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HaBbIKaxX, IIOJIYYCHHBIX CTYACHTaAMU IIpUd HU3YYCHHU JHUCHUILINHBI

1 IACIOPT PABOYEM ITPOT'PAMMbBI YYEBHOM JUCIUILIUHBI

OI1.04 IoxkymeHTALIMOHHOE 00ecreyeHue yrpaBjaeHus

1.1 O6aacTh NPUMEHEHHUS MPOrPaAMMBbI
Pabouas mporpamma yuebHoi aucrumuuasl OI1.04 JlokymeHTanoHHOE OOecCTeYeHHue YIpaBIeHUs
SIBJISIETCSI YaCThIO MPOrpaMMbl MTOATOTOBKU CIEIMAIMCTOB cpenHero 38eHa B coorBeTcTBuu ¢ GI'OC CIIO no
cnerranbHoCcTH 38.02.01 DxOHOMEKA B OyXTaNTEPCKUi y4eT (TI0 OTPaCIIsiM).

1.2 MecTo y4eOHOIl JTUCHHMIIMHBI B CTPYKTYpPe NPOrpaMMbl MOATOTOBKH CHEIHATNCTOB CPeaHero
3BeHa
JlMcuuIuimHa OTHOCUTCA K TPO(ECCHOHATILHOM MOATOTOBKE M BXOJIUT B COCTaB 00IENPOecCHOHATHHOTO
IIUKJIA.
Hucturummaa OI1.04 JlokymeHTanmonHoe obecnieueHne ynpasieHus 0a3upyeTcs Ha 3HAHUAX, YMEHHUAX U

OI1.01

OKOHOMUKA OpraHu3aluu.

Komnerenmuu, ¢popmupyeMbie IpyU U3yUYEeHHH MPEIIIECTBYIONEH TUCIUIUIMHBI, HEO0OX0AUMBIEC TIPU U3yYCHUU
mucrurinael OI1.04 JlokyMeHTanmoHHOe oOecriedeHne yrpaBieHus:
OK 02. OcymiecTBisTh IOUCK, aHAIU3 U WHTEPIPETAMIO WH(POPMAINY, HEOOXOAUMOM ISl BBHITIOTHEHUS
3a7a4 MpohecCUOHATBHOM eI TebHOCTH.
OK 09. Ucnonp3oBaTh HHPOPMALTMOHHBIE TEXHOJIOTHH B IPOPECCUOHATBHOM NEATETLHOCTH.

OK 11. Mcnonb3oBaTh 3HaHHMSA 1O (UHAHCOBOM TI'PAaMOTHOCTH, IUIAHHPOBATh MPEANPHHUMATEIBCKYIO
JeSTeIBHOCTh B TPO(ECCUOHATIBHOM cepe.
[IK 2.6. OcymiectBiate cOop HHPOpMALMKM O JEATEIBHOCTH OOBEKTAa BHYTPEHHETO KOHTPOJIS IO

BBITIIOJTHEHUIO TPEOOBAHU TPAaBOBOM M HOPMATUBHOM 0a3bl U BHYTPEHHUX PETJIAMEHTOB.

IIK 4.1. OtpaxkaTh HapacTalOIIUM MTOTOM Ha cueTax OyXTajJTepcKoro ydera MMYILECTBEHHOE U
(UHAHCOBOE TMOJIOKEHHE OPTaHMU3AIlNH, ONPENENATh PE3YIbTAaThl XO35MMCTBEHHON NESTEIHHOCTH 32 OTYETHBIN
HEepUoI.
[IK 4.4. IIpoBoaUTh KOHTPOJIb M aHaidu3 HHpopManuu 00 akTUBaX U (PUHAHCOBOM IOJIOKEHUU
OpraHu3aI|H, €€ MIaTeKEeCIOCOOHOCTH U IOXOTHOCTH.

[IK 4.5. IlpuHuMaTh yyacTve B COCTaBJIEHUU OU3HEC-TIIaHa.

I1K 4.6. Ananu3upoBaTh  (PMHAHCOBO-XO3SHCTBEHHYIO

ACATCIIbHOCTD,

OCYHICCTBJIATDH

aHaJInu3

I/IH(l)OpMaHI/II/I, HOqueHHOi/JI B X0JI€ MPOBCACHNA KOHTPOJIBHBIX NPOUCAYP, BLIABIICHUC 1 OLICHKY PHCKOB.

B PE3YJAbTATEC U3YUCHUSA yqeﬁﬂoﬁ JAUCHUITINHBI oﬁyqaloumeca JOJIZKHBI

Ne HNupexc Copaep:xanue KoMIeTeHIHH ~
. NPaKTHYeCKHii
IL.II. | KOMIeTeHI[U T (nm e€ yacTn) 3HATh yMeTh
OnNbIT (BJa/1€Th)
1. | OK-02 OcCyImecTBIATh OUCK, aHAIN3 | CYIIHOCTh onpeneniTh
W MHTEPIIPETAIHIO OpraHM3aliy KaKk OpraHU3aIIOHHO-TIPABOBbIE
nHpopmannu, He00X0IUMOit OCHOBHOTO 3BEHA (opMBI OpraHu3anui
JUTSL BBITTOJTHEHUS 337124 9KOHOMUKH OTpacieit
npodeccHoHaIBEHOM
JIeATEIIbHOCTH.
2. | OK-09 Hcnonb3oBath CIOCOOBI SKOHOMUH HaXOJIUTb U UCIIOJIb30BaTh
nH}popMannoHHbIE pecypcoB, B TOM HEO0OX0IUMYIO
TEXHOJIOTUH B YHCIJIC OCHOBHBIE HKOHOMHYECKYIO
npodeccHoHaIBLHOM IHeprocoeperaronye nHdopmanuio
JIeSITeTbHOCTH. TEXHOJIOTUH
3. | OK-11 I/Icnomsosalﬂ) 3HAHUS 110 MexXaHH3MBI OIpEeIeIATh
(bMHAHCOBOM rPaMOTHOCTH, L1eH006pa3oBaKHs OpraHH3aLHOHHO-TIPaBOBbIC
IUIAHUPOBATh (bopMbI OpraHu3auii
MpeANPUHIMATEIbCKYIO
JIeATeIbHOCTh B
npodeccroHansHoOH chepe.
10 | TIK 2.6 OcymiecTBisTh cO0p OpraHu3aLuI0 3aII0JIHATH [IEPBUYHBIC
nHpopManny 0 JeITENLHOCTH | MPOU3BOJCTBEHHOIO M | JOKYMEHTHI IO
00beKTa BHyTPEHHET0 TEXHOJIOTHYECKOTO HKOHOMHYECKOH
KOHTPOJIS 110 BHITIOJIHEHHIO MPOLIECCOB; JIeSITeIIbHOCTH
TpeOoBaHuii IPaBOBOH 1 OLICHKH OpraHM3alu
HOpPMaTHBHOH 0a3bl U 3 PEeKTUBHOCTH UX
BHYTPEHHHX PErIaMEHTOB. WCTIONIb30BaHMS

5



B pesyabTare u3ydyeHus yueOHON IUCHUTNJIMHBI 00y4alolInecs 10/ KHbI
Ne Huaexce ConepixaHue KoMIeTeHIMH =
. NpaKTHYecKuii
IL.1. | KOMIeTeHIIH 1 (n1m e€ yacTn) 3HATH yMeThb
OnNbIT (BJa/1€Th)
11 | TIK 4.1 OTtpaxkaTh HaApaCTAIOIIHM MIPUHIIAITEI I METONIBI | OTIPENENSITh COCTaB
UTOTOM Ha CUeTax YIIpaBICHUS MaTepuaabHbIX, TPYJOBBIX
OyXranTepcKoro ydera OCHOBHBIMH U 1 (pMHAHCOBBIX peCcypcoB
HUMYIIECTBEHHOE U 000pOTHBIMHU OpTaHM3aIN
(bUHAHCOBOE TIOJIOKEHHE cpencreaMu; GOpPMEL
OpraHHU3aliH, OIPEIEeIISATh OIUIaTHI TpyAa
pe3yJbTaThl XO3S1IICTBEHHON
JIeATEILHOCTH 33 OTYETHBIN
HEepUO/.
12 | TIK 4.4 [TpoBOANTH KOHTPOJIb U COCTaB paccuuTHIBATH I10
a”anu3 uHGopmanuu 0o MarepuaibHbIX, NPUHATON METOIMKE
aKTHBaX M (PHHAHCOBOM TPYIOBBIX U OCHOBHBIE TEXHHKO-
MIOJIO)KEHUN OPTaHU3alny, €€ | (MHAHCOBBIX 9KOHOMHYECKHE
IUIATEXECIIOCOOHOCTH 1 pecypcos; MOKa3aTeIH ACATCIBHOCTH
JOXOJTHOCTH. OPTaHHU3AIIIO OpTaHM3aIN
MPOU3BOJICTBEHHOTO U
TEXHOJIOTHYECKOTO
MPOLIECCOB;
OLICHKH
3G GEKTUBHOCTH UX
WCIIOJIb30BaHHMsI
13 | TIK 4.5 IIpunumars yyactue B OCHOBHBIE IPUHIMIIBL | 3AI0JHATH IIEPBUYHBIC
COCTaBJICHUH OU3HEC-IUIaHA. MOCTPOSHHUS JIOKYMEHTBI TI0
9KOHOMMYECKOHI 9KOHOMMYECKOHI
CHCTEMBI JIESITEIIEHOCTH
OpTaHM3aIN OpTaHM3aIN
14 | TIK 4.6 AHanmu3npoBaTh (PUHAHCOBO- OCHOBHBIE TEXHHUKO- paccCUUTHIBaTh 110
X035 CTBECHHYIO 9KOHOMHYECKHE MPUHATON METOINKE
JeATEeNIbHOCTD, OCYIIECTBIISITh | ITOKAa3aTeln OCHOBHBIE TEXHHKO-
aHanu3 MHGOpMaLIH, JIeSITeIIbHOCTH HSKOHOMHYECKHE
HOHy‘IeHHOﬁ B XO0€ OpraHu3anuu u IoKasaTeju ACATCIBHOCTH
TIPOBEACHUA KOHTPOJIBHBIX METOAUKY UX pacueTa OpraHu3anuun
NPOLEYD, BBISBICHUE U
OLICHKY PUCKOB.
1.3 Llen u 3aga4n y4eOHOM TUCHUILNINHBI — TPEOOBAHHUSA K Pe3yJIbTaTaM OCBOCHHS THCHHUIINHBI
B pe3ynbrare uzyuenus o0s3aTeabHON YacT yueOHOro HUKJIIA 00yYarOIHICs TOJIKEH:
YMeThb!
— WCIOJB30BaTh HCTOPUYECKUH OMNBIT OpPraHW3alWU JETONPOU3BOJCTBA ISl PEIICHUS MPAKTUYECKHX
3a11ay4;
— COCTaBJIATH NPOCKTHI OPTaHHU3AIMOHHO-PACTIOPAANUTCIBHBIX TOKYMCHTOB,
— HCHOJIb30BATh COBPECMCHHBIC KOMIIBIOTCPHLIC TCXHOJIOTHHU B OpraHrU3alivun ACIIOIIPOU3BOJACTBA,
— TPUMEHSTh TNPUOOPETEHHBIE 3HAHUS B JIOKYMEHTOBEJACHUW M JOKYMEHTAIMOHHOM OOECIeueHUN
yIpaBiI€CHUS.

3HATh.
— TCOPECTUUCCKHUE OCHOBBI TCXHOJIOI'MHW OpraHu3anuu C.]'Iy)K6I:I I/IHCbOpMaI_[I/IOHHO-)IOKYMGHTaHI/IOHHOFO
o0ecrnieueHus yrpaBIeHUs;
COBPEMEHHYIO OpraHMU3allMIo JeNoNpOn3BoIcTBa B Poccuu, TpeboBaHMs MEXTyHapOAHOTO CTaHIaPTa;
cneun(uKy opraHu3almy AeJ0NPOU3BOICTBA B FOCYJaPCTBEHHBIX U HETOCYIapCTBEHHBIX OaHKaX;

MMPUHIUIIBI OpraHru3allui U 3aia4n CJ'Iy')K6 AOKYMCHTAIITUOHHOT O obecrneueHUs 6aHKa;

HOPMAaTHUBHO-METOUYECKUE JOKYMEHTHI, peraamentupytomue JJOY;
palMOHANBHYIO TEXHOJIOTHIO TpHUEMa, TMPOXOXKACHHSA, MOATOTOBKA M OTHPAaBKHA JIOKYMEHTOB B
TPaJUIIMOHHBIX U AaBTOMATU3UPOBaHHBIX cuctemax JJOVY.

MakcumanbHasi yueOHast Harpy3ka oOydJarorierocs 48 4acoB, B TOM YHCIIE:
— o0s3arenbHas ayAuTOpHas yueOHas Harpyska oOyuatorerocst 48 gacos.
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1.4 IlepeyeHb IUIAHHUPYEMBIX Pe3yJabTATOB 00y4YeHHsl 0 NUCHHUILINHE (MepedyeHb (POPMHUPYEMBIX
KOMIIETEHI[H )

OOyuaromnmiicst JOJDKeH 001a1aTh OOIMMH KOMIIETEHIIMSIMH, BKIFOYAIOUIMMHU B ce0s1 CTIOCOOHOCTH:

OK 11. Mcnonb3oBaTek 3HaHUS 1O (PUHAHCOBOM I'PaMOTHOCTH, IJIAHUPOBATh MPEANPUHUMATEIBCKYIO
JeSTeIbHOCTh B IpodeCcCHOHAIBHOM cepe.

OOyuaromuiics 10oJKeH oOsafaTth NpoPecCHOHATbHBIMM KOMIETEHUUSAMH, BKJIIOYAIOUIMMU B ceOs
CIIOCOOHOCTH!

IIK 1.1. O6pabaTbiBaTh IEPBUYHBIC OYXTAITEPCKHUE TOKYMEHTHI;

[1K 2.6. OcymiectBasiTe cO0p HHPOPMALUU O MACATEIBHOCTH OOBEKTa BHYTPEHHETO KOHTPOJIS II0
BBINOJIHEHUIO TPpeOOBaHUI IIPaBOBOM M HOPMATUBHOM 0a3bl U BHYTPEHHHUX PErJIaMEHTOB;

[1K 2.7. BBIMONHATE KOHTPOJIbHBIE MPOLEAYPhl M HMX JOKYMEHTHPOBAHUE, TOTOBUTH U O(QOPMIIATH

3aBCpIIAOIIME MATCPUAJIBI 11O PE3YyJIbTaTaM BHYTPCHHET'O KOHTPOJIA;

T1IK 4.2. CocraBisiTh

bopmbl

3dKOHOIATCJIIbLCTBOM CPOKHM.

