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1. IlacmopT KOMILIEKTA ONEHOYHBIX CPEACTB

1.1 O6aacTs NpAMEHEHHs KOMILIEKTA OLCHOYHBIX CPEACTB
KonTponsro-onenounsie cpescta (KOC) mpennasHadeHs! Al KOHTPOIIA U
OLIEHKH 0Opa30BATENBHBIX JOCTIKEHUH 00y4aromuxcs, OCBOMBLIMX IPOTPaAMMYy

yaeGHOM TUCIMIUIMHEEL JJoKyMenmayuonnoe obecneyenue ynpasnenus.

KOC  BKIIOYAIOT KOHTPOJBHBEIE  MaTepHalbl Uil NPOBEIACHUS
TIPOMEXKYTOYHOM aTTeCTalluK B (popMe SK3aMeHa.

KOC pa3paboTaH Ha OCHOBaHHHU:!

- deepaIbHOro rocyIapCTBEHHOr0 00pa3oBaTeIbHOr0 CTaHAapTa CPEAHETO
npo)ecCHOHATIBHOrO 00pa3oBaHys 10 CIENHAbHOCTH 09.02.04 wadOpMaLKOHHEIE

crucTeMsl (II0 OTPacisIM);

- paboueif nporpamMmbl yd4eOHOH muCHMIUIMHE! JloKymermayuonnoe

obecneyernue ynpaeiernus.

PexoMeH/IyeMO€e KOJHYeCTBO YacoB Ha OCBOEHHE NPOrpaMMbl IHCIHILIHHBL:
MakcumainpHOH yueOHOH Harpy3ku obydarornerocst 60 9acoB, B TOM 4HCIC:

06s3aTeNbHON ayJUTOPHON yueOHO! Harpy3Ku 00y4aromerocs 40 gacos;

CaMOCTOSTENBHOM paboThl 0byuarolerocs 18 4acos, KOHCYIbTALMH 2 yaca.
Qopma arTectaimu — JubGEpEHIMPOBAHHBIN 329€T (YCTHBI OTBET,

BBIIOJIHEHHE IIPAKTUICCKHX 3aHaHHﬁ)



1.2 CucreMa KOHTPOJiI M OLEHKH OCBOEHHSI MNpOrpaMmbl y4yeOHoOi
AHCHHILINHBI

KonTpomns Hu OIleHKa OCBOEHMUS MIPOrpaMMEI IACIMILIAHBI
«JIOKyMEHTal[MOHHOe O0ecredeHre YIpPaBIeHHsD) OCYINECTBILICTCA B X0J1e
BHITIOJIHEHHS IPAKTHUSCKHX 3aJ@Hdi, YCTHBIX OTBETOB oOydJaromuxcs,
v hepeHIIPOBaHHOrO 3a4eTa.

Pe3ynbTarhl 00y4eHHUs ®opMBI ¥ METOJIBI KOHTPOJIS U
(ocBOEHHBIE YMEHH, YCBOCHHBIC 3HAHW) OLIEHKH pPe3yJIHTaTOB O0yUIEHNs
(QcBOocHHBIE YMEHUS:

B pe3ynsTarTe OCBOCHHS NUCIMIUIMHEL | BEIMOTHEHNE IPaKTHICCKUX
oOyuaromuiics JO/KEH YMETh! 3a/laHWH,

nuddepeHIUpOBaHHbIN 3a4eT.
- 0hOPMIISATH JOKYMEHTAIIUIO B COOTBETCTBUH

C HOpMAaTHBHOH 6a30#, B TOM YHUCIIE C
MCIIONB30BaHHeM MH(OPMAIHOHHBIX
TEXHOJIOTHI;

- OCBaMBAaTh TEXHOJIOIHH
aBTOMATU3MPOBaHHON 00paboTKU
JIOKyMEHTAallUH;

- WCIIONB30BATh YHU(PUIUPOBAHHEIE (GOPMEI
JIOKyMEHTOB;

- OCYIIECTBILITH XpPaHEHHE U IIOUCK
JIOKyMEHTOB;

- ACTIONB30BAaTh TEJIEKOMMYHHKAIIMOHHbIC
TEXHOJIOTHH B AJIEKTPOHHOM
JIOKyMEHTO00O0POTE.

VY cBOEHHBIE 3HAHUS:

- IOHSATHE, IENH, 3aa49H U IPHUHIUIIBI

JIETIONIPON3BO/ICTBA, VY CTHEIH OIPOC, BEITIONHEHHUE

- OCHOBHBEIE ITIOHITHUA JOKYMCHTAITHOHHOT'O NPaKTHICCKUX 3a/IaHKH,
obecriedenys yIpaBIeHuUs; BEITIOJITHEHHE CAMOCTOSTENbHON
- CHCTeMBI JOKYMEHTAIIHOHHOTO paboTsl, nuddepeHIUPOBAHHBIH
o0OecreueHys yIpaBIeHIs; 3ager.

- KIacCH(UKAUIO JOKYMEHTOB;

- Tpe6OBaHus K COCTABJIECHHUIO X O(QOPMIICHHIO
JIOKyMEHTOB;

- OPTaHU3ALMIO JOKyMEHTOO00POTa: IPHEMA,
06paboTKy, peTHCTPALHIO, KOHTPOIIb,
XpaHEHWe JOKYMEHTOB, HOMCHKJIATYPY JEI.




2. KommjieKT OlleHOYHBIX CPEACTB

I[J'Iﬂ OCYIICCTBIICHU HpOMC)K}’TO‘-IHOfI aTTECTAl[N UCIIOJIB3YIOTCA TCOPETUICCKHC
BOIIPOCHI U BBIIIOJIHCHUC IPaKTUICCKUuX 3aJlaHui

2.1 Bonpochr:

1. OCHOBHBIE IOHATHS JOKyMeHTHpoBauws. OyHKIMA NoOKyMeHTa. Buibl

yIIpaBIeHIECKON JOKYMEHTAIMH.

Knaccudukanms JOKyMEHTOB.

VHI(UKAINSA ¥ CTaHAAPTH3ALMS yIPaBIeHYECKUX JIOKYMEHTOB. banku

IIOKYMEHTOB.

