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1. BUJ, TUII IPAKTUKHU U CITIOCOBbI EE ITPOBEJIEHU A

1.1. Bwua npakTtuku — ydeOHasl.
1.2. Tum mpakTHKU — TPAKTHUKA IO MOJYUYCHUIO TEPBUYHBIX MPO(ECCHOHANBHBIX YMEHHH M
HABBIKOB.
1.3. CiocoObI poBeIeHHUS:
- CTallMOHapHas;
- BbIE3THAS.
1.4 ®opma npoBeneHust — TUCKPETHASI.

VYueOHasi MpakTHKa MO TMOJYYCHUIO MEPBHYHBIX MPOPECCHOHATBHBIX YMEHHA W HABBIKOB
MOXET MPOBOAUTHCS B CTPYKTYPHBIX IMOJpa3JeNICHUIMH YHHBEpPCUTETa (B T.4. — Ha BBITYCKAOLICH
Kadeape), B Hay4HbIX MOAPa3/IeNeHuUs By3a.

Jlns nuil ¢ orpaHMYEHHBIMU BO3MOXHOCTSIMHU 3JIOPOBBSI BHIOOP MECT MPOXOXKIICHHUS MPAKTHK
JIOJKEH YYUTHIBATh COCTOSIHUE 3/J0POBbS ¥ TPEOOBAHUS 110 JOCTYITHOCTH.

2. HIEPEYEHDb IINIAHUPYEMBIX PE3YJIbTATOB OBYYEHMHS 110 ITPAKTUKE,
COOTHECEHHBIX C INVIAHUPYEMBIMU  PE3YJIIBTATAMHU OCBOEHUA
OBPA3OBATEJIbHOM ITPOT'PAMMBbBI

Buj 1esiTeJIbHOCTH BBITYCKHUKA

[TpakTiKa OXBaTHIBAET KPYI BOIPOCOB, OTHOCSIIMXCS K OPraHM3allOHHO-YIIPaBICHYECKOMY
BUY MTpo(heccroHalbHOM 1eATeTbHOCTH BBIITYCKHUKA B COOTBETCTBUH C KOMIETCHIIMSIMU U BUJIAMU
JeSITENIbBHOCTH, YKa3aHHBIMU B Y4€OHOM ILJIaHE.

eanb npakTuKN

— 3aKpeIuieHUe U yriyOJIeHne TEOPETHUECKUX 3HAHUH, TOTYYCHHBIX IPU O0yUCHHH;

— TMOATOTOBKAa K OCO3HAHHOMY M YIJIYOJIGHHOMY H3YYEHHUIO OO0IIenpoecCHOHANBHBIX U
CHEIUaJIbHBIX JUCLMILIINH;

— (QopmupoBaHue OOLIEKYNbTYpHBIX  KOMIIETEHIIMI, CBSI3aHHBIX CO  CIIOCOOHOCTBHIO
UCTIOJIF30BaTh OCHOBBI SKOHOMUYECKUX 3HAHUH B PA3IMYHBIX Cepax AesITeTbHOCTH

— (GopMupoBaHHe 3HaHMH M HABBIKOB, HEOOXOJUMBIX JOKYMEHTAJIBHOIO O(GOpMIIEHUS
pelieHuil B yNnpaBJIeHUH ONEPAlMOHHON (TIPOM3BOJICTBEHHOM) NEATEILHOCTH OpTraHU3alui
IPU BHEJPEHUHM TEXHOJIIOTMYECKUX, MPOAYKTOBBIX WHHOBAIMM WM OpraHU3allMOHHBIX
M3MEHEHUH, JJI1 COCTaBJIEHUS U O(OPMIICHUS JIOOBIX BUAOB JIOKYMEHTOB, Pa3pabOTKH
YHU(DUIUPOBAHHBIX (POPM JIOKYMEHTOB, CUCTEM JOKYMEHTaluu ¢ ucrnonb3oBanuem MKT.

VYyeOHast mpakTHKa OTHOCUTCA K BapuaTuBHOM yactu b2.B.01(VY).

3agaum npaKkTuKN

— pacuupeHue npodeccuoHaIbHOTO0 KPYro3opa 00y4aronmxcs;

— (opmupoBaHHE CIIOCOOHOCTH HUCIIOJIB30BaTh OCHOBBI AKOHOMUYECKUX 3HAHUN B Pa3IMYHBIX
cdepax NeATeNbHOCTH, OBJIAJICHHE HaBBIKAMHM JOKYMEHTAJIBHOIO O(OpMIIEHHUS PEIleHUH B
yIpaBJIEHUN ONepalMoOHHON (IIPOU3BOJICTBEHHOM) MAEATENbHOCTH OpraHu3aluii mnpu
BHEJPEHUU TEXHOJIOTUYECKUX, MPOAYKTOBBIX HWHHOBAlMH WM  OPTraHU3allMOHHBIX
W3MEHEHMI;

— (QopMupoBanue CrnocoOHOCTH paboTaTh B KOJUIGKTHBE, TOJEPAHTHO BOCIPUHUMAS
ColLIMaJIbHbIE, ITHUYECKUE, KOH(PECCUOHAIbHBIE U KYJIbTYpPHBIE PA3IUYUS;

— (¢opMHpOBaHUE CIIOCOOHOCTH M YMEHMS aHAJIU3UPOBATh U NPEACTABIATH MOJYy4YEHHBIE B
XOJI€ UCCIIEZIOBAHUS PE3YIbTAThl B BU/E 3aKOHUYEHHBIX OTUETOB.

Kon Copnepxanue Ilepedyens MuIaHNpPYeMBbIX Pe3yJIbTATOB
KOMIIETEeHIIHU KOMIIETEHIUI 00y4yeHHs 10 NPAKTHKE
1 2 3

OK-3 CIOCOOHOCTH UCIOJIB30BaTh | 3HATH:
OCHOBBI ~ JKOHOMMYECKHX | - TEOPETUYECKUE OCHOBBI IKOHOMMUYECKUX
3HaHUH B pPa3NUYHBIX | 3HAHUU B OpraHu3aIH yIIpaBIICHUS
cdepax AesaTenbHOCTH JIOKYMEHTOO0OPOTOM XO3SIIICTBYIOILLETO

cyOBeKTa,




yMeTh:

- TPUMCHSTH
OpraHu3aIuu
XO3SICTBYIOIIETO CyOhEKTa,

BJIA/IETh:

- cmocobamu AP PeKTUBHOIMA OpraHH3aIiH
JIOKYMEHTO000pOTa XO3SHCTBYIOIIET0 CyOheKTa
pa3InyHbIX chep ACITEITBHOCTH.

OKOHOMHNYCCKHUC 3HaAHUA B
JTIOKyMEHTO000pOTa

OK-6 CIOCOOHOCTh K | 3HATH:
CaMOOpraHU3aLHH u|- CHOCOObI caMOOpraHu3aluu u
camM000pa30BaHUIO camMoo0pa3oBaHus;
YMeTh:
- MIPUMEHSATD pa3Iu4HbIE CHOCOOBI
caMOOpraHu3alry U camoo0pa3oBaHus,
BJIAJeTh:
— crocobamu CaMOOpraHu3aLN1 u
caM000pa30OBaHMsI.
K-8 BJIaJICHUE HaBbIKaMH | 3HATh:
JIOKYMEHTAJIbHOT'O - BHIBl  JIOKyMEHTAJIBHOTO  O(OpPMIICHUS
opopmIleHHs pELIeHUN B | pelICHW B  YIOPaBIEHUU  OINEPAIOHHOM
YIIPaBJICHUHU (TpOM3BOICTBEHHOI ) JIEATEIIbHOCTH
ONepalMOHHON OpraHu3anuu,
(IpOU3BOACTBEHHOM ) yMeThb:
NEeSATEIbHOCTH - NPUMEHSATH pa3nuyHbIe METO/1bI
OpraHu3alnuu IpHU | JOKYMEHTAJILHOTO O(GOPMIICHHS pEIIeHU B
BHEJIPEHUU yIpaBICHUU ONepalMOHHON
TEXHOJIOTUYECKUX, (IpOU3BOACTBEHHON) JIeSITEIIbBHOCTH
MPOAYKTOBBIX HMHHOBALIUM | OpraHu3aluy,
I OpPraHM3alOHHBIX | BJIA/EeTh:
WU3MEHEHUN — METOJaMM JOKYMEHTAJIBHOTO O(QOpPMIICHUS
pelIeHHI B yOpPaBJICHHH  ONEPALMOHHOU
(TPOM3BOACTBEHHOM) JIESATEIIbHOCTH
OpraHu3aIuu.

3. MECTO NPAKTUKHA B CTPYKTYPE OBPA3OBATEJIbHOM TPOI'PAMMBbBI

VYueOHas (pakTUKa MO MOJIYYSHHIO MEPBUYHBIX MPO(ECCHOHATBHBIX YMEHUN M HABBIKOB)
ABJIsIeTCA 00s13aTeNbHON M 0a3upyeTcsl Ha 3HAHUSAX, MOJYUYEHHBIX HPU M3YYEHUHU TaKuUX y4eOHBIX
JUCIUIUINH, Kak: BBeAeHHE B cdepy NpodecCHOHATBHOM NeATENbHOCTH, WHCTUTYLHMOHAJIbHAS

9KOHOMHKA, TCOPpUA MCHECI?KMCHTA.

OcCHOBBIBasICh HAa U3YUYEHUHU NIEPEUNCIICHHBIX AUCIUILINH, yueOHask IPAKTHKA M0 MOJy4YEHUIO
HNEPBUYHBIX NPO(GECCHOHATBHBIX YMEHUI M HaBBIKOB MPEACTABISIET OCHOBY JUISl MPOXOXKIECHUS
POU3BOJACTBEHHBIX MPAKTUK Nel u No2, mpou3BoACTBEHHOHN (IIPEIIUINIOMHON) IPAKTHKY, a TaKKe

— OCHOBY JIA TOATOTOBKH K FOcyﬂapCTBCHHOﬁ HUTOTOBOM aTTECTAIUH.

Takoe cucreMHoOe MCKIUCHUIINIMHAPHOSC H3YYCHHE HAIIPaBJIICHO Ha JOCTUXKCHHC

tpebyemoro ®I'OC BO ypoBHsI MOATOTOBKH 1O KBaTU(UKALINN «OaKaIaBpy.

4. OFBEM ITIPAKTHUKMY, EE TPOJOJI’KUTEJIBHOCTb

OO0beM MPaKTUKU: 3 3a4E€THBIX ¢IHHHUIIBI.
[MponomxkutenbHOCTh: 2 Heaenu/ 108 akaeMUYeCKUX 4acoB.




4.1. PacnipeaesieHue 00beMa MPAKTHKH M0 BUAAM YUeOHBIX 3aHATHI H TPYI0EMKOCTH

Buja yueGHbBIX 3aHATHI TpynoemxocTs
(uac.)

1 2
|. KonTakTHasi padoTa 00y4arouuxcs ¢ npemnojaparejieM (Bcero) 30
['pymnmoBbie (MHIUBHyaTbHbIC) KOHCYIBTAIIH +
I1.CamocTosiTesibHAs padoTa o0yuaomuxcs (CP) 72
Pabora cTy/eHTa BO BpeMsl TPAKTHKHU (COCTABICHHE TEKCTOB 44
JIOKYMEHTOB, 00pab0TKa U aHaIH3 MOJyYeHHOU HH(OpMAaIHn)
IloaroroBka K 3a4eTy C OLIEHKOU 14
IToaroroBka u (OPMHUPOBAHKE OTUYETA T10 MPAKTHKE 14
111. Ilpome:kyTOYHASI aTTECTALMS: 3a4yeT C OleHKOH 6

5. COAEP/KAHUE ITPAKTUKH

Ne Buovi yueonvix 3anamuii, 6Knouan
pas- Houmenosanue Tpyooen- CamocmoamenvHyo paoony
oena odyuarowuxca u mpyooemKocma; (uac.)

pazoena (3mana) npaKmuxku Kocmp,

u (uac.) YyueoHbvle 3aHAmuA camocmosmensnas

memol NeKkyuu | npakmuueckue | padoma odyuaio-
(6600HbIE) 3anamus wuxcs™
1 2 3 4 5 6
1. IToaroroBUTEIbHBLINH 3TN 30 4 0 26
1.1. | UaCcTpyKTa)K o TEXHUKE 10 1 ) 9
Oe3omacHoOCTH
1.2. | O3nakomiieHue c paboueii 10 1 ) 9
IIPOrpamMMOi 110 IPAKTUKE

1.3. PaccMoTpeHre WHAMBHITYyaTbHBIX 10 2 ) 8

3aJaHui

2. OueHka ypoBHSI OpraHuU3alUM

TOKYMEHT0000poTa y 32 2 10 20
X0351{iCTBYIOLIETr0 Cy0beKTa
2.1. | CamocrosiTenbHoe M3y4eHue
cocTaBa ¥ OCHOBHBIX BHJIOB
JIOKyMEHTOB, HCIIOJIb3yeMbIX B 32 2 10 20
OM3Hec-Tporeccax
XO3SIICTBYIOIIETO CYOBEKTA.
3. OﬁpaﬁoTKav u aHaIu3 32 0 6 26
MoJIy4eHHO# mHpopMann
3.1. | PazpaboTka mpemmoxkeHUit 1O
YITyUIIEHUIO OpraHu3anuu 32 ) 6 2
JIOKyMEHTO000pOTa B
XO3AHCTBYIOIIEM CYOBEKTE
4 IloaroroBka oT4yeTa no 14 0 8 6
NMPaKTHKE
4.1. TlonroroBka oTyeTa 1O MPaKTUKE. 8 - 4 4
3amura oTueTa 6 - 4 2
HUTOI'O 108 6 24 78




