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BBEOEHUE

1. HacTosiwee wusgaHue $BASETCA OCHOBHbIM OpraHM3auVMOHHO-METOAMYECKMM OOKYMEHTOM
y4ebHO-MEeToAMYECKOro KoMMmekca no AUMCLUMNINHE B COCTaBe Nporpammbl MOATOTOBKM CNELUanvcToB
cpeaHero 3BeHa (MMNCC3). OHo npegHasHa4yeHo cTaTh AJI9 HUX METOOUYECKOM OCHOBOW MO OCBOEHWUIO
JAaHHOW ANCUMNIINHGI.

2. CopepxaTenbHOM OCHOBOW Ans pa3paboTku HacTosiwero usgaHus nocnyxuna Pabouas
nporpaMmma y4ebHOoN AMCLUNMMHBI, YTBEPXKAEHHAsi B YCTaHOBNEHHOM MOpPSAKE.

3. MeToanyeckue acnekTbl HaCTOALLEro U3gaHus pasBuTbl B y4eOHO-MeTOAMYECKON nuTepaType
n opyrux paspaboTtkax, Bxoaswmx B coctaB YMK no gaHHon gucumnnuHe.

4. Joctyn oby4alolmxca K 3MeKTpOHHOM Bepcum MeToamyeckux ykasaHun MO U3YYEHUHo
AvcumnnuHel, obecneveH B MHpopMaunoHHO-o6pa3oBaTenbLHON cpeae yHMBepcuTeTa.

[Mpn 3TOM B 3MEKTPOHHYIO BEPCUIO MOTYT ObiTb BHECEHbl TEKYLUME U3MEHEHUS] U OOMOSIHEHWS,
HanpaBfeHHble Ha MOBbILEHNE KadYecTBa HacCTOSLWMX METOOUYECKMX YyKasaHWh OO0 MX Nnepev3faHns B
YCTaHOBMEHHOM MOpSKe.

YBaxaemble obyyvatowmecs!

Mpuctynas Kk wm3yyeHuo HoBon Ana Bac ydyebHoM AMCUMNAWHBI, HAYHUTE C BAYMYMBOIO
npoyteHns paspabotaHHbix Ans Bac cneumanbHblX MeTOAMYECKMX YKasaHuh. ITo nomoxeT Bam
BOBpEMSi NMOHATb U MPaBUbHO OLEHUTL ee porb B Bawem obpasosaHuu.

O3HakomMuBLUNCH c OpraHn3aumMOHHbIMM TpebosaHnaMM oTaeneHns cpegHero
npocpeccuoHansHoro obpasoBaHns No 3TON AUCLUMIIUHE U COM3MEPUB C HUMW CBOW Cunbl, Bbl cMoxeTe
cAenaTtb 0CO3HaHHbIV BbIbop COBCTBEHHOM TaKTUKM U cTpaTernn yuebHon aesaTenbHoCTy, yoepeyub caMux
cebs OT HepasyMHbIX peLUeHWIn MO OTHOLLEHWIO K Hel B Havane cemMecTpa, a He Toraa, Koraa yxe craHeT
nosgHo. Mcnonb3ys 310 M3gaHue, Bbl 6€3 AONOMHUTENbHBIX OCMOXHEHUIM nodonaeTe K CeMecTpoBON
aTTecTauum nNo 3ToW gUcuMnivHe. YcnewHocTb aTTectaummn 3aBncuT, npexae Bcero, oT Bac. Ee sanor —
pUTMWYHAsA, UeneHanpaBfieHHas, BAyMumBas yyebHas paboTta, B uensx obecneyeHuss KOTOPOM U
paspaboTaHbl 3TV METOANYECKME YKa3aHUS.



1. MaTepuanbl N0 TeopeTU4YeCKOM YacTU AUCLUNIIUHDI
1.1. UughopmayuoHHoe obecnevyeHue obyvyeHus

MepeyeHb pekoMeHAyeMbix y4ebHbIx uzdaHuli, MHmepHem pecypcoe, 0onosHUMesLHOU
Jlumepamypsbl, cnpagoyHbie u donosiHumenbHble Mamepuans! No ducyuniuHe

OcHoeHasi numepamypa

BeikoBa T. A. [JokyMeHTaLnoHHOe obecneyeHne ynpasneHus (4enonpon3BoacTBO) : ydebHoe
nocobue / T.A. beikoBa, T.B. Ky3HeuoBa, J1.B. CaHkuHa ; nog obw.pes. T.B. KysHeuoBon. — 2-e u3g,,
nepepab. n gon. — Mockea : UHOPA-M, 2021. — 304 c. - ISBN978-5-16-013913-5. - TekcT :
anekTpoHHbIn. URL:https://znanium.com/catalog/product/1141796. — Pexxum gocTyna: Ang aBTopus.
nonb3oBaTenen.

HononnumenbHas numepamypa

KyHsie H.H. JokymeHTOoBeaeHue : y4ebHuk / H.H. Kynsies, [1.H. Ypanos, A.I'. ®abpuyHoB; noa
pea. H.H. KyHsesa— Mocksa: Jloroc, 2020. - 352 c. - ISBN 978-5-98704-329-5. - TeKCT : 9NeKTPOHHbIN.
URL: https://znanium.com/catalog/product/1211628 — Pexxum goctyna: ansg asTopus. Nofnb3oBaTenen.

Mapun E. B. JokymeHTaunoHHoe obecnedeHune ynpasneHus : yuebHoe nocobue / E.B. Magni.
— Mocksa : PUOP : MUH®PA-M, 2020. — 249 c. — ISBN 978-5-16-103959-5. - TeKCT : 9neKTPOHHbIN.
URL: https://new.znanium.com/catalog/product/1065817 — Pexwum goctyna: anst aBTopums.
nonb3oBaTenen.

OcHoBbl genonponseoacTea : yuebHoe nocobue / A.M. Acanues, .. MupoHosa, E.A.
Kocapesa, I".I". BykoBu4y. — 2-e uag., ncnp. un gon. — Mocksa : UHOPA-M, 2021. — 146 c. — ISBN978-5-
16-015831-0. - TekcT : anekTpoHHbIi. URL:https://znanium.com/catalog/product/1246746. — Pexum
JocTyna: Ansg aBTopus. Nosnb3oBaTene.

1.2. Temamu4eckull nnaH meopemu4ecko20 oby4eHusi

Pasgen 1. [lokymeHTUpOBaHWe ynpaBneH4Yeckon AeATeNbHOCTM.

Pasgen 2.MMpaBuna ocopmneHnss OCHOBHbIX BUAOB OpraHM3auMoOHHO-pacnopsaanTenbHbIX
AOKYMEHTOB.

Pasgen 3. OpraHmnsaums paboTbl C OKYMeHTaMu.

Paznen 4. ABTOMaTM3aLus NpPoLIECCOB [OKYMEHTALMOHHOIo obecnevyeHus ynpaBneHus.

2. MaTepuanbl no nabopaTopHbIM 3aHATUAM
2.1. MeTogun4yeckue yKkasaHuUs no BbINOJTHEHUIO JTabopaToOpHbIX pPaboT No gucuUnsIIHe

HeobxogumbiMn  CTPYKTYpHbIMW  3riemMeHTamn  nabopaTopHon paboTbl,  MOMUMO
CaMOCTOATENbHON AEATENbHOCTN CTYAEHTOB, ABMSIOTCA MHCTPYKTaX, NMPOBOAMMBIN NpenodasatenemM, a
Takke opraHu3aums 3awuTbl BbINOMHEHNs nabopaTopHon paboTbl.

BbinonHeHnio nabopaTopHbix paboT npedwecTtByeT MpoBepka 3HaHUM CTYOEHTOB — MX
TEOPeTNYECKON FOTOBHOCTYM K BbIMOMHEHWIO 3a4aHusl.

OueHkn 3a BbinonHeHve nabopaTopHbIX pPaboT BbICTABMAATHCA MO NATMOANNBLHOM cCUCTEME U
YUUTBIBATLCA Kak NokasaTenn TekyLlen ycrneBaeMoCTu CTYAEHTOB.

O6wwe uenn nabopaTopHOro 3aHATUA CBOOATCS K 3aKpenfeHU0 TEOPETUYECKNX 3HaHWIA, Bonee
rnyboOKOMY OCBOEHMIO YK€ UMEILLMXCA Yy 00yyalowmnxcsa YMEHUA U HaBLIKOB U NMPUOOPETEHNIO HOBbIX
YMEHUI 1N HaBbIKOB, HEOOXOAUMBIX UM AMsi OCYLLECTBIEHNS CBOEN NPOodECCUOHANBHON AEATENBHOCTU U
COCTaBMsAOWMX KBaNM@UKaLNOHHbIE TpeboBaHMSA K cneumnanmcTy.

OcHOBHbIMK 3aa4aMu NTabopaTopHLIX 3aHATUI ABNSIIOTCS:

* yrnybneHne TeopeTNYeCcKkon N NPakTUYECKON NOAroTOBKY;

* npubnumxeHne y4ebHOro npouecca K peanbHbIM YCIoBUAM paboTbl TEXHUKA;

* pasBUTME WHMLMATMBBI M CaMOCTOSTENBHOCTU OOy4yalLMXC BO BPEMS BbINOMHEHUS UMUK
NPaKTUYECKUX 3aHATUN.

JNNabopaTopHble 3aHATUA CrpynnuMpoBaHbl MO TemMaM nporpaMmbl  Kypca W cogepxat
pekoMeHAauMn 1o BbINOMHEHUIO 3a4aHui, 3aJadn, KOHTPOMbHblE BOMPOCHI ANA NpoBeAeHUst
NPaKTUYECKUX N CEMUHAPCKNX 3aHATUN.

MPABUIA BbINOJIHEHNA NABOPATOPHbBLIX PABOT
O6y4alolmnincs OOMKEH BbIMOMHUTL NabopaTopHylo paBoTy B COOTBETCTBUU C MOMYyYEHHbIM
3agaHuem.

Kaxxgbin obyyatoLmiicst nocne BbiNOSIHEHUST paboThbl JOIMKEH NPeaCcTaBUTL OTYET O NPOAENaHHON
paboTe ¢ aHanM3oM NoJly4YeHHbIX Pe3ynbTaToB U BbIBOAOM Mo paboTe.

MpakTnyeckas padéota Ne1
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((HOKyMeHTMpOBaHVIe ynpaBnquecxoﬁ AeATeNIbHOCTU»
Uenb paGOTbI: CocTtaBnATb U O(*)OpMnilTb opraHu3aunMoHHble OOKYMEHTbI

1. BbINONHUTBL NpeasioXXeHHble 3agaHna
2. CocTtaBuTb OTYET O BbINOSIHEHHON paboTe (pacnevatatb Tpebyemble 3agaHUsa U BOXUTb B
TeTpagb)

3apgaHue 1

Paspaboratb wratHoe pacnucaHme Ha 20 r. Ha ocHoBaHuu copmbl OKY[1 0301017 (gaetca B
an. suge) n ctp. 103 yyebHuka M.M. BacakoB U gaHHbIX O JOMKHOCTHOM U YucneHHoMm coctase OO0
«Cneurexmatu».

B ctpyktype OO0 «Cneurtexmalu» BkntoveHbl otaensl: 01 AgmuHuctpauusa, 02 OTtgen kagpos,
03 byxrantepus, 04 OToen mapkeTuHra, 05 QkoHoOMUYECKUA OTAEN.

B coctaB AQMUHUCTpauUnn BXOOAT:

- anpekTtop ¢ oknagom 32000 py6. HagbaBka 3a cneumduky padoTsl 5%, 3@ HEHOPMUPOBAHHbIN
pabounii geHb 10%.

- 3amecTuTenb Auvpektopa no obwwum Bonpocam ¢ oknagom 25000 py6. ¢ Hagbaskonm 3a
HEHOPMMPOBaHHbLIN pabounin geHb — 10%.

- rmaBHbI Byxrantep ¢ oknagom 22000 py6. ¢ HagbaBkow 3a HEHOPMUPOBAHHbLIN pabounii AeHb
—10%.

B coctaB otgena kagpoB BXOOAT:

- HavanbHKK oTaena kagpos ¢ oknagom 18000 py6. HagbaBka 3a cneunduky paboTtbl 5%;

- cneyunanuct no kagpam ¢ oknagom 15000 pyb. ;

- cekpeTapb ¢ oknagom 12000 py6. n HapbaBkon 5% 3a CoOBMELLEHWNE JOIMKHOCTH apxuBapuyca.

Byxrantepus BKMoYaeT criefyloLmnx COTPYAHMKOB:

- byxrantep-pac4yeTtunk 1 kateropum c oknagom 15000 py6.;

- byxrantep-maTepmanucT 2 kateropum ¢ oknagom 13000 py6.

B otgene mapkeTuHra pabotator:

- OBa areHTa no cHabxeHuto ¢ oknagom 15000 py6. ¢ HagbaBKoW 3a HEHOPMUPOBAHHbIN pabounn
aeHb — 10%;

- OBa areHTa no cobbiTy ¢ oknagom 15000 ¢ HagbaBkon 3a HEHOPMUPOBAHHBIA pabounn AeHb —
10%.

B wraTe sSKkOHOMUYECKOro oTaena cocToNaT:

- BegyLmi akoHoMmucT 1 kateropum ¢ oknagom 18000 py6. HagbaBka 3a cneuundmky pabdotsl 5%;

- cekpeTapb ¢ oknagom 12000 pyo.

3apaHue 2

PaspaboTtaTb nonoxeHve o KagpoBoOW cnyxbbl Ha ocHoBaHuM dopmynspa obpasua (ctp 105
yyebHuka M.WN. BacakoB) wu paHHbIX O paboTe kagpoBow cryxObl, ansa npumepa [punoxexHve 1
npvBeAeHO NoMoXeHne o nHaHCOBOM crnyxbe (CTPyKTypa pa3genoB B NPUMeEpPEe HECKOMNbKO OTnM4aeTcs
oT cbopmynspa bacakosa cTp. 105). Bam Heobxoaumo caenatb no dpopmynapy bacakosa Ha cTp. 105.

Opranunsaums OO0 «Cneurtexmalu» 3apernctpupoBaHa Agpec: 423250, Pecnybnuka TatapcTaH,
r. JleHnHoropck, yn. Yankosckoro, a. 78

Ten./pakc (85595) 4-14-14

E-mail: 41414@mail.ru

http://www.org.tur.ru

OKIO 02842708 OI'PH 1027700380795

WMHH/KIM 7708033140/771001001

OupekTop MBaH Hukutny Anunyes

3aronoBku pasgernoB HyMEpYTCS pUMCKUMK undpamm (Tovka, Nnpoben) nuwyTcs 3arnaBHbIMU
OykBamn. B koHUe 3arornoBka Touyka He cTaBuTCA. [MOANYHKTbI Kaxgoro pasgena odopmIisoTes
apabckummn uudpamm (pa3gensdoTcs TOYKOM) C TOYKOW Ha KoHue (Hampumep, 1.1, 1.1.1, 2.1 n 1.4.). Co
BTOPOW CTPaHWLbl MONOXEHWUsI HAYMHAETCSA HyMmepauus (No LeHTPY BEPXHEro nossi 6e3 To4vek).

MonoxeHne paspabaTbiBaeTcs B COOTBETCTBMM C YCTaBOM OpraHu3auuu, perynupyet

NMOBCEOHEBHYID [AesTenbHOCTb KagpoBon cnyxbbl OOO «Cneurexmaw» B COOTBETCTBUMM C
yypeaunTenbHbIMU JOKYMEHTaMu, yCTaHaBnMBaeT:

— OpraHu3aunoHHO-NPaBoOBON CTaTyC CNyxXoObl.

