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1. [IACIIOPT PABOYEM ITPOI'PAMMBI YYEBHOU JUCIHIUITINHBI
OI1.04 ToKyMeHTaI[HOHHOE o00ecreyeHHe yNpPaBJIeHUs

1.1. O61acTh NPUMeEHEeHHsI POrPaMMBbI
Pabouas mnporpamma yuebHo¥M aucuuruiiHel  OI1.04  JloKymeHTaI[MOHHOe

obecrieueHrie yIIpaB/IeHUS SIBISIETCS YaCTbIO TIPOTPAaMMBbI TIOJTOTOBKH  CIIEIMA/IMCTOB
cpegHero 3BeHa B cootBeTcTBUM ¢ PI'OC CIIO no cneruanbHocTy 38.02.01 JKOHOMHKA U
Oyxrantepckuii yueT (110 OTpacsim).

1.2. MecTo yueOHO# JUCHUILUIAHBI B CTPYKTYpe MPOrpaMmbl MOJTOTOBKH
CIIeI{Ma/IMCTOB CPe/Hero 3BeHa
Oucuurimaa  OI1.04  [TokymeHTallMOHHOe o0ecrieueHre YIIpaBlIeHUS BXOOUT B
npodeccroHanbHbi yuebHb LUK (I1.OO) u oTHOcuTCcsi K o61ernpodeccroHan bHbIM
mucuunimHaM  (OI1.00). [Insi ocBoeHMsl JUCLMIVIMHBI CTY[eHTbl HWCIOJIb3YIOT 3HaHUS,
YMeHHs1 U HaBbIKY, C()OPMHUPOBAHHBIE Ha JUCLUIIMHE «DKOHOMUKA opraHu3auum» (OK.11;
I[IK 2.6). KomnereHuuu, QopmMupyemble M0 TMpeAlIeCTBYIOIIed AUCLUIUIMHE U
Heo6xoJMMble MPY U3yUYeHNH JUCLIMIUIMHBL [loKyMeHTal[MoHHOe obecrieueHue yripaB/ieHusI:
OK.11. Wcnonb3oBaTh 3HaHWUA IO (PUHAHCOBOM TI'PAMOTHOCTH, IJIAHUPOBAaTh
NpeJIpYHUMAaTe/bCKYIO [esiTeJIbHOCTh B IPOogeCcCUOHanbHOM cepe;
K 2.6. Ocy1ectBasTs c6op nHbOpMaLIK O JesTeTbHOCTA 00beKTa BHyTPEHHEeTO
KOHTPOJISl TI0 BBITIOJIHEHUIO TpeOOBaHMI MPaBOBOM W HOPMAaTUBHOM 0a3bl M BHYTPEHHHUX

PeriaMeHTOB,
WHpe B pesynbTare n3yuyeHust yueOHOM AUCLMIUIMHBI 00yYaloIIyecs JOMKHBI
Ne KC CopepxaHue
M. | KOMII | KOMIIETeHL{UH VMETD
i 3HaThb yMeThb MPaKTUYeCKU OIIBbIT
M. | eTeHL | (WM eé 4acTH)
505 (BmazeTn)
1 | OK11 | Ucnonb3oBate | OCHOBBI MpeANTPUHUMATENBCKON | BBISIBAATE AOCTOMHCTBA M
3HaHUs 110 JlesiTeIbHOCTH; OCHOBBI | Hel0CTaTKu
(brHaHCOBOM ¢uHaHCOBOM IpPaMOTHOCTH; | KOMMepuecKoi uziey;
rPaMOTHOCTH, mpaBua pa3paboTKH Ou3Hec- | Mpe3eHTOBaTh naeu
I/IaHUPOBATh I1/IaHOB; TIOPSAIOK | OTKPBITUSI  COBCTBEHHOTO
TIpeANPUHAMAT | BBICTPaWMBaHUS  IIpe3eHTaL[UM; | Jena B podecCcHoHaTbHOM
eJIbCKYI0 KpelUuTHbIe 0aHKOBCKHe | JesTelbHOCTH; 0OpPMIISTH
JlesITeJIbHOCTD B | TIPOAYKTHI Ou3Hec-11aH;
npodeccuoHan paccunThiBaThb  pa3Mepsl
bHOM cdepe BBIIVIAT TI0 TIPOLEHTHBIM
CTaBKaM  KpeJUTOBaHUS;
orpefensiTh
VHBeCTULIMOHHYIO
TIPUBJIEKaTe/IbHOCTh
KOMMepUYeCcKnx ufed B
pamKax
ripocheccroHaTBEHON
JlesATe/IbHOCTH;
TIpe3eHTOBAaTh br3Hec-
HJer; orpefesnsiTh
HCTOUYHUKU
(dbuHaHCHPOBaHUS
IIK Ocyuiectsiate | Metoasl cbopa uHbopmauuu o | TIpoBoauTh coop | B BBIIIO/THEHUU
2.6 cbop JeaTe/IlbHOCTU o0bekTa | MHbOpMaLUH 0 | KOHTPOJIBHBIX
VH(OPMAL[MM O | BHYTPeHHero  KOHTPOJS  TI0 | /IesITelTbHOCTH oObekTa | mpoeiyp U WX
JesTe/IbHOCTU | BBITIOJTHEHUIO TpeOOBaHMi | BHYTPEeHHEro KOHTPO/S IO | AOKYMEHTHPOBAHUU
o0BeKTa TIPaBOBOM Y HOPMAaTUBHOM 0a3bl | BBITIOJIHEHUIO TpeOOBaHMIA
BHYTpPEHHero U BHYTPEHHUX per/laMeHTOB TIpaBOBOM M HOpMaTHBHOM




Wupe B pe3ynbrare usyuenus yueOHOM AUCIUIIMHBI 00YYarOIInecst JO/DKHBI
No KC CopeprkaHue

M. | KOMII | KOMIIETeHLUU
m. | ereHr] | (uu eé yacTu)
uu

HUMeTb
3HaTb ymeTb l'IpaKTI/ILIECKI/II‘/JI OIIBIT

(BnazeTn)

KOHTPOJIS TIO 6a3bl M BHYTPEHHMX
BBITIOJTHEHUIO peryiaMeHTOB

TpeboBaHuit
TIPaBOBOM U
HOpPMaTUBHOMN
6a3bl 1
BHYTpPEHHHX
peryiaMeHTOB

W3yueHve  AUCUUIUIMHBI  «[IOKyMeHTAallMOHHOe  obecrieueHWe  yTIpaB/IeHUS»
rpeJBapsieT U3ydyeHHe AUCHUIIIMHBI  «IIpaBoBoe obecrieueHre TpodeCcCHOHATBLHON
AeATe/IbHOCTH.

1.3. ey 1 3agaun  yueOHOM AUCLMILIMHBI — TPe0OBAHUsI K pPe3y/IbTaTaM 0CBOEHHUS
AVICLUI/TUHBI

B pe3ynbrare ocBoeHHs yueOHOMN AMCLIMIUIMHEI 00yJaroIuiics Jo/DKeH
3HaTh:

-0CHOBBI TIPeATIPUHUMATETbCKOU JIesITe/TbHOCTH;

-0CHOBBI ()MHAHCOBOU I'PaMOTHOCTY;

-rpaBusia pa3paboTKy OU3HeC-TIIaHOB;

-TOPSIIOK BBICTPAUBAHUSI TIpe3eHTalvy;

-KpeJINTHbIe OAaHKOBCKHE TIPOJYKTHI;

-001ue TpeboBaHUS K OyXrajJTepCKOMy YYeTy B YaCTH JIOKYMEHTHDOBAHHS BCEX
XO03SIMCTBEHHBIX JEMCTBUM 1 Omneparui;

-TIOHATHE TIEPBUYHOM OyXranTepCcKou JOKYMeHTalluu;

-oTpe/iesieHre TTePBUYHBIX OyXTa/lTePCKUX TOKYMEHTOB;

-bopMBbI TEpBUYHBIX OyXraaTepCKUX [JOKYMEHTOB, cofiepKallux obsi3arenbHbie
PEeKBU3UTHI TIEPBUYHOTO YUETHOTO JOKYMEHTa;

-TIOPSIIOK ~ TIPOBEJIeHWs] TIPOBEPKH  TIePBUYHBIX  OyXrajTepCKUX [OKYMEHTOB,
(hopMasIbHOM TTPOBEPKU I0KyMEHTOB, TIPOBEPKH TI0 CYIIIeCTBY, apudMeTHUeCKOU ITPOBEPKH;

-TIPUHLIUTIBI ¥ TIPU3HAKU TPYTITTUPOBKU MEePBUUHBIX OyXraaTepCKuX JOKYMEHTOB;

-TIOPSIIOK  TIPOBeZIeHNsI TAaKCUPOBKHM W KOHTHUPOBKM TIEPBUYHBIX OyXTa/iTepCKUx
JIOKYMEHTOB,;

-TIOPSIIOK COCTaB/IeHUsI PETMCTPOB OyXTaaTepCKoro yuera;

-TpaBuUJia ¥ CPOKM XPaHeHUs TIepBUYHOMN OyXTanTepCcKol JOKyMeHTaluy;

-MeToZibI cOopa MH(OpMaLUK O JeATeNIbHOCTH 00beKTa BHYTPEHHEro KOHTPOJS 0
BBITIO/THEHHUIO TpeOOBaHMI TIPaBOBOM U HOPMAaTUBHOM 0a3bl M BHYTPEHHUX PEryiaMeHTOB;

-TIOPSIIOK COCTaBJIeHUsI CINUUTETBbHBIX BeZIOMOCTel B OyXraaTepuu U yCTaHOB/IEHUE
COOTBETCTBUS JAHHBIX 0 (DaKTHUeCKOM Ha/TMUMU CPe/ICTB AAHHBIM OyXrajTepcKoro yJera

-TpOLIeZlypy COCTaB/IeHUs aKTa 10 pe3y/ibTaTaM UHBeHTapU3aLuy;

-TpeboBaHMs K OyXraaTepcKol OTYETHOCTU OpraHU3alIUY;

-COCTaB | cojiepkaHue (popM OyXranTepCKoi OTUETHOCTH;

-OyxranTtepckuii OamaHC, OTUeT O (DMHAHCOBBIX pe3y/bTaTaX KaK OCHOBHBIE (DOPMEI
OyXranTepckoil OTUeTHOCTH;

-MeTO/Ibl TPYMNIHUPOBKU M TiepeHeceHWs 0000I[eHHOW YyueTHOW WH(OpMaIuu U3
0060pPOTHO-Ca/bI0BOM BeJOMOCTH B (hOpMBI OyXranTepCcKoi OTUeTHOCTH;



-TIpOIIe/lypy COCTaBJ/IeHUs] TIPUIOYKEHWM K OyxranTepckomy OasaHCy U OTYeTy O
(bMHaHCOBBIX pe3y/bTaTax;

-TIOPSIIOK OTPA’KEHWsS] W3MEHEeHUH B YUeTHOW TIONUTHKE B I[e/iAX OyXraaTepcKoro
yuera;

-[IOPSIZIOK ~ OpraHv3alui  TO/lyYyeHUs] ayAUTOPCKOTO  3aK/II0YeHUsT B CJlydae
HeoOXOJUMOCTH;

CPOKU TIpe/ICTaB/IeHUsI OyXraJTepCKOM OTUeTHOCTH;

-MpaBW/la BHECEHUs WCIIPAB/IEHUH B OyXraJTepCcKyl0 OTUYETHOCTb B CJ/lydae
BbISIBJIEHUS] HEMIPAaBU/ILHOTO OTPa’KeHUs1 X031 CTBEHHBIX OMepaLyii;

-MexxayHapogHble cTaHAapThl (urHaHcoBoM oTueTHOCTH (MC®PO) u [IupeKTuBbl
EBpomneiickoro Coo01riecTBa 0 KOHCO/IMAUPOBAHHON OTUETHOCTH;

B pe3ynbrare ocBoeHUs yueOHOMN AUCLIMIIMHEI 00yJaroIuiics o/KeH

Ymets:

-BBISIB/IATD JIOCTOMHCTBA u He/I0CTaTKU
KOMMepueCKou Ujieu;

-Ipe3eHTOBaTh HWJEeU OTKPBITUS COOCTBEHHOTO [leia B TpodecCHoHaTbHON
JlesiTeNTbHOCTY;

-ohopMISITH OM3HEC-TI/IaH;

-pacCUUTHIBaTh pa3Mephbl BBITI/IAT 110 MPOLIEHTHLIM CTaBKaM KpeJUTOBaHUS;

-orpe/ie/isiTh UHBECTULIMOHHYIO TIPUB/IEKaTe/TbHOCTh KOMMepUeCKuX ujeld B pamKax
npodeCcCUOHA/LHOM JesITe/TbHOCTH;

-Mpe3eHTOBaTh OH3HeC-U/IEel0;

-orpe/ie/isiTh UCTOUHUKY (PMHAHCUPOBaHUS;

-[IPUHKUMATh TIPOM3BO/IbHBIE repBUYHbIe OyxranTepckue JIOKYMEHTHI,
paccMaTpyBaeMble KaK ITTMCbMEHHOe [I0Ka3aTelbCTBO COBEPILeHHs  XO3SIMCTBeHHOM
orepaLyy WY MojiyyeHre pa3pellleHys Ha ee IPOBe/ieHUE;

-MIPUHUMATh TIepBUYHBIE OyXTanTepcKye ZOKYMEeHThI Ha OyMa)kKHOM HOcHTese U (WIn)
B BU/Ie JIEKTPOHHOTO ZIOKYMeHTa, MOANMCAHHOTO 3/IeKTPOHHOM TTO/ITUCHIO;

-IPOBEPSITh Ha/lWuve B TIPOM3BOJIbHBIX TI€PBUUHBIX OyXra/JTepCKUX AOKyMeHTax
00s13aTe/TbHBIX PEKBU3UTOB;

-IIPOBOJIUTh  (DOPMa/IbHYH0 TIPOBEPKY [IOKYMEHTOB, TIPOBEPKY II0 CYIIleCTBY,
apu(pMeTUUeCKY MPOBEPKY;

-IPOBO/IUTH TPYIIUPOBKY TIEPBUYHBIX OyXralaTepcKuxX JOKYMEHTOB TIO DSy
TPU3HAKOB,;

-POBO/IUTH TAKCUPOBKY Y KOHTUPOBKY MEPBUUHBIX OyXTaJTepCKUX JOKYMEHTOB,;

-OpraHMU30BbIBaTh JOKYMEHTOOOOPOT;

-pa3bupaThCsi B HOMEHK/IaType Jief;

-3aHOCHUTh JIaHHBIE TI0 CTPYMITUPOBAHHBIM JOKYMEHTaM B PETrHMCTPbI OyXraaTepcKoro
yueTa;

-repefiaBaTh T€PBUUHbIe OyXrajiTepCcKhe AOKYMEeHTbl B TeKYIL[Wi OyxranTepckuit
apXxuB;

-riepe/laBaTh TE€PBUUHBbIe OyXTa/iTepCKHe JAOKYMEHTbI B IIOCTOSHHBIA apXWB I10
WCTeUeHWH yCTaHOBJIEHHOTO CPOKa XpaHeHus;

-ACTIPAB/ISATh OIIMOKK B TIEPBUUHBIX OyXTaaTepCKUX JOKYMeHTaXx;

-lIOKyMeHTa/ibHOe  odopm/ieHHe  TIOCTYIUIEHUWsI W pacxoja  MaTepuasibHO-
TIPOU3BO/ICTBEHHBIX 3arlacoB,;

-MpoBOAUTEL cOOp MH(MOPMAIMH O AeITeTbHOCTH 00BeKTa BHyTPEHHET0 KOHTPOJIS TI0
BBITIO/THEHHUIO TpeOOBaHWI TIPaBOBOM ¥ HOPMaTUBHOM 0a3bl M BHYTPEHHUX PEryiaMeHTOB;

-COCTaBJIATh aKT TI0 pe3y/ibTaTaM WHBEeHTapH3alluu;



-COCTaB/ISITh C/IMUMTEIbHbIE BeJJOMOCTU M yCTaHaB/IMBaTh COOTBETCTBUE AAHHBLIX O
(haKTHUeCKOM Ha/TMUMK CPEe/ICTB AAHHBIM OyXraaTepcKoro yJera;

-BBIITOJIHATH KOHTPOJIbHBIE TIPOLieAYPbI

N KX [OOKYMEHTHDOBaHHE,

I'OTOBUTHL U

O(bOpMJIHTB 3dBeplIdroIIre MaTepua/ibl 10 pe3y/1bTdTdM BHYTPEHHETO KOHTDOJIA;

-3aKpbIBaTh OyXrajaTepckue perucTpbl |

3aronHATE  (POPMBI

OTUETHOCTH B YCTaHOBJ/IEHHEIE€ 3dKOHOAATE/IECTBOM CPOKH,

-YCTaHAB/IMBATb WAEHTUUYHOCTb TI0Ka3aTesen 6yxraJ1Tepc1<Hx OTUeToOB,

-0CBauBaTh HOBBIE (hOPMBI OyXTa/NTEPCKOM OTUETHOCTH;
-a/IarITHPOBaTh OyXranTepcKyro ((hHHAHCOBYIO) OTUeTHOCTb Poccuiickoit @eneparyu
K MeXXTyHapOZHbIM CTaHZapTaM (MHAHCOBOW OTYETHOCTH;
B pe3ynbTare ocBoeHUs1 yueOHOM JUCIMIIMHBI 00yJatOIUHACS 10/DKEH UMETh
IIpaKkTHUYeCKUH OMbIT:
-B JJOKYMEHTHPOBAHWUN XO3SIMCTBEHHBIX OTepaldii U BeJleHNU OyXrajTepcKoro yueTa
aKTHMBOB OpraHu3alluy;

-B BBIIOJTHEHUH KOHTPOJIbHBIX MPOLIESYP Y UX JOKYMEHTHPOBaHUU;

-B  TO/ATOTOBKE 3aBeplIaolIMX MaTeprasoB

BHYTPEHHEr0 KOHTPOJIS;
-B COCTaBleHWH OyXxranTepckoi ((hHMHAHCOBOM) OTUETHOCTH MO0 MeXXIyHapOoAHbIM
cTaHAapTaM (pMHaHCOBOW OTUETHOCTH;
-B YYaCTHU B CUETHOM IPOBepKe OyXraaTepcKoil OTYETHOCTH.

odopmsieHus

OyXranTepCKou

pe3yabTraraMm

MakcumanbHast yueGHast Harpy3ka obyuarorrierocsi 48 uacos, B TOM UmCJIe:
- obsi3aTenbHas ayiuTOpHasi yueOHast Harpy3ka obyuarorierocsi 48 yacos.

