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BBEJIEHUE

Mertoandeckue yka3zaHHs COAEPKaT KypC MPaKTHYECKUX PadOT MO AUCIUTIINHE
«3ammra u 00paboTKa KOHPHUACHIUATHHBIX JOKYMEHTOBY HaIllPaBJICHHBII Ha
U3y4eHUE IPUHLHUIIOB (PYHKIIMOHUPOBAHHUS U 3JIEMEHTHON 0a3bl BHIYMCIUTEIbHBIX
CHCTEM.

Copeprxaruecs: B JaHHOM MOCOOUY CBEJICHUS TEOPUU, METOUYECKHIE YKa3aHUS

N pCKOMCHOAINUU I10 BBIITIOJHCHUIO ITPAKTUYCCKUX pa60T ITO3BOJIAIOT UCIIOJIB30BATH

€Tr0 B Ka4CCTBC AOIIOJTHHUTCIIHHOI'O 1mocoOus AJIA 3aKPCIUICHUSA KypCa JICKHPIﬁ.
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[Ipaktnueckas padora Ne 1
Tema: «CocTaBiieHUe U BeleHUE NepevyHst nHGoOpMAaIu, COCTABJISIOMIEH
KOMMEPUYECKYI0 TaHy»

L]env pabomul: HayunThes cOCTaBAATh IEpeUeHb HHPOPMAILIMU, OTHOCALIEHCS K
KOMMEPYECKOW TalHE.

Xoo pabomui:

1. CocraBuTth nepeueHb (Tabnuily) uHGOpMAILIMK, COCTABISAIONICH KOMMEPUECKYIO
TaiiHy. JlaHHBIA NEPEYEHb COCTOMT W3 HAMMEHOBAHMS CBEACHHM, OTHOCAILIMXCS K
KOH(PUICHIIMAIBHBIM; yKa3aHUs JOJKHOCTHOTO JHia (MoApa3eieHus), UMEIOIIEro
MIPABO PACMIOPSKEHUS CBEICHUSIMU; CPOKOB KOH(PUACHITUATHHOCTH.

2. OdopMHUTH TIPOTOKOJ 3acelaHus DKCIIEPTHOW KOMHUCCHUU IO PACCMOTPCHHIO
[Tepeunst wuHpOpMANUU, COCTABIAIONICH KOMMEPYECKYIO TaiiHy (3a TOJIHCHIO
npeaceaaTeNs Wik HadalbHUKA CIIY»KOBbI 0€3011aCHOCTH).

3. CocraButp mpukaz «O BBeaeHun B JeiictBue llepeuns wuHbopmaruy,
COCTaBJISIIOIIEH KOMMEpYECKYI0 TaiiHy». B mpuka3e TOIKHBI ObITH OIpEaeNCHBI
MEpOTIPUATUA TO0 OOeCHeUYeHUI0 (YHKIIMOHUPOBAHMS TEPEYHS M KOHTPOJIO €ro
BBITIOJIHCHUSL.

4. C npuka3oM U MepeyHEM O3HAKOMJISIOT MO POCIIUCh BCEX COTPYIHUKOB,

paboTaromux ¢ KOHPUACHIIMATBHOW HH(pOpMAaITHEH.

Bce nokymeHThI 0OpMUTE COOTBETCTBYIOIIUM 00Pa30M B DJIEKTPOHHOM BUJIE
WK Ha muctax Gopmara A4.

KoHTpoJIbHbIC BONIPOCHI:

1. Jlaiite onpenenenne nouaTuio «KomMmmepueckas TaiHay.

2. Kakas undopmaius MOXKET COCTaBIISATh KOMMEPUYECKYIO TaliHy?

3. [ate onpenenenuie NOHATUIO «pa3rilallieHne HH(pOpMauu, COCTABIIAIOICH
KOMMEPYECKYIO TAUHY».

4. Kakue cBenenus B coorBeTcTBUU ¢ @3 PO «O kOMMEPUECKON TallHE» HE
MOTYT COCTaBJISITh KOMMEPUYECKYIO TaliHy?

5. Kakue Mepsl He0OXOAMMO MPUMEHSATH 110 OXpaHe KOHPUIECHIUATbHON

uHpopMaIuu?




[Ipaktrnueckas padora Ne 2

Tema: «Ilopsaaok ycraHoBJIeHHUs IrPpUu(a KOHPUICHIHATBLHOCTH
Ha JOKYMEHTbD)
L]env pabomur: HayanTtbest ycTaHaBIMBaTh rpud KOHGUIESHITNATFHOCTH HA

CCKPCTHLIC JOKYMCHTBIL

Xo0 pabomui:
1. 3ananue mabaoHOB rpuda

Jist 3amanusi U peIakTUPOBAHMS IA0JIOHOB HMCIOJB3YETCS OCHACTKa
"JlokanbpHast mOMUTHKA Oe30macHoCTH".

Jlist 3aganus madiaonos rpuda MS Word:

B y3ne "[lapamerpsl Secret Net" BeiOepute nanky "Hactpoiiku noacuctem"

B npaBoii yacTu OKHa MOSIBUTCS CITUCOK MOJIUTHK.

Bri3oBuTe KOHTEKCTHOE MEHIO i moMTUKU "TloTHOMOYHOE pa3rpaHuyYeHue
J0CTyma:

1.1 I'pud rxonbuaenmmanpHocTu s Microsoft Word" u BeiOeputre B Hem
xoMaHy "CsoiicTBa".

IlosgButcst nuasor:

| Ceoictea: Monxomounoe ynpaenenve aoctynow: Fpud ko... | 2 i["‘Z

MNapameTp ynpaenseT WalNoHOM MPHEA KOHPHIBHLHABHOCTH, KOTOPEI
HEMOMSSYETCR NP BLIBGAS KOHSHISHILMANEHL AGKUMHEHTOR Ha MSYaTh WY
papseropa M5 Woed

Pagarriiposars EepryTe MoHO@HbIR
|
| 1005 vameHerss watnoHa HaxviTe KHonky PegaxTHpoears’.

|

I ok || Omena || Npsiesnai |

Jlnst 3a1aHus maGNoHOB TpUda B IPYIIOBOM MOTUTHKE YCTAHOBUTE OTMETKY B
nosie "3amarh 3HaueHue mapameTrpa" (B JIOKAJbHOM YNOPABICHUHU 3TO IOJIE
orcytctByeT). CTaHyT JAOoCTynHbIMH KHONKH '"PenmaktupoBaTh" u "BepHyTh
UCXOIHBIN".



Haxmute knonky "OK".
JInanor 3aKpoeTcs U B CHUCKE MOJUTHK ITapaMeTp NpUMET 3HadeHue "3aman".

1.2 Jlnsa 3amanus ma6iaonoB rpuda MS Excel:

B y3ne "I[Tapamerpsl Secret Net" BeiOepute nanky "HacTtpoliku nogcuctem”

B mpaBoii yacTi OKHA MOSIBUTCS CITUCOK MOJIUTHK.

Br13oBHUTE KOHTEKCTHOE MEHIO it MonuTUKU "[loTHOMOYHOE pa3rpaHuyYeHue
nocryna: ['pud konduaennmanbHocT st Microsoft Excel" u BriOepute B HEM
komannay "CsoiicTBa".

[losBuTCS Inanor:

Ceolcrea: Nonvomounoe ynpasaeuwe aoctynom: I pu... fl'_?__lrg

[japamery |

KOHPMaEHLME NEHOCTM Ana Microsoft Excel

[ sagare sHausHWe NapaMeTps

; éﬁl MonHoMOouwoe YypasnesMe GoCTynon | pud
s ._P,

i

Hamerms |

| Wl |

: Msmerame |
! r

Beprye woxogree | |

MapameTp ynpasaeT WAGAOHOM MPMGS KOHDIBHLHATBHOCTH,
KOTOPGAA HONO/Mb 3WETTH NPH BLIBOAE KOHPHLEHUHANEHEIK ADKYMEHTO!
| |Ha nevaTs ke panakTopa M5 Excel

Mo ymomyanmio mocie ycraHoBkH Secret Net 5.0 monuTHKa He ompeneseHa,
MO3TOMY IPU MEPBOM OTKPBITHUHM JUANOra JOCTYHHBIM OyZeT TOJIbKO mojie "3anaTh
3HayeHue napameTpa’ (B JIOKAIbHOM YIPABICHHUH 3TO MOJIE OTCYTCTBYET).

Jnst 3aganust mabaoHOB rpuda B TPYNIOBOM MOJIUTUKE YCTAHOBUTE OTMETKY B
nosie "3amarh 3HaueHue napameTrpa’ (B JIOKaJbHOM YNPABIECHUH 3TO IOJIE
orcyTcTBYyeT). CTaHyT JOCTYNHBIMH MOJs BbiOOpa madnoHoB: ['pud#1", "Tpud#2" u
I'pud#3". Ilo ymonuanuto mocie ycraHoBku Secret Net 5.0 mabmon 'pud#3 —
IIyCTOM.

YcraHoBUTE OTMETKM B TOJSAX TeX IAa0JOHOB, KOTOpPBIE  JIOJKHBI
UCTIOJIb30BaThCS MPH MeYaTH KOHQUACHIUAIbHBIX JOKYMEHTOB. Y HEUCIIOJIb3YEMBbIX
1a0JIOHOB OTMETKY YJIalIuTe.

Haxxmure knonky "[Ipumenuts" nnm "OK".



[Tocne 3akpbITHs AUaNOra B CIUCKE MOJUTUK MapaMeTp MPUMET 3HaUYCHUE
"3aman".

JIyist oTMEeHBI 3a71aHus 1a0JIOHOB B IPYMIIOBOM MOJIUTUKE:

BeizoBute mgmanor "CpoiicTBa" 11 COOTBETCTBYIONICH TOJMTUKH (CM.
IPEABIIYIITUE TTPOLICAYPHI).

VY nanute oTMETKy B noJie ""3a1ath 3HaUYeHHE napameTpa” U HAKMUTE
kHOTKY "IIpumenuts" unm "OK".

PenaktupoBanue mabiaoHoB ais MS Word.

