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1. HIOACHUTEJIBHAS 3AIINCKA

1.1. Heanb u 3aa49u JUCUUILIHHBI

Llenv  Oucyunaumvl —  TOATOTOBUTH  BBITYCKHUKA,  00JaJaroILEro
TEOPETUUYECKUMH M TNPAKTUYECKUMU 3HAHUAMHU M YMEHUSIMH, CIOCOOHOIO
IPUMEHATHh KOMIIETEHIINH B c(pepe yrpaBieHHs JOKYMEHTalMeH B KOPIIOPALIUH.

3aoaqu oucyuniuHsl.

— O3HAaKOMUTb  MAarucTpaHTOB C  MOHATHEM  «JOKYMEHTHUPOBAHHAS
uHGOpMAaIIUs» U €€ POJIbIO B YIIPaBJICHUU;

— c(opmMHpoBaTh HABBIKK aHAJIM3a HOPMAaTUBHO-TIPABOBBIX U METOIUYECKUX
OCHOB JIOKYMEHTAIlMOHHOTO 00€CTIeUeHUs! YIIPABJIECHUs KOPIIOpaIUeH;

— O3HAaKOMUTb C OCHOBHBIMH JJIEMEHTAMH CHCTEMBI  yIPABICHHUS
JIOKyMEHTaMU;

— 0o0y4ynTh METOAAM  HCHOJb30BAHMS  YHU(PHUIMPOBAHHBIX  CHCTEM
JOKyMEHTAIUU;

— copmupoBaTh HaBbIKU
(GYHKIIMOHATIBHBIX C(ep ynpaBICHUS,

— OCBOUTH TEXHOJIOTMM MOCTPOEHHUS CHCTEMBbl U MPOLECCOB YIPABICHUS
JIOKyMEHTaMU;

— cpopMHUPOBATh HABBIKUA PA0OTHI C KOHPUACHIIMAIbHBIMUA JOKYMEHTAMU;

— 00y4MTb NPAKTUKE BEJCHUS MEKYHAPOTHOM MEPETUCKH.

AOKYMCHTAIITMOHHOI'O oOecneueHus

1.2. IlepeyeHb IUIAHUPYEMBIX Pe3yJIbTATOB 00y4eHHs MO TUCHMILINHE,
COOTHECEHHBbIX ¢ HHAUKATOPAMH I0CTHKCHUSI KOMIIeTEeHIIM I

HNuauxkaropsl
KOMIIeTeH M
(Ko ¥ HAMMEHOBAHUE)

Komnerenuus

Pe3yabTarhl 00y4eHust
(K01 1 HAUMEHOBAHME)

IMPOPECCHUOHAJIBHBIE KOMIIETEHIIUH

Tun 3amau OpraHU3alMOHHO-

pod. eATeTbHOCTH: yIpaBJIeHYECKUN
[Honowcen 3Hamo.
— OCHOBBHI YIIPaBJICHUS
OpraHu3aIuen;

I1K-3. Cniocoben [1K-3.3. TotoB

— CTPYKTYpPY OpTraHU3aI1H;

OCYILECTBIISITh K OIpEAeNICHUI0 — MepPEI0OBOM OTEYECTBEHHBIIN
yIpaBJiIcHUE Y BHEJIPEHUIO ¥ MUPOBOM OIIBIT aIMHUHHCT-
aJIMUHUCTPATUBHOM, aJIMUHUCTPATUBHOM, PaTUBHOM, X035 HCTBEHHOH,
XO3SIHCTBEHHOM, XO3SIHCTBEHHOM, JIOKYMEHTaIMOHHOM
JIOKYMEHTAllMOHHOM JIOKYMEHTallMOHHOM Y OPTaHU3AILIMOHHON MOJJIEPKKU
Y OpraHU3aIlMOHHON 1 OpraHU3aIMOHHON

MOAICPKKON MOJTUTUKHU Honocen ymems:

OpraHu3aIu U CTPYKTYPbI OpraHU3alun — KOHTPOJIUPOBATh M OPraHU30-

BBIBaTh MPOLECCHI YIIPaBICHUS
aJIMAHUCTPATUBHOM, XO3MCT-
BEHHOM, JOKYMEHTAIMOHHOU
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Y OPTaHU3ALMOHHON NOAJIEPIKKOM;
— HCIIOJIB30BaTh METOIUKH
BHEAPEHUS KOPIIOPATUBHBIX HOPM
Y TIpaBUJI YIIPABICHUS aIMUHUCT-
paTUBHOM, XO35CTBEHHOM,
JIOKYMEHTallMOHHOM M OpraHu3aiu-
OHHOM MOJAEP>KKON OpraHu3aIuu

Jlonoicen enadems:

— KOPHOPaTUBHBIMU IPOLEAYPAMU
U IPOTOKOJIOM

I1K-3. Crocoben
OCYILIECTBIIATH
yIIpaBJICHHE
aIMUHUCTPATUBHOM,
XO3SHCTBEHHOM,
JIOKYMEHTAallMOHHOU
Y OpraHU3allMOHHON
MOJIEPKKON
OpraHu3aIuu

[1K-3.4. Pa3zpabatbiBaet
U BHEJPSET JIOKAJIbHBIE
HOPMAaTHBHBIC aKThI

U periaMeHTUpYIOoIINe
JOKYMEHTBI

Jlonoicen 3namo.

— OCHOBBI YIIpaBJICHUS
OpraHu3aluen;

— CTPYKTYpY OpraHM3alluy;

— IEPEIOBOM OTEUECTBEHHBIN OIBIT
aJIMUHUCTPATUBHOM, X031 CTBEH-
HOH, TOKYMEHTALIMOHHON 1
OpraHU3alMOHHON MTOJJIEPKKH;

— 3aKoHoOAAaTeNbCcTBO Poccniickoi
denepauuy U HOPMaTUBHO-
MPaBOBYIO 0a3y, peryJupyromme
JIESITEIbHOCTh B 00J1aCTH
aAMUHUCTPATUBHOM, XO34HCT-
BEHHOM, JJOKYMEHTAI[MOHHOU

Y OPraHU3aLlMOHHON MOAJIEPIKKU

Honowcen ymems:

— KOHTPOJIMPOBATh U OPTaHU30-
BBIBAaTh IIPOLECCHI YIIPABICHUS
aAMUHUCTPATUBHOM, XO341CT-
BEHHOM, JOKYMEHTALIMOHHOMN

Y OPTaHU3AIMOHHON MOAJICPIKKOM;
— UCIIOJIL30BaTh METOIUKU
BHEAPEHUS KOPIIOPATUBHBIX HOPM
Y MIPaBWJI YIIPABJICHUS aIMUHUCT-
PaTUBHOM, XO35MCTBEHHOM,
JIOKYMEHTAlHOHHOW M OpraHu3a-
LUOHHOM MOINEPIKKOU
OpraHu3aINu;

— pa3pabaThIBaTh U BHEAPSITH
JIOKaJIbHbIE HOPMATUBHbBIE aKThI

Y PEMIAMEHTUPYIOIINE JOKYMEHTHI

Jlonoicen enadems:

— METOJIUKY pa3pabOTKH U BHEN-
PEHHUS JTOKATbHBIX HOPMATUBHBIX
aKTOB;

— KOPIOPAaTUBHBIMU TIPOLICAYPAMHU
U IPOTOKOJIOM




1.3. MecTo AUCHUIUIMHBI B CTPYKTYpPe OCHOBHO# 00pa3oBaTe/ibLHOM
NporpamMmblI

JucuunnuHa «YnOpaBieHHE TOKYMEHTAlME B KOPIIOPALUHW» SIBIETCS
4acThI0, (OPMHUPYEMON yUaCTHUKAMU OOpPa30BATEIbHBIX OTHOIICHUN NUCIIUILIAH
y4eOHOTO TUTaHa OCHOBHOM MPOTPaMMBbI TIOJATOTOBKH MAaruCTPOB IO HAIIPABJICHHUIO
38.04.02 «MenemxmenT»y, mnpodwis (HampaBieHHOCTb) «KopmopaTuBHOE
YIIPABJICHUE.

JIJ1st OCBOCHHMS JUCITUTUTHHBI HEOOXO UMbl KOMITETCHITNH, C(HOPMUPOBAHHBIC
B XO0J€ W3y4YEHUsS  JUCHUIUIMH  «MEXKYyJIbTypHOEC  B3aHMMOJICHCTBUEY,
«KopniopatuBHoe YIIPaBJICHUEY, «KOMMYHUKaIIMOHHBIN MCHEPKMEHT,
«KopriopatuBHoeE MpaBo» u Ap.

B pesynbrate OCBOCHHMS JAUCIUIUIMHBI (POPMHUPYIOTCS KOMIICTEHIINH,
HEOOXOJMMBIC 11  W3y4YeHHS  JucHUIUIMH — «Pa3paboTka wu  mpuHsITHE
YIIPaBJICHYECKUX pelieHui», « KoprnopaTuBHas KyJabTypa» U Jp.

2. CTPYKTYPA JUCIHHUIIJIMHBI

OO6mrast Tpy10EMKOCTh AUCIUILUIMHBI COCTaBIIsAET 6 3.€., 216 akajmeMudecKux

4acoB.
CTpyKTypa JTHCUMIIMHBI 1JI51 3204HOH (POPMBI 00yUeHUsI

O6bemM gucHuIUIMHBL B (OpME KOHTAKTHOM paboThl oOydarouuxcs ¢
NeAarorndyecKuMu paboTHUKAMU U (W) JTULAMH, IPUBJIEKAaEMbIMH K peaan3aluu

o0pa30BaTeNbHON MPOrpaMMbl Ha HMHBIX YCIOBHUSX, IPH MNPOBEIECHUU Y4EOHBIX

3aHSITHH:
Cemectp Tun y4eOHBIX 3aHATUN KomnuectBo
4acoB

1 Jlekniun 4
1 CemMuHapsl 4
2 Jlexmum 4
2 CeMuHapsl 4

Bcero: 16

O06beM AUCIUIUTMHBL B ()OpPME CaMOCTOATEITHLHON pPabOoThl 0OyYarOIIXCs

cocTaBisieT 128 akageMUYECKUX 4acoB.



3. COAEPKAHUE JUCIUITJINHbI

Haumenosanue pazoena

Noe OUCYUNTIUHBL Cooepoicanue

1. | lokyMeHTHpOBaHHAs [IpenMer, 3agauM ¥ MCTOYHUKH HM3YUYEHHUs Kypca.
uHbopmaIus [TonsTne OpraHM3alMOHHO-AO0KYMEHTAlHOHHOTO
U €€ PoJib obecrnieuenus. Ero pons B ynpaBieHUH KOPIIOpAIHEH.
B YIIPaBJICHUH Ponb uH(popMaIuu B YIIPaBIICHUH.
KOpIopamuein Nudopmanmonnass uHppacTpykTypa KOPIOPALUH.

NudopmanmonHbie pecypchbl KOpIoparuii.

[lonatne  «moxkymenT». lLlenmn  co3manus wu
COXpaHEHHMs TOKYMEHTOB, UX POJIb B YIIPABICHYECCKON
neaTreNbHOCTH. Buael  nokymenToB. ConepkaHue,
CTPYKTYpa, KOHTEKCT JJOKYMEHTOB U METAIAHHBIC.

2. | HopmatuBHO- [IpaBoBas OCHOBAa JOKYMEHTALIMOHHOI O
IIPaBOBas obecrieueHus YIIPaBJICHUS KOPIIOpAaLUEN.
151 Mertoanueckas | GenepasnibHble 3aKOHbL. YKasel lIpesugenra PO wu
OCHOBBI nocra”oBieHus [IpaBurenscrBa PO.
JOKYMEHTALMOHHOTO HopmaTtuBHO-IpaBOBBIE  aKThl  BEJOMCTBEHHBIX
obecrieueHus OPraHOB HUCIOJIHUTEIBLHOU BiacTu PO.
yIIPaBJICHUS OcHoOBHBIE HOPMaTHBHBIE IIPaBOBBIE 151
KOpIiopanuen METOJIMYECKUE JOKYMEHTBI 110 JOKYMEHTALUOHHOMY

o0ecreyeHuno YIIPaBJICHUSA KOpIIOpaIMen.
I'ocymapcTBeHHbIE CTaHIaPTHI. NucTpykumu,
IIpaBua. [lepeunn. Hopmer BpEMEHU 51
KBAIM(PUKALUOHHBIE  XAPAKTEPUCTUKU.  AJTbOOMBI
yHU(ULIHUPOBAHHBIX (OPM.

3. | Cuctema yrpaBiCHHSI CucremHbli mnoaxox B ympasieHnn. Cucrema
JOKYMEHTAMU yopaBiieHUusl opranuzauueil. Cucrema ynpaBieHUs
KOpIIOpauu JOKYMEHTAMU KOPIOPALUU.

Cucrembl  gokyMeHTanmuu. WX  3HaueHue B
yIpaBjieHUn  Kopropauueud. lloHdatue  cucremsl
NOKyMeHTanuu. lcropuueckoe pas3BUTHE CHUCTEM
JIOKYMEHTAIIUH. ITonsitue «yYHU(PUIIUPOBAHHBIC
CHUCTEMBl JIOKYMEHTAlMu» U  «OYHKIHOHAJIbHbIE
cucTeMsbl JoKymeHrauun» B Poccuiickon denepanuu.

4. | OyHKIMOHATbHBIC Cucrema OpTraHU3alMOHHO-PACIIOPSAUTEIBLHOU
CHUCTEMBI JOKYMEHTAalluM B ynpasieHuu.  lloacucrema
JIOKYMEHTAIUU OpraHU3allMOHHO-TIPAaBOBOM JOKyMeHTanuu (ycTas,
KOpHopamuu MOJIOKEHUE 00 OpraHu3alliy, ITATHOE pacHucaHue,

JOJKHOCTHBIE UHCTPYKIIHMH). [Topcucrema
pacrnopsiAuTEeNIbHON JOKYMEHTAlUU (ITOCTAHOBJICHHE,
pelIeHrue, MPUKa3, paclopsHKEHUE, YKa3aHWe W Jp.).
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[Toncucrema nH()OPMAITMOHHO-CITPABOYHON
(MpOTOKOJI, JOKJIagHAs 3amlucKa, OOBICHUTEIbHAS
3amucKa, 3asBICHHUE, JEJI0BOE MHCHMO, AJIEKTPOHHOE
COOOIIeHNE | JIp.) U HHPOPMAITMOHHO-aHATTUTUIECKON
JOKyMEHTAIMu (aKT, CIpaBKa, 3aKIIOYCHUE, OT3bIB,
nepeueHb, CNHUCOK U Jp.). JlemoBas Tmepemnucka,

COIMPOBOKIAr0IaA Imponcce IMpCaACTAaBJICHUC
HHTCPCCOB U ITOCPCIHHUYICCTBO.
Cucrema AJOKYMCHTAIINH I10 TPYIOBBIM

OTHOIIECHUSAM. JlOKyMEHTallMOHHOE  o0ecredeHne
CUCTEMBbI TPYIOBBIX OTHOLICHWA B YIIPaBICHUU
(mepBUYHBIE TOKYMEHTHI TPYAOYCTPOICTBA, TPYI0BOI
JOTOBOp, JINYHOE JEJNO0 COTPYJIHHKA, TpyJdoBas
KHIDKKA, paboTa ¢ MNHCbMEHHBIM OOpalleHUsIMU
IpaKJaH).

Cucrema (uHaHCOBOM JOKYyMEHTAIU! B
ynpasieHud. O01as XapakTepucTUKa TOKYMEHTOB T10
(mHaHCOBO-pacueTHhIM omnepauusaM. Knaccudukanms
YYETHBIX  JOKyMeHTOB. (CrnocoObl  HCIpaBiIeHUS
omMOOK B (PMHAHCOBO-PACYETHOM JIOKYMEHTALIHU.
OdopmieHre  OTKpPBITUS  CYETOB  OpraHU3ALUM.
OcHOBHbIE BHJIBI JOKYMEHTOB 10 (DPMHAHCOBO-
pacueTHbIM onepanusiM. Ilepenucka no ¢GprHaHCOBBIM
BOIIPOCAM.

Cucrema MOKyMEHTAIIMU 1O CHAOKEHUIO U COBITY.
JlokyMeHTallMOHHOe O00€ecCleUeHne YNpaBICHYECKUX
¢yHkuuMid  cHaOkeHuss W cObrita.  JloroBopbl.
JoBepennoctu. Hakmanusie. Hapsaaesl. Kommepueckue
akTel. [Iperen3nonHble nucbMa. VICKOBBIE 3asBIICHMUS.
JlenoBas nepenucka.

Cucrema  JOKyMEHTalMM 1O  MApKETHHIY.
JIOKyMEHTAallMOHHOE oOecrieueHue byHKIMH
MapKETHHTA. ITepenucka 00 OpraHu3alny,
IUIAaHUPOBAHUM U OCYUIECTBJIEHUU HH(OPMALMOHHON
JEeSTeIbHOCTH, MapKETHHIe. AHAIUTHYECKHE 0030PBHI.
Nudopmarmonnsie o630psl. I[lepernncka co CMU.

Kputnueckue OT3BIBBI, OIPOBEPKEHUS
HEJIOCTOBEPHBIX CBEJICHUI 0 NEeATEIbHOCTH
OpraHHU3aLHH. IIporpammel MapKETUHTOBBIX

YCCIEN0BaHUMN. [JOKyMEHTHI IBUKEHHUS LIEH HA PBIHKE,
00 ormepaTMBHOM aHAJIM3€ MOTPEOHOCTH B MPOTYKIIUH
U T.IL.

Cucrema JOKyMEHTAllUM MO pekiiame. PeknamHoe
nucbmo. MHadopmannonssie u3ganus. CTaTbu, TEKCThI
TeJIEpaguoIepeay, MIaHbl, TPOCIEKThI, CLUEHAPUU U
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T.. JIOKyMeHTBHI (3asBKHW, IIepelucKa © T.IIL.).
JIoroBOphI 0 pa3MENICHUN U BBITYCKE PEKJIAMbl U T.II.
JlenoBas mepenucka, COpoBOKAAKOIIAS OPTAHU3ALUIO
Y YYaCTHE B BBICTABKAX U sIpMapKax.

Cucrema

U TIPOIIECCHI
yIPaBJICHHUS
JTOKyMCHTaMH
KOpHopaluu

[TonsiTHe «cUcCTEMa YNOPABICHUS JTOKYMEHTAMID.
TpeboBaHus K cUCTEME YIIPaBICHUS JOKYMEHTaMHU.

HHCTpyMEHTHI yIpaBICHUSI JOKYMEHTaMHU
(MEXTyHapOIHBIH CTaHJapT NCo 15489):
KJIaCCU(PUKATOP  YIPABJICHYCCKOW  JEATEITHHOCTH,
KJIacCU(PUKATOp 3allUThl W JOCTyNa, TMepeueHb
JTOKYMEHTOB.

Cucrema ympaieHus HoKyMeHTamu. [lomutuka u
ee menu. [Iporpamma ympaBieHUS TOKYMEHTaMH.

PykoBoacTtso, OIMCHIBAOIIECE CUCTEMY B
COOTBETCTBUM C YCTAHOBJICHHOW TIOJINTUKOM U
LEIISIMH. JIoKyMEHTUpOBaHHBIE IPOLIEAYPHI,

OTIHCHIBAIOIINE B3aMMOOTHOIICHHUS YIPaBICHUYECKUX
MPOLIECCOB U BUIOB AESATENBHOCTH, OCYILECTBIISIEMbIE
B cucrteMe. [IoKyMeHThl, HEOOXOAUMbIE OpraHU3aluu
g oOecriedeHuss 3(Q(EKTUBHOIO IUIAHUPOBAHUA,
OCYIIECTBJICHUS! IPOLECCOB U YOPABIEHUS HUMHU
(kapTbl, TpaduKd W/ WIK OINUCAHUA TPOIECCOB,
OpraHU3allMOHHBIE CXEMBl, crenupuKanuy,
UHCTPYKUUH, IJIAHBI U T.I1.)

[Ipoueccsl ynpaBiieHHs TOKYMEHTaAMHU.

Opranuzamnust pabotel ¢ AokymeHTamu. llpuem u
nepBuyHas oOpaboTka JAOKYMeHTOB. Pacnpenenenue

NOCTYNUBIINX  JOKYMEHTOB. Pezomronns Ha
nokyMeHTte. Peructpanus nmoxkymenTtoB. KoHTpousb 3a
VCTIOJTHEHUEM JOKYMEHTOB. NudopmanmonHo-

crpaBouyHas padota. OTpaBKka TOKYMEHTOB.

3HaueHWEe  CUCTeMaTu3alMk W o0ecreueHuun
COXpPaHHOCTH JIOKYMEHTOB B yIIpaBJICHUHU.
Homenknarypa nen. @opmupoBanue neil. XpaHeHUe
TOKYMEHTOB H gnei. lloaroroBka st apXWBHOTO
xpanenus. OdopmiieHue aen. DKCrepTru3a 1eHHOCTH
nokymeHToB. OQopMiIeHUE /1T, COCTABIICHUE OMHUCEH
U claya JIeJl B apXUB.

Pabora ¢
KOH(HICHIINATEHBIMHU
JTOKyMEHTaMH
KOpTopaIyu

Opranuzanusi pabOThl € JOKYMEHTaMHU. 3alluTa
JOKYMEHTOB, COZAEpKalUX KOMMEPUYECKYIO TaiHy
koproparuu. OpraHuzaiusi padoTbl ¢ JOKYMEHTaMH,
coJiepKalMMi KOHQUIECHIIMATbHbIE CBEICHMUS.

Texnonorus 00pabOTKM JAOKYMEHTOB. OTambl
HNOJTOTOBKA  KOH(MIEHIMANBHBIX  JIOKYMEHTOB.
OCHOBHBIE OIlEpAaMOHHBIE TEXHOJOTHYECKHE CXEMBbI
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00paboTKN KOH(MUICHIIMATBHBIX JOKYMEHTOB. Y4YeT
MTOATOTOBJICHHBIX KOH(MUICHITMATBHBIX JOKYMEHTOB.

7. | MexmyHapogHast MexyHapoaHble CTaHAAPTHI 1O  O(QOPMIICHHUIO
IIEPEINCKa JOKYMEHTOB. IToaroroska JETT0BOM
KOpIiopauuu KOPPECHOHJEHUMN JUIsl  3apyO€XHBIX MapTHEPOB.

