOTPEHUIO NPENOIaBaATENs).

Tembl pedepaToB, JOKJIAA0B M BO3MOKHBIX IyOJIMKAIUI

. Uctopus pa3Butus aenonpousBoactsa B Poccum.

. CoBpeMeHHBIE cpe/ICTBa JOKYMEHTHPOBAHUS YIIPABIEHUYECKOMN e TeIbHOCTH.

. Oco0eHHOCTH BCKPBITHSI KOPPECTIOHACHIINH.

. HopmatuBHO- npaBoBast 6a3a JOKyMEHTHUPOBAHUS YIIPaBIEHUYECKOH NeATETbHOCTH.
. UTHpOpMaIMOHHO-TTIONCKOBAs CHCTEMA MPEIIPUSATHSL.

. OCOOEHHOCTH JOKYMEHTUPOBAHMSI ITPOLIECCOB IBUKEHUS KaJPOB MPEANIPUATHUS.

. ApXUBHOE XpaHEHUE JOKYMEHTOB.

. KonunennuanpHoe 1e10npon3BoCTBO.

. CoBpeMeHHbIe poccuiickue Kiaccu(pukaTopsl HHPOPMALIUU U UX POJIb B JOKYMEHTUPOBAHUH
yIpaBJIEHYECKOHN 1EATETbHOCTH.

10.OkcniepTH3a JOKYMEHTOB U YyCTAaHOBJIIEHUE CPOKOB XPAaHEHUS.

O 00 1N DN K W —

NupuBuayanbHbie (TPyNnoBbie) 3aJaHUs IJIS CAMOCTOSITE/IbHOH padoThl

3ansTue 1. JIOKyMeHT U cuCTeMbI JOKYMEHTALIUMN

3ananme 1.

CocraBbTe cXe€My, XapaKTepU3YIOIIYIO 3Tallbl pa3BUTHS JIEJIONPOU3BOACTBA B Poccuu.

3ananmue 2.

CocTaBbTe CpPaBHUTEIBHYIO TAONUILy ISl TOHSATUN «yHUPUKALUS» U «CTaHAAPTH3AIUS) B
JIEJIONPOU3BOICTBE, PACKPBIBAIOIIYIO UX CXOJCTBA U OTJIUYUSI.

Jlutepatypa: 1-4, 5-9.

3ansTre 2. YnpaB/ieHYeCKas JOKyMEeHTAUM s

3ananme 1.

[TpuBeaure mpuMepsl 0GOPMIICHHS AT B PA3TUYHBIX JOKYMEHTaX.

3ananmue 2.

CoctaBpTe M 0GOpMUTE TAONHIy aHAIUTHYECKUX HaHHBIX. CPOpMyIUpYHTE BBIBOIBI IO
MPE/ICTABICHHBIM aHAIUTUYECKUM JTAHHBIM.

Jlutepatypa: 1-4, 5-9.

3aunsrtue 3. CocraBjienue u oGpopMiieHHe OCHOBHBIX IOKYMEHTOB

3ananmue 1.

Pa3paboraiiTe monoKeHHsI O TIAHOBO-SKOHOMHYECKOM OT/AENE, OTIeNie MapKeTHUHTa, OTAele
cObITa, OyXTaJITepHH, TEXHOJOTHYECKOM OTJeNIe, OTAeNIe KadecTBa, OTAeNe HH(POPMAIMOHHOMI
0e30MacHOCTH, OT/eNe MPoJax, GMHAHCOBOM OTJENe, TPAHCIIOPTHOM OT/IENEe, OTJENE JOTHCTUKH U T.
II.

3aganue 2.

Pa3paboraiiTe JOJDKHOCTHBIC WHCTPYKIHMH: pPAOOTHHWKA IUIAHOBO-d)KOHOMHUYECKOTO OT/IEeNa,
paboTHHKA OTIe’na MAapKeTUHra, SKOHOMHUCTA MO TpPYAy, CIHEHUaIUCTa MO0 HHPOPMAIMOHHOM
0e30MacHOCTH, MEHEKEpa OTaeNa MPoJax, SKOHOMHUCTA- MaTepUaInCcTa OyXTraJTepuu, WHCIIEKTOpa
OTJIeJIa KaueCcTBa, TEXHOJIOTMYECKOTO OT/IeNa U T. II.

3aganme 3.
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CocTtaBbTe Ba MpHKa3a 0 OCHOBHOM €ATEIHHOCTH MPEIIPUATHUS.

3ananue 4.

CocTaBbTe HECKOJBKO CIPABOYHO-HH(POPMAIIMOHHBIX JOKYMEHTOB.

3ananmue 5.

CocTaBbTe MOJTHBIA KOMILIEKT JOKYMEHTOB JIMYHOTO MPOUCXOXKICHHUS, YUUTHIBAIOIINX MPHEM
Ha JIOJDKHOCTH, IEPEBOJI BHYTPH OPTaHU3aIllM{, YBOJbHEHUE C O(QOpMIICHHEM 3ammceldl B TPYIOBOM
KHIDKKE.

KOMITIEKT BKITIOYAET CIICIYIONINE TOKYMEHTHI:

—  pesiome;

—  3asBJICHHE;

— ankeTa (aBToOUOTpadus);

— TPyAOBOH JOTOBODP;

— TIpHKa3 O IpUeMe;

—  3aIHUCh B TPYJIOBOM KHIIKKE,

— odopMIIeHHE JTHYHON KaPTOYKU U JIUYHOTO JIEIIa;

— 3asBJICHHC O MEepeBoJie (JIOKIAIHAS WK CITy»KeOHas 3amrcKa Ha9aIbHUKA MTOAPA3/ICIICHUS O
nepeBoJic pabOTHHUKA HA IPYTYIO JOJDKHOCTH);

— TpUKa3 0 IEPEeBOJIC;

— 3aHECCHHME 3aIKCeH B TPYIOBYIO KHIDKKY U JIMIHYIO KAPTOUKY;

— 3asBIeHHE OO0 YyBOJNBHEHWM ([OKJIAJHAs WM CIy)keOHas 3amucka HadalbHHUKA
noJipa3ziesicHust 00 YBOJbHCHUH paOOTHUKA C YKa3aHUEM OCHOBAHMSI WJIU IIPUIHHBI);

— IpuKa3 00 yBOJbHEHUH;

— 3aHECEHHE 3aIHCeil B TPYOBYIO KHIKKY M JINYHYIO KAPTOUKY.
Jlutepatypa: 1-4, 5-9.

3ansaTue 4. Opranusanusi J0KyMeHT0000poTa

3aganue 1.

CocraBbTe 0oKs1a]] Ha TeMy «OCOOEHHOCTH BCKPBITHSI KOPPECTIOHAECHIIUID.
3aganue 2.

CocraBbTe oknaa Ha TeMy «/H(OPMAIMOHHO-TTIONCKOBAsE CHCTEMA PEATIPUSTHS.
Jlutepatypa: 1-4, 5-9.

3ansaTue 5. CucremaTu3anus 10KyMeHTOB

3aganme 1.

Odopmute TUTYJIBHBIN JIUCT J€s1a AJIS Iepelaul B apXMB.
3aganme 2.

CocTaBbTe HOMEHKJIATYPY A€ MaJOro NpeAnpHUsTHS.
Jluteparypa: 1-4, 5-9.

3anstue 6. CoBpeMeHHbIe CIOCOOBI M TEXHUKA CO3AaAHMUS IOKYMEHTOB

3aganue 1.

Opranu3oBaTh HMHTEPAKTHBHOE MPOU3BOACTBEHHOE COBEUIAHHWE C TIOMOIINBI0 TaKeTa
npukiIaaHeIx nporpamMm Outlook.

Jluteparypa: 1-4, 7-8.

3ansaTue 7. /lesioBbIe M KOMMepYecKHe MHCbMa

3aganue 1.

CocraBpTe NUCHBMO-0TBET mpeanpusaTus «Caim» Ha Mpock0y CTPOUTENBHOM MOHTAaXKHOU
bupmbl «AnTre» pa3paboTaTh MPOSKTHO-CMETHYIO JOKYMEHTAIIMIO HA CTPOUTENHCTBO JKUJIOTO JIoMa B
noc. Koueneso.

3aganue 2.

CocraBbTe  mHCBEMO-TIpockOy Camapckoil  HMHKYyOaTOPHO-NITULEBOTYECKONH  CTAaHIMH B
00JIaCTHYIO0 aIMUHUCTPAIIMIO O BBIJICIICHUH CPEICTB U3 00JIaCTHOTO Oro/pKeTa B cymme 150 MitH. pyo0.
710 Hayasa peajn3alyy MOJOAHAKA MITHIIBI HACEICHUIO.

3aganue 3.
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CocTtaBpTe COBMECTHOE MHCHMO-OTBET OOJIACTHOTO YMpaBJICHHUS 3APaBOOXPAHCHUS W
yTpaBieHus: GUHAHCOB M HAJOTOBOM MOJIMTHKH afMUHHCTpanuu LlenTpansHOTro paiiona r.o. TomeaTTa
O BBIJICIICHUU JOTOJHUTEIBHBIX aCCUTHOBaHUM M3 00JaCTHOrO OlO/pKeTa Ha OKa3aHHWE METUITMHCKOM
MTOMOIIY KUTEJIAM paiioHa.
3aganue 4.
CocraBbre muceMo OO0 «CamuHTek» B KOMUTET BHEIIIHEAKOHOMHUECKHUX CBsizer Poccuiickoit

d)ez[epaum/l O HaIIpaBJICHUAX CBOEH JESITEILHOCTU U C HpOCB6OI>i O BBIJCJICHUU KBOTBI Ha 3KCIIOPT B
2018 r.

3ananmue 5.

CocrtaBbTe NMUCHMO-IPOCHOY CaMapcKOro TYPHUCTUYECKOIo LieHTpa «Bosrape» B KOMHUTET IO
BHEITHE3KOHOMHUYECKON eATEIbHOCTH aJIMUHUCTPALIMU 00JIaCTU € MPOCHhOOM BBIIEIUTD JTULEH3UIO HA
BbIB03 B 2018 r. nmeca B JlutBy B kommuectBe 5000 ky0. M, Tak Kak OJHHM U3 YCIOBUN MOCTaBKU
Mebenu A TYpPUCTHUECKOro KOoMIuleKca B Bokckol 30HE OTAbIXa sBISETCS BCTPEUYHas MOCTaBKa
aeca.

Jluteparypa: 1-4, 5-9.

3ansTue 8.IlpaBusia u popmMbl KOMMEPUYECKOH MEPENUCKH C 3apy0eKHbIMU TAPTHEPAMU

3ananme 1.

CocraBbTe NHUCHMO-TIPOCKOY KOMMepdeckoro mnpeanpustus «Ctuiab» (paHiy3ckoil ¢upme
«IvesRoche» 0 mocTaBke My»KCKUX U KEHCKUX KOCMETUYECKUX CPEJICTB.

3ananmue 2.

CocraBpTe WH(pOpMAIIMOHHOE THCBMO KomMepdeckod ¢upmbl «Illuk» Hemernkon ¢upme
«I1IBap1p» 0 BO3MOXKHOCTH MPOJaKU BOJOIMYIHCHOHHOMN KPacKH.

Jluteparypa: 1-4, 5-9.

3ansaTue 9. Koppecnonaenuusi, cBsi3aHHasi ¢ IPOBeiecHUEM NMEPHOANYECKHX MepPONPUATHIA,
1 NIpoYasi KOPPeCIoOHAeH U
3aganue 1.
Hanummure nucbMo A€IOBBIM NApTHEpPaM C MPUIVIALIEHWEM IPUHATh YYacTHE B BBICTABKE
IPO/I0BOJILCTBEHHBIX TOBAPOB.
3aganue 2.
CocTtaBbTe MO3PaBUTENIBHYIO TEJIErpaMMy.
3aganue 3.
Hanummre 351eKTpOHHOE MHUCBMO ¢ KOMMEPUYECKUM MPEATIOKEHUEM.
Jlutepatypa: 1-4, 5-9.

3ansrue 10. Opranusamnusi padoThsl ¢ JOKYMEHTAMH, COAePKANUMH KOH(PUIeHINATbHbIE

cBeIeHHs
3aganme 1.
JlaiiTe XxapakTepUCTUKY KOH(UICHIIMAIBHBIX JOKYMEHTOB.
3aganmue 2.

CocTaBbTe CPaBHHUTEIBHYIO TAOJMILy OCOOCHHOCTEH pabOTHI ¢ BXOISMIIMMH W HCXOJSIIAMH
KOH(HICHIIHATIBHBIMH TOKYMEHTAMHU.
Jluteparypa: 1-4, 5-9.
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6. MeToauyeckne yKazaHus i 00yUAIOUIUXCS M0 OCBOEHHUIO TUCIHUIJIMHBI

HNHHOBAIMOHHBIE 06p330BaTe.TII>HI>Ie TEXHOJIOI'UMN

Buna o6pazoBaTenbHBIX
TEXHOJIOTHH, CPEICTB
Nepe1avyn 3HaHUM,
(dhopMupoBaHUs yMEHUH U
MPAKTUYCCKOI'0 ONbITa

Ne teMb1 / TEMa JIEKIUU

Ne mpakTuyeckoro
(ceMHHapCKOr0)
3aHATHUS/HANMEHOBAHNE TEMBI

Jlexuusi-nuckyccus

Tema 2: YnpaBneHueckast
JIOKyMEHTaIHs

3ansarue 2. YnpasieHYeCKas
JIOKYMEHTalus

3aganue 1.

[IpuBennre IIPUMEPBHI
oopmieHus OaT B Pa3IUYHBIX
JIOKYMEHTaX.

3aganue 2.

CocraBbTe 1 opopmuTe TaOIUILY
AHAINTUYECKUX JaHHBIX.
CdopmynupyiiTe BBIBOJBI 110
IIPEJICTaBICHHBIM
AQHAIUTUYECKUM JIaHHBIM.

O6cyxaeHue nmpooieMHON
CUTYyalluH

Tema 3: CocTaBieHue u
odopmIIeHHE OCHOBHBIX
JIOKYMEHTOB

3ausatue 3. CocTaBieHue u
0o OopMIIEHHE OCHOBHBIX

JIOKYMEHTOB.
3amanue 5.

COCTaBBTe HOHHBIﬁ KOMIIJICKT
JIOKYMEHTOB JINYHOT'O

IPOUCXOXKICHHUS, YUUTHIBAOIINX
pUeM Ha JIOJDKHOCTb, MEPEBO
BHYTpH OpraHu3alui,
yBOJIbHEHUE ¢ odopmiIeHHuEM
3aIUCeN B TPYIOBOM KHUXKKE.

Pa30op KOHKpETHBIX

Tema 6:CoBpeMeHHBIE CTIOCOOBI
Y TEXHHUKA CO3JIaHUs

3anstue 6 .CoBpeMEHHbIE
CIOCOOBI U TEXHUKA CO3/IaHHS
JOKyMEHTOB

3amanmue 1.

