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KA®EJIPA OO0uuii 1 cTpaTernyecKuii MeHeI:KMeHT

PacnpenesieHne 4acoB JUCHHUILINHBI 110 ceMecTpaM / KypcaMm

Cemectp
(<Kypc>.<Cemectp Ha 2(1.2)
Kypce>) Htoro
Henens 16
Bun 3anaruit vy | PO | VI PII

Jlexmu 16 |16 |16 |16
IIpaxkTuueckue 32 |32 |32 (32
Hroro ayx. 48 |48 [48 |48
KonTtaktHas padota 48 |48 |[48 (48
Cawm. pabora 60 |60 |60 |60
Yacel Ha KOHTPOJIb 36 (36 |36 |36
Hroro 144 1 144 | 144 | 144
OCHOBAHHE

YueOHbIH TUTaH YTBEPKIIEH YUEHBIM coBeTOM YHmBepcuteTa (mpotokoi Ne 9 ot 03.03.2026 1.).

[IporpamMmy cocraBmwi(u): K.3.H., AoneHT, Mucuuenko H.1O.
3aB. kadenpoii: k.3.H., nouent C.H. [onuaposa

Metoauueckuii CoBeT: A.3.H., JoueHT M.A. CypKukoB



1. HEJIX OCBOEHUSA TUCIUITJINHBI

1.1| m3yunTh mpomecc TOKyMEHTHPOBAaHHS (COCTaBICHHS, O(QOPMICHHS OpraHM3aINOHHO-PACHOPSIUTEIBHBIX JTOKyMEHTOB Kak
0a30BOro0 MpolLecca B pealu3alii BCeX YIPaBICHIECKUX (YHKIIHI)

2. TPEBOBAHMUA K PE3YJIBTATAM OCBOEHUSA JUCHUILJTUHBI

IIK-4. Cnoco0HOCTh OCYHIECTBJSITh AHAJM3 HH(POPMANMOHHO-AHAJIUTHYECKHX MATEPHAJIOB, OPraHU3OBBLIBATH PadoTy M
XpPaHEeHUEe JOKYMEHTOB HA NPEeANPUATHH cepBucnoii ACeATCJIBHOCTH

B pe3ysbTaTte 0CBOCHHS JUCUMILIUHBI 00y4AIOIMIICS NOJIAKEH:

3HaTh:

- OCHOBHBIE ITOTOKH JOKyMEHT0000pOTa (BXOISIINE, HCXO/IIIE ¥ BHYTPEHHHUE)

- mpaBuna ucnons3oBaHust [OCT P 7.0-97- 2016 «YHuummpoBaHHBIE CHUCTEMBI JOKyMeHTarmu. CHcTeMa OpraHHM3aI[MOHHO-
pacnopsaauTensHol qokyMeHTauun. TpeboBaHus K 0OPMIEHHIO JOKYMEHTOBY

- KOMMYHHKAI[HOHHbIE METOABI PEIICHUS 3a/1a4 MEXINYHOCTHOTO U MEXKKYIBTYPHOTO B3aMMOAEHCTBUS (COOTHECEHO C MHIMKATOPOM
[1K-4.1)

Ymern:

- IPUMEHATH HH(OPMaIOHHOE 00ecnedeH e JOKYMEHTOB IS pa3INYHBIX IIPOEKTOB OPTaHU3AINH
- pemarh IMOCTaBJIEHHBIE 331a9H MEXITHYHOCTHOTO M MEXKYIBTYPHOTO B3aUMOICHCTBHA (COOTHECEHO ¢ nHauKartopoM [1K-4.2)

Baanern:

- HaBBIKaMH aHaJIHM3a MHGOpPMAIMK O (YHKIMOHMPOBAHWH CHCTEMbI BHYTPEHHETO JOKYMEHTOO00pOTa OpTraHU3aIlNH
- HaBBIKAMU K KOMMYHHKAITHH AT PELISHHs 3a1a4 MEXIHYHOCTHOTO M MEKKYIBTYPHOTO B3aUMOACHCTBUS (COOTHECEHO ¢ MHIUKATOPOM
I1K-4.3)

3. CTPYKTYPA U COAEP)KAHHUE TUCIUITJINHBI

Paznen 1. «kKnaccudpukanus ciay:ke0HbIX JOKyMeHTOB. OdopMileHHE CITy:KeOHBIX JOKYMEHTOB U nuceM. SI3bIK U CTHIIb
J1€JI0BOI0 nmMucbmMa. TunuyHbIe OIMOKH B SI3BIKE M CTHJIE JeJI0BOro mMUMCbMa

Buj 3ansitus / Cemectp /| KonmyectBo

pa6otsl / popma ITA Kypc 4acoB Kowmerernmun

Ne HaumeHoBaHHe TeMbl, KPaTKoOe COAep:KaHHE

Tema 1.1 «OcHOBHbIE TOHATHS JOKYMEHTHPOBAHHS B YIIPaBICHHU».
«JlokyMeHTOBeIeHHEe» KaK JeATEIbHOCTh 4YeloBeKa IO pa3padoTke H
XPaHEHUIO JJOKyMEHTOB, UX JBUKECHMIO, yd4eTy U XpaHeHuto. OnpezeneHue
1.1 |moHATHUH «HOKyMEHT»,  «JOKYMEHTHUPOBAHHUE», «JOKYMEHTO000pPOT»,| JIeKIoHHbIE 3aHATUSL 2 2 IK-4
«apXWBHOE JIeNo», «yHHGHIMPOBAHHAsS CHCTEMA JOKYMEHTAIHI».
OCOOCHHOCTH ~ HCHONB30BaHMSA HMH(OPMAIMOHHBIX TEXHONOTHMH s
aBTOMATHU3ALMU CO3JaHMsl, YUeTa, IBM)KCHUs U XPAHEHHs JIOKYMEHTOB.

Tema 1.3 «OdopmieHue ciryxeOHbIX JOKYMEHTOB)
1.2 |IIpaBuia opopMIeHHS JOKYMEHTOB Ha TPUMeEpe CIyXKeOHbIX (TOKIaaHbIX [ JIeKIoHHbIe 3aHATHS 2 2 [1K-4
1 00BSICHUTENBHBIX) 3armucok, npuka3os.('OCT P 7.0-97-2016).

Tema 1.4 «OdopmiieHHE CIy)KEOHBIX THCEM)

CrnyxeOHOe MUCbMO KaK CpEICTBO CBSI3H NPEANPUATHS(YIPEKICHHS,
OpraHM3anii) ¢ BHEIMHUM MHpoM. Kiaccudukanus ciayxeOHBIX MHCEM
1m0  (YHKIMOHAIPHOMY W TEMAaTHYECKOMY MPH3HAKY, KOJIHYECTBY
aJpecaroB.

CrpykTypa [AenoBOro IHChbMa. BapwaHThl TOCTPOCHHS ¥ MpaBuia
0ohOpMIICHHS [IENOBBIX IIHCEM HAa TPUMEpPe MHCbMa-IOATBEPKICHHUS,
[HCbMa-0TKa3a, COMPOBOAMTEILHOTO MHCHbMa, MHChMa-HATIOMHUHAHUS H
apyrux (FOCT P 7.0-97-2016). OdopmieHue nenoBoro mucbMa Ha
AHIJIUICKOM SI3bIKE

1.3 JIeKIIMOHHBIE 3aHATHSA 2 2 T1IK-4

Tema 1.5 «SI3BIK U CTHIIB AETOBOTO MHCHMay

OdunuanbHO-EMOBOM  CTWIIb  KaK  Pa3sHOBHIHOCTb  COBPEMEHHOTO
JNTEPaTypHOro si3blka. OCHOBHBIC OTJIMYUTEIBHBIC XapaKTEPUCTHKH
O0(UIHAIBHO-JENIOBOTO CTHIISA: KPAaTKOCTh M SICHOCTb U3JIOXKEHUS, CTPOTHE
TpeOOBaHUS K MPaBWIBHOCTH I0AOOpa CIOB, yMOTPeOIeHHE yCTOHIMBBIX
CHUHTAKCUYECKHX KOHCTPYKIMH M CIOBOCOYETAHUH, HEHTpaNbHBIA TOH.
Coxkpaienust (a00peBuarypbl) Kak 3aMEHUTENIN CIIOB M CIIOBOCOYETAHHUIL:
BUJIBI COKpAICHMil, IpaBUIa HAIHNCAHUS, BOCIPHUATHSA, CKIOHGHHSA U
corilacoBaHus cokpaiieHuil. IloHsATHE CIy)KEOHOro peuyeBoro HTHKETA.
OCHOBHbIC MpaBUIa CIy)KEOHOIO PEYEBOTO ITHKETA B JACIOBOM ITHCHME:
(bopMBI 00pAILEHHs, H3TI0XKEHHIE MPOCHOBI, BHIPAXKCHNUE MPH3HATEIBHOCTH,
TOH JICJIOBOTO MHChMa

14 JIeXIIMOHHBIE 3aHATHSA 2 2 T1IK-4

Tema 1.6 « TUNMUHBIC OITMOKHU B A3BIKE M CTHJIC JICJIOBOTO MTHCHhMa
Krnaccudukarus OIIHOOK: CTPYKTYpHBIE, CHUHTaKCHYECKUE,
Mopdonorudyeckue.

OOmias xapakTepuUCTHKa W BapHaHTBl YCTPAHEHMS CTPYKTYpPHBIX

1.5 JIeKIIMOHHBIE 3aHATHS 2 2 TIK-4




omubOK: IyOMMpOBaHHE CTAHAAPTU30BAHHOTO [NOKYMCHTAa; HEBEPHOE
MOCTPOEHUE THMChbMA; MOBTOPEHHE B TEKCTE IMMCbMa WH(OPMAIINH,
coziepIKaIeiicst B CTaHIapTHOM OJaHKe.

OOwiasi XapakTepHCTHKAa W BAPUAHTHl YCTPAHEHUS CHHTAKCHYESCKUX
OIIMOOK:

OIMOKH, CBSI3aHHbBIE C HEMPABHIBLHBIM MOPSIKOM CIOB B IMPEUIOKCHHUH;
HapyleHHe crneuuduKy  yrnoTpeOleHus] [eernpuYacTHBIX 000pOTOB;
HETPaBIIbHOE MCTIONB30BAHNE TIPEIIOTOB.

OO1asi XapakKTepUCTHKA W BApHAHTBI YCTPAHEHUs] MOP(OIOTHYECKUX
omMOOK: COIIACOBAHKE OINpEICIICHUI; yIOTpeOIeHHe KPATKOH U TOIHOM
GbopM  HMEH  IpWiIaraTelbHbIX;  OMMOKKM  NpU  yHOTpeOJICHHU
KOJIMYECTBEHHBIX UMEH YMCIMTENLHBIX.

CpencrBa [yt OOHApy:KeHHsT W HCIPABICHHUS OIIMOOK B JIEJIOBOM
MHCHEME.

Tema 1.1 «OcHOBHBIE TOHATHS JOKYMEHTHPOBAHHUS B YIIPaBICHHU».
«JlokyMeHTOBeIcHHEe» KaK JesTeNIbHOCTh YeNOBeKa MO pa3paboTke u
XPaHEHHIO JIOKYMEHTOB, UX JBIKCHUIO, yUeTy U XpaHeHuto. OnpeneneHue
MOHATHUH  «JIOKYMEHT»,  «IOKYMEHTHPOBAHHE», «IOKYMEHTO000pOT»,
«apXWUBHOE J€J0», «yHU(DHLUUPOBAHHAs CHUCTEMA JOKyMEHTALHNY.
OcCOOEHHOCTH ~ HMCHOJb30BaHMS HWH(POPMAIMOHHBIX TEXHOJIOTHH  JUIS
aBTOMATHU3allUY CO3JaHUs, Y4eTa, ABWKEHHs U XpaHEHHs JOKYMEHTOB.

[IpaxTHyeckue
3aHATUSL

[K-4

1.7

Tema 1.2 «Knaccudukanust ciy’eOHbIX JOKYMEHTOB)

[loHsATHE, MECTO W pONB CIY)XEOHBIX JOKYMEHTOB B JICJIONPOHU3BOJCTBE
coBpemennoro mpeanpustus(pupmer). Knaccudukarms — crmyxeOHBIX
JOKYMEHTOB 10 IpU3HAKaM: CHEeLHaIn3alus, Ha3HAYeHHe, TEeXHUKa
BOCIIPOU3BEICHNUS, CEKPETHOCTD, MPUEMBI 3aIHCH, IPOMCXOXKICHUE, CPOKU
xpaHeHus, cragun co3manua. CpencrBa WORDS mnst xommbrorepHOTrO
odopmIleHHsT CITy)KEOHBIX TOKYMEHTOB C I[OMOIIBIO Mporpammbl Libre
Office.

[IpaxTuyeckue
3aHATHSA

I1K-4

1.8

Tema 1.3 «OdopmieHue ciryxeOHbIX JOKYMEHTOB
IMpaBuaa oopMIeHHS JOKyMEHTOB Ha IIPUMEPE CIy:KEOHBIX (JOKIaTHBIX
1 00BSICHUTENBHBIX) 3amucoK, npuka3os. ([OCT P 7.0-97-2016).

[Ipaxtuyeckue
3aHATHS

I1K-4

1.9

Tema 1.4 «OdopmiieHre cIyKeOHBIX THCEM)

CnyxeOHOe MUCbMO KaK CpEICTBO CBSI3H NPEANPUATHSI(YIPEKICHHS,
OpraHu3aniy) ¢ BHEIHMM MupoM. Kaccubpukaims ciayKeOHBIX HHCEM
Mo  (YHKIMOHAIBHOMY W TEMAaTHYECKOMY MPH3HAKY, KOIHMYIECTBY
aJpecaroB.

CrpykTypa [AenoBOro IMchbMa. BapwaHThl TOCTPOCHHS U IpaBuia
oOpMJICHUSI [ETOBBIX MHCEM Ha TMPUMEPE MHChMA-TIOATBEPKICHHS,
[IMCbMa-0TKa3a, COMPOBOAMTEIBLHOTO MHCHbMa, MHChMa-HATIOMHUHAHUS H
apyrux (I'OCT P 7.0-97-2016). OdopmieHue nenoBoro mnuchbma Ha
AHIJINICKOM sI3bIKe ¢ moMonbio nmporpammbl Libre Office.

[IpaxTuyeckue
3aHATHSA

TK-4

1.10

Tema 1.5 «SI3BIK ¥ CTHIIB IEJIOBOTO MIHCHEMaY

OdunmanbHO-ENOBOM  CTWJIb  KaK  Pa3HOBHJHOCTb  COBPEMEHHOTO
JIMTEPATYPHOIro  A3bIKa. OCHOBHbIC OTJIMYUTCIIBHBIC  XapaKTCPUCTHUKU
O(HUIHAIBHO-JEIOBOTO CTHIIS: KPAaTKOCTh M SICHOCTb U3JIOXKEHUS, CTPOTHE
TpeOOBaHMUS K MPABWIFHOCTH IOAOOpa CIOB, YMOTPeOICHHE YCTOHIUBBIX
CHUHTAKCUYECKHX KOHCTPYKIMH M CIOBOCOYETAaHUH, HEHTpanbHBIA TOH.
Coxkparenust (a00peBUaTypbl) Kak 3aMEHUTENU CJIIOB M CIOBOCOYETAHMIL:
BUJBI COKpPAICHMIl, IpaBUIa HAINCAHUS, BOCIPUATHS, CKIOHGHHSA U
corilacoBaHus cokparieHuil. [loHsATHE CIy)KEOHOro peueBoro STHKETA.
OcHOBHBIE TIpaBUJIA CIIY)K€OHOTO PEYEeBOr0 ATHUKETAa B JICNIOBOM IHCHME:
(bopMBI 00paILEHHs, H3I0XKEHHIE POCHOBI, BBIPAXKCHNE NPH3HATEIBLHOCTH,
TOH JICJIOBOTO NHChMa

[Ipaxtuyeckue
3aHATHS

I1K-4

Tema 1.6 « TunnuHble OIUOKH B SI3BIKE U CTHIIE JEJIOBOTO IIACHMa»
Knaccudukarus OIIH0OK: CTPYKTYpHBIE, CHUHTaKCHYECKUE,
MOpP(OIOrHIECKHe.

OOmasi XapakTepUCTHKa W  BapHaHThl YCTPAaHEHHs CTPYKTYpPHBIX
omMOOK: JyONMpOBaHME CTAHNAPTU30BAHHOIO JIOKYMEHTa; HEBEpPHOE
MOCTPOCHHE MHCbMA; IOBTOPEHHE B TEKCTE€ MNHUCbMa HH(pOpMaIUY,
coZieprKallelicsl B CTAaHAAPTHOM OJIaHKe.

OOwiasi XapakTepUCTHKAa W BAPUAHTHI YCTPAHEHUS] CHHTAKCHYECKUX
OIIMOOK:

OIIMOKH, CBSI3aHHBIE C HEMPABHIBLHBIM MOPSIKOM CJIOB B IPEUIOKCHHUH;
HapylIeHHe cHeUu(UKH  YHoTpeOIeHUs] JeeHpUYaCTHBIX 00OPOTOB;
HENpaBUIbHOE UCIIONB30BaHUE TIPEAJIOTOB.