OyXranTepcKoiu

(puHAHCOBOI)

OTYCTHOCTHU

YCTaHOBJICHHBIE

Ne Uneke Conepskanue KoMmeTeHumuM B pesyabrare uyueHust y4eOHOM JUCHUILUIMHBI 00y4alolmecs ;:[omch:,I
ILIL.| KOMIIeTeHIUH (nau eé yacTn) 3HATH yMeThb TPAKTIHECKIH
ONBIT (BJ1aJ1€Th)
1. | OK-11 Hcnonp30BaTh 3HAHUS 110 TEOPETHYECKHE OCHOBBI HCTIONIB30BATh
(MHAHCOBOI rPaMOTHOCTH, TEXHOJIOTHUH OPTAaHU3AIMH | UCTOPHUYECCKUH OIBIT
IUTAHUPOBATh CiTy>KOBbI M”H()OPMALIMOHHO- | OpraHW3aluu
MIPEATIPUHIMATEIBCKYTO JIOKyMEHTAI[HOHHOTO JIETIONPON3BOJICTBA /IS
JEeATELHOCTh B obecIieueHNs YIPaBICHNS | PEIICHUS MPAKTHYECKUX
npodecCHOoHANIBHOI chepe 3amay
10.| IIK-1.1 OOpabatbIBaTh IEPBUYHbIC COBPEMEHHYIO COCTaBIIATh IIPOEKTHI
OyXranrepckue JOKyMEHTBI OpraHU3aIHIo OpraHU3aIOHHO-
JIETIONPOU3BOJICTBA B PpacIopsITUTENbHBIX
Poccun, TpeboBaHus JIOKYMEHTOB
MEXTyHapOIHOTO
CTaHjiapra
11.| [IK-2.6 OcymiecTBiATs cOOp HOPMAaTHUBHO- HCTIOJTb30BaTh
nH}popManny 0 NeITEILHOCTH | METOJIMYECKHE COBpEMEHHBIC
00beKTa BHyTPEHHETO JIOKyMEHTHI, KOMITBIOTEPHBIE
KOHTPOJIS TTO BHITIOJHEHHIO perylaMeHTHPYIOIIHE TEXHOJIOTHH B
TpeOOBaHU MPaBOBOH 1 A0V, OpraHu3aluu
HOPMaTHBHOH 0a3bl U crenuduKy OpraHu3aniul | JEJIONPOU3BOACTBA
BHYTPEHHHUX PErJaMeHTOB JIEJIOTIPON3BOICTBA B
TOCYJapCTBEHHBIX U
HETOCYAapCTBEHHBIX
GaHKax
12.| TIK-2.7 BBINOMHATE KOHTPOJIBHBIE MPUHIMUIIBI OPraHU3aluKl U | TIPUMEHSITh
MIPOLENYPHI U UX 3a/1a4 CITyK0 MpHOOpEeTEHHBIC 3HAHUS
JOKYMEHTHPOBaHHE, JIOKYMEHTaIlHOHHOTO B JIOKYMEHTOBEJCHUH U
TOTOBHUTH ¥ 0hOpMIISTH obecrieueHuns GaHka JOKyMEHTAI[HOHHOM
3aBepUIAIOIINE MaTePHaIIBI IO obecrieueHnN
pe3yibTaTaM BHYTPEHHETro yIpaBJIECHUS
KOHTPOJIS
13.| [IK-4.2 CocraBnstb GOpMBI palMOHATBbHYIO HCIONb30BaTh
OyXranrepckoi TEXHOJIOTHIO IIPUeMa, HCTOPUYECKUH OIBIT
((prHAHCOBOI) OTYETHOCTH B IPOXOXKACHMUS, OpraHu3anuu
YCTaHOBIICHHEIE MOJTOTOBKH M OTTIPaBKH JIETTOTIPOM3BO/ICTBA IS
3aKOHOJATEIbCTBOM CPOKHU JIOKYMEHTOB B peLIeHHs NPAaKTHIECKUX
TPaAUIOHHBIX U 3a7a4
ABTOMATH3MPOBAHHBIX
cucremax J10Y




2 CTPYKTYPA U COJAEP)KAHUE YYEFHOU JUCITATLTAHBI

2.1 O0bem yueOHOM AMCHHMILVIMHBI M BUAbI Y4eOHOH padoThl

Buna yueOHoii padoThl Oovem
uacoe
MaxkcumanbHas yyeOHas Harpys3ka (Bcero) 48
Oo6s13aTennbHAs ayIMTOPHAs yueOHAas Harpy3kKa (Bcero) 48
B TOM YHCJIE!
3aHATHS JEKIIMOHHOTO THIA 24
IIPAKTUYECKUE 3aHATUS 24
71a060paToOpHbIC 3aHATHS -
CamocTosiTesibHas padoTa o0yuyawuierocs (Bcero) -
B TOM YHCIIE:
pedepar -
acce
caMoCTOsITeNIbHAs BHeayquTOpHas paboTa B BHAE JOMAalIHUX MPAKTHUYECKUX 3a/JaHUH, -
UHAMBUAYAJIbHBIX 3aJlaHUM, CAMOCTOATEIBHOrO IO0AOOpa M M3YyYEHHUs JOIOJIHUTEIBHOIO
TEOPETUYECKOr0 MaTepuana
Vkaszvieaiomes Opyeue 6uovl camocmosimenvHou pabomvl npu ux Haauuuu (peghepam, 0
pacuemuo-epaghuueckas paboma, 6HeayOUMOPHAsL CAMOCIMOAMENbHASL paboma u m.n.).
IIpomesxcymounas ammecmayus 6 popme ougp.3auema
2.2 CTpyKTYypa A¥CUMILIMHBI
KosimuecTBO ayIMTOPHBIX Y2COB CamocrosiTeJIbHAs
HaumenoBanue pasaeioB u teMm | Beero | Teoperuueckoe IIpakTuyeckue pabora
o0yuamuerocst
o0yueHue 3aHATHUSA
(uac)
Tema 1. JlokymeHTanImoHHOE
o0ecrnieyeHre - OCHOBa TEXHOJIOTUU 4 2 2
yIpaBIeHUS
Tewma 2. Opranuzanus
JIEJIONPOU3BOJICTBA U €TI0 4 2 2
HOpPMaTHUBHO-METOINYecKas 06as3a
Tewma 3. Opranuzauus 4 5 5
JIOKYMEHTOO000pOTa
Tema 4. Peructpanus J0KyMEHTOB
Y OpTaHM3alNs CIIPaBOYHO- 4 2 2
MH(OPMaIMOHHOTO 00CTY)KHBaHUS
Tema 5. Kontpons 3a cpokamu 4
WCTIOTHECHUS 2 2
JIOKYMEHTOB
Tema 6. DkcniepTrU3a HEHHOCTH
JIOKYMEHTOB 4 2 2
B JICIONPON3BOJICTBE
Tema 7. XpaHeHHE TOKYMEHTOB B 4 5 5
apXMBe OpraHHU3aliu
Tewma 8. Cuctema
OpraHU3aIMOHHO- 4 2 2
pacnopsiANTEeIbHON JOKYMEHTAIIMU
Tema 9. UndopmannonHo- 4 5 5
CIIpaBOYHAS IOKYMEHTALIUS
Tema 10. JoxkymeHTanus no 4 5 5
JUYHOMY COCTaBY




Tema 11. ®unancosas

4 2 2
JIOKYMEHTaIus
Tema 12. HanpaBnenus 4 5 5
coBepuieHcTBoBaHus J10Y
Bcero mo pucuuminge 48 24 24




2.3 TemaTnuyeckuii I1aH U coaepxanue yyeOHou qucuuminnabl OI1.04 lokymeHTanmoHHOe o0ecniedeHne ynpasJeHust

HaumeHoBaHue Oo0bem YpoBeHb
Conep:kanue y4eOHOT0o MaTepHuasia U NPAKTHYECKHEe 3aHATHS
pa3iesioB M TeM 4acoB OCBOCHHS
1 2 3 4
Tema 1. Copep:kanue y4eOHOTro MaTepuaa 4
JlokymMeHTalIHOHHOE Jlexuun 2 1,2
obecreyeHue - ocHoBa | 1 OneHKa COBPEMEHHOTO COCTOSHHS JOKYMEHTAIlMOHHOro oOecredeHus ympasienus (J1OVY).
TeXHOJOTUH ABTOMAaTHU3UPOBAaHHBIE TEXHOJIOTMM OOpa0OTKM JOKYMEHTOB M HUX BIUSHHE HA CHCTEMY
yIpaBJeHHUS JIEJIONIPOU3BOJICTBA KOHKPETHOM OpraHU3aluu.
IIpakTHYeckoe 3aHATHE 2 123
CyIHOCTh U 3HaUYE€HUE IOKYMEHTOB. T
Tema 2. Coaep:xaHue yueOHOro MaTepuaJia 4
Opranuzanus Jlekuuu 2
A€JI0IIPONU3BOACTBA H 1 OpranuzanvoHsbie (GoOpMbl JOKYMEHTAIMOHHOTO obecriedeHus (einonpous3BoacTBa). [IpuHuuUme
€ro HOpMaTUBHO- yIpaBieHUsT HWHPOPMAIMOHHBIMA TOTOKAMH — CTaHmapTu3anus u yHudukanus. HopmaruBHBIC 12
MeToAHYecKas 0a3a JOKYMEHTHI 10 opranu3ainuu ciayx0b1 JIOY: obmerocynapcTBeHHbIC, KOHKPETHOW OpraHU3aliH '
(6banka). T'ocymapcrBennas cuctema JJOY T'OCT 6.30-2003 «Cucrema OPJI. TpebGoBanusi k
COCTaBJICHUIO JOKYMEHTOBY. bl1aHKu ¥ m1abIOHBbI.
IIpakTHyeckoe 3aHsATHE 2 123
ABTOMaATH3UPOBAHHBIE TEXHOJIOTHH 00pabOTKH TOKYMEHTOB n
Tema 3. Conep:xaHue yueOHOro MaTepuaJia 4
Opranmn3anus Jlexkuun 2
AOKYMEHT0000opoTa 1 [IpyHIMIIBI W TpaBWiIa OpTaHU3alUU JOKYMEHTOOOOpOTa, WX peanu3alus B JIEHCTBYIOIIHMX
rOCy/IapCTBEHHBIX U HOPMATUBHBIX JTOKyMeHTax. CTpyKTypa U XapakTepUCTHUKA JOKYMEHTOIOTOKOB. 12
Oransl IPOX0XKICHNUS JOKYMEHTOB B opranuzanui. O0beM JOKYMEHTO000poTa yupexieHus (0aHka). '
DKcrequIMoHHass 00paboTka JOoKyMeHTOB. OpraHuzaius JTOKYMEHTOOOOpOTa B  YCJIOBHSX
MPUMEHEHUS HOBEUITNX HH(GOPMAIIMOHHBIX TEXHOJIOTHH.
IlpakTHYeckoe 3aHATHE 2 1,2,3
Opranu3anus J0KyMeHT0o000poTa
Tema 4. Conep:kanue y4eOHOIro MaTepuaa 4
Perucrpanus Jlexknun 2 1,2
AOKYMCHTOB 1 1 3Ha4YE€HHE PETHCTPAlMH JAOKYMEHTOB JUIsl YIPaBICHYECKOM HeATenbHOCTH. [IpMHIMIBI M mpaBuia
OopraHmusanus pPETUCTpallMK U UHACKCUPOBAHUS JOKYMEHTOB. Pa3BuTre criocoO0B perucTpaiuy B rocyapCTBEHHOM
CIPaBOYHO- nenonpousBoacTse. [IpuHuuner noctpoenus uHpopmanroHHO-ouckoBbIx cucteM (MIIC) pyunoro
UHG(pOPMALMOHHOIO THIA, UX BUJBIL.
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00CTy:KNBaAHUS IIpakTHYeckoe 3aHATHE 2 1,2,3
Perucrpanmonnsie ¢dopmbl. TexHomoruss ux BeaeHHs. HHIekcupoBaHHE MOKYMEHTOB B YCIIOBHSX
TpaJULIMOHHON 00pabOTKHU TOKYMEHTOB.
Tema S. Coaeprxanue yueOHOIro MaTepuaJa 4
Kourtpoin Jlekuun 2 1,2
3a CPOKaMH 1 | ®opmupoBanue TpeOOBaHUI K OpPraHM3alMM KOHTPOJS 32 CPOKAMH HCIIOJHEHHS JOKYMEHTOB B
HCIOJIHEHUSA JIEJIONPOU3BOJCTBEHHON City)k0e. OCHOBHBIE NPHUHLMUIIBI OPTraHU3alUKd KOHTPOJSI HCIOJTHEHUS
AOKYMCHTOB JIOKYMEHTOB. ABTOMAaTHU3UPOBAHHBIE CUCTEMbI KOHTPOJISl UCIIOJTHEHHS] TOKYMEHTOB.
IIpakTHYecKoe 3aHATHE 2 12,3
Kareropuu koHTposupyeMbIX JOKyMEHTOB. CpOKM MCIIOJIHEHMSI TOKYMEHTOB.
O0600611eHre, aHaTu3 U UCTIOIb30BaHUE HHPOpMaK 00 UCIIOTHEHUH IOKYMEHTOB B YCIOBHSIX
[IPUMEHEHHUsI TPAIMLIMOHHBIX U ABTOMAaTU3UPOBaHHBIX TexHosorui JI0Y.
Tema 6. JxcnepTusa Conep:xaHue yueOHOro Marepuaa 4
LHEHHOCTH JOKYMeHTOB | JIeknuu 2 1,2,3
B 1€JIONPOU3BOICTBE 1 DKcnepTu3a HEHHOCTU JOKYMEHTOB. [[pMHIMIIBI U KpUTEpUH LIEHHOCTH JOKYMeHTOB. [lopsanox
MIPOBEJICHUS KCIEPTU3HI ICHHOCTH TOKYMEHTOB
IIpakTHYeckoe 3aHATHE 2 1,2,3
TpeboBaHust K MPOBEACHUIO SKCIIEPTU3bI LIGHHOCTH JOKYMEHTOB.
Oransl MPOBEJICHUS IKCIEPTU3HI.
Tema 7. Conep:xaHue yueOHOro MaTepuaJia 4
XpaHenue Jlexkuun 2 1
JMOKYMeHTOB B apxuBe | 1 | McxonaHble MOHATUS apXUBHOrO jAena. HopMmartuBHO-TipaBoBoe oOecreyeHne AesITENbHOCTH apXUBOB
OpraHu3anuu. OpraHu3aluH.
IIpakTHyeckoe 3aHsATHE 2
OdopmiieHne fen u nepejaya UxX B apXuB 1,2
VY4ér u XpaHeHHe JIEKTPOHHBIX JTOKYMEHTOB
Tema 8. Cucrema Coaep:xaHue yueOHOro MaTepuaJia 4 1,2,3
OpPraHu3annuoHHO- Jlexun 2 1,2
pacnopsiIuTe/bHOM 1 | YCOP/Jl — yuuduuupoBaHHas cCHCTEMa OPIraHU3AIMOHHO — PACIOPSAUTENbHON JTOKYMEHTALUU:
AOKYMEHTallUH cocTaB, 00acTH ee mMpuMeHeHus. OpraHu3allMOHHbBIE JTOKYMEHTHI, UX Ha3HaYeHue, (HopMyssipbl —
oOpasupl. [lpouenypa cocraBieHus u 0oGOpPMIIEHHS OPraHU3ALUOHHBIX U  PaCHOPSAUTEIbHBIX
JTOKyMeHTOB. O6J1aCTh MPUMEHEHHsI OPTaHU3ALMOHHBIX M PacTiOpsSIUTEIbHBIX JTOKYMEHTOB.
IlpakTHYeckoe 3aHATHE 2 1,2,3
3anojaHeHHe OpPraHM3allMOHHOM U PAacNoOpsIUTENIbHON TOKYMEHTALUN.
Tema 9. Coaep:xaHue yueOHOro MaTepuaJa 4

11




Nudopmanuonno- Jleknun 2 1,2
CIIpaBOYHAsA 1 | MadopmannoHHO-CIIPaBOYHbIE JOKYMEHTBI: HMX Ha3zHaueHue, (opMmyssipel-oopasisl. [Ipouemypa
AOKYMEHTAIUs cocTaBlIeHUsI U O(QOpMIICHHsST HH()OPMALMOHHO-CIPABOUHBIX JOKYMEHTOB. OO0nacTh NpPUMEHEHMs
UH(POPMALIMOHHO-CIIPABOYHBIX ~ JOKyMEHTOB.  Mcmonb3oBanue — yHHpUUUPOBaHHBIX  (hopm
MH(POPMALMOHHO-CIIPABOYHOM JTOKYMEHTALHUH.
IIpakTHYeckoe 3aHATHE 2 1,2,3
3anosiHeHHe YHU(UIUPOBaHHbBIX (OpM HH(OPMAIIMIOHHO-CIIPABOYHON JOKYMEHTAIIHH.
Tema 10. Conep:xaHue y4eOHOIro MaTepuaJia 4
JloKyMeHTaIusl 1o Jlexuun 2 12,3
JHUYHOMY COCTABY 1 | [lakeT AOKyMEHTOB MO JUYHOMY cocTtaBy. OcoOeHHOCTH pPabOThI C KaapOBBIMH JIOKYMEHTaMH.
JIOKyMEHTUpOBaHHE TPYAOBBIX OTHOIIEHHH. Mcnonp3oBaHue yHU(DUIUPOBAHHBIX (POPM TOKYMEHTOB
10 JJMYHOMY cocTaBy. M31aHue MpuKa3oB Mo JUYHOMY cocTaBy. DopMUpOBaHHE U BEICHUE JTMYHBIX
nein. Benenue Tpy1oBbIX KHHYKEK PaOOTHUKOB.
IIpakTHYeckoe 3aHATHE 2 1,2,3
3anonHeHne YHU(QUIIUPOBAHHBIX ()OPM TOKYMEHTAIIUH 110 INYHOMY COCTAaBY.
Tema 11. Coaep:xanue y4eOHOro MaTepHuaJia 4
®dunaHcoBas Jexkuuu 2 1,2
AOKYMEHTAIUsl 1 | Ponp Oyxrantepuu B pemieHUd (PUHAHCOBBIX CTpAaTErMUeCKUX 3agad npeanpustus (pupmsr). Obmas
XapaKTEpUCTHKA JOKYMEHTOB IO (DMHAHCOBO-pacyeTHbIM omepanusaM. Kiraccupukanust y4eTHBIX
JOKYMEeHTOB. OCHOBHBIE BHU/Ibl JJOKYMEHTOB 1O (PMHAHCOBO-PACUETHBIM onepanusM. J[eHeXHbIH Yek,
pacueTHbI 4ek, yekoBble KHIKKH. Cuer-paxTtypa. AKT peBusuu. [lnatexxnoe nopydenue. Jlunesoi
CUerT.
IlpakTHYeckoe 3aHATHE 2 1,2
3anoyiHeHHe YHU(UIMPOBAHHBIX (OpM (PUHAHCOBOM JOKYMEHTAIUH.
Tema 12. Coaep:xanue yueOHOro MaTepuasa 4
HanpasJsienus Jlekuuu 2 1,2
COBEPUICHCTBOBAHUS 1 | Cozpanve HOBBIX HMH(POPMAIMOHHBIX TEXHOJIOTWMH, HANpPaBICHHBIX Ha COBEPLICHCTBOBaHHE
A0y yIIpaBICHYECKOM NEeSITETTHHOCTH. [Tpobnembr COBEPIIICHCTBOBAHUS COBPEMEHHOTO
JOKYMEHTAI[MOHHOT'O 00ECTIeYEeHHSI.
IIpakTHYeckoe 3aHATHE 2 1,2,3
O0630p COBpEMEHHBIX CPEACTB OPITEXHUKHU IS TIepe/iaun U nepepaboTKu HHOpMaIIH.
Bcero: jekuum - 24, npakTHYecKue 3aHATHA - 24 48
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2.4 Conepxxanue pa3aesioB JUCHUNIHHBI
2.4.1 3aHsaTHA JEeKIIMOHHOI'0 THUIIA