Bctpeua u  oOMEH  BU3UTHBIMH  KapTOYKaMHU.
BricTaBounas NEATEIIbHOCTb. JIorOBOpBEI.
KondnuxTtHbie CUTYyalUU. Nudopmanmonnoe
obecneueHrne. PMHAHCOBBIE BONIPOCHL. TpaHCHOPT.

4. OBPA3OBATEJIBHBIE TEXHOJIOI'MAN

Ne HaumeHnoBaHue TeMbI Buanbi Oopa3oBartesibHbIE

n/n yueOHOM padoThI TeXHOJIOTHH

1. | JoxymenTupoBaHHas [IpoOneMHBbIi1 cemuHap.

uHpOpMaIHs Cemunap 1 VYdacTtue B JUCKYCCUU
U ee poJib CaMOCT%HTeHBHaH KoncynbsrupoBanue u
B YIIPABJICHUU pabota IIPOBEPKA JOMAIIIHUX 33 JaHUH
Kopriopanuen IIOCPEACTBOM AJIEKTPOHHOMN
IIOYThI
2. | HopMaTtuBHO- [TpoOnemHBbIi cemuHap
IpaBOBasI Cemunap 2 [TpoBepka pe3yIbTaToB
Y METOOUYECKAS CaMOCT%’ITem’HaH BBITIOJIHEHUS PAKTUYECKHUX
OCHOBBI pabota 3aJaHUN
JOKYMEHTAIMOHHOTO KoHntposnbHas paborta
oOecrieueHus KoHncynbsTupoBanue u
YIIPaBIICHUS IPOBEPKA JOMAIIHUX 33IaHUI
KOopIiopanuen IIOCPEACTBOM AJIEKTPOHHOMN
IIOYThI
3. | Cucrema ympapieHus Cemunap 3 [TpoOnemubIi cemuHap
JTOKYMEHTaMHU CamocTosaTenbHaA | [Ipopepka pesybTaToB
KOpIoparuu pabota BBITIOJIHE-HUS IPAKTUYECKUX
3aJlaHuH
KoncynpTupoBanue u
IIPOBEPKA JOMAIITHUX 3aaHUN
IOCPEACTBOM DIIEKTPOHHOM
MTOYTHI
4. | Hartmcanue UTOTOBOM Cemunap 4
MMCbMEHHON PabOThI CamMoCTOATENBHAS | JToroBbIi TECT
paboTta
[TpomexyTounas
aTTecTalus,
3a4er
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Sa | OyHKIUOHAJIbHBIE CemuHaps [IpoGnemHsbIil cemuHap
CHCTEMBI CamocTosTenbHas | [Ipopepka pesy/nbTaTos
JIOKYMEHTaIluU pabora BBIMIOJTHEHUS MTPAKTUIECKUX
KOpIopaLuu 3aJaHUN
(Cucrema KonTtpomnsHas pabota
OpraHu3aluOHHO- KoncyneTupoBanue u
pacnopsIuTeIbHOM IpOBEpKa JIOMAITHUX 3a1aHUM
JIOKYMEHTAIIUH ) MOCPEJICTBOM DJIEKTPOHHOM

MOYTHI
6 | dynkumonanbHbIe Cemunap 6 [IpoOnemubIi cemuHap
CHUCTEMBI CamocrosTenbHas | [popepka pe3y/IbTATOB
JIOKYMEHTaIluU pabora BBIMIOJTHEHUS MTPAKTUIECKUX
KOpIIOpaLuu 3aJaHUN
(Cucrema KoncynprupoBanue u
JTIOKYMEHTAIUH 110 IpOBEpKa JOMAITHHUX 3aaHHH
CHA0KEHHIO U COBITY) MOCPEJCTBOM JIEKTPOHHOM
TIOYTHI

/. | ®yHKIMOHAIBHbIE Cemunap 7 [TpoOnemubIi cemuHap
CHCTEMBI CamocTosaTenbHaA | [Ipopepka pe3yIbTaTOB
JIOKyMEHTAIUU pabora BBITIOJIHEHUS TPAKTHYECKUX
KOpPIOpaluu 3aJlaHu’

(Cucrema KoncynerrpoBanue u
JIOKYMEHTAIUH 110 IIpOBEpKa JIOMAITHUX 3aIaHUM
MapKETUHTY H MOCPEJCTBOM JIEKTPOHHOM
peksiame) MOYTHI

8. | HamucaHue UTOroBoit Cemunap 8 WTOroBEIi TECT
MUCbMEHHON PabOThI
[IpomexyTouHas
aTTecTalus, 3a4eT

9. | Cucrema Cemunap 9 [Tpo6aeMHEIi ceMUHap
U TPOLIECCHI CamocTosaTenbHast | [Ipopepka pesybTaToB
yIpaBJICHUS pabora BBITIOJIHEHUS TPAKTHYECKUX
JIOKYMEHTaMU 3aJlaHuH
KOpIOpaluu KonTponbnas pabota

KoncynpTupoBanue u
IIPOBEPKA JOMAIIIHUX 33 IaHUH
IIOCPEICTBOM 3JIEKTPOHHOMN
TIOYTHI

10. | Pa6ora c Cemunap 10 [Tpo6aeMHbIi ceMUHap
KOH(uAeHIManb b | CAMOCTOATENBHAS | [[popepka Pe3y IbTaTOB
JIOKyMEHTaMH1 pabora 2 BBITIOJTHEHUS TTPAKTHIECKIX
KOpIIOpaluu 3aJJlaHu M

Koncynetuposanue u
MIPOBEPKA JOMAITHUX 3aJJaHUI
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IIOCPEACTBOM AJIEKTPOHHON
HOYTHI
11. | Mexmynapoauas Cemunap 11 [Ipo6nemMHBIi ceMUHAp
nepenucKa CamocTosATenbHasA | [Ipopepka pesyIbTaToB
KOPITOpaIfu pabota BBIITOJHEHUS IPAKTHIECKUX
3a1aHUI
Koncynetuposanue u
MPOBEPKa JOMAIITHUX 3aIaHHA
TIOCPECTBOM DJICKTPOHHOMN
OYTHI
12. | Hanucanue UToroBoii Cemunap 12 HTOroBbIii TECT
MHCbMEHHOM PabOTHI
[IpomexyTouHas
aTTecTallysl, YK3aMCH

B mnepuos BpeMEHHOTO MPUOCTAHOBIIEHUS MOCEIIEHUS OO0YYarOoIUMHUC
nomemiennii u tepputopun PITY. nns opranusanum ywyeOHOro Impolecca ¢
IPUMEHEHUEM DJIEKTPOHHOIO OOYYeHUsT M JUCTAHIMOHHBIX O0pa30BaTEIbHBIX
TEXHOJIOTMA MOTYyT OBITh HCIOJB30BaHbl  CJEAYIOIIME 00pa30BaTEIbHbBIE
TEXHOJIOTHH:

— BUJICO-JICKLINH;

— OHJIAMH-JIEKLIUU B PEKUME PEATIbBHOTO BPEMEHU;

— DIJIEKTPOHHBIE YUYEOHMKH, Y4YEOHbIE NOCOOMs, Hay4dHble H3JaHUs B
3JIEKTPOHHOM BUJIE U JOCTYI K UHBIM 3JIEKTPOHHBIM 00pa30BaTEIbHBIM pecypcaM;

— CHUCTEMBI JUIsl QJIEKTPOHHOTO TECTUPOBAHMS;

— KOHCYJIbTAllUM C UCIOJIb30BAHUEM TEJIEKOMMYHHMKAILIMOHHBIX CPEACTB.

5. OHEHKA IIVNIAHUPYEMBIX PE3YJIbTATOB OBYUYEHUA

5.1. CucreMa oieHUBaAHUSA

MakcumanbHOE KOJINYECTBO
dopma KOHTPOJIS 6am10B
3a ogHy paboty Bcero
1. Vuactue B 00CYXIEHHUM TEOPETUUECKUX BOIMPOCOB Ha 2 Ganna 16 6amnoB
CEMUHAPCKHX 3aHSATHUSIX
2. BbITONHEHNWE TPAKTHYECKUX 3aaHWi HAa CEMUHAPCKHX 4 Ganna 44 6anna
3aHATUSAX, paz0op cuTyarmil (TMOATOTOBKA KOHTPOJIBHBIX
pador)
3. TlpomexyTouHas arTectanus (3a4er, 3 ceMecTp U SK3aMeH, 40 GannoB
4 cemectp)
4. Hroro 3a cemecTp (IUCLMILIHHY) 100 6asnioB
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[TonydeHHBId COBOKYIIHBIA PE3YJbTaT KOHBEPTUPYETCS B TPAAUIIMOHHYIO
IIKAJIy OLEHOK M B IIKANy OLEHOK EBPONENCKONW CHUCTEMBI INEpeHoca U
HakorieHus: kpeautoB (European Credit Transfer System; mamee — ECTS) B
COOTBETCTBHH C HIKE TTPUBEICHHOMN TaOIHIIECH.

100-b6annvras wxana Tpaouyuonnas wxana Hlkana ECTS

95— 100 OT1an4HO A

83 —94 B

68 — 82 Xoportio 3a4TEHO C

56 — 67 D
5055 yIOBJIETBOPUTEIHLHO E
20—49 FX
0_19 HEYJIOBJICTBOPUTEIIBHO HE 3aUTCHO =

5.2. KpnTepnn BBICTABJICHUA OLICHKH 110 JUCHHUIIJIMHE

Bannwl/
Llxana ECTS

Ouyenka
no OUCYUnIUHe

Kpumepuu oyenxu pezyiomamog 00yueHus:
no OucCyuniuHe

100-83/
AB

«OTIUYHOY /
«3a4TE€HO
(oTugHO)» /
«3a4TEHO»

BricraBnsiercss  oOywaromiemycs, €ciad OH INIyOOKO U
IIPOYHO  YCBOWJI TECOPETUYECKHMH W  IPAKTUYECKHUU
MaTepHaj, MOXKET MPOJAEMOHCTPUPOBATH ATO HA 3aHATHUAX
U B XOJI€ IPOMEKYTOYHON aTTeCTALlUU.

OOyyaromuiics HCYEpIBIBAIONIE M JIOTUYECKH CTPOHHO
u3jaraeT yuyeOHbI MaTepual, yMEeT yBSI3bIBaTh TEOPHIO C
MIPAKTUKOH, CIpPaBIseTCA C pelleHueM 3ajad npodeccu-
OHAJILHOM HAIpPaBJIEHHOCTU BBICOKOTO YPOBHS CII0KHOCTH,
MIPABUIILHO OOOCHOBBIBAET MPUHSATHIC PEIICHUS.

CBoOOHO oOpHeHTHpyeTcss B y4eOHOMl u mpodeccu-
OHAJILHOM JIUTEpaType.

OneHka Mo JUCHUIUIMHE BBICTABIAIOTCS OOydYarouiemycs
C Y4Y4€TOM pE3yJbTATOB TEKYyIIEHW M IPOMEKYTOYHOU
aTTeCTalllu.

Komnerenuu, 3akperui€éHHble 3a TUCHUIUIMHON, copmu-
pOBaHbl Ha YPOBHE — «BBICOKHID.

82-68/

«XOpouIoy /
«3a4TEHO
(xopormo)» /
«3a4TECHO»

BrictaBisiercss oOydaromiemycsi, €Clii OH 3HAaeT TeOpeTH-
YECKHM M MPAKTHYECKHUI Marepuas, rpaMOTHO U IO Ccylie-
CTBY M3J1araeT €ro Ha 3aHATHUAX U B XOJAE MPOMEKYTOYHOU
aTTECTalluy, HE JOIYCKAas CyIIECTBEHHBIX HETOYHOCTEM.
OOyuaronuiics NpaBWIBHO NPUMEHSET TEOPETHUECKUE
MOJIOKEHN  TPH  PEIEHWM  IPAKTHYECKUX  3a7ad
npoeCCHOHATLHON  HANpaBIEHHOCTH PA3HOTO YPOBHS
CII0)KHOCTH, BJIaJIe€T HEOOXOAUMBIMU JJIsl STOTO HaBbIKAMU
U IpUEMaMU.

JlocTaTOYHO XOpOLIO OPUEHTUpPYETCS B y4eOHOW M Mpo-
(beccroHambHOMN JIUTEpaATypE.

OneHka Mo JWMCHUIUIMHE BBICTABIISIOTCS OOydarouemycs
C Y4Y4€TOM pE3yJbTATOB TEKYIIEHW M IPOMEKYTOYHOU
arrecranuu.KomMmieTenmm, 3aKpPETJIEHHBIE 3a
JMCHUIUIMHOM, COPMHUPOBAHBI HA YPOBHE — «XOPOIIMIY.
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bannw/ Oyenka Kpumepuu oyenxu pesyromamos o0y4enus

Hlxana ECTS no OuCyuniume no OuCyunIuHe

67-50/ «yZlOBIETBOpU- | BricTaBisercs oOydaromeMycs, eciii OH 3HaeT Ha 6a30BOM

D,E TEIBLHO / YPOBHE TEOPETUYECKUII M MPAKTUYECKUH MaTepHa,
«3a4TEHO JIOIYCKAeT OT/ACIbHbIC OIMIMOKM MpPU €ro M3JIOKCHUU Ha

(ymoBnerBopu- 3aHATHAX U B XOZI€ IPOMEKYTOYHOH aTTeCTallNH.

TEIBHO)» / OOyyaromuiicss UCIBITHIBACT ONPEICIEHHBIC 3aTPyTHCHUS
«3a4TEHO» B MIPUMEHEHUH TEOPETHYECKHUX IOJIOKECHUN MPU PEIICHUN

MPAKTUYECKHX 3aj1a4 TPOPeCcCCHOHATBHON HANPaBIEHHOCTH
CTaHJAPTHOTO YPOBHS CIOXHOCTH, BJaJeeT HeoOXoIu-
MBIMHM ISl 3TOr0 0a30BbIMHM HAaBBIKAMU U IIPUEMaMU.
JleMOHCTpUpYET NOCTAaTOYHbIM YpOBEHb 3HAHUS Yy4EeOHOH
JUTEPATYPBI 110 JUCLUILIMHE.

OneHka M0 JUCHMILIMHE BBICTaBIIAIOTCA OOyYaroleMycs
C Y4Y€TOM pE3yJbTATOB TEKYIIEW M IPOMEKYTOYHOU
aTTECTaLlUU.

Komnereniuu, 3akperui€éHHble 3a JUCLHUIUIMHON, copMu-
POBaHbI HA YPOBHE — «AOCTAaTOYHBINY.

49-0/ «HEyoBIETBOpHUTE | BricTaBnsercss oOyuaromeMmycs, €cid OH HE 3HaeT Ha
F.FX JILHOY / 0a30BOM YPOBHE TE€OPETUUYECKUN U MPAKTUUECKUN MaTepH-
HE 3a4TEHO aJl, JOIyCKaeT rpyOble OMMOKH IpPU €ro H3JIOKESHHH Ha

3aHATUAX U B XOJI€ IPOMEXYTOUYHOM aTTecTaluu.
OOyyaromuiicss HCHBITHIBAET CEPbE3HBIE 3aTPyIHEHUS B
IPUMEHEHUH TEOPETHUYECKUX IMOJ0KEHUI NpU pelIeHuU
MPAKTUYECKHX 3a7ad TPOPEeCCHOHATBHON HAPaBICHHOCTH
CTaHJAPTHOTO  YPOBHA  CIIO)KHOCTH, HE  BiaJeer
HEOOXOUMBIMU JIJIS1 3TOTO HABBIKAMHU M MIPHUEMaMHU.
JleMoHCTpUpyeT — (pparMeHTapHble  3HAaHUSA  y4eOHOMH
JUTEPATYPHI IO JUCIUTUIAHE.

OneHka Mo IUCHMIUIMHE BBICTaBIAIOTCA OOYyYaroeMycs
C Y4Y€TOM pE3yJbTATOB TEKyIIEW M IPOMEKYTOYHOU
aTTeCTallHH.

KomnereHn Ha ypoBHE «IOCTaTOYHBINY, 3aKPEIUIEHHBIC
3a AMCLUUIUIMHON, HE COPMHPOBAHBI.

Texywuii koumpoaw

[Tpu olleHUBaHUK KOHTPOJIBbHOU paboThl (30 OaJIOB) YYMTHIBACTCS:

- TIOJIHOTA BBIMIOJIHEHHOW paboThl (3aJlaHue BBIMOJTHEHO HE TMOJHOCTHIO W/WUITU
JOMYIIEHBI JIBE U OoJiee OMMOKH WM TpH U Oosiee HeTouHOocTH) — 0,5 Gaia;

- 00OCHOBAaHHOCTH COJIEpP)KaHUSI W BBIBOJOB pabOThl (3a/laHWE BBIMOJIHEHO
MOJIHOCTBI0, HO OOOCHOBAaHHME COJCPKAHHWSI W BBIBOJOB HEIOCTATOYHBI, HO
paccy»zieHus BepHbl) — 15 G6am;

- paboTa BBITIOJIHEHA MMOJHOCTHIO, B PACCYKACHUSIX U 000CHOBAHUU HET MPOOEIIOB
WJIM OIIMOOK, BO3MOXKHA OJTHA HETOYHOCTH -30 0ayuioB.

KpuTepuu O1eHKH 0TBETOB Ha BOIIPOCHI TECTOBR:

- 100% mipaBHIIBHBIX OTBETOB — 5 0AJIJIOB

- [IpaBunbHbI oTBET HA 1 Bompoc Tecta — 0,5 Gamn

- He mpaBunbHbI 0TBET Ha Botpoc Tecta — 0 6auioB
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KpuTtepun OlIeHKH Ka4ecTBA BBIMOJHEHUS TPAKTUYECKOTO

3aJIaHuA :

- [TonnsIit oTBeT Ha Borpoc — A0 10 6amnoB (2 cemecTp A0 6 GasIoB)

- Henounwelii oTBeT Ha Bonpoc — 5 6aimia (2 cemecTp 10 3 6aioB)

- [loBepXHOCTHBIN OTBET Ha Bompoc — 1-2 Gamna

- HemoctaTounsrit s aTTecTanu oTBeT (OTCYTCTBHE 0TBeTa) — (0 OaiioB

IIpomesxcymounaa ammecmayus (3auem)

[IpoBonutcs B (popme TECT-KOHTPOJS, COAEpKaIero 0a3oBble BOMPOCHI
y4eOHOM JTUCIMIIIAHBI.
[Ipy oneHMBaHMKM TECTUPOBAHUSI YUYUTHIBACTCS KOJUYECTBO MPaBUIIBHBIX

OTBCTOB 06yqafomer o, K&)K,Z[I)Iﬁ N3 KOTOPBIX OOCHUBACTCA OT 0 a0 1 6anna.

5.3. OueHouHble cpeacTBAa (MAaTEPHUAJIbI) A TEKYIIEr0 KOHTPOJIS
yCIeBA€MOCTH, IPOMEKYTOYHOM aTTeCTAIUU 00y4AI0IUXCSA

o ITMCIUMIIJIMHE

Ne
n/n

Konmponupyemvie pazoenvt Oucyuniumnst
(mooyns)

Haumenosanue
OUEHOUHO020 CPpedCcmea

JlokyMeHTUpOBaHHASI HH(POPMALIHS
Y €€ POJIb B YIIPABJIECHUU KOpIIOpanuen

[IpoOneMHBbIil cemuHap.
VYyacrtue B TUCKyCCUn

HopmaTtusHO-ipaBOBas 1 METOAUYECKAS
OCHOBBI JOKYMEHTALUOHHOIO
oOecrieueHus yIpaBJICHUs KOPIIOpaIfei

[TpoOnemMHBbIi cemuHap.
YuacTtue B ITMCKyCCUun
KontposnbHas pabota

Cucrema ynpasieHus: JOKyMEHTaMU
KOpIopauuu

[IpoOneMHbIil cemuHap.
Yyactre B TUCKyCCUU

OYHKITMOHATBHBIC CHUCTEMBI
JIOKyMEHTAIIUU KOPIIOpaIuu
(Cucrema opranu3ailioOHHO-
pacopsIUTEIHLHON TOKYMEHTAIUN)

[IpoOneMHbIil cemuHap.
YuacTtue B ITMCKyCCUU

KontposnbHas pabota

OYHKIMOHAIBHBIE CUCTEMBI
JOKYMEHTAIMU KOPIOpauu

(CucreMa JOKyMEHTAIMH O TPYIOBBIM
OTHOUIECHUSIM)

CamocrosiTensHas paboTa
CTyZEHTa

@OYHKITMOHAIBHBIE CUCTEMBI
JIOKyMEHTAITUU KOPIIOpaIuu
(Cucrema (hMHAHCOBOW JOKYMEHTAIIVH )

CamocrosiTenbHas padboTa
CTyJEHTa

@OYHKITMOHAIBHBIE CUCTEMBI
JIOKyMEHTAITUU KOPIIOpaIuu
(Cucrema JOKyMEHTallUH
110 CHA0XKEHUIO U COBITY)

[TpobGnemMHsbIil cemuHap.
Yyactue B IUCKyCCUU

CDYHKI_II/IOHaJ'IBHBIC CHCTCMBI

JOKyMEHTaIMu Kopropaimu (Cucrtema

[IpoOneMHbIil cemuHap.
YdacTue B IMCKYCCUU
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JOKYMEHTALUU 110 MapKETUHTY U
peKIaMe)
Cucrema W mpouLecchl yIpaBiaeHUs [IpoOneMHBbIil cemuHap.
JOKYMEHTaMu KOPIOpaIuu VYyacrtre B IUCKyCCUU
KoHntposbHas pabota
Pabora ¢ koHpuAEHIIHATbHBIMU [IpoGemHBIN ceMuHap.
JOKYMEHTaMU KOpPIOpaIuu Yyactre B IUCKYyCCUHU
MexnayHapoaHas nepenucka koprnopauu | [IpoOneMHblil cemunap.
Y4acTue B IMCKYCCUU

IIpumepwl oyenounvix cpedcme

pruepmm memamuka Koumpwzbublxpaﬁom

Kounrpoabnas padora 1

1. 3akoHopaTenbHBIE aKThl B cpepe nHOpMALUU U IOKYMEHTAIUH.

2. Vka3el u pacnopsbkenus Ilpesunenta P®, mnocraHoBieHUs U
pacnopsikenus [IpaBurenscrBa PO.

3. [IpaBoBbIE aKThl HOPMATHBHOIO W HWHCTPYKTHBHOIO XapakrTepa,
METOJIMYECKUE JOKYMEHTHI M0 JEJIONPOU3BOACTBY YUPEXKICHUN, OpPraHU3alni,
MIPEANPUSITUNA.

