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1. IEJIM U 3AJJAYHU OCBOEHUSA JTUCIIUITJIMHBI

1.1. Heabio ocBOeHUS TUCHUIIUHBI SIBJISIETCS: TIOJTyYeHHE 3HAHUM, (POPMUPOBAHUE YMEHUIA
Y BBIPAOOTKA HABBIKOB 10 JOKYMEHTAIIHOHHOMY 00€CIIEYeHUI0 KOPIIOPATHBHOTO
yIpaBIeHUSI.

1.2.3aga4u ocBOeHUS AMCUHUIIINHBI.

- I0Ka3aTh POJIb IOKYMEHTA U JOKYMEHTHUPOBAHHOW MH(OPMALIUY B IPAKTUKE YIIPABICHUS;

- U3YYHTh ITAIbl PA3BUTHUS JOKYMEHTA KaK HOCHTENSI HHPOPMAIIHH;

- U3YYUTH 3aKOHOJATEIbHbIC u HOPMAaTHUBHO-METOANYECKHE JIOKYMEHTHI,
pernamMeHTHpyoIue padboTy ¢ TOKYMEHTAMH OpraHU3aIUy;

- 03HaKOMUTH C MPaBUJIAMH COCTABIICHUS U O(hOPMIIEHUS YIIPABICHYECKUX IOKYMEHTOB;

- U3YYHTH MOPSIIOK PAOOTHI C TUYHBIMU U CITY)KEOHBIMU JOKYMEHTaMU;

- IPUBUTH HABBIKH COCTABIIEHUS U O(DOPMIICHUSI OCHOBHBIX JOKYMEHTOB YIIPaBICHUS;

- U3YYUTh PA0OTY CIIY OBl TOKYMEHTAIIMOHHOTO O0ECIICUEHUS YIIPABIICHHUS;

- O03HAaKOMHUTh C COBPEMEHHBIMH TEXHOJOTHSIMH OpraHu3aluu JOKYMEHTO00OpOTa
OpraHH3alnii;

- copmupoBaTh YMEHHS M BbIpA0OTaTh HABBIKM IO JOKYMEHTAIIHOHHOMY OOECIEYCHHIO
KOPIIOPATUBHOTO YIIPaBJICHUS.

2. MECTO JUCHUILIUHBI B CTPYKTYPE OBPA3OBATEJILHOM ITPOI'PAMMBI

Jucunmnaa  «/{0OKyMEHTAIMOHHOE o0ecreyeHne KOPMOPATHBHOIO YIPABJICHHUS
SIBJISICTCSL 00513aTEIbHON TUCHUIUIMHON BAPUATHBHOM YacTH y4eOHOrO IJIaHa OCHOBHOI ITPOrpaMMbl
MOArOTOBKU MaructpoB 1o HampasieHuio 38.04.02 «MenemxmMeHT», Mpoduis (HapaBI€HHOCTD)
«KopropaTtuBHOe yIpaBICHUEY.

JucunmuinHa 0OasupyeTcs Ha CIACAYIONMX JUCHUIUIMHAX [POTPAMMBI MaruCTpPaTyphl:
«JlenoBble KOMMYHHKAllMd B CHUCTEME KOPIOPaTHBHOTO ympaBieHus», «KoprnoparusHbie
¢dunancey, «KopropaTuBHbie HHPOPMAITHOHHBIE CHCTEMBD).

B pesynbTate OCBOCHHS TUCHUILIMHBI (HOPMUPYIOTCS KOMIETCHIUMH, HEOOXOAWUMBIC IS
U3yYEHHs CIICAYIONINX TUCIUIUIMH U TPOXOKICHUS MPAKTHK: «YTIpaBJIeHHE MOPTQETeM EHHBIX
Oymar kopropauuu», «/CKycCTBEHHBII HHTEIUICKT B KOPIOPATHBHOM YIIPAaBICHHE, OCHOBHBIC
HAMpaBJieHUsT W PUCKH», «VICKYCCTBEHHBIH WHTC/UIEKT B KOPIIOPATHBHOM  YIPABICHUH
nepconanom», «HUP», «Digital skills B pa3ssutun koMmereHIuii COTPYAHUKOB B KOPIIOPALHNY,
«[IpakTKa 10 TOMYYEHHIO TPOPECCHOHANBHBIX YMEHHH H OIBITA B OPraHU3aIMOHHO-
YIPABICHYSCKON ACATEIBHOCTH», a TAaKKe Ui TMOATOTOBKH K TMPOIEAYypE 3alIUThl U 3all[HUTe
BBIIYCKHON KBaJTU(UKALMOHHON PabOTHI.

3. KOMIIETEHIHUU OBYYAIOUIEI'OCS, ®OPMUPYEMBIE B PE3YJIBTATE
OCBOEHMJ JTNUCIUAIIIMHBI

Tabnuna 1- opmupoBaHre KOMIIETEHIUI TUCIUIUIMHAMU (3a04uHasi hopMa o0yueHus)

CemecTtpsbl, OpMUPOBAHUS TUCITUTIITHHBI
HaunmenoBanue K
OMITETEHIINU OepyTcs U3 «YUeOHOro MIaHa M0 HAMPaBICHUIO
JMCUHIUTIH, $OpMUPYIOIIHX MOATOTOBKUA MarucTpa
KOMITETEHIINIO
Koo xomnemenyuu Cnoco0eH OCyIIECTBISATh YIpaBiICHUE aJAMHUHUCTPATHUBHOM,
11K-3 XO3SMCTBEHHOW, JOKYMEHTALIMOHHOM M OPraHU3alMOHHOU
MOJJEPKKON OpraHu3aIiu.
b1.B.O/1.4 JlokymMeHTallUOHHOE *
o0ecrnieueHrne KOpInopaTuBHOTO




HaunmeHnoBanue
JTUCIUTIINH, (OPMHUPYIOIITUX
KOMIICTCHITHIO
COBMECTHO

Cemectpsl, pOPMUPOBAHUS TUCIUIIIMHBI
Kommnerenmyu 6epyrcst u3 «Y4eOHOTO IJI1aHa 10 HAIpaBJICHUIO
MIOATOTOBKH MarucTpa»

1 2 3 4 5

yIIpaBJICHUS

b1.B.O/JI.8 JenoBbie
KOMMYHHUKAIlM B CHCTEME
KOpHOpPAaTUBHOI'O YIIpaBJICHUS

b1.B.O1.9 KopmnopaTtuBHbie
(buHAHCHI

b1.B.OA.11 Bnyrpennuit
KOHTPOJIb U ayJIUT B KOPIIOPALIUU

b1.B.OJI.12 VYmpasnenue
noprdesneM IeHHbIX Oymar
KOPIOpaIuu

b1.B./IB.1.1 HckyccTBeHHBIH
UHTEJJIEKT B KOPIIOPATUBHOM
yIpaBJIeHUE, OCHOBHbIE
HaIpaBJICHUS] U PUCKU

b1.B./IB.1.2 HckyccTBeHHBIH
MHTEJJIEKT B KOPIIOPATHUBHOM
YIIPaBIEHUH NIEPCOHATIOM

b1.B./IB.2.1 Digital Skills B
Pa3BUTHHN KOMIIETEHIIAN
COTPYIHHUKOB KOPIOPALIMU

b1.B.JIB.2.2 MeHTOpUHT U
koyuuHr B pazsutuu Soft Skills
COTPYJHHUKOB KOPIIOpALUU

Bb2.11.1 IIpakTHka 1o NOJy4EHUIO
poeCCUOHAIBHBIX YMEHHH U
OIbITa B OPraHU3aIlMOHHO-
YIPABJICHUYECKON NEATEIbHOCTH

b2.11.2 HayuHo-
uccaeaoBarenbekas pabora

Bb3./1.1 IToaroroBka K mpouenype
3alIUTHI U 3alIUTa BBITYCKHON
KBAJIM(UKAIIMOHHON pabOThI




4. HNEPEYEHb IINTAHUPYEMBIX PE3VJIIBTATOB OBYYEHUA 110 JUCHUIIVIMHE, COOTHECEHHBIX C
INTAHUPYEMbBIMMU PE3YJIbTATAMHN OCBOEHMA OIl

Tabmuna 2- [lepedeHp MIaHUPYEMBIX PE3YJIBTATOB O0YUYEHUS 110 AUCIHUILTUHE, COOTHECEHHBIX C IJIAHUPYEMBIMU Pe3yIbTaTaMU OCBOCHUS

Koa n
HAaUMEHOBaHHeE
KOMIIeTeHIINH

Koa n
HAaNMEeHOBaHHUE
HHIUKATOpA
JOCTHKEHH S
KOMIIETEHIIMH

IInanupyemsle pe3yJbTaThl 00yUeHHs 110 JHCHHUIIJIMHE

OueHo4YHbIE CPEACTBA

Texyuero
KOHTPOJIA

TIK-3. Criocoben
OCYIIECTBIIATh YIIPABICHHE
aJIMUHUCTPATHBHOM,
XO3sICTBEHHOIA,
JIOKYMEHTAITMOHHON 1
OpraHU3alMOHHON
TIOAJEPKKOH OpraHnu3aIHu

NIIK-3.3. T'oToB K
OIIpENIeNICHHIO U
BHEJIPEHHUIO
aJIMUHUCTPATHBHOM,
XO3sICTBEHHOIA,
JIOKYMEHTAIlMOHHOH 1
OpraHM3aIMOHHOMN
TIOJIUTUKY ¥ CTPYKTYPHI
OpTaHM3aIMu

WIIK-3.4.
PazpabarsiBaeT u
BHE/IPSICT JIOKAJIBHBIC
HOPMAaTHBHBIE aKThI U
periaMeHTHpyoLIne
JIOKYMEHTBI

3HaTh: YMers: Brnaners:

- OCHOBBI  YIpaBJeHUS | - KOHTPOJIMPOBATH u| - KOPIIOPATHBHBIMH
opraHuzanueii; OpraHU30BbIBATH MIPOLIECCHI | IMPOLEAYPAMH U IIPOTOKOIOM
- CTPYKTYpY OpTaHM3allM{; | YIpaBJICHUS aJMHHUCTPATHBHOM, | - METOIMKOW pa3pabOTKH u
- TepesIoBOi | XO3HCTBEHHOM, BHEJIPEHUS JIOKaJIbHBIX
OTEYECTBEHHBII U | JOKyMEHTAllMOHHOH U | HOPMAaTUBHBIX aKTOB;
MHPOBOH OMBIT | OpPraHMU3aLMOHHOHN MOAJEPIKKOMN; - KOPIOPAaTHBHBIMU
aJIMUHUCTPATHBHOM, - HCIIOJIH30BaTh METOJMKU | MPOLEAYPAMH U IIPOTOKOJIOM.
XO3sICTBEHHOIA, BHEJPEHUS KOPITOPaTHUBHBIX

JIOKyMEHTallMOHHOI U | HOPpM M MpaBUI  yNpPaBIEHHUS

OpraHM3alMOHHOMN aJIMUHHUCTPATHBHOH,

MOJUICPIKKH; XO3SIMCTBEHHOM,

- 3aKOHOJATENILCTBO | JIOKYMEHTAIllMOHHOMH "

Poccuiickoii @enepanyn 1 | OpraHU3alMOHHON  MOIAEPKKOM

HOPMAaTHBHO-TIPAaBOBYIO OpraHU3aLHH;

6azy, perynupylomue | - paspadaTelBaTh W BHEIPSTH

IEATENBHOCTE B OOJIACTH | JIOKaJbHBIE HOPMATHBHEIE aKTBI 1

aJIMUHUCTPATHBHOM, pernaMeHTHPYIOLIHE TOKYMEHTBI.

XO3SICTBEHHOH,

JIOKyMEHTaIlMOHHO u

OpraHu3aIMOHHOMN

TIOJIJICPIKKH.

