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1. acnopT KoMmIeKTa oneHOIHEIX cpeacrs

1.1 O6aacrs npumeHeHns KommiexTa OLCHOYHBLIX CPeJCTB
KontponsHo-onenounrie cpeacrsa (KOC) npennaznauens; AT KOHTPOJIS 1
OLICHKH 00pa30BATENBHBIX NOCTIOKEHMI 00y4aroImuxcsl, OCBOMBIINYK IporpaMmy

y4eOHOM AUCIUIIIAHEL Loxkymenmayuonunoe obecneyenue ynpasnenus,.

KOC  Bxmovaror KOHTPOINBHEIE ~ MaTephansl s IIPOBEACHU
IIPOMEKYTOYHOM aTTECTalUU B opMe AuQPepeHImpoBaHHOTo 3aerTs,

KOC paspa6oran ua ocHoBamumu:

- benepanpHOro rocyapcTEeHHOrO o0pazoBarensHOrO CTaHIapTa CPEIHETo
IPOQeCCHOHANBHOTO 06Pa30BAHHS 10 crrienuanbHocTd 38.02.01 DxoHoMuKa 1

Oyxrantepckuii yuer (1o OTPACIIsIM);

- pabouelt nporpaMmel  yueGHoIL AUCIMINIUEBL  [oxymenmayuonnoe

0686‘776'{6Hu€ ynpaesierHus.

PeKOMenayemoe KOIHIECTBO 9aCOB HA OCBOEHHE MPOrPAMMBI AUCHMILTHHDI
MakcumansHol yaeGroi Harpysku o0yugaromerocs 54 4aca, B TOM YHCIIe:

- 00s13aTeNIbHOM ayTUTOPHOHU y4eOHOM HArpy3KH obydJaromerocs 36 4acos;

CaMOCTOATENbHOI paboThl 06yyaromerocs 18 9acOB, KOHCYJIbTAllii HET.

®opma arrecTanmm — RuQepeHnupoBanHbi  3ager (ycTHEI  oTBer,

BBITIOJIHCHUE NPAKTUYECKUX 38/[aHuiA)



1.2 Cucrema KOHTPOJIA H OWEeHKH OCBOCHHUS OporpamMmmel  y4eGHOIH
AUCHUTLIMHbI

Konrpons u  onenxa OCBOCHHS  NPOTpaMMBl  NUCIUILIHHEL
«JlokyMeHTanmonHOE O6Gecmedenue YIPABICHUS»  OCYWIECTBISIETCS. B XOJe

BBITIOJIHEHU S IIPaAKTHYECKHUX SaHaHHﬁ, YCTHEIX OTBETOB O6y‘IaIOL[II/IXC}I.

N Pesynbratsr 06yuenmus DOpMBI U METOIEI KOHTPOJIS U

(ocBOeHHBIE YMCHHS, yCBOCHHbIE 3HAHMS ) OLICHKH PEe3YJILTATOB 00yJeHMs
OcBoenHBIE VMEHUS:

B pesynerare ocBoenus AUCHHIIIUEGL | BeinonHeHue npaxtiyeckux
OOy4Jarommuiics nomKeH YMETh: 3a/laHul,

AU GepeHIHpPOBaHHBIH 3ayer.
- 0QOPMIIATE TOKYMEHTALIMIO B COOTBETCTRIIL

C HOPMaTHUBHOM 0a30#, B TOM uncIe ¢
HCIIONIb30BaHUEM MH(DOPMAITHOHHBIX
TEXHOJIOTHH;

- OCBaWBAaTh TEXHOJIOTHH
aBTOMATH3UPOBAHHON 06paboTKu
JOKYMEHTAIUH,

- UCIIONIE30BATE YHU(QUIMPOBAHHbIE (HOPMbI
JOKYMEHTOB;

- OCYIIECTBIIATh XPaHEHUE U ITOUCK
JOKYMEHTOB,

- HCIIOJIB30BATh TENIEKOMMYHUKAHOHHEIC
TEXHOJIOTHH B 3JICKTPOHHOM
JAOKYMEHTO000pOTeE.

Y CBOCHHBIE 3HAHMUSI:

- IOHATHE, LEJIH, 33]]A91 U IPHHIIAIIE]

JeJIOIPOU3BOICTBA,; YcrHbii OIIPOC, BBIIIOJIHEHHE

~ OCHOBHBIEC IIOHSITUS JOKYMEHTAITHOHHOTO IPAaKTUYECKUX 3a0aHui,
obecneyenus YIIpaBiIeHUS, BBIIIOJIHEHHE CaMOCTOATEILHOM
- CHCTEMBI JIOKYMEHTAIlHOHHOIO paboteL, mupdepenruposanmsit
obecnieueHus YIIPaBIIEHUS; 3a4eT.

- KIIACCH(HKAIIHIO JOKYMEHTOB;

- TpeOOBAHUS K COCTABICHHIO 1 ohopmMiIeHHIO
JOKYMEHTOB;

- OPraHU3alHuIo TOKyMEHTO060poTa: Ipuema,
00paboTKy, peructpanmro, KOHTPOJIB,
XPaHEHHe NOKYMEHTOB, HOMEHKIIATYDY el
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2. KommiieKT onleHOYHBIX cpeacTB

Jlis OCYIIIeCTBIIERAS TIPOMEXKYTOUHOM aTTECTANH HCIIONb3yOTCS TEOPETUIECKUE
BOTIPOCHI M BBIIIOJIHEHUE IPAKTHUECKUX 3a1aHUI
2.1 Bonpocnr:

1. OcHOBHBIE MOHATHS TOKYMeHTHpPOBaHHS. DYHKIHH MOKyMeHTa. Buapl
YIpaBIE€HYECKON JOKYMEHTAIIMH.

2. Kiaccuukaius [0KyMeHTOB.

. YHuUQUKaUMS ¥ CTAHNAPTH3AUS YIIPABICHICCKHAX JIOKyMEHTOB. biianku

JOKYMEHTOB.

XapakTepuctrka u cofepxanne [OCTa P.6 30-2003 (1-10 pexBu3uTEI).

