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1. HOACHUTEJIBHASA 3AIINCKA

1.1. Heap 1 32724 JUCHHUILIMHBI

ILlenv  Oucyunaumsl —  TOATOTOBUTH  BBIMYCKHUKA,  OO0JaJaroIIEero
TEOPETUUYECKUMH M TMPAKTUYECKUMU 3HAHUAMH M YMEHUSIMH, CIOCOOHOTO
MPUMEHSTH KOMIIETEHIIUU B cpepe yIpaBIeHUS TOKYMEHTAIUEH B KOPIIOPALIUH.

3aoauu oucyuniunol:

— O3HaKOMHUTb  MAarucTpPaHTOB C  TOHATHEM  «JOKYMEHTHUPOBAHHAS
uHdOpMaIUs» U €€ POJIbIO B YIIPABIICHUU;

— c(opmupoBaTH HABBIKK aHAN3a HOPMAaTUBHO-TIPABOBBIX U METOUYECKIX
OCHOB JIOKYMEHTAIIHOHHOTO 00eCTIeUeHHs YIIPABICHUS KOPIIOpAIIHei;

— O3HaKOMUTh C OCHOBHBIMH JJIEMEHTAaMH CHCTEMBI  YIPaBIICHUS
JIOKyMEHTaMUu;

— 00y4uTh  METOJaM  MHCIIOJNb30BaHUS  YHUPUIMPOBAHHBIX  CHUCTEM
JIOKyMEHTAIUU;

— chopmMupoBaTh HaBBIKU
(yHKUIHMOHAIBHBIX c(ep yrnpaBlIeHUS;

— OCBOHUTH TEXHOJIOTUU IOCTPOCHUS CHCTEMBI M TPOIECCOB YIPABICHUS
JIOKyMEHTaMUu;

— copMUpPOBATh HABBIKU PAOOTHI C KOHPUACHIIMATBHBIMUA JJOKYMEHTaAMU;

— 00YyYMTb NPAKTUKE BEJCHUS MEKYHAPOTHOM MEPETHCKH.

JAOKYMCHTAIMOHHOI'O oOecreueHHs

1.2. TlepeyeHb NJIAHUPYEMBbIX Pe3yJIbTATOB 00y4eHHUsI MO AUCHMUIINHE,
COOTHECEHHBIX ¢ HHAUKATOPAMHM J0CTHKEHUS] KOMIIETECHIMI

HNuaukaropsl
KOMIIeTeHIU i
(KoJ1 1 HAUMEHOBaHUE)

KoMnerenuus

Pe3ynbTaTsl 00y4eHus
(Ko 1 HAMMEHOBaHUE)

MMPO®ECCHUOHAJIBHBIE KOMIIETEHIIUHN

Tun 3amau OpPraHU3aIMOHHO-

npod. AESITENEHOCTHU: yIpaBJIeHUYECKUI
Jlonoicen 3namo:.
— OCHOBBI YIIpaBJI€HUS
OpraHu3aluei;

[1K-3. Cnocoben [1K-3.3. T'otoB

— CTPYKTYpY OpTraHU3aINH;

OCYILIECTBIISATH K OIPENIETCHUIO — MepPEI0OBOM OTEYECTBEHHBIIN
yIpaBJICHHUE Y BHEAPEHUIO Y MHUPOBOM OIBIT aIMUHHCT-
aIMUHUCTPATUBHOM, aIMUHUCTPATUBHOM, paTUBHOM, XO35IMCTBEHHOM,
XO3SIMCTBEHHOM, XO3SIMCTBEHHOM, JIOKYMEHTaIlMOHHON
JIOKYMEHTallHOHHOM JIOKYMEHTallMOHHOM Y OPTaHU3aIMOHHOMN MOICPKKU
Y OpraHU3allMOHHON Y OpraHU3allMOHHOU

MOAEPIKKOM MMOJINTUKHN Honoxcen ymemo:

OpraHu3aIu U CTPYKTYpPBI OPTaHU3aLUN — KOHTPOJIMPOBATh M OPraHU30-

BBIBATH MPOIECCHI YIIPaBICHUS
aIMUHUCTPATUBHOM, XO3SICT-
BEHHOU, JOKYMEHTAILMOHHOU
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Y OPTaHU3AILMOHHON MOAIEPIKKOI;
— HCI0Jb30BaTh METOIUKHI
BHEJIPEHUSI KOPIIOPATUBHBIX HOPM
Y MPaBWJI YIIPABJICHUS aIMUHUCT-
PaTUBHOM, XO35MCTBEHHOM,
JIOKYMEHTAllMOHHOW U OpraHu3alu-
OHHOM NMOJJECP/KKONU OpraHu3aluu

Jlonoicen enadems.
— KOPITOPATHBHBIMH IIPOIETyPaAMH
U IIPOTOKOJIOM

ITIK-3. Criocoben
OCYILIECTBIATH
yIIpaBJICHUE
aIMUHUCTPATUBHOM,
XO3S1ICTBEHHOM,
JIOKYMEHTAallHOHHOM
Y OPraHU3aLMOHHON
MOAEPKKON
OpraHu3aluu

[1K-3.4. Pa3zpabatbiBaer
Y BHEJIPSIET JIOKATbHBIC
HOpPMAaTHBHBIE aKThl

U perjJaMeHTHPYIOIINE
JIOKYMEHTBI

Jlonoicen 3namo:

— OCHOBBI YITPaBJICHUS
OpraHu3aluei;

— CTPYKTYpPY OpraHU3aIlHH;

— IEPEIOBOM OTEUECTBEHHBIN OIBIT
aIMUHUCTPATUBHOM, XO3SIICTBEH-
HOU, TOKYMEHTAI[MOHHON U
OpraHU3aIlMOHHON OAACPIKKH;

— 3aKOHOJIaTeIIBCTBO Poccuiickoi
denepauyu 1 HOPMATUBHO-
MPaBOBYIO 0a3y, peryiupyroume
JIeATEIEHOCTh B 00J1aCTH
aIMUHUCTPATUBHOM, XO3SIICT-
BEHHOM, JOKyMEHTAILUOHHOU

1 OPTaHU3AILMOHHON MOJIEPKKU

Lonowcen ymems:

— KOHTPOJIMPOBATh U OPTaHU30-
BBIBaTh MTPOLECCHI YIIPABICHUS
aJIMAHUCTPATUBHOU, XO3MCT-
BEHHOM, JOKyMEHTAIMOHHOU

Y OPTaHU3ALMOHHOMN NOJJIEPIKKOM;
— HCII0Jb30BaTh METOINKH
BHEAPEHUS KOPIIOPATUBHBIX HOPM
Y TIpaBUJI YIIPaBJIEHUS aJMUHUCT-
paTUBHOM, XO35MCTBEHHOM,
JIOKYMEHTAllHOHHOW U OpraHu3a-
IMOHHOW MOJIJIEPHKKOU
OpraHu3aluu;

— pa3pabaThIBaTh U BHEAPSITH
JIOKQJIbHbIE HOPMATUBHBIEC AKTHI

Y PETVIAMEHTUPYIOLHUE TOKYMEHTBI

Jlonowcen enadems:

— METOJIUKY pa3pabOTKU U BHE-
PEHUS JIOKATBHBIX HOPMATHBHBIX
aKTOB;

— KOPIOPAaTUBHBIMHU MPOIIEAYPAMHU
1 TIPOTOKOJIOM




1.3. MecTo AucHMILVIMHBI B CTPYKTYpPe OCHOBHOI 00pa3oBaTeIbHOI
NPOrpaMMmbl

JucuuiuinHa «YTpaBlIeHHE JOKYMEHTAIMEd B KOPHOPALMN) SIBISIETCS
4acThlo, POPMUPYEMON YYaCTHUKAMH 00Opa30BATENIbHBIX OTHOUICHUHN TUCHUTIIINH
y4eOHOro TUIaHa OCHOBHOM MPOrpaMMbl MOJATOTOBKM MAarucTpPOB MO HAIPABJICHUIO
38.04.02 «MenemxMment», npodunb (HampaBieHHOCTh) «KopmopaTtuBHoe
YIPaBJICHUE.

JJ1st OCBOCHMS JTUCIUIUIMHBI HEOOXO UMbl KOMITETEHIIUH, COPMUPOBAHHBIE
B XOI€  W3y4YeHUs  JUCHUIUIMH  «MEXKYyJIbTypHOE  B3aUMOJICHCTBHEY,
«KopnopatusHoe yIIpaBJICHUE), «KOMMyHHKalMOHHBIN MEHEIKMEHTY,
«KopriopatuBHO€E paBo» H JIp.

B pesynbrare OCBOEHMS [UCUUIUIMHBI (DOPMUPYIOTCS KOMIETEHIUH,
HEOOXoauMble  JUId  u3ydyeHus gucuuiuinH — «Paspabotka w  mpuHsTHE
YIPABJICHUYECKUX pelIeHMi», «KoprnopaTuBHas KylabTypa» | JIp.

2. CTPYKTYPA JMCIIUIIJINHBI

O6mas Tpya10EMKOCTh TUCIUIUIMHBI cOCTaBIIIeT 6 3.€., 216 akajmeMHYecKux

4acoB.
CrpyKTypa ITHCUMILIMHBI /151 3204YHOH (POPMBbI 00yUeHU s

O0beM mucHUIUIMHBL B (QOpME KOHTAKTHOM paboThl oOydaroumxcs ¢
MearoruIecKuMy pabOTHUKAMU | (WUTH) JIUIIAMHU, TIPUBJICKACMBIMH K PeaTA3aIiu

o0pa3oBaTenbHON TPOrpaMMbl Ha HMHBIX YCIOBUSX, NPHU MPOBEICHUU YUEOHBIX

3aHSITUMN:
Cemectp Tun yueOHBIX 3aHATUN KomnnuectBo
4acoB

1 Jlexuun 4
1 CeMuHapsl 4
2 Jlexun 4
2 CeMmuHapsl 4

Bcero: 16

O0beM AUCHUIUIMHBL B ()OpPME CaMOCTOATENIBHON padoThl 0OyYaArOIIMXCS

cocraBJiisieT 128 akajieMUYEeCKUX 4acoB.



3. COAEPKAHUE JUCIUITJINHBI

Haumenosanue pazoena

No OUCYUNTIUHDBI Cooepoicanue

1. | JokymeHTHpOBaHHAS [Ipenmer, 3a7auM ¥ MCTOYHUKM HM3Y4YEHHUs Kypca.
uHpopManus [TonsTHE OpraHM3alMOHHO-AO0KYMEHTAIMOHHOTO
U €€ POJIb oOecrnieuenus. Ero poap B ynpaBieHHH KOPIIOPALIMEH.
B YIIPABJICHUU Ponp uHbOopMaIuu B YIPaBIICHHH.
KOprHopauuen Nudopmanmonnass uHGpacTpykTypa KOPIOPAILIHH.

HupopmaninoHHbIe pecypchl KOPIOpaIuil.

Ilonarne  «moxymenr». llenmn  co3maHus U
COXpPAaHEHMS TOKYMEHTOB, UX POJIb B YIIPABIECHUYECKON
nestenbHOCTH. Bunbl  nokymeHnrtoB. CopepikaHue,
CTPYKTYpa, KOHTEKCT TOKYMEHTOB U METaIaHHBIC.

2. | HopmatusHO- IIpaBoBas OCHOBa JOKYMEHTALIMOHHOT O
IIpaBoBas obecrieueHus yYIPaBJICHUS KOPIOpALUEN.
u Metoanueckas | DenepasibHble 3aKOHbL. YKas3el lIpesumgenra PO wu
OCHOBBI noctanoBiieHus lIpasurenscrBa PO.
JOKYMEHTAIUOHHOTO HopmaTnBHO-IpaBOBBIE  aKThl  BEJOMCTBEHHBIX
oOecrieueHus OpPraHOB MCIOJHUATEIBHOU BiacTu PO.

YIIPaBJICHUS OcHOBHBIE HOPMAaTUBHBIE IIPaBOBbIE 17}

Kopriopauuen METOAUYECKUE JOKYMEHTBHI MO JTOKYMEHTAMOHHOMY
00ecre4yeHnIo yIIPaBJICHUS KOpIIOpaLuen.
I'ocynapcTBeHHbIE CTaHIAPTBHI. NucTpykummy,
IpaBuUJIa. [Tepeunwu. Hopwmsl BPEMEHU v
KBAIM(PUKAIIMOHHBIE  XapaKTEPUCTUKH.  AJTBOOMBI
yHUGUIUPOBAHHBIX (OPM.

3. | Cucrema ympaBieHUsI CucremMHbpli mnoaxox B ympasieHud. Cucrema
NOKYMEHTAMH yopaBieHus opranusanueil. Cucrema ynpaBieHUs
KOpIiopauuu JOKYMEHTAMU KOPIIOPALUH.

Cucrembl  gokymeHtanuu. WX  3HaueHue B
yIpaBlieHUH  Kopropauued. lloHdaTne  cucremsl
NOKyMeHTaluu. Vcropuueckoe pa3BUTHE CHUCTEM
JOKYMEHTALUH. IlonsATne «yHU(PUIUPOBAHHBIE
CUCTEMBbl JIOKyMEHTallUM» H  «(PYHKIIMOHAIbHBIC
cHUCTEMBI JOKyMeHTauun» B Poccuiickon denepamnuu.

4. | OyHKIIMOHAIILHBIC Cucrema OpPraHMU3alOHHO-PACIOPSIAUTEIIBHON
CUCTEMBI NOKyMEHTaluu B ynpasiaeHud.  lloacucrema
JNOKYMEHTALUU OpraHU3allMOHHO-IIPABOBOM JIOKyMEHTauuu (ycTas,
KOpIiopanuu MOJIO)KEHUE 00 OpraHu3aliy, IITATHOE paclucaHue,

JOJKHOCTHBIE UHCTPYKIIUH). [Moacucrema
pacnopsIMTeIbHON JOKYMEHTAIMu (IIOCTaHOBJICHUE,
penieHne, MpukKas, pacnopsbKeHHue, yKazaHue U JIp.).




8

[Toncucrema MHPOPMAITMOHHO-CIIPABOYHON
(MPOTOKOJI, JOKJIagHAs 3alucKa, OOBICHUTEIbHAS
3almcKa, 3asBICHHUE, JET0BOE MHUCHMO, AJICKTPOHHOE
cooOIIIeHHE | JIp.) U HHPOPMAITMOHHO-aHATUTHIECKON
JOKYMEHTAIMu (akT, ClpaBKa, 3aKIIOYEHHUE, OT3bBIB,
nepeyeHb, CIUCOK M Jnp.). JlemoBas Tepemnucka,

COIPOBOXKAAIOIIAS mpouecc IIPEICTABIICHUE
MHTEPECOB U IMOCPETHUYECTBO.
Cucrema JOKYMEHTAIU! o TPYAOBBIM

OTHOIIEHUSIM.  JIOKYMEHTAallMOHHOE  OOecIeueHue
CUCTEMbl TPYIOBBIX OTHOIICHUH B YIPaBICHUHU
(mepBUYHBIE TOKYMEHTBI TPYJIOYCTPOUCTBA, TPYAOBOM
JNOTOBOp, JIMYHOE [JIeJI0 COTPYAHUKA, TpyAoBas
KHIDKKa, paboTa ¢ MNHCHbMEHHBIM OOpaIICHUSIMU
TpaKJaH).

Cucrema ¢dbuHaHCOBOM JOKYMEHTAIIU! B
ynpasiennn. O011as XapakTepuCTUKa TOKYMEHTOB T10
¢dbuHaHCOBO-pacueTHBIM onepanusaM. Kinaccudukanms
YUETHBIX  JOKyMeHTOB. CrnocoObl  HCIpaBiICHUS
omKOOK B (PMHAHCOBO-PACYETHON JTOKYMEHTALUU.
OdopmiieHre  OTKpBITHUS ~ CYETOB  OpraHu3alui.
OcHOBHBIE BHABI JOKYMEHTOB MO (DUHAHCOBO-
pacueTHbIM omnepanusaM. [lepenucka mo GpuHaAHCOBBIM
BOITPOCAM.

CucrteMa JOKYMEHTAIIMM MO CHAO0KEHUIO U COBITY.
JlokymMeHTaIMoHHOe 00ecreueHrne YynpaBIeHYECKUX
dbyHkuuii  cHaOkeHuss U cObita.  JloroBopbl.
Josepennoctu. Haknanusie. Hapsansl. Kommepueckue
akTel. [Iperen3nonnbie nuceMa. MIcKoBbIE€ 3asBIICHUS.
JlemoBas nepenucka.

CucrtemMa  JOKyMEHTallUM IO  MapKETHUHTY.
JIOKyMEHTallMOHHOE obecrieueHue byHKIMH
MapKeTHHTA. [Tepemnucka 00 OpraHu3aluy,
MJIAHUPOBAHUM M OCYIIECTBICHUU HH(OPMAIMOHHON
NEeATEeIbHOCTH, MApPKETHUHTe. AHAIMTUUECKUE 0030PHl.
Nudopmanmonnsie o0630psl. Ilepenucka co CMMN.

Kputnueckune OT3bIBHI, ONPOBEPKECHUS
HEJIOCTOBEPHBIX CBEJICHUI 0 NEATEIbHOCTH
OpraHHU3aLHH. IIporpammel MapKETHHTOBBIX

ycclie1oBaHui. JIOKyMEHThI IBUKEHHS LIEH HA PBIHKE,
00 OmepaTUBHOM aHAIU3€ MOTPEOHOCTH B MPOAYKITUU
U T.II.

CuctemMa JOKyMEHTallMM MO pekiame. PekiiamHoe
nucbMo. Mudopmarmonnsie n3ganus. CTaTbu, TEKCTHI
TeIepaauonepeaay, MmiaHbl, NPOCHEKThI, CIIEHAPUU U
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T.1. JIOKyMeHTBHl (3asIBKH, TMEpernucKka H T.IL.).
JIorOBOpBI O pa3MEIIEHUHU U BBIITYCKE PEKJIaMbl U T.II.
JlenoBast mepernucka, COpoBOXKIAIONIAsE OpTraHU3AIMIO
U y4acTHe B BBICTABKaxX U SpMapKax.

Cucrema

Y MIPOIECCHI
YIpaBJICHUS
JTIOKYMEHTaMH
KOopIiopanuu

[lonaTHe «cucteMa yIpaBlICHUS TOKYMEHTaMI.
TpeboBanust kK cucTemMe yrpaBieHHUS JOKYMEHTaMHU.

HNucTpyMEHTHI yIpaBICHHUS JIOKYMEHTaMu
(MeXTyHapOIHBIH CTaHAapT NCO 15489):
KJaccU(UKATOp  yNpaBICHYECKONW  JESTEIbHOCTH,
KJacCU(PUKATOp 3alUThl W JOCTyNa, I[epeueHb
JOKYMEHTOB.

Cucrema ynpaBieHust JokymMmeHTamu. [lonutuka u
ee nenu. llporpamma ympaBiaeHHs TOKyMEHTaMH.

PykoBoacTso, OMUCHIBAIOIIEE CUCTEMY B
COOTBETCTBUM C YCTAHOBJICHHOW TIOJIUTUKOW U
LETISIMH. JIoKyMEeHTUpOBaHHbIE POLIEAYPHI,

OIUCHIBAIOUINE B3aMMOOTHOIIEHHS YNPABICHUYECKUX
IIPOLIECCOB M BUJOB JESATEIBHOCTH, OCYIECTBISIEMbIE
B cucteme. JlIoKkyMeHTbl, HEOOXOIMMbIE OpraHU3aluu
s obecniedeHuss A(PGHEKTUBHOrO TUIAHUPOBAHUS,
OCYUIECTBJIEHUSI TMPOIECCOB M YNPABICHUS HUMHU
(kapTbl, Tpa@uKU W/ WIK ONUCAHUA MPOLECCOB,
OpraHu3alMOHHbIE CXEMBHl, cnernupuKaImm,
WHCTPYKITUH, TUIAHbI U T.I1.)

[Tporueccel ynpaBiaeHUs! TOKyMEHTAMHU.

Opranuzamusi pabotel ¢ gokymeHTamu. [lpuem u
nepBuyHas oOpaboTka JOKyYMEHTOB. Pacmpenenenue

MOCTYIIUBIIUX  JOKYMEHTOB. Pezomonus Ha
nokymeHnre. Perucrpanus nokymeHtoB. KoHTposb 3a
VICIIOJIHEHUEM JIOKYMEHTOB. Nudopmarmonno-

crpaBouHas padorta. OTmpaBka TOKYMEHTOB.

3HayeHUe  CUCTEeMaTh3alMu U OOECICUCHUU
COXPaHHOCTH JIOKYMEHTOB B yIpaBJICHUHU.
Howmenkmarypa nen. @opmupoBanue nen. XpaHEHUE
nokymeHToB u Jen. [loaroroBka st apXUBHOTO
xpanenus. OpopmiieHue aen. DKCrepTu3a LEeHHOCTH
nokymMeHToB. OpopMiieHUE /e, COCTABJICHUE OMUCEN
U cJjaya JieJl B apXUB.

Pabora ¢
KOH(HUISHIINATHbHBIMHU
JIOKyMEHTaMu
KOpIiopaiuu

Opranuzarusi pabOThl € JTOKYMEHTaMHU. 3amuTa
JOKYMEHTOB, COJepKalIUX KOMMEpPUYECKYI0 TalHy
koprnoparuu. Opranuzaiusi paboTel ¢ JOKyMEHTaMH,
COJICpIKAIUMH KOH(HICHITHATbLHBIC CBEICHHMS.

