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1 IIOSAICHUTEJIBHAS 3AIIMCKA

CoctaB u cojepxaHHUe NPAKTUYECKUX PabOT HalpaBlieHbl Ha PEAIM3aLUI0 JEHCTBYIOLIETO
(benepaJbHOrO TOCYIAapCTBEHHOIO 00pa30BaTENBLHOIO CTaHIApTa CPEIHEro Npo(pecCHOHAIBHOIO
o0Opa3oBaHus.

Benymield nuIakTHYECKOW IENbI0 MPAKTHUECKUX 3aHATHH  sBIsETCS  (OpPMHUpPOBaHHE
po(eCCUOHATIBHBIX IPAKTUYECKUX YMEHUH (YMEHHUIl BBINONHATH ONpEIENCHHbIE JelcTBuUS,
orepanny, HEOOXOIUMBIE B IMOCIEAYIOIEM B NMPO()ECCHOHAIBHOW NEATENbHOCTH) WM yYeOHBIX
IPAKTUYECKUX YMEHMH (YMEHMM pemaTh 3a7aud IO JOKYMEHTAMOHHOMY OO0€CIeUYEeHUIO
yIpaBJICHUS), HE00XOIUMBIX B IOCJIEYOLIEH yueOHOMI JIeATEIbHOCTH 10
o01enpopeccCHOHATBHBIM TUCIUILIMHAM

B cootBerctBHHM ¢ paboueil mporpamMmoil y4eOHOH IUCHMIUIMHBI «JlOKyMEHTaIlMOHHOE
obecrieyeHrue YIpPaBICHUs» MPEIyCMOTPEHO IPOBEAEHUE IPAKTHYECKUX 3aHATHHA. B pamkax
MPAKTUYECKOTO 3aHATHS OOY4YalOMIMecs MOTYT BBINOJHATH OJHY WIM HECKOJBKO MPAaKTHYECKUX
pabor.

B pe3ynbrare ux BBIOIHEHUS, 00YYarOLIUCs JOIKEH:
YMETb:
— . 0hOpMIIATh TOKYMEHTAILIUIO B COOTBETCTBUU C HOPMATUBHOM 0a30i, B T. 4. ¢

UCIOJIb30BaHNEM UH(OPMAIIMOHHBIX TEXHOJIOTHI;

— HCHOJB30BaTh YHU(PHUIIMPOBAHHBIE ()OPMBI IOKYMEHTOB;

— HCIMOJIb30BATh TEJIEKOMMYHUKALMOHHBIE TEXHOJIOTHH B 3JIEKTPOHHOM JIOKYyMEHTO00O0pOTE;;

— OCBaMBaTh TEXHOJIOI'MH aBTOMATU3MPOBAHHOM 00pabOTKM JOKYMEHTALNH;

— OCYILECTBJIATh XpPAaHEHUE U ITIOUCK JOKYMEHTOB;

ConepaHye NPaKTUYECKUX 3aHATUM OPUEHTUPOBAHO HA MOJTOTOBKY O0YUYaOLIMXCS K OCBOCHHIO
po(hecCHOHATLBHOTO ~ MOIYJS  [IPOrpaMMbl  MOATOTOBKM  CHELMAIMCTOB  CPEIHEr0 3BEHa 110
CIIELIMAILHOCTY U OBJIAJICHUIO HPOPECCUOHANbHBIMU KOMNEMEHUUAMU:

I1K 1.1. O6pabaTsiBaTh MEPBUYHBIE OYXTAITEPCKUE JOKYMEHTHI.

I1IK 1.2. Pa3zpaGaTbiBaTh U COIJIACOBBIBATH C PYKOBOJCTBOM OpraHu3aluu pabouuil riaH
CUETOB OYyXraJTepCKOro y4eTa opraHu3aluu.

I[IK 2.1. ®dopmupoBarh Oyxraiarepckue MpPOBOJKH IO Y4Y€Ty MCTOYHUKOB aKTHBOB
OpraHM3aliK Ha OCHOBE pabouero IiaHa C4eToB OyXrajaTepcKoro yJera.

[IK 2.2. BpINOAHATH NMOPY4YEHMs] PYKOBOJCTBA B COCTaBE KOMMCCHM IO WHBEHTApU3aLUU
aKTHUBOB B MECTAaX UX XPaHEHHUSI.

I1K 2.6. OcymiectBasTh cOop HHGOPMAIMU O JESITEIbHOCTH 00bEKTa BHYTPEHHETO KOHTPOJIS
I10 BBIMIOJIHEHUIO TpeOOBaHU MPAaBOBOIM U HOPMATUBHOW 0a3bl U BHYTPEHHUX PErJIaMEHTOB.

[IK 2.7. BBINONHATH KOHTPOJBHBIE MPOLENYPHl M HMX JOKYMEHTUPOBAHHE, T'OTOBUTH U
oQopMIIATh 3aBeplIalOIINEe MaTEPUaAJIbl IO PE3yJIbTaTaM BHYTPEHHETO KOHTPOJIS.

IIK 3.2. OgopmasaTh IUIaTeXHbIE JAOKYMEHTBHI AJS TEPEYUCICHHUs HaJOroB U cOOpOB B
O10’KET, KOHTPOJIUPOBAThH UX MPOXOKICHHUE MO PaCU€THO-KACCOBBIM OAHKOBCKUM OIEPALIHSIM.

IIK 3.4. OdopmisaTh IUIATEKHBIE JOKYMEHTHI Ha IEPEYMCICHHE CTPAXOBBIX B3HOCOB BO
BHEOIO/KETHbIE (DOH/BI U HAJIOTOBBIE OpraHbl, KOHTPOJIUPOBATH UX MPOXOXKIEHHE IO PacUeTHO-
KaCCOBBIM 0QHKOBCKHM OTEpaIHSIM.

IIK 4.2. CocraBnare ¢opMbl Oyxrantepckoid ((pMHAHCOBON) OTYETHOCTH B YCTaHOBJICHHBIE
3aKOHOJATEIBCTBOM CPOKH.

IIK 4.3. CocTaBnarh (OTYETHI) W HAJOTOBBIE JEKIapalliy Mo HajoraM U cOopam B OIOIKET,
YUUTHIBAs OTMEHEHHbIH enuHblil conuanbHblii Hasor (ECH), oTueTsl mo cTpaxoBBIM B3HOCAM B
rocy/lapCTBEeHHbIE BHEOIO/KeTHbIe (GOHIBI, a Takke (OpPMBI CTATUCTUYECKOW OTYETHOCTH B
YCTaHOBJIEHHBIE 3aKOHOIaTEILCTBOM CPOKHU.

[IK 4.6. Ananu3upoBaTh (PUHAHCOBO-XO3SNUCTBEHHYIO AESITEIbHOCTb, OCYILECTBISATh aHAINU3
uHpOpMalKY, TOTYYEHHOW B XOJIe MPOBEICHHS] KOHTPOJIbHBIX MPOLEAYpP, BBIIBICHHE U OLEHKY
PHUCKOB.



[IK 4.7. IIpoBOAUT, MOHUTOPUHT YCTPAHEHUS MEHEI)KMEHTOM BBISBJICHHBIX HApYIICHUM,
HEJIOCTaTKOB U PUCKOB.
IIK 6.2. BecTn kaccoByr0 KHUTY ¢ COOCTBEHHOM KAaCCOBOM OTYETHOCTHIO.

A Taxxe GOPMHUPOBAHUIO OOUIUX KOMNEMEHYUIL:

OK O0l. BsiOuparp cnocoObl pemeHus 3ana4  NpoPEecCHOHANBHON  JesITEeIbHOCTH,
IPUMEHUTEIBHO K PA3JIMUYHBIM KOHTEKCTaM.

OK 02. OcymiecTBisTh MOUCK, aHAJTU3 U MHTEPIpPETANI0O MHPOPMALIUU, HEOOXOIUMOMN ISt
BBINOJIHEHU 3a/1a4 PO ECCHOHATLHON HAIPaBIEHHOCTH.

OK 03. IlnanupoBaTh ¥ peaqn30BBIBaTh COOCTBEHHOE MPO(ECCHOHATBHOE U JMYHOCTHOE
pa3BUTHE.

OK 05. OcyiecTBiaTh yCTHYIO U MIMCbMEHHYK0 KOMMYHHUKALIMIO Ha TOCYIapCTBEHHOM SI3BIKE
C y4eToM TpeOOBaHUI 0COOEHHOCTEN COLMAIBHOIO U KYJIBTYPHOTO KOHTEKCTA.

OK 09. Ucnonp3oBaTh HHPOPMALMOHHBIE TEXHOJIOTHH B TPOPECCUOHATBHOMN 1eATEIbHOCTH.

OK 10. Ilomp3oBarbcs MNpOGECCHOHAIBHOM JOKYMEHTAIlMEH Ha TOCYJAapCTBEHHOM H
MHOCTPAHHOM SI3bIKE.

BrimonHenne 00y4Jaronmxcst MPakTHYeCKUX U/MIIH JTa00paTOPHBIX paboT 1Mo yueOHOM
nucuuiuinHe «JlokymMeHTanHoHHOe ofecrieyeHne ynpaBJieHus» HalPaBJICHO Ha:

- 00oOmieHne, cHUCTeMaTU3alMIo, YIIIyOJeHHe, 3aKpelyieHWe, pa3BUTHE W JACTATH3AIUI0
MOJTYYCHHBIX TCOPETUYECKUX 3HAHUH 110 KOHKPETHBIM TeMaM y4eOHOU JUCIUTUIMHBI,

- (GopMUpOBaHHE YMEHUN MPUMEHSTHh IOJYyYEHHBbIE 3HAHHUS Ha IMpaKTUKE, pealu3aliio
€IMHCTBA UHTEIUICKTYAJIbHOW U MPAKTHYECKOW JCATEIbHOCTH;

- (QopMmupoBaHHWE W pPa3BUTHE YyMCHWI: HAONIONaTh, CPABHHUBATH, COIOCTABIATH,
aHAIM3UPOBATh, JIENIATh BBIBOJIBI U 0000IICHHSI.

- BBIPAaOOTKY NpHW pEIICHUH IOCTABJICHHBIX 3aJad MPO(ECCHOHATBHO 3HAYMMBIX KadecTB,
TaKUX KaK CaMOCTOSITEIIbHOCTh, OTBETCTBEHHOCTh, TOYHOCTbD, TBOPUECKAsI HHUIIUATHBA.

HpaKTI/I‘leCKI/Ie 3aHATHUA TIPOBOIATCSA TIOCIIC COOTBC’TCTBYIOHlCﬁ TEMbI, KOTOpas o0ecIieuynBaeT
HaJIM4ne 3HaHHi/JI, H€06XOI[I/IMBIX JJIs1 €€ BBIITOJIHCHUA.



2 MEPEYEHb TIPAKTUYECKHWX 3AHATUIA

Paznenbl/Tembl TeMbl npakTHYeCKNX/Ta00PaTOPHBIX 3aHIATHI Konuuects TpeboBanus
0 9acoB OI'OC CIIO
(ymets)
Pazgen 1. OOmas XxapakTepUCTHKA JOKYMEHTAMOHHOTO 00CCIICUCHHUS YIPaBICHHS 2 V1; V2
Tema 1.2. OdopmieHne [paktraeckas padota Ne 1. OdopmieHre peKBU3UTOB 2 V1; V2
JOKYMEHTAIIH B COOTBETCTBUH | 00ECIEUNBAIOIINX IOPUANICCKYIO CHIIY JOKyMEHTaM v.02.5;¥.03.1;
C HOpMaTHBHOH 0a30ii OdopmiteHre pa3TUIHBIX BUHOB OJIAHKOB U Vv.03.2.
¢dbopmymspa - obpasma ¥.05.3;
¥10.3;
Pasznen 2. Cucrembl JOKyMEHTallMOHHOTO 00eCHeueHHsl yIpaBIeHUs 8 V1; V2
Tewma 2.1. YauduupoBaHHas [Ipaktnyeckas pabora Ne 2. Paspaborka u 2 V1;V2;
CHCTEMa OPTaHU3aLHOHHO - odopMIIeHIEe pacTIOPSIIUTEIHHBIX JOKYMEHTOB V.01.1; Y.01.4;
pacropsauTeTbHOMI ¥.02.5; ¥.05.3;
JIOKyMEHTaLuu v.09.3;
[paxtraeckas padbora Ne3. Pa3paboTka 1 oopmireHUE 2 V1;V2;
CIpaBoOYHO —  MH(MOPMAIMOHHBIX  JOKYMEHTOB( V.01.1; Y.01.4;
CIIy’)keOHOC MHCBMO, TPOTOKOJ, aKT, JOKJIaJHas Vv.02.5;¥.05.3;
3aIucKa, caykeOHas 3a1ncKa) ¥.09.3;
Tema 2.2. [paktuyeckas padora Ne4. Paspabotka u opopmieHue 2 V1;V2;
JlokyMeHTaIus 1o TpyAOBBIM JOKYMEHTAIIH o JUYHOMY COCTaBy c V.01.1; Y.01.4;
OTHOIIEHUSAM WCTIOBF30BaHNEM YHH(DHUITUPOBAHHBIX (POPM ¥.02.5; ¥.05.3;
v¥.09.3;
Tema 2.3. [paktnaeckas pabora Ne 5. CocraBneHne U 2 V1;V2;
JoxymeHTanus opopmiicHHE ITOKYMEHTOB IO TIpodecCHOHAIBHON V.01.1; ¥.01.4;
npogecCHOHANTBHON JeSITeIbHOCTH (IOBEPEHHOCTH, MPETEH3UN H MCKOBEIC ¥.02.5; ¥.05.3;
NEeATEIbHOCTH 3asBJICHNSA). v.09.3;
Paznen 3. Opraru3zanusi JOKYMEHTO000pOTa 6
Tewma 3.1. Texnonorus u [paxTraeckas pabora Ne 6 2 V4
MIPUHIIAIIBI OPTaHU3aIUN CocraBiieHre dTanoB U oneparuu 00padoTKH v¥.01.4;¥.01.11;
JIOKyMEHTO0000pOoTa JIOKyMEHTOB. ¥.02.5; ¥.03.2;
¥.09.3.
[pakTuyeckas padora Ne 7 2 VY5
IToaroroBka JOKYMEHTOB /Jisi (GOPMUPOBAHUS U v¥.01.4; ¥.01.11;
XpaHeHus Jel v.02.5;¥.03.2;
¥.09.3.
Tema 3.2. [pakTraeckas pabora Ne 8 2 V3; V4,
TexHomOTHA Hepeﬂaqa I/IH(bopMaLH/IPI U CpEACTBA v.01 4, V.01.1 1,
aBTOMAaTH3HPOBAHHOM TEJIEKOMMYHHUKAIIMOHHBIX TEXHOJIOTHH B 3JIEKTPOHHOM ¥.02.5;¥.03.2;
00pabOTKN TOKyMEHTAIUN JIOKyMEHT0060poTE ¥.09.3.
HUTOI'O 16




3SMETOAUYECKUE YKA3AHUSA

P a3qIciI 1. 06]]_[8.5[ XapaKTCpUCTUKa NOKYMCHTAIlTUOHHOI'O obecrieucHUs YHpaBJICHUA

Tema 1.2.

OdopmiieHue TOKyMEHTAMHM B COOTBETCTBHH C HOPMATHBHOM 0a30ii

IIpakTnueckoe 3ansaTne Ne 1

. OdopmiieHne peKBU3UTOB 00€eCTIeYHBAKIIMX IOPUIANYECKYIO CHIIY TIOKYMEHTaM
Odopmiienue pa3Iu4HbIX BUA0B 0JIaHKOB M (popMyJisipa - oOpa3ua

Hean padoTb:

— Hayuutsest 0hOpMIIATH PEKBU3UTHI yCTAHABIMBAIONINE OPHIUYECKYIO CHIIY JOKYMEHTOB B
cooTBeTcTBHH ¢ aehcTByomuM 'OCTom 7.0.97.-2016.

— U3yunts pacmonokeHWe pPEeKBU3UTOB W TPAaHUIIBI

30H OpraHU3alOHHO-PACTIOPSIUTEIHLHOTO

nokyMmeHTa Ha ¢popmate A4 cormacao I'OCT P 7.0.97.-2016.
— Hayuntecss mpoekTHpoBaTh ONAHKH JOKYMEHTOB B coOoTBeTcTBHH C nedcTBytommM ['OCTom

7.0.97.-2016.

Boinosinus padorty, Bel Oynere:

ymemu:

—  0(OpMIIATH JOKYMEHTALIUIO B COOTBETCTBUM C HOPMATUBHOW 0a30ii, B T. 4. C
HCIOJIb30BaHNEM MH(GOPMAITMOHHBIX TEXHOJIOTHIA;
— HUCHOJb30BaTh YHU(DHUIIMPOBAHHBIE ()OPMBI JOKYMEHTOB

MaTtepuajbHoe o0ecneyeHue:

I'oCT P 7.0.97-2016.

