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COJEPKAHUE

TlogacuurensrHad 3ammcka
MGTOI[I/I‘-ICCKI/IG peKOMCHI[aI_II/II/I I10 BBIIIOJITHCHHUIO HpaKTI/I‘IeCKI/IX 3aH$ITI/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

Metoauueckue ykazaHus MO BBIMOJHEHUIO MPAKTUYECKUX 3aHATUN 1o aucuuruinHe OIl. 06
JIOKyMEHTallMOHHOE ~ OoOecreueHre YNpaBiICHHUS TpEAHA3HAYCHbl s OOydJaloumMxcs 1o
cnernuaabHocTH 38.02.01 DxoHOMHKA M OyXTanTepCKUid yU€T (110 OTpacisim).

Paboueii mporpammoll  AUCUMIUIMHBI — IPEIyCMOTPEHO  BBIIIOJIHEHUE  CTYAEHTaMU
npaktudeckux 3aHsaTHd. llenp pa®or — yrimyOneHue, pacliMpeHHEe W 3aKpelyieHHe 3HaHHM,
IIOJIyYEHHBIX HA TEOPETUYECKUX 3aHATHUIX N0 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 MPOQECCHOHATBHOE M JMYHOCTHOE
pa3BUTHE, NPEIIPUHUMATENIBCKYIO IEATENbHOCTh B NPO(ECcCHOHANBHOM cdepe, HCIoIb30BaTh
3HAHUA [0 NPABOBON U (PMHAHCOBON I'PAMOTHOCTH B Pa3IMYHbIX KU3HEHHBIX CUTYalUsX.

OK 05. OcymecTBiasaTh YCTHYIO U NHCbMEHHYI0 KOMMYHHUKALIMIO Ha TOCYAApCTBEHHOM
s3b1ke Poccuiickoii @denepaniy ¢ y4eToM 0COOCHHOCTEH COIMATbHOTO M KYJIBbTYPHOTO KOHTEKCTA.

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

[1K 1.1. O6pabateiBaTh MepBUYHBIE OYXTadTEPCKUE 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: MPOESKTHO MBICIISIIHUH,
3¢ GEeKTUBHO B3aMMOAECHCTBYIOLIMN € YiIeHAMH KOMaH/bl U COTPYAHUYAIOMUI C APYTUMHU JIIOAbMH,
OCO3HAHHO BHIMOJHAIONMNA MPO(EecCHOHAIbHBIE TPEOOBAaHUS, OTBETCTBEHHBIH, MYHKTYaJbHBIH,
JUCLUIUIMHUPOBAHHBIM, TPYJIOIIOOUBBIM, KPUTUYECKU MBICISAIINM, HAleJCHHbIM Ha JOCTHXKEHHE
MIOCTABJIEHHBIX 1IeJIel; JEMOHCTPUPYIOIUN TPO(HECCUOHATIBHYIO )KU3HECTOMKOCTD.

JIP 8§ - Ilpu3Harommii IIEHHOCTb HENpPEepPhIBHOTO 00pa3oBaHUs, OPUEHTHPYIOLIUICS B
U3MEHSIOIIEMCS pBIHKE Tpyna, u30eraromuii 0e3paboTHlbl; YHOPaBIAIOMUNA COOCTBEHHBIM
poeCCUOHATIBHBIM PAa3BUTHEM; PE(PICKCUBHO OLICHWBAIOUIMNA COOCTBEHHBIN >KM3HEHHBIA OIIBIT,
KpUTEPUU JTUYHOM YCIEIIHOCTH.

Bcero Ha mpaktuyeckue 3aHaTHs — 18 gacos.



PA3JEJI 1. JOKYMEHTHPOBAHHE YIIPABJTEHYECKOH JEATEIbHOCTH
Tema 1.3. Pexeuszumul u 61aHKU QOKYMEHMOG
IpakTnyeckoe 3ansitue Nel
Ha3panune: OdgopmiieHre 0OCHOBHBIX PeKBH3UTOB JOKYMEHTOB Ha (popmarte A4
Hean: o3HakoMuThCS C mpaBwiamu odopmiieHus pekBusutoB mno ['OCTy 7.0.97-2016
Hammonaneueiii  crangapt Poccuiickoit ®depepanmu. Cucrema crangapToB 1Mo HHGOpMAINH,
OMOIMOTEeYHOMY U H3JaTeNbcKOoMy neny. OpraHu3aldOHHO-paclopsiAUTeIbHas JTOKYMEHTALUS.
TpeboBanust k opopmiueruro qokymeHToB" (yrB. IIpukaszom Poccranmapra ot 08.12.2016 N 2004-
CT)
KoumnuecTBo yacos: 4 yaca
Koabl popmupyembix komnerenuuii: OK-2, OK-3, OK-5, OK-9, I[IK 1.1, TIK 2.7
Koabl im4yHocTHBIX pe3yabTaToB: JIP 7, JIP 8

3apanue 1. OdopmuTe pEKBU3UT «aapecary:

1. MunucrepcTBo 1o HasoraM u coopam HauansHuk otnena minanupoBanust Kpacuos B. U.

2. Nupexrop 000 «Opbuta-cepsuc» Cokonos B. @. 125789, r. CmoneHnck, yi. Llenrpanbhas, 28.

3. YUyrynosa T. ., 123456, Mocksa, yi. ABTO3aBojackasi, a. 23, kB. 12;

4. BopoHexckuil rocyapcTBeHHbIN yHUBepcuTeT DakynbTeT KypHAIUCTUKU 3aB. Kadenpoit
npodeccop Bszemckuii B. B.

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

3aganue 2. Opopmute rpud yrBepKACHUS:
1. V1Bepxnaro Jupexrop 000 «Jlakmuna» B. A. Tumodees «15» mapta 2010 rona.
2. Y1Bepxkaeno [Iporokon 3acenanus Cosera qupekrtopoB N212 ot 23 mapta 2010 ropa.
3. Y1BepxaeHo Pemenue obmero coopanus akuuonepoB N207 ot 12 mast 2010 rona.
4. JIOKyMEHT yTBEp>KAEH ABYMS JIOJKHOCTHBIMH JIMIIAMHU:
1) YrBepxknaato Jupextop AO «IIporon» I'. . bopucos «12» anpens 2010 roaa.
2) Y1eepxknato JJupexkrop AO «KBant» B.M.[lonros «13» anpens 2010 roxa.

3apanmne 3. Odopmure HazBaHuWE BUAA JOKYMEHTAa M 3arojlOBOK 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 HWHBCHTapHU3allvui HAJINYHA JCHCKHBIX CPEACTB.

3aganue 4. OPopmMuTEe OTMETKY O HAJTMYUU MPUIIOKEHUS:

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

2. [lpunoxenue. I'ocynapcTBeHHas cucTeMa JOKYMEHTALMOHHOTO oOecrieueHusl yrpaBieHus, 3
9K3.

3. Ilpunoxenne

1. Ilnan pacnpenenenus o0ydaromuxcs Mo oobeKTam Ha 3 JI. B 2 3K3.

2. OT4er o pacnpeesIeHny o 00bEeKTaM Ha BpeMsl IPOU3BOICTBEHHOM

IIPAKTHKH, B 2 9K3. Ha 3 1.

