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1 BBEJAEHHUE

BaxHyto yacTb TeopeTHueckoil U mpodecCHoHaILHON MPAKTHYECKOW MOATOTOBKU OOyYaromUXCs
COCTaBJISAIOT IPAKTUUECKUE 3aHATHUS.

CoctaB M coaepkaHHE NPAKTUYECKUX 3aHATUI HampaBieHbl Ha peannsanuio DenepajbHOTO
rOCyJapCTBEHHOTO 00pa30BaTEIBHOTO CTaHAaPTa CPEAHEr0 MPoPeCcCCHOHATHHOTO 00pa30BaHNSI.

Benymelt  nuaakTMuecKOM — LI€NbI0  MPAKTUYECKUX — 3aHATHM  sBisercs  (OpMUpOBaHUE
po(hecCHOHANBHBIX MPAKTHYECKUX YMEHHUH (YMEHHI BBITIOJIHATH OMpPEICNICHHBIC EHCTBHSA, OTEpaIHH,
HEOOXOIMMBIE B TOCIEIYIONIEM B MPO(eCCHOHANBHON AEATENHOCTH), HEOOXOANMBIX B TIOCIEIYIOMIEH
yueOHOM e TeTbHOCTH.

B cootBerctBUM ¢ pabouelt mporpamMmoil y4eOHOU aMCHMIUIMHBI «/lOKyMeHTalmoHHOe
olecreyeHne ynpaBJeHHs» IPETyCMOTPEHO MPOBEACHNE NPAKTUUECKUX 3aHATUH.

B pe3ynbraTe uX BBINOIHEHUS, 00ydatoIUiCcs JOIDKEH:

ymembp:

—  Ynal. opopmisiTh JOKYMEHTAIIMIO B COOTBETCTBUU C HOPMATUBHOM 0a30M, HCTIONB3Ys
nH(OPMAaLMOHHbIE TEXHOJIOTUH;

—  Yn2. yauunupoBath CUCTEMBI JOKYMEHTAIIHH;

—  Y13. ocylecTBIsATh XpaHEHNE U TIOUCK JOKYMEHTOB;

— VY14, ocylecTBiIsATh aBTOMATU3aLMI0 00pabOTKU JOKYMEHTOB;

— Y15. ucnonb3oBaTh TEIEKOMMYHUKALMOHHBIE TEXHOJIOTUU B DJIEKTPOHHOM JOKYMEHTOOO0POTE;

ConeprkaHne MPAKTHUYECKUX U JJa00paTOPHBIX 3aHATHI OPUEHTHPOBAHO Ha MOATOTOBKY O0y4aronIuXxcs K
OCBOEHMIO MPO(ECCHOHATBHOIO MOJY/Sl MPOrpamMMbl TOJTOTOBKH CIEHUAIMCTOB CPEITHEro 3BEHa 10
CMELMATBHOCTH U OBJIAICHUIO HPOGheccuonanbHulMu KOMHEmMeHYUAMU:

[IK 1.6 IlpumensaTs anmapaTHO-NIPOrpaMMHBIE CpPEACTBA JJII PAacdyeToB M COCTABJICHMS
TONorpaguuecKrux, MeKeBbIX IIAHOB

ITIK 2.1 ITpoBOIUTh TEXHHYECKYIO MHBEHTAPU3AIMIO 0ObEKTOB HEIBMYKMMOCTH.

I1IK 2.4 BHOCUTB JaHHBIC B peeCTPhl HHPOPMAIMOHHBIX CUCTEM PA3IMYHOTO Ha3HAYCHUSI.

I[IK 3.1. KoHcynpTHpOBaTh MO BOINPOCAM PETHCTPAllUM TpaB Ha OOBEKTHl HEABHKUMOCTH U
MIPeIOCTaBJICHUS CBEeIEHUH, coJiepkamuxcsi B EquHOM rocyiapcTBeHHOM peecTpe HEABMKUMOCTH (J1aiee -
EI'PH).

IIK 3.2. OcymiecTBasTh JOKYMEHTAIIMOHHOE COMPOBOXKICHNUE B cpepe KaaacTpoBOTO ydeTa U (WIIH)
roCy/IapCTBEHHOU PETUCTPaLliU IPaB Ha 0OBEKTHI HEABUKHUMOCTH.

I1K 3.3. Mcnonb3oBaTh HHGOPMAIIMOHHYIO CHUCTEMY, MpeIHa3HaYCeHHYI0 A1 Beaenus EI'PH;

IIK 3.4. OcymiecTBasaTh cOOp, CHUCTEMATH3aIlMI0O M HAKOIUICHHE WHOOPMAIMH, HEOOXOAUMOM IS
oTnpe/eNieHus] KaJacCTPOBON CTOUMOCTH OObEKTOB HEIBHKUMOCTH.

A Taxoke GOPMUPOBAHUIO 0OUUX KOMNEMEHYUIL:

OK 01 BriOupath criocoOsI perieHus 3a1a4 npo(ecCuOHaTBLHOM AeITENbHOCTH MPUMEHUTEIHLHO
K Pa3JIM4HbIM KOHTEKCTAM.
OK 02 Hcnonb3oBaTh COBpEeMEHHBIE CpeACTBa TOWCKA, aHalM3a M HHTEpPIpETaluu

uHpopmanry HHHOPMAITMOHHBIE TEXHOJIOTUH /7Sl BBIMIOJIHEHUS 3a/1a4 MPO(EeCcCHOHAIBHOM 1S TEIbHOCTH.
OK 04 DddexTnBHO B3auMOIeHCTBOBATH U pabOTaTh B KOJJICKTUBE U KOMaH/IE.

OK 05 OcyllecTBIATh YCTHYIO M NUCbMEHHYI0 KOMMYHHUKALIMIO Ha TOCYJapCTBEHHOM SI3bIKE
Poccuiickoit @eaeparuu ¢ yueToM 0coOEHHOCTEN COLMATBHOTO U KYIbTYPHOTO KOHTEKCTA.
OK 09 [Tonb3oBatbecst  mpoecCHOHANBHOM — JOKYMEHTallMeli Ha  TOCYAapCTBEHHOM U

WHOCTPAHHOM SI3bIKaX.
OK.10. CobOmromate mpaBuia TEXHUKH OE€30MACHOCTH, HECTH OTBETCTBEHHOCTh 3a OpPTraHU3ALHIO
MEPOTIPUSATHH 0 00eCcTIeYeHHIO O€30TIaCHOCTH TPpy/Ia



Brimonnenue o0ydyaromuxcs MpakKTUYeCKUX |/HTU JJaO0paTOpHBIX padoT Mo y4eOHOM JUCIUTUINHE
«JlokyMeHTanMoHHoe o0ecnieyeHUe yNPaBJeHHs» HAIPABICHO Ha:

- 000011eHIEe, CHCTEMAaTHU3alUIO, YTIyOJIeHHEe, 3aKpeIUIeHUe, Pa3BUTHE U JETATU3AIMIO OTYyYSHHBIX
TEOPETUYECKUX 3HAHUN IO KOHKPETHBIM TeMaM y4eOHON AUCIUTTUHEI;

- (hopMupoBaHHE YMEHHH NPUMEHSTH IMOJYyYCHHbIC 3HAHUS HA MPAKTHKE, PEaJIM3alUI0 eITUHCTBA
VMHTEJUIEKTYAJIbHOW U ITPAKTUYECKON JEATEIbHOCTH;

- (QopmMupoBaHHEe W pa3BUTHE YMEHHI: HAOIIOAaTh, CPAaBHHBATH, COIMOCTABIISATH, AHATM3UPOBATH,
JIeTIaTh BHIBOJIBI M 000OIICHHSI.

- BBIPaOOTKY IPH PEIICHUH ITOCTABJICHHBIX 33124 MPO(PECCHOHATBHO 3HAUNMBIX KaYECTB, TAKUX KaK
CaMOCTOSITEIIbHOCT, OTBETCTBEHHOCTH, TOYHOCTH, TBOPYECKASI HHUIINATHBA.

HpaKTI/I‘-IeCKI/Ie 3aHATUA TIPOBOOATCA IIOCIIC COOTBGTCTBYIOHICﬁ TCMbI, KOTOpasi o0ecreunBacT HAIMYHE
3H3HI/H>1, HGO6XO)II/IMBIX JJ1s1 €€ BBIIIOJTHCHM .



2 METOJANYECKHUE YKA3AHUSA
Paznen 1. lokyMeHTHpPOBaHUe AeSITeIbHOCTH OPraHU3ALNH, IPEeANPHATHS, yIPeKICHUSA

Tema 1.3.
HopmMmbl 1 npaBujia ogpopmiienusi 6J1aHKOB JOKYMEHTOB

[MpakTuyeckoe 3ansaTHe Ne 1
CocraBnenne 1 0()opMIICHHE PA3INYHBIX BUAOB OJTaHKOB
(oOmrero GiraHka, OJlaHKa MUCbMa, KOHKPETHOTO OJIaHKA).

eab padoThi:
— @opmupoBaHue 3HAHUN K OPOPMIICHHUIO JETOBOTO JOKYMEHTa W MPOEKTUPOBAHUIO OJIAHKOB
JIOKYMEHTOB.
— Hayuutbcs mpoekTupoBaTh OJIaHKM JTOKYMEHTOB B cOOTBeTCTBUH C neicTByomuM ['OCTom
7.0.97.-2016.
Boinosnus padorty, Bel Oyaure:
ymems. OQOPMIIATH JOKYMEHTAIIMIO B COOTBETCTBUM C HOPMATHBHOM 0a30#, HCHOIB3YS
WH(POPMAITMOHHBIE TEXHOJIOTUH;
BoinosiHeHne npakTH4YecKoOi padoThl cnocoocTBYeT (POPMUPOBAHUIO
OK 01.1 Onpenensier mpodecCHOHAIBHYIO 33/1a4y C y4eTOM MPO(ECCHOHATBHOTO M COIUATLHOTO
KOHTEKCTa, COCTaBIIsI€T TUTAH JEHCTBUU i e€ pelieHus, peaju3yeT ero, B TOM YHhCIe C y4ETOM
M3MEHSIOIINXCS YCIIOBHM, U OIEHUBAET PE3YNIbTATHI PEIICHUsI TPOo(HeCcCHOHATBHOM 3a1a9H.
OK 01.2 OcymectBasieT MOUCK HWHPOPMANUHM, HEOOXOTUMOMW Uil pEIIeHUs 3a7add  W/Uiu
pOOJIEMBI.
OK 01.3 /leMoHCTpHpYyeT HaBBIKKA PaObOTHI B TPO(HEeCCHOHATBLHON  CMEXKHBIX cepax.
OK 02.1 Onpenenser 3a1a4yu U UICTOYHUKH MTOMCKA B 3asBJICHHBIX YCIOBUSX.
OK 02.2 AHanusupyeT W CTPYKTYpPHPYET MOJIydaeMyro HHQPOpMAIHio, oPOopMIISET Pe3yabTaThl
MorcKa MH(POPMAIIHH.
OK 02.3 Ucnons3yeT nHGOPMAITHOHHBIE TEXHOJIOTHH H COBPEMEHHOE MPOTPAaMMHOE 00eCTICUeHHE
IIPH pelIeHnH MpodhecCHOHABHBIX 3a7ay.
OK 04.1 [lnanupyeT AesATeIbHOCTh WICHOB KOMaH/bl U PACIPEICIIAET POJIH.
OK 04.2 BzaumojelcTByeT C KOJUIETaMH, PYKOBOJCTBOM, B XojJe MpodhecCuOHAITbHON
NEeSITeIbHOCTH.
OK 04.3 [IpumeHsieT HaBbIKHA YIIPABJICHUS TPOEKTAMM.
OK 05.1 OcymecTBisier ycTHOE OOIIeHUE B MPOPECCHOHATBHOM JIEATEILHOCTH B COOTBETCTBUHU C
HOPMaMU PYCCKOTO SI3bIKa.
OK 05.2 Odopmiisier JOKYMEHTBI 0 MPOPeCcCUOHANTBHON TEMAaTUKE Ha TOCYIaPCTBEHHOM SI3BIKE.
OK 05.3 Hcnonwsizyer craHmapTHbIE HaOOp KOMMYHUKALIMOHHBIX TEXHOJOTHH [Uisi OoOMeHa
uHpopmanuen B mpodecCuoHaIbHON NesTeNbHOCTH.
OK 09.1 OcymectBisieT KOMMYHUKalUKO (YCTHYHO M HUCbMEHHYIO) Ha TOCYAApCTBEHHOM H
MHOCTPaHHOM SI3BIKE.
OK 09.3 H3Bnekaer HEoOXOauMyr0 HHPOPMAIMIO U3 JOKYMEHTAIMH MO MpogeccroHaTbHOM
TEMaTHKe.
IIK 1.6.3 IlogroraBiuBaeT OTYETHYIO JOKYMEHTALIUIO.
I1K 2.3.3 CocraBnser akT o0ciejoBaHus Ha O0BEKT KallUTAIBHOTO CTPOUTETHCTBA.
[IK 2.4.1 ®opmupyeT 1 0popMIILeT OTIYETHYIO JOKYMEHTAIIMIO 0 KOMIUIEKCY 0OMEpHBIX padoT.



I1K 3.2.1 Paboraer ¢ oOpameHusMUA U WHGOPMAIMOHHBIMH 3allpOCaMH, B TOM 4ucie Ha EnuHoM
MopTajie TOCYIapCTBEHHBIX M MYHHUUMNAIBHBIX YCIyr ((GyHKUWH) M (WIKM) PErHOHAJIBHBIX IMOpTallaX
rOCyJapCTBEHHBIX M MYHHLIUTIAIBHBIX YCIYT ((PyHKIHIT).

I[IK 3.2.2 CocraBnsieT JIOKyMEHThl IO 3ampocaM, B TOM 4ucie Ha EnuHom mnopraie

rOCYyJapCTBEHHbIX W MYHHLIMNAIBHBIX ycayr ((QyHKOui) © (WIM) pErHOHANBHBIX MOpTaiax
rOCyJapCTBEHHBIX M MYHHIIUTIAIBHBIX YCIyT ((PyHKIHIT).

1K 3.3.2 Vcronb3yeT TEXHUUECKUE CPENICTBA 10 OU(PPOBKE JOKyMEHTALIUH.

1K 3.3.3 Mcnonb3yeT 3JeKTPOHHYIO OAIHUCH.

[1K 3.4.3 Bener J0KyMEHTOOOOPOT C y4eTOM yMEHHH 0opMiIeHHE KOTHIA OTYETOB, JOKYMEHTOB U
MaTepUaIoB, KOTOPbIE HCIOJIB30BAJIUCH MPU ONPEJEIEHUN KaJAacTPOBOM CTOMMOCTH, Ui BPEMEHHOIO,
IIOCTOSIHHOTO U (WJIM) AOJTOBPEMEHHOTO CPOKOB XPAHEHUS.

MarepuajbHoe o0ecniedeHue:

I'OCT P 7.0.97-2016. «Hammonanbublii cranaapt Poccuiickoit @eneparun. Crucrema CTaHIapTOB
no wuHpopManuy, OHOIMOTEYHOMY M U3JATeNbCKOMY jeny. OpraHu3alMOHHO-pacoOpsAUTEIbHAS
nokymeHTanus. TpeboBanus kK 0pOPMIEHHIO TOKYMEHTOB"

Pabouas u nekunoHHas TeTpaiu.

JnmakTuyecknili Mmatepuan

[lepcoHanbHBIN KOMIBIOTEDP, TEKCTOBBIN Iponieccop Microsoft Word

3aganus:

1. OTBeThTEe Ha BOTPOCHI M OTIPEACITUTE COCTaB M TOPSIOK PACIIONOKEHUS PEKBU3UTOB OJAHKOB
npenycmotpeHHbIx [[OCTom 7.0.97.-2016. 3anumurte B TaOIHILy.

Bonpocsl 1 0TBeTHI

B coorBerctBUm I'OCT P 7.0.8-2013 «Cucrema cranmapToB 1o WHPOpPMANWHU, OHOIHMOTEYHOMY M
U3JaTeabCcKoMy Jeny. J[eaonpon3BoACTBO U apXUBHOE J1€710. TEepMUHBI U OTIPEIETICHUS.
OTBeTbTE HA BONPOCHI:

PexBuzurom JOKYMCHTA Ha3bIBACTCA - ...

DopmynsipoM-00pa3oM TOKyMEHTa Ha3bIBAIOTCS

bnank nokymeHra -

B coorBerctBUM ['OCT P 7.0.97-2016. «Haunonansueiii ctangapt Poccuiickoit @enepanun. Cucrtema
CTaHAApTOB 1O wWHPOpMaNKWK, OUOIMOTEUHOMY | HU3JaTeIbCKOMy gaeny. OpraHu3alroHHO-
pacropsAuTeNbHAs JOKyMeHTaIus. TpeboBaHus K 0()OPMIICHUIO TOKYMEHTOB"

Onpenenute peKBU3UTHI OJIAHKOB.

bnank nuceMma:
A) IOCTOSIHHBIC PEKBU3UTHI-
b) mepeMeHHbIE U AOTIOTHUTEIbHBIC PEKBU3UTHI-

brnank KOHKpETHOTO BHJIa JOKYMEHTA:
A) MOCTOSTHHBIE PEKBU3UTHI-
b) nepemeHHbIE peKBU3UTHI-

2. CripoexTupyiite o0mui 6J1aHK ¢ MTPOJOIBHBIM PACIIOIOKEHHEM, OJTaHKH JIJISl IMCEM C YITIOBBIM U
MPOJIOJIGHBIM ~ PACIONIO)KEHWEM U ONlaHK MpUKa3a C MPOJOJIBHBIM PACIONIOKEHUEM IOCTOSHHBIX
PEKBU3UTOB IS IEPEUUCICHHBIX HIKE OPraHU3alui ¢ OTPaHUYUTEIbHBIMU OTMETKaMHU JIJIsl PEKBHU3UTOB.

Ne | HaumeHoBaHue OopraHmusaii 1 CHpaBO‘{HLIe JaHHBIC 00 OpraHru3alun

1 | I'ocynapcTBEHHBIN MPOEKTHBIN HHCTUTYT

CAHTEXIIPOEKT, nogunHstomuiics

T'occerporo Pocenn

OKTIO 02842708 OI'PH 1027700380795 MHH/KIIIT 7708033140/771001001

7




V. Huxusis [lepBomaiickast, 1.46 ropoa Mocksa, 105203
Temn. (495) 275 23 23

daxc (495) 27512 12

E-mail: santeh@gs.ru

2 | OTKpbITOE aKIIMOHEPHOE OOIIECTBO

«BOJITOJJOHCKHM XJIEBOKOMBUHAT»

OKIIO 23132807, OI'PH 1821800370797, MHH/KTIIT 3408032140/342001002
OxTs06pbcKoe mocce, 1.9, Topo

Boaroaonck, PocroBckas 0011, 347340

ten./daxc: (86392) 6-61-13

E-mail: bublik@com.ru

3 | OtkperToe akunoHepHoe o6mectBo «9TAJIOH» OKIIO 45464501, OI'PH 1068713089571

WHH/KIIIT 6164054471/81702003

V1. Octoxkenka, 27 Mocksa, Poccusi, 121002 Ten./dakc (495)291 35 79 www.rrc.ru

4 | MunucrtepctBo obpazoBanusi PO, IOxxHo-YpanbCkuil MHCTUTYT SKOHOMHKH U IpaBa

Cnyx0a JlenonpousBoicTBa

OKIIO 02842708 OI'PH 19973255654123

Muuypuna yi.. 1. 58 , . Camapa, Poccust, 443096, Ten: ( 846) 336-24-51. dakc: (846) 336-17-85,

5 | AxkumroHepHOe 00IIeCcTBO
«POCTPAHCABTO»
OKIIO 02832807, OI'PH 1017800370797, MHH/KIIII 7708032140/772001002

V1. Cusepca, 1.10 ropos Poctos-na-Jlony, 344015 ten./dake (056)65-43-50 E-mail: ra@mail.ru

6 | YueOHO-METOINYECKOTO 00OBEeAMHEHUS «3HAHUEY
Brrmmecrosiast opranusanus — ['opojckoe yrpaBieHHe 00pa30BaHUS
OKIIO 02842708; OI'PH 1027700380795; MHH/KIIIT 3408032140/342001002

454090, r. Yensabunck, yin. 3anagHas, a. 17. Ten.: (351)796-05-05. daxc: 923-00-60.0xmno 02842708

Iopsinok BbINOJIHEHHSI PadOTHI:

N3yuute TeopeTnyeckuii MaTepuas Mo pa3paboTke OJIaHKOB, MPH MPOEKTUPOBAHWUU HCIIOJIb3YHTE

npunoxenust [OCTa 7.0.97.-2016.

Ucnonszys 'OCT P 7.0.8-2013 «Cucrema crtanmgapToB mo uHGOpMaIUH,

OMOIMOTEYHOMY |

U3JaTeNbcKOMy Aeny. Jlenmonpon3BoACTBO U apXUBHOE Jej0. TepMHUHBI U omnpeaeieHus»- OTBeTbTe Ha
Bomnpocel. Ompenenure coCTaB M MOPSAOK PACHOJIOKEHUS PEKBU3UTOB OJIAHKOB IMPEIyCMOTPEHHBIX

I'OCTowm 7.0.97.-2016.

Cropoextupyiite o0muii OnaHk, OJiaHK mHChbMa, OJAHK KOHKPETHOTO BHJAA JIOKyMEHTa C

COOJIFOJICHHEM BCEX OTCTYIIOB U UHTEPBAJIOB/
®opma npeacraBjieHusi padoThbi:
OdopmieHHbIC OTaHKUA TOKYMEHTOB
Kpurepumn onenku:

Ornenka
Pe3ynbTaTHBHOCTD BBITIOJTHEHUS 3aIaHHsI WH/IMBUyaJIbHBIX
IOCTHIKEHMI, Oasn
3ajaHye BBIIOJIHEHO MOJHOCTEIO, 0€3 3aMeyaHuii 5
3aaHue BBINOJIHEHO MOJTHOCTHIO, HO UMEIOTCS] HECYIIIECTBEHHbIE 3aMeYaHMUsI 4
3amaHue BBINOJHEHO, HO UIMEIOTCS CYILIECTBEHHBIE 3aMeuyaHUs, MOBJICKIINE K 3
HEBEPHOMY PEIICHUIO 3a/1aHus
3amaHue He BBITOJHEHO 2




Tema 1.4.
Hopwmbl 1 npaBuiia ogopmiieHust 61aHKOB TOKYMEHTOB

IIpakTnueckoe 3ansiTue Ne 2
Odopmienne ocHOBHBIX pekBU3UTOB B cooTBeTcTBUM ¢ ['OCT P 7.0.97-2016. «HanuonansHbId cTaHIapT
Poccuiickoit ®eneparuu. Cucrema cTaHIapTOB 10 HH(POpMAIMU, OUOITUOTEYHOMY U MU3aTEIbCKOMY JEIy.
OpraHu3aioHHO-pacopsAUTeNbHAas JOKyMeHTanus. TpedoBaHust K 0pOpMIIEHHIO JOKYMEHTOB"
Menn:

— Hayunutbcs 0GOpPMIIATE PEKBU3UTHI, YCTAHABIMBAIONINC FOPUIMYECKYI0 CHIY JIOKYMCHTOB B
cootBercTBUU ¢ neiictByronum ['OCTowm 7.0.97.-2016.
— M3yunTth pacnosnokeHrue peKBU3UTOB U T'PAHULIbI 30H OPraHU3aluOHHO-PACHOPSIAUTEILHOTO TOKYMEHTA
Ha ¢opmare A4 cormacao 'OCT P 7.0.97.-2016.

Boinosinus padorty, Bol Oyaere:

ymems. OQOPMIISATH JOKYMEHTAIIMIO B COOTBETCTBUM C HOPMATHUBHOM 0a30#, HCHOIB3Ys
MH(POPMAIMOHHBIE TEXHOJIOTUH;

BrinosiHenne npakTu4yeckoii padéoTsl cnocoocTBYeT (POPMUPOBAHUIO

OK 01.1 Onpenensier mpodecCHOHANBHYIO 3a7a4y C y4eTOM Mpo(deCcCHOHATBHOTO U COIUATBHOTO
KOHTEKCTa, COCTAaBIISIeT TUTAH JEHCTBUU g €€ pelleHus, peaju3yeT €ro, B TOM YHCle C y4E€ToM
M3MEHSIOIINXCS YCIIOBHM, U OIEHUBAET PE3YJIbTATHI PEIICHUs TPOo(eCcCHOHATBHOM 3a1a49H.

OK 01.2 OcymectBasieT MOUCK HWHPOPMANUHM, HEOOXOTUMOMW Il pEIIeHUs 3a7add  W/Uiu
poOIeMBbI.

OK 01.3 JlemoHCTpHUpyeT HaBbIKU pabOTHI B MPO(ECCHOHATBLHON U CMEXKHBIX cepax.

OK 02.1 Onpenenser 3a1a4yu U UICTOYHUKHU MTOMCKA B 3asBJICHHBIX YCIOBUSX.

OK 02.2 Ananu3upyeT U CTPYKTYpUpYET MoJIydaeMylo HHpopmaIiuio, oGopMmisieT pe3ylbTaThl
MorcKa MH(POPMAIIHH.

OK 02.3 Ucnons3yeT nHGOPMAITHOHHBIC TEXHOJOTUHA U COBPEMEHHOE MPOTPaMMHOE obecrieueHne
IIPH pelIeHnH MpodecCHOHABbHBIX 3a7ay.

OK 04.1 Inanupyet AesATeNbHOCTh WICHOB KOMaH/bl U PACIPEEIAET POJIH.

OK 04.2 BzaumonelcTByeT ¢ KOJUIETaMH, PYKOBOJCTBOM, B Xoje MNpodhecCuOHATbHON
NeSITeIbHOCTH.

OK 04.3 [IpumeHsieT HaBbIKHA YITPABJICHUS ITPOEKTAMM.

OK 05.1 OcymecTBisier ycTHOE OOIIeHUE B MPOPECCHOHAIBHOM JIEATEILHOCTH B COOTBETCTBUHU C
HOPMaMU PYCCKOTO SI3bIKa.

OK 05.2 OdopmisieT JOKyMEHTHI 0 PO (HecCHOHATBHON TEMAaTHKE Ha TOCYIapCTBEHHOM SI3bIKE.

OK 05.3 Hcnosp3yer cTaHIapTHBIA HA0Op KOMMYHHKAIIMOHHBIX TEXHOJOTHH Uil oOMeHa
uHpopmanuen B mpodeccCuoHaIbHON NesITeIbHOCTH.

OK 09.1 OcymectBisieT KOMMYHUKaMoO (YCTHYIO M THCBMEHHYI0) Ha TOCYAapCTBEHHOM U
MHOCTPaHHOM $I3BIKE.

OK 09.3 H3BnekaeT HeoOXoauMmyro HHQOpPMAIMIO M3 JOKYMEHTAlMH MO MNpodecCHOHATbHON
TEeMaTHUKe.

[IK 1.6.3 IloaroraBiuBaeT OTYETHYIO JOKYMEHTALUIO.

I1K 2.3.3 CocraBnseT akT o0cae0BaHus Ha 00BEKT KAaUTAIBHOTO CTPOUTEIIBCTRA.

[1IK 2.4.1 ®opmupyeT 1 0popmIIsLeT OTYETHYIO JOKYMEHTAIIMIO 0 KOMIUIEKCY 0OMEpHBIX padoT.

IIK 3.2.1 Paboraet ¢ oOpamieHussMUA U WHOOPMALIMOHHBIMU 3alpOCaMH, B TOM 4Yuclie Ha EnuHom
MopTaje TOCYAapCTBEHHBIX UM MYHULHUMAIBHBIX YCIyr ((QyHKUMi) U (WIM) pEerMOHANBHBIX MOpTantax
TOCYIapCTBEHHBIX U MYHHUIIMITATBHBIX YCIYT (QYHKIUN).



I[IK 3.2.2 CocraBisieT [IOKyMEHThl MO 3ampocamM, B TOM uucie Ha EjuHoMm mnoprane
rOCYyJapCTBEHHbIX W MYHHLIMNAIBHBIX ycayr ((QyHKOui) ©u (WIM) pErHOHANBHBIX MOpTajax
rOCyJapCTBEHHBIX M MYHHLIUTIAIBHBIX YCIYT ((PyHKIHIT).

1K 3.3.2 VMcronb3yeT TEXHUUECKUE CPENICTBA M0 OLU(PPOBKE JOKyMEHTALIUY.

[1K 3.3.3 Ucnons3yeT 3JeKTPOHHYIO MOITUCH.

I1IK 3.4.3 Beaetr 70KyMEHTOOOOPOT C y4€TOM YMEHUM 0POpMIICHHE KOTIHI OTUYETOB, TOKYMEHTOB U
MaTepUaIoB, KOTOPbIE HCIOJIB30BAJIUCH MPU ONPEJEIEHUN KaJAacTPOBOM CTOMMOCTH, Ui BPEMEHHOIO,
IIOCTOSIHHOTO U (MJIM) AOJTOBPEMEHHOIO CPOKOB XPAHEHHUS.