OpranuzoBaTh  MHTEPAKTUBHOE

. JOKYMEHTOB MIPOU3BOJACTBEHHOE COBELIAHUE C
CUTyanui
MOMOIIbI0 TIAKeTa TMPUKIIATHBIX
nporpamm Outlook.
Cnang-nexknus TEeMBI: 1-2
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B Hauanme cemecTpa CTyA€HTaM HEOOXOJUMO O3HAKOMHUTBCS C TEXHOJOTHYECKOH KapTou
JTUCHUIUIMHBL, BBISICHUTH, KaKW€ pe3yJIbTaThl OCBOCHMSI JUCUUIUIMHBI 3asBJICHBl (3HAHUSA, YMEHHUS,
NPaKTUYECKUN OMbIT). Il yCIEeNIHOro OCBOSHHS NUCLMILIMHBI CTYACHTAM HEOOXOIMMO BBITIOJIHUTH
3aJlaHusl, TPEyCMOTPEHHBbIE padodeil yuyeOHOW MporpaMMON JUCIUIIIMHBI M MPONUTH KOHTPOJBHBIE
TOYKM B CPOKM, yKa3aHHbIE€ B TeXHOJormyeckod kaprte (pazzmen 11). OT xayecTBa M MOJHOTHI MX
BBIMIOJIHEHUsSI OyJeT 3aBUCETh YpPOBEHb CGHOPMUPOBAHHOCTH KOMIETEHLMH W OIEHKA TeKyIIeH
ycreBaeMocTd 1o aucuuiuinHe. Ilo wuroram Tekymieil ycrneBaeMOCTH CTYICHTY MOXET ObITh
BBICTaBJICHA OLIEHKA IO IPOMEKYTOUYHOM aTTECTAallUH, €CJIM 3TO MPEAYCMOTPEHO TEXHOJIOTUYECKOU
KapToil aucuuruiHbl. COUCKH y4eOHBIX MOCOOMi, HayYHBIX TPYIOB, KOTOpPBIE CTYJCHTaM CIeIyeT
IIPOYECTh M 3aKOHCHEKTUPOBATh, TEMBI MPAKTHUYECKUX 3aHATUM M BOMNPOCHI K HUM, BONPOCHI K
T epeHIIMPOBAHHOMY 3a4eTy U JIpyrHe HeoOXOIUMbIe MaTepHaibl YKa3aHbl B pa3paOOTaHHOM JUIS
JaHHOW JUCLMIIUHBI y4eOHO-METOIMYECKOM KOMILIEKCE.

OcHoBHOI (POpMOIT OCBOCHMS TUCIUILINHBI SBJSETCS KOHTaKTHast paboTa ¢ MperoiaBaTesieM -
JICKIUHU, MPaKTUUYECKHE 3aHATHS, KOHCYJIbTAlMU (B TOM 4HCIE WHIUBUAYaJbHbIE), B TOM YHCIE
IIPOBOAMMBIE C IPUMEHEHUEM TUCTAHIIMOHHBIX TEXHOJIOTHUH.

[lo pgucuumnuHe dYacth TeM  (pa3lesoB) H3y4yaeTcsl CTYJIEHTaMH CaMOCTOSITENBHO.
CamocTosaTenbHas paboTa MpeaycMaTpUBaeT MOJATOTOBKY K ayJUTOPHBIM 3aHSATHSM, BBIMOJTHEHHE
3a7aHuil (MUCHbMEHHBIX pPAa0OT, TBOPYECKMX MPOEKTOB MU Jp.) MOATOTOBKY K IPOMEXKYTOUHOM
aTTecTaluu (3a4eTy C OL[CHKOM).

Ha nexnuoHHBIX ¥ MPAaKTHYECKHX 3aHATHAX, BBHIPAOATHIBAIOTCS HABBIKM W yMCHUS
00y4Jaromuxcsi MO0 MPUMEHEHHUIO TMOJMYYCHHBIX 3HAHUI B KOHKPETHBIX CUTYyallMsIX, CBS3aHHBIX C
Oynaymield mpodeccHoHaNbHON NesITeTbHOCThIO. [10 OKOHYaHWW W3Y4YeHHS AMCIUIUIMHBI TPOBOIUTCS
MPOMEXKYTOUHAs aTTecTalus (3a4eT ¢ OLIEHKOM).

PerynspHoe mnocemieHne ayJIuTOPHBIX 3aHATHH HE TOJBKO CIOCOOCTBYET YCIEIIHOMY
OBJIAJICHUIO 3HAHUSMHU, HO U TIOMOTaeT OPraHMU30BaTh BpeMs, T.K. BCE BHUJbI y4EOHBIX 3aHITHIA
pacrpesielieHbl B CEMeCTpe INTAaHOMEPHO, C YYeTOM HEOOXOIMMBIX BPEMEHHBIX 3aTparT.

[Ipu npoBeieHUH 3aHATUN UCTIOJIB3YIOTCS CAANA-TIEKIIMH 10 BCEM TeMaM JTUCLMILIAHBI.

6.1 MeToauyeckue ykKa3zaHusl AJdsi O0y4YalOIIMXCA IO OCBOEHHMI0 IHCHMIUIMHBI Ha
NPAKTHYECKUX 3aHATHSAX

[MpakTudeckue 3aHATHS 00yYarONIIXCsl 00SCIICYHBAIOT:

- MPOBEPKY U YTOYHCHUE 3HAHHM, TIOJTyYCHHBIX Ha JICKIIUAX;

- TIOJy4YCHHE HABBIKOB COCTABIICHHS JOKJIAIOB M COOOLICHHWH, OOCYKICHHS BOIPOCOB II0
y4eOHOMY MaTepHaty AUCIUIUINHBL,

- 00CyXJICHHE BOMPOCOB B ayJWTOPUH, PA3JCIICHHON Ha Tpymnmbl 6 - § oOydaronuxcs 0o
WHIMBUY AJTbHBIX;

- BBITIOJIHEHUE TIPAKTHYECKUX 3a/IaHUN TI0 COCTABIICHUIO U O(DOPMIICHHUIO TOKYMEHTOB;

- TIOJIBE/ICHUE MTOTOB 3aHATHUI TI0 PEHTUHTOBOWM CHCTEME, COTJIACHO TEXHOJOTHMUYECKOW KapTe
JVCIIUTUTAHBIL.

Coaepixanue 3aJaHuil 1JIs1 NPAKTHYECKHUX 3aHATHH
IpakTnyeckoe 3ansiTue mo teme 1. JlokyMeHT U cHCTEeMBbI JOKYMEHTALUU

Bonpocul ona obcyscoenus:

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

2. Yto Takoe JIeJI0MpON3BOJICTBO U JOKYMEHTHPOBAHHOE 00€CTICUCHNE YITPABICHUS ?

3. Kakue aransl CTaHOBIJIEHUS NIEPEKUIIO AETONPOU3BOACTBO B Poccun?

4. Yro Takoe «cucTeMa JOKYMEHTAIuN» U «yHU(PUIIUPOBAHHAS CUCTEMa JOKYMEHTAIuN»?
5. B deMm 3akirodaeTcs cyTh yHU(DUKALWMU U CTAaHIAPTU3ALUH B JIEIONPOU3BOACTBE?
Jlureparypa: 1-3, 8, 9,
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IIpakTH4yeckoe 3aHsITHE 10 TeMe 2. YpaBjeHYeCKasd J0KyMeHTalusA

Bonpocul ona 0bcyarcoenus:

1. KakoBo HazHauenue 'OCT P 6.30 — 20037

2. KaxoB coctaB pekBuznutoB, onpenensemsix ['OCT P 6.30 — 2003?

3. Yro npexacrapnseT codoi OyiaHK JOKyMeHTa?

4. KakoBbl TpeOOBaHUS K W3TOTOBJICHHIO, YUYETy, UCIOJb30BAaHUIO U XPAHEHHUIO OJIAHKOB C
BocnpousBenieHreM [ocymapcTBeHHoro repba Poccuiickoii denepanym u repooB cyOBEKTOB
Poccuiickoit ®enepanun?

5. Kakue MexXCTpOoYHbIE HHTEPBAJIBI IPUMEHSIOTCS TP 0()OPMIICHUN PEKBH3HTOB?

6. Kakue pazmepbl Oymaru pa3peuieHsl K IpUMEHEHHIO B IEJIONPOU3BOACTBE?

7. Kakue pazMepsl oJiel UCTONb3YIOTCS B TOKyMEHTaxX?

8. Kakue criocoOsl mpuMeHSIOTCs pu oopmiieHuu aat?

9. Kak oopmiisitoTcst B JOKYMEHTaX TaOJIAIIBI U BEIBOJIBI?

Jluteparypa: 1-4, 8, 9.

IIpakTHyeckoe 3ansaTHe M0 TeMe 3. CocTaBieHne U opopmiieHHe OCHOBHBIX JOKYMEHTOB

Bonpocul ona 06cyacoenus:

1. Kakue 1OKyMEHTBI OTHOCSITCSI K OpraHu3alOHHBIM ?

2. B yem 3axmodaercss 0COOCHHOCTh O(OPMIICHHS 3aroJIOBKa K TEKCTY B OpPTraHU3alMOHHBIX
JIOKyMEHTax?

3. Korna opranusanoHHbIe JOKYMEHTBI IPHOOPETAIOT FOPUANUECKYIO CUITY?

4. Kak cTpouTcs TEKCT B OpraHU3al[MOHHBIX JOKYMEHTaX?

5. Kak nmonro meiicTByeT OpraHH3allMOHHBIN JOKYMEHT? MOHO JM BHOCHTH M3MEHEHHUS B
TEKCT OPraHU3aI[IOHHOTO IOKyMEHTa?

6. Kakue cBenieHus JOKHBI COACPKATHCS B TEKCTE YUPEAUTEIbHBIX TOKyMEHTOB?

7. C KaKkoM LeNbI0 CO3/1al0TCS TUIIOBBIE U PUMEPHBIE OPTaHNU3AIIMOHHBIE JJOKYMEHTHI?

8. KakoBa cTpyKTypa TeKcTa MoJ0KEeH!s 00 opraHu3anun?

9. B 4em cOoCTOUT pa3Inyue TaKUX JOKYMEHTOB, KaK IUTAaTHOE paclHUCaHUE U CTPYKTypa,
HITaTHasi YUCIEHHOCTh?

10. IloueMy [OMKHOCTHAsE HHCTPYKLIMS HE COCTaBISAETCS JUIsl KaTErOpUM  CIIy Kalllux
«pykoBoguTENN»? UTO TOIKHO COAEPKATHCS B TEKCTE KAXKIOT0 pa3jeia JOJKHOCTHOW HHCTPYKIUU?

11. Kakue BuIbl OpraHU3aLMOHHO-PACHOPSAIUTENBHBIX JOKYMEHTOB OTHOCATCA K
pacnopsaauTeIbHBIM?

12. [louemy pacnopsIUTEIbHbIE TOKYMEHTBI OTHOCATCS K TIPABOBBIM aKTaM?

13. Korna pacnopsautesibHble TOKYMEHTHI BCTYIAIOT B CHITY ?

14. Kak paznuuatotcs 1o cepe AeicTBUS pacopsiIuTeNbHbIC TOKYMEHTHI?

15. Yto siBnsieTCs OCHOBAHUEM ISl PACTIOPSIAUTENBHOTO TOKYMEHTa?

16. Kak cTpouTCsl TEKCT pacopsAUTENBHOIO TOKyMEHTa?

17. Kakue opranbl IpUHUMAIOT MIOCTAHOBJIEHUE?

18. B kaxoii ¢popme U3Iat0TCsi COBMECTHBIE PACHIOPSIIUTENbHBIC TOKYMEHTHI?

19.11o kakuM BompocaMm U3JAI0T PACHOPSHKEHUS U YKa3aHUs?

20. Kakue JOKyMEHTBI OTHOCSTCS K IpYTIe CIPAaBOYHO-UH(POPMALMOHHBIX ?

21. Ha kakux 61aHkax ohOpMIISFOTCSI CITPaBOYHO-UH()OPMAITMOHHBIE TOKYMEHTHI?

22. Kakue OBIBAIOT BHJIBI POTOKOJIOB, M U€M OHU OTIMYAIOTCS JIPYT OT Apyra?

23. Kak odopmiisercst BHEIIHS JOKIJIaIHAS 3aITUCcKa?

24. Yo BXOIHUT B COCTaB KaJpOBOM JOKyMEHTALUU?

25. Kakas moxymMeHTaIis UCIIONb3yeTCs TP MMpUeMe Ha padboTy?

26. Kakumu nokymeHTaMu o(hopMIIsieTcs mepeBo]] paboTHUKA?

27. KakoB cocTaB JOKyMEHTAIUH, UCTIOIB3YEeMOM MTPH YBOJIbHEHUH PAOOTHHUKA?

28. KakoBbl 0cOOEHHOCTH 0POPMIICHHS TPUKA30B IO JTUYHOMY COCTaBy?

Ipakmuueckue 3a0anus:
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1. Pazpabotaiite MoNOXKEHHS O IUIAHOBO-SKOHOMHUYECKOM OTJEeNe, OTAele MapKEeTHUHTa,
otaene cObITa, OyXTraXTepuu, TEXHOJIOTHYECKOM OTAETIe, OTJele KauecTBa, OTaele HH()OpMaIMOHHON
0e30MacHOCTH, OT/eNe MPoJax, GUHAHCOBOM OTJENe, TPAHCIOPTHOM OTJIENEe, OTJENEe JOTHCTUKH U T.
.

2. PazpabotaiiTe MOMKHOCTHBIE MHCTPYKIUU: PAOOTHHKA MJIAHOBO-d)KOHOMUYECKOTO OT/AENa,
paboTHHKa OTAeNa MapKeTHHIa, SKOHOMHCTAa MO TpyHay, oTAesa WH(OPMAIMOHHON O€301acHOCTH,
OTJIeNa MpoJax, OyXranTepuu, OTAeNa KayecTBa, TPAHCTIOPTHOTO OT/eNa, OT/elNa JOTUCTUKH U T.11.

3. CocraBbTe JBa MpHKa3a 0 OCHOBHOM I€ATEIbHOCTH NMPEATPUATHS.

4. CocTaBbTe HECKOJBKO CIIPAaBOYHO-MH(POPMAIIMOHHBIX JOKYMEHTOB.

5. CocTaBbTe TOJHBIA KOMIUIEKT JOKYMEHTOB JIMYHOTO MPOMCXOXKACHUS, yUUTHIBAIOIINX
npueM Ha JOJKHOCTh, MEPEeBOJl BHYTPU OpraHU3allMu, yBOJIbHEHUE C O(opMmIIeHHEM 3amuceil B
TPYIOBOM KHMIKKE.

KoMIuiekT BKIII09aeT ciaeayoniiue JOKyMEeHTHI:

—  pe3ioMe;

—  3asBJICHUE;

— ankera (aBrobuorpadus);

—  TPYJOBOH KOHTPAKT;

—  TIpUKa3 O IpHUeMe;

—  3alUCh B TPYAOBOM KHUXKKE;

—  o(hopMIIEeHHE TUYHON KAPTOUKH U JIMYHOTO JIeTIa;

—  3asBJICHUE O MEepeBo/ie (IOKIaIHas WIH CIyKeOHas 3amucka HadyalbHHUKA MOApa3IeIeHHs O
nepeBojie pabOTHHUKA HA IPYTYIO JOJDKHOCTH);

—  TpHKa3 O MEePEBOJIE;

—  3aHECEHHE 3aMuceil B TPYIOBYIO KHIDKKY M JTHYHYIO KaPTOUKY;

— 3asBIieHHEe 00 YBOJBbHECHMHM (IOKJIAAHAS WM CIIy)KeOHas 3amucKa HadaJlbHHUKA
noJpasiesieHus 00 yBOJbHEHNU paOOTHHUKA C YKa3aHUEM OCHOBAHUS HIIU MPUYUHBI);

—  mpuka3 00 YBOJIbHEHUH;

—  3aHECEHHE 3aMMceil B TPYJOBYIO KHIDKKY M JMUHYIO KAPTOUKY.

