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BBEJIEHUE

Pabouas nmporpaMMa AUCIUIUIMHBI SBJISETCS YaCThIO OCHOBHOW NPOQeCcCHOHATBHOM
00pa3oBaTeNbHON MPOTrpaMMBbI BBICILIET0 00pa30BaHUs - IPOrpaMMbl OakajgaBpuaTa, pa3paboTaHHON B
coorsercTBu ¢ ®PI'OC BO

dIoC BO

®denepalibHbII rocyJapCTBEHHBIN 00pa30BaTENbHbIN CTaHIApT BhICILIEr0 00pa3oBaHUs
- OakanaBpHar o HarpasieHHIo MoAroToBku 38.03.02 MeHe KMeHT (TpuKas
MunoOpnayku Poccun ot 12.08.2020 r. Ne 970)

1. HEJIb OCBOEHMA TN CHUIIJIMHBI

[lenbto OCBOEHUS IUCHUIUIMHBI SBJISETCS (POPMUPOBAHUE Y CTYJEHTOB TEOPETHUYECKUX 3HAHUN U
NPAKTUYECKUX YMEHUN NpU U3y4eHUH (OPM U COJIepKaHus yPaBICHUYECKUX JOKYMEHTOB, CUCTEM
JOKYMEHTALUH, a TAK)KE U3yYCHHUE IBHIKEHHS JOKYMEHTOB B OPraHU3allUU.

2. MECTO JUCIIMIIJIMHBI B CTPYKTYPE OIIOII

JluciunimHa OTHOCUTCA K 4acTH, (GOpMHUpyeMOi yYaCTHUKaMHU 00pa30BaTeIbHbIX OTHOILIECHUH.

3. OFBEM JUCIIUIIJIMHbI

Yacos
CamMocTosTenb
KonTakTHas a4 paGoTa
Has Ti
[IpomesxyTounas B pabora .(ro y4.3aH.) P e
aTTecTaIus Cero 3a B TOM YHCIIE .C.
ceMecTp IIOATOTOBKA
Bcero JlaBopato KOHTPOJIbHBIX U
PHbIC KYPCOBBIX
Cewmectp 3
3auer [ 7 | 2 | 32 | 40 [ >

4.1INTAHUPYEMBIE PE3YJIbTATBI OCBOEHMUS OIIOII

B pesynbsrare ocBoerust OITOII y BbImycKHUKA TOJDKHBI OBITH C(DOPMUPOBAHBI KOMIIETCHITUH,
ycTaHoBiieHHbIE B cooTBeTcTBUU PI'OC BO.

Iudp 1 HaumeHoBaHUE
KOMITETECHIINH

I/IH,I[I/IKaTOpBI JOCTHIKCHUA KOMITETCHITUHN

MH()OPMAIMOHHO-aHATUTHYECKUM

[1K-3 ®opmupoBaHue NJ-1.1T1K-3 3Hats:

PE3yNbTaTOB KOHTPOJIS B BUAE | MeTobl U HHCTPYMEHTHI OTIEPATUBHOTO IJIAHUPOBAHUS
OTYETOB O BBINOJIHEHUU MeTo1pI CHCTEMHOTO aHaIHN3a

YTBEPKACHHBIX MJIAHOB MeTosl mian-akT-aHagM3a

COBpeMeHHLIe TCXHOJIOI'MHN O6pa6OTKI/I JaHHBIX
Metoabl 1 HHCTPYMCHTBI O6pa6OTKI/I JaHHBIX

N-2.11K-3 YMmets:

AHaIM3UPOBATh TUTAHOBYIO JIOKYMEHTAIIHIO
O6pabartbiBaTh HHPOPMALIUIO C TIOMOIIBIO COBPEMEHHBIX
WH(GOPMAITMOHHBIX TEXHOJIOTUH

AHaJIM3UPOBATH MOJYYCHHBIC PE3YJIHTATHI

OdopMIIATE IOSCHUTEBHBIC ¥ AHATUTHYSCKUE MATSPHATIBI




[1K-3 ®opmupoBanue
pE3yJIbTaTOB KOHTPOJIS B BUAE
OTYETOB O BBIIOJIHEHNUU
YTBEPKACHHBIX [IJIAHOB

N-3.11K-3 MeTh NpakTUYECKUH OIIBIT:
CO0p JaHHBIX O BBINOJHEHHUIO pa3padOTaHHbBIX IIaHOB
IIpoBepka JOCTOBEPHOCTH MOIYYEHHbBIX JaHHBIX
@dukcanus pe3yibTaToB KOHTPOJIS a0COMIOTHBIX M OTHOCUTEIbHBIX
OTKJIOHEHUH (paKTHYEeCKHX MOKazaTesell OT MIIaHOBBIX
AHanu3 NpUYMH OTKJIOHEHUH (paKTHYEeCKHX MOKazaTeseil OT MIIaHOBBIX
CocraBieHne aHAIUTUYECKOTO OTYETA O BBHIIIOJHEHUH OIIEPATUBHOIO IUIaHA
[IpencraBneHue oTyeTa pyKOBOJUTENSM MOIpa3ieieHUi (IIPOEKTOB)

5. TEMATUYECKHWM IIJIAH
Yacos
Konrakrhas padora (1o y4.3aH.)
Towa HanmeHnoBaHue TeMbl Beero II Cawocr. cagg);f)lz{(;g;w
Hacos Jlekun Hai?SZTOp Pa;:g e paGora 0if paboThI
Cemectp 3 72
OCHOBHBIE IOHATHS JIEKTPOHHOTO
Tema 1. I[OKyMeHToofiopOTa. OCHOBHBIE KOHIENIIUN ] 4 4
0e30yMa)KHOM TEXHOJIOTHH YITPaBICHUS
(I1K-3)
Opranuzanus JOKyMEHTalluOHHOTO
Tema 2. [obGecnieueHus ynpaBieHHs B OpraHU3aluu 16 6 10
(I1K-3)
Tema 3. Opraau3anus >JIeKTPOHHOU CUCTEMBI 16 10 6
ynpasieHus fokymeHTooboporom (I1K-3)
Tema 4. Cucrema ynpaBieHUs 311€KTPOHHBIMU 2 10 12
nokymeHntamu (I1K-3)
Tema 5. 3amuTa nHGOpPMAIINH B CUCTEMAX 10 ) ]
271eKTpoHHOro fokymeHrta (I11K-3)
6. POPMbI TEKYIIIETO KOHTPO.JISI U TPOMEXKYTOYHOM ATTECTAIIUA
HIKAJIBI ONEHUBAHUS
Paznen/Tema Brx onerowHoro Ornrcanue OIEHOYHOTO CPEACTBA Kpurepun
CpesacTBa OLICHUBAHUs

Texymuit koHTposb (ITpunoxenue 4)




Tect (Ilpunoxxenne

10 6amnoB - 3a
Hammuue 80%
MIPaBHIIbHBIX
OTBETOB Ha
TECTOBBIE 3aIaHUS,;

7 6amoB - 3a
Hanuuue 70%
MIPaBUJIbHBIX
OTBETOB Ha
TECTOBBIE 3aIaHUS;

5 Oaiu - 3a HAJIM4YKe

Tema 1 4) Tect cocrout u3 10 Bonpocos 50% npaBUIBHBIX
OTBETOB Ha
TECTOBBIE 3aJaHMUS;
3 Gamna - 3a
nammaue 40%
MIPABHIIBHBIX
OTBETOB Ha
TECTOBBIC 3aJ]aHUs;
1 Gamnn - 3a HanmM4Ke
30% npaBUIBHBIX
OTBETOB Ha
TECTOBBIC 3aJJaHUSI.
3aaHust penpoyKTUBHOTO YPOBHS,
MO3BOJISIFOIINE OIICHUBATh U AUATHOCTUPOBATH
3HaHHe (HaKTUYECKOTo MaTtepuaa (6a3oBbie
Pa3zHoypoBHEBBIE [IpaBuiIbHOCTH
MIOHSTHSI, aITOPUTMBI, (DAKTHI) U YMECHHE
Tema 2 3a/1a4 W 33JIaHUs BBITIOJTHECHUS
MPABWIBHO MCIIOIH30BATh CIICIIUATHHBIC .
(ITpunoxenue 4) 3aJIaHAN
TEPMHHBI U TIOHSATHS, Y3HaBaHHE 00BEKTOB
M3YYCHHS B paMKax OIpPE/IeJICHHOTO pa3aena
JICITUTUIAHBL.
3amaHust pernpoyKTUBHOTO YPOBHS,
MO3BOJISIIOIINE OLIEHUBATh U IMarHOCTUPOBATH
3HaHue (pakTUyecKoro mMarepuaia (6a3oBble
PaznoypoBHeBbIE [IpaBuiIBHOCTH
MIOHSTHSI, AITOPUTMBI, (DAKTHI) U YMCHHE
Tema 3 3aJIa4d U 3a1aHUS BBIITOJIHEH S
MPaBUIILHO MCIOJIb30BaTh CIEIUATbHBIC .
(ITpunoxenue 4) 3aJIaHAM
TEPMHHEBI U TIOHSTHS, Y3HaBaHUE 00BEKTOB
M3Y4EHMsI B paMKax OIPEIeJICHHOI0 pa3ena
JICITUTUTAHBL.
3amaHust pernpoyKTUBHOTO YPOBHS,
MO3BOJISIONINE OIIEHUBATh U TUATHOCTUPOBATH
3HaHue (pakTUYecKoro mMarepuaia (6a3oBble
Pa3zHoypoBHEBbIE [IpaBUIBLHOCTH
MOHSITHS, AJITOPUTMBI, (DaKTHI) U YMCHHE
Tema 4 3a/la4y¥ U 3aJJaHus BBITIOJTHEHUS
MPaBUJILHO MCTIOIB30BaTh CHICIIHATIbHBIC .
(ITpunoxenue 4) 3aJIaHAM

TCPMHHBI U ITIOHATHA, Y3HABAHUC 00BEKTOB
HN3YUCHHUA B paMKax OIPCACICHHOrO pasacia
JAUCHUITIINHBI.




