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1. HEJIH OCBOEHHSA JHCIMIJIHHBI

1.1|u3yunts npoLecc NOKYMEHTHPOBAHHA (COCTaBIeHHA, 0OPMIIEHHA OPraHU3alHOHHO-PACTIOPAIUTENBHEIX JOKYMEHTOB KaK
6a3oBoro npouecca B peanu3allui Beex ynpasneHueckux QyHKi#ii)

2. TPEBOBAHHMA K PE3YJIbTATAM OCBOEHUA THCHUIIJIHHBI

OK-4: CNocoOHOCTEI0O K KOMMYHMKAIIHH B YCTHOH H NHcEMeHHO# (JopMax Ha PYycCKOM H HHOCTPAHHOM SI3BIKAX IS PelleHust
3224 MeAKTHYHOCTHOTO H MEKKYABTYPHOT0 B3aHMOAEHCTBHSA
OIIK-4: CNocoGHOCTHLIO OCYIIECTBIATE Ae10B0e 00meHHe H MyGIMYHbIe BLICTYILUIEHHS, BECTH MEPEr0BOPLI, COBEINAHHS,

OCYIIECTB/JATL A€JOBYIO NEPEIHCKY H NMOAOePKHBATH JJIEKTPOHHBIE KOMMYHHKALIHH

ITK-8:B1agenHemM HABBIKAMH JOKYMEHTANLHOTO 0(hOpMIEHHS PellleHHil B yNpaBJIeHHH ONePaLHOHHOM (NPOH3BOACTBEHHOI)
AesITeJIbHOCTH OPraHM3auuii Npy BHeAPeHHH TeXHOJOrHYeCKHX, IPOAYKTOBLIX HHHOBALUI HIIM OPraHu3alHOHHBLIX H3MeHeHHH

IIK-11:81ageHseM HABBIKAMH aHAJIN32 HHPOPMALHH 0 (PYHKLIHOHHPOBAHHH CHCTeMBbl BHYTPEHHEro JOKyMeHTooG0poTa
OpraHH3aLHH, BeeHHs 6a3 JaHHBIX 110 PA3JHYHBIM N0Ka3aTeasaM H GopMHpoBaHHA HHPOPMALHOHHOTO oGecTeyeHHsl Y4aCTHHKOB
OPraHH3ALHOHHBIX POEKTOB

ITK-20:BN1aieHHEM HABBIKAMH MOAr0TOBKH OPraHH3alHOHHBIX H PACNOPAAMTENbHBIX J0KYMEHTOB, He00X0JUMBIX IS CO3TAHHS
HOBBIX NIPeINPHHUMATENbCKHX CTPYKTYP

B pesyabTaTe 0cBOeHHS AHCUHIIHHBI 00Y4A0HACA NOKEH:

3HaTh:

- rpasHia 0hopMIIEHHS TEKCTOBBIX JIOKYMEHTOB;

- OCHOBHBIE MIOTOKH IOKyMeHT0000poTa (BXOAAIIHE, HCXOALINE H BHYTPEHHHE);

- npasuna ucnons3osanua [OCT P 7.0-97- 2016 «YuuduunporaHHble CHCTEMBI A0OKYMeHTalHH. CHcTeMa OpraHM3aLHoOHHO-
pacnopanuTensHol fokymeHTauun. TpeboBanua K ohOpMISHHIO AOKYMEHTOB

- CHCTEMBI JOKYMEHTALlHH, OCHOBHBIE BH/Ibl IOKYMEHTOB, HCTIOJb3YIOIMXCA B YNIPABIEHYECKOH AEATENBHOCTH; COBPEMEHHbBIE COCOOB! U
TeXHHKA CO3NaHHA JOKYMEHTOB;

- KOMMYHHKAI[HOHHBIE METO/Ib! PEILICHHS 3a/1a4 MEAUTHYHOCTHOTO H MEXKYJIBTYPHOrO B3aUMOJEHCTBHA

Ymers:

- MPUMEHATH HH(OpMALHOHHOE obecrieueHne 1A OPOPMIEHHA OpPraHH3aLHOHHBIX H PACTIOPATUTENBHEIX JOKYMEHTOB;
- NIPUMEHATE HHPOPMALHOHHOE 00ECIeUeHHE JOKYMEHTOB [UIA pa3uYHBIX MPOEKTOR OpraHA3aLMH;

- HCMONB30BaTh HHPOPMALMOHHEIE TEXHOIOTHH M COBPEMEHHEIE IIPOrpaMMHEIE CPE/CTBA JUIA O(hOPMIEHHS PELLEHHH B
yNpaBleHHHONEPALHOHHOH  (IIPOM3BOJACTBEHHOH) JEATENLHOCTH  OpraHM3aluii;

- OpraHN30BaTh PabOTY HCIIOJHHUTENEH UTA OCYILIECTBIEHHS KOHKPETHBIX MPOEKTOB, paboT;

- pelarh MOCTABIEHHBIE 3a/1a4H MEKITHYHOCTHOIO H MEXKKYJIBTYPHOTO B3aHMOIEHCTBHS

Bnaners:

- HaBBIKaMH TIOJFOTOBKH OPraHH3allHOHHBIX H PACTIOPAIHTENBHBIX JOKYMEHTOB;
- HaBbIKaMH aHaH3a MHQOpMaluu O (YHKUHOHHPOBAHHH CHCTEMBI BHYTPEHHETO JOKYMEHTO0G0pOTA OpraHH3aluH;

- TIPaKTHYECKHMH HABBLIKAMH B 0GJIACTH BEJEHHA JOKYMEHTHPOBAHHS C HCIIOIB30BAHHEM HH(OPMALIMOHHBIX TEXHOIOTHIi;
- IPAKTHYECKHMH HaBbIKaMH B 00J1aCTH BeIeHHs JOKYMEHTHPOBAHHUS C HCMOMB30BaHHEM HHOPMALMOHHBIX TEXHOTOTHI;
- HABBIKAaMH K KOMMYHHMKALMH JJIA PEIIeHHs 3a1a4 MEXUTHYHOCTHOTO H MEKKYTbTYPHOTO B3aHMOIEHCTBHA

3. CTPYKTYPA H COAEPKAHHE JTHCHHILIHHBI

Konx HaumeHoBaHHe pa3fe/ioB H TeM /BHJ 3aHATHA/ Cemectp / | Yacos | Komneren- | JIutepatypa
3AHATHSA Kvpe LHH

Paznen 1. «KnaccHpHrauusa ciayxeGHBIX JOKYMEHTOB.
Odopmaerue cinyae0HBIX JOKYMEHTOB H NHceM. H3bIK H cTHIL
OeJIOBOTO MHCbMA. TunuyHble OIHOKH B I3bIKE H CTHJIE Ae/1I0BOI0

MHCBMa»
1.1 Tema 1.1 «OcHOBHBIE IOHATHA JOKYMEHTHPOBAHHA B YITPABICHHHY. 1 4 OITK-4 TTK- 8(J11.1 JI1.2 J11.3

«IlokyMeHTOBEIEHHE» Kak AeATebHOCTh 4eN0BeKa 110 pa3paboTke H TIK-11TIK | J11.4)12.1 J12.2

XpaHEHHIO AOKYMEHTOB, HX JBHIKEHHIO, YUETY H XPaHEHHIO. -20 OK-4 JI2.3 112.4

OnpeneneHne MOHATHI «IOKYMEHT», «IOKYMECHTHPOBaHHEY,
«IOKYMEHTOO00POTY, «apXHBHOE IeNo», KYHH(HIHPOBAHHAS CHCTEMa
nokyMeHTauuny. OcoGeHHOCTH HCMONML30BaHHA HHPOPMaLHOHHBIX
TEXHOJMOTHit T aBTOMATH3ALHH CO3JaHHA, YUeTa, ABHKEHH H XpaHEeHHA
JOKYMEHTOB.

/Tex/




1.2

Tema 1.3 «Ocpopmnenue cinysxeOHBIX JOKYMEHTORY

[TpaBuna oopMIIEHHS TOKYMEHTOB Ha TMpUMepe  cityxeOHbIX
(moxnamHBIX M OOBACHHTENBHEIX) 3aMHCOK, npuka3oB.(TOCT P 7.0-
97-2016).

/Jlex/

OITK-4 K- 8
MK-11 K
-20 OK-4

JI1.1 I1.2 JI1.3
J11.4512.1 JI2.2
JI23J12.4

1.3

Tema 1.4 «Odopmnenue cimyeOGHBIX MHCEMY

Cnyxe6Hoe MHCEMO KaK CPEICTBO CBA3M NMPeAnpHATHA(YUpPeKACHHS,
opraHM3auyM) ¢ BHEWHUM MupoM. Krnaccudukanus cnyxeOHBIX nHceM
no (YHKUHOHANEHOMY H TEeMaTHYECKOMY NMPU3HAKY, KONMHUECTBY
ajpecaros.

CTpykTypa fenoBoro nuckMa. BapuaHThl OCTPOEHHS H paBHia
oopMIIeHHs IETIOBEIX MHCEM Ha NpUMepe MHCEMa-TIOATBEPIKAEHHS,
MHCEMa-0TKa3a, CONMpPOBOAMTENHHOIO MHCEMA, MHChMa- HANOMHHAHHA U
apyrux (FOCT P 7.0-97-2016). OopMneHne AeN0BOro MMCEMa Ha
aHIIHICKOM A3bIKE

[Tlex/

OITK-4 TIK- 8
IMK-11 TIK
-20 OK-4

JI.1 m1.2 1.3
J1.4712.1J12.2
N23 12.4

1.4

Tema 1.5 «SI3BIK H CTHIIB JEIOBOrO MHCHMa»

OduunansHO-1ENOBOH CTHIB KaK PA3HOBHIHOCTh COBPEMEHHOIO
JIUTEPaTYpHOro A3b1ka. OCHOBHBIE OTAHYHTENBHEIE XapaKTePHCTHKH
O(lJl/II.lHaJ'IBHO-,EI,CJIOBOl‘O CTHNA: KPAaTKOCTE H ACHOCThE H3JIOWKEHHA,
cTporre TpeboBaHHA K MPaBUIBHOCTH MoAdOpa cios, ynotpebneHue
YCTOHYHMBBIX CHHTAKCHYECKHX KOHCTPYKLHH H CTOBOCOYETAHUH,
HeliTpaneHblit ToH. Cokpaienus (a00peBHaTypel) Kak 3aMeHHTENMH
CJIOB M CJIOBOCOYETAHHIL:

BHIB! COKpALLECHHH, MIPaBHIa HATTMCAHHA, BOCTIPHATHA, CKIIOHEHHA H
cornacoBanus cokpaiieHuii. [ToHaTHe cinyxeOHOr0 pevueBoro ITHKETa.
OCHOBHBIE NpaByiIa CITyxkeOHOro peYeBoro 3THKETA B ENOBOM MHCEME:
(opme! obparlieHHa, H3NOXKEHUE NPOCkObI, BRIPAKEHHE
TMPH3HATENBHOCTH, TOH AENIOBOI0 naceMa

/Tlex/

OITK-4 TIK- 8
MK-11 TIK
-20 OK-4

JI1.1 J11.2 J11.3
JI1.4J12.1 J12.2
J12.3J12.4

1.5

Tema 1.6 « TunuyHBIe OITHOKHM B A3BIKE U CTHIIE AENOBOTO NUCEMa»
Knaccudukauus omwuboK: CTPYKTYpHBIE, CHHTAKCHYECKHE,
mopdonoruyeckue.

OO6mas xapakTepHCTHKAa ¢ BApHAHTHl YCTPaHEHHA CTPYKTYPHBIX
ommbok: IyOnupoBaHHE CTaHOAPTH30BAHHOTO JOKYMEHTA; HEBEPHOE
MOCTPOEHHE MHChMA; TIOBTOPEHHE B TEKCTE MHUChMA MH(OPMALMH,
conepiamieHca B CTaHOApTHOM ONaHKe.

O6was xapakTepUCTHKA W BAPHAHTE] YCTPaHEHH CHHTAKCHYECKHX
omubok:

OmuOKH, CBA3AHHBIE C HEMPABWIBHBIM MOPAIKOM CIIOB B TIPEUIOKEHHH;
HapyleHHe cnenupUKH ynoTpebneHHs AeenpHYacTHRIX 060pOTOB;
HenpaBHIIBHOE UCTIONB30BaHHE MPEIOT0B.

OOfmas XapakTepucTHKa ¥ BapHaHTHI yCTpaHeHHA MOP(HOIOrHYECKHX
owuboK: COrIacoBaHHE onpeneneHuii; ynorpebnenne KpaTkoi H MonHoOH
(hopM MMEH NpUNaraTenbHLIX; OUOKY NpH ynoTpedneHHn
KOJIHYECTBEHHBIX HMEH YHCITHTEIBHBIX.

Cpencrea WORDS8  msa oGHapy:keHHA W HCIIPaBNeHHA OIHOOK B
IeIOBOM ITHCBME,

e/

OIIK-4 [1K- 8
MK-11 TMK
-20 OK-4

JI.1J11.2 J11.3
JI1.4712.1 J12.2
J123J124

1.6

Tema 1.1 «OcHOBHEIE MOHATHA NOKYMEHTHPOBAHHSA B YIIPABICHHHY.
«JloKyMeHTOBEIeHHE» KaK [AeATeNsHOCTh YeNoBeKa Mo paspaboTke U
XPaHEHHIO NOKYMEHTOR, HX JIBHKEHHIO, YUETY H XPaHEHHIO.
OnpeaeneHue MOHATHI «IOKYMEHT», «IOKYMEHTHPOBaHHE,
«IOKYMEHTO0G0pOTY, «apXUBHOE AEN0N, «yHU(HLMPOBAHHAA CHCTEMA
JNOKyMeHTaluu». OcoGeHHOCTH HCMOJB30BaHHA HHPOPMALHOHHEIX
TeXHOJIOrMIi 114 aBTOMATH3AalHH CO3/JaHHs, YUEeTa, IBHKEHHA H XPaHEHHS
JOKYMEHTOB.

Mp/

OIlK-4 TIK- 8
IK-11 TIK
-20 OK-4

J1.1 1.2 1.3
JI1.4J12.1 J12.2
2.3 7J12.4




1.7

Tema 1.2 «Knaccudukauus ciyxeGHBIX OKYMEHTOBY

IoHdTHE, MECTO M pONlb CiYKeOHBIX JOKYMEHTOB B
JIeNONPOU3BOACTEE COBPEMEHHOTO npeanpuaTHa(pupMsl).
Knaccudukauus cayxeGHbIX JOKyMEHTOB IO IPH3HAKAM:
CreLHATH3alMA, HA3HAUEHHe, TEXHHKA BOCIPOM3BENEHHS, CEKPETHOCTb,
TNIPUEMBI 3aITHCH, MPOHCXOXKIEHHUE, CPOKH XPAHEHH, CTAAHH CO3JaHHA.
Cpencrea WORDS i KOMIBIOTEPHOrO 0opMiIeHHs CITyKeOHBIX
JAOKYMEHTOB. BB,HaHPlH BBIMOJHAKTCA € TIOMOLULIO NTPOrpaMMBbl
MicrosoftOffice.

/Mlp/

OTIK-4 TIK- 8
MK-11 IIK
-20 OK-4

J1.1]J11.2 J11.3
J1.4J12.1 J12.2
J2.3 7124

1.8

Tema 1.3 «Odopmaenue ciyxeOGHbIX NOKYMEHTOBY

[Mpaeuna oopmiaeHHs JOKYMEHTOB HA TMpUMEpe CiyKeGHBIX
(moxnamHelX ¥ OOBACHHUTENBHBIX) 3aNHCOK, npukaszos. (FTOCT P 7.0-
97-2016).

Mp/

OIIK-4 IIK- 8
IK-11 K
-20 OK-4

J1.1J11.2 7113
JI1.4J12.1 J12.2
JI2.3 N12.4

1.9

Tema 1.4 «OdopmneHue cryxeOHbIX THCEMY

CiyxebHoe MHCEMO KaK CPEACTBO CBA3M NMPeaNpHATHA(YUpEKaCHUS,
OpraHM3alMH) C BHELTHUM MHpOM. Knaccubukaims cnyxeGHEIX mHceM
no  (YHKUHOHANEHOMY M TEMaTHYECKOMY NMPH3HAKY, KOIHYECTBY
aJlpecaTos.

CTpyKkTypa AeNI0BOro MHchMa. BapHaHThI MOCTPOEHNUS U NPaBHia
ohopMIEHHS JEeNOBEIX TTHCEM Ha MPUMepe MTHCEMa-MOATBEPKACHHS,
TIHCEMa-0TKa33, CONpPOBOAMTENLHOTO MHChMA, MHChMa- HAMOMUHAHUA H
opyrux (IOCT P 7.0-97-2016). OopmneHHe QenoBoro muckMa Ha
aHITTHHCKOM A3BIKE.

3anaHus BBIMONHAIOTCA ¢ MOMOLIBIO porpaMmMel MicrosoftOffice. /[Tp/

OIIK-4 TIK- 8
MK-11TIK
-20 OK-4

J1.1 M1.2 11.3
J.4J12.1 12.2
J12.3 J12.4

Tema 1.5 «S3bIK B CTHIIb JENIOBOTO MHCHEMa»

OduimansHO-1eM0BOM CTHIB KaK PA3HOBUIHOCTE COBPEMEHHOTO
JIATEpaTypPHOro A36IKa. OCHOBHBIE OT/IHYMTEIBHEIE XapAKTePHCTHKH
O(hHUMANTEHO-ET0BOr0 CTHIA: KPAaTKOCTE M ACHOCTE H3TIOMEHM,
cTporie TpeGoBaHHa K MPaBUALHOCTH noadopa cnoB, ynorpebnexnue
YCTOHYMBBIX CHHTAKCHYECKHX KOHCTPYKIMH H CITOBOCOYETAHHH,
HeliTpaneHelii ToH. CokpatneHus (ab0peBHaTypel) Kak 3aMEHHTENH
CJIOB U CJIOBOCOUETAHHIA:

BHJIBI COKpaLLEHHH, NPABHIIA HAMHCAHH, BOCIIPHATHA, CKIIOHEHHA H
COrnacoBaHus cokpauleHui. [TonaTue cnyxebHOTo peyeBoro 3THKeTa.
OcCHOBHBbIE NpaBHNa CITYxeGHOT0 PEYEBOTO ITHKETA B IEIOBOM MHCBME:
¢bopmsi 0GpalieHus, H3N0KEeHHE IPOCEOBL, BEIPAKEHHE
TIPU3HATENBHOCTH, TOH JIEJIOBOTO MHChMA

Mp/

OIIK-4 IIK- 8
MK-11 1K
-20 OK-4

JI11J11.2 J11.3
J11.4J12.1 J12.2
J2.3 J12.4

Tema 1.6 « TumHyHBIE OITHOKH B A3BIKE W CTHJIE EOBOTO MHCHEMa
Knaccudukauus olinb0oK: CTPYKTYpHBIE, CHHTAKCHUECKHE,
MopdonoruIecKHe.

