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AKT COI'TACOBAHUA

Ha MeTOJAUYeCKHe PEeKOMEHJAANUM MO0 BBHINOJHEHHIO MPAKTUYECKUX pPadoT mo
yueOHOH aucuuiinHe «JloKyMeHTaUMOHHOe o0ecnevyeHne YyIpPaBJIeHUD)
COCTABJIEHbI JIJIA CTYJAE€HTOB OYHOH (opMbI 00yYeHHS CHEHUAJBLHOCTH
cpeaHero mnpogecCHOHAJIBHOI0 00pa3oBaHus 38.02.01 JKOHOMHKA U
oyxrajarepckuidi y4der (mo orpaciasiMm), pa3padOTaHHBIX MpenoJaBaTeleM
I'BIIOY «IO)HO-YpaJbCKHH TOCYJAPCTBEHHbIH TEXHUYECKHUH KOJICIAD)
OpJosoii T.H.

Meroanueckie pEeKOMEHJAMU TI0 BBIMOJHEHUIO MPAKTHYECKUX padboT 1o
yueOHOM aucuurinie «JlokyMeHTallmoHHOe 00ecTieueHre YIPaBICHUS» COCTABICHBI
IUIs CTYIGHTOB OYHOM (popMbI 00y4eHHUs, B COOTBETCTBUU C pabouel mporpammoit
y4eOHOM AUCIUTIIIUHBI.

Hacrosimue wMeToauueckue peKOMEHIAMK paccuuTaHbl Ha 18 4acos,
o0ecreurBaOIIMX MOATOTOBKY KBATM(UIIMPOBAHHBIX CICIIMATIMCTOB CPETHETO 3BEHA
1o npodeccusiM SKOHOMUYECKOTO MTPOQPUIIS.

ABTOpOM  pa3paboTaHa CTPYKTypa METOJMYECKHX PEKOMEHJalui 10
BBITIOJIHEHUIO ~ MPAKTHYECKUX  paboT,  MOCIENO0BATEIbHOCTh  BBINOJTHEHUS
MPAKTUYECKUX 3aJlaHul, HEOOXOJMMBIA TEOPETHUECKUI MaTepHall, COJEpKaHUue
MPaKTUYECKUX PaboT, a TAKKe NMEPEUeHb KOHTPOJIBbHBIX BOIPOCOB IO KXk 101 padoTe.

KoHTpons u olleHKa pe3ylbTaTOB BBHIMOJIHEHHBIX MPAKTUYECKUX PpalbOT TIo
y4eOHOM qucuMIuinHe  «JlokyMeHTallmoHHOe  oOecredeHue  YIpaBJICHUS»
OCYIIECTBIISIETCS PA3IMYHBIMU (DOPMAMU U METOJIAMHU.

Meroanueckiue pEeKOMEHJAIMKM TIO BBIMOJHEHUIO MPAaKTHUUECKUX pPadoT 1o
yueOHON JucuuiuinHe «J[OKyMeHTallMOHHOE OO€cleueHrue YIpaBiICHUS» MOTYT
OBITh MCIOJIb30BaHBI B 00IIeo0pa3zoBarenbHbIX yupexaenusx CIIO mis cTtyneHToB
ouHoU ¢opmbl 00yueHust cneruaibHocTd 38.02.01 DxoHOMMKA U OyXranTepcKuit
y4eT (Mo OTpacysiM).
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1. HOACHUTEJIBHAS 3AITMCKA

Meronuueckiue pEKOMEHJAUU [0 BBINOJIHEHUIO MPAKTHYECKUX paboT 1o
yueOHOM  nucuurmimHe  «JlokymMeHTalMmoHHOe  oOOecleueHHue  YNpaBIICHUSD)
nmpeaHa3HadeHbl 1yl oOydaronuxcss 1o crneruanbHocTH 38.02.01 DkxoHomMmMKa U
OyxraiaTepckuil y4€T (1o oTpacisiM) 6a30BOM MOATOTOBKH.

[IpakTrueckue 3aHATHS SBIIAIOTCSA BAXKHBIM 3JIEMEHTOM y4eOHOM TUCUUILIMHBL. B
Ipoliecce BBIMOMHEHUSI MPAKTHUYECKUX pPaboOT oOyyaromuecs CUCTEMATU3UPYIOT H
3aKPEIUISIIOT MOJTYYEHHBIE TEOPETUYECKUE 3HAHUS, PA3BUBAIOT MHTEIUICKTYaJbHbIE U
npodeccuoHanbHble YMEHUS, (OPMHUPYIOT DJIEMEHThl KOMIIETEHIIUH OyIylux
CIEIUAJIICTOB.

[Iporpammoii TucUUIIUHBL «/[OKYMEHTALIMOHHOE OOECIEYEHUE YIpaBICHUS
IpeIycMaTpUBAETCA BBHINOJHEHHE 9 MpakTHueckuxX paboT HampaBJICHHBIX HAa
(opmupoBaHue 31eMenmo8 c1edyIouux KoMnemeHyuil'

OO6mume u npodeccuoHanbHbIE KOMIETEHIINH, 3JIEMEHTHI KOTOPBIX (POPMUPYIOTCS
B XOJI€ U3yUYEeHUs Y4eOHOHN TUCUUIUINHBIL:

— OK 01. Boibupars cnocoObl pemieHus 3a1a4d npoPecCHOHAIBHON JeATEIbHOCTH,
MPUMEHHTENIBHO K Pa3JIMYHBIM KOHTEKCTaM

— OK 02. OcymiecTBiarh TMOUCK, aHAIM3 M HHTEPIpETauio HHGOpMAIIIH,
HEO0OXOAMMOM 7Sl BBIMOJHEHUS 3a/1a4 NPOo(hEeCCHOHATBHOM IEATEIbHOCTH

— OK 03. IlnanupoBaTh W peaqu30BBIBaTH COOCTBEHHOE MPOGECCHOHANIBHOE U
JMYHOCTHOE PA3BUTHE.

— OK 04. PaGorarh B KOJJIEKTUBE U KOMaHJ€, 3(PPEKTUBHO B3aUMOJEHCTBOBATH C
KOJUIETaMHU, PYKOBOJICTBOM, KJIIUEHTaAMHU.

— OK 05. OcymecTBisiTb yCTHYIO H NHCbMEHHYH) KOMMYHHUKAIMIO Ha
roCyJapCTBEHHOM SI3bIKE C YYETOM OCOOEHHOCTEW COIMAIbHOIO U KYJIbTYPHOTO
KOHTEKCTA.

— OK 09. Ucnonw3oBaTh HWH(POpPMAIMOHHBIC TEXHOJOTUHM B MPOdecCHOHATHHON
NEeSATENbHOCTH

— OK 10.Ilonp30Batbcst mpoecCHOHANBHON JOKYMEHTAIIMEH Ha TOCyAapCTBEHHOM
Y UHOCTPAHHBIX S3bIKaX.

— TIK 1.1. O6pabateIBaTh NEPBUYHBIE OyXTaNTEPCKUE TOKYMEHTHI.

YMEHUUL:

— 0(hOopMIIATh JTOKYMEHTALIMIO B COOTBETCTBUHM C HOPMATHUBHOW 0a30i, B TOM YHUCIIE
C MCIOJIb30BaHUEM MH(OPMAIIMOHHBIX TEXHOJIOTHI;

— OCBauBaTh TEXHOJIOTUH aBTOMATU3UPOBAaHHON 00pabOTKU JOKYMEHTAIINH;

— HCIIOJIb30BaTh YHU(PHUIIMPOBAHHBIE (DOPMBI IOKYMEHTOB;

— OCYIIECTBJISITh XpPAaHEHUE U TIOUCK JIOKYMEHTOB;

— MHCHOJB30BaTh  TEJIEKOMMYHUKAIIMOHHBIE  TEXHOJOTMU B BJIEKTPOHHOM
JIOKyMEHTOOOOpPOTE;



000011eHNe, CHCTEMATU3AIUIO, YTUIy0JIeHHe M 3aKpenJieHue 3HaAHUl:

— TOHSTHE, LEJH, 3341 U IPUHLIUIIBI IETOMPOU3BO/ICTBA;

— OCHOBHBIE TIOHATHS JOKYMEHTAIIHOHHOTO 00ECTICUeHUS YITPABJICHNUS;

— CHCTEMBI JOKYMEHTAI[MOHHOTO O0ECTICUCHHs yIIPABIICHHSI,

— KJacCU(UKAIHIO JOKYMEHTOB;

— TpeOOBaHUS K COCTABICHUIO U 0(OPMIICHUIO TOKYMEHTOB;

— OpraHu3aluio TOKyMEHTO000poTa: mpueMa, 00paboTKy, perucTpaiuio, KOHTPOJIb,
XpaHEHUE TOKyMEHTOB, HOMEHKIIATypy JEll.