MarepuajbHoe o0ecniedeHue:

I'OCT P 7.0.97-2016. «Haunonanbnblil ctannapt Poccuiickoit @enepanuu. Cuctema cTaHIapToB
no wuHpopManuy, OHOIMOTEYHOMY M U3JATeNbCKOMY jeny. OpraHu3alMOHHO-pacOpsAUTEIbHAS
nokymeHTanus. TpeboBanus k 0pOPMIEHHIO TOKYMEHTOB"

Pabouas u nekuMoHHas TeTpaiu.

JnmakTuyecknii Mmatepua

[lepcoHanbHBIN KOMIBIOTEDP, TEKCTOBBIN Iponieccop Microsoft Word

3aganue: A
Ha ocHoBanuu 3amaHuii opopmMuTe pPEeKBU3HUTHI, 0OECHEUMBAIOIINE IOPUIUYECKYIO CHIIY JOKYMEHTaM.
Yrobsl oopmuth pekBu3uthl ucnosibzoBath ['OCT u pemakrop Microsoft Word ¢ cobmroneHrem Bcex
OTCTYIIOB 1 MUHTCPBAJIOB.

Cooeporcanue 3a0anust

3aganue 1: OdopmuTe HaMMEHOBAHUE OPTAHU3ALMK B COOTBETCTBUM YCTaBa U MPABHIILHOIO PACIIONIOKEHUS YacTel
peKBu3nTa

1. TTAO, opranu3anuoHHO-TIpaBoBas Gopma npeanpusatus «HOpuc-kKon»,

2. Mockogckoe 'ocynapcrBennoe Y nurapuoe [Ipennpustne MOCBOJKAHAJT

3. MHHHCTEPCTBO CTPOUTENHCTBA, APXUTEKTYPhI U JKWIMIIHO-KOMYHAILHOTO X03SHCTBa, NP AJMUHUCTpanuu PocroBckoit
obnactu

4. TocymapCTBEHHBIH MTPOSKTHBIN HHCTUTYT
CAHTEXITPOEKT, noguunstontuiicsa I'occtporo Poccun

5. MunucrepctBo o0pazoBanusi PO, HOxHo- Y palibCkiii HHCTUTYT SKOHOMHUKH U TIpaBa
Cayx0a JlenonponsBonucraa

6. Cayx0a [enmompomssoactBa HOxno-Ypansckoro I'ocynapcrBenHoro YuuBepcutera npu DenepanbHOM areHTCTBE IO
00pa3oBaHUIO

3apanue 2: OdopmuTe Ha3BaHUE BUOA JOKYMEHTA U 3ar0JIOBOK K TEKCTY 3TOT0 JOKYMEHTa, YIOTpeOUB HYKHBIH Hanex

1. Tlpuxa3 o BBeOEHHH HHCTPYKLHH ITO IPOTHBOIIOKAPHOIT 6€301acHOCTH;
2. Ilporokon 3acenanust COBETA MO NMPOPHIAKTUKE TPABOHAPYILICHUIA;
3. CmpaBka 0 COCTOSHHH PabOTHI OT/ENa ASTONPOU3BOACTBA 10 PACCMOTPEHHIO 3asBICHHH, KAI00 U MPETOKEHUH IPpaskaaH;
4. J1oIDKHOCTHASI MHCTPYKIHMS O CIILHAITICTE 3eMENbHO-UMYIIIECTBEHHBIX OTHOLICHHI
5. AKT 0 IIpoBeIeHUN HHBEHTAPU3AINH
6. Pacnopsbkenue o rpauke OTIYCKOB
7. JloxmagHas 3amicKa O HAa3HAYCHUH TOKYMEHTAIBHOW PEBU3HH

3aganue 3: OdopmMuTe JaTy U pErUCTPALUOHHBIN HOMEP JOKYMEHTa

Ecin opopMILsIroT MpuKa3 1o OCHOBHOH JESITENBHOCTH — HPOAOIBHBIM PACIIONI0KEHUEM PEKBU3UTOB.
Ecnu opopMIISIOT OTYETHBIN JTOKYMEHT, KOTOPBIH OTHOCUTHCS K OyXTaJTepCKOM JOKYMEHTAIINH.
Ecnu ohopMItstoT 10roBOpHO# TOKYMEHT. (KYILTH-TIPOaKH)

Ecnn ohopMIISIOT JOKyMEHTAHIO JINYHOTO COCTaBa

Ecnu moaroToBuiM IS OTIPAaBKH OTBETHOE MMMCHMO Ha BXOISIICE.

Ecnu moaroToBmim crpaBKy ¢ MecTa paboTHI.

Ecmu ohopMIIsIIoT JOKyMEHT, KOTOPBIA COCTABJICH U CONEPXKUT (PUHAHCOBYIO HH(POPMAIIHIO.

NogasdwdE

3aﬂaﬂne 5: OdopmuTe peKBU3NUT MOAIUCH
1. Ecimu TIOAT OTOBWJIM IPUKA3 110 OCHOBHOM JCATCIIBHOCTH
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2. Ecmu IIOATOTOBHJIN AKT
3. Ecmu NOATOTOBUJIN IMMPOTOKOJ CO6paHI/I$I
4. Ecnu IIOATOTOBHUIIN FapaHTHﬁHOC IIMCbMO

3ananme 6: CooTHECUTE CONEPIKUMOE U TMOHSITHUS O PEKBU3UTE TEKCT

1. Tekcr siBNsIeTCS

1. YKa3bIBalOT IPUYIHNHBI, OCHOBAaHUS, LEJIN COCTABJICHUA
JOKYMCHTOB

2. TekCcT JOKyMEHTa COCTaBIISIOT Ha PYCCKOM HIIN
HAI[IOHAJIbHOM SI3bIKE

2. Tpadapera, aHKETHI, TAOJIHIIBL,CBSI3HOTO TEKCTA WIN B BUZE
COEJTMHEHUS] 3TUX CTPYKTYP

3. TekcT JOKyMEHTa MOXKET OBITh IMTOCBSIIEH OJHOMY
WJTH HECKOJIBKMM BOIIPOCaM

3. YyKa3bIBaIOT pelleHUs], BBIBODI,
TIPOCHOBI, IPEIOKCHUS, PEKOMEHIAIUN

4. TekcThl CTy)KEOHBIX JOKYMEHTOB MOT'YT OBITh
IIPEJICTaBIICHbI B BUJIE

4. OCHOBHBIM PEKBU3UTOM cnymeGHoro JOKYMCHTa

5. CBSI3HBIA TEKCT —

5. Takue JOKYMCHTBI Ha3bIBAOT IPOCTBIMU WJIN CJIOKHBIMHA

6. CBSI3HBIN TEKCT, KaK MPaBUIIO, COCTOUT U3 JIBYX
yacrteil. B nepBoii yactu

6. yKa3pIBalOT HAUMEHOBaHHE JOKYMEHTA, PErUCTPAllMOHHBIN
HOMEp TIOKYMEHTA, 3aT0J0BOK K TEKCTY

7. Bo BTOpOIt yacT —

7. 310 rnocjieaoBareiibHas, rpaMMaTiCeCKas 1 JTJOTHICCKU
corjlaCoBaHHas, XOpouio MU3JI0KCHHAA I/IH(i)OpMaHI/IH

8. B TexcTe nokymeHTa, MOJrOTOBIEHHOT O HA
OCHOBaHHUH JIOKYMEHTOB JAPYrUX OpraHU3alii WIN
paHee U3JaHHBIX JTOKYMEHTOB,

8. B cooTBEeTCTBHH C 3aKoHOMATeNbCcTBOM PO 1 cyobekroB PO o
rOCYJIapCTBEHHBIX SI3bIKAX.

3ananue: b

H3yunTte npenjioxkeHHble PEKBU3UTHI ONpeAeIuTe NMPABUILHO 0GOpPMIIEHHbIE PEKBH3UTHI H

BHECHUTEC B Taﬁ.ﬂl/llly U 3aIIOJTHUTE €€.

HaumeHoBaHue Bujabl J10KYMEHTOB, Pacnosio:xxenue IIpumep odopmirenus

peKBH3UTA B KOTOpPBIX odopmisieTcs | peKBU3MTA (c yka3aHueM BapMAHTOB,
PEKBU3UT €CJIM TAKOBbIC l/lMelOTCﬂ)

IIpumepbl peKBU3UTOB

PexBu3uT - Anpecar

ITAO «KonTaxT» Hauanenuky otnemna Hupexropy

I'enepanpHOMY OUPEKTOPY MapxkeTrunra A.A. BaHOBYy

[lerpory A.H. 000 3Baps»

123456, MockBa Maiickas yi., 345

yi.Jlecnas,34 n.5cHeiii, 234357

PexBusut-I'pud YrBepxaenus

VTBEPXJEH «YTBepxKaao» «YTBEPXJIAIO»

123-675 Ilpukazom qupekropa | dupexrop Hupexrop

OAO «3aps» NBanoB Wpanos N.I1

JLT.KpbumoBsim 17.03.20083. 17.03.20083.

ot 23.08.2005

PexBu3ut — OT™METKA 0 NPUJIOKEHUH

[Ipunoxenue Nel
K [IPUKa3y TUPEKTOpa
ot 12.12.2004

[MPUIJIOXKEHUE:Ne 2 B
IK3EMILISIPE.

IIpunoxenue:

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

2.AxT npuema pador ot 12.12.2004 Nel2
HaSn. B 2 9K3.

PexBu3nuT — oTMeTKa 00 HCMOJHHUTEIE

Hcn. A.Il.UBanoB K.
123-675

Cunoposa A.1. 29-35-18

CunopoBa Anna liBaHOBHa,
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KonTposibHOE ympaBieHue, BEOyIIHI
cnenuanuct, +7(495) 924-45-67,
Zabelin@gov.ru

PexBu3zur Busa coriiacoBanus

C.1.7 He cornaceH 3aMeuaHus IPUIIAraroTCs.
IIpencenarens npoproma PyKOBOIUTEND  IOPUAUYECKOTO
ITerpos B.A.Ilerpos oTmena

[ara

PykoBoauTens 10puanvyeckoro oTaena
[Moamce N.O. ®amuius
ara

HOpﬂIlOK BbIITOJTHCHHUSA paﬁDTI)I:

OdopMHUTh PEKBU3HUTHI B pabodei TeTpaau U B TEKCTOBOM mpoiieccope MS Word ¢ cobmroneHreM

BCCX OTCTYIIOB U UHTCPBAJIOB.
dopma npeacTrasiieHUus: padoThI:
OdopmieHHbIe PEKBU3UTHI B YCTAHOBIIEHHOM TIOPSIJIKE.

Kpurepuu onenkn:

Pe3y.]'[BTaTI/IBHOCTI) BBITIOJIHEHUA 3alaHUA

O1eHKa MHAMBHUAYAIbHBIX JOCTUXKEHUM,

Oat
3agaHre BBITIOJIHEHO MOJIHOCTHIO, O€3 3aMeUaHmi 5
3aaHKe BBHINOJHEHO MOJHOCTHIO, HO HMEIOTCS 4
HECYIIECCTBECHHBIC 3aMCUaHUS
3aj1aHue BBIMOJTHEHO, HO UMEIOTCS CYIIIECTBCHHBIE 3
3aMeJYaHusl, MOBJICKIINE K HCBEPHOMY PEIICHUIO 3aaHHs
3agaHue He BBIIOJIHEHO 2
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Pazgen 2. CucreMbl JOKYMEHTAIIHOHHOTO O0ecrieYeHUs1 yIpaBJeHns

Tema 2.1 Opranu3anoHHas JOKYMEHTALHSA
IIpakTnueckoe 3ansiTue Ne3
CocraBnenue 1 0(opMIIeHHE OPTaHU3aAUOHHON JOKyMEHTALUN
Lean padoTbi:
Hayuutbcst coctaBisTe 1 0pOpMIISITE OpraHu3allMOHHbIE TOKYyMEHTHI B cooTBeTcTBUU ¢ [[OCT P

7.0.97 - 2016

Boinosnus padorty, Bel Oyaere:

yMmemy:
— 0(OpPMIISTH JOKYMEHTAIIMI0 B COOTBETCTBUU C HOPMATHBHOW 0a30i, MCIONB3YyS WH(OOPMAIMOHHBIC
TEXHOJIOTHH;
— YHUPHUITUPOBATH CUCTEMBI IOKYMEHTAIIUU;

BrinosiHeHne npakTu4yeckoii padoTsl cnocoocTBYeT (POPMUPOBAHUIO

OK 01.1 Onpenensier mpodecCHOHAIBHYIO 33/1a4y C y4eTOM MPO(GECCHOHAIBHOTO M COLUATLHOTO
KOHTEKCTa, COCTaBJIAET IUIAH JEHCTBUM Uid €€ pelleHus, peaju3yeT €ro, B TOM 4YHCIe C Y4€TOM
M3MEHSIOIINXCS YCIIOBHM, U OIEHUBAET PE3YJIbTATHI PEIICHUs MPo(hecCHOHaTBHOM 3a1auu.

OK 01.2 OcymecTtBasier MOUCK HWHPOPMANUHM, HEOOXOTUMOMW Uil pEIIeHUs 3a7add  W/Uiu
poOIeMBI.

OK 01.3 JlemoHCTpHUpyeT HaBbIKU pabOThI B MPO(ECCHOHATBLHON U CMEXKHBIX cepax.

OK 02.1 Onpenenser 3a1a4yu U UICTOYHUKHU MTOMCKA B 3asBJICHHBIX YCIOBUSX.

OK 02.2 Ananu3upyeT U CTPYKTYpUPYET MOJIydyaeMylo HHpopMmaIiuio, oGopMmisieT pe3ylbTaThl
MOMCKa HHPOPMAITHH.

OK 02.3 Ucnonb3yeT MHPOPMAIIMOHHBIE TEXHOJOTUU U COBPEMEHHOE MPOrpaMMHOE OOecrieueHue
IIPH pelIeHny MpodecCHoHabHBIX 3a/1au.

OK 04.1 I[nanupyeT AesATeIbHOCTh WICHOB KOMaH/bl U PACIPEEIAET POJIH.

OK 04.2 BzaumonelcTByeT ¢ KOJUIETaMH, PYKOBOJCTBOM, B Xoje MNpodhecCuOHATbHON
NeSITeIbHOCTH.

OK 04.3 [IpumeHsieT HaBbIKHA YIIPABJICHUS TPOEKTAMM.

OK 05.1 OcymectBisier ycTHOE OOIIeHHE B MPOPECCHOHATBHOMN ACSITEIBHOCTA B COOTBETCTBHH C
HOPMaMU PYCCKOTO SI3bIKa.

OK 05.2 OdopmisieT JOKyMEHTHI 0 Mpo(HecCHOHATBHON TEMAaTHKE Ha TOCYIapCTBEHHOM SI3bIKE.

OK 05.3 Hcnosp3yer cTaHIapTHBIA HA0Op KOMMYHHMKAIIMOHHBIX TEXHOJOTHH Uil oOMeHa
uHpopmanren B mpodecCuoHaTbHON IS TEIbHOCTH.

OK 09.1 OcymecTBisieT KOMMYHUKaUioO (YCTHYIO M THMCBMEHHYI0) Ha TOCYAAapCTBEHHOM U
MHOCTPaHHOM $I3BIKE.

OK 09.3 HsBnekaer HeoOX0oAMMYyH HWH(MOpPMAIMI0O W3 JOKYMEHTAIMU IO MPOodeCCHOHATBHOU
TEeMaTHUKe.

[IK 1.6.3 IloaroraBiuBaeT OTYETHYIO JOKYMEHTALUIO.

I1K 2.3.3 CocraBnseT akT o0cae0BaHus Ha O0BEKT KaUTAIBHOTO CTPOUTEIIBCTRA.

[1IK 2.4.1 ®opmupyeT 1 0popmIIsLeT OTYETHYIO JOKYMEHTAIIMIO 0 KOMIUIEKCY 0OMEpHBIX padoT.

IIK 3.2.1 Paboraet ¢ oOpaiieHussMUd U WHOOPMALIMOHHBIMU 3alpPOCaMM, B TOM 4uciie Ha EnuHom
ropTrajge TOCYAapCTBEHHBIX U MYHHUIMMAIBHBIX ychyr (GyHKIUI) U (UIM) pEerHoHANbHBIX MOpTajax
TOCYIapCTBEHHBIX U MYHHUIIMITATBHBIX YCIYT (QYHKIUN).

IIK 3.2.2 CocraBnsieT [IOKyMEHTHl IO 3ampocaM, B TOM 4uciae Ha EnmHom mnopraie

TOCYJapCTBEHHbIX W MYHMLUMNAIBHBIX ycayr ((QyHKOui) u (MIM) peruoHalbHBIX MOpTajiax
rOCyJapCTBEHHBIX U MYHULIUNIAIBHBIX YCIYT ((PYHKIHIT).
1K 3.3.2 Mcnonb3yeT TEXHUUECKUE CPEJICTBA 110 OLU(PPOBKE JOKYMEHTALIUN.
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[1K 3.3.3 Ucnons3yeT 3JeKTPOHHYIO MOIMHUCH.

I1K 3.4.3 Bemer 10KyMEHTOOOOPOT C y4ETOM YMEHUH 0(OPMIICHHE KOMHA OTYETOB, TOKYMEHTOB U
MaTepHaJIOB, KOTOPHIE HCHOJB30BATUCH MPU OMPEACTICHUN KaJacTPOBOH CTOMMOCTH, U BPEMEHHOTO,
IIOCTOSIHHOTO U (MJIM) AOJTOBPEMEHHOI'O CPOKOB XPAHEHUS.

MatepuajibHO TeXHHYECKOe ofecreyeHue:
Paboyas u eKmoHHas TeTPajIH.
JupakTuyeckuii Matepua
[lepconanbHBII KOMITBIOTEP, TEKCTOBBIN Mporeccop Microsoft Word
OO0pas3ipl JOKYMEHTOB (MaKeT) OPraHU3alMOHHOTO JOKYMEHTA.

3ananmue:

1. CocraButh u 0popMHUTH Y CTaB OpraHu3alyy.

2. CocraButb u oopMuTh [losoKeHHE O CTPYKTYPHOM TIOAPa3ACICHHN.

Ilopsinok BbINOJIHEHHS PadOTHI:

OdopMHUTh TOKYMEHTHI B TEKCTOBOM mporieccope MS Word ¢ cobmrogennemM Bcex HEOOXOAUMBIX
PEKBHU3UTOB.

[Ipumepsl odopmieHUST TOKYMEHTOB MOKHO M3Y4YHTh B OJIEKTPOHHOM OMONIMOTEYHOHN cucrteMe
«tOpaiit». (Cm. CiMcok aUTEpaTyphl).

OO6pa3zer; TUTYALHOTO JUcTay cTaBa

YTBEPX/IEH
[Iporokosom obuiero cobpanns y4acTHUKOB
or 15.07.2016 Ne 1
YCTAB
OBIIECTBA C OTPAHUYEHHOUW OTBETCTBEHHOCTBIO
«MEYTA»

Mocksa
2016

®opma npeacrabjieHusi padboThbi:
OdopmieHHble JOKYMEHTHI B yCTAHOBJICHHOM MOPSIIKE.

Kpurepum oueHku:

Pe3ynbTaTHBHOCTD BBITIOJTHEHUS 3aIaHHSI OneHKa HHAMBUAYATLHBIX JOCTHKCHHUA,
Oamn

3ajaHye BBIIOJIHEHO MOJHOCTEIO, 0€3 3aMeyanuii 5

3a1aHue BBITOJIHEHO MOJHOCTHIO, HO HMEIOTCS 4

HECYIIECTBEHHbIC 3aMEUaHUs

3aanue BHIMOJIHEHO, HO UMEIOTCS CYIIECTBEHHbIE 3

3aMeuaHus, MOBJIEKIINE K HEBEPHOMY PEIICHHIO 3aJaHUS

3amaHue He BBITOJHEHO 2
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Tema 2.2.
PacnopsigutenbHasi JOKYMEHTALMSA
IIpakTnueckoe 3ansaTue Ne 4
CocraBnenue 1 0(opMIICHHE PACTIOPAIUTEIBHON JOKYMEHTAIMH, CO3/1aHHON Ha OCHOBE MTPHHLIUIIA
eAMHOHAavanus (MpUKa3 110 OCHOBHOM J€SITEIHOCTHU, PACIIOPSHKEHUE, YKAa3aHUE, TIOCTAHOBIICHHUE)
Lean padoTbi:

Hayuuthcs coctaBisTh 1 0QOpMIIATh pacliopsIuTeNbHble TOKyMeHThl B cooTBeTcTBUH ¢ [OCT P
7.0.97 - 2016

Boinosnus padorty, Bel Oyaere:

ymemy:

— 0(OPMIIATH JOKYMEHTAIIMI0 B COOTBETCTBUU C HOPMATHBHOW 0a30i, MCIONB3YyS WH()OPMAIMOHHBIC
TEXHOJIOTUH;
— YHUPHUITUPOBATH CUCTEMBI IOKYMEHTAITUH;

BrinosiHeHne npakTH4YecKoi padoTbl CNOCOOCTBYET (DOPMHPOBAHUIO:

OK 01.1 Onpenensier mpodecCHOHAIBHYIO 33/1a4y C y4eTOM MPO(GECCHOHAIBHOTO M COLUATLHOTO
KOHTEKCTa, COCTAaBIISIeT TUTAH JEHCTBUU g €€ pelleHus, peaju3yeT €ro, B TOM YHCle C y4E€ToM
M3MEHSIOIIMNXCS YCIIOBHM, U OIEHUBAET PE3YJIbTATHI PEIICHUs MPo(hecCHOHATBHOM 3a1auu.

OK 01.2 OcymectBasieT MOUCK HWHPOPMANUHM, HEOOXOTUMOMW Il pEIIeHUs 3a7add  W/Uiu
poOIeMBbI.

OK 01.3 JlemoHCTpHupyeT HaBBIKU pabOThI B IPO(ECCHOHATBLHON U CMEXKHBIX cepax.

OK 02.1 Onpenenser 3a1a4yu U UICTOYHUKHU MTOMCKA B 3asBJICHHBIX YCIOBUSX.

OK 02.2 Ananu3upyeT U CTPYKTYpHUpYET MOJIydaeMyio HHQOpMaIuio, opopmisieT pe3ylbTaThl
MOMCKa HHPOPMAITHH.

OK 02.3 Hcnonb3yeT HHPOPMAIIMOHHBIE TEXHOJOTUU U COBPEMEHHOE MPOrpaMMHOE OOecrieueHue
IIPH pelIeHnH MpodecCHOHAbHBIX 3a7ay.

OK 04.1 I[nanupyet AesTeNIbHOCTh WICHOB KOMaH/Abl U pacpeaesieT POJIH.

OK 04.2 BzaumonelcTByeT ¢ KOJUIETaMH, PYKOBOJCTBOM, B Xoje MpodhecCuOHATbHON
NeSITeIbHOCTH.

OK 04.3 [IpumeHsieT HaBbIKHA YIIPABJICHUS TPOEKTAMM.

OK 05.1 OcymecTBnsier ycTHOE OOIIeHUE B MPOPECCHOHATBHOM JIEATETLHOCTH B COOTBETCTBUU C
HOPMaMU PYCCKOTO SI3bIKA.

OK 05.2 OdopmisieT JOKyMEHTHI 0 Mpo(HeCCHOHATBHON TEMAaTHKE Ha TOCY/IapCTBEHHOM SI3bIKE.

OK 05.3 Hcnosp3yer cTaHIApTHBIA HAO0Op KOMMYHHMKAIIMOHHBIX TEXHOJOTHH Uil oOMeHa
uHpopmanuen B mpodeccuoHaIbHON NesITeIbHOCTH.

OK 09.1 OcymecTBiasieT KOMMYHUKAIUoO (YCTHYIO M THCBMEHHYIO) Ha TOCYJapCTBEHHOM H
MHOCTPaHHOM $I3bIKE.

OK 09.3 H3Bnekaer HeoOXoaumyro HHQOpPMAIMIO M3 AOKYMEHTAIMH MO MpodeccroHalbHOMN
TEeMaTHUKe.

[IK 1.6.3 IloaroraBiuBaeT OTYETHYIO JOKYMEHTALUIO.

I1K 2.3.3 CocraBnseT akT o0cae0BaHus Ha 00BEKT KalUTAIBHOTO CTPOUTEILCTBA.

[1IK 2.4.1 ®opmupyeT 1 0popmIILeT OTYETHYIO JOKYMEHTAIIMIO 10 KOMIUIEKCY 0OMEpHBIX padoT.

IIK 3.2.1 Paboraet ¢ oOpaiieHussMUd U WHOOPMALIMOHHBIMU 3alpPOCaMM, B TOM 4uciie Ha EnuHom
MopTrajge TOCYAapCTBEHHBIX U MYHULHUMNAIBHBIX YCIyr ((QyHKUMi) U (WIM) PErMOHAIBHBIX MOpTaliax
TOCYIapCTBEHHBIX U MYHHUIIMITATBHBIX YCIYT (QYHKIUN).

IIK 3.2.2 CocraBnsieT [IOKyMEHTHl IO 3ampocaM, B TOM 4uciae Ha EnmHom mnopraie

TrOCYyJapCTBEHHbIX W MYHMLUMNAIBHBIX ycayr ((QyHKUui) u (MIM) peruoHalbHBIX IOpTajiax
rOCYIapCTBEHHBIX M MYHHUIIUIATBHBIX YCIYT ((yHKI[HIA).
1K 3.3.2 Mcnonb3yeT TEXHUUECKUE CPEJICTBA 110 OLU(PPOBKE JOKYMEHTALIUN.
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1K 3.3.3 Mcnonb3yeT 3JeKTPOHHYIO TOAIHUCK.
I1K 3.4.3 Bemer 10KyMEHTOOOOPOT C y4ETOM YMEHUH 0(OPMIICHHE KOMHA OTYETOB, TOKYMEHTOB U

MaTepUaIoB, KOTOPbIE HCIOJIb30BATIUCH NPU ONPEIACIIEHUN KaAacTPOBOM CTOMMOCTH, JJIsi BPEMEHHOTIO,
IIOCTOSIHHOTO U (MJIM) AOJTOBPEMEHHOI'O CPOKOB XPAHEHUS.

MarepuajibHO TeXHHYECKOe ofecrieyeHue:

Paboyas u eKmoHHas TeTPajIH.

JupakTuyeckuii Matepua

[lepconanbHBII KOMITBIOTEP, TEKCTOBBIN mporeccop Microsoft Word

OO0pas31ibl JOKYyMEHTOB (MakeT) pacnopsaauTesnbHoro fokymenra (Ilpunoxenue 1, 2,3.)

3ananmue:

OdopMuTE pacTOpsSAUTEIbHBIE JOKYMEHTHI C HCIOJH30BAHUEM KOMIIBIOTEPHBIX TEXHOJOTHH W B
cootBerctBUU ¢ TpeboBanusmu ['OCT P 7.0.97-2016 — npuxaz no ocuosnoit OeamenvHocmu,
pacnopsaxcenue , peuienue, ykazanue ¢ COONIOICHIEM BCEX OTCTYIIOB M HHTEPBAJIOB.

Ne HcxonHble naHHbIE
n/n
1 3ananue 1
B ¢dopme mpukaza HEoOXOAMMO BBECTH WHIEKCHI NPEANPUATHH W OpraHuM3aiuii OObEeAWHEHHUs, B IEIIX
YIIOPSIIOYECHUSI OpraHu3alnil YIIpaBJieHHs! B O0ObeTMHEHHH U B COOTBETCTBUU ¢ ykazanueM Munuctposi PO ot 00.00.00.
Ne 423, TTIPUKA3BIBAR): Oo0nenunenuto npucBouTh uuaeke — 51. Ilpu nepenucke B coorBerctBuu ¢ CTIT 39.00.25
«Opranu3anys JeJonpou3BojcTBa B o0beanHeHHH «CTpOMTEeXHHKa», a TaKkkKe Ui ydeTa M PEerucTpanuu
pa3pabaThIBAEMBIX CTaHAAPTOB MPEANPUATHS TPUCBOMTH NPENNPHUITHSAM cieaytomue uHiaekce:: 50 — 01 —
SIpocrnaBckoMy peMOHTHO-MexaHuueckomy 3aBoay; 51 — 02 — Bnagumepckomy CKB; 51 — 03 — HoBouebakcapckomy
3aBony «Pemcrpoiinopmanny. KoHTpons 3a McnonHeHneM MpuKa3a Bo3iaraercsi Ha kaHuensiputo (T. Koponesy B. A.).
I'enepanbubiii mupexTop A.I1. MBanos. B neno 1 — 3 — 6. C. C. Ilerpos.
2 3aganue 2
Odopmuts pacnopspkerne Ne 137 or 10.03.20  rmaBHOro umxeHepa MOCKOBCKOrO CTaHKOCTPOHMTEILHOTO
3aBona «Texmarn [I.M. ConnneBa «O BHenpenun crangapta OPJ] CTII 02-601» Ha ocHOBe NpeIIOKEHHBIX 00pa31oB
B MIPUJIOKEHUH 3 U 4.
B pacropsiautensHON 9acTH yKa3aTh 4 MyHKTa:
1. O suenpennu craagapra OPJ] CTII 02-601 Bo Bcex ciyx6ax, Ha y4aCTKax U B CTPYKTYPHBIX MOAPa3AEICHUAX
3aBoma ¢ 01.04.20 .
2. OO0 opranmzanuu 3aHstuii o m3ydennto CTIT 02-601 co cneuuanicTaMd M HHXKEHEPHO-TEXHOJIOTHIECKHM
nepcoHaioM (¢ ykazanueMm «Komy» u ¢ kakoro urcia)
3. OO6 opranuzanuu TupakupoBanust 6aHkoB OP/I, TUIIOBBIX TEKCTOB U YHUPHUIIUPOBAHHBIX GOpM (C yKa3aHHEM
«Komy?»)
4. KoHTpoib 3a UCTIONHEHNEM PAaCHOPSKEHHS BO3JIOKHUTH HA 3aMECTHTEN TUpeKTopa mo obuum Bormpocam M.K.
Buposa.
IIpocraButh BU3y fopuckoncynsta I1.K. Jlynosa
[ocTaBuTh OTMETKY 00 McnonuuTene. Mcnonnurenem seisiercs JKypasnesa tenedon 308-34-16
3 3anganue 4
OTtkpoiiTe crnpaBodHO-TIpaBOoBYI0 cucteMy Koncynprant IDmioc, HalimuTe TmpWKa3 o TIPOBEACHHUU
unBenTapuzanuu (popma MHB-22), oTkpoiite ee ¢ MOMOIIBIO TAOIMYHOrO TPOLECCOpa U 3aMONHHUTE JUIs CBOEH
opranm3anun. Coxpanute paborty B aiine mog nmeHeM «lIpumep 00 HHBEHTAPH3AIHN.
4 3amanue 5
Odopmure yka3aHrue B TEKCTOBOM IIPOIIECCOPE, paccTaBisist peKBI3UTHI coritacHo 'OCT
OAO "3enur"
Hupextop
Bussl

s cocraBneHns rpaduka NOCeIeHni KypcoB OBHIMICHHS KBanuukamy B nepron ¢ 1 urors 2014 .
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[MPEJJIAT AIO:

1. PykoBoauTENsIM OTAEIOB IMPEACTABUTH CEKPETAPIO CIIMCOK COTPYAHHUKOB, XKETAIOUIUX MPOUTH KYpPCHI
noBeIIIeHUs KBauukanuu. Cpok MpecTaBlIeHNs CITIUCKOB - 110 25 mast 2008 T.