TexHomoruss 00pabOTKU  JOKYMEHTOB.  Tallbl
IIOJITOTOBKH KOH(HUISHIIMATBHBIX JIOKYMEHTOB.
OCHOBHBIEC OIEPAIMOHHBIC TEXHOJOTUYECKUE CXEMBbI
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00pabOTKM KOH(MUACHIIMATIBHBIX JIOKYMEHTOB. Y4YeT
MOJITOTOBJICHHBIX KOH(MUICHIIMAIBHBIX JOKYMEHTOB.

7. | MexayHapogHast MexnyHaponHble CTaHAAPTBI 1O  O(QOPMIICHUIO
[epenucKa JOKYMEHTOB. IToaroroBka §i (0 (0):10)1
KOpIopauuu KOPPECHOHJEHIIMN JUIsl  3apyOeKHBIX IapTHEPOB.
Berpeua u  0oOMEH  BU3UTHBIMH  KapTOUYKAMHU.
BricraBounas NEATEIIBHOCTb. JIOrOBOpEI.
Kongnuktasie CUTYyaLlUH. NudopmanmonHoe
obOecneueHne. PuHAHCOBBIE BOIPOCHL. TpaHCHopT.

4. OBPA3ZOBATEJIBHBIE TEXHOJIOT'UH

Jist mpoBeAeHUST Y4YEOHBIX 3aHATHA 10 JAWCIUIUIMHE HWCIIOIB3YIOTCS
pa3iuyuHbIe 00pa30BaTENbHBIE TEXHOJIOTHH!

TPaJUIIMOHHBIC (JIEKIIUH, CEMHHAPBI, KOHTPOJIBHBIC BOIIPOCHI);

aKTUBHBIC (BBITIOJIHCHHE KOHTPOJIBHBIX pabOT, y4acTHe B JHCKYCCHSX,
TECTUPOBAHUE).

[Ipu mnpoBemeHnn ydYeOHBIX 3aHATHH OOECHEUMBACTCS pPA3BUTHE Y
OOy4YaronMxcss HaBHIKOB KOMAHJIHOW palOThl, MEKIMYHOCTHOW KOMMYHHUKAIIUH,
OPUHATUS PEIIEHUM, JUIAEPCKUX KadecTB (BKJIIOYAas TMPU HEOOXOJIUMOCTH
MPOBEICHUE WHTEPAKTUBHBIX JICKIMH, TPYIIOBBIX ITUCKYCCUH, POJIEBBIX WHIP,
TPEHUHTOB, aHAM3 CHUTyallud W WMHUTAIIMOHHBIX MOJIENICH, TIPernojaBaHue
JUCIUTUIMH B (hOpME KYpCOB, COCTaBJICHHBIX Ha OCHOBE PE3yJIbTaTOB HAyYHBIX
UCCJICIOBAHUM, B TOM 4YHCIE C Yy4E€TOM PETUOHAIBHBIX OCOOEHHOCTEMH
poeCcCHOHANIbHOMN JeATeTLHOCTH BBITYCKHUKOB M MOTpEeOHOCTEH paboTomaTenei
(m.34. ITpuka3z Ne 245),

Jlnsg opranuzanuyd  yd9eOHOTO TpoIlecca MOXKET OBITh HCHOJIB30BaHO
ANIEKTPOHHOE O0y4YeHHE U (WJTK) AUCTAHIIMOHHBIE 00pa30BaTEIbHBIC TEXHOJIOTHHU.

5. OHEHKA IIVTAHUPYEMBIX PE3YJIBTATOB OBYUEHUA

5.1. Cucrema oneHUBaHUA

MaxkcumanabHOe KOJTMYECTBO
dopma KOHTPOJIs OasIoB
3a oHy paboty Bcero
1. VYuactue B OOCYXIEHHM TEOPETHUECKHX BOIPOCOB Ha 2 Gamna 16 Gannos
CEMHMHAPCKHX 3aHSATHIX
2. BbINoJHEHHWE KOHTPOJBHBIX pabOT Ha CEeMUHAPCKUX 4 Ganna 44 6anna
3aHATHSIX (Bo3MOXKHA TIO/ITOTOBKA MIMCBMEHHBIX
MPAKTHYECKHUX paboT)
3. TIpomexxyrouHas arrecTanus (3a4er, 3 CEMECTp M DK3aMEH, 40 GayutoB
4 cemectp)
4. Uroro 3a cemMecTp (TUCIUTUTHHY) 100 GasutoB
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[TommydeHHBI COBOKYIHBINH pe3yibTaT KOHBEPTHUPYETCS B TPATUIIMOHHYIO
IIKaTy OIICHOK M B IIKaldy OIEHOK EBpomeickoil cuctembl MepeHoca |
HakorieHus: kpeautoB (European Credit Transfer System; gamee — ECTS) B
COOTBETCTBHUH C HUKE MMPUBEIACHHON TaOJIHIICH.

100-b6annvnas wxana Tpaouyuonnas wxana lxana ECTS

95— 100 OtanuHo A

83 — 94 B

68 — 82 XopoIo 3a4TEHO C

56 — 67 D

50 55 yIOBJICTBOPUTEIHHO E

20 —49 FX
0-19 HEY/IOBJICTBOPUTEIILHO HE 3aYTCHO F

5.2. Kpurepuu BbICTaBJIeHHS OIEHKH 10 JUCIUIINHE

Kpumepuu oyenxu pezyriomamos o0yuenus
no oucyuniune

bannvl/ Oyenxa
Hlxana ECTS no oucyuniume
100-83/ COTIIMYHOY /
AB «3a4TEHO

(oTim4HO)» /

«3a4YTCHO»

BricraBnsiercss  oOydaromemycsi, €ci OH TIIyOOKO U
IIPOYHO  YCBOWJI ~ TCOPETHUYECKMH M  NPaKTUYECKH
MaTepuaj, MOXKET MPOJAEMOHCTPUPOBATH ATO Ha 3aHATHUAX
U B XOJI€ IPOMEKYTOYHON aTTECTALlUN.

OOyuaromuiics MCYEPIBIBAIONIE M JIOTHYECKU CTPOMHO
u3naraeT yuyeOHbIM MaTepual, yMeeT yBS3bIBaTh TEOPHUIO C
MIPaKTUKOM, CIIpaBisieTcs ¢ pelleHueM 3aaad npodeccu-
OHAJILHOW HANpPaBJIEHHOCTU BBICOKOTO YPOBHS CIIOKHOCTH,
MpaBHWJILHO OOOCHOBBIBAET NMPUHSATHIE PELLICHUS.

CBoOonHO opueHTHpyeTcss B y4yeOHOW u mpodeccu-
OHAJIBLHOM JIUTEpaATYypE.

OneHka Mo MUCHMILIMHE BBICTaBIAIOTCA OOydaroleMycs
C Y4Y4€TOM pE3yJbTATOB TEKyIIEH U MPOMEXKYTOUHOU
aTTeCTallUN.

Komnereniuu, 3akperui€éHHble 3a JUCHUILUIMHOMN, chopMu-
pOBaHbI Ha YPOBHE — «BBICOKHID.

82-68/

«xoporioy /
«3a4TEHO

(xoporo)» /

«3adTCHO»

BricTaBisiercs oOyuaromieMycsi, €Clii OH 3HaeT TEOpeTHu-
YECKUI U NMPaKTUYECKUIl MaTepHal, rpaMOTHO U IO Cylie-
CTBY M3JIaraeT €ro Ha 3aHATUSAX U B XOJ€ MPOMEKYTOUHOM
aTTecTalluu, HE JOMYCKasl CyIECTBEHHBIX HETOYHOCTEM.
OOyyaromuiics NpPaBWIBHO TPUMEHSET TEOPETUUYECKUE
MOJIOKEHUS  NpPU  PEUIEHWHM  TMPAKTHUYECKUX  3aj]ad
npodeccnoHalbHOM HaNpaBICHHOCTH Pa3HOTO YPOBHS
CJIO’KHOCTH, BJIaZiceT HEOOXOAMMBIMU JJISl 3TOTO HABBIKAMHU
U IPUEMAMH.

JIOCTaTOuHO XOpOIIO OPUEHTHUPYETCS B Y4€OHOH M IMpo-
(heccuoHaIbHOM JIUTEpaATYpE.

OrneHka Mo IUCHMIUIMHE BBICTaBIAIOTCS OOydaromeMmycs
C Yy4E€TOM PE3yJabTaTOB TEKYIIEW M MPOMEKYTOUHOU
aTTeCTallUN. Komnerenmuu, 3aKpenIEHHbIE 3a
JTUCITUTIINHOM, CPOPMUPOBAHBI HA YPOBHE — «XOPOIITUIY.
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bannvl/ Oyenxa Kpumepuu oyenxu pezynoemamos obyuenus
Ilxana ECTS no oucyuniune no OuCyuniune
67-50/ «YIOBJIETBOPH- BricTaBnsiercst oOyJaroremMycsi, €CJIii OH 3HaeT Ha 0a30BOM
D,E TEJIBHOY / YPOBHE TEOPETHYECKMH M IIPAaKTUYECKHM Marepual,
«3a4TEHO JIOTIYCKaeT OTAeNIbHbIE OMIMOKH MpU €ro M3JI0KEHUH Ha
(ynoBnerBopu- 3aHATHUSAX U B XOJI€ MPOMEKYTOUHOM aTTeCcTaIuy.
TEJBHO)» / OOyyaromuiics UCHBITHIBACT ONpPECIEHHbIE 3aTPyIHEHUS
«3aUTCHO» B MPUMEHEHUH TEOPETHUYECKUX IMOJIOKEHUH MPH PEIIeHUU
MPaKTUYECKHX 3a/1a4 Mpo¢deCcCHOHaIbHONW HAMIPaBICHHOCTH
CTaHJapTHOI'O YPOBHS CIJIO)KHOCTH, BIIaJ€eT HEOOXOIu-
MBIMH ISl 5TOT0 0230BBIMHM HABBIKAMU U IPUEMAMHU.
JleMOHCTpUpYET NOCTAaTOYHBI YPOBEHb 3HAHUSA y4eOHOM
JTUTEPATypHI 110 TUCHHUTIIHHE.
OneHka MO NUCHMIUIMHE BBICTABIAIOTCS OOydYaroMIeMycs
c y4y€ToM pe3yJabTaTOB TEKyIIed U MPOMEKYTOUYHOM
aTTeCTallUu.
Kommerenmuu, 3akperui€éHnble 3a TUCHUILUIMHON, copMu-
POBaHBI HA YPOBHE — «IOCTATOYHBINY.
49-0/ «HeyznoBneTBopute | BoicTaBisercs oOydaromeMmycsi, €cid OH He 3HaeT Ha
F.FX JTBHOY / 0a30BOM YpPOBHE TEOPETUUYECKUN U MPAKTUYECKUN MaTepu-
HE 3a4TEHO an, Jomyckaer rpyOble OMMOKU MpU €ro W3JI0KEHUU Ha

3aHATUAX U B XOJ€ POMEXYTOYHON aTTECTALIUH.
OOyuaronuiicss HCHBITHIBACT CEPbE3HBIE 3aTPYIHEHHS B
IIPUMEHEHUH TEOPETHYECKHUX IIOJIOKEHUN NPHU PELICHUH
MPAKTUYECKHX 3ajjau IPOoQPecCuOHaIbHON HapaBIeHHOCTH
CTaHIAPTHOIO  YPOBHA  CIIOKHOCTH, HE  BJIAJEET
HEOOXOAUMBIMU JIJIs1 3TOTO HaBBIKAMU U MIPHUEMaMHU.
JlemoHcTpupyeT  ¢parMeHTapHble  3HaHUS  y4eOHOH
JIUTEPATYypPHI 110 TUCLHUIIIVHE.

OneHka Mo MUCLMILUIMHE BBICTaBIIAIOTCSA OOy4aroIleMycs
C Y4Y4€TOM pE3yJbTATOB TEKYyLIEH U IMPOMEKYTOUHOU
aTTECTALlUN.

KomMniereHiun Ha ypoBHE «OCTATOUYHBIN», 3aKPEITIEHHBIE
3a TUCIUIUINHOM, HE CPOPMUPOBAHBI.

5.3. OueHouHbIe cpeacTBa (MAaTEePHAJbI) ISl TEKYIIEro KOHTPOJIS
yCIeBaeMOCTH, MPOMEKYTOYHON aATTeCTAIMH 00y4YaI0INXCS

o JTuCHMILIMHE

Ne Konmponupyemsie pazoevl Oucyuniunsl Haumenoeanue

n/n (modyns) OUEHOUHO20 Cpedcmea
JlokymeHTHUpOBaHHAsI HH(POPMAIIHS [TpoOnemMHBbIi cemuHap.
Y €€ pOJib B YIIPABJICHUHU KOPIIOpALIUEN YuacTtue B IMCKycCuun

HopmatuBHo-nipaBoBast u metoguueckass | [IpoOnemMHblil cemunap.

OCHOBBI IOKYMEHTAIHOHHOTO VYyacrtre B IUCKyCCUU
obecniedyeHus ynpasieHus kopnopauueil | KonrpospHas pabora
Cucrema ynpasieHHs TOKYMEHTaMH [IpoGnemusbIil cemunap.

KOpIiopauuu

Yyactue B TUCKYyCCUHU
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QOYHKIIMOHAIBHBIE CUCTEMBI [IpoGemHBIN ceMuHap.
JOKYMEHTAIMU KOpIIOpauuu VYyactre B IUCKyCCUU
(Cucrema opraHu3ailiOHHO-

pacropsIUTEeIbHON TOKYMEHTAIINHN) KontposnbHas paborta

O yHKIIMOHAIBHBIE CUCTEMBI

JIOKYMEHTAIIMU KOPIOPALUU CamocrosTenpHast paboTa
(Cuctema JOKyMEHTAILIMU IO TPYAOBBIM CTyJEHTA

OTHOIIICHUSIM)

QO YHKIHOHAIBHBIE CUCTEMBI CamocrosiTenbHas padboTa
JOKYMEHTAaIMU KOpIIopauuu CTyJCHTa

(Cucrema MHAHCOBOM JIOKYMEHTAIINH)

O YHKIIMOHAIBHBIE CUCTEMBI [Tpo6iemHbIN ceMuHap.
JIOKYMEHTAIMU KOPIOpALUU Y4acTtue B IMCKyCcCUHU

(Cucrema n1OKyMEHTalUU
110 CHAOKEHUIO U COBITY)

OYHKIUOHAIBHBIE CUCTEMBI [Ipo6GiemHbIN ceMuHap.

JOKyMeHTauuu Kopropauuu (Cuctema VYyacTtue B JUCKYyCCUU

JOKyMEHTaLU! 110 MAapKETUHTY U

peKIiame)

Cucrema U mpouecchl yIpaBieHUs [IpoGnemHsbIil cemuHap.

JOKyMEHTaMHU KOPHOpaluu VYyacTtue B AUCKyCCHH
KoHntposbHas paborta

Pabota ¢ KoOHpUAECHIIMATBHBIMU [IpoOneMHbIil cemuHap.

JIOKyMEHTaM1 KOpHopauuu VYyacTue B AUCKYCCUH

MexnyHnapoHas nepemnuvcka koproparuu | [IpobneMHubIii cemuHap.
YuacTtue B IMCKYCCUU

Ipumepul oyenounvix cpedcma

Hpumepna;l memamuka Konmpwzbublxpaﬁom

Konrpoabnas padora 1

1. 3akoHonaTenbHbIE aKThI B cepe MHPOPMALIUU U TOKYMEHTALIUH.

2. VYka3el u pacnopstkeHus llpesunenta PO, nocTraHoBIEHUS U
pacniopspkenus [IpaBurenscta PO.

3. [IpaBoBbIE aKThl HOPMATHBHOIO W HWHCTPYKTHMBHOI'O XapakTepa,
METOOUYECKUE JTOKYMEHTHI IO JEIONPOU3BOACTBY YUPEKIACHUW, OPraHU3alNil,
MIPEANPUATUN.

4. ['OCT na goxymentanuto. Y CJl, O6mepoccuiickue KiacCuhuKaTopbl
TEXHUKO-D)KOHOMHYECKOW U COIMaIbHON MH(OpMAIUU U JIp.

S. MexynapoiHbIi CTaHaapT o YIIPaBJICHUIO NEI0BOU
JOKyMeHTanuend. HanuoHaneHBIM — CTaHZApT IO YIPABICHUIO  JIEJIOBOU
JIOKYMEHTAIUEN



14

Kontpoabnas pa6ora 2

[Toxpcucrema OpraHu3allMOHHO-TIPABOBOM TOKYMEHTALIUH
[Toacucrema pacniopsiIUTENEHON TOKYMEHTAlUN
[Toncucrema nHPOPMAITIOHHO-CIIPABOYHON TOKYMEHTALIUH.
4. JlenoBas MepenucKa, COMPOBOXKIAMOIIAS IMPOLECC MPEACTABICHUS
WHTEPECOB U MOCPEIHUYECTBO.

wp =

Kontpoabnas pa6ora 3

Cucrema ynpaBieHUs JOKYMEHTaMHU.
ITonnTuka u ee 1eN.
[Iporpamma ynpaBieHUsI JOKYMEHTAMMU.

4. PykoBOJCTBO, OMNHCHIBAIOIIEE CHCTEMY B  COOTBETCTBUH  C
YCTaHOBJICHHOM ITOJIUTUKOMN U LIEJISIMMU.

5. JlokyMeHTHUpOBaHHBIE NPOILEAYPHI, OIMUCHIBAIOIINE B3aUMOOTHOIICHUS
MPOLIECCOB Y BUJIOB JACATEIBHOCTH, OCYILIECTBIISIEMBIX B CUCTEME.

6. JlokyMeHTBI, = HEOOXOIWMBIC  OpTraHU3alMH IS  OOeCIeUCHHS
3¢ PEKTUBHOTO MJIAHUPOBAHMS, OCYIIIECTBIICHHS IIPOIIECCOB U YIPABJICHUS UMH.

wp =

IpakTuyeckue padotwl (Oosee nodpoobHo cm. nn. 9.3)

[Ipenyaratorcs 715t BHITIOJHEHUS MarucTpaHTaM, 00y4JaroImuMcst TI0 3a0UHOM
dbopme (BBUAY COKPAIICHHON MTPOTPaMMBlI).

Tecmut

1. PersiaMeHTAlUsl BOMPOCOB PadoOThI C JOKYMEHTAMHU B JIEKTPOHHOU dopme
npeaycMaTpuBaeTcst

1. ®enepanbHbiM  3akoHOM «O0 wuHPoOpMauuu, WHGOPMALMOHHBIX
TEXHOJIOTHSIX U O 3alIUTe HHPOPMALIUM)

2.TOCT P 6.30-2003.
3. ®enepanbHbIM 3aKOHOM «O0 AIEKTPOHHOM ITU(DPOBOI MOITTHUCHY.

2. JIOKyMEHTBI, KOTOpbIe€ CJIY>KAT NMEPBUYHLIMU YYETHBIMH JOKYMEHTAMU
NPUHUMAIOTCS, €CJIM OHHU COCTABJIEHBI B COOTBETCTBHM C:

1. VaudunupoBanHeiMH (QopMaMu, coaepKaIIMMHUCS B  albOOMax
YHUGDUIIUPOBAHHBIX (HOPM.

2. Tlonoxenuem «O mopsiake oOparieHus co ciyxebHoi uHdopmarmen
OTPaHUYCHHOTO pacHpocTpaHeHUs: B (QeAepalbHbIX OpraHax HCIOTHUTEIHHON
BJIACTH

3. 3akoHoMm P® o1 21.07.1993 Ne 5485-1 «O rocynapcTBEHHOM TaiiHEe».

4. MeToauyecKuMHU JOKYMEHTaMHU IO JEJNONPOU3BOACTBY  YUPEKICHUM,
OpTraHU3aMN, TPEAPUATHH.
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3. Kakoii u3 HUKenepeyuCJeHHBIX JTOKYMEHTOB sBjsieTcs HauboJjiee
KAaTeropu4Hod GopMou pacnopsiiuTeILHOI0 BO3JACHCTBUA B YNPaBJCHUM U
00513bIBACT MNOJAYUHECHHBIX TOYHO WCHOJHATHL TPHUHATHIC peElICHUs B
YCTaHOBJICHHBIE CPOKM:

1. Ipukas.

2. Pacniopsixenue.

3. Yka3zanue.

4. UHCTpyKIUU.

4. PacniopsizkeHUs1 M3JAK0TCSl OT UMEHM:
1. PykoBoauTeNEel OpraHu3alyH.
2. 3amecTuTeNnel pyKOBOAUTENSI OPraHU3AIIHH.
3. PykoBoauTenei oTaemnos.

5. Oprann3anmoHHasi CTPYKTypa OpraHu3anuu
1. BBOAUTCS B ACUCTBUE 00A3aTEIBHBIM MTPUKA30M PYKOBOJIUTEIIS.
2. He TpeOyeT u3JaHus pUKa3a pyKOBOAUTES
4. BBOIUTCA B JICUCTBHE €€ MPEACTaBICHUEM B TpaduuecKoM BHIE.