XapakrteprcTuka u copepxanne I'OCTa P.6 30-2003 (1-10 PEKBHU3HUTHI).

XapakrepucTuka u copepxarue I'OCTa P.6 30-2003 (11-20 PEKBU3UTHI).

XapaxTepuctuka u conepxanne 'OCTa P.6 30-2003 (21-30 PEKBU3UTBHL).

XapakTepUCTHKa ¥ COCTaB OPraHU3alliOHHBIX TOKYMEHTOB.

OyHKIMH OPraHU3alHOHHEIX JOKYMEHTOB, OPANOK MX YTBEPKACHUA.

TpynoBoii 1OroBop.

9. JloKHOCTHAs MHCTPYKIIHS.

10. XapakTeprCTHKa U COCTaB PACIOPSIUTENBHBIX TOKYMEHTOB.

11. TIpoueaypa W3aHus PaCHOPSAUTEILHBIX TOKYMEHTOB. Pacnopspxenus,
IIPUKA3BI.

12. ITpuka3sl 10 OCHOBHOM IS TENBHOCTH. BrInucka u3 IprUKasa.

13. JloKyMEHTHUPOBaHKE JEATEIHHOCTH KOJUICTHAIBHBIX OPraHOB. [IpoToxour.

14. XapakxTepucTrKa HHQOPMAIMOHHO-CIIPABOYHAIX JIOKYMCHTOB. CripaBkH.

15. JloxnagHele 1 OOBICHUTEIBHBIC 3AIIUCKH.

16. OcHOBHBIE TPeOOBAHMS K COCTABICHHIO M OQOPMIICHHIO aKTa.

17. JlenoBele IMACHEMA.

18. OcHOBHBIE TPe6OBaHHUs K COCTABICHMIO NEIOBBIX IIceM. Buipl maceM.

19. CocTaB JOKyMEHTAIUH [0 TPYAOBBIM OTHOIIEHUSIM. Pe3toMme.

20. Tpe6oBaHus K COCTABIEHHIO ¥ OQOPMIICHUIO 3asIBJICHUM.

21. TIpuka3ssl 10 THYHOMY COCTaBy.

22. Jlnqmas KapTouKa paGoTHHKa, aBTOOHOrpadusi, XapaKTePUCTHKA.

23. TpyoBas KHIKKA.

24. Opranu3anys ciyX0bl TOKyMEHTallHOHHOT'O obecrieueHus yIIpaBJIeHUs.
JToKyMeHTOO0O0POT.

25. TexHonorus paboThl ¢ BXOAAIIUMH JOKYMEHTAMH.

26. TexHonorKs paboTHI ¢ UCXOAAMIMMHU K BHYTPEHHUMH TOKYMEHTaMH.

27. Perucrpaliust JOKyMeHTOB. KOHTpOIIb HCIIOTHEHHU JOKYMEHTOB.

28. Homenkiatypa el opraHu3aiui.

29. DKcrepTu3a HEHHOCTH JTOKYMEHTOB.

30. Oprauu3anus XpaHeHus: JOKYMEHTOB.
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2.2 llpakTHYyecKue 3a1aHHUA:

3amaua Ne 1
OdopMHuTH CIIPaBKY CJIyKe0HOro Xapakrepa.
YCJIOBHE:

TocyNapCTBEHHBIH  apxXWB  AJMHHMCTPAIAH WBanoBckolt — obnacta
TIpEefOCTABIsAET CIIPaBKy B YIPaBJICHHE COLMAJIPHON 3aIlUTHl HaCEJICHUs
IletpoBckoro paiioHa FIBaHOBCKOH 007acTH O HAJIMYMM JOKyMEHTOB IO
TpyzmoBomy cTaxy 3a 1975-1995rr. B cmpaske coobmaeTcs, 9To0 B JOKyMEHTax
TocynapcTBeHHOro apxmpa VIBaHOBCKOHU obmacTi HMEIOTCS  JTOKYMEHTHI,
TIOATBEPKAAIOIE TPYAOBOM CTaX TI'paXknIaH, paboraBumx B 1975-1995rr. Ha
ClIeIyFOLTIX MPEeIpPHUSATHSIX U opranusanisix Ilerposckoro paifoHa:

3aBOJi PEMOHTA CENbCKOXO03AHCTBEHHON TEXHUKH,;

MainuHHO-TpakTopHas cTaHuus «IIporpeccy;

Komxo3 «3aps».

JIOKYMEHT IIO/IIACaH AUPEKTOPOM apxuBa A.A. CaMOXH1HOH.

3amaua Ne 2

OdopmuTh 6JIaHKH AOKYMEHTOB.
YCJIOBHME: OTKpHITOE aKIMOHEPHOE 00IIEeCTBO «AMETI'A» co3naeT JOKYMEHT
Ne 67 ot 20.04.2010r. (OCTaNBHEIE JAHHBIE CAMOCTOSITENHHO).

Cnpagounvie OaHHbIE 00 Op2aHUIAYUU! ITpodcoro3nas yi., 1.82, Mockaa,
117393; Ten./daxc (495) 718-78-74; E-mail:mail@ amega.ru;
OKTIO 02842708, OT'PH 1027700380795, VIHH/KIIIT 770803 3 140/771001001.
OQOpMHTE GAHKH C YTTIOBBIM K IPOLOIBHEIM PACTIONOKCHUCM PEKBUSUTOB.

3amaua Ne 3
CocTaBuTD 3asiBJIeHHE 0 pHeMe Ha paboTy.
YCJIOBME: Opranmsanms: OAO «AMET'A». Ha paboty mpuHEMaeTcs [lerposa
Tamsa ViBanoBHA B OT/EN KaJApOB Ha JOJDKHOCTH ACIOIPOU3BOAUTEI C 25.10.
2010r.
OhopMHATs Ha 3adBICHAM DPE3ONIOLMIO PYKOBOAUTCI, BU3Y COTJIaCOBAaHHUA C
HAYAILHAKOM CTPYKTYPHOTO ITOJ(Pa3IeICHA.