OOmias XapakTepUCTUKa W BapHaHTHl YCTpaHEHHs MOP(OIOrHIecKux
OmMOOK: COIIACOBAHKE OINpPEICIICHUI; yIOTpeOIeHHe KPaTKOH U HOJIHOM
dbopM  HMEH  OpWiIaraTelbHbIX;  OIIMOKKM  NpU  yHOTpeOJIeHHU
KOJIMYECTBEHHBIX UMEH YHCIUTEIbHBIX.

CpencrBa Juisi OOHapy)KEHHs M WCIIPABICHHS OIIMOOK B JIEJIOBOM
MHCHME.

[Ipaxtuyeckue
3aHATHS

I1K-4

1.12

Tema 1.1«OcHOBHBIE NOHATHS KOMIIBIOTEPHOTO JOKYMEHTUPOBAHUS.
-Hcropus nokyMeHTOBEACHUS.

- HopmatuBHO-MeTonMuecKkas 6asza 1e10NpOu3BOCTBA.

Tema 1.2. «Knaccuduxanus ciry’eOHbIX JOKYMEHTOB)

- TexHOnorHs paboOTHI C JOKYMEHTAMHU

CamocTosTeIbHAS
pabora

36

IK-4




Paznen 2. «OdgopmiieHHE TEKCTOBBIX IOKYMEHTOBY

Buj 3ansitus / Cemectp /| KonmuectBo
Ne HauMmeHoBaHHe TeMbl, KPaTKoe COAep:KaHue Komnerenuuu
pabotsl / popma ITA Kypc 4acoB
Tema 2.1 «CtpyKTypa TEKCTOBOTO JOKYMEHTA U O(OPMIICHHE €TO YacTei
2.1 |IlpaBunma odopmieHHs THUTYIBHOTO Jucra, pedepara, conepxaHus,| JIekiuoHHbIe 3aHATUSL 2 2 I1K-4
OCHOBHOM 4acTH U NPHIIOKEHHH TEKCTOBOIO JJOKYMEHTa.
Tema 2.2 «OdopmieHHe »3IEMEHTOB OCHOBHOH UYacTH TECTOBOTO
JOKYMEHTa»
2.2 |IlpaBunma THOCTPOECHHsS TaOJNHUI TEKCTOBOIO JOKyMeHTa, odopmieHus | JIekiuoHHbIe 3aHATUS 2 2 I1K-4
NepevnciIeHui, pUCYHKOB U MaTeMaTtuueckux ¢opmyn cornacHo. (OCT P
7.0-97-2016)
Tema 2.3 «bubnuorpaduyeckue CChUIIKI»
CocraBneHue ¥ odopmieHHe OHMOIMOrpadHUUECKUX CCBUIOK COINIACHO
(F'OCT P 7.0-97-2016): omHOTOMHBIC W3JaHHS, MHOTOTOMHBIC H3JIaHUS,;
2.3 | cepnanpHBIC N3AHUA. JIeXIIMOHHBIE 3aHATHSA 2 2 T1IK-4
Oco0OeHHOCTH O(OpPMIICHHUST BHYTPUTEKCTOBBIX (TIOMEIIEHHBIE B TEKCTE
JIOKYMEHTA), IOJCTPOYHBIX(BBIHECEHHBIE M3 TEKCTa BHHM3 CTpPAaHULBI
JIOKYMEHTA (B CHOCKY), 3aTEKCTOBBIX CCBIIOK.
Tema 2.1 «CtpyKTypa TEKCTOBOTO JOKYMEHTa U 0(OPMIICHHE ero yacTei»
IpaxTHyeckue
2.4 |IlpaBuma odopmieHHs TUTYJIBHOTO JHCTa, pedepara, COmEpKAHUS, SaAHSTHS 2 4 IK-4
OCHOBHOH 4acTH U NPHIIOKEHHH TEKCTOBOIO JJOKYMEHTA.
Tema 2.2 «OdopmiieHHe 3JIEMEHTOB OCHOBHOM YacTH TECTOBOIO
JOKYMEHTa»
2.5 |IlpaBuma mocTpoeHuss TaOMUIl TEKCTOBOIO JOKYMEHTa, O(QOPMIICHHS Tpaxmiieckue 2 4 [K-4
HepevnciIeHni, pUCYHKOB M MareMatnyeckux ¢opmy: coracHo. (TOCT P AT
7.0-97-2016)
Tema 2.3 «bubnuorpaduueckue CChUIKI
Cocranenre u odopmieHre OuOIMOrpadUUECKUX CCBUIOK COINIACHO
(TOCT P 7.0-97-2016): omHOTOMHBIC W3/1aHHS; MHOTOTOMHBIC HM3[aHUS;
[IpaxTudeckue
2.6 | cepualbHbIE U3AHUS. 2 4 [1K-4
OcobeHHOCTH OQOpPMIICHHS BHYTPHTEKCTOBBIX (TIOMEIICHHBIE B TEKCTE SarATHA
JOKYMEHTA), IOJCTPOYHBIX(BBIHECEHHBIE M3 TEKCTa BHHM3 CTpPaHUILIBI
JIOKYMEHTA (B CHOCKY), 3aTEKCTOBBIX CCBHIIOK.
Tema 2.4 «OcdopmiieHue CITyKEOHBIX ITHCEM)
27 |- MexayHapoiHbIe CTaHAAPTHI O OQOPMIICHHIO TOKYMEHTOB CamocrosiTenbHast 2 24 K4
’ - CpaBHUTEIBHBIN aHAIN3 AEJIOBOM MEPeniCKH Ha PYCCKOM U aHIIIUHCKOM pabora
SI3bIKAX
2.8 [IloaroToBka K IPOMEXYTOUHOI aTTECTAINH DK3aMeH 2 36 T1IK-4

4. POHJ] OIEHOYHbBIX CPEICTB

CrpykTypa U comepkaHue (OHAA OLEHOYHBIX CPEACTB AN TPOBEACHUS TEKYIIEro KOHTPOIS M IIPOMEXYTOYHOH aTTecTalHu
npezncraiensl B [Ipunoxkennu 1 k paboueil mporpaMme AUCHUILTAHEL.

5. YYEBHO-METOIUYECKOE U TH®OPMAIIMOHHOE OBECIIEYEHUE JTUCHUIIJINHBI

5.1. YueGuble, HAyYHbIE M METOAMYECKHE U3IAHUS

ABTODBI,
COCTaBUTEIU

3arnaBue

WsnarenscTBo, IO

bubGnmnoreka /
KomuecTBo

Kay¢wman, H. 1O. JlokyMeHTHpOBaHUE yIpaBICHUECKOH
NeITeNbHOCTH: y4eOHOe mocooue

Omck: OMckuit
rOCyIapCTBEHHBIN

TOCyIapCTBEHHBIN

2014

HMHCTUTYT cepBuca, OMcKuit

TEXHUYCCKUHN YHHUBEPCUTET,

9BC «IPR SMART»

[Ipuxonpko, A. H. JloxyMeHTHpOBaHuE YIIPABIEHUYECKOU
JIeSITeNbHOCTH: yueOHOe mocodue

[eTepOyprekuit
roCyJapCTBEHHBII
ApPXHUTEKTYPHO-
CTPOUTENIbHBIH

2013

Canxr-IlerepOypr: CaHkT-

yausepcuret, 9bC ACB,

9BC «IPR SMART»

Adonromknna, O. U., | JlokyMeHTHpOBaHHE yIIpaBIeHUECKON
IMycrosas, B. U. NeITeNbHOCTH: y4eOHOe mocodue

rocyaapCTBEHHBIN
TEXHOJIOTHYECKHUH
yHuBepcureT uM. BT

benropon: benroponcknit

[yxoBa, 9BC ACB, 2017

9BC «IPR SMART»




ABTOpHI, bnbmmorexa /
3arnaBue W3narenscTBo, rox
COCTaBUTENH KonuuectBo
4 VYipasienue: xxypHai Mocksa: U3narenbckuit OBbC «YHuBepcurerckas
nom I'VY O6ubnnoTeKa OHIANH
(TocynapcTBeHHBII
YHHUBEPCHUTET YIIPABICHHUS),
2018
5 Bapnarsu B. C., MeHemkMeHT: yaeOHoe mocodne PoctoB-Ha-/lony: 3BC «YHuBepcureTcKast
T'onuaposa C. H. W3narenbcko- OuOIMOTEKA OHIAHY
nonurpaduIeCKui
xomiuiekc PI'OY (PMHX),
2018
6 Kysnenona, U. B., JlokyMeHTHpOBaHUE yIPaBICHYECKON Mockga: JlamkoB u K, Aii OBC «IPR SMART»
Xagatpsm, I A. NeATeIbHOCTH: ydeOHOoe mocobue ajst 6akanaBpoB ITu Op Menwma, 2021

5.2. IlpodeccuonanbHbie 6a3bl JAHHBIX U HH(POPMAIMOHHBIE CIPABOYHBIE CUCTEMbI

NCC "Koncynwrantllmtoc"
NCC "T'apant”

5.3. IlepeueHb NpOrpaMMHOro odecrneyeHus

Onepanuonsas cucrema PEJI OC
Libre Office

5.4. YueOHoO-MeTOANMYECKHE MATEPHAJIbI A1 00y4AI0LIMXCS ¢ OrTPAHMYEHHBIMHU BO3MOKHOCTSIMH 310POBbSI

ITpn HEOOXOMMMOCTH IO 3asIBIICHUIO 00YYArOIIETOCS C OTPaHWYCHHBIMU BO3MOXXHOCTSIMH 3/I0POBBS yUEOHO-METOMYCCKHE MaTepHaIbI
MPEIOCTABIAIOTCA B (hOpMax, aJaiTHPOBAHHBIX K OTPAHMUYCHHSAM 3IO0POBBS M BOCHPHUATHS MH(popMarwd. [ JIHIl ¢ HApyIICHHSIMH
3peHus: B hopMme ayanodaiina; B meyaTHO GopMe yBeIWUeHHBIM mpudToM. s IuIl ¢ HapylmeHusAMHU ciayxa: B (opMe IEKTPOHHOTO
JOKYMEHTa; B redaTHol ¢opme. JlJist ULl ¢ HApyIICHUSIMH OIIOPHO-/IBUraTeIbHOIO armapara: B (opMe 3JIEKTPOHHOTO JIOKYMEHTa; B
neyaTHou opme.

6. MATEPUAJIBHO-TEXHUYECKOE OBECHHEYEHUE JUCIUITJIMHBI

Iomewenust Ui BceX BUIOB palboT, NPEAyCMOTPEHHBIX YYEOHBIM IUIAHOM, YKOMIUICKTOBaHBI HEOOXOAMMOW CIELMAIU3HPOBAHHON
y4eOHOI MeOEIbI0 U TEXHUIECKHMY CPEJICTBAMH O0Y4EHHUS:

- CTOJIBI, CTYJIBS;

- IEPCOHATIBHBIA KOMIIBIOTEP / HOYTOYK (IIePEeHOCHOH);

- IPOEKTOP;

- 9KpaH / MHTepaKTHBHAS JTOCKA.

IToMerenust 1y CaMOCTOSTENbHON PabOThl O0YyUYAIOMIMXCS OCHAIIEHBI KOMITBIOTEPHON TEXHUKOH C BO3MOXXHOCTBIO MOJKITIOYECHHUS K
cetr "MHTepHET" M 00eCIIEYeHNEM IOCTYTIA K 3JEKTPOHHON HH()OpMAIIMOHHO-00pa30BaTeIbHOM cpee.

7. METOINYECKHUE YKAZAHUA JJIAA OBYYAIOIUXCA 110 OCBOEHUIO TN CITUITJINHBI

Mertoauueckue YKa3aHHus 110 OCBOCHHWIO JUCIHUITIIIMHBI TPEACTABJIICHBI B HpI/IJ'IO)KCHI/II/I 2K pa60qel71 nporpamMme JUCHUITIIIUHBI.




®OH/I OHEHOYHbBIX CPEJACTB

IIpunoxenne 1

1 Onucanue nokasareseid 1 KpUTepueB OLIEHUBAHUS KOMIIETEHUMIA HA Pa3IMYHBIX 3TaNax
UX (pOPpMHUPOBaHUS, ONICAHUE IKAJ OLleHUBAHHUSA

1.1 Iloka3aTesny U KpUTEPUU OLIEHUBAHUS KOMIETEHIIMMN:

3VH, cocrasisionme
KOMIICTCHIIUIO

Ilokazarenn
OLIEHMBAaHUA

Kpurepuu onieHuBaHus

CpenctBa
OLCHHNBAHUA

OpraHHU30BbIBATH PAOOTY

[IK-4: CnocoOHOCTh OCYIIECTBISATH aHATU3

MH(POPMALMOHHO-aHAIUTHYECKUX MaTepHalioB,

1 XpaHEHME TOKYMEHTOB Ha IIPEANPUATHHA CEPBUCHOM AEATEIBHOCTH

3HaTh:

- OCHOBHBIE MIOTOKH
JTOKyMEHTO0000poTa
(Bxomsuue,
UCXOJSIINE U
BHYTpPEHHUE)

- MpaBUIIa
ucnonb3zoBanus ['OCT
P 7.0-97- 2016
«YHudunupoBaHHbie
CUCTEMBI
JOKYMEHTAITIH.
Cucrema
OpTraHHU3aIOHHO-
pacnopsaIuTeIbHON
JTOKYMEHTAITUH.
TpebGoBanust k
0(OPMIICHHUIO
JOKYMEHTOB»

- KOMMYHHUKAIITUOHHBIE
METO/IbI PEIICHUS
3a1a4
MEXIHIHOCTHOTO U
MEXKKYJIBTYPHOTO
B3aNMOJECHCTBUSA

CocraBuTh 0030p,

TTOUCK u coop
HE00X0TUMOi
JUTEPATyPhI ISt
HamucaHus pedepara,
IE

BOITPOCHI IO TECTY

OTBCTa Ha

IMOJIHOTA u
COEPKATEIBHOCTD
OTBETA; YMEHUE
MOJIb30BaThCS
JIOTIOJTHUTEILHOU
JIUTEPATYpPOU

IIOATOTOBKE K 3aHATHUAM,

pu

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

JIN- nenosas urpa,
3- sk3ameH (1-42)

VYMeTh:

-IPUMEHATH
MH(POPMALIMOHHOE
obecrieueHne
JTOKYMEHTOB ISt

Ppa3IMYHBIX

yMeeT
MIPUMEPBI

IIPUBOJIUTH
1o
pELICHUIO 3a1a4
MEKJIUYHOCTHOTO U
MEKKYJIBTYPHOIO

B3aWMOJIEUCTBUS.

PemraTe IIOCTABJICHHBIC

3aJa4uu Pa3sHbIMHA

METOAAMHU U CIIOCOOaMMU.

P-pedepar

JIN- nenoBas urpa,
C3- cutyanroHHoe
3a/laHue




MIPOCKTOB
OpraHu3aIuH

- pematb
[IOCTABJICHHBIE 33]1a4H
MEXJIMYHOCTHOTO U

- HaBBIKAMH K
KOMMYHUKAIWX JIJIs1
pelIeHus 3a1a4
MEXKJIUIHOCTHOTO U
MEXKKYJIBTYPHOTO
B3aNMMOICHCTBUSI

MEXKYJIbTYPHOTO
B3aUMOJICUCTBUS
Bnanets: Haxonuts JleMoHCTpUpOBaTh JAN- nenosas urpa,
MPaBUJIILHOE PEIICHUE | HABBIKH pemenus | C3- cuTyalimoHHOE
-HaBBIKAMH aHaIN3a
B KOH(MIUKTHBIX | TOCTABICHHBIX 3ajad | 3agaHue
uHpOpMaLUU O
CUTYaIUsAX MEXXINYHOCTHOIO u
(GyHKIIMOHUPOBAHHUH
MEXKYJIbTYPHOTO
CHUCTEMEI 2
B3aUMOIEUCTBUSA c
BHYTPEHHETO .
IIOMOILBIO AEJIOBOM UIPHI.
JIOKyMEHTO000pOTa MBI A P
OpraHu3aINH

1.2. lIIkasel OLIEHUBAHUSA:
Texyuuii KOHTPOJIb YCHEBAEMOCTH M IPOMEKYTOUHAsl aTTECTAlUsl OCYLIECTBIISIETCS B

paMKax HaKOMUTEIbHON OaibHO-peUTHHIOBOM cuctembl B 100-0amipHO mIKae:

- 84-100 GanoB (OIIEHKA KOTIUYHOY)
- 67-83 G6ayIoB (OIIEHKA «XOPOIIIOY)
- 50-66 6ays10B (OIIEHKA «YIOBJIETBOPUTEIHHOY)

- 0-49 6amToB (OIEHKA «HEYIOBICTBOPUTEITHHOY )

2. TunoBble KOHTPOJIbHbIE 32IaHUS WJIM MHbIEe MATEPUAJIbI, HEOOX0AMMbIe VISl OLleHKH
3HAHM I, YMEHUH, HABBIKOB U (MJIM) ONBITA A TEJIbHOCTH, XaPAKTEPHU3YIOLIHMX ITANbI
(popMHpoOBaHHUsI KOMIIETCHIHI B Ipolecce 0CBOCHHUsI 00pa30BaTeIbHON NPOrPaMMbl

Bonpocsl k 3k3ameny

1. OcHOBHBIE TIOHATHS TOKYMEHTHpOBaHus. OCHOBHbIE (PYHKIIUH
JOKYMEHTHPOBaHUSI.

2. YHUPHUIUPOBAHHBIE CUCTEMBI JIOKYMEHTAIHH.

3. Knaccudukanus cirykeOHBIX TOKYMEHTOB.

4. bnanku 111 opopmIIeHHS JOKYMEHTOB.

