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1 IIOSAICHUTEJIBHAS 3AIIMCKA

CocrtaB u coaepaHWe MPAKTUYECKUX Pa0OT HampaBlIeHbl HA PEATHM3ALHUIO JEHCTBYIOIIETO
(benepanbHOrO0 rOCyAapCTBEHHOTO O0OPa30BATEIBHOrO CTAaHAApTa CpelHero MnpodeccruoHalbHOTO
oOpa3oBaHUS.

Benymielt nuaakThyecko LENbI0 MPAKTUYECKUX 3aHATHHA  sBIsSEeTCS (OpMHUpPOBaHUE
poecCHOHABHBIX TPAKTHYECKUX YMEHUN (YMEHHM BBINIONHATH OIPEICICHHBIC JEHCTBUSA,
orepaiy, HeoOXOAUMbIE B MOCJIEAYIOMIEM B MPO(EecCHOHANBHON IEATeNbHOCTH) MU Y4EeOHBIX
MPAKTUYECKUX YMEHHA (YMEHHMH pemiath 3aJayd [0 JOKYMEHTallMOHHOMY OOCCIICUEHUIO
yIpaBiIeHUs), HEOOXOTUMBIX B nocieayoein yueOHOI JESTEIbHOCTH 1o
o0menpodecCHOHaTbHBIM JUCIUILITTHAM

B cootBercTtBUM ¢ paboueil mporpamMmoili y4eOHOW AMCIUIUIMHBI «J{OKyMeHTalnoHHOE
oOecrieueHre YIMpaBICHUS» MTPEIYCMOTPEHO TIPOBEACHHUE MPAKTUYECKUX 3aHATHHA. B pamkax
MPAKTHYECKOr0 3aHATHsI OOYYaroIluecs MOTYT BBINOJHATh OAHY HIIM HECKOJIBKO MPaKTUYECKHX
pabor.

B pesynbrare ux BBIOIHEHHUS, 00YJAIONIMICS JOIKEH:
YMETB:
— . opopMIIATH JOKYMEHTAIMIO B COOTBETCTBUU C HOPMaTUBHOI 0a30H, B T. 4. €
HCII0JIb30BaHNEM MH(POPMALIMOHHBIX TEXHOJIOTH;
— HCHOJb30BaTh YHU(PHUIMPOBAHHBIE ()OPMBI TOKYMEHTOB;
MCII0JIb30BaTh TEJIEKOMMYHUKAIIMOHHBIE TEXHOJIOTHH B 3JIEKTPOHHOM JIOKYMEHTOOOOPOTE;;
OcBaMBaTh TEXHOJOTUU aBTOMAaTU3UPOBAHHON 00pabOTKH TOKYMEHTALUU;
OCYULIECTBJIATh XPAHEHHUE U ITIOUCK JIOKYMEHTOB;

ConepxaHne MPaKTUUECKUX 3aHATHI OPUEHTHPOBAHO Ha IMTOJrOTOBKY 00YUYaOLIMXCS K OCBOCHHIO
Npo(eCCUOHATIBHOIO ~ MOJYJISL  MPOTpaMMbl  TOJTOTOBKM — CHELMAIMCTOB  CPEAHEro 3BeHa IO
CIIELIUATIBEHOCTH U OBJIA/ICHUIO HPOeCcCUOHAIbHBIMU KOMIEMEeHUUAMU:

I1K 1.1. O6pabatbiBaTh NEpBUYHBIE OYXTAITEPCKUE JOKYMEHTHI.

IIK 1.2. Pa3zpabaTeiBaTh M COTJIACOBBIBATH C PYKOBOACTBOM OpTaHHU3allMM pPaOdOUYWi TIIaH
CUETOB OYXTaJITEPCKOI0 y4eTa OpraHu3aIiH.

I[IK 2.1. ®opmupoBarh OyXrajirepckue MPOBOJKM IO YYE€Ty MCTOYHMKOB aKTHUBOB
OpraHu3alKi Ha OCHOBE pab0Yero IiaHa CYeTOB OYXTaJITepCKOTo yyera.

[IK 2.2. BpINOAHATH MOPY4YEHHs] PYKOBOJCTBA B COCTaBE KOMMCCHM IO WHBEHTAapH3alUU
aKTUBOB B MECTAX UX XPAHEHUS.

IIK 2.6. OcymecTBnsth cOop HHGOPMAIUHU O AESITEIbHOCTH O0bEKTa BHYTPEHHET0 KOHTPOJIS
T10 BBITMOJIHEHUIO TpeOOBaHUN MPAaBOBOM M HOPMATUBHOM 0a3bl U BHYTPEHHUX PETJIAMEHTOB.

[IK 2.7. BbINONHATH KOHTPOJBHBIE MPOLEAYPhl U HMX JOKYMEHTHUPOBAaHUE, TOTOBUTH M
o(opMIIATH 3aBepILAIOIINE MaTePHAJIbl IO Pe3yJIbTaTaM BHYTPEHHETO KOHTPOJISL.

I[IK 3.2. OdgopmisiTh miaTeXKHble AOKYMEHTHI Ui MEPEYUCIICHUS HaJIoroB U cOOpOB B
O10/1KeT, KOHTPOJIMPOBAThH MX MPOXOXKACHUE 110 PACUETHO-KACCOBBIM OAHKOBCKHUM OIIEPALIUSIM.

I[IK 3.4. OdopmnsiTh IulaTeXHbIE JOKYMEHTHl Ha IEPEUYHCIIEHHE CTPaxOBbIX B3HOCOB BO
BHEOIO/KETHbIE (DOHIBI M HAJOTOBBIE OPraHbl, KOHTPOJIMPOBATh UX MPOXOXKJIEHHE MO PACUETHO-
KacCOBBIM 0AaHKOBCKHUM OIEPALUSIM.

IIK 4.2. CocraBnsath (opMmbl Oyxrantepckoil ((pMHAHCOBOW) OTUETHOCTH B YCTaHOBJICHHBIE
3aKOHO/IATEIbCTBOM CPOKH.

IIK 4.3. CocraBasaTh (OTYETHI) U HAJIOTOBBIC JEKIapalliy MO HalloraM U cOopam B OIODKET,
YUNUTBHIBas OTMEHEHHbIN enuHblil counanbHblii Hanor (ECH), oTdersl mo cTpaxoBbIM B3HOCaM B
rOCyJJapCTBEHHbIE BHEOIOJKETHbIE (OHIBI, a Takke (QOPMBI CTATHCTUYECKOM OTYETHOCTH B
YCTaHOBJIEHHBIE 3aKOHOAATEIBCTBOM CPOKH.



IIK 4.6. Ananu3upoBaTh (UHAHCOBO-XO3SIMCTBEHHYIO NESITEIBHOCTD, OCYIIECTBIIATh aHAINA3
uHpOpMaINY, TOTYYEHHOW B XOJ€ MPOBEACHHUS KOHTPOJIBHBIX MPOLEAYP, BBISIBICHUE U OLEHKY
PHUCKOB.

IIK 4.7. IIpoBOIUTP MOHUTOPUHI YCTPAHEHHS MEHE)KMEHTOM BBISBJICHHBIX HapyLLEHHUH,
HEJOCTaTKOB U PUCKOB.

1K 6.2. BecTr kaccoByI0 KHUTY C COOCTBEHHOH KaCCOBOW OTYETHOCTHIO.

OK 01 Bri6upats criocoObl pemeHus 3a1a4 NpopecCHOHATBLHON AEATEIIbHOCTH IPUMEHHUTEIBHO
K Pa3JINYHbIM KOHTEKCTaM.

OK 02 OcymiecTBiiTh MOUCK, aHAIW3 M HHTEPHNpETalnio HH(POpMAIH, HEOOXOIUMON s
BBINOJIHEHUS 3a/1a4 IPO(PECCUOHATILHON JAEATEIbHOCTH.

OK 03 IlmanupoBaTh M peaJH30BBIBATH COOCTBEHHOE NPO(PECCHOHATBHOE U JIMYHOCTHOE
pa3BUTHE.

OK 05 OcymiecTBisiTh YCTHYIO U NUCbMEHHYIO KOMMYHHKAIMIO HAa TOCYJIApPCTBEHHOM SI3bIKE
Poccutickoit deneparuu ¢ y4eToM 0COOCHHOCTEH COMATIBHOTO U KYJIBTYPHOTO KOHTEKCTA.

OK 09. Ucnonp3oBaTh HHPOPMALMOHHBIE TEXHOJIOTHH B TPOPECCUOHATBHOMN eATEILHOCTH.

OK 10 Ilonb3oBarbcsi Npo(ecCHOHANBHOM JOKYMEHTaluueil Ha TOCyJapCTBEHHOM H
MHOCTPAHHOM fI3bIKAX.

BrimonHeHne 00y4Jaronmxcst MpakTHYeCKUX U/WIH 1a00paTOpHBIX padoT 1Mo yueOHOo#
nucuuiuinHe «JlokymMeHTanHoHHOe ofecrieyeHne YIpaBjaeHus» HAlPaBJICHO Ha:

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

- (GopMUpOBaHME YMEHUN MPUMEHSTHh IOJYyYEHHBbIE 3HAHUS Ha IPaKTUKE, pealu3aliio
€IMHCTBA UHTEIUICKTYAJIbHOW U MPAKTHUECKOW JACATEIbHOCTH;

- (QopMmupoBaHWE W pPa3BUTHE YyMCHWIA: HAONIONaTh, CPABHHUBATH, COIOCTABJIATH,
aHAIIM3UPOBATh, JIENIATh BBIBOJIBI U 0000IICHHSI.

- BBIPAaOOTKY NpHW PEIICHUH IOCTABJICHHBIX 3a/1a4 MPO(PECCHOHATBHO 3HAYMMBIX KadyecTB,
TaKUX KaK CaMOCTOSITEIbHOCTh, OTBETCTBEHHOCTh, TOYHOCTbD, TBOPUECKAsI HHUIIUATHBA.

HpaKTI/I‘leCKI/Ie 3aHATHS TIPOBOIATCA ITOCIIC COOTBCTCTBYIOH_[eﬁ TCMbI, KOTOpas obecrnieunBacT
HaJIM4ne 3HaHHi/JI, HCO6XOI[I/IMBIX JJIs1 €€ BBIITIOJIHCHUA.



2 MEPEYEHb TIPAKTUYECKHWX 3AHATUIA

Paznensr/Tembl TeMbl npakTHYeCKNX/1a00PaTOPHBIX 3aHATUI Konuuects TpeboBanus
0 9acoB @I ocC CI1I0
(ymets)
Pazgen 1. OOmas xapakTepUCTHKA JOKYMEHTAIMOHHOTO 00CCTICUeHHs YIPaBICHHS 2 V1; V2
Tema 1.2. Odopmienue [paktraeckas padora Ne 1. OdopmieHre peKBU3UTOB 2 V1; V2
JOKYMCHTAIIK B COOTBETCTBUH | 00ECIICUNBAIOIINX IOPUANICCKYIO CHIIY JOKyMEHTaM v.02.5;¥.03.1;
¢ HOpMAaTUBHOH 0a30if OdopmiteHre pa3TUIHBIX BHIOB OJIAHKOB U v.03.2.
¢dopmymspa - obpasma ¥.05.3;
¥10.3;
Paznen 2. CucteMbl JOKYMEHTAllMOHHOTO OO€eCTIeueH s YITPaBICHHs 8 V1; V2
Tewma 2.1. YandunupoBaHHas IIpaktnyeckas pabora Ne 2. Paspaborka u 2 V1;V2;
cHCTEeMa OPTaHU3aIMOHHO - odopMIIeHIEe paCTIOPSIUTEIHHBIX JOKYMEHTOB V.01.1; Y.01.4;
paciopsaaIuTeabHOM ¥.02.5; ¥.05.3;
JOKYMEHTaluu ¥.09.3;
[paxtraeckas padbora Ne3. Pa3paboTka 1 oopmireHUE 2 V1;V2;
CIpaBoOYHO —  MH(GOPMAIMOHHBIX  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;
JloKkyMeHTaI¥s [0 TPYAOBBIM JIOKYMEHTAIIH 1o JUYHOMY COCTaBy c V.01.1; Y.01.4;
OTHOLIEHUSM WCTIOBF30BaHNEM YHH(DHUITUPOBAHHBIX (POPM ¥.02.5; ¥.05.3;
v¥.09.3;
Tema 2.3. [paktnyeckas pabora Ne 5. CocraBneHne U 2 V1;V¥2;
JoxyMeHTanus opopMmiicHHE IOKYMEHTOB IO TIpodeccCHOHAITEHON V.01.1; ¥.01.4;
po¢eCCHOHATBHOM JeSITeIbHOCTH (IOBEPEHHOCTH, MPETEH3UU H MCKOBEIC ¥.02.5; ¥.05.3;
JIeATEeITLHOCTH 3asBJICHNSA). ¥.09.3;
Pasnen 3. Opranu3anst JOKYMEHT0000poTa 6
Tema 3.1. TexHonorus u [pakTraeckas pabora Ne 6 2 V4
TIPUHIIUITBI OPTaHU3AINH CocraBjieHUE 3TAIOB U omepalu 00padoTKH v¥.01.4; ¥.01.11;
JIOKyMEHTO000pOTa JIOKyMEHTOB. ¥.02.5;¥.03.2;
¥.09.3.
[pakTuyeckas padora Ne 7 2 VY5
IToaroroBka JOKYMEHTOB AJisi (GOPMUPOBAHUS U v¥.01.4; ¥.01.11;
XpaHeHus Jel v.02.5;¥.03.2;
¥.09.3.
Tema 3.2. [pakTraeckas padora Ne 8 2 V3; V4,
Texnomorus Hepeﬂaqa I/IH(bopMaLH/IPI U CpEACTBA v.01 4, V.01.1 1,
aBTOMAaTHU3UPOBAHHOM TEJIEKOMMYHHUKAIIMOHHBIX TEXHOJIOTHH B 3JIEKTPOHHOM V.02.5; ¥.03.2;
00paboTKK JOKyMEHTAIN! JIOKyMEHT0060pOTE ¥.09.3.
UTOI'O 16




3SMETOAUYECKUE YKA3AHUSA

P a3qIciI 1. 06]]_[8.5[ XapaKTCpUCTUKAa NOKYMCHTAIlTUOHHOT'O obecrneucHUs yHpaBJICHUA

Tema 1.2.