2. CexpeTapro COCTaBUTh €ANHBIA CBOIHBIN CIIMCOK COTPYIHUKOB, JKENIAIOIINX HPONUTH KYPChI IOBBIIICHHS
KBaJM(PUKAIMK, U TIPEJCTaBUTh JUIS YTBEPKACHHS HAYaIbHUKY OTAeNa KaapoB. CpoK NpecTaBIeHus ClicKa - 27
Mas 2014 r.

01.05.2014 Ne45

YKA3AHUE
Cosera yupenutenei
O mopsiKe HAIIPaBIICHUS
HA KyPCHI TIOBBINICHUS KBATH()UKAITUH

MpumeuaHue: OpopMreHue U PacrosnioneHUe PeKsusumos peleHus, YKa3aHUa ocyulecmenaemcsa aHan02u4Ho
MPUKA3Y UAU pacriopareHuro.
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IIpaBuio pacnosnoxeHue peKBU3UTOB IIPUKA3a.
MAKET ITPMKA3A 110 OCHOBHOM JESITEJIbHOCTH
( ¢ MPOAOIBLHBLIM PACHOJIOKEHHEM PEKBU3HTOB)

HaumenoBaHne MUHHCTEPCTBA UM BEAOMCTBA (E€CIIH €CTh)

[Tpunoxxenue 1

[12 T ]
HanmenoBanue opranuzanuu
[12 T ]
[MTPUKA3
[12 T ]
00.00.0000. Ne 00
[ 12 7]
Mecto n3znanus
[18 rT |
3arosioBoK (KpaTkoe coJiep:KaHue, BHIPa)KEHHOE
OTTJIar0JIGHBIM CYIIECTBUTEIBHBIM B TIPEIIOKHOM
najiexxe, HaunHaeTcs npoJyioroM «0...»)
[18 T 1 Gotee |
Texct koncmamupyroweti wacmu TIpuKa3a IPUBOIATCS (PAKThI, MOCTYKUBIINE  OCHOBAaHUEM
VI W3JIaHUs MpuKasa.
B cBsi3u ¢ mpon3BOICTBEHHON HEOOXOAUMOCTHIO. . .........
[12 o ]
Pacnopaoumenvuas yacmo nauunaemcs ci1o8om
IMPUKA3BIBAIO (nuwemcs omoenvro na cmpoke) [ 12 ur |
1. ITonHoe HauMeHoBanue HOJDKHOCTH ucnoyHutend 1.0, damumug B
JATeTbHOM MaJie)Ke UM HAMMEHOBAaHUE CTPYKTYPHOIO Moipa3aesieHus
— HE0OXO0IUMBIE NEHCTBUS,  BBIP@KEHHbIE  IJIarOJIOM B
HeompeAeIeHHOH hopme, - CPOK ACHCTBHS (0€3 CIIOBa «CPOK»)
2. ITonmnoe wHaummeHoBanue pomkHoct HM.O. dammwma wm

CTPYKTYpHOE MOJpa3/ielieHne (€Ciy B MyHKTe HECKOJIbKO JNEHCTBHIA, pa3HBIX IO
XapakTepy, TO KaKJ0€ BbIICISAETCS B MOAMYHKT): AEUCTBUE U CPOK UCTIOJTHEHUS

3. To xe
4.IlocnenHuii MyHKT UMEET MOCTOSIHHYIO (POPMYITHPOBKY:

KOHTpOJ’IB 3a HCIIOJIHCHHUCM IIpUKa3a BO3JIOXKUTL Ha (CTPYKTypHOC noapa3aciICHUuC Wi JUIOo, Ha
KOTOpPOE€ BO3JIara€rCsa KOHTPOJIb, HAUMCHOBAHHUEC IOOJIKHOCTH, (baMI/IJ'II/ISI, HMHUIIMAaJIbl B BHHHUTCIIBHOM

Majiexe).
[12- 24 1T ]
HanmenoBanue

JOJIKHOCTH PYKOBOIUTEIIS N.0. Gamunns

[ 12 — 24 oT]
8u3bl (be3 crnosa «8usay) Hanpumep
I'maBHbII Oyxrantep

N.0. ®Gamunus

[ara

Hcn. @amunus,
Te.
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[Tpunoxxenue 2
O0pa3en npuka3a no OCHOBHOM 1eATeIbHOCTH
[Ty6nuyHOe akiuoHepHoe 00mecTBoO «TpuaTion»
[MTPUKA3

29.12.2017 Ne 287

r. Marauroropck

O BBe/JICHHUM B JICUCTBHUE YIIPABICHYECKOTO
JIOKyMEHTOO000pOoTa

B IeIax COBCpIHCHCTBOBaHI/IH praBHqueCKOﬁ OTYCTHOCTHU KOMIIAaHUU U yHOpHI[O‘IGHI/ISI CUCTCMBI
JTOKYMEHTO000pOTa

[TPUKA3BIBAIO:

1. VrtBepauth nonoxenue «OO0 yrnpaBIeHUYECKOM JTOKYMEHTOOOOpPOTE» M BBECTH €ro B JEHCTBHE C
01.01.2018.

2. Bcem HauanbHUKaM TOJpa3IesieHH TPOPadOTaTh MOJIOKEHHE C ITOAKOHTPOIHHBIM TIEPCOHAIIOM.

3. KoHTposs uctoHeHus mpuKa3a BO3JIOKUTH Ha 3aMECTUTENSI TEHEPATBHOTO TUPEKTOpa KOMITAHUU
o obmuM Bompocam CamosbeHko M. H.

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

3aM. TupeKTopa 1o o0IKuM BOoIpocam

/TIO TN CE/ H.M. CaMmonbeHKO
29.12.2017

[Terpos I1.C.1en.000000
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[Tpunoxxenue 3

Oo0pa3sen pacnopsizkeHust

000 «CrpoiiTexIIpom»
PACIIOPSI>KEHUE
«03» nexabps 2017 r Ne 07

r. CpI3panb

O npoBeJCHUH MTPOMEKYTOTHOTO aHATHN3a
peanuzyemoii pexiiamaoi crpaterun Ne 1 ot 09.06.2017

B cBs13u ¢ HesicHON MH(POPMAIIMOHHOM KapTHHOM O pe3yabTaTaM peKIaMHbIX MEPOTIPUITUN
OBA3BIBAIO:

1. Mapketonora CypukoBy A.H. mpoBecTu NpoMeKyTOUHBINH aHAIN3 pealn3aliy peKiIaMHON
crparerun Ne 1 ot 09.06.2017

2. IIpenocTaBuTh roTOBBIN aHanu3 B cpok a0 10.12.2017

3. KoHTpo1h 32 UCTIOJITHEHHEM PACTIOPSHKEHHS OCTABIISIO 32 COO0M

PykoBoauTens oTaena MapkeTHHTa Maviwesa I1.MaiinieBa
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IMopsiiok BHINOJIHEHHUsI Pa0OTHI:

W3yuute TeopeTHUECKHI MaTepral 1o 0(OPMIICHHIO PACIIOPSAAUTEIBHBIX TOKYMEHTOB U
PacoIOKECHUE PEKBH3HUTOB.

Odopmute 10KyMeHTHI B TeKCTOBOM peaakTope Microsoft Word co Bcemu TpeboBaHusIME
odopmMIICHHS, C OTCTYIIAMHU M UHTEPBATIAMHU.

dopma npeacraBjieHus: padoThbi:
Odopmiennsiii JokymeHT B coorBeTcTBur ¢ ['OCTom 7.0.97.-2016

Kpurepuu onenkn:

OrnenHka
Pe3ynbTaTHBHOCTE BBIOJTHEHUS 33 JaHUS WHIMBUIYTbHBIX
JOCTHKEHHUH, Oat
3aJlaHue BBIITOJHEHO IOJIHOCTRIO, 0e3 3aMeuaHui 5
3a/1aHue BBHITIOJTHEHO TIOJHOCTHIO, HO IMEIOTCS HECYIIECTBEHHBIC 3aMECUaHUs 4
3a/1aHue BBITIOJTHEHO, HO UMEIOTCS CYIIIECTBCHHBIE 3aMeuYaHus, IIOBJIEKIITNE K 3
HEBEPHOMY PEIICHUIO 3a/IaHUs
3amaHue He BBIIOJIHEHO 2
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IIpakTHyeckoe 3anaTHE Ne S
CocraBnenue 1 0(opMIICHHE PACTIOPAAUTEIBHOM JOKYMEHTAIMH, CO3/1aHHON Ha OCHOBE MTPHHLIUIIA
KOJUJIETHAJIBHOCTH (TIPOTOKOJI, PEIICHHUE, TIOCTAHOBJICHHE).

Lean padoThI:

Hayuuthcs coctaBisTe 1 0GOpMIISATh pacopsIUTEIbHbIE JOKYMEHThI B cooTBeTcTBUU ¢ ['OCT P
7.0.97 - 2016

Boinosnus padorty, Bel Oyaere:

ymemy:
— 0(OPMIIATH JOKYMEHTAIIMI0 B COOTBETCTBUU C HOPMATHBHOW 0a30i, MCIONB3YyS WH()OPMAIMOHHBIC
TEXHOJIOTUH;
— YHUPHUITUPOBATH CUCTEMBI IOKYMEHTAITUH;

BrinosiHeHne npakTu4Yeckoii padoTsl cnocoocTBYeT (POPMUPOBAHUIO

OK 01.1 Onpenensier mpodecCHOHAIBHYIO 337a4y C y4eTOM NMpo(GeCCHOHAITHHOTO M COLUAILHOTO
KOHTEKCTa, COCTaBJIAET IUIaH JEHCTBUM [Uid €€ pelleHus, peaju3yeT €ro, B TOM 4YHCIe C Y4€TOM
M3MEHSIOIINXCS YCIIOBHM, U OIEHUBAET PE3YJIbTATHI PEIICHUs MPo(hecCHOHaTBHOM 3a1auu.

OK 01.2 OcymectBasier Mmouck HHPOPMAIMKM, HEOOXOJMMOW HJsi pelieHUs 3aJadyd  W/Uiu
poOIeMBI.

OK 01.3 JlemoHCTpHUpyeT HaBbIKU pabOTHI B MPO(ECCHOHATBLHON U CMEXKHBIX cepax.

OK 02.1 Onpenenser 3a1a4yu U UICTOYHUKHU MTOMCKA B 3asBJICHHBIX YCIOBUSX.

OK 02.2 Ananu3upyeT U CTPYKTypUpYET MoJiydyaeMylo HHpopmainuioo, oQopmiseT pe3yibTaThbl
MOMCKa HHPOPMAITHH.

OK 02.3 Ucnonb3yeT HHPOPMAIIMOHHBIE TEXHOJOTUU U COBPEMEHHOE NMPOTrpaMMHOE OOecreueHue
MIPU pPeIIeHUH MPOPECCHOHATBHBIX 3a7a4.

OK 04.1 Inanupyet AesATeNbHOCTh WICHOB KOMaH/bl U PACIPEEIAET POJIH.

OK 04.2 BzaumoneicTByeT C KOJIJIETaMH, PYKOBOJCTBOM, B Xo0j€ MNpodhecCHoHaTbHOU
NeSITeIbHOCTH.

OK 04.3 [IpumeHsieT HaBbIKHA YIIPABJICHUS TPOEKTAMM.

OK 05.1 OcymectBnsier ycTHOE OOIIeHUE B MPOPECCHOHATBHONU EATEITLHOCTH B COOTBETCTBUU C
HOPMaMH PYCCKOTO SI3bIKa.

OK 05.2 OdopmisieT JOKyMEHTHI 0 Mpo(HeCCHOHATLHON TeMaTHKE Ha TOCYAaPCTBEHHOM SI3bIKE.

OK 05.3 Hcnosp3yer cTaHIapTHBIA HAO0Op KOMMYHHMKAIIMOHHBIX TEXHOJOTHH Uil oOMeHa
uHpopmanuen B mpodeccCuoHaIbHON NesITeIbHOCTH.

OK 09.1 OcymectBisieT KOMMYHUKaMoO (YCTHYIO M THCBMEHHYI0) Ha TOCYAapCTBEHHOM U
MHOCTPaHHOM SI3bIKE.

OK 09.3 HsBnekaer HeoOX0oAMMyH HWH(MOpPMAIUMI0O W3 JOKYMEHTAIMU IO MPOodeCCHOHATBHOU
TeMaTHUKe.

[IK 1.6.3 IloaroraBiuBaeT OTYETHYIO JOKYMEHTALUIO.

I1K 2.3.3 CocraBnseT akT o0cae0BaHus Ha 00BEKT KAaUTAIBHOTO CTPOUTEIIBCTRA.

[1IK 2.4.1 ®opmupyeT 1 0popmIIsLeT OTYETHYIO JOKYMEHTAIMIO IO KOMITJIEKCY 0OMEpHBIX padoT.

IIK 3.2.1 Paboraet ¢ oOpaiieHussMd U WHOOPMALIMOHHBIMU 3allpOCaMM, B TOM 4uciie Ha EnuHom
MopTajge TOCYAapCTBEHHBIX UM MYHULMMAIBHBIX YCIyr ((QyHKUMi) U (WIM) PEerMOHAIBHBIX MOpTanax
rOCyIapCTBEHHBIX U MYHHUIIMIIATBHBIX YCIYT (QYHKIUH).

IIK 3.2.2 CocraBisieT IOKyMEHTHl IO 3ampocaM, B TOM 4uciae Ha EnmHom mnopraie

TrOCYyJapCTBEHHbIX W MYHMLUMNAIBHBIX ycayr ((QyHKUuil) u (MIM) peruoHalbHBIX IOpTagax
rOCyJapCTBEHHBIX U MYHULIUNIAIBHBIX YCIYT ((PYHKIHIT).

1K 3.3.2 Mcnonb3yeT TEXHUUECKUE CPEJICTBA 110 OLU(PPOBKE JOKYMEHTAIIHH.

1K 3.3.3 Mcnonb3yeT 3JEKTPOHHYIO TIOAIUCK.
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I1K 3.4.3 Bexer 10KyMEHTOOOOPOT C y4ETOM YMEHUH 0(OPMIICHHE KOMHA OTYETOB, TOKYMEHTOB U
MaTepHaJIOB, KOTOPHIE HCHOJB30BATUCH MPU OMPEACICHUN KaJAacTPOBOH CTOMMOCTH, U BPEMEHHOTO,
IIOCTOSIHHOTO U (WJIM) AOJITOBPEMEHHOI'O CPOKOB XPAHEHHUS.

MarepuajibHO TeXHHYECKOe ofecreyeHue:

Paboyas u iekuuoHHas TeTPajIH.

JumakTuyeckuii Matepua

[lepconanbHBII KOMIIBIOTEP, TEKCTOBBIN mporeccop Microsoft Word

OO0pas31bl J0KyMEHTOB (MakeT) pacnopsauTensHoro nokymenTa (Ilpunoxenue 1, 2,3.)

3aganue:
O(bOpMI/ITI) pacnopsAAUTCIbHBIC JOKYMCHTBI C HMCIIOJIb30BAHMEM KOMIIBIOTCPHBIX TEXHOJOTHH # B
cootBerctBuU ¢ TpeboBanusiMu ['OCT P 7.0.97-2016 — pewenue c coOmMoOAeHNEM BCEX OTCTYIIOB U
MHTEPBAJIOB.

Ilopsinok BbIMOTHEHUSI PpA0OTHI
Otkpoiite cnpaBouHO-TIpaBoBYyl0 cuctemy Koncynbrant Ilmtoc, ucnonwsiys Kaprouky moucka,
Hauaure peuwienue (cM. pasznen YensOuHckas o6nactb). CkonmupoBaTh HaWIEHHYIO HHQOpMAIMIO B
TeKCTOBBIN npoueccop. Odopmute pemienne. Coxpanute padboty B Paiine nog umeneMm «Perienne».
dopMa npeacraBieHust padoThbi:
OdopmieHHbIe JOKYMEHTHI B YCTAHOBJICHHOM MOPSIJIKE.
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Oo6pasen opopmienusi Perenust

HAUMEHOBAHUWE OPITAHHU3ALIUM
Cnpasoynbie TaHHble 06 opraHH3auun

PEIUEHUE
00.00.0000 Ne 00
Mecro nagauns
Baronosok nauunaerca !
¢ npemnora «0 ..»

Texer KOHCTaTHPYIOWEH YACTH AOKYMENHTa (TPHYMHK W3AAHMSA,
LeMi), CChiNIKa, B CIy4ae HeoGX0AMMOCTH, Ha PaCTIOPAMTE/ILHEI! J10KY- 1
MEHT BHILICCTOSILETO OpraHa.

PacniopsantenbHan 4acTh HauMHaeTes crosammu: Comer IHMpeKTo-
pos (Koanerus u 1. 4.),

PELLIWJT (PELLIWJIA):

TexeT MyHKTOB 0QOPMAACTCA MO CXEME: HCMOANNTEAb — Jcii-
CTBHE — CPOK.

MocaeaAHHA NYHKT: KOHTPO/b 33 HCNOAHEHHEM BOINOXKHTE HA —
YKA3IbIBACTCA AO/KHOCTD, HHMIIMANK, (haMuIHA.

[pencenarens (noanucs) H. O. ®amunus
Cexperaps (noanucs) H. O. ®amuana

Buawt (mpu HeobxoaumocTi)

B aeno 00-00 (noanucs, aara) Haenmuduxarop
INEKTPOHHON KOMHH
NOKyMeHTa
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Kpurepun onenkn:

P€3y.]IBTaTI/IBHOCTB BBITIOJIHCHUA 3a1aHUA

OL[GHKa WHIUBUAYAJIbHBIX HOCTH)KCHHﬁ,

Oan
3ajaHue BBIIIOJIHECHO MOJHOCTHIO, 0€3 3aMeUaHu 5
3aaHue BBIIOJHEHO MOJHOCTBIO, HO HMEIOTCS 4
HECYNIECCTBCHHBIC 3aMCUaHUS
3aiaHue BBHITIOJTHEHO, HO UMEIOTCS CYIIIECTBCHHBIE 3
3aME€4yaHUsA, ITIOBJICKIIHNEC K HeBepHOMy peHIeHI/IIO 3aaHuA
3aaHue HE BBIIOJIHECHO 2
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Tema 2.3.
HNHpopMaLHOHHO-CIIPABOYHANA JOKYMEHTALUSA

[pakTuyeckoe 3ansTue Ne 6
Cocrasienue u ohopmieHre HHPOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB (CITY’)KEOHBIX MUCEM, IIPOTOKOJ, aKT,
JIOKJIa/THAsl 3aIMCKa, CITy)KCOHBIC 3aITHCKH );

CocraBJjienue u oopmjieHHE CIY:KeOHBIX MHCEM

Lean padoTbi:
Hayuntbes coctaBiats 1 0opMIATh HHOOPMAITMOHHO — CITPABOYHBIC JOKYMEHTHI ( IMHUChMa ) B
cootBerctBum ¢ [OCT P 7.0.97 - 2016

Boinosnus padorty, Bel Oyaere:

ymemy:
— oOpMIISTH TOKYMEHTAIIMI0 B COOTBETCTBHMU C HOPMATHBHOW 0a30i, MCHONB3Yys HHGOPMAIMOHHBIC
TEXHOJIOTUH;
— YHUPHUITUPOBATH CUCTEMBI TOKYMEHTAITUH;

BrinosiHeHne npakTu4yeckoil padoTsl cnocoocTBYeT (POPMUPOBAHUIO

OK 01.1 Onpenensier mpodecCHOHAIBHYIO 3a/1a4y C y4eTOM MPO(GECCHOHATHHOTO M COIUATLHOTO
KOHTEKCTa, COCTAaBIISCT TUTAH JCHCTBUU i €€ pelleHus, peaju3yeT ero, B TOM YHCle C y4E€ToM
M3MEHSIONINXCS YCIIOBHM, U OIEHUBACT PE3YNIbTAaThl PEIICHHS TPO(PECCHOHATFHOM 3a1a9H.

OK 01.2 OcymectBasier MmMoOUCK HWHPOPMANUM, HEOOXOTUMOMW ISl pEIIeHHUs 3a7add  W/Uiu
poOIeMBI.

OK 01.3 JlemoHCTpHpyeT HaBbIKU pabOThI B IPO(ECCHOHATBLHON U CMEXKHBIX cdepax.

OK 02.1 Onpenenser 3a1a4yu 1 UICTOYHUKHU MTOMCKA B 3asIBJICHHBIX YCIOBHUSX.

OK 02.2 AHanusupyeT W CTPYKTYpPHPYET MOJIydaeMyro HHQPOpMAIHio, oPOpMIISET Pe3yabTaThl
MorcKa MH(POPMAIIHH.

OK 02.3 Ucnons3yer nHGOPMAITHOHHBIC TEXHOJOTUHA U COBPEMEHHOE MPOTPaMMHOE obecrieueHne
IIPH pelIeHnH MpodecCHOHAbHBIX 3aay.

OK 04.1 I[nanupyet nesTeIbHOCTh WICHOB KOMaH/Abl U pACIPEICIIIeT POJIH.

OK 04.2 BzaumonelcTByeT C KOJUIETaMH, PYKOBOJCTBOM, B Xoje MNpodhecCuOHATbHON
NeSITeIbHOCTH.

OK 04.3 [IpumeHsieT HaBbIKH YIIPABJICHUS ITPOEKTAMM.

OK 05.1 OcymecTBisier ycTHOE OOIIeHUE B MPOPECCHOHAIBHON JIEATEILHOCTH B COOTBETCTBHH C
HOPMaMU PYCCKOTO SI3bIKa.

OK 05.2 OdopmisieT JOKyMEHTHI 0 Mpo(HecCHOHATBHON TEMAaTHKE Ha TOCYIapCTBEHHOM SI3bIKE.

OK 05.3 Hcnosp3yer cTaHIApTHBIA HA0Op KOMMYHHKAIIMOHHBIX TEXHOJOTHH Uil oOMeHa
uHpopmanuen B mpodhecCuoHaIbHON NesITENbHOCTH.

OK 09.1 OcymectBiasieT KOMMYHUKalUKO (YCTHYHO M HUCbMEHHYIO) Ha TOCYAapCTBEHHOM M
MHOCTPaHHOM SI3BIKE.

OK 09.3 H3Bnekaer HeoOXoaumyro HHQOpPMAIHMIO M3 AOKYMEHTAIMH MO MpodeccroHalbHOMN
TEeMaTHUKe.

[IK 1.6.3 IloaroraBiuBaeT OTYETHYIO JOKYMEHTALUIO.

I1K 2.3.3 CocraBnseT akT oOcae0BaHus Ha OOBEKT KallUTaIBHOTO CTPOUTEIHCTBRA.

[IK 2.4.1 ®opmupyeT 1 0popmIIsLeT OTIYETHYIO JOKYMEHTAIIMIO 0 KOMIUIEKCY 0OMEpHBIX padoT.

IIK 3.2.1 Paboraet ¢ oOpamieHussMUd U WHOOPMALIMOHHBIMU 3allpOCaMH, B TOM 4Yuclie Ha EnuHom
MopTaje TOCYAapCTBEHHBIX M MYHULUMNANBHBIX yCIyr (GyHKIui) U (UIU) perdoHANbHBIX MOpTaIax
TOCYIapCTBEHHBIX U MYHHUIIMITATBHBIX YCIYT (QYHKIUN).
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I[IK 3.2.2 CocraBnsier [IOKyMEHThl IO 3ampocaM, B TOM 4ucie Ha EnuHom mnopraie
rOCYyJapCTBEHHbIX W MYHHLIMNAIBHBIX ycayr ((QyHKOui) ©u (WIM) pErHOHANBHBIX MOpTajax
rOCyJapCTBEHHBIX M MYHHIMIIAIBHBIX YCIYT ((PYHKIHIT).

1K 3.3.2 VMcronb3yeT TEXHUUECKUE CPENICTBA M0 OLU(PPOBKE JOKyMEHTALIUY.

[1K 3.3.3 Ucnons3yeT 3JeKTPOHHYIO MOIMHUCH.

I1IK 3.4.3 Beaetr 70KyMEHTOOOOPOT C y4€TOM YMEHUM 0POpMIICHHE KOTIHI OTUYETOB, TOKYMEHTOB U
MaTepHUaIoB, KOTOPbIE HCIOJIb30BAIUCH MPU OIPEIEICHUN KaJacTPOBON CTOMMOCTH, JUIsl BPEMEHHOTO,
IIOCTOSIHHOTO U (MJIM) AOJTOBPEMEHHOIO CPOKOB XPAHEHHUS.

MarepuajibHO TeXHHYECKOe ofecrieyeHue:

Paboyas u IeKMoHHAsT TETPaIH.

JnpakTuyecknili Mmatepuat

[MepcoHanpHBII KOMITBIOTEP, TEKCTOBBIH Mpotieccop Microsoft Word
O6pa3upl 1okymMeHToB (MakeT) nucbMa (IIpunoxenue 4,5, 6.)

3amanue:

CocTaBUTh H O(l)OpMI/ITI) C HCIIOJB30BAHHUEM KOMITIBIOTCPHBIX TEXHOJIOTHI U B COOTBETCTBHU C
tpeboBarussmu ['OCT P 7.0.97-2016  cimyxeOHBIE W MPETEH3MOHHOE MHChMa C COONIIOJICHHEM BCEX
OTCTYIIOB U UHTCPBAJIOB

Hcxonnbie JaHHbBIE

1 | 3apanue 1.

[Myonuunoe akumoHepHoe obmectBo «OKIIO», Haxoautes no anmpecy yiu. Illabomnoska, 1.65, MockBa, 115419,
daxc (495)1111-11-02, OKIIO 29901111, OI'PH 1027739110111, MHH/KIIIT 7715001111/772501001, 6b110 HOpy4eHO
3amecTuTento reHepaibHoro aupexropa Ilponsunoy b.K. , coctaButs mucsMo 00 oOopMIICHHH MUCEM, HANIPABIAEMBIX B
reHepabHylo aupekuuto, aupekropy Ilepmckoro oraenenus B.B.IllecrakoBy. ITucbMo 10IKHO conepxkaTh CIEAYOLIEE,
yro Ciry)x00i ynpaBieHHs 1eJlaMH OCYIIIECTBIICH BEIOOPOUHBII aHAIN3 MUCEM
(oxoio 100) nonyyennsix, u3 Barero orgenenus B 2016 rony. B pesynbTarte nponenaHHol paObOThI BBISIBICHBI THITHYHBIE
ommOKu TpH cocraBieHuu muceM. [Ipomry Bac oOpatuth ocoboe BHMMaHHE Ha KadecTBO O(OPMIICHHS MHCEM,
HaNpaBJIieMbIX B TEHEPAIbHYIO AMPEKIMIO M B BBILIECTOSAINNE OpraHuszanuu. [Ipu odopmieHHH mHceM HEoOXOIMMO
pykoBoncTBoBaThesi PexomenpamusimMu no odopmiiennto muceM B 3A0 «OKCIIO», pa3paboraHHBIMH paOOTHHUKAMU
oTzeNa JOKYMEHTAIMOHHOro obecredenus. K muckMy mpumararotTesl B BUle NPHIOKEHUH 1- aHAJIU3 TUIMUYHBIX OMIMOOK
MIPY COCTABIICHUU MUCEM OTeNeHussMH Ha 2 1. B 1 9k3., 2- Pexomennanmu no odpopmiiennto nmuceM B 3A0 «9KCIIO» Ha 8
1. B 1 9x3. ITucemo HeoOxoaumo otmpasuThb 25.07.2016 3a Ne 01 — 30/8289.