Kon
JIMYHOCTHBIX
JInuHOCTHBIE pe3yabTaThl
pe3yJibTaTOB
peaju3aniy NPporpaMMbl BOCIIUTAHUSA
peajau3anuu
(Oeckpunmopbwt)
NporpaMmblI
BOCIIMTAHMS
[IposiBieHME ¥ JIEMOHCTpalMs YBXKEHHUS K JIOASIM TpYJa,
OCO3HaHUWE WEHHOCTU CcOOCTBEHHOro Tpynaa. CrpemieHue K JIP 4
(GOpMHpPOBaHHMIO B  CETEBOM  Cpele  JUYHOCTHO U
1poheCCHOHAIBHOTO KOHCTPYKTUBHOTO «IIU(POBOTO Clie/ia»
3a00TsImMiiCsS 0 3allUTe OKPYXKaIIIeH Cpelibl, COOCTBEHHON U JIP 10
qy>K0l 0€30MacHOCTH, B TOM 4Hciie HU(POBOIA.

[IpakTyeckue pabOThl BBIMOJHSIOTCA C HCIOJb30BAHUEM IEPCOHAIBHOTO
kommbioTepa (I1IK) u cnenmanusupoBanHoro mporpammuoro obecnedenus (I10).
XpaHsTcsi Takue paboThl Ha Jgucke «X» B JUYHOM mamke cryaeHTa. [lo kaxmon
IPaKTUYECKOM paboTe 0POpMIISIETCS OTUET, TUTYIBHBIN JIUCT KOTOPOTO JTOJKEH OBITH
0hOopMIIEH B COOTBETCTBHUU C MPUIIOKEHUEM 1.

Onucanue Kaxa0i NpakTHYECKON paboThl COAEPKUT HOMEDP, HA3BAaHUE U 1IEJNb
paboThl, (GopMHUpyeMBbIe B IPOIECCE BBIMOJHEHUS pPa0OThl 3HAHMSA, yYMEHUS |
AIIEMEHTBI KOMIICTCHIIMM, BapHaHTHl 3aJaHHIA, OMUCAHWE aJTOpPUTMa BBITIOJTHCHUS
paboThl M KOHTPOJBHBIE BOMPOCHI (C IETBI0 BBISIBUTH W YCTPAHUTH HENOYETHl B
OCBOCHMM Marepuana). s mnonaydeHus JONMOJHUTENbHOW, Ooree MoApOoOHOU
uHDOpMaAIMU TIO OCHOBHBIM BOMPOCaM y4eOHOW JUCHMIUIMHBI B  KOHIIC
METOAMYECKUX PEKOMEH AN TPUBEIEH NepeueHb NH(POPMAIIMOHHBIX NCTOYHHUKOB.

B pesynbpTaTe BBIMOTHEHUS MPAKTUYECKUX PAOOT CTYASHT JOJKEH YMETh
COCTaBJISITh W OGOPMIIATH JOKYMEHTHI, BXOJSIINE B CICIHAIBHBIE  CHCTEMBI
JOKYMEHTAIIMU, HCMOJIb3ysl  MEPCOHAIBHBIA  KOMIBIOTEp M HEOOXOAMMOE
nporpammuoe obecrieuenue (maker MS Office, Open Office, cipaBouHO-IpaBOBHIC
cuctembl Koncynerant [lmoc, I'apant, Kogekc). Meroaudeckue pekoMeHAAIMU 10
BBITIOJIHEHUIO MPAKTHYECKUX pabOT TpeaiaraeTcsl MCIOJb30BaTh JJIsl MPOBEICHUS




IMPAKTUYCCKUX 3aHATUM CO CTyACHTaMHM, a TaK K€ JJIA CaMOCTOATCIIBHOTIO U3YUCHUSA

CTyACHTaMU1 HpaKTI/I‘IeCKOﬁ qaCTH AUCHUIIIIMHBI.

HpI/I OTOM K CTYACHTaM JIIPCABABIIACTCA TpC6OBaHI/I€ 00513aTeILHOTO

COOJIO/ICHUS TIPaBWJI TEXHUKH O0€30MMacCHOCTH (CM. HIKE).

w

Kpurepuu onieHuBanus:

— OreHka «OTJIMYHOY» BBICTABIIACTCSA 00ydaromeMycs 3a padoTy, BBIIOJIHEHHYIO
6e301mu00YHO, B TOJHOM O0BEME C yUYETOM pPAlHUOHAIBHOCTH BHIOPaAHHBIX
PEIIEHU;

— OrmeHka «XopoIIo» BBICTaBIAETCA 00ydaromeMycsi 3a padoTy, BHITOJIHEHHYIO
B MIOJIHOM 00bEMe C HeJI0UeTaMHu;

— OueHka «yJIOBJIETBOPUTENILHO» BBICTABISIETCS OOydwaroleMmycsi 3a pabory,
BBIIIOJIHEHHYIO B HE IOJIHOM o0beme  (He wmeHee 50% mpaBUIBHO
BBINIOJIHEHHBIX 33JaHUi OT 0011ero 00bema padoThl);

— OneHka «HEYJOBJIETBOPUTEIBHO» BBICTABIIAETCA OOywaroniemycst 3a paloTy,
BBITIOJTHEHHYIO B HE MOJIHOM 00beme (MeHee 50% MpaBMIbHO BBHIMOJHEHHBIX
3a/laHuii OT 001Iero o0beMa paboThI).

2. MIPABUJIA TEXHUKU BE3OINACHOCTH

HPU MPOBEAEHUU TIPAKTUYECKHUX PABOT
O0mue TpedoBaHMsI 0€30MMACHOCTH
Bxoaute B KaOuWHET Kak BO BpeMsl ypoKa, TaK M BO BHEYPOUHOE BpeMsi U
BBIXOJIUTh U3 HETO MO>KHO TOJIBKO MOCJIE Pa3pelICHUs IPEno1aBaTesl.
Bce cryaeHThl JOKHBI BBINOJIHATH TOJBKO Ty paboTy, KOTOpas MOpydeHa WU
paspenieHa UM NpernogaBaTeIeM U TOJIbKO MO €ro HaOII0eHUEM.
TpeOoBanus 0€30MaCHOCTH NMepex HAYAJIOM PadOThI
BxoauTh B KaOMHET MOXKHO TOJILKO TOCJIE€ pa3pelieHus MPerno1aBaTelis.
3aiias B KaOMHET, MOJIOKUTE B ITKad U1 CYMOK CBOIO JIMUYHYIO CYMKY, C CO0O#
BO3bMUTE HEOOXOIUMBIC JIJIsl 3aHATUSI TETPAJlb, PYUKY, YdeOHOE TTocoOHeE.
[Tpoxoaute Mo kKaOMHETY CIIOKONWHO, HE TOPOIISACH, HE TOJIKAsICh, HE 3aJI€Basi CTOJIbI
Y 3aHUMaWTe OTBEJACHHOE BaM MECTO, HUYETO HE Tporas Ha CTOJax.
[lepen wHauamom paboOTBI HEOOXOAUMO HAPYXHBIM OCMOTPOM TIPOBEPUTH
OTCYTCTBUE BUJAMMBIX IMOBPEKICHHUMN 3JIEKTPOIIHYPOB U JIEKTPOAPMATYPHI.
IIpu oOHapyxeHun Kakux JIMOO HEUCIPABHOCTEH WM HESCHBIX MOMEHTOB B
npeacTosIiei paboTe HEOOX0AUMO 0OPATUTHCS K IIPENOAaBATEIIIO.
TpebOoBaHus 6e30MaACHOCTH BO BpeMsi padoThbl
PaboTaTh HY»>KHO BHUMATEIHLHO U OCTOPOXKHO.
He pasroBapuBaiite BO BpeMs paOOThl, HE MOBOPAYMBAWTECh, HE OTBJICKANTE
TOBApUILIEH.

10.BoINOIHATE TOJBKO pabOTy NOPYUYEHHYIO UK PA3PEIICHHYIO MPENo1aBaTesIeM.
11.Ha pa6odyem mecTe HEOOXOUMO COOTIOATh MOPSIOK U YUCTOTY.
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12.3amnpemaercs:
— TporaTh pa3beMbl COCAMHUTEIBHBIX Kabemeil.
— IIpUKacaThCsA K MUTAKOIINMM IIPOBOJAM M yCTPOWCTBAM 3a3EMJICHUS, K DKpaHy U
K TBUJIBHOM CTOPOHE MOHMTOPA.
— 3alpeniaeTcs BKI0YaTh U BbIKI0YaTh MOHUTOPHI Wik [1K 0e3 pa3pemienus.