— TlepeyeHb yHKLUMI 1 3aga4 cnyxbbl B 06r1acTu opraHn3auumn kagpoBon paboTsl.

— TlonHomouunsa cnyxBbl, a Takke NOpsgoK ee B3anmodenCTBUS C APYTMMU CTPYKTYPHbIMU
nogpasgeneHmammn (OOMMKHOCTHBIMM  NUuaMn) npegnpuaTvsa no BOMpocaM  KagpoBOK
paboThbl.

— OTBeTCTBEHHOCTb CryX0Obl 3@ HEHaANexallyto opraHu3auunio kKagposon paboThbl.

B cBoen pgedAtenbHOCTM KagpoBas crnyxba pykoBOACTBYETCS AEWCTBYIOWMM 3aKOHOOATENLCTBOM,
HaCTOALLMM NONOXeHnem n HopmaTnsHbeiMu aktamm OOO.

OCHOBHbIMK 3a4a4a KagpoBOW CryX0bl SABMAKOTCSA:


mailto:41414@mail.ru
http://www.org.tur.ru/

OpraHu3auMoHHbIe, aAMUHUCTPATUBHbIE 3a4ayM:

OpraHusaums pekpyTuHra CoTpyaHMUKOB.

OpraHusaums coumanbHo-NpodeccnoHanbHOM aganTaumm CoTPYAHNKOB.
OpraHuzaunst o0y4eHus (TPeHUHra) COTPYAHMKOB.

OpraHusaums KOHTPOSSMHIA COTPYAHWUKOB.

OpFaHI/I3aLI,I/IF| MoTmBauunn COTPyOQHUKOB.

OpraHusauns poTaumm COTPYaHUKOB.

OpraHnsaums kagpoBOro Aenonpon3BoacTBa.

MHdopmaumoHHbIe 3agayun:

OdbopmneHue 1 BegeHUe TPYOOBbIX KHUXKEK, NINYHBIX KapToYeK, NINYHbIX AeN, CTPaxoBbIX
CBMOETENbCTB  rOCYyQapCTBEHHONO MeHcuoHHoro cTpaxoBaHus (IMIC), meauumHCKMX
nonmncoe obsi3aTenbHOro MeanumHckoro ctpaxosaHusi (OMC).

MopaepxaHve B akTyanbHOM COCTOSIHMM 6a3bl JaHHbLIX O COTPYAHMKAaX NpeanpusaTus.
BeneHune yyeTHO-cnpaBoYHOM paboThl.

KoHTponupytowme 3agauu:

KoHTponb 3a cobnogeHnemM Ha NpeanpusTMM 3akoHodaTernbCTBa, HOPMaTUBHO-NPaBOBbLIX
aKTOB, fOKaribHbIX aKTOB, OpraHu3aUnoHHO-pacnopsiAMTENbHbIX akTOB B 06r1acT kagpoBoW
paboThbl.

KoHTponb [0CTOBEPHOCTM CBeAeHWN (MepcoHanbHbIX AaHHbIX), coobliaembix o cebe
COTPyAHMKaMWU.

OpraHu3auns NnpoBedeHnst BHYTPEHHNX MPOBEPOK M paccriefoBaHUNA.

PyHKUMAMM KagpoBOKM CryX0Obl ABNATCA crneayoLme:

OpraHu3aunoHHas (aAMMHUCTpaTMBHaS).
WHdpopmaumoHHas.

KoHTponbHas.

PerynatnsHas.

MeTtoanyeckas.

Kapposas cnyxba nMmeeT npaso:

Tpebosatb npu nNpveme Ha paboTy U B APYrMx yCTAHOBMEHHbIX Criydasx npeacTaBreHus
COTPyOHWKaMX COOTBETCTBYIOLLMX [OOKYMEHTOB: nacrnopta WnuM 3aMeHsloLero ero
AOKYMEHTa, TPYAOBOW KHWXKKW, AOKyMeHTa o6 obpasoBaHum (Hanmuummn crneuunanbHbiX
3HaHuM (ymeHun)), ctpaxosoro ceuagetensctea [TIC v gp.

[daBaTb 4OMKHOCTHLIM NMUaM NpeanpuaTMa obasaTenbHble AN UCMOMHEHNS yKka3aHus no
BOMpoCaM, OTHOCSALLMMCSH K KOMMNETEHLNWN KaapoBOW Cry>K0bl.

BHoCcuTb Ha paccMoTpeHue pykoBOACTBA NPeAnpuATUS NpedsiokeHuss no Bonpocam
opraHv3aumu kagpoBon paboThbl.

OcyllecTBnATb B3avMOZEWCTBME C OpraHamu BracTv (ynpaBreHusl), CTOPOHHUMU
opraHu3auMaMy (NPeanpuAaTUAMU, YYpEeXOeHWsAMW) Mo Bonpocam, OTHOCALMMCH K
KOMMeTEHL N KaapoBOW CIyXObl.

OcywecTBnaTb PeErynsipHbli  KOHTPOMb 338 WCMOMHEHWEM  OOSMKHOCTHBIMW - Avuamu
npeanpusatus  TpeboBaHui, MpeabsaBnseMbIX K OpraHusauuMu KagpoBon paboThbl,
nepuoguyeckn MHHOOPMMPOBATL COOTBETCTBYIOLWIMX NUL, a TakkKe pPYKOBOACTBO
npeanpusTUs 0 pesyrnbTatax KOHTPONS.

Kagposas cnyxba obsa3aHa:

MoppepxusaTtb ycnosus, obecneuvmBaowme Tpebyemyo 3PHEKTUBHOCTL KagpOBOM
paboThbl.

ObGecneunBaTb COXPaHHOCTb MOJMyYEHHbIX CBEAEHWA O COTPYAHWKaxX OT pasrnalleHus
(yTpaTbl) B npouecce o6paboTku.

MpepocTaBnATb  opraHaMm  ynpasneHus  (Blactu),  CTOPOHHUM  OpraHv3aumsm
(NpeanpusaTnAM, yupexaeHusm) nHdopmMaLmio No Bornpocam, OTHECEHHBIM K KOMMNETEHLMM
KagpoBou cry0bl, B COOTBETCTBUM C AENCTBYIOLLMMUY Ha NPeanpuaTumn npasunamu.
MpepocTaBnATb PyKOBOACTBY MpeanpusaTus OTY4ET O pesynbTartax kagpoBon paboTbl He
nosgHee... yucna Mecsua, cnegyrowero 3a OTYETHbIM.

KagpoBas cnyx6a HeceT OTBETCTBEHHOCTb 3a:

Hapnexaluyo peannsauuio BO3NoXXeHHbIX Ha Hee 3agau.

CobniogeHne TpeboBaHWIA 3akOHOOATENBCTBA, HOPMATMBHO-MPABOBLIX AKTOB, FOKaITbHbIX
aKTOB, OpraHM3aLOHHO-pacnopAAUTEnNbHbLIX akTOB B 06nacTu kaapoBoi paboThl.
COTpyOHUKM CryxObl HEcyT OTBETCTBEHHOCTb 3a WCMOSIHEHWE CBOMX O0si3aHHOCTEN B
obbeme, NpeaycCMOTPEHHOM  COOTBETCTBYWOLMMWU  TPYAOBbIMW  [OroBopaMu U
OOMKHOCTHBIMU MHCTPYKUMAMU. Topsiaok NpUBNEYEHUs COTPYAHWKOB KagpoBOM CryXObl K
OTBETCTBEHHOCTU onpeaensietca [lpaBunamyM BHYTPEHHEro TPYAOBOro pacnopsiaka
npeanpusaTus.

B uvHTepecax Hagnexallero OCYLLECTBIIEHWSI CBOeN [OeATenbHOCTW KagpoBasi crnyxba opraHusyet
B3aMMOZEeNCcTBME C APYrMMU CTPYKTYPHBLIMUW NMoApasaeneHnsamMmm n 4OMKHOCTHLIMY uLammn NpeanpusaTus,
a B HeoOXOOMMbIX Cryyasix - C opraHamu BriacTtu (YNpasrieHusi), CTOPOHHWMU OpraHu3auusMu
(NpeanpusATUSIMU, YYPEXAEHUSIMU) B COOTBETCTBUM C YCTAHOBIIEHHBIM MOPAOKOM.



OpraHusaumoHHast CTpyKTypa ¥ KBarnmukaLMoHHO-YUCIIEHHbIN COCTaB KaapoBOW cnyx6bl onpegenseTcs
ncxopas U3 cogepkaHusi 1 oo6bema Bo3snaraeMblx Ha Hee 3aayv pacyeTHbIM METOLOM.
OpraHuzaumoHHasi CTpyKTypa KagpoBoW criykbbl BkIoyaeT cregylowye nogapasgeneHus

(camocTosTenbHble y4acTkm paboTbl) (cM. cxemy 1)
aAMVHUCTPaTMBHbINA OTAEN;
oTAen PeKpPpyTuHra;
oTAeN NOAroTOBKU KaapoB.;
OTAEeN KOHTPOIINHIa;

AIMUHMCTPaTUBHEIMN
oTme
T'pynna T'pynna
ypaBJIeHUA OeJIONPOU3BOLCTERA
T'pynna Tl'pynna npueMa
IJIaHVPOBAHUSA n obpaueHuM
OTnesl peKpyTHUHTa
T'pynna T'pynna
Ioucka oTbopa
T'pynna T'pynna xazgpoBOI'O
HaMMa pezepra
OrTnmeJsi NOOIOTOBKU
KaIpoB
I'pynna I'pynna mMoTMBaLUMU
amanTauunm
I'pynna I'pynna
obyuenusa N 1 obyuenusa N 2
Ornent
KOHTPOJIJIMHT A
T'pynna yuera I'pynna olLeHKU
I'pynna I'pynna
aHaumsa IPOBEPOK
Ornmest poraumm
I'pynna T'pynna
IepeBoOnoOB epeMele NN
I'pynna I'pynmna OTHNYCKOB
YBOJIbHEHUM VI KOMaHIVPOBOK

Cxewma 1

OueHka pa60TbIKaﬂpOBOﬁ cnym6b|onpenenﬂeT0ﬂ Nno KpUtepmuamMm cBOeEBPEMEHHOCTLb BbINMOJTHEHNA

paboTbl 1 ee Ka4yecTBo.




MpunoxeHune 1

VTBEPXKJIAIO
f};’rr;;:fauw ['eHepaIbHBII TUPEKTOP
N.O.Damunus
00.00.0000 r.

000 «KomnaHus»
110110, Mocksa
Yn. Teepckas, a.15, oduc 215
Ten. (095) 115-00-00
dakc: (095) 115-00-01
E-mail: rol@mail.ru
OKIMO 00000000
OKy[ 02521111

MOJIOXEHWNE
0 hMHaHCOBOW ANpeKLUn

1. OBLLUME NOJIOXKEHUA

1.1. duHaHcoBasA AMpeKUUst ABMASIETCA CaMOCTOSTENbHbIM CTPYKTYPHbIM nogpasgefneHvem
KopnopaTuBHOro oduca.

1.2. dvpekumsa co3gaeTcsa n NMKBUAMPYETCSH NPUKa3om npe3ngeHTa kopnopaumu.

1.3. Inpekumsa nogunHAeTcs HenocpeacTBEHHO MPe3naeHTy Kopropauun.

1.4. Inpekumio Bo3rnaenseT UHAHCOBbLIN AMPEKTOP, Ha3Ha4YaeMmbld Ha OOMKHOCTb MPUKa3oMm
npesnaeHTa kopropauuu.

1.5. ®HaHCOBbLIV AMPEKTOP UMEET OAHOro 3aMeCcTUTENS.

1.6. OBbaA3aHHOCTN 3amecTuTens onpegdensalTcd (UHAHCOBbIM OUPEKTOPOM W yKas3aHbl B
AOMMKHOCTHOW MHCTPYKLMKN 3aMecTuTenss (oMHaHCOBOro AnpeKkTopa.

1.7. BamecTntenn ” HayanbHUKM CTPYKTYPHbIX nogpasgeneHuin B cocTaBe (PUHAHCOBOW
Avpekummn, gpyrme paboTHMKM OAMPEKLMU Ha3Ha4aloTCa Ha OOMMKHOCTL M ocBoboxaatoTcs oT
AOMKHOCTEN nNpuKasoM npe3ugeHTa Koprnopauuu Mo npeactaBneHnio  (OUHaHCOBOro
AvpekTopa.

1.8. B cBoen oeATensHOCTM AMPEKUUsa PYKOBOACTBYETCS:

- [OelCTBYIOLWMM 3aKoHodaTenscTeom PO;
- HacToALLMM NONOXEHMEM;
- npuvKasamu, MHCTPYKLUUSIMU, akTaMmn Kopropauuu.

2. CTPYKTYPA
2.1. CTpPYKTYpY W LWITATHYO YUCNEHHOCTb (PMHAHCOBOW AMpeKuUn yTBepxaaeT npesnaeHT
Kopnopauun wucxoaa w3 YCrnoBun M OCOBEHHOCTEN [eATenbHOCTU Koprnopauuu Mo
npegcrasneHnio GUHaAHCOBOro ANpeKTopa.
2.2. dvHaHCcOBaaA  AupeKkuus MOXET  CTPYKTypuMpoBaTb  CBOW  paboTy  cormacHo
HI/I)KeI'IpI/IBe,EI,eHHOVI CXeMbl.

DOUHAHCOBYS AMPEKIUS

Ka3naueiicTBo KoHTPOJILHO-PEeBU3MOHHBINI 0T/

Otaen GUHAHCOBO-IKOHOMHYECKOT0
aHaJIn3a

OTaes onTUMHU3ANMHE HAJIOT000J10KeHU S

2.3. lMonoxeHns o nopgpasfeneHnsax QuHaHCOBOW Aupekunn YyTBepXaalTcsd (UHAHCOBbLIM
AVMPEKTOpPOM, a pacnpegeneHne obs3aHHOCTEN MeXay COTPyAHMKaMu noapasfeneHui nNpou3BOAUTCS
pykoBogutenamu otgenoB. [lpu OTCyTCTBMM OTAENOB pacnpegerneHve obs3aHHOCTEN Mexay
COTPYOHWKaMU (PbMHaAHCOBOW ANpeKUMM NPON3BOAATCH (PUHAHCOBLIM AUPEKTOPOM.

3. 3BA0AYU N DYHKLUU
3.1. OcywecTBneHne eanHOM NONMTUKM B 06racTv oUHAHCOB KopropaLuuu.
3.2. OpraHusauus hmHaHCOBON OeATENBbHOCTM Kopriopauum ¢ Lenbio Hanbonee adhpekTMBHOro
MCMONb30BaHUSA BCEX BWAOB pPECYPCOB B Mpouecce [AOeATenbHOCTU U MONyvYeHus
MaKcMMarsbHOM NpUOLINM C MUHMMAasbHLIMUK 3aTpaTaMmu.
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3.3. PaspaboTka y4eTHOM 1 HaroroBon NOSINTUKMN.

3.4. AHanus N KOHTPOSb (PMHAHCOBO-3KOHOMMUYECKOrO COCTOSIHUS KOpnopaLumu.

3.5. MNMporHo3npoBaHne UHAHCOBLIX Pe3yrbTaToB.

3.6. OpraHmsauuss 1M BedeHMe ynpaBreHdyeckoro ydeta (cbop, obpaboTka W aHanus
MHGOPMaLMM O COCTOSTHUUN KOPNopaLmMmn C LEeNbio NPUHATUS NPaBUbHBIX YNPaBeHYeCKNX
peLueHunn).