3aganue 5. OPopMuUTE PEKBU3UT CIOAMUCHY. JJOKYMEHT MOAMKICHIBALT:

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

2. HavanpHUK CIIEICTBEHHOI'O OT/AEA, ITOJKOBHUK rocTulinu B.B.MnbuH.

3. Jlupexkrop B.E. CemenoB um HauanbHuk (unancoBoro ympasienus S1.9. Kopomer 3A0
«Daxen».



4. Komuccusi B cocrtaBe: mpexacenarenb komuccuu Ilonomapesa B.JI., wieHsl komuccuu
[Totanos P.T., CBupuaos P. B.

5. JIBa pykoBoAMTENS paBHO3HAYHBIX JOJKHOCTEH: HavanpHUK nenaprameHTa MHGOpMAIUN
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 «IIpoauntopr» K. A IlepszeB «10» anpens 2010 rozaa.
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 Pemenue codpanus TpyaoBoro koyuiektusa ot 14 anpens 2010 roza.

Kputepuu onenkmu:

3auem ctaBUTCA B cilydae, €clid BhIOMHEHO He MeHee 50% 3anaHuii, B OCBEIIEHUU BOIPOCOB HE
COJICP)KUTCSL TPYOBIX OMIMOOK, CAMOCTOSTEIHHO BBIMOJTHEHA MPAKTHYECKass PadOoTa, BBHIIOJTHECHBI
TpeboBaHUs K 0()OPMIICHHIO.

Hezauem ctaBuTCS ecnu OOydaroIIMIiCsS HE CHOpaBWiics C 3agaHueM (BbimojgHeHO MeHee 50%
3aJ]aHMsl ), HEPACKPHITO OCHOBHOE COJIEPYKAHHUE BOTIPOCOB, UMEIOTCS IPYObIC OIIMOKH B BHIITOJHECHUN
3aJJaHus, a TaKKe paboTa BRIMOJIIHEHA HECAMOCTOS TENIBHO.

Tema 1.4. Cucmema opzanu3auyuonno-pacnopaAOuUmenbHblx 00KYMeHmoe
IpakTnyeckoe 3ansiTue Ne 2.
HazBanue: PacnopsianrebHble JOKYMEHTBI

Ieab: 03HAKOMUTbCA C IpaBUIAMU OQOPMIICHHS PACIOPAIUTEIbHBIX JOKYMEHTOB IO
I'OCTy 7.0.97-2016 HanmonaneHslii cranaapt Poccniickoit @enepanuu. Cuctema craHgapToB IO
nHopManuy, OMONIMOTEeYHOMY W H3AATelbckoMmy neny. OpraHu3alMOHHO-PacHopsIuTeIbHAs
nokymeHTanus. TpedoBanus k opopmienuto nokymeHToB" (yrB. [lpukazom Poccrangapra ot
08.12.2016 N 2004-cT)

KonnyecTBo 4acos: 2 yaca
Koabl popmupyembix komnerenuuii: OK-2, OK-3, OK-5, OK-9, I[IK 1.1, TIK 2.7
Koasb! miuuHocTHBIX pesyabtaros: 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 KoHIIEpH Mo pa3paboTke M MPOU3BOACTBY
MPOAYKIMH My3bIKaidbHOW mpombiinuieHHocTH (POCMY3IIPOM), neiictByer Ilonoxkenue o
MIPEMHUPOBAHUH PYKOBOJUTENIEH LIEXOB, OTAENIOB U ciyk0, yTBepkaeHHoe 05.01.2003 Ne 27.

12 anpenst Tekymero rojga agupektop komO6uHata B.M. JlapuoHOB mopy4usi HayalbHUKY
oTnena Tpyaa u 3apaboTHoi miarsl MapkoBy H.I'. paccuntarh pazmep nmpeMuu pyKOBOIAUTENSM
OTJIEJIOB, LIEXOB U CIy>KO KOMOHMHATa Mo uToram paboThl 3a MEepBbIA KBapTan kK 15 ampens, a
riaBHOMY Oyxranrepy komOuHata TpomuHoi C.I'. — opranu3oBaTh BbIIUIATY IpeMuu Kk 20 ampens
TEKYILEro roja.

HauvanpHuk mianoBo-skoHoMHYeckoro otaena Marseesa C.H. u rnaBHbI Oyxranrep
Tpoumna C.I'. 3aBU3MpOBaM MPOEKT NMPHKa3a AUPEKTOpa KOMOMHATA.

3ananme 2. CoctaBbTe M 0OPMHUTE MPUKA3 IO OCHOBHOM JEATEILHOCTH
Hupexrop OO0 «Meuray [lonskoB B.M. 10 okTsa0ps Tekymiero roja u3aajl MpuKa3 o
MIPOBEICHUU MHBEHTapU3allMi TOBAPHO-MAaTEPUANBHBIX LIEHHOCTEHW Ha ckiaje mpennpusatus. OH



Ha3HAYWJI KOMHCCHUIO IO/ TPEACENATEIbCTBOM KOMMEpPUYECKOro aupekropa 3ojorapeBa E.W. B
COCTaB KOMMCCHU BOLUIM IaBHbIM Oyxrantep Bomomuna E.H. m OGyxranrep MBanosa B.C. B
npukase ObUIO TOPYYEHO NPEACTaBUTh HA YTBEPXKICHHE TOKYMEHTHI CKJIAJICKOro ydera (IO
cocTOsiHMIO Ha 1 OKTAOpsl) M OT4EeThl 00 OCTaTKax TOBApHO-MATEpPHAIbHBIX IEHHOCTEH (110
coctostHuio Ha 10 okTAOps) K 15 oKTAOpS.

[TpoekT mpukasa ObLT 3aBU3UPOBAH SKOHOMHUCTOM TpeanpusiTis MutuHoi O.A.

Kpurtepun onenku:

3auem cTaBUTCS B Cly4dae, €CIU BBIIOJHEHO He MeHee 50% 3agaHuil, B OCBELIEHUU BOIIPOCOB HE
COJIEPKUTCSL TPYOBIX OMIMOOK, CAMOCTOSATEIHHO BBIMOJTHEHA MPAKTHYECKas PadoTa, BBIMOJTHEHBI
TpeboBaHUs K 0(hOPMIICHHIO.

Hezauem crtaButTcs ecnu oOydarolmuiics He cHpaBWiIci C 3aaaHueM (BblmosiHeHO MeHee 50%
3aJJaHus), HEPACKPHITO OCHOBHOE COJIEPYKAaHHUE BOTIPOCOB, UMEIOTCS IPyOble OMMOKHM B BHIITOJTHEHUN
3a/laHus, a TaK)Ke padoTa BHIMOJIHEHA HECAMOCTOSTENIBHO.

IIpakTnyeckoe 3ansaTue Ne 3

Hazpanue: OgopmiieHHe MPOTOKOJIA M AKTA

Heab: o3HaKOMUTHCS ¢ mpaBuiamMu odopmieHus nporokona u akta nmo ['OCTy 7.0.97-
2016 HammonaneHsiii crannapt Poccuiickoit @enepanuu. Cucrema cTaHnapToB 1Mo HHPpOpMaIUH,
OMONMMOTEYHOMY W HM3JaTelnbcKoMy jeny. OpraHu3alMOHHO-PACHOPSAUTENbHAS JTOKYMEHTAIHUS.
TpeboBanust k odopmuenuto gokymeHtoB" (yTB. Ilpukxazom Poccranmapra ot 08.12.2016 N
2004cT)
KosnunyectBo yacos: 2 yaca
Koasl popmupyemsbix komnerennuii: OK-2, OK-3, OK-5, OK-9, IIK 1.1, [IK 2.7
Koasb! miuunocTHBIX pesyabtaros: JIP 7, JIP 8

3aganue 1: CocTaBUTh U OQPOPMUTH MPOTOKO.

