[loKyMeHT NoAnucaH NpoCToil 3NeKTPOHHOM NOANMUCHI0
NHbopmaums o Bnagenbue:
®K1O: Moseputos Mropb Eroposuy MUWHOBPHAYKHU POCCUM

[omkHocTb: MpopekTop ?f i P36QT
ara noamcasus: 30.1 1%\% ﬁéﬁ%ﬁﬁe rocy1apcTBeHHOe 0102KeTHOe 00pa30BaTe/ibHOE YUpeKIeHue

YHUKanbHbI MPOrpaMMHbIN KIKOY: BBLICIIET0 00pa3oBaHusi

60465b936¢eef331cede4s AV BAICKHI DOCYARRCEBEHHbIL yHuBepcuTeT umenu U.H. YabsinoBa»

V@2 N R WALVAR D YA NS & §

(PTrooOy DO « Y-, 1.H. yJIBSIHOBa)))

DKOHOMUYECKHN (aKyabTeT

Kadenpa noxymentoBenenus, "HPOPMALMOHHBIX PECYPCOB
Y BCIIOMOTATEJIbHBIX HCTOPUYECKUX AUCIHUIUINH

VYTBepKAEHBI B COCTaB€  OCHOBHOM
po¢eCCHOHAIBHON o0OpasoBarenbHON
MPOrpaMMbl  TIOJITOTOBKU  CIICIIUAIFICTOB
CpEeHEro 3BeHa

METOANYECKUE YKA3AHUSA K IPAKTUYECKUM 3AHATUAM
10 TUCLUIUIAHE

OI1.06 loxymeHTanMOHHOE O0ecnedeHne yIpaBJeHus!
JUIsl CIIEIUAIbHOCTH

38.02.01 OxoHoMuKa U OyXTaJTEePCKUH Y4€T (110 0TPACJIsIM)

dopma 00yueHUs: OUHASA

T'ox mauama moarorosku: 2023

Yebokcapor — 2023



PACCMOTPEHO u OJIOBPEHO
[uxnoBas (mpeameTHas) KOMUCCHS 00enpodecCHOHATLHOTO U TPO(HECCHOHATLHOTO ITUKIIOB
«29» mapra 2023 r., npoToxos Ne§.

IIpencenarens komuccun  H.B. Mopo3zosa

Metoanyeckie pPEKOMEHJAIMK 110 BBIMIOJIHCHUIO TPAKTUYECKOW pabOThl MO JUCIUTUIMHE
OI1.06 JlokymeHTaninoHHOEe  OOeclieYeHHe  yMmpaBlICHUS I pealu3allid  OCHOBHOM
npodeCCHOHATILHONH 00pa30BaTEIbHOM MPOrpaMMbl CPEIHETO MPO(ECCHOHALHOTO 00pa30BaHuUs
s cienuanbHocteil: 38.02.01 DxoHoMHKa U OyXTranTepcKuil yuéT (110 OTpacism)

COCTABUTEJIb: W.B. MypaBbeBa, nmnpemnogaBaTenb  Kadeapbl  JOKYMEHTOBEICHHS,
MH()OPMAMOHHBIX PECYPCOB H BCIIOMOTATEIIHBIX UCTOPUICCKUX JUCIIHILTAH



COJEPKAHUE

TlogacuurensrHad 3ammcka
MGTOI[I/I‘-ICCKI/IG peKOMCHI[aI_II/II/I I10 BBIIIOJITHCHHUIO HpaKTI/I‘-IGCKI/IX 3aHSITI/II71

[Ipaktuueckoe 3ansitue Nel
[IpakTuueckoe 3ausitue Ne2
[IpakTuueckoe 3anstue Ne3
[Ipaktuueckoe 3anstue Ned
[IpakTuueckoe 3anstue No5
[Ipaktuueckoe 3ansitue Neb
[IpakTrueckoe 3ansitue Ne 7.



IIOACHHUTE/IBHAA 3AITHCKA

Metoanueckue yka3aHus 10 BBIMOJHEHUIO MPAKTUYECKUX 3aHATHi o aucuurimae OI1. 06
JIOKyMeHTallMOHHOE ~ OOecreueHre YNpaBiIeHHS TNpeAHa3HA4YeHbl I OOydalomMxcs 1O
cnernuaabHoCcTH 38.02.01 DKxoHOMHKA M OyXTanTepCKUi yU€T (110 OTpaciism).

Paboueii mporpammoll  AUCUMIUIMHBI — IPEIyCMOTPEHO  BBIIIOJIHEHUE  CTYAEHTaMU
npaktudeckux 3aHsaTHd. llenp pa®or — yrimyOneHue, pacliMpeHHEe W 3aKpelyieHHe 3HaHHM,
IIOJIyYEHHBIX HA TEOPETUYECKUX 3aHATHUIX 110 JaHHOU AUCLUILIMHE,

a TakKe HallpaBJIeHbl HA (YOPMUPOBAHHE CIEAYIOLUIMX KOMIIETECHIIUI:

OK 02. Hcnonb3oBaTh COBPEMEHHBIE CpEICTBA IIOWCKA, aHajiu3a M MHTEPHpETaluu
uHbopManMi M HMHPOPMAIIMOHHBIE TEXHOJOTUU JUIA BBINOJHEHHS 3a7ad MpodecCHOHATbHOU
JESATEIIBHOCTH.

OK 03. IlnanupoBaTh W peaqn30BHIBATh COOCTBEHHOE MPO(PECCHOHATBHOE M JMYHOCTHOE
pa3BUTHE, NPEIIPUHUMATENIBCKYIO IEATENbHOCTh B NPO(ECcCHOHANBHOM cdepe, HCIoIb30BaTh
3HaHUS 10 (PMHAHCOBOM IPaMOTHOCTHU B PA3IMYHBIX KU3HEHHBIX CHUTYaLIUsX.

OK 05. OcyuectBisiTh YCTHYIO W NMHUCbMEHHYKO KOMMYHHMKAIIMIO HAa TOCYIapCTBEHHOM
s3bike Poccuiickoi denepariy ¢ y4eToM 0COOCHHOCTEH COIIMAIbHOTO M KYJIBbTYPHOTO KOHTEKCTA.

OK 09. Ilonb3oBarbesi NpohecCHOHAIBHOW JOKyMEHTalMel Ha TOCYAapCTBEHHOM U
MHOCTPAHHOM SI3bIKAX.

[1K 1.1. O6pabatbiBaTh MepBUYHBIE OYXTaITEPCKUE JOKYMEHTHI.

[IK 2.7 BbINOAHATH KOHTPOJIbHBIE MPOLEAYPbl U HX JTOKYMEHTUPOBAHHE, I'OTOBUTH U
o(opMIIATH 3aBepILAIOIIME MaTePHUAJIbl IO Pe3yJIbTaTaM BHYTPEHHEr 0 KOHTPOJISL.

JIP 7 - T'OTOBBIi COOTBETCTBOBATH OXHIAHUSAM pabOTOJATENeH: MPOEKTHO MBICIISIIHUH,
3¢ GEeKTUBHO B3aMMOAECHCTBYIOUIMH C WIeHAaMH KOMaH/bl U COTPYAHUYAIOIIUI C APYTUMHU JIFOJbMH,
OCO3HAHHO BHIMOJHAIONMNA MPO(EecCHOHAIbHBIE TPEOOBAaHUS, OTBETCTBEHHBIH, MYHKTYaJbHBIH,
JUCLUIUIMHUPOBAHHBIM, TPYJIOIIOOUBBIM, KPUTUYECKU MBICISAIINM, HAleJCHHbIM Ha JOCTHXKEHHE
IIOCTABJICHHBIX 1I€JIeH; AEMOHCTPUPYIOIUN TPO(HECCUOHATIBHYIO JKU3HECTOMKOCTD.

JIP 8 - IlpusHaromuii IIEHHOCTb HENPEpPhIBHOTO 00pa3oBaHUs, OPUEHTHPYIOLIUICS B
M3MEHSIOMIEMCSl pBIHKE TpyaAa, wu30eraoommii 06e3paboTHIbI;  YIPaBISIOUIMA COOCTBEHHBIM
poeCCUOHATILHBIM PAa3BUTHEM; PE(PICKCUBHO OLICHUBAIOUIMNA COOCTBEHHbIN >KU3HEHHBIN OIIBIT,
KPUTEPUU JTUYHOM YCHEIIHOCTH.

Bcero Ha npakTuueckue 3aHsaTus — 18 4yacos.



