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1 HOACHUTEJIBHASA 3AIIMCKA

CocrtaB u cojepxaHue NPAKTUYECKUX PabOT HalpaBlieHbl Ha PEAIN3aALUI0 JEHCTBYIOLIETO
(benepaJbHOrO TOCYIAapCTBEHHOIO 00pa30BaTENBLHOIO CTaHIApTa CPEAHEro Npo(pecCHOHAIBHOIO
oOpa3oBaHus.

Benymeld AuMIakTHYECKOW IENbIO0 TMPAKTHUECKUX 3aHATUH  sBIseTCS  (OPMHUpPOBAHHE
po(EeCCUOHATIBHBIX NPAKTUYECKUX YMEHUH (YMEHHUIl BBINONHATh ONpEIENeHHbIE elcTBuUS,
orepanuy, HeOOXOIUMBIE B IMOCIEAYIOIEM B NMPO()EeCCHOHAIBHOW NEATENbHOCTH) MM y4eOHBIX
IPAKTUYECKUX YyMEHMH (yMEHMH pemaTh 3aJaud IO JOKYMEHTALlMOHHOMY OO0€CIEeYEeHUIO
yIpaBJICHUS), HE0OXOIUMBIX B IOCJIEYOLIECH yueOHOMI JIeATEIbHOCTH 10
o01enpopeccHOHAIBHBIM TUCIUILIMHAM

B cootBercTBHM ¢ paboueil mporpamMmol y4eOHON IUCHMIUIMHBI «/l|OKyMEeHTarmoHHOe
obecrieyeHrne YIpPaBICHUs» MPEeLyCMOTPEHO IPOBEIEHHE NPAaKTUYECKUX 3aHiATHH. B pamkax
MPAKTUYECKOTO 3aHATHS OOYdYalOMIMecs MOTYT BBINOJHATH OAHY WM HECKOJBKO MPAaKTHYECKUX
pabor.

B pe3ynbrare ux BBIOJHEHUS, 00YYaIOLIUICS JOKEH:
YMETb:
— . 0ohopMIATH JOKYMEHTALMIO B COOTBETCTBUM C HOPMAaTHUBHOM 0a30ii, B T. 4. €
UCIOJIb30BaHNEM UH(OPMAIIMOHHBIX TEXHOJIOTHI;
— HCHOJB30BaTh YHU(PHUIIMPOBAHHBIE ()OPMBI IOKYMEHTOB;
UCIOJIb30BaTh TEJIEKOMMYHUKAIIMOHHBIE TEXHOJIOIMH B 3JIEKTPOHHOM JOKYMEHTO000POTE;;
OCBanBaTh TEXHOJIOTUU aBTOMAaTU3UPOBAHHONW 00PaOOTKU JOKYMEHTALIUH;
— OCYILECTBJIATh XpPAaHEHUE U NIOUCK JOKYMEHTOB;

ConepaHye NPaKTUYECKUX 3aHATUM OPUEHTUPOBAHO HA MOJTOTOBKY 00YUYaOLIMXCS K OCBOCHHIO
po(heCcCHOHATBHOTO ~ MOIYJS  [POrpaMMbl  MOATOTOBKM — CHELMAIMCTOB  CPEIHEr0 3BEHa 110
CIIELIMAILHOCTY U OBJIAJICHUIO HPOPeCCUOHANbHBIMU KOMNEMEHUUAMU:

IIK 1.1. ObpabarbiBaTh NEpBUYHBIE OYXTANTEPCKUE JOKYMEHTHI.

IIK 1.2. Pa3zpaGaTbiBaTh U COIJIACOBBIBATH C PYKOBOJCTBOM OpraHM3aluu pabouuii miiaH
CYETOB OYyXraJTepCKOro y4eTa OpraHu3aluu.

I[IK 2.1. ®dopmupoBarh Oyxraiarepckue MpPOBOJKH IO Y4Y€Ty HCTOYHUKOB aKTHBOB
OpraHM3aliK Ha OCHOBE paboyero IiaHa CueToB OyXrajaTepcKoro yJera.

[IK 2.2. BpINONHATH MOPY4YEHHs] PYKOBOJACTBA B COCTaBE KOMHCCHM II0 MHBEHTApU3ALUU
aKTHUBOB B MECTAaX UX XPaHEHUSI.

I1K 2.6. OcymiectBasaTh cOop HH(GOPMAIMU O JESITEIbHOCTH 00bEKTa BHYTPEHHETO KOHTPOJIS
I10 BBIMIOJIHEHUIO TpeOOBaHU MPaBOBOM U HOPMATUBHOW 0a3bl M BHYTPEHHUX PErJIaMEHTOB.

IIK 2.7. BBINONHATH KOHTPOJBHBIE MNPOLEAYPHl M HMX JIOKYMEHTHPOBAHHE, I'OTOBUTH U
oopMIIATh 3aBeplIalOIINE MaTEPUaJIbl IO PE3yJIbTaTaM BHYTPEHHETO KOHTPOJIS.

IIK 3.2. OdgopmasaTh IUIaTeXHbIE AOKYMEHTHI JJIsi TEPEYUCIICHHs HAJIOroB U cOOpOB B
O10IKET, KOHTPOJIUPOBAThH UX MPOXOKICHHUE MO PACU€THO-KACCOBBIM OAHKOBCKUM OIEPALIHSIM.

IIK 3.4. OdopmisaTh IUIATEKHBIE JOKYMEHTHI Ha IEPEYMCICHHE CTPAaXOBBIX B3HOCOB BO
BHEOIO/KETHBIE (DOH/BI U HAJIOTOBBIE OpraHbl, KOHTPOJIUPOBATh UX MPOXOXKIEHHE MO pPacUyeTHO-
KaCCOBBIM 0QHKOBCKHM OIEpaIHsIM.

IIK 4.2. CocraBnare ¢opMbl Oyxrantepckoid (pMHAHCOBOM) OTYETHOCTH B YCTAaHOBJICHHbBIE
3aKOHOJATEIBCTBOM CPOKH.

IIK 4.3. CoctaBnarh (OTYETHI) W HAJOTOBBIE JEKIapalliu Mo HajoraM U cOopaMm B OIOIKET,
YUUTHIBAs OTMEHEHHbIH equHbIi coruanbHblii Hasor (ECH), oT4eThl MO CTpaxoBBIM B3HOCaM B
rocy/lapCTBeHHbIE BHEOIOJKeTHbIe (OHMABI, a Takke (POpPMBI CTATHUCTUYECKON OTYETHOCTH B
YCTaHOBJIEHHBIE 3aKOHOIaTEICTBOM CPOKHU.



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 YCTPAHEHHUS MEHEIKMEHTOM BBISBIICHHBIX HapyILIECHUMH,
HEJ0CTAaTKOB 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 OcymecTBisTh MOUCK, aHAIW3 M WHTEPHpETalnio HHPOpPMALUH, HEOOXOIUMON JUIs
BBINOJIHEHUS 3a/1a4 IPO(PECCUOHATILHON JAEATEIbHOCTH.

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

OK 05 OcymiecTBiasiTh YCTHYIO U NHUCbMEHHYIO KOMMYHHUKAILMIO Ha FOCYAAPCTBEHHOM S3bIKE
Poccutickoit deneparuu ¢ y4eToM 0COOCHHOCTEH COIMAIBLHOTO U KYJIBTYPHOTO KOHTEKCTA.

OK 09. Ucnonp3oBaTh HHPOPMALMOHHBIE TEXHOJIOTHH B TPOPECCUOHATBHOMN eATEILHOCTH.

OK 10 Ilonb3oBarbcsi Npo(ecCHOHANBHOM JOKYMEHTallMel Ha TOCYAapCTBEHHOM H
MHOCTPAHHOM fI3bIKAX.

BrimonHeHne 00y4Jaronmxcst MPakTHYEeCKUX U/WIIH JTa00paTOPHBIX paboT 1Mo yaeOHO#
nucuuIuinHe «JlokymMeHTanHoHHOe ofecreyeHne ypaBjaeHus» HAPaBICHO Ha:

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

- (¢opMUpOBaHME YMEHUN MPUMEHSITh IOJYyYEHHBbIE 3HAHUS Ha IPAKTUKE, pealln3aluio
€IMHCTBA UHTEIUICKTYAJIbHOW U MPAKTHUECKOW JACATEIbHOCTH;

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

- BBIPAaOOTKY TpHW PEIICHUH IOCTABJICHHBIX 3aJad MPO(ECCHOHATBHO 3HAYMMBIX KadecTB,
TaKUX KaK CaMOCTOSITEIIbHOCTh, OTBETCTBEHHOCTh, TOYHOCTh, TBOPUECKAS. HHUIIUATHBA.

HpaKTI/I‘leCKI/Ie 3aHATHS TIPOBOIATCA ITOCIIC COOTBCTCTByIOH.IGfI TEMbI, KOTOpasd obecrnieunBaeT
HaJIM4ne 3H21HI/II71, HCO6XOI[I/IMI>IX JJIs1 €€ BBIIIOJIHCHUA.



2 MIEPEYEHD IPAKTUYECKUX 3AHATHUI

Paznens/TeMbl TeMbI MpakTHIEeCKUX/Ta00PATOPHBIX 3aHATHH Komuects TpeboBanwust
0 4acoB or'ocC CIIo
(ymeTn)
Paznen 1. OOmmas xapakTepUCTHKa JJIOKYMEHTaIMOHHOTO 00ecTieueH s YIpaBJIeHHs 2 V1;V2;
Tema 1.2. Odopmienue [paktryeckas pabora Ne 1. OdopmiieHHe peKBU3UTOB 2 V1;V2;
JIOKYMCHTAIMH B COOTBETCTBUH | 00CCIICUMBAIOININX OPUANICCKYIO CHIY JOKYMEHTaM v.02.5;¥.03.1;
C HOpMaTUBHOI1 0a30ii OdopmiteHre pa3IuuHBIX BUIOB OJIAHKOB U ¥.03.2.
¢dopmymsipa - oOpasua ¥.05.3;
¥10.3;
Paznen 2. CucteMsl JOKYMEHTAaIMOHHOTO 0OECTICUEHHS YIIPABICHHS 8 V1; V2
Tema 2.1. YaupuunponanHas [Mpaktnyeckass pabora Ne 2. Paspabotka w 2 V1;V2;
CUCTEeMa OpPraHU3alUOHHO - oopmileHHE pacoOpSAUTENBHBIX TOKYMEHTOB V.01.1; V.01.4;
pacnopsauTenasHo ¥.02.5; ¥.05.3;
JIOKYMEHTaIluU ¥.09.3;
[paktryeckas padora Ne3. Paspabotka u opopmieHue 2 V1;V2;
CIpaBOYHO —  HWHQOOPMAIIMOHHBIX  JOKYMEHTOB( V.01.1; ¥.01.4;
CIIy’)keOHOE THCBMO, TIPOTOKOJ, aKT, JOKJIagHas v.02.5; ¥.05.3;
3aInCKa, CIyKeOHast 3aI1cKa) v.09.3;
Tema 2.2. [paktrdeckas padbora Ned. Pa3paboTka 1 oopmIireHHE 2 V1;V2;
JlokyMeHTanus 1o TpyAOBbIM JOKyMEHTaluu 1o JIUYHOMY COCTaBy c V.01.1; ¥.01.4;
OTHOIICHHUSM HCIOb30BaHUEM YHHUMDUITUPOBAHHBIX (POPM ¥.02.5; ¥.05.3;
V¥.09.3;
Tema 2.3. IIpaktuueckass pabora Ne 5. CocraBieHue u 2 VI1;V¥2;
JlokymMeHTaIus oopmileHHE JOKYMEHTOB TO MNpoQecCHOHATIBHOM V.01.1; V.01.4;
npodeccHoHaNBLHOMN JeSITeIbHOCTU (JIOBEPEHHOCTH, NMPETEH3UH U HCKOBBIE ¥.02.5; ¥.05.3;
NESITENILHOCTH 3asIBJICHNUSA). v.09.3;
Pasznen 3. Opranusanus 10KyMeHTO000poTa 6
Tema 3.1. TexHonorusa u [IpaxkTryeckas pabora Ne 6 2 v4
MIPUHLIUIIBI OPTaHU3aLUH CocraBieHUE 3TANOB U ONepaIi 00padoTKH v.01.4;¥.01.11;
JOKYMEHT0000pOTa JIOKYMEHTOB. ¥.02.5; ¥.03.2;
¥.09.3.
[paktraeckas padora Ne 7 2 VY5
[oxroToBka JOKyMEHTOB Il (POPMHUPOBAHUS H ¥.01.4; ¥.01.11;
XpaHEHus Jel v.02.5;¥.03.2;
¥.09.3.
Tema 3.2. [IpaxkTryeckas padora Ne 8 2 V3; V4,
Texuonorus Tepeaua HHGOPMAIIMH U CPEICTBA V.014;VY.01.11;
aBTOMATH3HPOBAHHOM TEJIEKOMMYHHUKAIMOHHBIX TEXHOJIOTUH B 3JIEKTPOHHOM v.02.5;¥.03.2;
00pabOTKK JOKyMEHTAIIUN JIOKyMEHT0060pOTe ¥.09.3.
UTOI'o 16




3SMETOAUYECKUE YKA3AHUSA

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

Tema 1.2.