Bce oneparuu, cBsizaHHbBIE C PeIaKTUPOBAHUEM I1a0JIOHOB Tpuda
KOH()UICHIIUATLHOCTH MOKHO OOBEANHUTH B CIIEIYIONINE TPYTIIIBI:
* penakTUpoBaHue madoHa rpuda;
* nob6aBnenue B RTF-daitn HoBoro mabmona rpuda;
* ynanenue mabnona rpuda uz RTF-daiina;
* BOCCTAHOBJICHHE UCXOJAHBIX 111a0JOHOB.

ITon penakTrpoBaHueM 11a0JI0HA TOHUMAETCS BBITTOJIHEHUE CIAEAYOIITUX
omnepanuii:
* UI3BMEHEHHE PACIIOIOKEHUS TOJICH;
* no0OaBlieHUE U ylaJieHue noJiel 1mabaoHa;
* UI3MEHEHHE HAa3BaHUM ITOJIEN U UX 3HAYCHUM.

HN3menenue noser madaoHa

JInst  WU3MEHEHWs pacloJOKEHUST U yAAJIEHUS MOJeld  MCHOJIb3YIOTCS
cTaHAapTHbIe cpenacTBa penakropa MS Word. [lob6aBnenne u ynajaeHue mojeil Takke
BBITIOJTHSACTCS CTAaHAAPTHBIMU CPEICTBaMH pefaktopa. [Ipu 3ToM MOXKHO 100aBISITH
KaK YK€ UMEIONIUECs CTaHJapTHBIE TMOJIsl, OTHOCSIIHNECS K CBOMCTBaM JIOKYMEHTa U
Bxongme B Tpynnmy DocProperty, Tak u HecTanaapTHble ToJid. 34eCh IO
HECTAaHJAPTHBIM TIOJIEeM TIOHMMAeTCcs Jro0oe Tojie, KOTOpO€ JOJDKHO OBITh
WCIIOJIb30BaHO B Tpude KOHPUICHIHAIBHOCTH W KOTOPOE OTCYTCTBYET B TPYMIIC
DocProperty. Hanpumep, mosne, B KOTOPOM JOJDKHO OTOOpa)kaTbCsd Ha3BaHHE
noipa3ieJeHusl.

Jlyist moGaBieHUsT HECTAHAAPTHOTO OIS HEOOXO0IUMO TIPEABAPUTEILHO BHECTH

€ro B CIUCOK mojeun rpynmsl DocProperty.
* Jlnia o6aBiieHNsI HECTAHIAPTHOTO MOJISl B CIIUCOK:
1. Otkpoiite daiin madioHoB. /{15 7TOro BEI30BUTE AUAJIOT 3a/1aHUs 11a0JIOHOB
U HOXXMUTE B HeM KHOMKY "PemgaktupoBarts". OTKpoeTcs (haii 1madIoHOB.
2. Broibepute B Mento "@aiin | ColicTBa" U B OTKPBIBLIEMCS IUaJOre nepeianre Ha

BKknaaky "lIpoune":
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3. Beeaute B mnone "Ha3Banue" KpaTkoe ONMUCAHWE TOJIS, PACKPHIBAIOIICE €r0

Ha3HayeHue. J[sg mpuMmepa B JaHHOM cliydae J00aBisieTcsl MOJe C Ha3BaHHEM

"OcHoBanue". B mosne [M0DKHO OTOOpaKaThCsd HAaMMEHOBAHHE JIOKYMEHTa, Ha

OCHOBAHHWH KOTOPOTO BBITIONHSIOTCA Kakue-TuOO NEeWCTBHS, HAMPUMEp, MPUKA3 WIH

pacropsbkeHue. OJTO ToJie OyJeT 3amojHATHCS MOJIb30BaTEIEeM TIPU  BBIBOJIC

KOH(PUICHIIUAIBHOTO JIOKYMEHTA Ha TeYaTh.

4. B none "Tun" Beibepute 3Hauenue "Tekct".

5. B mone "3HaueHue" BBEAUTE YCIOBHOE 3HAauC€HHME. OTO 3HAYCHHE OyAeT

oToOpaxatbes B mosie rpuda. CaMo 3HadYeHHE OYJIeT BBOJAMTHLCS IMOJIb30BATEIEM TIPH

BBIBOJIC JIOKYMEHTa Ha Iedartb. B JaHHOM mpuMmepe 3HaueHueMm sBisierca "Homep

npuKaza uiu pacrnopspkeHus”. Takum oOpa3om, MU BBIBOJE JOKYMEHTA Ha IEYaTh

MOJIb30BaTeNIb JOJDKEH OyJeT BBECTH HaWMEHOBaHWE (HOMEp) TIpuKa3a WiIu

pacropsiKEHHUs.

6. Haxwmure kHonky "JloGaBuTh" B BepxHel yactu auanora. HoBoe mose oyaer

no6asiieHo B circok "CsoiicTBa'.

7. Haxxmute knonky "OK". lnanor 3akpoetcs. Jlo6aBieHHOE 1MOJIe MOXHO OyaeT

WCIIOJIb30BaTh TIPH BCTABKE IMOJIEH B 1mM1a0I0H rpuda (CM. CISAYIONIYIO MPOIeayPY).
JInst no0GaBiieHUs] HECTaHIAPTHOIO MOJIs B 111a0JI0H:

1. Otkpoiite (daits mabiIo0HOB (CM. MPEIBIAYIIYIO0 IPOLEIYPY).

2. BriGepute 11a0JI0H M YCTAHOBUTE KYpPCOP B MECTO MPEANOIAraeMoro pa3mMenieHus



noJisi. Eciii mosie Jo/KHO pa3MeIaThCsi B KOJIOHTUTYIIE, KOJIOHTUTYJ CIIeayeT
peABAPUTEIHLHO BBIJICIHUTh.
3. Brei6epute B Merro "BeraBka I [Tone". Ilossurces nuanor "[lone". 4. B ciucke
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Cnucok conepkut Kak ctanaaptHelie noiast MS Word, Tak u mossi, no6aBieHHbIe
cpenctBamu Secret Net 5.0 (B TOM 4mclie — HECTaHAPTHBIE TTOJIS).

5. Breibepute B crnucke "CBoiicTBa mosisi" Ha3BaHUE TOJS, MPETHAZHAYCHHOTO IS
BCTaBKM B MmabnoH, n Haxkmure kHomky "OK.". Jlmamor "Ilome" 3akpoercss u B
malJIoHe TOSBUTCS J00aBJICHHOE I0JIe, OToOpakaroliee yCIOBHOE 3HadyeHHe. B
JaHHOM TipuMepe ObLIo BbIOpaHo moje "OcHoBaHue", 100aBIEHHOE B MPEAbIIyIICH
nporeaype. [loaTomy 3HaueHue, oroOpaxkeHHoe B moiie, Oyaetr "Homep mpukasza uiau
pacnopsikeHus .

6. Ecnmu npobGaBieHHOE TOJIE OJDKHO HMMETh HasBaHHWE, OToOpakaemoe B Tpude,
YCTAaHOBUTE KypCOp CJ€Ba OT MOJIsl U BBeIUTE Ha3BaHue. HampuMep, B JTaHHOM citydae
— "OcHoBaHue".

7. CoxpanuTte U3MEHEHUs B IOKyMeHTe U 3akpoite MSWord.

8. B nmuanore "Ilapamerp" Haxkmute kHOnKy "lIpumenuts" wim "OK" u nocne ero
3aKPBITUS JIOKJIUTECh COXpaHEHUs HU3MEHEHHIl B mnosutuke. JloOaBlieHHME HOBOTO
mabnona JlobGaBnenue mabisoHa 3akntoyaercss Bo BcraBke B RTF-daitn HOBOro
paznena ¢ HeoOxoauMbIM HabopoM mnoseit . [Ipu aTom, Kak mpaBuIO, HEKOTOPHIE MOJIS
pa3MelarTcs B KOJOHTUTYJax. Tak, Hampumep, noje s 0OTOOpa)KeHUs KaTeropuu
KOH(HICHIIUATLHOCTH TMOMEMIAeTCs] B BEPXHWM KOJOHTUTYN. [lodromy mipm
100aBJICHUH HOBOTO IIA0JI0OHA MOXKHO HCHOJIB30BaTh yxke nuMeromuecs B RTF-gaiine
KOJIOHTHUTYJIbI, BEIOpAB HauOoJiee MOAXOASIINN U3 HUX U OTPEAAKTUPOBAB €TO.



Ecnm 3a oCHOBY sl peaakTUpOBaHHUS OepeTcss KaKOW-THO00 M3 MMEIONIUXCS
KOJIOHTHUTYJIOB, HOBBIM pa3/iell ClieyeT BCTABUTh ITOCIIE pa3jieia, COACPIKAIIEro 3TOT
KOJOHTUTYJ. B 3TOM cilyyae B HOBBIM pazfen OyayT CKOMHPOBAHBI KOJOHTHUTYJIBI
npenpiaymero pasaena. Ecnmm gobGaBnsemplii 11abJOH B 3HAYMTEIBHON CTETICHU
OTJIMYACTCS OT UMEIOIIUXCS U MPHU ero GOpMUPOBAHUU HE TPeOyeTCs KOMHMPOBATH H
peAaKTUPOBaTh KOJOHTHTYJIbI, HOBBIM pa3/iel MOXXHO BCTaBHTh B KOHIIE JIHOOOTO
pasnena. PekomeHnyercst BCTaBUTh €ro B KOHIIE nociennero pasnena RTF-daiina.
Hwxe nmpuBeaena nporeaypa nodasiaeHuss HoBoro maodioHna B ucxoausii RTF-daiin,
conepxammmii mabmonsl ['puda#l u I'puda#2. Pazgen BcTaBmsercs mocie madiaoHa
I'puda#l.

Jlns moGaBiieHus 11abJIoHA:

1. Otkpoiite daiin mabia0HOB. J{J1s 3TOTO BRI30BUTE JUAJIOT 3a/1aHUS IA0JIOHOB U
HaXXMUTE B HEM KHOTIKY "PegaktupoBats". OTkpoeTcs ¢haiii madiaoHOB.
2. YcraHOBUTE Kypcop B HA4aJIo CTPOKH pa3pbiBa pas3zeiia U HAKMUTE KIIABUIITY

<Enter>. Ilepex pa3peIiBoM pa3aeina OyIeT BCTaBJIEH IIyCTOM ad3all:
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3. YcraHoBuTe Kypcop B MyCTOM a03all mepes pa3pblBOM pas3ziesia U BCTaBbTE€ HOBBIN
pazmen. [lms sroro BeiOepute B MeHio "BceraBka | PaspeiB | HoBwiii pasgen co
cieayromieit crpanuubl". B gokymMeHT OyneT BCTaBJIEH HOBBIA paslien C
KOJIOHTUTYJIAMH, CKOIIMPOBAaHHBIMU U3 1absoHa ['puda# 1.