«Hauunonanpeubiii cranpapt Poccuiickoit ®Penepauuu. Cucrema

CTaHJApTOB MO HH(poOpManUK, OUOIMOTEYHOMY M H3JaTeNbCKOMY Jeiny. OpraHu3alloHHO-
pacropsauTenabHas JOKyMeHTalus. TpedoBaHus K 0(hOPMIICHUIO JOKYMEHTOB"

Pabouas u NeKMoHHasT TETPaIH.

JnnakTnyeckui Matepual

IlepconanbHbII KOMIIBIOTEP, TEKCTOBBIN Mpoieccop Microsoft Word

SaganueNel:
Ha ocHoBauuu

3aIaHul  OOPMHUTE PEKBUBUTHI,

o0ecrneuynBamIUe OPUANYECKYIO CHILY

nokymeHnTam. Uto0sl opopmuth pexBu3uThl ucnonb3oBark [OCT u pemakrop Microsoft Word ¢
COOJIFOJICHHEM BCEX OTCTYIIOB U MHTEPBAJIOB.

CojeprkaHue 3a/1aHus BapuanTtsl
3ananme 1: Bapuanm 1

Odopmute HanMeHoBaHue | 3A0, opraHu3aMoHHO-TIpaBoBas Gopma npeanpusTus «FOpuc-KoH».

OpraHmM3alid B  COOTBETCTBUU | Bapuanm 2

ycrasa 51 npaBuiabHOTO | OpraHu3anys TrOCYyJJapCTBEHHOIO THIIA Bcepoccuiickuit Hay4HO

PACIIOJIOKEHUS YacTel PEeKBU3UTA: | UCCIENOBATEIbCTKUNA HHCTUTYT JOKYMEHTOBEACHHMS M apXUBHOIO Jiena,
nogunusiercs  DegepamsHomy  arenctBy POCAPXVB  moxer  uMeTh
cokpameHHoe HaumeHoBaane BHUNJIA .
Bapuanm 3

MocBo10OKaHaT OTHOCHTCS K THUITY TOCYAAPCTBEHHOTO YHUTAPHOTO MPEANIPHUATHS
no r.Mocksa.

Bapuanm 4

MUHHCTEPCTBO  CTPOMUTENBCTBA, APXUTEKTYPHl U  KUIMIIHO-KOMYHAJIbHOIO
X03sHcTBa, Mpu AMuHKHCTpanmu PoctoBekoit obiactu.

3aganme 2
Odopmute Ha3BaHUE BU/A
JIOKYMEHTa ¥ 3arOJIOBOK K TEKCTY
9TOTO  JIOKYMEHTa,  YIOTpeOHB
HY>KHBIH NaJex:

Mnsa 1 eapuanma

1. Tlpukas o BBeIeHMM MHCTPYKLUH IO IIPOTHBOIIOKapHOH 0€30MacHOCTH;

2. IIpoTokoi 3aceiaHus COBETA 10 MPO(HUITAKTHKE IPAaBOHAPYIICHUH;

Ina 2 sapuanma

1. CnpaBka 0 COCTOSIHMH pabOThI OTJeNa JEJIONPOU3BOACTBA TI0 PACCMOTPEHHIO




3asBJICHHMH, KalI00 U TIPEUIOKCHUH TPaXKIaH;
2. JlomKHOCTHAsi HWHCTPYKLHS O CHEIUAIUCTE 3€MEIbHO-UMYIIECTBEHHBIX

OTHOIIICHHIA;
3ananue 3 Bapuanm 1
Odopmure Jaty u | 1. Ectu oQopMISIOT MpHKa3 MO OCHOBHOW JAEATEIBHOCTH — MPOIOJIbHBIM
PeruCTpaIlMOHHBIH HOMEp | PacrlojOKeHUEM PEKBU3UTOB.
JIOKyMEHTa 2.Ecnu opopMIISIOT OTYETHBIN JOKYMEHT KOTOPBI OTHOCUTHCS K OyXTanTepcKoi
JIOKyMEHTaLUH.
Bapuanm 2.

1. Eciiit 0opMITSIOT TOTOBOPHOM JOKYMEHT. ( KYTDTH-TIPOIAXKH)

2. Ecniit 0opMILTIOT TOKYMEHTALIUIO JITYHOTO COCTaBa

Bapuanm 3

1. Eciin moroToBuiM AT OTIIPAaBKU OTBETHOE MHCHMO HA BXOJSIIEE.
2.Ecnu noAroTOBMIIN CHIPaBKy C MecTa paboThlI.

3ananue 4 Bapuanm 1.

Odopmute Tpud yTBEpKACHHS 1.Eciv moArOTOBHMIIM aKT HHBEHTApH3aLUH
2. Ecam mnoarotoBwim YcTaB  HErocyJapcTBEHHOrO — 00pa3oBaTEsIbHOTO
YUpeXKICHUSI.
Bapuanm 2.

1.Ecau moAroToBUIIM JOMKHOCTHYIO HHCTPYKITUIO CTIEIIMATUCTa
2.Ecimi  TOATOTOBWIM TIOJNOXKEHHE 00 OpraHW3alud, KOTOpOe SBISIETCS
MIPUJIOKEHUEM K PACTIOPSIUTEILHOMY TOKYMEHTY.

3aganue 5 Bapuanm 1.
Odopmure peKBU3UT NOIHCH 1. Eciu noocomosunu npukas no 0CHOBHOU OessmeibHOCmU
2. Eciu noozomosunu axm
Bapuanm 2

1. Ecau noozomosunu npomokon coopanus
2.Ecnu noocomosunu eapanmuiinoe nucbmo

SaganueNo2:

1. OrBerpTe Ha BOIPOCHI M ONPEACIUTE COCTAaB M IOPSAOK DPACHOJNIOKEHUS  PEKBU3UTOB OJIAHKOB
npexycMorpeHHBIXx [OCTowm 7.0.97.-2016. 3anmmute B TabIHITy.

Bonpocs! 1 0TBeTHI

B coorBercTtBHE ['OCT P 7.0.8-2013 «Cucrema cTaHAapTOB 10 HHPOPMALNHN, OHOIHOTEYHOMY H M31aTCIILCKOMY JIEITY.
Jlenonpon3BoJICTBO U apXUBHOE JIeTI0. TepMHHBI U OTIPEAEITECHHS».
OTBeThTE Ha BONPOCHI:

PexBusutom JOKYMCHTA HAa3bIBACTCA - ...

DopMynsIpoM-00pa3lioM JOKYMEHTA Ha3bIBAIOTCS

bnank gokymenTa -

B coorBerctBUM ['OCT P 7.0.97-2016. «Haumonanbueiii ctannapt Poccuiickoit @eaepanuu. Cuctema CTaHAapTOB 1O
uHpopManuy, OHOIMOTEYHOMY | HU3AaTeNbCKOMY Jeiny. OpraHu3alnuOHHO-PACIOPSIUTEIbHAS —JTOKYMEHTAIUS.
TpeboBanus K 0POPMIICHHIO JOKYMEHTOB"

OrnpenennTe peKBU3UTHI OJAHKOB.

biank nucema:
A) IOCTOSIHHBIE PEKBU3HUTHI-
B) nepemMeHHBbIE U JONIOJHUTEIbHBIE PEKBU3UTHI-

BraHK KOHKPETHOTO BUAA JOKYMEHTA:
A) IOCTOSTHHBIE PEKBU3HTHI-
b) nepemeHHbBIE PEKBU3HUTHI-

2.CHpOCKTprﬁTe O6H.[I/Iﬁ OnaHk c OpoAO0JJIbHBIM PACIIOJIOKCHUCM, OaHKH AJid IMCEM C YIJIOBBIM U
MIpOAOJJIBbHBIM PACIIOJIOKCHUEM U OaHK IpuKasa ¢ MpoOJO0JIbHBIM PACIOJJIOKCHUCM MMOCTOSAHHBIX PCKBU3UTOB
I ICPCUYUCIICHHBIX HUXKC OpFaHI/I3aI_II/II>i C OrpaHUYUTCIIbHBIMU OTMCTKAMM IS pCKBU3UTOB.

Ne | HammeHoBaHME OpraHU3aIliu CrpaBodHbIe JaHHBIE 00 OpPraHU3aAIIHI

n/m

1 Bcepoccutiickuii HayuHO- yi. TIpodcorosnas, 1.82 ropoa Mocksa, 117393 Tein./dakc (095)
I/ICC.TICI[OBaTeJ'IBCKI/Iﬁ HHCTUTYT 7187874 E-mail: mail@vniidad.ru

JIOKYMEHTOBEJICHUS 1 apXUBHOTO
Jiena, TOJYUHSIOIIUICS
POCAPXHMBy OKIIO 02842708,
OI'PH 1027700380795, MHH/KIIIT




7008032140/702001001

2 T'ocynapcTBeHHBINH NPOEKTHBIH V. Huxnss IlepBomaiickast, 1.46 ropox Mocksa, 105203
MHCTHUTYT Ten. (495) 27523 23
CAHTEXIIPOEKT, nonunnsironuiics ®axc (495) 27512 12
T'occrporo Poccun E-mail: santeh@gs.ru
OKITIO 02842708

OI'PH 1027700380795
WHH/KIIII 7708033140/771001001

3 OTKpBITOE aKIIHOHEPHOE 00IIECTBO OxTs6pBCKOE TI0CCe, 1.9, Topon
«BOJ'IFOI[OHCKHPI Bonaromonck, PocroBckas 00i1.
XJIEBOKOMBUHAT» 347340
OKIIO 23132807, ten./dakc: (86392) 6-61-13
OI'PH 1821800370797, E-mail: bublik@com.ru
WMHH/KIIIT 3408032140/342001002
4 OTKpBITOE aKIIMOHEPHOE 0OIIECTBO V. Ocroxenka, 27 Mocksa, Poccust, 121002 Ten./daxc (495)291 35

«3TAJIOH» OKIIO 45464501, OT'PH 79 wWww.rrc.ru
1068713089571 MHH/KIIIT
6164054471/81702003

Hopsinox BeiNoJIHEHUsI pabOThI:

W3yunTe TeopeTHdecKuii Marepuai Mo pa3padoTKe OJaHKOB, MPH MPOCKTHPOBAHWU HCIIONB3YHTE
npuioxenus: [OCTa 7.0.97.-2016.

Ucnonmezys 'OCT P 7.0.8-2013 «Cucrema crapmapToB Mo HWHQOpPMANWW, OHONHOTEYHOMY U
U3/1aTeNIbCKOMY Jeiy. Jlelonpon3BOACTBO W apXWBHOE Jeno. TepMuHBI M ompenencHusi»- OTBeTbTe Ha
Bompockl. OmnpefenuTe cocTaB W IMOPSAOK PACHONOXKCHUS  PEKBU3UTOB OJIAHKOB TPEIYCMOTPEHHBIX
I'OCTom 7.0.97.-2016.

CrpoektupyiiTe o0mmii O1aHK, OJaHK MHChMa, OJJaHK KOHKPETHOTO BHJIA JOKYMEHTA C COOFOIEHUEM
BCEX OTCTYIIOB U I/IHTCpBaIIOB/

OdopMuTs PEKBU3UTHI B paboueit TeTpaau W B TekcToBoM mporeccope MS Word ¢ cobmroaernem
BCEX OTCTYIOB M HHTEPBAJIOB.

dopma npeacTaBjieHus: padoThI:
OdopMIICHHBIE PEKBU3UTHI B YCTAHOBICHHOM TOPSIIKE

OdopmiieHHbIE OJTaHKH JOKYMEHTOB

Kputepun onenkmn:

PeSyJ’IBTaTI/IBHOCTL BBITIIOJTHCHHUA 3a/1aHUSA OI.[eHKa WHAWBUAYAJIbHBIX HOCTH)KGHHﬁ, Gat
3a,I[aHI/Ie BBITIOJIHCHO ITOJIHOCTBIO, 0e3 3amMeuaHuit 5
3a,I[aHI/Ie BBIITOJIHEHO MOJHOCTBIO, HO UMCHOTCS HECYIICCTBCHHDBIC 4
3aMCYaHuA

3a,I[aHI/Ie BBIIIOJIHEHO, HO UMCIOTCA CYHICCTBCHHBIC 3aMcEYaHUA,
TIOBJICKIINEC K HCBEPHOMY PCHICHHWIO 3aJaHU S

3

3aiaHue He BBIIIOJHEHO 2




PaB}.‘LeJ’I 2. Cucremsl JAOKYMCHTAIIUOHHOT'O obecreueHuUs YIpaBJICHUA
Tema 2.1.
YHupUUMpOBaHHAA CHCTEMA OPraHU3ALMOHHO - PACIOPAAUTEIbHON JOKYMEHTALNH

IIpakTnyeckas padora Ne 2.
PazpaboTka u opopMiieHre pacIOPSAAMTEIbHBIX JOKYMEHTOB

ean padoThl:
HayguTscst cocTaBisaTs 1 0OpMIIITh pactiopsauTeNbHbIe JOKyMeHTHl B cooTBeTcTBUH ¢ [[OCT P
7.0.97 - 2016
Beimoanus padory, Bl Oyaere:
ymemu:
—  o(opMIIATH JOKYMEHTAIIUIO B COOTBETCTBUM C HOPMATHBHOM 0a30i, B T. 4. C
HCIOJIb30BaHNEM WH(POPMAITMOHHBIX TEXHOJIOTHIA,
—  HCIOJIb30BaTh YHU(PHUIIMPOBAHHBIE (POPMBI IOKYMEHTOB

MatepuajibHO TeXHHYecKoe o0ecreyeHue:

Pabouas 1 IEKIMOHHAS TETPaIy.

Hupaktuyeckuid MaTepuan

[lepconanbHBI KOMITBIOTEP, TEKCTOBKIH mpotteccop Microsoft Word

O6pa3ibl TOKYMEHTOB (MakeT) pacnopsauTensHoro nokymenra ([lpunoxkenue 1, 2,3.)

3aganue:
O(I)OpMI/ITI) PacnopAaAUTCIbHBIEC OOKYMCHTBHI C HMCIIOJB30BAHUCM KOMIIBIOTCPHBIX TEXHOJIOTHH U B
cootBercTBun C TpeboBanmsivu ['OCT P 7.0.97-2016

— MpHKa3 10 OCHOBHOHM JEATENbHOCTH, PACIOPsDKEHHE , PEUICHUE, YKa3aHHe C COOJNIIOJCHUEM BCeX
OTCTYIIOB U UHTEPBAJIIOB

Ne Hcxonnele jaHHbIE
n/n

1 3amanve 1

B ¢dopme npukaza HEOOXOAMMO BBECTH WHJIEKCHI MPEANPHUATHH U OpraHu3anuii 00beJUHEHHs, B LEJAX
YHOPSIOYEHHs] OpraHu3aIliil ymnpaBjieHuss B OObEIWHEHMHM W B COOTBETCTBUHM C yKazaHuemM MuHucTpos P® ot
00.00.00. Ne 423. I[IPUKA3BIBAK): O6nenuneruto npucBoutsh nuaekc — 51. Ilpu nepenncke B coorserctBun ¢ CTII
39.00.25 «Opranuzanus AeTONPOU3BOACTBA B 00beanHeHNH «CTPOHTEXHUKAy, a TakXkKe IS ydeTa M PEerucTpaluu
pa3pabaTbIBaeMbIX CTaHIAPTOB NPEANPUSATHS TPHUCBOUTH TNPEIIPUATHAM clexytomue uHiaekcel: 50 — 01 —
SpocnaBckoMy peMOHTHO-MexaHu4eckomy 3aBoxy; 51 — 02 — Bnagumepckomy CKbB; 51 — 03 — HoBouebakcapckomy
3aBoay «Pemcrpoiinopman». KoHTposs 3a McroaHeHHeM NpuKasa Bosjaraercst Ha kanuensipuio (t. Koponesy B. A.).
I'enepansaerii qupekrop A.IL. MBanos. B geno 1 — 3 — 6. C. C. Ilerpos.

2 3amanue 2

Odopmuts pactiopspkerne Ne 137 ot 10.03.20  rmaBHOTO HH)XEHepa MOCKOBCKOTO CTaHKOCTPOHTEIBHOTO
3aBoga «Texmam» J[.M. ComnmeBa «O BHeapenmm cranmapra OPJ] CTII 02-601» Ha ocCHOBE MpeIIOKEHHBIX
00pa31oB B NPUIIOKEHUH 3 U 4.
B pacnopsauTensHON 4acTH yKa3aTh 4 MyHKTa:

1. O Beegpenmu crtanmapta OPJI CTII 02-601 Bo Bcex ciyxbax, Ha ydacTKax H B CTPYKTYPHBIX
noapaseneHusx 3asona ¢ 01.04.20 .