6. JlokymeHT — 3T0:

1. 3aduxcupoBaHHass Ha MaTepUAIbBHOM HocuTene wuHbopMalus ¢
PEKBU3UTAaMHU, MTO3BOJISIOIIMMHU €€ UAECHTU(ULIUPOBATH.

2. Hocurens wuHpoOpManMM, HCHONB3YEMON B MLENISIX pPEryJIUpPOBaHUS
COLIMAJILHBIX OTHOIIEHHUMN.

3. Mudopmanus, 3adpuxkcrupoBaHHast TIOOBIM CIIOCOOOM Ha JTFOOOM HOCHTETIE.

7. Ha xakoMm 3K3eMILIsipe /1eJI0BOr0 MUCbMAa, MOJAT0TOBJIEHHOM /JIA OTHPABKH
aapecary 1o noure, NpoCTaBJAKOTCA BU3bI?

1. Ha noanuHHMKE, OTIIPaBIsIEMOM ajipecary.

2. Ha xonuu, momMeniaeMoiu B J1eJ1I0 OpraHu3alyu.

8. UTo nosxkeH caenaTh palOTHUK OPraHU3alMu, BUSHPYIOLINI JOKYMEHT,
€CJIM OH He COIJIACEH C ero coAepKaHuemM?

1. OTka3aTbcs OT BU3MPOBAHUS TOKYMEHTA.

2. 3aBU3HPOBATh JOKYMEHT, BBIPa3UB CBOE MHEHHUE.

9. K kakoMy IOKYMEHTY OTHOCHUTCSI CJIeAYIONIasi XapAKTEPUCTUKA «SBJISIeTCS
OCHOBHBIM HOPMATHUBHO-METOAUYECKUM JOKYMEHTOM, ONpPeAeJsIionuM |
YCTAHABJMBAKINMM  €IMHBII  MOPSIIOK  COCTaBJeHUsi, OpopMIiIeHuUsI
JOKYMEHTOB U Pa00ThI C HUMH B OPraHU3alMm»?

1 MHCTpYyKIMS 1O AET0NPOU3BOACTBY

2 Homenkiarypa aen

3 PernmameHT paboThI
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10. Ha3oBuTe BHIbI MUCbMEHHBIX JTOKYMEHTOB, KOTOpble BXOASAT B COCTaB
YHUGPUUIUPOBAHHOM CHCTEMBI OPraHU3ANMOHHO-PACIOPAAUTEIbHOM
HOKYMEHTAUM ?

1. OpranuzaniioHHbIEe, paCHOPSAUTENbHBIE, UH(HOPMAIIMOHHO-CITPABOYHbIE
JIOKYMEHTBI U JOKYMEHTBI 110 TPYIOBBIM OTHOIIEHUSIM

2. Opranu3aiMoHHbIEC U PACHOPSATUTEIbHBIE TOKYMEHTHI

3. OpranuzalvoHHbIE, PaCIOPSIUTENbHbIE 1 HH(POPMALIMOHHO-CIPABOYHBIE
JIOKYMEHTBI

11. Kakoit I'OCT pernameHTHpyeT NpaBWja pa3MemieHus M 0(OpMJICHUSs
PEKBU3UTOB OPraHU3allHOHHO-PACHIOPAANTENbHBIX JOKYMEHTOB?

1. TOCT P 6.30-2003

2.TOCT 6.37-98

3T'OCT P 6.30-97

4 EI'C 10Y

12. Ha kakue noxkymeHntbl pacnpocrpanserca 'OCT P 6.30-2003?

1 Ha  opraauzaunoHHO-pacnopsauTenbHbie  Ao0KymMeHTel  (OP/I),
OTHOcsIMecs K yHudunupoBanHoit cucreme OPJ]

2 Ha Bce JOKYMEHTBI, COMNPOBOXKIAIONINE JESITEIBHOCTh  JHO0OM
OpraHU3allid, YUPEKICHUS WIN TPEeATPUITUS

3 Ha ympaBiieHYECKHE U S3KOHOMHYECKUE JOKYMEHTHI

KOHmPOJZbele eonpocol

1. TloHsTHE OpraHN3allMOHHO-I0KYMEHTALIMOHHOTO 00eCTIeueHs] KOPIIOpaluu.
2. Ponp uwnbopmanuu B ynpasinenun. WMubopmarmonnas uHdpacTpykTypa
kopnopauuu. MadopmanmoHHbie pecypchl KOPIOPALHii.

3. TloHsATHE (JTOKYMEHT.

4. TlpaBoBass OCHOBa JOKYMCHTAIMOHHOTO  OOECIEUEHUs  YyNpaBIICHUS
KOpIIOpaluen.

5. HopMaTtuBHO-TIpaBOBBIE aKThl BEAOMCTBCHHBIX OPTaHOB HCIIOJHUTEIHHOU
Biactu PO.

6. IloHsTHE CHCTEMBI TOKYMEHTALIUU.

7. Cuctema OpraHu3alMOHHO-PACTIOPIIUTEIBHON TOKYMEHTALIUH.
8. Cucrtema TOKyMEHTALUU IO TPYAOBBIM OTHOIICHUSIM.
9. Cucrema (puHAHCOBOM TOKYMEHTAITUH.

10.Cucrtema TOKyMEHTALMU IO CHAOKEHUIO U COBITY.
11.Cucrema TOKyMEHTallUU [0 MApKETUHTY.
12.Cucrtema 1OKyMEHTALlUU N0 peKJIame.
13.lHCTpYMEHTBI yNIpaBIE€HUS JOKYMEHTaAMHU.
14.Cucrema ynpaBieHHUs] JOKYMEHTAMH.

15.11porneccsl yrpaBieHUs JOKYMEHTaMHU.
16.Opranuzaius paboThl ¢ TOKYMEHTaMHU.
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17.Opranuzamusi pabOThl C JOKYMEHTaMH, COAEpXAIIUMU KOMMEPUYECKYIO
TaNHY.

18.TexHonorus 0OpabOTKU JOKYMEHTOB, COIEPKAIUMU KOMMEPUYECKYIO TallHY

19.MexnyHapoHble CTaHAAPTHI IO 0(QOPMIICHUIO TOKYMEHTOB.

6. YA EBHO-METO/IMYECKOE U TH®POPMALIMOHHOE
OBECIIEYHEHME JUCHUIIJIMHbI

6.1. CincOK MCTOYHUKOB U JIUTEPATYPhI

Jluteparypa
OcnosHas
brikoBa, T. A. JloKyMeHTaIlMOHHOE obecrieueHune yIpaBJICHUS
(menmompoun3BoicTBO) : yueOHOe mocodbue / T.A. breikora, T.B. Ky3nenona, JI.B.
Cankuna ; mox o6mi. pea. T.B. Ky3nenoBoit. — 2-e u3z., nepepad. u gom. —
Mocksa : UTHOPA-M, 2023. — 304 c. + Jlon. matepuasl [ DJIEKTPOHHBIN pecypc].
— (Beicmiee obpazoBanue). - ISBN 978-5-16-004805-5. - TekcrT : 37€KTPOHHBIMH. -
URL.: https://znanium.com/catalog/product/1906701.
Kynsies, H. H. loxymenToBenenue : yueonuk / H. H. Kynses, /1. H. Ypanos, A. T
®abpuunoii ; moxg pen. mpod. H. H. Kynaesa. - 2-e u3n., crep. - Mocksa : Jloroc,
2020. - 352 c. - (HoBas ynuBepcuteTckas o6udnmorexa). - ISBN 978-5-98704-329-
5. - Tekcr : anekrponnbii. - URL: https://znanium.com/catalog/product/1211628.

Jlononnumenvhas

NudopmarimonHbie TEXHOJIOTUNA B JOKYMEHTAITMOHHOM OOECIIEYeHUH YIIPaBICHUS
U apxuBHOM Jiene : yueOHuk ais By30oB / H. H. Kynaes, T. B. Kongpamoga, E. B.
Tepentnena, A. I'. ®adpuunos / mox o6mr. pea. H. H. Kynsesa. - Mockaa : Jloroc,
2020. - 408 c. - ISBN 978-5-98704-786-6. - Tekct : snekrponusii. - URL:
https://znanium.com/catalog/product/1211641.

Kprokosa, H. I1. JlokyMeHTHpOBaHKE yNPaBICHYECKON NEATEILHOCTH : Y4eOHOE
nocobue / H. TI. Kprokosa. - Mocksa : UTHOPA-M, 2019. - 268 c. - (Beicuiee
obpazoBanme). - ISBN 978-5-16-003134-7. - Tekct : anekrponusiii. - URL:
https://znanium.com/catalog/product/991955.

7. MATEPUAJILHO-TEXHUYECKOE OBECITEYEHUME
JUCHUATIIMHBI

Hnsa  obGecrieuenust — nucuuiuinHbl  «KopmopaTuBHOe — ympaBieHUE»
UCIIOJIb3YETCSl MaTepHallbHO-TEXHUUECKass 0a3za 00pa30BaTEIbHOTO YUPEKICHUS:
KOMIIBIOTEPHBIE KJacchl M HayuHas 6ubnuoreka PITY.

CocraB mporpaMMHOTO 00€CTICUEHUS:
1. Windows


https://znanium.com/catalog/product/1906701
https://znanium.com/catalog/product/1211628
https://znanium.com/catalog/product/1211641
https://znanium.com/catalog/product/991955
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2. Microsoft Office
3. Kaspersky Endpoint Security

[TpodeccrnonanbHbIe MOJHOTEKCTOBBIE 0a3bl JAaHHBIX:

. HanimonaneHas snextponnas oubimmoreka (H36) www.rusneb.ru
. ELibrary.ru Hayunas snekrponnas 6udaunorexka Www.elibrary.ru
. DnekTponHas oubmmoteka Grebennikon.ru www.grebennikon.ru
. Cambridge University Press

. ProQuest Dissertation & Theses Global

. SAGE Journals

. Taylor and Francis

.JSTOR

coO~NO OIS WN K-

NudopmarimoHHbie CripaBOYHbIC CUCTEMBI:
1. Koncynbrant ILmtoc
2. I'apanT

8. OBECIIEYEHHUE OBPA3ZOBATEJIBHOI'O ITPOLECCA
JJIA JIMI C OT'PAHUYEHHBIMU BO3MOKHOCTAMMUA 310POBbSA

B  xome peanuzanuu  AWCIUIUIMHBI  HUCHOJB3YIOTCA  CIEAYIOLIUE
JIOTIOJITHUTEIIbHBIE METOJABl OOYYeHHMs, TEKYIIEro KOHTPOJIS YCIEBAEMOCTH H
MPOMEXKYTOUHOM  aTTECTAallMM  OOYydYaroIIuXCs B 3aBUCHUMOCTH  OT  HX
WHIUBUAYAJIBHBIX 0COOCHHOCTEH:

* A CHCNBIX M CIAa0OBUIAIIMX: JCKIHH O(OPMIISIOTCS B  BHIC
AJEKTPOHHOTO  JIOKYMEHTa, JOCTYIIHOIO € TOMOIIBI0O  KOMIIBIOTEpA  CO
CIICIIMAJIM3UPOBAHHBIM TPOTPAMMHBIM  OOecrieUeHHUEM; IHChbMEHHBIC 3aJaHus
BBITIOJIHAIOTCS. HA KOMITBIOTEPE CO  CIEHUATU3UPOBAHHBIM  MPOTPAMMHBIM
oOecriedeHUEM WM MOTYT ObITh 3aMEHEHBI YCTHBIM OTBETOM; OOECIEUMBACTCS
VMHJIMBUIyalIbHOE paBHOMEPHOE ocBenieHne He meHee 300 JIoKC; ISl BBIMOJHEHUS
3aIaHUsl TIPU HEOOXOJMMOCTH MPEIOCTaBIISIETCS YBEJIUUYUBAIOIIEE YCTPOMCTBO;
BO3MOXXHO TaKXe€ HCIOJIb30BaHUE COOCTBEHHBIX YBEIMUYUBAIOIIUX YCTPOUCTB,;
MUChbMEHHBIE 3aJaHusl O(POPMIISIOTCS YBEIWYEHHBIM HMIPUGPTOM; PK3aMEH U 3a4éT
MPOBOAATCA B YCTHOW (pOpMe WJIM BBIMOJHSIOTCS B THUChbMEHHOM (Qopme Ha
KOMITbIOTEPE.

* JUISl TIyXUX H CJIA0OCHBIIIAMUX: JEKIUu O(QOPMISIOTCS B BUIE
JEKTPOHHOTO  JOKYMEHTa, JUOO  MPEAOCTaBIACTCS  3BYKOYCHJIMBAIOIIAS
anmaparypa WHIMBUYaTEHOTO MOJIb30BaHMS, MMMCHbMEHHBIC 3aJlaHus
BBITIOJTHSIOTCS. Ha KOMITBIOTEpE B IIMCBMEHHOH ¢dopme; 3K3aMEeH U 3auér
MPOBOASATCS B NMUCHMEHHOM (hopMe Ha KOMITBIOTEPE; BO3MOXKHO TIPOBEICHHUE B
dhopme TeCTUPOBAHHUS.

e JUIS JIMI[ C HAPYUICHUSMHU OIOPHO-IBUTATEILHOTO ammapara: JeKIUu
oOpMIISIFOTCSI B BHJI€ DJICKTPOHHOTO JIOKYMEHTA, JIOCTYIMHOTO C IOMOIIBIO
KOMIIBIOTEpA  CO  CHEUUAIU3UPOBAHHBIM  IPOTPAMMHBIM  OO€CTICUCHUEM;
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MHACbMEHHBIE 3aJ]aHUs BBITIOIHSIOTCS Ha KOMIIBIOTEPE CO CIEHHATU3UPOBAHHBIM
POrpaMMHBIM 00€CIIEYEHUEM; dK3aMEH U 3a4€T MPOBOJISATCA B YCTHOU popMe Uitn
BBITIOJIHAIOTCSI B TUCbMEHHON (hopMe Ha KOMIIBIOTEPE.

[Ipyu HEoOXOAMMOCTH TpPEeayCMaTpPUBACTCS YBEIMYCHHE BPEMEHHU IS
MOJATOTOBKHU OTBETA.

[Ipouienypa mpoBeieHHsS MPOMEXKYTOUHOM aTTeCTAllMM JJI OOYyHaroIIUXCs
yCTaHaBJIMBaeTCd €  Y4ETOM HMX  HUHJIUBHAYAIbHBIX  MCUXO(PU3MUECKHX
ocobeHHocTel. [IpoMexxyTouHass aTTecTads MOXKET MPOBOJIUTHCS B HECKOJBKO
JTaNoB.

[Ipu mpoBenmeHMHM MPOIEAYPHI OICHUBAHHUS PE3YJIBTATOB OOyUCHHUS
MpeAyCMaTPUBACTCS HCIOJIb30BAHUE TEXHUYECKUX CPENICTB, HEOOXOJUMBIX B
CBSI3U C MHJWBUAYaJbHBIMH OCOOCHHOCTAMH OOYYaIOUXCS. DTH CPEICTBA MOTYT
OBITh TIPEIOCTABJICHBI YHUBEPCUTETOM, UJIM MOTYT UCIIOIb30BAThC COOCTBEHHBIC
TEXHUYECKUE CPEICTBA.

[IpoBeaenune nporeaypsl OLICHUBAHUSL PE3yIbTATOB OOYYEHUS JOIMYyCKAETCS
C MCTOJIb30BaHUEM JIMCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOIOTHH.

OOGecnieunBaeTcss JOCTYNl K HMH(POPMALUOHHBIM W OuOIHOrpapuyecKumM
pecypcam B ceru HWHTepHer I Kaxkaoro ooOywaromerocs B - (opmax,
aJIaNTUPOBAHHBIX K OTPAHUYCHUSIM UX 3JI0POBBSI M BOCTIPUSITHS HHPOPMAIINH:

* JUIS CIENbIX W CIa0OBUISIIMX: B IE€YaTHOM QopMe YBEIMUYECHHBIM
mpudToM, B popMe 3IEKTPOHHOTO IOKYMEHTA, B (hopMe ayauodaiina.

* Uil TAOyXUX MW ciadociplialiux: B Ie4daTHOM ¢opme, B (opme
AIIEKTPOHHOTO JOKYMEHTA.

* I 00y4YaroIIUXCsl ¢ HAPYIICHUSIMU OTIOPHO-ABUTATEILHOIO amnmapara: B
nevyaTHou popme, B hopme 3IEKTPOHHOTO IOKYMEHTa, B (hopMme ayauodaiina.

YueOHble ayauTOpUU JII BCEX BHUJAOB KOHTAKTHOM W CaMOCTOSITEIIbHOMU
paboThl, HayyHass OMONMOTEKAa M HWHBIE TMOMEIICHHS I OOyYCHHS OCHAIICHBI
CHelualbHbIM 000pYJOBaHMEM U Y4YEOHBIMH MECTaMH C TEXHUYECKHUMHU
CpellCTBaMH O0yUYCHUS:

* JUIS CJIETIBIX M CIA0OBUISIINX: YCTPOUCTBOM JIJIsl CKAHUPOBAHUS U YTCHUS
c kamepoir SARA CE; mgucnneem bpaitns PAC Mate 20; npuntepom bpaitns
EmBraille ViewPlus;

* JUIS TIIYXHUX M CIa00CIBIIIANTUX: aBTOMATU3UPOBAHHBIM PA00OUYUM MECTOM
JUTSL TFOZIEH ¢ HAapYIIEHUEM CIIyXa M CIa0O0CHbIIIAIINX; aKyCTUUECKUI YCUIIUTENb U
KOJIOHKH;

e Uil O0y4arolMXcs C HapyLIEHUSIMU OMOPHO-JIBUTaTEIbLHOTO ammnapara:
MEPE/BIDKHBIMKM,  PEryJUpyeMbIMU  JproHoMuueckumu  mapramu  CHU-1;
KOMITBIOTEPHON TEXHUKOM CO CHEIUaIbHBIM ITPOTPAMMHBIM 00€CTICUCHHUEM.
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9. METOANYECKHUE MATEPHUAJIBI

9.1. Illnanbl NPAKTHYECKUX 3aAHATHH

Tema 1. JlokymenTupoBaHHass HHMOpPMAIMS H €€ POIb B YIPaBICHHU
Kopropanuei (2 gaca)

Bonpocwt onsa ob6cyscoenus:

1. TonsTue OpraHU3aIMOHHO-TOKyMEHTAIIMOHHOTO obecrnieueHus
KOPITOPAIIHH.
2. Ponp nndopmaruu B ynpaBiaeHUH.

3. TloHATHE «TOKYMEHT.

Tema 2. HopmaTtuBHO-TIpaBOBasi U METOAMYECKAss OCHOBBI JOKYMEHTAIIMOHHOTO
oOecrieyeHus yrpaBieHus kopropanuei (2 gaca)

Bonpocwi 0nsa 06¢cyarcoenus:

1. IIpaBoBasi OCHOBa JOKYMEHTAallUOHHOTO OOECIEUEHHS  YNPAaBJICHUS
KOPIOpALUEN.

2. HopmaTuBHO-TIpaBOBBIE aKThI BEJOMCTBEHHBIX OPTAaHOB HCIOJHUTEIHHOM
Biactu PO.

3. OCHOBHBIE HOpPMATHUBHBIE TIPABOBBIC W METOIWYCCKHE JTOKYMEHTHI IIO
JIOKyMEHTAITMIOHHOMY O00€CIICUEHUIO YIIPABJICHHS KOPIOpaIuei.

Tema 3. Cuctema ynpaBieHus JOKyMEHTaMH Kopriopaiiuu (2 yaca)

Bonpocwi onsa ob6cyarcoenus:

1. CucteMHbIN IOAXO0/1 B YIPABICHHUH.

2. Cucrema yripaBiIeHUs OpraHU3aIUeH.

3. Cucrema yrpaBieHUs JOKYMEHTaMU KOPIIOPALIUH.

4. CucteMbl TOKyMEHTaLUU.

5. IlonsiTue cucTemMbl JOKYMEHTAIIUH.

6. UcTopuueckoe pa3BUTHE CUCTEM JOKYMEHTAIIUH.

7. Ilonsitue «yHU(PUIUPOBAHHBIE CUCTEMBI JOKYMEHTALIH U
«(yHKLIMOHAIBHBIE CUCTEMBI JoKyMeHTaum» B Poccuiickoit denepanum.

8. Craumapr T'OCT P  6.30-2003. «YHuGUUHUPOBAHHBIE  CUCTEMBI
JIOKyMEHTAI1H. Cucrema OpraHU3alUOHHO-PACTIOPSAUTEIbHON
nokymeHTanuu. TpeboBanust kK 0(hOpMIICHHIO TOKYMEHTOBY

Tema 4. @yHKUIHOHATIBHBIE CUCTEMbI JOKYMEHTALIMKM KOPIIOPALIMH
(Cucrema opraHu3allMOHHO-PACTIOPSANTEIILHON JOKyMeHTaIuK) (2 yaca)
Bonpocuwi 0ns 06¢cyscoenus:

1. IloacucremMa opraHu3alMOHHO-MPABOBOM JOKYMEHTAIIUU
2. [Togcuctema pacrmopsiANTEILHON JOKYMEHTAITHH.
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3. lloacuctema  uHGOPMALMOHHO-CIPABOYHOW M HMH(OPMALIMOHHO-
aHATUTHYECKON JOKYMEHTAIIUH

Tema 5. OyHKIHOHATBHBIE CUCTEMbI JOKYMEHTAIIMKA KOPIIOPALIUH
(CucreMa TOKyMEHTAIIMU TI0 TPYIOBBIM OTHOMICHHIM) (2 vac.)
Bonpocwi:

CucreMa JOKyYMEHTALMHU IO TPYAOBBIM OTHOILICHHSIM.
[lepBuuHbBIE TOKYMEHTBI TPYAOYCTPOICTBA,.
TpynoBout 7OTOBOP.