KpaTKOG HN3JT0KCHHUC B IIMCBMCHHOM BH/C ITonaoTa

Pedepar MOMYHEHHBIX PE3yIBTATOB TEOPETHIECKOTO 1 PacKpBITUSI TEMBI U

Tema 5 (Mpunoxere 4) MPaKTHYECKOro aHANN3a ONPECIICHHON TEMB, B riyouHa OCBOCHNS
paMKax KOTOpOil aBTOp pacKphIBAa€T CyTh MOHSTUIHOTO
UCCIIeTyeMOl mpoOIeMbl amnmapara.

[Ipomexxyrounas arrectanusi(IIpunoxenue 5)

Buner ng 3auera | Kaxxnplil OWJIET COCTOUT U3 OHOTO

(ITpuntoskenue 5) | TEOPETHUECKOrO BOMPOCa 100 6asos

3 cemectp (3a)

OIIMCAHHUE IKAJI OONEHUBAHUA

[Tokazatens onenku ocBoenust OIIOIT popmupyercs Ha OcCHOBE 00BETUHEHUS TEKYIIET0 KOHTPOJIS
Y TIPOMEKYTOUYHOM aTTECTAI[MU O0yJaroIIeTroCs.

[Tokazarenb perTUHTa 1O KaKI0M JUCHMIUIMHE BBIPAXKAETCS B MIPOIIEHTAX, KOTOPBIM MOKa3bIBAET
YpOBEHb MOJITOTOBKHU CTYJEHTA.

Texyuuit kouTpoas.Ucnons3yercst 100-6amnpHas cucrema oreHuBanus. OrieHKa paboThl CTyIeHTa B
TEYEHUH CEMECTpa OCYIIECTBIISETCS PEoAaBaTeIeM B COOTBETCTBHH € Pa3pabOTaHHON UM CHCTEMOM
OLIEHKH Y4eOHBIX JOCTHKEHUI B IpoLiecce 00yUYeHHs 10 JAHHOM IHUCHIUIUIMHE.

B pabounx nporpamMmmax JUCIHHIUIMH U MPAKTUK 3aKPETSICHbI BUJIbI TEKYIIETO KOHTPOJIS,
IUTAHUPYEMBIE Pe3yJIbTaThl KOHTPOJIBHBIX MEPONPUATUN U KPUTEPUH OLIEHKU yUeOHBINH JOCTHKEHUH.

B Teuenue cemecTpa nmpenogaBateneM NpOBOJUTCS HE MEHEE 3-X KOHTPOJIbHBIX MEPONPUATUH, IO
OLICHKE JIeATENbHOCTH CTyIeHTa. Eciiu nmocemnienust 3aHsITHii 10 TUCIUIUIMHE BKIIFOUEHBI B PEUTHUHT, TO
JTaHHBIN TIOKa3aTeNb cocTaBiseT He Oosee 20% 0T MaKCUMAalbHOTO KOJUYECTBA OAJIJIOB 1O AUCUHUIUIHHE.

[TpomexyTtounas arrectauus. Mcnonszyercs 5-6amibpHast cucteMa olieHnBaHus. O1ieHKa paboThl
CTYJ€HTA 110 OKOHYAHHIO IUCUUTUIMHBI (YACTH TUCIUIUIMHBI) OCYIIECTBIIECTCS IPENOAaBaTesieM B
COOTBETCTBUH C pa3pabOTaHHON UM CHCTEMOI OIIEHKH JOCTHKEHUI CTyJIeHTa B Mpoliecce 00y4eHus 1o
naHHoOU aucuurinHe. [IpoMexxyTouHas aTTecTalnus Takyke IPOBOAUTCS MO0 OKOHYAHUIO (POPMHUPOBAHUS
KOMIETECHIIHI.

[Topsimox mepeBoia pelTuHra, MpeayCMOTPEHHBIX CUCTEMOM OLIEHUBAHUS, 110 AUCLUIUINHE, B
HSATUOAIUIBHYIO CUCTEMY.

Bricokuii ypoens — 100% - 70% - oTinnuHO, XOpowIo.

Cpennuii ypoBeHb — 69% - 50% - y10BIE€TBOPUTEINBHO.




Iloxa3aTesb OLIEHKH

Ilo 5-0a/JILHOM cUCTEME

XapakTepHCTHKA OKa3aTeJist

100% - 85%

OTJIIMYHO

O6J'Ia,HaI-OT TCOPCTUUCCKUMHU 3HAHUAMUA B IIOJITHOM O6’beMe,
IMOHUMAKOT, CAMOCTOATCIBHO YMCHOT IIPUMCHATD,
HCCICI0BATh, I/I,Z[eHTI/I(I)I/ILII/IPOBaTB, AHAJIIN3UPOBATh,
CUCTCMATU3UPOBATD, PACHPCACIATD 11O KATCTOPUAIM,
pacCcuuTaThb 1MOKa3aTeCIIu, KHaCCI/IQ)I/ILII/IpOBaTB,
pa3pa6aTLIBaTL MOZCIIN, AJITOPUTMHU3UPOBATL, YIIPABJIATD,
OpTraHnU30BaTh, IJIAHUPOBATH INPOUECChI UCCIICAOBAHNA,
OCYHICCTBJIATL OCHKY PE3YJIbTATOB Ha BBICOKOM YPOBHC

84% - 70%

XOpOLIO

00J1aJat0T TEOPETUYECKUMHU 3HAHUSIMU B TIOJTHOM 00beMe,
IIOHUMAIOT, CAMOCTOSITEIBHO YMEIOT IPUMEHSAT,
UCCIIeI0BATh, UACHTU(DHUIIMPOBATH, AHATU3UPOBATH,
CUCTEMAaTU3UPOBATh, PACIIPEACIIATD 110 KATETOPHUSM,
paccuuTaTth MOKa3aTeNu, KIacCu(pHUIIMPOBATS,
pa3pabaTbIBaTh MOJICNIHU, AITOPUTMHU3UPOBATD, YIIPABIATH,
OpraHU30BaTh, INIAHUPOBATH IIPOLIECCHI UCCIIEIOBAHNS,
OCYILECTBISATh OLIEHKY PE3YyJIbTATOB.

MOFYT OBITH JOIMYHIEHbI HEAOYCTEBI, UCIIPABJICHHBIC
CTYACHTOM CaMOCTOSATCIIbHO B ITPOLCCCC pa6OTBI (OTBeTa

U T.1.)

69% - 50%

Y0BJIETBOPUTEIIHHO

00ya1a10T OOIMUMH TEOPETHUYECKUMHU 3HAHUSIMHU, YMEIOT
MIPUMEHATD, UCCIEA0BATh, HICHTU(PHUITUPOBATH,
aQHAIM3UPOBATh, CHCTEMATU3UPOBATh, PACIIPEACIIATE TI0
KaTeropusM, pacCYMTATh MTOKA3aTEIIH,
KJIAaCCU(HUITUPOBATH, pa3padaThIBATh MOJICIIH,
aIrOpUTMU3UPOBATH, YIIPABIIATh, OPraHU30BaTh,
TJIAHUPOBATH MPOIIECCHI HCCIIE0BAHMUS, OCYIIECTBIISATh
OIICHKY Pe3yJIbTaTOB Ha CPEIHEM YPOBHE.
JlomyckaroTes OIMOKH, KOTOPBIE CTYACHT 3aTPy IHACTCS
HCIIPABUTHh CAMOCTOSTEIBHO.

49 % u MeHee

HCYIOBJICTBOPHUTCIIBHO

00J1aJat0T HE MOJHBIM 00BEMOM 00X TEOPETUYECKUMU
3HAaHUSIMH, HE YMEIOT CAMOCTOSATENbHO IPUMEHSTD,
UCCIIe10BaTh, UIEHTU(PULINPOBATh, AHAJIU3UPOBATh,
CHCTEMaTH3UPOBATh, PACHIPEAEIATH [0 KATETOPUsIM,
paccuMTaTh MOKa3aTeNn, KIacCu(pUIUPOBATh,
pa3pabaTbIBaTh MOJIEINIHU, AITOPUTMHU3UPOBATD, YIIPABIATH,
OpraHu30BaTh, INIAHUPOBATDH MPOLIECCHI UCCIIEIOBAHUS,
OCYILIECTBIISATh OLIEHKY PE3YJIbTaTOB.

