MUWHHUCTEPCTBO HAYKH 1 BBICIIEI'O OBPABOBAHMS POCCUMCKOMN ®EJEPALINA
HaGepexHouenHuaCKui HHCTHTYT (umuan) genepanbHOro rocy1apcTBEHHOTO aBTOHOMHOTO
00pa3oBaTeNbHOr0 yYpeXKAEHHS BBICIIEr0 00pa3oBaHus
«Kasanckuit (ITpuBoinkCcKuit) penepaibHbli yHUBEPCUTET

WHXEHEPHO-2KOHOMUYECKUI KOJIJIEIDK

A.3. T'ymepos

IKOHOMHYECKHE
ROMJENK
06 2021r.

I[MTPOT'PAMMA JUCHUITIMHBI

OI1.04 «JTokyMeHTauHOHHOE o0ecneYeHHe YIIPABIEHHU

CnenuansHocTs: 38.02.03 «OneparionHas I1eSITeIbHOCTD B IOTHCTUKEY
Kpasym¢ukauust BBITYCKHHKA: ONEPAMOHHBIH JIOTHCT

®opma 00ydeHHs: OYHasA

Ha 6a3e OCHOBHOIO 061mero o6pa3oBaHus

SI3bIK 0Oy4eHHs: PYCCKHM

Astop: VBanosa O.B.

Penien3eHT: IOLEHT, K.3.H., ['abuminosa I".C.

COI'JTACOBAHO:
IMpencenarens ITLK «LIuKI 5SKOHOMUKH U YIIPABICHHUSD) M O.B. lBanoBa

Tporokon sacenanns [IK Ne 73 or« 72 » £ 2021r.

YyeOHO-MeTOaHYECKas KOMUCCHS HH)XEHEPHO-9KOHOMHYECKOro KOJUICIKA

Tpotokon sacemanns YMK Ne 7 or« 7€ » € 2021

r. HaGepexusre Yemnsl, 2021




1. Ilesu ocBOEHHA AUCHUIIMHBI

@opmuposanue 3Hanuil No:

- IOHATUSAM, LIEJIH, 33/1a4aM U TIPUHIIUIIAM JISIOTPOU3BO/ICTBA;

- OCHOBHBIM TTOHATHUSM JJOKYMEHTAI[IOHHOTO 00ECTIeYeH sl YIIpaBICHNUS;

- CUCTEMaM JIOKYMEHTAIlMOHHOTO 00eCIeUeHNs YIPaBJICHHUS;

- KJIacCHU(PHUKALUH JJOKYMEHTOB;

- TpPeOOBAaHUSAM K COCTABICHHUIO U O)OPMIICHUIO JOKYMEHTOB;

- OpraHu3alyy JOKYMEHT0000poTa: mpueMy, 00paboTke, perucTpaliy, KOHTPOIIO, XPaHEHUIO
JTOKYMEHTOB, HOMEHKJIATYpe JIeJT;

- TpeOOBaHUS K COCTABICHHUIO U O(POPMIICHUIO PACTIOPSAUTEIBHON JOKYMEHTAIUH;

- TpeOOBaHUS K COCTaBJICHHUIO U O(OPMIICHUIO OPraHU3alMOHHON JOKYMEHTAINH;

- TpeOOBaHUS K COCTABICHHUIO U 0(POPMIICHHUIO HHPOPMALIMOHHO-CIIPABOYHOM TOKYMEHTALINY;

- TpeOOBaHUS K COCTaBICHHUIO U O(OPMIICHUIO IOKYMEHTOB 110 INYHOMY COCTAaBY;

Gopmuposanue ymenuii no:

- 0pOpPMIICHHIO JIOKyMEHTAllUd B COOTBETCTBUU C HOPMATHBHOM 0a30i, HCHOIB3YS
MH(pOPMALIMOHHbIE TEXHOJIOTHH;

- OCYIIECTBJIEHHIO aBTOMATU3aI[K 00pabOTKH JOKYMECHTOB;

- YHU(UKALUU CUCTEMBI TIOKyMEHTAllUH;

- OCYUIECTBJICHUIO XPAHEHHUS U TIOUCKA JOKYMEHTOB;

- OCYILIECTBJIEHUIO aBTOMAaTHU3alUU 00paOOTKU TOKYMEHTOB;

- UCTIOJIH30BAHUIO TEIEKOMMYHHKAIIMOHHBIX TEXHOJIOTHH B JIEKTPOHHOM JIOKYMEHTO000pOTE;

- 0(OPMIICHUIO PACHOPSIAUTENILHOW JOKYMEHTAlMM B COOTBETCTBMM C HOPMATHUBHOM 0a3oii, B
TOM YHCJI€ C UCIIOJIb30BaHUEM WH(OPMAIIMOHHBIX TEXHOJIOTHIA;

- 0(hopMJIEHHIO OpPraHU3alMOHHOM JTOKYMEHTAllMd B COOTBETCTBUMU C HOPMAaTHBHOM 0a30ii, B
TOM YHCIIE C UCIIOIb30BaHUEM UH(POPMAIIMOHHBIX TEXHOJIOTHI;

- oopMIIeHUI0 HHPOPMALIMOHHO-CIIPABOYHOM TOKyMEHTAllUU B COOTBETCTBUU C HOPMATHUBHOM
0a30ii, B TOM YHCJIE C UCTIOJIb30BaHHEM HH(OPMALIMOHHBIX TEXHOJIOTUH;

- 0(OpMIIEHUIO JOKYMEHTAIMH 110 JUYHOMY COCTaBY B COOTBETCTBUHU C HOPMATUBHOW 06a30ii, B
TOM YHCIIE C UCTIOIb30BaHUEM HH(POPMAIIMOHHBIX TEXHOJIOTUH.

2. MecTo nucuunjnnbl B ctpykrype IIIICC3
VYuebnas muctmmmaa OI1.04 «JlokymeHTanMoHHOE OOecTeYeHne YIpPaBICHHS» SBISICTCS
o0menpoheccnoHaNbHON TUCIUIUTMHON TpodeccroHanbHoro mukia B coorBerctBuu ¢ ®I'OC mo
cnermansHOoCcTH CITIO 38.02.03 «Omneparnmonnast 1esITeIbHOCTD B JIOTUCTUKE.
OcBauBaetcsi Ha BTOpOM Kypce (3 cemecTp).

3. Komnerenuun odyuarwomierocsi, GopMupyeMbie B pe3yJibTaTe 0CBOCHUS JUCI U IITHHBI

B PE3YILTATC OCBOCHU A TUCHHUIIJIMHBL (I)OpMI/Ipy}OTCSI KOMIICTCHIIUUA

HNupexc .
Pacuiu¢gpoBka nprnodperaeMoii KOMIETEHIUH
KOMIIETCHIIUH

Opranu3oBbIBaTh COOCTBEHHYIO JI€ATEIbHOCTD, BEIOUPATh TUIIOBBIE METOIBI U

OK 2 CIOCOOBI BBIMOJHEHHS TPO(ECCUOHATBHBIX 3a/1a4, OLEHUBATh UX AP EKTUBHOCTh
1 KayecTBO
OcyiecTBIATh MOUCK U MCTIONIb30BaHHE HH(OPMALIUY, HEOOXOAUMOMN AJIst

OK 4 3¢ (EKTUBHOTO BBIMTOTHEHUS TPOPECCHOHATBHBIX 3a/1a4, MPO(heCCHOHATBHOTO U
JIMYHOCTHOTO Pa3BUTHUS
Brnanets nadopMaimoHHON KyabTypoil, aHATM3UPOBATh U OLICHUBATh

OK 5 MH(OPMAIIHIO C UCTIOIB30BaHHEM HH(POPMAIIMOHHO-KOMMYHHUKAITHOHHBIX
TEXHOJIOTUH




IIK 1.1

[IpuHuMaTh yuyactue B pa3pabOoTKe CTPATErHUYeCKUX U OMEePaTUBHBIX
JIOTUCTUYECKUX IJIAHOB Ha YPOBHE 0/Ipa3iefieHus (ydyacTka) JOTUCTUYECKOU
CUCTEMBI C YUETOM LI€JIEH U 3a]1a4 OpraHu3alny B 1eaoM. OpraHu3oBbIBaTh
paboTy 37€MEHTOB JOTHCTUYECKOM CUCTEMBI.

I[IK 1.2

[InanupoBaTh U OPraHU30BBIBATH JOKYMEHTOOOOPOT B paMKax y4acTKa
JIOTUCTUYECKOU cucTeMbl. [[puHUMAaTh, COPTUPOBATH U CAMOCTOSITEIHHO
COCTaBJISITh TPEOYEMYIO JOKYMEHTAIIHIO.

K 1.3

OCYH_IGCTBJIHTL BBI60p IMOCTAaBIINKOB, IEPCBO3YNKOB, OIIPCACIIATL THUIL
IOCPEIHUKOB M KaHAJIbI PACIIPCACICHU.

IIK 1.4

Bnaners MeToIMKON IPOEKTUPOBAHUS, OPraHU3ALMH U aHAJIN3a Ha YPOBHE
nojpaszenenus (yJacTka) JOTUCTHUYECKON CUCTEMBI YIIPABIICHHUS 3aacaMu U
pacnpeesInTeNbHbIX KaHAJIOB.

IIK 1.5

BJ'Ia,Z[eTB OCHOBAaMH OIICPATHUBHOI'O IINIAHUPOBAHUA U OpraHu3aliiyi MaTCpUaIbHBIX
ITIOTOKOB Ha ITPOMU3BOJICTBC.

K 2.1

Y4acTBoBaTh B pa3paboTke HHPPACTPYKTYPHI MpoIiecca OpraHu3alii CHa0KEeHUS
Y OPraHMU3allMOHHOM CTPYKTYpHI YIIpaBJI€HUs CHA0)KEHUEM Ha YPOBHE
nojapaszenenus (yyacTka) JOTUCTHYECKON CUCTEMBI C YUETOM IieNiel U 3a1a4
OpraHM3aIiH B LIEJIOM.

IIK 2.2

[IpuMeEHATH METOOJIOTMIO TPOCKTUPOBAHMS BHYTPHUIIPOU3BOICTBEHHBIX
JIOTUCTHYECKUX CUCTEM IIPU PELICHHUH NIPAKTUYECKUX 3a4a4.

11K 2.3

Hcmonn3oBaTh Pa3JIMYIHBIC MOJACIN U METOJAbI YITPABJICHHA 3allaCaMU.

[IK 2.4

Ocyl1ecTBIATh YIIpaBJIEHUE 3aKa3aMH, 3al1acaMu, TPAHCIIOPTUPOBKOIA,
CKJIAJIUPOBAHUEM, TPY30TIEPEPAOOTKOM, YITAKOBKOM, CEPBHCOM.

IIK 3.1

Brnanets Metononorueii onieHKH 3pPeKTUBHOCTU (HYHKIITMOHUPOBAHUS 3JIEMEHTOB
JIOTUCTUYECKON CUCTEMBI.

K 3.2

CocTaBisTh MPOrpaMMy M OCYILIECTBIIATh MOHUTOPHHT ITOKa3aTeliei paboThl Ha
YpOBHE TIOIpa3ielieHus (Y9acTKa) JIOTHCTUYECKOW CUCTEMBI (TIOCTABIIHKOB,
MTOCPEIHUKOB, MIEPEBO3YUKOB U A((HEKTUBHOCTH PaOOTHI CKIIAZICKOTO X03HUCTBA U
KaHAJIOB pacIpe/ieNICHus).

IIK 3.3

PaccuutsiBaTth 1 AHAJIU3UPOBATH JIOTUCTUYICCKUC U3JICPIKKHU.

I[IK 3.4

HpI/IMeHSITI) COBPCMCHHBIC JIOTUCTUYCCKNEC KOHUCTIIUNU U ITPUHIUIIBI COKpAIICHUA
JIOTUCTUYICCKHUX PACXOTO0B.

11K 4.1

HpOBOI[I/ITL KOHTPOJIb BBIITOJIHCHUS U OKCIICAUPOBAHUA 3aKA30B.

1K 4.2

Opranu3oBbIBaTh PUEM U ITPOBEPKY TOBAPOB (IrapaHTHs MOTYyUEHHs 3aKa3a,
IIPOBEPKA KaueCTBA, IOATBEPKACHNE NOJyUEHUS 3aKa3aHHOTO KOJIMYECTBa,
odopmIIeHrE Ha MOTYYEHHE U PETUCTPALIUIO ChIPbs); KOHTPOJIUPOBAThH OIIATY
IIOCTAaBOK

IIK 4.3

[TonOupath 1 aHAIM3UPOBATH OCHOBHBIE KPUTEPUU OLIEHKU PEHTA0EIbHOCTH
CUCTEM CKJIAJUPOBAHMS, TPAHCIIOPTUPOBKHU.

IIK 4.4

Onpenensitb KpUTEPUHU ONTUMAIBHOCTU (DYHKIIMOHUPOBAHMS TTOAPA3IEICHUS
(yJacTka) JOTHCTUYECKOH CUCTEMBI C YUETOM IIeJIel 1 3a7ay OpraHu3aluy B
LIETIOM.

B pesynbpTaTe 0CBOCHHS TUCIUIUIMHBI 00 YJArOIIHIICS JOKEH 3HATH

- IOHATHE, LIENH, 3314 U IPUHLIUIIBI 1E€J0NPOU3BOICTBA;

- OCHOBHBIE MOHATHUS JOKYMEHTAIIMOHHOTO 00eCcTIeueH s YIIPaBIICHNUS;

- CUCTE€MBI JJOKYMEHTAIMOHHOTO 00eCTIeYeHHs yIIpaBIICHUS;

- KJIacCU(UKALINIO TOKYMEHTOB;

- TpeOOBaHUS K COCTABICHHIO U O(hOPMIICHUIO JOKYMEHTOB;

- OpraHu3aluio JOKyMEeHT000opoTa:

- IpueM, 00paboTKy, perucTpanuio, KOHTPOJIb, XpaHEHUE IOKYMEHTOB, HOMEHKJIATYpY /€T,
- TpeOOBaHUS K COCTABICHUIO U O(DOPMIICHUIO PACTIOPAIUTEIBHON TOKYMEHTALIUN;

- TpeOOBaHUS K COCTABICHHUIO U O(POPMIICHHUIO OPraHU3AIMOHHON JOKYMEHTAINH;




-Tpe0OBaHUS K COCTABJICHUIO B 0O()OPMIICHHIIO HH()OPMAITMOHHO-CIIPABOYHOM TOKYMEHTAIINH;
-Tpe0OBaHMUs K COCTABICHUIO U OPOPMIICHHIO JOKYMEHTOB I10 INYHOMY COCTAaBY;
B pe3ynbraTe 0CBOCHUS TUCIUILTMHBI O0YYaIONIHIACS JODKEH YMeTh:

- 0QOpMIIATH JTOKYMEHTALUI0 B

MH(OPMAIIMOHHBIE TEXHOJIOTHH;
- OCYILECTBJIATH AaBTOMATH3AIHI0 00pabOTKH JOKYMEHTOB;
- YHUGHUIUPOBATH CUCTEMBI JOKYMEHTAIHH;
- OCYILECTBIISATH XPAHEHUE U IOUCK JOKYMEHTOB;
- OCYIIECTBIISATH AaBTOMATHU3ALHIO 00Pa0OTKH JOKYMEHTOB;
- UCTIOJIb30BATh TEJIEKOMMYHHUKAIIMOHHBIE TEXHOJIOTHHU B 3JIEKTPOHHOM JOKYMEHTO000pOTE;
- 0opOopMIIATH pacTOpSAUTENbHYIO JOKYMEHTALMIO B COOTBETCTBUM C HOPMATUBHOW 0a30ii, B
TOM YHCIIE C HCIIOIb30BaHNEM HH()OPMAIMOHHBIX TEXHOJIOTHIA;
- 0OPMIISATH OPraHU3AIMOHHYIO JTOKYMEHTAIIMIO B COOTBETCTBUU C HOPMAaTHBHOM 0a30ii, B TOM
YHCIIe C UCTIONIb30BaHNEM HH(DOPMAIIMOHHBIX TEXHOJIOTHIA;
- opopMIIATh HH(POPMAITMOHHO-CIIPABOYHYIO JJOKYMEHTAIIUIO B COOTBETCTBUHM C HOPMATHUBHOM
0a30ii, B TOM YHCIIE C UCTIOIH30BaHNEM HH()OPMALIMOHHBIX TEXHOJIOTHIA;
- 0OpPMIISTH TOKYMEHTALIMIO MO JJMYHOMY COCTaBY B COOTBETCTBUM C HOPMAaTHBHOI 0a3oii, B
TOM YHCIIE C HCIIOJIb30BaHNEM HH()OPMAIIMOHHBIX TEXHOJIOTUH;

4. CTpyKTYypa M coaepKaHue TUCHUILIMHBI

4.1. O01masi TPy10€eMKOCTb IUCHUILIMHBI B Yacax

OO61mas TpyA0eMKOCTh AUCHHUIIIMHBI COCTaBJISET /6 4acoB.
dopma MPOMEKYTOUYHOW ATTECTAMM [0 AWCHHUILINHE: AU(PPEpPCHINPOBAHHBIN 3a4eT B 3

COOTBETCTBUM C HOPMAaTUBHOW 0a3o0H,

HCTOJIb3YS

cemecTpe.
Bupel 1 yacel ayquTOpHOM
a0O0ThBI, UX TPYIOEMKOCTE
o | p Py Camocrosite Tekymue
Paznensr u TeMbl 5 = (B yacax
3 3] JIbHAs bopmbl
JTUCIUITIINHEBI = =4 [TpakTuuec| JlJaboparo
o QO Ulekuwn pabora KOHTPOJIA
o | T " KHe pHBIE
3aHATHUS | pabOThI
Tema | OcHOBHBIE
1 MOJIOKEHUS
nokymenrtamuonn | 3 | 1-3| 4 2 0 4 CooOmieHus
oro oOecreueHus
YIpaBICHUS
Tema | CucreMsl CooOmieHus
2 JTOKYMEHTAI[MOHH TectupoBaHu
0ro o0ecreueHus 3 |46| 6 4 0 6 el
VIpaBICHUS U HX KonTponbpHas
aBTOMAaTH3aIUs pabora 1
Tema | Knaccuduxanms
3 OKYMEHTOB.
E[f C%OBaHI/ISI K 7- Coobmerns
p 3 10 6 0 8 KonTponbHas
COCTAaBJICHHIO U 11
pabora 2
0(OpMIICHUIO
JTOKYMEHTOB
Tema | Opranumzamms 19- CooOmieHus
4 paboThI ¢ 3 17 12 5 0 7 KonTponbHas
JIOKYMEHTaMu pabora 3
Bcezo no oucyunnune 34 17 25




4.2. Cogepxanmne TUCUUNIMHBI

HaunMeHoBaHue pa3jeiioB u Coaepsxanue y4eO0HOro MaTepuaJia, JadopaTopHble pad0Thl H MPAKTHYECKHE 3AHATHS, O0bem yacoB Yposenn
TeM caMocCTosiTeIbHAasl padoTa 00y4yaromuxcs (nex/ OCBOEHUS
MPaKT/caMocT)
1 2 3 4
Tema 1. OcHOBHBIE Copaepxanne yueOHOr0 MaTepHasia 12
MOJI0KEH U (6/2/4)
JOKYMEHTALMOHHOI'0 1 Ienn, 3aga4n TOKYMEHTAMOHHOTO 00ECTIEYEHUSI YIIPABICHHS 2 1
o0ecrnevyeHns1 ynpaBJieHHUsI 2 [TpuHIMIBI JOKYMEHTAIIHOHHOTO 00eCTIeYeHNUs YIPABICHUS 4
[pakTnyeckune 3aHATHS 1
1 Ilenw, 33291 ¥ IPUHIIAITEI JOKYMEHTAIIMOHHOTO 00ECTIeUeHUs YIIPaBIeHUS 2
CamocTrosiTeqibHasi paboTa 00y4aromerocst 4 2
1 IMoaroroBka JOKJIAIOB MO TEME «IICJH, 3aa4ll W MPUHIIMIIB JTOKYMEHTAI[MOHHOTO 00eCreueHus
YIIPaBICHUS:
I'magmii E. B. JlokymenTanmonHoe oOecniedeHue ympapieHus : yaeoHoe mocodue / E. B. I'maamii. —
Mockgsa : U] PUOP, HUL] UH®PA-M, 2016. — 249 c. — (IlpodeccuonansHoe odpazoBanue). — ISBN
978-5-369-01042-6. — URL:
https://new.znanium.com/catalog/product/468335 (mara o6pamenus: 10.02.2020). — Tekcr
ANEeKTPOHHBIH.CcTp. 11-25
Tema 2. Cucremsl Conep:xanue yueOHOro MaTepuasia 16
JOKYMEHTAIMOHHOI0 (6/4/6)
obecneyenus ynpasJjeHus 1 | 1 CucreMbl JOKyMEHTaIIMOHHOTO 00ECIICUSHNUS YIIPABICHUS 4 1
HX aBTOMATH3alHA 2 ABTOMaTH3aIMs CHCTEM JIOKYMEHTAIIHOHHOTO 00eCIIeUeHH s YIIPaBICHUS 2
IpakTnyeckne 3aHATHS 4 2
1 Cuctembl JOKYMEHTAIIMOHHOTO O0ECIICUCHISI YITPABICHIS
CamocrosiTeqibHast paboTa 00y4aromerocst 6 2
1 IloaroroBka coobuieHuii no reme «CucTeMbl JOKYMEHTALMOHHOTO 00ECTICUeHUS YIPABICHHUS»:
I'naguii E. B. JJokymenTaruonHoe o0ecnieueHue ynpasieHus : yaeoHoe nocooue / E. B. I'maawmii. —
Mocksa : UL PUOP, HUL] UH®PA-M, 2016. — 249 c. — (IlpodeccronansHoe odpazoBanue). — ISBN
978-5-369-01042-6. — URL : https://new.znanium.com/catalog/product/468335 (nmara oOparieHwus:
10.02.2020). — TekcT : 2IeKTPOHHBIH, CTp. 26-42
Tema 3. Kinaccuduxamusi Conep:xanue ydeOHOro MaTepuasia 24
nokyMeHToOB. TpedoBanus K (10/6/8)
COCTABJICHUIO H 1 Kitaccudukanus TOKyMEHTOB 110 Pa3IM4HBIM IIPU3HAKAM 2 1
0(OpMIICHHIO TIOKYMEHTOB | 2 TpeOoBaHHs K COCTABICHUIO 1 OOPMIICHUIO JIOKYMEHTOB! 6

- TpC6OBaHI/I$I K COCTAaBJICHUIO U O(I)OpMJ'IeHI/IIO paCHOPHHHTCHLHOﬁ JOKYMCHTAIlHUU,



https://new.znanium.com/catalog/product/468335
https://new.znanium.com/catalog/product/468335

- TpeOOBaHUS K COCTABICHHUIO U O(DOPMIICHHIO OPTaHU3aIMOHHON JJOKYMEHTAIIHH;

-TpeOOBaHUs K COCTaBJICHHIO U O(OpPMICHUIO HHPOPMAIMOHHO-CIIPABOYHOMN
JTOKYMCHTAIIVH;

-Tpe0OBaHMUs K COCTABJICHUIO  O(OPMIICHHIO TOKYMEHTOB 10 JITYHOMY COCTaBY

IIpakTH4Yeckue 3aHATHS
1 Knaccuduxanust JOKyMEHTOB MO Pa3IMYHBIM ITPU3HAKAM
2 TpebGoBaHMs K COCTaBIECHHUIO ¥ 0(OPMIIEHUIO JOKYMEHTOB:

- ohopmIleHUIO pacHOPSAUTENBHOM JOKYMEHTAlUU B COOTBETCTBUU C HOPMATHUBHOM
0a30ii, B TOM YHCIIE C HCIIOIH30BaHHNEM HH(DOPMAIIMOHHBIX TEXHOJIOTUN;

- 0OpPMJICHHIO OPTaHU3ALMOHHONW JOKYMEHTAIlMd B COOTBETCTBUM C HOPMATHUBHOM
0a30ii, B TOM YHCIIC C HCIIOJIH30BaHHEM MH()DOPMAIIMOHHBIX TEXHOJIOTHH;

- ohopmieHu0 HH(YOPMALIMOHHO-CIIPABOYHOM JTOKYMEHTAllUU B COOTBETCTBHH C
HOpPMaTUBHO 0230, B TOM UHCIIE C UCIIOJIb30BaHNEM MH(POPMALIMOHHBIX TEXHOJIOTHH;
- 0(OPMJICHHIO JOKYMEHTAIIMH 10 JTUYHOMY COCTaBY B COOTBETCTBUU C HOPMATUBHOM 0a30H,
B TOM YHCJIC C HCIIOJIH30BAaHNEM HH()OPMAIIMOHHBIX TEXHOJIOTUN

N

CamocTtosiTeqibHasi paboTa 00y4yaromerocs

1 IoaroroBka coobuiennit o Teme «Kmaccuduranus TOKyMEHTOB 1O Pa3InYHBIM IPU3HAKAMY!
I'youna O. B. AHanu3 ¢huHAHCOBO-XO3SHCTBEHHON nedarenpHOCTH : yuebnuk / O. B. I'yOuna, B. E.
I'youn. — 2-e uzn., nepepad. u mom. — Mocksa : ®OPYM : UHOPA-M, 2021. — 335 c. — (Cpennee
npodeccuoHaIbHOE oOpa3oBaHue). - ISBN 978-5-8199-0710-8. — URL
https://znanium.com/catalog/product/1079336  (mara obOpamenus: 16.10.2020). — Tekcr
ANIEKTPOHHEIH, cTp. 43-55

Tema 4. Opranuzanus
padoThI ¢ IOKYMeHTAMH

Conep:xanue yueOHOro MaTepuaJia

24
(12/517)

1 Cnyx6a [OKyMEHTallMOHHOTO 00ECTICYEHUS! YIIPaBICHHS
2 Opranu3anus ONepaTiBHOIO XPaHEHHsI JOKYMEHTOB

(o}

I[MpakTHYecKue 3aHATHS
1 Ciy»x6a TOKyMEHTAIIIOHHOTO 00ECIIeYeHUS YIIPaBICHUS
2 OpraHu3anys orepaTHBHOTO XPaHEHUs JOKYMEHTOB

N

CamocTrosiTesibHast paboTa 00y4aromerocst

1 IloaroroBka coobmeHnit mo Teme «OpraHu3anus CiIy:)K0 JOKYMEHTAIlMOHHOTO oOOecredeHus
YIIPaBIICHUS .

I'ybuna O. B. Ananu3 GpuHaHCOBO-XO3SIMCTBEHHON nesiTenbHOCTH © yueObnuk / O. B. I'youna, B. E.
I'ybun. — 2-e u3n., nepepad. u gon. — Mocksa : ®OPYM : UHOPA-M, 2021. — 335 c. — (Cpennee
npodeccuoHaIbHOE oOpa3oBaHue). - ISBN 978-5-8199-0710-8. — URL
https://znanium.com/catalog/product/1079336  (mara oOpamenus: 16.10.2020). — Teker
2JIeKTpOoHHBIH, cTp. 140-201
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2 [oxnroroBka cooOeHuii o TeMe «Opranu3aus OnepaTUBHOTO XPaHEHHS JOKYMEHTOBY:
I'youna O. B. Ananu3 ¢puHaHCOBO-XO035HCTBEHHON nesTensHOCTH © yueOHuK / O. B. I'yOuna, B. E.
I'youn. — 2-e u3a., nepepad. u gon. — Mocksa : ®OPYM : UHDOPA-M, 2021. — 335 c. — (Cpennee

npoeccuoHaIbHOE oOpa3oBaHue). - ISBN 978-5-8199-0710-8. - URL
https://znanium.com/catalog/product/1079336  (mata oo6pamenus: 16.10.2020). — Tekcr
3JIEKTPOHHBIN
ctp. 202-214

Bcero 76
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4.3. CTpyKTYypa U coiepKaHue CAMOCTOATEIbLHOH PadoThI CTY1EeHTOB

XO03SUCTBEHHOMN AesITeNbHOCTH : yueOHuk / O.
B. I'y6una, B. E. I'youn. — 2-e u3a., nepepad. u

Tpyno ®opMbl
. €MKOC KOHTPOJIS
Paznen qucuuniauHb Bunpl camocTosiTennsHOM paboTh
Tb (B | CaMOCTOSITEIb
yacax) | HOW paboThI
1 2 3 4 5
Tema 1 | OcHOBHEBIE IToaroroBka JOKIIAJ0OB IO TEME «IIEIH, 3aa9H
MOJIOKEHUS | U IPHUHLHUIIBI JOKyMEHTAlMOHHOTO
JIOKYMEHTAIM | 00CCTICUeHUS YIIPABICHUS:
OHHOTI'O I'mapwmii E. B. JlokyMeHTanimoHHOE
obecrnieueHus | obecriedeHue ynpapieHus : yaeOHoe mocobue /
yIpaBJICHUS E. B. I'maguii. — Mockga : 1] PUOP, HUI 4 CobecenoBanu
NHOPA-M, 2016. —249 c. — e
(ITpodheccuonansuoe oopazoBanue). — ISBN
978-5-369-01042-6. — URL:
https://new.znanium.com/catalog/product/4683
35 (mara obopamenus: 10.02.2020). — Tekcer :
3JIEKTPOHHBIN.CTp. 11-25
Tema 2 | Cucrtemsl [TonroroBka coobmeHuit o Teme «CHCTEMBI
JOKYMEHTaIM | IOKYMEHTallMOHHOTO 00eCreYeHUs
OHHOT'O YIIPaBICHUS:
obecnieuenus | ['mamguii E. B. JlokymeHTanuonHoe
yIpaBieHUs | oOecrieueHue ynpaBieHus : yaeOHoe mocobue /
U UX E. B. I'maguii. — Mockga : 1] PUOP, HUIL 5 ColOecenoBanu
apromatuzan, | MHOPA-M, 2016. — 249 c. — e
us (ITpoeccronansHoe oOpazoBanue). — ISBN
978-5-369-01042-6. — URL :
https://new.znanium.com/catalog/product/4683
35 (mara obopamenus: 10.02.2020). — Tekcer :
3JIEKTPOHHBIN, cTp. 26-42
Tema 3 | Kmaccuduka | [loaroroBka cooOrieHu mo reme
s «Knaccuduxarus 10KyMeHTOB MO pa3IMYHbIM
JIOKYMEHTOB. | IPU3HAKAM:
TpeboBanus | I'youna O. B. Ananu3 ¢unancoso-
K XO3AUCTBEHHOM JIEATENbHOCTH : yueOHUK / O.
cocrasienuto | B. I'youna, B. E. I'y6un. — 2-e u3z., nepepab. u CobecenoBat
u nom. — Mocksa : ®OPYM : UHOPA-M, 2021. 8
odpopmienuto | — 335 c. — (Cpennee npodeccruoHanbHOe ©
JIOKyMEHTOB | oOpasoBanue). — ISBN 978-5-8199-0710-8. —
URL:
https://znanium.com/catalog/product/1079336
(mata obpamenus: 16.10.2020). — Teker :
AJICKTPOHHBIN, CTP. 43-55
Tema 4 | Opranuzanus | 1 [ToaroroBka cooOuieHuii no reme
paboThI € «Opraausainus ciyx0 T0KyMEHTallHOHHOTO
JTOKyMEHTaM | oOecTieueHus YIIpaBICHUS: 7 CobecenoBanu
u ['youna O. B. Ananuz ¢unancoso- e
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https://znanium.com/catalog/product/1079336

nom. — Mocksa : ®OPYM : UHOPA-M, 2021.
— 335 ¢. — (Cpennee npodeccuoHambHOE
obpazopanmue). — ISBN 978-5-8199-0710-8. —
URL:
https://znanium.com/catalog/product/1079336
(mata obpamenus: 16.10.2020). — Teker :
3JIEKTPOHHBIN, cTp. 140-201

2 TloaroroBka cOOOIICHUH IO TEME
«OpraHu3anys ornepaTHBHOTO XPaHCHHSI
JIOKYMEHTOB:

I'youna O. B. Ananu3 puHaHcoBo-
XO03SUCTBEHHON AeSITeNbHOCTH : yueOHuk / O.
B. I'y6una, B. E. I'youn. — 2-¢ u3a., nepepad. u
nom. — Mocksa : ®DOPYM : UHOPA-M, 2021.
— 335 ¢. — (Cpennee npodeccuoHambHOE
obpaszosanue). — ISBN 978-5-8199-0710-8. —
URL :
https://znanium.com/catalog/product/1079336
(mara obpamenus: 16.10.2020). — Tekcr :
AIEKTPOHHBIN

ctp. 202-214

Bcezo no oucuunnune 25

5. Oopa3oBaTe/IbHbIC TEXHOJIOTHHU

OcBoeHHE MUCHUIUINHBI «JlOKyMEHTAIMOHHOE OOECIeUCHHE YIpPABJICHUs» MpPeanoaraet
HCIIOJIb30BAHHUEC KakK Tpa)]I/IHI/IOHHI)IX (J'ICKIII/II/I, HpaKTI/I‘-IeCKI/Ie 3aHATUA C HCIIOJIB30BAHUCM
METOJMYECKMX MaTepHajoB), TaK W HWHHOBAIIMOHHBIX O00pa30BaTENbHBIX TEXHOJOTUH C
HNCITIOJIb30BAHHUECM B y‘~IC6HOM Hpouecce AKTUBHBIX M I/IHTepaKTI/IBHBIX (1)OpM HpOBeHeHHfI 3aH$[THI>'II
BBINTOJIHEHHUE Psifia MPAKTHUECKUX 3aJIaHUH C MCIOJIb30BAaHUEM MPOPECCUOHATBHBIX MPOTPAMMHBIX
CPEICTB CO3JaHMSI M BEIEHUS JJIEKTPOHHBIX 0a3 MJAaHHBIX; MYJIbTUMEIUHHBIX IpOrpamwm,
BKJTIOYAOIIUX TIOJITOTOBKY U BBICTYIUICHHS CTYJICHTOB Ha CEMHMHAPCKHX 3aHATHSIX ¢ (OTO-, ayano- u
BUJIEOMaTepHaIaMu M0 MPEJIOKEHHONW TeMaTuke. BrinonHenue 3aj1anuil TpeOyeT MCIOIb30BaHUS
HE TOJILKO YY€OHHMKOB U MIOCOOMH, HO U MH(OpMaIMH, coepkanieiics B IHTepHeTe.

Ha JICKIIUAX U HpaKTI/I'-IeCKI/IX 3AHATUAX I/ICHOJ'II)?)YIOTC?IZ

- UH(OpMaLIMOHHAs U NPE3EeHTAIlMOHHAs JIEKIIHS;

- Oecenbl U TUCKYCCHH.

3aHsATHs, NIPOBOAMMBIC B AKTHBHOI W HHTEPAKTHBHOH (popmax

Howmep HaumeHnoBaHue TeMbl dopma npoBeaCHHS O0nem B
TEMBI 3aHATHUS Jacax
Tema 1 OCHOBHBIE TOJI0XKEHHUS JOKYMEHTAIIHOHHOTO CobecenoBanue 2
o0ecrnieueHus yrnpaBJIeHHUs
Tema 2 CucTeMbl TOKYMEHTALMOHHOTO 00ecreueHust CobecenoBanue 2
VIIpaBJICHUS] W WX aBTOMATH3AIHsI
Tema 3 Knaccudukanus nokymentos. TpeboBaHus k CobecenoBanue 2
COCTABIICHUIO 1 O OPMIICHHIO TOKYMEHTOB
Tema 4 Opranu3zanus paboTsl C TOKYMEHTaMU CobecenoBanue 2
Bceero no nucnumuiize 8
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6. OueHouyHble CpeACTBA JJIs1 TEKYHIEr0 KOHTPOJISL YCIEBAEeMOCTH, NMPOMEKYTOYHOM
aTTecTAlMU 10 UTOraM OCBOEHHS M CUMILIUHBI

6.1 OIIeHO‘leIe Cpeacrea IJid TEKYIIEro KOHTPOJIA yCII€EBACEMOCTH

Tecr 1 (OK-2, OK-4, OK-5, TK 1.1, K 1.2, [IK 1.3, TIK 1.4, [IK 1.5, , K 2.1, 1K 2.2,
MK 2.3, TIK 2.4, TIK 3.1 [IK 3.2, TIK 3.3, [IK 3.4, TIK 4.1, [IK 4.2, [IK 4.3, K 4.4)

1)

2)

3)

IIpumep Bonpocos Tecra:
Yro 00m1ero y mpeTeH3nOHHOTO MMChMa U UCKOBOTO 3asIBJIICHUS:
1. Kommnencanusi HaHeCEHHOTO yiepoa
2. Anpecar
3. OtBeTYHK
4, TpeboBaHue BEpHYThH JICHBTH.
Uem mpukas OTJIMYaeTCs OT PACTIOPSKCHHUS:
1. 3oHol BIUSHHSI
2. OTBETCTBEHHOCTHIO
3. Cpoxamu HCTOJTHEHHUS
4. Cr0BO «IIPUKA3bIBAI0» 3aMEHSETCS CIIOBOM «IIpEIIaraoy.
I'me craBuTCst rpu COTNIACOBaHUS M YTBEPIKICHHS:
1. B npaBoM BepXHEM yriy
2. B 1ieBoM BepxXHEM YTy
3. B3y nokymeHra.

Kontpoabnasi padora 1 (OK-2, OK-4, OK-5, IIK 1.1, IIK 1.2, IIK 1.3, IIK 1.4, IIK 1.5, 1K 2.1,
MK 2.2, [IK 2.3, 11K 2.4, 11K 3.1 IIK 3.2, IIK 3.3, I[IK 3.4, IIK 4.1, 11K 4.2, IIK 4.3, IIK 4.4)

1.

N

NG~ W

9.

IIpumep 3apanuii:
OcCHOBHBIE CBOWCTBA U MPU3HAKHU TIOKYMEHTA.
Krnaccudukanus TOKyMEHTOB MO pa3iMuHbIM Npu3Hakam. HauOonee ymorpeOurtenbHbIE
BUIbI KITACCU(DUKALMIA.
Krnaccugukanus Jo0KyMEHTOB 110 XapakTepy HHPOPMAIIMOHHBIX CBA3EH MpeAnpUsTHS.
Knaccugukarus ynpaBieHUeCKHX JOKYMEHTOB M0 (PyHKIIMOHAJILHOMY Ha3HAYEeHHUIO.
Knaccugukanus 10KyMEHTOB IO COAEPKAHUIO.
Knaccugukarus 10KyMEHTOB MO THITY HOCUTENEH.
OcHOBHbIE HaNpaBJICHUS COBEPILIEHCTBOBAHUS pabOThI C JOKYMEHTaMHU.
YHuduuupoBanHas dopma JOKYMEHTA. Dopmymsap JOKYMEHTA.
PernameHranus 1e10npon3BoCTBA.
VYHuUKanusa U cTaHAapTU3aLUs JOKYMEHTOB.

10. 3akoHOaTETBHBIE U ITPABOBBIC aKTaM B cepe HHPOPMALIUU U JOKYMEHTAITUH.

Konrtpoasnas padora 2 (OK-2, OK-4, OK-5, IIK 1.1, IIK 1.2, IIK 1.3, IIK 1.4, IIK 1.5, IIK 2.1,
MK 2.2, IK 2.3, 11K 2.4, [1K 3.1 1K 3.2, [IK 3.3, TIK 3.4, [IK 4.1, I1K 4.2, [1K 4.3, I1K 4.4)
IIpumep 3axanui

1)

CoNoOR~WNE

Kakue pa3HOBUIHOCTH CITY>K€OHBIX MHCEM BbHI 3HAETE:
[Tpurnamenue

Hanomunanue

[To3znpaBnenue

Ortka3

Coo0mrenne

[Ipenynpexnenue

[Iperen3us

biraronapHocTs

[TonTBepxenune



10. Vrposa

2) Yem omim4aeTcs CiyeOHOE MUChMO OT JOKJIAJHOM 3aICKH:
1. OO6nemom

2. IlpennasnaueHuem

3. Anpecarom

4. ConepxxaHuem

3) Kakue 10KyMEHTHI [0 JIUMYHOMY COCTaBY MOXKHO BBIJICIHTh:

1. Tlpuka3 00 yBOJbHEHUH

2. Pacrniopspkenue o mpoBeaeHUH CyOOOTHHKA
3. Tlpuka3 00 yBennueHUU HaI0aBKH

4. AXT 0 mpuemKe ToBapa

5. Haxnagnas

4) Kaxkue BUIBI IPOTOKOJIA CYIIECTBYIOT:
1. CoxkparmieHHbli

2. Pa3zBepHyTHIii

3. Tlonmsrit

4. Kparkuii.

5) Yro o01miero y mpeTeH3MOHHOTO MMChMa U UCKOBOTO 3asIBIICHUS:
1. KommeHcanus HaHECEHHOTO yiiepOa

2. Anpecar

3. OrtBeruuk

4. TpeOGoBaHue BEpHYTh ICHBIH.

6) UYewm npuKa3s OTIIMYACTCS OT PACIIOPSHKECHHS:

1. 3onHoi BausSHUA

2. OTBETCTBEHHOCTHIO

3. Cpokamu UCTIOTHEHUS

4. CnoBo «IIpUKa3bIBAI0Y 3aMEHSETCS CIIOBOM «IIPEJIararoy.

7) Tne craButcs rpud coriiacoBaHus U yTBEPKICHHUS:

1. B mpaBom BepxHeM yriy

2. B ieBoM BepxHEM yriry

1. Buuzy nokymMmeHTa.

KonTpoasnas padora 3 (OK-2, OK-4, OK-5, IIK 1.1, 1K 1.2, 1K 1.3, IIK 1.4, IIK 1.5, IIK 2.1,
MK 2.2, [IK 2.3, 11K 2.4, 11K 3.1 [IK 3.2, [1K 3.3, [IK 3.4, 1IK 4.1, I1K 4.2, IIK 4.3, 1K 4.4)
IIpumep 3axanui
1) Ha kaxkue MOTOKH JEIUTCS JTOKYyMEHTOO0OPOT:
1. Bxopasmue
2. Hcxonsmime
3. Buemrnue
4. BuyrtpeHHue
2) T'nme perucTpupyroTcst JOKYMEHTHI:
1. B cnenmanbHOM 00111€M KypHAJE
2. B xypHasie BXOIAIINX JOKYMEHTOB
3. B xypHasie UCXOAAIINX TOKYMEHTOB.
3) CkoabKO HEOOXOAUMO XPaHUTh JOKYMEHTBI Ha TPEANPHUSITHN:

1. 3roma
2. 5ner
3. 70 ner.

4. Y xaxaoro Buja JOKYMEHTa CBOU CPOKH.

4) Jlns yero HEOOXOAUM KOHTPOJIb UCTIOHEHHUS TOKYMEHTOB:
1. Jns ka4eCTBEHHOTO UCIIOJIHEHUS
2. Jlnsg Haka3aHWsl, B CIydae Heyaauu



3. Jlis oTyeTHOCTH
4. Jlns mopsiika
5) Ilouemy XpaHST JOKYMEHTHI JUINTEILHOE BPEMS:
1. JInst BOCCTaHOBJICHUS COOBITHIA
2. Jlns ucnosib30BaHUs IIEHHOTO OTIbITa
3. Ha mamsts o moaax
4. ]Jlns n1oKa3aTenbCTB B CYIE.

6.2 OueHoYHbIe CpeacTBA JJISA NMPOMEKYTOYHON AaTTecTAMH 10 MTOraM OCBOEHUS
TUCHHUILTNHEI

3aganusn k 1M depeHINPOBAHHOMY 3a4eTy

1. CocraButh ¥ OQOPMHUTH NpPUKA3 IO OCHOBHOM JeATeIbHOCTH 00 HTOrax paboThl ¢
nokymentamu B 2017 rony ITAO «Mup». B koHCTatupyromiell 4YacTH YKaXUT€ Ha HU3KYIO
TpeOOBaTENbHOCTh PYKOBOJIUTENEH MOAPA3ICICHUN K Ka4eCTBY MOJATOTOBKU JOKYMEHTOB M KOHTPOJIS
UX HCIONHEHH. B pacmopsauTensHON 4acTu oOpaTuTe BHUMaHHE PYKOBOJAWTENEH Ha IMOBBIIICHUE
TpeOOBaTENbHOCTH K pabOTHHKaM B 4yacTH paboTel ¢ nokymeHTamu. Jlaiite 3amaHue pabOTHHKY,
OTBEYAIOIIEMY 3a JEJIONPOU3BOJICTBO, Ha Pa3pabOTKy Mep 1o yiydiieHuto 3toi padotel (OK-2, OK-
4,0K-5, TIK 1.1, [IK 1.2, [IK 1.3, [IK 1.4, TIK 1.5, TIK 2.1, TIK 2.2, TIK 2.3, 1K 2.4, TIK 3.1 [IK 3.2
, IK 3.3, I1IK 3.4, TIK 4.1, [IK 4.2, I1K 4.3, TIK 4.4).