OdopmiieHue TOKyMEHTAMHM B COOTBETCTBHH C HOPMATHBHOM 0a30ii

IIpakTnueckoe 3ansaTne Ne 1

. OdopmiieHne peKBU3UTOB 00eCIIeYMBAKIIMX IOPUANYECKYIO CHITY TOKYMEHTaM
Odopmiienue pa3Iu4HbIX BUA0B 0JIaHKOB M (popMyJisipa - oOpa3ua

Uenb pabotbi:

— Hayuutsest 0hOpMIIATh PEKBU3UTHI yCTAHABIMBAIONINE OPHIUYECKYIO CHIIy JOKYMEHTOB B
cootBeTcTBHH ¢ AehcTByromuM 'OCTom 7.0.97.-2016.

—HSy‘II/ITb PpacCriojioKCHUEC PpPCKBU3UTOB U TI'pPaHHIbL

30H OpraHru3alluOHHO-PACTIOPAAUTCIIEHOI'O

nokymenTa Ha gopmate A4 cormacao 'OCT P 7.0.97.-2016.
— Hayuntecss mpoekTHpoBaTh ONAHKH JOKYMEHTOB B coOTBeTcTBHH C nedcTBytommM ['OCTom

7.0.97.-2016.

BbinonHue paborty, Bbl 6yaeTe:

yMmemby:

—  0(QOpMIIATh TOKYMEHTALIUIO B COOTBETCTBUM C HOPMAaTUBHON 6a30H, B T. 4. €
HCII0JIb30BaHNEM MH(POPMALIMOHHBIX TEXHOJIOTH;
— HCHOJb30BaTh YHU(DUIIMPOBAHHBIE ()OPMBI JOKYMEHTOB

MarepuanbHoe obecneueHue:

I'OCT P 7.0.97-2016.
nHpOpMAINH,

«Haunonaneueiii crangapt Poccuiickoit ®enepamuu. Cucrema CTaHIApTOB IO
OmbIMoTeYHOMY W W3HaTelIbcKOoMy Jeny. OpraHM3alliOHHO-PACTIOPSANTENbHAS JTOKyMEHTAIIUS.

TpeboBaHus K 0OPMIICHHIO JOKYMEHTOB"
Paboyas u nexmoHHast TeTpaau.

Junaktuueckuii MmaTepua

[NepcoHanbHBIN KOMIBIOTEP, TEKCTOBBII Mpoueccop Microsoft Word

3apaHuneNel:

Ha ocHoBanuu 3aanuii ohopMuTE PEKBU3NUTHI, 0OECTIEUNBAIOIINE IOPUANIECKYIO CHITY JoKyMeHTaM. UToOs! ohopMuTh
pexBusuthl Henonb3oBath ['OCT u pepakrop Microsoft Word ¢ cobmogeHneM BceX OTCTYIIOB M HHTEPBAJIOB.

ConeprxaHue 3aJaHus BapuasTs
3aganue 1: Bapuanm 1

Odopmure HanMeHoBaHue | 3A0, opraHu3alMoHHO-TIpaBoBast Gopma npeanpuatus «FOpuc-Kou».

OpraHM3allii B  COOTBETCTBUH | Bapuanm 2

ycraBa u npaBuiIbHOTO | OpraHuszamys rOCYIapCTBEHHOIO THUIA Bcepoccuiickuit Hay4HO

PacTIoNIOKeHHS YacTeil peKBU3UTA: | MCCIENOBATEIbCTKUN HHCTUTYT JOKYMEHTOBEIACHHUS U apXWBHOTO Jela,
nonguunsercs  ®denepanbHomy  areHctBYy POCAPXUB  moxer  umerh
cokpateHHoe HaumeHoBanue BHUMJIA L.
Bapuanm 3

MocBonokaHall OTHOCHTCS K TUITy TOCYJApCTBEHHOIO YHUTApHOIO HPEANPUATUS
no r.Mocksa.

Bapuanm 4

MUHHCTEPCTBO  CTPOUTENBCTBA, APXUTEKTYPHl W IKIIUIIHO-KOMYHAJIBHOTO
XO3sTCTBA, TpH AgMuHUCTpanuu PocToBckoit obmactu.

3ananue 2
Odopmure Ha3BaHHE BHJA
JIOKyMEHTa M 3aroJIOBOK K TEKCTY
STOr0  JIOKyMEHTa,  YIOTpeOuB
HYKHBIH MaJex:

Ina 1 sapuanma

1. [Tpukas o BBEACHUH WHCTPYKIIUHU IO TPOTUBOTIONKAPHOH O€30MMaCHOCTH;

2. IIpoToko 3aceiaHMs COBETA IO MPOPHUIAKTHKE TPaBOHAPYIICHUH;

Ina 2 sapuanma

1. CrpaBka 0 COCTOSIHAM pa0OTHI OTJENIA JAEIOMPOU3BOJICTBA 110 PACCMOTPEHUIO
3asBJICHUH, JKaJI00 U MPEIIIOKECHUH rpaXIaH;

2. JIoKHOCTHAsi HUHCTPYKLHS O CHEIUAIUCTe 3€MEIbHO-UMYIIECTBEHHBIX
OTHOIICHMI;




3ananue 3 Bapuanm 1

Odopmure Jary n | 1. Ecim odopmisiioT mpuka3 HO OCHOBHOW JIESTEIBHOCTH — HPOJOJIBHBIM
perucTpaoHHbINH HOMEp | pacrojio)KEHHEM PEKBH3HTOB.
JIOKyMEHTa 2.Ecnu oopMIISIIOT OTYETHBINH JOKYMEHT KOTOPBIIf OTHOCUTBCS K OyXIaJTepCKOM
JIOKyMEHTAIHH.
Bapuanm 2.

1. Ecnin 0opMIISIOT TOTOBOPHOM TOKYMEHT. ( KYIUTH-IIPOJIAXKH)

2. Ecriit 0opMILTIOT TOKYMEHTALIUIO JITYHOTO COCTaBa

Bapuanm 3

1. Eciin moroToBUiM AL OTIIPAaBKU OTBETHOE MHCHMO HA BXOJSIIEE.
2.Ecnm moArOoTOBHIIN CIIPAaBKY C MecTa paboTEHI.

3aganue 4 Bapuanm 1.

Odopmure Tpud yTBEpKICHAS 1.Ecnu moAroTOBHIIM aKT MHBEHTAPU3AIIUI
2. Ecam noarotoBwiM YcCTaB  HErocyJapCTBEHHOTO  00pa3oBaTEIIbHOTO
YUpEXKICHUSI.
Bapuanm 2.

1.Econ MOATOTOBWIN JOJLKHOCTHYIO MHCTPYKIIUIO CIICUAJIUCTa
2.Ecion NOATrOTOBHUIIM  IIOJIOKCHHC 00 OopraHusanu, KOTOPOC ABJISACTCA
TMPUIIOKCHUCM K pACTIOPAAUTCIIBHOMY JOKYMCHTY.

3aganne 5 Bapuanm 1.
OdopmuTe peKBU3HUT TOATNCH 1. Ecau noocomosunu npukas no OCHOBHOU 0essmebHOCmu
2. Eciu noozcomosunu axm
Bapuanm 2

1. Ecau noozomosunu npomoko.n coopanus
2.Eciu noocomosunu eapanmuiinoe nucomo

3apaHuaNe2:

1. OrBerpTe Ha BONIPOCHI ¥ ONPEHCIHTE COCTAB M MOPAIOK PACIOJOKCHHS  PEKBH3HUTOB OJaHKOB
npenycmorpeHHsIx [[OCTowm 7.0.97.-2016. 3anumure B Tabauy.

BO]'[pOCbI H OTBETHI

B coorBercrBuu ['OCT P 7.0.8-2013 «Cucrema CTaHIapTOB 10 UHPOPMALIUU, OUOIMOTEIYHOMY U H3IaTCILCKOMY JCITY.
Jlenonpon3BoICTBO U apXUBHOE JeN0. TepMHUHBI U OTIPEACTICHAY.
OTBeTbTE HA BONPOCHI:

PexBm3uroMm JAOKYMCHTA HA3bIBACTCA - ...

DopmynsipoM-00pa3LoM TOKYMEHTa Ha3bIBAIOTCSI

bnank JAOKYMCHTA -

B coorBerctBuu ['OCT P 7.0.97-2016. «Hanunonansusiit cranaapt Poccuiickoit denepannu. Cucrema craHAapTOB IO
uHpOpMAUHY, OHOIMOTEYHOMY W U3JaTeNbCcKoMy Jneiny. OpraHn3alMOHHO-PACTIOPSONTENbHAS —TOKYMEHTAIHUS.
TpeboBanus K 0QPOPMIICHHUIO JOKYMEHTOB"

Onpepnenute peKBU3UTHI OJIAHKOB.

biank nuceMma:
A) TIOCTOSTHHBIC PEKBU3UTHI-
b) nepeMeHHbIE U AOMIOJHUTENbHBIE PEKBU3UTHI -

BbnaHk KOHKpPETHOTO BU/a TOKyMEHTa:
A) IOCTOSTHHBIE PEKBU3HUTHI-
b) nepeMeHHBIE PEKBU3UTHI-

2.CripoexTupyiiTe 00muMi OIAHK C MPOJOJILHBIM PACIIONOKEHHEM, OJIAHKU VIS TIMCEM C YIJIOBBIM M
MPOJOJIBHBIM PACIIONOKEHHEM W OJIaHK MPHKa3a ¢ MPOJI0JbHBIM PACIIONIOKEHUEM ITOCTOSHHBIX PEKBU3MTOB
JUTsl IEPEYUCIICHHBIX HIKE OpraHu3alliid ¢ OrpaHUYUTEIbHBIMI OTMETKAMH ISl PEKBU3UTOB.

Neo HammeHoBaHue OopraHunsaunu CnpaBoulele AaHHbIE o6 opraHnsauu1un

n/n

1 Bcepoccninckunii HayuHo- yi1. [Ipodcoro3nast, 1.82 ropon Mocksa, 117393 Texn./dakc (095)
NCCNe0BaATENbCKUIT UHCTUTYT 7187874 E-mail: mail@vniidad.ru

OOKYMEHTOBEAEHUA N aPXMBHOIO
aena, nogumHatowmiica POCAPXUBy
OKMO 02842708, OrPH
1027700380795, MUHH/KMM
7008032140/702001001

2 T'ocynapcTBeHHBINH IPOEKTHBIH V. Hwxkuss [lepBomaiickast, 1.46 ropox Mocksa, 105203




OKIIO 02842708
OI'PH 1027700380795

MHH/KNN 7708033140/771001001

WHCTUTYT Ten. (495) 27523 23
CAHTEXIIPOEKT, nonunnsronuiics ®axc (495) 27512 12
T'ocerporo Poccun E-mail: santeh@gs.ru

3 OTKpBITOC aKIIMOHEPHOE 00IIECTBO OxkTa0pbckoe mocce, 4.9, ropon
«BOJIT'OJIOHCKUI Bonronouck, PocToBckas o0t
XJIEBOKOMBUHAT» 347340
OKIIO 23132807, ten./¢akc: (86392) 6-61-13
OI'PH 1821800370797, E-mail: bublik@com.ru

WHH/KIIIT 3408032140/342001002

4 OTKpEITOE aKIIHOHEPHOE 00IIECTBO V. Ocroxenka, 27 Mocksa, Poccms, 121002 Temn./daxc (495)291 35

«9TAJIOH» OKIIO 45464501, OTPH 79 www.rrc.ru
1068713089571 MHH/KIIII
6164054471/81702003

[Mopsinok BeINOJIHEHUSI PA0OTHI:

Uzyuure TeopeTruueckuii MaTepuan mo pa3padoTKe OJaHKOB, MPH MPOCKTHPOBAHHH HCIIOJIB3YHTE

npmnoxkenust 'OCTa 7.0.97.-2016.

Ucnonezys 'OCT P 7.0.8-2013 «Cucrema crangaproB no uH(opManmu, OHUOIHMOTEYHOMY U
U3aTeIbCcKOMy Jely. Jlelonmpou3BOACTBO U apXWBHOE Jeno. TepMuHBI M ompeneneHusi»- OTBeTbTe Ha
Borpockl. Omnpenenure COCTaB W MOPSIOK PACHOIIOKECHUS

I'OCTom 7.0.97.-2016.

CrpoexTupyiiTe o0umii O1aHK, OJaHK MUChbMa, OJIAaHK KOHKPETHOTO BHJA JOKYMEHTa C COOJIIOJICHUEM

BCEX OTCTYIIOB ¥ HHTEPBAJIOB/

OdopmuTh PeKBU3UTHI B paboueii TeTpaan U B TeKcToBoM Tporieccope MS Word ¢ cobmonennem

BCEX OTCTYIIOB Y UHTCPBAJIOB.
®opma npeacTaBJIeHUsS PadOTHI:
OdopmieHHbIE PEKBU3UTHI B YCTAHOBJICHHOM HOPSIIKE

OdopmieHHble OJaHKH JOKYMEHTOB

Kpurepuu onenkmn:

PEKBU3UTOB OJAaHKOB IPelyCMOTPEHHBIX

Pe3yJ'II)TaTI/IBHOCTI) BBITIOJTHCHHS 3aJ1aHUSA

OneHka HHANBUAYAIBHBIX JOCTIKEHUH, Oat

3aaHue BBIMOJIHEHO MOJHOCTHIO, O€3 3aMeYaHmi 5
3a/1aHne BBIMOIHEHO TOTHOCTHIO, HO UMEIOTCSI HECYIIIECTBEHHBIE 4
3aMcUyaHuAa

3aaHre BBHIMOJIHEHO, HO UMEIOTCS CYIIIECTBEHHBIE 3aMeyYaHusl, 3
MOBJIEKIINE K HEBEPHOMY PELICHMIO 3aJaHHs

3agaHue He BHITIOJIHCHO 2




PaB}.‘LeJ’I 2. Cucremsl JAOKYMCHTAIIUOHHOT'O obecreueHuUs YIpaBJICHUA
Tema 2.1.
YHu(pUUHMpPOBaHHAA CHCTEMA OPraHU3aLMOHHO - PACHIOPAAUTEIbHON JOKYMEHTALNH

IIpakTnyeckas padora Ne 2.
PazpaboTka u opopMiieHre paciOPpSiAUTEIbHBIX JOKYMEHTOB

Iean padoThl:
HayguTscst cocTaBisaTs 1 0OpMIIITh pactiopsauTeNbHbIe JOKyMeHTHl B cooTBeTcTBUH ¢ [[OCT P
7.0.97 - 2016
Beimoanus padory, Bl Oyaere:
ymemu:
—  oopMIIATH JOKYMEHTAIIUIO B COOTBETCTBUH C HOPMATHUBHOM 0a30ii, B T. 4. C
HCIOJIb30BaHNEM WH(POPMAITMOHHBIX TEXHOJIOTHIA,
—  HCIOJIb30BaTh YHU(PHUIIMPOBAHHBIE (POPMBI IOKYMEHTOB

MatepuajibHO TeXHHYecKoe o0ecreyeHue:

Pabouas 1 IEKIMOHHAS TETPaIy.