4, ['OCT na noxymentaruto. YCJ, O6miepoccuiickue kiaccu(puraTopbl
TEXHHUKO-KOHOMHUYCCKON U COIMAIbHONW MH(pOPMAITUU U JP.

S. MexnyHapOoIHbII CTaHIapT o YIIPABJIEHUIO b1 (SN (0):10)%
JOKyMeHTaluen. HamuoHanbHBII  CTaHIApPT MO  YOPAaBICHUIO  JIEJIOBOM
JIOKYMEHTAIUEH

KonTpoJasnasi padora 2

[Toxcucrema opraHn3aliMOHHO-TIPABOBOM JJOKYMEHTALUU
[Toacucrema pacnopsiAUTENbHON TOKYMEHTAUUN
[Toacucrema HHPOPMALIMOHHO-CIPABOYHOMN TOKYMEHTALIUU.
4. JlenoBas TmepenucKa, COMPOBOXKIAKOIIAS MPOLECC MPEACTABICHHUS
WHTEPECOB U MOCPETHUYECTBO.

WM

Konrpoabnas padora 3

Cucrema ynpapiieHUS] JOKYMEHTAMU.
IlonuTHka u ee eiau.
[Iporpamma ynpaBieHHUsT JOKYMEHTaAMMU.

4. PykOBOJCTBO,  OIKCHIBAIOIIEE CHCTEMY B  COOTBETCTBUU  C
YCTaHOBJIEHHOM MTOJIUTUKOU U LIEJISIMU.

5. JlokyMeHTHUpOBaHHBIE MPOLEAYPhI, OMUCHIBAIONINE B3aUMOOTHOIICHUS
IPOLIECCOB Y BUJOB JACATEIBHOCTH, OCYILECTBIISIEMBIX B CUCTEME.

WP
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6. JlokyMeHTBI,  HEOOXOIWMbIC  OpTraHu3aluu  JII  OOecleueHHs
3(PEeKTUBHOTO MJIAHUPOBAHMS, OCYIIECTBIICHUS ITPOLIECCOB U YIPABICHUS UMH.

Hpumepublﬁ cocmae eonpocos mecma

1. PernnamenTanusi BONPOCOB pPadoThl ¢ TIOKYMEHTAMH B JIEKTPOHHOI dopme
npeaycMaTpuBaeTcst

1. ®enepanbubiM  3akoHOM «O06 uHPOpManuu, WHGOPMAIIMOHHBIX
TEXHOJIOTHSIX U O 3aIUTe HHPOPMAITII

2.TOCT P 6.30-2003.

3. ®eaepanbHbIM 3aKOHOM «O0 371eKTPOHHOM IU(PPOBOI TOIMUCHY.

2. JIOKyMeHTBI, KOTOpPbIEe CJyKAT NePBUYHBIMH YYETHbIMHM JOKYMEHTAMHU
NPUHUMAIOTCS, €CJIM OHM COCTABJIEHbI B COOTBETCTBHH C:

1. VYaupuuupoBaHHeIMH (QopMaMu, coJepKallUMHCI B  albOoMax
YHU(ULIHUPOBAHHBIX (OPM.

2. Tlonoxennem «O mopsiike oOpamieHHsl CO CIyKeOHON WH(pOpMaIeH
OTPaHUYEHHOI0 PAcCHpOCTpaHEHUs: B (eAepalibHbIX OpraHax HCIOIHUTEIbHON
BJIACTH

3. 3akonoM PO ot 21.07.1993 No 5485-1 «O rocyaapcTBEHHO TaitHEY.

4. MeToInYecKUMHU JOKyMEHTaMH IO JEJONPOM3BOACTBY  YUPEKICHU,
OpraHu3alyi, MPeaIpPUATHN.

3. Kakoii M3 HHKenepeyHCJIEHHBIX [JIOKYMEHTOB sIBJIsieTcsl HauodoJjee
KAaTeropu4Hod (GopMoi pacnopsiiuTEeTLHOI0 BO3JACHCTBUA B YNPaBJEHUH U
00513bIBa€T MOJAYMHEHHBIX TOYHO HCIHOJHATHL TNPHUHSATHIE pelIeHus1 B
YCTAHOBJICHHbIE CPOKH:

1. ITpukas.

2. Pacniopsbxenue.

3. Ykazanue.

4. UHCTpYyKUUU.

4. PacnopszkeHUs1 U31AK0TCSl OT UMEHU:
1. PyxoBoauTenei opraHu3aluu.
2. 3aMmecTuTeNnel pyKOBOAUTENS OPTaHU3alINH.
3. PykoBoauTenei oTaenos.

5. Opranu3anuoOHHAS CTPYKTYPAa OPraHU3aluu
1. BBOAUTCS B ACHCTBUE 00SA3aTEIIBHBIM MTPUKA30M PYKOBOIUTETIS.
2. He TpeOyeT u3JaHus MpuKas3a pyKOBOAUTENS
4. BBOJIUTCS B ICCTBUE €€ MPEICTaBICHUEM B rpadyuuecKoM BUJIC.

6. JlokymeHT — 3T0:
1. 3aduxcupoBaHHass Ha MaTepUaIbHOM HocuTene wuHbopMalus ¢
PEKBU3UTAMH, MTO3BOJISIOIIUMHU €€ UAECHTU(ULIUPOBATH.
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2. Hocurens wuHbopManuu, HCMHONB3YEMON B MENSIX pPEryJIHMpOBaHUsA
COLMAJIBHBIX OTHOILICHUH.
3. Uudopmanus, 3apukcupoBaHHas TFOOBIM CIIOCOOOM Ha JTI0O0OM HOCHTETIE.

7. Ha xakoMm 3K3eMILIsIpe 1eJI0BOr0 NUCbMAa, OJAT0TOBJIEHHOM /IJIl OTIPABKH
aJpecary o nmo4re, NpoOCTABJSAIOTCS BU3bI?

1. Ha mognuHHMKE, OTIPABIIIEMOM aJIpecary.

2. Ha xomnuu, noMemaemMou B A€JI0 OpraHn3alnH.

8. UTo 1os1KkeH caesaTh pa0OTHUK OPraHu3aluy, BUSHPYIOIIMA JOKYMEHT,
€CJIM OH He COIJIACEH C ero cojep:kaHnuemM?

1. OTka3atbest OT BUBHPOBAHUS IOKYMEHTA.

2. 3aBU3HPOBATh JOKYMEHT, BEIPAa3UB CBOE€ MHEHHUE.

9. K kakoMy JOKYMEHTY OTHOCHTCS CJIeyIOIIasi XapaKTePUCTUKA «SABJIsIeTCS
OCHOBHBIM HOPMATHBHO-METOAUYECKHUM [JOKYMEHTOM, OIpPeACIsAIINUM |
YCTAHABJIMBAKIIMM  €IMHBIM  NOPSAOK  COCTABJICHHUS], O(OPMJICHUSA
JOKYMEHTOB U pa00ThI C HUMH B OPraHU3alum»?

1 MHCTpyK1IKA O A€T0NPONU3BOACTBY

2 Homenkiarypa zen

3 PernameHT paboThI

10. HazoBuTe BHIbI NMUCbMEHHBIX JTOKYMEHTOB, KOTOpPble BXOASAT B COCTaB
YHU(PUIHUPOBAHHOM CHCTEMBI OPraHU3alMOHHO-PACIOPAAUTEIbHOM
AOKYMeHTAnuu?

1. Opranu3zaiiioHHbIe, pPaCHIOPSAUTENbHbIE, NH(HOPMAIIMOHHO-CITPABOYHbIE
JIOKYMEHTBI U IOKYMEHTHI 110 TPYAOBBIM OTHOILLICHUSIM

2. OpraHu3aIiOHHBIC U PACTIOPSTUTEITBHBIC TOKYMEHTBI

3. Opranu3anyuoHHbIC, PACIIOPSIIUTEIbHBIC ¥ HHPOPMAIIMOHHO-CIIPABOYHBIC
JIOKYMEHTBI

11. Kakoit I'OCT pernameHTHpyeT npaBmja pa3MemieHuss M 0(oOpMJIeHUsI
PEKBU3UTOB OPraHU3allHOHHO-PACHIOPSAANTENbHBIX IOKYMEHTOB?

1. TOCT P 6.30-2003

2.TOCT 6.37-98

3T'OCT P 6.30-97

4 EI'C 10Y

12. Ha xakue noxkymentbl pacnpocrpanserca 'OCT P 6.30-2003?

1 Ha  opranuzauroHHO-pacnopsiauTeabHbie  AokymeHTel  (OPJI),
OTHOcsMECs K yHupuuupoBanHoii cucreme OPJ]

2 Ha Bce [OKyMEHTBI, COINPOBOXKAAIOIINE JESITEIBHOCTh  JIOOOM
OpraHu3allid, YIPESKICHUS WIH IpeATIpUITUS

3 Ha ynpaBiieHU€CKH€ U SKOHOMUYECKUE IOKYMEHTBI
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Konmponwvnsie éonpocut

=

[ToHsiTHE OpraHN3allMOHHO-T0KYMEHTALIMOHHOTO 00€CTIEYeHHs] KOPIIOpaLlUy.

2. Ponp wndopmanum B ymnpaBieHun. MHdopmarnmonHas uHdpacTpykTypa

Koprnopauuu. MHpopManmoHHble pecypchl KOpHopauii.

[ToHsITHE «TOKYMEHTY.

4. IlpaBoBasgs OCHOBa JOKYMEHTAallUOHHOTO OOECIEUEHUs]  YNpaBJICHUS
KOpIIOpaLUeHn.

5. HopmaTuBHO-TIpaBOBBIE aKThl BEJOMCTBEHHBIX OPraHOB HCIOJHUTEIBLHOM
Biactu PO.

6. IloHsATHE CHCTEMBI TOKyMEHTALIUH.

7. Cucrema opraHu3alMOHHO-PACIOPAIUTEIBHON TOKYMEHTALUH.

8. Cucrtema TOKyMEHTAlLlUU TIO TPYAOBBIM OTHOIICHUSIM.

9. Cucrtema QUHAHCOBOU TOKyMEHTAIIWH.

10.Cucrema 1OKyMEHTaIIMU IO CHAOKEHUIO U COBITY.

11.Cucrtema 1OKyMEHTALUN IO MAPKETUHTY .

12.Cuctema 10KyMEHTALUU IO peKJIame.

13.1IHCTpyMEHTHI yIIpaBlieHUsI JOKYMEHTaMHU.

14.Cuctema ynpaBieHus: JOKYMEHTaMU.

15.11poreccsl ynpaBieHUs JOKYMEHTaMHU.

16.Opranu3aius paboThl ¢ JOKYMEHTaMHU.

17.0pranuszanusi padbOThl C JOKYMEHTaMH, COJEpXKAIlUMH KOMMEPYECKYIO
TaHy.

18.Texuomorust 00pabOTKH JOKYMEHTOB, COAECPKAIIMMU KOMMEPUYECKYIO TalHY

19.MexayHapoiHbIe CTaHAAPTHI IO 0OPMIICHHUIO TOKYMEHTOB.

w
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6. YHA EBHO-METO/IMYECKOE 1 UTH®OOPMAIIMOHHOE
OBECIHEYEHME JUCIHUIIJIMHBbI

6.1. CHHCOK MCTOYHHMKOB U JIUTEPATYPHI

Jlureparypa
OcHosHas
brikoRa, T. A. JIOKyMEHTaIIMOHHOE obecrieueHne yTpaBICHHUS
(memompousBoicTBO) : yuebHoe mocoome / T.A. brikoBa, T.B. Ky3uemnona, JI.B.
Cankuna ; mox obm. pex. T.B. Kysnenosoit. — 2-¢ usn., mepepab. u jgom. —
Mockgsa : UHOPA-M, 2023. — 304 c. + Jlon. Matepuaibl [ DIEKTPOHHBINA pecypc].
— (Boicmee obpazoBanme). - ISBN 978-5-16-004805-5. - Tekct : 2JIeKTpOHHBIH. -
URL.: https://znanium.com/catalog/product/1906701.
Kynses, H. H. loxymenToBeaenue : yueonuk / H. H. Kynses, /1. H. Ypanos, A. T
®abpuyunoii ; nox pexn. npod. H. H. Kynaesa. - 2-e uzn., crep. - Mockaa : Jloroc,
2020. - 352 c. - (HoBas ynuBepcurerckas 6ubnunoreka). - ISBN 978-5-98704-329-
5. - Tekcrt : anexkrponnsbiid. - URL: https://znanium.com/catalog/product/1211628.

Llononnumenvhasi

HNHpopMallnoHHbIE TEXHOJOTUU B IOKYMEHTALIUOHHOM O0ECIIEYEHUN YTPaBICHHUS
U apxXuBHOM Jiene : yueOHuk ais By30B / H. H. Kynaes, T. B. Kongpamona, E. B.
TepentneBa, A. I'. ®abpuunos / mox obul. pea. H. H. Kynsesa. - Mockaa : Jloroc,
2020. - 408 c. - ISBN 978-5-98704-786-6. - Tekct : snextponHsii. - URL:
https://znanium.com/catalog/product/1211641.

Kprokosa, H. I1. JlIokymMmeHTUpOBaHHE YNPABICHYECKON NEATEIBHOCTH : y4eOHOe
nocobue / H. II. Kprokosa. - Mocksa : UTH®OPA-M, 2019. - 268 c. - (Beicuee
obpazoBanue). - ISBN 978-5-16-003134-7. - Tekcr : anektponssiii. - URL:
https://znanium.com/catalog/product/991955.

7. MATEPHAJILHO-TEXHUYECKOE OBECIIEYEHUE
TUCTMILIAHBI

Jnsa  obecrieyenust — nucuuiuinHbl  «KopmopaTuBHOe — ympaBieHUE»
UCIIOJIb3YETCSl MaTepHallbHO-TEXHUUYECKass 0a3za 00pa30BaTEIbHOTO YUPEKICHUS:
KOMITbIOTEPHbIE KJIACChl U Hay4yHas onbnuoteka PITY.

CocTtaB nmporpaMMHOI0 00€CIICUCHHUS:
1. Windows

2. Microsoft Office

3. Kaspersky Endpoint Security

[TpodeccnonanbHbIEe TOTHOTEKCTOBBIE 0a3bI TAHHBIX
1. HanmonanbHas snektponHas oudnmorexka (HOB) www.rusneb.ru


https://znanium.com/catalog/product/1906701
https://znanium.com/catalog/product/1211628
https://znanium.com/catalog/product/1211641
https://znanium.com/catalog/product/991955
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2. ELibrary.ru Hayunas snexkrponnas o6udauorexka Www.elibrary.ru
3. DnextponHas 6ubamoreka Grebennikon.ru www.grebennikon.ru
4. Cambridge University Press

5. ProQuest Dissertation & Theses Global

6. SAGE Journals

7. Taylor and Francis

8. JSTOR

HNubopmaninoHHbIE CIIPAaBOYHBIE CHCTEMBI:
1. Koncynwrant [lmroc
2. I'apanT

8. OBECIIEYEHUE OBPA3OBATEJIBHOI'O ITPOLECCA
JJIA JIMI C OT'PAHUYEHHBIMUA BO3MOXKHOCTSAMU 310POBbA

B Xxome peanuzanuu  JOUCUUIUIMHBI  HCHOJIB3YIOTCS  CIEAYIOLIWE
JOTIOJTHUTENIbHBIE METO/Abl OOYYEHHMs, TEKYIIEro KOHTPOJS YCIEBAEMOCTH U
IMPOMEKYTOUYHOM  arrecTallid  OOydalIMXcsi B 3aBUCUMOCTH  OT  HX
WHJIUBUTy ATbHBIX OCOOCHHOCTEH:

* JUISL CJHENbIX U CIA0OBUASAIIMX: JIGKIUU OQOPMIIIOTCS B  BHUJE
AIEKTPOHHOTO  JOKYMEHTa, JOCTYIIHOIO C TOMOIIBKD KOMIBIOTEpPA  CO
CIEUAIM3UPOBAHHBIM TPOTPAMMHBIM  OO€CTieYeHUEM; THChbMEHHBIC 3aJaHus
BBITIOJTHSIIOTCSL HA KOMIIBIOTEPE CO  CHEHUAIM3UPOBAHHBIM  MPOTPAMMHBIM
oOecriedueHUEM WM MOTYT ObITb 3aMEHEHBI YCTHBIM OTBETOM; O0ECIIEUMBACTCS
WHJIMBUIyaJIbHOE paBHOMEPHOE ocBenieHne He MmeHee 300 JIoKC; 11 BBIMOJTHEHUS
3aIaHUsl TIPU HEOOXOJMMOCTH TPEIOCTABIISIETCS YBEJIMYMBAIOIIEE YCTPOMCTBO;
BO3MOXXHO TaKXe€ HCIOJIb30BaHUE COOCTBEHHBIX YBEJIMYMBAIOIIUX YCTPOUCTB,;
MUChbMEHHBIE 3aJlaHusl O(POPMIISIOTCS YBEIWYEHHBIM MIPUGPTOM; HPK3aMEH U 3aUéT
MPOBOJATCA B YCTHOM (OopMe WIM BBIMOJTHSIOTCS B NMHChbMEHHOW (opme Ha
KOMIIBIOTEPE.

e JUIS TIyXUX W CJIA0OCHBIIIAMUX: JEKIUU O(QOpPMISIOTCS B BUIE
AJNIEKTPOHHOTO  JOKyMEHTa, JMOO  MPEeAOCTaBIAECTCS  3BYKOYCHIJIMBAIOIIAS
anmnaparypa = WMHIMBHUAYaJbHOIO  TMOJIb30BaHMS; MUCbMEHHBIE  3a/JaHus
BBITIOJIHAIOTCS. HAa KOMIIBIOTEPE B TMCHMEHHOW ¢opMe; HK3aMeH H  3auér
MPOBOAATCS B MUCBMEHHOW (opMe Ha KOMITBIOTEpE; BO3MOKHO MPOBEJCHUE B
dbopme TecTUpOBaHUSL.

* IJI JIUI[ C HAPYUIEHUSMHU OIOPHO-IBUTATEIHHOTO ammapara: JeKIUu
oOpMIISIFOTCSI B BHJI€ DJICKTPOHHOTO JOKYMEHTA, JIOCTYIMHOTO C IOMOIUIBIO
KOMIIBIOTEpA  CO  CHEHUAIM3UPOBAHHBIM  TMPOTPAMMHBIM  OOECICUCHHEM;
MUChbMEHHBIE 3aJ]aHUs BBITIOIHSIOTCS Ha KOMITBIOTEPE CO CIEIHAIU3UPOBAHHBIM
MPOTpaMMHBIM 00€CTIedYeHHEM; PK3aMEH U 3a4€T MPOBOJASTCS B YCTHOU hopme Wi
BBITIOJIHSFOTCSI B TUCbMEHHON (hOpME Ha KOMIIBIOTEPE.

[Ipu HEOOXOMMMOCTH TIPEAyCMAaTPUBACTCA YBEIWYCHHUE BPEMEHU IS
MOATOTOBKHU OTBETA.
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[Ipouienypa mpoBeneHHs] MPOMEXKYTOUHOM aTTeCTallMM AJig OOy4arou[uxcs
yCTaHABIMBAaETCA C  Y4ETOM WX  UHAUBUAYAJIbHBIX  MCUXO(PHU3UUECKUX
ocobeHHocTel. [IpoMexxyTouHass aTTecTaids MOXKET MPOBOJIUTHCS B HECKOJIBKO
ATaNoB.

[Ipyu npoBeneHHMH NOPOUEAYPHl OLEHHUBAHUS PE3YJIbTATOB OOyYEHHUS
pEeIyCMaTpUBAaETCAd HCIOJIb30BAHUE TEXHUYECKUX CPEACTB, HEOOXOAUMBIX B
CBSI3U C MHIMBUIYATbHBIMH OCOOCHHOCTAMHU OOYYaIOIIUXCsl. DTU CPEACTBA MOTYT
OBITh MPEAOCTABICHbl YHUBEPCUTETOM, UM MOTYT HCIIOJIb30BATHCS COOCTBEHHBIC
TEXHUYECKUE CPEJICTBA.

[IpoBenenue npoueaypsl OLICHUBAHUSL PE3YyJIbTATOB OOYUYEHUS JOIMYCKAETCS
C MCIOJIb30BaHUEM JMCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOIOTHH.

OGecrieunBaeTcs AOCTYNl K HWHOOPMAIMOHHBIM W OHOIHMOTrpaduUIECKUM
pecypcam B ceTH VHTepHeT nans Kaxaoro ooOydaromerocs B - (opMmax,
aIalITUPOBAHHBIX K OTPAaHUYEHUSIM UX 3/I0POBbS U BOCTIPUATHS HHPOPMAITUH:

e JUIsl CIENbIX W CHa0OBUIALIMX: B IE€YAaTHOM QopMe YyBEIMYEHHBIM
mpudToM, B popMe 3IEKTPOHHOTO IOKYMEHTA, B (hopMe ayauodaiina.

* JUIsl TAyXWX MW ciadociplaliux: B Ie4aTHOM ¢opme, B (opme
AIEKTPOHHOTO JOKYMEHTA.

e JUIsl OOY4YaroMIMXCS ¢ HAPYLIEHUSIMH OMOPHO-ABUIATENILHOIO alapara: B
nevyaTHou popme, B GopMe 3JIEKTPOHHOTO TIOKYMEHTa, B (hopMme ayauodaiina.

VY4eOHble ayIUTOPUHU JUIsl BCEX BUJOB KOHTAaKTHOM M CaMOCTOSTEIbHOMN
paboThl, HayyHas OMOJMOTEKa M HMHBIE MOMEIEHUs JUIsi OOy4YeHHUs OCHAILEHBI
CHELMAbHBIM  OOOpy/JOBaHMEM U Y4YEOHBIMU MECTaMU C TEXHUYECKUMU
CpelCTBaMH O0yUYCHUS:

* JUIA CJENbIX U CTa00BUAIINX: YCTPOUCTBOM JJIsi CKAHUPOBAHUS U YTSHUS
c kamepoir SARA CE; maucnneem bpaitns PAC Mate 20; npuntepom bpaitns
EmBraille ViewPlus;

* JUIS TIIYXUX M c1a00CbIIIANIMX: aBTOMAaTU3UPOBAHHBIM Pa0OUYUM MECTOM
JUTSL JTFOAEH ¢ HAapYIIEHUEM CITyXa M CIa0O0CHIbIIIAIINX; aKyCTHUYECKUI yCUIIUTENb U
KOJIOHKH;

e Uil O0y4aroIMXCsA C HapyUIEHUSIMU OMOPHO-IIBUIaTEIbHOTO ammnapara:
NEPEIBMKHBIMUA,  PETYJIUPYEMBIMH  J3proHomuueckumu  mapramu  CHU-1;
KOMITBIOTEPHON TEXHUKOM CO CIENUATIbHBIM MPOrPAMMHBIM 00ECIIEUEHHUEM.

