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TlosicHuTEIBLHASA 3alICKA

Metonuyeckiue peKOMEHIAIMK MO MPAKTUYECKUM 3aHSITHSIM, SBISIONIMECS YacThlo Yy4yeOHO-
meroandeckoro komiuiekca mo MK 04.02 «CoBpeMeHHass OprTeXHMKa M OpraHu3anus Aelo-
MIPOU3BO/ICTBA» COCTABIIECHBI B COOTBETCTBUHU C:

1 ®enepanbHBIM rocyiapcTBeHHBIM oOpa3oBaTenbHbIM cTangapToM CIIO mo cnenmanbHOCTH
43.02.10 «Typuzm»;

2 Paboueii mporpammoit moxyns [TM.04;

3JlokanbubiMu aktamu HoBI'Y.

Metoanyeckie pPEeKOMEHJAIMM BKIOYAIOT 9 MPaKTHYECKUX 3aHATUH, TNPETyCMOTPEHHBIX
paboueit mporpaMMon y4eOHOW TUCIMIUIMHBI B 00BhEMeE 28 yacos.

B pe3ynbraTe BBIMOIHEHUS MPAKTHYECKUX 3aJaHUN 00YJaIONIUICs JOKEH:

HMeTh NPAKTHYECKHUH ONbIT:

- cOopa nHpOpMaLUHU O AEATEIBHOCTA OPTaHU3AIMH U OTACIBHBIX €€ MoApa3AeICHUN;

- COCTaBJICHHUS TJ1aHa PabOThI MOIpa3AesiCHuUs;

- IPOBEICHUS MHCTPYKTa)ka paOOTHHUKOB;

- KOHTPOJISl KayecTBa paboThl EpCcoHAa;

- COCTaBJIEHUSI OTYETHO-IIJIAHOBOM IOKYMEHTALIUU O JEATEIbHOCTH MOAPA3ICIICHNUS;

- IPOBEICHUS IPE3CHTALIU;

- pacdeTa OCHOBHBIX (DMHAHCOBBIX ITOKA3aTeNeH NeATEIPHOCTH OpTraHu3anuy (TIopa3IeIcHus ),

yMeThb:

-cobuparh HHPOPMALIKIO O pPadoTe OPraHU3aIMH U OTACIBHBIX €€ MMOIPa3/IeICHUH;

-HCIIO0JIb30BaTh PA3TUYHbBIC METO/IbI IPUHATHUS PEIICHUI;

-COCTaBJIATh IUIaH PAOOTHI MOAPA3ICIICHUS;

-OpraHu30BbIBaTh U TPOBOJUTH JIEJOBHIE COBEIIAHHUSA, COOpaHus, Kpyrible CTONbI, pabodne
TPYIIIIBL;

-paboTaTh B KOMaH i€ ¥ OCYILECTBIATh JIUAEPCKUe (PYHKINU;

-OCYIIECTBIIATH 3P PEeKTUBHOE OOIIECHUE;

-IPOBOAUTH MHCTPYKTAX PAOOTHUKOB,;

-KOHTPOJIMPOBATH KAYECTBO PabOThI NEPCOHAIIA;

-KOHTPOJINPOBATh TEXHUYECKHE U CAaHUTapHbIE YCIOBUS B o(uce;

-YIpaBJISITh KOHPIUKTaMU;

-paboTaTh U OPraHU30BbIBaTh PAdOTY ¢ OPUCHON TEXHUKOI;

-I0JIb30BaThCSl  CTAaHAAPTHBIM  MPOTpaMMHBIM  OOecrieueHueM Uil OpraHu3aluiu
JIEJIONIPOU3BO/ICTBA;

-0(hOpMJIISATH OTYETHO-TUIAHOBYIO IOKYMEHTALIMIO 110 paboTe MoApa3aeeHus;

-IPOBOIUTH  NPE3CHTALMU; PACCUUTHIBATH OCHOBHBbIE (DMHAHCOBBIE IOKA3aTeNud palbOoThI
opranuzaruu (monapasneneHusi) (ce6ecTOMMOCTh YCIyr, 0a30Bble HaJOTH, (PUHAHCOBBIM peE3yJabTaT
JeSITeIbHOCTH OPraHU3aIiK, IOPOT PEHTA0EeTbHOCTH);

-coOupaTh HHMOPMAITHIO O Ka4yeCTBE PabOThI MOIpa3IeICHUS;

-OLICHMBATh M aHAIM3UPOBATh KAueCTBO pabOThI OAPA3/ICIECHUS;

-pa3pabaTbIBaTh MEPHI 110 MOBBIMIECHUIO 3(PPEeKTUBHOCTH PadOTHI OIpa3ACICHUS;

-BHEJPATH NHHOBAIIMOHHBIE METO/IbI PAOOTHI;

3HATh:

-3HAYCHUE TUTAHUPOBAHUS KaK (YHKITUH YIIPABICHUS;

-METOJIMKY cOopa nHpopMauu 0 paboTe OpraHU3alluy U OTACIBHBIX €€ MOAPa3CIICHHI;

-BU/IBI TNIAHUPOBAHUSA U TIpUeMbl () (PEKTUBHOTO TIIAHUPOBAHUS;

-3(ppeKTUBHBIE METO/IbI MPUHATHUS PELICHHUIA;

-OCHOBBI OpraHU3alUU TYPUCTCKOH I€ATEIbHOCTH;

-CTaHJapThl KAUeCTBa B TYPU3ME;

-TpaBUJIa OpraHu3aly AeJI0NPOU3BOICTBA U PAOOTHI ¢ O(UCHON TEXHUKOMH;

-nipueMsbl 3 HEKTUBHOTO OOIIEHNUS, MOTUBALIMYU MIEpCOHAa U paboThl ¢ KOHPIUKTaMH;



-MeTOoANKHU 3PPEKTUBHOIN OpraHu3aluy AeTOBBIX BCTPEY U COBEIIAHUML;

-IIPUHLHUIBI 3 HEKTUBHOTO KOHTPOJIS;

-TpynoBoii konekc Poccuiickoit dexneparuu;

-OpraHu3alii0 OTYCTHOCTH B TYPU3ME;

-OCHOBHbIE (PMHAHCOBBIE MOKA3aTeNN ACSITEIbHOCTH OPraHU3AlMKi U METOJIUKY UX PacyeTa;
-METOAMKY MPOBEICHUS TIPE3CHTAIINN;

-OCHOBHBIE TIOKa3aTeNIM KauyecTBa pabOThI MOAPA3ICICHHUS,

-MeTO/bI TI0 cOOpy MH(OPMAIIUU O Ka4eCTBE padOTHI MOAPA3ACTICHHUS;

-METO/Ibl COBEpIICHCTBOBAHUS PabOThI MOIpa3/IeIICHUs;

-MHHOBAIIUYU B cepe yIpaBICHUSI OPraHU3alUSIMHA TYPUCTCKOW HHTyCTPHH.

Kpurepun onenkn

Tpebosanus k doxnradam

Jlokiiaj olleHHMBaeTCs MO MmapaMeTpaM: cojliep:kaHue (HaydyHOCTb, JOKa3aTeNIbCTBA, KOHKPETHBIE
PUMEPBI U3 XU3HH, WLTIOCTpaIKn); 0GOpMIIEHHE B COOTBETCTBHU co cTanmaptoMm (92 CTO 1.701-
2010); KynbTypa peuu TOKIaa4MKa.

Onenka «5»: pabora BBIIOJHEHAa B IOJHOM OOBbEME, BBIAEp’aHbl Bce TPeOOBaHUS K CO-
JepikaHuio, opopmieHHI0. JIOKIagunk TIpaMOTHO W3JIOXKWI JOKIA, OTBETHI Ha BCE BOIPOCHI,
CBsI3aHHBIE C €ro paboTOH.

Onenka «4»: paboTa BBIIIOJIHEHA B IMOJHOM O0BbEME, HE BBIJIEP)KAaHO OJHO M3 TpeOOBaHUH K
COJIEpKAHHUIO, €CTh HEOOIbIINE 3aMedaHusl K 0()OPMIICHUIO.

JIoKJIaquuK rpaMOTHO U3JI0XKMJI JOKJIAaJ, OTBETUJI HA BCE BONPOCHI, CBA3aHHBIE C €r0 pabOTOM.

Onenka «3»: paboTa BBINOJHEHA HE B MOJHOM O0bEME, HO TEMa pacKpbiTa M BbIICpXKaHA
II0JIOBMHA TPEOOBAaHUH K COAEPHKAHUIO, €CTh 3aME€UYaHUs K 0()OPMIICHUIO.

JIOKIaquuK ¢ 3aTpyAHEHUSMHU M3JIOKWI JOKJIAJ U OTBETHJI Ha BOIPOCHI, CBSI3aHHBIE C €ro
paboToii.

OneHka «2»: MOKJIaA HE BBINOJHEH, WIM padoTa BBIIOJHEHA HE B MOJHOM 0oObeMe, TeMa He
packpbiTa, HE BbIIEp)KAaHbI TpeOOBaHUS K OG(OPMIICHHUIO, WIM JOKIATUMK OTKAa3ajcsl OT 3allluThl
JIOKJIaJa.

Tpebosanus k nucoMeHHbIM pabomam, KOHCHEKmy

Onenka «5» - 3aJaHMe BBINOJHEHO 0€3 OIMOOK;

OTBeTbl KOHKPETHBIE U JTAKOHUYHBIE;

Pabota Hanmcana akkypaTHO, 6€3 TOMapoK, pa300PUNBHIM TOYEPKOM.

OIIGHKa «4» - OTBETHI KOHKPCTHBIC, HO MOT'YT COACPKATHE HESHAYUTCIIbHLIC HCTOYHOCTH;
PabGora Hanucana AKKYpaTHO, oe3 IIOMapoK, p3360p“II/IBBIM MMOYCPKOM.

OneHka «3» - He BBITIOJIHEHO JIO0 KOHIIA OJHO W3 3aJIaHHi;
OTBeTHI CO/IEpIKAT HEKOTOPHICHETOUYHOCTH;
PaGora BeImoTHEHA HEOPEIKHO.

OmeHka «2» - JIOMyIIEHBl TPUHINIHATIBHbBIEC OIINOKH;
Bormpocs! packpbIThl TOBEPXHOCTHO WJIM HEPACKPHITHI;
Pabota opopmiieHa HEOPEXKHO.



TemaTnuyeckuii MJIaH M coAep:KaHUEe YUeOHOH TUCIHUILIMHBI
IIM.04. Ynpasnenue ¢pyHxyuonanroHvim noopazoeieHuem opeaHu3ayuu,

MJIK 04.02 Cospemennas opemexnuka u opeanuszayus 0eionpou3800Ccmed

MJK 04.02 62 1-3
CoBpeMeHHasi OPITEXHUKA U
OpraHu3anus 1eJ10IpPOou3BOACTBA
Pa3nes 1. O61ue Bonpochl JOKYMEHTHPOBAHUS. 50
Tema 1.1 Cojaep:kaHue y4e0HOro MaTepuaia 2 1,2
JIoKyMeHTUpOBaHUE U €T0 [TonsTue u 3HaueHue aenonpousBoacTBa. OcHOBHbIE TepMUHBL. HOpMaTuBHO-TIpaBoBOE
HOPMaTUBHO-IIPaBOBOE peryaupoBaHue JOKYMEHTUPOBaHUs. BUbl JOKYMEHTOB U UX KiIacCU(UKALMS. DICKTPOHHBIH
peryiupoBaHue NOoKyMeHT. Ci1yObl 1€J101IPOU3BOJICTBA.
CamocrositesbHas padora Nel OTBeTHl Ha KOHTPOJIbHBIE BONPOCHI 110 TEME 2
Tema 1.2 Cojaep:xkaHue yueOHOro MaTepuaJa 2 1,2,3
TpeboBanus kK 0POPMIICHHIO PexBu3uThl oKyMEeHTOB uX oopmienne. O6mue npasuia ohopMIICHUST JOKYMEHTOB IIPH
JIOKYMEHTOB UCIOJIb30BAaHUU TEXHUYECKUX cpencTB. FOpuanueckas cuna 1oKkymMeHTOB. Tabenb
yHA(PUIIPOBAaHHBIX (HOPM H aTb0OM (HOPM TOKYMEHTOB
IIpakTnueckoe 3ansitue Ne 1 PekBU3UTHI JOKYMEHTOB M UX OOpMIICHHE 4
CamocrositesbHas pabora Ne2 OTBeThl HA KOHTPOJIBHBIE BOIIPOCHI 110 TEME 2
Tema 1.3 Coaepxanue yueOHOro MaTepuaa 1,2,3
[Topsiiok cocraBiaeHus U [Topsnox cocraBiaeHust U 0POPMIIEHHSI OPraHU3aLMOHHBIX TOKYMEHTOB (TIpaBujia BHYTPEHHETO
oopMIIeHHs OpraHu3aOHHO- TPYAOBOTO paclopsi/iKa, yCTaB, J10T0BOP, MOJ0KEHHE, UHCTPYKLUS, IITATHOE PACITUCAHUE). 2
pacropsauTenbHON ToKyMeHTanuu. | CocraBieHne U 0()OpMIICHUE PacTIOPSIUTEIbHBIX JOKYMEHTOB (TIPUKAa3bl, YKa3bl, PACIOPSHKEHUS,
MIOCTAHOBJICHUS). JIOKYMEHTBHI 110 IMYHOMY COCTaBY
IIpakTnueckoe 3ansaTue Ne 2 Coznanue u 0popMIIEHHE OPraHU3allMOHHBIX JTOKYMEHTOB 2
IIpakTnueckoe 3ansaTue Ne 3 CocraBiienue u opopmiieHue pacnopsIUTENIbHBIX JOKYMEHTOB 2
IIpakTnueckoe 3ansitue Ne 4 OcdopmiieHne JOKYMEHTOB 10 JIMYHOMY COCTaBy 2
CamocrositesibHas pabora Ne3 OTBeThl Ha KOHTPOJIbHBIE BOIIPOCHI 110 TEME 2
Tema 1.4 Coaepxkanue y4eOHOIro MaTepuaJa 1,2,3
[Topsimok cocTaBieHus u [Topsnox coctaBieHust U 0pOpMIIEHHS TPOTOKOJIA, BBIMKUCKH, aKTa, JOKJIAIHON 3allUCKH, 2
oopMiIeHHsI CTIPaBOYHO- CIpaBKHU, OOBACHUTEIHHOM 3aIMCKH, CIIYy>KeOHOI 3anucku. Buapl nenoBeix nucem. IlpaBuna
UH()OPMAIIMOHHON TOKYMEHTAllUN | EJIOBOM CTHIMCTHKH. 3anuch u(poBoii HHYOPMAIIUK B TEKCTOBBIX TOKyMeHTaxX. TunmyHbIe
OLIMOKHM B SI3bIKE U CTHJIE JICJIOBON KOPPECTIOHACHIINU
IIpakTuyeckoe 3anaTue Ne 5 [Topsgok cocraBienus 1 opopMICHHUS TPOTOKOIIA, BHITTACKH, 6




aKTa, ,I[OKHa,Z[HOP'I 3aIIMCKHU, CIIPpAaBKH, 00BACHUTENBHOM 3aIIMCKH, CJIy>KC6HOI>'I 3aIIMCKH.

IIpakTuyeckoe 3ansaTue Ne 6 Hanucanue J1e10BbIX THCEM 2
CamocrositesibHas pabora Ne4 OTBeThl HA KOHTPOJIBHBIE BOIIPOCHI 110 TEME 2
Coaep:xkaHue y4eOHOro MaTepuaja 1,2,3
Tema 1.5 Opranuzanus fokymeHTo000poTa. [lepenada TOKyMeHTOB U paboTa UCIIOTHUTENCH C
Texnonorus paboTs ¢ nokymenTtamu. [Ipuem u 06paboTka nmocTynaroumx 10KyMeHToB. OTIpaBKa UCXOISIINX 2
JIOKyMEHTaMu IOKyMeHTOB. Perucrpanus nokymenToB. KoHTpousb uconnenus nokymenrta. Pabora ¢
KOH(UICHIIMATbHBIMA JOKYMEHTaMU
CamocrositesqbHasi padbora Ne S OTBeThl Ha KOHTPOJIBbHBIE BOMPOCHI IO TEME 2
Tema 1.6 Coaeprxanue yueOHOIro MaTepuaJa 2
Cucremaruzauus U XpaHeHUE CucremaTu3zanus 1 XxpaHeHue JokyMeHToB. Homenknarypa nen. @opmupoBanue aed. 1,2,3
JIOKYMEHTOB DKcnepTu3a HEHHOCTU JOKyMeHTOB. [lepenaya nen Ha apXuBHOE XpaHEHUE
IIpakTnueckoe 3ansaTue Ne 7 ®opmupoBanue 0610xku aena. CocrapieHUe TUCTa-3aBEPUTENST 6
nena. CocraBiieHue BHYTPEHHEN ONMCH JOKYMEHTOB
CamocrositesbHas padora Ne6 OTBETHl Ha KOHTPOJIbHBIE BONPOCHI 110 TEME 4
Pa3nen 2.CoBpeMeHHbIe TEXHUYECKHE CPeACTBA 0(MCHOI 1eSITeILHOCTH 12
Tema 2.1 Cojaep:xkaHue yueOHOro MaTepuaJia 1 1,2
TexHnueckue cpesicTsa, TexHuueckue cpeacTBa, UCIOIB3YEMbIE TPH CO3aHUH U 00paboTke JoKyMeHTOB. Kputepun
UCIIOJIb3YEMBIE B JIEIIONPOU3BOJICTBE | BEIOOpa orcHOM TexHUKH. [IpaBuia Ge3omacHol pabOThI C TEXHUYECKIMH CPEACTBAMU
CamocrositesbHasg padora Ne 7 OTBETHI Ha KOHTPOJIBHBIE BOITPOCHI IO TEME
Tema 2.2 Coaeprxanue yueOHOro MaTepuaJa 1 1,2,3
ITpuknaaHbIe IPOrpaMMEI, 3HaKOMCTBO U padota ¢ mporpammamu «KoHCynbTaHT +». OdopmieHne mpe3eHTaui ¢
MCIOJIb3YIOLINECS JIIsl pabOThI C UCIOJIb30BaHUEM BUJIEO0, ayauo ¢aiiinoB u rpadpukoB. Komnbiorepasie cetd. OCHOBHBIE THUIIBI
UH(POPMALIMOHHBIMU Oa3aMHu. YCIIYT.
[TpuknagHbie TpoOrpaMMmsl, IpakTuyeckoe 3anaTue Ne 8 [Touck nndopmaruu B Unrepuere o Typpupmax Benuxoro 5
MICTIONIB3YFOLIMECS Ui paboTel co | HoBroposa
3BYKOM IIpakTnueckoe 3ansaTue Ne 9 OdopmieHue npe3eHTaluil ¢ HCIOJIb30BaHUEM BUEO, ayAHO 9
¢ailnoB u rpaguKoB
CamocrositesbHas padora Ne 8 OTBeThI Ha KOHTPOJIBHBIE BOIIPOCHI 110 TEME 2

Jl1s XapakTepUCTUKH YPOBHS OCBOEHUS y4€OHOTI0 MaTepuaa UCIOIb3YIOTCS CleAYoNne 0003HaYeHHUS:

1 — o3HaKkoMuTeIbHBIN (y3HaBaHHUE paHEe U3YUYEHHBIX 00BEKTOB, CBOICTB);

2 — penpoOAYKTHBHBII (BBIITOIHEHHE JACATEIBHOCTH 110 00pa3ily, HHCTPYKIIUHU WK IO PyKOBOJICTBOM);

3 — NPOAYKTHBHBII (IUTAHUPOBAHHE U CAMOCTOSITEIBHOE BHIMIOJHEHUE JIESITEIbHOCTH, PEIIeHUe MPOOIEMHBIX 3aj1ay).




CoaepxaHue NpaKTHYECKUX 3aHATHI

IIM.04. YnpagJiieHue GpyHKIHOHAJBHBIM Nojapa3aejeduem opranuzanmuun MK 04.02
CoBpeMeHHasi OPITEXHUKA U OPraHU3aIUsl IeJIONMPOU3BOICTBA

Tema 1.2 TpeGoBanus k 0popMJIeHHIO JOKYMEHTOB
IIpakTuyeckoe 3ansaTue Ne 1.
PexkBU3UTBHI JOKYMEHTOB M X 0popmiieHue, 4 4.