OdopmiieHHne TOKYMEHTAMM B COOTBETCTBUU C HOPMATUBHOM 0a30ii

IIpakTnueckoe 3ansaTne Ne 1

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

Uenb pabotbi:

— Hayuutsest 0hOpMIIATH PEKBU3UTHI yCTAHABIMBAIONIME OPHUINYECKYIO CHIIY JIOKYMEHTOB B
cootBeTcTBHH ¢ AehcTByromuM 'OCTom 7.0.97.-2016.

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

30H OpPraHru3allMOHHO-PACTIOPAAUTCIIEHOI'O

nokymenTa Ha gopmate A4 cormacao 'OCT P 7.0.97.-2016.
— Hayuuthcst mpoekTupoBaTh ONAaHKHM MTOKYMEHTOB B COOTBeTCTBHH C aedcTBytomuM ['OCTom

7.0.97.-2016.

BbinonHue paborty, Bbl 6yaeTe:

yMmemby:

— 0(OopMIIATh JOKYMEHTAILMIO B COOTBETCTBUU C HOPMATUBHOM 0a30i, B T. 4. C
HCII0JIb30BaHNEM MH(POPMALIMOHHBIX TEXHOJIOTH;
—  HCIIOJIb30BaTh YHU(ULIUPOBAHHbBIE (POPMBI JOKYMEHTOB

MarepuanbHoe obecneueHue:

I'OCT P 7.0.97-2016.
nHpOpMAINH,

«Haunonaneueiii crangapt Poccuiickoit ®enepamuu. Cucrema CTaHIApTOB IO
OmbroTeyHOMYy W W3HaTeNbckoMy gAenmy. OpraHn3alldmOHHO-PACIOPSAWTENbHAS —JTOKYMEHTAIIUS.

TpeboBaHus K 0OPMIICHHIO JOKYMEHTOB"
Paboyas u nexoHHast TeTpaau.

Junaktuueckuii MmaTepua

[NepcoHanbHBIN KOMIBIOTEP, TEKCTOBBII Mpoueccop Microsoft Word

3apaHuneNel:

Ha ocHoBanuu 3aannii ohopMuTE PEKBU3NTHI, 00ECIICUNBAIONIIE IOPUANIECKYIO CHITY TOKyMeHTaM. UToOb! 0(OopMHUTH
pekBusuthl Henonb3oBath ['OCT u pepakrop Microsoft Word ¢ cobmogeHneM BceX OTCTYIIOB M HHTEPBAJIOB.

ConeprxaHue 3aJaHus BapuasTs
3aganue 1: Bapuanm 1

Odopmure HanMeHoBaHue | 3A0, opraHu3alMoHHO-TIpaBoBast Gopma npeanpusatus «FOpuc-kou».

OpraHM3allii B  COOTBETCTBUH | Bapuanm 2

ycTaBa u npaBuIbHOTO | OpraHuszanys rOCYIapCTBEHHOIO THUIA Bcepoccuiickuit Hay4HO

PacTIoNIOKeHHS YacTeil peKBU3UTA: | MCCIENOBATEIbCTKUN HHCTUTYT JOKYMEHTOBEIACHHUS U apXWBHOTO Jela,
nonguunsercss  ®PegepanbHomy  areHcTBYy POCAPXUB  moxer  umerh
cokpateHHoe HaumeHoBanue BHUMJIA L.
Bapuanm 3

MocBonokaHall OTHOCUTCS K THITy TOCYJapCTBEHHOIO YHUTApHOTO MPEANIPUATUS
no r.Mocksa.

Bapuanm 4

MUHHCTEPCTBO  CTPOUTENBCTBA, APXUTEKTYPHl W IKIIUIIHO-KOMYHAJIBHOTO
XO3sTCTBA, pH AMuHUCTpanuu PocToBckoil 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 3aceiaHus COBETA TI0 MPO(HUITAKTHKE IPAaBOHAPYIICHU;

Ina 2 sapuanma

1. CrpaBka 0 COCTOSIHAM pa0OTBI OTIENA ACIOMPOU3BOJICTBA TI0 PACCMOTPECHHUIO
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. Eciin 0opMIISIOT TOTOBOPHOM TIOKYMEHT. ( KYIUIH-TIPOJIAXKH)

2. Ecriit 0opMILTIOT TOKYMEHTALIUIO JITYHOTO COCTaBa

Bapuanm 3

1. Eciin moroToBuMIM AT OTIIPABKU OTBETHOE MTHCEMO HA BXOJSIIEE.
2.Ecnm moArOoTOBHIIN CIIPAaBKY C MecTa paboTEHI.

3aganue 4 Bapuanm 1.

Odopmure Tpud yTBEpKICHAS 1.Ecnu moAroTOBHIIM aKT HHBEHTAPU3AIIH
2. Ecam noarotoBwiM YcCTaB  HErocyJapCTBEHHOTO  00pa3oBaTEIIbHOTO
YUpEXKICHUSI.
Bapuanm 2.

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

3aganne 5 Bapuanm 1.
OdopmuTe peKBU3HUT TOATNCH 1. Eciu noocomosunu npukas no 0CHOBHOU 0essmeibHOCmU
2. Eciu noozcomosunu axm
Bapuanm 2

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

3apaHuaNe2:

1. OrtBerpTe Ha BONIPOCHI ¥ ONPEHCIUTE COCTaB W MOPSAOK PACIONOXKEHHS  PEKBH3UTOB OJAaHKOB
npeaycmorpeHubix 'OCTowm 7.0.97.-2016. 3anummre B Tabnuiry.

BO]'[pOCbI H OTBETHI

B coorBercrBuu ['OCT P 7.0.8-2013 «Cucrema CTaHIapTOB 10 UHPOPMALIUU, OUOIMOTEIYHOMY U H3IaTCILCKOMY JCITY.
Jlenornpon3BoICTBO M apXUBHOE AeJ0. TepMHUHBI U OTIPEACTICHIUS.
OTBeTbTE HA BONPOCHI:

PexBm3uroMm JAOKYMCHTA HA3bIBACTCA - ...

DopmynsipoM-00pa3LoM TOKYMEHTa Ha3bIBAIOTCSI

bnank JAOKYMCHTA -

B coorBerctBuM ['OCT P 7.0.97-2016. «Hanunonansueii ctanaapt Poccuiickoir denepanuu. Crucrema cTaHAapTOB IO
uHpOpMAUHY, OHOIMOTEYHOMY W H3JaTeNbCcKOMY Jneiny. OpraHH3alMOHHO-PACTIOPSONTENbHAS —TOKYMEHTAIHS.
TpeboBanus K 0QPOPMIICHHUIO JOKYMEHTOB"

Onpepnenute peKBU3UTHI OJIAHKOB.

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

BbnaHk KOHKPETHOTO BH/Ia IOKyMEHTa:
A) IOCTOSTHHBIE PEKBU3HUTHI-
b) nepeMeHHBIE PEKBU3HUTHI-

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 OpraHu3alluid ¢ OTpaHUYUTEIbHBIMI OTMETKAMHU JIJIs1 PEKBU3HUTOB.

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 OaHK, 6JaHK MUChbMa, OJIAaHK KOHKPETHOTO BHJA JIOKYMEHTa C COOJIIOJICHUEM

BCEX OTCTYIIOB ¥ HHTEPBAJIOB/

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

BCEX OTCTYIIOB Y UHTCPBAJIOB.
®opma npeacTaBIeHUs] padOThI:
OdopmieHHbBIE 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/1aHre BBIMOJIHEHO MOTHOCTHIO, HO UMEIOTCS HECYIIECTBEHHBIC 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.
YHupUUMpOBaHHAA CHCTEMA OPraHU3ALMOHHO - PACIOPAAUTEIbHON 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:
—  0ohopMIITh TOKYMEHTAIIMIO B COOTBETCTBUU C HOPMAaTUBHOM 0a30H, B T. 4. C
HCIOJIb30BaHNEM WH(POPMAITMOHHBIX TEXHOJIOTHIA,
—  HCIOJB30BaTh YHU(DUIIMPOBAHHBIE ()OPMBI JOKYMEHTOB

MatepuajibHO TeXHHYecKoe o0ecreyeHue:

Pabouas 1 IeKIMOHHAS TETPaIy.

Hupaktuyeckuid MaTepuan

[lepconanbHBI KOMITBIOTEP, TEKCTOBKIH mpotteccop Microsoft Word

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

3apaHue:

OdopMHTh pacHoOpsAUTEIbHBIE JTOKYMEHTBI C HCIIOJb30BAHHEM KOMIIBIOTCPHBIX TEXHOJOTHH W 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 npukasa HeoOXoAMMO BBECTH WHJEKCHI NPEANPHUATHH W OpraHu3aliii OOBEIUHEHHS, 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 «Opranu3zanyus AEIONPOM3BOJACTBA B 00beauHEeHNH «CTPOWTEXHHKA», a TakXkKe IS y4eTa M PEerHCTpaluu
pa3pabaTbIBaeMbIX CTaHJAPTOB MPEANPHUATHS IPUCBOUTH MNPENNPHATHIM cienyromue uHiaekcel: 50 — 01 —
SIpocnaBcKOMy PeMOHTHO-MeXxaHuueckoMy 3aBoay; 51 — 02 — Biragumepckomy CKB; 51 — 03 — HoBouebakcapckomy
3aBony «Pemctpoitnopmanny. KoHTpob 3a HCTIOIHEHNEM MpUKa3a Bozjaraercs: Ha kKanuessiputo (1. Koponery B. A.).
I'enepanbubiii nupextop A.I1. UBanos. B neno 1 — 3 — 6. C. C. Ilerpos.

3aganue 2

Odopmuts pacnopsokerrne Ne 137 ot 10.03.20  rmaBHOTO MHXKeHepa MOCKOBCKOTO CTaHKOCTPOUTEIHLHOTO
3aBojga «Texmam» J.M. ConnueBa «O BHenpenun crtanpapra OPJl 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
nojpaszzenenusix 3asona ¢ 01.04.20 .
2. 06 oprammsanuu 3aHsaTuil mo uzydenuto CTIT 02-601 co crenuanucraMyd U MHXEHEPHO-TEXHOJIOTHYECKUM
nepcoHanoM (¢ ykazanueMm «Komy» u ¢ kakoro 4ucia)
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 ssistercst 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 pemenune. Coxpanute paboty B daiine noa numeHem «Permenue.




4 3ananue 4

OtkpoliTe crnpaBo4HO-TIpaBOBYI0 cucrteMy KoHcynbrant Ilnroc, HaiianTe npuka3 o NpPOBEACHUH
nnBeHTapuzanuu (popma MHB-22), oTkpoiite ee ¢ mOMOIIBI0 TaOIMYHOrO MpOLECcCOpa M 3alOJIHUTE ISl CBOECH
opranuzanuu. Coxpanure pabory B daiie nog umenem «[Ipumep 00 HHBEHTapU3ALUMIY.

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. PykoBoauTENsIM OTJENIOB MPEACTABUTH CEKPETapI0 CIIMCOK COTPYIHUKOB, YKENAIOMINX MPOWTH KypCHI
NOBBIIIeHUs KBanpuKkanuu. Cpok MpecTaBlIeHNs CITIUCKOB - 10 25 mas 2008 .

2. CexpeTapro COCTaBUTh €INHBIH CBOIAHBIA CIIUCOK COTPYAHUKOB, JKEJIAIONINX MTPOHTH KypChI
TIOBBILICHUSI KBTH(UKALNK, U IPEACTaBUTH JUISl YTBEPKACHHUS HaYaJbHUKY OTAea 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 pPeKsu3UMmos peweHus, YKA3aHUS OCywecmsaemcs
QHA02UYHO MPUKA3Y UAU PACTIOPAXEHUIO.

opsinoxk BeINoJIHEHUsI pa0OThI:

Wzyuure TeopeTnueckuii MaTeprai mo opOpMICHHIO pACTIOPSAUTENLHBIX JOKYMEHTOB U
PacIoIoKEHUE PEKBU3UTOB.