9. METOINYECKHUE MATEPHUAJIbBI

9.1. [l1aHbl NIPAKTUYECKUX 3AHATHH

Tema 1. JloxkymenTupoBaHHass HH(OpPMAIMS H €€ pPOJb B YIPaBICHHH
Kopropanueii (2 Jaca)

Bonpocuwl 0ns 06cyscoenus:
1. Tlonsarue OpraHU3alMOHHO-T0KYMEHTAIIHOHHOTO o0ecrnieveHus
KOPIIOpAIIHH.
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2. Ponb nndopmaiuu B ynpaBieHUH.
3. TloHATHE «TOKYMEHT.

Tema 2. HopmaTWBHO-TIpaBOBass ¥ METOAMYECKAss OCHOBBI JIOKYMECHTAITHOHHOTO
oOecrieueHuns yIpaBeHUs Koprioparuei (2 yaca)

Bonpocwi 0nsa 06¢cyarcoenus:

1. IlpaBoBasi OCHOBa JOKYMEHTAIIMOHHOTO OOECIICYCHUSI  YIPaBICHUS
KOPIOpalKUEH.

2. HopmaTuBHO-TIpaBOBbIE aKThl BEJOMCTBEHHBIX OPTraHOB HCIOJHUTEIBHOM
Biactu PO.

3. OCHOBHbIE HOpPMATUBHBIE TPABOBbIE U METOJUYECKHE JOKYMEHTHI IIO
JIOKYMEHTAITMIOHHOMY O0€CIIEUEHUIO YIIPABJICHUS KOPIOopaIue.

Tema 3. Cuctema ynpaBiieHUs JOKYMEHTaMH Kopriopauu (2 Jaca)

Bonpocwi 0ns 06cyarcoenus:

1. CuctemHbIN OJXO B YIIPABJICHUU.

2. Cucrema yripaBieHUsl OpraHU3anueil.

3. Cucrema yrpaBieHUs JOKYMEHTaMU KOPIIOPALIUH.

4. CucteMbl TOKyMEHTaLUU.

5. [loHsiTHE CUCTEMBI TOKYMEHTALIUU.

6. McTopuieckoe pa3BUTHE CUCTEM JOKYMEHTAITUH.

7. Ilonsitue «YHU(DUIIPOBAHHbIE CUCTEMBI JOKYMEHTAIUI U
«QYHKIMOHAJIbHBIE CUCTEMBI IOKyMeHTaum» B Poccuiickoit @enepanuu.

8. Cranmapr T'OCT P  6.30-2003. «YHudunupoBaHHble  CHUCTEMBI
JIOKyMEHTAIUH. Cucrema OpraHU3alUOHHO-PACTIOPSAUTEIbHON
nokymeHTanuu. TpeboBaHus kK 0pOPMIICHUIO TOKYMEHTOB

Tema 4. OyHKIIMOHATIBHBIE CUCTEMBI JOKYMEHTAIIMH KOPIIOPAIIUH
(Cuctema opraHu3allMOHHO-PACTIOPSANTEILHON JOKyMEHTaIUH) (2 yaca)

Bonpocuwt 0ns 06cyacoenus:

1. Tloxcucrema opraHu3aIlMOHHO-TIPABOBOM TOKYMEHTAIIUU

2. [Toncucrema pacopsAUTEIbHON TOKYMEHTAIUH.

3. Iloagcucrtema  MHPOPMALMOHHO-COPABOYHOM ¥ MHGOPMALIMOHHO-
AHATUTHUYECKOU TOKyMEHTAIlUU

Tema 5. OyHKIIMOHAIBHBIE CUCTEMBI JIOKYMEHTAIIUA KOPIIOPALIUU
(Cuctema JOKYMEHTAIIMH 110 TPYAOBBIM OTHOIIEHUAM) (2 vac.)
Bonpocuwi:

1. Cucrema TOKyMEHTAlMU N0 TPYIOBBIM OTHOLIECHUSIM.
2. llepBuuHbIE TOKYMEHTHI TPYAOYCTPOUCTBA,.
3. TpynoBoii norosop.
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4. JIn4HOE N1e710 COTPYIHUKA.
5. TpynoBas KHUXKKA.
6. Pabota ¢ mMCbMEHHBIM O0OpAIICHUSIMH TPaKIaH.

Tema 6.

CDYHKIII/IOHEUILHBIC CUCTCMBI JOKYMCHTAIINN KOPIIOpaIuH

(Cucrema puHancoBoi JoKyMeHTaIMM) (2 vac.)

Bonpocwi :

=

Tema 7.

Cucrema puUHAHCOBOW JOKYMEHTALUU.

OOmrast  XapakTepucTHKa JIOKYMEHTOB TI0  (hHHAHCOBO-PACUCTHHIM
oneparnusiM. Kiaccupukanus y4eTHbIX JOKYMEHTOB.

Crioco06s!I ucnpaBiIeHHs OMUOO0K B (PMHAHCOBO-PAcUeTHOM JTOKYMEHTAIIHH.
OdopmieHre OTKpHITUS CUETOB OpPTaHU3AIIMIA.

OCHOBHBIE BU/IbI IOKYMEHTOB 10 (PUHAHCOBO-PACUYETHBIM OIEPALIHSIM.

QOYHKIMOHAIBHBIE CHCTEMBI IOKYMEHTALUNA KOPIIOPALUN

(Cuctema mOKyMEHTAITUH 110 CHAOXKEHUIO U cOBITY) (2 Jaca)

NoOkowdPE

Tema 8.

Bonpocwi 0ns 06¢cyarcoenus:

CucremMa JOKyMEHTAIIMH TI0 CHAOKEHHUIO U COBITY.
JloroBopsl. JIoBEpeHHOCTH.

Haxnaguere. Hapsabi.

KommMmepueckune akTsl.

[IpeTeH3nOHHBIE MUCHMA.

HckoBbie 3asiBIICHHUS.

JlemoBas mepenucka.

@YHKIIMOHAJIbHBIE CUCTEMBI IOKyMeHTaluu kopropauuu (Cucrema

JOKYMEHTAIIUY 110 MAPKETHHTY U pekiame) (2 daca)

Bonpocwt onsa obcyscoenus:

1.
2.
Tema 9.

e

CucremMa JOKyMEHTAIMU IO MApPKETHUHTY .
Cucrema TOKyMEHTalMU IO pEKJIaMe.
CucrtemMa | MPOIECCHI YIIPABICHHUS JOKYMEHTaMHU Kopropaiuu (2 yaca)

Bonpocwt onsa 0bcyscoenus:

[TonaTue «cucrema ynpaBiaeHus JOKYMEHTaAMI.
NHCTpyMEHTBI yIIpaBiIeHUs TOKYMEHTAMH.
Cucrema ynpaBiaeHUs! JOKYMEHTAMH.

IIponiecch! ynpasneHuss JOKyMEHTAMMU.
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Tema 10. Pabota ¢ KoH(pHUACHINATBHBIMU JOKYMEHTaMH Kopropaluu (2 Jaca)

Bonpocwt ons ob6cyscoenus:

1. Opranuzaiust pabOThI ¢ JOKYMEHTaMHU.
2. TexHonorus o0pabOTKH JOKYMEHTOB.

Tema 11. MexyHapo/aHas niepenucka Kopropaiuu (2 daca)

Bonpocwi 0nsa 06¢cyarcoenus:

1. MexayHapoJHble CTaHAAPTHI 0 0QOPMIICHUIO TOKYMEHTOB.
[TonroroBka N1€I0BOM KOPPECIOHAECHUMHU Ui 3apyOEKHBIX MapTHEPOB.
Berpeda n oOMeH BU3UTHBIMHM KAPTOUKAMHU.

BricTaBouHast n1eATENBLHOCTD.

JIOTOBOPBHI.

KoHuukTHbIE cUTyanuu.

NudopmanmonHoe odbecrieueHue.

no

©o ok w

9.2. MeToauvecKue PEKOMEHIAAIMNHA IO MOATOTOBKE MNCbMECHHDBIX paﬁoT

KoHnTponbHble paboThl SBJISAIOTCA OJHOM M3 MPOMEXYTOUHBIX (opM
aTTecTaluyu OakalaBpOB, KOTOPHIC BBIMOJHIIOTCS B TEUYEHHE CEMECTpa B
YCTAHOBJICHHbBIE CPOKHU.

Tematuka KOHTPOJIBHBIX PabOT MpeyCMAaTPUBAET MPOBEPKY YPOBHS 3HAHUIM
OakasiaBpa MO HEKOTOPBIM BOIPOCaM TEOPETUYECKOro JIEKIIMOHHOTO Kypca, a
TaK)K€ CaMOCTOATEIBHOTO M3YyYEHHsST WMH HWCTOYHHUKOB U  CIEIHMATbHOU
autepaTypbl. KoHTponbHBIE paOOTHI BBIMOIHSIIOTCS MUCHMEHHO M CHAIOTCS Ha
MIPOBEPKY MPENOIaBATENIO Kadeaphl.

KonTtponbHble paboThl MOTYT TPOBOAWTHCS Ha JICKIUOHHBIX WK
CEMHHAPCKUX 3aHATHIX B ayJUTOPHBIX KJAccaX MPH YCIOBUM IMPEABAPUTEIBHOMN
MOATOTOBKHU OaKaiaBpOB.

KontponrHasi paboTa HampaBlieHa Ha WHAUWBHUIyadu3aluio OOyuYeHUs U
MOBBILICHUE POJIM CAMOCTOSITENIbHOM paboThl OaKkalaBpoOB, IOATOMY MPEIYyCMOTPEH
IIMPOKUH CHEKTP KOHTPOJBHBIX BOIMPOCOB, MO3BOJISIONIMN OakaaBpy BBIOpATh
HaubOosee WHTEpecHylo aisg Hero Temy. C TemMaTHKOM KOHTPOJBHBIX padoT
OakayiaBpbl MO3HAKOMUTHCS B paboueil mporpamme TUCIUIUINHBI.

CopepxaHre KOHTPOJIbHOM pabOThl BKIIIOUAET: 0OOCHOBAHUE AKTYalbHOCTH
JTAHHOTO BOMpPOCA; KpaTKUH aHAJIW3 MCTOYHUKOB M JHUTEPATYPhl; TEOPETHUECKYIO
W/WIA TPaKTHYECKYI0 3HAYMMOCTh JAHHOTO BOMPOCA; OCHOBHOE COJIEpiKaHWe
BOMIPOCA; TIEPCIEKTUBBI Pa3BUTHS (B 3aBUCUMOCTH OT TEMBI KOHTPOJIBHOM
paboThl); BBIBOJIBI M1 PEKOMEHIALIUH.

O6mwmit 00beM TekcToBoro marepuaina 7-10 crpanun. CTpyKkTypa TEKCTOBOM
YaCTU KOHTPOJBHOUW pabOThl MOXKET UMETh: BEJIEHHE, OCHOBHYIO YacTh, BHIBOJIHI,
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CIIUCOK MCTOYHHKOB M JIMTEpaTypbl. Paz0oreHne TekcTa Ha pas3eibl U MOApa3/Ieiibl
MOXET OBITh CACIAHO II0 JKEJIAaHWIO aBTOpa, OJHAKO HEOONBIIOH 00bheM
KOHTPOJIbHOM pabOTHI I€IaeT ATO HE BCEr/Ia 11eJ1eCO00pa3HbIM.

9.3. Uubie maTepuaJibl (BapuaHThl IPaKTHYECKUX 3aJaHUI)
1 BapuaHT

1. CocraButh U OPOPMUTH MPHUKA3 MO OCHOBHOM JEATEILHOCTH 00 MTOTax
pabotbl ¢ nokyMeHtamu B rtoxy ITAO “Mup”. B koHcTatupylolel 4actu
YK&KUTE€ Ha HU3KYI0 TpeOOBATEIbHOCTh PYKOBOAMUTENEH MOJpa3IeiIeHUl K
KaueCcTBy TMOJrOTOBKM JOKYMEHTOB W KOHTPOJS WX HCHOJNHEHus. B
pacnopsAUTENbHON YacTh oOpaTuTe BHUMaHHE PYKOBOJUTENEH Ha MOBBILICHHE
TpeOOBATENLHOCTH K paOOTHUKAM B YacTu pabOTel ¢ AoKymMeHTamu. J[laiite
3a/lanie pabOTHUKY, OTBEUAIOIIEMY 3a JEIOMPOU3BOACTBO HA Pa3pabdOTKy Mep MO
YAYYIICHUIO ATON pabOTHI.

2. CoctaBuTh ¥ OQOPMHTH PACTIOPSHKCHHE. YKaXKUTE, YTO B CBS3H C
NPEACTOSAIUMU CTPYKTYPHBIMU HU3MEHEHHSIMU JUPEKTOpP OOS3bIBAE€T IMPOBECTH
IIPOBEPKY MITATHO-(PMHAHCOBOW AUCIUIUIMHBI. YKaXUTE OTBETCTBEHHOTO M CPOK
BBINIOJIHEHUS, KOHTPOJIb 32 BBINOJHEHUEM PACHOPSIKEHUS BO3JIOKUTE Ha
3aM.aupeKTopa. [Ipyrue naHHble B TEKCTE U PEKBU3UTHI YKAKUTE CAMOCTOSITEIIBHO.

3. Opopmuts yHupULIMPOBaHHBIE (POPMBI IPUKA30B MO JIUYHOMY COCTaBY O
npuemMe, IepeBoe, OTIycKe, yBoJIbHEHUH. O()OPMUTH TUUHYIO KAPTOUKY.

4. CocTaBUTh U OPOPMUTH JTUYHYIO CTIPABKY.

5. CoctaButh 1 0HOPMUTH aKT O PEBU3UU KaCChl. B TekcTe ykaxkurte, 4TO B
pe3ysibTaTe PEBU3UU OBLIO YCTAHOBJEHO, YTO OCTATOK JIEHEI B Kacce COTJIacHO
JTaHHBIM OyxranTtepckoro ydera coctaBui 3 521 000 py0., HeqocTaud HAJIMYHBIX
JICHET TI0 BUHE Kaccupa He 0OHAPYKEHO.

6. CoctaBuTh 1 0OPMUTH PEKIAMHOE MHUCHMO O MPOAAKE YaCTHBIM JIHIAM
Y TOCYAapCTBEHHBIM MPEANPUATHUSIM NEPCOHATBHBIX KOMITBIOTEPOB IO JOTOBOPHOM
CTOMMOCTHU M O BO3MOKHOCTH IPUHUMATh 3aKa3bl HA COCTABIEHUE TPOrPAMM.

/. CoctaButh U OG(OPMUTH MHCHBMO —TIPOCKOY HadaJbHUKA IJIAHOBO-
skoHOMHueckoro ynpasieHus [IAO «Penykrop» B aapec mupexropa MucturyTa
HSKOHOMHUKH C MPOCHOON pEKOMEHJO0BATh CIELUUANINCTOB U3 YHCIIA BBITYCKHHKOB
3a04YHOTO OTIEJIECHUS WHCTUTYTa MOCIEAHUX JIET, MUMEIOIIMX OIbIT padoThl B
001acT SKOHOMHKH MTPOMBIIIICHHBIX NPEANPUATUN, HA JOHKHOCTH SKOHOMHUCTOB
ynpaeieHus. B mmcbMe ObUIO BBICKA3aHO TMOXKEJIaHME MPETEHACHTaM Ha
BaKaHTHbIE JOJHDKHOCTH MOATOTOBUTH PE3IOME U MPHUCHIATh MX MO (akcy B ajapec
YIOPABJIEHHMS], a TAKXKE, 10 BO3MOKHOCTH, IIPEJICTABUTh PEKOMEHIaTEJIbHbIE TUChMa
Cc mocineaHnux MecT padboThbl. OcTallbHbIE JAHHBIE YKAXKUTE CAMOCTOSATEIBHO.

8. Odbopmuth cremyronme AOKYMEHTHI: PACXOJHBIM KacCOBBIA Oplep,
MPUXOJHBIA KacCCOBBIA OpJIep, CUET Ha OIUIATy TOBapa, cUeT-(pakTypa, MIaTeKHOe
NOpy4YeHHe, TOBAPHO-TPAHCIIOPTHAS HAKJIAIHAsA, IOBEPEHHOCTh C UCIIOJIb30BAHUEM
Koncynperant [Inroc.

9. CoctaBuTh ¥ 0HOPMUTH TOTOBOP MOCTABKH.
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10. CocraButh 1 0GOPMUTH NPOTOKOJBI PA3HOTIACUN M COTJIACOBAHUS
pa3HOrJacuid ¢ HCIOJB30BaHUEM CIPABOYHO-NPABOBOM cucTeMbl KOHCynbTaHT
[Tnroc u TekctoBoro mporeccopa Word m3 makera mporpamm MS Office.

11. OpopMuUTh aKT MO MPUEMKE MPOIYKIIUUA (TOBAPOB) MO KOJIUYECTBY H
Ka4eCTBY C MCITOJIb30BAHUEM CIPABOYHO-TIPaBOBOM cucteMbl KoncynpranTlnroc.

12. OdopmuTh # COCTaBUTh TPETEH3MIO H MCKOBOE 3asABJICHUE C
WCIIOJB30BaHUEM  CIIPAaBOYHO-NIpaBOBOM  cucteMbl  Koncynbrantllmoc u
TekcToBoro npoieccopa Word u3 nakera nmporpamm MS Office .

13.CocraButh 1 0pOpMUTE OGEPTY U 3aMPOC C UCIOJIH30BAHUEM TEKCTOBOIO
npoueccopa Word u3 nmakera nporpamm MS Office.

14. Peructpanusi TOKyMEHTOB.

15. CocTraBuTh u opopMHUTH HOMEHKJIATypy nen C
MCIIOJIb30BaHUEM CIPABOYHO-TIPAaBOBOM crcTeMbl KoHcynbTaHT [1imtoc.

2 BapuaHT

1. CoctaButh u odopmuth npuxkaz AO «Toproseiii 1om "Mepkypuil"» o
JUKBUAAIMK MarazuHa «TpukoTax». Mara3uH JHKBHIUPYETCS B CBS3M C
HEpPEHTA0EIbHOCTHIO U B LESAX COKpalleHHs pacxofoB. [Ipuka3om IMKBUAUPOBAH
MarasuH; CO3[aHa JIMKBUJAUMOHHAs KOMHCCHUSA, COCTOSAIIAs M3 3aMECTHUTENs
reHepasibHoro nupexkropa AO «Toproseiii gom "Mepkypuit"» (mpeacenareins
KOMHUCCHH), NTUPEKTOpa Mara3uHa «TpHUKOTaX» W HadaJdbHMKA SKOHOMHYECKOIO
ornena AQO; maHbl MOPYYEHHUs NPEICEHATENIO JUKBUAALMOHHONW KOMHUCCUU IIO
CPOKY MpEIACTaBJIECHUS aKTa JIMKBUIALMOHHOW KOMHMCCHUH, 3aMECTHUTEIO
TEHEPAJIBHOTO JTUPEKTOpa IO 53KOHOMHKE I10 BHECEHUIO MNPEIJIOKEHUNH O
JaJIbHENIIIEM UCTI0JIb30BAHUN OCBOOOKIAIOIIETOCS TIOMEIICHHUS.

2. CoctaBuTh U OGOPMHUTH PACTIOPSIKEHUE. YKaXKUTE, YTO B CBA3U C
NPEACTOSAUMMU CTPYKTYPHBIMU HU3MEHEHUSIMU JUPEKTOP OO0S3BbIBAET MPOBECTU
MIPOBEPKY MITATHO-(PMHAHCOBOW AUCIUIUIMHBI. YKaXUTE OTBETCTBEHHOTO M CPOK
BBINIOJIHEHUS, KOHTPOJIb 32 BBIIIOJIHEHHEM PACIOPSIKEHHSI BO3JIOKUTE Ha 3aM.
nupekTopa. Jpyrue naHHble B TEKCTE U PEKBU3UTHI YKAKUTE CAMOCTOSITENBHO.

3. Opopmuts yHupumrpoBaHasie GOpMbI MPUKA30B MO JTUIHOMY COCTaBY O
npueme, NepeBojie, OTIYCKe, yBOJIbHEHUH. OQOPMUTH JTUUYHYIO KaPTOUKY.

4. CoctaBuTh U O(OPMUTH CHYKEOHYIO CIpPaBKy O 3aKylke MeOenu Hu
o0Opy/noBaHUsl JAMPEKTOpPY Balled opraHu3anuu. B TekcTe yKaxkuTe, uYTO B
COOTBETCTBUM C IUIAHOM MOJEpHHU3alMU Mebenu u obopyaoBaHus B 1 KBaprase
2022 rona ObUTH 3aKyTUICHBI CJIETYIONTNE KOMIUIEKTHI MeOen U 000pyI0BaHUS:

Bug xomriekra KomnuecTBo CtOonMOCTB MecTo yCTaHOBKH

1 2 3 4

5. CocraButh W 0GOPMUTH aKT TPOBEPKU (HUHAHCOBO-XO3SUCTBEHHOMN
JEATEIIbHOCTH Bamero npeanpusitisi. OCHOBaHUEM SIBJISIETCA MPUKA3 TUPEKTOpPA OT
00.00.0000 Ne 21 “O co3maHuM KOMHUCCHUU 10 TIPpOBEpKe (DUHAHCOBO-
XO34MCTBEHHOU JIesITeNbHOCTH ~ COCTaB KOMUCCHUU: MPEJICEIATEINb 3aM. IUPEKTOPA;
YICHBl KOMUCCHU: 3aM.TJIABHOTO OyXTranTepa, WHKEHEp - SKOHOMHUCT, OyXraiaTep
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peBuzop. B pesynbraTe npoBepku ObUIO YCTAHOBJIEHO HapyLIEHHWE B CHUCTEME
ydeTa 000pyT0BaHMS.

6.CoctaBuTh 1 0POPMUTH MUCEMO-O0TBET Npennpusatus “Kanon” Ha mpocrs0y
CTPOUTEIHHO-MOHTAXHOW (upMbl “BukTopus” pa3paboTaTh MPOEKTHO-CMETHYIO
JIOKYMEHTAIMIO HA CTPOUTEIIBCTBO KUJIOTO I0Ma B ¢. MUXaUJIOBCKOE.