Ilens pabomul: 3aKkpenuieHHEe MaTepHala 1o TeMe

TpeOoBaHMs K 3HAHUSIM U YMEHUSAM:

yMeTh

- CTaBUTh PEKBU3UTHI B JOKYMEHTAaX B HY’)KHOM MeCTe

3HATh

- OCHOBHbIE PEKBU3UTHI JOKYMEHTOB

Heo06xoanmoe 060opy/i0oBaHie M MATePHUAJIBI: TETPA/Ib, YICOHUK.

TpeGoBaHus M0 TeopeTHYECKOH IOTOBHOCTH CTYA€HTOB K BbINOJHEHHIO NMPaKTHYe-
CKUX 3aHATHIA:
CocraB pexBusnuToB HacunTbiBaeT 30 HanmeHoBanuii 1 npuseneH B 'OCT P 6.30-2003 Yuudu-
[IUPOBaHHAs CHCTEMa OpraHU3AIMOHHO-PACTIOPSIUTENFHON JOKyMeHTauuu. TpeGoBaHus K
0OpPMIICHHIO JTOKYMEHTOB. B KOHKPETHOM JOKYMEHTE PEKBU3UTOB OyIeT MEHbIIE, 4acTh W3
HUX OyJIeT OTCYTCTBOBATb.

IMopsinok BhINOJIHEHHS PAOOTHI:

1. Ompenenienue TeMbl U 1SN 3aHSATHS.

2. YTOYHEHHE TEOPETUIECKUX TOTOKEHUH.

3. Bemonaenue

4. Pednexcus MpoU30IIeIIIETO.

5. OOcyxieHue pe3ybTara.

6. Utoru 3aHsTus.

3aganus:
Samanue 1.

Kakue nocTosiHHbIE peKBU3UTHI MOTYT OBITh HAHECEHBI Ha Kax /bl BUA Onanka?Odopmure
B BUie TaOJIMIIbI, IPEYCMOTPEB CIIEAYIOLIHE Irpadbl:

OO0mmuit 6;1aHK bnank nucema biank KOHKpETHOTO BUAA 10-
KyMeHTa (KpoMe TUChMa)

3ananue 2.
[To 'OCT P 6.30-2003 BbIZIETNTE PEKBU3UTHI, UCIIOIB30BAaHNE KOTOPBIX PETJIaMEHTHPYETCS 3a-
KOHOJIaTeIHCTBOM U 0(hopMHTE B BUJIE TAOIHIIBI, TPETYCMOTPEB CIEAYIONTUE Tpadbl:

KO,Z[ PCKBU3HUTA U €TO HAMMCHOBAHHC HanmenoBanue 3aKOHOAATCJIbHOT'O NOKYMCHTA U
€ro UuCXoAIIMue JaHHbIC

TpebdoBanus K pe3yabTaTaM padoThl: MHUCbMEHHAs pPaboTa, yCTHOE 00CYXKICHHUE.
dopmMa KOHTPOJIsSI: UHANBUyaTbHAS

Kpurepun onenkn:

OneHka «5» - 3a7aHue BBHIMOTHEHO 0€3 omuOoK; OTBEThl KOHKPETHBIC U JIAKOHUYHBIC;

PabGora Hanucana AKKYpaTHO, oe3 IIOMapoK, pa36OpLII/IBBIM MMOYCPKOM.
OHeHKa «4» - OTBETHI KOHKPETHBIC, HO MOT'YT COACPKATH HE3HAYUTCIBbHBIC HCTOYHOCTU,
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Pabora Hanmcana akkypaTHo, 6€3 TOMapoK, pa300pUYNUBBIM TTOUYEPKOM.
Onenka «3» - He BBINOJIHEHO 0 KOHIIA OJHO U3 3aAaHuil; OTBETHI COIEpP)KAaT HEKOTOPHIE
HeTO4YHOCTH; PaboTa BbINONIHEHa HEOPEXKHO.

Onenka «2» - IOMyIIeHbl NPUHIUIHATBEHBIE OIINOKH; BOMpOoCkl pacKpbIThl MOBEPXHOCT-
HO WJIM HEPaCKpHITHI; PaboTa odopMieHa HEOPEKHO.
Cnucok pekoMeH1yeMoii JIUTepaTyphbl:

1. KopneeB, U. K. JlokymeHTarmoHHoe oOecmedeHHe YMpaBICHHSA : YIEOHWK M MPAKTHKYM ISt
cpenHero npodeccuonanbHoro oopazosanus / Y. K. Kopuees, A. B. I[Tmenko, B. A. Mamypies. — 2-¢ u3n.,
nepepad. u gon.— MockBa: W3parensctBo FOpaiir, 2021.— 384c.— (IIpodeccuonanpHoe
oOpaszopanue). — ISBN 978-5-534-05022-6. — Tekcr : anekrponnsiii / OOpasoBareibHas ImiaTGopma
FOpaiir [caiit]. — URL: https://urait.ru/bcode/472550 (nata obpamenus: 01.08.2021).

2. Mopo3oB, M. A. DkoHOMHKA Typu3Ma : Y4eOHHUK JIJIsi CpeaHero mpodecCHOHaTbHOTO

obpazoBanusi/ M. A. Mopo3o, H.C.Mopo3zoBa. — 5-¢ wusm., wucnp. u jgom. — Mocksa :
MznarensctBo Opaiit, 2021. — 291 c. — (Ilpodeccuonansuoe odpazoBanue). — ISBN 978-5-534-
10543-8. — Tekct : anmekrponubiii // OOpasoBarenbHas miatdopma FOpaiit [caiit]. — URL:

https://urait.ru/bcode/475810 (marta obpamenus: 01.08.2021).

Tema 1.3 [lopsaaok cocTaBiieHUs: 1 0()OPMIIEHUSI OPTAHU3ANMOHHO-PACTIOPSIUTEIHLHOM
AOKYMEHTAIlUH

IIpakTuyeckoe 3ansaTHe Ne 2.

Co3nanue 1 opopMJIeHHE OPraHU3ALMOHHBIX JOKYMEHTOB, 2 4.

Ileny pabomoel: HAYyYUTHh CTYACHTOB CO3/laBaTb U OQOPMIISATH OpraHU3alMOHHBIC
JIOKYMEHTBI

TpeGoBanus K 3HAHUAM U YMEHUSIM:

yMeTb

- TIOJy4YeHHE HABBIKOB CO3/IaHUs U 0(OPMIIEHHUS OpraHU3allMOHHBIX TOKYMEHTOB

3HATh

- BU/Ibl OPraHU3aLMOHHBIX TOKYMEHTOB

Heo0xoaumoe 000opy10BaHne 1 MaTepHAJIbI: TETPA/lb, YICOHUK.

TpeGoBanus M0 TeopeTHUYECKOl TOTOBHOCTH CTY/I€HTOB K BBLINOJHEHUIO IPAKTHYE-
CKHUX 3aHATHIA:

K opraHu3anmoHHBIM JIOKYMEHTaM OTHOCSITCSI: MpPaBHJIa BHYTPEHHErO0 TPYIOBOIO
pacrnopsjika, ycTaB, I0roBop, MoJ0KeHUEe, MHCTPYKIIUS, IITATHOE PACIIMCAHUE.

ITopsinok BbINOJIHEHHS PadOTHI:
1. Ompenenenue TeMbl U €N 3aHATHSL.
2. YTOUHEHHE TEOPETUICCKUX MTOJIOKEHHA.

3. BeimosHenue

4. Pepnexcrs mpouzomieero.
5. OGcyxieHne pe3ynpTara.

6. Utoru 3ansaTusl.

3aganue: Co3gaiiTe mTaTHOE pacmuUcaHue TypUCTUYEecKoi (upMbI, pa3paboTaiite

JOJDKHOCTHBIE MHCTPYKITUU JJIT PAOOTHUKOB TYPUCTUUYECKON (hUPMBI
Pexomengaumu mno BbINOJHEHMIO 3aaaHuil. [Ipy BBINOJHEHUM 3aJaHHUI ClEIyeT
pykoBojactBoBatbes ['OCT 6.30.- 2003 P TpeboBanus kK 0pOPMIICHHIO TOKYMEHTOB.

JIOKyMEHTBI TOJKHBI OBITH BHITIOJTHEHBI HA OaHke win nucte Oymaru ¢opmata A 4 (no-
MyCKaeTCs BBHITIOJHEHNUE CIPABOK W JOKJIAAHBIX 3alMCOK Ha Jmcte Oymaru ¢opmara AS) ¢ co-
Omo/ieHueM Toneil: BepxHee — He MeHee 20 MM, HUXKHee - He MeHee 20 MM, JeBoe — He MeHee 20
MM, ITpaBo€ — He MeHee 10 MM.

[Ipu u3roToBICHNH JOKYMEHTOB MAIIMHOMUCHBIM CIIOCOOOM HEOOXOIUMO HCIOIh30BATh
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mpudT 14 Times New Roman, MeXCTpOUHBIH MHTEPBAJ: B TEKCTE JOKyMeHTa 1,5 (momyckaeTcs
MEXCTPOUHBIA UHTEpBAN 1 1 TEKCTOB OOJBIIUX MO 00BEMY); OCTAIBHBIE MHOTOCTPOYHBIE PEK-
BU3UTHI (a/1pecar, 3arolloBOK K TEKCTY, IpU( yTBEPXKICHUS U T.I1.) CIEAYET BBIIOJIHATh, UCIIOJIb-
3ysl MEXXCTPOUYHBIA nHTEpBa 1.

PaccrosiHre Mexay pekBU3UTaMU cocTaBiseT 1-2 mycteie cTpokd. OdopmiieHue peKBu-
3uta «TeKkcT JOKyMeHTa» JOJIKHO ObITh BBIIOJIHEHO C HMCIIOJIb30BAaHHEM PEXHMa IEepeHoca U
BBIPAaBHUBAHUS 110 ITMPUHE CTPOKH.

TpedoBanus K pe3yabTaTaM padoThl: MHUCbMEHHAsI Pab0Ta, yCTHOE 00CYXKICHHUE.

dopma KOHTPOJISI: UHAUBUIYaJIbHas

Kpurepum oueHku:

Onenka «5» - 3ajaHue BBITOJHEHO 0e3 omuOok; OTBEThl KOHKPETHBIC U JJAKOHUYHBIE,
Pabora Hanucana akkypaTHO, 0€3 TOMapoK, pa300pUMBEIM IOYEPKOM.

OueHka «4» - OTBETBI KOHKPETHBIE, HO MOTYT COJIEP’KaTh HE3HAYUTEIbHbIE HETOUHOCTH;
Pabora Hanucana akkypaTHO, 0€3 TOMapoK, pa300pPUNBEIM MTOYEPKOM.

OueHka «3» - He BBIIIOJIHEHO /10 KOHIIA OJIHO U3 3afaHuii; OTBEThI COAEPKAT HEKOTOPHIE
HeToyHOCTH; PaboTa BhIMOTHEHA HEOPEKHO.

Onenka «2» - TOMyIIeHbI IPUHIMIHATBHBIE OIHOKH; BOpoCkl pacKphIThl MOBEPXHOCT-
HO WA HepacKphIThl; PaboTa opopmieHa HEOpeKHO.

Cnmcok pekoMeH1yeMoil JIUTepaTyphbl:

1. KopneeB, U. K. JlokymeHTarmoHHOEe oOecmedeHHe YIMpaBICHUS : YIYCOHWK M TMPAKTHKYM ISt
cpennero npodeccuonanbHoro oopaszosanus / U. K. Kopuees, A. B. [Tmenko, B. A. Mamypiie. — 2-¢ u3n.,
nepepab. um gmon.— MockBa: WspmarensctBo FOpaiir, 2021.— 384 c.— (IIpodeccuonanproe
obpazoBanme). — ISBN 978-5-534-05022-6. — Tekcr : amekrponHsli // OOpa3oBareipHas rmiaTgopma
FOpaiir [caitr]. — URL: https://urait.ru/bcode/472550 (mata obparmienus: 01.08.2021).

2. Mopo3oB, M. A. DKOHOMHUKa Typu3Ma : Y4eOHHK HJs CpelHero mnpodecCHOHAIbHOrO

obpazoBanusi/ M. A. Mopo3o, H.C.Mopo3zoBa. — 5-¢ wu3m., wucnp. u jgom. — Mocksa :
UznatensctBo FOpaiit, 2021. — 291 c. — (IlpodeccuonansHoe obpazoBanue). — ISBN 978-5-534-
10543-8. — Tekct : anmekrponHbii // OOpasoBarenbHas miatdopma FOpaiir [caiit]. — URL:

https://urait.ru/bcode/475810 (mara obpamienus: 01.08.2021).

Tema 1.3 Ilopsagok  cocraBiaeHus W OQOPMJICHHST  OPraHM3ALMOHHO-
pacnopsiiNTeIbHOH JOKYMEHTAIuH

IIpakTHyeckoe 3ansaTHE Ne 3
CocraBienue u opopMiIeHHe PAaCIOPSAUTEIbHBIX IOKYMEHTOB , 2 4.

Hean padoThl: MoTyYeHNE CTYICHTAMH HABBIKOB COCTABJICHUS U OPOPMIICHUS
pacIoOpsIIUTENBHBIX TOKYMEHTOB

yMeTb:

- COCTaBJIATH U 0(OPMIIATH PACTIOPSIUTENBHBIE TOKYMEHTHI

3HATH:

- BUJbI paCIOPATUTENBHBIX JOKYMEHTOB

Heo0xonnmoe 000py1oBaHue U MaTepuasbl: TETPAb, UHTEPHET

TpeGoBaHus M0 TeOpEeTHYECKON FOTOBHOCTH CTYJACHTOB K BBINOJHEHUIO NIPAKTHYE-
CKHMX 3aHATHIL:

K pacnopsiiutenbHbBIM JOKYMEHTAM OTHOCSTCSA: IPUKa3bl, YKA3bl, pACIOPSIKEHHUS, 110-
CTaHOBJICHUS.

IIpuka3 — pacnopsiAMTENbHBIA JOKYMEHT, U3aBA€MbI PYKOBOJMUTEIEM OPraHHU3alNu,
MPEANPUATHS, YUPEKACHMS, JEUCTBYIOIIMM Ha OCHOBE NMpUHIMNA eAMHOHavanus. [Ipukas usga-
eTcsl JUIs PeLIeHUs OCHOBHBIX 3aJlad, CTOSALIMX Mepes JaHHOW opraHuzauuei. Odopmiisercs
npuKa3 Ha OJlaHKe, T7le yKa3aHbl HAMMEHOBAaHHE OpraHU3alluyi, HAMMEHOBAHUE BUJA JTOKYMEHTa
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—[TPUKA3, mecTo uzianusi, perucTpalioOHHbIN HOMEp, /1aTa, 3ar0JIOBOK K TEKCTY, MOAHUCH.

PacnopsizkeHue - IpaBOBOM aKT, U34aBAE€MbI €IMHOJIUYHO PYKOBOJIUTEIEM OpraHU3a-
MU (KOJUIETHAIBHOTO OpraHa TOCyJapCTBEHHOT'O YIIPABJICHUS) WIIA €r0 3aMECTUTEIIEM.

PacnopsizkeHue — pacrnopsauTeNbHbId JOKYMEHT, U31aBAaCMblii PyKOBOAMTEIIEM KOJUIE-
THAJIBHOTO OpraHa B paMKaxX MPUCBOEHHOM IOJDKHOCTHOMY JIMIY, FOCYJapCTBEHHOMY OpraHy
KOMIIETECHIIUH.

PacnopsizkeHusl AeiSITCSl HA JIBe TPYNIbI: PACHOPSHKEHUST OOIIEro, JIMTENbHOTO JIei-
CTBHU U PaCHOPsKEHMs, KaCarolMecss KOHKPETHOrO BOIIPOCa.

Pacniopsbxkenust U31a10T MUHUCTEPCTBA, BEJOMCTBA, aJIMUHUCTPALIMK 001acTel, ropoJIoB,
pailoHOB, aIMUHUCTPALIMU MIPEANIPUATHH (YUpEKAECHUI) B NIpeeiax Mpas, IPeJ0CTaBICHHBIX UM
3akoHamu PO®. [TonroroBka u opopmiieHHe pacoOpsyKEHUSI aHAJIOTHYHO OCTAJIbHBIM BHUJAM pac-
MOPSAUTENBHBIX JOKYMEHTOB. Pacmopsbkenuss opopmisitorcss Ha obmiem Onanke (opmarta A4
WM Ha CHEeIHaIbHOM OJaHKe JJISl pacropsyKEHUH.

Kpome pexkBHU3UTOB OJiaHKa MPU COCTABICHUU U O(DOPMIICHUU PACTIOPSDKEHHS UCTIONb3Y-
FOTCS CIIEYIOUIUE PEKBU3UTHI:

- 3ar0JIOBOK K TEKCTY;

- TEKCT;

- BU3BI;

- IIOJIITIUCB;

- ata;

- PErUCTPALIMOHHBIN UHACKC.

B koHcTaTupyromend yacTu U3ararTcs UM, 334a4l U IPUYUHBI U3IaHUS PACIIOpsSIKeE-
Hus. KoHcratupyronasi 9acTh HauMHAETCsl ¢ ab3ala CIOBAMHU «B CBSI3U», «B LEISIX», «B COOT-
BETCTBUM» U T.I. Llenu u 3a1aun npeanucbiBaeMbIX JEHCTBUNA M IPUUYMHBI U3JaHUS PACTIOPSIAKE-
HUs U3JIaraloTcs NPEIJIOKEHHUSIMU C OTIVIAarOJIbHBIMM CYIIECTBUTENIbHBIMU PacniopsaurenbHas
YacTh PacCHOPSIKEHUsI IO OCHOBHOMW JIeATE€NbHOCTH HaunmHaerca ciioBoM «OBA3BIBAIO» unu
«[TPEJJTAT AYO», koTOpBI€ IIeUaTaroTCs MPOIUCHBIMU OYKBaMHU OT HYJIEBOT'O MOJIOXKEHUs Taly-
nsaTopa (OT TpaHUIIbI JIeBOTO 1oJsi) 0e3 kaBbiuek u 6e3 paspsaku. CinoBo «[IPEJIJIATAFO» uc-
MOJIB3YETCS. B TOM CIIy4ae, €CJIM UCIIOJHUTEIO TOPYYacTCs BBITOJIHUTH TO, YTO HE BXOJIUT B €r0O
HENOCPEACTBEHHbIE 0053aHHOCTH 10 3aHUMAeMOM JOJKHOCTH.

Pemenne — 310 pacniopsAUTENBHBIN JOKYMEHT, SIBIISIFOIIMNICS TPAaBOBBIM aKTOM, IIPUHHU-
MaeMblil KOJUIETHAJIBHBIM OPraHOM: KOJUIETMEW MHHHUCTEPCTBA WJIM BEAOMCTBA, HAYYHBIM COBE-
TOM, COBETOM JIUPEKTOPOB U T.[.

ITocTanoBJIeHHe - IPAaBOBOM aKT, MPUHUMAEMBIN BBICIIMMHU U HEKOTOPBIMU LIEHTpaJIb-
HBIMHM OpraHaMu (enepasbHOM MCIIONIHUTEIBHON BIIACTH, NEHCTBYIOIIMMU HAa OCHOBE KOJUIETHU-
QIBHOCTH, a TaKXXe€ IPEICTaBUTEIBHBIMU W KOJUIETHAJIBHBIMH HCIIOJIHUTENBHBIMU OpraHaMH
cyobexToB Poccuiickoit @enepanuu B LEesIX pa3pelieHns Hanbosiee BaXXKHBIX U MPUHLUINAIb-
HBIX 3a/1a4, CTOSIIIUX Mepe]] JTaHHBIMH OpraHaMU, U YCTAaHOBJICHUS CTA0MIIBHBIX HOPM, MPaBHIL.

[TocTaHOBNIEHNS NMPUHUMAIOTCS TaKXXe PYKOBOAALIMMH KOJUIETHAJIbHBIMH OpraHamMH 00-
IIECTBEHHBIX OpraHu3aluii Mo Haubosiee BaXXHBIM M NMPUHLIUIIUAIBHBIM BOIPOCAM UX JIESTElNb-
HOCTH.

