MuHHCTEPCTBO HayKH H BhICIHEro obpazoBatus PoccHifckoli Menepanun
Degepannioe rocyIapeTBeHHOE HIOUKETHOE 06PAI0BATEIbHOE YUPEKIACHHE
BLICIIEro 00pa3soBanns
«Marunroropexuli rocy 1apeTBeH b TeXHHYCCKuT yunsepesnrer um. I M. Hocosan

Muoronpodununsiii Komex

{ ] l"fx' 724 (iiéapann 2021 r.

-5 @
SR D

METOJIMYECKHUE YKA3ZAHHWS 110 BBITOJHEHHUIO
[MPAKTHYECKHMX PABOT

10 yuebuoi ancumnne
OI1.05 lokymentaunonsoe obecneyenue yhpasienus
A5 CTYIEHTOR CTIeIHATLHOCTH
21.02.05 3emenbHO-UMY IHECTBEHHBIC OTHOICHHS
(6a3zoBoit mogroToBKH)

Maruuroropek, 2021



OJOBPEHO

[TpeaMeTHO-UHKNOBON KOMUCCHEH Meroanyecxoit komuccueit MnkK
«IKOHOMHKH, 3CMEIBHO-HMYLILCCTBCHHBIX
oTHomeHn# 1 chepul IKHBAHWAY TMpotokon Ne3 or 24.02,2021 r.

Mpeacenarens _ /2. <* J1.T. Hemmopenko
Iporokon Ne6 ot 17.02.2021 r.

Paspaborunx:
H.B. Kapnesnxo, npenogasareas @TBOY BO «MI'TY um. I M.Hocosar MnK

METOIHYECKHE YKA3AHHS 110 BHINOMHCHMIO npakTuueckux pafor paspaGoransl Ha ocHose paboyedt
nporpavmit yueGrol ancurmmss «JlokymenTanonnoe obecneueHne ynpasncHusy.

Cozcpwanne npakTHYCCKHX paboT OPHCHTHPOBAHO HA NOATOTOBKY OOYMAIOMMXCH K OCBOCHWIO
NPOGECCHOHRTBHEIX  MOAYICH  TIPOTPAMMBL  MOATOTOBKH  CMCUHATHCTOB CPEAHEro 3BeHa 1o
cnenpaipiocTy  21,02.05  3emeasHo - MMYUICCTBEHHBIC  OTHOIWICHHS W OBAAICHHIO
NPOHECCHOHLTHHLIMH KOMIETESHITHAMH.



1 Beenenue

2 MeToauyeckue yKa3aHus
[Ipaktuyeckas padora 1
[IpakTuyeckas pabora 2
[IpakTuyeckas padora 3
[IpakTtuyeckas pabora 4
[IpakTuyeckas pabdora 5
[IpakTuyeckas pabora 6
[IpakTuyeckas pabdora 7
[IpakTnueckas padora 8

COJIEP’)KAHUE

12
19
34
37
41
43



1 BBEAEHHUE

BaxHyio "acTh T€OpeTHdeckoil u mpodecCHOHAILHON MPAKTHUYECKOW MOATOTOBKUA O0yYaroImuxcs
COCTABJISIIOT ITPAKTUYECKUE 3aHATHUSA.

CoctaB u coaepkaHME NPAKTUYECKUX 3aHITUM HampaBieHbl Ha peanuszanuio dDenepaabHOro
rOCyAapCTBEHHOr0 00pa30BaTeIbHOIO CTaHIapTa CPeAHEro MpogecCHOHaIbHOTO 00pa3oBaHusl.

Bemymeld  qumakTHYecKOd — IENbI0  NPAKTUYECKUX  3aHATHHA  gBisieTcss  (popMupoBaHue
npoeCCHOHATIBHBIX MPAKTUYECKUX YMEHUH (YMEHHI BBITIOJIHATH ONpPENEICHHBIC NIEHCTBHSA, ONEpaIyH,
HEOO0XOIMMBIC B MOCIEIYIONEM B MPO(ECCHOHAIBHON AEATEIIEHOCTH), HEOOXOUMBIX B MOCIEIyOIIei
Y4eOHOU JESTCILHOCTH.

B coorBercTtBUM C pabouell mporpaMMoil yuyeOHOW AMCHUIUIMHBI «JlOKyMeHTauHOHHOe
olecreyeHne ynpaBJeHHs» [IPETyCMOTPEHO MPOBEACHNUE TPAKTUUECKUX 3aHATUH.

B pe3ynbrare ux BHIIOJHEHUS, 00ydaromuics JOIKEH:

ymemo:
— V1. opopMisATh JOKyMEHTAIMIO B COOTBETCTBUH C HOPMATUBHOM 0a30ii, HCIOIBb3Ysl MH(POPMAIMOHHBIE TEXHOJIOTHH;
— V2. yHnpuumpoBaTh CUCTEMBI IOKYMEHTAIHN;
— Y3, ocymecTBIATh XpaHEHHE U MTOUCK TOKYMEHTOB,
— V4. ocymecTBIsATh aBTOMATH3ALNIO 00pa0OTKH JOKYMEHTOB;
— V5. ucnons30BaTh TENEKOMMYHHUKAIIMOHHBIE TEXHOJIOTUH B JIEKTPOHHOM JJOKyMEHTOOOOPOTE;

ConeprkaHue MPaKTHUECKUX U JJaO0paTOPHBIX 3aHATHI OPUEHTHPOBAHO HA MOJrOTOBKY 00yYarOIIUXCsl K
OCBOEHHMIO MPO(ECCHOHATBHOIO MOJYJIS IMPOrpamMMbl TMOATOTOBKM CIEMAIMCTOB CPEITHEro 3BEHa II0
CMELMATBHOCTH U OBJIQICHUIO HPOGheccuonanbHulMu KOMHEMEeHYUAMU:

ITK.1.1. CocTaBnsaTe 3eMeNbHBIN OallaHC palioHa

IIK.1.2. TloaroraBmuBaTh JOKYMEHTAlMIO, HEOOXOAMMYIO [UIsl MPHUHATHSA YIPABIEHYECKHX
penIeHni o 3KCIUTYaTalluyd U Pa3BUTHIO TEPPUTOPUN

[IK.1.3. ToroBuTh TPEMIOKEHUS IO ONPEACICHUIO AKOHOMHUYECKON A PeKTUBHOCTH
WCIIOJIb30BAHNS UIMEOUIEr0Cs HEIBMKUMOTI'O HUMYIIIECTBA

[IK.1.4. VYdyacTBOBaTh B NPOEKTHUPOBAHMM U AaHAIM3€ COIMAIbHO-3KOHOMHYECKOTO Pa3BUTHUS
TEpPUTOPUH

[TK.1.5. OcyiiecTBasTh MOHUTOPHUHT 3€MEJIb TEPPUTOPUHU

[1K.2.1. BeInOJHATH KOMITJIEKC KaJaCTPOBBIX POLIEAYDP

[1K.2.2. OnpenensaTs KaIacTPOBYO CTOMMOCTh 3€MEJIb

[1K.2.3. BeInoiHATE KaAaCTPOBYIO ChEMKY

I1K.2.4. OcymiecTBIATh KaAaCTPOBBIN M TEXHUYECKUHA YUET 00BEKTOB HEJIBHIKUMOCTH

[1K.2.5. ®opmupoBath Ka1lacCTpoBOE JEJI0

[IK.3.1. Beimonasate paboTel 10 KapTorpado-reofe3ndeckoMy OOECIICUCHHUIO TEPPUTOPHH,
CO03/1aBaTh rpaduueckrue MaTepuaibl

[IK.3.2. Ucnonw30BaTh rocy1apCTBEHHBIE I'€O/IE3MUYECKHE CETH U HMHBIE CETH I MPOU3BOJICTBA
KapTorpado-reoe3nueckux pador

[1K.3.3. Mcnonp30BaTh B IPAKTHUUECKOM EATEIHbHOCTH T€OMH(POPMAIIIOHHBIE CUCTEMBI

[1K.3.4. OnpenensiTe KOOPAUHATHI TPAHULL 3€MEJIbHBIX YYACTKOB U BBIYMCIIATH UX IJIOLIATN

[1K.3.5. BbINOTHATH MOBEPKY U FOCTUPOBKY I'€0JIe3NYECKUX MPUOOPOB U HHCTPYMEHTOB

IIK .4.1. OcymectBiare c6op u 00pabOTKy HEOOXOIMMON M OCTaTO4YHON HHOpMaMHU 00
00BEKTE OLIEHKHU U aHATOTMYHBIX 00BEKTaX

[1K. 4.2. [Ipou3BOauTH pacueThl MO OLIEHKE 00BEKTa OIICHKU Ha OCHOBE MPUMEHHUMBIX MOIXOA0B U
METOJI0B OLIEHKH

[1K.4.3. O6006mare pe3ynsTaThl, HOTyUYEeHHBIC TOAX0IaMH, U 1aBaTh 000CHOBAHHOE 3aKII0YCHHE 00
WUTOTOBOM BETMYMHE CTOMMOCTH 00BEKTa OIICHKU

[IK.4.4. PaccuuTbiBaTh CMETHYK0 CTOMMOCTb 3/IaHMUM U COOPY>KEHUH B COOTBETCTBUH C
JEHCTBYIOIIMMHA HOPMATUBAMH U TPUMEHSIEMbIMUA METOANKAMHU
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[1K.4.5. KnaccuuupoBaTh 31aHHUSI U COOPY>KEHUSI B COOTBETCTBHU C MPUHITON TUIOJIOTHEH
[TK.4.6. OdhopMIsTh OIEHOYHYIO TOKYMEHTAIMIO B COOTBETCTBHU C TPEOOBAHUSIMH HOPMATHBHBIX
aKTOB, PETYJIMPYIOLINX MPABOOTHOIICHHUS B 3TOW 00JIACTH

A Taxxe GOPMUPOBAHUIO 0OUUX KOMNEMEHYUIL.

OK.1. IloHnMaTh CYIIHOCTH M COLMAIBHYIO 3HAYMMOCTh CBOCH Oyayiiel mpodeccuu, IposBIsTh K Hel
YCTOWYMBBII UHTEPEC

OK.2. AHnanm3upoBaTh COLMATBHO-KOHOMUYECKHE U TOJMTHYECKHE TPOOJIEMBI W IPOLIECCHI,
UCIIONB30BaTh METOABI T'YMaHHUTAPHO-COIMOJIOTMUECKMX HayK B Pa3IMYHBIX BHIAX MpO(ecCHOHATBHOW |
COLMAIIbHOM JIESTENBHOCTH

OK.3. OpraHn3oBbIBaTh CBOKO COOCTBEHHYIO JCATEIHLHOCTh, ONPEICIITh METOIBI U CIIOCOOBI BBITIOTHEHUS
npoecCHOHANTBHBIX 3a/1a4, OLICHUBATH X YP(HEKTUBHOCTD M KAYECTBO

OK .4. Pemmatb mpoOIieMsbl, OLIEHUBATh PHCKH ¥ IPHHIMATh PEIICHNS B HECTAHIAPTHBIX CUTYAIHSX

OK .5. OcymmecTBIsITh TIOMCK, aHAIM3 U OIICHKY MH(OPMAIHH, HEOOXOAUMOH JIJISI IOCTAHOBKU U PEIIICHUS
poQeCcCHOHANTBHBIX 33124, MPOGECCHOHANBHOTO U IMYHOCTHOTO Pa3BUTHS

OK.6. Paborath B KOJJIEKTMBE M KOMaHJE, OOecleuuBaTh €€ CIUIoYeHHe, 3(PdeKkTBHO oOmaThes C
KOJUTETaMH, PYKOBOJICTBOM, TIOTPEOUTEIISIMA

OK.7. CamMOCTOSITENHHO OMPEACISTh 33a4i MPO(ECCHOHATFHOTO U JIMYHOCTHOTO Pa3BUTHS, 3aHUMAThCS
caM000pa30BaHNEM, OCO3HAHHO TUIAHUPOBATH TIOBHIIIICHIE KBATU(HKAIIAH

OK .8. BbITb rOTOBBIM K CMEHE TEXHOJIOTU B TPOPECCHOHAIBLHOM AESTENbHOCTH

OK .9. YBaxxutenbHO U OEpeXHO OTHOCUTHCS K MCTOPHUYECKOMY HACIEIUIO U KYJIBTYPHBIM TpaJHILIUsIM,
TOJIEPAHTHO BOCTIPHHUMATH COIMAIIBHBIE M KYJIbTYPHBIC TPaIUIINH

OK.10. CoOmomath TpaBWiia TEXHUKA OE30MACHOCTH, HECTH OTBETCTBEHHOCTh 3a OpTraHU3aIUIO
MEPOIPUATHH 0 0OecTieueHHI0 O€30IacCHOCTH TPy ia

BrimonHenne 00yJaronuxcsi IpakTHISCKUX |/WITH Ta00PAaTOPHBIX pabOT Mo y4eOHON AUCITUTUTHHE
«/lokymeHTallHOHHOE OOecrieyeHHe YIIPaBJIeHHs» HAIIPABJICHO HA:

- 00o01IeHre, CUCTEeMAaTHU3alIHIO, YIITyOJIeHHe, 3aKpeIlyIeHHe, pa3BUTHE U JETATU3AINIO MTOJTYyYEHHbIX
TEOPETUYECKUX 3HAHUN MO KOHKPETHBIM TeMaM y4eOHOM TUCIUIUINHBI;

- (opmupoBaHuE yMEHHUI MPUMEHATH MOTYUYCHHbIEC 3HAHUS HA MPAKTUKE, peaan3aluio eIUHCTBA
WHTEJUICKTYaJIbHON U MPAKTUYECKOU NESITEIbHOCTH;

- ¢opMHpoBaHHE M pa3BUTHE YMEHHUI: HaOII0AaTh, CPaBHHUBATH, COIMOCTABIATh, AHAIU3UPOBATH,
JIeJIaTh BBIBOIBLI 1 O00OIIEHNS.

- BBIpAOOTKY IpU PELIEHUH OCTABICHHBIX 3a/1a4 MPOo(GEeCCHOHATBHO 3HAUUMBIX KaYeCTB, TAKMX KaK
CaMOCTOSITeNIbHOCTh, OTBETCTBEHHOCTh, TOYHOCTh, TBOPUECKAask MHUIIMATHBA.

HpaKTI/ILIeCKI/Ie 3aHATHUA TIPOBOAATCA IIOCIIE COOTBCTCTBYI-OH_Ieﬁ TEMBI, KOTOpasd 00ecIIeynBacT HAJHUUHE
3HaHPII>i, HeO6XO,Z[I/IMBIX JJ11 €€ BBIITIOJIHCHMA.



2 METOANYECKUE YKA3AHUSA

Pazneu 1. lokyMeHTHPOBaHUE AeSITeTbHOCTH OPraHU3alliH, NPEeANPHUATHS, yIpe:KIeHUS

Tema 1.3.
HopwMe! 1 ipaBuiia ohopMIICHHUS CITyKEOHBIX JIOKYMEHTOB

IIpakTnueckas padora Ne 1
OdopmieHne ocHOBHBIX pekBU3UTOB B cooTBeTcTBUM ¢ [[OCT P 7.0.97-2016. «HanuonansHbId cTaHaapT
Poccuiickoii @eneparuu. CucreMa CTaHIapTOB 10 MH(POpMaIUu, ONOIUOTEYHOMY U U3aTEIbCKOMY JISITY.
OpraHu3aioHHO-paCTIOpsAUTENbHAs JOKyMeHTanus. TpedoBaHust K 0pOpMIICHHIO JOKYMEHTOB"
Lenb :
— Hayuutbcsi 0QOpMIISATH PEKBHU3WTHI, yCTAHABIMBAIONINE IOPHINYCCKYIO CHIIy JTOKYMEHTOB B
cootBercTBUU ¢ neictByrommM [[OCTom 7.0.97.-2016.
—HW3yuuTh pacnoyioKE€HWE PEKBU3WTOB M TPAHULBI 30H OPraHU3alMOHHO-PACIIOPSAIATEIHBHOTO
nokymenTa Ha popmate A4 cormacao 'OCT P 7.0.97.-2016.

Boinosinus padorty, Bel Oyaere:
ymems: O(QOPMIIATH JOKYMEHTAI[MI0O B COOTBETCTBMM C HOpPMAaTHBHOW 0a30i, HCHONIB3YS
MH(OpMaLIMOHHbIE TEXHOJIOTUH;

MarepuanbHoe o0ecrieyeHme:

I'OCT P 7.0.97-2016. «Hauunonanbnsiii crannapt Poccuiickoit @enepannu. Cucrema CTaHAapTOB
no wuHpopManuy, OHOIMOTEYHOMY U H3JAaTeNbCKOMY Jeny. OpraHuzallmOHHO-paclopsAUTEIbHAs
nokyMeHnTanus. TpeboBanus k 0OpMIEHUIO TOKYMEHTOB"

PaGouas u nekunoHHas TeTpaiu.