2 | 3anmanue 2.

Ucnonmaurenem M.1O. TlonsikoBoii 1o mopy4eHuro HavanbHuka otaena mapkeruara OAO «Toprmorpedcorosy (T.
Mocksa, Jlecnas ym., n.18, 117123, ten./dakc. 234-56-00, OKIIO 87654321, OI'PH 1234567890098, WHH/KIIII
09876543321/123456789) B. A. Komaposa 6b110 coctaBneHo nckMo B aapec OO0 «/leno», TeXHnIeckoMy AUPEKTOPY
MsrkoBy A. M. 00 oTmpaBKe MJOKYMEHTAIIMHU CIEeXyromero comepkanus: «Hampasisiem HeoOxomumple Bam TOKyMEHTHI,
cojiepkamye MHGOpMAIMIO O IIEHe KOMIUIEKTa HaydHO-TEXHWYECKOW JTOKYMEHTAllMH Ha XOJOIMIBHOE 00O0pYIOBaHHE.
[IpennaraeM BBICTATh TEXHHUYECKYIO IOKYMEHTALMIO Ha 3apyOeKHBIE aHAJIOTH XOJIOAWIBHOrO obOopymoBanus. Ilpu
MIPUHATHHN TONOKUTENBHOTO PELICHUs] O 3aKylKe 00OpyIOBaHMSA NMPOCHM Bac HampaBUTh COOTBETCTBYIOIIEE MHCHMO
pykoBonuTtento orzena cobita HaymoBy C. T1y. JlaHHBIM THCEMOM CONPOBOXIANIACh crieludukams Ha 28 1. B 1 9K3.

3 | 3anmanue 3.

[Iy6muanabM akimoHepHBIM ob0mecTBoM «Bocxom» (109176, Mocksa, yi. Ilonesas, a.14, od.324) 6su1 opopmiieH
3aka3 Ne 7 Ha MOCTaBKY MPOIYKIINH B COOTBETCTBHH C 3aKIIOYEHHBIM JOrOBOPOM O mocraBkax oT 13.06.2003 Ne 12 u
nanpasiiet B agpec OAO «/Iuamant (114000, Mocksa, yi. ITpoctophasi, 1. 25, od.14, ten .168-93-78, OKIIO 87654321,
OI'PH 1234567890098,
WHH/KTIIT 0987654321/123456789). Ogaako OAO «/IlnamaHT» He cMOIIIO B yKa3aHHBINA cpok (28.07.2012) ucmoaHUTH
3aKa3 u3-3a OOJe3HM BEIYIIEro COTPYIHHUKA OTHEeNa NOCTaBKH H ero ['eHepampHbIi mupekTop Mypomres I'.JI. HampaBmn
nHpopMannonHoe mHckMO B aapec 3AO «Bocxom» o mepeHoce CpOoKoB MCHONHEHHWs 3aka3za Ne 7 ¢ 28.07.2012 nHa
04.08.2012, B xotopom Takxe ormermsl 9t0 OAO «/[maMaHT» COTITacHO B TE€UCHHWE 5 THEW BHIIUIATHTh HEYCTOWKY B

27




COOTBETCTBUH ¢ I1.4.2 3aKIFOUYESHHOTO JJOT0BOpa 0 MmocraBkax. [TncbMo ObLIO cocTaBieHO ncnonauTeieM CMupHOoBOit A. JI.
1 MIOJINTUCH 3aBEpEHa MeYaThl0 OPraHU3aIIH.

3aganue 4.

Ha ocHoBanuu IIpusnoxxeHus 6 cocTaBbTe MPETEH3MOHHOE MHCHMO ITOCTABIIMKY 00 yIUIaTe HEyCTOWKH B pa3Mepe
8% ot cromMocTH HemonocrasieHHoH npoxykuy. [To gorosopy Ne 28/12 ot 30.04.20  1OMKHO MOCTYIHTH NPOLYKIMH
(umdepa) B xon-Be 5000 kB.M. Ha cymmy 250000, dakTrdeckn moctymuno npoaykinuu B koia-Be 4800 xB.M. Ha 240000
pyOJIeli, 4TO TOATBEPKIACHO HAKJIATHOHN >Kelne3HOmOpokHOH cranimu Ne 566 ot 02.05.20 . B cBsI3u ¢ HEMOMOCTaBKOMH
BO3HHKJIM YOBITKH OT MPOCTOSI M HA MEPOIIPUATHS 110 JUKBHIAIMK 3TUX YOBITKOB OBLIO M3PACXOI0BAHO JIOMOIHUTEIHHO
4000py0. ITocraBmmk: dupma «bAH» ampec: r.Mocksa yi. Kyrysosckas a.125 Ten.158-59-63. Iupektop: @.H.bypkeer
[NokynaTenp (cocTaBUTENb MPETEH3NOHHOTO NHchMa): ¢pupma «Mamay r.Jleannoropek PT, yn.I'opekoro 56 ten./daxc 5-
89-65,p/c Nel12345678910121415002 B Ganke «Axk-bapc» r.Jlenmnoropcka [upexrop: M.C. CeerukoBa, Ii. Oyxrantep
I1.0.Kaprumna.
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[Tpunoxxenue 4

Hpedﬂazaemc;l munoeasn cxema nucoma

HaumeHoBaHue opraHuzanuu HanmenoBanuu opranu3anuy (AMEHATEIBHBINA
CripaBouHble JaHHBIE 00 OpraHU3aluU MazeK)
(mouTOBBIH azpec, TenedoH, ocTanbHOE HaumenoBanue 10J1KHOCTH (J1aTEIbHBIN MAJIEXK )
I10 JKEJIaHHIO) N.O. ®amunus (1aTesbHbIN Magex)
OKIIO 00000000 OT'PH 000000000 [TouToBsIit agpec (v HOMEp (Pakca, ecu
WHH/KIIIT 000000000/00000000 UCHMO OTIPABJISIIOT 1O (hakcy)

Ne
Ha Ne OT

3aroyioBOK OTBEYAET HA BOTIPOC
(0 uem); He Oomee 4-X CTPOK,
JUTMHA CTPOKH 10 73 MM

O6pamenue (Hanpumep: ['ocioaua MBanoB)!

B mepBoit () wacT yKa3bIBalOTCA MPUYHUHBI, [OCIYKUBIIME OCHOBAHMEM IS
BBOJIHOMCOCTaBJICHUS MUChMa ((PaKThI, COOBITHSI, CCBUIKH, U JP. TOKYMEHTHI), Harpumep: «B cBsi3u ¢ TeMm,
YTO TPHU MOJy4CHHHU rpy3a Ha ctaHuuu «Mask» 26.02.1996 no nakmamgnou Ne 234456 B ncnpaBHOM
BaroHe C HEHApPYIIEHHBIMH IJIOMOAMH TPYy300TIPABUTENS MPH BCKPHITHH SALIIMKOB U IPOBEPKE
COJIEP’)KMUMOTO C Yy4YaCTHEM TMpEeICTaBUTENA... Oblla yCTaHOBJEHA HeIOCTaya:... WITYK H3JAeIUd Ha
CyMMYy... (kommepueckuit akT oT 26.02.1996 « 247...)».

Bo BTOpOIii () yacTu mucbMa GopMyIUPYETCsl €ro OCHOBHAS 11€1h OCHOBHOM(ITPUIIOKEHHE, OTKA3,
npocb0a, rapaHTus U T.11.), Harpumep: «Ha ocHOBaHMM M3JI0KEHHOTO, MPOCUM B TeueHune 10 0aHKOBCKHUX
JTHEH MepeurciInTh YKa3aHHYI0 CyMMY Ha Halll pacYeTHBIN CUeT.».

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

HanmenoBanme nomKHOCTH JILIL. N.0.damunus

Wunnuans! 1 paMuins UCTIOTHUTENS
CIIy>keOHBbIH TesnedoH
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IIpunoxenue 5

OO6paser cny)xeOHOTO TUChMaA

Muno6pHayku Poccun

Jlebenesoit M.C.
denepanbHOE TOCYIaAPCTBEHHOE yi. Hapoanas, 1.5, kB.291
aBTOHOMHOE 00pa30BaTEJIbHOE r. Cankr-IletepOypr,
YUPEKJIEHUE BBICIIEr0 00Opa3oBaHUs Poccus, 193079

«Cankrt-IlerepOyprekmii
MOJINTEXHUYECKHI YHUBEPCUTET
IIerpa Benukoro»

HpI/IeMHaﬂ KOMMUMCCHA

yi. 'uapoTeXHUKOB, 5
r. Caukr-IletepOypr, Poccus, 194064
ten. +7 (812) 297-21-31

09.04.2016 Ne 10-425
Ha Ne or 03.02.2016

O npaBunax NocTyIIeHUs B BY3

VBaxaemas Mapus CepreeBna!

Bcro HeoOxoaumyro nHGOpMAaIUIO 0 TIPaBHIIaX MOCTYIUICHUS B By3 Bel cMoskeTe HalTH B
MIPUJIOKEHUU.

Mg Oynem pajasl BUeTh Bac B HallieM yHUBEpCHUTETE.
[Tpunoxenue: Ha 38 1. B 1 2K3.

C yBaxxeHuew,

OTBETCTBEHHBIN CEKpeTaph JLIL. B.}O.PoanonoB

A.A.Humnos
(812) 596-10-19
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[Tpunoxxenue 6

TumnoBas cxema mucbMa MMPETCH3UA

HanmenoBanus npeanpuarus

Aspec 3AKA3HOE
Ten. ®akc Komy
TIPETEH3US
00.00.0000 Ne 0O (HanmeHoBaHWe NOCTaBLLMKa)

O B3bICKaHUU HEYCTOMKH 32
HEJONOCTABKY U YOBITKH

Cymma npereH3un
pyo.

Cornactao goroBopy (koHTpakTy) oT 00.00.0000 Ne Bara opranu3zanust 10bKHa Obllia TOCTaBUTh
PO TYKITHTO

(mepuo MOCTaBKH, CPOK)
B KOJIMYECTBE
(HarMeHOBaHUE) (IITYK, TOHH, METPOB)

Ha CyMMY pyo.
[Mpomykmuss  (akTHYeckd  MOCTymWjia B~ MEHbIOIEM  oOBeMe  9TO  TOJATBEPIKIAcTCS

(yka3aTh TpaHCIIOPTHBINA JOKYMEHT, naTy, No)
HemonocraBka cocTaBmia 1o mneHe Ha CyMMY pyo0.
(KOTMYeCTBO)

B cBs3m ¢ HemomocTaBKOW Yy HAac BO3HHKIM YOBITKH (OT TPOCTOS, 3aMEHBI MAaTepHAalIOB,
YMEHbIICHUsT 00beMa MPOM3BOJCTBA, W3MEHEHHS aCCOPTUMEHTa M T.J.) COTJIACHO TPHIIaraeéMoMy
pacuery.

B cooTBeTcTBHU ¢ TOTOBOPOM (KOHTPAKTOM, 3aKa30M) Bam HaJIe)KUT YIUIaTUTh HEYCTOWKY B
pasmMepe % CTOMMOCTH HEJIONIOCTABIIEHHOM MPOIYKIIMH B CyMME
pyo0. a Bcero pyo.

[Tpu3HaHHYIO CyMMY IPOCHM MEPEUUCIUTH HA HAIl pACUETHBIN cueT Ne

B

(HaumeHOBaHUE OaHKa)
[Tpunoxenue: 1. Pacuetr HeycTOMKH.
2. Komnus noroBopa (KOHTpakKTa, 3aKa3a)
3. Pacuet yOBITKOB.
4. IOKyMEeHTBI, MOATBEP:KIAIOINE TPUINHEHNE YOBITKOB.
5. Hakmaguas ot Ne
6. Cuer oT «» 20 1. Ne

PykoBoaurens npeanpuaTus HOJIIHCh N.0.®Oamuims
I'naBHBII Oyxranrep IO AITACh N.O0.Pamunus
M.II
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IMopsanok BbINOJTHEHHSI PAdOTHI:

[Ipoananu3upoBaTh MpaBuia 0(OpPMIICHHS CIYKEOHOTO MUChMA.

CocraButh 1 0GOpMHTH CITy)KeOHBIC M IPETCH3MOHHOE MUCbMa B TEKCTOBOM penaktope Microsoft
Word co Bcemu TpeboBaHusIMUA 0(DOPMIICHHS., C OTCTyIIAaMH M MHTEPBaJIaMu

dopma npeacraBjieHus: padoThbi:
Odopmiennsiii okymeHT B cootBercTBur ¢ ['OCTom 7.0.97.-2016

Kpurtepuu onenkn:

Onenka
Pe3ynbTaTUBHOCTH BBIIOJTHCHUS 33 JaHUS WHIMBUTyTbHBIX
JOCTH)KEHHUH, Oat
3alaHue BHIITOJHEHO MOJIHOCTRIO, 0€3 3aMeuaHui 5
3a/1laHue BBHIMIOJTHEHO TIOJHOCTRIO, HO UMEIOTCSl HECYIIICCTBCHHBIC 3aMEUYaHMI 4
3a/1aHue BBITIOJITHEHO, HO UMEIOTCS CYIIIECTBCHHBIE 3aMeyYaHus, MOBJICKIITHE K 3
HEBEPHOMY PEIICHUIO 3a/IaHUs
3aaHue He BBIIOJIHECHO 2

Cocrasiienue u opopmiieHrne HHGOPMALMOHHO-CIIPABOYHBIX IOKYMEHTOB
(MPOTOKOJI, aKT, IOKJIATHASA 3ANMMCKA, CIYKeOHbIE 3aANNCKH)

eab paboThi:

Hayuuthcs coctaBnsate 1 0GopMIIsATh HHPOPMAIIMOHHO — CIPABOYHBIE JIOKYMEHTHI B COOTBETCTBHHU
cT'OCT P 7.0.97 - 2016

Bbinosinus padory, Bbl Oynere:

ymemy:

— 0(hOpMIIATH JOKYMEHTAIMI0 B COOTBETCTBUU C HOPMATHBHOW 0a3oi, MCIONb3ys MH(OpPMalMOHHBIE
TEXHOJIOTUH;
— YHUGUIUPOBATH CUCTEMbI JOKYMEHTAIINH;

BbinosiHeHMe NPaKTHYECKOH padoThI crioco0cTBYeT (OPMHPOBAHUIO:

OK 01.1 Onpenensier mpodecCHOHAIBHYIO 3a7a4y C y4eTOM MPOGECCHOHATBHOTO M COLUAILHOTO
KOHTEKCTa, COCTaBJIAET IUIaH JEHCTBUI Uig e€ pelieHus, pealn3yeT ero, B TOM 4YHCIe C Y4ETOM
M3MEHSIIOIIMXCS YCIOBHIM, U OLIEHUBAET PE3YNbTaThl pelIeHus NpoQeccuoHalbHOMN 3a1a4H.

OK 01.2 OcymectBaseT MOUCK HHPOPMAIMKM, HEOOXOJMMOW MJIsl pelIeHUs 3aJadyd  W/Wiu
PpOOJIEMBI.

OK 01.3 JlemoHCcTpupyeT HaBbIKU pabOTHI B TPO(HECCHOHATBLHOM U CMEXKHBIX cepax.

OK 02.1 Onpenensier 3agauv 1 ICTOYHUKU [TOMCKA B 3asIBJICHHBIX YCIIOBHSIX.

OK 02.2 Ananu3upyeT U CTPYKTYpHUPYET MoJydaeMyr HH(pOpMaluio, opopMIsieT pe3yabTaThl
MOUCKA HHPOPMAITHH.

OK 02.3 Hcnonb3yeT HHPOPMAITMOHHBIE TEXHOJOTUU M COBPEMEHHOE MPOTrpaMMHOE O0ecrieueHue
IIpH pelIeHnH Mpo(hecCHOoHAbHBIX 3a7ay.

OK 04.1 IInanupyet OesSTENBHOCT YJIEHOB KOMaHbI U PacIpeleNsieT Poy.

OK 04.2 BsaumojeiicTByeT ¢ KoOJUIeTaMH, pPYKOBOJCTBOM, B XoJe Mpo(ecCHOHATbHON
NEeSATENbHOCTH.

OK 04.3 IIpumeHsieT HaBBIKM YIIPABICHUS IPOEKTaMH.
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OK 05.1 OcymiectBiisieT ycTHOE OOIIeHHE B MPO(EeCCHOHAIBHON ACITETbHOCTA B COOTBETCTBUU C
HOPMaMH PYCCKOTO SI3bIKa.

OK 05.2 Odopmitsier JOKYMEHTBI 0 IPOPECCHOHATHHON TEMATHKE HAa TOCYIaPCTBEHHOM SI3BIKE.

OK 05.3 Hcnomp3yer craHgapTHBIH HAO0Op KOMMYHUKAIIMOHHBIX TEXHOJIOTUH Ui oOMeHa
uHpopmanueit B mpo(ecCHOHAIBHON IeITeTbHOCTH.

OK 09.1 OcyuiecTBiasieT KOMMYHUKaLMIO (YCTHYIO M IUCBbMEHHYIO) Ha TIOCYAAPCTBEHHOM U
WHOCTPAHHOM SI3BIKE.

OK 09.3 H3Bnekaer HE0OX0auMYyI0 HHGOPMAIMIO W3 JOKYMEHTAIlMH IO NPOQecCHOHATHHON
TEMaTHKe.

IIK 1.6.3 TloarotaBiuBaer OTYETHYIO JOKYMEHTAIIUIO.

1K 2.3.3 CocraBisier akT 00ciae10BaHus Ha 00BEKT KalUTAIBHOTO CTPOUTEIBCTBA.

[1K 2.4.1 ®opmupyeT 1 0GOpMIISIET OTYETHYIO JOKYMEHTAIUIO TI0 KOMILIEKCY OOMEpPHBIX paboT.

IIK 3.2.1 Paboraet ¢ oOpaiieHussMU U MH(OOPMALIMOHHBIMU 3allpOCaMM, B TOM 4uciie Ha Enunom
MopTajge TrOCYAapCTBEHHBIX U MYHULMNAIBHBIX YCIyr ((QyHKUMI) M (WIM) pErMOHAJBHBIX MOpTanax
roCy/IapCTBEHHBIX U MYHUIIMIIAJIBHBIX YCIYT ((PYHKIIMIHA).

I[IK 3.2.2 CocraBnsier [IOKyMEHTHl IO 3ampocaMm, B TOM 4ucie Ha EnuHom mnopraie

rOCy/IlapCTBEHHbIX Y MYHUIUNAIbHBIX ycayr (QyHKOuH) W (WIM) pPErHOHAJbHBIX MOpTaNax
roCy/IlapCTBEHHbBIX U MYHUIIMIIAJIBHBIX YCIYT (YyHKIUN).

I1K 3.3.2 Ucnons3yeT TEXHHUECKHUE CPEICTBA M0 OIU(POBKE TOKYMEHTAIUH.

[1K 3.3.3 Ucnosb3yeT 3JIeKTPOHHYIO MOIHCH.

IIK 3.4.3 Beaetr 70KyMEHTOOOOPOT C y4eTOM YMEHHUM 0POpMIIEHHE KOTTHI OTUYETOB, TOKYMEHTOB U
MaTepuasoB, KOTOPBIE HCIOJIH30BAIUCH TIPH OMPENEICHUN KaJaCTPOBOM CTOMMOCTH, JJIsi BPEMEHHOTO,
MTOCTOSIHHOTO U (MJIM) JOJITOBPEMEHHOTO CPOKOB XPAHEHHUS.

MaTepuajibHO TeXHHYECKOe o0ecriedeHue:

PaGouas u nekunoHHas TeTpaju.

JuaakTu4eckuii Mmatepuan

[TepconanbHBIN KOMITBIOTEP, TEKCTOBBIN mporieccop Microsoft Word

OO6pa3iel TOKYMEHTOB (MakKeT) MPOTOKOJIa, akTa U nokiaaaHo# 3anucku ([Tpwnoxenue 7, 8, 9.)

3ananme 1:
CoctaBuTh M OQGOPMHUTH C HCIOJB30BAHUEM KOMIBIOTCPHBIX TEXHOJIOTUH M B COOTBETCTBUU  C
tpedoBanusmMu ['OCT P 7.0.97-2016 - npoTokoJi ¢ coOt0IeHreM BCeX OTCTYIIOB U MHTEPBAJIOB.

NcxoaHble AaHHble

1 | 3apanue 1.

Hupekist OO0 «Actpes» (Canxt-Ilerepbypr) 12.08.2012 mpoBena cBoe ouepenHoe 3aceqaHHue, Ha
koropoMm mpucyrctBoBain BoctpsikoB C.T., CrynneB I1.JI., Jlebenes U.M., AnronoB II1.JI., lllentynoBa B.I'.,
Tumocgeer A.A., CtymoBa M.U.

Ha 3acemannm obcyxaanock aABa Bompoca: 0 xone pexiramuoi kammnanud B 11 kBaptane 2012 r. u o mepexozae Ha
HOBYIO CHCTEMY BBIIUIATHI IIPEMUATIBHBIX.

Ilo mepBoMy Bompocy ciymany cooOIIeHne HadaldbHUKa oTaena peknamsl BoctpukoBa C.T., TeKCT cooOuieHus
KoTOporo ObuT mepemaH cexperapio 3acemanus bemoroit H. J[. Ilo sToMy ke BOmpocCy BBICTYII (DMHAHCOBBIH
nupekrop TumodeeB A.A., KOTOpPBIN 0JJOOPHI yBEUUEHHE PACXOJOB Ha HapyxHY0 peknamy B 111 kBaprane 200
r. Ha 5%. Taxxe mepenan cexkperapro. Ilo naHHOMY ke Bompocy BeICTynwuian AHTOHOB II. JI., HaYadbHUK OTHENa
kazpoB, u Jlebenes .M., mupexTop mo mpoxaxkam. [lepBeIii omoOpuia HOBYIO CHCTEMY BBHIILIATHI MPEMHATIBHBIX 1
PEKOMEHAOBAI TOATOTOBUTH Heobxommmble mokyMeHTH K 01.09.200 . Bropoit npeamoxun qopabotaTs HOBYIO
CHCTEMY BBIIUIATHl MPEMUAIBHBIX M PEKOMEHAOBAJ IPOBECTH TOJIOCOBAaHME IO JTAHHOMY BONpPOCY Ha OOIIeM
coOpaHuH TPYJOBOTO KOJJIEKTHBA.

B wurore 3acemanus ObUIM NMPHHATH ciexyronme pemeHus: 1. Ogobputs padory ormena pexnamsl B 11 kBaprame
20 1. 2. IlpoBectn obmiee coOpaHHE TPYIOBOI'O KOJUIEKTHBA IO BOIMPOCY O MEpEeXoie Ha HOBYIO CHUCTEMY
BEITIATHl mpeMuanbHeIX 15.08.20 1. OTBETCTBEHHBIM 3a IIOATOTOBKY coOpaHusi ObLTa Ha3HaueHa 3aB.
kaHuenspueit llentynosa B.T'.
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CobOpanue Ben npencenarens Pymsaies O.A.

3ananue 2.

Corpynauku Oyxranrepun OAO «KBaHT» mpoBenM 3aceaHWe IO BOIPOCY COKPAIICHUS CpOKa
COCTaBJIEHHS roJi0Boro ordera 3a 20 T., HA KOTOPOM IPHCYTCTBOBaJO 6 denoBeK. C COOOIIEHHEM BBICTYITHIIA
oyxranrep CypkoBa A. M., KoTopasi OTMETHIa, YTO PAaOOTHHKH TPYIIBl ydeTa MMEIOT BCE BO3MOXKHOCTH JUIS
3HAYHUTEIHHOIO COKPAIEHHsI CPOKa COCTaBJICHHS TOJIOBOTO OTYETa, W YTO rofoBOi ordeT 3a 20 T. MOXET OBITh
TIPE/ICTaBIICH TPYIITON ydeTa Ha 3 THS paHbIle YC TAHOB JICHHOT'O CPOKa.

B oOcyxnenun nanHoro Bompoca BeicTymw KpotoB E. H., rmauerit Oyxrantep, u lllyo u Ha I'. A., Oyxrantep.
KpoToB cooOumn o ToM, 4To MM pa3pabdOTaH HOBBIA Tpaduk pabOT MO COCTABJICHHIO T'OJOBOTO OTYETa, IMPH
YCIIOBHH BBIMIOJIHEHHSI KOTOPOT'O BCEMH PabOTHHKAM M TPYIIIBI y4eTa, TOJ0OBOH OTYET MOYKHO COCTaBHTh M CIaTh Ha
4 nmHs paHblle ycTaHOBJIEHHOTO cpoka. . A.lllyOrHa oTMeTHIa, 4TO TOCPOYHOE MPEACTaBIICHHE TOA0BOr0 OTYETa 32
20 1. sBISETCS TIOYETHOW M OTBETCTBEHHOM 3a/aueil paOOTHHKOB OyXTalTepHH, W YTO KOJUIEKTHB OyXrajlTepuu
MOXET COCTaBUTH T'OJIOBOW OTYET PaHbBIIE CPOKA, €CIM BCE PAOOTHUKH OYIyT BBIIONHSTH YIUIOTHEHHBINH Tpaduk
paGoTEHIL.

B wurore 3acemanust ObUIO pelIeHO MpPEACTaBUTh TomoBoi order 3a 200 1. Ha ueThlpe JHSA paHbIIe
yCTaHOBJIEHHOro cpoka, T.e. 00.00.20 r. u mpoBecTH aHaIWU3 IOAOBOrO OTYETA C IENbI0 BBISBIECHUS PE3EPBOB,
HEeoOXOMMMBIX Ul YCHEIIHOro BBIMOJNHEeHWs iaHa 3a 20 r. 3acexganue Bena mpencenatens Jlepamosa K. M.,
IPOTOKOJIMPOBaJ cekpeTaps Xomsikos U. B.
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Oo0pa3zen pacnosio:xkeHus1 1 0(hOpMJIEHUS TPOTOKOJIA

Drpma «3aps»
[IPOTOKO.1

29.10.2006 Ne2l
Mocksa

COBCILAHHS PYKOROACTBE (HPMBI

Tpeacenavens — Hpanos U. W.
Cexpetaps — Merpos IL IL.
[Mpucyrerrosany: Byrpos C. K., Eropos B, A., Cuaopos C. C., Cunpriosa H. H.

[Tosecrxa 1us:

1. 06 obparosanny GyHKUHOHANBHOTO MOApadienenns otaena uuopmarsaumy. Mudopmaums
ropuckoicynsra Eroposa B, A.

2. 0 3akmoyenuy 10roBopos o xossiicTeesrol aeareasHocTr Gupssl. Hudopmauns 3am. aupek-
TOpa No xeaskcTeeHubM Bonpocam Craoposa C. C.

1. CAYLIAJIH:

Eroposa B.A. — 0 weobxomnMocT 06paiosais GyHKUHOHATBHOTO NOAPAIALICHHA — OTALNR
HHDOPMATHIALHM — C UEIBIO KAYCCTREHHOTO H CBOEBPEMEHHOTD OOCIEYeHNA ACATENHOCTH QHp-
Mbl HHpOpMaLIFE.

BhICTYITHIIH:
Byrpoe C. K. — o dopmax u Meroaax pabotsl otaena.

[MOCTAHOBWIH:
1.1, Tipranats uenecoodpazHBIM CO3NAHHE CAMOCTORTENBHON CTYROM HEOPMaTH3AHH,
1.2, BHCCTH H3MCHCHHA B CTPYKTYPY H LUTATHYK) YHCHCHHOCTD (DHPMBI.

2. CJIYHIAJTH:

Cunoposa C. C. — TekcT j0K/1a/12 MPHAAMAETCA,
BBICTYTIHIIH:

Cwupriosa H, H. — 0 Heo0X0anMOCTH 3AKIIIOYEHHS JOTOBOPOB.
[TOCTAHOBWIH:

2.1, Ono6pHTe NEPCIEKTHEHBLA NA2H PA3BHTHA OTALTA.

TMpencenarens <Muuriast noonuce> H. U. Heanos

Cexperapb <Jluyras noonuce> I1. 11 Ierpos

35

IIpunoxxenue 7



3apgaHue 2.

CocTaBuTh H Oq)OpMI/ITB C HCIOJIb30BAHHUEM KOMIIBIOTCPHBIX TEXHOJOTUN U B COOTBCTCTBHU C
tpeboBanusmu 'OCT P 7.0.97-2016 - axT ¢ cobmogeHneM BCeX OTCTYIIOB U HHTEPBAJIOB

I/ICXOJ_'[HBIG JAaHHBIC

1 | 3apanue 1

Komuccust mox mpejcenarensCTBOM HavyaJdbHUKA TEXHHYECKOH rpymrsl BomoBoro A.A. 1 4J€HOB KOMHCCHH
Bopucosa M.1O., HayambHUKa aIMHHUCTPATHBHO-X03siiicTBeHHOTO OTnena, Cmuprosa JLII., Oyxranrepa, u PomaHoBO#
N.K., opucmenemxepa 3A0 «JleoHTHs» Ha OCHOBAaHHMHM JOKIAJHOW 3amucku oduc-meHemkepa PomanoBoit M.K.
11.07.20 _ r. mpoBena NpOBEPKY TEXHUYECKOI'O OCHAIIECHUS MPUEMHON TEeHEpalbHOro IUPEKTOpa M IpH3Hala
HETOIHBIMU JIJIS SKCIUTyaTallid KOMAPOBAIBHEIA ammapaT Xerox 345(1 mt.), mpenep (wHB. HOoMep 367, 1 mT.), dakc
47823 (1 mr.). [lpu3HaHHAs HEIPUTOMHOM AJISL AKCIUTyaTallMy TEXHHWKa ObUIa repenaHa Ha ckiaj npennpustus. 1o
YCTaHOBJIEHHOMY (haKTy KOMMCCHSI COCTaBWJIA aKT MpHeMa-Tiepeadyll OprTeXHUKU B 3 9k3. (1-H 9K3. — Ha4YalbHUKY
aJIMMHUCTPATUBHO-XO3IUCTBEHHOr0 oTaena, 2-i — 31 rimaBHoMy Oyxrantepy, 3-it — B nmeno 23-02), KOTOphIi ObLI
yTBEpKJIEH TeHepalibHBIM JrpektopoM CrenanoBbiM [1.11.