Jluckyccun 1o Temam,
TECTHl M CUTYaI[IOHHbBIE
3a7a4M 110 TeMaM Kypca

IIpomeskyTO4YHO
1|
aTTrecTaluu
Bompocel s yCTHOTO
cobeceoBaHus:  OMIIETHI

(12 6useros)
HToroBstii TecT @
BOIIPOCOB)




7.006 «KoprniopaTuBHBIN CEKpETaph»

J1/02.7 ObGecnieueHrie KOHTPOJIS ¥ Pa3BUTHUS MPAKTUKH KOPIIOPATUBHOTO YIPABJICHUS B JJOUSPHHUX 0OIIeCTBaX

- OLICHUBATh YPOBEHb U 3()(HEKTUBHOCTH KOPIIOPATUBHOTO YIpaBICHHs B X03s1iicTBeHHBIX oOmecTBax (UI1K-3.4, UI1K-3.3).
TpynoBele ymeHus:

- TOJTOTABJIMBATh AHAJIHTHUYECKUE 3AIMCKU, MPOCKTHl BHYTPEHHHUX JOKYMEHTOB OpPraHW3allvH, JOKIaIbl U MPE3CHTAIMU MO BOMPOCAM PAa3BUTHS MPAKTUKU
KOPIOPATUBHOTO YIPABJICHHS B TOYEPHUX XO3sMCTBEHHBIX oOmecTBax (MITK-3.4)




5. CTPYKTYPA U COAEPKAHUE JUCIIUITJIMHBbI

5.1 PacnipenesieHue TPYA0EMKOCTH JUCIUILIMHBI 10 BUIaM PadoT Mo ceMecTpam

OOmast TpynoéMKOCTh TUCHMIUIMHBI cocTaBiser 3 3au.en. 108 wacoB, pacmpenenenue

qacCoB I10 BUJaM pa60T ceMECTpaM NIpEACTABIICHO B Ta6J'II/IH€ 3.

Tabmuua 3

Pacnpeneﬂeﬂne prHOéMKOCTI/I JAUCHHUIIIMHBI ITIO BUJIaM paGOT Imo cemecrpam

Bup yuyeOHoii padoTbl

TpyaoémkocTs B yac

Bcero
qac.

B T1.4. mo cemecTpam

3 cem

(I)OpMaT HU3YyYCHUA TUCHUIIINHBI

C UCITIOJIb30BAHHUEM 3JICMCHTOB
QJICKTPOHHOI'O 06yquH51

OO0mast Tpy10éMKOCTb IUCIUILIMHBI 10 Y4€OHOMY IUIaHY 108/3 108/3
1. KonrakTHas pabora: 20 20
1.1. AyauTtopHasi paboTa, B TOM YHUCJI€: 16 16
3aHATHUS JIeKuonHoro tuma (JI) 8 8
3aHsaTHs ceMuHapckoro tuna (I13-cemunapsl, IpakT. 3aHATHS U AP) 8 8
1.2. BHeayauTopHasi, B TOM YHcJe 4 4
kypcoBas padota (nmpoekt) (KP/KII) (koHcynbTanus, 3amura)

TEKYIUI KOHTPOJIb, KOHCYJIbTALMU IO TUCHUIUIMHE 4 4
KOHTaKTHas paboTa Ha npomekyTouHoM KoHTpose (KPA)

2. CamocTrosiTesabHas padora (CPC) 84 84
pedepat/scce (MOroTOBKA)

pacuérHo-rpapuyeckas padora (PI'P) (moaroroska)

KOHTpOJIbHas paboTa

kypcoBas pabota/mpoext (KP/KIT) (monroroska)

CaMOCTOSITENIbHOE U3yuyeHHe  PpasJelioB, CaMOIOJrOTOBKa

(mpopaboTka W TIOBTOPEHHE JICKIIMOHHOTO MaTepuaia U MaTepuana 84 84
y4eOHUKOB M y4eOHBIX MOCOOM, MOATrOTOBKA K JTAOOPAaTOPHBIM U

MPAKTHYECKUM 3aHSATHSIM, KOJUIOKBHYM U T.1I.)

ITonroToBka K 3a4ety (KOHTPOJIb) 4 4




5.2 Copepxanue TMCUMILIMHBI, CTPYKTYPHMPOBAHHOE 110 TEMaM

Tabnuua 4 - CopeprkaHue TUCHMIUIMHBL, CTPYKTYPUPOBAHHOE IO TEMaM

[Tnanupyemsl
e
(KOHTpOIUPY
eMble)
pe3yJIbTaThl
OCBOCHUSL:

HaumenoBanue pasznenos, Tem

Busst yueOHoOIt
paboTsI (Jac)

KonrakTHas

pabora

Jlekrn

3aHsTHA

JTaGopaTtopHbie
paboTsl
IIpakTuyeckue

CamocTosiTenbHas
[paboTa cTyIeHTOB (Jac)

Bug CPC

HanmeHoBaHHE HCIOIB3yeMBIX
AKTUBHBIX U MHTEPAKTUBHBIX
00pa3oBaTeIbHBIX TEXHOJIOTUI

Peanusanus B
paMKax
IpakTuyeckoit
MO/ITOTOBKH
(TpyLOEMKOCTD B
yacax)

HaumenoBanue
pa3paboTaHHOTO
DJIeKTPOHHOTO
Kypca
(TpYLOEMKOCTD B
4acax)

2 cemectp

IK-3
WIIK-3.3
UIIK-3.4

Tema 1. CymHOCTb JOKYMEHTALUOHHOIO 00ecneyeHns
ynpasienus. Opranu3anusi 10KyMeHT0000poTa B
KOpPHOpaIHsX.

CymHocTh " CTpPYKTypa JTOKyMEHTalHOHHOT'O
obecrieyeHus! ympaBieHHs, OpraHusanus padoTsl C
JIOKyMEHTaMH. OcobenHoct JIOKyMEHTAIMOHHOTO
obecrieyeHyss yIpaBieHHs B Kopropamusx. JlokymeHT
KaK OOBEKT PEryJIMpoOBaHUs, €ro CBOWCTBA M MPH3HAKU.
QOyHKIMH U BHIOBI JIOKYMEHTOB, HX KIacCHbHUKAIWS,
CBSI3b C COIEp)KaHWEM YNpaBIeHUs. YHH(HKAUUS H
CTaHAAPTH3ALHS YIPaBIEHYECKHX JIOKYMEHTOB.
IlpuHnMnbel  opraHu3auuM  JAOKyMeHTooOopora. U
OpraHu3alysi  JOKyMCHTOIIOTOKOB B  KOPIOpPALUsX.
OCHOBHBIE 3Tambl € JOKYMEHTAMH U TOPSJOOK HX
NOCTWKEHHS B KOPHOpAIMSAX W HMX CTPYKTYPHBIX
HO/Ipa3/IeNeHHsX.

'
N

TloaroToBKa K JIEKLIUSIM
[7.1.1.-7.1.3,7.2.1-7.2.3]
CamocTosiTenbHas
pabora.

IIpesenranyu. Jlekuu -aucKyccuu.
Tecr.

Tema 2. HopmaTuBHAsi NpaBoBasi U MeTOAMYeCKast
O0CHOBA IOKYMEHTAIIHOHHOTO ofecneyeHust
YHpaBJeHHs] B KOPIOpalusX.

OOmue TpeOoBaHUS TOCYIAPCTBEHHBIX CTaHIAPTOB K
COCTaBIICHHIO M O(OPMIICHHIO TOKYMEHTOB. TpeGoBaHHs
K COCTaBy, PACIOJIOKEHHIO U O(QOPMIICHHIO PEKBU3UTOB
YIPaBICHYECKUX JOKYMEHTOB. TpeOOBaHMS IpaBHI
JIeJIONPOU3BOJICTBA B (benepanbHBIX opraHax
UCTIOJTHUTETIBHOW BIAacTH W OpaBWil  O(GOpMIICHUS
PEKBHU3UTOB JIOKyMEHTOB, YCTaHOBIICHHBIX
METOIMYECKHMH  PEKOMEHJAUMsIMH 1O  pa3paboTke
MHCTPYKUHUI 10 JEJONPOU3BOACTBY B  (eaepalbHbIX

28

IToaroToBKa K IEKIUIM
[[71.2. - 714, 7.21-
7.2.3]
CamocTosiTenbHas
paboTa. AHanuTHYECKast
pabora

IIpesenranuu. JJuckyccust.
Keiic




[Tnanupyemsl
e
(KOHTpOIUPY
eMbIe)
Ppe3yIbTaThl
OCBOCHUSL:

HaumenoBanue pasznenos, Tem

Busst yueOHoOIt
paboTsI (Jac)

KonrtaktHas

pabota

Jlekru

3aHsTHA

JTaGopaTtopHbie
padoTsI
IIpakTrueckue

CamocrosTenbHas
[paboTa cTyIeHTOB (Jac)

Buyg CPC

HanmeHoBaHHEe HCIOIB3yeMBIX
AKTUBHBIX U1 MHTEPAKTUBHBIX
00pa3oBaTeIbHbIX TEXHOJIOTUH

Peanusanus B
pamkax
IpakTuyeckoit
MOJITOTOBKH
(TpymOeMKOCTb B
Jacax)

HanmenoBanue
pa3paboTaHHOrO
DNeKTPOHHOTO
Kypca
(TpyZOEeMKOCTb B
qJacax)

OpraHax MHCIIOJHHUTEIBHOH BIacTH, K O(OPMICHHIO
JOKYMEHTOB, pa3pabaThIBa€MbIX B TIOCYAapCTBEHHBIX
KOPIIOpaIusX.

Tema 3. TpeboBaHus K TekcTy. SI3bIK M CTHIB
YHpPaBJIeHYeCKOro NOKYMeHTAa.

OCOOEHHOCTH ~ fI3bIKAa  YIPABJICHYECKOrO  JIOKyMEHTA.
TpeboBanusi Kk TeKCTy JHOKyMeHTa. CTpyKTypHU3aus
TEKCTOB YIPaBIEHUECKHX JIOKYMEHTOB. Bunst
YHU(DUIHUPOBAHHBIX TEKCTOB, OCOOCHHOCTH O(GOPMIICHUS
TpadapeTHOro TEeKCTa, aHKETHl U TaOIMIBL SI3BIKOBast
CTaHJAapTH3alUs U SI3BIKOBbIE TPeOOBaHUS K PEKBH3UTAM
U TEKCTY JOKYMEHTOB.

OCHOBHBIE ~ METOABI M TIPOLEAYPHl  IPOBEICHHS
BHYTpeHHero ayauta. HaumOonee kpuTuuHble OuU3HEC-
Oporecchl B YacTW BIHAHMS HAa  JOCTOBEPHOCTH
(MHAHCOBOH  OTYETHOCTH W €€  COOTBETCTBHE
3aKOHO/IaTeNIbCTBY PO.

28

TToaroToBKa K JIEKIUAM
[[7.1.2. - 714, 7.21-
7.2.3]
CamocTosiTenpHas
pabora. Pewenune
JIOMAaIllHUX ~3aJaHuid U
KeHcoB. AHaMTHYECKas
pabora

Jlekuuu-aucKyCcCHH.
Amnanurnyeckue 3aganus. Keiic

3auer

HUTOI'O 3A CEMECTP

84

UTOI'O no gucuuminye

84
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6. TEKYIIIU KOHTPOJIb YCIIEBAEMOCTH U TIPOMEXYTOYHAS
ATTECTALNMUA ITO U'TOI'AM OCBOEHUSA JUCHUIIVIMHBI.

