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1. HOACHUTEJIBHASA 3AIIMCKA

KOMIUIEKT  MHCTPYKIIHOHHO-TEXHOJIOTMYECKUX  KapT IpedHasHaueH [Uld  BBIIOJIHEHHS
HPAKTHYECKUX paboT MO AUCHUIIINHE «/I0KyMEHTaUMOHHOE 00ECIIeYeHNE YIPABICHUA» ¥ HAIEIEH Ha
OKa3aHye NPaKTHYECKOM U METOIHYECKOHN TOMOIIKM 00yUYatOIUMCs B BBIIOIHEHAHN IPAKTHYECKUX padoT,
B OpraHM3alli¥ CaMOKOHTpOJA, (OPMHUPOBAaHMH HABLIKOB aHANM3a CBOEH HEATENBPHOCTH HA YPOKE,
NOBBIIEHHS 00IIEH KOMIIETEHTHOCTH.

Kypc mucumrinebel «JJOKyMEHTAlMOHHOE OOECIEYeHne yNpaBieHus» paccuutan Ha S0
ayIUTOPHBIX 4YacoB, M3 KOTOPBIX 20 4YacoB - NPaKTUYECKHE 3aHATHA,  KOTOPBHIE IPOBOAATCA IIOCHE
H3y4YEHHUS TeM.

[IpakTHYeCcKWe 3aHATUS, INIPEXIE BCEro, BBINONHAIOT TPAJUIMOHHYIO 331ady OOydeHud,
XapaKTEPHYIO JJI1 MHOTHX y4eOHBIX AMCUMILIMH: CIIOCOOCTBYIOT O0Jee MPOYHOMY YCBOEHHMIO OCHOBHBIX
HAyYHBIX NOHATHH M IOJIOXKEHWUH, TOMOrarT TPEHUPOBATh IaMSITh U JIOTHKY, y4aT CaMOCTOSTEILHOCTH.
B 5THX Hensdx B NPAKTUUECKUX 3aTaHMAX IIPUBENCHBI PA3NHYHBIC NPHEMBI NPOBEPKH, 3aKPEIICHUS M
pa3sBUTHs 3HaHMU (pa3bsICHEHWE MOHATHM, BHINONHEHHE TBOPYECKUX 3aJaHMM,  TEPMUHOJIOTHYECKHE
TPEHUHTH, BHIOIHEHNE IPAKTUIECKHX 3afanuit). IlpakTudeckue 3aHsATHA TPOBOAATC IPH GPOHTATBHOM
OpraHu3aIuy padboThl, KOTOpast UMEET Psifi IIPEUMYIIECTB:

© paboThl TPOBOAATCS IIOCIE M3YyYEHHS COOTBETCTBYIOUIEH TEMBI IPOrPaMMBI, IEPEXOIs
TIOCIIEOBATEIBHO OT MPOCTBIX 3adaHuM K 60JIEe CIIOXKHBIM;

® 3HAUNWTENBHO OOJIErdaeTcsl PYKOBOJCTBO [EATENBHOCTH OOy4alomMxcs U HaOIOJEHME 3a
XOJIOM BBIIIOJIHEHHUS UMM IPAKTHIECKHX PadoT;

e BO3MOXXHO IIPOBEIEHHE IPYIITOBOTO HHCTPYKTAXA M0 BBIIOIHEHUIO IPaKTHIECKUX padoT;
9KOHOMHT y4eOHOE BpeMs;

II03BOJISIET BOBJIEYb BCEX 00yUAIOMIUXCS B paboTYy;
IlaeT MPOCTOP TBOPYECKOMY MBIIIIEHUIO;
II03BOJISAET MOHSATH, HACKOJBKO IITyO0K0 00yJaronuecs yCBOMIN MaTepuall.

[Tocrne BBIMOJHEHHS MPaKTHYECKOH paboThl moaBonsATca uroru. OOydarommecss INOKa3bIBAIOT
BBITIOJTHEHHYIO paboTy Ha [IK i caaroT BBIIONTHEHHBIE PAOOTHI.

B xome mpakTmyeckoil paboThl MPOBOIATCA HMHAUBHIAyanbHbBle Oecenbl. Kpurepusamu oneHKu
SIBJISIOTCS IPABWIBHBIE U TOYHBIE OTBETHI, ITIyOHMHA PACKPBITHS BOIPOCOB, a TaKXKe NPABUIIBHBIE OTBETHI
Ha KOHTPOJIBHBIE BOTIPOCHI.

B cocraB xoMmieKTa BOILIHA HHCTPYKUMOHHO — TEXHOJOTHYECKHE KapThI IO TEMaM:

e TpebGoBaHMs K COCTABICHUIO ¥ OQOPMIICHUIO NOKYMEHTOB;

e Oprasu3alnroHHO- PaCIIOPSIIUTENIbHBIE TOKYMEHTH];

¢ JIOKYyMEHTHI I10 TPYJOBBIM OTHOIICHUSM;

e Opranuzanus JOKyMEHTO000poTa: IIpueM, 00paboTKa, perucTpanys, KOHTPOJIb, XPaHEHHE
IOKYMEHTOB, HOMEHKJIaTypa Jell;

o CoBpeMeHHbIE HHPOPMAIXOHHBIE TEXHOIOTUH B IEIOIPOU3BOICTBE.

B pesyapraTe  BBINOJMHEHHS COBOKYNHOCTH IPAaKTHYECKHX pabOoT IO  JUCLHUILIMHE
«JIoKyMeHTaunOHHOe obecreueHrne yHpaBleHUs» y 0Oydalolerocs IOJDKHBI OBITh CHOPMUPOBAHBI
cremytomye ooume 1 NpodeccHoHaIbHbIE KOMIIETEHIIUM:

Ta6muna 1 — O6mue u npodeccroHanbHbIE KOMIIETEHIIUH.

Kon HaumenoBanne pe3yibTaTa 00yuyeHus

[ToHUMAaTh CYIIHOCTH ¥ COLMANBHYKO 3HAYUMOCTHL cBoel Oynymeid mpodeccnwy,

OK'1 . . o
POSIBJIATH K HEH YCTOWYUBBIA HHTEpEC.




AHEUII/BI/IpOBaTB CONHUAIBHO-OKOHOMHUYECCKUC H ITOJIUTHYCCKUEC HpO6I[CMBI " OpPOUECCEI,

OK 2 HCIIOJIB30BAaTh METOABI I'yMaHHTapHO-COLIMOJIOTMYECKUX HAyK B pa3nuqm>rx BUIAX
npoheCCUOHANBLHON U COUATBHOM AESITENBHOCTH.
Oprasu3oBBIBaTh CBOIO COOCTBEHHYIO NESTENBLHOCTD, ONPEAENIATh METOIBI M CIIOCOOBI
OK3 BBINIOJIHEHHUS IPO(ECCHOHANBHBIX 3a/1a4, OIIEHUBATh MX 3(D()EKTHBHOCTD ¥ Ka4eCTRO.
Pewate mpoGneMbl, OLEHWBaTh PHUCKU W IPUHUMATH PEUICHUS B HECTAHIAPTHBIX
OK 4 CUTYalHsIX.
OcCylecTBIATE OMCK, aHATN3 ¥ OLEHKY HH(POPMaluy, HeOOXOIUMON I IOCTAHOBKH
OK'5 U peUICHUA IIPOPECCHOHAIBHBIX 3a/1a4, IPOPECCHOHATBHOTO B JTMYHOCTHOTO PA3BUTHS.
Pabotath B KOMJIEKTHBE W B KOMaHJe, oOecneduBaTh €€ CliodeHue, 3hGeKTHBHO
OK 6 of1marbes ¢ KOJUIeraMu, pyKOBOJCTBOM, TOTPEOUTENIAMHE.
CamMOCTOATENBHO ONpEAesATh 3a/1a4i NPo(EeCCHOHATBEHOTO U JINYHOCTHOTO Pa3BUTHA,
OK7 3aHUMATLCS CaM000Opa30BaHUEM, OCO3HAHHO IIaHUPOBATh MOBLIIIEHUE KBATH(UKAIHH.
CraBUTh 1€MW  MOTHUBHPOBATH [EATEIBHOCTH NONYMHEHHBIX OPraHMU30BBIBATE U
OK 8 KOHTPOJIMPOBATH WX pabOTy ¢ NPHHITHEM Ha ce0s OTBETCTBEHHOCTH 3a PE3YJIbTaT
BBIIIOJIHEHUS 3aJaHUH.
BEITE TOTOBBIM K CMEHE TEXHOJIOTHH B IpodeccuoHaNbHOM 1eITeTbHOCTH.
OK 9
Oco3HaBaTh W IPUHMMATb  OTBETCTBEHHOCTH 3@  SKOJIOTMYECKHE IOCIECACTBUS
npoheCCUOHAILHON JEATENBHOCTH COOMOJaTh DPErfiaMeHThl 10 3KOJIOTHYECKOM
OK 10 0e30macHOCTM W INPHHUUIBL PAlMOHATLHOTO  [IPUPOJONONIB30BAaHUS  BBIOMPATH
CIIOCOOBI  TIOBBILUEHHUS  JKOJOTMYECKOH ~ 0e30macHOCTH  Ipo(ecCHOHAIBHOMN
JIESITENIbHOCTY  OpraHy3alliy.
Ucnonb30BaTh MPUHIKIE! COLMATIBHOIO NApTHEPCTBA B peryanOBaHHM COLMAJIFHO-
OK 11 TPYZOBBIX OTHOIIECHUH B TOAPA3CIEHUM OpraHU3alliu.
Wcnone3oBaTh pe3ynbTaTbl HAy4HBIX HCCIeIOBaHUN B NIPOECCHOHATHLHOM
OK 12 JESTENBHOCTH YYacTBOBATH B IPOBEACHUU M OpPraHU3alW HAYYHBIX HCCIECHOBAHUMN
IO PYKOBOACTBOM  IIPOBOJUTE M OpPraHM30BBIBATHL  JIOKAJIbHBIE  HAy4HEIE
HCCIIeTOBaHUs B 00acTH NpodeccuOHANBHOMN NeSITEeIHHOCTH.
OK 13 CoOmroniaTh mpaBuiTa TEXHUKM 0€30I1aCHOCTH, HECTH OTBETCTBEHHOCTH 3a OPTaHHU3ALIUIO
MepOIpUsATUH 110 o0ecnedeHuI0 OE30IaCHOCTH TPy Aa.
CocTaBiaTh 3eMeNbHBIN OanaHc paiioHa.
IK 1.1
K 1.2 [TogroraBnuBarh JOKYMEHTALMIO, HEOOXOAUMYIO Ul TIPUHSTUS YIPABICHUYECKUX
' pellleHu# 110 SKCIUTyaTalluy ¥ PasBUTHIO TEPPUTOPHH.
MK 1.3 ['OTOBUTH UPEUIONKEHHMsT 10 OIpPEAETCHUI0 SKOHOMUYECKOH 3(deKTrBHOCTH
) UCIIOJIH30BAHUS UMEIOLErocs HeIBIKMMOr0 UMYIIECTBRA.
K 1.4 Y4gacTBOBaTh B IPOCKTHUPOBAHHM U AHAIU3E CONHAIBHO-3KOHOMHYECKOIO Pa3BUTHA
) TEPPUTOPHUH.
OcymecTBAsSTE MOHUTOPUHT TEPPUTOPHUH.
[K 1.5
K 1.6 AHanu3upoBaTh BapuaHThI IPUMEHEHH ] MOIEIIEH TEPPUTOPHAIBHOTO YIIPABIICHU.
0K 1.7 OmnpenensaTs UHBECTUIIMOHHYIO IIPHBIIEKATENIBHOCTE IPOEKTOB 3aCTPOMKH TEPPUTOPHUH.
K 2.1 BBIMOTHATS KOMILIEKC KaJaCcTPOBBIX MIPOLETYP.




OHpe}IeJISITL KagacTpOBYIO CTOUMOCTD 3€MEJIb.