2. CocrtaButh u OGOPMUTH pACHOpSIKEHHE. YKaXUTe, YTO B CBSI3U C MPEACTOSIIMMHU
CTPYKTYPHBIMH H3MEHEHUSIMH JIUPEKTOp OOS3BIBACT TPOBECTH NPOBEPKY IITATHO-(HHHAHCOBOM
JTUCIUIUIMHBL. YKaXXUTE€ OTBETCTBEHHOTO M CPOK BBINOJHEHHUS, KOHTPOJIb 32 BBHINOJHEHHEM
pacnopspKeHHs] BO3JIOKUTE Ha 3aM.JupeKkTopa. J[pyrue naHHble B TEKCT€ U PEKBU3UTHI YKaXKHUTE
camoctosarenbHo (OK-2, OK-4, OK-5, TIK 1.1, IIK 1.2, IIK 1.3, I[IK 1.4, TIK 1.5, I[IK 2.1, IIK 2.2, TIK
23,1IK2.4,1IK 3.1 [1IK 3.2 , TIK 3.3, [IK 3.4, TIK 4.1, [IK 4.2, [1K 4.3, TIK 4.4).

3. CoctaBuTh U OQOPMUTH AKT O PEBU3UU Kacchl. B TekcTe ykaxkuTe, 4TO B pe3ysbTaTe
peBu3HH ObUIO YCTAHOBJIEHO, YTO OCTAaTOK JEHET B Kacce COIJIACHO JIaHHBIM OyXTraJTepCcKOro ydera
coctaBui 3 521 000 py0., HerocTauy HATUYHBIX JEHET MO0 BUHE Kaccupa He oOoHapyxeHo (OK-2, OK-
4,0K-5, IIK 1.1, [IK 1.2, [IK 1.3, [IK 1.4, [IK 1.5, TIK 2.1, TIK 2.2, TIK 2.3, IIK 2.4, IIK 3.1 [1IK 3.2
, [IK 3.3, I1IK 3.4, TIK 4.1, [IK 4.2, T1K 4.3, TIK 4.4).

4. CoctaButh ¥ OQGOPMHTH pPEKIAMHOE TMHUCBMO O TPOJAXe YACTHBIM JIMIAM |
rOCYIapCTBEHHBIM IPEANPUATHIM IE€PCOHAIBHBIX KOMIIBIOTEPOB I10 JOTOBOPHOM CTOMMOCTH U O
BO3MOYKHOCTH MPUHUMATH 3aKa3bl Ha cocTaBieHue nporpamm (OK-2, OK-4, OK-5, TIK 1.1, TIK 1.2,
K 1.3, TIK 1.4, TIK 1.5, T1IK 2.1, [1IK 2.2, TIK 2.3, TIK 2.4, TIK 3.1 TIK 3.2 , TIK 3.3, TIK 3.4, TIK 4.1,
[IK 4.2, TIK 4.3, TIK 4.4).

5. CocrtaButh u 0GOPMHUTH NHCBMO-TIPOCKOY HadaJlbHHMKA IUIAHOBO-3KOHOMUYECKOIO
ynpasinenuss IIAO «Peagykrop» B anpec aupekropa WMHCTUTyTa SKOHOMHKM C MpOChOOM
PEKOMEHI0BaTh CHEMAIMCTOB M3 YHCJa BBITYCKHUKOB 3a0YHOIO OTAEIEHHUS MHCTUTYTA MOCIETHUX
JIeT, UMEIOUINX OMBIT paboThl B 00JaCTH SYKOHOMUKH MPOMBIIIIEHHBIX MPEANPUATUH, Ha JOKHOCTH
HSKOHOMHCTOB YIpaBiieHHs. B mucbme ObIJIO BBICKa3aHO MOXKENAaHHE MPETEHJCHTaM Ha BaKaHTHbBIE
JOJKHOCTU TOJATOTOBUTH PE3IOME U MPUCIATh UX MO (akcy B aJpec YNpaBieHUs, a TaKxke, IO
BO3MOXHOCTH, TPEACTAaBUTh PEKOMEHJATeNbHbIE MUChMa C IMOCIEIHUX MecT paboTbl. OcraiabHbIE
naHHble ykakute camocrtostensHo (OK-2, OK-4, OK-5, TIK 1.1, IIK 1.2, TIK 1.3, TIK 1.4, TIK 1.5,
IIK 2.1, IIK 2.2, TIK 2.3, IIK 2.4, IIK 3.1 IIK 3.2 , IIK 3.3, [IK 3.4, IIK 4.1, IIK 4.2, IIK 4.3, IIK
4.4).

6. CocraBute u odopmuth mnpukaz AO «Toproseiii gom «MepKypuil» O JIMKBUAALUU
marazuHa «TpukoTtak». Mara3sun JIHKBUAMPYETCS B CBSI3U C HEPEHTAOEIbHOCTHIO U B IENAX
COKpaleHus: pacxonoB. IIpukazom JIMKBUIMPOBAH MarasuH; CO3JaHa JIMKBUJIALMOHHAS KOMMCCHS,
cocrosimas M3 3amecturtenss reHepanbHoro pgupekropa AO «ToproBeiii goM  «MepKypuii»
(mpeacenaTenb KOMMCCHM), AUPEKTOpa Mara3uHa «TpHKOTax» M HadaJbHUKA SKOHOMMUYECKOIO
ornena AO; naHbl HOpy4YeHUs MpeAceIaTeNo JUKBUIAIMOHHON KOMUCCUH MO CPOKY MPEICTaBICHUS



aKTa JIMKBUAALMOHHOW KOMHUCCHH, 3aMECTUTENI0O TIeHEepajibHOro JUPEKTOpa MO SKOHOMHKE I10
BHECEHUIO TPEUIOKCHUA O JAIbHEHUINIEM HCIIONB30BaHUKM OCBoOOXaromierocst nmomemenus (OK-2,
OK-4, OK-5, TIK 1.1, TIK 1.2, TIK 1.3, TIK 1.4, TIK 1.5, TITIK 2.1, I[IK 2.2, [IK 2.3, TIK 2.4, [1K 3.1 [IK
3.2,1IK 3.3, 11K 3.4, 1IK 4.1, 11K 4.2, IIK 4.3, [IK 4.4).

7. CoctaBuTh U OQOPMHUTH pACHOPSIKEHHE. YKaXHUTe, 4YTO B CBSI3U C MPEACTOSIIUMHU
CTPYKTYPHBIMA H3MEHEHUSIMH JIUPEKTOp OOS3BIBACT IPOBECTH NPOBEPKY IITATHO-(hDMHAHCOBOM
JTUCIUIUIMHBL. YKaXXUTE€ OTBETCTBEHHOIO U CpPOK BBINOJHEHHUS, KOHTPOJIb 32 BBHINOJHEHHEM
pacnopspKeHHsI BO3JIOKUTE Ha 3aM.JupeKkTopa. J[pyrue naHHble B TEKCT€ U PEKBU3UTBHI YKaXKHUTE
camocrostensHo (OK-2, OK-4, OK-5, IIK 1.1, I1IK 1.2, T1IK 1.3, TIK 1.4, TIK 1.5, TIK 2.1, TIK 2.2, [IK
23,1IK2.4,1IK 3.1 [1IK 3.2 , TIK 3.3, [IK 3.4, TIK 4.1, [IK 4.2, IIK 4.3, IIK 4.4).

8. CoctaBuTh ¥ 0)OPMUTH AKT MPOBEPKHU (PUHAHCOBO-XO3AUCTBEHHON NEATEIBHOCTH BAlllero
npeanpustus. OcHoBanueM siisierca mnpuka3 gupekropa ot 00.00.0000 Ne 21 «O co3zmpanuu
KOMUCCHUH TI0 TIpoBepke (HUHAHCOBO-XO3SHCTBEHHON JesATenbHOCTH» CocTaB  KOMHCCHUU:
npezcenaTenab — 3aM. AUPEKTOPa; WICHBI KOMUCCHU: 3aM.IJIABHOTO OyXrajitepa, HHKEHEP-3KOHOMUCT,
Oyxranrep-peBu3op. B pesynbTaTe mpoBepKH OBUIO YCTAaHOBIEHO HApyIIEHHE B CHUCTEME YydeTra
ob6opynoBanus (OK-2, OK-4, OK-5, IIK 1.1, IIK 1.2, TIK 1.3, [IK 1.4, I1K 1.5, IIK 2.1, TIK 2.2, [IK
23,1IK2.4,1IK 3.1 11K 3.2, TIK 3.3, [1IK 3.4, TIK 4.1, [IK 4.2, TIK 4.3, TIK 4.4).

9. CoctaButh U OQOPMHUTH NMHUCbMO HayallbHHUKa oTxAena pekiambsl [IAO «3Ortanon» B agpec
YHUTAPHOTO MYHUIUTIAIBHOTO MPEeANpHUATHS «3elleHblii 00p» O MOMOTHUTETFHOM (PMHAHCUPOBAHHUH
3aka3a Ne 24 Ha M3roTOBJICHHE PEKIAMHBIX MPOCIEKTOB B CBSI3M C POCTOM IIEH Ha MOiHUrpaduvecKkue
yCIIyTH BO BTOPOM KBapTaje TEKYIIEro roja U U3MEHEHHEM CMEThI 3aTpar. B muceMe ykas3pIBaloch,
YTO BBINOJHEHHUE 3aKa3a Oy/AET OCYIIECTBICHO TOJIBKO IIPH JIOMOJIHUTEILHOM BbIIeNIeHUH 23 ThIC.pyO.
OcranbHble gaHHble ykaxkuTe camocrostensHo (OK-2, OK-4, OK-5, TIK 1.1, IIK 1.2, IIK 1.3, I[IK
1.4, 1IK 1.5, [IK 2.1, [IK 2.2, [IK 2.3, [1K 2.4, [1K 3.1 [1K 3.2 , T1K 3.3, [1K 3.4, TIK 4.1, [IK 4.2, [1K
4.3,11IK 4.4).

10. CoctaButh u opopmuth npukas [TAO «Panyra» o peopranuzanuu KaHUEISpUU B OTAEI
UH(POPMALIMOHHO-TOKYMeHTalmoHHoro  obecrniedenuss (OWJO). B koHcratupyromeit dvactu
HEOOXOJUMO COCIaThCsl Ha pacliMpeHue (PYHKIHUNA U BHEJIPEHHE B pabOTy CHUCTEMBI 3JIEKTPOHHOTO
JOKYMEeHT000opoTa. B pacnopsauTenbHO yacT ycTaHaBIMBAaeTCs IITaTHAs YMCICHHOCTb OTJeNa B
KOJIMYECTBE 7 4YENOBEK, AAIOTCS MOPYYEHMs] HAadaJIbHUKY 3KOHOMHUYECKOTO OT/eNia MO BHECEHUIO
U3MEHEHUH B IITAaTHOE paclMCaHUe M HAYaJbHUKY KaHLEISPUU MO pa3paboTKe IMOJIOKEHHs 00
OUNIO. Ocranpubie nanHble yKaxuTe camocrositensHo (OK-2, OK-4, OK-5, IIK 1.1, IIK 1.2, TIK
1.3, TIK 1.4, [IK 1.5, [IK 2.1, [IK 2.2, [IK 2.3, [IK 2.4, T[IK 3.1 1K 3.2 , [IK 3.3, [1K 3.4, TIK 4.1, TIK
4.2,11K 4.3, [IK 4.4).

11. CocraBute u o0o(OpMUTH yKa3zaHHE 3aM.JAUpEeKTOpa GUPMBI 00 OpraHu3aluu
KONUPOBAJIbHO-MHOKUTENBHOIO O10po. B TekcTe ykaxuTe, YTO B COOTBETCTBUU C IPUKA30M
JTUPEKTOpa, 3aM. JUpeKTopa (GUPMBI 00s3bIBa€T 3aB. KOMNHPOBAIbHO-MHOXKUTEIBHOTO OIOpO
paspabotath (GopMy 3aKkaza Ha pa3MHOXKEHHE JOKYMEHTOB, BbaBaThb Pa3MHOXEHHBIE JOKYMEHTBI
VCIIOJTHUTEIISIM C COOTBETCTBYIOIEN PACIIMCKON B KypHaJIe yuyeTa, pEruCTpUPOBATh NOCTYMNAIOIINAE Ha
pa3MHOXEHHE JOKYMEHTBI, KOHTPOJIb HCIIOJIHEHHUS BO3JIOKUTH Ha HadanbHUKa obmiero oraena (OK-2,
OK-4, OK-5, TIK 1.1, TIK 1.2, TIK 1.3, IIK 1.4, I[IK 1.5, IIK 2.1, I1K 2.2, I1K 2.3, IIK 2.4, I1K 3.1 IIK
3.2,1IK 3.3, 11K 3.4, [IK 4.1, 11K 4.2, TIK 4.3, [IK 4.4).

12. CoctaBuTh U 0OPMHUTH aKT MO NpeanpuaTuio «KaHon» 00 uTorax peBH3UH IO MPOBEPKE
¢uHaHCcOBOrO OoT4eTa. B Tekcre ykaxuTe, 4To peBU3MEl OOHapyKeHbl (akThl rpyOOro HapyleHus
(MHAHCOBOIO y4yeTa M OTYETHOCTU IO KOMaHAMPOBKAM, OTCYTCTBHE )KypHala ydeTa JI0BEpEHHOCTEH
(OK-2, OK-4, OK-5, TIK 1.1, TIK 1.2, TIK 1.3, IIK 1.4, TIK 1.5, TIK 2.1, TIK 2.2, TIK 2.3, TIK 2.4, TIK
3.1TIK 3.2, 11K 3.3, 11K 3.4, TIK 4.1, IIK 4.2, TIK 4.3, [IK 4.4).

13. CoctaButh u oopmuth ucbmo aupektopa AO «Pacan» Copoknna B.A. renepanbHOMY
mupextopy AO «Kunctpoit» MapkoBy H.H. ¢ npeanoxenremM 00 okazaHUHM PEKIAMHBIX YCIYT IS
OPOJBMKEHMSI CIpoca Ha KBapTHpPhl B  CTPOSIIMXCSA KWIBIX Jomax. [IpenBaputenbHas
JIOTOBOPEHHOCTh O pEKJIaMHOW KaMIaHWKM ObUla JOCTUTHYTa B XOJ€ COCTOSIBIIMXCS paHee
neperoBopoB. OctanbHbIe NaHHbIE YKaxkuTe camocrostenbHo (OK-2, OK-4, OK-5, TIK 1.1, TIK 1.2,



[K 1.3, TIK 1.4, TIK 1.5, 11K 2.1, TIK 2.2, TIK 2.3, TIK 2.4, [IK 3.1 TIK 3.2 , TIK 3.3, [IK 3.4, [IK 4.1,
[IK 4.2, 11K 4.3, T1IK 4.4).

14. CocraButh u OQOPMHUTH yKa3zaHuUE 3aM. JAUpPEKTopa GUPMBI 00 OpraHu3aliu
KOMUPOBAJTBLHO-MHOKUTEIBHOTO OOpO. B TEKcTe yKaxxuTe, YTO B COOTBETCTBHUU C MPUKA30M
TUPEKTOpa, 3aM. JUPEeKTopa (HUPMbI O0S3bIBAaCT 3aB. KOMHPOBAIBHO-MHOXKHUTEJIBHOIO OHOPO
paszpaboTtath GopMy 3akaza Ha pa3MHOKEHHUE JOKYMEHTOB, BBIAABaTh Pa3MHOKEHHBIC TOKYMEHTHI
UCIIOJTHUTEIISIM C COOTBETCTBYIOIIEH PACIIUCKOM B XKypHaJle yuyeTa, perucTpupoBaTh MOCTYIMAIOIINE Ha
Pa3MHOXEHHE JOKYMEHTBI, KOHTPOJIb HCIIOJTHEHHUSI BO3JIOKUThH Ha HadallbHKKa ooO1ero otaena (OK-2,
OK-4, OK-5, TIK 1.1, TIK 1.2, TIK 1.3, TIK 1.4, TIK 1.5, ITIK 2.1, [IK 2.2, [IK 2.3, TIK 2.4, T1K 3.1 [IK
3.2,1IK 3.3, 11K 3.4, TIK 4.1, 11K 4.2, IIK 4.3, [IK 4.4).

15. CoctaButh ¥ 0OGOPMHUTH JOKJIAJHYIO 3alUCKy TJIABHOIO OyXrajaTepa pPYKOBOIMUTEIIO
OPEINpUsITHS. O HEOOXOAMMOCTH IEHTPAIU3alliid pacueToB C pabOTHUKAMU mpeAnpustus. B
00SI3aHHOCTH YYETHBIX pPAOOTHUKOB IIE€XOB [JOJDKHO BXOJIUTh JIMIIb OGOPMIICHHE YYETHBIX
JOKYMEHTOB TIO0 YYeTy BbIpaOOTKH. B nokiagHOW 3ammcke HEOOXOIMMO IMOAATh MPEAIOKEHUE IO
MEePEeCMOTPY LITATOB, OTYETHBIX PaOOTHUKOB B lLI€XaX WM TJIABHOM OyXrajaTepuu M3 pacdyera OOIIEero
cokpaiieHus mratoB He Menee yem Ha 20% (OK-2, OK-4, OK-5, ITIK 1.1, [IK 1.2, TIK 1.3, TIK 1.4,
[K 1.5, 11K 2.1, 11K 2.2, T1IK 2.3, [IK 2.4, TIK 3.1 TIK 3.2 , TIK 3.3, TIK 3.4, TIK 4.1, [IK 4.2, [IK 4.3,
[IK 4.4).

16. CoctaBUTh U OPOPMHUTH AKT 00 UTOTaX TOKYMEHTAIBLHON peBU3UU PabOTHl OpraHU3aIiH 3a
OTUeTHBIN TOJ. B akTe peBu3uu 3auKCHpOBaHBI CIEAYIOIIME HEAOCTATKU: HE YHOPSJIOYEH YYET
JUYHOTO COCTaBa, HEKOTOPBIEC TUYHBIE JeNia HaXoAsaTcs B 3amymieHHoM coctosiHun (OK-2, OK-4, OK-
5, IIK 1.1, [IK 1.2, TIK 1.3, TIK 1.4, IIK 1.5, TIK 2.1, TIK 2.2, [IK 2.3, TIK 2.4, T1IK 3.1 TIK 3.2 , [IK
3.3,[IK 3.4, TIK 4.1, [IK 4.2, T1IK 4.3, IIK 4.4).

17. CocraBuTh 1 OQPOPMHUTH KT O CIIHUCAHWU MMYIIECTBA. B TeKkcTe yKaKUTE, YTO O MEPUOT C
00.00.0000 mo 00.00.0000 xomuccust mpoBena padOTy MO YCTAHOBJICHHIO HEMPUTOIHOTO K
JalbHEHIIIEMYy HCIIOIb30BaHUIO HUMyIlecTBa. B pe3ynprare paboThl OBUIO yCTAaHOBJIEHO, YTO
MMYIIECTBO, COIJaCHO NpPWJIAraéMoMy K akTy I[EpeyHIo, MOJJIEKHUT CIUCAHUIO B CBS3M C
HEMPUTOIHOCTHIO JIst ucnonb3zoBanus (OK-2, OK-4, OK-5, TIK 1.1, TIK 1.2, TIK 1.3, TIK 1.4, TIK
1.5, 1IK 2.1, TIK 2.2, [IK 2.3, IIK 2.4, [IK 3.1 [IK 3.2 , IIK 3.3, [IK 3.4, TIK 4.1, IIK 4.2, [IK 4.3, IIK
4.4).

18. CoctaButh U 0hOpMUTH MUCHMO-TIpUTTIANIeHNEe areHTcTBa «H(bopMalnoHHO-TTPaBOBHIE
CHUCTEMBI» 00 ydacTun B ceMuHape «TeXHOJOornyecKkre 1 MpaBoOBbI€ ACTIEKTHI 3alUTHl KOMMEPYECKOM
unpopmanum» (OK-2, OK-4, OK-5, TIK 1.1, IIK 1.2, T1IK 1.3, TIK 1.4, TIK 1.5, IIK 2.1, TIK 2.2, TIK
2.3, 1IK2.4, 1K 3.1 TIK 3.2 , 1K 3.3, T[IK 3.4, TIK 4.1, [1K 4.2, TIK 4.3, TIK 4.4).

19. CocraButh u O0QOPMHUTH MUCHMO-0TKa3 monurpadudeckoro mnpennpustus «llapTHep»
(ITAO) axnuonepHoMmy o0OmiecTBy «CalloT» IO BOIPOCY BBINOJHEHHUS 3aKa3a Ha HM3TOTOBIICHHE
OJIaHKOB y4yeTa U OT4eTHOCTH. [[puymHON OTKa3a SBUIACh PEKOHCTPYKIIHMS MEYaTHOTO IIeXa, KoTopas
MIPOJITUTCS IO KOHIIA TEPBOTO TMOIYTOJIUs;, Ipyrue JaHHble yKkaxkute camoctostenbHo (OK-2, OK-4,
OK-5, TIK 1.1, IIK 1.2, [IK 1.3, TIK 1.4, IIK 1.5, IIK 2.1, 1K 2.2, TIK 2.3, [1IK 2.4, [IK 3.1 TIK 3.2,
[K 3.3, TIK 3.4, TIK 4.1, [1IK 4.2, TIK 4.3, TIK 4.4).

20. CocraButb u opopmuts npukas [TAO «Cknan» 06 obecrieueHNH MOKapHOM 06€301MacHOCTH
W YCWJICHUW OXpaHbl MpeanpusaThs. B KoHcTaTupyromeil 4YacTH CONUIMTECh Ha OMACHOCTh
TEPPOPUCTUYECKIX aKTOB W YKAXHUTE Ieldbh OOecreueHuss Oe30MacHOCTH e U COXpaHEHHe
UMYyIIeCTBA. B pacmopsauTenbHON 9acTH ciieyeT o0s3aTh HadalbHUKA OT/AeNa OXpaHbl JIOKKMHA
K.X. ycunutrh nmpomyckHOM peXHM M OpraHU30BaTh KPYIJIOCYTOYHOE IEXKYpPCTBO Ha ckiajge Nel;
koMmeHnanTa 3nanus Cyxux B.H. — mpoBepuTh COCTOSIHWE CHUTHAIW3alMA W JJIEKTPOIPOBOJKH, a
HayaJlbHUKa aAgMuHUCTpatuBHOrO otaena Ilerpenko O.Il. — mnepeBectu Ha ckiag  Nel
BOCIUIaMeHstomuecs BemectBa. OcrainbHble JaHHbIe yKaxuTe camocTosTenbHo (OK-2, OK-4, OK-5,
K 1.1, IIK 1.2, IIK 1.3, IIK 1.4, TIK 1.5, TIK 2.1, TIK 2.2, [IK 2.3, [IK 2.4, [IK 3.1 [IK 3.2 , TIK 3.3,
[1IK 3.4, TIK 4.1, [1K 4.2, TIK 4.3, TIK 4.4).

21. CocraButh W O(GOPMHUTH JOKJIAJHYIO 3alUCKy HadaJlbHHMKA OTIENa DPYKOBOIHUTENIO
npennpusaTist 0 (pakTe HEBBIMOIHEHMS PACIOPSDKEHUS O MOHTa)xke 0o0OpyJOBaHUS Ha ydacTKe IO



MpUYHHE ¢1a00r0 KOHTPOJIS CO CTOpOHBI TiiaBHoro Mexanuka (OK-2, OK-4, OK-5, IIK 1.1, I1K 1.2,
IIK 1.3, 11K 1.4, TIK 1.5, [IK 2.1, TIK 2.2, TIK 2.3, [IK 2.4, TIK 3.1 TIK 3.2 , [IK 3.3, TIK 3.4, 11K 4.1,
[IK 4.2, TIK 4.3, [IK 4.4).

22. CoctaButh U O0GOPMHUTH AaKT O MPOBEpPKE Kacchl. B TEKCTe yKakuTe, 4TO B pe3ysbTare
PEBU3UM KacChl KOMHCCHUS YCTAaHOBMJIA: OCTATOK HAJIMYHBIX cpenacTB mo cocrosiuuto Ha 00.00.0000
COIJIACHO KAaCCOBOW KHHMI'€ M JaHHBIM OyXTaJTepCKOro ydera AoJbKeH coctaBisaTh 450 000 pyGueii;
(baKkTHYEeCKUH 0CTaTOK HAIMYHBIX JieHer B Kacce cocraBiser 400 000 pyoueit. Hemocraua HanmumaHBIX
neHer B kacce coctaBiser 50 000 pyOneli; HemocTaya HaMWYHBIX JeHEr oOpa3oBajiach MO BUHE
kaccupa MomnounukoBoii I1.A. (OK-2, OK-4, OK-5, TIK 1.1, TIK 1.2, TIK 1.3, IIK 1.4, TIK 1.5, TIK
2.1, 1IK 2.2, [IK 2.3, TIK 2.4, [IK 3.1 TIK 3.2 , TIK 3.3, [IK 3.4, 11K 4.1, [1IK 4.2, [IK 4.3, TIK 4.4).

23. CoctaButh U 0GOPMUTH NHUCHMO-TIPOCHOY akIHOHEepHOro ooOmiectBa «CHYyTHHK» B
KOMHTET BHEUIHEIKOHOMHYECKUX CBSI3E€H aIMHHUCTPAIMN PECIYOJIMKH O BBIICICHUU JHMIICH3UN Ha
noctaBky B Kwuraii 4000 TOHH MeTtajmla B CBSI3M C 3aKIOYEHUEM JIOTOBOpa JAISIHbCKUM
OObeIMHEHNEM 110 MEXKIYHApOJHOMY COTPYAHMYECTBY Ha CTPOMTEILCTBO JIEBSITUITAXHOIO
obmexutus B HaGepexupix Yenmnax. CorjacHO [I0OTOBOpY, OILIaTa BBHIOJHEHHBIX paboT Oyner
MPOU3BOJUTHCS poccuiickumu pyossimu u marepuainamu (OK-2, OK-4, OK-5, TIK 1.1, [IK 1.2, TIK
1.3, TIK 1.4, [IK 1.5, [IK 2.1, [IK 2.2, [IK 2.3, [IK 2.4, [IK 3.1 [IK 3.2 , [IK 3.3, [1K 3.4, TIK 4.1, IIK
4.2, 11K 4.3, TIK 4.4).

24. CoctaBuTh ¥ OG(OpPMHUTH [OKJIAJHYIO 3aMUCKy O TMPUYMHAX HECBOEBPEMEHHOTO
[IpeIOCTaBIEHUS UHPOPMALMK O BBINOJIHEHUU NpUKa3a JupekTopa. OcTaabHble PEKBU3UTHI YKaKUTE
camoctosrenbHo (OK-2, OK-4, OK-5, TIK 1.1, I[IK 1.2, TTIK 1.3, TIK 1.4, IIK 1.5, TIK 2.1, IIK 2.2, TIK
2.3, 1IK2.4, 11K 3.1 TIK 3.2 , [IK 3.3, [IK 3.4, 11K 4.1, [1K 4.2, TIK 4.3, [IK 4.4).

25. CoctaBuTh U 0GOPMUTH aKT O PEBU3UU KacChl. B TekcTe yKaxuTe, yTO B pe3yjbTare
pPEBU3UH OBUIO YCTAHOBIIEHO, YTO OCTATOK JICHET B KAacCCE COTJIACHO JaHHBIM OYyXTaJITEpCKOTO ydera
coctaBun 3 521 000 py0., HeHOCTauM HAJTMYHBIX JEHET 10 BUHE Kaccupa He oOHapyxeHno (OK-2, OK-
4, OK-5, TIK 1.1, TIK 1.2, TIK 1.3, I[IK 1.4, [IK 1.5, T1IK 2.1, T1K 2.2, TIK 2.3, [IK 2.4, I1IK 3.1 [1IK 3.2
, [IK 3.3, T1IK 3.4, TIK 4.1, [IK 4.2, T1K 4.3, TIK 4.4).

26. CocTtaBuTh U 0OPMHUTH aKT MPOBEPKH (PUHAHCOBO-XO03IUCTBEHHOM JESITEIILHOCTU BaIIeTO
npennpusatus. OcHoBaHueM sBisgercs npukas aupexkropa or 00.00.0000 Ne 21 «O co3paHun
KOMHUCCHUM 10 TIpOBEpKE (UHAHCOBO-XO3SIMCTBEHHON nesTenbHOCTH». (CoCcTaB  KOMMCCHHU:
npeiaceaarelb — 3aM. JUPEKTOpa; YJIEHbl KOMHCCHUU: 3aM. TJABHOTO OyxraiuTtepa, HHKEHep-
SKOHOMMCT, OyXrainrep-peBu3op. B pesynbrare npoBepku ObLJIO YCTaHOBJIEHO HAPYLIEHUE B CUCTEME
yueta obopynoBanus (OK-2, OK-4, OK-5, TIK 1.1, IIK 1.2, I[IK 1.3, 1K 1.4, TIK 1.5, TIK 2.1, IIK
22,1IK2.3,1IK 2.4, TIK 3.1 [IK 3.2 , T1K 3.3, TIK 3.4, TIK 4.1, TIK 4.2, TIK 4.3, TIK 4.4).

27. CoctaBuTh U OOPMUTH MpPHUKA3 [0 OCHOBHOH JEATEIBHOCTH O BHECEHUU M3MEHEHHUH B
HITaTHOE pacnucaHue. B KoHcTaTupyromel 4acTu TeKCcTa yKaXkUTe, YTO B CBSI3U C IPOU3BOJCTBEHHON
HEOOXOJUMOCTBIO U OTKPBITHEM IleXa MO MPOM3BOACTBY mHonydabpukatoB. B pacmopsautensHoi
YacTU TEKCTa BHECTU B LITAaTHOE paclMCaHWE TOProBOM KOMIAHUM CIEAYIOLIUE U3MEHEHUsS: BBECTU
JIOJKHOCTB MTOBapa Mo MPOU3BOCTBY MOIY(HaOpUKATOB C OKIAAOM ...py0. KoHTponb 3a ncnonHeHue
npukasa Bo3soxure Ha 3aM. Jupekropa (OK-2, OK-4, OK-5, IIK 1.1, IIK 1.2, [IK 1.3, TIK 1.4, [IK
1.5, 1IK 2.1, TIK 2.2, [IK 2.3, TIK 2.4, [IK 3.1 [IK 3.2 , TIK 3.3, [IK 3.4, TIK 4.1, IIK 4.2, [IK 4.3, TIK
4.4).

28. CoctaBUTh ¥ OQPOPMUTH aKT MO MpeAnpusiTuio «KaHoH» 00 UTOrax peBU3UU IO MPOBEPKE
¢uHaHcoBOrO oTdera. B Tekcre ykaxuTe, 4TO peBU3MEH OOHapy»KeHbI (DaKThl rpyOdOro HapylleHUs
(UHAHCOBOTO y4YeTa U OTYETHOCTH MO KOMaHAWPOBKaM, OTCYTCTBHUE JKypHaja y4eTa JOBEPEHHOCTEH
(OK-2, OK-4, OK-5, TIK 1.1, IIK 1.2, TIK 1.3, T1K 1.4, TIK 1.5, IIK 2.1, TIK 2.2, TIK 2.3, [IK 2.4, TIK
3.11IK 3.2, 1IK 3.3, TIK 3.4, 11K 4.1, [IK 4.2, TIK 4.3, I1IK 4.4).

29. CocraButh ¥ OGOPMHUTH CONMPOBOIUTEIHHOE TMHCHMO O HampaBlieHMn Bam Ha
peleH3upOBaHNEe PYKOMHUCH mMporpamMmbl Kypca «Opranuzainus WHGOPMAIMOHHOTO 00ecredYeHus
ynpasiaeHus». I[Iporpamma mpenmnosiaraercs Kak THIOBas Ji BBICHIMX Y4YeOHBIX 3aBEICHHIA,
UMEIOIINX crenranu3anuu  «MeHemkMeHnT» unu «Opranuzanus ynpaieHus». OT3bIB MPOCST



npucnath 10 12 gexadbps 2017r. (OK-2, OK-4, OK-5, IIK 1.1, TIK 1.2, TIK 1.3, I1K 1.4, TIK 1.5, [IK
2.1, 1IK 2.2, 1IK 2.3, IIK 2.4, TIK 3.1 [IK 3.2 , IIK 3.3, [IK 3.4, 11K 4.1, IIK 4.2, [IK 4.3, IIK 4.4).

30. CoctaButh 1 ohopMuTh HHPOPMaIIMOHHOE TTUCEMO. B Tekcre ykaxkure, uto AO «busnec-
mkona «MHren-CuHres» mNOAroTOBMWIAa K MW3AaHMIO KHUTY «JlemonmpousBoacTBo». B kHure
OCBEIIAIOTCA TPeOOBaHUA K COCTABJICHUIO U OGOPMIICHHIO CIYXKEOHBIX JOKYMEHTOB M IIpaBHIIa
pabotel ¢ aumu (OK-2, OK-4, OK-5, IIK 1.1, IIK 1.2, IIK 1.3, I[IK 1.4, TIK 1.5, IIK 2.1, IIK 2.2, TIK
23,1IK2.4,1IK 3.1 11K 3.2, TIK 3.3, [1IK 3.4, TIK 4.1, [IK 4.2, T1K 4.3, TIK 4.4).

Tect k nuddepenunupoBannomy 3adery (OK-2, OK-4, OK-5, IIK 1.1, IIK 1.2, IIK 1.3, [IK
1.4, 11K 1.5, IIK 2.1, IIK 2.2, [IK 2.3, IIK 2.4, IIK 3.1 [IK 3.2, IIK 3.3, IIK 3.4, IIK 4.1, [IK
4.2,11K 4.3, 1K 4.4)
IIpumep Bonpocos Tecra:
3ananme 1
Jenonpou3BoaCTBO - 370 ...
1) oTpacnb AesTenbHOCTH, 00eCcTIeYUBaONIasl JOKYMEHTUPOBAHUE U OPraHU3aLUI0 PaOOThI C
o(pHUIMaNTEHBIMU JOKYMEHTAMH
2) nmpouecc co3aHus U 0(pOpMIIEHUS TOKyMEHTa
3) ABMKEHUE JOKYMEHTOB B OpraHM3alliy C MOMEHTA UX CO3/IaHUs WIH MOJIyYEHUs J0 3aBEpIICHUS
UCIIOJIHEHUS UJTH OTIIPaBIICHUS
3ananue 2
JIOKyMEHTUPOBaHHE - 3TO ...
1) obecneueHre ABMKEHUS JOKYMEHTOB B allapaTe YIpaBJeHUs, UX UCIIOJIb30BAHUS B CIIPABOYHBIX
LEJIAX U XpaHEeHUs
2) COBOKYITHOCTH JICUCTBUS, 00ECTICUNBAIOIINX UX CBOCBPEMEHHOE HCIIOTHEHHE
3) npouecc co3aanus 1 0opOopMIICHHS TOKYMEHTa
3ananue 3
JloKkyMeHT - 3710 ...
1) 3apuxcupoBaHHas Ha HOCUTENE HHPOPMALHS C PEKBU3UTAMU, TO3BOJISIOIMMU €€
UICHTU(PHUIIUPOBATH
2) HOocUTENh MHPOPMALIMH, UCIIOJIB3YEMON B LIESIX PETYIUPOBAHUS COLIMATIBHBIX OTHOIIEHUHN
3) undopmarnus, 3apuxkcupoBaHHast JHOOBIM CIIOCOOOM Ha J1I000M HOCHUTEIE
3aganue 4
JIoKyMeHTO060POT - 37O ...
1) nepenaya JOKyMEHTa U3 OJTHOM MHCTAHIMU B JIPYT'YIO B MIPOLIECCE €r0 PACCMOTPEHUS
2) IBWXKEHHE JOKYMEHTOB B OPraHM3allMU C MOMEHTA UX CO3JaHUs WM MOJIyYEHUS J10 3aBEepIICHUS
VCIIOJTHEHUS WJIN OTIIPaBJICHUS
3) IBUXKEHHE KOMITJIEKCa JOKYMEHTOB B IPOLIECCE BEIPAOOTKH, IPUHATUS U UCTIOJIHEHUS peIIeHUi

7 Tabdauuna COOTBETCTBHSI KOMIIETEHIHIi, KPUTEPHEB OLEHKH WX OCBOECHHSI M OIEHOYHBIX
CpeacTB

Oneno | Kpurepum onieHuBaHHs pe3y/1bTATOB 00y4eHUs!
YHBIC HEYJIOBJIE | KHEYIOBIIE | «HEYAOBIIE | «HEYIOBIE
CPEACT | TBOPUTENb | TBOPUTEIb | TBOPUTEND | TBOPUTEIBH
Ba HO» HO» HOY» o»
KpuTepuu | [kputepuu | [kputepun | [Kputepuun
Komnie | Ilmanupyemsle pe3yiabTaThl [xprrep [xprrep [icprrep Licprrep
BBICTABJIC | BBICTABJIC | BBHICTABIICH | BBICTaBJICH
TEHLIUU o0y4yeHus
HUs HUS WS OLICHKH | WSl OLEHKU
OLICHKH OLICHKH | «XOPOLIO» | «OTIMYHO»
«HEYJOBJIC | «YIOBJIETB ] ]
TBOPUTENb | OPUTEIBHO
HOY| »]




3HATh! Kontpo | He 3naer, | JlemoHcTp 3Haer JemoHncTpH
- MOHATHUE, LENHU, 33/1a4M U | JIbHbIE | JIOIYCKaeT upyer JOCTaTOYH pyer
TIPUHLIMITBI paboThl | TpyOble | YaCTUYHBI 0B BBICOKHIA
JIEJIONPOU3BO/ICTBA; 1-3 OLIMOKHU € 3HaHUs 6a30BOM YpOBEHb
- OCHOBHBIE  TOHATHUSA | 3aaHu 6e3 00BEMe 3HAHUU
JOKYMEHTAI[HOHHOT'O 1K rpyOBIX
obecrieuenus ynpasieHus; | nudade 01115 (IO
- CHCTEMBI | PEHLIUD
JOKYMEHTAI[MOHHOTO OBaHHO
oOecrieyeHus yrpaBieHus; | My
- KJIacCU(UKALIMIO | 3a4ETy
JTIOKYMEHTOB; 1-30
- TpeboBaHus K | Bompoc
COCTaBJICHUIO U | Bl TECTA
0 OpPMIICHHUIO TOKYMEHTOB; | K
- opranm3anuio | nudde
JOKYMEHTO00OpoTa: PEHITIP
- mpueMm,  00pabOTKy, | OBaHHO
perucTpanuio,  KOHTPOJb, | My
XpaHeHHE JOKYMEHTOB, | 3a4eTy
HOMEHKJIATYPY JIeT; 1-50
OK2 yMeTb: Kontpo | He ymeer, | JlemoHCTp Ywmeer JemoHcTpH
- OQOpPMIISTh | IbHBIE | JEMOHCTP upyer NPUMEHST pyer
JOKYMEHTAIHIO B | pabOTHI upyer YAaCTUYHBI | b 3HAHUS BBICOKHI
COOTBETCTBHUH c|1-3 YaCTUYHBI | € YMEHHS Ha YpOBEHb
HOPMaTUBHOMN 0a3ol, | 3amaHu | € yMEHus, 0e3 IIPaKTHUKE yMEHUHI
UCHOIb3Ys 1K JIoTycKast rpyObsIx | B 6a30BOM
nH(pOpMaLIOHHbIE mudde rpyobie OIInO0K 0o0BéMe
TEXHOJIOTUH; peHuup | OLIHUOKH
- OCYIIECTBISITH | OBAHHO
aBTOMaTH3alMi0 00padOTKU | My
JTOKYMEHTOB; 3a4ery
- yHuduiuposars cuctemsl | 1-30
JIOKYMEHTAIWH; Bomnpoc
- OCYILECTBJIATH XpaHEHHUE | bl TecTa
Y TIOUCK JIOKyMEHTOB; K
- ocylecTBIATh | audde
aBTOMATH3alMI0 OOpabOTKH | pEeHLIUP
JOKYMEHTOB; OBaHHO
- UCTIONB30BATh | MY
TEJIEKOMMYHHUKAI[HOHHBIE 3a4ery
TEXHOJIOTUH B AJIeKTpoHHOM | 1-50
JTIOKYMEHT0000pOTE;
3HATh: Kontpo | He 3naer, | JemoHCTp 3Haer JemoHcTpH
- MOHATHUE, LENH, 33/1a4M U | JIbHbIE | JIOIyCKaeT upyer JOCTaTOYH pyet
TIPUHITATIBI paboThl | TpyOBle | YaCTHUYHBI 0B BBICOKU I
JIEIONPOU3BO/JICTBA; 1-3 OIINOKHU € 3HaHUs 06a30BOM YPOBEHb
OK4 | - OCHOBHEIE MOHATHA | 3agaHu oe3 00BEMeE 3HaHUHU
JOKYMEHTAI[HOHHOT'O 1K rpyOBIX
obOecrieuenus ynpasieHus; | nudde ommOOoK
- CHCTEMBI | pEHLIUD
JIOKYMEHTAIMOHHOT O OBaHHO




oOecrieyeHus yrpaBieHus; | My
- KJ1acCU(DMKALMIO | 3a4YeTy
JIOKYMEHTOB; 1-30
- TpeOOBaHUs K | Bonpoc
COCTaBJICHHIO U | BI TECTa
0 OpPMIICHHUIO TOKYMEHTOB; | K
- opranuzanuio | nudde
JOKYMEHTO000pOoTA: pEHITIP
- IpueM, 00paboTKy, | OBAaHHO
perucTpamnuio,  KOHTPOIb, | My
XpaHeHHue JOKYMEHTOB, | 3a4eTy
HOMEHKJIATYPY JEJI; 1-50
yMeTh: Kontpo | He ymeer, | [IleMoHCTp Ymeer HemoncTpu
- oopMIIATH | TBHBIE | JEMOHCTP UpyeT HIPUMEHST pyer
JTOKYMEHTAIHIO B | paboTHI upyer YaCTUYHBI | b 3HAHUS BBICOKHU I
COOTBETCTBUH c|1-3 YaCTHYHBI | € YMEHHUs Ha YpOBEHb
HOPMaTUBHOMN 0a3ol, | 3amaHu | € yMEHus, 0e3 IIPaKTHUKE yYMEHUH
UCTIOJNB3YS 1K Jnonyckas | rpyObix | B 6a3oBOM
nH(pOpMaIMOHHBIE mudde rpyobie ommboK 00BbéMe
TEXHOJIOTUH; peHUUp | OIHUOKH
- OCYUIECTBIISATH | OBAHHO
aBTOMATHU3ALUI0 O0pabOTKU | My
JIOKYMEHTOB; 3a4eTy
- yaudummposars cuctemsl | 1-30
JTOKyMEHTAIIH; Bormpoc
- OCYIIECTBJIATH XpaHEHHUE | bl TECTa
Y TIOUCK JIOKyMEHTOB; K
- OCYHIECTBIATE | nudde
AaBTOMATH3AIMIO OOPaOOTKH | PEHLIUP
JTOKYMEHTOB; OBaHHO
- UCIOJIb30BATh | MY
TEJIEKOMMYHHUKAI[HOHHBIE 3a4ery
TEXHOJIOTUH B 3IEKTpoHHOM | 1-50
JIOKYMEHTOOOOPOTE;
3HATh: Kontpo | He 3naer, | JemoHcTp 3Haer JemoHcTpH
- TIOHATHE, LENH, 33/1a4H U | JIbHBIE | JIOIyCKaeT upyer JOCTaTOYH pyer
MPUHIUITBL paboThl | TpyOBle | YaCTUYHBI 0B BBICOKU I
JIeJIONPOU3BO/ICTBA; 1-3 OLINOKHU e 3HaHus | 0a30BOM YpOBEHb
- OCHOBHBIE  TIOHATHUSA | 3a7aHU oe3 00BEMe 3HaHUH
JTOKYMEHTAI[HOHHOTO K rpyOBIX
obecrieueHus ynpasieHus; | nudde OIIMOO0K
- CHCTEMBI | PEHIIUD
OK 5 | AOKYMEHTALHOHHOrO OBaHHO
oOecrieueHus yrnpaBjieHus; | My
- KJIacCU(UKALMIO | 3a4eTy
JTIOKYMEHTOB; 1-30
- TpeGoBaHuUs K | Bonpoc
COCTaBIICHUIO U | BI TECTA
o(opMIIeHHIO TOKYMEHTOB; | K
- opranuzanuio | nudde
TOKYMEHT0000poTa: peHuup
- TIpUCM, 00paboTKy, | OBAaHHO




perucTpanmio,  KOHTPOIb, | My
XpaHeHHe JOKYMEHTOB, | 3a4eTy
HOMEHKJIATYpY T, 1-50
yMeTb: Koutpo | He ymeer, | [IemoHCTp Ymeer JemoHcTpu
- opOpMIIATH | TBHBIE | JAEMOHCTP upyer MPUMEHST pyer
JOKYMEHTAIHIO B | paboThI upyer YaCTUYHBI | b 3HAHUS BBICOKHIA
COOTBETCTBUH c|1-3 YaCTHUYHBI | € yMEHUS Ha YPOBEHb
HOPMAaTUBHOM 0a3oii, | 3amaHu | € yMeHus, 0e3 MPaKTUKE YMEHHI
UCIIOJIB3YS a1 K JIOITyCKast rpyOsIx | B 6a30BOM
nH(pOpMaIMOHHBIE mudde rpyobIe 01115 (IO 00BéMe
TEXHOJIOTHH; peHuup | OIMOKH
- OCYILIECTBIISITH | OBAaHHO
aBTOMaTH3alMi0 00padoTKM | My
JIOKYMEHTOB; 3a4yeTy
- yaudummposars cuctemsl | 1-30
JOKYMEHTAIINH; Bonpoc
- OCYIIECTBJIATH XpaHEHHUE | bl TECTa
Y TIOUCK IOKYMEHTOB; K
- ocymecTBIATh | nudde
aBTOMATH3alMI0 OOpabOTKH | peHLIUP
JIOKYMEHTOB; OBaHHO
- UCTIOJB30BATh | MY
TEJIEeKOMMYHUKAIIMOHHBIE 3a4yeTy
TEXHOJIOTUH B IEKTpoHHOM | 1-50
JIOKYMEHTO000pOTE;
3HATH! Koutpo | He 3naer, | [IeMmoHCTp 3Haer JlemoHcTpH
- TIOHATHE, LENH, 33/1a4 U | JIbHBIE | JIOIyCKaeT upyer JOCTaTOYH pyer
TIPUHIIMIIBI paboThl | TpyOBle | YaCTUYHBI 0B BBICOKUI
JIeJIONPOU3BO/ICTBA; 1-3 OLIMOKHU € 3HaHUs 6a3oBoM YpOBEHb
- OCHOBHBIE  TOHATHUSA | 3a7aHU oe3 o00bEMe 3HaHUH
JOKYMEHTAI[HOHHOTO K rpyOBIX
obecrieueHus ynpasieHus; | qudde OLIMOOK
- CHCTEMBI | PEHIIUD
JOKYMEHTAI[HIOHHOT'O OBaHHO
oOecrnieueHus ynpaBieHUs; | My
- KJIACCU(PUKALIMIO | 3a4ETy
JOKYMEHTOB; 1-30
- TpeOoBaHuUs K | Bompoc