OK.11.

(opmMupyemMbIX KOMIIEeTeHLHM)
Yuarmmiicss J0/DKeH 00s1aiaTh OOIUMM KOMIIETEHI[USIMH, BKJTIOUAIOIUMH B cebst
CTIIOCOOHOCTB:

Wcrionb3oBaTh 3HaHUS T10 (PUHAHCOBOM T'PAMOTHOCTH,

Mpe/NpUHUMATEe/TbCKYIO [esiTeIbHOCTh B MPO(eCcCcuoHaNbHOM cdepe;

Yyammiics
BKJTFOUAIOIIMMU B Ce0s1 CTIOCOOHOCTH:

JIOJDKEeH

001aaTh

rpogeCCUOHA/ILHBIMU

[TK.1.1. ObpabarsiBaTh NIepBUYHbIE OyXTanTepcKye JOKYMEeHTH;
[TK.2.6. OcymjectBisatb c6op nH(MOPMAIMKU O /IeATeTbHOCTH 00beKTa BHYTPEHHEro
KOHTPOJISI TIO BBITIOJTHEHHIO TpeOOBaHUI TIPaBOBOM W HOPMATHBHOM 0a3bl M BHYTPEHHHUX
persiameHTOB;
[1K.2.7.BBINONMHATE KOHTPOJIbHBIE MPOLieAYPhl U UX JOKYMEHTUPOBaHKe, FOTOBUThH U
0o opMJISITh 3aBeplIatollie MaTepyaJibl 0 pe3y/ibTaTaM BHYTPEHHEro KOHTPOJIs;

I1K.4.2.

CocTaBngarb

dhopmbI

YCTdHOBJIEHHBIE 3dKOHOAdTE€/IbCTBOM CPDOKH.

Oyxranrepckoii (hrHAHCOBOM)

1.4. TlepeyeHb MJIAaHUPYEMbIX pe3y/IbTaTOB 00y4YeHHUs 10 JUCHHUIUIHHE (MepedyeHb

MMIaHUPOBATb

KOMIIETEHLIUAMMU,

OTUETHOCTH B

B pesynbTare usyueHus yueOHOM AUCLMITIMHBI 00yUaroIiyecs

No CopepxaHue JIOJ>KHBI
WNHupexc .
ILII KOMIIeTeHLH (Uu eé Nmets
KOMIIeTeHL{UH .
YacTH) 3HaTh yMeTb MpaKTHYeCKui
ONbIT
1. OK 11 HUcnions3oBark 3HaHUSA OcHOBBI BoisBiaTe
1o (PMHAHCOBOH TIpeANPYHUMATEe/LCKOM | IOCTOMHCTBA U
IPaMOTHOCTH; [lesITeNIbHOCTH; OCHOBBI | HE/IOCTaTKH
T/IaHMPOBaTh ¢uHaHCOBOI KOMMepueCcKoi
TIpe/iNPYHYMATe/IbCKYI0 | PaMOTHOCTH; [IpaBu/ia | W7ley; IIpe3eHToBaTh
ZIesITeIbHOCTD B pa3pabotku 6usHec- U/IeN OTKPBITUS
ripodeccroHaTBEHON TJIAHOB; TIOPSZIOK CODCTBEHHOTO Jieia




B pe3ynbTare u3yueHust yueOHOU AUCLMITIIAHBI 00yJaroIyecs

(dhopmasnsHO pOBEPKU
[IOKyMEeHTOB, TIDOBEPKHU
T0 CYIL|eCTBY,
apudmeTHrueCKou
TIPOBEPKH;

TIPUHLUIIBL U TIPU3HAKA
TPYIITUPOBKH
TepBUYHBIX
OyxranTepckux
[IOKYMEHTOB;

TIOPSIZIOK TIPOBEeZIeHMS
TaKCHUPOBKH U

TIPOBepSITH HaJTHuKe
B MPOU3BOJTbHBIX
TIePBUYHBIX
OyxranTepckux
JOKYMEHTax
00s13aTeNTbHbIX
PEKBU3UTOB;
TIPOBOAUTH
(dhopmanbHyIO
TIPOBEPKY
JOKYMEHTOB,
TIPOBEPKY 110

No CopeprxkaHue JLOJKHBI
TLII Mrpexc KOMITETeHL[UU (U eé Nmets
KOMIIeTeHL[UH .
YacTH) 3HaTh yMeThb NPaKTHYeCKU
ONbIT
cepe BBICTPAaUBaHUS B
Tipe3eHTaLu; ripodeccroHaNTBEHON
KpeAUTHbIE JiesATeIbHOCTY;
0aHKOBCKMeE MPOAYKThI | 0hopMISITH OU3HEC-
T/IaH; PaCCUMTHIBATD
pa3MephI BBITUIAT 110
TIPOLIeHTHBIM
CTaBKaM
KPeJUTOBaHNSI;
oTpesieNSTh
WHBECTULIMOHHYIO
TIPUBJIEKaTeTbHOCTh
KOMMepueCKUX nfel
B paMKax
npocdecCuoHaTEHON
JleATe/IbHOCTY;
TIpe3eHTOBaTh
Ou3HeC-HIel0;
oTpesieNiSITh
WCTOYHHKHA
(hyHaHCHPOBaHUS
2. K 1.1 O6pabateiBaTh O6rmue TpeboBanusi K | [IpuHUMaTh B
TepBUYHbBIE OyXraaTepcKOMy yueTy | TIPOM3BOJIbHBIE JOKYMEHTHPOBaHHH
Oyxranrepckue B YacTu TIepBUUHbIE XO35ICTBEHHBIX
JIOKyMEHTBI [IOKyMeHTHUDPOBaHUS OyxranTepckue orreparyii u
BCEX XO3HCTBEHHbIX JOKYMEHTH, BeJleHUH
JleliCTBUM U omepaluii; | paccMarpuBaeMble OyxranTepckoro
TIOHSITHE TIePBUYHOM Kak MMICbMeHHOe yueTa aKTUBOB
Oyxranrepckoi [l0Ka3aTenbCTBO OpraHu3aLu
[OKyMeHTaLWy; COBepLIeHUs
orpe[iesieHIe XO035HCTBEeHHOU
TIepPBUYHBIX orieparnyy Win
OyXxranTepcKkux oIy 4eHre
JIOKyMEHTOB; paspellieHus Ha ee
(hOpMBI TIepBUUHBIX TIPOBeZIEHUE;
Oyxranarepckux NPUHUMATh
JIOKyMEHTOB, TiepBUYHbBIE
cofiepyKalux OyxranTepckue
o0si3aTesibHBIE JOKYMEeHTHI Ha
PEeKBU3UTHI OyMa)KHOM HOCHTese
MePBUYHOIO YYeTHOTO | U (WIK) B BUJe
JIOKYMEHTa; 3/IEKTPOHHOI'0
TIOpSIZIOK TIPOBe/IEHNST | IOKYMEHTa,
TIPOBEPKY MEepPBUYHBIX | TIOATHMCAHHOTO
OyXxranaTepckux 3/IeKTPOHHOM
OKYMEHTOB, TIOATIMCHIO;




I.11

Wnpekc
KOMIeTeHLUH

CopeprxkaHue

KOMITeTEeHI[UH (WU eé

4yacTy)

B pe3ynbTare u3yueHust yueOHOU AUCLMITIIAHBI 00yJaroIyecs

JIO/DKHBI

3HATh

yMeThb

Nmets
MpaKTHYeCKUun
OnbIT

KOHTHPOBKH
MePBUYHBIX
Byxrantepckux
OKYMEHTOB;

TMOPSIZIOK COCTaB/IEHMUS
PETUCTPOB
OyXranTepcKoro yuera;
TpaBU/Ia ¥ CPOKU
XpaHeHUsI TIePBUUHOM
Byxranrepckoi
[OKYMEHTaLH.

CYLL|eCTBY,
apumMeTHUeCKyHO

TIPOBEPKY;
TIPOBOAUTD
TPYIIITHPOBKY
TePBUYHBIX
OyxranTepcKux
JOKYMEHTOB T10 Sy
TIPU3HAKOB;
MIPOBOZUTH
TaKCHUPOBKY U
KOHTHPOBKY
MepBUYHBIX
OyxranTepcKux
JOKYMEHTOB;
OpraHu30BbIBaTh
JOKyMeHT0060pOT;
paszbuparbcs B
HOMEHKJIaType Jer;
3aHOCUTH JaHHBIE 10
CTPYIIHMPOBAaHHBIM
JOKYMEHTaM B
PErucTpeI
OyXraaTepckoro
yuera;

TriepeZiaBarh
TiepBUYHbIE
OyxranTepckue
JOKYMEHTHI B
TeKyL1i
OyxranTepcKuit
apXuB;

Triepe/iaBaTh
TiepBUYHbBIE
OyxranTepckue
JOKYMEHTHI B
TIOCTOSIHHBIN apXUB
TI0 UCTEUEHUH
YCTaHOBIEHHOTO
CpOKa XpaHeHUs;
UCTIPaBJISITh OLIMOKU
B ITePBUYHBIX
OyxranTepckux
JOKYMeHTaX;
JOKyMeHTalbHOe
odopmieHue
TOCTYTI/IEHUS U
pacxoza
MaTepuabHO-
MPOU3BO/CTBEHHBIX
3aracos.

IIK 2.6

Ocy1iectBasATs cOop
rHpopMaLK 0

ZIesITe/IbHOCTH 00BbeKTa
BHYTPEHHETr0 KOHTPOJIsI

TIO BBIMOJTHEHUIO
TpebOBaHMI TIPaBOBOM

Y HOpMaTUBHOU 0a3bl U

MeTozel c6opa
nHbopMaLK 0
ZIesITe/IbHOCTH 00beKTa
BHYTPEHHero KOHTpOJIS
TIO BBIMOTHEHHUIO
TpebOBaHMH MPaBOBOM
1 HOPMaTHBHOMH 6a3bl 1

ITpoBoguTh CHOP
VMH(OpMALK 0
JeATeIbHOCTH
o0neKTa
BHYTPEHHEr0
KOHTPOJIS TIO
BbIIIOJIHEHUIO

B BbInonHeHun
KOHTPOJIbHBIX
TIPOTIeayP U UX
JIOKYMEeHTHUPOBaHUHU
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B pe3ynbTare u3yueHust yueOHOU AUCLMITIIAHBI 00yJaroIyecs

MeTO/|bl [PYIITUPOBKY
Y MepeHeceHust
0060011[eHHO! yUYeTHOU
rHbOopMaLK U3
060pOTHO-CaJTb/[OBOM
BeZIOMOCTH B (DOPMBI
Oyxranrepckor
OTUETHOCTY;
NpoLEeSypy
COCTaBJIeHUST
TIPUIOXKEHUM K
Oyxranarepckomy
0aslaHCy U OTUeTy 0

HOBbIe (HOPMBbI
OyxranTepckoi
OTYETHOCTHY;
a/lanTUpoBaTh
OyxranTepcKyro
(¢unaHCoOBy10)
OTYeTHOCTh
Poccutickoit
®denepayu K
Mex)yHapogHbBIM
CTaHZapTam
¢uHaHCOBOM
OTYETHOCTH

No CopeprxkaHue JLOJKHBI
.1 Wrpexc KOMIIeTeHLH (U eé Nmets
KOMIIeTeHL[UH .
YacTH) 3HaTh yMeThb NPaKTHYeCKU
ONbIT
BHYTPEHHHUX BHYTPEHHHUX TpeboBaHM
pernaMeHTOB pernaMeHTOB TIpaBOBOM U
HOPMaTHBHOM 6a3bl
Y BHYTPEHHHUX
pernameHTOB
4. MK 2.7 Beinonuare INopsipok cocraBnenust | CoCTaBAATh akT MO B BrImonHenuun
KOHTPOJIbHbIE CJTMUUTENBHBIX pe3y/bTaTam KOHTPOJIbHBIX
TIPOLIeAYPHI U UX Be/IOMOCTeH B WHBEHTapU3aLiy; TipoLieslyp U X
[IOKyMEHTHDOBaHUe, OyxranTepuu u COCTaBJISITh JIOKyMEeHTHPOBaHWY;
TOTOBUTb U O(OPMJ/IATE | YCTaHOB/IEHUe C/IMYUTesbHbIe B TI0/[TOTOBKE
3aBeplIatoIe COOTBETCTBUS JJaHHBIX | BEJOMOCTH U odopmnenns
Marepua’bl 110 0 (axkTHYeCcKoM yCTaHaB/IMBaTh 3aBeplIlaroIuX
pesy/nbTaram Ha/IM4uK CpefiCTB COOTBETCTBHE MarepHa’soB 110
BHYTPEHHero KOHTPO/sL | JaHHBIM JAHHBIX O pe3y/bTaram
OyXranaTepckoro yuera; | GpakTH4eCcKOM BHYTPEHHEro
npoLesypy Ha/INUNH CPeJCTB KOHTPOJIS
COCTaBJ/IeHUs aKTa I10 JJAaHHBIM
pesynbTaram OyXxraaTepckoro
VIHBEHTapHU3aLuH yueTa; BBITOHSTh
KOHTPOJIbHbIE
TpoLielypbl ¥ UX
JOKyMEeHTHPOBaHHe;
TOTOBUTbH U
ohopMIISITE
3aBeplLIarolILe
MarepHa’sl 110
pe3sysbTaram
BHYTpPEHHETo
KOHTPOJISI
5. 1K 4.2 CoctapnsaTh (hopMbl TpeboBanus K 3aKkpbIBaTh B cocraBnenuu
Byxrantepckoi Byxranrepckoi OyxranTepckue OyxranTepckou
(dunamHCcoBO ) OTYEeTHOCTH PETUCTPHI U (punamHCcoBOI)
OTYETHOCTH B OpraHu3alLyy; 3amoJHATh (OPMBI OTYETHOCTH 10
yCTaHOBJ/IEHHbIE COCTaB U cofiep>kaHue | OyxranTepckon MexxyHapOAHBIM
3aKOHO/IaTe/IbCTBOM ¢bopm OyxranTepckou OTYETHOCTH B CTaHZAapTam
CPOKH OTYeTHOCTY; yCTaHOBJ/IeHHbIe (hmHaHCOBOM
Oyxranrepckuit 3aKOHO/IaTe/IbCTBOM | OTUETHOCTH; B
HamaHc, oTueT o CPOKU; y4acTHU B CYETHOU
(MHaHCOBBIX yCTaHaB/MBaTh TIpOBepKe
pesy/bTarax Kak WJeHTUYHOCTh Oyxranrepckoit
OCHOBHBIE (h)OPMBI ToKasaresieit OTYEeTHOCTH
Oyxranrepckor OyXranTepckux
OTYeTHOCTH; OTYeTOB; OCBAWBATh
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B pe3ynbTare u3yueHust yueOHOU AUCLMITIIAHBI 00yJaroIyecs