3.7. BolpaboTka kpeauTHOM NOMUTUKN KOopnopauuu.

3.8. YnpaBneHue o60poTHbIMY CpeacTBaMn, KpeauTopckon n Aebutopckomn 3ag0mkKeHHOCThIO.

3.9. YnpaBneHue nsgepxkamu.

3.10. ObecneyeHne CBOEBPEMEHHOCTU HAMNOrOBbIX MMATEXeW, pacyeToB C KpeauTopamu u
nocTasLLMKaMW.

3.11. Cospganwve ycrnoBui anst apeKTMBHOIO UCMOMNb30BaHNSt OCHOBHbLIX (DOHAOB, TPYAOBLIX U
hMHaAHCOBLIX PeCYpCOB Kopropawmu.

3.12. YnpaBneHue ABwKeHMeM UMHAHCOBLIX PECYPCOB KOpropauum W perynvpoBaHue
(bMHAHCOBbLIX OTHOLUEHUA MEXOY XO3AWCTBYHOLWMMKU CyObeKkTamum B Lensdx Haubonee
3(PPEKTUBHOIO MCNONB30BaHNSI BCEX BUAOB PECYPCOB.

3.13. PaspaboTka hmHaHcoBON cTpaTern kopnopawmm.

3.14. CocTtaBrneHne npOEeKTOB MEPCMNEeKTUBHbIX U  TeKylwnx (UHAHCOBLIX MMAaHOB C
NpUoXeHnemM Bcex HEOBXOANMbIX pacyeToB.

3.15. lMoaroToBka MaTepuanoB Afs COCTaBneHus BM3Hec-nnaHoOB Kopnopauuu.

3.16. PaspaboTka nporHo3Hbix 6anaHcoB 1 OIOOXKETOB AEHEXHbIX CPeaCTB.

3.17. YuyacTtne B pa3paboTke NPOEKTOB NIaHOB: peanu3auny ycryr, KanuTanbHbIX BOXEHUN,
Hay4HbIX MCcneaoBaHWM 1 pa3paboTok.

3.18. YuacTtve B nnaHupoBaHMM cebecToMMOCTI YCryr U peHTabenbHOCTH MX NPOM3BOACTBA.

3.19. PaspaboTka NpOrHO30B OXMAaHWUs NpUObLINKN, pacyEéT Hanora Ha Npubbinb, cocTaBneHne
NnaHoB pacnpeaenenunsi NpubbINmM Ha rog 1 Nno KBapTanam.

3.20. Onpegenenne noTpebHOCTM B COOCTBEHHbIX OOOPOTHBIX CpeacTBax W pacyer
HOPMaTUBOB OOOPOTHbLIX CPeAcTB, MNMAHMPOBaAHWE MEPONPUATUA MO  YCKOPEHUIO KX
obopaunBaemMocTu.

3.21. PaboTa no m3biCkaHW0 COBCTBEHHbIX CPEACTB U NPUBIIEYEHUIO 3aeMHbIX CPeaCTB.

3.22. OnpegeneHve u peanusauus WHBECTULMOHHOW MOMNWUTMKK, YydacTve B paboTe no
N3bICKaHMIO AOMOSNTHUTENbHbBIX MHBECTULMOHHbBIX PECYPCOB.

3.23. Bsaumogencteme C KpeauTHbIMU YyYpexaeHusaMu Mo Bonpocam npegocTaBreHns
KpeauTHbIX pPECYPCOB.

3.24. OpraHusaumsa paboTbl MO 3aKIHOYEHUO [OOrOBOPOB O MPELOCTaBMEHUN KpeguToB U
KOHTPOIb 32 UX COOTBETCTBYHOLLNM 0DOPMIIEHNEM U COMPOBOXAEHNEM.

3.25. OGecneyeHre BbIMNOMHEHNA  KPEOWUTHbIX MIaHOB, CBOEBPEMEHHOro  MoralleHus
NonyyYeHHbIX KpeaUTHbIX CPeacTB, BKMYas BhINmaTy NPOLEHTOB 3a KpeauT.

3.26. PaspaboTka cTpatermm BbiBOAa LEHHbIX Oymar koprnopauuv Ha (QOHAOBBLIA PbLIHOK C
onpeaeneHneM n3gepXek UCnonb3oBaHns pasnuyHbIX POHOOBbLIX UHCTPYMEHTOB:

- onpepgerneHve Buaa LeHHbIX Bymar;
- BbIBOP NEepPBMYHOro Annepa ueHHbIX bymar nnm noptdensHoro nHeecTopa
- corracoBaHue C HAM YCNOBUIW NPOAaXn 1 TOProBon NnoLaaku.

3.27. Pabota ¢ ueHHbIMM Bymaramu (NpuvobpeTeHne akumi, obnvraumii u T. N.), KOHTPOMb 3a
noptdenem LeHHbIX bymar.

3.28. OnpepeneHve obbEMa 3aTpaT Ha BbiNNaTy AMBUAEHAOB MO aKLMAM KOprnopauuu.

3.29. YnpaBrneHue akTMBamu Koprnopauuu, onpegeneHme ux onTumanbHON CTPYKTYpbl, NMOArOTOBKA
NpeanoXeHni No 3ameHe, NMKBMOALUN aKTUBOB.

3.30. OnpepeneHne UCTOYHUKOB (DUHAHCMPOBAHUS KanuTarbHbIX BIIOXEHWNA.

3.31. PaspaboTka n yTBEpXAEHUE MIaHa KanuTanbHbIX BIIOXEHUIA.

3.32. OnpepeneHve nopsiaka u ycrnoBuii (oMHaHCUPOBaHUSA KanuTanbHOro MW TEKYLLEro peMOHTa
OCHOBHbIX (pOHA0B.

3.33. ObecneyeHne cBOEBPEMEHHOIO NOCTYNIEHNS JOXOA0B KOpropaumm.

3.34. BepeHue onepaTUMBHOrO y4veta UHAHCOBBLIX, pPacyeTHbIX W KPeaUTHbIX onepauun,
OCYLLECTBMSAEMbIX MPeanpUATUSMUN KOpropauun No nx cyetam B 6GaHKax U KpeaUTHbIX YYPEXOeHNsX.

3.35. ObecneyeHne CBOEBPEMEHHOCTM oOMnaTtbl CYETOB TMOCTABLUMKOB W MOAPSOYUNKOB 3@
OKasaHHbIe YCIyrn B COOTBETCTBMU C 3aKITHOYEHHBIMU JOTOBOPaMMU.

3.36. OpraHusaums paboTbl MO MepeyvncrieHnto nnaTexen M B3HOCOB MO Hanoram u cbopam B
rocygapCTBEHHbIN 1 MECTHbIV GHOOKEThI, FOCyAapCTBEHHbIE BHEOKKETHBIE coLManbHble (OoHAbI U T. A,

3.37. lMoproTtoBka HEOOXOAMMbIX MaTepuasnoB AMs NPOBEAEHMS B3aNMO3a4€ETOB.

3.38. PaspaboTka UK oOCyLleCTBNEHNE MEpPONPUSATUIA, CNOCOOCTBYHLIMX CBOEBPEMEHHOCTHU
nnarexewn, Bolbop OPM pacyeToB C KOHTpareHTamu u obecneveHwe cobniogeHus nNpaBun BedeHus
pac4yeToB.

3.39. ObecneyeHne CBOEBPEMEHHOCTM W MOSIHOTbLI BbINMaThl 3apaboTHOM nnaTtbl pabounm wu
cnyXawum Koprnopauum.

3.40. ObecnevyeHne UHAHCUPOBaHUSA 3aTpaT, NPedyCMOTPEHHbIX (UHAHCOBLIMM MNaHamMu,
nnaHammn KanutanbHbIX BIIOXXEHWUN.
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3.41. YvyacTtue B pa3paboTke NONOXEHUI, HanpaBneHHbIX Ha:

- obecneveHve nnaTexecnocobHOCTY;

- npegynpexgeHve oOpas3oBaHWs WM NWKBMOAUMIO  HEMCMONb3yeMbIX  TOBApHO-
MaTepuanbHbIX LLEeHHOCTEN, CBEPXHOPMATUBHLIX 3aNacos;

- MOBbILIEHNE peHTabenbLHOCTM NPON3BOACTBA;

- yBenu4yeHue npubbinu;

- CHVXEHMe n3gepXek Ha NPOM3BOACTBO Y peanusaumnio NpoayKunm.

3.42. OcywecTtBneHne MeponpuaTuin N0 yKpenneHuo puHaHCOBOW AUCLIMNIUHBI KOpRiopauuu

3.43. BepeHue yyeTra [OBMXEHUS PUHAHCOBbLIX CPEACTB W COCTaBfEHME OTYETHOCTU O
pesynbTatax (YUHAHCOBOM OEHATENbHOCTU B COOTBETCTBMM C BHYTPUKOPMNOpPaTMBHBIMW CTaHOapTamu
ynpaBrieH4YecKoro y4eta n OTYETHOCTU.

3.44. KoHTporb 3a NpaBUNbHOCTLIO COCTaBNEHNA U 0POPMIIEHNA OTYETHON JOKYMEHTauuun.

3.45. ObecneyeHne JOCTOBEPHOCTN (OUHAHCOBOW MHpopMaLuK.

3.46. [oseneHuwe nokasatenen (pMHaHCOBbLIX NNAHOB NPEANPUATUI Kopriopauuu.

3.47. CocTaBneHue v NnpeAacTaBneHe pykoBOACTBY Koprnopaumu:

- CBeJeHW 0 NOCTYMMNEHUN OEHEXHbIX CPeaCTB;

- OTYETOB O XOAE BbINOMHEHNS PUHAHCOBLIX, KPEOUTHBLIX U KAaCCOBbIX NITaHOB;

- MHopmaunm 0 PUHAHCOBOM COCTOSIHUM KOpropaLlnu.

3.48. PaspaboTka BantoTHON NONUTMKU KOopriopauuu.

3.49. OnpepgeneHve BO3MOXHbIX (PMHAHCOBbLIX PUCKOB, MX OLEHKA MPUMEHUTENbHO K KaXaoMy
WCTOYHWKY CpeacTB.

3.50. PaspaboTka npeanoXeHWW MO YMEHbLUIEHWNIO (PUHAHCOBBLIX PWCKOB W MNporpamMmm no
CTpaxoBaHuio.

3.51. OnpepeneHve cTpaTernv kopnopauum B obnactv NU3NHIOBbLIX Onepauui, oCyLlecTBNeHne
NN3nHroBoro ouHaHCUPOBaHMS.

3.52. PaspaboTka Mep no npogaxe, coaye B apeHay M 3anor 4YacTty akTUBOB, NUKBUAALUW UNn
KOHCepBaL KN OTAENbHbIX MOLLHOCTEN Y OOBEKTOB (B TOM YnCNe HepeHTabenbHbIX, MOOMIN3ALMOHHBIX).

3.53. AHanu3 npon3BOACTBEHHO-XO3ANCTBEHHOW W (UHAHCOBOW [OEATENbHOCTU Kopropauumn,
NPOrHO3MpoBaHWe ee pe3ynbTaToB (eXxekBapTanbHO U B LefoM 3a roj).

3.54. Yvyactue B LeHoobpa3oBaHWM Ha OTAENbHbIE BUAbI YCNYT.

3.55. OnpegeneHne 06bLEMOB (UWHAHCUPOBAHWUS  Hay4yHO-UCCNEAOBATENbCKUX,  OMbITHO-
KOHCTPYKTOPCKMX W MNPOEKTHO-U3bICKaTENbCKMX paboT cornmacHo cmetam 1 AorosBopam,
COrnacoBaHHbIMW CO CTPYKTYPHbBIMU NoapasgeneHsamm Kopnopauum.

3.56. KoHTponb 3a:

- BbINOMHEHNEM (PUHAHCOBLIX NAHOB M GlogKeTa, NNaHOB peanusauuun ycryr, KpeguTHbIX NiaHoB,

NnaHoB Mo NpuobINM M NO MHBIM (PUHAHCOBLIM MOKa3aTENsAM;

- NpaBunbHbIM U 3 MEKTUBHBIM pacxofoBaHUEM AEHEXHbIX CPeACTB;

- UeneBblM WUCMOMNb30BaHNEM COOCTBEHHBIX WM 3aeMHbIX OOOPOTHBbIX CPeAcTB MO CTPYKTYPHbLIM
nogpasaeneHnsmM n no koprnopawumm B LLenom;
- NpaBWMbHOCTbID COCTaBrieHWsi, OOPMIEHNs U YTBEPXKOEHUS CMEeT, pacyeToB OKynaemocTu

KanutanbHbIX BIOXEHWUNA.

3.57. Yyactne B onpegeneHun UHAHCOBLIX YCINOBUIM 3akmniovaemMbiX [OroBOpOB, 3JKCnepTusa
NPOEKTOB AOroBOPOB, NPEACTaBNEHHbIX KOHTpareHTaMu.

3.58. AHanus byxranTepckom 1 CTaTUCTUYECKON OTYETHOCTN.

3.59. ObecneyeHue noapasgeneHun Kopnopaumu WHCTPYKTUBHBIMU mMaTepuanamu,
OTHOCALLMMUCH K (PMHAHCOBOWM OeATeNbHOCTU Kopropauuu, paspaboTka MeToAMYECKMX YyKasaHun Mo
BornpocaMm (UHAHCUPOBAHUA OMepaLMOHHbIX pPacxodoB, KanuTarnbHbIX BIIOXEHWW, MpoYnX BUOOB
OesaTenbHOCTH.

3.60. PaccmoTpeHue obpalleHuin u Nucem rpaxkaaH v IopUANYECKUX MWL, MO BONPOCaM, BXOAALLMX
B KOMMETEHUUI0 P1HAHCOBOro noapasfaeneHns, opraHnsaums npoBepokK, NoarotoBka COOTBETCTBYHOLLUX
npeanoXeHun.

3.61. YyacTme B MNpPOBEOEHUN COBELLUAHMN-CEMUHAPOB C pPabOTHUKAMW  SKOHOMUYECKMX,
rHaHCOBBIX U ByxranTepcknx noapasgeneHui.

3.62. PaspaboTka mep no obecneyeHno Npo3pavyHOCTM (OMHAHCOBOrO COCTOSIHUA Kopnopauun (Ha
OCHOBE COBEPLLEHCTBOBAHMWS yNpaBneH4Yeckoro y4éta n 1. n.)

3.63. Yyactnme B npepenax CBOEW KOMMETEHUUW B PacCCMOTPEHUM BOMPOCOB, CBA3AHHbLIX C
yypexaeHuemM HOBbIX MpeanpuaTuiA, peopraHusaunen M nukBugaumen CTPYKTYPHbIX noapasgeneHui
Kopriopauuu.

4. NPABA

4.1. duHaHcoBas ANpeEKUNS UMEET NpaBo:

4.1.1. JaBaTb ykasaHusi B paMkax (hDMHAHCOBOW MOMWTUKMA KOpMopauumu C Lenbi KOHTpOmnsa Hag
X03ANCTBEHHON OeATENbHOCTBLIO NPeanpUATUN B COCTaBe Koprnopauun.

4.12. TpeboBaTb M nony4yaTb OT APYrMX CTPYKTYPHbIX NOApPa3ferieHuni Koprnopauuu OaHHble
aHanmsa xXo3sIMCTBEHHOW AeATenbHOCTY NPeanpusaTun, Heobxogumele Ans paboTel AMPEKL M.