2. 06 oprammsaruu 3aHsaTui mo uzydenuto CTIT 02-601 co crenuanucraMyd U WHXXEHEPHO-TEXHOJIOTHYECKUM
nepcoHaioM (c ykazanueM «KoMy» 1 ¢ Kakoro uucia)

3. OO0 opranmzanuu THpaXHpoBaHMs OsaHkOB OPJl, THUMOBBIX TEKCTOB M YHH(GUIHMPOBaHHBIX (GopM (C
ykazanueM «Komy?»)

4, KoHTposb 32 UCTIONHEHNEM pacTIOpsKEHNUS BO3JIOKUTE Ha 3aMECTHTEIS ANpeKTopa 1o obumM Bonpocam M.K.
Bupoga.

IIpocTtaBurs Bu3y ropuckoHcynsta ILK. JlyHoa
TToctaBuTh OTMETKY 00 uctonuuTene. Vicnonaurtenem sisisietcs XKypasiesa teiedon 308-34-16

3 3ananue 3.

OTtkpoiiTe crpaBoyHO-TIpaBoByto cucteMy KoncymnbpTant I[Dlmoc, ucmonmbs3yst KapTouky mowucka, HaignuTe
pewenue (cMm. pazaen YensOunckas obnactp). CKOMUpPOBaTh HaWICHHYIO WH(POPMAIUIO B TEKCTOBBIA MPOIIECCOP.
Odopmure pemenune. Coxpanute paboty B daiine noa numeHem «Permenne.

4 3ananue 4
OTkpoiiTe cnpaBOYHO-NIPpaBOBYIO cuctemy KoHcyipTant Ilmroc, HainuTe mnpuka3 o TPOBEJACHUH




opranmzanuu. Coxpanure pabory B daitsie nojg umeneM «IIprMep 00 HHBEHTApU3ALUMY.

5 3ananue 5
Odopmure ykazaHue B TEKCTOBOM MPOLIECCOPE, PACCTABISAs peKBU3UTHI cornacHo 'OCT
OAO "3enur"
Hupekrop

Busnl

IMPEJIAT AIO:

TIOBBITIIEHUS KBamuuKkarmn. CpoK IpeacTaBIeHHs CITUCKOB - 10 25 mas 2008 T.

2. CeKpeTapro COCTaBUTh €IUHBII CBOJHBINA CIIUCOK COTPY/THUKOB, JKEIAIONIUX MPOUTH KYPCHI
MOBBIIICHUS KBATU(UKAIMH, ¥ IPECTABUTH JIJIsl YTBEPIKICHHS HAUYAIBHUKY OTIena Kaapos. Cpok
npeacTaBieHus cnucka - 27 mast 2014 r.

01.05.2014 Ne45

YKA3AHUE
Cosera yupenurenei
O nopsinke HampaBICHUSA
Ha KypChI MOBBILICHUS KBATH(PHUKAIN

Mpumeuanue: OgopmieHue u pacnonodceHue peKUUMos peueHus, YKA3auus 0Cyujecmesemcs
AHANIO2UYHO NPUKA3Y UTU PACNOPANCEHUIO.

ITopsI0K BHINOJIHEHHST padoThI:

W3y4nTe TEOPETUIECKHUI MaTepHas 10 O(OPMIICHHIO PACTIOPSAUTEIbHBIX JOKYMEHTOB U
PacIooKeHNE PEKBU3HTOB.

Odopmute TOKYMEHTHI B TeKCTOBOM pemaktope Microsoft Word co Bcemu TpeGoBaHusIMH
0(hOopMIIEHHSI, C OTCTYITAMH U HHTEPBAIAMH.

dopma npeacTaBjieHusi padoTbI:

OdopmieHHsIi qokyMeHT B coorBeTcTBUM ¢ ['OCTom 7.0.97.-2016

Kputepuu onenkmn:

OneHka
WHAWBHUIYATbH
Pe3ynbTaTHBHOCTE BBITOTHEHUS 3aaHUS BIX
JIOCTHOKCHUH,
Oaut

3aganue BEIIOIHEHO MOJIHOCTEIO0, 0€3 3aMeuaHuii 5
3ajiaHue BBINOJIHEHO NOJHOCTHIO, HO UMEIOTCS HECYIIECTBEHHBIE 3aMeUaHust 4
3ajaHue BBINOIHEHO, HO UMEIOTCS CYLIECTBEHHbBIE 3aMeuaHusl, IOBJIEKIINE K HEBEPHOMY PEIIEHUIO 3
3aJJaHM

3aaHyie He BBIIOJHEHO 2

naBeHTapm3anuu (popma MHB-22), oTkpoiiTe €€ ¢ NMOMOIIBIO TAOJIMYHOTO IMPOIECCOopa M 3arOIHHUTE IJIs CBOCH

Juis cocTaBneHus rpaduKa MOCEeIeHNH KypCcOB NOBHIMICHHS KBaTUPHUKANUY B ieprox ¢ 1 urons 2014 r.

1. PykoBoAMTENSIM OTIENOB MPEACTABUTH CEKPETAPIO CITMCOK COTPYAHUKOB, KENAIOMNX MPOWTH KypCHI




[IpaBuiio pacnonoxeHne peKBU3UTOB IIPUKaA3a. [punoxenue 1
MAKET ITPUKA3A 11O OCHOBHOM JEATEJBHOCTH
( ¢ mpO0JIbHBIM PacHoJIOKeHHEM PEKBU3HTOB)

HanmeHnoBanMe MHHHCTePCTBA HJIH BeIOMCTBA (€C/IH €CTh)
[12 o ]
HaumeHoBaHUEe OpraHu3anuu
[12 o ]
IMPUKA3
[12 o ]
00.00.0000. Ne 00
[ 12 o]
Mecro u3ganus
[18 T ]

3aroyioBoK (KpaTkKoe coep:KaHHe, BLIPAKEHHOe
OTIJIAr0JbHBIM CYNIECTBUTEIbHBIM B NPEIJI0KHOM
naje;xe, HaUMHaeTcs MpPoJiorom «0...»)
[18 T 1 6onee |

TexcT koncmamupyroweii wacmu TIpUKa3a MPUBOAATCS (PAKTHI, HOCIY)KUBIIHE OCHOBAHHEM JUISt H3IaHHS
IpUKa3a.

B cB#13u ¢ IpPOM3BOACTBEHHOI HEOOXOIMMOCTBIO. ..........
[12 ot ]
Pacnopaoumenvhas wacmv HauuHaemcs cl1060Mm

MPUKA3BIBAIO (nuwemcs omoenvro na cmpoxe) [ 12 ot |

1. Ioanoe HaMMeHOBaHMe NOJUKHOCTH Mcnognuteas HM.O. ®@aMuius B JaTeJbHOM Majeske WJIH HAUMEHOBaHHE
CTPYKTYPHOTO noapasiejieHuss — HEeo0X0aUMBbIe neiicTBHs, BbIpa:KeHHbIE rJ1aroJjiom B
HeonpeaeaeHHOl (opMe, - cpoK aeiicTBus (0€3 C10Ba «CPOK»)

2. Tloanoe naumenopanue AoKHOCTH U.O. ®PaMuInsi WIH CTPYKTYpHOE Moapasieienune (ec/id B MyHKTE HECKOJIbLKO
e cTBUH, Pa3HbIX M0 XapaKTepy, TO KaxK10e BbIIeJsieTcs] B MOAMYHKT): IeiicTBHE U CPOK MCIOJTHEHHUSI
3. To xe

4.IloceqHUl MYHKT UMeeT MOCTOSTHHYIO (hOpMYJIMPOBKY:
KoHTpoJb 3a ucnmoJTHeHHeM NPHKA3a BO3JIOKATHL HA (CTPYKTYPHOeE IoJpa3s/ieJieHHe HIH JIMI0, Ha KOTOpoe BO3J1araeTcsi
KOHTPOJIb, HAUMEHOBaHHeE JOKHOCTH, ()aMHJIUsl, HHHIHAIbLI B BUHUTETLHOM MNajiesxe).

[12- 24 1t ]

HaumeHoBaHue

JOJZKHOCTH PYKOBOIHTEJS N.0. ®amuaust
[ 12 — 24 ur]

su3vl (be3 crnosa «8uzay) Hanpumep

I'naBHbIii Oyxraiarep
N.0. ®amunus
Hara

Ucn. ®amnius,
TeJl.



O0pa3en npuka3sa no 0CHOBHOM AesiTeabHOCTH [Ipuinoxenue 2

[Tybnuunoe akimonepHoe 001mecTBo «Tpuationy
[TPUKA3

29.12.2017 Ne 287

r. Marauroropck

O BBeIEHUH B JICUCTBUE YIIPABIECHYECKOIO
JIOKYMEHTO000poTa

B oEIAX COBEPIICHCTBOBAHUA ynpaBHqueCKOﬁ OTYETHOCTU KOMIIAHUHU U YIIOPAAOUCHUA
CHCTCMbI ,I[OKyMCHTOO60pOTa

[TPUKA3BIBAIO:
1. VrBepautp mnonoxenne «OO0 yHpaBIEHYECKOM JTOKYMEHTOOOOPOTE» U BBECTU €ro B
nericteue ¢ 01.01.2018.

2. BceM HauaspHUKaM TOApA3JeNeHH MpopadoTaTh IOJIOKEHHE C TOJKOHTPOJIBHBIM
[IEPCOHAJIOM.

3. KoOHTpoOIb HCIONHEHUs MpPUKa3a BO3JOKUTh HA 3aMECTHTENS TeHEPaIbHOIO JIUPEKTOpA
KOMITaHUH 110 001muM Borpocam Camonbenko M. H.

I'enepanpHbIl qUpPEKTOP /moamnucey/ 3.C.lembsiHOB

3am. TUpeKTopa Mo OOIIMM BOTIpOcaM
/moamnuce/ H.M. CaMonbeHKO
29.12.2017

Hcmn. Ilerpos I1.C.1en.000000



Obpasey pacnopscenus [punosxenne 3

000 «CrpoiiTexIIpom»
PACIIOPSIKEHUE
«03» nexabps 2017 r Ne 07

r. CpI3panb

O npoBeeHUH IPOMEKYTOUHOTO aHATTN3a
peanuzyemoit pexksiamuoi crpareruu Ne 1 ot 09.06.2017 r.

B cBs13u ¢ HesscHOI MH(POPMAIIMOHHOM KapTUHOM 110 pe3ynbTaTaM PEKJIaMHbBIX MEPOIIPUATHIH
OBA3bIBAIO:

1. Mapketonora CypukoBy A.H. mpoBecTH NpOMeKyTOUYHBIN aHAJIN3 pealIn3aliy
pexsiamHoit ctpareruu Ne 1 ot 09.06.2017 r.

2. IIpenoctaBuTh roToBbIN aHanu3 B cpok 1o 10.12.2017 r.

3. KoHTposib 3a HCTIOJIHEHUEM PACTIOPSKEHHS OCTaBIISAIO 32 COOOM

PykoBoaurens oTaena MmapkeTuHra Mahwesa T. I1.Maiimresa



IIpakTuyeckas padora Ne3

Pa3paborka u opopmiieHne CipaBo4YHO — HHGPOPMAUMOHHBIX JOKYMEHTOB( CJIy:KeOHOe
NMCbMO, MPOTOKOJI, KT, JOKJIATHAS 3aMUCKA, CJIyKeOHAs 3aIUCKA)

ean padoTsi:
Hayuuthcst cocTaBiaTh U 0opMIISITh UHOOPMAITMOHHO — CIIPABOYHBIC JIOKYMEHTHI B COOTBETCTBHH C
I'OCT P 7.0.97 - 2016

CayxeoHble nucbMa; IIpoTOKOJIbI, AKTHI, TOKJIAHbIE 3aNIUCKU

Beimoanus padory, Bl Oynere:
ymems:
—  0(hOopMIISATH JOKYMEHTAIIMIO B COOTBETCTBUH C HOPMATHBHOW 0a30if, B T. 4. C
HCIOJIb30BaHNEM MH(GOPMAITMOHHBIX TEXHOJIOTHI;
—  HCIIOJIB30BaTh YHU(PHUITUPOBAHHBIC (DOPMBI JOKYMEHTOB

MarepuaJIbHO TeXHUYECKOe o0ecevyeHue:

Pabouas 1 IeKIMOHHAS TETPaIy.

HupakTuueckuil MmaTepuan

[lepcoHanbHBII KOMITBIOTEP, TEKCTOBKIH mpotteccop Microsoft Word

O6pasub! mokymeHToB (MakeT) uckMa ([Ipunosxenue 4,5,)

OO0pas3ibl TOKYMEHTOB (MakKeT) MPOTOKOJIa, akTa U okiaaHou 3anucku ([Ipunoxenue 6,7, 8.)

1.CocraBienue u opopmiieHHe CIYyKeOHbIX MUCEM

3aganue:
CocTaBuUTh H O(I)OpMI/ITL C HCIOJIL30BAHUCM KOMIIBIOTCPHBIX TEXHOJIOTHH U B COOTBETCTBHH C
tpedoBarmsivu ['OCT P 7.0.97-2016 cnyxeOHbBIe 1 TPETEH3MOHHOE MACHEMa C COOTIOZICHIEM BCEX OTCTYIIOB
1 MUHTEPBAJIOB.

Ucxonnsle nanHbIe

1 | 3aganue 1.

3akpeiToe aknmonepHoe obmectBo «IKIIO», Haxomutcs mo aapecy yin. IllaGonoBka, 1.65, Mocksa,
115419, dakc (495)1111-11-02, OKIIO 29901111, OI'PH 1027739110111, MHH/KIIIT 7715001111/772501001,
6bUT0 TIOpY4YeHO 3aMecTUTeNo reHepansHoro aupexropa [IpoxsunoBy B.K. , cocraButs nucemo 06 odopmiieHnH
MHICEM, HAIpaBIIsIeMbIX B TeHEPANBHYIO qUpeknnio, aupekropy Ilepmckoro otaenenus B.B.1llectakoBy. [Incemo
JIOJDKHO COJIepKaTh clieyromiee, uto Ciryk00i ynpaBieHus JielaMi OCYIECTBIIEH BRIOOPOYHBIA aHATIN3 MHCEM
(oxomo 100) momyueHnbix, w3 Bamrero otaencenus B 2016 roxy. B pesynbprare mponenaHHONH paOOTHI BHISIBICHBI
TUIMYHBIE OIMOKM Npu cocTtaBieHuu muceM. [Ipomry Bac obparute ocoboe BHUMaHHE Ha KauyecTBO O0(OPMIICHUS
MHCEM, HalpaBlIIEMBIX B ICHEPATbHYIO AMPEKIMIO M B BBHIMIECTOSIINE opraHusanuu. IIpu odopmieHnn mnucem
HE0OX0/IMMO PYKOBOJICTBOBaThCs Pekomenpatmsimu o opopmienuro nucem B 3A0 «9KCIIO», pazpaboTaHHBIME
paboTHHKaMH OTAENa JOKyMEHTallMOHHOro obecnedeHus. K muceMy mpuiararorcs B BUAE MPUIOKEHUH |- aHamm3
TUTIMYHBIX OMIMOOK TMPU COCTABICHUH MHUCEM OTIeJeHusMH Ha 2 1. B 1 9k3., 2- PekoMmeHnaamuu nmo ohopmiIeHUIo
mceM B 3A0 «OKCIIO» Ha 8 1. B 1 3k3. [Tucemo HeoOxoqumo otipauth 25.07.2016 3a Ne 01 — 30/8289.

2 | 3apmanwme 2.

Ucnonnurenem M.IO. TlonsgxoBoli mo NOpy4eHUIO HavalbHUKa otdena MapketuHra OAO
«Toprmotpedcoro3» (r. Mocksa, JlecHas yn., a.18, 117123, ten./dakc. 234-56-00, OKIIO 87654321, OI'PH
1234567890098, MHH/KIIIT 09876543321/123456789) B. A. Komaposa 0bu10 cocTaBieHo nicbMo B agpec OO0
«[lemo», TeXHHMYECKOMY AHPEKTOpY MsrkoBy A. M. 00 OTmpaBKe MOKYMEHTAIUU CICTYIOIIETO COJCPIKAHMS:
«HampaBnsem HeoOxomumble Bam nokymeHTHI, coxaepkampe HHGOPMAIMIO O IICHE KOMIDIEKTa HAay4HO-
TEXHHYECKOM JOKYMEHTAllMM Ha XOJIIOOWIbHOEe oOopymoBaHue. [IpemmaraeM BbICIATh  TEXHHYECKYIO
JOKYMEHTAIIMI0 Ha 3apyOeXHbIe aHAJOTH XOJOAWIBHOTO 000pymoBaHMA. [IpM NPHHATHH MOJOXHUTEIHHOTO
pemeHns o0 3aKymke o0OpyZOBaHHS MPOCHM Bac HampaBHTh COOTBETCTBYIOIIEE MHCHMO PYKOBOIUTEIIO OTAEIA
copita Haymony C. I1.». JlaHHBIM TMCHMOM COTIPOBOXKAANIACH crienrdukaius Ha 28 1. B 1 9K3.