Xapaxrepuctuka u cogepxanne 'OCTa P.6 30-2003 (11-20 pexBusuTEI).

XapakTepHucTrKa u conepxanue 'OCTa P.6 30-2003 (21-30 pexBU3HTEL).

XapaKTepUCTUKA U COCTaB OPraHU3AIHOHHBIX JOKYMEHTOB.

OYHKIMK OPraHU3aIMOHHBIX JOKYMEHTOR, IIOPSAOK HX YTBEPKICHHS.

Tpynosoii morosop.

9. JoIXHOCTHAS HHCTPYKIHSL.

10. XapakTepucTiKa i COCTAB PACIOPSIUTENEHBIX JOKYMEHTOB.

11. Ilpouenypa uzganms PaCIIOPSITUTENBHBIX TOKyMEHTOB. PacmopskeHus,
IIPUKA3EI.

12. Ipukassl 10 OCHOBHOIM JesTensHOCTH. BEImucka U3 IIpUKas3a.

13. JloxymeHTHpOBaHUE NEATENBHOCTH KOJIIEMHAIBHBIX opranos. IIpoTokoir.

14. XapaxrepucTuxa HHbOPMAIMOHHO-CIIPABOYHBIX AOKyMeHTOB. CIipaBKHy.

15. JloxnanHsle U 06BSICHUTELHBIE 3AMHCKH.

16. OcHOBHEIE TpeOOBaHUS K COCTABICHUIO 1 0(OPMIIEHUIO aKTA.

17. JlenoBele mickma.

18. OcHOBHEIE TPeGOBaHMS K COCTABIEHHIO NETOBEIX TIHCEM. Buner muacem.

19. CocraB noxymeHTaLWH 110 TPYXOBBIM OTHOIICHHUSIM. Pesrome.

20. TpeGoBaHMs K COCTABICHUIO U 0OPMIICHHIO 3asBIICHHIA

21. Ilpukasel o TMYHOMY COCTaBYy.

22. JInyHas xapro4ka paboTHUKa, aBTOOMOrpadusi, XapaKkTepHUCTHKA.

23. TpynoBast KHUXKKA.

24. Opranuzammst ciyX6bl JOKYMEHTALMOHHOTO 06eCIeYeH s YIPaBIICHUS.
JIOKyMeHTO06OpPOT.

25. TexHonorHst paGOTHI ¢ BXOISIIAMHA JMOKYMEHTaMHU.

26. TexHONMOTHSI paBGOTHI ¢ HCXOMSIUME U BHYTPCHHHMH JOKYMEHTAaMH.

27. Peructpanus 1okymenToB. KoHtpons ucmonmenus JIOKYMEHTOB.

28. Homenxmarypa gen OpraHu3aIliu.

29. Oxenepry3a EHHOCTH JJOKYMEHTOB.

30. OpraHusanus xpaHeHus JIOKYMEHTOB.

W
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2.2 IlpakTHyeckue 3axanus:

3amaua Ne 1

Odopmuts cnipaBky ciy:xe6HOro xapakrepa.
YCJIOBHE:

l'ocynapcteennsliit  apxuB ~ AxMmuHHCTpamud  VBaHOBCKOH — 06JIacTH
OPENOCTaBIACT CHpPaBKYy B VYIpaBICHHE COLMUAILHON 3alIWThI HACEICHUS
Iletposckoro paiioHa VBaHOBCKOM 067JacTH O HAIAYMH JIOKYMEHTOB IO
TpyZoBoMy cTaxy 3a 1975-1995rr. B cnpaske coobmaercs, 4to B JOKyMEHTax
l'ocymapctBeHHoro apxmBa WBaHOBCKOM 06JACTH  MMeIOTCS JOKYMEHTEI,
IOATBEPXKAAIOIIKE TPYIOBOM CTaX TIpakaaH, paboraBmmx B 1975-1995rr. Ha
CIIEAYIOMMX NPEANPUSITUSIX U opranu3anusx Iletposckoro paiiona:

3aBOJ PEMOHTA CENbCKOXO03SHCTBEHHOM TEXHUKH;

Mammano-TpakTopHas crannus «IIporpeccy;

Konxo3 «3aps».
JlokyMeHT noamucan aupextopom apxusa A.A. CaMOXUHOI.

3amauya Ne 2

OdopmMHUTH GJIaHKH JOKYMEHTOB.
YCJIOBHE: OtkpriToe axKiuonepHoe obmecTBo «KAMEI'A» co3maer JOKYMEHT
Ne 67 ot 20.04.2010r. (ocTaTBHBIE HAHHBIE CAMOCTOSTENHHO).

Cnpasounvie 0annvie 06 opeanuszayuu: Tpodcoro3uas yi., 1.82, Mockaa,
117393; Ten./daxc (495) 718-78-74; E-mail:mail@ amega.ru;
OKITIO 02842708, OI'PH 1027700380795, MHH/KIIII 770803 3140/771001001.
O¢opMHTE GIIAHKH C YIIIOBBIM M MPOIONEHEIM PACIIONOKEHHIEM PEKBU3HTOB.

3agaua Ne 3

CocraButs 3asiB/ieHHe 0 IpHeMe HAa paboTy.

YCJIOBHE: Opranmsanus: OAO «AMEI'Ay. Ha pa6ory npunuMaercs Ilerposa
l'aniHa MIBaHOBHA B OT/EN Ka[ApOB HA JOJDKHOCTH JEJIOIPOM3BOMUTENS ¢ 25.10.
2010r.

O(i)OpMI/ITB Ha 3ajABJIICHUHU PE30JIOIUIO PYKOBOIMTEIA, BH3Y COIVIACOBAHUS C
Ha4YaJIbHUKOM CTPYKTYPHOI'O IoapasaciICHUs.

3agaua Ne 4

CocraButs 3asiB/IeHHeE 0 IepeBOE HA APYTYIO paGory.