JInyHOE 1EN0 COTPYIHUKA.

TpynoBast KHMXKKA.

PaboTa ¢ nucbMEeHHBIM OOpAIEHUSIMU TPAXK/IAH.

SonhkowdPE

Tema 6. OyHKIIMOHATBHBIE CUCTEMBI JOKYMEHTAIIMHU KOPIIOPAIIUH
(Cucrema (puHancoBoM JOKyMeHTAIMK) (2 4ac.)

Bonpocur:

L

Cucrema (pUHaAHCOBOM TOKYMEHTALIUH.

2. O0mas xapakTepUCTHKa JIOKYMEHTOB IO  (PMHAHCOBO-PAaCUYETHBHIM
onepauusaM. Kimaccudukanus y4eTHbIX JOKYMEHTOB.

3. CnocoOsl uctpaBieHus OMUOOK B (PMHAHCOBO-PACYETHOM JOKYMEHTAIUH.
OdopMmieHre OTKPBITUS CUETOB OpPTaHU3aIIHiA.

4. OCHOBHBIE BHJIbI IOKYMEHTOB 110 (PMHAHCOBO-PACUETHBIM OIEPAIUSIM.

Tema 7. OyHKIIMOHATBHBIC CUCTEMBI JOKYMEHTAITUH KOPIIOPAIHH
(Cuctema moKyMeHTAIUH 10 CHAOXKEHUIO U cOBITY) (2 Jaca)

Bonpocwt onsa 0b6cyscoenus:

CucrteMa JOKyMEHTAIIMU IO CHA0XKEHUIO U COBITY.
JloroBopsl. JloBepeHHOCTH.

Haxmaguere. Hapsnsl.

KomMmepueckne akTsbl.

[IpeTeH3nOHHBIE MUCHMA.

HckoBbie 3asiBICHUS.

JlemoBas nepenucka.

NogakowdE

Tema 8. @yHKIIMOHATBHBIE CUCTEMBI JOKYMEHTanu Kopropamuu (Cuctema
JTOKYMEHTAIIMH 110 MAPKETHHTY U pekiame) (2 daca)

Bonpocwt ona ob6cyscoenus:

1.Cuctema OKyMEHTalMU TTO MApKETUHTY.
2. Cuctema IOKyMEHTAIlMHU 0 peKJIaMe.
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Tema 9. Cucrema u mporieccsl yrpaBlieHHs TOKYMEHTaMu Koprioparu (2 gaca)

Bonpocwi ons 06¢cyarcoenus:

[lonATHE «cUCTEMA yIIpaBIEHUS JOKYMEHTAMMI.
HNHCTpyMEHTBI yHPaBIEHUS TOKYMEHTAMU.
Cucrema ynpaBieHHUs] JOKYMEHTAMH.

[Ipouecchl ynpaBiaeHus TOKYMEHTaMU.

el NS

Tema 10. PaGota ¢ koH(pHACHINATLHBIMU JOKYMEHTaMH Kopropaiuu (2 Jaca)

Bonpocwi ons oocyacoenus:

1. Opranuzaiust pabOThI C JOKyMEHTaMHU.
2. TexHonorus 00pabOTKH JOKYMEHTOB.

Tema 11. MexmyHapoHas nepenucka kopropanuu (2 daca)

Bonpocwi ons 06¢cyarcoenus:

1. MexayHapoIHbIe CTaHAAPTHI 10 0QOPMIICHHUIO TOKYMEHTOB.
[TonroToBka NEIOBON KOPPECIOHACHIMU JUIS 3apYOCIKHBIX IMapTHEPOB.
Bcerpeua m 0OMeH BUBUTHBIMHU KapTOUYKAMH.

BricTaBouHas 1€ITEITHHOCTb.

J1oroBopBI.

KoH}MKTHBIE cCUTYaIUN.

Nudopmarnmonnoe odecrieueHue.

N

o0k ow

9.2. MeToanyecKue peKOMEHAAIMH 110 MOAT0TOBKE MMCbMEHHbIX padoT

KontposnpHbie paboOThl SIBISIOTCA OJHONW U3 MPOMEKYTOUHBIX (HopM
aTTecTalli OakajgaBpOB, KOTOpbIE BBIMOJHSAIOTCS B TEUEHUE CEMecTpa B
YCTaHOBJICHHBIE CPOKHU.

TemaTuka KOHTPOIBHBIX PabOT MPEayCMaTPUBACT MPOBEPKY YPOBHS 3HAHHIMA
OakanaBpa MO HEKOTOPHIM BOIPOCAM TEOPETHUUECKOTO JICKIIMOHHOTO Kypca, a
TaKK€ CaMOCTOSITEJIbHOIO H3YyYEHHSI MMHU HCTOYHUKOB M  CHEUUAIBHOU
auteparypbl. KoHTpoibHBIE paOOTHl BBHITIOMHSIOTCS MHUCBMEHHO M CHAIOTCS Ha
MIPOBEPKY MPEMNO01aBaTeito KadeIphl.

KontponbHbie paboOThl MOTYT TIPOBOJAUTHCS HA JICKIIMOHHBIX WM
CEMUHAPCKUX 3aHSATUSX B ayJUTOPHBIX Kjaccax MPU YCIOBUU TpPEABAPUTEILHON
MOJATOTOBKHU OaKajIaBpoOB.

KontponbHas paGoTa HampaBjieHa Ha HHAMBUAYyaIU3allUI0 OOYy4YEHUS WU
MOBBIIICHUE POJIA CAMOCTOSITENHHONU padOThl OaKkanaBpoB, MOITOMY MPETYCMOTPEH
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IIUPOKHIA CTIEKTP KOHTPOJBHBIX BOIPOCOB, IMO3BOJSIONMINN OakalaBpy BBIOpAThH
HambOonee WHTEpecHyl0 misi Hero Temy. C TeMaTHKOW KOHTPOJBHBIX padoT
OaxayiaBpbl MO3HAKOMUTHCS B paboueii mporpaMme TUCITUTUIAHEI.

Conepxanre KOHTPOJIBHON pabOThI BKIIIOYAET: 00OCHOBAaHUE aKTYaTbHOCTH
JTAHHOTO BOTPOCA; KPAaTKH aHAJIN3 WCTOYHUKOB M JIUTEPATYPhI; TEOPETUICCKYIO
W/WIA TPaKTHYECKYI0 3HAYMMOCTh JAaHHOTO BOMPOCA; OCHOBHOE COJIEpIKaHHE
BOTIPOCA; TIEPCIEKTUBBI pPa3BUTHS (B 3aBUCUMOCTH OT TEMBI KOHTPOJIBHOM
paboThI); BHIBOJIBI U PEKOMEH/IAIIUH.

OO6muit 06beM TekcToBoro marepuana 7-10 ctpanui. CTpyKTypa TEKCTOBOM
YaCTU KOHTPOJIbHOW PabOThI MOXKET WMETh: BEJIEHHWE, OCHOBHYIO YacCTh, BBIBOIBI,
CIIUCOK MCTOYHUKOB W JIUTEpaTypbl. Paz0oreHune Tekcta Ha pas3esbl U MOApa3aeiibl
MOXET OBITh CJACIAHO 10 >KEJaHWI0 AaBTOpa, OJHAKO HEOOJbIION 00beM
KOHTPOJILHOM pabOThI A€NaeT 3TO HE BCEr/Ia 11eJIECO00Pa3HbIM.

9.3. Unbie maTtepuanbl (BapuaHThbl IPAKTHYECKUX 3a1aHNI)
1 BapuaHT

1. CoctaButh U 0OpPMUTH MPUKA3 110 OCHOBHOM JIEATEIBHOCTH 00 UTOrax
pabotel ¢ nokymMeHTamu B rtoxy [TAO “Mup”. B koHCcTatupytolei 4acTu
YKQXUTE€ Ha HU3KYI0 TpeOOBATEIBHOCTh PYKOBOAMTENECH MOAPA3AEICHUN K
KAueCTBY TMOJArOTOBKM JOKYMEHTOB W  KOHTPOJS HX HCHOJHEHus. B
pacnopsaaIuTEIbHON 4YacTu oOpaTUTe BHUMAaHUE PYKOBOIMUTENEW Ha MOBBILICHUE
TpeOOBATENILHOCTH K paOOTHUKAM B YacTu pabOThl ¢ AOKyMeHTamu. Jlaiite
3a/lanie pabOTHUKY, OTBEUAIOIIEMY 3a JEJIOMPOU3BOACTBO HA pa3pabOTKy Mep IO
YIIYUYIIEHUIO 3TOU pabOThI.

2. CoctaBuTh U OQGOPMHUTH PACTIOPSHKEHHE. YKaXUTE, YTO B CBS3U C
MPEACTOSANUMU CTPYKTYPHBIMH HM3MEHEHHSIMU JUPEKTOP OOSI3bIBAET IMPOBECTH
IPOBEPKY LITAaTHO-(DMHAHCOBOM NHUCUMUIUIMHBI. YKaKUTE OTBETCTBEHHOTO U CPOK
BBITIOJTHEHUS, KOHTPOJIb 3a BBINIOJHEHUEM pPACHOpPSHKEHUS BO3JOXKHUTE Ha
3aM.aupeKTopa. [Ipyrue naHHbIe B TEKCTE U PEKBU3UTHI YKAKUTE CAMOCTOSITENIBHO.

3. Opopmuts yaubuimpoBaHabie GOpMbl MPUKA30B MO JUIHOMY COCTABY O
npuemMe, epeBoe, OTImycke, yBoJabHEeHUH. O)OPMUTD JTUUHYIO KaPTOUKY.

4. CoctaBuTh 1 0)OPMUTH JTUYHYIO CIIPABKY.

5. CoctaBuTh U 0POPMUTH aKT O PEBU3UU KacChl. B TekcTe ykaxkurte, 4To B
pe3yibTaTe PEeBU3HM OBLJIO YCTAHOBJEHO, YTO OCTAaTOK JEHEr B Kacce COrjacHo
JAaHHBIM OyxranTepckoro ydera coctaBui 3 521 000 py0., HeIOCTaud HAJTUYHBIX
JICHET TI0 BUHE Kaccupa He 0OHapYKEHO.

6. CoctaBuTh 1 0HOPMUTH PEKIAMHOE MUCHMO O MPOAAKE YACTHBIM JIULIAM
Y TOCYJIapCTBEHHBIM MPEANPUATUAM NEPCOHAIBHBIX KOMIIBIOTEPOB MO TOTOBOPHOM
CTOMMOCTH M O BO3MOYKHOCTH IPUHUMATh 3aKa3bl HA COCTABIIEHUE TPOrPAMM.

7. CoctaBuTh W OG(OPMUTH MHCHMO —TIPOCKOY HaAYaJbHUKA TIJIAHOBO-
skoHOMHU4Yeckoro ympasieHus [TAO «Penykrop» B aapec aupekrtopa MHcTHTyTa
PKOHOMHMKH C MPOCHOOW PEKOMEHJIOBATh CIELHAIMCTOB W3 YHCIA BBITYCKHHUKOB
3a04YHOTO OT/EJIECHHUSA WHCTUTYTa MOCIEAHMX JIET, UMEIOIIUX ONBIT PadOThl B
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001acT SKOHOMHKHU MPOMBINIICHHBIX TPEANPUATAN, HA JOHKHOCTH SKOHOMHUCTOB
ynpasieHusi. B mnmcbMe ObUIO BBICKA3aHO IOKEJIaHME IPETEHAECHTAM Ha
BAaKAHTHBIE JOJHDKHOCTH IMOJATOTOBUTH PE3IOME U INPUCHIATh UX MO (akcy B ajipec
yIpaBJICHUS, a TAKXKE, IO BO3MOXHOCTH, IPECTAaBUTh PEKOMEHATeNIbHbIE MUChbMa
C MOCieIHUX MeCT paboTbl. OcTajabHbIEC JAHHBIE YKAKUTE CAMOCTOSITENIBHO.

8. Odbopmuth crenyromuye JTOKYMEHTBI: pPAacXOJHBIM KacCOBBIM oOpaep,
IPUXOJIHBIN KacCOBBII Oplep, CUET Ha OIUIaTy TOBapa, cueT-(haKkTypa, IIATEKHOE
NOPY4YEHHUE, TOBAPHO-TPAHCIIOPTHAS HAKIIAIHASA, TOBEPEHHOCTh C UCIIOJIb30BAaHUEM
Koncynprant [Lroc.

9. CoctaBuTh 11 0OPMHUTH TOTOBOP MMOCTABKHU.

10. CocraButh ¥ 0(GOPMHUTH TPOTOKOJBI PA3HOTIACUN M COTJIACOBAHUS
pa3HOINIaCUi C WMCIHOJIb30BAaHUEM CIPABOYHO-NIPABOBOM cHUcTeMbl KOHCYJIbTaHT
[Lroc u TekcroBoro mporneccopa Word u3 makera mporpamm MS Office.

11. OdopMuth akT Mo MpUEMKE MPOIYKUIUHU (TOBAPOB) MO KOJUYECTBY U
KAa4eCTBY C MCIOJIb30BAaHUEM CIIPABOYHO-TIPaBoBOW cucteMbl KoHcynbranTIlmroc.

12. OdopMuTh U COCTaBUTh NPETEH3UIO U HUCKOBOE 3asBIICHUE C
UCIIOJIb30BaHUEM  CIpPaBOYHO-TIpaBoBOM  cuctembl  Koncynprantllimoc u
TekcToBoro nporeccopa Word u3 nakera mporpamm MS Office .

13.CocTaButh 1 0OpMUTE OPEPTY U 3aMPOC C UCIIOIB30BAHUEM TEKCTOBOTO
npoueccopa Word u3 nmakera nporpamm MS Office.

14. Peructpanus JOKyMEHTOB.

15. CocTaBuTh 51 0hopMUThH HOMEHKJIATYPY pi(Sh) Cc
MCIIOJIb30BaHUEM CIIPABOYHO-TIPAaBOBOM cucTeMbl KoHcynbTanT [lmroc.

2 BapuaHT

1. CocraButh u opopmuth npukaz AO «Toproseii 1om "Mepkypuii"» o
JUKBUJAIMK Mara3uHa «Tpuxotax». MarasuH JHMKBUIUPYETCS B CBSI3U C
HEPEHTa0EIbHOCTBIO U B LESIX COKpalleHHs pacxo1oB. [Iprka3om JTUKBUIMPOBAH
Mara3uH; CO3[aHa JIMKBUJAUMOHHAs KOMMCCHUS, COCTOSLIas W3 3aMECTUTENS
reHepanbHOoro naupekrtopa AO «Toproseiii gom "Mepkypuil"» (mpenacenareinsb
KOMHUCCHH), NTUpPEKTOpa Mara3uHa «TpUKOTaX» W HayalbHHKA SKOHOMHYECKOIO
ornena AQO; maHbl MOPYYEHHs NPEACENATEN0 JUKBUIALMOHHOW KOMHUCCUU IIO
CPOKY TMpEIACTaBJIEHUS aKTa JIMKBUIALMOHHOW KOMHMCCHH, 3aMECTHUTEIO
TEeHEpabHOTO JTUPEKTOpa MO0 DHKOHOMHMKE [0 BHECEHHUIO MPEJIOKEHUNA O
JalbHENIIeM UCTIOIb30BaHUH OCBOOOXKIAIOIIETOCs MOMEIICHUS.

2. CoctaBuTh U OQOPMUTH PACTIOPSHKEHUE. YKaXKUTE, YTO B CBA3U C
MPEACTOSAIMMU CTPYKTYPHBIMU HU3MEHEHUSIMU JUPEKTOP OO0S3bIBACT MPOBECTU
MPOBEPKY MITATHO-(PUHAHCOBOW AUCIUIUIMHBI. YKaXUTE OTBETCTBEHHOTO M CPOK
BBITIOJIHEHUS, KOHTPOJIb 32 BBIIIOJIHEHHEM PACIOPSHKEHHSI BO3JIOKHUTE Ha 3aM.
nupeKkTopa. Jlpyrue 1aHHbIE B TEKCTE U PEKBU3UTHI YKAKUTE CAMOCTOSITENBHO.

3. Opopmuts yHUDHUITIPOBAHHBIE (DOPMBI TPUKA30B IO JUIYHOMY COCTaBY O
npuemMe, IepeBoe, OTIycKe, yBoJIbHEHUH. OQOPMUTD JTUUHYIO KAPTOUKY.

4. CoctaButh U OGOPMUTH CIYXKEOHYIO CIIpaBKy O 3aKymnke MeOenu u
0o0OpylOBaHUSl AMPEKTOpPY Ballel opraHu3zaluuu. B TekcTe yKaxkuTe, 4TO B
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COOTBETCTBHUH C IJIAHOM MOJEpHH3aluu MeOenn u obopymoBanus B 1 KBapraie
2022 rona ObUIN 3aKyIICHBI CIEAYIONINE KOMIUIEKTHI MEOCIH U 000pYI0BaHHUS:

BI/II[ KOMIIJICKTa KomnuecTBo CrouMocCTh Mecto YCTAaHOBKH

1 2 3 4

5. CoctaBuTh U OQGOPMHUTH aKT MPOBEPKH (UHAHCOBO-XO3AMCTBEHHOM
JEeATEIbHOCTH Ballero npeanpusatus. OCHOBaHHUEM SIBIISIETCS] IPUKA3 TUPEKTOPA OT
00.00.0000 Ne 21 “O co3gaHMM KOMHCCHM T1I0 TIpOBEpKe (DPMHAHCOBO-
XO03MCTBEHHOM JieATeNIbHOCTH ~ COCTaB KOMHUCCHUU: MPEICENATEND 3aM. IUPEKTOPA;
YJIEHbl KOMHUCCHUU: 3aM.TJIaBHOTO OyXranTepa, WHXKEHEp - SKOHOMUCT, OyXraiarep
peBusop. B pesynbrare mpoBepku ObUIO YCTAaHOBJIEHO HApyIIEHUE B CHUCTEME
y4deTa 000py10BaHHUS.

6.CoctaBUTh 1 OPOPMUTH MUCHMO-0TBET Ipearnpusatus “Kanon” Ha npocs0y
CTPOUTEIBHO-MOHTaXHOW (upMbl “BukTopus” pa3zpaboTaTh MpPOEKTHO-CMETHYIO
JTOKYMEHTAIUIO Ha CTPOUTEIBCTBO KUIJIOTO I0Ma B €. MUXalJIOBCKOE.

7. CoctraBuTh U OPOPMHUTH MUCHMO HadalbHUKa oOTAeNa peknambl [TAO
«OTaNOH»B aAPEC YHUTAPHOIO MYHULUIIAIBLHOTO NPEANpUsATUs «3eIeHblil 00p» 0
JIOTIOJIHUTENILHOM (DHMHAHCUpOBAaHUM 3aka3a Ne 24 Ha M3TrOTOBJIEHUE PEKIAMHBIX
IIPOCIIEKTOB B CBSI3M C POCTOM LI€H Ha MOJUTpadUyuecKHe YCIyrd BO BTOPOM
KBapTaJie TEKYLIEro roja U M3BMEHEHHEM CMEThI 3aTpaT. B mucbme yKka3blBaJIOCh,
YTO BBINOJIHEHUE 3aKa3a OyJeT OCYIIECTBJIECHO TOJIbKO MpPU JOMOJHUTEIHBHOM
BbIiesieHnH 23 ThIC. py0. OcTanbHbIe TaHHBIE YKAKUTE CAMOCTOSTEIBHO.

8. OdopMuth crenyronme IOKYMEHTBI: PacXOJHBIM KacCOBBIH oOpIep,
MPUXOIHBIA KaCCOBBIA OpJIep, CUET Ha OIUIaTy TOBapa, CYeT-(pakTypa, MIaTeKHOe
MOpYYEHHE, TOBAPHO-TPAHCIIOPTHAS HAKIIA/IHAS, JOBEPEHHOCTh C UCIIOJIb30BaHUEM
Koncynsrant [Lntoc.

9. CoctaBuTh ¥ 0HOPMUTH JIOTOBOPA TTOCTABKHU.

10. CoctaButh ¥ 0GOPMUTH MPOTOKOIBI PA3HOTIIACHM U COIVIACOBaHUS
pasHoriacuu C UCIOJIb30BAaHUEM CIIPaBOYHO-TIPABOBOM CUCTEMBI
Koncynperantllntoc u texcroBoro mporeccopa Word u3 makera mporpamMmm MS
Office.

11. OdopMuTh aKkT Mo MpuUeMKe NPOAYKIUU (TOBAPOB) MO KOJIMYECTBY U
KaueCTBY C MCIOJIb30BAaHUEM CIIPaBOYHO-TIpaBoBoi cucteMbl Koncynbrantllmtoc.

12. OdopMuTP M COCTaBUTh MPETCH3UID M HCKOBOE 3asBIICHUE C
WCIOJIb30BAHUEM  CIPAaBOYHO-NPAaBOBOM  cucTeMbl  KoHcynbrantllnoc wu
TeKkcToBOrO nporeccopa Word u3 makera mporpamm MS Office .