JnnakTuyeckuii Matepua

ITepcoHaabHBIN KOMITBIOTEP, TEKCTOBBIN mporeccop Microsoft Word

3aganme: A
Ha ocHoBanuu 3amanuii ohopmuTe PEKBU3UTHI, 0OCCICYMBAIOIINE FOPHIMUYCCKYIO CHIIY JTOKYMEHTaM.
Yrobsr oopmuth pekBu3uThl Hcmoas3oBath 'OCT u pemakrop Microsoft Word ¢ cobmronennem Bcex
OTCTYTIOB M HHTEPBAJIOB.

Cooeporcanue 3a0anust

3apaHue 1:0dopmute HaMMEHOBAaHNE OPTAHU3ALMH B COOTBETCTBUH YCTABa M IPABUIFHOTO PACIIONIOKEHHS YacTel

peKBHU3UTA

1. 3AO, opranuzaiuonHo-npaBoBas popma npeanpustus «KOpuc-kony,

2. Opranuzanusi roCyAapCTBEHHOIO THNa Bcepocchilcknii HaydHO HCCIIEHOBATENbCTKUN WHCTUTYT JAOKYMEHTOBEACHHS H
apxuBHOTO nena, nomuunsercs @enepanpHoMy areHcTBY POCAPXVB MoXeT MMeTh COKpalleHHOe HAHMMEHOBAaHHE
BHUUJA/L.

3. Mockosckoe 'ocynapcteennoe Yuutapuoe [pennpustue MOCBOJIKAHAJI

4. MUHHCTEPCTBO CTPOUTEIBCTBA, APXUTEKTYPHl M JKIJIMIHO-KOMYHAIIBHOTO XO03siicTBa, Mpu AnMuHUCTpanuu PocToBckon
obmactu

5. TocymapcTBeHHBIH TPOSKTHBIN HHCTHTYT
CAHTEXIIPOEKT, noguunstommutiics ['occtporo Poccun

6. MunucrepcTBo o0pazoBanusi PO, KOxHO-YpabCKkuii HHCTUTYT SKOHOMUKH H TIpaBa
Cnyxb6a Jlexonpon3BoacTsa

7. Ciyxb6a [JemonpomsBoactea FOxuo-Ypansckoro ['ocymapctBenHoro YHuBepcuteTa npu DeneparibHOM areHTCTBE II0
00pa3oBaHUIO

3aganne 2: OdopmuTe Ha3BaHHE BUA JOKYMEHTA U 3aT0OJOBOK K TEKCTY 3TOTO TOKYMEHTa, YITOTPEONB HY KHBIN TaIek

1. Tlpuxka3 o BBEJEHNH MHCTPYKIUH IO IPOTHBOIOXKAPHOH 0€30MacHOCTH;
2. Tlporokou 3aceqaHus COBETa M0 NPOMHIAKTHKE PABOHAPYIICHHUH;
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CrpaBka 0 cOCTOSTHMN paOOTHI OT/ENA ACIONPOM3BO/ICTBA IO PACCMOTPEHHIO 3asBIICHUH, Kaj00 U MPEIOKEHUH TPayK/IaH;
JlomKHOCTHAsI HHCTPYKIHS O CHENUATHACTE 3eMEIbHO-UMYIIECTBEHHBIX OTHOIIEHUH

AKT 0 IIpOBENECHUH UHBEHTapHU3aLUU

Pacniopsbkenne o rpaduke OTIYCKOB

JlokyagHas 3anMcKa 0 Ha3HAYEHHH JOKYMEHTAJIbHOW PEBU3UU

No ok w

3anaHne 3:0dopmuTe AaTy ¥ peruCTPaliOHHBIH HOMEP JOKyMEHTa

Ecnn opopMIIsIIoT mprkas 1mo OCHOBHOM JIESITEIBHOCTH — MTPOJIOIBHBIM PACIIONIOKEHHEM PEKBHU3HTOB.
Ecii opopMIISIIOT OTYETHBIM JOKYMEHT, KOTOPBIH OTHOCHTBCS K OyXTanTepcKOl IOKyMEHTAIUH.
Ecni opopMIIsIIoT 1OrOBOpHON TOKYMEHT. ( KYILTH-TIPOJIaXKH)

Ecnu odopMIISroT 10KyMEHTAIUIO JIMYHOTO COCTaBa

Ecnu noarotoBunu A1t OTIPaBKU OTBETHOE MHCHMO Ha BXOZAIIEE.

Ecni moaroroBmim cripaBky ¢ MecTa paboThl.

. Ecim ohopMIIsitoT JOKYMEHT KOTOPBIA COCTABIIEH M COACPXKUT (PHHAHCOBYIO HH(POPMAIIUIO.

NookrwhE

3apgaHue 5: OpopmuTe PeKBU3UT NOANUCH

1. Ecau nodzomosunu npuxas no OCHOBHOU OesimeibHOCIMU
2. Ecau noocomosunu axm

3. Ecau noocomosuniu npomoxon coopanusi

4. 2.Eciu no02omosunu 2apanmuiinoe NUCbMo

3aganne 6: CooTHECHTE COACPKUMOE U TOHITHS O PEKBU3UTE TEKCT

1. TekcT aBnseTcs 1. yxa3pIBalOT MPUYMHBI, OCHOBAHUS, LI COCTABIICHUS
JIOKYMEHTOB

2. TexcT TOKyMEHTa COCTABIISAIOT Ha PYCCKOM HITH 2. Tpadapera, aHKEThI, TAOJIHIIBI,CBSI3HOTO TEKCTA WM B BUJIE

HAI[MOHAJILHOM SI3BIKE COCIMHEHUS DTUX CTPYKTYP

3. TexcT JOKYMEHTa MOXET OBITh ITOCBSIIECH OXHOMY 3. YKa3bIBalOT PELLCHUS, BBIBOJIBI,

NJIM HCCKOJIBKUM BOIIpOCaM l'[pOCI)6I>I, MPEJI0KCHU A, PCKOMCH AN

4. TexcTsl cIy>KeOHBIX JOKYMEHTOB MOT'YT OBITH 4. OCHOBHBIM PEKBH3HUTOM CIIyKeOHOTO JOKYMEHTa

MpEACTABJICHLI B BUAC

5. CBSI3HBIN TEKCT — 5. Takye JOKYMEHTBI Ha3bIBaOT IIPOCTHIMU UJIH CIOXKHBIMU

6. CBSI3HBIM TEKCT, KaK MIPAaBUIIO, COCTOHUT U3 JABYX 6. yKa3pIBalOT HAUMEHOBaHHE JJOKYMEHTA, PETUCTPAIOHHBIH

yacted. B mepBoii yactu HOMEp JOKYMEHTa, 3ar0JIOBOK K TEKCTY

7. Bo BTOpoi1 yacTu — 7. 3T0 mocIeIoBaTeNIbHAs, FPaMMaTUUYECKas U JIOTHYECKU
COTJIaCOBAaHHAs, XOPOLIO M3JI0KEeHHast HH(OpMaLHs

8. B TexcTe mOKyMeHTa, TOATOTOBIEHHOTO Ha 8. B COOTBETCTBUH C 3aKOHOAATENbCTBOM PD 1 cyonekToB PO o

OCHOBaHMHU JJOKYMEHTOB JPYTUX OPraHU3alUH UIIN roCyJapCTBEHHBIX S3BbIKAX.

paHee U3AHHBIX TOKYMEHTOB,

3ananue: b
HN3yunTe npenjioskeHHble PEKBU3UTHI ONpeaeuTe NMPaBHJIbLHO 0(popMIIeHHbIE PEKBH3UTHI U
BHECHTE B TA0JIMILY M 3aM0JIHUTE ee.

HaumenoBanue Buabl 10KyMeHTOB, Pacnosoxxkenue IIpumep opopmireHust
PeKBU3HTA B KOTOpBIX o(opmisiercsi | peKBH3UTA (c ykazaHueM BapHaHTOB,
PEeKBU3HT €CJIN TAKOBbIe HMEKTCS)

IIpuMepbI pEeKBU3UTOB

PexBu3ur - Anpecart

3A0 «KonTakT» Havanbuuky otaena Hupexrtopy
I'enepanbHOMyY TUpEKTOPY MapxkertuHnra A.A. IBaHoBy
ITerpoBy A.H. 000 «3aps»

123456, MockBa Maiickas yi., 345

ya.JlecHas,34 n.Acuerit, 234357

PexkBusur-I'pu¢ YrBep:xieHus

YTBEPXJIEH «YTBEpKIAIO» «YTBEPXJIAIO»
123-675 Ilpuka3zom mupekropa | Jupexrop Hupekrop




OAO «3aps» HBanos Usanos U.I1
JI.T.KpbuioBbiM 17.03.2003. 17.03.2003.
ot 23.08.2005

PexBu3ur — OT™MeTKa 0 NPUIIOKEHUH

[punoxenune Nel [NPMJIOKEHUE:Ne 2 B 1 | [Ipunoxxenue:

K NIpUKa3y AUpeKTopa
ot 12.12.2004

IK3EMILISPE.

1.KonTpakt ot 20.07.2004 Ne 4 Ha 5 1. B
13K3.

2.AkTt nipuema pabot ot 12.12.2004 Nel2
HaSJ. B 2 9K3.

PexkBU3HUT — 0TMeTKA 00 HCIOJIHUTEIE

Ucn. A.I1.1Banos K.
123-675

Cunoposa A.U. 29-35-18

CumopoBa Amnna lBaHoBHa,
KoHTposibHOE ynpaBiieHHE, BEyLIUN
cnenuamuct, +7(495) 924-45-67,
Zabelin@gov.ru

PexBusut Busa coriiacoanus

C.1n.7 He coryiaceH
[pencenarens npodhroma
[Terpos B.A.Ilerpos

3aMeuyaHus IPUIIararoTCs.
PykoBomuTens  IOpUAMYECKOTO
oTIena

Hara

PykoBouTens IOpUINIECKOTO OTIETa
IMoxmuce N.0. damunus
Hara

Ilopsinok BbINOJIHEHHS PA0OTHI:
OdopMHTh PEKBH3HUTHI B pabodueli TeTpaau U B TEKCTOBOM mpoieccope MS Word ¢ cobmroeHreM

BCCX OTCTYIIOB U HHTCPBAJIOB.

®opMma npeacraBjieHuss padoThi:
OdopmieHHbIE PEKBU3UTHI B YCTAHOBJIEHHOM TOPSJIKE.

Kpurepun oueHku:

Pe3y.]'IBTaTI/IBHOCTI> BBIITIOJTHCHU S 3aJJaHU

O1ieHKa MHAMBUAYATBHBIX JOCTUXKEHUM,

Oamn
3a/1aHK€e BBIIOJIHEHO MOJHOCTRIO, 0€3 3aMeUaHuii 5
3a/1aHK€e BBIIOJIHEHO MOJHOCTHIO, HO UIMEFOTCS 4
HECYIIIECTBEHHBIC 3aMCUaHHSI
3aaHre BBIMOJIHEHO, HO UMEIOTCS CYIIECTBEHHBIC 3
3aMeYaHusl, MOBJIEKIINE K HEBEPHOMY PEIICHHUIO 3a1aHuUs
3a/1aHK€e HE BBITOIHEHO 2




Tema 1.4.
Hopwmbl u npaBuiia ohpopmiieHust 0:1aHKOB JOKYMEHTOB

IIpakTnueckas padora Ne 2
CocraBienue 1 0()opMIICHHE Pa3INYHBIX BUIOB OITaHKOB
(obmrero Giranka, OJlaHKa MUCbMa, KOHKPETHOTO OJTaHKa).

Lean padoTbi:
— @opmupoBaHHE 3HAHUK K O(GOPMIICHHIO JEIOBOTO JOKYMEHTa W TNPOCKTUPOBAHHIO OJIAHKOB
JIOKYMEHTOB.
— Hayuutbcs mpoekTHpoBaTh OJAHKHM JTOKYMEHTOB B coOTBeTcTBUHM ¢ JaeiictByromuM ['OCTom
7.0.97.-2016.

Boinosinus padorty, Bel Oyaure:

ymems: O(QOPMIIATH JOKYMEHTAI[MI0O B COOTBETCTBMM C HOpPMAaTHBHOW 0a30i, HCHOIB3YS
MH(OpPMaLIMOHHbIE TEXHOJIOTUH;

MarepuanbHoe obecrnieyeHue:

I'OCT P 7.0.97-2016. «HaunonanbHselii crangapt Poccuiickoit denepanuu. Cucrema CTaHIApTOB
no wuHpopManuy, OHOIMOTEYHOMY U HU3JAaTeNbCKOMY Jeny. OpraHu3alloOHHO-paclopsAUTEIbHAs
nokyMeHnTanus. TpeboBanus k 0pOpMIEHUIO TOKYMEHTOB"

PaGouas u nekunoHHas TeTpaiu.

JnnakTuyeckuii Matepua

[lepconanbHbIN KOMIBIOTEP, TEKCTOBBIN Tporieccop Microsoft Word

3aganus:
1. OtBeTbTe Ha BONPOCHI M ONPEAEIUTE COCTAaB U MOPSAOK PACHOJIOKEHUS PEKBU3UTOB OJAHKOB
npeaycMoTpeHHbIX [[OCTom 7.0.97.-2016. 3anummre B TaOIUILY.

BOHpOCLl H OTBETHI

B coorBerctBuu ['OCT P 7.0.8-2013 «Cucrtema ctanaaproB nmo uHpopMaImu, OMOIMOTEUHOMY M H3JaTEIbCKOMY JIENy.
Jenonpon3BOCTBO U apXUBHOE [e710. TepMHUHBI U OLPEICTCHUS».
OTBeTbTE HA BONPOCHI:

PexBuzutoM JJOKYMCHTA HA3bIBACTCA - ...

DopmyIsipoM-00pa3ioM JOKYMEHTa Ha3hIBAIOTCS

brnank noxymeHTa -

B coorBercTBUM ['OCT P 7.0.97-2016. «HaumonansHbli ctangapT Poccuiickoit ®enepanmu. Cuctema CTaHTApTOB IIO
nHpopMalui, OUOINOTEUHOMY U M3JIaTelNbCKOMY Jieny. OpraHu3alMoHHO-pacopsSMTeNbHAs JOKyMeHTaus. TpeboBaHus K
0OpMIIEHHIO JJOKYMEHTOB"

Onpenennte peKBU3UTH OJAHKOB.

bnank nuceMa:
A) TIOCTOSTHHBIE PEKBU3UTHI-
b) mepeMeHHBIE U AOTIOTHUTENbHBIE PEKBU3UTHI-

braHK KOHKpPETHOTrO BUJA TOKyMEHTA:
A) TIOCTOSTHHBIE PEKBU3UTHI-
b) nmepeMeHHBIE PEKBH3UTHI-

2. CHpOCKTprﬁTe 06H.IPII>1 OnaHkK ¢ IMPOAOJIBHBIM PACIIOJIOKCHUCM, OJTaHKH AJI TIMCEM € YTITIOBBIM U
MNPpOAOJIBHBIM  PACIIOJIOKECHUEM U OJraHK IIpuKaza C TMPOHOJBHBIM PACIIOJIOKCHUCM ITOCTOAHHBIX
PEKBU3UTOB AJIA IIEPCUUCIICHHBIX HUXKE OpFaHH3aHHﬁ C OIrpaHUYUTCIIBHBIMU OTMETKAMH JIs1 pCKBHU3UTOB.