Ne HaumenoBanue @opma
Coaep:xanue pasgesa TeKyuero
pasaena pasaeJia
KOHTPOJISI
1 2 3 4
5 cemecmp

1 Tema 1. loxymentanmonHoe | OueHka COBPEMEHHOTO cocrosiuust | Y, T
obecrnieyeHue - OCHOBa JIOKYMEHTAallMOHHOT O obecrnieueHus YIPABJICHUS
TEXHOJIOTHH YIIPABJICHUS (1OY). Tpu ucrounuka u Tpu cocraBubie yactu JOVY.

ABTOMAaTU3UPOBAHHBIE TEXHOJIOTUH 00paboTku
JOKYMEHTOB M WX  BJIMSHME Ha  CUCTEMY
JIeIONPOU3BOJICTBA KOHKPETHOU OpraHu3aluu.
OCHOBHBIE 33]1a4M, peIIaeMbI€ B 1€JIONPOU3BOICTBE

2 Tewma 2. Opranuzauus OpranuzanuonHsie  (GopMbl  JOKYMEHTAI[MOHHOTO T
JIETIONIPOU3BOJICTBA U €r0 o0ecrnieueHus (Z1e101pon3BOJICTBA). [TpuHIATIBL
HOPMAaTHUBHO-METOINYECKAS yhopaBieHUsT  UHQOPMAIMOHHBIMH ~ MOTOKAMH — —

Oa3a cTranpaptuzauuss 4 yHudukanus. HopmaruBHble
JOKYMEHThl [0  opraHuzauuu  ciayxOer  JIOV:
00LIerocyJapCTBEHHbIE, KOHKPETHOM  OpraHu3aluu
(6anka). I'ocynapcreennas cuctema JJOY I'OCT 6.30-

2003 «Cucrema OPJI. TpeOGoBaHus K COCTaBIICHUIO
JIOKYMEHTOB». briaHku 1 m1abIoHbL.

3 Tema 3. Opranuszanus [TpuHIMIIBI U npaBuiia opranmzatuu | Y, T

JIOKYMEHTO0000poTa JIOKYMEHTO000pOTa, UX peajau3alus B JeHCTBYIOIUX
rOCyJapCTBEHHBIX U  HOPMAaTHBHBIX  JJOKYMEHTaX.
CrpykTypa M XapaKT€pUCTHKA JIOKYMEHTOIOTOKOB.
Otanbl NPOXOXKAECHUS JOKYMEHTOB B OpraHU3allUU.
O0bem noKyMeHTOOOOpOoTa yupexaeHus (OaHka).
OKcneInInOHHAs o0OpaboTka JIOKYMEHTOB.
Opranmzanus  JOKYMEHTOOOOpOoTa B YCJIOBHUSX
IPUMEHEHHUS HOBEHIINX MH(OPMaLIMOHHBIX
TEXHOJIOTHM.

4 Tema 4. Perucrpauus 3HaueHue perucrpanyuu JIOKYMEHTOB TSt T
JIOKYMEHTOB M OpraHu3alus | yInpaBlIeHYeCKOU aesrenbHocTU. [IpuHIMNIBI U paBuia
CIIPaBOYHO- perucTpallMd ¥ HMHACKCUPOBAaHUSA  JIOKYMEHTOB.
MH(OPMaLlMOHHOTO Pa3BuTHe cnocoboB perucTpanuu B TOCYJapCTBEHHOM
00CITy’)KUBaHUS JIEJIONIPOU3BO/ICTBE. [IpuHmns! MIOCTPOEHUS

uHpopmanroHHo-nonckoBbix cuctem (MIIC) pyunoro
THUIIA, UX BUJIBL

5 Tewma 5. Kontpoib dopmupoBaHue TpeOOBaHMI K OpraHMU3allMU KOHTPOJIS T
3a CpoKamMH 3a CpOKaMu VCIIOJTHEHUS JIOKYMEHTOB B
HUCIOJTHEHUS JIETTONTPON3BOICTBEHHOM ciyxoe. OCHOBHEIE
JIOKYMEHTOB INPUHLMIIBI  OPraHMU3allUM  KOHTPOJS  HCIOJHEHUS

JIOKYMEHTOB. ABTOMaTH3UPOBAHHBIE CHCTEMBbI
KOHTPOJISI UCIIOJIHEHUSI JOKYMEHTOB.

6 Tema 6. DxcniepTusa OKcnepTh3a UEHHOCTH JOKYMEHTOB. [IpuHIUMIBI U I, T
LIEHHOCTU JOKYMEHTOB KpUTEpUN LIEHHOCTHU JOKYMEHTOB. ITopsanox
B JICJIONPON3BOJICTBE IIPOBEICHMS YKCITEPTU3HI [IEHHOCTH TOKYMEHTOB

7 Tewma 7. Xpanenue HcxonHble NOHATHS apXWBHOro nena. HopmaTuBHO- A, T
JIOKYMEHTOB B apXHBE paBoBoe obOecreueHue JEATEIbHOCTH  apXHBOB
OpraHu3aluu OpraHH3aI|Hy.
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Ne HaumenoBanue ®opma
Coaep:xanue pasgesa TeKyIlero
paszjena pasaena
KOHTPOJIsI
1 2 3 4
8 Tema 8. Cucrema YCOP/L - YHUGPUIIUPOBAHHAS cucreMa T
OpraHU3alMOHHO- OpPraHU3aLMOHHO — PACIIOPSIIUTENbHON TOKYMEHTALIUU:
pacnopsiAuTEIbHON coctaB, obnactu ee npuMeHeHus. OpraHu3allMOHHbIE
JIOKYMEHTaluu JOKYMEHTBI, UX Ha3Ha4YeHue, POopMyIspsl — 0Opa3Ibl.
ITpouenypa COCTaBJICHUS u oopmienus
OpPraHU3aLMOHHBIX U PACIOPAIUTEIBHBIX JTOKYMEHTOB.
Ob6nactb IIPUMEHEHUS OpraHU3alMOHHBIX U
pacnopsiANTENbHBIX JIOKYMEHTOB.
9 Tema 9. Mndopmanmnonto- NudopmaninoHHO-CripaBOYHbIE JIOKYMEHTHI: Ux T
CIpaBOYHAs JOKyMEHTaLUs Ha3Ha4YeHHUE, bopMynapsI-00pasbI. [Ipouenypa
coctaBieHuss U odopmwieHUS  HH(POPMAIMOHHO-
CIpPaBOYHBIX  JTOKYMEHTOB. OONacTh NpUMEHEHUS
MH(POPMALMOHHO-CITPABOYHBIX JIOKYMEHTOB.
Hcnonbs3oBanue YHUDUIPOBAHHBIX bopm
MH(POPMALIMOHHO-CITPABOYHOM JTOKYMEHTAIIHH.
10 Tema 10. JlokymMeHTanus mo [Taker = HOKYMEHTOB 1O  JIMYHOMY  COCTaBy. T
JUYHOMY COCTaBY OcobeHHocTH paboThl € KaJPOBBIMHU JIOKYMEHTaMH.
JlokymenTupoBanue TPYIOBBIX OTHOILEHUM.
Hcnonp3oBanue YHU(DUIPOBAHHBIX bopm
JIOKYMEHTOB 110 JJUYHOMY cocTaBy. M31aHue nmpukazoB
[0 JUYHOMY cocTaBy. DOpMHpOBAaHHE M BEJECHHUE
JUYHBIX Jiesl. BegeHne TpyA0BbIX KHI)KEK paOOTHUKOB.
11 Tema 11. ®unancoBas Ponp  Oyxranrepum B pemieHMM  (UHAHCOBBIX T
JIOKYMEHTaLHs CTpaTeruyeckux 3anad npennpustus (pupmser). OOmas
XapaKTepUCTHKa  JOKYMEHTOB 1O  (pUHaHCOBO-
pacueTHbIM onepauusaMm. Knaccudukanus —y4eTHbIX
JOKyMEHTOB. (OCHOBHBIE BHJABI JOKYMEHTOB IIO
(MHAHCOBO-pPACYETHBIM oOmnepanusM. JleHexHbIH Yek,
pacyeTHbIN Yek, yeKoBble KHIKKU. Cuer-hakTypa. AKT
pesusun. llnaresxxHoe nopydenue. Jinneson cyer.
12 Tema 12. Hanpasnenus Co3nanue HOBBIX HH(GOPMAIMOHHBIX TEXHOJIOTHA, AT
cosepuieHcTBoBanus JJOY HaIpPaBJIEHHBIX Ha COBEpIIEHCTBOBAHUE
yIpaBIeHYECKON JEATENBHOCTH. [Tpobaembr
COBEpIIEHCTBOBAHUS COBPEMEHHOTO0
JJOKYMEHTAITMOHHOTO 00eCTIeYeHHUSI.
[Tpumeuanue: T — TectupoBanue, P — nHanmcanue pedepara, /I — auckyccusi, Y — yCTHBIN OIpoc
2.4.2 TlpakTHYeCcKHe 3aHATHS
®opma
HaumeHnoBanmue
Ne pasiena HaumeHoBaHMe NPaAKTHYECKHUX PadoT TEeKYUIEro
KOHTPOJIA
5 cemecmp
1 2 3 4
1. |Tema 1. lokymeHnTarmonHoe |CyIIHOCTh M 3HAYEHHUE IOKYMEHTOB. vV, T
obecrieyeHre - OCHOBA
TE€XHOJIOTUH YIIPABJICHUS
2. |Tema 2. Opranusanus ABTOMAaTU3UPOBAHHBIE TEXHOJIOTUU 00PaOOTKH TOKYMEHTOB T

JICITIOTIPOU3BOJICTBA U €r0
HOpMaTI/IBHO'MCTO,Z[I/I‘-IeCKaSI
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Oaza

3 |Tema 3. Opranu3anus Opranu3anus J0KyMeHT0000poTa. vV, T
JOKYMEHT0000pOoTa

4 |Tema 4. Peructparus Perucrparmonnsie popmbl. TeXHOIOTHS UX BEICHHUS. [P, T
JIOKYMEHTOB U opranuzanus |MHaekcupoBaHUe TOKYMEHTOB B YCIOBHSIX TPAIULIMOHHON
CIIPaBOYHO- 00pabOTKH JOKYMEHTOB.
MH(POPMAITMOHHOTO
00CITy>)KUBaHUS

5 (Tema 5. Konrtpois 3a Kareropuu KoHTpoIupyeMbIX 10KyMEHTOB. Cpoku T
CpoKaMHu UCIIOJIHEHUS 1I0KyMeHTOB O00011eH1e, aHaIu3 U
HCIIOJIHEHUS JOKYMEHTOB UCTOJIb30BaHuE HH(pOpMAIH 00 UCTIOIHEHUH JOKYMEHTOB B

YCIIOBUSIX MPUMEHEHUS TPaJIULIUOHHBIX U
aBTOMATHU3UPOBaHHBIX TexHosorui JIOY.

6 |Tema 6. Dxcneptusa TpeboBaHMs K IPOBEJCHUIO SKCIEPTU3bI IEHHOCTH T
LIEHHOCTHU JOKYMEHTOB JIOKYMEHTOB. DTarbl IPOBEACHUSI SKCIIEPTU3BI.
B JIEJIONIPOU3BO/ICTBE

7 |Tema 7. Xpanenue Odopmienue en u nepenavya ux B apXuB YUET U XpaHEHUE T
JIOKYMEHTOB B apXHBE AJIEKTPOHHBIX JOKYMEHTOB
OpraHu3aluu

8 [Tema 8. Cucrtema 3anoiHeHne OpraHu3alMOHHON U paclopsAUTEIbHON IP, T
OpraHU3aIMOHHO- JIOKYMEHTaIUH.
pacrnopsIuTEIbHON
JOKYMEHTAIIH

9 |Tema 9. UudopmarmonHo-  |3anojHeHHE YHUDHUIIMPOBAHHBIX POPM HHPOPMAIIMOHHO- IP, T
CIPaBOYHAsl JOKYMEHTAllUsl  |CIPaBOYHOM JOKYMEHTALIUU.

10 |Tema 10. [lokymeHTanus mo  |3arnoiHeHUe YHH(PHUIMPOBAHHBIX (DOPM JTOKYMEHTAINHU TI0 P, T
JUYHOMY COCTaBY JUYHOMY COCTaBY.

11 |Tema 11. ®unancoBas 3anonHeHne yHUPUIMPOBAHHBIX POpPM PUHAHCOBOI P, T
JOKYMEHTalus JIOKYMEHTAlUH.

12 |Tema 12. HanpaBnenus 0O0630p COBpEMEHHBIX CPEJCTB OPITEXHUKH JJIs Iepeaaun u T

cosepuieHcTBoBanus J10Y

nepepaboTKu HHPOpMALIUU

IIpumeuanue: I1P- npakmuueckasn paboma, T — mecmuposanue, Y — ycmusiii onpoc

3 OBPA3OBATEJIBHBIE TEXHOJIOI'MHN

Jns  peayM3allid  KOMIIETEHTHOCTHOTO TMOJXOAa MpPEIyCMaTpUBAECTCS HCIOIb30BaHUE B Yy4eOHOM
nporecce aKTUBHBIX U MHTEPAKTUBHBIX (POPM MpPOBENEHUS ayAUTOPHBIX M BHEAYTUTOPHBIX 3aHATHH C LENbIO
dbopMupoBaHHUS W Pa3BUTHUS TPO(PECCHOHATBHBIX HABBHIKOB oOOydaronuxcs. B mporecce mnpenomgaBaHus
MPUMEHSIOTCSI 00pa30BaTeIbHbIC TEXHOJIOTUU PAa3BUTUS KPUTUYECKOTO MbIIeHus. O0s3aTeNnbHbI IPaKTUKYMBbI
0 pazfiesnaM JUCIUIUINHBL.
B yuebHOoM mporecce Hapsay ¢ TPaJUIMOHHBIMM OOPa30BaTEIbHBIMU TEXHOJOTMSAMHU HCIIOJIB3YIOTCS
TECTUPOBaHUE, TEMAaTUUYECKHE NPE3EHTA[HN, UHTEPAKTUBHBIE TEXHOJIOTUH.
JUist a1 ¢ OTpaHUYEHHBIMU BO3MOXHOCTSIMU 3/I0OPOBbS IIPEYCMOTPEHA OPraHU3aIHs KOHCYJIbTAIHi ¢
HCIOJIb30BAHNUEM JIEKTPOHHOM MOYTHI.