4.1.3. BecTu nepenucky no BornpocamMm MeTogonornm (puHaAHCOBOro yyeTa M OTYETHOCTU, a TaK Xe
APYrvMM BOMpOCaM, BXOAALWMM B KOMMNETEHUMIO AUPEeKuMn n He Tpebywmx cornacoBaHus C
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PYKOBOACTBOM KOpropauuu 1 pykoBoauTensiMv OpYrnx nogpasgeneHui.

4.1.4. He npuHMMaTb K WCMOMHEHWIO W OMOPMIIEHUIO LOKYMEHTbl MO onepauusM, KoTopble
npoTuBOpeYaT 3aKkoHoA4AaTeNbCTBY, HAPYLLAT AOrOBOPHYIO Y (OUHAHCOBYIO ANCLUMITNHY.

4.15. lNpepcTaBMTeNbCTBOBaTh B YCTAHOBIEHHOM MOPSiAKE OT MMEHW KOprnopauun no Bompocam,
OTHOCSILLMMCH K KOMNETEHUUN OUPEKUUWN, BO B3aVMOOTHOLUEHMSIX C HanoroBbiMW, FrOCYAapCTBEHHbIMU
yyYpexxaeHnsaMun u opraHaMmym MeCTHOro camoynpasneHusl, 6aHkaMn, KpeaUTHBIMU YUPEXAEHUAMU, U T. 4.

4.1.6. BHoCUTb npennoxeHus PyKOBOACTBY KOprnopauuv O MNpuBAEYEHUW K MaTepuanbHOW W
ANCUUNNNHAPHOW OTBETCTBEHHOCTU JOMKHOCTHBIX MWL, MO pe3ynbTatam NpoBepok.

4.1.7. OaBaTb pasbACHEHUS, peKOMeHAaUMM 1 yKkazaHus No BOMpocaM, BXOASALLMM B KOMMETEHLNIO
AnpekLmn.

4.1.8. lNMpoBoanTb M y4acTBOBaTb B COBELUAHWUSIX MO BOMPOCAM XO3SNCTBEHHOW AesATEeNbHOCTU
Koprnopauuu, ee MHaHCOBLIX Noka3aTenen.

4.1.9. To cornacoBaHuio C PyKOBOACTBOM KOpMopauun unm ApYrumMu ynoSTHOMOYEHHBIMU NLIaMMU,
npvBMekaTb 3KCMEpPTOB U CNeumanucTtoB B 06racTu (pMHAHCOBOrO KOHCANTWMHra AN KOHCynbTauum,
NMOArOTOBKM 3aKMOYEHWI, PEKOMEHAALMIN N NMPEOSIOKEHNN.

4.2. ®MHAHCOBLI OUPEKTOP BU3NPYET BCE OOKYMEHTbI, pernaMeHTUPOBaHHbIE KOPMOPaTUBHON
(MHAHCOBOWM MONMUTUKOW, CBSI3AHHbIE XO3AWCTBEHHOW [OeATEeNbHOCTLI NPeanpuaTMini B cocTaBe
Kopriopauuu (cTpaTermdyeckme W OrnepauuoHHble MnaHbl, OM3Hec-nnaHbl, KOpnopaTUBHbIE OTYETHI,
AOroBopa, CMeThl, CNpaBk1 U T. N.)

4.3. ®MHaHCOBLIN ANPEKTOP TaKkKe NMeEeT Npago:

4.3.1. TlognuceiBaTb NnaTexHble, pacyeTHbIe, KpeauTHbIEe U Apyre (PUHAHCOBbIE JOKYMEHTbI.

4.3.2. BHOCUTb NpeanoXeHnsi B AUPEKLMIO NO NepCcoHany O NOOLUPEHUsIX 3a yCreLlHyo paboTy,
a TaKkKe nNPeanoXeHUss O HanoXeHWW [UCLMNNMHAPHBIX B3bICKAHUA Ha pPabOTHUKOB,
HapyLlaLWwmux TPyA0BYHO OUCUUNIVHY.

5. OTBETCTBEHHOCTb
5.1. OTBETCTBEHHOCTb 3a Hajrexallee N CBOeBpPeMEHHOE BbINOMHeHe PYHKUMA AMPEKUMN HECET
MHaAHCOBbIN ANPEKTOP.
5.2. Ha comHaHCcOBOro AnpekTopa Bo3naraeTcs nepcoHarbHas OTBETCTBEHHOCTb B Criyyae:

5.2.1. HecooTBeTCTBMA wu3gaBaeMblX AUPEKLMEN WHCTPYKUMW W yKasaHui no Bompocam
hbvHaAHCOBON  OEATEeNbHOCTM  Kopropauuu, yvyeTa WM OTYETHOCTH, [OeWCTBYIOLLEMY
3akoHogartenbcTBy PO.

5.2.2. CocTtaBneHus, yTBepxaeHus u npegoctaBneHns HeJoCTOBEPHON CBOOHOW (DUHAHCOBOM
OTYETHOCTM U HapYyLIEHUs CPOKOB €€ npefocTaBneHus npesngeHTy  Kopropauuw,
COOTBETCTBYIOLUNM CTPYKTYPHLIM NogpasferneHnsiM, HanorosbiM opraHam u T. A.

5.2.3. He obecneveHns wvnu HeHagnexauwero obecneyeHun PyKOBOACTBA  Koprnopauum
CTPYKTYPHbIX noapasaeneHnn nHdopmaumen no prHaHCOBbLIM BONPOCaM.
524, HecBoeBpeMeHHOro, a TaKKe HeKa4yeCTBEHHOIO WCMOMHEHNs MOpYyYEHUI
PYKOBOAWM KOpropauuu, CBA3aHHbIX C AeATENbHOCTLIO ANPEKLMMN.
5.2.5. Wcnonb3oBaHus COTpyAHMKaMKN ANPEKUMM MHOPMaLMK B HECMYXEOHbIX Liensx.
5.2.6. HecobniogeHnsa coTpyaHMKaMu AMPEKLUN BHYTPEHHEro TPy40BOro pacnopsiaka.
5.2.7. HecobniogeHusa coTpyaHMKaMmm AMPEKLMN HOPM OXpaHbl Tpyaa.
5.3. OTBETCTBEHHOCTb COTPYAHWUKOB (PMHAHCOBOW AMpEKuMM onpedensieTcs MX LOSMKHOCTHbIMU
WHCTPYKLUUSMW.

PykoBoauTenb CTpyKTYpHOrO
MogpasnenexHns (Pamunus, nHuumansl)
noanucbk

M.I.
COIMACOBAHO
[OomKHOCTHOE NNLLO, C KOTOPbLIM CorrflacoBbiBaeTcs [NonoxeHve

(Pamunuga, nHuumansl)

noanucb
00.00.0000

HavanbHuK topugnyeckoro otaena
(Pamunua, nHuumansl)

noanuch
00.00.0000
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MpakTuyeckas pab6ota Ne 2 «OcopmneHne opraHu3aLMOHHO-pacnopaAUTENbHON OOKYMEHTauumn
(coctaBneHue n odopmneHne NpUKasoB NO OCHOBHOM AeATENIbHOCTU, peLleHun,
pacnopsikeHUn.)»

Llenb paboThki: CocTtaBnATh U 0hopMnATbL pacnopsiguTeribHble OKYMEHTbI, MPUKa3bl.

Mopspok BbINONMHEHUs paboThl

1. BINONHUTE NpeanioXeHHbIe 3a4aHus
2. CocTtaBuTb OTHET O BbINOMHEHHOW paboTe (pacnedataTb Tpebyemble 3agaHUs U BRIOXWTbL B
TeTpaab)

3apaHue 1
OdopmMuTb 3asiBneHue kaccupa 3aBoga «CBeT» ¢ npocbboli k reHepanbHomy aupektopy A.C.
[poBHuKOBY NpefoctaBuTb yyeHndeckmi otnyck ¢ 06.03.20_ no 18.03.20__ npogosrmkuTenbHocTblo 13
KaneHgapHbIX AHEN Ha OCHOBaHMM cnpaBku — BbidoBa Ne 5655 ot 01.03.20_ . ®.M1.0. kaccupa ViBaHoBa
WpwuHa lMeTpoBHa. [na npumepa ncnonb3ymnte npunoxexue 1

3apaHue 2

OdopmuTb nNpukas nNo NMYHOMY COCTaBy Ha OCHOBE JaHHbiX 3agaHua Ne 1 u obpasua
NPUNoXeHns 2.

Mpuka3s Ne 65k ot 05.03.20__ «O npepocTtaBneHmMmn y4eHNYECKoro oTrnycka» kaccupy 3asoga W.I.
MeaHoBHOM ¢ 06.03.20  no 18.03.20__ npogomkuTenbHOCTbO 13 kaneHOapHbIX AHEW Ha OCHOBaHUU
cnpaBku-Bbl3oBa Ne 5655 o1 01.03.20__ v 3aasneHua kaccupa W.. iBaHOBHOW.

MpocTaBuTb BU3y cornacoBaHusi HadanbHuka otaena kagpoB O.A. CepreeBovi M OTMeTKy 00
O3HaKOMJIEHMM C NprKa3oM MIBaHOBON.

3apaHue 3

OdopMUTb MpUKa3 MO OCHOBHOM OEATENbHOCTM Ha OCHOBE MNpPeAnoXeHHbIX o6pa3suoB B
NpUNoXeHun 3 n 4.

B cooteBetctBuM ¢ PacnopsxeHunem MwuHuctpa ot 04.03.20_ Ne 115 «O6 ycuneHum
NpOTUBOMNOXapHOW 6e30NacHOCTM U yCUNEeHUN oxpaHbl B Nepyoa npasgHNYHbIX AHEN» COCTaBUTb MpUKas3
Ne 245 ot 06.03.20__ n3gaHHbIN AupekTopoM Hay4HO-Npon3BoACTBEHHOrO 06beanHeHns «Arponpnbop»
r. Mockebl M.[1. FanknHbIM.

B pacnopsiaMtenbHOM YacTu BblAENUTb 4 NyHKTa:

1. O6 opraHusaumun yoopku Tepputopun 06bENHEHNS

2. O npoBepKe COCTOSHMSA 3MEKTPONPOBOAKM

3. O npegoctaBneHMnm B CekpeTapuat reHepanbHOro [OUpekTopa CrvMcka COTPYOHUKOB,
npebbiBaHNE KOTOPbIX HEOOXOAUMO Ha TEPPUTOPUMU 0O bEeOUHEHUS B NPa3gHUYHbIE OHN

4. KoHTponb 3a UCMOMHEHNEM BO3MaraeTcsl Ha rMaBHOro nHxeHepa obbeamHeHus MN.P. >Kaposa.

Kaxabln NyHKT paccMoTpeTb no cxeme «KoMy?», «4To HyxHO caenatb?», «[Jo Kakoro cpoka?».

Hanpuwmep, k n.1 3aBegyowemy cknagom O.H. HukutuHy opraHnsosatb yoopky Tepputopun oo
07.03.20__.

lMpocTaBuTb BM3Y MaBHOMO MHXeHepa

MocTtaBuTb oTMeTKy 06 ncnonHutene. icnonHutenem siensietca ConosbeBa TenedoH 302-34-56
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MpunoxeHune 1
OBPA3EL 3AABJIEHUA

"eHepanbHOMY OupeKTopy
AO «YdaHedTerasctpon»
P.B. TyxsatynnuHy

oyxrantepa A.B. 3axaposa

3AABITEHUE
Mpowy npenocTtaBuTh oYepenHoW OTMYCK Ha OCHoBaHuu rpacduka otnyckoB ¢ 01.03.2009 no

28.03.2009 npoaomKNTENbHOCTBLIO 28 KaneHaapHbIX gHEN.

A.B. 3axapos
20.02.2009
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MpunoxeHue 2
OBPAS3EL, NPUKA3A NO NINYHOMY COCTABY
TOO «CsetnaHa»
NPUNKA3
10.03.2009 Ne 68
O npueme Ha paboTty
MNPUKA3BLIBALO:

MpuHate C.M. PakutuHy Ha OOJPKHOCTb rnaBHoro Oyxrantepa uexa Ne 1 ¢ 05.03.2009 c
oknagom 10000 (aecaAtb Tbica4) pybnen B MecsiL, COrnacHO 3aknto4eHHOMY TPYAOBOMY KOHTPAKTY.

OcHoBaHue: Tpynoson koHTpakT Ne 20 ot 05.03.2009

"eHepanbHbIA QUpPEKTop 0O.B. Cugopos
3amecTuTenb gupekTopa rno kagpam C.M. MNaenoBsa
KOpuckoHeynbT C.K. UrHaTtbeB
C npuka3om o3HaKoMMeHa C.M. PakntuHa
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MpunoxeHue 3
MAKET NPUKA3A NO OCHOBHOW AEATENBLHOCTU

HaumeHoBaHve MUHMCTEpCTBA
Wn BeOOMCTBa

HanmeHoBaHWe opraHusauum
MPUKA3

00.00.0000 Ne

MecTo ns3pgaHus

3aronoBok (KpaTkoe codep)xaHue, BblpaXXeHHoe
oTrnarosibHbIM CyLLEeCTBUTENbHbIM B NpeasioXXHOM
nagexe, HaunHaeTca nponorom «O...»)

TekcT KOHCTaTMpylolen YacTu npukasa. npuBogAaTcs  dakTbl, MNOCAYXUBLUME
OCHOBaHMeM Ansa usgaHusa npvkasa. KoHcTaTupylolwas YacTb MOXET OTCyTCTBOBaTh. PacnopsgutensHas
yacTb HaunHaeTtcs cnosom NMPUKAS3BIBALO: (nuweTcs oTaAenbHO Ha CTPOkKe)

1. MNonHoe HammeHoBaHue AOMKHOCTU mcnonHutens WN.O. amunua B gaTenbHOM
nagexe WM HavMMeHOBaHWe CTPYKTYPHOro nogpasgeneHus — Heobxoaumble AeNCTBUS, BblPaXXeHHbIe
rnarofsioM B HeonpeaeneHHon gopme, - CPOK AencTBus (6e3 croBa «CPOK»)

2. [lonHoe HammeHoBaHue pgomkHoctn W.O. damunua wunu  CTPYKTypHoe
nogpasaeneHune (ecnu B NyHKTE HECKONbKO OEVCTBUI, pasHbIX MO XapakTepy, TO Kaxgoe BbiAensieTcs B
NOANYHKT):

2.1 [enicTBne 1 CPOK UCMONHEHUS

2.2 To xe

3. MNocnegHuii NYHKT MMeeT NOCTOSIHHYIO (POPMYFMPOBKY:

KoHTponb 3a ncnonHeHveMm npukasa BO3NOXUTb Ha (CTPYKTYpPHOE nogpasgeneHne nnu
nMUo, Ha KOTOpOe BO3faraeTcd KOHTPOSflb, HavMEHOBaHWe [OSPKHOCTW, damunusa, WHMUManbl B
BUHWUTENBbHOM Nagexe).

HavnmeHoBaHue
OOIMKHOCTU pyKOBOAUTENSA n.0. damunus

Ecnun Heob6xoammo, TO B 3TOM MecCTe yKa3sblBatoT BM3bl (6e3 cnoBa «Busay)
Hanpumep

maBHbIN Gyxrantep N.0. damunus

[ara
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MpunoxeHue 4

OBPA3EL NPUKA3A NO OCHOBHOW AEATENIbHOCTU

3A0 «MHdopMaLMOHHbIE
CUCTEMbI»

MNPUKA3
10.04.2009 Ne 32

MockBa

O mepax no obecneveHno COXPaHHOCTH
AOKYMEHTOB

B uensx coBepLUeHCTBOBaHUA OpraHn3aunMoHHOro “ [OOKYMEeHTauMOHHOro obecne4yeHuns
0eATenbHOoCT opraHmnsaumn 1 obecneyeHus COXPaHHOCTN OOKYMEHTOB

MNPUNKA3BLIBALO:

1. Co3gaTb KOMKCCUIO B cOCTaBe: npeacenatenb — 3aMecTuTeNnb OUpeKTopa no nepcoHany
MeTtpos IM.11.
UneHbl KOMUCCUK:
1. 3amecTtutens rnasHoro 6yxrantepa Cngoposa C.C.
2.HavaneHuk otaena kagpos Bacunbesa B.B.
3. MeHepxep PomaHoBa P.P.