3aoanus ona cocmasnenus npuKazo8 o OCHOBHOU OesIMeNIbHOCIU NPeONnPUSMUSL

1. CoctaBbTe IpUKa3 MO CTPOUTEIHHON OPraHU3AIMU O CPbIBE CPOKOB CAA4M JOMa IO
NPUYMHE HECBOEBPEMEHHOT'O BBIIIOJIHEHHUSI padOT MO 3MEKTPOMOHTaXYy. [IpHunHON MPHOCTAaHOBJICHHUS
paboT SBUIOCH TO, YTO areHT MO CHAOKEHUIO AJIEKTpoMaTepualaMy He BBILIET Ha padoTy, B CBS3U C
YeM MpEeANpHUsITHE HE MOJY4YHIIO B ycTaHOBIEHHBIH cpok 300 merpoB kabens. B pacnopsautensHoi
YacTH NMPHUKa3a He0OOXOIMMO J1aTh YKa3aHUE HayaIbHUKY OT/eJa CHA0XKEeHHs O IPUHATUU MEP B CIy4yae
OTCYTCTBUSI pabOTHHKA, HAXOISMIETOCs B €ro MOJYUHEHHH; PyKOBOAMTENIIO, OTBEYAIOLIEMY 3a IUIaH
BEJICHUSI CTPOUTEIHCTBA, — 00 OOPMIIEHUM HEOOXOAUMBIX JOKYMEHTOB O MEPEHOCE CPOKOB CIauM
00BEKTA.

2. CocraBpTe TMPOEKT TMpuKaza 1O (aKTy BO3TOpAaHMs CKIAJICKOTO XO35AWCTBa Ha
OPEANPUATHNA BCICACTBAE 3aMBIKaHUS MPOBOJKU, B CBA3M C YeM OpraHu3alys MOHecna ymepd B
pasmepe 100 TeICSIY pyOnel, a CTOPOXXK TMONYYWI HMHTOKCHKAIIMIO YrapHelM Tra3oM. B
pacnopsAUTENbHOM YacTH IpHKa3za JaliTe YKa3aHUE O BBISICHEHMM IPUYMHBI IPOUCIIEIIIETO M
MCIIPABJICHUU JIOMYIIEHHBIX OLUIMOOK.

3. Hanmumure npoekT npukasa 1o OpraHu3aluy, 3aHUMAIOIIEHC pealn3auuen IeTCKOro
MUTaHWsA, TI0 TIOBOJAY akTa Ha B3bickaHue mrTpada B pasmepe 500 Teicsu pyOsei, cOCTaBICHHOTO
ToproBoii MHCHEKIMEH B CBSI3M ¢ OOHAPY>KEHHEM B IMPOJAXKE IMIOPE C MOBBIIICHHBIM COJEPKaHHEM
KOHCEpPBUPYIOUIUX BEIIECTB. B pacrnopsauTeNbHONM 4acTH ClelyeT yKas3aTh JOHKHOCTHOMY JIMILY,
OTBEYAIOIIEMY 32 TPOBEPKY CEepTU(UKATOB, O HEOOXOIMMOCTH TMPHHATH MEPHl MO HEIOIMYIICHUIO
JTAaHHOW CUTyalluy B TaJIbHEHIIIEM.

4. CocraBbTe MpHUKa3 MO MACOKOMOMHATY O 3aITyCKe B TEYEHHUE JIByX MECSIIEB HOBOTO IIeXa
0 IPOU3BOCTBY Moy daldpukaToB. B pacnopsauTenbHoil yacTu naiiTe yka3aHue Ha HE0OOXOIUMOCTb
COCTaBJICHUS ILTATHOTO PaclUCaHMsl, IPOBEACHUS Ha0Opa CIIEIIMATIUCTOB, OPTraHU3alUU O0YUCHHUS.

5. CocraBbTe MPOEKT NpPHKa3a IO CO3JAAHUI0 OTJe]a MApKeTMHIa W pPEKJIaMbl Ha
npeanpustuy. Jlaiite pacnopspkeHue o Habope Ha KOHKYPCHOH OCHOBE CIEIHATIMCTOB IO JAHHOMY
HAIpPaBJIEHUIO, COCTABIICHUU TMOJNOXKEHHUsI 00 OTAeNe U JOJDKHOCTHBIX MHCTPYKIIMM, BHECEHHH
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U3MEHEHHUs B IUTAaTHOE paclucaHHe, pacyere 3apabOTHOM IIaThl, OOECHEYEeHUH MaTepHalIbHO-
TEXHHYECKOH 0a3bl IJIsi pabOTHI OTACTIA.

6. CocraBbTe NPOEKT MpHUKa3a MO0 MICOKOMOMHATY O HEpalMOHAIHLHOM HCHOJIb30BAHUU
OTXOJIOB KOCTEH Imociie cpe3a Mmsca. B pacnopsautenbHOW yacTH JaiTe yKa3aHHE JOJIKHOCTHBIM
JMLlaM HalTu moTpebuTenel AaHHOW MPOAYKIUH, YCTAaHOBUTH LIEHY, HauOoJiee yAOBIETBOPSIOLIYIO
MOKYTaTesel, yCTAHOBUTh TpauK OTIyCKa U TPAHCIOPTUPOBKH MPOTYKIUH.

7. CocrtaBbTe MPOEKT NpHKa3a 1Mo padoTe CeTH MPOIYKTOBBIX Mara3uHOB O IJIAHUPOBAHUU
OTKpbITHs ¢uinana B ropoae Cei3panb. JlaiiTe ykazaHue o0 WM3y4eHMM pbIHKa cObITa B JJAaHHOM
peruoHe, NpeAoCTaBIeHUH UH(OPMAIMM O KOHKYPHUPYIOIUX (UpMax, BBISCHEHHHM CPEIHEro ypOBHS
3apaboTKa NOTpeOUTENEH; YKa)KUTE JOJKHOCTHBIX JIUI, OTIPABJIIEMbIX B 3TOT FOPOJi C KOHKPETHBIMU
3aJaHUsIMU U CPOKaMH MCIIOJHEHMS; paclopsIuTech O IPOBEJCHUH (PMHAHCOBBIX pAcyeToB Ha
peanusaluio 3T0ro MEpOIpPUITHS.

8. CocraBbTe mpHKa3 TIeHepajdbHOro nupekropa HemyoaumuHoro AO «Kopmer» 00
U3MEHEHHUH TpaduKa paboThI CITyKaIlIUX OT/AeNa Oyxranrepud. B KoHCTaTHPYIOMIEH YacT yKaKuTe Ha
IPOM3BOJICTBEHHYI0 HEOOXOAMMOCTh M HAJIW4Me JAOKIaJHOW 3alMCKM HaudalbHUKa oTAena. B
pacropsaIuTeIbHON YacTu oOpaTHTe BHUMAHHE Ha OPTaHU3AIMIO CBEPXYPOUYHOH paboThl B cyOOOTHHE
JTHU U TIPE/IJIOKEHUS IO UX OIljaTe.

0. CocraBbpTe mpukaz gupekropa Hemyommaaoro AO «CepBHUC» O BBIIUIATE JCHEKHBIX
CpEICTB Ha KOMaHAMPOBOYHBIE pacxoibl yuacTHUKaM Beepoccuiickoro ¢opyma. JleHexHble cpeacTBa
JIOJDKHBI OBITH BBITUIAYEHBI U3 PE3E€PBHOTO (DOHJIA OIIIATHI TPY/Aa B pa3Mepe ABYXCOT pyOieil B IeHb U
TBICAYM PyOJIel Ha TPAHCIIOPTHBIE PACXOIBI.

10.  CocraBpTe mHpHKa3 O BHECEHMM M3MEHEHUMH B  IUTATHOE  paclUCaHUE
ITAO «Ilnams» B cBs3U C miepenayeii 00beKTa Ha 00CITY)KHBaHKE BO BHEBEJOMCTBEHHYIO OXpaHy.
11.  CocraBbTe HpHKa3 reHEPaIbHOTO AUPEKTOpa (PUPMBI O JHMIICHUHM NPEMUH 3a arpeib

2017 roma B pasmepe 20% pabotHukoB otaena mapkerunra Jlamuna A.B., Cemosa I1.O. 3a
HEHaJIeXkallee UCIOJIHEHHUE CBOMX OJDKHOCTHBIX OOS3aHHOCTEH M HapyLICHHWE HCIOTHUTEIbCKON
JUCIUIUIAHBI.

12.  CoctaBbTe IpHKa3 T€HEPATHHOTO AUPEKTOpa GupMbl 0 HakazaHuM Boautens [lerpoBa
A.B. Ha ocHOBaHMHU aKTa OleHKHU ToBpexaeHnit aBToMoomtst BA3 1110 roc. Ne E909MB B pesynbrare
JOPOXKHO-TPAHCIIOPTHOTO TpouciiecTBus. Hakazanue He0OXOIMMO NMPOU3BECTH IMyTeM OObBSBICHHS
CTPOTOro BBIFOBOpa W YJEp>KaHUS M3 3apabOTHOI IJIaThl BOJUTENS JCHEKHOW CYMMBI B pa3Mepe
15000 (st THICSY) pyOIIeH.

13. CocraBpre mnpukaz gupekropa IIAO «Xpom» 0 TpeMHUPOBaHHH PaOOTHUKOB
¢unancoBo-3koHOMUYeckoro otaena MBanoBoit A.C., KypuaroBa S.K., Mensmosoii IO.U. u
Coxkonona E.H. 3a yuactue B exxeronnom popyme «TexHonoruu u s3koHOMHKa». [Ipemust Beigaercs u3
¢doHIa MaTepuabHOTO MOOIIpeHus B pazmepe 50% eXeMecsIYHOro JOHKHOCTHOTO OKJIaja.

14. CocraBpTe TmpuKa3 00 00sA3aTEIbHOM TIPOXOXKJIEHWHW KypPCOB II0 TOBBIIIICHUIO
kBamudukamuu cexperapeid ITAO «IIpom» B mepuox c¢ 17.05.2018 mo 17.08.2018 mo axmpecy:
r. TonbstTH, yn. Kommynuctuaeckas, a.25.

15.  CocraBbTe NpUKa3 IUPEKTOpa MNPEANPHATHS O MPEMUPOBAHHHM BCeX pabOTHUKOB
(UHAHCOBO-2KOHOMUYECKOT0 OT/IeNa, CTaX paboThl KOTOPHIX B HemyOnuuHoM AO «Beimmen»
npesbimaer 25 jer. Ilpemus Bbimaercs u3 (OHIA MaTepUAILHOTO MOOLIpeHus B pasmepe 60%
€KEeMECSIYHOTO JIOJKHOCTHOTO OKJIaJa.

16.  CocraBbTe MpHUKa3 O MPEMUPOBAHUN PAOOTHUKOB IJIAHOBO-9KOHOMHYECKOTO OTJIENa 32
JOCPOUHYIO pa3paboTKy IMaHa 1o cObITy mnpoaykuuu. Ilpemuss Bwimaetcss B pasmepe 40%
€KEMECSYHOT0 JJOJLDKHOCTHOTO OKJIaza u3 (POHIa MaTepUaIbHOTO MOOLIPEHHS.

17. CocraBbTe PHUKa3 O pe3yibTaTax peBU3NN (PHHAHCOBO-X035WCTBEHHOM JIEATEILHOCTH B
2017 r. B [IAO «Bomnra-cBsa3b». B koHCTaTHpYIOIIEH 4acTH YKaXXUTE HA HEOOXOIUMOCTh 00eCTIedeHHUs
IIEJICBOTO PACXOJIOBaHMsI CPEACTB (QeaepalbHOro Oromkera W 3PQHEKTUBHOTO HCIOIb30BaHUS
BHEOIOJUKETHBIX CpPEACTB, a TaKKe IMPEecedyeHus HapymeHuid B (PUHAHCOBO-XO3SIMCTBEHHON
NesTeNIbHOCTH. B pacnopsauTenbHo yacTh 00paTUTe BHUMAaHUE TJIABHOTO OyXrajiarepa Ha MOBBIILICHUE
TpeOOBaTENbHOCTH K pPa0OTHUKAM OyXraaTepuu B 4YacTH BEACHUS OyXraJTepcKkoro ydera H
otdeTHOCTH. JlaiiTe 3amanne pabOTHHUKY, OTBEUAIONIEMY 3a paboTy OyXxraiaTepuu, Ha pa3pabOTKy Mep
M0 YJIYYIIIEHUIO ATON PabOTEHI.
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18.  CocraBbre mnpuka3 gupekropa [TAO «Bonra-cs3p» 0 NpeMHpOBaHHU PaOOTHHUKOB
(uHAHCOBOTO OTHENa 3a ydacTue B pa3pabdOTKe IJJaHa TEXHUYECKOro IEPEBOOPYKEHUS U
pexoHcTpykiuu ATC-23. [Ipemus BbiaeTcs u3 GoOHIa MaTepUaNbHOro moouipeHus B pazmepe 5000
pyoOei.

19.  CocraBbTe mpHKa3 O NMPEMHPOBAHUU PAOOTHHUKOB KaJpPOBOTO OTJENa aMUHHCTPALUU
Komcomomneckoro paiiona 3a 3ddextuBHYI0 paboTy 1o pa3pabOTKe TEKYIIMX U MEPCHEKTHBHBIX
riaHoB. [IpeMus Beigaercs u3 poxaa omaarsl Tpyaa B pazmepe 30% JOHKHOCTHOTO OKJIaja.

20.  CocraBbTe MpHKa3 O MPOBEACHUU PEMOHTHBIX pabOT B 3[aHUU YTPABICHUS B CBSI3U C
BBIXOJIOM M3 CTpPOS CHUCTEMBbl BEHTHWISALMH. B pacnopsauTenbHOM uyacTH oOpaTuTe BHUMaHHE Ha
HOPSIZIOK  TIPOBEACHUSI TOATOTOBHTENBHBIX pabOT, OMNpEAENUTe CTPOrHe CPOKH BBIIIOJHEHUS
HOJTrOTOBUTENBHBIX U PEMOHTHBIX paboT.

21.  CocraBpTe mpUKa3 TE€HEPAIbHOIO JUPEKTOpa MYHHUIUNAIBHOIO  YHUTAPHOTO
npeanpustus «IIpousBoacTBeHHOE 00BEAMHEHHE KOMMYHAJIBHOTO XO3fHCTBa TI.0. TomparTu» o
BBIJICTICHUM JICHEXXHBIX cpeacTB B pasmepe 200 Twic. pyOsieli Ha mpuOOpPETCHHE OPTTEXHUKH IS
(uHAHCOBOTO OTAENA.

22.  CocTaBpT€ TpHUKA3 TEHEPAITBHOTO IUPEKTOpa MPEONpPUSATHS 00 OCYIIECTBICHHU
KOMIICHCAI[MOHHBIX BBIMJIAT PabOYMM MPOM3BOJCTBEHHBIX IIEXOB B CBSI3U C YXY/IIIEHUSIMH YCIOBUH
Tpyaa. BeImmaTel ocymecTBISIOTCS U3 pe3epBHOro Gonma B paszmepe 15% TapudHoii cTaBky.