No CopeprxkaHue JLOJKHBI
Mupekc .
LTI KOMITETEeHL[UH (WK eé Nmetb
KOMITEeTeHLIUH .
4yacTy) 3HaTh yMeThb NpaKTHYeCKUU
OnbIT
(bMHaHCOBBIX
pesysibTarax;

TIOPSIZIOK OTPaKeHHUsI
W3MeHeHU! B YUeTHOU
TIOJTUTHKE B LIeJIsIX
OyXraaTepckoro yueta;
TIOPsIZIOK OpTraHU3aL{in
TI0JTyUeHuUst
ayAINTOPCKOTO
3aKJIFOUeHUs B CiIyuae
HeoOX0AUMOCTH;
CPOKU TIpe/ICTaB/IeHUSI
Oyxrantepckoi
OTYeTHOCTHY;

TIpaBWJIa BHECEHHs
WCTIpaB/ieHuH B
OyXTaaTepCcKyto
OTYEeTHOCTD B C/Iyyae
BBISIB/IEHUS
HeTIPaBUIbLHOTO
OTpa’kKeHUs
XO035ICTBEHHBIX
ornepauui;
MeXXyHapOoJHble
CTaHZApPTHI
¢uHaHCOBOI
otueTHocTH (MCPO)
" [JvpeKTrBbl
Erponetickoro
CoobiriectBa 0
KOHCONUIMPOBaHHOU
OTYETHOCTH.
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2. CTPYKTYPA U COAEP)KAHUE YYEEHOM JICITUTI/TNHBI

2.1. O0bem yueOHOM AMCHUIUIMHBI ¥ BH/BI YUe0HO# padoThI

o Bcero CemecTp

Bug yue6Ho# paboThbl 4ACOB S
AyauTOpPHBIE 3aHATHSA (BCEro) 48 48
B TOM uncrie:
BaHATHS JIEKLIMOHHOTO THUTIA 24 24
rpakTUyecKue 3aHATUs 24 24
iTabopaTopHbIe 3aHITHS
By MpoMe)KyTOUHOM aTTeCcTaliuv imiddepeHLIMPOBaHHBIN

3aueT

OO0111ast TPY0EMKOCTh 48 48

2.2. Crpykrypa auciummmabl OI1.04 [JTokymMeHTalioHHOE o0ecrieueHHe yrpaB/ieHus

KonuuecTBo ayJUTOPHBIX YacoB

IIpaktuueckne | CaMOCTOATeNbH
HaumeHoBaHue pasziesioB U TeM Teoperute u ast pabora
Bcero cKoe
obyuerme naboparopHble CTygeHTa (4ac)
3aHATUS
Pazpen 1. JlokyMeHTHpOBaHWe 20 10 10
Tema 1.1. /JokyMeHTaI[IOHHOE 00ecreueHne 16 8 3
yTpaB/ieHUs: TIOHATHE, COAep)KaHue 1 3Tallbl
pasBUTHUS
Tema 1.1.1. [ToHsTHEe [JOKYMEHTALMOHHOIO 4 2 2
obecrieueHus yIipaB/eHust
Tema 1.1.2. JIoKyMeHTHI U JOKyMeHTHPOBaHHe 4 2 2
Tema 1.1.3. YaudvKaims v CTaHZapTU3ALIAS 4 9 )
JOKYMEeHTOB. YHHU(UI[POBaHHbIE CHCTEMBI
JIOKyMeHTalu
Tema 1.1.4. YHuduiupoBaHHas cucrema
OpraHu3alIOHHO-PaCTIOPSAUTeTHEHOM 4 2 2
nokymenraryu (Y COPI). dopmynsip-obpasery
OP/I. PekBU3NTHI U O/1aHKU
Tema 1.2. Ocpopmsienne OP/] 4 2 2
Tema 1.2.1.ITpaBusia opopmiieHHs1 OCHOBHBIX
BU0B OpPraHN3al[MOHHO-PACIIOPSAUTE/IBHBIX 4 2 2
ZokymeHTOB. IIpaBusa ohopmiieHus U Bbljaunt
KOIUH JOKYMEHTOB
Pa3gen 2. Opranusaniys paboTbl C JOKyMeHTaMH 28 14 14
Tema 2.1. JokymeHTOOOOpOT 12 6 6
Tema 2.1.1. Cny>x0a JOKyMEHTAI[MOHHOTO 4 2 2
o0becrieueHust yripaB/ieHus]
Tema 2.1.2. OpraHu3auys rnpuema, pacCMOTPeHUs, 4 2 2
perucTpaLyy 1 UCIIOJHeHUs! [JOKYMEHTOB
Tema2.1.3.THbDOPMAITMOHHO-CITPABOYHAS
pabora. KOHTpPO/IE HCITONTHEHUsI JOKYMEHTOB. 4 2 2
OpraHu3aljioHHasi  OTIpaBKa  MUCXOZISIILINX
JOKYMEHTOB
Tema 2.2. XpaHeHue JOKyMEHTOB 8 4 4
Tema 2.2.1. Opranusaniys orepaTuBHOIO 4 2 2
XpaHeHUst JoOKyMeHTOB. HomeHkaTypa fen
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Tema 2.2.2. DkcriepTU3a LIEeHHOCTH JOKYMEHTOB. 4 2 2
ITozroToBKa Jles1 K apXMBHOMY XpaHEHHIO

Tema 2.3. OcobeHHOCTH pabOTHI ¢ 06paLeHUSIMU 8 4 4
TpakfaH U KOH(PYAeHMaNbHBIMM JOKYMeHTaMH:

Tema 2.3.1. Opranu3zaisi paboTsl C 0OpaleHUsIMU 4 2 2
rpaxjaH

Tema 2.3.2. Opranu3zanust paboTbl ¢ JOKyMEHTaMHu, 4 2 2
VIMEIOLIMMU IpU(d orpaHUyeHusl JOCTyra K HUM

Bcero no puciyrniviie 48 24 24

2.3. TemaTuuecKuil I1aH 4 cojepxaHue yuedHoi aucrumiuasl OI1.04

JloKyMeHTaI[HOHHOe ofecrnieyeHNe yrnpaB/IeHHUs

HaumeHo 00B | Ypor
BaHHe Copaep)xaHue yueOHOro Mareprasia, MpakTHYecKue paboThl, CaMOCTOATE/IbHAsA eM eHb
pas/e/noB pabora oOydaromuxcs yac | ocBoe
U TeM 0B HMA
1 2 3 4
Pazgen 1. 20
JloKyMeHTHpOBaHHe
Tema 1.1. | Cojepxanue yueGHOro MaTepuasia 16
JokymeHn | JIeKiuu 8
TanuoHH | 1 [MoHsITHe JOKYMEHTAllMOHHOTO ofecreueHus yrpaBieHus 2 1
oe 2 JJOKYMEHTHI U JOKYMEeHTUPOBaHKe 2 1,2
ofecreve | 3 Yanbwukanus v cradapTa3alyis JOKYMeHTOB. YHU(HIVPOBaHHbBIE CHCTEMBI ’ ’
HHe JOKyMeHTaluu
YUpaBJIeH | 4 YuuduLypoBaHHas cCTeMa OpraHU3aliOHHO-PaCIOPsAUTeIbHON JOKYMeHTaluu ’ 2
it (YCOPL). ®opmynsip-obpaszer; OPJI. PeKBU3NUTBI U O1aHKU
TOHATHE, | TTpakTHUeCKHe 3aHATUA I
COAEPKAH | [MoHsTHE JOKYMEHTALMOHHOIO 00ecrieueHust yIpaBIeHusl.
neu 2 JJOKYMEeHTBbI U JOKYMEHTUPOBAHUE 4 2
Tanbl 3 Yanbwukanus v craHapTa3alyis JOKYMeHTOB. YHU(HIVPOBaHHbBIE CHCTEMBI
pa3BUTHA JIOKYMeHTaIH 2 2,3
4 YuuduLypoBaHHas cCTeMa OpraHU3aliOHHO-PaCIIOPAUTeIbHON JOKYMeHTaluu ’ 23
(YCOPL). ®opmynsip-obpazer OPI. PeKBU3WUTHI U O1aHKH ’
Tema 1.2. | Coaepxanue yueGHOro MaTepuasa 4
Odopmne | JTekiuu 2
uue OP]l | 1 [TpaBusia oopmiieHrsT 0CHOBHBIX BUJOB OPraHH3aliOHHO-PaCIIOPSIUTebHBIX 5 12
JoKyMeHTOB. ITpaBuna o opMieHUs U BblJaul KONUM JOKYMEHTOB ’
ITpakTHUuecKue 3aHATUA 2
1 ITpaBuia oopmsieHrsi OCHOBHBIX BH/|OB OPraHM3aljiOHHO-PaCIIOPsSAUTeTbHBIX ’ 12
JokymeHToB. [TpaBria oopmMeHus ¥ BblJaul KOTIUM JOKYMEHTOB ’
Pazpen 2. 28
OpraHu3sanusi paboTsl C JOKyMeHTaMH
Tema 2.1. | Coaepxanue yueGHOro MaTepuasna 12
JokymeHn | JIeKiuu 6
TooGopor | 1 Crny>x06a JOKyMeHTaLFIOHHOTO 06ecrieueHusl yIipaB/eHust 2 1
2 Opranu3anusi npyeMa, pacCCMOTpeHUs1, perCTPaliuy ¥ UCIIOJHEHUs] IOKYMEHTOB 2 1,2
3 WndopmarpoHHo-cripaBouHasi pabora. KOHTpo/b UCTIOHEHNS JOKYMEHTOB. ’ 1
OpraHy3aloHHasi 0TIIpaBKa UCXOASALIMX JOKYMEHTOB
ITpakTHUecKue 3aHATHA 6
1 Cnyxba JJOKyMeHTal[MOHHOTO 0becrieueHus yIipaB/ieHus 2 1
2 Oprany3anus npyueMa, paCCMOTPEHHs], PeTCTPaLMK U UCTIOJIHEHUS [JOKYMEHTOB 2 1,2
3 WndopmaroHHO-cripaBouHast pabora. KOHTpO/b MCIOMHEHNs JOKYMEHTOB. 5 1
OpraHu3aloHHasi 0TIIpaBKa UCXOJSAIUX JOKYMEHTOB
Tema 2.2. | Coaepxanue yueOHOro Marepuasna 8
Xpanenu | JIeKiuu 4
e 1 Opranu3sanus onepaTMuBHOIO XpaHeHUs! JOKyMeHTOB. HomeHKk/aTypa fien 2 2
AOKYMEHT | 2 JKCrnepTH3a LIeHHOCTU JOKyMeHTOB. IToroToBKa /iesl K apXMBHOMY XPaHeHMIO 2 1,2
0B IIpakTHueckue 3aHATHUSA 4
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1 OpraHu3anusi onepaTyiBHOIO XpaHeHUs JoOKyMeHToB. HomeHK1arypa zen 2 2
2 DKCIepTH3a LIeHHOCTH JOKyMeHTOB. [ToAroToBKa [ie/1 K apXYBHOMY XPaHEHUIO 2 2,3
Tema 2.3. | Cojepxanue yueGHOro Marepuasia 8
OcobenH | Jlekuuu 4
OCTH 1 Opranu3anusi paboTsl ¢ 06pallieHUsIMU TPaXKJaH 2 1
paboreic | 2 Opranusanyst paboThl ¢ JOKyMeHTaMu, UMeIOIMH Ipyu¢ orpaHHUeHus JOCTyIa K
oOpaiieH HUM 2 L2
HAMHA ITpakTHUuecKHne 3aHATHUA 4
rpaxpan | 1 Opranusanust paboTs! ¢ obpalljeHUsIMU Tpaxk/jaH 2 1
u 2 Opranu3arusi paboThI C JOKYMeHTaMH, UMEeIOIIMMU TPHU() OrpaHUYeHHs JOCTYTIa K
KoHbupe HAM 2 2,3
HOHATBH Bcero 1o AUCLUIIMHEe
bIMU
AOKYMEHT 48
amMu
YpoeseHb oceoeHus: 1 -neekuli, 2 - omHOCUMENAbHO Ae2Kull, 3 — CAONHCHDIL.
2.4. CopeprxaHue pa3jie/ioB JUCLMII/IMHbI
2.4.1. 3aHATHUSA TeKIIUOHHOI0 THIA
Ne ®opma
paszen HanmeHoarne CopepskaHue pasgesna, TeMbl TeKylIlero
pasgena, TeMbl
a KOHTPOJIsA
1 2 3 4
1 Tema. 1.1.1 CopepxkaHue yueOHOro Marepuasa: TY
IMousitre CogeprkaHye JUCLUIIIMHBI U ee POJib B TIOATOTOBKe crierjyanucta. Cesi3b ¢
JOKYMEHTallMOHHOTO | ApyrumMH o01enpodecCHOHaNbHBIMU U CIIeLMalbHBIMU JUCHUATUIMHAMH.
obecrieueHust OcCHOBHBIe 3Tarnbl BO3HUKHOBEHUS U Pa3BUTHS OTe4eCTBEHHOIO
yIpaB/ieHus [OKYMEHTALMOHHOTO 00ecrieueHust yrpaB/ieHus (Je0rpor3BO/CTBA).

[TonsaTHe «JOKyMeHTalL[MOHHOe 00ecIieueHre yIipaB/ieHus».
JokyMmeHTalMOHHOe obecriedeHre yripaB/ieHust Kak QYHKLVS YIIpaBIeHus],
B3aUMOCBS3b C JPYTUMH (PYHKIMSAMH yIIpaBieHus. JJOKyMeHTalIOHHOe
obecrieueHye yrpas/ieHHs KaK ccTeMa paboThl ¢ JOKyMeHTaMu.
CoBpemeHHbIe TPeOOBaHMUS K €r0 OpraHd3aryiy, K MpUMeHeHHIO
COBpeMeHHOU 0(prCHOM ¥ BBIUMCIUTEILHON TeXHUKU. VICTOUHUKY U
JIUTEeparypa Mo JUCLUIUIMHE: 3aKOHOZATeTbHbIe aKThl, HOPMaTHBHO-
MeToAMUeCcKHe JOKYMEeHThI, TOCyapCTBeHHbIe CTaHAAPThl, OCHOBHAs
JIOIIOJIHUTE IbHAsL JINTeparypa.
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Ne
pasgen
d

HaumeHoBaHue
pasjena, TeMbI

CopeprkaHyve pasgena, TeMbI

®dopma
TeKyIllero
KOHTpOJISI

1

2

3

4

1

Tema 1.1.2
L OKyMeHTBI U
JIOKYMEHTHPOBaHue

[Mousitust «HMOpPMays» U «I0KyMeHT». Ponb MH(bOpMariy B COL{AIBHO-
5KOHOMHYEeCKUX rporjeccax. [TomdyHKIMOHaIbHOCTE JOKYMeHTa.
VndopmarpioHHasi, KOMMYHUKaTHBHasI, COLMabHast, KyJbTYpHasl,
yTipaBjieHYecKasi, TIpaBoBasi, ICTOpHUYecKasi U Jpyrue GyHKLWH JOKyMeHTa.
[TonsTre o fjoKyMeHTHpOBaHMU. O6s13aTeIbHOCTD AOKYMEHTUPOBaHUS
V“H(pOpMaLK. 3aKOHO/aTe/lbHble aKThl, per/laMeHTHPYIOLIYie OpraHr3ariiio
paboThI C IOKYMEHTUPOBAHHOM nH(opMariueii (PenepanbHblii 3aKoH PO
«0O6 nHpopmanyy, THPOPMALMOHHBIX TEXHOIOTHSX U O 3alljUTe
nHbopmaln», Tpynosoii kogekc PO u ap.).