YCJIOBHE: Opranmsamus: OAO «AMET Ay. IlerpoBy T'anmuny Wsanosny,
JIeTIONIPOM3BOJUTENS  OT/ENA KaApOB, IIEPEBOIAT HA IOIKHOCTE HHCIIEKTOpa
OTZeJIa KaapoB.

OcdopMuTe Ha 3asABICHHH PE3OTIONMIO PYKOBOIUTENS, BU3Y COIJIACOBAaHUS C
Ha4aJIbHUKOM CTPYKTYPHOT'O OAPA3/ICIEHHUS.



3agaya Ne 5

CocraButb nok1axHyI0 3anHCKY. :

YCIOBHE: Opranuszanus: ob6bequuenne  «MOCKHUI. 3aBeyIOIHii
KaHIeIsIpUel COOOIIaeT PYKOBOJHUTENIO O TOM, HTO KaHIEISIpUS B HACTOSIIee
BpeMs HMeET paboure CTONBI, HUMelme u3Hoc 80% u IIPOCHT PacCMOTPETH
BOIIPOC O NPHOOPETEHUH IIECTH HOBBIX PabOYHX CTOJIOB.

JlokIanHas 3amucka ajpecoBaHa reHEPATHHOMY TUPEKTOPY OO0beIUHEHKE
«Mocknura» K.B. Hesnesy.

3agagya Ne 6

CocTaBuTh 3asiBjieHHE 00 YBOILHEHHH € paGoThI. :

YCIOBUE: Opranmsamus: OAO «AMEL Ay. XKnanos HUsan Cepreesuy,
IPOrpaMMHUCT OTAEJa MPOrPAMMHOIO OOECIEUEeHHs, YBONBHIETCH C paboTEHI 1o
COoOCTBEHHOMY Kestanuro ¢ 26.10.2010r.

O¢opMuTs Ha 3aABIEHMH DE30MIOLNUIO PYKOBOXHTENS, BH3Y COIJIACOBAaHHS C
Ha4aIbHUKOM CTPYKTYPHOTO MTOJpasielIeHusl.

3agaua Ne 7

CocraBuTh JOKJIAAHYIO 3aNHCKY.

YCJIOBME: Opranmsanus: o6senunenune «[IPUMAy. iaBHsiii Oyxrairep
KOHTPOJIbHO-PEBU3NOHHOTO OT/ENa COoOo0IaeT PyKOBOAUTENMO, uto 12.02.2011r.
DK IIPOBEACHUH HHBEHTapHU3allid TOBAPHBIX (OHIOB Marazuma No 45
YCTaHOBIIEHA HEJ0CTaya PAsNUYHEIX TOBAapOB Ha CymMMy 3 567 py6. m mpocur
Ha3sHAYUTh NOKYMEHTAJIbHYIO IIPOBEPKY TOBApHBIX ONepaluii Marazmaa Ne 45 ¢
15.02.2011r. mo 18.03.2011r. Jloknannas 3amucka cocTapiera 13.02.201 Ir.

JlokianHas 3ammcka ajapecoBaHa ICHEPATIBHOMY JUPEKTOPY OOBEeIUHEHUS
«I[IPUIMA» K.B. Hesnesy.

3amaua No 8

CocTaBuTh 00BACHATEILHYIO 3ANACKY.

Cotpynauk oxpanaoro npeanpustas «OMeray ®ponos .M. MockoBckoro
orzenenust Coepbanka PD 10 cenrsOpst TeKyinero roxa omosman Ha paboty Ha
2 4aca B CBA3M C HapylIeHWeM IpaduKa [BIOKEHHS anekrpomnoe3noB Kasanckoro
HampasiieHHusS MOCKOBCKOM kKee3HOl JIOpOTH.

B 00bsiCHUTENBHON 3alMCKe Ha MM HAYaibHUKA oOTIeeHus B.B.
CenuBaHOBa, COCTaBIEHHOW B TOT Xe meHb, VLU ®posI0B MOTHBHPOBAT CBOE
ONO3MaHWe HApyIIeHHeM rpadyKa IBIKEHHS 3JIEKTPOIOE30B W IIPEICTaBUII
3aBEPCHHYIO CIpaBKy JucneTdepckor ciyx0er MXKJ] no Kaszanckomy BOK3aJIy

MIKI, nonreepxparolyio GakT 3amepKKu SJIEKTPOMOC3I0B ¢ yKa3aHHEM [aThl U
BPEMEHH COOBITHA. '



3agagya Ne 9

CocTaBuTb NpOEKT NPHKa3a 10 OCHOBHO /IesITeIbHOCTH.

YCIIOBHE: Cocrasbre npuka3 3A0 «3APS» o HEMPaBUIIBHOM HUCIIOJIb30BAHUH
CTPOHUTENBHBIX OTXONOB. B KOHCTATHpyrOImIel 4acT TeKcTa yKaxuTe, YTO pu
IpOBEpKe pPabOThI CKJIaJa MUIOMATEPUANIOB YCTAHOBIIEHE daxkTE OoTmycka B
KOTEJIbHYIO JJIS CKUIAHUS OTXOJOB HMHIIOMAaTEPHasOB UIMHOM cBbime 20 cm. B
CBS3U C 3TUM PYKOBOAMTEIb PUKA3LIBAET 3aBeAyromieMy ckiagom C.H. Kogsasnesy
OpraHu30BaTh paboTy MO pealu3ald¥ OTXOJOB YACTHEIM JIHIAM (yxaxuTe cpok
UCTIOJIHEHH S NopydeHus ). KoHTpoIs 3a HCIoMHEeHHEM IIPUKa3a BO3JIOKUTE HA 3aM.
AMPEKTOpa o MpOou3BOACTBY A.B. I'panuua. _

llpukas monmucaTs OHUPEKTOPOM — OpraHU3alKH, O(OPMUTE  O3HAKOMIICHHE
3aMHTEPECOBAaHHEIX JIMII. '

3agaya Ne 10

OdopmuTn:
1. PeKBHSHT «CCBUTKA HA PETHCTPAMOHHEIH HOMED 1 JaTy TOKyMEHTA.
2. PexBusur «ampecary.
Yenosue: opranmsanus — 3AO «Ctaiey, JOKyMeHT azpecyeTcs
reHepanbHOMy aupexropy A.B. Umkosy.
3. PexBu3suT «Tpud yTBepXKIEHUS JOKYMEHTAY.
YcnoBue: TOKyMEHT yTBEpKIaeTcs FeHepaTbHEIM aupexropom AO3T
«BOJIBIIEBCKHI TEKCTHIIB» (OCTANBHbIC [AHHEIE CaMOCTOSITEIIBHO).
4. PexBusut «1ata oKymeHTa» (2 croco6amu). ,
5. PeKBU3NT «OTMETKa O [OCTYIUIEHHM JOKYMEHTA B OpraHH3aIHIOY.