5. JlokmnagHble, OOBSCHUTENBHBIC 3aITUCKH, 3asBJICHHS U ITPABUIIA UX 0(OPMIICHUSI.

[Ipusenute nmpumep opopMIICHHS 3asiBICHUS.




6. [Tpukasbl o 00IIeH 1esATeTFHOCTH, BBIMMUCKH U3 TIPUKA30B U MPaBHJIA HX

o opMIICHUS.

7. [TpaBuia opopmiIeHHs TPUKA30B MO THYHOMY COCTaBY.

8. [IpaBuna opopmnenus nokymeHnToB “Ilpeacrasnenue” u “IIporokon”

9. [TpaBuia opopmiieHHs CITPaBOK U aKTOB.

10. Knaccudukanus gen0oBbIX MHCEM.

11.  BapuanTbl 0OpMIIEHHUS €TOBBIX TUCEM.

12.  JlenoBoe muchbMO Ha aHTIMICKOM s3bike. [IpuBeaure npumep odopmienus
ICHhMaA.

13.  OOwias cTpyKTypa TEKCTOBOTO JOKYMEHTA.

14. [IpaBuiia opopmiieHHs TUTYJIBHOTO JIUCTA, pedepara, CoAepKaHUsI TEKCTOBOTO
JIOKYMEHTA.

15. [IpaBuna oopMiaeHUsT WILUTFOCTPALMA 1 TaOIHI]

16.  IlpaBuna opopmieHus MaTeMaTHIECKUX (HOPMYIT U MIPUIIOKESHUH.

17. Cocrapnenue 1 0OpMIICHHE CITUCKA JINTEPATYPHI.

18.  SI3bIK M CTHIIb CITy>K€OHBIX JOKYMEHTOB.

19.  Coxpamienus (a00peBUaTypbl) Kak 3aMEHUTEIH CIIOB M CJIOBOCOYETAHUIA.

20.  CrpyKTypHBIE U CHHTAaKCHUYECKHE OIIMOKH B A3bIKE M CTHJIE I€JI0BOT0 MUChMA.

21.  Mopdonoruueckue OmrOKH B S3bIKE M CTHIIE ICTIOBOTO MUChMA.

22.  HopmartuBHO- MeToanueckas 0a3a JOKyMEHTHUPOBAHMUS.

23.  TpebGoBaHUe K COCTABJICHUIO U O()OPMIICHHUIO YIIPABICHUYECKOW JOKYMEHTAIUH.

24.  Cucremaruzanus J10KyMEHTOB.

25.  Opranm3anus JOKyMEHTUPOBAHHS HA TPEATIPHUITHH.

26.  Ilonsartume «noxkymeHT». Knaccugukaus 10KyMEHTOB.

27. Perucrpanus 10KyMeHTOB.

28.  OcHOBHBIE TaIlbl JOKYMEHTOO0OPOTA.

29. Perucrpanumonnsie (opMbI U UX 3aII0JTHEHHE.

30.  T'apanrtuitHoe nucbMo. Jlate onpenenenue. [lpuBeaure npumep odpopmieHus
HUCHhMA.

31. dopMupoBaHUe JCII.

32.  OOmme HOPMBI U MpaBUia 0HOPMIICHUS TOKYMEHTOB.

33. bnaHky TOKYMEHTOB /JIs1 OpraHU3allMOHHO-PACTIOPSINTENbHON JOKYMEHTAIUH.

34.  Knaccugukaius I1eI0BbIX KOMMEPUYECKHX THCEM.

35. ITucsmo —HanomuHanue .Jlats onpenenenue Jlpuseanre npumep opopmieHus
HUCHhMA.

36.  ®dopmar gokymeHTta. OopmieHue nosei, Hymepanus CTpaHull.

37. WNudopmannonnoe nucemo. Jlats onpenenenue Jlpuseanure npumep
oopmIIeHHs TUChMA.

38.  OdopmieHne TPUITIOKEHUH.

39. XapaKTepUCTHKA SI3bIKA U CTUIISL CITYKEOHBIX JOKYMEHTOB.

40.  PermameHTarusi JOKyMEHTHPOBAHUS YIIPABICHUECKON A TETHHOCTH.

41. KonTtpakThsl(10roBOpa)-aath onpeaeseHue, NepeurcInuTe COCTaBHbIE YaCTH
norosopa. [IpuBenuTe npumep opopMIIEHHUS TOTOBOPA.

42.  Krnaccudukamus u CTpyKTypa Ciry)eOHbIX TuceM. OCHOBHBIC PU3HAKH
KJaccu(uKaIum.

DK3aMEHAITMOHHBIN OWJIET COEPIKUT 2 BOIIPOCA M CHUTYAI[MOHHOEC 3a/IaHNe

Kpurtepun onennBanus:

- 84-100 GamnoB (OLIEHKA «OTIUYHO») - HM3JIOKEHHBIM MaTepuan (akTHUECKH BEpEH,



HAJIMYHUE TTyOOKHX MCUSPITBIBAIONINX 3HAHUH B 00BEME MPOUICHHON TPOTPaMMBbI TUCIUTUINHEI B
COOTBETCTBUM C TIOCTaBJICHHBIMU MPOrpaMMON Kypca MesIMH M 3aJadyaMH  OOYYCHHS,
MPAaBWIbHBIC, YBEPECHHBIC [EHCTBUS 10 TPHMEHCHHWIO IMOJNyYCHHBIX 3HAHWUM Ha TIPAKTHKE,
IPaMOTHOE W JIOTHYECKH CTPOMHOE M3JIOKCHHE MaTepualia MpHU OTBETE, YCBOCHHUE OCHOBHOW W
3HAKOMCTBO C JOIOJIHUTEIBHON JTUTEPATYPOH;

- 67-83 0amioB (OIIEHKA «XOPOIIOY) - HAJTMUKE TBEPABIX U JOCTATOYHO MOJHBIX 3HAHUH B
00BEME PO ICHHOM MPOTPAMMBI TUCITUILTHHBI B COOTBETCTBUH C IISJISIMH O0YUYCHHUS, IIPABUIILHBIC
JEHCTBUS MO MPUMEHEHHUIO 3HAHUN Ha MPAKTUKE, YETKOE M3II0KEHHE MaTepuaa, JOMyCKaITCs
OTJICIbHBIC JIOTHYECKUE W CTHIMCTHYSCKUE ITOTPEITHOCTH, OOYYarOIIUHCIYCBOUI OCHOBHYIO
JTUTEpaTypy, PEKOMEHIOBaHHYIO B pabodeil mporpaMme JUCIUILINHBL,

- 50-66 OatoB (OIIEHKA «YIOBJICTBOPUTEIILHOY») - HAIMYKME TBEPJAbIX 3HAHUN B 00bEMeE
MPONUICHHOTO Kypca B COOTBETCTBHUHU C IIENISIMU OOYYEHHUs, U3JI0)KEHUE OTBETOB C OTACIHHBIMU
OIIMOKaMH, YBEPEHHO MCIPABICHHBIMH TIOCJIC JOMOJHUTEILHBIX BOIIPOCOB; MPABUIIBHBIC B IIEJIOM
JIEHCTBUS MO0 MPUMEHEHHUIO 3HAHUN Ha TPAKTHKE;

- 0-49 6amnoB (OIEHKA «HEYAOBICTBOPUTEILHO») - OTBETHI HE CBA3aHBI C BOIPOCAMH,
HaJIM4Yue rpyObIX OMIMOOK B OTBETE, HEMOHUMAHUE CYIIHOCTH M3JIaraeMoro BOMPOCa, HEYMEHHE
MIPUMCHSTH 3HAHUS HA MPAKTUKE, HEYBEPECHHOCTh U HETOYHOCTh OTBETOB Ha JOIOJIHUTEIIBHBIC U
HABOJSIIUE BOIIPOCHD.

CI/ITyaI[I/IOHHBIe 3aJaHuA

33213111/16 1. CocraBbTe M odopMuTe NPHUKA3Ll N0 OCHOBHOM J€ATEJbHOCTH, M JAPYIrHe
pacnopsiANTedbHbIE JOKYMEHTbI, He00X0JIHMbI€ B JAHHBIX VIPABJEHUYECKHX CUTYALMSIX.

Curyaunmus 1.

Ha MockoBckoM kOMOMHATE MO MPOU3BOACTBY MY3bIKATbHBIX HHCTPYMEHTOB M MeOeu
(rocynapcTBeHHOE MpeINpuUsATHE), KOTOPBIi BXoauT B KoHIIEpH MO pa3paboTke U MPOU3BOACTBY
MPOIYKIIMK MY3bIKanbHOU mpombiiieHHOCTH (POCMY3IIPOM), neiictByer Ilonmoskenune o
[IPEMHUPOBAHUM PYKOBOJIUTENEH 1IEX0OB, OTAENIOB U ciyk0, yTBepkaeHHoe 05.01.2003 Ne 27.

12 ampens Tekymiero rojaa AupekTop komOmHaTa B.M.JlapnoHOB mopy4ms Ha4aJIbHUKY
oTJena TpyAa u 3apaboTtHoi miatel MapkoBy H.I'. paccunrars pasmep npeMun pyKOBOJUTEIIM
OTJIEJIOB, IIEXOB M CIy»0 KOMOHMHAaTa mo uWToraM padoThl 3a MEpBBIA KBapTad K 15 ampens, a
ri1laBHOMY Oyxranrepy komOuHaTta Tpommnoii C.I'. — opranu3oBats BeIIIaTy npemui k 20 anpens
TEKYILEro rosa.

HavaneHuk miaHoBo-3koHOMHUYeckoro otnena MatBeeBa C.H. um rnaBHBIN Oyxranrtep
Tpommna C.I'. 3aBU3MpOBaIN MPOEKT MpUKa3a TUPEeKTopa KoMOWHATA.

Curyanus 2.

A.H.lIunos, npeacenarens POCCUICKOTO areHTCTBa MEKIYHAPOJHOTO COTPYIHUYECTBA U
pa3Butus (rocyaapcTBenHas opranusanus npu [IpaButensctse PD), 24 ¢espans Tekyiero roaa
NOpYYMJ CTPYKTYpHBIM TIOJpPA3/AEICHUSIM areHTCTBa COBMECTHO C  IPEJCTABUTEISIMU
I'ockomumymectBa Poccum k10 ampenss moAroToBUTH HPOEKT MPOTrpaMMBbl MPUBICYEHUS
MHOCTPAHHBIX HMHBECTHIIMA K MPOLECCY aKIMOHUPOBAHUS T'OCYAAPCTBEHHBIX MPEIIPHUSITHH.
[Topyuenue ObIIO TaHO BO HWCHOJHEHHE MocTaHoBiIeHUs IIpaButenscTtBa PD oT 24 deBpans
Tekymero roga Ne 246 I['maBHOMY YNpaBiI€HHMIO OTpPACiE€BBIX HMHBECTULIMOHHBIX IPOTPAMM,
['maBHOMY JOTOBOPHO-IIPAaBOBOMY YINpaBlI€HUIO W [J1aBHOMY yIpaBiIEHUIO CTpaTeruud U
MHBECTUPOBAHUS.

[Ipoekt mpukaza mpejcenaTenst areHTCTBAa ObLT 3aBU3UPOBAH €T0 MEPBHIM 3aMECTUTEIEM
J.H.®enopoBsIM 1 Ha4aabHUKOM [ JTaBHOrO AOTOBOPHO-NIPABOBOTrO yipasieHus 1.B.MnsuHbIM.
KonTpouns 3a ucnonnenuem npurkasa Obu1 BoznoxeH Ha [I.H.denoposa.



Curyanus 3.

Hupextop OO0 «Meurta» [lonsikoB B.M. 10 okTs0pst Tekymiero rojga u3fana mpuKas o
IIPOBEJCHUM MHBEHTapU3alMi TOBAPHO-MAaTEPUAIBHBIX LIEHHOCTEN Ha CKiane npeanpusatus. OH
Ha3HA4YMJI KOMHCCHIO IO TIPEICeIaTeIhbCTBOM KOMMepUYecKoro nupekropa 3omorapea E.M. . B
COCTaB KOMMCCUM BOLUIM IJaBHbIN Oyxrantep Bomonuna E.H. u Gyxranrep MBanosa B.C. . B
npuka3e ObUIO MOPYYEHO NPEJCTaBUTh HA YTBEPKACHHE IOKYMEHTBI CKJIAJCKOro ydera (1o
COCTOAHUIO Ha 1 OKTAOps) M oT4eThl 00 OCTaTKaX TOBAPHO-MATEPHAIbHBIX LEHHOCTEH (10
coctosiHuo Ha 10 okTA6ps) K 15 OKTAOPA.

ITpoexT npukaza OblT 3aBU3UPOBAH SKOHOMUCTOM npeanpustus Mutunoi O.A.

3aganue 2. CoctaBbTe H 0(hOPMHUTE COVKEOHbIE MUCHhMA.

Curyanus 1.

JlemapraMeHT NOLIEPXKKA M Pa3BUTHS Majoro NPEANpPUHUMATENIBCTBA ITUCBMOM 3a
HNOJIKCHIO 3aM.JUpeKkTopa AenaprameHTa CepukoBa A.B. yBegoMHsI pyKOBOJCTBO JETCKOIO
caga Ne 1586 0 TOM, 4TO B CBA3M C pa3BUTHEM NPEANPUHUMATENBCTBA 3/1aHUE JETCKOrO caja
JIOJIKHO OBITh MepejaHo AJI TEXHUYECKUX HYXKJ JeTapTaMeHTa.

Hcnonuurenem BacuinbeBol 10 nmopydeHHro qupekropa aerckoro caga Ne 1586 FOro-
3anaZHOro OKPYXHOIO YIIpaBiIeHHUs 0oOpa3oBaHUs I.MOCKBBI, PACIOJOKEHHOIO Ha IPOCIEKTE
MuuypuHckoM, oM 22 1.MOCKBBI, ObUIO COCTaBJIEHO MHUCHMO, aJPECOBAHHOE OTJENy IHUCEM
Mbpun Mockssl 1o aapecy: r.Mocksa, yin.TBepckas, 13, B KoTopom AUpEeKTOp AeTckoro cana Ne
1586 O.A.AbpamoBa npocuia pa3o0parThes B JaHHOM BOIPOCE, MOTUBUPYS TE€M, UTO B HA3BaHHOM
pailoHe JETCKUX CaJOB OCTAJIOCh Mo U HE BCE JIE€TH MOIYT IOCEIaTh AETCKUE JOIIKOJIbHbIE
yupexxaeHus. [InceMo ObUI10 OTBETOM Ha MOJYUYEHHBIH JOKYMEHT oT JlenapTaMeHT.

Curyanus 2.

[Ipencenatens mpaBiieHus aknuoHepHOTO Kommepueckoro 6anka « TOPTTIPE/IBAHK»
(np.Bepnanckoro, 19, Mocksa, 112123, Tten.: 567-22-17, dakc: 576-22-20) C.A.lllymos
oopatuics k ['enepansHomy nupekropy HIIO «AcGect» JI.M.BonbiHiIeBY ¢ mpochOoit
paccMoTpeTh Bompoc o mpeaoctaBieHur B jiuTenbHyro apeHny AKb «TOPI'TIPEJIBAHK»
pabouux riomianieit — 180 kB.M MoJ pa3MeleHre oTaeNeHrs 0aHKa.

[TuceMo ObwTO cocTaBieHo wucnonHuTeneM I[lomiecHoi Ha JOMKHOCTHOM OllaHKe
npezcenaTens npaBieHus 0aHka ¥ MoAMUcaHo 24 MapTa TeKyIIero roja.

Curyanmus 3.

Ucnonuutenem M. 1O. [1onsikoBoi o mopy4eHuto HadallbHUKA oTaena Mmapketuara OAO
«Toprmorpebeoro3» (r.Mocksa, Jlecnas ym., .18, 117123, rten./dpakc. 234-56-00, OKIIO
87654321, OI'PH 1234567890098, MHH/KIIIT 09876543321/123456789) B.A.Komaposa ObL10
coctaBneHo nuceMo B azapec OO0 «/leno», Texuuueckomy aupekropy A.M.MsrkoBy o0
OTIpaBKE JOKYMEHTAlluu cledymomero conaepxkanus: «Hampasnsem HeoOxoaumble Bam
JIOKYMEHTBI, Co/IeprKaline HHHOPMAIIHIO O IIEHE KOMIUIEKTa HAyYHO-TEXHUYECKON JJOKYMEHTAITUH
Ha XoJoAuibHOe obOopynoBanue. [IpeanmaraeM BbICIATh TEXHHUUYECKYIO JOKYMEHTAIMIO Ha
3apyOeXHbIe aHAJIOTH XOJI0IMIBHOI0 000pyAoBaHus. [Ipyu NpUHATHH TOJI0KUTEIBHOTO PEILICHUS
0 3aKynke o0opynoBaHUS MpocuM Bac HampaBUTh COOTBETCTBYIOIIEE MHCHMO PYKOBOAUTEIIO
otnena coeita HaymoBy C.I1». JlaHHBIM MHCEMOM COTIPOBOXKIANIACH CrIeHU(UKaIms Ha 28 71. B 1
9K3.