OcHoBHbIe CIIOCOObI ZOKYMEHTHPOBaHMs. MaTeprasbHbIe HOCUTE/H
VH(OPMAaLMK U UX BIWSHUE Ha JI0JITOBEYHOCTb M COXPAHHOCTh JOKYMEHTa.
BiusHye Hay4yHO - TEXHUUECKOI'0 Nporpecca Ha JOKYMeHT U
JIOKyMeHTHPOBaHue.

TekcToBble, rpauuecKue, MallMHOUMTaeMble JOKYMEHThbI, (POHOJOKYMEHTHI.
OrnpepesnieHre MOHSATUN «I0KYMEHT», «aBTOP JIOKYMEHTa», «O(QUIUAIbHbIN
JIOKyMEeHT», «TM4HbIN foKymeHT» 1o 'OCTP. 51141-98.

Pacimpenue MOHATHS «IOKYMEHT» C Pa3BUTHeM HayKW M TeXHUKH. [lonsTre
«3JIEKTPOHHBIN IOKYMeHT». 3aKOHOZAaTe bHbIe aKThl, per/laMeHTHPYIOLIIe
OpraHu3aLuio paboThI C 31EeKTPOHHBIMU JOKyMeHTamu (DefiepanbHbIi 3aKOH
P® «O06 371eKTPOHHOM LU(BPOBOL MOATHCH»).

[Tpu3Haky AOKYMeHTa: OPUrMHAIBHOCTb, [TOJ/IMHHOCTb, KOITMIHOCTb.
ToHsATHE «OpUTMHA/I», er0 TIPU3HAKH, XapaKTepUCTHKa OPUTMHA/IOB
JIOKYMEHTOB Ha pa3HbIX HOCUTe/SIX NHGOPMALMK. YMHOXeHHbIe OPUTMHAIbI.
[ToHATHe «TIOJTUHHUK». [10ANTMHHbBIE ¥ TIOJ/IOKHBIE JOKYMEHTHI.
DanbcuhyKaLys JOKyMEHTOB.

IMousiTHe «komusi». Buapl konuil. FOpuanueckas cuna kornuii. CTpyKTypa
nlokymeHTa. [TOHATHE «PEKBU3UT», BU/bl PEKBU3UTOB. [ToHATHE «(pOpMYIIsp
JIOKyMeHTa», 0COOeHHOCTH cocTaBa (opMy/isipa JOKYMEHTOB Ha Pa3/IHUHBIX
HocuTensax uHGopmarmu. UHAVBHUAYaIbHBIN, TUTIOBOH GOpMYIIsip, GopMyIisip-
o0Opa3ell, UX XapaKTepHUCTHKa U Ha3HaueHHe.

TY

Tema 1.1.3
Yaubwukauus u
CTaHZapTH3aLys
JIOKyMEeHTOB.
YHUULIMPOBaHHEIE
CUCTEMBI

JOKyMeHTaLu1

Yanbwukauus v cradgaptusanys. I[IoHATHe «cucTeMa JOKYMEHTALU», ee
ripy3Haky. @yHKI[MOHAJIBHBIE Y OTPAC/IeBble CUCTEMBI JOKyMEeHTalUH.
[MonsTHEe «yHUGULIPOBAHHAsS CHUCTEMA JOKyMeHTaliu». Kpatkas
XapaKTepUCTHKa [JeHCTBYIOLMX YHU(ULIMPOBAHHBIX CUCTEM JJOKyMeHTALUH:
OpraHU3al[MOHHO-PaCTIOPSJUTETHHOM, 0TUETHO-CTAaTUCTUUECKOM, TePBUYHOM
yueTHON (MHAHCOBOU U JIp.

TocyzapcTBeHHBIE CTaHJAPThI HA YHUGHLIMPOBAaHHbIE CHCTEMBI
[IOKYMEHTAlL[|U, perJiaMeHTUpYIoIre obIiye npaBuia ux pa3paboTku U
ToCTpoeHust hopmMyJisipa-o0pasiia.

[MonsiTie «yHU(UIMPOBaHHBIE (POPMBI JOKYMEHTOBY.

O61epoccuiickye ¥ oTpacieBble YHUQULMPOBaHHbIE (POPMBI JOKYMEHTOB;
yHU(ULMPOBaHHEIe (JOPMBI JOKYMEHTOB NpeAnpusaTus (YP), mopsgok ux
BBeJleHus B JielicTBre. Anb60Mbl popM YHUGHIIMPOBAHHBIX JOKYMEHTOB.
PacrnipesiesieHre cocTaBa BUZIOB M Pa3HOBHHOCTEH JOKyMEHTOB
orpe/ie/ieHHOT0 KOMITIEKCa 10 3ajiayaM yrpasieHus. Tabenb ¢opm
JIOKYMEHTOB.

Y

Tema 1.1.4
YaudurypoBaHHas
cucreMa
OpraHu3alioHHO-
PacCIopsiAUTEeTbHOU
JIOKyMeHTal[|uu
(YCOPL).
dopmynsip-obpaser]
OP/I. PekBU3UTHI U
GraHKM

XapakTrepucTHKa, coctaB u cogepkanve ['OCTa P 6.30-2003
«YHUULMPOBaHHBIE CUCTEMBI IOKYMEHTalU. YHUGHULMPOBaHHAsI CUCTeMa
OpraHU3aLIOHHO-PACTIOPSIAUTE/ILHON JoKyMeHTalmu. TpeboBaHus K
0(opM/IEHHIO [JOKYMEHTOBY.

Dopmyisip - obpaser; OPI. CocTaB 1 cxemMa pachoyioKeHUs PeKBU3HUTOB Ha
¢dopmyssipe-o6pasiie, criocobbl 0hOpMIIEHHS.

I[TpaBusia oopmiieHNs1 peKBU3HUTOB, peryiaMmeHTHpoBaHHbIX 'OCTom P 6.30-
2003.

[MonsiTue «6maHK JOKyMeHTa». Bupl O/1aHKOB: 061uii 61aHK, 6/1aHK THCBMa,
6/1aHK KOHKPETHOTO BHZa IOKyMeHTa. BapraHThI pacIiono)keHusi peKBU3NTOB
3aro/I0BOYHOM uacTy GsaHKa.

[TpaBusa oopmieHNs], U3TOTOB/IEHUS], YUeTa, UCII0/Ib30BaHMUs U XpaHeHUs!
repOOBBIX OJIAHKOB OpraHU3aL|H.

TY
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Ne ®dopma

pasgen HanmeHoarne CopepykaHue pasziena, TeMbl TeKYIL[eT0

pasgesna, TeMsl

a KOHTpOJISI

1 2 3 4

1 Tema 1.2.1 OCHOBHBIe TPyNIIbl OPraHU3alOHHO-PACIOPSAUTENNBHBIX JOKYMEHTOB. TY
ITpaBuna XapakTepHUCTHKa U COCTaB OpPraHU3alOHHBIX JOKYMEHTOB, BXOJAIUX B
odopmiieHust YCOP/[ (ycraBa, o0XKeH s, UHCTPYKLWH, JOKHOCTHOM UHCTPYKLIUU,

OCHOBHBIX BUJJOB MPaBUJI LUTAaTHOTO paclyCaHusl, CTPYKTYPhI U LITAaTHOW YHMCI€HHOCTH),

OpraHu3aLMOHHO- TpeboBaHus K UX 0pOpMIIEHHUIO.

pacropsiiuTe/ibHeIX | XapakTepuCTHKa U COCTaB PACIIOPAAUTE/BHBIX [JOKYMEHTOB,

JIOKYMEHTOB. Bxogsamumx B YCOP/I (rmocTtaHOB/IeHNsI, IPUKA30B 110 0CHOBHOM

IIpaBuna JlesiITeJIbHOCTH U T10 JIMYHOMY COCTaBY, pPellieH!s], PaCTIOPsUKeHHUs], yKa3aHus,

odopmiienns u COBMECTHOTO PaclopsAUTeNbHOTO JOKYMeHTa), Tpe0OBaHUs K UX

BbI/Jau¥ KOTTHH otopmienuto.

JIOKYMEHTOB XapakTeprCTHKa ¥ COCTaB OpraHU3aliiOHHO-PACIIOPSAUTEIBHBIX
JIOKYMEHTOB, BXofA1ux B YCITY/] (IpyKa30B M0 JIMYHOMY COCTaBY,
LITaTHOTO pacnucaHus, rpaduka OTIyCKOB, JTUYHBIX KapTOuek,
KOMaH/JUpOBOUHBIX y/I0CTOBEepPeHUH, CTy>keOHOTo 3aZlaHus [ijisl HarlpaB/leH!s
B KOMaHZMPOBKY ¥ OTUYeTa O ero BBIOJIHEHNH), TpeOOBaHUS K UX
0 OpM/IEHHIO.

2 Tema 2.1.1. OpraHu3aLoHHbIe (HOPMBI JOKYMEHTallMOHHOTO obecriedeHus yrpasnenus. | T, Y,
Ciyx6a Cnyx6a [JOY, ocHOBHBIE 3aiaudl, GyHKIUH, TUTIOBbIE CTPYKTYPHI,
IOKYMEHTAI[MOHHOTO | JO/DKHOCTHOM cocTaB. PernmamenTarysi pabothl cyx6n1 J1OY.
obecrieuenust [MonsATHE «JOKyMEHTOOOOPOT», O0IIMe TIPUHLIUTILI OPraHU3aL|N
yTIpaB/leHHs] JIOKyMeHT0000pOTa, ero CTPyKTypa, HeoOXo4UMOCTb y4ueTa 00beMa

oKymeHToobOopoTta. HopmaTuBHEBIE JOKYMEHTEI, periaMeHTHUPYIOLIe
OpraHu3aLIo JoKyMeHToobopoTta. KoMnbloTepr3anus JOKyMeHTo000poTa.

2 Tema 2.1.2 ITytu nocTyrieHus JOKYMEHTOB B opraHusaturo. IIpuem u nepsonauvansHas | KP, P
Opranu3zanus 00paboTKa JOKyMeHTOB. [IpeiBapUTe/IbHOE PACCMOTPEHHE IOKYMEHTOB.
rpuemMa, PaccMmoTpeHMe JOKyMeHTOB PYKOBOZICTBOM OpraHH3allvu.
paccMOTpeHus, Perucrparjys JOKyMeHTOB KaK COCTaBHasi 4aCThb TeXHOJIOTUU
perucTpalyu 1 [IOKyMEHTAL[IOHHOTO 00ecriedeH st yIipaB/ieHys], KaK MPOoLieCC CO3JaHusi
VICTIO/THEeHUS 6aHKa /JaHHBIX O JOKyMeHTax opraHu3arui. ®opMsl perucTpanyn
JIOKYMEHTOB (’KypHasbHasi, KapTO4YHasi, aBTOMaTHU3MpOBaHHasl), UX JOCTOMHCTBA U

HepocTatky. [Tokasaresm, BBOAWMEBIE B PETHCTPALIMOHHBIE (DOPMEL.
TpeboBaHuUs K COCTAaBY PETUCTPALMOHHBIX UHEKCOB.

IocTraBka JOKyMEeHTOB HUCMONMHUTe/SIM. PaboTa ucromHuTess C
OKyMeHTaMU. JTaribl UcronHeHus. OCOOeHHOCTH TIO[TOTOBKU
HOPMAaTUBHBIX [IPaBOBBIX aKTOB.

OYHKI[UY U TIpaBa MojpasaenieHui cry>kobl [10Y, oCyIIeCTBISIONUX TIPHUEM,
rpe/iBapuTe/IbHOe pacCMOTPEHUE, PErMCTPaLvIo U JOCTaBKy JOKYMEHTOB B
OpraHu3aLyi.
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Ne ®dopma
pasgen HanmeHoarne CopeprkaHue pasgesa, TeMbl TeKyIllero
paszena, TeMbl
a KOHTpOJISI
1 2 3 4
2 Tema 2.1.3 B3auMOCBsI3b perucTpaln JOKyMeHTOB ¥ MH()OPMALIMOHHO-CITPAaBOUHOMN N
WndopmarpionHo- pabotel. Opranu3arnysi paboThl C TTOMOLIBIO CIIPABOYHBIX KAPTOTEK.
cnpaBouHast pabora. | MHbopMarMoHHO - cripaBouHasi paboTa B yC/IOBHUSIX TPUMEHeHHUsT
KoHTpons KOMITbIOTEPHBIX TeXHOJIOTUH.
VICTIOJTHEHUS DyHKIMY U NTpaBa nozpaszesieHui cayxost JOY, ocyliiecTBIIOMNX
JIOKyMEeHTOB. MH(OPMAaLMOHHO-CIIPaBOUHYO paboTy.
OpraHu3arjoHHas O61ue cBesieHus1 00 yueTe U CHCTeMaTH3al[ui HOPMAaTUBHO-TIPAaBOBBIX aKTOB
OTITpaBKa (xoHCONMUAaLws, KoaguduKays, “HKopriopawusi). OpraHy3arusi ClipaBOuHo-
HCXOZSIIMX rH(OPMaLMOHHOH paboTHI TI0 AeHCTBYIOIIEMY 3aKOHOJATeNbCTBY PO,
JIOKyMEeHTOB WCII0/Ib30BaHNe NH(OPMALMOHHO-CITPaBOYHBIX ITPABOBBIX CHUCTEM.
Leny KOHTPOJIS1 UCIIOSTHEHUS JOKYMEHTOB, ero BUAbI. [IpUHIMMIbI
OpraHu3saly KOHTposisl. IIOHATHSA: «CPOK UCTIONHEHUSI», «TUTIOBOM CPOK».
HopMmaruBHbIe JOKYMeHTBI, yCTaHaB/IMBAIOLLIe TUTIOBble CDOKU HMCTIOTHEHUS.
PyuHoli 1 aBTOMaTH3UPOBaHHBIA KOHTPOJIb, UX OCTOMHCTBA U HEOCTATKY;
TIpUMeHsieMasi TeXHHUKa. TeXHoorus BefieHus1 KOHTposist. OcobeHHOCTH
KOHTPOJISI PacropsiiUTe/bHbIX JOKYMEHTOB. AHa/IN3 COCTOSIHUSI MCTIOTHEHUS
JIOKYMEHTOB B OpraHU3al{iy.
MMoppazaenenus cnyxowt [JOY, 0CyILeCTBISIONME KOHTPOJIb UCTIOTHEHUS], UX
(byHKIMH, TTpaBa.
IMponecc mprueMa U 06pabOTKK UCXOIALIUX JOKYMEHTOB, COCTaB
BBITNIO/IHSIEMBIX PaboT IIpU TPaJULIMOHHOM CII0C00€e OTIPaBKHU (TIOUTOMH):
TIpOBepKa NpaBU/ILHOCTY 0(OPMIIeHs], HalW4Wsl IPUIO’KEeHUs], ajipecara,
COPTHPOBKa I10 ajipecaTaM ¥ BHZlaM OTIIpaB/IeHUH, aZipecoBaHue,
¢anblieBaHNe, KOHBEPTOBaHHe, 3aK/lelBaHe KOHBEPTOB, B3BelllBaHNe,
MapKHpOBKa, COCTaB/IeHUe OMKUCH PaCChUIKHU.
OrTripaBKa JOKyMEHTOB C ITOMOLIIbI0 TesiepoHa, (akca, S71eKTPOHHOMN ITOUYTOM.
Turbl cUCTeM 37€KTPOHHOM 1MoYTHI (17100aIbHbIe, KOPIIOPATHBHEIE).
2 Tema 2.2.1. [MousiTust: «z1eno», «popMUpoBaHue Jies», «<HOMEHK/IaTypa Aem». 3HaueHue Y, T
Opranusarys HOMEHKJIaTyphI Zie1 /151 KnacCuUKaly J0KYMeHTOB OpraHU3aliiu.
OI1epaTHBHOIO Busipl HoMeHK/1aTyphl Aen. ITopsifiok cocTaBieHus, opopMIIeHNs,
XpaHeHHst yTBep)K/leHHs1 U IPUMeHeHUs] KOHKPeTHOW HOMEHK/IaTyphl /iesl OpraHu3aliu
JIOKyMEeHTOB. Y HOMEHKJIaTypbl JieJl CTPYKTYPHOTO I10/pa3/ie/ieHrs OpraHu3alyu.
Homenknarypa gen | OcHOBHBIe TpeOOBaHUs K OpraHU3aluy OrepaTrBHOTO XpaHeHus1. [Topsiiok
(hopMupoBaHUs e B /1e1onpon3Bo/cTBe. OTBETCTBEHHOCTD 32 COXPAHHOCTh
JIOKyMeHTOB. XpaHeHUe I0KYMeHTOB B 3JIeKTPOHHOU (opMe.
4 Tema 2.2.2 ITonsaTue «3KcrepTU3a LJeHHOCTU JOKYMeHTOB». [IpUHLIUIIBI U KpUTEPUU Y, T
JKcrepTu3a OTIpeiesieHUs HayYHOU, MCTOPHUYeCKOM 1 NPaKTUUeCcKo! 1[|eHHOCTU
L|eHHOCTH JoKyMeHTOB. CpOKM XpaHeHHUs1 IOKyMeHTOB. [lepeuHu JOKyMeHTOB C
JIOKyMEeHTOB. yKa3aHHeM CPOKOB XpaHeHHs], X BU/ibl, Ha3HaUeHNe, CXeMbl [T0CTPOEHHUsI.
IMToaroroBka fien K OTaribl ¥ NOPSAJ0K MPOBe/IeHNs SKCIepTH3bl [JeHHOCTH I0KYMEHTOB B
apXUBHOMY JlelIoNpOU3BOACTBe opraHu3anuu. [TopsfoK YHUUTOXKeHUS JOKYMEHTOB U
XpaHeHHIo ohopMIIeHHsT Pe3y/IbTaToB KCIepTH3bl. TpeboBaHus K 0(OPMIIEHHIO aKTa 0

BbI/Ie/IeHWY K YHUUTOKEHUIO JOKYMEHTOB, He TIOZIeXKalliX XpaHeHHUIO.
Cucrema 3KCIepTHBIX OPTraHOB. DKCIIePTHBIE KOMPCCHY OpraHH3aruu, UxX
¢byHKLMY, ITpaBa, OpraHu3aiysi paboTsl.