Odopmute TOKYMEHTHI B TeKCTOBOM pepakTope Microsoft Word co Bcemu tpeGoBaHUsIME
oopmIiieHus, ¢ OTCTyIIaMu ¥ UHTEPBaJIaMHU.

dopma npeacTaBjIeHUus: padoThI:

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

Kputepun onenkmn:

Ornenka
I/IH)II/IBI/I]lyaJ'lBH
Pe3yHBTaTI/IBHOCTB BBIIIOJIHCHUSA 3aJaHUA bIX
JIOCTHOKCHUH,
Oant
3aaHue BBITOJIHEHO MOJHOCTHIO, 0€3 3aMeUYaHmit 5
3aaHue BBIMOJHEHO MOJIHOCTHIO, HO MMEIOTCSI HECYIIICCTBEHHBIC 3aMESYaHMUs 4
33.}13HI/IG BBIINTIOJIHCHO, HO UMCIOTCA CyH_[eCTBCHHBIe 3aMC4aHus, ITIOBJICKIINEC K HeBepHOMy pemeHmo 3
3a1aHus
3amaHne He BBHITIOJIHEHO 2




[IpaBuiio pacnonoxeHne peKBU3UTOB IIPUKaA3a. [punoxenue 1
MAKET ITPUKA3A 11O OCHOBHOM JEATEJBHOCTH
( ¢ mPO0JIbHBIM PACHoJIOKEeHUEM PEKBU3UTOB)

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

3aroyioBoK (KpaTkKoe coep:KaHHe, BLIPAKEHHOe
OTIJIAT0JIbHBIM CYIIECTBUTEIbHBIM B NPEIJI0KHOM
naje;xe, HaUMHaeTcs MpPoJiorom «0...»)
[18 T 1 6onee |

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

B cB#13u ¢ IpPOM3BOACTBEHHOI HEOOXOIMMOCTBIO. ..........
[12 ot ]
Pacnopaoumenvhas wacmo HauuHaemcs c1o8om

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
el cTBUH, Pa3HbIX M0 XapaKTepy, TO KaxK10e BbIeJsieTcs] B MOANMYHKT): /ieiicTBHE U CPOK HUCTIOJTHEHHUS
3. To xe

4.IlocieqHUl MYHKT UMeeT MOCTOSTHHYI0 (hOPMYJIMPOBKY:
KoHTpoJb 3a ucnmoJTHeHHeM NPHKA3a BO3JIOKATHL HA (CTPYKTYPHOeE IoJpa3s/ieJieHHe HIH JIMI0, Ha KOTOpoe BO3J1araeTcsi
KOHTPOJIb, HAUMEHOBAHHeE JOTKHOCTH, )aMHJIUsl, HHHIHAIbLI B BHHHTETLHOM MajJexe).

[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,
TeJl.



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 OTYETHOCTU KOMIIAHUHN U YIIOPAAOUCHUA
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. KoHTposp HCHONHEHUS IpHKa3a BO3JIOKUTh HAa 3aMECTUTENsS] T'€HEpalbHOI0 IUPEKTOpa
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 cBs13u ¢ HesscHOI MH(POPMAIIMOHHOM KapTUHOM 110 pe3ynbTaTaM PEKJIaMHbBIX MEPOIIPUATHIH
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. KoHTposib 3a HCTIOJIHEHUEM PACTIOPSKEHHS OCTaBIISAIO 32 COOOM

PykoBoaurens oTaena MmapkeTuHra Mahwesa T. I1.Maiimresa



IIpakTuyeckas padora Ne3

Pa3pabdorka u opopmiieHne ClIPaBO4YHO — HHGOPMAUMOHHBIX JOKYMEHTOB( CJIy:KeOHOe
NMCbMO, MPOTOKOJI, KT, JOKJIAJHAS 3aMUCKA, CJIyKeOHAs 3aUCKA)

ean padoTsi:
Haygutscs cocTaBiaTs 1 0oopMIIsITh HHGOPMAITMOHHO — CTIPABOYHBIE TOKYMEHTHI B COOTBETCTBHH C
I'OCT P 7.0.97 - 2016

Cayxeonble nucbMa; [IpoTOKO0JIBI, AKTHI, TOKJIAHbIE 3aNIUCKU

Beimoanus padory, Bl Oynere:
ymems:
—  0pOopMIISITh TOKYMEHTAIHUIO B COOTBETCTBUU C HOPMATUBHOM 0a30M, B T. 4. C
HCIOJIb30BaHNEM UH(GOPMAITMOHHBIX TEXHOJIOTHH;
— HUCHOJB30BaTh YHU(DUIIUPOBAHHBIE (POPMBI JOKYMEHTOB

MarepuaJIbHO TeXHUYECKOe o0ecevyeHue:

Pabouas 1 IeKIMOHHAS TETPaIy.

HupakTuueckuil MmaTepuan

[lepcoHanbHBII KOMITBIOTEP, TEKCTOBKIH mpotieccop Microsoft Word

O6pasus! mokymeHnToB (MakeT) uckMa (IIpunoxxenue 4,5,)

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

1.CocraBienue u opopmiieHne CIYyKeOHbIX MUCEM

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

Hcxonnrle jaHHbIE

1 | 3amanwme 1.

3akpeiToe akmuoHepHOoe ob0mecTBo «OKIIO», Haxommrcs mo axapecy yi. lllaGomomka, n.65, Mocksa,
115419, dakc (495)1111-11-02, OKIIO 29901111, OI'PH 1027739110111, MHH/KIIIT 7715001111/772501001,
ObLJI0 TTOpyYeHO 3aMecTUTeNto reHepanbHoro aupekropa [IponsunoBy b.K. , coctaButh nmuceMo 06 odopmiieHun
[IMCEM, HAIIPABJIIEMBIX B F€HEPAIbHYIO AUpEKLN0, aupekropy Ilepmckoro ornenenus B.B.IllecrakoBy. ITucemo
JIOJDKHO COJIepKath ciiemytolee, uto Ciayx00i yrnpaBieHHs JelaMH OCYIIECTBIICH BRIOOPOUHBINA aHAJIN3 THCEM
(oxomo 100) monyuennsix, u3 Bamero otaenenus B 2016 roxy. B pesynprare mposaesaHnHONW paOOTHI BBISBIECHBI
TUIWYHBIE OIIMOKU Npu cocTapienuu nuceM. [Ipomry Bac oOparuts ocoboe BHUMaHUE Ha KauecTBO O(OPMIICHUS
MHCEM, HalpaBIsIeMbIX B T€HEPAJIbHYIO AMPEKLIWIO W B BBIIECTOANIME opraHu3anuu. IIpm odopmiennn nmcem
HEOOXOIMMO PYKOBOJICTBOBAThCS PexoMmenpanusamu o odopmiernto mucem B 3A0 «OKCIIO», pazpaboTaHHBIME
pabOTHHKAaMH OT/IeNla TOKYMEHTallMOHHOTO obecriedenus. K nmucbMy npuiaraiorcst B BUJIE IPUIIOKEHUH |- aHanm3
TUIIMYHBIX OIIMOOK MPH COCTABICHUH MHCEM OTAeNeHUsMU Ha 2 1. B 1 9k3., 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 | 3apmaHue 2.

Ucnonanrenrem M.IO. TlonsxoBoif 1o TOpy4YeHHIO HadalbHHKAa oTaena MapketmHra OAO
«Toprmorpedcor3» (r. Mocksa, Jlecnas yia., .18, 117123, ten./dakc. 234-56-00, OKIIO 87654321, OT'PH
1234567890098, MHH/KIIIT 09876543321/123456789) B. A. Komaposa 0110 coctaBieHo nuchMo B aapec OO0
«[lemo», TexHnueckoMy AHMpeKTopy MsarkoBy A. M. 00 oTmpaBke IOKYMEHTAIMH CIEYIOIIETO COJCpPKAHUSA:
«HampaBnsiem HeoOxomumble Bam 1nOKyMeHTHI, cojaepkamue HHGOpMAIMIO O IIeHE KOMIUIEKTa HAayYHO-
TEXHHYECKOH JOKYMEHTallMM Ha XOJIoguibHOEe obOopynoBanue. IlpexnaraeM  BbICHAaTh  TEXHHYECKYIO
JOKyMEHTAIlMI0O Ha 3apyOeXHble aHAJIOTH XOJOAWIBHOrO o0opynoBaHus. IIpyM NPUHATHH TOJIOKHUTEIHLHOTO
pelieHust 0 3aKynke 00OpyJI0BaHMs NMPOCHM Bac HampaBHUTh COOTBETCTBYIOIIEE MUCHMO PYKOBOJHMTEINIO OTHENA
copita Haymoy C. I1.». /laHHBIM THCEMOM CONIIPOBOJKAAJIAach crenudukanys Ha 28 1. B 1 k3.




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 (patenbHblit Nnagex)

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

O6pauteHne (Hanpumep: focnoamH MeaHos)!

B nepBoW () 4acTM yKasbiBaloTCA MPUUMHDBI, MOCAYKMBLUME OCHOBaHWEM ANA BBOAHOMCOCTaBiAeHWUA nucbma (dakTbl,
COBbITUA, CCbUIKK, U AP. AOKYMEHTbI), HAanpumep: «B cBA3M ¢ Tem, YTO NPU NONYYEHUN TPy3a HA cTaHuuKU «Mask» 26.02.1996 no
HaknagHon Ne 234456 B ucnpaBHOM BaroHe C HeHapyLLIEeHHbIMM NA0MBamMK rpy300TNPaBUTENA MPU BCKPLITUM ALLIMKOB U NPOBEPKe
COAEPKMMOro C yyacTuem npeacTaBuTens... bbina ycTaHOBAEHA HeAOoCTaya:... WTYK U3AENUA HA CYMMY... (KOMMepPYeCKnin akT oT
26.02.1996 « 247...)».

Bo BTOpO# () YacTh nucbMa popmMynMpyeTcs ero OCHOBHAA LeAb OCHOBHOM(NPUAOXKEHME, 0TKa3, Npocbba, rapaHTua u
T.M.), Hanpumep: «Ha OCHOBAHMK U3NI0XKEHHOTO, NPOCUM B TeueHue 10 6aHKOBCKUX AHEN NepeuncanTb yKasaHHYH 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 MHGOPMaALMIO O MpaBuaax NOCTYNAeHMA B BY3 Bbl CMOXeTe HalTW B NPUIOKEHNN.

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. CoctaBneHune n opopmaeHne NPOTOKONA, aKTa, AOKNAAHOM 3aNUCKK

3apaHue 1:

CocTaBuTb M 0POPMUTL C UICMONB30BAHNEM KOMMBIOTEPHbLIX TEXHOIOMUIA U B COOTBETCTBUU C
TpeboBaHMamMmK FOCT P 7.0.97-2016 - npoToKoa c cobatoaeHnem Bcex OTCTYMNOB U MHTEPBasoB.

McxoaHble gaHHble

3apgaHue 1.

Hupexuuss OO0 «Actpes» (Cankr-IletepOypr) 12.08.2012 mpoBena cBoe odepenHoe 3acelaHHe, Ha KOTOPOM
npucyrcrBoBanu Boctpsikos C.T., Crynues [1.[1., Jlebenes .M., AntonoB IL.JI., IllentynoBa B.I'., Tumodeer A.A., Crynosa
M.U.

Ha 3acenanmn o6¢cykaanochk aBa Bompoca: o xoje pexinamuoi kamnanuu B 11 kBaprane 2012 1. 1 0 mepexojie Ha HOBYIO CHCTEMY
BBITUIATHI IIPEMHUATBHBIX.

ITo mepBoMy BoOmpoOCY CIymIaau cOOONIeHNe HavYalbHUKa oTAena pexnambl Boctpukosa C.T., TEKCT cOOOIIEHUSI KOTOPOTO OBLT
nepenaH cexperapro 3acemanus benosoir H. [I. Ilo stomy e Bompocy BbICTynwi (MHAHCOBBIA Aaupektop Tumodeer A.A.,
KOTOPBII 000pHI yBETMUEHHE PACX0A0B Ha HapykHYyIo pekinamy B III kBaprane 200__ r. Ha 5%. Taroke nepengan cekperapio. [lo
JaHHOMY JKe Bompocy BeIcTymuin AHTOHOB II. JI., HauanpHHK oTaena kaapos, u JlebeneB .M., mupexTop MO Mpoaaxam.
IepBblii 0m0OpUII HOBYIO CHCTEMY BBIIATHI MPEMUAIBHBIX M PEKOMEHAOBAN IIOJTOTOBUTH HEOOXOAMMBIE JOKYMEHTHI K
01.09.200__r. Bropoit mpemnoxun mopaboTaTh HOBYIO CHUCTEMY BBIIIATHl IPEMHAJIbHBIX W PEKOMCHIOBAT IIPOBECTH
TOJIOCOBAHHE MO JTAaHHOMY BOIIPOCY Ha 00IIeM cOOpaHUH TPYAOBOTO KOJUICKTHBA.

B wurore 3acemanust ObUIM NMPUHATH ciepyromue pemenus: 1. OxoOpute padoty otnena pexnamsl B III kBaprame 20 1. 2.
IIpoBectn obimiee coOpaHue TPYAOBOTO KOJUIEKTHBA IO BOIPOCY O IEPEXoJie Ha HOBYIO CHCTEMY BBIIUIATHI IPEMHAIBHBIX
15.08.20 _ r. OTBETCTBEHHBIM 3a IIOATOTOBKY COOpaHus Obla Ha3Ha4YeHa 3aB. Kaniemsipueii [lentyHoa B.T'.

Cobpanue Ben npeacenatens Pymsaies O.A.

3apgaHue 2.

Cotpynuauku Oyxrantepun OAO «KBaHT» MpoBeN 3aceaHue MO BOIIPOCY COKPAIICHUS CPOKa COCTABIICHHUS TOI0BOTO
otyera 3a 20 T., HA KOTOPOM IpHCYTCTBOBaIO 6 yenoBek. C coobmenueM BeicTymmia Oyxranrep CypkoBa A. M., koTopas
OTMETHJIA, YTO PAa0OTHHKM TPYNIBI ydeTa MMEIOT BCE BO3MOXKHOCTH ISl 3HAYUTEIBHOT'O COKPAIICHHS CPOKa COCTaBIICHHS
TOJI0OBOTO OTYETA, U YTO FOAOBOM oTueT 3a 20 T. MOXKET OBITh IIPEACTABJIECH IPYNITON y4eTa Ha 3 JHS paHbIle yC TAHOB JICHHOTO
cpoKa.