I[IK 1.1 | cocTaBieHHIO U | Bl TECTA
0(OpMIICHUIO TOKYMEHTOB; | K
- opranuszanuio | 1upde
JIOKYMEHTO000pOTA:! peHIup
- mpueM,  00pabOTKy, | OBaHHO
perucTpanmi,  KOHTPOIb, | My
XpaHeHHe JIOKYMEHTOB, | 3a4eTy
HOMEHKJIATYPY JEIT; 1-50
yMeTh: Kontpo | He ymeer, | [lemoHcTp Ymeer JemoHcTpH
- o(OpMIIATH | IbHBIE | JAEMOHCTP upyer PUMEHST pyet
JOKYMEHTAIHIO B | pabOTHI upyer YaCTUYHBI | b 3HAHUS BBICOKU I
COOTBETCTBUH c|1-3 YaCTHUYHBI | € yMEHUS Ha YPOBEHb
HOPMaTHUBHOMN 0a3oii, | 3amaHu | € yMeHus, 0e3 MIPaKTHUKE yMEHUH
UCIOJIB3YS a1 K JIOITyCKast rpyObIX | B 6a30BOM




MH(pOPMAaLOHHbIE mudde rpyOsie OIuO0K o0BEMe
TEXHOJIOTHH; peHuup | OIHUOKH
- OCYIIECTBIISATH | OBAHHO
aBTOMaTH3aMi0 00padoTKH | My
JIOKYMEHTOB; 3a4eTy
- yaudumuposars cuctemsl | 1-30
JTOKyMEHTAIIH; Bormpoc
- OCYIIECTBJIATH XpaHEHHUE | bl TECTa
U TIOHCK JTOKYMEHTOB; K
- OCymIecTBIATE | mudde
aBTOMATHU3AIHMI0 OOpabOTKHU | pEHIIUP
JOKYMEHTOB; OBaHHO
- UCTIONIB30BATh | My
TEJIEKOMMYHHUKAIIHOHHBIE 3a4ery
TEXHOJIOTHH B 3JeKTpoHHOM | 1-50
JIOKYMEHT0000pOTE;
3HATD: Kontpo | He 3naer, | [IeMoHCTp 3Haer JemoncTpH
- TIOHSITHE, LeNIW, 337a4 U | JbHBIE | JOIMyCKaeT UpyeT JOCTaTOYH pyer
TPUHIIHITBI paboThl | TpYyOble | YaCTHYHBI 0B BBICOKHI
JIeJIONPOU3BO/ICTBA; 1-3 OLINOKHU € 3HaHUs 6a3o0BOM YpOBEHb
- OCHOBHBIC  TOHATHSA | 3aJaHU oe3 00béMe 3HAHHUN
JOKYMEHTAI[HOHHOTO K rpyOBIX
oOecrnieuenus ynpasieHus; | audde ommboK
- CHCTEMBI | PEHLIUD
JTOKYMEHTAI[HOHHOTO OBaHHO
oOecrieyeHus yrpaBieHus; | My
- KJ1acCU(UKALUIO | 3a4eTy
JIOKYMEHTOB; 1-30
- TpeGoBaHuUs K | Bonpoc
COCTaBIICHUIO U | BI TECTA
o(opMIIeHHIO TOKYMEHTOB; | K
- opranuzanuio | nudde
JTOKYMEHT0000poTa: peHuup
K 1o | -  TpueM, 00paboTKy, | OBAaHHO
perucTpanmio,  KOHTPOIb, | My
XpaHeHHe JOKYMEHTOB, | 3a4eTy
HOMEHKJIATYPY J€T; 1-50
yMeTh: Kontpo | He ymeer, | [IemoHCTp Ymeer HemoHcTpH
- opOpMIIATH | IbHBIE | JAEMOHCTp upyer PUMEHST pyet
JOKYMEHTAITHIO B | pabOTHI upyer YaCTUYHBI | b 3HAHUS BBICOKU I
COOTBETCTBUH c|1-3 YaCTHUYHBI | € yMEHUs Ha YPOBEHb
HOPMaTUBHOMN 0a3ol, | 3amaHu | € yMeHus, 0e3 MIPaKTHKE YMEHUN
UCHOJb3Ys 1K Jornyckas | rpyobix | B 0a30BOM
nH(pOpMaLOHHbIE mubde rpyobie oImunooK 00BEMe
TEXHOJIOTUH; peHuup | OLIMOKH
- OCYIIECTBIISITH | OBAHHO
aBTOMaTH3alui0 00paboTKU | My
JTOKYMEHTOB; 3a4ery
- yHuduiuponars cuctemsl | 1-30
JIOKYMEHTAIWH; Bomnpoc
- OCYILECTBJIATH XpaHEHHUE | bl TECTa
Y TIONCK JTOKYMEHTOB; K




- OCYIIECTBISATH
ABTOMATH3AIHNIO 00pPabOTKH
JTOKYMEHTOB;

- HCIIOJIb30BaTh
TEJICKOMMYHUKAIIMOHHBIC
TEXHOJIOTHH B 3JIEKTPOHHOM
JOKYMEHT0000pOTE;

mudde
peHIIUP
OBaHHO
My
3a4ery
1-50

IIK 1.3

3HATH:

- MOHATHE, IENHU, 3aJa4d U
TIPUHITUITBI
JIEIIONPOU3BO/ICTBA;

- OCHOBHBIC  TIOHSTHS
JOKYMEHTAI[HOHHOT'O
oOecIieYeHus yIpaBIICHHSI,

- CHUCTEMBI
JOKYMEHTAI[HOHHOT'O
o0ecrieYeHus yIpaBIeHHUS,;

- KJ1accu(PUKaIUIO
JOKYMEHTOB;

- TpeOoBaHuUs K
COCTaBJICHUIO u
0 OpPMIICHHUIO TOKYMEHTOB;
- OpraHu3aIIo
JOKYMEHTO000pOoTA:!

- IpueM, 00paboTKy,
pEeTUCTpaIMiO,  KOHTPOJIb,
XpaHCHHE JIOKYMEHTOB,
HOMCHKJIATYPY JIeT;

KonTtpo
JIbHBIE
paboThI
1-3
3amanu
K
nudde
peHup
OBaHHO
My
3a4yeTy
1-30
Bomnpoc
bl TECTa

K
mudde
PEHITUP
OBaHHO
My
3a4yeTy
1-50

He 3naer,
JIOTyCKaeT
rpyobIe
OIIMOKH

JemoHcTp
upyer
YaCTUYHBI
€ 3HAHUS
0e3
rpyOBIX
omnboK

3Haer
JIOCTATOYH
0B
0a3oBOM
00BEME

JemoHcTpu
pyer
BBICOKHM
YpOBEHb
3HaHWUH

yMeThb:
- oopMIIATH
JTOKYMEHTAIHIO B
COOTBETCTBUU C
HOPMaTHUBHOMN 6a3oii,
UCHOIb3Ys
nH(pOpMaLIOHHbIE
TEXHOJIOTUH;

- OCYILECTBIATh
aBTOMATH3alMI0 00pabOTKH
JOKYMEHTOB;

- YHUUIPOBATH CHUCTEMBI
JOKYMEHTAIIH;

- OCYIIECTBIJIATH XpaHECHUE
Y TIOUCK JIOKyMEHTOB;

- OCYIIECTBIISITh
aBTOMaTH3alMi0 00paboTKH
JTOKYMEHTOB;

- UCIIOJIb30BaTh
TEJIEKOMMYHHUKAITHOHHBIE
TEXHOJIOTUHU B DIIEKTPOHHOM
JIOKYMEHTOOOOPOTE;

KonTtpo
JIbHBIE
paboThI
1-3
3aganu
K
nudde
peHIup
OBaHHO
My
3aueTy
1-30
Bomnpoc
bl TECTA

K
nudde
peHnup
OBAaHHO
My
3a4eTy
1-50

He ymeer,
JEMOHCTP
upyer
YaCTUYHBI
€ yMeHus,
JIOITyCKast
rpyobie
OIHUOKHU

JemoncTp
upyer
YaCTUYHBI
€ YMEHHUS
0e3
rpyOBIX
OInO0K

Ymeer
IPUMEHST
b 3HAHU
Ha
IIPAKTHUKE
B 0a30BOM
00BEME

HeMmoHcTpH
pyer
BBICOKHH
YPOBEHb
YMEHUN

[IK 1.4

3HATD.
- IOHATHE, IIeIU, 3aJadd U

KonTtpo
JIbHBIC

He 3naer,
JIOTTyCKaeT

JemoHcTp
HpPYET

3Haer
OOCTAaTOYH

JemoHcTpH
pyer




TIPUHITUITBL paboTbl | TpyOBIE | YaCTHUYHBI 0B BBICOKUI

JIEJIONPOU3BO/ICTBA; 1-3 OLIMOKH € 3HaHUs 6a30BoM YpOBEHb

- OCHOBHBIE  TNIOHATHSA | 3a7aHU oe3 o0bEMe 3HaHUH

JOKYMEHTAI[HOHHOT'O 1K rpyOBIX

obOecrieuenus ynpasieHus; | nudade 01115 (TS

- CHCTEMBI | PEHLIUD

JOKYMEHTAIL[HOHHOI'O OBaHHO

oOecrieyeHus yrpaBieHus; | My

- KJIacCU(DUKALUIO | 3a4eTy

JTIOKYMEHTOB; 1-30

- TpeGoBaHus K | Bonpoc

COCTaBJICHUIO U | Bl TECTA

o(opMIIeHHIO TOKYMEHTOB; | K

- opranm3anuio | nudde

JOKYMEHT0000poTa: peHLup

- mpueMm,  00pabOTKy, | OBaHHO

perucTpanmio,  KOHTPOJb, | My

XpaHeHHe JOKYMEHTOB, | 3a4eTy

HOMEHKJIATYPY JIeT; 1-50

yMeTb: Kontpo | He ymeer, | JlemoHCTp Ywmeer JemoHcTpH

- o(OpMIIATH | IbHBIE | JAEMOHCTP upyer HOPUMEHST pyer

JTOKYMEHTAIHIO B | paboOTHI upyer YAaCTUYHBI | b 3HAHUS BBICOKHU I

COOTBETCTBUU c|1-3 YaCTUYHBl | € yMEHUs Ha YPOBEHb

HOPMaTUBHOMN 0a3ol, | 3amaHu | € yMEHus, 0e3 IIPaKTHUKE yYMEHUH

UCHOJb3Ys 1K Jonyckas | rpyobix | B 6a30BOM

MH(POPMAIOHHBIE mudde rpyOsIe OIInO0K 00BéMe

TEXHOJIOTUH; peHLup | OLIMOKH

- OCYIIECTBISITH | OBAHHO

aBTOMaTH3alMi0 00padoTKH | My

JTOKYMEHTOB; 3a4ery

- yHudumuponars cuctemsl | 1-30

JIOKYMEHTAIWH; Bomnpoc

- OCYILECTBJIATH XpaHEHHUE | bl TECTa

Y TIOUCK JIOKyMEHTOB; K

- oCyLIecTBIATh | audde

aBTOMAaTH3alMI0 OOpabOTKH | pEeHLIUP

JOKYMEHTOB; OBaHHO

- UCTIONB30BATh | MY

TEJIEKOMMYHHUKAI[HOHHBIE 3a4ery

TEXHOJIOTUH B AJIeKTpoHHOM | 1-50

JTIOKYMEHT0000pOTE;

3HATH: Kontpo | He 3naer, | JemoHCTp 3Haer JemoHcTpH

- MOHATHUE, LeNH, 33/1a4M U | JIbHbIE | JIOIYyCKaeT upyer JOCTaTOYH pyet

TIPUHITUTIBI paboTel | TpyOBle | YaCTHUYHBI 0B BBICOKU I

JIEJIONPOU3BO/ICTBA; 1-3 OLIMOKH € 3HaHUA 6a30BoM YPOBEHB

- OCHOBHEIE MOHATHA | 3agaHu oe3 00BEMeE 3HaHUHU
[IK 1.5 | tokymMeHTalnOHHOTO 1K rpyOBIX

oOecrnieueHus ynpasieHus;; | audde oImunooK

- CHCTEMBI | pEeHLIUD

JOKYMEHTAI[HOHHOI'O OBAHHO

oOecrieyeHus yrpaBieHus; | My

- KJIACCU(PUKAIMIO | 3a4eTy




JTIOKYMEHTOB; 1-30
- TpeOOoBaHUs K | Bonpoc
COCTaBJICHHIO U | bI TECTA
0OpPMIICHHUIO TOKYMEHTOB; | K
- opranuzanuio | nudde
JOKYMEHTO000pOoTa: PEHITUP
- IIpueM, 00paboTKy, | OBAaHHO
perucTpanmio,  KOHTPOIb, | My
XpaHeHHue JOKYMEHTOB, | 3a4eTy
HOMEHKJIATYPY JEJI; 1-50
yMeTh: Konrpo | He ymeer, | [IeMoHCTp Ymeer HemoncTpu
- oopMIIATh | TBHBIE | JEMOHCTP UpyeT HIPUMEHST pyer
JTOKYMEHTAIHIO B | paboOTHI upyer YAaCTUYHBI | b 3HAHUS BBICOKU I
COOTBETCTBUH c|1-3 YaCTHYHbBI | € YMEHHUS Ha YpPOBEHb
HOPMaTUBHOMN 0a3ol, | 3amaHu | € yMeHus, oe3 IIPaKTHUKE yYMEHUI
UCTIOJNB3YS 1K Jnonyckas | rpyObix | B 6a3oBOM
MH(POPMAIOHHBIE mudde rpyOsIe OInO0K 00Béme
TEXHOJIOTHH; pEeHIMp | OIMOKH
- OCYUIECTBIISATH | OBAHHO
aBTOMATH3aLUI0 00pabOTKU | My
JIOKYMEHTOB; 3a4eTy
- yaudummposars cuctemsl | 1-30
JTOKyMEHTAIIH; Bormpoc
- OCYIIECTBJIATH XpaHEHHUE | bl TECTa
U TIOHCK JTOKYMEHTOB; K
- OCYIIECTBIATE | nudde
ABTOMATH3AIMIO OOPaOOTKH | PEHLIUP
JTOKYMEHTOB; OBaHHO
- UCIOJIb30BATh | MY
TEJIEKOMMYHHUKAI[HOHHBIE 3a4ery
TEXHOJIOTUH B 3IEKTpoHHOM | 1-50
JIOKYMEHTOOOOPOTE;
3HATh! Kontpo | He 3naer, | JemoHCTp 3Haer JemoHcTpH
- MOHATHUE, LIeNH, 3a/1a4M U | JIbHbIE | JIOIyCKaeT upyer JOCTaTOYH pyer
TIPUHITUTIBI paboTbl | TpyOBlE | YaCTHUYHBI 0B BBICOKHU I
JIeJIONPOU3BO/ICTBA; 1-3 OLINOKHU € 3HaHUs 6a3oBoM YpOBEHb
- OCHOBHBIE  TOHATHUSA | 3a7aHU oe3 o00BEMe 3HaHUH
JTOKYMEHTAI[HOHHOTO K rpyOBIX
obecrieueHus yrnpasieHus; | nudde OIIMO0K
- CHCTEMBI | PEHIIUD
JOKYMEHTAI[HOHHOTO OBaHHO
K 2.1 oOecrieueHus yrnpaBjieHus; | My
- KJIacCU(UKALMIO | 3a4eTy
JTOKYMEHTOB; 1-30
- TpeGoBaHuUs K | Bonpoc
COCTaBIICHUIO U | BI TECTA
o(opMIIeHHIO TOKYMEHTOB; | K
- opranuzanuio | nudde
JTOKYMEHT0000poTa: peHuup
- TpueM, 00paboTKy, | OBAaHHO
perucTpanmio,  KOHTPOIb, | My
XpaHeHHue JIOKYMEHTOB, | 3a4eTy




HOMEHKJIATypy A€,

1-50

yMeTh: Kontpo | He ymeer, | [IemoHCTp Ymeer JemoHcTpH
- opOpMIIATH | TBHBIE | JAEMOHCTp upyer MPUMEHST pyer
JOKYMEHTAIHIO B | paboThI upyer YaCTUYHBI | b 3HAHUS BBICOKHIA
COOTBETCTBUH c|1-3 YaCTHUYHBI | € yMEHUS Ha YPOBEHb
HOPMAaTUBHOM 0a3oii, | 3amaHn | € yMeHus, 0e3 MPaKTUKE YMEHHI
UCIOJIB3YS a1 K JI0ITyCKast rpyOsix | B 6a30BOM
nH(pOpMaIMOHHBIE mudde rpyobIe 01115 (TS 00BéMe
TEXHOJIOTHH; peHuup | OIMUOKH
- OCYILIECTBIISITH | OBAaHHO
aBTOMaTH3alMi0 00padoTKM | My
JIOKYMEHTOB; 3a4yeTy
- yaudumuposars cuctemsl | 1-30
JOKYMEHTAIINH; Bonpoc
- OCYIIECTBJIATH XpaHEHHUE | bl TECTa
Y TIOUCK JIOKYMEHTOB; K
- OCYIIECTBIATE | nudde
aBTOMATH3AIMIO OO0paOOTKHU | PEHLIUP
JIOKYMEHTOB; OBaHHO
- UCTIOJB30BATh | MY
TEJIEeKOMMYHUKAIIMOHHBIE 3a4yeTy
TEXHOJIOTUH B IEKTpoHHOM | 1-50
JIOKYMEHT0000pOTE;
3HATH! Koutpo | He 3naer, | [IemoHCTp 3Haer JlemoHcTpH
- MOHATHE, LENH, 33/1a4 U | JIbHbIE | JIOIyCKaeT Upyer JOCTaTOYH pyer
TIPUHIIMIIBI paboTel | TpyOble | YACTUYHBI 0B BBICOKHIA
JIeJIONPOU3BO/ICTBA; 1-3 OLINOKHU € 3HaHUs 6a3oBOM YpOBEHb
- OCHOBHBIE  TOHATHUSA | 3a7aHU oe3 o00BEMe 3HaHUH
JOKYMEHTAI[HOHHOTO K rpyOBIX
obecrieueHus ynpasieHus; | qudde OLIMOOK
- CHCTEMBI | PEHIIUD
JOKYMEHTAI[HOHHOT'O OBaHHO
oOecrnieueHus ynpaBieHus; | My
- KJ1acCcU(UKALUIO | 3a4eTy
JTOKYMEHTOB; 1-30
- TpeOoBaHus K | Bompoc
COCTaBJICHUIO U | Bl TECTA

IIK 2.2 | odbopmiieHHIO JOKYMEHTOB; | K
- opranuzanuio | 1upde
JIOKYMEHTO000pOTA:! peHIup
- mpueM,  00pabOTKy, | OBaHHO
perucTpanmio,  KOHTPOIb, | My
XpaHEeHHe JIOKYMEHTOB, | 3a4eTy
HOMEHKJIATYPY JEIT; 1-50
yMeTh: Kontpo | He ymeer, | [lemoHCTp Ymeer JemoHcTpH
- 0oOpMIIATH | IbHBIE | JAEMOHCTP upyer PUMEHST pyet
JOKYMEHTAITHIO B | pabOTHI upyer YaCTUYHBI | b 3HAHUS BBICOKU I
COOTBETCTBUH c|1-3 YaCTHUYHBI | € yMEHUs Ha YPOBEHb
HOPMaTUBHOMN 0a3ol, | 3amaHu | € yMeHus, 0e3 MIPaKTHKE YMEHUN
UCIOJIB3YS a1 K JIOITyCKast rpyOsIx | B 6a30BOM
nH(pOpMaIMOHHBIE nudde rpyobIe ommOOoK 00BéMe
TEXHOJIOTHH; peHLHUp | OIIMOKH




- OCYIIECTBISATH
ABTOMATH3AIHNIO 00pPabOTKH
JTOKYMEHTOB;

- yHU(HUIHPOBATH CUCTEMBI
JOKYMEHTAIIUH;

- OCYIIECTBIISTh XPAaHCHUE
Y TIOMCK JIOKYMEHTOB;

- OCYIIECTBIISATh
aBTOMATHU3AIMI0 00pabOTKH
JTIOKYMEHTOB;

- HCIIOJb30BaTh
TEJICKOMMYHUKAITNOHHBIE
TEXHOJIOTHHU B JICKTPOHHOM
JIOKYMEHT0000pOTE;

OBaHHO
My
3a4yeTy
1-30
Bomnpoc
bl TECTA

K
madde
peHuup
OBAaHHO
My
3a4ery
1-50

I1K 2.3

3HATD:

- MIOHATHUE, LENHU, 3a1a4d U
MIPUHITUIIBI
JIeTIOTIPOU3BOJICTBA;

- OCHOBHBIC  TIOHSTHS
JTOKYMEHTAI[HOHHOTO
o0ecCIeYeHNs yIPaBIICHHSI,

- CHUCTEMBI
JOKYMEHTAI[HOHHOT'O
o0ecrieYeHus yIpaBIeHHS,

- KJ1accu(PUKAIUIO
JOKYMEHTOB;

- TpeGoBaHuUs K
COCTaBIICHUIO u
0 OpPMIIEHHUIO TOKYMEHTOB;
- OpraHH3aIHUIo
TOKYMEHTOO000poTa:

- Tpuem, 00paboTKy,
pEeTUCTpaIfio,  KOHTPOIIb,
XpaHEeHUEe JIOKYMEHTOB,
HOMEHKJIATYPY JIeJT;

KonTtpo
JIbHBIC
paboThI
1-3
3anaHu
K
mudde
PEHITUP
OBaHHO
My
3a4yery
1-30
Bomnpoc
bl TECTA

K
nudde
peHuup
OBAaHHO
My
3a4eTy
1-50

He 3naer,
JOITyCKaeT
rpyOsIe
OIIINOKHU

JemoncTp
upyer
YaCTUYHBI
€ 3HaHUA
oe3
rpyObIX
OInO0K

3HaeT
JIOCTaTOYH
0B
0a30BOM
00BEME

JemoncTpH
pyer
BBICOKHH
YPOBEHb
3HaHUH

yMeThb:
- oopMIIATH
JOKYMEHTAITHIO B
COOTBETCTBUH C
HOPMaTHUBHOMN 6a3oii,
UCTIONB3YS
nH(pOpMaLOHHbIE
TEXHOJIOTHUH;

- OCYIIECTBIISATH
ABTOMATH3AIHNIO 00pPabOTKH
JTIOKYMEHTOB;

- YHU(HUIIHPOBATH CHUCTEMBI
JOKYMEHTAITUH;

- OCYIIECTBIISTh XPaHEHUE
Y TIOUCK IOKYMEHTOB;

- OCYIIECTBISATH
aBTOMATHU3AIMIO0 00pabOTKH

Kontpo
JIbHBIE
paboThI
1-3
3amanu
K
nudde
peHuup
OBaHHO
My
3aueTy
1-30
Bomnpoc
bl TECTA

K
nubde

pEeHIIUD

He ymeer,
JEMOHCTP
upyer
YaCTUYHBI
€ YMEHHS,
JIoIycKast
rpyobie
OLIMOKH

JemoncTp
upyer
YaCTUYHEI
€ YMEHHUS
0e3
rpyOBIX
oImunooK

Ymeer
MPUMEHST
b 3HAHU
Ha
MIPAKTHUKE
B 0a30BOM
00BEME

JemoHcTpH
pyer
BBICOKHUIM
YPOBEHD
YMEHUN




JOKYMEHTOB; OBaHHO
- UCIIOJIB30BATh | MY
TEJIeKOMMYHUKAIIMOHHBIE 3a4yeTy
TEXHOJOTHH B dIIeKTpoHHOM | 1-50
JIOKYMEHTO000pOTE;
3HATH: Koutpo | He 3naer, | [IemoHCTp 3Haer JemoHcTpu
- MOHATHUE, LENHU, 33/1a4M U | JIbHbIE | JIOIYCKaeT upyer JOCTaTOYH pyer
MIPUHLIMIIBI paboThl | TpyOble | YAaCTUYHBI 0B BBICOKHIA
JIEJIONPOU3BO/ICTBA; 1-3 OLINOKHU € 3HaHUs 6a30BoM YpOBEHb
- OCHOBHBIE  TMOHATHUSA | 3alaHu 6e3 00BEMe 3HAaHUU
JOKYMEHTAI[HOHHOT'O 1K rpyOBIX
obecrieuenus ynpasieHus; | nudade 01115 (IO
- CHCTEMBI | PEHLIUD
JOKYMEHTAIMOHHOTO OBaHHO
oOecrieyeHus yrpaBieHus; | My
- KJIacCU(UKALIMIO | 3a4eTy
JIOKYMEHTOB; 1-30
- TpeboBaHuUs K | Bompoc
COCTaBJICHUIO U | bl TEeCTa
0(pOpPMIICHHUIO TOKYMEHTOB; | K
- opranuzanuio | nudde
JOKYMEHTO00OpOoTa: PEHITUP
- IpueM, 00paboTKy, | OBaHHO
perucTpanuio,  KOHTPOIb, | My
XpaHeHue JIOKYMEHTOB, | 3a4eTy
HOMEHKJIATYPY JEIT; 1-50
I[IK2.4 | ymern: Konrtpo | He ymeer, | [IeMoHCTp Ymeer JemoHcTpH
- oOpMIIATH | IbHBIE | JAEMOHCTp upyer OPUMEHST pyer
JTOKYMEHTAIHIO B | paboTHI upyer YaCTUYHBI | b 3HAHUS BBICOKU I
COOTBETCTBUU c|1-3 YaCTUYHBl | € yMEHUs Ha YPOBEHb
HOPMaTUBHOMN 0a3ol, | 3amaHu | € yMeHus, oe3 IIPaKTHUKE YMEHUN
UCHOIb3Ys 1K JIoTycKast rpyObsIx | B 6a30BOM
nH(pOpMaLIMOHHbIE mudde rpyobie OIInO0K 0o0BéMe
TEXHOJIOTUH; peHuup | OLIHUOKH
- OCYIIECTBIISITH | OBAHHO
aBTOMATH3AlMI0 O0pabOTKH | My
JOKYMEHTOB; 3a4yery
- yaudwummposars cuctemsl | 1-30
JOKYMEHTAINH; Bomnpoc
- OCYIIECTBJIATH XpaHEHHWE | bl TECTa
Y TIOUCK JIOKyMEHTOB; K
- OCYIIECTBIATE | nudde
aBTOMaTH3alui0 00pabOTKU | peHLUp
JTOKYMEHTOB; OBaHHO
- UCTIOJIBb30BATh | MY
TEJIEKOMMYHHUKAITHOHHBIE 3a4ery
TEXHOJIOTUH B 3IEKTpoHHOM | 1-50
JIOKYMEHTOO000POTE;
3HATh: Kontpo | He 3naer, | JemoHCTp 3Haer JemoHcTpH
[T 3.] | - TOHATHE, UMM, 337241 1 | ABHBIE | JOTYCKaeT upyer JOCTaTOYH pyer
MIPUHLIMIIBI paboThl | TpyOble | YaCTUYHBI 0B BBICOKHIA
JI€JIONPOU3BOJICTBA; 1-3 OLITMOKH € 3HaHUs 6a30BOM YPOBEHb




- OCHOBHBIE  TMOHATUA | 3a/laHU oe3 00BEME 3HaHUI
JOKYMEHTAI[HOHHOT'O K rpyObIX
obecrieuenus ynpasieHus; | nudade OmMOOoK
- CHCTEMBI | pEHLIUD
JOKYMEHTAIMOHHOTO OBaHHO
oOecrieyeHus yrpaBieHus; | My
- KJIacCU(UKALIUIO | 3a4ETy
JIOKYMEHTOB; 1-30
- TpeboBaHus K | Bompoc
COCTaBJICHUIO U | Bl TECTA
0 OpMIIEHHUIO TOKYMEHTOB; | K
- opranm3anuio | nudde
JOKYMEHTOO00opoTa: PEHIIP
- mpueMm,  00pabOTKy, | OBaHHO
perucTpanuio,  KOHTPOJb, | My
XpaHeHHe JOKYMEHTOB, | 3a4eTy
HOMEHKJIATYPY JIeT; 1-50
YMeETh: Koutpo | He ymeer, | [IemoHCTp Ywmeer JlemoHcTpH
- O(QOpPMIISTh | IbHBIE | JEMOHCTP upyer MPUMEHST pyer
JTOKYMEHTAIHIO B | paboTHI upyer YaCTUYHBI | b 3HAHUS BBICOKHIA
COOTBETCTBHUH c|1-3 YaCTUYHBI | € YMEHHS Ha YpOBEHb
HOPMaTUBHOM 0a3oi, | 3amaHu | e yMeHwus, 0e3 IIPaKTHUKE yYMEHUH
UCIIONB3YS K JIOTTyCKast rpyobix | B 0a30BOM
MH(POPMAIOHHBIE mudde rpyObIe OInO0K 00BéMe
TEXHOJIOTUH; peHIHp | OIHUOKHU
- OCYIIECTBIISITH | OBAHHO
aBTOMaTH3alui0 00padoTKU | My
JTOKYMEHTOB; 3a4ery
- yHudumuponars cuctemsl | 1-30
JIOKYMEHTAIWH; Bomnpoc
- OCYILECTBJIATH XpaHEHHUE | bl TecTa
Y TIOUCK JIOKyMEHTOB; K
- oCyLIEeCTBIATH | Audde
aBTOMAaTH3alMI0 OOpabOTKH | pEeHLIUP
JOKYMEHTOB; OBaHHO
- UCTIOB30BATh | MY
TEJIEKOMMYHHUKAI[IOHHBIE 3a4yery
TEXHOJIOTUH B AJIeKTpoHHOM | 1-50
JTIOKYMEHT0000pOTE;
3HATh: Kontpo | He 3naer, | JemoHCTp 3Haer JemoHcTpH
- MOHSATHE, LENH, 33Ja4i U | JbHBIE | JOMyCKaeT upyer JOCTaTOYH pyet
TTPUHITHAITBI paboTel | TpyOBlE | YaCTHYHBI 0B BBICOKU I
JIEJIONPON3BO/JICTBA; 1-3 OIINOKHU € 3HaHUs 06a30BOM YPOBEHb
- OCHOBHEIE MOHATHA | 3agaHu oe3 00BEME 3HaHUHU
JOKYMEHTAI[HOHHOT'O K rpyObIX
[1K 3.2 | obecrieuenust ynpasnenusi; | qudde oImunooK
- CHCTEMBI | pEeHLIUD
JTOKYMEHTAI[HOHHOTO OBaHHO
oOecrieueHus yrnpaBieHus; | My
- KJIACCU(PUKAIIHMIO | 3a4ETy
JTIOKYMEHTOB; 1-30
- TpeOoBaHUS K | Borpoc




COCTaBJICHUIO U | BI TECTA
0(pOpPMIICHHUIO TOKYMEHTOB; | K
- opranuzanuio | nudde
JOKYMEHTO00OpOoTa: PEHITUP
- IpuUeM, 00paboTKy, | OBAaHHO
perucTpanuio,  KOHTPOIb, | My
XpaHeHHue JOKYMEHTOB, | 3a4eTy
HOMEHKJIATYPY JEJI; 1-50
yMeTh: Kontpo | He ymeer, | [IleMoHCTp Ymeer HemoncTpH
- oopMIIATH | TBHBIE | JEMOHCTP UpyeT HIPUMEHST pyer
JTOKYMEHTAIHIO B | paboOTHI upyer YAaCTUYHBI | b 3HAHUS BBICOKU I
COOTBETCTBUH c|1-3 YaCTHYHBI | € YMECHHUS Ha YpPOBEHb
HOPMAaTUBHOM 6a3oii, | 3amanu | e yMmeHwus, oe3 IIPaKTUKE YMEHUU
UCTIOJNB3YS 1K nomyckas | rpyObix | B 6a30BOM
MH(POPMAIOHHBIE mudde rpyOsIe OIInO0K 00BéMe
TEXHOJIOTHH; pEeHIMp | OIMOKH
- OCYIIECTBIISITH | OBAHHO
aBTOMATHU3ALMIO O0pabOTKH | My
JIOKYMEHTOB; 3a4eTy
- yaudummposars cuctemsl | 1-30
JTOKYyMEHTAIIH; Bormpoc
- OCYIIECTBJIATH XpaHEHHUE | bl TECTa
U TIOHCK JTOKYMEHTOB; K
- OCYIIECTBIATE | nudde
aBTOMAaTH3alMI0 00pabOTKU | peHIHP
JTOKYMEHTOB; OBaHHO
- UCIOJIb30BATh | MY
TEJIEKOMMYHHUKAI[HOHHBIE 3a4ery
TEXHOJIOTUH B 3IeKTpoHHOM | 1-50
JIOKYMEHTOOOOPOTE;
3HATh! Kontpo | He 3naer, | JemoHCTp 3Haer JemoHcTpH
- MOHATHUE, LeNH, 3a/1a4M U | JIbHbIE | JIOIyCKaeT upyer JIOCTaTOYH pyer
TIPUHITUTIBI paboTel | TpyOBIE | YaCTHUYHBI 0B BBICOKUI
JIEJIONPOU3BO/ICTBA; 1-3 OLIMOKH € 3HaHUsA 6a30BOM YPOBEHb
- OCHOBHEIE MOHSTHUA | 3amaHu oe3 00BEMe 3HaHUHU
JOKYMEHTAI[HOHHOTO K rpyOBIX
obecrieueHus ynpasieHus; | qudde OLIMOOK
- CHCTEMBI | PEHIIUD
JOKYMEHTAI[HOHHOT'O OBaHHO
oOecrieueHus yrnpaBieHus; | My
- KJIacCU(UKALMIO | 3a4eTy

K 3.3
JTIOKYMEHTOB; 1-30
- TpeGoBaHuUs K | Bonpoc
COCTaBIJICHUIO U | BI TECTA
o(opMIIeHHIO TOKYMEHTOB; | K
- opranuzanuio | nudde
JTOKYMEHT0000poTa: peHuup
- mpueM,  00paboTKy, | OBAHHO
perucTpanmio,  KOHTPOIb, | My
XpaHeHHUe JOKYMEHTOB, | 3a4eTy
HOMEHKJIATYpY JeJI; 1-50
yMeTh: Kontpo | He ymeer, | JlemoHcTp YMmeer JemMoHncTpu




- 0opOpMIIATH | TbHBIE | JAEMOHCTP upyer MPUMEHST pyer
JOKYMEHTAIHIO B | paboTHI upyer YaCTUYHBI | b 3HAHUS BBICOKUI
COOTBETCTBUU c|1-3 YaCTUYHBl | € yMEHUs Ha YPOBEHb
HOPMAaTUBHOM 6a3oii, | 3amanu | e yMmeHwus, oe3 IIPaKTUKE YMEHUU
UCHOJb3Ys 1K JI0ITycKast rpy0ObIx | B 6a30BOM
UH(pOPMAaLMOHHBIE mudde rpyOsIe Omuo0K 00bEMe
TEXHOJIOTUHY; peHuup | OLMUOKH
- OCYIIECTBISATH | OBAHHO
aBTOMATHU3AIMIO0 0O0pabOTKH | My
JTOKYMEHTOB; 3a4ery
- yaudunuposats cuctemsl | 1-30
JOKYMEHTALUH; Bormpoc
- OCYILECTBJIATH XpaHEHUE | bl TECTa
Y TIOUCK JIOKyMEHTOB; K
- ocymecTBIATh | nudde
aBTOMATH3alMI0 OOpabOTKH | peHLIUP
JIOKYMEHTOB; OBaHHO
- UCTIOJB30BATh | MY
TEJIEKOMMYHHUKAI[HOHHbIE 3a4yery
TEXHOJIOTUH B IEKTpoHHOM | 1-50
JOKYMEHTO0000pOTE;
3HATh!: Kontpo | He 3naer, | JemoHCcTp 3Haer JemoHcTpH
- MOHATHUE, LeNH, 33/1a4M U | JIbHbIE | JIOIyCKaeT upyer JIOCTaTO4H pyer
TIPUHITUITBL paboTbl | TpyOBIE | YaCTUYHBI 0B BBICOKHI
JIeJIONPOU3BO/ICTBA; 1-3 OLINOKHU € 3HAHUS 6a3oBOM YpOBEHb
- OCHOBHBIE  TOHATHUSA | 3aaHu 0e3 00BéMe 3HaHUHI
JOKYMEHTAI[HOHHOT'O 1K rpyOBIX
oOecrnieueHus ynpasiaeHus; | audde OIInO0K
- CHCTEMBI | pEeHLIUD
JOKYMEHTAI[HOHHOTO OBaHHO
o0ecrieyeHus yrpaBieHus; | My
- KJIACCU(PUKALIMIO | 3a4ETy
JOKYMEHTOB; 1-30
- TpeOoBaHus K | Bompoc
COCTaBJICHUIO U | Bl TECTA
0(pOpMIICHUIO TOKYMEHTOB; | K

I[IK3.4 | - opranuzanuio | 1upde
JIOKYMEHTO000pOTA:! peHIup
- mpueM,  00pabOTKy, | OBaHHO
perucTpanmio,  KOHTPOIb, | My
XpaHEeHHe JIOKYMEHTOB, | 3a4eTy
HOMEHKJIATYPY JEIT; 1-50
yMeTh: Kontpo | He ymeer, | JlemoHcTp YnMmeer Hemonctpu
- oOpMIIATH | TBHBIE | JAEMOHCTP upyer MPUMEHSIT pyer
JOKYMEHTAIHIO B | paboOTHI upyer YaCTUYHBI | b 3HAHUS BBICOKU I
COOTBETCTBUH c|1-3 YaCTUYHBI | € YMEHHUs Ha YPOBEHB
HOpPMaTHUBHOM 6a3oii, | 3amaHu | e yMmeHwus, oe3 IPaKTUKE YMEHUi
HCIIONB3Ys 1K JIOTyCKas rpyobix | B 0a30BOM
MH(pOPMAaILOHHbIE mudde rpyOsie OIIMOO0K 00BEMe
TEXHOJIOTUHY; peHuup | OLIHUOKH
- OCYILECTBISATh | OBAHHO
ABTOMATHU3AIMIO0 00pabOTKH | My




JTIOKYMEHTOB;
- YHU(HUIHPOBATH CUCTEMBI
JOKYMEHTAIIUH;

- OCYIIECTBIISTh XPAaHCHUE
Y TIOMCK JIOKYMEHTOB;

- OCYIIECTBIISATh
aBTOMATHU3AINI0 00pabOTKH
JIOKYMEHTOB;

- HCII0Jb30BaTh
TEJICKOMMYHUKAITHOHHBIE
TEXHOJIOTHH B JICKTPOHHOM
JTIOKYMEHT0000pOTE;

3auery
1-30

Bomnpoc
bl TECTA

K
madde
peHuup
OBAaHHO
My
3a4ery
1-50

K 4.1

3HATH:

- TIOHATHE, LN, 3a1a4d U
MIPUHITUITBI
JIeJIOTIPOU3BOICTBA;

- OCHOBHBIC  IIOHSATHS
JOKYMEHTAI[HOHHOT'O
o0ecIeYeHus yIpaBIICHHSI,

- CHUCTEMBI
JOKYMEHTAI[HOHHOT'O
o0ecrieYeHus yIpaBlIeHHS,;

- KJ1accu(PUKaIUIO
JOKYMEHTOB;

- TpeOoBaHUs K
COCTaBIJICHUIO u
0 OpPMIIEHHUIO TOKYMEHTOB;
- OpTraHH3AIHIO
JTOKYMEHTO00OopoTa:

- TIpUeM, 00paboTKy,
perucCTpalu,  KOHTPOIIb,
XpaHCHHE JIOKYMEHTOB,
HOMEHKJIATYPY JIeJT;

KonTtpo
JIbHBIE
paboThI
1-3
3aganu
K
nubde
peHup
OBaHHO
My
3aueTy
1-30
Bompoc
bl TECTA

K
nudde
peHuup
OBAaHHO
My
3a4eTy
1-50

He 3naer,
JOITYCKaeT
rpyOsIe
OIIINOKHU

JemoHcTp
UpyeT
YaCTUYHBI
€ 3HaHUS
0e3
rpyObIX
911150 3

3HaeT
JIOCTaTOYH
0B
0a30BOM
00BEME

HemoncTpu
pyer
BBICOKHH
YPOBEHb
3HAHUI

yMeTh:

- 0QopMIISITH
JOKYMEHTAITUIO B
COOTBETCTBHUH C
HOPMaTHUBHOMN 6a3oii,
UCTIONB3YS
nH(pOpMaLOHHbIE
TEXHOJIOTHUH;

- OCYIIECTBIISATH
ABTOMATH3AIHNIO 00pPabOTKH
JTIOKYMEHTOB;

- YHU(HUIIHPOBATH CUCTEMBI
JOKYMEHTAITIH;

- OCYIIECTBIISTh XPaHEHUE
Y TIONCK JIOKYMEHTOB;

- OCYIIECTBISATh
aBTOMATHU3AIMI0 00pabOTKH
JTIOKYMEHTOB;

- HCIOJIb30BaTh

Kontpo
JLHBIE
paboThI
1-3
3amanu
K
nudde
peHuup
OBaHHO
My
3aueTy
1-30
Bomnpoc
bl TECTA