PA3JEJI 1. JOKYMEHTHPOBAHHE YIIPABJTEHYECKOH JEATEIbHOCTH
Tema 1.3. Pexeuszumul u 61aHKU QOKYMEHMOE
IpakTnyeckoe 3ansitue Nel
HaszBanme: O¢gopmiieHHe OCHOBHBIX PEKBU3UTOB IOKYMEHTOB Ha (popmate A4
Heab: o3HakoMuThCS C mpaBwiamu odopmiieHus pekBusutoB mno ['OCTy 7.0.97-2016
Hammonaneueiii  crangapt Poccuiickoit ®depepanmu. Cucrema crangapToB 1Mo HHGOpMAINH,
OMOIMOTEeYHOMY U H3JaTeNbcKOMy neny. OpraHu3zaldOHHO-paclopsiAUTeIbHas JTOKYMEHTALUS.
TpeboBanust k opopmuenuro qokymeHToB" (yrB. [Ipukaszom Poccranmapra ot 08.12.2016 N 2004-
CT)
KoumnuecTBo yacos: 4 yaca
Koabl popmupyembix komnerenuuii: OK-2, OK-3, OK-5, OK-9, IIK 1.1, [1K 2.7
Koabl im4yHocTHBIX pe3yabTaToB: JIP 7, JIP 8

3apanue 1. OdopmuTe pEKBU3UT «aapecary:

1. MunucrepcTBo 110 HasoraM u coopam HauansHuk otnena niuanuposanust Kpacuos B. U.

2. Tupextop 000 «Opourta-cepuc» Cokosos B. @. 125789, r. CmoneHck, yi. LlenTpanbhas, 28.

3. Yyrynosa T.J., 123456, Mocksa, yi. ABTo3aBojckas, a. 23, kB. 12;

4. BopoHexckuii rocyapcTBeHHbIN yHIUBepcuTeT DakyabTeT KypHAIUCTUKU 3aB. Kadenpoi
npodeccop Bszemckuii B. B.

5. JlokymeHnt HampaBinsieTcss B aBa anapeca: 1) AO «benblit Betep» ['eHepasbHbBII TUPEKTOP
KykoB M. W.; 2) nmpubopocTpouTenbHblid 3aBojx «nmekTpon» Otaen MapkeTuHra meHemkep JI.O.
Cokoroga.

3aganue 2. Opopmute rpud yrBepKACHUS:
1. YrBepxnaro Jupexrop 000 «Jlakmuna» B. A. Tumodeer «15» mapta 2010 roxa.
2. Y1Bepxkaeno [Iporokon 3acenanus Cosera qupekrtopoB N212 ot 23 mapta 2010 ropa.
3. Y1BepxaeHo Pemenue obmero coopanus akunonepoB N207 ot 12 mas 2010 rona.
4. JIoKyMeHT yTBEp:KJI€H ABYMS JOJKHOCTHBIMU JTUIAMH:
1) YrBepxknato Jupexrop AO «IIporon» I'. K. bopucos «12» anpens 2010 rona.
2) YrBepxknato Jupexkrop AO «KBant» B.U.Jlonros «13» anpens 2010 roaa.

3apanmne 3. Odopmure HazBaHuWE BUAA JOKYMEHTAa U 3arojOBOK K TEKCTy 3TOro JIOKYMEHTa,
yHOTpeOUB HYKHBII MaJIex:

a) MpUKa3 O BBECHUU UHCTPYKIMH IO IPOTHUBOIOXKAPHOU O€3011aCHOCTH;

0) MPOTOKOJI O 3acCeJTaHUU COBETA MO MPO(UIAKTUKE TPABOHAPYIIEHHUIA;

B) CIIpaBKa O COCTOSTHUM yCIIEBAEMOCTH B YU€OHOH rpymie;

F) aKT 00 HWHBCHTapU3alluu HAJINYIHA ACHCKHBIX CPEACTB.

3aganue 4. OPopmMuUTE OTMETKY O HAJTMUYUU MPUIIOKEHUS:

1. ITpunoxxenune. Ha 2 1. B 4 7k3.

2. [lpunoxenue. I'ocynapcTBeHHas: cucTeMa JOKYMEHTALMOHHOIO oOecrieueHusl yrnpaBieHus, 3
IK3.

3. [Ipunoxxenue

1. Ilnan pacnpeneneHus o0y4aromuxcs mo oobekTam Ha 3 JI. B 2 3K3.

2. OT4er o pacnpeesIeHny o 00bEeKTaM Ha BpeMsl IPOU3BOICTBEHHOM

NPaKTUKH, B 2 3K3. Ha 3 IL.

3aganue 5. OPopMuUTE PEKBU3UT CIOAMUCHY. JJOKYMEHT MOAMKICHIBALT:

1. Jupexrop [enapramenTta BHemHuUX cBsi3eil P.A.EpoxuHna.

2. HayanpHMK CIEICTBEHHOTO OT/AENa, IOJKOBHUK rocTunuu B.B.MnbuH.

3. Hupextop B.E. CemeHoB u HauanbHUK (puHaHcoBoro ympasieHus 5.9. Kopones 3A0
«Daxein».



4. Komuccusi B cocrtaBe: mpexaceaarens komuccuu IlonomapeBa B.JI., uneHbl koMuccuu
[Totanos P.T., CBupuaos P. B.

5. JIBa pykoBOAMTENS paBHO3ZHAYHBIX JOJDKHOCTEH: HauanpHuK memaprameHTa nHMOpMaIuu
u neyatu MWUJa Poccum P. H. CrenmanoB wu J[lupektop nemaprameHTa IO CBSI3SIM C
obmecTBeHHOCThIO MuHOoOpa3zoBanust Poccun JI. E. HoBuukoB.

3apanue 6. Obopmure rpud coraacoBaHUS:
1. Cornacosano upexrop BO «IIpoguntopr» K. A IlepszeB «10» anpens 2010 rona.
2. CornacoBano ITpotokosn NeO6 ot 23 mapta 2010 roga 3acenanusi HMKIOBOH METOIMYECKOM
KOMUCCHH;
3. CornacoBano Jlupexrop bankoBckoro komnemka N2 45 M. A Moxos «12» anpens 2010
roja.
4. CormacoBano Pemienue codpanust TpynoBoro koiektusa ot 14 anpens 2010 roxa.

Kpurtepun onenku:

3auem cTaBUTCA B Cilydae, €CJIM BbINOJHEHO He MeHee 50% 3amaHuii, B OCBEUIEHUH BOIIPOCOB HE
COJICPKUTCSL TPYOBIX OMIMOOK, CAMOCTOSATEIHHO BBIMOTHEHA MPAKTHYECKas PadoTa, BBIMOJTHEHBI
TpeboBaHUs K 0()OPMIICHHIO.

Heszauem crtaBuTCs ecnu OoOydYaroIIMiics HE CIpaBWICS C 3aaaHueM (BbimosiHeHO MeHee 50%
3aJlaHusl), HEPACKPBITO OCHOBHOE COJIEP>KaHUE BOPOCOB, UMEIOTCS TpyOble OIIMOKH B BBIMTOJHEHUN
3a/1aHusl, a TaKKe padoTa BBIIIOJTHEHA HECAMOCTOSTEIBHO.

Tema 1.4. Cucmema opzanu3auuonno-pacnopAOUmenbHblx 00KYMEeHmoe
IIpakTnueckoe 3ansitue Ne 2.
HazBanue: PacnopsianrebHble JOKYMEHTBI

Leab: O3HAKOMUTHCSA C MpaBWIAMU OGOPMIICHHS PACIOPATUTENBHBIX JOKYMEHTOB IO
I'OCTy 7.0.97-2016 HanuonansHslii crannapt Poccuiickoit @enepanuu. Cucrema cTaH1apTOB IO
nHpopmanuy, OHOIMOTEYHOMY M H3JaTeNbCKOMY jeny. OpraHu3anroOHHO-PaCTIOPSAUTEIbHAS
nokyMmeHnTaus. TpeboBanus k opopmienuto 1okymeHToB" (yTB. [Ipukazom Poccrangapra ot
08.12.2016 N 2004-cT)

KounyecTBO 4acoB: 2 yaca
Koabl popmupyembix komnerenumii: OK-2, OK-3, OK-5, OK-9, IIK 1.1, [IK 2.7
Konsbl muunocTHBIX pesyabraros: JIP 7, JIP 8

3apanue 1. CoctaBbTe U 0POPMHUTE MTPUKA3 TIO OCHOBHOM JICSITEIIBHOCTH.

Ha MockoBckOM KOMOMHATe MO MPOM3BOJCTBY MY3bIKAIBHBIX MHCTPYMEHTOB U MeOenn
(rocynapcTBeHHOE MpENpuUsATHe), KOTOpbIi BXoauT B KoHIepH 1Mo pa3paboTke U MPOU3BOJCTBY
MPOAYKIMH My3bIKadbHOW mpombiinuieHHoctH (POCMY3IIPOM), neiictByer IlonoxkeHue o
[IPEMUPOBAHUH PYKOBOJUTENIEH LIEXOB, OTAENIOB U clyk0, yTBepkaeHHoe 05.01.2003 Ne 27.

12 anpens Texymero rojga aupekTop komOuHata B.M. JlaproHOB mopy4msl HadajabHUKY
oTnena Tpyaa u 3apabotHoi miatsl MapkoBy H.I'. paccuutarh pazmep npeMun pyKOBOIUTENSAM
OTJIEJIOB, LIEXOB MU CIy’KO KOMOMHATa Mo uUToram paboThl 3a MEpBBIM KBapTan K 15 ampens, a
riIaBHOMY Oyxranrepy komOuHata Tpommmnoii C.I'. — opranu3oBaTh BbIIUIATy IpeMuu Kk 20 ampens
TEKYILEro roja.