13.CocraBnenue u odopmiieHne odepTy W 3ampoc C HCIOIH30BAHUEM
TeKkcToBOrO nporeccopa Word u3 makera mporpamm MS Office.

14. Peructpanusi JOKyMEHTOB.

15. CocrtaButh u o(popMHUTH HOMEHKJIATYPY Jen c
MCIIOJIb30BAaHUEM CITPaBOYHO-TIpaBoBoii cuctembl Koncynbrant [oc.
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3 BapuaHT

1. CocrtaButh u odopmuth mnpuka3z [IAO «Pagyra» o peopraHuzanuu
KaHIIeNApUU B OTAeN HWHGOPMAIIMOHHO-JOKYMEHTAIMOHHOTO  00ecreyeHus
(O O). B koHcTatupyromeil 4yacTd HEOOXOAMMO COCHAThCS HA PACIIUPEHUE
GbyHKUMNA ¥ BHEIpEHUE B PabOTy CHUCTEMBI AJIEKTPOHHOTO JIOKyMeHTOooOOpoTa. B
pacnopsiIUTENIbHOM YacTH YCTAaHABIIMBACTCS IITAaTHAs YHMCIEHHOCTh OTHeNa B
KOJIMYECTBE 7 YEJIOBEK, AIOTCS MOPYUYEHUsT HAaYAIbHUKY SKOHOMHUYECKOrO OT/esa
M0 BHECEHUIO U3MEHEHUN B IITATHOE PAClMCAaHUE U HAYAJIIbHUKY KaHUEISIPUU IO
pazpabotke  mosiokeHuss 00 OMJO. OcranpHble  JaHHBIE  YKKHUTE
CaMOCTOSATEIBHO.

2. CoctraButh M OQOPMUTH yKazaHHE 3aM.JupekTopa (upmel 00
OpraHu3allid KOMHUPOBAIBHO-MHOXHUTEIBHOTO OIOpo. B TekcTe ykaxkuTe, 4Tto B
COOTBETCTBUM C MPHUKAa30M JAMPEKTOpa, 3aM. JAUPEKTOpa (UpMbI OOSI3bIBAET 3aB.
KOIMPOBAJIbHO-MHOKHUTEIBHOTO  OIOpo  paspaborarb ¢opMmy 3aka3a Ha
pPa3MHOKEHUE TOKYMEHTOB, BbIIABATh PA3MHOKEHHbBIEC TOKYMEHTHI UCTIOJTHUTEISM
C COOTBETCTBYIOIIECH pACIUCKON B )KypHAJIE y4eTa, PETUCTPUPOBATH MOCTYIAOLINE
Ha Pa3MHOKEHUE JIOKYMEHTbI, KOHTPOJIb HUCIIOJIHEHUS BO3JIOKUTh HA HayaJbHUKA
o011ero otaena.

3. OdopmuTth yHUGDUIIMPOBAHHBIE (POPMBI TPUKA30B MO JTUYHOMY COCTaBY O
npueme, MepeBo/ie, OTIyCcKe, yBoJbHeHUH. ODOPMUTH TUUHON KapTOUKH.

4. CocraButh U 0GOPMUTH JOKJIATHYIO 3alMCKy HadYaJlbHUKA TIAHOBO-
HPKOHOMHUYECKOTO OT/eNIa PYKOBOAUTENIO NMpEeAnpuaTus o0 obOecrnedeHuu OTaesa
YEeThIPbMs KOMIbIOTEpamMu. OCTalbHbIC PEKBUZUTHI YKAKUTE CAMOCTOSITEIBHO.

5. CocraButh u 0GopMHTH akT Mo mnpeanpuarhio ‘“KaHon” o0 uTorax
pPEBU3MU MO MPOBEPKE (PMHAHCOBOTO OTYETA. B TEKCTE yKa)KUTE, UYTO PEBU3UEH
oOHapyxeHbl (PakThl TPyOOro HapylieHus (PUHAHCOBOTO ydeTa U OTUYETHOCTH IO
KOMaHAUPOBKaM, OTCYTCTBUE KypHaja yuyeTa TOBEPEHHOCTEM.

6. CocraButh U odopMuth rapantuitHoe mucbmo I[TAO “Oxocan” TTAO
“IIporpecc” 00 oka3aHUU TEXHUYECKOW MOMOIIU B pa3pabOTKe pabounx depTexeit
teneonnoi cranmuu. I[IAO “Dkocan” TPOCHT TMPOU3BECTH OTy pPadoTy
HETMOCPEIACTBEHHO Ha MIIOMIAJKE.

7. CoctaButh ¥ opopMuth nucbmo aupekropa AO «Dacam» Copokuna B.A.
redepansHomMy aupexktopy OAO «Kwuncrpoit» Mapkosy H.H ¢ npennoxxenuem o6
OKa3aHWW PEKJIAMHBIX YCIYr JUisl TPOJBM)KEHHUS CIpoca Ha KBapTUPHI B
CTPOSIIIIMXCST KUJBIX Aomax. I[IpenBapurtenbHasi TOTOBOPEHHOCTh O PEKIaMHOMN
KaMmaHuu Obula JIOCTUTHYTa B XOJ€ COCTOSIBILIMXCS pPaHee IeperoBOpoB.
OcTtanbHble JaHHBIE YKAKUTE CAMOCTOSITENILHO.

8. OdopMuth crenyroume JITOKYMEHTBI: PacXOJHBIM KacCOBBIM oOpjep,
MPUXOJHBIA KaCCOBBIA OpJIep, CUET Ha OIUIATy TOBapa, CUEeT-(PakTypa, MIaTeKHOe
MOpY4YEHHE, TOBAPHO-TPAHCIIOPTHAS HAKJIA/IHAs], JOBEPEHHOCTh C UCIIOJIb30BaHUEM
Koncynprant [Liroc.

9. CoctaBUTh ¥ 0HOPMUTH JTOTOBOP MTOCTABKH.

10. CoctraButh M O(QOPMUTH MPOTOKOJBI PA3HOTIACUN W COTJIACOBAHUS
pasHoryacu C UCIIOJIb30BAaHUEM CIIPaBOYHO-TIPABOBOM CUCTEMBI
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Koncynpranrllimtoc u TexcroBoro mporeccopa Word m3 makera mporpamm MS
Office.

11. OdopMuth akT MO NpUEMKE MPOIYKIUH (TOBApPOB) MO KOJUYECTBY U
KauyeCTBY € UCIOJIb30BaHUEM CIIPABOYHO-TIPaBoBOM cucteMbl Koncynprantllntoc.

12. CocrtaButh ¥ 0QOpPMUTH MPETEH3UID U HCKOBOE 3asIBICHUE C
UCIIOJIb30BAaHUEM  CIPAaBOYHO-NIpaBoBOM  cuctembl  Koncynprantllmoc u
TekcToBoro npoueccopa Word u3 nakera nporpamm MS Office .

13. CoctaButh u odopMuTh OGEpPTy W 3alMpoc C HCIOIH30BAHUEM
TekcToBoro npoueccopa Word uz nmakera nmporpamm MS Office.

14. Peructpanusi JOKyMEHTOB.

15. CocTtaButh 51 opopMHUTH HOMEHKJIATYPY pi(Sh) Cc
MCIIOJIb30BaHUEM CIIPABOYHO-TIPAaBOBOM cucTeMbl KoHcynbTanT [lmroc.

4 BapuaHT

1. CoctaButh u odopmuth npuka3 no [TAO «Bocxom» 00 HCTOIB30BaHUM
OTXOJIOB MWJIOMaTepuasioB. B KoHCTaTHpylomed 4YacTH YyKaXXWTe, 4YTO IMpHU
poBepke paboOThl CKJIaJa MUIOMATEPUATOB OBLIM BBISBIEHBI (DaKThl OTIYCKAa B
KOTEJIBbHYIO IS CO)KUTAHUSI OTXOJIOB MUJIOMAarepuaioB AauHOW cBeime 20 cm. B
paclopsAMTENbHOM  YacTH  cleAyeT  00s3aTh  3aBEAYIOUIEr0  CKJIaJIOM
N.N.CumakoBa opraHu3oBath pabOTy MO peaju3aldd OTXOJO0B MHJIOMATEPHAIOB
YaCTHBIM JIMIIaM, a SKOHOMHMYECKHW OTAEN — TMPOBECTH pacyeT CTOMMOCTHU
OTITyCKAa€MBIX YAaCTHBIM JHIaM MaTepuanoB. OcTanbHbIE JaHHBIE YKaXHUTE
CaMOCTOSITENILHO.

2. CoctaButh U OG(OPMHUTH YyKa3aHUE 3aM. JUPEKTOpa QUPMBI 00
OpraHM3alyi KOMUPOBAIHHO-MHOKUTEIBHOTO Or0po. B TexcTe ykaxute, 4Tto B
COOTBETCTBUH C TMPHUKA30M JUPEKTOPA, 3aM. JAUPEKTOpa (HUPMBI 0OSI3bIBAET 3aB.
KOIMPOBAIBHO-MHOKHUTEIBHOTO ~ OOpo  paspaborath ¢opMmy 3aka3a Ha
pa3MHOXEHHUE IOKYMEHTOB, BbIJIaBaTh Pa3MHOKEHHbBIE IOKYMEHThI UCIIOJIHUTEIISIM
C COOTBETCTBYIOIIEH PACITUCKOH B KypHAJIE y4eTa, peTUCTPUPOBATDH MOCTYIIAIOIIHIE
Ha Pa3MHOXEHUE JOKYMEHTBI, KOHTPOJIb UCIIOJIHEHUS BO3JIOKHUTH HAa HAaYaJIbHHUKA
o011ero otaena.

3. Odopmuth yHUDUIIMPOBAHHBIE (POPMBI TPUKA3OB MO JIUIYHOMY COCTaBY O
npuemMe, epeBoje, OTmycke, yBoiabHeHNH. OdhopMiIeHNe THIHONW KapTOUKH.

4. CoctaBuTh U O(QOPMHUTH JOKIAJAHYIO 3alHUCKy TJAaBHOrO OyXraiarepa
PYKOBOJUTENIO MPEANPHUATHS O HEOOXOAMMOCTH IICHTPAIM3AIMA PAcueTOB C
paboTHHKaMU NIpeANpHUITHSI. B 003aHHOCTH YYETHBIX pAaOOTHHKOB IIEXOB JOJIKHO
BXOJIUTh JIMIIL O(GOPMIICHWE YYETHBIX JOKYMEHTOB IO Y4YeTy BbIpaOOTKH. B
JOKJIATHOW 3amiCcKe HE0OXOIUMO MOJaTh MPEUIOKEHHUE 10 MEPECMOTpPY IITATOB,
OTUETHBIX PAOOTHUKOB B I[€XaxX M TJIABHOW OyXTalnTepwu U3 pacuera OOIIero
COKpaIlleHUs IITaTOB He MeHee ueM Ha 20%.

5. CoctaButh 11 0HOPMHUTH aKT 00 UTOTAX JOKYMEHTAIBHON PEBU3UH PaOOTHI
OpraHM3alMi 3a OTYETHBIA ToA. B akTe peBM3MHM 3a(pUKCHUPOBAHBI CIEAYIOLINE
HEJOCTaTKU: HE YMOPSAOYEH y4eT JUYHOIO COCTaBa, HEKOTOpbIE JHUYHBIE Jela
HAXOJSTCS B 3aIyLICHHOM COCTOSIHUU.
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6. CoctaBuTh U 0QOPMUTH JOTOBOPHOE MUCHMO O MOJAMUCAHUHU JOTOBOpA
bupmsl “Capan’ ¢ pupMoit “AJieKc” Ha IMTOCTABKY CTPOUTEIIBHBIX MAaTEPUAJIOB.

7. CoctaBuUTh U OPOPMUTH MUCHMO-OTBET TeHepadbHOTo AupekTopa OAO
«Kuncrtpoin» Mapkoa H.H. B agpec nupekropa 3A0O «Pacan» CopokuHa B.A.Ha
NpeJIoKeHHEe 00 OKa3aHWU PEKIaMHBIX YCIyr JUisl NMPOABUKEHHUS CIpoca Ha
KBapTUPBI B CTPOSIIUXCS KUIIBIX, B KOTOPOM MOOJIAroJapil 3a Npe/jiosKeHre, Ho B
CUIIY CIIOKMBIIUXCSI OOCTOATENBCTB CUUTACT PEKIIAMY >KUJIbsi HECBOEBPEMEHHOM B
CBSI3M C TE€M, YTO CTPOUTENbHBIE PabOTHl Ha OOBEKTE BEAYTCA C HApyIICHUEM
CpokOB caaud, u npocui CopoknHa B.A. BEpHYTbCA K PELIEHUIO 3TOrO BOIpOCa
yepe3 IOJIN0/1a, W3BUHUBIIKCH 33 HApYyLIEHUWE pPaHHUX JOrOBOpeHHOCTel. B
MUChbME TAKXKE TMOJYEPKUBATIOCH, YTO PEAIBHBIM CIPOC HA >KWJIbE IMOBBIIICHHON
KOM(OPTHOCTH B TOPOJI€ K HACTOSIEMY BpeMEHU He chopmupoBaiica. OcTallbHbIE
JAHHBIE YKAKUTE CAMOCTOSITENBHO.

8. OdopMuTh cienyronme ITOKYMEHTBHI: PacXOJHBIM KacCOBBIN oOphep,
MPUXOHBIN KaCCOBBIA OpJIep, CUET Ha OIUIaTy TOBapa, CUeT-(pakTypa, MIaTEHKHOE
MOPYYEHHE, TOBAPHO-TPAHCIOPTHAS HAKJIaIHAs!, JOBEPEHHOCTh C UCIIOIb30BaHUEM
Koncynprant [Lntoc.

9. CoctaBuTh ¥ 0HOPMUTH JOTOBOP MOCTABKH.

10. CoctaBuTh M OQOPMUTH MPOTOKOJBI PAZHOTIACUN W COTJIACOBAHUS
pa3HoTIacuii c HCIIOJIb30BaHUEM CIIPaBOYHO-TIPAaBOBOM CUCTEMBI
Koncynwsrantllntoc u texcroBoro mporeccopa Word u3 makera mporpamm MS
Office.

11. OpopmMuTh aKTOB MO MPUEMKE MPOAYKIUHU (TOBAPOB) MO KOIUYECTBY U
Ka4eCTBY C MCITOJIb30BAHUEM CIPABOYHO-TIPaBOBOM cucteMbl KoncynbsTantlmroc.

12. CoctaBuTth M OQOPMUTH TPETEH3UIO U HCKOBOE 3aBIICHHE C
WCIIOJIb30BAaHUEM  CIIPABOYHO-TIpaBOBOM  cucteMbl  KoncynbranTllmoc u
TeKcToBOTrO mporeccopa Word u3 makera nporpamm MS Office .

13. CoctaButh u odopMuUTh OGEpPTYy H 3alpoC C HUCIOJIH30BAHUEM
TeKkcToBoro nporeccopa Word u3 nmakera mporpamm MS Office.

14. Peructpanusi JOKyMEHTOB.

15. CocrtaButh 151 0(OpMHUTH HOMEHKJIATYPY Jent c
VCIIOJIB30BaHMEM CITPABOYHO-TIPaBOBOU cucteMbl KoncynpranT Ilimroc.

S BapuaHT

1. CocraButh u odopmuts npukaz I[IAO «Pexopn» 00 ynopsgoueHun
WCIIOJIb30BaHUsl MPEACTABUTENBCKUX pacxonoB. (OCHOBaHWEM [ W3AaHUS
MpUKa3a MOCIYKWINA PE3YIbTAaThl IPOBEACHHON MTPOBEPKHU PACXOJ0BAHUS CPEICTB
Ha MPUEM U MPOBEJACHUE MEPETOBOPOB C MPEACTABUTEISIMHU TAPTHEPOB U CMEKHBIX
opraHuszauuid. B COOTBETCTBMM ¢ NPHUKAa30M HAYAIBHUKHA CTPYKTYPHBIX
IOAPA3AEICHUN TTPU OPTraHU3aLMM JIEJIOBBIX BCTPEY, IEPETOBOPOB, NMPE3ECHTALIUN
HE TO03/1Hee 7 JHEW 0 Ha3HAYEHHOW JAThl MEPOIIPUATUS JOJIKHBI ITPEACTABIATH B
oyxranreputo ITAO poknaaHble 3amMCKH, B COACPNKAHUM JOKIAJAHON 3alMCKH
HEOOXOMMO yKa3bIBaTh IMPOTPaMMy BCTPEYH, AATy M MECTO €€ IMPOBEICHUS,
CIIMCOK YYaCTHHUKOB, CMETY IPEICTABUTEIBCKUX PACXOJOB; IOKJIAJHAs 3allKMCKa
MOJIICKUT 00s3aTEIbBHOMY COTJIACOBAHHMIO C IUTAHOBBIM OTIEJIOM U TJIaBHBIM
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oyxranrepom; Oyxranrepust [IAO moxeT npoBoauTh GUHAHCHPOBAHHUE YKAa3aHHBIX
MEpOTPUATUNA HA OCHOBAHUM PE30JIOLMU TeHEPaIbHOTO AUPEKTOpa; OyXxrainrepam
dbunuanoB paspemniaercss (UHAHCUPOBAHUE BCTPEY MPOBOJAUTH HAa OCHOBAHUU
npuKa3a TeHepajdbHOro aAupekTopa. KOHTpoJdbr 3a HCHOJHEHHWEM IMpHUKa3a
BO3JIOXKUTE HA MMOMOIIIHUKA T€HEPATILHOTO AUPEKTOPA.

2. CocraButh u odopmuth pemenue CoBera AUPEKTOPOB O MPOBEICHUU
ayKI[MOHa CBOMX M3lenuil Ha sipmapke “Hapoanoro tBopuecTBa” [pyrue naHHbie
Y PEKBU3UTHI YKAKUTE CAMOCTOSTEIIBHO.

3. Opopmuth yHHUPHUITPOBAHHBIE (POPMBI IPUKA30B M0 JTUYHOMY COCTaBY O
npuemMe, epeBojie, OTIycke, yBoiabHeHHH. OdopmiieHIe TUYHON KapTOUKH.

4. CoctaButh U 0GOPMHUTH OKIAAHYIO 3aIMUCKy CceKkpeTaps-pedepeHrta
PYKOBOJIUTENIO  MpeAnpusTuss o0 yrepe pabOTHHUKOM MHChbMa-3ampoca,
MOCTYIHUBILETO B aipec MPEANPUATHS 1BA Mecs1ia Ha3a]l.

5. CoctaBuUTh U OPOPMUTH AKT O CIIMCAHUU UMYyIlecTBa. B Tekcre ykaxure,
yro o nepuon ¢ 00.00.0000 mo 00.00.0000 komwmccusi mpoBena padoOTy IO
YCTAaHOBJICHUIO HENPUTOJHOTO K JAJBHEWIIEMY HCIIOJIb30BAHUIO MMYyLIECTBA. B
pe3ysibraTe paboThl ObLIO YCTAHOBJIEHO, YTO UMYIIECTBO, COTJIACHO IPUIIaraeMoOMy
K aKTy INEPEYHIO, IIOJUICKUT CIMCAHUIO B CBSI3M C HENPUTOAHOCTBIO JUIS
UCITOJI30BAHUS.

6. CocraButh ¥ OQOPMUTH MHUCBMO - TPUIJIAIIEHHE AareHTCTBa
“uH(OpMAIIMOHHO-TIPABOBbIE ~ CHCTEMBI. 00  y4acTMM B  CEMHHape
“TexHOJIOTHYECKHUE U TTPABOBBIC ACTIEKTHI 3alIUThl KOMMEPUYECKON HH(POpMALIIH.

7. CoctaBUTh U OPOPMHUTH MUCHMO-0TKA3 MOJUTPaAPUIECKOr0 MPEANPUATUS
«ITaptaep» (ITAO) akuuonepHoMy o01ecTBy «CallfoT» MO BOMPOCY BBIMOJIHEHUS
3aKa3a Ha U3rOTOBJIEHUE OJIAaHKOB y4yeTa U OTYETHOCTH. [IprunHOl 0TKa3a siBUIach
PEKOHCTPYKIMSI TMEYaTHOro I€Xa, KOTOpas MPOJIJIUTCA JO KOHI[A TIEepPBOIo
NOJIyTOJUsT; IPYTUE TaHHbBIE YKAKUTE CAMOCTOSATEIBHO.

8. OdopMuth ciemyronme ITOKYMEHTBI: PAacXOIHBIM KacCOBBIN oOphep,
IPUXOJIHBIM KacCOBBII OpAep, CUET Ha OIUIaTy TOBapa, cUeT-(haKkTypa, IIaTeKHOE
NOPY4YEHHUE, TOBAPHO-TPAHCIIOPTHAS HAKJIAIHAsA, IOBEPEHHOCTh C UCIIOJIb30BAHUEM
Koncynsrant [Lntoc.

9. CoctaBuTh ¥ 0HOPMUTH JTOTOBOP TTOCTABKHU.

10. CoctaButh M O(QOPMUTH MPOTOKOJBI PA3ZHOTIACUN W COTJIACOBAHUS
pa3HorIacuii C MCIOJIb30BAaHUEM CIIPaBOYHO-TIPABOBOM CUCTEMBI
Koncynwsrantllntoc u texcroBoro mporeccopa Word u3 makera mporpamm MS
Office.