5.1. Conep:xaHue NPAKTUKH, CTPYKTYPHPOBAHHOE 10 pa3/iesiaM U TeMaM

Buo
Ao 3anamus 6
0 Haumenosanue UHMEPAKMUeHoI,
pasoena pazoena u memol Cooepircanue yuednozo 3auamun 3aHAMUIL AKMUGHOII,
i memol npaKmuku UHHOGAUUOHHOI
opmax,
(uac.)
1 2 3 4
1. IMoaroroBurebHBIR
Tan
1.1 HuctpykTax no Texuuke | O3HaKOMIIGHUE ¢ HHCTPYKIHMEH 10 TEXHUKE -
Oe3onmacHOCTH Oe3onacHOCTH
1.2 O3HaKoOMIIEHHE C O3HaKOMIIEHHE C YCIIOBUSMH PabOTHL. -
paboueii mporpammon O3HAKOMIICHHE C TIOJIOXKEHHUEM T10 TIPAKTHUKE.
110 NPAKTUKE [IpaBuna 3an0dHEHUs] JOKYMEHTOB.
1.3 Paccmotpenne O3HAKOMIICHHE ¢ OCHOBHBIMA HOPMATHBHO- -
MHIUBUAYaITbHBIX MIPaBOBBIMHU JOKYMEHTaMH 10 TEME 3a1aHUS
3aJlaHU’
2. Ouenka ypoBHs
OpPraHu3aluM
JAOKYMEHTO0000poTa y
X0351iICTBYHOILIET 0
cy0beKTa
2.1. CaMocCTosTeNbHOE TpeboBaHUs K COCTaBICHHUIO ¥ OPOPMIIEHUIO | AMCKYyccHs (24aca)
W3y4yeHHe COoCTaBa M | JOKYMEHTOB
OCHOBHBIX BuoB | O0mue npaBuia opopMiIeHus
JOKYMEHTOB, YIpaBJIEHYECKUX JOKYMEHTOB. PEeKBU3HUTEI
UCIIOJIb3YEMBIX B | YIpaBJICHYECKHUX JOKYMEHTOB U MPaBHIIa UX
Om3Hec-mporeccax odopmienus.
XO3AHCTBYIOIIETO OpraHu3aloHHO-PacTIOPSAUTEIILHBIE
cyObekTa. JOKYMEHTHI
OpraHu3aioHHO-TIPABOBBIE JIOKYMEHTHI.
OpraHu3aioHHbIE JOKYMEHTBI - KOMITJIEKC
B3aMMOYBSI3aHHBIX IOKYMEHTOB,
PETIaMEHTHPYIOLIUX CTPYKTYPY, 3a1a4H,
(YHKIWY MPEIPUSLTHS, OPraHU3aIUI0 €ro
paboThI, IpaBa, 00SA3aHHOCTH H
OTBETCTBEHHOCTb PYKOBOZCTBA U
CHEIUATUCTOB MPEIIPUSTHSI.
[IpaBuia BHYTpEHHETO TPYIOBOTO
pacniopsiaka. PacriopsiaurenbHble TOKYMEHTH
UTPAIOT OYCHb BYKHYIO POJIb B YIIPABICHUU
YUPEKACHUSIMHU, TIPEITPUSTHIMHA H
opranuzauusmMu. B HacTosmiee BpeMs
OCHOBHBIMHU BUJIaMH PaCIIOPSIUTENHHBIX
JIOKYMEHTOB SIBJISIFOTCSI: TIOCTaHOBIICHHE,
MIPUKa3, yKa3aHue, pelieHue, pacuopsbKeHHe.
3. O6padoTka U aHAIN3
TMOJIyYeHHOM
HHGopMauuu
3.1 Pa3pabotka MeToabl JOKyMEHTaTBLHOTO 0(OPMIICHUS nuckyccus (24aca)
NpeIIOKEHUN 0 | pelIeHui! B yIIpaBJIeHUU ONePAllMOHHOM
YILY4IIEHHUIO (TIpOM3BOICTBEHHON ) I€ATEIBHOCTH
OpraHu3auu OpraHU3alHH.
JIokymeHroobopora B | [lyTu ycoBepiuieHCTBOBaHUS OpraHU3aLUH
XO3SHUCTBYIOIIEM JOKYMEHT0000pOTa B OpPraHU3aIMX 32 CUET

CyOBeKTe

ONTUMH3AaMU YUCJIa U BUAOB TOKYMCHTOB U




npumeHenusa UT.

COOTBETCTBHE MMOCTABICHHON 3a]aU
[TOJIyYEHHOMY PE3YJIbTATY: aHAJIN3
TTOTY9ICHHBIX JTAHHBIX M 00CYXICHHUE CIIa0BIX
Y CWJIBHBIX CTOPOH C MPENoIaBaTeIeM

4 IHoaroroBka oryera mo | [loAroToBKa TaOJUYHBIX JAHHBIX 10 33JaHHUIO | PE3CHTAIHS
NPaKTHKE MIperoaaBaTess
4.1 ®opmuposanue otueta | [loaroroBka ordera. OOcyxaeHme mucKycens (24aca)

KITIOYEBBIX BOMPOCOB 110
¢ynkunonuposanuio MC

4.2 KoppektupoBka otdera. | OOcyxaeHHe HEIOYETOB M 3aMEUAHHIA. mucKycens (24aca)
Hcnpasnenne ommOoK.

6. ®OPMbI OTYETHOCTH IO NPAKTUKE
6.1. JIHeBHUK MPAKTHKH

JIHeBHUK sBNsieTCS 00s3aTeNbHOM (POPMOI OTYETHOCTH W 3aMOJHSIETCS MPAKTUKAHTOM
HEMOCPEJICTBEHHO BO BPEMS IIPOXOKACHUS MTPAKTHKHU.

Ha tuTynpHOM TUCTE THEBHUKA YKA3bIBACTCS:

- ®.1.0., yuebnas rpymnmna odyuaromierocst (M3 -...);

- KOJ1 U HAaUMEHOBaHMe HarpaBiieHus moaroToBku: 38.03.02 MeHeKMEeHT;

- HaIllpaBJICHHOCTh: npodib NHHOpMaLMOHHBIA MEHEIKMEHT;

- Mecto nposeneHus npaktuku: ®I'bOY BO «bpl'V»;

- IEPUO/J] MPAKTUKK: 7S 3204HOM Popmbl 00yueHus - 1 kypce; (ans ouHoit popmbl oOyueHus
- 2 cemectp 1 kypca);

- ®.1.0. pykoBoaUTENS TPAKTUKU OT YHUBEPCUTETA U, IPU HEOOXOUMOCTH, OT
IIPOM3BOJICTBA.

[Ipy ycnoBuM TPOXOXKACHUSA TMPAKTUKH TOJ PYKOBOACTBOM JIBYX PYKOBOJWTENEH: OT
YHHBEPCHTETAa W OT TPOU3BOJCTBA, Ha THTYJBHOM JIMCTE YKasbiBatoTcs Takxke O.J.0.
PYKOBOJUTENS OT MPOU3BO/ICTBA.

ConeprxaTenpHast 4acTh JHEBHHUKA BKITIOYAET KPATKHE CBEICHUS O BBIMOIHAEMOH paboTe 1mo
KOHKPETHBIM JlaTaM C yKa3aHHMeM o0beMa BpeMeHHU (B yacax), 3aTPayeHHOTO0 Ha BBIIOJIHEHUE
KOHKPETHOTO BHJ1a paOOTHI.

HToroMm 3amonHeHWs IHEBHUKA SIBISETCS 3aKIIOYEHHE PYKOBOIUTENS MpPaKTHKH (OT
YHMBEPCUTETA) U, IPU HEOOXOUMOCTH, OT IIPOU3BOCTBA.

6.2. OT4eT MO MpaKTHKe
6.2.1. TpeboBaHU K OTYETY IO MPAKTHKE

Ha mnporskeHun Bcero mnepuona IPOXOXKICHHS IPAKTUKU B COOTBETCTBUU C
VHAUBUYaJIbHBIM 33JJaHUEM, IPAKTUKAHT 3HAKOMUTCS ¢ MHQOpMaIMel, TOKyMEHTaMu, COOHMpaer,
o0o0m1aer u oOpabaThIBaeT HEOOXOIMMBIN MaTepuall B COOTBETCTBHH C 3aJaHUEM PYKOBOAUTEIS
MIPAKTHKH, a 3aTEM IIPE/ICTABISET €ro B BUJIE MUCbMEHHOI0 OTYeTa 1o npakTtuke (OTyer).

[Ipu NpOXOXKIEHUU TNPAKTHKH BBIE3JAHBIM crocoOoM OTYeT MO MPaKTHKE JOJKEH OBITh
3aBepeH MOJANUCHIO PYKOBOAUTENS MPAKTUKU OT MPOU3BOJICTBA U neyarbio. K OTuery npumnaraercs
OT3bIB PYKOBOJIUTENSI NPAKTUKHA OT IPOM3BOJACTBA, 3aBEPEHHBIM IOANKUCHIO PYKOBOIUTENS
MPAKTUKU OT IPOU3BOJICTBA U ME€YAThIO OPraHU3alINH.

CopepxaHue oOTyeTa IO MPAKTHUKE ONpPENENSIETCd PYKOBOAMUTENEM IPAKTUKH  OT
yHHMBepcuTeTa 0a30BOM Kadeapbl MEHEKMEHTa W WHGOPMAIMOHHBIX TEXHOJOTHH, C y4eToM
o0mmux TpeOOoBaHUN K MPOXOKACHUIO IPAKTUKU M WHAUBUYAIBHOTO 3a/JaHHs TPAKTUKAHTA.

CtpykTypHbIMU 35ieMeHTaMu OTyeTa ABISIOTCA:

- TUTYJIbHBIN JIUCT;

- 3a/1aHUE Ha MPaKTUKY;




- COZIepIKaHME;

- BBEJICHUE;

- OCHOBHAsI 4aCTh;

- 3aKJII0YCHUE;

- CIIMCOK HCTIOJIb30BaHHBIX HCTOYHUKOB;

- IpUJIokKeHUs (TP HEOOXOJUMOCTH).

Ha tutynsHOM nucte OT4eTa yKa3bIBaeTCS:

- IOJTHOE Ha3BaHME (akyybTeTa: (HaKyJIbTET SKOHOMUKH U yIIpaBlIeHUS 1 Kadeapsl: 6a3oBas
Kagenpa MeHEDKMEHTa U MH(POPMAIIMOHHBIX TEXHOJIOTHIA;

- ®.1.0., yuebOHas rpymnmna odyqaromerocst (MM3 -...);

- ©.1.0. pykoBOaUTENS NPAKTUKH OT YHUBEPCUTETA C YKa3aHUEM YUCHOM CTEIICHH, YIEHOTO
3BaHUA.

[Tpn ycnoBuM NPOXOKAEHHUS TPAKTUKU IOJA PYKOBOACTBOM JBYX PYKOBOAMTENCH: OT
YHHUBEpPCUTETAa M OT MPOU3BOJACTBA, Ha THUTYJIBHOM JIHMCTe YKasbiBatoTcs Takxke O.J.O.
PYKOBOAUTENS OT IPOU3BOACTBA.

B conepxanuu yka3pIBaloTCs Bce paszensl OTyera ¢ yKkazaHueM CTPaHUIL.

Bo BBeneHun HEOOX0MMO CHOPMYIUPOBATH U ONUCATH 1IEIH U 33a4H IPAKTUKH.

B cocraB OCHOBHOH 4YacTH BXOISAT JOKYMEHTHI, KOTOPHIE COCTAaBJIIEHBI OOYYaAIOMIMMCS IO
VHIMBHIyJIbHOMY 33/1aHUI0, HAIIPHIMED, 3aIl0JIHCHHBIN MPHKa3 O IpueMe Ha padoTy.

B 3axiroueHnH M37araroTCsi OCHOBHBIE PE3YIIbTAThI MPOXOXKICHHS MMPAKTHKH, OLIEHUBACTCS
YCIEITHOCTh PEIICHNs TOCTABJICHHBIX 3a/1a4 M CTETICHb JJOCTHKCHUS LIEIH.

CIucoK UCTONBb30BaHHBIX HCTOYHHMKOB JIOJDKEH BKJIIOYaTh B CE€0S OCHOBHYIO U
JONOJHUTENBHYIO  JIUTEPaTypy, HOPMAaTUBHBIE JIOKYMEHTHI, CICHHAIbHYIO JIUTEpPaTypy,
METOAMYECKHE W PEKOMEHJATEeNIbHbIE MaTepHalibl, aKTyalbHbIE MyOJUKAIMH M0 Mpodiieme
WHIMBHIyaJIbHOTO 33/IaHU, UCTIOJIIb30BaHHBIE TIPH ITOATOTOBKE M HAIMCAaHUK OTYETa M COCTOSTH HE
MeHee yeM u3 10 no3umuii.

Otyer nmomkeH OBITH BBINOJIHEH akKypaTtHO, Oe3 ucrmpaieHuil. OObeM oTueTa JOJDKEH
cocTaBiATh 15 - 20 cTpanwuil.

Brinaua 3aganus, mpueM M 3aliydTa OTYeTa MPOBOAMTCS B COOTBETCTBUH C KaJCHIApPHBIM
y4eOHBIM I'paUKOM.

6.2.2. IlpuMepHasi TeMaTHKa MHIUBUAVAIbHBIX 3aJaHNH

Lenvto evinonHenus: UHOUBUOYANLHO2O 3a0anus SIBIAETCA (opMUpOBaHUE CIOCOOHOCTH
UCIMOJIb30BaTh OCHOBBI SKOHOMHUYECKHX 3HAHWM B Pa3IMYHbIX cepax AEATENLHOCTH M OBJIAJCHHUE
HaBBIKAMH  OpraHM3aldd  JIOKyMEHTOOOOpOTa  XO3SMCTBYIOIIEro  CyOBEKTa, a  TaKxke
JIeNIOTIPOU3BOICTBA, OBJIA/JIEHUE HABBIKAMH MCIIOJIb30BAaHUSI COBPEMEHHBIX TEXHOJIOTWH MOUCKAa U
noadopa IuTepaTyphl.

Temamuxa uHOUBUOYANbHBIX 3A0AHULL Y4EOHOU NPAKMUKU.