3aganue 3. CocTtaBbTe TeaeOoOHOrpaAMMBI, HEOOXOIUMBIE B CJACAVIOIUX VIIPABJIEHYECKHX
CHUTYAIUSX,




Curyanus 1.

MunncrepctBo ¢unanco PK 3ammanmpoBano mpoBeleHHE ceMuHapa Uil KacCHPOB
OpeANpUATHIA TOPOAa, KOTOPBIM JoKeH ObuT cocToAThes 10 MapTa Tekymero roga B 15 gacoB B
3nannu MunuctepcerBa. OAO «Jlotocy momyumino TenedoHOrpaMMmy, B KOTOpoii MUHHCTEPCTBO
(UHAHCOB MpeuIarajJo HalnpaBUTh Ha CEMHHAp MNpPEJCTaBUTENs OOILECTBA MO YKa3aHHOMY B
tenedoHorpamme aapecy. Tenedonorpamma OblIa MOAMMUCAHA OJHUM U3 3aMECTUTEIICH MUHUCTPA
U [epeJlaHa ero CEeKpeTapeM.

Curyanus 2.

3AO0 «Ilonmurpad» BBITTOIHUIIO 3aKa3 HA U3TOTOBJICHUE PEKJIaMHBIX MaTepuanoB mis OO0
«Ctpoutenby». HpopManys o BHIIOIHEHUH 3aKa3a Oblia repeaHa MocpeCTBOM COCTaBICHUS
tenegonorpammsl, B kotopoit 3A0 «Ilonurpad» Takxke Npocuiio OMJIaTUTh BHICTABICHHBIN CUET
B cpok 10 20 gexaOpst Tekymero roaa. TemedoHorpamMma Obula MOJIMUCAHA 3aMECTUTENIEM
nupekropa 3.M.CoHUHBIM U TIEpe/laHa €ro CeKpeTapeM.

Curyanus 3.

MUHHCTEPCTBO MPOMBIIUIEHHOTO cTpouTenscTBa P® 3ammaHupoBano mpoBeacHHE
KOJUIerMu MUHHMCTepcTBa Ha 27 deBpans Tekymiero rojaa Ha 11.30 yacoB. MunucrepcTBoM Oblia
noaroTtorieHa Tenedonorpamma B agpec OAO «MoccTpoii», B KOTOpol cooOmianock 00
obsi3arenpHOM siBke ['eHepanbHOro mupexkropa OAO «Mocctpoi». Tenmedonorpamma Oblia
HOJMKMCAaHA OJHUM U3 3aMECTHTEJICH MUHHUCTpPA U Mepe/laHa 3aBEIYIOLIUM OOLIMM OTJEIIOM.

3apnanne 4. CocraBbTe U __odopmuTe TejierpaMMbl, He00XOAMMbIE B JIAHHBIX
YIIPABJCHYECCKHUX CUTYAllUAX.

Curyanus 1.

Hupextopom 3A0 «Apon» (HoBocubupck-12, yn. KpeuioBa, 5) IletpoBsiM  Oblia
noarotosyieHa B aapec OAO «Oxkcua» (Tomck, 25) TenerpamMma ¢ Ipocb00i YCKOPHUTH OTTPY3KY
UJIOMAaTEPUAJIOB.

Curyaumus 2.

3A0 «Kontakt» (Mocksa, CanoBas, 5, 104456) moaAroTOBHIIO CPOUHYIO TEIETPAMMY IS
nepenaun  gupektopy OAO «Ypanctpoit» I'puropbeBy ¢ mpoch00i COOOUIUTH JaHHBIE O
COCTOSTHUM peau3aliy MpoayKIInH, €€ OCTaTkaxX, 00beMaxX OTTPYKEHHOM, a TaKkKe MoAexKaIen
OTTpy3Ke MpOAYKIMM U HEOIUIAYeHHbIX cueTax. Tenerpammy mnojnucan ampekrop 3A0
«Konrakt» A.b.Opios.

Curyanus 3.

3amecTUTENb MUHHUCTPA NUILEBOM NpoMmblluieHHOCTH P® BacuinbeB mopyuun cBoemy
CEKpeTapro COCTaBUTh TellerpaMMmy B ajipec BopoHexckoro xinebokomOuHaTta ¢ TpeOOBaHMEM
TesnerpadupoBaTh pe3yabTaThl BEIOOpa (POHAA MYKH MEPBOT0O KBapTaia TEKYIIETo roja.

3aganue 5. CocTaBbTe N OQ)ODMHTC JIOKJIATHbIE, H 00bACHUTEIbHbIE 3alIMCKH, HE00X0IMMbIE
B CJICAVIOLIMX VIIPABJECHYECCKHUX CUTYVaIIUAX.

Curyanus 1.



3amecturenb HadaibHUKa [Ipon3BoacTBeHHOro 00beAMHEHHS «MOCKOBCKasi rOpoJcKas
teneponHas cetb» (MI'TC) Munucrepctsa cBsizu PO M.U./ly6oB oOpaTmiicss K HadalbHUKY
CHENHATBHOTO YIpaBJIeHUs TeNe(OHHON CBs3M  Toro ke MuHHCTepcTBa [.C.AKCEHOBY C
JIOKJIATHOM 3alMCKOM O BBIJIEICHUH NMPSMBIX IPOBOJIOB U Ha3HAYEHUHU TesIe()OHHBIX HOMEPOB Ha
JIOTOBOPHOI ocHOBe. B mokmamnoi 3ammcke M.U.JIyOoB cooOmiasi 0 TOM, 4TO B CEHTSAOpe
tekymero roga oobeauHenueM (MI'TC) OblmM HOATOTOBIEHBI M COIJIACOBaHBI C I J1aBHBIM
IUTAHOBO-(DMHAHCOBBIM ~ ympaBieHueM MuHnucrtepctBa cBsizu P® goroBopsl ¢ HOBBIMHU
aboHeHTaMu. [ BKIIOUEHHS YKa3aHHBIX aOOHEHTOB B CeTh nepenaun JaHHbX «HdoTtem» ¢ 1
JeKadpst TEKYLIEro roja HeoOX0MMO BbIEJIEHNE IPSIMbIX TPOBOJOB. B cBsi3u ¢ aTum r-H Jly60B
BBIJIBUHYJI NIPEAJIOKEHHUE O BBIACICHUU MPSIMBIX IPOBOJIOB M Ha3HAYEHUHU TelIe()OHHBIX HOMEPOB
Ha JIOTOBOPHOM OCHOBE YyKa3aHHbIM aboHeHTaM. JlokiaaHas 3amucka Oblla COCTaBlIEHA
ucnonauteneM OpnoBoii 1 noanucana M.M.Jly6oBeiM 12 HOsOps TeKyIIero roja.

Curyanus 2.

Kypeep 3A0 «Dapma» C.C.CoMOB peryisipHO oma3fpiBayi Ha palbOTy, 4eM HapyIiajl
TPYIOBYIO TUCHUILIMHY. 3aBeaytomas Kanuenspueit 1.B. 1llymununa HeOJHOKpATHO Jenana eMmy
3amedanus (B ycTHOH hopme), a 12 HroHs TeKyIero roja Oplia BRIHYKACHA 00PATUTHCS C JAHHBIM
BonpocoM k ['enepanmbHOMy aupekTopy A.B.CenoBy ¢ 10KIaHOM 3aKMCKOil, B KOTOPOH Mpocuiia
IPUHATH Mepbl AucuuiuHapHoro xapakrepa k C.C.ComoBy.

Curyanus 3.

PykxoBoautens otraena HoBbIX mnpoekToB O.B.TokapeBa oOpartmiace k I'eHepanHoMy
mupektopy OOO «Mactep» r-uy A.Jl.MeBneBy ¢ NOKIagHOM 3amuCKONd O HEOOXOIUMOCTHU
YBEJIMYEHUS IITAaTHOM YMCIeHHOCTH oTAena. B nokmannoii 3amucke O.B.TokapeBa coobmana o
TOM, 4TO B HACTOsIIee BpeMsl JJis YCIEIIHON paboThl areHTCTBa HEOOXOJUMO yBelnYeHue 0a3bl
JAHHBIX O TOTEHIMANbHBIX KiMeHTaX. [lo ee MHEHHIO, OAHUM M3 Hanbosee pealbHbIX MMyTel
pacmupeHus: 6a3bl TaHHBIX SIBJISETCS MOCTOSHHBIA aHAIM3 CPEJCTB MAacCOBOW HMH(pOpMAIHH, B
YaCTHOCTH Ipecchl (MHpopManus o HauboJiee KpyIHbIX KJIMEHTAaX areHTCTBA Oblja MOJTy4eHa U3
AHAIUTUYECKOTO0 XypHasla « DKCHepT»). B cBsI3u ¢ Tem, 4TO OT/AEN B €ro HacToseM cocrase (5
COTPYAHHMKOB) HE MMEET BO3MOXHOCTH OpPraHHM30BaTh MOAPOOHOE HM3YyYEHHME aHATUTHUYECKHX
u3nanuii, O.B.TokapeBa cuuTaer 1enecooO0pa3HbIM BBECTH B IITAT OTAENIA JBE JIOJKHOCTU
MEHEKEPOB Ul U3YUYCHHS U aHAJIN3a IIPECCHI C LENbI0 BBIABICHUS NOTEHIUAIBHBIX KIINEHTOB, a
TaKXKe TIOATOTOBKH OINEpaTUBHOW WHGpOpManuu o moiiokeHnn Ha peiHke CMU B dopme
€XCHENIEIbHbIX OT4EeTOB. B nokmagHoi 3amucke TokapeBa INpemiokmia Ha 3TH JOJDKHOCTU
1o00paTh COTPYAHUKOB U3 YHCIA CTYNIEHTOB 4-5 KypcoB (hakynbreTa )KypHamuctuka MI'Y mmm
LIKOJIBI PEKJIAMBI.

3aganue 6. CocTtaBbTe H O0(GOpPMHUTE IPOTOKOJLI, HEO00XOAHUMLIE B CJICAVIOIIHNX
VIOPABJCHYECKHX CUTYALIMAX.

Curyanus 1.

Hupexuusa OO0 «Actpes» (Cankt-IletepOypr) 12.08.200  r. mpoBeso cBoe o4epeIHOe
3acemanne, Ha KotopoMm mpucytctBoBamu BoctpskoB C.T., Crymues I1.J[., Jlebener .M.,
Awnronos I[1JI., Hlentynosa B.I'., Tumodeer A.A., Ctynosa M.U.

Ha 3acemanuu o0cy:xaanock aBa Bompoca: 0 Xojae pekinamHoi kamnanuu B LI kBaprane
200 r. u 0 mepexoje Ha HOBYIO CHCTEMY BBITUIATHI TPEMUATBHBIX.

[To mepBOoMy BOmIpOCY CIyIIaau COOOIIEHHE HadalbHUKA OTHeNa pekiaMbl BocTpsikoBa
C.T., TekcT cooOIIeHUs KOTOporo ObLT mepenan cekpetapro 3acemxanus H./l.benosoii. [1o aTomy
K€ BOTIPOCY BRICTYyNII (UHAHCOBBIN nupekTop TumodeeB A.A., KOTOPBII 0A00pUT YBETUUYECHHE
pacxoioB Ha HapykHyto pekiamy B LI kBaptane 200 r. Ha 5%.



[To BTOpOoMy Bompocy caenan coobmenne CtynoB M.U. u TeKCT cooOIIeHus Takxke
nepenan cekperapro. Ilo manHoMy >xe Bompocy BeicTynwin AHToHOB I1.JI., HauanbHUK OTAENA
Kaapos, u Jlebenes .M., nupexrop mo nponaxam. [1epBoIii 000pHiI HOBYIO CHCTEMY BBITUIATHI
NPEeMHUATBHBIX M PEKOMEHJIOBaJ MOJATOTOBUTH HeoOxomumble nokymeHThl k 01.09.200 .
Bropoii npennoxmin nopadoTaTh HOBYIO CUCTEMY BBIIUIAThl MPEMHUAIBHBIX U PEKOMEHIO0BAJ
MIPOBECTH TOJIOCOBAHKE IO TAHHOMY BOMPOCY Ha 00I1eM coOpaHUH TPYIOBOTO KOJJIEKTHUBA.

B utore 3acenanust Obuti IpUHATHL cienyromue pemeHus: 1. Omodputk paboTy otraena
pexiambl B III kBaprane 200 r. 2. [IpoBectu oOmiee coOpaHue TPYIOBOrO KOJIJIEKTHUBA TIO
BOITPOCY O MIEPEX0/I€ HAa HOBYIO CUCTEMY BBITIIATHI TpeMuanbHbiX 15.08.200 1. OTBETCTBEHHBIM
3a MOATOTOBKY coOpaHus Obliia Ha3HaueHa 3aB.kaHuenspueilllentynosa B.T.

Co6panue Ben npencenarens O.A.PyMmsHIEB.

Curyanus 2.

3A0 «I'pann-M» (Mocksa) 05.03.200 1. mposeno 3aceganue CoBera JUPEKTOPOB, Ha
KOTOpPOM IpHUCYyTcTBOBanU cienyrouie wiensl Coseta: Ilomos W.I1., UBanos WU.M., Cunopos
C.C.,, YcrunoBa V.VY., ®enopo ©.O. B cBs3u ¢ HanmuueM KBOpyMa 3acefaHue ObUIO MPU3HAHO
npaBoMouHbIM. Ha 3acenanue BBIHOCHIICS BONPOC 00 OMNpPENEIeHUHM PBIHOYHOM CTOMMOCTHU
pasmeraemMbIX OOIIECTBOM JONOJHHUTENbHBIX akuuil. [lo nanHOMy Bompocy 3aciyany
®enopoBa D.D., KOTOPBIM NPEITIOKWI ONPEACTUTh PHIHOYHYIO CTOMMOCTH pPa3MeEIlaeMbIX
OOIIeCTBOM aKIMH IMyTeM 3aKpbITOM MOAMUCKM JONOJHHUTENbHBIX akiuii B pasmepe 10 000
(mecsitu THICAY) pyO. 3a aKIUI0. 3aceqaHue MOCTAHOBUIIO YTBEPAUTH MpemiokeHne degoposa
@®.®., Tak KaKk MpH rojJocoBaHUM «3A» ObLJIO OTHAHO HATh T'OJOCOB, MPOTrOJIOCOBABIIMX
«ITPOTHUB» u «BO3JJEP)KABIINXCS» ne Obu10. Pemenne npuHATO eAMHOTIACHO. 3aceqaHue
Ben npencenarens 11.1.ITonos. IIpoTokoi noarorosiex cekperapeM H.I1.IIerposeim.

Curyanus 3.

Cotpynauku Oyxranrepun OAO «KBaHT» MPOBENH 3aceAaHUE MO BOMPOCY COKPAIICHUS
CpOKa cocCTaBJIeHHs TrofoBoro otuera 3a 200 r., HA KOTOPOM MpHUCYTCTBOBajo 6 yenoBek. C
cooOuieHueM Boictynmia Oyxrantep CypkoBa A.M., koTopasi OTMETHIIA, YTO pAOOTHUKU TPYTIIHI
ydeTa UMEIOT BCE BO3MOXKHOCTH ISl 3HAYUTENFHOTO COKPAIIEHUS! CPOKA COCTABIEHHS T'OJJOBOTO
oT4eTa, ¥ 4YTo rojoBoi oryer 3a 200  T. MOXKET OBITH IPECTABJICH TPYNION yueTa Ha 3 JTHS
paHbllie yCTAaHOBJICHHOTO CPOKA.

B o6cyxnennn panHoro Bompoca BeicTynwin E.H.KpoTtoB, riaBHbIil Oyxranrep, u
I'.A.Illy6una, 6yxranrep. KpoToB cooOmuiuia o ToM, 4To UM pa3paboTaH HOBBIN Ipaduk paboT mo
COCTaBJICHUIO T'OJIOBOTO OTYETa, MPU YCJIOBUU BBIIOJHEHUS KOTOPOTO BCEMHU pabOTHUKaMU
TpyNIbl y4eTa, TOJ0BOM OTUET MOKHO COCTaBUTh U cllaTh HAa 4 JHS paHbIIE YCTaHOBJICHHOTO
cpoka. I A.lllybuna oTMeTHIIA, YTO AOCPOYHOE MPEICTaBICHHE ToAoBoro ordera 3a 200 T.
ABIIIETCS TIOYETHOM M OTBETCTBEHHOM 3amauyeil paOOTHUKOB OyXrajiTepuH, U YTO KOJIEKTUB
OyXrajTrepud MOXXET COCTaBUTh T'OJIOBOM OTUYET paHbIIE CPOKa, €CIU BCE PAOOTHUKU OyIyT
BBITMIOJIHATH YIUIOTHEHHBIN Tpaduk paboThlI.