6.1. Onncanne moka3arejeii 1 KpUTEPHEB KOHTPOJISI yCIIEBAeMOCTH, ONMHCAHUE TIKAJ
OlleHNBAHUS

HJ’I?I OLICHKH 3HaHPII>i, YMeHHﬁ, HAaBBIKOB U (bOpMI/IpOBaHI/ISI KOMIICTCHIIMHU I10 JUCHUIIIIMHE, a
TAaKXC JIs1 OLICHKH KOHTpOJIBHOfI pa60TbI, MPUMCHACTCA TPAAUIUOHHAA CUCTCMAa KOHTPOJA U
OLICHKHU YCIIEBACMOCTHU CTYACHTOB: «3aUYTCHO», «HC3aUTCHO».
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Taouuna S - Kpurepun oueHuBaHus pe3yjbTaTa 00y4eHus 10 JUCHUILIMHE (KOHTPOJIbHOM padoTe) U IIKAJIA OLleHUBAHUS

Kon u | Kon U HAUMEHOBAHH KpuTepun oneHnBaHus pe3yibTaTOB 00y4eHHS
HAMMEHOBAHHE | HHIHKATOpa  JOCTH:KEeHH OreHKa OleHKa
KOMIETCHIIMH KOMIETCHIIMH «HE32YTEHO» «324TEHO»
IK-3. Cnocoben | UIIK-3.3. TotoB k ompemeneHuio u | M3moxenne — ydebHoro  marepuana | dparmMeHTapHble, OBEPXHOCTHbIC | 3HAaeT Marepuai Ha nocTaTtouHo | Vimeer riyOokue 3HaHHS — BCero
OCYIIECTBIATh BHEJPECHHIO aJIMUHHCTPATUBHOH, | OeccHCcTeMHOE, HENOIHOe, HE OCBOCHBI | 3HAHUS JISKIHMOHHOTO Kypca; XOpOoIIeM YPOBHE. VYMeer | marepuana CTpyKTYpBl JUCHUILIAHEL
yIpaBIICHHE XO3SICTBCHHOI1, JOKyMEHTALIMOHHOW U | 0a30Bble  TEPMHUHBl M  IPUHLMUIBI | H3JIOKEHHUE MOJIYUYCHHBIX HCHOJIb30BaTh METOJMKH | OCBOMII HOBALIMH JICKLIMOHHOTO
aIMUHICTPaTHBHOH, OpraHM3alMOHHON HOJIMTUKH olpeeIeHuUs u BHE/IPCHMS | 3HAHMH HENOJHOE, OJAHAKO 3TO HE | BHEAPCHMS KOPIOPATHUBHBIX HOPM | Kypca I10 CPaBHEHHIO C
XO3SIHCTBEHHOH, CTPYKTYpPBI OpraHU3alUH JOKYMEHTAllOHHOH  TOJNHMTHKA M | IPersTCTBYET YCBOGHHUIO | U TIpaBHII yIpaBieHHsl | y4eOHOH JIuTepaTypoid;
JIOKyMEHTallMOHHOH U CTPYKTYpBI B OpraHHU3aInH, MOCTIEAYIOIIEr0 aJIMHHHCTPATUBHOM, W3JI0KEHUE TIONy4YEeHHBIX  3HAHUH
OpraHN3aLMOHHON HEMNOHHMMAaHHE HX HCIONB30BAaHUS B | MaTepHalia; JOMYyCKAITCs XO03sICTBEHHOM, TI0JIHOE, CHCTEMHOE;
TOJUIEPIKKOI npoecCHOHaTEHOM 00J1acTH; | OTHENbHBIEC CYLIECTBCHHEIE JIOKyMEHTaIllHOHHOMH U | IOMyCKAaroTCS eIVHHYHBIC ONINOKH,
OpraHu3aIuu HEYMEHHe JieNlaTh 0000IeH s, BBIBOJbI, | OIIMOKH, HCIIPaBIEHHBIE C OpraHM3allMOHHOH  HOJANEP)KOH | CaMOCTOSATENHHO
4TO HPEISATCTBYET YCBOCHHUIO | TIOMOLIBIO IIPENOAABaTEIIs; OpraHU3aLUH. 3HaeT | ucmpasisieMble IPU coOeceIOBaHHUU.
MOCIIEYIOIIETr0 3aTpyJHEHHUS IpH GOPMYIHPOBAHUH | 3aKOHOJATEIBCTBO PO n | CBoOOZHO oOIepHpyeT 3HAHUAMH O
MartepHaa Pe3yJIbTAaTOB U HX PELICHUH HOPMAaTHBHO-IIPaBOBYIO 0a3y, | NOKyMEHTaMOHHOM  0OECIeueHIH
PEryNHUpPYIOLIYI0 AESTEIbHOCTh B | KOPIIOPATHBHOTO YIIPABICHUS.
obmactn aJIMHHHACTPATHBHO,
XO3SICTBEHHOH!,
JIOKYMEHTAIHOHHOM "
OpraHHU3alMOHHON HOJIePIKKH.
WIIK-3.4. Pa3pabateiBaeT u BHeapsier | M3moxenme — yyeOHoro — marepuana | dparMeHTapHble, NOBEpXHOCTHBbIE | 3HaeT MaTepuays Ha JoctaTouyHo | Vmeer rimyOokue 3HaHUS  BCEro

JIOKaJIbHbIE HOPMATUBHBIC AaKThI
perIaMEHTUPYOLINE JOKYMEHTBI

GeccucTeMHOE, HEMONHOE, HEe OCBOCHBI
0a30Bble  TEPMHUHBI M  HPHHIUIIEI
pa3paboTKl U BHEIPEHHS JOKATbHBIX
HOPMATHBHBIX aKTOB,

HEMOHHMaHWe UX HCIOJIB30BaHUSI B

npodecCHOHANBHO obnacry;
HEYMEHHe JenaTh 0000IEeHNs, BEIBOIbI,
410 MPESTCTBYET YCBOCHHUIO
MOCIIEAYIOMIETO

Marepuana

3HaHUS JIEKIIMOHHOTO Kypca;
U3JI0’KEHUE TIOJTyYEHHBIX

3HAHUN HEIOJHOE, OJHAKO 3TO HE
MPESITCTBYET YCBOCHHIO
MOCJIEIYIOLIEr0

Marepuana; A0MmyCKalTcs
OT/ENbHBIE CYIIECTBEHHBIE

OLINOKY, HCTIPABJICHHBIE C
MTOMOIIIBIO TPETIOIaBaTENs;
3aTpyIHEHHs npu GopMyITHpPOBaHUN
Pe3yJIbTaTOB U UX pEeLIeHUH

XOpoIemM Ymeer
HCIIONB30BaTh METOJUKH
BHEJIPEHHSI KOPIIOPATUBHBIX HOPM

YPOBHe.

u TIPaBHIT yIpaBiIeHHs.
aJIMUHUCTPATHBHOM,
XO3SMCTBEHHOM,
JIOKYMEHTAI[HOHHOM "
OpraHH3allMOHHON  MOAJEPKKON
OpraHu3aIiH. VYmMmeer

pa3pabaTbiBaTh UM BHEAPATH
JIOKaJIbHbIE HOPMATUBHBIE aKThl U
perIaMEHTUPYIOLINE JOKYMEHTBI.

MartepHana CTPyKTYpbl JHCIHUILIHHEI;
OCBOFJI HOBAIMH JIEKIIHOHHOT'O
Kypca 110 CPaBHEHHIO C
yueOHOM TUTEepaTypoii;
W3JIOKEHUE  IOITyIEeHHBIX
TI0JIHOE, CHCTEMHOE;
JIOTYCKAIOTCSl €IMHUYHBIC OIIHOKH,
CaMOCTOATEIIbHO

HCIIpaBIsIEMbIE TIPU cOOECEIOBaHHUN.
CBOOOZHO oOmepUpyeT 3HAHUAMH O

3HAHUI

JOKYMEHTalMOHHOM  00eCIIeueHNH
KOPITOPATHBHOTO YIpaBIIEHUSL.
Moxer CaMOCTOSITEIbHO
pa3spabatbIBaTh " BHEJIPATH

JIOKQJIbHBIE HOPMATHBHBIE aKThl M
pErIaMeHTHPYIOMHUE JOKYMEHTEL
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Tabanna 6 — Kpurepuu onennBanus
Onenka Kpurepun onenuBanus
3aCIy)KUBAET CTYIEHT, OCBOMBIIWN 3HAHWS, YMEHHUS, KOMIIETCHLUUU U
3auyTeHo (BBICOKUH | TEOPETHUYECKHI MaTrepuan 0e3 MmpoOesoB; BBHIMOJHUBIINN BCE 3a/1aHUS,
YPOBEHB) IPEJYyCMOTPEHHbIE YUYEOHBIM IIJJAHOM Ha BBICOKOM KaueCTBEHHOM
YPOBHE; TIPAKTUYECKHE HABBIKM NPOPECCHOHATIBHOTO IMPUMEHEHHS
OCBOCHHBIX 3HAaHUH C(hOPMHUPOBAHBI.

3auTeHo 3aCIy’)KUBAET CTYACHT, MPAKTUYECKU IOJHOCTHIO OCBOMBIIWN 3HAHWUS,
(cpennuit YMEHHMsI, KOMIIETCHIIMH U TEOPETHUYECKUN MaTepuall, yueOHble 3a/aHus
YPOBCHB) HE OILICHEHbl MAaKCHUMaJbHBIM 4YHUCJIOM OajioB, B OCHOBHOM

c(hopMUpPOBaJl NPAKTHYECKHE HABBIKU.
3aCIy)KUBAET CTYJEHT, YaCTMYHO C MpoOeIaMHh OCBOWBIINI 3HAHUS,

(Hi;ziiizm YMEHHSI, KOMIETEHIINA M TEOPETHYECKUH MaTepHaji, MHOTHE ydeOHbIC
yPOBEHD) 3agaHusl JuM00 HE BBINOJHWI, JUOO OHU OIICHEHBI YHCIOM OaJlioB
OMM3KMM K MHHUMAJIbHOMY, HEKOTOpBIC NPAKTHYECKHE HaBBIKM HE
c(OpMHPOBAHBI.
3aCITy)KMBAeT CTYJCHT, HE OCBOMBLINI 3HAHUS, YMECHUS, KOMIIETCHIIUHU U
Hesaureno TEOPETHYECKHI ~ MaTepual, yd4eOHble 3adaHusl HE  BBINOJHHII,

MIPAKTUYECKHUE HABBIKU HE CPOPMUPOBAHBI.

7. YYEBHO-METOANYECKOE OBECIHHEYHEHUE JUCHUIIJIMHbI
7.1 YueOHnasi tuteparypa

7.1.1. AnekceeBa, T. B. JlokymeHTannoHHOe obecrieueHue ynpaBieHus : yuyeOHUK / AjekceeBa
T. B., CrpaxoB O. A. - Mocksa : Yausepcuret "Cuneprus”, 2020. - 132 c. - ISBN 978-5-
4257-0402-3. - Tekcr : anexrponHsldt // OBC "Koncynprant crynenra" : [caiit]. - URL :
https://www.studentlibrary.ru/book/ISBN9785425704023.html

7.1.2. Imutpuena, JI. U. JlokyMeHTallMOHHOE OOecreueHue YIpaBIeHUECKOW NeATeNbHOCTH :
yaebnoe nocodue / JI. . JImutpuena, 1. B. Py3aesa. - HoBocubupck : HI'TY, 2019. - 100 c. -
ISBN 978-5-7782-4029-2. - Tekcr : anextponHblil // ObC "KoHncynpTaHnT cTynenrta” : [caifr]. -
URL : https://www.studentlibrary.ru/book/ISBN9785778240292.html

7.1.3. BemxkypoBa, A. b. JlokymMeHTallMOHHOE oOecrieueHre ynpaBieHus : yueOHoe rmocodue s
CTYIEHTOB cpeaHero mnpodeccuoHanbHoro obpazoBanus / A. b. BemkypoBa. - Mocksa ;
bepnun : Tupexr-Menua, 2020. - 169 c. - ISBN 978-5-4499-0436-2. - Tekcr : 21eKTpOHHBIH //
9bC "KoHcynpTaHT CTyneHTa" : [calT]. - URL
https://www.studentlibrary.ru/book/ISBN9785449904362.html

7.1.4. Kynses H.H. KonduaenumansHoe IenoNnpou3BOACTBO M 3alUINEHHBIA 3JIEKTPOHHBIN
nokymenroobopot : yueouuk / H.H. Kynsies. — U3a. «Jlorocy, 2020. — 500 c¢. — Texkcr :
AIIEKTPOHHBIH // Jlanb : 3JIEKTPOHHO-OMOIHOTEYHAS cucTtema. — URL:
https://e.lanbook.com/book/163041

7.2. CipaBo4uHo-OnOanorpadguyeckas Jureparypa.
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7.2.1 I'pubkoB JI.H, TexHonoruu 3;1eKTpOHHOTO JOKYMEHTO0O0poTa. yueobnoe mocodbue / [I.H.