3agaua Ne 4
CocTaBHTh 3asiBJIEHHE O TIepeBoje Ha Jpyryio pabory.
VCJOBHUE: Oprammsaumms: OAO «AMEI'A». [erposy [anmumy lBaHOBHY,
JIEJION[POM3BOAUTENS OT/ENa KajpoB, MEPEBOJAT Ha NOJDKHOCTH UHCIIEKTOpa
oTJeNa KaapoB.
OdopMHAT, Ha 3afBIEHHH PE3OJIONMIO PYKOBOAMTEN, BU3Y COITaCOBaHUA C
HAYATHHIKOM CTPYKTYpPHOT'O IOAPA3ACICHHU.

Jamaua Ne S

CocTaBUTH JOKJIAJHYIO 3anHUCKYy.



YCJIOBUE: Oprasmsanus: obbenunenne — «Mocknura». — 3aBefyrolui
KaHIeIsIpreil coo0maeT PyKOBOJUTENIO O TOM, YTO KaHUENApUA B HacTosllee
BpeMss EMeeT paboume CTONBI, mMeromue usHoc 80% M TMPOCUT PacCMOTPeTh
BOIIPOC O HPHOGPETEHHUH IECTH HOBBIX pa00YHX CTONOB.

JlokiafHasl 3allcKa ajipecoBaHa TeHepalbHOMY NMPEKTOPY OObeAMHEHHEe
«Mockuura» K.B. Hesiesy.

3amauya Ne 6
CocTaBHUTD 3asiBjieHHE 00 YBOJIbHEHHH C padoTHI.
VCJOBHME: Oprasmsamus: OAO «AMET'A». JKnmamos Wsan Cepreesud,
IIPOTPaMMHUCT OTJENa MPOTPaMMHOTr0 OOECIIeYeHHs, yBOJNBHAETCS C PabOTHI IO
cobcTBenHOMY KenaHuto ¢ 26.10.2010r.
OQOopMUTE Ha 3asBICHHH PE3ONIOLUHMIO PYKOBOJAWTENS, BHM3Y COIJIacOBaHMs C
HAYaIBHMKOM CTPYKTYPHOIO IIOpasAeIcHus.

3amaua Ne 7
CocTaBUTH JOKJIAJHYIO 3aIHCKY.

YCJIOBUE: Opranusanus: oobenuuenre «[IPMMA». ['maublit Oyxrantep
KOHTPOJILHO-PEBU3MOHHOTO OT/ENa COO0IIaeT PyKOBOAMUTEIIO, YTO 12.02.2011r.
IpA TIPOBEJCHAM WHBEHTapHM3alMM TOBapHBIX (OHIOB MarasuHa Ne 45
JCTAaHOBIIEHA HENOCTaya PasMYHEIX TOBAapOB Ha CymMmy 3 567 py6. ¥ MpoCHT
HA3HAYWTH JOKYMEHTAIBHYIO NMPOBEPKY TOBapHBIX omepaimi marasuna Ne 45 ¢
15.02.2011r. mo 18.03.2011r. Joxnannas 3amnucka cocraniena 13.02.2011r.

JloknagHasl 3aIMCcKa aJpecoBaHa TeHEpaTbHOMY IUPEKTOPY OOBCAMHCHHMS
«ITPUIMA» K.B. Hesnesy.

3agaua Ne 8
CocTaBHTh 00BSICHUTEJILHYIO 3AMUCKY.

CotpymuuK oxpanHoro npexnpusatus «Omera» Oponos WM. MoOCKOBCKOIO
otneneuus C6epbanka P® 10 ceHTs0ps Tekyiuero ropa omnosjain Ha paboTy Ha
2 yaca B CBS3U C HapyIleHHeM rpaduka ABUKEHHMs 3JIEKTpOnoe3zoB KaszaHckoro
HaIpaBlieHuss MOCKOBCKOM JXeJIe3HO! JOPOTy.

B O6GBSCHHTEIbHON 3aliMCKe Ha WM HadalbHMKa otheneHus B.B.
CenuBaHOBa, COCTaBIEHHOM B TOT e JeHb, ML.J. ®pojoB MOTHBHpPOBAIl CBOC
OTO3/aHUE HapylleHueM Trpaduka IBWKEHHS O3ICKTPONOE3J0B M MPEACTaBHUI
3aBepEHHYIO CIpaBKy aucrerdepckoit ciyx6sr MIK][ mo Kasanckomy BOK3alry
M2K]], moATBep XX IaronTy o (aKT 3aepXKKU SJEKTPOIOE3I0B € yKasaHUEM JaThl U
BpPEMEHHU COOBITHSI.

3amaua Ne 9
CoCTaBHTh NPOEKT MPUKA3a 10 OCHOBHO# 1eATeJIbHOCTH.
YCJIOBHUE: Coctasbre npuka3 3A0 «3APSI» o HenpaBUIBHOM HCIIOIB30BAHUH
CTPOUTENBHBIX OTXOZOB. B KOHCTAaTMpYIOIIEH HACTH TEKCTa YKaXHTE, 9TO IpH
mpoBepke paboTHl CKiIaja MUIOMATepHaloB YCTAHOBIICHBI (GakTel OTHyCcKa B
KOTENBHYIO JUIS CXHMIAHHS OTXOJOB IHIIOMAaTEPHAIOB mmsoM ceeime 20 cM. B



CBSI3H C 3THM PyKOBOIHTENb IpUKasbiBaeT 3aBemyromemy cknanom C.H. Kosanesy
Opranu3oBarh paboTy IO peau3aliid OTXOJO0B YaCTHBIM JIHLAM (yKaxuTe CpoK
HCIIONHEeHHs nopy4ueHusi). KOHTpoIb 3a MCIOJHEHHEM NIPHUKa3a BO3JIOKUTE Ha 3aM.
JupeKTopa Mo mpou3BoAcTBY A.B. I'panuHa.
I[Ipuka3 MONNKCATh [JUPEKTOPOM OpraHW3aluy, O(OPMUTH O3HAKOMIIEHHUE
3aWHTEPECOBAHHBIX JIHIL.
3agaua Ne 10
Odopmurs:
1. PeKBU3UT «CCHUIKA HAa PETUCTPALIMOHHEBIA HOMEP U IaTy JOKYMEHTa.
2. PexBu3uT «agpecar».
Vcnosue: opraguzaiysi — 3A0 «Crane», JOKYMEHT afjpecyeTcs
resepaibHOMYy aupekTopy A.B. Hmkosy.
3. PexBu3UT «rpud yTBEPKIACHH TOKYMEHTa.
VcroBre: JOKYMEHT yTBEPXKIAETCs reHepanbHbIM aupexTopom AO3T
«BOJBIIEBCKHH TEKCTHIE (OCTAIBHBIE JaHHBIE CAMOCTOSATENBHO).
4. PexBU3UT «JaTa JOKyMeHTay (2 criocobamu).
5. PeKBU3UT «OTMETKA O IIOCTYIUICHUH JOKyMEHTa B OPTaHU3aLUION.