2. Komnccum npoBepuTb OpraHn3aumnio U yCIrioBUS XPaHEHUs yNpaBneHYeCKUX OOKYMEHTOB U
npeacTaBuUTb Ha yTBEpPXKAEHME akTa npoBepkn 0o 25.04.2009

3. KoHTponb 3a ncnonHeHuem npukasa Bo3noxuTb Ha cekpetapsa ®.U. Eroposy.

N.N. NeBaHoB
[OunpekTop
HavanbHuk obLwero otgena A.[l. Ka3zakoBa
10.04.2009
MNaBnoB
123 45 67
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MpakTuyeckas pab6oTta Ne3
«CocTtaBneHue n opopmreHue NnMcbMa, NPOTOKONa, TenerpamMmbl, BCeX BUAOB 3aMuUCoK,
cnpaBKM, 3aABNIeHUA, aBaHCOBbIN OTYET, NPUXOAHLIN KACCOBbLIN OpAep, PacXoAHbIN KacCOBbIN
opAaep, KapTo4yka CKnagcKoro yyera.»
Lenb paboTbi: CocTaBnAate U ohopMnaTb MHGPOPMaALMOHHO-CNPABOYHbIE AOKYMEHTbI,
cnyxebHble NnucbMa

Mopsanok BbINOMTHEHUA PaboTbl

1. 3anucaTtb Homep npakTudeckon paboTel, TeMy U Lienb paboTbl

2. 3anucatb KOPOTKO NpeasioKeHHbIe 3agaHus

MpakTnyeckaa paborta cocTouT M3 3-X 3a4aHUN MO COCTaBMEHUID CNYyXeOHbIX nucem. YTobbl
0POPMUTL  AOKYMEHTbI HEOOXOAMMO WCMOSb30BaTh TUMOBblE (POPMbI, KOTOpble HaxogaTcs B
NPUNoXeHusix. B npMnoxeHuax Takke NpeacTaBreHbl 3anofHEHHbIE 00pasLbl 3TUX AOKYMEHTOB.

OdopmneHne OOKYMEHTOB Mpou3Boautcs B pegaktope Microsoft Word ¢ cobniogeHnem Bcex
OTCTYMOB M WMHTepBanoB. Bce BbINONMHEHHbIE 3adaHWsi OOIMKHbI ObiTb pacnedyaTaHbl U NpeacTaBlieHbl
npenoaaBaTento A51s NPOBEPKM.

3anaHue 1.

CoctaBbTe nucbmo — npurnaweHune Ne 544 ot 10.07.20__ no cn. AaHHbIM:

MHCTUTYT TO4YHbIX NpubopoB nocbinaetT nuceMo — npurnaweHue aupektopy UHUWA  «[lMpomeTtein»
KoHcTaHTnHy Cepreesuyy ¢ npurnaweHmemM noceTuTb MexXayHapoaHYH0 CneumnanmM3anpoBaHHY0 BbICTaBKy
«OKOHOMUS MaTepuanbHbIX W TOMMAMBHO — 3HEPreTMYEcKMX PpecypcoB B CTPOUTENbCTBE U
NPOMBbILLNIEHHOCTWY . BbicTaBka coctonTcd B . MockBa B NaBuibOHE BbICTAaBOYHOrO LieHTpa Ha KpacHon
MpecHe 18 aBrycta 20 roga ¢ 9.00 go 20.00. Agpec MHCTUTYTa TOYHbIX nNpubopoB r. Mockea yn.
MnexaHoBa 36, Ten. 237-87-77. MpeKkTop MHCTUTYTa To4YHbIX Npubopos C. K. Ceprees.

McnonbayiTte npunoxeHue 1.

3apaHue 2.

CoctaBbTe rapaHTunHoe nnuceMo Ne 589 ot 23.09.20__ no crneayowmnm AaHHbIM:

00O «Mur» rapaHtupyet AO «BocTtopr» oTrpy3ky akkymynsTopHbix 6aTapen Ha cymmy 324000 (Tpucta
ABaguatb YeTbipe Tbicsun) pybnen 00 koneek B Te4eHme 2-X Hefenb C MOMEHTa NOCTYMNMNEHNS EHEXHbIX
CpencTB Ha pacyeTHbIN CYeT.

Agpec OOO «Mwur» r. Mocksa yn. CagoBas 36, Ten. 237-87-87. OQupektop OO0 «Mur» M. K.Makcumos.
McnonbeayinTte npunoxexve 1.

3anaHue 3.

CoctaBbTe nHdopMaumoHHoe nucbmo Ne 59 o1 12.09.20__ no cnegyrowmm AaHHbIM:
MockoBckuin nonurpadmyecknin TexHukym coobuiaeT ampektopy wkonbl Ne 12 B.C. AHTOHOBOW O TOM,
4YTO B HOBOM y4ebHOM rogy TEXHWKYM OTKpbIBaeT ABa HOBbIX dhakynbTeTa:
1. JlasepHble TexHonornn B nonurpacum
2. HOpuguyeckun
MpaBuna npvema obLme ans Bcex.
Apgpec MockoBckoro nonurpadguyeckoro TexHukyma r. Mocksa yn. Mupa 86, Ten. 337-87-87. Oupektop
TexHukyma M.C.UrHaTbeBa.
McnonbeayiTte npunoxexve 1.

Mpunoxexue 1.
HanmeHoBaHue opraHusaumm PekBnant «Agpecat»

oTnpaBuTens

CﬂpaBOLIHbIe AaHHble opraHn3auunn-

oTnpasuTens
Ne oT
TekcT nucbMa. Nucbma — npurnalieHnst HA4YMHaKTCA CO CIOB «YBaXaembl ........... I'»

TeKkcT rapaHTUMHOro NUCbMa Ha4YMHaeTCsa Co CroB «HacTosAWMM rapaHTUpyem ...»
TekcT MHPOPMALIMOHHOIO NMMCbMa Ha4YMHaETCH CO CroB «AOMUHUCTPALNS TEXHUKYMa coobLlaeT, YTo ...»
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[omKHOCTb OTnpaBuTEnNS . O. bamunus

3apaHue 4

Ucnone3ya copmynap — obpasey odopmutb CnyxebHoe nucbmo Ne 155 ot 15.04.2016 B
TekcToBOoM penaktope Microsoft Word 6e3 ncnonesosaHms mpmeHHoOro bnaHka opraHmsauuu.

[aHHble onsa BbINOMHEHNA 3a4aHUs:

UcnonHumenem Mapuel [lonsikoeol (men 333-33-33) no nopy4eHuro HadyanbHuka omodena
mapkemuHaa MAO «Topanompebcoto3» (e. Mockea, JlecHas yn., 0.18, 117123, men./¢pakc. 8(495)234-
56-00, OKTIO 87654321, OI'PH 1234567890098, MHH/KTII 09876543321/123456789) B.A. Komaposa
661510 cocmasneHo nucemo Ne 238 om 16 massi mekyujezo 2oda 8 adpec OO0 «[eno», mexHu4eckomy
Qupekmopy A.M. Msazkogy 06 omnpaske OoKymMeHmauyuu cnedywu,e2o codepxaHus: «Hanpasnsem
HeobxolOumbie Bam AokymeHmMbI, codepxawue uHhopmayuo 0 UeHe KoMrnekma Hay4Ho-mexHu4ecKkol
dokymeHmauyuu Ha xosno0urnbHoe obopydosaHue. lNpednazaem 8bicriamb MEXHUYECKYH OOKyMeHmauuro
Ha 3apybexHbie aHanoau xonodunbHo2o 0bopydosaHus. pu NpuHAMUU MOI0XUMENbHO20 PEeWeHUs O
3aKyrnke obopydoeaHus rnipocum Bac Hanpasumbs coomeemcmeyouwee nucbMo pykogodumeriro omaoena
cbbima Haymosy C.I1.». [aHHbIM nucbMoM cornpogoxdanack crieyuguxkayust Ha 28 . 8 1 3Kk3., nosmomy
Heobxodumo cOenamb OMMEmKY O Hainuduu rnpusioxeHud.

dopmynsap — obpasey, cnyxkebHoro nucema

HavnmeHoBaHue opraHusaumm Peksnant «Agpecat»
oTnpasuTens

CﬂpaBO‘-IHbIe AaHHble opraHn3auunn-
oTnpaBuTena

Ne oT

3aronosok k Tekcty O....

TekcT nucbMa, vepes 1,5 nHtepsan

MpunoxeHne: HaMMeHoBaHWe, Ha ns 3K3.
[ormkHoCcTb oTnpaBuTens . O. damunus
McnonHutenb
TenedoH
3apaHue 5

CnpoekTupoBatb (UPMEHHbIM BnaHk opraHusaumm OOO «Csoboga» ¢ aMGremMon M C YrroBbIM
pacnonoxeHneM peksuanToB. CocTtaBuTb conpoBoamTensHoe nucbmo Ne 16 ot 02.03.2016 no obpasuy.

00O «Ceoboda» (2. bysynbma, Ypanbckas yn., 0.28, 423232, men./chakc.8(85594) 4-56-00, OKIO
87654321, OI'PH 1234567890098, MHH/KTII 09876543321/123456789)

Ha ¢pupmeHHbiM 6raHke cocmasumsb cryxebHoe rucbmo dupekmopy OO0 «Bbibop» Jlydyk O.0. o
nodnucaHuu doeoeopa u crieyugukayuu.

TekcT nucbMa COAEPXKUT WHMOPMaLMIO O HanpasfieHUM 2-X IK3EMMNAPOB MOAMUCAHHOIO U
CKpenneHHoro mneyatbio gorosopa Ha noctaBky Bo |l kBapTtane 2016 roga ToBapoB coOrfnacHo
npunaraemon cneundukaumm. O6paTuTbcs ¢ npocbbon nognucaTth U BeicnaTe B agpec OO0 «Ceoboga»
O[IMH noanucaHHbIA KoMNNekT aorosopa. Caenatb OTMETKY O Hanuuum npunoxenus: Jorosop Ne 15 ot
01.03.2016 Ha 5 n. B 2 3k3. u Cneundumkaumm Ha 1 n. B 2 3k3. [TMCbMO NoanMcaHo rnaBHbIM UHXEHEPOM
J1.0. TpodmumoBsbiMm, ncnonHutens KanawHukos ten 4-95-95.
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O6pasey, conpoBOANTENBHOIO NUCbMa

T

FaKpRITOC SKILHOHCPHOT 001ILCTRO TepBosy IMECTHTEMO HAYAILIHED
"TEPMHEA" I aBHOTO APXHBHOTO
yipasnenns ropoaa Mocknn

Y. Opawonnknawe, 1. 11 Mocksa, 115419
Ten: (0935)956-21-01 (vuorosanminueii) M.M. Topunosy
ke (95) 234-18.92
Tetpewww termika.u; e-mail: infoi@termikar
ORI 20003912, OFPH 1027739260427
HHHKTI 77 15004824/772501001
02.08.2004 Noo T30

Ha N o1

L8] TPEI0CTARICHIE METOTHHCCKHX
AOENMCHTOR 110 pi]i_"-ﬂ e B Cpele
"Koaeke-Ceprep™

Yaawacsmeit Muxaun Muxaiinosuy!

B cooTRCTSTENN € NPSIBAPHTEIRHGR JOTOBOPCHHOCTEIO BRICHUIAeM Bam  metoamueckne
pekoMeHIaINN no padoTe ¢ wRopMammoREbIME pecypeanu B cpene "Konewke-Ceprep” B onncanne
JOUHYMCCKHX  ONepanuil, HCnoibIveMsIX TpH MOHCKE JOKYMEHTOB B HIJqIn‘anu:J.Ill'nlm'ni'l CHETEME

"Rivieke”.

Hipicwssetnag: 1 Meroamiec ke pekoMeHIANNE N0 padoTe ¢ MHPOPMALHOHHBIME PCCYPCaMi B CPEIe
"Roacke-Ceppep” 218 COTPVAHMKOB [ IABHOTO APXHBHOTO  VIPABICHWA TOPOL
Mockant (1 asapxnsa Mockeei) na 16 1, 8 1 a3,
2. Onncanne JIHYLSCEHEX ﬂll:‘]’ﬁlllilﬁ_ HCHIMIEIYEMBIX  TIPH TIOHCKES  JHEYMOHTOR B
HHropsaonHoi cHetese "Kogese” Ha 3 .o 1 ok,

Ienepantmeii anpekTop j ' /" AL, Llumu

e

3apgaHue 6

B agpec TexHuMkyma npuWoO MMCbMO C Npocbboi MOoATBEPAMTL MOASIMHHOCTL AMnnoma

BbIMYCKHUKA.

EM Kasenena
Q502100

Heobxogumo:

1. 3apeructpupoBaTb BXxofsllee MUCbMO: MPOCTaBUTb Ha MUCbMO BPYYHYIO PEKBU3UT 29 -
OTMeTKa O MOCTYNMeHun JOKyMeHTa B opraHmsauuio. JaTta nonyveHus 03.04.2016.

2. CpenaTtb 3anuck B XKypHarne yyeTa BxosLen KoppecnoHaeHL MK

3. CnpoektupoBatb (OUPMEHHbIN BraHK TEXHWKYMa C NPOAOSIbHBIM PACMOSIOKEHNEM PEKBU3NTOB
c ambnemow

4. CoctaBuTb Ha UpMeHHoM OnaHke oTBeTHoe nucbMo oT 04.04.2016 o noaTeBepXxaeHUK
NOAJSIMHHOCTU OUNIIOMa BbINyCKHWKA. BHumaHue!ll He 3abbiTb odopmuTb  pekBusnt 13 —
CCbINIKy Ha perncTpauvoHHbI HOMEp W AaTy BXOOAWEro AOKYMEHTa, Ha KOTOpbIM AaeTcs
otBeT. [lucbmMoO OTNpaBneHO MO 3MeKTpoHHoW noute. McnonHutenb ykasaTtb cebsi. Konwus
ncbma nomeuleHa B geno 01-01.

5. 3apeructpupoBaTtb ncxogdiee nucbmo B XKypHarne ydyeTta ncxogsen KoppecnoHaeHuuun.

Bxopsuwee nucbmo

A

00O «WHTerpan»

Wupokas yn., 8.118, 2. byeynbma, Pecnybniuka TamapcmaH, 423232, men./chakc. 8(85594)4-52-00,

OKT10O 87654321, OI'PH 1234567890098, MHH/KTII 16876543321/1623456789

02.04.2016 Ne 15k
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Ha Ne

om

0] noareepXxgeHunn noanmMHHOCTN gunroma

IOupekTopy FAMNOY «JleHnHoropckui
HETAHON TEXHUKYM»

n.c.

Bpy6nesckomy

Mpocum noaTBEPANTL MM ONPOBEPTrHYTH NOANMHHOCTL AnnnomMa BbeinyckHuka 2015 roga MFAMNOY
«JleHnHoropckni HedTAHOM TexHWKyM» Mo cneumansHocTn 21.02.01 «PaspaboTka u akcnnyataums
HeTAHbIX M ra3oBbIX MecTopoxaeHuin» Knewesa VsaHa NeTpoBuya.