I'pubxoBa — OprIOBCKHiT TOCYIapCTBEHHBIH HHCTUTYT KyabTypbl, 2021, — 105 ¢.— TekcrT :

ANEeKTPOHHBIH // JIaHb : aeKTpoHHO-OnOIMoTeuHas cuctema. — URL:
https://e.lanbook.com/book/261932

7.2.2 YepnoOaii, H. b. Jlenonpon3BoacTBO B KOMMEPUYECKOU JIEATEIBHOCTH : yaeOHOe mocodue /

H. B. Yepno6aii. - CtaBponons : CEKBOISI, 2020. - 71 c. - Tekcrt : anexrponusiii // DbC
"KoncynpranTt cryznenra” : [caift]. - URL :
https://www.studentlibrary.ru/book/StGAU202205-33.html

7.2.3 Kypnan «Jlenonponu3BoACTBO U JOKYMEHTOOO0OPOT Ha MpeaAnpusTun» CauT:

https://delo-press.ru

7.3. Mertoauyeckue YKa3aHUfl, PEKOMEHIAUMM W JpPyrue MaTepuaJibl
3aHATHAM

Metoanueckiue pEeKOMEHIAaluu, pa3paboTaHHBIE NpenojaBaTeleM [0 JUCHUTUIMHE
«BHYTpeHHMI1 KOHTPOJIb U ayJIUT B KOPIIOPALIMH

MeTtoanyeckie peKOMEHAANH 110 OpTraHu3aluy ayAuTOpHOW padoThl. [IpuHsATH YuebHo-
meroandeckuM cosetoM HI'TY um. P.E. AnekceeBa, mporokon Ne 2 ot 22 anpens 2013 r.
DNEeKTPOHHBIN azpec:
https://www.nntu.ru/frontend/web/ngtu/files/org_structura/upravleniya/umu/docs/metod_do
cs_ngtu/metod_rekom_auditorii.PDF

Meroanueckue pEeKOMEHJALMM [0 OpPraHu3aludyd U IUIAHUPOBAHUIO CaMOCTOSITEIIbHOU
paboThl CTYyIeHTOB 10 auctuiuinHe. [IpuasaTer YuebHo-metoauyeckum coetoM HI'TY um.
P.E. AnekceeBa, mnpotokon Ne 2 or 22 anpens 2013 r. DIEKTpOHHBIA ajapec:
https://www.nntu.ru/frontend/web/ngtu/files/org_structura/upravleniya/umu/docs/metod_do
cs_ngtu/metod_rekom_srs.PDF

YyeOHoe mnocobue «lIpoBeneHue 3aHATUH C NPUMEHEHHMEM HHTEPAKTUBHBIX (GOpM U
MeToioB 0o0yueHusi», Epmaxosa T.M., WBamxkun E.I'., 2013 r. DnexTpoHHbIH ajapec:
https://www.nntu.ru/frontend/web/ngtu/files/org_structura/upravleniya/umu/docs/metod_do
cs_ngtu/provedenie-zanyatij-s-primeneniem-interakt.pdf

VYuebHoe nocobue «Opranuzanus ayIMTOPHOU pabOThl B 00pa30BaTEIbHBIX OpPTraHU3aIUIX
BBICILIETO o0pa3oBaHUs», HWBamkun E.I'., Kykosa JLII., 2014 1.
DekTpoHHBIH aapec: https://www.nntu.ru/frontend/web/ngtu/files/org_structura/upravleni
ya/umu/docs/metod_docs_ngtu/organizaciya-auditornoj-raboty.pdf

8. ”H®OPMAIIMOHHOE OBECHEYEHUE JUCIUIIJIMHBI

VY4eOHbIN mpolecc Mo AUCHUILIMHE oOecrieueH HEOOXOIUMBIM KOMILJIEKTOM JIMIEH3MOHHOTO U
CBOOOZHO pacIpoCTPaHsAEMOro MPOTPaMMHOTO O0ECHedYeHns, B TOM YHCJIE€ OTEYEeCTBEHHOTO
IPOM3BOJICTBA (COCTAaB MO AUCHUILINHE orpeseneH B Hactosmeil PII/] u momiexxuT oOHOBICHHIO
IIpU HEOOXOIUMOCTH).

8.1 Ilepevyenb HHGPOPMANMOHHBIX CIIPABOYHBIX CHCTEM

Ta6muma 7. IlepedeHpb 37EeKTPOHHBIX OMOINOTEUYHBIX CHCTEM

K

No HaumenoBanue I65C Ccbuika k 9bC

1 KoHCynbTaHT cTyeHTa http://www.studentlibrary.ru/
2 Jlanp https://e.lanbook.com/

3 E-LIBRARY.ru http://elibrary.ru/defaultx.asp
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8.2 IlepeyeHs JTUIEH3MOHHOTO ¥ CBOOOHO PACTIPOCTPAHSIEMOro MPOrPaAMMHOTO
obecrieyeHusi, B TOM YHCJIe 0T€YeCTBEHHOT0 MPOM3BOACTBA HEOOXOIUMOTO JIJIsl
0CBOEHUS THCHHILTMHBI

Ta6mmuma 8. [IporpammHoe obecrnieueHne

IIporpammHoe obecnieueHue, ucnojndyemoe | [lporpammuoe  ob0ecnmeuenne  cBOOOLHOIO
B YHHBEPCHTETE HA IOTOBOPHOH OCHOBE pacnpocTpaHeHust

1Windows7 Pro s yueOnbix 3aBeaenuii | Adobe Acrobat Reader DC-Russian;
(mommucka DreamSpark Premium, morosop

NeTr113003 oT 25.09.14);

Dr.Web c/u $684-LRQ5-U7NH-BE97 ot 11.05.22
Microsoft Office Professional Plus 2007 | OpenOffice (FreeWare)
(muensust Ne 42470655) https://www.openoffice.org/ru/

8.3 IlepeyeHb coBpeMeHHBIX MPO(ecCHOHATBLHBIX 0a3 JaHHBIX H HH(POPMAHMOHHBIX
CIIPABOYHBIX CHCTEM

B Tabmune 9 ykazan mepedeHb MpPOQECCHOHANBHBIX 0a3 JaHHBIX U HH(DOPMAIMOHHBIX
CIPAaBOYHBIX CHCTEM, K KOTOPBIM OOecIredeH AOCTyn (yAajeHHbI nocTym). /laHHBIA NepeYeHb
MOJUIEKHUT OOHOBIICHHIO B cOOTBETCTBUU ¢ TpeboBanusimMu OI'OC BO.

B naHHOM pa3zene MOryT OBITh NMPHBEICHBI PECYPChl (CCBUIKM HA CAMTHI), HA KOTOPBIX
MOXXHO HAMTH TOJIE3HYIO JUIs Kypca WH(OpMAIMIO, B T.4. CTATUCTUYCCKUEC WM CIIPABOYHBIC
JTAHHBIE, y4eOHbIC MaTepPHAalIbl, OHJIAWH KYpPChI U T.JI.

Ta6auna 9- [lepedyeHb cOBpeMEHHBIX NPO(ECCHOHAIBHBIX 023 JAHHBIX U HH(POPMAIHOHHBIX
CIIPABOYHBIX CHCTEM

HanmenoBanue npodeccuonanbHou 6a3bl | Jloctyn k pecypey (yaajJeHHbIH AOCTYI €
Ne | naHHBIX, HMH(POPMAIMOHHO-CIIPABOYHOI | YKa3aHUEM CChLIKH/I0CTYI U3 JIOKAJIbHOM
CHCTEMBI CeTH YHMBEPCHUTETA)

1 2 3

1 Enuneiii  apxuB  skoHOoMHuYeckux  u | http://sophist.hse.ru/data_access.shtml
COLIMOJIOTUYECKHUX JTAHHBIX

2 CnpaBquaﬂ IIpaBoOBas CHUCTEMa o
AOCTYII U3 JIOKAJIbHOU CCTU

«Koncynprantl Iimrocy

3
Henrp paCKprm https://e-disclosure.ru/
KOPIOpaTUBHON UH(pOpMAIIN
Caiir LIb P® https://cbr.ru/

5 WMHCTATYT BHYTPEHHUX ayJIUTOPOB https://www.iia-ru.ru/

9. OBPA3OBATEJIBHBIE PECYPCHbI 11 HHBAJIMOB U JIUI] C OB3

B Ttabmuue 10 ykazaH mnepeueHb 0OpPa30BaTENBHBIX PECYPCOB, HMMEIOLINX (OPMBI,
aJaNTUPOBaHHbIE K OTPAaHUYEHUSM HX 370POBbs, a TAK)K€ CBEJCHHUS O HaJMYUU CIEIHAIbHBIX
TEXHUYECKUX CpPEACTB OOYYEeHHs KOJUIEKTUBHOIO M HHIUBUAYAJbHOTO IMOJIb30BaHMs. [lpu
3aMOJIHEHUU TaOJMIbI MOXET OBbITh HCHOJb30BaHa WH(OpManus, pa3MmelleHHas B IOApasJiene
«octymuas  cpena»  cneuuanusupoBaHHoro pasnena caidta HITY  «Csemenuss 00
obpasoBatenbHOM opranusarui» https://www.nntu.ru/sveden/accenv/
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Tabmuma 10 — O6pa3oBaTenbHBIE PECYpPCHI 1 MHBAIU OB U jinil ¢ OB3

Ne Ilepeyenn o0pa3oBaTeIbHBIX
pecypcoB, NPUCIOCO0JIEHHBIX 115
HCI0JIb30BAHMS HHBAJTHIAMH U
aunamu ¢ OB3

CaeleHNs 0 HAJTUYUM CHIEIUAIBHBIX
TeXHHYECKHUX CPeJACTB 00yYeHHs
KOJUIEKTUBHOT0 M HHIMBH/YaJIbHOI'0

MMOJIb30BaAHUA

1 OBbC «KoHCYJIbTaHT CTyEHTa»

03BYYKa KHUT U YBEJIMYCHHE MIPHPTa

2 9BC «Jlaapy»

ClienuaJIbHOC MOOMIBLHOE IIPUITOKECHUC -
CHUHTEC3aTOpP pCUHU, KOTOprfI BOCIIPOU3BOJAUT
TCKCThI KHUT' U MCHIO HaBHUTI'allI1

10. MATEPHMAJIbHO-TEXHUYECKOE OBECIIEYEHUE, HEOBXO/IMMOE
JUISI OCYIIECTBJIEHMS OBPA3OBATEJLHOI'O MPOLIECCA MO
JTUCHMUILINHE

Y4eOHbIC ayIUTOPUN JJISl MIPOBEICHUS 3aHATHH MO TUCIUIUIMHE, OCHAIICHBI 000PYIOBaHHEM U
TEXHUYECKUMHU CPEJICTBAMU O0yUCHUS
B tabnune 11 nepeuncieHsr:

— yueOHbIe

ayaAuTOpUun

JJIA

NIPOBEICHUS
000pYyIOBaHUEM U TEXHUYECKUMU CPEIICTBAMH O0yUYCHUSI,
— TIOMENICHHUsl i1 CaMOCTOSTENIbHOW paboThl 00ydaroumxcs,

y‘Ie6HHX BaHﬂTI/Iﬁ, OCHAIICHHBIC

KOTOPBIC JOJI?KHBI

OCHAIIIEHbl KOMIIBIOTEPHON TEXHUKOM C BO3MOXKHOCTHIO MOAKIIOueHus k ceru «MHTepHeT» u
o0ecreyeHrneM JI0CTyIa B AJIEKTPOHHYIO. HH(pOpMaImoHHo-o0pa3oBarenbhyto cpexy HI'TVY.

Tabnuua 11 — OcHaleHHOCTh ayAUTOPHUI U IOMEIEHUH I CaMOCTOATENIbHOM paboThI

CTYACHTOB IO JAUCIUIIJINHE

HaunmeHoBanue

OcHalleHHOCTH ayIMTOPHi

Hepeqeﬂb JIMICH3UOHHOI'O MPOrpaMMHOIro

ayIMTOPHUIl U TMOMellleHUil U MoMelleHuil odecneyeHusl.
TOMeIeHU 115l AJISl CAMOCTOSAITeJIbHOM PexBH3UTHI MOATBEPKIAIOLIET0
ayIUTOPHBIX U pa6oThI JMOKYMEHTa
CaMOCTOSATEeJIbHOM
padoThI
1305 1. Iepconanbubie kommbioTepsl | 1. Windows 7 (moamucka DreamSpark
MynbTUMe THiTHAS PC AMD Athlon 64 X2 Dual | Premium, JIOTOBOP NeTr113003 oT
ayJIMTOPHUS u | Core Processor 4600+ 2.40 | 25.09.14);
xkommbroTepHblii  knace | GHz/4 Gb RAM/ATI Radeon | 2. Koncynbrant Ilmoc (doroBop Ne28-
(s camocrosrensHoit | XI 200/HDD  250Gb/DVD- | 13/17-358);
paboThI ctyneHToB, | ROM, morutop 177, B coctaBe | 3. 1C mnpeampusitue 8.1 (JMieH3MOHHOE
KYpCOBOI'O JIOKAIBHOW  BhumciutTenbHO# | cornmamenue Ne§00908353 ¢ 3A0 «1Cy);
MPOEKTUPOBaHUS, cetn, ¢ noakmodenmem Kk | 4. Visual  Studio 2008  (mommucka
BBIMIOJIHEHHSI KYPCOBBIX | MHTEPHETY-231IT. DreamSpark Premium, morosop NeTr113003
pabor) 2. MynbTUMEIUIHBIN TPOEKTOp. | OT 25.09.14);
3.Cton - 24mr 5. Microsoft Office Professional Plus 2007
4.Cryn- 24 (muuen3us Ne 42470655);