3.1 Odpa3oBaTebHbIC TEXHOJOIMH NIPH MPOBEICHUH JIEKIHIl

TCXHOJIOTHH YIIPABJICHUA

Buabl npuMeHnsieMbIX Koua-Bo
Ne Tema .
o0pa3oBaTeIbHBIX TEXHOJIOTHI yac
1 3 4
Tema 1. [lJokyMeHTallMOHHOE 00ECTIEUEeHUE - OCHOBA
1 A 1t [IpesenTarus 2*
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Tema 2. Opranusanus AeJIONPOU3BOACTBA U €T0

2 [TpobnemHOe U3NOXKEHHE 2*
HOPMAaTUBHO-METOAMYECKas 0a3a
3 [Tema 3. Opranu3anus TOKyMEHTO000pOTa Jlexuus 2
4 Tema 4. Peructpanust JOKyMEHTOB M OpraHU3aLus Jlexnusi-6ecena ¢ pazdbopom o
CHPaBOYHO-MH(GOPMAITMOHHOTO O0CITYKHBAHHUSI KOHKPETHBIX CUTYalui
Tema 5. KOHTpOIb 32 CpOKaMU UCTIOJIHEHUS
5 p p Jlexuus 2
JTOKYMEHTOB
Tema 6. DxcriepTu3a HEHHOCTH JOKYMEHTOB
6 P t AOKIM Jlexuus 2
B JICJIONPOU3BOJICTBE
7 [Tema 7. XpaHeHHe JOKYMEHTOB B apXUBE OpraHU3aIIH. [TpoGiieMHOE H3T0KECHHE 2%
Tema 8. CucteMa opraHu3almOHHO-PacIOPSAUTEILHON
8 p H p P Jlexuus-mucKyccust 2*
TTOKYMEHTAIUU
Jlexuusi ¢ pa300pOM KOHKPETHBIX
9 [Tema 9. UndopmanimoHHO-CIIpaBOYHAs JOKYMEHTAIUS 1t p P Ny P 2*
CUTyaui
Jlexuusi ¢ pa300pOM KOHKPETHBIX
10 [Tema 10. JloxymeHTaLUs 110 TUYHOMY COCTABY t p POM KOHKP 2%
CUTyalui
Jlexuusi ¢ pa300pOM KOHKPETHBIX
11 [Tema 11. ®unancoBasi AOKYMEHTAIIHS 1t p P . P 2*
CUTyalui
12 [Tema 12. Hanpasnienus coeprieractBoBanus JJOY Jlexums 2
Hroro no kypey] 24
B TOM YHCJIe HHTEPAKTHBHOE 00yuenue* 16*
3.2 O6pa3oBare/ibHbIe TEXHOJOTHH NPH MPOBEJICeHUN NPAKTHYECCKUX 3AaHATHI
Buabl npuMeHsieMbIX Koa-Bo
Ne Tema /BT TP .
00pa3oBaTeIbHBIX TEXHOJIOTHIH yac
1 2 3 4
Tema 1. JlokyMeHTaIMOHHOE 00ECIIeYeHHE - OCHOBA
1 Hoxym 1 [IpakTudeckoe 3aHATHE 2
TEXHOJIOTUH YIIPABICHUS
Tema 2. Opranuzanus AeI0NPOU3BOICTBA U €T0 N
2 P HHA A P A JlefcTBYSI 10 MHCTPYKIUH (QJITOPUTMY) 2*
HOPMaTHUBHO-METOANYeCcKas 06a3a
3 [Tema 3. Opranu3aius JOKyMEHTO000pOTa AHaNM3 KOHKPETHBIX CUTYaIHil 2%
4 Tewma 4. Peructpanius JOKyMEHTOB M OpraHU3alus Pemenue cutyaTuBHBIX U o
CIIPaBOYHO-UH(GOPMAITMOHHOTO 00CTY)KHBAHHS MIPOU3BOJICTBEHHBIX 337124
Tewma 5. KonTpomns 3a cpokaMu UCTIOTHEHUS
5 [IpakTnueckoe 3anarue 2
ITOKYMEHTOB
Tema 6. DxcnepTr3a IEHHOCTH JTOKYMEHTOB
6 P B ORI [IpakTrueckoe 3aHsiTUE 2
B JICIIONPOU3BOJICTBE
Tema 7. XpaHeHuE JOKYMEHTOB B apXHBE .
7 P AOKYM p JleiicTBYSI IO MHCTPYKIUH (QJITOPUTMY) 2*
OpraHu3aIyu
8 Tema 8. Cuctema opraHu3alOHHO- Pemenne cutyaTuBHBIX U o
aCTIOPSANTETLHON JJOKYMEHTAIIN MIPOU3BOJICTBEHHBIX 337124
Tema 9. UHpopmManmoHHO-CIIpaBOYHAS .
9 opman P JleicTBUS 10 MHCTPYKIUU (QJITOPUTMY) 2%
TOKYMEHTAIuUs
Pemenue cuTyaTuBHBIX U
10 [Tema 10. lokymMeHTaIus 110 JIUIHOMY COCTaBY Y 2%
MIPOU3BOJICTBEHHBIX 337124
11 [Tema 11. ®uHaHCOBasK JOKYMEHTAITUS AHaNM3 KOHKPETHBIX CUTYyaIHil 2*
12 [Tema 12. HampaBnenus coBepuieractBoBanus JIOY [IpakTryeckoe 3aHsATHE 2
Hroro mo kypey| 24
B TOM 4YHCJIe HHTEPAKTHBHOE 00yuyeHue*| 16*
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4 YCJIOBMSA PEAJIM3AIIUU ITPOTI'PAMMBI IMCHUTITJINHBI

4.1 MarepuajibHO-TeXHMYECKass 0a3a, HeoOXoAMMAsl ISl OCYILIECTBJIEHHS O00PAa30BaTEJbLHOIO
npouecca no JUCHUIINHE
Peanuzanust yueOHOM AMCHUIUIMHBI OCYIIECTBIISIETCS B CIEMUAIBHO OOOPYAOBAaHHOW y4eOHOM
ayTUTOPHUH.
O6opynoBanue yaeOHOM ayIUTOPUN:
MYJIbTUMEAUNHBIN TPOEKTOP;
IIEPCOHAIIBHBIN KOMITBIOTED;
BbIX0J B IHTEpHET;
yueOHasi MmeOerb;
JIOCKa ydeOHasl.

4.2 TlepeyeHb HEOOXOAUMOT0 MPOTPAMMHOI0 00ecreYeHust

[Tpu u3ydeHNM TUCIUTUIMHBI MOXKET OBITh MCIIOJBL30BAHO CIIEAYIOIIee MPOTrPaMMHOE 00eCTIeUeHHE:

— KOMIUIEKC B3aMMOCBSI3aHHBIX IPOTpamMM, IpeIHa3HAUYCHHBIX JUIsl ynpasieHus pecypcamu [IK u
OpraHu3aliK B3aMMOJIEHCTBHS C TOIb30BareieM (onepanuonnas cucrema Windows XP PRO);

— TMAaKeT MPHUJIOKEHUH ISl BBITIOJTHEHHSI OCHOBHBIX 33724 KOMITBIOTEPHON 00pabOTKH pa3IuYHBIX THIIOB
nokymenToB (Microsoft Office 2010) B cocTaB KOTOPOTO BXOJAT:

MS Word — TekcTOBBII TpoIieccop — IS CO3aHUs M PEIaKTUPOBAHUS TEKCTOBBIX JOKYMEHTOB,;

MS Excel — tabmuunblii mporieccop — Juist 00pabOTKH TAOJMYHBIN JAHHBIX W BBITOJHEHHS CIOMXHBIX
BBIUMCIICHUH;

MS Access — cuctema ympasieHus: 6azaMu TaHHBIX — JUIS OpraHu3anuy paboThl ¢ OOIBIIMMH 00beMaMu
JIAHHBIX;

MS Power Point — crcrema MOATOTOBKH AJIEKTPOHHBIX MPE3CHTAIMN — JUTsl MOATOTOBKU U TPOBEICHHUS
MpE3EHTALNN;

MS Outlook — menemxep nepcoHanbHON HHPOPMAIIMU — JUTS 00ECTICYCHUST YHU(PHUIIUMPOBAHHOTO JIOCTYIIA
K KOpIOpaTHUBHOM WH(pOpMAIIUH;

MS FrontPage — cuctema penaxktupoBanust Web-y310B — mist co3nanus u ooHoBneHust Web-y3710B;

MS Publisher — nacronbHas u3garenbckasi CUCTEMa — IS CO3/aHHs MPOPECCHOHATBLHO O(GOPMIIEHHBIX
nyOauKanuil.

— mporpamma i KomriuiekcHoi 3amuThl [IK, oObenuHsromas B cebe aHTHBUPYC, AHTHUINNHUOH U
byuknuio yaanrenHoro aaMuuauctparopa (Kaspersky endpoint Security 10);

— TMakKeT MpOorpaMM ISl CO3/JAaHUS U MPOCMOTpa ANEKTPOHHBIX NyOnukamnuii B ¢popmate PDF (Adobe
Reader);

— TPUKIAIHOE MPOrpaMMHOE 0OecTiedeHne ISl IPOCMOTpa BEO-CTpaHUIl, CoIepKaHMsI BeO-TOKyMEHTOB,
KOMITBIOTEPHBIX (hailIOB W WX KaTaJIOTOB, YIPABJICHUS BEO-TPIIIOKCHUSAMH, a TaKXKe JIJI PEIICHUS APYTruxX
3anad (Google Chrome);

— MPOTpaMMBbl, TpeTHa3HAYCHHBIC JJIT apXHUBAIMH, YIIAKOBKA (DAiJIOB ITyTeM CXKaTHS XPAaHUMOW B HHUX
nHpopmanuu (7zip).

5 IEPEYEHb OCHOBHOM 1 JONOJHUTEJIbHOW YUEBHOM JIUTEPATYPBI,
HEOBXOJUMOM JIJIsI OCBOEHUSA TUCIATLIAHBI

5.1 OcHoBHasi 1MTEpPaTypa

1. A6ynamze, JI. I'. JlIokyMeHTaIMOHHOE 0OeCIICUEHIE YIIPABICHUS IEPCOHATIOM [DIeKTpOHHBIN pecypc]:
yuebnuk u npaktukym qis CI1O / 1. I'. AGynansze, U. b. Beimpsokkuna, B. M. Macnosa. — M. : FOpaiit, 2018.
— 299 C. — URL: https://biblio-online.ru/book/FOB93350-F4BA-44E3-9EE7-
D8EFF609E7D3/dokumentacionnoe-obespechenie-upravleniya-personalom

2. Bapmynn B.B. JlokymMeHTannoHHOE OOCCIIeYeHHE yIpaBlieHUS [DIeKTpoHHBINH pecypc]: yueOHHK /
BB. Bapmya. — Mocksa: FOCTUILUS, 2018. — 272¢. — URL:https://www.book.ru/book/924242/view?2/2
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https://www.book.ru/book/924242/view2/2

3. JlokymeHTanmoHHOe oOecrieueHre yrpaBiieHHs [DaekTpoHHbIH pecypc]: yueonuk / C.A. I'moroBa,
A.I1O. Konbkoa, 10.m. Kykapuna, E.A. Ckpunko; mox o6mr. pexn. T.A. beikoBoit. — Mocksa: KHOPYC, 2018. —
266¢c. — URL: https://www.book.ru/book/926891/view2/2

4. loponwuna, JI. A. JIoKyMEHTallMOHHOE OOeCIICUEHHE YIpaBiIeHus[DIeKTpOHHBIH pecypc]: yueOHuK U
npaktukym s CIIO / JI. A. loponuna, B. C. UputukoBa. — M.: U3narensctBo FOpaiit, 2018. — 233 ¢. —
URL:https://biblio online.ru/book/D9DA38D8 226D 4EC9 876C F47D53A990C9/dokumentacionnoe-
obespechenie-upravleniya

5.2 lonosiHuTEIBHAS IUTEPATYPA

1. ApacnanoBa B.A. JlokymeHTalmoHHOE oOecrieueHne ynpasieHHUsl [DIeKTpOHHBIN pecypc|: yueOHo-
npakTudeckoe mocodbme / B.A. ApacmanoBa. — M.: upekr-Memma, 2013. — 240 c¢. — URL:
http://biblioclub.ru/index.php?page=book&id=137706

2. bacakoB M.U. Jlenompoun3BoactBo (/[lokyMeHTallMOHHOE OOecleueHUe YIpaBIeHUs): YIeOHUK st
CIIO/M.N. bacakos O.U. 3amebInkoBa. - u3a. 12-e, nepepad. — Poctos-u//l.: ®ennkc, 2013. — 375¢.

3. bacakoB M.UM. [lokymeHTanmoHHOE oOecriedeHre ympanieHus (Jlemonpon3BoACTBO): YYCOHUK IS
CIIO / M. bacakoB.— u3.2-e, uctpas. u jaoi.- Pocros-#//1.: ®enukc, 2013.— 350c.

4. JIOKyMEHTAIlMOHHOE OO0CCIICUCHNE YIpaBICHUS [DIEKTPOHHBIM pecypc]:  yueOHOe mocobue /
HoBocubupckuii rocyjapcTBeHHBII arpapHblii YHUBEPCUTET, DKOHOMUYeckHit pakynbTeT; coct. C.I'. UepHoBa.
— HoBocubupck: UL «3omoroit komocy, 2014. — 106c¢.: cxem., tadbm. — bubmmorp. B 16H. — URL:
http://biblioclub.ru/index.php?page=book&id=278155

5. JlokyMeHTOOOOpOT B TOCYHAPCTBEHHBIX M MYHHUIMNAIBHBIX yupexaeHusx / mox pen. [.1O.
KacwnoBoii. — M.:ABAK, 2013-336 c.

6. Kysuenos U.H. [lenonpousBoactBo: YueOHo-cripaBouHoe mocobue / M.H. Ky3nenos. — M.: JlamkoB u
K, 2014.— 460 c.

7. KysuenoB U.H. JlokymeHTaIIMOHHOE O0OCCIICUCHUE YIIPABJICHHSI U JICIONPON3BOACTBO: yueOHuK / M. H.
Ky3znenos. - M.: IOpaiir, 2014.-576 c.

8. Poroxma M.IO. JlokyMeHTalMOHHOE OOECIICYCHUE YIpaBJICHUS [DJICKTPOHHBIA  pecypc]:
npaktudeckoe nocodue / M.YO. Poroxun. — M.: JTupexkr-Menua, 2014. — 398 c.: un. — bubnuorp. B kH. — ISBN
978-5-4475-1869-1 — URL.: http://biblioclub.ru/index.php?page=book&id=253705

9. Pympinuna JILA. JlokyMeHTanmoHHOe o0ecniedeHue ympasieHus: yueOHuk s CIIO / JLA.
Pymbinnna.-11-e uzn., nepepab. u gon.— M.: Akanemus, 2014.-285c.

10. Conory6 O.I1. [lenonpou3BOJICTBO: COCTaBICHHE, PEJAKTUpOBaHME U 00pabOTKa JIOKYMEHTOB:
yuebHoe nmocobue/ O.I1. Conory6. — M.: Omera-JI, 2013.— 207c.

5.3 Ilepuoguyeckne U3TaHUsA
1. Jlenompou3BOACTBO — KYypHAI.
2. Jlenmomnpou3BOACTBO U JIOKYMEHTOOOOPOT HA MPESANIPUATHH — KYPHAI

5.4 TIlepeyenbp pecypcoB HHPOPMALMOHHO-TEICEKOMMYHUKAUMOHHOH ceTtu  «HHTepHeTY,
HEO00XOUMBIX VISl OCBOCHUS TUCHHUILINHBI

1. Kanposuk.- URL: http://elibrary.ru/title_about.asp?id=11983

2. Byxrantep u 3akon.- URL: http://elibrary.ru/title_about.asp?id=10587

3. CoBeTHUk  Oyxrajrepa TOCYJAapCTBEHHOIO W MYHUIIMIAIBHOTO  yupexknaeHus.-  URL:
http://elibrary.ru/title_about.asp?id=38272
4. byxrantepckuii  yder B OIOJDKETHBIX M HEKOMMepYeckux  opraHusanusx.-  URL:

http://elibrary.ru/contents.asp?issueid=1240942
5. Haponnoe obpazosanue. — URL: http://dlib.eastview.com/browse/publication/18887
6. Jdupexrop nundopmarmonnoii ciryx0sr.- URL: http://dlib.eastview.com/browse/publication/64070
7. Uanmmatusel XXI Bexa.- URL: http://elibrary.ru/title_about.asp?id=28134
8. Vmpagsnenue uenoBeueckum notennuanom.- URL: http://grebennikon.ru/journal-26.html
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6 METOANYECKHE YKA3AHUA U1 OBYYAIOIIUXCA ITO OCBOEHUIO JMCHUITVIMHBI

Ilenp u3ydeHus IUCHMILIMHBL «/loKyMEHTHOe oOecredeHue YIpPaBICHMs» 3aKJII0YaeTCs B OBJIAJECHUHU
OCHOBAMHU TPAaBWJIBHOTO OGOPMIICHHS JOKYMEHTOB M Ha/JIeKalleld oOpraHu3alueld J0KyMeHTooOopoTa
cornacHo TpeboBanusM ['OCTa, a Takxke MoAroroBka ¥ o(OpMIIEHHUE OpraHU3allMOHHO-PACHIOPSIUTEIbHBIX
JOKYMEHTOB, KaK 0a30BBbIi MPOLIECC B PeaM3aIlH BCEX YIPABICHYECKUX (PYHKITHI.