B utore 3acemanus ObUIO pelIeHO MPEICTaBUTH T0I0BOM oT4yeT 32 200 T. Ha YeThIpe JTHS
paHblIE YCTaHOBIEHHOTO cpoka, T.e. 00.00.200  r. 1 mpoBECTH aHAJINU3 FOJI0BOTO OTUYETA C LIEIIBIO
BBISIBJICHUSI PE3E€PBOB, HEOOXOJUMBIX JUIsl YCIEIIHOTO BbINOJIHEHUS 11aHa 3a 200 r. 3acenanue
Bena npencenarens K.M.JIepamoBa, mpotokosupoBai cexkperapb M.B.XoMskoB.

JlonmosiHuTEIbHOE 3a]aHNe K JaHHOH cuTyauuu. CoCTaBUB MPOTOKOJ MO JTaHHON CUTYyallUH,
COCTaBbTE U OPOPMUTE U3 HETO BBITUCKY ITOCTAHOBIISIONIEH YacTH.

3aganue 7. CocTraBbTe U 0hOPMHUTE AKTHI.




Curyanus 1.

Komucceunss mon npezcenaTeabcTBOM HayalbHUKA TEXHUUECKOM rpynmsl A.A.Bonosoro u
wieHoB komuccuu bopucosa M.IO., HayalbHUKa aAMUHUCTPATUBHO-XO3SIIICTBEHHOTO OT/ENa,
CwmupnoBa JLII., Oyxranrepa, u PomanoBoii UK., opuc-menemxkepa, 3AO «JleoHTus» Ha
OCHOBaHWHW JOKJIaTHOW 3amucku oduc-menemkepa M. K.Pomanosoit 11.07.200 . mpoBena
IIPOBEPKY TEXHMUYECKOIO OCHAILEHUS IPUEMHOM TIE€HEpPAJIbHOIO JUPEKTOpa M IpU3HAIA
HETOJIHBIMU JIJIS DKCIUTyaTallii KOMUPOBaAIbHBIN anmapat Xerox 345(1 mrt.), mpenep (MHB.HOMEp
367, 1 mrt.), ¢pakc 47823 (1 wr.). IIpu3HaHHas HEMPUTOIHOW JAJIS SKCIUTyaTalluu TEXHUKa Oblia
nepeaHa Ha ckiaj npeanpusatus. [lo yctaHoBieHHOMY (haKTy KOMUCCHUS COCTaBUIIA aKT IIpHUeMa-
nepeaayu oprrexHukd B 3 9k3. (1-1 3K3. — HAaYaNbHUKY aJAMHUHUCTPATHBHO-XO35IHICTBEHHOI'O
ornena, 2-i1 - rmaBHoMmy Oyxranrepy, 3-i - B geno 23-02), koTOpblii ObLT YTBEpXKIEH
reHepainbHbIM AupekropoM 11.1.CtenanoBbIM.

Curyanus 2.

Kommccus, co3manHass Ha OCHOBaHHMM mpuka3za aupekropa 3A0 «MeacepBuc» oT
05.10.200 1. Ne 23 «O coBepIIeHCTBOBAaHUH JOKYMEHTAIIMOHHOTO OOECIICUCHHUS ACSITeTbHOCTH
3A0 «Mencepsucy B coctase: npeacenarens 3yauHoi O./1., 3aB.kaHmensapuei, WieHOB KOMUCCUT
Tokapesa H.JI., 3aB.nmpousBoicTBeHHBIM oTAenoM, [laBmoBoii B.E., 3am.ri.Oyxrantepa,
AnexcanapoBa A.B., Menemxkepa no kagpam, Msanosoii 3.11., cekperapsi-pedepeHra KaHIeIsIpHuH,
B npucytrctBun cexkperaps otrnena mapkeruHra C.C.Poguonosoit 12.10.200  r. mposena
IIPOBEPKY COCTOSIHUS pabOThI C TOKYMEHTaMU B OTJeJIe MapKeTHHra. B pe3yibpraTe npoBeeHHON
IOPOBEPKH OBLIO YCTAaHOBJEHO, YTO B OTJelIe HECBOEBPEMEHHO (HOpMHUPYIOTCS B Jela
UCIIOJIHEHHBIE JTOKYMEHTBI, 3arojOoBKM JeJl 3a4acTyl0 HE COOTBETCTBYIOT 3arojloOBKam,
IIPElyCMOTPEHHBIM HOMEHKJIATypOil Z1e, OTCYTCTBYIOT ABa JAeja ¢ nepenuckoi 3a 200 r., He
IpoBeJieHa NpenapxuBHas o0paboTka pokymeHToB 200 r., HOMIEXKAMX IMTEIBHOMY
xpaHeHH10. TakuM 00pa3oM, KOMUCCHS MPHIILIA K BBIBOJY, YTO B BEIEHUH JEJIONPOU3BOJICTBA B
OTJIeJIe MApKETHUHIa UMEIOTCSI CYLIECTBEHHbIE HEJOCTaTKH, CBUAETEIbCTBYIOIINE O HApyIIEHUU
NEHCTBYIOIIMX HOPMATUBHBIX JIOKYMEHTOB B OOJIaCTH OpraHU3allid JOKYMEHTAllMOHHOTO
oOecnieuenus ynpasieHus. [1o ycraHOBIEHHBIM (akTaM OBLIT COCTABIICH aKT MPOBEPKH pabOTHI C
JOKYMEHTaMu B OTAeNe MapketuHra B 4 »sx3emrmisipax (1-if — 3am.jaumpekTopa Mo
aJMUHHMCTPATUBHO-XO3SIMICTBEHHBIM  BOIpocaMm, 2-H — 3aB.0TAEJIOM MapkeruHra, 3-1 -
npeacenarento komuccuu, 4-i — B geno 01-09. Akt BCTynui B CHIIy ¢ MOMEHTa yTBEPKIACHUS
JUPEKTOPOM IPEITPUSITHSL.

Curyaumus 3.

17 aHBaps TEKyIIero rojia B ajapec 3aBoja MO PEMOHTY YacOB M FOBEJIMPHBIX U3ACIIHMI
puOBbLIa MOCHLIKA C 3aBOJ1a-TIOCTABIINKA, TPH BCKPBITHU KOTOPOH OBLTIO 0OHAPYIKEHO OTCYTCTBHE
JIBEHAIIATU KOPITYCOB JIJI1 4aCOB Mapku «MOJIHUS», YUCIUBIINXCA MO HakiaagHo Ne 18 ot 24
OKTSIOpst mpeapiaymero roga. Jis moaTBepkaeHUs JaHHOTO (akTa Ha OCHOBAHHWH TpUKa3a
nupektopa 3aBoga Ne 12 ot 18 sHBaps Tekymiero roja Obuta co3aHa KOMHCCHS — TIOJ
npeceaTeIbCTBOM HavdalbHUKa oTAena cHaOxkenuss Kapnenko E.II. u 4neHOB kommccuu
umkeHepa [laBmoBa A.P. u 3aB.ckmamom Ne 1 Kynapsimosa P.B. Komuccueit Ob11 cocTaBiieH akT
21 sHBapst TEKYILETO ro/ia, B KOTOPOM COJIEPKAJICS BBIBOJ O TOM, YTO 3aBOJI-ITOCTABIIUK JOJKEH
MOCTAaBUTh HEJIOCTAIOIIEE KOJUYECTBO KOPITYCOB K YacaM. AKT BCTYyIWJ B JEHCTBHUE C MOMEHTA
yTBepKAeHUs (22 ssHBaps T.r.) AupeKkTopoM 3aBoja b.J1.PoMaHOBBIM.

3aganue 8. CocTtaBbTE H O(I_)ODMI/[Te CIIPABKM 110 JMYHOMY COCTABY, HE00X0IUMBbI€ B JAHHBIX
YIIPABJCHYCCKUX CUTVAIIUAX.

Curyanus 1.



MamuHucTka NepBOM KAaTerOpUM KaHLEIAPUM YIpaBlIeHUsA JenamMu MwuHucrepcrsa
neyatt U uHpopmaruu PO  IlerpoBa Hpuna CepreeBHa obOpaTuiach B OTAEN KaJpoB
MUHUCTEPCTBA C MPOCLOON BBLAATH €M CHpaBKy C MecTa padOThl sl NPEACTaBICHUS B
(DHUHAHCOBYIO aKaJeMHI0, IJleé OHa Y4YUTCs Ha 2 Kypce BEUepHEro OTAeleHMs (akyJbTeTa
MEXIYHAPOAHBIX IKOHOMUYECKUX OTHOLICHUH.

Curyanus 2.

Cnecapp ~ MYHHLUIIQIBHOIO  PEMOHTHO-CTPOMTENBHOro  mpeanpusitus  «Opuon»
MYHHIMIIAIBLHOTO OKpyra «BoiikoBckuii» CeBepHOro aJMUHUCTPATUBHOIO OKpyra I. MOCKBbI
AbpamoB Bacwiuit @enopoBuu oOpaTHiCS ¢ MPOChOOH K PYKOBOJCTBY 3TOTO HPEIANPUATHS
BbIJIaTh CIIPABKY I10 3allpocy MyHULMINIANBHOTO AeTckoro caga Ne 6 CeBepo-BocTounoro okpyra
r. MockBbI, KOTOpBI mocemaer ero aoub AOpamoBa Hartama. B cmpaBke HeoO6xoaumo
MOJTBEPAUTDH pa3Mep 3apadOTHOI IUIAaThl, HOJYYEHHBIN cliecapeM B IIEPBOM KBapTalle TEKYILIETro
roja (1Mo mMecsiram).

Curyanus 3.

B Xozme  uHBeHTapu3alMM ~ TOBapHO-MaTepUalbHBIX  ILIEHHOCTEM  Hay4dHO-
uccieioBaTenbcKoro 1enTpa @unancopoii akagemuu npu [Ipasurensctse PO 6buta o6HapyxkeHa
HezpocTtaua B cymMme 111 000 py6ueii (1Be numymue Mamuaku «Ontumay 1o 55 000 pyOGueii 3a 1
mrt.). byxrantepus akagemMuu motpeboBana BO3MECTHTh HEAOCTady OT CTapliero jgabopaHTa
nentpa KosnoBoli BanenTunel MIBaHOBHBI, KOTOpask OTKa3ajach 3TO cAenaTb. AJMUHHACTpaLUs
akageMuu obparuiach B JleHMHrpaackuii pailonHbli cya r. MockBsl ¢ uckoM k Kosnosoit B.U.
Paiionnblii cy morpeboBan OT akaJeMuu NpPeICTaBUTh CHpaBKy, sBisercs iu Kosnosa B.U.
MaTepHabHO-OTBETCTBEHHBIM JIUIIOM, KaKOB pa3Mep ee CpeJHeMECSYHOro 3apaboTka, Korjaa ¢
HEH ObUI 3aKJIF0YEH JI0r0BOP O MaTEpUAIbHON OTBETCTBEHHOCTH, C KAKOIO BPEMEHH OHA paboTaeT
CTapIIUM JIAOOPaHTOM HAay4YHO-HCCIIE0BATEIBCKOTO LeHTpa. CrpaBKa, MOJMUCAHHAS PEKTOPOM
U TJIaBHBIM OyXTantepom, Obljia mpeacTaBieHa B ¢y K 10 HOsIOpst TeKy1ero roua.

3aganue 9. CoctaBbTe u 0opMHUTE NPUKA3LI M0 JUYHOMY COCTABY, HEOOXOAUMbBIE B
JAHHBIX VIPABJICHYECKHUX CUTVALIUAX.

Curyanmus 1.

Boinmycknuia ¢akynpreTa ynpasieHus Poccuiickoro rocyJapcTBeHHOTO T'yMaHUTApHOTO
yuuBepcutera Jlenucona Tarbsina MuxaitioBHa 20 uroyist TEKyIIETo Tojia MocTynuia Ha padoTy
B Poccuiickoe areHTCTBO MEXIyHapOAHOTO coTpyaHudecTBa W pa3Butus (PAMCuP) Beaynum
CIIELIUATIUCTOM YTIPaBJICHUS JelIaMHi. ATEHTCTBO SIBJISIETCS TOCYapCTBEHHOM OpraHu3anuei npu
[TpaButenscTBe PO 1 ocymiecTBiseT HAOOP CITyXallKUX TOJBKO MO JOroBopy. JloroBop mnoanucaxn
OT UMEHHM areHTcTBa ero npexaceaarenem [loxuasim A.H. [IpoekT nmpukaza no JUYHOMY COCTaBY
MOATOTOBJIEH UHCIIEKTOPOM 110 KaapaMm CoisioBbeBoi M.I'. 20 utoss v B TOT K€ I€Hb 3aBU3HPOBAH
HauvaJIbHUKOM YIIpaBiieHHs kKaapoB ApOy3oBsiM [1.H. u ynpasnsromum nenamu Muxeessim B.1.
[Tpuka3 noanucan 21 uronst 1 00bsABICH JIeHHNCOBOM MO PACIIUCKY.

Curyanus 2.

Okxonomuct BacwibeBa Exarepmna HwukonmaeBHa 1 CEHTSOpsl TEKyImiero roja rmojala
3asBienne B OO0 «Jlyu» ¢ mpoch0oit MpUHSTH ee Ha paboTy crienuaniucToM (PMHaHCOBOTO OT/ENA
Ha HETOJHBIA paboumii neHp. WHcmekrop mo kanpam CmuproBa U.C. 00bsicHMIA, 9yTO (hrpma
UMEEeT BO3MOXKHOCTH MPHUHATH Ha pabOTy SKOHOMHCTa, HO HAa OCHOBE CPOYHOTO TPYIOBOTO
noroBopa. TpymoBoit AoroBop ObUT 3aKIIOYEH S5 CEHTAOPS M TOAMHUCAH OT UMEHU (PUPMBI
reHepaibHbIM TuUpekTopoM MuponoBsiM JI.C. B TOT ke neHb ObLT WM3JaH MpHKa3 M0 JIUYHOMY



cocTtaBy, 3aBu3upoBaHHblii CMupHoBoi U.C. n ropuckoncynsTom XmenessiM 1.0. Tlpuka3z Obun
o0wsiBneH BacunbeBoit E.H. mon pacniucky 6 ceHTS0psI.

Curyanus 3.

3aBenyromas otaenoM muceM razethl «l'yoepHus» ComoBa Anna MBanoBHa 15 mas
TEKYyIIEero roja oopaTuiack K rIaBHOMY pefakTopy YBapoBy A.H. ¢ mpock00it mpenocTaBuTh e
OTIYCK 0€3 coxpaHeHus 3apab0THOM I1aThl ¢ 16 mo 18 Mas Mo ceMelHbIM 00CTOSTEIHCTBAM.

[Ipoekt mpukaza 06 otmycke ObUT 0OPMIIEH HAYaIBHUKOM OT/ena KaapoB EpmakoBeiM
N.H. 15 mas, 3aBU3MpOBaH U B TOT K€ JI€Hb ITOANMCAH IJIaBHBIM PEIAKTOPOM.

Kpurepun oneHuBanus:

OnHo NpaBWIBLHO BBINOJHEHHOE 3a/laHUe oOleHuBaerca B 2 Oamiaa. CTyaeHT MOKeT
BBINOJIHUTh BCe CUTYAIMMIIO JEeBATH 3aJaHus. MakcmMajJbHOe KOJMYECTBO 0a/jioB 3a
BBINIOJIHEHHbIE BCe 3a1aHns - 54 Oania
® CTyneHTy BBICTaBIsIETCA 2 OauioB 3a TPABWIHHOE BBIMOJIHEHHOE 3aJaHuE, T.€
odopmiieHrne JoKyMeHTalu 1o 3aaanuto B coorserctBuu ¢ 'OCT P 7.0-97- 2016.
® CryneHTy BbICTaBisieTcss | Oay, eciM TEKCT 3aJlaHusl HAlMCcaH BEPHO, a OPOPMIICHO C
HeOonpmMu HapymeHusmu ['OCTa.
® Crynenty BbicTaBisiercs (0 OamoB, €CM TEKCT 3aJaHUs HAMMCAaH HEBEPHO, a TaKXKe
oopmieno ¢ Hapymenusimu ['OCTa.