JupakTuyeckuil MaTepuan

[lepconanbHBI KOMITBIOTEP, TEKCTOBKIH mpotteccop Microsoft Word

O6pa3ipl ToOKyMEeHTOB (MakeT) pacnopsauTensHoro nokymenta ([Ipunoxenue 1, 2,3.)

3apaHue:

OdopMHTh pacHoOpsAUTEIbHBIE JTOKYMEHTBI C HCIIOJb30BAHHEM KOMIIBIOTCPHBIX TEXHOJOTHA H B
cootBeTcTBuM ¢ TpeboBanusivu ['OCT P 7.0.97-2016

— MpHKa3 110 OCHOBHOM JEATENBbHOCTH, PACHOPSDKEHHE , PELICHUE, yKa3aHUe ¢ COOJIOACHUEM BCEX

OTCTYIOB ¥ HHTEPBAJIOB

Ne
n/n

Ucxonnsle nanHbIe

1

3aganue 1

B ¢dopme npukaza HeoOXoAMMO BBECTH WHIECKCHI NMPEANPHUATHH M OpraHU3anuii oObEJUHEHMS, B LEIAX
YIIOPSIOYCHNST OpTaHM3alMi yIpaBIeHHS B OOBEJMHEHMHM M B COOTBETCTBMM C yKazaHueM Munuctpos P® ot
00.00.00. Ne 423. ITPUKA3BIBAK): O0wenuuennto nmpucBouTth nuaeke — 51. [lpu nepenncke B coorBercTBun ¢ CTII
39.00.25 «Opranuzanus AeTONPOU3BOACTBA B 00beanHeHNH «CTPOWTEXHMKa», a TaKXKe JUId ydeTa M PEeruCTpaluu
pa3pabaTbIBaeMbIX CTaHJAPTOB MPEANPHUATHS IPUCBOUTH MNPENNPHATHIM cienyromue uHiaekcel: 50 — 01 —
SIpocnaBcKOMy PeMOHTHO-MeXxaHuueckoMy 3aBoay; 51 — 02 — Biragumepckomy CKB; 51 — 03 — HoBouebakcapckomy
3aBony «Pemctpoitnopmanny. KoHTposb 3a ucmoHeHneM MpuKas3a Bosnaraercs Ha kaHuemsiputo (T. KoponeBy B. A.).
I'enepanbubiii nupextop A.I1. UBanos. B neno 1 — 3 — 6. C. C. Ilerpos.

3aganue 2

Odopmuts pacniopspkerrne Ne 137 ot 10.03.20  rmaBHOTO HH)XEeHepa MOCKOBCKOTO CTaHKOCTPOHUTEIBHOTO
3aBojga «Texmam» J.M. ConnueBa «O BHenpenun crtanpapra OPJI CTII 02-601» Ha ocHOBE NpeIIOKEHHBIX
00pa3noB B npuiokeHnu 3 u 4.
B pacnopsiautensHoi yacT ykaszath 4 MyHKTa:
1. O Beegpenmu cragmaptra OPJI CTII 02-601 Bo Bcex ciyx0ax, Ha ydYacTKaX M B CTPYKTYPHBIX
nojpaszaenenusix 3asojaa ¢ 01.04.20 .
2. 06 oprammsanuu 3aHsaTuil mo uzydenuto CTIT 02-601 co crenuanucraMyd U MHXEHEPHO-TEXHOJIOTHYECKUM
nepcoHaitoM (¢ ykazannem «Komy» U ¢ Kakoro gucia)
3. O6 opranmzanmuu THpaxupoBaHus OmaHkoB OPJl, THUMOBBIX TEKCTOB M YHHUQUIMPOBAHHBIX (opM (c
ykazaaueM «Komy?»)
4. KoHTpos 3a ncnoTHeHneM pacropsKeHUS BO3JIOKHUTD Ha 3aMECTUTENS TUpeKTopa 1mo oouiiuM Bompocam ML.K.
Bupoga.
IIpocraBurs Bu3y ropuckoHcynsta ILK. JlyHoBa
[TocraBuTh 0TMETKY 00 HcnonHuTENe. Mcnonnurenem ssisiercst XKypasiesa tenedon 308-34-16

3ananue 3.

Otkpoiite cnpaBouHOo-npaBoByl0 cucreMy KoncyneranTt Ilmoc, ucnons3ys Kaprouky noucka, Haiiaure
pewenue (cM. pasznen YensOunckas odnacts). CkonupoBaTh HalEHHYI0 MH(GOPMAIMIO B TEKCTOBBIH IPOIECCOP.
Odopmure pemenue. Coxpanure padoty B daitie nox umeHem «Pemenuey.




4 3ananue 4

OtkpoliTe crnpaBo4HO-TIpaBOBYI0 cucrteMy KoHcynbrant Ilnroc, HaiianTe npuka3 o NpPOBEACHUH
unBeHTapuzanuu (popma MHB-22), oTkpoiite ee ¢ moMomplo TabIMYHOTO Ipoleccopa M 3aloJHUTE Ul CBOEH
opranuzanuu. Coxpanure paboty B daiine nox umeneM «[Ipumep 06 MHBEHTapU3ALUNY.

5 3aganue 5
Odopmure ykazaHue B TEKCTOBOM MPOLIECCOPE, PACCTABIIAA peKBU3UTHI cormacHo 'OCT
OAOQO "3enurt"

Hupekrop
Busel

s cocTaBneHus rpaduKa MOCEIeHUH KypCOB MOBHIMICHHS KBaTUpHUKANY B ieprox ¢ 1 urons 2014 r.

MMPEAJIAT AIO:

1. PykoBoaMTENSIM OTIENOB MPEACTABUTH CEKPETAPIO CIIUCOK COTPYIHUKOB, JKENAIOMIUX MPOUTH KYpCHI
NOBBIIIEHUs KBanpuKkanuu. Cpok MpecTaBlIeHNs CITIUCKOB - 10 25 mas 2008 .

2. CexpeTapro COCTaBUTh €INHBIH CBOIAHBIA CIIUCOK COTPYAHUKOB, JKEJIAIONINX MTPOHTH KypChI
TIOBBILICHUSI KBTH(UKALNK, ¥ IPEACTAaBUTH ISl YTBEP)KACHUS HAYaJIbHUKY OT/esa KaapoB. Cpok
npeacTaBieHus cnucka - 27 mast 2014 r.

01.05.2014 Ne45

YKA3AHUE
Cosera yupenurenei
O nopsinke HampaBICHUSA
Ha KypChI MOBBIILICHUS KBATM(PUKAIHN

Mpumeuanue: OgopmseHue U pacronoN(eHUe pPeKsusUmos peweHuUs, YyKAa3aHUs ocyulecmenaemcs
QHA02UYHO MPUKA3Y UAU PACTIOPAXEHUIO.

opsinoxk BeINoJIHEHUsI pa0OThI:

Nzyuure TeopeTrueckuii MaTepuai mo opopMICHUIO paCTIOPSAUTENBLHBIX JOKYMEHTOB 1
PacIoIoKEHUE PEKBU3UTOB.

Odopmure TOKYMEHTHI B TeKcTOBOM peakTope Microsoft Word co Bcemu TpeGoBaHusIME
oopmIiieHus, ¢ OTCTyIIaMu ¥ UHTEPBaJIaMHU.

dopma npeacTaBjIeHUus: padoThI:

Odopmnennsiii fokymeHT B cootBeTcTBuu ¢ I'OCTom 7.0.97.-2016

Kputepun onenkmn:

OrneHka
I/IH)II/IBI/I]lyaJ'lBH
Pe3yHBTaTI/IBHOCTB BBIIIOJIHCHUSA 3aJaHUA bIX
JIOCTHOKCHUH,
Oan
3aaHue BHITIOJIHEHO MOJIHOCTHIO, 0€3 3aMeuaHui 5
3aaHue BBIMOJHEHO MOJIHOCTHIO, HO MMEIOTCSI HECYIIICCTBEHHBIC 3aMESYaHMUs 4
33.}13HI/IG BBIINTIOJIHCHO, HO UMCIOTCS CyHICCTBeHHBIe 3aMC4aHuA, ITOBJICKIINEC K HeBepHOMy pemeHmo 3
3a1aHus
3amaHne He BBHITIOJIHEHO 2




[IpaBuio pacnonoxeHne peKBU3UTOB IIPUKa3a. [punoxenue 1
MAKET ITPUKA3A 11O OCHOBHOM JEATEJBHOCTH
( ¢ mPO0JIbHBIM PACHoJIOKEeHUEM PEKBU3UTOB)

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 ]

3aro10BoK (KpaTKoe cofiep:KaHue, BIPaskeHHOe
OTTJIar0JbHBIM CYHIECTBHTEIbHBIM B MPEAT0KHOM
najexxe, HaYMHAaeTCs NPosoroM «0...»)
[18 T 1 6onee |

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

B cB#13u ¢ IpPOM3BOACTBEHHOI HEOOXOIMMOCTBIO. ..........
[12 ot ]
Pacnopsioumenvhas uacme nayunaemcs cio8om

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 popMme, - CpoOK 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 KaxkK/10e BbIeJIsIeTcs] B MOANMYHKT): eiiCTBHE U CPOK MCTIOTHEHHUS
3. To xe

4.IlocieqHUl MYHKT UMeeT MOCTOSTHHYI0 (hOPMYJIMPOBKY:
KoHTpoJb 3a ucnmoJTHeHHeM NPHKA3a BO3JIOKATHL HA (CTPYKTYPHOeE IoJpa3s/ieJieHHe HIH JIMI0, Ha KOTOpoe BO3J1araeTcsi
KOHTPOJIb, HAUMEHOBAHHE JOKHOCTH, (PaMHJIHsl, HHHIHAILI B BHHUTEILHOM Najesxe).

[12- 24 1t ]

HaumeHoBaHue

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

su3vl (be3 crnosa «8uzay) Hanpumep

I'naBHbIii Oyxraiarep
N.0. ®amunus
Hara

Ucn. ®amnius,
TelL.



O6paseu NprKasa N0 OCHOBHOI AeATe/IbHOCTU NpunoxeHune 2

[Tybnuunoe aknmonepHoe oo0mecTBo «Tpruariony
[TPUKA3

29.12.2017 Ne 287

r. Marauroropck

O BBeZIcHUH B JICHCTBUE YIIPABICHYECKOTO
JIOKyMEHTO000poTa

B oEIAX COBECPIICHCTBOBAHUA ynpaBHqueCKOﬁ OTYETHOCTH KOMITAHUHU U YIIOPAOOYCHUA
CHCTCMbI ,I[OKyMCHTOO60pOTa

[TPUKA3BIBAIO:
1. VrBepauth mnonoxenune «OO0 yIpPaBICHYECKOM JOKYMEHTOOOOPOTE» M BBECTH €ro B
nerictsue ¢ 01.01.2018.

2. BceM HauvaspHUKaM TOApA3JeNeHHH MpOopadoTaTh IOJIOKEHHE C TOJKOHTPOJIBHBIM
[IEPCOHAJIOM.

3. KoHTponp uCHOIHEHHs IpHKa3a BO3JIOKUTh HA 3aMECTHTENSI T'€HEpalbHOIO IMPEKTOpa
KOMIIaHuU 1o o0umm BorpocaM Camoinibenko M. H.

I'enepanpHbIl qUpEKTOP /moamnucey/ 3.C.JlembsiHOB

3aM. IUpeKTopa 1o o0IKUM BOIpocam
/TIOINUCH/ H.M. CamonbeHKO
29.12.2017

Hcn. Ilerpos I1.C.1ex.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 cBsi3u ¢ HesgcHOI MHPOPMAIIMOHHOM KapTUHOM 10 pe3y/ibTaTaM PEKIAMHbBIX MEPOIIPUATHIM
OBA3bIBAIO:

1. Mapketonora CypukoBy A.H. npoBecTH NpoMeKyTOUHBIN aHAJIN3 peaIU3aliu
pexsiamHoit ctpareruu Ne 1 ot 09.06.2017 r.

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

3. KoHTpouib 3a UCTIOTHEHHEM PaCTIOPSKEHUSI 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:
Hayuuthcs cocTaBisaTh U 0opMIISITh MH)OPMAIMOHHO — CIIPABOYHBIC JIOKYMEHTHI B COOTBETCTBHH C
I'OCT P 7.0.97 - 2016

Cayxeonble nucbMa; [IpoTOKO0JIBI, AKTHI, TOKJIAHbIE 3aANIUCKU

Beimoanus padory, Bl Oynere:
ymems:
—  0(hOpMIISTH TOKYMEHTAIIHIO B COOTBETCTBHH C HOPMATHBHOM 0a30i, B T. 4. C
HCIOJIb30BaHNEM MH(GOPMAITMOHHBIX TEXHOJIOTHI;
—  HCIIOJIB30BaTh YHU(PUITUPOBAHHBIC (DOPMBI JIOKYMEHTOB

MarepuaJIbHO TeXHUYECKOe o0ecevyeHue:

Pabouas 1 IeKIMOHHAS TETPaIy.

HupakTuueckuil MmaTepuan

[lepcoHanbHBII KOMITBIOTEP, TEKCTOBKIH mpotteccop Microsoft Word

O6pasus! mokymeHnToB (MakeT) uckMa ([Ipunoxenue 4,5,)

OO0pa3ibl TOKYMEHTOB (MaKeT) MPOTOKOJIa, akTa U JokiianHou 3anucku ([Ipunoxenue 6,7, 8.)

1.CocraBienue u opopmiieHHe CIYyKeOHbIX MUCEM

3apaHue:
CocTaBUTh U OPOPMHTH C UCIIOITH30BAHUEM KOMIBIOTEPHBIX TEXHOJIOTHI M B COOTBETCTBHH C
tpeboBanusimu [OCT P 7.0.97-2016 cnyxeOHBIE U TPETEH3MOHHOE TTHChMa ¢ COOJIOICHUEM BCEX OTCTYIIOB
Y HHTEPBAJIOB.

Hcxonnble JaHHbIE

1 | 3amanue 1.