1. Odopmienue oprann3aliMOHHO-PACHIOPSAUTEIbHBIX TOKYMEHTOB
2. OreHka ypoBHs OpraHM3alyu JOKyMEHTO000poTa y X034HCTBYIOLIEr0 CyObeKTa



7. IEPEYEHb YYEBHOHN JMTEPATYPHI U PECYPCOB CETH HWHTEPHET,
HEOBXOJIMNMBIX JISA TIPOBEJAEHUS ITPAKTUKHU

Konuuecmeo
Ikzemnaapoe | Qbecneuen-
Ne Haumenosanue uzoanus 6 HOCM®b,
ouonuomexe, | (3K3./ 4eJ.)
IT.

1 2 3 4

1. Edumosa, E.I'. Dxonomuka : yueOnuk / E.I'. Edumosa. -
4-e uzn., crep. - MockBa : UznarenbctBo «DiauHTay,
2018. - 392 c. : Tabn., rpad. - ISBN 978-5-89349-592-8 ;
To  xe [DneKkTpoHHBII  pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=461003

1(dY) 1

2. MyxuHa, M1.A. DxoHOMUKa opranuzauuu (IpeanpusaTus)
: yuebnoe mocobue / U.A. MyxuHa. - 2-¢ u3a., CTep. -
Mocksa : UsparenasctBo «@Pmumurtan, 2017. - 320 c. - 1(3Y) 1
bubmuorp.: c. 293-295 - ISBN 978-5-9765-0684-8 ; To
xKe [D5eKTpOHHBII pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=103810

3. DKOHOMHUKA U YIpaBJICHHE Ha MPEANPHATUH : YICOHUK /
A.Il. Arapko, P.C. T'onmos, B.FO. Temnbmmes, E.A.
Epoxuna ; pen. A.Il. Arapkos. - Mocksa : M3aarenscko-
ToproBas kopnopauus «lamkos u K°», 2017. - 400 c. : 1(9Y) 1
tabm., rpad., cxem. - (YueOHble W3NaHUSA IS
OakanaBpoB). - buOmmorp. B kH. - ISBN 978-5-394-
02159-6 ; To xe [Dnexrtponnbli pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=450718

4, VYyeOHasi mpakTuka: y4eOHO-METOAMYECKOoe mocodue /
B.A. Anses, I'.B. Kaprus, A.B. bBypmuctpos,
C.A. bynaeB ; MuHucTepcTBO 00pa3oBaHMsl U HAyKH
Poccuu, ®enepanbHoe TOCYAapCTBEHHOE OIOKETHOE
o0pa3oBaTenbHOe yupexaeHue BBICIIETO
npo()eCCUOHATBHOTO o0paszoBaHus «Kazanckuit 1(QY) 1
HaIlMOHAJIBHBIA HMCCIeI0BATEIbCKUM TEXHOJIOTUYECKUI
yHuBepcuteT». - Kazans: U3znarenscteo KHUTY, 2013. -
90 c. - ISBN 978-5-7882-1445-0 ; To xe [DneKTpOHHBII
pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=258710

S. OkoHoMmHKa opranuzanuii : yuebnuk / O.H. I'morosa,
I0.B. PribacoBa, O.A. Yepenguuuenko u  jap. -
Craspormonis : Arpye, 2015. - 392 c. : Tabmn., cxem. - 103Y) 1
bubmuorp.: ¢. 379-380. - ISBN 978-5-9596-1190-3 ; To

xKe [DneKkTpoHHBII pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=438689

6. Kpsinoga, r.a. OcHoBBI CTaHIapTHU3AIHH,
ceprudukanuu, Mmerposnoruu : yaeonuk / I'.J]. Kpbuiosa. -
3-e¢ u3a., mepepad. u gon. - M. : FOuuru-Jlana, 2015. - 103Y) 1
671 c. - bubmuorp. B kH. - ISBN 978-5-238-01295-7 ; To
xKe [DneKTpOHHBII pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=114433



http://biblioclub.ru/index.php?page=book&id=258710
http://biblioclub.ru/index.php?page=book&id=438689
http://biblioclub.ru/index.php?page=book&id=114433

7 I'punbepr A.C., bonmapenko A.C., T'op6aués H.H.
WHdopMallMoOHHbIE TEXHOJOTMU YIpPABJICHUS: Y4eOHOE

nocobue. — M.: FOunutu-/lana, 2015. — 479 c. 1(QY) 1
http://biblioclub.ru/index.php?page=book red&id=11913
S5&sr=1

8 I'punbepr A. C. HWabopMamMOHHBIH MEHEIKMEHT:

yuebHoe mocobue / ['punbepr A. C., Kopons U. A. - M.:

IOnutu-/lana, 2015. -415c. 1Y) 1
http://biblioclub.ru/index.php?page=book&id=114721

9 Yr1kun B.b., banaun K.B. UndopmannonHbie cucTeMsl U
TEXHOJIOTUH B 3KOHOMUKE: yueOHuK. — M.: FOuutu-/lana,
2015. - 336 c. 1(QY) 1
http://biblioclub.ru/index.php?page=book_red&id=11955
0&sr=1

10 | KopmynoB B.B. DKOHOMUKA OpraHu3aIH 10 0,5

(npennpustus) : ydeOHMK i OakamaBpoB / B. B.
KopmrysoB. - 2-¢ u3n., nepepad. u mom. - M. : FOpaiir,
2013. - 433 c. - (bakanaBp. bazoBslii kypc).

11 | PactoBa HO.M. DkxoHoMuka opraHuzanuu (TpearpusThs 10 0,5
yuebHnoe nocobue / FO. U. PactoBa, C. A. ®upcona. -
:Kuopyc, 2013. - 280 c. - (bakayiaBpuar).

oo

. MIEPEYEHb HH®OPMAIIMOHHBIX TEXHOJOI'U, HCIIOJb3YEMbBIX ITPH
INPOBEAEHHUU ITPAKTHUKH, BKJIIOYASA TIEPEYEHb IIPOI'PAMMHOI'O
OBECIHHEYEHUA U UTHOPOPMAIINOHHBIX CITPABOYHbBIX CUCTEM

—  Microsoft Windows Professional Russian;

—  Microsoft Office Russian;

— AHTHBHpYCHOE IporpamMmmHoe obOecrieueHue Kaspersky Security;
- CHpaBO‘{HO-HpaBOBa}I cucremMa «KOHch'IbTaHT T Lroc»

9. OMUCAHUE MATEPUAJIbHO-TEXHUYECKOM BA3bI, HEOBXOJIUMOM JIJIsI
IMPOBEJIEHUSA ITPAKTUKHU

9.1. Onucanne MaTepUAIBLHO-TEXHNYECKOH 0a3bl

Jlns mpoBesieHUsl y4eOHOM MpakTUKK HEOOXOMMa Cleayrollas MaTepuaabHO-TeXHUUECKas
6aza:

1. IToaroroBuTenpHBIA 3Tan: Tpedyercs MynbTUMeAUHHBINA Kiacce (MHTepakTHBHas Aocka
SMART Board 680i2/Unifl, Uatepaktunsblii mianmer Wacom PL-720, Kononku Microlab Solo-
7C, Hoytoyk Samsung R610<NP-R610-FS08>, TeneBuzop mnna3MeHHblii Samsung 63 PS-
63A756T1M);

2. OueHka ypoBHSI OpraHM3allid JOKYMEHTOOOOpOTa Y XO3SHMCTBYIOLIETO CyObeKTa: MpHU
BBIE3JJHOM CIIO0C00€ MPOBEAEHUS Y4eOHOM MPaKkTUKKU 0cOO0ro 00Opy/IOBaHUS Ha MPEANPHUATHIX HE
Tpebyercs.

3. OOpaboTka W aHaIM3 MOJNY4YeHHOH WHpopManuu (MaTepuana): YUTalnbHbBIN 3am Nel
(O6opynoBanme 10-IIK 15-2500/H67/4Gb(morutop TFT19 Samsung); mpuntep HP LaserJet
P2055D); unransusiii 3am Ne3 O6opynosanue 15-CPU 5000/RAM 2Gb/HDD (Mouutop TFT 19
LG 1953S-SF);npuntep HP LaserJet P3005

4. IloaroToBka oT4eTa Mo MpakTUKe: TpedyeTcs MyabTUMenniHbIi kinace (MHTepakTuBHAas
nocka SMART Board 680i2/Unifl, UntepaktusHbii maanmer Wacom PL-720, Kononku Microlab
Solo-7C, Hoyr6yk Samsung R610<NP-R610-FS08>, Teneuzop mia3MeHHbI Samsung 63 PS-
63A756T1M).

10


http://biblioclub.ru/index.php?page=author_red&id=32216
http://biblioclub.ru/index.php?page=author_red&id=35273
http://biblioclub.ru/index.php?page=author_red&id=32806
http://biblioclub.ru/index.php?page=publisher_red&pub_id=2438
http://biblioclub.ru/index.php?page=book_red&id=119135&sr=1
http://biblioclub.ru/index.php?page=book_red&id=119135&sr=1
http://biblioclub.ru/index.php?page=book&id=114721

9.2. Ilepeuenn 0a3 NpaKTHK

[IpakTrKa MPOBOAMTCS, KaK MPABUIIO, HAa BBITyCKalOIIeH 06a30Boii kadenpe MEHEIKMEHTa U
MH(OPMALIMOHHBIX TEXHOJIOTHI, OCYIIECTBIIAIONIEH TOATOTOBKY OaKalaBpOB.

VY4yeOHasi MpakTUKa MOXKET MPOBOAUTHCS BhIe3AHBIM criocobom B [TAO Coepbank Poccum;
ITAO BTb-24; Mexpaitonnas MOHC Poccun Ne 15 mo Upkyrckoit obmactu, OOO «Mope PriOb1»
U B IPYTUX OpPraHu3alusix, UMEIOIUX BO3MOXHOCTH II0 Pealn3ali 3aa4 PaKTHKH.

10. METOAUYECKHUE YKA3AHUA IJI1 OBYYAIOIIUXCS 11O BBIITOJTHEHHUIO
MMPAKTHYECKHWX 3ATAHUI

9tan 1. lloaroroBUTEIbHBIN TaN

[IpoBoIUTCS WHCTPYKTaXX IO TeXHUKE Oe3omacHOCTH. OOy4aromuiicss JOJKEH YCBOUTH
MOJIydeHHBIM Matepuan. Haxonsch Ha MpakTUKE, CTYACHT MOJYUHSETCS IMpaBUiiaM BHYTPEHHETO
pacrnopsiika, yCTaHOBJICHHBIM JIJIs1 pAOOTHUKOB TPEIITPUATHS.

O3HaKOMHUTEIbHASL JICKIMS CIY)KHT JJIs JIOBEACHHS JO OOYYaroIIMUXCS IelNed W 3a1ad
MIPaKTHUKH, MOPSAKA BBIMOJHEHUS 3aJaHUN MPAKTHUKH, a TAaK)KE pacIUCaHUs MPAKTUKUA U MOPSAKa
3amuTel 0TY4€TOB. Ha O3HAKOMHTENHHOW JICKIIMHM MPUBOMATCS OCHOBHBIC TpaBmiia O(opMIICHUS
JOKYMEHTAaIuU, OOBSCHSIOTCS IpaBWiia B3aUMOJICHCTBUS B KOJUIEKTHBE M JIOMYCTUMBIE pPaMKH
KOOTEpAIK MPU BBHITOJIHEHUH CAMOCTOSITEIBHBIX 3a1aHH.

Ha »ToM »3Tame pyKOBOAWTENb TMPAKTUKA COBMECTHO C OOYy4YalOUIUMCS COCTaBISIIOT
WHIUBUIYQIbHBIA TIUIAH BBIIIOJIHEHUS TPOTpaMMbl TMPAKTUKA B COOTBETCTBHUH C 3aJlaHUEM
PYKOBOAMTENSl TPAKTUKH, BBHIMOJIHSIET JTO 3aJaHWe M B XOJ€ OTBETa JIEMOHCTPUPYIOT
(GOpMUPOBAaHHE YIPABICHYCCKUX HABBIKOB, KOTOpPBIE TIO3BOJISAT TOBBICUTH J(PPEKTUBHOCTH
JEATeILHOCTH OPraHU3alluH.

Jrtan 2. OneHKa ypOBHSI OPraHU3ALNHU IOKYMEHT0000pOTa Y X035l cCTBYIOLIEro cy0obeKkTa

2.1. CamocTosiTeIbHOE U3YYE€HHE COCTaBa M OCHOBHBIX BHJIOB JOKYMEHTOB, HCIIONB3YEMBIX B
Ou3Hec-TIpoIleccax X03sUCTBYIONIETO CYOhEKTa.

HeobOxonnMo ¢ yueToM opranu3aliioHHO-TIpaBoBOM (OpMBI, BUAa U CHEHUPUKU JeATEIbHOCTH
OpraHu3allii PacCMOTPETh COCTaB M OCHOBHBIE BHJIBI JJOKYMEHTOB, HCIIOJIb3yeMble B OU3HEC-
npoueccax X03sICTBYIOLIEro CyObeKTa.

Crieruduka IesSTETbHOCTH MPEICTAaBISAET CO00H OCOOEHHOCTh JESATEIBHOCTH OpraHU3aIUH.
Hampumep, npeanpusitusi OTIMYAIOTCS TEXHOJOTHMEH MPOM3BOACTBA TOBApA WM OKa3aHMsS YCIYT.
TexHonorust - 3TO CMOCOO peleHus 3aJadd WM, APYTUMH CJIOBaMH, CIOCOO OCYIIECTBIEHUS
KOHKpPETHON aesTenbHOCcTU. [Ipy aHanmm3e MCHOib3yeMbIX B OpPraHU3allMd TEXHOJOTUH CledyeT
UMETh B BHJLY, UTO JIt00asi AEATEIbHOCTh MOXKET OCYLIECTBIATHCS pa3HbIMU criocobamu. Kaxaas u3
BO3MOXXHBIX TEXHOJIOTUI MMEET CBOM MPEUMYILECTBA U HEJAOCTaTKH, Ha KOTOPbIE CTOMT OOpaTUTh
BHUMaHHE.

Opranu3aloHHO-TIPaBOBasl JTOKYMEHTAallMs OpraHU3alliy BKIIIOYAeT OJIOK OpraHu3allMOHHOM
JOKYMEHTAIUH 1 JIOKyMEHTAIHIO B cepe MPaBOBOTO PETyIUPOBAHUS IEATEILHOCTH OPTaHU3aIIH.
OpranuzanvoHHasl  JIOKyMEHTallus MpeJcTaBieHa JOKYMEHTaMHU: yCTaB, JOJDKHOCTHBIE
UHCTPYKIINH, pa3IMYHbIE TTOJI0KEHUS U PETIIaMEHTBHI.