He cdopmupoBanbl yMEeHUS M HaBBIKH VIS PELICHUS
npodecCHOHATBHBIX 3a]a4

100% - 50%

3a4TCHO

XapaKTEepUCTHKA M0KA3aTelsl COOTBETCTBYET «OTIMYHOY,
«XOPOILO», «YIAOBIECTBOPUTEIHHO

49 % wu MmeHee

HC 3a4TCHO

XapPaKTCPUCTHKA ITOKA3aTCJIA COOTBECTCTBYCT
«HCYOOBJICTBOPUTCIIBHO»

7. COAEP KAHUE JTUCIUIIJIMHBbI

7.2 CopeprkaHue MPaKTHYECKUX 3aHATHH U 1TaOOpaTOPHBIX padoT




Tema 1. OCHOBHBIE OHATHS ANEKTPOHHOIO JOKYMEHT0000poTa. OCHOBHBIE KOHLIENIMH Oe30yMakHON
texHosoruu ynpasienus (I1K-3)

WNudopmannonnsie pecypcebl oprannzauu. [lonstue qokymeHTa.
DJEeKTPOHHBINA JOKYMEHT: OIpeielIeHUe, CTPYKTYpa, OTpaHUYeHUs UCIONb30BaHus. OCHOBHBIE (PYHKLIUU

nokymMeHToB. FOpuandeckas cuna fokymenrta. Crangaptuzanus. Y HUQUIUpOBaHHAsA cCUCTEMA
nokyMeHTanuu. OrpaHndeHus BeieHus: OyMa)KHOTO JOKyMEHTO000pOTa B COBPEMEHHOM OpraHn3aluu

Tewma 2. Opranuzanusi TOKyMEHTAIIMOHHOTO o0ecrieueHus ynpasiaeHus B opranuzaruu (11K-3)

OCHOBBI OpraHu3aluy JOKYMEHTO000pOTa MPEANIPHUATHS: IOHATHE, CXeMa IOKYyMEHT0000poTa,
KOJINYECTBEHHBIE XapaKTEPUCTUKHU JOKyMeHTooOopoTa. IIpaBuiia ohopmiieHus: peKBU3UTOB IOKYMEHTOB.
bnaHky TOKyMEHTOB: BU/IbI OJIAHKOB U MOPSAIOK pacroiioxkeHus pekBu3uToB B 6manke. [OCT P 7.0.97-
2016. Harmmonaneusiit ctangapt Poccuiickoit deneparuu.

Tema 3. Opranuzanusi >JeKTPOHHOHN CUCTEMBI yIpaBieHus JoKkyMeHToobopoTom (I1K-3)

@OyYHKIMOHAI U apXUTEKTypa CUCTEM AJIEKTPOHHOTO

JIOKYMEHTO000poTa.

[TonHo1IEHHOE OOECTIeueHrEe BCeX TPAAULIMOHHBIX 3TAllOB paObOTHI C JOKYMEHTaMH B JI€JIOMPOU3BOJICTBE
(o6paboTka 1 perucTpanus JOKyMEHTOB, YUET, KOHTPOJIb UCIIOJIHEHUS, apXUBUpoBaHue). Opranusanus
nHGOPMAIIMOHHOTO 0OMEHa 1 COBMECTHOM paboThI ¢ KOPIIOPATUBHBIMH XPAHUIUIIAMU HH(OpMAIIUH,
yIpaBlieHHE MOTOKaMH paboT. YTpaBieHHE apXUBaMHU JIEKTPOHHBIX U OYMaKHBIX TOKyMEHTOB.

Tewma 4. Cuctema ynpaBiieHUs dJeKTpOHHBIMH TokyMeHTamu (I1K-3)

Cucrema YHOpaBJICHUA SJICKTPOHHBIMU JOKYMCHTAMU: XAPAKTCPUCTUKHU, IPOCKTUPOBAHNUEC U BHCIPCHUC.
Bunet CO/1. Ponu nonb3oBareneil. ¥YBegomiieHue ucnonuureneil. OCHOBHbIE OM3HEC-TIPOLIECCHI B
JOKYMeHTO00OopoTe. Pe3ynbrarsl OM3HEC-IPOLECCOB TOKYMEHTOO00POTA.

CO/1 DIRECTUM RX. Moayne AamuauctpupoBanue. Moaynb /lenonpou3BocTBo.

Tewma 5. 3ammura nHGOpMaIHK B CUCTEMaX 3JeKTpoHHOTo nokymenTa (I1K-3)
3amauu 3amKTH HHQOPMALIMK B CUCTEMAX AIIEKTPOHHOTO JOKYMEHTO000pOTa:

1. 3amuTa apxuBa ¢ailzioB 1 HHPOPMAIMK OT YHUUTOKEHHS U UHBIX YIPO3 B CiIydae anmnapaTHbIX cOOeB
WJIY B PE3YJIbTATE HAMEPEHHBIX IEHCTBHI MOJIb30BATEIICH.

2. 3ammTa nHGOPMAIIMH OT yTeUeK Npu ee HaxoxaeHuu B DJ1O wiu mpu nepenade B 00Ja4HOE XPAHIIIHIIES
1100 KOHTpareHTaM.

3. 3ammTa nHGOpPMAIMK OT KOITUPOBAHUS JTFOOBIM CIIOCOOOM.

4. 3ammTa JaHHBIX OT YHUYTOXKEHUS.

7.3. ConepskaHue caMOCTOSITeIILHOM paboTh




Tema 2. Opranuzanusi JOKyMEHTAIIMOHHOTO obecrieueHus ynpasienus B opranuzanun (I11K-3)
CucTeMbl TOKYMEHTAIMU: OpTraHU3aIlMOHHEIE, PACTIOPSAUTENbHbIEC, HHPOPMAMOHHO-CIIPAaBOYHBIC.
TpeboBanwus k coctaBieHnto U opopmienuto. Kiaccuduranms, yHubUKays v CTaHIapTH3AIHS B
JIeJIOTIPOU3BO/ICTBE.

Tewma 3. Opranuzanusi SJeKTPOHHON CHCTEMBI yIpaBieHus JokymeHToooopotoMm (I1K-3)
YHpaBHeHI/Ie apxXuBaMH JJICKTPOHHBIX U 6YMa)KHI>IX JOKYMCHTOB.

Tema 4. Cuctema ynpapieHus 3eKTpoHHbIME ToKkymMeHTamu (I1K-3)

CoBpemenHas apxutektrypa CO/l: HeHTpaIn30BaHHOE XPAHUIIUIIE 3JIEKTPOHHBIX JOKYMEHTOB, CUCTEMBI
yHOpaBlIeHUs] JOKYMEHTO000POTOM, KOMMYHHKAIIMOHHAS CPeJla, HHTETPAllMOHHBIE M CUCTEMHBIE
KOMIOHEHTHI. OCHOBHBIE TEXHOJIOTHH, 00ECTIEUHBAIOIINE Pa3pabOTKy CUCTEM DIIEKTPOHHOTO
nokymeHnTtoobopora: workflow, pacroznaBanue TekcTa, MOTOYHOE CKaHUPOBAHUE, TEKCTOBAs aHAJMTHKA,

Tema 5. 3ammTa nHGOpMAHK B CUCTEMaX 3JeKTpoHHOTo nokymenTa (I1K-3)
Oco0eHHOCTH 3alUTHI AJIEKTPOHHOTO JOKYMEHTO000pOTa. 3aKOHOIaTENbHOE PEryIupoBaHue. 3aaaun
3anIUThl HH(OPMAIMH B CHCTEMaX MJIEKTPOHHOTO TOKYMEHTO00O0poTa:

7.3.1. IlpuMepHbBIE BOTPOCHI AJIsi CAMOCTOSTEIILHOM MOATOTOBKH K 3a4€Ty/9K3aMECHY
[Tpunoxxenue 1

7.3.2. IIpakTrdeckue 3ajaHus 0 AUCUUIUINHE [l CAMOCTOSATEIbHOM MOATOTOBKHU K
3a4eTy/3K3aMeHy
ITpunoxxenue 2

7.3.3. Ilepeyenpb KypcoBBIX paboT
Y4eOHBIM MJIaHOM HE TPEAYCMOTPEHO

7.4. DneKTpoHHOE MOPTQOINO 00yIAFOIIETOCs
VY4eOHBIM MJITAHOM HE MPEIYCMOTPEHO

7.5. MeTtonnyeckne peKOMEH IAlUU 10 BHITIOIHEHUIO KOHTPOIHHOM paboThI
VY4eOHBIM MJIaHOM HE MPEIyCMOTPEHO

7.6 MeTonuueckre peKOMEH/IAIMH 110 BBITIOJIHEHUIO KyPCOBOW PabOThI
He npenycmotpeno




8. OCOBEHHOCTHU OPTAHMU3AIIUU OBPA3ZOBATEJIBHOI'O
NPOUHECCA IO AMCHUIIJIMHE JJ15 JINL C OTPAHUYEHHBIMH
BO3MOXHOCTAMMU 31O0POBbsA

Ilo 3aaenenuto cmyoenma

B nensix 70CTYNHOCTH OCBOEHHS MPOrPaMMBbI JUIsl JIUI] ¢ OTPAHUYEHHBIMU BO3MOKHOCTSIMH 3/10pPOBbS
pU HEOOXOAMMOCTH Kadeapa o0ecrednBaeT CIEYIOITNE YCIOBHS:

- 0COOBIH MOPSIOK OCBOCHUSI AUCLUIIIINHBI, C YIETOM COCTOSIHUS UX 3/10pPOBbS;

- DJIEeKTpOHHBbIE OOpa3oBaTeNbHbIE pECYpChl IO JUCHMILUIMHE B (QopMmax, aJalTUPOBAHHBIX K
OTpaHUYEHUSIM UX 3]I0POBBS;

- U3y4YEHHE JMCUUIUIMHBI MO WHAUBUAYyaJIbHOMY y4eOHOMY IUIaHy (BHE 3aBUCUMOCTH OT (OPMBI
oOyueHus);

- DJEKTPOHHOE OO0y4yeHHWe U JAUCTAHIMOHHbIE O00pa3oBaTENbHbIE TEXHOJOTHH, KOTOpHIE
Mpe1ycMaTpUBalOT BO3MOKHOCTH MpUeMa-Tepeaadn MHpopMaly B JOCTYIHBIX U1 HUX popmax.