Ne | HaumeHoBaHMe opraHusaumm u CnpaBoYHble gaHHble 06 opraHM3auun
1 | BcepoccUICKUIM HayYHO-UCCeA0BaTeNIbCKUI MHCTUTYT A OKYMEHTOBEAEHUA N APXUBHOTO Aena,
noauuHstowmincs POCAPXVMBy OKMO 02842708, OFPH 1027700380795, MHH/KIMM 7008032140/702001001
yi. TIpodcorosnas, 1.82 ropoa Mocksa, 117393 Ten./dake (095) 7187874 E-mail: mail@vniidad.ru
2 | I'ocynapcTBeHHBIN NPOEKTHBIH HHCTUTYT
CAHTEXIIPOEKT, moauuHsIOIMiACS
T'occerporo Poccun
OKIIO 02842708 OI'PH 1027700380795 MHH/KIIIT 7708033140/771001001
V. Huwxuss [epBomaiickas, 1.46 ropoa Mocksa, 105203
Ten. (495) 27523 23
daxc (495) 27512 12
E-mail: santeh@gs.ru
3 | OrkpbITOC AKIHOHEPHOE OOLIECTBO
«BOJITOAOHCKNU XJIEBOKOMBUHAT»
OKITIO 23132807, OI'PH 1821800370797, MHH/KTIIT 3408032140/342001002
OxkTs0pbCKOE TI0CCe, 1.9, TOpOoI
Bonrogonck, PoctoBckas 0611, 347340
ten./dake: (86392) 6-61-13
E-mail: bublik@com.ru
4 | Orkpertoe akipronepHoe oomectBo «3TAJIOH» OKIIO 45464501, OI'PH 1068713089571
WHH/KIIIT 6164054471/81702003
V1. Octoxenka, 27 Mocksa, Poccus, 121002 Ten./dakc (495)291 35 79 www.rrc.ru
5 | MunucrepcTBo ob6pazoBanus PD, FOxxHo-Y panbcknuii HHCTUTYT SKOHOMUKH H TIPaBa
Cnyx6a [lenonpon3BoacTea
Mmuuypuna yi.. a. 58 , r. Camapa, Poccus, 443096, Tem: ( 846) 336-24-51. dakc: (846) 336-17-85, OKIIO
02842708 OI'PH 19973255654123
6 | AknmoHepHOE 00IIECTBO
«POCTPAHCABTO»
OKIIO 02832807, OI'PH 1017800370797, MHH/KIIIT 7708032140/772001002
V. Cusepca, a.10 ropox Pocros-ua-Jony, 344015 Ten./daxc (056)65-43-50 E-mail: ra@mail.ru
7 | YueGHO-MeTOaMIEcKOr0 0ObEeAMHEHNS «3SHAHUE»

Brimectostmas opranuzamnus — ['opojckoe ypaBjeHHe 00pa3oBaHMs
OKIIO 02842708; OI'PH 1027700380795; MHH/KIIII 3408032140/342001002
454090, r. YensOunck, yiu. 3anagsast, 1. 17. Ten.: (351)796-05-05. dakc: 923-00-60.0kmo 02842708

Iopsinok BbINOJIHEHHSI PadOThI:
W3yunte TeopeTnueckuil MaTepuan mo paspaboTke OJIaHKOB, IIPU MPOEKTUPOBAHUU HCIIOJIb3YHTE

npunoxenust [OCTa 7.0.97.-2016.

Ucnonezys 'OCT P 7.0.8-2013 «Cucrtema crangaptoB mo uHbopmanuu, OHOIMOTCUHOMY H

M3JIaTeIIbCKOMY JieiTy. JIeIOnpon3BOACTBO M apXUBHOE jei0. TepMuHbI M onpezeieHus»- OTBEThTe Ha
Bompocel. OmnpenenuTe CoCTaB M MOPSAIOK PACHOJIOKEHUS PEKBU3UTOB ONAHKOB MPEILyCMOTPEHHBIX
I'OCTomMm 7.0.97.-2016.

Cropoektupyiite oOmwuii OnaHk, OJaHK MNUChMa, ONaHK KOHKPETHOTO BHUAA JOKyMEHTa C

CO6J'IIOI[€HI/ICM BCCX OTCTYIIOB U I/IHTepBaJ'IOB/

dopMma npeacTaBjieHuss padoThbi:
OdopmienHble 6JaHKU JOKYMEHTOB

Kputepun onenkn:

Onenka
Pe3ynbTaTUBHOCTH BBIMOJIHEHUS 33 JaHUS WHAUBUAYATbHBIX
JIOCTHIKEHUH, OaIlt
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3aganure BBIIOIHEHO MOJHOCTHIO, 0€3 3aMeUaHmi

3aI[aHI/Ie BBIITOJIHCHO IMOJIHOCTBIO, HO UMCHOTCS HCCYIICCTBCHHBIC 3aMCYaHHU A

3ajaHue BBIMOJIHEHO, HO UMEIOTCSI CYLIIECTBEHHbIE 3aMEuaHus, OBJICKIINE K
HEBEPHOMY PELICHUIO 3aJaHUs

3amanue HE BBIITOJIHEHO

N| W [&~|O1
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Pa3nen 2. CucremMbl JOKYMEHTAIMOHHOTO O0ecrieYeHUsl yIIPaBJIeHNs

Tema 2.2.
PacriopsimutenbHas JOKyMEHTAIUs

IIpakTnueckas padora Ne 3
Cocrasienue 1 0(opMIICHHE PACTIOPAAUTEIBHON JOKYMEHTAIIIH
(mpuKa3 Mo OCHOBHOM JIESITEIBHOCTH, PACIIOPSHKCHUE, YKa3aHUE, , TOCTAHOBIICHUE);

Lean padoTbi:

HayuuTbcs coctaBisTh 1 0QOpMIIATh pacliopsIuTeNbHble TOKyMeHThI B cooTBeTcTBUU ¢ ['OCT P
7.0.97 - 2016

Boinosainus padorty, Bel Oyaere:
ymemny.
— odopmisATh  JIOKYMEHTAallUI0O B  COOTBETCTBHM C HOpPMAaTUBHOW  0a30i, HCHOJB3Ys

nH(OPMaLIMOHHbIE TEXHOJIOTUH;

— yHUGUIUPOBATH CUCTEMBI TIOKyMEHTALIUH;

MarepuanbHO TeXHHYECKOe obeclieyeHue:

PaGouas u nekunoHHas TeTpaiu.

JnmakTuyeckuii MaTepual

[lepconanbHbIN KOMIBIOTEP, TEKCTOBBIN Iporieccop Microsoft Word

OO6pa31bl J0KyMEHTOB (MakeT) pacnopsauTeabHoro nokymenta (Ilpunoxenue 1, 2,3.)

3aganue:

OdopMHTE pacTiopsSAUTENbHBIE TOKYMEHTBI C HCIIOJIb30BAaHHEM KOMIBIOTEPHBIX TEXHOJOTUH W B
cootBercTBUU ¢ TpeboBanusmu ['OCT P 7.0.97-2016 — mpukaz no ocnoenoii deamenvHocmu,
pacnopaxcenue , peuienue, yKazanue ¢ COOIIOJICHUEM BCEX OTCTYIIOB M MHTEPBAJIOB.

Ne
/1

WcxonHple JaHHBIC

1

3ananue 1

B ¢opme mprkaza HEOOXOIMMO BBECTH HMHASKCHI MPEANPHATHH M OpraHM3auuil OObEeIMHEHUS, B IEISIX
YIOPSZIOUSHUsI OPTaHU3alMi YIIPaBIeHHs B 00bEMHEHNH U B COOTBETCTBUU € ykazanueM Munuctposi P® or 00.00.00.
Ne 423. TIPUKA3BIBAIO: O6bennnenuto npucoutsh unjeke — 51. [Ipu nepenucke B cootBerctBuu ¢ CTII 39.00.25
«OpraHu3anusi JeNONpPOU3BOACTBA B 0OObeIuHeHHMH «CTpOHTEXHHMKa», a TalkKe [UI1 ydeTa M PerucTpaluu
pa3pabaThIBa€MBIX CTaHAAPTOB MPENNPHATHA IPUCBOMTH NPENNPHATUAM Cledylomue wuHuekce: 50 — 01 —
SIpociaBckoMy peMOHTHO-MexaHudeckomy 3aBoay; 51 — 02 — Bnagumepckomy CKB; 51 — 03 — HoBouebakcapckomy
3aBogy «Pemctpoiinopmanny. KoHTponb 3a HconHeHHeM IpuKaza Bo3naraercs Ha kaumensiputo (1. Koponery B. A.).
I'enepanbhbiii aupekrop A.I1. MBanos. B geno 1 — 3 — 6. C. C. Ilerpos.

3amanue 2

Odopmuts pacriopsbxenue Ne 137 ot 10.03.20  rmaBHOTO MH)XeHepa MOCKOBCKOTO CTaHKOCTPOUTEIBHOTO
3aBoga «Texmamm JI.M. Comamea «O BHenpennn cranaapta OPJ[ CTII 02-601» Ha ocHOBE IpeaioKeHHBIX 00pa3oB
B MIPHJIOKEHUH 3 1 4.
B pacmiopsauTenpHOM YacTH ykazaTh 4 MyHKTa:
1. O Bueapennu crangapta OPJI CTII 02-601 Bo Bcex cimy»k0ax, Ha y4acTKaX U B CTPYKTYPHBIX MTOAPA3ICICHUSIX
3aBoga ¢ 01.04.20 .
2. 06 opraamzamun 3aHatuil mo mzydeHuio CTIT 02-601 co crenmamucTamMyu W MHKEHEPHO-TEXHOJIOTHYCCKUM
repcoHaioM (¢ ykasaanem «Komy» 1 ¢ kakoro gmcina)
3. 006 opraam3anuu THpakupoBaHus 01aHkoB OPJl, THITOBBIX TEKCTOB M YHH(PUIINPOBAHHEIX (HOpM (C yKazaHHEM
«Komy?»)
4. KonTposns 3a ucromHeHneM pacnopsHKEHHUS BO3JI0XKUTH HA 3aMECTHTEIS AUpeKTopa 1o obumM Bornpocam M.K.
Buposa.
[IpocraButs Bu3y ropuckoncynbTa ILK. JIyHoBa
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[NocraButh 0TMETKY 00 HcnonauTene. Mcnonautenem seisiercs XKypasiesa tenedon 308-34-16

3 3aganue 3.

Ortkpoiite cnpaBoyHO-TipaBoByto cuctemy Koncynbrant Ilmtoc, ucnone3ys Kaprtouky mnoucka, Halgute
peutenue (cM. pasgen YensOuHckas o6macth). CKOMMpOBAaTh HalIeHHYI0 HH()OPMAIMIO B TEKCTOBEIA IPOIIECCOP.
Odopmure pemenue. Coxpanute paboTy B (aiiie o uMeHeM «PerieHre.

4 3ananue 4

OtkpoiiTe crnpaBouHO-TIpaBoBylo cucreMy Koncynprant Ilmoc, HaiimuTe mnpuka3 o MPOBEACHUU
nHBeHTapu3auuu (popma MHB-22), oTkpoiiTe ee ¢ MOMOIIBIO TAOIMYHOTO MpoOLEccOpa W 3alloNHHUTE ISl CBOEH
opranmzauun. Coxpanute padboTy B (haiine nog umenem «lIpumep 00 MHBEHTapH3aLUI».

5 3ananue 5
OdopmuTe ykazaHHEe B TEKCTOBOM MPOIIECCOPE, paccTaBisis pekBU3UTHI coriacHo ['OCT
OAO "3enut"
Hupexrop

Buser

st cocraBnenust rpaduka NOCeeHNI KypcoB MOBbBIIIEHNs KBamdukanuuy B iepuos ¢ 1 uroHs 2014 .

MMPEJJIAT AIO:

1. PykoBoauTensaM OTAETOB MPEACTaBUTh CEKPETAPIO CIIUCOK COTPYIHUKOB, XKEJMAIOMIMX MPONTH KypChl
noBbIeHus kBaiupukanuu. Cpok MpeacTaBIeHUs CITHUCKOB - 10 25 mas 2008 T.

2. CexpeTapio COCTaBUTh €IMHBII CBOAHBIA CIIMCOK COTPYAHUKOB, XKEJAOIUX IPOHTH KypChI ITOBBIILIEHUS

KBaM(PUKALWK, U TPEJCTABUTH VISl YTBEPXKACHHS HAYaIIbHUKY OTAeia KaapoB. Cpok MpelcTaBieHus criucka - 27
mag 2014 r.

01.05.2014 Ne45

YKA3AHUE
Cogerta yupeaurenei
O nopsake HarpaBIeHUS
Ha KypChl TOBBILICHUS KBATU(UKALUH

Mpumevanue: OgopmaeHUe U pacronoxeHUe peKsu3umos peuwleHus, YKa3aHusa ocywecmsnsaemcsa aHaa02U4YHO
MPUKA3y Uau pacrnopareHuro.
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TIpaBHIIO PacIONOKEHIE PEKBU3UTOB MPHKa3a. [Ipunoxenue 1
MAKET ITPUKA3A 11O OCHOBHOU AEATEJBHOCTHU
( ¢ IPOJOJILHBIM PACIIOJIOKEHUEM PEKBH3UTOB)

HaumenoBaHue MUHHCTEPCTBA UM BEIOMCTBA (€CJIN €CTh)
[12 T ]
HanmenoBanue opranuzanuu
[12 T ]
I[MTPUKA3
[12 i ]
00.00.0000. Ne 00
[ 12 o]
Mecto n3manns
[18 rT |

3aroyioBoK (KpaTkoe COJepyKaHUE, BHIPAKEHHOE
OTIJIaroJIbHBIM CYIIECTBUTENIBHBIM B IPEUI0KHOM
najie’xe, HaunHaeTcs mposiorom «O...»)

[18 T 1 Gonee |

Texct koncmamupyroweii wacmu TIpUKa3a IPUBOIATCS (PaKThI, TOCTY>KUBIIIHE OCHOBaHHUEM
I U3JaHUS MpuKasa.
B cBsi3u ¢ mpon3BOCTBEHHONW HEOOXOAUMOCTHIO. ..........
[12 oT ]
Pacnopsoumenvras yacmes Hauunaemcs ciogom
MMPUKA3BIBAIO (nuwemcs omoenvro na cmpoke) [ 12 ur |

1. TlonHoe HamMeHOBaHHE AOJDKHOCTH HcnoiHuTens M.O. Damunns B JaTEIbHOM NAIEKe HIIN
HauMEHOBaHHE CTPYKTYPHOTO noipasiejcHus - HEOOXOIUMEIE JIeHCTBUA,
BBIPKEHHBIC TJIar0JIOM B HEOIpeAeIeHHOH (hopme, - CPOK AeHCTBUSA (6€3 CII0Ba «CPOKY)

2. Ilonmnoe HammeHoBaHue AomkHOocTH M.O. damuius Wiau CTPYKTYpHOE MojpaseieHue (eciid B
MMYHKTE HECKOJIBKO JEUCTBHH, pa3HBIX MO XapaKTepy, TO KaKIOE BBIICISACTCS B MOIMYHKT): NCHCTBUE H
CPOK MCTIOJTHCHHSI

3. To xe

4.TlocnenHuit MyHKT UMEET MOCTOSIHHYIO (DOPMYITHPOBKY:

KonTponp 3a ucnonHeHueM mnpuKaza BO3JIOXKUTH Ha (CTPYKTYpHOE IMOApa3JelieHue WM JIULO, Ha
KOTOPOE BO3JIaraeTcsi KOHTPOJb, HAMMEHOBAaHUE JOJDKHOCTH, (aMUJIUs, WHUIMAJIBl B BHHHUTEIHLHOM
MajexKe).

[12- 24 1T ]

HanmenoBanue
JOJKHOCTH PYKOBOJUTES N.0. ®amunus
[ 12 — 24 o]

suzvl (be3 crnoea «euzay») manpumep
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I'maBHBIN OyxranTep
N.0. ®amunus

Hara

Hcno. ®amunms,
TeJl.
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O0pa3en npuka3a no OCHOBHOM 1eATeIbHOCTH I[punoxenne 2

[Tybnumanoe akimonepHoe oomiecTBo « Tpuation»
[MTPUKA3

29.12.2017 Ne 287

r. Marautoropck

O BBe/JICHHUM B JICWCTBHUE YNPABIECHYECKOTO
JIOKyMEHTOO000pOTa

B HEJIAX COBECPIUICHCTBOBAHUSA ynpaBnqueCKofx'I OTYCTHOCTH KOMITAHWHU U YHOPAAOUCHUA CUCTCMBI
JIOKyMEHTOO00O0pOTa

[TPUKA3BIBAIO:

1. VrtBepauth nonoxenue «OO0 ynpaBieHYECKOM AOKYMEHTOOOOPOTE» M BBECTH €r0 B JEHCTBHE C
01.01.2018.

2. Bcewm HauanbHHKaM MOJpa3AeiaeHU MpopadboTaTh MOJI0KEHUE C TOJAKOHTPOIBHBIM IEPCOHAIOM.

3. KoHTpons ucmonHeHus mpruKasza BO3JIOKUATH Ha 3aMECTUTENS TEHEPATbHOTO IUPEKTOpa KOMITAHUN
o obmuM Bonpocam Camosiberko M. H.

['enepanbHbBIN TUPEKTOP /moanuce/ 3.C.[leMbsHOB

3aM. TUpeKTOopa 1Mo OOIIMM BOIIPOcCam
/TIoanuce/ H.M. CaMmonbeHKO
29.12.2017

HUcn. ITerpos I1.C.1en.000000
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Oo0pa3zen pacnopsizkeHust Ipunoxenne 3
000 «CrpoitTexIIpom»

PACIIOPSKEHUE
«03» nexabps 2017 ¢ Ne 07

r. CpI3panb

O npoBeeHUH TPOMEKYTOUHOTO aHATIN3A
peanuzyemoit pexsiamaoi crpateruu Ne 1 ot 09.06.2017 r.

B cBs13u ¢ HesicHON MH(POPMAIIMOHHOM KapTUHOM 0 pe3ysibTaTaM PEeKJIaAMHBIX MEPONPUSITUN
OBA3BIBAIO:

1. Mapkertonora CypukoBy A.H. mpoBecTH MpoMeXyTOUHBIN aHAIN3 peain3alii peKIaMHON
ctpateruu Ne 1 ot 09.06.2017 1.

2. IIpenocTaBuTh rOTOBBIN aHaIu3 B cpok A0 10.12.2017 r.

3. KoHTpoh 32 UICTIOJTHEHHEM PACTIOPSKEHHSI OCTaBIISIO 32 COO0H

PykoBoguTens oTaena MapkeTUHTa Maviwesa I1.MaiinieBa
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HOpﬂ)IOK BbIINOJTHCHUSA paﬁoTbI:

W3yunTe TeOpeTHUECKUI MaTepua o o(popMIICHHIO PACIOPSAUTEIIbHBIX TOKYMEHTOB U
pacos0KeHUe PECKBH3HUTOB.