ITopsimok cocraBieHuss U 0GOPMIIEHUS TIOCTAHOBJIEHUI B 11€JIOM aHAJOTMYEH MOPAIKY
odopmiieHus penieHuid. Pa3nnums 3akioyaroTces B ClEAYIOLEM: pacopsiAuTeabHas 4acTh OT/Ae-
asercs o koHcrarupyromei ciooM "IIOCTAHOBJIAET" nmn "IIOCTAHOBUJIN" (B coB-
MECTHBIX TIOCTAHOBJICHUSAX JBYX HJIM 0OO0Jie€ OpTraHM3allnii), KOTOpOe IedyaTaeTcsl OTACITbHOMN
CTPOKOH OT MOJIS MPOMUCHBIMU OYKBaMHU.

[TocranoBienust opopMIIsIIOTCSl Ha OJaHKe MOCTaHOBJIEHUs (OJaHK KOHKPETHOTO BHJIA
JTIOKYMEHTA)

O0s13aTeIbHBIMM PEKBU3UTAMU NMOCTAHOBJIEHHS SBJISIIOTCS: HAUMEHOBAaHUE OpraHU3a-
LMY, HA3BaHHUE BHUJIAa IOKyMEHTA, JjaTa U PETUCTPALIMOHHBIA HOMED TIOKYMEHTA, MECTO COCTaBJIE-
HUS WIN U3JIaHUs, 3aT0JIOBOK K TEKCTY, MOAIMMKCH.

IHopsinok BeINMOIHEHUS PadOThI:

1. Onpenenenue TeMbl U LIETH 3aHATHS.
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2. YTOYHEHHE TEOPETUUECCKUX MTOJI0KCHUM.
3. Bemmonuenue

4. Pednexkcus MpoU30IIEIETO.

5. OOcyxieHue pe3ybTara.

6. Utoru 3ansTusi.

3ananuga:

3aganue 1. CocraBuTh iprKa3 00 opraHu3anuu paboThl KPyKKka « IKOHOMHUECKOE

o0Opa3oBaHue Ha NpeAnpuiATUN». B KOHCTaTHpYyIOLIEH YacTu yKa3aTh, 4TO 3TO HE0OX0Iu-
MO ISl TIOBBIIIEHHSI YPOBHS SKOHOMMUYECKHUX 3HAHUN PYKOBOJAUTENEW U CHELUAINCTOB IPE.-
npustus. [lepuoa paboThl Kpyxka - oauH Mecsl. PykoBoacTBO paboTON KpyKKa BO3JIOKUTH Ha
[JIABHOT'O JKOHOMHMCTA mpeanpusatus. [lopyduTs 3aMm. JUPEKTOpa IO XO3AMCTBEHHOM YacTH
MIPEIOCTaBUTh U MOATOTOBUTH MTOMEILIEHUE JUIsl pabOThI KPY>KKa, SKOHOMUCTY pa3paboTarh IUIaH
U TpaduK paboThl KpyxkKa B TeueHue 10 gHel co AHA U3IaHMs MPHKa3a U JOJIOKHUTH 00 ITOM py-
KOBOJUTENIO JINYHO. KOHTPOJIb 32 HCIIOJHEHNEM NPUKA3a BO3JIOKUTH HA 3aM. JUPEKTOpA IO pa-
00Te ¢ MepCcoHaIOM.

3aganne 2. CocTaBUTh MpPHUKaA3 00 YTBEP)KIECHUH WHCTPYKLUU TI0 JEJIOMPOU3BOJICTBY Ha
MpeanpusaTH. B KoHCTaTHpyIOIIel YacTH yKa3aTh, YTO B COOTBETCTBUU C THUIIOBOM MHCTPYKIIH -
el 1o JEJNONPOU3BOJCTBY, YTBEPKIAECHHOU MO pacnopsikenuto [IpaBurenscTtBa Poccuiickoin @e-
nepanuu ot 24.05.2000 N 118 npencenarenem Komurera mo aemnam apxuBoB nipu lIpaBurens-
ctBe PO, TOCT 6.30-2003 kanuensipueil mpeanpusTis pa3padoTaHbl MOPSI0K paboThI ¢ AOKY-
MEHTaMH U CTaHJapThl HA OPraHU3alMOHHO-PACTIOPSIUTENbHYIO JOKYMEHTalui0. B pacrnopsnu-
TEJNBHOM YacTW YTBEPAUTHh WHCTPYKIMIO U TOPYYUTH 3aB. KaHLEISIPUEH 00eCIeYuTh METOanYe-
CKO€ PYKOBOJCTBO OpraHHU3alueil JeJOoNpOU3BOJICTBA BO BCE CTPYKTYpPHBIE MOApA3ICICHUS
MPEANPUATHS, YCTAHOBUTh KOHTPOJIb 3a COOJIIOJEHUEM TPeOOBaHUN MHCTPYKIMH, JOBECTU IO
CBEICHUS COTPYAHUKOB MPEANPUATHS C OTMETKOM 00 03HAaKOMJICHHH C COJIEp>KaHueM pa3pado-
TaHHBIX JIOKYMEHTOB. KOHTpOJIb 3a MCIOJIHEHHEM IpHKa3a BO3JIOXKUTH Ha 3aM. AMPEKTOpPa IO
pabote ¢ Kagpamu.

3aganue 3. CocTaBUTh NPUKA3 O MPUMEHEHUH TUCIUIUIMHAPHOTO B3bICKaHUA. B npukase
OOBSIBUTH BHITOBOP HAYAJIbHUKY XO3SMCTBEHHOI'O OT/ENa 32 HEAOCTATOUHYIO paboTy Mo MOi-
JEP’)KaHUIO YUCTOTHI U MOPSAKA € ... (AaTa) 1o ..... (1aTa) Ha MpUIETAIONIEH K CKIIany U 1exy No
1 Teppuropun.

OcHoBaHuEeM AJIs1 COCTABJICHHUSA IIPUKA3a ABJIAIOTCA HOKIIAAHBIC 3allMCKH 3aBCAYIOICTO
OTACIOM C6I>IT8., Ha4dYaJIbHUKaA I€Xa Ne 1 u 00OBsICHUTEIbHAS 3aIMCKa HAaYaJIbHUKA XO35HCTBEHHO-
ro otacia. HpOCTaBI/ITI) B IIPUKAa3€ BU3Y COIIACOBaHWA Ha4dYaJIbHUKA HOPUAWXYCCKOro OTACIa U
OTMCTKY 00 03HAKOMJICHUH pa6OTHI/IKa C COACPIKAaHUECM IIpHKa3a.

3aganue 4. CocTaBUTh MpPHUKa3 O HAMPABICHUHM Ha KypPCHI MOBBIMICHUS KBaTU(UKALUN
[JIaBHOTO 3KOHOMHUCTA ['puropbeBoit AHHBI [1aBIOBHBI B T. ApXaHTe€IbCK CPOKOM HA OJMH Me-
csat. Ha Bpems orcyrcrBust ['puropneBoit A. I'. 00s3aHHOCTH TJIAaBHOTO SKOHOMHUCTA BO3JIOKHUTH
Ha ’koHOMHUCTa [IpokodreBa Uropst Aunpeesuua. [IpocTaBuTh 0TMETKY 00 03HAKOMIIEHUHU CO-
TPyIHHKA cojiepkaHueM mpukaza. OCHOBaHHE: TpadUK MOBBIIICHUS KBATU(DUKAITIH

Pexomengauuu mnmo BbINOJHEHWIO 3agaHuii. [Ipu BbINOTHEHMM 3aJaHUN CIEAYET
pykoBojactBoBatbes ['OCT 6.30.- 2003 P TpeGoBanust kK 0pOPMIICHHIO TOKYMEHTORB.

JIOKyMEHTBI JTOJKHBI ObITh BBIITOJHEHBI Ha OjaHke uiu jucte Oymaru popmata A 4 (10-
MyCKaeTCs BBHITIOJHEHNUE CIPABOK W JOKJIAAHBIX 3alTMCOK Ha Jcte Oymaru ¢opmara AS) c co-
OmosieHueM Toneil: BepxHee — He MeHee 20 MM, HUXKHee - He MeHee 20 MM, JeBoe — He MeHee 20
MM, ITpaBo€ — He MeHee 10 MM.

[Ipu u3roToBICHNH JOKYMEHTOB MAIIMHOMUCHBIM CIIOCOOOM HEOOXOIMMO UCTIIOIB30BATh
upudt 14 Times New Roman, MexcTpouHblii MHTEpBAJI: B TEKCTE JOKyMeHTa 1,5 (gomyckaercs
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MEXCTPOUHBIM UHTEpBad 1 sl TEKCTOB OOJBIINX 10 00BEMY); OCTaIbHbIE MHOTOCTPOYHBIE PEK-
BHU3UTHI (a/Ipecar, 3aroJIOBOK K TEKCTY, TpU( YTBEPKACHUS U T.II.) CICAYET BBITOIHATD, UCIOJb-
3ysl MEXXCTPOUYHBINA nHTEpBas 1.

Paccrosinne Mexay pekBU3UTaMU cOCTaBisieT 1-2 myctble cTpoku. OdopMiieHne peKBU-
3uta «TeKcT JOKyMEHTa» JOJDKHO OBITh BBIIOJIHEHO C HCIIOJIB30BAaHUEM PEXHMa NEepeHoca H
BBIPAaBHUBAHMS 11O IIMPUHE CTPOKH.

TpebGoBanus K pe3yibTaTaM padoThl: MUCbMEHHAs padoTa, yCTHOE 00CYXICHUE.

®opMa KOHTPOJISI: UHAUBUyaIbHAs

Kpurepum ouneHku:

Omnenka «5» - 3a7aHue BBHINOJIHEHO 0e3 ommOok; OTBEThl KOHKPETHBIC M JTAKOHUYHBIC;
PaGota Hanucana akkypaTHO, 6€3 MOMapoK, pa30OPUKBHIM TOYEPKOM.

Omenka «4» - 0TBEThl KOHKPETHBIE, HO MOTYT COJIEp’KaTh HE3HAUYUTEIbHbIC HETOYHOCTH;
PaGota Hanucana akkypaTHO, 6€3 IOMapoK, pa30OPUKBHIM TOYEPKOM.

Onenka «3» - He BBIINOJIHEHO JJO KOHILIA OAHO U3 3aaHuii; OTBETHI COJIepKaT HEKOTOphIE
HeTouHOCTH; PaboTa BhIMOIHEHA HEOPEKHO.

Omnenka «2» - JOMyIIeHbl TPUHIUIHAIbHBIE OMHOKH; BOMpOoCk pacKpbITHl TOBEPXHOCT-
HO WJIM HepacKphIThl, PaboTa odopmiieHa HeOPEKHO.

Cnucok pekoMeHayeMoil JInTepaTyphl:

1. Kopuees, U. K. JlokymeHTanimoHHOE 0OO€CleYeHHE YNpaBICHUsS . YUEOHUK U MPAKTUKYM

TUTS CpeIHEro npodeccrnoHaIEHOTO obpazoanmusi/  U. K. Kophees, A. B. ITrenko,
B. A. MamypneB. — 2-e u3n., nepepab. u gomn. — Mocksa : M3marensctBo FOpaiit, 2021. —
384 c.— (IIpodeccuonanmproe obOpazoBanue). —  ISBN 978-5-534-05022-6. —  Tekct

aneKTpoHHbIN // OOpa3oBarenbHas iardgopma FOpait [caiit]. — URL: https://urait.ru/bcode/472550
(mata oopamenwus: 01.08.2021).
2. Mopo3oB, M. A. DKOHOMHKa Typu3Ma : YY4E€OHHK I CPEeIHEro MpodecCHOHATBHOTO

obpazoBanusi/ M. A. Moposos, H.C.Mopo3oBa. — 5-¢ wu3m., wuchop. W jgom. — MOCKBa :
WznatenscrBo FOpaiit, 2021. — 291 ¢. — (IlpodeccuonansHoe obpazoBanue). — ISBN 978-5-534-
10543-8. — Texkcr : snekTpoHHBI // OOpa3oBarenbHas minardopma IOpaiit [caiit]. — URL:

https://urait.ru/bcode/475810 (mata obpamierus: 01.08.2021).

Tema 1.3 Ilopagok  cocraBiaeHus W OQOPMJICHHSI  OPraHHM3AlHOHHO-
pPacnopsA/ANTEbHOH JOKYMEHTAIUM

IIpakTnyeckoe 3ansiTue Ne 4

Od¢opmiieHne JOKYMEHTOB 110 JINYHOMY COCTaBY, 2 4.

Hean padoThI:

-0TpaboTaTh y CTY/IEHTOB HABBIKK O()OPMIIEHUS TOKYMEHTOB 10 JIUYHOMY COCTaBY

TpeGoBanus kK 3HAHUSIM M YMEHHSIM:

yMeTh

- 0(hOpMIIATH JOKYMEHTHI IO TMYHOMY COCTaBY

3HATh

- BUJBI JOKYMEHTOB I10 JINYHOMY COCTaBY

Heo0xonnmoe 06opy1oBaHue U MaTepuasbl: TETPab, y4€OHUK, HHTEPHET

TpeOoBanus Mo TeOpeTHYECKOH NOTOBHOCTH CTYJACHTOB K BBINOJHEHHIO NPaKTHYe-
CKUX 3aHATHIA:

JIOKYMEHTBI MO JJMYHOMY COCTABY - 9TO JOKYMEHTHI, XapaKTEPHU3YIOIIHUE MTPABOBYIO, TPY-
JIOBYIO M CIIYXEOHYIO IeSITeTbHOCTh pAOOTHUKOB Oopranuzatuu. OHu co30aiomcs 8 pesyibmame
Mpyo00o8bIX OMHOULEHUU, BO3ZHUKAIOUWUX MENHCOY YUPEHCOCHUAMU U COMPYOHUKAMU.

IlepBHYHBIE JOKYMEHTBI TPYI0YCTPOICTBA
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JIudHoe 3asiB1eHHe pabOTHHKA O ITpHeMe Ha paboTy mUmeTcs oT pyku. Pacnpocrpanena
MPAKTHUKA UCTIOIb30BAHUS JUIS 3asiBICHUH TpadapeTHoi (HOpMBI.

JINYHBI JHMCTOK 10 YYeTy KaJApOB sBJIIETCS OCHOBOM JIMYHOIO Jies1a. DTO CBOET0 poja
aHAJIOT AHKETBI, IPUYEM B HEKOTOPBIX OPraHM3alMsIX BEAYTCS OJHOBPEMEHHO aHKETA U JINYHBIN
JUCTOK 1O y4YeTy KaJpoB, a B IPYIHX — 00 aHKETa, JTUOO JIUYHBIN JTUCTOK.

JINYHBIA JUCTOK MO y4YeTy KaJApoOB — JOKYMEHT, COJACPKAIIUN CBEICHUS aHKETHO-
OuorpaduyecKoro xapakrepa o pabOTHUKE.

TpaI[I/II_[I/IOHHO JIMYHBIC JIMCTKHU II0 YUCTY KaApOB 3allOJHAKOTCA HAa PYKOBOJAIINX W WH-
KCHCPHO-TCXHUYCCKUX pa6OTHI/IKOB.

JIM4HBIN JHCTOK 3a10JIHsIeT COOCTBEHHOPYYHO MOCTYNAOLMI Ha paboTy 63 moMapok
Y UCIIPABIICHUH B OJHOM DK3EMILIAPE.

OTBeTnl Ha BOIIPOCHI JIMYHOI'O JIMCTKA JAaOTCA B COOTBECTCTBUU C NAHHBIMU, KOTOPBIC
COACPIKATHCA B IMYHBIX JOKYMCHTaX IIOCTYIIAOIIET0 Ha pa60Ty.

PaGoTHUK mOANUCHIBAET JJUYHBIN JUCTOK M0 y4eTy KaJApPOB, CTABUT ATy 3aloJiHe-
HMSA U c/1aeT Ha MPOBEPKY HHCIIEKTOPY KaJApoBoi cJIy:k0bl BMecTe ¢ (poTorpadueii 4 x 6 cm.
HNHcnexkTop npoBepsieT NPaBUJIBLHOCTH 3aN0JTHEHHUS JOKYMEHTA U BKJIenBaeT (pororpaduio.

JINYHBII JINCTOK N0 y4eTy KaJAPOB XPAHUTCH B JIMYHOM Jiejie padOoTHHKA.

PaGoTHUK, 3amMONHAIOINIA JTMYHBIH JIMCTOK, 00513aH 000 BCEX MOCIEAYIONINX H3MEHEHHSX
(pammiinun, cemeitHOro MOOKEHMsI, IOMAIIIHErO ajpeca, 00pa30BaHusl, IPUCBOEHUS YUEHOM cTe-
NICHU U 3BaHMS U JIp.) COOOIATh IO MECTY pabOoThI JUIsi BHECEHHS STHX U3MEHEHHUH B €ro JIMYHOE
Ie1o.

3anpemaercss BHOCUTh KaKue-TMO0 U3MEHEHUS WM JONOJIHEHUS B JIMYHBIM JIUCTOK IO
y4eTy KaJipoB, MEHATh ero opMy, TpeboBaTh OT paOOTHHUKA MOBTOPHOIO 3AMOJIHEHUS JIMYHOTO
JIMCTKA U HAIMCaHUs aBTOOMOrpaduu B LEISX OOHOBJICHUS IMYHOTO AENa.

Bce n3mMeHeHusl B y4eTHBIX JaHHBIX PA0OTHMKA OTPAKAIOTCSH B JIONOJHEHHHU K JINY-
HOMY JIMCTKY IO YYeTy KaJpoB.

JlononHeHne K TMYHOMY JINCTKY IO YUYETY KaJpOB

Caenennsi 000 Bcex M3MEGHEHHSIX B AaHKETHO-OMOrpadgpmuecknx JaHHBIX MJIM B TPY-
AOBOH NeATEJBLHOCTH Pa00THHKA, NPOM3OLIEAIINE IOCIE 3alOJHEHHS JIMYHOIO JIMCTKA II0
y4eTy KaJIpoB (aHKETHI), OTPAXAOTCS B JONOJTHEHUH K JUYHOMY JIMCTKY (aHKeTe).

Bce BHOCHMMBIE B JIOIOJHEHHE K JUYHOMY JIMCTKY HU3MCEHCHUSA T0JIKHBI ObITh nmoa-
TBEPKACHBI COOTBETCTBYIOIIMMHU NJOKYMECHTAMM.
AHKeTa SBJIseTCS OIHHUM U3 OCHOBHBIX JOKYMCHTOB JIMYHOI'O ACJiA.

AHKeTa BBITIONHSET TaKyIo k€ (PYHKIIMIO, KaK U JJMYHBIHN JIMCTOK MO YUeTy KaapoB. AHKe-
Ta MIPEACTABISIET COOOM MEepeUYeHb BOMPOCOB O OHOrpaduyecKUx JaHHBIX paOOTHHUKA, €ro o0pa-
30BaHUH, BBIMOJHIEMON paboTe ¢ Hayala TPYA0BOM 1eATeTbHOCTH, CEMEHHOM IOJIOKEHHUH U JIP.

@dopmbl aHKET pazpabaThIBalOTCs pabOTHUKAMHU KaJpOBOW CIyX Obl. AHKETa HY>KHA JUIs
norydeHus ”HGOpMaIMK O KaHJAU1aTe Ha BAKAaHTHYIO JTIOJDKHOCTh WJIM MECTO B OpPTaHM3allUH, a,
CJIeI0BATENBHO, /1711 OMPEEICHUS €r0 KOMIIETEHTHOCTU U MOATOTOBICHHOCTH.

B aHKeTy BKJIKOYAIOT CIIEIYIOLIME TPYIIIBI BOIIPOCOB, MOTYYaIOIIUE MOJTYYUTh OTBETHI:

1. O nacnopTHBIX JaHHBIX: (PaMUITUU, IMEHU, OTYECTBE; TaTE U MECTE

POKJICHUSI; MECTE JKUTEITbCTBA WM MPEOBIBAHMS; CEMEHMHOM TOJIOKEHHH, JETIX U POJI-
CTBEHHHKAX; TPAXTAHCTB; OTHOIIIEHWH K BOMHCKOUW O0S3aHHOCTH, TIP..

2. O6 oOpa3zoBaHum: BHUIaX, popMax U BPEMECHH MOJTyUEHUsT 00pa30BaHHMS; TTOTyUCHHOM
(BIX) CIEMANBHOCTH (51X); YYEHOUN CTENIEHU M YYEHBIX 3BaHUSX. TIP.