B ob6cyxnennn nanHoro Bompoca BelcTymmimn KportoB E. H., rmaBubii Oyxrantep, u Illy6 un na I'. A., O6yxrantep. Kporos
coo0IIMI O TOM, YTO UM pa3paboTaH HOBBIH rpaduK pabOT MO COCTABIECHHIO TOJOBOTO OTYETAa, NMPH YCIOBHH BBITOJHEHUS
KOTOPOTO BCEMH PaOOTHHUKAM U TPYIIBI ydeTa, TOAOBOH OTYET MOXHO COCTAaBUTh WM CAATh Ha 4 IHS PaHbIIE YCTAaHOBICHHOTO
cpoka. [.A.lllyOuna oT™MeTHIIa, 9TO JOCPOYHOE MPEACTaBICHHE TOIO0BOTO 0TYeTa 32 20 T. ABJIAETCSA MOYETHOH U OTBETCTBEHHOU
3amadeil pabOTHHKOB OyXTalTepHH, M YTO KOJUIEKTHB OyXraaTepuu MOXKET COCTaBUTh T'OJJOBOM OTYET paHBIIE CPOKA, ECIIH BCE
pabOTHUKY OyIyT BHIIOJHATH YIUIOTHEHHBIH Ipaduk paboThI.

B ntore 3acefaHuna 6b110 pelleHo NpeAcTaBUTb roA0BOM oTyeT 3a 200__ 1. Ha YeTbipe AHA paHblle YCTaHOBNEHHOTO CPOKa, T.e.
00.00.20__r. 1 NpoBeCTM aHa/IM3 roA0BOr0 OTYETA C LLE/IbO BbIABAEHUA PE3EPBOB, HEOOXOAMMbIX 411 YCNELHOrO BbINOJHEHMUSA
nnaHa 3a 20__r. 3acepaHune Bena npeacenatens Jlesawosa K. M., npoTokoanposan cekpetapb XomsAakos W. B.




MpunoxxeHue 6

O6pasel pacnonoxeHnsa u opopMneHnA NPOTOKoNa

®upMa «3apsa»
TPOTOKO.1

29.10.2006 Ne2l
Mocksa

COBELUAHHA PYKOBOCTBA (HPMBI

[Tpencenarens — Heanos H. U.
Cexperaps — [Terpos I1. T
Mpucyrersosamn: byrpos C. K., Eropos B. A., Cuzopos C. C., Cuuprosa H. H.

[TosecTxa ans:

I. 06 oipasoarnu QYHKLKOHANEROMO MOAPA3ENeHHA oTAena HEGopMarisauuy. Wndopmaums
1oprckoicynsia Eroposa B. A.

2. O 3akmoyeniy 10roBopoB 0 X03ritcTReHHON nearensHocTH GupMsl. HudopMarms sam. aupex-
TOpa no xo3skcTBeRHBM Bonpocam Craoposa C. C.

1. CIYIIATH:

Eroposa B.A. — 0 neobxoaumocTh 06pajoBanus QyHKIHOHANBHOTO NOAPA3ACNCHHA — OTAENA
WHPOPMATH3ALNH — C UE/IBI0 KAYECTBEHHOTO M CBOEBPEMEHHOMD 0OECNEYeHHS ACATeNLHOCTH BHp-
Mbl HHOpMaLHeil.

BbICTYITHITH:
byrpos C. K. — o dopmax 1 Meronax padotsl otjiena.

[TOCTAHOBWIH:
1.1. Tlpu3nate uenecooGpasHbiM COITAHHE CAMOCTORTETBHOI CTykOb HHOOPMATHIALHH.
1.2. BHECTH H3MCHCHHA B CTPYKTYPY W IITATHYIO YHCIICHHOCTD (PHPMBI.

2. CIYHIAJTH:

Cuzgoposa C. C. — TexcT 1oKna/ia MPHNAracTcs.
BBICTYTTH/H:

Camprosa H. H. — o0 HeofxoanmMocTH 3aKTi09eHHA 10roBOPOB.
[TOCTAHOBHJIH:

2.1. OnolpwTs NEpCNCKTHBHBI NNaH Pa3BHTHA OT/ENA.

[pencenareins <Jluynas noonuce> H. H. Hearos

Cexperapb <Jluunan nodnucs> I1. I Terpos




3apaHue 2.
CocTtaButb 1 0GOPMUTL C UCNONb30BAHMEM KOMMbIOTEPHbIX TEXHONOMNIA U B COOTBETCTBUM C
TpeboBaHMAamMmK FOCT P 7.0.97-2016 - akKT c cobnoaeHnem Bcex OTCTYMNOB U MHTEPBaoBs.

NcxogHble AaHHble

3apaHue 1

Komuccuss mox mpezacenaTesnbcTBOM HadajlbHUKA TEXHMUYECKOM rpynmbl BosoBoro A.A. M 4JI€HOB KOMHUCCUHU
Bopucoa M.IO., HauanpHUKa aJIMUHHCTPATUBHO-X03sAHCTBeHHOTO oTnena, CmupHoBa JLII., Oyxramnrepa, u PoMmaHOBOIA
N.K., opucmenemxepa 3AO «JleoHTHS» HA OCHOBAaHHUH JOKJIATHON 3aITUCKH oduc-MeHemkepa Pomanosoit M.K. 11.07.20
I. TIpOBENla NPOBEPKY TEXHWYECKOTO OCHAMICHUS IPHEMHON TIE€HEpPalbHOTO IUPEKTOpa W TPHU3HATA HETOTHBIMH JUIS
SKCIUTyaTalliil KOMHMPOBANBHEIA ammapatr Xerox 345(1 mr.), mpexep (wHB. HOMep 367, 1 mrt.), dakc 47823 (1 mr.).
[Ipu3HaHHasE HENPUTOJHOM JUIsS DKCILTyaTallid TEXHHMKA Oblla IepeiaHa Ha CKiaja npeanpusatus. [lo ycTaHOBIEHHOMY
(akTy KOMHCCHSI COCTaBWJIa aKT NpHEMa-lieperiaud OPITeXHUKU B 3 3k3. (1-i 9K3. — HayaIbHUKY aJMHHUCTPATHBHO-
XO3HCTBEHHOTO oTAena, 2-if — 31 rmaBHoMy Oyxrantepy, 3-ii — B Aeno 23-02), KoTopblif ObUT yTBEpPIKJEH T'eHepabHBIM
JqupextopoM CrenanossiM I1.1.

3ananue 2
Odopmure akm coauu — npuemxu de TIpH yBOJIbHEHUH TiaBHOTO Oyxrantepa AO «Crpoiineransy» BacrokoBa Urops
[TerpoBrYa 1 Ha3HaYEHHOT'O BHOBB coryiacHO npukasy Jluman Beprr Cepreessl. [lepenans! cieayroniyue T0KyMEHTHI:
1. T'maBHas xHura no coctosHuro Ha 1.02.2000 r.
Kaprouku ananutudeckoro ydera no cyetam 01, 10, 70.
3. KypuHanmsi—opnepa 3a SHBaph TEKYIIETO T'Ofa, BEAOMOCTH aHAIUTHYECKOTO y4deTa mo cderam 60, 61, 63, 64, 65, 67,
68, 69, 71, 75, 76, 78, 79.
KHura yueTa nemoHrpoBaHHOH 3apaOOTHOI IDTATHL.
AKTBI PEBH3HH 32 YETBIPE KBapTaja MpeablIyIIero roaa.
3aKIr0YeHre He3aBUCUMON ay JUTOPCKOM MPOBEPKH TOJ0BOr0 OTYETA 32 MPEABI YN TOA.
Apxus 3a 1997-2000 r. B konmuectBe 80 A€ IO OMKCH.
CrpaBo4HO-HOpPMAaTHBHAS JIUTEpaTypa IO OMUCH.
IIpunoxenune: 1. Onuce xen apxuBa npegnpusATs 3a 5 aetT. 2. ONuch ClpaBoOYHO-HOPMATHBHOM JTUTEpaTypHl 3a 2

N

NS A

rozaa.

3aganue3

OTkpoiite crnpaBoyHO-paBoByt0 cucteMy KoHcynbranT Ilmoc, HaliauTe akT O HpOBEeIEHHM HHBEHTapU3aIlUH
(dbopma MHB-00), oTkpoiiTe ee ¢ MOMOIIBIO TAOIUIHOTO MPOLECCOPa U 3aMOJHHUTE A cBoeil opranuzanuu. CoxpaHUTe
pabory B (aiine nojg nmenem «IIpumep 00 MHBEHTAPHU3ALIMI.
MHBeHTapu3alMOHHAass KOMHCCHS, CO3JAaHHAas Ha OCHOBaHUM NpuKa3a aupekropa Bamero mpeampusitus Ne 24 or 15
CeHTSIOpS TeKyIllero roja, B cocraBe mpencenaressi OcTpoBckoro D.A.(3aM.INIaBHOTO OyxrajirTepa 3aBojid) W WICHOB
komuccuu Ilerposoit O.H. (Oyxranrepa), Hockosoit H.I. (cT. 3k0HOMHCTa IDTAHOBOTO OT/IENA) IIPOU3BEIA PEBU3HIO KaCCHI
3aBOJIa 10 COCTOSHUIO Ha 16 ceHTsIOps Tekyero rojga. PeBusus mpoBoauiIacs B MPUCYTCTBUM Kaccupa 3aBoja Kapramosa
H.U. B pe3ynbraTe MpOBEICHHOW PEBU3UH OBLIO YCTaHOBIICHO, YTO OCTATOK HAIMYHBIX JIeHeT B Kacce cocraBiser 1030
pyoneii 00 kom., ocTaToK jaeHer mo kaccoBoit kuure — 1030 py6. 00 kom. [Ipyrux IeHHOCTEH B Kacce 3aBoja HE
00Hapy’XeHO, YTO COOTBETCTBYET JaHHBIM ydeTa. KoMuccHs Takke yCTaHOBMIIA, YTO MOPSAAOK BEIEHHS KaCCOBOM KHUTH U
XpaHeHHs JIeHeT COOTBETCTBYyeT TpeOoBaHMAM [lomokeHHs O BEICHMM KAacCOBBIX OINEpaliil TOCYAapCTBEHHBIMHU,
KOOIIEPAaTUBHBIMH U OOIECTBEHHBIMHU IPEATIPUATUSAMH, YIPEKACHUSIMH U OpraHU3alHsIMU.
AKT BCTYIHJI B IefiCTBHE C MOMEHTA YTBEPKJICHHS JUPEKTOPOM.




MpunoxkeHue 7

Oopasen pacnoso:xkeHus 1 0popMIeHHA aKTa

AzmuricTpamms CMoaeHekoi obnacti VTBEPKJIAIO
YnpasneHue KaluranbHoro
CTPOMTENBCTBA HayanbHuk ynpasicHus
<Jluynas nodnuce> U. U, Usanos
AKT 11.09.2006
10.09.2006 Ne 19
r. CMoneHcK

O MPOBEPKE COXPAHHOCTH JOKYMEHTOB
B YnpasneHuu

OcHobaHue: npuka3 Hasansuuka Ynpasnenus ot 20.08.2006 Ne 38 «O nposenennn
NPOBEPKH COXPAHHOCTH JOKYMCHTOB B YIIPABICHHUMY,

Cocrannen KOMHCCHEH B COCTaBe:
[Ipeacenarens: 3aM. HavanbHHKa Ynpaeienns Muponranyenxo Y. 11,
WiieHb! KOMHCCHH! 1. 3am. rassoro 6yxranrepa Koneinosa H. A.
2. 3aM. HauATEHHKa X03MHCTBEHHOrO oTAe1a JIyrosas M. A.
3. Haganenuk cextopa otaena kaapos Hexnobuna E. B.

B nepuoa ¢ 28 asrycra no 8 centabpsa 2006 r. kOMMCCHS MPOBEPHIA OPTAHH3ALHIO H YCIIOBHS
XPaHCHHA NOKYMEHTOBR B LIEHTPATLHOM annapate Y npas/cHus.

JIOKYMEHTBI XPAHATCA B CTPYKTYPHBIX M0/Ipa3ie/ieHuax, CHOPMHPOBAHE B 1e/1a B COOTBETCTBHH
¢ HOMCHKIIATYPOIA.

HomeHKnaTypa aen cornacoBuIBacTCS C aPXHBHBIM OT/ICAOM AIMHHHCTPALMH 001aCTH
B YCTAHOB/ICHHBIC CPOKH.

DaxToB ribeny, YTpaThl, NOPYH HIH HEIAKOHHOTO YHHUTOKEHHS IOKYMCHTOB HE YCTAHOBNICHO,

KoMHceHs peKOMEHIYeT NPeAOCTaBHTh CIEIHATBHOE NOMEIEHHE A1A apXrBa, ofopyaosas ero
CTE/LIAKAMH.