5. Pabouee mecTo-1 mIT.

6. Dr.Web c/m S684-LRQ5-U7NH-BE97 or
11.05.22

Yuranenblii 321 HTD -
IIOMCIIICHHUC ISt
CaMOCTOSATECIBLHOM
paboTHI CTYICHTOB

1. PabGoune mecTa, OCHAILIEHHBIE
MIEPEHOCHBIM  000pYyIOBaHUEM
(moyroyk HP — 21 mT.)
2. TIK na 6asze Intel (R) CPU

1. Microsoft Windows 10 Professional
(mommucka DreamSpark Premium, morosop
Ne 0509/KMP oT 15.10.18)
2. ConsultantPlus(zorosop
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Ne HaumenoBanne OcHamenHocTb ayquropuii | IlepeyeHb TNEH3HOHHOTO MPOTPAMMHOIO
ayJAuTOpPUH 1 NOMeLeHU ¥ oMeleHu i obecneyeHus.
noMeleHui 1Jist AJIS CAMOCTOATEIbHOI PexkBHU3UTHI NOATBEPIKAAIOUIETO
ayIMTOPHBIX U padoThI JOKYMEHTAa
CaMOCTOSATeIbHOM
padoThI
2140, 1.6 I'Tu., O3Y 2I'6, 160 | Ne0332100025421000113 ot  10.01.22)
I'b HDD, mouutopl7" — 1 mt. | 3. Texskcmepr  (I'pakaaHCKO-TIpaBOBOM
3. IIK momkmoueHsl kK cetd | moroBop Ne 0332100025421000112 ot
«atepuer» m obecneumBaror | 28.12.20211.)
JOCTYII B anextpornyo | 4. AUBC «Merallpo» Bepcust 3. (Horosop
nH(pOpPMAITHOHHO- Ne 28-14/19-41 ot 23 oxtsaops 2019r.)
00pa3oBaTeIbHYIO cpeny | 5. MicrosoftOffice 2007 (Homep numensun -
YHUBEpCUTETA 44804588) [IpenycranoBnennas oC
6. Microsoft Windows - 21 T
7. Dr.Web c/u S684-LRQ5-U7NH-BE97 or
11.05.22
1344 1. Hocka MapKepHasi;
MynbsTuMeuiiHas 2. MynapTUMeTUHHBINA POEKTOP
aynuropusi — ydeOHas | Epson X12; | 1. Windows XP, Prof, S/P3 (moamucka
ayUTOPHUS s | 3. Kommertotep PC ¢ Beixomom | Dream Spark Premium, JIOTOBOP
[POBEIEHUS Ha Epson X12, Intel Core7- | NeTr113003 or 25.09.14);
CEeMUHAPCKUX 3aHITHI 3820/8 Gb  RAM/NVIDIA | 2. Microsoft Office Professional Plus 2007
yi1. Mununa, nom 24, | GeForce GTX 560/HDD 500; | (muuensus Ne 42470655);
kopr. 1,ayn.1344 4. IMaptet - 12 mr; | 3. DrWeb c/m S684-LRQ5-U7NH-BE97 or
5. Tlocamounwix Mect -24 | 11.05.22
6. Pabouee mecto mperon. — 1
HT.

11. METOJIAYECKUAE PEKOMEHIAIIAY OBYYAIOIUMCS O
OCBOEHWIO JUCHUATIIMHBI

11.1. O6mme MeToaMYecKHe PEKOMEHAALNHU VI 00y4aI0IMXCSl 10 OCBOCHHMIO TMCIUIIUHBI,
o0pa3oBaTe/IbHbIC TEXHOJTOTHH

JlucuuIuiiHa — peamu3yercsi  MOCPEACTBOM — TMPOBEACHUS  KOHTAaKTHOW  paboOTBl ¢
oOyyaromuMucs (BKJIFOYasi MPOBEJEHUE TEKYILEr0 KOHTPOJIS YCIIEBAEMOCTH), CaMOCTOSATEIbHOM
paboThl 00Y4AIOIIKXCS ¥ IPOMEKYTOUHOM aTTeCTALUU.

[IpenogaBanue  OUCUMIUIMHBL  BEAETCA C  NPUMEHEHMEM  CIEAYIOIUX  BHUJOB
o0pa3oBaTeNbHbIX TEXHOJIOTHUH (BbIOMpaeTcs u3 npuinoxenus k PI1JI ):

- pobseMHOe 00ydeHue (JUCKYCCHH, TPOoOIeMHBbIe JEKIMH, paboTa B rpymmnax );

- pa300p KOHKPETHBIX CUTYyalui (KeHCOoB);

- HCIIOJIb30BAHUE AHAIUTUYECKUX 3a]1a4.

IIpp ocBoeHnm Kypca JOMYCKAaeTCs HCIOJIb30BAHUE OHJIAMH-Kypca «BHyTpeHHUI

KOHTpOJb U ayauT B kKopropanun» HITY um.P.E. Anekceea. Ilpu nanuuuu ceprudukara CIA
3a4eT MOXKET OBITh BHICTABJIEH aBTOMATUYECKHU.

Ilo wrToram TeKylIell yCIeBaeMOCTU CTYAEHTY MOXKET OBITh BBICTaBJIEHa OIIEHKA II0
IIPOMEKYTOUYHOM aTTECTAllMM B COOTBETCTBUU C OLIEHKaMH IOJYyYEHHBIMH B TEUEHHE CEMECTpa.
CryneHTaM, BBITOJIHMBIIUM BCe 00s3aTeNIbHBIE BHJIbI 3aIUIAHUPOBAHHBIX YUEOHBIX 3aHATHUH, MO
pellIeHuI0 TpernoaaBaress 0e3 MPOoX0oXKACHUS MPOMEKYTOUHOM aTTeCTalluy BBICTABIISETCS OIIEHKA
B COOTBETCTBUU CO LIKAJION OLICHKU PE3YJIbTATOB OCBOCHHUS TACLUILIAHEIL.

Pe3ysabrar 00y4eHusi cuntaercs c(pOpMUPOBAHHBIM HA MOBLINIEHHOM YPOBHE, €CIIH
TEOPETUYECKOE COJIepKaHNe Kypca OCBOEHO MONHOCThI0. [Ipu yCTHBIX coOeceoBaHUSIX CTYACHT
HCUEPIIBIBAOIE, [TOCIIEI0BATEIbHO, YETKO U JIOTUYECKH U3JaraeT y4eOHbI MaTrepuani; cBOOOIHO

17




CIpaBJsieTCs C 3aJayaMH, BONPOCaMHM M JPYTMMHU BHJIAMH 3aJaHUN, HCIOJIb3YET B OTBETE
JIOTIOJIHUTEIBHBIN MaTepuali. Bce mpemycMoTpeHHbIe pabodeil ydeOHOW MmporpaMMoi 3amaHus
BBIIIOJIHEHBl B COOTBETCTBHMM C YCTAHOBJICHHBIMH TPEOOBAHUSAMH, CTYACHT CIIOCOOCH
AQHAJIM3UPOBATh TOJYYECHHBIE PE3YyJbTaThl, IPOSABISIET CAMOCTOSTEIBHOCTh IIPU BBIOJIHEHUH
3a1aHUM.

Pe3ysabrar 00y4eHusi cunmTaerc C(pOPMHPOBAHHBIM HA MOPOrOBOM YPOBHE, €CIIU
TEOPETUYECKOE COJIEpKaHNE Kypca OCBOEHO MONMHOCTHIO. [IpH yCTHBIX coOeceoBaHUSX CTYIEHT
MOCJIEI0BATENbHO, YETKO M JIOTMYECKH CTPOMHO H3yaraer y4eOHbI MaTepuai; CIpaBIseTCS C
3aJauaMy, BOMPOCAMHM U JPYTUMH BUJAMHU 3aJlaHUi, TpeOyIoIMX NPUMEHEHUs 3HaHWi; Bce
pelyCMOTPEHHbIE paboueil y4yeOHON mHporpaMMoil 3aJaHusl BBINOJIHEHBI B COOTBETCTBUH C
YCTaHOBJIEHHBIMU TPEOOBAaHUSMHU, CTYAECHT CIOCOOEH aHAIM3UPOBATh IOJYYEHHBIE PE3YJIbTAThI;
MIPOSIBIISIET CAMOCTOSATEIBHOCTh IIPH BBIIIOJIHEHUU 3aJaHUI

Pe3yabTaT 00yuyenus cuntaercss Hec()OPMUPOBAHHBIM, €CJIU CTYJICHT MPU BBITOTHEHUN
3aJJaHUil HEe JAEMOHCTPUPYET 3HAHUN Y4eOHOro Marepuasa, TOMYCKaeT OLIMOKH, HEYBEPEHHO, C
OOJIBIIMMHU 3aTPYJHEHUSMH BBITIOJIHICT 3aJlaHus, HE JACMOHCTPUPYET HEOOXOJUMBIX YMEHUH,
KauyeCTBO BBINMOJHEHHBIX 33J]JaHUI HE COOTBETCTBYET YCTAHOBJICHHBIM TPEOOBaHUSIM, KAUe€CTBO UX
BBITTOJIHEHHS OLIEHEHO YMCIIOM OajUIOB HMXKE TPEX MO OLIEHOYHOH CHUCTEME, YTO COOTBETCTBYET
JIOTIOPOTOBOMY YPOBHIO.

11.2. MeToanyeckne yKa3aHus Uil 3aHATHI JeKIIMOHHOI0 TUIIA

JIeKIMOHHBIN KypC MPEANnoaraeT CHCTeMaTU3UPOBAHHOE U3JI0KEHHE OCHOBHBIX BOIIPOCOB
TEMaTHUYECKOro IJiaHa. B Xo/ie TeKIMOHHBIX 3aHATUI PACKPBIBAIOTCS 0a30BbIE BOMPOCH! B paMKax
KaKAoW TeMbl aucnuiuinabl (Tabmumna 4) . O003HAYAOTCS KIIFOYEBBIC ACIEKTBhI TEM, a TaKkKe
JIENaloTCs aKIeHThl Ha Hauboyiee CIIOKHBIE M BaKHbIE TOJIOKEHUS H3y4yaeMOro Marepuana.
Marepuansl JEKIHUI  SBISIOTCS OMOPHOM OCHOBOM JJiIsi  TMOATOTOBKM OOYYalOIIMXCS K
MPAKTUYECKUM 3aHSATHSM U BBIMOJTHEHHS 3aJaHUi CaMOCTOATENbHOW paboThl, a Takke K
MEPOTIPUATHSIM TEKYIIEr0 KOHTPOJISI YCIEBAEMOCTH M TMPOMEKYTOYHOM aTTeCTaluyd TI0
JUCLHUILIINHE.

B Xxone neKIMOHHBIX 3aHATUA  PEKOMEHIYETCS BECTH KOHCIEKTHpPOBAaHHWE Yy4eOHOTO

Marepuana.

11.3. MerToauyeckne YyKa3aHUsi MO OCBOCHHUI0 JUCHMIUVIMHBI HAa 3aHATHIX
CEMHHAPCKOro TUIA

[IpakTuueckue (ceMUHAPCKUE) 3aHITHUS TIPEICTABISIIOT COO0M MeTanu3alunio JEKIIHOHHOTO
TEOPETUYECKOTO MaTepuayia, IMPOBOJATCS B IIENIAX 3aKPEIUICHUS Kypca M OXBaTHIBAIOT BCE
OCHOBHBIE pazfenbl. OCHOBHOW (hOpMON TpPOBEACHHUS CEMUHAPOB M TMPAKTUYECKUX 3aHATHIMA
SIBIIIETCSL OOCYXKJICHHE HanOoJjiee MPOOJIEMHBIX M CIIOXHBIX BOIPOCOB IO OTICIBHBIM TeMaM, a
TakKe pelIeHue 3a]ad U pa3dop MpUMEpPOB U CUTYallMi B ayAUTOPHBIX YCIOBHSX, padoTa Haj
3aJJaHUSIMU B TPYIIIAX.

[IpakTuueckue (CEMUHAPCKHE) 3aHATHUS 00yUYaroNIuXcs 00eCIeYnBaIoT:

- MPOBEPKY M YTOUYHEHUE 3HAHUH, ITOJTYICHHBIX Ha JICKIIHSIX;

- MOJy4YeHHE YMEHUI M HaBBIKOB MPUMEHEHHS] MHCTPYMEHTOB YIIPABJICHUYECKOTO yYeTa,
COCTaBJIEHUS JIOKJAaJ0B M COOOIIEHUH, OOCYXXIEHHs BOIPOCOB IO Yy4eOHOMY MaTepuany
IUCIHATUIHHEL

- IOIBEJICHUE UTOTOB 3aHATHIA.