Hupexius OO0 «Actpes» (Cankr-IlerepOypr) 12.08.20  r. mpoBeno cBoe o4yepeaHoe
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 3acenanun o0cyxJanoch Ba BOIpoca: O XoJe pekjamHoil kamnanuu B Il xBaprane
20 1. W 0 mepexojie Ha HOBYIO CUCTEMY BBIIUIATHI MPEMUATIbHBIX.

[To mnepBomy Bompocy cCilyllaid COOOIIEHHE HadajdbHMKA OTIeNla peKJIaMbl
BocrpsikoBa C.T., TekcT cooOIieHus: KOTOporo ObLT iepenan cexperapro 3acenanust H.J[.benooii.
[ToaTomy 3xe Bompocy BbICTYNUI (pUHAHCOBBIA aupekTop TumodeeB A.A., KOTOpBIH 0700pUI
yBEITWYEHHUE PACcX0/I0B Ha HapykHYI0 pekinamy B LI kBaptane 20 r. Ha 5%.

[To BTOpomy Bompocy caenan coobmenue CtynmoB M.M. um TeKCT cooOmeHus Takxke
nepeaan cekperapro. I[lo manHOMYy ke Bompocy BelcTynwian AHTOHOB [I.JI., HavaneHUK oTnEna
kaqpoB, u Jlebenes M.M., nupextop no npojaxam. [lepBbliil 0100pHI HOBYIO CHUCTEMY BBIILIATHI
NPEMUAIBHBIX W PEKOMEHJIOBaJl MOJrOTOBUTH HeoOXoauMmble nokyMeHTHI K 01.09.20 r.
Bropoit npemioxun aopaboTath HOBYIO CHUCTEMY BBIIUIATHI MPEMHUAIBHBIX U PEKOMEHA0BAJ
IIPOBECTH TOJIOCOBAHME I10 JaHHOMY BOMPOCY Ha 00111eM coOpaHuu TPYJOBOTO KOJUIEKTHBA.

B urore 3acenanust ObuUTM NpUHATHI creaytomue pemenus: 1. OnoOpute paboTy oTnena
pexinambl B III kBaprame 20 1. 2. I[lpoBectn oOmiee coOpaHwe TPYAOBOTO KOJUIEKTHBA TIO
BOIIPOCY O MEPEXO0J€ Ha HOBYIO CUCTEMY BBIIUIAThI nMpeMuanbHbiX 15.08.20 1. OTBETCTBEHHBIM
3a MOATOTOBKY coOpaHusi Obula HasHadyeHa 3aB.kaHuessipueil lllentynoBa B.I'. CoGpanue Ben
npencenarens O.A.PymsHieB.



3ananme 2. CocTaBUTh M OPOPMHTD aAKT

Komuccus, co3ganHass Ha OCHOBaHMM Tmpukaza aupekropa 3A0 «MexacepBucy» oOT
05.10.20 1. Ne 23 «O coBepIIEHCTBOBAaHUHU JOKYMEHTAIIMOHHOTO OOEeCIeueHus AesITeIbHOCTU
3A0 «MencepBucy» B coctase: npeaceaarens 3yaunon O./1., 3aB.kaHIensipyueid, 4IeHOB KOMHUCCUI
Tokapea H.JI., 3aB.mpou3BoicTBeHHBIM oTaenoM, IlaBnosoit B.E., 3am.rim.Oyxranrepa,
AnekcannpoBa A.B., meHemkepa o kaapam, UBanosoii 3.11., cekperaps-pedepeHTa KaHIICISIPUH,
B pUCYTCTBUU cekperaps otaena mapketuHra C.C.Poguonosoii 12.10.20  r. nmpoBeiia npoBepKy
COCTOSIHUS pabOThI C TOKYMEHTaMH B OT/eie MapKeTHHra. B pe3ysnbTare mpoBeeHHOHN MTPOBEPKU
OBUIO YCTAaHOBJICHO, YTO B OT/JENIC HECBOCBPEMEHHO (OPMHUPYIOTCS B Jiela HCHOJHEHHBIC
JIOKYMEHTBI, 3arojOBKH [l 3a4acTyl0 HE COOTBETCTBYIOT 3arojloBKaMm, MPeIyCMOTPEHHBIM
HOMEHKJIAaTypOM [ied, OTCYTCTBYIOT JBa Jena C nepenuckod 3a 20 1., He mpoBeAcHa
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, CBHJIETEIbCTBYIOIIME O HAPYIIEHUU JIEUCTBYIOIIHUX
HOPMATHUBHBIX JOKYMEHTOB B OO0JacTH OpraHM3aldyd JOKYMEHTAIIMOHHOTO OOeCTIeUeHUs
ynpasieHus. [lo ycranoBieHHbIM (hakTaMm ObUT COCTaBJICH aKT MPOBEPKH PabOTHI ¢ TOKYMEHTaMH
B oTaene wMapketnmHra B 4 ok3emrusipax (1-i — 3aM. AupekTopa MO aJAMHHHCTPATHUBHO-
XO35IIICTBEHHBIM BOIpOcaMm, 2-i — 3aB. OTIENIOM MapKeTHHra, 3-1 — mpeacenarento KOMUCCHH, 4-i
— B xeno 01-09.

Kputepuu onenkmu:

3auem ctraBUTCA B cllydae, €clid BbIOTHEHO He MeHee 50% 3anaHuii, B OCBEIIEHUU BOIPOCOB HE
COJICP)KUTCSL TPYOBIX OMIMOOK, CAMOCTOSATEIHHO BBHITIOJHEHA IMpakTHYecKas padoTa, BHITIOTHEHBI
TpeboBaHUs K 0()OPMIICHHIO.

Hezauem ctaButcs ecnu oOydarIIMiiCs HE CHOpaBWiics C 3agaHueM (BbImojgHeHO MeHee 50%
3aJlaHusl), HEPACKPBITO OCHOBHOE COJIEp>KaHUE BOTIPOCOB, UMEIOTCS TPyOble OIIMOKH B BBIMTOJHEHUN
3aJJaHus, a TaK)Ke paboTa BHIIOJIHEHA HECAMOCTOSTENIBHO.