7. CoctaBuTh U O(GOPMHUTH IUCHMO HaAYaJIbHUKA OTxela pekimambl 1TAO
«ITaNoH»B aApec YHUTAPHOTO MYHHUIIUIIATHLHOTO TPEANPUATHS «3eJIeHbI 60p» 0
JOTIOJTHUTEILHOM (MHAHCUpOBaHUU 3akaza No 24 Ha M3rOoTOBJIEHUE PEKIAMHBIX
MIPOCIIEKTOB B CBSI3M C POCTOM II€H Ha MOJUrpaduyueckue yciIyru BO BTOPOM
KBapTaje TEKYILEro rojia U U3MEHEHHEM CMETHI 3aTpaT. B mucbme yka3bIBalioCh,
YTO BBIMIOJIHEHHE 3aKa3a OyAeT OCYIIECTBICHO TOJBKO IMPH JIOMOJHUTEIBHOM
BbIiesieHnd 23 ThIC. py0. OcTanbHble TaHHBIE YKAKUTE CAMOCTOSITENIBHO.

8. OdopMuUTh cienyrolme IOKYMEHTBI: PAacXOJHBIM KacCOBBIN oOpep,
MPUXOJIHBIA KaCCOBBIN OpJiep, CUET Ha OIIaTy TOBapa, cUeT-(akTypa, MIATEKHOE
MOpy4YEHUE, TOBAPHO-TPAHCTIOPTHAS HAKJIAJIHASI, JOBEPEHHOCTh C UCIIOIh30BaHUEM
Koncynprant I1mroc.

9. CocraButh U 0hOPMUTH JOTOBOPA TTOCTABKH.

10. CocraButh U O(GOPMHUTH IPOTOKOJBI PA3HOINIACHMN M COIJIACOBAHUS
pasHoriacuu C UCIIO0JIb30BaHUEM CITPaBOYHO-TIPABOBOM CUCTEMBI
Koncynerantllntoc u texkcroBoro mporeccopa Word u3 makera mporpamm MS
Office.

11. OpopMuUTh aKkT MO MPUEMKE MPOIAYKIUU (TOBAPOB) MO KOJIMYECTBY U
Ka4yeCTBY C UCIOJIb30BAHUEM CIIPABOYHO-TIPaBOBOM cuctembl KoncynbTanTl [mroc.

12. OdopMutrh u COCTaBUTh TMPETCH3UID HM HCKOBOE 3asBIICHUE C
WCIIOJIb30BAaHMEM  CIPAaBOYHO-NPAaBOBOM  cucteMbl  KoHcynbrantllnmroc u
TeKkcToBOro nporeccopa Word u3 nmakera mporpamm MS Office .

13.CocraBnenue u odopmiieHHe OoQepTy U 3ampoc C HCHOJB30BAHHEM
TekcToBoro npoieccopa Word u3 nakera nporpamm MS Office.

14. Peructpanus JOKyMEHTOB.

15. CocTaBuTh 151 ohopMUTH HOMEHKJIATYPY pi(Sh) c
MCIIOJIb30BaHUEM CIIPABOYHO-TIPAaBOBOM cucTeMbl KoHcynbTanT [mroc.

3 BapuaHT

1. CocraButh u odopmuth mnpuka3z [[AO «Pagyra» o peopranuzanuu
KaHIIeNApUU B OTACN HWH(GOPMAIIMOHHO-JOKYMEHTAIIMOHHOTO  00ecreueHus
(OMI0). B koHCcTaTupyromeld YacTH HEOOXOJMMO COCIAThCS Ha pacIIupeHHe
GbyHKIMIA ¥ BHEIPEHUE B PabOTy CHUCTEMBI AJIEKTPOHHOTO JOKyMeHTOooOOpoTa. B
pacropsiAUTEILHON YacTH YCTAHABIMBAETCS IITaTHAs YUCJIEHHOCTh OTHENa B
KOJIMYECTBE 7 YEJIOBEK, JAIOTCS MOPYUYEHUS HAYAIbHUKY YKOHOMUYECKOTO OTIeNa
M0 BHECEHUIO U3MEHEHUN B IITATHOE pPaClMCaHUE U HAYAJIbHUKY KaHUEISIPUU T10
pa3pabotke  mojoxkeHuss o0 OMAO. OcranpHble  JaHHBIE  YKAKHUTE
CaMOCTOSATEBHO.

2. CocraButh U O0O(GOpPMUTH YyKa3zaHuWe 3aM.JupeKTopa (GupMbl 00
OpraHu3allid KOMUPOBAIBHO-MHOXHUTEIBHOTO OOpo. B TekcTe ykaxkuTe, 4To B
COOTBETCTBHM C MPUKA30M AUPEKTOPA, 3aM. JUpPEKTopa (UPMbI 00S3bIBACT 3aB.
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KOIMPOBAJIbHO-MHOKHUTEIBHOTO  OOpo  paspaborarb ¢opMy 3aka3za Ha
Pa3MHOXKEHUE JIOKYMEHTOB, BbIJIaBaTh Pa3MHOKEHHBIE IOKYMEHTBI UCIIOTHUTEISIM
C COOTBETCTBYIOILIEH PACIIMCKOM B KypHAJE y4eTa, pEruCTPUPOBATH MOCTYHAOIINE
Ha Pa3MHOKEHUE JIOKYMEHThI, KOHTPOJIb MCIOJHEHUS BO3JIOKUTh HA HayaJbHUKA
o0I1ero oTAena.

3. OdopmuTth yHUDHUIIIPOBAHHBEIE (DOPMBI TPUKA30B MO JTUIHOMY COCTaBY O
npueMe, epeBo/ie, OTITyCKe, yBOJIbHEHUH. O(POPMUTE THIHON KapTOUKH.

4. CoctaBuTh M O(GOPMUTH AOKIAHYIO 3aMKMCKy HadajJbHUKA IUIaHOBO-
HKOHOMHUYECKOTO OT/ieJIa PYKOBOAMUTENIO MPEeANnpuaTus o0 oOecrnedeHun OTaesna
YETHIPbMS KOMIIbIOTEPpAMH. OCTaJIbHbBIE PEKBU3UTHI YKAKUTE CAMOCTOSITENBHO.

5. CocraButh u 0GOpMHUTH akT Mo mnpeanpustuio “Kanon” o0 urTorax
peBU3UU MO TpPOBEpKe (PMHAHCOBOIO OTYETAa. B TeKcTe yKakuTe, 4TO peBU3HEH
oOHapy>keHbl (PaKThl TpyOOro HapyiieHus (UHAHCOBOTO y4yeTa U OTYETHOCTH IO
KOMaHJAUPOBKaM, OTCYTCTBHE JKypHaja yuyeTa JIOBEpEHHOCTEH.

6. CocraButh M odopMuth rapanTtuitHoe mucbmMo [TAO “Dxocan” TTAO
“IIporpecc” 06 oka3zaHHU TEXHUYCCKOM ITOMOIIU B pa3pabOTKe paboUuux depTekKeu
teneonnoir cranmuu. I[TAO “Dxocan” NOPOCUT MPOU3BECTH OTY padoTy
HEIMOCPEICTBEHHO Ha IUIOUIA/IKE.

7. CoctaButh 1 ohopmuth nucbMo aupekropa AO «Dacan» Copokuna B.A.
reHepasibHoMy qupektopy OAO «Kuncrpoit» MapkoBy H.H ¢ npeanoxennem 00
OKa3aHWM PEKIAMHBIX YCIYr JUisi TPOJBHXKEHUS CIpPOCa Ha KBapTUPHl B
CTPOSIIIIMXCS KUJbIX Aomax. I[IpenBapurenbHasi TOrOBOPEHHOCTh O PEKIAMHOMN
KaMmaHuu ObUla JIOCTUTHYTa B XOJ€ COCTOSIBIIMXCS paHee IepEeroBOpOB.
OcranbHble JaHHBIE YKAXKUTE CAMOCTOATEIIBHO.

8. OdopMuth cienyronme ITOKYMEHTBHI: PAacXOJHBIM KacCOBBIM Opjep,
MIPUXOHBIA KaCCOBBIA OpJIep, CUET Ha OIUIaTy TOBapa, CYeT-(paKTypa, MIaTeKHOE
MOpy4YeHUE, TOBAPHO-TPAHCTIOPTHAS HAKJIaIHAs, JOBEPEHHOCTh C UCIIOIh30BaHUEM
Koncynperant [Inroc.

9. CocTaBUTh U OPOPMUTH JOTOBOP MOCTABKHU.

10. CoctaButh U OG(GOPMUTH MPOTOKOJIBI PA3HOTIACUNA M COTJIACOBAHMS
pasHoriacuu C UCIIOJIb30BAaHUEM CIIPaBOYHO-TIPABOBOM CUCTEMBbI
Koncynerantllntoc u texcroBoro mporeccopa Word u3 makera mporpamm MS
Office.

11. OdopMuTh aKkT MO MPUEMKE MPOIAYKIMU (TOBAPOB) MO KOJIUYECTBY H
Ka4eCTBY C UCITOJIB30BAaHUEM CIPABOYHO-IIPaBOBOM cucteMbl KoncynpranTlInroc.

12. CocraButh U O(QOPMHTH TMPETCH3UID M HCKOBOE 3asBJICHUC C
WCIOJIb30BAHUEM  CIIPAaBOYHO-NPAaBOBOM  cucteMbl  KoHcynbrantllmoc u
TeKkcToBOrO nporeccopa Word u3 makera mporpamm MS Office .

13. CocraButh u odopMuth 0depTy W 3amMpoc C HCIOIH30BAHUEM
TekcToBoro npoieccopa Word u3 nakera nporpamm MS Office.

14. Peructpanus 10KyMEHTOB.

15. CocTtaBuTh 151 ohopMUTH HOMEHKJIATYPY pi(Sh) c
HCIIOJIb30BaHUEM CIPABOYHO-TIpaBOBOM cucTemMbl KoHcynbTanT I[mroc.
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4 BapuaHT

1. CocraButh B ohopmuth npukas mo [TAO «Bocxom» 00 MCIIOIB30BaHUU
OTXOJIOB TMHWJIOMAaTEPUaAOB. B KOHCTAaTUpyIOIIEH YaCTH YKaXHUTE, 4YTO IpH
poBepKe PabOThI CKIaga MUIOMATEPUATIOB OBLIM BBISBICHBI (DaKThl OTIYCKA B
KOTEJBHYIO JUISl C)KUTAHUS OTXOJ0B MUJIOMAaTepuanoB JIauHOW cBbimie 20 cm. B
pacnopsauTENbHOM  4YacTH  cleqyeT  00s3aTh  3aBEAYIOLIETO  CKJIAJA0M
N.1.CumakoBa opranu3oBath pabOTy MO pealn3alld OTXOA0B MHJIOMATEpUAIOB
YaCTHBIM JIMIAM, & 3KOHOMHUYECKHN OTAEN — IMPOBECTH PACYET CTOMMOCTHU
OTIYCKAa€MbIX YACTHBIM JMIAM MarepuasioB. OcTalbHbIE [MAHHBIE YKAXHUTE
CaMOCTOSITEIIBHO.

2. CoctaButh u O0G(OPMUTH YyKa3aHUE 3aM. JUpPEKTOpa QUPMBI 00
OpraHu3allid KOMUPOBAIbHO-MHOXKHUTEIBHOIO OI0po. B Tekcre ykaxurte, 4TO B
COOTBETCTBUM C IMPHUKA30M JUPEKTOPa, 3aM. JAUPEKTOpa (HUPMBI 0OSI3bIBAET 3aB.
KOMMUPOBAJIbHO-MHOXKHUTEIIBHOTO  OOpo  pa3paborath (GopMy 3akaza Ha
Pa3MHOXXEHUE IOKYMEHTOB, BbIJIaBaTh Pa3MHOKEHHBIE IOKYMEHTBI UCIIOTHUTEISIM
C COOTBETCTBYIOIICH pacUCKOM B )KypHaJie y4eTa, perucTpUpOBaTh MOCTYIAIOIIUE
Ha Pa3MHOKEHUE JIOKYMEHThI, KOHTPOJb UCIOJHEHUS BO3JIOKUTh HAa HayaJbHUKA
o0111eTo OTaAENA.

3. OpopmuTts yHUPUIIEPOBAHHBIE (POPMBI MPUKA30B IO JIMYHOMY COCTaBYy O
npueme, MepeBojie, OTIIYCKEe, yBOJIbHEHHH. OQopMiIeHHE IMYHON KapTOUKH.

4. CoctaBuTh U O(GOPMUTH MOKIAJAHYIO 3alHUCKy TJABHOTO OyXrajiarepa
PYKOBOJMTEINIO TPEAIPUITHS O HEOOXOJUMOCTH IIEHTpAIU3allud PacyeToB C
paboTHUKaMU NpeAnpusITHs. B 003aHHOCTH YUETHBIX PA0OOTHUKOB LIEXOB JOJIKHO
BXOJIUTh ML OGOPMIIEHHE YYETHBIX JOKYMEHTOB IO Y4YeTy BbIpaboTKH. B
JIOKJIQTHON 3aITUCKe HEOOXOIUMO MOAATh MPEAJIOKEHHUE 0 MEePEeCMOTpPY IITATOB,
OTUETHBIX PAOOTHUKOB B II€XaX M TJIABHOW OyXTainTepuu U3 pacuera OOIIero
COKpAIIICHUA IITAaTOB HE MeHee ueM Ha 20%.

5. CocraBuTth 1 0HOPMUTH aKT 00 UTOraX JOKYMEHTAIBHOU PEBU3UH PabOTHI
OpraHu3alliyd 3a OTYeTHBIA Toj. B akTe peBU3nMU 3aUMKCUPOBAHBI CIICAYIOIIHE
HEJIOCTAaTKU: HE YMOPSAIO0YEH y4yeT JIMYHOTO COCTaBa, HEKOTOpPHIC JUYHBIC Jeiia
HaXOJISTCS B 3aMTyIIEHHOM COCTOSTHUU.

6. CoctaBUTh U O(OPMUTH JOTOBOPHOE MUCHMO O MOIMUCAHUM JOTOBOpPA
¢bupmbl “Capan’ ¢ pupmoit “Asiekc” Ha OCTaBKY CTPOUTEIbHBIX MAaTEPUAIIOB.

7. CoctaBuTh U O(POPMUTH MUCHEMO-OTBET reHepanbHoro aupexkropa OAO
«Kunctpoin» Mapkosa H.H. B agpec nqupekropa 3A0 «Pacag» Copoknna B.A.Ha
MpEeIIOKeHHEe 00 OKa3aHWW PEKJIAMHBIX YCIyT JUIsl TMPOABMKEHHUS CIpoca Ha
KBapTUPHI B CTPOSIIUXCS JKUIIBIX, B KOTOPOM MOOJIAroIapiil 3a MpejIoKeHne, HO B
CUITY CJIOKHUBIITUXCSI OOCTOATENBCTB CYUTAET PEKIIaMy JKWJIbS HECBOEBPEMEHHOM B
CBS3M C TE€M, YTO CTPOWTEIbHBIE pa0OThl HA OOBEKTE BEAYTCS C HapyIICHHUEM
cpokoB caauu, U npocusi CopoknHa B.A.BEpHYThCS K PEIICHHIO 3TOTO BOIpoOca
yepe3 TMOJrojia, W3BUHUBIIKUCH 3a HaApYIICHHE pPaHHUX JOTOBOpeHHOCTed. B
MUChbME TaKXe IMOJYEPKUBAIOCH, YTO PEAbHBIM CIPOC HA JKUJIbE TMOBBIIICHHON
KOM(pOPTHOCTH B TOPOJI€ K HACTOSIIIIEMY BpeMeHH He chopmupoBaics. OcTalbHbIe
JTAHHBIE YKOKUTE CaMOCTOSITEIBHO.
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8. OdopMuth crenyromue JIOKYMEHTbI: PacXOJHBIM KacCOBBIM oOpjep,
MIPUXOIHBIA KaCCOBBIA OpJIep, CUET Ha OIUIaTy TOBapa, CYeT-(paKTypa, MIaTeKHOE
MOpYy4YEHUE, TOBAPHO-TPAHCIOPTHAS HAKJIA/IHAS, JOBEPEHHOCTh C UCIOJIb30BAHUEM
Koncynprant I1mroc.

9. CocTaBHTh M OPOPMHUTH JOTOBOP IOCTABKH.

10. CocrtaButh M OG(GOPMHUTH HPOTOKOJBI PA3HOIJIACHUHA M COTJIACOBAHMS
pazHorjIacui c UCIIOJIb30BaHUEM CIIPaBOYHO-TIPABOBOM CUCTEMBI
Koncynbrantllmoc u TexcroBoro mponeccopa Word u3 makera nporpamm MS
Office.

11. OpopmMuTh aKTOB MO MpUEMKE NPOAYKIUU (TOBAPOB) MO KOJIUYECTBY U
KaueCTBY C UCIOJIb30BAaHUEM CIIPABOYHO-TIpaBoBoii cucteMbl Koncynbrantllitoc.

12. CoctaButh #u OQOPMUTH TIPETEH3UI0O U HCKOBOE 3aSBJICHHE C
UCIIOJIb30BaHUEM  CIIPAaBOYHO-TIpaBOBoM  cucteMbl  Koucynbrantllmoc u
TeKkcTOBOro nporeccopa Word u3 nmakera nmporpamm MS Office .

13. CocraButh u odopmuth odepTy M 3ampoc ¢ HCHOJIH30BaHUEM
TekcToBOro npoieccopa Word u3 nakera nporpamm MS Office.

14. Peructpanusi TOKyMEHTOB.

15. CocTaBUTh 51 0(hOpMHUTH HOMEHKJIATypy JI(Sh) C
MCMOJIb30BaHMEM CITPABOYHO-TIPaBOBOM cuctembl KoHncynbranT [Lroc.

S BapuaHT

1. CocraButh u odopmuts mnpukaz [TAO «Pexopm» 00 ymnopsigoueHuu
UCIIOJIB30BAHUSI IIPEJICTABUTEIbCKUX pacxofgoB. OCHOBaHMEM [UIsl H3JaHUS
IIpUKa3a IMOCIYKUIU Pe3yJIbTaThl POBEAECHHON MMPOBEPKU PACXOJLOBAHMS CPEACTB
Ha [IPUEM U MIPOBEACHUE NIEPETOBOPOB C NMPEACTABUTEIIMHA IAPTHEPOB U CMEXKHBIX
opraHuzanuii. B  COOTBETCTBMM ¢ MPUKA30M HAYaJIbHUKHA CTPYKTYPHBIX
NOJIpa3/ieIeHui TIpU OpraHu3aliy JEJIOBbIX BCTPEY, MEPErOoBOPOB, MPE3EHTALMMI
HE Mo3/Hee 7 AHEW 10 Ha3HAYEHHOM JaThl MEPONPUATHS AOJHKHBI NPEICTABISATh B
oyxranteputo ITAO moknagHble 3aMUCKH, B COJEPXKAHUU JOKJIATHOM 3aMuCKU
HEOOXOJMMO YKa3blBaTh MpOrpamMMy BCTPEYH, ATy M MECTO €€ IpOBEIACHUS,
CIIMCOK YYaCTHUKOB, CMETY MPEACTABUTEIIbCKUX PACXOJO0B; JOKJAJHas 3alKcKa
NOJIEKUT 00s13aTE€ILHOMY COIVIACOBAHMIO C IUIAHOBBIM OT/AEIIOM U TJIaBHBIM
oyxranrepom; Oyxranrepust [IAO MoxeT mpoBOAUTh (PUHAHCUPOBAHHUE YKA3aHHBIX
MEPOINPUITHIA HA OCHOBAaHUM PE30JIIOLIMU T€HEPAIBHOTO IUPEKTOpa; Oyxrairepam
¢unuanoB paspemaercs (UHAHCHPOBAHUE BCTPEY IPOBOJUTH HAa OCHOBAHUU
IpUKa3a TEeHEpaJbHOro JAUpeKkTopa. KOHTpOap 3a HCHOJHEHWEM IpUKa3a
BO3JIOKMTE HA IOMOIIHUKA T€HEPATIbHOIO IUPEKTOPA.

2. CocraButh u odopmuth pemienue CoBeTa ITUPEKTOPOB O MPOBEIACHUU
ayKIMOHA CBOMX M37enuil Ha sipMapke “‘HaponHoro tBopuectBa” JIpyrue naHHbIE
U PEKBU3UTHI YKAKUTE CAMOCTOSTEIILHO.

3. Odopmuth yHUGULIHPOBAHHBIE (HOPMBI IPUKA30B MO JUYHOMY COCTaBY O
npueme, nepeBo/ie, OTIYCKe, yBOJIbHEHUH. OPOopMIIEHUE JIMYHON KaPTOUKH.

4. CocraButh U O(GOPMHUTH OKIAIHYIO 3alUCKy CeKperapsi-pedepeHTa
PYKOBOAMTENIO  NpeAanpusituss o0 yrepe paOOTHUKOM  MHChbMa-3ampoca,
MOCTYIHUBILIETO B aipeC MPEANPUATUS 1BA MecsIia Ha3a/l.
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5. CocTtaBuTh 1 0OPMHUTH AKT O CIMCAHUU UMYLIECTBA. B TekcTe ykaxure,
gyro o mnepuox ¢ 00.00.0000 mo 00.00.0000 komuccusi mpoBela padOTy MO
YCTAaHOBJICHHIO HENPUTOJHOTO K JaJbHEWIIEMY HMCIOJIb30BAHUIO MMYIIECTBA. B
pe3ynbraTe paboThl OBLIO YCTAHOBIIEHO, YTO MMYIIIECTBO COTJIACHO MPHJIAraeMoOMy
K AaKTy MEpEeYHI0 TMOJUIeKUT CIHCAHUIO B CBSI3UW C HENPUTOJHOCTBIO JUIS
UCITOJIb30BAHUS.

6. CoctaButh W OQOPMUTH MHUCBMO - TPUIJIANIEHHE AareHTCTBa
“uH(pOopMaIIMIOHHO-TIPABOBBIC CHUCTEMBI o6  ywactuu B ceMHHape
“TexHOI0rnYecKre U MPaBOBBIC ACTIEKTHI 3aIIUThl KOMMEPYECKON MH(GOPMALIHH.