HauvanpHuk manoBo-skoHoMHuueckoro otaena MarseeBa C.H. u rnaBHbI Oyxranrep
Tpoumna C.I'. 3aBU3MpOBaM MPOEKT NMPHKa3a AUPEKTOpa KOMOMHATA.

3aganue 2. CocraBbTe U 0(hOpMHUTE MTPUKA3 IO OCHOBHOM JAESITETHHOCTH
Hupextop OO0 «Meuray [lonskoB B.M. 10 okTs0pst Tekymiero roja u3gajl MpuKa3 o
MPOBCACHNH MHBCHTApHU3allU TOBAPHO-MAaTCPpUATIbHBIX HeHHOCTeﬁ Ha CKJIaacC MPCAIpUATH. On



Ha3HAYMWJI KOMHUCCHUIO TOJ TPEACENATEIbCTBOM KOMMEPUYECKOTro Aupekropa 3onorapesa E.M. B
COCTaB KOMMCCHU BOLUIM Ii1aBHbIM Oyxrantep Bomomuna E.H. u Oyxranrep MBanosa B.C. B
npuKase ObUIO MOPYYEHO NPEACTaBUTh HA YTBEPXKICHHE MOKYMEHTHI CKJIAJICKOro ydera (1o
cocTOsiHMIO Ha 1 OKTAOpsl) M OT4EeThl 00 OCTaTKax TOBApHO-MATE€PHAIbHBIX IEHHOCTEH (110
coctostHuio Ha 10 okTAOps) K 15 oKTAOpS.

[TpoekT mpukasa ObLT 3aBU3UPOBAH SKOHOMUCTOM TpeanpusiTiss Mutunoit O.A.

Kpurtepun onenku:

3auem cTaBUTCS B Cilydae, €CIU BBINIOJIHEHO He MeHee 50% 3agaHuii, B OCBELIEHUU BOIIPOCOB HE
COJIEPKUTCSL TPYOBIX OMIMOOK, CAMOCTOSATEIHHO BBIMOJTHEHA MPAKTHYECKas PadoTa, BBIMOJTHEHBI
TpeboBaHUs K 0(hOPMIICHHIO.

Hezauem crtaButTcs ecnu oOydaromuiics He chpaBwici C 3aaaHueM (BbimojiHeHO MeHee 50%
3aJJaHus), HEPACKPHITO OCHOBHOE COJIEPYKAaHHUE BOTIPOCOB, UMEIOTCS IPyOble OMMOKHM B BHIITOJTHEHUN
3a/laHus, a Takke padoTa BHIMOJIHEHA HECAMOCTOSTENIBHO.

IIpakTnyeckoe 3ansaTue Ne 3

Haspanue: OgopmiieHHe NPOTOKOJIA U AKTA

Leab: o3HaKOMUTHCS ¢ mpaBuiamMu odopmieHus nporokona u akta no 'OCTy 7.0.97-
2016 HammonaneHsiii crannapt Poccuiickoit @enepanuu. Cucrema cTaHnapToB 1Mo HHPpOpMaIUH,
OMONMMOTEYHOMY W HM3JaTelnbCcKoMy jeny. OpraHu3alMOHHO-PACHOPSAUTENbHAS JTOKYMEHTAIHUS.
TpeboBanust x odopmnenuto gokymeHtoB" (yTB. Ilpukxazom Poccranmapra ot 08.12.2016 N
2004cT)
KosnunyectBo yacos: 2 yaca
Koabl popmupyembix komnerenuuii: OK-2, OK-3, OK-5, OK-9, IIK 1.1, [IK 2.7
Koasb! muuHocTHBIX pesyabtaros: JIP 7, JIP 8

3aganmue 1: CoctaBuTh U 0QYOPMHUTH IPOTOKO.

Hupeknuss OO0 «Actpes» (Cankr-IlerepOypr) 12.08.20  r. mpoBeno cBoe o4epeaHoe
3acenanue, Ha kotopoM mpucyrctBoBanu BoctpskoB C.T., CrymueB II.JI., Jlebenes WN.M.,
Amnronos [LJL., lllentynosa B.I'., Tumodeer A.A., Ctynosa M.H.

Ha 3acenanum o0cyxJanoch Ba BOImpoca: O xoJe pekiamMHoll kamnanuu B 11l xBaprane
20 1. W 0 mepexojie Ha HOBYIO CUCTEMY BBIIUIATHI MPEMUATIbHBIX.

[To mnepomy Bompocy ciyllaid CcOOOIIEHHE HayajJbHMKa OTAeNa  PeKIaMbl
BocrpsikoBa C.T., TekCT cooOlieHus KOTOPOro ObLT nepeaan cexperapro 3acenanust H.J[.benoBoit.
[ToaTomy >xe Bompocy BbICTYNUI (pUHAHCOBBIA nupekTop TumodeeB A.A., KOTOpBIH 0400pUI
yBEITMYEHHUE PACX0/I0B Ha HapykHYI0 pekiamy B LIl kBaptane 20 1. Ha 5%.

[To BTOpomy Bompocy crenan cooOmieHue CtynoB M.M. u TEKCT COOOIIEHHS Takxke
nepenan cexkperapro. Ilo manHOMy ke Bompocy BelcTynuian AHTOHOB II.JI., HauansHUK oTxHEna
KaqpoB, u Jlebenes M.M., nupexrop no npojaxam. [lepBbiil 0100piI HOBYIO CUCTEMY BBIILIATHI
IPEMUAIBHBIX M PEKOMEHJIOBaJl MOJrOTOBUTh HeoOXoauMmele JokymMeHTHl K 01.09.20 r.
Bropoit npemioxun aopaboTath HOBYIO CHUCTEMY BBIIUIATHI MPEMHUAIBHBIX U PEKOMEHI0BAJ
IIPOBECTH TOJIOCOBAHME I10 JaHHOMY BOMPOCY Ha 00111eM coOpaHuu TPYJOBOTO KOJUIEKTHBA.

B urore 3acenanus ObutM NpUHATH cnenyrouye pemenus: 1. Onobpute paboty otaena
pexnambl B III kBaprame 20 1. 2. IIpoBectu obmiee coOpaHuEe TPYAOBOTO KOJUIEKTHBA IO
BOIIPOCY O MEPEXO0J€ Ha HOBYIO CUCTEMY BBIIUIAThI nMpeMuanbHbiX 15.08.20 1. OTBETCTBEHHBIM
3a MOATOTOBKY coOpaHus Obula HasHadyeHa 3aB.kaHuesspueil lllentynoBa B.I. CoGpanue Ben
npencenarens O.A.PymsHueB.



3ananme 2. CocTaBUTh U OPOPMHUTD aAKT

Komuccus, co3ganHass Ha oOcHOBaHMM mpukaza aupekropa 3A0 «MeacepBuc» oOT
05.10.20 1. Ne 23 «O coBepHICHCTBOBAaHWUHU JOKYMEHTAI[MOHHOTO OOECIeUeHUs JIeATEeIbHOCTH
3A0 «MencepBucy» B coctase: npeaceaarens 3yaunon O./1., 3aB.kaHIensipyueid, 4IeHOB KOMHUCCUI
Tokapesa H.JI., 3aB.mpom3BoACTBEHHBIM oTAenoM, [laBmoBoit B.E., 3am.rm.Oyxranrepa,
AnekcannpoBa A.B., meHemkepa o kaapam, Banosoii 3.11., cekperapsi-pedepeHTa KaHICISIPUH,
B pUCYTCTBUU cekperaps otaena mapketuHra C.C.Poguonosoii 12.10.20  r. nmpoBeiia npoBepKy
COCTOSIHUS paboThI C JOKYMEHTaMH B OTJeJie MapKeTuHra. B pe3ynbTare mpoBeeHHON MPOBEPKU
OBUIO YCTAaHOBJICHO, YTO B OT/JENIC HECBOCBPEMEHHO (OPMHUPYIOTCS B Jiela HCHOJHEHHBIC
JIOKYMEHTBI, 3arojOBKH [l 3a4acTyl0 HE COOTBETCTBYIOT 3arojloBKaMm, MPeIyCMOTPEHHBIM
HOMEHKJIAaTypOM [ied, OTCYTCTBYIOT JBa Jejia ¢ mnepenuckod 3a 20 1., He MpoBelcHa
npenapxuBHas o0paboTka AoKyMeHTOB 20 T., MOAJEXAIIUX JJIUTEIIbHOMY XpaHEeHHI0. Takum
0o0pa3oM, KOMHUCCHSI TIPUIILIA K BBIBOJY, UTO B BEACHHUM AEIONPOU3BOICTBA B OT/EIEC MapKETHUHTA
MMEIOTCSl CYIIECTBEHHBIE HEJOCTATKH, CBUJIETEILCTBYIONIME O HAPYHIEHUU JIEUCTBYIOIIUX
HOPMAaTUBHBIX JOKYMEHTOB B 00JacTH OpraHu3alydyd JOKYMEHTAIIMOHHOTO OOecreueHHs
ynpasieHus. [lo ycranoBieHHbIM (hakTaMm ObUT COCTaBJICH aKT MPOBEPKH PabOTHI ¢ TOKYMEHTaMH
B oTaene MapkeruHra B 4 ok3emiuiipax (1-i — 3am. aupekTopa IO aJAMHUHUCTPATUBHO-
XO3SIICTBEHHBIM BOMpOcaM, 2-i — 3aB. OTJEJIOM MapKeTuHra, 3-1 — npeacenarento KoMmuccuu, 4-i
— B zeno 01-09.