IIpakTuyeckoe 3ansitue Ne 4

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

Ilesb: 03HAKOMUTBCA C MpaBUIAMU OQOPMIICHHS JTOKJIAIHOM, OOBACHUTENbHON 3alMCKH,
nenosoro nucbMa o 'OCTy 7.0.97-2016 Harmumonansuelii ctannapt Poccuiickoit ®@enepanuu.
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)
KoanyecTBo 4acoB: 2 yaca
Koasl popmupyemsbix komnerennuii: OK-2, OK-3, OK-5, OK-9, IIK 1.1, [TIK 2.7
Koabl inuHocTHBIX pesyabratos: JIP 7, JIP 8

3aganue 1. CoctaBuTh U 0QPOPMHUTH OOBICHUTENBHYIO U IOKJIAJHYIO 3aMHUCKY

Kypeep 3A0 «Papmay C.C.CoMOB peryisipHO omasjsiBaj Ha padoTy, 4eM HapyIuail
TPYAOBYIO JUCHMIUIMHY. 3aBenytouias kanunenspueil 1.B.1llymunraa HeonHOKpaTHO Aenana emy
3amedanusi (B yCTHOM ¢opme), a 12 HWroHA TeKymero roaa Obplia BBIHYXKIEHA OOpPAaTUTHCS C
JTaHHBIM BompocoM K I'eHepanbHoMy nupekTopy A.B.CenoBy ¢ JOK/IagHON 3aIUCKOM, B KOTOPOI
Ipocuia NpUHATH Mephl quciuminHapHoro xapakrepa k C.C.ComoBy.

3amanwne 2: CocTaBUTh M OYOPMUTH JOKITATHYIO 3aITUCKY



PykoBogurens otaena HoBbiX mnpoekToB O.B.TokapeBa oOparunace k ['eHepamHoMy
mupektopy OOO «Macrtep» r-Hy A.J[.MeBrneBy ¢ IOKIaaHOM 3ammMcKoil O HEOOXOAWMOCTH
YBEIUYEHUS ITaTHOW YUCIEHHOCTH othena. B moxmamuoit 3amucke O.B.TokapeBa cooOmiana o
TOM, 4TO B HACTOALIEEe BpeMsl Ul YCIEUIHOM paboThl areHTCTBA HEOOXOAUMO yBeJINYeHUEe 0a3bl
JAHHBIX O NOTEHIMaJbHbIX KiIMeHTax. Ilo ee MHEHMIO, OJHMM K3 Haubosee peanbHbIX IyTel
pacumpenusi 06a3bl JaHHBIX SBJISAETCS TMOCTOSHHBIA aHATU3 CPEACTB MAcCOBOW MH(pOpMaluu, 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
COTPY/ZHUKOB) HE HMMEET BO3MOXKHOCTH OPraHU30BaTh IOJPOOHOE H3YyYCHHME aHATUTHUYECKUX
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€ MOJArOTOBKHM OINEPATUBHOW HHPOpPMALUU O MonoxeHun Ha peiHke CMU B (dopme
€XKCHENEIbHbIX OT4YeTOB. B noknagHoW 3anmucke TokapeBa NpeUIoKMIIA HA 3TH JOJDKHOCTH
1o100paTh COTPYIHUKOB U3 YHCia CTYACHTOB 4-5 KypcoB ¢akynpTera xypHanucTiuka MI'Y wnun
LIKOJIBI PEKJIaMBI.

3aganue 3. OpopmMuTe MUCHMO I10 CIEAYIOLIEH YIIPaBICHYECKON CUTYalUH.

JlemapTaMeHT MOAJEPKKUA U PA3BUTUS MAJOr0 MpPeANPUHUMATENLCTBA IMHCBMOM 3a
MOJIKCHIO 3aM.IpeKTopa aenapramMenta CeepukoBa A.B. yBeqoMui pykoBOACTBO AETCKOIO caaa
Ne 1586 o0 Tom, 4TO B CBA3M C pa3BUTHEM NPEANPUHUMATENBCTBA 3JaHUE AETCKOIO Cajla JIOJKHO
OBITH IIEPEJaHO ISl TEXHUYECKUX HYXK]] JelapTaMeHTa.

Ucnonautenem BacunbeBoit 1o mNOpydeHHIO AupekTopa naerckoro cama No 1586
IOro3amagHoro OKpyXHOro ympaBieHuss oOpa3oBaHMs TI.MOCKBBI, pPacIiOIO)KEHHOIO Ha
IIPOCIIEKTE

MuuypunckoM, oM 22 1.MOCKBbI, ObUIO COCTaBJIEHO IMHUCHBMO, aJPECOBAHHOE OTIEIy
UceM

Mbpun Mockssl 1o azapecy: r.Mocksa, yin.TBepckas, 13, B KOTOpOM AUPEKTOP IETCKOTO
cama Ne 1586 O.A.AGpamoBa npocuia pazoOparbcs B JaHHOM BONPOCE, MOTUBUPYS TEM, YTO B
Ha3BaHHOM palOHE JETCKUX CaloB OCTAJIOCh MaJl0 U HE BCE JE€TU MOTYT IMOCEMATh AETCKHUE
JOUIKOJIbHBIE YUpekaeHUs. [IncbMo ObIJIO OTBETOM Ha MOJTyYEHHBIH JOKYMEHT OT JlernapTaMeHT.

Kpurepuu onenkmn:

3auem CTaBUTCA B Cillydae, €CIIM BBINOJHEHO He MeHee 50% 3anaHuil, B OCBEILIEHUU BOIPOCOB HE
COJIEP’KUTCS TPYOBIX OMIMOOK, CAMOCTOSATEIBHO BBIMOJIHEHA MpPaKTHUecKas padoTa, BBINOJIHEHbI
TpeOoBaHUs K 0()OPMIICHUIO.

Hezauem ctaBuTcs ecnu oOOydarOIIMICS HE CHOpaBWicsA C 3agaHueM (BbImojgHeHO MeHee 50%
3aJJaHMs), HEPACKPHITO OCHOBHOE COJIEpXKAHKUE BOTIPOCOB, UMEIOTCSI IpyOble OIMOKHU B BHITIOJIHEHUU
3aJlaHus, a Takke paboTa BHIMOJIHEHA HECAMOCTOSI TENIBHO.

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

IIpakTHyeckoe 3ansaTHe Ne 5

Ha3panue: Opranusaunus perucTpaiuu U KOHTPOJIb UCIIOJIHEHHUS IOKYMEHTOB

He.]'ll): O3HAaKOMHUTBCA C MpaBUJIaMH OpraHHU3allvii PETUCTpAlWMH W KOHTPOJIA HCIIOJTHCHUA
JTOKYMEHTOB
KoumuecTBo yacos: 2 yaca
Koabl popmupyembix komnerenuuii: OK-2, OK-3, OK-5, OK-9, I[IK 1.1, TIK 2.7



Koab!l inyHocTHBIX pe3yabTaToB: JIP 7, JIP 8
3apanue 1. OdopMuTh XypHaJI perucTpanuu BXomsmux maokyMmMeHToB 3AO «PaccBer» u

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

[Tucemo u3 OO0 «Jlaga» o npencTaBiICHUU TOKYMEHTOB.

1) TIlucemo o npexacraBnenuu puHancoBoro ordera 3a 2010 rox, mocrynusiuee u3 OAO
«"a3skcnopTy.

2) ITucemo 00 m3MeHeHHH OAHKOBCKHX PEKBU3UTOB, mmoctynusiiee u3 3A0 «IIpumay. 4)
[luceMO 0 mTpoBeNeHHHM Y4YE€OHO-KOHCYJIbTAIMOHHBIX CEMHHAPOB 10 JIOKYMEHTAI[HOHHOMY
obecrieyenuto ynpasneHus, nocrynusuiee u3 OO0 «udoparop».

5) Ilucemo o npemiokeHuu corpyaauuectBa u3 OAO «DKOoHY.

6) IIuceMoO 0 HayYHO-NIPAKTUYECKOM ceMuHape, nocrynusiiee u3 3A0 «Curmay.