OO6mas xapakTepUCTHKa M BAapHAHTHl YCTPAaHEHHS CTPYKTYPHBIX
ownbok: IyOnUpoBaHWe CTAaHOAPTH30BAHHONO [JOKYMEHTa; HEBEPHOE
MOCTPOEHKE MUChMA; I[OBTOPEHHE B TEKCTE MHChMa MH(OpMAalHH,
copeprkallelica B cTaHIapTHOM (J1aHKe.

O6u1as xapakTepuCTHKA H BADHAHTRI YCTPaHEHHs CHHTAKCHYECKHMX
owuboK:

OWHOKH, CBA3aHHBIE C HEMPABWILHBEIM MTOPAIKOM CIOB B NMPEIUIOKEHHH;
HapylleHHe cretuduKn ynoTpebneHHs IeenprHyacTHRIX 060pOTOB;
HenpaBHIBHOE HCIIOB30BaHHE MPEIOroB.

OO61uas XxapakTepHCTHKA W BAPHAHTHI YCTpaHeHHs MOP(OIOrHYeCKHX
OIIHGOK: COrylacoBaHKHE OTpeeNieHHH; ynoTpebieHHe KpaTkoi 1 noJHOH
(hopM MMeH NpHIaraTenbHbIX; OUHOKH NPH yNoTpebIeHHH
KONTMYECTBEHHBIX HMEH YHCITHTENBHBIX.

Cpencrea WORDS8 s o6Hapy»eHHs W HCNIPaBJIeHHs OMHOOK B
JIeJIOBOM TTHCEME.

Mp/

OITK-4 TIK- 8
MK-11 K
-20 OK-4

JI1.1J11.2 11.3
J11.4J12.1 2.2
J23J12.4

1.12

Tema 1.1«OcHOBHBIE MOHATHA KOMITBIOTEPHOTO JOKYMEHTHPOBAHHAY.
-HcTopus IOKYMEHTOBEIEHHUA.

- HopmarugHo-MeToau4ecKas Oas3a AeNIONpOH3BOACTBA.

Tema 1.2. «Knaccupukauus cnyxebHbIX ZOKYMEHTOB»

- Texnosorus pabote! ¢ nokymenramu /Cp/

32

OITK-4 TTK- 8
[TK-11TIK
-20 OK-4

J1.1J11.2 J11.3
J1.4J12.1 J12.2
2.3 J12.4




Pasgen 2. «OdopmiieHHe TEKCTOBBIX JOKYMEHTOB

21 Tema 2.1 «CTpyKTypa TEKCTOBOIO JOKYMEHTa H 0O OpMIIEHHE ero 2 OITK-4 I1K- 8|JI1.1 JI1.2 JI1.3
qacTey MK-11TIK | JI1.4J12.1 J12.2
Ipasuna odopmieHHs THTYJIBHOTO JIMCTa, pedepara, coaepKaHus, -20 OK-4 Ji2.3712.4
OCHOBHOI{ YaCTH M TIPUIIOMEHHH TEKCTOBOTO NOKYMEHTA.

[Tex/

22 Tema 2.2 «OdopmieHne 31eMEHTOB OCHOBHOH 4acTH TECTOBOrO 2 |OIIK-4 IIK- 8|JI1.1 J11.2 JI1.3
IOKYMEHTa» MNK-11TIK | JI1.4]12.1 J12.2
IpaBuna nocTpoeHHsa TaONMIl TEKCTOBOTO AOKYMEHTa, 0hopMIIeH s -20 OK-4 J2.3J12.4
TEPEYHCIEHHH, PUCYHKOB H MaTeMaTH4ieckux dopmyn cornacHo. (TOCT
P 7.0-97-2016) /Jlex/

23 Tema 2.3 «BubnuorpapHIecKHe CCBUIKH» 2 OTTK-4 TTK- 8 J11.1 JI1.2 JI1.3
Cocraenexue u ohopmieHue 6ubnuorpadMueckix CChUIOK COTIACHO MK-11 1K | JI11.4J12.1 J12.2
(TOCT P 7.0-97-2016): oqHOTOMHBIE H3IaHUs; MHOTOTOMHEIE H3OAHHS; -20 OK-4 J12.3 112.4
CepHANBHBIE H3IaHHA.

OcobeHHoCTH 0hOPMIEHNS BHY TPUTEKCTOBEIX (TIOMEILEHHEIE B TEKCTE
IOKYMEHTA), OCTPOUHBIX(BEIHECEHHBIE H3 TEKCTA BHH3 CTPAHHULLbI
JIOKyMeHTa (B CHOCKY), 3aTe€KCTOBHIX CCHUIOK.

[Tex/

24 Tema 2.1 «CTpyKTypa TEKCTOBOrO NOKYMEHTA H 0dopMIEHHE ero 4 OITK-4 TIK- 8|JI1.1 JI1.2 J11.3
yacTeH» MK-11 TTK | JI1.4J12.1 112.2
[Mpaeuna odopMIEHUS THTYNBHOrO JHCTa, pedepara, COOEpPIKAHHA, -20 OK-4 J2.3J12.4
OCHOBHOM YacTH H NPHJIOKEHHIT TeKCTOBOro JoKyMeHTa. /TIp/

2.5 Tema 2.2 «OdopMeHHe 2IeMEHTOR OCHOBHOH 4aCTH TECTOBOTO 4  |OIIK-4 I[IK- 8| JI1.1 JI1.2 JI1.3
JIOKYMEHTa» IMK-11TIK | J11.4J12.1 J12.2
ITpaBuna noctpoeHus Tabiaul, TEKCTOBOIO NOKYMEHTa, 0hopMIeHHS -20 OK-4 J12.3 J12.4
nepeyncneHui, pUCYHKOB 1 MaTeMatuueckux dopmyn cornacto. (TOCT
P 7.0-97-2016) /Mip/

2.6 Tema 2.3 «Bubnuorpaduyeckue cCHUTKUY 4 OITK-4 TTK- 8|JI1.1 11.2 J11.3
Cocrasnenue u odhopmierue GuGmHOrpadMUECKHX CCBUTOK COTIACHO IMK-11 TIK [ JI1.4J12.1 J12.2
(TOCT P 7.0-97-2016): 0IHOTOMHEIE M3AHHA; MHOTOTOMHBIE H3aHUS; -20 OK-4 N23J12.4
CepHANEHBIE H3NAHHA.

OcofeHHocT 0(hOpMAECHHS BHYTPUTEKCTOBBIX (MOMELLIEHHBIE B TEKCTE
JOKYMEHTR), MOACTPOYHBIX(BEIHECEHHEIE U3 TEKCTa BHH3 CTPAHHLBI
JIOKyMEHTa (B CHOCKY), 3aTEKCTOBBIX CCBHLIOK.

Mp/

2.7 Tema 1.4 «Odopmnerne cimyxeGHBIX MHCEM» 22 |OIIK-4 ITK- 8{J11.1 J11.2 JI1.3
- MexIyHapoIHbIe CTaHAAPTHI MO0 0 OPMITEHHIO IOKYMEHTOB MK-11 K | JI1.4J12.1 J12.2
- CpaBHHUTE/BHbIH aHANH3 ETOBOH NEPENHCKH Ha PYCCKOM H aHITHHCKOM -20 OK-4 J12.3J12.4
s3pikax /Cp/

2.8 [Dx3amen/ 36 |OIIK-4 ITK-8|J11.1J11.2 JI1.3

MK-11TIK | J11.4J12.1 J12.2
-20 OK-4 J123 7124

4, ©OHJ OHEHOYHLIX CPEJICTB

CrpykTypa u comepxaHue GOoHa OLIEHOUHBIX CPEJCTB A NPOBEACHHS TEKYILEH W IPOMEKYTOUHOH aTTeCTalMH NPECTaBICHEI B
IMpunoxennn 1 k paGodeit nporpaMMe AHCLIMILTHHEL

5. YYHEBHO-METOAHYECKOE H HHOOPMAIIHOHHOE OBECIIEYEHHE JHCHHILTHHBI

5.1. OcHoBHas IHTepaTypa

ABTOpBI, COCTABUTENH l

3arnaBue

HsnarensctBo, roa

[ Konuu-go




ABTOpBI, COCTABHTENH 3arnaBHe W3narensCTBo, rojg Konuu-Bo
JI1.1 |Hawxos JI. IT., Opranuzauus ¥ ynpasjieHue KOMMEpYecKoi Mockea: M3narenscko- http://biblioclub.ru/index.
IMamByxuusun O. B. NEATENEHOCTRIO: yUeOHHK TOpProeas Koproparms php?

«Jawkos u K%, 2015

page=book&id=375809
HEOTrpPaHHYEHHBIH HOCTYI
JUIS 3apeTHCTPHPOBAHHBIX

noJjib3oBarenei
JI1.2 |Kaydman, H. IO. JloxyMeHTHpOBaHUE yNpaBieHuYecKOH nesTensHocTy: |OMek: OMCKHiH http://www.iprbookshop.
yuebHoe nocobue rOCYHapCTBEHHBIH HHCTHTYT ru/26681.html
cepBuca, OMckui HEOrpaHU4EHHBIH qocTyn
rOC»yI[achBeHHBIi:l anga SEPEI‘HCTPHPOBHHHHX
TeXHUYECKHH YHHBEPCHTET, MONEIQRATENCH
2014
JI1.3 |Kysueuosa, H. B., HoxymeHTHpoBaH#ie ynpaBneHueckoi aestensHocti: [Mocksa, Caparos: Jawkor | hitp://www.iprbookshop.

Xauatpan, . A.

y4ebHoe mocobue s bakanaspos

u K, Ait [Tu Dp Menna, 2017

ru/59274.html
HEOTpaHHYEHHEIH JOCTYT
JJiA 3apErHCTPHPOBAHHEBIX

MONL30BaTENCH

J1.4

Kysneuosa, H. B.,
Xauarpan, I'. A.

JlOKyMEHTHPOBaHHKE YNPABIEHYECKON IEATENILHOCTH:
yuebnoe nocobue qna Gakanaspos

Mocksa: [Jamkoe u K, Ait
Iu 3p Memua, 2021

http:/fwww.iprbookshop.
ru/99364.html

HEOrpaHM4eHHbIH gocTyn

Q1S 3apPErHCTPHPOBAHHBIX
noJi30BareneH

5.2. lononHuTeILHAS JTHTepPaTypa

ABTOpr, COCTaBHTECIIH

3arnasue

H3,[13.TCJ!BCTBO, ron

Konuu-go

[Tpuxonexo, A. H.

JlOKYMEHTHPOBAHHE YNPABIEHYECKOH AEATENLHOCTH:
yuebHoe nocobue

Canxr-ITerepbypr: Cankr-
[NetepOyprekuit
TOCYIapCTBEHHEIH
ApXUTEKTYPHO-
CTPOMTENLHBIH
yHusepcuter, 95C ACB,
2013

http://'www.iprbookshop.
ru/26872.html

HEOTPaHHYEHHEIH 10CTYN

Jins 3apEeruCTPUPOBAHHBIX
MoJIB30BaTENeH

J12.2 |Adontomkuna, O. W, |JoxyMeHTHpOBaHME yrpaBneHueckol aestensHocTH: |Benropon: Benropoackuii http://www.iprbookshop.
[Iycrosas, B. H. yueOHoe nmocodue roCyapCTBEHHBIH ru/80510.html
TEXHONOTMYECKHH HEOrPaHH4EeHHEIH N0CTYN
yHUBepcHTeT uM. B.T. JUIS 3aPETHCTPHPOBAHHEIX
Illyxosa, 3BC ACB, 2017 noni3soBarench
J12.3 YrnpasneHue: xypHa Mocksa: M3narensckuii mom| https:/biblioclub.ru/inde
I'YY (T'ocynapcTBeHHBIH x.php?
YHHBEpCHTET ynpaBnenus), | Page=book&id=563352
2018 HeOl‘paHl{‘{eHHb[ﬁ aocrtyn
JLTISE 3aPETHCTPHPOBAHHBIX
noJIb30BaTeNeH
JI2.4 |Bapuarsu B. C., Mewnemxment: yaebHoe nocobue Pocrog-nHa-Jlony: https:/biblioclub.ru/inde
Tlonuaposa C. H. Hznarenscko- x.php?
nonurpadHuecKHil page=book&id=567184
kommiekc PIDY (PUHX), | HEOTpaHH4CHHEIA 1OCTYII
2018 AN 3apEriCTPUPOBAHHbIX

MO/IL30BATENCH

5.3 IlpodeccHoHanbHble Ga3bl JAHHBIX H HH(OPMALIHOHHBIE CIPABOYHbIE CHCTEMbI

Koucyneranr +

POCCTAHJIAPT https://gost.ru/portal/gost

CocynapcTeeHHBIH KOMUTET 1o cTaTHCTHKe  hitp://www.gks.ru/

5.4. Ilepeyens nporpamMmHoro oGecnedyeHHs

Microsoft Office




5.5. YueGHo-MeTOAHYECKHE MaTepHaJbl JJIfl CTYAEHTOB C OrpaHH4Y€HHbIMH BO3MOMKHOCTAMH 310POBLS

[TpH HeoOGXOIMMOCTH MO 3afBIEHHI0 O0YYAIOIIErocs ¢ OrPAHHYEHHBIMM BO3MOMXHOCTAMH 3[OPOBBA Y4eOHO-METOAUYECKHE MaTepHanbl
MPefOCTABNAIOTCA B hOpPMax, afanTHPOBAHHBIX K OTPAHHYEHHAM 370POBbSA U BOCIPHATHA HHbOPMALMH. [ JTHI ¢ HapYIIeHHAMH 3PEHHUS: B
dopme aynrodaitna; B negaTHo dopme yBEeNHUEHHBIM P TOM. [T JTHI] ¢ HapYIISHHSAMH ClyXa: B (hOpMe 3NIEKTPOHHOTO JOKYMEHTa; B
neuaTHol (opme. [ist UL ¢ HAPYIIEHHSIMH OMOPHO-IBHTATENBHOrO annapara: B (hopMe 3NeKTPOHHOTO NOKYMEHTa; B edaTHo#H dopme.

6. MATEPHAJILHO-TEXHAYECKOE OBECIEYEHHUE JTHCHHIUIMHDLI (MOAYJLS)

IMomeleHus Ul MPOBENEHHS BCEX BUAOB paboT, NPeayCMOTPEHHBIX YueOHBIM [UIAHOM, YKOMIIIEKTOBaHbI HEOOX0aUMOiH
CHeLHaNM3upoBaHHOH yyeOHOH MeGeNblo H TEXHHYECKUMY cpeacTBaMH obyuenusd. JInsa npoBeaeHH IEKLMOHHBIX 3aHATHIT HCTIONB3YeTCA
JAEMOHCTpaLMOHHOE 000PyJOBAHHE.

7. METOIUYECKHUE YKA3ZAHHS JJIAA OBYHAIOIIMXCA 10 OCBOEHHIO THCHHUANJIUHBI (MOAYJISA)

Meroauueckue YKa3aHHA [0 OCBOCHHWK) OHCLHHIUIMHBEL NPEOCTABJICHB] B anJ'IO')KeHHM 2K paﬁoqeﬁ nporpaMMe JHCLMIIIHHBI.




©OHJI OHEHOYHBIX CPEACTB

IMpunoxenue 1

1 OnucaHue NoKasaTeie 1 KpHTEepHEE Ol€eHHBaAHHA KOMHETEH“HI‘:I Ha
PAa3/IHYHBIX 3TalldX HX cbopuuponannn, ONMHCaAHME WKAJ Ol eHHBAHNA

1.1 INoxazaTen 1 KPUTEPHH OLIEHHBAHUS KOMIETEHLMI:

3VH, cocrapnaiomue | [Toxkasarenu ouenusanus | Kpurepuu ouenupanus Cpenctsa oueHHBaHus
KOMITETEHIHIO
OK-4  cnocoGHOCTHIO K KOMMYHHKALMH B YCTHOH M MHCEMEHHOH (JOpMax Ha PyCCKOM M MHOCTPaHHOM

A3BIKAX MU PELICHUS 3a1ay MEHUTHHHOCTHOIO H MEXKKYJIETYPHOIO B3aumoselicTeus

pabor. I mo 9, curyauun 1-
3)
Bnaners: Bnanets Hemoxctpuposars  Hasbiki | [IH- nenosas urpa,
NPaKTAYECKUMHA COBPEMEHHEIMH opranusauun  pabotst jna | C3-  cuTyaumonHoe

HaBBIKaMH B obGnacTi
BE/ICHUS
IOKYMEHTHPOBaHHSA C
HCTONB30BAHNEM
HH(OPMALHOHHBIX
TEXHOMOTHiIt

METOZHKAMH pacyeTa
IKOHOMHUHYECKH
00OCHOBAHHBIX
pelueHuit mpx
[POEKTHPOBAHUH
OpraHH3aUHOHHBIX
CTPYKTYP.

Hmers HaBbIKK
OpraHH3alHOHHOTO
MPOEKTHPOBAHHA.

pelLIeHus TMOCTABTEHHBIX
3ajiaq C MOMOLIBIO JEN0BOi
HIPBL.