BaXHBIMH ~ COCTaBISFOIIIMMHU  JTama sBIAETCS COOp, cHCTeMaTth3anus W 00o0OImeHue
uHpopMaluu 00 PKOHOMHUYECKOW M (UHAHCOBOW NEATENBHOCTH OOBEKTa MPAKTUKU, a TaKKe
MCIOJIb30BaHNE MH(GOPMAIIMOHHBIX CHCTEM M TE€XHOJIOTMM B paMKaX OCYUIECTBIIEHUS B KOMITAHUU
UH(POPMALIMOHHOTO MEHEKMEHTA.

B xadyecTBe MCTOYHMKA TaHHBIX JIJIsl U3YYEHUs JAHHBIX BOIPOCOB MOKHO HCIIOJIb30BaTh YCTaB
OpraHu3ali U SKOHOMHYECKYIO TIEPUOJTUKY.

JlesTenbHOCTh  yupeXJIeHUM (UKCHpYeTCss B pa3HbIX BUJAX JOKyMeHTOB. (CoryacHo
JIeMCTBYIONIEMY 3aKOHOJATENbCTBY OPraHM3allld, YUPEKACHUS M YaCTHBIC NMPENNpPUATUS U31aI0T
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YCTaBbl, MOJIOXKEHUS, MHCTPYKLUHU, IITATHOE pacnucaHue. Bce 3THM BHIABI COCTaBISAIOT TPYMILY
OpraHU3al[MOHHBIX JOKYMEHTOB.

Opranu3anmoHHbIe  JOKYMEHTBI -  KOMIUIEKC  B3aWMOYBSI3aHHBIX  JOKYMEHTOB,
pETJIaMEHTHPYIOLNX CTPYKTYpPY, 3a1aud, (YHKUUU TNPEANPHITHS, OPraHU3aluio ero padoThl,
npasa, 003aHHOCTH ¥ OTBETCTBEHHOCTh PYKOBOJICTBA U CHEIHAIMCTOB MPEATIPUSATHSI.

YeraB - cBOJI MpaBwI, PEryJIMPYIONIMX JCSITEIBHOCTh OpraHU3allui, HX B3aUMOOTHOIICHHUS C
JIPYTUMH OPTaHHM3AIUsIMU M TpaXKIaHAMHU, TIpaBa U 005S3aHHOCTH B cdepe TOCyIapCTBCHHON WU
XO3SIMCTBEHHOH JICATEIILHOCTU. YCTaB - CJIOXHBIN JIOKYMEHT, CTPYKTypa M COJIepKaHHEe KOTOPOTO
OTIPEICIIAIOTCS caMUMU pa3paboTunkamu. CaMm TEKCT ycTaBa MPEIIPHUSITHS MOXHO C W3BECTHOU
JI0JICH YCIIOBHOCTH Pa3JIeNIUTh HA MIECTh pa3fesioB. OCHOBHBIC pa3/ieibl TEKCTa YCTaBa:
1.001111€ TTOI0KEHUS,
2.0praHu3aIMOHHOE EIMHCTBO;
3.pernamMenT e TeIbHOCTH;
4.puHaHCOBO - MaTepuaabHas 0a3a;
5.0TueTHas ¥ PEBU3HOHHAS JICATEIHHOCTb;

6. TIOPSIIOK JIMKBUJIAIIMY ¥ OTBETCTBEHHOCTH I10 JIeJIaM OpraHU3aliu

OO0mue ycTaBbl YTBEPXKIAIOTCS BBICIIMMH OpraHaMH TOCYJAApCTBEHHOW BIACTH. Y CTaBBI
OOIIECTBEHHBIX OPraHU3allMil MPUHUMAIOT M YTBEPXKIAIOT ChE3/bl ITUX OpPraHU3alMil. YCTaBbI
TOCYIapCTBEHHBIX MPEANPHUATHIA YTBEPIKIAIOTCS BBIMICCTOSIIMME opraHaMu. Hioke mpemnmaraercs
OCHOBHBIE PEKBU3UTBI, BXOJSIIHE B (HOPMYJISIp ycTaBa:

* HAMMCHOBAaHNE MUHUCTEPCTBA HIIU BEJOMCTBA;
* Ha3BaHHE OpPTaHU3AIIHH;

* Ha3BaHWE BUJA IOKYMCHTA;

* 11aTa, HOMEp;

* MECTO M3JIaHWS;

* rpud yTBEpIKICHHUS;

* TCKCT;

* MOAIHUCH PYKOBOJIUTEIIS.

IoJioxenne

JleATenpbHOCTh KaXAO0r0 YYpEXKACHUS, OpraHU3allid WIM TPEIIPHUIATHS  ONpPEAEIseTCs
nojoxeHueM o HeM. Ilos1oskeHHMe - TO MPaBOBOM aKT, ONMpPEENIAIOUIMNA MOPAIOK 0Opa3oBaHus,
3a/1a4M, 00sI3aHHOCTH, TIpaBa, OTBETCTBEHHOCTh M OpPraHU3aluI0 paboThl MPEINPUITHS B LIEIOM WU
€ro CTPYKTYpHBIX mnojpasaeneHuid. IlomoxxkeHus ObIBAOT MHIUBHIyaJdbHbIE W THUIIOBBIE.
NuauBuayadbHbIe - OTO MOJIOKEHUS O BCEX OTAEINAX, L[eXaX, YIPABICHUYECKUX MOAPa3/IEICHUsX,
BKJIIOYEHHBIX B CXEMY OPraHU3aLlMOHHON CTPYKTYPHI YIPaBJICHUs NpeanpustueM. Tunosbie — 31o
IIOJIOXKEHUS O I1€XaX OCHOBHOI'O NMPOU3BOJICTBA, CTPYKTYPHBIX IMOAPA3ACICHUSIX.

[Tonoxenus pa3pabaThIBalOTCS MO YKa3aHUIO PYKOBOJAUTENEH MPEeNnpUsATHs, MO0 MHULUATHBE
PYKOBOAMTENIEH CTPYKTYPHBIX MOApa3feneHuil. VCIOMHUTENs COCTaBIAET IMPOEKT IOJIOKECHUS.
[TonoxeHne MOAMUCHIBAIOT PYKOBOJUTEIb CTPYKTYPHOTO TOJpa3iesieHus (1eTebHOCTh KOTOPOTOo
periaMeHTHpPYeTCs),  BBILIECTOSIIMM ~ PYKOBOAMTENb, KOTOPOMY  IOAYMHSAETCS  JIaHHOE
HoJpasJiesieHue, u pa3paboTUHK.

IIpoeKT MONOKEHNs COTIACOBBIBAETCS C FOPUIAWYECKMM OTAENOM. EcCiM IpOeKT BBI3BIBAET
BO3paXEHUs, 3aMEYaHMs, OHM H3JIaral0TCsd HAa BTOPOM DK3EMIUIIPE WIM Ha OTACIBHOM JIUCTE,
MIPUWIOKEHHOM KO BTOPOMY OJK3€MIUIIpY NpoekTa. IIpoekT MojoKeHHs MpeAcTaBiseTcs Ha
YIBEpXKIEHHE pyKoBoAMTENIO mpeanpusatus. llomoxkenune 00 opraHuzanuu yTBEp)KAAaeTCs
pacnoOpsAIUTENbHBIM JOKYMEHTOM BBIIIECTOSNIEH OpraHu3aiuu. J[aToi MosoXKeHus sBISIETCS JgaTa
YTBEPKJIECHHS JOKYMEHTA, €CJIM B TEKCTE HE yKa3aHa Japyras jnara. [IojgoxeHue sSBIseTcs CII0KHBIM
JOoKyMeHTOM. CTpyKTypa U COJEpkKaHUE MOJOKEHUSI, KaK IPABUIIO, ONPEACIAIOTCS YUPEKICHUEM-
pa3paboTurkoM. OCHOBHBIE Pa3/ieibl TEKCTA MOJT0KEHUS:
1.001111€e TTOT0KEHHUS;
2.0CHOBHBIC 3a]1a4H;
3.dbyHKIHH;
4.mpaBa,;
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agrwpnE

5.opranuzaius paboThI.
Dopmyisip-oOpaser] MoJI0KEHUSI COCTOUT U3 PEKBU3UTOB!
- HaUMCHOBAHHE BEJIOMCTBA;
- Ha3BaHUE OpPraHU3alNU;
- HaMMCHOBAHHE CTPYKTYPHOTO IO/Ipa3ACICHHUS;
- rpud yTBEpKACHUS;
- HaWMCHOBaHHE BUJA JOKYMEHTA - TIOJIOKCHHE;
- JaTa; HOMep;
- MecTo u3aaHus (ropon);
- 3aroJIOBOK;
- TEKCT;
- TOJIUCH;
- rpud coriiacoBaHus;
- BU3BL

JI0JI2KHOCTHAS] HHCTPYKIHS.

B komriekce opraHu3allMOHHBIX JIOKYMEHTOB KOMMEPUECKHUX MPEANpUiTHi 0cob0e MecTo
3aHUMAIOT JIOJDKHOCTHBIC WHCTPYKIUU. JIO/GKHOCTHASI MHCTPYKIMST — OPTraHHU3AI[MOHHBINA
JOKYMEHT JUIUTEIBHOTO WM TMOCTOSHHOTO CpPOKa JCHCTBHS, B KOTOPOM OIPEIEIeHbl Hay4YHO-
TEXHHYECKHE, PUHAHCOBBIC CTOPOHBI JEATSIILHOCTH JTOJPKHOCTHBIX JIHII.

Ha ocHoBaHMM JOMKHOCTHOM WHCTPYKUMHU pa3pabaTbiBaeTCsi TPYJOBOW KOHTPAKT C
pabotHuKOM. TpymoBOH KOHTPAKT W JOJDKHOCTHAS MHCTPYKIIHS HCIOJIB3YIOTCS TIPH Pa3peHICHUH
KOH(MJIMKTHBIX CUTyalluid Mexay paboTojmateneM U paOOTHUKOM. JOJDKHOCTHas HWHCTPYKIUS
pa3zpabaTbIBacTCsl HAYATLHUKOM CTPYKTYPHOTO IOZAPA3/ICICHHS, COTJIACOBBIBACTCS C IOPHUCTOM H
YTBEpKAAETCA JUPEKTOPOM Ipeanpustusi. OCHOBHBIE pa3/eibl TEKCTA JOKHOCTHOW HHCTPYKIUU:
1.001111€ TTOI0KEHUS,
2.JI0JOKHOCTHBIC 00S13aHHOCTH;
3.mmpaBa;
4.0TBETCTBEHHOCTb.

B mepBom pazjiene yka3bBarOTCS 007acTh JIEATEIBHOCTH CICIHAIUCTA;, TOPSJAOK €ro
Ha3HA4YeHHUsS Ha JOJKHOCTh U OCBOOOXAEHUS OT JIOJDKHOCTH, KBalU(UKAIIMOHHBIE TPEOOBaHUS;
MOTYMHEHHOCTh CIICIHAINCTA; HOPMAaTUBHBIC JOKYMEHTHL. BO BTOpOM pasjerne ImepeducistoTcs
KOHKpETHBIE BUIBI pabOT, BBIMONHSIEMbIE CHEIHATUCTOM. B TpeTheM pasjene yCcTaHaBIMBAIOTCS
npaBa, HEOOXOJIUMBIC CIICIHATUCTY JUIS BBITIOJHEHUS BO3JIOKCHHBIX HA HEro oO0s3aHHOCTeH. B
YeTBEPTOM pa3zielie YKa3bIBAeTCs, 3a YTO KOHKPETHO HECET OTBETCTBEHHOCTh CIEI[HAIIUCT.
PexBuzuthl popmyssipa JOTKHOCTHOM HHCTPYKLIUU:

- HaMMEHOBaHUE MHHHCTEPCTBA WU BEIOMCTBA;
- HAWMMCHOBAHUWE OPTaHU3AINM;

- HaMMEHOBaHUE BUJA JOKYMEHTA;

- Jata, HOMep;

- MECTO M3JaHus;

- 3aroJIOBOK B MMCHHUTCIIBHOM IaJIexKe;

- rpud yTBEpKICHUS;

- TEKCT;

- MOJNKCH aBTOPA;

- BU3BL

IIpaBuia BHyTpeHHEro TPyAOBOI0 PACIOPAIKA - OPraHU3ALMOHHBINA JOKYMEHT, B KOTOPOM
OTPAXKAOTCS CIEAYIOLIUE BOIIPOCHI:
OpraHu3anys padoThl NPEANPUATHUS;
B3aMMHbBIE 00513aHHOCTH PAOOTHUKOB U aJIMUHUCTPALIUH;
IIPEIOCTABIIEHUE OTITYCKOB;
KOMaHJIUPOBaHUE COTPYIHUKOB;
BHYTPUOOBEKTHBIN PEXKUM.
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[IpaBuiia cocTaBisOTCS Ha OJaHKE MPEANPUSATHS, COTJIACOBBIBAIOTCA MyTeM OOCYXKICHHS Ha
coOpaHuu pabOTHUKOB MPEANPHUITHS, BU3UPYIOTCS IOPUCTOM M YTBEPIKIAIOTCS PYKOBOAMUTEIEM
MPEANPUITHS.

PacnopsizurebHbIe TOKYMEHTHI

PacniopsiauTenbHbple JOKYMEHTBI UTPAIOT OYE€Hb BAXKHYIO POJIb B YIPABICHUH YUPEKACHUSIMHU,
NPEINPUATHSIMA U OpraHu3anusMu. B HacTosiiee BpeMsi OCHOBHBIMH BUIAMHU PACTIOPSIUTEIBHBIX
JOKYMEHTOB ~ SBIISIIOTCS:  TIOCTAHOBIICHHE, TIPUKa3, YyKa3aHWE, pEIIeHHe, PpacIopsDKEHHE.
OO0s13aTeIbHO M3/IaHUE PACTIOPSTUTEIBHBIX JOKYMEHTOB I10 CJICIYIOIIUM BOIPOCAM:

- OpraHM3aLMOHHBIM;

- IUTAaHUPOBAHUS MMPOU3BOJICTBA;

- CTPOMTEJIBCTBA, MATEPUATHHO - TEXHUYECKOTO CHAOKEHHUS;
- CObITa;

- (uHaHCOB UM KpeauTa:

- TpyJAa v 3apa0OTHOM TUIATHI.