4. BelaenuTe BEPXHHMM KOJOHTUTYJ HOBOTO pas3fela M Ha OTKPBIBLIEHCS MaHEIU
"Konontutynsl" Haxkmute KHOMKY "Kak B mpenpiaymiem", 4ToObl BEpHYTh €€ B HE
Ha)XaToe MOJI0KEeHHE (IIPU OTKPHITUH IMAHEIH 3Ta KHOIIKA Ha)kaTa):
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= {CFO3DBEY-B3FF -404D-86847-TDDBDCZFASOE . r1f - Microsoft Word
L ELY s&v DB o [[fione 2 cetan - E A -

Bﬂ%ﬂwwn:?m:ri'-__-----,-------__--_,_____q_____.____,____f___=____-__,bmememmmuj
i . - K:'uum
o ﬂu‘n. =+ D507 20061246 . Jers. - }m
Tt Heponpees o Tlomssonazens . | ool Veidmedisodip s Yuevmedtuonepy: . .. ..
.=
kS
2 i - ¥
= ams < . | ¥

Crp. 2 Paan 2 213 Ha 1,2cm - Kon 1 AN ACHE. BAT BAT Wipu (4] 4
3. OTpé,HaKTprﬁTC Mo B KOJOHTHTYNe (yJaluTe HEHYKHblE, H3MEHHTE HX
pacrojoXeHue WId cojaepkaHue U T. 1.). PemaktupoBanue mabioHa OMHCAHO B
IPEABIIYLIEM pa3lee.

6. IlepeiimuTe K HUKHEMY KOJOHTUTYJIY M IOBTOPUTE NENUCTBUS MyHKTOB 4 1 5. Ecnun
HIDKHUNA KOJIOHTUTYJ B IIa0JOHE HE HCMONb3yeTCs, yAaJUTe B HEM BCE MMEIOLIUECS
OJISL.

7. 3akpoiite nanenb "KonoHTUTYBI".

8. B mepBomM mycToM ab3arie nocie BepXHEro KOJOHTUTYJIAa BBEUTE Ha3BaHUe rpuda,

otgopMaTtupoBaHHOE cTUIEM "3arojmoBok 1":
{ 2k {CFO3DBES-B3FF-404D-8B4 7-7DDEDCZFA90E). rtf - Microsoft Word

ma:mwhmammtmeamcma
: E:ls-ﬂﬁ'ﬁ E:&-‘“ Reﬂ Vv L!THM“*.

9. Ilpu HEOOXONMMOCTH BCTaBbTE HYKHBIC MOJA (CM. CTp 128) HGpGI/IIII/ITC K
HIDKHEMY KOJIOHTUTYJIY W TOBTOpUTE AEHCTBUS NYHKTOB 4 u 5. Ecnu HUKHHM
KOJIOHTUTYJI B IIA0JIOHE HE UCTIOJIb3YETCS, YAAIUTE B HEM BCE MMEIOIIHECS TTOJIA.

10. Coxpanute TOKyMeHT H 3akporite MS Word.

11. B nquanore "Ilapamerp" Haxkmute kHonky "I[Ipumenuts" unu "OK" u nocne ero
3aKpBITUS JOKIUTECh COXPAHEHUS! U3MEHEHUN B TIOJIUTHKE.

VYnanenne mabnona Ilpu ynanenun mabnona u3 RTF-daiina cnemgyer
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OPUIEPKUBATHCS CIETYIOMINX MPABUT:

* Ecin B cocrtaBe ¢aiina comepxkurca 2 U 0Oosee mabioHoB rpuda, HEoOX0IUMO
yAaIUTh caM Ia0JIOH, a 3aTeM — pa3pbIB pas3fiesia, KOTOPbIM yAaJIeHHbIN 1M1a0I0H
OTHENSICS OT ApPyrux. To ecTh KOJMWYECTBO DPAa3pbIBOB pasneina B (haiiie TOJIKHO
COCTaBMATH (11-1), T/I€ T — KOJIWYECTBO IMIa0JIOHOB.

* Ecnu B cocraB ypnansemMoro ma0ioHa KpOME KOJIOHTUTYJIOB BXOMST JIpyTue
aneMeHThl (cM. ['pud#2), cHauana cieayeT yAaJUuTh 3TH JJIEMEHTHI, a 3aTEM —
KOJOHTUTYJIBI. Huke MpuBeeHbl MPUMEPHI BBIMOIHEHUS 2 MPOLENyp YAJICHUS —
mabnona ['puda#l u madnona 'puda#2. [Ipouenypbl UMEIOT OTINYMS, CBSI3aHHBIC C
coctaBoM 1rabmonoB. [1la6mon ['puda#l npeacrasnser coboit BepXHUN KOJOHTHUTYI
(HIDKHHI HE HCIOJIB3YeTCs), B KOTOpoM pacmonoxkeHsl mois. [Ilabmon I'puda#2
COCTOUT M3 BEPXHEr0 U HIKHETO KOJIOHTHTYJOB (TaKXKE 3allOJIHEHHBIX MOJIIMU) U
PAaCIIONIO0KEHHON MEXYy HUMU OTAEIIBHOW IPYNIIBI MOJIEH.

Jns ynanenus I'puda# 1:

1. Otkpoiite daiin madionoB. Ha nepBoii cTpaHuiie OTKPBIBIIETOCS JTOKYMEHTa

nosiBUTCS 1a0sioH ['pruda# 1, 3akaHIMBaIOIIMICS pa3pbIBOM pa3jiea:

ol (71002DAT-9TD6-4DC1 -0IE5-9352T 21 2F BBL ). etf - Microsoft Word

@afn  [pesca Bua  Borgexa ®opmat  Cepewc  Tafimua Owno  Crpsesa A - X
&[4 100% « P 4 Ofermsh = Times New Roman - 10 -IKBTEE IEE=iEEE O-A-7

¥

Li%-l-: i S R R B e s e el R A R R R R T R e - o e A - L R T8 :?d:j_ij
r't.”:-u':_'-' HTTPTE o W T T T ST T o " & - JI
L R K ¥ A

&

.‘-b.'.

o

o

5

- ¥ | | i iy . - o
& 1 L 1 L +

e i ———— e e P A DA3AERS (0 CREAOILEH rmmm).__.__ e ik e

2 b
&
[+]
¥
= ams : »
Cro, 1 Paza 1 12 Ha 349 Cr1 Konl pveoe (Po

Ecnu pa3peiB paziena He oToOpa)xaeTcs, HOKMUTE Ha MaHeJId HHCTPYMEHTOB KHOIKY
"Heneuaraemple 3HaKu'".
2. OTKpoiiTe BepXHUN KOJOHTHUTYJI, BBIJIETUTE €0 COJIEPKUMOE (CM. PUCYHOK HUNKE)

U HaXXkmuTe KinaBuiry <Delete>.
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| [71002DAE-9FB6-4BC1 -BFES 9352F2F2FBBE].rtf - Microsoft Word
©sAn  [paexa Bea  Borasca, nupgar
& R mem o shyl. T

"&!:iib..".‘l.'!}h IH AW
s Moapiosarens

Foma » vaais it Wtam s Kon 1 - S0 e nwicon iz, i A
ConepxuMoe KOJIOHTUTYIIA OyIeT yAaJIeHO.
3. 3akpoiite nmanens "KomoHtuTyinbsl". Kypcop yCTaHOBUTCS Ha pa3pbIBE pasjeina:

3 [ T100G0AT - 9FR6 -4BCT -BFES GISPFIFIF Hf‘i’f'j_rll - Micrasoft Waord - (LS
@siin  [pascs Bua  Berasea Soppar  Cepesc  JTafins Owwio  Crpasca ' - X
@B vy 10% - 2 M TmesNowRomen -0 - X K 9 E]E S O-A- »

|,.,g[%-:-1-:-2-1-3-|-4-I-5~I'i-|-?-: CICRUCR N S TR RES § RCICS CR S = RS £ CRCRCH (SORUEY ° I-sr-ﬁiﬁgﬂ

SR T ) e e et T N Vi cecp - D O

EERALS

L S SR—— .1, "% T Y T (R T e I R a3 © 11 ) R ———— ﬂ
= c
. @
: s
a mr_ 3 4 | 3
Cm. | Pasa 1 1/2 Ha 2ew Cr1l Ko} o prycci (Po

4. Haxwmure knaBuinry <Delete>. [TepBsiit pa3zaen, BKIodaroIuii B ce0s 1madaoH
I'pucda#l, 6yaer ynanen B nokymenTe octanercs Toibko 1mabdiaon ['puda#2:

13



3[;100:}3.:.[ 9FB6 4BC1 BFES-9352F 2F 2FBBE). vt - Micresoft Word L
Qadin  [pasxa Bwa Boraska Copmar Cepewc  Talmws Owwo  Crpaea g

x
G - 100% - ¥ 4 Tmeshewhomn -0 - X K U [E|E SEEE O-A- -

L .|.1.|.2.|.?.|.4.|.5.|.i.|.}.1.'.|.g.1.1g.||1|.||]2.|||_1-||14-||:S-|-;{-m

P HOmcmemmrenn: Hud opumape o nunsoseTene, 1o xedron M renedonal
Perpeyp amme i i Ne- woc sore 7ot £a 160 TP STR R0 M w0 crrren]

£ Jexysmexr: Stamp. RUY

™ Ormevarans B IHCNO0 35T ¢ MITINNOR ) K3eMIUAD ax

o Jara:00.00.00f

1

= s8> 4 | 2J

cm. 1 Pasa 1L i1 HaZlom €Tl Koni arr WorE Baf sse pyooowifPe OF

5. CoxpaHuTe U3MEHEHUS U 3aKPOUTE JOKYMEHT.

6. Haxwmwure xnonky "OK" B nuanore "Csoiictea". [locne 3akpsiThs auanora
JNOKJIUTECh COXPAHEHUS U3MEHEHHI B TIOJINTHKE.

st ynanenus 'puda#2:

1. OTkpoiite ¢aiin madbaoHoB u nepeiaure k ['pudy#2, pacrnonoxxeHHOMy Ha 2-i
CTpaHHMIIE:

2} {7100 2DAF-9FB6-4BC1 -8FE5-9352F 2F 2F 8BE ). rf - Microsoft Word
@adn  [pssca Pwa  Borasca Gopwat Cepesc  Tafmwa Oxwo  Cnpasea el

By -
SR o 0% - 2l Treshewkomn -0 - XK Y [E|E EEEE O-A- »
PHO e menorye s Hud opuema o noama oparens, e sedemn: M-reaedoma] J
Fexmerp ammg woosic Ni-noc wre o £ o (e mp s ara il Mesnocurenx|]
Ao xymo s Stemp R
Ormevsrame-» reno soemomap on  EIeMILLAR AxT
Jlara s 00 00 00
1
=]
2
9
®
RICERT | 3]
Cm. 2 Panp 2 22 Ha CY 3 WIF EAT 23N pyeoodi(Pe OF

2. Beigenure rpynmny nojen, pacoJIOKEHHYIO MEXIY BEPXHUM U HUKHUM
KOJOHTUTYJIAaMH (CM. PUCYHOK HIDKE), 1 HOKMHTE KiaBuiry <Delete>:
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ettt S
i= IEiE D a.' -
U H O -5 mornm e ns » Hrodhopatap ) ..J
‘rull TP 2 B0 HHEL - e - Moc Hre 31 Pere Tpan o? L
Nexymear: Stamp. Bt ER v
l]tllr YAT2 W B '
l“; 00 0o 0g
—— il
———
:: t
k @ .
‘|
e e oA a P R T - e met = ke — — "!' _"-'H,n_.J
212 Ha 2,1em C 1 ¥Kba 1 v L & pycoos (Po 3

['pynma nmosneit 6yaer yaaneHa.
3. OTkpoiiTe BepXHUI KOJOHTHUTYJI, BBIIEIUTE €ro COAEPKUMOE (CM. pUCYHOK HUXKE)
1 HAOKMHUTEC KJIaBHHIy <Delete>.

mmmmmwcmxﬁmmgpm

A e T,

ConepxuMoe KOJIOHTUTYIIA OyAeT yAaJIeHO.
4. Haxwmure B nanenu "Kononturynel" kHonky "Kak B npeapiayemM':
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| {DBEETEED-ECDA-44BF-BDTB-BD545322BE20 ). rf - Microsoft Word DEX
Oafn [pasxa Bua  Borgexa Gopmar Copewc  Iafewa Oxvo Cnpaska Y
@A v - 200% ce B A TreslewRoman: - 0 G- X K 4 ME|EW IS iS F®O- Ao

L AL S e S Ok R O O R R S IR etk IC RN O ROR ¢ RN L F R P v R DR .:_'.iu,"'m

Crp. 2 Pma 2 2R Ha 1,200 o Kon | MAD ITE AN 3aM sewresioned
Ha skpane nosBuTCs npenynpexacHue:

\?l') Bl XOTHT® YAAMMTE STOT MOROHTHTYN # HCNONB3088TE KONOHTHTYA NpedblAyWero pasasena?

e L

5. Haxwmure kHonky "Jla".

KononTuTyn mpuMeT BUI BEpPXHETO KOJOHTHTYJA MPEIBIIYIIETO pasjaeia, T.e.
I'puda#l.

6. IlepeiinuTe Kk HKHEMY KOJOHTUTYITY ['puda#2, Beiaenure ero coaepxumoe (cm.
PUCYHOK HIDKE) M HOXMUTE KiaBuiry <Delete>.

Zi {DBBETSEY-ECBA-44BF -8D78-BD545322BE20]). 1t - Microsoft Word 9=1d
Gain Mpasca Bag  Borgews  Oopmar Cppewc Iafmws Owio  Cnpaexa B inTe pobDCE - X
& v ik v P Tesiiewhona. + - X K ¥ [EE ,__::p:ﬁ: [3_4_. »

_L ‘é’ Uil LR B R T e e CY RS 0 B e L R AT e A 1img

Crp. 2 Pasa2 252  HaZ9m Ko 1 &1 WOTE EAT 2w pyooodi(Po DK : ]

CopnepxuMoe KOJIOHTUTYIIA OyAeT yAAJIEHO.
7. Haxxmute B nanenu "Konontutynel" kHonky "Kak B npeasiayieM". Ha skpane
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IIOSIBUTCS IPUBEICHHOE BBIIIE NTPEIYyIIPEKIACHHUE.
8. Haxwmure kHonky "/1a". KoJOHTUTY IpUMET BHUJI HUPKHETO KOJIOHTUTYJIA

npeablIyIIero pasaena, T. €. ['puda#l.
9. 3akpoiite nmanens "KonoHTUTymsr".
10. YcraHoBuTe Kypcop B CTPOKE pa3phiBa pasjeiia (CM. pUCYHOK HUKE) U HAKMUTE
knasuiry <Delete>:

CH {SODOL703-A17E-4F 25-BE7C-FBYIBFTFFY1 6], vt - Microsoft Word

Gain  [Jpasca PBea Borgexs ©opmat Cppssc  Tabmwa Owxeo Cnpaexa - X

SR v [Fl00% v ® TmesNewRaman <10 - X XK Y EIE ISiEEE O ~A- ®
s 7 = — —

1 O SR R S I R S I R TR T O TS e RS P ORI N e T ' -
. AL A T A T e T R . T - =

& ) - o

ks o

" BT M i - &
*

l...:..=.-..:=:===m:::r_-.-_-:::: W—— sy P AP [A3 48N (00 CNEAYHOUEBNA CTRAAMIIE ) s s ool it

. 1 Pasa 1 12 Ha3%m €11 Koni pyeoewi (Po G

Bropoii paznen, Bxirovaromuii B ceos mabion ['puda#2, Oyaer ynaneHn. B nokymente
OCTaHeTCs TOJbKO mabnoH ['puda# 1.

11. Coxpannrte U3MEHEHUS U 3aKPOUTE JOKYMEHT.

12. Haxwmure knonky "OK" B quanore "Csoiicta". [locie 3akpbiTHs nuanora
"CaoiicTBa" 10KIUTECH COXPAHEHUSI U3MEHEHUI B MTOJIUTHKE.

BoccranoBienue 1madia0HOB

B ciywyae noBpexaeHus Wiau yTparbl N0 KakuMm-inb6o npuunHam RTF-gaiina c
mabnonamu I'pud#1 u I'pud#2 ero MoxHO BoccTtaHoBuTh. Ilpum 3TOM npyrue
1a0JI0HbBI, BXOIAIIME B cOCTaB (haiiyia, He BOCCTAHABIUBAIOTCS.

*e J]11s1 BOCCTAHOBIICHHMS IIA0JIOHOB:

1. Otkponre auanor "CpoiictBa" 1 noauTuky "[loTHOMOYHOE pasrpaHUYeHUE
JoCTyma:

I'pud xonpuaenmanbHoctu" (cMm. crp. 127).

2. Haxxmute kHOTIKY "BOCCTaHOBUTH MCXOAHBIN".

3. Haxxmute knonky "OK".

Penaktuposanue maodaoHoB aiis MS Excel

PenaktrpoBanre mabi0HOB MPEIOIAraeT BbIIOJHEHUE CIEAYIOINX ONepaluid:
 I3MeHeHune Ha3BaHUM 1a0JIOHOB.

* JloGaBieHue 1 y1ajieHue mojieH, a Tak’ke U3MEHEHUE UX PacCIlOIOKEHUS B

mabnone. [ pegakTHpoBaHus UCHOIb3YETCs ClIEHUANIbHOE 1UajIoroBOe OKHO.

e¢ JI5i peiakTUpOBaHMsI 11A0JIOHA:

1. B y3ne "Ilapamerpnr Secret Net" Beioepure manky "Hactpoiiku noacucrem" B
IPABOM YaCTH OKHA MOSIBUTCS CITUCOK MOJIUTHK.

2. BbI3oBUTE KOHTEKCTHOE MEHIO Uil MOIUTHKHY "TloTHOMOUYHOE pa3rpaHnyeHue

JoCTymna:
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['pud xonpuaenumansuoctu Anga Microsoft Excel" u BeiOepuTe B HEM KOMaHIy
"CpoiicTBa".

[TosiBuTCS MUamor (cM. pUCyHOK Ha cTp. 128).

3. BroiGepure mabnoH, NpenHA3HAYCHHBIA I PENAaKTUPOBAHUS, U HAKMUTE
COOTBETCTBYIOIIYI0 eMmy KHOMNKY "W3menutn". Ecinm TpeOyercs oOTpenakTHpOBaTh
mabnon ['pud#3 u pemakTupoBaHHE OCYHIECTBISETCS B MEPBBIM pa3, HEOOXOIUMO
NpeABAPUTEIBLHO YCTAHOBUTh OTMETKY B ToJie "3afaTh 3HaUeHUE napamerpa'’ U 3aTeM
— OTMETKY B MoJie Ha3BaHus madiaoHa [losiBUTCS TruanoroBoe OKHO peakTUPOBaHUS

mabJoHa

T oy wondgmge suwa assoc 1w

Tt T THT s DAY, SOENE RO O KO TR0 [T ISHMLL, MMS W YT
ACCYHEHTY , YROESHE KOrBMARHLHANLMOCTA CAIDH MM R MO MOBATATR, YT H0BHTE KyDoop -

H MACTD BCTARKM M HAMMHTE Hy WY =00y,

Bhl TEOWE HINETE BITEEHTE COOCTEEHHLE NADEMET ], FHlEH LoTORR By ayT i 1
B0l = of 8 o & 3 2| e
Hamsate rpeda
m _
Bepsr+4% konorrTyn e . T R
Crissy Cnpass
\ e T O L R _4_\ [ e JhKﬂMﬂqu«'ﬂDﬂb]

i nmma{fﬂpmmm] i

Mnﬁﬂcmnm Buiﬂﬂl‘bfh:ﬂﬂT[J'l: M'Fl. “ene, -
Po-’wuw 'ﬁ'm:ﬂ'w E{Mﬂwﬂﬁ
Aeeyyise | A TolA{BSATT]

HHBHIA EOROHTHTY R
C ey Cripmsa
I’y*"‘?ﬁm:ﬁ*’t}fﬂEﬁ']" P e R - e Ly A PRI e FAaD

B BepxHeii 4acTH OKHA PACIIONOKEHBI KHOIIKHU IS BBOJA TAPAMETPOB,
oToOpaxaeMbIx B rpude, u mosie s BBojAa (M3MEHEHUs1) Ha3BaHus rpuda

B HuxHEN yacTH pacmoJioKeHbI MOJsl NIl BBojAa mapametrpoB rpuda. [lTapamerpsi
MOYXHO BBOJUTH B JIEBYIO U IIPAaBYIK) YaCTH BEPXHETO UM HUKHETO KOJIOHTUTYJIOB, a
TaKkKe B I0JIE, MPeJHA3HAYEHHOE JUISI OTOOpaKEHUS MapaMeTPOB B KOHIIE TJOKyMEHTA.
[lenTpanpHas gacth KoMOHTUTYIOB MS Excel He ncnonn3yercs.