7. CoctaBUTh U OPOPMUTH MUCHMO-0TKA3 MOJIUTPadUIECKOr0 MPEANPUATUS
«ITaptaep» (ITAO) akunonepHoMmy o01ecTBY «CaltoT» M0 BOMPOCY BBITOJIHEHHUS
3aKa3a Ha U3rOTOBJICHUE OJIAHKOB yueTa U OT4eTHOCTH. [IprunHOli 0TKa3a siBUIach
PEKOHCTPYKLMS II€YaTHOIO IieXa, KOTOpas MpOJJIUTCA JO KOHLIA IIEpBOIO
NOJIYyTOJUsL; IPYTUE TaHHbIE YKAKUTE CAMOCTOSATEIBHO.

8. OdopMuth crenyromue IOKYMEHTBI: PacXOJHBIM KAacCOBBIM Opaep,
IPUXOAHBIA KaCCOBBIA OpJIEp, CUET HA OIUIaTy TOBapa, CYET-(PakTypa, MIATEKHOE
NOpYyYEeHHUE, TOBAPHO-TPAHCIIOPTHAS HAKIIAIHASA, IOBEPEHHOCTh C UCIIOJIb30BAHUEM
Koncynwrant I1mroc.

9. CoctaButh 1 0hOPMUTH JOTOBOP IMOCTABKH.

10. CoctaButh M O(QOPMUTH MPOTOKOJIBI PA3HOTIACUNA M COTJIACOBAHUS
pa3HOIIACHI C HCIIOJIb30BAaHUEM CIIPABOYHO-TIPABOBOM CUCTEMBI
Koncynprantllntoc u TexkcroBoro mpoueccopa Word u3 nakera nporpamm MS
Office.

11. OgopMuTh aKT MO MPUEMKE MPOIAYKIMU (TOBAPOB) MO KOJIMYECTBY U
Ka4eCTBY C UCITOJIb30BAaHUEM CIPABOYHO-IIPaBOBOM cucteMbl KoncynpranTlInroc.

12. CocraButh U O(QOPMHTH TMPETCH3UID H HCKOBOE 3asBIICHUE C
WCIIOJIb30BAaHUEM  CIIPAaBOYHO-NIpaBOBOM  cucteMbl  Koncynbrantllmooc u
TekcToBoro npoieccopa Word u3 nakera nporpamm MS Office .

13. CocraButh u odopMuth odepTy U 3amnpoc C HCHOJIb30BAHUEM
TekcToBoro npoieccopa Word u3 nakera nporpamm MS Office.

14. Peructpanus JOKyMEHTOB.

15. CocTaBuTh 151 ohopMUTH HOMEHKJIATYPY pi(Sh) c
MCIIOJIb30BaHUEM CIIPABOYHO-TIPAaBOBOM cucTeMbl KoHcynbTanT [1mroc.

6 BapuaHT
1. CocrtaBute u odopmuth mnpukaz [IAO «Cxkmam» 00 obecrneueHun
MO’KapHOM 0€30MaCHOCTH U YCUJICHUM OXpaHbI MpeAnpusaTus. B koHcTaTupytomei
YaCTU COIIMTECh HA OMACHOCTh TEPPOPUCTUUYECKUX AKTOB U YKAXKUTE IEJb
o0ecrieueHnss  0O€30MACHOCTH  JIIOJEH M CcOXpaHeHHWe  umyllectBa. B
pacnopsauTeIbHON YacTh CleAyeT 00s3aTh HauaJIbHUKA OT/ieN1a oxXpaHbl JIokKrnHa
K.X.ycruth npormycKHOM PeXXUM U OPTaHU30BaTh KPYTJIOCYTOUHOE JIEKYPCTBO Ha
ckimaae No 1; komenpanta 3aanus Cyxux B.H.— mnpoeputs coctosiHue
CUTHAJIU3AIMU U 3JIEKTPOIPOBOJKH, a HadaJbHHUKA aJMUHUCTPATUBHOTO OTIEja
[Tetpenko O.Il.— mepeBectu B ckiag Ne 1 BocmiameHsitomuecs BeEIIECTBaA.

OcranbHble JaHHBIE YKAKUTE CAMOCTOSITEIHHO.
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2. CocraButh u odopmuth pemieHre. Coper nupektopoB AO «SIkyTckue
aJMasbl», PYKOBOJICTBYSICh KOOPAMHAIIMOHHBIM IIJIAHOM, PEIIWI MPUHSTH y4acTHE
B aJIMa3HOM ayKIIMOHE B T'. AMCTepj/lamMe; OTBETCTBEHHbIM NpeacTtaButesieM 3A0
Ha ayKIHOHE OBUI Ha3HA4YeH KoMMepueckuil aupektop Bwunorpago B.IO.,
KOTOPOMY MOPYYaJIOCh HOJATOTOBUTH NPEIJIOKEHHS IO COCTaBy JeJerauud u
MPEACTAaBUTh UX HAa PACCMOTPEHUE COBETY IUPEKTOPOB; HaYaJbHUK JIeTIApTAMEHTA
MapKeTUHTOBBIX  ucciienoBanuii  Kpomotun O.P. 1gomkeH  MmOJATrOTOBUTH
YTOYHEHHBIN aCCOPTUMEHT MPOAYKIIMH, MOJIb3YIOUIEHC HAMOOIBIINM CIIPOCOM, U
TaKK€ TPEACTaBUTh €ro Ha paccMOTpeHue coBeTy. CpOKu BBIIOITHEHUS
MOPYYEHUI U IPYTHE HEAOCTAOIINE JAHHBIE YKAXKUTE CAMOCTOSATEIIBHO.

3. OdopmuTth yHUGDULIIMPOBAHHBIE (POPMBI TPUKA30B MO JUYHOMY COCTaBY O
npueme, nepeBo/ie, OTIyCKe, yBOJIbHEHUH. OQopMIIeHUE JIMYHON KapTOUKH.

4. CocraButh U OGMOPMUTH [OKJIAJAHYIO 3alUCKy HayaldbHUKa OTIeja
PYKOBOJUTENIO NPeAnpUsiTUs 0 (pakTe HEBBIMOJHECHUS PACIOPSHKEHUS O MOHTaXe
000OpyZI0BaHUSI HA YYaCTKE MO MPHUYMHE c1ab0ro KOHTPOJIA CO CTOPOHBI IIaBHOTO
MEXaHHKA.

5. CocTaBuTh U OPOPMHUTH aKT O MPOBEPKE KACcChl. B TEKCTE yKaXKUTE, YTO B
pe3yJIbTaTe PEBU3UH KaCChl KOMUCCHS YCTAaHOBHIIA: OCTATOK HAJTUYHBIX CPEJICTB MO
coctostHuto Ha 00.00.0000 cornacHO KacCOBOM KHUTE U JAHHBIM OyXTajlTepCKOro
yuera nomkeH coctaBiATh 450 000 pyOsneild; (pakTUYecKHil OCTaTOK HAJIMYHBIX
nener B kacce coctasisieT 400 000 py6ueii. Hemoctaua HalmM4YHBIX JEHET B Kacce
cocrasisier 50 000 pyOreil; HemocTaya HaTWYHBIX JIEHET o0pa3oBajiach MO BHUHE
kaccupa MonounukoBoii I1.A.

6. CocraButh U OGOPMHUTH MNUCHBMO-TIPOCKOY AaKIIMOHEPHOTO O0O0IIecTBa
“SIpmebenp” B KOMUTET BHEITHEAKOHOMUYECKUX CBS3CH aMUHHUCTPAIIMU 00JaCTH
O BbIJEJEHUU JHIEeH3uH Ha noctaBky B Kwutaii 4000 TOHH MeTamsia B CBSI3U C
3aKJTIOUEHHEM JIOrOBOopa JAAISIHBCKUM OOBbEIMHEHUEM 10 MEXIyHapOJIHOMY
COTPYIHHMYECTBY Ha CTPOMUTENHCTBO JEBATHITAXKHOTO OOIIEKUTUS B Spocnasie.
CorynacHO J0roBOpa OIUIaTa BBINOJHEHHBIX paboT Oyner MpOU3BOAUTHCS
POCCUNCKUMU PYOJIIMU U MaTepUaIaMHU.

7. CoctaButh 1 0opMHUTh TapanTuiiHoe mucbMo AO «Panyra» B agpec AO
«TexmpoekT» 00 OKa3aHMM TEXHUYECKOW MOMOIIM B pa3paboTKe padoumx
yepTexkeld HacOCHOM cTaHlMHU. PaboTy HEOOXOAMMO MPOBECTH 0 Hauyajla aBrycTa
Ttekymero rojga. Ilucemo nmoanucanu aupexkrop AO «Panyra» H.A. OneneB u
rnaBapid  Oyxranrep C.II.  Boponuna. OcrtaibHble JaHHBIE  YKaKUTE
CaMOCTOSITEJILHO

8. OdopMuth cienyronme TOKYMEHTHI: PAacXOIHBIM KacCOBBIM OpJep,
MPUXOIHBIA KaCCOBBIA OpJIep, CUET Ha OIUIaTy TOBapa, CUeT-(paKTypa, MIaTeKHOE
MOpy4Y€HHE, TOBAPHO-TPAHCIIOPTHAS HAKJIA/IHAs], JOBEPEHHOCTh C UCIIOJIb30BaHUEM
Koncynperant [Inroc.

9. CoctaBUTh 1 OYOPMUTH AOTOBOP MOCTABKH.

10. CocrtaButh U OG(OPMUTH MPOTOKOJBI PA3HOTIACUNA M COTJIACOBAHMS
pa3zHorIacuii C UCIOJIb30BAaHUEM CIIPaBOYHO-TIPABOBOM CUCTEMBI
Koncynerantllntoc u texcroBoro mporeccopa Word u3 makera mporpamm MS
Office.
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11. OpopMuTh aKkT MO MpPUEMKE MPOAYKIUHU (TOBAPOB) MO KOJIUYECTBY U
Ka4eCTBY C MCITOJIB30BAHUEM CIPABOYHO-TIPaBOBOM cucteMbl KoncynpTanTl Inroc.

12. CoctaButh #u OQOPMUTH TIPETCH3UIO W HCKOBOE 3asIBICHHE C
WCMOJIb30BAHUEM  CIPAaBOYHO-NPABOBOM  cucteMbl  Koncynbrantllnioc u
TeKkcToBOTO nporeccopa Word u3 makera mporpamm MS Office .

13. CocraButh u odopMHUTH O(MEpTy U 3ampoc C HCIOJH30BAHHEM
TeKCTOBOTO mporeccopa Word u3 nakera nmporpamm MS Office.

14. Peructpanusi TOKyMEHTOB.

15. CocTraBUTh u opopMHUTH HOMEHKJIATypy nen C
UCIIOJIb30BAaHUEM CIIPaBOYHO-TIpaBoBoi cuctembl Koncynbrant [mtoc.

'/ BApUaHT

1. CocraButb u odopmuth npukaz AO «OOyBbTOPr» IO OCHOBHOM
JEATeIbHOCTH 00  yBEJIIMYEHMM  YCTAaBHOrO  KamuTaja  ooOmectBa. B
KOHCTaTUPYIOIIEH YacTH, YTO B CBSI3U C PEUIEHUEM OOILEro cCOOpaHus aKIIMOHEPOB
(mpotokon ot 30 mexabpst 2022 t. Ne 2) 00 yBEeNTWYCHHMH YCTaBHOTO KaluTaja
oOLIecTBa U PyKOBOJCTBYSACH [lonokeHreM o mopsiike yBennueHus (YMEHbIICHU)
YCTaBHOTO KamuTaja 0O0IIEeCTBA, YTBEPKJACHHBIM COBETOM AUPEKTOPOB OOIIECTBA.
B pacnopsaauTenbHON YacTH YKaKHUTE, YTO PYKOBOJUTENIO IOPUANYECKOrO OT/Aea
HallpaBUTh CBEACHHMS O BHECEHMM M3MEHEHMl B YcraB oOmectBa B
PETUCTPAllMOHHYIO  TajaTy MW  HaJOTOBYK)  HWHCIEKIWIO;  PYKOBOIUTEIIO
(YHAHCOBOTO OT/ieNla 3apEeTUCTPUPOBATH JIOMOJHUTEIBHBIM BBIMYCK AaKIHWA B
Munucrepctse ¢punanco PO.

CocraButh W O(QOPMUTH paCHOPsHKEHHWE HavYallbHUKA WH(GOPMAIIMOHHOTO
ornena AO «DNeKTpoHHKa» O TUIAHUPOBAHUU paboTHI oTAeNa. B pacnopsokenun B
IEJISX COBEPIIEHCTBOBaHMUS pabOThl OTAeNa W BO M3MEHEHHE TMOpsKa,
YCTaHOBJICHHOTO PAcIoOpshKEHHEM HadaiabHUKa oTaena oT 20.12.2022 Ne 22 «O6
OpraHu3alliy IUIAHUPOBaHUS pPadOThl MH(OPMAIMOHHOIO OTAena» (yTpaTUIIO
CUIIy), CO CIEQYyIOIIero KBapTaja TEKYLIEro rojJa BBOASTCS HOBBIE (POPMBI
MECAYHBIX IUIAHOB M OTYETOB O pabOTe COTPYAHHUKOB OTHena (IpUjlararoTcs K
PacCHoOpsKEHHUIO); COTPYAHUKAM HEOOXOAMMO MPEICTaBIATh MPOEKTHI MJIAaHOB 3a 3
JHSL 0 TUIAHUPYEMOTO Mecsla, OTYEThl — A0 5-T0 Yuciia Mecsla, CIEeIyIOUIEro 3a
oT4eTHbIM. OCTaJIbHbIE JAHHBIE YKAXKUTE CAMOCTOATEIBHO.

3. OdopmuTth yHUDUIIMPOBAHHBIE (POPMBI TPUKA30B MO JTUYHOMY COCTABY O
npueme, mepeBo/ie, OTIyCKe, yBOJIbHEHUH. OQopMIIeHUE JINYHON KaPTOUKH.

4 CoctaBuTh ¥ OQOPMHUTH JOKJIAJAHYIO 3alMUCKy O TMPUYUHAX
HECBOEBPEMEHHOTO TPENOCTaBlieHUsT WH(OOpPMAIMM O BBIIOJHCHUHM TpUKa3a
nupekTopa. OcTanbHble PEKBU3UTHI YKAKUTE CAMOCTOSTEIBHO.

5. CocraButh U OPOPMUTH AKT O PEBU3UHU KacChl. B TeKcTe yKakuTe, 4TO B
pe3yabpTaTe PEBU3HM OBLJIO YCTaHOBJIEHO, YTO OCTATOK JEHEr B Kacce COrjacHo
JAaHHBIM OyxranTepckoro ydera coctaBuia 3 521 000 py0., HegocTaun HaTUYHBIX
JICHET TI0 BUHE Kaccupa He 0OHAPYKEHO.

6. CoctaBUTh U OPOPMHUTH MUCHMO-0TKA3 MPOU3BOJICTBEHHOIO YIIPaBIEHUS
NACCAXUPCKUX TEPEBO30K SpociaBCKOMy MPOU3BOACTBEHHOMY KOOIEPATUBY
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“Bektop” mo Bompocy oOecredeHus 3amacHbIMU YacTsIMH Tapka aBTOOYCOB.
VYkaxuTe npuunuHy 0TKa3a CaMOCTOSITEIBHO.

7. CoctraButh u o¢opMuTh THUCEMO-TIpock0y OO0 «Spmebens» B
AJIMUHUCTpAIMIO TOPOJa O BBIJCICHUU CPEJICTB U3 MECTHOTO OIOJIKETa B CyMME
1,5 mnH. pyO. a1 peopraHuzauuu npeanpusTrs.. OcTalbHbIE JaHHBIC YKaKHTE
CaMOCTOSITEIBHO.

8. OdopMuth criemyromue ITOKYMEHTBHI: PAacXOIHBIM KacCOBBIH oOpjep,
MPUXOIHBIN KaCCOBBINA OpJiep, CUET Ha OIUIaTy TOBapa, cYeT-(PakTypa, MIaTeKHOE
MOPYYEHHE, TOBAPHO-TPAHCIOPTHAS HAKJIA/IHAS, JOBEPEHHOCTh C UCIIOJIb30BaHUEM
Koncynperant [Lnroc.

9. CoctaBUTh 1 OYOPMUTH AOTOBOP MOCTABKH.

10. CocraButh M OQOPMUTH MPOTOKOJBI PAZHOTIACUN W COTJIACOBAHUSA
pa3HorIacuii c HCIIOJIb30BaHUEM CIIPaBOYHO-TIPABOBOM CUCTEMBI
Koncynpsrantllntoc u texkctoBoro mporeccopa Word u3 makera mporpamm MS
Office.

11. OdopmMuTh akT NMo MpUEMKE MPOAYKIHUU (TOBAPOB) MO KOJIUYECTBY U
Ka4eCTBY C MCITOJIb30BAHUEM CIPABOYHO-TIPaBOBOM cucteMbl KoncynpranTllmroc.

12. CoctaButh U O(QOPMHUTH TMPETCH3UID U HCKOBOE 3asBJICHUE C
WCIMOJIb30BAaHUEM  CIIPAaBOYHO-NPAaBOBOM  cucTeMbl  Koncynbrantllnioc u
TeKcTOBOTO mporeccopa Word u3 nmakera nporpamm MS Office .

13. CocraButh u odopMuTh odepTy U 3amnpoc ¢ MCHOJIb30BAaHUEM
TekcToBoro npoieccopa Word u3 nakera mporpamm MS Office.

14. Peructpanusi JOKyMEHTOB.

15. CocrtaButh 151 opopMUTH HOMEHKJIATYpYy Jel c
MCIOJIB30BaHMEM CITPABOYHO-NIPaBOBOU cuctembl KoHncynbranT [roc.

8 BapuaHT

1. CoctaButh ¥ OQOpPMHUTH MPUKA3 MO OCHOBHON JAESATENBHOCTH 00
YBEJIMYEHUHM YCTABHOI'O KamuTana obOmiectBa. B KoHcTaTuUpyrolled 4acTH TeKCTa
YKaXKUTE, YTO B CBSI3U C peUIeHUEM OOIIEro coOpaHus aKMOHEPOB 00 YBEIUYEHUU
YCTaBHOTO KamuTajga oOliecTBa M PyKOBOACTBYsSCh lloiokeHneM o mnopsiake
yBeIUYEeHHsS] (YMEHBIIEHUS]) YCTAaBHOIO KamuTaja OOIIeCTBa, YTBEPKACHHBIM
COBETOM JIUPEKTOPOB 00IIeCTBa. B pacnopsanuTebHON YaCTH TEKCTA YKAXKHUTE, UTO
PYKOBOIUTEIO HOPUAUYECKOIO OTAEla HANpaBUTh CBEACHUS O BHECEHUU
U3MEHEHUH B YcTaB oOuiecTBa B PETUCTPALMOHHYIO IajaTy U HaJIOTOBYIO
MHCIEKIUIO;  PYKOBOAMTENIO  (MHAHCOBOIO  OTHEJIa  3apEerUCTpUpOBATH
JOTIOJTHUTEIHHBIN BBITYCK akiuii B Munuctepctse ¢punancoB PO

2. CocraButh U oQopMuTh pacmnopsikeHue nupekropa AO «Bextop» B
CBOEM YyKazaHuM o00s3an 3aBeaytouiero ckmagom Ne 2 Jlepamosa I[I.P. B
COOTBETCTBUM C 3aKJIOUYEHHBIM KOHTpakToM oT 1 ¢eBpans Tekyuiero roga Ne
3/128 oTtnycTuTh MeHemkepy ToproBoro aoma «Pyce» Kopuey A.M. THII B
cienyromeM accoptuMmenTe: razoBbie IUThl «ARISTON» no nene 12500 py0. —
10 mryk, xomoaunbHuku « CANDY» no nene 16500 py0. — 5 mtyk, cTupajibHbIe
mamuHbel «INDESIT» no uene 12000 py0. — 10 mTyk, KyXOHHbIE KOMOAMHBI 1O
nene 3500 py6. — 50 mTyk. YacTh TekcTa yKa3aHus HEOOX0AUMO O(POPMUTH B BUJIE
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TaONMIBl, B KOTOPOM YKa3aHO HAaWMEHOBAHHE TOBapa, €ro KOJMWYECTBO, IIEHA,
CyMMa IO KaXJIOMY BUy TOBapa U 00IIast CTOUMOCTb.

3. OdopmuTth yHUGDHUIIEPOBAHHEIE (POPMBI TPUKA30B 10 JIUYHOMY COCTaBY O
npuemMe, IepeBoe, OTIycke, yBoabHeHHH. OdopMiieHHe TUYHON KapTOUKH.

4. CoctaBUTh ¥ OPOPMHUTDH JOKIAJAHYIO 3aIIUCKY OyXraiarepa Ii. OyXrairepy
dbupmer “Azot” ot 01.10.2022 0 mpon3BeACHHON MTPOBEPKE BHITIOJHEHUS MTPUKa3a
nupektopa Gupmbl oT 01.09.2022 1. Ne 33 “O cocrostHUM OyXTaJTEpCKOro ydera
Ha cTpouTenbcTBE 0a3bl OTAbIXa B 1. Kapabuxa”. B mpukase ykazaHbl KOHKPETHbBIE
CPOKHM JIMKBHMJIALIMM HEJOCTAaTKOB, OOHapy>KeHHbIX B sHBape 2022 roma. B
JIOKJIaIHOM 3aIMCKE JIOJDKHO OBITh OTMEUEHO BBITIOJHEHUE BCEX MyHKTOB MPHKa3a,
32 WCKIIIOYEHHEM, MMyHKTOB 00 OpraHU3allid PaBHOMEPHOW €KEIHEBHOW clayu
pabouuM HapsioB Oyxrantepy. BeisiBieHo, uTo ObUTO caHO ToJIbKO 32,5% Bcex
HapsI0B. YKaXXUTE OCTAIbHBIE TAHHBIE CAMOCTOSITEIBHO.

5. CocraButh ¥ 0GOPMUTH aKT MPOBEPKU (PUHAHCOBO-XO3SIUCTBEHHOMN
JeATEIbHOCTH Ballero npeanpusatus. OCHOBaHUEM SIBJISIETCS IPUKA3 TUPEKTOPA OT
00.00.0000 Ne 21 “O co3gaHMd KOMHUCCHHM IO TPOBEpKE (PUHAHCOBO-
XO3SIUCTBEHHOM  JesTtenbHOCTH . (COCTaB KOMHUCCHHW: IIpElICeaaTelb  3aM.
JUPEKTOPA; WIEHbl KOMUCCHUHU: 3aM. IJIaBHOTO OyXrajrepa, HHKEHEepP-PKOHOMMUCT,
Oyxranrep peBu3zop. B pesynbpTaTe MpoBEpKH OBLIO YCTAHOBIIEHO HApYILIEHUE B
cucTeMe yuera 000py10BaHUS.