11. OdopMuTh aKkT Mo MpuUeMKe NPOAYKIUU (TOBAPOB) MO KOJIMYECTBY U
KaueCTBY C MCIOJIb30BAaHUEM CIIPaBOYHO-TIpaBoBoi cucteMbl Koncynbrantllitoc.

12. CoctaBuTth U OQOPMUTH TPETEH3UI0O U HCKOBOE 3asBJICHHE C
WCIOJIb30BAHUEM  CIPAaBOYHO-NIPAaBOBOM  cucteMbl  KoHcynbrantllmtoc u
TeKkcToBOrO nporeccopa Word u3 makera mporpamm MS Office .

13. CoctaButh u odopMuTh O0dEepTy € 3alpoCc C HUCIOJIH30BAHUEM
TekcToBoro npoueccopa Word u3 nakera nporpamm MS Office.

14. Peructpauus TOKyMEHTOB.
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15. CocraBuTh 51 opopMUTD HOMEHKJIATypy nen Cc
UCIOJIb30BaHUEM CIIPABOYHO-TIPaBoBOM cucteMbl KoncynpTanT ILmtoc.

6 BapuaHT

1. CocraButh u odopmuth npukaz [IAO «Ckman» 00 obecrneueHuu
MOKApHOUM 0€30MaCHOCTH U YCUJICHUHU OXpaHbl NMpeanpuatus. B koHcTatupytomei
YaCTH COLUIUTECh HA OMNACHOCTh TEPPOPUCTHUYECKUX AKTOB M YKAKHUTE LEIb
oOecrieueHrss  OE€30MACHOCTH  JIIOJEH M COXpaHEeHHWe  wuMmyliecTBa. B
pacnopsAIuTENbHON YacTH clielyeT 00sA3aTh HaYaIbHUKA OTAENA OXpaHbl JIO)KKUHA
K.X.ycrInTh IpOoIyCKHON PEKUM U OPTAHU30BATH KPYTIIOCYTOYHOE JEKYPCTBO Ha
cknmage Ne 1; xomenpmanta 3nmanus Cyxux B.H.— mnposeputTh cocTosiHue
CUTHAJIM3AIMU U 3JIEKTPONPOBOJKH, a HadaJIbHUKA aJIMHUHHCTPATUBHOIO OTIEja
Ilerpenko O.IL.— mepeBectm B ckmag Ne | BOCIUTaMEHSIOIIMECS BEIIECTBA.
OcTanbHbIe JaHHBIE YKAKUTE CAMOCTOSTEIIBHO.

2. CocraButh u odopmuth pemieHue. Coser aupektopoB AO «SkyTckue
anMasbl», pyKOBOJCTBYSICh KOOPAMHALMOHHBIM IIJIAHOM, PEIIWI NPUHSITh y4acTHE
B QJIMa3HOM ayKLHOHE B I'. AMCTepaaMme; OTBETCTBEHHBIM IpezacTtaButenem 3A0
Ha ayKUMOHE ObLI Ha3HayeH KoMMepueckuil aupekrop Bunorpamos B.1O.,
KOTOPOMY MOPYYaJIOCh NOJATOTOBUTH NPEIJIOKEHHMSI IO COCTaBy JeJeralud U
IIPEICTABUTh UX HA PACCMOTPEHUE COBETY IUPEKTOPOB; HAYAJIBHUK JICTIapTaMEHTa
MApKETHUHTOBBIX  uccienoBanuid  Kpomotun O.P.  1omkxeH  NOATOTOBUTH
YTOYHEHHBIN aCCOPTUMEHT MPOAYKIIMH, MMOIb3YIOUIEHC HAUOOJIBIINM CHPOCOM, U
TaK)K€ TMPEACTaBUTh €ro Ha paccMoTpeHue coBeTy. CpokKu BBINOJHEHUS
NOPYYEHUI U Ipyryue HEAOCTAIOIINE JAHHBIE YKAKUTE CAMOCTOSITENIBHO.

3. Odopmuth yHHUGULIKEPOBaAHHBIE (HOPMBI MPUKA30B MO JUYHOMY COCTaBY O
npueme, NepeBojie, OTIYCKe, yBOJIbHEHUH. OPOopMIIeHUE JIMYHON KapTOUYKH.

4. CoctraBuTh M O(QOPMUTH AOKJIAIHYIO 3alMCKy HadaJlbHUKa OTAeNa
PYKOBOAMTEIIO MPEANPUATHS O (PaKTe€ HEBBIIOTHEHUS PACOPSKEHUSI O MOHTaXKe
00OpyI0BaHUS Ha y4acTKE [0 MPUYMHE CI1a00Tr0 KOHTPOJISL CO CTOPOHBI INIABHOTO
MEXaHHKA.

5. CocraBuTh U 0OPMUTH KT O MPOBEPKE Kacchl. B TekcTe ykaxkure, 4yTo B
pe3ysbTaTe PEBU3UU KACCHl KOMUCCHS YCTAaHOBUJIA: OCTATOK HAJIMYHBIX CPEJICTB 10
cocrostHuio Ha 00.00.0000 cornacHO KacCOBOM KHHUIE€ M JaHHBIM OyXraiTepcKoro
ydyeTa JoJbkeH cocTaBiiaTh 450 000 pyOusei; pakTuueckuil OCTaTOK HaJTWYHBIX
neHer B kacce cocrapiseT 400 000 pyoseit. HeqocTtaua HaaIM4YHBIX JIEHET B Kacce
coctasiisier 50 000 py6seil; HeocTaya HAIMYHBIX JCHEr o0pa3oBajiach MO BUHE
kaccupa MosounukoBoi [1.A.

6. CocraButh U O(OPMHUTH MHUCHBMO-NPOCHOY AKIMOHEPHOI'O OOIEeCTBA
“SIpmebenp” B KOMUTET BHEIITHEAKOHOMUYECKUX CBSI3EH aMUHUCTPAIIMU 00JaCTU
O BbIJEJICHUU JHIeH3uH Ha noctaBky B Kwutait 4000 TOHH MeTamyia B CBSI3U C
3aKJIFOUEHUEM JOroBopa JAailsHbCKUM OObEeIUHEHHEM MO0 MEXKIYHapOIHOMY
COTPYJHUYECTBY Ha CTPOUTEIBCTBO JIEBATUITAXXHOrO OOMEXUTHs B Spocnasie.
CornacHO J0rOBOpa OIIaTa BBIMIOJHEHHBIX paboT OyIeT MPOU3BOIUTHCS
POCCUHCKUMU PYOJISIMU U MaTepUaIaMH.
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7. CoctaButh U opopmuth rapantuitnoe nmuckMo AO «Pamgyra» B agpec AO
«TexmpoekT» 00 OKa3aHMM TEXHUYECKOW IMOMOIIM B pa3paboTke pabdouux
yepTexkel HacoCHOM craHuuu. PaboTy HeoOXoAMMO MPOBECTH J0 Hayajla aBrycra
tekyulero roga. Ilucemo moanucanu gupektop AO «Pagyra» H.A. OneneB u
rnaBabid  Oyxrantep C.II.  Boponuna. OcrtaiibHble JaHHBIE  YKaKUTE
CaMOCTOSITEJIbHO

8. OdopMuth cienyronme ITOKYMEHTBI: PacXOJHBIM KacCOBBIM oOpjep,
MPUXOJIHBIN KacCOBBII Opliep, CYET Ha OIUIaTy TOBapa, cYeT-(haKkTypa, IIaTeKHOE
NOPY4YECHHUE, TOBAPHO-TPAHCIIOPTHAS HAKJIaHAs, TOBEPEHHOCTh C UCIIOJIb30BAaHUEM
Koncynprant [Lroc.

9. CoctaBUTh ¥ 0YOPMUTH JOTOBOP TTOCTABKH.

10. CoctaButh U O(QOPMUTH TPOTOKOJIBI PA3HOTIACUUA M COTJIACOBAHMS
pa3HOINIaCUil C WMCHOJIb30BAaHUEM CIPABOYHO-TIPABOBOM cHUcTeMbl KOHCYJIBTaHT
[Tnroc u TekcroBoro npoueccopa Word u3 nakera nporpamm MS Office.

11. OdopMute akT Mo NpUEMKE MPOIYKIUH (TOBApPOB) MO KOJIUYECTBY U
KAaueCTBY C MCIOJIb30BAaHUEM CIIPABOYHO-TIPaBoBOW cucteMbl KoHcynbranTIlmroc.

12. CoctaButh U 0QOpPMUTH MPETEH3UI0 U HCKOBOE 3asIBICHUE C
UCIIOJIb30BAaHUEM  CIIPaBOYHO-NIpaBoBOM  cucreMbl  KoHcynbrantllmroc u
TeKkcToBOro npoieccopa Word u3 nakera mporpamm MS Office .

13. CocraButb u o¢opMuTh o0¢epTy U 3ampoc C HCIOIb30BAHUEM
TeKcToBOTO mporeccopa Word u3 nakera nporpamm MS Office.

14. Perucrpanuss JOKyMEHTOB.

15. CocTaBuTh 51 0hopMUTH HOMEHKJIATYPY pi(Sh) Cc
MCIIOJIb30BaHUEM CIIPABOYHO-TIPAaBOBON cucTeMbl KoHcynbTaHT [imroc.

7 BapuaHT

1. CocraButh u odopmuth mpukaz AO «OOyBbTOPr» MO OCHOBHOM
NESATENIbBHOCTH 00  yBENMYEHMM  YCTaBHOro  KamuTaia  ooOmectsa. B
KOHCTaTUPYIOILIEH YacTH, YTO B CBSI3U C PEIICHUEM 00111ero coOpaHus aKlIMOHEPOB
(mpotokon ot 30 nmexabpst 2022 r. Ne 2) o0 yBenmWYEeHUH YCTaBHOTO KaruTala
oOmiecTBa U pyKoBOACTBYACH [lonoxeHreM o nopsake yBeandeHus (YMEHbIIECHN)
YCTaBHOI'O KanuTaja O0IIecTBa, YTBEPKJACHHBIM COBETOM JIUPEKTOPOB OOIIECTBA.
B pacnopsinuTenbHON YacTH YKaXUTE, YTO PYKOBOJIUTENIO IOPUANUECKOTO OTAelNa
HalpaBUTh CBEACHHS O BHECEHMM W3MEHEHMH B YcraB oOlmectBa B
PErUCTPAallMOHHYI0 — TajaTy W  HaJOrOBYKD  HWHCIEKIMIO;  PYKOBOJMUTEIIO
(UHAHCOBOTO OTIENa 3aperUCTPUPOBATH JOMOJTHHUTEIBHBIA BBHIMYCK aKIUi B
MunucrepctBe ¢puHancoB PO.

CoctaButh U O(QOPMHUTH pacHOpsHDKEHHE HadadbHUKAa HHQPOPMAIIMOHHOTO
otnena AO «DIeKTpOHHKay O MIIaHUPOBAaHUU pabOThI oTAeNa. B pacnopskeHuu B
LEeJSIX COBEPIICHCTBOBAHMS pabOThl OTAeNa W BO H3MEHEHHE TMOps/IKa,
YCTaHOBJICHHOTO paclopsiKeHUEM HaudaidbHuKa oTnaena oT 20.12.2022 Ne 22 «O06
OpraHu3alvy TJIAHUPOBaHUS pPaOOThl MH(GOPMALMOHHOTO OTAeNa» (yTpaTHIIo
CHIIy), CO CIIEAYIOLIEro KBapTaja TEKyIIero roja BBOJATCA HOBBIE (DOPMBI
MECSYHBIX TUJIAHOB M OTYETOB O paboTe COTPYIHUKOB OTAena (mpujararmrcsi K
PacTopsKEHUIO); COTPYIHUKAM HEOOXOAMMO MPEACTABIIATH MPOESKTHI TUIAaHOB 3a 3
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JHS 70 IJIaHUPYEMOTO MeECsLa, OTYEThl — A0 S5-I YMciia MECSLaA, CIECIYIOUIEro 3a
oTueTHbIM. OCTalIbHbIE JAHHBIE YKAXKUTE CAMOCTOATEIBHO.

3. OdopmuTth yHUGDUIIMPOBAHHBIE (POPMBI TPUKA30B MO JTUYHOMY COCTaBY O
npueme, nepeBo/ie, OTIyCKe, yBoJIbHEHUH. OQopMIIeHHE JIMYHON KapTOUKH.

4 CoctaBuTh U OQOPMUTH JOKJIQJAHYIO 3alUCKy O MpPUYUHAX
HECBOEBPEMEHHOI'O TMPENOCTaBleHUs HWH(GOpPMAIMM O BBINOJIHEHUH TpUKa3a
nupekTopa. OcrajabHble PEKBU3UTHI YKAKUTE CAMOCTOSTEIBHO.

5. CocraBuTth 1 OPOPMHTH aKT O PEBH3UHU KacChl. B TeKCTe yKakuTe, 4TO B
pe3ynbTare peBU3UHU ObUIO YCTAHOBJIEHO, YTO OCTATOK JIEHET B KacCe COIIACHO
JTaHHBIM Oyxrantepckoro ydera coctaBui 3 521 000 py6., HeqoCTaun HATMYHBIX
JICHET TI0 BUHE Kaccupa He 0OHAPYKEHO.

6. CocTaBUTh U OPOPMUTH MHUCHbMO-0TKA3 MPOU3BOJICTBEHHOTO YIIPABICHUS
MACCAXUPCKUX TNEPEBO30K SpociaBCKOMy MpPOU3BOACTBEHHOMY KOOIIEPATUBY
“BekTop” MmO BOMpOCy OOECIEUeHUs 3alacHbIMUA YacTsIMH Iapka aBTOOYCOB.
VYKaxuTe NIpUYMHY OTKa3a CaMOCTOSITEIBHO.

7. CoctraButh u odopMuTh mUCbMO-TIpocb0y OO0 «Spmedens» B
AJMUHUCTPAIMIO TOPOJIa O BBIJICIECHUU CPEACTB U3 MECTHOTO OIOJKETa B CyMME
1,5 muH. pyO. s peopraHuzanuu npeanpustus.. OcTaibHble JaHHBIE YKaKUTE
CaMOCTOSITEIIBHO.

8. OdopMuTh cienyronme JITOKYMEHTBI: PacXOJHBIM KacCOBBIM oOpaep,
NPUXOAHBIA KAaCCOBBIA OpJIep, CUET Ha OIUIATy TOBapa, CYET-(PaKTypa, MIATEKHOE
NOPY4YEHHUE, TOBAPHO-TPAHCIIOPTHAS HAKJIaHAS, TOBEPEHHOCTh C UCIOJIb30BAaHUEM
Koncynprant [Lroc.

9. CocTtaBuUTh 1 OPOPMUTH JOTOBOP MOCTABKH.

10. CoctaButh W O(QOPMUTH MPOTOKOJBI PA3HOTIACUUA M COTJIACOBAHUS
pasHoriacuu C UCIOJIb30BAaHUEM CIIPaBOYHO-TIPABOBOM CUCTEMBI
Koncynprantllimoc u TexcroBoro mporieccopa Word u3 makera mnporpamm MS
Office.

11. OdopMuTh aKkT MO MPUEMKE MPOIAYKIMU (TOBAPOB) MO KOIUYECTBY H
Ka4eCTBY C MCITOJIb30BAaHUEM CIPABOYHO-IIPaBOBOM cucteMbl KoncynbranTlInroc.

12. CocraButh U O(QOPMHTH TMPETCH3UID H HCKOBOE 3asBIICHUE C
WCIIOJIb30BAaHUEM  CIPAaBOYHO-NPAaBOBOM  cucteMbl  Koncynbrantllmtoc u
TeKcToBOTO mporeccopa Word u3 makera nporpamm MS Office .

13. CocrtaButh u odopMUTh OGEpTy H 3alMpoc C HCIOJIb30BAaHUEM
TekcToBoro npoieccopa Word u3 nakera nporpamm MS Office.

14. Peructpanusi JOKyMEHTOB.

15. CocTtaBuTh 51 0hopMUTH HOMEHKJIATYPY pi(Sh) Cc
MCITIOJIb30BAaHUEM CITPaBOYHO-TIPaBoBoi cuctembl Koncynbrant Ilmtoc.

8 BapuaHT
1. CoctaButh ¥ OQOPMUTH TMpPHUKA3 1O OCHOBHON JAESITEIBHOCTH 00
YBEJIMYECHUH YCTAaBHOT'O KamuTana oOIIecTBa. B KOHCTAaTHUPYIOIIEH 4acTh TEKCTa
YKaXXHUTE, 9TO B CBSI3U C PEIICHUEM OOIIEro COOpaHus aKIMOHEPOB 00 YBEIINUECHUHN
YCTaBHOTO KamuTajga oOImecTBa W PYKOBOACTBYSCH I[loyiokeHHMEM O mopsiake
yBeIMYCHHS (yMEHBIIICHUSI) YCTABHOTO KamuTaja OOIIeCTBa, YTBEPKICHHBIM
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COBETOM JIUPEKTOPOB 00IIecTBa. B pacnopsauTenbHON 4YacTu TEKCTa yKaXKUTE, 4TO
PYKOBOJMTENIO IOPUUYECKOTO OTJIeJla HANpaBUTh CBEJACHHS O BHECEHUU
U3MEHeHU B YcTaB oOOIIECTBa B PETUCTPAIIMOHHYIO MallaTy U HAJOTOBYIO
WHCIIEKINIO;  PYKOBOJAMUTENIO  (PMHAHCOBOTO  OTHENa  3apEeTrUCTPUPOBATH
JOTIOJTHUTENIHHBIN BBIMYCK akiuii B Munuctepctse punancon PO

2. CocraButh U OQopMUTh pacnopsikeHue nupekropa AO «Bextop» B
CBOEM yKazaHuM o0s3ay1 3aBenyromiero ckiagom Ne 2 Jlepamona II.P. B
COOTBETCTBUH C 3aKJIIOUYEHHBIM KOHTpakToM OT 1 ¢eBpans Tekymiero roma No
3/128 ormyctuth MeHemxepy ToproBoro noma «Pycs» Kopuery A.M. THII B
cienyromeM accoptuMmenTe: razoBble IMTHI «ARISTON» no nene 12500 pyO. —
10 mryk, xonogmwnbHukn « CANDY» no nene 16500 py6. — 5 mtyk, cTupajibHbIe
MamuHbel «INDESIT» no uene 12000 py0. — 10 mTyK, KyXOHHBIE KOMOAMHBI 110
nene 3500 py06. — 50 mTyk. YacTh TekcTa ykazaHus HEO0X0AUMO O(POPMUTH B BUJIE
TaOJIMIBl, B KOTOPOM YKa3aHO HAaMMEHOBAaHHWE TOBapa, €ro KOJMWYECTBO, IIEHA,
CyMMa 10 Ka)XJJOMy BUJy TOBapa U o0I11ast CTOMMOCTb.

3. OpopmMuTh yHUPUIIMPOBAHHBIE (POPMBI IPUKA30B 110 JJUYHOMY COCTaBY O
npuemMe, epeBoie, OTIycKe, yBoiabHeHUH. OdopmiieHre TUYHON KapTOUKH.

4. CoctaBUTh U OPOPMUTH JOKIAJAHYIO 3aIMCKY OyXxrajiarepa Iil. OyXrajirepy
dbupmel “Azot” ot 01.10.2022 0 npousBeAeHHOM MPOBEPKE BBHIMOJHEHHUS MTPUKa3a
nupekropa Gupmbl oT 01.09.2022 r. Ne 33 “O cocTostHUM OYyXTaJTEpPCKOTO ydera
Ha CTpouTenbcTBE 0a3bl OTAbIXa B 1. Kapabuxa”. B mpukase ykazaHbl KOHKPETHbBIE
CPOKM IUKBHJAIMU HEJAOCTAaTKOB, OOHapyxkeHHbIX B sHBape 2022 roma. B
JOKJIaIHOM 3alMCKE JIOJKHO OBITh OTMEUYEHO BBIMIOJHEHUE BCEX MYHKTOB MpPHKa3a,
32 HCKIIIOYEHHEM, MyHKTOB 00 OpraHU3allMd PaBHOMEPHOW E€XEAHEBHOU clayuu
pabounM HapsoB OyxraiaTtepy. BrisiBieHO, 4To ObLIO claHo Todbko 32,5% Bcex
HapsA0B. YKaXHUTE OCTalbHbIE JAHHBIE CAMOCTOSATEIBHO.

5. CoctaButh U O(GOPMUTH aKT TMPOBEPKU (PHUHAHCOBO-XO3IUCTBEHHOU
JEeATEIbHOCTH BalIero npeanpusaTus. OCHOBaHUEM SIBIISIETCS IPUKA3 TUPEKTOPA OT
00.00.0000 Ne 21 “O co3maHUM KOMHUCCHUU TI0 TIpOBEpKe (HMHAHCOBO-
XO34MCTBEHHOU  JaesrenbHOoCcTH . (CoCcTaB KOMHMCCHUU: MpEIACENarellb  3aM.
JTUPEKTOpa; YWIEHbl KOMHUCCHUU: 3aM. TJIaBHOTO OyXrajirepa, MHXEHEpP-2KOHOMHUCT,
Oyxranrep peBu3op. B pesynbrare mpoBepku ObUIO YCTaHOBJIEHO HapylICHHE B
cUCTeME yueTa 000pyI0BaHUS.