Iunpektop Bopo M.P. BopobbeB

Basunos
5-98-87
XypHan y4yeTa BxogsiLen KoppecnoHaeHUun
Homep Oara OT Koro Ucxopawmn | Ucxopawasn KpaTtkoe Moanucb
nosly4eHo HOMep parta coaepKaHue
236 01.04.2016 000 15 25.02.2016 O rapaHTum CunoopkuH
«Capras» onnarsbl
237 02.04.2016 000 112 21.02.2016 0] CwnaopkuH
«3Be3ga» npegocTaBneHnn
MHdopMaLnm
XypHan y4yeTa ncxogsiwen KoppecnoHaeHUUn
Homep DaTta Komy KpaTtkoe UcnonHuutensb Kyna OTtmeTka 06
oTnpaBrieH | coaep)KaHue nomeLueH MCMOJTHEHUN
(Ne gena)
47 01.04.2016 MBY3 Cnunckun P.A. Kawanosa 01-01 OtnpaBneH
«LPB» CTYAEHTOB no 540
48 02.04.2016 | HCOY «JTH» Cnuckn Ha P.A. Kawanosa 01-01 OtnpaBneH
NPaKkTUKy no cpakcy

MpakTnyeckas pa6ora Ne4 «CocTtaBneHue u opopmrieHMe AOKYMEHTOB U UX perucrpauus»
Llenb pa6oTtbl: CocTaBnaTb U 0hOpMAATbL 4OKYMEHTbI MO NIMYHOMY COCTaBY,
perncTpupoBaTthb UX, BECTU NIMYHbIe gena

OTBet

3apaHue 1.
3apgava: oTBeTUTb Ha BOMPOCHI NOCIe NOCeLeHusi oTaerna KagpoB TeXHUKyMa.
OpraHu3yeTcsl aKCKypcusi B oTAen KaapoB yy4ebHoro 3aBefeHusi. CneumanucT No kKagpam ocBellaeT
BOMNPOCHI BEAEHUS U XpPAHEHMS NNYHBIX Ae Mo creayolee nporpaMmme:
- 06993aHHOCTb BeAeHMS NIUYHBIX Aen PaboTHUKOB;
- HE0OXOOUMOCTb BEAEHMS NTMYHBIX Aen paboTHMKOB;
- nepeyeHb JOKYMEHTOB B IMYHOM fere paboTHUKA;
- XpaHeHne 1 y4eT NUYHbIX Jen;
- Bblava N4HbIX gen paboTHUKY;
- XpaHeHWe NNYHbIX OeNn Npu nepegaye B apxumB.
Mo utoram sKkckypcum cTyaeHTam HeobXxoouMOo COCTaBUTL OTYET OTBETUB Ha CriefytoLLme BONpocChl:
1. Krto Beget nuyHble gena paboTHMKOB?
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2. [ns yero HeoOXxoaAMMO BECTU NUYHbIE Aena paboTHMKoB?
OTBeTt

3. Kakme ookymeHTbl BXOOST B COCTaB NIMYHOrO gena?
OTBeT

4. T pe XpaHATCs NMUYHbIE Aena U Kak y4YnTbIBaloTCs?
OTBeT

5. MoryT nu BbigaTb NMYHOE Aerno paboTHMKa NO ero Npockbe n Kak 3TO OCyLLEeCTBASAeTCa?
OtBet

6. Kak 1 CKONbKO NET XpaHATCA NUYHbIE AeNna YBONEHHbIX pabOTHUKOB?
OTtBet

3apaHue 2.

3apayva: ochopmMUTb NpUKas No NMYHOMY COCTaBYy

Mcnonb3ysa MakeT odopmneHuns npukasa B npunoxeHun 1 ocdopmutb npukas Ne 15 ot 19.05.2013 o
npueme Ha paboTy COTpyaHMKa NO creaylowmum AaHHbIM:

Opranuzauma OOO «Jlngep» npuHuMaeT Ha paboTty paboTHuka AHgpeeBa [leTpa fAkoBneBuda Ha
AOMMKHOCTb CUCTEMHOrO agMuHuUCTpaTopa B oTgen obpaboTku mHdpopmaummn ¢ oknagom 25000 py6. ¢
20.05.2013. PaHee 18.05.2013 6bin 3akntoyeH Tpygoson gorosop Ne 10. PykoBogutenb opraHusauuu -
anpektop lNNetpo CemeH AnekceeBud. lNMpuka3 3aBmsmpoBan 19.05.2013 HavanbHuK OoTAena kagpos
ManbueBa VpuHa ®epoposHa. [pocTaBbTe OTMETKY 00 03HAKOMITEHUM C NPUKA30M COTPYAHMKA.

3apaHue 3.
3apayva: ochopmuTb pasaen TPyaAoBOM KHMXKKM «CBepeHus o pabore»
WNcnonb3ya npumep odopMneHust Ha ctpaHuue 183 yuyebHuka BacakoBa oopMuUTb OT pyku doparmMeHT
TPYLOBOW KHWDKKM MO CNeayroLwmMM AaHHbIM:
PaboTtHuk: AHTUNoB Cepreit Hukonaesud, gata poxaeHus 15.03.1979
OGpasoBaHue BbICLLIEE NO cneynanbHOCTH byxranTtep
TpynoBas kHMkKa oTkpbiTa 15.06.2000
B TpyaoBown KHWXKe nmeroTca 4 3anucu:
1-a ot 15.06.2000 o npuHATMM Oyxrantepom B Byxrantepuio OOO «Jlmgep» no npukady Ne 16-k oT
14.06.2000.
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2-51 16.08.2005 0 nepeBoAe Ha OOMKHOCTL rMaBHbIM Oyxrantepom no npukasy Ne 113-k ot 14.08.2005
3-9 20.05.2013 06 yBOnbHEHMM NO cobCTBEHHOMY >xenaHuto n. 3cT. 77 TK P® no npukasy Ne 97-k oT
19.05.2013 yu4ecTb, YTO nocrne yBoONbHeHUS paboTHMKa cTaBUTbCSA OTMeTka Cneumanucra no Kagpam u

ee NYyHasi NoAnuchb
4-a 01.06.2013 o npuHatum B Oyxrantepmio OOO «JleHnHoropckPemCepBuC» Ha [OOIMKHOCTb
3amecTuTens rnasHoro Byxrantepa no npukady Ne 168-k ot 01.06.2013

lpunoxeHue 1
TOO «CseTtnaHa»
NPUNKA3
10.03.2009 Ne 68
O npueme Ha paboty
MPUKA3BIBAIO:

MpuHate C.M. PakutmHy Ha gomkHocTb rmaBHoro 6Gyxrantepa uexa Ne 1 ¢ 05.03.2009 c
oknagom 10000 (gecsatb ThicAY) pybnen B MecsL, COrnacHo 3akmo4YeHHOMY TPyAOBOMY OOTOBOPY.

OcHoBaHue: Tpynosown gorosop Ne 20 ot 05.03.2009

"eHepanbHbIA AUpPEKTOp O.B. Cupgopos
3amecTuTenb AnpekTopa no kagpam C.M. Maenosa
00.00.0000
KOpuckoHeynbT C.K. UrHaTbeB
00.00.0000
C npukasom o3HakomneHa 10.03.2009 C.M. PakutuHa
n
CBEJIEHHMS O PABOTE TK- M 4625251
= Dara 3 g HanamenoBanue,
= CBeoeH npreMe  HA padory, nepesode
g ; HA - 0pyryio no:?'mﬁunﬂyn? puﬁ:;;_, KBOAMPHEQIHH, YBOABHEHHH a‘:;“ 0}(‘7“};2?:3"6%31’3;;?‘
o | HHea0 | Mecny Tod (C YRA3QHMEN NIPHIMH ¥ CCHLIKON  HA CTATBIO, NYHKT 3aKOHA) BHECEHA 3aMHCEH
1

3 3! 4

N
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MpakTuyeckas pab6ota Ne 5 «[oarotoBka Aen K apXMBHOMY XpPaHEHUH0.»
Llenb paboTbl: nepegaBatb MHcopMaLmo NO KOMMNbIOTEPHbIM ceTam CI

3apaHwue.
[OaHHas npakTuyeckas pabota opraHM3yeTcs U npoBoauTCcsl B (hopMe IKCKYpCUMM HaA OOHO
u3 NpPOn3BOACTBEHHbIX npeanpuaTUn (Hray «JlIeHUHOropckHe(Tb», 000

«PocHedTekomnnekT», OO0 «THI-rpynn») No AOroBOPEeHHOCTU C LieJIbK0 NMPaKTUUYECKOro
O3HAKOMIIEHWSI C CUCTEMOW 3JIeKTPOHHOroO J[AOKyMeHTooGopoTa. [naH 3Kckypcum
oroBapuBaeTCsl 3apaHee M NPorpaMm MOXeT BK/lo4YaTb criegytlowme NyHKTbI:

OcCHOBHbIE BUAbI AeATENBHOCTM NPEANPUSTUS COrNacHoO yCcTaBy

MepeyeHb cnyx6 npegnpusaTMaS W OOMMKHOCTENW, Y4yacTBYWOLWWUX B cuUcTeme
3NEKTPOHHOro AOKyMeHToobopoTa

HanmeHoBaHune " XapakTepucTtuka nporpaMmbil aBTOMaTU3NPOBAHHOIO
OOKymeHToobopoTa.

PaspaboTunku nporpammbi.

Cxema 93neKTpOHHOro OoKymMeHToo6opoTa OT MOMEHTa Co3fdaHusi OOKyMeHTa [0
MOMEHTA CAa4M OOKYMEHTA B apXUB.

MpeumywiectBa M HeQOCTATKM  CUCTEMbI  JNEKTPOHHOIO  AOKYyMeHToobopoTa
NPUMEHsIloLENCs Ha NPeanpuUsaTUN.

Mo utoram aKcKypcumn Heo6xoaMMO OTBETUTL Ha crieaylolme BONpocChl:

1. Kakoebl 0CHOBHbIe 8ulbl desimesibHOCMU npednpusimus?

- =+ + FF

2. Kakue cnyx6bl npednpusmusi 3adelicmeoeaHbl € cucmeme 3J1eKIMPOHHO20
dokymeHmoob6opma?

3. Kakue domxHocmu HenocpedcmeeHHO 8bInosHsom gyHkyuu JOY?

4. Kakas npozpamma obecrneyueaem 3JIeKMPOHHbLIU OOKyMeHmoob6opom Ha
npednpusmuu u Kmo pa3pabomyuku npo2pamMmmbi?

5. Kak eblenissdoum nymb 0OKyMeHma ¢ MOMeHma co30aHusi 00 MOMeHma cdayu e apxue?
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6. Kakoebl docmouHcmea npumeHsiemoll Ha npednpusmuu C347?

7. Ecmb nu HeGocmamku npumMeHsiemMol Ha npednpusimuu C347?

MpakTuyeckasa pa6ota Ne5 «KKomnbloTepHble cpefcTBa NOATOTOBKU U y4yeTa AOKYMEHTOB»
Lenb paboTbl: PaboTaTb B aBTOMaTusnpoBaHHom cucteme JOY

3apaHue.

1. Heobxoanmo 3aBecTM 3MEeKTPOHHbIN SAWMK KaHUenspum TeXHUKyma Ha Opaysepe
rambler. TpeboBaHNA kK CO3A4aHMI0 SNIEKTPOHHOIO SALLMKA:

- nogymManTe Haf HaMEHOBaHUEM 3NEKTPOHHOIO siLMKa, noabepuTe cambli ONTUMarbHbIN
BapuaHT, OCHOBbIBAsCb HA TO, YTO HAUMEHOBaHME LOMKHO OblTb NAKOHWUYHBLIM, HECMOXHbLIM, YA06HO
HanMCcaHHbIM 1 03BYYEHHbIM 4151 NONb30BaTeNeNn, NPy perncTpauumn UCNonb3ynTe CBOU NMMYHbIE AaHHbIE
1 Homep TenecdoHa. Ecnu Bbl XO0TUTE B AanbHenwem obpalleHns ¢ 0TYECTBOM, TO B CTPOKE UMS
obsas3aTenbHO ykasbiBanTe nms 1 otyectBo. OT TOro Kak Bbl 3arofiHUTE 3Ty CTPOKY OyaeT 3aBuceTb
obpalleHne k Bam.

2. YctaHoBuTe (QOTO Ballen yyeTHOM 3anucu. TpeboBaHnsa: MOMHUTE - 3TO CIY>KeBHbIN
SMNEKTPOHHBIN SALWLMK, Balle NnYHoe hoTo ByayT He coBceM YMecCTHO. PekomeHaaums: B kadecTBe OTO
3arpy3uTb NOroTUN TEXHUKYM, KOTOPbIN MOXHO ckadaTb Ha canTe http://www.Intrt.ru. JlorotTnn pasmeLleH
CBepXy crnpasa.

3. YcTaHoBMTE aBTOMAaTUYECKYH NMOANUCH B NCXOAALMNX NMUCbMaX, UCMOMb3yS OCHOBHbIE
HacTponku silmka. TpeboBaHusa: nognuck chopMynmMpoBaTh kak B MpUMepe, TONMbKO AaHHble OyayT BaLum
(P.N.0., AOmKHOCTb CeKpeTapb KaHUEeNspuK, Ha3BaHne TEXHUKyMa, agpec 1 TenedOoH MOXHO NOSYy4UTb C
canTa http://www.Intrt.ru).

C ysameHuem,
WeaHos UBaH,
CMELMENMCT NC OpraHM3aLmm oBy4eHWA NnapTHepos

YnpasneHue ¢penepansHOro passmTuA
Orgen oBy4eHnn 1 cepTUbUKaLMM

3A0 "MNpoussogcreeHHan dupma "Pomawka”
ExatepuHbypr, yn. Caepgnosa, 15 A
TenedoH/daxc (343) 301-50-11

e-mail edu@romashka.ru

http://www.romashka.ru
http://www.magazin-romashka.ru

HacTpoutb aBTOOTBETUMK. ABTOOTBETUMK — 3TO (DYHKLIMSI, KOTOpasi aBTOMaTMYeCKM HanpaBrseT OTBET Ha
BCe BXoAsiue nucbma. To eCTb eCniu KTO-TO BaM LWJIeT NMCbMO Ha Ball 3M1EKTPOHHbIN ALLMK, Y OHO [0
Bac JOLUIIO, TO OTNpaBUTENb aBTOMaTMYECKM NOMyYaeT OT Bac yBeAOMIIEHME, YTO NMUCbMO BaMm
nony4yeHo. BapuaHTbl TekcTa aBTOOTBETYMKA:
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Tema nucbma:

TekcT NUCbMa:

® BrnroueH OTknoueH

YBEenoMNeHue o nonyyeHu nMCLMa

TexcT nUCbMa:

Balue nucbme nomyyeHo. Ho K COXANEHWD A He CMOTY Ha Hero
OTBETWTL, TaK Kak Haxowych B oTnycke Ao 13 wona 2016 1 Mo
BCe BoMpocam obpawaeTecs k MoemMy 3amecTutent Byrpos
Codhbe AnexkcangpoeHe no e-mail: Bug. Sof@mail.ru.

OTeeuate Tonkko anpecaram W3 MOero CNUCKa KOHTAKTOB

Tema nucbma:

YBenoMAeHUE o nonydeHUH nUceMa

Bawe nucsmo nenyyeHo.