3agaua Ne 11

OdopmuTts:
1. PeXBU3UT «OTMETKA O HATMYUM IPHITOXEHHNY,
2. OQopMHTH PEKBU3HTHI IIOAIKCH» U «OTTHCK IEUaTH).
YcioBre: 10KyMeHT OANUCAH FeHepabHbIM aupexTopoM A.B.
CMONSKOBBIM.
3. PexBH3HT «OTMETKa 00 UCIIONHUTEIEY.
4. PeKBH3UT «BU3a COITIACOBAHUSY.
YcioBue: TOKyMEHT BU3UPYET HAYAIBHHK OT/IENa KaJpoB (OCTalbHEIE
J@HHBIE CAaMOCTOSATEINHHO).
5. PexBHU3UT «3aronoBoOK K TEKCTY».
Yenosue: OAO «KACKA]I» cocrasisieTcs akT o PEBU3MH KacChI.



3agaua Ne 12

CocraBuTb NPOEKT NpHKAa3a M0 JIAYHOMY COCTABY.

YCJIOBHE: Opranmsanus: OAO «AMEI'A». KpacHos Hrope Huxomnaesny,
IIPOrpaMMHUCT OT/ENa HNPOrPaMMHOTO OOECNEeYeHHUs, YBOIBHSIETCS ¢ PaboTHl 1Mo
COOCTBEHHOMY KeJlaHuIo ¢ 26.10.2010r.

OdopmuTe Ha mpuKase BU3y COTTMACOBAHHA C HAYATHLHHKOM CTPYKTYPHOTO
IIOJPa3ACICHHUS.

3agaua Ne 13

CocTaBHTB NPOEKT NPHKA32 10 JIHYHOMY COCTABY.

YCJOBME: Opranusamus: OAO «AMET'A». Odopmuts IIPHKa3 O IepeBOJE
Ilerposa Bukropa Bragumuposuya, mactepa nexa Ne 3, Ha JIOJDKHOCTH CTapIIero
Mactepa Toro xe 1exa ¢ 18.11.2010r. nocrosHHO.

Odopmuts Ha npHKaze BU3Yy COIVIACOBAHHS ¢ HAYAIBHUKOM CTPYKTYpPHOTI'O
[IOApa3IeIICHHS.

3agaua Ne 14

CocTaBHTB J€/10BO€ THCHLMO.

YCJIIOBHUE: ®enepansHoe areHTCTBO 1O OGPA30BAHHIO HaIIpaBIAET IMHCHMO
mapexropy PI'OY CIIO «Ilepomatickmii komiemx» A.B. Ilerposy, B KOTOpPOM
3anpalliBacT CBEICHUA O IPOBEJCHHU MNPOTHBONOXAPHBIX MEPONPHUITHI MO
IPUBEACHHUIO 3JIaHUH, COOPYXEHUIl U TEPPUTOPHU KOJUIEHXKA B COOTBETCTBHE C
IIpaBunamu noxapHoii 6€30I1aCHOCTH. :

DenepanbHOe areHTCTBO 0 00PA30BAHUIO UMEET CIIEAYOLIHE CIPaBOYHEIE
naHHble 00 opranuzanuu: Ipodcorosnas yi., 1.82, Mocksa, 117393; Ten./dbakc
(495) 718-78-74; E-mail:mail@federal.ru; OKTIO 02842708, OI'PH
1027700380795, MHH/KIIII 770803 140/771001001. |

JoxymenT uznaerca 20.03.2014, Ne 91.

3agaua Ne 15

CocTtaBuTh NHCHMO-HANIOMHHAHHE.

YCJIOBHME: CocraBbTe NIHCHMO-HAaIIOMHUHAHHE OTKPBITOTO  aKIMOHEPHOI'O
obmectBa «AMEI'A» anpecoBaHHOe T€HEPAIEHOMY  AMPEKTOPY 3aKpPhITOrO
akuuonepHoro obmectBa «Komcomonsckoe». OAO « AMEL Ay HAIIOMHMHAET, YTO
B 2006 romy Obuia 3aKiIOYeHa NOTOBOPEHHOCTH 06 YCTpaHEHHH HEMOJaIoK B
peMoHTe (acaja 37aHMS, TaK KaK MPH CTPOHUTENBCTBE GBI JomnyieH Opak. o
HAaCTOANIEr0 BPEMEHH He ObUIM HNPUHATHI MEPHI 110 €0 yCTPaHeHHI0. Bo MHOIHX
MECTax MMEIOTCS yCaJOYHbIC TPEIIMHBI, OKpacka M IIIaTieBKa (hacazia

orcionnace. Opranmzanus yoeauTensHo IIPOCUT IMPUHATH MEPHI IO YCTPAHEHHUIO
IOITyIEHHOTo Opaka.



OAO «AMEI'A» uMeeT cliefiyromye CIpaBOYHEIE JaHHBIE 06 OpraHu3aIuu:
Ilpogcorosnas yim., 1.82, Mocksa, 117393; Tem./axkc (495) 718-78-74; E-

mail:mail@ amega.ru; OKIIO 02842708, OFPH 1027700380795, HWHH/KIIIT
770803 140/771001001.

Hoxyment m3naetcst 20.03.2014, Ne 91.
3agaga Ne 16

CocraBuTh 3asiBIeHHe 0 IpHeMe HA paboTYy.