[Ipunoxenue 4

Hpe()ﬂazaemc;l munoeasn cxema nucoma

HaumenoBaHnue opranusanum HanmeHoBaHUM OpraHu3aiy (MMEHUTEIbHBII
CripaBouHbIe JaHHBIE 00 OpraHU3alUuU MasIex)

(mouToBBIi ajpec, TeneoH, OCTATLHOE MO JKETAHHIO) HanmeHoBaHue TOHKHOCTH (AaTEIbHBIA MACK)
OKIIO 00000000 OI'PH 000000000 N.O. ®amunus (qaTenbHbIN MaIex)

WHH/KIIIT 000000000/00000000 [MouToBsIit anpec (1i HOMEp (akca, ec THChMO

OTIPABIIIOT 110 (haKcy)

Ha Ne oT

3aroJI0BOK OTBEYAET Ha BOIIPOC
(o uem); He Ooiiee 4-X CTPOK,
JUTMHA CTPOKH 110 73 MM

Ob6pamenne (Hanpumep: ['ocnoaun MBaHoB)!

B mepBoit () yacTn yka3pIBalOTCS HMPUYMHBL, MOCIY)KHBIINE OCHOBAaHHEM JUIS BBOAHOMCOCTAaBIECHHS HMHUChbMa ((aKTEI,
COOBITHS, CCBUIKH, ¥ Ip. TOKYMEHTHI), HarpuMmep: «B CBS3H ¢ TeM, 4TO MpHU MOJyYeHUH Ipy3a Ha cTaHmuu «Mask» 26.02.1996 no
HaksagHoi Ne 234456 B ucnpaBHOM BaroHe ¢ HEHapYIICHHBIMH IIOMOaMH IPY300TIPABUTENS NIPH BCKPHITHH SIIUKOB U IIPOBEPKE
COZEPKUMOTO C yJaCTHEM NPEACTABUTENSA... ObllIa YyCTAaHOBIECHA HEJOCTAda:... ITYK U3AEIHHA HA CyMMy... (KOMMEPUYECKHH aKT OT
26.02.1996 « 247...)».

Bo BTOpOIif () wacTu nrckMa GOpMyIHPYETCs er0 OCHOBHAS LIEJb OCHOBHOW(TIPHIJIOKEHHUE, OTKa3, MPOCh0a, TapaHTusl U
T.11.), HanpuMmep: «Ha OCHOBaHMHM W3JI0XKEHHOTO, MPOCUM B TeueHHe 10 OaHKOBCKMX THEH MepedHcIIUTh YKa3aHHYI0 CyMMY Ha Hall
pacyeTHBIN CUeT.».

[punoxenue: Ha 3 1. B 2 9K3.

HaumenoBaHue JOIKHOCTH JLII. N.0.Damunus

WHnnmans! ¥ GaMuiIns UCIIOTHATENS
ciyxeOHbIi Tenedon



Muno6pHayku Poccun

®DenepanpHOE rOCyJapCTBEHHOE
AaBTOHOMHOE 00pa3oBaTeiIbHOe
YUpexIeHHE BBICIIET0 00pa3oBaHus
«Cankr-IletepOyprekuit
MIOJNTEXHUYECKUH YHUBEPCUTET
ITerpa Benukoro»

HpﬂeMHaﬂ KOMHUCCUA

yi. I'uaporexHukos, 5
r. Cankr-IletepOypr, Poccus, 194064
ten. +7 (812) 297-21-31

09.04.2016 Ne 10-425
Ha Ne or 03.02.2016

O mpaBUIax NOCTYIUICHHUS B BY3

Bcro HeoOxoauMyr0 HHpOPMAIIHIO O TPaBHIIaX MOCTYIUICHUS B By3 BBl cMOXeTe HalTH B PHIIOKCHUH.

O06pa3err cirykeOHOTO TTHCHEMAa

Jle6enesoit M.C.
yi. Haponnas, 1.5, kB.291

r. Cankr-IlerepOypr, Poccus, 193079

VBaxxaemas Mapus CepreesHa!

MBsI Oyzem pajbl BHIETh Bac B HallleM yHUBEpCHUTETE.

[Ipunoxenue: Ha 38 1. B 1 3K3.

C yBakeHHEM,

OTBETCTBEHHBIH ceKkpeTapb

A.A.Humnos
(812) 596-10-19

[Ipunoxxenue 5

B.10.Poguonos



2. CoctaBienue U opopMiIeHHE IPOTOK0JIA, AKTA, JOKIATHOMH 3aIHCKH

3ananue 1:

CocraBuTh U 0OPMHTH C UCTIONB30BAHHEM KOMITBIOTEPHBIX TEXHOJIIOTHI U B COOTBETCTBHU C
tpeboBanusiMu 'OCT P 7.0.97-2016 - mpoTokoII ¢ COOMIOAEHUEM BCEX OTCTYIOB M HHTEPBAJIOB.

WUcxonHusie naHHBIE

3ananue 1.

Hupexmmst OO0 «Actpest» (Canxkr-IletepOypr) 12.08.2012 mpoBena cBoe oudepefHOe 3acelaHue, Ha KOTOPOM
npucyrcrBoBanmu Bocrpsiko C.T., Ctynues I1.11., Jlebenes .M., Anronos I1.JI., llentynosa B.I'., Tumodeer A.A., Crymnoa
M.U.

Ha 3acemannu oOcy»xaanock ABa Bompoca: 0 Xxoae pekiaaMHoi kamnanuu B 111 kBaptane 2012 r. u 0 mepexoje Ha HOBYIO CUCTEMY
BBITUIATHI IPEMHUATBHBIX.

[To mepBOMy Bompocy cirymiagy cooOILIeHne HadanbHUKa oTnena peknambl Boctpukosa C.T., TEKCT coOOLIEHNS KOTOPOTO OBLT
nepenaH cexperapro 3acemanus benosoir H. [I. Ilo stomy e Bompocy BeICTYNMI (HHAHCOBBIA aupekrop Tumodeer A.A.,
KOTOPBIH 0JJOOPHIT yBENMUECHHE PAcX0A0B Ha HapykHyIo pexinamy B III kBaprane 200 r. Ha 5%. Takke nepenan cekperapio. [1o
JaHHOMY ke Borpocy BeICTymwid AHToHOB II. JI., HawaneHuK oTamena kanpos, u JlebemeB .M., mupekTop mo mpomaxkam.
[epBolii 0moOpMII HOBYIO CHCTEMY BBIUIATHI MPEMHAIBHBIX M PEKOMEHAOBAT IIOJTOTOBHTH HEOOXOIHMMBIE JOKYMEHTHI K
01.09.200__r. Bropoit mpemnoxun mopaboTaTh HOBYIO CHCTEMY BBIIIATHl HPEMHAJIBHBIX W PEKOMEHIOBAT IIPOBECTH
TOJIOCOBAHHUE MO JaHHOMY BOIIPOCY Ha 00IeM cOOpaHUM TPYAOBOTO KOIIEKTHBA.

B wutore 3acemanust ObUTM MPUHATHI ciexyromue pemeHus: 1. OmoOputhk paboty otaena pexnamsl B 11 kBaprame 20 1. 2.
ITpoBectn obmiee coOpaHHe TPYAOBOTO KOJUIEKTHBA IO BOMPOCY O IEPEXoje Ha HOBYIO CHCTEMY BBIIUIATHI IPEMHATBHBIX
15.08.20 1. OTBeTCTBEHHBIM 32 MIOATOTOBKY cOOpaHMs Oblla Ha3HaueHa 3aB. KaHIeaspueil [llentynosa B.I.

CoOpanue Ben npencenatens Pymsnies O.A.

3ananue 2.

Cotpynuauku Oyxrantepun OAO «KBaHT» MpoBeN 3acelaHue MO BOIIPOCY COKPAIICHUS CPOKa COCTABIICHHUS TO0BOTO
oryera 3a 20 T., Ha KOTOPOM IpHUCyTCTBOBano 6 uenoBek. C cooOmmenneM BeicTymmia Oyxranrep CypkoBa A. M., xoropas
OTMETHJIA, YTO PAa0OTHHKM TPYNIBI ydeTa MMEIOT BCE BO3MOXKHOCTH ISl 3HAYMTEIHHOTO COKPAIICHHS CPOKa COCTAaBJICHHS
TOI0OBOTO OTYETA, U YTO IOJOBOM oTueT 3a 20 T. MOXKET OBITh IPEICTABIICH IPYIIION yueTa Ha 3 THs paHbIIe YC TAaHOB JIEHHOTO
cpoKa.

B obcyxnennn manHoro Bompoca BeicTynuian Kporos E. H., rmaBubiil Oyxranrep, u 1lly6 u ma I'. A., Oyxranxrep. Kportos
coo0IIMI O TOM, YTO UM pa3paboTaH HOBBIH rpaduK pabOT MO COCTABIECHHIO TOJOBOTO OTYETA, NMPH YCIOBHH BBITOIHEHUS
KOTOPOTrO BCEMH pabOTHHKAM U IPYINIbI y4eTa, FOJ0BOH OTYET MOXKHO COCTaBUTh M COaTh Ha 4 JHs paHbIIE yCTAaHOBJICHHOTO
cpoka. [.A.lllyOuna oT™MeTHIIa, 9TO JOCPOYHOE MPEACTaBICHHE TOIOBOTO 0TYeTa 32 20 T. ABJIAETCSA MOYETHOH U OTBETCTBEHHOU
3amaveil pabOTHUKOB OYXTalTepHH, M YTO KOJUIEKTHB OyXraJTepUH MOXKET COCTaBUTh OJOBOI OTYET paHBIIE CPOKa, €CIIU BCE
pabOTHUKY OYIyT BHIOJHATH YIUIOTHEHHBIH rpaduk paboThI.

B uTore 3acenanus ObUIO pEIICHO NPECTaBUTh rofoBoii oTder 3a 200 T. Ha YeTHIpe JHS paHbLIE YCTAHOBIEHHOTO CPOKA, T.€.
00.00.20 r. ¥ mpOBECTH aHAIM3 TOJOBOTO OTYETA C IIENbIO BBISBICHHS PE3ePBOB, HEOOXOANMBIX UISl YCIEIIHOTO BBIIOJHEHUS
mwraHa 3a 20 1. 3acenanue Bena npexacenatens Jlesamosa K. M., mpoTokonmpoBan cekperapb Xomsikos 1. B.




Ipnioxenue 6

O0pa3sen pacnoso:xkeHus: H 0(pOpPMIIEHHS] TPOTOKOJIA

®npma «3apa»
MPOTOKO

29.10.2006 Ne 21
Mocksa

COBEIUAHHA PYKOBOZICTBA DHPMBbI

[lpencenarens — Heanos H. K.
Cexperapb — [erpos I1. I1.
Mpucyrcreosamu: byrpos C, K., Eropos B. A., Cuzopoe C. C., Cuupsosa H. H.

[Tosectka nns:

I. 06 obpasosannu yHRKUMOHATBHOIO MOApadieneHs oraena nudopmarnsauus. Hudopmaums
1opckorcynsa Eroposa B. A,

2. O 3aK7104eHHH JIONOBOPOB 0 X038HCTBEHROM eaTensHocTy dupMbL Wndopmanms sam. nipex-
TOpa No xo3skcTBerubLM Bonpocam Cuaoposa C. C.

1. CIYLIAJTH:

Eroposa B.A. — 0 neobxoanmocTs o6palosanus QyHKUHOHANLHOMO NOAPA3AeNCHHA — OTAeNa
HHGOPMATH3ALHH — C UE/BIO KAYECTBEHHOIO H CBOCBPEMEHHOTO 0OECTICYEHNA ACATENLHOCTH DHp-
bl HEGOpMatmei.

BBICTYITHIIH:
Byrpoe C. K. — o gopmax 1 merozax pabors! otaena,

NMOCTAHOBUJIH:
1.1. Tpu3nate uenecoopasHeM CO3aHAE CAMOCTOATENbHOM CyROb HHPOPMATHIALHH.
1.2. BHeCTH H3MCHEHNA B CTPYKTYPY H IITATHYIO YHCACHHOCTD (PHPMEL.

2. CIYIIAJTH:

Cunoposa C. C. — Texct goKkz1a/1a NpHAAraeTcs.
BBICTYTTHIN:

Cwmprosa H. H. — 0 HeoGXx0anMOCTH 3AKTI04EHHR 10T0BOPOB.
MTOCTAHOBHJIH:

2.1. Ono6puTh nepeeKTHRHBIH MUIaH Pa3BHTHA OT/eA.

TMpeacenaresn <JTuynas noonucy> U. H. Hsanos

Cexperapb <JTuynas noonucs> I1. I1. Netpos




3ananmue 2.
CocTaBuTh U 0(OPMHTH C UCTIONBE30BAHHEM KOMITBIOTEPHBIX TEXHOJIOTHII U B COOTBETCTBHU C
tpeboBanusimu [OCT P 7.0.97-2016 - akT ¢ coOiroieHHeM BCeX OTCTYIOB M HHTEPBAJIOB.

Hcxonaple naHHbBIE

3ananue 1

Komuccuss mox mpeacenaTesibcTBOM HaydajJbHUKA TEXHUYECKOH rpynmbl BosoBoro A.A. M 4J€HOB KOMMCCHHU
Bopucosa M.IO., HauanpHUKa aAMUHHCTPAaTHBHO-X03sAHCTBeHHOTO oTnena, CmupHoBa JLII., Oyxramnrepa, u PomaHOBOIA
N.K., opucmenemxepa 3AO «JleoHTHS» HA OCHOBaHHUH JOKJIaTHON 3amucku oduc-MeHemxepa Pomanosoit M.K. 11.07.20
I. IpoBejia MPOBEPKY TEXHHUYECKOTO OCHAILEHHsS NPUEMHON TeHepaJbHOTO AUPEKTOpa M IpU3HANa HETOAHBIMH IS
JKCIUTyaTalul KOMHUPOBaNbHEIA ammapatr Xerox 345(1 mt.), mpenep (uHB. HOMep 367, 1 mt.), dakc 47823 (1 mr.).
[Ipu3HaHHas HENpUroJHOW Ui SKCIUTyaTallMM TEeXHHMKa OblIa mepejaHa Ha CKiaa mpeanpusatus. Ilo ycraHOBIEHHOMY
(akTy KOMHCCHSI COCTaBWJIA aKT NpHEMa-lieperiaud OPITeXHUKH B 3 3k3. (1-i 5K3. — HayaIbHUKY aJMHHUCTPATHBHO-
XO3HCTBEHHOTO oTAena, 2-if — 31 rmaBHoMy Oyxrantepy, 3-ii — B Aeno 23-02), KoTopblif ObUI yTBEpPIKJEH T'eHepabHBIM
JqupextopoM CrenanossiM I1.11.

3aganue 2
Odopmure akm coauu — npuemxu de TIpH yBoJIbHEHUH TiaBHOTO Oyxrantepa AO «Crpoiineransy» BactokoBa Urops
IleTpoBuya 1 Ha3HAYEHHOTO BHOBH coriacHo mpukasy Jluman Bepsl Cepreesusl. Ilepenansl cnemyromnye J0KyMEHTHI:
1. T'nmaBnas xHHra no cocrosHuio Ha 1.02.2000 r.
2. Kaproukn ananutrdeckoro yuera mo cderam 01, 10, 70.
3. Xypuans-opaepa 3a SHBaph TEKYIIETO TO/1a, BEAOMOCTH aHAIUTHYECKOTO y4deTa mo cyeraM 60, 61, 63, 64, 65, 67,
68, 69, 71, 75, 76, 78, 79.
KHaura yueTa nemoHrpoBaHHOH 3apaOOTHOM IIIaTHL.
AKTBI peBU3MH 3a YEThIpe KBapTaja IIPeIbIIyIIero roaa.
3axIr0YeHre He3aBUCUMOMN ayJUTOPCKOH MPOBEPKU T'O0BOI0 OTYETA 32 MPEIbITYIIHHA TOA.
Apxus 3a 1997-2000 r. B kosmuecTBe 80 1€ 10 ONKCH.
CrpaBo4HO-HOpPMAaTHBHAs JIUTEPaTypa IO OMHCH.
IIpunoxenune: 1. Onuce xen apxuBa npeanpusATs 3a 5 aetT. 2. ONuch ClpaBOYHO-HOPMATHBHOM JTUTEpaTypHl 3a 2

N GM

rozaa.