3akpeiToe akmuoHepHOoe ob0mecTBo «IKIIO», Haxommrcs mo axapecy yi. LllaGomoBka, .65, Mocksa,
115419, dakc (495)1111-11-02, OKIIO 29901111, OI'PH 1027739110111, MHH/KIIIT 7715001111/772501001,
OBLJIO TTOPYYEHO 3aMecTUTEN0 reHepaibHoro aupekropa IIponsunoBy b.K. , coctaButs mucemo 06 odopmieHUn
[IMCEM, HAIIPABJIIEMbIX B F€HEPaIbHYIO AUpeKLnto, aupekropy Ilepmckoro otnenenus B.B.IllecrakoBy. IInceMo
JIOJDKHO COJIepKath cliedytolee, uto Ciayx00i ynpaBieHHs JelaMH OCYIIECTBIICH BRIOOPOYHBINA aHAJIN3 ITHCEM
(oxomo 100) monyuennsix, u3 Bamero otaenenus B 2016 roxy. B pesynbrare mpojenaHHON paOOTH BBISIBICHBI
TUIWYHBIE OIIMOKU Npu cocTapienun nuceM. [Ipomry Bac oOparuthk ocoboe BHUMaHKME Ha KauecTBO OQopMileHHUs
MHICEM, HallpaBIIeMbIX B T€HEPAJIbHYIO AMPEKLIWIO W B BBIIECTOANIME opraHu3anuu. IIpm odopmiennn nmcem
HEOOXOIMMO PYKOBOJICTBOBAThCS PexoMmenpanusamu o odopmiernto mucem B 3A0 «OKCIIO», pazpaboTaHHBIME
pabOTHHKAaMH OT/IeNla TOKYMEHTalMOHHOTO obecniedenus. K muceMy npuiararorcsi B BUIE IPUIOKEHUH |- aHanmm3
THUIMYHBIX OIIMOOK MPH COCTABICHUH MHCEM OTAeNeHUsMU Ha 2 1. B 1 5k3., 2- Pekomennanuu no odopmiieHnio
mceM B 3A0 «OKCIIO» Ha 8 1. B 1 3k3. [Tucsmo HeoO6xoumo otipasuth 25.07.2016 3a Ne 01 — 30/8289.

2 | 3apmanue 2.

Ucnonanrenrem M.IO. TlonskoBoit 1o TOpy4YeHHIO HadalbHHKAa oOTaena MapketuHra OAO
«Toprmorpedcor3» (r. Mocksa, Jlecnas yia., a.18, 117123, ten./dakc. 234-56-00, OKIIO 87654321, OT'PH
1234567890098, MHH/KIIIT 09876543321/123456789) B. A. KomapoBa 6bu10 cocTaBieHo nmucbkMo B aapec OO0
«[lemo», TexHnueckoMy AHMpeKTopy MsarkoBy A. M. 00 oTmpaBke IOKYMEHTAIMH CIEIYIOMIETO COJCpKAHUSA:
«HampaBnsiem HeoOxomumele Bam 1nOKyMeHTHI, cozaepkamue HHGOPMAIHMIO O IIGHE KOMIUIEKTa HAay4HO-
TEXHHUYECKOM JOKYMEHTallMM Ha XollogwiabHOoe oOopynoBaHue. [IpeasmaraemM  BbICIaTh  TEXHUYECKYIO
JOKyMEHTAIlMI0 Ha 3apyOeXHble aHAJIOTH XOJOAWIBHOrO o0opynoBaHus. IIpyM NPUHATHH TOJIOKHUTEIHLHOTO
pelieHust 0 3aKynke 00OpyJOBaHMs NMPOCHM Bac HampaBHUTh COOTBETCTBYIOIIEE MUCHMO PYKOBOJHTEINIO OTJENa
copita HaymoBy C. I1.». /laHHBIM IMCEMOM CONPOBOYKAAJIACh crenudukanys Ha 28 1. B 1 9K3.




MpunoxkeHue 4

I'Ipednazaemcn munoeas cxema nucema

HaumeHoBaHMe opraHusauum HanmeHoBaHWUM opraHM3aunm (MMeHUTeNbHbIN
CnpaBo4Hble gaHHble 06 opraHM3auum nagex)

(nouToBbIN agpec, TenedoH, ocTasbHOE NO XKenaHuo) HavmeHoBaHMe A0/MKHOCTU (AaTenbHbI Nagex)
OKMO 00000000 OrPH 000000000 N.0. damununa (gatenbHblit Nagex)

MHH/KMNM 000000000/00000000 MouToBbIV agpec (Man Homep daKca, ecnm NUCbMO

OTNPaBAAOT No pakKcy)

Ha Ne oT

3aro/sI0BOK OTBEYaeT Ha BOMNpPOC
(0 yuem); He Bonee 4-x CTPOK,
ANIVMHA CTPOKM A0 73 mm

O6pauieHne (Hanpumep: focnoamH NeaHos)!

B nepBoW () 4acTM yKasbiBaloTCA MPUUMHDBI, MOCAYKMBLUME OCHOBaHWEM ANA BBOAHOMCOCTaBiAeHWUA nucbma (dakTbl,
COBbITUA, CCbUIKKM, U Ap. AOKYMEHTbI), Hanpumep: «B cBA3M ¢ Tem, YTO NMPU NONYYEHUU TPy3a HA CTaHLMKM «Mask» 26.02.1996 no
HaknagHow Ne 234456 B ucnpaBHOM BaroHe ¢ HeHapyLEeHHbIMKU NJoMbBaMu rpy300TNPaBUTENA NPU BCKPLITUM ALLIMKOB U NPOBEPKe
COAEPKMMOro C yyacTuem npeacTtaBuTens... Obina ycTaHOBEHa HeAOCTaYa:... WTYK M34eNUi Ha CYMMY... (KOMMepYecKnin akT oT
26.02.1996 « 247...)».

Bo BTOpO# () YacTh nucbma popmynmpyeTcs ero OCHOBHas Liesib OCHOBHOM(NPUAOXKEHMe, OTKas, Npocbba, rapaHTua u
T.M.), Hanpumep: «Ha OCHOBAHUW U3/I0XKEHHOTO, NPOCUM B TedeHne 10 GaHKOBCKMUX AHEN NEPeYnCINTb YKa3aHHYH CYMMY Ha Hall
pacyeTHbIV cYeT.».

MpunorkeHne: Ha 3 n. B 2 3K3.

HanmeHoBaHMe JOMKHOCTU n.n. N.0.®amnnus

WHMLManbl 1 GaMUana UCNONHUTENA
cny>kebHbit TenedoH



MuHob6pHaykn Poccun

depepanbHoe rocygapcTBeHHOE
aBTOHOMHOe obpa3oBaTesibHoe
yyperKaeHue Bbiclero obpasoBaHun
«CaHKT-MeTepbyprckuii
NONITEXHUYECKUI YHUBEPCUTET
MeTpa Bennkoro»

MpuemHana Komuccma

yn. TnapoTexHMKoB, 5
r. CaHkT-MeTepbypr, Poccunn, 194064
Ten. +7 (812) 297-21-31

09.04.2016 Ne 10-425
Ha Ne ot 03.02.2016

O npaBuaax NocTynieHus B By3

Bcto Heobxoanmyto MHGOPMaLMIO O MPaBUAax NOCTYNAEHNUA B By3 Bbl CMOXKeTe HalTV B NPUNOKEHWUN.

Ob6pasey, cnyxebHoro nnucoma

Nlebepgesoii M.C.
yn. HapogHas, a.5, k8.291

r. CankT-lMetepbypr, Poccus, 193079

YBaxaemana Mapusa CepreesHa!

Mbi 6yaem pagpl BUAETb Bac B Halem yHuBepcuTeTe.

MpunoxkeHne: Ha 38 n. B 1 3K3.

C yBaxkeHuem,

OTBETCTBEHHbIM CeKkpeTapb

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

MpunoxkeHne 5

B.HO.PoanoHos



2. CoctraBneHune n opopmieHne NPoOTOKOA, aKTa, AOKNALHOM 3aNUCKK

3apaHue 1:

CocTaBuTb M 0POPMUTL C UICMONB30BAHNEM KOMMBIOTEPHbLIX TEXHOIOTUIA U B COOTBETCTBUU C
TpeboBaHmamK FOCT P 7.0.97-2016 - npoToKoA ¢ cobatoaeHnem Bcex OTCTYMNOB U MHTEPBasoB.

McxoaHble gaHHble

3apgaHue 1.

Hupexuuss OO0 «Actpes» (Canxr-IlerepOypr) 12.08.2012 mpoBena cBoe odepenHoe 3acelaHHe, Ha KOTOPOM
npucyrcrBoBanmu Bocrpsiko C.T., Ctynues I1.11., Jlebenes .M., Anronos I1.JI., llentynosa B.I'., Tumodeer A.A., Ctymnosa
M.U.

Ha 3acenanmn o6¢cykaanock aBa Bompoca: o xoje peknamHoi kamnanuy B 11 xBaprane 2012 r. u 0 mepexo/ie Ha HOBYIO CHCTEMY
BBITUIATHI IIPEMHUATBHBIX.

ITo mepBoMy BoOmpoOCy CIymIaau cOOONIeHNe HaYalbHUKa oTAena pexnambl Boctpukosa C.T., TEKCT cOOOIIEHUSI KOTOPOTO OBLT
nepenaH cexperapro 3acemanus benosoir H. [I. Ilo stomy e Bompocy BeICTynmi ()MHAHCOBBIM AupekTop Tumodeer A.A.,
KOTOPBII 000pHI yBETMUEHHE PACX0A0B Ha HapykHYyIo pekinamy B III kBaptane 200__ r. Ha 5%. Taroke nepegan cekperapio. [1o
JaHHOMY JKe Bompocy BeIcTymuin AHTOHOB I1. JI., HauanpHUK oTaena kaapos, u Jlebener .M., aupekrop mo mpomaxam.
IepBblii 0m0OpUII HOBYIO CHCTEMY BBIIATHI MPEMUANBHBIX M PEKOMEHAOBAN IIOJTOTOBUTH HEOOXOAMMBIE JOKYMEHTHI K
01.09.200 r. Bropoii mpemioxuna A0paboTaTh HOBYIO CHCTEMY BBIIUIATHI MPEMHATBHBIX W PEKOMEHIOBAN TMPOBECTH
TOJIOCOBAHHE MO JAHHOMY BOIIPOCY Ha 00IIeM cOOpaHUM TPYAOBOTO KOJUICKTHBA.

B wutore 3acenanust ObUTH MPUHATHI cieAyromue perieHus: 1. Omobputhk paboTy oTnena peknambl B 111 kBaprame 20 1. 2.
IIpoBectn obmiee coOpaHue TPYAOBOTO KOJUIEKTHBA IO BOIPOCY O IE€PEX0Je Ha HOBYIO CHCTEMY BBIIUIATHI IPEMHAIBHBIX
15.08.20 1. OTBeTCTBEHHBIM 3a IOATOTOBKY coOpaHus ObUIa Ha3HAUeHa 3aB. KaHemspuei Llentynosa B.I.

Cobpanue Ben npeacenatens Pymsanes O.A.

3apgaHue 2.

Cotpynuauku Oyxrantepun OAO «KBaHT» MpoBeNH 3aceaHue MO BOIIPOCY COKPAIICHUS CPOKa COCTABIICHHUS TOJ0BOTO
oTyera 3a 20 T., HA KOTOPOM NpHCYTCTBOBAIO 6 denoBek. C coobmenueM BeicTymmia Oyxranrep CypkoBa A. M., koTopas
OTMETHJIA, YTO PAa0OTHHKM TPYNIBI ydeTa MMEIOT BCE BO3MOXKHOCTH ISl 3HAYUTEIBHOTO COKPAIIECHHS CPOKa COCTaBJICHHS
TOI0BOTO OTYETA, U YTO FOJOBOM oTdeT 3a 20 T. MOXKET OBbITh IPEeICTaBieH IPYIION ydeTa Ha 3 IHS paHbIIe YC TAHOB JICHHOTO
cpoKa.

B ob6cyxnennn nanHoro Bompoca BelcTymmimn KportoB E. H., rmaBubii Oyxrantep, u Illy6 m na I'. A., O6yxrantep. Kporos
coo0IMI O TOM, YTO UM pa3paboTaH HOBBIM rpaduK pabdOT MO COCTABIECHHIO TOJOBOTO OTYETa, IPU YCIOBHU BBITOIHEHHS
KOTOPOTO BCEMH PaOOTHHUKAM U TPYIIHI ydeTa, TOJA0BOH OTYET MOXKHO COCTAaBHTh M CHIaTh Ha 4 JHS paHbIIE YCTAaHOBICHHOTO
cpoka. [.A.lllyOuna oT™MeTHIIa, 9TO JOCPOYHOE MPEACTaBICHHE TOIOBOTO 0TYeTa 32 20 T. SBJIAETCSA MOYETHOH U OTBETCTBEHHOU
3amadeil pabOTHUKOB OyXTalTepHH, M YTO KOJUIEKTHB OyXTaaTepuH MOXKET COCTaBHTh TOJOBOIl OTYET paHbIIE CPOKA, €CIH BCe
pabOTHUKY OYIyT BHIOJHATH YIUIOTHEHHBIH rpaduk paboThI.

B nTore 3acefaHuna 66110 pelleHo NpeAcTaBUTb rOA0BOM oTdyeT 3a 200__ r. Ha YeTbipe AHA paHblle YCTAHOBNEHHOMO CPOKa, T.€.
00.00.20__r. 1 NpoBECTM aHa/IM3 roA0BOr0 OTYETA C LLE/IbIO BbISBJIEHUA pe3epBoB, HEOHXOANUMBIX AN YCMELWHOro BbINOJHEHUs
nnaHa 3a 20__r. 3acepaHune Bena npeacenatens Jlesawosa K. M., npoTokoanposan cekpetapb Xomsakos W. B.




MpunoxxeHue 6

O6pasel pacnonoxeHnsa u opopMneHnA NPOTOKoNa

®npma «3apa»
MPOTOKO

29.10.2006 N2l
Mocksa

COBEIUAHHA PYKOBOZICTBA DHPMBbI

[lpencenarens — Heanos H. K.
Cexperapb — [erpos I1. 1.
Mpucyrereosamy: byrpos C, K., Eropos B. A., Cuzopoe C. C., Cuupsosa H. H.

[Tosectka nns:

I. 06 obpasosarnu yHRKUMOHAMBHOIO MOApa3ieneHs oraena nudopmarnsauus. Hudopmaums
1opckorcynsa Eroposa B. A,

2. O 3aK7104eHHH IONOBOPOB 0 X038HCTBEHROM AeaTensHocTy dupMbL Wndopmanns sam. nrpex-
TOpa No xo3sicTeerubM Bonpocam Cuaoposa C. C.