VCJIOBHUE: Oprammsauus: 3A0 «Arpo-uaBect». Ha paboTy npuHMMaercs

MenvxoBa Mnna BacunseBHA B INIAHOBEBINA OTHAE] Ha JOIDKHOCTH SKOHOMHUCTA C
25.10. 2010r.

O(l)OpMI/ITB Ha 3ajgBJICHHUH . PE30JIIOLUIO PYKOBOIAUTEIIS, BHA3Y COITaCOBaHUA C
Ha49aJIbHUKOM CTPYKTYPHOI'O OJApa3ieIeHuUs.

3agauya Ne 17

CoctaBuTh 3asiBJIeHHE O IIEpeBoji€e HA APYTyI0 paGoTy.

VCJIOBHUE: Opranmmsamus 3A0 «Arpo-mHBeCTY. CemumeBy Csernany
CepreeBHy, MeHemkepa IO IIEPCOHATY, IEPEBOIAT HA IOJIKHOCTD CTapIIero
MEHeKepa 10 IIepCoHalty.

O(i)OpMI/ITB Ha 3as4BJICHUH PE30JIIOIHIO PYKOBOAUTEIISI, BU3Y COIJIACOBAHUS C
3aM.JTMPEKTOpa I10 IEPCOHAIY.

3amaya Ne 18

CocraBuTh 3asB/IeHHEe 00 YBOJILHEHHH ¢ PaGOTHI.
YCJIOBUE: Oprammsamus  3AO  «Arpo-mmsect». - IlaB1oB  Auiekcei

BrnanmmupoBnd, MeHemkep otTena Ipoaa, YBOJIBHAETCA C paboTHl 110
cobctBeHHOMY *)emanuio ¢ 02.10.2011r.

OdopmuTh Ha 3a9BNEHUM PE3OIIOLMIO PYKOBOIMTENS, BH3y COTJIACOBAHHS C
HavyaJIbHUKOM CTPYKTYPHOTO MOJpa3ieieHusl.

3agaya Ne 19

OdopmMuTh pekBH3HTLI:

1. PexBuzur «aapecar.
Ycnosue: opraausanus — OAO «KoMcomonbckoey, JOKYMEHT aJipecyeTcs
reHepainbHOMy aupektopy A.B. CemeHosy.

2. Pekeuzum «3a20.1080K K meKkcmy»,

3. PexBU3UT «BU3a COMIACOBAHUIY.

YcnoBue: JOKYMEHT BU3HPYET HAYaJIbHUK [JIABHEIM 6yxraJ1Tep (ocTaybHEIE

JaHHBIE CAMOCTOSTEIILHO).

4. PexBusut «ata JoKyMeHTa» (2 croco0amu).

5. PexBH3UT «OoTMETKa 06 MCIONTHUTENEY.



3agaua Ne 20

OdopmMuThL peKBH3UTEI:

1. OQopMHTE PEKBUSUTHI KIIOAMUCE» U KOTTHUCK II€IATHY.
YcnoBre: JOKyMEHT HONMCAH FeHepalbHBIM qupekTopoM B.H.
JlaBpHrHEHKO. |
PeKBU3UT «OTMETKA O HATMYHH [PUIIOKEHUS».
Odopmurs rpud yrBepxneHns.
PeKBH3HT «CChUIKa Ha PETUCTPALOHHBIA HOMED U JIaTy JOKyMEHTa.
OdopMuTh pekBU3UT «Pe30Ionusy.
YcioBue: IMPEKTOp MOpyYaeT MOArOTOBUTH OTYET O HPOBEICHHH
AOKYMEHTaIIBHO! IPOBEPKY (OCTANbHBIE PEKBU3UTEl CAMOCTOSTENBHO).

el

3agaua Ne 21

CocraBuTh JOKJIAJHYIO 32IIUCKY.

YCJIOBHE: Oxtabpbckuii otaen o6pa3oBaHUs aJlpecyeT JNOKJIaJHYIO 3aIlhCKy
TeHEPANLHOMY IHPEKTOpY 3aBoja TOYHOIO MammmHocTpoeHus B.H. CmMmenosy.
JIOKyMEHT COCTaBNsIeTCs MO Pe3yNbTaraM MPOBEPKH TEXHHYECKOTO COCTOSHHS
XKHJIBIX IIOMEIICHUN 0a3bl OTIBIXA IS AETEH.

B TekcTe yKa3pIBaeTCs, YTO COTNIACHO MOPYYEHHUIO TIIABBI aJIMAHHCTpAITIH
OKTA0pbCKOro pafioHa o TpOBepKe TOTOBHOCTH 6a3 OTABIXA AN JeTeH, GbL
IIPOBEJICH OCMOTP HKMIBIX MOMEIICHHH 6a3bl oT/bIXa 3aB0jia. Bee xunbie kopmyca
B YIOBJIETBOPUTEIBHOM COCTOSHHUH, OAHAKO B Kopiryce Ne 1 Heo6X0auMO BCTaBUTD
CTeKJIa, Kopiryc Ne 2 HyxX/1aeTcsl B peMOHTE. ~

B koHIe I0OKyMeHTa u3naraeTcs mpocsGa B3STH MO KOHTPOIE IIOJITOTOBKY
0a3bl K IpreMy JeTel Ha OTABIX.

JIOKyMEHT HOINUCaH HAYaNbHHUKOM PaliOHHOTO OTHElNa obpazoBanus A.H.
MenuxoBbIM.

3agaya Ne 22

CocTaBHTB MPOEKT MPHKA3a 110 JIHYHOMY COCTABY.

YCJOBHUE: Oprasmsauus: OAO  «Arpo-uHBecT. Kysnenosa Hpuna
Muxaii/loBHa, 1eTONPOU3BOMTENH FOPHANIECKOTO OT/IENA, YBOIBHIETCS C paboTEHI
110 COOCTBEHHOMY JKenauuio ¢ 14.05.2011r.

Odopmurs Ha mpHEKase BHU3y COINIACOBAHUS C HAYATLHHKOM CTPYKTYpPHOTO
HOApa3/Ie/IeH s, 03HAKOMIICHHE C IIPUKA30M.