3aganue3

OTkpoiiTe crpaBoyHO-TIpaBoBYI0 cucteMy Koncynprant Ilmroc, Haiimure akT o NpPOBENCHHWHM HHBEHTAPU3AIMN
(dpopma MHB-00), oTkpoiiTe ee ¢ TOMOIIBIO TAOIMIHOTO TPOIIECCOopa M 3aMOJIHUTE U1 cBoel opraHu3anuu. CoxXpaHUTe
paboty B (aiine mog nmenem «IIpumep 006 MHBEHTApHU3ALINIY.
MHBeHTapu3alMOHHAas KOMHCCHUS, CO3JaHHAas Ha OCHOBaHUM NpuKaza aupekropa Bamero mpeampusitus Ne 24 or 15
CeHTSI0ps TeKyllero rojga, B cocraBe npencenaressi OctpoBckoro 3.A.(3aM.IJIaBHOTO Oyxranrepa 3aBojia) M WICHOB
komuccuu IlerpoBoit O.H. (Oyxranrepa), HockoBoii H.W. (cT. s5koHOMICTA TUIAHOBOTO OT/ENA) MIPOU3BETa PEBU3HIO KaCcChI
3aBOIa 1O COCTOSHUIO Ha 16 ceHTA0ps Tekymiero roxa. PeBu3us npoBomiack B MPUCYTCTBUM Kaccupa 3aBoja Kapramosa
H.M. B pe3yneraTte MpoBEACHHONW PEBH3UM OBUIO YCTAHOBIJIEHO, YTO OCTaTOK HAJIMYHBIX JEHETr B Kacce coctasiseT 1030
pyoneii 00 kom., ocTaToK jaeHer mo kaccoBoit kuure — 1030 py6. 00 kom. [Ipyrux IeHHOCTEH B Kacce 3aBoja HE
00Hapy’XeHO, YTO COOTBETCTBYET JaHHBIM yueTa. KoMuccus Takke ycTaHOBMIIA, YTO MOPAJOK BEACHUS KaCCOBOIM KHUTH H
XpaHEHHs JIeHeT COOTBETCTBYeT TpeOoBaHusAM [lookeHMS O BEJCHMHM KacCOBBIX OIEPAIlil TOCYAapCTBEHHBIMHU,
KOOIIEPAaTUBHBIMH U OOIECTBEHHBIMHU IPEATIPUATUSAMH, YIPEKACHUSIMH U OpraHU3alHsIMU.
AKT BCTYIUJI B ZIGHCTBHE C MOMEHTA YTBEPKJICHUS JTUPEKTOPOM.




[punoxenue 7

O0pa3sen pacnosoxeHus: 1 0(pOpMIICHHS AKTA

Axmunncrpaiis CymoneHekoi 0b1acTH YTBEPXKIIAKD
YnpasneHne KanuTanbHoro
CTPOHTE/NBCTBE Ha4anbHUK ynpasieHHs
<Juvwnan noonuce> U. U, Usaxos
AKT 11.09.2006
10.09.2006 Ne 19
r. CMoneHck

0 MPOBEPKE COXPAHHOCTH JOKYMEHTOB
B Ynpas/enuu

OcHoBaHKe! npukas Havamshuxa Ynpasnenua or 20.08.2006 Ne 38 «O nposenennn
TIPOBEPKH COXPAHHOCTH AOKYMCHTOB B YNPaBeHUMW»,

Cocrannes XOMHCCHEH B COCTaBE:
[pescenarens: 3aM. HavanabHKKa Ynpasienns Mupouinuyenko M, T1.
WieHb! KOMHCCHH: 1. 3am. rnasroro 6yxrarrepa Konuiiosa H. A,
2. 3am. HayaIbHIKa XO3AHACTREHHOrO oTaena Jlyropas M. A,
3. Hayansuuk cextopa otaena kaapos Heanobuna E. B.

B nepuoa ¢ 28 asrycra no 8 centsdpa 2006 r. KOMMCCHA TPOBEPHIA OPTAHH3ALMIO H YCIOBUA
XPaHEeHHA JOKYMCHTOR B LIEHTPATLHOM annapare YnpapieHHs.

JIOKYMEHTBI XPAHATCA B CTPYKTYPHAIX NOAPAINENEHHUAX, CHOPMHEPOBAHEI B IeNa B COOTBETCTRHHU
¢ HOMEHK/IATYPOH.

HoMEHKNATYpa /4C/ COrNacoBLIBACTCA C SPXHBHLIM OT/ICIOM AIMHHHCTPALHH 00MacTH
B YCTAHOB/ICHHbIE CPOKH.

DaxToB rHOETH, YTPATHI, NOPYH HIH HE3AKOHHOTO YHHYTOKEHHS JOKYMEHTOB He YCTAHOBJICHO,

KoMHCCHA peKOMCHYET NPEAOCTaBHTD CHELHATLHOE NOMEIUEHHE N apXKBa, ofopyaosas ero
CTELIAKAMH.

CocTasiien B 2-X IKIeMIIAPaAX.
1 K3, — Hanpagssex B oObeMHenHbIi apXis Ynpasienus;
29K3. — B aeno Ne 01-11.

[Ipenceaaresin KOMHCCHH </Tuynas nodnuce> H. IT. Mupownnyenko

Ynens KOMHCCHH: <JTuwnas noonuce> H. A. Konsinosa
<Jluunas nodnuce> H. A, Jlyrosas
<Mluunan nodnucey> E. B, Hezno6nna

M. M. Hsanosa

1112233




3aganmue 3:

CocTaBUTh U OOPMHTH C UCIIOIB30BAHUEM KOMIIBIOTEPHBIX TEXHOJIOTHUI U B COOTBETCTBHH C
tpeboBanusimu [OCT P 7.0.97-2016 - moxmagHyro 3aluCKy WM CITY>KEOHYIO 3aITUCKY € COOIIOJICHUEM BCeX
OTCTYIIOB U HHTEPBAJIOB.

HMcxonHele naHHBIE

3ananue 1

Hupextopy 3AO «Mononut» OcTpoBckoMy D.A. 0T HauanbHuKa nuoHepinareps Kopmynosa JLIL
Hoxmannas 3amucka. CornacHO BalleMy MpPEANMCAaHHIO MHOIO COBMECTHO C TEXHHUKOM-CMOTpPHUTEIEM
JlesutoBeM P.A. 7-8 mas 2004 rona mpoBeIeH OCMOTP KIIBIX MOMEIIEHUH 6a3bl OTpIXa Hamel Gpupmel. Bee
JKHJIBIE KOPITyCa B YIOBIETBOPUTENHHOM cocTosiHMM. OnHako B kopmyce Ne 1| HEOOXOAMMO BCTaBHUThH CTEKIIA,
kopiryc Ne 2 cnemyet moOenuTs, a B kopiryce Ne 3 Hajo mogoraats asepu. [locie ycrpaneHus 3Tux n1eeKToB U
COOTBETCTBYIOIIEH YOOpPKHM JKWIIbIE TOMEIIEHHS OyAyT MpWUTOMHBI JUIA HpHEMa OTABIXaomuX. HadampHUK
mmoHepiareps JI.n.Kopmrysos. 10.05.2004

3amanue 2

Hupekropy ITJI Ne 24 MycaeBoit E.A. or macrepa mpousBojctBeHHoro oOyuenuss Cokonooit T.II.
CJIY)XEBHAS 3AIIMCKA B anpene B kadunere Nel3 mpoBoguimch cieayromye paboThl: - NPHOOpPETEHbI
MapKepsl ¥ KUIKOCTb I MapKEePHOH OCKHU; - OTPEMOHTHPOBAHO 4 YUEHHUECKUX CTOJa; - OTPEMOHTHUPOBAHO 5
MUIIYIIX MAIIWH; - OTPEMOHTHPOBAHO 2 CBETWJIBHUKA; - COIVIACHO PACIMCaHHMs IPOBOIATCA 3aHATHUS
MPOU3BOJICTBEHHOTO OOY4YEHHMSI; - COTIACHO Tpa)uka MPOBOASATCS KOHCYJIBTALMH 0 JUIUIOMHBIM padoram; -
corjlacHo rpaduka mpoBoaaTcs (akyybTaTUBHbIE 3aHsATHs 1o npeamery: «1C: Ilpemnpusitue u Kagpei»; -

paboraer kpykok «APT-¢poro» - Kakayro MATHUIy TPOBOJUTCS TeHepanbHas yOopka. Mactep
npomnsBoacTBeHHOT0 00yueHns Coxomnosa T.I1. 23.04.2010
3aganue 3

Jnst mpoBeneHHss ceMuHapa OblTa COCTaBIEHa CIy)KeOHAs 3amnucKa , O TPEICTABICHHM CITHCKA
pabOTHUKOB UIA y9acTHs B ceMHHape, kKotopas Oputa Hampaeinena IOPUJJMYECKUM OTJAEJI OM B mwume
Hauanpauka otnena B.H. 3arogaiixkiaeiM.B Helt TOBOPIIIOCH, 9TO MPEICTABISIEM CIIMCOK PaOOTHUKOB OTAENA
it ygactust B cemuHape, npoBoguMoM OOO «AIIM KommyHumkatop» mo mporpamme «I¢ddeKkTuBHOE
ucnons3oBanue CIIC 'PAHUT» ¢ npencrasienueM ee HyHKIMOHAIBHBIX Bo3MoxkHocTei:1. Cemenos P.C. —
3aMecTuTeNb HavanpHuKa otaena 2. Ilpsxun E.II. — Bemymmit cmermmamucr 3. Copoxa K.H. — crapmmii
cnenuanuct. HavanmpHuky otaena  uwHboOpMaruoHHbIX — TexHojorui  B.JI. T[aHbmmba.  3ammcky
3aperucTpupoBany B Kanueaspun 24.11.2014 Ne 05-24/96

3ananue 4

B cBsI31 ¢ peACTOSIIMM BHEPEHUEM IIPOTPaMMHOT0 KoMIuTekca «KaaiHka» U MpHUriaieHneM oCeTUTh
npooaumbiii OO0 «llItamm» cemuHap 1mo 3P(EeKTHBHOMY HCHONB30BAaHMIO AAHHOTO KOMIUIEKCA ITPOIIY
KOMaHAMpOBaTh Ha ceMuHap cnenuanuctos oraena Komaposa U.J1. u Tapaun H0.b r. Boponex ¢ 24.11.2014 no
27.11.2014., Haganeaux OTJEJIA DJOKCIUIYATAIIMM NMHOOPMAIMOHHBIX CUCTEM O.J1.bapa6aru
OUIIeT AOKIagHyro 3amucky, aupektopy OAO «3Be3ma» K.II. Eropkuny 16.11.2014Ne08-18/93, O
KOMaH/IMPOBAaHHH CIIEIHAINCTOB HA CEMHHAP

[Ipumeuanne: Ogopmnenue u pacnonodiceHue peKeUsUmMos CrYHCEOHOU 3ANUCKU  OCYUWeCBAemcsl

AHANO2UYHO OOKIAOHOU 3aNUCKU.

IMopsiiok BHINOJTHEHUST PAdOTHI:
[poananu3upoBaTh npaBuia oGOpPMICHHUS CIYKeOHOTO MUChMA.
CocraButh u OQOPMHUTH CIIy)KeOHBIC U NPETEH3MOHHOE IHChbMa B TEKCTOBOM pepakTope Microsoft

Word co Bcemu TpeboBaHussME 0)OPMIICHUS., C OTCTYIIAMH W HHTEPBaJaMu

[Mpoananu3upoBaTh mNpaBwia OGOPMIICHHS TPOTOKONA, aKTa, JOKIaJHOW 3allMCKU W CIYy)XeOHOH

3aIllMCKH.

CocTaBuTh O(i)OpMI/ITB IMPOTOKOJI, aKT, JOKJIAAHBIC U CJ'Iy>KC6Hy'IO 3alIUCKU. B TCKCTOBOM PCAAKTOPE

Microsoft Word co Bcemu TpeboBanusiMu 0OpPMIICHUSI, C OTCTYIIaMH M HHTEpBAJIAMHU

@opma npeacTaBIeHUs1 padoThI:
Odopmiennslii qokyMeHT B cootBeTcTBHH ¢ ['OCTom 7.0.97.-2016

Kpurepum ouenku:

OrueHka
Pe3ynbTaTMBHOCTE BBIMOIHEHUS 3aJIaHUS WHIUBHYATBHBIX
JIOCTHKCHUH,




Oann

3a,uaH1/Ie BBIINTIOJIHCHO ITIOJIHOCTBIO, 0e3 3aMevaHuil

3aﬂaHI/Ie BBITIOJTHCHO MOJHOCTBIO, HO UMCIOTCSI HCCYHICCTBCHHBIC 3aMCYaHU A

3a)IaHI/Ie BBITIOJTHEHO, HO UMCHOTCS CYIICCTBCHHBIC 3aMCYaHus, IMOBJICKIINEC
K HCBCPHOMY PCIICHUIO 3alaHUs

3amanue He BBHIITOJIHEHO

Nl W [B|Oo




IIpunoxenue 8

O6pa3ubl 0popMIIeHHS U PACTIOJIOKEHUS TOKJIATHBIX 3aIIMCOK

BHemHas qoKJIaHAas 3alIHCKA

OO111ecTBO C OTPaHNYCHHON OTBETCTBEHHOCTHIO «CeBep»
(000 «Cesep») I'enepanbHOMY AUpEKTOPY

yi. Coserckas, 1. 123, 116900, Mocksa 00O «Pomarka»
Ten./daxc (095) 112-56-90
E-mail: sever@sev.ru
OKIIO 12377792, OI'PH 1046300213191
MHH/KIIIT 6321732124/632101001

A.B. I'pumnny

JOKJIAJJTHA S 3AIINCKA

10.02.2014 Ne 12/05-14

O npHBIICYEHUHU TOTOTHUTEIBHBIX
TPYAOBBIX PECYPCOB

YBaxxaemblid Aaapeit BacubeBmu!

B cuiny HenocTatka B KaHAMOATaX Ha cTaguu (GOPMHUPOBAHMS aIMUHHCTPAaTHBHOTO ammapara s ¢uiuaia B T. MockBe
HEOOXOJMMO TMPUBJICYh TPYIOBBIC PECYPChI U3 OMOJHHUTEIBHBIX UCTOYHHKOB B Cpok 1m0 14.04.2014. CobecemoBaHusl ¢ HOBBIMH
KaHauaaramu rnposectu 1o 21.04.2014.

Ormuiata pacxo/I0B MO JOMOJHUTEIBHBIM yCiIyraM OyIeT mpou3BecHa B cOOTBeTCTBHH C 1. 4.5 JloroBopa yciyr Ne 04/56 ot
14.02.2014.

HauanpHuK oTIENa KagpoB Cemenos B.O. Cemenon

B oeno Ne 03-13
Oounyosa 10.02.2014



BHYTpeHHﬂﬂ JAOKJIaaHadA 3allUCKa

Jupexropy OOO «Pomarixa»
Otnen npogax
N.N. CunopoBy

JIOKJIAJTHAS 3AIICKA

07.04.2014 Ne 6

O nporye, COBEPIICHHOM MEHEKEPOM
oTIeNa MpoJaxK

JoBoxy no Bamero cenmenus, yro ceromusi, 07.04.2014, menemxep mno npoxaxam IlerpoBa Banentuna lBaHOoBHa
OTCYTCTBOBAJIa Ha paboueM MecTe B TeueHHe Bcero padouero nus ¢ 10 yaco 00 munyT 10 18 yacos 30 MHUHYT.

Hukakux cBeeHMH WIM JOKYMEHTOB, IIOATBEPXKIAIONIMX YBaXKUTENBHOCTh INpHYMHBI oTcyTcTBus IlerpoBoit B.J.,
MPEIOCTaBICHO HE OBLIO.

B cBsI3u ¢ nomyieHHbIM HapylieHueM npeziaraio yBoauts [lerpoBy B.U. 3a npory.

HauansHuk oTnena mpomax Uenamves O.A. UrnarseB

B deno Ne 02-10
Cuodoposa 07.04.2014



IIpakTuyeckas padora Ne4.