I[TepeueHb MepONIPUATHH 110 TIOATOTOBKE e/ K I1epefjade B apXuB.
TpeboBaHus K 0pOPMIIEHHIO [ie/T TIOCTOSHHOTO, BpDEMEHHOTO CPOKOB
XpaHeHus U 10 IMYHOMY cocTaBy. [IpaBusia odopmiienus. IIpaBuna
COCTaBJIEHUSI CAATOUHOM OIMCH Zef U MOPSi/IOK Mepesjauk B apXuB
opraHu3aLyy. Busiel apxuBOB: BeZIOMCTBeHHbIE, 00be[HHEeHHbIE
Be/IOMCTBeHHbIe, 00beJIHEeHHbIe MeXXBEZOMCTBEHHbIE 110 TUYHOMY COCTaBYy,
roCyZapCcTBeHHbIe apXuBbl. CDOKM XpaHeHUs JOKyMEHTOB B
Be/JOMCTBEHHBIX apXuBax. [IoHsaTHs: «apXUBHBIN boHp»,
«JOKYMeHTalbHbI! (DOH[», «TOCYJapPCTBEHHBI apXUBHbIM (POH».
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Ne dopma

pasgen HanmeHoarne CopepykaHue pasziena, TeMbl TeKYIL[eT0

pasgesna, TeMsl

a KOHTpOJISI

1 2 3 4

2 Tema 2.3.1 OO6paitieHust rpaXk/iaH U UX Pa3HOBUJHOCTH - TIPE/IJIOXKEHHsI, 3asiB/IEHUS, T, PY
Opranu3sanus ’KasoObl, X0AaTaiicTBa, KOIIeKTUBHBIE oOpaleHus. IIpaBo rpakaaH Ha
paboTsl ¢ obparenvisi. [ToaBeJOMCTBEHHOCTD Jie/T ¥ aJjpecathl 00pallieHui rpax/jaH.
obpaiteHUsIMU OO0s13aHHOCTH OPraHU3aLyi M0 UX PACCMOTPEHUIO U TIPUHATHIO PELIeHHH.
rpaxk/aH HopmaruBHO-MeToAMYeCKHe [OKYMEHTBI, perlaMeHTUPYoLye

JOKyMeHTalMOHHOe o0ecrieueHre paboThl ¢ 0OpalljeHUsIMU IpaK/jaH.
IleHTpanu3anys 1 co3faHue CreLaJu3upOBaHHbIX MOZipas/ieseHuil 1o
paboTe ¢ obpallleHUsIMU FpakaH. YCTHbIE U MUCbMEHHbIe 00pallieHus..
Oco6eHHOCTH TEXHOMOTHH PaboThI ¢ 0OpaleHusAMU rpakaad. Obs3aHHOCTH
JOJDKHOCTHBIX JIUL] TI0 PACCMOTpeHHI0 obpareHnil. CpOKH UCTIOHEHUsI
oOpallieHui U MOC/IeACTBUS IPUHATHS PELIEHUH 10 0OpallieH|sIM FPakaH.
OTBeTCTBEHHOCTS 3a HapyllleHHe 3aKOHOZAaTe/IbcTBa 00 0bparjeHusx
rpaxkJaH.

2 Tema 2.3.2 Buyipt rprdoB orpaHrueHust JOCTYyTA K JOKYMEHTaM. Kp, B Y
Opranusanus HopmatuBHBIe aKThl, perynupyoliye paboTy ¢ JOKyMeHTaMH, COZeprKalliMu
paboTkI C CBeJleHus], COCTaBJISIIOLIMe TOCY/lapCTBeHHY0 TaiHy. ITopsfoK oTHeceHuUs
JOKyMeHTaMH, MH(OpPMaLUK K CBeJIeHUsIM 0C000i Ba)KHOCTH, COBEPLLIEHHO CeKPETHBIM,
HMEIOLIUMU TpUD CeKPeTHBIM.

OrpaHyuYeHust HopMaTuBHBIE aKThI, PEryIUpYOLIYe paboTy C JOKYMEHTaMH, COJepKalliMu
JIOCTyTIa K HUM CBeJleHMs], COCTaB/ISIOLMe KOMMepUecKyto TaliHy. ITopsiok oTHeceHust
CBeZleHUI K KOMMepuecKoi TaiiHe. MeporpusTus, obecrieunBaroLiye 3aluTy
KOMMepueckoi TaiiHbl. OCOOEHHOCTH yueTa, periucTpaliy, UCTI0/Ib30BaHus,
oopmieHus1, pasMHOXKeHHs, Nlepesjaul, POPMHUPOBaHUs B Jiefa, repefiauu B
apXvB WM YHUUTOXKEHNUs JOKyMeHTOB. I1opsfiok cHATUS TprudoB
«KOMMepyYecKasi TaiiHa», «KOH(QUeHLaIbHO».
HopmaruBHBIe aKThI, peryiupyroiiye paboTy ¢ ZJOKyMeHTaMH, COZeprKalliMu
cy>keOHyr0 MH(OPMALMIO OIPAaHUUEHHOT0 PaclpoCTpaHeH!s (MMetolLue
rpud «[is1 ciykebHOro mojb30BaHus» ). IIOpsA0K OTHECEHHUS CBe/IeHUH K
ciy>xebHOM MHbOPMaLK OrpaHUUeHHOT0 paclpocTpaHeHuys. Meponpusrus,
obecreunBaroIye 3aIuTy JOKyMeHTOB ¢ rpudom «ICIT».
Oco6eHHOCTH yueTa, pericTpaLiiy, UCII0b30BaHus, 0(OpMIIEHUs,
pa3sMHOXKeHHs1, (POpMHPOBAHUS B flefla, Iepefiaul B apXUB WA YHUUTOKEHUSL.
ITpoBepka Haymmuwst 1OKyMeHTOB ¢ Tpudom «ICII». [Topsaok cHsTUS TpUda.
[Mogpa3genens, OpraHM3yoILre paboTy ¢ JOKYMeHTaMH, COZlepKaliMH
rpud orpaHUYeHus JOCTYNa K HAM, WX (GYHKLWH, TIpaBa, JO/DKHOCTHOU
cocTaB
ITpumeyanue: T — TectupoBanue, P — Harmcanue pedepara, ¥ — ycrHbii orpoc, KP — KoHTposbHast pabora
2.4.2. 3aHATHA CEMHMHAPCKOIr0 THUIIA
—He IpeJyCMOTpPeHbI
2.4.3. IlpakTHuecKue 3aHATHUSA
®dopma
Ne Haumeroparve HaumeHoBaHUWe TIpaKTUUYECKUX PaboT TeKyLL[ero
pasgesna, TeMbl
KOHTPOJISA
1 2 3 4
1. [Pa3pen 1. [JOKYMEeHThbI U JOKYMEHTUPOBaHNe [P, JIP, ¥
JloOKyMeHTHpOBaHHe Bornpocsr:
Tema 1.1. 1.TTomiyHKIIMOHAIBLHOCTE JOKYMeHTa
JlOKyMeHTaLOHHOe 2.Croco0bl JOKyMEHTHPOBAHUS

ofecrnieueHue yrnpaB/IeHUsA:
MOHATHE, COAEPIKAHUE U
ITanbl pa3sBUTHSA

3.BnusHue HTII Ha OKyMeHTUpOBaHUe

Yaudukauus v craHapTU3aLys JOKYMeHTOB.
YHubuLmpoBaHHbIe CCTEMBI JOKYMeHTaLuU
Bonpocsr:

1.[JeticTByrotie YHU(PULIMPOBAHHbIE CUCTEMBI
TOKyMeHTalu1
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2. YauduumpoBaHHble (OPMbI JOKYMEHTOB: MOHSITHE, BU/IbI,
MOPSIIOK BeJIeHusT
3.3apauu ynpas/ieHusi U BUJbl JOKYMEHTOB

YauunypoBaHHast CHCTeMa OpraHU3alOHHO-
pacriopsizuTenbHol AokyMeHTauuu (Y COP/I). ®@opmynsip-
obpazer; OP/I. PeKBU3UTHI U OJTaHKU

Bornpocsr:

1.®opmysnisip — obpaser; OP/]

2.IloHsTHeE ¥ BU/BI O/1AaHKOB JOKYMEHTA.

3CocraBnenue obiero 61aHKa OpraHy3aluy C YIJI0BbIM U
MIPOJIO/IEHBIM BapHAHTaMH PacIioiOKeHHsT peKBU3UTOB

4 CocrasnieHuie 6/1aHKa C/Ty)keOHOTO MUCbMa OPraHU3aL[iK C
YIJIOBBIM U TIPOZIO/IBHBIMU BapUaHTaMH PACTIONOKeHUsT
DEKBU3HTOB

Pa3pen 1.
JlOKyMeHTHpOBaHHe
Tema 1.2.
Odopmnenne OP]

[TpaBuia odopmiieHsi 0CHOBHBIX BU/JOB OpPraHM3aljMOHHO-
pacnopsiAuTe/NbHbIX JOKYMEHTOB.

Bormpocsr:

1.0OpraHu3salMoHHbIe JOKYMEHTbI OpraHu3alyy, aHalu3
CTPYKTYPHBI X TEKCTa, MPaBU/IBHOCTH 0()OPMIIEHUS
MOJIOKeHUM, YCTaBOB, JO/DKHOCTHBIX MHCTPYKLIUI

2. OcopmieHue NpUKasa M0 OCHOBHOMH [esITe/IbHOCTH
3.0dopmiieHHe TIPHKa3a Mo JIMYHOMY COCTaBY, IIITaTHOTO
pacnucanusi, rpadMka OTIyCKOB, IMUHBIX KapTOUek,
KOMaH/JMPOBOUHBIX yZ|0CTOBEPEHUH, CITy>KeOHOT0 3afaHus
/151 HanpaBJIeH!s1 B KOMaHZAVPOBKY, OTYeTa O ee BbIITOJTHEHUH
4.0dopmiieHne 3asiBieHus1, CIIPABKH, TTPOTOKO/IA
50dopMieHne Cy)KeOHbIX ITUCeM

Ip, ¥, T

[TpaBuia odopmsieHNs ¥ BBIAAYH KOMHI JOKYMEHTOB
Bornpocsr:

1.TpeboBaHus K pa3nuuHbIM BUJaM KOIUH JOKYMEHTOB,
BbI/JaBaeMbIX B OpraHU3aL{UsIxX

2.0cdopmiieHMe TIOHOM KOTIUM 0HULMaTBHOTO JOKYMEHTa,
BBINMCKH M3 0ULMATBHOTO JOKYMEHTa, KOITMU-OTIYCKa.

Ip, ¥, T

Pa3pen 2.
Opranu3anus padoTsl C
AOKYMeHTaMH

Tema 2.1.
JI0OKyMeHT0000pOT

Cryx0a JOKyMeHTaLFOHHOTO 00eCreueHust yrpaB/eHust
Bonpocsr:

1.0cHoBHBIe 3a7jauH, (YHKLWU, TUIIOBBIE CTPYKTYPBI CITY>KObI
(o)

2. TIpUHLMITEI OpraHU3aLMy JOKYMeHTo060opoTa
3.HopMaTtuBHbIe JOKYMEHTEI, perjiaMeHTHpYoLLe
OpraHU3aLKI0 JOKyMeHTo06opoTa

Opranu3anus prueMa, pacCCMOTpeHHUsI, PerUCTpalyu U
VICTIOJTHEHUS ZIOKYMEHTOB

Bonpocsr:

1.TloHsATHE perucTpaluu JOKYMEHTOB U ee (hOpPMBI
2.Bxopsmuit foKyMeHT (03HaKOMJIeHHe C TeKCTOM,
TIpOCTaB/ieHNe Pe30JIIOLIMH, BXO/SIIero percTpalioHHOTO
WH7IeKCa, 3arlo/THeHre PeruCTPaliOHHON (hOPMBI)

3. .Pabota uCnosHUTeIs C JIOKyMEeHTaMu

WHdopmarmoHHo-cnipaBouHast pabora. KoHTposb
WICTIO/THEeHUS [JOKyMeHTOB. OpraHu3aljioHHasi OTIIpaBkKa
WCXOJALUX JOKYMEHTOB

Bonpocsr:

1.10Y u vHdpopMaLMoOHHO-CIIpaBoyHast C/1y»0a: 3ajauu,
(byHKLMH, OpraHu3arus

2. TexHonorus BefieHUs1 KOHTPO/S JOKYMEHTOB.

3AHanM3 COCTOSTHYS KOHTPOJISI IOKYMEHTOB B OpPraHU3aLif

Ip, ¥, T

Pazpen 2.
Opranu3anus padoTsi C
AOKyMeHTaMH

Tema 2.2.

XpaHeHue JOKYMEHTOB

Oprany3arnus onepaTvBHOIO XpaHeHUs! JOKYMEHTOB.
Homenknarypa gen

Bornpocsr:

1.3HaueHre HOMEHK/IATYphI fies1 15l KnaccuhuKaLuy Ae
opraHu3aruu

2. O3HaKOMJIEHUE C TUIIOBbIMU U IPYMEPHBIMU
HOMEHK/IaTypaMHu Jiefl

3dopmupoBaHue Jiesia B COOTBETCTBUY C KOHKPETHOU

Ip, ¥, T
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HOMEHK/IaTypOo# fen

DKCI1epTH3a LIeHHOCTH I0KyMeHTOB. [loAroToBka e K
apXVMBHOMY XpaHEHUIO

Bormpocsr:

1.ITpyHLMIIBI ¥ KpUTEPUU Ollpe/ie/ieHus] LIeHHOCTU
JOKYMEHTOB

2. TlopsifoK NpoBeieHNs SKCTIIePTU3bI LIEHHOCTHU JOKYMEHTOB I, Y, T
B OpraHu3saLuu

3.Cocrab/ieHue aKTa 0 BblJje/IeHUH K YHUUTOXXEHUIO
I0KyMEHTOB, He I0J/1e)KallliX XpaHEeHUIO.