C moMoIp10 KHOTIOK BBOJIA B I1a0JIOH MOXKHO BCTaBIISATh CIEAYIONINE TapaMeTphl:

» Homep Tekyiien cTpaHuIlbl TOKYMEHTA;

» KosnuecTBo cTpaHull B JOKYMEHTE;
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« JlaTy BbIBOJIa JOKYMEHTA Ha I1€4YaTh;

* Bpems BbIBOJIa Ha e€yaTh;

* Ums (aiina;

* [1yTs K (aiiny;

* YpoBeHb KOH(DUICHIINATHHOCTH JOKYMEHTA;

* ms1 osib30BaTesisl, BHIMOJHUBIIIETO TI€YaTh;

* Y4YeTHBI HOMEP JOKYMEHTA;

* [Tosib30BaTENBCKUN TAPAMETP.

[lepeuncnenHple  MmapaMeTpbl, 3a  HCKIIOYEHHEM  IOCJIEAHEro,  SIBISIOTCS
cTaHAapTHBIMU. X 3HaueHUs1 BCTABIISIIOTCSA B TpU( aBTOMATHUUYECKH, 32 UCKIIIOUEHUEM
napaMmerpa "YYeTHbII HOMEp JOKyMEHTa', 3HaueHWEe KOTOPOro BBOJMTCS
MOJIb30BATENIEM MPHU MevaT NoKyMeHTa. [1onb30BaTenbckuii mapaMmeTp MpUMEHSETCS
B TeX clly4asiX, KOrjJla HU OJAWH W3 CTaHAApTHBIX [MAapaMEeTPOB HE YIOBIIETBOPSET
TpeOOBaHUSIM  MApPKUPOBKH  JOKyMEHTa. 3HAYCHHWE  MapameTpa  BOIUTCSH
MOJIb30BATENIEM MPHU MEYaATH IOKYMEHTA.

es J[11s1 BHECEHUSI N3MEHEHUH B I1A0JIOH:

1. BpI30BUTE AMATIOrOBOE OKHO PEIAKTUPOBAHUS IA0JI0OHA (CM. MPEABITYIIYIO
npoueaypy).

2. Ilpu neoOxoaumocTH B nosie "Hazpanue rpuda BBeIUTe HOBOEC Ha3BAHUE.

3. Jly1s BCTaBKU CTaHAAPTHOrO MapaMeTpa YCTAHOBUTE KYpCOpP B COOTBETCTBYIOIIIEE
MoJie ¥ HAXKMUTE KHOIMKY BBO/JIa IapaMeTpa

4. Jlnst BCTaBKM TEKCTOBOM MHGOpPMAIIMKM YCTAHOBUTE KypCOp B COOTBETCTBYIOIIIEE
I0JIE ¥ BBEJIUTE TEKCT BPYUHYIO.

Brenute Ha3zBanue napamerpa u Haxmure kHonky "OK". Ecnu napameTp yxe
HCIIOJIb30BAJICS paHee, €ro Ha3BaHUE MOKHO BbIOpATh B PACKPBIBAIOIIEMCS CITHUCKE.

6. Jlns ynaneHus u3 moJjs napaMmerpa Wik gparMeHTa TeKCTa, BBIACIUTE €ro U
HaxmuTe KinaBuiry <Delete>.

7. Ilocne BHECEHUs: U3MEHEHUH B 11a0JI0H HaxkmuTe KHOMKy "OK".

5. JIig BCTaBKM HECTAHJIAPTHOTO MMApaMETPa YCTAHOBUTE KypPCOpP B COOTBETCTBYIOIIEE
M0JIE U HAXKMUTE KHOIIKY BBO/IA MOJI30BATEIBCKOIO MMAPAMETPA.

[lostBuTCs nuanor:

Dialog ﬁl

Hasgarme napameTpa: Ol

Cancel

YicanMTe HazsEHe NEpaReTpE, Hade-me KoToporo By aseT
3ANpalHBATECR ¥ NOMLI0EATENA HENOCPEACTESHHD NEpEa
NBYA T AOKyMeHTS. Ecrn Bhi yiuce saaabsny aro paHES,
Hhﬁq)ﬂ'l!: HASESHHE M3 CIEKa.

Beenure HaszBanue napamerpa u Haxmure kHonky "OK". Ecnu nmapamerp yxe
UCIIOJIb30BAJICS paHEe, €ro Ha3BaHWE MOKHO BBIOPATh B PACKPBIBAOLLIEMCS CITHCKE.
6. [nst yganenus u3 noss napameTpa Wi (pparMeHTa TeKCTa, BHIJCINUTE ero U

HaxxMute knaBuiny <Delete>.
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7. Ilocne BHECEHUs U3MEHEHU B 11a0JI0H HaxkmuTe KHOMKY "OK".

BriBoabl

KoHTpoabHbIEC BONIPOCHI:
1. Ilepeuncaute yrpo3sl 0€300aCHOCTH 3JIEKTPOHHON MH(OpMaLUK.
2. Kakue mnporpaMMHO-anmnapaTHble CHUCTEMBl U CPEACTBA MCIOJNb3YIOTCS JIs

pemieHust mpoOyieM 3amMThl  UHGOPMAIMM B  CUCTEMax 3allUIIEHHOTO
3JIEKTPOHHOTO TOKyMEHTO000poTa?

3. YTo noJKHBI 00ECeYyMBaTh CUCTEMBI 3JIEKTPOHHOTO IOKYMEHTO000pOTa, B
KOTOPBIX LIUPKYJIUPYET KOH(pUIeHIMaIbHas nHopmaius?

4. Yto moapazyMeBaeT OpraHu3alus J0CTyna K KOHPHUISHIIMATbHBIM MacCHBaM
ANIEKTPOHHBIX TOKYMEHTOB?
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[IpakTrueckast pabora Ne 3

Tema: «IloaroroBka u u3ganue KOHPpUICHUIUAIBHBIX 10KYMEeHTOB. Ilopsimok
KONMPOBAHUSA U PA3MHOKEHHSI KOH(PUACHIHAIBbHBIX JOKYMEHTOB.
KonBeproBanue (makeTupoBaHue) OTHPABJIsieMbIX KOH(PUIEHIIMATIBHBIX
AOKYMEHTOB.

Lenv pabomei: TlomydnTh IPaKTUYECKUE HABBIKKA Pa0OTHI 1O MOJATOTOBKE W M3IAHHUIO
KOH(UJICHIIUATBHBIX  JOKyMEHTOB. HayuuThcsi KOHBepTOBaTh (TIAKETUPOBATh)
OTHpaBisieMble KOHPUIECHIIUATbHBIC TOKYMEHTHI.

Xo0 pabomui:

JUJ1s BBITIOJTHEHUS JTA0OPaTOPHOU pabOThl HEOOXOUMO:
1. Pazpaborars mo60it u3 Buaos gokymentoB (HM/I, P/, PIIJI, UCI, O, ®b/I,
KJI) B cOOTBETCTBUHU C MpaBUIaMHU U3IaHUS KOHPUICHIIUATBHBIX JOKYMEHTOB;
2. IlpucBoUTH TOKYMEHTY YUETHBIH HOMEP U Tpud KOHPUACHITNATLHOCTH;
3. OdbopMUTH KOHBEPT IO TEXHOJIOTHH, OMIMCAHHOHN B JICKITUH.

Brison:

KoHTpOJIbHBIC BONIPOCHI:

[—

. I'me u xak nipoctasisiercst rpud KOHDHUICHIIUATEHOCTH?

. Kakue pekBU3UTHI 3aMOHSIIOTCS Ha KOHBEpTE?

. UTo HE0OX0UMO MPEANPUHATE TIEpe]T MOMEIIeHHEM KOH(PUIECHITUATBHBIX
JIOKyMEHTOB B TIOJITOTOBJICHHBIC TAKETHI?

4. PaccKaXWTe O TEXHOJIOTHH MaKeTHPOBAHUS KOH(DHUICHIIUATBHBIX JTOKYMEHTOB.

. Kakoii CBSI3b10 MOKHO JIOCTABJISATH NAKETHI C
KOH(UICHIIUATFHBIMU TOKYMEHTaMU?

6. B TedeHmne kakoro cpoka J0JHKHBI 00pabaThIBaTHCS U

OTIIPAaBJIATBCA ,ZIOKYMGHTBI?

W N

D

21



[TpaxTrueckas pabora Ne 4

Tema: «Yuer KOH(pUIACHINAIBHBIX JOKYMEHTOB M UX HocuTesei. Padora ¢

BXOAsIIUMHU TOKYMECHTaAMMW).

Lenv pabomur: HayunThbes paboTaTh C BXOMSIIIMMU KOHPUIECHIIUATbHBIMU

AOKYMCHTAaMH.

Xoo pabomui:
BAPUAHT - 1:

l.