3. O cTaxe u onbITe padoOThI: NEPHUOIaX padOTHI; 3aHUMAEMBbIX JTOJIKHOCTSX (BBIOIHS-
eMbIX paboTax); MecTax M YCJIOBHUSAX pabOThI; pa3Mepe 3apaboTHON IIaThl; MPUYMHAX YBOJIbHE-
HUS, TIp.

4. O HaBbIKAX W 3HAHMAX: CTeNeHU BJIAJEHHUS MHOCTPAHHBIMM S3bIKAMH; YPOBHE
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BJIaJICHUS 00OpYJOBaHHMEM, MEXaHM3MaMH, HHCTPYMEHTaMH; CaMOOIEHKe MpodeccnoHaTIbHbIX
YMEHUM, HABBIKOB U 3HAHUM, TIMYHOCTHBIX KAYEeCTB, JIP.

HNHorna B aHKeTy BKJIIOYAETCSl TPYINNa BONMPOCOB 00 OTHONIEHHM K HAHHUMATEJIO
(uTO MYyMaeT 00 opraHu3aIKy, Kak OTHOCHTCS K METOJIaM YIIPaBJICHHS, KaKYIO JOJDKHOCTh XOTeI
OBl 3aHUMAaTh, pa3Mep 3apadoTHOH MIaThl, TpaduK paboThI)

ABTOOMOTpadusi — TOKYMEHT, 4aCTO MCIOJIb3yeMbId KaAPOBBIMH CIYXOaMH JUIsl MOJTY-
YEHUs JOIOJHUTENBHBIX IaHHBIX O pAOOTHHKE.

ABTOOHOrpadus — JOKyMEHT, COACPKAIINI ONMMCAHUE B XPOHOJOTMYECKOM MOCIe0Ba-
TEJIPHOCTH OCHOBHBIX 3TAIOB JKU3HH U JCSITEILHOCTA TPHHUMAEMOTO Ha paboTy JInIIa.

ABTOOMOrpadusi cocrapisercs paGOTHMKOM COOCTBEHHOPYYHO 0€3 MOMAapoK U HC-
IIPaBJICHUMN, IUILIETCS B IPOU3BOJIBHOM popme. He nomyckaercs UCIONb30BaHUE YEPHUI 3€JI€HO-
IO ¥ KpaCHOI'O LIBETa.

B xonue aBrobuorpaduu ykasbIBaroTCs NacloOpTHBIC JaHHBIC, JOMAIIHUHA ajpec, Tele-
¢oH, 1aTa cocTaBiIeHUs, IOANNUCH PAOOTHHKA.

ABToOuorpagus moMemaercs B JINYHOE JeJI0 paObOTHUKA.

[Ipouzomenmrie n3MEHEHUsI B aBTOOMOTpadun cocTaBUTEINS 32 BpeMsi pabOThl B OpraHu-
3allMK OTPAXKAKOTCS B OTAEIBHOM JOKyMeHTE — JlomoJiHeHun K ABToOnorpaduu .

Jly4iie Bcero monpocuTh pabOTHUKA HAMMKUCATh TAKOE JOMOJTHEHHE COOCTBEHHOPYYHO.
JJis ydeta IMYHOTO COCTaBa paOOTHUKOB B OPTaHU3AIUAX 3aMIOJTHSIOT:

e uYHas Kaprouka paborHuKa (popma T-2),

e JIMYHAs KapTO4Ka rocydapcTBeHHOro ciysxkaiiero (popma T-2 I'C),

e y4eTHas KapTOYKa HAyYHOI0, HAyYHO-IIeIaroruyeckoro paboruuka (hopma T-4).

KonugectBo sx3eMinsipos (popma T-2) — 1 ax3eMIuisp.
Cpok xpanenus — 75 ner.

JInuHasi KAPTOUYKA 3aMOJIHAETCS HA Pa0OOTHHUKOB BCeX KAaTeropuii, MPUHATHIX HA pa-
00Ty Ha OCHOBAHUU TpHKa3a (pacmopsHKEHUs) O IpueMe Ha paboTy (10 OCHOBHOMY MecTy pabo-
ThI). JINUHBIE KAPTOYKU BEAYTCS HA BCEX pPAOOTHUKOB, HA KOTOPBIX BEAYTCS TPYIOBbIE KHIKKH.

3anosHeHne JUYHONH KapTouku T-2 mpousBoauT paOOTHUK KaJpoBOM cIyxObl Ha
OCHOBaHUMU:

1. TpynoBoro 10roBopa, 3aKJItO4€HHOTO C COTPYAHUKOM.

2. Ilpukasa (pacropspkeHHs) O TIpueMe Ha paboTy

3. [acriopra (Mm MHOHM TOKYMEHT yIOCTOBEPEHHSI TMIHOCTH ).

4. TpyaAOBON KHUKKHU

5. CTpaxoBOro CBUAETENBCTBA FOCY1aPCTBEHHOIO IIEHCUOHHOTO CTPAaXOBaHUSL.
6. JIokyMEHTOB BOMHCKOTO y4eTa

7. JoxymeHTOB 00 00pa3oBaHUM, O KBaTU(UKALINY WIN HATMYUU CIIEHUATbHBIX 3HAHUH -
IIpU IpueMe Ha paboTy, TpeOyIOLyI0 CeIHaIbHBIX 3HAHUH WM CHEUAIbHOM MOATOTOBKH.

8. CBezneHuit, cOOOIIEHHBIX O ceOe paOOTHUKOM.

IMopsinok BHINOJIHEHHS PAOOTHI:

1. Onpenenenve TeMbl U LIETH 3aHSATHSL.

2. YTOYHEHHE TEOPETUIECKUX TTOJIOKEHUH.
3. BeimosHenue

4. Pednekcus MpOU30LIEIIETO.

5. OOcyxieHne pe3ynpTara.

6. Utoru 3ansaTusl.

3ananuga:
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3ananue 1. CocraBpTe CBOIO aBTOOHOTpaduio
3anganme 2. CocraBbTe cBOE pe3toMe It paboToaaTens
3apanue 3. CocraBbTe rpaduk ormyckoB Ha 2016 roxa 1mo TypucTudeckoit pupme

3apanue 4. CoctaBbTe JIMUHYIO KapTOuky 1o Qopme T-2;
3ananne 4. CocTaBbTe XapaKTEPUCTUKY Ha OJIHOTO M3 CTYJICHTOB Ballleii TPYIIIIBI

Pexomenaauuu mo BbINOJHEHHIO 3adaHui. [Ipy BbIMONHEHUU 3aJaHUIl CIEAyeT
pykoBojactBoBarbes ['OCT 6.30.- 2003 P TpeboBanust K 0pOPMIICHUIO TOKYMEHTOB.

JIOKyMEHTBI TOJKHBI OBITH BBIITOJIHEHBI HA OJIaHKe Wik Jiucte Oymaru ¢popmara A 4 (mo-
MTyCKAeTCs BBIMMOJIHCHHUE CIIPABOK W JOKJIAJHBIX 3alMCOK Ha JmucTe Oymaru ¢gopmara AS) c co-
OJIroIcHUEM TI0JIeH: BepxHee — He MeHee 20 MM, HIbKHee - He MeHee 20 MM, JieBoe — He MeHee 20
MM, NpaBoe — He MeHee 10 mm.

[Ipyu U3roToBICHUM AOKYMEHTOB MAIIMHOMUCHBIM CIIOCOOOM HEOOXOIUMO HCHOIb30BaTh
mpudT 14 Times New Roman, MeXCTpOUHBI HHTEPBAI: B TEKCTE TOKyMeHTa 1,5 (momyckaeTcs
MEXCTPOUHBIM HHTEpBai 1 JJIs1 TEKCTOB OOJIBIINX 110 00BEMY); OCTaIbHBIE MHOTOCTPOYHBIE PEK-
BH3HTHI (aJIpecar, 3aroJIOBOK K TEKCTY, TpU(] YTBEPKIACHUS U T.I1.) CICAYET BBHITIOIHATE, UCTIOIh-
3ysl MEXXCTPOUYHBI nHTEpBal 1.

Paccrosinne Mexay pekBU3UTaMU cOcTaBisieT 1-2 myctbie cTpoku. OdopMieHne peKBU-
3uta «TeKCT JOKYMEHTa» JOJHKHO OBITh BBIMIOJIHEHO C HCIIOJIb30BAHHEM PEKUMa TepeHoca U
BBIPABHHUBAHMSI 110 IIUPUHE CTPOKH.

TpeGoBanus K pe3yJbTaTaM padoThl: MICEMEHHAsS padoTa, yCTHOE 00CYXKICHHE.

®opma KOHTPOJIS: MHIUBHyaIbHAS

Kpurtepuu ouenku:

Onenka «5» - 3a7aHue BBIIOJIHEHO 0e3 omnOok; OTBEThl KOHKPETHBIC U JTAKOHUYHBIE;
Pabora Hanucana akKkypaTHO, 6€3 IOMapoK, pa300pUKBBIM TOYEPKOM.

OueHka «4» - OTBETHl KOHKPETHBIE, HO MOTYT CO/IEpKaTh HE3HAUUTEIbHbIE HETOYHOCTH;
Pabora Hanucana akkypaTHO, 6€3 HOMapoK, pa300pUKBBIM TOYEPKOM.

Onenka «3» - He BBIIOJIHEHO /10 KOHIIA OJIHO U3 3a/1aHuil; OTBETHI cojiepkaT HEKOTOphIE
HEeTOYHOCTH; PaboTa BhINOIIHEHAa HEOPEXKHO.

Onenka «2» - JONyUIeHbl MNPUHIUIHAIbHBIE OMMOKK; Bompockl pacKpbITHI
MOBEPXHOCT- HO MJIM HEPACKPBITHL; PaboTa opopmiieHa HeOpEeKHO.

Cnucok pekoMeHyeMoii JInTepaTyphl:
OcHOBHbIE HCTOYHUKHU:
1. Kopuees, 1. K. JlokyMeHTallMoOHHOE OOecrieyeHue yNpaBieHUs : YYEOHUK U IPAKTHUKYM

uis  cpeaHero  mpodeccuoHambHoro  obpaszoBanusi/  W. K. Kopuees,  A. B. Ilmenko,
B. A. MamrypuieB. — 2-¢ w3xa., mepepad. m jgon. — MockBa : M3narensctBo FOpaiir, 2021. —
384 c.— (IlpodeccuonanvHoe obpasoBanue). — ISBN 978-5-534-05022-6. —  Tekct

a5eKTpoHHBIH // OOpa3oBarenbHas miardopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/472550
(mata obpamenwus: 01.08.2021).
2. Mopo3oB, M. A. DkoHOMHKA Typu3Ma : y4eOHUK AJsi CpelHero MnpogecCHOHaIbHOIO

obOpazoBanusi/ M. A. Mopo3oB, H.C.Mopo3zoBa. — 5-¢ wu3n., wucnp. u jgomn. — Mocksa:
WznatenberBo FOpaiit, 2021. — 291 ¢. — (IlpodeccuonansHoe odpazoBanue). — ISBN 978-5-534-
10543-8. — Tekcr : snektpoHHBIH // OOpazoBarenbHas minardopma IFOpaiit [caiit]. — URL:

https://urait.ru/bcode/475810 (mata obpamerus: 01.08.2021).
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Tema 1.4 Tlopsiaok cocTaBjieHusi U opopMiieHHs CIPABOYHO-UHGOPMAITHOHHOM
AOKYMEHTAIlUN

IIpakTnueckoe 3ausitue Ne 5

IHopsaok cocraBienusi U 0popMiIeHHS POTOKOJIA, BBIMUCKH, AKTA, TOKJIATHOM
3allUCKH, CIIPABKHU, 00bSICHUTEIbHOM 3aNIMCKHU, CJIYKeOHOM 3alIUCKH, 6 4.

eab padoThi:

- TOy4YeHHE HaBBIKOB COCTaBJCHUSA M O(POPMIICHHS CIPaBOYHO-MH(POPMALIMOHHOM
JIOKYMEHTaIu!

TpeOoBaHMs K 3HAHUSIM U YMEHUSAM:

yMeTbh

- COCTaBJIATH U OPOPMIIATH CIIPAaBOYHO-MH(GOPMAITMOHHYIO JOKYMEHTAIIHIO

3HATh

- OCHOBHBIE BH/IbI CIIPABOYHO-UH(POPMAILIMOHHON JJOKYMEHTAIU!

Heo06xoanMoe 000opy/i0BaHie H MaTepPHAJIbI: TETPalb, Y4€OHUK, UHTEPHET

TpeGoBaHus M0 TeopeTUYECKOH NOTOBHOCTH CTYAE€HTOB K BbINOJHEHHIO NMPaKTHYe-
CKUX 3aHATHIA:

IIporokon — HOKyMEHT, (PUKCUPYIOMIUNA XOA OOCYXJACHHS BOMpPOCAa U MPHUHITHE pelie-
HUI Ha COOpaHMIX, COBEUIAHUAX, KOH(DEPEHIUAX U 3aCETaHHIX KOJJIETHAIBHBIX OPTaHOB, JIEJI0-
BBIX BCTpEUax.

PexkBH3HUTHI MPOTOKOJIA: HAMMEHOBAaHUE OpraHW3allM{, Ha3BaHHE BHJA JOKyMEHTa, JaTa,
PETUCTPALIMOHHBI HOMEP, MECTO COCTABJICHUS WM M3JaHUS JOKYMEHTA, 3aTOJIOBOK K TEKCTY,
TEKCT, MOJAMUCH, OTMETKA 00 MCTIOJTHEHUH TOKYMEHTA U HAIIPABICHUH €r0 B JIEJIO.

[Tporokon odopmisiercs Ha oOmEeM ONaHKE OpPraHW3aAIlMM WM CHCIHAILHOM OJaHKe
npoTtokona. [IpoTokonsl 0popMIISIFOTCS Ha OCHOBAHWM 3aIKCEH XO0/a 3acelaHHi, CTEHOTPAMMBI
WM 3BYKO3AIMCH, a TaK K€ MaTepuasoB, MOJATOTOBICHHBIX K 3aC€IaHUI0 (TEKCTOB JOKJIAJOB,
BBICTYIJICHHH, CIIPABOK, MMPOEKTOB PEHICHWH W T.I.) B TEUEHHE ISATH JHEH CO JHS 3aceqaHwMs.
Jlata mpoTokoia — 3TO JaTa MPOTOKOIUPYeMOro coObIThsA. [IpOoTOKONIBI OBIBAIOT MOJHBIMH U
KpPaTKHAMH.

[TonHBINA IPOTOKOJ CONEPKUT 3alUCh BCEX BBICTYIJICHUN HA 3aCEIaHUM, KPATKUN -
TOJILKO (DaMUIIMU BBICTYMABIIMX U KPATKYIO 3alIUCh O TEME BBICTYIUICHUS.

B 3arosioBke K IIPOTOKOJy YKa3bIBa€TCsl Ha3BaHUE KOJIJIETHAJIbHOTO OpraHa MM 3aceia-
HUS, 3ar0JI0BOK I'PaMMaTHYECKH COIJIaCyeTCsl C Ha3BaHNWEM BUJA TOKYMEHTA.

[TpoTroxo (uero) oduiero coopanus akIIMOHEPOB.

BBogHas dacTe TekcTa MIPOTOKOJA COACPKHUT CIEAYIOUIME CTPYKTYPHBIE DIIEMEHTHI,
KOTOPBIE NI€YATAXOT OT IPAHULIBI JIEBOTO IOJIS:

IIpencenarens

Cekperapb - IpUBOAATCS UX (PAMUIIUU Y HHULUAJIBI;

[TpucyrcTBOBaIM — NEPEUUCIISAIOT (HaMUIIMK M UHUIMAIBI IPUCYTCTBYIOUINX B all(haBUT-
HOM TIOpSiAKE C yKa3aHUEM JODKHOCTH M MecTa paboThl, ecinu ux He Oosee 15 yenmosek. Eciu
IPUCYTCTBYIONMX OoJsiee 15 yenoBek, yKasbIBaeTcs MX OOlee KOJIMYECTBO M PAJIOM JIENAeTCs
oTMeTKa (crucok npusaraercs). [loBecTka qHS — mepedncsioTCs BONPOCH], BHIHOCHMBIE Ha 00-
CY’KJIEHHE, KOTOPbIE PACIIOIAratoTCsA 0 CTEIEHU BaXKHOCTH. POPMYIHUPYIOTCS BOIPOCHL B UME-
HUTEJIBHOM MaJIeKe, HyMEpYIOTCsl apaOCKuMu HudpamMu 1 3alIMCBHIBAIOTCS € a03aI[HOTO OTCTYyIA.
[To xaXxOMy BOIPOCY YKa3bIBAETCS JOKIATUMK (IOKHOCTD, (haMuiIus 1 MHUIMAaIbl). OCHOBHAs
4acTh TEKCTA MPOTOKOJIA NETUTHCA HA pa3zeibl. MIX KoIM4ecTBO COOTBETCTBYET YHCIY BOIIPOCOB
B IoBecTKe JiHs. Pa3nensl o603HauaroTes puMckuMu udpamu. Kaxaplii pasaen cocTouT U3 Tpex
yacreit: «CIIYIIAJIN», «BBICTYIIUJINy, «PEILNIIN (ITOCTAHOBWJIN)» OTu cnosa neya-
TalTCA MPOMUCHBIMU OyKBaMH, OT T'PAaHUIIBI JIEBOTO IOJISI, HA OTAENIbHOM CTPOKE, C IBOETOYUEM
B KoHIle. DaMWINK ¥ MHULHAAIBI JOKJIAIUMKA U BBICTYNAIOIIMX 3alMChIBAIOT HA HOBOM CTPOKE €
a03a1HOro OTCTyNa B UMEHUTENbHOM najexe. ConepikaHue BHICTYIUIEHUS U3JIaraeTcs OT TPETh-
€ro WK IEePBOro JIMIA €AUHCTBEHHOTO YHCIIa U OTAEISAETCS OT GaMIIUU Je(PUCOM.

B wactu «CJIYIIIAJIN» yka3bpiBaeTCs: B KPaTKUX MPOTOKOJAX — (paMuiInsg U MHULIUAIIBI
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BBICTYNAIOLIET0 U TEMa €ro BBICTYIUIEHUS; B MOJIHBIX — (p)aMMJIMS U MHHULMAIBI JTOKJIAIYUKa,
TEKCT €r0 BBICTYIICHHSI HJIM COOOIIEHUs (€CIM OH MOATOTOBJIEH B MUCbMEHHOM BHJIE, TO YKa3bl-
BAaIOT «IOKJIaJ IIPUIIAraeTCs»).

B wactu «BBICTYIIMJIN» yka3biBaeTcs: B KpAaTKUX MPOTOKOIAX — TOJBKO (haMHIIUU
JIMLL, IPUHABIIMX y4acTHE B 00CYKIAEHUU BOMPOCA; B MOJHBIX — (PUKCUPYIOTCS TAK)KE U BBICTYII-
JICHWS, BKJIIOYAash BOMPOCHI K JOKJIQAYUKY, OTBETHI M JAUCKyccuu. IIpm HEOOXOOUMOCTH mocie
(bamMUIUM ¥ MTHULMAJIOB BBICTYNABILEr0 YKa3bIBAIOT JOJKHOCTb.

B wactu «PELIWJIM (IIOCTAHOBUJIN)» 3anucbiBaeTcs MPUHATOE peHIeHHE. ITa
YaCTh MOXKET JIEIUTHCS Ha IYHKTBI, UX YUCIIO ONPENENIAETCsl KOJIMYECTBOM MPHUHSTHIX pEeIIeHUH
II0 paccMaTpuBaeMoMy Bompocy. VHorja ykasplBaroTCsl pe3yibTaThl TOJIOCOBAHUS 110 KAXKIOMY
IIYHKTY IOBECTKH JHsI, HAIIpUMeEp pe3yJbTaThl rosiocoBaHus: 3a — 15, mpotus — 1, Bo3aepxkancs
— 1. IIpoTOKOI NOANKCHIBAIOT IPEJCENATEND U CEKPETAPD.

AKT — JJOKYMEHT, COCTaBJIECHHbI HECKOJIbKUMHU JINLIAMU, KOMUCCUEN B IOATBEPKICHHUE
(akTOB U COOBITHH, CBA3aHHBIX C AEATEIBHOCTBIO IPEANPUATHS WA OTACIIBHBIX JIUII.