4. TToaroToBKa Jiena K repejade B apXyMB OpraHU3aLuy,
COCTAaBJ/IeHUE C/IaTOYHOM OIMMCH

5. Opranu3auust paboTel ¢ 0OpaleHusIMU TpaXKjaH

Bonpocsr:

1.06pairieHus rpakiaH: pa3sHOBUJHOCTA U UX 0COOEHHOCTH
2.0cobeHHOCTH TEXHO/IOTUH paboThl C 00palleHUsIMU

rpakzjaH

Pa3pen 2. .
3.Cpoku ucnosiHeHust 0OpalljeHni U MOoC/Ie[CTBUS IPUHSITHS
Opranu3anus padoTsl C N
OKVMeHTaMM pellieHui 10 00palieHUsIM TPaXK/aH
HTeM};MZ 3 Opranu3ariisi paboThl C JOKYMEHTaMH, UMEIOIIUMU TPUd
- OrpaHUUeHUs JOCTYTa K HUM Inp,y, T
Oco0enHocTH padoThI C
Bonpocsr:

00paIeHuAMH TPAXKAAH U
KOH(QHUAEHIIHATBHBIMHA
AOKyMeHTaMH

1.Buibl rpuQOB OrpaHUueHust A0CTYTA K JOKYMEHTaMm,
TIOPSIIOK CHATHS TpUda

2. OcobeHHOCTH C JOKyMeHTaMH, COCTaB/ISIOIMMHI
TOCyZIJapCTBEHHYIO TallHy

3 OcobeHHOCTH PabOTHI C IOKYMEHTAMH, COCTAB/ISIFOLIIMMU
KOMMEpUEeCKYIO TalHy

4 OcobeHHOCTH paboThl € JoKyMeHTam¥ ¢ rpudom «ICII»

3. ObPA3OBATE/IbHBIE TEXHOJ/IOT'H

75151 peanu3aliuv KOMITIETEHTHOCTHOTO TI0/IX0/la TIpeAlyCMaTpUBaeTCsl UCIOb30BaHKe
B yueOHOM Tmpoljecce aKTUBHBIX W WHTEPAKTHMBHBIX ()OPM TPOBeJEHUs] ay[UTOPHBIX U
BHEAyJAUTOPHbIX 3aHSATHM C Lefbi0 (OPMHUPOBAHMS W Pa3BUTHS TPO¢eCcCOHATBHbBIX
HaBBIKOB 00yJaroL[1XCsl.

B mpotiecce riperojiaBaHusi IPUMEHSIOTCST 00pa3oBaTe/ibHble TeXHOIOTUN Pa3BUTHS
KPUTUUECKOTO MBILIEHUS.

B yue6HOM mipoliecce Hapsily C TPaJULIMOHHBIMU 0Opa30BaTeIbHbBIMU TeXHOIOTHUSIMU
VICTI0/Ib3YIOTCS KOMIIbIOTEPHOE TeCTUPOBaHMUe, TeMaThuuecKue TIpe3eHTaluy,
VHTepaKTHBHbIE TEXHOJIOTUH.

3.1.00pa3oBare/IbHbIE TEXHOJIOTHH NPH NMPOBeJeHUH JIEKIHI

Buipl mpuMeHsieMbIX 06pa3oBaTesbHBIX
No Tema ABLTD Ii Kon.
TeXHOJIOTHH wac
1 2 3 4
1  |[loHsiTHe OKYMEeHTalMOHHOTO 0GecrieyeHHs yrpaB/ieHus AyMOBM3ya/IbHAs TEXHOJIOTHS, )
Npo6/iIeMHOE U3/I0KEHUE
TOKyMEeHTEI ¥ JOKyMEeHTUPOBaHUe
2 AynvoBu3yanbHasi TEXHOJIOTHSI, aKTUBHOE 2
obyueHve
3 YHU(UKALUS ¥ CTaHJapTH3aLHsl JOKYMEHTOB. TeXHOMOrMA PasBUTHA KPHTHUECKOrO -
YHUULIMPOBAHHBIE CUCTEMBI JOKYMEHTAL|N
MBIILIEHUST Yepe3 UTeHHe U TIMCbMO
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YHI/IClJI/IL[I/IpOBaHHaH CrucTemMa OpraHru3aljuOHHO-

- *
4 pacropsiauTenbHOM fokymMeHTarwu (Y COPL). TexHosiorust pasBUTUSL KPUTUUECKOTO 2
dopmyssap-o6paser; OP]. PeKBU3WUTEI 1 6/1aHKK MBIIUIEHAS YEPE3 YTEHHE 1 MUCHMO
5 [TpaBuia oopmsieHNsI 0CHOBHBIX BH/IOB OPraHHW3aljMOHHO- 2
pacnopsiauTe/NbHbIX JOKyMeHTOB. [1paBua oopmieHus U ITpobnemHoe u3nokeHe
BbLIaUM KONUK NOKVMEHTOB
6 Cryx0a JOKyMeHTaLIOHHOTO 00eCrieueHus yTpaB/ieHust 2
Jlexumsi-IuCKy ccust
Opranu3anus npyueMa, paCCMOTPEHHs], perUCTpaLuy U
7 VCTIO/THEHHUS OKyMEeHTOB TexHosorust pasBUTUS KPUTUUECKOTO 2
MBILLJIEHUS Yepe3 YTeHUe U MUCEMO
3 MHdopmarmoHHO-cripaBouHast pabora. KoHTposb UcriomHeHNs ’
[MOKyMeHTOB. OpraHu3aLMOHHas OTIIpaBKa UCXOZALNX JINUHOCTHO-JeATeNIbHOCTHOE 0byueHue
[TOKYMEHTOB
OpraHu3aLus onepaTiBHOIO XpaHeH!s [JOKYMEHTOB.
9 2%
Homenknarypa zfen JTeKIst - MCKyCCHst
OKCrepTh3a LIeHHOCTH JOKyMeHTOB. [ToAroToBka fien K
10 |apXYBHOMY XpaHEHUIO 2
P yxp PasBuBatoiiiee obyueHue
1 OPFHHI/BBHI/IH pa60T1)1 C 06paIJ_IEHI/IHMI/I rpaxzaaH Ay,[[HOBHByaf[LHEIH TeXHOJIOT U, o
1po0/ieMHOe U3JI0’KeHHe C TIpUB/IeueHreM
crierfuanyicra*
Opranusartjst paboThl € JOKyMeHTaMU, UMEeIOIUMU IPU
12 OrpaHUYeHHs JOCTyIa K HUM Ay,LLI/IOBI/IESyaJIbHaH TeXHOJIOI'u4, 2
npo0IeMHOE U3/I0’KeHHe
Wroro 1o kypcy 24
B TOM UKCJ/Ie MHTEPAKTUBHOE 00yueHne™ 8*
3.2.00pa3oBare/IbHbIE TEXHO/JIOTHH MPH NPOBEJeHNUH MPAKTHYECKNX 3aHATHH
No |Tema 3ansiTHA Buzibl mpruMeHsieMbIX 00pa30BaTeIbHbIX Kon.
TeXHOJIOTUH qac
1 JJOKYMEeHTBI ¥ JOKyMEeHTHPOBaHKe JucKyccus 1o TeopeTHYeCcKUM BONPOCaM. 2
2 YHubwukanus v craHapTU3alyis JOKYMeHTOB. [uckyccrst o TeopeTHuecKUM BoripocaM. Pabora c 2
YHnuypoBaHHbIe CUCTEMBI IOKYMeHTaluu JIOKyMeHTaM1
3 | YHuduuMpoBaHHas cucTeMa OpraHU3aljiOHHO- Kpyrblii cTO/ 10 TEOpeTUYeCKUM BOIPOCaM 2%
pacriopsigutesibHOU JokyMmeHTauyu (Y COP/I). Pa6oTa ¢ JOKyMeHTaMH
®opmynsip-oopaser OP/I. PekBU3UThI 1 O/1aHKH
4  |TIpaBusa odopmiieHHsI OCHOBHBIX BUZIOB Ipecc-KoHdpepeHLIYs TI0 TeOPeTHUeCKUM BOTIPOCaM. 2%
OpraHU3aLIOHHO-PACTIOPSIUTE/TBHBIX IOKYMeHTOB. | PaboTa c 10KyMeHTaMu
5 ITpaBua opopMIeHNS ¥ BBIIAUN KOTIHA O6cyxeHre TeopeTHUeCKHUX BOpOCcoB. Pabora ¢ 2
JIOKYMEHTOB JIOKyMeHTaMH1
6 |Cnyx0a JOKyMEHTALMOHHOTO 00eCreueHus O6cyxIeHre TeOpeTUUECKUX BOMPOCOB. Pabora ¢ 2
yTpaB/leHHs JOKyMeHTaMH
7  |OpraHusaius npuema, pacCMOTpeHus1, periuctpaiuu | ObCyxieHre TeopeTHUeCcKruxX BorpocoB. Pabora ¢ 2
1 UCIIO/IHEHUS JOKYMEHTOB JIOKyMeHTaMUu
8 WndopmarpionHo-cripaBoyHasi pabora. KoHTpons JucryT 1o TeopeTUueCKUM BOIIPOCAM, 2%
WCTIO/IHEeHUS JOKyMeHTOB. OpraHu3saljioHHas C TPYMIOBbIM 06CyXJeHueM UToroB. Pabota c
OTITPpaBKa UCXOOAIUX NOKYMEHTOB IIOKyMeHTaMu
9 Opranu3sarys orepaTUBHOIO XpaHeHUs! O6cyxaeHre TeopeTHUeCKUX BOpocoB. Pabora ¢ 2%
JLokymeHToB. HomeHKk/aTypa fen JIOKyMeHTaMu
10 |3kcnepTr3a LeHHOCTU JoKyMeHTOB. IToaroroBka O6cyxeHre TeopeTHUeCKUX BOrpocoB. Pabora ¢ 2
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Aes1 K apXUBHOMY XPdHEHUIO AOKYMEHTAMU

11 | Opranu3aips paboThI C 0OpaIeHUsIMU TPaXkJaH O6cyxeHre TeopeTHUeCKHUX BOMIPOCOB. Mactep-
KJIacC CrieLaaucra

12 | Opranusauus paboThI C JOKYMeHTaMu, UMetoiiuMu | OOCy>KieHHe TeOpeTHYeCcKHUX BOMTPOCOB. MacTep- 2
FpI/Iq) OrpaHrMYeHus JOCTyIla K HUM KJIaCC Crierjraamcra

HWrtoro 1o Kypcy 24

B TOM UYHCJIe UHTEPAKTHBHOe 00yueHne* 8*

4. yCJIOBUA PEAJIN3AIINU ITPOI'PAMMBI INCLHUIT/INHBI

4.1. Marepua/bHO-TeEXHHUYECKas 0a3a, HeoOxoAuMasi Jis1 OCyIeCTB/IEHHS
00pa3oBaTe/ILHOrO MpoIecca Mo JUCIHUILIMHE

Peam3anusa yue6HoM auctmriimabl OI1.04 [JokyMeHTar[ioHHOe obecrieueHre
yTIpaB/IeHUs OCYIIIeCTB/ISIETCS B 000pyZI0BaHHOM yueOHOM KabuHeTe

JOKYMEHTAaIIMOHHOTO 00eCITeueHus yIIpaB/IeHusl.
YuebHbINM KabWHeT JOKYMeHTalMOHHOTO 0becrieueHus! yIipaBIeHUs BK/IFOUAeT:

- MYJbTUMeJUMHBINA TPOEKTOP; SKPaH; MepPCOHATBHBIN KOMIMbIOTeD; yuebHyt0 Mebesb:
CTO/ TIperiofaBaresiss, CTOJbI [yl OOyYaroIIMXCsl, CTY/bsl, IIKaQbI-CTe/IaKH, J0CKa
yueOHasi; 5/€KTPOHHble  IUIaKaTbl; KOMIUIEKThl — JUJaKTUUeCKUX  MaTepuarsos;
HOpPMAaTMBHO-TIPDABOBble  aKTbl W MeTOAMYEecKass JMTepaTypa, pery/vpyrolue
JIOKyMeHTallMOHHOe obecrieyeHue yrpaBieHus; yueOHO-CIIpaBOYHasi JiUTepaTypa

(pekoMeHZIOBaHHbIe YueOHUKY U yueOHbIe TTOCOOUS, C/IOBapH); MHTEPHET-PeCYPCHI.

4.2, ITepeyeHb HE0OX0UMOTr0 MPOrPaMMHOT0 00ecTedeHuUsI
1. 7-zip apxuBatop; (/uLeH3us Ha aHI/1. http://www.7-zip.org/license.txt)
2.  Adobe Acrobat Reader npocmoTpuk  ¢dainoB;  (IULEH3UA
https://get.adobe.com/reader/?loc=ru&promoid=KLXME)

3. Adobe Flash Player -rpaduueckuii  pegakrop; (yTuLeH3ust
https://get.adobe.com/reader/?loc=ru&promoid=KLXME)
4. Apache OpenOffice — ouCHBIN TIaKeT; (JTrLeH3us

http://www.openoffice.org/license.html)

5. IIEPEUEHHh OCHOBHOM 1 JOIIO/THUTE/IbHOM YYEBHOM
JINTEPATYPBI, HEOBXOJUMOM /I/I1 OCBOEHUS JUCITUTI/IUHBI

5.1. OcHoBHas /iMTEparypa

1. JokymeHTOBe/leHUe [D/eKTPOHHBINA pecypc]: yuebHUK U mipaktukym gy CIIO / JI. A.
HoponuHa [u ap.]; nog pex. JI. A. JoponuHoil. — M.: U3parensctBo FOpaiit, 2018. —
309 C. -URL: https://biblio-online.ru/viewer/802E2AB0-DB13-492E-8AA7-

186AABDOS8E7/9#page/1

2. Kysnenio, . H. [TokymeHTalioHHOe obecrieueHue yrpaieHus. [I0KyMeHTOOOOpOT U
JIeJIOTIPOM3BO/ICTBO [D/IeKTPOHHBIN pecypc]: yueOHUK u mpaktukym aias CITO / U. H.
Ky3HelioB. — 2-e u3f., niepepab. u gon. — M.: W3narensctBo FOpaiit, 2018. — 477 c.

-URL:https://biblio-online.ru/viewer/A7E915F2-DB9B-406C-9ABB-
2405EC3AD7E1#page/1
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https://biblio-online.ru/viewer/A7E915F2-DB9B-406C-9ABB-2405EC3AD7E1#page/1
https://biblio-online.ru/viewer/A7E915F2-DB9B-406C-9ABB-2405EC3AD7E1#page/1
https://biblio-online.ru/viewer/802E2AB0-DB13-492E-8AA7-186AABD08F79#page/1
https://biblio-online.ru/viewer/802E2AB0-DB13-492E-8AA7-186AABD08F79#page/1

5.2. lonio/iHUTe/IbHAA IUTEpaTypa

1. BacakoB, M. U. [Henonpou3sBojcTBo (/JoKyMeHTar[ioHHOe obecrieueHue yIpaB/ieHus):
yuebHUK: yueOHOe TmOcoOMe [l CTYAEHTOB CpefiHero TpodecCroHaIbHOTO
oOpa3oBaHusi, 00OyuaroIMXCsl TI0 HarpaB/lIeHUSIM TEXHUUYECKOr0 U TYMaHUTAapHOTO
npocduns / M. U. Bacakos, O. U. 3ambiikoBa. - 3a. 15-e. - PocTtoB-Ha-/loHy : ®eHUKC,
2015. - 375 c.

2. Conory6, O. II. [enompor3BOJCTBO: COCTaBeHHe, peJakKTHpoBaHHWe U 00paboTka
IokyMeHTOB: yueOHoe rocobue / O. I1. Cosory6. - 8-e u3z., crep. - Mocksa : Omera-JI,
2013. - 207 c.

3. JloKyMeHTaI[MOHHOe oOecrieueHue yripaBieHus : yueOHuk / T.A. BrikoBa, E.A. CKpHIIKO,
FO.M. KykapuHa, A.FO. KonbkoBa, C.A. I'motroBa. — Mocksa : KnoPyc, 2018. — 266 c.
— Hnsa CITO. — ISBN 978-5-406-05649-3. ). — URL:
https://www.book.ru/book/926891/view2/1

5.3. Ilepuoanyeckue u3faHus
1. YnpaBneHue npoektamu U riporpamMamu.- URL: http://grebennikon.ru/journal-
20.html

2. I'ymaHuTapHsle 51 COLMa/IbHO—KOHOMUYe CK1e HayKU.— URL:
http://elibrary.ru/title about.asp?id=%208639
3. Cpentee npodeccroHaibHOe 06pa3oBaHye

5.4. IlepeueHb pecypcoB HH()OPMALMOHHO-Te/IEKOMMYHUKAIJMOHHOM CeTH
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6. METOJMYECKUE YKA3AHUSA AJIS1 OBYYAROLINXCSA ITO OCBOEHUIO
JUCHOUITI/INHbI
Metoguka M3yuyeHUs] AUCLMIUIMHBI OCHOBaHAa Ha COUYETAaHWHW TeOPeTHYeCKOro U
NpakTUueckoro o0yueHHss C WCIO/Ib30BaHWEM Ppa3iMuHbIX (OpM  3aKperieHus
M3yUeHHOT0 MaTepHasa: pellleHue 3ajjau, TeCTUPOBaHWe, IMpOBeZleHHe KOJIJIOKBUYMOB,
TIOATOTOBKA U 3aljUTa pedepaToB, yuacTHe B HAyUHbIX KOH(GEpPeHLUsIX U JIp.