3agaum JMCUUIIIHHBI:

— TI0Ka3aTh B3aMMOCBS3b PAa3JIMYHBIX YPOBHEW YIIPABICHUSA U COOTBETCTBYIOIIUX UM JIOKYMEHTOB;

— U3Y4YUTh KJIACCU(UKALUIO TOKYMEHTOB U UX POJIb B YIIPABICHUH MPEAIPUATHEM;

— PACKPBITh CUCTEMY JOKYMEHTAILIMOHHOIO 00eCIeueH s YIIPaBIHUS;

— H3Y4YUTh HOPMaTHBHO-IIPABOBBIE AKTHI;

— O03HAKOMMTb C COBPEMEHHBIMH TPEOOBAHUAMU K IOKYMEHTAM;

— IIPUBUTH HABBIKHM AHAJIN3a JOKYMCHTA;

— IIPUBUTH HABBIKU IPOCKTUPOBAHMS JIOKYMEHTOB.

Jlexknuu, Kak BeXyIIM BUJ Y4EOHBIX 3aHATHUH, COCTABISIOT OCHOBY TEOPETHUYECKOW TOATOTOBKH
cTyneHToB. OHM HUMEIT LEIb — JaTh OCHOBY HAay4HBIX 3HAaHUU 10 OCHOBHBIM BOIIPOCaM M3y4yacMOMU
JUCLUIIINHBL.

B nmensx peanusanuM KOMIIETEHTHOCTHOTO IOJAXOJA MPU IPENOJABAHUM JUCLUIUIMHBI UCIOJIB3YHOTCS
COBpEMEHHBIE 00pa30BaTebHbIC TEXHOJIOTHN: HH)OPMAIIMOHHBIC TEXHOJIOTUH (KOMIIBIOTEPHBIC PE3CHTALIUH),
TEXHOJIOTUH DPa3BUBAIOIIEr0 oOydeHHs. B coueTaHMum ¢ BHEAyTUTOPHOH paboToW, s (GopMUpOBaHUS U
pa3BuUTHs OOUMX H NPO(ECCHOHANBHBIX KOMIETEHUUH OOydYarolmMXCsl IPUMEHSIOTCS AaKTUBHBIE MU
UHTEPaKTUBHBIC (DOPMBI IPOBEICHHS 3aHATUH (TPYIIIOBast KOHCYIbTALUS, Pa300p KOHKPETHBIX CUTYAIIHi).

Jlist MpOBeACHUS TEKYILEro KOHTPOJIS 3HAaHUM HPOBOJATCS YCTHbIC (MHIUBUAYAJIbHBINA U (PPOHTAIBHBIN)
Y TUCHbMEHHBIE ONPOCHI (TECTUPOBAHUE) I10 COOTBETCTBYIOLUM TEMaM pPa3/IeioB.

OOyueHue CTYAEHTOB OCYILECTBISAETCS IO TPAAULMOHHOM TEXHOJOTMU (JIEKLIUH, TNPAKTUKU) C
BKJIFOYEHUEM MHHOBALMOHHBIX JIEMEHTOB.

C TOukM 3peHHs HCIOJIb3YeMbIX METOJOB JIEKUIUH TOJPA3JCIAIOTCS CIEAYIOIMIUM 00pa3oM:
MH(OPMaLIMOHHO-00BCHUTENbHAS JIEKIIHS, IOBECTBOBATEIbHAS, JIEKIIUA-0ecen1a, MpoOaeMHas JIEKIHs U T. JI.

YcTHOE M3NoKeHHe y4yeOHOro marepuana Ha JIEKIUH JIOJDKHO KOHCHEKTHpoBarhes. ClymiaTh JIEKIUIO
HY’)KHO YMEThb — IOJJAEPKMUBATh CBOE BHHUMAHME, MOHATh W 3AalIOMHHUTH YCJIBIIIAHHOE, YJIOBUTH Nay3bl. B
MIPOLIECCE HM3JIOKEHHUS IPENOAaBaTelIleM JIEKIUU CTYACHT JOJDKEH BBIACHUTH BCE HEIOHATHBIE BOIPOCHI.
3anuchiBaTh COJAEpKAHME JIEKIIMM HYXHO 0053aTelbHO — 3alUCH MOMOTalOT MOJJIEPKUBAaTh BHHUMAHUE,
CIOCOOCTBYIOT MOHUMAHHUIO U 3alIOMUHAHMIO YCIBIIIAHHOTO, IPUBOANUT 3HAHHE B CUCTEMY, CIIY>KaT OMOPOM JuIs
nepexo/ia kK 6osee riry0boKkoMy caMOCTOSTEIbHOMY U3YUEHUIO ITpeIMETa.

Meroandeckue peKOMEHAALMH 10 KOHCIIEKTUPOBAHUIO JICKIIAN:

— 3amuch JOJDKHA OBITh CHUCTEMHOM, TMPEACTaBIATH COOOM COKpamE€HHBIM BapuaHT JICKIUU
npenoaasarens. Heo0xoaumo citymarek, 001yMbIBaTh U 3allUChIBaTh OJHOBPEMEHHO;

— 3amuch BEeAETCSA OYEHb OBICTPO, YETKO, 10 BOBMOXKHOCTH KOPOTKHMHU BBIPAKEHUSIMU;

— He mpeKpamias ciaylarh MperojaBaTelis, HY)KHO 3alUChIBaTh TO, YTO HEOOXOIUMO ycBOUTh. Hembzs
3alMCBIBATh Cpa3y K€ BBICKA3aHHYIO MBICIb IPENOAABATENs, CIEAyeT €€ IMOHATh W I0CIe 3TOro KpaTrko
3amucarh CBOMMHM CIIOBAMH WJIM CJIOBaMH Ipernojasateins. BakHo, yTOObI B Heil He ObUT NMOTEPSIH OCHOBHOM
CMBICJI CKa3aHHOTO;

— WMEHa, JaThl, HA3BaHUs, BBIBOJBI, ONPEICICHHs 3aMChIBAIOTCA TOYHO; CIEAYyeT 0OpaTuTh BHUMAHUE
Ha odopmieHHe 3amucH JeKuuu. Jlis Kakaoro mnpenmera 3aBoguTcs oOmas Terpaab. OTIMYHBIM  OT
OCTaJIbHOIO IIBETa CIEAYET BBIACIATH OTACIBHBIE MBICIM W 3arojIOBKM, COKpallarb OTAEJBHBIE CIIOBA W
NPEUIOKEHNS, WCIOIb30BaTh YCIOBHBbIE 3HAaKM, OYKBbI JIATHHCKOTO M T'PEYEecKOoro anpaBUTOB, a TaKxkKe
HEKOTOpbIe MPUEMBI CTEHOTPaUUECKOrO COKPALIEHUS CIIOB.

[IpakTuyeckue 3aHATUS MO AUCHUILUIMHE «J[OKyMeHTHOe oOecredeHue YIpaBlIeHHS» MPOBOJATCS IO
cXeMe:

— YCTHBIH OIIPOC 10 TEOPUH B HA4Yaje 3aHATHS;

— pabora B rpymnIax 1o pa3peieHnio pa3InyHbIX CUTYallui 110 TeMe 3aHATHS;

— pelIeHue NPaKTUYECKUX 3a/1a4;

— TEPMUH-IUKTAHT;

— HHJIUBUIYaJIbHBIC 3aJaHUs IS IIOATOTOBKU K IPAKTHYECKUM 3AHATHSIM.
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[lenp MpakTHUYECKOTO 3aHATHUS - HAYYHTHh CTYACHTOB MPUMEHSATH TEOPETUUYCCKUE 3HAHUS TPU PEUICHUH
MPAKTUUYECKHUX 3a/1a4 Ha OCHOBE PEATbHBIX JaHHBIX.

Ha npakTrueckux 3aHATUSX IPEOOIAIAI0T CICTYIOIINE METOIBI:

— BepOanbHbIe (MPeodIagaronuM METOIOM JIOJKHO OBITh OOBSICHEHHE),

— TMpakTU4ecKue (MMChbMEHHBIC 3/IaHUsl, TPYIIOBBIC 3aJaHUS U T. 11.).

BaxxHbIM TSI CTy/ICHTA SIBISIETCSl YMEHUE PAllMOHAIBHO MOA0UPaTh HEOOXOAUMYIO YUCOHYIO TUTEPATYPY.
OCHOBHBIMU JINTEPATYPHBIMUA UCTOYHUKAMH SIBIISTFOTCS:

— Oubmmoreunsie Gouapl punmana Kyol'y;

— DJIEKTpOHHAs OMOIMOTEUHAS CUCTEMA « YHUBEPCUTETCKAsE OMOIMOTEKA OH-JTAiHY;

— 2JeKTpoHHas OubmuoreuHas cuctema M3narensctBa «JlaHb.

[Tonck kHUT B OMOIMOTEKE HEOOXOMUMO HAYMHATH C HM3YYCHHS IMPEAMETHOTO KaTajora W CO3JaHus
CIIMCKA KHUT, IOCOOMA, METOAMYECKUX MAaTEPUAJIOB IO TEME U3yUCHUS.

[TpocMOTp KHUTH HAYMHAETCS C TUTYJIBHOTO JIHCTA, CIEAyIomero mocie obnoxku. Ha HEM 00BIYHO
MOMEIIAIOTCS BCe OCHOBHBIE JAHHBIE, XapaKTEPU3YIOLIUE KHUTY: Ha3BaHHE, aBTOP, BHIXOJHbIC JaHHbBIE, TaHHbIC
0 mepeusgaHuu U T.1. Ha 000poTe TUTYIBHOTO JIMCTa AaéTCsS aHHOTAIWSI, B KOTOPOW YKa3bIBaeTCs TEMaTHKa
BOIIPOCOB, OCBELIEHHBIX B KHUTE, OMpEAENSAETCS Kpyr uuTaTeleld, Ha KOTOpBIA OHA paccuuTaHa. bosbiioe
3HAYEHUE MMEET MPEAUCIOBHE KHUTH, KOTOPOE 3HAKOMHUT YUTATENS C JIMYHOCTBHIO aBTOPa, UCTOPUEH CO3MaHUS
KHHTH, PaCKpBIBaeT cojiepkanue. [Ipountas npeancnoBue U MojiydrB o01ee IpeCTaBlIeHue 0 KHUTe, CIeAyeT
oOparutbcs K oriaBieHuto. OriaBlieHHEe KHHTHM 3HAKOMUT OO0y4aeMOro C COJIEpKaHWEeM W JIOTHYECKOU
CTPYKTYpO#l KHHUTH, TIO3BOJISIET BHIOpPATh HY)KHBI MaTepuan Juisi u3ydeHus. [0l u3gaHUs KHUTH IO3BOJISIET
CYyIUTh O HOBM3HE Marepwana. Uem damie KHUTA M3AAETCS, TEM OOJBIIYIO IIEHHOCTh OHA MpeACcTaBisieT. B
KHHUI'€ MOTYT OBITh IPUMEUaHusi, KOTOPbIE COJIEPKAT PAa3IMYHbIC JOMONIHUTEIbHbIE cBeAeHHsI. OHU MevaTaTcs
BHEC OCHOBHOTO TEKCTa W pPa3bsCHSAIOT OTJACIbHBIC BOINPOCHL. [IpeameTHbie W andaBUTHBIC YKa3aTelIH
3HAYMUTEJILHO 00JIErYar0T MOBTOPEHUE U3JIOKCHHOTO B KHUTE MaTepralia. B KOHIIE KHUTH MOKET pacioJiaraThCs
BCIIOMOTaTeNIbHBIN Marepuall. K HeMy OOBIYHO OTHOCSITCS MHCTPYKITUH, MMPUIIOKCHHS, CXEMbI, CHTYaIl[HOHHBIC
3aJ1a4¥, BOIPOCHI I CAMOKOHTPOJIIS U T.I.

JIJIss mydIiero mpeAcTaBIICHUS W 3allOMHHAHUS MaTepuaia IeJieCO00pa3HO BECTH 3alUCH W KOHCIICKTBI
Pa3IMYHOTO COJEPIKAHUS, & UMEHHO:

— TIOMETKH, 3aMeUaHMsl, BEIJEIIEHIE TJIaBHOTO;

— IUIaH, TE3UCHI, BEIITUCKH, [IUTATHL,

— KOHCIIEKT, JIEKIIHS U T.1.

Yurarh yueOHUK HEOOXOAUMO BIYMUYMBO, BHUMATEIHHO, HE MPOITYCKasi TEKCTA, CTApasiCh MOHITH KAKIYIO
¢dpa3y, OTHOBPEMEHHO pa30upasi MpUMEPHI, CXEMbI, TAOJIHUIIbI, PUCYHKH, PUBEACHHBIC B YICOHUKE.

OaHvM U3 BaXKHEWIINX CPEACTB, CMOCOOCTBYIOUIMX 3aKPEIUICHUIO 3HAHUH, SBISETCS KpaTKas 3aluch
MPOYUTAHHOTO MaTepuajga — COCTaBI€HHE KOHCIEKTa. KOHCHEKT — 3TO KpaTKoe CBS3HOE W3II0KEHUE
coJiepKaHUsl TeMbl, yueOHHWKAa WJIM €ro 4JacTd, 0e3 MoapoOHOCTEH M BTOPOCTENEHHBIX neraneil. [lo cBoei
CTPYKType U TOCJEIOBATEIHHOCTH KOHCIEKT JOJDKEH COOTBETCTBOBAThH IIaHy ydeOHuKa. [losTomy BakHO
CHavaja COCTaBUTH IUIAaH, a MOTOM IMCAaTh KOHCIIEKT B BHJIC OTBETa Ha BOINPOCH IUiaHa. Eciau y4eOHUK
pa3nenéH Ha HeOOMbIIIHE 03aryIaBlIeHHbIC YaCTH, TO 3ar0JIOBKM MOKHO pacCMaTpUBaTh KaK MYHKTHI TUIaHA, a U3
TEKCTa KKIOW YaCcTH CJIEyeT 3allicaTh T€ MBICIIH, KOTOPBIE PACKPHIBAIOT CMBICIT 3ar0JIOBKA.

TpeboBaHUs K KOHCTIEKTY:

— KpaTKOCTh, CKATOCTh, IEJIeCO00Pa3HOCTh KaXKIOTO 3aIHCHIBAEMOTO CIIOBA;

— COJIIEPKATEeNIbHOCTH 3aMKCH - 3alUChIBAEMbIE€ MBICIH CleayeT (GOpMYIHpPOBaTh KpaTko, HO Oe3 yiepoa
s cMbicna. OOBEM KOHCTIEKTa, KaK MPaBUII0, MEHBIIIE U3yd4aeMOoro TekcTa B 7-15 pa3s;

— KOHCITIEKT MOXET OBITh KaK MPOCTBIM, TaK W CIOXHBIM IO CTPYKTYpPE — 3TO 3aBHCHT OT COJICPIKAHHS
KHHTH U 1[ETN €€ N3yUYCHUS.