3agaua Ne 23

Odopmurs:
1. PeKBH3NT «CCBUIKA HA PErUCTPALOHHEII HOMEp U JaTy
JOKyMCHTa.
2. PexBHU3UT «aapecary.



VYcnosue: opranuzanus — OAO «KoMcoMobckoey», JOKyMeHT
ajpecyercsl TeHepansHOMy aupekropy B.M. CeBacTbaHOBy.

3. PexBusut «rpud yTBEpKIEHUST TOKYMEHTA.

YcoBre: TOKyMEHT yTBEPXKIAeTCsA TeHePAIBHBIM TUPEKTOPOM
Hayuno-npoussoacTeeHHOro o6bequHeHMsT «Masik» (OCTaIbHBIE
JTAHHBIE CAMOCTOSTENBHO). '

4. PexBu3uT «mara qokymeHTa» (2 criocobamm).

5. PexBU3UT «OTMETKA O IIOCTYIUICHUH TOKYMEHTA B OPraHH3ALIHION.

3agaua Ne 24

CocTraBuTh NPOEKT NPHKA3a MO JAYHOMY COCTABY.

YCJOBHE: Opranuszanus: Hayuno-nponsBoacTBeHHOe 00beqUHEHHE «3apsy.
Odopmuts mpuxaz o mnepeope Camoxunoéi WMuubl IleTpoBHEI, TeXHHKa-
KOHCTPYKTOpa,  Ha JOJDKHOCTh HadalbHUKA KOHCTPYKTOPCKOIO OTHdela ¢
24.11.2011r. mocTosiHHO.

OdopMuTs Ha TIpUKa3e 03HAKOMJICHHE.

3agaya Ne 25

Odopmuts:
1. PeKBH3HUT «OTMETKa O HAJHMYUH MPHIOKEHHSD.
2. OGopMUTE PEKBUZUTHI KIIOAIMUCEY U «OTTUCK IIEUATH.
VYcioBue: TOKYMEHT MOANUCAH TeHEPAIbHBIM nupexropoM M.C.
BopobbeBbiMm.
3. PexBH3UT «OTMeTKa 00 UCIIONHUTEIIE.
4. PexBU3WT «BH3a COTIACOBAHMSI.
YcoBre: IOKYMEHT BUSHPYET HadallbHUK OTIENA KaapoB (OCTAIBHbIE
JIaHHBIE CAMOCTOSTENEHO).
5. PexBHU3UT «3aromoBOK K TEKCTY».
VYenosue: OAO «Arpo-HHBECT» COCTABISETCS aKT O IPOBEPKE COXPAHHOCTH
TIOKyMEHTOB.

3agaya Ne 26

CocTaBUTb 00BSICHUTEJILHYIO 3a1IMCKY.

YCJIOBHUE: - Opranmsanusa: OAO «3aps». Crapmmii mactep ILI. IToramos
COCTaBIISIET OOBACHUTENBHYIO 3allUCKy O CPLIBE 3aHATHH [0 TEXHHKE
6esonacHocT 22.03.2011r. ¥ NMOSCHSET, 9TO 3aHATHS NPHUIUIOCH OTMEHHTE, TaK
KaK IPHUILIO TOJIBKO TPOE CllylnaTesnei u3 cocraBa rpynsl 20 4enoBex.
Anpecyercs 00BSICHUTENBHAS 3aHCKa PYKOBOIUTENIO KypcoB B.M. HaBbI10BY.



3agaua Ne 27

CocTaBHThL NpHKA3 MO OCHOBHOIM e TEILHOCTH.

YCJIOBHE: CoctapbTe mpuka3 o6 urorax paGoTsl ¢ mokyMmeHTamu B 2015T. B
OAO «KACKAJZl». B KOHCTaTWpylomeil 4YacTH YKa)XuTe Ha HU3KYIO
TpeGOBATENBHOCTE  PYKOBOJHTENEH IOApasHeNeHMi K KauyecTBy NOATOTOBKH
JNOKyMEHTOB M KOHTPOJISI 3a HX WCIONHEHHEM. B pacmopsgurensHoil wacTu
obpatuTe BHMMaHHE PYKOBOAHMTENCH CTPYyKTYPHBIX MOXpasfeleHHil Ha
TIOBBIIIEHUE TPeOOBATENBHOCTH K PabOTHUKAM B 4acTH pabGOTEI ¢ JJOKYMEHTaMH.
Haiite 3anaHue 3aB. Kauuenspueid B.J. JlaBeimoBoil paspaGoTaTh MepHl IO
YIy4IIeHHIO JAHHOU paboThI (YKaKUTE CPOK HCIOIHEHHUs nopydenus). KorTpois
33 HCIOJIHEHHEM IpHKa3a BO3JIOXKHUTH Ha 3aM. JUPEKTOpa [0 OGLIMM BOIpOcaM
O.A. KoncTaHTHHOBY.

HpI/IKa3 NOAIINCaTk MUPEKTOPOM OpraHu3aliu, O(l)OpMI/ITB O3HaKOMJICHHE
3aWHTEPECOBAHHBIX JIUII.

3agaua Ne 28

CocraBuTb 3as1BJIeHHE O IepeBO/Ie Ha PYryI0 paGoTy.

YCJIOBHUE: Opranusanus 3A0 «Arpo-uasect». Cenuesy Cpernany
CepreeBHy, MeHeKepa TI0 MEPCOHATY, IEPEBOST HA JOJKHOCTE CTAPIIErO
MEHEDKepa 10 epCoHaTy.

O opMuTE Ha 3a5BJIEHUH PE3ONIOLMIO PYKOBOIUTENS, BU3Y COTIACOBAHUS C
3aM.IUPEKTOpa IO MePCOHAITY.

3agaua Ne 29

OdopmMuTh cIpaBKy JIMYHOIO XapaKTepa.

YCJIOBHUE: Vmpasnenue conuansHOH 3ammursl IleTpoBckoro paiioHa Bbimaer
cupaBky Hesnesoii Mpune HukonaeBHe, HOATBEPXIAIONIYIO CBEACHHS O CTaXKe
paboTHI B TaHHOMN OpraHU3aIMHN.