K
e
peHIUp
OBaHHO

My

He ymeer,
JEMOHCTP
upyer
YaCTUYHBI
€ yMeHus,
JIoIycKast
rpyobie
OLIMOKH

JemMoHcTp
upyer
YaCTUYHBI
€ YMEHHUS
0e3
rpyOBIX
oImunooK

YmMmeer
NIPUMEHSAT
b 3HAHU
Ha
MIPAKTHUKE
B 0a30BOM
00BEME

JeMmoHcTpH
pyer
BBICOKHH
YPOBEHb
YMEHUN




TEJIEKOMMYHHUKAIIHOHHBIE 3a4ery
TEXHOJIOTHH B 3JeKTpoHHOM | 1-50
JIOKYMEHTO000pOTE;
3HATH: Koutpo | He 3naer, | [IemoHCTp 3Haer JemoHcTpu
- MOHATHUE, LENHU, 33/1a4M U | JIbHbIE | JIOIYCKaeT upyer JOCTaTOYH pyer
TIPUHLIMITBI paboThl | TpyOble | YaCTUYHBI 0B BBICOKHIA
JIEJIONPOU3BO/ICTBA; 1-3 OLIMOKHU € 3HaHUs 6a30BOM YpOBEHb
- OCHOBHBIE  TOHATHUSA | 3alaHu 6e3 00BEMe 3HAHUU
JOKYMEHTAI[HOHHOT'O 1K rpyOBIX
obecrieuenus ynpasieHus; | nudade 01115 (IO
- CHCTEMBI | PEHLIUD
JOKYMEHTAIlMOHHOTO OBaHHO
oOecrieyeHus yrpaBieHus; | My
- KJIacCU(UKALIMIO | 3a4ETy
JIOKYMEHTOB; 1-30
- TpeboBaHuUs K | Bompoc
COCTaBIJICHUIO U | BI TECTA
0 OPMIICHHUIO TOKYMEHTOB; | K
- opranuzanuio | nudde
JOKYMEHTO000pOoTa: PEHITUP
- IpueM, 00paboTKy, | OBaHHO
perucTpanuio,  KOHTPOIb, | My
XpaHeHue JIOKYMEHTOB, | 3a4eTy
HOMEHKJIATYPY JEJT; 1-50
I[IK 4.2 | ymern: Kontpo | He ymeer, | JlemoHCTp Ywmeer JemoHcTpH
- OQOpPMIISTh | IbHBIE | JEMOHCTP upyer NPUMEHST pyer
JTOKYMEHTAIHIO B | paboTHI upyer YaCTUYHBI | b 3HAHUS BBICOKHU I
COOTBETCTBUU c|1-3 YaCTUYHBl | € yMEHUs Ha YPOBEHb
HOPMaTUBHOMN 0a3ol, | 3amaHu | € yMeHus, oe3 IIPaKTHUKE YMEHUH
UCHOIb3Ys 1K JIoTycKast rpyObIx | B 6a30BOM
nH(pOpMaLIOHHbIE mudde rpyobie OIINO0K 0o0BéMe
TEXHOJIOTUH; peHuup | OLIUOKH
- OCYIIECTBISITH | OBAHHO
aBTOMaTH3alMi0 00pabOTKU | My
JTOKYMEHTOB; 3a4ery
- yaudummposars cuctemsl | 1-30
JOKYMEHTAIIH; Bomnpoc
- OCYIIECTBJIATH XpaHEHHWE | Bl TECTa
Y TIOUCK JIOKyMEHTOB; K
- OCYHIECTBIATE | nudde
aBTOMaTH3alKi0 00pabOTKU | peHLUp
JTOKYMEHTOB; OBaHHO
- UCTIOJIb30BATh | MY
TEJIEKOMMYHHUKAITHOHHBIE 3a4ery
TEXHOJIOTUH B 3IEKTpoHHOM | 1-50
JIOKYMEHTOOOOPOTE;
3HATh: Kontpo | He 3naer, | JemoHCTp 3Haer JemoHcTpH
- MOHATHUE, LIeNH, 33/1a4M U | JIbHbIE | JIOIYyCKaeT upyer JOCTaTOYH pyet
ITK 4.3 | TPHHIATIB paboTel | TpyOBle | YaCTHUYHBI 0B BBICOKU I
JIEJI0NPOU3BO/ICTBA; 1-3 OLIMOKH € 3HaHUs 6a30BOM YpOBEHb
- OCHOBHBIE [MOHATHUA | 3amaHu oe3 00BEMeE 3HAHUN
JOKYMEHTAI[HOHHOT'O 1 K rpyOBIX




oOecrieueHus ynpasieHus;; | nudde OIuO0K
- CHCTEMBI | pEHLIUD
JOKYMEHTAIlMOHHOTO OBaHHO
oOecrieyeHus yrpaBieHus; | My
- KJIacCU(UKALIMIO | 3a4ETy
JIOKYMEHTOB; 1-30
- TpeboBaHus K | Bompoc
COCTaBJICHUIO U | Bl TECTA
0 OpPMIIEHHUIO TOKYMEHTOB; | K
- opranm3anuio | nudde
JOKYMEHTO00opoTa: PEHIIIP
- mpueMm,  00pabOTKy, | OBaHHO
perucTpanmio, KOHTpPOJIb, | My
XpaHeHHe JOKYMEHTOB, | 3a4eTy
HOMEHKJIATYPY JIeT; 1-50
YMeTh: Koutpo | He ymeer, | [IlemoHCTp Ywmeer JlemoHcTpH
- oOpMIIATH | TbHBIE | JAEMOHCTP Upyer IPUMEHSIT pyer
JOKYMEHTAIHIO B | paboThI upyer YaCTUYHBI | b 3HAHUS BBICOKHIA
COOTBETCTBHUH c|1-3 YaCTUYHBI | € YMEHHS Ha YpOBEHb
HOPMaTUBHOMN 0a3ol, | 3amaHu | € yMeHus, oe3 IIPaKTHUKE YMEHUH
UCIIOJNB3YS K JIOTTyCKast rpyobix | B 0a30BOM
MH(POPMAIOHHBIE mudde rpyObIe OInO0K 00Béme
TEXHOJIOTUH; pEeHIHp | OIHUOKHU
- OCYIIECTBISITH | OBAHHO
aBTOMATHU3ALMIO O0pabOTKH | My
JTOKYMEHTOB; 3a4ery
- yHudumuposars cuctemsl | 1-30
JIOKYMEHTAIlWH; Bomnpoc
- OCYILECTBJIATH XpaHEHHUE | bl TecTa
Y TIOUCK JIOKyMEHTOB; K
- oCyLIecTBIATh | audde
aBTOMAaTH3alMI0 OOpabOTKH | pEeHLIUP
JOKYMEHTOB; OBaHHO
- UCTIOJB30BATh | MY
TEJIEKOMMYHHUKAI[HOHHBIE 3a4yery
TEXHOJIOTUH B AIEKTpoHHOM | 1-50
JIOKYMEHT0000pOTE;
3HATh: Kontpo | He 3naer, | JemoHCTp 3Haer JemoHcTpH
- MOHATHUE, LeNH, 33/1a4M U | JIbHbIE | JIOIyCKaeT upyer JOCTaTOYH pyet
TTPUHITHAITHI paboThl | TpyOBle | YaCTHUYHBI 0B BBICOKU I
JIEJIONIPOU3BO/JICTBA; 1-3 OIINOKHU € 3HaHUs 06a30BOM YPOBEHb
- OCHOBHEIE MOHATHA | 3agaHu oe3 00BEMeE 3HaHUHU
JOKYMEHTAI[HOHHOT'O 1K rpyObIX
oOecnieueHus ynpasieHus;; | audade oImunooK
[IK 4.4 | - CUCTEMBI | peHLUpP
JTOKYMEHTAI[HOHHOTO OBaHHO
oOecrieueHus yrnpaBieHus; | My
- KJIACCU(PUKAIIHMIO | 3a4€Ty
JIOKYMEHTOB; 1-30
- TpeboBaHUs K | Borpoc
COCTaBJICHUIO U | BI TeCTa
0(OPMIICHUIO TOKYMEHTOB; | K




- OpTaHU3aIII0

JTOKYMEHT0000pOoTa:

- IpueM, 00paboTKy,
perucTpanuio,  KOHTPOIIb,
XpaHCHHE JIOKYMEHTOB,
HOMEHKJIATYPY JEJI;

mudde
peHIIUP
OBaHHO
My
3a4ery
1-50

yMeTh:

- 0hOpMIIATH
JTOKYMEHTAIHIO B
COOTBETCTBUH C
HOPMAaTUBHOM 0a3oi,
UCTIOJB3Ys
UH(pOPMAaLMOHHBIE

KonTtpo
JILHBIE
paboThI
1-3
3aganu
K

nubde

He ymeer,
JEMOHCTP
upyer
YaCTUYHBI
€ yMeHus,
JIOITyCKast
rpyOsie

JemMoHcTp
upyer
YaCTUYHBI
€ YMCHHS
oe3
rpyOBIX
91115 (0] 3

YmMmeer
PUMECHST
b 3HAHUSA
Ha
MIPAKTUKE
B 0a30BOM
00BEME

JemoHncTpH
pyer
BBICOKHH
YPOBEHb
yMEHUH

TEXHOJIOTHH; OIIIMOKH
- OCYIIECTBIISATh
aBTOMATHU3AIMI0 00pabOTKH
JIOKYMEHTOB;

- YHUDUIMPOBATH CUCTEMBI
JOKYMCHTAIIVH;

- OCYIIECTBIISATh XPAHCHUE
Y TIOUCK JIOKyMEHTOB;

- OCYIIECTBIISATh
aBTOMATHU3AIMI0 00pabOTKH
JIOKYMEHTOB;

- HCII0JIb30BaTh
TEJICKOMMYHUKAIIMOHHBIC
TEXHOJIOTUH B AJIEKTPOHHOM
JIOKYMEHTOOOOPOTE;

peHuup
OBAaHHO
My
3a4eTy
1-30
Bompoc
bl TECTA

K
nudde
peHuup
OBAaHHO
My
3a4ery
1-50

8. MeToanuyecKkue YKazaHus 1J1s1 oﬁyqamumxcsl Nnpu 0CBOCHUM JUCHHUIIJITHHBI

PaGora Ha MMPAKTUYCCKUX 3aHATUAX TPCANIOJIara€t akKTHUBHOC YYaCTHEC B OCYXJICHUU

BBIIBUHYTHIX B pPaMKax TeM BOMPOCOB. JIJIi MOATOTOBKM K 3aHATHSIM DPEKOMEHIYeTCs 00paliaTth
BHUMaHNE Ha MpOOJIEMHbBIE BOMPOCHI, 3aTparuBaeMble MpernoJiaBaTesieM B JIEKIUH, U TPYNIHUPOBATh
UHPOpMaNKI0 BOKpYr HuX. JKenmaTenbHO BBIACTATh B HCIOJIB3YEeMOH JHTEpaTrype IOCTaHOBKH
BOIIPOCOB, Ha KOTOPBIE Pa3HBIMH aBTOpaM MOTYT OBITh JTaHBI pa3iIHuYHbBIE OTBETH.. Ha ocHOBaHWUM
IIOCTAaHOBKM TaKHUX BOIIPOCOB CJEAyeT COOMpaTh apryMeHThl B IMOJb3y pa3jIMYHBIX BapUaHTOB
pelIeHUs TOCTABJIEHHBIX IPOOIIEM.

B TekcTax aBTOpOB, TaKUM 00pazoM, CIeIyeT BBIACIATh CIeIyIOIME KOMIIOHEHTHI:
- IOCTaHOBKa NMPOOJIEeMBbI;

- BAPUAHTBI PELLICHUS;

- APr'YMCHTBI B ITOJIB3Y TC€X WJIM WHBIX BApUAHTOB PCIICHUA.
Ha  ocHOBe  BBIOENEHMS  3TUX  DJIIEMEHTOB  IIPOLIE

COCTaBJIATH CO6CTB€HHYIO

apryMEHTHPOBAHHYIO TIO3UIIMIO 0 pacCMaTPUBAEMOMY BOIIPOCY.

HpI/I pa60Te C TCpMUHaAMU HCO6XO,Z[I/IMO 06pamaTL,051 K CJIOBapssM, B TOM YHUCJIC JOCTYIIHBIM B

Wurepuere, Hanpumep Ha caiite http://dic.academic.ru.

HpI/I MOATOTOBKEC K IMPAKTUYCCKUM pa60TaM MOXET HOHa,Z[O6I/ITBC$I MaTtcpuall, H3yanMHﬁCH

paHee, I03TOMY CTOUT 00paIaThCs K COOTBETCTBYIOIIMM UCTOUYHUKAM (Y4E€OHHKaAM).

[IpakTryeckue paboOTHl pemIAlOTCs B TPYIIE C 0OOCYXKISHUEM XO/a PEIIeHUs, TPUMEHSIEMbIX

Croco0o0B, TPOBEPKOM PE3yIHTATOB M MPOBEICHUEM PAOOTHI HaJl OIITHOKAMH.

3amaHus Ha CAMOCTOSITETIBHYIO pabOTy MOTYT ObITh HHAMBUYAIbHBIMUA U OOIIUMH.




[IpomexxyTounast — arrectalMs IO O3TOH  JAWUCHMIUIMHE  TPOBOIUTCS B (opme
nuddepeHpoBanHoro 3aueta. [Ipu moAroToBke K 3a4eTy HEOOXOAMMO OMUPATHCS, PEXKIE BCETO,
Ha HMCTOYHHMKH, KOTOpbIe pa3OMpannch Ha 3aHATHSAX B TeYeHHE ceMecTpa. B kaxkmom Owmiere
QG GepeHIIMPOBAHHOTO 3a4eTa COACPKUTCS PAKTUIECKOE 3a/1aHue.

9. YueOHO-MeTOAUYeCKOe U MH(OPMAIITUOHHOE 00ecriedyeHue TN CIIUTIITUHbI

9.1. OcHoBHas JuTepaTypa:

1. Kupcanora M. B. JlenoBas nepenucka : yueOHo-pakTH4eckoe mocooue / M. B. Kupcanosa,
H. H. Anoguna, 0. M. AkcenoB. — 3-¢ m3a. — MockBa : UHOPA-M, 2019. — 136 c. — (Cpennee

npodeccuoHaIbHOE o0OpasoBaHue). — ISBN 978-5-16-014547-1. — URL
http://new.znanium.com/catalog/product/989805 (mara o6pamenus: 10.02.2020). — Tekct
3JIEKTPOHHBIMN.

2. I'magmii E. B. JlokymeHTanIMOHHOE OOecrieueHne ymnpaplieHus : yaeOHoe mocobue / E. B.
I'maguii. — Mocksa : UL PMOP, HULl UHO®PA-M, 2016. — 249 c. — (IIpodeccuonanshoe

oOpa3oBaHue). — ISBN 978-5-369-01042-6. — URL
https://new.znanium.com/catalog/product/468335 (mara o6Opamenus: 10.02.2020). — Tekct
AJIEKTPOHHBIN.

9.2. lonotHUTEIbHASI JINTEPATypa:

1. beikoBa T. A. JlokymMeHTalioOHHOEe OOECIEUYCHHE YIPABJICHUS (IEIOMPOU3BOJCTBO) :
yuebHoe mocobue / T. A. beikoBa, T. B. Kysnenona, JI. B. Cankuna ; moxg obmi. pea. T. B.
KysnenoBoii. — 2-¢ usn., nepepad. u gon. — Mocksa : UH®PA-M, 2020. — 304 c. — (Cpennee
npodeccuoHanbHOe o0Opa3oBaHmue). — ISBN 978-5-16-106774-1. — URL :
https://new.znanium.com/catalog/product/1070624 (mara oopamenus: 16.10.2020). — Tekcr
3JIEKTPOHHBIN.

2. Ilanacenko 0. A. [lenonmpou3BOJCTBO: JOKYMEHTAI[MOHHOE OOeCIeuYeHHue YIpaBIICHUS :
yuebHoe nocobue / FO. A. [Tanacenko. — Mocksa: PUUOP, 2016. — 112 ¢. — ISBN 978-5-3690-1054-9.
— URL : http://new.znanium.com/go.php?id=542773 (mara oOpamenus: 16.10.2020). — Tekcr :

3JIEKTPOHHBIN.
3. PribakoB A. E. OcHoBbl nenomnpousBojctBa : yueOHuk [nns CIIO] / A. E. PwibakoB. —
Munck : PUIIO, 2016. - 319 ¢ — ISBN 978-985-503-606-8. - URL

http://www.studentlibrary.ru/book/ISBN9789855036068.html  (mata o6pamenus: 16.10.2020). —
Texcr : 2IeKTPOHHBIN.

=
PykoBoauTesib OMbnInoTexu % s P.H. AxmeT3sinoBa

10. Marepua/ibHO-TeXHHYECKOE U IPOrPAMMHOe o0ecneyeHne TMCUUIIMHbI

OcBoenne gucnuminabl  OI1.04  «JlokymeHTanmoHHOE oOecreueHrue  YIpaBICHUS
MpeJIoJiaraeT UCIOIb30BaHUE CIICAYIONIEr0 MaTePUaTbHO-TEXHHUECKOTO 00ECTICUeHUSI:


http://new.znanium.com/catalog/product/989805
https://new.znanium.com/catalog/product/468335
https://new.znanium.com/catalog/product/1070624
http://new.znanium.com/go.php?id=542773
http://www.studentlibrary.ru/book/ISBN9789855036068.html

HaumenoBanue HaunmenoBanue kabuHeTa, nepedeHb 000pyI0BaHUS
JIMCIUTITHHEI

OI1.04 [lepeuens aynurtopuii:
«JlokymeHTanu [KaOMHET JOKYMEHTAIIHOHHOTO 00CCIICUCHUS YIIPaBICHHUS.
OHHOE VYyeOHnast aynuTopusi AJis IPOBEICHUS BCEX BUOB 3aHATHIA: MOMEIIEHUE IS

oOecrieyeHne |[IPOBEACHUS JIAOOPATOPHBIX 3aHATHUH, TPYIIIOBBIX U MHIUBUIYATBHBIX
yIOpaBICHUS» |KOHCYJIbTALUN, TEKYIEro KOHTPOJISI U TPOMEKYTOUHOM aTTeCTall|H.
OcHoBHOE 000pyTOBaHUE:

KommiekT yuebHnon mebenu;

paboure MIaKaTel MO TUCIUTUIHE

pa3aaToyHbId MaTepua 1o AUCHUIIINHE;

METOAMYECKOE 00ECTIeYCHUE AUCITUTITUHBI.

[TomenieHue a5 caMOCTOSITENLHOM PabOTHI:

METOANYECKUI KaOUHET.

OcHoBHOE 000pyIOBaHUE:

KomuiexT yueOHo# mebenu

Kommnsrorepsl ¢ nocrynom B Uutepuer u SUOC KOV:

Kommnerotep Intel Core i3 530

Kommerotep Intel Pentium D

Kommnsrotep Intel Celeron 420

Kommerotep Intel Pentium 4.

Komruiext mebenu st XpaHeHus yueOHbIX MaTepHalioB U 000PYIOBaHHUS.
MapxkepHas n10ocka

[IporpamMmmMHoe obecrieueHue:

Microsoft Windows 7 Home

Microsoft Office - Word, Excel, Power Point

Microsoft Open License

ABTopu3zanoHHbId HoMep JneH3uara 90970904ZZE1409

Adobe Acrobat Reader (cBob6oaHO pacripocTpaHsiemast)

VY4yebHO-MeToIMUecKass JIMTepaTypa A8 JAaHHOW JUCHMIIMHBI HMEeTcs B HalUYUM B
3eKTpoHHO-0nOmuoreyHoit cucteme "ZNANIUM.COM", poctyn K KOTOpOH IpeloCTaBlIeH
oOyyatomumcsi. ObC "ZNANIUM.COM" coaepXUT NpOU3BENECHUS KPYMHEHIINX pPOCCHHCKUX
YU€HBIX, PYKOBOJUTENIEH TOCYJapCTBEHHBIX OpPraHOB, IpenojaBaTeieil BelyIIMX BY30B CTPaHBI,
BBICOKOKBAJIN(DUIIMPOBAHHBIX CIIELUAINCTOB B pa3inuHbIX cdepax OuzHeca. Donj OubIMOTEKH
c(OpMHPOBAH C Y4ETOM BCEX M3MEHEHMH 00pa3oBaTEIbHBIX CTaHJAPTOB U BKJIIOYAET Y4EOHMKH,
yuebOHble T0ocoOMs, MoHorpaduu, aBTOopedeparbl, IUCCEpTAllMU, SHIUMKIONEAWH, CIOBapU U
CIPAaBOYHMKH, 3aKOHOJATEIbHO-HOPMATHUBHBIE TOKYMEHTHI, CIIELIMAJIbHBIE IEPUOINYECKUE U3/1aHUS
W W3JaHUs, BBIIYCKaeMble M3/1aTenbCcTBaMHM BY30B. B Hactosmee Bpems ObC ZNANIUM.COM
COOTBETCTBYET BCeM TpeOOBaHMSIM (eiepalibHBIX TOCYIapCTBEHHBIX 00pa30BaTeIbHBIX CTaHIAPTOB
cpenHero mpoheccuoHaILHOTO 00pa30BaHM HOBOTO IMTOKOJICHUSI.

VYuebHO-MeTOIMUeCKass JITepaTypa s JaHHOM AMCUUIUIMHBL HMMEETCS B HAIWYMHM B
3JeKTpOHHO-0MOIMoTeuHon cucreMe M3nmatenbctBa "JlaHb", AOCTYm K KOTOpPOMl MpeaocTaBiieH
oOyyaromumcsi. ObC WM3natensctBa "Jlawp" BKmMouaeT B ce0s DICKTPOHHBIE BEPCHUH KHHT
uznatenberBa "Jlanp" ¥ APYrUX BEIyIIMX M3/1aTENbCTB yUeOHOU JIMTEPATYPHhI, @ TAKKE dJIEKTPOHHBIE
BEPCUM NEPUOJNYECKUX U3JAHUM MO €CTECTBEHHBIM, TEXHUUECKUM M T'yMaHHUTapHbIM Haykam. ObC
UznatensctBa "Jlanp" oOecneunmBaeT JOCTYH K Hay4yHOM, y4eOHOM muTepaType U HayYHBIM
NEPUOANYECKUM U3JIaHUSM.

11. Metoabl o0y4yeHusi s O00y4arOIIMXCsl HHBAJMIOB M JIMI € OrPAaHUYEHHBIMH
BO3MO KHOCTSIMH 3/10POBbSI



B oOpa3oBaresibHOM Ipoliecce HCIONB3YIOTCS  COLMAIbHO-aKTUBHBIE M pEeQIIEKCUBHBIE
METOAbl O0yUYeHHsI, TEXHOJIOTMU COLMOKYJIbTYPHOH peadHIUTALMU C LENbI0 OKa3aHWs MOMOUIM B
YCTQHOBJICHUM TOJHOLIEHHBIX MEXJIMYHOCTHBIX OTHOILEHHUH C APYrUMM OOYYaroIMMHUCS, CO3JaHUU
KOM(OPTHOTO IICUXOJIOTUIECKOTO KIIMMaTa B CTYJACHYECKON TPYIIIIE.

VYcnoBust 00yueHusl MHBAJIMJIOB U JIUL C OTPAaHUYEHHBIMHU BO3MOKHOCTSIMH 3/10POBbSI:

- y4eOHBIE ayTUTOPHH, B KOTOPBHIX MPOBOMATCS 3aHATHS CO CTYyAEHTAMU C HApPYLIICHHUSMHU CIyXa,
o0opynoBanbl MyibTUMeauiHOW cuctemoi (IIK u mpoekTop), KoMIbIOTEpHbIE THU(IOTEXHOIOIUU
0asupyloTcsi Ha KOMIUIEKCE anmapaTHbIX UM IPOrPaMMHBIX  CPEICTB, 00ecredrBarOLIMX
npeoOpa3oBaHUE KOMIBIOTEPHOH HHGOpMALMU  JOCTYNHBIE Ul CIA0OBUIAIMX  (OPMBI
(YKpYIIHEHHBIH TEKCT);

- B 00pa30BaTeIbHOM IIPOIIECCE UCIIOIB3YIOTCS COLMATbHO-aKTUBHbIE U PE(IEKCUBHBIE METOIbI
00y4eHus: KeHC-MeTOM, METO/] IPOEKTOB, UCCIIEI0BATEILCKUM METOI, TUCKYCCHUU B (hOpME KPYIIIOrO
CTOJIa, KOH(EPEHIIUU, METOJT MO3TOBOI'0 IITYPMA.

[Tporpamma coctaBiieHa B cooTBercTBUU ¢ TpeboBanusmu GI'OC CIIO no crnenuaibHOCTH
38.02.03 «OnepanuonHas 1eITeIbHOCTh B JIOTHCTHKEY.



MUWHUCTEPCTBO HAYKH U BBICIIIET'O OBPA30OBAHMS POCCUVCKON ®EJIEPALIVA
Habepe>kKHOUeTHUHCKHI HHCTHTYT (punman) GpenepaibHoro rocy1apcTBeHHOro aBTOHOMHOIO
06pa30BaTENIFHOTO YUPEXKASHHS BBICIIEr0 00pa3oBaHus
«Kaszanckuit ([TIpuBommKckuit) dhenepaibHbli YHABEPCHTET)
VHXEHEPHO-3KOHOMUYECKUY KOJUIEDK
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IMacnmopT
(oH1a OLIEHOYHBIX CPEACTB MO

OI1.04 «/lokyMeHTALIMOHHOE OOecriedeHnue YIPaBJIeHM D)

HNupexc | Pacumgpos Ioka3zaTenb (pOpMHUPOBAHUA KOMIIETEHIMH 1JIA OneHo4HBI
KOMIIeT Ka AAHHOM AU CUMILIMHBI e cpeacTBa
CHIUH | KOMIIETeHIH
U
1 2 3 4

OK 2 | OpranusoBsl | 3HaTh: OHSTHE, LIENIN, 3a7a4U U [IPUHLUIIBI KoHnTtpossH
BaTh JIeJIONPOU3BO/ICTBA; OCHOBHBIC TIOHATUS ble paboThI
COOCTBEHHYIO | JJOKYMEHTAIIMOHHOTO O0ECIIeUeHUs YIPaBICHHS; CUCTeMbl | 1-3
NEeSITeNIbHOCT | TOKYMEHTAllMOHHOT'O 00eCIeUeH s YIIpaBICHUS; 3amaHus K
b, BBIOMPATH | KJIACCU(UKAIMIO IOKYMEHTOB; TPEOOBAHUS K COCTaBICHHUIO | TU(depeHIn
TUTIOBBIE 1 0)OPMIICHHUIO TOKYMEHTOB; OPTaHU3alIUIO UPOBAHHOM
METO/IbI U | JOKyMEHTOO0OOpoTa: IIprieM, 00paboTKy, pETHCTPAIIHIO, y 3audery 1-
CHIOCOObI KOHTPOJIb, XpaHEHUE TOKYMEHTOB, HOMEHKIIATypy e, 30
BBITIOJIHEHUST | YMETb: O(QOPMIISATH JOKYMEHTAIlMI0 B COOTBETCTBHU C | Bormpocsr
npodeccuona | HOpMaTUBHON  0a30ii, UCHONB3YS HHGOPMAIMOHHBIE | TECTA K
JBHBIX 33/1a4, | TEXHOJIOTUH; OCYIIECTBIIATH aBTOMATH3aIuio 00padoTku | muddepeniy
OLICHUBATh JOKYMEHTOB; YHU(UIUPOBATH CHCTEMBbI JOKYMEHTAIMH; | UPOBAHHOM
ux OCYIIECTBIISATh ~ XpPaHEHHWE U  IIOMCK  JIOKYMEHTOB; | y 3auery 1-
3¢ (HEeKTHUBHOC | OCYLIECTBIATh ABTOMATHU3AIMI0 00pabOTKH JOKYMEeHTOB; | 50
Thb U | UCIIOJIb30BaTh TEJIEKOMMYHUKALMOHHbIE TEXHOJIOIHMH B
KaueCcTBO ANEKTPOHHOM JJOKYMEHTO00OpOTE.

OK 4 | OcymectBns | 3HaTh: MOHSTHE, LIENIU, 337a4l U IPUHIUIIBI KoHnTtposbH
Tb TIOMCK M | IE€JONPOU3BOJCTBA; OCHOBHBIEC TOHATHS ple palboThI
WCTIOJB30BaH | JOKYMEHTAI[MOHHOTO OOECTICYCHUs YIIPaBICHHs; CUCTeMBbI | 1-3
ue JOKYMEHTAI[MOHHOTO 00ECTIeYEeHHUs YIIPaBICHHUS; 3amaHus K
nH(popManuu | KIaccu(UKalMIO TOKYMEHTOB; TpeOOBaHUS K COCTaBICHUIO | AU(depeHil
, 1 0(hOpPMIICHHUIO JOKYMEHTOB; OpraHU3allnIo UPOBAaHHOM
HE0OXO0IMMO | TOKYMEHTO00O0pOTa: pueM, 00paboTKy, perucTpaluio, y 3auery 1-
i JUIs | KOHTPOJIb, XpaHEHHE JOKYMEHTOB, HOMEHKJIATYpy JeJI; 30
s dexTuBHOr | yMETh: OGOPMIIATH JOKYMEHTAIIMIO B COOTBETCTBUU C | Bompockl
0 HOPMAaTUBHOM  0a30i, wHcmonb3ys HH(OPMAIMOHHBIE | TecTa K
BBITIOJIHEHUST | TEXHOJIOTUH; OCYIIECTBIISITH aBTOMAaTH3AIMI0 00paboTku | auddepeHit
npodeccuoHa | JOKYMEHTOB; YHU(MUIIMPOBATH CHUCTEMBI JIOKYMEHTAIUH; | HPOBAHHOM
JBHBIX 3a/1ay, | OCYIIECTBISATh  XpaHEHHWEe M  TOUCK  JOKYMEHTOB; | y 3auery 1-
npodeccuoHa | OCYIIECTBISATh ABTOMATH3AIMI0 O0pabOTKH JOKYyMeHTOB; | 50
JIBHOTO U | UCTIIOJIB30BaTh TEJIEKOMMYHUKAIMOHHbIE TEXHOJOTHMH B
JMYHOCTHOTO | 3JIEKTPOHHOM JIOKYMEHTO000pOTE.
pa3BUTHS

OK S5 | Bnagets 3HaTh: MOHATHE, €U, 3aJa41 U IPUHLIUIIBI KonTponsH
nH(pOpPMAaLIMO | IEIONPOU3BOJCTBA; OCHOBHBIEC TOHATHUS ble paboThI
HHOM JOKYMEHTAI[MOHHOTO 00ecreueHus yrpasieHus; cuctemsl | 1-3
KYJIbTYpPOH, JOKYMEHTAI[HOHHOTO 00eCIieueHus yIpaBJIeHHUS; 3amaHus K
aHAJIM3UPOBa | KIACCU(PUKAIMIO TJOKYMEHTOB; TpeOOBAHHS K COCTABJICHUIO | Tu(depeHI]
Th U | ¥ 0pOpMIIEHHUIO JOKYMEHTOB; OPraHU3alINIo HUPOBAHHOM
OLICHUBATh JTOKYMEHTO000pOTa: MpHeM, 00paboTKy, perHCTPaltIO, y 3auery 1-
nHpopManM | KOHTPOJIb, XpaHEHHE JOKYMEHTOB, HOMEHKJIATYPY JET, 30




10 C | yMeTh: OQOpMIATH IOKYMEHTAIIMI0 B COOTBETCTBMM ¢ | Bompockl
WCIOJIb30BaH | HOPMAaTUBHOW  0a30ii, UCHONB3ysS WHGOPMAIMOHHBIE | TECTA K
ueM TEXHOJIOTHH; OCYIIECTBIIATh aBTOMATH3alMI0 00paboTku | nuddepeni
nH(OPMALIMO | TOKYMEHTOB; YHU(DHUIIMPOBATH CHCTEMbI JOKYMEHTAIUH; | HPOBAHHOM
HHO- OCYIIECTBISITh ~ XpaHEHHWE M  TOUCK  JIOKYMEHTOB; | y 3auery 1-
KOMMYHHKAI] | OCYIIECTBIISITh aBTOMAaTH3aIMI0 00pabOTKH JOKyMEHTOB; | S50

HMOHHBIX UCIIOJIb30BaTh TEJNEKOMMYHUKAIIMOHHBIE TEXHOJIIOTUU B

TEXHOJIOTHH | JIIEKTPOHHOM JIOKYyMEHTO000pOTE.

I[IK 1.1 | [Ipuaumars | 3HaTh: NOHATHUE, LIETH, 3a1a4l U IPUHLIUIIBI KoHnTtpoussH
ydactue B | JIEJIOMPOU3BOJICTBA; OCHOBHBIC MTOHSITHS ble paboThI
pa3paboTke JOKYMEHTAIMOHHOTO 00ECTICUeHHUs yIpaBIeHus; cuctembl | 1-3
CTpaTernyecKk | JOKYMEHTAI[MOHHOTO OOeCIieueHus yIpaBiIeHHUs; 3amaHusi K
ux U | KIacCHU(UKAIHMIO JOKYMEHTOB; TPEOOBAHMSI K COCTABJICHUIO | T depeHI
OINEpaTUBHBIX | U OPOPMIICHHIO JOKYMEHTOB; OPTaHU3AIIUIO UPOBAHHOM
JOTHCTUYECK | JOKYMEHTOO0OpOTa: MpHeM, 00paboTKy, PErHCTPAIIHIO, y 3auery 1-
UX TUTAHOB Ha | KOHTPOJIb, XpaHEHHE JOKYMEHTOB, HOMEHKIIATypy e, 30
YpOBHE yMETh: OQOPMIISTh JOKYMEHTAIIMIO B COOTBETCTBHM C | Bompockr
MOJpa3JelieH | HOPMAaTUBHOM  0a30ii, uUCHONb3ys HWHGOPMAIMOHHBIE | TECTA K
us (ydacTka) | TEXHOJOTHH; OCYILECTBISTh aBTOMATHU3AlMIO 00padoTku | auddepeHi
JIOTUCTUYECK | JIOKYMCHTOB; YHU(HUIIMPOBATH CUCTEMBI JTOKYMEHTAIlUHU; | POBAHHOM
Ol CUCTEMBI C | OCYIIECTBIIATh ~ XpPaHEHHWE W  TOWCK  JOKYMEHTOB; | y 3adery I-
y4eTOM OCYIIECTBIISITh ABTOMATHU3aIMI0 00pabOTKH IOKYMEHTOB; | S50
enei U | UCIIOJIb30BaTh TEIEKOMMYHUKAIIMOHHBIE TEXHOJOTUU B
3ama4 AJIEKTPOHHOM JIOKyMEHTO000pOTE.

OpraHu3aliuu
B EJIOM.
OpranuzoBsl
BaTh paloTy
3JIEMEHTOB

JIOTHCTUYECK
OM CUCTEMBI.

[IK 1.2 | [InanupoBarh | 3HaTh: MOHATHE, LIETH, 33a41 U IPUHLIUIIBI Kontponbn
" JIeTIOTIPON3BOCTBA; OCHOBHBIE TTOHATHUS bl pabOTHI
OpPraHM30BBIB | JOKYMEHTAIMOHHOTO OOeCTieueHus yrpaBieHus; cucteMbl | 1-3
aThb JOKYMEHTAIMOHHOTO 00ECTICYCHHUs YIIPaBIICHHS, 3amanus K
JOKYMEHTO00 | KiacCU(UKAIMIO TOKYMEHTOB; TPEOOBAHMS K COCTABJICHHIO | auddepeHIt
OpoT B | 1 O)OPMIICHUIO IOKYMEHTOB; OpraHU3AIHI0 HUPOBAHHOM
paMKax JTOKYMEHTO000pOTa: TIpreM, 00pabOTKY, pETUCTPAITHIO, y 3adery 1-
ydacTka KOHTPOJIb, XpaHEHUE TOKYMEHTOB, HOMEHKIIATYpY e, 30
JOTUCTUYECK | yMETh: O(QOPMIISTh JOKYMEHTAIIMI0O B COOTBETCTBHH C | Bompockr
Oif CHUCTEMBI. | HOpDMAaTUBHON  0a30i, WCHONB3ys HHPOPMAIIMOHHBIE | TeCTa K
[IpuHuMaTh, | TEXHOJOTHHU; OCYIIECTBISITH ABTOMATH3AIMIO0 00paboTKu | auddepeHit
COPTUPOBATh | JOKYMEHTOB; YHU(HUIIUPOBATH CHUCTEMBbI JOKYMEHTAIMH; | UPOBAHHOM
" OCYIIECTBIIATH  XpaHEHWE W  TIOMCK  JIOKYMEHTOB; | y 3adery 1-
CaMOCTOSITENl | OCYIIECTBIISATh aBTOMATH3alHUI0 00pabOTKH JOKYMEHTOB; | 50
BHO WCIOJIb30BaTh TEJIEKOMMYHHUKAIIMOHHBIC TEXHOJIOTUH B
COCTaBJISITh 3JIEKTPOHHOM JIOKYyMEHTO000pOTE.

Tpedyemyto
JOKYMEHTAIT!
10.
[IK 1.3 | OcymiectBig | 3HaTh: MOHATHUE, LIETH, 3a/1a41 U IIPUHITUTIBI KonTposnbn

Th BBIOOD

ACJIOMPONU3BOACTBA; OCHOBHBIC ITOHATHA

ple  pabOoThHI




MOCTABIIMKOB | TOKYMEHTAI[MOHHOTO 00ECTIeUeHHs yIpaBiIeHus; cucTeMbl | 1-3
, JOKYMEHTAI[MOHHOTO O0ECTICUeHUSs! yIIPaBICHHUS, 3amaHus K
MEPEBO3UMKO | KJIacCU(UKALMIO IOKYMEHTOB; TPeOOBaHU K COCTaBICHUIO | AuddepeHi
B, 1 0)OPMIICHHUIO TOKYMEHTOB; OPTaHU3AIHIO UPOBAaHHOM
ONpeAeNATh | JOKYMEHTOOOOpOTa: mpreM, 00paboTKy, pEerucTpaltio, y 3auety 1-
THUII KOHTPOJIb, XpaHEHUE JIOKYMEHTOB, HOMEHKIIATYPY JIEJT; 30
MOCPEIHUKOB | YMETh: O(QOPMIIATH JOKYMEHTAllUI0 B COOTBETCTBUHU C | Bompocsr
u KaHabl | HOPMAaTUBHON  0a30ii, UCHONB3YyS WHQPOPMAIMOHHBIE | TECTA K
pacnpesielieH | TEXHOJIOTUH; OCYIIECTBIIATh aBTOMaTH3aluio 00paboTku | nuddepeniy
us. JOKYMEHTOB; YHHU(UIIUPOBATH CHCTEMbI JOKYMEHTAIMH; | UPOBAHHOM
OCYIIECTBISITh ~ XpaHEHHWE M  TOUCK  JIOKYMEHTOB; | y 3auery 1-
OCYIIECTBIISITh aBTOMATHU3alMI0 00pabOTKM TOKyMEHTOB; | 50
UCIOJIb30BaTh TEJIEKOMMYHUKAIIMOHHBIE TEXHOJOTUU B
3JIEKTPOHHOM JIOKYMEHTO000pOTE.

IIK 1.4 | Biagets 3HaTh: MOHATHUE, 1IEJIH, 33/1a91 U TPUHIUIIBI KonTposbn
METOIUKON JIeJIONPOU3BOJICTBA; OCHOBHBIC TIOHATUS ble paboThI
MIPOSKTHPOBA | TOKYMEHTAIIMOHHOTO 00ECTICUeHUS yIpaBiIeHUs; cucTeMbl | 1-3
HUS, JOKYMEHTAI[MOHHOTO O0EeCTIeUeHus! yIIpaBICHHUS, 3amanusi K
OpraHu3alyy | KiacCu(pUKaILUI0 JOKYMEHTOB; TpeOOBaHUS K COCTaBIIEHUIO | AU depeHIt
U aHaju3a Ha | U 0POPMIIEHUIO IOKYMEHTOB; OpraHU3al1I0 WPOBAaHHOM
ypOBHE JOKYMEHTOO00OopoTa: mpreM, 00paboTKy, perucTpalmio, y 3auety 1-
MO/Ipa3JelIeH | KOHTPOJIb, XpPAHEHHE JOKYMEHTOB, HOMEHKIIATYPY JI€T; 30
us (ydactka) | yMeTb: OQOpPMIISATH JOKYMEHTAllUI0 B COOTBETCTBUHU C | Bompocsr
JIOTUCTUYECK | HOPMATHBHOW  0a30#l, HCIONB3ysd HWH(OPMAIMOHHBIC | TeCTa K
O CHCTEMBI | TEXHOJOTHH; OCYIIECTBIATh aBTOMAaTH3allUl0 00paboTku | auddepeHit
VIOpaBleHUsT | JIOKYMCHTOB; YHU(DHUIIMPOBATH CUCTEMBI JTOKYMECHTAIUW; | POBAHHOM
3amacaMM U | OCYLIECTBJISITh ~ XpaHEHWE U TMOHUCK  JOKYMEHTOB; |y 3a4eTy 1-
pactpeieiuT | OCYIMECTBISITh aBTOMATH3AIMI0 00pabOTKM JOKyMeHTOB; | 50
eJbHBIX HCIONb30BaTh TEIEKOMMYHHKALIMOHHBIE TEXHOJIOTMM B
KaHaJIOB. AJIEKTPOHHOM JJOKYMEHTO00OpOTE.

IIK 1.5 | Bnagetn 3HaTh: IOHATHUE, 1IEJIH, 33/1a4U U TIPUHIIUIIBI KonTposbn
OCHOBaMH JIEJIONIPOU3BO/ICTBA; OCHOBHBIE MOHATHS ble paboThI
OTIEPaTHBHOT | JOKYMEHTAIMOHHOTO OOECTICUeHUs yIpaBiIeHus; cucTeMbl | 1-3
0 JOKYMEHTAI[MOHHOTO O0EeCTIeUeHUs! yIIpaBICHHUS, 3amanus K
MJITAHUPOBAHU | KJIACCU(DUKAIIMIO IOKYMEHTOB; TPEOOBAHMS K COCTABJICHHIO | AuddepeHIt
o U | 1 0QOPMIICHHIO JJOKYMEHTOB; OPTaHU3AIHIO WPOBAaHHOM
OpraHM3alyy | JOKYMEHT000OpoTa: mpreM, 00paboTKy, perUCTPaIIHIO, y 3audery 1-
MaTepHalibH | KOHTPOJIb, XpaHEHHE JOKYMEHTOB, HOMEHKJIATYPY JElT; 30
BIX TIOTOKOB | YMETh: O(QOPMIISATH JOKYMEHTAIIMIO B COOTBETCTBUU C | Bompocsr
Ha HOpPMaTUBHOM  0a3o0i, MCHOIB3Yys HHPOPMAIMOHHBIE | TECTa K
MIPOU3BOJICTB | TEXHOJOTUH; OCYIIECTBISTh ABTOMATHU3AIMIO 00paboTKu | auddepeHin
e. JOKYMEHTOB; YHU(DHUIIUPOBATh CHUCTEMBI JTOKYMEHTAIUH, | HPOBAaHHOM

OCYHIECTBJISATh ~ XpaHEHWE M  TOUCK  JIOKYMEHTOB; | y 3auery I-
OCYIIIECTBIISATH aBTOMATHU3aIMI0 00pabOTKM JTOKyMeHTOB; | 50
WCIONb30BaTh TEIEKOMMYHHKAIIMOHHBIE TEXHOJIOTMH B
AIEKTPOHHOM JJOKYMEHTO000pOTE.

[IK 2.1 | YyacTBOBaTh | 3HaTh: MOHATHUE, LEIH, 3a/1a41 U IIPUHIUTIBI KonTposbn
B pa3zpaboTKe | JeIOMPOU3BOJICTBA; OCHOBHBIC TOHATHS bl paboOThI
WHPPACTPYKT | JOKYMEHTAIIMOHHOTO OOECTICYCHUS YITPABICHHS, CUCTeMbl | 1-3
ypbI JOKYMEHTAI[MOHHOTO O0ECTICUeHUSs! yIIPaBICHHUS, 3amanus K
nporiecca KJIacCU(PUKAIMIO JOKYMEHTOB; TpEOOBaHUS K cocTaBieHuIo | nuddepenin
opraHm3anyu | 1 oOPMIICHHIO TOKYMEHTOB; OPTaHU3AIIHUIO MPOBAaHHOM




CHaOXXEHUsI U | JOKyMEHT0000poTa: mpruem, 00paboTKy, perucTpanuio, y 3auery 1-
OpraHu3alfo | KOHTPOJb, XpaHEHUE IOKYMEHTOB, HOMEHKIIATYPY JeI; 30

HHOI yMeTb: O(QOPMIIATH JIOKYMEHTAllUI0 B COOTBETCTBUHU C | Bompocsr
CTPYKTYPBI HOPMATUBHOM  0a30ii, wHcmons3yss HH(OPMAIMOHHBIE | TECTa K
yIOpaBlIeHUsI | TEXHOJIOTHUHU; OCYIIECTBIIATH aBTOMaTH3aluio 00paboTku | nuddepeniy
CHa0)XEHUEM | JIOKYMEHTOB; YHU(HUIMPOBATH CUCTEMBbI JIOKYMEHTAIMH; | HPOBAHHOM
Ha  YpOBHE | OCYHIECTBJIATh  XpaHEHHE U  MOHCK JOKYMEHTOB; | y 3adery I-
MOJIPA3/eNIeH | OCYIIECTBIISATh ABTOMATH3ALMI0 00pabOTKH JOKYMEHTOB; | S50

us (ydacTka) | UCIOJIb30BAaTh TEJIIEKOMMYHHUKAIIMOHHBIE TEXHOJIIOTUU B
JIOTHCTUYECK | AIEKTPOHHOM JJOKYMEHTOOOOPOTE.

Ol CHCTEMBI ¢

y4ETOM

neneu u

3a1a4y

OpraHu3aliu

B LIEJIOM.