7) IluceMo 0 mpeaBapUTEILHON MPOAaKe OMICTOB HA caMOJIeThl, mocrymnuiee u3 000
«TpancriopTHbIE TEPEBO3KU».

8) TIluceMO 0 MEAMIIMHCKOM 0oOCTy)KuBaHuH, noctymnusiiee u3 OO0 «Meauanay.

9) IlucemMo 00 yyactuu B ceMHHape «TeXHOJOrMYECKHE U TPABOBBIC AaCIEKThI
KoMMepueckoi nHpopmaruny, nocrynusiiee 13 OAO «A3pokom».

JlaTbl ¥ perucTpanioHHble HOMEpPa NOCTYNHUBIINX JOKYMEHTOB YKa3aTh CAMOCTOSITENIBHO.

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 «Bectay 0 npenocTaBieHUH BHICTABOYHOM IUIOIIAH.

1) Tlucemo B agpec OOO «A3pOKOM» O MPEUIOKESHUN COTPYIHUICCTBA.

2) TIucemo B agpec OAO «3aBoj Kene300€TOHHBIX U3CIUI» O BBHIIOIHCHUH YCIOBHI
JI0TOBOpA MOCTAaBKHU.

3) TIlucemo B agpec OAO «Dkcmpece» 0 HayIHO-MPAKTUIECKOM CEMUHApE.

4) Tlucemo B agpec OO0 «HeBuyc» 00 n3MeHEHNU OAHKOBCKUX PEKBU3UTOB.

5) TIlucemo B agpec 3A0 «ANaTuT» 0 MPEIOCTABICHUU (PUHAHCOBBIX JTOKYMEHTOB.

6) ITucemo B agpec OO0 «MoHOC» 00 OTKPBHITHH HOBOTO (hpHjIHalIa.

7) Tucemo B aapec 3AO «IIpomereii» 0 3aBepIICHUN HHBECTUIIMOHHOTO MTPOCKTA.

8) IMucemo B aapec OAO «DnBuH» 0 mocTaBkax npoaykiuu. 10) TTucemo B agpec 3A0
«MyKOMOJIBHBIM KOMOMHAT) O MOBBILIEHUH LIEH Ha MPOIYKIHIO.

3aganue 3. OQopMUTH KypHAJ PETUCTPALIUU BHYTpEeHHUX TOKyMEeHTOB OAO «Marnonus» u
3aperUCTPUPOBATH MPUKA3HI TI0 OCHOBHOM JESITEIbHOCTH. PerncTpanmonHsie HoMepa, JaThl
JTOKYMEHTOB, (DaMWIIHIO JUPEKTOpa U APyrHe HeoOXOANMBIE JaHHbBIE yKa3aTh CAMOCTOSATENBHO.

[Ipuka3 qupexropa o nopsiike padoTsl (PakCOBOro y3iia CBA3H.

1) Tlpuka3 00 yTBEp)KICHUU HOMEHKJIATYPHI Je7 OpPraHU3alHH.

2) Tlpuka3 00 yTBep)KICHUH TUIaHAa PabOTHI apXMBa OpraHU3alMU U rpaduka mepenadn
JIeTT U3 CTPYKTYPHBIX MO/IPa3ACTICHUN B apXHB.

3) Tlpuka3 o mpoBeACHUH ATTECTAI[MH PYKOBOIUTEICH M CIICIIUATUCTOB.

4) Tlpuka3 0 BHECEHHH M3MEHEHUH B ITATHOE PAaCIHCaHHE.

5) IIpuka3 06 obecrieueHHH COXPAHHOCTH OJIAHKOB CTPOTOM OTYETHOCTH.

6) Ilpuka3 o mpoBeICHNH UHBEHTAPH3AIINH.

7) Tlpuka3 00 obecrieueHHH MPOTUBONOKAPHOH OE30MACHOCTH U YCUIICHUH OXPaHbl.

8) Ilpuka3 00 ycuiIeHHH KOHTPOJIS 32 KaYeCTBOM MTPOSKTHOM JOKYMEHTAIHH.



9) Ilpuka3 o0 COBEpIICHCTBOBAHMU JOKYMEHTAI[MOHHOTO obecreyenus B OAO
«Marnosus».

Kpurepun oneHku:

3auem cTaBUTCS B Cly4ae, €ciiv BbINOJIHEHO He MeHee 50% 3anaHuil, B OCBEILIEHUU BOIPOCOB HE
COJIEP’KUTCS TPYOBIX OMIMOOK, CAMOCTOSATEIBHO BBIMOJIHEHA MpPAaKTHUeCKas padoTa, BBINOJTHEHbI
TpeOoBaHUS K 0POPMIICHHIO.

Hezauem crtaButTcs ecnu oOydaroluiics He cHpaBWica C 3aaaHueM (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.Opeanu3zauus onepamugno20 XpaHeHus 0OKyMeHmos
U_nopadoK nepeoaiu 6 apxue
IIpakTnyeckoe 3ausitue Ne 6
Hazpanue: OgopmiieHue aesa s ¢1a4u B apXUB

Heab: o3HaKOMHUTbCA C IpaBwiIaMu OQOPMIIEHMS JAeja JUIsl CAAYd B apXuB
KosnunyecTBo yacos: 2 yaca
Koasl popmupyemsbix 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 OIUCh JIOKYMEHTOB, JHUCT-3aBeputenb. [lo
YCTaHOBJICHHBIM IIPaBUJIaM MIPOHYMEPOBATH JIUCTHI Jiea U 0QYOPMUTH OOJIOKKY.

[Topsimok pacnoyioKeHus JUCTOB B AeTe:

1. BHyTpeHHss ONUCH TOKYMEHTOB Jieja (He HyMepyeTcs)

2. 3areM pa3MeINalTCs JOKYMEHTHl (HyMepyroTcsi apaOCKuMu LuppamMu B BepxXHEM
IIpaBOM yIi1y KapaHaamom!):

— OOpasen ohopmIIeHHs peKBU3HTA «Apecary

—  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

—  OO0pasen ohopmIICHHS TIPOTOKOJIA

— OOpasen ohopMIICHHS aKTa

—  Oo0pazen opopMIeHHS TOKIATHOMN 3aMHCKU

— Oobpazen opopmiIeHHS TUCEMA

3. B koHIIe nema pa3MeniaeTcs JIMCT-3aBepUuTeb (HE HyMepyeTcs)

Bce nucThl pazMeriaroTesi B KApTOHHOM ManKe U MOIINBAIOTCS HUTKOM P 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
WMPUXIYHKIMUPOM)'



Jlunus

cruba
a) 10 cruda
Jesio Ne
Cpenuss
JIMHUA
0) mocJje cruda
(8HympeHHsAA
CMopoHa
nanku)
Puc. 2. BHoBb pasrubaem nanky:
HemoNe
a) 10
Jeno
Puc.3. Bropoe crubaHue manky NpOU3BOJAUTCS B0
cpenHell BepTUKANBHOMN TUHUH (  0003HAUeHa WMPUXHYHKM upom),
TO €CTb IIOII0JIaM:
0) mocJe
cruda
Heso

Puc. 4. HOJ'IOCY MarKku, OCTaBIUIYIOCA JICBEC JIMHUU IICPBOTO CI‘I/I6a, 3aru0aem 1o dTOH JTUHUH:



Jeso Ne Heno Ne

a) 10 cruda 0) mocJie cruda

Jlnst BIIOYKEHUsI TOKYMEHTOB I1allka BHOBbB ITOJTHOCTHIO Pa3BOPAYMBACTCS U TIOBTOPHO MPOU3BOIUTCS €€
crubanue, onucanHoe pucynkom 1: Puc. 5

JIunn

a) 10

Heso

Puc. 6. Pacrionoxenue
JOKYMCHTOB nepen ux
(8HympeHHsAA

cmopoHa

nanku)

MOJIIINBKOM.