[IK 2.2
BBINOTHATH KaJacTPOBYIO CHEMKY.
1K 2.3 Loy Y
K 2.4 OcCyI1ecTBIATh KaJacTPOBBIA U TEXHUYECKUH y4eT OOBEKTOB HEABMXUMOCTH.
®dopMUpOBATEH KATACTPOBOE AEIO.
TK 2.5 pMup AacTpOBOC &
K 3.1 BrimonusaTe paboTel 1O KapTorpado-reoe3udeckoMy OOECIIeYeHHIO TEPPUTOPHH,
) co03/1aBaTh rpauyuecKue MaTepuabl.
1K 3.2 HMcrons30BaTh TOCYyI2PCTBEHHBIE T€0JIE3UUECKUE CETH M UHBIE CETH AN IPOU3BOJCTBA
' kapTorpado-reoie3udecKux pador.
K 3.3 Vcrmonp30BaTh B MPaKTUIECKOH AEATENEHOCTH FeOMHGOPMalliOHHEIE CUCTEMBI.
[IK 3.4 OnpenensaTs KOOPAUHATHI TPaHUL 3¢METBHBIX YYaCTKOB U BEIYHUCIIATE HX IUIOIIA/IH.
IIK 3.5 BBIIOIHATE OPOBEPKY U FOCTHPOBKY T€0JIe3UIECKUX TPUOOPOB U HHCTPYMEHTOB.
K 3.6 BEINOJIHATEL IIOJNIEBBIE M KaMepallbHbIe TIeoje3uyeckue padoThl II0 Pa3sBHUTHIO H
' PEKOHCTPYKIMHK CeTel CONMAIBHOTO Ha3HAUeHHUs (OIIOPHBIX MEKEBBIX CETEH).
1K 4.1 OcymecTBisaTs c6op u 06paboTKy HEoOXOOMMOH W JOCTaTOYHOW HMHpOpManuu 06
' 00BEKTE OIEHKH ¥ aHAJIOTHMYHBIX 00BEKTax.
K 4.9 ITpou3BOAMTE PACUETHI 110 OLEHKE 0OBEKTA OIICHKH Ha OCHOBE NIPUMEHUMEIX II0OJX0I0B
' ¥ METOJIOB OLIEHKH.
K 4.3 O606mars pe3ynpTaThl, IIONY4YEHHBIE [OAXOZaMH, K JAaBaTb ODOCHOBaHHOE
) 3aKIroueHre 00 HTOrOBOH BEJIMUMHE CTOMMOCTH 00BEKTa OLIEHKH.
K 4.4 PaccunTEIBATE CMETHYK) CTOUMOCTH 3[JaHWM ¥ COOPYKEHUM B COOTBETCTBUH C
' IEeMCTBYIOIIUMHI HOPMATHBAMU H [IPUMEHIEMBIMHI METOAUKAMH.
[IK 4.5 Kraccuduuposats 31aB1s ¥ COOPYKEHUS B COOTBETCTBUY C IIPHHSTON TUIIOTIOTHEH.
K 4.6 OdopMJIATh OLECHOYHYIO HOKYMEHTAllMI0O B COOTBETCTBHH C TPeOOBAHUAMH
) HOPMATHBHAIX aKTOB, PETYIUPYIOIUX IPABOOTHOUIEHHUS B 3TOH 06JIaCTH.
OpraHu30BBIBATh CBOKO JEATEIBHOCTh KaK MHIUBUAYaAJIBHOIO IIPEAIPHHUMATENS
IIK 5.1 (kamacTpOBOIO WHXEHEpa) MM KOJNJIEKTHBA OpraHu3allid B COOTBETCTBHH C
BBLILIETPUBEACHHBIMY BUAAMU IS TEIbHOCTH.
K 5.2 [TnanupoBaTh NPEANPUHAMATEILCKYIO AEATENBHOCTE B OTYUTHIBATHCS 3a HEe.
K 5.3 VYcTanaBnuBaTh MAPTHEPCKUE CBS3H, 3aKIIFOYATh XO35SHCTBEHHBIE TOTOBOPHI.
K 5.4 ObecnieynBaTh MONyYCHUE IPUOBUTH OT XO3SAMCTBEHHON AEATEILHOCTH.




2. FHCTPYKIIMOHHO - TEXHOJIOTTHYECKHUE KAPTHI

IIpakTugeckas paGora Nel

Tema 2.1: TpeOoBaHHs K COCTABIECHUIO U O(POPMIICHHIO JOKYMEHTOB

HaumenoBanue padorbr: OdopmieHre T0KyMEHTAlUKM B COOTBETCTBUM C HOpMaTUBHOU 6a3oi,
B T.Y. HCTIONIB3YS MH(DOPMAI[MOHHBIE TEXHOJIOIUH

Ilean 3aHATHSA: HAYYUTHCS COCTABIIATH OJIAaHKH HOKYMEHTOB M O(QOPMIIATH PEKBU3HUTHI, COITIACHO
['OCT P 7.0.97-2016, 3axkpenuTh NONyYEHHBIE 3HAHHs, BBIPaOOTaTh HABBIKM CaMOCTOSTEIBHOIO
0000IIeHNs 3HAHUK 110 IPORIEHHOMY MaTepuaiy, copMHpoOBaTh YCTORUMBOE, OCOZHAHHOE OTHOLICHHE
K U3yYECHHOMY MaTepuay.

®opmupyembie kommerennmu: OK 01-13, ITK 1.1-1.7, IIK 2.1-2.5, [IK 3.1-3.6, I1K 4.1-4.6, IIK
5.1-54

CTyneHT J0JIKeH:

3HATh:

- TOCT P 7.0.97-2016. Hauuonaneuslif crangapt Poccuiickoit ®epepanuu. «Cucrema
craumaptoB mo wuHGopMauuy, OuOIMOTEYHOMY W um3JaTenbcKkoMy neny. OpraHu3aluoHHO-
pacnopsauTeNbHas fokymenTanus. TpeboBaHus K 0QOPMIIEHUIO TOKYMEHTOBY;

- IOHATHE PEKBU3UTY, «OIaHK~-HOPMYIIAp», HA3BaHUE PEKBU3UTOB;

- BUIBI OJIaHKOB;

- TpeboBaHMA K OlIaHKaM CITy»)eOHOTO TOKyMEHTa;

- COCTaB pPEKBU3UTOB OPraHU3alMOHHO-PACIOPSIIUTENFHON MOKYMEHTAlMM M IIpaBHIa HX
oopMIiTeHuUS;

yMeTh:

- pacmoJiaraTh PeKBU3HUTHI Ha OJaHKe UK JucTe OyMaru B yCTaHOBJICHHOM MOCNEN0BAaTENIFHOCTH B
COOTBETCTBUHU € HOPMYIISIPOM-00pa3IioM;

- 0(hOpMIISITH OCHOBHBIE BUJIBI OJIAHKOB JOKYMEHTOB.

Hopma Bpemenu: 2 gaca.

OcHamenne paGodero MecTa: II0CAJOYHBIE MECTa IO KOJIMYECTBY oOOydaromuxcs; pabouee
MECTO IIPETIoIaBaTes.

Cpencrsa o0y4ennsi: yaeOHO-METOAUYECKHHA KOMILIEKC.

Texnnka OesomacHocrn: C I@paBuIaMd TEXHUKM O€30IIACHOCTH Ha pabodeM MecTe
O3HAKOMIICHBL.

3aganue 1. PaccMOTpeTh cXeMy pacllolOXEHHs OCHOBHBIX pekBu3uToB OPJl M ykasaTe Ha3BaHHE
KaXX/IOTO PEKBHU3UTA.

JlaTb MHCEMEBHBIN OTBET.

1. Iepeunciuth BU/IBI OJAHKOB JOKYMEHTOB OpraHH3alMy ¥ yKa3aTh OCHOBHBIE TPEOOBAHUS K CO3IAHHUIO
nokymenta o ['OCT P 7.0.97-2016 Hauumonansuwiii cranmapt Poccuiickoit ®@enepanuu «Cucrema
cTagmapToB 1o wuHGpopmaiuy, OuOIMOTEYHOMY UM  H3harensckoMy Jeny. OpraHu3alyoHHO-
pacropsauTeNnbHas foKyMmeHTanus. TpeboBanus K oQOpMIEHHIO JOKYMEHTOB .

2. Kakxue pexBU3UTHl HCIOIB3YIOTCS Ul COCTABIEHUS STHX OaHKoB? [ CO3MaHMs KaKUX JOKYMEHTOB
9TH ONaHKHA IPUMEHSFOTCS ?

3amanme 2. Ha mucrax dopmara A-4 coctaButh U opopmuts cornacio I'OCT P 7.0.97-2016:
1. oOmuii 61aHK;
2. OJaHK IIHCHMA;
3. OnadHK nuchbMa JOHKHOCTHOTO JIMIA;
4, OnaHK KOHKPETHOI'O BHIA NOKYMEHTa



ucnons3ys naneele AIIOY CO «CapaToBckuil Komiemx CTPOUTEIHCTBA MOCTOB M I'MIPOTEXHUUECKUX
COOPYXKEHUI»

a) P YIJIOBOM PACIOI0XKEHUH PEKBU3HUTOB;

6) IIpu IPOJIOTIBHOM PACIIOIOXKEHUU PEKBU3HUTOB.

Heobxonumsie 3HageHus:

pa.]

MUHUCTEPCTBO OBPA3OBAHUSI CAPATOBCKOM OBJACTH

rocylapcTBeHHOe  aBTOHOMHOe  mpodeccHOHANBLHOe  00pa3oBaTeNbHOE  yUpexkKIeHHe
CapartoBckoii ob61acTu

«CaparoBckuil KOJUIEK CTPOUTEILCTBA MOCTOB H THAPOTEXHHYECKHX COOPY KEeHHID)
(TAHHOY CO «CKCMI'Cy)

410028 Capatos, yi. Pabouas, 1. 14,

Ten. (8452)23-56-68, Ten/baxc 22-33-46, 20-86-06,22-30-27

E-mail: sksmgs@yandex.ru http://sksmgs.ru

OKIIO 1393013, OI'PH 1026403357650,

WMHH/KIIIT 6454006163/645401001

3aganue 3. [Ipoeeputs ceOs U 1aTh YCTHBIN OTBET.

KonTpoabHbIe BONPOCHI:
1. Yto Taxoe pekBU3UT?
Yro Takoe OJaHK JOKyMeHTa?
Kakue Buzpl 01aHKOB CYIIECTBYIOT?
U3 kakux pazgenos cocrout ['OCT P 7.0.97-20167
Ckonbko pexsusutoB couepxut ['OCT P 7.0.97-20167
CKOJIBKO aJIpecoB MOXXHO MaKCUMaJIbHO IIOMECTHTh Ha OTHOM JIOKyMeHTE?

£h P s B9 2



IIpunoxenne
O6pa3en o0mero 6,1aHKa OPraHU3aNUy ¢ NPOJOJbHBIM PACHOJIO}KEHHEM PEKBU3HTOB

POCAPXUB

®denepanbHoe OIOIKETHOE YUPEKIEHHE
Bcepoccuiickuii Hay4HO-HCCEeA0BATENBCKUA HHCTUTYT
JIOKYMEHTOBEAEHHUS M apXUBHOIO Jeiia
(BHUMIOAL)

Mocksa

06[)336[1 0JIaHKA NMUChMA ¢ YIJIOBBIM PACloJIOKEeHHUEM PEKBH3UTOB

POCAPXHB

denepalbHOE OIOIKETHOE YUPEXKIEHUE
Bcepoccuiickuii Hay4HO-UCCIIEN0BATENbCKU I
HUHCTHUTYT JOKYMEHTOBEACHHUA W apXUBHOTO Agyia

(BHUUIAD)

Tlpodcorosnas yn., n.82, Mocksa, 117393.
Ten./dakc (095) 718-78-74
e-mail:@vniidad.ru; http: www.vniidad.ru
OKIIO 02842708; OI'PH 102700380795
WHWH/KIIIT 7708033140/771001001
Ne
Ha Ne oT

Oﬁpaseu 0J1aHKA MUChbMa ¢ NpOoXOJbHLIM PACIIOJIOKCHHEM PEKBU3HUTOB

POCAPXHB

DenepanbHOe OFOVKETHOE YUpexkIeHHE
Bcepoccuiickni HayuHO-UCCNEN0BATENbCKUIA HHCTUTYT
JIOKYMEHTOBEIEHHUs U apXUBHOIO JAesa
(BHUMAAL)

[TpodcoroznHas yi., 1.82, Mocksa, 117393,
Ten./dakc (495) 718-78-74 e-mail:@vniidad.ru;
http: www.vniidad.ru
OKIIO 02842708; OI'PH 102700380795
WUWH/KIIIT 7708033140/771001001

Ha Ne oT




O6pasen NpogoabHOro 61aHKa MUCHMA JOKHOCTHOrO JIHIA

POCAPXUB

DenepanbHoe OIOKETHOE YUPEKIACHHE
Bceepoccuiickuit Hay4yHO-UCCIEeA0BATEIbCKUH HHCTUTYT
JIOKYMEHTOBEIEHUS 1 apXHUBHOTO Jesia
(BHUMAAL)

JIUPEKTOP

[Mpodcoroznas yin., 1.82, Mocksa, 117393.
Ten./dakc (095) 718-78-74 e-mail:@vniidad.ru;
http: www.vniidad.ru
OKTIO 02842708; OI'PH 102700380795
WHWH/KIIIT 7708033140/771001001

Ha Ne oT
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IIpakTueckas padora Nel (mpogosrkenue)

Tema 2.2: Oprasu3aiiuoHHO - pacOPAIUTEIBHbIC JOKYMEHTEI
Haumenopanue pab6oter: OopMieHne TOKyMEHTAIMH B COOTBETCTBUY ¢ HOPMATUBHOM 6a304i.
IMeas sapsTHs: cHOPMHUPOBATH HaBBIKM O(OPMIECHHS OpraHU3alHOHHO-PACTIOPSAUTENLHOM
JOKYMEHTAlMK, 3aKPENUTh IIOJIYYECHHBIE 3HAHUA, BRIPA00OTaTh HABBIKH CaMOCTOSTEIBHOIO O0OOIIEHUS
3HAHMH @0 IPOMICHHOMY Marepuany, COOPMHpPOBATH YCTOHUHBOE, OCO3HAHHOE OTHOLIEHHE K
U3Y4YEHHOMY MaTepHuay.
®opmupyembre komuerennuu: OK 01-13, [IK 1.1-1.7, TIK 2.1-2.5, TIK 3.1-3.6, IIK 4.1-4.6, TIK
5.1-5.4
CTyaeHT X0JUKeH:
3HATh:
~ KIacCuGUKAIUIO OpraHU3alMOHHO-PACIOPSIUTENFHOM JOKYMEHTAIIHY;
— HasHayeHWe, CTPYKTypYy M COIOEpXKaHME CHUCTEMBl OpraHH3alMOHHO-PACTIOPSIUTEIBHOM
JIOKYMEHTALVH;
- Tpe6OBaHUS K COCTABJICHHIO OPraHM3aAHOHHO-PACIIOPSAUTEILHON JOKYMEHTAIIHY.

yMeTh:
— 0hOpMIIATh OpraHU3allMOHHEBIE, PACIOPATUTENbHBIC, CIPABOYHO-MH(GOPMAIMOHHEIE BHIBI
JOKYMEHTOB.