Kpurtepun ounenku:

3auem cTaBUTCS B Cilly4yae, €CIU BBINOJHEHO He MeHee 50% 3agaHuii, B OCBELIEHUU BOIIPOCOB HE
COJIEPKUTCSL TPYOBIX OIIMOOK, CaMOCTOSITEJILHO BBITIOJIHEHA IMPAaKTHYECKash padoTa, BBIMOIHEHBI
TpeboBaHUs K 0()OPMIICHHIO.

Heszauem crtaBuTCS ecnu oOydYaroIIMiics HE CIpaBWICS C 3aaaHueM (BbimosiHeHO MeHee 50%
3aJlaHusl), HEPACKPBITO OCHOBHOE COJIEP>KaHUE BOMPOCOB, UMEIOTCS TpyOble OMIMOKH B BBIMIOJHEHUN
3aJlaHus, a TaKKe paboTa BHIIIOJHEHA HECAMOCTOSATENIBHO.

IIpakTuyeckoe 3ansitue Ne 4

HasBanne: Odopmienne 1oK/JIaqHOM M 00bSCHUTEIBHON 3anMCKH HA (opMmaTte A4,
JAeJI0BOr0 MUCbMAa

Ilesb: 03HAKOMUTBCA C MpaBUIAMU OQOPMIICHHS JTOKJIAIHOM, OOBACHUTENbHON 3alMCKH,
nenooro nuceMa no 'OCTy 7.0.97-2016 HauumonansHeiii cranmapt Poccuiickoit denepanun.
Cucrema cra"zapToB 1o uHpopmauuu, OHOIMOTEYHOMY M HU3JATEICKOMY  JIETy.
OpranuzalnoOHHOpacOpsIIUTENbHAsT JOKyMeHTalus. TpeboBaHusl K OpOPMIIEHUIO JJOKYMEHTOB"
(yTB. IIpukazom Poccrannapra ot 08.12.2016 N 2004-cT)
KonuyectBo yacoB: 2 yaca
Koabl popmupyembix komnerenumii: OK-2, OK-3, OK-5, OK-9, IIK 1.1, [IK 2.7
Koasb! miuuHocTHBIX pesyabtaros: JIP 7, JIP 8

3aganue 1. CoctaBuTh U 0POPMHUTH OOBICHUTENBHYIO U IOKJIAJHYIO 3alUCKY

Kypeep 3A0 «Papmay C.C.CoMOB peryisipHO omasjsiBaj Ha padoTy, uyeM Hapymal
TPYAOBYIO JUCHMIUIMHY. 3aBenytouias kanunenspueil 1.B.1llymunraa HeonHOKpaTHO Aenana emy
3amedanusi (B yCTHOM ¢opme), a 12 HWroHA TeKymero roaa Obplia BBIHYXKIEHA OOpPAaTUTHCS C
JaHHBIM BoIpocoM K I'enepanbHoMy nupekTopy A.B.CenoBy ¢ nokimagHoOM 3auCcKOil, B KOTOPOi
Ipocuia NpUHATH Mephl JuciuminHapHoro xapakrepa k C.C.ComoBy.

3ananue 2: CoctaBuTh 1 0QOPMUTH JOKIATHYIO 3aMUCKY



PykoBogurens otaena HoBbiX mnpoekToB O.B.TokapeBa oOparunace k ['eHepamHoMy
mupektopy OOO «Mactep» r-Hy A.J[.MeBneBy ¢ OOKJIAQAHON 3amMCKOH O HEOOXOAWMOCTH
YBEIUYEHUS LITaTHOW YUCIEHHOCTH otaena. B nmoxmamuoit 3amucke O.B.TokapeBa cooOmiana o
TOM, 4TO B HACTOALIEEe BpeMsl Ul YCIEUIHOM paboThl areHTCTBA HEOOXOAUMO yBeJINYeHUEe 0a3bl
JAHHBIX O NOTEHUMaJbHBIX KiIMEHTaxX. [lo ee MHEHMIO, OHUM U3 Hambosee peaJbHbIX MyTeH
pacumpenusi 06a3bl JaHHBIX SBJISAETCS TMOCTOSHHBIA aHAIU3 CPEICTB MAacCOBOW MH(pOpManuu, B
YaCTHOCTH Tpecchl (MHpopManus o Haubosiee KPYIMHbIX KIMEHTaX areHTCTBa ObLIa MOJy4YeHa U3
AHAJIMTUYECKOTO JXKypHana «JKcrepT»). B cBs3u ¢ TeM, YTO OTAEN B €ro HacTosuleM coctase (5
COTPYZHUKOB) HE HMMEET BO3MOXXHOCTH OpraHH30BaTh INOJPOOHOE H3yYeHHE aHATUTHUECKUX
n3nanuid, O.B.TokapeBa cumTaer LenecooOpa3HbIM BBECTH B IUTAT OTAENA JBE AOJDKHOCTH
MEHEKEPOB JJIsl U3YyUEHHS U aHAJIU3a MIPECCHI C LIEIIbIO BBIABICHUS TOTEHIIMAIBHBIX KIIMEHTOB, a
TaK)Ke€ MOJATOTOBKHM OINEPAaTUBHOW HWH(POpPMALUU O MonoxkeHun Ha peiHke CMU B (dopme
€XKCHENEIbHbIX OT4YeTOB. B noknagHoW 3anmucke TokapeBa NpeUIoKMIIA HA 3TH JOJDKHOCTH
noAao0paTh COTPYIHUKOB M3 YHCIIA CTYICHTOB 4-5 KypcoB dakyiapTeTa XypHanuctuka MI'Y umm
LIKOJIBI PEKJIaMBl.

3aganue 3. OpopmuTe MUCHMO IO CIEAYIONIEH YIIPaBICHYECKON CUTyalUH.

JlemapraMeHT MOAJEPKKA U PA3BUTUA MaJOro NpeANpUHUMATEIbCTBA IHCbMOM 32
MOJIKCHIO 3aM.IupeKTopa aenapramMenta CeepukoBa A.B. yBejoMui pykoBOACTBO AETCKOIO caja
Ne 1586 o0 ToMm, 4TO B CBA3M € pa3BUTHUEM NPEANPUHUMATENILCTBA 3JaHUE JETCKOrO cajia JO0KHO
OBITH IIEPEJaHO ISl TEXHUYECKUX HYXK]] JelapTaMeHTa.

Ucnonautenem BacuibeBoil 1Mo MOpy4YeHUIO JUpeKTopa AeTckoro cama Ne 1586
IOro3amagHoro oOkpyXHOro ympaBieHuss oOpa3oBaHUs TI.MOCKBBI, paclOJIOXEHHOTO Ha
IIPOCIIEKTE

MuuypunckoMm, oM 22 1.MOCKBbI, ObUIO COCTaBJIEHO IMHUCHMO, aJPECOBAHHOE OTIEIY
UceM

Mbpun Mocksbl 1o azapecy: r.Mocksa, yin.TBepckas, 13, B KOTOpOM AUPEKTOpP IETCKOIO
cama Ne 1586 O.A.AOGpamoBa npocuia pazodparbcs B JaHHOM BOIPOCE, MOTUBHUPYS TEM, UTO B
Ha3BaHHOM paliOHE JETCKMX CaJ0B OCTAJIOCh MaJll0 W HE BCE JETU MOTYT MOCEMATh AETCKHUE
JOUIKOJIbHBIE YUpekaeHUs. [IncbMo ObIJIO OTBETOM Ha MOJTyYEHHBIH JOKYMEHT OT JlernapTaMeHT.

Kpurtepuu onenku:

3auem cTaBUTCA B Cilydae, €CM BBINOJIHEHO He MeHee 50% 3aqaHuii, B OCBEIIEHUU BOIIPOCOB HE
COZEPKHUTCSL TPYOBIX OMIMOOK, CAaMOCTOSITENIbHO BBINOJIHEHA NpPAaKTUYeCKas padoTa, BBITOIHEHBI
TpeOoBaHUs K 0()OPMIICHUIO.