- pmoctyn (yOAJIeHHBIM JOCTYIM), K COBPEMEHHBIM MpOodeCcCHOHANBHBIM 0a3amM JaHHBIX U
MH(GOPMAILMOHHBIM CITPABOYHBIM CHCTEMaM, COCTaB KOTOphIX onpeneneH PI1/I.

9. IEPEYEHH OCHOBHOM U JONMOJIHUTEJbHOW YYEBHOMN JINTEPATYPBI,
HEOBXOJIUMOM 1151 OCBOEHUS JUCUTLINHBI
Caiit 6ubdamorexn YpI'ly
http://lib.usue.ru/

OcHoBHas1 JIuTEpaTypa:

2. Noponuna JI. A., Uputukosa B. C. Opranuszanus 1 TEXHOJIOTUS JOKYMEHTAILIMOHHOTO
oOecrnieueHus ynpasieHus [DIeKTPOHHBIN pecypc]:yueOHHUK U MPaKTUKYM JJisl By30B. - Mocksa: FOpaiir,
2022. - 233 ¢ — Pexxum noctyma: https://urait.ru/bcode/489555

3. llysanosa H. H. Opranu3zanus 1 TeXHOJIOTHS JOKYMEHTAIMOHHOTO 00ECTIEYeHHS yIIPaBICHUS
[DmekTpoHHEBIH pecypc]:yu4eOHHUK 1 TPaKTUKYM JIJIst By30B. - Mocksa: FOpaiit, 2023. - 247 — Pexum
nocryna: https://urait.ru/bcode/531239

4. Kabamos C.}O. DnekTpoHHOE PAaBUTENIBCTBO. DIEKTPOHHBINA JOKYMEHT0000pOT. TepMUHbI 1
ompezaeneHus [ DNeKTpoHHBIN pecypc]: YueOHoe mocodue. - Mocka: OOO "HayuHo-U31aTenbCKuil IICHTP
NH®PA-M", 2024. - 320 — Pexwum noctyna: https://znanium.com/catalog/product/2103130

JlonosiHUTeILHAS JIUTEpPaTypa:

10. MEPEYEHb HH®OPMAIIMOHHBIX TEXHOJIOI' i1, BKJIIOUAS MIEPEYEHD
JIMIEH3UOHHOI'O ITPOI'PAMMHOI'O OBECIIEYEHUA U UTHO®OPMAIIMOHHBIX
CIIPABOYHBIX CUCTEM, OHJIAMH KYPCOB, UCIIOJIb3YEMBbIX ITPU OCYIIIECTBJIEHUM
OBPA3OBATEJIBHOT'O TIPOIECCA 110 JUCHUIIVIMHE
IlepeyeHb JMIEH3HOHHOIO POrPAMMHOI0 00ecIeYeHHs :

Microsoft Office 2016.Jorosop Ne 52/223-I10/2020 ot 13.04.2020, Axt Ne Tr000523459 or
14.10.2020 Cpox nelicTBus IuueH3uu -be3 orpannueHus cpoka.

Directum RX. Cornamenne Ne 0045-25 ot 28.08.2025. Cpoxk getictBus smtieH3uu 28.08.2026.

Microsoft Windows 10 .JloroBop Ne 52/223-110/2020 ot 13.04.2020, Axt Ne Tr000523459 ot
14.10.2020. Cpoxk neiicTBus TMLIEH3UH -be3 orpaHn4YeHust Cpoka.



Ilepeyenb HHGOPMANMOHHBIX CMIPABOYHBIX CHCTEM, peCcypcoB HH(POPMALMOHHO-
TeJIEKOMMYHHMKAINMOHHOM ceTH « UHTEpHET»:

CnpaBouHo-nipaBoBasi cuctema ['apant. JloroBop Ne 58419 ot 22 nekabpsa 2015. Cpox neictBus
JMLIEH31H -0€3 OrpaHUueHUs CpOKa

CrmpaBouHno-npaBoBasi cuctrema Koncynbrant +. [loroBop Ne 143/223-V/2025 ot 02.12.2025 Cpok
nercTBus muneH3un 1o 31.12.2026

11. ONMUCAHUE MATEPUAJIBHO-TEXHUYECKOM BA3bI, HEOBXOJIUMOM JIJIs
OCYHIECTBJIEHUSA OBPA3OBATEJIBHOI'O TPOLHECCA IO AMCHUIIJIMHE

Peanuzanus y4eOHONM AUCHUIUIMHBI OCYLIECTBIIETCS C HCIOIb30BAaHHEM MaTepUaibHO-TEXHUYECKOM
6a3b1 YpI DV, obecrieunBaroIieii MpoBeACHUE BCEX BUIOB YUCOHBIX 3aHATUN M HAyYHO-UCCIIEIOBATEILCKOU 1
CaMOCTOSITENIbHOM PabOThl 00yYarOIMIMXCS:

CriennanbHble TOMEIIEHUS MPEICTaBISAIOT co000i yueOHble ayAUTOpUN ISl IPOBEACHHS BCEX BUIOB
3aHATUH, TPYIIIOBBIX U UHJIMBUIYaIbHBIX KOHCYJbTALUN, TEKYIIETO KOHTPOJIA U MPOMEXKYTOUHOM aTTECTAINH.

[Tomemnienust A7ii cCaMOCTOSITENILHOM pabOThl 00YyYarOMIMXCSl OCHAIIEHBl KOMIBIOTEPHON TEXHUKOH C
BO3MOXXHOCTBhIO MOAKIIOUEeHHUs K cetu "HMuTepHer" u oOecredeHHeM JOCTyNa B  DIIEKTPOHHYIO
uHbOpPMaIMOHHO-00pa3oBaTeIbHyI0 cpeny Ypl'OV.

Bce momernienns yKOMIUIEKTOBAaHbI CHEIUATN3HPOBAHHONW MEOENbI0 U OCHAIIEHBI MYJIbTHMEIUHHBIM
o0opyaoBaHreM crero0opynoBaHueM (MH()OPMAIIMOHHO-TEIEKOMMYHUKAIIMOHHBIM, HHBIM KOMIIBIOTEPHBIM),
JOCTYNOM K MH(OPMAIIMOHHO-TTOMCKOBBIM, CIIPABOYHO-TIPABOBBIM CHCTEMaM, 3JIEKTPOHHBIM OUOIMOTEUYHBIM
cuctemaMm, 0a3aM JaHHBIX JEHCTBYIOIIETO 3aKOHOJATENbCTBA, HHBIM HMH(POPMAIMOHHBIM pecypcaM
CITyKaIllluMU [T Ipe/ICTaBiIeHus yueOHOM nH(opManuu O0NbIION ay TUTOPHUH.

Jlnst mpoBeieHNs 3aHITHUI JIGKIIMOHHOTO THUMA MPEe3eHTAIlMH U JIpyrue yuyeOHO-HarisaHble Moco0us,
o0ecrnevynBaroIIe TEeMaTUYECKUE UILTIOCTPAITHH.



[Ipunoxenue 1
K paboueii mporpamme
7.3.1. IlpumepHbIe BONPOCHI /ISl CAMOCTOSITEIbHOM MOATOTOBKH K 3a4eTy/IK3aMeHY

1. [Tonsitue 06 nH(pOpMaLIUK U TOKyMEHTE, JeIONPON3BOACTBE U JOKYMEHTOBEICHUU.
2. [TakeT 0011erOCY AapPCTBEHHBIX HOPMATHBHBIX JOKYMEHTOB, HEOOXOAUMBIX JUIS
OpraHM3aliy MPaBUIHHOTO AETONPOU3BOICTBA HA IPEIIPUITHH.

3. Yaudukanus v cTaHIapTU3alUs yIpaBIeHYECKUX JOKYMEHTOB

4. ®opmynsap-obpaser (cxema pacToI0KEeHHs] PEeKBU3UTOB)

5.TOCT P 7.0.97-2016. HaunonansHsiil crangapt Poccuiickoii @enepanun. Cucrema
CTaH/IapTOB 0 UH(pOpMaLMK, OUOINOTEYHOMY U U3/1aTEIbCKOMY JAETy.