TecTnI

1. KakoBo 3HaueHHUE CIIOBa «JOKYMEHT» B IIEPEBOJIC C JIATHHCKOTO?
1. CsupaerenncTBO
2. TlpenynpexaeHue
3. Cnoco0 oka3aTenbcTBa
4, 1u3
5. 1,2u3
2. YHu(uUIUpoBaHHAs CUCTEMa JOKYMEHTAIH — 3TO
1. paroHaIbHO OPTraHM30BAHHBIA KOMIUIEKC B3aUMOCBSI3aHHBIX JIOKYMEHTOB,
CO31aHHBIX I10 €AUHBIM HpaBI/IJIaM n Tpe6OBaHI/ISIM JUUTA HpI/IMeHCHI/ISI B
KOHKPETHOW 00J1aCTH JeATEIbHOCTH
YHI/IKaJII)HBIe I[OKYMCHTI)I, CYIIIGCTBYIOIIII/IG B CAUMHHUYHBIX 3K3eMHJ’IHan
3. opraHuzanys pacnpoCcTpaHSHUS MHOTO00pasus Pa3IMUHbIX BUIOB JOKYMEHTOB C
[EJIbI0  Han0OoJIee MOJTHOTO OXBAaTa BCEX BO3MOYKHBIX CUTYAITHIA
4. cnoco0 opraHu3aIy JJOKyMEHTO000pOTa Ha KOHKPETHOM IIPEIPHUSITHH I B
OpraHU3al[HH.

no

3. KommyHnukaTuBHas QyHKIHS JOKYMEHTa 00eCTIeYHBAET
1. BO3HMKHOBEHME KOMMYHHUKAIMI B ITpoliecce Nepeaay JOKyMEHTa OT OJTHOTO
UCTIOJTHUTEIISL IPYTOMY
2. 03HaKOMJICHHE C JOKYMEHTOM BCEX COTPYIHUKOB JaHHON OpraHu3anuu
3. BO3MOKHOCTH BBICKA3bIBAaHHS CBOETO MHEHHS IO COJCPKAHUIO JOKYMEHTA
JTH000MY COTPYAHUKY OpraHu3aluu
4. BHEIIHUE CBSA3M NMPEANPUATHI U OpraHu3alui



4. OOs3aTeNbHBIM YCIOBHEM OPTraHU3AIMOHHON U YIIPaBIEHYECKOH NesTETLHOCTH Ha
NPENPUATHSIX, B YUPSIKICHUAX, (GUPMaX SBISETCS €€. ..
1.JlokyMeHTOO000pOT
2. TOKyMEHTUPOBaHHE
3. Ienonpon3BOICTBO

5. TOCT P 7.0-97-2016 ycraHaBIMBaeT, 4TO KaXKABIH JTUCT JOKYMEHTA JIOJDKCH UMETh
JIEBOE I10JIE HE MEHEE

1. 30 mm
2. 15Mm
3. 20 Mmm
4, 10 mm
6. OCT —»or10 ...

1. Ounblii cTaHgapT
2. OTpacieBO# cTaHAapT
3. OICHUTEIBHBIA CTAaHAAPT

7. JlokyMeHTOOOOpOT OXBaThIBAET:
1. BompoOCHl IBMXKEHUS IOKYMEHTOB
2. BOMPOCHI IBUKCHUS U y4eTa JJOKYMEHTOB
3. BONPOCHI IBMKECHUS,IIEPEIUCKH U YUeTa JJOKyMEHTOB

oo

. JIOKyMeHT —3T0 ....
1. marepuanbHbIi 00BEKT
2. CpEeICTBO M3AaHUS MPUKA30B
3. cmoco0 BEIpaKEHUS IMOIUI

9. K yeMmy OTHOCHTCS JesITETBHOCTH [0 OPTaHU3ALUU XPAHEHUS TOKYMEHTOB?
1. ApxuBHOMY Aeny
2.  J1oOKyMEeHTOO00OpOTY
3. ®uHaHCOBOMY eIy

10. K yemy cBoUTCS CyTh YHU(DUKAIIH?
1. K yBenudeHuto MHOTOOOpa3us JOKYMEHTOB
2. K cokparieHuto onpaBIaHHOTO MHOTOOOpasus JOKYMEHTOB
3. K coptupoBke TOKyMEHTOB

11. OGs3arenpHBIN dJIeMEHT 0hOpPMIIEHHUS JOKYMEHTA Ha3bIBACTCS
1. GmaHK MTOKYMEHTa
2. YTIIOBOMW WU TMIPOJOIIBHBIHN IITaMIT
3. PEKBU3HT JOKYMEHTa
4. Komus JOKyMeHTa

12. Kaxaplif TOKyMEHT
1. umeeT MHAUBUYyANTBHBIA HAOOP PEKBU3UTOB
2. 00s3aTeNBHO COACPKUT TUTIOBOU HAOOP PEKBU3UTOB
3. odopmIIsieTcst IO YCMOTPEHHUIO CEKpeTaps
4. Bce MpenblayIIe OTBETHl HEBEPHBI

13.C110BO «JIOKYMEHT» B IEPEBO/IC O3HAUAET



el el

ITommHaHNK
bymara ¢ 3anucsamu
CBHIETENLCTBO
IOpunnueckas cuna

14. JIoKyMeHT HeceT I0pUINYecKyto (IIPaBOBYIO ) GYHKIINIO, ITOCKOJIBKY

1.
2.
3.

4.

IOPUAMYECKYIO CHILY IOKYMEHTY COOOIaeT MPOCTaBIIEHUE TIeYaT OpraHu3aluu

CJIOBO «JJOKYMEHT» MEPEBOJIUTCS KaK KIOPUAUYECKAs CUIIa»

€ro CoJIep>KaHue UCIOIb3yETCs B KAUeCTBE J1I0Ka3aTeIbCTBA MPU PACCMOTPEHUH CIIOPHBIX
BOIIPOCOB

JIOKYMEHT OTIPEe/IeIseT MPABOBbIE OTHOIICHUS MEXKTy CTOPOHAMHU

15. IokyMeHT BbICTyHaeT —

WP OMWNPE

—
~

LN

18.

KaK MpeAMeT TpyJa YIpaBJIeHYECKOro paboTHUKA
KaK pe3yJIbTaT TPy/ia yIPABJICHUYECKOTO paOOTHUKA
KaK pe3ysbTar AeSITeNIbHOCTH 00IIecTBa

|

1u3l

. ITouemy cucrema TOKyMEHTALMU HAa3bIBACTCA YHUDUITUPOBAHHOM?

COCTaBJIEHA 10 €IMHBIM MpaBUjIaM U TPeOOBaHUSIM
COJICPXKHT B ce0e YHUKAIbHbIE JOCTHKEHHS HAYKH U TEXHUKHU
MOCTOSIHHO YHU(DUIMPYETCS 110 NPOIIECTBUN HEKOTOPOIO BPEMEHU

.YC/ —»aT10 ...

YcoBepiIeHCTBOBaHHAsL CUCTEMA JIEATEIIbHOCTH
YyeT cucCTeMBbI IOKYMEHTOB
YHudunmpoBanHas cucreMa JOKYMEHTOB

OTpaan JCATCIIPHOCTH, 066CH€‘{I/IBaIOH_Iy10 JOKYMCHTHUPOBAHHC U OPIraHU3alUTO pa60TBI

C OCI)I/IIII/IEUH)HBIMI/I AOKYMCHTAaMH, Ha3bIBACTCA

1

2.
3.
4.

JOKYMCHTOBCICHHUC
JOKYMCHTHPOBAHUC
JACJIOIIPOU3BOACTBO
CUCTEMA NJOKYMCHTAIIUN

19. [lemo — ato

NS

NS

OIIpeJIeTICHHBIN B JESITEIbHOCTH

paboTa,KOTOPYIO 00s13aH BBIIOJIHUTE COTPYIHUK OpraHU3aluu

narnka, B KOTOpOH XpaHATCS BCE HEHCITOIHEHHBIE TOKYMEHTBI

COBOKYITHOCTb JOKYMCHTOB, OTHOCAIINUXCA K OAHOMY YUACTKYy ACATCIBHOCTU U
MIOMEIICHHBIX B OTAEIBHYIO 00I0XKKY

.Yro BXOOUT B IIOHATHUC ,Z[CJ'IOHpOI/IBBOI[CTBa?

JIeSITEIbHOCTD YeJIOBEKa 110 pa3padoTKe U 0POPMIIEHHIO TOKYMEHTOB
JIeATEIFHOCTD YeJIOBeKa IO ABMKCHHUIO IOKYMEHTOB

JIeATEIbHOCTh YEJIOBEKA 110 YYETy U XPAaHEHUIO TOKYMEHTOB
1,2u3

2. MHcTpyKIHS 10 BHINOJTHEHUIO



HPGI[J'IO)KCHHLIG TECThI AJId ITPOBCACHUA HpOMe)I(YTOqHOﬁ u KOHTpOJ'IBHOI\/JI aTTeCTall BKIIIOYAarOT
3aKPBITBIC BOIIPOCHI, T.C. MPCAIIOJIArarOminue BbI60p IMpaBUJIbHBIX OTBCTOB. TecTsl cocTaBiIeHEBI
TaKHUM 06pa30M, 4To IpeaArnojararoT BBI60p TOJIBKO OAHOT'O IMPAaBUJIBHOI'O OTBETA.

3. Kpurepuu oneHUBaHuUs:

MakcumaibHOe KOJIN4eCcTBO 0a/UI0B 32 BBINOJIHEHHOe 3a1anue - 20 6a/10B

e 20 GayI0B BBICTABIISIETCS CTYAEHTY, eciau oH oTBeTri Ha 90-100% BompocoB Tecta
NPaBUIIBHO;

e 8-19 Gamnos ecnu orBeTHa Ha70—89% BONPOCOB NMPaBUIIBHO;

o 4-7 6amnoB eciau 50-69% OTBETOB MOXHO CUNTATH MPABUIHHBIMH,

e 0-3 6amna npu menee 50% npaBUIBHBIX OTBETOB.

[esoBasi (posieBasi) urpa

CocTaBuTh M ommucarh JIEJIOBYIO CUTYallHI0, B paMKax KOTOpPOHl pa3paboTaTh CleAyolue
BUJIBI CITY)KeOHBIX T0KyMeHTOB ( coriacio ['OCT P 7.0-97-2016):

a) IOKJIaHas 3amicKa

0) 0OBSICHUTEIbHAS 3aITHCKa

B) IpUKa3

T') BBIIIUCKA U3 MIPHKa3a

1) 3asIBJICHHE

IIpumepsl cmoTpu B npuiio:kenuu E.

2. OopMUTD YETHIpPE JIETOBBIX MTMChMA (TEMATHKA 10 BBIOOPY)

IIpumepsl cmoTpu B npuio:kenun H.

3. BemonHuTh crneayromee 3aganue mno reme “OdopMiieHue TeKCTOBBIX JOKYMEHTOB

a) TUTYJIbHBIN JTUCT

0) pedepar

B) COJIepXKaHUe

') CTpaHMIIA TEKCTA CIEAYIONIEH CTPYKTYpBI: 1 pa3en, COCTOSIINI U3 IByX MoapasienoB. B
MEPBOM TOApasiene 00s3aTeIbHO JTOJKEH OBITH PHUCYHOK, a BO BTOpoM - Tabmuna. [lo tekcty
JIOJKHBI OBITH CCHUTKM Ha OMOIHOTpaduecKue 3aucu 1 MPUI0KESHHUS.

IIpumepsl cmoTpu B npuioxenusx ILP,C.

5. Ilo teme “TunuyHbie OMMOKHA B S3BIKE U CTUJIE JEJIOBOTO MHUChMA™ BHIMIOJHUTH aHAJIHU3

KoHTponbHOro TekcTa U3 NpujioKeHus Y ¢ yKa3aHHeM 10 KaXAOMY HPeIIOKEHHIO THIIA
OLIMOKYU ¥ MPABUJI €€ UCIIPABIICHUS.

MeToanuyeckne peKoMeHIaAUM 1Mo 0GopmJIeHHIO TipeacTaBiaenbl a [Ipuioxenun 2
Kpurepun ouenuBanmus:

MakcuMaJbHO€E KOJMYEeCTBO 0AJIJIOB 32 BLINOJIHEHHOE 3aaHue - 14 0aj10B.

Crynenty BoIcTaBisieTcs 14 0ayuioB 3a mpaBWIIBHOE OOPMIICHUE JOKYMEHTAILUH 0 33/1aHHIO
CryzneHTy BBICTaBISETCS 7-13 OamnoB 3a odopmieHHE 3adaHUS C MHUHUMaJbHBIMHU
HOTPEITHOCTSIMHU.

Crynenty BoicTaBisiercsi 0-6 6aioB, eci TEKCT 3a/laHUs HAITMCAH BEPHO, a 0(OpPMIICHHE HE TIO
TpeOOBaHUSM.

Temsl pedepaToB



1. 3akononmarenbctBo  P®,  mpaBoBble  akTRl B 0O0NAacTH JAOKYMEHTAIIMOHHOTO
oOecrieyeHus.

2. I'ocymapcTBeHHbIE CTaHAAPTHI HAa JOKYMEHTAIIHIO.

3. YHu(umpoBaHHbIE CUCTEMBI JOKYMEHTALIH.

4. Obmepoccuiickue KiacCu(pUKaTOpbl TEXHUKO-3KOHOMHUYECKON M COIMAIbHON HHPOPMAITIH.

5. l'ocynmapcTBeHHasi cucTeMa JOKYMEHTAIIMOHHOTO oOecrniedueHus ympasieHus. OCHOBHBIC
TpeOOBaHUS K TOKYMEHTaM.

6. HopmMaTuBHBIE TOKYMEHTHI TI0 TPYLy U OXpaHe TpyJa.

7. OOmuii BUA U COCTaB PEKBU3UTOB JJOKYMEHTOB.

8. O6mme TpeOboBaHMs K COCTABICHUIO PEKBU3UTOB JJOKyMEHTOB.

9. Haznauenne ¥ cocTaB  OpraHU3aLMOHHO-TIPABOBOM JIOKYMEHTAIUH.

10. CocraBienne ©  opOpMIICHHE  OTICIBHBIX  BHJOB OpPTaHU3alMOHHO-TIPABOBBIX
JIOKYMEHTOB.

11. Ha3naudeHue U COCTaB IJIAHOBOM IOKYMEHTAIIUH.

12. CocraBnenue 1 opopmIIeHHE IUTAHOBBIX JOKYMEHTOB.

13. HaszHaueHHe U COCTaB PacIOPSIUTEIHHON TOKYMEHTAIINH.

14. Tlpouenypa uzaHus pacropsIUTEIbHBIX JOKYMEHTOB.

15. CocraBnenne u oQOpMJIEHHE  PaCHOPSAUTEIbHBIX JOKYMEHTOB.

16. Has3naueHue M cocTaB CIPaBOYHO-MH()OPMAIIMOHHOW M CHPAaBOYHO-aHATUTHUYECKOU
JOKYMEHTAITHH.

17. CocraBienue u opopMIIeHHE CIIPABOYHO-MH(DOPMAITMOHHBIX TOKYMEHTOB U CIIPaBOYHO-
AQHATTMTHYECKHX JIOKYMEHTOB.

18. BO03MOXHOCTH HCIOJB30BaHUSI COBPEMEHHON O(DHCHOM TEXHHKH JIi ONTHUMHU3ALUU
JOKYyMEHTO000pOTa B OpraHU3aINH.

19. Hcnonb3oBanue 3apy0eXHOT0 OIbITA B OpraHU3alMU JOKYMEHTOO00POTa Ha POCCUMCKUX
MIPE AP THSIX.

20. OcobGeHHOCTH pabOTHI C OOpAIICHUSIMH TPaXK/IaH.

21. OOmas XapakTepHCTHKAa JIOJDKHOCTHOM WHCTpyKimu. OmpeaeneHue, CTPyKTypa
coJiepKaHusl, TOPSAOK 0(OPMIICHHSI U OCHOBHBIE PEKBU3UTHI JOKYMEHTA.

22. ®opmupoanue nen. O0mue npasmia GOpMUPOBAHUS JIEIT.

23. Vcropus CTaHOBIICHHUS U Pa3BUTH TIOKyMEHTAIIMOHHOTO 00eCIieYeH sl YIIpaBIeHUsI.

24. Tlpuka3 1o OCHOBHOW jesTenbHOCTH. CTpPyKTypa TEKCTa TpUKasa, IOPSJOK €ro
pa3paboTKu U npaBuia oGopMIIeHUS peKBU3UTOB. BrInucka u3 mpukasa.

25. HWudopmManroHHO-CIIPaBOYHbIE JTOKYMEHTHI, MX Ha3HAauY€HHE M pOJb B YIPAaBICHHH.
[lepeueHb OCHOBHBIX BHJIOB MH(OPMAIIMOHHO-CIIPABOYHBIX JTOKyMeHTOB. OOmme TpeOoBaHUs K
0 OpPMIICHHIO.

26. Cnpaska. Bunel cmpaBok OOmias xapakTepucTHKa JOKYMEHTAa, PEKBHU3HUTHI CIIPaBOK,
0COOEHHOCTH 0(hOPMIICHUS.

MeToanueckne peKOMEHIAIUM 110 HANIMCAHNIO, TPeOoBaHus K odopmiiennio pedgepara
npeacrasjienbl B [Ipuiioxkenun 2

Kpurepun oneHuBanus:

OnuH CTyIeHT MOKeT BbINOJHUTH 4 pedepaTra. MakcumMaibHOE KOJIUYECTBO 0aJJIOB
32 BLINIOJIHEHHBIE 3aaHuda - 12 0ajj10B

N3noxeHHoe NOHMMaHWE pedepara Kak IIEITOCTHOTO aBTOPCKOTO TEKCTa OIpEIeIsieT
KPUTEPUH €ro OLCHKU: HOBHM3HA TEKCTa; OOOCHOBaHHOCTb BHIOOpPa HCTOYHHKA;, CTCICHb
PACKPBITHS CYITHOCTH BOTPOCa; COOIIOICHHS TPeOOBaHUH K 0()OPMIICHUIO.