MeTtoaudeckue peKOMEHIalUN 0 KOHCIIEKTUPOBAHUIO:

— TPEeXJe YeM HadyaTh COCTABIATH KOHCIEKT, HY)KHO O3HAKOMHUTHCSI ¢ KHUTOM, IPOYMUTATh €€ CHaJasa 10
KOHIIa, TIOHSTh MPOYUTAHHOEC;

— Ha O0JIOKKE TeTpaJH 3alUCBhIBAIOTCS HA3BaHWE KOHCTICKTHPYEMOU KHHUTU M UMSI aBTOPa, COCTABIISCTCS
TJTaH KOHCTIEKTHPYEMOTO TECTa;

— 3aIMCH JIy4llle JIeJaTh MPU MPOYTEHUH HE OJTHOTO-/IBYX a03arleB, a 1eyioro naparpada uiu IaBbl;

— KOHCIIEKTUPOBAaHHUE BENETCS HE C IEIbI0 WMETh ONpENeNEHHBIN 3amucu, a Juis 0osee TOJHOTO
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OBJIQJICHUSI COAECPKAHUEM M3ydaeMOro TEKCTa, IO3TOMY B 3alUCSX OTMEYAETCS M BBLIEISIETCS BCE TO HOBOE,
MHTEPECHOE U HY)KHOE, UTO 0COOEHHO MPHUBJIEKJIO BHUMAHHUE;

— TIOCTIE TOTO, KaK C/IeJlaHa 3aluch coliepKanus naparpada, rmaBbl, CIIEIyeT NepednTaTh e€, 3aTeM CHOBA
o0parbcs K TEKCTY U MPOBEPUTH ce0sl, TPABUIIBHO JIM U3JI0KEHO COJIepIKaHHE.

TexHruKa KOHCHEKTUPOBAHUS:

— KOHCHEKTHPYs KHUTY 0OJIbIIOro o0bEMa, 3alich CleAyeT BECTH B 001Iel TeTpaau;

— Ha KaXJOM CTpaHMIE CJieBa OCTaBISAIOT MOJA IMMpUHON 25-30 MM 11 3amMcu  KOPOTKUX
MI0J[3ar0JI0BKOB, KPaTKUX 3aMEYaHuii, BOIIPOCOB;

— KaXJasl CTaHMLIAa TETPaau HyMEpyeTcs;

— JUIS TIOBBIIICHUS YMTAEMOCTH 3alIUCH OCTABJIAIOT WHTEPBAIBI MEXAY CTpOKaMmHM, ab3alamu, HOBYIO
MBICIIb HAUUHAIOT C «KPACHON» CTPOKH;

— IpU KOHCIIEKTUPOBAHUU IIMPOKO MCIOJB3YIOT Pa3IMUYHbIE COKpAIICHHS] U YCIOBHBIE 3HAKU, HO HE B
yiiepd CMbICITy 3amucaHHoro. PekomeHnyercs mpuMeHsATh oOuieynoTpeOUuTenbHbIe COKpAIEHUs, HalpuMep:
M.0. — MOXKET OBITh; TOC. — TOCYAaPCTBEHHBIN; 1.0. — TOIDKHO OBITH  T.1.

— He CJIeqyeT COKpallarh MMeHa 1 Ha3BaHHs, KPOME OUEHb YaCTO MOBTOPSIOIIMXCS;

— B KOHCIIEKTE€ HE JOJKHO OBITh MEXaHMYECKOrO IEpPENUCBhIBAHUS TEKCTa 03 MpOIyMbIBAaHUS €ro
CoZiepKaHMsI U CMBICIIOBOTO aHAJIN3a.

CTyneHTsl Ui TOJIHOIIEHHOTO OCBOEHHUSI Yy4eOHOro Kypca JOJDKHBI COCTAaBJIATH KOHCIEKTHI Kak IMpH
MPOCIYUIMBAaHUM €ro TEOpPeTHYECKOM (JIEKIMOHHOM) YacTH, TaK W IpPU MOJATOTOBKE K MPAKTUUYECKUM
(cemuHapckuM) 3aHATUAM. JKenaTenbHO, YTOObI KOHCIIEKTHI JIGKIIMM U CEMUHAPOB 3aMKUCHIBAINCH B JJOTHYECKON
MIOCJIEZI0BATEIBHOCTU U3yUEHUS Kypca U COAEPKAIUCh B OAHOU TETpaju.

KoHcnekT asis CTyeHTOB SBISETCS HEOTHEMIIEMO YacThIO B IPOIECCE U3YUECHHS Kypca, TaK OH:

— B IIOJJHOM 00BbEME OLIEHUBAETCS KaK Pa3HOBUIHOCTH MUCHMEHHOTO OTBETA HA H3y4aeMbIe BOIIPOCHI,

— CIyXuT 0a30l 111 yCTHOTO OTBETA HA CEMHHApE 0 OJTHOMY M3 BOIIPOCOB PacCMaTpuBaeMoro IlaHa;

— CBEJCHMS U3 KOHCIEKTa MOTYT BBICTYNaTh B Ka4€CTBE MCTOYHMKA JIOTOJIHEHMH K OTBETaM JPYIHX
CTYJEHTOB.

Opranu3zaiiys TEKyIIero KOHTPOJIS 3HAHHWM, YMEHUI M HaBBIKOB OOYYAIOUIUXCS OCYIIECTBISIETCS MYTEM
TECTUPOBAHUS.

®opMoii UTOTOBOTO KOHTPOJIS SIBIsSIETCA 3a4eT nuddepeHupoBaHHbIH.

Jljig U1 ¢ OrpaHUYeHHBIMU BO3MOXKHOCTSIMHU 3/10pOBbsI IIPEYCMOTPEHA OpraHu3alus KOHCYJIbTalUl ¢
WCIIO0JIb30BAHUEM 3JIEKTPOHHOM MOYTHI.

7 OHEHOYHBIE CPEACTBA J1JIA KOHTPOJIA YCIIEBAEMOCTHU

7.1 llacnopT ¢)oHIA OLIEHOUYHBIX CPEICTB

Koa xonTpommpyeMon
Ne KonTponupyemsble paznensl (TEMBbI) g pPOTHpY HanmenoBanue
KOMITETEHITHH
n/m JUCITUTLIAHBI OIICHOYHOT'O CPEJICTBA
(unn ee yacTH)
OKYMEHTAI[MOHHOE 00eCTieueHre - OCHOBA

1 | HorymerTal OK 11, TIK 2.6 Tect
TEXHOJIOTUH YIIPABIICHUS
Opranu3zanus AeT0mpON3BOICTBA U €r0

2 P L AL p 8 OK 11,IIK 2.6 JTUCKYCCHS, TECT
HOPMaTUBHO-MeToAnYecKas 6a3a

3 | Opranmzanmsi TOKyMEHTOO000pOTa OK 11,1IK 2.7 JIeJI0Bast UTpa, TECT
Perucrparus JOKyMEHTOB U OpTaHH3AIHUS

4 | cnpaBoYHO-MH(OPMAITMOHHOTO OK11,IIK 1.1, TIK 2.7 JTUCKYCCHS, TECT
00CITyKHBaHUS
KonTpoJib 3a cpokaMu HCIIOJTHEHUS OK 11, 11K 2.6, IIK 2.7,

5) TECT
JIOKYMEHTOB 1K 4.2
DKcnepTu3a HEHHOCTH TOKYMEHTOB

6 pTH3a Il FOKYM OK 11, TIK 2.6, TTK 2.7 JHCKYCCHS, TeCT
B JICJIONIPOU3BOJICTBE
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Ne KonTponupyemsle paznensl (TEMBbI) Ko xorrposmpyemoi HaunmenoBanue
n/m JUCIUTIAHBI KOMITCTCHIUH OLICHOYHOT'O CPEJICTBA
(wm ee 4acTH)
XpaHeHHE JOKYMEHTOB B apXHUBE OK 11,IIK 2.6, IIK 2.7,
7 JUCKYCCHS, TECT
OpraHu3aIyu. [IK 4.2
Cucrema opranu3aluoOHHO- OK 11,IIK 1.1, IIK 2.6,
8 . TECT
pacrnopsAIUTEIbHON JOKYMEHTAIIMU [IK 2.7
9 Mugopmanuonno-cpasounas OK 11, IIK 2.6, TIK 2.7 JlenoBas urpa, TecT
JIOKYMEHTaIus
OK 11, IIK 1.1. TIK 2.6,
10 | JloxymeHTaUs 110 TUIHOMY COCTaBY K 2.7 TECT
11 | ®dunancoBas JOKYMCHTAIUS OK 11, TIK 1.1, TIK 2.6, TECT
JLORYMERTAN MK 2.7, TIK 4.2
Hampasnenus
12 coepiercTBoBats J10Y OK 11,IIK 2.6 Huckyccus, Tect

7.2 Kpurepum oueHKH 3HAHUI

CryneHtsl 00s13aHbI caaTh AU((GEpeHIIMPOBAHHBIA 3a4eT B COOTBETCTBHH C PACIHCAHUEM U y4EOHBIM
wianoM. JuddepeHuupoBanHblii 3a4eT MO JUCIHUILUIMHE MpecieayeT ILelb OLEHUTh paboTy CTyIeHTa,
IMOJIYUYCHHUEC TCOPCTUUCCKUX 3HaHHﬁ, HUX IMPOYHOCTH, PA3BUTHC TBOPUCCKOIO MBIIIJICHUS, HpI/IO6p€TCHI/I€
HABBIKOB CaMOCTOSITENIbHON paboOThl, YMEHHE MPUMEHSATh MONyYEHHBIC 3HAHMS JJIS PELICHHS MPaKTUYECKHUX
3ajad.

KoHTponb u omeHKa pe3ynbTaToB OCBOCHHS Y4eOHOM NUCIUIUIMHBI OCYIIECTBISIETCS MpernoaBaTesieM B
nmponecce MNpOBCACHUA MPAKTHYCCKUX 33.H$ITI/II\/JI, TCCTUPOBAHHA, A TAKXE BBIIIOJIHCHUA O6y‘~IaIOHII/IMI/IC$I
MIPOU3BOJCTBEHHBIX CUTYyallul, JUCKYCCHUH.

HenoBasi u/mnu posepasi urpa. CoBMecTHas JAESITENbHOCTh IPYMIbl 00yYarOMMXCs U MpernojaBaTelis
MO/ YIIPaBJICHUEM MPENOoIaBaTeNsl C LETbI0 PelleHus YueOHBIX U MPOoPEeCCHOHATBHO-OpPUEHTUPOBAHHBIX 33134
MyTEM WIPOBOTO MOJCIMPOBAHUS pEAbHOW NpoOseMHOM cuTyanuu. [lo3Boisier  OIEHWBATH yMEHHUE
aHAJIM3UPOBATh U PEIIaTh TUIHYHbIE MPoQeccuOHAbHbIE 3a/1a4H.

Tect. Cucrema CcTaHZApPTU3UPOBAHHBIX 3aJaHHUM, TMO3BOJISIONIAS
M3MEpEeHUs YPOBHS 3HAHHUM U YMEHU 00y4Jaromierocs.

Kpyrasblii cron, aumckyccus, mojieMuka, AUCHYT, AedaTrbl. OlLEHOYHBIC CPEACTBA, IMO3BOJISIOIINE
BKJIFOUATh OOYydalolIUXCsl B MPOIECC OOCYXKACHHsSI CIOPHOTO BOIpPOCa, MPOOIEeMbl M OIEHUTh HX YMEHHE
apryMEeHTHPOBATh COOCTBEHHYIO TOUKY 3PEHUS.

Kpurepun ounenkmn. 3HaHUSA CTYIEHTOB Ha MPAKTUYECKUX 3aHATHSIX OLIEHMBAIOTCA OTMETKaMu
«OTJINYHOY, «XOPOLIO», «yTOBIETBOPUTEIHLHO» U «HEYAOBIETBOPUTEILHOM.

OrneHKa «OTIUYHO» BBICTABIISETCS, KOT/Ia CTY/ICHb MOKa3bIBaeT TT1y0OKOE BCECTOPOHHEE 3HAHHE pa3jena
JTUCIUTITNHBI, 00s3aTeIbHOW W JIOTIOJIHUTEIIHON JIUTEPaTyphl, apryMEHTHPOBAHO W JIOTMYECKH CTPOWHO
M3JIaraeT MaTepHall, MOKEeT MPUMEHSTh 3HAHUA JJIsl aHAJIN3a KOHKPETHBIX CUTYallU.

Or1eHKa «XOpOIIOY» CTAaBUTCS MPU TBEPIBIX 3HAHUSAX pazjelia JUCIUTIINHBI, 0053aTeTbHON JTUTEPaTypHI,
3HAKOMCTBE C JIOMOJHHUTEIIbHOW JMTEPaTypod, apryMEHTUPOBAHHOM W3JIOKEHUU MaTepuallia, yMEHUHU
IMPUMEHUTH 3HAHUA JI1 aHaJIn3a KOHKPETHBIX chyauHﬁ.

O1ueHKa «yA0BIETBOPUTEIBHO» CTABUTCS, KOTJIA CTY/IEHT B OCHOBHOM 3HAET pa3zell JUCLUUILIIUHBI, MOXKET
MPAKTUYCCKU IPUMEHUTE CBOU 3HAHUS.

OueHka «HEYAOBIETBOPUTENBHO» CTAaBUTCS, KOIZAa CTYAEHT HE OCBOWJI OCHOBHOTO COJEPKAHMS
npenMera 1 ciabo 3HaeT U3yyaeMblid pa3aesn AUCUUTIINHBL.

OrneHOYHBIE CpPEICTBA JIJISl MHBAJIUIOB U JIUI] C OTPAHUYEHHBIMH BO3MOKHOCTSIMH 3JJOPOBBSI BRIOMPAIOTCS
C YYETOM MX MHIUBUAYAIbHBIX MCUXO(DU3NUECKUX OCOOCHHOCTEH.

— Ipu HGO6XOI[I/IMOCTI/I HHBaJIWJaM HW JIMOaM C OIpaHUYCHHBIMU BO3MOXKHOCTAMHU 30POBbA
npeaoCTaBIACTCA JOITOJIHUTCIBHOC BPEM IJIA TOATOTOBKU OTBCTA HA 9K3aMCHC,

— NpU TPOBEIACHUM TMPOLEAYyphl OLEHUBAHUS pPE3yJbTaTOB OOY4YeHHMsS] MHBAIUIOB M JIMI C
OTPaHUYEHHBIMU BO3MOXKHOCTSIMH 37I0POBbsSI TpPEAyCMaTpPUBAETCA HCIIOJIb30BAHUE TEXHUYECKUX CPEJCTB,
HCOGXO,Z[I/IMLIX UM B CBA3HU C UX UHAWBUAYAJIbHBIMHU OCOGCHHOCTHMI/I;
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— TIpU HEOOXOIUMOCTH Ui 00yYaroIuXcs ¢ OrPaHMYCHHBIMH BO3MOXKHOCTSIMH 3/I0POBbSI U MHBAJIHJIOB
MpoLEeaypa OLEHUBAHUS Pe3yIbTaTOB O0YyUEHHUs MO TUCIUILINHE MOKET MPOBOIUTHCS B HECKOJIBKO ATAIOB.

[Tponietypa onieHMBaHUs PE3YIbTATOB OOYUEHUS MHBAJIUIOB M JIUI] C OTPAHHYECHHBIMH BO3MO>KHOCTSIMHU
3I0pOBb MO JUCHUIUIMHE (MOAYJIIO) TMpelycMaTpuBaeT IMpeaocTaBieHue HHpopManuun B ¢opMmax,
aIaITUPOBAHHBIX K OTPAaHUYCHUSM UX 3JI0POBbSI U BOCTIPUATHS HH(POPMAITUH:

Jli U1 ¢ HapYIISHUSIMU 3PEHUSL:

— B [1€4aTHOW (hopMe YBEIUYECHHBIM HIPUPTOM,
— B (hopMe PIEKTPOHHOTO JOKYMEHTA.

JIyist jnL ¢ HapyIIeHUsIMU CIIyXa:

— B mieyaTHoO opme,
— B (hpopMe 3IIEKTPOHHOTO IOKYMEHTA.
Jjist 11 ¢ HapyIICHUSIMHA OTIOPHO-JIBUTATEIILHOTO amnmapara:
— B IIeYaTHOM ¢opme,
— B (hopMe 2IIEKTPOHHOTO TOKYMEHTA.
JlaHHBII TIEpEeYeHb MOXET ObITh KOHKPETU3UPOBAH B 3aBUCHMOCTH OT KOHTUHTEHTA 00YUYaIOIIUXCSl.