23. CocraBpTe TMpUKA3 TEHEPATHHOTO JTUPEKTOpa O TMPEMHUPOBAHUU PaOOTHUKOB
(MHAHCOBOTO OTHENA 32 JOCPOYHYIO Pa3pabOTKy MHBECTUIIMOHHOTO Ipoekra. [Ipemus BblnaeTcs u3
dona maTepuanbHOro nooupeHus B pazmepe 10% q0mKHOCTHOTO OKJIaaa.

24.  CocraBpTe IpHKa3 O BBeAeHUU HOBbIX IIpaBus BHyTpeHHero pacnopsaka. B
KOHCTaTHPYIOIEH 4YacTH HEOOXOAMMO OOO3HA4YMTh, YTO LEJIbI0 COCTABJICHUS IpHUKa3za SBISAETCA
yJIy4lIEHUE TPYJOBOH IUCUUIUIMHBIL. B pacnopsauTenbHON 4acTM — yKa3aThb CPOKM BBEJIECHUS B
neiicrue [IpaBuil, HA3HAYUTH OTBETCTBEHHOT'O 3a BHITIOJIHEHUE JAHHOT'O NPUKa3a.

25.  CoctaBbTe mNpHKa3 00 0OeCleYeHWH NPOTUBOMOKAPHONW OE30MACHOCTH U YCHIICHUU
OXpaHbl B TNEpHUOJ Mpa3AHUYHbIX AHEH. OmnpenenuTe OTBETCTBEHHBIX 3a YOOPKY TEppPUTOPUHM U
IPOBEPKY COCTOSHUS 3JeKTpoobopymoBanus. IIpenocraBbTe CHUCOK JMI, NpeObIBAaHHE KOTOPBIX
00s13aTeJIbHO Ha MPEANPUATUH B IPa3AHUYHbIC THH.

26.  CocraBbTe MNpHKa3 reHepalbHOro aupekropa HemyOmuyHoro AO «Komcomonbekuii
MSICOKOMOMHAT» O MOBBIIIEHUHM 3apa0OTHOM IUIaThl Ha MATHAALATH MPOLEHTOB OT €XKEMECAYHOIO
JIOJDKHOCTHOTO OKJIaJa paOOTHHUKOB OT/eNla MapKeTHHra 3a 3((peKTuBHOE MpOBeIeHUE UCCIICAOBAHHUMA
MOTPEeOUTETHCKOTO PHIHKA.

27.  CoctaBbTe mpuKa3 renepaibHoro aupekropa [TAO «I'pana» 00 yBenTu4eHUN YCTaBHOTO
KanuTasa oOmiecTBa. B KoHcTatupylomied dyacTh ykaxkute Ha pemenue OOmero coOpaHus
akunoHepoB U llonmokenue o mopsAake yBenuueHUs (YMEHBUIEHMs]) YCTaBHOIO —KamMTaja,
yTBepkJIeHHOe COBETOM AUPEKTOPOB OOIIECTBA.

B pacniopsauTenbHON 4acTH JanTe 3alaHusl PyKOBOAUTENSM, OTBEUYAIOIIMM 34 PErHMCTPALMIO
JIOTIOJTHUTEILHOTO BBIMTyCKa aKIWi, 00 WH(OOPMUPOBAHMH PETHCTPAIMOHHOW manaTtel U Hamoropoi
MHCIIEKLIMM O BHECEHUU U3MEHEHUH B yCTaB 00IIeCTBa.

28. CocraBpTe MpUKa3 HadaJIbHUKA YTIPaBJICHUS IIKOJ O TOJITOTOBKE IIKOJ 00JIACTH K
HOBOMY y4ueOHOMY rojly O Hauaua 3aHsATHH B y4eOHBIX 3aBeneHusX. [laiite 3amanue pabGoTHHKaM,
OTBEYAIOIUM 3a PEMOHT LIKOJI, HA IPUHATHE MEp MO YIYUIIEHUIO COCTOSHUS y4eOHbIX 3aBEICHUN B
o0macTH.

29. CoctaBbTe TMIpUKa3 O Mepax IO YCTPAHEHUIO TIOCIEACTBHI IMOXapa B OTIENe
MmapkeTuHra Ha npeanpusatuu OO0 «CenHay.

B kxoHcTaTHpyromel 4yacTH yKa)KUT€ B KadyeCTBE NPHUYMHBI M0OXAapa OTCYTCTBHE JOJIKHOIO
MHCTPYKTaXa I0 MOKapHOH 6€301MacHOCTH.

B pacnopsautenbHoi 4acTu oOpaTUTe BHUMaHUE HA JIeHCTBUA paOOTHUKOB MPENIPUATHS 110
JUKBUAAUUM Toxapa. CrenaiiTe BBIFOBOP HAYyalbHUKY OTJENa 10 TOXApHOH OE30MacHOCTH
npeanpusatus OO0 «Cennay». IlpuMutre Mepbl 1O MPOBEICHHIO B JaJIbHEWUIIEM WHCTPYKTaXa IO
NoXKapHOW 0€30MacHOCTH cpeau pabOoTHUKOB mpeanpusTua. Hamo Takxke oOpaTuTh BHHUMAaHUE Ha
BbIJIauy JIEHEKHBIX CPEJICTB M3 OyXrajaTepuu HpenpusTHs, KOTOpble HEOOXOAMMO HAIpaBUTh Ha
YCTpaHEHUs MOCJIEACTBUN TIOXkKapa.
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30.  CocraBbre npukas o 3axioueHnu npeanpustueM OO0 «Cenna» norosopa pakTopuHra
¢ «H1Koiim» —6aHKOM.

B koHcTaTupytomell 4YacTH yKaXUTE O HEOOXOIUMOCTH HaJIM4YMsl CBOOOJHBIX JEHEXKHBIX
CPEJICTB B PACIIOPSKEHUU MPEAIPUATHUS.

B pacnopsauTenbHON YacTH yKaXXHTE 3Tallbl 3aKIIOUEHHs J10roBopa (pakTopuHra ¢ GaHKoM
(mpeaBapUTENbHOE COTJIAIIEHUE W HENOCPEACTBEHHOE 3aKJIIOUEHUE JO0roBOpa), a TakkKe Mepbl
omoBemeHuss  npeanpustus — nokymarens OOO  «llpomusmar», ubl0  3a10JKEHHOCTh
000«Cenna» npogaet 6anky. Heo6xoaumo 1aTh 3a1aHKE 10 NPUHATHUIO U YUETY JIEHEKHBIX CPEJICTB,
NOCTYNHUBUIMX OT OaHKa, Ha OajaHce MPeANPHUSTHS.

31.  CocraBpTe  mpHKa3z  JUpPEKTOpa  3aBojla O  NPEMHUPOBAaHUM  PaOOTHUKOB
IPOM3BOJICTBEHHOTO 11€Xa 3a BBICOKYIO IPOU3BOAMUTENBHOCTh TpPyZJa M JOCPOYHBIM BBIMYCK
npoxaykiuu. [Ipemust momkHAa BBIIaBaThes W3 (OHIA MATEPHATIBHOTO MoompeHus B pasmepe 70%
€XKEMECSYHOr0 JOJDKHOCTHOTO OKJIaja.

32.  CocraBbre npuka3 qupekropa OO0 «IIporpecc» o pesyibTarax aHaian3a (GUHAHCOBOTO
COCTOSIHUS ~ mpennpusAtus. B KoHcratupylomed — 4yacTh  HeoOXOAMMO  yKa3aTb  Ha
HEYJIOBJIETBOPUTEIIbHBIE PE3YJIbTAThl, MOJYyUYEHHBIE B XO/€ aHanu3a (uHaHcoBOro coctosHus OO0
«IIporpecc», npoBeaeHHOTO (GUHAHCOBBIM oOTxenoM mo uroram 2017 roma. B pacnopsiiutensHON
YacTH yKa3aTh Ha HEOOXOJMMOCTb IPOBEJIECHUS COBELIAHUS MO pe3yjbTaTaM aHalIu3a (PUHAHCOBOTO
coctostaust OO0 «IIporpeccy, 00s13aTh HauaaTbHUKA (PUHAHCOBOTO OT/IENIa BHICTYITUTh HA COBEIIAHUU C
JIOKJIQJIOM, OTPAKAIOIIMM  pEe3yJbTaThl aHanu3a (UHAHCOBOTO COCTOSIHUSL —MPEANPUATUS H
IPEI0KEHUSIMU o HOBBIIICHUIO (uHaHCOBOM YCTOMUMBOCTH
OOO «IIporpeccy. Takxke 00s53aTh PYKOBOIUTENECH KOHKPETHBIX CTPYKTYPHBIX IOJpa3ieiIeHun
BBICTYIUTh Ha COBEIIAaHUU C MPEAJOKEHUSAMU [0 MOBBIIIEHHIO KOHKYPEHTOCIIOCOOHOCTH
OPEANPUATHS, M0 YIYUIICHHIO ero (PMHAHCOBOTO COCTOsIHMSA. KOHTpOJb 3a MCHOJIHEHHWEM NpHKa3a
BO3JIO)KUTh HA UCTIOJIHUTEIIBHOTO JUPEKTOpA.

33.  CocraBbTe mpukKa3 00 utorax padoThl IJIAHOBO-3KOHOMHUYECKoro otaena B 2018 roxy B
I[TAO «TpanchopmaTop». B KoHCTATUPYIONIEH YacTH YKaKUTE HA HECBOCBPEMEHHOE TPEIOCTaBICHUE
CHENHATUCTaMH OTYETOB O paboTe MPEANPHUATHS PYKOBOAUTEINIO MIIAHOBO-3KOHOMHYECKOTO OT/eNa, B
pacnopsIuTeIbHON 4acTH 0OpaTUTEe BHUMAHUE PYKOBOAMTENEH Ha MOBBIICHUE TPeOOBaHUI B YacCTH
00513aTEIbHOCTHU MPEAOCTABICHHUS OTYETOB O PabOTE MPEANIPHUITHS B CPOK.

34. CocraBpTe mpuKa3 o HakazaHuu padoTHHKOB [TAO «ABTokap». B koHCTaTupyroImei
4YacTH YKa)XUTE Ha HapyuieHue mnyHkra 4.6. IlpaBuwi BHyTpeHHero tpynoBoro pacnopsanka ITAO
«ABTOKap» HHKEHEPOM-3KOHOMUCTOM MPOU3BOJACTBEHHO-3KOHOMUYECKoro otaena Ilasnossiv B.B. u
MH)XEHEPOM-TEXHOJIOIOM TEXHOJIOrMueckoro oraena Kauanosoi
M.IO. B pacniopsiauTeIbHON YaCTH YKaXUTE HA HEJOCTATOYHBIM KOHTPOJIb 32 TPYJIOBOW TUCIUIIIIMHON
B CBOUX KOJUIEKTUBAaX HAYaJbHUKOB IPOU3BOJCTBEHHO-DKOHOMHUYECKOIO U TEXHOJOTHYECKOTO
OTJIEJIOB.

35.  CocraBbTe IpHKa3 0 MpoBeaeHU pekiaamHoi kamnanuu ITAO «ABrokap» B mae 2018
I. B CBSI3U C PACIIUPEHUEM BBIMYCKa HOBBIX BUIOB MPOIYKIHMU U €€ NPOJABUKEHUN HA HOBBIE PHIHKH
cobiTa. B pacnopsauTenbHON YacTH OOpaTUTe BHHUMAHHE Ha TIOBBIIIEHHWE TpPeOOBATEIBHOCTH K
UHPOPMHUPYEMOCTH MOTpeOUTENIe O MNpEerMyINecTBaX KadyecTBa M OTIMYMTEIbHBIX CBONCTBAaxX
peximaMupyemMbIx ToBapoB. JlalTe 3ajaHue OTAENy MapKeTHHra pa3pa0oTaTh IUIaH PEKIaMHOM
KaMIIaHWH.

36.  CocraBbTe mpHKa3 O TNPOBEACHMM HUTOIOBOM aTTECTAlMM pPYKOBOAMUTENEH U
CIIEMAIUCTOB aTrTecTaimoHHoN kKomuccuen B 2018 roay B [TAO «ABTOBA3».

B koHcTaTHpyromen 4acTd YKaKMT€ Ha HEYJOBJICTBOPUTEIBHBIA pE3ybTaT IPOBEACHHOMU
UTOrOBOM aTTeCTallMM PyKOBOJUTEIEH U CIIELUAIIMCTOB OT/ela KaJpoB.

B pacnopsauTenbHON yacTy JanuTe 3alaHue aTTeCTAllMOHHONM KOMUCCHH COCTaBUTh IIPOTOKOJI O
IPOBEICHHOW MTOrOBOM aTTECTAllMM PYKOBOAMTENEH M CIELUAINUCTOB OTAENa KaJpoB, IPOBECTU
MOBTOPHYIO UTOTOBYIO aTTecTaluio B cpok a0 15.06.2018.

Ha3naubTe Ha JOKHOCTh HadajbHHMKA OKOpO MO paboTe €O CIyKallMMHU OTHeNa KaJIpoB
CIEIMAJINCTA C BBICOKUM PE3yJIbTaTOM UTOIOBOM aTTECTALMU.

3aoanus ona cocmasnenus CnpagoyHO-UHGOPMAYUOHHBIX OOKYMEHMOE:
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1. CocraBbTe A0KIaIHYIO 3anucKy Oyxrantepa Tumommuoi W.II. rmaBHOMy Oyxranrepy
00O «Py6un» bubmuueny I1.I1. o mpousBenennoit TumommHon M.I1. mpoBepke BBITOTHEHHUS TPUKa3a
mupekropa oT 00.00.0000 Ne 92 «O cocTossHUM OyXTraaTepcKoro ydera Ha CTPOUTEIbCTBE Oa3bl
oTIbIXa B paiione JKurysneBckoro Mopsi». B mpukase ObUIM yKa3aHbl KOHKPETHBIE CPOKU JIMKBUIAIINN
HE/I0CTaTKOB, OOHapy>keHHbIX B ceHTs10pe 2018 roxa. B noknanHoii 3anucke AOMKHO OBITh OTMEUEHO
BBITIOJIHEHHE BCEX ITyHKTOB IpHKa3a, 3a WCKIIOYEHHEM ITYHKTOB OO0 OpraHM3alud PaBHOMEPHOU
€XeTHEBHOH ciaun pabouynMMH Hapsaa0B Oyxraiarepuu. BeisBieHo, 4To 25 oKTS0pst ObLIIO CAAHO TOJIBKO
35,2% Bcex HapsnoB. OcranbHble Hapaasl caaHbl 1 HOgOps. [lo rpaduky cpok cmaum mocieaHux
Haps/I0B 32 NPOIUIBII MeCALl YCTAaHOBJIEH IIEPBOr0o YKcia CIeTyIoIero Mecsua.