Cocrasiien B 2-X dK3eMMISpax.
| 2k3. — HanpagneH B 00beIHHEHNLI apXHB YNpaBIeHHs;
2 9K3. — B neno Ne 01-11.

ITpenceaaresns KOMHCCHH <Juuras noonuce™> W. T1. Mupowsm1yenko

Ynens! KOMHCCHRI: <JTuunan noonuce> H. A. Koneinosa
</Tuunaz nodnuce> . A, Jlyrosas
<Jluynas nodnuce> E. B. HeanoGnna

M. M. Hsanora

1112233




3apaHue 3:
CocTtaButb 1 0GOPMUTL C UCNONb30BAHMEM KOMMbIOTEPHbIX TEXHONOMNIA U B COOTBETCTBUM C
TpeboBaHmaMmK FOCT P 7.0.97-2016 - AOKAaAHYIO 3aNUCKY UK CYXKeBHYI0 3annCKy ¢ cobaoaeHnem Bcex
OTCTYMNOB U MHTEPBAJIOB.
Hcxonnele JaHHbIE

1 3amanue 1

Hupextopy 3A0 «Monomut» OcTpoBckomy J.A. oT HadambHUKa muoHepiareps Kopmrynosa JLIL
HokmagHas 3ammcka. CornacHO BamieMy MPEANMCAHMIO MHOIO COBMECTHO C TEXHHKOM-CMOTPUTEIEM
JleButoBbiM P.A. 7-8 mas 2004 rona nmpoBeneH OCMOTP JKWIIBIX OMENICHUH 0a3bl OT/bIXa Haleil pupmbl. Bee
JKHUJIBIE KOPITyCa B Y/IOBIETBOPUTEIHLHOM cocTosiHuU. OnHako B kopryce Ne 1 HE0OXOAMMO BCTaBHUTH CTEKIIA,
kopmyc Ne 2 ciexgyer nodenuts, a B kopiryce Ne 3 Hajo nmojgoruath Asepu. Ilocne ycrpaHeHus 3THX 1e(EKTOB U
COOTBETCTBYIOIIEH YOOpPKM JKWJIbIE TOMEUIEHUs] OYAyT IMpPUTOIHBI IS IpUeMa oTAbIxarommx. HauyambHuk
nuoHepiaareps JI.n.Kopurysos. 10.05.2004
2 | 3agaHue 2

Hupexrtopy IIJI Ne 24 Mycaesoit E.A. ot macrepa mpomsBoacTtBeHHOro o0yuenusi Coxomosorr T.IL
CIIYKEBHAS 3AIIMCKA B anpene B xabmaere Nel3 mpoBoammuch crienyromme paboThL: - MpHoOpeTeHB!
MapKepbl ¥ KHUIKOCTb AJIsl MapKEPHOH TOCKH; - OTPEMOHTHPOBAHO 4 YIEHHYECKHUX CTOJA; - OTPEMOHTHPOBAHO 5
NUIIYIIAX MAaIIfH; - OTPEMOHTHPOBAHO 2 CBETWJIBHHKA; - COTJIACHO PACIUCAHHS TPOBOJSTCS 3aHATHS
MPOU3BOJICTBEHHOTO OOYYEHHMS; - COTJIACHO TpauKka MPOBOAATCS KOHCYJBTALMH 110 AWIUIOMHBIM paboTam; -
COTJIacHO rpaduka MpoBOAATCS (akyJIbTaTUBHbIC 3aHATHA 1o mpeameTy: «1C: Ilpemnpustue u Kagpe»; -
paboraer kpyxkok «APT-¢poro» - Kaxkayr MATHULY TNPOBOIUTCS TeHepanbHas yOopka. Mactep
npousBoicTBeHHoro o0y4enust Coxonona T.I1. 23.04.2010
3 | 3amanue 3

Jns mpoBeneHHss ceMuHapa ObLla COCTaBJEHa CIy)KeOHas 3amucka , O TIPEICTaBICHHM CITHCKA
paOOTHUKOB JUIA Y4acTUs B ceMHHape, koTopas Obuta Hampasiena IOPUJIMYECKUM OTJEJI OM B mwuie
Havansnuka otnena B.H. 3aronaiikunbsiM. B Helt rOBOPUIIOCH, UTO TPEACTABISEM CIHCOK PabOTHUKOB OTAEa
Uil ydactus B cemuHape, npoomumom OOO «AIIM KommyHnukatop» mo mporpamme «OddekTuBHoe
ucnone3oBanue CIIC TPAHUT» ¢ npencraBieHreM ee (QyHKIIMOHAIBHBIX Bo3MokHOcTei: 1. Cemenos P.C. —
3amecTuTeNb HavyanbHuka oraena 2. Ipsxun E.JI. — Benymmil cnenumanuct 3. Copoka K.H. — crapmmii
cnenuanucT. HawampHuky otnena wHbopMamumoHHBIX — TexHojormi B.JI. T[ampmmua.  3ammcky
3apeructpupoBanu B Kauuemsipun 24.11.2014 Ne 05-24/96
4 3aganue 4

B cBs131 ¢ npencTosAmIM BHEIPEHHEM IIPOTPaMMHOT0 KoMmIuiekca «KannHka» 1 mpurianeHneM oCceTHTh
npoBoguMbeiii OO0 «llltamm» cemuHap 1o 3(h(HEKTHUBHOMY HCIOJIB30BAaHUIO JAHHOI'O KOMIUIEKCA IPOIILY
KOMaHAMpOBaTh Ha ceMuHap crieruanuctos otaena Komaposa U./1. u Tapan 0.6 r. Boponex ¢ 24.11.2014 no
27.11.2014., Havaneauk OTIAEJIA DJKCIUIYATALIMW NHO®OPMAIIMOHHBIX CUCTEM O.Jl.bapabam
MUIIeT AOKIagHyko 3amucky, aupektopy OAO «3Be3ma» K.II. Eropkumy 16.11.2014Ne08-18/93, O
KOMaHJMPOBAHNH CIICI[HAIUCTOB Ha CEMHUHAp

Mpumedarne: OgopmaeHue U pPaCroNOMEHUE PEKeU3UMos caywebHol 3anucku ocyujecmensemcs
aHA102UYHO OOKAAOHOU 3aMUCKU.

Mopapok BbinoAHEHUA paboTbi:

[Ipoananu3uporath rpapuia 0QOPMIICHHSI CIYKEOHOTO MUChMa.

CoctaButh ¥ 0GOPMHUTH CIIy)KEOHBIC U NMPETCH3MOHHOE IMHChbMa B TEKCTOBOM penaktope Microsoft
Word co Bcemu TpeboBaHHAME OQOPMIICHUS., C OTCTYIIAMH M HHTEPBaJIaMu

[Mpoananm3upoBaTh mnpaBwia OGOPMIICHHS TPOTOKONA, aKTa, JOKJIaJHOW 3allUCKU W CIYy)XeOHOH
3aITUCKH.

CocraButh U 0pOPMUTH IMPOTOKOJI, aKT, AOKJIAJHBIE U CIY>KEOHYIO 3alIUCKU. B TEKCTOBOM PEIaKTOpe
Microsoft Word co Bcemu TpeGoBaHusIME O(OPMIICHUS, C OTCTYIIAMH M MHTEpBaJIAMU

@opma npeacTaBjIeHus1 padoThI:

Odopmiennslii qokymeHT B cootBeTcTBHE ¢ ['OCTom 7.0.97.-2016

Kpurepum ouenku:

OrieHka
Pe3ynbTaTHBHOCTD BBIMIOTHEHUS 33]IaHUS WHIVBHUIYaTbHBIX
JIOCTHKCHUH,




Oann

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

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

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

3a)1aH1/Ie HC BBIIIOJTHCHO

Nl W [B|Oo




MpunoxxkeHue 8

O6pa3ubl 0popMIIeHHS U PACTIOJIOKEHUS TOKJIATHBIX 3aIMCOK

BHemHas qoKJIaHAas 3alIHCKA

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

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

A.B. I'pumnny

JOKJIAJJHA S 3AIINCKA

10.02.2014 Ne 12/05-14

O npuBIICUECHUNU OTIOIHUTENBHBIX
TPYAOBBIX PECYPCOB

YBaxxaemblid Auapeit BacubeBmnu!

B cuity HemocTaTka B KaHIMIATaX Ha cTagud GOPMHPOBAHMS aAMMHHMCTPATUBHOrO ammapata juisi ¢uimaia B r. Mockse
HEOOXOOMMO TPUBIEYHh TPYIOBBIE PECYPCHl U3 IOMOJHHUTEIBHBIX MCTOYHHKOB B Cpok 10 14.04.2014. CobecenoBaHUs ¢ HOBBIMH
KaHAuAaTamu nposectr 1o 21.04.2014.

Omtata pacxoJI0B MO JOMOJHUTEIBHBIM yCIIyraM OyIeT Ipou3BeieHa B cOOTBeTcTBHU C I1. 4.5 JloroBopa ycmyr Ne 04/56 ot
14.02.2014.

HauanbHuk oTnena kagpos Cemenos B.O. Cemenosn

B oeno Ne 03-13
Oounyosa 10.02.2014



BHyTpeHHss TOKIaAHAS 3aNMUCKa

Hupexropy OOO «Pomarkay»
Otzen npojax
N.U. CunopoBy

JOKJIAJJTHA A 3AIINCKA

07.04.2014 Ne 6

O nporyie, COBEPIICHHOM MEHEKEPOM
OT/IeNa MpoJaK

HoBoxy no Bamero cemenus, uyto ceroxns, 07.04.2014, menemxep mo mpoaaxam [lerpoBa Banentuna lBaHoBHa
OTCYTCTBOBAJIa Ha paboueM MecTe B TeueHHe Bcero padodero qus ¢ 10 gacor 00 muHyT 10 18 wacoB 30 MUHYT.

Hukakux cBeneHMi WM JOKYMEHTOB, NOJTBEPXKAAIOLIMX YBAXKUTENbHOCTh NpUYMHBI oTcyTcTBus [lerpoBoit B.U.,
IPEJOCTABICHO He ObLIO.

B cBs13u ¢ nomyieHHbIM HapyieHueM npeziarato yBoauts [lerpory B.U. 3a nporyi.

HavanpHuk otaena npogax Henamoves O.A. UrnarpeB

B odeno Ne 02-10
Cuooposa 07.04.2014



IIpakTnueckas padora Ne4.

Pa3padoTka n opopMiIeHHEe JOKYMEHTAIMH 110 JIMYHOMY COCTaBY C HCIOJIb30BaHHEM
YHH(PUIUPOBAHHBIX GopM

ean padoThi:
Haygutscs cocTaBiaTs 1 0OpMIISITh JOKYMEHTAIHIO TT0 IMTHOMY COCTaBy IOKYMEHTHI B

cootsercTBun ¢ 'OCT P 7.0.97 - 2016

Beimoanus padory, Bl Oynere:
ymems:

—  0QOpMIISITh TOKYMEHTAIUIO B COOTBETCTBUU C HOPMATUBHOM 0a30H, B T. 4. C

HUCIIOJBb30BaAHUECM I/IH(bOpMaHI/IOHHHX TCXHOHOFHP'I;

—  HCIIOJIb30BaTh YHU(UIUPOBAHHBIE (POPMBI JOKYMEHTOB

MaTepuajibHO TeXHHYecKoe o0ecreyeHue:

Pabouas u neknMoHHas TeTpanau.

JupakTuueckuili MmaTepuan

[lepcoHanbHBIM KOMITBIOTEP, TEKCTOBKIH mpotteccop Microsoft Word
YaubunupoBaHabie GOPMBI

3apaHue:
Ncnonb3ya cnpaBoyHyto cuctemy KoHcybTaHT Matoc, ncnonb3ys bbicTpblt NOUCK, opopmuTe

Mp1Kasbl N0 IMYHOMY COCTaBY, MOAroTOBLTE pestome.

HcxoaHble JaHHBIE

1

3aganue 1.

OTkpoiite crpaBounyto cuctemy KoncympranT [Dmroc, mcmons3ys BeICTpeIi MOUCK, HaiimuTe GopMy mHpHKasa o
mpueMe coTpyaHHKa Ha padoty ¢.T-1

OxoHomuct BacunbeBa Exarepnna Hukonmaesra 1 ceHTs0ps Tekymero roaa moxaana 3assieHne B OO0 «Jlya» ¢
Ipock00il MPUHATE ee Ha paboTy CHEeHaINCcTOM (PHHAHCOBOTO OT/AENA Ha HEMOJIHBIN pabounii neHb. IHCTIEKTOp 110
kagpam CmuprHoBa M.C. 00bsicHMIA, 4TO (pupMa MMEET BO3MOXHOCTh NPHHATH Ha PabOTy SKOHOMHCTA, HO Ha
OCHOBE CPOYHOTO TPYIOBOTO JOroBopa. TpymoBoil ZOroBOp ObLI 3aKIIOYEH S5 CEHTSAOPS W MOJNHCAH OT UMEHH
¢bupMbI TeHepaibHbIM AupekTopoM MupoHoBbiM JI.C. B TOT e JeHb OblUT U3/aH NpHKa3 10 JIMYHOMY COCTaBY,
3aBu3upoBanHbiii CmupHOBOil U.C. u ropuckoncynsToM XmeneBbiM M.O. [puka3 611 00bsiBieH BacunseBoit E.
H. non pacniucky 6 ceHTIOpSI.