Odopmute T0KyMEHTHI B TEKCTOBOM peaakTope Microsoft Word co Bcemu TpeboBaHusIMH
oopMIICHHS, C OTCTYIAMH U HHTEPBAJIaAMHU.

dopma npeacraBjieHus padoThbi:
Odopmnennsiii JokyMeHT B coorBercTBur ¢ 'OCTom 7.0.97.-2016

KpuTeplm OLICHKU:

Ornenka
Pe3ynbTaTHBHOCTE BBIMIOJTHCHUS 33JaHUS WHIMBUTY ATBHBIX
JOCTHKEHHUH, Oat
3aJlaHue BBIITOJIHEHO MOJHOCTHIO, 0€3 3aMeUaHui 5
3a/laHue BHIMIOJTHEHO TOJTHOCTBIO, HO MMEIOTCSI HECYIIeCTBEHHBIC 3aMeUaHus 4
3a/1laHue BBITIOJIHEHO, HO UMEIOTCS CYIIICCTBCHHBIE 3aMeYaHus, ITOBJICKIITHE K 3
HEBEPHOMY PEIICHHIO 3aJaHHS
3amaHue He BBITOJHEHO 2
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Tema 2.3.
NudopmarmoHHo-cIipaBoyHas TOKYMEHTAIHSI

IIpakTH4eckas padora Ne 4
CocraBnenue u opopmiieHre HHGOPMAIIMOHHO-CIIPABOYHBIX JJOKYMEHTOB (CITy’>KeOHBIX MHCEM, MPOTOKOJ, akKT,

JOKJIaHas 3aMucKa, CIIy>KeOHbIC 3aIICKH );

4.1. CocraBnenue u 0(hopMIICHUE CITY)KSOHBIX ITHCEM.

Lean padoTbi:
Hayuntbest coctaBiare 1 0popMIIATh HHYOPMAITMOHHO — CITPABOYHBIE JOKYMEHTHI ( HChMa ) B

coorserctBuu ¢ [[OCT P 7.0.97 - 2016

Boinosinus padorty, Bel Oyaere:
ymemn.
— odopmIsATE  JIOKYMEHTAallUI0 B  COOTBETCTBHM C HOpPMAaTUBHOW  0a30i, HCHOJB3Ys

MH(OPMaLIMOHHbIE TEXHOJIOTUH;

— yYHUGUIUPOBATH CUCTEMBI TOKYMEHTALIUH;

MarepuanbHO TeXHHYECKOe obecnevyeHue:

PaGouas u nekunoHHas TeTpanu.

JunakTuyeckuii Matepual

[lepconanbHbIN KOMIBIOTEP, TEKCTOBBIN Iporieccop Microsoft Word
O6pa3el nokyMeHToB (MakeT) ucbma (IIpunoxenue 4,5, 6.)

3aganue:

CocraBuTh H Oq)OpMI/ITB C HCIIOJB30BAHHUEM KOMIIBIOTCPHBIX TEXHOJIOTHM H B COOTBECTCTBUU C

tpeboBanusimu ['OCT P 7.0.97-2016  cmyxeOHble M TIPETEH3MOHHOE TMHUCHhMa C COOJIFOJICHHEM BCEX
OTCTYIIOB M HHTEPBAJIOB

WcxoaHple JaHABIC

3ananue 1.

3akpsiToe akiuonepHoe odiiectBo «IKIIO», Haxoautes o anpecy yi. 1lla6onoska, 1.65, Mocksa, 115419, dakc
(495)1111-11-02, OKIIO 29901111, OI'PH 1027739110111, MHH/KIIIT 7715001111/772501001, 6su10 mOpYHUeHO
3amecTuTento reHepanbHoro pupekropa [IpoasunoBy B.K. , cocTaButs mucsMo 06 oopMileHHH MUceM, HAallpaBIiEMBIX B
reHepaIbHylo aupekuuto, aupekropy Ilepmckoro ornenenus B.B.lectakoBy. IIncbMO TOMKHO conepkKaTh CIEAYIOLIEE,
yto Ciryx001 yripaBiIeHHS JeJIaMH OCYIIECTBIICH BRIOOPOUHBIN aHAJIM3 THCEM
(oxomo 100) momyuennsIx, u3 Bamero otnenenus B 2016 roxy. B pesynsrate mpoaenanHoi paOOTH! BEIABICHBI TUITIYHBIC
OomMOKN Tpu cocTtaBleHnu mmceMm. llpomry Bac oOpatute ocoboe BHHUMaHHE Ha KadecTBO OQOPMIICHHS IIHCEM,
HalpaBISIeMBIX B TCHEPAIBHYIO IHPEKIHIO W B BBIMIECTOAIIME OpraHu3anuu. llpn odopmieHHH nHceM HEoOXOIMMO
pykxoBoacTBoBaThcs Pexomenmarmsmu mo odopmienuto muceM B 3A0 «OKCIIO», pa3paboTaHHBIMH pabOTHUKAMHU
oTZAeNa TOKyMEeHTallMoHHOTo obecniedeHns. K mucpMy IpmiiaraoTcs B BUIE NPHIOKEHUH 1- aHAMM3 THITMYHBIX OMMOOK
TIPU COCTaBJICHUH ITHCEM OTIeNeHIsIMU Ha 2 1. B 1 3K3., 2- Pexomenganmu o opopmrernto micem B 3A0 «9KCIIO» Ha 8
1. B 1 3x3. [TuceMo HEoOx0auMo oTrpaBuTh 25.07.2016 3a Ne 01 — 30/8289.

3amganue 2.

Ucnonautenem M.IO. I[NonsxoBoit mo mopydenunro HavansHUKa otaena Mapkeriara OAO «Toprmorpedcorosy (T.
Mocksa, Jlecnas yn., n.18, 117123, tem./dakc. 234-56-00, OKIIO 87654321, OI'PH 1234567890098, MHH/KIIII
09876543321/123456789) B. A. Komaposa 6b1u10 coctaBieno mucbMo B agpec OO0 «Jlenoy», TeXHHIeCKOMY THUPEKTOPY
MsrkoBy A. M. 00 OTIpaBKe AOKYMEHTALMHU CIIeAyIOmero coaep:xkanus: «Hampasmsiem HeoOxomumble Bam TOKyMEHTEHI,
cofepkame HH(POPMAIHMIO O LEHEe KOMIUIEKTa HayYHO-TEXHHUYECKOM NOKyMEHTAaIlMH Ha XOJOAMIIBHOE 00OpyIOBaHHME.
[IpenyaraeM BBICIATh TEXHWYECKYIO JOKYMEHTAMIO Ha 3apyOekKHbIE aHAJIOIW XOJOAMIBHOTO obopynoBanms. [lpm
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MIPUHATAU TIOJOXKUTEIBHOTO PEIICHUsI O 3aKylKe 00OpyIOBaHWs IPOCHM Bac HampaBHTH COOTBETCTBYIOIIEE IHCHMO
pykoBoauTesto otnena cobira HaymoBy C. I1.y. JIaHHBIM TIHCHMOM CONPOBOXKIATIACH crienndukanus Ha 28 1. B 1 9K3.

3ananue 3.

3aKpBITEIM akIOHepHBIM o0mecTBoM «Bocxom» (109176, Mocksa, yi. Tlonesas, a.14, 0d.324) O6but odopmiieH
3aka3 Ne 7 Ha MOCTaBKY MPOAYKIHMHU B COOTBETCTBUHU C 3aKIIOYEHHBIM JOrOoBOpoM O mocTaBkax oT 13.06.2003 Ne 12 u
HampasieH B aapec OAO «duamanty» (114000, Mocksa, yi. [IpoctopHas, 1. 25, od.14, ten .168-93-78, OKIIO 87654321,
OI'PH 1234567890098,
WHH/KIIIT 0987654321/123456789). Onnako OAO «/luamanT» He CMOTIJIO B yKa3aHHBIH cpok (28.07.2012) ncnomHuTth
3aKa3 u3-3a 00JIE3HH BEAYILETO COTPYJHMKA OT/eNa JTOCTaBKU M ero ['eHepanbHbI aupektop Mypomues I'.JI. HanpaBun
nHpopManroHHoe nucbMo B anpec 3A0 «Bocxong» o mepeHoce CpokoB HcroyHeHus 3akaza Ne 7 ¢ 28.07.2012 Ha
04.08.2012, B xotopom Taxke ormeTua uTo OAO «JlMamMaHT» COTNIaCHO B T€YEHHE 5 IHEH BBILIATUTh HEYCTOHKY B
COOTBETCTBHUH C 11.4.2 3aKIIIOUYEHHOTO JOT0BOpa O roctaBkax. [TuceMo Obut0 cocTaBieHo ucronauTeneM CmupHoBoit A. JI.
1 IIOKCH 3aBEpPEHa [1e4aThi0 OPTaHN3alNH.

3ananue 4.

Ha ocnoBanuu Ilpunoxenust 6 cocTaBbTe NPEeTEH3MOHHOE MUCHMO MOCTABIIMKY 00 yIjlaTe HEYCTOMKH B pa3mepe
8% ot croumocTn HenonocTaBiaeHHOH npoaykiud. [To norosopy Ne 28/12 ot 30.04.20  1OMMKHO MOCTYMHTH MPOIYKIHA
(mmdepa) B xon-Be 5000 kB.M. Ha cymmy 250000, dakTryeckn moctynuio npoaykuuu B kon-Be 4800 kB.m. Ha 240000
pyOJieid, 4To MOATBEPIKIEHO HAKJIAAHOW JKeJe3HOMopokHON cTaHimu Ne 566 ot 02.05.20 . B cBsizu ¢ HenonocTaBkon
BO3HHKIIM YOBITKH OT MPOCTOSI U Ha MEPONPHSITHSI 1O JINKBUJIAIMU 3TUX YOBITKOB OBUIO M3PacXO[0BAHO NOMOJIHUTEIEHO
4000py6. IMocrapmuk: dhupma «bAH» anpec: r.Mocksa yn. Kyry3oBckas n.125 ten.158-59-63. dupekrop: ®.H.bypkeen
[Nokynarens (cocTaBUTENb MPETEH3MOHHOTO MUChMA): ¢upma «Mammay r.JlennHoropck PT, yin.['opekoro 56 ten./daxc 5-
89-65,p/c Ne12345678910121415002 B Ganke «Ak-bapce» r.JlennHoropcka Jupexrop: M.C. CBeTnkoBa, ri1. Oyxrairep
I1.0.KapruHa.
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ITpunoxxenue 4

Hpedﬂazaemc,q munoeasn cxema nucoma

HaumeHoBaHue oOpranu3anuu HaumenoBanuu opranuzanuu (MMEHUTEIbHBIN
CripaBouHble JaHHBIE 00 OpraHU3aluu ManeK)
(mouTOBEIH anpec, TenedoH, ocTaTbHOE HaumenoBanue J0mKHOCTH (HaTEIbHBINA MAJEK )
I10 JKEJIaHMIO) N.O. ®amunus (1aTesbHbIN Magex)
OKIIO 00000000 OT'PH 000000000 [TouToBsIit anpec (v HOMEp (akca, ecu
WHH/KIIIT 000000000/00000000 UCHMO OTIPABJISIOT 10 (hakcy)

Ne
Ha Ne oT

3aroJ0BOK OTBEYAET HA BOMPOC
(0 uem); He Oonee 4-X CTPOK,
JUTMHA CTPOKH J10 73 MM

O6pamenue (Hanpumep: ['ocriogua MBanoB)!

B nepBoit () wyactTu yKa3pIBalOTCS NPUYUHBIL, TOCIY)XHMBIIME OCHOBaHHEM IS
BBOJIHOMCOCTaBIJIEHUS MUCbMa ((aKThl, COOBITHS, CCBUIKH, U JIp. TOKYMEHTHI), HanpuMep: «B cBs3U ¢ TeMm,
YTO NPH MOJYYEHHH Ipy3a Ha cTaHmuM «Mask» 26.02.1996 no nakmagHoi Ne 234456 B ncrpaBHOM
BarOHE C HEHAPYIIEHHBIMU IJIOMOAMU TIPY300TIPABUTEN IMPU BCKPBITUM SIIUKOB U IPOBEPKE
COJEP)KMMOT0 C YYacTUEM IMpPEACTABUTENs... Oblla YCTAHOBJIEHAa HEAOCTaya:... IITYK M3JeNUd Ha
CyMMy... (kommepueckuit akT oT 26.02.1996 « 247...)».

Bo BTOpOIii () yacTu nmucbma GOpMyIUPYETCS €r0 OCHOBHAS 11€71h OCHOBHOU(TTPUIIOKEHUE, OTKA3,
npocs0a, rapaHTus M T.11.), Hanpumep: «Ha ocHOBaHMM M37I0KEHHOT0, TPOCUM B TeueHHe 10 OaHKOBCKHMX
JHEN NepevnCIUTh YKa3aHHYI0 CyMMY Ha Halll paCYETHBIN CUET.».

[Ipunoxenue: Ha 3 1. B 2 7K3.

HauMeHnoBanue qomKHOCTH JLIIL. N.0.®amnnus

Wunnuans! 1 paMuins UCTIOIHUTENS
ciry>keOHbIH Tenedon
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IIpunoxenue 5
O06paszer ciry)eOHOTO TIHChMa

Muno6pHayku Poccun

Jle6enesoii M.C.
denepanbHOE TOCYAAPCTBEHHOE yin. Hapoanas, 1.5, kB.291
aBTOHOMHOE 00pa30oBaTeJIbHOE r. Cankr-IlerepOypr,
y4peK/IeHUE BbICILIEro 00pa3oBaHUs Poccus, 193079

«Cankrt-IlerepOyprekuii
MOJUTEXHUYECKUI YHUBEPCUTET
IIerpa Benukoro»

HpI/IeMHaﬂ KOMMUMCCHA

ya. 'MapOTeXHUKOB, 5
r. Cankr-IlerepOypr, Poccus, 194064
ten. +7 (812) 297-21-31

09.04.2016 Ne 10-425
Ha Ne or 03.02.2016

O npaBunax MOCTYIUICHHS B BY3

VYBaxaemas Mapus CepreeBna!

Bcro HeoOxoaumyro nHGOpMAIINIO O TIPaBHIIaX MOCTYIUICHUS B By3 BBl cMokeTe HaliTH B
MIPUJIOKEHUU.

Ms1 6yaem panbl BUaeTh Bac B HallieM yHUBEpCHUTETE.
[Tpunoxenue: Ha 38 1. B 1 2K3.

C yBaxeHuew,

OTBETCTBEHHBIN CEKpETaph JLIL. B.}O.Poaunonon

A.A .Hunos
(812) 596-10-19
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[Tpunoxxenue 6
Tunosas cxema michbMa MMpCTCH3UA

HanmenoBanus npeanpusatus

Aspec 3AKA3HOE
Temn. ®akc Komy
TIPETEH3US
00.00.0000 Ne 00 (HanmeHoBaHWe NOCTaBLLMKa)

O B3BICKaHUU HEYCTOMKH 32
HEJOMIOCTABKY U YOBITKU

CymMa npereH3uu
pyo.

Cormacao noroBopy (kouTpakty) oT 00.00.0000 Ne Barma opranuzanus J0/bKHA ObLTa TOCTABUTH
NPOAYKIUIO

(mepuon mMocTaBKM, CPOK)
B KOJIMUECTBE
(HaumMeHOBaHUE) (IWTYK, TOHH, METPOB)
Ha CyMMY pyoO.

[Iponykuust  dakTuyecku  MOCTynuiaa B MeHbIIeM  oObeMe  YTO  MOATBEPXKAAETCS

(Yka3aTh TpaHCIIOPTHBINA JOKYMEHT, aaty, No)

HenmomocTaBka coctaBuiia o mneHe Ha cymMMmy pyoO.
(KoJIMYeCTBO)
B cBs3u Cc HeEmomocTaBKOW Yy HAc BO3HHMKIM YOBITKH (OT TPOCTOS, 3aMEHBI MaTepHAJIOB,
YMEHbBIIICHHsST 00beMa MPOM3BOJICTBA, W3MEHEHHS aCCOPTUMEHTa M T.J.) COTJAaCHO IpHIIaraeMoMy
pacuery.

B cooTBeTcTBUY ¢ 10r0BOPOM (KOHTPAKTOM, 3aKa30M) BaM HaJIeKUT yraaTuTh HEYCTOMKY B
pa3mepe % CTOMMOCTH HEIOMOCTABJIEHHON MPOIYKIIMU B CYMME
pyO. a Bcero pyoO.