AKTBI COCTaBJIIIOTCS MPH PEBU3HAX U OOCIEIOBaHMAX, MHBEHTAPHU3ALUH, NIEpeaaye To-
BapHO-MaTepUAIbHBIX LIEHHOCTEH, repegaye /el MpU CMEHE JOJKHOCTHBIX JIML, IPOBEIECHUU
WCIBITAHUN HOBBIX U3/EJIUNA U 000PYAOBaHUS, IIPU Clladye B IKCIUTyaTallMI0 3aKOHYEHHBIX 00bEK-
TOB U T.JI.

AKT opopmisieTcst Ha oO11eM OJIaHKe UK Ha CIIEUaIbHOM OJIaHKE aKTa.

PexBM3UTHI aKkTa: HAMMEHOBAaHHE OpPraHU3alMM, HAUMEHOBAHUE BHUJA JJIOKYMEHTa, Jara,
pEerucTpalMOHHbIM HOMEp, MECTO COCTABJIEHUS WM WU3/1aHUS JIOKYMEHTA, 3ar0JI0BOK K TEKCTY,
rpud yTBEep>KIEHHMs, TEKCT, IOAIUCH, IeYaTh, OTMETKA 00 UCIOJIHEHUH JOKYMEHTa U HalpaBJe-
HUM €ro B z1eno. /lata akTa JOKHA COOTBETCTBOBATH J1aTe aKTUPYEMOT'O COOBITHSL.

3aroJI0BOK TEKCTa COAEP>KUT HA3BaHUE WIIM KPaTKOEe COJIepKaHUE aKTUPYEMOIo COOBITUS
M COTJIaCyeTCsl ¢ HAMMEHOBAaHNEM BHJIa IOKyMEHTa, HapuMep akT (dero?) paboTbl KOMUCCHH T10
IIPOBEPKE OOLIESKUTHSL.

TekcT akTa COCTOMT U3 TPEX YacTeil: BBOAHASA YaCTh, KOHCTATUPYIOILAs YACTh, BHIBOIBI.

BBojHas yacTh TEKCTa aKkTa COAEPXKUT CIENYIOIIME 3JEMEHThI, KOTOpbIE ME€4YaTalT OT
TPaHULbI JIEBOTO TOJISL.

OcHoOBaHME — B Ka4€CTBE OCHOBAHMS MOTYT BBICTYNAaTh MPUKA3 WM PACIOPSIKEHUE PY-
KOBOJAMTEIS, TOKJIa/IHas 3allMCKa, MJIaH IPOBEIEHUS IPOBEPOK U T.II.

CocTaB KOMHCCHH:

[Ipencenarens — yka3bIBao TOKHOCTD, (DAMHUIIUIO M HHUITHAIIHI.

YsneHbl KOMUCCUU — NEPEUUCTSIOT JODKHOCTH, (PaMUIIUK ¥ MHULIMAIBL.

UsieHOB KOMHUCCUU JOJKHO OBITH HEe 0oJjiee JABYX YeNIOBEK HE 3aMHTEPECOBAaHHBIX B pe-
3y/lbTaTax aKTUPOBAHUS.

KoHcraTtupyromas yacTh TEKCTa akTa HauMHaeTcsl ¢ ab3amHoro orcryna. B Heil usmara-
IOTCS 1IeNU, 3a/lauM, CYUIHOCTh YCTaHOBJIEHHBIX (pakToB. TekcT KOoHcTaTHpyroLled yacTu mpu
HEO00XOJIMMOCTH MOKET OBITh pa30UT Ha MMYHKTHI.

B 3aKiIIOUMTENBHON YacTH TecTa aKTa JIEJIar0TCs BBIBOJBI MM JAIOTCS PEKOMEHIALNH.
OTa yacTh TEKCTa He 00s3aTeIbHa, aKT MOXKET 3aKaHUMBAThCS KOHCTaTaluen (hakToB.

Ilocne Tekcra nepen peKBU3UTOM «IIOANKCH» MIPUBOJAT CBEAEHUS O YHUCIIE KONUM aKkTa U
MeCTe MX HaxoxaAeHusa. KonnuecTBo 3K3eMIUISIpOB aKTa OINpeAesseTcs] KOJIMYeCTBOM 3auHTepe-
COBAHHBIX B HEM CTOPOH WJIM HOPMAaTUBHBIMH JOKYMEHTaMHU.

AKT NOANMCHIBAIOT NpEAceaTeNlb U WiIeHbl KOMHUCCUU. JInIo, uMerolee 3aMedanus K
COJIEp’KaHUIO aKTa M HECOTJIACHOE C BBIBOJIaMU KOMMCCHH, TaK K€ 00513aHO TIOCTABUTH MOAINMKCH,
HO MMEET MPaBO U3JI0KUTH CYTh 3aMEYaHUs HUKE TIOJIUCEN WM HA OTJEIBHOM JINCTE, KOTOPBIN
SIBJIETCS IPUIIOKEHUEM K aKTy.

CnpaBka — JOKYMEHT, COJAEp)KALUI ONUCAaHUE WU MOJATBEP)KJIEHUE TE€X WM HHBIX
(¢akToB M CcOOBITHH, cBeneHUN Ouorpapuyeckoro WiM ciyxeOHOro xapakrtepa. CrpaBku,
OTpakarollue JeATeNbHOCTh NMPEANPUATHS, JEeNIATCS HAa BHYTPEHHHE M BHEIIHUE, CIY)KEOHOTO U
JUYHOTO XapakTepa.

CripaBku Ccity>)keOHOTO XapakTepa JeNsTcs Ha BHEIIHUE U BHyTpeHHHUe. BHenrHue crpas-
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KM CITy>)KEOHOT'0 XapakTepa COCTaBISIOTCA IO 3alpOCy BBIMIECTOSIIIUX MM CTOPOHHHX OpraHH-
3auuil. BHyTpeHHMe cripaBKu CIyKeOHOT0 XapakTepa COCTABISAIOTCS IO 3alpOCy PYKOBOIUTEIS.

Buemnue crpaBku ciy:keOHOro xapakrepa oQopMIIIOTCS Ha o0meM OJaHKe WM Ha
CreMaIbHOM OJIaHKe CrpaBKu. BHyTpenHue - Ha iucte Oymaru ¢popmara A 4.

PexkBu3UTHI CipaBKU: HAMMEHOBAHHUE OpPTaHU3allMM, HAUMEHOBAHUE BUJA JOKYMEHTa, Ja-
Ta, PErUCTPALMOHHBII HOMEDP, MECTO COCTABJICHUS WM U3JaHUS JOKYMEHTA, aJipecar, 3arojloBOK
K TEKCTYy, TeKCT, OTMETKA O HAJIMYUU MPHIOKEHHUS, OJIUCH, TIe4aTh, OTMETKA 00 MCIIOIHEHUU
JIOKYMEHTA 1 HaIlpaBJIEHHUHU €0 B JIEII0.

CripaBKU JTUYHOTO XapaKTepa - 3TO BHEIIHUE CIIPABKU BBIAAIOTCS COTPYIHUKAM IS TIOJI-
TBEpXKAeHUs (pakTa ux pabOTH B JaHHOW OpraHHM3aluu, pa3Mepa 3apabOTHOMN IJIaThl, TPYJOBOTO
CTa)ka | JIp. U COCTaBJISIOTCS Ha OyaHkax gopmara A 4,AS.

TekcT cpaBKu TUYHOTO XapakTepa cielyeT HauuHaTh ¢ paMWINK, UMEHHU, OTYECTBA pa-
O0OTHHMKa B MIMEHHUTEIHHOM TMajexe. Eciam B cripaBe OTCYTCTBYET ajpecar, TO B KOHIIE TEKCTa C
ab3arHoro orcryna numyt «CrpaBKa AaHa i MPeIbsBICHUS 10 MECTY TPEOOBAHUS.

BHemHue crnpaBku CIy)kKeOHOTO XapakTepa HMOAMUCHIBAIOTCS PYKOBOJUTEIEM OpraHH3a-
MU U 3aBEpAIOTCS TeuaThlo. BHYTpeHHHE CHpaBKH CIIYy:KEOHOTO XapakTepa MOIMHCHIBAIOTCS
PYKOBOJUTENEM CTPYKTYPHOI'O MOJpa3iesieHuss Uiu cocTaBuTeneM. Ecnu cripaBka cOOEpKUT
cBeZieHHs (DMHAHCOBOTO XapakTepa, €€ MOJMUCHIBAIOT PYKOBOAUTEIh OpraHU3alluu U TIaBHBIN
OyxranTep M 3aBepsoT nedaThio. CpaBKU JMYHOTO XapakTepa IMOANUCHIBAIOT PYKOBOIAHUTENb
OpraHM3alii U HadallbHUK OT/AeNa KaApoB (WM MHCIEKTOp OT/eNia KaapoB) U 3aBepsIOT Ieda-
Th10. TeKCT crpaBKU AOMyCKaeTCcss OQPOPMIISTH TAOIUIIEH.

JokaanqHasi 3aMMCKA — JOKYMEHT, aJpeCOBAHHBIM PYKOBOAUTENIO JAaHHOW WM BHIIIE-
CTOALLIEH OpraHU3aluy, COJEPKAINi 00CTOSITENbHOE U3JI0KEHUE KAKOro-IMOO BOIpOCa C BbI-
BOJAMHU U MIPEJIOKEHUSIMHI COCTaBUTEIIS.

JloknagHbie 3aMCKU OBIBAIOT BHEIIHKME M BHYTpeHHUE. BHemHs s agpecyeTcs pyKoBOIU-
TEJII0 BBILIECTOSIIEH OpPraHU3aluu, BHYTPEHHSSI — PYKOBOAMTEIO MOAPa3AeIeHUsI WU OPraHu-
3allMU.

[lo coneprkanHuio TOKIaJHbIE 3aIIMCKU MOAPA3IEISIFOTCS HA HHUIMATUBHBIE, HH(OpMaL-
OHHBbIE, OTYETHbIE. VIHMIIMAaTUBHbIE JTOKJIAJHbIE 3alIUCKHA COCTABIIAIOTCS C LIEJbI0 MOOYAUTH aji-
pecara NPUHATH ONPEIECIIEHHOE pELICHHE, NTO3TOMY B TaKOM CIPaBKE H3JIararoTcs HE TOJBKO
(bakTbl, HO U KOHKpETHbIE NpeasIoKeHUs. VHpopMallMOHHbIE NOKJIAIHbIE 3alUCKU COJEpXKaT
MHPOPMAIIHIO O JETAISX U METOaX BbIMOJIHEHHS paOOoThI.

OT4yeTHble MOKJIAIHBIE 3alMCKH HUHQOPMHUPYIOT O 3aBEpUIEHHHM paOOThl, BHINOIHEHUH
YKa3aHUH, paclopsHKEHUN U T.J1.

PexkBu3NTHI OKIIaJHOW 3alMCKHU: HAUMEHOBAaHUE OpraHU3alluy, HAMMEHOBaHHUE BHJIA J10-
KyMEHTa, J1aTa, pErUCTPAllMOHHBIM HOMEpP, MECTO COCTABIIEHUS WIM WU3/1aHUs JOKYMEHTa, aJpe-
car, 3ar0JIOBOK K TEKCTY, TEKCT, OTMETKA O HAJIUYUU IPUIIOKEHUS, IOJUCH, OTMETKa 00 UCIIO-
HUTENE; OTMETKa 00 MCIIOJHEHUH JOKYMEHTA U HalpaBJICHUH €ro B JEJIO.

BHemHss oknanHas 3amucKa COCTaBisieTcs Ha oOuieM OslaHKe opraHM3alid WIM Ha
OJaHKe TOKJIQAHOM 3alMCKU U MOAMUCHIBAETCS PYKOBOJIUTENEM OpraHU3alliy.

BHyTpeHHss 10KIaHas 3aMMCcKa COCTABIsETCs HAa CTAaHApPTHOM JIMCTe OyMaru M MoAfu-
ChIBaeTCs cocTaBuTeneM. J[aToil TOKIa HOM 3allMCKHU SIBJISIETCS JaTa €€ COCTaBJICHUS U MOAKca-
HUSL.

Cay:xeOHasi 3anucka — popMa BHYTPEHHEH JEIOBOM MEPENUCKH MEXKY TTOApa3ae/iCHN-
SIMM OpTaHU3alu1 WU JI0JPKHOCTHBIMU JIMLIAMU, HE HAXOASIIUMUCS B IPSIMOM IOJYMHEHHUU.

CnyxebHasl 3amucKa MOXET UMeTh MH(GOPMAlMOHHBINA, MHULIMATUBHBIA MM OTYETHBIH
xapakTep. B Tekcre m3maratoTcs Jei0Bble BOIIPOCHI, Kacaromuecss paboThl CTPYKTYPHOTO HOJ-
pazaeneHns WM J0JKHOCTHOTO ynna. CioyxeOHasl 3alicKa MOXKET COAepKaTh MpockOy, Mpen-
JIOKEeHHE U OBITh aJipecoBaHa JJI0OOMY HEMPSIMOMY PYKOBOIMTEINIO.

PexBu3uThl ciyxeOHOI 3amMCKU: HAMMEHOBAaHUE BHUJA JOKYMEHTa, JaTa JOKYMEHTa, pe-
THCTPALMOHHBIM HOMEp, aJpecar, TEKCT, OTMETKA O HAJTMYMU NPUIIoKeHus, noanuck CiyxebHas
3anucka odopmisieTcst Ha iucte Oymaru ¢popmara A4. TekcT COCTOUT U3 IBYX YacTeil. B mepBoit
YacTH U3NArarT (akThl, MOCIYKUBILKE MTOBOJOM K €€ HallMCaHHI0, BO BTOPON — JIE€Nal0TCsl BbI-
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BOJIBI M TAFOTCS TIPEAJIOKEHUS 110 TTOCTaBICHHOMY Borpocy. CiryKeOHYI0 3aliCKy TOAMUCHIBACT
PYKOBOAMTEIb MOAPA3ACIICHUS UIIA JOJKHOCTHOE JIULIO.

O0bsicHUTEIbHAS 3aNMCKA — JOKYMEHT, COCTABIISIEMBIN JIJIs TIOSICHEHUS OTICIbHBIX T10-
JIO’)KEHUH BBITIOJIHEHHOW paboThl. B oTiHYMe OT MOKIAaIHBIX 3aHUCOK OOBSICHUTEIBHBIC 3aUCKH
HE coJiepKaT BBIBOJIOB U MPEIJIOKCHHUH.

PexBu3NTH O0BSCHUTENHLHON 3aMTMCKN: HAMMEHOBAHUE BHJIA JOKYMEHTA, JaTa, pEerucTpa-
LIUOHHBIN HOMEP, aipecaT, TEKCT, OTMETKA O HATMYUH TIPHIIOKEHUS, TIOIITUCH.

Pa3HOBHUIHOCTHIO OOBSICHUTEIBHBIX 3aIIMCOK SBJISIOTCS JTOKYMEHTBI, COCTaBJIsIeMbIE pa-
OOTHUKAaMU TIO YKa3aHUIO PYKOBOJUTEIS, PYU BO3HUKHOBEHUH HEIITATHBIX CHTYalWi (HapyIie-
HUS TPYIOBOW W MPOM3BOJCTBEHHON MUCIUIUIMHBI). Takas 3amucka MUIIETCS OT PYKH, aJpecy-
€TCSl pYKOBOIUTENIO. TEeKCT OOBSICHUTENBHOM 3aMUCKU J0HKEH COACPKATh apryMEHThI, CMsTrya-
IOIIHE MTPOCTYIOK PAaOOTHHUKA WIIH IMTOATBEPKIAIOIINE KaKHe-TH00 (paKThI.

Boinucka - noanucaHHas M 3aBEpEeHHAsl KOMUS 4acTU JAOKyMeHTa. B psne ciydaeB oT-
BETCTBEHHOMY HCIIOJHUTEIIO MO0 OJHOMY W3 IYHKTOB IpHUKa3a IS BBITIOJHCHUS 3aJaHUs HE
TpeOyeTcs MOJIHBIN TeKCT JOKYMEHTa. B Takux cirydasix JeliaeTcs BBIMKUCKA U3 MPUKa3a.

B Tom ciydae, korna HeoOX0IMMO TOBECTH pelieHusl ([IOCTAaHOBJICHHUS ), IPUHSATHIC HA 3a-
celaHuu, coOpaHuu, KOHOEPECHIIMA U T.J., O 3aUHTEPECOBAHHBIX JOJHKHOCTHBIX JIHII, JEIAIOT
BBIMMCKY U3 MpOTOKoJa. Beimucku odopmisitorcs Ha oOuiem OnaHke, 6JlaHKE BBIMTUCKU WM Ha
CTaHJapTHOM JiucTe Oymaru ¢opmara A 4. PEKBU3UTHI BHITHCKH:

HAaMMEHOBAHHME OpraHHu3aluu, HauMeHoBaHHe Buaa nokymenta (BBIIIMCKA U3 I1PU-
KA3A, BBIIITNCKA U3 ITPOTOKOJIA), Hike uepe3 0JHy CTPOKY J1aTa U HOMEp JOKYMEHTA U3

KoToporo aenaercs Boinucka (Ne 05 ot 12.09.2004), mecTo cocTaBieHUs WM U3JaHUSI TOKYMEH-
Ta, 3aroJIOBOK K TEKCTY, TEKCT, OJIHICh, OTMETKA O 3aBEPEHUH KOMHH JOKYMEHTa, OTMETKa 00
UCIIOJIHEHUH JOKYMEHTA U HaIIPABJICHHUH €T0 B JICINO.

M3 TekcTa MpOTOKOJIa BHITUCHIBAIOT: MOJHOCTHIO BBOAHYIO YacTbh, a U3 OCHOBHOM -4acTh
«[TOCTAHOBUWUJIU (PELLINJIN)».

W3 Texcra mpuKasa BHIMHMCHIBAIOT: MMOJHOCTHIO KOHCTATUPYIOIIYIO 4acTh, a U3 pacropsi-
JUTENFHON YaCTH — OJIMH WJIM HECKOJIBKO ITYHKTOB, KacaloIINecss HEIOCPEICTBEHHO KOHKPETHO-
T'O HCTIOJTHUTETIS.

ITopsiiok BHINOJHEHUs PaGOThI:

1. Ompenenienue TeMBbI U 1SN 3aHSATHSL.

2. YTOUHEHHE TEOPETUUECKUX MOJIOKEHUH.

3. Bemonaenue

4. Pednekcus NpOU30LIEIIETO.

5. OOcyxieHne pe3ynbTara.

6. Utoru 3ausTus.

3ananus:

3aganue 1,2. CocTaBuTh NOJIHBIN U KpAaTKUW MPOTOKOJ 3acenanus CoBera TUPEKTOPOB,
rze 00CyX/aajcsi BOIpoc 0 He0OX0IMMOCTH OTKphITUS puiinana npeanpusatus. [IpucyrcTBoBanu
Bce (5 uenoBek). OauH u3 wieHoB CoBeTa AUPEKTOPOB Jienai JoKiIaa. B oOcykaeHnn npuHsIu
yuactue Tpoe. [lepBbiil - moaaepx an JOKJIaIIMKa U BBICKA3aJl PEUMYILECTBA, KOTOPHIE MOJY-
YUT MpEINpUsATHE B CBSI3U C OTKpbITHEM (uimana. BTopoii - BbICKa3an COMHEHUS M MOIPOCHI
0osee yOeaUTENbHBIX T0BOJIOB. TpeTHil - YTOYHHUII CPOKU MOJATOTOBKU HEOOXOIMMBIX JTIOKYMEH-
TOB. B pe3ynbTare 06CcykIeHHs ObUIO MPUHATO pelIeHrne 00 OTKPHITUU (pUiIHaIa U MOATOTOBKH
HEOOXOMMOM JOKyMeHTauu B TeueHue 10 gHel co maHs 3acemanus. [IpocTaBUTh OTMETKY 00
WCIIOJIHEHUH IOKYMEHTA U HAaIIPaBUTh €0 B AEJIO0.

3aganne 3. CocTaBUTh aKT MpHeMa-TiepeIadn epCOHATBHOTO KommbioTepa 486 DX -68
uHB. Ne 123 u3 oTena MapKkeTHHra B IOPUAMYECKHM OTAET Ha CPOK BBIMOJIHEHUS padoT ra KOH-
tpakTy N 22/14. I1IK npusHaTh NpuroJHbIM K SKCIUTyaTallid ¥ MOJHOCTHIO YKOMIUIEKTOBAHHBIM.
AKT CcOCTaBJIEH B JIBYX 3K3EMIUISIpax.