3amaua Ne 11
Odopmurs:

1. PexBU3UT OTMETKA O HAJTUYUU IIPUIIOKESHUD?.
2. OGopMHUTH PEKBU3UTHI KIIOIIKCEHY U KOTTHCK IICIaTHy.

VcioBre: JOKYMEHT MO/IIMCaH FeHePabHEIM JUpEKTopoM A.b.
CMOJISIKOBBIM.
3. PexBU3HUT «OTMETKA 00 UCIIOIHUTEIIEY.
4. PexBU3UT «BH3a COIJIACOBAHUD.

VcnoBre: TOKYMEHT BU3UPYET HaYaIbHUK OTJElIa KaJpoB (ocTanbHBIE
JIAaHHBIE CAMOCTOSTEINEHO).
5. PeKBU3UT «3aroJIOBOK K TEKCTY».

Veaorue: OAO «KACKA]I» cocTaBisgeTcs akT O peBU3UHU KaCCHL.

3agaua Ne 12
CocTaBHTL IPOEKT MPHKA32 0 JHYHOMY COCTaBY.
VCJOBME: Oprammamus: OAO «AMEI'A». Kpacros Urops Huxonaesud,
IIPOrpaMMHMCT OTAENA MPOrPaAMMHOrO O0ECICUeHHs, YBONBHIETCS C paboTHl 110
cobcTBeHHOMY Xeanmo ¢ 26.10.2010r.
OdopMuTh Ha IpHKa3e BH3y COIVACOBaHWS C HAYAIBHUKOM CIPYKTypHOIO
TIOJ[pa3IeICHHUS.

3agaga Ne 13
CocTaBHThL IPOEKT NMPHKA3a 10 JIAYHOMY COCTaBY.
YCJOBHUE: Oprammsamus: OAO «AMEI'A». OhopMHTh MpHUKa3 O I[EPEBOAC
ITerpoBa Bukropa Bianumuposnya, MacTepa 1exa Ne 3, Ha IOJKHOCTE CTapIIero
MacTepa TOro Xe mexa C 18.11.2010r. mOCTOSIHHO.
OdopMuTh Ha INpHKa3e BHM3y COIACOBaHMA C HA4AIbHUKOM CTPYKTypHOIO
TOJJpa3/ICIICHHS.



3agaga Ne 14
CocTaBHTB Je/10BO€ MHCHMO.
YCIIOBHME: ®enepanpHoe areHTCTBO IO OOpa30BaHHUIO HAIMpPaBIsET MHUCHMO
nupextopy ®I'OY CIIO «IlepBomaiickuii komnemx» A.B. IletpoBy, B koTopoM
3alIpalllMBaeT CBEJEHUS O IPOBEACHUU IIPOTUBOIMOXKAPHBIX MEPOIPUATHHA II0
IPHUBENCHUIO 3/aHUM, COOPYXKEHUH U TEpPUTOPHH KOJUIEIKa B COOTBETCTBHE C
ITpaBuiaMu noxxapHOi 0€30IMaCHOCTH.

DenepanbHOE areHTCTBO 10 00Pa30BaHMIO UMEET CIEAYIOIIHUE CIIPaBOYHEIE
nanHsle 00 opranusanuu: IlpodcorosHas yi., 1.82, Mocksa, 117393; Ten./dakc
(495) 718-78-74; E-mail:mail@federal.ru; OKIIO 02842708, OI'PH
1027700380795, MTHH/KIIIT 770803 140/771001001.

HoxymenT m3maercs 20.03.2014, Ne 91.

3agaua Ne 15

CocTaBUTH NHCHMO-HATIOMHHAHHE.

YCJOBHE: CocraBbTe NHCHMO-HAlIOMHHAHHE OTKPHITOTO AKIHOHEPHOIO
obmectBa «AMEI'A» anpecoBaHHOE TeHEPAIBHOMY IUPEKTOPY 3aKPBITOTO
akoHepHoro obmectBa «Komcomomnsckoen. OAO «AMEI'A» HallOMHHAET, YTO
B 2006 romy Obplia 3aKiioueHa JAOTOBOPEHHOCTH OO YCTPaHEHWM HEMOJaJOK B
peMoHTe (acaja 37aHUs, TaK KaK IPU CTPOUTENBCTBE ObLI momyineH 6pak. Jlo
HACTOSIIET0 BPEMEHU He OBUIM IPUHSATHI MEPHI IO €ro yCTpaHeHH:0. Bo MHOrHX
MecTax HMMEIOTCS YCaJouyHBle TpEIIWHBI, OKpacka W INmarieBka dacaja
orcnounnack. Opranusanys yOoeAUTENbHO IPOCHUT NPHUHATH MEPHI 10 YCTPAaHEHHUIO
IOIyIeHHOTro Opaka.

OAO «AMETI'A» uMeert ciefyromue cripaBOYHEIE JaHHBIE 00 OpraHU3all¥iH:
ITpodcorosnas yiu., A.82, Mocksa, 117393; Ten./dakc (495) 718-78-74; E-
mail:mail@ amega.ru; OKIIO 02842708, OI'PH 1027700380795, WHH/KIIII
770803 140/771001001.

Joxyment m3naercs 20.03.2014, Ne 91.