3aganue 2
Ortkpoiite crpaBounyto cucremy Koncyinbrant [lnroc, ucnons3yst BeicTpblii nouck, Haiaure ¢popMy npukasza o
[epeBOJIC COTPYAHUKA Ha padoTy ¢.T-5

Benymero crenmanicra otaena MapkeTuara ToproBoit pupmer OOO «Benra» CoboneBy Banentnny BaHOBHY
TIepeBe Ha OCBOOOAMBINYIOCS JOJDKHOCTh HAadyaJIbHUKA OTZEa Ha MOCTOSHHYIO padory ¢ 15 HOsOps Tekyero
roza. 3assnenue o nepesoje CoboseBa B.W. Hanmcana 10 HosOpst 1 3aBU3MpOBalia y KOMMEPUECKOTO TUPEKTOpa B
TOT k€ JIeHb. 10 HOsIOps OBIIIO TakXkKe COCTaBJIeHO MpescTaBieHne Ne 4, MogIICcaHHOE KOMMEPUYECKHM JTUPEKTOPOM.
[IpoekT mpukasza O IMepeBoAe MOATrOTOBICH HWHCIEKTOpoM 1o mepcoHany KwupmmioBoir B.H. 11 Hos0ps,
3aBU3UPOBAH IOPUCKOHCYIbTOM bapmuubiM A.M. 12 HOsOps u chycTs JeHb OBbLT TOJANUCAH TeHEPATbHBIM
nupextopoM ¢upmel loporomuioBeiM E.K. 14 Hos6pst CoboseBa B.M. Gpl1a 03HAKOMIIEHA C TPUKA30M.

3aganue 3

Ortkpoiite cripaBounyro cucremy Koncysprant [lnroc, ncnons3yst BeicTpblii ouck, HaiauTe GopMy HpHKasa o
npeKparieHny ( PacTOpKEHHH) TPYIOBOTO AOTOBOpa ¢ paboTHUKOM (yBosibHeHHH) (. T-8

MacTtep MyHHIMIATBHOTO PEMOHTHO-CTpouTenbHoro npennpustus Ne 2 (Mocksa) bormanos FOpwuit IletpoBud
pemmi yBoJMThCS 1o coOctBeHHOMY kenaHuto (1. 3 cr. 77 TK P®) u ocHOBarh MHIMBHIyaJIbHOE YacTHOE
npeanpusTHe. 3a ABE HENENH 1O YBOJBHEHWS OH IOCTABHJ B M3BECTHOCTH 00 3TOM IHMPEKTOpa MPEIIPHSITHS
Cunoposa I1. U. ITpoexT npukasza ObuT MOATOTOBJIEH HHCIEKTOPOM 1o KaapaM Kotosoit M.JI. 15 ampeis, B ToT ke
JICHb 3aBU3UpoBaH OyxrantepoM MenbsHukoBod 3.C. u 17 ampens Tekymiero roga noamucad. bormanos FO.H. B
9TOT K€ JIeHb ObUI 03HAKOMJIEH C IIPHKa30M, €My Ha pyKH ObUIA BbIaHa TPYAOBast KHI)KKA U MPOU3BOJICH MTOJIHBIH
pacder 1o 3apaboTHOM TIaTe.

3amaune 4

Otkpoiite cnpaBounyto cuctemy Koncymbrant ITnroc, ncmonb3yst BeicTpblit mouck, Hanute Gopmy MpuKaza o
KOMaH/IMPOBAHUH COTPYJHUKA Ha padorty ¢.T-9

I'maBHBIN SKcIlepT TOProBOTrO OTAENa akiuoHepHOro obmiectBa «Toproseiii mom «3Odan» Casense [laBen
PomanoBuu nomkeH Bblexath B T. CaHkT-IleTepOypr ans ydacTus B MyNTHOM ayKIHOHE «Pycckuii Mex», KOTOPBIH




TOProBOTO OT/AEa 7 AeKadpsl.

ObLIH O(l)OpMJ'IeHLI BMCCTC C KOMaHANPOBOYHBIM YJOCTOBCPCHUCM.

npoBogutcst ¢ 10 mo 13 mekabps Tekymiero roja. 8 aekabps mpencenarens mpasieHus Jlebene A.I'. mommucan
npuka3 o HampasicHun CaBenbeBa [I.P. B komanmumpoBky ¢ 9 nekaOps. [IpoekT mpuka3a ObLI MOITOTOBICH
cekperapeM-pedeperTom AnekcannpoBoir M.FO. u 3aBH3MpOBaH TIJIaBHBIM OyXrajiTtepoM H HaYaIbHUKOM

Heo0xoanmble TTOJTHOMOYHSI U JIOBEPEHHOCTH Ha 3aKyIKy NMapTHH TOBapoB IiaBHOMY skcrepty CasenbeBy I1.P.

3aganue 5.

O3HaKOMBTECH C TIPaBUJIAMH COCTaBIIEHHS aBTOOHOTpaduu 1 pe3roMe. 3aroTHATE TaOIHITy.

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

CBoiicTBa TOKyMEHTa Pesrome AtoOunorpadus

Crioco0 U3I0KeHus
nHpopMaIun

Xapakrep HHGOpMaIH

SI3BIKOBBIE OCOOEHHOCTH

Crioco6 odopmieHus

IIepedyeHb peKBU3UTOB

Hcnonb3ys npoaHanu3upOBaHHY0 HHPOPMALUIO TaOIULbl U MPUIOKEHUE 9, COCTaBbTE PE3IOME Ha

BaKaHCHIO CIICIIMAINCTA, Ha KOTOPOTO BbI yUUTECH.
Mopaaok BbiNosHeHUA PaboTbl:

[Ipoananu3upoBaTh npaBuia 0QOPMIICHUS JOKYMEHTOB 110 JTUYHOMY COCTaBY

CocraBuTh ¥ OQPOPMUTH TMPUKA3HI [0 THYHOMY COCTaBY U PE3IOME C UCIIOIb30BaHHEM CIIPABOYHOM
cuctrembl Koncysprant [Ttoc 1 . B TekctoBoM peaaktope Microsoft Word co Bcemu tpeGoBanusiMu

oopmMiteHus, C OTCTyIaMH U MHTEpBAIAMHU

dopma npeacTaBneHnn paboTbi:

OdopmneHHble AOKyMeHTbl B cootBeTcTBMM ¢ FTOCTom 7.0.97.-2016

Kputepun onenkmn:

OrneHka
WHAWBHYATbH
Pe3yHBTaTI/IBHOCTB BBIIIOJIHCHUSA 3aJaHUA bIX
JIOCTHOKCHUH,
Oaut

3aaHue BBIITOJIHEHO MOJHOCTHIO, 0€3 3aMeUYaHmit 5
3amaHue BBIMOJHEHO MTOJIHOCTHIO, HO MMEIOTCSI HECYIIICCTBEHHBIC 3aMECYaHMUs 4
33.}13HI/IC BBIINTIOJIHCHO, HO UMCIOTCS CyI_HCCTBeHHI)Ie 3aMC4aHuA, IIOBJICKIINEC K HeBepHOMy pemeHmo 3
3a1aHus

3amaHne He BBHITIOJIHEHO 2







[Tpunoxenue 9
O6paszern pe3romMe

COJIOBBEBA TATbHAHA 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 3aMysxeM, cbiH 1994 rona poxaeHus
LEJIb: Cowuckatenb T0JDKHOCTH pedepeHTa-TIepeBOTINKA,
MTOMOIITHUKA PYKOBOIUTEIIS
OBPA30OBAHHUE:
1987 — 1992 Briccmiee Cankr-IlerepOypckuii rocy1apcTBEeHHBINH YHUBEPCUTET.
CrienanbHOCTh «[IpenogaBatenb aHTIIMACKOTO U HEMEIIKOTO SI3BIKOB)
utoib 1994 Kypcsi cexperapeii «Karromay. CrieniMaibHOCTb CeKpeTaphb peepeHt.
OKTsA0ps 1994
CeHTSIOph- ekadpb 1995 Cankr-IlerepOypckasi rocygapcTBEHHAS aKaJeMHsI METOJIOB U
texHuku ynpasienus (JINMMTY).
CriennanbHOCTh: MEHEKEP IO MEPCOHATY
OIIBIT PABOTHAI:
1994- 1996 Pexnamuo-nonurpadudeckuit neHTp. J0IKHOCTD: TEPEBOTYHNK- peepeHT.
1993- 1994 Awmepukanckas ¢upma J[TP (DTR, Developed Technology Resource. Inc.).

JIOJIKHOCTB: IEPEBOAYUK-PEDEPEHT.

1995 no Hactosiee Bpemss  Cankt-IleTtepOyprckast rocyiapcTBeHHasi akaeMusi METOJI0B U
texHuku ynpasienusd (JIMMTY). JlomkHOCTh: pernogaBaTeib
JIeJI0NIPOU3BO/ICTBA.

[MTPODPECCHUOHAJIBHBIE HABBIKH:
CB0OOIHO BIIAAEIO0 HEMEIKUM U aHTIINHCKUM SI3bIKAMU.
Nmero ompiT paboThl Ha mepcoHadbHOM KommbioTepe:Winword, Excei,
ANIeKTpOoHHas moyra (e-mail ).
Xopomio pa3duparock B MPaBOBOM PEryIUPOBAHUHM BHENIHEIKOHOMHUYECKON
NeSITeTbHOCTH, B TPAKIAHCKOM M TOPTOBOM IPaBe BEAYIINX 3allaHBIX CTPaH,
B MEXX/yHAapOJHOM MapKEeTHHTE.
3Har0 OpTraHU3aIMOHHYIO " TEXHUKY OCYILIECTBIICHUS
BHEIIHEAKOHOMHUYECKMIIX KOHTAaKTOB, OYXTaJITepCKUHA y4eT HKCHOPTHO-
UMIIOPTHBIX OIEpaIiii, TOCYyJapCTBEHHOE TAMOXXEHHOE PETyIMPOBAHHE.

JOITOJIHUTEJIbHBIE CBEJJEHU A
Nmero BoauTenbckue npasa kateropun»By,
DHepruvHa, MHUIMATHBHA, TPYA0TI00MBA, HACTONYHMBA B JOCTHKEHUN
TpeOyeMBbIX pe3ynbTaToB, TI0003HATENIbHAS, OOIIUTEIbHAS.

NHTEPECHI: VYBieKkaroch MUPOBOM XYA0KECTBEHHOM JINTEPATYpOH, T€aTPOM.3aHUMAIOCh
00JIBIIUM TEHHUCOM.

00.00.20 1. CoitoBpeBa T.U.ConoBbeBa



Tema 2.3.
JoxymeHTauus npodeccuoHAJIbLHOM 1eATeJTbHOCTH

IIpakTuyeckasi pa6ora Ne 5.
CocraBJjienue u ogopMiIeHNe JOKYMEHTOB 10 NPo¢ecCHOHATBHOM 1eSITeJIbHOCTH
(10BepPEeHHOCTH, IPETEH3UH U MCKOBbIE 3asiBJICHUA).

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

Beimoanus padory, Bl Oynere:
ymems:
—  0QOpMIISITh JOKyMEHTAIHUIO B COOTBETCTBUU C HOPMATUBHOM 0a30M, B T. 4. C
UCIOJIb30BaHNEM UH(POPMAITMOHHBIX TEXHOJIOTHUH;
—  HUCHOJB30BaTh YHU(DUIIUPOBAHHBIE (POPMBI JOKYMEHTOB

MarepuaJIbHO TeXHUYECKOe o0ecevyeHue:
— Pabouas u eKIIMOHHAS TETPaH.
— Aupaktudeckuil MaTepual
— IlepcoHanbHBIN KOMIBIOTEP, TEKCTOBBIH Mponeccop Microsoft Word

— OOpa3ipl JOKYMEHTOB (MaKeT)IPEH3UOHHOT'O MMChMa U MCKOBOro 3asBicHus (IIpuioxenue
10, 11)

1.CoctaBneHue u opopmieHue cayebHbiXx nucem

3apaHue:
CoctaButb M 0POPMUTL C WCMOSb30BAHMEM KOMMbIOTEPHbIX TEXHOJIOTMA M B COOTBETCTBUM  C
TpeboBaHmamu FOCT P 7.0.97-2016 npeTeH3MOHHbIE MMUCbMA U UCKOBbIE 3aAB/IEHUA C COB0AEHMEM BCeX
OTCTYMNOB M MHTEPBAJIOB

3 | Bamaune 1.