KJIaCTb Ha MOHHUTOD, CHCTEMHBIN OJIOK U KIIaBHATYpPY IIOCTOPOHHUC IIPCIAMCTEI.
- pa6OTaTB BO BJIQYKHOM OACKIC U BJIA)KHBIMH PYKAMH.

3arpoMOXIaTh MPOXO/IbI 10 KaOWHETY U pabouee MecTo.
— BCTaBaTh C MECTa U XOJUTh M0 KAOMHETY BO BpeMsi pabOTHI.
TpeOoBanus 6€30IIACHOCTH 0 OKOHYAHUM PadOTHI
13.C paspenienus mpenoaBaresis BHIKIIOUUTh BUIE€OTEPMUHAIIBI.
14.! OBA3ATEJIBHO npuBeaute B MOPSAOK CBOE pabodee MECTO.

3. HEPEYEHD IIPAKTUYECKUX PABOT

No HanmenoBanue paboThI Kox-o

4acoB
1 [ToaroToBka pacopsIuTEIbHBIX JOKYMEHTOB MPEITPUITHS 2
2 [ToaroToBKa cripaBOYHO-UH(DOPMAITMOHHBIX JOKYMEHTOB 2
3 [ToaroToBKa AeM0BOM KOPPECTIOHACHITUN TIPEITPUATHS 2
4 [ToaroroBka KOMMEPYECKHUX MUCEM 2
5 [ToaroroBka qoBEpEHHOCTEN 2
6 [ToaroToBKa TOTOBOPOB 2
7 [ToaroTOBKA TOKYMEHTOB 1O JJUYHOMY COCTaBY 2
8 Peructpamus 1okyMeHTOB 2
9 [ToaroroBka HOMEHKIATYPBI A€ 2
18

4. METOINMYECKUE PEKOMEHJIALUA
IO BBINTIOJTHEHUIO ITPAKTUHYECKHUX PABOT

INPAKTHYECKASA PABOTA Nel
Ha3Banue npakTn4yeckoi padorbl: [loAroToBKa pacnopsiANTENbHBIX JOKYMEHTOB
PEANPUATHS
Heab padorbl: HAYYUTHCS MCIIOJIB30BaTh CIPABOYHO-NPABOBBIE CHUCTEMBI IS
HaXOXIEHUS HEOOXOAMMOW HMH(POpPMALIUU; COCTABISATH M OQOPMIISITH TPHUKA3bI,
pacnopsKEHUs, PEIIeHM S, BBIMMUCKY U3 TOKYMEHTA.
3HAHUS (AKTyaJI3aLus):
— XapaKTEpUCTUKY M CTPYKTYPY PACHOPSOUTENBHBIX JOKYMEHTOB (IIPHKA30B IIO
OCHOBHOW J€ATENBHOCTH, PACTIOPSYKEHUH, PELLICHUN );
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YMeHus:

— TpPaMOTHO COCTaBJIAATh U O(OPMIISITh PACHOPSAUTEIbHBIE TOKYMEHTBI, UCIIOIb3YsI
TEKCTOBBIN IPOLIECCOPE.

Xoxa padoThI:

1 3apanme. Oopmure mpukas ot 29 centsiops 20X Xr. Ne 13:

Ha ocHoBanuu Ilpukaza Mwunduna Poccun ot 06.10.2019 N 106H (pea. ot
28.04.2017) "O6 yTBep:KICHHUH IOJIOKEHUN MO OyXrairepckomy ydery" (BMecTe ¢
"TlonoxxeHrneM 1o Oyxraiarepckomy yuety "YuerHas nonutuka opranmzanuu’ (IIBY
1/2019)", "llonoxenueM 10 OyxraiarepckoMmy yueTy '"V3MeHeHUs OIICHOYHBIX
snauenuit" (ITBY 21/2019)"),

[TPUKA3BIBAIO: 1) yrBepauth Ilonmoxxenne 00 ydeTHOH MOMUTHKE IJs ILEJIEn
oyxranrepckoro yudera Ha 20XX rox (mpuiokenue Nel). 2) Bpectu B jneicTBue
Hacrosmui npukas ¢ 1 suBaps 20XX roga. 3) Kontpons 3a

BBITIOJIHEHUEM HACTOSIIErO TMpHKa3a BO3JIOXKHUTh Ha TJABHOro Oyxraiarepa
OpraHM3aIIH.

2 3apanue. OdgopmuTte pacnopskenue B coorBerctBuu ¢ 'OCT 7.0.97-2016:

1) PykoBomutenmto cimyxObl TexHu4eckoro obecneuenuss Bonkory I1.C.
CocraBbTe rpa@uK yCTaHOBKM HOBOTO NPOrpaMMHOrO oOecrnedyeHus: Ha
koMIbtoTepbl Oyxranrepun k XX. XX.XXXX roza.

2) Ilporpammucty ciayx0bl TexHuyeckoro obOecneuenuss Cuportkuny B.IL
MPOBECTH OOy4YeHHE COTPYAHUKOB Oyxrantepun padote ¢ HoBbIM [IO g0
XX.XX.XXXX roaa.

3) KoHTposb 3a BBIIIOJIHEHHEM pACHOPSDKEHHMS BO3JO0KWUTH HA TJIABHOIO
Oyxranrepa opraHu3aluu.

3 3aganme. OTKpoONTE CrpaBOYHO-TIPaBOBYIO cucteMy KoHcynbranT Ilmtoc, HanauTte
MpHuKa3 o npoBeAeHUH nHBeHTapu3auu (hopma MHB-22), oTkpoiite ee ¢ TOMOLIbIO
TaOJIMYHOTO Tpolieccopa U 3aroIHUTe AJis cBoel opranu3zanuu. Coxpanure padoTy B
daiine mog umeneM «lIpumep 06 UHBEHTapU3AITUNY.

4 3amanume. OTKpoiiTe crOpaBo4HO-NpaBoByr0 cucrtemy Koncynerant Iliroc,
ucnionb3yst Kaprouky mowcka, HaWgute peuwieHue (cM. pasnen YensOumHCKas
o0nactp). CkomupoBaTh HAWACHHYIO HMH(POpPMAIMIO B TEKCTOBBIA MPOIIECCOP.
Odopmure pemenne. Coxpanute padoTy B daiisie noj umenem «Perienue.

5 3amanme. OrtkpoiiTe crnpaBoyHO-TIpaBoByl0 cucteMy Koucynerant Ilntoc,
ucnoiib3yst beicTphiii mouck, HaiiauTe (Gopmy MpuKaza O NpUEeMe COTPYIHUKA Ha
pabory (T-1).

CocraBbre TpuKa3 o mpueme Ha padoty dhopmsl NeT-1 Mopososa Urops [lerposuua
razocapmukoM 5 p. B 1ex Ne 1 OAO «YensOropras» MOCTOSIHHO ¢ HCIBITATSIHHBIM
cpokoM 1 mecsn ¢ 18 unciia Tekyniero mecsua.

6 3aganme. CoCTaBbTE GbLINUCKY U3 100020 c030anno20 Bamu ookymenma.
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1. CoxpaHute Bce JOKYMEHTHI B CBOEH JIMYHOM MaIKe Ha JUCKE X;
2. IlpuBenute B mopsiiok cBoé paboyee mecto; OpopMute OTUET MO paboTe.
3. Cpemnaiite BBIBOJ 11O TPAKTUYECKOM padoTe.

INMPAKTUYECKAS PABOTA Ne 2
Ha3panue npaktuueckoii padorpi: [lonroroBka cnpaBoyHO- HHPOPMAITMOHHBIX
JOKYMEHTOB
Heab: HAy4yuThCS COCTABIATH U OPOPMISITH HH(POPMAIIMOHHO-CIIPABOYHBIC
JOKYMEHTBI: aKT, CIIyKEOHYIO 3aIllUCKY, CIIPABKY IO IPOU3BOJICTBEHHBIM BOIIPOCAM.
3HAHMA (aKTyaJI3aIys):
— MpaBuja COCTaBiIeHMsT M opopmieHUS HUH(POPMALMOHHO-CIPABOYHBIX
nokymenToB cornacHo ['OCT 7.0.97-2016;
YMeHMUS:
— TPaMOTHO  COCTaBJIATH W OQOPMIITH  MH(OPMALMOHHO-CIIPABOYHBIE
JOKYMEHTBHI.
Xoa 3aHATHA:

1 3apanune. Odopmure cixy:kedoHyr 3anucky B coorsercrsuu ¢ 'OCT 7.0.97-
2016

O cocrosiHuM yyeTa Ha CTPOMTENbCTBE Aoma oTAbixa “‘CocHOBbI O00p”. ['maBHOMY
oyxrantepy OAO «Ctporikom» K.JI. AnapeeBoii: o BauieMy pacnopsiKEHUI0 MHOIO
¢ 01.09 nmo 12.09 tekymero roga OblUla NpOBEIEHA MPOBEPKA COCTOSHUS y4yeTa Ha
CTPOUTEIBCTBE JIOMa OT/bIXA.