HpI/ISHaHHYIO CyMMY MPOCHUM HCPCUNUCINTD Ha HAII pac‘leTHLIfI cuet Ne

(HaumMeHOBaHHE OaHKa)

[Ipunoxenue: 1. Pacuetr HeycTOMKH.
2. Konust noroBopa (KOHTpaKTa, 3aKa3a)
3. Pacuet yOBITKOB.
4. JIOKyMEHTBI, TOATBEP)KJAtOIe TPUUUHEHHE YOBITKOB.
5. Haknannas ot Ne
6. Cuer oT «» 20 1. Ne
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PykoBoguTens npennpusaTus MOJITUCH N.0.®amunus
I'maBHEIH OyxTanrep MOJITUCH N.O0.®amunus
ML.IT
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MNopaaok BbinonHeHUA paboTbi:

[Ipoananu3upoBaTh MpaBuia 0GOopMIICHHUS CIyKeOHOTO MUChMA.

CocraButh 1 0QOPMHTH CITy:KEOHBIC M IPETCH3MOHHOE MUChbMa B TEKCTOBOM pepaktope Microsoft
Word co Bcemu TpeboBaHusIMU 0DOPMIICHHS., C OTCTYIIAMH M MHTEPBaJIaMu

dopma npeacraBaeHns paborbl:
OdopmeHHbIN gokymeHT B cooTBeTcTBUMM ¢ TOCTom 7.0.97.-2016

Kpurtepuu onenkn:

Onenka
Pe3ynbTaTHBHOCTD BBIMIOJIHCHUS 33JaHUS WHBUIYTBHBIX
JOCTHKEHHUH, Oat
3aJlaHue BBIITOJIHEHO MOJHOCTRIO, 0€3 3aMeUaHui 5
3a/laHue BHIMOJTHEHO OJHOCTHIO, HO MMEIOTCS HECYIIECTBEHHBIC 3aMECUaHUS 4
3a/1aHue BHITIOJTHEHO, HO UMEIOTCS CYIIICCTBCHHBIE 3aMeYaHus, IIOBJIEKITHE K 3
HEBEPHOMY PEIICHHIO 3aJaHHUSI
3aJlaHue He BBIOJHEHO 2
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4.2. CocraBnenue u opopmieHrne HHGOPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB
(IpoTOKOI, aKT, TOKJIaAHAs 3alUCKa, CIIy>KEOHbIE 3aIUCKH);

Lean padoThi:

Hay‘-II/ITbCH COCTaBJIATh U Oq)OpMJ'ISITB I/IHq)OpMaI_II/IOHHO — CIIPpaBOYHBIC JOKYMCHTHI B COOTBCTCTBHUH

c'OCT P 7.0.97 - 2016

Boinosinus padorty, Bol Oyaere:
ymemy:

— - odopmIIATE JTOKYMEHTAIlMIO B COOTBETCTBUU C HOPMATHBHOH 0a30i, UCIHOJIB3Ys

WH(POPMAIMOHHBIE TEXHOJIOTHH;
— yHUDUIUPOBATH CUCTEMBI JOKYMEHTAINY;

MarepuanbHO TeXHHYECKOe obecrieyeHue:

Pabouast u iekImoHHasT TETpaIu.

JnmakTuyeckuii Matepual

[lepconanbHbIN KOMIBIOTEP, TEKCTOBBIN Iporieccop Microsoft Word

OO0pa3iel TOKYMEHTOB (MaKeT) MPOTOKOJIa, akTa U JokiaaHo 3anucku ([Ipunoxenne 7, 8, 9.)

3ananue 1:

CocraBuTh H O(i)OpMI/ITI) C HCIIOJB30BAHHUEM KOMITIBIOTCPHBIX TEXHOJOTHH M B COOTBETCTBUU

tpedoBanusmMu 'OCT P 7.0.97-2016 - nmpoTOKOJI C COOTIOIEHEM BCEX OTCTYIIOB M HHTEPBAJIOB.

NcxoaHble AaHHble

3ananue 1.

Hupexius OO0 «Actpes» (Canxt-IletepOypr) 12.08.2012 mpoBemna cBoe ouepeqHOe 3aceiaHHe, Ha
kotopoM mpucytctBoBain BoctpsikoB C.T., Crynues ILJ1., Jlebene .M., Anrtonos ILJI., IllentynoBa B.T.,
Tumodees A.A., Ctynoa M.U.

Ha 3acenanum ob6cyxnanock JiBa Borpoca: o xoje peknamuoi kammnanuu B 111 kBaprane 2012 r. 1 o nepexoze Ha
HOBYIO CHICTEMY BBIIJIAThI IPEMUAIBHBIX.

Ilo nmepBoMy Bompocy ciyIiaJy cOoOOlLIeHHE HadaldbHUKa oTAena pexiambl Boctpukosa C.T., TekCT cooOueHus
KOTOpOro ObLI mepenaH cekperapio 3acenanusi bemosoit H. /. Ilo aTomy e Bompocy BbICTYNUI (DHHAHCOBBIH
nupekTop Tumodee A.A., KOTOPBII 0100pHIT yBEINYECHHE PACXOIOB HA HapykHYIO pekiamy B I1I kBaprane 200
r. Ha 5%. Taxxe nepenan cekperapro. Ilo nanHoMy ke Bompocy BblcTynuian AHToHOB II. JI., HauanbHUK OTHENa
kaapoB, u Jlebenes .M., mupexTop no npoaaxam. [lepBblii 0100pHII HOBYIO CUCTEMY BBITUIATHI IPEMUANBHBIX
PEKOMEHIOBAN TIOATOTOBUTh HeoOxoaumble nokyMeHThl k 01.09.200 r. Bropoit npemioxun gopabotaTh HOBYIO
CHCTEMY BBILIATHl NPEMHUATBHBIX M PEKOMEHIOBA] IPOBECTH TOJIOCOBAHHE IO JaHHOMY BOIPOCY Ha OOLIEM
coOpaHuU TPYAOBOTO KOJUIEKTHBA.

B wutore 3acenanusi ObLIM MPUHSITHL ciieAytonme perieHus: 1. OxoOputh paboty otaena pekiamsl B 11 kBaprane
20 r. 2. TIpoBectu oOrmiee coOpaHue TPYAOBOrO KOJUIEKTHBA IO BOIPOCY O MEPEXOjie Ha HOBYIO CHUCTEMY
BBITUIATHl npeMuanbHeIXx 15.08.20 1. OTBeTCTBEHHBIM 3a MOATOTOBKY coOpaHus Oblla Ha3HaueHa 3aB.
kaHuenspueil lllentynosa B.I.

Cobpanue Ben npezacenarens Pymsnies O.A.

3amannue 2.

Cotpymuuku Oyxranteprn OAO «KBaHT» mpoBemn 3acelaHWe IO BOMIPOCY COKPAIIEHHS CpOKa
COCTaBJICHUS TOJ0BOro ordera 3a 20 T., HA KOTOPOM IpUCYTCTBOBajo 6 yemoBek. C COOOMIEHHEM BBICTYIIHIIA
Oyxrantep CypkoBa A. M., KoTOopas OTMETWJA, YTO PAOOTHHKU TPYNIBl y4eTa MMEIOT BCE BOSMOXKHOCTU IS
3HAUMTENIBHOIO COKPAIIEHUSI CPOKA COCTABIECHHS TOJOBOTO OTYETa, M YTO TOJOBOH OTdYeT 3a 20 T. MOXET OBITh
MIPEACTABIICH TPYIIOHA ydeTa Ha 3 THA paHblle YC TAHOB JICHHOTO CPOKa.

B o6cyxnennn manHoro Borpoca Beictymmwin Kporos E. H., rmaBueiid 6yxrantep, u lly6 u Ha I'. A., 6yxranrep.
KpotoB coobmmn o ToM, 9TO UM pa3pabOTaH HOBBIA TpauK padOT IO COCTABICHHIO TONOBOTO OTYETA, MPHU
YCIIOBHH BBIITOJIHEHUS KOTOPOTO BCEMH Pa0OTHHKAM U TPYMIIEl y4eTa, TOJOBOI OTYET MOKHO COCTABUTh U CIATh Ha
4 nHS paHBIIE YCTAaHOBICHHOTO cpoka. [.A.IllyOrHa oTMeTHIIa, YTO TOCPOYHOE MPEACTABICHHE TOIOBOTO OTYETa 32
20 . sSBISAETCS MOYETHONH M OTBETCTBEHHOH 3ajadeil paOOTHHKOB OyXTalnTepHH, M YTO KOJUIEKTHUB OyXTaiTepuu
MOXET COCTABHUTH T'OJIOBOH OTYET PaHbIIE CPOKa, €CIIM BCe PAOOTHUKH OYIyT BBINOJNHATH YIUIOTHEHHBIN rpaduk
paboTHL

B wrore 3acemaHms OBUIO pENICHO TPEACTABHTH ToAoBOM ordeT 3a 200 I. HAa 4YeThlpe MJHS paHbIIe
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ycraHoBieHHOTo cpoka, T.e. 00.00.20 T. M mpoBecTH aHaIM3 TOJOBOTO OTYETa C LIEJIbI0 BBISBICHHUS DPE3EPBOB,
HEOOXOJAMMBIX [UIS YCIICITHOTO BEIMONHEHMs TuiaHa 3a 20 1. 3acemanue Benma mpencenatens Jlepamosa K. M.,
MIPOTOKOJIHUPOBaI cekperapb XoMsakoB U. B.

MpunoxxkeHue 7

O6paseu pacnosnoxeHna u opopmaeHns NPOToKoNa

Orpma 3aps»
[TPOTOKO/1

29.10.2006 Ne 21
Mocksa

COBEILAHHA PYKOROJICTBA PHPMBI

Tlpencenavens — Heanos H. K.

Cexperaps — [erpos I1. TL
[lpucyrcreosany: Byipos C. K., Eropos B. A., Cunopos C. C., Cmuprosa H. H.

[Tosectka s

1. 06 obpazosanu GyHkuMOHATEHOrO MoApasAeneHna otaena urdopsarnsauuy. Hadopyauma
toprckosicyasta Eroposa B. A.

2. O 3akmoyenst 0rosopoe o xoaaiicTeenkol neatensHocT# Qupmel. Hudopmauns 3am. mipek-
‘Topa no xo3sicTeeHHbIM Bonpocam Cuaoposa C. C.

|, CAYUIATIH:

Eroposa B.A. — 0 neobxomumocT# ofpazosanus yHXUHOHAAKHONO MOAPAIETEHHA — OTAENA
HHOPMATHIALHNN ~— C UEBIK KAYSCTBEHHOID H CBOEBPEMEHHOIO DOCCHEYCHH ACATENBHOCTH BHD-
Mbl HHOOpMaLneii.

BBICTYITHIH:
Byrpoe C. K. — o dopsax u metoax paborui otzena.

[TOCTAHOBWIH:
1.1, Tip3uats 1enecoobpasHEIM COAAHME CAMOCTOSTENbHOM City#Obl HHOPMATHIALIHM.
1.2, BHECTH HIMCHEHHA B CTPYKTYPY H IUTATHYIO YHC/TIEHHOCTH (HPMSI,

2, CJIYILAJIH:

Cunopoea C., C, — Texcr A0K/1a/1a NPHAATacTCs.
BRICTYTNHIN:

Caupriosa H. H. — 0 HeoOX0aHMOCTH 3aKIH04CHHS J0r0BOPOB.
[TOCTAHOBWJIH:

2.1, On06pHTs NEPCeKTHBHbIH M1aH PA3BHTHA OTAENA.

TMpeacenarent <Jluunas nodnuce> H. H. Hsaxos

Cexperapb <Juyras nodnucs> I1. 11 Merpos
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3apaHue 2.

CocraBUTh H O(bOpMI/ITb C HUCIOJIb30BAHHUEM KOMIIBIOTCPHBIX TEXHOJOTUI U B COOTBCTCTBHUU C
tpeboBanusmu ['OCT P 7.0.97-2016 - akr ¢ cobmroeHueM BCeX OTCTYIIOB M HHTEPBAJIOB

I/ICXOZ[HBIG JAHHBIC

1 | 3apanwue 1

Komuccust mon npesiceraTeIbcTBOM HadaIbHUKA TEXHUYECKOH rpynmbl BojoBoro A.A. ¥ WIEHOB KOMHUCCHU
Bopucora M.1O., HayanpHUKa aIMUHUCTPATHBHO-X03sIiicTBeHHOTO oTAena, CmupHoBa JLIL., Oyxranrepa, u PomaHoBoi
N.K., opucmenemxepa 3A0 «JleoHTHS» Ha OCHOBaHMM JOKJIQJAHOW 3amucku oduc-meHemkepa Pomanosoit U.K.
11.07.20 _ r. mpoBena OpOBEpKYy TEXHUUYECKOTO OCHAILCHHWA IPUEMHOW TeHEpaJbHOTO OUPEKTOpa U IpHU3HAJIA
HETOJIHBIMH JUIS SKCIUTyaTallii KOMMPOBAJIBHBIN ammapat Xerox 345(1 mr.), mpexep (uHB. HOMep 367, 1 mit.), dakc
47823 (1 mr.). [lpuzHanHast HEIPUTOAHON ISl AKCILTyaTallid TeXHHWKa ObLTa mepejaHa Ha ckiaj npemnpustus. 1o
YCTAHOBJICHHOMY (DaKTy KOMMCCHS COCTaBWIJIa aKT IpHEMa-Tiepeiaudl OprTeXHUKHA B 3 9K3. (1-H 9K3. — HaYaIbHHUKY
aJIMUHUCTPATUBHO-XO3SIMCTBEHHOTO oThena, 2-i — 31 rmaBHoMy Oyxranrtepy, 3-if — B geno 23-02), KOTOpbIi ObLI
YTBEpIKJIeH Ir'eHepabHbIM qupekTopoM CrenanoBbiM [1.1.

2 | 3anmanue 2
Odopmure axm coauu — npuemxu Oeii IPH yBOIbHEHUH n1aBHOTO Oyxrantepa AO «Ctpotinetans» Bactokosa Urops
[leTpoBuua 1 Ha3HAYEHHOT'O BHOBB COTVIacHO mprka3y Jluman Bepbr Cepreerusl. [lepenansl clienyronue TOKYMEHTHI:
1. T'maBnas xuura no cocrosHuo Ha 1.02.2000 r.
2. Kaptouku anamuTrueckoro yueta o cueram 01, 10, 70.
3. Kypnanbsl—opzepa 3a siHBaph TEKYILETO I'0/1a, BEJIOMOCTH aHAIMTUYECKOTO ydera 1o cyeraMm 60, 61, 63, 64, 65,
67, 68, 69, 71, 75, 76, 78, 79.

4. Kuura yueTa IeNIOHUPOBAHHOU 3apabOTHOM II1aThI.
5. AKTBI peBU3Mii 32 YEThIpEe KBapTaJia MPE/IbIAYIIETO To/a.
6. 3akmoyeHue HE3aBUCHUMOW ayUTOPCKOW MPOBEPKU T'OI0BOTO OTHETA 32 MPEIbLAYIHN TO/I.
7. Apxus3a 1997-2000 r. B konimuecTBe 80 €1 1O OIHCH.
8. CnpaBo4HO-HOpPMaTHUBHAsI JIUTEPATYpa IO OIHCH.
[Tpunoxenue: 1. Omnuce nen apxupa npeanpusaThs 3a 5 jeT. 2. Onuch CpaBOYHO-HOPMATUBHON IUTEPATYPHI
3a 2 roza.
3 | 3ananue3

OrtkpoiiTe cripaBo4HO-TIpaBoBYIo cucteMy KoncynbranT Ilmroc, HaliquTe akT O MPOBEICHUM WHBEHTApHU3aLU
(popma MHB-00), oTkpoiiTe ee ¢ MOMOINBIO TaOIMYHOTO MpOLIECCOpAa M 3alOJHUTE Il CBOSH OpraHU3allvu.
Coxpanurte paboty B (aitne nox umenem «IIpumep 00 HHBEHTapU3ALIUIY.