OTBeuats Tonkko afpecartam M3 MOEND CNUCKa KOHTAKTOR

4. TpebyeTca HanucaTb NUCbMO U MPUKPENUTbL K HEMY 1HOOOW TEKCTOBbLIM _uUnu
rpadmyeckMn OOKYMEHT, OTNpaBuTb ero Ha agpec marina-malkovskaja@rambler.ru. B Tekcte nucema

KaHuensapua obpaljaeTcs K 3KOHOMWYECKOMY OTaeny ¢ npocbbor npenocTaBuTb MHAOpMaLuio o
MOCTYNUBLUUX oOnfatax CTyAeHTOB 3a04YHOro OTAEeneHus C Lenbi MOArOTOBKM CNpaBOK-BbI30OBOB Ha
ceccuio. B TekcTe ykasaTb CpoOk npegocTaBneHns nHopmauuu.

TpeboBaHUsA kK 0HPOPMIIEHUIO ANEKTPOHHOIO NUCbMa:

O6s13aTENBHO 3aANONHUTE TEMY 3NIEKTPOHHOIO COOBLLEHNS], HE NNCATb TEKCT COObLLEHUS
3arnaeHbIMK BykBamMm, B NUCbMe obpallaTbcs ¢ Npocbbon noaTBEepANTL NONyYeHEe COOBLLEHNS.

il

06pa3eu, COCTaBJ1EHUNA SNEKTPOHHOIo NMcbMa:

OT kere: Mapuna KoHcTaHTuHoBHa MankekoBc... (marina-malkevskaja@rambler ) «

Komy: B - Marina Malkovskaja (marina-malkovskaja@rambler.ru) x
Tema 3anpoc Ha nogTBEepKeHHe
oaiine: [ MpakTuueckas pabota N2 1.docx

2ME YaanuTe

Mpukpenute gann...

Arial | 13 - T
[ |

Konus CrpeiTas Konus

Mpoc ol DopMETHpOBEHHEI:

NobBpeit gers. Mpocum Bac NpefocTaBUTE MHCDCPMALMID O NOANMHHCCTY AunncMa cTyaenTa Banangusa Anekcangpa Hukonaeeuua, Beinycknuka 1999

OprakuaaLyi ¢ NoANUCLH PyKkeBOAMTENA. MNoaTEEpAUTE NowanyAcTa nonyuekie naxHore cooblyeHuA. Bnarogapum 3apakee 3a npoBegenHyk paboty

roAa no cneynanskoc T Mkdopmauponseie cucTemer 4o 12 mapta 2016 1 Wkdopmaumio npegocTaeuTe Kak CKaH-KeNMK Ha ouumankHom Gnakke ‘

YaayHoro gHal

C yeakeHnem, seaywui akoHomucT JIHT Mapuna KoHcTanTuHosHa Manekoackan. B(85595) 5-07-83 mob. 89173949509

5. PaccMoTpum BapuaHT, korga Heobxoaumo MpUKPEnUTb K NMCbMY dannbl 6onbworo obvema
(cboTo, BMAOEO, OOKyMeHTbl u T.4.) [na aToro npegnaraeTcsa BOCMOMNb30BATbCS OOMNayHbIM
XpPaHUNULLEM AaHHbIX HA SHOEKC Auck. [1ns BbINONIHEHUS 3TOro 3a4aHusa Heo6XoaUMO:

- MponTK No ccbinke https://disk.yandex.ru/ n ecnn Heob6xoaMMOo, TO YCTAHOBUTL MPUITOXKEHME;
- MPOVTK perncTpaumio, ecrm y Bac paHee Gbina novta Ha AHAEKC, TO MOXHO BONTY Noj

NOrMHOM AaHHOWN NOYThI;

- 3arpys3untb J'IIO6yPO Mchopmau,mo Ha AHOEKC OUCK 1 NpucnaTtb CCbIJIKY 3J1eKTPOHHbIM NMNCbMOM,

ohopMIIEHHYIO MO NpaBuiaM 3aaaHus 4.

6. lMncbMeHHO OTBEeTUTb Ha BOMPOCHI.

1. NMepeuncnuTe, Kakve Bbl 3HaeTe cpeacTBa TPAHCMNOPTUPOBKN LOKYMEHTOB?

2. B uem npenmyuiecrtea 3ﬂeKTp0HHOVI NoYTbl NO CpPaBHEHUIO C ApYyruMu cpencrteamu

TPaHCMNOPTUPOBKN JOKYMEHTOB?

3. B 4em Bbl BUOANTE HEAOCTATKN UCMONb30BAHUS 3NIEKTPOHHON NOYTbI?

4. C kakon npobnemon Bbl MoxeTe CTONKHYTLCS, ecnu He ByaAnTe yka3blBaTb TEMY 3NEKTPOHHOIO

coobLeHmna?
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5. Yem Ha Bawl B3rnsg yao6Hbl MOOWbHbIE NPUITOXKEHUS] CEPBEPOB ANEKTPOHHON MOYTHI?

KPUTEPUUN OLIEHKU
BbInonHeHUA npakTMYeCKNUX 3aaHMn TeKyLLero KOHTpons

«5» (otnuyHo). 3a rnybokoe M nomnHoe OBMafeHue coaepxaHwem matepuana, B KOTOPOM
CTYAEHT OPMEHTUPYETCSH, NOHATUNHBLIM annapaToMm, 3a yMEHNEe Hax0AMTb U UCMOMb30BaTb NHAOPMALMIO.

OTtnuyHas oueHka npegnonaraeT rpaMoTHOE, Nornyeckoe wusnoxeHue oteeTa. [lpu oTBeTe
ucnonb3yeTcs 4ONOMHUTENbHAA nuTepaTypa.

«4» (xopowo). Ecnn obydarowmnca nonHoO OCBOUNT Martepuarn, BrageeT MNOHATUNHBIM
annapaTtoM, OpPUEHTMpYeTCA B M3Y4YEHHOM MaTepuarne, rpamoTHO M3rnaraeT OTBET, MO COAEPXKaHUIO
oTBeTa, U hopmMe OTBETA UMEHOTCS OTAENbHbIE HETOYHOCTH.

«3» (ypoBneTrBopuTenbHo). Ecnn oOyvarowminics oOHapyxmBaeT 3HaHUS M MOHMMaHue
NMonoXeHnn maTepuana, HO M3naraet ero HernosfiHoO, HenocrnegoBaTenbHO, OOMYCKaeT HEeTOYHOCTM B
onpegeneHnn NOHATUN, He yMeeT JoKa3aTeNbHO ODOCHOBATb CBOM CYXXOEHUS.

«2» (HeypoBneTBopuTenbHo). Ecnu oby4atowuincs MMeeT paspo3HeHHble, BeccucTeMHble
3HaHWSA, HE YMeEeT BblAeNsTb rMaBHOE U BTOPOCTENEHHOE, OOMYCKAEeT OWMOKN B onpeaeneHnn noHATUN,
UCKaxaeT WX CMbIcr, ©OecnopsifoMHO M HEeyBEpPEeHHO u3naraeT MaTepuarn, HenocnegoBaTerbHo,
[OnyckaeT HETOYHOCTM B ONPEAENEHUN MOHATUN, HE YMEET AoKasaTeslbHO 060CHOBaTb CBOU CYXXAEHWS.

2.2. MeTognyeckne yKkasaHusi Mo OpraHu3aLmm caMoCTOATEeNbHOMN paboThbl oby4yarolmxcs

Llenb camocTosiTensHon paboTbl: opMMpoBaHne y 00y4atoLwmxcs YMEHUA 1 HaBbIKOB B 06r1acTu
3KOHOMMKM.

Mpexpae, YeM NPUCTYNUTb K camocToATeNbHON paboTe, oOyvaloLWUNnes OOMKEH O3HAKOMUTLCS C
OCHOBHbIMW MOMeHTamMmu paboyen nporpammbl No ancuunnude «Ctatnctukar, nogodpatbs HeobxoaMmMyto
nuTepaTtypy v U3y4mTb TEOPETUYECKNE NMONOXEHUS AUCLIUMNIHDI.

B xoge camocToaTenbHow paboThl KaxxgomMy oby4vatolemMycsl pekoMeHAyeTCsa NoNy4nTb 3a4aHns
no Bcem Buaam paboT, YTO OacT BO3MOXHOCTb OXBAaTUTb BCE TeMbl y4ebHOM gucuunnuHbel. [oaTtomy,
paccMOTPEB WM OCMBICIMB BCe 3adaHusl, 00y4alLUNCca CMOXET O3HaKOMUTbCA C OOMbLUMHCTBOM
ynpaBreH4yecknx npobnem TpaHCNOPTHOrO NPEANPUSATUSA 1 C METO4AMU PELLEHUSA 3TUX Npobnem.

O6yvatowuncss MmoxeT BblOpaTb OAMH M3 BapvaHTOB CaMOCTOSITENIbHOW paboThl, 3TO sIBNAETCA
obsa3aTenbHbIM YCNOBMEM OCBOEHMS y4ebHOro matepuana:

1. Mouck nHdopmaumm

2. MNopgrotoBka foknaaa;

3. Hanucanue pedepara.

4. [MoaroTtoBka npeseHTaumnm

[anee npuBedeHbl pas3bsCHEHUS MO KaXZOMy BMAY CaMOCTOATENbHOM paboTbl U AaHbl
pekomMeHaLmMmM No ee BbIMONHEHMIO, @ Takke TpeboBaHMSA K NOArOTOBKE M coave OTYeTa U CPOKU caayu
oTyeTa.

1. Mowuck nHpopmaumn.

[aHHbIi BMA camocTosiTenbHOW paboTbl obydvatowmxcs npeanonaraet cbop, obpaboTky u
npeactaBneHne uHdopmaumm no Temam JeKUMOHHOro maTepuana c 6onee rnybokor npopaboTkon
HEKOTOpPbIX BOMPOCOB. BbiNoONHeHMe p[daHHOrO BMAa CaMOCTOATENbHOM paboTbl pekoMeHayeTcCst
NPOBOAMUTL B CrnefyloLlen nocnegoBaTenbHOCTU:

- (hopMmMpoBaHME MNEpPeYHs BOMPOCOB, HEOOXOOMMbBIX AONSA OCBELLEHUS B pamMKax BblOpaHHOW
TEMbI;

- paboTa ¢ nuTepaTypHbIMU U OPYTMMU MHAPOPMALNOHHBIMU UCTOYHUKAMU;

- cucTemMaTu3auus NonyvYeHHbIX OaHHbIX;

- MOAroTOBKa NfaHa goKnaaa;

- MOAroTOBKA Npe3eHTauun K Joknagy.

2. MoaroToBka goknaaa.

Mpn nogroToBke goknaga Heobxoammo cobnoaaTte cneayoLimne TpedoBaHms:
- BpeMs 4OKrafa He JOIMKHO NpeBbiwaTtbh15 MUHyT;

- criegyeT n3beraTb OOMbLIONO KONIMYECTBA ONpeaeneHnii;
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- Ons HarnsgHocTM  npefcTaBrieHus  paboTbl  criegyeT  Mofb30BaThCs  crieuuaribHbIMK
TEXHUYECKMMM cpeacTBamu: rpaco- U MynbTUMEANNHBIM MPOEKTOpamMu;

- KONMYECTBO MUIIOCTPALMOHHOIO MaTepurarna K Jokiaay He JOJKHO npeBblwatb10 nMcToB;

- JOKNaA OOMKEH MMETb NTOrMYeckoe NOCTPOeHWe 1 3aBepLulaThbCs BbiIBOgamu no paboTe.

BbIiCTynneHust ¢ goknagaMm NpoxoasT Ha NPaKTUYECKMX 3aHATUSIX MO COOTBETCTBYIOLLEN TEME.

3. HanucaHune pedepata

Mpn HanucaHum pedepaTta pekomeHayeTcs o6paTuTb 0coboe BHMMAHME Ha €ero CTPYKTYpY,
KoTopas [AOrfKHa packpbiBaTb NOMMYECKyl0 nocnefoBaTenbHOCTb pacCcMaTpuBaemblX BOMPOCOB (OT
obwero K 4YacTHOMYy) M uX 4eTkoe wusnoxeHue. Kaxapli pasgen pedepata conpoBoxaaercd
HeOoBXOAMMbIMU PUCYHKaMK, CXemamu, Tabnuuammn 1 COAEPXKUT B 3aKNIOYEHUN KpaTkne BbiBOAbI.

Pedepat pomkeH ObiTb BbINOMHEH Ha OCHOBE aHanuM3a nuMTepaTypbl OTEYECTBEHHbIX U
3apybexHbix aBTOpoB, 0030pOB MepuoaMyeckon nedatn, Oubnmorpaduyeckmx wmccrnegoBaHNUm,
WHCTPYKTUBHBIX W METOAMYECKMX MaTepuarnoB MO Teme, 3aKoHOOATEMbHbIX aKTOB W HOPMAaTUBHbIX
AOKYMEHTOB, PErynypYHOLLMX XO3ANCTBEHHYIO AeATENbHOCTb NpeanpusaTus.

CTpyKkTypHO pecbepaTt AOMKeH BKNoYaTh criegylolime pasgens:

. TUTYNbHbLIN NUCT

. CogepxaHue.

. BBegeHue.

. OCHOBHy!0 YacTb.

. 3akntoveHne.

. Cnncok ncnonb3yemon nutepaTypsl.
. MpunoxeHune (ecnu Heobxoanmo).

CopaepxaHve BKMOYaeT HaMMEHOBaHWE BCEX pa3ferioB, Nnoapas3fefioB C ykasaHMeM Homepa
HaYyanbHOWM CTpaHULbI.

Bo BBegeHun 0BOCHOBLIBAETCSl aKTyanbHOCTb TEMbl, OMNpPEedenseTcss ee TeopeTU4eckoe W
npakTuyeckoe 3HadeHue, opMynMpyroTcsa uenb 1 3agadn padotel. Bo BBegeHun Ttakke obo3HavaeTcs
KpaTkoe coaepxaHue paboTbl M OTpaXaeTcs, MO KakuM NUTEpaTypHbIM WCTOYHMKAM W (DaKTUYECKUM
MaTepuanam BbinonHeHa pabota. PekomeHayembli 06beM BBeAeHNs 2-3 cTpaHuubl.

OcHoBHasa 4yacTb paboTbl npeactaBnseT cobow manoxeHve maTepuana no Teme pedepara u
MOXeT Bkrtodatb 2-3 naparpada. B aton yactn pedepara Takke Heobxogmmo o0606WNTbL pasnmyHbie
B3rnagpl Ha nNpobneMy unu MeTodbl pelleHus (ecnu 370 BO3MOXHO B pamKax KOHKPETHOW TeMmbl) U
N3MNOXWTb COBCTBEHHOE MHEHME NO AaHHOMY Bonpocy. O6bem ocHoBHOM YacTn 10-15 cTpaHuu.

B 3aknioyeHunM [OOMmKHbI OblTb MpeacTaBfeHbl OCHOBHbIE BbIBOOAbI W MpeasiokeHus no
paccMmoTpeHHon Teme. O6beM 3akntoveHus 2-3 cTpaHulbl.

Cnmcok nuTepaTypbl [OOIDKEH COAepXaTb PacrofioKeHHbIn no  andasBuTy MepeyeHb
MCMNoMb30BaHHbIX B npolecce paboTbl UCTOYHMKOB. CnedyeT AaBaTb MOJHblE CBeAeHUS 00 UCTOYHUKE.
lMepeyeHb MCNONb3yeMbIX UCTOYHMKOB MOXET BKIMOYaTb CChIIKM Ha 3NeKTpoHHble agpeca Internet, a
Takke HOpMaTMBHbIE AOKYMEHThLI U OTYETHOCTb NPEANPUATUN.