2. CocTtaBbTe TOKIATHYIO 3aIMCKY TJIABHOTO OyXranrepa JUPEKTOpy 00 UTorax paboThl 1Mo
LEHTpalu3alil pacueToB ¢ pabounmu u ciayxaummmu BI[ 3aBoma. LlenTpanuzanus pacderoB jana
BO3MOXXHOCTh TIE€PEBECTH Ha JPYTyl0 pPabOTy MATh OyXTajTepoB II€XOB, YMEHBIIHTH ONIMOKHA B
pacueTax ¢ pabOYMMHU U CIIy’>KalllUMH, YCWINTh KOHTPOJb 32 PacXoioBaHUEM (POHAOB 3apabOTHOM
iatel. B 3akiroueHne HEOOXOIMMO TIOCTABUTH BONPOC O MPEMHUPOBAHNU PAOOTHUKOB OyXTalTEepUu U
BII, oGecneunBaromux Mepexoj Ha LEHTPAJU30BaHHBIM pacueT 3apabOTHON MJIaThl MO 3aBOJY.
OcTaJibHbIE JaHHBIE YKAXKHUTE CAMOCTOSTENIBHO.

3. CocTaBbTe HOKIAAHYIO 3aMHUCKY ceKpeTapsi-pedepeHTa pyKOBOAUTEIIO MPEANPHUITH 00
ytepe CrenanosbiM .M. nucbMa-3anpoca, HOCTYIHUBIIETO B apec MPEANPUITHS 1Ba Mecsla Ha3al.
4. CocraBbte U opopmure Tenerpammy AO «HOHMCH6» camapckomy npeanpustaio OO0

«Kpucramn 0 MOTHOM OTKa3e OT OIUIAThI 32 MOCTYMHUBIIYIO MPOAYKIMIO B CBS3U C TEM, YTO 3Ta
NpOoAYKIHs He OblIa 3aka3aHa. OcTalibHbIe JaHHBIE YKAKUTE CAMOCTOSITENIBHO.

5. CoctaBpTe  OOBSCHUTENBHYIO 3alMCKy  HaudaJdbHUKA  OTAENIa  PYKOBOJUTEIIO
npennpusiTis o (akTe HEBBINOIHEHHUS] PAcHOpSKEHHsI O MOHTake OOOpYyJOBaHUS HAa YYacTKe IO
MPUYUHE CIA00T0 KOHTPOJISI CO CTOPOHBI TNIABHOTO MEXaHUKA.

6. CocTaBbTe OOBSICHUTEIBHYIO 3aIIUCKY O IPUYMHAX HECBOEBPEMEHHOCTH MPEICTABICHUS
uH(GOpPMAIIMHU O BBEITIOTHEHUH MPUKa3a qupekTopa. OcTanbHble PEeKBU3UTHI YKAKUTE CAMOCTOSATEIHHO.

7. CocTaBpTe JOKJIAJHYIO 3allUCKy HayaJbHUKA IUIAHOBO-KOHOMHYECKOTO OT/AeNa
PYKOBOJUTEIIO MPEANPUATHSI 00 00ECTICUeHUH OT/elIa YeTHIPbMsI KOMITBIOTEpaMHU.

8. CocTaBbTe MNPOTOKOJ 3aceJaHHs WHBEHTAPHU3ALMOHHOM KOMHUCCHM 3aBOJa Tra30BOM
anmaparypbl, Ha KOTOPOM paccMaTpUBAJICS BOIPOC O Pe3yJbTaTax HWHBEHTApU3AlMU MO CcKiamy Ne2
BCIIOMOTaTeNbHbIX MarepuaiioB. Ha 3aceganum ObUIO TOPUHATO pelIeHHE 00 YTBEPKICHUU
pe3yNbTaTOB HMHBEHTAPU3AlMd M OTHECEHWH 3a CYET 3aBEAYyIONIer0 CKJIaJ0M HEI0CTauu
BCIIOMOTaTeNIbHBIX MaTepHalioB B cyMMe 365 MIIH. py0., a TakKe 3aUUTaHbl CIIMYUTENbHAS BEAOMOCTD
o cknany Ne2 u oObsICHUTENbHAS 3aMMCKA 3aBEIYIONIETO CKIIAIOM.

0. CocraButh mpoTOKOJ oOmero cobpanus padounx IIAO «Tpanchopmaropy», Ha
KOTOPOM 0OCYXJIajcsi BOMPOC O CO3JaHUU HOBOTO IeXa IO MPOU3BOJCTBY BCIIOMOTATEIBHBIX
MaTepuaioB, HEOOXOAMMBIX Jii OCHOBHOTO Tpom3BOACTBAa. Ha coOpanmm Oblia 3aciyiiaHa
uHpOpMAITUS UCTIOTHUTEIBHOTO AUPEKTOPa O BO3MOKHOCTH CO3JaHMS HOBOTO I1€Xa U MEPCIEeKTHBAX
ero pabortsl. [locne obcyxeHus: ObUIO MPUHSATO PEIIEHUE TOPYUYUTh UCIIOIHUTEIBHOMY JUPEKTOPY U
€ro 3aMEeCTHUTEII0 M0 CTPOUTENHCTBY B TeueHHE | rojga pa3BepHYTh pabOThI U BBIIEIHUTH JUISI STHUX
neneit 1000 Teic. pyo.

10.  CocraBbTe TPOTOKON MPOW3BOJCTBEHHOTO COBEIIAHHUS PAOOTHHKOB IUJIAHOBO-
SKOHOMMYECKOTO OT[eNa 3aB0Jla MEAUIIMHCKUX MpenapaToB, Ha KOTOPOM ObUI pacCMOTPEH BOIIPOC O
nocpouHOi paszpaboTtke (punancoBoro miuana Ha 2018 rox. Ilocie oOCyx aeHHsS MPOU3BOICTBEHHOE
COBeIllaHue MPUHSIO pelieHne pa3padoTarh (PUHAHCOBBIN IUIaH HA TP JIHS paHbLIE YCTAHOBIECHHOIO
CpoKa.

3adanus ona cocmasnenuss OOKYMeHmMOo8 TUUHO20 HPOUCXOHCOCHUSL:

1. Hamummwre npukas reHepaibHOTO AUPEKTOpa aKIIMOHEPHOTO obmiecTBa «Camapa-Typ» o
nmpueMe Bac Ha paboTy OyxraaTepoM (MeHEHKEPOM, TPOrPAMMHUCTOM, aIMUHUCTPATOPOM TOCTHUHHMIIHI ).

2. CocraBbTe mpuka3 00 ocBoboxiaeHHH Bac OT paborel B OO0 «OpOuta» B CBS3H C
nepees3 oM Ha HOBOE MECTOKUTEIbCTBA.

3. CocraBbTe mpHKas3bl: a) 0 mpueMe Ha paboty Oyxrainrepom Mpanosoit M.IL.; 6) 00
yBoiabHeHuU KMBanoBoit WM.II. mepeBome B Apyryto opraHuzanuio. Jlpyrue peKBU3UTHI YKaXKUTE
CaMOCTOSITENIBHO.
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4. CocraBbTe XapaKTEPUCTHKY-PEKOMEHJALUI0 Ha paOOTHHKA BalIero MPeANpHUATHS AJs
MOCTYIUICHHUS €T0 B ACHIUPAHTYPY TONBATTUHCKON aKaJIeMHUH YIIPABICHUS.

5. Hammmmre 3asBneHne O TNpenoCTaBICHHHM BaM aAMUHHCTPATHBHOTO OTITyCKa IIO
CEMEMHBIM 00CTOATEILCTBAM.

6. Hammmmre aBTOOMOTpaduio M pe3roMe, HeOOXOAUMBIE Il OGOPMIICHUS JJOKYMEHTOB
IIPU [IOCTYIUIEHUH Ha paboTy.

7. Odopmure 3anuch B TPyAOBOW KHM)KKE 00 YBOJBHEHHHM Bac: a) MO COOCTBEHHOMY

JKeJaHuto; 0) B CBSA3M C JIMKBUJALUEH MPEANpUATHS; B) B CBA3H C HECOOTBETCTBHEM TPEeOOBaHUSM,
HpEebABISEMBIM K BBIIIOJIHIEMOI paboTe, BCIEACTBUE HEOCTATOYHOMN KBAJIM(UKALIH.

8. CocTaBbTe MPOSKT TPYAOBOTO JIOTOBOpPA MO HAliMy, OIJIaTe W YBOJIBHCHHUIO PAaOOTHHKA.
OcTanbHbIe TaHHBIE YKAKUTE CAMOCTOSTENBHO.

9. CocraBbTe npukas 00 yBoJIbHEHUU paOOTHHKA B CBSI3U C JIMKBUIALUEN PEIIPUATHS.

10.  CocrtaBbTe mpHuKas o nepeBojie paboTHUKA Ha IPYTYI0 paboTy BHYTPH OpraHU3aIUH.

Jluteparypa: 1-4, 5,6, 7, 8, 9.

IIpakTH4eckoe 3ansAATHE MO TeMe 4. Opranu3anus J0KyMeHToo0opoTa

Bonpocwt ons ob6cyscoenus:

I. Yro Takoe JOKYMEHTOOOOPOT M  Kak  OCYLIECTBIAETCS  IMOACYET  o0bema
JIOKYMEHTO0000poTa?

2. Kaxkue moToku JOKYMEHTOB MPUHATO Pa3jinvaTh B COCTaBe TIOKyMeHTOoOopoTa?

3. KakoBbl OCHOBHBIE 3TaIbl U IPUHILIMITBI OPraHU3AIUHN JOKYMEHTOO00poTa?

4. Kakasg KoppeCnoHACHIMA HE MOJICKUT BCKPBITHUIO?

5. Kak nomxkHbl OBITh pactpeieleHbl JOKYMEHTBI IPU UX MPEABAPUTEITHHOM PACCMOTPEHUN?

6. Uto Takoe peructpanus 10KyMEHTOB, U KaKOBa €€ OCHOBHAsI 11€J1b?

7. Kakne 1OKyMEeHTBI HE IIOJIeKaT perucTpanuu?

8. Kak peructpupyrorcsi OTBETHbIE TOKYMEHTHI?

9. Kaxk dhopmupyercs perucTpannoOHHBIH HOMEP COBMECTHOTO TOKyMeHTa?

10. C xako# 1eabpIo CO3/IaeTCs B OpraHu3aIiuy HHHOPMAITMOHHO-TTOMCKOBAsI cucTemMa?

11. KTo ocymecTBiaseT B OpraHu3allMiM KOHTPOJIb MCIIOJNHEHMs AOKyMeHTOB? KakoBa ero
LEIL?

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

IIpakTuyeckoe 3aHATHE N0 TeMe 5. CucTemaTu3anusi J0KyMEHTOB

Bonpocwt ons o6cyascoenus:

1. Kaxkue TpeboBanms NpeabABIIOTCS K (OPMUPOBAHUIO APXUBOB MPEATPUATHS?

2. Kak nomxHbI ObITH 0ODOPMIIEHBI [IeNTa JUIs Iepeiaddl B apXUB?

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

IIpakTnyeckoe 3ansaTue mMo Teme 6. CoBpeMeHHbIe CHOCOOBI M TEXHHUKA CO3IAHMS
JOKYMEHTOB

Ipaxmuueckue 3a0anus:

1. OdopMUTh OCHOBHBIE BH[BI YIPABICHYECKUX JOKYMEHTOB C HCIOJIb30BaHUEM
KOMITbIOTEpA U MHTEIPUPOBAHHOTO MakeTa nporpamMm Microsoft Office..

2. OpranuzoBaTh HMHTEPAKTUBHOE IPOU3BOJICTBEHHOE COBEIIAHHWE C IOMOIIBI0 TaKeTa

npuKIaaHbeIX mporpamMm Outlook.
Jluteparypa: 1-4, 7-8.

IIpakTnyeckoe 3ansiTue Mo Teme 7. JleJioBbie 1 KOMMepUYecKHe MUChMa
Bonpocuwl 0n1 06cyacoenus:

1. Pacckaxxute, B 4eM OTIHYHUS OQHUIHATBHO-IEIOBOTO CTHIIS OT JAPYTHX.
2. TlpuBeauTe 4acTo BCTpEUaroIIuecst ab0OpeBHaTyphI CIIOB.

3. KakoBbl cTpyKTypa ¢popMyJiipa U COCTaB PEKBU3UTOB JI€JI0BOT0O MUChbMa?

Ipaxmuueckue 3a0anus:
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1. Cocraspre nuceMo-ussenieHne [TAO«Okocan» AO «IlapTHep» 0 mpuuMHAX 3aleprKKU
MOCTaBOK MalllMH U 000pYJOBaHMS.
2. CocraBbTe MH(MOPMAIMOHHOE MHCBMO O MPOAAXE YAaCTHBIM M TOCYIAapPCTBEHHBIM

OPEIIPUITHSIM TEPCOHAIBHBIX KOMIBIOTEPOB IO JOTOBOPHOW CTOMMOCTH M O BO3MOKHOCTH
IPUHUMATh 3aKa3bl HA COCTABJIEHUE NIPOrPaMM.

3. CocTaBpTe MNHUCHMO-NPUTTIAIIEHUE OPraHU3ALMOHHOTO KOMUTETa «OKCIOLEHTP» C
IPEUVIOKEHUEM  [MOCETUTh  MEXAYHApOJIHYI0  CHEIMAIM3UPOBAHHYIO  BBICTABKY  «DKOHOMHS
MaTepUaIbHbIX U TOIUIMBHO-3HEPI€TUYECKUX PECYpCOB B CTPOUTEIHCTBE U IMPOMBIIIEHHOCTI.
BricTaBka mpoxoAuT B MaBUIbOHE BBICTABOYHOT0 KoMIutiekca Ha KpacHoit IIpecHe.

4. CocraBpre rapantuitHoe nuceMo ITAO «3Okocan» ITAO «IIporpecc» 00 okxazaHuM
TEXHUYECKOI oMol B pa3paboTke pabounx yeprexkedt HacocHoU ctaHMU. [TAO «3Dkocan» mpocur
IPOM3BECTH ATy pabOTy HETIOCPEACTBEHHO Ha IJIONIA IKE.

5. CocraBbTe JOroBOpHOE€ NHUCBMO 0 mnoxanucanun goroopa OO0 «CapHu» ¢
00O «Anekc» Ha MOCTABKY CTPOUTEIbHBIX MATEPHAJIOB.

6. CocraBbTe mHcbMO-0TBeT TuUnorpadpum msnarenbcrBa «Hayka» OOO «Tpunuka» o
BO3MO>KHOCTH BBIIIOJIHUTH 3aKa3 Ha U3TOTOBJIECHUE OJaHKOB Y4€Ta U OTYETHOCTH.

7. CocraBpre mnuceMo-otBeT OOO «CBeT» Ha HpPochOy CTPOUTENBHOM MOHTaXKHOTO
npeanpusitas OO0  «'panaCtpoit»  pa3paboTath MPOEKTHO-CMETHYIO JIOKyMEHTAIMIO Ha
CTPOUTETHCTBO KMIOTo 1oMa B Tioc. [ToBomkckuit Camapckoit o6macTu.

8. CocTaBbTe COBMECTHOE HMHCHMO-OTBET OOJIACTHOTO YIPABICHHS 3APAaBOOXPAHCHUS U
yrpasieHus: (UHAHCOB M HAJIOTOBOM MOJUTUKH aAMUHHUCTpanuu LleHTpanbHoro paiioHa r.0. Toabartu
O BBIICJICHUU JOTOJHHUTEIbHBIX ACCUTHOBAHUH M3 00JIACTHOTO OIOJKETa HA OKa3aHWE MEIULIUHCKON
MTOMOIIY KUTEJAM paiioHa.