3afanue (3anaHue c
I no 9, cutyaunu 1-
3)

3Hars;
KOMMYHHKallHOHHBIE
METO/Ibl PELUeHHS 3aa4
MEXUTHYHOCTHOTO H
MEXKYJIbTYPHOTO
B3aUMOeiCTRHA

CocrasuTs ob3op,
MOMCK " cGop
HeoOxoaumoii

nUTepaTyphl s
Hanucauua  pedepara,

JUIS OTBETA HA BOTIPOCHI
1o TECTY

MOJIHOTA "
COJIEpXKATENEHOCTE  OTBETA,
YMEHHE MOJB30BATHLCA
JONONHUTENBHOI
JHTepaTypoii npu
MOJATOTOBKE K 3aHATHAM;

P-pedepar (1-26)
T-recr (1-20)
JIH- nenosas urpa,
3- sx3samen (1-42)

IIK-8 enadenuem HagulKamu OOKYMEHMANLHOZ0 OQOPMICHUA pewienuti & Ynpasnenuu onepayuonnoti
(npouzsodcmeenHol) OeAmensHOCMU  OP2AHU3ANULL
UHHOBANUTI URU OPZAHUSAYUOHHBIX USMEHEHUT

npu gHedpenun  MEXHORORUHECKUX, NPOOYKIMOBLIX

YmMers: pewiats
MOCTaB/JIEHHbIE 3a71a4H
MEMUTHYHOCTHOTO H
MERKYNLTYPHOTO
B3aUMOJIeHCTBUS

yMeer OPHBOIHTE
OpHMEpBI MO PelleHHIO
3a/1a4 MEHJIHYHOCTHOTO
" MEKKYJIBTYPHOrO
B3aUMOAEHCTBHA,

Pelrats TOCTABNCHHBIS
3a5a4¥ pPasHLIMHM MeToAaMH
u cnocoGamu.

P-pedpepar (1-26)
JIU- nenosas wrpa,
C3- curyaunonHoe
3ajanue (3anaHue c
1 no 9, curyauun I-
3)

Bnaners: HaBblkaMy K

Haxoauts npasunsHoe

JleMOHCTPHPOBATE  HABBIKHA

JIH- nenosas urpa,

KOMMYHHKAUHA 11 peLueHHe B | peweHns nocraenennslX | C3-  cuTyaunonHoe
peLieHus 3ana4 KOH(IMKTHBIX 3aja4  MEXIHYHOCTHOTO M | 3aJaHue (3anaHue c
MEAUTHYHOCTHOIO H CHTYaUMsAX MEKKYJIETYPHOTO 1 o 9, curyaunn 1-
MENKYIBTYPHOrO B3aUMoleicTBUA c|3)

B3aHMOJEHCTBHA NOMOLLBIO IENOBOH HIPHI.

OIK-4  ¢crnocoOHOCTBIO OCYLIECTBIATh JE/I0BOE OOIEHHE W MYOIHYHBIE BBICTYIUICHHS, BECTH
NEPErOBOPHI, COBEUIAHHA, OCYIIECTBIAThH MENOBYI) MEPENHCKYy M IOANEPXKHBATL JJIEKTPOHHBIE
KOMMYHHKALHH

3HaTh: CHCTEMBI IMouck, opHeHTauMs W | NOMHOTA u | P-pedepar (1-26)
JNOKYMEHTAUMH, aHanu3  HOPMATHBHO- | COfepiaTe/bHOCTh oTBera; | T- Tect (1-20)
OCHOBHEIE BRIAT NpaBoBOro yMeHne nons3osarscs | JIM- nenosas urpa,
AOKYMBHTOB, obecrneuenus JONONHUTENbHOH 3- ax3amen (1-42)
HCTIOJNB3YIOLMXCH B =

ynpaseteckoii JokymeHTooBopoTa B | JIMTEpaTypoit pH

AeATeNLHOCTH, [EATENEHOCTH MOArOTOBKE K 3aHATHAM;

COBpEMEHHBIE cnoco0sl 1 | MEHeaMepa

TEXHHUKA CO3AaHHUS

JIOKYMEHTOB

YMeTh: OpraHu3onsaThk yMenue OpranusosbiBate  paGotsl | P-pedepar (1-26)
paGoty ucnonuuTenei OpraHH30BHIBATH ucnonuuteneii u orpaxars | JIU- nenosas urpa,

NS OCYLUECTBIICHHA
KOHKPETHBIX NPOEKTOB,
pabor

paboTEl TpH pELICHUH
KOHKPETHBIX IPOEKTOB,

OaHHBIE B MMPOCKTAx

C3- curyaunonHoe
3afande (3azaHue ¢

3Hare: npasuna [lowck, OpMEHTaUMsi M | MONHOTa u | P-pedepar (1-26)
ucnonp3opanus FOCT P | asanua  HOpMaTHBHO- | copepikarensHocth  oteeTa; | T- Teet (1-20)
7.0-97-2016 NpaBoBoro yMeHune nons3osatees | JIU- nenosas urpa,
«Y HuduuUNpoBaHHEIS obecneyenus JIOTIONHATENBHOH 3- ax3amen (1-42)
CHCTEMBI IOKYMEHTAUHH, | IOKyMenTooGopota B | nuTeparypoit npu
Cucrema NeATEeNLHOCTH MOAFOTOBKE K 3aHATHAM,
OpraHu3alUHOHHO- MeHeKepa
pacnopanuTesHOM
IOKyMEHTaIHH.
TpeGopanus k
othopMIeHHIO
TOKYyMEHTOBY
VMeT: Ncnonn3oBarh Cocrasnesne Cocraenare npasunsho B | P-pedepar (1-26)
uHQOpMaLHOHHbIE OpraH|3auHoHHO- coorercteun ¢ ['OCT | [IH- nenosas urpa,
TEXHONOTHA H PacnopsAIHTENTbHBIX JIOKYMEHTBI ¢ | C3- curyaumoHHoe
COBpPEMEHHbBIE JIOKYMEHTOB ¢ | NCMONB30BAHHEM samauue (3amaHue c
nporpamMHBIe CPEACTBA | HCMOB30BAHHEM COBPEMEHHBIX 1 no9, curyauun 1-
1ns oopmaeHus IOCT P 7.0-97-2016 | nporpamMMHBIX cpencTB H | 3)
peLueHuii B «YHHHUUHPOBAHHEIE TEXHOJIOTHit
YNpaBAEHHHONIEPALUHOHHOH | CHCTEMBI
(NpOH3BOACTBEHHOIT) JIOKYMEHTaLHH.
JIeATENBHOCTH Cuerema
OpraHu3auHii OpraHH3alHOHHO-
pacnopaanTenbHOM
JIOKyMEHTaITHH,
Tpebosanus K
otopmnenuto
JIOKYMEHTOBY
Bnazets: Bnaners ITpu pewenuu 3anay JIH- nenosas urpa,
NPaKTHYECKUMH COBpPEMEHHBIMH MPHMEHAET COBPEMEHHLIE C3- CHTYaLMOHHOE
METOZMKAMY METOJIHKH OCYILECTBICHHS

HaBbIKaMH B 00acTH

3anaHie (3aganue c




BEJIEHHUA HCMONB30BaHUA IoKyMeHToo0OopoTa. 1 no9, curyaunn 1-
JIOKYMEHTHPOBaHus C HH(OPMALIMOHHEIX JeMOHCTPHPYET HABBIKH 3)
HCTIONE30BAHMEM TEXHOJIOTHii. PeLUCHHSA NOCTABACHHEIX
UHBOPMALHOHHBIX Hmers HaBbIKM 3amay B o6nacTu
= OpraHH3allHOHHOro JoKymenTooGopota
TEXHOJIOrHH BENCHUA
Jnokymentoofopora

K- 11 enadenuem HaguIKAMU AHGAU3A UHPOPMA

Yuu 0 (DYHKYUOHUPOBAHUL CUCIMEMbI SHYMPEHHE20

doxymenmoobopoma opeanusaiyuu, eedenus 6as OQHHLIX NO PAFIUNHLIM NOKA3AMENIM U (POpMUposanus
UHGOPMAYUOHHO20 OBECHEYEHUA YHACHHUKOS OPZAHUIAUONNBIX NPOCKINOE

JIOKYMEHTOB

Bnazners: HaBbIKaMi pewaer 3aja4m, | NogHOTA u | IH- nenosas urpa,
TOANOTOBKH dopMupyer order 1m0 | copepikareNbHOCTh 3- oxszamen (1-42),
OpraHN3aLMOHHBIX H JallaHHIo. pemenuii; C3- cutyaunonsoe
PACTIOpAMITENBHEIX NPAaBHIBHOCTE H TOMHOCTE | sananye (3amanme ¢
JIOKYMEHTOB petieHu, 1109, curyauun 1-

KauecTso odopmaeHus.

3)

3HaTh: OCHOBHEIE
MOTOKK
JoKyMeHnTooGopora
(BxoaswMe, HCXOAALIHE
1 BHYTpEHHUE)

[posenenne ananusa
JIENOBOJi  CHMTyallHH C
HCMONB30BAHNEM
OCHOBHBIX NOTOKOB
JlokymeHTooGopoTa
(BxonsuUMe, HCXOAALLHE
U BHYTpPEHHHE)

nonHoTta H
COMIepKaTeNBHOCTh  OTBETA;
yMeHue NONB30BATECA
JOTIONTHATENBLHOH

JIMTEpaTypoit npu
MOArOTOBKE K 3aHATHAM;

P-pedepar (1-26)
T-Tect (1-20)

JIH- nenosas urpa,
3- sx3ameH (1-42)

YMers: npuMensTs
uH(popMauHoHHOE
obecnedenne
JIOKYMEHTOB JU1
PasIHYHBIX MPOEKTOB
opras13aumH

YMEHHE TIPHBOIHTHE
NPHMEPBI,

ToNHOTA H
COMEpXAaTeNbHOCTE 0TBETA,

P-pedepar (1-26)
JIH- nenosas urpa,
C3- cuTyauuoHHOE
3aganue (3aganue ¢
1 no9, curyaumun 1-
3)

Bnaners: HaBbIKamMu
aHanu3a HHQopMaLKH 0
(hyHKUHOHHPOBAHHN
CHCTEMBIBHYTPEHHEND
JIoKyMeHTooGopoTa
OprasM3aLHK

(hopmyupyer  OTBETHI
Ha NOCTaB/IeHHbIe
BOINPOCEL,

TONHOTA H
COmepKaTeNbHOCTh
peLueHuit;

NpaBUJIBHOCTh ¥ TOYHOCTE
pelueHuii;

Ka4uecTBo oopMeHHsl.

JIU- nenopas urpa,
C3- cuTyaunoHHoe
3amanne (3amanue c
1 mo 9, curyauun 1-
3)

IIK-20 enradenuem HagbixaMit RNOO20MOBKU OP2AHUIAYUOHHBIX U  PACHOPAOUMENbHEIX OOKYMEHMOE,
HeobX00uMbIxX 0N CO30AHUA HOBLIX NPEONPUHUMAIMERLCKUX CIMPYKMYP

3naTh: MpaBKIa NoHCcK n cbop | monHoTa u | P-pedpepar (1-26)
oopmIeHns TeKCTOBEIX | HeoGXOoAMMOi coaepxarensHocTh  oreera; | T-tecr (1-20)
JIOKYMEHTOB JIOKYMEHTaLHH ana | ymenue none3osarkes | [IH- nenosas urpa,

odopMaeHus JIOTIONHUTENBHOI 3- sx3amen (1-42)

TEKCTOBBIX JOKYMEHTOB | IMTCpaTypoi npH

c UCMONBL30BAHMEM | MOATOTOBKE K 3aHATHAM,

OpraHH3aLHOHHO-

PacTIOPAAMTENBHBIX

JIOKyMEHTOB

HEoOXOoAMMBIX pii i}

odopMIIEHHS OTHETOB O

JeATENIEHOCTH

NPEeANPHUATHA
YMeTh: IpHMEHATE yMeHHe MPHBOAUTE | MONHOTA u | P-pedpepar (1-26)
MH(OPMALHOHHOE NpHMEPBI no | conepsarensHocts orseta; | JIU- nenopan urpa,
ofecneyenne ans oopMaeHuo TIpapunsHocth odopmnenns | C3-  cuTyauuoHHoe
odopmnerus JOKYMEHTOB; OpraHU3aLMOHHBIX u | 3anaHne (3amaHue C
OpraHH3aLMOHHBIX H PACTOPANMTENTBHBIX 1 mo 9, curyauun 1-
PaCTIOPANHTENEHBIX JIOKYMEHTOB 3)

* C3 — cumyayuonnsie sadanus, T — mecm, P — pechepam, JH — denoean (ponesas) uzpa, u dp.

1.2. llIxane! OLUEHHBAHHA:

Texymmii

KOHTPOJIB

YCIIEBAEMOCTH M [IPOMEXYTOYHAs

arrecrauusa

OCYIIECTBIAETC] B PAaMKaX HaKOMMTENBHOH OalnsHO-peHTMHIOBOH cHcTeMbl B

100-0annsHOH LIKaJIE:

- 84-100 6annos (OLEHKA KOTIHIHON)

- 67-83 6annoB (OlEHKA «XOpOLIO»)

- 50-66 6amoB (OLEHKA «YIOBIETBOPHTENEHON)
- 0-49 Gannos (OLEHKa «HEYIOBIETBOPHTENLHO)

2. TunoBble KOHTPOJBHBIE

3ajaHuA HJIH HHBIE

MaTepHaJJIbl,

Heo6Xo uMble AN OLEHKH 3HAHMIA, YMEHH, HABEIKOB M (H/H)
ONbITA JEATENbHOCTH, XapaKTEePU3YIIIKUX 3Tanbl $opMHpPOBaHUSA

KOMIEeTeHNHi# B mponecce OCBOeHHA  006pa3soBaTeNbHOM
NporpamMmMBal
Bonpoce! Kk 3K3aMeHy

1.  OcHoBHEIE MOHATHSA NOKYMEHTHPOBaHHA. OCHOBHBIE (YHKLIHH
JIOKYMEHTHPOBAHH.

2. YuuduuppoBaHHBIE CHCTEMbI JOKYMEHTALHH.

3.  Knaccudukauus ciyxebHBIX JOKYMEHTOB.

4. Bnanku nns oopMiIeHHs JOKYMEHTOB.

5 Jloxknaausie, 00bACHUTENbHbIE 3AMTHCKH, 3asBICHHA U NPAaBUJIA UX
otopmnenus. [pusenute npumep opopMIESHUS 3asBISHUA.
6.  Tlpuxazsl no obumei AeSTeNbHOCTH, BBITMCKH U3 IPHKA30B U NpaBHia

HX oopMieHus.
T IMpaBuna odopmieHHs NpHKa30B MO JHYHOMY COCTaBY.
8. TIpasuna odopmnenus goxymentos “Tlpencrasnenue” u “ITpotokon™
9, IMpasuna opopMIIEHHA CTIPABOK U aKTOB,

10. Knaccuduxaips Ien0oBBIX MHCEM.
11. Bapuaursl oopMieHHs JAENOBBIX THCEM.




12. Jlenosoe nuceMo Ha aHrimiickom s3sike. [IpuBenuTe npumep
o OpMIIEHHS TUCEMA.

13.  O6was cTpyKTypa TEKCTOBOrO A0KYMEHTA.

14.  Tlpasuna odopmieHHs THTYJILHOTO JIHCTa, pediepara, conepianus
TEKCTOBOTO JOKYMEHTA.

15. Ilpaeuna oOpMIIEHHA HIUTIOCTPALM M TabIHLL

16. Tlpasuna odopmieHis MaTeMaTHueckux dOPMYIT U TIPHIIOKEHHUIA.

17. Cocraenenue i oOpMIEHHE CIIHCKA JIUTEPATYPBL.

18.  A3pik M cTHNB CTYXKeBHBIX JOKYMEHTOB.

19.  Coxpamenus (ab6peBHaTypsl) KaKk 3aMEHHTENH CITOB H
CIIOBOCOYETaHHIH.

20. CTpyKTypHble H CHHTAKCHYECKHE OLUMOKH B S3BIKE M CTHIIE [ETOBOTO
MHCHMA.

21. Mopdonoruueckue OMMOKY B S3LIKE H CTHIIE JEJIOBOTO MUChMA.

22. HopwmarueHo- MeToguueckas 6a3a JOKYMEHTHPOBaHMS.

23. Tpebosanue K COCTABICHUIO ¥ 0DOPMIIEHHIO YNIPaBJIEHYECKOH
JOKYMEHTALIHH.

24. CucremaTH3aUms DIOKYMEHTOR.

25.  OpraHM3auus JOKYMEHTHPOBAHMS HA NPEANPHATHH.

26. Ilouarue «pokymeHT». Knaccuukaums 10KyMEHTOB.

27.  Perucrpaums DOKYMEHTOB.

28.  OcHoBHBIE 3TaIbl JOKYMEHTOOGOpOTA.

29.  PerucTpauuoHHbIe (OPMEI H MX 3aMOHEHHUE.

30. Tapantmiinoe nuceMo. late onpenesnenue. [Ipuenute npumep
odOpMITEHHA MHCEMA.

31. ®dopmupopaHue men.

32. OOuue HOPMBI ¥ NpaBUia opOPMIEHHS TOKYMEHTOB.

33.  BnaHKd IOKYMEHTOB [JIfl OpraHH3alHOHHO-PACTIOPAHTE/bHOMN
JOKYMEHTALLHH.

34.  Knaccuduxalus IeT0BBIX KOMMEPYECKHMX MHCEM.

35.  Ilucemo —Hanomunanue .Jlate onpenenenue [pusemure npumep
odopmieHHs NKCEMa.

36. ®opmar nokymenta. OdopmieHHe nonek, HyMepauus cTpaHHil,

37.  HupopmaumonHoe nuceMmo. date onpenenenue Jlpuseaure npumep
oopMIieHHs MUChMA.

38. Odopmnenue npuIOKEHHH.

39.  XapakTepHCTHKA A3bIKA U CTHIIS CIIYIKEGHEIX IOKYMEHTOB.

40. PernameHTaLMs JOKYMEHTHPOBAHMS YNPABIEHUYECKO eI TeNLHOCTH.

41.  KoHTpakThl(110roBopa)-1aTh ONpenesieH e, MePeuUcIuTe COCTABHBIE
yactu gorosopa. [lpuseante npumep odopmnenus gorosopa.