7.3 OueHo4HbIe CPEACTB IJIA MPOBEACHUS TeKyIel aTTecTaluu
Texymas arrecrauusa no aucuumiauHe OI1.04 JlokymeHTHOe oOecrieueHHE YNpaBiICHUS MPOBOAUTCA B

dhopwme:
— (poHTaNBHBINI OIPOC;
— PIH,I[HBPII[yaHBHLIﬁ YCTHBIﬁ OIIpOC;
— IIMCHbMEHHBIN KOHTPOJIb;
— TCCTUPOBAHUC 11O TCOPECTHUYCCKOMY MATCpHUAITY,
— TpakTU4eckas pabora;
— 3aluTa BBIITOJIHCHHOT'O 3aJaHuA.
Hpakru-
Dopma HecKuH JInyHbIe KaYecTBa IIpumepsI
aTTecTaluu 3uanns Ymenus OnbIT 00yJarIerocs OI[EHOYHBIX CPEACTB
(Bo1age-
HHe)
(bpOHTAIBHBIH TEOPETUYECKUE OCHOBBI | UCIOJIB30BATh CaMOCTOSITeTbHOCTb, OO6cyxaeHue
ompoc TEXHOJIOTHH HUCTOPUYCCKHIA OTIBIT BOCIIPHUMYHBOCTH K BBIHECEHHBIX B
OpraHu3aIUK CITYKOBI OpraHu3aIiu HOBOMY, BOTIPOCOB TEM U
HHPOPMAIMOHHO- JIEITIOTIPON3BOICTBA CHUCTEMHOCTD, KOHTPOJBHBIX
JOKYMEHTAIHOHHOTO JUTS PEeUICHUS AHATMTHYHOCTb, BOTIPOCOB
obecrieyeHust MPaKTUYECKUX 33124, apryMeHTHPOBaH-
YIpaBJICHUS; MIPUMEHSTH HOCTb,
COBPEMEHHYIO nproOpeTEeHHEIE BHHMaHUE, aMsITh
OpraHU3aIUIo 3HAHUS B
JIEIOTIPOU3BOJICTBA B JIOKYMCHTOBEICHUH U
Poccum; TpeboBanus JIOKYMEHTallUOHHOM
MEXIyHAPOIHOTO obecrieueHUU
cTaHaapTa yIpaBICHUS
HOPMATHBHO-
METOINYECKUE
JIOKYMEHTBI,
perIaMeHTHPYIOIIHE
A0y
WHIWBUIYAIBHBIA | COBPEMEHHYIO HCIIOJIb30BaTh [IpaBWIBHOCTB, [lepedyeHs BOMIPOCOB,
YCTHBIH OTIpocC OpTraHU3aIUI0 COBpPEMCHHBIC BBIPA3UTEIFHOCTD, pedepats
JICITOTIPON3BOJICTBA B KOMIIBIOTEPHEIC SICHOCTB, TOYHOCTb , KontpombHbie
Poccun, TpeboBanms TEXHOJIOTHH B JIOTUIHOCTh BOIPOCHI IO TEMaM
MEXIYHApOIHOTO opraHu3aIui apTyMEHTHPOBaH- TIPIJIATA0TCSI
cTaHaapTa JIEIIONIPOU3BOICTBA HOCTb,
BHHMaHUE, TTAMSITh
MTUCHbMEHHBIN crienupuKy MIPUMEHSTD AKKypaTHOCTb, Pemenue 3amay,
KOHTPOJTb OpraHu3aIuu MPUOOpETEHHBIS CaMOCTOSITEIBHOCTD, TECTOB M HX
JICIIOTIPON3BOJICTBA B 3HaHHSA B BHUMAaHWE, MBIIIUICHUE | OOCYXKIICHHE C TOUKH

TroCyJapCTBECHHBIX U

JOKYMCHTOBCACHUUN 1

3pCHUs YMCHUS
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HErocyaapCTBEHHBIX JIOKyMEHTALIMOHHOM (dbopmMynHupoBaTh

0aHKax; HOpMaTHBHO- obecrnieueHnN BEIBOJIBI, BHOCHTH

METOIMYECKIe YIpaBJICHUS; pEKOMEHAAINH U

JOKYMEHTHI, COCTaBIIATH TIPOCKTHI MIPUHUMATH

peTIaMeHTHPYIOIIIE OpTaHU3aAIIOHHO- aZIcKBaTHBIC

JAOY pamuoHanbHy0O pacnopsAUTEIbHBIX pelLieHus;

TEXHOJIOTHIO TIpHEMa, JIOKYMEHTOB

MIPOXOXKACHHUS,

MOATOTOBKH U

OTHPaBKH IOKYMEHTOB

B TPAJMIMOHHBIX

ABTOMATHU3UPOBAHHBIX

cucremax J10Y
TECTHPOBaHUE I10 COBPEMEHHYIO HCTIOIB30BaTh Bunmanwe, [lepedyens BOMIPOCOB,
TEOPETHIECKOMY OpTaHU3AIIIO COBpEMCHHBIC MBIIIUTCHNE, TTAMSATH, 00pasIpl TeCTOB
MaTepHuaiy JIeTTOTIPON3BOICTBA B KOMIIBIOTEPHEIC MIPaBUIBHOCTS,

Poccun, TpeboBanms TEXHOJIOTHH B CaMOCTOSTEIIEHOCTb.

MEXXITyHAPOIHOTO OpTaHU3aAINH

CTaHIgapTa JIEITOTIPON3BOICTBA

paIMOHATIBHYIO

TEXHOJIOT'UIO MpreMa,

MIPOXOXKACHHUS,

IIOATOTOBKH U

OTIIpaBKH JOKYMCHTOB

B TPaJIUIIUOHHBIX U

ABTOMATH3HPOBAHHBIX

cucremax J10Y
MpaKTUIecKas TEOPETHYECCKIE OCHOBHI | COCTABIIATH IPOCKTHI [IpaBuIbHOCTS, PacuerHo-
pabota TEXHOJIOTHHI OpTaHU3AIIOHHO- SICHOCTB, TOYHOCTH , rpadudeckue

OpTaHU3aIUH CITYKOBI pacTopsIUTEEHBIX JIOTHYHOCTh 3alaHus,

HHPOPMAIMOHHO- JIOKYMEHTOB apryMeHTHPOBaH- KOMILIEKCHOE

JIOKYMEHTaIIMOHHOTO HOCTB, 3aaHue,

06CCHeHeHH$[ BHHUMAaHUC, TIaMATHb MIPaKTUYECKOEC

yIpaBlIeHUS; 3aaHNue

TIPUHIUIIBI

OpTraHM3aINH U 33/1a4H

CITy X0

JOKYMEHTAITHOHHOTO

olecrieueHns OaHKa;

COBPEMECHHYIO

OpTaHU3aIHIO

JIETTOTIPON3BOJICTBA B

Poccun, TpeboBanus

MEXTyHapOIHOTO

CTaHgapra
3auTa HOPMAaTHUBHO- HUCIIOJIB30BaTh CaMOCTOfITeJ’IBHOCTB, BrimosnHeHue
BBIIIOJIHECHHOTO METOAUYCCKHEC I/ICTOpI/I‘-IeCKI/Iﬁ OIIBIT BOCIIPUMMYUBOCTD K SaﬂaHHﬁ u
3aJaHUs JTOKYMCHTEI, OpraHu3anuunu HOBOMY, O6CY)K)I€HI/IG

peTIaMeHTHPYIONIIE JIEJTIOTIPON3BOICTBA CHCTEMHOCTB, pe3yIbTaToOB

JOVY; Teopetnueckue JUISL pEeIIeHUS AHAJIUTUYHOCTb,

OCHOBBI TEXHOJIOTUU MPaKTUYECKUX 3a]1a4; apryMEHTHpPOBaH-

OpTraHU3aIUH CITYKOBI COCTAaBIISITh IPOEKTHI HOCTb,

nHpopmMannoHHo-
JOKYMEHTAIIHOHHOTO
obecrieueHus
YIpaBJICHUS;
COBpEMEHHYIO
OpraHHU3aIHio
JIeTIONPOU3BOJICTBA B
Poccun, TpeboBanus
MEXIAYHApOJIHOTO
CTaHIapTa; CueluUKy
OpraHu3aLuu
JICTIONPON3BOJICTBA B

OpraHu3aIlOHHO-
pacnopsauTeNbHBIX
JIOKYMEHTOB;
HCTIONBb30BaTh
COBpPEMEHHBIE
KOMITBIOTEPHBIC
TEXHOJIOTHH B
OpTaHM3aIn
JIETIONPON3BOJICTBA;
IPUMEHSTh
NpUOOpETEHHbIE
3HaHUs B

BHHUMAaHUC, IaMATh
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rOCY/IapCTBEHHBIX U JIOKYMEHTOBEJICHUH 1
HETOCyIapCTBEHHBIX JOKYMEHTAIIHOHHOM
0aHKaXx; MPUHITATIBI obecrnieueHUN
OpraHW3aLlUY U 3aa4ll | yIPaBJICHUS

CITy)0
JTOKYMEHTAIIMOHHOTO
obecnieuenus OaHKa;
HOPMaTHBHO-
METOIUYECKHE
JIOKYMEHTBI,
periaMeHTHPYIOIINE
JOVY; panuoHanbHyo
TEXHOJIOTHUIO IIpHeMa,
MPOXOKICHUS,
MOATOTOBKH H
OTIPaBKU JOKYMEHTOB
B TPAAULIMOHHBIX U
ABTOMAaTH3HPOBAHHBIX
cucremax J10Y

IIpumepHbIe TecTOBbIEC 3aJaHUSA:
Tema 1. JlokyMeHTalMOHHOE 00ecniedeHHe - OCHOBA TEXHOJIOTMHU yIPaBJIeHUSA

1. «/le10MpON3BOACTBO» — ITO..
1. cucrtema XpaHeHUs JOKYMEHTOB;
2. COCTaBIICHHE JOKYMEHTOB;

3. oTpaciib ACATCIbHOCTH, O6€CH€‘II/IB8.IOH_[8.$I JAOKYMCHTHPOBAHUC U OPTraHU3aIHUIO pa6OTI>I C

O(bI/ILII/IaJII)HI)IMI/I JOKYMCHTaMM.

2. YKaxure TEePpMMHH, HMEIOIINI TAKOM Ke CMbICJI, KaAK U TEPMHH «ACJTOIMPOU3BOACTBO».

1. noxyMeHTHpOBaHHUE;

2. cucTema JOKyMEHTaIuH;

3. JIOKyMEHTallMOHHOE 0OecrieueHue yrpaBIeHus;

4. NOKyMEHTHpPOBaHHas MH(pOpMaIus.

3. Ilo/UIMHHKUK TOKyMEHTa — 3TO:

1. IlepBbIi MM €AMHCTBEHHBINA SK3EMIUISP JOKYMEHTA.
2. DK3eMILIp JOKYMEHTa, C KOTOPOTO CHSTA KOIHS.

4. IOpuauyeckasi cuJjia J0OKyMeHTa — 3TO:

1. OcobeHHOCTH BHEIIHET0 0(OPMIICHHS TOKYMEHTA.

2. CBUIETEIHCTBO HAIMYHKS B IOKYMEHTE TTOJIOKEHUN HOPMAaTUBHOTO XapaKTepa.
3. CriocoOHOCTh TOKYMEHTa OPOKIaTh OMPeIeICHHBIE MPABOBBIE MOCIEACTBHS.

5. UmeeT Jin OPUAUYECKYI0 CHJIY JOKYMEHT, NOJYYEeHHbIH M0 (PaKCUMWIbHOMN CBSA3H?

1. Ja.

2. Jla, mo coryameHno CTOpOH HHPOPMAITMOHHOTO OOMEHa.

3. Her.

6. Kakoii u3 nepe4nc/IeHHbIX PEKBU3UTOB He OTHOCUTCH K PEKBU3UTAM y10CTOBepeHus?

1. I'puc¢ yrBepxxaeHus.

2. Ileyarts.

3. OT™meTKa 0 3aBepEeHUE KOMHH.
4. Bu3a coryiacoBaHusl.

5. Ilognuce.

7. Kakue peKBU3UTHI BKJIYAKOTCHA B 0JIaHK nucbMa?

1. Mecto cocTaBieHus WIK U3AaHUSI JOKYMEHTA.
2. 3arojaoBOK K TEKCTY.

3. HaumeHnoBaHue opranu3aiui.

4. ToBapHbIil 3HaK (3HAK OOCITY)KHBaHUA).

5. HanmenoBanue Buja JOKYMEHTA.

6. Anpecar.
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7. CripaBOouYHBIC JaHHBIC 00 OPraHU3AIIHH.
8. Ha xakom 3k3eMILIsIpe 1€JI0BOT0 NMCHbMAa, OAT0TOBJIEHHOM /JIsl OTIIPABKH ajpecary 10 Noyre,
NMPOCTABJISIIOTCH BU3BI?

1. Ha nognuHHMKeE, OTHPaBIsSEMOM ajpecary.

2. Ha xonuu, moMmemaeMo B J1eJI0 OpraHu3aiyi.

9. Kakoe nucbMo 3aBepsieTcsi NeYaTbio?

1. 'apanTHiiHOE TUCHMO.
2. KommMmepueckoe mpeioKeHue.
3. [TuceMmo-mpock0a.

10. Kakoii J0OKyMeHT OTHOCUTCS K HeperucTpupyemMbim?

1. [Tucsmo-3amnpoc.

2. Xanoba rpaxmaHuHa.
3. ConpoBOAUTEIBHOE MUCHMO.
4. PexiaMHOE IUCEMO.

IIpuMepHbIe BONPOCHI ISl YCTHOTO ONPOoca:

©CoNoO~WNE

HaJU4YUH NPUIIOKEeHHs ", "HAMMEHOBaHUE BU/IA JOKYMEHTA'".

10. 3navyeHwue M BUBI OJTAHKOB JOKYMEHTOB, PEKBU3UTHI OJIJAHKOB, CITOCOOBI 0OPMIICHHSI OJIAHKOB.

3HaueHue NPaBUILHONW OpraHU3alMK JIEIO0IPOU3BO/ICTBA ISl pa0OTHI armnapara yrnpaBieHHs.
HopMaTtuBHO-MeTOAMYECKHE JOKYMEHTBI, PETJIAMEHTHUPYIOIIUE OPraHU3alIHIO JIeJIOIPOU3BOJICTBA.
[TonsiTHe 0 TOKYMEHTE U €ro KITHSIX.

yM VH
YHubukanus u cTanaapTU3anus 10KyMEHTOB.
Odopmnenne pekBU3UTOB "agpecar"”, "pe3omronus'.
Odopmnenne pekBU3UTOB "rpud yTBepkaeHus", "moammcs".
Odopmienne pexkBu3uToB "nara", "rpud cormacoBanus JoKkymeHra'", "oTMeTka 0 KOHTpose'".
Odopmrenre peKBU3UTOB "BU3bI COTTIACOBaHUS JOKyMEHTA'", ""3aroJ0BOK K TEKCTY'".
OdopMmieHre peKBU3UTOB "OTMETKa 00 MCIIOJHEHHWH JOKYMEHTA W HAIlPaBJICHUU €ro B Jeno', "oTMeTka o

7.4 OueHo4HbIe CPEACTB IJISA MPOBEACHNS MPOMEKYTOYHON aTTecTAlluN
[IpomMexxyTouyHas arrectanus

o ITpumepsl
®opma arrectauuu 3HaHuA YMeHnus Tpakriieckuit JlHEIC KatecTsa OLIEHOYHBIX
OTIBIT (BAJETH) oOyuarorerocs
CpEICTB

JuddepeHunpoBaHHblil | TeopeTHYECKUE UCIIOJIb30BaTh CamocrosTenbHOCTh, | Bompocsr:
3aqer OCHOBBI TEXHOJIOTHH NCTOPHUYECKHUN BOCIIPUMMYHMBOCTG K | IPHJIAraroTcs

OpTaHM3aIMHN CIIYXKOBI | OIBIT OpPraHU3aluN HOBOMY,

nH(pOopManMoHHO- JIeTIONIPON3BO/ICTBA CHCTEMHOCTb,

JOKYMEHTAI[MIOHHOTO | JUISl peIeHUs AHAJMTHYHOCTB,

obecrieueHus MIPAaKTHYECKUX apryMEeHTHPOBaH

YIIpaBIICHUS; 3aj1a4; COCTaBIISATh HOCTb,

COBPEMEHHYIO TIPOCKTHI BHHUMAaHUEC, TIaAMATH

OpraHU3aIHIO OpTraHU3aIMOHHO- [MpaBuIbLHOCTS,

JIEJIOTIPON3BOICTBA B | PAaCHOPSIIUTEIHHBIX BBIPA3UTEILHOCTB,

Poccun, TpeboBanus JIOKYMEHTOB; SICHOCTB, TOYHOCTD ,

MEXTyHapOIHOTO HCTIOTb30BaTh JIOTHYHOCTB,

CTaHJApTa,; COBpPEMEHHBIE aKKypaTHOCTb,

cnienuduky KOMITBIOTEPHBIE MBIIIIEHNE,

OpraHM3aIn TEXHOJIOTHH B BBIPa3UTEIBLHOCTh

JIETIONPOU3BOJICTBA B | OpraHU3aluH peun.