9. CocraBbre mucbMo-0TBeT ITAO «Camapaxiieb0npoayKT» OTKPHITOMY aKIHOHEPHOMY
obmectBy «CeprueBckuii» o BeineneHun [IAO apromammnbl Y A3-469 nox cnannoe B 2018r. 3epHo.
10.  CocraBbTe NHCHMO-TIPOCKOY CaMapcKOro 3aBOAA JKEJIE300€TOHHBIX KOHCTPYKLUH

aMUHHMCTpAIMK OOJaCTH O BBIJCJICHUU JIMMUTAa Ha CTeKIOmIuTKy «Mpucka» B kommdectse 50
TBIC.KB.M. JUI1 OTHEJIKU Hapy>KHBIX CTEHOBBIX MaHenedl cepur 135, KoTOpble 3aBOJ HAYMHAET
Bolltyckathb ¢ 2017 r. miia ITAO «Camapactpoii».

11.  CocraBpre mucbMo-mpoch0y Camapckoil HMHKYOAaTOPHO-NTHULIEBOMYECKOM CTAaHIMU B
00JIaCTHYIO0 aIMUHUCTPAIINIO O BBIJICIICHUH CPEICTB U3 00JIaCTHOTO Oro/pKeTa B cymme 150 MitH. pyo0.
J10 HaJaJla peaju3aluy MOJIOIHSAKA ITULBI HACEIECHHUIO.

12. CocTaBbTe NHUCHMO-OTKA3 YTPaBJICHUS NACCAKUPCKUX MepeBO30K Mo Camapckoin
obmactu OO0 «BekTop» Mo Bompocy oOecrieueHus 3anacHbIMU YacTAMU MapKa aBTOOyCcOB. YKaXuTe
NPUYUHY OTKa3a.

13.  CocraBbTe NHUCHMO-TIPOCHKOY CaMapcKOro TYpUCTHUECKOro ueHTpa «Bomarape» B
KOMUTET MO BHEIIHEAIKOHOMUYECKOU NIEeATEIbHOCTH aAMHHHUCTPAIMKU 00JIaCTU € MPOChOOM BBIAEIUTH
auneH3uio Ha BbiBo3 B 2017 1. neca B JIutBy B komuuectBe 5000 Ky6. M, Tak Kak OJHUM M3 YCIOBHM
MOCTaBKM MeOenH Uil TYpUCTHYECKOro KoMIulekca B BOJKCKON 30HE OTHbIXa SIBISETCS BCTPEUHAS
IIOCTaBKa Jieca.

14. CocraBbre mucbMo OOO «CamuHTek» B KOMHUTET BHENIHEIKOHOMHYECKUX CBSI3EU
Poccwuiickoit denepanuu 0 HAIPaBICHUSX CBOCH ACSITENFHOCTH U C TIPOCKOOH O BBIICICHUH KBOTHI HA
skcropT B 2018 1.

15.  CocraBbre nucbMo-mipockdy AO «CamapameOenb» B KOMUTET BHEITHEIKOHOMUYECKUX
CBSI3el aIMUHUCTpAIIMU 00J1acTh O BhIeneHnn JIumen3un Ha nmoctaBky B Kurait 4000 ToHH MeTamia B
CBS3M C 3aKIIOYCHHEM KOHTpakTa ¢ JladsgHCKMM OOBEAMHEHHEM IO MEXIYHApPOJAHOMY
COTPYJIHUYECTBY HA CTPOUTENIBCTBO JEBATHUAITAXKHOrO oO0mexutuss B r.0. Camapa. CormacHo
KOHTPAaKTy OIUIaTa BBIOJHEHHBIX paboT OyaeT NpPOU3BOAUTHCA POCCHUICKUMH pyOnsMH U
MaTepuaIamH.

16.  CocraBbTe MUCHbMO-OTBET AO «Camaparazudukamnusn TUPEKTOPY
I[TAO «Xumdbapmzapoa» u HavanbHUKY ynpasieHus OO0 «Camaparopras» o eKeMeCSIYHON MMOCTaBKe
[MAO «XumdapmzaBoa» 64 TOHHBI CKMKEHHOTO Tra3a B TeueHue 2017 r. Yka3aHHbli 00beM yuTeH B
pasHapsake. [TocraBka Oyzner OCYIIECTBISATHCS yepes yIpaBlieHUE
00O «Camaparopras».
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17.  CocraBpre  mucbMo-pock0y  OOO  «DKCHmopTIOKC» B KOMHUTET IO
BHEITHEAKOHOMHYECKUM CBSI3SM O BBIJCJIEHUU KBOTHI Ha 3KCIOPT Kpyrjoro jeca B koiaudectse 10
THIC. M".

Jluteparypa: 1-4, 5-8.

IIpakTnyeckoe 3ansitue no teme 8. llpaBuiaa u GpopmMbl KOMMEpPUYECKOH NEpPenUCKH ¢
3apy0e:KHbIMH NAPTHEPAMU

Bonpocuwl 0n1 06cyacoenus:

1. KakoBbl 0cOOCHHOCTH 0(hOpMIICHUS JIeTIOBOM KOPPECTIOHICHITNH B aHTJIOS3BIYHBIX CTPAHAX ?

2. KakoBbl 0coOeHHOCTH 0(hopMIIEHUS AETOBOM KOPPECTIOHICHIIUN Ha (PPAHITy3CKOM SI3bIKE?

3. KakoBbl 0c0O€HHOCTH 0(OpMIICHUS IEIIOBON KOPPECIIOHICHIIMY Ha HEMEIIKOM SI3bIKE?

Ilpaxmuueckue 3a0anus:

1. CocTaBbTe MUCHBMO-OTBET MPE3UIAEHTY PocCCHiICKO-aMEpUKaHCKONW TOProBOW MalaThl
Anne JIxoncon (agpec: TheMarketplace-Towerll, 3025 SouthPackerRoadSuite 735, Aurora.
Colorado 80014, USA303-745-0757 FAX 303-745-0776). B mnmuceMe yKaXuTe BaIlld YCJIOBHS
COTPY/IHUYECTBA.

2. CocraBbTe MHUCHMO-TIPOCHOY KoMMepueckoro mpeanpuatus «CTuiaby (paHITy3CKOM
¢upme «IvesRoche» o mocraBke My>KCKUX U )KEHCKUX KOCMETUYECKHX CPEICTB.

3. CocraBpTe HWH(OpPMAIIMOHHOE THUCHMO KomMMepuecko ¢upmbl «IlIuk» Hemenkon
¢upme «IlIBapi» 0 BO3MOKHOCTH IPOJIaXKH SIMYIBCUOHHOM KpacKu.

4. CocraBbte mrucbMo OO0 «Curmay rocnoauny Xwtoctony B Jlonmon (®apokc baHk) ¢
HallOMMHAaHUEM BBINOJHUTH 3aKa3 Ha nocTraBKy kommbloTepa «OPTIMA 133». B ciyuae
HEBBITMOJIHEHUS 3aKa3a CJIeIyeT BBIPA3UTh MPOChOy BEPHYTHh HANIPABJICHHBIE IEHEKHbIE CPEICTRA.

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

IIpakTnyeckoe 3ansitue mo Teme 9. KoppecnmoHaeHumsi, CBA3aHHasi C IPOBeJeHHEM
NEePUOIMYECKUX MePONPHUATHIH, U NPOYasi KOPPeCHOHICHIHS

IIpakmuueckue 3a0aHus:

1. Hamummure NUCHMO MAEJOBBIM MApTHEPaM C TMPHUIVIAIICHHEM MpPUHATH YydYacTHE B
KOH(epeHIINH.

2. CocraBbTe TenerpaMMy J€JIOBBIM ITAPTHEPAM MPEATPHITHSL.

3. Hanummre nenoBoe mMUCbMO 00 OpraHMU3aLUU COBEIAHHS Y T€HEPAIbHOTO AUPEKTOpa s
Hiepe1auu 110 MEKTPOHHOM 1ouTe

Jlutepatypa: 1-4, 5-9.

IIpakTnyeckoe 3ansitue mno Teme 10. Opranmsanmsa padoTbl ¢ JAOKYMEHTAMH,
cojiep:KallMMHU KOH(HuIeHnaIbHbIe CBeJeHUs
Bonpocul onsa 0b6cysrcoenus:

1. Yro Takoe KOH(UACHIUAIBHOE JeTONPOU3BOICTBO?

2. Kakue moKyMeHTBI OTHOCSTCS K KOH(PUICHITUATHHBIM?

3. B yem 3akimiouaercsi OCOOCHHOCTH OGOpPMIICHUS PEKBU3UTOB B KOH(UACHIMAIBHBIX
JIOKyMEHTax?

4. KakoBbl 0COOEHHOCTH pabOThI ¢ BXOASIIUMH KOHPUACHINATEHBIMU TOKYMEHTaMU?

5. KakoBbl 0COO€HHOCTH CO3/1aHUS UCXOAIINX KOHPUACHIINATBHBIX JOKYMEHTOB?

Jluteparypa: 1-4, 5-9.
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7. ®OHA OLIEHOYHBIX CPEACTB AJIs POBe/leHUsI TEKYIIero KOHTPOJISA yCeBaeMOCTH 1
NPOMEKYTOYHOM aTTeCTANMU 00y4ar0IMXCsl N0 JUCHUILTHHE (MOYJII0)

Dol  OLIEHOYHBIX

CPEJICTB,

IO3BOJIAIOIIUE OLCHUTH YPOBCHBb

KOMHGTGHHI/II\/JI U pE3YJIbTAaTbl OCBOCHUA JUCHUIIJIMHBIL, IPEACTABJICHBI CJICAYIOIIUMU KOMIIOHCHTAMMU:

Kon Tun xoHTpOIA Bun xontposns KonnuecTtso
OII€HUBAaEMOU OJIEMEHTOB
KOMIIETEHIINU (BOMpOCHI), LIT.
(v ee 9acTH)

IIK-10 TEKYILUN YCTHBIH OIIPOC 1-45

[IK-10 MIPOMEKYTOUHBIN | TECT 132

7.1.

OueHoYHbIE CPeICTBA /ISl TEKYLIero KOHTPOJISA yCIeBaeMOCTH, IIPOMeKYTOYHOM

aTTeCTAalluM 110 UTOraM OCBOCHUSA JUCHUIIJIHUHBI

Pe3yabTaTnl 0ocBOCHUSA

OueHovHbIe cpeacTBa (TIEpEUCHb BOIIPOCOB, 3aJaHUM U JIp.)

AUCHUTINHBI

3unaem: OTtBeTbTe Ha cJIeAyIOLIHE BONPOCHI:

- tepmuHonoruto | 1.Cocras HOPMAaTUBHO-METOIUYECKON 6a3b1
JIOKyMEHTUPOBAHMUSI JOKyMEHTHPOBAHUS YIPABICHYECKON AEATEIbHOCTH.
YIIPaBJICHYECKON 2.3akoHonatenscTB0O PP B o00nactu JAOKyMEHTAI[HOHHOTO
JESITeNbHOCTH ; obecreueHus.

OCHOBHBIE HOpMaTUBHO- | 3.I'0ocyjapcTBEHHBIE CTaHAAPTHI HA JOKYMEHTALIHIO.
METOANYECKUEe MaTepuanbl 1o | 4.YHU(UIMPOBAHHBIE CUCTEMBI JOKYMEHTALUH.
JOKYMEHTUPOBAHHUIO 5.006mepoccuiickue KJIaccu(pUKaTOPhI TEXHUKO-
YIPaBJICHYECKOU SKOHOMHUYECKOHN U CONMAIbHON WH(OpMaITUH.

NESATEIbHOCTM W HayuHo- | 6.I'ocynapcTBeHHas cucTema JOKYMEHTallMOHHOI'O
HCCIIEI0BATENLCKY O o0ecreyeHus yrnpaBieHUs..

JUTEpPATypy B obmactu | 7.0cHOBHBIE MOJIO’KEHUS 1o JIOKYMEHTHUPOBAHHUIO
JIeJIOTIPON3BOACTBA ; YIPaBIEHYECKOHN 1EATEIbHOCTH.

TUIOBbIE  MHCTPYKUUHM 10 | 8.Buabl TOKYMEHTOB U UX KJIaCCU(PHUKAIIHSL.
JOKYMEHTHUPOBAHHUIO 9.11paBuna opopmiuenus peksusuton 01—05.

YIPABJIEHUECKOU 10.ITpaBuna odopmienus pexkBuzutoB 06—10.

NeSITEIbHOCTH U TpeOOBaHUS K
COCTaBJIEHUIO U O(OPMIICHHUIO

11.ITpaBuna opopmienus pexkBuzuton 11—15.
12.ITpaBuna odopmienus pekBu3uToB 16—20.

JIOKYMEHTOB; 13.I1paBuna opopmiieHus pekBU3UTOB 21—25.
0COOCHHOCTH 14.ITpaBuna odopmienus pekBu3uToB 26—30.
JOKYMEHTO000poTA. 15. TpeboBanust k OJaHKaM JOKYMEHTOB.

Ymeem: BbinosiHuTe cieayomme NpaKkTHYECKHe 3aIaHUS:

- TIpaMOTHO pa3pabaTbIBaTh
OCHOBHBIE BUJIBI
yNpaBJIEHYECKUX JOKYMEHTOB

b

COCTaBJIATHb ACJIOBBIC n

l. CocraBbpTe mpuka3z 00 uTorax padoThl MIAHOBO-
sKoHOMHYeckoro  otaena B 2018 rony B ITAO
«Tpancopmarop». B KoHCTaTHUpyIOIIEH YacTH YKaXUTE Ha
HECBOEBPEMEHHOE MPEJOCTABICHUE CIEUATUCTAMHU OTYETOB O

c(hOpMUPOBAHHOCTH




KOMMCPYECCKHUC IMUCbMA ;

COCTaBIIATh JIEJI0BBIE u
KOMMEpUYECKHEe IHChbMa  Ha
MHOCTPAHHOM SI3BIKE
;UCTIOJIb30BaTh B
YIPaBICHYECKOM W HMHOH
npodeccuoHaIbHON

NEATEIbHOCTH  IPUKIIAJTHBIC
IIPOrPaMMHBIE  CPEICTBA U

CpeacTBa OPITCXHUKM .
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pabote PEIIpUATHS PYKOBOJIUTEITIO IJIaHOBO-
HKOHOMHYECKOTO OTJIENA, B PACHIOPSIIUTEILHONW YacTH 00paTHTe
BHUMaHME PYKOBOJIUTEJICH Ha MOBBIIIEHUE TPEOOBaHUN B YacTH

00s13aTENbHOCTH  NPEAOCTaBIECHHS  OT4ETOB O  pabore
NPENPUATHS B CPOK.
2. CocraBbTe MHpHKa3bl: a) O IpueMe Ha paboTy

oyxrantepom MBanosoii W.I1.; 6) 06 yBonpHeHnu VBaHOBOI
N.I1. nmepeBoge B Ipyryio opraHusauuio. /Ipyrue pexkBU3NUTHI
YKa)KHTE€ CAaMOCTOSITEIBHO.

3. CocraBbTe COBMECTHOE MHUCbMO-OTBET
00JJaCTHOTO yNpaBIICHUS 3/IPABOOXPAHCHUS W YIPABIICHUS
(GUHAHCOB M  HAJIOTOBOM  TMOJUTHKH  aJIMUHUCTpPALUU
LenTpasibHOro  paitoHa r.0. ToapATTM O  BBIACIECHUU

JOTIOJIHUTEIIPHBIX AaCCUTHOBAHMM W3 00JACTHOrO OOKETa Ha
OKa3aHHWE MEAUIMHCKON MTOMONIH KUTEISM pailoHa.