42. Knaccudwuxauus u cTpykrypa ciyxe6GHbIX nuceM. OCHOBHbIE
NPHU3HAKK KJacCH(PHUKALIHH.

OK3aMEHAUHOHHEIH GHIIET COAEPKHUT 2 BOMPOCA M CHTYaLHOHHOE 3a[aHHe
(NpencTaBieHO MOC/E KPHTEPHEB OLIEHKH)

Kpurepun ouenxn:

- 84-100 bannos (oyenxa «omauynoy) - uanoKcennvisi Mamepuan HaKmMuecKu sepen,
Hanuyue 2MyBOKUX UCHEPRbISAIOWUX 3HAHU 8 0bbeMe NPOTIOEHHON NPOPAMMbL OUCYUNIUNE! &
COOMBEMCINGUU C NOCIMABNEHHbIMU NPOZPaAMMOT Kypca yensmu u 3aoavamu  obyuenus;
npagunbiele, yeepennvie Oelicmeus RO NPUMEHEHUIO ROMYHEHHBIX 3HAHULL HA Npakmuxe,
2PaMOIMHOe U N02UHECKU CIPOLHOE UINONCEHUe MAMEPUANT NPU OMEEMe, YCaoeHUE OCHOBHON U
3HAKOMCMBO € DOROTHUMENLHOT NUMEPAMYPOTl;

- 67-83 bannos (oyenxa «xopowoy) - Hanuuue meeposix u JOCMAMOUHO ROTHLIX IHAHUL
8 obveme NpoUOEHHON NpOZpaMMbl OUCYURTUNGI 6 COOMSEmCmeuN ¢ yenamu obydenus,
npasuneHle OeliCMEus no NPUMEHENUIO HANUIL HA RPAKIMUKE, YeMKOe UBNONCEHUE Mamepuana,
OORYCKAIOMCS. OMOENBHBIC NOZUYECKUE U CUIUCTIUNECKUE ROZPEUIHOCTIY, OBYYaIOUUTICTYCaoun
OCHOGHYIO TUmMepamypy, pexoMeHO08anHylo 8 padoyeil npozpamme OUCYURNUNBL;

- 50-66 6annoe (oyenxa yoosnemsopumensno) - Hanuuue meepdbix 3nanuti 8 obveme
NpOUOEHHO20 Kypea 6 COOMBEMCMEUN ¢ Yensmit 0BYHeHUS, USRONCEHUE OMBENOB ¢ OMOENLHBIMU
OuUbKAMY, YEEPEHHO UCHPABNEHNBIMU HOCTE QOROTHUMERbHBLX GONPOCOS; NPABURLHYIE G YEROM
Oelicmaus NO NPUMEHEeHWIO 3HaKIL Ha NPAKMUKe;

- 0-49 bannos (oyenxa Heydognemeopumensto) - omeemsl He CEA3aHLl C BONPOCAMY,
Hanudue 2pybelx OwWUBOK 6 OMmeeme, HENOHUMAHUE CYIHOCMY USNA2AEMOZ0 GONPOCd, HEYMeHye
NPUMEHAMb  3HAHUA HA  NPAaKMuKe, HEYEePeHHOCHb U HEMMONHOCMb  OMGEMOE HA
donoanumensHsie u HagooAWUe BONPOCH ).

CHTyauHoHHbBIE 32JaHAS

38&3]—“‘[8 1. CocraBbTe H OQOEMHTC NPHKA3L! 10 OCHOBHO# JEATEALHOCTH, H

ApYrHe pacnopsaHTeNbHble MOKYMEHTbI, Heo0X0oAHMBIE B JAHHBIX
YnpaBJeHYEeCKHX CHTYAUHAX.

Curyauus 1.

Ha MocikoBckom KOMGMHATE 1O MPOH3BOACTBY MY3BIKATEHEIX MHCTPYMEHTOB H MeGenu
(rocynapeTsennoe NpeaNpPHATHE), KOTOPLIE BXOAMT B KoHuepH no paspaGoTke u IPOM3BOACTBY
npoayKuuu MysbikansHoH npomsiuienHoctn (POCMY3IIPOM), aeiicrsyer [lonoxenne o
NPEMHPOBAHHH PYKOBOJNTEJIEH LIEXO0B, OTAENOB H ciyx0, yreepxaennoe 05.01.2003 Ne 27,

12 anpens Tekymero roxa aupexrop komGuHata B.M.JIapHOHOB MOpyuMI HAYATLHEKY
oTAena TpyAa u 3apabotHoil mnatel Mapkosy H.I'. paccunTars pasMep npeMun pyKoBOAMTEIAM
OTAENOB, NEX0B H ciyx6 xombuHata mo uroram paGorsl 3a mepssii kBapran k 15 anpens, a
rnasgomMy Gyxranrepy komGunata Tpouwmnoii C.I. — OpraHH30BaTh BHIIATY TpeMuH K 20
anpesiA TeKyIIero roja.

Havaneuuk nnanoso-skonomuueckoro otnena Marseesa C.H. u rnasusii Gyxranrep
Tpoumna C.I'. 3aBu3MpoBaiM NMPOEKT NPHKa3a AMPEKTOPA KOMOHHATA.

Cutyauns 2.

AH.llunos, npencenarens Poccuiickoro arcHTCTBA MEXYHAPOJHOTO COTPYAHHYECTBA
H pasBHTHA (TOCYJApCTBEeHHAA Opranusanua npn Ipasurenscrse P®), 24 despas Texymero
rofia TOPYHHNl CIPYKTYPHBIM MOAPA3NCNCHUAM Ar€HTCTBA COBMECTHO C MNpPEACTABHTENAMH
l'ockomumymectsa Poccun k 10 anpens MOArOTOBMTh NPOEKT NPOTPAMMBL NPHBICHEHHSA
HHOCTPAHHEIX HHBECTHUMI K MPOLECCY aKUMOHMPOBAHMA TOCYIAPCTBEHHBIX NPEATPHATHIA
Iopyuenne GbLI0 JaHO BO HCMONHeHWE mOCTaoBneHus Ilpasutensctsa PD or 24 despans



TeKymero roga Ne 246 I'nasnomy YNpPasNeHHIO OTPACICBBIX HHBECTHLHOHHBIX Tporpamm,
I'naBHOMYy AOrOBOPHO-NIPABOBOMY YNPABiAeHHIO M I JIABHOMY YNpPaBJIEHMIO CTPATErHH W
HHBECTHPOBAHHMS,

Ipoexr npuxasa npencenatens arentcrsa 0wt 3aBH3HpOBaAH ero NIEPBEIM 3aMECTHTENEM
JLH.®enopossM 1 nauansrukom CiasHoro JOrOBOPHO-NPABOBOro yrpasnenus M.B. MUnpuusim,
Kontpons 3a ucnonuenuenm TIpHKa3a GbUI BO3JIOMKEH Ha JA.H.®enoposa.

Curyauns 3.

Hupexrop OO0 «Meuran TTonsros B.M. 10 OKTAGPA TeKYINEro roja m3man npuxas o
TPOBEACHHH HHBEHTAPH3ALMH TOBAPHO-MATEPHANBHBIX IEHHOCTEH Ha CKnaje npeanpuatha. On
HAsHAYHII KOMHCCHIO MO/ NPE/ICE/IATeCTBOM KOMMEPYECKOro Aupextopa 3onorapesa EH. . B
COCTAB KOMHMCCHHM BOILTH TNaBHbli Gyxranrep Bonoauna E.H. u 6yxranrep Hsanosa B.C. . B
npuKase GbUIO MOPYYeHO NpPEACTABMTH Ha YTBCPXICHHE NOKYMEHTBI CKIIANCKOrO yueTa (mo
CocTOAHMIO Ha | oxta6ps) M orueTst 06 ocraTkax TOBAPHO-MATEPHANILHEIX LEHHOCTEH (1O
cocTosHmio Ha 10 oktabps) k 15 okTabps.

Ipoext npukasa Gsin 3aBH3HPOBAH YKOHOMUCTOM HpeanpuaTHs Mutnuoii O.A.

3apanue 2. CocraBbTe n odopmure Cayce0HbIE MHCHLMA.

Curyauus 1.

Henaprament nommepxkn u Pa3BHTHA MAJIOTO NPEANPHHUMATENLCTBA [HCHMOM 34
TMOMHCRIO 3aM.qHpeKTopa nenaptamenta Ceepuxosa A.B. YBEAOMUII DYKOBOACTBO HETCKOrO
cana Ne 1586 o Tom, uto B cBA3M PA3BUTHEM MPEANPHHHMATENBCTBA 3/AHUE JETCKOrO caja
JIOIKHO OBITE NEPEIaHo AN TEXHHYECKHX HYXKJ JenapraMeHra.

Henomurenem Bacunsesoii mo NOpYCHHIO IHpEKTOpa aeTckoro caga Ne 1586 Oro-
3ananHoro oKpyKHOro ynpaBjieHus o6pasoBanus r.MOCKBEI, PACIONOKEHHOTO Ha npocHeKTe
Muuypunckom, mom 22 r.MockBsl, 65110 cocraBneno THCBMO, aAPECOBAHHOE OTAENY MHCeM
M>spun Mocksst no anpecy: r.Mocksa, yn. Teepekas, 13, 5 KOTOPOM IHPEKTOP AETCKOro cama Ne
1586 O.A.AGpamosa npocuna pasofpaTkca B JaHHOM Bompoce, MOTHBHpYS TEM, YTO B
HA3BAHHOM paiiOHE NETCKHX CAZi0B OCTANOCH MAi0 H He Bee JAETH MOTYT MOCEWATh AETCKHE
JomIkonbHbte yupescaenns. [Tucsmo Guin0 oTBeTOM Ha NOTY4EHHBII ToKyMeHT oT Jenaprament.

Curyauus 2.

Hpeacenarens npasnenus 4KUHOHEPHOro KoMmMepueckoro Ganka «TOPITIPEJBAHK
(np.BepHazckoro, 19, Mocksa, 112123, Ten: 567-22-17, dake: 576-22-20) C.A.lllymos
obpatrica k IenepansHomy aupextopy HIIO «AcBect» JLM.Bonsinuesy ¢ npocs6oii
PacCMOTPCTE BOMPOC O TNpPEJOCTABICHHH B AmarencHyio apesny AKB «TOPITIPEBAHK»
pabounx niomammeii — 180 ks.m mox PasMmelenne oTaeeHns Ganka,

[Tncemo  Gbio  coctabnieHo wemomuuTenem Moanecnoii Ha nomxnoctHoM Gnanke
Npeicenarena npasiaeHus Ganka u noanucano 24 MapTa TeKyLUEro rojia.

Curyauns 3.

Hcnomnurenem M. 10. Tlonskosoii 1o TOpYHCHHIO HAYAllbHUKA OTAENA MapKeTHHTa
OAO «Toprrotpe6coros» (r.Mocksa, Jlechas yi., A.18, 117123, ren./daxc. 234-56-00, OKITO
87654321, OT'PH 1234567890098, MHH/KIIIT 09876543321/123456789) B.A Komaposa 6siio
cocTaBieHo mucekMo B anpec 000 «[leno, TCXHHYECKOMY aupekropy A.M.MsrkoBy of
OTNPABKE /IOKYMEHTAUHH CHICAYIOMEr0 COACPKaHMS: «Hanpapnsem neoGxoauMele Bawm
AOKYMEHTBI, ~ coAepkalMe HHGOPMAMIO © wueHe KOMMjeKTa HAYYHO-TEXHHYECKOH
AOKYMEHTALHH ~ HA XONOAMIBLHOE o0GOpyHOBaHHe. [Ipexnaraem Boiciats TEXHHYECKYIO
JOKYMECHTALMIO HA 3apyGexHble aHAIOTH XOMOHIBHOrO oBopyaosauus. [Ipu npuEATHH
MONOKMTENIBHONO  pelleHus O  3aKymke obopynosanus  npocum  Bac HanpaBHTh

COOTBETCTBYIOUIEE MHCEMO PYKOBOJMTENIO OTAENA CObITA Haymopy C.IL». JlanneM mucemonm
ConpoBOicaanacs cnenudpukanus Ha 28 1. 8 1 5K3.

3aganune 3. Cocrasnre TenedoHOrpaMMEL, HeoOX0MHMEbIE B CHAENYIOLHX
YNpaBJieH4YeCKHX CHTYALMSAX.

Curyanus 1.

Munncreperso (uuancos PK 3AIIAHHPOBANIO NPOBEJEHHE CEMHHapa A Kaccupos
MPEANPHATHIA rOPOA, KOTOPKIIL KoMKEH 6B cocTosTECH 10 MapTa Tekyero roga B 15 yacos B
3pannu Munncrepersa. OAO «Jlotocy TONYYHIIO TeNeOHOrpaMMy, B KOTOPOIT Munncreperso
¢uHancos npemnarano HanpaBHTE HA CEMHHAP NpPEACTABHMTENA OGUIECTBA O YKa3aHHOMY B
TenedonorpamMme  agpecy. Tenedonorpamma 6Grina moammcana OJHHM H3 3aMecTHTeneil
MHHHCTPA U IEPEJIaHA ero CeKpeTapeM.

Curyauns 2.

3A0 «ITonurpad» BEMONHMNO 3aKa3 Ha H3TrOTOBNCHHE DPEKNIAMHBIX MATEPHANOB If
000 «Crpontensy. HMudopmauus o semonuenuu sakasa Gbina NEPElaHa MOCPEACTBOM
COCTaBNeHHA TenedoHorpammel, B xoTopoii 3A0 «[Tomurpad» Takke NpocHTO OmmATHTS
BLICTABJICHHBIH CHET B cpok 10 20 fexabps TeKymero roaa. Tenegounorpamma Guta noanucana
3amecturenem aupexTopa 3.M.CoHuHEIM 1 nepeaana ero CeKpeTapem.

Curyauns 3.

MuHucTepeTBO  npoMsimeHHOrO crponTenbersa PO samnmammposano nposegenne
KOILnerny MHHHCTEPCTBA Ha 27 (eBpand Texyuwiero roaa na 11.30 yacos. Munucrepersom Geuta
noAroTosieHa TenedoHorpaMma B aapec OAO «Mocetpoii», B koTopoii coobwmanocs o6
obasarensHoil sBke eHepanshoro aupexropa OAO «Mocctpoiin. Tenedonorpamma Grina
TIONATHCAHA OHHM M3 3aMECTHTEINCH MHHUCTPA 1 NepeAana 3aBEAYIOIMM OOLIHM OTAENOM.

3amxauue 4. CocraBbTe H odopmuTe TeJderpamMmbl, He0OX0AHMBIE B TAHHBIX

YOpaBjaeHYeCKHX CH TYaUHsIX.

Curyauus 1.

JHupexropom 3A0 «Apon» (Homocnbupck-12, y. Kpsinosa, 5) Merposeim  Gbura
foarorosiiea s anpec OAO «Oxcuan (Tomek, 25) TenerpamMma ¢ npocsGoit yckoputs 0Trpysky
MHJIOMATEPHANOB.

Curyauns 2.

3A0 «Konrakr» (Mocksa, Canosas, 5, 104456) noarorosuno cpouryio TeJerpammy [uis
fepenauu  aupexropy OAOQ «Ypancrpoiin T'puropsesy ¢ npocsGoit coobumts manmbie o
COCTOAHMH PCANN3ALMH NPOAYKIMH, €€ OCTATKAX, 00BEMax OTrpYEeHHOH, a TaloKe noanexamei
OTIPY3KE MNPOAYKUMH H HEOIUIAYEHHBIX CYETAX. Tenerpammy mnognucan aupexrop 3A0
«Konraxt» A.5.Opunos.

Curtyauns 3.



3aMecTHTENs MUHHMCTpA MHIEBOH NpoMbiuUeHHOCTH PO BacunbeB MOPYYHNl CBOEMY
CEKPEeTapIO COCTABHTE TENETPAMMY B aipec Bopouexckoro xneGoxombuuara c TpeboBaHueM
TenerpadupoBaTh Pe3yNLTaTH BEIGOpA ¢oHAa MyKH NEPBOTO KBAPTANa TEKYIIEro roja.

3ananue 5. CocraBbTe H ohopMuTe JOKIAANBIC, H 00 LACHUTEIbHBIC 3ANMMCKH,
Heo6X0aMMbIe B CIeNYIOIHX YIPABI¢HYECKHX CHTYAIHAX.

Curyauus 1.

3amecTHTe/s HauansHuKa [IpowsponcTeenHoro obsemuuenua «MockoBekas ropoickas
tenedonnas cersy (MI'TC) MuuucrepcTsa CBA3H PO MU [IyGos obpaTuics K Ha4anbHHKY
CHeUMAIBHOr0 YyHpaBienus Tenc(OHHOH CBA3M  TOrO K€ MHHMCIEPCTBA I".C.AKkceHoBY ¢
ZIOKTAAHOMN 3aNHCKOlL O BBIACNCHHH NPAMBIX NPOBOAOB H HA3HAYCHUH Tene()OHHBIX HOMEPOB Ha
JOroBOpHOIl OcHOBE. B JoKmajHON 3amuCcKe M.H.[y6os coofwan o TOM, uTO B CeHTAOpE
texymero roga ofsenunennem (MITC) bl NOATOTOBIICHBE W cornacosansl ¢ [TaBHBIM
[I2HOBO-()HHAHCOBEIM  yripasjienHeM MHIHHCTEPCTBA  CBA3H PD pmorosopsl C  HOBBIMH
aGonentamu. [/ BKMOYEHHAS YKA3aHHEIX a0OHEHTOB B CETh MEpeiatin JaHHBIX «Mudorem c 1
Jekabps TeKyIero rofa HeoOXoMUMO BEIICNEHHE NPAMBIX POBOAOB. B casu ¢ 3tuM r-H Jly0oB
BELABHHYI TIPS/UTOKEHHE O BBIIGIEHHH NMPAMBIX NIPOBO/IOB H HA3HAUCHUH Tene(OHHBIX HOMEPOB
Ha JOrOBODHOW OCHOBE YKa3aHHBIM abOHEHTaM. Joxnaguas 3anucka Obuta cocTapieHa
uerommTenem Opiopoit 1 nogmucana MU, JlyGosbm 12 HOAOPA TEKYLIEr0 roja.