B pesynbrate mpoBepkH ycTaHOBIEHO cienyrouiee: 1. IIpuxonHele n pacxomHsble
JTOKYMEHTBI CHAIOTCA Oyxrairepy ¢ omo3nanueMm Ha 5-6 aneit. 2. Ilpu mpoBepke
(akTHyeckoro Hanmu4us MaTepuanos 1o 20 HauMeHOBaHUM y KiajgoBiuka [letpoBa
JI.W. Ha 3 ceHTAOps yCTaHOBJIEHBI U3IMILKU: TBo3aeH 15 kr, onudsl 2 kr. bByxranrtep
ctpoutenbCcTBa AoMa otabixa MuimmH H.T. mmeer Bce ycnoBus s NMPaBUIBHOM
MOCTaHOBKHU yueTa. [103ToMy HEOOX0IUMO MPEI0KUTh TPOU3BOIUTENO PadbOT TOB.
Kpukyny I1.U. u 6yxranrepy MuivmHy JUKBUAUPOBATH HeaocTaTku B yuere Kk 01.10
Tekyulero roxaa. llpuioxeHue: BEIOMOCTb OCTaTKOB MAaTe€pUajoB Ha 3 JIMCTax.
byxranrep Bacun I'.P.

2 3amanue. Odopmure cnpaBky. O0OpaTure BHUMAaHUE HA KJIacCuPUKAINIO
JOKYMEHTA 10 MPONCXOKIACHUIO.

B Xozxe uHBeHTapu3aluu TOBapHO-MAaTEPUAIbHBIX LIEHHOCTENW Balero npeanpustus
Obl1a oOHapyxeHa HenmocTaya B cymme 110 000 py6iieit (1Be kommbroTepa mo 55 000
pyOneit 3a 1 mT.).

Byxrantepuss moTtpeboBasia BO3MECTUTh HEAOCTady OT 3am.aupektopa mo AXY
KoszmoBoii  Banentunsl  VBaHOBHBI, KOTOpas  OTKaszajgacb 3TO  CHENaTh.
AJIMUHHCTpaUs O0OO «CrpoticepBuc» oOpatuiiacb B TpakTopo3aBOJCKHI
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pavionnbii cyn 1. YensOuncka ¢ uckomM k Koznooit B.M.  PalioHHBIH cyj
notpeboBan ot OO0 «CtpoiicepBuC» MPEACTaBUThH CIpaBKy, sBisieTcs au Kozinosa
B.A. MarepuallbHO-OTBETCTBEHHBIM JIMIIOM, KAaKOB pa3Mep €€ CPEIHEMECSYHOTO
3apaboTKa, KOr/ia ¢ Hel ObLI 3aKJII0YEH JIOTOBOP O MaTepuaibHONW OTBETCTBEHHOCTH,
C Kakoro BpeMeHH oHa pabortaer 3am.gupekropa no AXY. ChpaBka, moanucaHHas
JUPEKTOPOM M TJIaBHBIM OyXraiarepoM, Oblia IpeacTaBieHa B cyld K 10 HosOps
TeKyuero rojaa. Hegocraromume JaHHbIE BHECUTE CAMOCTOSATEIBHO.

4 3ananue. OdgopMure aKT Ha 001eM OJIAHKE OPraHNU3aALMH

WNHBeHTapu3allMOHHAasl KOMUCCHS, CO3JaHHAasi Ha OCHOBAHHWM IpHUKa3a JUPEKTOpa
Bamero npemnpusituss  Ne 24 ot 15 ceHts0ps Tekymiero rojga, B COCTaBe
npencenarenss OctpoBckoro .A.(3aM.TJIaBHOTO Oyxrajitepa 3aBojia) M YICHOB
komuccun IlerpoBoit O.H. (Oyxranrepa), HockoBoit H.U. (cT. 3KOoHOMHMCTa
IJJAHOBOTO OT/EJIa) TMPOMU3BENIa PEBU3MIO KAacChl 3aBOJia IO COCTOSAHHMIO Ha 16
CeHTSI0ps Tekyliero roga. PeBususa mpoBoauiach B NMPUCYTCTBUU Kacchpa 3aBojia
Kapramosa H.U. B pesynbrare npoBeneHHONW peBH3WU ObLIO YCTAaHOBJIEHO, YTO
OCTAaTOK HAJIMYHBIX JieHer B Kacce coctapiser 1030 py6aeit 00 kom., ocTaTok JeHer
no kaccoBod kuure — 1030 py6. 00 xom. J[pyrux meHHOCTEH B Kacce 3aBojia HE
0OHapy’KEHO, YTO COOTBETCTBYET AaHHBIM yueTa. Komuccus Takxe ycTaHOBUIIA, YTO
MOPSIIOK BEACHUS! KACCOBOW KHUTH M XPAaHEHHUS JIEHET COOTBETCTBYET TPEOOBaHUSIM
[TonoxeHus: 0 BEAEHUU KaCcCOBBIX OINEpalfil roCy1apCTBEHHBIMHU, KOOIEPATUBHBIMU
¥ OOIIECTBEHHBIMU NPENIPUATUIMHU, YIPEKICHUSIMHU U OPraHU3AIUSIMH.

AKT BCTYIUJI B IEWCTBUE C MOMEHTA YTBEPKICHUS TUPEKTOPOM.

4. CoxpaHuTe CBOU JIOKYMEHTHI B CBOCH JIMYHOM ITaNKe Ha IUCKE X
5. Ucnone3ys cereroii pecype http://fss.karelia.info/fblanks/, odopmure crpaBky o

3apabOTHOM TIaTe JJIs CIEYIOLIEro COTPYAHHUKA:
6. 3amomHMM CcmpaBKy O CymMMme 3apaboTHOW 1miaTtel Ha cinecaps OOO
«CranpkoHcTpykuus» [loranosa O.W. npu ycnoBuu, 4To:
— nepuoj padotsl B opranuzaiuu: ¢ 01.03.2011 mo 18.07.2019;
— CyMMa BBITIJIAT, HA KOTOPbIe ObUIM HAYUCIIEHBI cTpaxoBbie B3HOCHL: 2011 r. — 235
123 py6.; 2012 1. — 270 151 py6.; 2013 r. — 185 512 py6.;

— TmepuoAbsl  BpeMeHHOW HeTpyaocmocobnoctu: 10.10.2011 - 17.10.2011;
12.03.2012 — 16.03.2012; 17.10.2012 — 24.10.2012; 21.11.2012 — 27.11.2012.
dopMy CHpaBKH HCIOJb30BaTh C caiWta @POHIAa COLMAIBHOIO CTPaXOBAHUSA

http://fss.karelia.info/fblanks/ .

7. CoxpaHuTe BCce JOKYMEHTBHI B CBOEH JIMYHOM IMANKe HA TUCKE X;
8. IlpuBenute B mopsiiok cBo¢ pabouee MeCTo;

9. Odopmure otuet mo padore.

10.CuenaiiTe BEIBOJ IO MPAKTUYECKOM padoTe.



http://fss.karelia.info/fblanks/
http://fss.karelia.info/fblanks/

IMMPAKTHYECKAS PABOTA Ne 3
Ha3Banmne npakTudeckou padorsl: [loaroroBka Ae10BON KOPPECHOHACHIIMT
MIPENPUATHS

He.]'lb: HaY4YUTBCA COCTABJIATH U O(I)OpMJ'IiITB HMHHUIIHMATUBHOC M OTBCTHOC IIMCBMO,

MACHMO-3aMPOC, COMPOBOIUTEIHLHOE MHUCHMO K JOTOBOPY, TapaHThuitHOe (OaHKy O

MOTalllCeHUU KPEJIUTA).

3HAHMA (aKTyan3aIs):

— BUIBI JICTIOBOM KOPPECTIOHICHIINU U KJIACCU(DHUKAITHIO TTHCEM;

— PEKBU3UTHI JEJOBOI0 MKUChbMa U TIpaBuia 0hOpMIICHHS MTUCEM;

YMeHMUS:

— TpaMOTHO O(OPMIIATH pa3Hble TUIBI mHceM Mo Poccuiickum cTaHaapram,
HCMOJIb3YSl TEKCTOBBIN MTPOLECCOP.