6. CoctaButh U OPOPMUTH TapaHTUWHOE MUCHbMO. B TeKcTe ykakurte, 4TO
Bama ¢upma npocuT mnpoBeCTH MOAECPHU3AIMIO KOMIIBIOTEPOB HHCTUTYTA C
00BEMHEHUEM B CETh C BBIICJIEHHBIM (hailI-cepBepoOM.

7. CoctaBuTh U 0()OPMUTH MUCHMO YIIPABJICHUS JOIIKOJIBHOTO 00pa30BaHuUs
M BOCHUTAHUSA AJMUHHUCTpAllUM TOpoJa B aApec BCEX PYKOBOAUTEIECH
MYHUIIUTATBHBIX JTOIIKOJBHBIX YUPEKACHUN ropo/ia ¢ HAMOMUHAHUE O TOM, YTO B
TEKYyIIEeM TOAY MOJIYroJOBON OTYET O BOCHMTAHHUKOB HEOOXOIMMO MPEIOCTaBUTh
K 30 nrons. Hegocraromuye JaHHbIE YKOXKUTE CAMOCTOSITENBHO.

8. OdopMuth cienyronme ITOKYMEHTBHI: PAcXOIHBIM KacCOBBIN oOpuep,
MPUXOJIHBIN KacCOBBII OpAep, CUET Ha OIJIaTy TOBapa, CUeT-(haKkTypa, IIaTeKHOE
NOPY4YEHHUE, TOBAPHO-TPAHCIIOPTHAS HAKJIAIHASA, IOBEPEHHOCTh C UCIIOJIb30BAHUEM
Koncynprant [Lroc.
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9. CoctaBuTh ¥ 0HOPMUTH JTOTOBOP TTOCTABKH.

10. CoctaButh M OG(OPMHUTH MPOTOKOJ PA3HOTIACUM M COIJIACOBAHMS
pasHorIacuil C MCII0JIb30BAHUEM CIPaBOYHO-IIPABOBOM CHCTEMBI
Koncynprantllmtoc u tekcroBoro mpoueccopa Word u3 makera nporpamm MS
Office.

11. OdopMuThs akTOB IO NMPUEMKE MPOAYKIHMH (TOBApOB) MO KOJIMYECTBY U
Ka4yeCTBY C UCIOJIb30BaHUEM CIIPABOUYHO-NIPaBOBOM cucteMbl KoncynpranTlLitoc.

12. CoctaButb U OQOPMHUTH TPETEH3UIO U HUCKOBOE 3asBICHUE C
WCIIOJB30BaHUEM  CIIPAaBOYHO-NIpaBOBOM  cucteMbl  Koncynbrantllmoc u
TekcToBoro npoueccopa Word u3 makera nporpamm MS Office .

13. CoctaButs u odopMuTh O0QEpPTy € 3alpoC C HCIOJIH30BAHUEM
TekcToBoro npoueccopa Word u3 nakera nmporpamm MS Office.

14. Perucrpanuss JOKyMEHTOB.

15. CocTaBuTh u opopMUTH HOMEHKJIaTypy nen C
UCIOJIb30BaHUEM CIIPAaBOYHO-TIPpaBoBOM cucteMbl KoncynpranT ILmtoc.

9 BapuaHT

1. CoctaButh U 0POPMUTH IIPUKA3 IO OCHOBHOW JAESTEIBLHOCTA O BHECEHUU
M3MEHEHHUI B IITATHOE paclnucaHue. B KOHCTaTUpyIOIIEd YacTH TEKCTa YKaXUTE,
4YTO B CBSI3M C IPOU3BOJCTBEHHOW HEOOXOJUMOCTBIO MU OTKPBITUEM Ii€Xa IO
IPOU3BOACTBY Noy(aOpukaTtoB. B pacrnopsauTenbHON 4acTH TEKCTa BHECTH B
IITATHOE pACIHUCAHUE TOPrOBOM KOMIIAHWUHU CIEAYIOIIME HW3MEHEHUsS: BBECTU
JIOJDKHOCTh TOBapa MO MNPOU3BOJACTBY T0Jy(haOpUKaTOB C OKJIAJAOM ...pyo
KoHTposib 32 “cnoTHeHne NpruKa3a BO3JIOKHUTE Ha 3aM.AUPEKTOPa.

2. CoctaButh u O0G(OPMUTH yKa3aHWE. 3aMECTUTENIb TEXHUYECKOTO
mupektopa AO «Hedrexum» wu3gan ykazaHue O TOJATOTOBKE U Tepeaaye
HMCTepHbl. B KOHCTaTHUpyrOmed YacTH YKa3blBaJOCh HAa MPOU3BOJCTBEHHYIO
HEOOXOJAMMOCTh, B PACHOPSAUTEIBLHON YacTH MPEANUCHIBAIOCH TMOJATOTOBUTH
KeIe3HOIOPOKHYI0 HHCTepHY Ne 57809220, yKOMIUIEKTOBAaTh €€ HEOOXOIUMOM
apMaTypou U nepeaars ¢ JokymeHTanuen u3 mexa Ne 55 B nex Ne 160. Yka3zanue
OBLJIO aJipecoBaHO HavadbHUKY 11exa Ne 55 u rmaBHOMYy MexaHuky AQO. OctanbHbie
JIAHHBIE YKA)KUTE CAMOCTOSITEIBHO.

3. OdopmuTth yHUGDUIIMPOBAHHBIE (POPMBI TPUKA30B MO TUYHOMY COCTaBY O
npueme, nepeBojie, OTIyCKe, yBOJIbHEHUH. OQopMIIeHUE JIMYHON KaPTOUKH.

4. CocraButh U 0POPMUTH OOBSICHUTENBHYIO 3aMHUCKY IJIABHOTO MEXaHUKa
NPEANPUATUS PYKOBOJUTEINO O (DAKTE HEBBIITOJIHEHUS PACTIOPSHKEHUSI O MOHTAXKE
000py1I0BaHUs HA y4aCTKeE.

5. CocraButb u 0GopMHUTH akT Mo mnpeanpuarhio ‘“Kanon” o0 wuTorax
peBU3UU MO NpOBepKe (MHAHCOBOIO OTYeTa. B Tekcre ykaxkuTe, 4TO peBU3HEH
oOHapykeHbl (paKThl TpyOOTo HapyiieHus (UHAHCOBOTO Y4YeTa U OTYETHOCTH IO
KOMaHJAUPOBKaM, OTCYTCTBHE JKypHaja y4yeTa JIOBEPEHHOCTEI.

6. CoctaBuTh U 0POPMUTH COMPOBOIUTEIHLHOE TUCHMO O HarpaBjieHUu Bam
Ha  PELEH3UpPOBAaHME  PYKONHMCH  MporpaMMmbl  Kypca  “OpraHuzauus
uHpopMalmoHHoro obecredenus ympasienus . [Iporpamma npenmnonaraercs Kaxk
TUTIOBAsE JUJIi BBICIIMX YYE€OHBIX 3aBEJCHUN, WMEIOIMNUX CIHeIUuaIn3aiun
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“MenemxmenT” niM “Opranuzanus ynpasieHus . OT3bIB MPOCAT MpUciaTh 10 12
okTsa0ps 2016 1. [Ipunoxenue.

7. CoctaBuTh U opopMuTh nMucbmMo-oTkaz AO «Spauepro» aupexropy OO0
«Pycb» 00 oTcpouke IuIaThl 3a 3eKTpodHepruto. [IpuumHy oTkKaza u Jpyrue
HEJIOCTAIOIINE TAHHBIE YKAKUTE CAMOCTOSITEIBHO.

Odopmuts crenyronme JIOKYMEHTBI: PAacXOJHBIM KacCOBBIM  ophep,
MPUXOIHBIN KacCCOBBIA OpJIep, CUET Ha OIUIATy TOBapa, CUeT-(PakTypa, MIaTeKHOE
NOPY4YEHHUE, TOBAPHO-TPAHCIIOPTHAS HAKIIAIHAS, TOBEPEHHOCTh C UCIIOJIb30BAHUEM
Koncynprant [Lroc.

9. CoctaBuTh M1 0HOPMUTH JOTOBOP TTOCTABKH.

10. CoctaButh M O(GOPMUTH MPOTOKOJBI PA3HOTIACUN W COTJIACOBAHUS
pasHoryacun C MCIIOJIb30BAaHUEM CIPABOYHO-TIPABOBOM CUCTEMBI
Koncynpsrantllnioc u texkcroBoro mporeccopa Word u3 makera mporpamm MS
Office.

11. OdopMute akT Mo NpUEMKE MPOIYKIUH (TOBApPOB) MO KOJIUYECTBY U
KAaueCTBY C MCIOJIb30BAaHUEM CIIPABOYHO-TIPaBoBOW cucteMbl KoHcynbranTIlmroc.

12. CocrtaButh U 0GOPMUTH TMPETEH3UID U HCKOBOE 3asIBICHUE C
UCIIOJIb30BAaHUEM  CIIPaBOYHO-NIpaBoBOM  cucreMbl  KoHcymnbranTllmoc n
TeKkcToBOro npoieccopa Word u3 nakera mporpamm MS Office .

13. CocraButh u o0¢opMUTh O(epTy U 3ampoca C HCIOJIB30BAHUEM
TekcToBoro npoueccopa Word u3 makera nporpamm MS Office.

14. Perucrpanuss JOKyMEHTOB.

15. CocTaBuTh 51 0hopMUTH HOMEHKJIATYPY en Cc
MCIIOJIb30BaHUEM CIIPABOYHO-TIPAaBOBON cucTeMbl KoHcynbTaHT [imroc.

10 BapuanT

1. CocraButh U OQOPMUTH TPUKA3 IO OCHOBHOW JESITEIBHOCTH O
IIPOBEJICHUHN aTTECTAllMA PYKOBOJIUTENEN U CIIENUAINCTOB TOProBOM KOMIaHuu. B
KOHCTAaTUPYIOIIEH YacTH TEKCTa YKaXUTE, YTO B IEJIAX YIyYIIeHHUs Toadopa,
pPacCTaHOBKM U MOJTOTOBKH KaJpOB, MOBBIIICHUS JE€I0BOI aKTHBHOCTH, KAUECTBA
1 3 PeKTUBHOCTH paboOTHI, obecredeHus 0ojiee TECHOM CBS3M MaTEPHAIBHBIX U
MOpaJIbHBIX CTUMYJIOB C pe3yJbTaTaMu Tpyaa. B pacnopsauTenbHON 4YacTH TEKCTa
YKQOKHUTE: TMPOBECTH AaTTECTALUI0 PYKOBOAUTEIEH W CIEIMATIUCTOB TOPTrOBOM
komnanuu 00.00.0000; yTBepaAUTh CIIUCKA paOOTHUKOB, MOJICKAIIUX ATTECTALNY;
CO3/1aTh aTTECTAIMOHHYI0 KOMHCCHIO B COCTaBe: MpejceaTelb - 3aM. JTUPEKTOopa,
CEKpeTapb — CEKpeTapb AUPEKTOpa, YJEHbl KOMHUCCHM: HAYaJIbHUK OT/AeNa IO
noAabopy mepcoHana, I Oyxraiarep. KOHTposib 3a UCHOJHEHUEM IIpUKa3a
BO3JIO)KUTE HA KOMMEPYECKOT0 TUPEKTOPA.

2. CoctaButh u odopmuth pemieHue. Cosetr aupektopoB AO «IIporpecc»
NPUHST pelieHre 00 y4acTUW TPEANPHUSTHS B BBICTABKE HOBBIX TEXHOJOTUNA M
TEXHOJIOTUYECKUX JOCTHKEHUN B 00JIACTM TOYHOTO MAIIMHOCTPOCHHUS, KOTOpas
Oyner mpoxomauth B EkatepunOypre B JexkaOpe TEKyIlero rojaa. yYdacTue B
BBICTABKE HEOOXOMWMO Il TPOJBIKEHHUS COOCTBEHHBIX pa3paboOTOK U
3HAKOMCTBA C pabOTOW APYrHX OpraHU3AIMA B STOM HampaBiieHWH. B permeHun
ObUTM J1aHbl CIIEYIOIIME MOPYYEHHUS: CEKpEeTapr0 COBEeTa IJUPEKTOPOB — MO
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NOJATOTOBKE W HAIPABJIEHUIO B OPTrKOMHUTET 3asBKU /I Y4acTHS B BBICTABKE;
HAaYaJIbHUKY OTJENa MO CBS3SM C OOIIECTBEHHOCThIO — IO pa3paboTke u
U3TOTOBJICHUIO T[€YATHBIX MAaTepUaioB O TMPEJCTaBISEMbIX Ha BBICTABKE
OPOAYKIMA U JOCTIKEHMSIX; OyXraiarepuu — [0 oIiate oQopMIIeHUs
BBICTABOYHOIO  MaBWIbOHA. OTBETCTBEHHOCTh 3a OTOOp W  MOATOTOBKY
BBICTABOYHBIX O00pa3loB Oblla BO3JIOKEHA HA 3aMECTUTENsSl TEHEPaJIbHOIO
JTUPEKTOpa MO MPOoU3BOJICTBY. OCTalbHbIE JaHHBIE YKAKUTE CAMOCTOSITENILHO.

3. Opopmuth yHUPHUIIPOBAHHBIE (POPMBI IPUKA3OB IO JTUUYHOMY COCTaBY O
npuemMe, epeBoe, OTImycke, yBoiabHeHHH. OdopmiieHIe TUYHON KapTOUKH.

4. CocraButh U O(GOPMUTH CIY’)KEOHYIO CHOpaBKY aJAMUHUCTPALIUH
WBanoBckoit obmactu Komurtera mo nemam apxuBa “l'ocymapcTBeHHBIH apXuB’
3aBEAYIOIIEMY OTJIIEJIOM COLMAaJbHOM 3amuThl HaceneHus lleTpoBckoro paiioHa
MBaHOBCKOM 00J1aCTH O HAJIMYHUH JTOKYMEHTOB 10 TPYIOBOMY CTaxy 3a 1941-1950
IT. B Texcre ykaxkure, 4To B JOKyMeHTax I'ocynapcTBeHHOro apxuBa MIBaHOBCKOM
o0nacTh MMEIOTCS JOKYMEHTBI, MOJATBEP)KIAIOLIUE TPYJOBOM CTaXX TIpax/aH,
paboraBmmx B 1941-1950 rr. Ha crnenyromux npeanpusITHSX U OpraHU3AIMIX
[TeTpoBckoro paiioHa: 3aBOJ pAaCTOYHBIX CTAHKOB - 3a 1943-45 rr.; 3aBOJI peMOHTa
CEIBCKOXO3SIICTBEHHOM TEXHUKU - 32 1941- 1944 rr. [lognuck nupekTopa apxusa.

5. CoctaBuTh U 0OPMUTH AKT O MPOBEPKE Kacchl. B TekcTe ykaxkure, 4ToO B
pe3ynbTaTe peBU3NN KacChl KOMHUCCHS YCTAHOBHJIA: OCTATOK HAIMYHBIX CPEACTB 110
cocrosinuio Ha 00.00.0000 cormacHO KacCOBOW KHUTE U JaHHBIM OyXrajaTepCKOro
yueta JoJbkeH cocTaBisath 450 000 pyOused; (axkThueckuil OCTaTOK HaTIWYHBIX
neHer B kacce cocrapiseT 400 000 pyoseit. Heqoctaua HanM4HBIX JIEHET B Kacce
coctasisier 50 000 py6seil; HeqocTaya HAIMYHBIX JCHEr o0pa3oBajiach MO BUHE
kaccupa MonounukoBoii [1.A.

6. CoctaBuTh 1 0QPOpMUTH UH(OPMAILIMOHHOE NMUCbMO. B TekcTe ykaxure,
yto AO “busnec-mkona “HMuren-CuHTte3” NOATOTOBWIA K H3JAHUIO KHUTY
“Jlemonpon3BocTBO B Oyxrantepuun”’. B KkHHUTe ocBemaroTcs TpeOOBaHUS K
COCTABJICHUIO U O(OPMIICHUIO CIIY>)KEOHBIX JOKYMEHTOB W MpaBuia paboOThI C
HUMH.

7. CocrtaButh u odopmuTh nuchMO-u3BelieHHe AQO «Arpo-nmpomMmari
YHHUTapHOMY rOCyAapCTBEHHOMY Mpenanpuaruio «Kama» o mpuyumHax 3aiepKKu
NOCTaBOK MamMH U 00OpyAoBaHUA. 3aJep)KKa IMOCTaBOK  OOBACHSAETCS
OTpaHUYECHHEM JBUKEHUSI OOJIBIIETPY3HOIO aBTOTPAHCIOPTA B CBSI3U C BECEHHEH
pacIyTULEH.

8. OdopMuth crenyromme JIOKYMEHTBI: PacXOJIHBIM KacCOBBIA oOpAep,
MPUXOJHBIM KaCCOBBIA OpJIep, CUET Ha OIUIaTy TOBapa, CYEeT-(PakTypa, MIaTeHKHOE
NOpY4YEeHHUE, TOBAPHO-TPAHCIIOPTHAS HAKJIaHAS, TOBEPEHHOCTh C UCIOJIb30BAaHUEM
Koncynprant [Lroc.

9. CocraButh 1 0HOPMHUTH TOTOBOP TTOCTABKHU.

10. CoctaButh ¥ 0GOPMHTH NTPOTOKOJ PA3HOTIACUN U COTJIACOBAHUS
Pa3HOIVIACUK C MCIIOJB30BAHUEM CHPABOYHO-IIPABOBOM CHUCTEMbI KOHCYIbTaHT
[Tmroc u TekctoBoro npoueccopa Word u3 nakera mporpamm MS Office.

11. OdopMuth akT MO MpUEMKE MPOAYKIUHU (TOBAPOB) MO KOJUYECTBY U
KAa4eCTBY C MCIIOJIb30BAHUEM CIIPABOYHO-TIpaBOBOM cuctembl Koncynbrantllnroc.
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12. CocraButh W OQOPMUTH TPETEH3UID W HCKOBOE 3asBIICHUC
C HCIOJB30BaHUEM CHPaBOYHO-NPaBOoBOM cucrembl KoHcynbrantlliroc wu
TekcToBoro npoieccopa Word u3 nakera nmporpamm MS Office .

13. CoctaButh u o¢opMHUTH 0dGepTy U 3ampoc C HCIOIb30BAHUEM
TekcToBoro npoieccopa Word u3 nakera mporpamm MS Office.

14. Peructpanusi JOKyMEHTOB.

15. CocraButh u o(popMHUTH HOMEHKJIATypy Jen c
MCIIOJIb30BaHUEM CIIPABOYHO-IPAaBOBOM cucTeMbl KoHcynbTanT [mroc.

Cumyayuu k npakmuueckou pabome 14, 15

Tema «Opranuzanus JOKyMEHTOO00pOTay.

1. Ilpaktuueckas padora 14

2. lens:  QopmupoBaHuMe 3HAaHMH M yYMEHUH 1O  OpraHuU3aliu
JOKyMEHT0000poTa

3. 3anaHue: 3aperucTpupoBaTh BXojdlue U ucxonsamue 1okyMeHTsl B PKK u
KypHaIax

[TAO «AprymeHTHI U (PaKTHI»
Otnen pexaaMbl
Komcomonbeckuii mpocr., a. 18,

Mocksa, 121875

Temn. (495) 921-18-17.

Menemxepy 1o pexjiame

Counosneoit A1l

3akimounTth 10roBop ¢ 3A0 «Menuna-K» Ha okazaHue yCcayr mo pekiame 10
20.11.2022

16.11.2022 Edrpadona J.C.

Ten./daxc (495) 918-04-04

OKTIO 02862795

OI'PH 1027400240654

MHH/KIIIT 7703022850/778005002

10.11.2022 Ne 102/01-13

Ha Ne oT

OO0 omny0JIMKOBaHUU PEKJIAMBI
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YBaxkaemble rocnojaa!

[Ipocum Bac omyOnukoBaTh pekiiaMy Hamied (GUpMbl B e€XKEHEHACIbHUKE
“Aprymentsl 1 paktel” (Beimyck CHI') B Homepax 3a 7 u 21 nexabps 2022
roga, 4 u 18 suBapsa 2023 roga, pasmepom 3/10 mosjocel Ha pa3BOPOTE,
O00BEIUHSIONIEM PEKIIAMHYIO u HEPEKJIaMHYIO MOJIOCHI.
['0TOBBI IPEIOCTABUTh OPUTUHATI-MAKET.

Omnary rapantupyeM. Hamm GaHKOBCKHE PEKBHU3UTHI: PACUETHBIN cyeT Ne
46703519 B AKb “OHOKCHUM”, kopp. cuetr 3161868 B PKI[ I'Y [Ib P®,
M®O 44583001, xox 83. UHH 7710159493.

3am. reHepalibHOTO AupekTopa [ opsaues A.P. ['opsues

['maBHbIN oyxranrep Mopaynosa A.B. MopryHosa
[Teuats

3umuHa Enena BukropoBHa
113-45-67

Menemxep 1o pekiname
Comnossea A.Il.