Pa3paborka u opopmiieHHE JOKYMEHTAIMHU 0 JUYHOMY COCTABY C MCNO0JIb30BAHUEM
yHupuunupoBaHHbIX Gopm

ean padoThi:
Hayuuthcs cocTaBiATh M 0OPMIIATH JOKYMEHTAIIMIO 110 INYHOMY COCTaBy JOKYMEHTHI B

cootBerctBuu ¢ [[OCT P 7.0.97 - 2016

Beimoanus padory, Bl Oyaere:
ymemb:

—  0(hOpMIISATh JOKYMEHTALIMIO B COOTBETCTBUU C HOPMATUBHOW 0a30ii, B T. 4. C

UCTIOJIb30BaHNEM UH(OPMAIIHOHHBIX TEXHOJIOTH;

—  HCIOJIb30BaTh YHU(PUIIMPOBAHHBIE (DOPMBI IOKYMEHTOB

MartepuaibHO TEXHHYECKOE 0O0ecnedyeHne:

Pa0ouast 1 TEeKIMOHHAST TETPAIH.

Hupaktuyeckuid MaTepuan

[epconanbHBIN KOMITBIOTEDP, TEKCTOBBIN Mpoteccop Microsoft Word
YauduuupoBanHbie GOPMBI

3aganue:
Ucnonb3ys cripaBounyto cucremy KoncynbranT [lnroc, ucnonssyst BeicTpelii monck, odpopmure

IIPUKA3bI 110 JMYHOMY COCTaBY, IOJTOTOBBTE PE3IOME.

HcxoaHble JaHHDbIE

1

Baganue 1.

OTkpoiite crpaBounyto cuctemy KoncympranT [Dmroc, mcmons3ys BeICTpeIf MOUCK, HaiimuTe (opMy HpHKasa o
mpueMe coTpyaHHKa Ha padoty ¢.T-1

OxoHomuct BacunbeBa Exarepnna Huxonmaesra 1 ceHTS0ps Tekymero roaa mogana 3assieHue B8 OO0 «Jlyua» ¢
pock00il NPUHATE ee Ha paboTy crenuaIiucToM (UHAHCOBOTO OT/ENA Ha HEMOJIHBINH pabounii aeHb. HCIeKkTop 1o
kaapam CwmupnHoBa U.C. oObsicHmia, 4yTo pupMa MMeeT BO3ZMOXKHOCTh NPHHATH Ha pabOTy SKOHOMHCTA, HO Ha
OCHOBE CPOYHOTO TPYAOBOTO J0OTOBOpa. TpymoBoil JOroBop ObUT 3aKIIOYEH S5 CEHTAOPS W MOJAMUCAH OT UMEHH
¢bupMbI TeHepaibHbIM AupekTopoM MupoHoBbiM JI.C. B TOT e JeHb OblT U3/aH NpHKa3 10 JIMYHOMY COCTaBY,
3aBu3upoBaHHbIl CmupHOBO# U.C. n topuckoncynsToM XmeneBsiM M.O. Ilpuka3 6511 00bsBneH Bacunsesoit E.
H. mox pacniicky 6 ceHTSOpsI.

3aganue 2
OTkpoiite crpaBounyio cuctemy KoncympranT [Dmroc, mcmons3ys BeICTpBIN MOUCK, HaiimuTe (opMy IpHKasa o
IepeBoJie COTPYIHUKA Ha padoTy ¢.T-5

Benymero crenmanicra otaena MapkeTuara Toprooit pupmer OO0 «Berrtay CoboneBy Bamentuny lBaHOBHY
TIepeBe Ha OCBOOOAMBINYIOCS JOJDKHOCTh HadyaJIbHUKA OTZEa Ha MOCTOSHHYIO padory ¢ 15 HOsOps Tekylero
rofga. 3assineHue o nepesoae Cobonesa B.W. manucana 10 HOAOps U 3aBU3UpOBaTia y KOMMEPUECKOTO JTUPEKTOPA B
TOT ke JeHb. 10 HOsIOps ObLTO TaKkke COCTaBIEHO MpeacTaBiaeHne Ne 4, IOJMUCAHHOE KOMMEPUYECKUM JTUPEKTOPOM.
IIpoexT mpuka3za O IepeBoAe MOATOTOBIEH HHCIEKTopoM 1o mnepcoHany Kupmmnosoit B.H. 11 Hos0ps,
3aBU3UPOBAaH IOPUCKOHCYIbTOM bapmubabiM AWM. 12 HOsO0ps u choycTs JeHb ObUT TOJMUCAH TE€HEPATbHBIM
nupextopoM ¢upmel loporomuioBeiM E.K. 14 Hos6pst CoboseBa B.M. Gpl1a 03HAKOMIIEHA C TPUKA30M.

3aganue 3

OTkpoiite crpaBounyto cuctemy KoncympranT [lmroc, mcmons3yst BeICcTpeIit mouck, HaiinuTe ¢opMmy mpuKasa o
NIpeKpalieHny ( pPacTOpKEHHH) TPYIOBOTO AOTOBOpa ¢ paboTHUKOM (yBonbHeHHH) ¢.T-8

Macrep MyHHIMITAIBHOTO PEMOHTHO-CTpouTenbHoro npexnpusitust Ne 2 (MockBa) bormanos Opuii IletpoBnu
pemmi yBoJMThCS 1o coOcTBeHHOMY kenanuto (1. 3 cr. 77 TK P®) u ocHoBarh MHANMBUIyalbHOE YacTHOE
npeanpusTHe. 3a ABE HENENH 1O YBOJBHEHWS OH IOCTABHJI B M3BECTHOCTH 00 3TOM IHMPEKTOpa MPEIPHSTHS
Cunoposa I1. U. ITIpoexT npukasza 6bu1 MOATOTOBJIEH HHCHIEKTOPOM 1o KaapaM Kotosoit M.JI. 15 ampeis, B ToT ke
JieHb 3aBU3upoBaH OyxranrepoMm MensHukoBoi 3.C. u 17 ampenst Tekymiero roja noanucad. bormanos 10.H. B
9TOT ke JICHb OBIT 03HAKOMJIEH C IIPHUKA30M, €My Ha pyKH ObUIa BbIJIaHA TPYJOBas KHIKKA U MPOU3BOJCH ITOIHBINA
pacder 1o 3apaboTHOM TIaTe.

3amaune 4

Otkpoiite cnpaBounyio cuctemy Koncymbprant Ilnroc, ncmonb3ys BeICTpBIN MOWCK, HaliauTe GopMy MpHKa3za O
KOMaH/IMPOBaHUH COTPYyJHUKA Ha padoty ¢.T-9

['maBHBIN SKCIIEpT TOProBOrO OTAeNa akiuoHepHoro oodmiectBa «Toproeeriii mom «Odam» Capenbe [laBen




PomManoBuY moipkeH BblexaTh B T. CaHKT-IleTepOypr muist ydacTusl B MyITHOM ayKIHOHe «Pycckuit Mex», KOTOPBIH
nposoautes ¢ 10 no 13 nexabpst Tekyero roaa. 8 nexaOpst npexacenarens npasieHus Jledenes A.I. moamucan
npuka3 o Hanpasienuu CasenbeBa I1.P. B komanmmpoBky ¢ 9 nexaOps. [Ipoekr npukasa ObUI MOITOTOBIICH
cekperapeM-pedepenTom AuekcanapoBoi M.HO. u 3aBU3MpOBaH TJIaBHBIM OyXrajJTepoM M HadaJbHUKOM
TOPTOBOTO OT/ENa 7 AeKadpsl.

Heo0xoanmble TTOJTHOMOYHS M JIOBEPEHHOCTH Ha 3aKyIKy NMapTHH TOBapoB IiiaBHOMY skcrepty CasenbeBy I1.P.
ObUTH 0pOpMIICHBI BMECTE C KOMAHIUPOBOYHBIM yJOCTOBEPEHUEM.

3aganue 5.
O3HaKOMBTECH C TIPAaBUIIAMH COCTABIIEHHS aBTOOHOTpa(uy U pe3roMe. 3aloTHATE TaOIHILy.

CpaBHI/ITCHLHaH XAPAKTCPUCTHKA PE3IOME U aBT06I/IOFpa(1)I/II/I

CBoiicTBa TOKyMEHTa Pesrome ABToOHnorpadus

Crnioco0 n3noxKeHust
uHpOpPMaLTUH

Xapakrep HHpopMaIH

SI3BIKOBBIE OCOOEHHOCTH

Crioco6 ohopmiteHust

[IepeyeHs peKBU3UTOB

Hcnonb3ys npoaHanu3upOBaHHY0 HHPOPMALIUIO TaOIULbl U IPUIOKEHUE 9, COCTaBbTE PE3IOME Ha
BaKaHCHIO CIIEIUAIIUCTA, HA KOTOPOTO BBl YUUTECH.

Iopsinoxk BeiNoJIHEHUsI pabOThI:

[TpoaHanu3upoBath npasuiia 0POPMICHHS JOKYMEHTOB 110 JINYHOMY COCTaBY

CoctaBuTh ¥ 0)OPMHUTH TPHKA3HI IO INYHOMY COCTaBY U PE3FOME C UCTIOIB30BAaHUEM CIIPABOYHOM
cuctembl KoncynpranT [Imtoc u . B TekcToBoM peaakrope Microsoft Word co Bcemu TpeboBaHUsIMU
o(hopMIICHUSI, C OTCTYIIaMH W MHTEpBaJIaMU

dopma npeacTaBjieHus: padoThi:

Odopmiennbie gokyMeHTHI B cootBeTcTBUM ¢ [[OCTom 7.0.97.-2016

Kpurepuu onenkmn:

OrneHka
WHIUBUAYAIbH
Pe3ynbTaTHBHOCTE BBITONHEHHS 3aaHUS BIX
JIOCTHKCHUH,
Oat
3a/1aHre BBIMOJIHEHO MOJHOCTHIO, O€3 3aMeYaHMi 5
3aiaHue BBIMOJIHEHO IMTOJHOCTHIO, HO HMEIOTCSI HECYIIIECTBEHHEIC 3aMEeYaHuUs 4
3amaHue BBIOIHEHO, HO IMEIOTCSI CYIIECTBEHHBIC 3aMEUYaHWs, IIOBJICKITHE K HCBEPHOMY PEIICHHIO 3
3a/1aHus
3aaHne He BBIMOJHEHO 2




[Ipunoxenue 9
O6paser pe3rome

COJIOBLEBA TATBHAHA NBAHOBHA

JIMYHBIE CBEJEHU A
Anpec Cankr-IlerepOypr, Jlenunckuii np., 1.99,xB.26
Tenedon- 612-54-88
Jata poxaeHus 10 aBrycra 1972 rona
(o TpeboBaHMIO)
CemMeliHOE M10JI0KEHNE 3aMy»eM, cblH 1994 rona poxxaeHus
LEJIb: Cowuckarenb JOKHOCTH pedepeHTa-MepeBOTINKa,
MTOMOUTHUKA PYKOBOIUTEIS
OBPA30BAHMUE:
1987 — 1992 Beicciee Cankr-IlerepOypckuil rocyiapcTBeHHbI YHUBEPCUTET.
CrienuanbHOCTb «IIpenoaBaTenp aHTIIMHACKOTO U HEMELKOTO SI3BIKOBY
utoib 1994 Kypcel cexperapeit «Katromay. CriennaibHOCTh CEKpeTaph pedepeHT.
okTs10pp 1994
CeHTsI0pb- ekadpb 1995 Cankr-IlerepOypckast rocyaapcTBEHHas aKkaJeMHsi METO/IOB U
TexHUKH ynpasienus (JIMMTY).
CriennanbHOCTh: MEHEKEP IO MEePCOHATY
OIIbIT PABOTHI:
1994- 1996 Pexnamuo-nonurpadudeckuii ieHTp. J0MKHOCTD: MEPEBOTINK- pehepeHT.
1993- 1994 Awmepukanckas ¢upma JITP (DTR, Developed Technology Resource. Inc.).

JIOJKHOCTB: MepeBOUUK-PedEPEHT.

1995 no Hactosmee Bpemsa Cankr-IletepOyprekas rocyjapcTBeHHas akaJeMusi METOJI0B U
texHuku ynpasienus (JINMMTY). JlomkHoCTh: penojaBareib
JeJI0NIPOU3BOICTBA.

I[MPOD®ECCHUOHAJIbHBIE HABBIKH:
CB00O/IHO BIIA/ICI0 HEMEIIKMM U aHTJIMHCKUM SI3BIKAMHU.
Nmero ombiT paboThl Ha TmepcoHaibHOM KommbioTepe: Winword, Excei,
3NEeKTpOHHas moyra (e-mail ).
Xopomro pa3duparoch B MPABOBOM PETYIMPOBAHUN BHEITHEIKOHOMHYECKOM
NESITeTbHOCTH, B TPAXKIAHCKOM M TOPTOBOM TIpaBe BEAYIIUX 3aMaHbIX CTPaH,
B MEXKyHAPOJIHOM MapKETHHTE.
3Har OpraHU3aIMOHHYIO u TEXHUKY OCYIIECTBIICHUS
BHEIIHEAKOHOMHYECKMIX KOHTAKTOB, OYXTaJTEPCKHHA y4eT DKCIOPTHO-
UMIIOPTHBIX OIEpPaInii, FOCYyJapCTBEHHOE TAMOYXXEHHOE PETyINPOBAHHUE.

JOITOJIHUTEJIbHBIE CBEJJEHU A
Nwmero BoguTensCKHe TIpaBa KaTeropuu» By,
DHepruyHa, UHUIMATUBHA, TPYJAOTI00MBA, HACTONYNBA B JJOCTUKEHUU
TpeOyeMBbIX pe3yJbTaTOB, JIIOOO3HATENbHAS, OOIITUTEIIbHAS.

MHTEPECHI: VYBieKaroCh MUPOBOU XYJ0KECTBEHHOM JIUTEPATYpPOH, TEATPOM.3aHUMAKOCh
OOJIBIIIUM TEHHUCOM.

00.00.20 1. CoitoBpeBa T.U.ConoBbeBa



Tema 2.3.
JoxymeHTauus npogeccHoOHAIBLHOM 1eATeTIbHOCTH

IIpakTnyeckas padora Ne 5.
CocraBiienue u opopMiieHHE TOKYMEHTOB 110 MPOdeccCHOHAIBLHOM 1eATeJIbHOCTH
(10BepeHHOCTH, NIPETEH3UH U UCKOBbIE 3asIBJICHHA).

ean padoThl:
Hayuuthcst cocTaBisth 1 0pOpPMITSITE HHYOPMAIIMOHHO — CIIPABOYHBIC JIOKYMEHTBI B COOTBETCTBUU C

I'OCT P 7.0.97 - 2016

Beimoanus padory, Bl Oyaere:
ymemy:

—  0(hOpMIISATh JOKYMEHTAILIMIO B COOTBETCTBUU C HOPMATUBHOW 0a30ii, B T. 4. C

UCTIOJIb30BaHNEM UH()OPMAIIMOHHBIX TEXHOJIOTHI;

— HCIOJIb30BaTh YHU(PUIIMPOBAHHBIE (HOPMBI IOKYMEHTOB

MaTtepua/ibHO TeXHHYeCKoOe o0ecedeHue:
— Pabouvas u nexuuoHHas TETpaaH.
— JupakTudeckui MaTepuan
— llepconanbHBIN KOMIBIOTEP, TEKCTOBBIN Tporieccop Microsoft Word

— OO6pa3Iel JOKyMEHTOB (MaKeT)IPEeH3UOHHOTO TTUChMa M UcKoBoro 3aseierus (IIpunoxenne
10, 11)

1.CocraBjienue u opopmiieHUE CIY:KeOHBIX MUCEM
3ananmue:

CoctaBuTh W OGOPMUTH C HCHOJB30BAHHEM KOMITBIOTEPHBIX TEXHOJIOTMH W B COOTBETCTBHH  C
tpeboBanusimu ['OCT P 7.0.97-2016 mnpeTeH3MOHHBIC MHChMa M KCKOBBIC 3asIBJICHUS C COOIIOJICHUEM BCEX
OTCTYIIOB ¥ HHTEPBAJIOB

3

3aganue 1.

3aKpBITEIM aKIIMOHEpHBIM 00mecTBoM «Bocxoa» (109176, Mocksa, yin. Ilomemas, n.14, od.324) Obun
odopmiier 3aka3 Ne 7 Ha TOCTaBKY HPOAYKIIMA B COOTBETCTBHU C 3aKIFOUYEHHBIM JOTOBOPOM O TOCTaBKaX OT
13.06.2003 Ne 12 u HanpasireH B agpec OAO «dumamanT» (114000, Mocksa, yi. [Ipoctopnas, n. 25, od.14, Ten .168-
93-78, OKIIO 87654321, OI'PH 1234567890098,
MHH/KIIIT 0987654321/123456789). Omaako OAO «J/lmamaHT» HE CMOTJIO B YyKa3aHHBIH cpok (28.07.2012)
WCIIOJIHUTh 3aKa3 M3-3a OOJIE3HH BEIYIIEro COTPYAHMKA OT/IeNa JOCTaBKHU U ero [ eHepaibHbIil AupekTop MypomiieB
I'.JI. HanpaBui nHpopManroHHoe nmucbMo B anpec 3AO «Bocxomy o mepeHoce CpoKOB UCIONHEHHs! 3aka3za Ne 7 ¢
28.07.2012 na 04.08.2012, B xoTopoM Takxke otMeTii 4To OAO «/lnaMaHT) cOTTIacHO B TEUEHHE S5 JHEU BBITUIATUTH
HEYCTOWKY B COOTBETCTBHH C I1.4.2 3aKJIFOYEHHOT'0 JOT0BOpa O rnmocraBkax. [ITMCbMO OBLIO COCTABIEHO HCIIOJIHUTENIEM
CwmupHoBo#i A. JI. 1 moAnuCch 3aBepeHa NevaThi0 OpraHu3alluy.