Hezauem ctaButcs ecnu oOydarOIIMIiCS HE CHOpaBWics C 3agaHueM (BbImojgHeHO MeHee 50%
3aJJaHMsl), HEPACKPHITO OCHOBHOE COJIEpKaHUE BOIIPOCOB, UMEIOTCS IpyOble OIIMOKHU B BHIITOJTHEHUN
3aJJaHus, a TaK)Ke paboTa BHIMOJIHEHA HECAMOCTOS TEIIEHO.

PA3JIEJ 2. OPTAHU3AIIUA PABOTHI C IOKYMEHTAMU
Tema 2.1. Opzanuzauus 00OKymMeHmoodopoma

IIpakTHyeckoe 3ansaTHe Ne 5

Hazpanue: Opranusauus perucTpaiuu ¥ KOHTPOJIb UCIIOJIHEHHUS IOKYMEHTOB

He.]'ll): O3HAKOMHUTHC C IMpaBUJIaMH OpTraHHU3ali PETUCTpAllMHA W KOHTPOJIA HCIIOJIHCHUA
JTIOKYMEHTOB
Koan4yecTBO 4acoB: 2 yaca
Koabl popmupyembix komnerenumii: OK-2, OK-3, OK-5, OK-9, IIK 1.1, [IK 2.7



Koab!l inyHocTHBIX pe3yabTaToB: JIP 7, JIP 8
3apanue 1. OdopmuTh XypHaJT perucTpanuu BXomsamux aokymMeHToB 3A0 «PaccBet» u

3aperucTpupoBaTh MUCbMa, MOCTYMHUBIINE B OPraHU3aIUIO 32 TOCIeAHNE 3 JTHS.

[Tucemo u3 OO0 «Jlaga» o npencTaBiICHUU TOKYMEHTOB.

1) Tucemo o mpencrasienun ¢puHancoBoro ordera 3a 2010 roxg, nocrynusiiee u3 OAO
«"a3skcnopTy.

2) Ilucemo 06 n3mMeHeHnr 0AHKOBCKHMX PEKBU3HMTOB, nmoctynusiiee u3 3A0 «l[Ipumay. 4)
[luceMo o0 mnpoBeAcHWH Y4EOHO-KOHCYIBTAIIMOHHBIX CEMUHAPOB IO JOKYMEHTAI[MOHHOMY
obecrieyenuto ynpasneHus, nocrynusuiee u3 OO0 «udoparop».

5) ITucemo o npemnoxenuu corpyaandectsa u3 OAO «IKoHY.

6) IIucbMo 0 HayyHO-IIpaKTUYECKOM ceMuHape, nocrynusiiee u3 3A0 «Curmay.

7) IluceMo o mpeaBapuTEIBLHOW MpoJIaXxe OUIECTOB HA caMmojeThl, moctynusmee u3 OO0
«TpancriopTHbIE TEPEBO3KU».

8) IluceMo 0 METUIIMHCKOM OOCTyXuBaHuH, noctymnusiiee 3 OO0 «Meauanay.

9) Ilucemo 006 yuactum B cemuHape «TeXHOIOrMYecKWe | MPABOBBIE ACHEKTHI
KoMMepueckoi nHpopmaruny, nocrynusiiee 13 OAO «A3pokom».

JlaThl ¥ perucTpaluoHHbIE HOMEpA MOCTYMUBIINX JOKYMEHTOB YKa3aTh CAMOCTOSITEIHHO.

3apanue 2. OGhopMUTH KypHAI peructpanuu ucxoasmux gokymeHToB OO0 «3apsi» u
3aperucTpupoBaTh HECKOJIBKO JOKYMEHTOB, OTIIPABJICHHBIX 3a 3 MOcieIHUX 1Hs. JlaThl,
perucTpaloHHble HOMEpa JOKYMEHTOB U JApyrue HeoOX0JuMbIe JaHHbIE YKa3aTh CAMOCTOSATEIbHO.

ITucemo B agpec 3A0 «Becta» 0 mpenocTaBieHUN BBICTABOYHOM MIIOIIA M.

1) TIIucemo B agpec OO0 «A3poKOM» O MPEAJIOKEHUN COTPYTHUYECTBA.

2) IIucemo B ampec OAO «3aBoa xene300€TOHHBIX H3AENUI» O BHIIOJHEHUHU YCIOBHIA
JIOTOBOpa MOCTaBKHU.

3) TIIucemo B anpec OAO «Dkcmpecc» 0 HAYYHO-IIPAKTHUECKOM CEMHHApE.

4) ITucwemo B agpec OO0 «HeBuyc» 00 n3sMeHeHUH OaHKOBCKUX PEKBU3UTOB.

5) Tlucemo B anpec 3A0 «Anatut» 0 NpeAoCTaBICHUN (PUHAHCOBBIX JOKYMEHTOB.

6) ITucemo B agpec OOO «MoHOC» 00 OTKPBITHH HOBOTO (pHHaa.

7) ITucemo B agpec 3AO «IIpomereit» 0 3aBepIIeHUH HHBECTUIIMOHHOT'O MPOEKTA.

8) TIlucemo B ampec OAO «DOnBun» 0 nocraBkax npoaykuuu. 10) ITucemo B aapec 3A0
«MyKOMOJIBHBIM KOMOMHAT) O MOBBILIEHUH LIEH Ha MPOIYKIHIO.

3apanue 3. OGopMHTH KypHAJl PETUCTPAIIMU BHYTpEeHHUX N0KyMeHTOB OAO «MarHomus» u
3aperucTpupoBaTh MPUKa3bl 10 OCHOBHOM JEATEIbHOCTU. PerucrpaoHHbple HoMepa, J1aThl
JOKYMEHTOB, (paMUITUIO JUPEKTOPA U APyTrrue HeoOXOAUMbIE JaHHbIE YKa3aTh CAMOCTOSATEIBHO.

[Ipuka3 qupexropa o nopsiike padoThl (PakCOBOrO y3i1a CBA3H.

1) TIlpuka3 06 yTBep:KaeHUN HOMEHKJIATYpPBI €]l OpraHU3aliH.

2) Ilpuka3 00 yTBep)KIEHHUM IUIaHAa pabOThl apXWBa OpraHU3alUu U rpaduka nepenadyu
JIeJ1 U3 CTPYKTYPHBIX MOJIpa3JIeIeHUi B apXUB.

3) [Ilpuka3 o MpoBEACHUH aTTECTAIMH PYKOBOJAUTENICH U CIICIIUATIUCTOB.

4) Ilpuxa3 o BHECEHUU U3MEHEHUH B IITaTHOE PACIIUCAHUE.

5) [Ilpuxka3 06 obecrieueHUN COXPAHHOCTH OJJAHKOB CTPOTOM OTUYETHOCTH.

6) Ilpuka3 o mpoBeeHNH HHBEHTapU3ALIH.

7) Ilpuka3 06 obecrieueHMH TPOTHUBOMOXKAPHON OE30MACHOCTH U YCHIICHHUH OXPaHBI.

8) Ilpuka3 00 ycuiaeHUU KOHTPOJISA 32 Ka4YeCTBOM MTPOEKTHON JTOKYMEHTAIIHUH.



9) Ilpukaz o0 COBEpIICHCTBOBAHMM JOKyMEHTalMOHHOTO obecredenns B OAO
«Marnosus».

Kpurepun oneHku:

3auem cTaBUTCS B Cly4yae, €ciiv BbINOJIHEHO He MeHee 50% 3anaHuil, B OCBEILEHUU BOIPOCOB HE
COJIEP’KUTCS TPYOBIX OMIMOOK, CAMOCTOSATEIBHO BBIMOJIHEHA MpPAaKTHUeCKas padoTa, BBINOJTHEHbI
TpeOoBaHUS K 0POPMIICHHIO.

Hezauem crtaButTcs ecnu oOydarolmuiics He cHpaBWwiIci C 3aJaHueM (BbimosiHeHO MeHee 50%
3aJ1aHus), HEPACKPBITO OCHOBHOE COJIEP’KaHUE BOIIPOCOB, UMEIOTCS IPpyOble OLIMOKHU B BBIIIOJIHEHUN
3a/laHusl, a Tak)ke padoTa BHIMOJIHEHA HECAMOCTOSTENBHO.

Tema 2.2.0pzanu3zauusn onepamusHoz0 XpaneHus 00KyMeHmoas
U _NOpA0OK nepeoavu 8 apxue
IIpakTnyeckoe 3ausitue Ne 6
Ha3Banue: OdopmiieHne aeia i C1a44 B apXHUB

Lesb: 03HAKOMUTHCS C MpaBWIaMd OGOPMIICHHS Jeia ISl Clayd B apXHB
KosnunyecTBo yacos: 2 yaca
Koabl popmupyembix komnerennuii: OK-2, OK-3, OK-5, OK-9, IIK 1.1, [IK 2.7
Koasb! muunocTHBIX pesyabtaros: JIP 7, JIP 8

3aganue 1: Bce moaroroBiieHHbIE B XOJ€ MPAKTUYECKHX 3aHATHH JOKYMEHTHI HEOOXOAUMO
MOJALINTh B KapTOHHYIO MAamnKy, BKJIIOYMB B HErO OIHUCh JIOKYMEHTOB, JHUCT-3aBepuTenb. [lo
YCTaHOBJICHHBIM IIPaBUJIaM MIPOHYMEPOBATH JIUCTHI Jiea U 0QYOPMUTH OOJIOKKY.