3 Gamma CTaBHTCS, €CIIM BBITOJHEHBI Bce TPEOOBaHMS K HANMCAHWIO U 3amuTe pedepara:
o0o3HaueHa mpobiaemMa U 000CHOBaHa €€ aKTyaJlbHOCTb, CHIENaH KPATKUN aHAIM3 Pa3InYHbIX
TOYEK 3PEHHS Ha pacCMAaTPUBAEMYIO MPOOJEMYy M JIOTUYHO H3JI0’KE€HA COOCTBEHHAas! MO3MIIMS,
c(hOopMyIMpPOBaHbl BBIBOJBI, TEMa paCKpbITa IOJHOCTBIO, BbIIEpXkaH OOBEM, COOIIO/IEHBI
TpeOOBaHUSI K BHEUIHEMY O(OPMIICHHIO, JaHbl TPAaBWIBHBIE OTBETHl Ha JIOTIOJTHHUTEIBHBIC
BOIIPOCHI.

2 Gayna — oCHOBHbIE TpeOoBaHUS K pedepary U €ro 3allluTe BBIIOJHEHBI, HO MPU 3TOM
JONyIIEHbl HEeAOYETHl. B uacTHOCTH, HMEITCS HETOYHOCTH B M3JIOKEHMHM MaTepuala;
OTCYTCTBYET JIOTUYECKasi MOCJEI0BaTENIbHOCTh B CYXKJIEHUSX; HE BBIAEpKaH 00bEM pedepara;
UMEIOTCA YIyIeHHs B 0()OPMIICHUH; Ha JIOTIOJIHUTENbHbIE BOIIPOCHI IIPH 3aLIUTE 1aHbl HETIOJIHBIE
OTBETHI.

0-1 6am1 — UMEIOTCs CYLIECTBEHHBIE OTCTYIUIEHHUS OT TpeOoBaHUH K pedepupoBanuio. B
YaCTHOCTH: TEMa OCBEIICHA JUIIb YAaCTHUYHO; JOMYLIEHb! (haKTUYECKHE OIIMOKU B COJEPKaHUU
pedepara win npu OTBETE HA JONOJIHUTEIbHbBIE BOIPOCHI; BO BPEMS 3aLLIUTHI OTCYTCTBYET BBIBOJI.

3. Metroanyeckue MaTepuaJibl, onpeaessilouiue npoueaypbl OueHMBAHUSA 3HAHUI, YMEHUI,
HABBIKOB M (MJHM) ONBITA JeSITEJbHOCTH, XAPAKTEPU3YOIIUX 3JTAanbl (GopMHPOBAHMS
KOMIIeTeHII M.

[Tponierypsl OLIEHWBAHUS BKIIOYAIOT B CE0S TEKYLIMH KOHTPOJb M IMPOMEXKYTOUHYIO
aTTeCTalHIO.

Texkymmid KOHTPOJIb YCIIEBAEMOCTH IIPOBOJUTCS C HCIOJB30BAaHUEM OLIEHOYHBIX
CPE/ICTB, INPEJICTABJIEHHBIX B II. 2 JAHHOTO NPUIOKEHUS. Pe3ynpTaTbl TEKyLIEro KOHTPOJIS
AOBOJATCA 010 CBCACHUA CTYACHTOB 10 HpOMC)KYTOQHOfI aTTeCcraluu.

IIpoMeskyTo4Hasi aTTecTALMS IPOBOIUTCA B (OpME IK3aMEHa.

DK3aMeH MPOBOJUTCS 110 PACIIMCAHUIO TPOMEKYTOYHON aTTECTALIMN B TUCbMEHHOM BUJIE.
KonngecTBO BOPOCOB B 3aJJaHNN — 2 BOIIPOCA M CUTYALIMOHHOE 3a1aHue. IIpoBepka oTBETOB M
00BsIBIIGHUE PE3yJIbTATOB MIPOU3BOAUTCS B JI€Hb dK3aMeHa. Pe3ynbTaThl aTTeCTalluu 3aHOCATCS B
BEJOMOCTh U 3auUeTHYI0 KHWXKY CTyAeHTa. CTyIeHTbl, HE MNpoILIeIINe MPOMEXYTOUHYIO

aTTCCTAalluIO I10 rpa(bmcy, JOJIKHBI JIMKBUIWPOBATD 3aJ0JIKCHHOCTD B YCTAHOBJICHHOM HOPAOKE.



IIpunoxenne 2
METOAUYECKHE YKA3AHUSA 11O OCBOEHUIO JUCHUIIJIMHBI

Y4eOHbIM MJIaHOM MPETyCMOTPEHBI CIIEAYIOIINE BUbI 3aHATHH:

- JIEKIINH;

- IPAKTUYECKUE 3aHATHS;

B xo/z1e 1eKIMOHHBIX 3aHATHI pacCMaTPUBAIOTCS OCHOBHbBIC MOHATUS JOKYMEHTUPOBAHUS

B YIPAaBIICEHUH, COCTaBIIEHHWE, OPOPMIICHHE OPraHU3alMOHHO-PACIOPAIUTENBHBIX JTOKYMEHTOB
Kak 0a30BOTO MpoIlecca B pean3alliy BCeX YIpaBIeHYECKUX (PYHKIIUH, H3yuyeHUE TEOPETHUECKUX
OCHOB  JOKyMEHTAI[MOHHOTO OOecCneueHus] yNpaBlieHHs  (JIEJIONMpPOU3BOJCTBA), AAIOTCA
PEKOMEHIAIIH JIJISi CAMOCTOSITEIIbHOW paObOThI M TIOJITOTOBKE K MIPAKTHUCCKUM 3aHITHSIM.

B xonme mpakTuueckux 3aHATHN YIITyOJISIOTCS WM 3aKPETUISIOTCS 3HAHMS CTYICHTOB IO
pAIy PAacCMOTPEHHBIX Ha JIEKIHSIX BOIMPOCOB, Pa3BUBAIOTCS HABBIKA NMPUMEHEHUS OCHOBHBIX
MOJIXO/I0B U MPUHIIUIIOB JJOKYMEHTHUPOBAHUS.

[Ipu moAroToBKe K MPAKTUYECKUM 3aHATUSAM KaXKIbIA CTYJEHT JTOJIKEH:

— U3y4YUTh PEKOMEHIOBAaHHYIO YUEeOHYIO TUTEPATYyPY;

— U3YYUTh KOHCIIEKTbI JIEKLIUN;

— OJITOTOBUTH OTBETHI HA BCE BOIIPOCHI MO U3y4aeMOM TEME;

ITo cornmacoBaHmIoO C MpenojaaBaTesieM CTYJASHT MOXET MOATOTOBHUTH pedepaT Mo TeMe
3aHATHSA. B mporiecce moAroToBKY K MPAKTHYECKUM 3aHATUSM CTYICHTBI MOTYT BOCIIOJIB30BaThCSA
KOHCYJIbTAIIUSIMU TTPETIOIaBaTEIIA.

Bompocel, He paccMOTpeHHbIE Ha JIEKIUSAX M MPAKTUYECKUX 3aHATHUSX, TOJKHBI OBITH
U3YyYEHBI CTYJCHTaMHU B XOJI€ CAMOCTOATEIbHOU paboThl. KOHTpONIb camocTosTeNnsHOM paboThI
CTYJIEHTOB HaJ y4eOHOW MpOrpamMMmoii Kypca OCYHIECTBISIETCS B XOJ€ 3aHATUN MOCPEACTBOM
TEeCTUpOBaHUS. B Xxome camocTosSTeNnsHOW pabOThl KakAbIl CTYyJAGHT O0s3aH MPOYHUTATH
OCHOBHYI0O W TI0 BO3MOXHOCTH JIONOJIHUTEIBHYIO JIUTEpPATypy MO H3y4yaeMOM TeMe,
JTOTIOJTHUTD KOHCIIEKTBI  JICKITUI HEJIOCTAIOIINM MaTepuaioM, BBITTUCKAMU u3
PEKOMEH/I0BAaHHBIX MEPBOMCTOYHUKOB. BBIIEIUTh HEMOHSATHBIE TEPMHUHBI, HAUTH MX 3HAUCHUE
B DHIIUKJIOTIETUIECKUX CIIOBAPSX.

JIsi TOATOTOBKM K 3aHSATHSM, TEKYIIEMY KOHTPOJIIO W TMPOMEKYTOYHOM aTTeCTAIHH
CTYJICHTBI MOTYT BOCIIOJIb30BaThCs DJIEKTpOHHON OmOimoTtekorr BY3a. Takke oOydvarornuecs
MOTYT B35Th Ha JIOM HEOOXOAUMYIO JIUTEpPATypy Ha abOOHEMEHTE BY30BCKOM OMOIMOTEKH WIIN
BOCIIOJIb30BaThCS YNTAIBHBIMU 3aJ1aMU BY3a.

MeTtoau4yeckne peKOMeHAALHH 110 0(pOPMJICHUIO 1e10BOI UIPHI

IIpumepsl cmoTpu B npuiio:xkenuu E.

2. OdopMUTD YeThIpE JICNOBBIX MUChMa (TeMaTHKa MO BEIOOPY)

IIpumepsl cmoTpu B npuiao:kenun H.

3. BemmonHuTh cneayromee 3aaanue mno reme “OdopmiieHrue TeKCTOBBIX JOKYMEHTOB
a) TUTYJIBHBIHN JIUCT

0) pedepar

B) COJIEpXKaHUe



') CTpaHMIIA TEKCTA CIECAYIONMIEeH CTPYKTYphI: 1 pa3zen, COCTOSIINN U3 IBYX Toapa3ieioB. B
MEPBOM MOApasiene 00s3aTeIbHO TODKEH OBITh PUCYHOK, a BO BTOpoM - Tabmuna. Ilo tekcty
JIOJIKHBI OBITh CCHUIKU Ha OMOInorpapuueckue 3anucy U NpUI0KeHuUs.

IIpumepsl cmoTpu B nnpuioxenusx ILP,C.

4. TTo Teme “TUNUYHBIC OMMOKU B S3BIKE M CTHJIC JICTIOBOTO MHCHhMA’ BBHIMOJIHHUTH aHAIN3
KoHTponbHOro TeKcTa U3 MPUIOKEHUAY € YKa3aHUEM M0 KaXIOMY MPEJIOKEHHUIO THITA OIUOKU
Y IIPaBUJI €€ MCTIPABIICHMUS.

IIpunoxenne E
(o0s13aTEsILHOE)

IIpumep odgopmiieHus CJIyKeOHBIX JOKYMEHTOB

AO “PoctoB3Hepro” Jlupexmopy [[2C
H2C , ciyxb6a noactaHuui H.I'.KupuuioBy

JOKJIAJHASA 3AIIUCKA
05.02.2014

O HapylIeHUM TPYA0BOI JMCUUILTHHBI

JuekTpociecaps UBanoB B.I'. cucremaTrnmueckm omaszabiBaer Ha pabdorty. Ilpomry
NPUHATH Mepbl.

HavaabHuk ciryx0bl FO.A. PaiikoB
Pucynox E. 1 — Jloknaonas 3anucka na yenogom oaamke

AO “PocroBsnepro”
H2C, cnyx6a moacTaHIni

Jlupexmopy [[2C
H.I'.KupusioBy

JOKJJIATHASA 3AITMCKA
05.02.2014

O HapylIeHUuM TPYA0BOI M CUMILTHHBI



JuiekTpociecaps HMBanoB B.I'. cucremarmyeckm oma3abiBaer Ha padorty. Ilpomry
NPUHATH MEpPbI.

HavaabHuk ciryx0bI IO0.A. PaiikoB

Pucynox E.2 — Jloknaouas 3anucka na npoooibHOM OJaHKe



AQO “PoctoBanepro” Hupexmopy L[[OC
D2C , cyx06a moacTaHui H.I".KupuioBy

OBbACHUTEJIBHASA 3AIINCKA
10.02.2014

O HapylIeHMH TPYI0BO# JIMCHUTILIMHBI

Sl ona3abiBalo Ha padoTy, B CBSI3H € T€M, UTO KUBY JaJIeK0 0T MecTa padoThl (CoBeTcKui
paiioH), 1 Ha pa0doTy MHe NPHUXOAUTCH J00MPaThCs C ABYMS NepecaikaMH, a TPAHCIIOPT
XOUT II0XO0, CJIYKeOHbII aBTO0yC HALLIell OPraHM3alMHM HAII PAiiOH He 00C/IyKHUBaeT.

JuekTpociecapb B.I'. UBanoB

Pucynox E.3 — Obvacnumenvuas 3anucka Ha y2no80m oianke



AO “PocroBanepro”
LD2C , ciryx06a moacTaHIui

Lupexmopy [[2C
H.I".KupnyioBy

OBBbACHUTEJIBHASA 3AIIUCKA
10.02.2014

O HapyuieHUH TPYAOBOM IMCUMILTUHBI

51 ona3zabiBalo Ha padoTy, B CBSA3M € TeM, UTO KUBY /1ajieKo oT MecTa padothl (CoBeTcKuii
paiioH), 1 Ha padoTy MHe NPHUXOAUTCH J00MPAThCsA C ABYMS NepecaikaMu, a TPAHCIOPT
XOJHUT IUI0X0, CJIY:KeOHbIH aBTOOYC Halllell OpraHu3aluy HALl PaiioH He 00C/TyKUBAeT.

dyeKTpocaecapb B.I'. UBanoB

Pucynox —OObsicCHUTENbHAS 3aIMCKa HA TIPOJIOILHOM OJIaHKe



AQO “PocroBanepro” Jlupexmopy 1[2C
H2C , cinyx6a noacTaHuui H.I"'.KupunjuioBy

3ASIBJIEHUE
20.02.2014

IIpomy npeacTaBuTh MHe OTIIYCK 32 CBOM CYeT.

JuekTpociecapb B.I'. UBanoB

Pucynok — 3asiBjieHHMe Ha YIJIOBOM OJlaHKe



AO “PocroBanepro”
LD2C , ciryx06a moacTaHIui

Lupexmopy [[2C
H.I".KupnyioBy

3ASIBJIEHUE
20.02.2014

IIpomy npeacraBuTh MHE OTILYCK 32 CBOM CYeT.

duaexkTpociecapb B.I'. UBanoB

PucyHox — 3asiBjieHHMe Ha IPOJOIBHOM OJaHKe



AO “PocroBiHepro”
H2C

ITPUKA3
15.02.2014 Ne5

O HapyuieHUH TPYAOBOM IMCUMILTUHBI

B neasix odecneyeHnsi TUCHUININHDI paﬁoTHl/lKOB NMPECANPUATHA

IMPUKA3BIBAIO:

1. C 1 maprta 2014 roga B ciay4yae cucTeMaTH4eCKHUX ON03/1aHUI Ha pa0oyee MeCTO MacTep
exa MMeeT MPaB0 CHUMAaTh pado4Mx ¢ MPeMHM CPOKOM Ha Ba Mecsla.

2. HayagpHUKaM Ciayx0 K S5-My 4YHCIYy KaKkI0r0 Mecsilia ONOBellaTh JMPEKTopa o
HAPYLIECHUAX TPYAOBOM AUCHHUILIMHBI.

3. Hayanbuuky TpaHcnoptHoro nexa c¢ 01.03.2014 obecmeunTh J0CTaBKYy Ha padoTy
PadOTHUKOB, MPOKUBAKIIKX B COBETCKOM paiioHe CJ1yKeOHbIM aBTO0yCOM.

4. KoHTpoJIb 32 HCIIOJIHEHHEM NPHUKA3a 0CTABJIAIO 32 c000i

J{upexTop H.I'. Kupuiios

Pucynok — Ilpuka3s no ocCHOBHOI JesTENIbHOCTH Ha YTII0BOM OJlaHKE



AO “PocroBanepro”
LD2C , ciryx06a moacTaHIui

ITPUKA3
15.02.2014 NeS

O HapyuieHUH TPYAOBOMH IMCUMILTUHBI

B neasix odecneyeHnsi TUCHUININHDI paﬁoTHl/lKOB NMPECANPUATHA

IMPUKA3BIBAIO:

1. C 1 maprta 2014 roga B ciay4yae cucTeMaTH4YeCKHUX ONO3/1aHUI Ha pa0oyee MeCTO MacTep
exa uMeeT MPaB0 CHUMAaTh pado4Mx ¢ MPeMHM CPOKOM Ha JBa Mecsla.

2. HayagpHUKaM Ciayx0 K S5-My 4YHCIYy KaKkI0r0 Mecsilia ONOBellaTh JMPEKTOpa o
HAPYLIECHUAX TPYAOBOM AUCHHMILIMHBI.

3. Hayanbuuky tpaHcnopTHoro nexa c¢ 01.03.2014 obecnmeuuTh J0CTaBKYy Ha padoTy
Pad0THHKOB, NPokUBAOIINX B COBETCKOM paiioHe CJIyKeOHbIM aBTO0yCOM.