Hopma Bpemenu: 8 yacos.

Ocnamenne pabodero mecra: IOCaJOYHbIE MeCTa II0 KOJMYECTBY OOydarommmxcs; pabouee
MECTO TIPETIOIaBaTeNs.

CpencrBa 00y4yeHus: yueOHO-METOANYECKUN KOMILIEKC.

Texnnka G6e3omacHoCTH: C IpaBUIaMU TEXHUKH 6€30NaCHOCTH Ha paboyeM MeCTe 03HAKOMIIEHEL

33}:[aHI/Ie 1. I[aTL OTBETHI Ha CJICAYIOIIUE BOIIPOCHL.

1. Yro coboit mpenctaBnger YcraB opraEmzanuu? KakoBel OCHOBHBEIE TPeOOBaHMSA K €ro0
COCTaBJICHHIO U o opMieHuI0. 13 Kakux pasmenoB COCTOUT YCTaB.

2. Kax odopmuts [Tomoxenue 06 otnene uin ciyx6e opranusannu?

3. Yro Takoe MHCTPYKUHUS, KaKOBO €€ coiepxanue U opopmienne? Haznauenne HHCTPYKLMAH.

3aganne 2. PaspaboTaTh [JODKHOCTHYIO HHCTPYKIHIO HCIIONB3YsS HEOOXOMNMBIE DPEKBHU3HUTHI JIJIA
CIENYIONNX JOMKHOCTEH!

v CICHAINCTA I10 3EMEJIBHO-UMYIICCTBCHHBIM OTHOIUCHHSIM,
v KaZaCcTpOBOI'O HHXXCHEPA.

3amanne 3. [laTh OTBETHI HA CIIEIYIOLINE BOIIPOCHL:

1. Ilepeuucnure peKBU3UTHI MpUKa3a IO OCHOBHOM AESITENLHOCTH.
2. OcobeHHOCTH COCTABIECHUS U OQOPMIICHUS PACTIOPSDKEHEIS,
3. IlpaBuna oopmieHHsT TOCTAHOBICHHUA?

3aganne 4. Ha oOmem OnaHke KOJUIEXKa COCTABUTH IIPOCKT MPHUKA3a MO OCHOBHOM JEATENHLHOCTH 00
00€eCTICYEHUH TTPOTUBOTIOKAPHOTO COCTOSHIS KOJIeIKA.
B xoncTarupyromiet (mpeamOyne) 4acTd yKa3aTh HPUUUHY U3IAHUS IIPUKA3A.
B pacniopsinurenpHOM yacTh:
- Ha3HauybTEe OTBETCTBEHHOTO 32 IOKApPHYIO 6€301aCHOCTD B I[ETI0OM 10 KOJUIEIKY;
- Ha3HAubTe OTBETCTBEHHBIX 3a IIOXKApHYIO O€30MacCHOCTh KaOWHETOB, 1a0opaTopuit ¥ ApYyrux
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HOMEINEHHH (KOpUIOP, TIOABAN);

- 3alpeTUTe KypeHue B HEMPEAHA3HaYCHHBIX I 3TOrO MECTAX;

- nafite 3amanue pabOTHUKY, OTBEYAIOMIEMY 34 CAaHHUTAPHOE COCTOSHHUE, OOECIEUHMTH OYHCIKY
TEPPUTOPHUH U IOMEIIEHNUH OT OTXOJOB ¥ FOPIOYMX MATEPUATIOB, YKa)KUTE CPOK MCIIOIHEHHUS;

- IpUKaXWTE Ha CIydail BOHHKHOBEHHS IOXapa CO3JaTh IIOXKapHBIH pacueT B cocTaBe 6-8 uesoBek
(yxaxute ©.11.0.);

- YK&XXHUTE JOJUKHOCTHOE JIMI0, Ha KOTOPOE BO3JIAraeTcsi KOHTPOJIb 3a HCIIONHEHHEM IpHKas3a (3aM.
mupextopa mo AXY).

OcranbHbIe peKBH3UTHI (HauMeHOBaHKUEe A0DKHOCTEN U D.1.0. pabOTHHKOB) — Ha Ballle YCMOTPEHHE.

3aganue S. CocTaBbTe BRIIMCKY U3 IIPHKa3a O CO3MaHUH IIOXKAPHOTO pacyeTa.

3ananue 6. Ha oOmiem Gnanke MpeanprsaTas B KaUeCTBE KOMMEPUYECKOr0 JUPEKTOPa COCTABbTE IIPOEKT
PacIOpPsLKEHHS O IPOBEICHUH CIIY)KEOHOTO PacciieIOBaHMA.

B koHCTaTHpYrOIIEH YacTH YKaXuTe IPUYUHY H3JaHus pacnopspkeHus (pakT yTpaTsl 2 JOKYMEHTOB,
umeroiux rpud «KonduaenuuaasHo»).

B pacnopsaurensHO# yacTu:
- [pPUKaXHWTE CBOEMY 3aMECTHTENI0 CO3JaTh pabodyl0 TIpyNIy Ui HPOBEAEHHsA CIIyXKEOHOro
paccieoBaHus U YKAXKUTE CPOK UCTIOIHEHNS;
- mopyuuTe paboyeil Tpynne yCTaHOBUTE IPUYKMHBI M BUHOBHBIX B yTpaTe JOKYMEHTOB;
- JaiiTe 3ajaHie HaYaJlbHUKY OTAENa KaApoB IIOATOTOBUTH IUIAH MEPONPHATHH 10 YCHUJIEHHIO
ofecIreuenns COXpaHHOCTH JOKyMEHTOB, UMetomux rpuds! «ICITy, « KonbuaeHIHansHo, ¥ IPeJOCTaBUTh
ero Bam B cpok 710...;
- YKa)XXUTE JOJDKHOCTHOE JIMIIO, HA KOTOPOE BO3JIaraeTcs KOHTPOJIb 38 UCIIOJHEHUEM PACIIOPSHKEHHSL.
OcranbHble PEKBH3WTHI (HaUMEHOBaHME npeanpuarus, nowxkHoctedt u ©.M.0. paOoTHHKOB, naThl) — Ha
Balfle yCMOTpPEHUE.

3apanue 7. JlaTh OTBETHI HA CIEAYIOLUUE BOIPOCHL:
1. Hasuavenwuie u BUIBI CIPABOYHO-UH(POPMAIIMOHHBIX TOKYMEHTOB;
Kakue TpeboBaHUS NpeabsIBISIOTCA K 0OPMICHHIO IPOTOKOIA;
[opsimok cocTaBneHus u OPOPMIICHHS TOKIAIHBIX, CIIyKEOHBIX 1 O0BICHUTEIBHAIX 3aMUCOK;
Knaccubukarus 1enoBbIX IHCEM;
Bune! aktoB. Ero CTpyKTypa U peKBU3UTHL

S G S

3amanme 8. CocTaBuTh CIy)XeOHOE€ HHHIIMATUBHOE muchMo-HanomuHanue (cornacHo 'OCT P 7.0.97-
2016) o cnemyromuM JaHHBIM:

asmop nucbma —3A0 «KKBAHTPA»,

anpec: nep. CtpemsiHO#, 36; Mocksa; 113054,

ten. (495) 758-12-95

OKIIO 03944527,

OI'PH 1038800839857

WHH/KIIIT 5708022410/817002002;

IOJNMChIBaET MUCHEMO - nupekTop Bonoxos U.B.;

aopecam: mupextop OO0 «JIMAEP» Coxonos A H.;
agpec: yi. Octoxenka, 1.9; Mockga; 142274;

Ten. (495) 548-56-98

OKTIO 04956728; OT'PH 1056600849824

WHH/KIIIT 2508022310/624002004.
ITuceMO SBJISETCS HAIOMUHAHUEM O TOM, 4YTO 00s3aTeNnbcTBa 1Mo KOHTpakTy Ne 25 ot 14.02.2020 o

IIOCTaBKe MeOeny He BRIIONHSIOTCS. CpOK OTIPY3KM HCTeK 2 (IBe) Hemenu Hasal U 3afepskKa [TOCTaBKU
MOYKET IIPUBECTH K IIPEKPAIIECHHIO COBMECTHOH JIESITENEHOCTH.
12



3apanue 9. CocTaBUTE OTBETHOE MUCHMO, B KOTOPOM OYyJET COOOIIEHO O MpWYHHE 33AEPKKH [TOCTABKU
MeOeJH U IPUHATBIX Mepax.

3aganne 10. CocraBuTh CilyxeOHYI0 3anucKy Ha ums pykosoxutens OOO «Pakypc-Kamactp» ot
KaJacTpOBOIO HHXEHepa ¢ IpockOO OTHPaBUTH B KOMAHAMPOBKY CIEIMANHCTA IO 3e€MEJIBHO-
UMYIIECTBEHHBIM oTHomeHusAM CosnoBbeBa Mpana IlaBnoBrM4a Ha Kypchl NMOBBIIICHHS KBAJTH(DHUKAIIUU
«3emenbHBIM KazacTp. 3emueyctpoiictBo» ¢ 01.03.2020 no 01.04.2020 B cBI3M ¢ NpOU3BOACTBEHHOMH
HEOOXOTUMOCTHIO.

Henocraromue peKBU3UTHI YKOKUTE CAMOCTOSITEIHHO.

3ananme 11. OrpenakTupoBaTh NIPEIOKEHHBIN TOKYMEHT:

Cunoposy A.C.
JTHPEKTOPY KOJIIEKA
oT Myxuna B.A.
[IperoiaBaTesns
OOBSICHUTENbHAS 3aIHCKa
O CpbIBE 3aHsTHUs B rpymme Ne7
B cBsi3u ¢ HesBKO# Ha 3aHATUS o uctopuu 20 ygaumxcs 14.02.13 r., uX OpUILUIOCE OTMEHHUTb.

15.02.13r.

[TpenonmaBarens Myxun B.A. 1/

3aganue 12. CocTaBUTh U OPOPMHUTH aKT:

KoMmuccuss nmoxa mpencenaTeasCTBOM HAYAIbHUKA TEXHHYECKOH rpynisl A.A. BoIoBOro u WwieHOB
komuccur bopucora M.IO., HauanpHUKa aAMUHUCTPATUBHO-X03sHCTBEHHOrO otxaena, Cmupnosa JLII.,
Oyxrantepa, u Pomanosoit U.K., opuc-menemxepa, 3A0 «JIeoHTHS» HA OCHOBAHUU JOKJIATHOM 3aIIUCKH
opuc-menemxepa W.K.Pomanomoit 11.07.200__ r. mpoBena NpoBEpKY TEXHUYECKOTO OCHAIICHUS
[IPUEMHOM TIE€HEpaAJLHOI0 AUPEKTOpa M IMpPU3HAla HErONHBIMU UL OKCIUIyaTaldd KOIMPOBAIBHBIH
anmapar Xerox 345(1 mit.), mpenep (waB.HOMep 367, 1 wmr.), dakc 47823 (1 wrt.). IlpusHaHHag
HETIPUTOIHOM IS SKCIUTyaTalluy TEXHUKa OblIa epefjaHa Ha CKia] npeanpustus. [1o yctaHOBIEHHOMY
bakTy KOMHCCHS COCTaBHJIA aKT IpHEMa-Tiepeladyd OprreXHWKU B 3 9Kk3. (1-1 3K3. — HaYaIbHUKY
aIMUHUCTPATUBHO-XO3AMCTBEHHOTO OTENa, 2-H - [NIaBHOMY Oyxranrepy, 3-it - B aeno 23-02), KOTOpeIi
ObL1 yTBEpAKACH renepaibHeM qupekTopoM 11.M.CtenanoBbiM.

3aganne 13. CocTaBuUTh NPOTOKOJ 3acelaHUs WMHHUUIMATUBHOM Tpynmbl U3 7 4eloBeK. B moBecTke:
ykaxxute 2 Bompoca: 1.06pazoBanue OOO «®axeny moxnaguuk [1.K.Ozepos; 2. Co3manue Ycrasa

noxnagauk O.B.Pyros.
B mocTaHOBIEHHH YKaXUTE OTBETCTBEHHOE JIMIO 3@ pa3paboTKy YcTaBa, €OMHOTJIACHOE PELICHHUE O

co3mauuu OO0 «Dakeny.
Henocraromue peKBU3UTHl YKaXHUTE CaMOCTOSITENIBHO.
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3aganue 14. [Iposeputh cebsi v 1aTh YCTHBINA OTBET.

KoHTpoJ/ILHBIE BONIPOCHI:

—

OpraHu3aunoOHHBE JOKYMEHTHI: Ha3HAYEHHE, BUB], TAIbI IOATOTOBKU U IOPSIOK 0)OPMIIEHHS.
YT0 Takoe MOJDKHOCTHAss MHCTPYKUus? EE 3HaYeHHe B KOMILUIEKCE NOKYMEHTAIUU YUPEKICHWS,
IPEANPUATHS, OPraHU3aALUH

[lepeuncnure CTaAuy TOJATOTOBKY PACIOPSIUTENBHBIX JOKYMEHTOB.