[IK 2.2 | [IpumeHsTH 3HaTh: MOHATHUE, LIEIH, 3a1a4l U IPUHLIMUIIBI KoHTtposbH
METOJIOJIOTH | JIEJOMPOU3BOJICTBA; OCHOBHBIC TOHATUS ble paboThI
10 JOKYMEHTAI[MOHHOTO O0ecrieueHus yrnpaBieHus; cucteMbl | 1-3
MPOEKTHUPOBA | JOKYMEHTAI[MOHHOTO OOECIICYCHHUS YIIPaBICHUS; 3amaHus K
HUS KJIacCU(UKALIUIO TOKYMEHTOB; TPeOOBAaHUS K COCTaBIIEHUIO | AU depeHIt
BHYTPHIIPOU3 | U 0()OPMIICHHUIO JTOKYMEHTOB; OPTaHU3AIUI0 HUPOBAaHHOM
BOJICTBEHHBIX | TOKYMEHTOO0OpOTa: MpueM, 00paboTKy, perucTpaluio, y 3auety 1-
JIOTHCTUYECK | KOHTPOJIb, XpaHEHHE JOKYMEHTOB, HOMEHKJIATYPY JelT; 30
UX  CHCTEM | yMeTh: O(QOPMIIATH JOKYMEHTAllUI0 B COOTBETCTBUHU C | Bompocsr
IIPU PEIICHUH | HOPMATUBHOW  0a30i, HCIoub3yst HH(OPMAIMOHHBIE | TECTa K
MPAKTUYECKH | TEXHOJOTHH; OCYIIECTBJISATh aBTOMAaTH3alMi0 00paboTku | auddepenn
X 3a/1a4. JTOKYMEHTOB; YHU(UIIMPOBATh CHCTEMBI TOKYMEHTALUH; | HPOBAHHOM

OCYLIECTBIATh ~ XpaHEHWE W  TIOUCK  JOKYMEHTOB; |y 3auery I-
OCYIIECTBIISTH aBTOMATHU3aIMI0 00pabOTKM JTOKyMEeHTOB; | 50
UCMOJb30BaTh TEIEKOMMYHHKAIIMOHHBIE TEXHOJOIMU B
AJIEKTPOHHOM JJOKYMEHTO00OpOTE.

[IK 2.3 | Ucnionb3oBatr | 3HATh: MOHATHE, 1IEJIH, 33141 U IPUHITUTIBI KonTposbn
b Ppa3UyHBIC | JAEJIONPOU3BOACTBA; OCHOBHbIE TOHATHUS ple palboThI
MOJIETHN U | JOKYMEHTAIIMOHHOTO 00ECIIeYeHHs YIIPaBICHHS;, CUCTeMbl | 1-3
METOIBI JOKYMEHTAI[MOHHOTO 00ECTICYCHUsT YITPABIICHHS, 3amaHus K
yIpaBJIeHUs] | KJacCU(UKALUIO TOKYMEHTOB; TPeOOBaHUS K COCTaBIeHUIO | AuddepeHt
3amacamu. 1 0OPMIIEHHIO TOKYMEHTOB; OPraHU3al1I0 UPOBAaHHOM

JOKYMEHTO000pOTa: MpHeM, 00paboTKy, perHCTpaltIo, y 3auety 1-
KOHTPOITh, XpaHEHHE JOKYMEHTOB, HOMEHKJIATYPY JElT; 30

yMeTh: O(GOPMIIATH JIOKYMEHTAllMI0O B COOTBETCTBMU ¢ | Bompockr
HOpPMaTUBHOM  0a3oi, HCHOIB3Yys HHPOPMAIMOHHBIE | TECTa K
TEXHOJIOTUH; OCYIIECTBISATh aBTOMATHU3AIMIO 00padoTKu | AuddepeHin
JOKYMEHTOB; YHH(UIIUPOBATh CHCTEMBI TOKYMEHTAIWH; | HPOBAHHOM
OCYLIECTBIATH ~ XpaHEHWE W  TIOMCK  JOKYMEHTOB; |y 3auery I-
OCYIIIECTBIISATH aBTOMATHU3aIMI0 00pabOTKH JTOKyMEHTOB; | 50
UCMOJb30BaTh TEIEKOMMYHHKAIIMOHHBIE TEXHOJOTMH B
AIEKTPOHHOM JJOKYMEHTO00OpOTE.

[IK 2.4 | OcymectBia | 3HaTh: IOHATHE, UEIH, 33a491 U TPUHIUIIBI KoHnTtposbx
Th JIeTIOTIPOU3BOICTBA; OCHOBHBIE MTOHSTHUS ple  paboThI
yOpaBjieHUE | JOKYMEHTAI[MOHHOTO OOECIIEYCHUS yIpaBICHUs; CUCTeMbl | 1-3
3aKa3aMH, JOKYMEHTAI[HOHHOTO 00ECTIeYCHHUs YIIPABICHHS, 3amaHus K




3aracamy, KJ1acCU(UKALMIO TOKYMEHTOB; TpeOOBaHUS K coCTaBlIeHHIO | nuddepenn
TPAHCHOPTHUP | U OOPMIICHHUIO JTOKYMEHTOB; OPTaHU3AIIUIO HUPOBAaHHOM
OBKO, JOKYMEHTOO00OpoTa: mpreM, 00paboTKy, perucTpaluio, y 3auety 1-
CKJIAJUPOBAaH | KOHTPOJb, XpaHEHUE JTOKYMEHTOB, HOMEHKIJIATYPY AE; 30
uewm, yMeTb: O(QOPMIIATH JOKYMEHTAllUI0 B COOTBETCTBUHU C | Bompocsl
rpy3omnepepa | HOpMAaTUBHOW  0a30i, HCHONB3ys HH(OPMAIMOHHBIE | TECTa K
OOTKOM, TEXHOJIOTHH; OCYIIECTBIIATh aBTOMAaTH3alMI0 00paboTku | nuddepeni
YIIaKOBKOHM, | JOKYMEHTOB; YHU(UIMPOBATH CHUCTEMBI IOKYMEHTAIMH; | HPOBAHHOM
CEpBHCOM. OCYIIECTBISITh ~ XpaHEHHWE M  TOUCK  JOKYMEHTOB; | y 3auery 1-
OCYIIECTBIISITh aBTOMATHU3aLMI0 00pabOTKM TOKyMEHTOB; | 50
UCIOJIb30BaTh TEJIEKOMMYHUKAIIMOHHBIE TEXHOJOTUU B
9JIEKTPOHHOM JIOKYMEHTO000pOTE.

IIK 3.1 | Bnaners 3HaTh: MOHATHUE, LEIH, 3aJa4H1 U IPUHLIUIIBI KoHnTtposbH
METOJIOJIOTHE | JIEJOMPOU3BOJICTBA; OCHOBHBIC TOHATUS ble paboTHI
i OLICHKH | JOKYMEHTAIIMOHHOTO 00ECIIeYeHHs YIIPAaBICHHS;, CUCTeMbl | 1-3
3¢ (}HEeKTUBHOC | TOKYMEHTAIMOHHOTO 00eCIeYeHUs YIIPaBICHUS; 3amanusi K
™ KJIACCU(UKALIUIO TOKYMEHTOB; TPEOOBAHUS K COCTABIICHUIO | qu(depeHIt
GYHKIIMOHUD | U OPOPMIICHHUIO TOKYMEHTOB; OPTaHU3alIUIO HUPOBAHHOM
OBaHMUS JOKYMEHTOO00OpoTa: mpreM, 00paboTKy, perucTpaluio, y 3auety 1-
HIIEMEHTOB KOHTPOJTb, XpaHEHHE JOKYMEHTOB, HOMEHKJIATYpY JelT; 30
JIOTUCTUYECK | YMETh: OQOpPMIISTh JOKYMEHTAllMI0 B COOTBETCTBUU ¢ | Bompocsr
Oli CHCTEMBI. | HOPMAaTUBHOW  0a30i, HCHONB3yd WH(GOPMAIMOHHEIE | TECTa K

TEXHOJIOTUH; OCYILECTBISATh aBTOMATHU3AlMI0 00padoTku | auddepeHin
JOKYMEHTOB; YHU(UIUPOBATh CHCTEMBl JOKYMEHTALWH; | HPOBAHHOM
OCYIIECTBISITh  XpaHEHHWE M  TIOUCK  JIOKYMEHTOB; | y 3auery 1-
OCYIIIECTBIISITh aBTOMATHU3alMI0 00pabOTKH TOKyMEHTOB; | 50
UCMOJb30BaTh TEJIEKOMMYHHUKAIIMOHHBIE TEXHOJOTHUH B
AJIEKTPOHHOM JIOKYMEHTO000pOTE.

I[IK 3.2 | CoctaBnsith | 3HaTh: MOHATHUE, LI€TH, 33141 U IPUHIHUIIBI KoHntposbx
IporpaMMy U | JEJIONpPOU3BOACTBA; OCHOBHbIE TOHATHUS ple paloThI
OCYIIECTBIISIT | JOKYMEHTAIIMOHHOTO O0ECIIeYeHUs YIIPaBIeHHS; CUCTeMbl | 1-3
b JOKYMEHTAI[MOHHOTO 00ECTIEYEeHHUs YIIPABICHMS; 3amaHus K
MOHHTOPHUHT | KJacCH(UKAIIUIO JOKYMEHTOB; TpeOOBaHUS K coCTaBlIeHHIO | nuddepeHin
nokaszareneil | U 0(hOpMIIEHHUIO JOKYMEHTOB; OPraHU3ALUI0 UPOBAaHHOM
paboThl  Ha | JOKYMEHTOO0OOpOTa: MpHueM, 00padoTKy, peruCTpaIlHio, y 3audery 1-
YpOBHE KOHTPOITb, XpaHEHHE JOKYMEHTOB, HOMEHKJIATYpY JelT; 30
MOJpa3/ieNieH | yMeTh: O(OpMIIATh JOKYMEHTALMI0O B COOTBETCTBUU C | Bompocs
us (ydacTka) | HOpMAaTUBHOM  0a30i, uUcCHoONAb3ysS HUHGOPMAIMOHHBIE | TECTA K
JIOTUCTUYECK | TEXHOJIOTUH; OCYIIECTBIATh AaBTOMATH3ALMIO 00paboTKu | auddepeni
O  CHCTEMBI | IOKYMEHTOB; YHU(HUIIMPOBATH CHUCTEMBI IOKYMEHTAIHH, | HDOBAHHOM
(TOCTAaBIIMKO | OCYLIECTBISATH  XpaHEHHWE W TOUCK  JOKYMEHTOB; |y 3auery I-
B, OCYIIIECTBIIATH aBTOMATHU3aIMI0 00pabOTKH JTOKyMEHTOB; | 50
MOCPETHUKOB | UCMOJIb30BaTh TEIEKOMMYHHKAIIMOHHBIE TEXHOJIOTMU B
, AJIEKTPOHHOM JIOKYMEHTO000pOTE.

NEPEBO3UYUKO
B "
3¢ deKTUBHOC
Tb  paboThI
CKJIaJICKOTO
XO03sliCTBA U
KaHaJIOB

pacrpenesneH




us).

[IK 3.3 | PaccuutbiBaT | 3HaTh: MOHATHUE, LIETH, 3a/1a41 U IPUHITUTIBI KonTposbn
b U | JeIIONPOU3BOJICTBA; OCHOBHBIC TIOHATHS bl pabOTHI
aHAJIM3UPOBA | JOKYMEHTAI[MOHHOIO o0ecrieueHus yrnpasieHus; cucteMsl | 1-3
Th JOKYMEHTAI[MOHHOTO 00ECTICUeHUS! yIIPaBJICHHUS, 3amanus K
JIOTUCTHYECK | Kiaccu(UKaIMIO JOKYMEHTOB; TpeOOBaHUS K cocTaBiIeHHIo | nuddepeniy
We U3JEPKKU. | 1 OPOPMIICHHIO IOKYMEHTOB; OPTaHU3AIHIO HUPOBAHHOM

JIOKYMEHTOO00pOTa: TIpreM, 00pabOTKY, perucTpaIuio, y 3adery 1-
KOHTPOJIb, XpaHEHHE JOKYMEHTOB, HOMEHKJIATYPY Jell; 30

yMeTb: O(QOPMIIATH JIOKYMEHTAllUI0 B COOTBETCTBUHU C | Bompocsr
HOPMATUBHOM  0a30if, wHcmons3yst HH(OPMAIMOHHBIE | TECTa K
TEXHOJIOTHH; OCYIIECTBIIATh aBTOMATH3alMI0 00paboTku | nuddepeni
JOKYMEHTOB; YHHU(UIIUPOBATH CHCTEMbI JOKYMEHTAIUH; | UPOBAHHOM
OCYIIECTBISITh ~ XpaHEHHWE M  TOUCK  JIOKYMEHTOB; | y 3auery 1-
OCYIIIECTBIISITh aBTOMATHU3alMI0 00pabOTKH TOKyMEHTOB; | 50
UCIOJIb30BaTh TEIEKOMMYHUKAIIMOHHBIE TEXHOJOTUU B
ANIEKTPOHHOM JJOKYMEHTO00OpOTE.

[IK 3.4 | [TpuMeHsTH 3HaTh: NOHATHUE, LI, 3a1a41 U TPUHIUTIBI KonTposbn
COBPEMEHHBI | JCJIONPOU3BOJICTBA; OCHOBHBIC TIOHITHS bl pabOTHI
e JOKYMEHTAI[MOHHOTO o0ecrieueHus ynpaBieHus; cucrembl | 1-3
JIOTUCTUYECK | JIOKYMCHTAIIMOHHOTO 00ECIICUCHMSI YIIPABIICHUS; 3amanus K
ue KJIacCU(UKALIUIO TOKYMEHTOB; TPeOOBAaHUS K COCTaBIIEHUIO | AuddepeHit
KOHIENIUN U | 1 OPOPMIICHHIO IOKYMEHTOB; OPTaHH3AIHIO UPOBAHHOM
TIPUHIIMUIIBI JOKYMEHTO00OpoTa: mpreM, 00paboTKy, perucTpaluio, y 3auety 1-
COKpAIlIeHHsI | KOHTPOJIb, XpaHEHUE JIOKYMCHTOB, HOMEHKJIATYPY JIEJT; 30
JIOTUCTUYECK | YMETh: O(GOpPMIISTh JOKYMEHTAIlMI0 B COOTBETCTBUU ¢ | Bompocsr
WX pacXOJOB. | HOPMAaTUBHON  0a30i, WCHONB3ySd WH(POPMAIMOHHBIE | TECTA K

TEXHOJIOTUH; OCYILIECTBISATh aBTOMATHU3AIMIO 00padoTku | AuddepeHin
JOKYMEHTOB; YHU(HUIIUPOBATH CHCTEMBI JOKYMEHTAIUH; | HPOBAHHOM
OCYIIECTBISITh  XpaHEHHWE M  TIOUCK  JIOKYMEHTOB; | y 3audery 1-
OCYIIECTBIISITH aBTOMATHU3aIMI0 00paboTKM JTOKyMeHTOB; | 50
UCIONIb30BaTh TENEKOMMYHUKAIIMOHHBIE TEXHOJOTHU B
AIIEKTPOHHOM JJOKYMEHTO00O0pOTE.

[IK 4.1 | ITpoBOauTH 3HaTh: MOHATHUE, 1IEJIH, 3a1a41 U TPUHIUIIBI Kontponbn
KOHTPOJIb JICJIONIPOU3BOJICTBA; OCHOBHBIC TIOHATHS bl pabOTHI
BBITIOTHEHUS | TOKYMEHTAIMOHHOTO 00eCrieueHus yrnpaBiaeHus; cucteMsl | 1-3
" JOKYMEHTAI[MOHHOTO O0SCTICUCHUS YIIPaBJICHHUS, 3amanus K
IKCIIENPOBa | KJIACCU(UKAIMIO IOKYMEHTOB; TPEOOBAHUS K COCTaBICHUIO | AU depeHin
HUS 3aKa30B. | U OOPMIICHHIO JIOKYMEHTOB; OPTaHU3aIUI0 HPOBAHHOM

JOKYMEHTO00O0poTa: IpreM, 00paboTKy, perucTpaluio, y 3adery I-
KOHTPOJITb, XpaHEHHE JOKYMEHTOB, HOMEHKJIATYPY JelT; 30
yMeTb: O(OPMIIATH TOKYMEHTAIMI0O B COOTBETCTBUHM C | Bompocsl
HOpPMaTUBHOM  0a30i, HCHOIB3Yys HHPOPMAIMOHHBIE | TECTa K
TEXHOJIOTUH; OCYILIECTBISATh aBTOMATHU3AIMIO 00paboTKu | auddepeHin
JOKYMEHTOB; YHU(DHUIIUPOBATH CHCTEMbI JOKYMEHTAI[UH; | UPOBAHHOM
OCYIIECTBISITh ~ XpaHEHHWE M  TIOUCK  JIOKYMEHTOB; | y 3adery 1-
OCYIIIECTBIISATH aBTOMATHU3aIMI0 00pabOTKH JTOKyMEHTOB; | 50
WCIOJIb30BaTh TENEKOMMYHUKAIIMOHHBIE TEXHOJIOTHU B
AIIEKTPOHHOM JJOKYMEHTO00OpOTE.

[IK 4.2 | Opranu3oBsl | 3HaThb: MOHATHE, LEIH, 33141 U IPUHIUTIBI Kontponbn

BaTh IMPHUEM U

ACJIOMPONU3BOJACTBA, OCHOBHBIC ITOHATHA

ple  pabOThI




MIPOBEPKY JOKYMEHTAI[MOHHOTO O0eCTIeUeHus yrpaBieHus; cucteMbl | 1-3

TOBapOB JOKYMEHTAI[MOHHOTO O0ECTICUeHUSs! yIIPaBICHHUS, 3amanus K
(rapanTus KJIacCU(PUKAILIMIO JOKYMEHTOB; TpeOOBaHUS K cocTaBjeHuIo | nuddepenin
MOJTy4eHUS 1 0)OPMIICHHUIO TOKYMEHTOB; OPTaHU3AIIHIO HUPOBAHHOM
3aKasa, JOKYMEHTOOOOpoTa: mpreM, 00paboTKy, perucTpaluio, y 3auety 1-
MpOBEpKa KOHTPOJIb, XpaHEHUE JJOKYMEHTOB, HOMEHKJIATYPY e, 30
KauyecTBa, yMeTb: O(QOPMIIATH JIOKYMEHTAllUI0 B COOTBETCTBUHU C | Bompockr
MOATBEPIKIICH | HOPMAaTUBHON  0a30ii, UWCHONB3YyS WH(POPMAIMOHHBIE | TECTA K
ue TEXHOJIOTHH; OCYIIECTBIATh aBTOMATH3alMI0 00paboTKu | nuddepeHi
MOJTy4eHUS JOKYMEHTOB; YHHU(UIIUPOBATH CHCTEMbI JOKYMEHTAIMH; | UPOBAHHOM
3aKa3aHHOTO | OCYHIECTBJIATH  XpaHEHWE W  IOHCK  JOKYMEHTOB; | y 3adery I-
KOJIMYECTBA, | OCYHIECTBJIATH aBTOMATH3AIMI0 O0padOTKH JOKyMeHTOB; | 50
oopmIIeHHE | UCIOJIb30BAaTh TEIEKOMMYHUKAIIMOHHBIE TEXHOJOTUU B

Ha 3JIEKTPOHHOM JIOKYyMEHTO000pOTE.

MOJIy4eHUuEe U

pETHCTpAIIIIO

CBIPbS);

KOHTPOJIHPOB

aThb  OIIaTy

MTOCTABOK

IIK 4.3 | [loxOupate u | 3HATh. MOHATHE, LIEIH, 3aa91 U TPHUHIIATIBI KonTposnbn
aHAIM3UPOBA | JEIIONPOU3BOJICTBA; OCHOBHBIC TIOHSTHS bl pabOTHI
Th OCHOBHBIE | JIOKYMEHTALIMOHHOTO 0OecIeYeHusl yIpaBieHus; cuctembl | 1-3
KpUTEpHUU JOKYMEHTAI[MOHHOTO O0CSCTICUCHUS YIIPaBJICHHUS, 3amanus K
OLICHKHU KJIacCU(UKALIUIO TOKYMEHTOB; TPeOOBAaHUS K COCTaBIIEHUIO | AU depeHit
peHTabeIbHO | ¥ 0(OPMIICHHIO JOKYMEHTOB; OpraHU3aIHIO UPOBAHHOM
CTH  CHUCTEM | JOKYMEHT0O0OOpoOTa: mpreM, 00paboTKy, perUCTPAIIHIO, y 3auety 1-
CKJIQJIMPOBAH | KOHTPOJIb, XpaHEHUE JIOKYMEHTOB, HOMEHKIIATYPY eI, 30
us, yMeTb: O(OPMIIATH TOKYMEHTAIMI0O B COOTBETCTBUHM C | Bompocsl
TPAHCIIOPTHP | HOPMATHBHOW  0a30#l, HWCIONB3ys HWH(OPMAIMOHHBIC | TeCTa K
OBKH. TEXHOJIOTUH; OCYILIECTBISATh aBTOMATHU3AIMIO 00padoTku | AuddepeHi

JOKYMEHTOB; YHHU(PHUIIUPOBATH CHCTEMBbI JOKYMEHTAIUH; | HPOBAHHOM
OCYIIECTBISITh  XpaHEHWE M  TOMCK  JOKYMEHTOB; | y 3auery 1-
OCYIIECTBIISTH aBTOMATHU3aIMI0 00pabOTKH TOKyMEHTOB; | 50
UCIONIb30BaTh TENEKOMMYHUKAIIMOHHBIE TEXHOJOTHU B
AJIEKTPOHHOM JIOKYMEHTO000pOTE.

[IK 4.4 | Onpenenars | 3HaTh: MOHATHE, LETH, 33a41 U IPUHLIUIIBI Kontponbn
KpUTEPHH JICIIOTIPOU3BOJICTBA; OCHOBHBIC TIOHSTHS bl pabOTHI
ONTUMAJBHOC | JTOKYMEHTAIMOHHOTO O0eCTieueHus ypaBieHus; cuctemMbl | 1-3
™ JOKYMEHTAIMOHHOTO O0CSCTICUEHUSI YIIPaBJICHHUS, 3amaHus K
(GYHKIMOHMD | KIacCU(PUKAIMIO TOKYMEHTOB; TpeOOBaHMS K COCTABJICHUIO | Tu(depeHIy
OBaHHS 1 0pOPMIICHHUIO TOKYMEHTOB; OPTaHU3AIIHIO HPOBAHHOM
MOJIpa3JelieH | TOKyMEHTO000poTa: MpueM, 00paboTKy, perucTpaluio, y 3adery I-
usi (ydacTka) | KOHTPOJIb, XpaHEHHE JOKYMEHTOB, HOMEHKJIATYPY JelT; 30
JIOTUCTUYECK | YMETh: OQOPMIISITh JOKYMEHTAIIMI0 B COOTBETCTBUU ¢ | Bompockr
O CUCTEMBI C | HOpPMAaTUBHOM  0a30i, HCHOJB3Yys HHPOPMAIMOHHBIE | TECTa K
y4eTOM TEXHOJIOTUH; OCYIIECTBISATh aBTOMATHU3AIMIO 00paboTKH | AuddepeHin
Tenei U | JOKYMEHTOB; YHH(DHUIIUPOBATH CHCTEMbI JOKYMEHTAI[UH; | HPOBAHHOM
3amaqy OCYIIECTBISITh ~ XpaHEHHWE M  TIOUCK  JIOKYMEHTOB; | y 3adery 1-
OpraHU3alMK | OCYIIECTBIIATh aBTOMATH3alMI0 00pabOTKH TOKyMEHTOB; | 50
B I[EJIOM. UCIOJIb30BaTh TEIEKOMMYHUKAIIMOHHBIC TEXHOJOTHUU B

AJIEKTPOHHOM JIOKYMEHTO000pOTE.







MUHMCTEPCTBO HAYKH 1 BBICILIEI'O OBPA3OBAHMS POCCUMCKOM ®EIEPALIN
HabepexxnouenHuHCKU HHCTUTYT (puiuan) geneparbHOToO rocy1apcTBEHHOIO aBTOHOMHOTO
00pa30BaTEILHOTO YUPEXKIEHUS BBICIIEI0 00pa30BaHMs
«Kazanckwuii (IIpuBomxckuii) ¢penepaabHbI YHUBEPCUTET

NHXKeHepHO-3KOHOMUYECKUN KOJIIEIK

Tema 2. CucremMbl JOKYMEHTAIIMOHHOTO o0ecnevyeHus YIPaBJeHUsl U UX aBTOMATH3ALMU S

KommnuiekT 3axanuii 1Ji1 KOHTPOJIbHOI padoTsI 1
OI1.04 «/lokymMeHTallHOHHOE o0ecneyeHne yIpaBJIeHUus»
(OK-2, OK-4, OK-5, IIK 1.1, [IK 1.2, [IK 1.3, [IK 1.4, [IK 1.5, [1IK 2.1, [1K 2.2, [1K 2.3, [1K 2.4,
MK 3.1 11K 3.2, 11K 3.3, 11K 3.4, 11K 4.1, [IK 4.2, TIK 4.3, [IK 4.4)

BapuanTt 1

1 [loHATHE PEKBU3UTA U UX OTHCAHHE
Bapuanr 2

1 TpeGoBanus k O1aHKaM JOKYMEHTOB

Tema 3. Kinaccudukanusi 1okymMeHTOB. TpedoBaHUs K COCTABJIEHHIO U 0()OPMIIEHHIO
JOKYMEHTOB

KoMnuiekT 3aianuii 1J1si KOHTPOJIbHOW PadoThl 2
OI1.04 «/lokymMeHTallMOHHOE o0ecneYyeHne YIpaBJIeHUus»
(OK-2, OK-4, OK-5, IIK 1.1, [IK 1.2, [IK 1.3, [IK 1.4, [IK 1.5, [IK 2.1, [1K 2.2, 1K 2.3, [1K 2.4,
[MIK 3.1 1K 3.2, [IK 3.3, [1K 3.4, TIK 4.1, [IK 4.2, IIK 4.3, [IK 4.4)

Bapmuanr 1
OcHoOBHbIE CBOWCTBA U MPU3HAKHU TIOKYMEHTA.
2. Knaccudukanus JOKYMEHTOB NO pa3iM4HbIM Npu3HakaM. HaunGonee ymorpeOHTEnbHBIE

BHJIBI KJIaCCU(DUKAIUH.

=

3. Krnaccudukanus 10KyMEHTOB 10 XapakTepy WH(GOPMAIIMOHHBIX CBA3EH MpeANpHUTHS.
4. Knaccudukamus ynpaBieHYeCKUX JOKYMEHTOB MO (YHKIIMOHAIbHOMY Ha3HAYEHHUIO.
5. Knaccudukanus 10KyMEHTOB IO COJIEPKAHUIO.

Bapuanr 2
1. Knaccugukanus 1T0KyMEHTOB IO THITY HOCUTENEH.
2. OCHOBHBIE HAaIPaBJICHUS COBEPIICHCTBOBAHUS PAOOTHI C JIOKYMEHTAMH.

3.  VYauduuupoBaHHas dopma JOKYMEHTA. Dopmymsap JOKYMEHTA.
PernmameHranus 1e10npon3BoCTBA.

4. Yuudukanys U CTaHJapTH3aMI JOKYMEHTOB.

3akoHOJaTeNbHbIE U IPABOBbIE aKTaM B chepe MHPOpMAIIUU U TOKYMEHTAIUH.

o

Tema 4. Opranusanusi padoTsl ¢ JIOKYyMeHTAMH

KommuiekT 3a1aHuii 1J1si KOHTPOJIbHOI pa6oThI 3
OI1.04 «/lokymMeHTallHOHHOE o0ecneYyeHne yIpaBJIeHUusD
(OK-2, OK-4, OK-5, TIK 1.1, TIK 1.2, TIK 1.3, T[IK 1.4, TIK 1.5, TIK 2.1, [IK 2.2, T1K 2.3, TIK 2.4,
MK 3.1 1K 3.2, 11K 3.3, 11K 3.4, TIK 4.1, [IK 4.2, TIK 4.3, [IK 4.4)
Bapmuanr 1
1) Ha kakue MOTOKH JCIUTCS TOKYyMEHTOOOOPOT:
1. Bxomamue
2. Hcxopnsmime
3. Buemrnue



3)

1)

2)

3)

4. BuHyTpeHHHE

I'e perucTpupyroTcs JOKYMEHTBI:

1. B cnenunanbHOM 00111€M KypHAJIe
2. B xypHasie BXOIAIINX JOKYMEHTOB

3. B xypHase ucXoaammx JOKYMEHTOB.
CKOJIBKO HEOOXOTUMO XPAHUTh JTOKYMEHTHI Ha MIPEIIPUATHH:

1. 3rona
2. Smer
3. 70 mer.

4. 'V xaxa0ro BUJa JI0KyMEHTa CBOU CPOKHU.
Bapuant 2
Jli1g yero HeoOX0AUM KOHTPOJIb UCIIOJIHEHUS JOKYMEHTOB:

1. JInsg ka4yecTBEHHOT'O UCIIOJTHEHUS
2. Jlns HakaszaHwsl, B CIydae Heyaauu
3. Jlusg oTyeTHOCTH

4. Jlns mopsiika

I'e perucTpupyroTcsi JOKYMEHTBHI:

1. B cneunanbHOM 00111€M KypHaJe
2. B xypHasie BXOASIIUX JOKYMEHTOB

3. B xypHasie HCXOIAMIUX JOKYMEHTOB.
[Toyemy XpaHAT JOKYMEHTBI JUIMTEILHOE BPEMSL:

1. Jlyist BOCCTaHOBIICHUS COOBITHI

. I[J'ISI HCIIOJB30BaHMA OCHHOI'O OIIbITa

2
3. Ha mamarts o mroaax
4. Jlns moKa3aTeIbCTB B CY/IE.

Kpurepun onenkn:

Kputepun onieHuBaHus pe3yabTaToB 00yueHUs

(6asnb)
«HEYJIOB
JIETBOPUT («YAOBJICTBO «XOpOIIO» | «OTINIHO
PUTETHHOY
€JIBHO»
Komiie [kputepu | [kputepuu | [kputepuu | [kpuTepun
S— [Tnanupyemble pe3yabTaTbl OOy4eHUs | u BBICTABJICHU | BBHICTABJICH | BBHICTABIICHHS
BBICTABJI | S OI[CHKH Usl OLIEHKH | OIIEHKH
SHUS «yIIOBJIETBO | «XOPOLIO»]| | «OTIIMYHO»]
OLICHKH PUTEITHHOY |
«HEYJIOB
JIETBOPUT
€IbHOY |
3HATH:
- TIOHSTHE, LIEJH, 33]]a9d U TPHHITUTIBI
JIeTIOTIPOU3BOICTBA; TemoncTpu
- OCHOBHBIE nonsatus | He 3naer 3HaeT JlemoHCTpH-
JTOKYMEHTallMoOHHOro  obecneuenus | Jlomycka qac-fp};:zme JOCTaTOYH pyet
OK 2 YIIPABJICHHUS, erT 6 OB BBICOKUH
- CHCTEeMBl  JIOKyMEHTAaIlMOHHOTO | IpyObIe SHAHIL O3 | 5a3080M YPOBEHb
obecrieueHns yIpaBieHUs; OIMOKHU rpyopIx 00BéMe 3HAHUI
- KJIJacCCU(PMKALIMIO JOKYMEHTOB; oumooK
- TpeOOBaHUS K COCTaBJICHUIO U
0()OPMIICHUIO TOKYMEHTOB;




- OpraHM3aLHUIO JOKYMEHT0000pOoTa:
- mpueM, 00paboTKy, pPErucTpauuio,

KOHTPOJb, XpaHEHHE JIOKYMEHTOB,
HOMEHKJIATYPY JIET;
yMeTh:
- obopMIATH JOKYMEHTAlMIO B
COOTBETCTBUM C HOPMAaTMBHOI 0azoM,
UCIIOJIB3YS nH(pOpMaLMOHHbBIE He
TEXHOJIOTHH; yMeeT
- ocymecTBIATh  aBromaruzanuio | JlemoHct | JlemoHcTpu Ymeer
00paboTKU JOKYMEHTOB; pHu-pyeT pyet MIPUMCHSITh JlemoHcTpH-
- YHUPUIIUPOBATH CUCTEMbI | YAaCTH4YH | YaCTH4YHbIE | 3HAHHUA Ha pyer
JOKYMEHTAIHH; bIC yMeHus 0e3 | mpakTUukKe B BRICOKHH
- OCYUIECTBIIAITh XpPaHEHHE U IOHCK | YMEHHUs, rpyObIX 06a30BOM YpoBeitb
JIOKYMEHTOB; JOTTyCcKa OIHOO0K 00BEMeE YMCHIH
- OCYIIECTBISITh  AaBTOMATHU3AIMIO | sl TPyObIe
00pabOTKH JOKYMEHTOB; OIINOKH
- HCIOJIb30BAaTh
TEJICeKOMMYHUKAIIMOHHBIE TEXHOJIOTUU
B DJIEKTPOHHOM JIOKYMEHTO000pOTE;
3HATH:
- TIOHATHE, LENH, 33/1a4U U PUHIIUIIBI
JIeJIONPOU3BO/ICTBA;
- OCHOBHBIE MOHSITUSA
JOKYMEHTAI[HOHHOTO  OOecreueHHs
JlemoHCTpH
yIpaBJICHHUS; He 3naer 3Haer JleMoHCTpU-
- CHCTEeMBI  JIOKyMEHTaluoHHOro | Jlomycka byer JOCTaTOYH pyer
o0ecrieyeHus yrpaBiIeHMs; er HACTITABIC 0B BBICOKUI
3HaHus 6e3

- KJ1accu(UKaILMIO IOKYMEHTOB; rpyobie DVEBIX 06a30BOM YpOBEHb
- TpeOOBaHUS K COCTABICHUIO U | OLIMOKHU oﬁlyn601< 00BEMe 3HaAHUHN
0(pOPMIIEHHUIO IOKYMEHTOB;
- OpraHM3aLUI0 JOKYMEHT0000pOTa:
- mpueMm, 00pabOTKy, pErucTpaluio,
KOHTpOJIb, XpaHEHUE JOKYMEHTOB,
HOMEHKJIATYpY JIeT;

OK4 | ymern:
- opopMIATH  JTOKYMEHTallUI0 B
COOTBETCTBUHM C HOPMAaTUBHOU 0a3oii,
UCTIONB3YS WH(POPMAIMOHHEIE He
TEXHOJIOTUH; yMeeT
- OCYWIECTBJIATh  aBToMartuzanuio | JlemMoncrt | JleMoHCTpH Ymeer
00pabOTKH JOKYMEHTOB; pHu-pyeT pyet MIPUMEHSITh JlemoHcTpH-
- YHH(DUTIUPOBATH CHCTEMBI | YaCTHYH | YaCTWYHbBIC | 3HAHHS Ha pyer
JOKYMEHTAIIH; bIe yMeHus 0e3 | mpakTuKe B BRICORHH
- OCYILECTBIIATh XPAHEHWE W IIOWCK | YMEHWUS, rpyObIX 6a30BOM YPOBCHS
JOKYMEHTOB; J0IycKa o1InOoK 00BEMe yMeHHH
- OCYIIECTBJISITH ~ aBTOMATHU3AIUIO | s TpyOBIe
00pabOTKH JOKYMEHTOB; OLIMOKH
- WCTIOJH30BATh

TCIICKOMMYHUKAIITMOHHBIC TCXHOJIOTHHU
B DJIEKTPOHHOM JIOKYMEHTO000pOTE;




3HATDh.
- IIOHATHC, LICJIN, 3ala4U U IPUHIHUTIBL

JIeJIONPOU3BO/ICTBA;
- OCHOBHBIE TIOHSITUS
JOKYMEHTAIlMOHHOTO  o0ecreyeHus
) JemoHcTpu
yIIpaBJICHUS; He 3naer 3HaeT JleMoHCTpH-
- cucTeMbl  JOKyMeHTanuoHHoro | [lomycka pyer JOCTaTOYH pyer
o0ecrieyeHus yrpaBieHs; eT HACTHHIHBIC OB BBICOKHIA
- KIaccuUKAIUIO JJOKYMEHTOB; rpyobIe suanms 6es 0a30BOM YPOBEHb
- TpeOOBaHUS K COCTABJIICHUIO U | OLIMOKHU rpyOpIX 00BEME 3HAHUI
0 OpPMIIEHHUIO TOKYMEHTOB; oumooK
- OpraHu3aLuo JOKyMEHT0000poTa:
- mpueMm, 00pabOTKy, perucTparuio,
KOHTPOJb, XpaHEHHE JOKYMEHTOB,
HOMEHKJIATYPY JIeT;
OK5 | ymers:
- ohopMIATH  JOKYMEHTAIMIO B
COOTBETCTBHHM C HOPMAaTHUBHOU 0a30ii,
UCIIOJNB3YS uH(pOpMalMOHHbIE He
TEXHOJIOTHUH; yMeeT
- ocymecTBisATh  aBromaruzanuio | JlemoHct | JemoHcTpu Ymeer
00pabOTKH JOKYMEHTOB; pu-pyer pyer PUMCHSITH Jlemoncrpu-
- YHUPUIIIPOBATH CUCTEMBI | YAaCTHYH | YaCTHYHbIE | 3HAHUA Ha pyer
JOKYMEHTAITIH; bIC yMeHHsI 0€3 | MPaKTUKE B BbICORIH
- OCYUIECTBIISAITh XpPaHEHHE U MOHCK | YMEHHUs, rpyObIX 6a3oBoM ypoBetb
JIOKYMEHTOB; JOTycKa OIHO0K 00BEMeE yMeHun
- OCYIIECTBISITH  aBTOMATHU3AIMIO | sl TPyObIe
00pabOTKH JOKYMEHTOB; OLINOKHU
- HCIOJIb30BaTh
TEJICKOMMYHUKAIIMOHHBIE TEXHOJOTUH
B DJIEKTPOHHOM JIOKYMEHTO000pOTE;
3HATh.
- TIOHATHE, [EJH, 33/1a9U U IPUHITAITHI
JIeTIOTIPOU3BOICTBA;
- OCHOBHEBIE TIOHSITHS
JOKYMEHTAI[MOHHOTO  OOecreueHwHs
. JemoHncTpu
yIpaBJICHHUS; He 3naer 3Haer JleMoHCTpU-
- CHCTeMBI  JOKyMEHTalmoHHoro | [lomycka pyer JOCTaTOYH pyer
obecrnieueHus yrpaBIeHUS; eT HACTHHHDIC 0B BBICOKHIA
- KaccuUKAIUIO JOKYMEHTOB; rpyobIe 3uamii oes3 6a30BOM YPOBEHB
- TpeOOBaHMS K COCTABJICHUIO U | OLIMOKHU rpyopIx 00BEMeE 3HaHUUN
o1InOoK
IIK 1.1 | odbopmiIeHHIO JOKYMEHTOB;
- OpraHM3aLUI0 JOKYMEHT0000pOoTa:
- mpueMm, 00pabOTKy, pErucTparuio,
KOHTPOJb, XpaHEHUE JIOKYMEHTOB,
HOMEHKJIATYpY JIeT;
yMeTh: He [emoncTpu YmMmeer
- ohopMIATh JAOKYMEHTAIlMI0 B | YyMeeT pyer MIPUMEHSITh JlemoHcTpH-
COOTBETCTBHUH C HOPMAaTWBHOW 0a30H, | JIEMOHCT | 4acTHYHBIC | 3HAHHS Ha pyer N
HCTIONB3YS nH(OpMaLMOHHBIC | PU-pYET | yMeHHs 0e3 | MpakTUKE B BRICOKHH
TEXHOJIOTHH; YaCTUYH rpyOBIX 6a30BoM ypoberth
- OCYIIECTBISITH  ABTOMATH3AIHIO (S o1nOOoK 00BEMe YMCHIH




00pabOTKH JOKYMEHTOB; YMEHHSI,
- YHUPHUITPOBATH CHUCTEMBI | JIOITyCKa
JOKYMEHTAIUU; s rpyObIe
- OCYLIECTBJISAITh XPAaHEHHE M IIOMCK | OLIMOKHU
JIOKYMEHTOB;
- OCYILECTBISATH  ABTOMAaTHU3ALUIO
00paboOTKU JOKYMEHTOB;
- HCII0JIb30BATh
TEJIEKOMMYHUKAIIUOHHBIE TEXHOJOTHH
B DJIEKTPOHHOM JIOKYMEHTO000pOTE;
3HATh:
- IIOHATHUE, €U, 3a/1a41 U TIPHUHLIUIIBI
JIEJIONPOU3BO/ICTBA;
- OCHOBHBIE MOHATUSA
JOKYMEHTAI[HOHHOTO  OOecreueHHs
JlemoHCTpH
YIPABIICHHUS; He 3naer 3HaeT HemoncTpu-
- cucTeMbl  JOKyMeHTanuoHHoro | [lomycka “pyer JIOCTaTOYH pyer
o0ecrieueHus yrnpaBIeHUs; eT HACTHHHPIC 0B BBICOKUM
3HaHus 0e3
- KJ1acCU(UKAILIMIO IOKYMEHTOB; rpyobie 6a3oBoM YPOBEHb
- TpeOoOBaHHMS K COCTABICHHIO U | OIIMOKHU rpyOpIx 00BéMeE 3HaHUHI
0 OpPMIIEHHUIO TOKYMEHTOB; ommooK
- OpraHu3aLuo JOKYyMEHTO000poTa:
- npueMm, 00paboTKy, pPETUCTpaluio,
KOHTPOJb, XpaHEHHE JOKYMEHTOB,
HOMEHKJIATypYy A€,
K 1.2 | ymern:
- opopMIATH  JTOKYMEHTAllUI0 B
COOTBETCTBUM C HOPMAaTUBHOU 0a3oi,
UCIOJIB3YS nH(pOpMaLlOHHbIE He
TEXHOJIOTUH; yMeeT
- OCYWECTBJIATh  aBToMaTru3auuio | JlemoHcrt | JlemMoHCTpH Ymeer
00paboTKH JOKYMEHTOB; pu-pyer pyer NPUMEHSATH Hlemoncrpn-
- YHUPHUIUPOBATH CUCTEMBI | YAaCTHYH | YacCTHYHBIE | 3HAHUS Ha pyer
JOKYMEHTAIUH; bIE yMeHus 0e3 | mpakTuKe B BRICOKHH
- OCYILECTBIIATH XPAHEHHE W IIOWCK | YMEHWUS, rpyObIX 06a30BOM YPOBCHS
JIOKYMEHTOB; JIOTTyCcKa OIHOO0K 00BEMe yMeHun
- OCYUIECTBJIATh  aBTOMATHU3aIUIO | s IpyObIe
00pabOTKU JOKYMEHTOB; OIMOKHU
- HCII0JIb30BATh
TEJIEeKOMMYHUKALMOHHBIE TEXHOJIOTUU
B DJIEKTPOHHOM JIOKYMEHTO000pOTE;
3HATh!.
- TIOHATHE, LENH, 331a4U U IPUHIUITBI
JIEJIONPOU3BO/ICTBA; JlemoHCTpH
- OCHOBHBIE nonsatus | He 3naer 3HaeT HemoncTpu-
JTOKYMEHTallMoOHHOro  obecneuenus | Jlomycka qac-fp};:;me JOCTaTOYH pyer
[IK 1.3 | ynpaBnenus; erT OB BBICOKHM
- CHCTEeMBl  JIOKyMEHTAaIlMOHHOTO | IpyObIe 3Hanms 0es 6a30BOM YPOBEHb
obecrieueHns yIpaBieHUs; OIMOKHU rpyopIx 00BéMe 3HAHUI
o1InOoK

- KJ1acCU(DUKAIHIO IOKYMEHTOB;
- TpeOOBaHUS K COCTaBJICHUIO U
0()OPMIICHUIO TOKYMEHTOB;