3aganue 4. CocTaBUTh aKT MPOBEACHUS PEBU3HMH Ha CKJIAJIe, B pe3ysbTaTre KOTOpoil Oblia
BBISIBJICHA HEJ0CTAYa XPAaHMUBIIMXCA TaM IMPOJIYKTOB. YKa3aTb CyMMy HenocTauu. PeBusus mpo-
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BOAMJIACh B T€UEHHUE Heleau. AKT COCTaBJIEH B ABYX 3k3eMIuisipax. OcHOBaHUE: JOKJIagHas 3a-
MMCKa Ha4YaJIbHUKA IOPUANYECKOTO OTAENA.

3aganue 5. CocTaBUThH CIpPaBKy Ha UM HaydallbHUKA PAaMKWIYIpPaBIEHUS O HAJIUYUU
crpoiiMaTepuanioB Ha ckiage N 3. Yka3zaTb BUJ M KOJMYECTBO CTPOUTENBHBIX MAaTEpUAIOB.
CrpaBky noamnucan 3aB. CKIaI0M.

3ananme 6. CrnpaBkoil moaTrBepauTh, uro 6yxrantep OAO «Apusi» HaXOAUTCSA B Oye-
peanom otnycke (24 aus). CrpaBky agpecoBarh 1o Mecty TpedoBanus. [loanucan cripaBky MH-
CIIEKTOp OTJIeNa KaJIPOB.

3aganue 7. CocTaBUTh CIPABKY O MOATBEpKIAeHUH TpynoBoro craxa (10 ner) na OAO
"KBant" r. Benukuiit HoBropoa (cienyer yka3aTh ¢ Kakoro, 1o Kakoe Bpems mpopadoTai 4yeno-
BEK, B KaKOM LieXe, B KauecTBe Koro). [loanuceiBaeT crpaBKy TUPEKTOP MPEANPUITHS U HaYallb-
HUK oTAena kaapoB. OcHOBaHHE: HOMEpa MPUKA30B C yKazaHueM AaThl u3nanus. CrpaBka Bbla-
Ha JIJIsl IPEJCTABJIEHUS B OT/IE€] COLMAIIBHOIO 00ECIIEUEHNS.

3aganue 8. CocTaBUTHh NOKJIQJHYIO 3alHMCKy Ha HUMs PYKOBOAMTENS MPEINPHUSATHS O
HapyIIEHUH TPYIOBOW JUCIHUILIMHBI MO0(epoM aBTorapaxxa, KOTOPbIi B TeUCHHE TpeX AHEU OT-
CYTCTBOBAJ Ha padoTe MO HEyBaKUTENbHOW mpuunHe. OObsicHeHUs AaTh oTkazaics. [Ipenso-
XKUTb Mepy B3blckaHus. [loanucan cripaBky 3aB. rapaxoMm.

3aganue 9. CocTaBUTh OKJIAIHYIO 3alMCKY HA MMs PYKOBOJIUTEINS MPEANPUATUS O pe-
3yJIbTaTax KOMaHAMPOBKH B T. bopoBuum, Kyna OblT HAIlpaBieH 3aM. TUPEKTOpa MO0 KOMMEpYe-
CKMM BOIIpOCcaM JIJIsl 3aKJIIOYEHHs] JOroBOpa Ha MOCTaBKy kupnuda mapku M -400 B I
kBaptasie 2000 roma. IlopydyeHue BBIMIOJIHEHO, KUPHOUY HAYHET MOCTYMaTh ...... (mara). B
KauecTBE MPUIIOKEHHUS yKa3aTh AOroBop Ha 5 1. B 1 k3. CrpaBKy moamnucai 3aM. JUPEKTopa Mo
KOMMEpPUYECKUM BOIIPOCAM.

3aganue 10,11. OhopMuUTh BEIMMCKH U3 COCTABICHHBIX PaHee: MPUKA30B U MPOTOKOIA

3aganue 12. CocTaBuTh 3asBJIEHHUE: O 3AMEHE CTApOCTHI IPYIIIbI, O BHECEHUH U3MEHEHUM
B aHKeTHO-OMorpaduueckue nanHble (M3MeHeHHe (aMUINK), O TIEPEBOIC HAa APYTYIO ClielUab-
HOCTb, O CBOOOTHOM ITOCEILIEHUH 3aHATHI.

3aganue 13. CocTaBuTh OOBSICHUTEIBHYIO 3aMMCKY: O CHCTEMAaTHYECKOM OIO3/IaHUU Ha
3aHSTHS, O MPOITYCKE 3aHATHUI, HE MPEIOCTABIEHUU B CPOK OTYETA MO MPOU3BOJCTBEHHON MpaK-
THKE, O CPBIBE 3aHATHH ... (OT MMEHHU CTapOCThI IPYIIIbI), O MOJIOMKE 000pYJOBAHUS B KOMITBIO-
TEPHOM KJ1acce.

Pexomengauuu mno BBINOJHEHHMIO 3aJaHuii. [lpy BBINOJHEHMM 3aJaHUN CIIEIYET
pykoBoctBoBathesi 'OCT 6.30.- 2003 P TpeGoBanust K 0(OPMIIEHHIO TOKYMEHTOB.

JIOKYMEHTBI TOJKHBI ObITh BHITIOJTHEHBI HA OaHke wiu Jucte Oymaru ¢opmata A 4 (n0-
MyCKaeTCs BBHITIOJHEHUE CIPABOK W JOKJIAAHBIX 3alMCOK Ha Jmcte Oymaru ¢opmara AS) c co-
OroZieHreM nosel: BepxHee — He MeHee 20 MM, HUKHee - He MeHee 20 MM, jJeBoe — He MeHee 20
MM, npaBoe — He MeHee 10 Mm.

[Ipu U3roToBIEHUM AOKYMEHTOB MAIIMHOMUCHBIM CIIOCOOOM HEOOXOJUMO MCHOIb30BaTh
mpudt 14 Times New Roman, MexcTpouHbIii MHTEpBAJI: B TEKCTE JJOKyMeHTa 1,5 (momyckaercs
MEXCTPOUHBIM HHTEepBai 1 JJIs1 TEKCTOB OOJBIINX 1O 00BEMY); OCTaIbHBIE MHOTOCTPOUYHBIE PEK-
BU3UTHI (a/ipecar, 3aroJIoBOK K TEKCTY, TpU(] YTBEPKAEHUS U T.I1.) CIEAYET BHIIOIHATh, UCIIOIb-
3ysl MEXXCTPOUYHBI HHTEpBal 1.

Paccrosinne Mexmy pekBU3UTaMU cocTaBisieT 1-2 mycteie cTpoku. OdopmiieHne peKkBu-
3uta «TeKcT MJOKYMEHTa» JTOJKHO OBITh BBHIMOJTHEHO C HCIIOJIB30BAHMEM PEKMMa TepeHoca U
BBIPAaBHUBAHUS TI0 IIUPUHE CTPOKH.

TpeGoBanus k pe3yJbTaTaM padoThl: MICEMEHHAS paboTa, yCTHOE 00CYXKICHHE.

®opma KOHTPOJISI: UHAUBUTyaTbHAs

Kpurepun ounenku:

Onenka «5» - 3a7aHue BBINOJHEHO 0e3 ommnboK; OTBEThl KOHKPETHBIE M JJAKOHUYHBIE,
PaGora Hanmcana akkypaTHO, 6€3 TOMapoK, pa300pPUHUBBIM TOYEPKOM.

Orenka «4» - 0TBEThl KOHKPETHBIE, HO MOTYT COJIep>KaTh HE3HAUUTENbHbIE HETOYHOCTH;
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Pabora Hanucana akkypaTHo, 6€3 MOMapoK, pa300PUNBEIM TOUYEPKOM.
Onenka «3» - He BBINOJIHEHO 0 KOHIIA OJHO U3 3aAaHuil; OTBETHI COIEpP)KAaT HEKOTOPHIE
HeToyHOCTH; PaboTa BhINOIHEHA HEOPEKHO.
Orenka «2» - TOMYIICHBI MPUHIUIHAIBLHBIC OMMOKH; BOMPOCH! pacKphITHl MOBEPXHOCT-
HO WJIM HepacKphIThl, PaboTa odopmiieHa HeOPEKHO.
Cnucok peKkoMeHAyeMol JIuTepaTypbl:
1. Kopuees, U. K. JlokyMeHTallMOHHOE 00OECIICUCHUE YIPABJICHHS : YYCOHUK U MPAKTUKYM

TUTST CpeIHEro npodeccrnoHaIbEHOTO obpazoBanmusi/  U. K. Kophees, A. B. ITienko,
B. A. Mamypues. — 2-¢ wu3n., nepepad. m mon. — Mocksa : M3parensctBo FOpaiit, 2021, —
384 c.— (IIpodeccuonanbroe obOpazoBanue). — ISBN 978-5-534-05022-6. —  Tekct

snekTpoHHsii // O6pasoBarenbHas mwiardopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/472550
(mata obpamenwus: 01.08.2021).

2. MopozoB, M. A. DkoHOMHKa Typu3Ma : Y4eOHHK IJisi CpeaHero IpodecCHOHATBHOTO

obpazoBanusi/ M. A. Mopo3o, H.C.Mopo3zoBa. — 5-¢ wusm., wucnp. u jgom. — Mocksa:
MznarensctBo Opaiit, 2021. — 291 c. — (Ilpodeccuonansuoe odpazoBanue). — ISBN 978-5-534-
10543-8. — Tekct : anmekrpoHHb // OOpasoBarenpHas miatdopma FOpaiit [caiit]. — URL:

https://urait.ru/bcode/475810 (nara oOparmenus: 01.08.2021).

Tema 1.4 Ilopsaaok cocTaBiieHUus: 1 0()OPMIIEHHSA CIIPABOYHO-NH(POPMALMOHHOM
AOKYMEHTAIlUH

IIpakTnyeckoe 3ansiTue Ne 6

Hanmncanue ne10BbIX nucem, 2 4.

eab padoThI:
- IIOy4Y€HHE HaBBbIKOB B HAIIMCAHUM JIETIOBBIX [TUCEM
TpeGoBanusl K 3HAHUSM U YMEHUSIM:
yMeTb
- COCTaBJIATH JI€JIOBbIE MUCbMaA
3HaTh
- OCHOBHBIE BU/IbI JIETIOBBIX MTHCEM
Heo0xonnMmoe o0opynoBaHue U MaTepuaJbl: TETPaab, y4€OHUK, HHTEPHET
TpeGoBanusi M0 TeopeTHYECKOH NOTOBHOCTH CTYJAEHTOB K BBINOJHEHHMIO MPaKTHYe-
CKMX 3aHATHIA:
CrayxeOHble MUChbMa MMIIYTCS Ha CHENMAlbHBIX OJaHKaX, MMEIOLINX YCTaHOBJIEHHBIN
KOMIUIEKC 00513aTebHBIX PEKBU3UTOB U ONPEEIICHHBIN MOPAOK UX PACIIOIOKEHHUS.
Cornacuno I'OCT P 6.30-2003 nokyMeHTbI MOTYT COJiepKaTh (B 3aBUCHMOCTH OT Ha3Ha-
yeHus1) 10 29 pekBuzuToB. OAHAKO HU OJIMH JTOKYMEHT HE OOpMIISETCS TTOJIHBIM HA0OPOM peK-
BU3UTOB.
COBOKYITHOCTh PEKBU3UTOB OPUIMAIBHOTO NUchMa HazbiBaeTcs gopmynspom. [OCT P
6.30-2003 ycraHaBIMBaeT CeIyIONIUE MO OJIaHKa, MM:
- neBoe — He MeHee 20;
- npaBoe — He MeHeel0;
- BepxHee — He MeHee 20;
- HHkHee — He MeHee 20.
e PeKBU3HTHI OTIEISIOT IPYT OT Apyra 1-2 MeXCTPOUYHBIMU HHTEPBATAM.
e A03all B TEKCTE paBeH ISATH MEYaTHBIM 3HAKaM.
e Kaxkias HOBasi MBICIb JIOJDKHA HAuMHATBCSA C HOBOro ab3ama. DTo CocoOCTBYeET
OBICTPOMY YTEHUIO U JTy4IlIeMY BOCIIPHATHIO HH(POPMALIHH.

e [Ipu opopmieHun ciyxeOHBIX MHUCEM Ha JIBYX W O0Jiee CTpaHUIaX, BTOpasi U MOCIie-
JYIOIMEe CTPAHUIIBI JOJKHBI OBITh IPOHYMEPOBAHBI.

e Homepa cTpaHuIl JOKHBI OBITH MPOCTABICHBI MOCEPEIMHE BEPXHEro IOJIs JIMCTa
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apabckumu rudpamu 6e3 cioB “crpanuna’ (CTp.) ¥ 3HAKOB MPETTHHAHUSI.
e CnyxeOHble MMCbMa COCTABIISAIOTCS OT 3-TO JIUIIa MHOXKECTBEHHOT'O YHCIIA.
Hanpuwmep: - "lupexuus xonaraiicrsyer...";
- "Komnerus pemmina...";
- "Anmunuctpanus 3aBoza "[Iporpecc” npocut(ynogiHoMo4YuBaeT)..." u T. II.
Crny>xeOHble TUChMa MOTYT HAUMHATHCS C I1arojia B 1-oM JIMIEMHOKECTBEHHOTO YMCIIa.
Hanpuwmep: - "Coobmiaem Bawm...";
- "Hanmomuuaem Bawm, 4yTo..." 1 T. 1.

3aganmue 1. CocTaBUTH COINPOBOJUTEIFHOE NMHCHMO 00 OTIPaBKU OTYeTa O padoTe
dbunuana TpeANnpUATHS B TOJOBHYIO (GUpMYy ¢ mpock0oil TpoBepuTh €ro A0 ... (jgara).
[Toamucan muCbMO —TJ1. OyXranrep.

3auanne 2. CocTtaBUTh COIIPOBOJUTEIILHOE ITMCHbMO 00 OTIIPAaBKEC

IIPOEKTa JOrOoBOpa Ha MOCTaBKY MPOJYKIUU C MPOCHKOON BBICKA3aTh CBOM 3aMEUYaHHs U
peIokKEHHS 110 ... (nara). [lognucan nucbMo 3aM. AMPEKTOPA IO KOMMEPUYECKUM BOIIPOCAM.

3aganue 3. CocraBUTh NHUCBMO-NIPOCKOY B  aJpec HUHCTUTYTa IOBBILICHUS
KBaIM(UKAIIMY PYKOBOJAMTENEH U CIIEUAIICTOB O BO3SMOXKHOCTH BBICJIATh B a/Ipec

npennpusaTus  "MeToaudeckue  peKOMEHJAUMKM 0  YHHUPHUKAUU  CIY>KEOHBIX
nokymeHToB". ['apanTupoBaTh oriary. [loanucany muceMo: Had. KaHIEISIPUH U TJI. OyXrajirep.

3aganue 4. CocTaBUTh NHUCHMO-3aIIPOC O HEIONOCTaBKE NPOAYKIIMH, YTO SBISETCS
HapyLICHUEM JIOTOBOPHBIX 00s3aTelIbCTB. 3alpoCUTh O MPUYUHAX HEJONOCTaBKU U
MEPCICKTUBAX BBIIIOJHCHHUA JOTOBOPHBIX 0053aTEeIIbCTB.

3aganue 5. CocTaBUTh NUCHMO-OTBET O NIPUYMHAX HEJONOCTABKHU MPOAYKLUH, YKa3aB,
YTO OHA MPOU30IILIA U3-32 OTCYTCTBUS HEOOXOAMMOro KOJIMYECTBA Tapbl HA MOMEHT OTIIPABKH
U J1aTh 00s13aTEIHCTBA BHIIOJIHEHHS JOTOBOPA C YKa3aHUEM JaThl.

SaJaHne 6. CocraBuTh NHCHMO-HAaIlOMMHAHUE B aJi[peC TOpProBoOro 06LG,I[I/IH6HI/I$I ()
HaJINn4nu 3aJ0JIKCHHOCTH I10 OILIIATC IIOCTABOK OBOIIICH.

3aganue 7. CoctaBuTh NMMCbMO-OTKa3 Ha ums rp. IlaBnosa M.B. mpuunmHa oTkaza —
OTCYTCTBHE BAaKaHTHBIX MECT IO TpeOyemMoll crHenuaabHOCTH (YyKa3aThb CIEUUAIbHOCTD,
koTopyto umeet [1aBnos W.B. u Ha paboTy, 1o KOTOPOH pacCUUTHIBAI MOIYYUTh MECTO).

3aganue 8. CocTaBUTh NUCHMO-TIPUTIIAIICHUE HA UMS PYKOBOJUTENS MPEAIPUATHS C
POCHOON MOCETUTH BBICTABKY-ITPOJAXKY TEXHUKH, BBIITYCKaeMOM

3aBOJJOM.

3aganme 9. CocTaBUTh pEKIAMHOE IMMCHBMO O BO3MOKHOCTH HpUOOpETEHUs
TYPUCTUYECKHUX MYTEBOK.

3aganue 10. [TuceMoM MOATBEPANTH COTJAcHe C YCJIOBUSMHU JOTOBOpa O IMOCTaBKE
MPOAYKIUH.

Pexomengaumu mno BbINOJHEHUIO 3aaaHuii. [Ilpy BBINOJHEHMM 3aJaHUN CIIEYET
pykoBojactBoBatbest ['OCT 6.30.- 2003 P TpeGoBanus kK 0pOPMIICHHIO TOKYMEHTOB.

JIOKyMEHTBI TOJKHBI OBITH BHITIOJTHEHBI HA OTaHke win nucte Oymaru ¢opmata A 4 (no-
MyCKaeTCs BBHITIOJHEHNUE CIPABOK W JOKJIAAHBIX 3alIMCOK Ha Jmcte Oymaru ¢opmara AS) c co-
OmosieHueM Toneil: BepxHee — He MeHee 20 MM, HUXKHee - He MeHee 20 MM, JeBoe — He MeHee 20
MM, ITpaBo€ — He MeHee 10 MM.

[Ipu U3roToBICHUH JOKYMEHTOB MAIIMHOMHUCHBIM CIIOCOOOM HEOOXOIUMO HCTOIh30BaTh
upudt 14 Times New Roman, MexxcTpouHblii MHTEpPBAI: B TEKCTE JOKyMeHTa 1,5 (momyckaercs
MEXCTPOUHBIA HHTEpBaN | JJIs1 TEKCTOB OOJBIINX 1O 00BEMY); OCTAIbHBIE MHOTOCTPOYHBIE PEK-
BH3UTHI (aJIpecaT, 3aroJIOBOK K TEKCTY, TpU( YTBEPKIACHUS U T.I1.) CJAEAYET BBIMOIHATh, UCIIOIb-
3ysl MEXXCTPOUHBI HHTEpBal 1.

Paccrosinne Mexay pekBU3UTaMu cocTaBisieT 1-2 mycteie cTpoku. OdopmileHne peKkBu-
3uta «TeKcT JOKYMEHTa» JOMKHO OBITh BBIMIOJTHEHO C HCIIOJIb30BAHMEM PEKMMa TepeHoca U
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BBIPAaBHUBAHMSI 110 IIUPUHE CTPOKH.

TpeboBanus K pe3yjbTaTamM padoThl: MMCbMEHHAs paboTa, yCTHOE 00CYXKICHHE.

®dopma KOHTPOJIS: HHIUBUAYAIbHAS

Kpurtepuu ouenku:

Ouenka «5» - 3aaHHe BBIIOJIHEHO 0e3 ommOok; OTBETHl KOHKPETHBIE U JIAKOHUYHBIC;
Pabora Hanmcana akkypaTHo, 0€3 TOMapoK, pa300pUUBEIM TTOYEPKOM.

Ouenka «4» - OTBETbl KOHKPETHBIE, HO MOT'YT COZIEPKaTh HE3HAUYUTEIbHbBIE HETOUHOCTH;
Pabora Hanmcana akkypaTHo, 0€3 TOMapoK, pa300pUUBEIM TTOYEPKOM.

Onenka «3» - He BBINOJIHEHO O KOHIIA OAHO U3 3afaHuil; OTBETHI COIEpKaT HEKOTOPHIE
HeTOYHOCTH; PaboTa BhINOIHEHA HEOPEKHO.