VuBeHTapu3aMoHHas KOMICCHS, CO3JJaHHasi Ha OCHOBAaHHUM IpHKa3a aupekTopa Bamero mpemnpustus Ne 24 ot 15
CeHTsIOps TEeKyIero roga, B coctaBe mpencenarenss OctpoBckoro D.A.(3aM.INIaBHOro OyxrainTepa 3aBojia) U 4JICHOB
komuccuu [letpoBoii O.H. (Oyxranrepa), HockoBoit H.M. (cT. skOHOMECTa TUIAHOBOTO OT/EJa) MPOU3BENia PEBU3HUIO
Kacchl 3aBOJia [T0 COCTOSIHUIO Ha 16 ceHTsI0pst Tekyuiero roga. Pesnsus nmpoBoauiack B IPUCYTCTBUU KaccHpa 3aBoja
Kapramosa H.W. B pe3ynbraTe mpoBefeHHON peBU3UM OBLIO yCTAHOBJIEHO, YTO OCTAaTOK HAJMYHBIX JEHET B Kacce
cocrapinsier 1030 py6uneii 00 korr., octaTok geHer mo kaccoBoit kuure — 1030 py6. 00 kom. JIpyrux meHHoCTelH B Kacce
3aBoJja He OOHApPYXKEHO, YTO COOTBETCTBYET MAaHHBIM ydeTa. KoMHcCHs Taike YCTaHOBHJIA, YTO MOPANOK BEACHHS
KacCOBOM KHUTHM M XpaHEHWs JeHEeT COOTBETCTBYeT TpeOoBaHMsM [lomoxkeHHS O BeIEHHMHM KAaCCOBBIX OIepamui
rOCyapCTBEHHBIMH, KOOIIEPATHBHBIMH M OOIECTBEHHBIMH MTPEATIPUATHAMHE, YIPEXKICHUIMU 1 OPraHU3aLHAMH.

AXT BCTynWII B IEUCTBHE C MOMEHTA YTBEPKICHUS TUPEKTOPOM.
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O6paseL, pacnonoKeHns n oGpopMIEHNA aKTa

AzvunucTpamnrs Cmonerckoii obnactn VTBEPKIAKD
Ynpasnenre KanuTanbHoro
CTPOHTE/NLCTRE Hagaasnuk ynpasiaeaus
<JTuyxas nodnuce> H. U. Usanos
AKT 11.09.2006
10.09.2006 Ne 19
r. Cmonenck
0 MPOBEPKE COXPAHHOCTH IOKYMEHTOB
8 Ynpasnexuu
Ocnosanye: nprkas Haganewnka Ynpasnermus ot 20.08.2006 Ne 38 «O nposeuerun

TPOBEPKH COXPAHHOCTH IOKYMEHTOB B YTIpanicHHmy,

CocTas:1eH XOMHCCHEI B COCTABC:
Ipescenarens: 3aM. HadanbHHKa Ynpasnerus Mupourauyerko H. T,
YieHsl KOMHCCHH: 1. 3am. rnasroro Gyxranmepa Konsiaosa H. A.
2. 3am. HayanbHHKA XO3AHCTREHHOrO oT/1e7a JTyrosas M. A.
3. Havamsnuk cextopa otaena kaspos Heztobuua E. B.

B nepuos ¢ 28 asrycra no 8 cestaGpa 2006 r. KOMHCCHS TPOBEPHNIA OPraHHIALNIO H YCIOBHR
XPAHCHHA JOKYMCHTOB B LICHTPANLHOM annapare Ypasiexus.

JloKyMEHTE! XPAHATCA B CTPYKTYPHBIX NO/IPAIIE/IERHAX, CHOPMHPOBAHEI B 1673 B COOTBETCTBHH
C HOMEHKIATypoil.

HomerKAaTypa 1en COrMacoBRIBACTCR C APXHBHBIM OTACTOM AAMHHHCTPaHH obaacTH
B YCTAHOB/ICHHIE CPOKH.

DaxToB rude/, YIpaTsl, OpPUYH KM HE3AKOHHOIO YHHYTOKERHA JOKYMERTOB HE YCTAHOBAEHO.

Komucena pexoMeHIyeT NPeSOCTaBHTh CIEUHATEHOC NOMEILIEHHE /14 apXHBa, 000pya0BaB ero
CTOIAKAMH,

CocrasneH B 2-X 3K3eMIIApax.
| 3K3. — HanpasaeH B 00beAHHEHHEI] aDXHB YIIPaBTeHNS;
23k3. — B aeno Ne 0]-11,

[lpenceaarens KOMHCCHH <Juuras noonuce> . T1. Mupowsnyenko

YieHb! KOMHCCHI: <Juurias nodnucs> H. A. Konbiiosa
<Jwsnas nodmics> W. A. Jlyrosas
<Jluynas nodnucy> E. B. Heaao6nna

M. M. Heanosa

1112233
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3aganue 3:

CocTaButh U O(bOpMI/ITb C UCIIOJIb30BAHUCM KOMITBIOTCPHBIX TEXHOJIOTHMH 1 B COOTBETCTBUHU C
tpeboBanusmu ['OCT P 7.0.97-2016 - noknamHyo 3alHUCKy WIH CITYKEOHYIO 3alUCKY C COOIOJCHIEM
BCCX OTCTYIIOB M1 HHTCPBAJIOB

I/ICXOZ[HBIG JAHHBIC

1

3ananue 1

Hupexropy 3AO «Monomut» OctpoBckoMy O.A. oT HauvanbHuka nuoHepiareps Kopmrynosa JLII. JlokmanHast
3anucka. CornacHo BalleMy NPEANUCAHNI0O MHOK COBMECTHO C TEXHHKOM-cMoTpuTeneM JleButoBeM P.A. 7-8 masg 2004
rojia MPOBEJICH OCMOTP KWJIBIX MOMEIIeHNI 0a3bl oTAbIXa Hamed (GupMmbl. Bee skunble Kopiryca B yIOBIETBOPHTEIEHOM
cocrosiHny. Onuako B xopryce Ne 1 HeoOX0omMMO BCTaBUTH CTeKiIa, Kopmyc Ne 2 cnenyeT mobenuts, a B kopiyce Ne 3
Hajo mojorHath asepu. [locie ycTpaHeHHs 3THX Ae(EKTOB M COOTBETCTBYIOIIEH YOOPKH KHJIblE MOMENIEHUs OyIyT
TPUTOHBI JJ1s1 TprueMa oTabixaomux. Hauaneuuk nuonepnarepst JI.m. Koprrynos. 10.05.2004

3ananue 2

Hupexropy TIT Ne 24 Mycaegoit E.A. ot MacTepa npousBozactBeHHOr0o o0ydenus Cokonopoit T.I1. CJIYKEBHASA
3AIIMCKA B ampene B kabunete Nel3 mpoBOIMIIKCH CIIEAYIONIME PAOOTHI: - IPUOOPETEHBI MAPKEPhl U KHUIKOCTH IS
MapKepHOW JOCKH; - OTPEMOHTHPOBaHO 4 YYEHHUYECKHX CTOJa; - OTPEMOHTHPOBAHO 5 MHIIYNIMX MAalllH;
OTPEMOHTHPOBAaHO 2 CBETHJIHMKA; - COTJIACHO pacHiCaHHs MPOBOMSATCS 3aHSATUSI NPOU3BOJCTBEHHOTO OOYYEHHS; -
coriacHO Trpaduka TPOBOAATCS KOHCYNIBTAllMM 10 JUIUIOMHBIM paboTaMm; - COrJacHO rpaduka MpOBOJSTCS
(akynpraTuBHBIE 3aHATUS 10 mpenmety: «1C: Tlpennpusitue u Kaapwi»; - paboraer kpyxok «APT-¢doro» - xaxmayro
MISITHUIY TIPOBOJUTCS TeHepanbHast yoopka. Mactep npousBoactenHoro ooydenus: Cokososa T.I1. 23.04.2010

3ananue 3

Jlns mpoBeneHUsl ceMHHAapa ObUIa COCTABJCHA CITy)KCOHAs 3amucka , O MPEICTABICHUH CIHMCKA PAOOTHHUKOB IS
ydacTusi B ceMHHape, kotopas Obuta HampasieHa IOPUJIMYECKHM OTJEJI OM B nmue Havanenuka otnena B.H.
3aromaiikuHpiM.B Hel TroBOpWIOCH, YTO  MPEACTABISEM CIHCOK PaOOTHHUKOB OTAEAa Ul Y4acTHS B CEMHUHape,
npoBogumoM OOO «AITM Kommynukatop» mo mnporpamme «DddextuBHoe ucnonszoBanune CIIC T'PAHUT» c
npeacTaBicHueM ee (QyHKIMOHAIBHBIX Bo3MoxHOCTel: 1. CemeHoB P.C. — 3aMecTuTenb HavanbHuKa otAena 2. [IpsxuH
E.Il. — Bemyumii cnemmanuct 3. Copoka K.H. — crapmmii cneuuanuct. HavaneHuky otraena uH(OPMAalMOHHBIX
texHomoruii B.J[. anbpimaa. 3anucky 3apeructpupoBaii B kaunenspun 24.11.2014 Ne 05-24/96

3ananue 4

B cBs3u ¢ mpencrosimM BHEIPEHHEM IIPOrpaMMHOro Komiuiekca «KalliHKa» W TpUIjalnieHHeM [OCETUTh
npoBoaumbiii OO0 «llItamm» cemunap 10 3pHEeKTHBHOMY UCIONB30BaHUIO TAHHOTO KOMILIEKCA MIPOIY KOMaHIUpOBaTh
Ha cemuHap crenuamctoB otaena Komaposa N.JI. u Tapan FO.b r. Boponex ¢ 24.11.2014 o 27.11.2014., Hagansauk
OTHAEJIA DOKCIUIYATAIIMM MH®OPMAIIMOHHBIX CUCTEM O.J.bapabam numer AOKIAJHYIO 3alHCKy,
nupexropy OAO «3Bezna» K.I1. Eropkuny 16.11.2014Ne08-18/93, O koMaHAMPOBaHUH CHELUATMCTOB HA CEMUHAP

I'Ipmmeanme: Od)op/\/meHue u pacriosioxeHue peksusumose Cfly)*(86HOﬁ 3arucKu ocywecmesidemca aHas02u4YHo

00KnaoHol 3anuckKu.

30




IIpuioxenne 9

OO6pa3ubl opopmIIeHUS U PACTIONOKEHUS JOKIAIHBIX 3aITUCOK

BHeluHss fokjaagHas 3anucKa

OO0111eCcTBO € OrpaHUYEHHON OTBETCTBEHHOCTHIO
«CeBep»

(000 «CeBep») ['eHepabBHOMY TUPEKTOPY

yan. Coserckas, 1. 123, 116900, Mocksa 000 «Pomarka»
E-mail: sever@sev.ru
OKIIO 12377792, OI'PH 1046300213191
MHH/KIIIT 6321732124/632101001

JOKJIAJJTHAA 3AITMCKA
10.02.2014 Ne 12/05-14

O npuBI€YEHUN JOMOIHUTENBHBIX
TPYJOBBIX PECYPCOB

VYBaxaemblii Anapeit Bacunbeuy!

B CWJIy HCAOCTATKA B KaHAWAATaX Ha CTaJIUU (bOpMI/IpOBaHI/Iﬂ AJIMUHUCTPATUBHOI'O allliapara 1JIsd
(bl/IJ'II/IaJ'Ia B I'. MockBe HCO6XO,I[I/IMO IIPUBJICYb TPYAOBBIC PECYPCHI U3 AOIMOJIHUTCIBHBIX MCTOYHUKOB B

cpok 1o 14.04.2014. CobecenoBanus ¢ HOBBIMU KaHuaaTamu mpoBectu 1o 21.04.2014.

Omnnara pacxoaoB IO AOMOJHUTCIBHBIM YCIIyram 6y,Z[CT IIpou3B€ACHa B COOTBETCTBUHU C II. 4.5

Horosopa yciyr Ne 04/56 ot 14.02.2014.

HavansHuk otaena xkaapoB Cemenos B.O. CemeHOB



B oeno Ne 03-13
Oounyosa 10.02.2014

BHyTpeHHﬂﬂ JAOKJIaJIHadA 3allMCKa

Hupexropy OOO «Pomarikay
Otnen npoaax
.. CunopoBy

JOKIIAJIHA A 3ATTNCKA

07.04.2014 Ne 6

O mporyie, cOBepIIEHHOM MEHEKEPOM
OTJIeN1a POJAXK

HoBoxy no Bamero cenenusi, uto ceromns, 07.04.2014, menemxep mo mpoaaxkam Ilerposa
BanenTtuna MlBanoBHa oTcyTCTBOBajla Ha pabodyeM MecTe B TeueHue Bcero padodero nHs ¢ 10 gacos 00

MHHYT A0 18 gyacoB 30 MUHYT.

Huxaknx CBCI[GHI/Iﬁ NI JOKYMCHTOB, IMOATBCPKAAIOIINUX YBAXKUTCIBHOCTh IMPUYHUHBI OTCYTCTBUSA

[Terporoit B.U., npenocrasieHo He ObLIO.

B cBs13u ¢ nonynieHHBIM HapyieHueM npeaiarair yBosuuTh [lerpoBy B.U. 3a mporyi.

Hauaneauk otaena nmpoaax Henamoes O.A. UrnatneB

B oeno Ne 02-10
Cuooposa 07.04.2014
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HOpﬂ)IOK BbIIIOJTHCHHUA paﬁoTbI:

[Ipoananu3upoBatk mpaBmiia opopMIICHUS TPOTOKOIA, aKTa, JOKIAIHON 3aIMCKU U CITy)KeOHOM
3aMHCKHU.

CocraBuTh 1 OQPOPMHUTH MPOTOKOI, AKT, TOKIJIAJHBIE U CIIy>KEOHYIO 3alIMCKH. B TEKCTOBOM
penakrope Microsoft Word co Bcemu TpeboBaHHAME OPOPMIICHUS, C OTCTYIIAMH M UHTEPBaJIaMU

dopma npeacraBjieHus: padoThbi:
Odopmnennsiii JokyMeHT B coorBercTBur ¢ 'OCTom 7.0.97.-2016

KpuTepnu OLICHKU:

OHCHKa HHIAWBHUIYAJIbHBIX

Pe3ynbTaTHBHOCTE BBHITIOTHECHHS 3a/IaHUS .
JNOCTHKEHHUH, Oat

3alaHue BBIITOJIHEHO MOJHOCTRIO, 0€3 3aMeUaHui 5
3a/1aHue BHITIOJTHEHO TOJTHOCTRIO, HO IMEIOTCS HECYIIECTBEHHBIC 4
3aMCUaHUus

3a/1aHue BBIMIOJTHEHO, HO UMEIOTCS CYIIICCTBCHHBIE 3aMeYaHus, 3
IIOBJICKIIIUEC K HeBepHOMy peHIeHI/IIO 3adaHUA

3amaHue He BBITOJHEHO 2
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Tema 2.4.
JloxyMeHTHpOBaHHUE TPYIOBBIX OTHOLICHUH
IIpakTH4eckas padora Ne 5

CocraBnenue u opopMIIeHHE JOKYMEHTAIIUH 10 JUYHOMY COCTaBYy
C MCTOJIb30BaHNEM YHU(PHUIUPOBAHHBIX (HOpM

Lean padoTbi:
Hay‘-II/ITI)Cﬂ COCTAaBJISITh U O(bOpMJI?ITI) AOKYMCHTALUIO 11O JIMYHOMY COCTaBy AOKYMCHThLI B

coorserctBuu ¢ [OCT P 7.0.97 - 2016

Boinosainus padorty, Bl Oyaere:

ymemy:

- ohopMIISITH  JIOKYMEHTAllMIO B  COOTBETCTBMM C HOpPMAaTUBHOW  0a30l, HCHOIB3Ys
MH(OPMaLIMOHHbIE TEXHOJIOTUH;

— yHUGUIUPOBATH CUCTEMBI JTOKYMEHTAIINH;

MarepuanbHO TeXHHYECKOe obeclieyeHue:

Pabouas u nekuMoHHas TeTpaiu.

JnmakTuyeckuii MaTepual

[lepconanbHbIN KOMIBIOTEP, TEKCTOBBIN Iporieccop Microsoft Word
YHubunupoBanHsie Gopmbl

3ajganue:
Hcnone3ys crpaBounyto cucremy Koncynbrant Ilmtoc, ucnonssys beictpsblit mouck, opopmure

IMPHUKA3BGI 110 JUIYHOMY COCTAaBYy, MIOATOTOBLTC PE3IOME.

Hcxoanble JaHHbIE

1

3ananue 1.

Ortkpoiite cnpaBounyto cucremy Koncynbrant [Tmtoc, ucnonb3yst BeicTpelii nouck, Haiiaute Gopmy npukasza o npueme
coTpyaHuKa Ha paboty ¢.T-1

OkonomucT BacunbeBa Exarepuna HukonaeBna 1 ceHTsi0pst Tekyiiero roaa nojana 3assieHne B OO0 «Jlyu» ¢ npoch0oit
IPUHATH €e Ha paboTy crenuamicToM (PUHAHCOBOrO OTHENa Ha HENONHBIM pabounii AeHb. MHcHekTop Ho Kaapam
CwmupaoBa 1.C. o0bsicHuIa, YTO (DHpMa UMEET BOSMOXKHOCTh NMPHUHATH HA padOTy SKOHOMHUCTA, HO Ha OCHOBE CPOYHOTO
TPYIOBOTO J0roBopa. TpymoBol HOroBop ObLI 3aKIIOUEH 5 CEHTSIOpS M HOANMCAaH OT MMEHH (GUPMBI I'eHepajbHBIM
nupexTopoM MuponoBsiM JI.C. B TOT ke eHb ObUT M3/1aH MPUKa3 10 JIMYHOMY COCTaBY, 3aBU3UPOBaHHbI CMUPHOBOU
N.C. u ropruckoncyapToM XmeneBbiM M.0. Ipukas 011 00bsiBiieH Bacunbsesoii E. H. mon pacnucky 6 ceHTs0ps1.