- OpraHM3aLHUIO JOKYMEHT0000pOoTa:
- mpueM, 00paboTKy, pPErucTpauuio,

KOHTPOJb, XpaHEHHE JOKYMEHTOB,
HOMEHKJIATYPY JIET;
yMeTh:
- obopMIATH JOKYMEHTAlMIO B
COOTBETCTBUHM C HOPMAaTUBHOU 0a3oii,
UCIIOJIB3YS nH(pOpMaLMOHHbBIE He
TEXHOJIOTHH; yMeeT
- ocymecTBIATh  aBromaruzanuio | JlemoHct | JlemoHcTpu Ymeer
00paboTKU JOKYMEHTOB; pHu-pyeT pyet MIPUMCHSITh JlemoHcTpH-
- YHU(PUIUPOBATH CUCTEMbI | YAaCTHYH | YaCTH4YHbIE | 3HAHHUA Ha pyer
JOKYMEHTAIHH; bIC yMeHus 0e3 | mpakTUukKe B BRICOKHH
- OCYUIECTBIIAITh XpPaHEHHE U IOHCK | YMEHHUs, rpyObIX 06a30BOM YpoBeitb
JIOKYMEHTOB; JOTTyCcKa OIHOO0K 00BEMeE YMCHIH
- OCYIIECTBISITh  AaBTOMATHU3AIMIO | sl TPyObIe
00pabOTKH JOKYMEHTOB; OIINOKH
- HCIOJIb30BAaTh
TEJICKOMMYHUKALIMOHHBIE TEXHOJIOTUU
B DJIEKTPOHHOM JIOKYMEHTO000pOTE;
3HATH:
- TIOHATHE, LENH, 33/1a4U U PUHIIUIIBI
JIeJIONPOU3BO/ICTBA;
- OCHOBHBIE MOHSITUSA
JOKYMEHTAI[MOHHOTO  oOecredeHus
JlemoHCTpH
yIpaBJICHHUS; He 3naer 3Haer JleMoHCTpU-
- CHCTEeMBI  JIOKyMEHTaluoHHOro | Jlomycka byer JOCTaTOYH pyer
o0ecrieyeHus yrpaBiIeHMs; er HACTITABIC 0B BBICOKUI
3HaHus 6e3

- KJ1accu(UKaILMIO IOKYMEHTOB; rpyobie DVEBIX 06a30BOM YpOBEHb
- TpeOOBaHUS K COCTABICHUIO U | OLIMOKHU oﬁlyn601< 00BEMe 3HaAHUHN
0(pOPMIIEHHUIO IOKYMEHTOB;
- OpraHM3aLUI0 JOKYMEHT0000pOTa:
- mpueMm, 00pabOTKy, pErucTpaluio,
KOHTpOJIb, XpaHEHUE JOKYMEHTOB,
HOMEHKJIATYpY JIeT;

IIK 1.4 | ymern:
- opopMIATH  JTOKYMEHTallUI0 B
COOTBETCTBUHM C HOPMAaTUBHOU 0a3oii,
UCTIONB3YS UHPOPMAIIMOHHBIE He
TEXHOJIOTUH; yMeeT
- OCYWIECTBJIATh  aBToMartuzanuio | JlemMoncrt | JleMoHCTpH Ymeer
00pabOTKH JOKYMEHTOB; pHu-pyeT pyet MIPUMEHSITh JlemoHcTpH-
- YHH(DUTIUPOBATH CHCTEMBI | YaCTHYH | YaCTWYHbBIC | 3HAHHS Ha pyer
JOKYMEHTAIIH; bIe yMeHus 0e3 | mpakTuKe B BRICORHH
- OCYILECTBIIATh XPAHEHWE W IIOWCK | YMEHWUS, rpyObIX 6a30BOM YPOBCHS
JOKYMEHTOB; J0IycKa o1InOoK 00BEMe yMeHHH
- OCYIIECTBJISITH ~ aBTOMATHU3AIUIO | s TpyOBIe
00pabOTKH JOKYMEHTOB; OLIMOKH
- WCTIOJH30BATh

TCIICKOMMYHUKAIITMOHHBIC TCXHOJIOTHHU
B DJIEKTPOHHOM JIOKYMEHTO000pOTE;




3HATDh.
- IIOHATHC, LICJIN, 3a]a4Y1 U IIPUHIIUTIBL

JIeJIONPOU3BO/ICTBA;
- OCHOBHBIE TIOHSITUS
JOKYMEHTAIlMOHHOTO  o0ecreyeHus
) JemoHcTpu
yIIpaBJICHUS; He 3naer 3HaeT JleMoHCTpH-
- cucTeMbl  JOKyMeHTanuoHHoro | [lomycka pyer JOCTaTOYH pyer
o0ecrieyeHus yrpaBlIeHHs; eT HACTHHIHBIC OB BBICOKHIA
- KIaccuUKAIUIO JJOKYMEHTOB; rpyobIe suanms 6es 0a30BOM YPOBEHb
- TpeOOBaHUS K COCTABJIICHUIO U | OLIMOKHU rpyOpIX 00BEME 3HAHUI
0 OpPMIIEHHUIO TOKYMEHTOB; oumooK
- OpraHM3aLHUI0 JOKYMEHTO000pOTa:
- mpueMm, 00pabOTKy, perucTparuio,
KOHTPOJb, XpaHEHHE JOKYMEHTOB,
HOMEHKJIATYPY JIeT;
K 1.5 | ymern:
- ohopMIATH  JOKYMEHTAIMIO B
COOTBETCTBHHM C HOPMAaTHUBHOU 0a30ii,
UCIIOJNB3YS uH(pOpMalMOHHbIE He
TEXHOJIOTHUH; yMeeT
- ocymecTBisATh  aBromaruzanuio | JlemoHct | JemoHcTpu Ymeer
00pabOTKH JOKYMEHTOB; pu-pyer pyer PUMCHSITH Jlemoncrpu-
- YHUPUIIIPOBATH CUCTEMBI | YAaCTHYH | YaCTHYHbIE | 3HAHUA Ha pyer
JOKYMEHTAITIH; bIC yMeHHsI 0€3 | MPaKTUKE B BbICORIH
- OCYUIECTBIISAITh XpPaHEHHE U MOHCK | YMEHHUs, rpyObIX 6a3oBoM ypoBetb
JIOKYMEHTOB; JOTycKa OIHO0K 00BEMeE yMeHun
- OCYIIECTBISITH  aBTOMATHU3AIUIO | s TPyObIe
00pabOTKH JOKYMEHTOB; OLINOKHU
- HCIOJIb30BaTh
TEJICKOMMYHUKAIIMOHHBIE TEXHOJOTUH
B DJIEKTPOHHOM JIOKYMEHTO000pOTE;
3HATh.
- TIOHATHE, [EJH, 33/1a9U U IPUHITAITHI
JIeTIOTIPOU3BOICTBA;
- OCHOBHEBIE TIOHSITHS
JOKYMEHTAI[MOHHOTO  OOecreueHHs
. JemoHncTpu
yIpaBJICHHUS; He 3naer 3Haer JleMoHCTpU-
- CHCTeMBI  JOKyMEHTalmoHHoro | [lomycka pyer JOCTaTOYH pyer
obecrnieueHus yrpaBIeHUS; eT HACTHHHDIC 0B BBICOKHIA
- KIaccuUKAIUIO JJOKYMEHTOB; rpyobIe 3uamii oes3 6a30BOM YPOBEHB
- TpeOOBaHMS K COCTABJICHUIO U | OLIMOKHU rpyopIx 00BEMeE 3HaHUUN
o1InOoK
IIK 2.1 | odbopmIiIeHHIO JOKYMEHTOB;
- OpraHM3aLUI0 JOKYMEHT0000pOoTa:
- mpueMm, 00pabOTKy, pErucTparuio,
KOHTPOJb, XpaHEHHE JOKYMEHTOB,
HOMEHKJIATYpY JIeT;
yMeTh: He [emoncTpH YmMmeer
- ohopMIATh JAOKYMEHTAIlMI0 B | YyMeeT pyer MIPUMEHSITh JlemoHcTpH-
COOTBETCTBHUH C HOPMAaTWBHOW 0a30H, | JIEMOHCT | 4acTHYHBIC | 3HAHHS Ha pyer N
UCTIONB3YS uH(OpMALMOHHBIC | PU-pYET | yMeHHs 0e3 | MpakTUKE B BRICOKHH
TEXHOJIOTHH; YaCTUYH rpyOBIX 6a30BoM ypoberth
- OCYIIECTBISITH  ABTOMATH3AIHIO (S o1nOOoK 00BEMe YMCHIH




00pabOTKH JOKYMEHTOB; YMEHHSI,
- YHUPHUITPOBATH CHUCTEMBI | JIOITyCKa
JOKYMEHTAIUU; s rpyObIe
- OCYLIECTBJISAITh XPAaHEHHE M IIOMCK | OLIMOKHU
JIOKYMEHTOB;
- OCYILECTBISATH  ABTOMAaTHU3ALUIO
00paboOTKU JOKYMEHTOB;
- HCII0JIb30BATh
TEJIEKOMMYHUKAIIMOHHBIE TEXHOJOTUU
B DJIEKTPOHHOM JIOKYMEHTO000pOTE;
3HATh:
- IIOHATHUE, €U, 3a/1a41 U TIPHUHLIUIIBI
JIEJIONPOU3BO/ICTBA;
- OCHOBHBIE MOHATUSA
JOKYMEHTAI[HOHHOTO  OOecreueHHs
JlemoHCTpH
YIPABIICHHUS; He 3naer 3HaeT HemoncTpu-
- cucTeMbl  JOKyMeHTanuoHHoro | [lomycka “pyer JIOCTaTOYH pyer
o0ecrieueHus yrnpaBIeHUs; eT HACTHHHPIC 0B BBICOKUM
3HaHus 0e3
- KJ1acCU(UKAILIMIO IOKYMEHTOB; rpyobie 6a3oBoM YPOBEHb
- TpeOoOBaHHMS K COCTABICHHIO U | OIIMOKHU rpyOpIx 00BéMeE 3HaHUHN
0 OpPMIIEHHUIO TOKYMEHTOB; ommooK
- OpraHu3aLuIo JOKYMEHTO000poTa:
- npueMm, 00paboTKy, pPETUCTpaluio,
KOHTPOJb, XpaHEHHE JOKYMEHTOB,
HOMEHKJIATypYy A€,
IIK 2.2 | ymern:
- opopMIATH  JTOKYMEHTAllUI0 B
COOTBETCTBUM C HOPMAaTUBHOU 0a3oi,
UCIOJIB3YS nH(pOpMaLlOHHbIE He
TEXHOJIOTHH, yMeeT
- OCYWECTBJIATh  aBToMaTru3auuio | JlemoHcrt | JlemMoHCTpH Ymeer
00paboTKH JOKYMEHTOB; pu-pyer pyer NPUMEHSATH Hlemoncrpn-
- YHUPHUIUPOBATH CUCTEMBI | YAaCTHUYH | YaCTHYHbIE | 3HaHUS Ha pyer
JOKYMEHTAIUH; bIE yMeHus 0e3 | mpakTuKe B BRICOKHH
- OCYILECTBIIATH XPAHEHHE W IIOWCK | YMEHWUS, rpyObIX 06a30BOM YPOBCHS
JIOKYMEHTOB; JIOTTyCcKa OIHOO0K 00BEMe yMeHun
- OCYUIECTBJIATH  aBTOMAaTHU3aLUIO | s IrpyObIe
00pabOTKU JOKYMEHTOB; OIMOKHU
- HCII0JIb30BATh
TEJIEeKOMMYHUKALMOHHBIE TEXHOJIOTUU
B DJIEKTPOHHOM JIOKYMEHTO000pOTE;
3HATh!.
- TIOHATHE, LEH, 33a4U U IPUHIUIIBI
JIEJIONPOU3BO/ICTBA; JlemoHCTpH
- OCHOBHBIE nonsatus | He 3naer 3HaeT HemoncTpu-
JTOKYMEHTallMoOHHOro  obecneuenus | Jlomycka qac-fp};:;me JOCTaTOYH pyer
[IK 2.3 | ynpaBnenus; erT OB BBICOKHM
- CHCTEeMBl  JIOKyMEHTAaIlMOHHOTO | IpyObIe 3Hanms 0es 6a30BOM YPOBEHb
obecrieueHns yIpaBieHUs; OIMOKHU rpyopIx 00BéMe 3HAHUI
o1InOoK

- KJ1acCU(UKAIHMIO IOKYMEHTOB;
- TpeOOBaHUS K COCTaBJICHUIO U
0()OPMIICHUIO TOKYMEHTOB;




- OpraHM3aLHUIO JOKYMEHT0000pOoTa:
- mpueM, 00paboOTKy, PErHcTpaluio,

KOHTPOJb, XpaHEHHE JOKYMEHTOB,
HOMEHKJIATYPY JIET;
yMeTh:
- ohopMIATH JOKYMEHTAIMIO B
COOTBETCTBUHM C HOPMAaTUBHOU 0a3oii,
UCIIOJIB3YS nH(pOpMaLMOHHbBIE He
TEXHOJIOTHH; yMeeT
- ocymecTBIATh  aBromaruzanuio | JlemoHct | JlemoHcTpu Ymeer
00paboTKU JOKYMEHTOB; pHu-pyeT pyet MPUMEHSTh JlemoHcTpH-
- YHUPUIIUPOBATH CUCTEMbI | YAaCTH4YH | YaCTH4YHbIE | 3HAHHUA Ha pyer
JOKYMEHTAIHH; bIC yMeHus 0e3 | mpakTUukKe B BRICOKHH
- OCYUIECTBIIAITh XpPaHEHHE U IOHCK | YMEHHUs, rpyObIX 06a30BOM YPOBCHS
JIOKYMEHTOB; JOTTyCcKa OIHOO0K 00BEMeE YMCHIH
- OCYIIECTBISITh  AaBTOMATHU3AIMIO | sl TPyObIe
00pabOTKH JOKYMEHTOB; OIINOKH
- HCIOJIb30BAaTh
TEJICKOMMYHUKALIMOHHBIE TEXHOJIOTUU
B DJIEKTPOHHOM JIOKYMEHTO000pOTE;
3HATH:
- TIOHATHE, LENH, 33/1a4U U PUHIIUIIBI
JIeJIONPOU3BO/ICTBA;
- OCHOBHBIE MOHSITUSA
JOKYMEHTAI[HOHHOTO  OOecreueHHs
JlemoHCTpH
yIpaBJICHHUS; He 3naer 3Haer JleMoHCTpU-
- CHCTEeMBI  JIOKyMEHTaluoHHOro | Jlomycka byer JOCTaTOYH pyer
o0ecrieyeHus yrpaBiIeHMs; er HACTITABIC 0B BBICOKUI
3HaHus 6e3

- KJaccuUKAIUIO JOKYMEHTOB; rpyobIe DVEBIX 6a30BOM YpOBEHb
- TpeOOBaHUS K COCTABJICHUIO U | OLIMOKHU oﬁlyn601< 00BEMe 3HaAHUHN
0(pOPMIIEHHUIO IOKYMEHTOB;
- OpraHM3aLUI0 JOKYMEHT0000pOTa:
- mpueMm, 00pabOTKy, pErucTpaluio,
KOHTpOJIb, XpaHEHUE JOKYMEHTOB,
HOMEHKJIATYpY JIeT;

IIK2.4 | ymern:
- opopMIATH  JTOKYMEHTallUI0 B
COOTBETCTBUHM C HOPMAaTUBHOU 0a3oii,
UCTIONB3YS WH(POPMAIMOHHEIE He
TEXHOJIOTUH; yMeeT
- OCYWIECTBJIATh  aBToMartuzanuio | JlemMoncrt | JleMoHCTpH Ymeer
00pabOTKH JOKYMEHTOB; pHu-pyeT pyet MIPUMEHSATh JlemoHcTpH-
- YHH(DUTIUPOBATH CHCTEMBI | YaCTHYH | YaCTWYHbBIC | 3HAHHS Ha pyer
JOKYMEHTAIIH; bIe yMeHus 0e3 | mpakTuKe B BRICORHH
- OCYIIECTBIIATH XPAHEHWE W IIOWCK | YMEHWUS, rpyObIX 6a30BOM YPOBCHS
JOKYMEHTOB; J0IycKa o1InOoK 00BEMe yMeHHH
- OCYIIECTBJISITH ~ aBTOMATHU3AIUIO | s TpyOBIe
00pabOTKH JOKYMEHTOB; OLIMOKH

- UCII0JIb30BATh
TCIICKOMMYHUKAIITMOHHBIC TCXHOJIOTHHU
B DJIEKTPOHHOM JIOKYMEHTO000pOTE;




3HATDh.
- IIOHATHC, LICJIN, 3ala4U U IPUHIHUTIBL

JIeJIONPOU3BO/ICTBA;
- OCHOBHBIE TIOHSITUS
JOKYMEHTAIlMOHHOTO  o0ecreyeHus
) JemoHcTpu
yIIpaBJICHUS; He 3naer 3HaeT JleMoHCTpH-
- cuUcTeMbl  JOKyMeHTanuoHHoro | [lomycka pyer JOCTaTOYH pyer
o0ecrieyeHus yrpaBlIeHHs; eT HACTHHIHBIC OB BBICOKHIA
- KIaccuUKAIUIO JJOKYMEHTOB; rpyobIe suanms 6es 0a30BOM YPOBEHb
- TpeOOBaHUS K COCTABJIICHUIO U | OLIMOKHU rpyOpIX 00BEME 3HAHUI
0 OpPMIIEHHUIO TOKYMEHTOB; oumooK
- OpraHu3aLuo JOKyMEHT0000poTa:
- mpueMm, 00pabOTKy, perucTparuio,
KOHTPOJb, XpaHEHHE JOKYMEHTOB,
HOMEHKJIATYPY JIeT;
K 3.1 | ymern:
- ohopMIATH  JOKYMEHTAIMIO B
COOTBETCTBHHM C HOPMAaTHUBHOU 0a30ii,
UCIIOJNB3YS uH(pOpMalMOHHbIE He
TEXHOJIOTHUH; yMeeT
- ocymecTBisATh  aBromaruzaiuio | Jlemonct | JemoncTpu Ymeer
00pabOTKH JOKYMEHTOB; pu-pyer pyer PUMCHSITH Jlemoncrpu-
- YHUPUIIIPOBATH CUCTEMBI | YAaCTHYH | YaCTHYHbIE | 3HAHUA Ha pyer
JOKYMEHTAITIH; bIC yMeHHsI 0€3 | MPaKTUKE B BbICORIH
- OCYUIECTBIISAITh XpPaHEHHE U MOHCK | YMEHHUs, rpyObIX 6a3oBoM ypoBetb
JIOKYMEHTOB; JOTycKa OIHO0K 00BEMeE yMeHun
- OCYIIECTBISITH  aBTOMATHU3AIMIO | sl TPyObIe
00pabOTKH JOKYMEHTOB; OLINOKHU
- HCIOJIb30BaTh
TEJICKOMMYHUKAIIMOHHBIE TEXHOJOTUH
B DJIEKTPOHHOM JIOKYMEHTO000pOTE;
3HATh.
- TIOHATHE, [EJH, 33/1a9U U IPUHITAITHI
JIeTIOTIPOU3BOICTBA;
- OCHOBHEBIE TIOHSITHS
JOKYMEHTAI[MOHHOTO  OOecreueHHs
. JemoHncTpu
yIpaBJICHHUS; He 3naer 3Haer JleMoHCTpU-
- CHCTeMBI  JOKyMEHTalmoHHoro | [lomycka pyer JOCTaTOYH pyer
obecrnieueHus yrpaBIeHUS; eT HACTHHHDIC 0B BBICOKHIA
- KaccuUKAIUIO JOKYMEHTOB; rpyobIe 3uamii oes3 6a30BOM YPOBEHB
- TpeOOBaHMS K COCTABJICHUIO U | OLIMOKHU rpyopIx 00BEMeE 3HaHUUN
o1InOoK
IIK 3.2 | odbopmiIeHHIO JOKYMEHTOB;
- OpraHM3aLUI0 JOKYMEHT0000pOoTa:
- mpueMm, o0pabOTKy, perucTpauio,
KOHTPOJb, XpaHEHHE JOKYMEHTOB,
HOMEHKJIATYpY JIeT;
yMeTh: He [emoncTpu YmMmeer
- ohopMIATh JAOKYMEHTAIlMI0 B | YyMeeT pyer MIPUMEHSITh JlemoHcTpH-
COOTBETCTBHH C HOPMAaTUBHOW 0a3oH, | JIEMOHCT | yacTH4YHBIC | 3HAHHS Ha pyer N
UCTIONB3YS uH(OpMALMOHHBIC | PU-pYET | yMeHHs 0e3 | MpakTUKE B BRICOKHH
TEXHOJIOTHH; YaCTUYH rpyOBIX 6a30BoM ypoberth
- OCYIIECTBISITH  ABTOMATH3AIHIO (S o1nOOoK 00BEMe YMCHIH




00pabOTKH JOKYMEHTOB; yMEHUs,
- YHUPHUITPOBATH CHUCTEMBI | JIOITyCKa
JOKYMEHTAIUU; s rpyObIe
- OCYLIECTBJISAITh XPAaHEHHE M IIOMCK | OLIMOKHU
JIOKYMEHTOB;
- OCYILECTBISATH  ABTOMAaTHU3ALUIO
00paboOTKU JOKYMEHTOB;
- HCII0JIb30BATh
TEJIEKOMMYHUKAIIMOHHBIE TEXHOJOTUU
B DJIEKTPOHHOM JIOKYMEHTO000pOTE;
3HATD:
- IIOHATHUE, €U, 3a/1a41 U TIPHUHLIUIIBI
JIEJIONPOU3BO/ICTBA;
- OCHOBHBIE MOHATUSA
JOKYMEHTAI[HOHHOTO  OOecreueHHs
JlemoHCTpH
YIPABIICHHUS; He 3naer 3HaeT HemoncTpu-
- cucTeMbl  JOKyMeHTanuoHHoro | [lomycka “pyer JIOCTaTOYH pyer
o0ecrieueHus yrnpaBIeHUs; eT HACTHHHPIC 0B BBICOKUM
3HaHus 0e3
- KJ1acCU(UKAILIMIO IOKYMEHTOB; rpyobie 6a3oBoM YPOBEHb
- TpeOOBaHMS K COCTABJIICHUIO U | OIIMOKHU rpyoBIX 00BEMeE 3HAHUI
0 OpPMIIEHHUIO TOKYMEHTOB; ommooK
- OpraHu3aLuIo JOKYMEHTO000poTa:
- npueMm, 00paboTKy, pPETUCTpaluio,
KOHTPOJb, XpaHEHHE JOKYMEHTOB,
HOMEHKJIATypYy A€,
IIK 3.3 | ymern:
- opopMIATH  JTOKYMEHTAllUI0 B
COOTBETCTBUM C HOPMAaTUBHOU 0a3oi,
UCIOJIB3YS nH(pOpMaLlOHHbIE He
TEXHOJIOTUH; yMeeT
- OCYWECTBJIATh  aBToMaTru3auuio | JlemoHcrt | JlemMoHCTpH Ymeer
00paboTKH JOKYMEHTOB; pu-pyer pyer NPUMEHSATH Hlemoncrpn-
- YHUPHUIUPOBATH CUCTEMBI | YAaCTHUYH | YaCTHYHbIE | 3HaHUS Ha pyer
JOKYMEHTAIUH; bIE yMeHus 0e3 | mpakTuKe B BRICORHH
- OCYILECTBIIATh XPAHEHUE M IIOMCK | yMEHWUS, rpyObIX 06a30BOM YPOBCHS
JIOKYMEHTOB; JIOTTyCcKa OIHOO0K 00BEMe yMeHun
- OCYUIECTBJIATH  aBTOMAaTHU3aLUIO | s IrpyObIe
00pabOTKH JOKYMEHTOB; OLINOKHU
- HCII0JIb30BATh
TEJIEeKOMMYHUKALMOHHBIE TEXHOJIOTUU
B DJIEKTPOHHOM JIOKYMEHTO000pOTE;
3HATD:
- TIOHATHE, LENH, 331a4U U IPUHIUITBI
JIEJIONPOU3BO/ICTBA; JlemoHCTpH
- OCHOBHBIE nonsatus | He 3naer 3HaeT HemoncTpu-
JTOKYMEHTallMoOHHOro  obecneuenus | Jlomycka qac-fp};:;me JOCTaTOYH pyer
IIK 3.4 | ynpaBneHus; erT OB BBICOKUH
- CHCTEeMBl  JIOKyMEHTAaIlMOHHOTO | IpyObIe 3Hanms 0es 6a30BOM YPOBEHb
obecrieueHns yIpaBieHUs; OIMOKHU rpyopIx 00BéMe 3HAHUI
o1InOoK

- KJ1acCU(UKAIHMIO IOKYMEHTOB;
- TpeOOBaHUS K COCTaBJICHUIO U
0()OPMIICHUIO TOKYMEHTOB;




- OpraHM3aLHUIO JOKYMEHT0000pOoTa:
- mpueM, 00paboTKy, pPErucTpauuio,

KOHTPOJb, XpaHEHHE JOKYMEHTOB,
HOMEHKJIATYpY JEJI;
yMeThb:
- obopMIATH JOKYMEHTAlMIO B
COOTBETCTBUHM C HOPMAaTUBHOU 0a3oii,
UCIIOJIB3YS nH(pOpMaLMOHHbBIE He
TEXHOJIOTHH; yMeeT
- ocymecTBIATh  aBromaruzanuio | JlemoHct | JlemoHcTpu Ymeer
00paboTKU JOKYMEHTOB; pu-pyer pyer MIPUMCHSITh JlemoHcTpH-
- YHUPUIIUPOBATH CUCTEMbI | YAaCTH4YH | YaCTH4YHbIE | 3HAHHUA Ha pyer
JOKYMEHTAINH; bIC yMeHHsI 0e3 | MMPaKTUKE B BRICOKHH
- OCYUIECTBIIAITh XpPaHEHHE U IOHCK | YMEHHUs, rpyObIX 6a3oBoM YpoBeitb
JIOKYMEHTOB; JOTTyCcKa OIHOO0K 00BEMeE YMCHIH
- OCYIIECTBISITh  AaBTOMATHU3AIMIO | sl TPyObIe
00pabOTKH JOKYMEHTOB; OIINOKH
- HCIOJIb30BAaTh
TEJICKOMMYHUKALIMOHHBIE TEXHOJIOTUU
B DJIEKTPOHHOM JIOKYMEHTO000pOTE;
3HATh.
- TIOHATHE, LENH, 33/1a4U U PUHIIUIIBI
JIeTIOTIPON3BOICTBA;
- OCHOBHBIE MOHSTUSA
JOKYMEHTAI[HOHHOTO  OOecreueHHs
JlemoHCTpH
yIpaBJICHHUS; He 3naer 3Haer JleMoHCTpU-
- CHCTEeMBI  JIOKyMEHTaluoHHOro | Jlomycka byer JOCTaTOYH pyer
o0ecrieyeHus yrpaBiIeHMs; eT HACTHHHPIC 0B BBICOKHIA
3HaHus 6e3

- KJ1accu(UKaILMIO IOKYMEHTOB; rpyobie DVEBIX 06a30BOM YpOBEHb
- TpeOOBaHUS K COCTABICHUIO U | OLIMOKHU oﬁlyn601< 00BEMe 3HaAHUHN
0(pOPMIIEHHUIO IOKYMEHTOB;
- OpraHM3aLUI0 JOKYMEHT0000pOTa:
- mpueMm, 00pabOTKy, pErucTpaluio,
KOHTPOJb, XpaHEHHE JIOKYMEHTOB,
HOMEHKJIATYPY JEJT;

IIK 4.1 | ymern:
- opopMIATH  JTOKYMEHTallUI0 B
COOTBETCTBHM C HOPMAaTHUBHOU 0a3oii,
UCTIONB3YS WH(POPMAIMOHHEIE He
TEXHOJIOTHUH; yMeeT
- OCYWIECTBJIATh  aBToMartuzanuio | JlemMoncrt | JleMoHCTpH Ymeer
00pabOTKH JOKYMEHTOB; pu-pyer pyer MIPUMEHSITh JlemoHcTpH-
- VHUPHUITUPOBATH CUCTEMBI | YAaCTHUYH | YaCTHYHBIC | 3HAHUS Ha pyer
JOKYMEHTAIIIH; 13 yMeHHusl 0e3 | MPaKTUKE B BRICORHH
- OCYILECTBIIATh XPAHEHWE W IIOWCK | YMEHWUS, rpyObIX 6a30BOM YPOBCHS
JOKYMEHTOB; J0IycKa o1InOoK 00BEMe yMeHHH
- OCYIIECTBJISITH ~ aBTOMATHU3AIUIO | s TpyOBIe
00pabOTKH JOKYMEHTOB; OLIMOKH
- WCTIOJH30BATh

TCIICKOMMYHUKAIIMOHHBIC TCXHOJIOTHU
B DJIEKTPOHHOM JIOKYMEHTO000pOTE;




3HATDh.
- IIOHATHC, LICJIN, 3ala4U U IPUHIHUTIBL

JIeJIONPOU3BO/ICTBA;
- OCHOBHBIE TIOHSITUS
JOKYMEHTAIlMOHHOTO  o0ecreyeHus
) JemoHcTpu
yIIpaBJICHUS; He 3naer 3HaeT JleMoHCTpH-
- cucTeMbl  JOKyMeHTanuoHHoro | [lomycka pyer JOCTaTOYH pyer
o0ecrieyeHus yrpaBlIeHHs; eT HACTHHIHBIC OB BBICOKHIA
- KIaccuUKAIUIO JJOKYMEHTOB; rpyobIe suanms 6es 0a30BOM YPOBEHb
- TpeOOBaHUS K COCTABJIICHUIO U | OLIMOKHU rpyOpIX 00BEME 3HAHUI
0 OpPMIIEHHUIO TOKYMEHTOB; oumooK
- OpraHu3aLuo JOKyMEHT0000poTa:
- mpueMm, 00pabOTKy, perucTparuio,
KOHTPOJb, XpaHEHHE JOKYMEHTOB,
HOMEHKJIATYPY JIeT;
K 4.2 | ymerb:
- ohopMIATH  JOKYMEHTAIMIO B
COOTBETCTBHHM C HOPMAaTHUBHOU 0a30ii,
UCIIOJNB3YS uH(pOpMalMOHHbIE He
TEXHOJIOTHUH; yMeeT
- ocymecTBisATh  aBromaruzanuio | JlemoHct | JemoHcTpu Ymeer
00pabOTKH JOKYMEHTOB; pu-pyer pyer PUMCHSITH Jlemoncrpu-
- YHUPUIIIPOBATH CUCTEMBI | YAaCTHYH | YaCTHYHbIE | 3HAHUA Ha pyer
JOKYMEHTAITIH; bIC yMeHHsI 0€3 | MPaKTUKE B BbICORIH
- OCYUIECTBIISAITh XpPaHEHHE U MOHCK | YMEHHUs, rpyObIX 6a3oBoM ypoBetb
JIOKYMEHTOB; JOTycKa OIHO0K 00BEMeE yMeHun
- OCYIIECTBISITH  aBTOMATHU3AIMIO | sl TPyObIe
00pabOTKH JOKYMEHTOB; OLINOKHU
- HCIOJIb30BaTh
TEJICKOMMYHUKAIIMOHHBIE TEXHOJOTUH
B DJIEKTPOHHOM JIOKYMEHTO000pOTE;
3HATh.
- TIOHATHE, [EJH, 33/1a9U U IPUHITAITHI
JIeTIOTIPOU3BOICTBA;
- OCHOBHEBIE TIOHSITHS
JOKYMEHTAI[MOHHOTO  OOecreueHHs
. JemoHncTpu
yIpaBJICHHUS; He 3naer 3Haer JleMoHCTpU-
- CHCTeMBI  JOKyMEHTalmoHHoro | [lomycka pyer JOCTaTOYH pyer
obecrieueHus yrpaBIeHUS; eT HACTHHHDIC 0B BBICOKHIA
- KaccuUKAIUIO JOKYMEHTOB; rpyobIe 3uamii oes3 6a30BOM YPOBEHB
- TpeOOBaHMS K COCTABJICHUIO U | OLIMOKHU rpyopIx 00BEMeE 3HaHUUN
o1InOoK
IIK 4.3 | odopmIIeHHIO TOKYMEHTOB;
- OpraHM3aLUI0 JOKYMEHT0000pOoTa:
- mpueMm, 00pabOTKy, pErucTparuio,
KOHTPOJb, XpaHEHHE JOKYMEHTOB,
HOMEHKJIATYpY JIeT;
yMeTh: He [emoncTpu YmMmeer
- ohopMIATh JAOKYMEHTAIlMI0 B | YyMeeT pyer MIPUMEHSITh JlemoHcTpH-
COOTBETCTBHUH C HOPMAaTWBHOW 0a30H, | JIEMOHCT | 4acTHYHBIC | 3HAHHS Ha pyer N
UCTIONB3YS uH(OpMALMOHHBIC | PU-pYET | yMeHHs 0e3 | MpakTUKE B BRICOKHH
TEXHOJIOTHH; YaCTUYH rpyOBIX 6a30BoM ypoberth
- OCYIIECTBISITH  ABTOMATH3AIHIO (S o1nOOoK 00BEMe YMCHIH




00paboTKH JOKYMEHTOB; YMEHHSI,
- YHUPHUITPOBATH CHUCTEMBI | JIOITyCKa
JOKYMEHTAIINH; s rpyObIe
- OCYLIECTBJISAITh XPAaHEHHE M IIOMCK | OLIMOKHU
JIOKYMEHTOB;
- OCYILECTBISATH  ABTOMAaTHU3ALUIO
00paboOTKU JOKYMEHTOB;
- HCII0JIb30BATh
TEJIEeKOMMYHUKALMOHHBIE TEXHOJIOTUU
B DJIEKTPOHHOM JIOKYMEHTO000pOTE;
3HATD:
- TIOHATHE, LENH, 331a4U U MPUHIIUIIBI
JIEJIONPOU3BO/ICTBA;
- OCHOBHBIE MOHSTUSA
JOKYMEHTAllMOHHOTO  o0ecreyeHus
JlemoHCTpH
yIpaBJICHHUS; He 3naer 3Haer JleMoHCTpU-
- cucTeMbl  JOKyMeHTanuoHHoro | [lomycka “pyer JIOCTaTOYH pyer
o0ecrieueHus yrnpaBIeHUs; eT HACTHHHPIC 0B BBICOKHIA
3HaHus 0e3
- KJ1acCU(UKAILIMIO IOKYMEHTOB; rpyobie 6a3oBoM YpOBEHb
- TpeOoOBaHHMS K COCTABICHHIO U | OIIMOKHU rpyOpIx 00BéMeE 3HaHUHN
0 OpPMIIEHHUIO TOKYMEHTOB; ommooK
- OpraHu3aLuIo JOKYMEHTO000poTa:
- npueMm, 00paboTKy, pPETUCTpaluio,
KOHTPOJb, XpaHEHUE JIOKYMEHTOB,
HOMEHKJIATYPY JIeT;
IIK 4.4 | ymern:
- opopMIATH  JTOKYMEHTAllUI0 B
COOTBETCTBUM C HOPMAaTUBHOU 0a3oi,
HCIOJIB3YS nH(pOpMaLMOHHbIE He
TEXHOJIOTUH; yMeeT
- OCYWECTBJIATh  aBToMaTru3auuio | JlemoHcrt | JlemMoHCTpH Ymeer
00paboTKH JOKYMEHTOB; pu-pyer pyer NPUMEHSATH JlemoHcTpH-
- YHUPHUIUPOBATH CUCTEMBI | YAaCTHUYH | YaCTHYHbIE | 3HaHUS Ha pyer
JOKYMEHTAIUH; bIE yMeHus 0e3 | mpakTuKe B BRICOKHH
- OCYILECTBIIATH XPAHEHHE W IIOWCK | YMEHWUS, rpyObIX 06a30BOM YPOBCHS
JIOKYMEHTOB; JIOTTyCcKa OIHOO0K 00BEMe yMeHun
- OCYUIECTBJIATH  aBTOMAaTHU3aLUIO | s IrpyObIe
00pabOTKU JOKYMEHTOB; OIMOKHU
- HCII0JIb30BATh

TCJICKOMMYHHUKAIIMOHHBIC TCXHOJIOIUH
B 3JICKTPOHHOM JIOKYMEHTOO0OPOTE;




MUHHUCTEPCTBO HAYKH 1 BBICILIEI'O OBPA3OBAHMS POCCUNCKOM ®EJIEPALIN
HabepexxnouenHuHCKU HHCTUTYT (puiuan) geneparbHOToO rocy1apcTBEHHOIO aBTOHOMHOTO
00pa30BaTEILHOTO YUPEXKIEHUS BBICIIEI0 00pa30BaHMs
«Kazanckwuii (IIpuBomxckuii) ¢penepaabHbI YHUBEPCUTET

VHXXEHEPHO-3KOHOMUYECKUI KOJUIEX

Tect k (U PepeHIPOBAHHOMY 3a4eTy
(OK2, OK4, OK 5, IIK 1.1, IIK 1.2, IIK 1.3, [IK 1.4, [IK 1.5, [IK 2.1, [IK 2.2, [1K 2.3, [1K 2.4, [IK
3.1TIK 3.2, [IK 3.3, IIK 3.4, [IK 4.1, [IK 4.2, [IK 4.3, IIK 4.4)

3ananme 1
Bri6epute BepHbIi, Ha Barn B3risi/1, OTBET U 00BEIUTE KPY)KKOM €ro HOMep (KIUKHHUTE KypCOpOM,

MIOCTaBbTE KPECTUK B HEOOXOAUMOMN KIIETOUKE).

JleJionmpou3BOACTBO - 3TO ...

1) oTpacip AesTenbHOCTH, 00eCTIeYNBAONIAs JOKYMEHTHPOBAHUE M OPTaHU3AIIUI0 PaOOTHI C
OopUIMATEHBIMHI TOKYMEHTaMHU

2) nporiecc co3aanus U opopmMiIeHHUsT JOKyMEHTa

3) ABMKEHHE JOKYMEHTOB B OpraHU3allii C MOMEHTA UX CO3/IaHUs WM MOJyYeHUs 0 3aBEepIICHUS
UCTIOJTHEHUS MJTH OTTIPABIICHUS

Otser: 1

Ounenka: nuxoromuueckas. [IpaBuipHOE BRIIOTHEHNE OAHOTO Takoro T3 ornenuBaeTcs 1 Gamiom,
HenpaBuibHOE — () GaIoB.

Kommerenmuu: OK 2, OK 4, OK 5, TIK 1.1-TIK1.5, TIK 2.1-T1K 2.4, T1K 3.1-T11K3.4, TIK 4.1-11K4.4

3aianue 2
Bri6epute BepHbIii, Ha Bar B3I, oTBET U 00BEAUTE KPY>KKOM €ro HoMep (KIMKHHUTE KypcopoM,

MOCTAaBbTE KPECTUK B HEOOXOJUMOMN KIIETOUKE).

JoxymMeHTHpOBaHUE - ITO ...

1) obecrieueHne NBMKEHNS JOKYMEHTOB B anmapaTe YIpaBJICHUs, UX HCIIOJIb30BAHUS B CIIPABOYHBIX
LEJNSAX U XpaHEeHUs

2) COBOKYITHOCTb JEHCTBUS, 00ECTIEYNBAIOLINX X CBOEBPEMEHHOE UCTIOJIHEHHE

3) nporecc co3aanus U 0pOpMIICHHS TOKYMEHTa

OrtBer: 3

Ounenka: nuxoromuueckas. [IpaBuibHOE BbIIOIHEHUE OAHOTO Takoro T3 oneHuBaercs 1 6aiom,
HenpaBwibHOE — 0 GayIoB.

Komnerenmuu: OK 2, OK 4, OK 5, IIK 1.1-1IK1.5, TIK 2.1-I1K 2.4, T1K 3.1-I1K3.4, [IK 4.1-1IK4.4

3ananue 3
BriGepute BepHBIi, Ha Bam B3ri1s/1, OTBET 1 00BEIUTE KPY>KKOM €Tr0 HOMEP (KITUKHUTE KypCOPOM,

MOCTaBbTE KPECTUK B HEOOXOAUMOM KIIETOUKE).

JJoxkymeHT - 3710 ...

1) 3aduKcupoBaHHasE Ha HOCUTENE MHPOPMALIUS C PEKBU3UTAMHU, TTO3BOJISIOLIUMHU €€
UACHTU(PUIIUPOBATD

2) HOCUTENh MH(OPMAIMH, UCTIONB3YEMOH B LIETSX PETYIMPOBAHUS COLIMATBHBIX OTHOIICHUI

3) uadpopmarnus, 3adpuKCUpPOBaHHAS JIIOOBIM CITIOCOOOM Ha JIF000M HOCUTEINE

Ortser: 1

Ouenka: nuxoromuyeckasi. [IpaBunbHOE BRIMOTHEHNE OTHOTO Takoro T3 omenuBaetcs 1 OamioMm,
HenpaBuibHOE — () 0aIoB.

Komnerennuu: OK 2, OK 4, OK 5, IIK 1.1-TIK1.5, TIK 2.1-I1K 2.4, T1K 3.1-I1K3.4, [IK 4.1-1IK4.4

3ananue 4



Bri6epute BepHbIii, Ha Bam B3ri1s1/1, OTBET 1 00BEUTE KPY>KKOM €ro HOMep (KITUKHUTE KypCOPOM,
MOCTAaBbTE KPECTUK B HEOOXOUMOMN KIIETOUKE).

JlokymMeHT0000pOT - 3TO ...

1) nepenaya qoKyMeHTa U3 OAHOW MHCTAHIIMM B IPYTYIO B MPOIIECCE €T0 PACCMOTPEHUS

2) IBW)KEHHUE TOKYMEHTOB B OpraHU3aIlMi C MOMEHTA UX CO3JJaHUs WJIHM TIOJTyYCHHUS JI0 3aBEPIICHUS
WCIIOJIHEHUS WK OTIPaBICHUS

3) ABMIKEHHE KOMILIEKCA IOKYMEHTOB B ITPOIIECCE BRIPAOOTKH, TPUHATHS U UCTIOJIHCHUSI pEIICHU
OTtBer: 2

Ouenka: nuxoromuyeckasi. [IpaBunbHOE BhIMOTHEHNE OTHOTO Takoro T3 omeHuBaetcs 1 6amiom,
HenpaBuibHOE — () OaJIoB.

Komnerenmuu: OK 2, OK 4, OK 5, IIK 1.1-I1K1.5, IIK 2.1-I1K 2.4, TIK 3.1-T11K3.4, IIK 4.1-11K4.4

3aganue S
Bribepure BepHbIi, Ha Bar B3risi, OTBET 1 00BEAUTE KPYKKOM €ro HoMep (KJIMKHUTE KypCOpoM,

IOCTaBbTE KPECTUK B HEOOXOAUMON KIIETOUKE).

IIpaBoBoii akT, onpeneasilOIIMii NOPATOK 00pa3oBaHusl, PaBa, 003aHHOCTH H OPTraHU3ALMIO
padoThI yupe:kaeHUsl HAa NJIUTeJbHbIH epuoJ BpeMeHH — 3TO0 ...

1) npuxas

2) MOJI0KEHUE

3) noroBop

4) ycras

5) NOIKHOCTHASI UHCTPYKLIUS

Ortser: 4

Ounenka: nuxoromuyeckas. [IpaBuibpHOE BBITIOTHEHNE OAHOTO Takoro T3 omeHuBaercs 1 Gamiom,
HenpaBuwibHOE — () OaIoB.

Komnerenmuu: OK 2, OK 4, OK 5, TIK 1.1-T1K1.5, TIK 2.1-11K 2.4, IIK 3.1-T1K3.4, TIK 4.1-11K4.4

3ananmue 6
Bri6epuTe BepHbIii, Ha Bai B3risiz1, oTBET U 00BEUTE KPYKKOM €ro HoMep (KIMKHUTE KypCOpOM,

MOCTaBbTE KPECTUK B HEOOXOJUMOMN KIIETOUKE).

JJOKYyMeHT, ONUCHIBAIOIIUIA WM MOATBEPKAAIOIIMN COAEPKAHNE TeX HIH HHBIX (PAKTOB WJIH
co0bITHIi — 3TO...

1) akT

2) moxyaaHas 3arucka

3) cnpaBka

Otser: 1

Ounenka: nuxoromuueckas. [IpaBuibHOE BBIOIHEHUE OAHOTO Takoro T3 oneHnBaeTcs 1 Gaiom,
HenpaBuibHOE — () 6aysIoB.

Komnereniuu: OK 2, OK 4, OK 5, TIK 1.1-TIK1.5, TIK 2.1-I1K 2.4, 11K 3.1-11K3.4, TIK 4.1-11K4.4

3ananue 7
BriGepute BepHBIi, HAa Bam B3ri1s/1, OTBET 1 00BEIUTE KPY>KKOM €r0 HOMEP (KITUKHUTE KypCOPOM,

MOCTAaBbTE KPECTUK B HEOOXOIUMOMN KIETOUKE).

Jara akra - 370...

1) nata yrBepxaeHUsS

2) nata coObITUS

3) nara nojanucaHus

OTteer: 2

Ouenka: nuxoromMuyeckasi. [IpaBuiabHOE BEIMOTHEHHE OJHOTO Takoro T3 oneHuBaeTcs 1 6amiom,
HernpaBuibHOE — 0 6aIIOB.

Kommnerenmuu: OK 2, OK 4, OK 5, TIK 1.1-I1K1.5, T1K 2.1-11K 2.4, TIK 3.1-I1K3.4, TIK 4.1-11K4.4



3ananue 8
Bribepure BepHbIi, Ha Bar B3risi, oTBET 1 00BeAUTE KPYKKOM €ro HoMep (KJIMKHUTE KypCOpoM,

MOCTaBbTE KPECTUK B HEOOXOAUMOMN KIICTOUKE).