Curyauns 2.

Kypbep 3A0 «®apma» C.C.CoMOB peryiApHO OMa3ibiBan Ha paGoTy, 4em Hapyuan
TPYAOBYIO IMCHUMILIAHY. 3aBeayromas kannesspueii H.B IllyMumuHa HEOMHOKPATHO Jenana eMy
sameuanus (B ycTHoil (opme), a 12 HIOHS TEKyIero rojia fbIna BHIHYKAEHA 00paTMThCH C
panHeiM BoripocoM K ['eHepanbHOMY JHPEKTOPY A.B.Cenopy ¢ [OKNanmHOi 3alMCKOH, B
KOTOpOit MpoOcKIa NPHHATE MEPBL AMCHHILIMHAPHOTO XapaKTepa K C.C.Comosy.

Curtyauus 3.

PykoBOJMTENE OT/AENA HOBBIX NPOEKTOB 0.B.Tokapesa obparmnace k IenepanHomy
aupextopy 000 «Macrep» r-uy AJlHesnesy ¢ IOKTAHOH 3anmucKoil 0 HeoOX0AHMOCTH
YBEJIMUYCHHS WITATHOI YHCICHHOCTH OTAENa. B noknaauoii sanucke O.B.Tokapesa coobuana o
TOM, YTO B HACTOAMIEE BPEMA A YCTICWIHOMH paboThl areHTCTBa HeoOX0AHMO yBenuueHue 6asnl
NAHHBIX O MOTEHUManbHBIX KiHenTax. [lo e MHEHHIO, OfHHUM M3 nanbosee peadbHBIX nyTei
paciuupenns 0a3sl JaHHBIX ABIACTCA MOCTOSHHBI AHAIW3 CPEACTB MaccoBoil unopmaluH, B
yacTHOCTH npecest (uHdopmauus 0 HAHGO/ICE KPYIHBIX KTHEHTAX arcHTCTEA fbUTa OJyHeHa H3
AHAMTHYECKOro XypHana «JKcnepT»). B cBA3M ¢ TeM, UTO OTACH B €ro HacToAIEM cocTase (5
COTpYIHHMKOB) HE MMCET BO3MOMKHOCTH OpraHH3OBaTh nofpo6HOEe M3YHEHHE AHANMHTHYECKHX
wanannii, O.B.Tokapema cuutaer LenccooGpasHLIM BBCCTH B ITAT OTACHA ABE JOMKHOCTH
MEHEUKCPOB UL H3YHEHHs 1 AHATH3A TPECCHI C LENBHO BHIABICHHA NOTCHUHANBHAIX KITHEHTOB,
a TAKKE MOArOTOBKH OMEpATHBHON HMH(OPMAUMH O MONOKEHHH HA PLIHKS CMH B ¢opme
exeneAeNbHbIX OTYeTOB. B ownanHo# 3amicie Tokapesa MpEMIOXMIA HA STH AO/DKHOCTH
nono6parh COTPYAHHKOB H3 HC/IA CTYICHTOB 4-5 kypcos (axynsTera xypHamcTaka MY wim
IIKOJbI PEKIIAMBL.

3aganue 6. CocraBbre ¥ __odopmMuTe NPOTOKONEL, neoOxoaumble B
CJIeAYIOIAX YIPABJIEHYECKHX CHTVAUHSX.

Curyauns 1,

JNupexuua 000 «Actpes» (Cauxr-TlerepGypr) 12.08.200__r. mpoBeNo CBOC 04EPEAHOE
3acenanue, Ha Kxoropom npucyrtcrsosami Boctpsxos C.T., Crymues TLJ., Jebemes M.M.,
Awronos ILJL, lllentynosa B.I'., Tumodiees A.A., Crynosa M.H.

Ha 3acenannu 0OCYX1anoch JBa BONpOCd: 0 Xoue pexnamuoit kamranuu B 111 ksapTane
200__r. 1 0 mepexoae Ha HOBYIO CHCTEMY BBILIATAL NPEMUATLHBIX.

ITo nepBoMy BOIPOCY CIyWIANH COOOIICHHS HAYANBHHKA OTAC/A PCKIaMbI BocTpakosa
C.T., TeKCT cooOLIeHHA KOTOpOro ObI Mepe/ial CCKPETAPI0 3aCCatuA H.J1.Benogoii. ITo sTomy
Je BONPOCY BBICTYMHN  (DUHAHCOBBIA JUPEKTOP Tumodees A.A., KOTOpwii 0x0GpHI
yBeJHUEHHE PACXOJIOB HA HAPYKHYIO PeKIaMy B 111 kpaprane 200__r. Ha 5%.

ITo BTOpOMY BOMpOCY CAEHAN COOGIICHHE Crynos M. H TeKcT coOBIICHNA TaKkKe
nepenan cexperapio. [lo faHHOMY ke BOMPOCY BEICTYIMIK AnTonos [1.J].,, HauanbHHK OTAENa
Kkanpos, u Jle6enen M.M., nupextop 1o npojaxam. TlepBsiit 0A00PHI HOBYIO CHCTEMY BBINIIATHL
NPEMHAIBHEIX M PEKOMEHI0BAN TOATOTOBHTE Heobxomumble Aokymentsl k 01.09.200_r.
Bropoli MpeasioAKKI I0paGoTaTs HOBYIO CHCTCMY BBIIUIATHI MPEMHANBHRIX H PEKOMEHI0BAI
TNPOBECTH FOJIOCOBAHNE [0 JAHHOMY BOTIPOCY HA of1em cofipauun TPYAOBOTO KOMIEKTHBA.

B urore 3aceaHus OLUTH MPHEATHL CNEAYIOUHME pemerns: 1. Onobputs paboty oriena
pexnamst B 111 ksaprane 200__ r. 2. Tposectu obiee cobparue TPYAOBOr0 KOJUICKTHBA MO
BOMpOCY O TEPEXOAC HA HOBYIO CHCTEMY BBITLIATEL npemuansieix  15.08.200__ .
OTBEeTCTBEHHBIM 33 NOATOTOBKY coOpanus ObUia Ha3HAUCHA 3as.kaunenspueiilllentyrosa B.I.

CoGpanue sen npeacenarens O.A PyMAHICE.

Cutyanusn 2.

3A0 «[pana-M» (Mocksa) 05.03.200__r. mposeno 3aceaHHe Cosera AUPEKTOPOB, HA
KOTOPOM MPUCYTCTBOBAIH CEAYIOUIHE 4IECHBL Cosera: Ionos M.IT., Hsanos M.H., Cumopos
C.C., Ycrunosa V.Y., ®enopos ©.0. B cBa3H ¢ HajHuHEM KBOPYMa 3aCE1aHHC GbLI0 NPH3HAHO
npaBomouHeiM. Ha 3acejanme  BBIHOCHICH BONPOC 06 onpejencHUH PLIHOYHOI CTOHMOCTH
pasMeInaeMbiX OOIECTBOM JOMOIHATEILHBIX akuwit. [To gaHHOMY BOMpOCY — 3acChyLIANH
®enoposa .M., KOTOBIH NPEUIOKMI ONPEIEUTE PBIHOYHYIO CTOHMOCTE pa3MenaeMbIX
ofuecTBOM  aKmuif myTem 3aKpbITOH MOANHCKHM OMOJIHHTEIBHEIX akupii B pasmepe 10 000
(necaty ThicAY) py6. 3a awpmo. 3aceaHHe MOCTAHOBMIIO YTBEPAMTE npeanoxenne Gegoposa
&.d., Tak kak npu ronocoBaHun «3A» GbUI0 OTAAHO NATE TOJIOCOB, [IPOr0J0COBABIIHX
«TPOTHUB» 1 «BO3NEPKABIIUXCS» He Gbino. PelueHue NPUHATO CAHHOIIIACHO. 3acenaHue
sen npeacenarens [1.M.ITonos. [IpoToko NOATOTOBIIEH CEKPETAPEM H.ILIleTpoBsIM.

Curyanus 3.

Cotpyaunku Gyxranrepus OAO «Kpanm» NpOBENH 3ace/iaHKE MO BONPOCY COKpAllEHHA
CpoKa COCTABJIEHHS [OJ0BOrO OTYETA 33 200__r., HA KOTOPOM TPHCYTCTBOBANO 6 HENOBCK. Cc
cooGmenuem BoicTynuaa Gyxramep Cypkosa A.M., KOTOpas OTMETHIA, UTO paGOTHHKH FPYIIITBE
YHETa HMEIOT BCE BO3MOMHOCTH [UIS 3HAYHTENLHOTO COKPANICHHA CPOK COCTaBJICHHSA TOI0BOTO
oTyera, i yto ronosoii oryer 3a 200__ r. MOXeT GBITH MPEACTABIIEH IPYNTOii yuera Ha 3 ;uA
paHBLIE YCTAHOBNCHHOrO CPOKa.

B ofcy[eHMH JAHHOTO BOMpPOCA BBICTYIHIH E.H.Kporos, rnasublii Oyxranrep, H
I.A.lLlyGuna, Gyxranrep. Kporos coofuin 0 TOM, 4TO HM paspaGoTan HOBbiii rpadik pagoT o
COCTAB/NEHHIO TOJOBOTO OTHETA, TNPH YCIOBHM BBIMOIHCHMSA KOTOPOro BCCMH paboTHHKAMH
FPYNMB y4ETa, FOAOBOi OTUET MOXKHO COCTABUTE M CHATh HA 4 muA paHblie YCTaHOBAECHHOTO
cpoka, [A lllybusa OTMETHNA, YTO JOCPOHHOE MPEACTABIEHHE rogosoro ordera 3a 200__T.
AB/ISETCH TOYETHOIl M OTBETCTBEHHON 3ajaveil paGoTHUKOB OyXranTepuu, H YTO KOLISKTHE
GyXranTepun MOKET COCTABHTH FOJOBOIL OTHET paHbIIE CPOKA, ECIH BCC paborauku OyayT
BRIMOJHATH YIIOTHEHHBI rpaduk paGoThL.



B wnrore sacenanus Gruo PELUCHO mpencTaBuTh rofoBoil otyer 3a 200__r. Ha YeThIpe
[AHA PaHBIIE YCTAHOBICHHOrO cpoka, T.e. 00.00.200_r. u NPOBECTH aHaMM3 rogoBoOro oTuera ¢
LCJIBIO BRIABNICHHSA PE3EPBOB, HEOOXOMUMEIX AU YCNCHIHOTO BBIMONHEHUA Miana 3a 200 r.
3acenanue Bena npeacenarens K.M.Jlesamopa, MpOTOXO0/MpoBan cexperaps M.B. Xomsxon,

Hononnnrensuoe 3apanne K Nauuoii cutyaunn. Cocrasun TPOTOKOI N0 AAHHOIf CHTYaLHH,
COCTaBLTE M o)opMuTE U3 Hero BLITHCKY MOCTaHOBIOME YacTy,

3ananmne 7. CocraBbTe 1 othopMHuTe aKThI.

Curyauns 1.

Komuceun mog NIpeAcenaTensCTBOM HaYaMbHIKA TEXHHYECKOt rpymust A.A.Bonosoro u
'WICHOB KoMucchu Bopucosa MIO., Havanshuka ANMMHHHCTPATHBHO-X03AICTREHHOrO oraena,
Cwmuprosa JLIT, Gyxranrepa, u Pomanmosoii HK, ofuc-Menemkepa, 3A0 «JleonTna» Ha
OCHOBAHWH JOKMAAHON 3amucky otpuc-menemKepa H.K.Pomanopoii 11.07.200__ r. mposena
MPOBEPKY TEXHHYECKOro OCHALICHUs NPHEMHOI reHepatsHOro JAHMPEKTOpPA M mpu3nana
HEFOMHBIMM  [UIA  JKCTUTYaTammu KOIMHpOBaNnbHEIH  anmapar Xerox 345(1 wr), upegep
(1uB.HOMED 367, 1 wr.), daxc 47823 (1 wr.). IIpusnanuas HENpHroXHON A sKcnmyataumm
Texuuka Obina nepenama ma cinag npeanpuarus. [lo YCTaHOBNEHHOMY (akTy KOMHCcCHs
COCTaBHJIa aKT MPHEMA-NEPeSiadn  OPITeXHHKH B 3 3k3. (I-1 sKx3 — HaYILHHKY
AIMHHHCTPaTHBHO-X03A1iCTBEHHOrO oTaena, 2-i - raasnomy Gyxranrepy, 3-it - B geo 23-02),
KOTOpEIH 6611 yTBEpICH FCHEPANbHEIM AMPEKTOpOM I[1.M.Crenanossiy,

Curyanus 2,

Komucens, cospannas ma OCHOBaHHH mNpHKa3a Aupektopa 3A0 «Mencepeuer ot
0510200 . N 23 «O COBCPUIEHCTBOBAHUH  JIOKYMEHTALHOKHOLO obecneycnus
Acarensroctn 3A0 «Meacepsucy cocTase: npencenarens 3ynunoit o.n, 3aB.KaHIepHel,

pedepenta KaHUC/ADHH, B NPHCYTCTBHH CEKpETaps oTaena Mapkerimra C.C.Poguonosoit
12.10.200__ r. nposena TIPOBEpKY COCTOAHMA paGoTh! ¢ JIOKYMEHTAMH B OTAeNe MapkeTunra, B
Pe3ybTaTe INpoBeneHHOI OpOBEPKH GBUTO ycTanoBmeHo, yro g OTZEJIE HEeCBOEBPEMEHHO
(opmupyrotes B aena HCTIONHEHHBIE JOKYMEHTEI, 3aroJ0BicH ACIL 339aCTYIO HE COOTBETCTRYIOT
3aroioBKaMm, NpeaycMOTpeHHBIM HOMEHKJIATYpOIi nen, OTCYTCTBYIOT 1Ba JIeNa ¢ nepenuckoii 3a
200_r., me NpoBe/icHa MmpeaapxuBHas obpaborka Aokymentos 200 _r, NOJUTEKAIHX

ACNIONPOM3BOACTBA B oTxene MADKETHHIA  MMCIOTCA  CymecTBeHHEIe HENO0CTATKH,
CBHJICTENLCTBYIOIME O HAPYLEHHK ACHCTBYIOUINX HOPMATHBHbBIX JOKYMEHTOB B obmacTn
OPraHH3alMH JOKYMEHTAalHOHHOrO obecneuenna ynpasnenus. o YCTaHOBJICHHBIM (DaKTam Gbir
COCTABNEH aKT NPOBEpKH patoThi ¢ AOKYMEHTAMH B OT/ic/e MapKeTHHra B 4 Ix3eMmnspax (1-i —
3aM.JUpeKTopa o AIMHHHCTPATHBHO- X034 HCTE HHEIM Bonpocam, 2-if - 3ap.oT;enom
Mapkerunra, 3-1 — npeacepatemo KOMHCCHH, 4-ii — B meno 01-09. Axr BCTYITHI B CHAy ¢
MOMEHTA YTBEDHACHHS UPEKTOPOM NPEANPHATHS,

Curyauus 3.

17 smBaps Texymero roga s ANpec 3aBOJa NO PEMOHTY Yacos i IOBE/THPHBIX W3TelHit
npubblia noceka c 3ABO/IA-MOCTABINKMKA, NPH  BCKPLITHH KoTopoit  6euto  06Hapykeno

OTCYTCTBHE JBEHaaUaTH KopnycoB ana yacop Mapku ((MDJIHHSI», YHCJIHBIIMXCA Mo HaKnagHoH

TpuKasa nupextopa 3asona Ne 12 or 18 AHBAPA TEKyero roga Ghina coznana KOMHCCHA moj
NpeAceaTensCTBOM HavaIbHHKA oraena cuabuenun Kapmenko EJI. u WICHOB KOMHCCHH
nikenepa [Masnosa AP, u 3ap.cxanom Ne 1 Kyupsiosa P.B. Komucceneii 6uur cocraner aicr
21 smBaps Tekymero TOAg, B KOTOPOM copepxaics BhIBOZ o TOM, HTO 3aBOA-NOCTABIMK
AOILKCH NOCTABHTE HefOCTAIONIEE KOMMECTRO KOpIyCoB k wacam, AKT BCTynun B sefictaue c
MOMEHTa yTBepxaeHus (22 AHBAPA T.I.) AMPEKTOPOM 3aBoja b.M.Pomanossim.

3aganne 8. CocraBrTe n otopmuTe CNPABKH  mo JAUIHOMY cocrasy,
HeobXoauMbIe B JAHHLIX YNIPABJAEHYECKHX CHTYaUHsAYX,

Curyauns 1.

Maumnncrka nepBoit  kateropuu KaHUCJADHH YNpaBNeHUs Jeiamu Munucrepcrsa
newatH W wuHpopmammu PD Metposa Wpuna Cepreesna obparinace B ormen Kanpos
MHHHCTEPCTBA ¢ mpockGoii Bhimats eif CHpaBKy ¢ Mecra paGoTsl g NpeicTaBieHHs B
Dunancopyro AKAAEMHUIO, T€ OHA yuuTca ma 2 KYPCE BCHEpHEro OTAeNCHMH (axynerera
MEKAYHAPOAHBIX IKOHOMHYECKUX OTHOLUEHHI.

Curyauuns 2,

Cnecapp  mymuupmansmoro PEMOHTHO-CTPOHTETLHOrO npeanpustua  «Opuony
MYHHUHIIANEHOrO OKpyra «Boiikockuiiy Cesepnoro AAMHHHCTPATHBHOIO OKpyra r. Mockger
Abpamos Bacumii Denoposuy obparnncs ¢ npoce6oii Kk PYKOBOACTBY 3Toro npeanpustus
BBIAATE CIpaBKy M0 3aMpocy MyHHIHNAIbHOTO Aercxoro caga Ne 6 Cesepo-Bocrousoro OKpyra
r. Mocksbl, KOTOpEIH Mocemaer ero mous AGpamoBa Harama, B crpaske Heo6XoquMO
TOATBEPAUTE pasMep 3apaGoTHoi TLIATEL, MONYYEHHBII cecapem » NEPBOM KBapTajie TeKyuiero
rofia (o mecauam),

Curyauns 3.