1. CIYLIAJTH:

Eroposa B.A, — o HeobxomumocTy 0fpaiosanus (yHKUHORAILHOIO NOAPA3AENCHHA — OTALNR
HHGOPMATH3ALHH — C UE/BIO KAYECTBEHHOIO H CBOCBPEMEHHOTO 0GECTICYEHNA ACATENLHOCTH QHp-
bl HEGOpMamei.

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

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

2. CIYIIAJTH:

Cuaoposa C. C. — Texct 10K11a/1a NpUAAracTcs.
BBICTYTTHIN:

Cymprosa H. H. — 0 #eo6x0anMocTH 3aK1I04€HHA JOrOBOPOB.
MTOCTAHOBHJIH:

2.1. Ono0pHTh NEpCIICKTHBHBIH MUIaH Pa3BHTHA OT/e1A.

[Mpeacenarenn <JTuynas noonucs> U. H. Heanos

Cexperaps <JIuunaz nodnucs> I1. T1. Terpo




3apaHue 2.
CocTaBuTb M 0POPMUTL C UICMONB30BAHNEM KOMMBIOTEPHbLIX TEXHOIOTUIA U B COOTBETCTBUU C
TpeboBaHMAMK FOCT P 7.0.97-2016 - akKT c cobntogeHnem Bcex OTCTYMNOB M MHTEePBasoB.

McxogHble AaHHble

3apaHne 1

Komuccus mon mpeaceaarenbCcTBOM HaudaJdbHHUKA TeXHHUUECKOM rpynmel BomoBoro A.A. M 4j€HOB KOMMCCUU
Bopucosa M.IO., HavanbHUKAa aAMHMHHCTPATHBHO-XO3sicTBeHHOro otaena, CmupnoBa JLIIL., OGyxrantepa, u PomanoBoit
N.K., opucmenemkepa 3A0 «JleoHTHSI» Ha OCHOBAaHHUH JTOKJIaAHOM 3anucku oduc-meHemkepa Pomanosoii 1.K. 11.07.20
I. IpoBejia MPOBEPKY TEXHHUYECKOTO OCHAICHWS MPUEMHOM TIe€HEepanbHOro AMPEKTOpPAa M MpU3HAJTA HETOAHBIMU JUIA
IKCIUTyaTAl[Md KOMUPOBaJbHBIN ammapaT Xerox 345(1 wit.), mpenep (uuB. Homep 367, 1 wr.), dakc 47823 (1 mr.).
[Ipr3HaHHasT HENPUTOJHOM JUIS SKCITyaTallid TEXHWKA OblIa NepefaHa Ha CKiaa mpeanpusatusd. 1lo ycTaHOBIEHHOMY
(hakTy KOMHCCHSI COCTAaBWJIA aKT TpHEMa-Neperadn OpPITeXHUKH B 3 3k3. (1-if 5K3. — HaYaNbHWKY aJMHHHCTPATHBHO-
XO3STMCTBEHHOTO OTAeNa, 2-ii — 31 rmaBHOMY Oyxrantepy, 3-if — B memo 23-02), KOTOPHIH ObUT yTBEPKACH TCHEPATHHBIM

mupextopoM Cremanossim [1.1.

3amanue 2
Odopmure akm coauu — npuemkuy den TIPH yBOJIbHEHUH TaBHOTO Oyxrantepa AO «Crtpotinerans» Bacrokosa Urops
[lerpoBuua 1 Ha3HAYEHHOTO BHOBL coryiacHO mpuka3y JIuman Beper Cepreesusl. [lepenans! ciemyromniie 10KyMEHTHI:
1. T'nmaBnas xHmra no cocrosHmio Ha 1.02.2000 r.
2. Kaproukn ananutndeckoro yuera mo cderam 01, 10, 70.
3. Xypuane—opjaepa 3a SHBaph TEKYIIEr0 T'o/1a, BEAOMOCTH aHAIUTHUECKOTO yueTa mo cyeraM 60, 61, 63, 64, 65, 67,
68, 69, 71, 75, 76, 78, 79.
Knura yuera 1enoHupoBaHHOW 3apabOTHOI IIaThHI.
AKTBI peBU3MH 3a YeThIpe KBapTaja IPebIIyIIero roaa.
3axI0YeHUe He3aBUCUMON ayJUTOPCKOI TPOBEPKH TOAOBOTO OTYETA 3a IMPEABLIYLIN IO/,
Apxus 3a 1997-2000 r. B kosmuecTBe 80 1€ 10 ONKCH.
CnpaBo4HO-HOpPMaTHBHAs INTEPATypa MO OIHCH.
[punoxenne: 1. Onuck nen apxuBa npeanpusTus 3a S net. 2. Onuch clipaBOYHO-HOPMAaTUBHOM JIUTEPATYpHI 3a 2

NG~

roaa.

3aganue3

OtkpoiiTe crpaBoyHO-TIpaBoBYI0 cucteMy Koncynprant Ilmroc, Haiimure akT o NpPOBENCHWHM HHBEHTAPU3AIMN
(dpopma MHB-00), oTkpoiiTe ee ¢ TOMOIIBIO TAOIWIHOTO MPOILIECCOPa W 3aNOJIHHUTE A cBOoeil opranm3annu. CoxpaHUTe
pabory B (aiine nojg numenem «IIpumep 00 MHBEHTApH3ALIUIY.
WNuBeHTapu3aimonHass KOMUCCHUS, CO3/IaHHAs Ha OCHOBAaHMHM TpHUKaza aupektopa Bamero mpemmpusitus Ne 24 ot 15
CeHTs0ps Tekyliero roma, B cocraBe mpexaceaaresis OcTpoBckoro D.A.(3aM.IJIaBHOTO Oyxrairepa 3aBOja) W UJICHOB
komuccuu Ilerpooit O.H. (Oyxranrepa), HockoBoit H.M. (cT. 5KOHOMHCTA IJIAHOBOTO OT/EJa) IPOU3BeEla PEBU3HIO KacChl
3aBOIa 10 COCTOSHUIO Ha 16 ceHTsA0ps Tekymiero rojaa. PeBusus nposoauiack B IPUCYTCTBHM Kaccupa 3aBoga Kapramosa
H.M. B pe3ynpTate MpoBeA€HHON PEeBH3MM OBIJIO YCTAaHOBIIEHO, YTO OCTaTOK HAJIMYHBIX JIeHET B Kacce cocramiger 1030
pyomeit 00 xom., ocraTok aeHer mo kaccoBoil kHure — 1030 py6. 00 xom. [pyrux IeHHOCTeH B Kacce 3aBoja He
00Hapy>XeHO, 9TO COOTBETCTBYET AAHHBIM ydera. Komuccus Takxke ycTaHOBHIIA, YTO MOPSIOK BEJCHUS KACCOBOM KHUTH U
XpaHEHHs JICHEI COOTBETCTBYeT TpeOoBaHWsM [loNOKeHHs O BEICHMM KacCOBBIX OINEpanuii TOCyAapCTBEHHBIMH,
KOOTIEPATUBHBIMU M OOIIECTBEHHBIMH MPEATIPUATHAMH, YIPSKACHUSIMU W OpraHN3aHIMHU.
AKT BCTYITUJI B ZIGHCTBHE C MOMEHTA yYTBEPKICHUS JTUPEKTOPOM.




MpunoxkeHue 7

Oopazen pacnosoxkeHuss 1 0popMIIeHHS aKTa

Azmunncrpais CymoneHekoi 0b1acTH YTBEPXKIIAKD
YnpasneHue KanuTanbHoro
CTPOHTE/NBCTBE Ha4anbHuK ynpasicHHs
<Juvwnan noonuce> U. U, Usanos
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 YNPaBAEHHUMW»,

Coctannen XOMHCCHEH B COCTaBE:
[pescenarens: 3aM. HavaIbHMKa Yrpasinenns Mupoumuyenxo M. 1.
WieHb! KOMHCCHH: 1. 3am. rnasroro 6yxrarrepa Konwiiosa H. A,
2. 3aMm. HayaIbHIKa XO3AHCTREHHOrO oTaena Jlyropas M. A,
3. Hayansuuk cextopa otaena kaapos Heanobuna E. B.

B nepuoa ¢ 28 asrycra no 8 centsbpa 2006 r. KOMMCCHA TPOBEPHIA OPTAHH3ALMIO H YCIOBUA
XPaHEHHA NOKYMCHTOR B LIEHTPATLHOM annapare YnpapieHHs.

JIOKYMEHTBI XPAHATCA B CTPYKTYPHAIX NOAPA3NENEHHAX, CHOPMHEPOBAHEI B IeNa B COOTBETCTRHHU
¢ HOMEHK/IATYPOH.

HoMEHKNATYpa /4C/ COrNacoBLIBACTCA C APXHBHLIM OT/ICIOM AIMHHHCTPALHH 0bMacTH
B YCTAHOBJ/ICHHBIC CPOKH.

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

KoMHCCHA PeKOMEHTYET NPEAOCTABUTS CHEIHATLHOE NOMELIEHHE UIR apXKBa, ofopyaosas ero
CTELIAKAMH.

Cocrasien B 2-X IKIeMIIAPaAX.
1 3x3. — nanpassied B oGbeMHEHNEI apXHBs YNpasieHus;
293K3. — B aeno Ne 01-11.

[Ipenceaaresis KOMHCCHH </Tuyras nodnuce> 1. IT. Mupownnyenko

Ynensl KOMHCCHH: <JTuunas noonuce> H. A. Konsinosa
<Jluunas nodnuce> H. A, Jlyrosas
<Jluunan noonucy> E. B, Heanobunra

M. M. Hsanosa
1112233




3apaHue 3:
CocTaBuTb M 0POPMUTL C UICMONB30BAHNEM KOMMBIOTEPHbLIX TEXHOIOTUIA U B COOTBETCTBUU C
TpeboBaHuaMmK FOCT P 7.0.97-2016 - goKnagHyto 3anucKy UK Cy»KebHyto 3anncky ¢ cobatogeHmem Bcex
OTCTYMNOB U UHTEPBAJIOB.
HcxonHele naHHBIE

1 | 3apmanue 1

Hupextopy 3AO0 «Mononut» OcTpoBckoMy D.A. 0T HauanbHuKa nuoHepinareps Kopmynosa JLIL
JoxnanHas 3amucka. CorjacHO BalleMy MpPEIINHCAHUI0O MHOIO COBMECTHO C TEXHUKOM-CMOTpHUTEIEM
JlesutoBriM P.A. 7-8 mas 2004 ronma mpoBeIeH OCMOTP KIUIBIX TOMEIICHNH 0a3bl OTApIXa Hamiel ¢pupmel. Bee
JKHJIBIE KOPITyCa B YIOBIETBOPUTENHHOM cocTosiHMK. OnHako B kopmyce Ne 1| HEOOXOAMMO BCTaBHUThH CTEKIIA,
kopiryc Ne 2 cnemyet moOenuTs, a B kopiyce Ne 3 Hago nogoraath aBepu. [locie ycrpaneHus 3tux neeKToB 1
COOTBETCTBYIOIIEH YOOpPKHM >KWJIbIe TOMELICHUs OyAyT IMpPUTOXHBI I MpueMa OTAbIXaromwux. HagambHuK
mmoHepiareps JI.n.Kopmrysos. 10.05.2004
2 3amanue 2

Hupekropy ITJI Ne 24 MycaeBoit E.A. or macrepa mpousBoactBeHHoro oOydenusi CoxonoBoi T.II.
CJIY)XKEBHAS 3AIIMCKA B anpene B kadunere Nel3 mpoBoauimch cienyromue padoThl: - NPHOOPETEHbI
MapKepsl ¥ KUIKOCTb U1 MapKEePHOH OCKHU; - OTPEMOHTHPOBAHO 4 YUEHHUECKUX CTOJIA; - OTPEMOHTHUPOBAHO 5
MUIIYIIX MAIIWH; - OTPEMOHTHPOBAHO 2 CBETWJIBHUKA; - COIVIACHO PACIMCaHHUs IPOBOJIATCA 3aHATHUS
MPOU3BOJICTBEHHOTO OOYUYEHHMSI; - COTIACHO Tpauka MPOBOJASATCS KOHCYJBTALMH 0 JAUIUIOMHBIM paboram; -
corjiacHo rpaduka mpoBoaaTcs (akyybTaTUBHbIE 3aHsATHs 1o npeamery: «1C: Ilpemnpusitue u Kangpei»; -
paboraer kpykok «APT-¢poro» - Kakayro IATHUIy TNPOBOIJUTCS TeHepanbHas yOopka. Mactep
npousBoacTBeHHOT0 00yueHust Cokomoa T.I1. 23.04.2010
3 3amanue 3

Jnst mpoBeneHHss ceMmHapa ObLIa COCTaBIE€Ha CIy)KeOHas 3amnucKa , O TPEICTABICHHM CITHCKA
pabOTHHKOB UIA y9acTHs B ceMHHape, koTopas Obuta Hampaeiena IOPUJIMYECKUM OTJAEJI OM B nwmme
Hauanpauka otnena B.H. 3arogaiixkimaeiM.B Helt ToBOpMIIOCH, UTO TPENCTABIseM CIHCOK paOOTHUKOB OT/IENa
it ygactust B cemuHape, npoBoguMoM OOO «AITM KommyHumkatop» mo mporpamme «I¢hheKkTuBHOE
ucnons3oBanue CIIC 'PAHUT» ¢ npencrasieHnem ee $yHKIHMOHAIBHBIX Bo3MokHOcTel: 1. CemenoB P.C. —
3aMecTHTeNb HavanpHuKa otaena 2. [lpsxun E.II. — Bemymmit cnernmamuct 3. Copoxa K.H. — crapmmii
cnenuanuct. HawampHuky otaena  uHboOpMarmoHHbIX — TexHojorui  B.JI. T[aHbmmba.  3ammcky
3aperucTpupoBany B Kauueaspun 24.11.2014 Ne 05-24/96
4 | 3aganue 4

B cBsI3u ¢ mpeAcTOsIIIM BHEAPEHHEM IIPOrPaMMHOT0 KoMIiekca «KannHkay 1 npuriameHueM IOoCeTUTh
npooaumbiii OO0 «llItamm» cemuHap 1mo 3P(EeKTHBHOMY HCHONB30BAHUIO AAHHOTO KOMIUIEKCA ITPOLIY
KOMaHAMpOBaTh Ha ceMuHap cneruanuctos otaena Komaposa U./1. u Tapan H0.b r. Boponex ¢ 24.11.2014 no
27.11.2014., Haganeaux OTJEJIA 3SKCIUIYATAIIMA MHO®OPMAIIMOHHBIX CUCTEM O.JI.bapabam
OUIIeT AOKIamHyro 3amucky, aupektopy OAO «3Be3ma» K.II. Eropkuny 16.11.2014Ne08-18/93, O
KOMaH/IMPOBAaHHH CIICIIHAINCTOB HA CEMHUHAp

Mpumedanne: OgopmMaeHue U pPAacrioNoMeHUE PeKeU3umos caywebHol 3anucku ocyujecmensemcs
aHAM02U4YHO OOKAAOHOU 3aMUCKU.