6. TpeOoBaHus K OTaHKaM JOKYMEHTOB

7. PaciopsiiuTenbHble TOKYMEHTBI

8. Oprann3almOHHO-METOANYECKHUE JJOKYMEHTBI

9. UndopmalinoHHO-CIPaBOYHbBIE TOKYMEHTHI

10. JlokyMeHTBI, periaMeHTUPYIOLINE TPYA0BbIE IPABOOTHOLICHHUSI

11. loxymeHnTaunonHas ciyx0a npeanpusarus. CTpykrypa, QyHKIUU

12. Opranusanus JOKyMEHTO000pOTa Ha IPEANPUITUN

13. O6paboTka TOKYMEHTOB BXOJHOTO JOKYMEHTOIIOTOKA

14. O6paboTKa TOKYMEHTOB BBIXOJIHOI'O JOKYMEHTOIIOTOKA

15. O6paboTKa JOKYMEHTOB BHYTPEHHETO IOKYyMEHTOIIOTOKA

16. Cucremarusanus 10KyMEHTOB

17. ®opmupoBaHUE JIE] U TEKYIIee XPaHCHUE

18. IlogroToBka K nepegade B apXuB JOKYMEHTOB BPEMEHHOI'O XPaHEHHUs

19. IloaroroBka K nepegade B apXyuB JOKYMEHTOB JJIUTENILHOTO U TOCTOSIHHOTO CPOKa
XpaHEHUS

20. Yto OTHOCUTCS K IOPUAMYECKH 3HAYUMBIM dJIEMEHTaM opopMIIeHUSI JOKyMEHTAa?
21. O630p oTeuecTBEHHBIX U 3apyO0exkHbIX COJ]

22. Ilpenmymecta CO/I.



[Ipunoxenue 2
K paboueii mporpamme
7.3.2. [lpakTHYeckue 32/1aHUS 10 TUCHUILIMHE JJIS1 CAMOCTOATEJIbHON MOATOTOBKHU K
3a4eTy/IK3aMeHy

IIpumepHble NpakTHYECKHUE 32IaHUS K 3a4eTy
3aganue 1. CocraBbTe 1 0opMHUTE NPHKA3BI 10 OCHOBHOM JAeATEJIHLHOCTH, M Ipyrue
pPacnopsaauTe/IbHbIC TOKYMEHTDI, HCOﬁXOI[]/IMble B JTAHHBIX YIIPABJCHYECCKHUX CUTYyaAllUAX.

Curyanus 1.

Ha MockoBckoM KOMOMHATe MO MPOM3BOJCTBY MY3BIKAJIbHBIX HHCTPYMEHTOB U MeOenn
(rocymapcTBEHHOE MpENpUsITHE), KOTOPbIM BXoauT B KoHIlepH 1o pa3paboTKe U MPOU3BOJACTBY
OPOAYKIMH My3bIKadbHOM mpoMbinuieHHocTH (POCMY3IIPOM), neiictByer Ilonoxenue o
MIPEMUPOBAHUH PYKOBOJIUTENIEH 1IEX0B, OTAENIOB U ciyk0, yTBepkaeHHoe 05.01.2015 Ne 27.

12 ampenst Tekyuiero rojpa aupekTop komOuHata B.M.JIapHoHOB MOpy4MsI HayalbHUKY
oTnena Tpyaa u 3apabotHoii miiatel MapkoBy H.I'. paccunrarh pasmep npeMun pyKOBOIUTEISAM
OTJIENIOB, 1IEXOB U CIy*0 KoMOMHaTa mo uroram paboThl 3a MEpBbIM KBapTan kK 15 ampens, a
raBHoMy Oyxranrepy komOunata Tpommnoit C.I'. — opranusoBatrh BblIUIaTy npemuu K 20
anpess TEKyIEero roja.

HavanpHuk mianoBo-3koHomuueckoro otnena MartseeBa C.H. u rmaBHbIM Oyxrantep
Tpommna C.I'. 3aBU3MpOBaIM MPOEKT MPUKaA3a AUPEKTOpa KOMOUHATA.

Curyanus 2.

Hupexrop OO0 «Meura» Ilomsako B.M. 10 oxTsa0ps Tekymiero rojaa u3gan Mpukas3 o
IIPOBEJCHUM MHBEHTapU3allMi TOBAPHO-MATEPUAIIbHBIX LIEHHOCTEN Ha CKiazne npeanpusatus. OH
HA3HAYMII KOMHCCHIO IO/l TIPEICEeIaTeIhbCTBOM KOMMepUecKoro nupekropa 3omotapea E.M. . B
COCTaB KOMMCCUM BOLUIM TNaBHbINA Oyxrantep Bomnoauna E.H. u Oyxrantep MBanosa B.C. . B
npuka3e ObUIO MOPYYEHO NPEJCTaBUTh HA YTBEPXKACHHME IOKYMEHTHI CKJIAJCKOro ydera (o
COCTOAHMIO Ha 1 OKTA0ps) M oT4eThl 00 OcTaTKaX TOBAPHO-MAaTE€pPHAJbHBIX LEHHOCTEH (1O
coctosiHUIO Ha 10 okTA6ps) K 15 oKTAOPS.

ITpoekT npuka3za OblT 3aBU3UPOBAH SKOHOMUCTOM npeanpusatus Mutunoit O.A.

Curyanus 3.

C uenbio MpUBJIEUEHUS CPEIACTB A OOECHeueHUs MPOU3BOACTBEHHON AEATEIbHOCTU
rerepanbHblil aupekTop OO0 «Texnuka» (r.Kypck) Cokosnos O.I'. 20 ceHTs0ps Teky1ero roaa
U3Jal IpUKa3 O CO3JaHMM  KOMMEPUYECKOro OTAelNa B COCTaBe 3 IITATHBIX EIMHHIL
KOMMEPUYECKOT0 aupekTopa — 1, Beaymiero crneumanucra — 1, cnenuanucra — 1. I'maBHOMY
Oyxrantepy npennpusitus ['opsiueBy I'.A. Obl10 TOPYyUEHO NPEACTAaBUTh HA YTBEPKICHHE HOBOE
HITaTHOE pacHUCaHue NPeANnpUsATHS Ha 4 KBapTall TeKyuero rojaa k 1 okraopsa. Kommepueckomy
nupekropy WrnateeBy T.H., KOTOpBINM 3aBU3UPOBAJI MPOEKT IIPUKa3a, MPEIINCAHO 3aKOHYHTH
KOMILJIEKTOBAHHUE OT/IENa KaJJpaMH C BBICIIMM SKOHOMHUYECKUM 0Opa3zoBaHueM K 10 okTs0ps.

Curyanus 4.

Hupextop OOO «Kouepcus» Tpopumon O.}O. 7 anpens Texkyuiero roja usgai npukas
00 yrtBepkaeHun llojoxeHus o mopsake pacyeToB 3a OKa3aHHWE MH(POPMALMOHHBIX YCIYT.
IOpuckoncynbTy 1mo (HMHAHCOBO-XO3SIMCTBEHHBIM BompocaM Mopo3oBy B.II. u cekperapro-
pedepenry [arunesoit E.A. Obuto nopyueno k 10 ampens pa3zpa®orare THUIOBBIE (DOPMBI
JIOTOBOPOB 00 OKa3aHUM Pa3IMYHBIX BUJOB WH(POPMAIMOHHBIX YCIYT U CTPOTO KOHTPOJIUPOBATH
UX TPUMEHEHHUE B JEATENBHOCTU MNpeanpuatus. OTBETCTBEHHOCTh 32 W3rOTOBJIEHHE, yYeT U
COXPAaHHOCTh OJIaHKOB JIOTOBOpPOB Bo3j0keHa Ha JlaruneBy E.A., Kkoropas BMmecTe ¢
IOPUCKOHCYJIBTOM 3aBH3MpOBaJIa MPOEKT NPUKa3a.



3ananue 2. CocraBbTe 1 oopmMuTe CIIyKeOHbIe MUCbMA.

Curyanus 1.

JlemapTamMeHT MOAAEPKKM W PA3BUTHS MAajoro IMpeAIpUHUMATENbCTBA ITHMCBMOM 3a
NOJANKCHIO 3aM.JUpEeKTOpa jAenapramenta CepukoBa A.B. yBegoMui pyKOBOACTBO IETCKOIO
cama Ne 1586 o ToMm, 4TO B CBSI3M C Pa3BUTHEM MPEANPUHUMATEIHCTBA 3IaHUE JETCKOTO Caaa
JOJKHO OBITh TepeaHo AJIs TEXHUYECKUX HYK] JeTapTaMeHTa.