3amaya Ne 16
CocTtaBuTb 3asiBJIEHHE O IpUeMe Ha pa6oTy.
YCJIOBHE: Opranmzamusa: 3AO0 «Arpo-unBect». Ha paboTy mOpuHHUMAETCs
MenuxoBa VHHa BacunbeBHa B IUIaHOBBIA OTAEN Ha JOJDKHOCTH S5KOHOMICTA C
25.10. 2010r.
OdopMuTh Ha 3asBICHUU PE3OIIOIMI0 PYKOBOIHUTENS, BH3Y COLNIACOBaHMS C
HauyaIbHUKOM CTPYKTYPHOIO ITOJpa3aciicHuS.

3amaya Ne 17
CoctaBuTh 3a51BJIeHHE O IepeBo/e HA APyrylo padoTy.
YCJIOBUE: Opranuzanys 3AO «Arpo-uHBECTY. CemumeBy Csernany
CepreeBHy, MeHeIKepa IO [EPCOHALY, NEPEBOAAT Ha JOJDKHOCTH CTapIIEro
MEHeIDKepa 0 IEPCOHaIy.
OdopMuTs Ha 3asBICHHH PE3OJIIOLHUIO PYKOBOAUTENS, BHU3Y COIJAcOBaHUs ¢
3aM.JUpEKTOpa [0 IEPCOHATY.



3amaua Ne 18
CocTaBuTH 3asiBjIeHHe 00 YBOJIbHEHHH € padoThbl.
VCJIOBUE: Opranmsanust 3AO  «Arpo-UHBECT. [TaBnoB  Anexcen
BraguMuUpOBAY, MEHEDKep OTAela INpojax, YBOJIBHIETCS C paboTsl 1O
cobcTBeHHOMY Xeanuto ¢ 02.10.2011r.
OdopMHUTs Ha 3asSBICHHU DPE3ONIOLMIO PYKOBOAHUTEINS, BH3y COINACOBAaHMA C
HAYaAIbHUKOM CTPYKTYPHOIO ITOJpa3aesieHus.

3agaga Ne 19
OdopMHUTH PEKBU3HTHI:
1. PexBU3UT «ampecary.
Venosue: opranuzanyst — OAO «KoMCOMOIIBCKOE», JOKYMEHT aipeCyeTCa
resepanbHoMy aupektopy A.B. CemeHOBY.
2. PeKkBHU3UT «3arojIoBOK K TEKCTY».
3. PexBU3UT «BU3a COIJIACOBAHM.
VcroBue: TOKyMEHT BU3UPYeT HaualbHHUK TIIaBHEINA Oyxrantep (OCTalbHbIE
ITaHHBIE CAMOCTOSTENBHO).
4. PexBU3UT «IaTa JOKyMeHTa» (2 criocobamu).
5. PexBU3UT «OTMETKa 00 UCIIOJHUTEIIEY.
3agaua Ne 20

O¢dopMHUTH PEKBH3HTBI:

1. ObOpMHUTH PEKBU3UTHI IIOAIUCE) U OTTHCK IIE€YATAY.
VcnoBHre: TOKYMEHT TIO/THMCAH reHepaTbHEIM upektopoM B.H.
JlaBpUHEHKO.
PekBU3UT «OTMETKA O HATMYUU IIPUITOKEHIL.
OdopMuTh rprd yTBEPKACHUS.
PeKBU3HT «CCHUIKA HA PETHCTPAllMOHHBIA HOMEp U IaTy NOKYMEHTay.
OdopMHUTE PEKBH3UT «Pe30IIOIHA».
VcioBHre: UPEKTOP HOPYIaeT IOATOTOBUTE OTYET O IPOBEICHUN
JOKYMEHTAIBHOM IIPOBEPKH (OCTaBHBIC PEKBU3UTEI CaMOCTOSITENBHO).

Sl

3agaua Ne 21
CocTaBHTDb JOKJIAHYIO 3aIHCKY.
YCJIOBUE: OxTa0pbckuil oTAen o0pa3oBaHMs afpecyeT MOKIAJHYIO 3AIMCKY
TeHepalbHOMY MUPEKTOpy 3aBOoja TOYHOTO MAIIMHOCTPOCHHA B.H. Cwmenosy.
JIOKyMEHT COCTAaBIISICTCS II0 Pe3yiIbTaTaM HPOBEPKH TEXHIYECKOrO COCTOSHHA
JKHAJIBIX TIOMEIeHHH Ga3bl OTBIXA I JETEH.

B TekcTe yKasblBaeTCs, YTO COIJIACHO IIOPYYESHMIO TIIABBI aJMHHMCTPALMH
OKTS0pLCKOro paifoHa O MPOBEpKE TOTOBHOCTH 6a3 OTHOBIXa IS JeTeH, OBLI
TIPOBENIEH OCMOTP XKMIIBIX TOMEIICHHH 0a3sl OTABIXa 3aBO/a. Bce XKulble KopIryca
B Y/IOBIETBOPUTEIFHOM COCTOSIHUH, OJIHAKO B KOPITyCe Ne 1 He0OX0IMO BCTaBUTH
cTexia, kopiryc Ne 2 Hy»JaeTcs B pEMOHTE.

B KoHIle JOKyMEHTa HU3JaraeTcsi Mpockda B3ATh MO/ KOHTPOJb MOArOTOBKY
6a3pl K MpreMy JeTel Ha OTABIX.



JIOKyMEHT TOANHCAaH HAaYaJbHMKOM PaifOHHOIO OTZENa obpazoBanus A.U.
MenuxoBEIM.

3agaua Ne 22
CocTaBUTh MPOEKT NPHKa3a 0 JUIHOMY COCTABY.
YCJOBHUE: Oprammsamus: OAO  «Arpo-mmsect». Kysuenosa Fpuna
MuxaiiioBHa, IeTONPOU3BOIUTENS IOPHUYECKOT0 OT/ENa, YBOIBHSIETCS C PAOOTHI
o cobcTBeHHOMY efanuio ¢ 14.05.2011r.
OdopMUTh Ha IpHKa3e BHU3Y COMIIACOBaHUSA C HAYAIBHUKOM CTPYKTYPHOIO
TI0/Ipa3ieIeH s, O3HaKOMJIEHHE C TIPHKA30M.