2. Jns yuera BXOIAIMIUX TOKYMEHTOB O(OPMUTH JHO00M 13
NEPEYUCIIEHHBIX BUJIOB TOKYMEHTOB:
- HopMmaTtuBHO-MeToauueckue (HM/I);
- pyxoBogsue (P/I);
- pacniopsiautenbHblie (PIT);
- uHpopManoHHo-cipaBoyHbie (MCJI);
- opranuzanuonusie (OJ1);
- ¢hunancoBo-Oyxranrepckue (Ob/);
- KaJipoBbIe (M0 TuyHOMY cocTaBy) K/I.
3. [IpousBectu y4eT BXOASMINX KOHPHUACHIIMATBHBIX IOKYMEHTOB (TIpU y4eTe
3aMoJHUTH BCE HEOOXOAMMBIC Tpadbl KypHaa).
4. Ha nokyMeHTe MpOCTaBUTh BCE HEOOXOIUMBbIE PEKBU3HUTHI (BH3a PYKOBOIAUTEIS
O TIPUHSATUY PEIICHHsI, OTMETKY O €T0 UCIIOJIHEHUH ¥ HAIIPaBJICHUU B JIEIIO)
BAPUAHT - 2:
1. Co3znats )XypHall yueTa BXOASIINX KOH(DHUISHITNAIBHBIX JOKYMEHTOB (3 uCTa).
OdopMUTH COOTBETCTBYIOIIUM 00pPa30M (CM. JIEKITHIO).
2. CocTaBUTh aKT O MOBPEXKIACHUH MaKeTa ¢ KOH(GUIECHIIMATLHBIMH IOKYMEHTAMU;
3. Hamucatb conpoBOAUTEIBHOE TUCHMO K aKTy.
4. B xypHaJje 3al0JHUTh Bce HEOOX0IuMBbIE Ipadbl O JAHHON CUTYaIHH
BAPUAHT - 3:
1. Co3pmath )xypHaI y4eTa BXOASIMNUX KOH(UICHITUATBHBIX JOKYMEHTOB (3 JHcTa).
OdopMuTh COOTBETCTBYIOIIUM 00Pa30M (CM. JICKITHIO).
2. CocTaBuTh aKT 00 OMIMOOYHO MPUCTAHHBIX JOKYMEHTaX.
3. Hammcarb CONpOBOAUTENBHOE ITUCHMO K aKTY.
4. B KypHaJe 3al0JIHUTh BCE HEOOXOUMBbIE rpadbl.
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Co3znaTh KypHaj yyeTa BXOIAIUX KOHPUIACHIIMAIbHBIX TOKYMEHTOB (3
ucta). OPopMUTH COOTBETCTBYIOIIMM 00Pa3oM (CM. JIEKIIHIO).
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KOHTpOJIbeIe BOIIPOCHI:

1. KakoBa nocnenoBaTenbHOCTh pabOThI ¢ TOCTYHAOIIUMU
KOH(HIEHIIUATIbHBIMU TOKYMEHTaMH?

2. B TedeHHe Kakoro cpoka BEJETCS )KypHal ydeTa MOCTYIUBIINX
JOKYMEHTOB?

. Uto HEoOX0AMMO caenaTh Npy MOJTYyYEeHUN HaKeTOB?

4. Kakue neiicTBHsl HEOOXOJIMMO MPEANPUHATD MPU HAPYLIEHUU O0POPMIIEHUS
MAKETOB, HECOOTBETCTBHS JIaHHBIX HA MAKEeTe€ M B COMPOBOJIUTEIHHOM
JNOKyMEHTE?

. Uto B mepByI0 ouepeab MPOBEPSETCS MPU BCKPHITUU NMAKETOB?

6. Uto HeoOX0AMMO MPEANPUHSTH MPHU MOITYYEHUH OIUMOOYHO NPUCTAHHBIX

JOKYMEHTOB?
7. Kakue rpadsl 3amoiHSIOTCA B KypHaje B MOMEHT peructpanuu’?

W

9,
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[Ipaktuueckas pabora Ne 5

Tema: «Cucrema aocryna K 6yMa)KHLIM H 3JICKTPOHHBLIM NOKYMCHTaM».

L]env pabomur: PazpaboTtaTh cucTeMy J10CTyIa K KOHPUACHIINAIbHBIM

JOKYMEHTaM
Xoo pabompi:
3adanue 1: CocTaBUTh COINAIIEHUE O HEPA3TJIALIEHUU KOH(UIEHIUATbHOM

uH(popmaIuu.

3adanue 2: [1onb3ysch JIEKIIMOHHBIM MAaTepUAIOM, HOPMATUBHO-IIPABOBBIMU aKTaMHU
B o0mactu HHPOPMAIIMOHHOM 0€30MaCHOCTH U JIUTEPATYPOH TI0 JTAHHOM TeMme

paspaborats [lonoxkeHue o nopsiake padoThl ¢ KOHPUACHIIMAIBHON HH(OpMAaIUEH.

Ipumepnas chopma cocnauienusi o HepazeiaueHuy KOMMepyecKoll matiHbl:
COTI'JIAIIEHUE

O HEpA3rJallleHU KOMMEPUYECKON TAHBI

T. « » 20 T

(manee — Opranusanus),

(HaMMEHOBaHUE OpPraHU3aluH, IPEAIPUATHS)

B JIUIIE €€ PYKOBOIUTES

(OMKHOCTD, HHHUIHAIB! U (GaMIIIHS PYKOBOJHTEIIS)
JCVCTBYIOIIETO HA OCHOBAHUH
U I'pa’KIaHnH

(pamunms, UMsi, OTUECTBO)

JNEUCTBYIOIIUM OT CBOETO UMEHH, B JAIIbHEUIIIEM NUMEHYEMBIE «CTOPOHAMMY,

3aKJII0UMIn HacTosee CorameHrue 0 HIKECIEyIOEeM:
1. IIOCTABJIEH B U3BECTHOCThH

(MHULMATBL M (aMUITHS TPAXKJAHUHA)
2. O3HAKOMJIEH:

(MHULMATBL M (haMUITHS TPAXKTAHUHA)
- ¢ IepeYHeM MH(POPMALINH, COCTABIISIOIEH KOMMEPUYECKYIO TallHy;
- C YCTaHOBJIEHHBIM PE€XMMOM KOMMEPUYECKON TAHbI U MEpAMU

OTBCTCTBCHHOCTH 34 €TI0 HAPYHICHUC.

3. PykoBoauTenb oOpraHu3anMu oOO0SA3yeTCsl CBOEBPEMEHHO JOBOJIUTH [0
BCE U3MEHEHUS

(vHMIMANB! 1 HaMUIIHS FPAXKIAHUHA)

BHOCHMBIC B IICPCUYCHDb I/IH(i)OpMaIII/II/I, COCTaBJ]SI}OIIICﬁ KOMMCECPUYCCKYTO TaﬁHy, B
PEKUM KOMMquGCKOﬁ TalHBI U MCPBI OTBCTCTBCHHOCTH 3d €CI'0O HAPYIICHUC.
4, PYKOBOI[I/ITGJIL OopraHu3alnunun O6513YCTC$I COo31aBaThb HGO6XOI[I/IMLIG yCJ10BuA

(MHULKATBL ¥ HaMUITHS TPaXKJaHUHA)
TUTst paboThI ¢ HHGOPMAIIMEH, COCTABIISIONICH KOMMEPUYECKYIO TalHy .
5. T00pOBOILHO IPUHUMAET
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(MHULMATBL M (aMUITHS TPAXKTAHUHA)

Ha ce0s cienyromue 00s3aTeabCTBa:

BpInONHATE yCTaHOBIICHHBIN B OPraHU3alUU PEKUM KOMMEPUYECKOW TalHBI.

He pasrnamars uHpOpMaIluio, COCTaBISIOLIYI0 KOMMEPUYECKYIO TailHy W 0e3
corJjlacusi pyKOBOJUTENSl OpraHu3allui He UCTOJIb30BaTh 3Ty MH(POPMALINIO B JIMUHBIX
LETIAX.

He pasrnamare uHpOpMaInio, COCTABISAIONIYI0 KOMMEPUECKYIO TalHy Iocie
MpEKpaIIEHus TPYAOBOTO JIOrOBOPa B TCUCHUE JeT

Bo3Mmectutrh opraHuzanuu TPUYMHEHHBIH yiiepO, B Ciydae pas3riialieHUs
nH(pOpMaIIMK, COCTABIISIONICH KOMMEPYECKYIO TallHy OpraHU3aI|u.

Ilepenate opraHuzanMu TpU MpPeKpalieHuu (pacTOpPKEHUU) TPYAOBOTO
JIOTOBOpPA BCE HMMEIOLIMECS MaTepHallbHble HOCUTENH, COJAEpXkaliue HH(POpMAIHIO,
COCTaBJISIIOIIYI0 KOMMEPUYECKYIO TaliHY.

6. COTJIACEH HA MPOBEICHUE

(MHUIMAIB! U GaMIIHS TpaXKIaHUHA)

B OTHOIICHUU HErO MPOBEPOUYHBIX MEPONIPUATHI CITy:K001 6€30MacHOCTH

OpraHu3alMH.

7. Cpok neiictBus Hacrosiniero CoryameHust yCTaHaBIMBAETCS CO JTHA €ro
NOJINMKUCAHMS Ha BECh IEPUOJ] TPYAOBBIX OTHOIIEHUI pabOTHUKA C OpraHu3aluen
(ero mpaBOIIPUEMHHKOM ).

8. Hacrosimee CoruanieHye coCTaBJIEHO B €IMHCTBEHHOM JK3EMILUISPE, KOTOPBI
HOJUVIEKUT XPAHEHUIO B JINYHOM Jiejie pa0OTHHKA JI0 €r0 YBOJbHEHUS U HE MEHEe
JIET MOCJIE €r0 YBOJbHEHUS .
9. Ycnosus Hactosiero CornamieHust MOTYT ObITh U3MEHEHbI B TUCbMEHHOM (hopMme

TOJIBKO IO B3AUMHOMY COI'NTAICHUIO CTOPOH.