Xoxa 3aHATHSA:
1. CoctaBbTe conpoeoOumenvHoe nucemo, HanpaBlieHHOe U3 HHcnekuuu

@®enepansHoil  HanoroBoii Ciy:xk0bl 10 TpakTOopo3aBOACKOMY paiioHy T.
Yensbuncka nupektopy Bameil opranmzanuum c Texkcrom: «Hampasisem Bam
«MHCTpYKIIMIO 1O TNPUMEHEHUIO IUUIaHa CYETOB OyXrajTepckoro yuera
(pMHAHCOBO-XO34WCTBEHHON NEATENbHOCTH MNPEANpUATUi». TEKCT HHCTPYKIUH
JaeTcsi C Yy4YEeTOM UW3MEHEHUW, BHECEHHBIX MuHucTepcTBOM @DOHUHAHCOB
Poccniickont @enepanun. YuuteiBas, yto MHCTpyKIMs BBOOUTCA B AeUCTBHE C 1
gHBapst 20XXroma, TpPOCMM O3HAKOMUTH C HEW BCEX 3aMHTEPECOBAHHBIX
paboTHUKOB (UHAHCOBBIX ciyx0. I[lpunoxenue: Ha 46 cTpaHUIlaX B OJIHOM
DK3EMILIPE».

CoctaBbTe HUCOMO - 3anpoc Ha TOIYyYECHHE CHOpPaBKU 00 OTCYTCTBUU
3aJJ0OJDKEHHOCTEH Tmepel OJKETOM OT Hallero KOJulekKa, HalpaBICHHOE
pykoBoautento MOHC Poccun no TpakroposaBojickoMy paiioHy T. YensOuHcka
[loronnny /Imutpuro BacunseBuuy. [InceMo 3apeructpupoBano 3a Ne Ne 75 or
10.01.20XX r. ¢ TEKCTOM CIIEIYIOLIETO CONEPKAHHUS:

[Ipoury BbIAaTh CIpaBKy OO0 OTCYTCTBUM 3aJ0JDKEHHOCTEW Mepell OIKETOM.

CrpaBky npolily BeIaTh IIIaBHOMY OyXrairepy JUYHO B PyKH.

[TocTtaBbTe B JOKYMEHTE OTMETKY OO WCIIOJTHHUTENE - TJaBHBIA Oyxrairep
CawmotinoBa Upuna BanepbeBna, Ten.: (812) 123-12-12

CocraBbTe nucvmo, nanpasieHHoe B ['Y No2 ®@onga CounanbHoro CTpaxoBaHus
P® no Yensbunckoi odnactu ot opranuzanuu: 3JAKPbITOE AKHUOHEPHOE
OBHIECTBO «3atu-BOW» (FOpuauueckuii anpec:454006, r. YensOuHCK,
Oxtsi6peckas  ym. a.58. Tem: (351) 261-94-40. WMHH 7715519132/KIIIT
771501001). Tekct: «B Tteuenue 1 kBaptama 20XX roma 3apaboTHas TiaTa
cotpyaHukaM 3A0 «Ontu-BOW» He Hauucnsiach U HE BBIILJIAYMBAach, B BUIY
TOr0, YTO OpraHMU3alvs B JTaHHbIA MOMEHT HE BEIET HHUKAKOW KOMMEpPUYECKOU
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nestenbHocTH». [logmucu: T'enepanpHbiii  gupexktop 3A0  «Dntu-BON»
bonomopckuit  Onbra HBanoBHa, [maBubiii Oyxrantep CrurHeeBa Mapus
AJIeKCaHAPOBHA.

4. CocraBbTC 2apaHmuilHoe RUCLMO, HANPABIECHHOE U3 HAIIEro Yy4eOHOro
3aBefeHUs B UYenssOMHBECTOAHK € TapaHTHsIMUM O NOralleHWW Kpeauta (Ha
MOKYIIKY IEPCOHAJIBHBIX KOMITBIOTEPOB Ha cyMMy 350 Thicsy pyOuieid). PekBu3UTHI
AKbB «YensbunsectOank»: np-kt [lobensi, 170, r. Uenabunck. braank xomnemxka
Ha CETEBOM AUCKE Y B nanke JJOKyMeHTHI.

5. Odopmure  nucomo-3anpoc  (HampaBisieTCsl  AUPEKTOPY  KOHKPETHOIO

OpeanpUsITHS OT UMEHU IUPEKTOpa HalIero Kojuiemka): B pamkax cornameHus o

COBMECTHOM [J€ATEIBbHOCTH, IIPOIIYy OKa3aTb COJICHCTBHE B OpraHU3alUH

MPOU3BOJACTBEHHON MPAKTUKUA JUIsl CTYJEHTOB OTHAEIEHUS OKOHOMHKH U

uHppacTpykTypsl B iepuoA ¢ 1 urons 200X roga no 21 urons 200X ropa.

CoxpaHuTe JOKYMEHTHI B CBOEH JIMYHOM MANKE Ha TUCKE X;

[IpuBenuTe B MOPSAIOK CBOE pabodee MeCTo;

[loaroroBbTE OTYET MO MPAKTUUYECKOU padoTe.

Chenaiite BBIBOJ IO IPAKTHUECKOH padoTe.

© oo No

INPAKTHYECKASA PABOTA Ne 4
Ha3panue npakruyeckou padornl: [loaroTroBKka KOMMEPUYECKUX MTUCEM

Iesb: HAyYUTHCS COCTAaBISATHh pa3HbIe BUAbI KOMMEPUYECKUX MHUCEM MO POCCUUCKUM

CTaHJapTaM.
3HAHUS (AKTyaJT3a1us);

— TOpAIOK 0OPMIIEHUS KOMMEPUYECKHUX TTUCEM;

YMEHHUSA:

— TPaMOTHO COCTaBJISITh U OMOPMIISITH KOMMEPYECKHE THChMA, HCIIOIb3Ys
TEKCTOBBIN MPOLIECCOP.

Xoxa 3aHATHSA:

1. Ogpopmume zapanmuitnoe nucemo, uanpabienHoe B MNDOHC Ned9 mo .
Yensouuacka ot 21 cenrsops 20XX r.. Tekcr: «O0O0O «CtpoHieHTp», B JUIIC
nupekTopa MyxuHa Anekces VBaHoBHuYa, MpeaocTaBisieT 0UCHOE MOMEIIEHUE
mwiomanso 80 M2, pacIonoXeHHOe 1o aapecy: . Yensbuuck, yi. PaGouas, 104
st rocynaperBeHHol peructpauuu OO0 «Ilonurexnpom» v rapaHTUPyET MOCIIe
perucTpanMy OpraHW3allMi 3aKJIIOYUTh JOTOBOP apeHibl. YKa3aHHBIM ajapec
MOXKET OBITh UCMOJIb30BaH B kadecTBe MecToHaxoxaeHus OO0 «Ilomurexmpom»
B €ro YyYpeauTeNbHBIX JOKyMeHTax. Ilomemenne npunamiexur OO0
«CTpolilieHTp» Ha TmpaBe COOCTBEHHOCTH Ha OCHOBAaHWHM CBHUCTEIBCTBA O
rocygapcTBeHHou peructpanuu mpaBa cepust 20 AE No 087475 ot 12 okta0ps
2019 roma.». IloctaBbTe pekBH3UT «OTMETKAa O HAJUYUU TIPHIOKCHUS:
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MPWIOXKEHA KOMUS CBHIIETEIHLCTBA O TOCYIAPCTBEHHON PETHCTPAIIUU TIpaBa CEPHs
20 AE Ne 087475 ot 12 oxtsa6ps 2019 rona.

2. CocTaBbTE KOMMEpUECKOoe RUCbMO, HANPaBICHHOE mupexkropy  OAO
«[Burarenby (yi. 3apeunas, 1.5, r. [lepmb, 614026. Ten./daxc. (5762) 75-88-05)
Bocmupyuko JIbBy OmneroBuuy OT 3aMECTHTENs AUPEKTOpa MO MPOU3BOJACTBY
OAO «VYpancrans» (yn. Ceernas, n. 7, r. YensOunck, 454060. Ten./daxc.
(351)260-91-45) Anekcanapa ApkaabpeBrua boprcona.