3ananue 2
Ortkpoiite cripaBounyto cucremy Koncynbrant [lnroc, ucrons3ys BeicTpblii mouck, Haiinute GopMmy mprkasa o mepeBoje
coTpyaHuka Ha paboty ¢.T-5

Benyuero cnenumanucra otaena Mapketinra toproeoit pupmer OOO «Benrtay CoboneBy Banentuny MiBaHoBHY niepeBenu
Ha O0CBOOOMBIIYIOCS JOJDKHOCTh HaUAIbHUKA OTJENIa Ha MIOCTOSHHYIO paboTy ¢ 15 HOsAOps Tekymero roga. 3asBIEHHE O
nepeBoge Cobonera B.W. marmcana 10 HOSIOps 1 3aBU3HpOBajia y KOMMEPUECKOTO AUPEKTOpa B TOT ke AeHb. 10 Hos0ps
OBIIO TaKKe COCTABIIEHO MpecTaBieHue Ne 4, MOAMMCaHHOE KOMMEPUECKUM JTUPEKTOPOM.

[IpoekT mprkaza O mepeBOAE MOATOTOBIIEH MHCIEKTOpoM 1o mnepcoHarny KupmmroBodt B.H. 11 Hos0ps, 3aBm3mpoBan
IOpUCKOHCYIbTOM bapmuubiM AWM. 12 HOsOpst u crmycTs JeHb ObUT MOMNKMCAH TEHEPaJbHBIM HPEKTOPOM (upMBbI
HoporommnosemMm E.K. 14 Hos16pst CoboneBa B.J. Oplita 03HaKOMIIEHA C IIPUKA30M.

3anmanue 3

Otkpoiite crnpaBounyio cucreMy Koncynprant [Lmtoc, ucmonb3ys BbICTpBIl TOHCK, HaiiauTe (QopMmy MpuUKaza o
npekpaiieHnu ( paCTOPIKEHUH) TPYAOBOTO IOroBopa ¢ pabotHukoM (yBosnbHeHun) ¢.T-8

MacTep MyHAIMTIAIEHOTO PEeMOHTHO-CTpouTenbsHoro npemnpustus Ne 2 (Mocksa) bormanos HOpwuit IletpoBuu permn
YBOIUTHCS 110 coOcTBeHHOMY *)enmanuio (1. 3 cT. 77 TK P®) u ocHOBaTh MHANBUAYAIEHOE YaCTHOE MPEANIPUATHE. 3a IBE
HEZIeJIN JI0 YBOJIBHEHHUS OH ITOCTaBHII B M3BECTHOCTH 00 3TOM aupekTopa npemnpustus Cugoposa I1. W. Ilpoekt mpukasza
OBUT TIOATOTOBJIEH WHCIEKTOpoM 1o kaapam Kortopoit M.JI. 15 ampems, B TOT ke JE€Hb 3aBH3UPOBaH OyXraiaTepoM
MenpaukoBoit 3.C. u 17 anpenst Tekymero rona noamucad. bormaros FO.H. B 3TOT ke geHB ObIIT 03HAKOMIICH C TTPUKA30M,
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€My Ha PYKU ObLI1a BbIlaHa TPYAOBas KHHUXKKA U TPOU3BOJCH TIOJIHBIA pacyeT 1o 33pa60THOI>i IarTe.

4 | 3aganue 4

Otkpoiite crnpaBounyio cucremy Koncynprant Ilmoc, ucmonb3yst BeICTpBII TOHCK, HaiiauTe (QopMy IpHKasa o
KOMaHIMPOBaHUH COTPYIHHUKA Ha padoty ¢.T-9

['maBHBINA 3KCHEpPT TOProBOTO OT/ENA akmuoHepHoro oodmectBa «Toproseni moMm «O¢an» CasenbeB [laBen PomaHoBHY
JOJDKeH BelexaTh B T. CaHkT-IleTepOypr st yqacTus B IyIIHOM ayKiuoHe «Pycckuii Mex», KoTopblii mpoBoxutes ¢ 10 o
13 nexaOpsi Tekymero roma. 8 mexabpst mpexacenatend npasieHust Jlebenes A.I'. moamucan mpukas o HalpaBlICHUH
CagenseBa [I.P. B komanmupoBky ¢ 9 pexabps. [Ipoekt mpukaza ObUI TOATOTOBIEH CeKpeTapeM-pedepeHTOM
Anekcannpooii 1.1O. v 3aBH3UPOBaH TJIABHBIM OyXTalITEpPOM M Ha4aJIbHUKOM TOPTOBOTO OT/eIa 7 JeKaOpsL.
Heo0xoauMble MOJTHOMOUMSI U TOBEPEHHOCTH Ha 3aKyINKy MapTHU TOBapoB INIaBHOMY dkcrepty CasenbeBy I[1.P. Obum
0o opMIIEHBI BMECTE C KOMaH/IMPOBOYHBIM YI0CTOBEPEHHEM.

3aganue 5.
O3HaKOMBTECH C MMPABUJIIAMH COCTABJICHUS aBTOOHOTpaduu U pe3toMe. 3aroTHUTE TaOIHUITy.

CpaBHuTENbHAS XapaKTEPUCTHKA pe3toMe U aBTobuorpaduun

CBolicTBa JOKYMEHTa Pesrome AsTobuorpadus
Cnioco6 nznoxkeHus HHGopMaIu
Xapakrep nHpOpMaIuU
S13bIKOBBIE OCOOEHHOCTH
Cnioco6 opopmiteHHst
IlepeueHb PEKBU3UTOB

Hcnonbe3ys npoaHaiu3upoBaHHY0 HHGOpMAIMIO Ta0nuIbl U npriioxkenue 10, coctaBbTe pe3toMe Ha

BAKAHCHIO CIEIUAIINCTA, HA KOTOPOT'O BBl YUHUTECH.
IHopsinok BbINOJIHEHHS PA0OTHI:

[poananu3upoBath mpaBmia 0HOPMIIEHHS JOKYMEHTOB 10 JINYHOMY COCTaBYy

CocraButh ¥ 0OPMHUTH MPUKA3HI [0 JIAYHOMY COCTaBY U PE3IOME C HCIOIb30BAHMEM CIIPABOYHOM
cucremsl KoncynbranT [11roc 1 . B TekcTroBoM penaktope Microsoft Word co Bcemu TpeGoBanusMu
o(hopMIIEHH S, C OTCTYIIaMH W MHTEPBAIAMU

®opMma npeacraBjieHus1 padoThi:
Odopmnennsie moxkymeHTHI B cooTBeTcTBUH ¢ ['OCTom 7.0.97.-2016

Kpurepumn ouenku:

Pe3ynbTaTHBHOCTH BBITIOJHEHUS 3aIaHUS Onerxa HHHHBI{HyaHBHHX
IOCTYOKEHMH, 6asn

3ajaHye BBIIOIHEHO MMOJHOCTRIO, 0€3 3aMeyaHuii 5

3amaHue BBIMOIHEHO MOJTHOCTHIO, HO UMEIOTCSI HECYIIIECTBEHHbBIE 4

3aMeYyaHus

3amaHue BBINOIHEHO, HO UIMEIOTCSI CYIIIECTBEHHbIE 3aMeuaHus, 3

MTOBJICKIIIHE K HEBEPHOMY PEIICHUIO 3aaHus

3ajaHue He BBITOJHEHO 2
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[Tpunoxxenue 10
O6paser pe3rome

COJIOBBEBA TATbAIHA UBAHOBHA

JIMYHBIE CBEJIEHUA
Anpec Cankr-IletepOypr, Jlenunckuii mip., 1.99,kB.26
Tenedon- 612-54-88
Jata poxaeHus 10 aBrycra 1972 rona
(o TpeboBaHMIO)
CemeliHo€ MOOKEHHUE 3amyxeM, cbiH 1994 rona poxaenus
HEJIb: Cowuckarelb JOIHKHOCTH pedepeHTa-mepeBo1InKa,
MTOMOIITHUKA PYKOBOIUTEIIS
OBPA30BAHUE:
1987 — 1992 Briccmee Cankr-IlerepOypckuii rocy1apcTBEHHBI YHUBEPCUTET.
CrnenuaabHOCTD «[IpemogaBaTenb aHTIMICKOTO U HEMEIIKOTO SI3BIKOBY
utoib 1994 Kypcsi cexperapeit «Katroma». CienmaibHOCTh ceKpeTaph peepeHT.
OKTs10ps 1994
CEeHTA0ph- nexkabps 1995 Cankr-IletepOypckast rocyqapcTBEHHAs aKaIeMHsI METOJIOB U TEXHUKHU
ynpasnenus (JINUMTY).
CrienanbHOCTh: MEHEIDKEP IO MTEPCOHATY
OIIBIT PABOTHI:
1994- 1996 Pexnamuo-monmrpadudeckuii neHTp. JomKHOCTD: TepeBOAUNK- pedepeHT.
1993- 1994 Awmepukanckas pupma JITP (DTR, Developed Technology Resource. Inc.).

JIOMKHOCTB: IepeBOAYUK-PEPEPEHT.
1995 no nacrosimiee Bpemsi  Cankrt-IlerepOyprckasi rocy1apcTBEHHAs aKaJeMHsl METOAO0B U TEXHUKH
ynpasieHus (JIMMTY). JlomkHOCTB: TpernogaBaTeb AeT0NPOU3BOACTBRA.

[MPOD®ECCHUOHAJIbHBIE HABBIKI:
CB000IHO BIIa/ICI0 HEMEIIKMM U aHTJIMHCKUM SI3BIKAMHU.
Nmero ombeiT paboTel Ha TepcoHATbHOM  KoMmbloTepe: Winword, Excel,
aJIeKTpoHHas mouta (e-mail ).
Xopomio pa3duparoch B IPaBOBOM PEryJUPOBAaHHHM BHEIIHEAKOHOMHYECKOU
JeSITEIbHOCTH, B TPAKIAHCKOM M TOPTOBOM IpaBe BEAYIIUX 3alaJHbIX CTpaH, B
MEXTYHAPOJTHOM MapKETHHIE.
3Hal0 OPraHU3alOHHYI0 M TEXHHUKY OCYIIECTBICHHS BHEITHEIKOHOMHUYECCKMIAX
KOHTaKTOB, OyXraJITepCKUH ~ y4eT  OSKCIHOPTHO-MMIIOPTHBIX  OTIEpAallHy,
roCyJIapCTBEHHOE TAMOXKEHHOE PEryJIMpPOBaHUE.

JOITOJIHUTEJIBHBIE CBEAEHMA
HMmero BoguTenbCcKue nmpasa Kareropun» By,
OHepruyHa, MHUIMATUBHA, TPYA0JII00MBA, HACTONYMBA B IOCTUKEHUU TPEOyeMbIX
pe3yibTaToB, TH0003HATEIbHAsL, OOIIUTENbHAS.

NHTEPECHI: VBiIeKaroCh MUPOBOH XYJ105KECTBEHHOU JIUTEPATYPOU, T€aATPOM.3aHUMAIOCh
OOJIBIIUM TEHHUCOM.

00.00.20 r. ConoBbeBa T.U.ConoBbeBa
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Paspeut 3. TexHOJI0TMN NOKYMEHTALIMOHHOTO 00ecnie4eHHsI YIIPaBJICHUsI.

Tema 3.1.
Opranusamus T0KyMeHT0000poTa

IIpakTH4eckasi padora Ne 6

CocTaBiieHuE 3TaNoB JBUKCHUS U 00paObOTKU JOKyMEHTOB. [1OpsIIOK 3aNI0JTHEHHS PETUCTPAIIMOHHBIX (hOpM
Y BEJICHHE KOHTPOJIS 3a UCIIOJIHEHUEM CITY)KEOHBIX JOKYMEHTOB C HCITOJIb30BAHUEM aBTOMATHU3WPOBAHHBIX
TEXHOJIOTUH

Lean padoTbi:

OO0pabaTbIBaTh M pacrpeesisATh BXOAIIICIO, HCXOIANICI0 U BHYTPEHHEIO JOKYMEHTAIHH.

PGFI/ICTpI/IpOBaTB JOKYMCHTHBI OpraHru3alli U CTABUTh UX HAa KOHTPOJIb UCIIOJIHCHUA C
WCIIOJIb30BAHUEM aBTOMATHU3WPOBAHHBIX CITIOCOO0OB 00PaOOTKH.

Boinosinus padorty, Bel Oyaere:

ymemn:

— 0QopMIATH JOKYMEHTAIMl0 B COOTBETCTBMM C HOPMAaTUBHOM  0a30il, HCIIOJIB3YS
MH(OPMaLIMOHHBIE TEXHOJIOTUH;

— yHUGUIUPOBATH CUCTEMBI TOKYMEHTAIIUH

— OCYULIECTBJISITh aBTOMATH3AIMI0 00pabOTKHU JTOKYyMEHTOB;

MaTepuajibHO TeXHHYECKOE o0ecrevyeHne:

PaGouas u nekunoHHas TeTpanu.

[lepconanbHbIN KOMIBIOTEP, TEKCTOBBIN Mporieccop Microsoft Word,

Microsoft Excel

JlMaKkTHUeCKUil MaTepua, cxeMbl paboThl ¢ JOKyMEHTaMH U ()OPMBI PETUCTPALIUH.
HNuTepHeT-pecypcbl

3ananmue:

[IpoBenuTte 00pabOTKY BXOISAIMIMX, UCXOSIINX U BHYTPEHHUX JOKYMEHTOB, ONPEICIUTE ONepalun
1 PEKBU3UTHI YUACTBYIONINE B UX 00paOOTKH.

[IpoBenuTe perucTpanuio JOKyMEHTOB C UCIOJIb30BAaHUEM aBTOMATU3UPOBAHHBIX CIIOCOOOB.

3ananue 1
OnpeneuTh NPaBUIBHOCTh MPUEMa H 00pabOTKH JOKYMEHTOITOTOKOB.
Haiigute Ha BXOJSIIEM, UCXOSIIEM JOKYMEHTAX, pACCTaBICHHbBIC PEKBU3UTHI IIOCIIE 00OPa0OTKH.
PaccTaBbTe pEeKBU3WTHI IIPABHIIBHOM IMOCIIEIOBATEILHOCTH M IMMOKAXHUTE UX O(hopMIICHHE B
Tabiuue

HaumeHosaHue peksu3zumos lMoKka3amo, KaK OH ebi21adum

1 | OrMmeTKa O HallpaBICHUX JOKYMEHTA B JIENO

2 | OTMeTka 0 KOHTpOJIe

3 | PaccMoTpeHre JOKyMEHTa PYKOBOIUTEIEM (PE30ITFOIINS)

4 | OTMeTKa 0 UCTIOTHEHUH TOKYMEHTa

5 | OT™MeTKa O peTHCTpau JOKyMEHTa
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3aganue 2

YcranoBute orncpanuun pa60TbI C BXOJsAIUMHU, UCXOOAIIMMU U BHYTPCHHUMHU OOKYMCHTaMU.