IToamuce IrpaXxgaHuHa HOJ’I}KHOCTL 1 IOAIHNCh PYKOBOIUTECIIA
(paboTHuKA) OpraHu3aluu
(JTM9HAs TTOATIHCE) (HaMMEHOBaHHE JJOJKHOCTH)
(MHHIHATBL 1 HaMIITHs) (IM4HAs TTOAIUCH)
(IacriopTHBIC NaHHEIE) (MHUIAIB! U (haMIITHS)
«_» 20 r. « _» 20 r.
MII

IIpumeuanmue:
Kak npaBuio — tpex jet, Ho He MEHEe CpOKa, YKa3aHHOIO B MyHKTE 5.3

KoHTpoJbLHBIE BONIPOCHI:

1. KonduaennuanbHpie JOKYMEHTHI SBIISIOTCS JOKYMEHTAMHU
OTPaHUYEHHOTO J0cTymna. YTo 3T0 3HaUUuT?
2. Yro mpexacrapiseT co0oi cucteMa JocTymna’?
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3. Kakumu TpebOBaHMIMU CleIyET pyKOBOACTBOBATHCS MPH pa3pabOTKe
CHUCTEMBI JocTyna?

4. Kaxwue pa3zensl BKIIOYAET B ce0sl HOPSAAOK T0CTyna K
KOH(UACHIIUATIBHBIM JOKYMEHTaM?
5. Nmeer nu «IlonoxeHue o pexxuMe KOMMEpUYECKOH (ciTy>keOHOM TaliHBI)

opraHuzanuu (MpeanpuaTus)» rpud KoOHPUICHITHATBHOCTH?

[TpakTudeckas padorta Ne 6

Tema: «CocTaB/ieHue, BeleHHe U 3aKPbITHE HOMEHKJIATYPHI Jesl. CocTaBiieHHe
AKTa HA YHUYTOKeHHEe KOH(PUAEHINATBLHBIX TOKYMEHTOB H JIeJI».

Llenv pabomwei: HayuuTbCsi COCTaBISATh HOMEHKJIATYPY KOH(PHUACHIMAIBHBIX
JIeJI; COCTaBJIATh OIHKCh JIeJ, IEPEelaBaeMbIX B apXWB; COCTAaBJIATh aKT Ha
YHUUTOXEHUE KOH(PUIECHIIUATBHBIX el

Xoo pabompi:

1. CocraBuTh niepedeHb KOH(PUACHINATIBHBIX €N (PyKOBOIALINE JOKYMEHTHI,
pacriopsAauTeNbHbIC, OpraHU3allMOHHbIC, ((UHAHCOBO-OyXTaaTepCcKue, KapOBBIE).
2. OpopMUTh HOMEHKIIATYPY €7 COOTBETCTBYIOIIUM 00pa3oM

(munosas ¢oopma nomenxkramypot)

HanmeHnoBanue opranuzanuu ['pud xoHDUACHITHATBEHOCTH
(npu Heobxo0o0uMocmu)
HOMEHKIJIATYPA
KOHOUJIEHIIMAJIBHBIX JIEJI YTBEPX/IAIO
Ha 20 _ L. (OondcHocmb pyKogoOumens opeanu3ayuiL)
Ne
(noonuce, uHUYUALLL U DAMUTUL)
« » 20 r.
Ne nena 3arosoBoK siena HaumenoBa | Ne Hara Jara Komnuec | Cpok | ApXxuBHBIH
u rpud HUE ToMa | 3aBeAe | 3aKpbITH TBO xpaneH | 1mmdp, No
KOH(DU noapasien HUS sSiTOMa | JUCTOBB | HUAH U Jata
SHITNATb eHMUSI, TOMa (mena) TOME NeNe akra 00
HOCTH KOTOPOMY (mema) (mene) CTaTe | YHHUYTOXE
MIpeIoCcTaB o HUH,
nsgercs MepeyH | OTMETKH
JIeJI0 10 00
OTIpPaBKe
1 2 3 4 5 6 7 8 9
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PykoBoaurens noapasneneHus
KOH(HICHIIMATIBHOTO JICIONMPOU3BOACTBA

(noonucw, unuyuansl u pamunus)

« » 200 1.

COFH&CYIOIHI/IG BHU3bI JOJXKHOCTHBIX JIMI]

(pyKogooumeneii cmpykmypHwix noOpasoenenuil, apxusd, npeoceoamens IKCNEPMHOU KOMUCCUU)

B rpade 1 yka3piBaeTCsi MHACKC WM HOMED Jela (YU4eTHOTO )KypHaia) U ero
rpud KOHPUICHITUATHHOCTH.

B rpady 2 BHOCUTCS 3aroJIOBOK Jiea.

B rpade 3 nepeuncisiroTcst Noapas3aeaeHus, KOTOPbIM MPEA0CTaBIseTCs IPaBo
NI0JIb30BaHUSI COOTBETCTBYIOIIHUM JIEJIOM.

['padsl 1-3 3am0NHAIOTCA MPU COCTABIIEHUH HOMEHKIIATYPHI.

B rpade 4, 5 npocrapistoTcs apabckuMu UPpaMu HOMEP Ka)J0ro ToMa U Jara
ero 3aBefieHus. ['padbl 3amonHSAIOTCS B J€Hb MOIIIMBKA TEPBOTO JOKYMEHT TOMa
nena. Ecnu geno mepexopsiiee, To B rpade 5 NMpu COCTaBICHUM HOMEHKJIATYPHI
ykasbiBaercs: «llepexondmee ¢ 20 r.», ¢ IPOCTAaBICHUEM I'0J1a 3aBEACHUS JIETA.

B rpage 6 npocraBisercs apaOckumu nudpaMu JaTa 3aKpbITUS KaKJIOTO TOMA.
I'pada 3anonHsiercss B JeHb 3aKpbITUS TOMa. Eciu 7110 MepexoauT Ha CleayoIui
roj, To B rpade ykaspiBaercs: «llepexoaur va 200 r.»

B rpade 7 npocrapisiercs KOJIUYECTBO JJUCTOB B TOME (0€3 ydyeTa JIMCTOB OMKUCH
JIOKYMEHTOB JIeJIa).

I'padwt 4-7 3an0THAIOTCS 110 KKJIOMY TOMY OTJEILHON CTPOKOM.

B rpade 8 npocTaBisitoTCs CPOK XpaHEHUS U HOMEpPA CTATEW 10 YCTAHOBIEHHOMY
NEPEeYHI0 JOKYMEHTOB C YKa3aHMEeM CpOKOB XpaHeHus. [lpum oTcyTcTBHM
COOTBETCTBYIOIIMX CTaTel B TMEpPEUYHSX CPOKUM XPAHEHHUS JeJI yCTaHABIMBAIOTCS
DKCIEPTHOU KOMUCCHUEH.

B rpade 9 npocTaBnsroTcst apXuBHBIN mudp aena, ecau Aeso NepeJaHo B apXuB
(Ne honpa, onvcu, eMHUITBI XPAHEHUS ), UITK HOMED U J]a aKTa 00 YHUUITOKEHUH JIea,
WIM, €CIIU JIEJIO HAMPABIIEHO B APYTYIO OPraHU3aLMI0, HAMMEHOBAaHUE aJpeca, HOMEP
Y JjaTa COIPOBOJIUTEIBHOIO TOKYMEHTa

3. CocTaBHTh aKT HA YHUUTOXKECHHE KOHPUACHITNATBHBIX JOKYMEHTOB U JICII.
AKT 0 BBIICIICHUH K YHUUYTOKCHUIO KOHPUICHITUATBHBIX €] U JOKYMEHTOB
YTBEPIKIACTCS PYKOBOJUTEIIEM OpraHU3aluy (B TPaBOM BEPXHEM YTIIy C YKa3aHUEM
TOJKHOCTH, MHUIIUAIIOB ¥ ()aMUJITNH C MIPOCTABICHUEM TIOJIITHCH).
AKT COCTOUT U3 CIEAYIOMUX Ipad:
| — mopsaKOBBI HOMED;
2 — Neo (MHZIEKC) N1ea WId JOKyMeHTa U rpud KOH(UIEHIINATbHOCTH;

3 — 3aroJ0BOK AcJla NI JOKYMCHTA,
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4 —rox nena uiM JOKyMEHTa;

5 - NoNo 5K3eMIUIApOB TOKYMEHTA;

6 — KOJI-BO JIMCTOB B JI€JIE€ UJIU DK3EMIUIAPE JOKYMEHTA,
7 — cpox xpaneHuss u NeNe crarei 1o nepeyHo;

8 — mpuMeUaHue.

B koHI1e crenaTh 3anuch:

1. O KonuyecTBe €N U JOKYMEHTOB, OJIEKAIIMX YHUUYTOKEHUIO (32
NOJINHCHIO YWIEHOB KOMUCCHH);

2. IIpoBepku NpaBUIIBHOCTU BKJIFOUEHHS B aKT J€J U JOKYMEHTOB (3a MOJIHUCHIO
YJICHOB KOMHCCHH).

3. Akt 00 YHHUYTOXXCHHH COTJIACOBBIBAETCS ¢ mpexacenarenem OK ¢ ykazaHuem
€ro MHULMAJIOB M (aMUIIMM, a TaKXKE€ HOMEpA MPOTOKOJIAa W JaThl MPOBEACHUS
3acelaHus SKCIEPTHON KOMUCCHUH T10 TAHHOMY BOIIPOCY.

4. Kakum 00pa3om ObUTH YHUYTOXKEHHI Jiefia (3a TOAMUCHI0 YJIEHOB KOMUCCHUN).

KoHTpOJIbHBIC BONPOCHI:

YTt0 Takoe «aeiion»?

Jlaiite onpesenieHne NOHATUIO «HOMEHKJIaTypa KOHPUICHIUAIbHBIX .
Kakum o6pazom hopMupyroTcst TOKyMEHTHI B 1€7107?

Kakue pekBU3UTHI YKa3bIBAIOTCS Ha 00JIOKKE JIesia IPH €ro 3aBeICHUN?
[To xakoMy MPUHLIUITY HEOOXOAUMO COCTaBIATH HOMEHKIATYPY
KOH()HIEHIUAIbHBIX Je?

[TpucBauBaercs iu rpud KOHPUACHIIMAIBHOCTH HOMEHKIIATYpe Aei?
KakoBa npoueaypa yHUUTOKEHUS e’

8. KakoBbI yrpo3bl BO3HUKAIOT B IIPOLIECCE YHUUTOXKEHUS TOKYMEHTOB?

Nk W=

=
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[Ipaktrnueckas pabora Ne 7

Tema: «IIpoBepka HaTMYMA KOHPUACHIHATBHBIX JTOKYMEHTOB).