OCHOBHBIMU BHUOdMH aYAHTOPHOﬁ pa60TbI CTYAEHTOB SABJIAKOTCA JIEKLIIUU U
MPpakKTUYECKHUE 3aHATHA.

B xofe /JeKIuM TperojjaBare/ib W3jlaraeT U pas3bsCHsSET OCHOBHbIE, Hanbojiee CIOXKHBIE
TIOHSITUS TEMBI, a TaK)Ke CBsI3aHHbIE C Hel TeopeTUdecKHe 1 TIpaKTHueCcKue MpoosieMbl, jaeT
PEKOMEH/Ial[K Ha MPAKTUUYECKOe 3aHsTHE U YKa3aHHsI Ha CaMOCTOATE/IbHYIO PaboTy.

IIpakTHYecKHe 3aHATHA 3aBepIIaloT W3yueHWe Haubosiee BayKHBIX TeM yueOHOM
MCUUTUTHHBL. OHU CJTy’KaT [jis 3aKperIeHUs] U3yUeHHOTO MaTepHasia, Pa3BUTHS YMEHHA
M HaBbIKOB IIOJTOTOBKHM [OK/Ia/IOB, COOOIIeHHH, TpUOOpeTeHHsT OMbITa YCTHBIX
MyO/IMYHBIX BBICTYTIJIEHUH, BeJIeHUS] TUCKYCCUH, apTyMEHTAl[UU 1 3allUThl BbIZIBUTaeMbIX
TIOJIOKeHUH, a TakKe /il KOHTPOJs TIperiofiaBaTesieM CTeTleHd TIOATOTOB/IeHHOCTU
CTYZIEHTOB TIO U3y4aeMoi JAUCIUTIIUHE.

CemuHap npejrionaraetT cBOOOJHBIN 0OMeH MHEHUSIMU TI0 U30paHHOW TeMaTHKe.
OH HauMHaeTCsl CO BCTYIMTE/NBHOTO CJIOBA TIperojaBaresisi, (JOPMYJTUPYIOIIEr0 TeMY
3aHATUS W XapaKTepU3YIOILIero ero OCHOBHYIO TMpoOsieMaTWKy. 3aTeM, Kak TpaBHIIO,
3aC/TyIIMBalOTCs  cooOImeHust cryaeHToB. OOCy)k[eHre COOOIeHUsT COBMeIaeTcsi C
pacCMOTpPEHHEM HaMeUeHHbIX BOMpPOCOB. CooOIleHus, Mpe/roarawlye aHaau3
nyO/MKaLMi 10 OTJe/IbHBIM BOIIPOCaM CeMHHAapa, 3aC/TyIHUBAIOTCS 00BIYHO B CeperHe
3aHsaTUsA. [loomipsieTcsi BbIABIDKEHHE W OOCY)KIeHHe albTepHAaTHBHbIX MHeHuid. B
3aK/TFOUMTE/IbHOM CJIOBE TIperiofiaBate/ib TOABOJUT WTOTH OOCYXKAEHUS U OOBSIB/ISET
OLIeHKW BBICTYTIABIIMM CTyZeHTaM. Ha ceMMHapCKUX 3aHATUSAX DEIIAloTCS 3a[aud 110
o0cy>kiaeMbIM TeMaM. B 11e/isIX KOHTPOJIsi TIOATOTOB/IEHHOCTU CTY/IEHTOB U TIPUBUTHUS UM
HAaBBIKOB KPaTKOTO TMHUCbMEHHOTO W3/I0KeHUsI CBOUX MbIC/Iel TIpeTiofiaBaTeslb B XOfe
MPAaKTHUECKUX 3aHATHH MOXKET OCYLIeCTB/ISATh TEKYL[UM KOHTPO/Ib 3HAHUK B BHU7E
TEeCTOBBIX 3a/laHUH.

KauectBo yueOHOV pabOThI CTY[EeHTOB TMperojaBare/ib OLIEHUBAET B KOHI[E
MPaKTUUeCKUX 3aHSTHH, BBICTaB/IsAs B pabourii KypHan Tekylnye oreHKd. CTymeHT
MMeeT MPaBO 03HAKOMHTHLCS C HUMH.

Yrny6sieHHOMY W3yYeHWI0 MaTepHasja I0 OTJe/NbHBIM pasfenaM AUCLUTUTAHBI
CIIOCOOCTBYET IOATOTOBKA CTyAE€HTaMU AOKJIAAOB. [I0K/IaZ — 3TO CaMOCTOsITe/TbHAs
pabora, aHanM3Wpymomasi M o0oOmjaroiass MyOJUKAlMM 10 3a/laHHOM TeMaTHKe,
rpejriosiararoiias  BbIpabOTKy W 00OCHOBaHWe COOCTBeHHOW TIO3WI[MM aBTOpa B
OTHOIIIEHWM pacCMaTpUBaeMbiXx BOMpPOCOB. [loAroToBKAa [OKMaja — [JOCTaTOUHO
KPOTIOT/IUBBIA TpyA. Ero HamMcaHWIO TIpeAIecTByeT W3ydyeHHe IIHUPOKOro Kpyra
MPaBOBbLIX MMEPBOMCTOYHUKOB, MOHOTpaduii, crareii, 0000IIeHre JTUUHBIX HaOMIOAeHuI.
Pabota Haj /[OK/IaOM CIIOCOOCTBYET pPAa3BUTUIO CaMOCTOSITEIBHOTO, TBOPYECKOTO
MBIIIUIEHUS, YUUT TIPUMEHSTh TIPaBOBbIe 3HAHUS Ha TPAKTHUKe TIPYU aHa/M3e aKTya/IbHbIX
COLMA/IBHBIX W TIPaBOBBIX TpobOieM. PekomeHayemoe BpeMsi Aoknafa- 10-12 MUHYT.
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HEHPEMEHHLIM yQjI0BHUEM 3aKpeIlvieHHsa TeOPETUYECKHMX U TIPAKTHUUYEeCKHUX 3HAHUU
CTY[1€HTOB sBJ/IA€TCA BbIIIO/ITHEHHE MW JOMAIIIHUX 3a,l[aHl/ll‘/i.

OOyueHHe CTYZEHTOB OCYIIIECTB/ISIETCS T10 TPAJUIMOHHOW TEXHONOTUU (JIEKI[UH,
MPaKTUKK) C BK/IFOU€HHEeM UHHOBALIMOHHBIX 3/IEMEHTOB.

C TOUKU 3peHUs] UCTO/b3yeMbIX METOZOB JIEKIIMM TIOAPa3[e/sitoTCs CJieAyoLuM
obpa3om: nHGOPMaLMOHHO-00BICHUTE/IbHAS JIEKL[Us, TIOBeCTBOBATe/IbHasl, JIeKIUs-0ecesa,
ripobsieMHast JIeKLUS U T. [I.

YcTHOe W3oKeHHWe yueOHOTO MaTepuasia Ha JIEKI[UM [JO/DKHO KOHCTIEKTUPOBATHCS.
Crymarh JIeKLUK0 HY>KHO yMeTb — MOAJep>KUBaTh CBOE BHHMAaHWeE, MOHATh U 3allOMHUTh
yCIIBIIIAHHOE, Y/IOBUTH May3bl. B rpoliecce M3okeHus MpernojaBaTesieM JIEKLIUA CTYZeHT
JIOJDKEH BBISICHUTH BCe HEMOHSATHbIE BOMPOCHI. 3alyChiBaTh COJEpPKaHWe JIEKIUA HYXKHO
00s13aTe/TbHO — 3amlKCH TIOMOTal0T TIO/IeP>KUBaTh BHUMaHHe, CII0COOCTBYIOT MTOHUMAHUIO U
3alIOMMHAHUIO YC/bIIAHHOTO, MPUBOAUT 3HaHHE B CUCTEMY, CJ/Iy>KaT ONOPOM J/1s epexoza
K Oosiee mTyDOKOMY CaMOCTOSITE/TbHOMY M3YUeHHIO IpeMeTa.

MeToauueckue peKoMeH/jal[uu 10 KOHCTIEKTUPOBAHUIO JIEKLIWH:

— 3amMCh [JO/DKHA OBITH CHUCTEMHOM, Mpe/CTaBIsITb COOOM COKpAIIEHHBIM BapHaHT
NeK1UH TipenofiaBatesisi. Heo6xoqumo ciyiiarh, 06[yMbIBaTh U 3aMMChIBaTh OFHOBPEMEHHO;

— 3anuch BeAETCI OyeHb OBbICTPO, UETKO, 10 BO3MOXXHOCTH KOPOTKUMH
BbIDA’KeHUSIMU;

— He TIpeKpalliasi CJIyliath Tpero/aBaresis, Hy>KHO 3alMChIBaTh TO, UTO HEOOXOAMMO
ycBoUTh. Hesb3si 3anvchiBaTh Cpasy »ke BbICKa3aHHYHO MbIC/Ib MperojiaBatesis, cjiefyeT eé
MOHSTH U TOC/e 3TOr0 KPaTKO 3arucaTh CBOMMM CJIOBAaMM WM CJI0BaMH TIperofaBarerisi.
BaxxHo, 4T0OBI B Heli He ObIT TTOTEPSTH OCHOBHOM CMBIC/T CKa3aHHOTO;

—MMeHa, [1aThl, Ha3BaHUsl, BbIBOZbI, OTIPe/ie/IeHHsI 3alTMChIBatOTCS TOUHO;

—csieyeT oOpaTUTh BHUMaHWe Ha OGOpMJIEHHE 3alucH JIeKuW. s Kakgoro
rpeMeTa 3aBOAUTCS 00miast TeTpaAb. OTIMUHBIM OT OCTA/JLHOTO IBETa CIeAYeT BBIJE/SATh
OTJe/NbHble MBICJIM M 3aro/ioBKM, COKpallaTb OTJe/bHble C/0Ba W TMpeAJIoKeHUs,
WCTOb30BaTh YCIOBHbIE 3HAaKWU, OYKBbI JIATUHCKOTO U Tpeueckoro an(aBUTOB, a TaKxke
HEKOTOpble NPUEMBI CTeHOTrparueCcKoro COKpallieHus! CJI0B.

[Mpaktrueckue 3aHsaTus 1o gucruruimHe OI1.04 JJokymeHTarioHHOe obecrieueHue
ynpaB/ieHus TPOBOJSATCS B OCHOBHOM 10 CXeMe:

-yCTHBI OMpPOC TI0 TeOpUM B Hauaje 3aHATHS (0OCyKAeHUe TeopeThueCKUX
Npo6IeMHBIX BOTIPOCOB T10 TEME);

-paboTa B rpymrax 1o pa3pelieH’I0 pa3InyHbIX CUTYaL|ii 10 TeMe 3aHSTHS;

-pellieHre MPaKTUYeCKUX 3a/jau MHAUBUAYaIbHO;

-TI0JiBe/ileHre UTOTOB 3aHATHS (MK peduiekcus);

-UHAVBW/lyalbHble 3a/laHUsT /11 TIOATOTOBKM K C/IeAYIOL[UM TPaKTH4YeCKUM
3aHSTUSIM.

Llenb MpakTUYeCKOrO 3aHSATHS - HAyuuTh CTY[AEHTOB TPUMEHSITb TeopeThyecKue
3HaHUs TIPU pellieHUH MPaKTUYeCKUX 3a/jau Ha OCHOBe peasibHbIX JJaHHBIX.

Ha npakTuuecKux 3aHsATUSX Npeob1ajatoT cieytollyie MeTo/Ib:

- BepOanbHble (Tpeobs1a/jaroliM METOZIOM JI0/DKHO ObITh 0ObSICHEHHE);

- MpaKTHUYecKue (MUCbMEeHHbIe 3[IaHusl, TPYTIOBbIe 3a/JaHus U T. I1.).

Ba)kHbIM [JIs1 CTyZleHTa SIB/SIeTCS YMeHHe paljMOHaabHO Moj0upaTh HeoOXoANMYIO
yuebHyt0 ureparypy. OCHOBHBIMU JTUTEPATYPHBIMU UCTOUHUKAMM SIBJISTFOTCSI:

— 6ubmoTeunsle GoHAR humrana KybaHCckoro rocyjapCcTBeHHOTO YHUBEPCUTETaA;

— 37IeKTPOHHast OMO/MMOTeUHast CUCTeMa « YHUBEPCUTETCKasi OMO/IHOTeKa OH-JTaliH»;

— 37IeKTPOHHas1 bubmMoTeuHasi cucrtema M3nartenscTBa «JIaHb».
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[Touck KHUT B OuOMMOTeKe HEOOXOJWMO HauMHAThb C W3Y4YeHWsS TPeJMeTHOTro
Katajiora W CO3[aHus CIIMCKa KHUT, M0oCcoOui, MeToJuuecKMX MaTepuajoB I0 TeMe
W3YyUYeHUs.

[IpocMOTp KHUTM HauMHAETCSI C TUTYJIBHOTO JIUCTA, CJIeAYIOIIETro Tocje OO/IOKKH.
Ha HéM 00BIUHO ITOMEIAar0TCsl BCe OCHOBHBIE /IaHHBIE, XapaKTepHU3YIoli[e KHUTY: Ha3BaHUE,
aBTOD, BBIXOJHBIE JaHHbIE, laHHbIe O Tleper3JaHuy U T.J. Ha obopoTe TUTY/ILHOTO JIUCTA
JlaéTCs aHHOTALUSl, B KOTOPOM YKa3bIBaeTCsl TeMaThKa BOIPOCOB, OCBEIEHHBIX B KHUTE,
omnpejie/isieTCsl KPyr uMTaTesield, Ha KOTOPbIM OHa paccuuTaHa. bosbloe 3HaueHWe muMeeT
Mpe/IuC/A0BUe KHWTHM, KOTOpOEe 3HAaKOMMUT uWTaressi C JIMUHOCTBIO aBTOpa, WCTOpUen
CO3/1aHUS1 KHUTH, PaCKpbIBaeT CoZlep KaHue.

[IpounTaB TpegUC/IOBUEe W TIONYyYHMB OOlljee TIPe/CTaB/ieHWe O KHWUTe, CleayeT
o0patuThcs K ornaBieHuto. OrnaB/ieHue KHATM 3HAaKOMUT 00ydaeMoro C cofiepkaHueM U
JIOTMUeCKOU CTPYKTYPOU KHUTH, TI03BOJISIET BbIOpPATh HY)KHBIA MaTepHat Ajis u3ydeHust. [of
W3IaHWs] KHUTH TI03BOJIIET CYAWUTh O HOBU3HE Marepuajia. B KHure MoOryT OBITh
TpUMeYaHusi, KOTOPbIe COJEepPrKaT Pa3/IUuUHbIe I0MOJHUTE/NbHbIe CBefleHusl. OHM TevaTaroTcst
BHe OCHOBHOI'O TEeKCTa U pa3bsICHSIOT OTJe/bHble BOMpPOCHL. [IpeameTHble U andaBUTHBIE
yKa3zare/jy 3HauuTeabHO O00ieryaroT MOBTOpeHWe W3/I0KEHHOTO B KHUTe MaTepuana. B
KOHIle KHHUTM MOXKET pacriojiaraTbCsl BCIIOMOTaTeNbHbIM MaTepuan. K HeMy 0OBIYHO
OTHOCSITCSI WHCTPYKLIMM, TIPWIOXKEHHUsl, CXeMbl, CHUTyallMUOHHbIe 3a/laud, BOIPOCHI /s
CaMOKOHTPOJIS U T.JI.

[nisi nydilero npejcTaBleHWsi W 3allOMUHAHUS MaTepuasa Lienecoo0pa3HO BeCTH
3aMUCU U KOHCIIEeKThI Pa3/IMYHOTO COZIeP’KaHUsl, a UMEHHO:

— MOMETKU, 3aMeuaHusi, BblJje/ieHUe IJIaBHOTO;

— TUIaH, Te3WChl, BBITTUCKU, 1[UTaThI;

— KOHCTIeKT, pabouasi 3anuch, pedepar, AOK/a, JeKLUs U T.1.