6. CoctaButh U OPOPMUTH TapaHTUHHOE MUCHMO. B TekcTe ykakurte, 4To
Bamia ¢upma npocuT mNpoBECTH MOJACPHU3AIMIO KOMITBIOTEPOB HWHCTUTYTAa C
00BbEIMHEHUEM B CETh C BbIICJICHHBIM (hailI-cepBEPOM.

7. CoctaBuTh U 0(OPMUTH MTUCHMO YIIPABJICHUS JOIMIKOJILHOTO 00pa30oBaHUs
M BOCIHUTAaHUS AJMUHHCTPAlMM TOpOJa B aJpec BCEX PYKOBOAUTEIEH
MYHULIMNAIBHBIX JOLIKOJBHBIX YUPEXKICHUN ropojia C HAMOMUHAHUE O TOM, 4YTO B
TEKYILIEM TroAy MOJYyroAOBOM OTYET O BOCHIUTAHHUKOB HEOOXOAUMO MPEIOCTABUTH
K 30 urons. Hegocraronye 1aHHbIE YKAKUTE CAMOCTOSITENIBHO.

8. OdopMuth crenyromue IOKYMEHTBI: PacXOJIHBIM KacCOBBIM oOpep,
MPUXOAHBIA KacCOBBIA OpJIep, CUET HAa OIUIaTy TOBapa, cYeT-(PakTypa, MIaTeKHOE
MOpYy4YEeHHUE, TOBAPHO-TPAHCIIOPTHAS HAKJIA/IHASA, IOBEPEHHOCTh C UCIIOJIb30BAHUEM
Koncynperant [Inroc.

9. CocTaBUTh U OPOPMUTH JOTOBOP MOCTABKH.

10. CoctaButh W 0GOPMHTH NTPOTOKOJ Pa3HOTIACHI U COTJIACOBAHUSA
pasHoIIacuu Cc HCII0JIb30BAaHUEM CIIPaBOYHO-TIPABOBOM CHUCTEMBI
Koncynprantllmtoc u TexkcroBoro mporteccopa Word u3 makera mporpamm MS
Office.

11. OpopmMuTh aKTOB MO MpPUEMKE MPOAYKIIUU (TOBAPOB) MO KOJIMYECTBY U
Ka4eCTBY C MCITOJIb30BAaHUEM CIPABOYHO-IIPaBOBOM cucteMbl KoHcynpTanTl Inroc.

12. CocraButb U O0G(OPMUTH TMPETEH3UIO U MCKOBOE 3asBJICHUE C
UCIIOJIb30BAaHUEM  CIpaBOYHO-TpaBoBoM  cucrtembl  Koncynbrantllmioc u
TekcToBOro npoieccopa Word u3 nakera nporpamm MS Office .

13. CocraButh u odopMuth odepTy U 3ampoc C HCHOJb30BAHUEM
TekcToBOro npoieccopa Word u3 nakera nporpamm MS Office.

14. Peructpanusi 1TOKyMEHTOB.
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15. CocrtaButh U 0(pOpMHUTH HOMEHKJIATypy nen c
MCMOJIb30BaHUEM CITPABOYHO-TIPaBOBOM cuctembl KoHncyinbranT [Lroc.

9 BapuaHT

1. CoctaButh 1 OPOPMHUTH TIPUKA3 IO OCHOBHOM NEATEIHHOCTH O BHECEHUU
W3MEHCHUU B IITATHOE pacnucaHue. B KOHCTAaTHPYIOIIEH YaCTH TEKCTa YKAXKHUTE,
YTO B CBSI3M C IPOU3BOJCTBEHHON HEOOXOJUMOCTBIO M OTKPBITUEM II€Xa IO
MPOU3BOJACTBY Moiy(dadpukaroB. B pacrnopsauTenbHON 4acTH TEKCTa BHECTH B
IITATHOE pAaCIHCaHUE TOProBOM KOMIAHWU CHEAYIOIIME HW3MEHEHUS: BBECTHU
JOJDKHOCTH TIOBapa IO MPOU3BOJICTBY MOJTy(PaObpUKaTOB C OKIAIOM ...pyo
KoHTpob 32 HCHIOJIHEHUE TIPUKA3a BO3JIOKUTE HA 3aM.JUPEKTOPA.

2. CoctaButh #u OGOPMHUTH YKa3aHUE.. 3aMECTUTENh TEXHUUYECKOIro
mupektopa AO «Hedrexum» wu3gan ykaszaHue O TOJITOTOBKE U Tiepenaye
HUCTepHbl. B KOHCTaTupyroled YacTH YyKa3blBaJOCh HAa MPOU3BOJICTBEHHYIO
HEOOXOJIMMOCTh, B PACHOPSIAUTEIBHON 4YacTU MPEANUCHIBAIIOCH MOJATOTOBUTH
JKene3HoopokHyto 1ucTepHy Ne 57809220, ykomiiekToBaTh €€ HEOOXOIUMOM
apMaTypou U rnepenath ¢ JokymeHTtanuen u3 mnexa Ne 55 B mex Ne 160. Yka3zanue
OBLIO aipecoBaHO HadaIbHUKY I1exa Ne 55 u rmaBHoMy MexaHuKy AQO. OcTalbHbIE
JTAHHBIC YKAKUTE CAaMOCTOSITEIBHO.

3. Odopmuth yHU(ULIHPOBAHHBIE (DOPMBI TPUKA30B MO JUYHOMY COCTaBY O
npueme, MepeBo/ie, OTIyCKe, yBOJIbHEHUH. OPopMIICHUE JIMYHON KapTOUKH.

4. CocraButh U 0QOPMUTH OOBSICHUTEIBHYIO 3aMMCKY TJIABHOTO MEXaHUKa
MPEANPUATUAS PYKOBOJUTENO O (DaKTe HEBBITTOJHEHUS PACTIOPSHKEHUSI O MOHTAXKE
000pyIOBaHUS HA yUaCTKeE.

5. CocraButh u 0GopMHTH akT mo mnpeanpustuio “Kanon” o0 wurTorax
pPEBU3HUM TIO TMPOBEpPKE (PUHAHCOBOTO OTuYeTa. B TekcTe ykakuTe, 4TO peBU3MEH
oOHapyxeHbl (PakThl TPyOOro HapylieHus (PUHAHCOBOTO ydeTa U OTYETHOCTH IO
KOMaHJAUPOBKaM, OTCYTCTBHE JKypHaJia y4yeTa JIOBEpEHHOCTE.

6. CoctaBuTh 1 0)OPMUTH COMPOBOUTEIHLHOE MUCEMO O HampaBjieHun Bam
Ha  pELEH3WpPOBAaHME  PYKONMCH  mOporpamMMmbel  Kypca  “OpranHusanus
uH(popManmoHHoOro obecneyeHus: ynpasienus’ . [IporpaMma npeamnosiaraeTcst Kak
TUTOBAsl JJIl BBICIIUX YYEOHBIX 3aBEJCHUM, HWMEIOUIUMX CIeNHaIn3aluu
“MenemxmenT” Win “Opranuzanus yrnpasiieHus . OT3bIB OPOCAT ITpUcCiaTh 10 12
okTsi0pst 2016 r. [Ipunoxenue.

7. CoctaButh U 0hopMuTh NMUcbMo-0TKa3 AO «Spanepro» nupexkropy OO0
«Pycb» 00 OTCpouke TuIaThl 3a 3JeKTpodHepruio. [IpuumHy OTKaza u Jpyrue
HEJIOCTAIOIIHE TAHHBIE YKAKUTE CAMOCTOSTEIBHO.

Odopmuts cremyronme JOKYMEHTHI: PAaCXOJHBIA KacCOBBIM  ophep,
MIPUXOHBIA KaCCOBBIA OpJIep, CUET Ha OIUIATy TOBapa, CYeT-(paKTypa, MIaTeKHOE
NOpy4YeHHUE, TOBAPHO-TPAHCIIOPTHAS HAKJIaIHAsA, TOBEPEHHOCTh C UCIIOJIb30BAHUEM
Koncynperant [Inroc.

9. CocTtaBuUTh U1 OPOPMHUTH JOTOBOP MOCTABKH.

10. CocrtaButh W O(QOPMUTH MPOTOKOJIBI PA3HOTIACHUNA M COTJIACOBAHUS
pa3HoTIacHii c MCIIOJIb30BaHUEM CIIPaBOYHO-TIPABOBOI CUCTEMBI
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Koncynbrantllmtoc u TexkcroBoro mponeccopa Word u3 makera mporpamMmm MS
Office.

11. OpopMuUTh aKT MO MPUEMKE MPOAYKIIMU (TOBAPOB) MO KOJIUYECTBY H
Ka4eCTBY C MCITOJIb30BAHUEM CIPABOYHO-TIPaBOBOM cucteMbl KoncynpranTlnroc.

12. CoctaButh u OGOPMHTH TIPETCH3UIO W HCKOBOE 3asBICHHE C
WCIMOJIb30BAHUEM  CIPAaBOYHO-NPAaBOBOM  cucteMbl  Koncynbrantllnmoc wu
TekcToBoro npoueccopa Word u3 makera nporpamm MS Office .

13. CoctaButh u odopMuTh o0depTy U 3ampoca C HCHOIb30BAHUEM
TekcToBoro npoieccopa Word u3 makera nporpamm MS Office.

14. Peructpanusi T0OKyMEHTOB.

15. CocraButh U opopMHUTH HOMEHKJIATypy nen c
MCIIOJIb30BaHUEM CIIPABOYHO-TIPAaBOBOM cucTeMbl KoHcynbTaHT [1mtoc.

10 BapuaHT

1. CocrtaButh W O(QOPMHUTH MpPHKA3 MO OCHOBHOW JEATEIBHOCTH O
MPOBEJICHUHY aTTECTAIMA PYKOBOAUTENCH U CIIEIIUAIIMCTOB TOProBol koMnanuu. B
KOHCTaTUPYIOIIEH YacTU TEKCTa YKa)XWUTE, UYTO B LENAX YJIYYIIeHUs Mnoadopa,
PaCcCTaHOBKU U MOJITOTOBKU KaJPOB, MOBBIIICHUS JETOBON aKTUBHOCTH, KauyeCTBa
1 3pdhexTuBHOCTH pabOTHI, oOecrnedeHusl 0ojiee TECHOM CBSA3M MaTepHAJbHBIX U
MOpaJIbHBIX CTUMYJIOB C pe3yJibTaTaMu TpyAa. B pacnopsiauTenbHOM 4acTH TeKCTa
YKQOKHUTE: TPOBECTH ATTECTALUI0 PYKOBOAUTEIEH W CIEIUATIUCTOB TOPTOBOM
komnanuu 00.00.0000; yTBepaAUTh CIIUCKH paOOTHUKOB, TOICIKAIIUX aTTECTAINH;
CO3/1aTh aTTECTAIIMOHHYI) KOMHCCHIO B COCTaBE: MPEACENATENb - 3aM. TUPEKTOpa,
CEeKpeTapb — CEKpeTapb AUPEKTOPa, YJEHbl KOMHUCCHM: HAYAJIbHUK OT/AENa IO
nonOopy mnepcoHana, 1. Oyxrantep. KoHTponb 3a wHCHOTHEHHWEM MpUKas3a
BO3JIOKUTE HA KOMMEPYECKOTO TUPEKTOPA.

2. CoctaButh u odopmuth pemieHue. Coset aupektopoB AO «IIporpecc»
MPUHSJ pEIICHUE 00 y4yacTUM TPEANPUSTHS B BBHICTABKE HOBBIX TEXHOJIOTUM U
TEXHOJIOTUYECKUX JOCTHUXKEHUU B 00JIACTU TOYHOTO MAIIMHOCTPOCHHUS, KOTOpas
Oyner mpoxoauTh B EkatepunOypre B JekaOpe TEKyIIero rojaa. ydacTue B
BBHICTAaBKE HEOOXOAUMO JJIsi TMPOJBIKEHUS COOCTBEHHBIX pa3pabOTOK U
3HAKOMCTBa C pabOTON APYrux OpraHu3aluii B 3TOM HarpaBlieHHH. B pemieHuun
ObUTM JaHbl CJICIYIOIIME TOPYUYEHHUsS: CEKpEeTapr0 COBeTa IJUPEKTOPOB — MO
MOATOTOBKE W HAMNPABJICHUIO B OPIKOMUTET 3aiBKH JJII Y4acTHs B BBICTaBKE;
HAYaJIbHUKY OTJAENia MO0 CBSI3SM C OOIIECTBEHHOCTHIO — IO pa3paboTke u
W3TOTOBJICHUIO TEYATHBIX MAaTE€pUalioB O TMPEJCTaBIISIEMbIX Ha BBICTABKE
OPOAYKIMA U JOCTIDKCHMSIX; OyXraarepuu — 10 oriate oQpopMIIeHUs
BBICTABOYHOTO MaBWiIbOHA. (OTBETCTBEHHOCTh 3a OTOOp U  TMOJATOTOBKY
BBICTABOYHBIX 00pa3oB Obl1a BO3JIOKEHA HA 3aMECTUTENsI TEHEPAIbHOTO
JTUPEKTOpa Mo Mpou3BOACTBY. OCTalIbHBIC TAHHBIC YKAKUTE CAMOCTOSTEIIBHO.

3. OdopmuTth yHU(DULIMPOBAHHBIE (POPMBI TPUKA30B MO JUYHOMY COCTaBY O
npueMe, repeBoJie, OTnycke, yBojdbHeHUU. OdopMiIeHHE TUIHON KapTOUKHU.

4. CocraButb U O(GOPMUTH CIIy)KEOHYIO CHpaBKYy aJMHHUCTPALIUU
WBanoBckoil obnactu Komurera mo gemnam apxuBa “T'ocynapcTBEeHHBIM apXuB”
3aBeyIOIIEMY OTACJIOM COLMAJIbHOW 3aluThl HaceneHus I[leTpoBckoro paiiona
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MBaHoBCcKOM 00J1aCTH O HAJTMYUHU JOKYMEHTOB IO TPYJI0BOMY cTaxy 3a 1941-1950
rT. B Tekcre ykaxurte, 4To B JOKyMeHTax ['ocyaapcTBeHHOro apxuBa MBaHOBCKOM
00JIaCTH HMMEIOTCS JOKYMEHTBHI, TMOJTBEPIKIAIOIINE TPYMOBOM CTaXX TpakIaH,
pabotaBmux B 1941-1950 rr. Ha crnenyromux mpeanpusiTUIX W OpraHU3alUsIX
[letpoBckoro paiioHa: 3aBOJ paCTOYHBIX CTAHKOB - 3a 1943-45 rr.; 3aBOJl peMOHTa
CEIBCKOXO3SIICTBEHHOM TEeXHUKU - 32 1941- 1944 rr. [loanuck nupekTopa apxusa.

5. CoctaBuTh U 0OPMUTH KT O MPOBEPKE KacChl. B TekcTe ykaxkure, 4TO B
pe3yJIbTaTe pEBU3UM KACChl KOMUCCHS YCTAHOBUJIA: OCTATOK HAJIMYHBIX CPENICTB IO
coctostHuto Ha 00.00.0000 cormacHO KacCOBOW KHUTE W JIaHHBIM OYyXTaJITEPCKOTO
ydeTa JoJpbkeH cocTaBisaTh 450 000 pyOuseit; (akThueckuil OCTaTOK HaJIWYHBIX
neHer B kacce cocrapisieT 400 000 pyoOneit. Heqoctaya HanM4HBIX JEHET B Kacce
coctasisier 50 000 pyOreil; HemocTaya HaTMYHBIX JEHETr o0Opa3oBajiach MO BHUHE
kaccupa MonounukoBoii [1.A.

6. CoctaButh 1 0OpMUTH WH(POPMALIMOHHOE MUCHMO. B TEeKCTe yKaxwuTe,
yto AO “busHec-mikona “UaTen-CuHTe3” NOArOTOBMIA K H3JAHUI0 KHUTY
“Jlemonpou3BOACTBO B Oyxrantepun’’. B KHHUre ocBemarTcs TpeOOBaHUSA K
COCTaBJICHUIO W O(OPMIICHUIO CIY>XEOHBIX JTOKYMEHTOB M TMpaBujia pabOThI ¢
HUMH.

7. CoctaButh U 0GOpMUTH NUCHMO-U3BelIeHUE AQO «Arpo-nmpoMmarin
YHutapHoMy rocyaapctBeHHOMY mpeanpusituio «Kama» o mpuymHax 3aJep:KKu
MOCTAaBOK MaluH U 00OpyJIoBaHUA. 3a/JepKKa TIOCTABOK  OOBICHSIETCS
OTpaHUYCHHEM JBUKEHUSI OOJIBIIETPY3HOTO aBTOTPAHCIIOPTA B CBSI3U C BECEHHEH
pacnyTuLen.

8. OdopMuth ciexyromme JTOKYMEHTBI: PAacXOJHBIM KacCOBBIA oOpiep,
MIPUXOHBIA KaCCOBBIA OpJIep, CUET Ha OIUIaTy TOBapa, CYeT-(pakTypa, MIaTeHKHOE
MOpY4YEHHE, TOBAPHO-TPAHCIIOPTHAS HAKJIA/IHAS, JOBEPEHHOCTh C UCIIOJIb30BaHUEM
Koncynperant [Inroc.

9. CocraBuTh M1 0OPMHUTH TOTOBOP TTOCTABKH.

10. CocrtaBuTh U O(GOPMHUTH MNPOTOKOJ PA3HOIIACUNA M COTJIACOBAHUS
pasHoryacuu C HCIIOJIb30BaHUEM CIIPaBOYHO-TIPABOBOM CUCTEMBI
Koncynerantllntoc u texcroBoro mpoueccopa Word u3 makera mporpamm MS
Office.

11. OgopMuTh aKT MO MpPUEMKE MPOAYKUMHU (TOBAPOB) MO KOJIMYECTBY U
Ka4eCTBY C MCITOJIb30BAaHUEM CIPABOYHO-IIPaBoBOM cucteMbl KoncynpTanTlInroc.

12. CocraButh U O(QOPMHTH TMPETCH3UID H HCKOBOE 3asBIICHUE C
WCIOJIb30BAHUEM  CIIPAaBOYHO-NPAaBOBOM  cucteMbl  KoHcynbrantllmoc u
TekcToBOro nporeccopa Word u3 makera mporpamm MS Office .

13. CoctaButh u odopMuTh O0dGEpTy M 3alIpoC C HCIOJIH30BAHUEM
TekcToBOro nporeccopa Word u3 makera mporpamm MS Office.

14. Peructpanusi TOKyMEHTOB.

15. CocTtaBuTh 151 ohopMUTH HOMEHKJIATYPY pi(Sh) c
HCIIOJIb30BaHUEM CIIPABOYHO-TIpaBOBOM cucTeMbl KoncynbTanT [mroc.
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Cumyayuu k npaxmudeckou pabome 14, 15

Tema «Opranuzanus JOKyMEHTO000pOTa.

1. IlpakTuyeckas padora 14

2. lems:  ¢opMupoBanme 3HaHMM W yYMEHHH TI0  OpraHHW3alldd
JIOKYMEHTO000pOTa

3. 3amaHue: 3aperHCTPUPOBATh BXOAIINE U ucxoasmue JokymeHTsl B PKK n
KypHaax

[TAO «ApryMeHThI 1 PaKTh»

Otnen pexiaaMbl

Komcomonbckuii poct., a. 18,

MockBa, 121875

Ten. (495) 921-18-17.

Menemxepy 1o pexiiame

ConosbeBoit A.I1.

3akmounTh g0roBop ¢ 3A0 «Menna-K» Ha okazaHue yclIyr o pekjiame 10

20.11.2022
16.11.2022 Edrpadona /1.C.
Ten./daxc (495) 918-04-04
OKIIO 02862795
OI'PH 1027400240654
WMHH/KIIIT 7703022850/778005002

10.11.2022 Ne 102/01-13

Ha Ne oT

OO0 omyOJIMKOBaHUH PEKJIaAMbI

YBaxkaeMsble rocmnojal

[Ipocum Bac omyOnmkoBaTh pekiiaMmy Hamieir (upMbl B €XKCHEICITbHUKE
“Aprymentsl u (aktel” (Beimyck CHI') B Homepax 3a 7 u 21 nexabps 2022
roga, 4 u 18 suBapsa 2023 roxa, pasmepom 3/10 mosjockl Ha pa3BOPOTE,
O00BEAUHSIOIIEM PEKIIAMHYIO U HEPEKJIAMHYIO MOJIOCHI.
["'0TOBBI IPETOCTABUTH OPUTHHATI-MAKET.
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Omnnary rapantupyeM. Haimim OaHKOBCKHME PEKBHU3UTHI: pacueTHbIN cueT Ne
46703519 B AKb “OHOKCHUM”, kopp. cuer 3161868 B PKI[ I'Y IIb P®D,

M®O 44583001, xox 83. UHH 7710159493.

3am. reHepasibHOTO AupekTopa [ opsaues A.P. 'opsues

['maBHBIN oyxranrep Mopeynosa A.B. MopryHoBa

Ileuatnb

3umuHa Enena BukropoBHa
113-45-67

Menemxep 1o pekiaame
ConosbeBa A.IL

3akmroueH 1oropop ¢ 3A0 «Meauk-K»
19.11.2022

B neno 03-04 Bxomsmuii oT No

ExxenenenpHUK
“ApryMeHThI ¥ PaKThI”

Ps3zanckuit npocr., 1. 35, kop. 1,
Mockaa, 109542
Ten. (495) 351-39-22

Ten./dakc (495) 351-04-04

E-mail: gost@mail.ru

OKITIO 02962915

OI'PH 10657400240655

WHH/KIIIT 77030226550/778005655
19.112022 No

Ha No 102/01-13 o1 10.11.2022

O 3akiIr0YeHUuW JOroBOpa Ha OKa3aHHUU
yeayr no pekiame ¢ 3A0 «Meauk-K»

VYBaxaembii A"arosimi PomanoBuy!