Lenv pabomol: I3yuuTh NOPSAIOK KOHTPOJIS HATUYUS KOHPUIECHIIUATIBHBIX
JIOKYMEHTOB

Xo0 pabompi: cOCTaBUTh AKT MPOBEPKU HATUYUS KOHPUACHIIMATBHBIX

JIOKYMEHTOB

BapuaHnt akta npoBepku

HanmenoBanue opranuszanuu I'pud koHGUACHIMATEHOCTH
(mpennpusTHs) (npu Heobxooumocmu)
AKT YTBEPXIAIO
0 MPOBepKe KOH(PUICHIIMATBHBIX JICT,
JIOKYMEHTOB U YYETHBIX JKypHAJIOB 32 (OondrcHocms pykogooumens
20 ron opeanuzayuu)
Ne (noonucw, unuyuanel u gamunus)
«_ » 20 T
CocraBineH:

(uHUYUanLL U hamuruu auy, NPOBOOUBLUUX NPOBEPKY)
Ha ocnoBanmnu: ,C 10 20 r.
(ccoinka na Ne npukasa, pacnopsgxicenust, UHCMpPYKyuu,)

IpOBE/IeHa NPOBEpKa:

- IPaBWJIBHOCTH MPOU3BEACHHBIX OTMETOK O PErMCTpalMM YUETHBIX KYpPHAJIOB (KapTOUeK), A€,
JIOKYMEHTOB, HOCUTEJIEH U UX JBYKEHUS 3a UCTEKIINH TOJ;

- (paKTHYECKOTO HAIMYHMS MOCTYIUBIINX U U3JAHHBIX JOKYMEHTOB 33 UCTEKIIHUI rof (IT0ICYeTOM
JIUCTOB);

- (pakTHYEeCKOro HaIM4Msl YYETHBIX >KypHAJIOB (KapTouek), e, IOKYMEHTOB BbIJIEJIEHHOTO
XpaHEeHUsI U HOCHUTEJEH, 3aperuCTpUPOBAaHHBIX 332 MCTEKIIMK M TpeablayIue roasl (6e3 moacuera
HI/ICTOB)I;

- 3aKpBITHS BCEX PETUCTPALIMOHHBIX HOMEPOB B KypHaJIax (KapTOUKax) ydeTa U3JJaHHBIX U
HNOCTYIMUBIINX IOKYMEHTOB, 3apEerUCTPUPOBAHHBIX 32 UCTEKILIUI rof1.

B pe3ynbraTe npoBepKH YCTaHOBIIEHO:

1. Bce nmoanexasiire NpoBepKe yueTHbIE )KypHaJIbl (KapTOUYKH), J1e1a, JOKYMEHTHI (HOCT%HI/IBIHI/IG,

HU31aHHBIC, IICPCBCACHHLIC Ha BBIICIICHHOC XpaHeHI/IC) W HOCHUTCIIM HAXOAATCA B HAJIMYHU .
2. Bce otMeTkH 0 perucTpanvu Aeji, JOKYMCHTOB U HOCHUTENCH COOTBCTCTBYIOT COIIPOBOAUTCIIbHBIM
mMarcepuajliaM, a OTMCTKU O ABWXKCHHUUN COOTBCTCTBYIOT HOBOMY MCCTOHAXOKACHUIO NOAUIUTBIX U

3
MNEPEBCACHHBIX HA YUCT BBIACICHHOTO XPAHCHUA TOKYMCHTOB .
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3. Bce perucrpannoHHble HOMEpa B )KypHajax (KapTodkax) yuyeTa U3JaHHbIX U MOCTYIUBIINX
JIOKYMEHTOB, 3apETrUCTPUPOBAHHBIX 32 UCTEKIIHH 0T, 3aKPBITHI .

4. Hmerorcs creayiollye HapylIeHWs B ydeTe M XpaHEHMM JeJ, JOKYMEHTOB U HOCHUTENei
(Yka3pIBaroTCsl pa3/ieibHO IO JeaM, BI1aM JOKYMEHTOB M HOCUTEIIEH, a TaKk)Ke Mephbl, IPUHSITHIE 11O

UX YCTPAaHEHUIO) .

6
[Ipunoxxenus

Tpumeyanus:
1 Ecnu mozcyeT JINCTOB IPOU3BOAMIICS, TO 9TO YKa3bIBACTCSL.
2Ecnu He Bce B HAJIMYMH, TO MUILETCS: KKPOME», C YKa3aHUEM YUETHBIX HOMEPOB JJOKYMEHTOB, HOCUTEJIEH MM UHIEKCOB (HOMEPOB) U rofia Jiell
(>KypHAJIOB).
* Ecim 0OHapY>KeHbI (PAKThI HECOOTBETCTBHSA, TO IMHIIETCS: KKPOME», C YKa3aHHEM 110 KayKIOMY JOKYMEHTY (HOCHTEIO, JeTy) B 4eM OHU MPOSBHINC.
Ecnu He Bce 3aKPBITHI, TO MTHIIETCS] KKPOME», C yKa3aHHEM y4eTHBIX HOMEPOB TaKUX JOKYMEHTOB (Zel); IIpU 3aKPBITUH XKyPHAJIOB (KapTOUeK) ydera,
BEAYILMXCS HECKOJIBKO JIET, OHU TAKXKE YKa3bIBAIOTCS.
3 ITyHKT BK/IIOYAETCS P BBISBICHUH OMIMOOK M HAPYIICHHH.
ITpunoskeHHs BKIIOYAIOTCS B aKT IIPU UX HAJTHYUH.
* B aKT BKJIIOYAIOTCS TOJIBKO T€ BHIBI IPOBEPOYHBIX MEPOIPHUATHI, KOTOPBIE (h)aKTHIECKH MPOBOAATCS. Ecian Kakue-To BHIBI IPOBEPOK MPOBOISATCS
MOKBAPTaIbHO, TO B TOJOBYIO IPOBEPKY OHH HE BKIIOYAIOTCS (IJIs1 HCKITIOUSHHS TyOIMpOBaHUs IPOBEPOUHBIX MEPOIPHATHUIT), a B HAUMEHOBAHHHU aKTa
YKa3bIBAIOTCS UX Ha3BaHUE (KPAaTKO) M HOMEp KBapTaja, 3a KOTOPBIH OCYIECTBIAETCS IPOBEPKA..

KoHTpoJibHbBIEC BONIPOCHI:

1. Llenn KOHTPOJSA HANUYUSA JOKYMEHTOB?

2. Kaxk yacTo cneayer npoBOJUTh MPOBEPKY HATMYMS KOH(HUIECHINATbHBIX
JOKYMEHTOB?

3. Buabl npoBEpPOK.

4. B kakoM TIoKyMeHTe (PUKCUPYETCsl Pe3ybTaT MPOBEPOK?

[Ipaktruueckast pabora Ne 8

Tema: «XpaHeHUe KOH(PUICHUNAIBHBIX J€J B APXUBE».

L]env pabomur: HayunThes paboTaTh ¢ apXUBHBIM XpaHEHHEM KOH(MUICHIIUATBHBIX
JIOKYMEHTOB H JIET

Xoxa paboThl:

N3y4uTh Clemyronme TeOpeTHIeCKHE BOMPOCHL:

ApXHBHOE XpaHCHUE KOHPUICHITUATBHBIX JOKYMEHTOB U JICII.

Pexum coxpanHOCTH KOH(MUICHIIMATHHBIX TOKYMEHTOB.

[Topsimok XpaHeHHsI [1eN B CIy»KO0e KOH(DHUIESHITNAIBHON TOKyMEHTAIINH.
ObecnieueHre COXPaHHOCTU KOH(DUICHIIUATBHBIX TJOKYMEHTOB.
Knaccuduxanus xpanunui.

O06opynoBaHKe apXHUBOXPAHUIIHUII.

[Topsitok UCIIONB30BaHUsT KOH(PHUICHIIMATBHBIX apXUBHBIX JOKYMEHTOB.

KoHTpoJibHbIC BONIPOCHI:

1. Kakum 06pa3om GopMuUPYIOTCS JOKYMEHTHI B €107

2. Kakue pekBU3UTHI YKa3bIBAIOTCS Ha 00JIOKKE JieNa MPH €ro 3aBeIeHUN?
3. IlpucBauBaercs au rpud KOHPUIESHIUATBHOCTH HOMEHKIIAType Jen?

4. KakoBa mpoiieypa yHUYTOKEHUS Je?
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5. Kakue rpadbl 3an0gHSAI0OTCS B KypHAJIe B MOMEHT PETUCTPaLin?

[Ipaktruueckas padora Ne 9

Tema: «Oco0eHHOCTH 3a1UUTHI HHPOPMALMH B CHCTEMAX JIEKTPOHHOI' 0
AOKYMEHTO0000pOTa».

Lenv pabomul: I3yduTh METOJUKY COBEPILIEHCTBOBAHUS TEXHOJIOTHH 3AITUIIIEHHOTO
JIOKyMEHTOO000pOTa

Xona paboThl:
N3yuuth clieiyronne TeopeTuYecKrue BOMPOCHI:

1. JlocTOMHCTBA ¥ HETIOCTATKU TPAAUIIMOHHOTO (OyMa)KHOTO) U SJIEKTPOHHOTO
JIOKyMEHTO000pOTA.

2. YTpo3bl 6€30MacCHOCTH AIEKTPOHHON MHHOPMAIIHIH.

3. Opranu3zanus 10CTymna K KOHPUICHITUATHHBIM MaCCHBAaM JIEKTPOHHBIX

JOKYMCHTOB U 0azam JaHHBIX.

KoHTpoJ/1bHBIE BONIPOCHI:

1. KakoBa nociie1oBaTenbHOCTh padOThI C NOCTYNAIOIUMU
KOH(UIEHIUATBbHBIMU TOKYMEHTaMU?

2. Kakumu TpeOoBaHUSAMH CIEIYyET PyKOBOJCTBOBATHCS MPHU pa3padbOTKe
CUCTEMBI TocTyna?

3. Yto HE0OX0AUMO NPEANPUHATD IIPU MOJYYEHUN OIIMOOYHO MPUCIAHHBIX
JIOKYMEHTOB?

4. B TeueHue Kakoro cpoka JOJDKHBI 00pabaThiBaThCs M OTHPABISATHCS

JOKYMEHTBI?
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