Hmeem npakmuyeckuil
onvtm: OGOPMIICHHS TIAIKH
«Jlenoy:

COCTaBJICHUSI OCHOBHBIX BHIIOB
YIPaBICHYECKUX JTIOKYMEHTOB
B COOTBETCTBUH C
TpeOOBaHHUSMU  HOPMATHBHO-
MpaBoBbIX akTOB PD ;

paboTbl C  COBpPEMEHHBIMHU
TEXHUYECKHUMHU CPEJCTBAMH |
MH(POPMALMOHHBIMH
TEXHOJIOTHUSAMH .

IIpoBepka nanku «/lea0» Ha COOTBETCTBUE COCTABIECHHBIX
yIpaBJieHYECKUX TOKyMeHTOB TpeboBanusm [[OCT P
6.30.2003;

TecroBbIe BONIPOCHI:

1. KakoBa MmakcuMmanbHas [UIMHa CTPOKM MHOTOCTPOYHBIX
PEKBU3UTOB?

a) 22

0) 28

B) 32

r) 40

2. MoxeT 1u CpOK BCTYIUIEHUS B CHIIy U CpPOK JEHUCTBUSA
JOKYMEHTA YKa3bIBaThCsl B €0 TEKCTE?

a) Her

0) Jla

3. llo xakoMy Tpu3HaKy Ki1accupUKANH
MOJPA3ENSIOTCs Ha CyKeOHble U INYHbIe?

a) Ilo conepxxanuto

0) Ilo ¢popme

B) Ilo mpoucxoxnaeHuro

r) Ilo Bumy odpopmneHus

JIOKYMEHTBI

4. Yto M3 MEpEUMCICHHOTO HE BKIIIOYAETCd B HOPMATHUBHO-
METOJINYECKYIO 0a3y JOKYMEHTHUPOBAHUS?
a) YHuUIMPOBAHHBIE CUCTEMBI IOKYMEHTAIIUN

6) TocynmapcrBeHHas cucreMa JIOKYMEHTAllMOHHOTO
obecrieueHus yrpaBaeHUs
B) HopmaTtusHbIE JIOKYMEHTBI o Opra"u3anuu

YIIPaBJICHYECKOTO TPyJa U OXpaHe Tpyaa
r) Ilepuoanueckue u3gaHus 1Mo BOMPOCaM JEIOMPOU3BOICTBA

5. VYkaxure HOpMaTUBHBIE MaTEPUAJIbI IO CTaHAAPTU3ALNN?
a) Oo6mepoccuiickue KJIACCH(PUKATOPBI TEXHUKO-
HKOHOMHYECKOH U COIMaTbHON MHPOPMALIUU

0) CraHnapTsl NpeANPUITHI
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B) MexIyHapoHbIe CTaHAAPThI
r) HopmaTuBHBIE JOKYMEHTHI IO OpraHM3alMM APXUBHOIO
XpaHEHUs JOKYMEHTOB

6. VYkaxuTre, CKOJIBKO B HacTosImee BpeMs JAeHCTBYET
YHU(PUIUPOBAHHBIX CUCTEM JOKYMEHTaLUU?

a) 8

0) 6

B) 9

r) 30

7.2 MeToan4yeckre peKOMEHIAIUN K ONpeleIeHUI0 MPoueayphbl OllecHUBAHUS 3HAHUM, yMEHU,
HABBIKOB H (HJIM) ONBITA /IeAITEeJILHOCTH, XapPAKTEePU3YIOIIHNX ITANbl (POPMUPOBAHUS
KOMIIeTeHIU I

Paboyast yueOHas mporpaMMa AUCHUILIUHBI COAECPIKUT CIEAYIOIINE CTPYKTYPHBIE 2JIEMEHTHI:

-TepeueHb KOMIIETECHINH, (GOpMUPYEMBIX B pe3yJIbTaTe M3y4EHUsS AMCLUUIUIMHBI C YKa3aHUEM
9TanoB UX (OPMHUPOBAHUS B MIPOLIECCE OCBOECHUS 00pa30BaTEIbHOMN IPOrPaMMBI;

-TUTIOBBIE KOHTPOJIbHBIE 33JaHUsl WIM MHbIE MaTepHaibl, HEOOXOIUMBIE IJIs OLICHKHU 3HAHUH,
YMEHUH, HaBBIKOB M (WJIM) ONbITA JEATEIBHOCTH, XapaKTEepPU3YIOUIMX 3Tambl (HOPMUPOBAHUSA
KOMIIETEHIIMI B IPOIECCe OCBOCHHUS 00pa3oBaTelIbHON Mporpammbl (Jajee—3afaHus). 3aJaHus I10
KaX/10i KOMIIETEHIIUH, KaK [IPABUJIO, HE JOJIKHBI IIOBTOPATHCS.

TpeGoBanus 110 (POPMUPOBAHHUIO 3a1aHKs Ha onenKky SHAHHNI:

-00y4Jaronuiicss JOHKEH BOCIPOU3BOIUTh U OOBSCHATH YYEOHBIH MaTepHayl ¢ TpeOyemoit
CTENEHbIO HAYYHON TOYHOCTHU U MOJIHOTHI;

-IPUMEHSAIOTCS. CPEJICTBA OLICHUBAHMS KOMIIETEHIMN: TECTUPOBAHMUE, BOIPOCH! M0 OCHOBHBIM
HNOHATHUAM JUCLUIUINHBI U T.1I.

Tpe6oBanus 110 (OPMUPOBAHMIO 3a1aHus Ha orerky Y MEHUIA:

-00ydJalomuiics JODKEH  pellaTh TUIOBBIE 3aJauyd (BBIIOJHATH 3a/JaHUs) Ha OCHOBE
BOCIIPOU3BEJCHUS CTAHJAPTHBIX aITOPUTMOB PEIICHUS;

-IIPUMEHSIOTCS CJEAYIOUIME CPEACTBA OLEHUBAHUS KOMIETEHLMI: MPOCTHIE CUTYal[MOHHBIE
3ajaun (3aJjaHusg) C KOPOTKMM OTBETOM MJIM IPOCTBIM [JE€HCTBHEM, YyNpaKHEHWs, 3aJaHus Ha
COOTBETCTBUE WJIM Ha YCTAaHOBJIEHUE MPABUIBHON NIOCIEA0BATENBHOCTH, 3CCE U IPYTOE.

TpeboBanust 1Mo GOpPMHUPOBAHMIO 3adaHUs Ha OIEeHKy HaBelkoB © (uiau) OIIBITA
JEATEJIBHOCTU:

-00y4Jaromuiics JODKEH pellaTh YCIOXKHEHHbIE 3a7aud (BBIMOJHATH 33JaHUs) Ha OCHOBE
npruoOpeTEeHHBIX 3HaHUI, YMEHUI 1 HABBIKOB, C X MPUMEHEHHEM B OIPEICIIEHHBIX CUTYaIUX;

-IPUMEHSAIOTCS. CPEACTBA OLIEHMBAHMs KOMIETEHIM: 3alaHus TpeOyrolue MHOTOIIAroBBIX
pelIeHnil Kak B M3BECTHOM, TaK W B HECTAHJAPTHOM CUTYyalUsX, 3a/JaHusi, TPEOYIOLIHE MOITAIHOTO
pelleHUs] M pPa3BEpPHYTOrO OTBETA, CUTYallMOHHbBIC 3a/adyM, HPOEKTHAs JESATEIbHOCTb, 3aJaHMs
pacueTHO-Tpaduyeckoro tumna. CpencTBa OLUEHUBAHUS KOMIIETEHIMI BHIOUPAIOTCS B COOTBETCTBUU C
3asBJICHHBIMH Pe3yJIbTaTaMH 00y4EHUs 10 TUCIUITINHE.

[Iponienypa BICTaBIEHUS OLEHKH JOBOJUTCSA JO CBEACHHUS OOYyYaromMXCs B TEUEHHE MecAla C
Hayaja U3y4eHUs TUCLMIUIMHBI IIyTEM O3HAKOMIIEHHUS UX C TEXHOJOIMYECKOW KapTOW JUCLHUIUIMHBL,
KOTOpast ABJSIETCS HEOThEMIIEMOI YyacThio paboueil yueOHOM nporpaMMbl IO AUCITUTIIMHE.

B pesynpTare oLEeHMBaHMS KOMIETEHLMH Ha pa3IM4yHBIX JTanax HUX (HOPMUPOBAHMUS 10
JTUCLHUIUIMHE CTYACHTY HAUUCISIIOTCS OayuIbl MO IIKale, yKa3aHHO! B paboueil yueOHOH mporpaMme mo
JUCLUIUIMHE.
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7.3 Onucanne nokasareseid 1 KpUTepHeB OLlCHMBAHUS KOMIIETEHIMH HA Pa3IMYHbIX 3Tanax MXx
(opMupoOBaHUs, ONHCAHUE KA OLEHUBAHUA

VYenemHocTy yCBOCHUS AUCLUIUIMHBI XapaKTEPU3yeTCs KayeCTBEHHOM OLICHKOM Ha OCHOBE
JMCTa OLIEHKM C(OPMHUPOBAHHOCTH KOMIIETEHIMH, BKIIIOYAIOIIETO COBOKYIHOCTh KPUTEPUEB HX
OCBOEHUS.

Kpurepun oneHnBaHus KoMNeTeHIIUH

Komnemenyuss cuumaemcsi cpopmuposannoti, €Clnu TEOPETUYECKOE COJAEpKAHUE Kypca
OCBOCHO TOJIHOCTBIO; MPH YCTHBIX COOECENOBAaHMAX CTYJEHT HMCUEpIBbIBAIOLIE, MOCIEI0BATENIbHO,
YETKO M JIOTUYECKU CTPOMHO H3Jaraer y4eOHbI Marepuall; CBOOOJHO CIIpaBiIsIeTCs C 3ajayaMi,
BONPOCAMHU M JIPYIMMHU BUAAMHU 3aJaHUN, TpeOYIOUIMX NPUMEHEHUs 3HaHUM, HCHOJb3YeT B OTBETE
JOTIONIHUTENIBHBI MaTepuai; BCE IMPEeAyCMOTpPEHHbIe pabouell y4yeOHON mporpaMmon 3aJaHus
BBINOJIHEHB! B COOTBETCTBUU C YCTAHOBJIEHHBIMU TPEOOBAaHUSMH, CTYJIEHT CIIOCOOEH aHaJIM3HpPOBATH
MIOJTyYEHHBIE PE3YJIbTAThI; MPOSIBISIET CaMOCTOSTENIBHOCTh MPU BBINOJIHEHUM 3a/laHui, Ka4eCTBO UX
BBIMIOJTHEHHSI OIICHEHO uuciaoM 0amioB oT 86 mo 100, 4TO COOTBETCTBYET HOBbILUEHHOM) YPOBHIO
c(OpMHUPOBAHHOCTH KOMIIETEHIMH.

Komnemenyus cuumaemcs cpopmuposannoti, €ciu TEOPETUYECKOE COJepKaHue Kypca
OCBOEHO IOJIHOCTHIO; NPU YCTHBIX COOECEIOBAHUAX CTYJAEHT IMOCIIEI0BATENbHO, YETKO U JOTMYECKH
CTPOMHO M3/1araeT y4eOHbI MaTepHual; CIpaBiseTcs C 3aJadaMM, BOIPOCAMU U JPYTUMHU BUAAMHU
3aJaHuii, TpeOyIOIUX MPUMEHEHUsI 3HaHUH; BCe MpelyCMOTpeHHbIe padoueil yueOHOM mporpaMMoit
3aJlaHHs BBINIOJHEHBl B COOTBETCTBMM C YCTAHOBJIEHHBIMH TpPEOOBAaHUSAMHM, CTYIEHT CIIOCOOEH
AQHAJIN3UPOBATH MIOJyUYEHHBIE PE3YJIbTAThl; IPOSBIIAET CAMOCTOATEIBHOCTD NP BBIIIOJHEHUH 3aJaHUM,
KaueCTBO WX BBITIOJHEHHUS OIIEHEHO YMCIIOM 0amioB oT 61 1o 85,9, 94TO COOTBETCTBYET nOPO20BOMY
Yp08HIOCPOPMUPOBAHHOCTH KOMIIETEHITUH.

Komnemenyus cuumaemcs necghopmuposannoii, €Ciii CTYACHT IPU BBINOJIHEHUH 33/1aHU He
JIEMOHCTPUPYET 3HAHWH Yy4eOHOro Mmarepuaia, JOMYyCKaeT OIIMOKH, HEYBEpPEHHO, C OOJIBIIUMH
3aTPyAHEHUSIMH BBINOJIHAET MIPAKTUYECKHE PAOOTHI, HE AEMOHCTPUPYET HEOOXOAUMBIX YMEHHUH, 105
HEBBITIOJTHEHHBIX 3aJaHU, MPEIyCMOTPEHHBIX paboueill y4eOHOW mporpammoi coctaBisieT 55 %,
Ka4yeCTBO BBINIOJHEHHBIX 3a/laHUil HE COOTBETCTBYET YCTaHOBJIEHHBIM TPeOOBaHHUSAM, KauecTBO HX
BBITIOJTHEHHSI OI[EHEHO YHCIIOM OaJIOB HIKE 61, 4TO COOTBETCTBYET 00NOPO20BOMY YPOBHIO.

IIIkaj1a ONEeHKH YPOBHS OCBOCHUS AUCIHILIHHBI
KadecTBeHHast O1jeHKa MOXKET OBbITh BBIPAXKEHA: B IPOLICHTHOM OTHOLLICHUH KayeCTBa yCBOCHMS
JUCLHUIUIMHBIL, KOTOpash COOTBETCTBYET OajulaM, W TEPEBOJUTCA B YPOBHEBYIO IIKaly U OICHKH
«OTIIMYHOY» / 5, «xopo1io» / 4, «yIOBJIETBOPUTEIBHO» / 3, «HEYIOBJIETBOPUTEIBHO» / 2, «3aUTCHO»,
«He 3auyreHO». IIpemonmaBarens BeneT NHUCBMEHHBIM YYE€T TEKYIIEW YCIIEBAEMOCTH CTyACHTa B
COOTBETCTBUH C TEXHOJIOTMYECKON KapTOX IO JUCLIUILINHE.