2 | Baganue 2
Odopmure akm coauu — npuemxu Oei TIPH YBOJIBbHEHUH TiiaBHOTO Oyxrantepa AO «Ctpoiinerans» Bactokosa HUrops
[leTpoBrYa 1 Ha3HAYEHHOTO BHOBB cOrtacHo mpukaszy Jluman Bepsl Cepreeubl. [lepenanb! ciaemyronme TOKyMEHTHI:
1. TI'maBuas xaura mno cocrosuuro Ha 1.02.2000 r.
2. Kaprouku aHamutuueckoro yuera mo cueram 01, 10, 70.
3. XypHanbsl—opzepa 3a ssHBapb TEKYILEro I'o/ia, BEIOMOCTH aHAIIMTHYECKOro y4eTa 1o cueram 60, 61, 63, 64, 65,
67, 68, 69, 71, 75, 76, 78, 79.

4. Kuura yuera enoHHUPOBAaHHOW 3apaOOTHOM ILIATHI.
5. AKTHI peBH3HH 32 YEThIpPE KBapTaja MpeAblayIIero roja.
6. 3axoueHre HE3aBUCUMOM ayAUTOPCKOM MPOBEPKH T'OI0BOT0 OTYETA 33 NPEIBIAYILHHA TO/I.
7. Apxus 3a 1997-2000 r. B konuuectse 80 1€ 10 OIHCH.
8. CmpaBoYHO-HOpPMAaTHBHAs JIUTEPATYpA MO OITUCH.
[Tpunoxenune: 1. Onuck aen apxuBa npeanpusTys 3a S jeT. 2. Onuch cpaBouYHO-HOPMATHBHOMN JINTEPATypPhI
3a 2 rona.
3 | 3amanue3

Ortkpoiite cripaBoyHO-1IpaBoBYI0 cucreMy Koncynbrant Ilntoc, HaliinTe akT 0 NPOBEACHUN HHBEHTApU3aLHU
(popma MHB-00), orkpoiite ee ¢ MOMOLIbIO TaOIMYHOTO TMpOLECCOpa W 3aMONIHUTE JUIS CBOEH OpraHu3aldu.
Coxpanute padory B ¢aiine nox umenem «IIpumep 00 UHBEHTApHU3ALIUI).

VHuBeHTapu3anMonHas KOMHUCCHS, CO3/IaHHAsi Ha OCHOBaHMHM IpHKa3a aupekTopa Bamiero mpemmpusitus Ne 24 ot 15
CeHTsI0psI TeKyIlero roxa, B cocraBe mpezcenatens OctpoBckoro J.A.(3aM.INIaBHOTO OyXrajirepa 3aBojia) U 4JICHOB
komuccuu [lerpoBoii O.H. (Oyxrantepa), HockoBoii H.W. (cT. skOHOMHCTa TUIAHOBOTO OT/IENa) MPOU3BENa PEBH3HIO
Kacchbl 3aBOJa IO COCTOSHUIO Ha 16 ceHTsA0ps Tekyiero roga. PeBusus mpoBonmiach B MPUCYTCTBUU KacCHpa 3aBOJA
Kapramosa H.1. B pe3ynpTare mpoBeIeHHOI PEeBU3UH OBLIO YCTaHOBIIEHO, YTO OCTATOK HAJIWYHBIX JEHEr B Kacce
cocrapisier 1030 pyoueii 00 kom., ocraTok jaeHer 1o kaccoBoit kuure — 1030 py6. 00 kon. [Ipyrux neHHocreil B kacce
3aBoJia HE OOHApY)KEHO, YTO COOTBETCTBYET JaHHBIM ydeTa. KoMHccHs Takke yCTaHOBWIJIA, YTO IOPSAAOK BEACHUS
KacCOBOM KHUTHM M XpPaHEHUsl IEHET COOTBETCTBYeT TpeOoBaHMAM IlomokeHHs O BEICHHH KacCOBBIX OIeEparuit
rocyIapcTBEHHBIMH, KOONEPATHBHBIMU M OOIIECTBEHHBIMU MPEANPHATHAMHE, YUPSKACHUAMH 1 OPraHU3aHAMH.

AXT BCTynWiI B JEUCTBUE C MOMEHTA YTBEP)KICHUS TUPEKTOPOM.
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[Tpunoxenue 8

Obpa3ern pacronoxeHus: 1 0(OpMIICHUS aKTa

AxvunucTpamss Cmonesckoi ofnacti VTBEPKJIAKD
Ynpaenerne KanuTanbHoro
CTPOHTENLCTRE Hagaabsuk ynpasiesua
<JTuynas nodnuce> H. U. Usanos
AKT 11.09.2006
10.09.2006 Ne 19
r. Cmonenck
0 MPOBEPKE COXPAHHOCTH JOKYMEHTOB
B Ynpasnexuu
Ocuosanne: nprka3 Hagansurxa Ynpasnemns or 20.08.2006 Ne 38 «O nposexenui

MPOBEPKH COXPAHHOCTH OKYMEHTOB B YIIpanneHuin.

CocraBieH XOMHCCHEI B COCTABC:
[pesscenatens: 3aM. HAYTbHKHKA Ynpasnerns Mupouranyenko H. 11,
YIeHb! KOMHCCHH: 1. 3am. rnasHoro Gyxranrepa Konerosa H. A.
2. 3am. HayANBHHKA XO3AHCTREHHOO oT/1ena Jlyrosas M. A.
3. Hasamsnuk cextopa otaena kaipos Hezrobuna E. B.

B nepuos ¢ 28 asrycra no 8 cexntaGpa 2006 r. KOMHCCHS TPOBEPHNIA OPraHHIALNIO H YCIOBHA
XPAHCHHA JOKYMCHTOB B LICHTPAILHOM ANNapare Ynpasnexua.

JIOKYMEHTBI XPAHATCA B CIPYKTYPHBIX NOJPAIIE/IERHAX, CHOPMHPOBAHEI B 1673 B COOTBETCTBHH
€ HOMEHKIAaTYpO#.

HoMeHKAaTypa f1en COTMIACOBLIBAETCA C aPXHBHBIM OTACIOM AAMHHHCTPALHH ofnacTH
B YCTAHOB/ICHHBIE CPOKH.

DakToB rube/H, YIPAT!, HOPYH HIH HE3AKOHHOTO YRHYTOKCHHA 0KYMEHTOB HE YCTAHOBICHO.

KoMHCcHs peKOMEHIyeT NPEIOCTABKTD CIEUHATEHOE NOMEILIERKE N4 apXHBa, 000pY10BaB €ro
CTOMAARAMH.

CocTaBneH B 2-X 3K3eMILIAPaX.
| 3K3. — HanpagaeH B 00beAHHEHHEI] aDXHB YIIPaBIeHHns;
23K3. — B geno Ne 01-11,

[lpenceaareas KOMHCCHH <Juunas noonucs> . T1. Mupownnyenxo

UieHb! KOMHCCHH: <Jluuias nodnucs> H. A. Konninosa
<Jluynas nodmicy> H. A. Tyrosas
<Jluynas noonucy> E. B. Heaobuua

M. M. Heanosa

1112233
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3apanue 3:

CocTaBuTh U Oq)OpMI/ITB C UCIIOJIb30BAHUCM KOMITBIOTCPHBIX TEXHOJIOTUA U B COOTBETCTBHU C
tpeboBanusimu ['OCT P 7.0.97-2016 - noknagHyro 3aUCKy WK CITY’)KEOHYIO 3alTUCKY C COOIOCHIEM
BCCX OTCTYIIOB M1 UHTCPBAJIOB

I/ICXOJ_'[HBIG JAaHHBIC

1

3aganue 1

Hupextopy ITAO «Mononut» OcTtpoBckoMy D.A. oT HauanpHuKa nuoHepnareps Kopurynosa JIII. JloknanHast
3anucka. CorjiacHO BalleMy MPearnuCcaHui0 MHOIO COBMECTHO € TEXHUKOM-cMoTputeseM JleButoBeiM P.A. 7-8 mas 2004
ro/ia MPOBEJCH OCMOTP JKHJIBIX TIOMEUIeHUH 0a3bl OT/bpIXa Hamel ¢pupMbl. Bee skuimble Kopryca B yJOBIETBOPUTEIHLHOM
cocrostauu. OpnnHako B kopryce Ne 1 HeoOXoquMo BCTaBUTH CcTekia, koprmyc Ne 2 cienyer modenuTs, a B kopryce Ne 3
Hasmo mojorHathk JBepH. Ilocie yctpaneHus: 5THX NepEKTOB W COOTBETCTBYIOLIEH YOOPKHM JKHIIBIE ITOMEIIEHHs OyIyT
MIPUTOIHBI 17151 ipueMa oTabixatoiux. Havansnuk nmuonepnareps Jl.om.Kopurynos. 10.05.2004

3ananue 2

Hupextopy ITJT Ne 24 Mycaesoii E.A. ot mactepa npoussoncteeHHoro ooyuenus Coxososoit T.I1. CJIYKEBHAA
3AIIMCKA B ampene B kadbunere Nel3 mpoOBOAWINCH CIACTYIONIHE PAOOTHI: - MPHOOPETEHBI MAPKEPBI U KUIKOCTh IS
MapKepHOH JOCKHM; - OTPEMOHTHPOBAHO 4 YUEHHYECKHMX CTONa; - OTPEMOHTHPOBAHO 5 NHIIYIMIMX MalluH;
OTPEMOHTHPOBAHO 2 CBETHJIbHUKA; - COTJIACHO DACIMCaHMsl TPOBOIATCS 3aHSTHUs MTPOM3BOACTBEHHOIO OOYUYESHHS; -
corjmacHo rpaduKa TPOBOISTCS KOHCYJAbTAIMM 110 JUIUIOMHBIM paboTam; - COIIacHO Tpaduka MpOBOASATCS
(akynbratuBHble 3aHaTHS 10 npeamety: «1C: Ilpeanpustue u Kaape»; - paboraer kpyxok «APT-doro» - kaxmyro
MISITHUILY ITPOBOAMTCS TeHepaibHasl yoopka. Macrtep npousBoacTBeHHoro ooydenunst Coxomnona T.I1. 23.04.2010

3ananue 3

st mpoBeneHusl ceMuHapa OblUla cOCTaBjeHa Ciy)keOHas 3amucka , O MPEACTaBICHUHM CIHCKAa PaOOTHHUKOB IS
yyacTusi B ceMuHape, koropas Obuta HampasieHa IOPUJIMYECKNWM OTJEJI OM B nuie Havanpauka otmena B.H.
3arojaiikiHbIM.B HEH TrOBOPMIOCH, YTO  MPEICTaBIsAEM CIHCOK paOOTHHKOB OTHAeNa JUIS y4acTHsi B CeMHUHape,
npoogumMom OOO «AIIM Kommynukarop» mo mporpamme «DddextuBHoe wucnonp3oBanne CIIC TPAHUT» c
HpelCcTaBiIeHUeM ee (YHKIIMOHAIBHBIX Bo3MokHOcTeil: 1. CemenoB P.C. — 3amecTuTenb HadanbHUKa otaena 2. Ipsxun
E.Il. — Benymwmit cnemmanuct 3. Copoka K.H. — crapmmii cnenmanucr. HauaneHuky otnena MH(GOPMAaIMOHHBIX
texronoruit B.Jl. [anbimuaa. 3anmcky 3apeructpupoBaitu B kauuemsapun 24.11.2014 Ne 05-24/96

3ananue 4

B cBs3u c mpexncrodmiuM BHEAPEHHEM MPOrpaMMHOrO Komiuiekca «KamuHka» M TpHITIalIeHHeM IIOCETHTh
nposoaumbiii OO0 «Iltamm» cemuHap 1o 3¢pPEeKTHBHOMY HCIOIB30BAHUIO JAHHOI'0 KOMIUIEKCA IPOITY KOMaHIUPOBAaTh
Ha cemuHap crneuuanuctoB otaena Komaposa M.JI. u Tapan 10.B r. Boponex ¢ 24.11.2014 mo 27.11.2014., Hauansauk
OTAEJA DOKCIUIYATAIIUM MHOOPMALIMOHHBIX CUCTEM O.lbapabam numer AOKIAAHYIO 3alHCKy,
mupekropy OAO «3Be3na» K.II. Eropkuny 16.11.2014Ne08-18/93, O koMaHANPOBAHUH CIIEIHATUCTOB HA CEMHHAD

I'Ipmmeanme: Od)OprIEHUE u pacriosioxeHue peksusumos C/Iy)f(86HOﬁ 3anucKku ocywecmesiaemcAa aHas102u4Ho

00KnaoHoUl 3anuckKu.
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[Tpunoxxenue 9

OO6pasubl opopmIIeHUS U PACTIONIOKEHUS JOKIATHBIX 3aHCOK

BHemHsAs JokjIagHAaa 3alHCKa

OO0111eCcTBO ¢ OrPaHUYEHHON OTBETCTBEHHOCTHIO
«CeBep»

(000 «CeBep») ['eHepaibBHOMY AMPEKTOPY

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

JOKJIA/THAA 3AITMCKA
10.02.2014 Ne 12/05-14

O npuBIEYEHUN TONOJHUTEIBHBIX
TPYZIOBBIX PECYPCOB

VYBaxaemblii Anapeit BacuibeBuu!

B cuny Henmocratka B KaHJUAaTax Ha cTaauu (OPMUPOBAHUS aAMUHUCTPATUBHOIO ammapaTa Jyis
¢unmnana B r. MockBe HEOOXOAMMO MPUBJIEYb TPYIOBBIE PECYPCHl U3 JOTOJHUTEIbHBIX MCTOYHHUKOB B

cpok 10 14.04.2014. CobecenoBanusi ¢ HOBBIMU KaHauaaTamu mposectu 110 21.04.2014.

Omnnara pacxod0B IO AOIIOJHHUTCIBHBIM YCIyram 6yz[eT IIpousBE€aACcHa B COOTBECTCTBHU C II. 4.5

JloroBopa yciyr Ne 04/56 ot 14.02.2014.

HavansHuk oTnena kaapos Cemenos B.O. CemeHOB
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B oeno Ne 03-13
Oounyosa 10.02.2014

BHyTpeHHﬂﬂ JAOKJIaJIHadA 3allMCKa

Hupexropy OOO «Pomarnika
Otnen npoaax
.. CunopoBy

JIOKJIAJTHAS 3ATIMCKA

07.04.2014 Ne 6

O mporyre, COBEpIIECHHOM MEHEIKEPOM
oTJiena MpoJiax

JloBoxxy nmo Bamero ceaenus, uto ceroansa, 07.04.2014, menemxep no mponaxam Ilerpoa
BanenTtuna MlBanoBHa oTcyTcTBOBaja Ha pabouyeM MecTe B TeueHHe Bcero pabouero aHsg ¢ 10 gacos 00

MHHYT 10 18 gacoB 30 MuHYyT.

Huxaxux CBejleHI/Iﬁ NI JOKYMCHTOB, IMOATBCPKIAAOIINX YBAXHUTCIBHOCTh NPUYNHBI OTCYTCTBUSA

[Terporoit B.U., npenocraBieHo He ObLIO.

B cBs3u ¢ monyieHHBIM HapyleHueM npeaarato yBoJuth [lerpory B.U. 3a niporyi.

Hauaneauk otnena npoaax Henamoes O.A. UrnatneB

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

[TpoaHanu3upoBaTh mpasuia 0(hOPMIICHHS IPOTOKOJIA, AKTa, TOKIAIHOMN 3aMHUCKU U CIY)KEOHOH
3QIUCKH.

CocraBuTh ¥ 0OPMUTH MPOTOKOJI, AKT, TOKIAIHBIC U CITY’)KEOHYIO 3aITUCKU. B TEKCTOBOM
penakrope Microsoft Word co Bcemu TpeboBaHHsAME 0(OPMIICHUS, C OTCTYIIAMU M MHTEPBaIaMU

dopma npeacraBjieHus: padoThbi:
Odopmiennsiii okymeHT B coorBeTcTBur ¢ ['OCTom 7.0.97.-2016

KpuTepnu OLICHKU:

OHCHKa HHIUBUAYAJIbHBIX

Pe3ynbTaTHBHOCTE BBIOTHEHUS 33JaHUS .
JOCTHKEHHUH, Oat

3alaHue BBIIOJIHEHO MOJHOCTRIO, 0€3 3aMeUaHui 5
3a/1aHue BBITIOJIHEHO TIOJTHOCTHIO, HO IMEIOTCSI HECYIIIECTBCHHBIC 4
3aMCUaHUus

3a/1aHue BBITIOJTHEHO, HO UMEIOTCS CYIIIECTBCHHBIC 3aMEYaHMs, 3
IIOBJICKIIIUEC K HeBepHOMy pemeHH}o 3alaHusA

3amaHue He BBIIOJIHEHO 2
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Tema 2.4.
JlokyMeHTHpOBaHHE TPYAOBLIX OTHOLICHMIT

[pakTuyeckoe 3ansTue Ne 7

Cocrasnenue 1 opopMIIeHHE TOKYMEHTALIH [0 TUYHOMY COCTaBY
C MCIOJIh30BAaHUEM YHUPHUIIUPOBAHHEBIX (HOpM

Lean padoTbi:
HayunTtbest cocTaBiaTh ¥ 0OPMIIATH JOKYMEHTAIIMIO TI0 JIMYHOMY COCTaBy JOKYMEHTHI B
cootBerctBum ¢ [OCT P 7.0.97 - 2016

Boinosnus padorty, Bel Oyaere:

ymemy:

- odopmasTh JAOKYMEHTAallMI0O B COOTBETCTBUM C HOPMAaTHUBHOW  0a30il, HCHOIB3Ys
MH(POPMAIMOHHBIE TEXHOJIOTUH;

— yHU(DUIIIPOBATH CUCTEMBI TOKYMEHTAITUH;

BoinosiHeHne npakTu4yeckoi padoTsl cnocoocTByeT (POPMUPOBAHNIO:

OK 01.1 Onpenensier mpodecCHOHAIBHYIO 3314y C y4eTOM Mpo(deCCHOHATBFHOTO U COIHATBHOTO
KOHTEKCTa, COCTABJISICT TUIAH JACUCTBUM ISl €€ PEIIeHHs, PeaTn3yeT €ro, B TOM YHCIe C Y4ETOM
M3MEHSIOIINXCS YCIOBHM, U OTIEHUBAET PE3YJIbTATHI PEIIeHUs MPo(heCcCHOHATHHOM 3a1a4u.

OK 01.2 OcymiectBasieT MmoucK HWHPOPMANUHM, HEOOXOIMMOW Il pEIIeHUs 3aJaud  H/WIH
poOIeMBI.

OK 01.3 JlemoHCcTpHpyeT HaBBIKU pabOTHI B IpO(hecCUOHATBHON U CMEKHBIX Cepax.

OK 02.1 Onpenenser 3aa4u 1 UICTOYHUKYU MTOUCKA B 3asIBJICHHBIX YCIOBUSX.

OK 02.2 AHanusupyeT W CTPYKTYpPHPYET TMOJIydaeMylro HH(POpMAIHio, OPOpMIISET Pe3yabTaThbl
MorcKa MH(POPMAIIHH.

OK 02.3 Ucnons3yer nHGOPMAITMOHHBIE TEXHOJOTUHA U COBPEMEHHOE MPOTpaMMHOE obecrieueHne
IIpH pelIeHny IpodecCHOHATBHBIX 3a4a4.

OK 04.1 [InmanupyeT AesTETbHOCTh WICHOB KOMAH/Ibl U PACTIPENIESAET POIH.

OK 04.2 BzaummoneWcTByeT C KOJUIETaMH, PYKOBOJCTBOM, B XOJi¢ MNpPoQeCCHOHATHLHOM
NeSITeIbHOCTH.

OK 04.3 [IpumeHsieT HaBbIKUA YIIPaBICHUS TPOCKTAMH.

OK 05.1 OcymecTBisier ycTHOE 0OIIeHHE B MPOPECCHOHAIBHON JIEATEILHOCTH B COOTBETCTBUU C
HOPMaMU PYCCKOTO SI3bIKa.

OK 05.2 OdopmisieT JOKYMEHTHI O Mpo(HeCCHOHATHHON TEMAaTHKE Ha TOCYIapPCTBEHHOM SI3BIKE.

OK 05.3 Hcnosp3yer cTaHIApTHBIH HAO0Op KOMMYHHMKAIIMOHHBIX TEXHOJOTHH [UIsi oOMeHa
uHpopmanren B mpodecCuoHaIbHON JesITeNbHOCTH.

OK 09.1 OcymectBiasieT KOMMYHUKalUiO (YCTHYHO M HUCbMEHHYIO) Ha TOCYIAPCTBEHHOM MU
MHOCTPaHHOM SI3BIKE.

OK 09.3 H3BnekaeT HEoOXOAUMYI0 HHPOPMALUIO U3 JOKYMEHTAMU MO NpodecCHOHATbHON
TEeMaTHUKe.

[IK 1.6.3 [ToaroraBiuBaet OTYETHYIO JOKYMEHTAILUIO.

I1K 2.3.3 CocrapnseT akT 00ciae10BaHus Ha 00BEKT KAaMTAIBHOTO CTPOUTEIILCTBA.

[IK 2.4.1 ®opmupyeT 1 0popMIIseT OTIYETHYIO JOKYMEHTAIIMIO IO KOMIUIEKCY 0OMEpHBIX paboT.
IIK 3.2.1 Paboraet ¢ oOpaiieHussMd U WHGOOPMALIMOHHBIMU 3allpocaMu, B TOM ducie Ha EnuHom
MopTaje ToCyAapCTBEHHBIX U MYHHUIIMIANBHBIX YCIyT (QYHKIUI) U (MITH) perHOHaIbHBIX MOpTallax
rOCy/IapCTBEHHBIX U MYHHUIIMITATBHBIX YCIYT (QYHKIU).
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I[IK 3.2.2 CocraBisieT [IOKyMEHTHl 1O 3ampocamM, B TOM uyucie Ha EaunoMm mnopraie
rOCYyJapCTBEHHbIX W MYHUIHUMNAIbHBIX YCIyr (GyHKUMH) W (WIM) PErHOHANBHBIX TMOpTajax
rOCyJapCTBEHHBIX M MYHULIUTIAIBHBIX YCIyT ((pyHKIIHIA).

1K 3.3.2 Mcnoib3yeT TEXHUIECKHE CPEICTBA MO OIU(POBKE TOKYMEHTAIIUH.

1K 3.3.3 Mcnonb3yeT 3JeKTPOHHYIO IOAIHUCH.

I1IK 3.4.3 Beaetr 70KyMEHTOOOOPOT C y4€TOM YMEHUM 0POpMIICHUE KOTIHI OTUYETOB, TOKYMEHTOB U
MaTepUAIIOB, KOTOPHIC HCIIOJIB30BAIMCH TMPH ONPEACICHUN KaJaCTPOBOW CTOUMOCTH, IS
BPEMEHHOTO, TIOCTOSIHHOTO U (MJIN) TOJITOBPEMEHHOTO CPOKOB XpaHEHUSI.

MaTtepuaJjibHO TeXHHYECKOe ofecneyeHne:

Paboyas u IeKMoOHHAsT TETPaIH.

JupakTuyeckuii Matepua

[lepconanbHBII KOMIIBIOTEP, TEKCTOBBIH mporeccop Microsoft Word

YHubunupoBanHeie GOpMbI

3ananmue:
Wcnonb3ys cnpaBounyto cuctemy Koncynbrant [lmtoc, ucnomns3ys beicTpsliii mouck, opopmute

IIPHUKA3kI 110 JUIHOMY COCTAaBY, IOATOTOBLTC PE3IOMC.

I/ICXOZ[HI)IB JTAHHBIC

1

3ananue 1.

Ortkpoiite cnpaBounyto cucremy KoncynbranT [lntoc, ucrnonbs3ys beicTpeiii mouck, Haiimure ¢popMy MpHKaza o npueme
COTpyAHUKa Ha padory ¢.T-1

Okonomuct BacunbeBa Exarepuna HukonaeBHa 1 ceHTsiOpst Tekyiuero roaa noaana 3assienue B OO0 «Jlyu» ¢ nmpocbOoit
NPUHATH € Ha paboTy CrHenuajiucToM (GHUHAHCOBOTO OTAeNa Ha HENOJNHBIW pabouuii AeHb. MHcmekTop mo Kajapam
CwmupHoBa W.C. o0bsicHIIa, 4TO (PMpMa UMEET BO3MOXKHOCTh MPUHATh Ha padOTy SKOHOMHUCTA, HO HA OCHOBE CPOYHOTO
TPYIOBOro JoroBopa. TpymoBoil NOroBop ObLI 3aKifOueH 5 CEHTAOpS M MOANHCaH OT UMEHU (UPMBI T'eHepajbHBIM
nupextTopoM MuponossiM JI.C. B TOT ke JeHp ObUT M3/1aH MpHUKa3 M0 JUYHOMY COCTaBY, 3aBU3UPOBaHHBIM CMHPHOBON
U.C. u ropuckoncynsrom XmenesbiM 1.O. [puka3 011 00bsiBi1eH BacunbeBoit E. H. noj pacrniiicky 6 ceHTS0pSL.

3ananue 2
Ortkpoiite cnpaBounyto cuctemy KoncynsranT [litoc, ucnonb3ys beicTpeiii mouck, HaiauTe GopMy NpUKaza o nepeBoje
coTpyaHuKa Ha padoty ¢.T-5

Benymiero crnienmanucra otjena mapkerunra Toprooit pupmer OOO «Benray CoboneBy Banentuny ViBaHoBHY IepeBenn
Ha 0CBOOOAMBILIYIOCS JOJDKHOCTH HayalbHUKA OTAENA Ha MOCTOSHHYIO paboTy ¢ 15 Hos0ps Tekyiiero roaa. 3asBieHUE O
nepeBoze Cobonesa B.M. nHanmcana 10 HOsSOpst ¥ 3aBH3MpOBAJIA Y KOMMEPUYECKOTO JUPEKTOPa B TOT ke JieHb. 10 HOSIOps
OBIJIO TAKXKE COCTABIICHO MpeacTaBieHne Ne 4, OANMCAaHHOE KOMMEPUYECKHM JTUPEKTOPOM.

[IpoekT mpukasa o IepeBoje MOJrOTOBIEH WHCIEKTOpoM Mo nepcoHany KupumioBoit B.H. 11 Hos0psi, 3aBu3upoBaH
IOpUCKOHCYNbTOM bapmuubiM AWM. 12 HosOps M chmycTs JOeHb OBUI MOANMCAH TeHEPAIbHBIM IUPEKTOPOM (HPMBI
Hoporomunoseim E.K. 14 Hosi6pst Cobonesa B.M. 6buia 03HakoMIIeHa ¢ IPHKA30M.

3anganue 3

Ortkpoiite cnpaBounyr cucteMy Koucymbrant Ilmtoc, ucmonb3ys BeicTpblii mouck, Haiimure (opMmy mnpukasza o
npeKpanieHny ( pacTopKEeHHU) TPYIOBOro J0roBopa ¢ paboTHUKOM (yBonbHeHun) ¢.T-8

Mactep MYHHIIMIIAJBFHOTO PEMOHTHO-CTpouTensHoro mpenmpuarus Ne 2 (Mocksa) bormanos HOpwuii IlerpoBud pemrn
YBOJHTHCSA 10 coOcTBeHHOMY kenanuto (1. 3 c1. 77 TK P®) n ocHOBaTh MHAMBHIYaIbHOE YACTHOE TPEAIPUATHE. 3a JIBE
HEJIENH A0 YBOJIBHEHHS OH MOCTABMII B M3BECTHOCTH 00 3TOM JupekTopa npexnpusitust Cunoposa I1. U. IlpoekT npukasza
ObUT TIOATOTOBJIEH HWHCIeKTopoM Mo kampam Kotomoit W.JI. 15 ampens, B TOT ke A€Hb 3aBH3MPOBAaH OyXraiarepoM
MensaukoBoii 3.C. u 17 anpens texymiero roga moxnucad. bormanos FO.H. B 3T0T ke 1eHb ObUT 03HAKOMJICH C TIPHKA30M,
€My Ha pyKH ObUIa BBIZIaHA TPYZOBasi KHIDKKA U IIPOU3BOJICH MOJIHBIN pacdeT 1o 3apaboTHOMH IuaTe.