3akitoueH 10roBop ¢ 3A0 «Meauk-K»
19.11.2022

B neno 03-04 Bxomsmiuii oT No

ExenenenpHuk HMupekropy 3A0 «Meauna-K»
“AprymeHnTsl ¥ paKThI’”
A.P. T'opsiueBy
Pszanckuit npocrt., 1. 35, kopr. 1,
Mockaa, 109542
Temn. (495) 351-39-22
Ten./pakc (495) 351-04-04
E-mail: gost@mail.ru

OKIIO 02962915
OI'PH 10657400240655
WHH/KIIIIT 77030226550/778005655

19.112022 Ne
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Ha Ne 102/01-13 ot 10.11.2022

O 3aKiII0YEHUH [0roBOpa Ha OKa3aHUHU
yeayr 1o pekiame ¢ 3A0 «Menuk-K»

VBaxaembiii AHaronuii Pomanosuy!
Bricsimaem Bam noroBop Ha okazanue yciyr mo pexiame ot 19.11.2022
Ne 2/4, monnvcaHHbBIN HAIIEH CTOPOHOM.
HaneeMmcs Ha nanpHeee COTpyJHAYECTBO
[Tpunoxenue: Ha 10 1. B 2 3K3.
JupexTop exenenenbHuka «AprymenTsl u paktepy 1.C.Edprpadoa
ConosneBa AnHa [1aBnoBHa
128-90-45
IIpakmuueckas paboma Ne 15

CocrapneHue u opopMIIEHUE HOMEHKIIATYPHI 17

3amaHue:
CocTaBuTh HOMEHKJIATYPY JieJ C MCIOJb30BAHUEM CIIPABOYHO-TIPABOBOM

cuctembl «KoHcynbranTl Irocy.

1.

2.

3.

OpraHu3aiusi COCTOUT U3 TPEX CTPYKTYPHBIX MOAPA3IEIECHUI: CEKpeTapuar,
OyxranTepusi, OTIeN KaJpOoB.

Otkporite Koncynbrant IIJIFOC. B beictpeiit  nouck Beenure Ilprkas
MunkynbTypsbl oT 25.08.2010 Ne 558.

Hcnonb3ys «ITEPEYEHD TUITOBBIX YITPABJIEHYECKUX
APXUBHBIX JOKYMEHTOB, OBPA3VIOUNINXCA B IIPOLUECCE
AEATEJIBHOCTN TOCYAAPCTBEHHBIX OPI'AHOB, OPI'AHOB
MECTHOI'O CAMOVYIIPABJIEHUS W OPTAHU3ALIMI, C
YKA3AHMEM CPOKOB XPAHEHHUA", onpenenure cpokn XpaHEHHS U
CTaThH JJIS CIAEAYIOLIUX JOKYMEHTOB.

Cexperapuar:

VYcraBel opranuzaiuu o Mecty pazpadotku (1 geno);

[[ITaTHBIC pacnicaHus OpTaHU3AIMH IO MeCTy pa3pabotku (1 nemno);
[Tpuka3bl 10 OCHOBHOM AesTEILHOCTH (2 fena);

[TomoxeHuss 0 CTPYKTYPHBIX MOJAPA3NICTICHUAX OpPTaHU3AINH IO MECTY
paspabotku (1 meno)

[IpoToko:sl pazHoriacuii o gorosopam (1 geno)

byxranrepus:

OTuer 00 UCTIOTHEHUH CMET TOJOBHIE,
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o Ortuer 00 UCTIOJTHEHNH CMET KBapTaibHbIE (TI0 1 meny);
o Cuera-axtypsl (1 geno);
o Tapantuiiasie muchMa (1 me1o)
Otnen kagapoB:
o Tabenu (rpadukn), xxypHaiasl ydeta pabouero Bpemenu (1aemo);
¢ TMpHUKa3bl O IPHEME, IEPEBOJIC, YBOILHEHUU
e - IIPUKA3bl O €KETOIHBIX OIMJIAYMBAEMBIX OTITyCKaX
-IIepenucka o nepeBojae padOTHUKOB (1 1e1o)
- KomannupoBounslie ynoctoBepenus (1aemno)

Pacnpenenure 3arojioBKM Jie1 B COOTBETCTBMU C TpeOOBaHUSIMU
opopmuenus HJI
Buecute nannsie B H/I.

CocraBneHne u OQGOpPMIIGHHE KpaTKOro MW IOJHOTO MPOTOKOJIOB C
UCIIOJIb30BaHUEM TeKcToBOrO Tporeccopa Word u3 makera nporpamm MS Office.

1 BapuanT

CocraButh 1 0GOPMUTH MOJHBIN U KPATKUM MPOTOKOJBI OOIIET0 coOpaHus
AO “Crpourens”, Ha KOTOPOM 0OCYKIaJICSd BOMPOC O CO3JAHUU IMPOU3BOJICTBA
CTPOUTEIBHBIX MaTEPUAJIOB HJIsi CTPOUTEIBCTBA >KWIbIX JO0MOB. Ha coOpanum
ObLIa 3aciaymaHa MHGOpMALMs PYKOBOAMTENS O BO3MOKHOCTH CO3JaHHS TAKOTO
1exa U nepcnekTuBax ero padotsl. Ilocie oOcyxeHus ObLIO MPUHATO pEIIeHUE
MOPYYHUTh PYKOBOJUTENIO U €r0 3aMECTUTENIO [0 CTPOUTETBCTBY B T€UEHUE 6 Mec.
pa3BepHYTh pabOTy U BBIACIUTH JJIsl 3TUX Liesiei 20 MiH. pyo.

2 BapuaHT

CocraButh 1 0GOPMUTH TOJHBIN U KPATKUM MPOTOKOJBI OOIIEro coOpaHus
akiuoHepoB. Ha coOpaHuum ciymanu BBICTYIUIGHHE TMIpejcenaTelis CcoBeTa
JTUPEKTOPOB 00 YBEIWYEHUW KamuTaia oOOIeCcTBa, KOTOPBIM MPEAJIOKIIT
YBEJIMYUTh YCTaBHOM KamuTad Ha 85 MiIH. py0. TyTeM YBEJIUYeHUs
JOTIOJTHUTEIPHOTO BBIMMYCKAa akIUid oOIecTBa, B pe3yibTaTe Yero YCTaBHOU
KanmuTan oobmiecTBa craHeT paBHbIM 950 muH. py06. Ha coOpanum BbICTymHI
COTPYIHHUK OOIIECTBA C MPEAJI0KEHUEM YBEITUUUTh YCTABHON KaIlnTal 001ecTBa U
smuccun akuuid. [Tocie oOcykaeHs] MOCTAaHOBUIIM YBEJIIMYUTh YCTABHOM KamuTall
oOmiecTBa Ha 85 MIH. py0.; YTBEPAUTH MPEACTABICHHBIA COBETOM AUPEKTOPOB
MPOCTIEKT YMUCCHUH aKIMi.; BHECTU U3MEHEHUS B Y CTaB 00I1IeCTBA.

3 BapuaHT

CocrtaButh U 0GOPMUTH TOJHBINA U KPAaTKUW MPOTOKOJIBI OOLIEro coOpaHus
akuroHepoB AO. Ha coOpanuu ciymianu BbICTYIUIEHHS TJIABHOTO Oyxraiarepa o0
YTBEPKJICHUH TOJ0BOTO OanaHca u mpesugeHTta AO 00 OCHOBHBIX HAMpPaBJICHUSIX
pazsutusi OAQO. Ha coOpanuu BBICTYNWIA COTPYIHUKH, KOTOPHIE TOBOPUIU O
JOTIOJTHUTEIHHBIX BO3MOXKHOCTSIX TOJydeHUsI (PMHAHCOBBIX CPEACTB (10 TIEPBOMY
BOIIPOCY) W OO0 OCHOBHBIX HaNpPaBJICHHSIX pPa3BUTHUS (TI0O BTOPOMY BOIIPOCY).
[TocTanoBuIM: yTBEpAUTH TOJOBOW OajaHC W OIMpPENeTUTh HOBBIC HaIpPaBICHUS
pa3BUTHSL.
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4 BapuaHT

CocraButh 1 0HOPMUTH MOJIHBIA U KPATKUM MPOTOKOJIBI OOIIEro coOpaHus
akuuoHepoB. Ha coOpanuu ciymianu BBICTYIUIGHHE TIpelcelaresss CoBeTa
JTUPEKTOPOB 00 YBEIMYEHUM KamuTana oOOIECTBa, KOTOPBIM MPEAJIOKIII
YBEJIMYUTh YCTaBHOM KamuTad Ha 85 MiH. py0. MyTeM YBEJIWYEHUs
JOTIOJTHUTEJILHOTO BBIMYCKa akKUMWA OOIlecTBa, B pe3yjibTaTe YEro YCTaBHOU
KanuTan ooOimiecTBa craHeT paBHbIM 950 MmuH. py06. Ha coOpanuum BbICTymHI
COTPYIHHUK OOIIECTBA C MPEAT0KEHUEM YBEITUYUTh YCTABHOM KalmuTaj 00IIecTBa U
smuccun akuui. [locie oOcyxIeHus: MOCTAHOBWIM YBETUYUTh YCTAaBHOM KamuTam
obmecTBa Ha 85 MIH. py0.; yTBEpAUTh MPEICTaBICHHBI COBETOM JUPEKTOPOB
IPOCIIEKT 3MUCCUU aKLWM.; BHECTH U3MEHEHUS B Y CTaB 00IIECTBA.

S BapuaHT

CocrtaButh 1 0()OPMUTH MOJIHBIA M KPAaTKU MPOTOKOJBI OOIIEro coOpaHus
AO “Crpourens”, Ha KOTOPOM OOCYKIaJCsS BOMPOC O CO3JaHUU MPOU3BOJICTBA
CTPOUTENBHBIX MATEPUAJIOB ISl CTPOUTENbCTBA KHWIbIX J0oMoB. Ha coOpanun
ObuTa 3aciaymaHa WH(OpMAaLUS PYKOBOAMUTENS O BO3MOYKHOCTHU CO3/IaHUS TaKOTO
1exa M mnepcnekTuBax ero padotsl. [locne obcyxneHus ObUIO NPUHATO PELICHUE
HNOPYYHTHh PYKOBOJUTENIO U €0 3aMECTUTENIO 110 CTPOUTENIBCTBY B TE€UEHUE O Mec.
pa3BepHyTh pabOTy U BBIIEIUTD JUIs 3TUX Leneit 20 MiH. pyo.

6 BapuaHT

CocrtaButh 1 0OPMUTH MOJHBIA M KPAaTKUW MPOTOKOJBI OOIIETO COOpaHUs
akionepoB AO. Ha coOpanuu ciyiany BBICTYIUICHUS TJIABHOTO Oyxranrepa o0
YTBEPKJI€HUH rooBoro OanaHca u npe3ugeHta AO 00 OCHOBHBIX HalpaBICHUSIX
pazButusi AO. Ha coOpaHuu BBICTYNWIA COTPYAHUKHU, KOTOPbIE TOBOPHJIH O
JOTIOJTHUTENBHBIX BO3MOXKHOCTSIX MOJy4eHHUs (DMHAHCOBBIX CPEICTB (IO NEPBOMY
BOIIPOCY) M OO0 OCHOBHBIX HAaNpaBJICHUSX pa3BUTHUA (IO BTOPOMY BOIMPOCY).
[TocraHoBMIM: yTBEpAUTH IOJOBOW OajaHC M ONPEAENIUTh HOBBIC HaIlpaBJICHUS
pa3BUTHSL.

7 BapuaHT

CocraButh 1 0HOPMHUTH TOJHBIN M KPaTKUN MPOTOKOJBI OOIIET0 cOOpaHus
akiuoHepoB. Ha coOpaHum ciymanu BBICTYIUIGHHE TMIpe/cenaTelis CcoBeTa
JUPEKTOPOB 00 yBEJIMYEHUM KaluTana OOIIeCTBAa, KOTOPBIA MIPEII0KHIII
YBEJIMYUTh YCTaBHOM KamuTan Ha 85 MIH. py0. MyTeM YBEIUYCHHS
JOTIOJTHUTEIBLHOTO BBIMMYCKa aKUWMiA O0OIlecTBa, B pe3yjibTaTe YEro YCTaBHOU
Kanutan ooOimiecTBa craHeT paBHbIM 950 MmiuH. py06. Ha coOpanuum BbICTymHi
COTPYIHHUK OOLIECTBA C MPEAJIOKEHUEM YBEIIMYUTh YCTABHOM KanmuTal o0IIecTBa 1
smuccun akuui. [locie oOcyxkaeHusl MOCTAHOBUIIM YBEJIMYUTh YCTAaBHOM KamuTall
oOmecTBa Ha 85 MIH.py0.; YTBEpJUTh MPEIACTABICHHBIM COBETOM JUPEKTOPOB
MPOCTIEKT YMUCCHUH aKIMi.; BHECTU U3MEHEHUS B Y CTaB 00I1IeCTBA.

8 BapuaHT

CoctaButh W O(GOPMUTH TOJHBIH W KPATKUH TPOTOKOJ €KETOJHOTO
coOpanus akimonepoB AO “Pean”, Ha KOTOPOM ObUIM PACCMOTPEHBI BOTIPOCHI 00
uTorax (UHAHCOBO-XO3sICTBeHHOU nesrenbHOCTH AQO 3a 1 xBapranm 2022 rona.
[Tocne oOcCyxaeHUS TPUHATO pELICHHE YTBEPAUTHh OANTaHCOBBIA OTYET O
¢duHaHCOBO-X03s1icTBeHHOM nesTenbHocTH AO 3a 1 kBapTan.



42

9 BapuaHT

CocraButh 1 0GOPMUTH MOJIHBIA M KPATKUM MPOTOKOJBI OOIIET0 coOpaHus
AO “Crpourens”, Ha KOTOPOM 0OCYXAaJICd BOMPOC O CO3/IaHUU MPOU3BOJICTBA
CTPOUTEIBHBIX MaTEPUANIOB HJIsi CTPOMTENBCTBA JKWIbIX AoMoB. Ha coOpanuu
ObLa 3aciyliaHa MHPOpMaIMs PYKOBOAMUTENS O BO3MOKHOCTH CO3/IaHMS TaKOTO
1exa u nepcnektuBax ero pabotsl. Ilocie oOcyxeHus ObUIO MPUHATO pEIICHUE
MOPYYHUTHh PYKOBOJUTENIO U €T0 3aMECTUTEIIO 110 CTPOUTENILCTBY B TeueHUe 6 Mec.
pa3BepHYTh pabOTy U BBIACIHATH IS ATUX Teeit 20 MiH. pyo.

10 BapuanT

CoctaBuTh 1 0GOPMUTH TOJHBIM W KPAaTKUH MPOTOKOJ OOIIEro coOpaHus
AO “Crpoutens”, Ha KOTOPOM OOCYKTAJICS BOMPOC O CO3JAHUU IMPOM3BOJCTBA
CTPOUTEIBHBIX MaTEPHUANIOB MJIsi CTPOUTENbCTBA JKUIBIX AOMOB. Ha coOpanun
ObLIa 3aciyliaHa MHPOpMALMsS PYKOBOAMTENS O BO3MOKHOCTH CO3/IaHMS TaKOTO
1exa U nepcrnekTuBax ero padotsl. [locine obcyxaeHust ObUIO MPUHSATO PEIICHNE
HNOPYYHTHh PYKOBOJUTENIO U €0 3aMECTUTENIO 110 CTPOUTEIBCTBY B T€UEHHE 6 Mec.
Pa3zBepHyTh paboTy M BBLIETUTH AJI 3TUX 1enel 20 MITH. pyo.
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Ipunoswcenue 1
AHHOTAIUA JUCHUITJIMHBI

[lenb  OUCIUILIAHBI: MOATOTOBUTh  BBINTYCKHUKA,  0O0JaJaloIIero
TEOPETUYECKUMHU M TPAKTUYCCKUMH 3HAHUSIMH M yMEHUSIMH, CIOCOOHOIO
MPUMEHSTH KOMIIETEHIIMU B cepe yIpaBiIeHUs JOKYMEHTAIUEH B KOPIIOPAIIUH.

3agauu JUCIUILINHBL.

— O3HAKOMHUTh  MATUCTPAaHTOB €  TOHATHEM  <«JIOKYMECHTUPOBAaHHAs
uH(OpPMAITU» B €€ POJIBIO B YIIPABICHUU;

— copMHUpPOBATH HABBIKH aHAJIN3a HOPMATUBHO-TIPABOBBIX U METOIUICCKUX
OCHOB JIOKyYMEHTAIIMOHHOTO 00€CTICUCHUS YIIPABICHUS KOPIIOPAIIUEH;

— O3HAKOMHUTb C OCHOBHBIMHM D3JIECMEHTAMH CHCTEMBI  YIIPABJICHUS
JIOKYMEHTAMU;

— o0y4uTh  METOJIaM  KCIOJIb30BaHUS  YHUDUIIMPOBAHHBIX  CUCTEM
JIOKYMEHTAIUY;

— chopmMupoBaTh HaBBIKH JIOKYMEHTAIMOHHOTO obecrieueHus
(GYHKIIMOHATBHBIX cep YIPaBICHHUS;

— OCBOUTH TEXHOJOTHUU IIOCTPOCHUS CUCTEMBI M MPOLECCOB YIPaBICHUS
JIOKYMEHTAMU;

— c(popMHUPOBATH HABBIKU PA0OTHI C KOHPUACHIIMATbHBIMUA JOKYMEHTAMU;

— OOyYUTb MPAKTUKE BEACHUS MEXKIYHAPOTHON MEPETUCKH.

B pe3ynbraTe 0CBOCHUS TUCHMUILUIMHBI 00yUYarOITUNCS TOKEH:

3Hamo:

— OCHOBBI YIIPABJICHUS OPTaHU3AIUE;

— CTPYKTYpY OpTraHW3alluH;

— 3akoHomarenbCTBO Poccuiickont denepann M HOPMATHBHO-TIPABOBYIO
0a3y, peryaudpyromue JeATeIbHOCTh B 00JlacTM  aJMUHHUCTPATHUBHOM,
XO3SIMCTBEHHOM, IOKYMEHTAIMOHHOW U OPraHU3allMOHHOW MOIEPKKH

— IIEPEeIOBOM OTEYECTBEHHBIM W MHUPOBOM ONBIT AJMHHUCTPATUBHOM,
XO3SIUCTBEHHOW, IOKYMEHTAIIMOHHOW M OPTraHU3allMOHHON MOIIEPIKKH;

Jonocen ymems:

— KOHTPOJIMPOBaTh W OPTraHU3O0BBIBATH  MPOLECCHl  YIPaBICHUS
aIMUHHUCTPATUBHOM, XO3SKWCTBEHHOM, IOKYMEHTAI[MOHHOM W OPTaHU3ALMOHHOMU
TIOJIJICP>KKOM;

— HCIIOJIb30BaTh METOJIWKHA BHEIPEHUS KOPIIOPATUBHBIX HOPM W MPABUII
YIPaBJICHUS  aJIMUHUCTPATUBHOM, XO3SMCTBEHHOW, JOKYMEHTAUMOHHOM W
OPTaHU3AIMOHHOM TTOJIJIEP>KKOW OpraHU3alluu;

— pa3pabaThiBaTb W BHEIPSATH JIOKaJbHbIE HOPMATHUBHBIE aKThl U
pEeriIaMEHTUPYIONIINE TOKYMEHTHI

Jonowcen enadems:

— KOPIOPATUBHBIMU MPOLEAYPAaMU U IPOTOKOJIOM;

— METOJWKaMH pa3paOOTKU U BHEIPEHUS JIOKATBHBIX HOPMATUBHBIX aKTOB.
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Jns mpoBefeHHUs y4eOHBIX 3aHATHH MO JUCHUIUIMHE HCIIONb3YIHOTCS
pa3IuyHble 00pa30BaTEIbHBIE TEXHOJIOTUU!

TpaJUIIUOHHbIC (JICKIIUH, CEMUHAPBI, KOHTPOJIBHBIE BOIIPOCHI);

aKTUBHbIE (BBIIOJHEHHE KOHTPOJBHBIX pabOT, ydacThe B AUCKYCCHSX,
TECTHUPOBAHUE).

IIpu mpoBeneHuM y4eOHBIX 3aHATHI oOecreuuMBaeTCsl pa3BUTHE Y
00y4aroluxcss HAaBbIKOB KOMAaHJHOW pPaOOThI, MEXIMYHOCTHOM KOMMYHHUKALIUH,
OPUHATHA PEUICHUM, JUAEPCKUX KadyecTB (BKJIOYAas TpPH HEOOXOIMMOCTH
IIPOBEICHHE WHTEPAKTUBHBIX JIEKI[UH, TPYIIOBBIX IUCKYCCHUH, PpOJIEBBIX WHIP,
TPEHUHIOB, AaHAJIM3 CHUTyalMd M MMHUTAMOHHBIX MOJENEH, NpernoJaBaHue
JTUCHUIUIMH B (OpME KypCOB, COCTaBJICHHBIX Ha OCHOBE PE3yJIbTaTOB HAayYHBIX
UCCJIEIOBAHUIM, B TOM 4YHCIE C YYETOM PETHOHAJIBHBIX OCOOEHHOCTEHN
po(eCCUOHAIBHOMN NeATEIbHOCTH BBITYCKHUKOB M MOTpEeOHOCTEN paboTomaTenen
(.34 TIpuka3z Ne 245).

JUis opraHuzauuMud yd4eOHOro Tpolecca MOXKET ObITh HCIOJIb30BAaHO
3JIEKTPOHHOE 00yuYeHue U (WIM) JUCTAHLIMOHHBIE 00pa30BaTEIbHbIE TEXHOJIOTHH.