Cxema npommMBKM:

NMNUEBASA CTOPOHA

|
\
|
\
—y
-0

/
/\
Tbi/IbHASI CTOPOHA \

ITocme IMPOIIMBKHU JI€JIa HYMEPYEM JIMCThHI KapaHJIalmoM B BECPXHEM IIPABOM YIIJIY KapaHJAalllOM.

3areM 3amoHsIEeM JHUCT-3aBePUTeIb, YKa3biBas 00Iee KOJINYECTBO JTUCTOB B Jielie (OMUCh U JTUCT
3aBepuTenb He cuntaeM!). [loanuceiBaeM TUCT-3aBEPUTEN:
Oopa3sen:

Crynent rp. 9K-07-16

N.N. NBanoB
(JTMYHAs TTOATIHCH)



3arosiHseM BHYTPEHHIOI0 ONMUCH JOKYMEHTOB /€14, YKa3bIBasl 10 MOPSIKY BCE JTOKYMEHTHI (CM.
Boie). ['pady «ara» u «Homep nokymeHnta» He 3amoiHseM. Homep iHMCTOB 3amojHseM 110
HyMEpaluu JINCTOB JIea.

B KoHIIe onMcH 3an0IHsAEM UTOTOBYIO 3aIIMCh, YKa3bIBasi 00IEe KOJIUYECTBO JOKYMEHTOB B JieJIE.
[MonnuceiBaem onuck. JlaTy craBuM o ¢dakTy GOpMUPOBAHUS U TOALINBKY JIENa.

Oo0pa3zen:
Cryaent rp. 9K-07-16 N.N. iBanoB
(JInyHas TOAMKCH)

25.12.2017
Odopmisiem 00I0KKY Jena:
- HaumeHoBaHue BBIIECTOALLEH OpraHu3aluu
- HaumenoBanue yHuBepcureTa
- HaumenoBanue (akynbrera
- Howmep nena (onpenensiem 1o HoMepy (GaMIIUHN CTYICHTA B CIIUCKE TPYIIITHI)
- 3arosnoBok aena ([eno ¢ obpasnamu JOKYMEHTOB, 0()OPMIIEHHOE CTyIeHTOM lBaHOBBIM
HBanom MBanoBuuem)
- Jarel Hauasa W OKOHYAHHS Jena (OHpeleNsioTcs MO JaTe NEepBOrO U MOCIEIHETO
npakTudeckoro 3anstud o JJ0V)
- KonuuecTBo TUCTOB B 1eie
- Cpok xpaHeHus (MO>KHO TOCTaBUTH JIF000IN)

OO0pa3en BHyTpeHHeil ONUCH IOKYMEHTOB J1eJ1a
BHYTPEHHSAA OITUCH

JIOKYMEHTOB jienia Ne 12

Ne ViHaekc Aara 3aro/sI0BOK JOKYMEHTa e NpumeyaHue
n/n OOKyMeHTa OOKyMeHTa AOKY /mcros Agna P
1 2 3 4 5 6
1. O6pasey, 61aHKa N1cbMa 1
Hroro 17 (cemHamaTh) JIOKYMEHTOB
(T pamMu 1 IPOTIHCHIO)
KoanuecTBo TMCTOB BHYTPEHHEN ONUCH 1 (onun)

(mudpaMu ¥ TPOITHUCHIO)




CrygaeHnt p. N.N. ViBaHoB (TIOATTHCH) (pacuudpoBka)

JHata 25.10.2019

Oo0pa3en Jucra-3aBepuresis

JIMCT-3ABEPUTEJIb JIEJIA Ne 12

B nene moammTo M mpoHyMepOBaHO
JIMCTOB,

(undpamu 1 MPONUCEIO)
B TOM YHCIJIC:
JTUTEpHBIE HOMEpA JIUCTOB
MPOIYIICHHBIC HOMEPA JUCTOB

+ JIMCTOB BHYTPEHHEW OIUCH

OcobeHHOCTN GU3NYECKOTO COCTOAHMA U GOPMMUPOBAHUA Aena Homepa
nmcToB
1 2

Crynenr rp. 9K-07-16

(moxmch)

Hara

O0pa3sen 00,10:KKH geJia

(pacurrdpoBKa MOATUCH)
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KOA roc. apxmsa
KOA OpraHn3auymu
®. N°
On.N®
a. Ne
(HanmeHoBaHMe apxuBHOro yupexaeHns)

(HammeHoBaHne opraHn3aumm u

CTPYKTYPHOIO NoapasaeneHuns)
AENO N© TOMNe ___
‘ (3aronosok aena) i
(KpanHue aatbl) R
Ha nucrax
XpaHuTb
®. N© Lo
On.N?
A. N®
[Ipumeuanue:

1. HMudopmanuro, BEIIEIEHHYIO Ha 00JI05)KKE KPAaCHBIM 1IBETOM, 3aIOJIHATh HE HYKHO.
2.  Tom He yKa3bIBaeM.

Kputepun onenkn:

3auem ctaBUTCA B cilydae, €clid BbIOJHEHO He MeHee 50% 3anaHuil, B OCBEIIEHUU BOIPOCOB HE
COJIEPKUTCSL TPYOBbIX OHIMOOK, CAMOCTOSITENILHO BBINIOJHEHA MpaKkTH4eckas paboTa, BBITOJHEHbI
TpeboBaHus K 0(hOPMIICHHUIO.

Hezauem ctaBuTca ecnu oOyyaromIMiicsi HE CIpaBWJICS C 3ajJaHueM (BbIIOJHEHO MeHee 50%
3aJJaHus), HEPACKPHITO OCHOBHOE COJIEPYKAHHUE BOTIPOCOB, UMEIOTCS TPyObIe OMMOKHM B BHITOTHEHUN
3aJJaHMs, a TakkKe paboTa BBITOJIHEHA HECAMOCTOSTENBHO.

Tema 2.3. JlokymeHTanus 10 NpogeccHoHANbHOMI 1esITeTbHOCTH
IpakTuyeckoe 3ansaTue Ne 7.
Ha3panune: OdopmiieHne 10KyMEeHTOB 0 NPogecCHOHATBHOM AesITeJIbHOCTH.
Henab:  o3HakOMUTBCA €  TOpaBWwiIaMd  OQOpPMIIEHHMSI  JIOTOBOPOB,  JIOKYMEHTOB IO
BHEITHEOKOHOMUYECKON JESITENbHOCTH
KoumnuecTBo yacos: 4 gaca
Koabl popmupyembix komnerenuuii: OK-2, OK-3, OK-5, OK-9, T[IK 1.1, TIK 2.7
Koasbl inuHocTHBIX pesyabratos: JIP 7, JIP 8

3aganue 1.3aKOHYUTD MPETIOKEHUS.
JIOBEpEHHOCTS -

['enepanbpHast 1OBEPEHHOCTH -

CrnennanbHasi TOBEPEHHOCTD -

PazoBas noBepeHHOCTB -

VYcnoBus npekpaleHus AeHCTBUS JOBEPEHHOCTH

3aganue 2. [IpoaHanu3npoBaTh pEKBU3UTHI TOBEPEHHOCTH. Bce 1 peKBU3UTHI yKa3aHbl BEPHO?