[Topsimok pacnoyioKeHus JUCTOB B AeTe:

1. BuyTpeHHss ONMUCh JOKYMEHTOB Jiena (He HyMepyeTcs)

2. 3areM pa3MemalTcs AOKYMEHThl (HyMepyroTcs apaOCcKuMHu Hu(paMd B BEepXHEM
MIpaBOM YTy KapaHjaamom!):

— Oo0pasen opopMiIeHHS pEKBH3UTA «AIpecaTy

—  Oobpazen opopmieHus pekBu3nTa «I'pud yTBepKIeHUN

—  OOpasen ohopmIIeHHS peKBU3UTA «3aroJ0BOK K TEKCTY JOKYMEHTAa

— OOpazen ohopmiieHns pekBU3UTa «OTMETKA O HATUIUH MPUITOKCHHS

—  OOpazen odopmiienns pekBuszuta «lloamucey»

—  OOpasen ohopmitenns pekBusuta «['pud cormacoBanus»

— OOpasen ohopmiieHHs TPUKa3a

— OOpasen ohopmIIeHHs IPOTOKOJIA

— OOpasen oopmIICHHS aKTa

— Oo0pazen opopMiIeHHs TOKIATHOMN 3aHCKU

— Oobpazen opopmieHHs TUCEMa

3. B koH1Ie Aena pa3meniaeTcs JUCT-3aBepuTeb (He HyMepyeTcs)

Bce nucThl pazMeriaroTesi B KApTOHHOM Manke U MOIINBAIOTCS HUTKOM MPYU MOMOIIU UIJIbI
B 4 npokoda.

Puc. 1. IlepBoe crubanue manku MPOU3BOIUTCS BAOJb JIMHUU (0003HAYEHA NYHKMUPOM U
cmpenkamu), pacloyioKeHHOW Ha 2 — 4 cM IpaBee CpeiHeH BEPTUKAILHON JHHUU (0603HaYeHa
WMPUXHYHKIMUPOM):



Jlunus
cruba

a) 10 cruda

Jesio Ne é—>

A

Cpenuss
JIMHUS

0) mocJjie cruda

(8HympeHHsAA
cmopoHa
nanku)

Puc. 2. BHOBb pasrubaem namky:

Jemo Ne
a) 10

Jeno

Puc.3. Bropoe crubanue mamku MPOU3BOIUTCS BIOIH
CpeaHel BepTUKATLHON TUHAN (  0003HAUeHa WMPUXHYHKM upozu),

TO €CTb IIOIIO0JIaM:
0) mocJie

cruoa

Jleno

Puc. 4. Honocy MarKku, OCTaBIIYIOCA JICBEC JIMHUU IIEPBOTO CFI/I63., 3aru0aem 1o dTOU JTUHUH:



' Jeso Ne Heno Ne

a) 10 cruda 0) mocJie cruda

JIist BIIOYKEHUsI TOKYMEHTOB TTallka BHOBB MMOJHOCTHIO Pa3BOPAYMBACTCS M TIOBTOPHO TPOU3BOIMUTCS €€
crubauue, omucanHoe pucyrkom 1: Puc. 5

a) 10

Heso < >

Cpennst
A

(8HympeHHsAA
cmopoHa
nanku)

Puc. 6. Pacnonoxenne
JOKYMEHTOB Hepes HX

TOMIIIUBKOM.
Cxema npommBKH:

NMUUEBAA CTOPOHA

i
|
[
9 !j Lo_ — 9 y

TbiJIbHASA CTOPOHA



[Tocne mpomMBKY Aejia HyMepyeM JINCThl KAPaHAAlIOM B BEPXHEM MPABOM YIUIy KapaHJalIoM.
3areM 3amoHsIeM JHCT-3aBePUTeIb, YKa3biBas 00IIee KOIWYECTBO JTUCTOB B Jiesie (OMHCh U JIUCT
3aBepuTelb He cuutaeM!). [loanuceiBaeM TUCT-3aBEpUTED!

Oo0pa3sen:

Cryaent rp. 9K-07-16 N.N. NBanos

(JTMYHAS TTOATIHCH)

3anoiHsieM BHYTPEHHIOI ONMCH IOKYMEHTOB /1eJ1a, YKa3bIBasi 0 MOPSAKY BCE JOKYMEHTHI (CM.
Boine). ['pady «/lata» u «Homep nokymenrta» He 3amonHseM. HoMmep JHCTOB 3amojiHsEM IO
HyMepaluu JINCTOB Jieja.

B koH1ie onucu 3anoiHsAeM UTOTOBYIO 3alUCh, YKa3bIBas O0IIee KOJIUYECTBO JTOKYMEHTOB B JIEIIE.
[ToanuceiBaem onuck. Jlaty ctaBuM no ¢akty hopMUPOBAHUS U MOIIUBKYU JEIa.

Oopa3zen:

Cryaent rp. 9K-07-16 N.N. NBanos

(JTMYHAs TTOATIHCH)
25.12.2017
OdopmisieM 00JIOKKY Jea:
- HanmMeHoBaHMe BBILIECTOSIIEH OpraHU3alun
- HanmeHoBaHnue yHuBepcurera
- HaumenoBanwue dakynpTeTa
- Howmep nena (onpenensiem no Homepy (haMuianu CTyA€HTa B CIIUCKE TPYIIIIbI)
- 3aronoBok aena ([eno ¢ obpasnamu TOKyMEHTOB, oopmileHHOE CTyneHTOM VIBaHOBBIM
HBanom MBanoBHYEM)
- Jlatel Hayana W OKOHYaHUsS Jena (ONpenessioTCs IO JaTe MepBOro U IOCIETHETro
npakTudeckoro 3ansatus mno JJO0VY)
- KonuuecTBo nucToB B fene
- Cpok xpaHeHHs (MO>KHO MOCTaBUTB JIF000H)

OO0pa3en BHyTpeHHeil OMUCH IOKYMEHTOB J1eJ1a
BHYTPEHHSA OITMCH

JIOKYMEHTOB jienia Ne 12

Ne HAekc Aara 3aroNI0BOK ALOKyMeHTa o Mpumedanne
o SoKymenTa oKymenTa OOKY JINCTOB Aena P
1 2 3 4 6

O6pasel, 61aHKa N1cbMa




Hroro 17 (cemHaauaTh) JIOKYMEHTOB

(unpamu 1 POMUCHIO)

KonnyecTBo JIMCTOB BHYTPEHHEN OIIUCH 1 (onun)

(tmudpaMu ¥ TPOITHUCHIO)

CryneHr rp. N.N. VBanoB (moamnucs) (pacuudpoBka)
Hara 25.10.2019

O0pasen aucra-3aBepurens

JIMCT-3ABEPUTEJIb IEJIA Ne 12

B nene noamuTo U npoOHYMEpPOBAaHO
JIUCTOB,

(unpaMu ¥ TPOMUCHIO)

B TOM YHCJIE!
JUTEpHbIE HOMEpa

JINCTOB

MpOMyIIEHHbIE HOMepa

JINCTOB

+ JIMCTOB BHYTPEHHEN ONHUCH

OcobeHHOCTN GU3NYECKOTO COCTOAHMA U GOPMUPOBAHUA Aena Homepa
nmcToB
1 2

Crynent rp. 9K-07-16

(moamuce) (pacmmdpoBka Mmommcn)

Hara
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O0pa3sen 00,10:KKH eJ1a

KOA roc. apxusa

KOA OpraHn3aumm
. NO
On.N?
a. Ne

(HaumMeHoBaHKe apxuBHOIro YUpeXxaeHns )

(HauMeHOBaHME OpraHM3aLmm W
CTPYKTYPHOIO noapasaeneHus)

RENONe _ TOMN® ___
(3aronosok pena)
(KpanHue patsol)
Ha nucrax
XpaHuTb
®. N® y
On.N?
A. No
[Ipumeuanue:

1. Hudopmanmro, BEIIEICHHYIO HA 00JI0KKE KPACHBIM I[BETOM, 3aIIOJHATH HE HYXKHO.
2. Tom He yka3bIBaeM.

Kputepun onenkn:

3auem cTaBUTCS B clydae, €CIU BHINIOJIHEHO HEe MeHee 50% 3amgaHuii, B OCBEIIEHUN BOIPOCOB HE
COJZIEP’KUTCS TPYOBIX OMIMOOK, CAMOCTOSATEIHHO BBHIMOJTHEHA MpPaKTHUeCKas padoTa, BBHIMOTHEHBI
TpeboBaHus K 0(hOPMIICHHUIO.