11.4. MeToanueckne yKa3aHus 10 CaMOCTOSITeJIbHOI padoTre o0y4aromuxcs

CamocrosiTennpHass pabota oOecreuynBaeT MOATOTOBKY OOyYaromerocs K ayJuTOPHBIM
3aHATUAM U MEPOIPUATHAM TEKYILIEr0 KOHTPOJIL M NMPOMEKYTOUYHOU aTTECTALMM 110 U3y4aeMOi
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JUCHUIUIMHE. Pe3ynbTaThl 3TOM MOATOTOBKU MPOSBISIIOTCS B aKTUBHOCTH OOYyYaromIerocs Ha
3aHATUAX M B KA4eCTBE BBIMOJHEHHBIX MNPAKTHUUECKUX 3aJaHUi U Jpyrux ¢GopM TEKyIIero
KOHTPOJISL.

[Ipu BBIMONHEHUH 3aJaHUN UIS CAMOCTOATEIBHOW pabOThl peKOoMeHAyeTcsl mpopaboTka
MaTepUaIOB JIEKUMU [0 KaXJOW MPONUIACHHOM TeMe, a TaKXKe H3YyYCHUE PEKOMEHIyeMOU
JUTEpaTyphl, Ipe/icTaBieHHON B Paznene 7.

B mpormecce camocTosTenbHON pabOTHl MPU HM3YYEHUH UCIHMILIMHBI CTYAEHTHI MOTYT
paboTaTh Ha KOMIIBIOTEPE B CIEHUATM3UPOBAHHBIX AYAUTOPHIX VIS CaMOCTOSITEIBHON pabOoThI
(ykazano B Tabmume 11). B aymauropusx UMEETCsl JIOCTYIl dYepe3 HH(POPMAIMOHHO-
TEJIEeKOMMYHUKAIMOHHYIO ceTh «/HTepHEeT» K AJIEeKTPOHHONW MH(OPMAIIMOHHO-00pa30BaTEIbHON
cpene yausepcutera (QMOC) u anekrporHoi oubnroreunoi cucreme (3bC), rie B 31eKTpOHHOM
BUJIC pACIOJIaraloTcsi y4deOHble M y4eOHO-METOAMYECKHE MaTepuaibl, KOTOpble MOTYT OBITh
UCTIOJIb30BaHBI Il CAMOCTOSITENIbHOW PaOOThI IPU U3YUYSCHUH JUCLIUTUIAHBL.

12. OHEHOYHBIE CPEJCTBA JJI151 KOHTPO.JISI OCBOEHMSI
JUCUMUIIIAHBI

12.1. TunoBble KOHTPOJbHBbIE 32IaHUSI WM WHble MATEePHAJIbl, HEOOXOAMMbIEe ISl OLeHKH
3HAHUM, YMEHHH, HABBIKOB U (MJIM) ONBITA B X0/I€¢ TEKYLIEr0o KOHTPOJISl YCIIeBAeMOCTH

Tak ke OLIeHOUHbIC MaTepHUabl pa3MelleHbl B nmpuiioxenuu 1 B PI1/]

12.1.1. IlepevyeHb JTUCKYCCHOHHBIX Te€M K JIEKIMOHHBIM U MPAKTUYECKUM 3aHATUIAM

Bonpocs! Juis IOArOTOBKH K ANCKYCCUU

Oco0eHHOCTH JOKYMEHTAILIMOHHOTO 00eCieuyeH s YIIPABICHUS B KOPIOPALUIX

KoprniopatuBHbie CHCTEMBI IOKYMEHTAITUH

KagecTBo ympaBieHUeCKOro JOKyMeHTa U TpeOOBaHUS K HEMY

3akoHoparenbHble akThl PO B chepe nokyMeHTanuu U HHGpopMauu

CocTtaB U CTpyKTypa HOPMaTHBHOH IpaBOBOM M METOAMYECKOH OCHOBBI JOKYMEHTAI[MOHHOI'O

oOecrnieueHus yrpaBJIeHUs! B KOPIOpAIHSIX.

6. PexBu3uT JOKyMmMeHTa (TOCTOSIHHBIE, IE€PEMEHHbIE  PEKBHU3UTHI,  O0Os3aTeNbHBIE U

HeoO0s13aTeNbHbIE)

CrpykTypbl, QyHKIMHU U 334 CIY>KObl JOKYMEHTALlMOHHOTO O0ECTIEYEHUS YIPABICHUS

8. JokymeHT0000pOoT KaK 3(h(PeKTUBHBI MHCTPYMEHT ONTUMH3AINN YIIPABICHUYECKUX PEIICHUN.
O11eHKa COBPEMEHHOI'O COCTOSTHUS JIOKYMEHTAIIMOHHOT0 00eCIeyeHns yIpaBeHusl.

9. TlpuHIMIBI ¥ MpaBUiIa OPTaHU3AIMU JTOKYMEHTOO0OPOTa ¥ OpraHU3alHsl JOKYMEHTOIIOTOKOB B
KOpIOpalusXx.

10. MecTo peructpanyi B TEXHOJOTHH JCIIOMPOM3BOJICTBA M €€ POJb B 00ECIEYCHUU PAOOTHI
OpraHOB YIIPaBIEHUS KOPIOPALIUHL.

11. [Ipumenenre nHGOPMAITMOHHBIX TEXHOJIOTHHA B JOKYMEHTAIIMOHHOM OOECII€YeHUN YIIPaBIEeHUs
B KOPHOpALUSX.

agrwdE

~

12.1.2. TunoBbIe AHAJIUTHYECKHUE 32JAHUA
1. CocraBbTe 10 ABa pedyca K CISAYIOMNUM CIIOBAM:

Ycras WNHucTpykuus CornacoBaHo Jorosop

2. CocTaBbTe M HAMMIINTE TAPAaHTHITHOE TUCHMO

3. CocTaBbTe U HAMUIIUTE UHHOPMAITMOHHOE TTMCHMO

4. CocraBbTe JOKyMeHT IIpereHsus, coOmomasi pacroyio)K€HHE PEKBU3MTOB COIJIACHO

yrBepxkaeHHOMYy ['OCTy. Ilpunymaiite Ha3BaHue cBoeil GUPMBI U (GUPMBI MapTHEPA, KaKOH
TOBAp BaM JOJKHBI ObUIM IOCTAaBUTD.
5. CooTHecHuTe MOHITHE U UX ONPEIEIICHUS
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A. JlokyMeHT

1. JoxyMmeHT, co3gaHHBI OpraHuzanueld, MOJHKHOCTHBIM
JIMLOM WM TPaXKIaHUHOM, 0(OPMIICHHBII B yCTAHOBICHHOM
MOPSI/IKE

b. N300pa3uTenbHblid JOKYMEHT

2. JIOKyMeHT, colepxalmmid pedeByr0 HWH(DopMaImio,
3a()UKCHPOBAHHYIO JIOOBIM THUIIOM MHCbMa WM JIOOOH
CUCTeMOH 3BYKO3aIIUCU

B. ®oronokymeHT

3. JlokyMeHT, cozepxamuid H300pa3UTENBHYI0  W/WIH
3BYKOBYIO HH(OPMAITHIO

I'. DnexkTpoHHBIH JOKYMEHT

4. N1306pa3nTenbHbIA WK ayTHOBU3YaJIbHBI TOKYMEHT,
CO3JaHHBIH (OTOTrpahUISCKIM HIIN SIEKTPOHHBIM
(1mdpoBEIM) cioco6oM, huKcHpyronHid HHHOPMALIUIO B
BHUJIE TIOCIICIOBATENIFHO PACIIOIOKECHHBIX U300paXKeHUI —
JMUHAMHYHBIX 00pa3oB

. BuneonoxkymeHT

5. M3o0pa3utenbHBIl JOKYMEHT, B KOTOPOM H300pakeHHe
00beKTa IOJMYYeHO MOCPEICTBOM  JIMHHMH, IITPHUXOB,
CBETOTEHU, TOYEK, I[BETa

E. ®ononoxymeHt

6. ayquOBH3yaJbHBI JOKYMCHT, COICPXKAIIMHA 3BYKOBYIO
nHdopmarmio,  3apUKCHPOBaHHYIO  JIO00H  cucTeMoif
3BYKO3AIHCH

K. KunookymeHT

7. aynuoBH3yalbHBIH JIOKYMEHT, CO3[aHHBIH CIOCOOOM
BUJIEO3aNUCH, (QuKcHpyrommid HHpOpPManuio B BUJIE
MOCJIE/I0BATENIbHO  PAaCHOJIOKCHHBIX ~ W300pakeHHd  —
TUHAMHYHBIX 00pa30oB

3. 'paduaeckuii TOKyMeHT

8. W3006pa3urensHbIil JIOKYMEHT, CO3JJaHHBIA’
¢dororpaduyeckuM WM SNEKTPOHHBIM  (LH(PPOBBIM)
croco0oM, GUKCHPYIOIMH HHPOPMALMIO B BUJIE OTACIBHBIX
N300paKEHUH — CTAaTUYHBIX 00pa3oB