1. OdwumnmanpHas JOBEPEHHOCTH

— Ha3BaHWE BUJA IOKYMEHTa

— TIOJTHO€ HAaMMEHOBaHME OpraHU3aliH, BbIJABIIEH JOBEPEHHOCTD, €€ apec

—  J1aTa BbIIA4H

— HOMeEp

—  CpOK JIEWCTBHUS

—  JIOJDKHOCTb, (paMUITHS, UMS U OTYECTBO JIMIIA, KOTOPOMY JOBEPATCS MOIYYUThH [IEHHOCTH

— cepus, HOMEp | JiaTa BbIJJA4X MACTIOPTA IMOTYyYaTess JOBEPECHHOCTH

— HaMMEHOBaHHE OpPraHM3AINH, B KOTOPOU MOJIKHBI OBITH MOJYYEHBI TOBApOMATEPUAIbHbIE
LEHHOCTHU

— TEepeYCHb U KOJIMYECTBO TOBAPOMATEPUATHHBIX IICHHOCTEH

— 0o0pasibl MOANKCH MOTyYaTelis JOBEPEHHOCTH

—  TIOJITUCH PYKOBOJUTEIISI OPTraHU3aI[UH U TJIABHOTO OyXraiarepa

— TedYaTh OpraHu3aluu

2. JlnuHasi TOBEPCHHOCTH

—~ HaMMEHOBaHUE BUA JOKYMEHTa

-  ¢amwims, UMs ¥ OTYSCTBO JIMIIA, KOTOPOMY BBIZaHa IOBEPEHHOCTH

—  coJepKaHue

-~ HAMMCHOBAaHWE OPTAHM3AIMH, B KOTOPOU JOJKHBI OBITH MPOU3BEICHBI OTIEPAITIH 110
JIOBEpEHHOCTHU

—  TIOJTUCH JIUIA, BBIJABIIETO IOBEPEHHOCTH

— J1aTa BbIIa4H

—  JIOJDKHOCTbH W TIOJIIUCH JIUIIA, YIOCTOBEPSFOIIETO MOAIMUCH JOBEPUTEIIS

— J1aTa yJOCTOBEPEHHs MOIMICH

- TIeYaTh

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

15 saBaps 2002 r. OTkphITOE aKiMOHEpHOE 001IecTBO «Yaiikay, caenano npegormiaty 3a 700
METpOB NaybTOBOM TKaHU apT. Ne 324857 no cuety Ne 175 ot 30 nekabps 2001 r., BBICTABOYHOTO
OOmiecTBa ¢ OrpaHMYEHHON OTBeTCTBEHHOCThIO «Jlanapim». 20 suBaps CepreeBy AmekcaHApy
WBanosuuy (menemxepy OAO «Yaiika») Obuta BblnaHa Oyxrantepueil aoBepeHHOCTh Ne 5,
neiicreurensHas 10 30 suBaps 2002 r. Ha nosyyeHue 700 MeTpoB manbTOBOM TKaHU apT. Ne
324857. OOmecTBO ¢ OrpaHUYEHHOH OTBETCTBEHHOCTHIO «JIaHABIIN» MpH OTTpy3Ke HalbTOBOM
TkaHu Obutn BbiiaHbl CepreeBy A.V. compoBoauTenbHbIE JOKYMEHTHI - HakiagHast Ne 46 u cuert-
¢daktypa Ne 62 ot 20 sHBaps 2002 r. 3amoiHUTH JOBEPEHHOCTh HA IMOJYyYEHHE MaTepUalIbHBIX
LEHHOCTEHN.
3ananmue 4. Pa3pabotats popMy TpyIOBOTO J0r0OBOpa, KOTOPBIH ObI MOT OBITH 3aKIIIOYEH C
MIPETEHIEHTOM Ha JIOJDKHOCTh HayaJlbHUKa (PUHAHCOBOTO OTAENA.

Kpurepum ouenku:

3auem cTaBUTCA B Cillydae, €CJIM BbINOJHEHO HEe MeHee 50% 3anaHuii, B OCBEIIEHUU BOIPOCOB HE
COJIEP’KUTCS TPYOBIX OMIMOOK, CAMOCTOSATENIBHO BBIMOJIHEHA MpaKTHUecKas padoTa, BBIMOJIHEHbI
TpeOoBaHUs K 0()OPMIICHUIO.

Hezauem ctaBuTCS ecnu OOydYaroOIIMICS HE CHOpaBWics C 3agaHueM (BbImojgHeHO MeHee 50%
3aJJaHKs), HEPACKPHITO OCHOBHOE COJIEpyKaHUE BOIPOCOB, UMEIOTCS IpyOble OMIMOKHU B BHIITOJTHEHUN
3aJlaHus, a TakKe paboTa BHIMOJIHEHA HECAMOCTOS TENIBHO.






YYEBPHO-METOAHUYECKOE H HHO®OPMAIIHOHHOE OBECIIEYEHUE

HopmaTuBHO — NpaBoBble HCTOYHHKH

Ne 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 neppas)" ot 30.11.1994 N 51-®3

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

4. «Koneke Poccuiickoit ®enepannu 06 aIMUHUCTPATUBHBIX MPaBOHAPYIMIECHUX» 0T 30
nexabpst 2001 N 195-D3

5. Oenepanbhbiii 3akoH oT 06.12.2011 N 402-03 "O Oyxrantepckom yuete"

6. Oenepanbhbiii 3aKoH oT 27 aekadps 2002 r. Ne 184-03 «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 utodiga 2006 r. Ne 152-D3 «O nepcoHaIbHBIX TaHHBIX)

9. ®enepanbhblil 3ak0H oT 27 utonst 2010 r. Ne 210-P3 «O06 opranuzanuu npeJocTaBIeHUs
rOCYJAapCTBEHHBIX U MYHUIIUIIAJIBHBIX YCIYT»

10. ®epnepanbubliii 3akoH OT 6 arnpenst 2011 r. N 63-D3 «O06 31eKTpOHHOM MOITUCH

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
CaMOYIIPAaBJICHUsT M OpraHu3alii, ¢ yKa3aHUEM CPOKOB HUX XPaHEHUs: YTBEPKIEH
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
JIOKYMEHTOB B OpraHax roCyJapCTBEHHOW BJIACTH, OpPraHaX MECTHOTO CaMOYIPaBIECHUS
U opranm3anusx (yrBepxaeH npukazom PocapxuBa ot 09 mekabps 2020 r. N 155)
[DnexTpoHHBI pecypc]. — Pesxum poctyna: CIIC 'apant

14. «'OCT P 7.0.97-2016. Haunonansnsiii crannapt Poccuiickoit ®@enepanuu. Cucrema
CTaHJapTOB 1o  uHpopManuu, OUOIMOTEYHOMY M  H3AATEIbCKOMY  JIEIy.
Opranu3aloHHO-PaCTIOPAIUTENbHAS JTOKYMEHTalusa. TpeboBaHus K OQOPMICHUIO
JOKYMeHTOB»: yTBepkaeH [Ipukasom Poccrannapra ot 08.12.2016 Ne 2004-cr.