DT0, KOHEYHO, HE BCE BOIPOCHI, MO0 KOTOPHIM HEOOXOAWMO CO3/1aBaTh PACIOPSAAUTEIbHbIC
JIOKYMEHTBI, HO OHH SIBJSIFOTCS HauOOJiee XapaKTePHBIMH W CTAOWJIBHBIMH OCHOBAHUSMH IS
00513aTeIbHOTO MX M3MaHus. PacriopsauTenbHble TOKYMEHTHI HOCAT aJMHUHUACTPATHBHBIA XapakKTep.
Onu oOpailieHbl K HIDKECTOSIIIUM WJIM MOJYMHEHHBIM OpraHU3allvsM, TPYIMIaM WU OTICIbHBIM
JOJKHOCTHBIM JniaM. Cxema MorOTOBKH PaclopsANTEIbHBIX JOKYMEHTOB CIIEIyIOIIas:

1. BcecTopoHHEE M3y4YCHHE BOIPOCA, MOJATOTOBKA IMPOEKTA IOKYMEHTA:

2. COIJIacOBAaHHWE TEKCTa M €ro MOAHUCAHHE;

3. oOcykaeHHEe W TPUHIATAE JOKYMEHTa Ha 3acellaHuM  KOJUICTMAJIbHOTO  OpraHa

(mocTaHoOBJIEHUE, PEILICHHUE).

[IpoekT pacnopsaUTEIbHBIX JOKYMEHTOB MOXET OBITh TOATOTOBJICH  OT/ACIbHBIMH
CHENHUATNCTAMH WIH CTPYKTYPHBIMU TIOJPA3ICIICHUSMH.

HeoOxomuMo  00OCHOBAaTh — aKTYaJIbHOCTh — TPOBEICHHMs  aHAJlW3a CcOCTaBa MW BHJA
OpraHU3aIMOHHO-YIIPABICHYECKON TOKYMEHTAMU M YPOBHS OpTaHU3allMH TOKYMEHTOOOOpOTa Y
XO3SIHCTBYIOIIETO CYOBEKT.

Jrtan 3. O0padoTka U aHAJIM3 NOJTY4YeHHOH HHpOPMALUH

3.1. Pa3paboTka mnpeaygoXkeHUd IO yAy4IIEHUI0 OpraHM3allid JOKYMEHTOOO0OpoTa B
XO03SUCTBYIOIIEM CyOBEKTE

Ha nanHom srtame oOywatomiuecss aHaIM3UPYIOT pe3yibTaTbl pabOThl, MPEAaraloT MyTH
YCOBEpPLIEHCTBOBAHUS OpraHU3alliid JOKYMEHTOOOOpOTa B OpraHM3allid, Pa3BUBAIOT pPa3IMuYHbIE
METOJbl  JOKYMEHTAJIbHOIO  O(OpMIIEHHS  peUleHH B  yNpaBiI€HUMM  ONEpPalMOHHOMN
(MPOM3BOACTBEHHON) JIE€ATENILHOCTH OpraHU3allM, OLIEHUWBAIOT 3aTpaThl Ha BHEJAPEHUE W
HKCIUTyaTal[Ml0 CHUCTEM 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa, YTO B JajbHEHIIEM MOXET ObITh
UCMOJIb30BAaHO TPU H3YYEHUHM AMCLUUIUIMH MEHEKMEHT, y4yeT M aHalu3, HH(OPMAIMOHHBIN
MECHCI’KMCHT.

CooTBeTCTBHE TOCTaBICHHON 3a7aud IMOJIYYEHHOMY pE3yJbTaTy: aHaJINW3 IOJIyYEHHBIX
JAHHBIX U 00CYXJICHHUE CIIA0bIX U CUIIBHBIX CTOPOH C TIPETO/IaBaTEIIEM.

Jtan 4. [lonroroBka oT4yera 0 NpaKkTHUKe

3aBepiiaroInil 3Tan MPaKTHKU CIYXUT A7 0GOPMIICHUS M 3alUThl OTYETA O MPAKTHUKE.
JUis focTvKeHHst 3TOH 1enu o0yJaronuiics JOKEH MOTY4YUTh HaBBIKK WH(POPMAIIMOHHOTO MOMCKA
(c wucnonmp3oBaHHMEM pecypcoB VHTepHeTa, nuTeparypbl M MEPUOJUKH) U OPOPMIICHUS
COOTBETCTBYIOILIEN TEXHUYECKON TOKYMEHTALIUN.
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NuauBuayaabHoe npakTuyeckoe 3aganue 1. OdopmiieHue opranu3anuoHHO-
pacnopsiiNTebHBIX TOKYMEHTOB

3ajmanue:
1. U3yuuth nopsaok opopMiIeHNs PEKBU3UTOB TJOKYMEHTOB.

2. Co3znath 3al0JHEHHbIE JOKYMEHTBI, IPY 3TOM I0JIE3HO 00pamaThes K 00pas3iaM JOKYMEHTOB B
Kaaposom nyreBogutenu B [IMC «KoHcynbTaHT +».

1. JomxHOCTHAs MHCTPYKIIUS CIIELMATINCTA OT/Aeja KaJApOB WK yIIpaBiIeHIIa
Pesrome

TpynoBoit goroBop Ha paboTy B JODKHOCTH PYKOBOAMTENS  (KaKyro-IuOo
YIPABJICHUECKYIO JTOHKHOCTD)

[Ipukas (pacnopskeHue) o mepeBojie Ha APYryro padboTy — BCe TPU BUAA
3asBieHHUE O MPEJOCTABICHUH OTITYCKa

[Ipuka3 (pacnopsukeHue) o0 yBoapHeHuu 1o ¢popme Ne T-8

[Tpuka3 o cozgaHuy aTTECTAlMOHHON KOMUCCHUU U MTPOBEICHUS aTTECTAIlH
[IpoTokon 3aceqanus aTTECTALIMOHHOW KOMUCCUU

IIpencrasnenue o MoOOWpPEHNN

0. 3asiBIeHrE 0 PaCCMOTPEHUHU CIIOpa B KOMUCCHH I10 TPYIOBBIM CIIOpaM

1. JInynas xapTouka

12. Onuck JOKYMEHTOB JIMYHOTO Jielia

13. )KypHan perucrparu BXOASIINUX TOKYMEHTOB

14. BHyTpeHHsIsI ONUCH TOKYMEHTOB

w N

REB©oo~N O~

[Tops10K BBINOJIHEHMSL:

Nzyuuts [OCT P 6.30-2003 «YHUpHUIHPOBaHHAS CUCTEMa OPraHU3AIMOHHO-PACTIOPSANTEIEHON
JoKyMeHTanuu. TpeboBaHus K 0(OPMIICHUIO TOKYMEHTOBY.

3aKOHCIIEKTUPOBATh PEKBU3UTHI, UCIIOIb3yEMbIE IIPU MOJATOTOBKE U COCTABICHUM JOKYMEHTA.

ITpu odopmiieHUN JOKYMEHTOB PEKBU3HUTHI IPYIIIUPYIOTCS B IIpeesiaXx TPeX OCHOBHBIX yacTel, Ha
KOTOPBIE MOKHO Pa3eInThb JIF000HM JOKYMEHT: 3aroJI0BOYHAsl, COAepKATENbHAsA, O)OPMIISIOILAs.
3arojoBoYHas 4yacTb — HAyaJlo JOKYMEHTa, COJAEprKallee CBeleHHs 00 opraHuzanuu (aBTope
JIOKYMEHTA) U NIEPBUYHBIE TaHHBIE O CAMOM JIOKYMEHTE.

CopepxarenpHas 4yacTh — IVIaBHAsI YaCTh JOKYMEHTA, COJEpPIKalllasi OCHOBHOM CMBICII U Ha3HAUYEHUE
JIOKYMEHTA.

Odopmirsitoliast 4yacTh — COBOKYITHOCTh PEKBU3HMTOB, MTOITBEPKAAIOLINX OIJIMHHOCTD TOKyMEHTa U
JIOCTOBEPHOCTb COJEPKAIIUXCS B HEM CBEJICHUM.

CDODMa OTYCTHOCTHU: OTUCT I10 ITPAKTHUKE.

3aanus U1l CaMOCTOSITENLHON (MHANBUAYAILHOM) paOOThI:

W3yunts oOpa3ipl oOmiero OnaHKa OpraHu3allid, YrioBoro OJaHKa MHCbMa OpraHU3allNu,
MPOJIOJIBHOTO OJlaHKAa THMChbMa OpraHu3allid, MPOAOJIBLHOTO OJlaHKa MHChMa CTPYKTYPHOTO
Mo/ipa3/iesieHusl OpraHu3aluu

N3yuuth pacnosiokeHue peKBH3UTOB Ha (gopmare A4 yrioBoro OiaHKa M Ha TOM K€ Qopmare
MPOJOTBHOTO OJIaHKA.

PexoMenaanmu 1o BbIMOTHEHUIO 3aIaHUI

OOBEKTOM JENONPOU3BOJCTBA SBISETCS JTOKyMeHT. JloKymMeHT — JenoBas Oymara,
cocTaBlieHHas, OQOpPMIICHHAs W TOJMHCAHHAs COOTBETCTBYIOIIUM 00pa3oM. Bce MOKyMEHTHI
COCTOAT U3 OTACIBHBIX JJIECMCHTOB, HA3bIBACMbBIX PCKBU3UTAMMU. ,Z[OKYMeHTI)I BKJIFOYAKOT
00s13aTeNbHBIE PEKBU3UTHI, K HUM, MIPEK/IE BCETO, OTHOCATCS MOCTOSIHHBIE PeKBU3UTHL. OHH 3apaHee
HAHOCATCA Ha CTaHJApTHBIM JUCT Oymaru TUMOTpadCKUM CIIOCOOOM MM C TMOMOUIbIO
KOMIBIOTEPHON TEXHUKH U 00pa3yroT oulinaIbHbIA OJIaHK JOKYMEHTA.

brnank — craHmapTHBI JUCT OyMarw, Ha KOTOPOM OTpa)k€Ha MOCTOsSHHAas HH(opMauus u
OTBEJICHO MECTO JJIsl [IEPEMEHHOM.
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[lepemenHbIE peKBU3UTHI — PEKBU3UTHI, HAHOCUMBIE ITPH COCTABJICHUU JOKYMEHTa UK OJaHKa
JIOKYMEHTA.

OO0mme npaBuiia opopmieHUs1 yIPABJIEHYECKUX IOKYMEHTOB

B noxymenraunonHoM obecrieuenuu ynpasienus (JJOY) cymectBytor equnbie TpeOOBaHUS U
npaBuia O(QOPMIICHHS IOKYMEHTOB YIPAaBICHHS, KOTOpPbIE YCTAHOBJICHBI TOCYAapCTBEHHBIMHU
HopMmatuBHBIMH akTamu (Hampumep, ['OCT P 6.30-2003 «YHudumupoBaHHas cHCTEMa
OpraHu3aIMOHHO-PACHIOPSAUTENBHON JOKyMeHTalu. TpeboBanus K 0(OPMIICHHIO JOKYMEHTOBY).
Brimonnenue equHbIx npaBui 0oopMIIeHUS TOKYMEHTOB 00eCTIeYnBaeT:

- IOpPUIMYECKYIO CHIIY JOKYMEHTOB;

- OpraHu3alurio OBICTPOro MOKCKA TOKYMEHTOB)

- ONEpaTHBHOE U KaUECTBEHHOE COCTABJIEHUE U MCIIOJIHEHUE JOKYMEHTOB
- Oonee akTuBHOE Hctoiab3oBanue [I9BM mnpu cocTaBieHHN TOKYMEHTOB.

JIx000i1 TOKYMEHT COCTOMT M3 Psijia COCTABISIOIIMX €ro 3JIEMEHTOB (JaTa, TeKCT, MOJIIUCh U
T.J.), KOTOpbIe HAa3bIBAIOTCS PeKBU3UTAMHU. B HacTodiee Bpems YCTaHOBJIEH MaKCHMAaJbHBIH
Habop pekBU3UTOB s TokyMeHTOB yrpaBieHus (I'OCT P 6.30-2003). B KOHKpeTHOM JOKYMEHTE
ux OyJeT ropas/io MeHbIIIE, T. K. K&KIbIA BUJ] TOKYMEHTa UMEET CBOM HaOOp pEKBU3UTOB.

PexkBU3UTHI yIpaBJ/ieHYeCKHX IOKYMEHTOB U NPaBUJia uX ogopmiieHust

JIOKYMEHTBI COCTOSIT U3 OTAENbHBIX 3JIEMEHTOB, KOTOPbIE MPUHAITO HA3bIBATH PEeKGUIUMAMU
(ot maTuHCKOTO reguisitum — tpedyemoe, Heodxoaumoe). TOCT P 6.30-2003 «YHuudwuimpoBanHas
CHUCTEMa OpPTraHH3aIMOHHO-PACHOPSAIUTENLHON JOKyMeHTanuu. TpeGoBaHus K 0GOPMIICHHIO
JIOKYMEHTOB» periaameHTHupyer mnpumeHeHue 30 pexkBu3uToB. OCHOBHYIO HH(POpPMALUIO IO
peKBU3UTaM cienyeT cMoTpeTh B fanHoM ['OCTe.