3amaya Ne 23
Odopmurts:
1. PeKkBU3UT «CCHUIKA Ha PETUCTPALlMOHHEIA HOMEP U JaTy
JOKyMEHTa».
2. PeKBH3UT «ampecar».
Venosue: oprauzanyst — OAO «KoMCOMONBECKOE», JOKYMEHT
ampecyeTcsa TeHepanbHOMy jupekTopy B.M. CeBacThaHOBY.
3. PexBusut «rpud yTBEpKICHUSA JOKYyMCHTAY.
VciIoBHe: JOKYMEHT YTBEPKIAETCA FEeHEPAIbHBIM JUPEKTOPOM
Hay4HO-IpOM3BOACTBEHHOr0 00berHenus «Masii» (OCTanbHble
JAHHBIE CAMOCTOSTEIIBHO).
4. PekBH3WT «aTa HoKyMeHTay (2 criocobamu).
5. PexBH3UT «OTMETKA O IMOCTYIUICHUH JOKYMEHTA B OpPraHU3aIHION.

3agaua Ne 24
CocTaBHThL NPOEKT MPHKA3a 10 JUYHOMY COCTaBY.
YCJOBHUE: Oprasuzamus: Hay4HO-IIPOHM3BOJICTBEHHOE OOBEIMHEHUE «3aps».
Odopmuts mpukas o mnepesose Camoxumoif VHHEI [leTpOBHBI, TEXHUKa-
KOHCTPYKTOpa,  Ha JOIDKHOCTh Ha4aibHHKAa KOHCTPYKTOPCKOro OTHENa ¢
24.11.2011r. IOCTOSIHHO.
OdopMHUTE Ha IPHKA3€ O3HAKOMIICHHE.

3agaua Ne 25
Odopmurs:
1. PexBU3UT «OTMETKA O HATUYAH IPUITOXKCHUAD).
2. OGopMUTH PEKBU3HUTHI KIIOAIKCE» U KOTTHCK IEYATID).
VcioBre: JOKYMEHT MOAICAH TeHEPATBHEIM TUPEKTOPOM M.C.
BopoOseBEIM.
3. PekBU3UT «OTMETKA 00 UCIIOTHUTEIIEN.
4. PeKBU3UT «BH3a COTJIACOBAHU».
VcinoBre: JOKyMEHT BU3HPYET HAYAIBHUK OT/IE]Ia KaJpoB (ocTanbHBIE
TaHHBIE CAMOCTOSTENBHO).
5. PekBU3HUT «3arojioBOK K TEKCTY».
Venosue: OAO «Arpo-HHBECT» COCTABIISETCS aKT O MIPOBEPKE COXPaHHOCTH
JOKYMEHTOB.



3amaua Ne 26
CocTaBHTH O0BSICHUTEJILHYIO 3AMHUCKY.
VCJIOBUE: Oprasmsamus: OAO «3aps». Crapmmi MacTep ILI. Ilotanos
COCTAaBISIET OOBSCHUTENBHYIO 3aNMCKy O CphIBE 3aHATHH IO TEXHUKS
6ezonacuoctd 22.03.2011r. ¥ HOSICHSET, YTO 3aHATHUS MPUIIIOCH OTMEHUTH, TAK
KaK IIPUIIUIO TOJIBKO TPOe CIIylIaTenel u3 cocTasa rpymisl 20 YenoBex.
Anpecyercst O0BSICHUTENbHAS 3aIIMCKa PYKOBOAUTEIIO KypCcoB B.M. J1aBb1I0BY.

3amaua Ne 27
CocTaBUTH IPHKA3 10 OCHOBHOI eI TeJIbHOCTH.
VCJIOBUE: CocraBsTe HpuKa3 06 urorax paboTel ¢ mokymeHTamu B 2015T. B
OAO «KACKAJl». B koHcTaTupylolleld 4YacTH YKaXHTE HA HHU3KYIO
TpeGOBaTeNLHOCTh PYKOBONHTENEH MOApasieNe i K KadeCTBY IIOArOTOBKH
JOKyMEHTOB W KOHTPONL 32 HX HCHONHEHHeM. B PacIopsSIIUTENEHON YacTH
obpaTuTe BHHUMAHHE PYKOBOIUTENEH CTPYKTYPHBIX [OJpa3/ielleHull  Ha
TOBBIMIEHNE TPeGOBATENHHOCTH K PaGOTHHKAM B 9aCTH PabOTEl C OKyMEHTaMH.
Jlaiite 3amaHue 3aB. KaHnenspuedr B.J. JlaBbioBOH pa3paboTaTb MEpBI IO
YIYUIIEHUIO TaHHOH paboThl (YKaXUTE CPOK HUCIIOMHCHUS nopyuenus). Konrposb
33 WCIONHEHHEM IIPHKa3a BO3JOXHUTH HA 3aM. JNUPEKTOpa MO OOLIMM BOMPOCaM
O.A. KoHCTaHTHHOBY.
[Ipuka3 mOANHCATh AUPEKTOPOM OpraHU3aluy, 0ohOpMHUTH O3HAKOMJICHUE
3aMHTEPECOBAHHBIX JIHII.

Bamaua Ne 28
CocTaBHTh 3asiBJIEHHE 0 IIePeBOJie Ha APYTyIo pabory.
YCJIOBUE: Opranumsanus 3A0 «Arpo-uasect». Cenuimesy CgeTnany
CepreesHy, MeHe DKepa [0 IEPCOHAITY, IEPEBOJAT Ha NOJDKHOCTE CTAPIIETo
MeHeKepa [0 IIEPCOHAITY.
OhopMHUTE Ha 3asBICHAN PE3OIIOLHMIO PYKOBOJUTEIIS, BU3Y COTTIACOBAHUA C
3aM.JUPEKTOPA IO IEPCOHAITY.

3apaua Ne 29
OdopMuTh cIPABKY JUYHOIO XapaKTepa.
VCJIOBUE: YupasieHue COLHANbHOM 3amuTsl I1eTpoBCKOro paiioHa BBIACT
cripaBky Vesnesoit Mpune HukonaesHe, MOATBEPKAAIOLIYIO CBENICHHA O CTAXE
paboTHI B JAHHOW OpraHU3aluH.