Lllkana oyenxu pe3ynbmamos 0c80eHUs OUCYUNTUNBL, CPOPMUPOBAHHOCTNIU KOMNEMEHY UL

HIkajabl OlleHKH YPOBHSA
c¢()OpMHPOBAHHOCTH IIIkana oeHKH YPOBHS OCBOEHMS TUCHMILIUHBI
KoMIieTeHuu (i)

Ypoenesas 100 100 5-bannvuasn wkana, Heougppepen
WKana oyeHKu banvHas banvuas oughghepenyuposannas YupoeanHas
KOMnemeHyuu wiKana, wiKana, oyenka/oann oyeHKa

% %
JIOTIOPOTOBBIN Huxe 61 Huxe 61 «HEYAOBIETBOPUTEIHLHOY / 2 HE 3a4TEHO

TTOPOTOBBINA 61-85.9 70-85.9 «xopomoy / 4 3a4TEHO

61-69.,9 «YJIOBIIETBOPUTEIHHO» / 3 3a4TEHO
MTOBBIIICHHBIN 86-100 86-100 «OTIUIHOY / 5 3a4TE€HO
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8.YuebOHO-MeTOAMUYECKOE M HH(POPMALIMOHHOE 00ecTeyeHHe TUCIMILINHBI

8.11lepeyeHb OCHOBHOM M IONOJHUTEJIbHON YUeOHOM JIUTEPATYPhl, HEOOXOAUMOI 1151 OCBOCHUSA
AUCHUIJIMHBI (MOLYJIs1)

Cnucku 0cHO6HOUL TUmMepamypul

1. boikoBa, T. A. JlokymMmeHTallMOHHOE 00€ecIIeYeHUE yIPaBICHUS
(1enonmpon3BOACTBO)[ DIEKTPOHHBIN pecypc] : yuel. mocodue asisi By30B 110 HAMpPaBIECHUIO TOATOT.
46.03.02 "ToxymenToBeneHue u apxuBosenenue" u cneruanbHoctu 03.20.01 "JokymeHTOBEACHUE U
nokymeHnrtail. ooecrnieuenue ymp." / T. A. beikoBa, T. B. Ky3nenosa, JI. B. Cankuna ; mox obur. pex. T.
B. Ky3HemnoBoii. - 2-e u3a., nepepad. u nor. - Jlokyment Bookread2. - M. : UHOPA-M, 2018. - 304 c.
- Pexxum poctyma: http://znanium.com/bookread2.php?book=942800.

2. Kupcanosna, M. B. Kypc nenonpousBoactaa. JlokyMeHTallMOHHOE OOecrieueHue
ynpasieHus| DeKTpoHHbIN pecypc] : yuel. mocobue A By30B IO crienuanbHOCTH "MeHekMeHT" /
M. B. Kupcanoga, 0. M. AkcenoB ; HoBocu®6. roc. yH-T 5KOHOMUKH U YTIp. - 6-€ U31., UCTIP. U JOIL. -
Hoxyment Bookread2. - M. : UHDPA-M, 2014. - 256 c. - Pexxum gocryna:
http://znanium.com/bookread2.php?book=460967+#.

3. Pazgopoxubii, A. A. JIokyMEeHTUPOBaHUE YIIPABICHYECKON JEATEIbHOCTH| DIIEKTPOHHBIMN
pecypc] : yue6. mocobue no HanpasieHuto moarot. 38.03.02 "MenemxmeHT" (KBamupuKanms
(crenenn) "OakanaBp") / A. A. Pazmopoxnsiii. - [lokyment Bookread2. - M. : UHOPA-M, 2017. - 303
C. : un. - Pexxum nmoctyna: http://znanium.com/bookread2.php?book=854774.

Cnucku 00noinumenvbHou 1umepamypol

4. T'ymuna, U. A. JlokyMeHTallMOHHOE 00eCIIeYeHUe YIPABICHUS B COIMAIBHO-KYJIETYPHOM
cepBuUCe U TypHu3Me [ DIEeKTPOHHBIN pecypc] : yued. mocobue /i By30B [0 HAIPABICHUSAM HOATOT.
"Cepsuc" u "Typusm" / U. A. I'ymuna, H. A. 3aiinesa. - Jlokyment Bookread2. - M. : Aneda-M [u
ap.], 2015. - 239 c. - Pexxum noctyna: http://znanium.com/bookread2.php?book=489737.

5. XKypasnera, 1. B. OdbopmiisieM 1OKyMEHTBI Ha TICPCOHAIEHOM KOMITHIOTEpPE: TPAMOTHO H
kpacuBo. ['OCT P.6.30-2003. BozmosxHocTi MicrosoftWord[nexrponnslii pecypc]/ U. B.
XKypasnesa, M. B. XKypasnesa. - Jloxyment HTML. - M. : UHOPA-M, 2012. - 186 c. : un. - Pexum
noctymna: http://znanium.com/bookread.php?book=360057.

6. Kprokosa, H. Il. JlokyMeHTuUpOBaHuE YIIPaBIEHYECKOM 1€ATENbHOCTH [ DIEKTPOHHBIN pecypc]
: yueb. mocoOue JiIst CTyIeHTOB By30B 10 crienuanbHocT 080502 "DxoHOMUKA U yHIp. HA
npeanpusitan (1o orpacisim)" / H. I1. Kprokosa. - Jlokyment Bookread2. - M. : UH®PA-M, 2014. -
267 c. - Pexxum noctymna: http://znanium.com/bookread2.php?book=432033.

7. Kymnses, H. H. JlokymeHnToBeneHue[ DnekTpoHHbIN pecypc]: yuel. 11t By30B 110
cnenuanbHocTH "JlokyMeHTOBeieHUe U JoKyMeHTall. odecnieuenue ynp." / J[. H. Ypanos, A. T
®abpuunos ; mox pea. H. H. Kynsesa. - lokyment HTML. - M. : Jloroc, 2012. - 348 c. - Pexxum
noctymna: http://znanium.com/bookread.php?book=469013.

8. Cnaiin-nexuuu no aucuuiuinHe "JlokyMeHTUpOBaHuUE yIipaBieHYeCcKol nesrenbHocTH. Tema
Ne 1-2 [DnexTponHsbIi pecypce] : u1st cTyJeHToB crieruanbHocTd 38.05.02 "Tamox. neno" / [ToBomxk.
roc. yH-T cepBuca (PI'BOY BIIO "TIBI'YC"), [Kad. "Oxonomuka u ynp."] ; coct.: A. H. Kapa, E.
1O. Ky3nenoga. - Toassattu : [IBI'YC, 2015. - 257 Kb, 106 c. - CD-ROM.

9. VYuebHO-MeTOMUECKOE ITocoOre 0 nucHUILINHE "'JJoOKyMeHTHpOBaHUE yIPaBICHYECKON
JEATEIBHOCTH" [ DNEKTPOHHBIN pecypc] : A CTYJEHTOB BCEX HANPABICHUM MMOATOT. U
cnenranbHocTel / [ToBomk. roc. yH-T cepuca (PI'BOY BIIO "TIBI'YC"), Kad. "OxoHoMuKa 1
ynp." ; coct.: A. H. Kapa, A. B. Kosrynenko, E. 0. Ky3nernoga. - JlokymenT AdobeAcrobat. -
TonesitTr : [IBI'YC, 2015. - 1,61 MB, 118 c. - Pesxxum noctymna: http://elib.tolgas.ru.



30

8.2.1lepeyens pecypcoB HHGOPMALHMOHHO-TEIeKOMMYHUKAMOHHOM ceTH ""UHTepHeT" (nasee -
ceThb "UHTEpHET"), HEOOXOAMMBIX /JIs1 OCBOCHHS IMCUMILINHBI (MOIYJIs1)

1. Jlemompou3BOACTBO [DIIEKTPOHHBIN pecypc] : )KypHal. — Pexxum noctyna: http://www.top-
personal.ru/officeworks.html. - 3arm. ¢ sxpana.

2. Jlenompou3BOACTBO U JTOKyMEHTOOOOPOT Ha MPEANPUITHH [ DIEKTPOHHBIN pecypc] : KypHal. —
Pexxum mocryma: http://www.delo-press.ru/journals.php?page=documents. — 3ari. ¢ skpaHa.

3. Msparenbckuii 1oM «I'peOeHHUKOBY» [ DIEKTPOHHBIN pecypc]. - Pexxum nocrymna:
http://www.grebennikov.ru/. — 3arm. ¢ skpana.

4. Koncynbrant [lmoc [DnekTpoHHBI pecypc] : odumnmanbaplii caiT koMmrnannu «KOHCYJIbTaHT
[Tmoc». — Pexum nocrtyma: http://www.consultant.ru/. — 3ari. ¢ skpana.

5. Hayunas snextponnas 6ubnuoreka eLIBRARY .RU[DnexTponnslii pecypce]. - Pexxum nocrtymna:
http://elibrary.ru/defaultx.asp. - 3arn ¢ skpana

6. YHuepcanbHble 06a3bl maHHBIX EastView [DnekTpoHHbIi pecypc]. - Pexum gocrymna:
http://www.ebiblioteka.ru/. - 3ariu. ¢ skpaHa.

7. YnpaieHHe NepCOHAIOM [ DNEKTPOHHBIN pecypc] : )KypHall. — Pexxum
noctyma:http:// www.top-personal.ru/. — 3ari. ¢ ’3xpaHa.

8. DnekTpoHHas OubnauoTeuHas cucremMa IIOBOMKCKOIO TOCYJapCTBEHHOTO YHUBEPCUTETA
cepBuca [ DnexkTpoHHBIN pecypce]. - Pexxum moctymna: http://elib.tolgas.ru/. - 3armn. ¢ axpana.

9. DnexkrtpoHHO-OMONMMOTEYHast cucTeMa Znanium.com[DIeKTpoHHbBIH pecypc]. - Pexum
noctyma:http://znanitum.com/. — 3ari. ¢ sxkpaHa

9. llepevyenb MHGOPMAIHOHHBIX TEXHOJIOTHIA, HCIOJIb3YEeMBbIX NMPHU OCYIIECTBJICHUMN
00pa30BaTeJbLHOIO NMpoLecca no JAMCHUIJINHe (MOAYJ/I10), BKJIKYasi epedyeHb MPOrpaMMHOI0
o0ecneyeHUs1 1 HHPOPMALMOHHBIX CIIPABOYHBIX CHCTEM (NMPU HEOOXOTUMOCTH)

Kparkas xapakrepucTrka MpuMEHSIEeMOT0 TPOrPaMMHOT0 00ECTICUEHUS

Ne [IporpamMmMHBIi XapakTepucTrka Hasnauenue npu
n/n IPOAYKT OCBOCHMHU JUCHUIIUHBI
1 | Microsoft Word; [TpuknagHoe mporpaMMHOE T BbITOTHEHHA
2 | Microsoft Power oOecrnieueHue .
Point: MUCbMEHHBIX 3a/1aHUi,
31 Ms E’xcel pa3pabOTKH pe3eHTaIUN

10 TeMaM JIUCIUILINHEL,
JIEMOHCTpAIUKU CIanI-
JICKITUH;

J1s1 opopMIIeHUS
JIOKYMEHTOB

4 | Microsoft Office
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10.0nucanue MaTepuaaibHO-TEXHUYECKON 0a3bl, HE00X0AUMOM IS OCYIEeCTBJICHUS
00pa3oBaTe/ILHOIO NMpouecca Mo JMCUUILINHE (MOTYJIIO0)

Jlis mpoBeNeHUs 3aHATHI JIEKIMOHHOTO THIA HCIOIB3YIOTCS CIEIUATbHBIE MOMEIICHUS -
y4eOHbIC ayJUTOPWH, YKOMIUIGKTOBAaHHBIC CICIUAIN3UPOBAHHOW MEOENbI0 M TEXHHYECKUMHU
CpeICTBaMHU O0YUYEeHHUS, CITY>KAIIUMU JUTS IPEICTaBICHHS yueOHOI nH(pOpMAIHH.

Jlnsi TpoBeICHUsT TPAKTHUECKUX 3aHATHH (3aHATHH CEMHHAapCKOTO THIA), TPYNIOBBIX W
WHIMBHUIyAIbHBIX KOHCYJBTAlMHA WCHONB3YIOTCS CIEIUATBHBIE TIOMEIICHUS - Y4eOHBbIE ayIUTOPHH,
YKOMITICKTOBAHHBIE CIICITUATU3NPOBAHHON MEOEIBI0 U TEXHHYECKUMH CPEICTBAMU O0YUYCHHSI.

JUisi TeKymero KOHTPOJS W MPOMEXKYTOYHOM aTTecTallid HCHOJB3YIOTCS —CIeUalbHbIe
MOMEIICHUST - y4eOHbIE ayJIUTOPHUH, YKOMIUICKTOBAHHBIE CHCIHAIM3UPOBAHHOM MeOesbio, U (HMIn)
KOMITBIOTEPHBIE KJIACChI, OCHAIICHHBIE KOMIBIOTEPHON TEXHUKOW C BO3MOXHOCTHIO MOJKIIOUEHUS K
cetu MHTEpHET M 0OecnieueHreM JIOCTYIa B DJIEKTPOHHYIO0 HH(GOPMAIIMOHHO-00pa30BaTEIbHYIO CPEeIy
YHHUBEPCHUTETA.

JInst caMOCTOSTENNbHOW PabOThl O0YYarOIIUXCS WCIOIB3YIOTCS CIEIHATbHBIC TTOMEIICHHS -
yueOHble ayAMTOPUHM JJIsl CaMOCTOSITENBHON pPabOThI, OCHAIICHHBIE KOMIBIOTEPHOW TEXHUKOH C
BO3MOXXHOCTBIO TOJKJIIOYEHUS K ceTH VIHTepHeT M o0ecredyeHueM JO0CTyla B DJICKTPOHHYIO
UH(POPMAIMOHHO-00Pa30BATEIBHYIO CPEAY YHHUBEPCUTETA.



11. IIpumepHasi TeXHOJTOTHYECKAS KAPTAa IMCUMILINHBI 'JIOKYMEHTHPOBaHHE YIIPABJIECHYECKOM

kadenpa "DkoHOMHUKA U
yrpasaeHue"

IpYTIIBI

neATeJLHocTH"
Mpenoaana
TEJb

ceMect 20 -20

p 7 y4.roza

BI/I,HI)I KOHTPOJIbHBIX
TOYCK

KOJIN4YEeCTBO
KOHTPOJIbHBIX

TOULK
ROJIMYCCTBO

OayutoB 3a 1
KOHTPOJIbHYIO

CpOK IPOXOKACHUS KOHTPOJIbHBIX TOUCK

CEHTSI0ph OKTS0ph HOAOpB

JIeKa0phb

AT

Hto
ro

3ayeTHO-
3K3aMEHaIHl
OHHas
ceccus

Jexabpp

O0s3aTenbHbIE:

CreneHb aKTUBHOCTH
paboThI CTYICHTOB Ha
MPAKTHYCCKUX
3AHATHAX

|

X
=]
[\)

14

1.2.

KonTposbHbie padboTh

o 5

15

1.3.

Odopmitenue makera
JIOKYMEHTOB

mo 51

51

B TOM YHCJIC:

1.3.

Pa3paboTka nakera
OpraHrn3aliuOHHBIX
JIOKYMEHTOB

1o 6

1.3.

Pa3paboTka nakera
PaCIOPSTUTENbHBIX
JIOKYMEHTOB

o 10

10

1.3.

Pa3paboTka nakera
CIpaBOYHO-
WH(POPMAIIMOHHBIX
JOKYMEHTOB

o 10

10

1.3.

Pazpabotka makera
JOKYMEHTOB I10
JMYHOMY COCTaBY

no 15

15

1.3.

hd

CocraBiieHue J€I0BBIX
[IACEM

mo 10

10

JlommoTHUTENbHBIE:

2.1.

IIpomexyTouHoe
TECTUPOBAHUE

mo 10

10

TBOpueCKUii PEUTHHT:

3.1.

IlogroToBka mokinana u
yqaCTue B Haquo-
HCCJIeI0BATEILCKOM
KoH(pepeHImHn

o 10

10

®opma KOHTPOIL

3auer ¢
OLICHKOM

Hroro

100