3aganue 2.

Ha ocnoBanuu IlpuinoxeHus 6 cocraBbTe NPETEH3MOHHOE IMHCHMO MOCTABIIMKY 00 yIiaTe HEYCTOHKH B
pasmepe 8% OT cTOMMOCTH HejomocTaBlieHHOW mpoxaykuuu. Ilo norosopy Ne 28/12 or 30.04.20  momxHO
MOCTYIUTh Tpoaykiuu (mmdepa) B kon-ee 5000 k.M. Ha cymmy 250000, pakTHIeckn MOCTYIHIO TMPOXYKIIMHA B
koi-Be 4800 kB.M. Ha 240000 pyOineii, 9TO MOATBEPKICHO HAKIATHON KEIE3HOMOPOXKHOM cTaHmuu Ne 566 ot
02.05.20 . B cBs3M ¢ HEAONOCTaBKONH BO3ZHHMKIHM YOBITKM OT HPOCTOS M Ha MEPONPHATHS 110 JMKBHIALMH 3THX
yOBITKOB OBIIO M3pacxomoBaHo pomnosHUTENbHO 4000py6. IMocraBmmk: dupma «bBAH» anpec: r.Mocksa yi.
Kyty3oBckas a.125 ten.158-59-63. upekrop: @.H. Bypkees [Tokynatesnb (COCTaBUTENb NPETEH3HOHHOTO MUCHMA):
¢dupma «Mamay r.Jleaunoropck PT, ym.I'opekoro 56 ten./dakc 5-89-65,p/c Nel2345678910121415002 B Oanke
«Ax-bapcey r.Jleannoropcka Jupextop: M.C. Cretukona, ri1. oOyxrantep [1.0.Kapruna.

3ananue 3.

Ha ocHoBaHMy naHHBIX 3a71aHust 1 0popMUTE OTBET HA NIPETEH3HIO.

Hcnonps3yss npuioxkenue 2 opopMHUTE OTBET Ha MPETEH3MIO COAEpKAalUi ee IOJHOE OTKIOHEHHE II0
MPUYUHE OTIPAaBKH MOJHOTO 00beMa NPOAYKIHH, 4To noaTrBepskaato Hakmannoi Ne 589 or 01.05.20 .




3amanne 4.
Ha ocHoBanuu nanHbIX 3an1anus 2 opopmure MckoBoe 3asBieHHE.
Hcnone3ys npunoxenue 11 opopmure MckoBoe 3asBieHne B ApOUTPaXKHBIN CYI.

[opsinok BeINOJHEHUSI PA0OTHI:

[TpoaHanu3upoBaTh MpaBuiia 0POPMICHHS JOKYMEHTOB MPOPECCHOHATBHOMN NeITSIBHOCTH
(cocTaBUTH ¥ C UCIIOJIB30BAHUEM KOMITBIOTEPHBIX TEXHOJOTUH U B COOTBETCTBUU C TPEOOBAHUSIMHU
I'OCT P 7.0.97-2016 mnpeTeH3MOHHBIE MIChMA U UCKOBBIC 3aSIBJICHUS B TEKCTOBOM PEIaKTOPE
Microsoft Word co Bcemu tpeboBanusiMu opopMIIeHHs, C OTCTyIIAaMH ¥ UHTEPBalIaMu

®opma npeacTaBjieHus padoThI:

Odopminennsie TokyMeHTHI B cootBeTcTBUM ¢ ['OCTom 7.0.97.-2016

Kpurepun oneHku:

OrneHka
WHAUBUAYAJbH
PeSyJ’ILTaTI/IBHOCTL BBITIOJIHCHUA 3aJaHUA bIX
JIOCTOKEHUH,
Gasut
3aaHue BBIMOJIHEHO MOJHOCTHIO, O€3 3aMeYaHHii 5
3ajiaHre BHIMOJIHEHO MOJHOCTHIO, HO UMEIOTCS HECYIIECTBEHHBIC 3aMeUaHMsI 4
3aﬂaHI/IC BBIIMNOJIHEHO, HO UMEIOTCA CYHICCTBCHHBIC 3aME4YaHUs, IMOBJICKIINE K HEBEPHOMY PCUHICHUTIO 3
3a7aHus
3anaHue He BHITIOJIHCHO 2




[Tpunoxenue 10
Tunosas cxema nmucrLMa MPETCH3UA

HaunmenoBanus NpeaAnpuiaTus 3AKA3HOE
Anpec
Ten. Mdakc Komy
I[TPETEH3UA
00.00.0000 NoOO (HameHoBaHWe NocTaBLLMKa)

O B3bICKaHUU HEYCTOWKH 3a
HE/IONOCTAaBKY U YOBITKH

CyMmma npeTeH3uu
pyo.

Cornacno gorosopy (koHTpakty) oT 00.00.0000 Ne Barma opranuzaius noynkHa Obuia
MTOCTAaBHTH MIPOIYKIIUIO
(mepuo MOCTaBKH, CPOK)
B KOJIMYECTBE
(HauMeHOBaHUE) (IWTYK,TOHH,METPOB)
Ha CyMMY pyo.
[Ipoaykuus ¢pakTUYECKH MOCTYIUIA B MEHbIIIEM 00BbEME YTO MOITBEPIKIAETCS

(yxazaTh TpaHCIIOPTHEIIN TOKYMEHT, faTy, No)
Henonocraska cocraBuia 1o LeHe Ha CyMMYy pyo.
(KOJIM4ecTBO)

B cBs13u ¢ HeONMOCTaBKOM y HaC BOSHUKIIM YOBITKH (OT IIPOCTOS, 3aMEHbI MaTepHAJIOB,
yYMEHbIIIEHUs 00beMa MPOU3BOACTBA, U3BMEHEHUS aCCOPTUMEHTA U T.JI.) COTJIaCHO MpUJIaraeMoMy
pacyery.

B cootBercTBHY € 10rOBOPOM (KOHTPAKTOM, 3aKa3oM) BaM HaasIexkuUT yIiaTuTh HEYCTOUKY
B pasMepe % CTOMMOCTH HEJOTIOCTABJIEHHOM NMPOYKIIUHU B
cymMMme py0. a Bcero pyo.

IIpu3HaHHYIO0 CyMMY ITPOCUM NEPEYUCIINTD Ha HAIll pacyeTHBIN cueT Ne

B

(HamMeHOBaHUE OaHKa)
[Ipunoxenue: 1. Pacyer HEYCTOMKH.
2. Konus noroBopa (KOHTpakTa, 3aKa3a)
3. Pacuer yOBITKOB.
4. JIOKyMEHTBI, TOATBEP K JAt0IINe TPUYUHEHHE YOBITKOB.
5. Haknmannas ot Ne
6. Cuer oT «» 20 1. Ne

PykoBoautens npeanpusaTus MOJIUCH N.O0.®amunus

I'maBHBII OyxTanrep MOAINCH N.O0.®amunus



[Tpunoxenue 11
OBPA3EIL UCKOBOI'O 3AABJIEHUA.

HanmenoBanme MMpEaAIpUATUA

Anpec npeanpusTus

NCKOBOE 3ABJIEHUE

00.00.0000

O B3bICKAaHUU HEYCTOMKH 3a HEJIONOCTABKY (IIPOCPOUKY IIOCTABKH)

HIPOAYKLUH

Ilena ncka pyo.

CornacHo 10roBopy (KOHTPAKTY), 3aKJIOYEHHOMY MEX/y HAlIUMU MPEANPUATUAME (3aKa3y,
npuHiaTOMy K ucnojHeHuto) ot 00.00.0000 Ne TBETYUK HPUHSIT 005S3aTEIBCTBO
IIOCTaBUTh B HIPOAYKIMH HA CYMMY pyo.

JlanHast mpoyK1us ObuIa TOCTABJIEHA HE B ITOJIHOM 00bEME
HepnomocraBka coctaBuiia 1o 1eHe (KOJIM4ecTBO) Ha CymMMy pyo.
B cBsi3u ¢ 3TMM Hamu ObLIa 3asiBJICHA IPETEH3US OTBETYMKY OT «_ » 20 1. Ne
KOTOpasi UM OTKJIOHEHA IO MOTUBY
(yKaSLIBaIOTC?[ MNPpHUYHUHBI OTKa3a B YAOBJIICTBOPCHUU, HpCTeHSI/II/I)
OTKa3 OTBETYHKA B YAOBICTBOPECHUHU NIPETCH3UH CYMTaeM HEOOOCHOBAHHBIM T10

CJICAYIOMIUMOCHOBAHUAM
(yKa3BIBaIOTCH 06CTOHT6J’ILCTB3, MOATBCPIKAAIOINC HCKOBBIC TpC6OBaHI/Iﬂ)

Ha ocHoBaHuM M310%€HHOTO MPOCUM ApOUTPAKHBIN CYyJT B3bICKATh C OTBETYUKA
HEYCTOMKY B pa3mepe %, 4TO COCTaBISET pyO. OT CyMMBI HEJIOMIOCTaBICHHON
(HeIomoCTaBIEHHON B CPOK) MPOAYKLUHU (C yUETOM BOCIIOJIHEHUS HEJOMOCTABKU HEYCTOMKA
ymenbiaercs Ha 50% u coctapinseT py0.) u pacxosl o rocnouutuHe 1200 pyo.

[Ipunoxxenue:

1. Konust mpereH3uu ot « »20 r. Ne

2. TloutoBas KBUTAHLKS, BBIIIMCKA U3 PEECTPa MOYTOBBIX OTHPABICHUHN U

T.1. 00 OTCBIJIKE MPETEH3UU OTBETUHKY.

3. OTBeT Ha NMPETEH3HUI0, €CIIU OH MOJIyUYeH.

4. TlouToBasi KBUTAHIIMS, BBIITUCKA U3 PEECTPa MOYTOBBIX OTHPABICHUNA U

T.I. O HAIIPaBJICHUU KOMHUU UCKOBOTO 3asIBIICHUS OTBETUHKY.

5. IlnaTexxHO€ MOPYYEHHE O TIEPEUNCIIEHUH TOCYIapCTBEHHON TIOIUTHHBI.

6. JlokyMeHTBI, paHee PUIIOKEHHBIE K TPETEH3UH, TOITBEPHKIAOIINE UCKOBBIE TPEOOBAHHUS.
7. JloroBop (KOHTpPAKT)

PykoBoguTens npeanpusaTus MOJIHUCH N.O0.®amunus



Paznen 3. Opranuzanust JOKyMEHTO000pOTa
Tema 3.1.
TexHoI0rMsi 1 NPUHIUNBI OPraHU3AIUH IOKYMEHT0000pOTa

IMpakTnyeckas padora Ne 6
CocraBJ/ieHHe 3TaNOB U oNepaunu 00padoOTKH JOKYMEHTOB

ean padoTsi:

OO0pabatbeIBaTh U PACIIPEACIISTH BXOIAIICIO, UCXOASIICIO U BHYTPEHHEIO JOKYMECHTAIIUY.

PeructpupoBaTh TOKyMEHTHI OpPTaHU3AIMA U CTABUTH MX HA KOHTPOJIb UCIIOTHEHHS C UCTIOIh30BAHHEM
ABTOMAaTHU3UPOBAHHBIX CITIOCOOOB 0OPaOOTKH.

Beimoanus padory, Bl Oyaere:
ymems:
OCBaMBaTh TEXHOJOTUH aBTOMATHU3UPOBAHHOIN 00pabOTKH TOKYMEHTALUN

MarepuaJIbHO TeXHUYECKOe o0ecIieueHue:

Pabouas 1 IeKIMOHHAS TETpaIy.

ITepcoHa bHBIN KOMITBIOTEDP, TEKCTOBBIH mporeccop Microsoft Word , Microsoft Excel
JlniakTuueckuii MaTepua, cCXeMbl pabOThI C JOKYMEHTaMH U (JOPMBI PETHCTPALIHH.
HNHTtepreT-pecypebl

3aganue:

[IpoBenuTe 00pabOTKY BXOISIIMX, UCXOASIINX U BHYTPEHHUX JOKYMEHTOB, ONpEACIUTE ONEepalud U
PEKBH3UTHI YYaCTBYIOIIHAE B X OOPaOOTKH.

[IpoBenuTe perucTpanuio TOKYMEHTOB C HCIIOIb30BAHUEM aBTOMATU3UPOBAHHBIX CIIOCOOOB.

Obpabomxy 6x005uux, UCXOOSUWUX U 6HYMPEHHUX OOKYMEHINO8
3adanue 1
OmnpenenuTts MPaBUIBHOCTh TPHEMa U 00PabOTKH TOKYMEHTOIIOTOKOB.
Haiinure Ha BXOZSIIEM, HCXOSIIEM JTOKYMEHTAX, PACCTABICHHBIE PEKBU3UTHI TIOCIIE 00PabOTKH.
PaccTaBbTe PEKBH3WTHI MPABWIILHOW MOCIEAOBATEIBHOCTH W MOKAXKHUTE HX O(OPMIICHHE B TAOJIHIIC .
Haumenosanue peKeuzumos HOKa3amb, KaxK oH evlenaoum

1 | OrMmeTrka o HampaBJIeHUH JOKYMEHTA B IO

2 | OTMeTKa 0 KOHTpOJIE

3 | PaccMoTpeHue JOKYMEHTa PYKOBOAUTENEM (PE30ITFOLIHS )

4 | OTMeTKa 0 HCIIOJTHEHHHU TIOKYMEHTA

5 | OTMeTKa 0 perucTpaiu J0KyMeHTa

3apanmne 2
yCTaHOBI/ITe onepauHH pa6OTI)I C BXOJAIIMMH, UCXOJAIINMHU 1 BHYTpeHHI/IMI/I JIOKYMeHTaMI/I.

Pacrnipenenure onepanun o0pabOTKH IO CXEME U COSAMHUTE MX CTPEIIKAMH.

2.1. B opranuzanuto nocrynuio [IMCbMO or Beiectosmiell opraHu3amnum.
1.IIpueM, npenBapUTENIbHOE PACCMOTPEHUE JOKYMEHTA, IPOCTAHOBKA OTMETKH.
2.Perucrpauus

3. .KoHTposb UCTIONIHEHUS

4. VicnonHeHue J0KyMEeHTa

5 Ilepenaya MCIIOIHUTENIO

6. [ToammBKa TOKYyMEHTOB B JIEIIO

7. PaccMoTpeHne pyKOBOAUTEIEM (PE3OITIOIIHS)

Cxema padoThl ¢ BXOAAIIMM JIOKYMEHTOM



Bun nokymenrtarmun | Otaen qenonpou3BoACTBa | PykoBoIUTENb PykoBoaurens Hcnonaurenb
(cexpeTapn) MIPEANPUSITHS CTPYKTYPHOTO
noipa3iesieHus

BXO 1IN

—— 2

2.2. BBl MOTyYHIId BXOISANIMNA JOKYMEHT MOCIIC PACCMOTPEHHS PYKOBOJUTEIEM OpPTaHU3AIINY, T1IC B
PE30JTIOIMH OBUTO YKa3aHO 3aJ[aHUEe TMOATOTOBHUTH OTBETHBIM JOKYMEHT ( TUCHMO)
1. cormacoBanmue;
2. UCTIOJTHEHHE U TIOATOTOBKA IOKYMEHTA;
3. 3a7aHue 10 MOATOTOBKE JOKYMEHTA;
4.moanucanue;
5. oTmpaBKa M PETUCTPAIHS UCXOISIIETO TOKYMEHTA;
6. perucTpanus BXOIAIIETO TOCIe PACCMOTPEHUS PYKOBOIUTEIIEM;
CxeMa padoThI ¢ HCXOASIIMMHI TIOKYMEHTAMH

Bun nokymenranuu Creranuct otaena PyxoBonurens Hcnonuurens
JEIIONIPOU3BOICTBA OopraHu3aluu

Hcxonsmmit noxyMeHe

YXOAMT B JPYTYIO
OpraHu3alu

2.3.B¥I sABIIsIETECH UCTIOTHUTEIEM T10 MIOPYUYCHHUIO PYKOBOIUTENS CTPYKTYPHOTO TOAPA3ACICHUS , HEOOXOAUMO
nmoarotoButh ( [TIPUKA3).