3aKpHITEIM aKIMOHEpHBIM 00mecTBoM «Bocxom» (109176, MockBa, yn. [lonesas, a.14, o¢.324) Obur
odpopmieH 3akaz3 Ne 7 Ha TMOCTaBKY MPOAYKIHUH B COOTBETCTBHM C 3aKIIOYEHHBIM JOTOBOPOM O TOCTaBKaxX OT
13.06.2003 Ne 12 u Hanpasiie B agpec OAO «Iuamant» (114000, Mockga, yi. [IpocropHast, a. 25, od.14, Ten .168-
93-78, OKIIO 87654321, OI'PH 1234567890098,
WHH/KIIIT 0987654321/123456789). Oanako OAO «J/luamaHT» HE CMOTJIO B yKa3aHHbIH cpok (28.07.2012)
WCTIOJTHUTH 3aKa3 M3-3a O0JIE3HU BEAYIIETO COTPYIHUKA OTAeNa JOCTaBKH U ero ['eHepanbHblil AupekTop MypomiieB
I'.JI. HanpaBui nHpopManronHoe nucbMo B anpec 3AO «Bocxoa» o nepeHoce CpOKOB MCHONHEHHMs 3aka3a Ne 7 ¢
28.07.2012 na 04.08.2012, B xoTropoM Takxe otMeTii1 4To OAO «/lnaMaHT» cOrjaacHo B T€UEHHE S5 AHEW BBIILUIATUTH
HEYCTOHKY B COOTBETCTBHUH C 11.4.2 3aKIIFOYEHHOTO JOTOBOPA O TIOCTaBKaxX. [IMCHhMO OBLIO COCTAaBICHO HCIIOTHUTEIEM
CmupHoBo# A. JI. 1 moAnuch 3aBepeHa NevaTbio OpraHu3aluy.

4 | 3amaHue 2.

Ha ocnoBanuu Ilpuinoxenus 6 cocraBbTe NPETEH3MOHHOE IMHCHMO MOCTABIIMKY 00 yIiaTe HEYCTOHKH B
pasmepe 8% OT CTOMMOCTH HemoNoOCTaBieHHOW mpoxaykuuu. Ilo morosopy Ne 28/12 or 30.04.20  momkHO
MOCTYIUTh Tpoaykiuu (mmdepa) B kon-ee 5000 k.M. Ha cymmy 250000, pakTHIecKn MOCTYIHIO TMPOXYKIMHA B
kos-Be 4800 xB.M. Ha 240000 py6ineii, 9To HMOATBEP)KICHO HAKIATHON KEJIE3HOJOPOXKHON cTaHmuu Ne 566 ot
02.05.20 . B cBs3u ¢ HEOONMOCTAaBKOM BO3HUKIM YOBITKM OT HPOCTOSI W Ha MEPONPHUATHS IO JUKBUIAIMH ITHX
yOBITKOB OBLIO HW3pacxomoBaHo monoidHuTenbHO 4000py6. IToctaBmumk: ¢upma «BAH» ampec: r.Mocksa yi.
Kyry3oBckas a.125 ten.158-59-63. dupekrop: @.H. Bypkees [TokynaTtens (coctaBuTesb NPETEH3UOHHOTO MHUCHMA):
¢dupma «Mamay r.Jleaunoropck PT, ymI'opekoro 56 ten./dakc 5-89-65,p/c Nel2345678910121415002 B Ganke
«Ax-bapcey r.Jleannoropcka Jupexrop: M.C. Cretukona, ri1. Oyxrantep [1.0.Kapruna.

3amanue 3.
Ha ocHoBanmu naHHBIX 3a1aHus | 0()OpMHUTE OTBET HA IPETEH3UIO.
Hcnone3ys mpuioxeHne 2 opopMHTE OTBET Ha IPETEH3UIO COACPIKAIIMHA €€ TONHOE OTKIOHEHHE IO
MIPUYMHE OTHPABKH MOJTHOTO 00beMa MPOAYKITHH, 4To moaTBepxkaato Haxmagroit Ne 589 ot 01.05.20 .

3ananue 4.
Ha ocHoBanuyu naHHBIX 3aanus 2 opopmure MckoBoe 3asBieHHE.
Hcnone3ys npunoxenue 11 opopmure MckoBoe 3asBieHne B ApOUTpaxHBIN CyI.




MopAagoK BbiNOAHEeHUA paboTbl:

HpOaHaHH3I/IpOBaTL mnmpaBuiia O(pOpMJ'IeHI/Iﬂ JOKYMCHTOB HpO(l)eCCI/IOHaIII)HOI‘/II JCATCIIbHOCTHU
(cocTaBuTh ¥ C HCIIOJIB30BAHUEM KOMITBIOTEPHBIX TEXHOJIOTHI M B COOTBETCTBHH C TPEOOBAHUIMU
I'OCT P 7.0.97-2016 mnpeTeH3MOHHBIE MIChMA U UCKOBBIC 3aSIBIICHUS B TEKCTOBOM PEIaKTOPE

Microsoft Word co Bcemu TpeboBaHuAME OQOPMIICHHUS, C OTCTYIIAMH W HHTEPBAIaAMU
dopma npeacrasneHus paborbi:
OdopmneHHble AOKymeHTbl B cooTBeTcTBMM ¢ TOCTom 7.0.97.-2016

Kputepun onenkmn:

OueHka
WHAWBHUIYATbH
Pe3ynbTaTHBHOCTE BBITTONTHEHUS 3aJaHUS BIX
JIOCTKEHUH,
Gast

3aaHue BBIMOJIHEHO MOJHOCTHIO, O€3 3aMeYaHmii 5
3aiaHre BHIMOJIHEHO MOJHOCTHIO, HO UMEIOTCS HECYIIECTBEHHBIC 3aMeUaHMsI 4
3aﬂaHI/IC BBIIMNOJIHEHO, HO UMEIOTCA CYHICCTBCHHBIC 3aMCUaHus, ITOBJICKIINE K HEBEPHOMY PCUICHUIO 3
3a7aHus

3anaHue He BHITIOJIHCHO 2




[Tpunoxenue 10
Tunosas cxema nmucrLMma MPETCH3UA

HaunmenoBanus NpCaAnpusATUs 3AKA3HOE
Anpec
Ten. ®dakc Komy
I[TPETEH3UA
00.00.0000 NoOO (HameHoBaHWe NocTaBLLMKa)

O B3bICKaHUU HEYCTOWKH 3a
HE/IONOCTAaBKY U YOBITKH

Cymma npeTeH3uu
pyo.

Cornacno gorosopy (koHTpakty) oT 00.00.0000 Ne Bama opranusanus A0KHa ObLia
MTOCTABHTH MIPOIYKIIUIO
(mepuo; MOCTaBKH, CPOK)
B KOJIMYECTBE
(HauMeHOBaHUE) (ITYK,TOHH,METPOB)
Ha CyMMY pyo.
[Ipoaykuus ¢pakTUYeCKH MOCTYIUIA B MEHbIIIEM 00BbEMEe YTO MOITBEPIKIAETCS

(ykazaTh TpaHCIOPTHEIHN TOKYMEHT, faTy, No)
Henonocraska cocraBuia 1o LEeHe Ha cyMMYy pyo.
(KOJIM4ecTBO)

B cBs13u ¢ HeonOCTaBKOM y HaC BOSHUKIIM YOBITKH (OT IIPOCTOS, 3aMEHbI MAaTEpHAJIOB,
YMEHbILIEHUS 00beMa MPOU3BOACTBA, U3MEHEHUSI aCCOPTUMEHTA U T.JI.) COTJIaCHO MIpUJIaraeMoMy
pacyery.

B cootBercTBHYU € 1OTrOBOPOM (KOHTPAKTOM, 3aKa3oM) BaMm HauIekuT yriaTuth HEYCTOMKY
B pazMepe % CTOMMOCTH HEJOTIOCTABJIEHHOMN NMPOYKIIUHU B
cymMMme py0. a Bcero pyo.

[Ipu3HaHHYIO0 CyMMY ITPOCUM NEPEYUCIINTD Ha HAIll pacYeTHBIN cueT Ne

B

(HaumeHOBaHME OaHKa)
IIpunoxxenue: 1. Pacuer HeycTONKH.
2. Konust noroBopa (KOHTpaKTa, 3aKa3a)
3. Pacuet yOBITKOB.
4. JIoKyMEeHTbI, TOATBEPKAAI0IINE TPUIYNHEHHE YOBITKOB.
5. Haknannas ot Ne
6. Cuer oT «» 20 1. Ne

PykoBoauTens npeanpuarus MOJIMTUCH N.O0.Damunus

['maBHBIM OyxTantep TOIITUCH N.O0.®amunus

[Ipunoxenne 11



OBPA3EIL] UICKOBOI'O 3AABJIEHMAL.

HanmenoBanue npennpustus

AJnpec npeanpusTus

NCKOBOE 3ASBJIEHUE

00.00.0000

O B3bICKaHUU HEYCTOWKH 32 HEJIOTIOCTaBKY (MIPOCPOUKY IOCTABKH)

MPOAYKIIUH

Ilena ucka pyo.

CoracHo 10roBOpy (KOHTPAKTY), 3aKIIFOUEHHOMY MEX]ly HAallUMU NPEINpUsATUiIMH (3aKa3y,
npuHsaTomMy K ucrnoiaHeHuto) ot 00.00.0000 Ne TBETUMK MPUHSI 00S3aTEIHCTBO
MIOCTaBUTH B MPOIYKIIMH HA CyMMY pyo.

JlanHast mpoIyKIus ObUIa MOCTAaBlIEHA HE B MOJIHOM 00bheMe
HenormocraBka cocraBuia 1o 1eHe (KOJIHIeCcTBO) Ha CyMMY pyo.
B cBs3u ¢ 3TUM Hamu ObLia 3asiBJICHA MPETEH3USI OTBETYUKY OT «__ » 20 1. Ne
KOTOpasi UM OTKJIOHEHA TI0 MOTHBY
(yxa3pIBaroTCsa MPUYMHBI 0TKa3a B yIOBICTBOPCHUH, IPETEH3UH)

OTka3 OTBETYMKA B YAOBIETBOPEHUHU IPETEH3UN CUMUTaeM HEOOOCHOBAHHBIM 10

CJIEYIOIIMMOCHOBAHUSAM
(yka3pIBaroTCsl 00CTOSATENBCTBA, MOATBEPIKAAIONINE HCKOBBIE TPEOOBAHMSI )

Ha ocHoBaHMM M310KEHHOTO TPOCUM APOUTPaXKHBIN Cy]l B3bICKATh C OTBETYHKA
HEYCTOMKY B pa3Mepe %, 9TO COCTaBIsET pyO. OT CyMMBI HEJIOTIOCTABIICHHOMN
(HEeIOMOCTaBICHHON B CPOK) MPOAYKIUHU (C YIETOM BOCIIOTHEHUS HEJOMOCTaBKU HEYCTOMKA
ymenbInaercs Ha 50% u cocTaBisieT pyo.) u pacxosl 1o rocnonumae 1200 pyo.

[Ipunoxenue:

1. Konust npeTeH3nu oT « »20 r. Ne

2. TlouyToBast KBUTAHIIUS, BRITIFCKA U3 PEECTPa OYTOBBIX OTHPABICHUHN

T.I. 00 OTCBIJIKE MPETEH3UN OTBETUHUKY.

3. OTBeT Ha MPETEH3HIO, €CITH OH MOJTyYeH.

4. TTouyToBasi KBUTAHIIMSA, BBIITUCKA U3 peeCcTpa MOYTOBBIX OTIPABICHUN U

T.II. O HalIPaBJICHUU KOTIMU MCKOBOTO 3asIBIICHUS OTBETUYHKY.

5. IlnatexxHo€ MOpyYEeHHE O IEPEUNCIIEHUH IOCY1apCTBEHHON TOITUHBI.

6. JlokyMeHTHI, paHee MPHUIIOKEHHBIE K TPETEH3UH, MTOITBEPKIAIOIIIE UCKOBBIE TPEOOBAHHS.
7. JloroBop (KOHTPAKT)

PykoBoguTens npeanpusTus MMOJITUCH N.O0.®amumnus



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

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

ean padoTsi:

OO0pabatbeIBaTh U PACIIPEACIISTH BXOAIICIO, UCXOASIICIO U BHYTPSHHEIO JOKYMCHTAIUY,

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

Beimoanus padory, Bl Oyaere:
ymems:
OCBaMBaTh TEXHOJOTUU aBTOMAaTU3UPOBAHHON 00Pa0OTKHU TOKYMEHTALIUU

MarepuaJIbHO TeXHUYECKOe o0ecIieueHue:

Pabouas 1 IeKIMOHHAS TETpaIy.