Pexomendyemasn ocnosenaa 1umepamypa

MNe

HaunmenoBanue

Joponuna, JI. A. JIokyMeHTaIllMOHHOE OOECIICYCHUE YIPaBICHHS: YUCOHUK U MPAKTUKYM JJIs
cpennero npodeccuonaibHoro oopazosanus / JI. A. Jloponuna, B. C. Uputukoa. — Mockga:
WznatenscrBo FOpaiit, 2019. — 233 ¢. — (IlpodeccuonansHoe oopasosanue). — ISBN 978-5-
534-05783-6. —  Texkct: onekrponnsii //  OBC  IOpaiir  [caiit]. —  URL:
https://urait.ru/bcode/438586 9).

Kazakesny, T. A. JlokymeHTalimoHHOEe OOECIieueHHe yMpaBICHUS: YIEOHUK M MPAKTHKYM IS
cpennero npodeccuonansHoro odpasopanus / T. A. Kazakesuu, A. W. Tkanuu. — 2-¢ u3n.,
ucnp. u gon. — Mocksa: M3parensctBo IOpaiit, 2019. — 177 c¢. — (IIpodeccuonanproe
obpaszopanue). — ISBN 978-5-534-06291-5. — Tekcr: anekrponnsiit / DBC IOpaiiT [caiit]. —
URL.: https://urait.ru/bcode/437587

Kopnees, 1. K. JlokymenranuonHoe obecrieueHue ympasiieHus + Tectel B OBC: yueOHUK H
NPaKTUKYM AJIs1 cpenHero npogeccuonansHoro oopazoBanus / M. K. Kopaees, A. B. Ilmenko,
B. A. Mamypiies. — 2-¢ usn., nepepad. u gon. — Mocksa: M3narenscto HOpaiir, 2019. — 384
¢. — (ITpodeccuonanpuoe odopazosanue). — ISBN 978-5-534-05022-6. — TekcT: 27eKTPOHHBIH
// OBC IOpaiir [caiiT]. — URL.: https://urait.ru/bcode/438491

Kysnenos, M. H. [okymentaumonHoe oOecriedeHue ynpasieHus. [lokymeHTooOOpoT u
JIeTIONPON3BO/ICTBO: yUeOHUK M MPAKTHKYM Ul CperHero mpodeccnoHambHOro 00pa3oBaHus /
W. H. Ky3neno. — 3-¢ u3g., nepepad. u non. — Mocksa: M3narensctBo KOpaiit, 2019. — 462




c. — (IIpodeccuonansroe oopazoBanue). — ISBN 978-5-534-04604-5. — TekcT: 21eKTPOHHBIH
// OBC HOpaiir [caiir]. — URL: https://www.biblio-online.ru/bcode/433861

Pexkomendyeman 0ononnumenvuas aumepamypa

Ne

HaumenoBanue

Bbsunr, B. C. JlokymenranuonHoe obecrieueHue ynpasieHus. KOpuandyeckas TexHUKa: yueOHOe mocodue
Juts cpeanero npodeccuonansHoro obpasosanus / B. C. bsiar. — 2-e usn., ucnp. U gon. — MockBa:
WznatensctBo HOpaiit, 2019. — 103 c¢. — (IIpodeccuonanbroe obpazoBanue). — ISBN 978-5-534-
08233-3. — Tekct: oanekrpounsii // DOBC IOpaiit [caiit]. — URL: https://www.biblio-
online.ru/bcode/441885

Abynanze, . I'. JlokymeHTanmmoHHOE 00eCTIedeHNE YIIPaBICHUSI IEPCOHANIOM: yUeOHUK U MPAKTUKYM IS
cpenaero npodeccuonansHoro odpasosanus / . I'. Abynamze, U. b. Bempsokkunaa, B. M. Macmoa. —
Mocksa: M3marensctBo FOpaiit, 2019. — 299 ¢. — (IIpodeccnonanproe obpazoBarne). — ISBN 978-5-
534-01543-0. — Teker: oanextponnsiii / OBC IOpaiit [caiit]. — URL: https://www.biblio-
online.ru/bcode/437238

Bopmesckuit, I'. A. T'ocymapcTBeHHO-4acTHOE HApTHEPCTBO: YYEOHMK M TPAKTHKYM IS CPEIHETO
npodeccuonanbHOro obpasosanus / I'. A. Bopiesckuii. — Mocksa: M3narensctso FOpaiit, 2019. — 282
c¢. — (IIpodeccronansHoe obpaszoBanue). — ISBN 978-5-534-08174-9. — Tekcr: anekrponnsiii / 95C
FOpaiir [caiit]. — URL.: https://www.biblio-online.ru/bcode/424354

JlokyMeHTOBe/IeHHE: YU4eOHUK M NMPAaKTUKYM JJisl cpegHero npodeccuoHanbHoro oodpazomanus / JI. A.
Hopouuna [u ap.] ; mox pemakumeii JI. A. JloponuHoil. — 2-¢ u3n., mepepab. u mom. — Mocksa:
Uznarenscto FOpaiit, 2019. — 309 ¢. — (IIpodeccuonanproe obpa3zoBanue). — ISBN 978-5-534-
04330-3. — Tekct: oaaekrponnsii // DBC IOpaiit [caiit]. — URL: https://www.biblio-
online.ru/bcode/433551

I'pozoBa, O. C. [lenonpon3BoacTBo: yueOHOE mocodue I cpegHero npoheccnoHaI-HOT0 00pa3oBaHus /
O. C. TI'pozoBa. — MockBa: MsmaremsctBo IOpaiir, 2019. — 126 c¢. — (IIpodeccuonansHOE
obpazoBanme). — ISBN 978-5-534-08211-1. — Tekcr: anekrponssit // DbC FOpaiit [caiit]. — URL:
https://www.biblio-online.ru/bcode/438791

Ne

HanmenoBanue

[Maker opucubix nporpamm Microsoft Office

CnpaBqua;I IIpaBOBas CUCTCMaA «KOHCYJ'ILT&HT ILarocy»

CrnpaBouHas npaBoBas cuctema «l'apanT»

OnepannonHas cucrema Windows

IS Eal A A

O6pazoBatenbHas miatrhpopma FOPAMT (DnekTpoHHas 06pa3oBaTeibHas CHCTEMA)
Jlorosop Ne 726-21 ot 01.06.2021r.

Onextponnble yueOHble m3nanuss OOO «PocyueOHuk» («Ipodan-«Benrana-I'pad»)
Jlorosop Ne MT1-4/426-21 ot 02.04.2021 1.

OnextpoHHble ydeOHble u3faHus AO «M3natenbctBo «lIpocBemenue» JloroBop Ne
1432-21 ot 08.11.2021r.

DOnekTpoHHas oubnunoreuHas cucrema «PROFob6pasosanue» Jloroop Ne 7980/21/904-
21 o1 06.07.2021 1.

OnexktpoHHas Oubnuoreunas cucrema «M3marensctBo Jlanb» [loroop Ne 914-21 or
07.07.2021 r.

10.

Onexrtponnass Oubmuoreunas cuctema «3BC JIAHb» [loroBop Ne 915-21 or
07.07.2021 r.