[Ipukas. Ero Buas!.

Brimucka u3 npukasa. [IpaBuina odbopmiieHus.

[TpaBuia cocTaBieHUs ¥ 0OPMIIEHHS PaCIOPSKEHUS.

Hasnavenue, BB ¥ NpaBuiia 0QOpMIICHUS CIIPABOYHO-UHPOPMAIIMOHHBIX JOKYMEHTOB.
IIporoxon. HazHayeHue U peKBU3UTEI.

Yro Takoe ciyxebHOe mucbMo? ETo MeCTo B 1eN0BOM IIEpEIHCKeE.

10 Kaxue tpeboBanus HeoOX0auMO COOIIONATE IPH BEAECHUH IEPETIUCKY.

11. KakoBa cTpyKTypa JEIOBBIX THCEM?

12. TTopsimok cocTaBieHus U 0QOPMIICHHS NOKJIAAHBIX, CIIY)XEOHBIX 1 OOBSICHUTEIBHBIX 3aIIUCOK.

13. TTopsimox cocTaBneHus ¥ 0QOPMIIEHHS aKTa.

N

L PN U AW
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Ipunoxenue

MakeT JO/IKHOCTHOH HHCTPYKIHH

HaumeHoBanue OopraHusalnun
HaunmenoBanue CTPYKTYPHOTO ITIOAPpAa3CICHUA

YTBEPXJIARO
PykoBoauTens opranuzanuu
(IpeanpusiTHs )
N.O.Pamunus
JOJKHOCTHAS UHCTPYKUUA 00.00.0000

00.00.0000 Ne 00

Mecto usganus

3arojIoBOK
(HaMMEHOBaHHUE TOJDKHOCTU COTPYAHUKA)

CrpykTypa TekcTa

1 O6mue nonoXxXeHus

2 OyHKIMK paboTHUKA

3 JloipKHOCTHBIE 00513aHHOCTH pabOTHUKA
4 TIpaBa paboTHHKA

5 B3auMOOTHOIIEHNUS

6 OTBETCTBEHHOCTH paOOTHHKA

7 Ouenka paboThl

PyxoBogurens
CTPYKTYPHOI'O IIOpa3/Ie/IeHus NOONUCY N.0.@amunus

C uHCTpyKLIMEH 0O3HAKOMIIEH: NnooOnuUcy N.O.Oamunus
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IIpumep odopmnenus NPHKAa3a 0 OCHOBHOM /IeATETLHOCTH

(HanMEHOBaHUE NIPEIPHSTHS)

[TPUKA3

O BBenennn MHCTpYKINH
0 AEJIONPOU3BOJCTBY

B 1ensix coBepuieHCTBOBaHMS pabOTHl ¢ TOKYMEHTAMHU Ha PEANPUITHH B 00eCTIedeHHS

X COXPaHHOCTH

IMPUKA3BIBAIO:
1. YrBepauth VIHCTPYKIUIO IO AEIOINPOU3BOACTRY Ha MPEANPHSITHH.

2. Beectu B aeitcreue UHCTpYKIMIO IO AeIonpou3BoacTey ¢ ' " 20 1.

3. BceM CTpYKTYpHBEIM IOJpa3feleHHsAM H paboTHHKaM Ipexnpustas ¢ " " 20

PYKOBOAOCTBOBATLCS HpaBI/IHaMI/I pa6OTI>I C TOKYMEHTaMH, 3aKPCIICHHBIMHA B I/IHCTp}’KIII/II/I

IO JIEJIOIPOU3BOICTRY.
4. Cexperapro

obecrieuuTh THPAXUPOBaHUEe VHCTPYKIIMHU IO

(@1.0)
JIETIONIPOU3BOJICTBY | €€ Mepeaady B CTPYKTYPHBIE ITOAPA3IeNICHUS IPEAIPUITHS
jo" " 20_r.

5. KOHTpOHL 3a BBIITOJTHCHHEM HACTOAIICTO IIPpHUKa3a BO3JIOXKHUTL Ha
(nomxHocTh, §.1.0.)

I.

JlupekTop npeanpusaTus
(TMYHAs [TONKUCH) (pacugpoBka)
Busnl
(DOMKHOCTB) (nonmuce) (pacwudposka)
(moanuce) (pacuudposka)

(1ONMKHOCTB)
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IIpumep BbINICKH U3 IpHKa3a

3AKPHITOE AKHHOHEPHOE OBLUECTBO « KBAHTPA»

BLIITHCKA U3 [IPUKAZA

=3
(g
i
W

14.69.2604

Mocksa

Q ssegenmu MuctpykuuH

O HENONPOU3BOACTRY L

B memsx coseplieHCTBOBANKA paboTh c,ﬂdic}'ﬁé’" i

obecnesens s HX COXPAHHOCTH

HPHKA3IBIBAIO:

3. BceM CIPYKIYPHEIM AOAPAsAcHcHUSM M coTpyammxam  3A0
«KBAHTPA» ¢ 01.10.2004 pyxeBOACTBOBATLCA TIPABHIAMM palboTsf ©
AOKYMEHTaMH B cooTBercTeNM ¢ HHCTpYKUHEH MO AEROHPOM3ROACTBY.

OTBETCTBEHHEE ~ PYKOBOIHTENH CTPYKTYPHEIX TOAPa3AeCHHH.

Hpexrop " 7 BC.Twwos

Bepito :

Hauanpuuk Kanpenipuyn  *° JTuwnag wodnucy - - B€C Cemerntosa

15.10.2004 PR T SR I
OTTUCK

IR neYyaTu
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O6pazen ciy:xebHOro muchbMa

OrtkpsiToe akiuoHepHoe oduecTso «I'apaHT» Hupexropy 3AO «Iuanory»
(OAQO «I"apant») Opnosckomy B.A.
V. Mupa, 25, r. T'omens 246044 Vn. Pabouas, 28, r. Caparos 410028

ten.: (0232) 57 90 40, daxc: (0232) 68 30 25
e-mail: garant@garant.by
p/c 3031234560078 B punuane
OAO «bennpomcrpotibank» r. ['omens
M®O 202001234 YHH 600055
OKIIO 04956728; OT'PH 1056600849824;
WHH/KTIIT 2508022310/624002004.

14.01.2019 Ne  01-05/19
Ha Ne oT

Yeaxxaemblil Bacunuit AutoHOoBUY!

[Tpocum Bac BbicnaTe Ha Haul ajpec NpeAJoKeHHe Ha MocTaBKy OOJBIIOH MapTHU XOJIOJMIBHOTO
obopynoBanus. B npeanokeHuy NpocuM yKasaTb CTOUMOCTb OJHOH XONOAUIBHOM KaMephl MPH ONITOBOM
NIOCTaBKe, CPOKHU MMOCTaBKH, CTOMMOCTE TPAHCIIOPTUPOBKH U GOPMY OILIATHI.

3apaHee GarofapHsl U yOeXIEeHbl, UTO Hallle COTPYAHMUYECTBO OyAET MI0AOTBOPHBIM.

C yBaxxeHUEM,

Hupexrtop Hecmeposuy C.B. Hecteporuu
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O6pa3sen akra

000 "Anbda”
YTBEPXIAKO:
[eHepantHbIY ANpeKTop
VigaHoB
15.02.2018
Vearos N.W.
AKT
0b YHUITOXEHWW JOKYMEHTOB
15.02.2018 N 15

SKCMepTHasa KOMWUCCKA B COCTaBe:
npeaceaaTens KOMUCCUN:

- Hukanoposoi E.A., rnaeHoro byxrantepa;
Y/IEHOB KOMUCCHW!

- [Motanosa A.H., meHeaxepa

- Metposoi E.l., byxraatepa.

COCTaBUAa HACTOALLMA aKT O ToM, 4to fgokymeHTsl OO0 “"Anbda”, nepeuvicaenHsle B Akte OT
09.02.2018 N 12 0 BbigeaeHny K YHUUTOXEHNIO JOKYMEHTOB, HE NOANEXaLUMX XPaHEHWIO, B
xonvyectee 12 {A8eHaalaTh) Aes YHUYTOXERDI YTEM M3MEibYeHUsn B lWpejepe.

AXT COCTaBAEH 3KCNepTHOM KOMWUCCUEn B cocTase:

MNpeaceaatens KOMUCCUM - [ laBHbINA Byxrantep (noanwnce) HwkaHoposa EA
uneHbl Komuccuy - Mexeaxep (noanwnce) fTotanos A.H.
byxrantep (noanwce) fletpoea E.[1.
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06pa3eu COCTaBJICHUSA AKTA

HANUMEHOBAHUE YTBEPXJIAMO
OPI"AHU3ALIN HauMEHOBAaHHUE JTOKHOCTH
PYKOBOJUTENIS OpraHU3aUHU
AKT / /
(nmoanucy) (MHULMANE! ¥ paMUanus)
& » 20 T Ne € » 20 r

(nata)

(MecTO u3naHu)

3aronoBOK K aKTy

OcHoBanwme: (yKa3bIBaeTCsI OCHOBAHHE, TOCIY)XUBIICE MPUIMHOM JJIS COCTABIICHUS aKTa).

CocraBiieH KOMUCCHEN:
[Ipencenarens — TOMKHOCTH, HHUIUATIBL, HaMHUIHS.
YseHB KOMUCCUU — TOJDKHOCTD, MHUITHAIE], (aMMINU B I(aBUTHOM MOPSIKE.

I[TPUCYTCTBOBAJIU:
JOJDKHOCTh, UHULIMANEL, GaMunry B a1(aBUTHOM IIOPSZKE.

Texcr akta (COCTOUT U3 KOHCTATUPYIOIIEH YacTH, OMMCAHUS IPOJICTIAHHON pabOoThI, BEIBOJIOB
U TIPEIJIOKECHUH KOMHUCCHH ).

CocrapineH B SK3EMIUISIPOB:
Ix3eMIutsap 1 — KoMy (Kyna)

Ox3eMIULIp 2 — KoMy (KyJa)

U T.I.

[Tpunoxenue: (obopMiseTcs B ciiyyae HEOOXOAUMOCTH)

HpCHCCHaTGJ'IB KOMHCCHUHU

(noarmcey) (MBRMLMansl, hamunus)
UneHs! KOMHCCHH:

(noamuce) (uHuLMans, haMuIHs)

(moanuce) (HuuMansl, Gpamunus)
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ITpakTHyeckas padora Ne2

Tema 3.1: JIokyMeHTBI IO TPYJIOBBIM OTHOIIIEHUSIM.

HaumeHoBaHue padorsl: YHUQUUMPOBAHNUE CUCTEMBI TOKYMEHTAIIHH.

eny 3anaTHA: BRIPaOOTaTh HABBIKA CaMOCTOSTENLHOrO 00O0OIIEHHS 3HAHUIN 110 MPOHIEHHOMY
Marepuaiy, c(OpMHpPOBaTh YCTOHYMBOE, OCO3HAHHOE OTHOLICHWE K M3YUCHHOMY MAaTepHaily, HaBBIKH
COCTaBIIEHMsI OJIAHKOB TOKYMEHTOB, 3aKPENUTE IIOJTyUYEHHbIE 3HAHUS

®opmupyempre komnerenuuu: OK 01-13, ITK 1.1-1.7, IIK 2.1-2.5, TIK 3.1-3.6, IIK 4.1-4.6, IIK
5.1-5.4

CTyneHT n0JKeH:

3HATh:

- CTPYKTYPY ¥ COIEpIKAHUE JOKYMEHTAIIMH 10 TPYAOBBIM OTHOIIEHHUIM;

- TpeOOBaHMs K COCTABICHUIO M 0OPMIICHHIO KaAPOBOU JTOKYMEHTALIMH;

- 0COOEHHOCTH NOKYMEHTHPOBAHHUS TPYIOBBIX OTHOLICHUM

YMeETh:

— COCTaBIATH U O(QOPMIIATH OCHOBHBIC BHJIBI KaJpOBOH NOKYMEHTAUMH W YHU(DUIUPOBAHHBIE
OaHKU JOKYMEHTOB.

Hopma Bpemvenn: 4 vaca.
OcHameHne padodero mecra: IIOCAJOYHBIE MECTa 10 KOJHYECTBY OOydYaromuxcs; pabouee

MECTO IIPENoJaBaTes.
CpeacrBa o0y4eHusi: y4eOHO-METOANIECCKUIH KOMILTEKC.
Texnnka OesomacHocrn: C mpaBWIaMH TEXHHKH Oe30macHOCTH Ha pabodyeM MecTe

O3HaKOMIJICHBI.

3ananne 1. [late OTBETHI Ha CJIEAYIONIHE BOITPOCH:

1. Kakne HOKyMEHTHI NpeIbsBIAIOTCS IpU OodopMieHuH Ha pabory? Kakue HOKyMEHTHI
IIOJIIMCHIBAIOTCS IIPU TPYIAOYCTPOHCTBE?

2. [Tepeuncmuts yHHQUUEpPOBaHHBIE (OPMBI ITOKYMEHTOB, INPHMEHSEMblE B KaJpOBOM
JeJIONPOU3BOJICTBE.