Hezauem ctaBuTcs ecnu oOydaroliuiics HE CIpaBWICA C 3aJaHueM (BbimonHeHO MeHee 50%
3aJIaHusl), HEPACKPHITO OCHOBHOE COJIEPKaHUE BOTIPOCOB, UMEIOTCS TPYObIe ONMIMOKH B BBIMTOJTHCHUN
3a/laHus, a Takke padoTa BHIMOJIHEHA HECAMOCTOSTENBHO.

Tema 2.3. /lokymeHTanus 110 NPodeccHOHATBbHOM 1eITeTbHOCTH
IIpakTuyeckoe 3ansiTue Ne 7.
HaszBanne: OgopmiieHre JOKYMEHTOB 10 NMPO(eCCHOHATbHOM 1esITeJIbHOCTH.
Henb:  o3HakOMUTbCA €  OpaBWwiIaMd  OQOPMIJIEHHMSI  JIOTOBOPOB,  JOKYMEHTOB IO
BHEITHEOKOHOMUYECKON JESTEIbHOCTH
KonuyectBo yacos: 4 yaca
Koabl popmupyembix komnerenuuii: OK-2, OK-3, OK-5, OK-9, IIK 1.1, [IK 2.7
Koasbl inuHocTHBIX pesyabratos: JIP 7, JIP 8

3aganue 1.3aKOHYUTD MPETIOKEHUS.
JI0OBEpEHHOCTS -

I'enepanbHast TOBEPEHHOCTH -

CrenanbpHasi JOBEpEHHOCTb -

PazoBas 10BEpeHHOCTD -

VYcroBust IpeKparieHus IeHCTBHSI JOBEPEHHOCTH:



3ananue 2. [IpoaHanu3upoBaTh pEeKBU3UTHI JOBEPEHHOCTH. Bee 1M peKBU3UTHI yKa3aHbl BEpPHO?

1. OdwunuanbHas T0BEPEHHOCTD

— Ha3BaHUE BUJA JIOKyMEHTa

— IIOJIHO€ HAUMEHOBaHME OpPraHU3alMH, BbIaBIIEH 10BEPEHHOCTb, €€ apec

- JlaTa BbLIA4H

- HOMep

—  CpOK JIEMCTBHUS

—  JIOJDKHOCTb, (haMHJIUS, UMSI M OTYECTBO JIMLA, KOTOPOMY JAOBEPSTCS MOIYYUTh IEHHOCTH

—  cepus, HOMEp U JlaTa BbIAAYM [1aCIOPTa NOJIydaTesst JOBEPEHHOCTH

— HaMMEHOBaHHME OPTaHM3ALUH, B KOTOPOH JIOJKHBI OBITH TOTY4EHBI TOBAPOMAaTEpHAIIbHBIC
LIEHHOCTH

— IEepedyeHb U KOJIMYECTBO TOBAPOMATEPUAIbHBIX LIEHHOCTEH

—  00pa31bl NOANKCH NOTy4aTesis JOBEPEHHOCTH

—  TIOAINHUCH PYKOBOJUTENS OPTaHU3AIMH U TIIaBHOTO Oyxrairepa

— Ie4aTh OpraHu3alHU

2. JlndHas NOBEPEHHOCTH

— HauMEHOBaHHE BUJA JOKYMEHTa

- (aMunms, UM 1 OTYECTBO JIMIIA, KOTOPOMY BBIaHa JTOBEPEHHOCTh

—  cozepkaHue

- HaMMEHOBaHWE OPraHMU3alMM, B KOTOPOU JOJKHBI ObITh POU3BEECHBI ONIEpaIUU 110
JIOBEPEHHOCTH

— TOJIHCH JINIA, BBIJABIIETO JOBEPEHHOCTh

—  JlaTa BbLIA4U

—  JIOJDKHOCTb U MOJIKUCH JIULIA, YOCTOBEPSIIOIIETO MOANNUCH JOBEPUTEIIS

—  JlaTa yJI0CTOBEPEHHMS ITOITUCH

- TeyaTh

3ananue 3. CocTaBUThH OBEPEHHOCTh B COOTBETCTBUU ¢ TpeboBanusamu ['OCTa mo cnemyromeit
CUTYallUU:

15 saBaps 2002 r. OTkpeITOE aKIOHepHOE o0mIecTBO «Yaiikay, caenano npexoruiaty 3a 700
METpOB NaybTOBOM TKaHU apT. Ne 324857 no cuety Ne 175 ot 30 nekabps 2001 r., BBICTABOYHOTO
OOmiecTBa ¢ OrpaHMYEHHON OTBeTCTBEHHOCThIO «Jlanapim». 20 sHBaps CepreeBy AmekcaHApy
WBanosuuy (menemxepy OAO «Yaiika») Obuta BblnaHa Oyxrantepueil goBepeHHOCTh Ne 5,
neiicreurensHas 10 30 suBaps 2002 r. Ha nosyyeHue 700 mMeTpoB manbTOBOM TKaHU apT. Ne
324857. OOmecTBO ¢ OrpaHUYEHHOH OTBETCTBEHHOCTHIO «JIaHABIIN» MpH OTTpy3Ke HalbTOBOMH
TkaHu Obutn Bbiianbl CepreeBy A.U. compoBoauTenbHBIE JOKYMEHTHI - HakiagHas Ne 46 u cuert-
¢daktypa Ne 62 ot 20 sHBaps 2002 r. 3amoiHUTH JOBEPEHHOCTh HA IMOJYyYEHHE MaTepUalIbHBIX
LEHHOCTEHN.
3ananmue 4. Pa3pabotars popMy TpyIOBOTO J0r0BOpa, KOTOPBIH Obl MOT OBITH 3aKIIIOYEH C
MIPETEHIEHTOM Ha JIOJDKHOCTh HayaJlbHUKa (PUHAHCOBOTO OTAENA.

Kputepuu onenkmn:

3auem CcTaBUTCA B Cllydae, €CJIM BbINOJHEHO He MeHee 50% 3anaHuil, B OCBEILIEHUN BOIPOCOB HE
COJIEP’KUTCST TPYOBIX OMIMOOK, CAMOCTOSATEIBHO BBIMOJIHEHA MpaKTHUecKas padoTa, BBIMOJIHEHbI
TpeOoBaHUs K 0()OPMIICHUIO.

Hezauem ctaButcs ecnu oOydarOIIMiCS HE CHOpaBWicsA C 3amaHueM (BbimojgHeHO MeHee 50%
3aJJaHKs), HEPACKPHITO OCHOBHOE COJIEpyKaHUE BOIIPOCOB, UMEIOTCS IPyOble OIIMOKHM B BHIITOJTHEHUN
3aJlaHus, a TakKe paboTa BHINIOJHEHA HECAMOCTOSI TENIBHO.



YYEBPHO-METOAUYECKOE H HHO®OPMAIIHOHHOE OBECIIEYEHUE

HopmaTuBHO — NpaBoBble HCTOYHHKH

No HaumeHoBaHue

1. "Koncturymus Poccuiickoii @eneparuu” (mpuHATa BCEHAPOAHBIM ToJiocoBaHueM 12.12.1993 ¢
M3MEHEHHUSIMH, 0JOOPEHHBIMHE B X0J1¢ ob01mepoccuiickoro royocopanus 01.07.2020)

2. "I'paxxnanckuii kogeke Poccuiickoit @eneparuu (dacts neppast)" ot 30.11.1994 N 51-®3

3. "I'paxxknanckuii koneke Poccutickoit @eaeparuu (wacts BTopas)" ot 26.01.1996 N 14-D3

4. «Kogexc Poccuiickoit @enepanuu 006 aaAMUHUCTPATHUBHBIX MPaBOHApyMIEHUSIX» oT 30
nexabpst 2001 N 195-®d3

5. ®enepanpabiii 3akoH 0T 06.12.2011 N 402-D3 "O Oyxrantepckom ydete"

6. Oenepanbhbiii 3aKoH oT 27 aexadps 2002 r. Ne 184-D3 «O TeXHUUECKOM PETYITHPOBAHHI

7. Oenepanbubiii 3akoH oT 27 wuromst 2006 1. Ne 149-®3 «O6 wunHbpopManmw,
WH(OPMAIIMOHHBIX TEXHOJIOTHIX U O 3aIUTe HH)OPMAITHI))

8. ®denepanbHblii 3ak0H OT 27 utogst 2006 r. Ne 152-D3 «O nepCoHaIbHBIX TaHHBIX)

9. ®enepanbublii 3akoH oT 27 ot 2010 1. Ne 210-D3 «O6 opranuzanuy NpeaoCTaBICHHS
rOCYJAapCTBEHHBIX U MYHUIIUIIAJIBHBIX YCIYT»

10. | ®enepanbubiii 3aKoH 0T 6 anpenst 2011 r. N 63-D3 «O06 351eKTpOHHON TTOATHCH

11. ®enepainbHblil 3ak0H 0T 22 okTA0pst 2004 N 125-03 «O6 apxuBHOM fene B Poccuiickoit
denepannny»