Mopapok BbinoNHeHUs paboTbi:

[Tpoananu3upoBath npaBuia 0GOPMIICHHS CITY)KEOHOTO HChMA.

CocraButh ¥ OQOPMHUTH CIIy)KeOHBIC U NPETEH3MOHHOE IHChbMa B TEKCTOBOM pepakTope Microsoft
Word co Bcemu TpeOoBaHUSIMHU 0POPMIICHHS., C OTCTYIIAMH ¥ HHTEPBAJIaMU

[Tpoananu3upoBare mnpaBuia O(GOPMIICHUS TPOTOKONA, aKTa, JOKIAIHON 3alMCKU U CIIYKEOHOM
3aIHCKH.

CoctaBuTh ¥ 0GOPMHUTH MPOTOKOJI, AKT, TOKJIAHBIC M CITy’KEOHYIO 3alMCKH. B TEKCTOBOM PEIaKTOpe
Microsoft Word co Bcemu TpeboBanusiMu 0OpPMIICHUSI, C OTCTYIIaMH | HHTEpBAJIAMHU

dopma npeacTaBjieHus: padoThbI:

OdopmieHHbIi qokyMeHT B coorBeTcTBHM ¢ ['OCTom 7.0.97.-2016

Kpurtepun onenkmn:

OrneHka
VHJIUBHyaJIbHBIX

PeByJ’II)TaTI/IBHOCTL BBITIOJIHCHUA 3aJaHU S




JOCTWKCHUH,

Gan
3aaHre BBITOJIHEHO MMOJHOCTHIO, 0€3 3aMeYaHuii 5
3aaHKe BBITOJHCHO MOJIHOCTHIO, HO MMEIOTCSI HECYIIIECTBEHHBIC 3aMCYaHMUs 4
3ajiaHue BBIMOIHEHO, HO UIMEIOTCS CYILECTBEHHBIC 3aMEUaHusl, TOBJICKIIHE 3
K HEBEPHOMY PEIICHHIO 3a/IaHHs
3amaHne He BBITOJIHEHO 2




MpunoxkeHue 8

Oﬁpasuu Oq)OpMJ'leHHH H PaCoJoKCeHUs JOKJIATHBIX 3aIIUCOK

BHemHss q0KJaaHAA 3alMCKA

OO011ecTBO C OTPaHNYEHHOM O0TBETCTBEHHOCTHIO «CeBep»
(00O «Cesep») I'enepansHOMY AUpPEKTOPY

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

A.B. I'pumnny

JIOKJIAJTHAS 3AIIMCKA

10.02.2014 Ne 12/05-14

O npHBICYEHUHN TOTOTHUTEIBHBIX
TPYAOBBIX PECYPCOB

YBakaemblil Aunpeil BacuibeBuu!

B cuiy HenocTatka B KaHAMIAaTaX Ha cTaaud (GOPMHUPOBAHMS aIMUHHCTPATHBHOTO ammapara s ¢uiuana B r. MockBe
HEOOXOJMMO TPHUBJICYh TPYIOBBIC PECYPChI U3 OMOJHHUTEIBHBIX HCTOYHHKOB B Cpok 10 14.04.2014. CobecenmoBaHusl ¢ HOBBIMH
KaHauaaramu rnposectu 1o 21.04.2014.

Ormuiata pacxo/I0B MO JOMOJHUTEIBHBIM yCIyraM OyeT Mpou3BeicHa B cooTBeTCTBHU C 1. 4.5 JloroBopa yciyr Ne 04/56 ot
14.02.2014.

HauanpHuK oTIena Kagpos 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 pabo4yeM MecTe B TeueHue Bcero pabouero aus ¢ 10 waco 00 munyT 110 18 yacoB 30 MUHYT.

Hukaknx cBeeHMH WIM JOKYMEHTOB, IOATBEP)KAAIONIMX YBAKUTEIBHOCTh NPHYMHBI oTcyTcTBUs IlerpoBoit B.I.,
MPEIOCTaBICHO HE OBLIO.

B cBsI3u ¢ nomyieHHbIM HapylieHueM npeziaraio yBoauts [lerpory B.U. 3a nporyi.

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:
Hayuuthcst cocTaBiaTh U 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 (HOPMBI IOKYMEHTOB

MartepuaibHO TEXHHYECKOE 0O0ecnedyeHne:

Pa0ouast u TeKIMOHHAST TETPAIH.

Hupaktuyeckuid MaTepuan

[epconanbHBIN KOMITBIOTEDP, TEKCTOBBIN Mpoteccop Microsoft Word
YauduuupoBanHbie GOPMBI

3apaHue:
Ncnonb3ya cnpaBoyHyto cuctemy KoHcyibTaHT Makoc, ncnosb3ys BbicTpblit NoUCK, opopmuTe

NMPWKa3sbl N0 IMHMHOMY COCTaBy, NOAroTOBbTE pe3tome.

HcxoaHblie JaHHDbIE

1

Bananue 1.

Ortkpoiite crpaBoynyto cucremy Koncyinbrant Ilnroc, ucnone3yst BeicTpelii mouck, Haiaure $popMy npukasza o
npueMe CoTpyaHuKa Ha paboty ¢.T-1

Oxonomuct BacuibeBa Exateprna HukonaeBna 1 ceHTs0pst Tekymiero roxa nojana 3assieaue B OO0 «Jlyu» c
pock00il NPUHATH ee Ha paboTy cHenUaIiucTOM (UHAHCOBOTO OT/ENA Ha HEMOJIHBINH pabounii aeHb. HCIekTop 1o
kaapam CwmupHoBa U.C. oObsicHMia, 4yTo pupMa MMeeT BO3MOXKHOCTh NPHUHATH HAa PabOTy SKOHOMHCTA, HO Ha
OCHOBE CpPOYHOTO TPYIOBOrO j0roBopa. TpynoBoil moroBop ObLI 3aKIIOYEH 5 CEHTSOpS M MOJIHMCaH OT UMEHHU
¢upMBI TeHepardbHBIM AupekTopoM MuponoBbM JI.C. B TOT ke JeHp ObLT M3AaH NMpHKa3 10 JIMYHOMY COCTaBY,
3apm3upoBaHHbIl CMupHOBOH U.C. u ropuckoncymbToM XmeneBsiM U1.O. Tlpuka3 0but 00bsBiIeH Bacunberoit E.
H. mox pacniicky 6 ceHTOpsI.

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

Benymero cnenumanucra otnena mapketunra toproeoit pupmel OOO «Benta» CoboneBy Banenrtuny lBaHoBHY
IIepeBeIN Ha OCBOOOAMBIIYIOCS HOIDKHOCTh HAYaJIbHHKA OT/AETA Ha MOCTOSHHYIO paboTy ¢ 15 HOsOps Texyero
rofga. 3assineHue o nepeoge Cobornera B.W. nanucana 10 HOAOps U 3aBU3MpPOBaIa y KOMMEPUYECKOTO AUPEKTOpPa B
TOT ke AeHb. 10 HOsIOps ObLIO TaKkke cocTaBleHO npeacTaBiaeHne Ne 4, TOAMUCAHHOE KOMMEPYECKHM TUPEKTOPOM.
IIpoexT mpuka3za O IepeBoAe MOATOTOBIEH HHCIEKTopoM Mo mnepcoHany Kupmmnosoit B.H. 11 Hos0ps,
3aBU3UPOBaH IOPUCKOHCYIbTOM bapmuubiM AWM. 12 HOA0ps m ciycTss JIeHb ObUT IOJNIHMCaH TeHepalbHBIM
qupextopoM ¢upmer JoporommnoBeiM E.K. 14 Hos0pst Cob6onesa B.U. Obi1a 03HaKOMIICHA C TPHKA30M.

3ananue 3

Ortkpoiite crpaBounyro cucremy Koncynbrant Ilnroc, ucnonesyst BeicTpelii monck, Haiaure ¢popMy Npukasza o
IIpeKparieHny ( pacToOp>KEHUH) TPYI0BOTO JOTOBOpa ¢ paboTHUKOM (yBoibHeHHH) (. T-8

Macrep MyHHIMITAIBHOTO PEMOHTHO-CTpouTenbHoro npennpusitust Ne 2 (MockBa) bornanos Opuii IletpoBnu
pemmi yBoiHTheA 1o cobcTtBeHHOMY kenaHuio (m. 3 ct. 77 TK P®) u ocHOBaTh MHAWBUAYaIbHOE YaCTHOE
mpeanpusaTHe. 3a 1B HEAeNH OO0 YBOJIBHEHHS OH IIOCTaBWI B H3BECTHOCTH 00 3TOM TUPEKTOpa MPEATPHATHS
Cupopoga I1. U. [IpoekT mprkasa GBI HOATOTOBIICH HHCIIEKTOpoM 110 Kaapam Korosoit M.JI. 15 anpens, B ToT ke
JieHb 3aBU3UpoBaH Oyxranrepom MenpHukoBoit 3.C. u 17 ampens Texymero roga noanucad. bormanos HO.H. B
9TOT kK€ JICHb OBIT 03HAKOMIIEH C IIPHUKA30M, €My Ha pyKH ObLTa BbIIaHAa TPYA0Bas KHIDKKA U MIPOU3BOJICH TTOTHBIH
pacueT o 3apaboTHOM 1uTaTe.

3ananue 4

Ortkpoiite crpaBoynyto cucremy Koncynbrant Ilnroc, ucnonesyst BeicTpelii monck, Haiaure ¢popMy Npukasza o
KOMaH/IMPOBaHUH COTPYJHMKA Ha padoty ¢.T-9

['maBHBIN SKCIIEPT TOProBOTO OTAENa aknuoHepHoro odmiectBa «Toproeerii mom «d¢am» Capenbe [laBen




PomManoBuY moipkeH BblexaTh B T. CaHKT-IleTepOypr muist ydacTusl B MyITHOM ayKIHOHe «Pycckuit Mex», KOTOPBIH
nposoautes ¢ 10 no 13 nexabpst Tekymero roaa. 8 nexadps npexacenarensd npasieHus Jlebenes A.I'. moamucan
npuka3 o Hanpasienuu CasenbeBa I1.P. B komanmmpoBky ¢ 9 nexaOps. [Ipoekr npukasa ObUI MOITOTOBIICH
cekperapeM-pedepenTom AunekcanapoBoid M.}O. u 3aBM3MpOBaH TIJIaBHBIM OyXrajarepoM M HadaJbHUKOM
TOPTOBOTO OT/ENa 7 AeKadpsl.

Heo0xoanmble TOJTHOMOYHSI U JIOBEPEHHOCTH Ha 3aKyINKy IapTUH TOBAapoOB IJaBHOMY 3kcnepTy CasenbeBy I1.P.
ObUTH 0pOpMIICHBI BMECTE C KOMAHIUPOBOYHBIM yJOCTOBEPEHUEM.

3anmanue 5.
O3HaKOMBTECH C TIPAaBUIIAMH COCTABIIEHHS aBTOOHOTpaduu 1 pe3roMe. 3aroTHATE TaOIHITy.

CpaBHI/ITCHLHaH XapPaKTCPUCTHKA PEC3IOME U aBT06I/IOFpa(1)I/II/I

CBoiicTBa TOKyMEHTa Pesrome AtoOnorpadus

Crioco0 U3I0KeHUs
nHpopMaIun

Xapakrep HHpOpMaIH

SI3BIKOBBIE OCOOEHHOCTH

Crioco6 odopmieHus

IIepedyeHs peKBU3UTOB

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

MopaAaoK BbiNONHEHUA PaboTbl:

[poananu3upoBaTh npaBuia OQPOPMICHHUS TOKYMEHTOB IO THMYHOMY COCTaBY

CocraBuTh ¥ OQPOPMUTH TPUKA3HI [0 THYHOMY COCTaBY U PE3IOME C UCIIOIb30BAaHHEM CIIPABOYHOM
cuctembl Koncynprant ITmoc u . B TekcToBoM peaakrope Microsoft Word co Bcemu TpeGoBanusiMu
o opMIIEHUS, C OTCTYIIAMHA ¥ WHTEpBaJlaMU

dopma npeactaBneHnn paboTbi:

OdopmneHHble AOKyMmeHTbl B cootBeTcTBMM ¢ FTOCTom 7.0.97.-2016

Kputepun onenkn:

OrneHka
I/IH)II/IBI/I]lyaJ'H)H
Pe3yHBTaTI/IBHOCTB BBIIIOJIHCHUSA 3aJaHUA bIX
JIOCTHOKCHUH,
Oaut
3aaHue BBITOJIHEHO MOJHOCTHIO, 0€3 3aMeUYaHmit 5
3amaHue BBIMOJHEHO MOJIHOCTHIO, HO MMEIOTCSI HECYIIICCTBEHHBIC 3aMESYaHUs 4
33.}13HI/IC BBIINTIOJIHCHO, HO UMCIOTCSA CyI_HCCTBeHHI)Ie 3aMC4aHuA, ITOBJICKIINEC K HeBepHOMy pemeHmo 3
3a1aHus
3amaHne He BBHITIOJIHEHO 2




[Tpunoxenue 9
O6paszern pe3romMe

COJIOBBEBA TATBAHA NBAHOBHA

JIMYHBIE CBEJEHU A
Anpec Cankr-IlerepOypr, JIenunckuii mp., 1.99,kB.26
Tenedon- 612-54-88
Jata poxxneHus 10 aBrycra 1972 rona
(o TpeboBanuUIO)
CeMenHOE ITOI0KEHUE 3aMyxeM, cbiH 1994 rona poxaeHus
LEJIb: Cowuckatenb T0JDKHOCTH pedepeHTa-TIepeBOTINKA,
MMOMOIIIHUKA PYKOBOUTEIS
OBPA30OBAHHUE:
1987 — 1992 Briccmee Cankr-IlerepOypckuii Tocy1apcTBEeHHBI YHUBEPCUTET.
CrienanbHOCTh «[IpenogaBatenb aHTIIMACKOTO U HEMEIIKOTO SI3BIKOB)
utoib 1994 Kypcsr cexperapeii «Karromay. CrienimalibHOCTb CeKpeTaph peepeHt.
OoKTsA0ps 1994
CeHTSIOph- 1ekadpb 1995 Cankr-ITerepOypckasi rocygapcTBEHHAS aKaJeMHsI METOJIOB U
texHuku ynpasienus (JINMMTY).
CriennanbHOCTh: MEHEKEP IO MEPCOHATY
OIIBIT PABOTHAI:
1994- 1996 Pexnamuo-nonurpadudeckuit neHTp. JomKHOCTD: TEPeBOAUNK- peepeHT.
1993- 1994 Awmepukanckas ¢upma J[TP (DTR, Developed Technology Resource. Inc.).