B xome HMHBCHTADHIALNK  TOBAPHO-MATCPHATBHEIX UCHHOCTEH  Hayumo-
HCCIIEI0BATENBCKOrO LeHTpa ®Duuancosoif axazemmu npH  IlpaButenscrse Pd Oblna
obHapyskeHa HegocTaua B cymme 111 000 py6ueii (se HHUymHe Mamuaky «Ontumay o 55
000 py6reii 3a 1 mr,). Byxrantepus axagemun norpeGoBana Bo3MecTHTH HEIoCcTauy or
erapwero sabopanta uewtpa Kosnosoit Banentunst Hpanopus, KOTOpas oOTkasamace 3T0

HCKOM Kk Kosnosoii B.M. Paifonnpii CyA moTpeGoBan oT akamemuu TpeACTaBHTH ClipaBKky,
Apmaerca o Kosnosa B.H, MaTCpHAIbHO-0TBETCTBEHHbIM JHLUOM, KaKOB pa3mep ece
CpellieMecayHoro 3apaboTka, Korma ¢ pei Obin  3akmouen A0roBOp 0 MatepuankHoii
OTBETCTBEHHOCTH, € KaKOro BPCMEHH OHa paGotaeT crapumm nabOPaHTOM  HayuHo-
HCC/ICA0BATENBCKONO LEHTpA. Cnpasxa, noanucanmas PCKTOPOM ¥ rnaBHbiM GyXranrepom, Gbiia
"peAcraBnena B cyn k 10 HoaGps TeKYILEero roaa.

3ananne 9. CocraBrTe n odopmMuTe npurazel no JHYHOMY COCTAB

HEOGXOQ HMble B AAHHBIX YNpaBaeHYECKHX CH TYALHSIX.

Curyauus 1.

Brimyckunua (akynsrera ynpasnenus Poccniickoro rocynapcTeeHHOro TYMaHHTapHOro
YHHBepcuteTa Jlenncosa Tarbana Muxaiinosna 20 miong TEKYWIEro roga nocTynuna Ha paboty
B Poccuiickoe arenrerpo MCKIYHAPOJHOrO COTPYAHHYECTBA X passutis (PAMCuP) sesymum



CreyUanucToM Yrpapienus AenaMi. ArcHTCTBO ABJIAETCHA rOCYApPCTBEHHOI opraHu3auelt npx
IlpaButensctee P@® u ocymecTBaseT HAOOp CHYXKalmMX TONBKO MO jorosopy. Jorosop
HOANHMCAH OT uMeHH areHTcTBa ero mpeacenareneM Llloxmmem AH. Ilpoext mpukasa mo
JHMYHOMY COCTABY IIOArOTOBJIEH MHCmeKkTopoM no kagpam Conoseeoil LI 20 mons u B TOT
K€ ACHBb 3aBH3MPOBAH HAYANBHHKOM ynpaplieHHA kaapoB ApOysoseiM ILH. u ympasmsiomum
nenamu Muxeessim B M. Tlpuka3s noanucax 21 Hiona B o0bABaeH JIeHHCOBOIT MoJ pacITHCKY.

Curyanus 2.

OkoHomuct Bacunsesa Exarepuna Huxonaesna 1 centabps Texymero roza mojana
sansnenne B Q00 «Jlyu» ¢ npocsGoit npuHATE e Ha paboTy cnenManMcToM (JHHAHCOBOrO
oTaena Ha HenonHell pabounii nens. HMucnexrop no kampam CmupHosa M.C. oGbacHuNa, 4TO
dupMa uMMeeT BO3MOXKHOCTH NPHHATL HA PaGoTy 3KOHOMMCTA, HO HAa OCHOBE CPOYHOrO
TpyA0BOro norosopa. TpynoBoii moropop ObUT 3aKmo4eH 5 CEHTAOPA M MOANHCAH OT MMEHH
(hupmel renepansHsiM aupekropom Muponossim JI.C. B ToT ke AeHs Obul M3JaH NpHKa3 10
JIHYHOMY COCTaBy, 3aBH3upoBaHHbiii CmupHoBoit M.C. u ropuckoHcynsTom Xmenessim H.O.
Ipuxkas O 006asneH Bacunsesoit E.H. noa pacnucky 6 ceHTadpa.

Curyauns 3.

3asenyiomas otaenoM mucem razersl «yOepuua» ComoBa AnuHa MBaHoBHa 15 mas
TeKYILIEro roja odparuiack k rasHoMy penakropy Yeapoey A H. ¢ npocs6oii npenocraButh eit
otnyck Oe3 coxpaHeHus 3apaboTHoii miatei ¢ 16 mo 18 mMas mo cemeliHbIM 00CTOATENECTBAM.

ITpoexT npuka3a o6 oTnycke 6b11 ohOPMIICH HAYANBHHKOM OTAENA Kaapos EpMakoBbIM
H.H. 15 masn, 3a8H3HpOBaH U B TOT K€ JICHb MOJMHCAN IMIABHEIM PEAaKTOPOM.

Kpurepuu ouenupauns:

Oauno npasuibHO BHINOJHEHHOE 3afanue ouenusBaerca B 2 Oamna.Cryment Momer
BBINOJIHATH BCE CHTYAMHNO AeBATH 3agannsa. MaxkcumanbHoe kojam4ecTeo 6annos 3a
BhINOJANeNnNbIe Bee 3ananus - 54 Ganna
@® CryaeHty BuicTapniercs 2 06annoB 3a NpaBHALHOC BLIMOJHEHHOE 3allaHHE, T.€
ofopmiieHHE JOKYMEHTALHH 110 33aHHIO B COOTBETCTBHH ¢ I'OCT P 7.0-97- 2016,
® Cryaenty soictasisiercs 1 6auios, eCll¥ TEKCT 3alaHHA HAMKCAH BEPHO, a 0OPMIEHO ¢
HeOonpmnmMu Hapymennamu ['OCTa.

Tecrnl

1. KakoBo 3HaueHHe CNOBA «JOKYMEHT» B MEPEBOJC C JATHHCKOro?
CBHACTENLCTBO

[Ipenynpencaenne

Cnocof noxasatenbcTea

lu3
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2. YHu(HUHpOBaHHAA CHCTEMA JOKYMCHTAUMH — 3TO
l. pauuoHaNBHO OPraHH30BAHHbLI KOMIUIEKC B3AHMOCBA3AHHBIX JIOKYMEHTOB,
CO3/IaHHBIX MO EAMHBIM MPaBuIaM U TpeOOBAHHAM /14 NPHMEHEHHA B
KOHKPETHOI 001aCTH JeATENLHOCTH
2. yHHMKaJbHbIE JOKYMEHTHI, CYLIECTBYIOLIHE B €IMHHYHBIX IKIEMILIAPAX

3. opraHM3aLua pacnpoCcTpaHeHHs MHOroo0pasHs pasTHYHBIX BHJOB JOKYMEHTOB C
uensio HanboJiee MOJHOro OXBATa BCEX BO3MOMKHBIX CHTYALHIH

4. cmoco® opraHM3alKH JOKYMEHTO000pOTA HA KOHKPETHOM NPEANPHATHH KA B
OpraHu3aLum.

3. Kommynuxarupuas (pyHKUMSA JOKyMeHTa obecneynsaet
1. BO3HHKHOBEHHE KOMMYHHKALMH B MPOLIECCE NEPEAaYH JOKYMEHTA OT OfHOro
MCIIOJHUTENA APYTOMY
2. 03HAKOMJIEHHE C JIOKYMEHTOM BCEX COTPYIHHKOB JaHHOI OpraHu3aunm
3. BO3MOXKHOCTB BBICK23BIBAHHA CBOETO MHEHHA IO COAEPMKAHHIO JOKYMEHTa
mo6oMy COTPYAHHKY OpPraHu3auuu
4. BHEIIHHE CBA3M NPEANPHATHI K OpraHu3anuii

4, OGaA3aTeNbHBIM YCIOBHEM OPraHH3aLMOHHOI H YNPaBICHYECKOIH IEATENIBHOCTH HA
NpeANpHATHAX, B YUPSKACHHAX, (JUPMaX ABIACTCA €€...
1.loxymentooGopor
2. JOKyMEHTHpPOBAHHE
3. IeNnonpou3BOACTBO

5. TOCTP 7.0-97-2016 ycraHaBIMBAeT, 4TO Kax/Ablif JHCT JOKYMEHTA JIOJDKEH UMETh
JIeBOE TONE HE MEHEe
1. 30 MM
2. 15mm
3. 20mm
4. 10 mm

6. OCT->3r0 ...
1. Oussiit crangapr
2. otpacneBoii cTaHaapT
3. OUEHHMTENBLHBIN CTAHJAPT

7. JloxymeHToo00pOT OXBATHIBAET:
1. BOMpOCH! ABMKEHHUSA JOKYMEHTOB
2. BOMpPOCH! ABH/KCHHA H YUETa JOKYMEHTOB
3. BONpPOCHI ABHXKEHHA,MEPENHCKH H YUETA IOKYMEHTOB

8. JIOKyMEHT —37T0 ...
1. marepuanbHblit 00BEKT
2. CpeACTBO H3JAHHA NPHKA30B
3. cnoco0 BhipaxeHHa IMOLHI

9. K uemy OTHOCHTCA AEATENHOCTH MO OPraHU3alil XPaHEHHA JOKYMEHTOB?
1. ApxusHoMmy geny
2. oxymenrooGopoty
3. <DuHaHCOBOMY JEIy

10. K uemy croguTes CyTh YHH(HKALHH?
1. K yBenn4yeHHio MHOroo0pasus JOKyMEHTOB
2. K cokpalueHuio onpasjaHHOro MHOroo0pasusa J0KyMEHTOB
3. K coprupoBke TOKYMEHTOB

11. O6azaTenpHbI 3MeMEHT 0(OPMIICHHSA TOKYMEHTA HA3bIBAETCA



1. GnaHK HOKYMEHTa

2. YraoBOMH MM NPONONEHEN IITAMI
3. PeKBH3HT JOKYMEHTa

4. xonus JOKyMCHTa

12. Kaxaplif JOKyMEHT

. MMeeT HHIUBHIYaNbHbIH Habop PEKBU3HTOB

. 06a3aTENBHO COAEPIKUT THIOBO Ha0OP PEKBH3HTOB
. ohopMIIsETCH IO YCMOTPEHHIO CEKpeTaps

. BCE MPEABIAYLIHE OTBEThI HEBEPHEI

R S ]

13.CnoBo «ZOKyMEHT» B TIEPEBOAE O3HAUACT
ToamuuuK

Bymara ¢ 3anucamu

CBUAETENBCTBO

IOpuanyeckas cuna

e

14. TokyMeHT HeceT IOPHIHYCCKYIO (MpaBoByIo ) (hyHKIMIO, MOCKOILKY
. IOPHIMYECKYIO CHIY JOKYMEHTY coobIIaeT NpOoCTaBICHHE NEYaTH OpraHu3auuu
2. cnoso CIOKYMCHT»? MEPEBOJAUTCA KAK «HOPHAHYECKAdA CHlla»
3. ero cojepixaHue HCIIOMB3YETCA B KAYECTBE JAOKA3ATE/BCTBA NPH PACCMOTPEHUH CIIOPHBIX
BOTIPOCOB
4. JOKYMEHT ONpeNeNAeT IPABOBBIE OTHOLIEHHA MEXKIY CTOPOHAMH

15. JlokyMEHT BLICTYNAET —

Kak npefiMeT TPYAa yIpaBJIeHuecKoro paboTanka
KaK pe3yJ/IbTaT Tpy/a ynpaBieH4eckoro paboTHHKa
Kak pe3yJIbTaT JAeATeNbHOCTH 001ecTsa

In2
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16. IToueMy cHCTEMa HOKYMEHTALNH HA3BIBAETCA YHH(HUHPOBAHHOI?
1. cocraBieHa 1o eAUHBIM MPABHIAM M TPeOOBAHUAM

2. coepxHT B cebe YHHKAILHBIC JOCTHXEHHA HAYKH H TEXHUKH

3. MOCTOSHHO YHM(MUMPYETCA MO NPOLIECTBHH HEKOTOPOTO BPEMEHH

17. YCO —aro ...

1. VYcoBepuieHCTBOBaHHAA CHCTEMA JAEATEILHOCTH
2. Yu4er CHCTEMBI JOKYMEHTOB

3. VYHu(HUHpOBaHHAA CHCTEMA JOKYMEHTOB

18. Otpacns AEATENEHOCTH, 00ECIICYMBAIOLIYIO JOKYMEHTHPOBAHKE W OPraHH3aUMIo paboTsl
¢ o(MUHANBHBIMH JOKYMEHTAMH, Ha3LIBACTCA
1. JOKYMCHTOBEJICHHE
2. IOKYMEHTHpPOBaHHE
3. IenonpoH3BOACTBO
4. cucTeMa JOKyMEHTalHH

19. leno — ato
1. onpeneneHHBI BUI JCATENLHOCTH
2. paboTa,KOTOPYIO 00s3aH BBIMOJIHUTH COTPYAHHK OPraHH3ALMH

nanka, B I(()TOPO“ XpaHATCA BCE HCHCMOJHCHHBIC JOKYMCHTBI
COBOKYIMHOCTB JOKYMEHTOB, OTHOCALIHUXCA K OAHOMY Y4AaCTKY ACATC/IBHOCTH H
MOMELIEHHBIX B OTJSIBHYIO OGJIOH(Ky

& w

0. Yto BXOAMT B MOHATHE AENONPOH3BOACTRA?

JIEATENHLHOCTE YEIOBEKA 10 pa3spaboTke U 0()OPMIIEHHIO JOKYMEHTOB
JIEATENBHOCTE YEIOBEKA M0 JBHIKEHHIO IOKYMEHTOB

JeATENBHOCTD YeNIOBeKa MO YUETY M XPaHEHHIO IOKYMEHTOB

1,2u3
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2. HucTpyKuHSA N0 BLINOJINEHIIO

[IpeuioxeHHbIe TECTHI [ MNPOBEJCHWA MPOMEKYTOUHOH H KOHTPONBHOH AaTTeCTALHH
BKJTIOYAIOT 3aKPHITBIC BOMPOCHI, T.€. MPEAMONararoiiue BeIOOp NpPaBHILHEIX OTBETOB. TecThl
COCTABJIEHBI TAKUM 06PA30M, YTO NPEANONATAIOT BEIOOD TONBKO OMHOTO NPABIIEHOIO OTBETA.

3. Kpurepun oLeHKH:

MaxkenmMaaboe Koan4ecTso 02108 32 BhnoJiHennoe 3aganne - 20 6annos

e 20 6annos BeICTABAAETCS CTYAEHTY, €ciin on oTeTHn Ha 80 -90% Bonpocos TecTa NpasHIBHO,
s 8-19 6annos ecnu orsetin Ha70—80% Bonpocos NpaBHIIBHO;

e 4.7 6anna ecnu 60-70% OTBETOB MOXHO CYMTATb NPABHIIBHLIMH,

o 0-3 Ganna npu metee 60% npaBUIIBHBIX OTBETOB.

HenoBasi (posieBast) urpa

CocTaBuTs W OMHKCATH AENOBYIO CHTYAalMIO, B paMKax KOTOpoH paspaGoratsb
CNeAyIOLIHE BHAIBI ClyKeOHEIX TOKYMeHTOB ( cormacHo I'OCT P 7.0-97-2016):

a) IoKJIaaHas 3anMcKa

6) oOBACHUTENBHAs 3aMHCKa

B) NMpHKa3

r) BBITHCKA M3 NpUKa3a

1) 3asBIIEHHE

IIpumepsi cMOTPH B NpuuoxkeHnd E.

2. OopMHTE YeTHIpe JEIOBLIX MUCEMa (TeMaTiKa no Beibopy)

Ilpumepsl cMOTpH B npuioxennn H.

3. Bmmomuuth cnepyiomee 3aganue no teme “OdopmieHHE TEKCTOBBIX
MOKYMEHTOB™:

a) TUTYJBHBIH JIHCT

6) pedepar

B) COLEpKaHHE

r) CTpaHHUA TEKCTa CleAyroLel CTPYKTYpel: | pasmen, cOCTOALIMH M3 NBYX
noapasaenos. B nepeom moapasnene o6A3aTeNbHO NOJKEH OBITH PHCYHOK, @ BO
BTOpoM - Tabnuua. [To TekcTy AQDKHEI GBITL CChinkM Ha GuONMorpaduueckHe
3aTHCH W TIPHITOMKEHHS.

Ipumepsl cMoTpu B npuaokenusx ILP,C.



5. Mo Teme “Tunmmunble OWMOGKM B A3BIKE W CTHIE JENOBONO MHCEMA”
BBINONIHHTE aHanu3 KoHTponsHOro Texera us mpunoxkenus Y ¢ ykazaHHem
0 K&)IOMY NpPENIOKEHHIO THNA OIIMOKH M NPaBHII €€ HCTIPaBJICHHA.

Merounaeckue pexoMenaanun no oQopmiIeHNIo npeacTasaens a Ipuaoxennn 2
Kpurepun onenusanus:

MaxkcHMaIbHOE KO/ ecTBO 6A/LI0B 32 BLINOMHeHHOE 3a8anne - 14 Gawios.

Cryaenty BeicTaBnercs 14 Gamwios 3a npasuisHOE ofopMICHHE JMOKYMEHTALIHH I10 3a/IaHHIO
Crymenty BoicTaBnserca  7-13 Gawiop 3a OOPMIEHHME 3aJaHHA C  MHHAMATBHBIMH
TIOrPELIHOCTAMH,

Crynenty BeicTapmsercs 1-6 6annos, €CM TEKCT 3aJaHHA HANMCAH BEpHO, a 0()OpPMIICHO He 1O
TpeGoBaHHAM.

Tempbl pedpepaTon

1. 3axoHoaTENBCTBO P®, NpaBOBEIE aKTsl B obnacti
OOKYMEHTALHOHHOrO 06ecneueHus.

2.TocynapcTBeHHBIE CTAHAAPTH HA NOKYMEHTAIHIO.