B Tekcre CIpaBKM ykasbiBaercs, uro Mesnesa H.H. Oblla TpUHATA Ha
paboTy 18.12.1996 Ha JOKHOCTH NENONPOHM3BOIUTEN OTACHIA KalpoB (mpukas
qupextopa ot 17.12.1996 Ne 544-x), 02.09.1998 mepeBeneHa Ha HOJDKHOCTH
WHCIIEKTOpa OTHela KanpoB (TpHKa3 JUPEKTOpa OT 31.09.1998 Ne 229-k),
13.11.1999 yBoneHa MO COOCTBEHHOMY JKEIAHWIO (mpuka3 JAUpeKTopa OT
10.11.1999 Ne 333-x).

CrpaBKa OpeJOoCTaBIAETCs. B YIPaBIEHUS IEHCHOHHOTO douna PO u
aJpecoBaHa BeIylIeMy CIEHHAIICTY N.H. Lieraepoii. IloamucaH NOKYMEHT
mupexTopoM yrpasnenus A.IL ITaBnoBbIM.



3agaua Ne 30

OdopmuTh 6JaHKH AOKYMEHTOB.
VCJIOBHUE: OTKpHITOE aKIIHOHEPHOE O0IIIECTBO «KACKA]I» co3maer IOKyMEHT
Ne 67 ot 20.04.2010r. (ocTaJIbHBEIC TAHHBIE CaMOCTOSITENIBHO).

Cnpasounvle OaHHbIE 00 OP2AHUIAYUL: Jlemugosa yi., 1.67, Mocksa,
117393; Ten./daxc (495) 718-78-74; E-mail:mail@ amega.ru;
OKTIO 02842708, OT'PH 1027700380795, MIHH/KIII1 770803 3 140/771001001.
OchopMuUTh GNaHKH C YIIOBEIM U MPOIONBHBIM PAaCHIOIOKEHIEM PEKBU3UTOB.



3. YcaoBus BBLINIOJTHEHHUS KOHTpOJ’leO-OIIeHO‘-IHbIX Cpeacrs

TPGGOBaHI/ISI K MUHUMAJIFHOMY MaT€puajlbHO — TEXHUYICCKOMY 00€eCIICUCHUIO:

- BOIIPOCHI

- IPaKTUYECKHUE 3a1aHUsI

- paboune MecTa Ui CTy/ICHTOB
- pabodee MeCTO IPeo/iaBaTells

1. WndopmanuonHoe obecnedeHne

IlepedeHb pPeKOMEHIYEMbIX YYeOHBIX n3nanuii, VHTEepHET — pecypcoB,

JAOMOJIHUTEJIbHOH JTHTEPaTyphbI.

OcHOBHBbIEC HCTOYHUKH:

1. Tlmenko A.B. JIOKyMEHTAaUMOHHOE  OOecreueHue  YLUNPABICHHM:
[TpaktukyM: y4eOHUK JJIi  CTy[CHTOB yupexaeHuit cped. Ipoo.
o6pasopanus/A.B. ITmenxo, JLA. Jloponmua. - M.: M3naTensckuil LEHTP

«Axagemus», 2016.

2. Pymeauaa JLA. JIOKyMEHTaIlHOHHO® obecriedeHre YIpaBIeHus: yIeOHHUK
TS CTY/ICHTOB YUPEXIEHUH Cpef. npod. o6pazosanust/ JLA. PymbIHuHA. —

M.: M3naTenbCcKuil HEeHTP «AKAIEMUI, 2014.

3. Pymeiauaa JLA JIOKyMEHTallMOHHOE obecrieuenne ympaBieHus (12-e

w31, ,crep.):yge6nuk. — M.: Axanemus, 20 16

I.[OIIOJIHHTeJlebIe HCTOYHHKH?

1. Aiiman T.O. JlemomnpousBoncTso: OOpasipl AOKYMEHTOB. — M.: PUOP,

2010.

2. Apremo O.IO.,, Apxunos HW., Epmakosa MN.H., Opuunnukosa H.B.
KapoBEIii MEHEDKMEHT. 1IpaKkTHIeCcKoe PyKOBOICTEO 171 PyKOBOOUTENEH

¥ CIIEIIAAIMCTOB KaJPOBEIX ciryx6. — M.: IIPUOP, 2009.

3. BacaxoB M.U. Jlenompou3BOACTBO (IOKYMEHTAHOHHOC obecrieueHue

ympasienus): Yuebuuk — PocTos — Ha - Tony: ®enukc, 2007.

4. Bacosckas E.H. JlenompousBOACTBO: YueOHOE nocobue — M.: ®OPYM,

2011.

5 TOCT P.6- 30.2003 YC]I «YHuduIupoBanHas CHCTeMa OPraHU3AIUOHHO —
pACIIOPSIUTENBHON  JOKYMEHTAIIUH. TpeGoBanust K  O(QOPMIEHHUIO

JOKYMEHTOBY.



6. EpmonaeBa A.B. Vuubdukanus TOKyMEHTOB — HeoOxoaumMasl IIPEAIIOCHUIKa
BHEJIpEHUS CUCTEM 3JIEKTPOHHOIO IOKyMeHTOoOobopoTa.//
TenonpouseoacTeo. 2014. Nel.

7. Kupcarosa M.B., Axcemos IO.M. Kypc  Aenonpox3BOACTBA:
JloKyMEHTAIMOHHOE O0eCIeyeHne yIpaBICHUS: Vyebuoe mocobue — M.:
Hudpa — M, 2011.

8. Kupcanosa M.B. CoBpeMeHHOE HETIONPOU3BOACTBO: Vyebnoe mocobue —
M.: Uudpa—M, 2011.

9. Jlapua M.B. HekoTopsle BONPOCH INPUMEHEHHs CMCIIAHHOIO 3JIETPOHHO-
GyMaskHOTO JOKyMeHToo00poTa.// Jlenonpou3BOACTBO. 2014. Nel.

10.JluneB A.A. Oprazusaius 3J€KTPOHHOI'O IOKyMeHToobopoTa.//
Tenonpoussoactso. 2013. Ne4.