JIOJIKHOCTB: IEPEBOAUUK-PEDEPEHT.

1995 no Hactosiee Bpemss  Cankt-IleTtepOyprekas rocyiapcTBeHHas akaeMusi METOJI0B U
texHuku ynpasienus (JIMMTY). [JomxkHOCTh: penoaaBaTeib
JIEJIONPOU3BOCTBA.

[MTPODPECCHUOHAJIBHBIE HABBIKH:
CB0OOIHO BIIAAEIO0 HEMEIKUM U aHTINHCKUM SI3bIKAMU.
Nwmero ompiT paboThl Ha mepcoHaidbHOM KommbioTepe:Winword, Excei,
ANIeKTpOHHas moyra (e-mail ).
Xopomo pa3duparock B MPaBOBOM PEryJMPOBAHUU BHEUIHEIKOHOMUYECKOM
JEeSITeTbHOCTH, B TPAXKAAHCKOM M TOPTOBOM TIpaBe BEAYIIMX 3aMaHBIX CTPaH,
B MEXX/yHAapOJIHOM MapKETHHTE.
3Har0 OpTraHU3aIMOHHYIO " TEXHUKY OCYILIECTBIICHUS
BHEIIHEAKOHOMHUYECKMIIX KOHTAaKTOB, OYXTaJITepCKUHA y4eT HKCHOPTHO-
MMIIOPTHBIX OIEpaIiii, TOCYyJapCTBEHHOE TAMOXXEHHOE PETYIMPOBAHHE.

JOITOJIHUTEJIBHBIE CBEJJEHU S
Nmetro BoauTenbeckue npasa kareropun»By,
DHepruvHa, UHUIMATHBHA, TPYA0TI00NBA, HACTONYHMBA B JOCTH)KEHUN
TpeOyeMBbIX pe3ynbTaToB, TI0003HATENIbHAS, OOIIUTEIbHAS.

NHTEPECHI: YBieKarch MUPOBOH XYA0KECTBEHHON JINTEPATYpOU, TEATPOM.3aHUMAIOCh
00JIBIIUM 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, IPETEH3UHN 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(hOopMIISTh JOKYMEHTAILIMIO B COOTBETCTBUM C HOPMATUBHOM 0a30ii, B T. 4. C
HCIOJIb30BaHNEM MH(POPMAITMOHHBIX TEXHOIOTHIA;,
— HCIOJIb30BaTh YHU(PUIIMPOBAHHBIE (HOPMBI IOKYMEHTOB

MaTtepua/ibHO TeXHHYeCKoOe o0ecedeHue:
— Pabouvas u nexuuoHHAsA TETpaaH.
— JupakTudeckui MaTepuan
— TlepconanbHbIil KOMITBIOTED, TEKCTOBBIH mpoiieccop Microsoft Word

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

1.CoctaBneHue n opopmaeHue cny:KebHbix nucem

3apaHue:
CoctaButb M 0POPMUTL C WCMNONb30BAHWEM KOMMbBIOTEPHbLIX TEXHONIOTMA M B COOTBETCTBUM  C
TpeboBaHmAMK FTOCT P 7.0.97-2016 npeTeH3UOHHbIe NMUCbMa M UCKOBbIE 3anaB/eHUA C cobtoaeHMeM BCex
OTCTYNOB U MHTEPBa/IOB

3 | 3ananwe 1.

3aKpbITIM aKIMOHEPHBIM o0mectBoM «Bocxoa» (109176, Mocksa, yn. IloneBas, n.14, 0d.324) Obin
odopmiieH 3aka3 Ne 7 Ha TOCTaBKY MPOAYKIMH B COOTBETCTBHM C 3aKIIOUEHHBIM JOTOBOPOM O IIOCTaBKaxX OT
13.06.2003 Ne 12 u HanpasieH B agpec OAO «dumamanT» (114000, Mocksa, yi. [IpoctopHnas, n. 25, od.14, ten .168-
93-78, OKIIO 87654321, OI'PH 1234567890098,
WHH/KIIIT 0987654321/123456789). Omuako OAO «/Iuamant» He cMorio B ykasanHbld cpok (28.07.2012)
WCIIOJIHUTH 3aKa3 M3-3a OOJIC3HH BEIYIIETO COTPYIHUKA OTAeNa JOCTaBKH U ero ['eHepaipHbI nupekTop MypoMIieB
I'.JI. manpaBun nHpOpManuoHHOE THCEMO B anpec 3A0 «Bocxom» o mepeHoce CpOKOB HUCTIONHEHUS 3aka3a Ne 7 ¢
28.07.2012 na 04.08.2012, B xotopoM Takxke orMeTnd uto OAO «JlmamMaHT» COTJIACHO B T€UEHUE 5 THEH BBHIIATHUTH
HEYCTOWKY B COOTBETCTBHH C 11.4.2 3aKJIFOYEHHOTO J0T0BOpa 0 IocTaBKax. [ITMCbMO OBLIO COCTABICHO MCIIOIHUTEIEM
CwmupHoBo# A. JI. 1 moANKCH 3aBEpeHa NeYaThi0 OpraHU3aIlny.

4 | 3aganue 2.

Ha ocnoBanum IlpunosxeHust 6 cocTaBbTe NMPETEH3MOHHOE IMHUCHMO TOCTABIIMKY 00 yImjaTe HEYCTOWKH B
pasmepe 8% OT CTOMMOCTH HEAONOCTaBJIeHHON mpoaykiuu. Ilo moroBopy Ne 28/12 ot 30.04.20  momxHO
MOCTYNuTh mpoaykiuu (mudepa) B koi-se 5000 k.M. Ha cymmy 250000, pakTHYecKr MOCTYIUIO MPOAYKIIHU B
kon-Be 4800 xB.M. Ha 240000 pyOxei, 4TO MOATBEPKAEHO HAKJIAJHOW JKEJIE3HOJOPOXXKHOH craHimuu Ne 566 ot
02.05.20 . B cBs3u ¢ HEAONOCTaBKONH BO3ZHHMKIHM YOBITKM OT IPOCTOSI U Ha MEPONPHSITHS IO JIMKBUAALMH 3THX
yOBITKOB OBIIO M3pacxomoBaHo ponosHUTENsHO 4000py6. [MocraBmmk: ¢upma «BAH» anmpec: r.Mocksa yi.
Kyry3osckas 1.125 ten.158-59-63. upekrop: ®.H. Bypkees [lokynarens (cocTaBuTeIbh NPETEH3MOHHOTO MUCHMA):
¢upma «Mamay r.Jleannoropck PT, yn.I'opskoro 56 rten./dakc 5-89-65,p/c Nel12345678910121415002 B Ganke
«Ax-bapcey r.Jleannoropcka Jlupexrop: M.C. Ceetukona, ri. Oyxrantep [1.0.Kapruna.

3ananue 3.

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

Hcnonps3ys npuioxkenue 2 opopMuUTEe OTBET Ha INPETEH3UIO COJAEpKallUi ee MOJHOE OTKJIOHEHHE IO
MPUYMHE OTIPAaBKH MOJHOTO 00beMa NPOIYKINH, YTO roaTBepskaato Haknaguoii Ne 589 ot 01.05.20 .




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

MopAagoK BbINOAHEHUA paboTbl:

[Ipoananu3upoBath mpaswia 0QOPMIICHHS JOKYMEHTOB MPO()EeCCUOHATBHOMN ICATSIIEHOCTH
(cocTaBUTH ¥ C UCIIOJIb30BAaHUEM KOMITBIOTEPHBIX TEXHOJIOTHI U B COOTBETCTBHH C TPEOOBAHUSIMU
I'OCT P 7.0.97-2016 mnpeTeH3MOHHBIE MIChMA U UCKOBBIC 3aSIBIICHUS B TEKCTOBOM PEIaKTOPE
Microsoft Word co Bcemu TpeboBaHuAME OQOPMIICHHUS, C OTCTYIIAMH U HHTEPBaTaMHU

dopma npeacrasneHus paborbi:

OdopmneHHble gOKymeHTbl B cooTBeTcTBMM ¢ TOCTom 7.0.97.-2016

Kpurepun oneHku:

OueHka
WHAWBHUIYATbH
PeSyJ’ILTaTHBHOCTL BBITIOJIHCHUA 3aJaHUA bIX
JIOCTOKEHUH,
Oast

3aaHue BBIMOJIHEHO MOJHOCTHIO, O€3 3aMeYaHuii 5
3aiaHre BHIMOJIHEHO MOJHOCTHIO, HO UMEIOTCS HECYIIECTBEHHBIC 3aMeUaHMsI 4
3aﬂaHI/IC BBITMNOJIHEHO, HO UMEIOTCA CYHICCTBCHHBIC 3aMcUaHus, ITOBJICKIINE K HCBEPHOMY PCUICHUIO 3
3a7aHus

3agaHue 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.

CornachHo gorosopy (koHTpakty) oT 00.00.0000 Ne Bama opranusanus A0kHa Oblia
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 pyoO.
(KOJIM4ecTBO)

B cBs13u ¢ HeONMOCTaBKOM y HaC BOSHUKIIM YOBITKH (OT IIPOCTOS, 3aMEHbI MaTepHAJIOB,
yYMEHbIIIEHNs 00beMa MPOU3BOACTBA, U3BMEHEHHUSI aCCOPTUMEHTA U T.[l.) COTJIACHO IPUIIaraeMoMy
pacyery.

B cooTBercTBHU € 10rOBOPOM (KOHTPAKTOM, 3aKa3oM) Bam Ha/uieKuT yniaTuTh HEyCTOMKY
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 JAt0IINEe MPUYUHEHHE YOBITKOB.
5. Haknmannas ot Ne
6. Cuer oT «» 20 1. Ne

PykoBoaurens npeanpuarus MOJIUCH N.O0.®amunus

I'maBHBII OyxTanrep MOAINCH N.O0.®amunus



[Tpunoxenue 11
OBPA3EIL UCKOBOI'O 3AABJIEHUA.

HanmenoBanmne MMPpEAIpUATUA

Anpec npeanpusTus

NCKOBOE 3ABJIEHUE

00.00.0000

O B3bICKAaHUU HEYCTOWKH 3a HEJIOIIOCTABKY (IIPOCPOUYKY IOCTABKH)

HIPOAYKLUH

Ilena ncka pyo.

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

JlanHast mpoyK1us ObuIa TOCTABJIEHA HE B ITOJIHOM 00bEME
HepnomnocraBka cocraBuia 1o 1eHe (KOJIM4ecTBO) Ha CyMMY pyoO.
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 OTBETYMKA B YIOBJIETBOPEHUHU MIPETCH3UN CYUTAEM HEOOOCHOBAHHBIM T10

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

Ha ocHoBaHuM M37105%K€HHOTO MPOCUM ApPOUTPaKHBIN CyJl B3bICKATh C OTBETYMKA
HEYCTOMKY B pa3mepe %, 4TO COCTaBISET pyO. OT CyMMBI HEJIOMIOCTaBICHHON
(HeIomoCTaBIEHHON B CPOK) MPOAYKLUHU (C yUETOM BOCIIOJIHEHUS HEJOMIOCTABKU HEYCTOMKA
ymenbiaercs Ha 50% u coctapinseT py0.) u pacxosl o rocnouutuHe 1200 pyo.

IIpunoxxenue:

1. Konust mpereH3uu ot « »20 r. Ne

2. IlouyToBas KBUTAHLKS, BBIITMCKA U3 peeCcTpa MOYTOBBIX OTIPABICHUN U

T.1. 00 OTCBIJIKE MPETEH3UU OTBETUHKY.

3. OTBeT Ha NMPETEH3HUI0, €CIIU OH MOJIyUYeH.

4. TlouToBasi KBUTAHIIMSA, BHIITUCKA M3 pEeCcTpa MOYTOBBIX OTIPABICHUN U

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

5. IlnaTexxHO€ MOpYYEHHE O IEPEUHCICHNN TOCYIapPCTBEHHOM MOIUTNHBL.

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.
TexHoI0rusi 1 NPUHIUNBI OPraHU3AIUHN IOKYMEHT0000pOTa

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

ean padoTsi:

OO0pabaTtbeIBaTh U PACIIPEACISATh BXOSIICIO, UCXOASIICIO U BHYTPSHHEIO JOKYMECHTAIUY,

PeructpupoBaTh TOKyMEHTHI OPTaHU3AINY M CTABUTH MX Ha KOHTPOJIb UCIIOTHEHHS C MCTIOIh30BAHUEM
ABTOMAaTHU3UPOBAHHBIX CITIOCOOOB 0OPaOOTKH.

Beimoanus padory, Bl Oyaere:
ymems:
OCBaMBaTh TEXHOJOTUU aBTOMATU3UPOBAHHON 00Pa0OTKH TIOKYMEHTALUN

MarepuaJIbHO TeXHUYECKOe o0ecIieueHue:

Pabouas 1 IeKIMOHHAS TETpaIy.

ITepcoHa bHBIN KOMITBIOTEP, 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.

Obpabomky 8x00AUUX, UCXOOAUUX U BHYMPEHHUX OOKYMEHMOo8
3aoanue 1
OmnpenenuTs NPaBUIBLHOCTh MPHEMa H 00Pa0OTKH TOKYMEHTOIIOTOKOB.
Hatigute Ha BXOJIAIIEM, HCXOMSAIIEM JOKYMEHTAX, paCCTaBJICHHBIC PEKBU3HUTHI MTOCIIe 00PabOTKH.
PaccraBbTe PEKBU3UTEI HpaBHJ’IBHOﬁ IIOCJIICAOBATCIIBHOCTU U IOKAXXHUTEC UX O(i)OpM.HeHI/Ie B Ta6n1/1ue .
HaumeHosaHue peKksusumoes I'Ior(asamb, KOK OH 8bl2nadum

1 | OTmeTKa O HanpaB/eHUN AOKYMEHTa B AeN0

2 | OTmeTKa 0 KOHTpone

3 | PaccmoTpeHue OKYMEHTa pykoBoauTenem (pesontoums)

4 | OTMeTKa 0 UCMONHEHUN AOKYMEHTa

5 | OTmeTKa 0 perMcTpaumm LOKYMeHTa

3aganue 2
YcTaHoBuTe onepanuu padoThl C BXOAAIIUMHE, UCXOASIIUMY U BHYyTPEHHUMHU JTOKyMEHTaMHU.