1- moamMcaHue WK yTBEpKICHHE JOKYMCHTA,;

2.mopaboTKa JOKYMEHTA;

3.cocTaBleHUE TOKYMEHTA;

4.peructpauus;

5.coriacoBaHme;

6. OTIpaBKa WJIN PACCHUIKA MO APYTUM CTPYKTYPHBIM MOIpa3AeICHUM;

7. BusupoBaHue.

CxeMa pa0oThl ¢ BHYTPEHHUM T0KYMEHTOM

Hcnonuurens PykoBonuTtenb CTpyKTYypHOTO Crnenuanuct PyxoBonurens
M0/Ipa3JIeJIeHUs OTtaen 1e70NpOU3BOICTBA OpraHu3alu

Pezucmpayuio 00Kymenmos ¢ ucnoib308anuem agmomamusupO8aHublx cnocob08 KOHMPOIb UCHOTHEHUS
CYIHCEOHBIX OOKYMEHMO8

3aganme 1.

1.IlpesioskeHHbIE JOKYMEHTHI:

A) paccopTHpyiTe Ha pEerucTpUpyEeMbIe U HE PErHCTPHPYEMBI.

B) IlocTaBpTe JOKyMEHTHI HA KOHTPOJb.

[MokaxuTe OTMETKU MIOCTAHOBKH JIOKyMEHTa Ha Y4eT.

2. IlpoBenuTe PErUCTPALIUIO:

BribepeTe mo0yio komnbioTepHyio nporpammy ( Microsoft Excel, Microsoft Access wiu ap.), cosmaiite GopMbI
perucTpanuu, 3aperucTpUpynTe JOKYMEHTBI , @ TAK)KE OCYIIECTBUTE MOUCK JOKYMEHTOB I10 33/IaHHBIM TTapaMeTpaM.




3.2. Ilpe/utoKeHHbBIE JOKYMEHTHI 3apErCTPUPYHTE B KApTOUHOH (opme.

Jluueras cropoHa 4 CPOK HCIIOTTHEHHA OOBOIUTCA KPYKKOM

123456789101112131415(16)17 18 1920 21 22 23 24 25 26 27 28 29 30 31 |5

Koppecnonaent (aetop)

Jara noayaenns Bxoaammit HoMep Jlata goxyMeHTa Ne zokymenTa

3arooBok (0 gen)

Pezomouns

Hcnonuntens (yKassiBaercs GpaMuIHA H HHHIIHATHI)

ObopoTHas cTopoHa

Xoa ucnoaHenus

Ne gena

3amanme 2

HSy‘II/ITe CUTYyallMIO U OIIPEACINTC, UYbU ,I[eﬁCTBPIiI B TAHHOM CJIy4au MOKHO PACLHCHUTDH KaK HpaBI/IJ'IBHLIC?

JlokymeHT nocTynui B opraauzanuio 20 MapTa, yTo ObII0 3aUKCHPOBAHO B OTMETKE O MOCTYyIIeHHH. Yepes nBa 1 (
22 maprta) B KoHIe pabodero mHs crmyx6a JJOY mepemama MOKYMEHT C pE3OINIONUECH PYKOBOAUTEINS CIEIHAIHCTY
cTpyKTypHOTO noapasaeneHus Kupeesy B.I1. gt ucnionnenns. B pesomronun Obu1 yKa3aH CpOK HCTIONHEHUS — 5 THEH.
K 28 mapra Kupeer B.II. moarotoBus OTBETHBIH JOKYMEHT, ojHako ciyxba JIOY mocyurana, 4TO HMCHOJHEHHE
JOKyMeHTa NpocpoyeHo. CenuaiucT ¢ 3TUM He COTTIaCUIICs, TaK KaK ObLI YBEpPEH, UTO MCIOIHUI JOKYMEHT BOBPEMSI.

HOpﬂ)lOK BBIIIOJIHCHU A paﬁon:

ITpoananu3upoBaTh NpaBuiIa OpraHU3aluy JOKYMEHT0000poTa U 00pabOTKH JOKYMEHTOB, ONIPEASIIUTE

oreparuu 00paboTKH JOKYMCHTOB.

HSy‘II/IB (l)OpMBI perucTpanu JOKyMCHTOB U IIpaBUJIa 3al1OJIHCHUA, IPOBCAUTC PCrUCTPALUIO C UCIIOJIb30BAHUEM

ABTOMATU3UPOBAHHBIX texHooruid. [TocraBpTe JAOKYMCHTBI Ha KOTPOJIb.

®dopma npeacTaBjieHUus: padoThI:
OdopmiteHHBIE cXeMBI 00paOOTKH U (POPMBI PETUCTPAIIH JOKYMEHTOB.

Kpurepuu onenkmn:

OneHka
WHAWBHUIYATbH
Pe3yHLTaTI/IBHOCTI) BBITIOJIHCHUA 3aJaHUA bIX
JIOCTOKEHUH,
Gan
3aaHne BBIMOJIHEHO MOJHOCTHIO, O€3 3aMeYaHmi 5
3a1aHre BHIMOJIHEHO MOJHOCTHIO, HO UMEIOTCS HECYIIECTBEHHBIC 3aMEeUaHMsI 4
3aI[aHI/Ie BBITMIOJTHEHO, HO UMCIOTCS CYHICCTBCHHBIC 3aMCYaHUs, MOBJICKIINE K HEBEPHOMY PCHICHUIO 3
3aaHus
3amaHne He BBHITIOJIHEHO 2




IIpakTnyeckas padora Ne 7
IMoaroroBka 10KyMeHTOB 1Jis1 POPMUPOBAHUS U XPAHEHHS eI

Hean paGoTsl:
[To3HakOMHUTBCS ¢ TIpaBUIIAME PACTIOIOXKEHHS TOKYMEHTOB B Jiene, U (OpMUPOBaTh TOKyMEHTA B Jela
C YIETOM CPOKOB XpaHEHHUSI.

Beimoanus padory, Bl Oynere:
ymems:
— OCYIIECTBISITh XpaHEHUE U TIOUCK TOKYMEHTOB;

MarepuajibHO TeXHUYECKOe ODeclievYeHue:

PaGouas n neximoHHasT TeTpay.

IepcoHanbHBINA KOMITBIOTEDP, TEKCTOBBIN mporeccop Microsoft Word
Microsoft Excel

JugakTHaecKuii MaTepual, THIIOBBIE ()OPMEI.

HNutepreT-pecypcbl

3aganue:

IIpoBenuTe OpraHU3anUi0 ONEPATHBHOTO XpaHEHHsA JOOKYMEHTOB M OIPEICIINTE IPaBUIBHOCTh
(hopMHpOBaHUs JOKYMEHTOB B JIeJa.

Onpenenure NpaBUIBHOCTh COOPMHUPOBAHHOTO JIENIa U MOATOTOBJICHHBIX YUETHBIX JJOKYMEHTOB.

3ananue:

1. Ilpoananusupyitme u noachume CIeLyOLUYIO0 CUTYaLUIO.

s ynoOcTBa paboThl Kaxabld cneruanuct, padotatommii B OO0 «Cdepa», 3aBoaut ceOe Mmamnkwu,
Ky/la B TEYEHHE OIpPEICIICHHOTO TMepruoJa BKIAIbIBAET COOTBETCTBYIOIIME IOKYMEHTH. Ha 00moxkax
3aIUChIBAIOTCS (haMIIUS M MHULUAJIBI UCIIOTHUTENS, a TAKKe TE MM MHBIE HAIIPABJICHUS €T0 NEeSTEIbHOCTH,
Harpumep: MBanos I1.P. M3roToBneHNe U yCTaHOBKA PEKIAMHBIX IIIUTOB.

Taxkum o6pa30M, B MAIKS HAKAIJIMBANOTCA pa3JIM4YHbIC JOKYMCHTBI, KaCarOmMECss PCHICHUA AaHHOI'O
BOIIpOCA: NMHCBMAa-TIPEIJIOKEHUA, MHCbMa pPEKJIaMaliy, OTBETHHIE NHCBMa pPA3JINYHBIX OpraHU3alui U
MPENNPUATHIN, TOTOBOPEL, akThl U Ap. Korga NOKyMEHTOB CTaHOBUTCS CIMILIKOM MHOIO, 3aBOJMTCS BTOpas
Marka ¢ aHaJOTMYHOM 3aITUChi0 Ha 00JIOXKKe ¢ To0aBiIeHeM ee HoMepa, Hanpumep: MBanos I1.P

N3roroBnenne u ycTaHOBKA peKJIaMHBIX IUTOB. Ne2 . B KOHIIe rofa nanku ¢ JOKyMEHTaMH IepeatoT
CEeKpeTaplo, KOTOPBIM IOMelIaeT UX B O0IIKH 1Kad, B OTAEICHUS, I1€ XPAHATCS JOKYMEHTHI OTPEIEIEeHHBIX
cnenuanucToB. CocTaB M KOJTUYECTBO IOKYMEHTOB B Ka)KJJOW MalKe HUKEM HE YYUTHIBAIOTCS.

Kak MOXHO oxapakTepu3oBaTh CUCTEMY (OPMUPOBAHHUS JIEN ¥ ONEPATHBHOTO XPaHEHHsSI JJOKYMEHTOB
B obmectBe? Kakum oOpa3oM oHa moJbKHA OBITH OPraHM30BaHAa, YTOOBI MOXKHO OBUIO JIETKO HAaXOIUTh
HYXHBIC TOKYMCHTBI U UCKIIIOYUTHh BO3MOKHOCTb UX HOTepI/I?

2. Cornacho IlpaBunam 2015 odopmure yueTHbIE TOKYMEHTBI AJIS JIEJT
( moxKyMeHTOB) Ha OyMa)KHOM HOCHTEJE:

CocraBbTe BHYTPEHHEIO ONNCH TIOKYMEHTOB:
CocraBbTe JIHMCT-3aBEPUTEIND AeTIa.
OdopMuTh 00JI0KKY JI€T1a IOCTOSHHOTO, JOJITOBPEMEHHOTO XPAaHEHMS. - HCTIONIb3YS yCTaHOBIEHHYIO

popmy.

Ilopsinok BbINOTHEHHS PAOOTHI:
1. Omnpenenute cHOPMUPOBAHHOCTS JIeNa U ITPOIIECC OPTaHU3aIUH.
2. Odopmute JOKyMEHTHI Jera.

@opma npeacTaBIeHUs1 padoThI:
OdopmiieHHBIE TOKYMEHTHI Jea.
Kpurepum ouenku:

Ornenka

Pe3ynbTaTHBHOCTE BBITTONHEHUS 3aaHUS
WHAWBHYATbH




BIX

JOCTHKCHUH,
Gat

3aaHue BBIITOJHEHO MOJHOCTHIO, 0€3 3aMeyaHmit 5

3amaHue BHITOJIHEHO ITOJTHOCTHIO, HO IMEIOTCSI HECYIIECTBEHHBIE 3aMECUaHMUs 4

3anmaHue BHITOTHEHO, HO IMEIOTCS CYIECTBEHHBIE 3aMEUaHMs, IIOBIEKIINE K HEBEPHOMY PEIICHHIO 3

3aJaHus

3amaHne He BBHITIOJIHEHO 2




TexHoJI0rMsl ABTOMATHU3MPOBAHHON 00pPa00TKH JOKYMEHTAIUMN

Tema 3.2.

IpakTnyeckas padora Ne 8

Ilepenaua nndopmanum U cpeAcTBA TeTeKOMMYHUKAIMOHHBIX TEXHOJIOTHII B 3JIEKTPOHHOM
JOKYMEHT0000poTe

ean padoThl:
[To3HaKOMUTBCS C CEpPBUCAMH TEICKOMMYHHUKAITHOHHBIX TEXHOJIOTHIA,

Beimoanus padory, Bl Oyaere:

ymemby:

— OCBauBaTh TCXHOJIOI'NH aBTOMaTHSHpOBaHHOﬁ O6pa6OTKI/I AOKYMCHTAaIUU
—HUCHOJB30BATh TCIICKOMMYHUKAIIMOHHLIC TCXHOJIOTMH B 3JICKTPOHHOM I[OKYMCHTOO60pOTe;

MaTepuajiibHO TeXHHYECKOe o0ecneueHme:

Pabouas u neknuoHHas TeTpanau.
HupakTuueckuili MmaTepuan
[epcoHanbHBIN KOMITBIOTEpP, TEKCTOBBIN Mpoueccop Microsoft Word
HNutepreT-pecypcbl

3aganua:

Saganune 1

Bribepute cucteMbl 3J€KTPOHHOTO JJOKYMEHTO000pOTa METOAOM H3YyUSHHS OTKPBITOH WHPOPMAIIUK B CETH

Hurepner.

MPUBEAECHHOr0 HIDKE alropurMa aerdctsuid. Crenaiite BBIBO.

N3yuute calThl POCCUMCKUX ITOCTABIIMKOB IPOTPAMMHBIX IPOAYKTOB € MCIOJb30BAHUEM

Hazsanue

Crucok
BO3MOKHOCTEM

ITpumepsl
HCIOJIB30-
BaHUs

CKpUHIIOTHI

Buneo-
poauKHU

Jemo-
BEpCHUs

Ilenoo0Opa3ora
HHUEC

Verdox

Optima
Workflow

TE3UC

MOTUB

1C-
JloxymeHTO-
000poT

WSS Docs

BOCC-
Pedepent

DocLogix

3aganue 2.

1. Boiiaure B MHPOPMAIIMOHHO — MOUCKOBYIO CHCTEMY, C KOTOPOIl 3HAKOMBI HJIM KOTOPYIO BHI HCIIONb3YeETe,
W HaluTe ONpeAesIeHus CAeYIOUINX MOHITUI U 3alIUIIUTE B TAOIUILY:

Bunper noHsTHA

Ompenenenre U Ha3HAYCHHUE

SJICKTPOHHAA
1o4yTa

HMHTEPHET —
tenedoHus

TeNneKoH(epeHIus

bopymbl




2.Co3/1aTh CBOIO 3JICKTPOHHYIO MOYTY WJIHM HCIIONB3YHTE yiKe JNEHCTBYIOIIYIO, BHIOCPUTE MOJTOTOBICHHBIC
paHee JOKYMEHTHI (muchMa, mpukasbl.) OtmnpaBbTe 4 3JICKTPOHHBIX JOKYMEHTa CBOUM JpPY3bsSM Ha
AJIEKTPOHHEIC ajipeca. 3aQUKCUPYHTE OTIPABICHHBIC JIOKYMEHTBI CKPHHIIIOTOM .

3. 3aiinure Ha GopyM Kakoro — JuUOO caiTa WM HaWguTe GOpPyM CBOCH CIELUANIBHOCTH M OCTaBbTE CBOM
KOMMEHTApHUH.

3adukcupyiite AEUCTBUS CKPHHIIOTOM.

CocTaBbTe IEKTPOHHBIN OTYET B BHJIE CKPUHIIIOTOB M OTIIPABHTE B CETEBYIO IMAIIKY.

Iopsinok BeIMOTHEHHS PA0OTHI:

Wsyunte xapakrepuctukn u BbiOepure HamOoiee spdextuBHyi0 COJ[ COOTBETCTBYIOUIYIO
COBPEMEHHBIM TPEOOBAHUIM JCIOMPOU3BOJICTBA. 3aMTOIHEHHYIO TaOJIHIy U BBIBOJ BHECUTE B JICKTPOHHBIN
OTYET.

BrimonnuTe paboTy € HCHOJIh30BAHUEM TEICKOMMYHUKAITMOHHBIMU CPEJCTBAMH PE3yJIbTATHI
paboThI BHECHUTE B AIIEKTPOHHBIN OTYET.

dopma npeacTaBjieHus: padoThbI:
OdopMIICHHBII 3JIEKTPOHHBIN OTUET.

Kpurepun oneHku:

OrneHka
WHAWBUAYAJbH
PeSyJ’ILTaTI/IBHOCTL BBITIOJIHCHUA 3aJaHUA bIX
JIOCTOKEHUH,
Oast
3aaHue BBIMOJIHEHO MOJHOCTHIO, O€3 3aMeYaHHii 5
3aiaHre BHIMOJIHEHO MOJHOCTHIO, HO UMEIOTCS HECYIIECTBEHHBIC 3aMeUaHMsI 4
3aﬂaHI/IC BBIIMNOJIHEHO, HO UMEIOTCA CYHICCTBCHHBIC 3aMCUaHus, ITOBJICKIINE K HCBEPHOMY PCUICHUIO 3
3a7aHus
3agaHue He BHITIOJIHCHO 2
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