3aBepiiasi 0030p PEKBU3UTOB JIOKYMEHTOB, MOXHO OTMETHUTb, YTO B IpPAaKTUKE pabOThI
KOMMEPUYECKUX MPEANpUATU He ucronb3yeTcs pekBu3uT "['ocynapctBennblii rep0". OH cTaBUTCS
TOJIBKO Ha JOKYMEHTaX I'OCYJapCTBEHHBIX YUPEXKACHUN U MPEANPHUATHI, KOTOPBIM IPEJOCTABIECHO
Takoe MpaBo. DTO MPABUJIO OTHOCUTCS U K PeKBU3UTY 2. OcOOEHHO BaKHBIM SIBJISIETCS MPAaBUIBLHOE
oopmieHHe TaKkuMX PEKBU3UTOB, KaK J1aTa, NOIMNHCh, TPU( YTBEPKICHUS, I€4YaTh, KOTOpPHIE
MPUIAIOT JOKYMEHTY IOPUINYECKYIO CUITY.

Kaxxpiii TOKyMEHT MOKHO pa3/IeIuTh Ha TPU OCHOBHBIE YAaCTH: 3ar0JI0BOYHYIO (B HEE BXOJAT
PEKBU3HTHI, PACIOJIOKEHHBIE 10 TEKCTa), OCHOBHYIO (PEeKBU3UTHI "TekcT" u "mpuiokeHue") u
0(QOPMIISIIOILYIO YacTh (PEKBU3UTHI, PACTIONOKEHHbBIE HIXKE TEKCTA U MPUIIOKEHHUS).

Pacrniosio)keHne OCHOBHBIX pEKBU3UTOB JoKyMmeHTa mnpuseneHo B ['OCT P 6.30-2003 B
[Tpunoxxenuu A.

KoHTpobHbIE BONIPOCHI /i1l CAMOIPOBEPKU

1. Kakue yHuUUIMpPOBaHHBIE CHCTEMBl JIOKYMEHTAllUM BKJIIOYAET B ce0s ympaBieHYecKas
JOKyMEHTaus?

Pacckaxute 0 cocTaBe peKBU3HUTOB.

KakoBbl OCHOBHBIE YacTH JJOKYMEHTOB, UX COJEpKaHUE?

Yro mpencrasiseT u3 ceds «popMmyisp ToKyMeHTa ?

TpeboBanus k popmaTam U apameTpam pacroioKEHUsI TEKCTOB TOKYMEHTOB Ha OJaHKax.

arwN

NuauBuayaabHoe npakTHdeckoe 3aganue 2. OueHKka ypoBHS OpraHu3aiumn
AOKYMEHTO0000pOTa y X0351iiCTBYIOLIEro Cy0ObeKTa

3ajanue:

1. M3yuuTth MOPSAIOK OpraHU3ANNH JOKYMEHTOO00POTAa y XO3SIMCTBYIOIIETO CYyOBEKTa C YIETOM

OpTraHU3aI[MOHHO-TIPABOBOM (DOPMBI, BUIA U CHIEIU(PUKU ASITETbHOCTH OpTaHU3aIH,

OCYIIECTBIISIEMbIX OM3HEC-TIpolieccoB. Ha 3TOM 0CHOBaHMM OILIEHUTh YPOBEHb OPraHU3aINH

JIOKYMEHTO000pOTa Y XO35HCTBYIOIIETO CyOhEKTa.

Pa3paboraTs cxeMy TOKyMEHTOO00pOTa JIIsl KOHKPETHOTO X03HCTBYIOIIETO CYOBhEKTa.

3. Co3znaTh 3aroHEeHHbIE JOKYMEHTHI, IIPH 3TOM MOJIE3HO 00paIiaThes K o0pa3iam JOKYMEHTOB B
Kanposom nmyreBogutenu B [IMC «KoHCyapTaHT +».

no
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[IpaBuiia BHyTpEeHHETO TPYAOBOTO pacnopsiaKa

3asBiIeHHE O IpUEMe Ha paboTy

[Ipuka3 (pacropspkeHue) o mpruemMe Ha padoTy

[Tpukas (pacmopsbKkeHue) 0 MPeJOCTaBICHUH OTIYCKa pabOTHUKY
3asiBIIeHHE O MPEJIOCTABICHUU OTITyCKa 0€3 coXpaHeHus 3apab0oTHOM IIaThl
[Tpuka3 06 yBOIbHEHUH Ha OJaHKE OpraHU3aluu

[IpencraBienue Ha aTTecTalnio pabOTHUKA

ATTeCcTallMOHHBIN JIUCT

[Ipuka3 o moompeHnu

0. Perierrie KOMHUCCHUU TIO TPYAOBBIM CIIOpPaM

11. Kaura yyeTa IBUKEHUS TPYIOBBIX KHUKEK U BKJIAABIIICH K HUM

12. O6noxKa JIMYHOTO JIena

13. AKT 0 BBIJICJICHHH K YHUUTOXXEHUIO TOKYMEHTOB, HE MOJIeKAIIUX XPAHEHUIO
14. Onuce, koTOpasi COCTaBISIETCSA HA JOKYMEHTBI OJTHOTO rojia

ROoo~NoGa~LNE

ITopsimoK BEIIOJHCHHS:

1. U3yuynth MNOHATHS JOKYMEHTOOOOPOT M OpraHu3alus JAOKYMEHTO0OOpOTa, HOPMAaTUBHO-
METOJAMYECKYIO pEerjaMeHTalNI0 JOKYMEHTO000pOTa.

2. M3yuuTh OCHOBHBIE IIPABHIIA OPTAHU3AIMH JOKYMEHTOO00POTa y XO3SHUCTBYIONIErO CyOBhEKTa,
KAYeCTBCHHBIC  XapPaKTEPHCTUKH JJOKyMEHTOOOOPOTa, KIACCH(PUKAIIUIO JOKYMEHTOIIOTOKOB:
TOPU30HTAJIbHBIC, BEPTUKAJIbHBIC, BOCXOIAIINE, HUCXOSIIHNE, BXOASIINE, UCXOASIINE U
BHyTpeHHuE. [Togcuer o0bemMa TOKyMeHTO000pOoTA.

3. Ilpemnoxurh cxemy JOKYMEHTOOOO0pOTa AJisi KOHKPETHOTO XO3SHCTBYIONIETO CyOBEKTa.

DopmMa OTYESTHOCTHU: OTYET 110 IIPaKTHUKCE.

3a/iaHus A CaMOCTOSTEeNIbHON (MHIUBUIYATbHON) pabOTHI:

W3yunth nepeueHpb MpOILECCOB U MPOLENyp, OPraHU3alMI0 yAaJeHHON paboThl MoJb30BaTeei ¢
JoKyMeHTaMu U uHpopmanueid, nuarerpanuio COJ] B MHPOPMAIIMOHHYIO Cpely XO3SHCTBYIOLIETO
cyOBbeKTa, CO3JaHHE €IMHOI0 HH(OPMALMOHHOTO MPOCTPAHCTBA, OPraHU3ALUI0 XPaHEHUS
0OJBIIOrO0 MaccuBa JOKYMEHTOB M HH(OpManuu B DIEKTPOHHOM BHAE, HEOOXOIMMOCTH
aBTOMAaTH3aIlMU  JIOKYMEHTOOOOpOTa KOMIIAHMM CO  CJIOXXHOM  CTPYKTYpOHl  yIpaBJieHUs
(xopriopaiiuu, XOJJAMHTH), BO3MOKHOCTH NPUMEHEHHsS OONAYHBIX TEXHOJIOTHH B KOMILIEKCE C
BBITIOJIHEHHEM YCJIOBUH 110 HH(POPMAITMOHHON O€30TTaCHOCTH.

PexoMeHnaanmy 1o BhIMOTHEHUIO 3aIaHUI
IIpu BBIOOpE cHcTeMBI 1 aBTOMATH3allMM JOKYMEHTOOOOpOTa Y4ecTh LENM M 3ajaud,

KOTOpBIE ONPECIICHHBIN XO3SHCTBYIOIUX CYOBEKT CTPEMHUTCS JIOCTHYb IYTEM aBTOMaTH3al[u1

IpoIeccoB U mporenyp. BaxkHo 0003HaUNTh U KPaTKO OMKMCATh OCHOBHbIE KPUTEPHHM BBIOOpPA, O

KOTOpBIM Haubojiee 4acTO Ha MPAKTUKE IPOBOAUTCA BBIOOp HMH(MOPMAIIMOHHOM CUCTEMBI JUIS

aBTOMaTH3alMH JOKYMEHTO000poTa:

- aBroMaTu3anus paboTbl HEOOXOJUMOro KOJMYECTBA II0JIb30BAaTENE B KOMIUIEKCE C
BBINOJIHEHHEM TPeOOBaHUIl 110 OBICTPOAECHCTBHIO, 0TKa30yCTONUNBOCTH, 0€3011aCHOCTH;

- aBTOMaTH3allusi  OMNpEAENIEHHOTOo IepeuHs MpOLeccoB U  mpoueayp (ompezeneHue
NOTEHIMAJIBHON 006J1aCTH aBTOMATHU3allUN );

- OpraHu3zaulus yJajieHHON paboThl MOIb30BaTeNel C JOKYMEHTaMU U HHGOpMaIueil;

- HeoOXOAWMOCTh MHTErpalii HOBOW CHCTEMbl B WH(OPMALMOHHYIO Cpely KOMIIaHUH
(MHO€ECTBO BapHaHTOB PELLIEHUS B 3aBUCUMOCTH OT LieJieil);

- OpraHu3alus XpaHEHUs OOJBIIOTO MAacCHBa JOKYMEHTOB M HH(GOpPMAIIMU B JIEKTPOHHOM BUJIE;

- BO3MOYKHOCTb MPUMEHEHUS «OOJauHBIX» TEXHOJOTMH B KOMIUIEKCE C BBIIOJHEHHEM YCIOBUI
o uH(pOpPMAIIMOHHOW 0€30MacCHOCTH;

- HEOOXOJAMMOCTb OpraHM3alMM  yJaJleHHOHW paboThl monb3oBaTened (peuyb HIET O
TEPPUTOPUAIBHO paclpe/ielIeHHONW CTPYKTYpe KOMIIaHUH);

- HEOoOXOJAMMOCTh AaBTOMAaTH3allMU JIOKYMEHTOOOOpOTa KOMIIAHHH CO CJOXHOW CTPYKTYpOu
yhpaBieHus (KOpIopauu, XOJIUHIN);
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- Hajn4yue npoeCCHOHATBLHON MPOEKTHOM KOMaH/ bl y KOMIIAHUU — IOCTaBIIMKA PELLICHMS;
- BO3MOXHOCTb IIPEIOCTABIICHUS YCIYT M0 TEXHUYECKOU MOIEPIKKE;

- CPOKH peayln3aluy MPOEKTa;

- CTOMMOCTb BJIaJICHUSI CUCTEMOM;

- JpY’KeCTBEHHOCTb UHTepdeiica u ap.

Janee moxpoOHee 0 Ka)kI0M U3 KPUTEPUEB BHIOOPA CHCTEMBI.

ABroMaTu3anus paboTbl HEOOXOIUMOIO KOJIMYECTBA IOJIb30BATENIEH - OJUH U3 KIIIOUEBBIX
KPUTEPHEB, KOTOPBIA TOMOXET BBIOpATh JUIS OpPraHU3allMd WIM KOMIAHUUA CHUCTEMY HY)KHOTO
Kjacca. B JaHHOM ciyyae BakKHO HE TOJBKO OIPENENNTh, KAaKO€ KOJIMYECTBO IOJb30BaTENel
JOJDKHO OJTHOMOMEHTHO paboTaTh B MH(OPMAIMOHHOW CHCTEME, HO M TO, YTO CHCTEMa JOJDKHA
HO3BOJISITh aBTOMAaTU3UPOBaTh HEOOXOJMMOE KOJMYECTBO MPOLIECCOB, KOTOPBIE 3TH IOJIb30BATEIH
BRIMONIHAIOT. [lpu 3TOM cuctema noimkHa paboTaTh OBICTPO (CKOPOCTh OTKIMKAa Ha KaXI0e
JeiicTBue AoikKHA OBITh YETKO oOlpeneneHa), 0e3 3HauuTeNIbHbIX cOOEB W HOTeph JaHHbIX. B
IIPOTUBHOM CJIy4yae, KaK IIOKa3bIBaeT MPaKTUKA, aBTOMATU3AllUsl HE TOJIbKO HE IPUHECET HYKHOTO
pe3yibTara, a HA0O0POT, MOKET CTaTh IPUUMHON MHOTHUX MPOOJIEM B KOMITAHHH.

Tak, ecnmu paccMaTpuBaTh NMOTPEOHOCTH ABTOMATHU3AaLMU OCHOBHBIX IMPOIECCOB YIPABICHUS
JOKYMEHTaMH (perucrpauus BXOAALIEH M UCXOAALIEH KOPPECHOHJCHIIMU; COIJIacOBaHHE,
perucrpanysi 1 KOHTPOJIb UCIOJHEHHS] OPraHU3allMOHHO-PaCcOPSAUTENbHBIX JOKYMEHTOB, padoTa
C JIOTOBOPHBIMH JIOKyMEHTaMM) O0JIbIIOro KonuyecTBa nojb3oBarenei (1000 yenosek u 6oiee), To
CTaHOBUTCS OYEBUJHBIM, UYTO C PELIEHUEM TAaKOW 3aJaud MOXKET CIPAaBUTHCS JAJIEKO HE KaKJas
CO/I. Takas 3a1a4ya «I10 IUIEUY» CUCTeMaM KOPIOPaTUBHOIO Kilacca, MOCKONbKY naHHble COJl He
TOJIBKO TIPEIOCTABISIOT BO3MOXKHOCTH OOJIBIIOMY KOJMYECTBY IOJIb30BATEICH OJIHOBPEMEHHO
CO3/1aBaTh, COIJIACOBBIBaTh, PErUCTPUPOBATh JOKYMEHTBI, OOpamiarbCsi K HUM, paboTaTh C
CHCTEMOW TOMCKA, HO W TO3BOJSIOT XPAHWUTh 3HAUMTENbHBIE MACCHUBBI JAaHHBIX W WH(POpPMAINH,
ruOKO YOpaBiIsATh UMH (MEHSATh MapLIPYThl MX JABMJKEHHMS M YCJIOBUS DPaOOThl ¢ HUMU IpU
HEOOXOIUMOCTH).