3. VHuHLUMPOBaHHbIE CHCTEMBI IOKYMEHTALHH.

4. Obuepoccuiickue KIaCCH(PHKATOPLI TEXHHKO-9KOHOMMYECKOH H COLMANBHOMN
HHpOpMALIHH.

5.TocynapcTBeHHas CHCTEMa JOKYMEHTALMOHHOTO OGECTeueH s YNpaBieHus.
OcHoBsHele TpeGOBaHHs K AOKYMEHTaM.

6. HopmaTusHble IOKYMEHTBI 110 TPYY M OXpaHE Tpy/a.

7. O6wwuii BUA M COCTAB PEKBH3NTOB JOKYMEHTOB.

8. O6ume TpeGoBaHHA K COCTABNEHHIO PEKBUIUTOR IOKYMEHTOB.

9.HasHayeHne M cOCTaB  OpraHM3ALMOHHO-TIPABOBOMH JOKYMEHTALHH.

10. Cocrasnenne u oQOpMAEHHE OTHENBHEIX  BHIOB OpraHH3alHOHHO-
NpPaBOBBLIX JOKYMEHTOB.

11. Ha3snaueHnue U COCTAB MIAHOBOH NOKYMEHTAIIHH.

12. Cocrasnenne H opopMIEHHE NIAHOBBIX JOKYMEHTOB.

13. Ha3snaueHue H COCTAB PacMOPAAMTENLHON JOKYMEHTALMH.

14. Tlpouenypa n3naHus pacriopsaaAMTENbHBIX TOKYMEHTOB.

15. CocraBnenne M  oOpM/IEHME  pPACIOPANMTENBHBIX JOKYMEHTOB.

16. Hasnauenmue wu cocraB cnpaBOYHO-MHMOPMALMOHHON U CrpaBO4HO-
aHAJIMTHYECKO NOKYMEHTALHH.

17. Cocraenenue u ofopmiieHne cnpaBoYHO-HHOPMALHOHHBIX JOKYMEHTOB H
CMPaBOYHO-aHATMTHYECKUX JOKYMEHTOB.

18. BO3MOXHOCTH HCTONb30BAHUS COBPEMEHHON O(MCHON TEXHHKM s
ONTHMH3ALHUH JOKYMEHTOOO0POTa B OpraHu3alym.

19. Hcnons3osanue 3apy6eskHOro onbiTa B OpraHH3aLyK JoKymMeHToo60poTa Ha
POCCHHCKHX MPEANpPHATHIX.

20. Oco6ennocT paGoThl ¢ OGPALIEHHAMHU FParIaH,

21. Ofmast xapakTepucTHKa JOIDKHOCTHOH WHCTpykuuu. Onpenesnenue,
CTPYKTypa COACpXaHHA, TOPANOK OQOPMIECHHA M OCHOBHBIE DPEKBH3HMTEI
JIOKyMeHTa.

22. ®opmupopanue nes. O6iue npasuna GOpMHPOBaHHA el

23. Hcropusi CTaHOBJEHHMS H Pa3sBUTHA OKYMEHTALMOHHOTO OBecreyeHus
YNpaBleHHs.

24. Tlpukas no OCHOBHOM JesTensHOCTH. CTPYKTYpa Tekcra NpHKaza, Mopanok
ero pa3paboTkH 1 Npasuia 0QOPMICHHS PEKBH3UTOB. BhINucKa U3 npukasa.

25. HudopMalHOHHO-CIPABOYHEIE [OKYMEHTBl, HX HA3HAYEHHE H pone B
ynpasnenun. Ilepeuen  OCHOBHBIX  BHZOB  MH(OPMALMOHHO-CIIPABOYHBIX
nokymentos. Obmue TpeGoBaHus Kk oopmieHHLo.

26. Cnpaska. Bunsl cnpaBok O6lias xapakTepucTHKA [OKYMEHTa, PEKBH3UTEI
CrpaBoK, 0cobeHHOCTH odopMIeHus.

Meroanueckie pexomennaunn no Hanueanuo, TpeGopanns K odopmienuio pedepara
npeacrasnenst B [Ipunoxkennn 2

Kpurepnn ouenkn:

Omun eTyaeHT MOKeT BLINONHATE 4 pedepara. MakcHMANLHOE KOANYECTBO GALI0R
32 BINOJIHEHHBIE 3a4anus - 12 Gannos

ManokenHoe nomumamue pediepaTa Kak MEJOCTHOTO ABTOPCKOrO TEKCTA OMpeNeNAer
KDHTCPHH €ro OLECHKM: HOBH3HA TeKcTa, OGOCHOBAHHOCTH BHIGOpA MCTOMHMKA, CTENEHb
DAcKpBITHA CYLHOCTH BOMpoca; cobimonenns TpeGopanuii k oopmieHHUto,

3 Ganna CTABMTCA, ECH BHITONHEHbI BCE TPEGOBAHMA K HAMHCAHHIO M 3aLUTE pedepara:
o6o3uauena npobnema u 06OCHOBaHA €& AKTYAILHOCTDb, CAC/AH KPaTKHii aHaIM3 Pa3sIHYHBIX
TOYEK 3PEHHA HA pacCMaTpHBACMYIO MPOGNEMY M JIOTHYHO H3/I0XKeHa cOBCTBEHHAN MOBMIMA,
CHOPMY/IHPOBAHE! BBIBOAB, TEMa DACKPHITA [MOMHOCTBIO, BRIIEPIKAH OOBEM, COGMOACHBI
Tpe6OBaHMA K BHEUIHEMY O(OPMICHHIO, JAHBI NPABUITGHBIC OTBETHI HA JAOMONHHTETHHBIC
BOIPOCHL.

2 Ganna — ocHoBHbIE TPeOOBAaHHA K ped)epaTy M €ro 3aIATE BHINOHEHHI, HO TpH 3TOM
JOMYIEHB! HEAOYETB. B HACTHOCTH, WMEIOTCA HETOMHOCTH B H3NOKEHHH MATCPHAIA;
OTCYTCTBYET JIOTHYECKAA [0CIEN0BATCNLHOCTL B CYXKICHHAX; HE BBIAepHaH 00béM pedepara;
HMCIOTCA YMNymeHus B O(OPMICHMH; Ha AONMOJHMTCABHBIC BONPOCH TIPH 3ALIHTE NAHEI
HEMOJNHBIE OTBETHI,

| Baan — HMEIOTCA CyECTBEHHBIE OTCTYIUIEHHA OT TpeGoBaHmil K pedepupoBanuio. B
YACTHOCTH: TEMA OCBEUICHA JIHIIb YACTHYHO, JOMYIIEHB (JaKTHYECKHE OWIHOKH B CONEPIKAHMH
pedyepata mnM MpH OTBETE HA JIONONHMTENLHBIE BONPOCH; BO BPEMA 3ALIHTHI OTCYTCTBYET
BBIBOJ,

3. MeTonuueckue marTepuaibl, ONpeeslOLMe TPOUEAYPb] OLEHHBAHMS 3HAHMIL,
YMEHHil, HABBIKOB M (HJIH) ONbITA JEATENbHOCTH, XAPaKTepU3YIOIIMX 3TAMNBI
(hopmupoBaHua KoMNeTeHUHIA.



Ilpouenypei ouenuBanma BrmowaloT B cebs  TeKymmii KOHTpONs H
MPOMEKYTOUHYIO ATTECTALIHIO.

Texymmii KOHTPO/IL YCNEBAEMOCTH MNPOBOAMTCA C HMCMO/b30BAHUEM
OUCHOYHBIX CPE/ICTB, NPEACTABNIEHHBIX B I1. 2 NAaHHOIO NPHNOKeHHA. PesynsTaTsl
TEKYLIETO KOHTPOJIS AOBOAATCA JO CBEJEHHS CTYACHTOB [0 NpPOMEXYTOYHOM
aTTecTalHH.

IIpomesxyTounas arrecTanmus nNpoBoaUTCA B topMe 3k3amena.

OK3aMeH NpPOBOAMTCA MO pPACTIMCAHMIO 9K3AMEHALMOHHONH CECCHM B

MUCEMEHHOM BHAE. KONM4eCTBO BONPOCOB B 3K3aMEHALMOHHOM 3aJaHHH — 2
BONpOCA W CHUTYaUHOHHOE 3afaHHe. Ilposepka oTBeTOB M OGBABNEHUE
PEe3y/IBTATOB MPOM3BOAMTCA B [IEHb JK3aMEHa.

PesyneraTel arrecraumu 3aHocsTcs B 9K3aMEHAUHOHHYIO BEOOMOCTh M
SaYETHYIO KHIDKKY CTyAeHTa. CTyAeHThl, He mNpolueAliMe NpOMENyTOUHYIO
aTTeCTAUMIO MO rpaduKy CeccHM, NODKHBI JHKBHIMPOBATL 3afO/KEHHOCTH B
YCTaHOBJIEHHOM ODPSAZKE.



Ipunoxenne 2

METOOJHYECKHE YKA3AHHSA ITO OCBOEHHIO MUCHUIIJIAHBI

Y4ebHBIM M1aHOM MPeayCMOTPEHBI CEAYIOIIHE BHABI 3aHATHIL:

- NIeKUHHM;

- IPaKTHYECKHE 3aHATHI;

B xome neKUHMOHHBIX 3aHATHI pAacCMATPHUBAIOTCH OCHOBHBIE MOHATHA

AOKYMEHTHPOBAHHs B YNPaBICHHH; COCTaBlIeHHe, OhopMIIeHHEe OpraHH3aLOHHO-
PacropsAMTENbHBIX NOKYMEHTOB Kak 6a30BOro npouecca B peald3aldd BCEX
ynpasneH4eckHX QyHKUHH, H3yYeHHe TEOPETHUECKHX OCHOB JOKYMEHTALIUOHHOIO
obecrieuenns ynpaBieHHs (NeNONpOM3BOACTEA), MAIOTCA  PEKOMEHNALMH Uid
CaMOCTOATENLHOM pabOTEI H MOATOTOBKE K NPAKTHYECKHAM 3aHATHAM.

B xone npakTHueckuMX 3aHATHH YrnyGNsioTcs M 3aKperuisioTcs 3HAHMA
CTYIEHTOB I10 psAAY PacCMOTPEHHBIX Ha JEKLMAX BOMPOCOB, pPa3BHBAIOTCA
HaBBIKH NPUMEHEHHS OCHOBHBIX MOAXON0B M MPHHLMINOB HOKYMEHTHPOBAHHS.

IMpx noAroToBKe K NPaKTHYECKHM 3aHATHAM Ka)Ibli CTYNEHT TOMKEH:

— M3Y4YHTh PEKOMEHIOBAaHHYIO yueOHYIO THTEpaTypy;

— M3YYHTh KOHCIEKTHI JIEKLIHHH;

— HOArOTOBHTE OTBETEI HAa BCE BOIMPOCHI MO H3YUaeMoii TeMe;

ITo cornacoBaHHiO C mnpemofaBaTeNeM CTYLEHT MOXET TOATOTOBHTE
pedepar nmo Teme 3aHATHS. B mpolecce MOAroTOBKM K MPAKTHYECKHM 3aHATHAM
CTYHEHTbl MOTYT BOCMONIB30BAThCA KOHCYJbTaLMAMH NpenofaBaTels.

Bornpockl, He pacCMOTpeHHbIE Ha JEKUMSAX M NpPAKTHYECKHX 3aHATHAX,
OOJDKHBL  OBITH H3YYEHBl CTYJIGHTAMH B XOJE . CaMOCTOATENbHOW paGoThl.
Konrpons camocrosTensHoii paGoThl cTyAeHTOB Haj y4eGHOM mnporpammoii
Kypca OCYLIECTBIAETCA B XONAE 3aHATHH NMOCPeACTBOM TeCTHpOBaHHMA. B xone
CaMOCTOSATENbHOH paboThl KaXIOBIH CTyOeHT 00s3aH MpOYMTATE OCHOBHYK H
MO BO3MOXHOCTH  JONOJHHTENBHYIO JINTEpaTypy MO H3y4aeMoil TeMe,
JOTIONIHHUTE KOHCMEKTHI JEKLMA HEJOCTAIOMHM MaTepHaioM, BBIMUCKAMH M3
PEKOMEHIIOBAHHBIX [EPBOMCTOYHHKOB. BBINENMTE  HEMOHATHBIE  TEPMHHE,
HaliTH MX 3HaYCHHE B SHLMKIONEAHYECKHX CIOBapAX.

Jna noAroToBKM K 3aHATHAM, TEKYIEMY KOHTPOJIK H MPOMEXYTOHHOM
aTTeCTallM{ CTYAEHTBl MOIYT BOCIOJb30BATECA 3NEKTPOHHON GuOMHOTEKOMH
BV3a. Takxe ofyuaromuecs MOTYT B3AThb Ha [OM HEOOXOIHMYIO JIHTEpATYpY
Ha aboHeMeHTe BY30BCKOH GMONMOTEKM MM BOCIIONB3OBATHCA HUHTANBHBIMH
3a1aMH By3a.

MeToanuecKkHe peKOMEeHIALHH 110 0(hOPMIICHHIO AeJOBOI HIPLI

Ipumepsi cMoTpH B npuiaoxennu E,

2. OcopMHTE UeThIpe AeNOBEIX MHCEMa (TEMaTHKA Mo BEIGOpY)

Ipumepsl cMOTPH B npuiaokednn H.

3. BrmonsuTh cnemylolee 3sagaHne no teme “OQOpMIEHHE TEKCTOBBIX
JOKYMEHTOB™":

) THUTYJBHEIH JIMCT

6) pedepar

B) COIEpIKaHUE

r) CTpaHMLia TEKCTa clieylomeii cTpykrypsl: | pasmen, cOCTOAIMI M3 ABYX
nojpasaenos. B nepsom moppazaene o0A3aTensHO DOMKEH OBITH PHCYHOK, a BO
BTOpOM - Tabnuua. Ilo TekcTy NOMKHEI OBITH CCBUIKH Ha GubnmorpaduueckHe
3aMHCH U NPUIIOMKEHHS.

IIpameps! cmoTpu B npuaoxenusx ILP,C.

4. Tlo Teme “TunMuHble OMMOKH B fA3bIKE M CTHJIE [ENOBOrO IHCHEMA”
BBIMONHKTE aHanu3 KOHTPONBHOro TeKcTa M3 MPHIOKEHHAY ¢ yKa3aHHeM I
Ka)KJAOMYy MPEI0KEHHIO THNA OIIMOKK M [IPaBUN €€ HCIPaBJIeHHUS.

Ipunoxenne E
(oGs3aTenbHOE)

Hpumep oopmiaenns ciymxeGHEIX JOKYMEHTOB

AOQ "Pacropanepro” Aupexmopy 3C

H.I".Kupunmos
LAC, cayxc6a nogcTaHini P Y

JOKJTATHAS 3ATIMCKA

05.02.2014

O napywenns TPyAOBOH JHCHMILIHHEI

Jnextpocnecaps Mesanos B.I. cucremarnweckn onazamisaer ma padory. Ipomy
NPHHATH MEPbL

Hauaneuuk cayxon 10.A. Paiixos

Pucynoxk E.1 - [lokaadnaa 3anucka Ha y2aoeom baarke



AQ “PocroBanepro”

L3C, enywba nopcramnmil

Aupexmopy U3C
H.I'.Kupunwiosy

JIOKJATHA S 3AIIMCKA
05.02.2014

O uapymenny TpyaoBoii AHCHANTHHEL

dnexrpociecaps Hpanos B.I. cmcremarmueckn onayibisaer na pabory. Ilpomy
NPHHSATE MepbL

Havansnnk cuyxont 10.A. Paiixos

Pucynok E.2 - JJokradnas sanucka Ha npodoavHoM Eaanke

AQ “Pacrosanepro” Aupexmopy L[3C

H.I''Kupunnos
L3AC, cayxba noacTanumii v J

OBbACHHUTEJBHAA 3ATINCKA

10.02.2014

O napymenns Tpyaosoii AHCHHILAHHEbBI

A onazneieaw ma paGory, B cBE3M ¢ Tem, uTO AHBY JaJeKO OT MecTa padorsl
(Cosercxnii paitou), n na pa6oty Mue npuxoanres AoGupaTLCS ¢ ABYMS mepecagKamu, a
TPAHCNOPT XOAMT n0X0, cayxebubiii aBrofyc mameii oprammzammm nam paiion me
obcayRHBAET.

DyekTpociecaps B.I'. UBanos

Pucynok E.3 - O6sachumensHas 3anucka Ha yaaoeom Gaanke



AO “Pocroanepro”

3C, cnywba moacTanmit

Aupexmopy LI3C
H.I.KupusioBy

OBBbSICHUTEJBHASA 3AITUCKA
10.02.2014

O napymenus TPyAOBOii AHCUHILTHHLI

A onmasypeiBar na paboTy, B CBAIM C TeM, YTO KHBY HAJeKO OT MECTa pPAGOTHI
(Cosercxuii paiion), u Ha paboTy mue npuxoauTcs J0GHPATLES ¢ ABYMS MepecagKamu, a
TPAUCHOPT XOAMT NJI0X0, ciay#kebnblii asrofyc mameil oprammzaunu waw paiion me
obcTy:KHBaeT.

nekrpociecaps B.I'. HBanos

Pucynox —O0BACHHTENBHAR 3aMMCKa HA MPOIONEHOM GaHKe

AO “Pacropaunepro” Aupexmopy 1]3C

L3C, cnyxba noAcTanyuii

3ASIBJIEHHE
20.02.2014

[Ipomy npencTaBuTHL MHE OTNYCK 32 CBOIi CyeT.