Tekcr: OOpaniaemcs k Bam ¢ yoeauTenbHON MPOoCch0OH BBICIATh KOMIUIEKTYIOIIHE
U JIOTIOJHUTENIbHOE 000pYy/I0BaHUE K MPUCIaHHBIM Bammm 3aBojioM ABUTATENSIM
o goroopy ot 10.11.20XX.

3. Cocmaevme npemeH3UOHHOE RUCLMO TIOCTABIIMKY OO0 YIJIaTe HEYCTOHWKU B
pasmepe 8% OT CTOMMOCTH HEIOIIOCTaBJIIEHHOW mnpoxaykuuu. [lo morosopy Ne
28/12 ot 30.04.20XX m0JKHO MOCTYNUThH npoaykuuu (mmdepa) B kon-se 5000
kB.M. Ha cymMmy 250 000, dakTHuecku mocTynwio nNpoAyKiuu B koi-Be 4800
kB.M. Ha 240 000 pyOieil, 4TO MOATBEPXKICHO HAKJIAAHOU KEJIE3HOIOPOKHOM
ctaniuu Ne 566 ot 02.05.20XX. B cBsi3u ¢ HEIONOCTABKON BOSHUKIIN YOBITKH OT
IPOCTOSI U HA MEPONPHUATHS TIO JIMKBUJIALIMU 3TUX YOBITKOB OBLIIO U3PACX0JI0BAHO
nonosautenbHo 4000py6. IloctaBmuk: dupma «bAH» anpec: r. Mocka yi.
Kyry3oBckas n1.125 ten.158-59-63. Jlupektop: @.H.bypkees. Ilokymarens
(coctraBuTeNb MPETEH3MOHHOTO NHUChMA): ¢upma «Mama» r. YeassOMHCK, VI
I'opwkoro, 1. 56 Tem./akc 5-89-65,p/c Ne12345678910121415002 B OGanke «Ak-
bapcy r. Uensbuncka. Jlupexrop: M.C. CBetukoa, ri. Oyxranrep I1.0. Kapruna.

4. Odopmure omeem Hna npemeH3ul0 Ha OCHOBAHWUU JAHHBIX MPEIbLIYIIETO
3a/laHUs], COAEPIKALIUI €€ IMOJHOE OTKIOHEHHME 0 IPUYHMHE OTIPABKU IOJHOIO
o0bema mpoyKiuu, uto noAaTeepxaato Hakmagunoi Ne 589 ot 01.05.20XX.

5. Cocmasvme nucomo-npocvdy npeAnpuaTHs «X» Ha MOPOCbOy CTPOUTEIBHO-
MOHTaXHOU (QupMbl «Y» pa3paboTaTh MPOEKTHO-CMETHYIO JOKYMEHTALMIO Ha
CTPOUTEIBCTBO KUJIOTO A0Ma B nocenke OKTAOpbckuil. OObSICHUTE NPUYUHY.

6. CoxpaHHWTE JOKYMEHTHI B CBOEH IMaIKe Ha JUCKE X

=~

IToaroroBhTE OTUET IO MPAKTHUECKOM padoTe.
8. CnuenaiiTe BBIBOJI 11O IPAKTHYECKOM pabdoTe.

INPAKTHYECKASA PABOTA Ne 5
Ha3Banmue npaktudeckou padorsel: [loaroroBka noBepeHHOCTEM
eab: HAYYUTHCA pa3HbIE BUIbI JOBEPEHHOCTEU
3HaHMA (aKTyan3alys):
— CHCTEMY JIOTOBOPHO-TIPABOBOM JOKYMEHTALINH;
— BUJBI U TUTIOBBIE ()OPMBI JOBEPEHHOCTEN;
YMEHMUSsI:
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— COCTaBAITb H O(I)OpMJ'I)ITB JOBCPCHHOCTU Ha HNPCACTABJIICHUC HWHTCPCCOB
OpraHu3aii U Ha IOJIYYCHHUC MAaTCPHUAJIbHBIX HGHHOCTGFI.

Xoa 3aHATHUA:

1.

~

CocraBbTe CIENHATBHYIO 008epeHHocmb Ha OjaHke Kosuiemka oT 12.12.20XX,
JTUPEKTOP JOBEPSiCT 3aKIIOUHUTh JOTOBOP IOPUCTY NpeAnpustus EBreHuto
WBanoBuuy Mapduny, nacnopt 9203 Ne 125478, Beigan 12.03.2015 OYOMC
TpaktoposaBoackoro paiiona r. YemsOuncka. [Ipenmpusitue neicTByeT Ha
OCHOBaHUHU Y CTaBa, JOBEPEHHOCTH BblJlaeTcs Ha 1 roja 0e3 mpaBa nepeoBepus.
Odopmute dosepennocms 1751 cebs, Kak Oyxraiarepa Koiulemxa, Uil cladyu
OyXTaJITepCKON OTYETHOCTH B HAJIOTOBYIO MHCIIEKIIUIO;

Odopmute mis cebsi, kKak Oyxrajirepa KoOJUIEIXKa, 008epPeHHOCmb 071 cOauu
Pacuema cmpaxoevix é3nocoe (PCB-1) B Ilencuonnsiit hong PO.

Ucnons3ys pecypcol cetn MuTtepHet, Haitaute «TumoBas opma HOBEPEHHOCTH
nipu cnaue Pacuera Ne4-OCCy» Ha caiite DoHIAa COIMAIIBHOTO CTPAXOBAHUS,
Odopmute dosepennocms s ce0s Ha MOJYYEHHE MaTEPHAIBbHBIX LEHHOCTEH
(cucok cm.HIKe). PDopMy JOKYMEHTA HaWTH B CIIPABOYHO-TIPABOBOM CUCTEME:

NEPEYEHb TOBAPHO-MATEPMANBHBLIX LIEHHOCTEM, NOANERALMX MNONYYEHWIO

Me KonuyecTeo
HammeHosaHWe Ea. wama.
n/m (nponucero)

1 Maonwmop 177 Samsung 710M (SEN) TFT L. NFTH

Mpsasrep HP Laserdet 1020 QE11A A4, 600:000dpi, 14ppm, USE LuT. OECATE

Cxanep Bear Paw 2448 TA Pro (A4, 12002400, 48kit, USE, Slids) L. BOCEME

(5] [~}

CoxpaHuTe TOKYMEHTHI B CBOEH Manke Ha JUcKe X;
[ToarotroBbTE OTUET MO MPAKTUUECKOM padoTe.
Cnenaiite BBIBOJ IO MPAKTUYECKON padoTe.

MPAKTUYECKAS PABOTA Ne 6
Ha3panue npakrn4ieckou padorbl: [loaroroBka 10roBopos

Hean: HayunThCs 0GOPMIIATH TOTOBOP U MPUJIOKEHUE K HEMY

3HAHUS (AKTyaJT3a1us);

— CHCTEMY JIOTOBOPHO-TIPAaBOBOM IOKYMEHTAIINH;

— BUIBI U TUTIOBBIC ()OPMEBI JIOTOBOPOB;

YMeHUsI:

— COCTaBJISITH U OGOPMIIATH JOTOBOpa, MPHIIOKEHUS K JOTOBOPAM, HCIOIB3YS
CIIPaBOYHO-TIPABOBBIC CUCTEMBI M TEKCTOBBIN MPOIIECCOP;

Xoa 3aHATHA:

1.
2.

OTKpoiiTe CIpaBOYHO-TIPABOBYIO CUCTEMY;

Hcnonb3yss KapTOUKy IOWCKA, HaWIWTE THUIOBYIO (OpMYy JTOTOBOpa apeHbl
HEXHUJIOTO MOMEIICHUS;

CxonupoBath HaliieHHy10 nHpopmarmio B Word;
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4. Ucnonb3ysa naHHyoo uHpopmanmio, ohpopMUTe JOKYMEHT;

[Tapametpsl cTpanuiisl cornacuo 'OCT 7.0.97-2016

pudT crangaptaeni, Times New Roman, 14 ot

Hanumwure npeam0Oyny k goroBopy: Apengoaarens: [ BIIOY «OYpI'TKy,
Apennarop: OOO «CtpoiicepBuc.

5. OdopMutre NpUIIOKEHHUS] K JOTOBOPY, HAUMHAS KaXJA0€ C HOBOM CTpaHMIIbI

(Brimanka BeraBka- PaspriB);

6. Odopmure noonuce na Ka)cooit cmpanuye 002060pa, UCHOIL3YA HUNCHUIL

KOJ10Hmumy.Ji,

/. BpINOJIHUTE HyMEPAIUIO CTPAHMII;

oo

CoxpaHuTte 1OroBOp B CBOEH IAIIKE;

9. Ucnonw3ys mHGOPMAIIMOHHO-TIOUCKOBYIO cucTeMy WHTepHeT, HallnuTe J0roBOp

KYIUTU-TIPOJQXKH;
10.0¢dopmuTe 10rOoBOp KYIUTH-MIPOAAKHU IO CICTYIONTUM JaHHBIM:

AO «IIupamupa» peanuzyer OOO «ATnaHT» MapTUI0 OymMaru KCEpOKCHOM
«CHerypouka» B konundectse 10000 mayek. I{eHa onHOM MaYKU COCTABIISAET
110 py0. B T.u. HIC 18%.