3ananue 4

Otkpoiite crpaBounyio cucteMy Koncymbrant Ilmroc, ucmoms3yst BreicTpeiii momck, Haiimute ¢GopMy mpuKaza o
KOMaH/IMPOBAaHUH COTPY/HMKA Ha padoty ¢.T-9

['maBHBIN SKCHEPT TOPTOBOT'O OTAENa akKimoHepHoro obmecTBa «Toproeeii mom «Odmm» CasenbeB [laBen PomanoBid
JOJDKeH BhIexaTh B T. CaHkT-IleTepOypr ams y9acTus B MyIIHOM ayKIpoHe «Pycckuit Mex», KoTopslit mpoBoautcs ¢ 10 mo
13 nmexaOps Tekymero roma. 8 aekaOps mpexncenarens mpasieHus Jlebemer A.I'. moammcan mpukas O HaNpaBICHHUU
CaBenneBa II.P. B kxomaHmmpoBky c¢ 9 mexaOps. [IpoekT mpuka3a OBUT TOATOTOBIIEH CEKpeTapeM-pedepeHToOM
Anexcanaposoii V.1O. u 3aBU3upoBaH ri1aBHBIM OyXranTepoM U Ha9aJbHIUKOM TOPTOBOTO OTAeNa 7 AeKa0ps.
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Heobxonnmble MONMHOMOYMS M JOBEPEHHOCTH Ha 3aKyIKy MapTHW TOBapoB riaBHoMY dkcrepTy CaseinbeBy I1.P. Obum
oopmIteHBI BMECTE ¢ KOMaHIUPOBOYHBIM YIOCTOBEPEHUEM.

3aganue 5.
O3HAaKOMBTECH C MPABUIIAMU COCTABJICHUS aBTOOHOTpaduu U pe3toMe. 3aroTHATE TaOIHILy.

CpaBHHTENbHAS XapaKTEPUCTUKA pe3toMe U aBToonorpaduun

CBoiicTBa JOKyMEHTa Pesrome ABTobuorpadus
Cnioco0 u3noxkeHust HHpOpMaIun
XapakTep HHpOpMAIUU
SI3BIKOBBIE OCOOEHHOCTH
Crioco0 oopmireHus
IepeueHb PEKBH3HUTOB

Hcnonp3ys npoaHanu3upoBaHHYI0 HH(OpMaIMIO TabIuLbl U npuioxenue 10, cocTaBpTe pe3roMe Ha
BaKaHCHIO CIICIIUAINCTA, HA KOTOPOTO BBl YIUTECH.

IMopsaok BbINOJTHEHHUSI PadOThI:

[Mpoananu3upoBatk npasuia 0GopMICHHS JOKYMEHTOB IO JTUYHOMY COCTaBY

CocraBuTh ¥ 0GOPMHTH MPUKA3BI MO JINYHOMY COCTABY U PE3IOME C HCIIOJIb30BAHHEM CIIPABOYHOMN
cuctembl Koncysnprant [Tintoc 1 . B TekcToBoM pepaktope Microsoft Word co Bcemu TpeboBanusiMu
oopmIteHH s, C OTCTYIIaMU U MHTEPBAIAMH

®opma npeacraBjieHus padoThbi:

Odopmnennsie moxkymeHTH B cooTBeTcTBHH ¢ [[OCTom 7.0.97.-2016

Kpurepun oueHku:

OrneHKa MHANBUYATbHBIX

Pe3ynbTaTHBHOCTD BBIMTOJTHCHUS 33 JaHUS .
IOCTHIKEHMIH, 6asn

3aJaHue BBITOJHEHO MOJHOCTRIO, 0€3 3aMeUaHui 5
3a1aHKe BBITIOJHEHO TMOJHOCTHIO, HO UIMEIOTCSI HECYIIIECTBCHHBIC 4
3aMeYyaHus

3aaHre BHITIOJHEHO, HO UMEIOTCSI CYIIIECTBEHHBIE 3aMEUaHus, 3
MTOBJICKIIIE K HEBEPHOMY PEIICHUIO 3aaHus

3amaHue He BBIIOJHEHO 2
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[Tpunoxxenue 10
O6paser pe3tome

COJIOBLEBA TATHAHA UBAHOBHA

JIMYHBIE CBEJEHUA
Anpec Cankr-IletepOypr, Jlenunckuii mip., 1.99,kB.26
Tenedon- 612-54-88
Jata poxaeHus 10 aBrycra 1972 rona
(o TpeboBaHMIO)
CemeliHo€ 10JI0KEHNE 3aMmyxeM, cbiH 1994 rona poxaenus
LEJIb: Couckarenb TOJKHOCTH pedepeHTa-nepeBoaunkKa,
MTOMOIITHUKA PYKOBOIUTEIIS
OBPA30OBAHUE:
1987 — 1992 Bricciiee Cankr-ITerepOypcekuii rocy1apcTBEHHBI YHUBEPCUTET.
CrnenuaabHOCTD «[IpemogaBatenb aHTIMECKOTO W HEMEIIKOTO SI3BIKOB
utoip 1994 Kypcsr cexperapeit «Katromay. CrieninanbHOCTh CEKpeTaph pedepeHT.
okTs0pp 1994
CeHTSA0ph- nekabps 1995 Cankr-IleTrepOypckast rocyqapcTBEHHAs aKaJIeMUsI METOJIOB U TEXHUKHU
ynpasnenus (JIUMTY).
CrienranbHOCTh: MEHEDKED TI0 IEPCOHATY
OIIBIT PABOTHI:
1994- 1996 Pexnamuo-monurpaduaeckuii neHTp. JJoIKHOCTD: IEpeBOTUNK- pedepeHT.
1993- 1994 Awmepukanckas ¢upma J[TP (DTR, Developed Technology Resource. Inc.).

JIOMKHOCTB: IepeBOAYUK-PEPEPEHT.
1995 no nacrosimiee Bpemsi  Cankrt-IletepOyprcekast rocy1apcTBEHHAs aKaJeMHsl METOJ0B U TEXHUKH
ynpasienus (JINMMTY). JlomkHOCTB: TpenoaaBaTeb AeT0TPOU3BOICTBA.

[MPOD®ECCHUOHAJIbHBIE HABBIKU:
CB00OIHO BIIAICI0 HEMEIIKMM U aHTJIMHCKUM SI3BIKAMHU.
HNmero omeiT paboThl Ha TepcoHAIbHOM KommbloTepe: Winword, Exceli,
aJIeKTpOoHHas moura (e-mail ).
Xopomo pa3duparoch B IPaBOBOM PETYJIMPOBAHHHM BHEIIHEAKOHOMHYECKON
JeITEIBPHOCTH, B TPAKJAHCKOM M TOPTOBOM IpaBe BEAYIIUX 3alaJHBIX CTPaH, B
MEXTyHAPOJHOM MAapPKETHHTE.
3Hal0 OPraHU3aIOHHYI0 W TEXHHUKY OCYIIECTBJICHUS BHEITHEIKOHOMUYECKMIX
KOHTAKTOB, OyXraaTepcKuil ~ yd4eT  AKCIHOPTHO-UMIOPTHBIX  OMEpaIuid,
roCyJapCTBEHHOE TAMOKEHHOE PETyJIUPOBaHUE.

JOITOJIHUTEJIBHBIE CBEAEHMA
HMmero BoauTenbCckue npasa Kareropun»By,
OHepruyHa, MHUIMATUBHA, TPY10JII00MBa, HACTONUMBA B IOCTHKEHUU TPeOyeMbIX
pe3ynbTaToB, JH0003HATEIbHAS, OOIUTEIbHAS.

NHTEPECBI: YBieKarch MUPOBOH XyI0KECTBEHHOM JINTEPATYPOH, T€aTPOM.3aHUMAOCh
00JIbIIIM TEHHHCOM.

00.00.20 r. ConoBbeBa T.NU.ConoBbeBa
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Tema 2.5. JloroBopHO-nipaBoBasi JOKyMeHTALMA

IIpakTuueckoe 3ansitue Ne 8
OdopmiieHue TOBEPEHHOCTEH

Lean padoTbi:
Hay‘-II/ITI)Cﬂ COCTaBJIAATh U Oq)OpMJISITB I/IH(i)OpMaHI/IOHHO — CIIPpAaBOYHBIC JTOKYMCHTBI B COOTBCTCTBUU

cI'OCT P 7.0.97 - 2016

Boinosnus padorty, Bel Oyaere:

ymemy:

—  0hOpMIIATH TOKYMEHTAITUIO B COOTBETCTBUHU C HOPMAaTUBHOM 0a30H, B T. 4. C UCTIOJIH30BAHHEM
MH(POPMAITUOHHBIX TEXHOJIOTHIA;
— HCTOJB30BaTh YHU(UIIUPOBAHHBIE (DOPMBI JOKYMEHTOB

BroinoJsiHeHne nMpakTHYecKoii padoThl c1ocoO6cTBYeT (POPMUPOBAHUIO:

OK 01.1 Onpenensier mpodecCHOHANBHYIO 33/1a4y C YY€TOM Mpo(heCcCHOHATBHOTO U COIHAIIBHOTO
KOHTEKCTa, COCTaBJIAET IUIaH JEHCTBUM JUid €€ pelleHus, peaju3yeT €ro, B TOM 4YHCIe C Y4ETOM
M3MEHSIOIINXCS YCIIOBHM, U OIIEHUBAET PE3YJIbTATHI PEIIeHUs MPo(HecCHOHATHHOM 3a1auu.

OK 01.2 OcymectBasieT MmMoUCK HWHPOPMANUHM, HEOOXOTMMOW MJIg PEIICHUS 3aJaddl W/WIN
poOIeMBbI.

OK 01.3 JlemoHCcTpHpyeT HaBBIKKA pabOTHI B IpOo(ecCUOHATbHONW U CMEKHBIX cepax.

OK 02.1 Onpenenser 3aa4yu 1 UICTOYHUKYU MTOUCKA B 3asIBJICHHBIX YCIIOBUSIX.

OK 02.2 Ananu3upyeT U CTPYKTypUpYET MoJiydyaeMyro HHpopmanuio, oGopMisieT pe3yabTaThl
MorcKa MH(POPMAIIHH.

OK 02.3 Ucnonb3yeT MHPOPMAIIMOHHBIE TEXHOJOTUU M COBPEMEHHOE MPOrpaMMHOE OOecreueHne
MIPH pelIeHny Ipo(hecCHOHANBHBIX 3a4a4.

OK 04.1 [InanupyeT AesTETbHOCTh WICHOB KOMAH/Ibl U PACIIPENICSAET POIH.

OK 04.2 BzaummoneWcTByeT C KOJUIETaMH, PYKOBOJCTBOM, B Xo0j€¢ MpodhecCHOHATHHON
NeSITeIbHOCTH.

OK 04.3 [IpumeHsieT HaBbIKUA YIIPaBICHHS MTPOEKTAMH.

OK 05.1 OcymecTBisier ycTHOE 00IIeHHE B MPOPECCHOHAIBHON JIEATETLHOCTH B COOTBETCTBUU C
HOPMaMU PYCCKOTO SI3bIKa.

OK 05.2 OdopmisieT JOKYMEHTHI O Mpo(HeCcCHOHATHHON TEMAaTHKE Ha TOCYIapCTBEHHOM SI3BIKE.

OK 05.3 Hcnosp3yer cTaHIApTHBIH HAO0Op KOMMYHHMKAIIMOHHBIX TEXHOJOTHH [UIsi oOMeHa
uHpopmanren B mpodecCuoHaTbLHON NesITeNbHOCTH.

OK 09.1 OcymecTBisieT KOMMYHUKaHiO (YCTHYIO M THCBMEHHYIO) Ha TOCYAapCTBEHHOM U
MHOCTPaHHOM $I3bIKE.

OK 09.3 H3Bnekaer HeoOXoaumyro HHQOpPMAIMIO M3 AOKYMEHTAIMH MO MpodeccroHalbHOMN
TeMaTHUKe.

[IK 1.6.3 [ToaroraBauBaet OTYETHYIO JOKYMEHTAILUIO.

I1K 2.3.3 CocrapnseT akT 00cie10BaHus Ha 00BEKT KaIMTAIBHOIO CTPOUTEIIbCTBA.

[1IK 2.4.1 ®opmupyeT 1 0popMIISET OTYETHYIO JOKYMEHTAILIMIO 10 KOMILJIEKCY 0OMEpPHBIX padoT.

IIK 3.2.1 Paboraet ¢ oOpaieHusiMu 1 WHGOOPMALMOHHBIMU 3allpOCaMM, B TOM 4ucie Ha EnuHom
MopTajge TOCYAapCTBEHHBIX UM MYHULMMNAIBHBIX YCIyr ((QyHKUMi) U (WIM) PErMOHANBHBIX MOpTanax
rOCy/IapCTBEHHBIX U MYHHUIIMITATBHBIX YCIYT (QYHKIUR).

IIK 3.2.2 CocraBnsieT IOKyMEHTHl IO 3ampocaMm, B TOM 4ucie Ha EnuHom mnopraie
TOCYIapCTBEHHBIX W MYHUIMNAIBbHBIX ycayr ((QyHKOuH) W (WIM) pPETrHOHAJBHBIX MOpTaNax
rOCy/IapCTBEHHBIX U MYHHUIIMITATBHBIX YCIYT (QYHKIU).

1K 3.3.2 Mcnonp3yeT TEXHUUECKUE CPEJICTBA MO OLU(PPOBKE TOKYMEHTALIUH.
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1K 3.3.3 Mcnonb3yeT 3JeKTPOHHYIO MOIHUCH.
[1K 3.4.3 Bener 10KyMeHTOOOOPOT C y4ETOM YMEHUH O(OpMIIEHHE KOTHI OTYETOB, TIOKYMEHTOB
Y MaTepuasoB, KOTOPbIE UCHOJIb30BAIUCH IPU ONPEACICHUN KalaCTPOBOW CTOMMOCTH, JUISI BPEMEHHOTO,
IIOCTOSIHHOTO U (MJIM) AOJITOBPEMEHHOIO CPOKOB XPaHEHHS.
MarepuajibHO TeXHHYECKOe ofecreyeHue:
— Pabouyas u nexuuoHHast TeTpaIy.
— JlupakTtuyeckui Matepuan
— IlepconanbHbIl KOMITBIOTEP, TEKCTOBBIN Tpotieccop Microsoft Word
— OO0pa3Lpl T0KyMEHTOB

3aganue:
CocTaBuTh U Oq)OpMHTB C HUCIIOJIb30BAHUEM KOMIIBIOTCPHBIX TEXHOJIOTUH U B COOTBETCTBHUH C
tpedoBarusmu 'OCT P 7.0.97-2016 noBepeHHOCTH.

HOpﬂI{OK BbIITOJTHCHHUA paﬁoTu:

[Ipoananu3upoBaTh mnpaBwia OGOPMIICHHS JOKYMEHTOB MPOQPECCHOHATBHON JCSATEIHHOCTH
(COCTaBUTh W C HCIIOJIB30BAHHEM KOMITBIOTEPHBIX TEXHOJOTUH U B COOTBETCTBHH C TPeOOBAHUSIMH
I'OCT P 7.0.97-2016 moBepenHocTH B TekcToBOM pemakrope Microsoft Word co Bcemu tpeGoBanusMu
o(OpMIICHHS, C OTCTYIIaMHU ¥ HHTEPBAIIAMH.
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O0pasen TOBEPEHHOCTH

JOBEPEHHOCTBL N

(MeCTO M DaTa BblIadM IOOBEPEHHOCTU HpOHMCbD)

A, TpaxmaH

(rpaxnaHCcTBO) (®.11.0. moBepuUTeJsia INOJIHOCTLIO)
" " I'. POXIEeHMd, MNacCIOpPT Cepumn N ’
BELOAH " " T'., 3apeTrUCTPUPOBAHHHI (asg) IO
azpecy: , NpoXMBawLMM (as) IO ampecy:
, HacTosAlmeM IOBEPEHHOCTHI YIIOJIHOMOUYMBAI
TpaxmaH ,
(rpaxnaHCcTBO) (®./1.0. HOOBEPEHHOTO JiMila IIOJIHOCTBLIO)
" " I'. POXIEeHMs, MNacCIOpT Cepum N ’
BEIIAH " " T'., B3aPEerMCTPUPOBAHHOIO (YK) IO
azjpecy: , [IPOXMBAKMETO (Yi0) IO ampecy:

, TOJIy4MThH B Kacce
, HaxonOAmeTrocs IO aIpecy:

, NpUYMTaRyloCcs MHe sBapaboTHyo IjIaTy 3a
(HammeHoBaHUe mnu &.M.0. paboTomaTesis)

(yxazaTb Iepuon BPEMEHMN)
(BRapmaHT, eciu BapaboTHas IJlaTa I[IePeuMrcCIIIeTCs INOBEPUTEJI0 Ha YKa3aHHBM UM
cueT B OaHKe Ha YCJIOBUAX, OIPEINeJyIeHHBEIX KOJIJIEKTUMBHEIM IOOTOBOPOM MJIM TPYIOBBM
OOTOBOPOM: IoJIyyuaTh IPUUUT AU OC S MHE 3apaboTHYI IJIaTy CO CuUeTa HOMEpP
B )
(HoMep OaHKOBCKOI'O cCUeTa) (HaMMeHOBaHMEe KPpeIMTHOM OpITaHM3alUM)
BIPaBe PAaCIMCEHBATHCS 3a MEHs UM BHIIOJHATH BCE MHBE

(®.11.0. moBepeHHOTO JMla)
OeliCTBUSA, CBSA3aHHEE C JIaHHEM [IOPYyYeHMEM.

I[ToJTHOMOUMSA IIO0 HaCTOSIeMn IOOBEPEHHOCTM MOTYT (BapMaHT: He MOTYT) OHTH
nepenaHsl OPYTMM JIMLIAM.

CpoK IeMCcTBUA HOOBEPEHHOCTU Mecsaua (er) (BapMaHT:
ron(a), JjeT).

[IonnMchk IOBEPEHHOTO JiMla IP.

(®.1.0. HOOBEPEHHOTO JMlia) (mopnmce)
IOOTBEPXIOAN.
JoBepuTessb :
/ /
(mopgmnmce) (®.1.0.)

I'. HaCcTodAllad IOOBEPEHHOCTB YIOOCTOBEPEHAa MHOﬁ,

(mosrxHOCTL, ©.M.0. YyNOJIHOMOUWEHHOTO JIMIa opraHm3aumum, rne padoraerT

IOBEPUTEJID)

(mopmmnmceo) (®.1.0.)
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dopma npeacTaBiIeHusi padoThI:
Odopmnennsie gokymeHTHI B cooTBeTcTBHE ¢ [[OCTowMm 7.0.97.-2016

KpnTeplm OLICHKH:

OncHka
1705911203701 \ 20
Pe3ynbTaTUBHOCTD BBITIOJTHCHUS 33 JaHUS HBIX
JOCTIOKCHUH,
Oan
3a/laHue BBIITOJIHEHO MOJHOCTRIO, 0€3 3aMeUaHui 5
3a/iaHue BHITIOJIHEHO TOJHOCTHIO0, HO MMEIOTCS HECYIICCTBEHHBIC 3aMECUaHUs 4
3a/1aHue BBITIOJTHEHO, HO UMEIOTCS CYIIICCTBCHHBIC 3aMEYaHMUs, TIOBIICKITHE K 3
HEBEPHOMY PEIICHUIO 3a/IaHUs
3aaHue He BBIIOJIHECHO 2

49




IMpakTuyeckoe 3ansaTue Ne 9
CocrasiieHue 1 0opopMIIeHHE TOTOBOPOB
Lean padoTbI:
HayuuThcs coctaBnsaTh 1 0(GopMIISATE HHPOPMAITMOHHO — CIIPABOYHBIC JOKYMEHTHI B COOTBETCTBUU
cI'OCT P 7.0.97 - 2016

Boinosnus padorty, Bl Oyaere:

ymemy:

— o(opMIATH JOKYMEHTAIIMIO B COOTBETCTBUU C HOPMATUBHOM 0a30M, B T. 4. C HCHOJIb30BAHUEM
MH()OPMAMOHHBIX TEXHOJIOTUH;
— HCIOJIb30BaTh YHU(DUIIUPOBAHHBIE (OPMBI JOKYMEHTOB

BrinoJsiHeHHe MpaKTHYeCKOil padoThl c1IOCOOCTBYeT (pOPMUPOBAHUIO:

OK 01.1 Onpenensier mpodecCHOHANBHYIO 33/1a4y C y4eTOM MPO(ECCHOHAITBHOTO M COLUATBLHOTO
KOHTEKCTa, COCTaBJIAET IUIaH JEHCTBUM uid €€ pelleHus, peaju3yeT €ro, B TOM 4YHCIe C Y4€TOM
M3MEHSIIOIIMXCS YCIOBHM, U OLIEHUBAET PE3yNbTaThl pelieHus NpodecCHOHATbHON 3aJauu.

OK 01.2 OcymecTBasier mouck HHPOpMAIUKU, HEOOXOTUMOUN ISl pEHICHUS 3a7aud  H/Uin
poOIEeMBI.

OK 01.3 JlemoHcTpHpyeT HaBbIKKA pabOTHI B IPO(EeCCUOHATBHON U CMEKHBIX Cepax.

OK 02.1 Onpenenser 3aa4u 1 UICTOYHUKYU MTOUCKA B 3asIBJICHHBIX YCIOBUSIX.

OK 02.2 Ananu3upyeT U CTPYKTypUpYET MoJlydyaeMylo HHpopmaruio, oGopMisieT pe3ylbTaThl
MorcKa MH(POPMAIIHH.

OK 02.3 Ucnonb3yeT HHPOPMAIIMOHHBIE TEXHOJOTUU U COBPEMEHHOE MPOTrpaMMHOE OOecrieueHne
MIPHU peleHnH MPoeCCUOHATHHBIX 3a/1a4.

OK 04.1 [InmanupyeT AesTeTbHOCTh WICHOB KOMaH/bI U paCIPEACIISIET POJIH.

OK 04.2 BzaummonelcTByeT C KOJUIETaMH, PYKOBOJCTBOM, B XoJe¢ MNpo¢eCCHOHATBHON
NeSITeIbHOCTH.

OK 04.3 [IpumeHsieT HaBbIKUA YIPaBICHHS MTPOEKTAMH.

OK 05.1 OcymecTBasier ycTHOE 00IIeHHE B MPOPECCHOHAIBHON JIEATETLHOCTH B COOTBETCTBUU C
HOPMaMH PYCCKOTO SI3bIKa.

OK 05.2 OdopmasieT JOKYMEHTHI 0 MpoheCCHOHATHHOM TEMAaTUKE Ha TOCYIAPCTBEHHOM SI3BIKE.

OK 05.3 Hcnonp3yer cTaHIapTHBIA HAO0Op KOMMYHHMKAIIMOHHBIX TEXHOJOTHH [UIsi oOMeHa
uHpopmanren B mpodecCuoHaIbHON JesITeNbHOCTH.

OK 09.1 OcymecTBisieT KOMMYHUKAHMO (YCTHYIHO M THCBMEHHYIO) Ha TOCYJapCTBEHHOM H
MHOCTPaHHOM $I3bIKE.

OK 09.3 HsBnekaer HeoOXoauMyr HHGOpPMAIMI0O M3 JOKYMEHTAIIMU IO MPOQEeCCHOHATBHON
TeMaTHUKe.

[IK 1.6.3 [ToaroraBauMBaeT OTYETHYIO TOKYMEHTALIHIO.

I1K 2.3.3 CocrapnsieT akT o0cae0BaHus Ha 00BEKT KAUTAIBHOTO CTPOUTEIHCTBA.

[1IK 2.4.1 ®opmupyeT 1 0(popMIILET OTYETHYIO JOKYMEHTAILIMIO 10 KOMIUIEKCY 0OMEpHBIX padoT.

IIK 3.2.1 Paboraet ¢ oOpaieHussMu 1 WHGOOPMALMOHHBIMU 3allpOCcaMu, B TOM 4ucie Ha Enunom
MopTajge TOCYAapCTBEHHBIX UM MYHULHUMNAIBHBIX YCIyr ((QyHKUMi) U (WIM) PErMOHAIBHBIX MOpTaliax
rOCy/IapCTBEHHBIX U MYHHUIIMITATBHBIX YCIYT (QYHKIU).

I[IK 3.2.2 CocraBisger AOKyYMEHTbl IO 3ampocaM, B TOM uucie Ha EnmHoM mnoprtane
TrOCYIapCTBEHHBIX W MYHUIMNAIbHBIX yciayr ((QyHKOuH) W (WIM) pPErHOHAJbHBIX MOpTaNax
rOCy/IapCTBEHHBIX U MYHHUIIMIIATBHBIX YCIYT (QYHKIUR).

1K 3.3.2 Mcnonp3yeT TEXHUUECKUE CPEJICTBA MO OLU(PPOBKE TOKYMEHTALIMH.

[1K 3.3.3 Ucnoab3yeT 3IeKTPOHHYIO TOANKCH.

I1K 3.4.3 Bener 10KyMeHTOOOOPOT C y4ETOM YMEHUH 0(hopMIIeHHE KO OTYETOB, JIOKYMEHTOB
Y MaTepHalioB, KOTOPbIE MCIOIb30BAIMCH IPU ONPEIECICHUU KAaJacTPOBON CTOMMOCTH, JUIsl BpEMEHHOTO,
MOCTOSIHHOTO U (WJIM) JOJTOBPEMEHHOTO CPOKOB XPaHEHHUSI.
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MarepunajJbHO TEXHHYECKOE 0DecrieyeHne:
— Pabouyas v neKIMOHHAST TETPATH.
— JlupakTuyeckui Matepuan
— IlepconanbHbIl KOMITBIOTEP, TEKCTOBBIN Iporieccop Microsoft Word
— OOpasupl TOKyMEHTOB

3aganue:
CocraBpTe rpakJJaHCKO-IIPaBOBOM € NCIOJIb30BAHUEM OPraHU3AILIMOHHO - IIPABOBBIX (DOPM IOPUINUECKUX
JULL.
IMopsiiok BbINOJIHEHUS PAdOTHI:
[Ipu caMOCTOATEIBLHOM COCTABIEHUH JIOTOBOPA CIIEAYET IPUHUMATh BO BHUMAHKE €r0 CTPYKTYPY U
HE0OX0IMMOCTh OIMCAHMSI BCEX OCHOBHBIX MYHKTOB. OH JI0JIKEH ObITh COCTAaBIJIEH B JIBYX 3K3EMIUISIPAX,
10 OJTHOMY JUIsl Ka)KJI0M CTOPOHBI, M BKJIIOYATh B c€0sl CIEAYIOLINE OCHOBHBIE COCTABIISAIONIUE I0TOBOPA
ITYHKTBI:
1. mamnka (mpeamOyIa 10ToBOpa)
IpeIMET 0roBopa
00s3aTenbCTBa CTOPOH
YCITIOBHSI BRITIOJTHEHUS
CTOMMOCTb U MOPSJIOK PacyeTOB
OTBETCTBEHHOCTH
HenpeBUICHHbIE 00CTOSTEILCTBA
MOPSIIOK Pa3pelIeHHs! CIIOPOB
. CPOK JIEUCTBUS
10. pexBU3UTEI CTOPOH

© oo N UL

Xox padoThI:

1.llanka (mpeamOyJia). B Havane 00s13aTeIbHO TOJDKHBI OBITh YKa3aHbI JaTa ¥ MECTO 3aKITIOYCHUSI.
Jlanee cneayer yka3aThb HOMED, TPUCBOEHHBIN OJTHOW U3 CTOPOH, U ero Ha3HaueHue. CtanmapTHas dpasa,
OTHCHIBAIOLIAsl CTOPOHBI BCET/Ia HAUMHAETCS C Ha3BaHUS IOPUAUYECKOTO JINIA, OTBETCTBEHHOTO
MIpeJICTaBUTEINS U ero poiu. B mo6oM goroBope Beeraa NpuCcyTCTBYIOT 3akazuuk U McronHuTensp,
[TocraBmuk u [Tokynarens, Apernatop u Apernoaarens, Pabotauk u PaboTonarens u Tak ganee.
Kaxxayro cTopoHbI JOHKHBI IPEICTABIATH OTBETCTBEHHBIE JIMIA, UMEIOIIME IIPABO Ha 3aKII0UYECHUE
JOTOBOPA. ITO MOXKET ObITh YUpeAUTEIh OPraHU3alUU, TeHEPAIBbHBIN TUPEKTOP WU AUPEKTOP, IPU ITOM
OH JICIICTBYET Ha OCHOBaHHMH ycTaBa. B ocTanbHbBIX CydasiX BO3MOKHOCTb HOITUCAHUS JIEIeTUPyeTCs,
TOTJIa IPEJCTaBUTENb JOKEH UMETh COOTBETCTBYIOIIYIO JOBEPEHHOCTh. CMOTPH HUXKE MPUMED:

Hozoeop Ne
Ha npedocmasiieHue KaKux- mo yciye
I. Mockea 1 aneapa 2013 2.

000 «KTO-TO TAM», umenyemoe 8 OanvHeiiuwem Hcnonnumens, 6 auye oupexmopa ,
Oeticmgyoue2o Ha OocHoganuu Ycmaea, ¢ oownoul cmoponvl u AO «KTO -TO EIJE», umenyemoe 8

oanvHeuwiem «3akazyuxky 6 Juye oupexmopa , Oelicmgyiowe20 HA OCHOBAHUU
oogepennocmu Ne om 01.01.201 2., ¢ Opyeoii cmopoHvl, 3aKMOUUNU HACMOAWUL 002080D O
HUdICeCne0yIoujem:

2. HpenMeT aorosopa. B TIEpBOM pa3aeCiIiC JOJIKHBI OBITh OTPA’XCHbBI OCHOBHBIC TTOJIOKCHUS, TOBOPAILINC
0 TOM, 3a4UCM JOT0OBOP 3aKIHOYACTCA U KAKUC YCIIYI'M B HCM 3aKPCIIJICHBI. CMOTpI/I HHWIKC ITPUMCEDP:
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1. I[Ipeomem dozosopa.