Omnenka «2» - JOMyIIEHB! MPUHIUIHAIbHBIE OMHOKH; BOIPOCH! pacKphITH MOBEPXHOCT-
HO WJIM HEPaCKpHITHI; PaboTa odopMieHa HEOpEKHO.

Cnucok peKkoMeHAyeMol JIuTepaTypbl:
1. Kopnees, U. K. [lokymMeHTalMOHHOE OOecleyeHne YNpaBiIeHUs : Y4€OHUK U MPAKTUKYM

TUTS CpeIHETo npodeccrnoHaIEHOTO obpazoanmsi/  U. K. Kophees, A. B. ITrenko,
B. A. MamypneB. — 2-e u3n., nepepab. u gom. — Mocksa : M3marensctBo FOpaiit, 2021. —
384 c.— (IIpodeccuonanmproe obOpazoBanue). —  ISBN 978-5-534-05022-6. —  Tekct

aneKkTpoHHbIN // OOpa3oBarenbHas iardopma FOpait [caiit]. — URL: https://urait.ru/bcode/472550

(mata oopamenwus: 01.08.2021).
2. Mopo3oB, M. A. DKOHOMHKa TypuU3Ma : YY4E€OHHK I CPEeIHEro MpodecCHOHATBHOTO

obpazoBanusi/ M. A. Mopo3o, H.C.Mopo3zoBa. — 5-¢ wu3m., wucnp. u jgom. — Mocksa:
UznatensctBo FOpaiit, 2021. — 291 c. — (IlpodeccuonansHoe obpazoBanue). — ISBN 978-5-534-
10543-8. — Tekct : anmekrponHbii // OOpasoBarenbHas miatdopma FOpaiir [caiit]. — URL:

https://urait.ru/bcode/475810 (nara oOparmenus: 01.08.2021).

Tema 1.6 CucremaTu3aiys 1 XxpaHeHUE TOKYMEHTOB

IIpakTuyeckoe 3ausitue Ne 7.

®opmupoBanue 00,10:KKkU aeja. CocTaBiieHHeIUCTa-3aBepUTeJIS JleJia.
CocraBiieHue BHYTPeHHeH ONMcH 10KYMEHTOB, 6 4.

ILlenwv padomoi: NOTYyUNTH HABBIKK (HOPMUPOBAHMSI OOJIOKKH J1ea
TpeGoBanus K 3HAHUSIM M YMEHUSIM:
yMeTbh

- IPOBOJUTH aHAJIN3 CAaTOB

3HATh

- 1Ie7M, 3aJla4M U TpeGoBaHMs K pa3paboTKe cailta
- Talbl aHaJIK3a caira

- OCHOBHBIC KPUTCPUHU aHAJIN3a calra

- METOJIMKH OLIEHKH caiTa
Heo0xonnmoe 06opyioBaHue U MaTepuabl: TETPab, yI€OHUK, HHTEPHET
TpeOGoBanus M0 TeopeTHYECKOM rOTOBHOCTH CTYACHTOB K BBINOJHEHUIO IPAKTHYe-
CKMX 3aHATHIL:
dopmMupoBaHue el — TPYINIUPOBKA UCIIOJHEHHBIX JOKYMEHTOB.
®opMupoBaHue /1es1a OCYIIECTBIISETCS B COOTBETCTBUH C €r0 3aroJIOBKOM IO 3apaHee
COCTABJICHHOW HOMEHKJIATYpe IPEIIPUITHS.
B 6onbmmHcTBE DupM hopMHpOBaHUE /1€ TPOBOAUTCS 110 HA3BAHUSAM BUJIOB IOKYMEH-
TOB, HAIIPUMED: AKThl, KOHTPAKTHI U T.JI.
[Tpu popmupoBaHuH /11 HEOOXOAUMO COOIIOIATh CIIEAYIOLIIE TPeOOBaHUS:
1. JlokymMeHTBbI, Kacaroluecs 0JHOTO BOIPOCa, TOMELIAIOTCS B OJHO JEI0.
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2. JIOKyMEHT, MOMELICHHBIH B €710, TOJKEH ObITh MPAaBUIHHO 0(OPMIIEH.

3. B neno noammBaroTCs TOIBKO MCIIOHEHHBIE JOKYMEHTBI, HA KOTOPBIX €CTh
pekBU3UT 28 — «OTMeTKa 00 HCIOIHEHUN JOKYMEHTA U HAIIPaBJICHUU €ro B JEIOM.

4. JIOKyMEHTBI, TOALIUTHIE B IEJI0, IBJSIOTCS MOUIMHHUKAMHU WM 3aBEPEHHBIMH KOTIHUSMU.

5. B neno nomemraercst 1 sk3eMIuisp JOKyMEHTA.

6. B neno He moamMBarOTCS JOKYMEHTBI, MMOJIekKAIINE BO3BPATy, YEPHOBUKH.

7. JIOKyMEHTBI Pa3HbIX CPOKOB XpaHEHHS, (POPMHUPYIOTCS B pa3HbIE JIea.

8. B neno popmupyroTcs JOKYMEHTBI, Kak IIPaBUIIO, OAHOTO Toja. VICKIItoueHe COCTaBIsIIOT

nepexosmme Aena (yaeOHble IIIaHbl, TUIHbIE Jela).

9. JlokyMeHThI BHYTpH JieJia pacIoyiaratoTcsi B 00paTHOM XPOHOJIOTHYECKOM (HyMepaiu-
OHHOM) TNOpsiiKe (CHU3Y 0oJiee paHHUE JOKYMEHTHI).

10. Tonmuua aena He AomkHA npeBbimath 250 nuctoB (30-40 MM) - OTEUYECTBEHHBIC
cKopocuuBareny. MIMmopTHeie O3BOJISIOT MOAIMBATE B 2-3 pasa Oosble.

Oco00e BHUMaHHe yejsieTcsi NPABUJIbHOM CUCTEMATH3ALMHU TOKYMEHTOB BHYTPH
AeJ1 MOCTOSTHHOTO XpPaHeHHU:

PacnopsitutesibHBbIE TOKYMEHTBI — (OPMHUPYIOTCS 110 BUAAM JJOKYMEHTOB (IPUKA3HI,
MOCTAHOBJICHUS U T.1.), IPHKA3bl IO OCHOBHOM JIEATEIILHOCTH U MIPUKA3HI TI0 INYHOMY COCTaBY
TPYIIHUPYIOTCS B OTACIbHBIE Jea.

YcraBbl, M0JI0KeHHS, HHCTPYKIMH, YTBEP)KICHHBIC PACIIOPSIIUTEIHHBIMU JIOKYMEHTA-
MU U SBJISIFOIIMECS MTPUIIOKEHUEM K HUM, TPYIITUPYIOTCS BMECTE C PaCHOPSAUTEIbHBIMU JOKY-
MEHTaMH, €CJTH YTBEPKJCHBI B KAUECTBE CAMOCTOSTEIBHOTO IOKYMEHTA — B CAMOCTOSATEIIbHBIC
nena.

JIOKyMEeHTBI KOJLIETH — ITPOTOKOJIBI M MIPUHSTHIE PEIICHHS TPYIITUPYIOTCS B OJTHO JIe-
710, JOKYMEHTHI K 3ace/laHusIM KOJUIeruii (oBecTKa JHS, TOKJIa/Ibl, IPOEKTHI PELICHH) — B IpY-
roe.

IIpenno:xenns, 3asiBJIeHU, KaT00bI TPAKIAH M0 YAYYIICHUIO paOOThI YUPEXKICHUS
WJIA OpraHu3aiy (GOpPMHUPYIOT OTIEIBHO OT 0OpaIeH rpaXkIaH 1o JUYHBIM Borpocam. B 3a-
BHUCHUMOCTH OT 00beMa (POpMHUPYIOT OT/IEIbHBIE TOMA Ha OJHY WJIM HECKOJILKO OYKB ajidaBuTa.

IMepenucka - MMCHMO-OTBET MMOMEMIAIOT MTOCIIE MUChMa-3aIpoca.

O0/107kKa 1eJ1a COAePIKUT CBEACHHA:

- [onmHoe Ha3Banue opranuzaimn (3AO <K AHKEP>>)

- HaumenoBanwue ctpykrypHoro nojpasaenenus (Cexkperapuar)

- Neo nnesma

- Ha3Banwue (3aronoBok) nena

- l'on (maTa Havana ¥ OKOHYaHMSI)

- Cpok XpaHeHHUs.

340 «Anxep»

Cexkpemapuam

Ne 01-04 Ilpuka3zel no auunomy cocmagy

01.01.2001-31.12.2001

(cpok xpanenus 75 nem)

B mankax ©MIopTHOTO MTPOM3BOJICTBA BCE CBE/ICHUS YKA3bIBAIOTCSI HA CMEHHOM BKJIA IbI-
11e, Ha KOPEIIKEe 00JI0KKH.

IMopsinok BHINOJIHEHHS PAOOTHI:

1. Onpenerenre TEMbI M IIETH 3aHATHS.

2. YTOYHEHHE TEOPETUIECKUX TTOJIOKEHUH.
3. BeimosHenue

4. Pednekcus MpOU30LIEIIErO.

5. OGcyxieHne pe3ynprara.

6. Utoru 3ansTusl.

3aganua:
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3aganmue 1.

W3yuuTh cocTaB fena myTeM 3aloJHeHH psiia GOpM U CHCTEMaTHU3allui JIOKYMEHTOB B JIEJIE.
1. CocraBuTh 3arojoBKH K Jies1aM, ONUpasiCh Ha MOJIy4eHHOE 3aJaHue B Tabuuue 1 u 3anucarb

OTBETHI B TA0HITY 2.

Taomuma 1

Cxembl (hopMHUPOBaHHUS 3ar0JIOBKOB J1€TT

COIIep)KaHI/IC 3aroJIOBKOB €1

Bun nokymeHTa — ero cogep;xaHue

Bun nokymeHTa — aBTOp — CoiepKaHue

[1nan/oTueT — coaeprkaHue — NePHOJ

Kypnan peructpanuu, [Ipuxassi
TeHepaJIbHOTO AUPEeKTOpa, I'010BOM puHAHCO-
BbIi, Ha 2011 roa, MOCTyMmarONIMX TOKYMEHTOB,
10 OCHOBHOM JIEATEILHOCTH, IIJIaH.

Tabauua 2

Cxembl (hopMHUPOBaHHUS 3ar0JIOBKOB JI€TT

COIIep)KaHI/IC 3aroJIOBKOB €1

Bun nokymenTa — ero comep;xanue

Bup AOKYMCHTA — aBTOP — COACPKaHNC

[Tnan/oT4er — copepKaHUe — MIEPUO/T

2. BoienuTh TOKYMEHTBI OTHOCSIIIHECS K JIeNTy: CTY/ACHTY pa3aoTcs oT 4-5 HauMEHOBaHUH J10-
KYMEHTOB, KOTOpPbIE B COOTBETCTBUU C MOJTY4EHHON HOMeHKJaTypoi fein (aemno Ne 02-02 unum 02-
03, B 3aBHCUMOCTH OT ITOJIy4YCHHBIX JOKYMEHTOB) CJIEAYET BKIIOUUTh B JICJIO WIH UCKIIOYUTH U3

HETO.
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Kox-eo Cpok xpaHeHEs
Hunerc JaromoEoE gema mex Zeta (Tona, TacTH) I
aema (ToMa, macTe) (ToMOE, & HoMepa crated pingenanme
wacTed) 110 IIEp EHID
1 2 3 4 5
02. OTgea KagpoE
02-01 HopraTHERO-IPaBOEER AKTEL Jo MEHOEAHHA
TIPHEA 3R] H PACTIOP SEeHHT HagpOHOCTH
EEIIIE CTOANTHY OpTaHHaAIIHIE 10 cr.1o.19a
EONpOCaN KaJpOBROre obecmede s (mpEnL)
02-02 ITpHEa 36l TeHEPATEHOTO JHPEET Opa 75 mer STIK
IO TEFMHOMY COCTAEY (0 IpHeMe, cT. 190
mepeM eMIeHHE, COEM SITE HHH,
MOCIIPeHHH, PeMHp OBAHHH,
VEOIILHEHEH )
02-03 ITpHEa 36l TeHEPATEHOTO 5met
IHPEETOPa O NpeQoCcTARICHHE cT. 19 6 (mpEna.)
OTIIVCEOE H KOMAaHIHPOEKAX
02-04 Ay pHAT perHCTpalHH NPHEAI0E 75 met
TeHEPAIRHOTO JHPEEIOpA IO cT. 2586
THIHOMY COCTAEY
02-05 JEypHAN PETHCTPAITHHE NDHEA0E 5met
TeHEPaIRHOTO JHPEEIOPa O cT. 2580
NpeaoCTARTEHHE OTIVCEOE H O (mpEnL)
EOMAHTHPOEKIX
02-06 KomnesTHEHEN JOTOBOD ITocToaHHED
cT. 578
02-07 ITepenmcia o OpHEME, 5 met ITIK
pachpeIene N, Iep eMEeITeHEHE, CT. 649
VHeTe paboTHHEOE
02-08 J0EVMEHTH (peEOMEHTAITHE, 5 met 3TIK
peskde, XOJATAaHCTES, CcT. 652
IIpeCTaEIeHHY, XapaKTePHCTHEH)
no bopMEpOEAHEID pesepEa
PadOTHHEOE HA IPHEM
02-09 JIH9HEIE OeTa PYEOBOIHTETeH ITocTomsHHED
cT. 636 a
02-10 JlsgHEIe geTa padOTHHEDE 75 met 11K
CT. 656 @
02-11 JIH9HEIe KAPTOIEH pa00OTHHEOR 75 net 3TTK
(b T-2) cT. 658
02-12 TpvaoERIe JOTOBOPEL C 75 met 311K
paboTHHEAMH cT. 657

HpaBI/ma OTHECCHUA NJOKYMCHTOB K JCITY:

B neno BKITIOYArOTCS TOKYMEHTHI, OTHOCSIIUECS K OJTHOMY KaJIeHIapHOMY TOAY (3a HC-
KJIFOUCHHEM TEePEXO/ISIINX Je).

JIOKYMEHTBI ¢ pa3HBIMU CPOKAMU XpaHEHUSI HE MOTYT OBITh MTOMEIIEHBI B OJHO JETIO.

B neno BKITIOYAIOT TOIBKO OAMH SK3EMIUIIP JOKyMeHTa (opuruHan). MckitoueHue co-
CTaBJISIFOT JIOKYMEHTBI, HA KOTOPBIX CTOUT PE30JTIOITHS.

Ecnu B neno momerniena Komus, TO OHa B 00s13aTeNIbHOM MOPSIIKE TOJIKHA ObITh 3aBEpeHa
JOJKHOCTHBIM JIMIIOM, TOJIBKO B TOM CIy4ae €€ MOKHO TTIOMECTUTh B JIEJIO.

[Tpu pazMenieHNH TOKYMEHTOB B JieJie JIOJDKHA OBITh COOJIFO/ICHA XPOHOJIOTHYECKas I10-
CIE0BATEIBHOCTD.

JIOKYMEHTBI TOMENIAI0TCS B PA3IMYHbIE 00JI0KKH B 3aBUCHMOCTH OT CPOKOB XpaHEHHS
TOKYMEHTOB. [Ipumep: TOKyMEHTHI ¢ BpEMEHHBIM CPOKOM XpaHeHus (3- 5 jieT) MoryT
OBITH MIOMEIIEHBI B MATKYIO OOJIOXKKY.

Kaxxnoe geno momkHO comepkarh He O6osee 250 cTpaHull, B IPOTUBHOM Cllydae JeJo
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paz0OuBaeTcst Ha TOMa.
e [lpu 3aBeieHNH KOH(UACHIIMAIBLHOTO Jeja ¢ JIIOOBIMU CPOKaMU XpaHEHUS B HETO MO~
IIMBACTCS MPUOIU3UTEIBHO HEOOXOAMMOE KOJIMYECTBO JMCTOB OMUCH JOKYMEHTOB JIEJIa.
e Jluctel nena (MOAMMTEIC JOKYMEHTHI) HYMEPYIOTCS B IPABOM BEpXHEM YTITy JiucTa 0e3
3aTparuBaHus TEKCTA JOKYMEHTA. JIMCTBI ONMKUCH YUUTHIBAIOTCA(HYMEPYIOTCSI) OTACIIBHO.

3. 3amoHUTH ONKCh JOKYMEHTOB Jiefia 1o opme:
Onuch 10KYMEHTOB
JAEJIA Ne Tom Ne

3220___ 1.
Ne n/mn [Hara Otkyna Ne nucra OtmeTka o
JIOKYMEHTa MOCTYIHI WIN aen MECTOHAXOXKAECHUHU
KyJla aJ[pecoBaH U3BATOTO U3 JIeNIa
JOKYMEHT JOKYMEHTa
1 2 3 4 5

4. [TpoHyMepoBaTh KapaHIAIIOM JTIOKYMEHTHI B JIEJC
5. Baectu nanHbie Ha 00JIOXKKY Jiena
6. CocTaBuUTH JIMCT-3aBEPHUTENH JIeja 10 popMe:

JINCT-3ABEPUTEJIb JIEJTANe
B nene moamuTo u npoHyMepoOBaHO JUCTOB
B TOM YHCJIE:
JUTEpHBbIE HOMEPA JINCTOB
MPOMYIIEHHBIE HOMEpPA JINCTOB
+ JINCTOB BHYTPEHHEH OMHCH

HNucnekTop no kaapam

(moamuce) (pacundposka
TIOTTHICH)
« » 2016 T.

3aganmue 2.

OdopMHTH TUCTHI-3aMECTUTEIN Ha JOKYMEHTBI, COCTABICHHBIC B MPAKTHUYECKOM 3aHITHU No
1. Odopmutrs OOJMOXKKY € KapTy-3aMECTUTEIb Ha JeJl0, BKIIOYAIONIee JOKYMEHTHI,
COCTaBJIeHHbIE B NpakTuyeckoM 3aHATUU Ne 1. CocTaBUTh Oomuch Jien: 1) OpraHu3allOHHO-
pacrnopsAuTenbHas JOKYMEHTalus; 2) JesioBas Nepenucka; 3) AOKYMEHTH ¢ TpadapeTHbIM
TEKCTOM.

3aganme 3.

O(bOpMI/ITB JINCTBI-3aMCCTUTECIIN HaA )IOKYMCHTI)I, COCTABJICHHBIC B HpaKTI/IquKOM 3aHATUHN NQ
2. Odopmuth O0O0IOXKKY U KapTy-3aMeCTUTENb Ha Jell0, BKJIIOYANOINIee JTOKYMEHTHI,
COCTaBIICHHBIE B TPAKTHYECKOM 3aHATHH Ne 3.

3ananmne 4.

OdopMUTH TUCTHI-3aMECTUTENN HA JOKYMEHTBI, COCTABIIEHHBIC B MPAKTHUYECKOM 3aHITHH No
3. Odopmutp O0O0NIOXKKY M KapTy-3aMecTUTeNlb Ha Jelo, BKJIIOYarollee JOKYMEHTHI,
COCTaBJICHHbBIE B MPAKTHYECKOM 3aHATUU Ne 4.
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3aganme 5.

OdopMuUTh TUCTHI-3aMECTUTENN HA JOKYMEHTBI, COCTABJICHHBIC B MPAKTHUYECKOM 3aHATHU No
4. Odopmutrh O0OJIIOKKY U KapTy-3aMECTUTEIb Ha Jeli0, BKJIIOYANOINIEe JOKYMEHTHI,
COCTaBJICHHBIC B TIATOM JI.P.

3aganmue 6.

OdopMuUTh TUCTHI-3aMECTUTEIN HA JOKYMEHTBI, COCTABJICHHBIC B MPAKTHYECKOM 3aHATHU No
5. Odopmuth O0ONOXKKY M KapTy-3aMeCTHTENb Ha JeNo, BKIIOYAIONIee JTOKYMEHTHI,
COCTaBJICHHBIC B ITPAKTUYECKOM 3aHATUHU Ne .

3ananue 7.

O(bOpMI/ITB JINCTBI-3aMCCTHUTCIIN HaA I[OKYMCHTBI, COCTABJICHHLIC B HpaKTI/I‘-IeCKOM 3aHATUHU NQ
6. Odopmutrh OOJOXKKY U KapTy-3aMECTHUTENIb Ha JeJI0, BKIIOYAIOIICe JOKYMEHTHI,
COCTaBJICHHbBIE B IIPAKTUYECKOM 3aHATUHU Ne 7.

3ananmue 8.