8 IlossTre npukasa 1o JHYHOMY cocTaBy. IIpaBuia ero cocTaBIeHHUs.

4. Kaxue coctaBHBIE 3JIEMEHTBI U PEKBU3UTHI JOIKHEI OBITH OTPaXKeHbI B aBTOOHOTpaduu?

3apanne 2. CocTaBUTh IMTaTHOE pacnucaHue no ¢opme T-2 ma 20 rom uis OPEANPUSTHS, IO
YHCJIEHHOCTH PabOTHUKOB SBIISIOIIETOCA CYOBEKTOM Majioro busHeca.
Henocraromue peKBU3UTHI YKXKUTE CAMOCTOSITEIIHHO.

3amanue 3. CocTaBUTh Ha cBOE UM npukas no gopme T-1 o mpueme Ha paboTy. 3aHUMaeMas TOKHOCTh
«CTIELIMAITUCT 110 3€MEeTIbHO-MMYIIIECTBEHHBIM OTHOLICHUSIM .
Henocraromne peKBU3UTHI YKAXKUTE CAMOCTOSITENBHO.

3apanne 4. CocTaBUTh Ha CBOE UM IIpHKa3 110 Gopme T-11 (pacrmopspkerue) O MOOLPEHHUH 328 XOPOIIYIO
paboTy (3a JOCTHIXKEHUE BBICOKUX IIOKa3aTelel B Tpyae, K NpodheCCHOHATbHOMY MIPa3THUKY U JP).
Henocraromue pexkBU3UTH! YKaXKUTE CAMOCTOATEIBHO.

3ananme 5. CocTaBUTE aBTOOHOTpadUIo.
CocraBuTh pe3roMe I MOCTYIUICHUS Ha paboTy B OPraHU3aIMIo HOC/Ie OKOHYAHUS y4ueObl Ha

JOJDKHOCTD - CIICHHUATIHUCT I10 3EMEJIBHO-UMYIICCTBCHHBIM OTHOUICHHIM.

3aganue 6. [IpoBeputh ceOs U 1aTh YCTHLIM OTBET.

KoHTpo/bHBIE BONPOCHI:
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Far 2

Kaxue Bump! JOKYMEHTOB OTHOCATCS K JOKYMEHTaM I10 THYHOMY COCTaBy?

Yro Takoe mraTHOE pacnucanue? Ero 3HaueHHe B KOMIUIEKCE TOKYMEHTAIUH YUPEXKICHUS,
IPEANPUATUS, OpTaHU3AIUH

ABrobuorpadus. [Ipasuia cocraBieHus.

Yewm aBroOHOrpadus OTIMYAETCA OT PE3FOME ¥ aHKETHI?

Kaxne 1oKxyMeHTBI JOJKHBI BXOJUTH B COCTaB JOKYMEHTOB JIMUHOIO fena’?

23



IIpuniaoxenue

YauduunpoBanuas gopma Ne T-3

YTBepkaeHa nocTtaHoBneHueM I'ockomcrara PO
oT 5 suBapa 2004 r. Ne |

Kon
®opma no OKVY ]| 0301017
no OKIIO
HaWMEHOBAHHE OpPraHu3aulH
Howmep noxymenta | Jlata cocraBnenus
INITATHOE PACIITMCAHUE VYTBEPXIEHO
[Ipuka3om opranuzauuu ot “ 7 20 r. Ne
Ha repyop, chs ” 20 r. llraT B KOJIMUECTBE eNVIHULL
CrpyKkTypHOe noapasaejieHue JomxHocTs (cneumansHocTs, | Komnyectso e e e Han6agky, py6 Bcero, py6
npodeccus), paspsa, kiacce LITATHBIX (rp.5 +rp. 6 + rp. 7+ | Tlpumeuanne
HauMEHOBaHHE KOJ, (okmnan) u np., pyod

(xaTeropus) KBanuGHKaALMH €IMHHULL rp.- 8)

1 2 3 4 5 6 7 8 9 10
Hroro
PykoBoaAUTENb KaAPOBO#H CJIyxKObI
JAOLKHOCTh JIHYHaA noAnuch pacwmbpoaka NOAMHCH
pactundpoBKa MOAMHCH

I'naBHblif Oyxraarep
JIYHAA NOANUCH




3anonnenne popmer Ne T-3

JlaHHbI# JOKYMEHT SIBJISIETCA JIOKaJbHO HOPMATHBHBIM aKTOM, KOTOpbIH NpUMEHSETCs MIi 0(QOPMICHUS IUTATHOIO
COCTaBa, CTPYKTYphl M IITATHO! YMCIEHHOCTH OpraHu3allMu B cOOTBeTcTBMU c ee YcraBoM (IlonoxeHuem). Heobxomumo
[IOMHWTh, YTO IUTATHOE pAaclHCaHHWe - 3TO He mpocTasd (OopMaIbHOCTb, @ HEOOXONMUMbIH B paboTe NOKYMEHT, Haludue
KOTOpOro 06yCIIOBIEHO NOTPEOHOCTAMH OPraHM3alMu.

Pacrncanue JOJKHO COJAEPXXKaTh NMepeveHb CTPYKTYPHBIX MOApa3feNneHul, NOJKHOCTEH, CBEJEHHH O KONMYECTBE
IITATHLIX EJMHMI], OOJDKHOCTHBIX OKJIanaX, HanbaBkaXx W MecsyHOM ¢oHne 3apaGoTHOH IUiaTe, MO3TOMY MPEXAE 4eM
TPUCTYIIUTh K COCTABJIEHHIO JOKYMEHTA, HEOOXOAHMO ONPEAETUTLCA ¢ OPraHU3aLMOHHOM CTPYKTYPOii IIpEANPUATHS.

dopMa I7g LITATHOTO PACHHCAHUS MOXET ObITh CaMOCTOATENbHO pa3paboTaHa OpraHM3aLlMel, WCXOASA W3 CBOMX
NoTpeGHOCTEH, HO BCE-TAKU B KauyecTBe OllaHKa PEKOMEHYETCS HCII0Jb30BaTh YHUOUUMPOBaHHYO Gopmy Ne T-3.

B 3aBMCHMOCTH OT pa3Mepa ¥ LITaTHON YHCIEHHOCTH OpraHM3alMy OO0A3aHHOCTH MO COCTABJIEHMIO U 3aIOJHEHHIO
topmel Ne T-3 MoryT GbITh BO3JIOMKEHBI Kak Ha pabOTHUKOB OTZENA KaJpoB, Tak H Ha OyXralTepoB WIN AaXe PYKOBOIUTENEH.

HauMeHOBaHME OpraHM3alUd B JOKYMEHTE JOJKHO YKa3blBaThCS B TOYHOM COOTBETCTBHU C YUPEAUTENbHBIMU
JOKYMEHTaMHU.

Crnenyet o0paTuth BHUMaHue, 4To B popme Ne T-3 ykasblBaeTca kak MUHUMYM IIB€ aThl: aTa cocTaBieHus (B rpade
"Iata cocrasnenus” B ¢opmare "IO.MM.ITIT"), @ TaKXKe Jara BCTYIUIEHHA NOKyMEHTa B CMIIY, C YKa3aHMEM MEpPHMONa €ro
meiicTBus (Kak NMPABUIIO YTBEPXKAAETCS Ha OJUH rofn). B cBA3u ¢ 3TUM, Mpu 3anosiHeHuy GOpMbl HE CTOMT MyTaTb 3TH JAThI,
HIOCKOJIBKY 1aTa COCTABJIEHHUs IUTATHOTO PACIMCAaHUs 3a4aCcTyl0 PEIIIECTBYET AaTe Havalla ero AeHCTBUA.

HauMeHOBaHMS CTPYKTYPHBIX MOApPa3feNeHU AOMKHBI YKa3bIBaThCs B COOTBETCTBUU C YTBEPXKACHHOH CTPYKTYpOi
opranuzanun. OCOOEHHOCTBIO 3aNOJHEHHS AAHHON KOJIOHKU ABJSETCA TO, UTO KOMMEpPUECKHE OpraHH3alld MOTYT BBOIUTH
mo0ble HAUMEHOBAHMA CTPYKTYPHBIX MOIpAa3leneHu, KOTOpble CYUTAIOT LEeJNecOOOpasHbIMH, PYKOBOACTBYACH JIMIIb
TpeGOBAHUAMU K TEPMUHOJIOTHM M OOLIETPUHATHIMU MOHATHAMM M ONIpelefieHUAMH. B TO ke Bpems, rocynapCTBEHHbIE
YVUYpEXOEHUS U OpPTaHU3ALUM C BPEOHBIMU M (W) OMACHBIMM YCIOBMAMM TpyZAa NpU YKA3aHWKM MOAPA3NENEHMI NOJKHBI
PYKOBOACTBOBATLCA  TpeGOBaHMAMM  OOLIEPOCCUHCKMX UM OTPacieBbIX  KiacCHUKATOpOB, a TaKke TapudHo-
KBAIM(MUKAIMOHHBIX CNPABOYHUKOB KM JPYrMX HOPMATMBHBIX JOKYMEHTOB, TaKk KaK OT 3TOr0 3aBMCUT psl JIbIOT,
NpeNoCTaBIseMbIX PabOTHMKAM JaHHBIX OpraHU3aLMil MPU BLIXOJE Ha NEHCHIO.

Kox amns kaxaoro CTPYKTYPHOTO HOApPa3ZeNIeHUs YCTaHABIUBAETCS OpraHu3aLieil CaMOCTOATENILHO U HEOOXOIUM ISt
BeJICHUs IOKYMEHTOOOOPOTa, @ TAKKe JJIs 0003HAUEHHA MeCTa CTPYKTYPHOFO MOApa3Ae/ieHUs B HepapXUi OPTraHU3ALIMH.

HaumenoBanne HOMKHOCTEH pPEKOMEHIYETCs ONpPEAEATh B COOTBETCTBMU ¢ "OOILEPOCCHICKIM KIAaCCHPUKATOPOM
npodeccuit pabouux, momkHocTed ciayxawux M TapudHsx paspsaos" (OKIIATP), xoTopblii COmEpKUT HaUMEHOBAHHSA
npodeccuil U JOMKHOCTEH, a Takke MX KOJOBble 0003HAYeHMA. B IITaTHOM pacnucaHuM CledyeT yKa3blBaTb X BAaKaHTHbIE
JOJDKHOCTH, B BHAE COOTBETCTBYIOLIEH MOMETKH B KojloHke "[IpumeuaHue", nubo ¢ yKasaHHEM KOJHYECTBA BAaKAHTHBIX
HITaTHBIX €JMHUL CO CHOCKOMH BHH3Y CTPAHULIbI, Ile YKa3bIBAETCS, UTO JOJDKHOCTh BaKAHTHA.

KonngecTBo mTaTHBIX €AMHULL JUTS KOKAOH HOMKHOCTH ONpeaeIseTcs NOTPeOHOCTAMU OpraHU3alMy B TeX WM UHBIX
BHJax paboT, a TaKKe UCXO1 W3 SKOHOMUYECKO Lenecoo0pasHOCTH.

B cooTtBercTBMM ¢ TmpaBmiamMM 3anojHeHus "Asib00MOB YHU(DUUMPOBaHHBIX (OPM NEPBUYHBIX YYETHBIX
JOKYMEHTOB", CTOMMOCTHbIE NOKa3aTelM yKa3blBaloTCA B PyOJIsIX ¢ TOUHOCTHIO O BTOPOro 3Haka mocie 3amsartoi. M ecnmu
Balla OpraHU3allisg NPU ONpeleNeHUH NOKHOCTHOIO OKNaja COTPYAHHUKOB He o0s3aHa NPHIOEP)KUBATHCSA TOJbKO EnuHOM
TapuHO-KBATHOUKALOHHON CETKH, TO HUKTO HE MOXXET 3alpeTHTh BaM B YTBEPXKAAEMOM LITATHOM PAacHMCAHUU B rpage
"Oxnap (tapudHas cTaBka)" HE YKa3blBaTb KOHKPETHBIM OKJIan MO AaHHON LITATHON eAMHHLE, a ONPEAC/IUTh BO3MOXKHbBIE
rpanuupl. K npumepy: 1000-1500, 3To mo3sonut Bam auddepeHUMpoBaHHO OnAaduBaTh TPyl padOTHUKOB, 3aHUMAIOLIHX
OIHOMMEHHBIE JOKHOCTH ITO IUTATHOMY PacUCAaHMIO, HO NP 3TOM Y4YHUTHIBATh MX KBATH(DUKALMIO M Pa3iIv4us B TPYHOBOil
GyHKUMKM ¥ He HapymwaTb TpeGOBaHUs TpPYIOBOTO 3aKOHOJNATENbCTBa O 3ampeTe "AHCKpUMHUHauuu" (IpPeosoNeTh
YPaBHHIOBKY).

Vuudunuporannas ¢opma Ne T-3 cOmepXUT HECKONBKO KOJNOHOK (6-8) oObenuMHEeHHBIX OOLIMM Ha3BaHUEM
"Hanbasku". B HUX QUKCUPYIOTCSA BCE CTUMYNHPYIOLIHE ¥ KOMIIEHCALIMOHHBIE BbIIUTaThl (HanOaBKy, NpeMUH, AOMIAThl U T.IT.),
NpedyCMOTPEHHbIEe U1 TOW WIM MHOHM HOMKHOCTH. IIpHM yCTaHOBNEHMM JAHHBIX BBHIIIAT B COOTBETCTBYIOLICH KOJIOHKE
Ienaercs IIOMETKa - B KaKOM pa3Mepe U 3a YTO yCTaHOBJeHa HafabaBKa (foruiara).