Taxxke mpu penieHnu BOIPOCAa O BHEJAPEHUM CUCTEMBl O0YYaIOLIEMYCS BAXKHO HE TOJIBKO
NIPOAHATIM3UPOBATh U MOHSITH, CKOJBKO MoJb3oBarenel Oyner padorars B CO/I, HO U onpenenurs,
KakMe pOoJIM KaXIbld M3 HUX OyneT BBIIOIHATH. OT TOro, HaCKOJbKO IMOJHOLIEHHO M KOPPEKTHO
Oyner mpoBeeHa 3Ta paboTa, OyJIeT 3aBUCETh HE TOJIHBKO HACTPOMKA CHCTEMBI, HO U, BO3MOXKHO,
CTOUMOCTB JINLIEH3UH.

Tax, wmHorume coBpemeHHble CDJ] MO3BONAIOT CTAaHAAPTHO OPraHu3o0BaTh paboTy C
JIOKYMEHTaMH pa3HbIM IpYIIaM M0JIb30BaTelNe.

HenocpencTBeHHbIM y4aCTHHKAM MPOLEyp U MPOIECCOB YIPABICHUS TOKYMEHTaMHU.

CotpynHukam, 3a1eiCTBOBaHHBIM B COTIPOBOXKACHUH U TEXHUYECKOU MOAJEPIKKE CUCTEMBI.

B KkaxxnoM KOHKpETHOM ciy4ae TIpyNIbl IOJIb30BATEIEM WM TEXHUYECKOro IepcoHaa,
paboTaroero ¢ CUCTEMOI, ONpeNIeIuTh B 3aBUCUMOCTH OT IieJiel U 3a/1a4, KOTOpbIe CTaBATCS MpU
peanu3aluu NpoeKTa.

CTOUT JIONOJHHUTEIbHO OOpaTUTh BHMMaHUE Ha Takue KpuTepuu BblOopa COJI, kak
OBICTPOAEHCTBYE U OTKA30yCTOMYNBOCTD.

CkopocTb paboThl MOIXOAALIEH 10 KIIacCy CHCTEMBbl HAIIPSIMYIO 3aBUCUT HE TOJIBKO OT caMoi
CUCTEMBI U CIEJNaHHBIX B Hell HacTpoek, HO U oT UT-undpactpykTypsl (OT cepBepHOM HacTH, OT
NEPCOHANBHBIX KOMIBIOTEPOB U 0a30BOro MPOrpaMMHOTO OOecledeHusi, KOTOpOoe Ha HHX
YCTaHOBJIEHO, OT CeTed U ceTeBOro obopynoBaHus). To ecThb NaHHBIA KpUTEpUH sBIsETCA
BOXHEHIIMM C TOYKM 3pEHHs] OpraHu3alMM HCIOJIb30BAHUS CUCTEMbI, MU €ro HeoOXOAMMO
paccMaTpuBaTh KoMmIuiekcHO. IIpu 3TOM ’kenaTtenbHO erie Ha MOATOTOBUTENBHOM 3Tare (Korjaa
BBIOOp M BHEIpPEHHE CHCTEMBI TOJIBKO IUIAHUPYETCS) 3TOT KPUTEpUil ydecTb Mpu (HOPMUPOBAHUU
TpeOoBaHUI, NHpUYEM K UX COCTaBJIEHHUIO JKEJIaTeIbHO NpPUBJIEKAaTh MNPOPECCHOHAIOB,
cneuuanusupyroumxcs B oonactu UT-rexHonoruit 1 nHpOpMaMoHHON 6€3011aCHOCTH, TOCKOJIBKY
UTHOPUPOBAHUE UX MHEHHSI BEJIET K CPBIBY IPOEKTA.

BwMmecTte ¢ Tem 00ydaroniemMycsi CTOUT OTMETUTh, YTO KPUTEPH, BKIIOYAIONINI TpeOOBaHUS 110
aBTOMAaTHU3alKi paboThl 3aJaHHOTO KOJIMYECTBa IOJb30BaTeNel (BKiIIoYas ydeT TpeOOBaHUU IO
0€30I1aCHOCTH ¥ OTKa30yCTOHYMBOCTH CHCTEMBI), HE SIBIISETCS €AMHCTBEHHO Ba)KHBIM IPU BBHIOOpE
CO/1, mockoabKy Kak/1asi KOMIIAHUS TIPU BHIOOPE 1 BHEJPEHUU CUCTEMBI CTABUT CBOM I[EJIH.

Tak uyTO emie oJHUM BaKHBIM KPUTEPUEM BBIOOPA CUCTEMBI ABIISIETCSA MOTEHIMATbHAs 00JacTh
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ABTOMATH3allMH MM BBIPA0OTKA IMOHMMAaHUS, KAKHEe MMEHHO TPOIIECCHl M MPOIECTyphl KOMITAHUH
HY’KHO aBTOMaTH3UPOBATh B PE3yJIbTaTe BHEAPEHUS KOHKpeTHOM CO/I.

Kakue ObI menu M 3a7auyd HU CTAaBHWJIUCH Tepe OOYYaIOMIMMHUCS IO 3a]ade aBTOMAaTH3aIHH
JOKYMEHTOO0O0pOTa, K PEIIEHUI0 BOIpOca CIEAYyeT TMOAXOANTh KOMIUIEKCHO, BCECTOPOHHE
aHAJM3UPYS | TIIATEIBHO MMOA0MPasi KPUTEPUU, HA OCHOBAHUU KOTOPBIX Oy/IET MPOBOIUTHCS BHIOOD
u nocienyromiee Bueapenue CO/I.

KoHTpOJILHEIE BOOPOCKHI IS CAMOIPOBEPKH
UYrto coboii mpeAcTaBIsIeT TOKYMEHT?

2. Uro Takoe 3JEeKTPOHHBINA JOKYMEHT?

3. UeM 3aHMMaeTCs CTaHIApTU3AIMS U YHUPUKALUA?

4. Ha3oBuTE OCHOBHBIE HOPMATHUBHBIE JOKYMEHTHI B 00JIaCTH IOKYyMEHTOO0OpOTA.

5. Yro Takoe JOKyMEHTOOOO0pOT?

6. HazoBuTe OCHOBHBIE XapaKTEPUCTUKU JOKYMEHTO000POTA.

7. Kak moxacumntbiBaeTcsi 00beM J0KyMeHTooOopoTa? Ha3oBuTe OCHOBHOE MpaBHIIO IOJACYETa
JOKYMEHTOB B JIOKYMEHTOO0OPOTE.

8. Uto Takoe JOKyMEHTOIOTOK?

9. Kakme pa3nmuyaioT TOKYMEHTONOTOKM MO0 HampasieHuto? YeM oTinMyaercs mporenypa

00pabOTKH BXOSAIIET0 U UCXOASIIETr0 JOKyMeHTa?
10. Yro Britouaet B ce0si BHYTPEHHUH TOKyMEHTOIOTOK?
11. TlpeumyiecTBa 3IEKTPOHHOTO JOKYMEHTO000pOTa
12. Kputepun BpIOOpa CHCTEM Ui aBTOMATH3AIMH JJOKYMEHTO000pOoTa
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1. Onucanune poHIA OLEHOYHBIX €

IMpunoxenne 1

®OHJ OHEHOYHBIX CPEACTB AJIs1 MPOBEJAEHU S
INPOME/XKYTOYHOU ATTECTAIIUN OBYUYAIOIIIUXCH 1O ITPAKTUKE

e/ICTB (Mmacnopr)

Ne Jj1eMeHT Pa3nen (3ram) dOC
Komnerenumn KOMIETEHIHH
CIIOCOOHOCTh 1. IloaroroButenbHbIl dTan | Bonpocs! k 3a4eTy:
UCIIOJIb30BaTh  OCHOBBI 1.1.-1.3
OK-3 SKOHOMHUYECKHX 3HAHUU OTyer 1o MpakTUKe
B Pa3IMYHBIX cdepax JIHEBHUK TIO
JESITEIIbBHOCTH PAaKTHKE
CIOCOOHOCTh K | 2. OtieHKa ypOBHSA Bompocs! k 3auery:
caMOOpraHu3aIu 1 | OpraHu3aluu 2.1.-2.6
OK-6 caM000pa30BaHUIO JTOKYMEHT0000poTa y OTyeT no npakTuKe
XO035UCTBYIOIIETO CyObheKTa | JIHEBHUK MO
IPAKTUKE
IK-8 BJIQ/ICHUE HaBbIkamu | 3. OO0paboTka u aHaIK3 Bompocsr k 3auerty:
JIOKYMEHTaJIbHOI'O nonmy4yenHoit naopmarm | 3.1.-3.5
oopMIIEHUS pelLIeHUI OT4er 1o mpaxkTuke
B YIIPaBJICHUH JIHEBHUK TIO
OTIepaIlMOHHOMN PaKTHKE
(IpoU3BOACTBEHHOM)
JESITEIIbHOCTH
OpraHu3anui npu
BHEJIPEHUU
TEXHOJIOTUICCKHX,
MPOYKTOBBIX
WHHOBAIUH A
OpTraHU3aIMOHHBIX
V3MEHEHUHN

2. Bomnpocsl k 3a4eTy ¢ OLIEHKOI

Kommnerennun
- BOIPOCHI K 3AUYETY | °" e
Kon Omnpenesenne
1 2 3 4 5
CHOCOOHOCTD 1. Iloustue 1. TloaroroBuUTeIbHBIN
UCIIOJIb30BaTh JOKYMEHTHPOBAHHUS aTan
OCHOBBI 2. CocTaB U BH/IbI JIOKYMCHTOB
1 OK-3 | YKoHOMHUECKUX B pa3IMYHBIX chepax
3HAaHUH B Pa3IMYHBIX | JESTEIHHOCTH
cdepax 3. Yauduxauus u
JeSITeTbHOCTH CTaHIAPTU3AIHS
YIPaBICHYECKUX JOKYMEHTOB
OK-6 | ciocoGHOCTH K | 1. CocoOsl camoopranuzanuu | 2. OueHka ypoBHS
CaMOOpraHu3allii ¥ | U caMoo0Opa3oBaHus pabOTHI OpraHH3aluH
caM000pa30BaHHUIO IIPU BEJIEHUU JIOKyMEHTO0000poTa y
JIOKYMEHTO0000poTa XO03SHCTBYIOIIETO
2. 2. [TpaBuna opopmieHwHs cyOBeKTa
yIPaBICHYECKUX JOKYMEHTOB
3. TpeboBanus k
COJIepKAHUIO0, CTPYKTYpE U
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CTHITIO M3JIOKCHHUS
YIPaBICHYECKUX JIOKYMEHTOB
4. PexBU3UTHI
yIPaBICHYCCKUX JTOKYMEHTOB
U TpaBuiia ux 0hopMIICHUSI.
5. Opranu3zaioHHbIE
JOKYMEHTBI

6. PacriopsimutenbHbIe
JIOKYMEHTBI

K-8

BJIaJICHUE HaBbIKaMU
JIOKYMEHTaIbHOTO
odopmIIeHUS
pelIeHut B
yIpaBlIeHUU
OnepaluoOHHON
(TpOM3BOICTBEHHOM )
JeSATeTbHOCTH
OpraHu3aruin
BHEJIPEHUU
TEXHOJIOTHYECKUX,
MPOYKTOBBIX
WHHOBAIUH I
OpraHU3aIMOHHBIX
W3MEHEHUHN

npu

1. MeToapl JOKYMEHTAIBHOTO
oopMIICHHS PEIICHUN B
YIIPaBJICHUH OTIEPALlMOHHON
(Ipou3BOACTBEHHOM)
JeATEIbHOCTH OPTaHU3aIUH

2. ITytu ycoBepIeHCTBOBaHUS
OpraHHU3aLuH
JIOKyMEHTO000pOTa B
OpraHHU3aluy 33 CUeT
ONITUMHU3AIMH YHCIIA U BUJIOB
JOKYMEHTOB M IPUMCHEHHSI
UT.

3. Ha3oBuTe OCHOBHEIE
XapaKTEePUCTHKU
JIOKYMEHTO000pOTA.
[IpenmymiecTBa 31€KTPOHHOTO
JIOKyMEHTO000poTa

4. Kak moicUuThIBaeTCS
00BeM ToKkyMeHTo000poTa?
OCHOBHOE IIPaBUJIO MOJICYETA
JIOKYMEHTOB B
JoKyMeHTooOopoTe. UTo Takoe
JIOKYMEHTOTIOTOK?