DnexkTpocaecapsb B.I'. Heanos

Pucynok — 3asiBaenue Ha yrnosoM GnaHke

H.I".Kupunnosy



AQ "Pocroranepro”

L3C, cnysxba nogcranmii

Aupexmopy L€

3ASIBJIEHUE

20.02.2014

Hpowy npeacraBute Mue oTnyck 3a cpoii cuer.

aekTpocaecaps

Pucynox — 3asiBnenme Ha npononsnom Granke

H.I'.Kupninosy

AQ “Poctosanepro”
m3cC

IIPHUKA3

15.02.2014 N=5

O napywenun TpyaoBoii JHCUMLIHNE]

B nenmx obecnevenusn AHCUHITHHBI pﬂﬁOTHllROE NpeANpPHATHA

IPHKA3BIBAIO:

L. C 1 mapra 2014 roga B eayuae cHCTEMATHYECKHX ono3nannii na paGouee mecro
MACTEP EXA HMEET NPABO CHUMATE PAGOMHX C MPEMIN CPOKOM HA ABA MECANA.
2. HauansHuKam cayxl K S-my wmHCTY KamAOro MecHua omonewATH RMpeKTOpa o
HAPYMEHUAX TPYAOBOIi AMCHH LIHIbL
3. Hauanennky tpancnoprroro umexa ¢ 01.03.2014 oBecnewirrs AocTaBky Ha pabory
pabotukos, npomusaomux B Coperckom paiione cayxebnLiv aBTobycom.
4. KonTpouste 3a Henoinennem npukasa 0cTaBsio 3a coboii

Jupexrop H.I'. Kupuuios

Pucynox —Ilpukas no 0CHOBHOH JeSTENBHOCTH Ha yrioBsom Onamke



AO “Pocrapanepro”

L3C, cnyxoa NOACTaHUHIT

ITPUKA3

15.02.2014 Ne5

O wapymenun rpyonoii AHCHH LTI B

B uennx obecneyenns AHCUMIAHHLI PaGOTHHKOR peanpuaTHA

IIPUKA3BIBAIO:

1. C 1 mapra 2014 ropa » CIYMAe CHCTEMATHYECKNX OmO3ammii HAa paBoyee mecto
MACTeP uexa HMeeT Npaso cummary, Pabouux ¢ npemun cpoicom na aBa mecsna.

2. Havanuumkam Cayx6 K S-my wmeny wamuoro MECAUA onosemars Ampektopa o
HAPYWENUAX TPYAOBOii ANCUNILINELL,

3. Haganeuuky TPaHenopraoro mexa ¢ 01.03.2014 obecneynTn AOCTABKY mna paGory
paboTumnKOR, NpokuBAIOMITX B Coserckom paiione CayxednLIM aBTOGyCOM.

4. Koutponn 3a Hcno/mennem npukasa ocrasasio 3a coboii.

Hupexrop H.I'. Kupnason

Pucynox — Hpukazno ochosuoii ACATENLHOCTH Ha NPONONEHOM Ganke

Dupma «PACCBET»

IPHKA3
15.01.2014 Ne 3-x

Mo mrunomy cocTaBy
L. IIPHHATS:

1.1. ETOPOBA Anekcanapa Herposnua wa pomicnocrs crapwero Gyxramrepa ¢
17.01.2014 ¢ oxnanom PY6. B Mecsn, cornacno ITAaTHOMY pacnucanuio,

Ocnoganne: KOHTpaKkT Ne oT

C npukazom o3naxomen: Hoanues Hara

1.2. 3MHOBLEBY Huny Bawecnasorny na gomsnocrs CHENHATHETA TEXHHYeCKoro
oraema ¢ 18.01.2014 ¢ ABYXMECAYHBIM  HCHBITATENLHEIM CPOKOM ¢ oxnagom
Py6. B mecnin, cormacuo ITATHOMY pacnucanuo,

OcHoBanmne: 3asniienne 3unosneroii H.B,

C npukasom oznakommena: IMoanucn Hara
2. IIEPEBECTH:

HNETPOBA I'.A,, CTapuero cneunanmera SKOHOMH'ECKOT0 0TAeNA, ¢ ero cormacus,
HAa ROKHOCTL Beaymero CHCURAMICTA TOrO #*e oTaema o 16.01.2014 ¢ OKJIanom
py6. B Mecnu,

OcHopanme: sansaenne lerposa I'.A., noxnagnag 3anncka
3ABEAYIOLIET0 IKOHOMHYECKUM OTe/10M Edpumona B.C.

C npuxazom osnaxomnen: Moanucs Hara
3. VBOJIUTE:

AHTHIIOBY OQ.A., cekperaps-pedepenra Kauuenspun, 19.01.2014 g cpasy
HCTCYEHHEM CPOKA TPYI0BOr0 Aorosopa, n. 2 cr. 29 K30T Poccuiickoii Denepaunn.

Ocuosanue: KonTpakr Ne oT

C npukaszom o3nakomena: Moanuncy Hata

Hupexrop dupmes Moanuck A.B. UBanos

‘Prcynok -Ipukas no JIHYHOMY COCTABY Ha YIIOBOM Gianke



AO “Pocrosanepro” AO “Poctonatepro

AC U3C, cayucba nogcranuyui

BBIIIMCKA U3 ITPUKA3A
15.02.2014 No5

BBIIIHCKA U3 ITIPUKA3A

15.02.2014 N5 O Hapymenun TPYAOBOH AHCHHILIHHB

O napymenus TpyAoBoii AnCHHILTIHL

B nennx obecneuenun AHCHHIIHHEI pA0OTHHKOB NpeANPUATHS

B uennx oGecnedenus AHCHHIUTHHE! PAGOTHHKOB NPCANPHATHA

HPUKA3BIBAIO:
IIPHUKA3BIBAXO:

3. Hawaneuuky tpamcnoprioro mexa ¢ 01.03.2014 obecneunts socrasky ua paGory

paoruukos, npoxusaomux B Coerckom paiione ciayxedubiv asTobycom
3. Hawansuuky tpauncnoprioro nexa ¢ 01.03.2014 oGecmeunth a0cTaBKy Ha paGoty

paGornnkos, npoxkupanmux B CoBerckom paiione ciy:xeGuniv agrodycom.

Jupekrop H.T. Kupuuios

Jupexrop H.I'. Knpunnos
BEPHO: cexperaps M.A. Hpawenxo

BEPHO: cexperaps M.A. Heamenko
Pucynox— Beimucka W3 npvkasa Ha yrinoeom GraHke

Pucynok— Beinucka u3 npHkasa Ha NPoAoibHOM GiaHke



AO "Hurepessss”

01.12.2014Ne 344

IIpunoxenne H
(o6sa3arensHOE)

Ipumepsr odopMIIEHHS IEOBBIX MHCEM

r-uy K. C.ITankpatosy

O6 u3meHeHnH azpeca

Hupexropy 000 “Kenp

Coob1aeM, 4T0 B CBA3M ¢ PaCIIMPEHHEM HAUISrO MPEANpPHATHA MBI CMCHIJIM Haml anpec. Boi
MOeTe Hac HaiiTi 1o aapecy : 344018, r. Pocro-Ha-Jlony, np. Bopownnosekwnit, 150

Tenedonst : (8632) 33-45-89, 33-44-00, 33-44-01

IeHepanbHblii AHpEKTOP

Cwmonenckas C.B.

233-45-89

Pucynox—IIncmo-u3BeLIeHEe Ha YIJIOBOM GlaHKe

I'.C. KmuMenko

AO ”UHTepcBa3b”

Jlupexropy OO0 “Kenp™
r-uy K. C.Ilankparosy

01.12.2014 Ne 344

OO0 u3MEHEHHHM agpeca

CoofiaeM, 4To B CBA3N ¢ PACINUPEHHEM HALIETO NPEANPHATHA Mbl CMEHM/IM Hawl ajpec. Bet
MOXETE Hac HaiiTu no agpecy : 344018, r. Poctos-na-[lony, np. Bopomunosckuit, 150
Tenedonsi : (8632) 33-45-89, 33-44-00, 33-44-01

IexepanbHEIH THPEKTOD I'.C. Knumenko

Cmonenckas C.B.
233-45-89

PucyHox— [IucbMo-H3BeleHHe Ha NPOIOIbHOM GnaHke



TenepansHOMY IHpEKTOPY
AO “Mmnynsc”

000 KCJIP r-Hy A, B.H_laxtlasapﬁﬂ

25.09.2014 123/46
Ha Ne 232/91 ot 30.07.2014

O nonyyYeHHH NPeMIOAEHHA O COTPYAHHUESCTBE

IMoareepicaaem monydedne Bamero npeanoeHus 0 COTPYAHHYECTBE B 001aCTH PeKIaMbl
H coo01iaeM, 4To Mbl 3aHHTEPECOBAJIMCE UM, HO, K COXAICHMIO, B Gmukaiilnee BpeMs noka He
MOKEM HM BOCIIOIbL30BATECA.

Jupekrop K. C. [laukparoB

Cronbynosa E. A.
255-46-78

Pucynok— IIncsMo-noaATBepxAeHHE HA YIIIOBOM GnaHke

000 “Kenp™ T'exepatbHOMY AHPEKTOPY
000 “Coxon”
r-uy C.IL.Muxaiinosy

30.08.2014 Ne100
OO0 oKOH4aHUH CPOKA KOHTPaKTa
Hanomunaem, 4yto cpox kontpakra Ne 120597 ot 12 man 2014 roga ncrekaer 10 centabps

2014 roma. [lna pelueHHs BOIpOCAa O ero mpomieHun Bamm HeoGXOmMMO NpHCIATh CBOMX
NpeACTABHTENCH.

Iupextop K.C. ITankparos

Cron6ynosa E. A.
255-46-76

PucyHox— IIHceMO-HANOMHHAHHE Ha YIITOBOM OnaHKe



ExenenensHuk
“epxano Mona”

30.04.2014 Ne 56

O nproTHOI MoanNyUcKe

Ypaxaemsle rocrnosa !

IMpennaraem nerotryio moxnucky! Toneko y Hac ¢ 1 man go 30 mrons AeiicTBYIOT CKHAKH Ha
rojoByH0 (5%) ¥ noIyroLoByIO MoAmHcKy (2%)!

“3epkano J[loHa” - 3TO BOCEMb CTpaHHMI{ OGONBITHONH M TONE3HOH HMHQOPMALMH,
KBaTM(UIMPOBAHHOI KOHCYNBTALIMM, NHChMA unTaTeneil. “3epkano JJona” - 9T0 NOCTOAHHLIE
pasaenst “Coumanshas nanopama”, “Bawe mpaso”, “Ilemosas xpouuka”, “Kpyr unrepecos”,
“HeunspectHoe 06 usectHom”, “Kymstypa. Mckycerso. XKusup.”

Anpec penakuun : 344018 , r. Poctos-na-/ony , np. Bynennosckuit, 80, oduc 901.

Tenedonst nas cnpasok : (8632) 32-89-60, 32-46-27.

Menemkep no pekname M. H. IOcynos

Pucynoxk-HudopmMauuoHHoe NHCLMO HA YriIoBoM OnaHke

FLANAGANS DEPARTMENT STORE
12207 Sunset Strips
Los Angeles, California
19417

June 7, 2014
Ketchum Collection Agency
1267 Hollywood Boulevard
Los Angeles, California91401
ATTENTION: MS. TERRY ROBERTS
Gentleman:

SUBJECT: MR. GARY DENIELS, FCCOUNT #69112003

TEKCTIIMCbMA

Sincerely yours
Flanagan’s
department store

Martha Fay
Credit Manager

MF/mg

PucyHox— ITpumMep nmucbMa Ha aHTIHACKOM A3BIKE



TIpunoxxenue IT
(obs3arensHoe)

Tlpasuna oopmienns TuryaLHOrO AHCTA

MunucrepeTBo 06pazoBanus u Hayku PO

®I'BOY BIIO « POCTOBCKHIA 'OCYIIAPCTBEHHBI OKOHOMMYECKHH
YHUBEPCHUTET (PUHX)»

KA®EJIPA

HHIUBUTY AJIbHOE 3AJIAHUE

10 MTUCLIMIUIMHE "D;OKYMCHTPIPOB&HHC B YIIPABJIEHUH”

Boimossun:
eTyneHT rp. XXX XXX XXXXXXXX

Nrp.cryacuradamiss, s oruectno

[posepum XXX XXX XXX
XXXXXXXXXXXHOJIHHCB, JATAdariemng, uma,0T9CeTBO pyxonoanreas

3sanne 1 aomkHOCTS pyKoBomHTCNR

Pocros-ua-/lony
2016

Tpunoxenue P
(obs3atensHOE)

Ipumep odopmnenus pedepara

PE®EPAT

Kypcosas pa6ora: 30ctp., 3tabun., Spuc., 10#ucr., 4 npunosxenus.

JOKYMEHTUPOBAHUE, MEHEIDKMEHT, ABTOMATH3ALTUA
YIIPABJIEHHUS, OITEPAITMOHHA I CHCTEMA NETWARE

Lensio paGoTs! ABNAETCA MCCNENOBAHME BO3MOIKHEIX obnacreit npuMeHeHHs
JIOKaNbHEIX cereit DBM.

Meron npoeesenus paGotsr - amanma JIATEPATYPHBIX HMCTOYHHKOB [10
COOTBETCTBYIOIIEMY BOIIPOCY.

Pesyiibtatom BEINONHEHHs pPaGOTH SBASETCA BHIBOABI O uenecoobpazHocTH
HCMONB3OBAHUA CETH OMPEACNEHHOH apXMTEKTYphl B KOHKPETHOH 06macTH
ABTOMATH3ALHH, & TAK)KE NPOOIEMBI, BOSHUKAIOLIHE P IKCIUTYATALHH CHCTEMBI.

O6nacTe NpUMEHEHHs PE3YIIBTATOR — yuebHslif npouece.



ITpunosxenue C
(o6s3arensHoe)

Ipumep odopmnenus copepranus

Copepxanue

Beenenue 4
1 O6mas XapakTepucTHKa JOKaNBHBIX ceTeii 6
2 Oco6GeHHOCTH NpUMEHEeHHUs ceTel s aBTOMAaTH3alHH 10

YHOpaBieHHs
2.1 AHaH3 BO3MOMHBIX apXUTEKTYp CeTeH 19 ynparneHus 10
2.2 3aumra MHQOPMALMH B ceTaX 13
2.3 Ipumeps! cerei 16
3 OcobenHoCTH NpUMeHeHHs ceTel s aBTOMAaTH3aLMH
Gyxrantepckoro yuera 20
3.1 Ilpobnemst BEIGOpa cetu ans aBTOMAaTH3ALIUH
Oyxranrepckux onepamii 20
3.2 Ilpumeps! nocTpoeHus ceteii 23
4 OcobenHocTi nocTpoenns ceteit cepe o6pasopanus 27
3akmoueHue 31
Bubnuorpaduueckue 3anucu 32
Ipunoxenue A Ipumep okansHoii cetu “Menemxment” 1
ABTOMATH3ALMH YIIPaB/IEHYECKHX OnepanHii 33
Tpunosxenue B Tpumep nokansuoi cern “Byxyuer” nis
aBTOMATH3ALMH YUETHBIX ONepauuii 34

MeToauueckue pexomengauuu no HANHCAHHIO, TPeDoBaHHA K 0dopMIIeHHIO
pedeparor

Pedepar apnserca camoctosTensubim KPATKHAM H3/I0XKCHHEM MEPBUYHOrO MarepHana,
KOTOpBIH MOABEpraeTcs aBTOPOM pedepata rayGokomy usyueHHio, CHCTEMATH3aLMH M
OcMBICTeHHIO. Pediepar somken oTpakath oCHOBHbIE HJIEH pedeprpyembix paboT H OTHOWEHHE
K HUM aBTopa pedpepara.

Kaxasv cryzentom Brmonusercs omuH pedepar no BuiGpannoil MM TeMe 3 CIIHCKa,
PasMeLeHHoro wmie. Ilpn srom crmcok muteparyper, ykasauuelli B paGoueit nporpamme,
ABJIACTCA OPHEHTHPOBOYHBIM, HEOGX0MUMO HaiiTH eme ABE-TpH paboThl BEAYIHX CHCLHAIHCTOR
NMOCBAMIEHHBIX JAHHOKH Teme,

Pediepar nomken Gsite odopmaen B cooTreTCTBHM © TPeGOBAHUAMH, NPEABLABIACMEIMH
ANA HANKCAHHA KYPCOBBIX paboT.

Conepixanue paGoTsi JOKHO BEMOUATS:

1) BBeZeHuE, B KOTOPOM CTABMTLCS Leh i 3a7aH Hanucauus pedepara;

2) OCHOBHYIO YacTh, B KOTOpOit PACKpBIBACTCA UMb, H PEMIAlOTCs 3ajaun pabots (oHa
JO/DKHA HMETh YETKYIO CTPYKTYPY, OBITh JIOrHYecKu MOCNIEI0BATENLHOI, CONepaTh CCHIKH Ha
MEPBOMCTOMHHKH HH(OPMAUMH H  DPAacKPHIBATE OCHOBHHIE COJZIEPKATENBHBIE  3]IEMEHTHI
pedepupyeMsIx MaTepranos);

3) sakmouenHe, rie MOABOAATCS OCHOBHBIE WTOMH Hammmcauus pedepara (ocoGoe
BHHMAHHE 31€Ch CIEAYET YAENHT: COGCTBEHHON oLeHKE pedepupyemoro Matepuana c
OTPAKEHHEM €r0 aKTYaILHOCTH M CBOEIT MPaKTHYECKOi HAeATeNbHOCTH);

4) CIMCOK HCTIONB30BAHHBIX HCTOUHHKOB (ot ognoro o 3-4 NEPBOHCTOYHHKOB);

5) cosepkaHHe C pacCTAHOBKOL crpauuu. Ilynkr 4 H 5 copepranus pedepara Moxio
o6beanHuTE Ha OnHOM cTpanHue. OBl 06BeM pediepaTa TOIDKEH COCTABIATE He MeHee 8 H e
Gonee 10 crpanun (Bkmouas THTYNBHBIA JIHCT M JIMCT C MCTOJBb30BAHHBIMHE HCTOMHHKAMIE I
cofiepaKanueM).

B Texcre pedepara o6azaTensio nomKHb NIPHCYTCTBOBATE CCHIJTKH HA HCTOUHHKH. JTro0as
Mied, TOMOKCHHE MM BBIBOX pediepupyemoro MaTepuana, WUIOCTPHpYEMBIE MM
OMHCBIBAEMBIE B pediepaTe JOMKHEL COAEPHKAT COOTBETCTBYIOUIYIO CCBUTKY HA NEPBOHCTOYHHK.
[Tpu nepenecennu Texcra uz TCPBONCTOUHNKA Ge3 aBTOpCKOlf nepepaGoTku (uaTHpoBaHHe),
HEOOXOMMO 110 MHMO CCHIKH HCIIO/B30BATE KABBIKH.