ITpy HEBOZMOXKHOCTM 3aIMOJHEHUA KOJOHOK 5-9 B pyONEeBOM HCUMCIEHHWHU B CBA3M C NPUMEHEHHEM HHBIX CHCTEM
omnarts! Tpyza (Hanmpumep, 6ecrapudHoi, cMeLIaHHON 1 Mp.) yKa3aHHbIE KOJIOHKHU 3aMOJHAIOT B COOTBETCTBYIOIMUX €AMHUIAX
u3MepeHus (MpoLeHTax, Ko3gpPUUUEeHTax U Ip. ).

Jesstas konoHka "Bcero" paccyuTbiBaeTcs ClOXKEeHHEM 5-8 KOJOHOK M YMHOXXEHHEM NOJNy4YUBLUEHCS CyMMBbI Ha
KOJIUYECTBO IITATHBIX €IMHUILL U3 KOJIOHKH 4. MTOroBas cymMMa no BCEM JOJKHOCTAM OyIeT SABJIATHCA MECAYHBIM (OHAOM
3apaboTHOMH MuaTkl.

VTBepKAeHUE WM M3MEHEHME WUTATHOTO PachMCaHUA OCYIUECTBJIAECTCS HAa OCHOBaHMM MHpHKasza (PachopsKeHMs)
PYKOBOJUTEIS OpraHu3aliii WIK YIOJIHOMOYEHHOIO UM JIHLA.
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ABTOBHOI'PAOH A

A, (bamunus, UM, 0TYECTBO), poruicsa(ach) (neHb, Mecay U
roJl pOXXAEHH) B (TouHOE MECTO POXIEHMS - FOPOJ, peciybinKy, 06nacTs, paiioH, Hace/leHHbI
NIYHKT, TaK KaK OHU Ha3blBAJIMCh HA ATy POXIEHUA) B CEMbe (pabouux, KOJNXO3HUKOB,
CITY>KaIlluX).

Qamunuto He MeHsn(a). (Ecnu Qamunua MeHssach, HEOOXONMMO YKa3aTb MECTO, BpeMs M NPUYUHBI CMEHbI
tbamunun.)

B rony nocrynun(a) v B rony 3akoHumi(a) (HauMeHOBaHUE H
MECTOHAXOXXACHU  y4eOHOro 3aBelEHUs) MO  CHELUANTbHOCTU ¢ kBanudukauuei
(OKOHUMBLIMM BBICIUME M CpEeJHUE CIleLUManbHble y4eOHble 3aBENEHHA - YKa3aTh
kBamupukanmio). (Takke B XPOHOJOTMYECKOM IOPAAKE NMPHUBOAATCA CBEAEHHS O 3aKOHYEHHOM WM HE3aKOHYEHHOM (C
YKa3aHHUEM NpUYUHBI) OOYy4YEeHHM BO BCEX APYrMX Y4eOHbIX 3aBENEHMAX BBICIIETO M CPEOHEro MNpodECCHOHATBHOTO
00pa3oBaHus).

B roay npoxonui(a) MocjaeoMIIOMHOe oOydeHue W/WNM [OBbILIEHHE KBaTHPUKaLUK (HE0OX0OUMO
yKa3aThb €ro BUIbI, CPOKHU, TEMATHKY; MOJYYEHHbIE B PE3YJIbTaTe CHELMAIBHOCTH, KBATH(HKALMK).

HMero yueHyro cTeneHb 1 YUEHOE 3BaHue (pu MX HaNMYKK YKA3aTh YYEHbIE CTEIICHH,
3BAHMA, TEMY M IO 3aLIUTHI JUCCEPTALIUK; KOJIWYECTBO U TEMATHUKY OIyOIMKOBaHHBIX HAYUHbBIX paboT).

K cyne6HOM OTBETCTBEHHOCTH s W MOM OnmXaifiuine POACTBEHHHKU (POAMTEIIH; CYNMpPYyrH, B TOM 4KCiie OBIBLLYE,;
JeTH; 6paThs U CECTPhI) He NPUBJIEKaNUCh (€CIy NPUBIEKaIUCh, HEOOXOMIUMO YKa3aTh, KOTA U 32 UTO).

B cJiydJac y4acTus B BbIﬁOpHLIX opraHax Heo6X0IUMO YKa3aTh, KOrja 1 B KaKM€ OpraHbIl u36npa.nc;1.
Hmero [TPAaBUTEJILCTBEHHLIC HArpaabl (}/Ka3aTI>, KaKue U Koraa l'IOJ'Iy‘leHLI).

ITpoxuBato o azapecy: (MpUBECTH NOAPOOHBII afpec ¢ yKa3aHHeM IOYTOBOTrO HHAEeKca, 00JNacTH, ropojia U paiioHa
TIPOTKCKY 1 PealibHOTO MECTA JKUTENbCTBA; AoMaliHuii TenedoH).

Mos TpynoBas IeATENbHOCTb (KpaTKo ONHCaTb TPYAOBYIO INEATENLHOCTh C MOMEHTAa ee Hadaja C
yKa3aHHeM MeCT paboThl, 3aHUMaeMbIX AOMKHOCTEH], Kpyra cIyxeOHbIX 003aHHOCTEH, MPHYKH YBOJIbHEHYS. [ UMEroIuX
CTaX No TpedyeMol crnelnanbHOCTH, YKa3aTh OPeANpUATHs, OpraHu3aliiy 0o npoGhui, B KOTOPLIX paboTany, 3aHUMaeMble
JOJDKHOCTH, CITy)XeOHbIE 00SI3aHHOCTH M XapakTep padoTsl, roisl paboTsl.

[Tocnennee MECTO paboTh: (monHoe HAUMEHOBaHHE
YUPeXAeHUs/OpraHu3alyy, ero aipec, 3aHuMaeMmas HOMKHOCTb. Heobxoaumo noapoGHO oOmucath KpYr CHyeOGHBIX
00s3aHHOCTEH; IPH HATMYUK AAMUHUCTPATHBHBIX (PYHKLMIT ONMcaTh MOJHOMOYHSA W OTBETCTBEHHOCTb, YKa3aTh KOJNUYECTBO
NONUUHEHHBIX NOJpa3AeNeHnit/paboTHIKOB; (GaMUINIO, UMs, OTYECTBO, AO/DKHOCTL M TelnedOH HEenocpeaCTBEHHOTO
PYKOBOAUTENS).

Hepa6oraromue B HacToAILEee BpeMs YKa3blBatOT AOMOJIHUTEIBHO MPUUHHY W AATY YBOJNBHEHHS.

CeMeliHOE NONOXKEHUE! (xomocT, He 3aMyXeM, JKEHaT, 3aMyxkeM, pasBeleH(a), Broa(eL),
COCTOIO B Ipax<JaHCKOM Opaxe).

Coob1iaro CIIENYXOUIUE CBEACHHUS O POACTBCHHUKAX!

xeHa - (pamunus (C ykaszaHueM JeBHUbel haMUIuM), UMs, OTUECTBO, AATa POXKACHHUS, MECTO MPOXKUBAHUS U MECTO
paboThbl UK YueObl).

ChIH — ((haMwins, UMs, OTYECTBO, aTa POXKAEHHUS, MECTO NPOXKUBAHUS U MECTO pabOThl WK YueObl)

(Coob1atoTest CBEIEHHs O BCEX JKMBbIX POACTBEHHHUKAX: Cynpyrax (BkJtoyas ObIBIUMX), AETAX, POOUTENSX, POIHBIX
Opatbsix u cectpax. g HepaboTaromMX POACTBEHHHUKOB BMECTO MecTa paboThl YKa3blBaeTCA: NEHCHOHEp, WHBAIUL,
JOMOX03sliKa, 6e3pabOTHBIN WMITH HHOE).

JInyHad NoAnuch [ N.0.®./
Hara 3anonHeHus aBTo6Horpaduu
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Vuuduunposaunas popma Ne T-11
VYT1BepaxaeHa Iocranosnenuem ['ockomcrara Poccuu
o1 05.01.2004 Ne 1

Kon

®opwma o OKVY ]| 0301026

no OKITO

(HauMeHOBaKrHe OpraHu3aLUK)

Homep noxymenra | Jlata cocTaBneHus

INPUKA3
(pacnopsixeHue)
0 MOOWPeHuH PadOoTHHKA

TabenbHblit HOMep

(baMunus, UM, OTYECTBO)

(CTPYKTYpHOE noapaszeieHHe)

(IOSHKHOCTD (CrieuHansHOCTh, Npoheccus))

(MOTHB MOOIPEHNS)

(BuA nootupenus (61aroaapHoCTh, LEHHBI NOAAPOK, IPEMHS U Ip. — YKAa3aTh))

B CyMMe
(nponuceio)
pYo. KOIL
( pyo. KOIL.)
(undpamu)
OcHoBanmue: MpeacTaBjICHUE
Pyxopoaurtesnn
OpraHHu3anHuy
(IOJKHOCTD) (AMv4Has NOAIHCH) (paciundpoBka noANHCH)

C npukasom (pacnopsizkeHueM) pabOoTHHK

03HAKOMJIEH “ ” 20 r.
(1MYHAasg NOANKCH)
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Yuuuuupopasas dopma Ne T-1
YreepxneHa [locranosnennem I"ockomcrata Poccun
o1 05.01.2004 Ne 1

Kon
dopma no
OKY [ 0301001
no
OKIIO

(HalMEHOBAHHE OPraHU3aLlH)

Howmep nokymenra | Jlara coctaBieHus

ITPUKA3
(pacnopsixkenme)
0 npueme paGoTHHKA Ha padoTy
Hata
Ilpunare na pabory c
no

TabenbHbIH HOMEP

(damunus, UM, OTHECTBO)

B
(cTpyKTypHOE nojpaseneHue)
(HOMWKHOCTS (CNeLManbHOCTh, NpotieccHs), pa3paa, Kiace (KaTeropus) KBanuduKaLim)
(ycnoBus npueMa Ha paboTy, xapakrep paboTbl)
¢ TapudHOH cTaBkoil (OKNagoM) py6. KOTI.
(unchpamm)
HaGaBKOH pyo. KOTI.
(undpamu)
C UCIIBITAHHUEM Ha CPOK Mecaua(es)
OcHoBaHue:
Tpynosoii pororop
OT “ & 20 r. Ne
Pyxosogurenn
Opra’Hu3anuu
(ROMKHOCTb) (IMYHas NOANKCS) (pacwndpoBka NOANUCH)
C npuxa3zom (pacnopsixeanem) paboTHHK
(13 2 20 l_,'

O3HAKOMJIEH
(IMuHas MOANKCH)
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IIpakTHueckas padora Ne3

Tema 4.1: Opraguzanus J0KyMeHTO000pOTa: IpHeM, 00paboTKa, perucTpalys, KOHTPOJIb,
XpaHEeHHE TOKYMEHTOB, HOMEHK/IaTypa e

HaumenoBanue pa6otsl: OCylIecTBICHHE XPaHEHUS U [TIOMCKA JOKYMEHTOB

Iens 3aHaTHA: HayduThes OQOPMIITH AeNa Uil IOCIEAYIOWETO XPAaHEHHS, COCTABIATH U
3allONHATh BHYTPEHHIOIO ONKMCh JOKYMEHTOB, JIMCT-3aBEpUTENb Jefla U OONOXKY Jind Jena,
Iepefaloerocss B AapXWB, COCTaBIsITh U OGOPMIIATH HOMEHKIIATYPY JHed, BEIpaboTaTh HaBBIKU
CaMOCTOSITENBHOT0 OOOOIIEHUs 3HAHUM 10 NPOHICHHOMY Marepualy, chOpMHpPOBATH YCTOMUYHBOE,
OCO3HAHHOE OTHOIIEHUE K U3yUEeHHOMY MaTepHally, 3aKpeluTh ITOTyYeHHbIE 3HAHUS

®opmupyembie komneTrennun: OK 01-13, ITK 1.1-1.7, TIK 2.1-2.5, TIK 3.1-3.6, [IK 4.1-4.6, TIK
5.1-5.4

CTyneHT 10JKeH:

3HaTh:

- IOPSAOK, 3TAlbl U OCHOBHBIE IPOIIEAYPH! OpraHU3alUy PabOoThl C JOKYMEHTAMU;

- METOJIMKY COCTaBJIEHUSI HOMEHKIIATYPhl JeT;

- mpaBuia GopMUpOBaHUs 1 0GOPMIICHUS JeTa, ONKUCH JeT.

YMeTb:

- OpraHW30BaTh JOKYMEHTONOTOKM B CHCTEME JOKYMEHTO00OpOTa, MapIIpyThl IBHXKEHUS
IOKYMEHTOB OpraHU3alluH;

- IOArOTaBIMBATh JOKYMEHTHI K Ilepe/iade Ha XpaHeHUe B apXUB;

- COCTaBJATH U OGOPMIIATH HOMEHKJIATYpy [AeJ, BHYTPEHHIOK OMUCh JOKYMEHTOB, JIHUCT —
3aBEepUTENIb Jell, O0JI0XKKY Jena.

Hopma Bpemenn: 2 gaca.