5. Kpurepuu BeiOopa cuctem
JUTSE aBTOMATH3AINN
JJOKYMEHT0000poTa

3. O6paboTka 1 aHaIu3
MOJYYECHHOMU
uHpopmaruu
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3. Onucanue nokasareseii 1 KpUTepHeB OLIEHUBAHUS KOMIeTeH Mt

Iloka3zaTenu Onenka Kpurepun
3HaTh BricTaBnsiercss NpakTUKaHTY B TOM
OK-3: cly4yae, €CiId OH BBIIOJIHWI BECh
- TEOPETUYECKHE OCHOBBI 00beM paboThl, MpPerLyCMOTPEHHBIH
SKOHOMUYECKHUX 3HAHWUM B IIpOrpaMmon 1o [IPaKTUKE,
OpraHM3alMM YIIPaBICHUS IIPOJEMOHCTPUPOBAB: CHUCTEMHOE
JOKYMEHTOO00POTOM 3HAHHWE OCHOB PKOHOMUYECKUX 3HAHUI
XO3SIHCTBYIOLIETO CYyOBEKTa, B OpraHu3aluu yIpaBICHUS
OK-6: JOKYMEHTOO0OPOTOM
- TEOPETUYECKHE OCHOBBI XO35ICTBYIOLETO cyObeKTa,
COLIMAJIbHBIX, STHUYECKHUX, TEOPETUYECKMX OCHOB COLMAJIbHBIX,
KOH(ECCHOHATIbHBIX u THUYECKHX, KOH(PECCHOHAIBHBIX U
KYJIBTYPHBIX pasznnuui KYJIbTYPHBIX Pa3jM4uil KOJJICKTUBHOU
KOJIJIEKTUBHOM paboTHl; paloTsI; 3HAHHE BUJIOB
IIK-8: JIOKYMEHTaJIbHOI'O oopmienus
- BU/JIBI JOKYMEHTaJIbHOTI'O peleHni B yIIpaBJICHUH
oopmienus peneHuin B OTJIHO ONEpalMOHHON  (IIPOM3BOJCTBEHHOM)
YIIPaBICHUHU OIEepaLIMOHHOM JIEATEIIBHOCTH OpPraHM3alMM; XOpOIlee
(IpOU3BOACTBEHHOM ) BJIaJICHUE METOJIaMu
JESATEIbHOCTH OpraHu3aly. JIOKyMEHTaJIbHOTO oopmienus
peleHui B yIIpaBICHUU
YMmerb OIEPALMOHHON  (TIPOU3BOACTBEHHON)
OK-3: JIeATEIIbHOCTH OPraHU3allM; HAaBBIKH B
- TPUMEHATH SKOHOMHYECKHE pas3paboTke, BHEJPEHUU u
3HAHUS B OpraHu3aluu o0ecrneyeHun (yHKIIMOHUPOBAHUSI
JOKYMEHTO0000poTa €IMHOTO B OpraHu3aluu
XO3SICTBYIOLIETO CyOBEKTa,; TEXHOJIOTUYECKOTO nporecca
OK-6: JOKYMEHTHPOBAaHUSI U paboOThl C
- NPUMEHATH Pa3IUYHbIE METOJbI JIOKyMEHTaMu U JIOKYMEHTHOM
KOJIJISKTUBHOM paboTHl; uHpopmanuei Ha OCHOBE
IK-8: HCIIOJIb30BAaHUS COBPEMEHHBIX
- NPUMEHATH PA3JIUYHBIE METObI aBTOMATHU3MPOBAHHBIX TEXHOJIOTUH.
JOKYMEHTAJIBHOTO  Oo(opMIIeHUs BricTaBnsiercss NpakTUKAaHTy B TOM
peleHni B yIIpaBJICHUH clIy4ae, €CIM OH BBIIOJHUI BECh
ONEPALMOHHON o0beM paboThl, NpPerTyCMOTPEHHBIN
(pOn3BOACTBEHHON) IIPOrpaMMoi 1o IIPAKTHKE,
JEeSITeIbHOCTH OpraHU3aluy. MPOJIEMOHCTPUPOBAB:  KOMILUIEKCHOE
3HAHHWE OCHOB DKOHOMUYECKUX 3HAHUI
Baapersn B OpraHu3aluu yIpaBiIeHUS
OK-3: JIOKYMEHTOO0OpPOTOM
- crioco6amu 3 PexTUBHOM XO03SHCTBYIOILETO cyOBeKTa,
OpraHu3aIK JOKYMEHTO000poTa xoporo TEOPETUYECKMX OCHOB COLMAJIbHBIX,

X035HUCTBYIOIIETO CYOhEKTa
pa3nUYHBIX chep NesaTeTbHOCTH.
OK-6:

— METOJIaMHU KOJUIEKTUBHOM|
paboTHI;

IK-8:

— METoJlaMU JTOKYMEHTAaJIbHOTO
oopmienus peleHui B
YIIPaBJICHUU ONEPALMOHHON
(IpON3BOACTBEHHOM )

ACATCIIBHOCTH OpraHru3aluu.

STHUYECKHUX, KOH(PECCUOHAIbHBIX U
KYJBTYPHBIX Pa3IUUUil KOJJIEKTUBHON

paboTHI; 3HaHHE BHUJIOB
JIOKyMEHTaJIbHOTO oopmienus
perieHni B YIIpaBICHUU
ONEpPAlMOHHON  (IIPOM3BOJCTBEHHOMN)
JIeSITEIIbHOCTH OpraHM3aIuy;
JIOCTaTOYHOE  BIAJCHHE METOJaMu
JIOKYMEHTAIBHOTO oopmiieHus
peleHni B yIpaBJICHUU
ONepanMoHHON  (ITPOM3BOJCTBEHHOMN)
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ACATCIIBHOCTH OpraHu3aiiv; HaBbIKU B

pa3paboTke, BHE/IPCHUU u
obecrieueHun (GYHKIIMOHUPOBAHUS
eIMHOTO B OpraHu3aIiu
TEXHOJIOTUIECKOTO nporiecca
JOKYMEHTUPOBAaHUS U PabOTBI  C
JIOKYMEHTaMHU u JIOKYMEHTHOM
uHpopmanuei Ha OCHOBE
UCTIOJIb30BaHUS COBPEMEHHBIX

ABTOMATU3HWPOBAHHBIX TEXHOIOT I

Y10BJIETBO-
pUTEJBHO

BricTaBnsercs IMPAKTUKAHTY B TOM
cillyyae, €CIM OH BBIIOJHMI BECh
o0beM paboThl, MPEeIyCMOTPEHHBIH
IIPOrpaMMOit 1o IPaKTUKE,
IIPOJIEMOHCTPUPOBAB! Xa0TUYHOE
3HaHUE HKOHOMMYECKMX 3HAHUH B
OpraHu3anuu YIIpaBIECHUSA
JIOKYMEHTOO0OPOTOM
XO3SHCTBYIOLIETO CYOBEKTa, 3HaHUE
BUJIOB IOKYMEHTAJIBHOTO O(QOPMIICHHS
peleHuit B yIIpaBJIEeHUH
ONEpalMOHHON  (IIPOM3BOJCTBEHHOM)
JeSITeIbHOCTH OPraHU3aluu

HEy0BJIeT-
BOPHUTEJIbHO

BricTaBnsiercs mpakTUKaHTy B ciydae
HEBBITIOJIHEHUS UM TpeOOBaHUMU,
MPEAYCMOTPEHHBIX MPOrpaMMOM 110
MPaKTHKE, eclin OH HE
MPOAEMOHCTPUPOBAJl 3HAHHUE OCHOB
AKOHOMHUYECKHUX 3HAHUH B
OpraHu3alu yIpaBIICHUS
JIOKyMEHTO000pOTOM

XO3SICTBYIOIIETO CYOBEKTa, 3HAHUE
BHUJIOB JIOKYMEHTAJILHOTO OOpPMIICHUS

peleHni B YIIpaBJICHUU
ONEepalMoOHHON  (IIPOM3BOJCTBEHHON)
JESITEIbHOCTH OpraHu3aIuu u

PECKBU3UTOB NOKYMCHTOB
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Ipunoxenne 2
AHHOTAIUA
padoueii mporpaMmsl
YueoHasi (MPaKTHKA MO MOJIyYeHHIO TEPBUYHBIX MPO¢eCCHOHATBHBIX YMEHHI 1
HABBIKOB)

1. Iesab u 3212494 NPAKTUKH

[enb MpOX0KIE€HUS IPAKTUKHU !
- 3aKpeIuIeHUe U yriyOJIeHrne TEOPEeTHUECKUX 3HAHUH, TOTYYEHHBIX PH 00Y4YCHUU;
- HOJArOTOBKA K OCO3HAHHOMY WU YIUIYOJEHHOMY M3Y4YEHHIO OOLIEnpo(ecCHOHANbHBIX U
CIIELUAJIbHBIX JTUCLUAILINH;
- ¢dopmupoBaHue  OOIIEKYJIbTYpHBIX  KOMIIETEHLMH, CBSI3aHHBIX CO  CIIOCOOHOCTBIO
UCTIOJIb30BaTh OCHOBBI SKOHOMHYECKUX 3HAHUH B Pa3IUYHBIX cepax AesiTeTbHOCTH
- (GopMHpOBaHUE 3HAHUI U HaBBIKOB, HEOOXOAUMBIX JOKYMEHTAJIBHOIO 0(OPMIICHUS PELICHUH
B YIIPaBJICHUU ONEPALMOHHOMN (IIPOM3BOJCTBEHHON) NEATEIbHOCTH OpPraHM3aluil Ipu BHEAPEHUU
TEXHOJIOTMYECKUX, MPOAYKTOBBIX HWHHOBAlMA WM OPraHU3alUMOHHBIX HW3MEHEHUH, I
COCTaBJIEHUSI U O(QOPMIICHHS JIOOBIX BHIOB JIOKYMEHTOB, pa3palOTKH YHU(DULIUPOBAHHBIX (HOpM
JIOKYMEHTOB, CUCTEM JIOKYMEHTALMU C ucrnoiab3oBannem NUKT.

3ana4yy NpaKkTUKU

— pacmupeHre npo(ecCHOHATBHOTO KPyro3opa 00yJaronmxcs;

— (¢opMHpOBaHUE CIIOCOOHOCTH HMCII0JIb30BaTh OCHOBBI SKOHOMUYECKUX 3HAHUI B pa3IMUHBIX
cdepax AeATeNIbHOCTH, OBJIAJICHUE HaBBIKAMU JJOKYMEHTAJIbHOIO O(QOPMIICHHS PElIeHUH B
YIpPaBICHUU OINEPAllMOHHOW (IPOM3BOJCTBEHHOM) JEATENbHOCTH OpraHu3alui IpHu
BHEJPEHNN TEXHOJIOTMYECKUX, IPOAYKTOBBIX HHHOBAlMil MIM  OPraHM3allMOHHBIX
W3MCHCHMIA,

— (¢opmHpoBaHHE CIIOCOOHOCTH padoTaTh B KOJUIEKTUBE, TOJEPAaHTHO BOCHPHUHUMAs
COLlMaJIbHBIE, STHUYECKHE, KOH()ECCHOHANIbHBIE U KYJIbTYPHBIE pPa3Inyus;

— (opmHpoBaHHE CIIOCOOHOCTH M YMEHHUS aHAIW3UPOBATh M IMPEACTABIATH MOJIyYEHHBIE B
XOJI€ UCCIIEA0BAHUS PE3YJIBTATHI B BUJIE 3AKOHYECHHBIX OTYETOB.

2. CTpyKTypa NpakTHKH

2.1 O6mas TpyaoeMKoCcTh TpakTuku coctasisieT 108 yaco, 3 3aueTHBIX €IMHUIL, 2 HEJEIH.

2.2 OCHOBHBIE pa3ienbl (ITarnbl) IPAKTUKU:

1 — IloaAroToBUTENBLHBINA 3TAIl.

2 — O1eHKa ypOBHS OpraHU3aIlui JOKYMEHTO000pOTa Y XO3SMCTBYIOIIET0 CyObeKTa
3 — O6paboTKa 1 aHAIN3 TTOTYYCHHOW WH(OPMAIIHH.

4 — TloaroToBKa OTYETa MO MPAKTUKE.

3. Illlanupyemble pe3ybTaThbl 00y4eHuUs! (IepeyeHb KOMIeTeH M)

[Iporecc mpoxoskaeHUs MPAKTUKU HANpaBlieH Ha (POPMHUPOBAHUE CIEAYIOUIMX KOMITETEHIINA:

— OK-3: cnocoOHOCTh HMCHOJB30BATH OCHOBBI SKOHOMHYECKHX 3HAHMW B pa3iM4yHBIX cdepax
JeSITebHOCTH

— OK-6: cmocoOHOCTh K CaMOOPTaHHU3AIMH H CaMOOOPa30BAHUIO

— [IIK-8: BmameHue HaBBIKAMH JOKYMEHTAJIbHOTO OGOpPMIICHHS PEIICHUNH B YIPaBICHUH
OTIEpPAIIMOHHON  (TIPOM3BOJICTBEHHOW)  JCSITEIIBHOCTA  OpraHW3alMid TpU  BHEAPCHUH
TEXHOJOTHYECKHX, MPOAYKTOBBIX MHHOBAIIUN WJIM OPTaHU3AI[MOHHBIX U3MEHECHHUIA.

4. B NpOMe:KYTOYHOM aTTeCTAlMU: 3a4€eT C OL[CHKON
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IMpunoxenne 3

IIpomoxon 0 0ononneHuAX u UIMEHEHUAX 6 padoueil npozpamme
na 20 __ -20 YueoHwlit 200

1. B paGouyto nporpammy Mo nNpakTUKe BHOCATCS CIIEAYIONINE JOMOTHEHUS:

2. B pabGouyto nmporpaMMy 10 IPaKTHKE BHOCSTCS CIEIYIOIINE N3MEHEHUS:

IIporokon 3acenanus kadeapbr Ne OT «__ » 20 r.,

(paspabomuux)

3aBenyromnuii kageapoit

(noonucs) (®.1.0.)
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[IporpaMmma cocTaBieHa B  COOTBETCTBHM C  (peiepaIbHBIM  TOCYAapCTBEHHBIM

06pa3OBaT€.HBHBIM CTaHIIapTOM BBICIIICTO O6pa3OBaHI/ISI 10 HaHpaBHCHI/IIO IIOATOTOBKH
38.03.02 MenemxmeHT OT «12» stuBaps 2016 1. Ne 7

st Haoopa 2014 roaa: u yueonsiM mianom ®I'bOY BO «bpl'Y» s 3a04uHoi hopmbl 00ydeHus
oT «03» utonst 2018 r. Ne 413

s Hadopa 2015 roaa: u yuebusim mianoM @I'BOY BO «bpl'Y» mist ounoit popmbl 00ydeHus ot
«03» uromst 2018 1. Ne 413, nnist 3ao0unoit hopmbl o0ydenus ot «03» uromst 2018 r. Ne 413

IIporpammy cocraBuiI:

Kocsxosa B.B., ct. npenogasarens 6a30B0it kadeapst MulT

Pabouast mporpamMma paccMOTpeHa U yTBEpKI€HA Ha 3aceaaHuu 6a30Boi kadeapsl MullT

oT «19» nexabpst 2018 r., mpotokoa Ne 8

H.o. 3aBenyromero 6a3zoBoii kadeapoit MullT E.N. JlykoBHMKOBa
COI''TACOBAHO:
W.o. 3aBenyromiero BeImyckaronieit 6azoBoit kageapoit Mull'T E.N. JlykoBHuKOBa

Pabouas nporpamma ogo0peHa Meronnyeckoit komuccueit gakynprera DOy

oT «28» nexabps 2018 r., mporokos Ne 4

[Tpencenarens MeToIMUECKO KOMUCCHHU (haKyIbTEeTa E.B. Tpanesnukosa
COI''TACOBAHO:
HavanbHuk yueOHO-METOINYECKOTO YIIPaBIECHUS I'.I1. Hexxeeny

Perucrpanuonnsiii Ne