IIpaBoBoii aKkT, U31aBaeMblil e IUHOJTUYHO PYKOBOMTEIEM B LeJIsIX PellIeHUs ONepaTuBHbIX
BOIIPOCOB — 3TO...

1) npuxas

2) pacnopspKeHHE

3) yxazanue

4) HHCTPYKIIUS

OTtBert: 2

Ouenka: nuxoromuyeckasi. [IpaBunbHOE BeIMOTHEHHE 0JHOTO Takoro T3 omenuBaeTcs 1 6amioMm,
HenpaBwibHOE — () OaJIoB.

Komnerenmuu: OK 2, OK 4, OK 5, IIK 1.1-I1K1.5, IIK 2.1-I1K 2.4, TIK 3.1-T11K3.4, IIK 4.1-11K4.4

3ananue 9
BriGepuTe BepHBIi, Ha Bam B3MIIs1, OTBET U OOBEAUTE KPY>KKOM €ro HOMep (KJIIMKHHUTE KypCcopoM,

MOCTaBbTE KPECTUK B HEOOXOAUMOMN KIICTOUKE).

Pacnopsiiute/sibHble JOKYMEHTBI BCTYNAKOT B CHIY C ...

1) MOMeHTa UX TOUCAHUS

2) MOMEHTA WX TOJIMUCAHUS U COTJIACOBAHUS

3) MOMeHTa UX MOJNUCAHUS U JJOBEACHUS 10 CBEICHUS HCTIOTHUTEIS

4) MOMEHTA UX JOBEJICHHUS 10 CBEJCHUS UCTIOTHUTEIIS

OtBer: 3

Ouenka: 1uxoromuyeckas. [IpaBuibHOE BEIIOTHEHHE OJHOTO Takoro T3 orneHuBaeTcs 1 6amiom,
HernpaBuibHOEe — 0 OaJIIOB.

Komnerennu: OK 2, OK 4, OK 5, IIK 1.1-I1K1.5, IIK 2.1-TIK 2.4, TIK 3.1-11K3.4, IIK 4.1-11K4.4

3ananue 10
Bri6epute BepHbIii, Ha Bar B3I, oTBET U 00BEAUTE KPY>KKOM €ro HoMep (KIMKHHUTE KypcopoM,

MOCTaBbTE KPECTUK B HEOOXOJUMOMN KIIETOUKE).

ITo copepskanuio NpuKa3bl OLIBAIOT. ..

1) npocThIe U CIIOKHBIC

2) 10 OCHOBHOM JAEATEIBHOCTU U MOJIUYHOMY COCTaBY

3) BHYTpEHHHUE U BHEITHUE

4) noJsiHbBIE U KpaTKHE

5) ¢ yrJIoBBIM U IPOAOIBHBIM PACIIONOKEHHUEM PEKBU3UTOB

Ortser: 2

Ouenka: nuxoromuueckas. [IpaBuiabHOE BhINOIHEHHE 0HOTO Takoro T3 oneHuBaetcs 1 6amiom,
HenpaBuwibHOE — () 0aIoB.

Kommerenmmm: OK 2, OK 4, OK 5, IIK 1.1-TTIK1.5, TIK 2.1-I1K 2.4, T1K 3.1-I1K3.4, TIK 4.1-1TK4.4

3ananme 11
BriGepute BepHbIi, Ha Barm B3ruis1, OTBET U O0OBEANTE KPY>KKOM €ro HoMep (KIMKHHUTE KypcopoM,

MOCTAaBbTE KPECTUK B HEOOXOJUMOMN KIIETOUKE).

IMocenoBaTe/IbHOCTH TEXHOJOTMU PA0OTHI ¢ JOKYMEHTAMHU — 3TO...

1) mpuem wu mnepBuuHas o00pabOTKa JOKYMEHTOB; HX [PEABAPUTEIILHOE pPACCMOTPEHUE U
pacripesielieHle; perucTpanus J0KyMEHTOB; KOHTPOJIb MCIIOJHEHHs JOKYMEHTOB; MH(POPMALMOHHO-
CIIpaBOYHasd pa60Ta; HUCIIOJIHECHUE JOKYMCHTOB; UX OTIIpaBKa; CUCTEMATU3allUA U TCKYIICC XPAHCHUC
2) mnpueM U TepBUYHas o00pabOTKa JIOKYMEHTOB; KOHTPOJb HCIIOJHEHUS JOKYMEHTOB;
nH(GOPMallMOHHO-CIIPaBOYHAsl paboTa; MCIOJHEHHE NOKYMEHTOB; UX OTIpaBKa; CHCTEMaTH3alus U
TEKyIllee XpaHCHHE

3) mpuem U TmepBHYHAs o0OpabOTKa JOKYMEHTOB; WX TMPEIBAPUTEIHLHOE PACCMOTPEHUE W



pacrpeiefieHne; perucTpanus JTOKYMEHTOB; HWH(GOPMAIMOHHO-CIIPaBOYHAs padoTa; WCIOJHECHUE
I[OKyMeHTOB; nx OTHpaBKa; CUCTCMaTu3aluAa

Otger: 1

Ouenka: nuxoromuueckasi. [IpaBuibHOE BEITIOTHEHHE OHOTO Takoro T3 oreHuBaeTcs 1 6amioMm,
HernpaBuibHOE — 0 GaJITIOB.

Komnerennuu: OK 2, OK 4, OK 5, IIK 1.1-I1K1.5, IIK 2.1-TIK 2.4, IIK 3.1-11K3.4, IIK 4.1-11K4.4

3ananme 12
Bri6epute BepHbIi, Ha Bamn B3ri1s11, OTBET U 00BEIUTE KPY)KKOM €ro HOMep (KIIUMKHUTE KypCOpPOM,

MOCTaBbTE KPECTUK B HEOOXOAUMOM KIIETOUKE).

CucreMa J10KyMEHTAIMU — 3TO...

1) nepenava JOKyMeHTa M3 OJHON MHCTAHLIMYU B IPYTYIO B IIPOLIECCE €TI0 PACCMOTPEHUS

2) COBOKYITHOCTb JIOKYMEHTOB, B3aMOCBSI3aHHBIX 110 IIPU3HAKaM IIPOUCX0XKICHHsI, HA3HAUCHMS,
BUA, CQephl ACATEIbHOCTH, €IMHBIX TPEOOBAHUH K UX 0()OPMIICHHUIO

3) npouecc co3aanus 1 0opOopMIICHHS TOKYMEHTa

Ortser: 2

Ounenka: nuxoromuueckas. IIpaBuibHOE BhIOIHEHUE OAHOrO Takoro T3 oneHuBaetcs 1 Gaom,
HenpaBwibHOE — () 6aJIoB.

Komnerenmuu: OK 2, OK 4, OK 5, IIK 1.1-1IK1.5, TIK 2.1-I1K 2.4, T1K 3.1-I1K3.4, [IK 4.1-1IK4.4

3ananme 13
BriGepuTe BepHBIi, Ha Bam B3MIIsi1, OTBET U OOBEAUTE KPY>KKOM €ro HOMep (KJIIMKHHUTE KypCcOpoM,

IIOCTAaBbTE KPECTUK B HEOOXOIMMOM KIIETOUKE).

Yuupukanus — 3710...

1) cucrema JOKyMEHTaLMH, CO3JaHHAS 110 €AWHBIM ITPABUIIaM U TPEOOBAHUAM, COAEpIKaIIast
UH(POPMALINIO, HEOOXOIUMYIO JIJIsl YIPABJICHUS B ONIPEICIIEHHON cdepe NesTeTbHOCTH

2) NeATeNbHOCTh 10 YCTAHOBJICHUIO IPABUII U XapaKTEPUCTHUK B IENAX UX JOOPOBOIBHOIO
MHOTOKpPATHOTO MCIIOJIb30BAHMS, HAIIPABIIEHHAS HA IOCTHKEHUE YIOPSI0YEHHOCTH B cepe
IPOM3BOJICTBA U OOPALIEHUS TPOAYKIMH U TIOBBIILIEHHE KOHKYPEHTOCTIOCOOHOCTH MPOAYKIMH, PaboT
WIN YCITyT

3) ycTaHOBIIEHHE MAaKCUMAJILHOTO €IMHOO0pa3HOro Habopa pekBU3UTOB, (hopMaTa Oymaru u
(uKcanuu peKBU3UTOB Ha Oymare

Otsert: 3

Ounenka: nuxoromuueckas. [IpaBuibHOE BBITIOTHEHUE OAHOTO Takoro T3 omeHuBaercs 1 Ganiom,
HenpaBuwibHOE — () OaIoB.

Komnerenmuu: OK 2, OK 4, OK 5, TIK 1.1-T1K1.5, TIK 2.1-T1K 2.4, TIK 3.1-T1K3.4, TIK 4.1-11K4.4

3ananue 14
BriGepute BepHbIi, Ha Bar B3ruis/1, OTBET U O0OBEANTE KPY>KKOM €ro HoMep (KIMKHHUTE KypcopoM,

MOCTaBbTE KPECTUK B HEOOXOAUMOM KIICTOUKE).

YHupuuupoBaHHas CHCTEMA JOKYMEHTAIMHU — 3TO...

1) cucreMa JOKyMEHTAIIMU, CO3/JaHHAs TI0 €IMHBIM TTpaBUjIaM U TPeOOBaHUSIM, COEpIKaIas
uH(pOpMaIIHIo, HEOOXOJUMYIO JUIS YIIPaBICHUS B ONpeAeTeHHON chepe NesTeNbHOCTH

2) nesATeIbHOCTH TI0 YCTAaHOBJICHHUIO TIPABUII M XaPaKTEPUCTHUK B IEJISIX WX JTOOPOBOIHLHOTO
MHOTOKPAaTHOTO UCIOJIh30BaHUS, HAIIPaBJICHHAS HA JOCTHKEHUE YIIOPSIOYCHHOCTH B cepe
MIPOU3BOICTBA ¥ OOpAIICHUS TPOIYKIIMU U TTOBBIMICHHE KOHKYPEHTOCTTOCOOHOCTH MPOAYKITUH, padOT
WM YCAyT

3) mepemada JOKyMEHTa U3 OJJHOW WHCTAHIIUU B JIPYTYIO B TIPOIIECCE €T0 PACCMOTPEHUS

OTtBer: 1

Ouenka: nuxoromuyeckasi. [IpaBunbHOE BeIMoOTHEHNE 0OJHOTO Takoro T3 omenuBaetcs 1 OamioMm,
HenpaBuwibHOE — () OaIoB.

Komnerenmun: OK 2, OK 4, OK 5, IIK 1.1-TI1K1.5, TIK 2.1-I1K 2.4, I1K 3.1-11K3 .4, IIK 4.1-11K4.4



3ananue 15
Bri6epute BepHbIi, Ha Baii B3ri1s1/1, OTBET B 00BEUTE KPY)KKOM €ro HOMep (KITMKHUTE KypCOPOM,

MIOCTaBbTE KPECTUK B HEOOXOAUMOM KIIETOUKE).

OpraHu3aliOHHO-PACHOPSIANTE]bHAS JOKYMEHTAUs KJIacCHUIMPYyeTCcs Ha...

1) opraHu3anoOHHbIE, PACIIOPSIUTENbHbBIE

2) opraHu3aloHHbIE, pacOPAIUTEIbHbBIE U CIIPABOYHO-UH(OPMALIUOHHbIE

3) opranu3anoHHbIE, CIPABOYHO-UH(POPMAIIMOHHbIE

4) pacnopsiAUTeNbHBIE, CIIPAaBOYHO-MH(POPMALIMOHHBIE

Ortser: 2

Ouenka: nuxoromuueckas. [IpaBuiabHOe BhINMOIHEHHE 0AHOTO Takoro T3 oneHuBaetcs 1 6amiom,
HenpaBwibHOE — () OaJIoB.

Komnerennuu: OK 2, OK 4, OK 5, TIK 1.1-1IK1.5, TIK 2.1-I1K 2.4, T1K 3.1-I1K3.4, [IK 4.1-1IK4.4

3ananue 16
BriGepuTe BepHBIi, Ha Bam B3MIIs1, OTBET U OOBEAUTE KPY>KKOM €ro HOMep (KJIIMKHHUTE KypCcopoM,

IIOCTaBbTE KPECTHUK B HEOOXOUMOMN KIIETOUKE).

CrangapTusanus — 370...

1) nesATenbHOCTh MO YCTAHOBJICHUIO IIPABUII U XapaKTEPUCTHUK B 1IEIISAX UX JOOPOBOIBHOTO
MHOTOKpPATHOTO MCIIOJIb30BaHUS, HAIIPABJIEHHAs HA IOCTHIKEHUE YIOPSII0YEHHOCTH B cepe
IPOM3BOJICTBA U OOpALIEHNS IPOAYKIMH U TOBBILICHHE KOHKYPEHTOCTIOCOOHOCTH IPOAYKIMH, PabOT
WIN yCIIYT

2) yCTaHOBJIEHHE MAKCUMAJIbHOTO €IMHOOOPAa3HOro Habopa peKBU3UTOB, popmara Oymaru u
(uKcanuy peKBU3UTOB Ha Oymare

3) ¢popma r0pUINYECKOro 3aKpeIUIeHUs IPOBEICHHON YHU(DUKAIUK 1 YPOBHS €€ 00513aTeIbHOCTH
Ortser: 1

Ounenka: nuxoromuueckas. [IpaBuibHOE BBIOIHEHUE OAHOTO Takoro T3 oneHuBaercs 1 Gaiom,
HenpaBuibHOE — () 6assIoB.

Komnerennuu: OK 2, OK 4, OK 5, IIK 1.1-T1IK1.5, TIK 2.1-I1K 2.4, T1K 3.1-I1K3.4, TIK 4.1-1IK4.4

3ananue 17
BriGepute BepHbIii, Ha Batir B3ri1s/1, OTBET 1 00BEIUTE KPY>KKOM €r0 HOMEp (KIIMKHUTE KypCOPOM,

MOCTAaBbTE KPECTHK B HEOOXOAMMOMN KIETOUKE).

I[IpaBom moanucu NPUKA30B MO MEPCOHATY U (PUHAHCOBBIM BONPOCcaM 00J1a1aeT...

1) pyKOBOJIUTENH U 3AMECTUTEIb PYKOBOJIUTENS

2) TOJIBKO PYKOBOJIUTEINb

3) HaYaJIbHUK OT/IeJIa KaJIpOB

4) 3amecTuTENb PYKOBOAUTENS

OTtBert: 2

Ouenka: nuxoromuyeckasi. [IpaBunpHOeE BeIMOTHEHNE OHOTO Takoro T3 oneHuBaercs 1 6amiom,
HenpaBuwibHOE — () OaIoB.

Komnerenmun: OK 2, OK 4, OK 5, IIK 1.1-I1K1.5, TIK 2.1-11K 2.4, TIK 3.1-11K3.4, IIK 4.1-11K4.4

3ananue 18
BriGepute BepHbIi, Ha Bar B3ruis/1, OTBET U O0OBEANTE KPY>KKOM €ro HoMep (KIMKHHUTE KypcopoM,

MOCTaBbTE KPECTHK B HEOOXOAUMON KIIETOUKE).

JIOKYMEHT, perJiaMeHTHPYIOLIHUI 1esiTeIbHOCTh KOHKPETHOI0 J0KHOCTHOTO JIMIA — 3TO...
1) AOMKHOCTHASI UHCTPYKILIMS

2) yka3zaHue

3) mpukas

4) cnyxeOHas 3amucka

Ortser: 1



Ouenka: nuxoromuyeckasi. [IpaBunbHOE BhIMOTHEHNE OTHOTO Takoro T3 orneHuBaercs 1 6amimom,
HenpaBuwibHOE — () 0aIoB.
Komnerenmuu: OK 2, OK 4, OK 5, IIK 1.1-I1K1.5, IIK 2.1-I1K 2.4, TIK 3.1-T11K3.4, IIK 4.1-11K4.4

3aganue 19
Bribepure BepHbIid, Ha Bar B3risi, OTBET 1 00BEAUTE KPYKKOM €ro HoMep (KIMKHUTE KypCOpoM,

MOCTaBbTE KPECTUK B HEOOXOAUMOM KIIETOYKE).

N3 1u4HOl KAaPpTOYKH COTPYTHHKA HCKJIIOYAIOTCS CBEJEHHS O...

1) BOMHCKOM yd4eTe

2) obmiem craxe padbote

3) NPUHAUICKHOCTH K MOJTUTHYECKUM MAPTUSM M OOIIECTBEHHBIM OpraHU3aIHsIM

4) ceMEeMHOM TI0JIOKEHHH

Otser: 3

Ounenka: nuxoromuueckas. [IpaBuibHOE BBITIOJTHEHUE OAHOTO Takoro T3 omeHuBaeTcs 1 6amiom,
HenpaBwibHOE — ) OaILIOB.

Komnerenmuu: OK 2, OK 4, OK 5, TIK 1.1-T1K1.5, TIK 2.1-T1K 2.4, TIK 3.1-T1K3.4, TIK 4.1-I1K4.4

3ananue 20
BriOepure BepHbIi, Ha Barnn B3rJisi, OTBET U 00BEMTE KPY)KKOM €ro HoMep (KJIMKHUTE KypCOpoM,

MIOCTaBbTE KPECTHUK B HEOOXOAUMOMN KIIETOUKE).

IIncema, npuHNMaemble 6e3 perucTpanuu — 3T10...

1) no3apaBuTeNbHBIE THUCHMA

2) rapaHTHUilHbIE THCbMA

3) nucpMa-3anpocsl

4) conpoBoUTENbHBIE THCHMA

Ortser: 1

Ouenka: nuxoromuueckas. [IpaBuibHOE BBIOIHEHUE OAHOTO Takoro T3 oneHuBaeTcs 1 Gaiom,
HenpaBuibHOE — () 6assIoB.

Komnerennuu: OK 2, OK 4, OK 5, IIK 1.1-T1IK1.5, TIK 2.1-I1K 2.4, T1K 3.1-I1K3.4, TIK 4.1-1IK4.4

3ananme 21
BriGepute BepHbIii, Ha Batir B3ri1s/1, OTBET 1 00BEIUTE KPY>KKOM €r0 HOMEp (KIIMKHUTE KypCOPOM,

MOCTaBbTE KPECTUK B HEOOXOAUMOM KIIETOUKE).

BepHoe 1aTtupoBaHue cjyKeOHbIX JOKYMEHTOB — J3TO...

1) 15/08/99

2) 01.10.00

3) 2003 03 10

4) 15.1.99

OTtser: 2

Ouenka: nuxoromuyeckasi. [IpaBunpHOE BeIMOTHEHNE OTHOTO Takoro T3 omenuBaetcs 1 OamioMm,
HenpaBuwibHOE — () OaIoB.

Kommnerennnu: OK 2, OK 4, OK 5, TIK 1.1-T1K1.5, TIK 2.1-T1K 2.4, ITK 3.1-T11K3.4, [1K 4.1-11K4.4

3ananue 22
Bribepute BepHbIi, Ha Bain B3rmsa, oTBET U 00BenIUTE KPY>KKOM €ro HOMEp (KJIUKHHUTE KypCOpOM,

MOCTaBbTE KPECTUK B HEOOXOAUMOMN KIIETOUKE).

PexkBu3UT, KOTOPBI BKIIOYaeTcsA B 0J1aHK MHCbMA — 3TO...

1) MecTo cocTaBlIeHUsI HJIA U3/IaHHS TOKYMEHTa

2) 3aroi0BOK K TEKCTY

3) HaMMEHOBaHKE OPTaHU3aAIUN

OTtBeT: 3

Ouenka: nuxoromuyeckasi. [IpaBunbHOE BeIMOTHEHNE 0OJHOTO Takoro T3 omenuBaeTcs 1 OamioMm,



HernpaBuibHOE — 0 6aJIIOB.
Kowmmerenmuu: OK 2, OK 4, OK 5, TIK 1.1-TIK1.5, TIK 2.1-I1K 2.4, TIK 3.1-T1K3.4, TIK 4.1-11K4.4

3ananme 23
Bri6epute BepHbId, Ha Bamr B3risia, oTBeT M 00BeIUTE KPY)KKOM €ro HOMep (KIMKHUTE KypcopoM,

MIOCTaBbTE KPECTUK B HEOOXOAUMOMN KIIETOUKE).

IK3eMILISIP 1€J10BOr0 MUCHMA, OATOTOBJIEHHBIH /IJIS OTHPABKHU a/ipecaTy Mo mo4re, HA
KOTOPOM NPOCTABJISIIOTCH BU3BI — 3TO...

1) noIIMHHKK, OTIPABIIIEMBIN agpecary

2) Komusi, moMelaemMas B JIeJIo OpraHu3aluu

Otser: 2

Ouenka: nuxoromuueckas. [IpaBuiabpHOE BRIOIHEHNE OAHOTO Takoro T3 ornenuBaetcs 1 Gaom,
HenpaBwibHOE — () GaIIoB.

Komnerennun: OK 2, OK 4, OK 5, TIK 1.1-TIK1.5, IIK 2.1-I1K 2.4, 11K 3.1-11K3.4, TIK 4.1-11K4.4

3ananue 24
BriOepure BepHbIi, Ha Barnn B3rJisi, OTBET U 00BEAUTE KPY)KKOM €ro HoMep (KJIMKHUTE KypCOpOM,

MIOCTaBbTE KPECTHUK B HEOOXOAUMOM KIIETOUKE).

[IpaBuabHBIA BAPUAHT 3aroJI0BKa K MUCbMY — 3TO...

1) o moroBope nmocTaBKu

2) 0 HEBBINIOJHEHUH JTOTOBOPa rmoctaBku ot 12.08.2012 Ne 45/63

3) 0 HEBBINOJIHEHUH JOTOBOpa

Ortser: 2

Ounenka: nuxoromuueckas. [IpaBuipHOE BRIIOIHEHNE OAHOTO Takoro T3 ornenuBaeTcs 1 Gamiom,
HenpaBuibHOE — () GaIoB.

Komnereniun: OK 2, OK 4, OK 5, TIK 1.1-TIK1.5, I[IK 2.1-I1K 2.4, T1K 3.1-11K3.4, TIK 4.1-11K4.4

3ananue 25
Bri6epute BepHbIii, Ha Bar B3I, oTBET U 00BEAUTE KPY>KKOM €ro HoMep (KIMKHHUTE KypcopoM,

MOCTaBbTE KPECTUK B HEOOXOJUMOMN KIIETOUKE).

IMoanuce odopmisiercs caeayommM 00pa3oM, eC/Id 3aMeCTUTE/b PYKOBOJMTE/IsI OPraHNu3anuu
HMeeT NPaBO NMOANMCHIBATH JOKYMEHTbI BMECTO PYKOBOJAMTE/Sl B CJIy4Yae ero BpPeMEeHHOI0
OTCYTCTBHA ...

1) I'enepanbhbiil nupextop Ioanucs J1.B.Kupuinos

2) 3am. rerepanbHoro aupekropa IToanuce O.J1.Pemuzos

3) N.0. renepansuoro aupexropa [loamuce O.JI.Pemuzon

Ortser: 2

Ouenka: nuxoromuueckas. [IpaBuiabHOE BhINOIHEHHE 0HOTO Takoro T3 oneHuBaetcs 1 6amiom,
HenpaBuwibHOE — () 0aIoB.

Komnerenuuu: OK 2, OK 4, OK 5, [IK 1.1-I1K1.5, TIK 2.1-T1IK 2.4, TIK 3.1-11K3.4, [1K 4.1-I1K4.4

3ananue 26
BriGepuTe BepHBIi, Ha Bar B3risi, OTBET U 00OBEUTE KPYKKOM €ro HoMep (KIMKHUTE KypcOpOM,

MOCTaBbTE KPECTUK B HEOOXOAUMOMN KIIETOUKE).

IMucsmo, KOTOpOE 3aBepsieTcsl NEYaThI0 OPraHU3alUl — 3TO...

1) rapanTHiiHOE TUCHMO

2) KOMMEPUYECKOE NMPEAJIOKEHNE

3) mucbMo-TIpoch0a

OTtBer: 1

Ouenka: nuxoromuyeckasi. [IpaBunbHOE BeIMoOTHEHNE 0OJHOTO Takoro T3 omenuBaetcs 1 OamioMm,
HenpaBuwibHOE — () OaIoB.

Komnerenmuu: OK 2, OK 4, OK 5, IIK 1.1-I1K1.5, TIK 2.1-I1K 2.4, TIK 3.1-T11K3.4, IIK 4.1-11K4.4



3ananue 27
Bri6epute BepHbIid, Ha Bamn B3, oTBET M 00BeIUTE KPYKKOM €ro HOMEp (KJIIMKHUTE KypCOpOM,

MIOCTaBbTE KPECTUK B HEOOXOAUMOM KIIETOUKE).

OdopmieHne 0TMETKH 0 HATUYHMH NPUJIOKEHHS B CONPOBOIUTEIBHOM IHCbMeE — 3TO...

1) Ilpunosxenue: ynomsHytoe Ha 3 1. B 1 9K3.

2) [Ipunoxxenue: mo Tekcty Ha 3 1. B 1 9K3.

3) Ilpunoxxenue: Ha 3 11. B 1 7K3.

Otser: 3

Ounenka: nuxoromuueckas. [IpaBuiabpHOE BRIOIHEHNE OAHOTO Takoro T3 ornenuBaetcs 1 Gaom,
HenpaBuwibHOE — () 0aIoB.

Komnerenmuu: OK 2, OK 4, OK 5, TIK 1.1-T1K1.5, TIK 2.1-11K 2.4, I1K 3.1-11K3.4, TIK 4.1-11K4.4

3ananue 28
Bri6epute BepHbIii, Ha Bar B3ruis, oTBeT U 00BEUTE KPYKKOM €ro HoMep (KIMKHUTE KypcOpOM,

MIOCTaBbTE KPECTHUK B HEOOXOAUMOM KIIETOUKE).

@®opMyJIMPOBKA MIYHKTA PACHOPSAAUTEIbHON YACTH MPUKA3a BBIIVISAUT CJIeAYIOIMM 00pa3oM...
1) 'maBHOMY OyXranrepy MoAroTOBUTh U MPEACTABUTH HAa YTBEPIKIECHUE CMETY PAcX0JI0B Ha
koMmaHupoBkH B 2019 r. B cpok 10 20.01.2019.

2) 'maBHomy Oyxranrepy Amutpueny I1.JI. noaroToBuTh 1 NpeacTaBUTh HA YTBEPKACHUE CMETY
pacxoaoB Ha komaHaupoBKHU B 2019 1. B cpok 10 20.01.2019.

3) 'maBaOMy Oyxrantepy OOO «Arary» [1.JI. JIMuTpueBy noaroToBUTh U MPEACTABUTH HA
yrBepxkaeHue B cpok 10 20.01.2019 cmery pacxonoB Ha komaHAMpoBKHU B 2019 r.

4) llopyuuts riaBHoMy Oyxrantepy JmutpueBy I1.JI. noaAroToBUTh U MpeICTaBUTh HA YTBEPKICHUE
B cpok 110 20.01.2019 cMmety pacxoa0B Ha KOMaHAUPOBKH B 2019 1.

Ortser: 2

Ounenka: nuxoromuueckas. [IpaBuiabHOE BeIIOIHEHNE OAHOTO Takoro T3 oneHuBaeTcs 1 Ganom,
HenpaBuibHOE — () 6assIoB.

Komnerennuu: OK 2, OK 4, OK 5, IIK 1.1-IIK1.5, IIK 2.1-11K 2.4, TIK 3.1-11K3.4, IIK 4.1-I1K4.4

3ananue 29
BriGepute BepHbIii, Ha Bair B3riis/1, OTBET 1 00BEIUTE KPYKKOM €r0 HOMEP (KIIMKHUTE KYypCOPOM,

MOCTaBbTE KPECTHUK B HEOOXOUMOMN KIIETOUKE).

JIoKkyMeHT, KOTOPbIii OTHOCUTCS K HEPErHCTPUPYEMBIM — 3TO...

1) nucemo-3anpoc

2) xano0a rpaxaaHruHa

3) conpoBOAUTENBHOE MUCHMO

4) pexinamMHOE MHCbMO

OTtBer: 4

Ouenka: nuxoromuyeckasi. [IpaBunpHOE BeIMOTHEHNE OHOTO Takoro T3 omeHuBaercs 1 6amiom,
HenpaBuwibHOE — () OaIoB.

Komnerenmun: OK 2, OK 4, OK 5, IIK 1.1-I1K1.5, TIK 2.1-11K 2.4, TIK 3.1-11K3.4, IIK 4.1-11K4.4

3agxanue 30
BriGepute BepHbIi, Ha Bar B3ruis/1, OTBET U O0OBEANTE KPY>KKOM €ro HoMep (KIMKHHUTE KypcopoM,

MOCTaBbTE KPECTHUK B HEOOXOIUMOM KIIETOUKE).

Cpoku HCIIOJTHEHHS TOKYMEHTOB YCTAHABJIUBAIOTCA ...

1) B KaJeHIapHBIX THAX

2) B pabouux IHAX

Otser: 1

Ouenka: nuxoromuyeckas. [IpaBuiapbHOE BEIOTHEHHE OJHOTO Takoro T3 orneHuBaeTcs 1 6amiom,
HernpaBuibHOE — 0 6aJITIOB.



Komnerennuu: OK 2, OK 4, OK 5, IIK 1.1-I1K1.5, IIK 2.1-11K 2.4, TIK 3.1-11K3.4, IIK 4.1-I1K4.4

3aganue 31
Bribepure BepHbIi, Ha Bar B3risi, OTBET 1 00BEAUTE KPYKKOM €ro HoMep (KIMKHUTE KypCOpoM,

MOCTaBbTE KPECTUK B HEOOXOAUMOMN KJICTOUKE).

PykoBoauTe/ b MOAMUCHIBAET ... IK3EMILISIPOB IPUKA3a.

1) Tpu

2) nBa

3) onuH

OtBert: 1

Ouenka: nuxoromuyeckasi. [IpaBunbHOE BeIMOTHEHHE 0JHOTO Takoro T3 omenuBaeTcs 1 6amioMm,
HenpaBwibHOE — () OaJIoB.

Komnerenmuu: OK 2, OK 4, OK 5, IIK 1.1-I1K1.5, IIK 2.1-I1K 2.4, TIK 3.1-T11K3.4, IIK 4.1-11K4.4

3ananme 32
BriOepuTe BepHBIi, Ha Bam B3MIIs1, OTBET U OOBEAUTE KPY>KKOM €ro HOMep (KIIMKHHUTE KypCcopoM,

MOCTAaBbTE KPECTUK B HEOOXOUMOMN KIIETOUKE).

N3 nepeunciieHHbIX PEKBU3UTOB He OTHOCHTCSI K PEKBU3UTAM Y/10CTOBEPEHHS. ..

1) rpud yrBepxaeHus

2) neyatb

3) oTMeTKa 0 3aBEpEeHUU KOITUHU

4) BU3a COTJIaCOBaHUS

5) noanuch

Otger: 4

Ouenka: nuxoromuyeckas. [IpaBuiabHOE BhIMOIHEHHE OAHOTO Takoro T3 oneHuBaeTcs 1 6amiom,
HenpaBuibHOE — 0 6ayIoB.

Komnerenmuu: OK 2, OK 4, OK 5, IIK 1.1-I1K1.5, TIK 2.1-T1IK 2.4, TIK 3.1-11K3.4, I1IK 4.1-I1K4.4

3ananme 33
BriGepute BepHbIii, Ha Barir B3rJ1s/1, OTBET ¥ 00BEIUTE KPY>KKOM €r0 HOMEp (KITMKHUTE KypCOpOM,

MOCTaBbTE KPECTHUK B HEOOXOAUMOMN KIIETOUKE).

JokymeHnThbl, co3nannbie B 2010 r. 1 umerommue cpok xpanenus 10 j1er, MOKHO YHUUTOXKUTH ...
1) 8 2020 rony

2) B 2021 rony

3) 8B 2022 rony

Otser: 2

Ouenka: nuxoromuueckas. [IpaBuiabHOE BhIOIHEHNE OAHOTO Takoro T3 oneHuBaeTcs 1 Gaom,
HenpaBuibHOE — () 6aysIoB.

Komnereniuu: OK 2, OK 4, OK 5, TIK 1.1-TIK1.5, TIK 2.1-I1K 2.4, 11K 3.1-11K3.4, TIK 4.1-11K4.4

3ananue 34
Bri6epuTe BepHbIii, Ha Bar B3ris, oTBeT U 00BEUTE KPYKKOM €ro HoMep (KIMKHUTE KypCOpPOM,

MOCTAaBbTE KPECTUK B HEOOXOUMOMN KIIETOUKE).

K opranm3anmoHHbIM JOKYMEHTAM OTHOCSITCS...

1) ycTaBbl, MOJNOXKEHHUSI, TOTOBOP YUpeaUTeNel, HHCTPYKIINH, TTPaBHIIa, IITATHBIC PACTIUCAHUS

2) ycTaBBbl, MOJIOXKESHHS, TOTOBOP YUPEIUTEIICH, IIITATHBIC PACITHCAHUS

3) ycTaBbl, JOTOBOP yUpeauTeNnel, MHCTPYKIINH, IPaBUIIa

OtBer: 1

Ouenka: nuxoromMuyeckasi. [IpaBuiabHOE BEIMOTHEHHE OJHOTO Takoro T3 oneHuBaeTcs 1 6amiom,
HernpaBuibHOE — 0 6aIIOB.

Kommerenmuu: OK 2, OK 4, OK 5, TIK 1.1-TIK1.5, TIK 2.1-I1K 2.4, TIK 3.1-T1K3.4, TIK 4.1-11K4.4



3aganue 35
Bribepure BepHbIi, Ha Bar B3risi, oTBET 1 00BeAUTE KPYKKOM €ro HoMep (KJIMKHUTE KypCOpoM,

MOCTaBbTE KPECTUK B HEOOXOAUMOMN KIICTOUKE).

K pacnopsianTe bHBIM JOKYMEHTAM OTHOCATCS. ..

1) mocTaHOBJICHMS, PEUICHUS, PACTIOPSDKEHUS, YKA3aHUs, ITPUKA3bl, IITATHBIC PACTIMCAHUS

2) MOCTaHOBJICHUS, PACTIOPSKEHUS, YKA3aHUSI, IPUKA3bl, IITATHBIC PACTIUCAHUS

3) MOCTaHOBJICHHMS, PEIICHUS, PACTIOPSKEHUS, YKa3aHUS, IPUKA3bI

OTtBer: 3

Ouenka: nuxoromuyeckasi. [IpaBunbHOE BeIMOTHEHHE OJHOTO Takoro T3 omenuBaetcs 1 OamioMm,
HenpaswibHOE — () OaJIoB.

Komnerenmuu: OK 2, OK 4, OK 5, IIK 1.1-I1K1.5, IIK 2.1-I1K 2.4, TIK 3.1-T11K3.4, IIK 4.1-11K4.4

3aganue 36
Bribepure BepHbIi, Ha Bar B3risi, OTBET 1 00BEAUTE KPYKKOM €ro HoMep (KJIMKHUTE KypCOpoM,

[IOCTaBbTE KPECTHUK B HEOOXOAUMOMN KIIETOUKE).

ITo cpokam XpaHeHHsI JOKYMEHTHI ObIBAIOT. ..

1) NOCTOSSHHOT'O XpaHEHUs

2) BpEMEHHOI'0 XpaHEHUs

3) MOCTOSTHHOT'O ¥ BPEMEHHOT'0 XpaHEHHUS

Ortsert: 3

Ounenka: nuxoromuueckas. [IpaBuiabHOE BhIOIHEHUE OAHOrO Takoro T3 oneHuBaetcs 1 Gaom,
HenpaswibHOE — 0 6ayIoB.

Komnerenmuu: OK 2, OK 4, OK 5, TIK 1.1-1IK1.5, TIK 2.1-I1K 2.4, T1K 3.1-I1K3.4, [IK 4.1-1IK4.4

3ananue 37
BriOepuTe BepHBIi, Ha Bam B3MIIs1, OTBET U OOBEAUTE KPY>KKOM €ro HOMep (KIIMKHHUTE KypcopoM,

MIOCTaBbTE KPECTHUK B HEOOXOAUMOMN KIIETOUKE).

I'OCT P 7.0.97-2016 coaep:xur...

1) 29 pexBu3nTOB

2) 30 peKBU3UTOB

3) 31 pexBu3nuTOB

4) 32 pexBU3UTa

Ortser: 2

Ouenka: nuxoromuueckas. [IpaBuiabHOE BhINOIHEHHE 0HOrO Takoro T3 oneHuBaeTcs 1 6amiom,
HenpaBuwibHOE — () OaIoB.

Komnerenmun: OK 2, OK 4, OK 5, TIK 1.1-TIK1.5, IIK 2.1-I1K 2.4, T1K 3.1-11K3.4, TIK 4.1-11K4.4

3ananue 38
BriGepute BepHbIi, Ha Bar B3ruis/1, OTBET U O0OBEANTE KPY>KKOM €ro HoMep (KIMKHHUTE KypcopoM,

MOCTAaBbTE KPECTUK B HEOOXOJUMOMN KIIETOUKE).

JoKyMeHT, QUKCHPYIOIIHNI COTJIalleHHe CTOPOH 00 YCTAHOBJIEHHH TPY/AOBbIX OTHOLICHUH H
pPeryJupyloiuii ux, Ha3pIBaeTcH. ..

1) TpynoBO#l KHUKKOU

2) TpyAOBBIM KOJIEKCOM

3) npuKa3oMm I0 JINYHOMY COCTaBy

4) TpyZOBBIM JOTOBOPOM

5) NOIKHOCTHOM MHCTPYKIUEHN

Otser: 4

Ounenka: nuxoromuueckas. [IpaBuiabHOE BHIOIHEHUE OAHOTO Takoro T3 orneHuBaeTcs 1 Gasom,
HernpaBuibHOE — 0 6aIIOB.

Komnerennun: OK 2, OK 4, OK 5, IIK 1.1-TIK1.5, IIK 2.1-I1K 2.4, I1K 3.1-11K3.4, TIK 4.1-11K4.4



3aganue 39
Bribepure BepHbIi, Ha Bar B3risi, oTBET 1 00BeAUTE KPYKKOM €ro HoMep (KJIMKHUTE KypCOpoM,

IIOCTAaBbTE KPECTUK B HEOOXOIMMOM KIIETOUKE).

Ilepen caaveii JOKYMEHTOB HA apXMBHOE XpaHeHHe CJIeyeT...

1) crpynnupoBaTh U MOANIUTH JOKYMEHTHI B MTAITKH

2) ohopMuTh U onMcaTh Aena

3) cucteMaTu3upoOBaTh U yTOYHUTH TIOKYMEHTHI

4) ckomupoBaTh 0CO00 BaXKHBIE TOKYMEHTHI

Ortser: 1

Ounenka: nuxoromuueckas. [IpaBuiabpHOE BRIOIHEHNE OAHOTO Takoro T3 ornenuBaetcs 1 Gaom,
HerpaBuiIbHOE — () 6asIIoB.

Komnerenmuu: OK 2, OK 4, OK 5, TIK 1.1-T1K1.5, TIK 2.1-11K 2.4, I1K 3.1-11K3.4, TIK 4.1-11K4.4

3ananue 40
Bri6epute BepHbIii, Ha Bar B3I, oTBET U 00BEAUTE KPY>KKOM €ro HoMep (KJIMKHHUTE KypcopoM,

MIOCTaBbTE KPECTHUK B HEOOXOAUMOM KIIETOUKE).

IIpu noaroToBKe JeJia K Mepeaayve B apXUB BHYTPEHHsISI ONMCH JIOKYMEHTOB, COJIEPKAIMXCS B
JeJie, IOMeNaeTcs. ..

1) B KOHIIE n1ena

2) B Hayaje jena

3) Ha TMIIEBOI CTOPOHE OOJIOKKH Jies1a

4) B caMOCTOSITEIBHOE JIEIIO

OTtBert: 2

Ouenka: nuxoromuyeckasi. [IpaBuibHOE BEITIOTHEHHE OJHOTO Takoro T3 oreHuBaercs 1 6amioMm,
HenpaBuibHOE — () OaJLIOB.

Kommerenruu: OK 2, OK 4, OK 5, TIK 1.1-I1K1.5, IIK 2.1-I1K 2.4, TIK 3.1-I1K3 .4, TIK 4.1-I1K4.4

3ananue 41
Bri6epute BepHbIii, Ha Bar B3I, oTBET U 00BEAUTE KPY>KKOM €ro HoMep (KIMKHHUTE KypcopoM,

MIOCTaBbTE KPECTUK B HEOOXOJUMOMN KIIETOUKE).

BHocuTh H3MEHEHHUs B IITATHOE PacMCaHue B TEYCHHE IOAa MOKHO. ..

1) onun pa3

2) nBa paza

3) orpaHUYEeHHs Ha 3TOT CUYET 3aKOHOAATEIHCTBOM HE YCTAHOBIIEHBI

Orger: 3

Ouenka: nuxoromuueckas. [IpaBuiabHOe BbINOIHEHHE 0HOTO Takoro T3 oneHuBaercs 1 6anioMm,
HenpaBuwibHOE — () OanIoB.

Komnerenun: OK 2, OK 4, OK 5, TIK 1.1-TIK1.5, IIK 2.1-I1K 2.4, T1K 3.1-11K3.4, TIK 4.1-11K4.4

3ananue 42
BriGepuTe BepHBIi, Ha Barm B3ruis1, OTBET U OOBEAUTE KPY>KKOM €ro HoMep (KIMKHHUTE KypcopoM,

MIOCTaBbTE KPECTHK B HEOOXOAUMON KIIETOUKE).

IIpu 3aK/II04YeHHMH TPYAOBOIO J0rOoBOpa IPakKAaHMH, MOCTYNAOIIUIA Ha padoTy mpexbsBJsieT
padoroaareno...

1) cCBUIIETENTBCTBO O POXKJICHUH peOeHKa

2) macnopT

3) CBUIETENBCTBO O POXKICHUH peOeHKa U MaclopT

Otser: 2

Ounenka: nuxoromuueckas. [IpaBuibHOE BBIIOIHEHUE OAHOTO Takoro T3 oneHnBaercs 1 Gaiom,
HernpaBuibHOE — 0 6aIIOB.

Komnerenmuu: OK 2, OK 4, OK 5, TIK 1.1-T1K1.5, TIK 2.1-T1K 2.4, I1K 3.1-T1K3.4, TIK 4.1-I1K4.4

3ananme 43



Bri6epute BepHbIii, Ha Bam B3ri1s1/1, OTBET 1 00BEUTE KPY>KKOM €ro HOMEp (KITUKHUTE KypCOpOM,
MOCTAaBbTE KPECTUK B HEOOXOIUMOMN KIETOUKE).

IlepeuyeHb MaTepHaJIOB, MOMEIEHHBIX B JI€J10 — ITO...

1) nucT-3aBepuTens Aelna

2) HOMEHKJIaTypa Je

3) BHYTpEHHSIS OIUCH

4) moamMBKa

5) utorosas 3aIuch

6) ornaBieHUE

OTtBer: 3

Ouenka: nuxoromuyeckasi. [IpaBunbHOE BhINOIHEHNE OHOTO Takoro T3 orneHuBaercs 1 6amiom,
HenpaBwibHOE — () OaJIoB.

Komnerenmuu: OK 2, OK 4, OK 5, IIK 1.1-I1K1.5, IIK 2.1-I1K 2.4, TIK 3.1-T11K3.4, IIK 4.1-11K4.4

3ananue 44
BriGepuTe BepHBIi, Ha Bam B3MIIs1, OTBET U OOBEAUTE KPY>KKOM €ro HOMep (KJIIMKHHUTE KypCcopoM,

MOCTAaBbTE KPECTHK B HEOOXOJUMOMN KIIETOUKE).

Cornamenue padoroaaress W pa00OTHHMKOB, KOTOpOe YCTAHABJIMBAeT IONOJHHUTEIbHbIE
rapaHTHH JJisl COTPYAHUKOB U UX OTBETHbIE 00513aTeILCTBA 110 OTHOIIEHUIO K Pad0oToAaTeN 0 —
3T0...

1) TpynoBoii norosop

2) rpa)/1aHCKO-TIPaBOBOI1 10TOBOP

3) KOHBEHITUS

4) NOMKHOCTHAS! UHCTPYKIUS

5) KOJUIEKTUBHBIN JOTOBOP

6) JOTOJHUTEIHHOE COTJIAllIEHUE K TPYIOBOMY JIOTOBOPY

Otsert: 5

Ouenka: nuxoromuueckas. [IpaBuiabHOE BhINOIHEHHE 0HOTO Takoro T3 oneHuBaetcs 1 6amiom,
HenpaBuibHOE — () GayoB.