HMupekropy 3A0 «Meauna-K»

A.P. T'opsiueBy
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Bricbimaem Bam qoroBop Ha okazaHue yciayr 1o pekiaame ot 19.11.2022
Ne 2/4, moancaHHBIA HAIIIEH CTOPOHOMA.
Haneemcs Ha nanpHeee COTpyIHUYECTBO
[Tpunoxxenue: Ha 10 1. B 2 3K3.
JlupexTop exenenenbanka «AprymenTs! U paxteny J1.C.Edrpadosa
CosioBreBa AHHa I1aBioBHa
128-90-45
llpaxmuueckas paboma Ne 15

Cocrapienue u 0opMICHUE HOMEHKIATYPhI Je

3amaHue:
CocTaBUTh HOMEHKJIATYpPY A€ C MCIIOJH30BAHHEM CIIPABOYHO-IIPABOBOM

cuctemsbl «KoHcynbranTlLirocy.

1.

2.

3.

OpraHusaiusi COCTOUT U3 TPEX CTPYKTYPHBIX MOAPA3ICICHUI: CEKpeTapuar,
OyxranTepusi, OTJIe] KaJIpoB.

Otkporite Koncynsrant I[IJIFOC. B beicTpeiit  nouck Beenure Ilprkas
MunkynbTypsbl oT 25.08.2010 Ne 558.

Hcnone3ys «ITIEPEYEHD THUITOBBIX YITPABJIEHYECKHUX
APXUBHBIX JOKYMEHTOB, OBPA3VIOINIUXCA B IIPOLECCE
AEATEJIBHOCTU TOCYAAPCTBEHHBIX OPI'AHOB, OPI'AHOB
MECTHOI'O CAMOVIIPABJIEHUSI W OPTAHU3AILIMM, C
YKA3AHHUEM CPOKOB XPAHEHHMA", onpenenure cpokn XpaHEHHs U
CTaThH JJIS CIAEAYIOIINX JTOKYMEHTOB.

Cexperapuar:

VYcraBel opranuzaiuu o Mecty paspadortku (1 nemno);

[[ITaTHBIE pacnivcaHus OpTaHU3AIMH IO MeCTy pa3padotku (1 nemno);
[Ipuka3bl 10 OCHOBHOM A€STEILHOCTH (2 nena);

[TonoxeHuss 0 CTPYKTYpPHBIX MOJAPA3NIETICHUAX OpPraHU3aAlUU IO MECTy
paspabotku (1 geno)

ITpoTokoJibl pa3zHoriiacuit 1mo gorosopam (1 gemno)

byxranrepus:

OT4eT 00 UCTIOTHEHUU CMET TOJIOBBIE,

OTt4eT 00 UCTIOTHEHUU CMET KBapTajbHbIe (110 1 nemy);
Cuera-daxkrtypsi (1 geno);

["apanTuitneie nucbma (1 1emo)

Otnen Kagpos:

Tabenu (rpadukn), KypHaybl yueta padodero Bpemenu (11emo);
IIPUKa3bl O pUeMe, TIEPEBOJIC, YBOJIbHCHHUH

- PUKA3bl O ©KETOAHBIX OIIAYUBACMBIX OTITYCKax
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-Ilepenucka o nepeBojie paboTHUKOB (1 1€110)
- KomanaupoBounbie yaoctoBepenus (11em0)

Pacmipenenure 3arojloBKM €1 B COOTBETCTBUM C  TpeOOBaHUSIMHU
odopmuenus HJI
Buecute nannsie B H/I.

CocraBiienrie © oQopMIIeHHE KpaTKOrO ¥ TOJHOTO IPOTOKOJOB C
UCIIOJIb30BaHUEM TeKCTOBOro mpoieccopa Word u3 nakera nporpamm MS Office.

1 BapuanT

CocraButh 1 0GOPMUTH MOJHBIN U KPAaTKUM MPOTOKOJBI OOIIEro coOpaHus
AO “Crpoutens”, Ha KOTOPOM OOCYKIaJICsS BOMPOC O CO3JaHUU IPOU3BOICTBA
CTPOUTEIBHBIX MAaTEPHUAJIOB MJIsi CTPOMTEIbCTBA >KWIbIX JOMOB. Ha coOpanumn
ObLIa 3aciaymaHa MHGOpMALKs PyKOBOAMUTENS O BO3MOKHOCTH CO3JaHHS TAKOTO
1exa u nepcnekTuBax ero padotsl. Ilocie oOcyxeHns ObUIO MPUHATO pPELICHUE
NOPYYUTh PYKOBOJUTENIO U €r0 3aMECTUTENIO [0 CTPOUTEIBCTBY B T€UEHUE 6 Mec.
Pa3BEpHYTh PabOTY M BBIACIUTD JJIs 3THX Henei 20 MiaH. pyosiei

2 BapuaHT

CocrtaButh 1 0OPMUTH MOJHBIA M KPAaTKUW MPOTOKOJBI 00IIEro coOpaHus
akuuoHepoB. Ha coOpaHum ciymanud BBICTYIUIGHME TMIpeJcenaTelis CoBeTa
JUPEKTOPOB 00 yBEJIWYEHUM KaluTana OOIIEeCTBAa, KOTOPBIA IpPEIIoKHII
YBEJIMYUTh YCTaBHOM KamuTal Ha 85 MIH. pyO0. IMyTeM YBEIUYEHHUS
JIOTIOJIHUTEIBHOTO BBIYCKAa aKIMi 0OILIecTBa, B pe3ysibTaTeé 4Yero yCTaBHOU
KanmuTan oobmiecTBa craHeT paBHbIM 950 miH. py6. Ha coOpanuum BbeICTymHI
COTPYJIHHUK OOLIECTBA C MPEAJI0KEHUEM YBEITUUUTh YCTABHON KaIlluTal 00IecTBa U
smuccun akuuid. ITocie oOcy X aeHUs MOCTAaHOBUIIM YBEJIIMYUTh YCTABHOM KamuTall
oOmecTBa Ha 85 MIH.py0.; YTBEpAUTH MPEACTaBICHHBIM COBETOM JHPEKTOPOB
MPOCIIEKT SMHUCCHUH aKIMi.; BHECTU U3MEHEHUS B Y CTaB 00ILIECTBA.

3 BapuaHT

CocrtaButh 1 0()OPMUTH MOJHBIIA U KPAaTKUW MPOTOKOJIBI OOLIEro coOpaHus
akuroHepoB AO. Ha coOpanuu ciyliany BBICTYIUIEHHS TJIABHOTO Oyxrairepa 00
YTBEPKJIEHUH rooBoro OanaHca u npe3ugeHta AO 00 OCHOBHBIX HamlpaBIICHUSX
pazsutusi OAO. Ha coOpaHuu BBICTYNHIA COTPYJIHUKHU, KOTOPHIE TOBOPUIU O
JIOTIOJTHUTEIBHBIX BO3MOKHOCTSIX IMOJIy4eHUs (PUHAHCOBBIX CPENCTB (IO MEPBOMY
BOMPOCY) W OO0 OCHOBHBIX HaNpPaBJICHHUSIX pPa3BUTHUS (TI0O BTOPOMY BOIIPOCY).
[TocraHoBUIM: yTBEpAUTH T'OJOBOW OajaHC W OIpENeIUTh HOBBIC HampaBIICHUS
pa3BUTHS.

4 BapuaHT

CocraButh 1 0HOPMUTH MOJIHBIA U KPATKUM MPOTOKOJIBI OOIIEro coOpaHus
akuuoHepoB. Ha coOpaHuu ciymianud BBICTYIUIGHHE TIpelcenareiss CoBeTa
JUPEKTOPOB 00 yBEIMYEHUM KamuTana oOOIIECTBa, KOTOPBIA MPEAJIONKHII
YBEJIUYUTh YCTAaBHOM KamuTaa Ha 85 MiH. py0. TMyTeM YBEJIUYEHUs
JOTIOJTHUTENBHOTO BBIMMyCKa akUWid OOIlecTBa, B pe3yJbTaTe YEro YCTaBHOU
Kanutan oodimiecTBa craHeT paBHbIM 950 MuH. py6. Ha coOpanuum BbICTynmui
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COTPYAHUK OOLIECTBA C MPEAJIOKEHUEM YBEIIMYUTh YCTaBHOM KaruTaia o0IIecTBa U
smuccun akiuui. [locne oOcyk1eHus: MOCTAHOBWIIM YBETUYUTh YCTaBHOM KamuTam
obmecTBa Ha 85 MIH. py0.; yTBEpAUTh NPEICTaBICHHBI COBETOM JUPEKTOPOB
IPOCIIEKT 3MHUCCUU aKLWM.; BHECTH U3MEHEHUS B Y CTaB 00IIECTBA.

S BapHaHT

CocrtaButh 1 0()OPMHUTH TOJIHBIN M KPATKUA MPOTOKOJIBI OOIIET0 coOpaHus
AO “Crpourenp”’, Ha KOTOPOM OO0CYXJaJICsI BOIPOC O CO3JaHUU MPOU3BOJICTBA
CTPOUTEIBHBIX MaTEPUANIOB MJiIsi CTPOUTEIBCTBA >KHIIBIX JOoMOB. Ha coOpanuu
ObLa 3aciymiaHa MHGOpMAaIMs PYKOBOAMTENS O BO3MOXKHOCTH CO3/aHHS TAKOTO
1exa u nepcrnekTuBax ero padbotsl. [locie oOcyxeHus ObUIO MPUHATO pEIICHHUE
MOPYYUTh PYKOBOJUTENIO U €r0 3aMECTUTENIO 110 CTPOUTENILCTBY B TeueHue 6 Mec.
pa3BepHYTh pabOTy U BBIACIUTD JIJIs ATUX 1ee 20 MiH. pyOsei.

6 BapuaHT

CoctaBuTh U 0POPMUTH MOJIHBIA U KPATKUI MPOTOKOJIBI 00IIETO cOOpaHus
akionepoB AO. Ha coOpanuu ciyiiany BBICTYIUICHUS TJIABHOTO Oyxranrepa 00
YTBEPKJIEHUH rooBoro OanaHca u npesugeHTa AO 00 OCHOBHBIX HAlpPaBJICHHSIX
pazButus AQO. Ha coOpaHuu BBICTYNWIM COTPYIHUKH, KOTOpPbIE€ TOBOPHJIH O
JIOTIOJITHUTEJIHLHBIX BO3MOXHOCTSX IMOJYyUYEeHHUS! (PMHAHCOBBIX CPEACTB (IO MEPBOMY
BOIIPOCY) W OO0 OCHOBHBIX HAIpPaBJICHUSX pa3BUTHUS (110 BTOPOMY BOIIPOCY).
[TocTaHOBMIIM: YTBEPAMTH TOJOBOM OajaHC M OINpPEAEIUTh HOBBIE HAINpPaBICHUS
pa3BUTHSL.

7 BapuaHT

CocraButh 1 0HOPMUTH TOJHBIN M KPaTKUN MPOTOKOJBI OOIIET0 coOpaHus
akuuoHepoB. Ha coOpanuu chymanyd BbICTYIUIGHHE TIpe/CceaaTeNsl COBETa
JTUPEKTOPOB 00 YBEIWYEHUM KamuTaiga oOOIIecTBa, KOTOPBIM MPEAJIONKIIT
YBEIUYUTh YCTaBHOM KamuTaa Ha 85 MiIH. py0. TMyTeM YyBEJIWYCHUSA
JOTIOJTHUTENBHOTO BBIMMyCKa akKUMiA OOIecTBa, B pe3yJbTaTe€ YEro YCTaBHOU
Kanutan ooOimecTBa craHeT paBHbIM 950 MmiuH. py6. Ha coOpanuum BbeICTynHI
COTPYIHMK OOLIECTBA C MPEMJIOKEHUEM YBEIIMUUTh YCTABHOM KanuTaia o0IIecTBa U
smuccun akuui. ITocne oOcyxkaeHUs MOCTAHOBUIIM YBEJIUYUTh YCTABHOM KamuTall
oOmectBa Ha 85 MIH.py0.; YTBEpJIWUTh MPEIACTABICHHBIM COBETOM IUPEKTOPOB
MPOCIIEKT SMUCCHUH aKIMi.; BHECTU U3MEHEHUS B Y CTaB 00IIECTBA.

8 BapuaHT

CocraButh W O(GOPMUTH TOJHBIH W KPATKUH TPOTOKOJ €KErOJHOrO
coOpanus akimonepoB AO “Pean”, Ha KOTOPOM ObUIM PACCMOTPEHBI BOMPOCHI 00
uTorax (pMHAHCOBO-XO3SMCTBeHHOU nesrenbHOcTH AQO 3a 1 kBapranm 2022 rona.
[Tocne oOCyXIeHUS TPUHATO PEIICHUE YTBEPAUTh OaJaHCOBBIM OTYET O
(dbuHaHCOBO-X03sicTBeHHOM NesTenbHOCTH AO 3a 1 kBapTa.

9 BapuaHT

CocrtaButh 1 0OPMUTH MOJIHBIA M KPAaTKUW MPOTOKOJBI OOIIEr0 coOpaHus
AO “Ctpourenp”’, Ha KOTOPOM OO0CYXIaJICSI BOMPOC O CO3JAaHUU MPOW3BOICTBA
CTPOUTEIBHBIX MaTEPUANIOB HJIsi CTPOMTENBCTBA KWIbIX AOoMOB. Ha coOpanum
ObLa 3aciyliaHa MHPOpMalLKs PYKOBOAMUTENS O BO3MOKHOCTH CO3/aHMS TAKOTO
1exa u nepcnektuBax ero padotsl. Ilocie oOcyxaeHus ObUIO MPUHATO pEIIeHHUEe
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MOPYYUTh PYKOBOJUTEIIO U €r0 3aMECTUTEINIO MO0 CTPOUTEIILCTBY B T€UECHHUE 6 MecC.
Pa3BEPHYTh PabOTY U BBIACIUTD JJIs 3THX Henei 20 MiaH. pyo.

10 BapuaHT

CocrtaButh 1 0GOPMHUTH TOJHBIM M KPAaTKUW MPOTOKOJ OOIIET0 COOpaHMs
AO “Crpourenp”’, Ha KOTOPOM 0O0CYKIaJICSI BOIIPOC O CO3JAaHUU IPOM3BOACTBA
CTPOUTEIBHBIX MaTEPHUAJIOB JII CTPOUTENBCTBA JKWIBIX AOMOB. Ha coOpanmm
Oblia 3aciymiaHa MHGOpMAIHs PYKOBOJMTENIS O BO3MOXKHOCTH CO3JIaHHS TaKOTO
1exa 1 MepcreKkTuBax ero pabotsl. Ilocie o6CyxneHuss ObUIO MPUHSATO pelieHue
MOPYYUTh PYKOBOJUTEIIO U €r0 3aMECTUTEIIIO 10 CTPOUTEILCTBY B T€UCHUE 6 MEC.
Pa3BepHyTh pabOTy U BBIACTUTH JJIs ATUX 1Heneit 20 MiH. pyo.
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Ipunoocenue 1
AHHOTAIUA ANCIUITIJINHBI

Jucnnmumaa «YnpaBiaeHHEe NOKYMEHTAlMEW B KOPIIOpPALUW» SBISECTCS
4acThio, (popMUpyeMON y4JaCTHHUKaMH OOpa30BaTEIbHBIX OTHOIICHHWHA Y4eOHOTO
mnaHa mnoarotoBku 38.04.02 MenemkMenT. JucuummimHa —peanuszyercs Ha
dakynpTeTe ynpapieHus kadeapon ynpaBlieHUs.

Illenv  Oucyunnuwsl —  TONTOTOBUTH  BBIMYCKHUKA,  OO0JaJaronIero
TEOPETUYECKUMH U TMPAKTUYECKUMHU 3HAHUSIMA M YMEHHUSIMH, CIIOCOOHOTO
MPUMEHSITH KOMIIETEHIIUU B cpepe yIpaBICHHs TOKYMEHTAIUEH B KOPIIOPALIMH.

3aoauu oucyuniumol:

— O3HAaKOMHUTb  MAaruCTpaHTOB C  MOHATHEM  «IOKYMEHTHUPOBAHHAS
uH(pOopMaIUs» U €€ POJIbIO B YIIPABIICHUU;

— c(opmMHupoBaTH HABBIKM aHAJIM3a HOPMAaTUBHO-TIPABOBBIX U METOIUYECKUX
OCHOB JIOKYMEHTAIIMOHHOTO 00ecTIeueHus YIIpaBiIeHUs KOPIopalei;

— O3HAaKOMUTb C OCHOBHBIMHU JJIEMEHTAMH CHCTEMBI  yIPABIICHHUS
JNOKyMEHTaMU;

— 0o0y4ynTh METOAAM  HCIOJB30BaHUS  YHUPUIIMPOBAHHBIX  CHCTEM
JOKyMEHTAIUU;

— copmupoBaTh HAaBBIKH JOKYMEHTALMOHHOT'O obecrnieueHus
(GYHKIIMOHATIBHBIX C(ep yIpaBIeHUS,

— OCBOUTH TEXHOJIOTMM IIOCTPOEHUS CHCTEMBI U INPOLECCOB YIPABJICHHUS
JNOKyMEHTaMU;

— c(popMHUpPOBATh HABBIKU PA0OTHI C KOHPUACHIIUATBHBIMA JOKYMEHTAMU;

— 00Yy4MTb NPAKTUKE BEJCHUS MEXyHAPOIHOMN MEPEIUCKH.

JlucuuruinHa HampaBjieHa Ha (POPMUPOBAHUE CIEAYIOIINX KOMIIETECHIIHIA:

HNuauxkaropsl
KOMIIeTeHI Ui PesyabTarhl 00y4eHust
(K01 1 HAUMEHOBAHHE)

Komnerenuus
(Ko ¥ HAMMEHOBAHUE)

IMPOPECCHUOHAJIBHBIE KOMIIETEHIIUH

Tun 3amau OpraHu3aIMOHHO-

npod. AeSITeTbHOCTH: yIpaBIeHYeCKHI

ITK-3. Criocoben I1K-3.3. 'otoB JTlonicen 3Hamo'
OCYIIECTBIIATH K OTPEICICHUIO — OCHOBBI yIIPABJICHHS
yIpaBJIeHUE U BHEJIPCHUIO OpraHM3aLKeii;
a}IMI/IVHI/ICTpaTI/IPHOI/I, a}IMI/IVHI/ICTpaTI/IPHOI/I, _ CTPYKTYPY OpFaHI/I3aHI/II/I;
XO3AHCTBEHHOM, XO3SMCTBEHHON, — MepenoBoif OTEUeCTBEHHbIH
}IOKYMGHTBHI/IOHHOI\/JI }IOKYMGHTaHI/IOHHOI:I " MHpOBOﬁ OTIBIT aJIMUHUCT-
1 OpraHH3aLHOHHOM U OpraHu3aIMOHHOM PATHBHOI, XO3HCTREHHOI,
HOI[)]ep)KKOI/I IIOJINTUKHU I[OKyMeHTaLIPIOHHOﬁ
OpraHu3aIu U CTPYKTYPbI OpraHU3aIuU 1 OPFAHM3AIHOHHOR TTOMUIEPHKKH
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Lonowcen ymems:

— KOHTPOJIMPOBATh W OPTraHU30-
BBIBaTh MPOLECCHI yIIPaBICHUS
aAMUHUCTPATUBHOM, XO34MCT-
BEHHOH, JOKYMEHTAIIMOHHOMN

Y OPTaHU3ALMOHHON NOAJIEPIKKOM;
— UCIIOJIB30BaTh METOIUKH
BHEAPECHUS KOPIIOPATUBHBIX HOPM
Y TIpaBUJI YIIPABICHUS aIMUHUCT-
paTUBHOM, XO35CTBEHHOM,
JIOKYMEHTALlMOHHOM ¥ OpraHu3aiu-
OHHOM MOJJEPKKON OpraHu3aIuu

Jlonoicen enadems:
— KOPIOPaTHBHBIMHU IIPOIEAYPAMH
1 IPOTOKOJIOM

ITK-3. Criocoben
OCYIIIECTBJISATh
yIIpaBJICHUE
aIMUHUCTPATUBHOM,
XO31CTBEHHOM,
JIOKYMEHTAallHOHHOM
Y OPTaHU3aLMOHHON
MOAEPKKON
OpraHu3aluu

[1K-3.4. Pa3zpabatbiBaer
U BHEJIPSIET JIOKATbHBIC
HOpPMAaTHBHBIE aKThl

U perjiaMeHTUPYIOIINe
JIOKYMEHTBI

Jlonoicen 3namo:.

— OCHOBBI YIIpaBJICHUS
OpraHu3aIuei;

— CTPYKTYpY OpTraHHU3aIluu;

— MEPEI0BOM OTEUECTBEHHBIN OIBIT
aJIMUHUCTPATUBHOM, X031 CTBEH-
HOM, TOKYMEHTAIlMOHHOHN U
OpraHU3alMOHHON ITOAJIEPKKH;

— 3aKOHOJIATENIbCTBO Poccuiickoi
denepanid ¥ HOPMAaTUBHO-
MPaBOBYIO 0a3y, peryJUpyronme
JESITENILHOCTh B 00J1acTH
aAMUHUCTPATUBHOM, XO341CT-
BEHHOM, JOKYMEHTALIMOHHON

Y OpTaHU3AIMOHHON TOIEPKKU

Lonowcen ymems:

— KOHTPOJIMPOBATh U OPTaHU30-
BBIBAaTh MPOLECCHI YIIPABICHUS
aJIMAHUCTPATUBHOM, XO3SIMCT-
BEHHOM, JOKyMEHTAl[MOHHOU

Y OPTaHU3aLMOHHOMN NOAJIEPIKKOM;
— HCI0Jb30BaTh METOIUKHU
BHEAPEHUS KOPIIOPATUBHBIX HOPM
Y MIPaBWJI YIIPABJICHUS aIMUHUCT-
paTUBHOM, X035 CTBEHHOM,
JIOKYMEHTAlMOHHOW U OpraHu3a-
LHAOHHOM MOJIIEPKKON
OpraHu3aluu;

— pa3pabaThIBaTh U BHEAPSTH
JIOKAJIbHBIE HOPMATHUBHBIEC aKThI

Y PENIAMEHTUPYIOIIUE JOKYMEHTHI

Jlonoicen enadems:

— METOJIUKY pa3pabOTKH U BHE-
PEHHUS JTOKATbHBIX HOPMATUBHBIX
aKTOB;
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— KOPIIOPAaTUBHBIMH MPOLETypaMu
U IPOTOKOJIOM

[To mucummvHEe TPEeayCMOTPEHA MPOMEXKYTOUYHAs aTTecTamus B ¢dopme
3a4deTa ¢ OleHKOH (3 cemecTp) u 3K3ameHa (4 cemecTp).
OOmasi TPyJIOEMKOCTh OCBOSHHS JUCIMIUIMHBI COCTaBseT 4 3aueTHBIC

CAHNHUIIBI.