1.1. Ilo 0oco60opy npedocmasienus Kakux-mo yciye Hcnonnumens 00a3yemcs no 3a0anuio 3axazuuxa
oKaszamv ycnyeu, ykasauuvle 6 n. 1.2. nacmosawezo [ozoeopa, a 3akazuux 06sA3yemcs oniamums dmu
yenyeu.

1.2.Ucnonnumens 06s3yemces okazamuv ciedyiowue ycayeu: ... (npouecms nexyuu, npogecmu obyuenue 6
UHOU hopme u Koncyrbmayuu sk COMpYOHUKO8 3aKazuuka), no 3a0annol 3aKazuukom meme, 6 ooveme,
CpOKU u  3a niamy, coenacosamHvle  Medxcoy — 3axkazuukom u  Hcnonnumenem.
1.3 Yenyeu cuumaromes okazaHHbiMu nocie NOONUCAHUS CHOPOHAMU OMYema 00 OKA3AHHbBIX YCIye.

3.00s3aHH0CcTH CcTOPOH. OCHOBHBIE TpeOOBaHMS, BO3JIaraeMble Ha 3akasuuka W VcmosHuTENs
omuchIBaloTCs B pazaene «O0s3aTenscTBAa CTOPOH». 31€Ch HE OTOBAPHUBAIOTCS YCIOBHS BBITIOTHCHHUS,
TOJIBKO TJIABHBIE MOJIOXKeHUSI. CMOTPH HHUXKE IIPUMED:

2.06a3amenvcmea CmopoH.

2.1. Ucnonnumens 0053yemcs:
- oKazamu yenyeu c Haonexlcawum Kauecmeom;,
- oKazamu yenyeu JIUYHO,
- no002omosums He0OX00UMbllL mamepuar ons nposedetus CEMUHAPOB;

- obecneuumsv ceoe8peMenHoe npedocmasieHue Yciye, 8 COOMEEeMCmaeuU ¢ CO2IACOBAHHOU C 3aKA3UUKOM
memamuxou;

- okasameb YCIyeu 6 MNOJHOM o00veme U 68 CPOK, VKA3aHHbLU 6 N.4. Hacmoswezo 002080pa;
- gecmu yuem oxazvieaemuvlx 3aKazuuxy yciye, U no mepe UCHOJIHeHUs, NPeoCmasiams 3aKazuuKy omuem

00 obveme amux yenye.
2.2. 3akazuux 00s13yemcsi:
- cBoespemeHHO  onnauyusamv  Hlcnonnumenio  cmoumocmev  OKA3AHHGLIX  YCAVe, 8  NOpAOKe,
npeodycmMompeHHoOM HACMOosAUWUM Jlocosopom;
- gecmu yuem okazaHuwix Vcnonnumenem yciye u cocmasnsims c800Hble OaHHble 00 0Obeme OKA3AHHBIX
yenye.

2.3. 3a HesvinonHeHue unu Henaonedxcaujee BbINOIHEHUE 00A3ameNbCme No HACMOoAUuemMy 002080py
Hcnonnumens u 3akasuux Hecym OmMEEmCmMEeHHOCMb 6 COOMBEmCmeuu ¢ 3aKOHOOAmelbCmeoM
Poccuiickoti @edepayuu.

4. YciaoBus BBINOJTHEHHU. Croz[a IIoMCIIACTCA BCA HH(bOpMaHHH, OIIMChIBAIOIasd IpaBujia pasMEIICHUA
3aKa3a, CPOKH BBIIIOJTHCHMS, Jro0ast I/IH(l)OpMaI_[I/ISI, HMEoI[asA BaXXHOCTb B ITPOLECCE pa6OTBI. 3aqaCTy10
CI0Ja BHOCATCA IIpaBHJIa, II0 KOTOPBIM 3aKa3YWMK OIOCHHUBACT Kad4€CTBO IPEAOCTABICHHBIX YCIIYT,
IIPpOBOAUT IMPUEMKY TOBApPOB, YUUTBIBACT KOJIUYCCTBO M KadYCCTBO. PaSI[eJ'I BKJIIFOYACT CCBLIIKM Ha
BHYTPCHHUC UHCTPYKIHUU U Tpe6OBaHI/I5[ Ha COOTBETCTBUEC CTaHAApTaM. Bce ne OT'OBOPCHHBIC YCJIOBUAI,
KakK IIpaBUJIO, YUTCHBI B 3aKOHOJATCIILCTBE. He o0s3arensHO onuchIBaTh Ka)l(,[[hlﬁ BO3MOKHBIN CI_[eHapI/Iﬁ
Pa3BUTUA CO6I>ITPII>1, TaK Kak OOJBIIMHCTBO U3 HHUX YK€ OTPETYJIIMPOBAHLI. BCTpe‘laI-OTCSI JO0T'OBOPEI, B
KOTOPBIX OITMCAHHC Tpe60BaHPII>i n YCJ'IOBI/Iﬁ 3aHUMAcCT 110 ILATBACCAT, @ TO U TO BOCCMBACCAT CTPAaHUII.
Takoe ycepaue 3a4acTyr0 H3JIMIIHEC U Tpe6yeT051 B CJIydqa¢ HCKIHOYHUTCIBbHBIX Tpe6OBaHI/II71,
OpCaAbABIIAACMBIX K HCITIOJTHUTCIIIO.

5. Croumocth M MmopsAa0K pacdeToB. Cmoumocms TOBApPOB U YCIYI' HOJIZKHBI OBLITH OINHMCAaHBl B
OTACJIIbHOM IIPUJIOKCHHUU, CCBIJIKA Ha KOTOPOEC MOKCT pacCIiojiararbCs oo B IIEpBOM, 1160 B OTACIIbHOM
pasaeiic. HpI/IJ'IO)KeHI/Ie BBIBOAUTCA U3 OCHOBHOT'O TCKCTA B ClIy4ac, €CJIM MPECAIOJaractcsa MHOTOKPATHOC
€r0 UCIIOJIB30BAHUC HA AJIUTCIIBHOM ITPOMCEKYTKEC BPEMCHH. Eciun xomIlaHum 3aKIr04aroT AOTOBOP Ha
IOCTAaBKY, HOI[pa?»YMCBaIOI_HI/Iﬁ IMOCTOAHHYIO pa60Ty, TO BIIOJIHE BO3MOKHO, YTO II€HBI BPEMA OT BPEMCHU
6y,[[yT MeHAThC. Torma uenec006pa3H0 BBIHCCTH BOIIPOC O ICHAX, YTOOBI KaXXIbIN pa3 HE
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NEePenoNUCHIBaTh LENbIi JoroBop. Jltobass mHbopMaIms, NOJBEpKEHHAS H3MEHEHHUIO JIOJDKHA OBITH
BBIHECEHA U3 pEeNakIUMM M CcorjacoBaHa oOTAenbHO. lloppasymeBaercs, 4YTO MPUIOXKEHHS MOTYT
NEPUOINYECKA MEHAThC B TO BpEeMs, KaK OCHOBHBIC YCJIOBHS OCTAHYTCS TIIOCTOSHHBIMU. Ecmu
COTJIAIIEHUE 3aKJII0YaeTCs Ha pPAa30Bble JEHCTBUS, TO JIydlle BCE YCIOBUS YIOXKHTh B OCHOBHYIO
pEeIaKuuIo.

JIOoroBOPBI, 3aKIIIOUYEHHBIE Ul MOCTOSHHON PabOThI, TOJDKHBI PACCMATPUBATD NOPAOOK UBMEHEHUs YeH.
Jlydme, 4TOOBl HCHOJHUTENb OBLT 00s3aH 3a0JarOBPEMEHHO OTOBEIIAaTh O CBOMX pEHICHUSAX B
MUCHbMEHHOU opme. Takue MyHKTHI 3aIUIIAI0T 3aKa3YMKOB OT CIIOHTAHHBIX KEJIAaHHWH ITOTHUMATh IICHBI
U J1al0T BO3MOXKHOCTb ISl IPUHSTHSI PEIICHHSL.

JIroOble neiicTBUS, CBSI3aHHBIC C JACHE)KHBIMH IE€PEBOJAAMHU OJDKHBI MMETh B KAdeCTBE OCHOBAaHUS
OTOBOPEHHBIE CpoKu onnamul. 1109TOMY TEKCT JOIDKEH COAEPXKaTh IyHKTHI, IOAPOOHO ONHUCHIBAIOLINE
YCIIOBHSI U CPOKH OTLIATHI.

6. OTBercTBEeHHOCTH CTOPOH. OTBETCTBEHHOCTh 32 HEBBINOJIHEHUE JOTOBOPHBIX 00s3aTEIHCTB
OTOBOpEHa B 3aKoHE. Eciu CTOpPOHBI CTpeMATCS YCTAaHOBUTH MHBIE B3aMHBIE TPEOOBAHUS, OHU BKITIOYAT
B PEIAKIIMIO0 HOBBIE MYyHKTHI, OTPAXKAIOI[ME OTBETCTBEHHOCTh 3a HEBBITIOJHEHHUE PadOT, CPHIB OTTPY30K,
TIEHU 32 KXl JCHBb MPOCPOUKU Mpoure. Ho yacTo maHHBIN MyHKT BRITJAIUT KaK Ha YKA3aHHOM HUKE
npuMepe:

6. OmseemcmeeHHOCMb CIOPOH.
6.1. 3a mHesvinonHeHnue unu HeHmaoledxcaujee BbINOJHEHUe 00713amenbCme No HACMosuemy 002080py
Ucnonnumenv u 3axazuux necym omeemcmeeHHOCMb 8 COOMBEMCmeul ¢ Oelucmeyiouum poOCCUUCKUM
3AKOHO0AMENbCMEOM.
7. HenpenBujaeHHnbie 00cTOATELCTBA. J[F0O0H TOTOBOP MTOJDKEH COAEPkKaTh pasniesl, IOCBSIIEHHBIN
00CTOSITENBCTBAM Henpeodonumol cunvl. JIaHHBIA pa3fen TOBOPUT O TOM, YTO YCJIOBHUS BBINIOJHEHUS
JIOTOBOpa MOTYT OBITh OIYIIIEHBI B CITydae MOsBJICHUS BHEITHUX (PakTopoB. B moroBope HenmpenBuaeHHbBIC
00CTOSITETLCTBA CHUMAIOT OTBETCTBEHHOCTh CO CTOPOH. [JIaBHBIM YCIIOBHEM 31IeCh SIBJISICTCS
HEOOXOIMMOCTh CBOCBPEMEHHOTO HM3BEIICHHS] BTOPOH CTOPOHBI O HACTYIUICHHH TAaKUX OOCTOSITEIHCTB.
CMOTpH HUXKE TTPUMED:

7. Obcmosmenvcmea HenpeoOoIUMOU CUTbL

7.1. Cmopouvl 0c80002cOarOMcs om OMEEMCMBEHHOCU 34 HEUCNONIHeHUe UWlU HeHaodaexcaujee
UCNOIHeHUe 0053amenrbcmes, NPUHAMbIX Ha cebsi no HacmosuwjeMy 002080py, eclu Haodxexlcaujee
UCNOJIHEHUe OKA3a/0Ch HEeBO3MONCHbIM BCe0CmeUe HACMYNIeHUs 00CMOSMeNbCms HenpeoooIuMoll
CUnbL.

7.2. [lonsmuem o06cmosmenbcms HenpeooOIUMOl CUlbl OXEAMbIBAIOMCSA GHEWHUE U UPe38blualiHble
cobbImusL, OMCYMCmMB08aguILe 80 8pemMsi NOONUCAHUSL HACMOAWe20 002080pA U HACMYNUSUIUE NOMUMO
goau u oceranus Cmopon, Oelicmeusi komopvix CMOpoHbl He Moeau npedomepamums mepamu u
cpeocmeamu, KOmopble OnpagoaHo U yenecoobpazHo o0dicuoams om 000pocosecmHo Oelicmayrouell
Cmopounsl. K nooobnvim obcmosmenvcmeam Cmopon OMHOCAM: G0eHHble Oelcmeus, SNuoemul,
noJicapel, NPUPOOHblEe KAMACMPO@sl, aKmvl U Oelucmeusi 20CYOapPCMEEHHbIX OpP2aH08, O0enaujue
HEeBO3MOMNCHBIMU UCNOTHEHUE 0053ameNbCme No HACMOosujeMy 002080py 8 COOMBENMCMEUU ¢ 3aKOHHbIM
NOPsIOKOM.

7.3. Cmopona no nacmoswemy 002080py, 3AMPOHYMAs 0OCMOAMENbCMEAMU HENPeoOOUMOU CUTb,
00JIACHA HeMEeOTIeHHO U3BeCMUNb MeNe2paMMOL Wil ¢ NOMOWbI0 PakcumuivbHou ceazu opyeyio Cmopomny
0 HacmynjieHuu, 6Uoe U 03MONCHOU NPOOOJAHCUMETLHOCMU OeUCMEUsi 0OCMOAMEeNTbCME HenpeodoIUMOl
CUTIbL, NPENIMCMBYIOUUX UCHOTIHEHUIO 002080PHBIX 00s13amenbems. Eciu o evtueynomsnymulx coobimusix
He 6yoem ceoespemenHo coobueno, Cmopona, 3amporymas 06CmosmenbCmeoM HenpeoOOIUMOL CUTLbL,
He MOJICem HA He2O CCbLIAMbCSL KaK HA OCHOBAHUE 0CB0O0ICOCHUsL OM OMBEMCMEEHHOCHIU.
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7.4. B nepuoo oeticmaus 06cmosmenbcmea Henpeo0oIumMoll Cuivl, komopuvle 0ceobocoaiom CmopoHsl om
0MBemcmeeHHOCMU, BbINOJHEHUe 0053amenbCme NPUOCAHABIUBAEMC U CAHKYUU 3d HEUCHOIHEHUe
002080pHbIX 0053AMENbCME He NPUMEHIOMCAL.

7.5. Hacmynaenue ob6cmosamenbcme HenpeoO0oauMOu CUuibl NPU YCI108UU, YMo NPUHAMbL YCHMAHOBIeHHbLE
Mmepbl no uzeewjenutro 006 smom Opyeux CmopoH, npoonesaem CpoK 6bINOIHEHUs O002080PHbIX
0053amenbeme Ha nepuoo, no c8oell NPoOOIHCUMENbHOCIU COOMBEMCMEYIOWUL NPOOOIHCUNETbHOCTIU
06CcmoamMenbCma u pasymHoOMYy CPOKY Oisl YCMPAHEeHUs UX NOC1e0CmEuil.

7.6. Ecnu Oeticmsue o6cmosmenbcme HenpeoooauMoll cuibl npodoadicaemcs bonee 6 mecsiyes, Cmoporwl
Q0JIHCHBL  0020680pUMbCL 0 CYy0bbe Hacmoswezo 0ocoeopa. Ecnu coenawenue Cmoponamu He
docmueHymo, aooas uz Cmopon énpage 6 00HOCMOPOHHEM NOPSOKe PACMOPSHYMb HACMOAWUL 002080D
nymem HanpasieHus 3aKazHolm nucbmom opyzoi Cmopone coomeemcmeyoue2o u3eeujeHus.

8.Ilopsinok pa3pemenusi cnopoB. OObIUHO, ONMMKE K KOHILY pacrojiaraetcsi uHdopmaius o nopsaoke
paspewienusi cnopos. VIHOTZA STOT pa3aen IOMOJHSETCS IyHKTAMH O TOM, YTO CTOPOHBI OOS3YIOTCS
MIPWJIOKHUTh BCE YCWIIHS JIJIS Pa3pelieHus] BOSHUKAIOMIUX MPOOJIEM W HE JIOBOJIUTH ITO CIOPHI JO CyJa.
Tak >xe 3TOT pa3jen MOXKET HAXOJUTCS PAIOM WM ObITh OOBCIWHEH C YCIOBHSIMH PACTOPIKCHUS
noroBopa. CMOTpH HUXKE pUMED:

8. Ilopsdox pazpewenus cnopos.
8.1. Bce cnopwt u pasnoenacus, eosnuxawowue medxncoy Cmopouwamu no Hacmoswemy [oz2osopy,
paspewaomces nymém nepe2osopos.
8.2. B cnyuae Hego3MOdCHOCMU pazpeulenus pasHo2NACUli Nymém Nnepezo8opos OHU NOOIeHcam
paccmompenuro 8  apoOumpaMCHoM  (epadcOaHckom) cyoe Nno MeCcmy HAXOHCOeHUsl 3aKa3uyuKd
(ucnonnumens).
8.3.Bonpocwi, He  ypezynupoganmvie  HACMOSUWUM  002080POM,  DE2NAMEHMUPVIOMCSA — HOPMAMU
oelicmeyouje2o 3aKkOHO0amelbCmad.

9.Cpok neiictBusi joroBopa. B 3axmodeHMH HEOOXOJMMO pa3MeCcTUTh HH(OpPMAIMI0O O TOM, 4YTO
JIOTOBOP COCTaBJIEH B JIBYX OJK3EMIUISIpax, MO OAHOMY MJIsi KaKJIOH CTOPOHBI U 3aKpenumv CpOKU
neictus. JloroBop npr3HaeTcs 3aKII0UEHHBIM C MOMEHTA €ro NOonucaHus. 371eCh BaKHO MOHUMATh, YTO
CPOK IMOATNKCAHUS U J1aTa I0TOBOpa JalleKo He Bcerja coBnagatoT. CMOTpH HIKE IPUMED:

9.Cpox Oeticmsust 002080pa.

9.1. Hacmoswuii /locosop écmynaem 8 Cuiy ¢ MOMEHmMAa NOONUCAHUSL U Oelticm8yem 8 medeHue 00H020
KaneHoapHozo 200a — 0o 31 oexabpa 20 e.

9.2.Hacmosiwuii 002080p cocmasier 8 2 —X 9K3eMNIAPAX, UMeoWUx 0OUHAKOBYIO OPUOUUECKVIO CUTLY,
00UH U3 Komopwvix Haxooumcs y Hcnonnumens, opyeot y 3axazuuka.

10.PexBu3uThl cTOopoH. CojaepkaT Ha3BaHHWE HOPUIUYECKOTO JIHUIA, (PAKTHUYECKUH U HOPUIUYCCKUN
aapec, nanubie o aureBoM cuete, UK, OI'PH u KIIIT npennpustus. Ilox sToit nHpopmanmeit craBsaTcs
MOJIIUCH, CKpPEIUICHHbIE ITeyaTsiMu. CMOTpHU HUKE TpUMeEp:

10.FOpuanueckue agpeca u pekBu3uTbl CTOpoH

3aka3zuuk HUcnoaHuTeb:

FOp. anpec: IOp. anpec:
ITouToBBIN aapec: ITouToBBIN ampec:
MHH:KTIIT: MHH:KTIIT:
bank: bank:
Pac./cuér:Kopp./cuér: Pac./cuét:Kopp./cuér:
BUK: BUK:

Ten. Tem.
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3aka3umka; HWcnionaurens:

Jupexrop AO «KTO -TO ELJEx Jupexmop OO0 «KTO-TO TAM»
/D.1.0./ /D.H.0./

M.II. M.IIL

®opma npeacraBjIeHus pe3y/bTara:
BapuanT noroBopa I0KeH ObITh IPECTaBIeH B MUCBMEHHOU (opMme.
Kpurtepun oueHku:

Pe3y.HI)TaTI/IBHOCTI) BBITIOJIHEHUA 3a1aHUsA

OreHKa HHINBUAYAITBHBIX
JOCTHKEHHUH, Oat

3aJlaHue BBIITOJIHEHO IOJHOCTHIO, 0€3 3aMeUaHui 5
3a/laHue BHITIOJTHEHO TOJHOCTRIO, HO MMEIOTCS HECYITIECTBEHHBIC 3aMECUaHUs 4
3a1aHue BHITIOJTHEHO, HO UMEIOTCS CYIIIECTBCHHBIE 3aMeYaHus, IIOBJICKITHE 3
K HEBEPHOMY PELICHUIO 3aJaHUs

3aaHue He BBIIOJIHECHO 2
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Paznen 3. TexHo10rum A0OKYMEHTAMOHHOI0 00eclie4eHUsI YIIPaBJIeHHUs.
Tema 3.1. Opranuzauus 10KyMeHT0000poTA
[pakTuyeckoe 3ansaTue Ne 10

CocraBieHre 3TaIllOB JBMKEHHS U 00paOOTKH TOKYMEHTOB. [1opsiIOK 3amoHeHns! perucTpalmoHHbIX GOopM
U BeJIEHHE KOHTPOJIS 32 MCIOJTHEHHEM CITY)KEOHBIX JOKYMEHTOB C UCIOIBb30BaHHEM aBTOMATH3MPOBAHHBIX
TEXHOJIOTUHI

Lean padoTbi:

OO0pabaTeIBaTh M PACIPEIEISATh BXOISIICIO, UCXOIAIICIO M BHYTPCHHEIO IOKYMCHTAIINH.

PGFI/ICTpI/IpOBaTB JOKYMCHTBI OpraHHU3allii U CTaBUTb UX HAa KOHTPOJIb UCIIOJIHCHUS C
WCIIOJIb30BAHUEM aBTOMATH3UPOBAHHBIX CIIOCOOOB 00pabOTKH.

Boinosnus padorty, Bel Oyaere:

ymemy:

— oQopMIATH  JIOKYMEHTAIMI0 B  COOTBETCTBUM C HOPMAaTUBHOW  0a30i, HCHOIB3Ys
WH(POPMAITMOHHBIE TEXHOJIOTHH;

— yHU(UIHPOBATH CUCTEMBI JOKYMEHTAITNHI

— OCYHIECTBJIATh aBTOMATH3AI1I0 00pabOTKU TOKYMEHTOB;

BoinosiHeHue npakTu4eckoii padoTsl cnocoocTBYeT (POPMUPOBAHNIO:

OK 01.1 Onpenensier mpodecCHOHAIBHYIO 331a4y C y4eTOM MPo(GEeCCHOHATHHOTO M COIUATBHOTO

KOHTEKCTa, COCTABJISICT TUIAH JACUCTBUHN sl €€ PEIIeHHs, PeaTn3yeT €ro, B TOM YHCIe C Y4ETOM

M3MEHSIIOIIMXCS YCIOBHM, U OLIEHUBAET Pe3yNIbTaThl pelleHus MpodeccuoHanbHOM 3a1a4H.

OK 01.2 OcymecTBaser mouck WHPOpMAIUKA, HEOOXOTUMOHN [UIsl pEIICHUS 3a7add  H/WiIu

POOJIEMBI.

OK 01.3 /IeMoHCTpHUpYET HaBBIKKA PabOTHI B TPO(HeCcCHOHATBLHON  CMEXKHBIX cepax.

OK 02.1 Onpenenser 3aa4u 1 UICTOYHUKYU TTOMCKA B 3asIBJICHHBIX YCIOBUSIX.

OK 02.2 AHanusupyeT W CTPYKTYpPHPYET TMOJIydaeMykro HHQPOpPMAIHIO, OPOPMIISET Pe3yabTaThbl

MorcKa MH(POPMAIIHH.

OK 02.3 Ucnons3yeT nHGOPMAITHOHHBIC TEXHOJOTUHA U COBPEMEHHOE MPOTpaMMHOE obecrieueHne

IIPH pelIeHUH IPo(ecCHOHANBHBIX 3aa4.

OK 04.1 [InanupyeT AesTeIbHOCTh WICHOB KOMAH/Ibl U PaCIpeieisieT pOJIu.

OK 04.2 BzaumoneWcTBYeT C KOJUIETaMH, PYKOBOJCTBOM, B XOJ¢ MNpoQeCCHOHATBHON

NeSITeIbHOCTH.

OK 04.3 [IpumeHsieT HaBbIKUA YIIPaBICHHS TPOCKTAMH.

OK 05.1 OcymectBnsieT ycTHOE OOIIeHHE B MPO(ecCHOHAIBHON AEITeIbHOCTH B COOTBETCTBUU C

HOPMaMU PYCCKOTO SI3bIKA.

OK 05.2 Odopmisier TOKyMEHTHI 0 TPodeccrOHAIbHON TeMaTUKE Ha TOCYJapPCTBEHHOM SI3bIKE.

OK 05.3 Hcnonesdyer cTaHAapTHbIH HAa0Op KOMMYHUKAIIMOHHBIX TEXHOJOTHHM g oOMeHa

uHpopmanren B mpodecCuoHaTbHON JesITeNbHOCTH.

OK 09.1 OcymectBiasieT KOMMYHUKalUlO (YCTHYHO M HUCbMEHHYIO) Ha TOCYIAPCTBEHHOM MU

MHOCTPaHHOM SI3BIKE.

OK 09.3 H3Brnekaer HeoOX0auMYI HHGOPMAIMIO W3 JOKYMEHTAllMW MO MpodhecCHOHATbHON

TeMaTHKe.

IIK 1.6.3 TloaroraBimuBaeT OTYETHYIO JOKYMEHTALUIO.

[1K 2.3.3 CocraBnsieT akT 00cneoBaHNus Ha O0BEKT KATUTAILHOTO CTPOUTEIHCTBA.

[IK 2.4.1 ®opmupyeT 1 0popMIIseT OTYETHYIO JOKYMEHTAIIMIO TI0 KOMIUIEKCY 0OMEpHBIX padoT.
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IIK 3.2.1 Paboraer ¢ oOpameHusMu 1 UHPOPMALMOHHBIMH 3allpocamMy, B TOM uucie Ha EquHom
MopTaJie TOCYAAPCTBEHHBIX M MYHUIMITAIBHBIX YCIyT (PyHKIMI) U (MIIK) perHoHABHBIX TOPTaIax
rOCyJapCTBEHHBIX M MYHULIUTIAIBHBIX YCIyT ((pyHKIIHIA).
IIK 3.2.2 CocraBisieT [OOKYMEHTHl 10 3ampocaM, B TOM uyucie Ha Eaunom noprane
rOCYyJapCTBEHHBIX M MYHUIMNAIbHBIX YCIyr (GyHKUuH) U (WIM) PErHOHANBHBIX TMOpTajax
rOCyJapCTBEHHBIX M MYHHLIUTIAIBHBIX YCIyT ((pyHKIHIA).
1K 3.3.2 Hcmosib3yeT TEXHUIECKHIE CPEICTBA O OIU(POBKE TOKYMCHTAIUH.
1K 3.3.3 Mcnonb3yeT 3JeKTPOHHYIO TOIHUCH.

I1K 3.4.3 Beper JOKyMEHTOOOOPOT € yIETOM YMEHHH 0(hOpMIICHUE KOIHIA OTYETOB, TOKYyMEHTOB
U MaTepuajoB, KOTOPbHIE HCIIOJIB30BAJIUCh IPU ONPEACICHUN KagacTpOBOM CTOMMOCTH, s
BPEMEHHOT0, IOCTOSTHHOTO U (WJIN) 10JIFOBPEMEHHOTO CPOKOB XPaHEHHUSI.
MarepuajibHO TeXHHUYECKOe o0ecreyeHue:
PaGouas u nekunoHHas TeTpaju.
[lepconanbHBIN KOMIBIOTEP, TEKCTOBBIN Mpo1ieccop Microsoft Word,
Microsoft Excel
JIMTaKTHYECKUI MaTepra, CXeMbl padOTHI ¢ TIOKyMEHTaMH U (JOPMBI PETUCTPAITHH.
NHTtepHeT-pecypcesl

3ajganue:

[TpoBeauTe 00pabOTKY BXOASIINX, UCXOAIINX U BHYTPEHHUX TOKYMEHTOB, OTIPENIEIIUTE OTIePaIin
Y PEKBU3HUTHI YYaCTBYIOIINE B UX 00pabOTKHU.

[TpoBeauTe perucTpanuio JOKyMEHTOB € HCIIOJIB30BAaHHEM aBTOMATH3HPOBAHHBIX CITOCOOOB.

3amanme 1
OnpenenuTh NMPaBHWIBHOCTh TIpHEMa U 00pabOTKHA JOKYMEHTOTIOTOKOB.
HaiimuTe Ha BXOmsIIeM, HCXOIAIIEM JIOKYMEHTaxX, PacCCTaBICHHBIC PEKBU3UTHI MOCE 00pabOTKH.
PaccraBpTe pEKBU3UTHI MPABUILHOM MOCIEIOBATEIBHOCTH M TIOKAXUTE X 0(hOPMIICHHE B
Tabuie

HaumeHoeaHue pekeusumos lMoKkazamo, KaK OH ebl2nadum

1 | OTMeTKa 0 HaNpaBJICHUH JOKYMEHTA B JEJI0

2 | OTMeTKa 0 KOHTpoJe

3 | PaccMoTpenune ToKyMeHTa pyKOBOIHUTEIEM (PE30ITOIIH)

4 | OTMeTKa O UCTIOJIHEHUH JOKyMEHTa

5 | OT™MeTKa 0 perrcTpanyy JOKyMEHTa

3apanmne 2
YcTaHoBHTE onepaiuu padoThl € BXOSIIMMHU, UCXOAAIIUMU U BHYTPEHHUMHU JOKYMEHTAMH.
Pacnipenenure onepanuu oOpabOTKH 1O CXeME M COSAMHUTE UX CTPETKaMHU.