ITepcoHa bHBIN KOMITBIOTEDP, TEKCTOBBIH mporeccop Microsoft Word , Microsoft Excel
JniakTuueckuii MaTepua, cCXeMbl pabOThI C JOKYMEHTaMH U (POPMBI PETHCTPALIUH.
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, HCXOMASAIIEM JOKYMEHTAX, paCCTaBJICHHbIE PEKBU3HUTHI MTOCIIe 00PabOTKH.
PaccraBbTe PEKBU3UTEI HpaBHJ’IBHOﬁ IIOCJICAOBATCIIBHOCTU U ITOKAXXHUTC UX O(bOpMHeHI/Ie B Ta6JII/I]_[e .
HaumeHosaHue peKksusumoes I'Ior(asamb, KOK OH 8bl2nadum

1 | OTmeTKa O HanpaB/ieHMN AOKYMEHTa B AeN0

2 | OTmeTKa 0 KOHTpone

3 | PaccmoTpeHue OKYMEHTa pykoBoauTenem (pesontoums)

4 | OTMeTKa 0 UCMONHEHUN AOKYMEHTa

5 | OTmeTKa 0 perucTpaumm 4OKYMeHTa

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

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

2.1. B opranuzanuto nocrynuio [IMCbMO or BblliecTosIIeH OpraHU3ainm.
1.ITpuem, npeaBapuTENbHOE pACCMOTPEHUE IOKYMEHTA, IPOCTAHOBKA 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 MOTyYmIin BXOISAIIMNA JOKYMEHT IOCIIE PACCMOTPEHHS PYKOBOUTEIEM OpPTaHU3AIH, TIC 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 BXOIANIEr0 MOCIe PACCMOTPEHHUS PYKOBOIUTEIIEM;
Cxema pabdoThI ¢ HCXOASIIMMH JOKYMEHTAMHU

Bun nokymenranuu Crerauct otaena PyxoBonurens Hcnonuurens
JEIIONIPOU3BOICTBA OopraHu3anuu

Hcxonsmmit noxyMeHe

YXOAMT B JPYTYIO
OpraHu3aLuI

2.3.Bbl sBIIsICTECH UCTIONHHUTENEM IO TIOPYUCHUIO PYKOBOAUTENSI CTPYKTYPHOTO HOAPA3IEIICHHs , HEOOX0IUMO
noarotoBuTh ( [TIPUKA3).

1- mojnucaHue WK yTBEPKACHHE TOKYMEHTA,

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
perucTpanyn, 3aperucTpUpynTe JOKYMEHTHI , @ TAK)KE OCYIIECTBUTE IOMCK JOKYMEHTOB O 3aJaHHBIM IapaMeTpaMm.
3.2. IlpeutioKeHHbIE TOKYMEHTHI 3apPErUCTPUPYITE B KApTOUHOI hopMme.

Jlaneras cropoHa 4 CPOK HCIIOTHEHHA 0GBOAMTCA KPYIKKOM
12345678910111213 14 15‘:'}‘6;-17 1819202122232425262728293031 |

Koppecnionaenr (agTop)

Jata noayaenus Bxoammmit HoMep Jarta goxyMenTa Ne goxymeHTa

3aroaoeoxk (0 gen)

Peszomouna

Hcenomuntens (yassieaercs GaMuINAg H HHHIIHAIL)

ObopoTHas cropoHa

Xoa HCnoTHeHuA

Ne geaa

3aganue 2
W3yanTe cuTyamuro U ONpeaesuTe, YbH ASHCTBHS B JAHHOM CIIy4ad MOXKHO PAacleHUTh KaK MpaBUIbHEIC?

JlokyMmeHT noctynun B opranuzanuio 20 MapTa, uTo ObLIO 3a)MKCUPOBAaHO B OTMETKE O noctyruieHuu. Yepes nsa aus (
22 mapta) B KOHIlC paboduero s ciuyxk6a JJOY mepenana MOKYMEHT C PE30JIIOLUCH PYKOBOAWUTEINS CICIHATHCTY
cTpyKTypHOTro nojapasaenenus Kupeesy B.I1. aist ucnonnenus. B pe3osronun Obu1 yka3aH CpOK UCTIONHEHUS — 5 THEH.
K 28 mapta Kupee B.Il. moAroToBms OTBETHBIM AOKYMEHT, oxHako ciyxb6a JIOY mocumTana, 9To HCHOJIHEHHE
JIOKyMeHTa NpocpodeHo. CHEeIMaIicT ¢ 3TUM He COTIacuics, TaK Kak ObIJ yBEpeH, YTO UCIIOTHIII JOKYMEHT BOBpEMS.

Iopsaok BpINoIHEHUs PadOThI:

[Ipoananu3upoBaTh NpaBriIa OpraHU3alul JOKYMEHT0000poTa U 00pabOTKH JOKYMEHTOB, OTIPEACIUTE
omepanuu 00paboOTKH JOKYMEHTOB.

W3y4uB GOpMBI periucTpaniy JOKyMEHTOB U IIPaBIJIa 3aIIOJHEHHUS, IPOBEIUTE PETUCTPALIUIO C UCTIOIb30BAHHEM
ABTOMATH3UPOBAHHBIX TEXHOJOTHMA. [locTaBbTe TOKYMEHTHI Ha KOTPOJIb.

@opMma npeacTaBiieHUusi 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
3a/1aHre BHIMOJIHEHO MOJHOCTHIO0, HO UMEIOTCS HECYIIECTBEHHBIC 3aMEeUaHMsI 4
3alIaHI/Ie BBITNTOJTHEHO, HO UMCIOTCA CYHICCTBCHHBIC 3aMCYaHUs, ITOBJICKIINE K HEBEPHOMY PCIICHUIO 3
3aaHus
3amaHne He BBHITTOJIHEHO 2




IIpakTnyeckas padora Ne 7
IMoaroroBka 10KyMeHTOB /i1 (POPMUPOBAHUS M XPAHEHHS 1€

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 oDeclieYeHue:

PaGouas n neximoHHasT TeTpay.

[TepcoHaBHEII KOMIIBIOTEP, TEKCTOBBIN TTporeccop Microsoft Word
Microsoft Excel

JugakTHaecKuii MaTepual, THIIOBBIE ()OPMEI.

HNutepreT-pecypcbl

3aganue:

IIpoBenuTe OpraHU3alUI0 ONEPATHBHOTO XpaHEHHA JOKYMEHTOB M OIPEIEIHTE IPAaBHIBHOCTH
(hopMHpOBaHUs JOKYMEHTOB B JIeJa.

Onpenenure NpaBUIBHOCTh CHOPMHUPOBAHHOTO JIENIa U MOATOTOBICHHBIX YYETHBIX JOKYMEHTOB.

3ananue:

1. Ilpoananusupyitme u noachume CIeLyOLUYIO0 CUTYaLUIO.

s ynobcTBa paboThl Kaxablii cnernuanuct, padotaromuii B OO0 «Cdepar, 3aBoaut cebe mamkwu,
Ky/la B TEYCHHE OIpENEICHHOTO MEepruoja BKIAAbIBAET COOTBETCTBYIOLIME JOKyMeHTH. Ha o00mokkax
3aIUChIBAIOTCS (haMIIUS M MHULUAJIBI UCIIOTHUTENS, a TAKKe TE MM MHBIE HAIIPABJICHUS €T0 NEeSTEIbHOCTH,
Harpumep: MBanos I1.P. M3roToBneHne U yCTaHOBKA PEKIaMHBIX IIIMTOB.

Taxkum o6pa30M, B MAIKS HAKAIJIMBANOTCA pa3JIM4YHbIC JOKYMCHTBI, KaCarOmMECss PCHICHUA AaHHOI'O
BOIIPOCA: NHCHBMAa-TIPEIJIOKEHUA, NMHCbMa pPEKJIaMaliy, OTBETHHIE NHCBMa pPA3JINYHBIX OpraHU3alui U
MPEaNPUITHI, TOTOBOPHI, akThl U Jp. Korga N10oKyMEHTOB CTAaHOBUTCS CIUIIKOM MHOTO, 3aBOIAUTCS BTOpas
narnka ¢ aHaJOTMYHOH 3alUCh0 Ha 00JI0XKKe ¢ To0aBiIeHreM ee HoMepa, Hanpumep: MBanos I1.P

N3roroBnenne u ycTaHOBKA peKJIaMHBIX IUTOB. Ne2 . B KOHIIe rofa nanku ¢ JOKyMEHTaMH IepeatoT
CEeKpeTaplo, KOTOPBIH IOMeIaeT uX B 00Iui 1Kad, B OTACICHUS, T1€ XPAHITCS JOKYMEHTHI ONPEAETICHHBIX
cnenuanucToB. CocTaB M KOJTUYECTBO JOKYMEHTOB B K)KJOW MAlKe HUKEM HE YUUTHIBAIOTCSI.

Kak MOXHO oxapakTepu3oBaTh CUCTEMY (OPMUPOBAHHUS JIEN ¥ ONEPATHBHOTO XPaHEHHsSI JJOKYMEHTOB
B obmectBe? Kakum oOpa3oM oHa m0iKHA OBITH OpraHW30BaHa, YTOOBI MOXKHO OBUIO JIETKO HAaXOAMTh
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 ONNCH TIOKYMEHTOB:
CocraBbTe JIHMCT-3aBEPUTEIND AeTIa.
OdopMuTh 00JI0KKY JI€T1a IOCTOSHHOTO, JOJITOBPEMEHHOTO XPAaHEHMS. - HCTIONIb3YS yCTaHOBIEHHYIO

popmy.

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

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

Ornenka

Pe3ynbTaTHBHOCTE BBITTONHEHUS 3aaHUS
WHAWBHYATbH




BIX

JOCTHKCHUH,
Gat

3aaHue BBIITOJHEHO MOJHOCTHIO, 0€3 3aMeyaHmit 5

3amaHue BHITOJIHEHO ITOJTHOCTHIO, HO IMEIOTCSI HECYIIECTBEHHBIE 3aMECUaHMUs 4

3amaHue BHIITOIHEHO, HO IMEIOTCS CYIIIECTBEHHBIE 3aMEUaHMs, IIOBIEKIINE K HEBEPHOMY PEIICHHIO 3

3aJaHus

3amaHne He BBHITIOJIHEHO 2




Tema 3.2.
TexHoJI0rMsI ABTOMATHU3MPOBAHHOM 00pPa00TKH JOKYMEHTAIUM

IpakTnyeckas padora Ne 8

Ilepenaua nndopmanum u cpecTBa TeIeKOMMYHUKAIMOHHBIX TEXHOJIOTHI B 3JIEKTPOHHOM

JOKYMEHT0000poTe

ean padoThl:
[To3HaKOMUTBCS C CEpPBUCAMH TEICKOMMYHHUKAITHOHHBIX TEXHOJIOTHIA,

Beimoanus padory, Bl Oyaere:

ymems:

- OCBaMBaTh TEXHOJOTUU aBTOMAaTU3UPOBAHHON 00pabOTKH IOKYMEHTAlUU

- HCII0JIb30BaTh TEJIEKOMMYHUKAIIHOHHbBIE TEXHOJIOTUH B AJNIEKTPOHHOM
JOKYMEHTO000pOTE;

MartepuaibHO TEXHHYECKOE 00ecnieueHne:

Pabouas 1 IeKIMOHHAS TETPay.
Hupaktuyeckuid MaTepuan
[lepconanbHBIM KOMITBIOTEP, TEKCTOBKIH mpotteccop Microsoft Word
HNHuTtepreT-pecypebl

Saganusa:

3anganue 1

BriOepute cucTeMBbl 3J€KTPOHHOIO JOKYMEHTO000pOTa METOAOM H3YyYeHHS OTKPBITOH MH(GOPMALUHU B CETH

WNutepHer.

MIPUBEJICHHOTO HIDKE alroputMa aeidctBuid. CrienaiiTe BHIBOJL.

Wzyuute calThl POCCHMCKHMX IOCTABLIMKOB IPOTPAMMHBIX HPOLYKTOB C HCIIOJIb30BAHUEM

HasBanue

Crucok
BO3MOXKHOCTEHN

IIpumepst
UCIIONbB30-
BaHUs

CKpUHILIOTHI

Buneo-
pOJIHKHU

Jemo-
BEpCHUs

Llenoob6pazoBa
HHUE

Verdox

Optima
Workflow

TE3UC

MOTUB

1C-
HoxymeHTo-
000poT

WSS Docs

BOCC-
Pedepent

DocLogix

Saganue 2.

1. Boiiaure B MHPOPMAIIMOHHO — TOUCKOBYIO CHCTEMY, C KOTOPOI 3HAKOMEI HJTH KOTOPYIO BBI HCIIOJIB3YETE,
Y HaMIUTE ONPECIICHHUS CIICAYIOUIMX TOHATHH 1 3alUIIUTE B TaOIHUILY:

Byl nonsaTui

Onpez[ene}n/le 1 Ha3HA4YCHHC

AJIEKTPOHHAS
noyTa
WHTEPHET —
TeseoHust
TejaeKoH(epeHIHs

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. 3aiiguTe Ha HopyM Kakoro — TuO0 caiiTa win HaiauTe POpyM CBOCH CITEITHATBFHOCTH U OCTaBBTE CBOM
KOMMEHTApHUH.

3adukcupyiite AEUCTBUS CKPHHIIOTOM.

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

Iopsinok BeIMOTHEHHS PA0OTHI:

Wzyunte xapakrepuctuku W BbiOepute HambOoiee dhdextuBHylo COJl COOTBETCTBYIOUIYIO
COBPEMEHHBIM TPEOOBAHUIM JCIOMPOU3BOJICTBA. 3aMTOIHEHHYIO TaOJIHIy U BBIBOJ BHECUTE B JICKTPOHHBIN
OTYET.

BrimonnuTe paboTy € HCHOJIh30BAHUEM TEICKOMMYHUKAITMOHHBIMU CPEJCTBAMH PE3yJIbTATHI
paboThHI BHECHUTE B AIEKTPOHHBIN OTYET.

dopma npeacTaBjieHus: padoThbI:
OdopMIICHHBII 3JIEKTPOHHBIN OTUET.

Kpurepun oneHku:

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