Ucnonautenem BacunpeBoil 1o mopyueHuto aupekropa aerckoro caaa Ne 1586 IOro-
3amagHOr0 OKPYKHOTO YIpaBiieHHUs 00pa3zoBaHUsi T.MOCKBBI, pacloOJ0KEHHOTO Ha MPOCIEKTe
MuuypuHckoMm, 1oM 22 1.MOCKBbI, OBIIO COCTaBJIEHO MUCHMO, aJPECOBAHHOE OTIENY IHUCEM
Mbspun Mockssl 1o agpecy: r.Mocksa, yi.TBepckas, 13, B KOTopoM JUPEKTOp JeTcKoro caaa No
1586 O.A.AGpamoBa mpocuia pa3oOpaTbCsi B JAaHHOM BOIIPOCE, MOTHBHUPYS TE€M, YTO B
Ha3BaHHOM palOHE JETCKUX CaJ0B OCTaJOCh MAJI0 M HE BCE JETU MOTYT MOCELIaTh JAECTCKUE
JOIIKOJIBHBIC y‘IpG)K)I@HI/IfL HI/ICI)MO 6I)IJ'IO OTBCTOM Ha HOHy‘I@HHBII\/’I )IOKYMGHT oT I[eHapTaMGHT.

Curyanus 2.

IIpencenatens mpasieHust akipoHepHoro kommepueckoro 6anka « TOPI'TIPEJJBAHK»
(np.Bepnanckoro, 19, Mocksa, 112123, Ttem.: 567-22-17, dakc: 576-22-20) C.A.lllymos
oboparmics k ['enepampHoMy aupektopy HIIO «Acbect» JI.M.BonbiHueBy c¢ mpocbOoit
paccMOTpeTh Bompoc O mpenoctaBieHuu B quTenbHyl0 apeHny AKb «TOPITIPEJBAHK»
pabouux ruromarieii — 180 kB.M 10J] pa3MelieHle OT/IeeHus OaHKa.

IIuceMo ObL10 coctaBiieHo wucroanureneM IlogmecHoli Ha HOMKHOCTHOM OJIaHKe
npezcenaTess npapieHus OaHKa U MOJMUCAHO 24 MapTa TEKYIIEro roja.

Curyanus 3.

Ucnonuutenem M. IO. IlonsikoBoi mO MOpy4YeHHIO HayalbHHMKA OTJENIa MapKeTHHTa
OAO «Toprnorpe6coro3» (r.Mocksa, Jlecnas yi., a.18, 117123, Ten./paxc. 234-56-00, OKIIO
87654321, OI'PH 1234567890098, MHH/KIIIT 09876543321/123456789) B.A.KomapoBa ObL10
coctaBieHo nucbMo B ajapec OOO «/leno», TexHudyeckomy aumpektopy A.M.MsrkoBy 00
OTIIpaBKE JOKYMEHTalluu cleaymomero conepxkanus: «Hamnpasnsem HeoOxoaumble Bam
JOKYMEHTBI, —cojepxalde HHPOpMalHui0 O I€He KOMIUIEKTa HayYHO-TEeXHHUYECKOU
JOKYMEHTallud  Ha XOJoJIwibHOe oOopynoBaHue. Ilpemiaraem BbICIaTh TEXHUUYECKYIO
JOKYMEHTAllMI0 Ha 3apyOeXkKHble aHaJOTH XOJIOAWIBHOTO oOopynoBaHus. llpu npuHsATHH
NOJIOKHUTEIBHOTO  peIIeHus O  3aKynke oOopynoBaHus TpocuM Bac — HampaBHTh
COOTBETCTBYIOIEE MUCbMO pyKoBoauTento otnena cobita HaymoBy C.IL». JlaHHBIM MUCBMOM
COMPOBOXKAANIACH crienuduKaIus Ha 28 1. B 1 9K3.

Curyanus 4.

MocCKOBCKUH paguOTEXHUYECKUI KOJUIEI)K HMMEHU akaaemuka A. A. Pacmiernna
MunuctepctBa obpazoBanusi PO (Mocksa, yn. b.Jlekabpsckas, 5, 124000, ten.: 252-11-84,
(dakc: 253-32-36) paszocnan WHGOPMAIIMOHHBIC MMHChbMa ITUPEKTOpaM IIIKOJ  TOopoja ¢
cooOmieHueM 00 OTKpPBITUM B HOBOM YYEOHOM TOAy JABYX (haKyJbTETOB: COBPEMEHHBIC
nH()OPMAITMOHHBIC TEXHOJIOTHHM U IOPUIUMYECKUNA. B muchMe cooOmanoch Takke O TOM, 4TO
IpaBwiia MpueMa Ha yka3aHHbIC PaKyIbTeThl o0mmme. [InchbMO OBUTO COCTABICHO UCTIONHUTEIIEM
CrenanoBoii u noanucano aupexkropoM JI.b.MapTsiHtokoM 15 MapTa Teky1iero roja.

Curyanus S.

OAO «llepBas ®abpuka» (r. bamammuxa, yn. 3apeunas, 1. 3, 104010) nomxHO ObUIO B
cooTBeTcTBUU ¢ M. 6 noroBopa ot 10.07.2015 Ne 12/25 «O moctaBke MPOIyKIUU» MOCTABUTH
3A0 «CAHJEPEJIJIA» (MockBa, KpacHoropckas yiu., a. 32, 111123, Temn./pakc 458 90 13,
OKIIO 87654321, OI'PH 1234567890098, NHH/KIIIT 0987654321/123456789) B TeueHue
Mecsa Koxkanyr Gypautypy Ha obmryto cymmy 150 000 py6neii. @aktudecku ke QypHUTYPHI



o6buto caaHo Ha cymmy 120 000 py6neit m HemomocTaBieHO HpoayKuuu Ha cymmy 30 000
pyoneii. CoriacHo 1.8 10TOBOpa 3a HEAONOCTaBKY MPOAYKIMHM JOJDKHA OBITH yIIaueHa
HeycTolKa B pazMepe 5%, 9TO OT CyMMBbI HEOIIOCTaBKH cocTaBmiio 1500 pyoneii.

Hupextop 3A0 «CAHJIEPEJUUIA» B.Jl.®enopoBa obpatmiace k gupexkropy OOO
«IlepBas @adpuxa» O./].Cokosa0By ¢ mpoch00ii MEPEUUCAUTh Ha UX PACUETHBIHN CUET yKa3aHHYIO
cymmy (1500 py6.). B mporuBHom ciydae 3A0 «CAHIAEPEJIJIA» Oyner BbIHYXACHO
oOpatutbcs B rocapoutpax. IluceMo o HegomocTaBke MNPOAYKIMH — OBUIO COCTaBICHO
ucnionauTeneM P.T.FOaunHoit u moanmucano demopoBoii 12 aBrycra TeKymero roja.

3aganue 3. CocraBbTe M odopmMuTe NPOTOKOJIbI, HEO0XOAMMBIC B CJICIYIOIIUX
yIpaBJeHYeCKUX CUTYAIUsIX.

Curyanus 1.

Hupexiust OOO «Actpes» (Cankr-IlerepOypr) 12.08.2015 r. mnposeno cBoe
odepeaHoe 3aceqanue, Ha kKotopoM mpucyrctBoBaiu BoctpsikoB C.T., Cryaues I1./1., JleGenen
.M., Auronos ILJI., HlentynoBa B.I"., Tumocdees A.A., Ctyaun M.N.

Ha 3acemanuu oOcysxaanoce Ba Bompoca: 0 Xoje pekinamHol kamnanuu B LI kBaprane
2015 r. u o mepexozie Ha HOBYIO CUCTEMY BBIILIAThI IPEMHUAIIBHBIX.

[To mepBoMy Bompocy cilyliajin cooOllleHne HadallbHUKa OT/JeNa pekiaMbl BocTpsikoBa
C.T., Texct cooOuieHus: KoToporo ObL1 nepena cekperapro 3acenanus H.Jl. benosoii. ITo stomy
e BONpOCYy BbICTYNHUI  (uHaHCOBBIA JupekTop Tumodee A.A., KoTopblii 0100pHI
YBEJIMUYEHHUE PACXO0B Ha HapyxHyo peknamy B LI kBaprane 2015 r. Ha 5%.

[To BTOpOoMy Bompocy cuenan cooOmieHue Ctyauan M.U. u TekcT cooOlieHus Takxke
nepenan cekperapro. Ilo nanHomy ke Bompocy BeicTynwin AHToHOB I1.JI., HauanbHUK oTAEna
KaapoB, u Jlebenes .M., nupexrop no npojaxam. [IepBblii 0100pHiI HOBYIO CUCTEMY BBIIJIATHI
OPEMHUAIIBHBIX M PEKOMEHJIOBaJl IMOJIrOTOBUTh HeoOXxoaumele nokyMeHTHl kK 01.09.2015 r.
Bropoii npepnoxuin nopadboTaTh HOBYIO CUCTEMY BBIIUIAThl MPEMHAIBHBIX W PEKOMEHIO0BAJ
IPOBECTHU T'OJIOCOBAHHE MO JAHHOMY BOIIPOCY Ha 0011eM cOOpaHHUU TPYI0OBOTO KOJUIEKTHBA.

B utore 3aceganust Obutn NpUHATHL cienytomue pemieHus: 1. Omodputh paboTy otnena
pexiambl B LI kBaprane 2015 r. 2. IlpoBectu oOmiee coOpaHue TPyJOBOTO KOJUIEKTHBA IO
BOITPOCY O TMEPEX0/ie Ha HOBYIO CUCTEMY BBITUIATHI TpeMUuaibHbIX 15.08.2015 1. OTBETCTBEHHBIM
3a MOJATrOTOBKY coOpaHMs Obl1a HazHaueHa 3aB.kaHuesspueil lllentynosa B.I'.