Pacnipenenurte onepanuu 00pabOTKH 1O CXEME U COSUHUTE UX CTPEITKAMH.
2.1. B opranmzanuto noctynuio [IMCbMO ot Beiecrosimieii opranu3anuu.
1.IIpuem, npeaBapUTEIHLHOE PACCMOTPEHHE JOKYMEHTA, IPOCTAHOBKA OTMETKH.
2.Perucrpauus
3. .KoHTposb ucnogHeHus
4. VcrionHeHue 10KyMeHTa
5 Ilepenaya HCIOJIHUTEIO
6. [lonmuBka JOKYMEHTOB B JI€JI0
7. PaccMoTpeHune pyKkoBoauTENEM (PE30ITIOLs)

Cxema padoThbI ¢ BXOAAIIUM JOKYMEHTOM

Bun Otnen PykxoBoautens | PykoBoauTens CTpYKTypHOTO Hcnonnurens
JOKyMEHTaIUH JIeJIONPOU3BOJICTBA HNpEeIIpUATHs | MOJpa3/ieNneHus

. (cekpeTapn)
BXO SN

—— 2

2.2. Bbl momyunny BXOASIIUI JOKYMEHT MTOCIIE PACCMOTPEHHS PYKOBOIUTENIEM OpTaHU3aIlnH,
/i€ B PE30IIIOLUHU OBLJIO YKa3aHO 33JJaHie TOJArOTOBUTH OTBETHBIN JOKYMEHT ( TUCHMO)

1. cormacoBanmue;

2. UCTIOJIHEHUE U TTOATOTOBKA JJOKYMEHTA;

3. 3a71aHKE TIO MOATOTOBKE TOKYMEHTA;

4.1omucanue;

5. OTIpaBKa U PEruCTPaLHs UCXOISIIETO TOKYMEHTA;

6. perucTpanms BXOAIIETO MOCIe PACCMOTPEHHS PYKOBOAUTEIICM;

Cxema padoThI ¢ HCXOASIIIIUMU TOKYMEHTAMH

Bun nokymenTtanuun Coenuanuct otaeia PykoBoauTenn
JICITONTPOM3BOJICTBA OpraHu3aIun

Ucnonuurens

Wcxomsmii I[OKYIVET B

JPYTYH0 OpraHU3alMIo

2.3.Bb5lI siBIsIeTECH HCIIOTHUTENEM IO IOPYUYEHUIO PYKOBOJUTENS CTPYKTYPHOT'O TOJpa3IeNeHus ,

HeoOxoaumo moarotoButh ( [IPMKA3).
1- nmoanucanue UM yTBEPKIEHUE TIOKYMEHTA;
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2.10paboTKa TOKYMEHTA;
3.cocTaBlieHUE IOKYMEHTA;
4.peructpanus;

5.cornacoBaHue;

6. OTIIpaBKa WM PACCHLIKA MO APYTUM CTPYKTYPHBIM MOAPA3ICICHUSM,
7. BuzupoBaHnue.

Cxema padoThI ¢ BHYTPEHHHM JI0KYMEHTOM

Hcnosnuutens | PykoBoauTeNnb CTpyKTYpHOTO Cnenunanuct PykoBogurens
NOApa3AeIeHUs Otnen Opra”u3anuu
JIJIOIPOU3BOJICTBA

Peructpariys ¥ KOHTPOJIb UCTIOTHEHHSI CITY)KEOHBIX TJOKYMEHTOB
3ananmue 1.
1.IlpemnoxkeHHbIE JOKYMEHTHI:
A) paccoOpTUPYHUTE Ha PETUCTPUPYEMBIC U HE PETUCTPUPYEMBI.
b) IlocraBhTe TOKYyMEHTHI HA KOHTPOJIb.
[TokakuTe OTMETKU MOCTAaHOBKHU JOKYMEHTA Ha y4erT.

2. IlpoBenuTe perucTpanuio:

Bribepere mo0yro kommprorepayio mporpammy ( Microsoft Excel, Microsoft Access wmu ap.),
co3maiTe (opMBbl pEerucTpalyy, 3aperucTpUpyiTe MOKYMEHTHl , a TakXKe OCYIIECTBUTE IOHCK
JOKYMEHTOB 10 33JJaHHBIM MTapaMeTpam.

3.2. IlpennokeHHbIC TOKYMEHTBI 3aPETUCTPUPYHUTE B KAPTOUHOU opme.

JIuneeas cToposa 4 CPOK HCIIOTHEHHA OOBOAMTCA KPYIKKOM
12345678910111213 1415(16)17 18 1920 21 22 23 24 25 26 27 28 29 30 31 i

KoppecnonzaenT (aeTop)

Jata noayaenus Bxozammit HoMep Jata gokyMeHTa Ne gokymenTa

3arooBox (0 genm)

Pezomouns

Hcnonantens (yKassigaercs GpaMuIHg H HHHIHATEL)

ObopoTHas cTopoHa

Xoa ucnoaHeHuA

Ne gena

3aganue 2
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N3yunte cuTyanuio U ONpeaesInTe, Ybl AEUCTBUS B TAaHHOM CIIy4al MOXKHO PACLIEHUTh KaK IIpaBUJIbHbIE?

JIOKyMeHT mocTymwi B opranu3anuio 20 Maprta, 9to ObLI0 3a)MKCHPOBAHO B OTMETKE O MOCTYILICHHU.
Uepes nBa nmus (22 mapta) B KoHIEe pabodero mus ciayx6a JIOY mepenana JOKyMEHT C Pe30JIOIHCH
PYKOBOJHMTEISI CIELUATUCTY CTPyKTypHOro mnonpasnaeneHuss KupeeBy B.II. mig ucnonnenus. B
pesononu ObUT yKa3aH cpok ucnonHeHus — 5 gaeit. K 28 mapra Kupees B.I1. moarotoBun oTBeTHBIN
JIOKYMEHT, oHaKo ciyk6a JIOY mocumrana, 4To UCIONHEHHE JTOKYMEHTa MpocpodyeHo. CrenuanmucT ¢
STUM HE COTJIACUJICS, TaK Kak ObUT YBEPEH, YTO MCIOJHUI JJOKYMEHT BOBPEMSI.

HOpﬂIlOK BbIITOJTHCHHUA paﬁon:

[Ipoananu3upoBaTh MpaBuia OPraHU3ANNH JOKYMEHTO000pOoTa U 00pabOTKH JOKYMEHTOB,
OTpeJIeTUTE Onepanuu 00pabOTKH JOKYMEHTOB.

N3yuuB hopMBbl perrcTpanny JOKYMEHTOB U TPaBHJIA 3aI0OTHEHUS, TPOBEAUTE PErUCTPAIUIO C
HCIIOJIb30BAHUEM aBTOMATU3HPOBAHHBIX TexHonoruu. IToctaBbTe AOKYMCHTBI Ha KOTPOJIb.
dopma npeacraBjieHus: padoThbi:

OdopmienHsle cxeMbl 00padOTKH U (POPMBI perucTpaly JOKYMEHTOB.

Kpurtepun ouenku:

OreHKa MHANBHTYaTIbHBIX

Pe3yapTaTHBHOCTE BBIMIOJTHCHUS 33 IaHUS .
JIOCTYOKEHMH, Oajn

3aaHre BRITIOIHEHO MOJTHOCTRIO, O€3 3aMeUaHmit 5

3a)IaHI/Ie BBIITOJJHCHO IMOJTHOCTBIO, HO MMCHOTCA HECYIIICCTBCHHBIC 3aMCUYaHM

3ajaHre BHITIONHEHO, HO UMEIOTCSI CYIIIECTBEHHBIE 3aMEUaHUsl, TTOBJICKIITHE
K HEBEPHOMY PEUICHUIO 3aJaHHUsI

4
3
2

3amanyre HE BBLITOJIHEHO
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Tema 3.2.
XpaHeHUEe JOKyMEHTOB

IIpakTH4eckasi padora Ne 7

HOI[FOTOBKa JOKYMCHTOB JJI1 (bOpMI/IpOBaHI/Iﬂ " XpaHCHUsA OCJI.

Lean padoTbi:
[To3HaKOMUTBCS € MpaBWJIaMU PaclOIOXKEHUS JOKYMEHTOB B Jelie, U (pOpMHpPOBaTh JOKyMEHTa B
JieTIa ¢ y4ETOM CPOKOB XPaHEHHUS.

Boinosinus padorty, Bl Oyaere:

ymemy:

— OCYUIECTBJIATh aBTOMATH3ALIMI0 00paOOTKU JJOKYMEHTOB
— OCYHIECTBJIATH XPAaHCHUC U ITIOMCK JOKYMCHTOB,

MarepuanbHO TeXHHYECKOe obecrieyeHue:

Pabouas u nekuMoHHas TeTpaiu.

[lepconanbHbIN KOMIBIOTEP, TEKCTOBBIN Iporieccop Microsoft Word
Microsoft Excel

JlunakTuyeckuit MaTepuai, TUIIOBbIE (POPMBI.

NHTepHeT-pecypcesl

3ananue:

1. llpoananusupyiime u noacrhume CieayoUyo CUTyaluIo.

Jlnst ynobcTBa paboThl Kaxapli cneruanuct, pabotatonmii B OO0 «Cdepay, 3aBoauT cede mankw,
KyJa B TE€UYEHHE OIpPEAEJICHHOr0 MEepHoJa BKIAJbIBAET COOTBETCTBYIOUIHE JOKyMeHTHl. Ha ob6moxkkax
3amuchIBalOTCA (aMUIUs W MHUIMAIBl HCIOJHUTENS, a TakKe TE WJIM HWHbIE HAalpaBlEHUs €ro
nesaTesbHOCTH, HanpuMep: MBanoB [1.P. M3rotosienne n ycTaHOBKa peKJIaMHBIX IIIUTOB.

Takum 00pa3om, B manke HAKAIJIUBAIOTCS Pa3IMUHbIe TOKYMEHTHI, Kacalollecsl peuieHus] JaHHOTO
BOIpOCa: MUChMa-TIPEUIOKEHUsI, MHCbMa pEeKJaMalliK, OTBETHbIE MHUCbMA PA3IUYHBIX OpraHU3alUi U
MPEeNNpPUATHI, TOTOBOpHI, akThl W Ap. Korma NOKYMEHTOB CTaHOBUTCS CIMIIKOM MHOTO, 3aBOJUTCS
BTOpAs IMarka ¢ aHAJIOTMYHOMU 3aMrCchio Ha 00JI0kKKe ¢ 100aBlieHneM ee HoMmepa, Haripumep: VBanos I1.P

W3roToBnenne M ycTaHOBKa pekJIaMHBIX HIMTOB. Ne2 . B KoHIle roja mamku ¢ JOKyMEHTaMH
MepeslaloT CeKpeTapio, KOTOPbIA MOMEIaeT UX B oOmui mKad, B OTACNCHUS, IIe XPaHATCA JOKYMEHTHI
onpeaeneHHbIX cnenuanuctoB. CocraB M KOJWYECTBO JOKYMEHTOB B KaXKJOM Mamnke HUKEM He
YUHUTHIBAIOTCA.

Kak MoXHO oxapakrepu3oBaThb cuUCTeMY (GOPMHUpPOBAaHUS Jie1 U ONEPaTUBHOIO XPaHEHUS
JIOoKyMeHTOB B oOuiectBe? Kakum oOpa3oM oHa J0JKHA OBITH OPraHU30BaHAa, YTOOBI MOYKHO OBLIO JIETKO
HAXOJHUTh HYXHbIE JOKYMEHTHI U HCKJIIOUUTH BO3MOKHOCTh UX TOTEpU?

2. Cornacho IIpaBunam 2015 odopmure yueTHbie JOKYMEHTBI IS el
( TOKyMEHTOB) Ha OyMa)KHOM HOCHUTEJE:

CocraBbTe BHYTPEHHEIO OIIUCH JOKYMEHTOB!

CocTaBbTe IUCT-3aBEPUTEND ACTA.

OdopmuTh 00I0KKY Jie1a TOCTOSTHHOT0, TOJATOBPEMEHHOT O XPaHEHHSL. - UCTIONb3YS
YCTAHOBJICHHYIO (hOpMYy.
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HOpﬂ)IOK BbIIIOJTHCHHUSA paﬁoTbI:

1. Onpenenure chOpMUPOBAHHOCTD €A U MPOLIECC OPTaHU3ALUH.

2. OdopmuTe TOKYMEHTHI JIea.

dopma npeacraBjieHus: padoThbi:
OdopMieHHBIE JOKYMEHTHI JeTa.

Kpurepuu onenkn:

Pe3y.HI)TaTI/IBHOCTI) BBIITOJIHCHUA 3a1aHUA

OreHKa UHANBUTYTBHBIX
JOCTHIKEHHUH, Oat

3aJlaHue BBIITOJIHEHO IOJHOCTRIO, 0€3 3aMeUaHui 5
3a/1aHue BHITIOJTHEHO TOJHOCTHIO, HO IMEIOTCS HECYIIeCTBEHHBIC 4
3aMCUaHUus

3a/1aHue BHITIOJTHEHO, HO UMEIOTCS CYIIICCTBCHHBIE 3aMedYaHus, 3
IIOBJICKIIIUEC K HCBepHOMy pemeHH}o 3alaHusA

3aaHue He BBITOJHEHO 2
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I/IH(i)OpMaLII/IOHHI)Ie TEXHOJIOI'MU B IOKYMCHTAIlTUOHHOM obecreueHun YIIpaBJICHUSA

Lean padoTbi:
Ilo3nakoMuThCS C CCPBUCAMHU TCIICKOMMYHHUKAIIMOHHBIX TEXHOJIOT'HH.

Boinosinus padorty, Bl Oyaere:

ymemy:

Tema 3.3.

IIpakTH4eckas padora Ne 8

— OCYILECTBJISATh AaBTOMATH3aLIMI0 00pabOTKU JOKYMEHTOB
— HCIIOJIB30BATh TCJICKOMMYHUKAINMOHHBIC TEXHOJIOTHU B 3JICKTPOHHOM I[OKYMGHTOO60pOTe

MarepuajibHO TEXHHYeCKOe o0ecneveHue:
Pabouas u nekuMoHHas TeTpaju.

JnmakTuyeckuii Matepual
[lepconanbHbIN KOMIBIOTEP, TEKCTOBBIN Iporieccop Microsoft Word
NHTepHeT-pecypcesl

Saxanud:
3amanue 1

IMepenaua nHGOPMAITHH U CPEICTBA TEIACKOMMYHHKAITHOHHBIX TEXHOJIOTHIA B
JJIEKTPOHHOM JOKYMEHTO000pOTE

Bri6epute cucTeMbl 3JEKTPOHHOTO JOKYMEHTO000pOTa METOJOM H3Y4YEHHs! OTKPBITOM HH(OpManuu B

cetu IHTepHer.

Nzyunte cailThl

POCCHUICKHX TOCTaBIIMKOB IPOTrPaMMHBIX HPOIYKTOB C
HCTOJIb30BAHUEM MPUBEACHHOTO HIKE aJirOpUTMa AeicTBUi. CaenainTe BbIBO.

HasBanue

Crrcok
BO3MOKHOCTEH

ITpumepsnl
UCIIOJIB30-
BaHUsI

CKpUHIIOTHI

Buneo-
POTUKHI

Jlemo-
BepcHs

LlenooGpa3oBa
HHE

Verdox

Optima Workflow

TE3UC

MOTUB

1C-JloxymenTo-
o0bopoT

WSS Docs

BOCC-Pedepent

DocLogix

3aganue 2.

1. BOfII[PITC B I/IH(I)OpMaI_[I/IOHHO — IIOHUCKOBYIO CUCTEMY, C KOTOpOﬁ 3HAaKOMBI UJIX KOTOPYIO BbL
HCIIOJIB3YCTC, U HaﬁHHTe OIpCACIICHUA CICAYIOIMIUX TIOHATHH U 3aIIMIINTE B TaGJ’IHL{y:

Bunaer monsarui

OnpeneneHre 1 Ha3HAYCHHUE

OJICKTPOHHAA Imo4YTa

HHTEpHET —
TeneOoHms

TeJIeKoHhepeHIHs

(hopymsl
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2.Co3naTh CBOIO JEKTPOHHYIO MOYTY WM UCTIONB3YHTE yKe ASHCTBYIOIIYI0, BRIOEPUTE MOATOTOBIICHHbIE
paHee TOKYMEHTHI (IMcbMa, IprKasbl.) OTnpaBbTe 4 2JIEKTPOHHBIX JOKYMEHTA CBOMM JPY3bsIM Ha
AIIEKTPOHHBIE asipeca. 3apUKCUPYHTE OTIPABICHHbIE JOKYMEHTHI CKPUHILIOTOM .

3. 3aiigure Ha hopyM Kakoro — aubo caiiTa wim HalauTe GOPYM CBOEH CIEUAIBHOCTU M OCTaBbTE CBOM
KOMMEHTApHIl.

3adukcupyiTe NEHCTBUS CKPUHIIOTOM.

CocraBbTe 3JEKTPOHHBIN OTYET B BUJIE CKPHHIIOTOB U OTIPABHTE B CETEBYIO MAIKY.

Ilopsinok BbINOIHEHHS PadOTHI:

N3yunte xapakrepucTHKH W BbIOepuTe HambOoiee s¢dekruBayto COJ] COOTBETCTBYIOIIYIO
COBPEMEHHBIM TpPEOOBAaHUSM JICIIONIPOU3BOJICTBA. 3AllOJHEHHYIO TaOJHMIly ¥ BBIBOJ BHECUTE B
JJIEKTPOHHBIN OTYET.

BrimonanuTe paboTy C MCIOJNB30BAaHUEM TEJICKOMMYHUKAIIMOHHBIMUA CpPEACTBAMHU DPE3YJIbTaThI
paboThI BHECUTE B AJIEKTPOHHBIN OTYET.

dopma npeacraBjieHus: padoThbi:
OdopmiteHHBIN PIEKTPOHHBINA OTUET.

Kpurepuu onenku:

OHCHKa HHIAUWBHUYAJIbHBIX

Pe3yapTaTHBHOCTH BBIMIOJTHCHUS 33ITaHUS .
JIOCTHOKEHMH, 0ajn

3aaHue BBITOJIHEHO MOJHOCTEIO, 0€3 3aMeUaHu i 5
3a/1aHue BBITIOJIHEHO TOJTHOCTRIO, HO IMEIOTCS HECYIIECTBEHHBIC 4
3aMCUaHUus

3a/1aHue BBIMIOJTHEHO, HO UMEIOTCS CYIIICCTBCHHBIE 3aMeYaHus, 3
IIOBJICKIIIUEC K HeBepHOMy peHIeHI/II-O 3alaHusA

3agaHye He BBITOIHEHO 2
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