4. KoHTpOJIb 32 HCIIOJIHEHHEM IPHKA3a OCTABJIAIO 32 CO0O0I.

Jupexrop H.T'. Kupniiio

Pucynok — IIpuka3no ocHOBHOI 1€ TEIbHOCTH HA IPOJOJILHOM OJIaHKe



®upma «PACCBET»

[TPUKA3
15.01.2014 Ne 3-k

ITo imuHOMY cocTaBy
1. IIPUHATD:

1.1. ETOPOBA Augexkcanapa IletpoBuuya Ha JO/LKHOCTH CTapuiero Oyxrajrepa ¢

17.01.2014 ¢ okaazom pPYyO. B MecsiLl, COIVIACHO IITATHOMY PACHHCAHMIO.
OcHoBaHme: KOHTPAKT Ne or
C npukKa3oM 03HAKOMJICH: Hoanuce Hara

1.2. 3SMHOBBEBY Huny Bsiueci1aBoBHY Ha JO/LKHOCTb CHENHMAJIMCTA TEXHHYECKOI0
otaena c 18.01.2014 ¢ xByxMecAYHBIM UCNIBITATEIbHBIM CPOKOM € OKJIAJ0M
pyo0. B Mecsill, COTVIACHO INTATHOMY PACIHCAHHUIO.

OcHoBanue: 3aaBjenue 3uHoBbeBoii H.B.

C npuka3om 03HAKOMJIEHA: Hoanmuch Hara

2. IIEPEBECTMU:

IMETPOBA T .A., crapuiero cnemuajucTa 3KOHOMHYECKOT0 0T/1eJIa, ¢ €ro COrjiacus, Ha

AOJKHOCTH BeAYyLIEero Ccrnenuajucrta Toro sxe otraeaa ¢ 16.01.2014 ¢ oxiaagom
pyo. B MecsiL.

OcHnoBanue: 3asBienue [lerposa I'.A., noxkinaaHas 3anucka
3aBeJymoulero 3xonomuieckum oraesiom E¢ppumona B.C.

C npuka3om 03HaKOMJIEH: HHoamucey Jara
3. YBOJIUTD:

AHTHUIIOBY O.A., cexkperaps-pedepenta kanueasipuu, 19.01.2014 B cBsizm ¢
HCTEYEeHUEM CPOKA TPYAOBOIo 10roBopa, 1. 2 c¢t. 29 K30T Poccuiickoii Peaepanuu.

OcHoBaHHe: KOHTPAKT Ne oT
C npuka3om 03HAKOMJIEHA: IMoanucey Jara
JAupexTop pupmsl Hoanuce A.b. UBaHoB

Pucynoxk -Ilpuka3 no TM4HOMY COCTaBY Ha yIJIOBOM OJlaHKE

AO “PocroBiHepro”
H2C



BBIIIMCKA U3 IIPUKA3A

15.02.2014 Ne5

O HapylIeHMHU TPYA0BO# JMCHUILIMHBI

B neasx odecneyeHusi AMCHUIIMHBI PA0OTHMKOB NPEANPUATHS

ITPUKA3BIBAIO:

3. HayanbHuky TpaHcnoptHoro mexa c¢ 01.03.2014 ob0ecneunTh 7OCTAaBKY Ha padoTty
padoTHHKOB, NpokuBawNX B CoBeTCKOM paiioHe c/1y:KeOHbIM aBTO0yCOM.

JAupexTop H.I'. Kupusuios

BEPHO: cexkperapnb M.A. UBameHko

Pucynox— Bopinucka u3 nprkasa Ha YrJIOBOM OJIaHKe



AO “PocroBanepro”
LD2C , ciryx06a moacTaHIui

BBITINCKA U3 ITPUKA3A

15.02.2014 NeS

(0] HapylmceHUH pr)lOBOﬁ AUCHUITIIMHBI

B neasx odecneyeHusi AMCHUIIMHBI PA0OTHMKOB NPEANPUATHS

ITPUKA3BIBAIO:

3. Hayanbuuky TpaHcnopTHoro mexa c¢ 01.03.2014 o0ecnmeuuTh JOCTaBKYy Ha padoTy
Pad0THHKOB, NPokUBAOIINX B COBETCKOM paiioHe CJIyKeOHbIM aBTO00yCcOM

Jupexrop H.I'. Kupniiios

BEPHO: cexperapnb M.A. UBamenko

Pucynok— Beinucka u3 nprkasa Ha NpoI0JIbHOM OJlaHKe



IHpunoxenne H
(oGs3aTenbHOR)

[Ipumeps! oopMiIeHUS 1€T0BBIX THCEM

AO "Untepcsssp”’ ” Hupexropy OOO “Kenp
r-uy K. C.IlankparoBy

01.12.2014Ne 344

OO0 u3MeHeHUH azpeca

CooO1raem, 4To B CBSI3U C PACUIMPEHUEM HAIIETO MPEANPHUATUS Mbl CMEHWJIH HAIll ajipec. Bel
MOKeTe Hac Haiitu 1o aapecy : 344018, r. PoctoB-na-/{ony, np. Bopommnosckuit, 150
Tenedonsr : (8632) 33-45-89, 33-44-00, 33-44-01

I'enepanbHbBIi qUPEKTOP I'.C. Knumenko

Cwmonenckas C.B.
233-45-89



PI/IcyHOR—HI/ICMO-I/I3BelIIeHI/Ie Ha yIrJioBOM OnaHKe



AO "HUnTepcBszp”

Hupexropy OO0 “Kenp”
r-ay K. C.IlankparoBy

01.12.2014 Ne 344

OO0 u3MeHeHUH azpeca

CooO011aem, 4To B CBSI3U C PACHIUPEHUEM HAIIETO MPEANPHUATUS MBI CMEHUJIHM HAIll aipec. Bl
MOKeTe Hac Haith 1o aapecy : 344018, r. PoctoB-na-/{ony, mp. Bopommiosckuit, 150
Tenedonsi : (8632) 33-45-89, 33-44-00, 33-44-01

['enepanbHbBIi qUPEKTOP I'.C. Knumenko

Cwmonenckas C.B.
233-45-89

Pl/lcyHOR— IIucbMo-u3BenIeHNE Ha MpoaOJIbHOM OnaHKe



['enepanpHOMY DUpEKTOPY

000 “Kenp” AO “Ummynbsc”
r-uy A. B.Illaxnazapsx

25.09.2014 123/46
Ha Ne 232/91 ot 30.07.2014

(@) MOJIYUCHUHN NPCAJIOKCHUSA O COTPYAHHUICCTBC

Ho,uTBepxchaeM MMOJIy4YCHHC Bamero OpeAJIOKCHUSA O COTPYAHUYCCTBE B o0ractu PCKIIaMBbI
u COO6IIIa€M, YTO MBI 3aMHTCPECOBAJIMCH UM, HO, K COXKAJICHUIO, B Ommkaiiiiee BpEMA IOKa HE
MOXXEM UM BOCIIOJIb30BaThHCA.

Hupexrop K. C. ITankpaToB

Cronbynosa E. A.
255-46-78

Pucynok— IlucsMo-noaTBep:KAeHHE HAa YTIIOBOM OJlaHKE



000 “Kenp” ['enepanbHOMy TUPEKTOPY

000 “Coxkon”
r-gy C.I1.MuxaitnoBy

30.08.2014 Ne100

OO0 OKOHYAaHHUU CPOKA KOHTPAKTA

Hanomunaem, uro cpok koHtpakta Ne 120597 ot 12 mas 2014 roga uctekaer 10 ceHTs0ps

2014 roma. [ns pemieHuss Bompoca O €ro mpojjieHuu Bamu HE0OXOAMMO MPHUCIATh CBOUX
MIpEeCTaBUTENCH.

Hupexrop K.C. [TankpatoB

Cronbynosa E. A.
255-46-76

Pucynok— IlucbMo-HAanIOMMHAHHE HA YTJIOBOM OJIaHKE



E>xeHenenrHUK
“3epkano Jlona”

30.04.2014 Ne 56

O JILTOTHOM TIOAITHCKE

YBaxaemble rocnoja !

IIpennaraem nproruyto noanucky! Tonasko y Hac ¢ 1 masd no 30 urons JeHCTBYIOT CKUIKU Ha
roj10By10 (5%) 1 moayroaoByro noanucky (2%)!

“3epkasio  JloHa” - 3TO BOCEMb CTpaHMIl JIIOOONBITHOW M TOJIE3HOM HH(OpMaluy,
KBATH(UIIMPOBAHHOW KOHCYJIbTAllMK, MUChMa 4uTaTesei. “3epkano JloHa” - 3TO MOCTOSHHBIC
pasnensl “ConuanpHas naHopama’, “Bame mpaso”, “JlenoBast xponuka”, “Kpyr unHtepecos”,
“HewusBectHnoe 00 uzBectHom”, “Kymnprypa. UckycctBo. Kuznp.”

Anpec penakuuu : 344018 , r. PoctoB-na-Jlony , np. bynennosckuid, 80, oduc 901.

Tenedonsr s cripaBok : (8632) 32-89-60, 32-46-27.

MeHnemxkep 1o pekiiame M. U. IOcymos

Pucynoxk—HH¢popMannoHHoe nNucbMO Ha YIJIOBOM OJaHKE



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

Pucynox— IIpumep nrceMa Ha aHTJIMMCKOM SA3bIKE



IIpunoxenue I1
(oGs3aTenpHOR)

[IpaBuna opopmieHHs TUTYIBLHOTO JTUCTA
MunuctepcTBo 00pa3oBanus U Hayku PD
®I'BOY BIIO « POCTOBCKUM I'OCYJAPCTBEHHBIIT SKOHOMUYECKUIA

YHUBEPCUTET (PUHX)»

KA®EJIPA

WHAMBUTY AJIbHOE 3AJIAHUE

10 INCLHUIUINHE “lokymentupoBanue B YIIPABJIEHUIT”

Brimonuawn:
cTyaeHT rp. XXX XXX XXXXXXXX
Nrp.ctyaeHTadamMuIms, iMs,0TYECTBO

[TpoBepmn: XXX XXX XXX
XXXXXXXXXXXnoamuch, gatradaMulius, iMs1,0TYECTBO PYKOBOIUTES
3BaHue U JOIKHOCTh PYKOBOIUTEIS

PocroB-na-/lony
2016

[Ipunoxenue P



(oGs3aTenbHOR)

[Ipumep opopmnenus pedepara

PEDEPAT

Kypcogas pabora: 30ctp., 3Tabim., Spuc., 10uct., 4 npuIoKeHUs.

JOKYMEHTUPOBAHUE, MEHEJUKMEHT, ABTOMATU3ALUA VIIPABJIEHNA,
OIIEPAIIMOHHA I CUCTEMA NETWARE

Lenpto paboOTHI SBISETCS UCCIEIOBAHUE BOZMOXKHBIX 00JacTell MPUMEHEHUS JTOKAIbHBIX
cereit OBM.

Meton npoBeaeHus paboThI - aHAIHU3 JTUTEPATYPHBIX UCTOYHUKOB 110 COOTBETCTBYIOLIEMY
BOIIPOCY.

PesynpTaToM BBIMOTHEHHsS PaOOTHI SBISETCS BBIBOJBI O ILIEIECOOOPA3HOCTH HCIOIb30BAHUS
CETH OMPEICICHHON apXUTEKTYPhl B KOHKPETHON 00JaCTH aBTOMATHU3aIlMH, a TAaKXKe MPOOIIEMBI,
BO3HMKAIOILINE MPHU IKCILTyaTal[Ui CUCTEMBI.

O06acTh MPUMEHEHHS PE3yJIbTATOB — YUEOHBIN MPOIIECC.



[Ipunoxenne C
(oGs3aTenpHOR)

[Tpumep opopmieHust coepkaHus

Conepxanue
Beenenue 4
1 O6mas xapakTepuCTHKa JIOKAIBHBIX ceTeit 6
2 OcoOeHHOCTH PUMEHEHUS CETe! U1 aBTOMAaTU3al[MK YIIPABIICHUS 10
2.1 AHanu3 BO3MOKHBIX apXUTEKTYp CeTeH JUisl yrpaBlIeHHs 10
2.2 3ammTa nH(OPMALIUU B CETIX 13
2.3 Ilpumepsl ceteit 16
3 OcobeHHOCTH MPUMEHEHUS CeTeH /111 aBTOMAaTU3aluN
OyXraJTepcKoro yuera 20
3.1 IIpoGnemsbl BbIOOpA CETH /17151 aBTOMATU3ALUN
OyXraJTepCcKux omneparui 20
3.2 [Ipumepsl MOCTpOCHUS ceTeit 23
4 OcoO6EHHOCTH MOCTPOCHUS ceTell B cepe 0OpazoBaHus 27
3aKit04eHue 31
bubnuorpaduyeckue 3anucu 32
[Tpunoxxenue A Ilpumep nokanbHol cetu “MeHeIKMEHT” 115
aBTOMaTH3allUU YIIPABJICHUYECKUX ONeparui 33
[Tpunoxxenue b [Ipumep nokanpHOM cetu “Byxyuer” mns
aBTOMaTH3allU{ YYETHBIX Ollepaluit 34

MeToanyeckne peKOMeHIAUMHU 110 HANTUCAHNIO, TPeOoBaHus K oopmiieHuio pedeparos

Pedepar sBiseTcs caMOCTOATENBHBIM KPATKHM HW3JI0KCHHUEM IIePBHYHOTO MaTepuala,
KOTOpBI TIOJBEpraercs aBTOpoM pedepara TIyOOKOMY U3YYEHHIO, CHUCTEMATH3allMd |
OcMbICIIeHHIO. Pedepar noimkeH oTpaxaTb OCHOBHBIE Hien pedeprpyeMbIX padoT U OTHOIICHHE
K HUM aBTopa pedepara.

KaxapIM CTYyZI€HTOM BBITIOIHICTCS OJUH pedepar Mo BHIOpAaHHOW MM TeMe W3 CITHCKA,
pa3MenieHHoro Hmke. [Ipum 3TOM CHHCOK JHUTepaTyphl, yKa3aHHBI B paboueil mporpamme,
SIBIISIETCS OPUEHTHPOBOYHBIM, HEOOXOIMMO HANTH elIe ABe-TPpH PabOThI BEIYIUX CHEIHATHCTOB
MOCBSIIICHHBIX JAHHON TeMe.

Pedepar nomxen ObITh 0hOpMIIEH B COOTBETCTBUU C TPEOOBAHUSIMU, TIPEIBABISIEMBIMA IS
HANMCAaHMsI KYPCOBBIX padoT.

Conepsxanue padOTHI TOHKHO BKITFOYATh:

1) BBesleHUE, B KOTOPOM CTaBUThHCSI 1I€TTh U 33/1a4M HAMMCAaHUs pedepara;

2) OCHOBHYIO YacTh, B KOTOPOW pacKpbIBAaeTCs I€NIb, H PEHIAlOTCs 3a7adu paboThl (OHA
JOJIKHA UMETh YETKYIO CTPYKTYPY, OBITh JJOTHYECKH TOCTIEI0BATENbHOM, COIePKAaTh CCHUIKH Ha
NEPBOMCTOYHUKA HH(OpPMAIIMM U PaCKphIBaTh OCHOBHBIE COJAEpKATEIbHBIE DJIEMEHTHI
pedepupyeMbIx MaTepHaoB);

3) 3aKiro4YeHue, T7e MOABOASATCS OCHOBHBIC UTOTH HamucaHus pedepara (ocodoe BHUMaHUE
3/IeCh CIeyeT YIEeIUTh COOCTBEHHOH OIICHKE pedepupyeMoro Marepuana ¢ OTPaKEHHEM €ro
aKTyaJbHOCTH M CBOCH NMPAKTHYECKOU JIEATEIILHOCTH);

4) cIMCOK MCTOIB30BAaHHBIX UCTOUYHUKOB (OT OJHOTO J10 3-4 MEepBOMCTOYHHUKOB);



5) conmepkaHue ¢ paccraHOBKOU crpanuil. [IyHKT 4 m 5 comepkanus pedepara MOKHO
00BeAMHUTD Ha OIHOM cTpanule. O0mwuit 00beM pedepaTa T0KEH COCTABIATh HE MeHee 8 U He
6osee 10 cTtpanuil (BKIIOYash TUTYJIBHBIM JIUCT W JIMCT C MCIOJB30BAaHHBIMH HCTOYHUKAMU W
coJIep>KaHUEM).

B tekcte pedepara 00s3aTeIBHO TOMKHBI MPUCYTCTBOBATh CCHIJIKMA HA UCTOYHUKH. JIt0Oas
ujiesl, TOJIOKEHUE WM BBIBOJ] peeprupyeMoro MaTepuaa, WLTFOCTPUPYEMbIC WIIH OTTMChIBAEMbIC
B pedepare ITOHKHBI COJMEPKATh COOTBETCTBYIONIYIO CCBUIKY Ha IEPBOMCTOYHHK. [lpwm
MEPEHECEHNH TEKCTa U3 IMEepPBOMCTOYHHMKA 0Oe3 aBTOPCKOMl mepepaboTku (LIUTHPOBAHHE),
HE00XO0IUMO 1T0 MHUMO CCBHIJIKH UCTIOJIb30BaTh KABBIUKH.
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