12. [lepeyeHb THUMOBBIX YNPABICHUECKUX aAPXUBHBIX JIOKYMEHTOB, OOpa3yloOIIUXCS B
Mpolecce  JIEATENbHOCTH  TOCYAApCTBEHHBIX  OPraHOB,  OpPraHOB  MECTHOTO
CaMOYIIPaBJICHUsT M OpraHu3alii, ¢ yKa3aHUEM CpPOKOB HX XPAHEHUS: YTBEPKICH
npuka3zoM Pocapxusa ot 20.12.2019 Ne 236

13. [IpaBuna opraHu3anuMu XpaHEHWs, KOMIUICKTOBAHMS, Yy4€Ta U HCIOJb30BaHUS
IokyMeHTOB ApxuBHoro ¢onna Poccuiickoii ®enepauuu M IpyruxX apXUBHBIX
JJOKYMEHTOB B OpraHax IoCyJapCTBEHHOW BJIACTH, OpPraHaXx MECTHOTO CaMOYIIPaBIICHUS
u opranm3anusx (yrBepxkaeH npukazom PocapxuBa ot 09 mekabps 2020 r. N 155)
[QnekTpoHHbI pecypc]. — Pexum gocryna: CIIC I'apant

14. «"OCT P 7.0.97-2016. HaunonanbHblii cranaapt Poccuiickoit deneparuu. Cucrema
CTaHJapTOB 1o  uHpopManuu, OUOIMOTEYHOMY U  H3AATEIbCKOMY  JEIly.
Opranu3aloHHO-PACTIOPAIUTENbHAS JTOKYMEHTalusa. TpeboBaHus K OQOPMICHUIO
JOKYMeHTOB»: yTBepkaeH [Ipukasom Poccrangapra ot 08.12.2016 Ne 2004-cr.

Pexomendyemasn ocnosenaa 1umepamypa

MNe

HaunmenoBanue

Joponuna, JI. A. JIokyMeHTaIllMOHHOE OOECTICUeHUE YIPABICHHS: YUCOHHK U MPAKTUKYM JJIs
cpennero npodeccuonaibHoro oopazosanus / JI. A. Jloponuna, B. C. Uputukoa. — Mockga:
NznatensctBo FOpaiit, 2019. — 233 ¢. — ([IpodeccuonansHoe odpasoranue). — ISBN 978-5-
534-05783-6. —  Teker: osmekrponubii //  OBC  IOpaiit [caiit]. —  URL:
https://urait.ru/bcode/438586 9).

KazakeBnu, T. A. JlokyMeHTalMOHHOE OOecriedeHre yNpaBIeHUs: YIeOHUK W TPAKTHKYM JUIs
cpennero npodeccuonanbHoro odpasopanus / T. A. Kazakeuu, A. W. Tkanuu. — 2-¢ u3n.,
ucnp. U gon. — Mocksa: UznarensctBo IOpaiir, 2019. — 177 c. — (IIpodeccuonanbnoe
obpaszopanue). — ISBN 978-5-534-06291-5. — Tekcr: anekrponnsiit / 9BC IOpaiiT [caiit]. —
URL: https://urait.ru/bcode/437587

Kopnees, 1. K. JlokymenranuonHoe obecrieueHue ympasiieHus + Tectel B OBC: yueOHUK H
NPaKTUKYM IJIs1 cpenHero npogeccronanbHoro oopazoBanus / M. K. Kopaees, A. B. Ilmenko,
B. A. MamyprieB. — 2-¢ u3j., nepepad. u gorr. — Mocksa: M3mparensctBo FOpaiit, 2019. — 384
¢. — (ITpodeccuonanpuoe odpazoBanue). — ISBN 978-5-534-05022-6. — TekcT: 37eKTPOHHBIN
/! 9BC KOpaiir [caiit]. — URL: https://urait.ru/bcode/438491

Kysnenos, M. H. J[okymeHntaumonHoe oOecriedeHue ynpasieHus. [lokymeHTo0OOpOoT H
JIEJIOTIPON3BOJICTBO: YUEOHUK W MPAKTUKYM JUIs CPEeHEro MpodecCHOHANBHOr0 00pa3oBaHus /
. H. Ky3nenoB. — 3-e u3z., nepepad. u non. — Mocksa: M3narensctBo KOpaiit, 2019. — 462




¢. — (I[Ipodheccuonanproe oopazoBanue). — ISBN 978-5-534-04604-5. — TekcT: 31MeKTPOHHBIH
// 9BC KOpaiir [caiit]. — URL: https://www.biblio-online.ru/bcode/433861

Pekomendyeman 0ononnumenvuas aumepamypa

Ne HaumeHoBaHue
Bsnt, B. C. JlokyMeHTannoHHOe obecreueHue yrnpasieHus. FOpuauueckas TeXHHKA: yuyeGHOE mocodue
Juist cpeanero npodeccruonansHoro oopasosanus / B. C. baar. — 2-e uzn., ucnp. u gon. — Mocksa:
WznatensctBo HOpaiit, 2019. — 103 c¢. — (IIpodeccuonanproe obpazoBanue). — ISBN 978-5-534-
08233-3. — Tekct: oanekrponubiii // 3BC HOpaiir [cafit] — URL: https://www.biblio-
online.ru/bcode/441885
Abynanze, . I'. JlokymeHTanmmoHHOE 00eCTIedeHNE YIIPaBICHUSI IEPCOHANIOM: yUeOHUK U MPAKTUKYM IS
cpenaero npodeccuonansHoro odpasosanus / 1. I'. Abynmamze, U. b. Bempsixkunaa, B. M. Macnoa. —
Mocksa: M3marensctBo FOpaiit, 2019. — 299 ¢. — (IIpodeccnonanproe obpazoBarne). — ISBN 978-5-
534-01543-0. — Texkct: onektponnsiii // DBC HOpait [caiit]. — URL: https://www.biblio-
online.ru/bcode/437238
Bopmesckuii, I'. A. T'ocymapcTBeHHO-4acTHOE HApTHEPCTBO: YYEOHMK M TMPAKTHKYM ISl CPEIHETO
npodeccronanbHOro oopaszoBanus / I'. A. Bopmesckuii. — Mocksa: M3narensctBo FOpaiit, 2019. — 282
c¢. — (IIpoeccronansHoe obpa3zoBanue). — ISBN 978-5-534-08174-9. — Tekcr: anekrponnsiii / 95C
HOpaiir [caiit]. — URL: https://www.biblio-online.ru/bcode/424354
JoxymeHTOBeicHHe: YUeOHUK M MPAKTHKYM Ui CpefHero mpodeccroHambHOro obpazopanus / JI. A.
Hoponuna [u ap.] ; mon pexaxmueit JI. A. JloponuHoil. — 2-e¢ u3n., mepepab. u gom. — Mocksa:
UznarensctBo FOpaiit, 2019. — 309 ¢. — (IIpodeccuonanproe obpaszoanue). — ISBN 978-5-534-
04330-3. — Tekct: oanekrponubiii // 3BC IOpaiir [caiit] — URL: https://www.biblio-
online.ru/bcode/433551
I'po3osa, O. C. Jlenonpon3BoacTo: yueOHOe MOCobue List CPeaHero npohecCHOHaNIHOrO 00pa3oBaHus /
O. C. TI'pozoBa. — MockBa: MsmaremsctBo IOpaiir, 2019. — 126 c¢. — (IIpodeccuonansHOE
obpazoBanme). — I[SBN 978-5-534-08211-1. — Tekcr: anekrponssrit // ObC FOpaiit [caiit]. — URL:
https://www.biblio-online.ru/bcode/438791
Ne HaumenoBaHue
1. | [aker opucHbx mporpamm Microsoft Office
2. CHpaBO‘IHaﬂ IIpaBoOBasA CUCTCMa «KOHCYJ'ILTEIHT IImoc»
3. | CopaBouHas npaBoBas cucrema «l'apanr»
4. | OmnepanuonHnas cucrema Windows
5 ObpazoBarenbHas miatpopma FOPAUT (DnexktpoHHass oOpa3zoBaTenbHas cHucTEMa)
" | HoroBop Ne 726-21 ot 01.06.2021r.
6 Onextponnbie yueOHble u3fganus OOO «Pocyuebnux» («Ipoda»-«Benrtana-I'pad»)
"~ | Horosop Ne 1I1-4/426-21 ot 02.04.2021 r.
7 OnextpoHHble ydeOHble u3faHus AO «M3natenbctBo «lIpocBemenue» JloroBop Ne
" | 1432-21 07 08.11.2021T.
OnexrponHas O6ubanoreunas cucrema «PROFoOpazosanue» Jlorosop Ne 7980/21/904-
8.
21 o1 06.07.2021 1.
9 OnexTpoHHas 6ubnnoreuHas cuctema «MzmatenbctBo Jlane» [JoroBop Ne 914-21 or
"1 07.07.2021 1.
10 OnexkrtponHas Oubnmuoreunas cuctema «3bC JIAHb» [loroBop Ne 915-21 or

07.07.2021 r.