Pedepat pgomkeH GbITb CAaH He MO3Ke NocnegHero 3aHaTus no gucuunnuHe. B cnydae, ecnu
pedepatr He 3ayTeH, HeOOGXOAUMO YCTpaHUTb 3amedaHus. VcnpaBneHus crnegyeT BbIMOMHATbL Ha
oTAenbHbIX NUcTax. MicnpasneHHbIn BapuaHT pedepaTta cgaeTcs NOBTOPHO BMeECTe C NepBOHayarnbHbIM
1 CMMCKOM 3amMevaHui npenogasaTtens.

TpeboBaHuA kK ohopMNeHUI0 3agaHumn

Hymepauusa cTpaHWLy HayuMHaeTcs CO CTpaHuubl, codepxallen ornaeneHve paboTbl, U
npous3BoguTcsa apabckumy LmMdpaMy B NpaBoOM BEPXHEM YIIy nucTa. TUTYMbHBIAN NUCT BKMOYAeTCa B
o6Lyl0 Hymepauuio, HO He HymepyeTcsi. B mpunoxeHusx cTpaHuubl He HymepytoTca. Mnnoctpaumy,
CcXeMmbl, rpaduki, Tabnuubl, pacrnonoXeHHble Ha OTAENbHbIX CTpaHMLAX, BKMYalTCA B 00Uy
HyMepaLuu o CTpaHuL,

TeKkcT OCHOBHOM 4YacTu paboTbl MOXET MoAapas3fensatbcs Ha pasgensl U nogpasgensl. Kaxabin
pasgen cregyeT HauyMHaTb C HOBOW CTaHuubl. Pasgensl u nogpasgensl JOSPKHbI UMETb HAaMMEHOBaHUeE -
3arofoBKMW, B KOTOPbIX KpaTKO OTpaXaeTCcd OCHOBHOE codep)XaHue TekcTa. 3arofioBku pa3ferioB NULLYTCS
CYMMETPUYHO TEKCTY MNPOMUCHBbIMK (3arnaBHbiMM) OyKBamMu W BbIGENSATCA JKUPHBIM  LLUPUATOM.
3aronoBku nogpasgenoB nuwyTcsa ¢ ab3aua CTPOYHbIMK ByKBaMK, KpOME NEPBON — NMPOMUCHOW 1 TakkKe
BblOENATCA XMPHbIM WwpndTom. CoOKpalleHHOe HanmuMcaHue CINoB B 3arofioBKax He [JOMyckaeTcs.
lMepeHOCHI CrOB B 3arofioBkax He AOMycKalTCcs. TOYKY B KOHLE 3arofioBka He ctaBaT. Ecnu 3aronoBok
cocTouT M3 OBYX M Oonee npeanoxeHUn, UX pasgensaiT Touvkow. [logyepkuBaHue 3arofioBKOB He
ponyckaetcsi. PacctosiHe Mexay 3arofnioBkamy pasgena (nogpasfena) v nocneaylowum TeKCTOM
OOMKHO ObITb PaBHO OAMHAPHOMY MEXCTPOYHOMY MHTepBany (10 MM), a paccTosiHAE MEXAY 3arofloBKOM
noapasgena u nocrnegHen CTpoKon NpeablayLero Tekcta — 2-M O4MHAPHbIM MEXCTPOYHBIM MHTEpPBAnam
(15 Mm).

[okyMeHTbl, 6naHkn, pOTOCHNMKM pa3mepoM MeHbLue hopmata A4 [OSKHBI OblTb HaKNeeHbl Ha
CTaHOapTHbIE NUCTbI U CKAHWPOBaHBI.

lMocTpoeHne anarpamm OCyLLECTBIAETCA C NOMOLLBIO cneunanbHoro pegakropa Word.

B TekcTe He AOMKHO ObiTb PUCYHKOB M Tabnuy 6e3 CCbUOK Ha HUX. PucyHknm u Tabnuub
pacnonaratTcs B TEKCTe cpa3sy Mocre CCbIfIOK Ha HUX. PUCYHKN OOMKHBI MMETb MOSCHAOLLYI0 Hagnmnch —
HasBaHVe PUCYHKa, KOTopas mnomellaeTcs nogd HuMm. PucyHkum obosHadvatoTcs cnosom «Pucy. Touka B
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KOHLe Ha3BaHWsa He cTaBuTCH. PucyHku cnegyeT HymMepoBaTh nocrnegoBaTenbHO apabekumm uudpamu B
CKBO3HOM MOpsigKe B Npegenax Bcen paboTol.

Lincdpoeon maTtepunan uenecoobpasHo odopmnaTe B Buge Tabnuupl. Kaxgas tabnuua gomkHa
UMETb 3arosyioBOK, KOTOPbIN AOMKeH ObITb KpaTKUM 1 OTpaxaTb COAepXumoe Tabnuupbl.

Hag HasBaHmem cnpaBa nuueTcs CnoBo «Tabnuua» ¢ nopsigkoBbIM HOMEPOM apabckumu
umdpamn B CKBO3HOM MOpsiAKe B npegenax Bcen KypcoBon paboTbl. TemaTuyeckuin 3arorioBOK NuLLyT
CTPOYHbIMU ByKBaMu, KpOMe NepBoOn NPONMCHOW. B KOHLIe 3aronoBka TouKy He cTaBaT. Tabnuuy cnegyet
pasmellaTb Tak, YTOObl ee MOXHO ObIno ynMTaTh 6€3 NoBopoTa paboTbl UNK XXe C MOBOPOTOM MO YaCOBOM
ctpenke. Tabnuuy ¢ 60MnbLIMM KONMMYECTBOM CTPOK LOMYCKaeTCs NepeHOCUTb Ha apyryto ctpaHuuy. Mpu
nepeHoce Tabnuubl, Ha cneaywoLlen CTpaHuLe MOBTOPSOT €e Lanky U Hag HerW nomellarT Haanucb
«[lMpogonxeHne Tabn.» ¢ ykasaHmem Homepa. Ecnu wanka Ttabnuubl rpomosgkasi, TO BMECTO Hee C
nepeHeceHHON YacTu B OTAENbHOW CTPOKE NoMeLLaloT Homep rpad.

MpunoxeHne odopMnseTca Kak NpOAOIDKEHWE OCHOBHOMW 4acTW 3afaHusd, pacronaraeTtcs B
nopsigke NosiBNeHust CCbINoK B TekcTe. Kaxgoe npunoxeHne AOMKHO HAYMHATLCA C HOBOW CTPaHWLUbl U1
UMeTb codepKaTerbHbll 3arofloBOK, HanevyaTaHHbIA XUPHbIM WpudgToM. B npaBom BepxHeM yrny noj
3arosIoBKOM NponuUcHbeiMn BykBaMu nevataeTcsa croBo «[punoxeHuey. Hymepauus pasgenos, MyHKTOB,
Tabnuu B KaXxgoM NPUNOXKeHUN CBOSI.

B pesynbTaTte BbINOMHEHUSA CAMOCTOATENbHbLIX PAabOT 06yYatoLLMIACA AOMKEH 3HATbL:

- KaK COCTaBNATb KOHCMNEKT

- KaK 3anonHATb Tabnumubl

- KaK 3anofHATb CXEMb

- KaK genaTb Nnpes3eHTaumm

- KaK genaTb NpoekKT

OOyvatowuncs JomkeH BbINOMHMTE paboTy 3a onpepeneHHoe BpeMs. Kaxaein obydatowmiics
nocne BbINOMHEHUS paboTbl [OIMKEH NpPeAcTaBUTb OTYET O npodenaHHonm paboTe nmMbo B Buae
KoHcnekTa, Nnbo B BUAE roTOBOWM Npe3eHTauun, COCTaBnNeHHON Tabnuubl, COCTaBNeHHON cxeMbl. OTHET O
npogenaHHon paboTte cregyeT pfenatb B TeTpaguM ANS CaMOCTOSTENbHbIX paboT. OueHky no
CaMOCTOATENbHON paboTe CTyAeHT MonyyaeT, C y4eTOM CpoKa BbIMOMHEHWUs paboTbl, ecnu: - pacyeTbl
BbIMOSTHEHbI MPaBUSIBHO M B MOSIHOM OObeME; - OTYET BbIMNOMHEH B COOTBETCTBMM C TpeboBaHUSAMU K
BbINOMHEHWNI0 CaMOCTOATENbHON PaboThl.

MNepeyeHb peKOMeHAyeMbIX y4eOHbIX n3gaHum, MHTepHeT-pecypcoB, AONONMHUTENbHOMN
nutepartypbl

OcHoeHasi Tumepamypa

Beikosa T. A. [JokymeHmauyuoHHoe obecrieyeHue ynpaerneHusi (0esonpou3sodcmeo) : y4ebHoe
rnocobue / T.A. boikosa, T.B. KysHeuoea, J1.B. CaHkuHa ; nod obuw. ped. T.B. Ky3-Heuyosoul. — 2-e u3d.,
nepepab. u dor. — Mockea : MHOPA-M, 2020. — 304 c. - ISBN 978-5-16-106774-1. - Tekcm :
3N1eKMPOHHBIU. https://new.znanium.com/catalog/product/1070624 (Gama obpaweHus: 08.06.2020). —
Pexum docmyna: dnsi aemopu3s. nosb30-eamerned.

Madud E. B. [JokymeHmauyuoHHoe obecriedeHue yrnpasrneHus : yyebHoe nocobue / E.B. Madud.
— Mockea : PUOP : UH-®PA-M, 2020. — 249 c. — ISBN 978-5-16-103959-5. - Tekcm : 371€KMPOHHbIL.

https://new.znanium.com/catalog/product/1065817 (Gama obpaweHusi: 08.06.2020). — Pexum
docmyna: 0ns1 aemopu3. ronL3o0-eameriel.

HdononHumensHas numepamypa

Kynsiee H.H. JokymeHmosedeHue : yyebHuk / H.H. KyHses, [.H. Ypanos, A.I. ®abpuyHos; nod
ped. npogp. H.H. KyHse-ea - M. : Jloeoc, 2017. - 352 c. - ISBN 978-5-98704-329-5 - Tekcm
3NeKmMpPoOHHbIU. http.//www.studentlibrary.ru/book/ISBN9785987043295.htm(Gama obpauweHus:
08.06.2020). — Pexxum docmyna: 0risi ag-mopu3. ronb3osamersied.

Jlapbkos H.C. [JokymeHmoegedeHue: y4yebHuk / H.C. Jlapbkog - M. : I"IpocneKm 2016. - 416 c. -
ISBN 978-5-392-19329-5 - Tekcm SﬂeKmpOHHbIU

http://www.studentlibrary.ru/book/ISBN9785392193295.html(Gama o6pau49Hug 08.06.2020).
Pexum docmyna: dns ag-mopu3. rons3oeamerned.

3. MpomMexyTouHasa (cemecTpoBas) aTTecTauus no Kypcy

3.1 HopmatuBHas 6a3a npoBegeHust
NPOMeXYTOYHOM aTTecTauum CTYAeHTOB No pe3ynbTaTtaMm U3y4eHUs QUCLUNIIUHDI:

1) «[NonoxeHune o TeKyLem KOHTPOme ycneBaeMoCTU, MPOMEXYTOYHOM aTTecTauumn obyyarowmuxcs no
nporpamMmam BbiCLLIErO 0Opa3oBaHusa — nporpaMmam 6akanaepuara, nporpaMmam crneuuanureTa,
nporpaMmam maructpaTypbl U cpegHero npodgeccunoHansHoro obpasosaHust B PrE0QY BO Omckuin FAY »

OCHOBHbIE XapaKTepUCTUKN
NPOMEXYTOYHOW aTTecTaLuumn CTyAeHTOB MO UTOoram U3y4eHUs AUCLIUMNIINHbI

Llenb npomexyTo4yHOM YCTaHOBMNEHUE YPOBHSI OCTUXKEHUS KaXObIM CTYAEHTOM Lenen um
aTTecTauum - 3aga4 0by4yeHust No AaHHOW ANCUUNIIUHE
Popma NPOMeXYTOYHOMN 3a4ét
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atrecrtauum -

Mecto npoueaypbl nonyyeHus
3ayérta B rpacmke yyebGHOro
npouecca

1) yyacTue cTygeHTa B npoueaype nonyyeHns 3ayérta
OCYLLIECTBNSIETCS 3a CHET y4yeBOHOro BpeMeHu (TpyaoEMKOCTH),
OTBEAEHHOIO Ha M3y4YeHUe QNCUMNIUHBI

2) npoueaypa npooautcs B paMmkax BAPC, Ha nocnegHen Hegene
cemecTpa

OCHOBHbIe ycnoBusa nony4vyeHusa
CTYAEHTOM 3ayéra:

1) cTymaeHT BbINOMHWMA Bce Buabl ydebHoW paboTbl (BkNto4as
CaMOCTOATENbHYIO) U oTyuTancss 06 WX BbINOMIHEHUN B CPOKMW,
yCTaHOBMEHHble rpadnkom y4ebHOoro npowecca no AUCUUNIYHE;

2) npoxoxaeHne 3akmnioYUTENbHOro TECTUPOBAHWSA, MO pe3ynbTaTtam
OCBOEHMS ANCLMMIINHBI;

3) HApyroe. Hanpvmep, nogrotoBusn MNOMHOKOMMMEKTHOE YyyebHoe
nopT¢onuo.

Mpouepypa nonyyeHus 3avéTa -

OCHOBHbIe KPpUTEPUUN [OCTUKEHUA
COOTBETCTBYHOLLEr0 YPOBHA
OCBOEHMA NporpaMmmbl y4ye6HOM
AUCLMNIINHbI

npencraBnexbl B n. 4

3.2. 3aknunTenbLHOe TeCTUPOBaHME NO UTOFraM U3yYeHUs AUCLUNITUHDI

Mo nToram M3yyYeHust OMCUMNIMHBI, OBydalolumMecs NpoXoasT 3aKmiouUTeNbHOE TeCTUpOBaHue.
TecTupoBaHve  siBNsieTcs  (QOPMOM  KOHTPONS,  HanpaBfieHHOW Ha  MpOBepKy  BrageHust
TEPMUHOMOIMYECKMM annapaToM, COBPEMEHHbIMWU MHGOPMALMOHHBIMA TEXHOMOMMSAMMN U KOHKPETHLIMM

3HaHNUAMM NO AncuuniinHe.

3.2.1 NoaroToBKa K 3aKnr4unTesibHOMy TeCTUPOBAaHUIO NO UTOramMm nN3y4eHunsa AMCUNNIIUHbI

TeCTI/IpOBaHVIe OocyulecTBIideTCA NO BCEM TeMaM W pasfeniaMm OUCUUNIIUHDbI, BKIKOYad TeMbl,
BbIHOCMMbIE Ha CaMOCTOATEJIbHOE N3y4YeHune.

Mpoueaypa TecTUpOBaHWA

orpaHn4eHa BO BpeMeHM W npeanonaraet MakKcumalnbHoOe

cocpenorto4yeHmne 06yqarou.|,er009| Ha BbINOJIHEHUN TeCTa, coaepXallero HeCKOJIbKO TECTOBbIX 3a4aHuin.

3.2.2 WKANA N KPUTEPUN OLLEHUBAHUA
OTBETOB Ha TECTOBbIE BOMPOCHI TECTUPOBAHUA MO UTOraM OCBOEHWUS AUCLIUMINHDI

- OLeHKa «3a4TeHO» BbICTaBNsSeTCs obydyarolemycsl, ecnu nonyyeHo Gonee 60% NpaBMITbHbIX

OTBETOB.

- OLeHKa «He 3a4TeHo» - nony4eHo meHee60% npaBurbHbIX OTBETOB.
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