11.0Opnosckuit  FO.I1. Kamposoe [eI0NPOU3BOACTBO (IpaBOBBIE OCHOBBI):
npaxTraeckoe nocodue/ FO.IT. Opnosekuit. — M. Hudpa-M, 2010.

12.Pymbiamna JLA. JlenompousBoacTso (JlOKyMEHTalHOHHOS obecrieueHue
yIIpaBIeHHs): yaebHoe mocodue 1S CTyJICHTOB CpeIHHX
IIPOdECCHOHAIBHEIX YIeOHBIX 3aBe/ICHHH, 00yJarOIIXCs 10 IOPUANIECKAM
crremmanbHocTaM / JLA. Pymbiauna. — M.: Mactepctso, 2009.

13.Coxonos B.C. JIokyMeHTAI[MOHHOE O0€ECIeUeHNE YIPABJICHHUS: yUeOHUK —
M.: ®@opywm, 2010.

14.Coxonosa O.H., Axumoukuaa T.A. JIoKyMeHTallMOHHOE OOecreueHue
yIIpaBIeHWs B OpraHK3alliK: yyeOHOoe nocobue. — M.: KHOPVYC, 2010.

15.@epepansapii  3akoH PO «O6  wmHbOpMAIWH, HHPOPMALMOHHBIX
TeXHOJOTHIX M 3arure nHpopMamwmy ot 27 ot 2012 r. N 149-@3

HuTepHeT-pecypcehl:

1. http://www. sekretariat.ru;

2. http://www. delo-ved.ru;

3. http://www. profit.ru;

4. http://www. kadrovik-praktik.ru.



5. KpuTepuu OneHHBAHHS YCTHBIX OTBETOB CTY/ICHTOB
OtMmerka "'5" cTaBUTCS B ClIydae:

1.3HaHMs, TOHWMaHHA, TDIyOMHBI yCBOEHHS OOy4aromuMCs BCEro o0BEMa
[POrpaMMHOI0 MaTepuaa.

2. VMeHHS BBHIIENSTH IVIaBHBIE TIOJIOXKEHUS B H3YUYEHHOM Marepuaie, Ha
OCHOBaHWM (AKTOB W IPHUMEPOB 0000IIaTh, AeNaTh BBIBOABL, YyCTaHABIMBATH
MEXIpEeIMETHEE W BHYTPHIIPEIIMETHBIE — CBfA3M, TBOPYECKM  IPHMEHATH
IIOTydYeHHBIE 3HAHUS B HE3HAKOMOY CUTYalliH.

3. OtcyTcTBHE OIIMOOK M HENOYETOB INPH BOCIPOU3BEACHUU H3YUCHHOTO
MaTepuaja, IPH YCTHBIX OTBETax YCTPaHCHHE OTACIBHBIX HETOYHOCTEH C

TOMOIIBIO JTOTOMHATEFHBIX BOMPOCOB HPENOfaBaTeisi, COOMOACHNE KYIbTypPBI
YCTHOM pEYH.

OrMmeTka "'4":

1.3HaHue BCEro H3YISHHOTO IIPOrpaMMHOT0 MaTepHaa.

2. YMeHUI BBIOENSATH TIJABHBEIE IIOJIOKEHUS B HW3YUYEHHOM MaTepuale, Ha
OCHOBaHWH (GaKTOB W IpUMepoB 0000maTh, JenaTh BbIBOABL, YCTAaHABIMBATH
BHYTPHIIPEIMETHbIE CBS3H, IPMMEHATH [OTyYeHHBIE 3HAHNS Ha IPAKTHKE.

3. HesnauuTenbHble (HerpyOble) OMMOKM W HEROYETHI IPU BOCIPOM3BEACHUM
M3y4eHHOrO MaTepuana, CoOIIoeHHe OCHOBHBIX IPABHI KyJIBTY Pl YCTHOM pedn.

Ormerrka'3":

1. 3HaHMe ¥ YCBOGHME MaTepuajia Ha YPOBHE MHHUMAJIBHBIX TpeOOBaHUM
MpOrpaMMbl, ~ 3aTpyJHEHWE  IPH  CaMOCTOSTENBHOM  BOCIPOU3SBEACHHH,
He0OXOIUMMOCTE HE3HAYUTEIBHOM ITOMOIIY IIPETIOAaBaTEIIA.

2. Vmenue paboTaTh Ha ypPOBHE BOCIIPOM3BE/ICHHS, 3aTPY/HCHUS IIPK OTBETAX Ha
BUAOM3MEHEHHBIE BOIPOCHL.

3. Hammume rpy0Oo#i OMMOKH, HECKOJIBKHX HerpyObIX IpH BOCIPOU3BEACHUH
H3y4EeHHOTO MaTepuaja, HE3HAUYMTEJbHOS HEecOOIOZIeHHEe OCHOBHBIX MMpPaBHUII
KyJIBTYpPbl yCTHOM PEUH.

Otrmerka ""2":

1. 3uaHHe U yCBOEHHE MaTephajia Ha ypOBHE HIDKE MUHHUMAILHBIX TpeboBaHui
IPOrPaMMBI, OTAEIBHBIE IPEIICTABIICHIS 00 M3y4eHHOM MaTepHale.

2. OTCYyTCTBHE YMEHUH paboTaTh Ha ypPOBHE BOCTIDOMSBEACHUS, 3aTPy AHCHIA TIPH
OTBETAX Ha CTAHJAPTHEIE BOIPOCHI.

3. Hanpume HECKONBKHX IpyObIX OIIMOOK, OONBIIOro HHCIa HErpyObIX IIpH
BOCIIPOM3BE/ICHAN H3YYEHHOTO Marepualna, 3HaYHTEIIBHOS HeCOOIoIeHre
OCHOBHBIX IIPaBIJI KyJITyPhl YCTHOH PeUH.



KPHTepHH OlleHNBaHHUA NPAKTHYIECCKHX 3anaﬂm‘i

oyeHka

IIpaeunvrHocme 66INONHERUSL NPAKMUYECKUX
3a0anuil, %

«OTIIIHOY («5») 90 — 100 %
«xopomoy» («4») 70 — 90 %
«YIOBIETBOPUTEILHON («3») 40-70%

«HEYIOBJIETBOPUTEILHO» («2%)

menee 40%