OdopMUTh TUCTHI-3aMECTUTENN HA JOKYMEHTBI, COCTaBIIEHHbIC B MPAKTUYECKOM 3aHATUU No
1. Odopmurh 0O0IOKKY W KapTy-3aMECTUTENIb Ha JeJI0, BKIIOYAIONIEe JOKYMEHTHI,
COCTaBJICHHBIC BO IIPAKTUYCCKOM 3aHITHH No 2,

Curyanus Ne 9.

OdopMHTD THCTHI-3aMECTHTENH HA JOKYMEHTBI, COCTABJICHHBIC BIPAKTHUECKOM 3aHATUU Ne 2.
OdopMutrh 00JOKKY ¥ KapTy-3aMECTHTENIb Ha JIeJI0, BKJIIOYAIOIIEe JIOKYMEHTHI,
COCTaBIJICHHBIE B TPAKTHYECKOM 3aHSATHH Ne 7.

3aganmne 10.

O(bOpMI/ITI) JINCTBI-3aAMCCTUTCIIN HaA I[OKyMCHTI)I, COCTABJICHHEIC B HpaKTI/I‘-IeCKOM 3aHATUHU NQ
3. OdopMuTh 00J10KKY U 0OQOPMHUTH KapTy-3aMECTUTENb Ha JIEJI0, BKIIOYAIOIIee TOKYMEHTHI,
COCTaBIICHHBIE B TPAKTHYECKOM 3aHATHH Ne 6.

3ananue 11.

OdopMUTh TUCTHI-3aMECTUTENHU Ha JTOKYMEHTHI, COCTaBIICHHBIE B MMPAKTUYECKOM3aHATHH Ne 4.
Odopmute O00JOXKKY W KapTy-3aMeCTUTENIh Ha JIeJI0, BKJIIOYAIONIEe JIOKYMEHTHI,
COCTaBJICHHBIE B MPAKTHUYECKOM 3aHSATUHU No 5.

TpeGoBanus k pe3yjabTaTam padoThl: MMCbMEHHAS paboTa, YCTHOE 00CYK/IECHNE.

dopmMa KOHTPOJIsSi: UHANBUyaTbHAS
Kpurepun onenkn:
Onenka «5» - 3a7aHue BBIMOJHEHO 0€3 omuOoK; OTBEThl KOHKPETHBIC U JIAKOHUYHBIE;

PaGora Hanucana AKKYpaTHO, oe3 IIOMapoK, pa36OpLII/IBBIM MMOYCPKOM.

OHGHK& «4» - OTBETHI KOHKPETHBIC, HO MOT'YT COACPKATH HE3HAYUTCIbHBIC HCTOYHOCTU,

PabGora Hanucana AKKYpaTHO, oe3 IIOMapoK, pa360p1H/IBBIM MMOYCPKOM.

Ouenka «3» - He BBIIIOJIHEHO /10 KOHIA OJTHO U3 3aJaHuii; OTBETHI COIEPKAT HEKOTOPHIE

HCTOYHOCTH, Pabora BeimonHeHA He6pe)KHO.

Onenka «2» - IomyIIeHbl NPUHIUIHATbHBIE OIIMOKH; BOpockl pacKpbIThl MOBEPXHOCT-

HO WJIM HepacKpbIThl; Pabota oopmiena HeOpeKHO.

JUIA

Cnucok peKoMeHAyeMol JIUTepaTypbl:

1. Kopnees, U. K. JlokymeHTanmonHoe oOecrieyeHne YNpaBieHHs : yYEOHUK M MPAKTUKYM
CpEIHero po¢eCcCuOHATBHOTO obpazoBanwus / . K. Kopnees, A. B. ITmenko,

B. A. MamrypueB. — 2-e u3a., mepepab. u mom. — Mocksa : M3narensctBo FOpaiit, 2021. —
384 c.— (IIpodeccuonanbroe oOpazoBanue). —  ISBN 978-5-534-05022-6. —  Tekct
aneKTpoHHbIN // OOpa3oBarenbHas wiatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/472550
(mata obpamenus: 01.08.2021).
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2. MopozoB, M. A. DkoHOMHKa Typu3Ma : YYeOHHK IJisi CpeaHero mpodecCHOHATBHOTO

obpazoBanusi/ M. A. Mopo3o, H.C.Mopo3oBa. — 5-¢ wusm., wucnp. u jgomn. — Mocksa:
M3narensctBo Opaiit, 2021. — 291 c. — (Ilpodeccuonansuoe odpazoBanue). — ISBN 978-5-534-
10543-8. — Tekct : anmekrponHbii // OOpasoBarenbHas miatdopma FOpaiit [caiit]. — URL:

https://urait.ru/bcode/475810 (marta oopamenus: 01.08.2021).

3aoanue

N3yauts ct. 9,10 @3 01 24.11.1996 N 132-D3 (pen. ot 29.06.2015, ¢ u3m. ot 02.03.2016)
"O6 ocHOBax TypUCTCKOM JesTesnbHOCTH B Poccuiickoit @denepanuu', B T.4.

—o0mue ycnoBus (OpMUPOBAHUS, TPOIBUKECHUS U PEATH3AIMU TYPUCTCKOTO IPOAYKTA

—0COOEHHOCTH pean3alyi TyPUCTCKOTO MPOAYKTa

—0COOCHHOCTH peaTn3aluy TYPUCTCKOTO IPOAYKTa TypareHToM

TpeGoBanus K pe3yjbTaTam padoThl: MMCbMEHHAs paboTa

®opMa KOHTPOJISI: UHAUBHyaTbHAS

Kpurepun oueHkun

Onenka «5» - 3a7aHue BBIIOJIHEHO 0e3 omnOok; OTBEThl KOHKPETHBIC U JTAKOHUYHBIE;
Pabora Hanmcana akkypaTHo, 0€3 TOMapoK, pa300pYUBEIM TTOYEPKOM.

OneHka «4» - 0TBEThl KOHKPETHbIE, HO MOTYT COJIep’KaTh HE3HAUUTEIbHbIE HETOYHOCTH;
Pabora nHanmcana akkypaTHo, 0€3 TOMapoK, pa300pYUBEIM TIOYEPKOM.

Onenka «3» - He BBIIOJIHEHO /10 KOHLIA OJIHO U3 3a/1aHuil; OTBETHI coiepKaT HEKOTOphIE
HeToYHOCTH; PaboTa BhINONIHEHA HEOPEKHO.

Onenka «2» - JOnyUIeHbl IPUHIUNHATIbHBIE OIIMOKH; Bompocs! pacKpbIThl HOBEPXHOCT-
HO WJIM HEpacKphITHI; PaboTa odopMieHa HEOpEKHO.

Cnucok pekoMeHAyeMoi JInTepaTypbl:
1. Kopuees, U. K. JlokyMeHTalluOHHOE OOecleyeHUe YNpaBieHUs : YUYEOHUK U NPAKTUKYM

s cpeaHero  mpodeccuoHanbHoro  obpaszosanusi/  U. K. KopreeB,  A. B. [Tmenko,
B. A. MamyprieB. — 2-¢ w3a., mepepadb. m jgon. — MockBa : M3narensctBo FOpaiir, 2021. —
384 c.— (IlpodeccuonanvHoe obpasoBanue). — ISBN 978-5-534-05022-6. —  Tekct

a5IeKTpoHHBIHN // OOpa3oBarenbHas wiardopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/472550
(mata obpamenus: 01.08.2021).
2. Mopo3oB, M. A. DkoHOMHUKA Typu3Ma : y4eOHUK sl CPEIHEro MNpo¢ecCHOHATbHOIO

obOpazoBanusi/ M. A. Mopo3oB, H.C.Mopo3zoBa. — 5-e wu3a.,, wucnop. u jgomn. — Mocksa:
WznatenscrBo FOpaiit, 2021. — 291 ¢. — (IlpodeccuonansHoe obpazoBanue). — ISBN 978-5-534-
10543-8. — Texkcr : snektpoHHBIH // OOpa3oBarenbHas miuardopma IFOpaiit [caiit]. — URL:

https://urait.ru/bcode/475810 (mata oopamierus: 01.08.2021).

Tema 2.2 IlpukiagHble NpPOrpaMmbl, HCHOJb3YyKOIIMecss JAJas  padorbl ¢
nHpopmMannoHHeiMu Oazamu. IIpukiaaHbie nMporpaMmbl, MCHOJb3YIOIMecH AJsi padoTbl €O
3BYKOM

IIpakTnyeckoe 3ansaTue Ne 8

IHounck nupopmauuu B Uutepuere o ryppupmax Beankoro Hosropoaa, 2 u.

I]ens pabompi: 1ONyUUTH HaBBIKKM TOMCKa HH(GopManuu B HTEpHETE.
TpeGoBanus K 3HAHUSIM M YMEHUSIM:
yMeTbh

- IPOBOJIMTH AHAJIN3 CAUTOB
3HATh
- LIe7M, 3aJla4yM U TpeGoBaHMs K pa3paboTKe cailta
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- OCHOBHBIE KPUTEPUH aHATIU3a cailTa

Heo0xoanMoe 000opy/i0BaHie U MaTepHAJIbI: TETPa/lb, Y4€OHUK, UHTEPHET

TpeOoBaHusi 10 TEOPEeTHYECKOM TOTOBHOCTH CTY/IEHTOB K BbINOJHEHUIO NIPAKTHYE-
CKUX 3aHATHii: 3HakoMCTBO U pabora ¢ mporpammamu «KoHcymbranT +». Odopmienue
Mpe3eHTalMi ¢ UCIOJIb30BaHUEM BHJEO0, ayauo ¢ainoB u rpaduxos. KoMmmbioTepHbie ceTu.
OCHOBHBIE THUIIBI YCIIYT.

3amanmue.

1. Haiitu 3-4 Typuctuueckue pupmsl Benukoro Hoeropona B nTepenere.
2. Ilpoananu3upoBaTh CAalThl HAlAGHHBIX (UPM.

3. IIpoBecTu cpaBHEHUE IPEIOCTABISAEMBIX YCIYT.

TpedoBaHusi K pe3yjabTaTaM padoThl: YCTHOE 00CYXK/CHHUE.

@®opMa KOHTPOJIsi: UHANBUYaTIbHAS

Kpurepum ouenku:

Ouenka «5» - 3a7aHue BBIMOJHEHO 0€3 omuOoK; OTBEThl KOHKPETHBIC U JIAKOHUYHBIE;
PaGora Hanucana akkypaTHO, 6€3 MOMapoK, pa30OPUKBHIM TOYEPKOM.

Ouenka «4» - OTBETHl KOHKPETHBIE, HO MOTYT COJCpKaTh HE3HAUNTEIbHbIE HETOYHOCTH;
PaGora Hanucana akkypaTHO, 6€3 MOMapoK, pa30OPUKBHIM TOYEPKOM.

Onenka «3» - He BBINOJIHEHO 0 KOHIIA OJHO U3 3aAaHuil; OTBETHI CO/IepKaT HEKOTOPHIE
HeTouHOCTH; PaboTa BhIMOIHEHA HEOPEKHO.

OueHka «2» - IOMyIIeHbl TPUHIMITHAIbHBIE OMUOKH; BOMpoCh pacKphIThl TOBEPXHOCT-
HO WJIM HepacKphIThl, PaboTa odopmiieHa HeOPEKHO.

Cnucok peKkoMeHAyeMol JIuTepaTypbl:
1. Kopnees, 1. K. [lokymMeHTalMOHHOE OOecreyeHrne YNpaBieHUs : YIeOHUK U IPAKTUKYM

TUTS CpeIHETo npodeccrnoHaIEHOTO obpazoanmusi/  U. K. Kophees, A. B. ITrenko,
B. A. MamypreB. — 2-e u3n., nepepab. u gom. — Mocksa : M3marensctBo FOpaiit, 2021. —
384 c.— (IIpodeccuonanproe obOpazoBanue). —  ISBN 978-5-534-05022-6. —  Tekct

aNIeKTpOoHHBIHN // OOpa3oBarenbHas iardopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/472550
(mara oopamenus: 01.08.2021).
2. Mopo3oB, M. A. DKOHOMHKa Typu3Ma . YYE€OHHK I CpPEeIHEro MpodecCHOHATBHOTO

obpaszoBanusi/ M. A. Moposos, H.C.MoposzoBa. — 5-¢ wu3g., wuchnp. u jgom. — Mocksa :
NznarensctBo FOpaiit, 2021. — 291 ¢. — (IlpodeccuonanbHoe obpazoBanue). — ISBN 978-5-534-
10543-8. — Tekct : anmekrponusii // OOpa3oBarenpHas Ttuiargopma HOpaiit [caiit]. — URL:

https://urait.ru/bcode/475810 (nmata oopamenus: 01.08.2021).

Tema 2.2 IlpukiaagHble NporpaMmbl, HCHOJAb3yHOIIHecss s padorel ¢
nHpopManMoHHbIMH Oa3zamu. [IpukiaagHble mMporpaMMbl, MCHOJBb3YKOIIHMecs A pPadoTbl CO
3BYKOM

IIpakTHyeckoe 3ansaTHe Ne 9

Odopmiienue npe3eHTaUil ¢ HCMOJIB30BAHNEM BHI€0, AyAU0 (pailjIoB U rpapuKoB, 2 4.

Ilenv pabompi: TIONY4YWTHh HABBIKM COCTABJICHHSA IPE3CHTALMUA C HCIOJIB30BAHKUE JOIL.
MaTepHaIoB.

TpeGoBanus K 3HAHUAM M YMEHUSAM:

yMeThb

- IPOBOAUTH aHAJIU3 CalTOB
3HATH
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- IIeNd, 3a7a4d U TpeOOBaHMS K pa3paboTKe caiita

- OCHOBHBIE KPUTEPHUH aHaJIHN3a caiTa

Heo0xoanMoe 06opyaoBaHue M MaTepPHAJIBbI: TETPAIb, yIeOHUK, HHTEPHET

TpeOoBaHusi 0 TEOPETHYECKOH INOTOBHOCTH CTY/JE€HTOB K BbINOJHEHUIO NMPAKTHYE-
CKHX 3aHfiTHi: 3HaKoMCTBO M paborta c¢ mporpammamu «KoncympTant +». Odopmienue
Mpe3eHTAalMi C HCIONb30BAaHUEM BHAEO, ayauo (QaitnoB u rpaduxoB. KommbroTepHble ceTu.
OcCHOBHBIE THUIIBI YCIYT.

3ananmue.
1.CocTaBUTh MPE3EHTALUIO O JEATEIbHOCTH U MPEAOCTaBISIEMbIM YCIyraM OIHOW W3
typuctuueckux ¢upwm r. B. HoBropona.
TpeGoBanus Kk pe3yabTaTaM padoThl: MIUCbMEHHAs paboTa, yCTHOE 00CYXKACHUE.

®opma KOHTPOJIS: UHIUBHyaIbHAs

Kpurtepuu ouenku:

Ouenka «5» - 3a1aHHE BBIIOIHEHO 0e3 ommOoK; OTBETHl KOHKPETHBIE U JTAKOHUYHBIC,
Pabora Hanmcana akkypaTHo, 0€3 TOMapoK, pa300pYUBEIM TTOYEPKOM.

Onenka «4» - 0TBEThl KOHKPETHBIE, HO MOTYT COJIep’KaTh HE3HAUUTEIbHbIE HETOYHOCTH;
Pabora Hanmcana akkypaTHo, 0€3 TOMapoK, pa300pYUBEIM TTOYEPKOM.

Onenka «3» - He BBIIOJIHEHO /10 KOHIIA OJIHO M3 3a/1aHuil; OTBETHI coepIKaT HEKOTOPhIE
HeToYHOCTH; PaboTa BhINONIHEHA HEOPEKHO.

Onenka «2» - JONmyLeHbl MPUHIUIHATIbHBIE OIIHMOKH; BOIpOCkl pacKphbITh MOBEPXHOCT-
HO WJIM HEPacKphITHI; PaboTa odopMieHa HEOpEKHO.

Cnmcok peKkoMeH1yeMoil JTUTepaTyphbl:
1. Kopuees, U. K. JlokyMeHTallMOHHOE OOECleUeHUE YNPABIEHUS : YUYEOHUK U IPAKTUKYM

JUIE  CPEAHEro  NpoeCCHOHATBLHOTO obpazoBanusi/ . K. KopHees, A. B. [Tenko,
B. A. MamypueB. — 2-¢ u3a., nepepadb. m jmon. — MockBa : M3narensctBo FOpaiit, 2021. —
384 c.— (IIpodeccuonansHoe obOpazoBanue). — ISBN 978-5-534-05022-6. —  Tekcr

a5IeKTpoHHBIH // OOpa3oBarenbHas wiardopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/472550
(mata oOpamenus: 01.08.2021).
2. Mopo3oB, M. A. DkoHOMHUKa Typu3Ma : y4eOHUK Al CpPeAHEro MNpo¢eCCUOHATBLHOTO

obOpazoBanusi/ M. A. Mopo3oB, H.C.Mopo3zoBa. — 5-e wu3n.,, wucnop. u jgomn. — Mocksa:
NznatenscrBo FOpaiit, 2021. — 291 ¢. — (IlpodeccuonansHoe obpazoBanue). — ISBN 978-5-534-
10543-8. — Texkcr : snekTpoHHBI // OOpa3oBarenbHas miardopma IOpaiit [caiit]. — URL:

https://urait.ru/bcode/475810 (mata obpamierus: 01.08.2021).
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NudopmanuonHoe odecrnieyeHne 00ydeHHs

OcHosnas tumepamypa:
1. Kopnees, U. K. JlokymeHTanmoHHoe oOecrieyeHne YNpaBiIeHHS . y4eOHUK M MPAKTUKYM

JUIst CpeaHero po¢eCCUOHATBHOTO obpazoBanus / . K. Kopnees, A. B. ITmenko,
B. A. MamypuieB. — 2-¢ u3a., nepepad. m mom. — Mocksa : M3narensctBo FOpaiir, 2021. —
384 c.— (IIpodeccuonansHoe obOpazoBanue). — ISBN 978-5-534-05022-6. —  Tekcr

a5IeKTpoHHbBIHN // OOpa3oBarenbHas wiardopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/472550
(mara obpamenus: 01.08.2021).

2. Mopo3oB, M. A. DkoHOMHKa Typu3Ma : Y4eOHHMK i CpPEeIHEero Mpo(ecCHOHATBHOTO

obpazoBanusi/ M. A. Mopozo, H.C.MoposzoBa. — 5-¢ wu3g., uchnp. u jgom. — Mockga .
WznatensctBo FOpaiit, 2021. — 291 c. — (IlpodeccuonansHoe obpazoBanue). — ISBN 978-5-534-
10543-8. — Texkcr : anmektpoHHbli // OOpazoBatenbHas tardopma IOpaiit [caiit]. — URL:

https://urait.ru/bcode/475810 (nmata oopamenus: 01.08.2021).

Hononnumenvras aumepamypa:

VYrpaBieHUe NEPCOHAIOM : yYEeOHHK W TPAKTHKYM JIJIS CPEIHEro mnpodecCHoHAIbHOTO
obpazoBanusi / A. A. JlutBuniok [u ap.] ; mox penakuueit A. A. JIuTBuHIOKa. — 2-¢ U31., iepepad. u
nor. — Mocksa : U3narensctBo FOpaiit, 2021. — 498 c¢. — (IIpodeccuonansnoe o6pazoBanue). —
ISBN 978-5-534-01594-2. — Tekcrt : anekrponnbiit / O0pa3zoBarenbHas iardopma FOpaiiT [caiir].
— URL.: https://urait.ru/bcode/469678 (nara oopamenus: 01.08.2021).

33



JIMCT BHEeCEHUS U3MEHEHNI K MeTOANYECKAM PEKOMEHAANUAM I10 NPAKTUYCCKUM 3aHATUAM

Ne Homep u nara Jara Coneprxanue O.N.0. nuua, Ioanucey
PacHOpPSIUTEIBHOTO |  BHECCHHS H3MEHEHUH OTBETCTBEHHOI'O
JIOKYMEHTa O U3MEHEHUH 3a
BHECCHUH HU3MEHeHue
H3MEHEeHUH
ITporoxon 30.08.2022 | KoppekrHpoBKa STunkas H.B.
MeToan4ecKoro ncra Cozpepxanue
1 coseta Nel or a * il
02.09.2022 r.




		2023-08-03T15:20:45+0300
	Трифонов Владимир Александрович