TOCYAapCTBEHHBIX U JIeTIONIPON3BO/ICTBA;

HErOCYJapCTBEHHBIX | NPUMEHSTh

0aHKaX; IPUHIUIIBI NIpUOOpETEHHBIE

OpTaHM3aINN U 3HAHHA B

3aJa4n CIryx0 JOKyMEHTOBEICHUH

JOKYMEHTaI[MOHHOTO | M

obecrieueHus OaHKa; JIOKyMEHTaITMOHHOM

HOPMAaTHBHO- obecrieueHnH

METOAMYECKHE yIpaBJICHUs
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JIOKYMEHTBI,
periaaMeHTHpYIOmue
JOY; paunoHaneHyO
TEXHOJIOTHIO IIPHEMa,
HPOXOXKICHUS,
HOATOTOBKHU H
OTIPaBKU
JIOKyMEHTOB B
TPaAUIOHHBIX U
ABTOMATH3MPOBAHHBIX
cuctemax J10Y

7.4.1 IlpuMepHbIe BONPOCHI [IJIsl IPOBEAEHUS MPOMEKYTOUYHOM aTTecTalluu

[Tonstue «/loxkyMeHT».

OOw1ast xapakTepucTHKa JOKYMEHTOB. DYHKIIMU JOKYMEHTOB.

JloroBop TpaHCHOPTHOM 3KcneAuInU. OCHOBHBIE pa3/Iebl.

Bupl 10KyMEHTOB U MX KiIacCU(pUKALUSL

PexBusut «OTMETKa O HATMYUU TPUIIOKEHUI».

Poinb 1oKyMeHTallMOHHOTO 0OecrieueHus YIpaBiIeHHUs B COBPEMEHHOW OpraHu3aIiH.
PexBusur «I'pud cormacoBanus nokymenta». Cocras. OpopmiieHue.

Crannaptuzanus 1 yHU(UKaLus T0KyMEHTOB.

PexBusur «'pud yrBepxaenus rokymeHTa». Crnoco0s! opopmieHusI.

0. bnank noxymeHTa. Buapl OJaHKOB, MX XapaKT€pPUCTHUKA.

1. PexBu3ur «3arojgoBok K TeKcTy». [IpaBuna opopmieHus.

. Ocobennoctu opopmienus nokymenra «llomoxenue». [loHsTre, peKBUZUTHI.

13. PexBm3ut «Pe3omornusy. [lopsaok odhopmiaeHus.

14. HaznadeHue, cocTaB 1 0COOEHHOCTH O(OPMIICHHS OPTaHU3AIMOHHBIX JOKYMEHTOB.

15. PexBusut «Bu3sbl cornacoBanus fokymeHTa». O01acTh NpUMEHEHUS.

16. Haznadenue, cocTaB 1 0COOCHHOCTH O(POPMIICHUS PACHIOPSAUTENbHBIX JOKYMEHTOB.

17. PexBusut «PerucrpaiiioHHblil HOMep JoKyMeHTa». [IpaBuiia mpocTaBieHns Ha BHYTPEHHHUX JOKYMEHTaXx,
UCXOJAIINX TOKYMEHTaX.

18. Hasnauenwue, coctaB U 0COOCHHOCTH 0(hOpMIICHUS HHPOPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB.
19. PexBusut «HanmeHoBanue Buja 1okymeHTa». [IpaBuiia ohopmiieHus.

20. OcobGennoctu opopmiieHus qokymenta «lIpukaszy. [loHsTHE, PEKBH3UTHI, BUIBI IPUKA30B.

RRO©oo N ORWNE

=
N

7.4.2 IlpuMepHbIe 3212491 Ha 3a4eT

3agaya 1. CocraBbTe NpHKa3 IO CTPOUTEIbHOMY KoomnepatuBy "MHTepcTpoil" o HempaBHIBHOM
UCIIOJIb30BAaHUM CTPOUTENBHBIX OTXO/A0B. B KOHCTaTHpyIOIeH 4acTH YKaXXUTe, YTO MpPU HpPOBEpKe palbOThI
CKiIaJa MHUIOMATECpUaioB YCTAaHOBJICHEBI q)aKTI)I OTHyCKa B KOTCJIBHYIO JJIA CXKHUI'aHUA OTXOJ0B
nuwioMarepuanoB JUIMHHON cBbimie 20 cM. B pacnopsauTensHON 4acTu ciefyeT HpeaioKUTh 3aBeAyIOIIEMY
CKJIaJIOM OPraHU30BaTh padoTy MO peaynu3aliuy 0TX0/10B YaCTHBIM JIMIIAM.

8 JONNOJIHUTEJIBHOE OBECIIEYEHUE JUCHUIIJIMHBI
[Ipunoxenune 1. Meroaudeckne peKOMEHIAMH [T IPAKTUYECKUX 3aHATUH.
ITpunoxxenne 2. DNEKTPOHHBIE TPE3ECHTALIUH.
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JINCT
U3MEHEHHM paboyelt mporpaMmbl y4eOHON AUCIUTLIUHBI
OI1.04 ToxymeHTaIlMOHHOE 00€ecTieueHre yIpaBIICHUS

JloroHeHUsT ¥ UI3MEHEHHMSI, BHOCUMBIE B pab0uyro IMporpaMMy TUCIUIUIMHBI Ha
201 /201  y4eOHBIi rof

OcHOBaHUS BHECEHUS Paznea PII/I, B koTOpbIii Conepsxkanue BHOCUMBIX
JAOTOJTHEHUT U BHOCSTCH U3MEHEHUS AOMOJTHEHUI, U3MEeHeHU |
H3MEeHEHU
IIpennoxenue
paboTronarens
IIpennoxxenue
COCTaBUTEISl MPOTPAMMBI
Hpyrue ocHoBanus

CocTaBuTeNb: NMPENO/1aBaTEIb E.A. KobGenera
NnOONUChH

VYTBepKJcHa Ha 3aceJaHWM IMPEAMETHOW (IIUKIOBOM) KOMHCCHH SKOHOMHYECKHUX
TUCIUIUINH
pOTOKOI Ne OT «___ » 20 r

[Ipeacenarens npeaAMeTHON (ITUKIIOBOM) KOMHCCHH

DKOHOMHUYECKUX AUCIUILINH E.A. KoGeneBa

«  » 20 L.
3aMecTuTeNb AUPEKTOPA MO yueOHOM padoTe JLLA. TTapaMoHeHKO

«  » 20 L.
3aBenytromas OubnmuoTexon pumana A.B. CknspoBa

«  » 20 L.

Nnxenep-rporpaMMUCT
(mporpaMMHO-UH(DOPMAITMOHHOE
obecrieueHre 00pa30BaTEIbLHON TPOTPAMMBI) C.A. Makees
« » 20 TI.
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Peuensus
Ha pa0o4yyI0 NPOrpaMMy M CHUILTHHBI
«JlokymMeHTaIMOHHOeE o0ecneyeHne yIpaBJieHusD)
CIENUATBHOCTD « JKOHOMMKA M OyXTrajJTepcKui yueT (1o 0TPacjasiM)»

PabGouass  mporpamma  y4yeOHOM  TUCHUIUIMHBI  «J{OKyMEHTallMOHHOE
ofOecrieueHue  ympaBJjeHus»  pazpaborana  Ha  ocHoBe — DenepalibHOTO
rOCyJapCTBEHHOTO 00pa30BaTEIBHOTO CTAaHIApPTa IO CIEIUATBLHOCTH CPEIHETO
Mpo(eCCHOHATEHOTO 00pa3oBaHUsl «JKOHOMHKA M OyXTrajlTepckuii yd4eT (1o
OTPaCISAIM)».

PabGouas mporpamma mnpemycMaTpuBaeT NpUOOpPETEHUE 3HAHWN B 00JacTH
TEOPETHYECKNX OCHOB TEXHOJOTHH OPTaHMW3AIlMU CIY)KObI HH(POPMAIMOHHO-
JTOKYMEHTAIITMOHHOTO  OOECIICUeHUsT YIPaBICHUS;, COBPEMEHHOW OpTraHU3AINH
nenornpou3BoAcTBa B Poccum.

B pesynbTaTte ocBoeHUs yueOHON AUCIUIUIMHBI O0YYAIOIINIICS TOHKEH 3HATH:

— TEOpPETHUYECKHUE OCHOBBI TEXHOJIOTUHU OpraHu3aluu CITY OBl
MH()OPMAIMOHHO-JOKYMEHTAITMOHHOT'O0 00ECTICUeHUSI YITPaBJICHUS;

— COBPEMCHHYIO OpTraHHW3allhi0 JeIoNpon3BoACTBa B Poccuu, TpeboBaHMS
MEXIyHApOJHOTO CTaHIaPTa;

— crnenuuKy OpraHU3AIMH JEJIOMPOU3BOJCTBA B TOCYJapCTBEHHBIX U
HETOCYy/IapCTBEHHBIX OaHKaX;

— MPUHLUIBI ~ OpraHu3allud W 3a/ladyd  CIyXk0  JIOKYMEHTallMOHHOTO
oOecrnieueHus 0aHKa;

— HOPMATHUBHO-METOJAMYECKUE JTOKYMEHTHI, periamentupyromue JJ0VY;

— panMOHATBHYIO TEXHOJIOTHIO TIpHeMa, TPOXOXKACHHUS, TIOJTOTOBKH M
OTMPABKHU JOKYMEHTOB B TPAJAUIIMOHHBIX U aBTOMATU3UPOBaHHBIX cuctemax JJOVY.

B pesynaprare ocBOeHHs 005S3aTENBHOM YacTH AUCHUILIMHBI OOYYarOIIUMCS
JIOJIKEH YMETh:

— HCTOJB30BaTh MCTOPUYECKUUN OIBIT OPraHU3alMU JIEJTOTPOU3BOJCTBA IS
pEIICHUS PAKTHICCKUX 3a71aY;

— COCTaBJIATH MPOCKTHI OPTaHU3AIMOHHO-PACTIOPSTUTEIBHBIX JOKYMCHTOB;

— HCTOJB30BaTh COBPEMEHHBIC KOMITBIOTCPHBIC TEXHOJIOTHH B OpTraHU3AIH
JIEOTIPOU3BOICTRA;

— MPUMEHSTh  NPUOOPETEHHbIE  3HAHWSA B JIOKYMEHTOBEICHUU U
JTOKYMCHTAITMIOHHOM 00€CIICUCHUN yTIPABIICHHSI.

CopepkaHre NUCHIUILIMHBI COOTBETCTBYET YUCOHOMY IIAHY CHEIUATbHOCTH
«IKOHOMUKA U Oyxrantepckuil yuet (mo otpacisim)» ¢punrnaia PI'bOY BO Kyol'Y B
r. Tuxopenke.

Peuenzent, nupektop Wi
OO0OO «llenTp oka3zaHHUsi KOHCAITUHTOBBIX YCIYT» [/ MY M.B. MuroBa



Penensus
Ha pa0o4yI0 MPOrpaMMy AUCHUIIMHBI
«/lokyMeHTallHOHHOEe o0ecIeYeHre yIpaBJIeHUusD)
CHEHHUATBHOCTh «JKOHOMHUKA U 0yXraJTepcKuil yuer (110 0TpacjasimM)»

PabGouas mporpamMmma y4eOHOW MUCHMIUIMHBI «JlOKyMEHTAIIMOHHOE OOeCIieueHne
ynpaBieHusn»  pa3paboraHa Ha  ocHoBe  DenepanbHOro0  TOCYJIApPCTBEHHOTO
00pa30BaTeIbHOrO CTaHIApPTa IO CHEIHAIBbHOCTH CpPETHEro MpodeccruoHaTbHOTO
o0Opa3oBaHus « IKOHOMUKA U OyXTalTepCKUi y4eT (110 OTPacIIsiM)».

B crpykType mporpaMMbl MOATOTOBKHM CHELMAIMCTOB CPEIHEro 3BeHa yueOHas
IUCUMIUIMHA — «JlOKyMeHTallMoHHOEe — oOecliedeHre  yOpaBleHHs»  OTHOCUTCS K
poQecCUOHANBLHOM MOArOTOBKE U BXOJUT B COCTaB 00IENPO(eCcCHOHATBHOTO IUKIIA.

Paboueii mporpamMmoil mpenrycMOTpPEHO MpHOOpeTeHrue 3HaHWi B 00IacTH
TEOPETUYECKHX OCHOB TEXHOJOTHMH OpraHu3alud  CIy>KObl  MH(POPMAIMOHHO-
JOKYMEHTAIIMOHHOTO  OOECTI€UeHUs  YIPABJICHUS; COBPEMEHHOW  OpraHu3aliu
JeJIONPOU3BOACTBA B Poccun.

B xoze n3yuyeHus: paccMaTpuBarOTCs CIEIYIOIINE TEMBI:

— JOKyMEHTAIIMOHHOE 00eCreYeHHe - OCHOBA TEXHOJIOTHH YIIPABICHUS;

— OpraHu3aius IeJOMPOU3BOJICTBA U €r0 HOPMATUBHO-METOIUYECKast 0a3a;

— OpraHu3zalus J0KyMEHTO000pOTa;

— peructpauusi JOKYMEHTOB U OpraHu3alus CIpaBOYHO-MHPOPMALUOHHOTO
00CITyKUBaHHS;

— KOHTPOJIb 32 CPOKaMU UCIIOJIHEHUSI JOKYMEHTOB;

— DKCIIEPTHU3a LIEHHOCTHU IOKYMEHTOB B J€JIONPOU3BO/ICTBE;

— XpaHEHHE JOKYMEHTOB B apXUBE OpraHU3alINU;

— CHCTeMa OpraHU3alMOHHO-PACTIOPSIUTEILHON TOKYMEHTAIUY;

— WH(POPMAIIMOHHO-CIIPABOYHAS JIOKYMEHTALIUS;

— JOKYMEHTAIMs M0 JUYHOMY COCTaBY;

— (uHaHCOBas TOKYMEHTAIIHS;

— HampanieHus coBepuieHcTBoBaHusA JIOY.

B paboueii nporpamMMe OTpa’keHbI IPAKTUUYECKUE YMEHHUS:

— WCTOJB30BaTh HCTOPUYECKUN OMBIT OpPraHW3allid JIEJIOMPOU3BOJACTBA IS
pEIICHUS MPaKTHUYECKUX 3a/1a4;

—  COCTaBIIATH MPOEKTHI OPTraHNU3AIMOHHO-PACTIOPSIIUTEIBHBIX JOKYMEHTOB;

— HCTOJB30BaTh COBPEMEHHBIC KOMIBIOTEPHBIC TEXHOJOTUH B OpTaHMU3AIUU
JeIOTPOU3BO/ICTBA;

— TMpPUMEHSTb  NPUOOpPETEHHblE  3HAHUA B JIOKYMEHTOBEACHHH U
JOKYMEHTAIIMOHHOM O00€CNEeYeHUH YIIpaBICHHUS.

W3ydeHrne NaHHOW AMCUUIUIMHBI COCOOCTBYET 3(h(PEKTUBHOW M KayeCTBEHHOMH
MOATOTOBKE MOJIOJBIX CIIEIIMAIMCTOB B 00JACTH 3KOHOMUKH M OyXTaldTepCKOro y4eTa.

OO0béM, CTpyKTypa U cojepkaHue paboyeil mnporpammbl COOTBETCTBYIOT
y4eOHOMY TJIaHy CIEUAIbHOCTH.

Penien3enT, kaHauaaT SJKOHOMUYECKUX HAYK,

JIOLIEHT, JOLIEHT Kaeapbl SIKOHOMUKHU

1 MeHepkMenTa Gumana @I'bOY BO

«KyOaHckuit rocy1apCTBEHHBIN YHUBEPCUTET ///



B r. Tuxopenke N.B. Ky3nenona
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