B Tekcre cmpaBKu ykasbiaercs, uto HMesmneBa W.H. 6blma mpumsira Ha
pabory 18.12.1996 Ha MOMKHOCTH [EeIONPOM3BOAUTENS OTHENA KaZpOB (mpukas
pupexropa ot 17.12.1996 Ne 544-x), 02.09.1998 nepeBeneHa Ha HOKHOCTH
MHCIIEKTOpa OTZeNa KaipoB (mpukas naupektopa ot 31.09.1998 Ne 229-x),
13.11.1999 yBomena mo coGCTBEHHOMY >KeNaHHIO (IPUKA3 JUPEKTOpa OT
10.11.1999 Ne 333-x). |

CrpaBka mpeiocTaBisieTcs B YpasieHue neHCHOHHOTro Gorga PO u
ajipecoBaHa BexymieMy cnenuamucty M.H. Ileraesoii. Ilogmucal KOKyMeHT
aupexktopoM yrnpasinenus A.IL Ilasiossim.

Zagagya Ne 30

OdopmMuTts 6J1aHKH JOKYMEHTOB.



YCJOBHE: Otkpsitoe akuponeproe obmectso «KACKA/I» cozmaeT foKyMeHT
Ne 67 or 20.04.2010r. (ocTanbHbIe JaHHBIE CAMOCTOSTENBHO).

Cnpasounvie dannvie 06 opeanuzayuu: Jlemunosa yi., 1.67, Mocksa,
117393; Ten./daxc (495) 718-78-74; E-mail:mail@ amega.ru;
OKITIO 02842708, OI'PH 1027700380795, MHH/KIIIT 770803 3140/771001001.
OcdopMuTh 61aHKH C YIIOBBIM H IIPOAOJBHBIM PAaCIIOIOKEHHEM PEKBH3HUTOB.



3. YCJIOBHH BBINOJTHEHU A KOHTpOJ’lLHO-OHeHO‘IHbIX cpeacrn

TpeboBanus MUHUMAIIBHOMY MaTepHATbHO — TeXHHYECKOMY 00€eCTIeYeHHIO:

- BOIPOCEI

- IPaKTUYECKHUE 3a]IaHUS

- paboume MecTa Jy1a cTynerTOB
- pabouee MecTo mpenogapareis

1. Undopmannonnoe obecneuenune

Iepeuens PeKOMEHIyeMBIX y4eGHBIX H31aHud, Hurepuer — pecypcos,
AONIO/IHUTEIILHOM JTUTEpaTypEI.

OCHOBHbIe HCTOYHUKH

1. Toxymenranmonroe o6ecmeyenmye YHOpaBleHus. JlokyMeHTooGopoT u
ACIOIPOU3BOJCTBO: YUeOHUK 1 IpakTukym 1t CIIO / LH. Kysueros. 2-¢
U3J1., Tep. | 101 - M.: IOpaiir, 2017.

2. Ilmenxko  A.B. Hoxymenrarmonnoe obecneyenue YUIIPaBIIE€HUS
Hpaktukym:  yueGuuk s CIYACHTOB  yupexJeHHH cpep. npod.
obOpazoBanus/A.B. ITmrenxo, JI.A. Hoponuna. - M.: M3narensexuit LEHTp
«Axkanemusy, 2016. _

3. Pymbiauna JLA. HokymenTanmonnoe obecreyenye YIPaBJICHUA: YIeOHUK
AJBL CTYICHTOB yupexaeHuit cpey. npod. obpasoBanms/ JIA. Pymrinuna, —
M.: Uznarenscxuii LEHTP «AKanemusy, 2014.

4. Pymbinura JLA JlokymMenTanuonnoe obecrieuenue ynpasneHusi(12-e
U31.,CTep.):ydeOHuK. — M. Axanemus, 2016.

IIOHOJIHHTCJIBHLIC HCTOYHUKH

1. Aiiman T.O. Henonpouseoncrso: O6pasusr moxymenros, — M.: PHUOP,
2010.

2. Apremos O.10., Apxwumos H.H., Epmakosa WN.H., Opununukosa H.B.
Kanpossrit MEHCIDKMEHT. IIpaktuueckoe PYKOBOICTBO AJIsI pyKoBomuTeeii
H CIIEHAIINCTOB KaJPOBBIX CIIYKG, — M. ITPHIOP, 2009.

3. Bacakor M.U. HenonpouzroucTro (moKyMeHTanuoHHOE obecrnieueHue
YHOpaBineHus): YaeGHuK — Poctos — ga - Hony: ®ennxce, 2007.

4. Bacosckas E.H. Henonpouseoncreo: Vue6roe nocobue — M.: ®OPYM,
2011.

5. TOCT P.6- 30.2003 YCI «YHubumpoBanHas crcrena OPraHM3aIMOHHO —

PacIOpANMTENBHOR  JOKYMeHTammmm, TpeGosanus odopMieHHIO
JTOKYMEHTOBY.



6. Epmonaesa A.B. VHudukanus moKyMeHTOB — HeoOXoauMas HpeANochlIKa
BHEJIpeHUS CUCTEM 3JIEKTPOHHOTO NOKyMeHToobopoTa.//
Henonponssonctso. 2014. Nel.

7. Kupcanoa M.B., AxcenoB IOM. Kypc IEeJIOMPON3BO/ICTRA.
JlokyMeHTaImoHHOe obecrieueHre yrpaBieHus: YdeOHoe mocobue — M.:
Uudpa - M, 2011.

8. Jlapun M.B. Hekoropble BOmpockl IPHMEHEHHSI CMELIAHHOTO 3JIETPOHHO-
OyMaxxHoro JokyMeHToobopoTa.// Jlenonpoussoactso. 2014. Nel.

9. Jlunes A.A. Opranusanys 3JeKTPOHHOTO JJOKyMeHT00G0opoTa.//
Henonpounzsoactso. 2013. N4, _

10.Opnoseckuit  10.I1. Kamposoe Jenonpou3BoACTBO (IIPaBOBBIE OCHOBEL):
npaktrieckoe nocobue/ FO.I1. Opnosckwuit. — M.: Uudpa-M, 2010.