Pacuer ocymectBisiercs cneayromum obOpa3zom: 40% B BHJIe aBaHCOBOTO
IUIATEKa, & OCTAILHOE HE MO3/IHEE CEMM JTHEN ITOCIIE TOCTAaBKH IPOLYKIIMH.
@dopMa OIuIaThl - IJIATEKHOE MOPYUYEHUE.

Hupexkrop AO «lImpamuna» A.C.byrpoB, OOO «Atmanr» /[I.H. Kouknn
O6a npenmpusTust ASMCTBYIOT HA OCHOBAaHUM Y CTaBa.

B paspene 4 «OTBETCTBEHHOCTb CTOPOH» YKAXKUTE IYHKT CIIEIYOLIETO
xapakTtepa: «B cimydae HapylleHHs MOKyINaTeiaeM CpoKa Iuiatexa Oyner
Ha4YUCIATHCS NIEHU B pasmepe 2% 3a KaxIblil 1€Hb IPOCPOUKI»
Opunnuecknii anpec AO «Ilupamugax»: r. Camapa, yn. UepemylmkuHCKas
17/1, UHH — 1598415 p/c Ne 12345678900000000126 B «MuKOoMbanke»
r.Camapa.

KOpunnuecknii agpec OO0 «Atnant»: 1. Yensounck yin. Coro3nas 25,
NHH 7448475101, p/c 21365478900000000158 B «YEJIMHBAHK» r.
YensaOuHCK.

11.0dbopmuTe npUIOKEHHS K JOTOBOPY;

12.0dbopmute noonucev na kaxcooii cmpanuye 002080pa,
13.BeinonnuTe Hymepanuio ctpanull; CoxpaHUTe TOTOBOP B CBOEH MAIKe;
14.TloaroToBBTE OTYET MO MPAKTUYECKON padoTe.

15.Cpenaiite BBIBOJ IO MPAKTUYECKOM padoTe.

IMPAKTUYECKAS PABOTA Ne 7
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Ha3Banue npakTnyeckoi padorbl: [loaroToBka 10KyMEHTOB MO JIMYHOMY COCTaBY
Henab: HayYUTHCS COCTABIATH JOKYMEHTHI 10 JIMYHOMY COCTaBY.

3HAHMA (aKTyaJI3arys):

— TOpAIOK 0OPMIIEHHUS TOKYMEHTOB M0 JJUYHOMY COCTAaBY;

yYMEHHUS:

— TpPaMOTHO COCTaBJIATH U OQOPMIIATH pe3ioMe, aBTOOMOrpaduio, 3asBICHUE O
npueMe Ha paboTy, MpUKa3 O MpueMe Ha padoTy, PaCIUCKYy, HCIOIb3Ys
TEKCTOBBIN ITPOLECCOP.

Xoa 3aHATHUA:
1. CocraBbTe cBO€ pe3tomMe U 0POPMHUTE €ro ¢ TOMOIIBIO OH-JTaiiH- KOHCTPYKTOPA;
2. Odopmure 3asBieHue o mpueme Ha padory Oyxranrepom B ['BIIOY «tOxHo-

VYpanbckuii rocyJapCTBEHHBIM TEXHUUECKUN KOJIIEIX» (B TETPaIn)

3. B terpanu 3apucyiiTe TpyIOBYIO KHUKKY: TIEPBBIA U BTOPOIl JIUCT.

s

3anoJIHUTE TIEPBBIC IBE CTPAHUIIBI TPYJIOBON KHIKKU JIJIs1 ce0s;

5. Odopmure npukaz opmsl T-1 o mpueme ceds Ha padoty B ['BIIOY «HOYpI'TK»
B oTaen Oyxrainrepuu c okinanom 6000 pyOrieit ¢ ucHbITaTeIbHBIM CPOKOM 3
Mecsa.

6. CoxpaHuTe npuka3 B CBOEH Marke Ha Iucke X;

7. Odopmute mnpuKa3z O HAMNPABICHUM B KOMAHIUPOBKY M KOMaHIUPOBOUYHOE
YAOCTOBEPEHUE;

8. Odopmure pacmucky o moixydenun 5000 pyoseii ot kaccupa MBanoBoit Haramen
HuxkomaeBHHI,

9. TloaroToBsTE OTYET MO MPAKTUYECKOMU padoTe.

10.CuenaiiTe BBIBOJ IO MPAKTUYECKOM padoTe.

MPAKTUYECKAS PABOTA Ne 8
Ha3Banue npaktuyeckoil paboTsl: Permcrpanusi 10KyMeHTOB

Iesab: HAyuyUTHCS BBIMOJIHATH OOPAOOTKY BXOSIIUX W HCXOASIIUX JOKYMEHTOB,
PETUCTPUPOBATH BXOASIIUE JOKYMEHTHI
3HaHMA (aKTyan3alys):

— TpaBWJIa PETUCTPAIMU U y4eTa JOKYMEHTOB;

— TIOpAIOK 00pabOTKHU BXOSAIIEH U UCXOSIICH TOKYMEHTAIIUN;

— (GOpMBI peTUCTpaIuu JOKYMEHTOB;
YMeHHUSsI:

— PErUuCTPUPOBATH BXOJSAIIYIO U UCXOSIIYIO KOPPECTIOHICHITHUIO;
Xo0/1 3aHATHS:
3ananue 1.
1. Ortkpoiite Ha ceTeBoM nucke Y:/OpnoBaTH/JIOVY.
2. Cxonupyiite nanky Ilpakmuueckas paboma 8 B CBOIO Ianky Ha JUCKe X.
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3. Ilpocmotpute mucema B (opmate pdf, ompenenuts kakue U3 MUCEM BXOJSAIINE,
KaKue UCXOJsI1e, HAMMEHOBaHKE Halllel OpraHu3alyii.

4. Co3pmaiite B otdere Tabmuiy JKypran pecucmpayuu exooswux w Kypnan
pe2ucmpayuy UcCXo0suux OOKYMeHmos.

5. Bemmonnute pecucmpayuio NpennoKeHHbIX TOKYMEHTOB.

6. BrImomHUTE perucTpanuio MpeIoKEHHBIX JOKYMEHTOB B aBTOMAaTH3UPOBAHHON
dopMe B aekTpoHHBIX Tabmuiax EXxcel. Ha mucre Bxoosuyue ooxymenmul
3aperucTpupoBarth  nocrynawoomue — gokymMeHTtel OO0  «HaummenoBanue
opranmzauun». Ha nmcre Hcexooswue  Ooxymenmsi  3aperuCTpUpOBATh
otnpasisieMbie JokyMeHTbl OO0 «HanMeHoBaHME OpraHu3aIim.

3amanme 2. Ha niceMe - 6itarogapHoctsh (B hopmate 0OC) MOCTaBbTE OTMETKHU:

— O IOCTYIJIEHUU JOKYMEHTA B OPTaHU3aLUIO0
— PE30JIIOLMIO PYKOBOJIUTENS
— 00 UCIOJIHEHUU JJOKYMEHTA U HApaBJICHUH €T0 B JIEIIO

7. CoxpaHuUTE TOKYMEHTHI B CBOEH JIMYHOM MaIKe;

8. IloaroroBbTe OTYET MO MPAKTHIECKOM padoTe.

9. CnenaiiTe BEIBOJ O IPOJCITAaHHON padoTe.

INMPAKTUYECKAS PABOTA Ne 9
Hazpanue npaxtudeckoit pabotsl: [IoAroToOBKa HOMEHKJIATYPBI eI

Heab: HayyuThCs COCTABIATH W OQPOPMIISATH HOMEHKJIATYpY J€J, HCIHOJIb3ys

«IlepedeHpb TUIIOBBIX YNPaBICHUECKUX JOKYMEHTOB, 00pa3yIoUXcs B 1€ATEIbHOCTH

OpraHu3alMi ¢ yKa3aHUEM CPOKOB XPaHEHUS».

3HaAHMA (aKTya3aIys):

— TpeOoBaHus K OPMUPOBAHUIO JIET;

— TpaBWJIA XPAaHEHUS JIOKYMEHTOB B CTPYKTYPHBIX ITOAPA3/IEICHUSAX U ApXUBE;
yYMeHus:

— COCTaBJICHHE HOMEHKJIATyphl J€ll.