Pacnpe;[eJmTe ornepanun O6pa6OTKI/I M0 CXEMC U COCANHUTE UX CTPCIIKAMU.

2.1. B opranuzanuto nocrynuio [IMCbMO or BblliecTosIIeH OpraHU3ainm.
1.ITpuem, npeaBapuTENbHOE pACCMOTPEHHE IOKYMEHTA, TIPOCTAHOBKA OTMETKH.
2.Perucrparus

3. .KoHTposb UCTIONIHEHUS

4. VicnonHeHue J0KyMEeHTa

5 Ilepenaya UCTIONHUTENIO

6. [ToammBKa TOKyMEHTOB B JI€JIO

7. PaccMoTpeHue pyKoBOAUTEIEM (PE3OITIOIIHS)

Cxema padoThl ¢ BXOAAIIMM JIOKYMEHTOM



Bupn noxymenranuun | Otaen nenonpousBoiacTBa | PykoBonutens PykxoBoaurens Hcnonnurens
(cexperaps) MpEeaNpUATUS CTPYKTYPHOTO
HOJpa3eIeHUs

BXO AU

—— 2

2.2. BBl MOTyYHIId BXOISANIMNA JOKYMEHT MOCIIC PACCMOTPEHHS PYKOBOJUTEIEM OpPTaHU3AIINY, T1IC B
pe30IIoIHH OBLTO YKa3aHO 3aaHne IMOATOTOBUTH OTBETHBIA JOKYMEHT ( IICEMO)
1. cormacoBanmue;
2. UCTIOJTHEHHE U TIOATOTOBKA IOKYMEHTA;
3. 3a7aHue 10 MMOATOTOBKE JOKYMEHTA;
4.1oanucanue;
5. oTHpaBKa M PETUCTPAIHS UCXOISIIETO TOKYMEHTA;
6. perucTpanus BXOIAIIEr0 MOCIe PACCMOTPEHUS] PYKOBOTUTEIICM;
Cxema pabdoThI ¢ HCXOASIIMMH JOKYMEHTAMHU

Bun nokymenranuu Crerauct otaena PyxoBonurens Hcnonuurens
JEIIONIPOU3BOICTBA OopraHu3anuu

Hcxonsmmit noxyMeHe

YXOAMT B JPYTYIO
OpraHu3aLuI

2.3.Bbl sBIIsICTECH UCTIOIHUTEINIEM IO TIOPYUCHUIO PYKOBOAUTENSI CTPYKTYPHOTO HOAPA3ISIICHHs , HEOOXO0IUMO
noarotoBuTh ( [TIPUKA3).

1- mojnucaHue WK yTBEPKACHHE JOKYMEHTA,

2.10paboTKa JOKYMEHTAa,

3.cocTaBJeHHE JI0KYMEHTA,

4.peructpanus;

5.coriacoBaHme;

6. OTIIpPaBKa MM PACCHUIKA 110 JPYTHMM CTPYKTYPHBIM ITOJPa3eICHHUSIM;

7. BusupoBaHue.

CxeMa pa0oThl ¢ BHYTPEHHUM T0KYMEHTOM

Hcnonmaurens PykoBoguTens cTpyKTYpHOTO Crnennanuct PyxoBonurens
TI0JIpa3ieeHus Otaen nenonpon3BoICTBA OpTaHM3aINH

Pezucmpayuio 0okymenmos ¢ ucnonb3o8anuem agmoMamusupOBaRHbIX cnocob08 KOHMPOb UCHOIHEHUS
CYIHCEOHBIX OOKYMEHMO8
3aganme 1.
1.IIpemnoskeHHBIE TOKYMEHTHI:
A) paccopTHpyHTe Ha PErHCTPUPYEMBIE H HE PETUCTPHPYEMBL.
B) IlocTaBpTe JOKyMEHTHI HA KOHTPOJb.
[ToxaxuTe OTMETKH IIOCTAHOBKH JOKYMEHTA Ha yUeT.
2. IlpoBenuTe PErHCTPALIHUIO:




Beribepete mo0yr0 komnbroTepHyto nporpammy ( Microsoft Excel, Microsoft Access wiu ap.), cozaaiite Gpopmsr
perucTpanyu, 3aperucTpUpynTe JOKYMEHTHI , @ TAK)KE OCYIIECTBUTE MOUCK JJOKYMEHTOB I10 331aHHBIM I1apaMeTpaM.
3.2. IlpeutoKeHHbBIE TOKYMEHTHI 3apPErUCTPUPYITE B KApTOUHOI hopMme.

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)

Jata noayaenns Bxogammit HoMep Jlata goxyMeHTa Ne gokymenTa

3arooBok (0 gen)

Pezomouns

Hcnomantens (yKassieaerca GaMuIng H HHHIIHATLL)

ObopoTHas cTopoHa

Xoa HCnoTHeHUA

Ne gena

3aganue 2
W3ydanTe cuTyamuro U ONpeaesuTe, YbH JSUCTBIS B JAHHOM CIy9ad MOXHO PaCIeHUTh KaK MPaBIIIHHEBIC?

JlokymeHT nocTynui B opraauzanuio 20 MapTa, yTo ObII0 3aUKCHPOBAHO B OTMETKE O MOCTYIIIeHHH. Yepes nBa 1 (
22 mapta) B KoHIle pabouero s ciayx6a JJOY mepenana MOKYMEHT C PE30JIIOLUCH PYKOBOAMTEINS CICIHATHCTY
cTpyKTypHOTo noapasaenenust Kupeesy B.I1. anst ucnonnenus. B pe3osnrouun Obu1 yKa3aH CpOK UCTIOJNHEHUS — 5 THEH.
K 28 mapra Kupeer B.II. moarotoBus OTBETHBIH JOKYMEHT, ofHako ciyxba JIOY mnocuuTana, 4ro HCIOJIHEHUE
JIOKyMeHTa npocpodeHo. CHeruaIucT ¢ 3TUM He COTIacuiIcs, Tak Kak OBl YBEPEH, UTO UCIIOJIHMI JOKYMEHT BOBPEMS.

IMopsinok BeINOJIHEHHUsST PA0OTHI:

[Ipoananu3upoBaTh NpaBriIa OpraHU3aluy JOKYMEHT0000poTa U 00pabOTKH JOKYMEHTOB, ONPEACIIUTE
onepanuu 00paboOTKH JOKYMEHTOB.

W3y4uB GopMBI periucTpaniii JOKyMEHTOB 1 IIPAaBHJIa 3AIIOJHEHHS, IPOBEIUTE PETHCTPALIHIO C HCIIOIB30BAaHUEM
ABTOMATH3UPOBAHHBIX TEXHOJOTHMA. [locTaBbTE TOKYMEHTHI Ha KOTPOJIb.

dopma npeacTaBjieHUus: padoThI:
OdopmiieHHbIe cxeMbl 00pabOTKU 1 (POPMBI PETHCTPALINH JJOKYMEHTOB.

Kputepun onenkmn:

OrneHka
WHAUBUAYAJbH
Pe3yHLTaTI/IBHOCTI) BBITIOJIHCHUA 3aJaHUA bIX
JIOCTOKEHUH,
Gan
3aaHue BBIMOJIHEHO MOJHOCTHIO, O€3 3aMeYaHmi 5
3a1aHre BHIMOJIHEHO MOJHOCTHIO0, HO UMEIOTCS HECYIIECTBEHHBIC 3aMEeUaHMsI 4
3alIaHI/Ie BBITNTOJTHEHO, HO UMECIOTCA CYHICCTBCHHBIC 3aMCYaHUs, ITOBJICKININE K HEBEPHOMY PCIICHUIO 3
3a7aHus
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 TIOKyMEHTA B JIeia
C YIETOM CPOKOB XpaHEHHUSI.

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

MarepuajibHO TeXHUYECKOe ODeclievYeHue:

PaGouas n neximoHHasT TeTpay.

[TepcoHaBHEII KOMIIBIOTEP, TEKCTOBBIN TTporeccop 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 CHOPMHUPOBAHHOTO JIENIa U MOATOTOBICHHBIX YYETHBIX JOKYMEHTOB.

3ananue:

1. Ilpoananusupyitme u noachume CIeLyOLUYIO0 CUTYaLUIO.

s ynoOcTBa paboThl Kaxabld creruanuct, padoratommii B OO0 «Cdepayr, 3aBoaut ceOe Mamkwu,
Ky/la B TEYCHHE OIpENEICHHOTO MEepruoja BKIAAbIBAET COOTBETCTBYIOLIME JOKyMeHTH. Ha o00mokkax
3aIUCHIBAIOTCS (HaMUINS U MHULNAIBI UCIIOJTHUTENS, a TAKKe TE MJIM MHBIC HAIIPABJICHUS €T0 NesTeIbHOCTH,
Harpumep: MBanos I1.P. M3roToBneHNe U yCTaHOBKA PEKIAMHBIX IIIUTOB.

Taxkum o6pa30M, B MAIKS HAKAIJIMBANOTCA pa3JIM4YHbIC JOKYMCHTBI, KaCarOmMECss PCHICHUA AaHHOI'O
BOIIPOCA: NHCHBMAa-TIPEIJIOKEHUA, NMHCbMa pPEKJIaMaliy, OTBETHHIE NHCBMa pPA3JINYHBIX OpraHU3alui U
MPEANPUATHIN, TOTOBOPEL, akThl U Ap. Korja NOKyMEHTOB CTaHOBUTCS CIMILIKOM MHOIO, 3aBOJAMTCS BTOpas
narnka ¢ aHaJOTMYHOH 3alUCh0 Ha 00JI0XKKe ¢ To0aBiIeHreM ee HoMepa, Hanpumep: MBanos I1.P

N3roroBnenne u ycTaHOBKa peKiIaMHbBIX ITUTOB. Ne2 . B koHIIe rofja Manku ¢ JOKyMEHTaMU NEPEJaroT
CEeKpeTaplo, KOTOPBIM IOMelIaeT UX B O0IIKH 1Kad, B OTAEICHUS, I1€ XPAHATCS JOKYMEHTHI OTPEIEIEeHHBIX
cnenuanucToB. CocTaB M KOJTUYECTBO JOKYMEHTOB B K)KJOW MAlKe HUKEM HE YUUTHIBAIOTCSI.

Kak MOXHO oxapakTepu30BaTh CUCTEMY (OPMUPOBAHUS JIE]I H ONEPATHBHOTO XPaHEHHS JOKYMEHTOB
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 TOKYMEHTHI AT JI€JT
( moxKyMeHTOB) Ha OyMa)KHOM HOCHTEJE:

CocraBbTe BHYTPEHHEIO ONKCH JOKYMEHTOB:
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 J1era.

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

Ornenka

Pe3ynbTaTHBHOCTE BBITTONHEHUS 3aaHUS
WHAWBHYATbH




BIX

JOCTHKCHUH,
Gat

3aaHue BBIITOJHEHO MOJHOCTHIO, 0€3 3aMeyaHmit 5

3amaHne BHIITOJIHEHO TTOJHOCTHIO, HO HIMEIOTCS] HECYIIECTBEHHBIE 3aMCUaHHs 4

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

3aJaHus

3amaHne He BBHITIOJIHEHO 2




TexHoJI0rMsI ABTOMATHU3MPOBAHHOM 00pPa00TKH JOKYMEHTAIUM

Tema 3.2.

IpakTnyeckas padora Ne 8

Ilepenaua nndopmauuu u cpeacTBa TeJIEKOMMYHHKAIIMOHHBIX TEXHOJIOTHI B 3JIEKTPOHHOM
JOKYMEHT0000poTe

ean padoThl:
[To3HaKOMUTBCS C CEpPBUCAMH TEICKOMMYHHUKAITHOHHBIX TEXHOJIOTHIA,

Beimoanus padory, Bl Oyaere:

ymemby:

— OCBauBaTh TCXHOJIOI'NH aBTOMaTHSHpOBaHHOﬁ O6pa6OTKI/I AOKYMCHTAaIUU
—HUCIHOJB30BATh TCIICKOMMYHHUKAIIMOHHLIC TCXHOJIOTMH B 3JICKTPOHHOM I[OKyMeHTOOGOpOTe;

MaTepuajiibHO TeXHHYECKOe o0ecneueHme:

Pabouas u neknuoHHas TeTpanau.
HupakTuueckuili MmaTepuan
[epconanbHBIN 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 IOCTaBUIMKOB INPOTPAMMHBIX IIPOAYKTOB C MCIOJIb30BAHUEM

Hazsanue

Crucok
BO3MO>KHOCTEM

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. BoiinuTe B nH)OPMAIIMOHHO — TIOMCKOBYIO CHCTEMY, C KOTOPOW 3HAKOMBI MJIH KOTOPYIO BbI HCITONIB3YETE,
W HaluTe ONpeAesIeHus CAeYIOUINX MOHITUI U 3alIUIIUTE B TAOIUILY:

Bunpe! noHsTHIA

Ompenenenre U Ha3HAYCHHUE

SJICKTPOHHAA
1o4yTa

HMHTEPHET —
tenedoHus

TeNneKoH(epeHIus

bopymbl




2.Co3/1aTh CBOIO AJIEKTPOHHYIO TIOUTY HITU MCIIOJIB3YHTE YKe SHCTBYIONTYIO, BEIOEPHUTE TIOJTOTOBJICHHBIC
paHee TOKYMEHTHI (TTHChMa, puKasbl.) OTnpaBbTe 4 IIEKTPOHHBIX JIOKYMEHTA CBOUM JIPY3bsIM Ha
AJIEKTPOHHEIC ajipeca. 3aQUKCUPYHTE OTIPABICHHBIC JIOKYMEHTBI CKPHHIIIOTOM .

3. 3aiiauTe Ha GOpyM Kakoro — JuOO caita wid HaiauTe GopyM CBOeH CHEeHUaIbHOCTH U OCTaBbTE CBOU
KOMMEHTApHUH.

3adukcupyiite AEUCTBUS CKPHHIIOTOM.

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

Iopsinok BeIMOTHEHHS PA0OTHI:

Wzyunte xapakrepuctuku W BbiOepure HambOoiee dhdextuBHylo COJl 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 HMEIOTCSI HECYIIECTBEHHBIC 3aMEeUaHus 4
3aﬂaHI/IC BBIIMNOJIHEHO, HO UMEIOTCA CYHICCTBCHHBIC 3aMCUaHus, ITOBJICKIINE K HCBEPHOMY PCUICHUIO 3
3a7aHus
3agaHue He BHITIOJIHCHO 2
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