Cobpanue Ben npeacenarens O.A.PymsHIies.

Curyauus 2.

3A0 «I'pana-M» (Mocksa) 05.03.2015 r. mposeno 3acenanue CoBeTa TUPEKTOPOB, Ha
KOTOpOM MpucyTcTBOoBaiM cienytoumme wiensl Cosera: Ilonos W.I1., UBanos WU.U., Cugopos
C.C.,, YcrunoBa V.VY., ®enopo ©.0. B cBsi3u ¢ Hanm4neM KBOpyMa 3aceaHne ObUIO TPU3HAHO
npaBOMOYHbIM. Ha 3acemaHue BBIHOCHIICS BOMPOC 00 OMpPENeNICHUH PBIHOYHOW CTOMMOCTH
pa3MenaemMpix OOIIEeCTBOM JIOTOJHUTENbHBIX akiui. [lo manHOMY BOIpoOCy 3acyIIalIn
®enopoa D.D., KOTOPbIA MNPEIIOKUT ONPEAETUTh PHIHOYHYIO CTOUMOCTH pa3MellaeMbIX
00IIIeCTBOM  aKIMi IMyTEeM 3aKPBITOM MOANMMCKU JOMOJHHUTENBHBIX akuuii B pasmepe 10 000
(mecatu TeicAY) py0. 3a akuio. 3aceqaHue MOCTAHOBWUIIO YTBEPAUTH mpenioxkenue denopona
O®.®., Tak KaK @pHU roJIOCOBAHUU «3A» OBLJIO OTAAHO MATH TOJOCOB, IPOrOJI0COBABLIMX
«ITPOTUB» u «BO3JIEPXKABILNXCS» He ObL10. Penienne npuHATO €MHOTIACHO. 3ace aHue
Ben npeacenarens 1.1 .ITonos. IIpoTokois noarorosnen cexkperapem M.IL.IIeTpoBbim.

Curyanus 3.



Cotpynnuku Ooyxranrepun OAO «KBaHT» MpOBENH 3aceaHue MO BONPOCY COKPAIICHUS
CpOKa COCTaBlieHUS rojoBoro ordera 3a 2015 r., Ha KOTOPOM MpHUCYTCTBOBaNIO 6 yenoBek. C
coobuienueM BeicTynuia oyxranrep CypkoBa A.M., KoTopasi OTMETHIIA, YTO PAOOTHUKH TPYIIIBI
ydera UMEIOT BCE BO3MOKHOCTH JUIsSl 3HAYUTEIFHOTO COKPAIIEHUS! CPOKA COCTABIEHHS TOJJOBOTO
OTYeTa, U 4T0 TrojoBOoH oTdeT 3a 2015 r. MoxkeT OBITH MpeACTaBlIeH IPyNIoN ydyera Ha 3 JHA
paHbIlle YCTAHOBJIEHHOI'O CPOKA.

B oOcyxnenun nanHoro Bompoca BeicTynwin E.H.Kpotos, rnaBHbiii Oyxranrep, u
I'.A.llly6una, 6yxrantep. KpoToB cooOuiut o ToM, 4TO UM pa3pabOTaH HOBBIHM rpapuk padboT 1o
COCTaBJIGHUIO TOZOBOTO0 OTYETAa, NMPH YCJIOBHUU BBHIMOJHEHUS KOTOPOTO BCEMHM pabOTHHKAMU
Ipynmbl y4yeTa, TOJA0BOI OTYET MOKHO COCTaBUTh U ClaTh Ha 4 JHS paHbIIE YCTaHOBJIECHHOIO
cpoka. [ A.Illy6buna oTMeTHia, 4TO JOCPOUHOE MpPEICTaBIeHHE TrojoBoro ordera 3a 2015 r.
SBJIIETCS TOYETHOM M OTBETCTBEHHOH 3ajaueil paOOTHUKOB OyXraJTepuH, U YTO KOJUJIEKTUB
OyXraJITepuu MOXKET COCTaBUTh T'OJIOBOM OTYET paHblIe CPOKa, €CIU BCe PaOOTHUKU OyIyT
BBINOJIHATH YIUIOTHEHHBIN Tpaduk paboThl.

B wnrore 3acenanust ObIJIO0 pelIeHO NPEACTaBUTh T010BOM oTyeT 3a 2015 r. Ha yeTklpe AHA
paHblle ycTaHOBJIEHHOro cpoka, T.e. 00.00.2015 r. m mpoBecTH aHaau3 rOAOBOTO OTYETA C
LIEJIBIO BBISIBICHUS PE3€PBOB, HEOOXOIMMBIX Ul YCIELIHOrO BbIMONHEHHUs IuaHa 3a 2015 1.
3acemanue Bena npeacenarens K.M.JIepamosa, mporokonupoBai cekperaps U.B.XoMskoB.

3aganue 4. CoctaBbTe H 0)OPMHUTE AKTHI.

Curyanus 1.

Komuccust moa mpencenaTenbCTBOM HadaJIbHUKA TEXHUYECKOH rpyniibl A.A.BoioBoro u
yeHoB Komuccuu bopucosa M.IO., HauanpHuKa aIMUHUCTPATUBHO-XO03HCTBEHHOIO OTAENA,
Cwmupnosa JLII., Oyxranrepa, u PomanoBoit U.K., odpuc-menemxkepa, 3A0 «Jleontus» Ha
OCHOBAHMHU JOKJIagHOW 3amucku o¢uc-menemkepa M.K.Pomanosoit 11.07.2015 r. mposena
IPOBEPKY TEXHUYECKOTO OCHAIEHUS TMPUEMHOM TEeHEpaJbHOTO JHUpEeKTOopa U IpU3Hala
HEroJHBIMU JUI OSKCIUTyaTallud KOMUPOBaNbHBIM ammapar Xerox 345(1 mr.), mpenep
(uaB.HOMep 367, 1 wT.), dakc 47823 (1 wr.). IlpusHaHHAsT HEMPUTOAHOM ISl SKCILTyaTalluu
TEeXHUKa OblJa mHepefaHa Ha ckiaja npeanpustusa. [lo ycraHOBIEHHOMY (akTy KOMHCCHS
COCTaBWJIa aKT MpHeMa-TIepeayd OpPrTEXHUKHU B 3 9k3. (1-1 »92K3. — HaYaIbHUKY
a/IMUHUCTPATUBHO-XO35IMCTBEHHOI 0 OTJIeNa, 2-i - IIaBHOMY Oyxrairepy, 3-i - B geno 23-02),
KOTOPBIN ObLT yTBEp:KJieH reHepanbHbiM qupektopoM [1.M.CrenaHoBbIM.

Curyanus 2.

Komuccus, coznanHas Ha OCHOBaHMM TNpukaza aupektopa 3A0 «MencepBuc» ot
05.10.2015 r. Ne 23 «O coBepIIeHCTBOBAaHUU JOKYMEHTAIIMOHHOTO 00eCIIeYeHHsI AeITeTbHOCTH
3A0 «MexcepBuc» B coctaBe: mnpeacenarenss 3yauHodt O.Jl., 3aB.KaHLENSpHUEH, YWICHOB
komuccun  Tokapea  H.JIL., 3aB.nmpousBojAcTBEHHBbIM  otAenoMm, IlaBmoBot  B.E.,
3am.T.0yxranrepa, Anekcanaposa A.B., menemxkepa no kaapam, Wsanosoii 3.11., cexperaps-
pedepeHTa KaHIENsIpUH, B MPUCYTCTBUU cekperaps oTaena Mapketunra C.C.Poanonooit
12.10.2015 r. mpoBenia mpoBEPKYy COCTOSIHUSL pabOThI ¢ JOKYMEHTaMH B OTJeJIe MapKeTuHra. B
pe3ynbTaTe MPOBEACHHON MPOBEPKH OBLIO YCTAaHOBIEHO, YTO B OTAENEe HECBOEBPEMEHHO
(hopMHUPYIOTCS B JieJla UCIIOJTHCHHBIE JIOKYMEHTBI, 3aT0JIOBKH JIeJT 3a4aCTYI0 HE COOTBETCTBYIOT
3arojioBKaM, MpeyCMOTPEHHBIM HOMEHKJIATYPOH /i€, OTCYTCTBYIOT J[Ba Jiefia C MepenucKon 3a
2015 1., He mpoBeAeHa TmpenapxuBHas o00padoTka mgokymeHToB 2015 1., moamexanmx
JUINTEILHOMY XpaHeHuto. Takum o0pa3oM, KOMHCCHS TpPUILUIA K BBIBOJIY, YTO B BEACHUU
JIEJONPON3BOJICTBA B OTNEJE  MapKETHHTa  HMEIOTCS  CYIIECTBEHHbIE  HEJIOCTATKH,
CBUJICTENHCTBYIONIME O HAPYIIEHUU ICHCTBYIOIIMX HOPMATHUBHBIX JOKYMEHTOB B 00JacTu



OpraHu3aly JOKYMEHTAIIMOHHOT0 obecrieuenus ynpasineHus. [1o yctaHoBIeHHBIM (hakTam ObLI
COCTaBJICH aKT MPOBEPKHU PAOOTHI C IOKYMEHTAMHU B OTJEJIe MapKeTHHTa B 4 sk3eMIusipax (1-if —
3aM.JUPEKTOpa M0 aJMUHUCTPAaTUBHO-XO3SMCTBEHHBIM BONpOcaM, 2-H — 3aB.OTIEIOM
MapkeTuHra, 3-1 — mpencenarento komuccuu, 4-u — B neno 01-09. Akt Berynmua B cuily ¢
MOMEHTa YTBEPKACHUS JUPEKTOPOM IIPEIITPUSITHS.