N. AynnoBusyanbHbIi JOKYMEHT

9. JIoKyMeHT, COXpaHseMbId WJIN TOJUISKAIIUI COXPAaHEHUIO
B CHIy €ro 3HAYUMOCTH JUIS TpaxaaH, oOOIIeCTBa,
rocyaapcTBa

K. TekcToBbIil TOKyMEHT

10. [oxymeHt, uHdopmanms KOTOPOro IpeAcTaBieHa B
ANIEKTPOHHOIT hopme

JI. OduunanbHbIH TOKyMEHT

11. HdokymeHT, wuWHpOpManus KOTOpOro 3adukcUpoBaHa
3HAaKaMM [MCbMEHHOCTH

M. IIuceMeHHBIH TOKyMEHT

12. JIoKyMeHT, BOCHIPOUW3BOISINUIA BHEITHWA BWA W/IITH
BHYTPEHHIOIO CTPYKTYPY KaKoro-inbo o0bekTa

H. ApxuBHblf JOKyMEHT

13. 3adukcupoBannas Ha HocuTedse uHpopMmanus c
PEKBU3UTAMHU, TI03BOJIAIOLIMMH €€ HACHTH(UIIMPOBATh
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12.1.2. TunoBbIe TeCTOBLIE 3aJaHUA
1. YcraB npeanpusitus - 3To
a)CBOJI TIPABUJI, PETYITHPYIOMIHNX ACSITEILHOCTD MPEANPHUATHS, €r0 B3aUMOOTHOIICHHSI C JPYTUMU
OPEIPUATHIMHU, IIpaBa U 00s13aHHOCTHU B cepe rocy1apcTBEHHOW HUIIH X035 HCTBEHHOM
JESITEIIBHOCTH
0)I0KyMEHT, B KOTOPOM OTpe/ieNieHbl HayYHO-TeXHUYECKHE, (PUHAHCOBBIE CTOPOHBI AEATEIbHOCTH
JOJIKHOCTHBIX JIHII.
B)IIPABOBOM aKT, OMPEIEISIONINI MOPI0K 00pa3oBaHusl, 3a/1a4u, 00I3aHHOCTH, NPaBa,
OTBETCTBEHHOCTh M OPTaHU3aIUI0 PA0OTHI MPEANPUITHS B IIEIIOM
2. IIpuka3 (110 OCHOBHOM AESITEIBHOCTH) - 3TO
a) KOIHSI OCHOBHOM YaCTH JIOKYMEHTA
0) pacropsiAUTeIbHBIA JOKYMEHT, U3/1aBa€MbIii OpraHaMu TOCYIapCTBEHHOTO yIPABJICHHUS,
OpraHU3aIMsIMU 110 BOMPOCaM OpraHU3aIMOHHO-METOMYECKOTO XapaKkTepa
B) MPaBOBOI1 aKT, U3/1aBa€MbIil pyKOBOJIUTENIEM YUPEKICHUS, IEHCTBYIOIINM Ha OCHOBaHUHU
SAMHOHAYAIIUS, JIJIS1 pa3pElICHUS] OCHOBHBIX U OTIEPATUBHBIX 33724 IPEIIPUSITHS
T') IPaBOBOM aKT yIpaBJICHHs TOCYAaPCTBEHHOTO OpraHa, UMEIOIIUNA 003aTeNbHYIO CUITY JUIS
rpak/iaH, KOTOPBIM OH aJIpECOBaH.
3. CnopaBka - 3T0
a) IOKyMEHT, TIOSICHSIFOIIUN COJIeP>KaHNE OTJCIIBHBIX MTOJIOKCHUI OCHOBHOTO JIOKYMEHTA WITH
OOBSACHSIOIIUI MPUYNHBI HAPYILIEHUS TPYAOBON AUCIUIIINHBI
0) TOKYMEHT, B KOTOPOM TIOJITBEPKIAIOTCS (PaKThI HITU COOBITHS
B) IOKYMEHT, OTIPABICHHBIA PYKOBOJUTEIIO YUPEKACHHUS, COACPIKALIUI H3T0KEHHE KAKOTO0-
1100 Bompoca wi pakra
r) opuimanbHOe cooOIIeHNE, TIepelaHHOe M0 TeIePOoHy
4. IoKyMEHTUPOBAHUE — ITO
a) mporiecc co3aanus 1 0pOpMIICHUS TOKYMEHTA.
0) oTpacib JesSTENbHOCTH, 0OecIeunBarolias TOKyMEHTUPOBAHHE U OPTaHU3AINI0 PAOOTHI C
OpUITMATEHBIMY JIOKYMEHTAMHU.
B) 9TO o0ecrieueHue ABIKEHUS JOKYMEHTOB B allfiapare yrnpaBJieHHs], UX UCIIOIb30BAHMUS B
CIIPABOYHBIX IEJISAX M XPAHCHUS.
') TOKYMEHT, B KOTOPOM MH(pOpMaIus MpeICTaBlIeHa B ANEKTPOHHO-1IM(poBOH dhopme
5. Yaudukauus 10KyMEHTOB
a)3T0 opMa IOPUIUIECKOTO 3aKpeTIeHUs] TPOBEAEHHON YHU(DUKAIINY U YPOBHS €€
00513aTeTbHOCTH
0)mpoiiecc yCTaHOBJICHUS U TPUMEHEHHUS CTAaHIapTOB, IO KOTOPHIM OIPENesieTCs STAIOH WIIN
oOpa3zerr, MpUHUMAEMBIN 32 UCXOIHBIN JJISI COTIOCTABJICHHS C HUM JIPYTUX 00BEKTOB.
B)yCTaHOBJICHHE €IMHOTO KOMIUIEKCA BUJIOB M Pa3HOBUIHOCTEH JOKYMEHTOB ISl aHAJIOTUYHBIX
VIPaBICHYCCKUX CUTYAIIUH U €IUHBIX TIPABIJI pa0OTHI ¢ JOKYMEHTAMHU.
6. CranapTuzanus JOKyMEHTa — 3TO
a)IpUBEEHNE Yero-1nbo K eIMHOM cucreme.
0)co3maHHbIe IOPUANYECKUMU WA (PU3HMUECKUMU JIUIIaMU, O)OPMIICHHBIE U yIOCTOBEPCHHBIE B
OTIPEICTICHHOM TIOPSIIKE.
B)IIPOIECC YCTAHOBIICHUS M PUMEHEHHS CTaHAPTOB, 10 KOTOPBIM OMPEAETISETCS 3TaJIOH WIH
oOpa3serl, MpUHUMAEMBIN 32 UCXOTHBIN JISI COTIOCTABJICHHS C HUM JIPYTUX 00BEKTOB.
r)3T0 GopMa IPUIUIECKOTO 3aKPETICHUS POBEAEHHON YHU(DUKAIIMH U YPOBHS €€
00s13aTeTLHOCTH.
7. PEXBU3UT — 3TO
a)o0s3aTeNBHBIN 27IEMEHT 0pOopMIIEHUS O(QUIIMATIEHOTO JOKyMEeHTa. 0)YHudumupoBanHas
CUCTEMa OpraHU3alMOHHO-PACTIOPATUTEIILHON JOKYMEHTAIIMH
B)IIPUBEJICHNE YET0-IH00 K €TUHOM CUCTEME.
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I')MaTepUalIbHBIA 00BEKT, UCTIONb3YEMBIH IS 3aKPETUICHUS M XpaHeHHUs HH(POPMAIIHH.

8. K opranuzaiyioHHbIM JOKYMEHTaM MPeIIpUsITUS OTHOCATCS

a) MPUKa3bl, PACTIOPSDKEHHS U PELICHHUS TI0 OCHOBHOH JI€ATEIIEHOCTH.

0) ycTaB MpeAnpusiTUs, ONMUCAaHUE €0 CTPYKTYPBI, IITATHOE paclucaHue, MpaBuiia BHYTPEHHETO
pacriopsiika 1 JOJDKHOCTHBIE HHCTPYKIIUH COTPYAHHUKOB.

B) JIOKYMEHTBI, KOTOpbIE IpeanpusTie (OpraHnu3anus) OTIpaBisieT JPYrUM MPEAnPUsSTUSIM.
T') TUCbMa, (aKCHl, TOKJIAIHBIE 3aIUCKHU, TeIe(POHOTrPaMMBI U JIp.

9. PexBusut Nol0 — 3t0

a) «Jlata nokymeHTa»

0) «HanmeHnoBaHue Buaa TOKyMEHTa»

B) «Kox ¢opmbl JoKyMEHTa»

r) «/laTta noxkymeHTa»

10. O6parienue ¢ 1enbo Noay4YeHuss HHPOPMALIUH, YCIYT, TOBAPOB - 3TO

a) MapanTuitnoe nucbMo

0) Pexnamuoe nucpmo

B) MndopmarnmonHoe nucpmMo

r) [TuceMo-3amnpoc wim nICcbMO-TIPOCK0a

12.1.5. TunoBble Keiic-3aqaun

Keiic 1.

[Tponuto 3acenaHre MHBEHTAPU3AIMOHHOW KOMHUCCHH 3aBOJa T'a30BOM almaparypbl, HA KOTOPOM
paccMaTpHuBaliCs BOIPOC O pe3yiabTaTaX WHBEHTapu3aluu 1o ckiagy Ne 2 BcmoMoraTenbHBIX
MaTepuasioB. Ha 3acemanmm OBUIO TPUHSATO TIOCTAHOBIICHHE 00 YTBEPXKICHUH pE3yJIbTaTOB
WHBEHTApU3allMd U OTHECEHHUS 3a CuUeT 3aBEAYIOLIEro CKIaJ0M HEJIOCTaud BCIIOMOTaTeIbHbBIX
MaTeprasioB B cymme 365 ThIC. py0., a TaKKe 3aUMTaHbl CIIMUUTEIbHAS BEIOMOCTD MO ckiamy Ne 2
U OOBSICHUTENbHAS 3aMMCKa 3aBEIYIOIIETO CKIIAIOM.

Bomnpocksr:
- Kakoii J1OKyMEHT cocTaBisercs MO WTOraM 3acelaHuid KOMHMCCHA pa3Horo popja?
- Kakue PEKBU3UTHI JTOJKEH BKJTIOYATh JTAHHBIIA JTIOKYMEHT?

- CKOJIBKO CTPYKTYPHBIX qacTei OH npeanoiaraer?
- Kakue daxkTrdeckue naHHbIe TOJDKHBI OBITh BHECEHBI B 3TOT TJOKYMEHT?

Keiic 2

B crpoutensHoM koomepatuBe «CTpoiicepBucy» OblT  OOHapykeH (akT HernpaBUIBHOTO
UCIOJb30BaHMUSI CTPOUTENBHBIX 0TX0A0B. [Ipum mpoBepke paboOThl CKjIaja MHJIOMAaTEepHaioB
YCTaHOBJIEHbI (DAaKThl OTIYCKA B KOTEIbHYIO Ul CKUTAHHUS OTXOAOB NMUJIOMAaTEpPUATIOB JUIMHHON
cepiie 20 cMm. B pacnopgauTenbHOW 4YacTu ClEAyeT MNPEeJIOKHTh 3aBEAYIOIIEMY CKJIagoM
OpraHu30BaTh paboty o peanu3anuu OTXO0JI0B YaCTHBIM JULAM.
-Kakoil JTOKyMEHT TMO3BOJMT pErIaMEHTHUPOBAaTh OTIYCK CTPOMTENBHBIX  MaTEpHATIOB?
-Kakue ITYHKTBI JIOJIKHBI OBITH B JAHHOM JOKYMEHTE 00s13aTeTbHBIMU?
-CKOJIBKO JTOJDKHOCTHBIX JIMII JIOJDKHBI OBITh OTBETCTBEHHBIMH 3a HCIOJHEHHE JAaHHOTO

JIOKyMeHTa?
-Kakne PEKBU3UTHI JIOKEH BKJIIOYATh JTaHHBIN JIOKYMEHT?
-CKOJIBKO CTPYKTYPHBIX yacTtei OH npeanonaraer?

- Kakue daxkTraeckue naHHbIe TOJDKHBI OBITh BHECEHBI B ATOT TOKYMEHT?

Keiic 3
CocraBpTe U OQOpPMHUTE NPHKA3bl MO OCHOBHOH AEATENBHOCTH, M JAPYTHE PACHOPSAUTENbHBIC
JIOKYMEHTBI, HCOOXOIMMBIC B JJAHHBIX YIIPABICHUCCKUX CUTYAITUAX.

Ha MockoBckoM KOMOMHATe IO IPOU3BOACTBY MY3BIKAJIbHBIX HHCTPYMEHTOB M MeOenu
(rocynapcTBEHHOE MPEINPUSATHE), KOTOPhId BXoauT B KoHIIEpH 10 pa3paboTke U MPOU3BOJICTBY
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NPOAYKUUU MYy3bIKaibHOW mpoMbliuieHHocTH (POCMY3IIPOM), peiictByer IlonmoxkeHue o
MIPEMUPOBAHUHU PYKOBOJIUTENCH IIEX0B, OT/IEIIOB U CiIyk0, yrBepxkacHHoe 05.01.2013 Neo 27.

12 ampens Tekymiero roja AUpeKTop komoOuHarta B.M. JlaproHOB MOpydui HAYaIbHUKY OTIENa
Tpyda u 3apaboTtHoi 1uatel MapkoBy H.I. paccuurate pasmep NpeMHH PYKOBOIUTEISIM
OTJIENIOB, LIEXOB M CIy)KO KoMOMHaTra mo uroram paboThl 3a MEpBBIM KBaptan K 15 ampens, a
rmaBHOMYy Oyxrantepy komOunarta Tpomunoit C.I'. — opraHu3oBaTh BeIIUIATY IpeMuH k 20 ampens
TEKYILETO roja.
HavanpHuk 1miaHoBo-s3koHOMUYeckoro otnena MareeBa C.H. u rmaBHbIi Oyxranrep TpommHa
C.I'. 3aBu3MpOBaIM MPOEKT MPHKa3a TUPEKTOpa KOMOMHATA.

Keiic 4 CoctaBbTe 1 0popMUTE CITy:KEOHBIC THChbMa

JenapTaMeHT MOJIJEPKKU M PA3BUTUS Majoro MpeAlpUHHUMATENbCTBA MHUCHbMOM 3a IMOIIMHCHIO
3aM. qupekTopa genapramenta CeepukoBa A. B. yBenoMusn pykoBOACTBO JeTckoro caaa Ne 1586
0 TOM, YTO B CBSI3M C Pa3BUTUEM MPEANPUHUMATENLCTBA 3/1aHHE JETCKOTO Caja JOHKHO OBbITh
MepeaaHo JJid TEXHUYECKUX HYXJ JernapTameHta. Mcromnurenem BacuibeBoW MO MOPYYEHUIO
mupekTopa nerckoro caga Ne 1586 IOro-3amagHoro OkpyKHOTO yIpaBieHHs 00Opa3oBaHUS T.
MOCKBEI, PacroiIOKEHHOT0 Ha MPOCIeKTe MUUypHUHCKOM, oM 22 T. MOCKBBI, OBUIO COCTaBJICHO
MUCHMO, aIpECOBAHHOE OTHeNy mruceM Mapuu MockBhI 1o aapecy: r. MockBa, yi. Tsepckas, 13,
B KOTOpOM JHpeKTop naerckoro caga Ne 1586 O.A. AGpamoBa mpocuia pa3oOpaTbcsi B JaHHOM
BOIPOCE, MOTUBUPYS TE€M, YTO B HA3BAHHOM paliOHE JIETCKUX Ca/I0B OCTAJIOCh MaJlo M HE BCE JAETU
MOTYT IOCEINAaTh JCTCKHUE JTOIIKOIbHBIC yupexkacHus. [IncbMO OBLIO OTBETOM Ha IMOJYYCHHBIN
JTOKYMEHT oT JlemapTameHTa.

12.2 TunoBbie KOHTPOJIbHbIE 3aJaHUS WM MHbIE MaTepHAJIbl, HEOOXOAUMbIE ISl
OLIEHKM 3HAHUI, YMeHUii, HABHIKOB U (WJIH) ONBITA B XO0/€ MPOMEKYTOYHON ATTEeCTAIUM 10
ANCUHUILINHE

dopma npoBeeHNs TPOMEKYTOUHOM aTTeCcTallMy 110 AUCHUIUIMHE: 3a4eT.
3ayeT OCyIIECTBIAETCS B YCTHO-IIUCbMEHHOM (opMme.