OcHamenne paGodero Mecrta: IMTOCaZOYHBIE MeCTa MO KOJHUYECTBY OOydJarommxcs; pabouee
MECTO IIpEToiaBaTes.

CpencrTBa 00y4eHus: yueOHO-METOINIECKUI KOMIUIEKC.

Texnuka OezomacHoctu: C mpaBmIaMM TEXHUKH 0€30MacHOCTH Ha pabodeM MecTe

O3HaKOMIJICHBI.

3aganue 1. /laTh OTBETHI HA CJIEAYIOIINE BOIIPOCHL:
1. UYro Taxoe HOMEHKIATypa JEN U AJIS 4er0 OHA MpeHa3HaueHa?

3ananue 2. CocTaBUTE U 3aMIOJIHUTH BHYTPEHHIOIO ONIUCH JOKYMEHTOB.

Hcnone3yiite hopmy «BHyTpeHHSS onmuch». Bo BHYTPEHHIOI OMUCH JWYHOIO JieNia BKIIFOYHTE
3arOJIOBKH JOKYMEHTOB, UCIIONB3Ys CIEAYIOIIHE JaHHbIE:

TpynoBoit norosop. Komnus 3asaBienuns o npueme Ha padoty. Konus npukaza o mpuéme Ha padory.
Komus meHCHOHHOro CTpaxoBOro cBUaeTenbcTBa. Komus murmiomMa o cpemHeM NpodeccHOHaNIbHOM
obpasoBanuu. Komus cBuieTenbcTBa O 3aKimoueHud Opaka. JIMYHBIM JIUCTOK MO Y4YETY KaZpoB.
JlononHeHue K IMYHOMY JIUCTKY. ATTECTAllMOHHBIN JIUCT. 3asiBICHUE O IepeBOIe Ha IPYTYIO JOIKHOCTD.
Konus mpukasza o mepeBoje Ha IPYIyK IOJKHOCTh. J[ONONHUTENBHOE COTJAlIEHHE K TPYAOBOMY
IOTOBODY.

Henocraromue peKBU3UTH! YKAXKUTE CaMOCTOATENBHO.

3amanue 3. CoCTaBUTD JIUCT - 3aBEPUTENH JeJIa [0 CEAYIOLIUM JaHHBIM:

B nene mommuTo (BIOKEHO) U IPOHYMEPOBAHO 227 (OBECTH IBaAUaTh CEMb) JIUCTOB. JIUTepHBIE
nmucthl 85a, 99a. Ilpomymennsie Homepa nuctoB — 103, 114, 128. BHyTpeHHss onuck Ha 4 JuCTax.
Vimeercs pusmueckue MOBpeXIeHHUS (pa3phIBbl M CKJIEHKH) — NMUCT 21, aucT 27, BIOXEeHA KOIUSA B3aMeH
yTpadyeHHOTo moaauHHuKa (akT 00 yrpare oT 02.09.2007) nuct — 201.

Hemocrarormue naHHple YKaXKATE CAMOCTOATEIBHO.
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3apanne 4. CocTaBUThH ¥ 0OPMHUTE OOJ0XKKY JI€jIa IO CIEAYIOIIUM AaHHBIM:

3aoanue Ne 1.

Odopmure 00NOXKY nena Iuis IPUKA30B IO OCHOBHOM JEATENBHOCTH C YKa3aHHEM CpokKa
XpaHCHUS:

AO «Mup». Jlemo Ne 01-08 Tom Ne2

20 utons —29 nexabps 2019 r. Ha 190 1. Cpok xpaneHus JNET.

3aoanue Ne 2.

Odopmute 00JI0KKY /iea TUYHBIX KapTOUeK paOOTHUKOB C YKa3aHUEM CPOKa XPAHEHH:
AO «Texmnact». Otnen xagpos. deao Ne 03-03
2019r. Ha200 1. Cpox XxpaHeHHs JeT.

3anaunme S. ITpoBeputh cebd 1 OaTh yCTHBIN OTBET.

KonTposbHbIe BONPOCHI:
HoMmeHxkatypa Jien — npaBujia COCTaBJIeHHUs, KEM ITOIIMCHIBAETCS?
Kakoger mpaBuia GopmMupoBanus nen?
Kakoe 3HaueHHE UMEIOT CPOKU XPAHEHHUS TOKYMEHTOB IIpH GOPMUPOBAHUH JIENT?
YT0 Takoe 3KCIepTH3a LIEHHOCTH JOKYMEHTa U KaKOBBI 3aa4y IIPOBEAECHUS SKCIIEPTU3EI
UEHHOCTH JOKyMeHTa?
KakoB nopsiiox coctaBneHus onucel nen?
6. KaxoB mopsaok nepenauy fen B apXuB?

BN

(9,
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BAHK

BHyTpeHHSIS onMch JOKYMEHTOB /ej1a

Ipunoxenne

BHYTPEHHAA OITUCDH
JOKYMEHTOB JIMYHOTO
nena
Ne WNunexc Jlata Homepa
3aroyl0BOK JOKyMEHTa JIUCTOB ITprumevanue
/1 | JTOKYMEHTa | JOKYMEHTa
aea
1 2 3 4 S 6
Hroro JIOKYMEHTOB
(Lwbpamy 1 NPOTHCHIO)
KonnuecTBo JTUCTOB BHYTPEHHEH ONKCcH
(uudpamu 1 IPONUCHIO)
Benywmuii cneuyanuer otaena. ..
(nopmuce) (paciundpoBka)

Jata
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Oopa3zen

BHYTPEHH A OITACH
AOKYMeHTOB nuuHoro gena [lepcuxosoit H.I'.
Ne | Perucrpaunonnbiii| [ara TORERE
. g 3aro10BOK AOKYMEHTA anctoB | [Ipumeuanne

H\l | HBAEKC JOKYMEHTAa | TOKYMEHTA NeTd
I {35213 01.10.2018 |Konus nacnopta 1-5
2 {40569 01.10.2018 |[Konua TpyaoBoH KHIKKH 6-12
3 {41221 01.10.2018 Komnua cBuaeTenscTBa 0 NOCTAHOBKE 13

Ha YHET B HAJIOTOBOM OpPraHe
4 la1s85 01.10.2018 Konua crpaxosoro cBHIETEIbCTRE 14

OIIC
5 | 41632 05.10.2018 |Konnusg npuxaza o npueme Ha paboty 15
6 141633 05.10.2018 { Tpyaosoii norosop 16-21
Hroro: 6 (miecTh) JAOKYMEHTOB

{undpanstk 1 nponnuceio)

Konuuectso nucros BHyTpeHHEH
OIHCH

OTBeTCTBEHHBIH 38 KaJPOBBIX yHeT:

Hauanpruk otaeira kagpos Anerscurosa JLT.

« 07 » 10 2018 r.

21 (nBamuath
OJuH)

(undpasy H IpOmHLCLIN)

{IIOINHCh)
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Dopma JHCTA-3aBEPUTE]IA eI

JIMCT-3ABEPUTEIJIb JJEJIA Ne

B nene noamuTo ¥ IpOHYMEPOBAaHO 1ucT(0B)
(uwidpamu ¥ NPOMHUCHIO)
B TOM 4HCJIE:
JIUTEPHBIE HOMEpPA JIMCTOB
NPOIyLIIEHHBIE HOMEpPA JIUCTOB
+ JINCTOB BHYTPEHHEHN ONUCH
OcobeHHOCTH (HU3HUECKOTO COCTOSHUSA U GOPMUPOBAHUS €A Howmepa nucros

1

2

HaumeHnoBaHue AOKHOCTH
paboTHuKa JInunag noamuck

« » 20 T.

PacimdpoBka noanucu
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O6pazen

JIMUCT-3ABEPUTEJIb JIEJIA Ne 0+4-03

B nene nopmuro U MpoHyMEpOBaHO 105 (cmo namy) JIACTOB
B TOM UHCJIE:
JIUTEPHBLIE HOMEpPA JIHCTOB 26a
nponyIieHHbIe HOMEPA JIUCTOB 43
+ JIMCTOB BHYTPEHHEH ONUCH S (namv)
OcobeHHoCTH PU3UIECKOTO COCTOSTHUS Homepa
1 GOPMUPOBAHUS €A JIICTOB
1 2
Ronia. Hoonunuuk ympauen (axkm 00 ympame om 09.12.2010 Nz | 58
18)
Jiem HaodopeaH it 3aKaeerH 93
Hepaszboputigetit mexcm 97
Craetixa us 4 acimos 101
WncnexkTop 110 [lempoe H.A.
Kajpam
(TozrmHeR) (pacmmdpoBKa NOAMHCH)

« 18 » oexabpa 20 /] r
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®opma 00.J10:KKH JeJ1a NOCTOSHHOI0 H BpeMeHHOro (cBbime 10 j1eT) XpaHeHust

Kon roc.apxuBa
Kon opranuzauuu

D.Ne
Omn.Ne
H.Ne
(HauMeroBaHHe apXUBHOI'O YUPEXIEHHUS])
(HaumeHOBaHUE OpraHu3alyy M CTPYKTYPHOTO [TOApa3eNIeHus )
JEJIO Ne TOM Ne
(3aronoBoK zena)
(xpaliHue naThbl)
Ha JIcTax

XpaHuTb

D.Ne
Omn.Ne

JI.Ne
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Obpasen 00/10:kKH Jena, epeJalomIerocsi B apXup

obpasey
ObnowKa gena
GougNe |
Onucy N2 __ 2 a/¢
WHaexc gena __ 05-06 Aeno N¢ 14 |
SAHOHTOE aHUMOBEDHOE O0IecTBO wMeTeputs
3A0 »Meteopur.
OIACH KAAPOR
RTIA GGV o LIOTIPA O IR Y v
SEAOMN 14 TOMN __ 1
fIDHKAZH DYHOBOIMTENS ODFaHK3ALIMM (10 AMYHOMY COCTABY
(0 IPUEME. YBOTLRENNY, TeDEROAE)
c W 1w o 147 /m
2a neprod ¢ 14 gusapsa no 30 wmoug 2005 rosa
12224 s 2RI
2005m8
Dowg N ‘ ; #a 153  nuecian
Onucs N° _24/¢ XPAHMTL _ 75 ner
Beno N° 14
abpasey
006noXHa AMYHOIO gena
doug N2
Onncs N __ 2 a/¢
WUngexc gena __ 05-30 feno W 23
3AKDLITOL SHUMOHEDHOE 0BIecTBn «Moreopurs
SAD «Mereoouty
i m __OTABR KAAPOB
RS CLTAT DERGRAIRANIPY (S SPa TN G U T AT
JIAMHOE JENQ M2 __23
Mensumion Cepred Hunornaeauy
fata navana __15 cewrabng 1989 r,
fata oxoHvaHwn __17 Hoabpa 2006 1
Pong N ha __10  nwcrax
Onuce N*_2a/c XpanuTs __ 75 ner
Beno N __ 23
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IpakTuyeckas padora Ned

Tema 5.1: CoBpemeHHBIe HHOOPMAIIMOHHEIE TEXHOJOTHU B JAETIOPOU3BOICTBE.

HaumenoBanue pa6orsl: Vcrnons30BaHre TeNIEKOMMYHUKALIMOHHBIX TEXHOJOTHH B 3JIEKTPOHHOM
JOKYMEHT0000poTe (CO3aHue U OTIPaBKa COOOILIEHUH 110 3JI€KTPOHHOM OYTE).

enp 3aHATHA: HAYYUTHCS IPUMEHATH HA NPAKTUKE TEIEKOMMYHHKAIIMOHHBIC TEXHOJOTHH B
3JIEKTPOHHOM JOKYMEHTO00OO0pOTE, BhIpAabOTaTh HABBIKM CaMOCTOSATEIBHOrO OO0OOINEHUS 3HaAHWM 10
IpoMIEHHOMY MaTepuanly, c(HopMHpOBaTH YCTOHYHMBOE, OCO3HAHHOE OTHOINEHHE K H3YyYEHHOMY
MaTepuany, 3aKpenuTh OIyIeHHbIC 3HAHUA.

®opmupyembie komnerennun: OK 01-13, IIK 1.1-1.7, ITK 2.1-2.5, TIK 3.1-3.6, IIK 4.1-4.6, TIK
5.1-5.4

CTyaeHT T0JDKeH:

3HATH:

- CoJIep KaHru€e OCHOBHBIX ITOHSATHH 3JIEKTPOHHOTO AEONPOU3BOACTRA;

- 6a30BbIe QYHKIUH CUCTEM 3JIEKTPOHHOIO IEIOIPOU3BOICTBA;

- 0COOEHHOCTH XPaHEHHS JIEKTPOHHBIX TOKYMEHTOB,;

yMeTb:
- OPTaHU30BBIBATH KOJICKTUBHYIO paboTy ¢ 9IEKTPOHHBIMH TIOKYMEHTAMU;
- OpraHM30BBIBaTH pabOTy C HCIOAb30BAHUEM TEJIEKOMMYHHUKAIIMOHHBIX TEXHOJIOTHH B
3JIEKTPOHHOM JOKYMEHTO000pOTE.

Hopma Bpemenn: 2 gaca.

OcHameHue pabouero mMecra: IOCATOYHBIE MECTa IO KOJHMUECTBY obOywarommuxcs; pabodee
MECTO IIPETIOAABATENS.

Cpencra 00y4enns: yueOHO-METOANIECKHH KOMIIIEKC.