Xoa 3aHATHA:

1. Haiimute B CIIC Koncynbrant Ilmoc «llepedeHb THIOBBIX YNpaBIEHYECKUX
JOKYMEHTOB, OOpa3yloluXcsi B JIE€ATEIbHOCTH NPEANPUATUNA, OpraHu3aiuil c
YKa3aHUEM CPOKOB XPaHEHUS.

2. Haiigute B JaHHOM JAOKYMEHTE pasnien byxeanmepckuil yuem u om4emuocmo.

3. Ucnonb3ys naHHBIA JOKYMEHT, COCTaBbTE Ha OO0IIEeM OJIaHKe HOMEHKJIATYypy el
oTena OyXrajaTepuu.

4. CoxpaHuTe JOKYMEHT B CBOEH JIMYHON Mamnke Ha AuckKe X;

o

[ToaroTOBBTE OTUET MO MPAKTUYECKOW padoTe.
6. CnenaiiTe BBIBOJ O MPOJEIaHHOM padoTe.
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JIMTEPATYPA

OcHosnble UCMOYHUKU!

1.

bacakoB, M. N. JlokyMeHTalimoHHOE OOecleueHre YIpaBieHUs ( ¢ OCHOBaMHU
apxuBOBeJieHUs ): yueOHoe nocooue/ M. M. bacakos. — 2-e u3a., crep.— Mockga:
KHOPYC, 2021. — 216 c. — (HauampHOe u cpemgHee MpoQecCHOHAIBHOE
oOpa3oBaHue).

Hopmamueénvle akmui:

I'OCT P 7.0.8-2013. Hammonansueiii cranmapt Poccuiickoii ®enepanuu
"CHUBU/. [lenonpou3BOJCTBO M APXMBHOE J€70. TepMUHBI U ONpeneieHUs"
[DnekTponHblii  pecypc].- Pexum  mocryma:  http://docs.cntd.ru/document/
1200108447

I'OCT P 7.0.97-2016. HamumonanpHbI cTaHmapT Poccuiickoit denepanun.

CucrteMa cTaHaapToB 1Mo UHGPpOpMAIUU, OMOIMOTEUHOMY U U3JATEIBLCKOMY JIETy.
OpraHn3aliiMOHHO-PACIIOPSAIUTEIbHAS JIOKYMEHTALIUSL. TpeboBanus K
oopMIIEHUIO JTOKyMEHTOB" [DIEeKTpOHHBI pecypc]. - Pexum pgocryna:
http://www.consultant.ru/document/cons_doc_ LAW 216461/

I'OCT P MCO 15489-1 Cucrema craniapToB 1o uHGpopMaluu, OuOIMOTEYHOMY U
U3JIaTeIbCKOMY  JeNly. YTpaBieHue jJokyMeHtamu. OOmue TpebdoBaHUsS
[DnexTponHbIii pecypc]. - Pexxum moctyma: http://docs.cntd.ru/document/gost-r-
1S0-15489-1-2007-sibid

I'OCT 17914-72 OO6n0XKM A€N IJIWTEIbHBIX CPOKOB XpaHEHUs. TeXHUUYECKUe
ycIoBus [DneKTpoHHBIN pecypc]. - Pexxum noctyma: http://docs.cntd.ru/document/
901851999

I'OCT 9327-60 bymara u wsnenus u3z Oymaru. [lorpebutenbckue ¢dopmarsbl
[Dnektponnbiii  pecypc]. - Pexum gocryma: http://docs.cntd.ru/document/
1200004908

l'ocynapcTBeHHass cuctemMa JOKYMEHTAlIMOHHOTO OOECIEUEHHS! YNpaBJICHUSI.

OcHoBHble mnosioxkeHUs. OOmue TpeOboBaHUS K JOKYMEHTaM U ClIyxkOam
nokymeHTamonHoro oodecneuenus (I'CHOY) [DnekTpoHHBIN pecypc]. - Pexum
noctyna: http://docs.cntd.ru/document/901730479

Oenepanpubiii 3ak0H No 63-03 ot 06.04.2011 «O06 >7EKTPOHHOW TOIIMUCH»
[OnexTpoHHblid  pecypc]. - Pexum gocryma: http://docs.cntd.ru/document/
902271495

@®enepanbHblii 3akoH oT 27 wutons 2006 r. N 149-®3 "O6 wundopmanuwy,

UH(OPMAIIMOHHBIX TEXHOJIOTHSIX M O 3amuTe uHbopmanuu" [DIeKTpOHHBIN
pecypc]. - Pexum moctyma: http://ivo.garant.ru/#/document/12148555/paragraph
/3471:0

Llononnumenvbhvie UCOYHUKU:
10.Ky3nenoB, U. H. JlokyMeHTanmoHHOE OOECredeHne YIpaBIEHUs MEPCOHAIIOM :
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yaeOHuK W npaktukyMm Juist By3oB / W. H. Ky3nemoB. — 2-e u3n. — Mocksa :
N3narensctBo FOpaiit, 2021. — 393 ¢. — (Bricuiee o6pazoanue). — ISBN 978-
5-534-14830-5. — Tekcr : anekTpoHHBIH // O6pazoBaTenbHas miaTdopma FOpaitt
[caiiT]. — URL.: https://urait.ru/bcode/487704 (nata obOparmenus: 27.06.2023).

11.TTaBmoBa, P. C. JlokymMeHTaIIMOHHOE 00ECTICUCHHE YIIPABICHUS : yUeOHUK JIJIS CITO
/ P. C. IlaBnoBa. — Cankrt-IletepOypr : Jlans, 2021. — 416 ¢. — ISBN 978-5-
8114-6959-8. — Texkct : anektponHsblii / JlaHbp : 3IEKTPOHHO-OMOIMOTEUHAsS
cuctema. — URL: https://e.lanbook.com/book/173087 (nmata oOpamieHus:
27.06.2023). — PexuM gocTyma: Ij1s aBTOPHU3. MOJIb30BaTEIICH.

Humepnem-pecypcol

12.EnrHoe OKHO JoCcTyma K oOpa3oBaTelbHBIM pecypcaM [DIIeKTpoHHBIN pecypc]. —
Pexxum noctyna: http://window.edu.ru/library

13.XKypuan «Jlemonpon3BoacTBO» [DIEKTpoHHBIA pecypc]. — Pexum pocryna:
http://www.top-personal.ru/
14.Kypnan «Cekperapckoe aeno» [DIeKTpoHHBIM pecypc]. — Pexum npocryna:

http://www.sekretarskoe-delo.ru/

15.KypHnan «YnpaiieHue nepcoHaniom» [ DNeKTpoHHbINH pecypc]. — Pexxum gocryna:
http://www.top-personal.ru/

16.CaiiT mo KaAgpoBOMY JETIONMPOU3BOJACTBY [DIEKTpOHHBIN pecypc]. — Pexum
nocryma:https://www.kadrovik-praktik.ru/

17.CnpaBouHas npaBoBasi cucteMa « KOHCYJbTaHT TUTIOCY». [ DIEKTPOHHBIN pecypc]. —
Pexxum nocryna: http:// www.consultant.ru

18.NUudopmarmonHo-mpaBoBoi noptan «['apant» [DnekTpoHHBIN pecypc]. — Pexxum
noctyna: http://www. garant.ru

19.1lenTp KOMIIETEHIIMM TI0 BOMPOCaM JOKYMEHTAIIMOHHOTO  OOecredYeHus
yOpaBJICHUs] W ApXMBHOTO  Jieia.  ODHIUKIONEAWS  JEJIONPOU3BOICTBA
[DnexTpoHHBIN pecypc]. — Pexxum goctyna: http://www.edou.ru/enc/
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Ilpunoscenue 1

MuHucTepcTBO 00pa3zoBaHus U Hayku YenssOMHCKON 00IacTi
['ocynapctBenHoOe Or0aKeTHOE MpodeccunoHaabHOe 00pa30BaTEIbHOE YUPEKICHHUE
«HOKHO-YpanbCcKuil rocy1apCTBEHHbIH TEXHUYECKHI KOJLIETA

OTYET

I10 BBITIOJIHCHHUIO IIPAKTHYCCKHUX pa60T
I10 y‘-IC6H0ﬁ JUCTTHUITIINHC «HOKYMGHT&I_[I/IOHHOG oOecricueHue YIIPABJICHUA»

BBITIOJIHUJI

rpymmna

IPOBEPUIT

r. Yensiounck, 2023
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