IlepevyeHnb BONPOCOB M 3aaHuii 1Jisi MOAroTOBKH K 3avety (ITK-3, MIIK-3.3, UTIK-3.4)

CyIIHOCTB U CTPYKTYpa JOKYMEHTAIMOHHOTO 00eCTIeYeHHs yIIpaBIeHUS

Oco0eHHOCTH JOKYMEHTAI[MOHHOTO 00EeCIeueHus yIIpaBiIeHUs B KOPIOpAIUsIX

[TonsiTHe 006 yrpaBlieHYECKOM JIOKyMeHTe. MeTalaHHble JOKYMEHTa

KauecTBo ynpaBieH4€CKOro JOKyMEHTa U Tp€OOBAaHUS K HEMY

[Tonsitue cucrembl JokyMeHTauuu. OCHOBHbIE (DYHKIIMOHAIBbHbIE CHUCTEMBI

nokymenTanuu B Poccniickoit denepanun

KopropaTuBHbIe CUCTEMBI JOKYMEHTALIUU

3akoHogarenbHble akThl PO B chepe nokymeHTauuu u nHGopMamm

8. CoctaB W CTpyKTypa HOpPMAaTHBHOM NPaBOBOM M METOJIMYECKOH OCHOBBI
JIOKYMEHTAIlMOHHOT0 00eCIieueHus yIpaBIeHHs B KOPIOpAUIX

9. CocraB peKBU3HUTOB, ONPEACIAIOMINX IOPUANYECKYIO CHITY TOKYMEHTa, U TpeOOBaHUS
K UX PaCTOJI0KEHHUIO U 0(YOPMIICHHUIO

10. Opranuzanuonnsie (opMbl pabOThl ¢ JOKYMEHTaMH B OpraHax yIpaBJICHUS
KOpHOpanum

11. Knaccuduxkaius JTOKyMEHTOB

12. CrpykTypa, (QYHKIIMH ¥ 33Ja4d CIY>KOBI JIOKYMEHTAIIMOHHOTO YIIPABJICHHUS B
KOPITOpaIUH

13. BzammocBs3b «uHDOpPMAIUD U «TTOKYMEHT»

14. TexHonorus opranu3anuy JOKYMEHTOO00pOTa B KOPIOPALIUIX

15. CaoiicTBa, MpU3HAKH, KJIacCU(MUKAIUS U BUJIBI IOKYMEHTOB

agbrwbE

~N o
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16. Yuudukanus u ctanmapTU3anys ynpaBiIeHYECKUX JOKyMEHTOB

17. Crpykrypa " 0COOCHHOCTH rOCy/IapCTBEHHOTO pEryIupoBaHUS
JOKYMEHTAITMOHHOTO 00ECTIeYeHH yIIPABICHUS B KOPIIOPALUT

18. PexBu3uT moxkymeHTa

19. Dranbl 1BUXEHUS U TOPAIOK 00pabOTKH JOKYMEHTOB

20. DxcmepTu3a HEHHOCTH TOKYMEHTOB

21. PernamenTanus paboThl CIyKObI JOKYMEHTAIMOHHOTO 00ECTICYCHUS yITPaBICHUS

22. DneKTpoHHAs MepenucKa

23. Ilonsatue noroBopa. OCHOBHBIE MOJIOKEHUS O 3aKII0UEHUH JIOTOBOPA.

24. HopmaTuBHOE peryaupoBaHUe U OCOOCHHOCTH HCIIOJIB30BaHUS IU(POBOM MOAITUCH
B JIEJIONIPOU3BO/ICTBE OPraHOB YIPABICHHSI KOPIIOpAIei

25. ApromMaTH3anusi oOOMeHa JOKyMEHTaMH MEKAY OpraHaMH yIpaBICHUS

26. JloBepeHHOCTHU: pa3oBbIC, CICIHALHBIC, TCHEPAIbHBIE

27. IlpumeHeHne WHPOPMAIIMOHHBIX TEXHOJOTUH B JOKYMEHTAI[HOHHOM OOeCIIeYeHHN
YIIPaBJICHUS B KOPIIOPALIUSX.

28. HopmaTuBHO-TIpaBOBBIE  JIOKYMEHTBI, PETYJIHPYIOIIME  CHUCTEMATH3aLUI0 U
XpaHEHHE JJOKYMEHTOB B OpraHU3aIUIX.

29. XapakTepHucTuKa JOKyMEHTO000poTa

30. [lpuHIMOBL W TpaBWiIa OpTraHU3alUH JOKYMEHTOOOOpPOTAa ¥  OpraHHU3amus
JOKYMEHTOIIOTOKOB B KOPIOPAIHSIX
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IIpuaoxenne 1

OIIEHOYHBIE MATEPUAJIBI JIJISI TIPOMEXKYTOUYHOMN ATTECTAIIUA
IIK-3

Komrrekc 3amanmii 1iisi OLEHKH KOMITETEHITUI
(CKBO3HAs] HyMepaIsi)

1 [Iponuto 3acenaHue MHBEHTapU3aLMOHHON KOMHCCUHM 3aBOAa ra30BOM ammapaTypbl, Ha KOTOPOM
paccMaTpuBajcs BOIPOC O Pe3ynbTaTax WHBEHTApHU3allMH Mo ckiagy Ne 2 BcromorarelnbHBIX MaTepuanoB. Ha
3aceflaHuH ObUIO MPUHATO MOCTAHOBIICHUE 00 YTBEPKACHUH pe3yIbTaTOB HHBEHTAPHU3AIUU U OTHECEHUS 3a CUET
3aBEYIOLIEr0 CKJIAJ0M HEIOCTadM BCIOMOTATENbHBIX MaTepHaloB B cyMMe 365 ThIC. py0., a TaKkKe 3aYUTaHbI
CIIMYHUTENbHAs BEIOMOCTD 10 cKiIagy Ne 2 1 00bACHUTENbHAS 3aIMCKA 3aBEAYIOIIETO CKIaI0M.

Kakoif JoKyMeHT cocTaBIIsIeTCsl IO UTOraM 3aceIaHii KOMUCCHI pa3HoOro poaa?

2. I'ie MOKHO IPOCMOTPETH BCe HOPMATHBHO IpaBoBhIe akThl Poccuu?

3. CBozl NpaBWJI, PEryIUPYIOMIUX JESATENbHOCTh OpPraHU3allUi, HUX B3aMMOOTHOLICHUS C JAPYTUMHU
OpraHM3aIMsAMM U TpakJaHAMHU, [paBa U OOSM3aHHOCTH B cdepe TOCYAapCTBEHHOM WIIM XO3SHCTBEHHOI
JeATeTbHOCTH Ha3bIBaeTCs

4. [TpuKa3bl 0 TMYHOMY COCTaBY BU3HPYIOTCS

5. ®paza «M3Bemaem Bac, 4To ....» TOBOPUT O TOM, YTO IMCHMO O COAEPIKAHUIO SBIISETCS

6. VY4eTHbI JTOKYMEHT, OCHOBHOW BHJ Hay4HO-CIPaBOYHOTO ammapara apxuBa, O00ECIeUMBAIOIIHI
OIlepaTHBHBIH ITOMCK JOKYMEHTOB — 3TO ...

7 ITucpMO yale Bcero HauMHACTCSL CIIOBAMH ...

8. ITpuBeauTEe MPHUMEPHl HOPMATHBHO-TIPABOBBIX aKTOB

9. PekBU3HT, He BXOUIINMH B pOpMYIIsip IPHKasa 10 JIMYHOMY COCTaBy — 3TO

10. B xakoM KOJMUYECTBE HK3EMILISIPOB BEACTCS JIMYHOE J1e10?

11. JlesTenbHOCTD ammapara yIpaBJIeHHUs], OXBaThIBAIONIas BOIPOCH! TOKYMEHTHPOBAHUS M OpPraHU3aIliu
paboThI C JOKYMEHTaMH Ha3bIBaCTCs

12. CHHCOK 3aroJIOBKOB JIeJl, 3aBOIMMBIX B KOPIIOPALIMH, C YKa3aHHEM CPOKOB MX XpaHEHHMS — 3TO

13. OpHa U3 3a1a4 CUCTEM YIPABICHUS JOKYMEHTOOOOPOTOM — pacmpenenuTs o0mue HHHOpMaLOHHbIE
pecypchl OpraHu3aIiy, TaK JI 3T0?

14. Dpaza «[loxanyiicra, coodmmure. ... .. » TOBOPHT O TOM, 4TO MUCHMO MO COJEPIKAHMIO SBIISETCS

15. PacriopsiauTenbHbI TOKyMEHT KOJUIETHAJIBHOTO OpraHa YIpaBJIeHUs, U3aBaeMblii MUHUCTEPCTBAMHY,
BEJJOMCTBAMH, HAYYHBIMH COBETAMH

16. Ben oOmmit sxypHam Bcex BXOIAIMUX Oymar, XpaHWI y ceOs Oymaru, oTBe4an 3a MX COXPaHHOCTb U
3aBeJI0BaJl 3arOTOBJICHHEM KaHIEIIPCKHUX MPUHAJIOKHOCTEIl HOTapUyC, CEKpeTaph WM akTapuyc?

17. CrocoOHOCTh JTOKyMEHTA ITOBJIEYb 332 CO0OH MPaBOBBIE IOCIENCTBUS SIBISETCS €ro
CHJIOH.

18. PexBU3UT, KOTOPBIA (PUKCHPYET pElICHHE JIKIA (COTIacke WM HECOTJIacHe) MO MOBOIY COJCPIKAHMUS
JIOKYMEHTa, Ha3bIBaeTCs

19. Pe3omronms oopmirsieTcs Ha caMOM TOKYMEHTE HJIH Ha OTEIBHOM JIHCTEe?

20. OT KaKoTo JIMIIA M3JIaraeTcst TEKCT MPOTOKOIIa?

21. Kakue ycraHOBIeHbI cTaHAapTHBIE (OpMaThl OJIAHKOB IOKYMEHTOB?

22. Kakoil ToKyMeHT opraHu3aniy Hellb3st 0QOPMUTH Ha 0011ieM OJIaHKe: MUChMO, IPHUKa3 MK 0TYeT?

23. Kaxoii peKBH3UT OpraHu3alHOHHO-PACTIOPSANTEIBHOTO JOKYMEHTA SIBJISCTCS IEPEMEHHBIM?

24, Ecnu nepe Z0IDKHOCTBIO B KOHIIE JOKYMEHTA PYUYKOH CTaBUTCS KOCAsi YepTa, IIPUITHCHIBACTCS «H.0.» U

CTaBHUTCS MOJIKCh HE TOTO IIMIA, JAHHBIE KOTOPOTO PACIIM(pPOBAHBL, TO TAKOW JOKYMEHT TepsieT CBOIO
IOPUIMIECKYIO CHITY?

25. B crpoutensHOM koomeparuBe «CTpoiicepBrcy» OblT 00HapykeH (aKkT HENPaBHIBHOTO UCHOJIB30BAHHS
CTPOHTEIIbHBIX OTX0J0B. IIpu mpoBepke pabOTHI CKJIaga MUJIOMATEPHUANIOB YCTAHOBIICHBI (DAKTHI OTIIYCKa B
KOTEJIbHYIO U CXKMI'aHHMA OTXOJOB NMWJIOMATEepUasIoB UIMHHOW cBbime 20 cM. B pacmopsautensHON dacTu

cleyer MPEUIOKUTD 3aBeyIONEMY CKJIJIOM
OpraHU30BaTH paboty o peanusanun OTXOJIOB JaCTHBIM JIAIAM.
Kakoit TOKyMeHT 03BOJIHT PErIaMeHTHPOBATh OTIYCK CTPOUTEIHHBIX OTXO0B?

26. I[TepeuncauTe BUIBI IEKTPOHHOTO TIOKYMEHT0000poTa

27. ABTOMaTH3HMPOBaHHBINA Ipoluecc Mo paboTe ¢ AOKYMEHTaMH B DJIEKTPOHHOM BHje 0e3 IeuaTH Ha
Oymare — 310

28. SBnsieTcs JIM TapaHTUPOBAHHOE MMUCEMO IOPHINIECKUM JIOKyMEHTOM?

29. UYro o3Hauaet ab6peBuarypa 310
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30.

K xakoii Irpynne 10KyMEHTOB OTHOCUTCS ITPOTOKOJI
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