Texnnka OezomacHoctn: C 1npaBWiaM{d TEXHUKH Oe3omacHOCTH Ha pabodeM MecTe
O3HAKOMJICHBI. '

3apanue 1. JlaTh OTBETHI Ha CIEAYIOLIME BOIIPOCHL:
1. TlonsTue u OCHOBHOE HA3HAYEHUE CUCTEMBI 3JIEKTPOHHOTO JIEIONPON3BOCTBA?
2. UYro Takoe onudpoBaHUue JOKYMEHTA U B KaKUX IIEJIIX OHO UCIIOIB3yeTCS?
3. DJIEKTpOHHAs NOANKCH: IOHATHE U BUMBL

3aganune 2. IIpeobpazosars 4 (deThlpe) OYMaXKHBIX JOKYMEHTa M3 JI000# mpakThieckod paboTEl B
3JIEKTPOHHBIE IOKYMEHTHI:

- CO3/IaHHBIH TOKYMEHT BBIBECTH Ha IPHHTEPE HAa OYMaXKHBIH HOCUTEIND;

- OyMaXXHBIN JOKYMEHT OTCKaHMPOBATh U IPe00pa3oBaTh €ro B AJIEKTPOHHBIN B opmate pdf.

- OJNEKTPOHHBIA JOKYMEHT OTIPaBUTh [PENOAABATENI0 Ha JJIEKTPOHHYEKO IIOYTY, COCTaBUB
COIIPOBOJUTENHHOE IMUCHEMO.

3agaunue 3. [IpoBeputs cebs U 1aTh YCTHBINA OTBET.

KoBTpoabsHbIe BONPOCHI:

Haitte obuuit 0630p OPrTEXHUKH COBPEMEHHOTO JENONIPOU3BOICTRA.
2. Kaxkue mpukiagHele IporpaMmsbl BXoAsT B Microsoft Office?

Kakue BO3MOXHOCTH IIPEeIOCTaBIIAET TOJIb30BaTENAM VHTepHEeT?

[um—y

(O8]
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IIpakTudeckasi pabora NeS

Tema 5.1: CoBpemenHbie HHOOPMALIMOHHBIE TEXHOJIOIUH B ICJIONPOU3BOJICTRE.

HaumenoBanue pa6otbl: OCyIecTBIEHUE aBTOMATH3AUK 00pabOTKU JOKYMEHTOB.

Ienp 3aHATHS: HAYYUTHCA B 3JIEKTPOHHOM BH/E OCYIIECTBIATH PETUCTPALUIO BXOJAIIUX H
UCXOJSINUX JOKYMEHTOB, MPUMEHATH aBTOMAaTH3aUMI0 OOpabOTKM [JOKYMEHTOB, BBIpaOOTaTh HaBBIKH
CaMOCTOATEIBRHOr0 0000IIeHN 3HAaHMK 10 MPOMJEHHOMY MaTepualy, cHopMHUpOBaTH YCTONYMBOE,
OCO3HAHHOE OTHOIIIEHHUE K M3YYEHHOMY MaTepHally, 3aKpENUTh NOJyIeHHBIE 3HAHNUS.

®opmupyemble komnerennuu: OK 01-13, IIK 1.1-1.7, I1K 2.1-2.5, TIK 3.1-3.6, IIK 4.1-4.6, [IK
5.1-5.4

CTyneHT J0JIKeH:

3HATh:

- COIep)KaHWE W OCHOBHBIE OJTallbl CTaHAAPTH3allMM, YHU(UKAIMM M aBTOMAaTH3alVH
JIeIIOIIPON3BOICTBA;

- HOPMaTHUBHYIO IIPaBOBYIO 6a3y aBTOMAaTHU3alUH JEJIONPOU3BO/ICTBA;

- OCHOBHBIE TpeOOBaHUS K CUCTEME aBTOMATU3AIUH JENONIPOU3BOACTBRA;

- STanbl JBMKEHHUS JOKYMEHTOB B OpraHM3alliy B IIpoliecce JHOKYMEHTO000pOTa U MOPSAOK HX
perucTpanuy;

- IpaBuiIa paboTHI ¢ BXOIAIIUMH, UCXOAAIMMHI ¥ BHYTPEHHUMU TOKYMEHTaMH;

yMeTh:

- PETUCTPHUPOBATH TOKYMEHTHI B OpraHU3alllH;

- OpraHU30BBIBATH PadOTY € BXOAALIMMH U UCKOIALUMMY JOKYMEHTaMH;

- OCYIIECTBIIATh aBTOMATH3AIMIO 00pabOTKU JOKYMEHTOB

Hopma Bpemenu: 2 gaca.

OcHameHue paGouero MecTa: II0CAJOYHBIE MECTa I10 KOJHYECTBY oOydarommuxcs; pabodee
MECTO IperoiaBaTes.

CpencrBa o0y4eHns: y4eOHO-METOAUIECKHH KOMILIEKC.

Texnmka OezomacHocrn: C mpaBunaMy TEXHHKH Oe€30macHOCTH Ha pabodeM MecTe

O3HaKOMIJICHEI.

3aganue 1. Jlats OTBETHI Ha CIEAYIOLIHME BOIIPOCHI:
1. Kakue ¢hyHKIMH BBUTONHAIOT CUCTEMBI aBTOMATU3aIUK JEeIOTIPOU3BOACTBA?
2. Yro Taxoe MeTaaHHBIC TOKYMEHTHI U I Yero OHU IIpelHa3HaueHbl?
3. B uem 3akimouarorcs 0cOOEHHOCTH XPaHEHHUS JJIEKTPOHHBIX JJOKYMEHTOB?

3ananue 2. Co3nare tabnuuy KypHan pecucmpayuu exoosujux u KypHan peucmpayu Ucxoo0aujux
00KymeHmos ucmob3ys mporpammy Microsoft Office Excel. Ompenenuts kxakue u3 muceM BXOJSIIHUE,
KaKue UCXOMSINUE. BBIMOIHUTE PErUCTPAIUIO MIPEATOKEHHBIX TOKYMEHTOB (pa3aTOYHbIi MaTepuai) B
ABTOMATHU3UPOBaHHOH ¢GopMe B 3IeKTpoHHBIX Tabmuuax Excel. Ha nucre Bxoodswue Ooxymenmul
3aperucTpupoBaTh nocrynaromue gokymMeHTsl B OOO «Ameruct». Ha mucre Hexooswue ooxkymenmor
3aperucTpPUpPOBaTh OTHpaBisieMble JOKyMEHTE OO0 «AMETHCT».

Tabauna 1 - Kypran pecucmpayuu 6xo0Auux 00KyMeHmMoe

Kpatkoe co-

Howmep Hara AgToOp- . p
OKYMCHTa oxyenTa | ornpandrens | CoRRMIE e | paepuaHye
o o 0 (3aronoBokK)
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Ioamuce Cpox
Hcnonnutens Ilpumeuanne
HCIIOJTHUTEIIS ACHOJIHCHU L
6 7 8 9

Tabnuua 2 — Kypran pecucmpayuu ucxooauux 00OKyMeHmoes

Kpatxkoe co-
NeNe | Anpecar P HUcnonnu- Ipumeua-
epxKaHue Ne nena
n (xomy) TeJIb HUE
(3aroJIoBOK)
1 2 3 4 5 6

3aganue 3. CocTaBUTEH IIPOTOKOJI, HCIIOIB3YS IIA0IOH IO CIEAYIOIIUM JaHHBIM:

[TPOTOKOIJI. 02.07.2019. Ne 34. Cobpanus pabotaukoB Oyxranrepuu. r.Ceizpanb. [Ipencenarens
- Jlammoea O.M. Cexperapp - Kussesa [.II. IlpucyrcrBoBanmu Amnwmkeesa T.H., Kprokosa ILIIL.,
Jleoutsesa 1.1., MyseikanToBa JI.O. IToBectka nus: 1. O6 opranuzanuu paboTel OYXTalTeprUu B CBSI3H C
pa3BUTHEM KOMMEPUYECKOH nesTeabHOCTH. 2. O BBEICHUH HOBOH (GOpPMBI OyXranTepcKoi OTYETHOCTH.

L. CJIVIIAJIA - AnmkeeBy T.M. - TeKCT cooOuierus mpunaraercs. BBICTVIIMIIA -
Kproxopa ILII. mpemnoxxmia mepecMOTPETh paclpeneieHre o00jI3aHHOCTEH MexAy paboTHHKaMU
oyxrantepuy. My3pikantoBa JI.O. moanep)XxuBaeT OCHOBHBIE NPEIIOKEHUs AHUKEEBOH T.M. U CUMUTAeT
HEOOXOJMMEIM BBIICTIUTE I OyxXrantepuu ponofHuTensHywo craBky. [IOCTAHOBUIIU: Ilpocuts
PYKOBOACTBO YTNpaBJICHUS HM3BICKATH BO3MOXHOCTH BBIIEJIUTH OyXraiTepud ONOJHHUTEIBHYIO CTaBKY
Oyxranrepa.

2. CJIYIIAJIA — JleontheBy WM. - Texct coobmenus npunaraercs. BBICTYIIMIIN: Kproxosa
[LII. - mosicHuUNa, YTO BO BpeMs MPOBEPKU pabOThl OyXTalTepUu APYTHMX OpraHu3alluii BCE TOKYMEHTHI
odopmnsrorcs mo HoBeM popmam. [IOCTAHOBUIIM: Bee Gyxranrepckue HOKYMEHTBI OQOPMIISTH II0
HoBO# opme ¢ 03 urons 2019 rogpa. [Ipeacenarens - O.C.Jlanmoa. Cekperaps ['.I1.KusazeBa. OtmeTka
00 UCIOJIHUTEIIE.

3aganue 4. [IpoBepuTh ce0s U 1aTh YCTHBIM OTBET.

KonTposbHbIie BONIPOCHI:
1. B uem coCTOUT CMBICI CTaHAAPTU3ALMHU JEIONPOU3BOACTRA?
2. B gem 3aiirouaroTcs MperMyIecTBa 3IEKTPOHHOTO ASJIONPOU3BOJACTBA TEpel
TPaXULXOHHBIM?
3. B yeM 3aKII0YarOTCs TaKTHUYECKHME BBITOJBI ¥ CTPATEIrMYECKHUE IPEUMYIIECTBA
3IEKTPOHHOT0 TOKYMEHT0000poTa?
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00O «AreHTCTBO 3eMIIeyCTPOHCTBA U KaAacTPOB»

(HaMMEHOBAHHE KOJNErHabHOrO Oprata ynpaBieHMs)

INPOTOKOJI

(nara)
r. CeI3paHp

3acenanus (HAUMEHOBAHMS KOJUIETHATIBHO
OpraHa yInpaBJICHHUS)

IIpencenarens:
CekpeTtaps:
[TPUCYTCTBOBAJIN:
ITOBECTKA JIHA:

¥
CIIVIIAJIN:
BBICTVYIHWJIN:
[NOCTAHOBWIJINA:

IIpencenarens
Cekperapb
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3. TH®OPMAIIMOHHOE OBECIIEYEHUE OBYUYEHU S

Y4eOHbIe H3ZaHUA:
OcHOBHBIE HCTOYHUKH:

1. Ky3nemnosa U. B., Xauatpsu ['. A. JloxymeHTaumoHHOe oOecriedueHre yrpapieHus : y4eOHoe
nocobue ansa CIIO / U. B. Kysuernosa, I'. A. XauarpsH. — 2-e uzn. — Caparos : [IpodobpazoBanue, Aii
[Im 3p Menua, 2019. — 166 c. — OnexkrposHO-OubmHoTeuHas cucreMa IPR BOOKS : [caiit]. — URL:
http://www.iprbookshop.ru/80326.html

IlOHOJlHI/ITeJ'IbeIe HCTOYHHKH:

2. bacakos M.UM., 3amsinkoa O.M. Jlenonpous3BoACTBO (IOKyMEHTAlMOHHOE obecredyeHue
yrpasierus): yued. / M.U. bacakos, O.1. 3amsiikosa. — 10-e uzn. — PocroB v/J1: ®enuxc, 2017. — 375 c.
— (CIIO).

3.[Ilepuenko M. B.OCHOBBI HOKYMEHTAIIMOHHOTO OOecIeueHus yhpaBieHus: yded. mocobue /
M.B. lleBuyenko.—benropoa: Uzn-so BI'TY, 2013. —186¢. — ISBN 2227-8397. — TeKcCT : 3/1eKTpOHHBIH
// ONeKTPOHHO-OHOIHOTEUHAS cucTeMa IPR BOOKS : [caitT]. — URL:
http://www.iprbookshop.ru/57289.html

4. lysanosa H.H. JlokymeHTannoHHOE OOeCIeUeHUE YIIPaBICHUS: YYEOHUK M TPAKTUKYM I
CIIO/ H.H. Wypamoa. — M.: u3gatensctBo Opaiit, 2019. — 221 c. — Cepus: [IpodeccronansHoe
obpazoBaHue.

5.Kopreer M. K. JlokymeHTannonHoe odecrieyeHue ynpanieHus + Tectsl B ObC : yueOHUK U
npakTuxyMm st CI1O / Y. K. Kopuees, A. B. Tlmmenko, B. A. Mamypues. — 2-e u3a., nepepad. ¥ Jom. —
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11. I'OCT P 7.0.8-2013 CHBU/. «/len0oIpou3BOACTBO M apXUBHOE JIEN0. TepMUHBI U ONPENEICHUSY
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