11.Pymprrmaa JLA. Jenomponssoxctso ([lokymeHTanuoHHOe obecrieyenue
yTpaBIeHUs): yuebHOoe  mocobume WIS CTYAEHTOB  CPEeHHX
PO ECCHOHANBHBIX YUeOHBIX 3aBeIeHHH, 00YJalonuXCsl 110 IOPUANYECKIM
cnenanbHocTaM / JILA. Pymsrauna. — M.: Macreperso, 20009.

12.Coxonos B.C. JlokyMeHTaIOHHOE OO€CIeUeHUe YIpaBIeHH: YIeOHUK —
M.: ®opym, 2010.

13.CoxonoBa O.H., Axumouknna T.A. JIoKyMeHTaIMOHHOE oObeceUeHHE
yIpaBieHus B opranusanuu: yuebHoe nocodue. — M.: KHOPVC, 2010.

14.®enepanpupiii  3akoH PO «O6 wuHbOpMauuu, WHGOPMAMOHHBIX
TEXHOJIOIUAX U 3amuTe uHpopManun» ot 27 mronsg 2012 r. N 149-®3

NuTepHer-pecypcebi:

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

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

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

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



S. Kpurepun oneHHBaHHUS YCTHBIX 0TBETOB CTYJEHTOB

Ormerka "'S" cTaBuUTCS B ciiyuae:

1.3HaBMA, IOHMMAHHUs, IIIyGHHBI YCBOEHHsI OOYyYaroIuMCs BCEro 0O0BEMaA
IIPOrPaMMHOI0 MaTepHAaIa.

2. YMeHus BBIIENATH TIJaBHBIE IIONOXKEHUS B H3yYEeHHOM MaTephale, Ha
OCHOBaHMH (aKTOB M NpPUMEPoB 0000INaTh, AENaTh BHIBOABI, YCTAHABIHBATH
MEXIIpeIMETHbIE ¥  BHYTPUNIPEJMETHBIE  CBSI3H, TBOPYECKH IIPHUMEHATH
TI0JIy4CHHBIE 3HAHKS B HE3HAKOMOM CHUTyallUy.

3. OrcyrctBue OMMOOK M HENOYETOB IIPH BOCIPOM3BENECHHM H3YYEHHOTO
Marepuaiga, IpH YCTHBIX OTBETaX YCTPAaHEHHE OTIENBHBIX HETOYHOCTEH ¢
TIOMOIIBIO JOMOJHUTENBHBIX BONPOCOB NPENOJABATENS], COOIIOEHUE KyJIBTYPhI
YCTHOHU peYH.

OrMmerka "'4":

1.3Hanue Bcero M3yyeHHOro NPOrpaMMHOTO MATEPHAIA.

2. VYMeHu#dl BBUIENATh TIJaBHBIE TONOXEHHS B H3y4eHHOM MaTepHale, Ha
OCHOBaHMH (AKTOB W IpPUMEPOB 0000INaTh, HeNaTh BBIBOMLI, YCTAHABIHBATH
BHYTPUIIPE/IMETHEIE CBA3U, IPUMEHSTH MOJTyYeHHbIE 3HAHMS HA IPAKTHKe.

3. Hesnauutenbusie (HerpyOble) ONTMOKM M HEXOYETHI IPH BOCHPOM3BENCHUH
M3Y4EeHHOI'0 MaTepHalia, CoOIo/IeHHe OCHOBHBIX IIPABHII KyJIbTYDPBI YCTHOM pedHn.

Ormerka''3'"';

1. 3HaHMe ¥ yCBOEHWE MaTepuala Ha YpOBHE MUHHUMANBLHBIX TpeGoBaHMIt
NporpaMMBl,  3aTPyAHCHHWE TP  CaMOCTOATEIBHOM  BOCIIPOM3BEIEHUH,
HEeOOXO0IUMOCTE HE3HAUUTENNBHOM IIOMOIIM MIPENoAaBaTeNs.

2. YMenue paboTtarh Ha ypoBHE BOCIPOM3BENEHUS, 3aTPYAHEHHS IPH OTBETax HA
BI/II[OI/IBMeHéHHBIe BOITPOCHI.

3. Hamuuwe rpyGo# ommOKW, HECKONBKHX HErpyObIX NpH BOCHPOU3BEICHUH
M3Y4EHHOr0 MaTepuana, HEe3HAYMTENbHOE HECOOMIONCHHEe OCHOBHEIX IIPaBHII
KyJbTYPBI YCTHOM PEUH.

OtTmeTka "2'":

1. 3HaHMe U ycBOeHMe MaTepuaia Ha YPOBHE HIDKE MUHMMAIBHEIX TPeGOBaHMI
NPOrPaMMEI, OTAEIIBHBIE MPEJICTABIEHHS 00 U3yUYEeHHOM MaTepHUae.

2. OrcyrerBue ymenuit paGoTaTh Ha ypoBHE BOCIPOM3BENEHHS, 3aTPY IHEHHS IIpu
OTBETaX Ha CTAHJAPTHHIE BOIPOCEHI.

3. Hammume HeckonbKmX TpyOBIX OMMOGOK, GOJBLIOrO YHCIA HErpyGBIX pu
BOCIPOM3BEJICHUH M3YYCHHOIO MaTepHala, 3HAYUTEIbHOE HECOOIIOeH e
OCHOBHBIX MPaBHUJI KyJIBTYpPbl yCTHOM peYH.



KpHuTepnu oneHnBaHHs NPAKTHYECKHX 3aAaHUH

OYeHKa IIpasunvrnocmo evinonnenus npakmuyeckux
3q0anui, %

COTIIHYHOY («5») 90 -100 %
«xopotroy («4») 70 —90 %
«YIOBJIETBOPUTEIHHO» («3») 40-70 %

«HEYIOBJIETBOPUTEIBHOY («2») MeHee 40%