Kommnerenmuu: OK 2, OK 4, OK 5, TIK 1.1-I1K1.5, TIK 2.1-I1K 2.4, TIK 3.1-I1K3.4, TIK 4.1-11K4.4

3ananue 45
Bri6epute BepHbIii, Ha Bar B3, oTBET U 00BEAUTE KPY>KKOM €ro HoMep (KIMKHHUTE KypcopoM,

MIOCTaBbTE KPECTUK B HEOOXOAUMOMN KIIETOUKE).

PaGoTonaresb He 00si3aH NMPOAJEBATh €XKeroJAHbIH ONJAYMBaeMblii OTHYCK, ec1d BO BpeMs
0oTnycKa padOTHHK...

1) 3ab6omnen u aexan B 00JIbHUIIE

2) ObL11 HaTIpaBJIEH HAa BOCHHbBIE COOPBI

3) paboTan B KauecTBe WieHa U30MpaTeIbHON KOMUCCUU

4) yxakxuBaJ 3a 3a00JICBIIIMM YJICHOM CEMbH

5) ydacTBOBaJ B Cy/ie B KaUeCTBE MPUCSHKHOTO 3aceAaTes

6) 3a0oe u eynics aMOyIaTOpHO

Ortser: 4

Ouenka: nuxoromuyeckasi. [IpaBunpHOE BeIMOTHEHNE OTHOTO Takoro T3 omenuBaetcs 1 OamioMm,
HenpaBuwibHOE — () 0aIoB.

Kommerenmmm: OK 2, OK 4, OK 5, IIK 1.1-TTIK1.5, TIK 2.1-I1K 2.4, T1K 3.1-I1K3.4, TIK 4.1-11K4.4

3ananue 46
BriGepute BepHBIi, Ha Barm B3risi, OTBET U OOBEAUTE KPYKKOM €ro HoMep (KIUKHUTE KYpcopoM,

MOCTaBbTE KPECTUK B HEOOXOAUMOMN KIICTOUKE).
3anucu B TPYA0BOH KHUKKE JOMYCKAETCH 1eJ1aTh...
1) mapuKoBO# pyqKoit



2) KapaH/1aIoM

3) KanuUIIpHON PYUKOM

4) ¢pomacrepom

OTtBer: 1

Ouenka: nuxoromuyeckasi. [IpaBunbHOE BeIMOTHEHHE 0JHOTO Takoro T3 omenuBaetcs 1 6amioM,
HenpaBwibHOE — () OaJIoB.

Komnerenmuu: OK 2, OK 4, OK 5, IIK 1.1-I1K1.5, IIK 2.1-I1K 2.4, TIK 3.1-T11K3.4, IIK 4.1-11K4.4

3apnanue 47
Bribepure BepHbIid, Ha Bamn B3risi, oTBET U 00BEeAUTE KPYKKOM €ro HOMep (KIMKHUTE KYPCOPOM,

MOCTAaBbTE KPECTUK B HEOOXOUMOMN KIIETOUKE).

IIpuxa3, KOTOPbI OTHOCUTCS K MPUKA3aM 110 OCHOBHOI JeSITeJIbHOCTH — 3TO MPHUKA3...

1) o mpueme paboTHHKA Ha pabOTy

2) 00 yTBEpXACHUH IITATHOI'O PACIIUCAHUS

3) o mepeMeneHuH

OTtBert: 2

Ouenka: nuxoromuyeckas. [IpaBuiabHOE BhIMOIHEHHE OAHOTO Takoro T3 oneHuBaeTcs 1 6amiom,
HenpaBwibHOE — () 6aJIoB.

Komnerenmuu: OK 2, OK 4, OK 5, IIK 1.1-I1K1.5, TIK 2.1-T1IK 2.4, TIK 3.1-11K3.4, [1K 4.1-I1K4.4

3ananue 48
Bribepure BepHbIi, Ha Bam B3risi1, OTBET 1 00BeANTE KPYKKOM €ro HOMep (KITMKHUTE KYPCOPOM,

MOCTaBbTE KPECTHK B HEOOXOUMOMN KIIETOUKE).

JlokaabHbIH aKT padoToaaTeisi ¢ TOYKH 3peHHS 3aKOHA, SIBJSIOIIHIiCA 0053aTeJIbHBIM — 3TO...
1) mraTHOE pacmnucanue

2) MHCTPYKLUS IO KaJIpOBOMY JI€IIOIIPOU3BOJICTBY

3) HOJI0)KEHUE O CTPYKTYPHBIX MOAPA3ACIECHUAX

4) monoxkeHue 00 aTTecTaluu

5) KOJUIEKTUBHBIN JOTOBOP

OtBer: 1

Ounenka: nuxoromuueckas. [IpaBuiabHOE BhIOIHEHNE OAHOTO Takoro T3 oneHuBaetcs 1 Gaiom,
HenpaBwibHOE — 0 GasIoB.

Komnerenuuu: OK 2, OK 4, OK 5, [IK 1.1-I1K1.5, TIK 2.1-I1K 2.4, [1IK 3.1-11K3.4, [IK 4.1-11K4.4

3ananue 49
BriGepute BepHbIii, Ha Baiil B3rJ1s/1, OTBET 1 00BEIUTE KPY>KKOM €r0 HOMEp (KIIMKHUTE KypCOpPOM,

MOCTaBbTE KPECTHUK B HEOOXOAUMOM KIIETOUKE).

JejieHne TOKYMEHTOB OCylIeCTBJIsIeTCH. ..

1) Ha poJbl, MOABUIBI, TOAPOIBI, PA3HOBUIHOCTH

2) Ha poJibl, BUBI, TOJABUIBI, PA3HOBUTHOCTH

3) Ha BUBI, TOJBUABI, PA3HOBUTHOCTH, POJIBI

4) Ha MOJBU/IBI, TIOJIPOJIBI, PA3HOBHIHOCTH

OTtser: 2

Ouenka: nuxoromuyeckasi. [IpaBunpHOE BeIMOTHEHNE OTHOTO Takoro T3 omenuBaetcs 1 OamioMm,
HenpaBuwibHOE — () 0aIoB.

Kommnerennnu: OK 2, OK 4, OK 5, ITIK 1.1-T1K1.5, TIK 2.1-T1K 2.4, ITIK 3.1-11K3.4, [1K 4.1-11K4.4

3aganue 50
BriGepute BepHbIi, Ha Barm B3ruis1, OTBET U O0OBEANTE KPY>KKOM €ro HoMep (KIMKHHUTE KypcopoM,

MOCTaBbTE KPECTUK B HEOOXOAUMOMN KIICTOUKE).
JlokyMeHTAI[HOHHOE o0eclieuyeHne ypaBjaeHus — 3TO...
1) mporiecc yCTaHOBJICHUS M TPUMEHEHHS TTPABIJI C IIENTBIO YIIOPSIOYCHHS IS TEITHPHOCTH B



JIETIOTIPOU3BOJICTBE

2) nesATeabHOCTh anmnapara ynpaBieHHUs, OXBAaThIBAIOIIAsl BOIIPOCHI TIOKYMEHTUPOBAHUS U
opraHu3aiu padoThl ¢ JOKyMEHTaMHU

3) COBOKYITHOCTB JOKYMEHTOB, IPUMEHIEMBIX B OMIPEIICICHHON chepe AesITeIbHOCTH

4) COBOKYITHOCTb PEKBH3UTOB, YCTAHOBJICHHBIX B COOTBETCTBUHU C (DOPMYJIAPOM JTOKYMEHTA

OTtBer: 2

Ouenka: nuxoromuyeckasi. [IpaBunbHOE BeIMOTHEHHE 0JHOTO Takoro T3 omenuBaetcs 1 6amioMm,
HenpaBuibHOE — () OayIoB.

Komnerenmuu: OK 2, OK 4, OK 5, IIK 1.1-I1K1.5, IIK 2.1-I1K 2.4, TIK 3.1-T11K3.4, TIIK 4.1-11K4.4

Kpurepun onenku npu nposeaeHnu AudQepeHnnpoBaHHOro 3a4era

«OTJIMYHO» «XOopouro» «YOOBJICTBOPUTCIILHO» | «HCYIOBJIICTBOPUTCIIBHO»

CTYICHT BBITIOJHWI | CTYICHT BBITIOJHWI | CTYICHT  BBIOJHII | CTYJICHT BBITIOJTHIIT
91-100% wu wnabpan | 71-90% wu wnabpan | 60-70 u nabpan 30-35 | menee 0-59% u Habpan
46-50 GamioB. 36-45 6amnos. OaJIoB. 0-29 GamoB.




MUHMCTEPCTBO HAYKH 1 BBICILIEI'O OBPA3OBAHMS POCCUMCKOM ®EJIEPALIMNA
HabepexxnouenHuHCKU HHCTUTYT (puiuan) geneparbHOToO rocy1apcTBEHHOIO aBTOHOMHOTO
00pa30BaTENILHOTO YUPEXKAEHUS BBICIIEr0 00pa30BaHMs
«Kazanckwuii (IIpuBomxckuii) ¢penepaabHbI YHUBEPCUTET

VHXXEHEPHO-3KOHOMUYECKUI KOJUIEK

3ananusa Kk 1udpepeHUPOBAHHOMY 3a4eTy
no OI1.04 «/lokymeHTAlIMOHHOE O0ecnieYeHne YIIPABJIEHUS»

1. CoctaButh M OQOPMHUTH IpPHUKA3 II0 OCHOBHOW JESITEIbHOCTH 00 MTOrax paboThl ¢
nokymentamu B 2017 rony ITAO «Mup». B KoHCTatupyrouiell 4YacTH YKaXXUT€ Ha HU3KYIO
TpeOOBaTEILHOCTh PYKOBOJUTENEH 1TOIpa3/ieIeHN K Ka4yeCTBY IMOATOTOBKU JOKYMEHTOB U KOHTPOJIS
UX HCIONIHEHHs. B pacropsautensHOil yacTH oOpaTuTe BHUMaHHWE PYKOBOJAWTENICH Ha IMOBBIIICHHE
TpeOoBaTeIbHOCTH K pabOTHHKaM B yacTu paboThl ¢ AokyMmMeHTamu. JlaiiTe 3amaHue pabOOTHHKY,
OTBEYAOIIEMY 3a JEJIOMPOU3BOACTBO, Ha pa3pabOTKy Mep 1o yiydiieHuio 3Toi padotsl (OK-2, OK-
4,0K-5, IIK 1.1, IIK 1.2, [IK 1.3, [IK 1.4, [IK 1.5, IIK 2.1, I1K 2.2, [1K 2.3, [1K 2.4, TIK 3.1 [1IK 3.2,
MK 3.3, TIK 3.4, TIK 4.1, 11K 4.2, [1K 4.3, TIK 4.4).

2. CocraButh U O(OPMHUTH DPACHOPSDKEHHE. YKaXXKHUTE, 4YTO B CBS3U C HPEACTOSILUMHU
CTPYKTYPHBIMH H3MEHEHUSIMH JIUPEKTOp OOS3BIBACT TPOBECTH NPOBEPKY IITATHO-(OHHAHCOBOM
JUCLUIUIMHBL. YKaXHUT€ OTBETCTBEHHOI'O M CpPOK BBIIOJHEHHs, KOHTPOJb 32 BbIIOJIHEHUEM
pacnopsKeHHsI BO3JIOKMTE Ha 3aMECTUTeNs JIupekTopa. [pyrue naHHble B TEKCT€ U PEKBU3ZHUTHI
ykaxute camoctostenapao (OK-2, OK-4, OK-5, TIK 1.1, TIK 1.2, TIK 1.3, TIK 1.4, TIK 1.5, TIK 2.1,
MK 2.2, TIK 2.3, TIK 2.4, T1K 3.1 TIK 3.2, [1K 3.3, [IK 3.4, [IK 4.1, [IK 4.2, T1K 4.3, [IK 4.4).

3. CoctaBuTh U OQOPMUTH AKT O PEBU3UU Kacchl. B TekcTe ykakuTe, 4TO B pe3ysbTaTe
PEBU3UH OBUIO YCTaHOBIIEHO, YTO OCTAaTOK JCHET B KAacCCE COTJACHO JAaHHBIM OYXTaJITEpCKOTO y4eTa
cocraBui 3 521 000 py6., HeoCTauM HAIMYHBIX JICHET 10 BUHE Kaccupa He oOHapyxeHo (OK-2, OK-
4, OK-5, TIK 1.1, TIK 1.2, TIK 1.3, [IK 1.4, 1K 1.5, I1K 2.1, T1K 2.2, TIK 2.3, TIK 2.4, TIK 3.1 TIK 3.2,
K 3.3, TIK 3.4, TIK 4.1, TIK 4.2, [1K 4.3, TIK 4.4).

4. CoctaButh ¥ O0GOPMHUTH PEKJIAMHOE TMHUCBMO O TPOJaXe YACTHBIM JIHIAM |
rOCYIapCTBEHHBIM IPEANPUATHIM IEPCOHATIBHBIX KOMIIBIOTEPOB I10 JOTOBOPHOM CTOMMOCTH U O
BO3MOYKHOCTH TIPUHUMATH 3aKa3bl Ha cocTaBieHue nporpamm (OK-2, OK-4, OK-5, TIK 1.1, TIK 1.2,
IK 1.3, [IK 1.4, IIK 1.5, [IK 2.1, TIK 2.2, TIK 2.3, TIK 2.4, I1K 3.1 TIK 3.2, [IK 3.3, [1IK 3.4, TIK 4.1,
K 4.2, TIK 4.3, TIK 4.4).

5. CocrtaButh u 0GOPMHUTH NHCBMO-TIPOCKOY HadaJlbHHMKA IUIAHOBO-3KOHOMUYECKOIO
ynpasinenus IIAO «Peagykrop» B anpec aupexkropa WMHCTUTyTa SKOHOMHKM C MpPOChOOM
PEKOMEHI0BaTh CIELMAIMCTOB U3 YKCJA BBITYCKHUKOB 3a0YHOIO OTIEJIEHUS MHCTUTYTA MOCIEIHUX
JIeT, UMEIOUIUX OMBIT paboThl B 00JaCTU SYKOHOMUKH MPOMBIIIJIEHHBIX MPEANPUATUH, HAa JOKHOCTH
HSKOHOMHCTOB YIpaBiieHHs. B mucbme ObIJIO BBICKa3aHO MOXKENAaHHE MPETEHJCHTaM Ha BaKaHTHbBIE
JOJKHOCTU TOJATOTOBUTH PE3IOME U MPUCIATh UX MO (akcy B aJpec yNpaBieHUs, a Takxke, IO
BO3MOXHOCTH, TPEACTAaBUTh PEKOMEHJATENbHbIE MUChMa C IMOCIEIHUX MecT paboTbl. OcraiabHbIE
JnaHHble yKaxkuTe camoctosrenbHo (OK-2, OK-4, OK-5, TIK 1.1, TIK 1.2, TIK 1.3, TIK 1.4, TIK 1.5,
MK 2.1, 11K 2.2, 11K 2.3, [IK 2.4, TIK 3.1 [1K 3.2, TIK 3.3, [1K 3.4, TIK 4.1, [1K 4.2, TIK 4.3, 1K 4.4).

6. CocraButh u odopmutrs npukaz AO «Toproseii nom «Mepkypuil» 0 JIHKBUAALHMH
marazuHa «TpukoTax». MarasuH JHUKBUIUPYETCS B CBSI3U C HEPEHTAOCNbHOCTBIO M B HENAX
cokpaieHus: pacxonoB. [Ipukazom NMHKBUIMPOBAH MarasuH; Co3JaHa JIMKBUAALMOHHAS KOMUCCHS,
cocrosmas M3 3aMecTuTens reHepanbHoro aupektopa AO «Toproseii goM «Mepkypuii»
(mpeacenaTeslb KOMHCCHM), JUPEKTOpa Mara3uHa «TpuKoTax» M HadaJbHUKAa SKOHOMHYECKOTO
ornena AO; 1aHbl NOpy4YEHUs MPEACENATENO JIUKBUIAMOHHON KOMUCCUH IO CPOKY NPECTaBICHUS
aKTa JMKBUJALMOHHOW KOMMCCUM, 3aMECTUTENI0 TE€HEpaIbHOI0 TUPEKTOpa I0 SKOHOMHUKE I10
BHECEHHIO TPEITIOKEHUIH O JaIbHEHIIeM HCIOJIb30BaHUM ocBoOokAatomierocs nomerenus (OK-2,



OK-4, OK-5, TIK 1.1, TIK 1.2, TIK 1.3, I[IK 1.4, I[IK 1.5, [IK 2.1, T1K 2.2, TIK 2.3, TIK 2.4, T1K 3.1 [IK
3.2, TIK 3.3, 11K 3.4, T1IK 4.1, [1K 4.2, [IK 4.3, TIK 4.4).

7. CoctaBuTh U OQOPMHUTH paACHOpSIKEHHE. YKaXHUTe, 4YTO B CBSI3U C MPEACTOSIIUMHU
CTPYKTYPHBIMA H3MEHEHUSIMH JIUPEKTOp OOS3BIBACT IPOBECTH NPOBEPKY IITATHO-(DMHAHCOBOM
JUCHUIUIMHBL. YKaXUTE€ OTBETCTBEHHOTO M CpPOK BBIIIOJIHEHHUS, KOHTPOJb 32 BBIOJIHEHUEM
pacnopsKeHHsI BO3JIOKMTE HA 3aMECTUTENs IupekTopa. [pyrue naHHble B TEKCT€ U PEKBU3HUTHI
ykakute camocrosrensao (OK-2, OK-4, OK-5, TIK 1.1, IIK 1.2, TIK 1.3, TIK 1.4, TIK 1.5, I1K 2.1,
MK 2.2, 1IK 2.3, 11K 2.4, 1K 3.1 TIK 3.2, [1K 3.3, [IK 3.4, 1K 4.1, [IK 4.2, [1K 4.3, [IK 4.4).

8. CoctaBuTh U 0OPMUTH AKT MPOBEPKHU (PUHAHCOBO-XO3AUCTBEHHOM NESTEIBHOCTH BAlllEro
npeanpustus. OcHoBanueM siisierca mnpuka3 gupexropa ot 00.00.0000 Ne 21 «O co3zmpanuu
KOMUCCHUM TI0 TpOBepke (DHUHAHCOBO-XO3SHCTBEHHONW JesATenbHOCTH» CocTaB  KOMHCCHUHU:
npezcenaTeab — 3aMECTUTENb IUPEKTOpPa; WICHbl KOMHCCHHU: 3aMECTUTENb TJIaBHOTO Oyxrairepa,
WHXEHEP-2KOHOMUCT, Oyxranrep-peBu3op. B pesyibTare npoBepku ObLIO YCTAaHOBIIEHO HApPYIIEHUE B
cucreme yuera oobopymosanus (OK-2, OK-4, OK-5, TIK 1.1, TIK 1.2, TIK 1.3, TIK 1.4, T[IK 1.5, TIK
2.1,TIK 2.2, TIK 2.3, T[IK 2.4, TIK 3.1 TIK 3.2, TIK 3.3, TIK 3.4, TIK 4.1, [1K 4.2, TIK 4.3, TIK 4.4).

9. CoctaButh U OQOPMHUTH NMHUCbMO HayaJlbHHKa oTxAena pekiamsl [IAO «3Ortanon» B agpec
YHUTAPHOTO MYHUIIUTIAIBHOTO MPEANpHUITHS «3eJeHbIi 60p» 0 TOMOJHUTENIbHOM (UHAHCHPOBAHUU
3aka3a Ne 24 Ha U3roTOBJICHHE PEKIAMHBIX MPOCIEKTOB B CBSI3M C POCTOM IIeH Ha MOJHUrpaduvecKkue
yCIIyTH BO BTOPOM KBapTajie TEKYIIEro roja U U3MEHEHHEM CMEThI 3aTpar. B muceMe ykas3pIBaloch,
YTO BBHITIOJTHEHHE 3aKa3a Oy/IeT OCYIIECTBICHO TOJIBKO MPH JTOTIOTHUTEILHOM BBIZCIICHUHU 23 THIC.pyO.
OcranbHble 1aHHbIe yKakuTe camocrosrensHo (OK-2, OK-4, OK-5, TIK 1.1, TIK 1.2, TIK 1.3, TIK
1.4, 1IK 1.5, 11K 2.1, I1IK 2.2, [IK 2.3, [IK 2.4, TIK 3.1 I1K 3.2, [1K 3.3, [IK 3.4, [IK 4.1, TIK 4.2, IIK
4.3, TIK 4.4).

10. CocraButb u opopmuts npukasz IIAO «Pagyra» o peopranuszanuu KaHUEISIPUU B OTAEI
uH(pOPMallMOHHO-A0OKyMeHTanmoHHoro  obecrieuenust (OWJO). B  koncratupyomeid dYactu
HEOOXO/IMMO COCIIaThCSl HA paciiupeHne (yHKIUKA W BHEAPEHHE B PabOTy CHCTEMBI 3JIEKTPOHHOTO
JTOKyMeHTOoOoOopoTa. B pacmnopsiautenbHON 4acTU yCTaHABIMBAETCS IITATHAS YHUCICHHOCTh OTIENa B
KOJIMUECTBE 7 YENOBEK, AAIOTCS MOPYYEHHs] HAadaJIbHUKY 3KOHOMHUYECKOTO OT/eNia MO BHECEHUIO
U3MEHEHUH B INTAaTHOE paclMCaHWEe M HAyaJlbHUKY KaHLEJISpUU MO pa3paboTKe IOJIOKEHHUS 00
OUJIO. OcranbHble naHHbIe yKakute camocrostensHo (OK-2, OK-4, OK-5, TIK 1.1, IIK 1.2, TIK
1.3, TIK 1.4, TIK 1.5, TIK 2.1, T[IK 2.2, [IK 2.3, TIK 2.4, TIK 3.1 T1K 3.2, 1K 3.3, [IK 3.4, TIK 4.1, TIK
4.2,TIK 4.3, TIK 4.4).

11. CocraBute u o0(OpPMUTH yKa3zaHHE 3aM.JIUPEKTOpa (GHUPMBI 00 OpraHu3aLuu
KONMPOBAJIbHO-MHOKUTENBHOTO O10po. B TekcTe ykaxuTe, YTO B COOTBETCTBUU C IPUKA30M
JTUpPEKTOopa, 3aM. JUpeKTopa (GUPMBI 00s3bIBAa€T 3aB. KOMNHPOBAIbHO-MHOXKUTEIBHOTO OIOpO
paspabotath (opMy 3aKka3a Ha pa3MHOXKEHHE JOKYMEHTOB, BblAaBaTb Pa3MHOXKEHHBIE TOKYMEHTbI
VICIIOJIHUTEIISIM C COOTBETCTBYIOIEN PACIIMCKON B XKypHAJI€ y4eTa, peruCTpUPOBATh OCTYMNAIOIINE Ha
pPa3MHOKEHHE JOKYMEHTBI, KOHTPOJIb UCTIOJIHEHHSI BO3JIOKUTh HA HavalbHKUKa obtiero oraena(OK-2,
OK-4, OK-5, TIK 1.1, IIK 1.2, TIK 1.3, TIK 1.4, TIK 1.5, [IK 2.1, IIK 2.2, TIK 2.3, I1K 2.4, IIK 3.1 IIK
3.2,TIK 3.3, 11K 3.4, T1IK 4.1, [IK 4.2, TIK 4.3, [1K 4.4).

12. CoctaBuTh U 0OPMHUTH aKT MO NpeanpuiaTuio «KaHon» 00 uTorax peBH3UH IO MPOBEPKE
¢unaHcoBOro otdera. B Tekcre ykaxute, 4To peBU3MEl OOHapyKeHbl (akThl rpyOOro HapyleHus
(MHAHCOBOTO y4yeTa U OTYETHOCTH IO KOMAaHJHPOBKAaM, OTCYTCTBHE XKYypHaja ydeTa JOBEpPEHHOCTEH
(OK-2, OK-4, OK-5, TIK 1.1, IIK 1.2, TIK 1.3, TIK 1.4, T1K 1.5, T[IK 2.1, TIK 2.2, TIK 2.3, [IK 2.4, TIK
3.1TIK 3.2, 11K 3.3, [IK 3.4, TIK 4.1, 1K 4.2, [1K 4.3, [IK 4.4).

13. CoctaButh u oopmuth tuceMo nupekropa AO «@Pacag» Copoknna B.A. reHepaibHOMY
mupextopy AO «Kunctpoit» MapkoBy H.H. ¢ npeanoxxenremM 00 okazaHUHM PEKIAMHBIX YCIIYT IS
OPOJBMKEHMSI CIpoca Ha KBapTHpPhl B  CTPOSIIMXCA KWIBIX Jomax. IIpenBaputenbHas
JIOTOBOPEHHOCTh O pEKJIaMHOW KaMIaHWM ObUla JOCTHUTHYTa B XOJE COCTOSIBUIMXCSI paHee
neperoBopoB. OcranbHble AaHHble yKaxute camocrosTensHo (OK-2, OK-4, OK-5, TIK 1.1, ITK 1.2,
K 1.3, I[IK 1.4, TIK 1.5, IIK 2.1, IIK 2.2, [1K 2.3, [IK 2.4, T[IK 3.1 11K 3.2, I1K 3.3, [IK 3.4, [IK 4.1,
[1K 4.2, 1K 4.3, TIK 4.4).



14. CocraButh W OQOPMHUTH YyKa3aHHE 3aM. JAupekTopa ¢GuUpPMBI 00 OpraHU3aIuN
KOMUPOBAJIBLHO-MHOKUTEIBHOTO OOpOo. B TekcTe yKaxxuTe, 4TO B COOTBETCTBHUU C MPUKA30M
TUPEKTOpa, 3aM. JTUPEeKTopa (HUPMbI O0S3bIBAaCT 3aB. KOMHPOBAIBHO-MHOXKUTEJIBHOTO OHOPO
paszpaboTtath GopMy 3aKkaza Ha Pa3MHOXKCHHE JOKYMEHTOB, BBIABAaTh Pa3MHOKEHHBIC TOKYMEHTHI
HCIIOJTHUTEIISIM C COOTBETCTBYIOIIEH PACIIUCKOMN B XKypHaJle yueTa, perucTpupoBaTh NOCTYIAOIIKE Ha
Pa3sMHOXCHHE JOKYMEHTBI, KOHTPOJIb UCIIOJHECHHUS BO3JIOKUThH Ha HavanbHuKa obmiero oraena (OK-2,
OK-4, OK-5, TIK 1.1, TIK 1.2, TIK 1.3, TIK 1.4, IIK 1.5, [TIK 2.1, I[IK 2.2, [IK 2.3, [IK 2.4, [1K 3.1 [IK
3.2, 11K 3.3, 11K 3.4, TIK 4.1, TIK 4.2, TIK 4.3, TIK 4.4).

15. CoctaButh ¥ OGOPMHUTH JOKJIATHYIO 3alUCKy TJIABHOIO OyXraiaTepa pPYKOBOIMUTEIIO
OPEINpUATHS. O HEOOXOAMMOCTH IEHTPaIN3alMi pacuyeToB C pPaOOTHHKAMU MpeanpusaTus. B
00s13aHHOCTH YYETHBIX pPAOOTHUKOB II€XOB JOJDKHO BXOJIUTh JIMIIbL OGOPMIICHHE YYETHBIX
JIOKYMEHTOB TI0 YYeTy BbIpaOOTKH. B 1okiagHOW 3ammcKe HEOOXOAMMO IMOAATh MPEIOKEHUE IO
NepeCcMOTPy LITATOB, OTUYETHHIX pPa0OTHUKOB B li€XaX W TJIABHON OyxranTepuu M3 pacuera oOIero
COKpailleHus mraroB He MeHee dyeMm Ha 20% (OK-2, OK-4, OK-5, TIK 1.1, TIK 1.2, TIK 1.3, I1K 1.4,
[K 1.5, I[IK 2.1, [TIK 2.2, TIK 2.3, TIK 2.4, TIK 3.1 [IK 3.2, [IK 3.3, TIK 3.4, TIK 4.1, I1IK 4.2, [1K 4.3,
I1K 4.4).

16. CoctaBUTh U OPOPMHUTH AKT 00 UTOTaX TOKYMEHTAIHHOU PEBU3UHU padOTHI OpraHU3aluu 3a
OTUeTHBIN TOJ. B akTe peBu3uu 3auKCHpOBaHBI CIEAYIOIIME HEAOCTATKU: HE YHOPSJIOYECH YUET
JIMYHOTO COCTaBa, HEKOTOPbIC JIMUHbBIC J1e)Ia HaxoAsTcs B 3amyiieHHoM coctosauu (OK-2, OK-4, OK-
5, IIK 1.1, IIK 1.2, TIK 1.3, IIK 1.4, TIK 1.5, TIK 2.1, TIK 2.2, TIK 2.3, IIK 2.4, TIK 3.1 TIK 3.2, [IK
3.3,TIK 3.4, TIK 4.1, TIK 4.2, [1K 4.3, TIK 4.4).

17. CocraBuTh 1 OPOPMHUTH KT O CIIMCAHWU MMYIIECTBA. B TeKkcTe yKaKUTE, YTO O MEPUOT C
00.00.0000 mo 00.00.0000 xomuccust mpoBena padOTy MO YCTAHOBJICHHUIO HENPUTOAHOTO K
JalbHEHIIIEMYy HCIIOIb30BaHUIO UMyIecTBa. B pesynbrare paboThl OBUIO YCTAaHOBIIEHO, YTO
UMYIIECTBO COTJIACHO MpPHJIAraéMoMy K aKTy TMepeyHI0 TOJUIKUT CIHCAHHUI0O B CBA3H C
HEMPUTOAHOCTRIO [yt ucnojib3oanus (OK-2, OK-4, OK-5, TIK 1.1, IIK 1.2, TIK 1.3, TIK 1.4, TIK
1.5, TIK 2.1, TIK 2.2, TIK 2.3, [IK 2.4, [IK 3.1 TIK 3.2, [1IK 3.3, [IK 3.4, TIK 4.1, TIK 4.2, TIK 4.3, TIK
4.4).

18. CoctaButh U 0hOpMUTH MUCHMO-TIpUTTIAlIeHNEe areHTcTBa «H(popMalnoHHO-TTPaBOBHIE
CUCTEMBI» 00 ydacTuu B ceMuHape «TeXHOJIOrn4ecKkue v MpaBoOBbIE ACTIEKTHI 3aITUTH KOMMEPUECKOM
urdopmanun» (OK-2, OK-4, OK-5, TIK 1.1, TIK 1.2, TIK 1.3, TIK 1.4, TIK 1.5, TIK 2.1, TIK 2.2, TIK
2.3,1IK 2.4, 11K 3.1 [IK 3.2, TIK 3.3, TIK 3.4, TIK 4.1, [1K 4.2, TIK 4.3, TIK 4.4).

19. CocraButh U OQOPMHUTH MUCHMO-0TKa3 monurpadudeckoro mnpennpustus «llapTHep»
(ITAO) axnuonepHoMy o0OmiecTBy «CallfoT» IO BOINPOCY BBHINOJHEHHUS 3aKa3a Ha HM3TOTOBJICHUE
OJIaHKOB y4eTa U OT4eTHOCTH. [[puynHON OTKa3a SBUIACh PEKOHCTPYKIIHMS MEYaTHOTO IIeXa, KoTopas
IPOJTUTCS 70 KOHIIA TMIEPBOT0 MOJIYTOAMS; APyrue JaHHble yKaxkute camocrosteabHo (OK-2, OK-4,
OK-5, TIK 1.1, IIK 1.2, TIK 1.3, TIK 1.4, TIK 1.5, TIK 2.1, TIK 2.2, TIK 2.3, TIK 2.4, TIK 3.1 IIK 3.2,
IK 3.3, TIK 3.4, TIK 4.1, T1K 4.2, T1K 4.3, TIK 4.4).

20. CocraButb u opopmuts npukas [TAO «Cknan» 06 obecrieueHNH MOKapHOI 06€301MacHOCTH
U YCWJICHUU OXpaHbl MNpeanpusTus. B KOHCTaTUpyrOIed dYacTH CONUIMNTECh Ha OMACHOCTH
TEPPOPUCTUYECKIX aKTOB W YKAXHUTE Ielb OOecreueHuss Oe30MacHOCTH e U COXpaHEHHe
UMYyIIeCTBA. B pacmopsauTenbHON Y9acTH ciieyeT o0s3aTh HadalbHUKA OTAeNa OXpaHbl JIOKKMHA
K.X. ycunuth nmpomyckHOM peXUM U OpraHU30BaTh KPYIJIOCYTOYHOE ACKYPCTBO Ha ckiage Nel;
koMmeHnanTa 3nanusg Cyxux B.H. — mpoBepuTh COCTOSIHWE CHUTHAIW3alMA W JJIEKTPOIPOBOJKH, a
HayaJlbHUKa aAgMuHUCTpatuBHOTrO otaena Ilerpenko O.Il. — mnepeBectu Ha ckiag  Nel
BOCIIaMeHstomrecs BemecTBa. OcranabpHble JaHHbIe yKakuTe camocTosaTenbao (OK-2, OK-4, OK-5,
K 1.1, TIK 1.2, TIK 1.3, 11K 1.4, IIK 1.5, I[IK 2.1, [IK 2.2, TIK 2.3, TIK 2.4, TIK 3.1 I[IK 3.2, IIK 3.3,
[MK 3.4, TIK 4.1, TIK 4.2, TIK 4.3, TIK 4.4).

21. CoctaButh M OG(OPMHUTH [OKIAIHYIO 3aMUCKy HaudalbHUKA OTIENa PYKOBOIUTEIIO
npennpusaTis 0 (akTe HEBBIMOIHEHUS PACIOPSHKEHUS O MOHTaXe OOOPYAOBAaHMS HA YYacTKe IO
npUYrHEe ¢ab0ro KOHTPOJIsi CO cTopoHbl rimaBHoro mexanuka (OK-2, OK-4, OK-5, TIK 1.1, IIK 1.2,



[IK 1.3, I[IK 1.4, I[IK 1.5, TIK 2.1, TIK 2.2, TIK 2.3, T1K 2.4, [1K 3.1 TIK 3.2, TIK 3.3, TIK 3.4, TIK 4.1,
K 4.2, TIK 4.3, T1IK 4.4).

22. CoctaBuTh U OPOPMUTH aKT O MPOBEPKE Kacchl. B TeKCTe yKaKuTe, YTO B pe3yJbTaTe
pPEBU3HM KAacChl KOMUCCHUSI YCTAaHOBMJIA: OCTaTOK HAJIMYHBIX cpeAcTB 1o coctosgHuio Ha 00.00.0000
COTJIACHO KAacCCOBOW KHHMI€ M JaHHBIM OYXTaJITEPCKOro ydera JOoJbkeH cocTaBisaTh 450 000 pyOneit;
(akTHUECKUI OCTaTOK HAIMYHBIX JeHer B kacce coctaisier 400 000 pybneit. Hemocraua HamMuHBIX
neHer B kacce cocrtabisier 50 000 pyOuneit; HemocTaua HadWYHBIX JeHEr oOpa3oBajach IO BUHE
kaccupa MonounukoBoii [T.A. (OK-2, OK-4, OK-5, TIK 1.1, 1K 1.2, I1K 1.3, IIK 1.4, [IK 1.5, [IK
2.1, TIK 2.2, TIK 2.3, 1K 2.4, TIK 3.1 I1K 3.2, TIK 3.3, TIK 3.4, TIK 4.1, [1K 4.2, TIK 4.3, TIK 4.4).

23. CocraButh ¥ OGOPMHUTH MUCHMO-TIPOCHOY aKIMOHEpPHOTO obmecTBa «CIIyTHHK» B
KOMUTET BHEUTHEOKOHOMHUYECKHX CBSI3€H aJMUHUCTPALMU PECIYOJIMKU O BBIICICHUM JIMIICH3UH Ha
nocraBky B Kwutait 4000 TOHH MeTasila B CBSI3M C 3aKJIIOYEHUEM JIOTOBOPA JAISIHBCKUM
OObenuHEHUEM TI0 MEXKIYHApOJHOMY COTPYAHMYECTBY HAa CTPOMUTEILCTBO JEBSITHITAXKHOIO
obmexutus B HaGepexxnbix Yemnax. CoryiacHO J0TOBOpa OIUIaTa BBIMOJHEHHBIX padoT Oyner
POU3BOAUTHCS poccuiickumu pyossimu u marepuanamu (OK-2, OK-4, OK-5, TIK 1.1, IIK 1.2, TIK
1.3, 1IK 1.4, IIK 1.5, T1IK 2.1, [IK 2.2, [IK 2.3, TIK 2.4, TIK 3.1 I1K 3.2, [IK 3.3, [IK 3.4, TIK 4.1, IIK
4.2,TIK 4.3, 11K 4.4).

24. CoctaBuTh ¥ O(OPMHUTH JIOKJIAJHYIO 3alUCKy O IPUYUHAX HECBOEBPEMEHHOTO
peloCTaBleHUs] HHPOPMAIIMK O BHIMOJIHEHUH TpUKa3a qupekTopa. OcTanbHble PEKBU3UTHI YKAKUTE
camocrostensHo (OK-2, OK-4, OK-5, TIK 1.1, TIK 1.2, I1K 1.3, TIK 1.4, T1K 1.5, TIK 2.1, [1K 2.2, TIK
2.3,TIK 2.4, TIK 3.1 TIK 3.2, T1K 3.3, [1K 3.4, TIK 4.1, TIK 4.2, TIK 4.3, [1K 4.4).

25. CocraBuTh 1 OGOPMUTH aKT O PEBH3MH KacChl. B TekcTe yKakuTe, YTO B pe3yibTare
pEeBU3UU OBLIO YCTAaHOBIIEHO, YTO OCTATOK JICHET B Kacce COTJIaCHO JaHHBIM OyXTalITepCKOro ydeTa
coctaBmi 3 521 000 py0., HeJJOCTa4YKM HAIMYHBIX JICHET [0 BUHE Kaccupa He oOHapyxeno (OK-2, OK-
4,0K-5, IIK 1.1, IIK 1.2, IIK 1.3, [IK 1.4, TIK 1.5, IIK 2.1, I1K 2.2, [1K 2.3, [1K 2.4, [IK 3.1 [IK 3.2,
MK 3.3, TIK 3.4, TIK 4.1, 11K 4.2, [1K 4.3, TIK 4.4).

26. CoctaBuTh U OPOPMHUTH AKT MPOBEPKH (PHMHAHCOBO-XO3IHCTBEHHOM /1€ATENLHOCTH BaIlIEro
npeanpustusi. OcHoBaHueM siBisiercss mpuka3 aupekropa oT 00.00.0000 Ne 21 «O cozmanuu
KOMHMCCUM TI0 TpOBepKe (DMHAHCOBO-XO3SMCTBEHHOM JesiTenbHOCTHY. COCTaB  KOMHCCHUU:
npejceaareab — 3aMECTUTEN JUPEKTOpa; WIEHbl KOMHUCCHUU: 3aMECTUTElNs TJIaBHOTO Oyxrairepa,
MH)KEHEP-?KOHOMMUCT, OyXranTep-peBu3op. B pe3ynbrare npoBepku ObUIO YCTAHOBJIEHO HapylIEHUE B
cucreme yuera odbopymosanus (OK-2, OK-4, OK-5, TIK 1.1, TIK 1.2, TIK 1.3, TIK 1.4, TIK 1.5, TIK
2.1,1IK 2.2, TIK 2.3, TIK 2.4, TIK 3.1 TIK 3.2, T1K 3.3, TIK 3.4, TIK 4.1, TIK 4.2, TIK 4.3, [1K 4.4).

27. CocraButh U OPOPMUTH MPHUKA3 IO OCHOBHOU JEATEIHLHOCTH O BHECEHUW M3MECHEHHUU B
LITAaTHOE pacnucaHue. B KoHCTaTHpyrOLEeN 4acT TEKCTa yKaXKUTE, YTO B CBSI3U C IPOU3BOJCTBEHHON
HEOOXOJUMOCTBIO U OTKPBITHEM II€Xa MO MPOU3BOACTBY moiydalOpukatoB. B pacnopsaurenbHon
YacTH TEKCTAa BHECTU B IUTAaTHOE PACIMCAHME TOPrOBON KOMIIAHUU CIIEAYIOIINE W3MEHEHHUS: BBECTH
JIOJIKHOCTB 1T0Bapa Mo MPOU3BOACTBY MONy(PabpuKaToB ¢ OKIaAOM ...py0. KoHTposb 3a ucnonHeHue
nprKa3a BO3JIOKUTE Ha 3amectutens mupekropa (OK-2, OK-4, OK-5, TIK 1.1, TIK 1.2, TIK 1.3, TIK
1.4, TIK 1.5, TIK 2.1, 1K 2.2, [IK 2.3, [IK 2.4, TIK 3.1 T1K 3.2, [1K 3.3, [IK 3.4, TIK 4.1, TIK 4.2, TIK
4.3,1IK 4.4).

28. CoctaBUTh ¥ OQPOPMUTH aKT MO npeAnpusatuio «KaHoH» 06 UTorax peBU3uH MO MPOBEPKE
¢uHaHCcOBOrO OTUeTa. B Tekcre ykaxurte, 4TO peBH3HEH OOHapyXeHbI (akThl rpyOOro HapyuleHHUs
(UHAHCOBOTO y4yeTa U OTYETHOCTH MO KOMaHAWPOBKaM, OTCYTCTBHUE JKypHaja ydeTa J0BEpeHHOCTEH
(OK-2, OK-4, OK-5, TIK 1.1, TIK 1.2, [IK 1.3, T1K 1.4, TIK 1.5, 1K 2.1, T1K 2.2, TIK 2.3, [1K 2.4, TIK
3.1TIK 3.2, 11K 3.3, TIK 3.4, TIK 4.1, T1K 4.2, [1K 4.3, TIK 4.4).

29. CocrtaButh U O(OPMHUTH CONPOBOAMTENBHOE IUCHMO O HampaBileHun Bam Ha
pEeLEeH3UpPOBaHNE PYKOMUCH Mporpammel Kypca «Opranuzanus HHDOPMALMOHHOTO oOecreyeHus
ynpasieHus». IIporpamma mnpeanonaraeTcst Kak TUIOBas JJs BBICHIMX Y4YeOHBIX 3aBEJCHM,
uMeroux crenuanuzanuu  «MeHemxmeHT» uinu  «Opranuzanus ynpasieHus». OT3bIB MPOCIT
npucnarb 10 12 gexadps 2017r. (OK-2, OK-4, OK-5, IIK 1.1, TIK 1.2, TIK 1.3, [1K 1.4, IIK 1.5, TIK
2.1,TIK 2.2, TIK 2.3, [IK 2.4, TIK 3.1 [1K 3.2, TIK 3.3, TIK 3.4, TIK 4.1, [1K 4.2, TIK 4.3, TIK 4.4).



30. CoctaButh 1 0hopMuUTH HHPOPMAIIMOHHOE NTHCbMO. B Tekcre ykaxwure, uro AO «busnec-

HIKOJIa

«Nuren-Cuares»

MNOATOTOBWJIA K HU3AAHUIO KHUTY

«/lenonpounsBoacTBo».

B kHure

OCBEUIAIOTCA TPeOOBAHUSA K COCTABJIEHUIO U OQOPMIICHHIO CIIy)KEOHBIX JIOKYMEHTOB U IpaBHJIa
pabotsl ¢ Humu (OK-2, OK-4, OK-5, TIK 1.1, 1K 1.2, TIK 1.3, 1K 1.4, TIK 1.5, TIK 2.1, TIK 2.2, TIK

23, 1IK2.4,1IK 3.1 [1K 3.2, TIK 3.3, [IK 3.4, TIK 4.1, [IK 4.2, [1K 4.3, TIK 4.4).

Kpurepum ouenku Ha nuddepeHuupoBaHHOM 3a4eTe

COTITUIHOY «XOPOIIIOY «YIIOBJICTBOPUTEIHLHOY «HEYIIOBIICTBOPHUTE
JTHHOY

CTYACHT CTYAGHT  PAaCKpBIBAeT | CTYICHT PAaCKPBIBAET BOIPOC | BOIIPOC HE
pacKphIBaeT BOIPOC, | BOPOC, MPAKTHYECKOE | HE B TOJHOH  Mepe, | pacKphIT,
PaKTUYECKOe 3aJjaHHe BBIIOJHSET 0€3 | JOMYCKAaeT HETOYHOCTH B | MPAKTUYECKOE
3a/IaHME BBITIOJIHSCT | OIMUOOK, Ha | (OPMYIHUPOBKAX (1-2 | 3amanue HE
0e3 OLIMOOK, | JOMOJIHUTEIbHBIE OIINOKH), IIPAKTUYECKOE | BHIIOJIHEHO.
YBEPEHHO OTBEYAET | BOIPOCHI OTBEYAET, | 3a/IaHue BBIIOJIHEHO
Ha JIOTIOJIHUTEIILHBIC | JIOIYCKAeT HETOYHOCTH | YACTMYHO, C JIONMYIICHUEM
BOTIPOCHI B OIIPEJICIICHUSX OmuO0K