Curyanuus 3.

17 sHBaps TeKyllero roja B aJpec 3aBOJa [0 PEMOHTY YacOB U IOBEIUPHBIX H3IENINN
npuoOblIa TOCBUIKA C 3aBOJA-TIOCTABIIMKA, MPH BCKPBHITUH KOTOpPOW OBLIO 0OHApYXEHO
OTCYTCTBHME JIBEHAILATH KOPITyCOB JUIsl 4acOB Mapku «MOJIHUS», YNCIMBIINUXCS 10 HAKJIAIHOU
Neo 18 ot 24 oxTa0ps npenpiaymiero roga. s moarBepkaeHUs TaHHOTO (akTa HA OCHOBAHUU
npukasza aupektopa 3aBoaa Ne 12 ot 18 sHBaps Tekyuero roja Obula co3jaHa KOMHCCUSL O]
MpeAceaaTeIbcTBOM HaudaidbHUKa otnaena cHaOkeHus Kaprenko E.II. u uneHoB koMuccum
unkeHepa IlasnoBa A.P. u 3aB.cknagom Ne 1 Kynpsmosa P.B. Komuccueii 611 cocTaBieH akT
21 sHBaps TEKyILIero roja, B KOTOPOM COJEpKajicsl BBIBOJ O TOM, YTO 3aBOJ-IIOCTaBIIMK
JOJDKEH MOCTaBUTh HEAOCTAIOLIEE KOJINYECTBO KOPIYCOB K YacaM. AKT BCTyNWI B ACHCTBHE C
MOMEHTa yTBepxaAeHus (22 ssHBapsl T.T.) AupekTopoM 3aBoaa b.M1.PomaHoBBIM.

Curyanus 4.

WuBeHTapu3allioHHasT KOMMCCHSA, CO3/laHHAsi Ha OCHOBAaHUHU IIpUKa3a JAUPEKTOpa
MOCKOBCKOro 3aBofila IO PEMOHTY 4YacoB M IOBEJNUpHbIX u3zenuit Ne 24 ot 15 despans
TEKYIEro rofa, B coctare npeaceaarens OcTpoBckoro D.A.(3aM.TJIaBHOTO Oyxrajirepa 3aBoja)
u uneHoB komuccuu Ilerposoit O.H. (6yxrantepa), HockoBoit H.M. (cT. 5KOHOMHMCTA MIaHOBOTO
OTJIeN1a) MpOM3BEa PEBU3UI0 KacChl 3aBOJia MO COCTOSHUIO Ha 16 ¢eBpans Tekyllero roja.
PeBusus nposomunaceh B NpUCYTCTBMM Kaccupa 3aBoja KapramoBa H.M. B pesynbrare
IPOBEJCHHON PEBU3HUU OBLIO YCTAHOBIJIEHO, YTO OCTATOK HAJIMYHBIX JICHET B KacC€ COCTaBIsET
1030 py6uneit 00 kom., octatok aeHer mo kaccoBod kuHure — 1030 py6. 00 xom. pyrux
LIEHHOCTEH B Kacce 3aBojia HE OOHapy»X€HO, YTO COOTBETCTBYET NaHHbIM yueTa. Komuccus
TaK)K€ YCTAaHOBMJIA, YTO IOPSIOK BEAECHUS KACCOBOW KHUTHM M XPaHEHUS JIEHET COOTBETCTBYET
TpeOOBaHUSAM [Tono>xkeHHss O BEAEHHWHM KAacCOBBIX  OMNEpalii  TrocyJlapCTBEHHBIMU,
KOOIEPAaTUBHBIMU M OOILECTBEHHBIMU MPEINPUATUAMHU, YUPEKICHUIMU U OPraHU3aLMsIMU. AKT
BCTYNWJI B IEWCTBHE C MOMEHTA YTBEPKJIEHUS AUPEKTOPOM 3aBO/A.

Curyanus 5.

Komuccuss B coctaBe mpejcenaTels, HadaJlbHUKA OTAEIa CHAOXKEHHMS W UJICHOB
KOMHMCCUHM: HayaJlbHUKA OTAeJa KyJIbTYPHO-OBITOBBIX UM  XO3SHCTBEHHBIX YUPEXKICHHH,
3aBEAYIOLIET0 CKJIaJ0M, Ha3HaueHHas MpuKa3oM reHepaigbHoro aupekropa OAO «Crpenay,
npoBenia paboTy MO YCTAHOBJIEHHWIO HENPUIOJHOCTH K JasibHEiIleMy HCIOIb30BaHUIO
umyniectsa. Komuccus pabortana B NMPHUCYTCTBUM KIIAJOBIIMKA W HMHCHEKTOpa (UHOTAENA U
YCTAHOBMJIA, YTO UMYIIIECTBO COIIACHO MPUJIAraéMOMy K aKTy HEpPEUHIO MOJUIEKHUT CIUCAHUIO 32
HCIIPUTOJAHOCTBIO K I[ZlJ'II:HGﬁIHGMy HCIIOJIL30BaHUIO. AKT CIIMCAHHUS HMYyHICCTBa OBLII COCTaBIECH
c 2 95K3. (oTaeny cHaOXXeHUs, OyXraJTepuu), MOANNUCAH KOMUCCUN U YTBEPXK/IEH reHepalbHbIM
JTUPEKTOPOM.

Jliia 6osee yriayOIeHHOTO MOHMMAaHUS MTOCTaBJIEHHbBIX IPOOJIEM CTyAEHTaM HEO0O0XO0IUMO
OTBETHUTb HA PsiJl BOIPOCOB:
1. Kakue 10KyMEHTbI OTHOCSATCSI K OpraHU3al[MOHHBIM?



2. Kakoll opraHu3allMOHHBIA JOKYMEHT SIBJISIETCSI YUYPEAUTEIbHBIM U PETUCTPUPYETCS B
HAJIOTOBBIX OpraHax npu 00pa3oBaHUU NPEANPUATHS?

3. Tlouemy TpeOyercsi TOBBIIIEHHOE BHHUMAaHUE IMIPU TOATOTOBKE U  OGOPMIICHUH
OpPraHU3ALMOHHBIX TOKYMEHTOB?

3ananue 5. Pabota B cucteMe 3J1eKTPOHHOT0 JOKyMeHTooOopoTa DirectumRX

3ananue 1. PaboTa ¢ cipaBoOYHMKaMH MOIYJIS « Y TIpaBJI€HUE 3JEKTPOHHBIMU
JIOKyMEHTaMU».

3ananue 2. Co3ganue TOKyMeHTa u3 mabnoHa, u3 IpoBojHMKa JOKYMEHTOB U 3a]1a4.
OtmpaBka nokymenTa B DirectumRX 13 BHENIHUX MPUIIOKEHUN

3ananue 3. Hactpoiika npaB goctyna k fjokyMeHTaM. Co3zanue malioHa JOKyMEHTa
3ananue 4. DKCIOPT U UMIOPT TIOKYyMEHTOB

3ananue 6

1. B cucreme »snekTpoHHOro moKyMeHTooOopoTa «DirectumRX» co3maiiTe COTpyIHHMKOB
KOMIIAHUM M YYeTHble 3amucu Uil HuX. /[[1s Bcex COTpYyAHMKOB YKaXUTE THII
ayTeHTHUKANN «AyTeHTu(uKanusa mo napoiito». [laposb cOTpyaHUK TOJDKEH 3aJaBaTh
cebe caMm mpu THEepBOM Bxoje B cucreMy. lIpu 3amonHEHWH HCHONB3YHTE MAHHBIE O
COTPYAHHUKAX U3 TAOJIUIIBL:

dUO Jlorun OcHoBHOE JIOMKHOCTH
MOApa3AelICHUe

AHTOHOB AHATOJUIA Antonov_AV Cnyx06a qupekropa | Hdupexrop
BsiuecnaBoBuy
['opoxos IlaBen Gorokhov PS duHAHCOBO- PykoBoguTens ¢uHaHCOBO-
CrenanoBu4 OPUJIMYECKUMA OTACI | FOPUIMYECKOro OT/IesIa
Hpo3noB Anekceit Drozdov AY ®UHAHCOBO- Bbyxranrtep
OpreBuu OPUIAYECKUN OTaeI
Enumuna lapbs Epishina DA Cnyx6a nupektopa | Cekperapb-pedepeHT
AnekceeBHa

2. Jlng kaxaoro coTpyIHHKa 3arpy3ute Gotorpadputo