2.1. B opranuzanuto noctynuwio [IMCbMO ot BeltiecTosiei opraHu3aiim.

1.Ilpuem, npeaBapUTEIbHOE PACCMOTPEHUE JOKYMEHTA, IPOCTAHOBKA OTMETKH.

2.Peructpauus

3. .KoHTpoub ucnoaHeHus

4. VcnonHeHne TOKyMeHTa
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5 Ilepenada UCIIOJIHUTENIO

6. IlogmuBka TOKYMEHTOB B JIEJIO
7. PaccmoTpeHne pyKOBOAUTEIEM (PE30JIIOLIHS)

Cxema paﬁoTbl C BXOAA MM JOKYMEHTOM

Bun Otnen PyxoBoaurens | PykoBoauTens CTpyKTYpHOTO Hcnonnutens
JIOKYMEHTaIUH JIeTIOTIPOU3BOAICTBA NOPEANpUATHS | TOApa3JeNeHHs

(cexpetapn)
BXO 11N

_

2.2. Bbl moyumsii BXOASAIIUI JOKYMEHT TIOCTIe PACCMOTPEHHS PYKOBOIUTEIEM OpTaHN3aIiH,
I7I€ B PE30JIIOLMHY OBLJIO YKa3aHO 33JaHue MOJrOTOBUTH OTBETHBIN JOKYMEHT ( TUCHMO)

1. cornmacoBanue;

2. UCTIOJIHEHUE U TIOJATOTOBKA JJOKYMEHTA,
3. 3a71aHKE TIO MOJATOTOBKE TOKYMEHTA;

4. 1oIuCcanune;

5. oTHpaBKa M PErHCTpalrs UCXOIAIIETO TOKYMEHTA;

6. perucTpanmda BXOoAAIEro mocCji€ paCCMOTPEHUA PYKOBOJUTCIICM,

Cxema paGoThl ¢ HCXOAALIUMHU JOKYMEHTAMHU

Bun noxkymenTtanumn

Coenuanuct oTaea
JIEITOTIPOU3BOJICTBA

PykoBoauTens
OpraHu3aIun

Ucnomaurens

Ucxoasamuii I[OK}'NET B

JPYTyI0 OpraHU3aIHI0

2.3.BblI sBIIIETECH UCTIOTHUTEIIEM IO IOPYYCHUIO PYKOBOIUTENS CTPYKTYPHOTO TIOJPA3ICICHHS ,
HeoOxoaumo moarotoButs ( [IPUKA3).
1- moanucaHue WK yTBEPKIACHUE IOKYMEHTA,

2.10paboTKa TOKyMEHTA;
3.cocTaBiieHHEe JOKYMEHTA,
4.peructpanus;
5.corjacoBaHue;

6. OTIIpaBKa WJIN paCChblIKa IO APYIUM CTPYKTYPHBIM MMOAPA3ACIICHUSAM

7. BuzupoBaHue.

Cxema padoThI ¢ BHYTPEHHHM J0KYMEHTOM
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Hcnonnurens | PykoBoauTens CTpyKTypHOIO Crennanuct PykoBourens
IOApa3IeIICHUS Otnen OpraHu3anuu
JCIIOIPOU3BOCTBA

Peructparius 1 KOHTPOJIb UCTIOTHEHUSI CIYKEOHBIX JOKYMEHTOB
3aganue 1.
1.IIpemnoxeHHble JOKYMEHTHI:
A) paccopTupyiite Ha PErucTpUpYEMBbIE U HE PETUCTPUPYEMBI.
b) [loctaBbTe TOKYMEHTHI Ha KOHTPOJIb.
[TokaxuTe OTMETKHU MOCTAHOBKH IOKYMEHTA Ha y4YeT.

2. [IpoBeuTe perucTparuio:

Bribepere no0yro kommbproTepayio mporpammy ( Microsoft Excel, Microsoft Access wimu ap.),
co3faiite (opMbl perucTpalnuy, 3aperucTpUpyMTe ITOKYMEHTBI , a TaKXe OCYILIEeCTBUTE MOUCK
JOKYMEHTOB TI0 33JJaHHBbIM MTapaMeTpam.

3.2. IlpeanoskeHHbIe TOKYMEHTHI 3apEerUCTPUPYITE B KapTOUHOU hopMme.

Jlpneras cropoHa 4 CPOK HCIIOTHEHHA 0GBOAMTCA KPYIKKOM
12345678910111213 14 15£’{6‘-17 1819202122232425262728293031 |
Koppecnionaenr (agTop)
Jata moayaenus Bxoammmit HoMep Jlata goxyMeHTa Ne goxymeHTa
3aroaoeoxk (0 gen)
Pezomouns

Hcnonnntens (vKassieaercs GpaMuIHg H HHHIIHATED)

ObopoTHas cTopoHa

Xo0a HCHOTHEHUA

Ne gesa

3aganue 2
W3yuute cuTyanuio u onpeaennuTe, Ybr AeUCTBUS B TAHHOM CIIy4ad MOKHO PaCLEHUTh KaK MPaBUIIbHbIE?

JIOKyMEHT HOCTynui B opranuzainuoo 20 Maprta, 4To ObLIO 3a(pUKCHPOBAHO B OTMETKE O MOCTYIJICHUH.
Yepes nBa ausa ( 22 mapra) B KoHIe paboyero aHs ciayx0a /IOY mepenana HOKyMeHT ¢ pe3osronueit
PYKOBOJUTENA CHEUUAINCTy CTPYKTypHOro moxpasaenenuss Kupeey B.II. mia wucnonnenns. B
pe3onroruu OblT yka3zaH cpok ucrnonHeHust — 5 gaueit. K 28 mapra Kupees B.I1. moaArotoBun oTBETHBINM
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JOKYMEHT, oAHako ciayx6a JIOY mocuyuTana, 4To MCHOJHEHUE JTIOKyMEHTa rpocpoueHo. CrnennanucT ¢
3THM HE€ COIJIaCUJICA, TaK KaK OBLI YBEPCH, UTO UCIIOJHHUII JOKYMCHT BOBpPCMH.

IlopsiTok BbINOJTHEHHS PAOOTHI:

[Ipoananu3upoBaTh MpaBwiia OpraHU3aluu JTOKyMEHTO000poTa M 00pabOTKH TOKYMEHTOB,
OTIpEeIeTTUTE Onepanruu 00padOTKU JOKYMEHTOB.

W3yuuB ¢opMBbl perucTpanny J0KyMEHTOB U MPABHJIA 3aTIOJTHEHUS, IPOBEIUTE PETHCTPALIUIO C
HCII0JIb30BAHUEM aBTOMATU3HPOBAHHBIX texnoJiorui. IloctaBpTe JAOKYMCHTBI Ha KOTPOJIb.

dopma npeacraBjieHuss padoThbi:
OdopmiteHHBIE cXeMbI 00pabOTKH U (POPMBI PETUCTPALUHU JTOKYMEHTOB.

Kputepuu onenku:

OHCHKa HHIUBUAYAJIbHBIX

Pe3ynbTaTHBHOCTE BBIOTHEHUS 33JaHUS .
JOCTH)KEHHUH, Oat

3agaHre BHITIOJIHEHO MOJIHOCTHIO, O€3 3aMeUaHmi 5

3a)IaHI/Ie BBITIOJTHCHO IMOJIHOCTBIO, HO UMCIOTCA HECYIICCTBCHHBIC 3aMCYaHN A

3ajaHue BBINOJHEHO, HO IMEIOTCS CYIIECTBEHHbBIE 3aMEUYaHHsl, TOBJIEKIINE
K HEBEPHOMY PEIIECHUIO 3aJJaHuUs

4
3
2

3aanne He BBIMOJIHEHO
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Tema 3.2. XpaHeHHne TOKyMeHTOB

[pakTuyeckoe 3ansaTue Ne 11

HOILFOTOBKa JOKYMCHTOB IJIsd q)OpMI/IpOBaHI/ISI " XpaHCHUSA OCTT

Lean padoTbi:
[1o3HaKOMUTBCS € MpaBWJIaMU PACMOJIOKEHUS JOKYMEHTOB B Jiesie, U (OpMHUpPOBATh JOKYMEHTA B
JieTa ¢ y4eTOM CPOKOB XpaHEHHUSI.

Boinosnus padorty, Bl Oyaere:

ymemy:

— OCYILIECTBJISATh aBTOMATU3ALINI0 00pabOTKU JOKYMEHTOB
— OCYILECTBJIATh XPAHEHHUE U TIOUCK TOKYMEHTOB;

BreinoJsiHeHHe MpaKkTHYecKOoil padoThbl cOCOOCTBYeT (POPMHPOBAHUIO:

OK 01.1 Onpenensier mpodecCHOHAIBHYIO 33/1a4y C y4eTOM MPO(GECCHOHAIBHOTO M COLUATBLHOTO
KOHTEKCTa, COCTaBJIAET IUIaH JEHCTBUM uid €€ pelleHus, peaju3yeT €ro, B TOM 4YHCIe C Y4€TOM
M3MEHSIIOIIMXCS YCIOBHIM, U OLIEHWBAET Pe3ybTaThl pelIeHHs MPOPEeCCUOHANIBHOMN 3aauHu.

OK 01.2 OcymectBasier MOUCK HWHPOPMANUM, HEOOXOTUMOMW Uil pEIIeHUs 3a7add  W/Uiu
poOIeMBI.

OK 01.3 JlemoHCTpHUpyeT HaBbIKU pabOTHI B TPO(ECCHOHATBLHON U CMEXKHBIX cepax.

OK 02.1 Onpenenser 3aj1a4yu U UICTOYHUKHU MTOMCKA B 3asBJICHHBIX YCIOBHUSX.

OK 02.2 Ananu3upyeT U CTPYKTypUpYET MoJIydaeMylo HHpopMmaIiuio, oGopMmisieT pe3ylbTaThl
MOMCKa HHPOPMAITHH.

OK 02.3 Ucnonb3yeT MHPOPMAIIMOHHBIE TEXHOJIOTUU U COBPEMEHHOE MPOrpaMMHOE OOecreueHue
MIPH pelIeHny MpodecCHOHAbHBIX 3aay.

OK 04.1 I[nanupyet nesTeIbHOCTh WICHOB KOMaHAbl U pACIPEICIIAET POJIH.

OK 04.2 BzaumonelcTByeT ¢ KOJUIETaMH, PYKOBOJCTBOM, B XojJe MNpodhecCuOHATbHON
NeSITeIbHOCTH.

OK 04.3 [IpumeHsieT HaBbIKHA YIIPABJICHUS TPOEKTAMM.

OK 05.1 OcymectBasier ycTHOE OOIIeHHE B MPOPECCHOHAIBHON NIEATETLHOCTH B COOTBETCTBHH C
HOPMaMU PYCCKOTO SI3bIKa.

OK 05.2 OdopmisieT JOKyMEHTHI 0 Mpo(HeCcCHOHATBHON TEMAaTHKE Ha TOCYIapCTBEHHOM SI3bIKE.

OK 05.3 Hcnosnp3yer cTaHIapTHBIA HA0Op KOMMYHHMKAIIMOHHBIX TEXHOJOTHH Uil oOMeHa
uHpopmanuen B mpodeccCuoHaIbHON NesITeIbHOCTH.

OK 09.1 OcymectBisieT KOMMYHUKaUilO (YCTHYIO M THCBMEHHYIO) Ha TOCYAAapCTBEHHOM U
MHOCTPaHHOM $I3bIKE.

OK 09.3 HsBnekaer HeoOXoAMMYyH HWH(MOpPMAIMI0O W3 JOKYMEHTAIMU IO MPOodeCCHOHATBHON
TEeMaTHUKe.

[IK 1.6.3 IloaroraBiuBaeT OTYETHYIO JOKYMEHTALUIO.

I1K 2.3.3 CocraBnseT akT o0cae0BaHus Ha OOBEKT KalUTaIbHOTO CTPOUTEIHCTRA.

[1IK 2.4.1 ®opmupyeT 1 0popmIIsLeT OTYETHYIO JOKYMEHTAIIMIO 0 KOMIUIEKCY 0OMEpHBIX padoT.

IIK 3.2.1 Paboraet ¢ oOpaiieHussMd U WHOOPMALIMOHHBIMU 3allpOCaMH, B TOM 4Yuciie Ha EnuHom
MopTajge TOCYAApCTBEHHBIX UM MYHULUMNAIBHBIX YCIyr (GyHKIuU) ¥ (UIM) pEerHoHANbHBIX MOpTajax
TOCYIapCTBEHHBIX U MYHHUIIMITATBHBIX YCIYT (QYHKIUN).

IIK 3.2.2 CocraBnsieT [IOKyMEHTHl IO 3ampocaM, B TOM 4uciae Ha EnmHom mnopraie

TrOCYyJapCTBEHHbIX W MYHMLUMNAIBHBIX ycayr ((QyHKUuil) u (MIM) peruoHalbHBIX IOpTagax
rOCyJapCTBEHHBIX U MYHULIUIIAIBHBIX YCIYT (PYHKIHIT).
1K 3.3.2 Mcnonb3yeT TEXHUUECKUE CPEJICTBA 110 OLU(PPOBKE JOKYMEHTALIUN.

61



[1K 3.3.3 Ucnons3yeT 3JeKTPOHHYIO MOIMHUCH.

I1K 3.4.3 Bemer 10KyMEHTOOOOPOT C y4ETOM YMEHUH 0(OPMIICHHE KOMHA OTYETOB, TOKYMEHTOB U
MaTepHaJIOB, KOTOPHIC MCHOJB30BAIUCH MPU OINMPEICICHUH KaAacTPOBOM CTOMMOCTH, Ui BPEMEHHOTO,
IIOCTOSIHHOTO U (MJIM) AOJTOBPEMEHHOI'O CPOKOB XPAHEHUS.

MarepuajibHO TeXHHUYeCKOe o0ecrieyeHune:

Paboyas u IeKMoHHAsT TETPaIH.

[lepconanbHBII KOMIIBIOTEP, TEKCTOBBIN mporeccop Microsoft Word
Microsoft Excel

JMIaKTHYECKUI MaTepua, TUIIOBbIE (POPMBI.

NHTtepHeT-pecypcesl

3aganue:

1. Ilpoananuzupyitme u nosacnume CIeIyOIIYIO CUTYaIHIO.

Jlnst yno6cTBa paboThl Kaxaslid crieruanuct, padotatoumii B OO0 «Cdepay, 3aBoaut cede mamnkw,
KyJa B TEUYCHHE OMPENEICHHOTO IMepuoja BKIIAIbIBAET COOTBETCTBYIOIIME NOKyMEHThl. Ha o0moxkax
3aMUCBHIBAIOTCA (aMUJIUST U UHMIMAIBI WCIIOJHUTENSA, a TaKKEe TE WM WHBbIE HAMpPaBJICHHUS €ro
JeAaTeNbHOCTH, HanpuMep: MBanoB I1.P. M3rotosneHne u ycTaHOBKA pEKIaMHBIX IIIUTOB.

Takum oOpa3oM, B Manke HAKAIUTMBAIOTCS Pa3JIMYHbIE JOKYMEHTHI, KaCaloIIUECs] PEIICHUs JAHHOTO
BOIIPOCA: MUCHMA-TIPEUIOKEHUS, MUChMa peKJIaMallii, OTBETHBIE MHUCHhMa PA3IUYHBIX OpraHU3aIyil u
MPEANPUSTHI, JOTOBOPHI, akThl W 1p. Korma JOKyMEHTOB CTAHOBUTCSA CIWIIKOM MHOTO, 3aBOIMTCS
BTOpAs IMarka ¢ aHAJIOTMYHOMU 3aMrchio Ha 00JI0kKKe ¢ 100aBieHreM ee HoMepa, Harpumep: MBanos I1.P

N3roToBieHne W ycTaHOBKa pPEKJIaMHBIX IUTOB. Ne2 . B koHIlE rojga manku ¢ JOKYMEHTAMU
TepearoT CEKpeTapro, KOTOPHIH MOMENIaeT X B oOmui mKad, B OTACICHUS, T/I€ XPAHITCS TOKYMEHTHI
OmnpeNeNeHHBIX crnenuamucToB. COoCTaB M KOJMYECTBO JOKYMEHTOB B KaXJIOW IIallke HUKEM HE
YYHUTHIBAOTCSI.

Kak MoXHO oxapakTepu3oBaTh cHUCTeMy (HOPMUPOBAHUS JAET M ONEPATHBHOTO XpaHCHUS
JTOKYMEHTOB B o0mecTBe? Kakum 0Opa3oM oHa ODKHA OBITH OpraHW30BaHa, YTOOBI MOKHO OBLIO JIETKO
HaxOJIUTh HY)KHBIC TOKYMEHTBI U HCKITFOYUTH BO3MOKHOCTh UX MTOTEPH?

2. Cornacho IIpaBunam 2023 oopMuTe y4eTHBIC JOKYMEHTBI IS JCIT
( TOKyMEHTOB) Ha OyMa)XHOM HOCHTEIIC:

CocTaBbTe BHYTPEHHEIO OMTUCH IOKYMEHTOB:

CocraBbTe TUCT-3aBEPUTEND AeTa.

OdopMUTh 00JI0KKY JIeJ1a MOCTOSIHHOTO, I0JITOBPEMEHHOTO XPaHEHUSI. - UCTIOJIb3Ys
yCTaHOBJICHHYIO (hopMYy.

IMopsinok BbINOJIHEHHSI PAa0OTHI:

1. Ompenenute chopMUPOBAHHOCTH JieNia U MPOIIECC OpraHUu3allnu.

2. OdopmuTe TOKyMEHTHI Jiena.

®opma npeacraBjieHusi padoThbi:

OdopmieHHbIe AOKYMEHTHI Jiefia.

Kpurepum oueHku:

OI_IeHKa HHAUBUAYAJIbHBIX

Pe3ynbTaTUBHOCTH BBIMOTHEHUS 33 JaHUS N
JIOCTIDKEHUH, OaIlt

3a,Z[aHI/IC BBITIOJIHCHO ITOJITHOCTEIO, 0e3 3aMeuYaHui 5

3a,Z[aHI/Ie BBITTIOJIHCHO TMOJIHOCTBIO, HO UMCHOTC HECCYIICCTBCHHBIC 4
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3aMCUYaHuA

3a;[aHMe BBIIIOJIHCHO, HO UMCHOTCA CYILICCTBCHHBIC 3aMCYaHUs,
ITOBJICKINMEC K HCBCPHOMY PCIICHUIO 3a1aHU A

3amanure HE BBITOJIHEHO
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Tema 3.3. UndopmannoHHble TEXHOJIOTHH B JOKYMEHTAMOHHOM o0ecliedeHUH YIIPABJIeHHSA

[pakTuyeckoe 3ansaTue Ne 12

IMepenaya nHGOPMAITHH U CPEACTBA TEICKOMMYHHKAIIMOHHBIX TEXHOIOTHIA B
9JIEKTPOHHOM JIOKYMEHTO000pOTE

ean padoTbi:
Ilo3HakomMuThCS C CCpPBUCAMHU TCIICKOMMYHUKAITUOHHBIX TEXHOJIOTHH.

Boinosnus padorty, Bl Oyaere:

ymemy:

- OCYIIIECTBIISATH ABTOMATHU3AIINI0 00pabOTKH TOKYyMEHTOB

— HCIO0JIb30BaTh TEJIEKOMMYHUKAIIMOHHBIE TEXHOJIOTHH B 3JIEKTPOHHOM JJOKYMEHTO00O0pOoTE

BrinoJsiHeHHe MpaKkTHYecKoil padoThl crOcOo0CTBYET (DOPMUPOBAHUIO:

OK 01.1 Onpenensier nmpodeccuoHaNbHYIO 3a/1a4y ¢ YI4E€TOM MPOPECCHOHATIBHOTO M COIIHAIIBHOTO
KOHTEKCTa, COCTaBJIAET IUIaH JEHCTBUM [Uid €€ pelleHus, peaju3yeT €ro, B TOM 4YHCIe C Y4€TOM
M3MEHSIIOIIMXCS YCIOBHM, U OLIEHUBAET PE3YNbTaThl pElIeHUs MPO(eCCHOHATBHON 3aJauu.

OK 01.2 OcymectBiser TOUCK HHPOpMAIUM, HEOOXOAUMOW Ui PEHICHUS 3aqadydl W/Win
poOIeMBI.

OK 01.3 JlemoHCcTpHpyeT HaBBIKKA pabOTHI B IpO(hecCUOHATbHONW U CMEKHBIX cepax.

OK 02.1 Onpenenser 3aa4u ¥ UICTOYHUKYU MTOUCKA B 3asIBJICHHBIX YCIIOBUSIX.

OK 02.2 AHanuzupyer U CTPYKTypUpPYET MoJydaeMylo HHGpOpMalnioo, opopMIsIET pe3yabTaThl
MoMcKa MH(POPMAIIHH.

OK 02.3 Vcnonb3yer nH(HOpMallMOHHBIE TEXHOJIOTHH U COBPEMEHHOE IMPOrpaMMHOe oOecrieueHre
IIpH pelIeHny Ipo(ecCHOHATBHBIX 3a4a4.

OK 04.1 [InanupyeT AesTeIbHOCTh WICHOB KOMAaHbl U pacpeaeIisieT POJIH.

OK 04.2 BzaumopeicTByeT ¢ KoOJUIeTaMH, PYKOBOJCTBOM, B XoJe MNpodeCcCHOHATBHON
NeSITeIbHOCTH.

OK 04.3 [IpumeHsieT HaBbIKUA YIIPaBICHHS MTPOEKTAMH.

OK 05.1 OcymiecTBisieT ycTHOE 001IeHre B TPOPECCHOHAIBHOM IEITEILHOCTH B COOTBETCTBUU C
HOPMaMH PYCCKOTO SI3bIKa.

OK 05.2 OdopmasieT JOKYMEHTHI 0 MpoheCcCHOHATBHOM TEMAaTHKE HA TOCYIAPCTBEHHOM SI3BIKE.

OK 05.3 Hcmonws3yeT cTaHmapTHBI HAO0OpP KOMMYHHMKAIMOHHBIX TEXHOJIOTHH 1j1si oOMeHa
uHpopmanren B mpodecCuoHaIbHON JesITeNbHOCTH.

OK 09.1 OcymecTBiasier KOMMyHUKalMKO (YCTHYIO M THCBMEHHYIO) Ha TOCYJapCTBEHHOM M
MHOCTPaHHOM $I3bIKE.

OK 09.3 U3Bnekaer HEOOXOMUMYH0 HMH(POPMAIMIO W3 JOKYMEHTAIIMH IO MPOheCCHOHATBHON
TeMaTHUKe.

[IK 1.6.3 [ToaroraBauBaeT OTYETHYIO JOKYMEHTAIUIO.

I1K 2.3.3 CocrapnsieT akT 00ciae10BaHus Ha 00BEKT KAIMMTAIBHOTO CTPOUTEIHCTRA.

[1IK 2.4.1 ®opmupyeT u 0(popMIIET OTYETHYIO JOKYMEHTAIIMIO 10 KOMIUIEKCY 0OMEpHBIX padoT.

IIK 3.2.1 Pabotaet ¢ oOpaiieHus MU 1 HHGHOPMAIMOHHBIMU 3alpocaMy, B TOM uucie Ha EnuHom
MopTajge TOCYAapCTBEHHBIX UM MYHULMMAIBHBIX YCIyr ((QyHKUMi) U (WIM) PEerMOHAIBHBIX MOpTanax
rOCy/IapCTBEHHBIX U MYHHUIIMIIATBHBIX YCIYT (QYHKIU).

IIK 3.2.2 CocraBnsger IOKyMEHTbl IO 3ampocaM, B TOM 4ucile Ha EnuHoM mnopraie
TOCYIapCTBEHHBIX W MYHUIMNAIBHBIX ycayr ((yHKOui) W (WIM) pPETrHOHAJBHBIX MOpTaNax
rOCy/IapCTBEHHBIX U MYHHUIIMIIATBHBIX YCIYT (QYHKIU).

1K 3.3.2 Mcnonp3yeT TEXHUUECKUE CPEJICTBA 110 OLU(PPOBKE TOKYMEHTALIMH.

[1K 3.3.3 Ucnoas3yeT 3IeKTPOHHYIO TOANKCH.
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[IK 3.4.3 Bexmer NOKYMEHTOOOOPOT C Yy4e€TOM YMEHHUH O(OpMIIEHHE KOMHHA OTYETOB,

JOKYMEHTOB M MaT€pHaJIOB, KOTOPHIE UCIOJIB30BAIKMCH MIPU OINPEIEICHUHN KaJaCTPOBON CTOMMOCTH, JJIS
BPEMEHHOTO, TIOCTOSIHHOTO U (WJIN) TOJITOBPEMEHHOTO CPOKOB XPaHEHHSI.

MarepuajibHO TeXHHYECKOe ofecreyeHue:

Paboyas u IeKIMOHHAsT TETPaIH.

JupakTuyeckuii Matepua

[lepconanbHBII KOMIIBIOTEP, TEKCTOBBIH mporeccop Microsoft Word

NHTtepHeT-pecypcesl

3aganus:
3ananue 1
BriOepuTe cHCTEMBI 3JIEKTPOHHOTO JIOKYMEHTOOOOPOTa METOJOM H3YUEHHUS OTKPHITOM HH(OpPMAIUU B
cetu MHTepHeT. N3yunte cailThl POCCUUCKUX IOCTABUIMKOB MPOrPaMMHBIX IPOJIYKTOB C

WCIIOJIb30BaHUEM MPUBEICHHOTO HIDKE anroputrMa jeictsuil. Caenaite BHIBO/I.

Ha3zpanue Crucoxk ITpumepsr Cxpunmots! | Buzneo- Hemo- LlenooOpazoBa
BO3MOXKHOCTEH UCIOJIB30- pONMKH BepcHs HHE
BaHMs

Verdox

Optima Workflow

TE3UC

MOTHB

1C-okymeHTO-
obopor

WSS Docs

BOCC-Pedepent

DocLogix

Samanue 2.
1. Boitaure B HH(POPMAIIMOHHO — MMOMCKOBYIO CUCTEMY, C KOTOPO# 3HAKOMBI UJIM KOTOPYIO BBI
UCIIOJIb3YeTe, U HAalAUTE ONpeesICHUs CICYIOIUX MOHATHI U 3alUIIUTE B TAOJIUILY:

Buasl nonstuii Onpenenenre 1 Ha3HAYCHUE
3JIEKTPOHHAS [T0YTa
HHTEpHET —
tenedoHus
TenekoH(epeH s

dopymer

2.Co31ath CBOIO AJIEKTPOHHYIO IIOUTY WIIM MCTIONB3YHTE yXKe NeHCTBYIOIIYIO, BEIOEPUTE MMOATOTOBICHHbBIE
paHee TOKYMEHTHI (IMchMa, MpuKasbl.) OTnpaBeTe 4 AIEKTPOHHBIX JOKYMEHTa CBOUM JPY3bsiM Ha
AJIEKTPOHHBIE ajipeca. 3aUKCUPYHTE OTIIPABICHHbIE TIOKYMEHTBI CKPUHIIIOTOM .

3. 3aiinure Ha PopyM Kakoro — 1nbo caiTa Uiy HauauTe POpPyM CBOEH CrielnanbHOCTH U OCTaBbTE CBOM
KOMMEHTapHUi.

3aduxcupyiite AeMCTBUS CKPUHIIOTOM.

CocraBbTe 3JIEKTPOHHBIN OTYET B BUJE CKPUHIIOTOB U OTIPABBTE B CETEBYIO NAIKY.

ITopsinok BbINOJIHEHUsI padOTHI:
W3yuute xapakTepuUCTUKH M BblOepuTe HambOosee 3¢pdexktuBHyro COJ] cOOTBETCTBYIOIIYIO
COBPEMEHHBIM TpeOOBaHUSAM JIEJONPOU3BOJACTBA. 3aloOJHEHHYI0 TaONMIly W BBIBOJ BHECUTE B
AJIEKTPOHHBINA OTYET.
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BrimonauTe paboTy ¢ HMCIOJIB30BAaHUEM TEICKOMMYHUKAIIMOHHBIMUA CPEIICTBAMH PE3YJIbTaThl
paboTHI BHECUTE B AIEKTPOHHBIN OTYET.

dopmMa npeacraBjieHus: padoThbi:
OdopMIieHHBIN STEKTPOHHBIA OTYET.

Kpurepuu onenkn:

OHCHKa HHIUBUAYAJIbHBIX

Pe3ynbTaTUBHOCTH BBITIOJTHCHUS 33 JaHUS .
JIOCTHKEHHUH, Oat

3a/laHue BBIITOJIHEHO MOJHOCTRIO, 0€3 3aMeUaHui 5
3a/1aHue BBITIOJIHEHO TIOJHOCTBIO, HO UMEIOTCSI HECYIIIECTBCHHBIC 4
3aMCUaHUus

3a/1aHue BBITIOJTHEHO, HO UMEIOTCS CYIIIECTBCHHBIE 3aMeyYaHus, 3
IIOBJICKIIIUEC K HCBepHOMy peHleHI/II-O 3alaHusA

3aaHue He BBIIOJIHECHO 2
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	7. Обстоятельства непреодолимой силы