Yurtath y4yeOHMK HeOOXOAWMO BIyMUHBO, BHHMAaTe/lbHO, He TPOIyCKasi TeKCTa,
CTapasichb TIOHATb KaKAyI (pasy, OMHOBpPeMEHHO pa30upasi IpPUMephl, CXeMbI, TaOHIIbI,
PUCYHKH, TTPUBEIEHHBIE B YueOHUKe.

OJHUM 13 BaXKHEUIIINX CPE/ICTB, CIIOCOOCTBYIOIINX 3aKPeIJIeHUI0 3HaHUMH, SIB/SIeTCS
KpaTKasl 3arvch TIPOYUTAHHOTO Marepuana — COCTaB/ieHWe KOHcreKTa. KoHCMeKT — 3To
KpaTKoe CBSI3HOE W3/IOKEHWe CO/IEP)KaHUSl TeMbl, yuyeOHHWKa WM €ro 4Yactd, Oe3
MoApoOHOCTeM U BTOPOCTeNeHHbIX JeTaseid. [To cBoeil CTPyKType W TOC/Ie[0BaTeIbHOCTU
KOHCITIEKT /I0JDKeH COOTBETCTBOBATh TUIaHy yueOHHMKA. [103TOMy Ba)KHO CHayasia COCTAaBUTh
MJIaH, a TIOTOM TKMCaTh KOHCTIEKT B BH/Ie OTBeTa Ha BOMPOCHI IJlaHAa. Ecmm yueOHMK
pa3zenéH Ha HeboJblIMe O3arjaB/ieHHble YacTH, TO 3ar0JIOBKA MO)KHO pacCMaTpuBaTh Kak
MyHKTbl TJIaHa, a M3 TeKCTa KaKJOW 4YacTU cCJieJyeT 3anucaTb Te MBIC/IHU, KOTOpbIe
PaCKpBIBalOT CMBICJI 3ar0JI0BKaA.

TpeboBaHMS K KOHCITEKTY:

— KpaTKOCTh, CKaTOCTh, Lie/ieco00pa3HOCTb KaXK/I0TO 3alyChIBaeMOT0 C/I0Ba;

— COfep)KaTebHOCTh 3alMCU - 3aluChiBaeMble MBICIU CJleAyeT (OpPMYIUPOBATh
KpaTko, Ho 6e3 yiep6ba st cMbiciia. OOBEM KOHCIIEKTa, KaK MPaBU/I0, MeHbIIIe N3y4aeMOoro
TekcTa B 7-15 pas3;

—KOHCTIEKT MOYKeT OBbITb KaK MPOCTBIM, TaK U CJIOKHBIM 110 CTPYKTYPe — 3TO 3aBUCUT
OT COZlep’KaHusl KHUTH U L|e/IU e€ U3y4ueHuUs..

MeToanueckue peKOMeH/jalliy 10 KOHCTIEKTHUPOBaHUIO:

— TIpeXJe uYeM HauaTb COCTaBJATb KOHCIIEKT, HY)KHO O3HAaKOMHUTBCS C KHHWIOW,
TpOYUTATh €€ CHauasa JJ0 KOHI|a, MOHSATh TPOYUTAHHOE;

— Ha OONOKKe TeTpaJy 3alMChIBAIOTCS Ha3BaHWE KOHCIIEKTUDYEMOW KHUTU U UMS
aBTOpa, COCTaBJ/ISIeTCS TIIaH KOHCTIEKTUPYEMOTO TeCTa;
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— 3alyCy Jyullle fejiaTh TIPU TPOUTEHWH He OJHOTO-/ByX ab3alleB, a Iie/ioro
raparpada Wiu 171aBbl;

— KOHCTEeKTHPOBaHWEe Be[ETCSl He C LieJibl0 UMeTh Orpe/ie/IEHHBIA 3arvcy, a Ajis
Oosiee TIOJIHOTO OBJIA/IEHUS] COJEP)KAaHMEM M3y4aeMOro TeKCTa, T03TOMY B 3aluCsax
OTMEUaeTCs ¥ BblZIe/sieTCsl BCE TO HOBOe, MHTepeCHOe U HY>KHOe, UTO 0COOeHHO MPUBIEKIIO
BHUMaHMUe;

— ToC/ie TOro, Kak Cj/leflaHa 3anuchb cofiepkaHusi maparpada, I7aBbl, CaefyeT
repeunTaTh €€, 3aTeM CHOBa OOpaiaTbCsi K TEKCTYy U TIPOBEPUThH Cebsi, MpaBHUIBbHO JIH
W3JI0)KEHO COZiepKaHue.

TexHMKa KOHCITIEKTUPOBaHUS:

— KOHCIIEKTUPYSI KHUTY OO0JIBIIIOro 00béMa, 3arich C/iefiyeT BeCTH B 00I1Iel TeTpajiy;

— Ha Ka)KJOW CTpaHHlle CjieBa OCTaBJSIOT ToJis IMpUHOW 25-30 MM /11 3amucu
KOPOTKHUX TI0/13ar0/I0BKOB, KPaTKWUX 3aMeUYaHUi, BOIIPOCOB,;

— KaXk/lasi CTaHMLIa TeTPajili HyMepyeTCs;

— [I71s1 TIOBBIIIEHUS] YATAeMOCTU 3allMCH OCTaB/ISIFOT MUHTEPBAJ/Ibl MEXXAY CTPOKaMH,
ab3aramMy, HOBYHO MbIC/Ib HAUMHAKOT C «KPaCHOW» CTPOKU;

— TpPU KOHCIEKTUPOBAHMW IIIMPOKO WUCIOMb3YIOT pa3/vuHble COKpAllleHUus |
YC/IOBHBIE 3HAaKW, HO He B yIep0 CMBICIYy 3alMCaHHOTO. PeKoMeHyeTCs TPUMEHSThb
o0b1rieyrioTpeOuTEIbHBIE  COKpAIlleHWs,, Harpumep: M.0. — MoXeT ObITb, TOC. —
rOCyJ,apCTBEHHBIN; /1.0. — IO/DKHO OBITh U T.1I.

— He cJielyeT COKpalljaTb UMeHa 1 Ha3BaHUsl, KpOMe OueHb YaCTO TTIOBTOPSIFOIIINXCS;

— B KOHCIIEKTe€ He JO/DKHO OBITh MeXaHWUeCKOro ITepPernuChbiBaHUs TeKcTa 0e3
TIPO/IYMBIBAHUSI €T0 COZIePKaHUSI U CMBICIOBOTO aHa/IK3a.

Nns Hanvcanus pedepata HeoOXOAWMO BBIOpaTh TeMy, COITIACOBaTb €e C
riperniofiaparesieM, T0J00paTb HECKOJbKO MCTOUHHMKOB TI0 TeMe, BBLITIOJHUTL aHaIu3
HCTOUHMKOB M0 pelleHWI0 TpobieMbl, 0O0CHOBaTh CBOK TOYKY 3peHHUs Ha pelleHue
1po6IeMsl.

7.00EHOYHBIE CPEJICTBA AJ151 KOHTPOJIAA YCIIEBAEMOCTU
7.1. IlacniopT (oH/Ja OLIeHOUHBIX CPe/ICTB

Kog xoHTpO/Mpyemoit
No HaumeHoBaHUe 011eHOYHOTO
KoHTponupyemble TeMbI JUCLUITIUHbBI KOMITETEeHIL[UH
n/n cpezicTBa
(w1 ee yacTH)
JIoKyMeHTaI[HOHHOe 00ecreueHre yrpaB/IeHnn: OK11:TIK 1.1
L NOHSATHE, CO K 2.7- HAoknag, Tect
, COJiep)KaHue U 3Tanbl Pa3BUTHA TIK 2.6; TIK 2.7; TIK 4.2
2 Odopmentte OFZL OK 11, TIK 1.1 IpakTuueckas pabora, TeCT
: TK 2.6; TTK 2.7; TTIK 4.2 | P panora,
JIOKyMeHT0000pOT
3 OK 11, TIK 1.1 IpakTrueckast pabora, Tect
: TK 2.6; TTK 2.7; TTK 4.2 | P pabora,
4 XpaHeHue JOKYMEHTOB OK 11, TIK 1.1 IIpakTrueckas pabora, TeCT
' P AOKyM TK 2.6; TTK 2.7; TTK 4.2 | P pabora,
Oco0eHHOCTH PadOTHI C 00paIleHUAMHU FPAXKAAH OK 11;TIK 1.1
> H KOH(H/IeHIINMA/IbHBIMH JOKYMeHTaMH IIK 2.6; IIK 2.7; TIK 4.2 Tpamiayeckas paGora, Tect

7.2. Kputepuu oleHKHM 3HAaHUHU
KoHTposib ¥ OLleHKa pe3y/lbTaroB OCBOEHUS [JUCLIUMIUIMHBI  OCYILIeCTBJISIeTCS
TiperiofiaBaTesieM B TpOLiecCe TPOBeJeHUsl MPaKTUUeCKUX 3aHsATHH, 1abopaTopHbIX pabor,
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TECTUPOBaHUs, a TakKKe  BBIIOJHEHUS OOyvaroIMMHUCs  UHAUBUAYaATbHBIX
CaMOCTOSITeTbHBIX 3a/JaHUM.

Joknag (coodimenue). IIpoAyKT HAyuHO-MCC/IEOBATETbLCKON — eSTeTbHOCTH
CTyZAeHTa, TIPe/ICTaB/ISIOINIA cOO0M KpaTKoe U3/I0KeHHe B TIMCbMEHHOM BH/Ie TTO/TyUeHHBIX
pe3y/ibTaToB TeopeTUUeCcKoro aHa/mM3a orpe/eneHHOMN Hay4yHOU (yuebHo-
WCCIeZIoBaTe/IbCKON) TeMbl, T[e aBTOD pAaCKpbIBaeT CyTh HCC/IeAyeMol TIpo0ieMbl,
MIPUBOJUT DPa3/MuHble TOUKWA 3peHHs, a Takke COOCTBeHHBbIe B3IVIsAAbl Ha Hee. Jlokmaf
(cooO11ieHre) OLeHMBAETCS TI0 KOJIMUeCTBy 00pabOTaHHBIX MCTOYHUKOB, ITTyOWHE aHa/M3a
npo6siemMbl, KaueCTBe 000CHOBAHMS aBTOPCKOM TTO3UIUH, T/TyOUHEe PaCKPBITHS TEMBI.

Tect. CrcTeMa CTaH/JapTU3UPOBAHHBIX 3a/IaHUM, TTO3BOJISIONIAST ABTOMAaTHU3HUPOBATh
MpoLielypy M3MepeHHUsi YPOBHsI 3HaHUM U yMeHMM oOyuatorierocsi. TecT OLieHHMBaeTCs 0
KOJIMYeCTBY MPaBU/IbHBIX OTBETOB (He MeHee 50%).

KpuTepuu o1jeHKHY 3HAHUH CTYJEHTOB B L€JIOM 110 AMCI{UTTAHE

«OT/JIMYHO» -  BBICTAB/ISETCS  CTY[EHTY, T[IOKa3aBlleMy BCECTOPOHHUE,
CUCTeMaTU3UPOBaHHbIe, TyOOKMe 3HaHUsi yueOHON TporpaMMbl AWCLIUMIUIMHBI U YMeHHe
yBepeHHO TIPUMEHSTh WX Ha TPaKTHKe TpY pDellleHWd KOHKDEeTHBIX 3a/ad, CBOOOAHOe U
MpaBWIbHOE 000CHOBaHWE MIPUHATHIX PeIleHul;

«XOPOLIO» - BHICTAB/ISIETCS CTY/|€HTY, €C/Id OH TBEPZ0 3HaeT MaTepuas, rPaMOTHO U
M0 CyIIeCTBy M3/araeT ero, ymeeT IPUMEHSITb TOJIyUeHHble 3HAHUS Ha TPaKTHKe, HO
JIOTTyCKaeT B OTBeTe W/IM B PeIIeHHH 3a/ilad HEKOTOpPhble HEeTOYHOCTH;

«YAOBJ/IETBOPHUTE/IbHO» - BLICTAB/ISIETCS] CTY[EHTY, MOKa3aBlleMy (parMeHTapHbIH,
pa3poO3HeHHbI XapakTep 3HaHWM, HeJOCTaTOYHO TMpaBU/IbHbIe (OPMYJUPOBKU 0a30BbIX
MOHSATHM, HapYILIeHWs JIOTUYeCKOH TI0C/e/IoBaTe/TlbHOCTH B HW3J/IOXKEHWH TTPOrPaMMHOTO
Marepvasia, HO TIpM 3TOM OH BJIa/leeT OCHOBHBIMH pa3zieslaMu y4eOHOW ITpOrpamMMBbl,
He0oOX0IUMbIMU [I7IS JarbHeUIlero o0yueHus: U MOKeT TIPUMEHSITh TTo/TyYeHHble 3HaHUS 110
o0pasiy B CTaHJapTHOM CUTYalUH;

«HEeY/|0B/IETBOPUTE/IBHO» - BBICTAB/ISIETCS CTY[EHTY, KOTOpPhI He 3HaeT Oosbliieit
YacTH OCHOBHOTO COjiepKaHusl yueOHOW TporpamMMbl AWCLUIUIMHBI, [OMyCKaeT TpyOble
olMOKU B (POPMYJTMPOBKAX OCHOBHBIX TIOHATHN [JUCLUIUIMHBI U He YMeeT HCIO/Ib30BaTh
MoJTyueHHbIe 3HAHUSI TIPYU PellieHUH TUTTOBBIX MPaKTUUeCKUX 3a/ad.

7.3. OuieHOUHbBIe CPeACTBA [/ifl MPOBe/ieHUs TeKyIled arTecTaluu
Teky1uii KOHTPOJIL MOYKET IPOBOAUTHLCS B hopMe:
-(bpoHTaBHBIN OIPOC;
-UHJVBU/lyaIbHbIA YCTHBIN OMPOC;
-NIMCbMEeHHBIA KOHTPOJIb;
-TeCTHPOBaHUe 10 TeOpeTHUeCKOMY MaTepuany;
-TipakTHJeckast pabora;
-3alll[MTa BBIIOJIHEHHOT'O 3a/laHus;
-pa3pabotka rpobieMbl Kypca (fokiaz).

[Tpumeps1
®dopma Bnagenus JInuyHble KauyecTBa pUMEp
3HaHUsA YmeHus OLIeHOYHBIX
aTTecTalyu (HaBBIKK) CTy[eHTa
CpefiCTB
YcrHbii KoHTposnb 3HaHui OreHKa yMeHUsI OrjeHKa HaBbIKOB | OLieHKa KontposbHbIe
(MMCbMEHHBIN) | T10 OrpefiesIeHHbIM pasnuuarb paboThI C Crocob6HOCTH BOIPOCHI 10
orpoc no | mpobiemam KOHKDETHBIe yuebHOH, OIepaTUBHO U TeMaMm
TemMam TIOHATUS MeTOANYeCKON U KaueCTBEHHO MIpUJIararTcs
Hay4yHOU OTBeuarb Ha
JIUTEepaTypoi ToCTaB/IeHHbIe
BOIPOCHI

29




Hoxknap, KoHTposnb 3HaHu# OLeHKa yMeHus1 OueHka HaBbIKOB | O1rleHKa Tembl
(coob1rienue) T0 OTIPe/e/IeHHbIM pa3uarb paboTkl ¢ CII0COOHOCTH K JIOK/IaJIoB
npobiemam KOHKDETHbIe yuebHOH, Hay4HO- TIPU/IararTCs
TIOHSITHS MEeTOIUUEeCKOH U HCCIe/i0BaTe/bCKO
HayuHOMU W [esTebHOCTH
JIUTEepaTypoit Y aHa/M3y
yuebHOH,
MeTOJHUUeCKOr 1
Hay4HOU
JITepaTyphl
IIpaktrueckue | KoHTposb 3HaHUS OLeHKa yMeHus1 OreHKa HaBbIKOB | OLieHKa Tembl pabot
paboThI TEOPEeTHUECKUX pabotars ¢ paboThI € yuebHO- | criocobHOCTU TIPUJIAraroTCst
OCHOB COBpEMEeHHOMU MEeTO/[U€eCKOM OTepaTUBHO U
JOKYMEHTAIMOHHOT | KOMIIBLIOTEPHOM JIUTEPATypOit B KaueCTBEHHO
0 obecrieueHust TeXHUKON Tpu cdepe peliarb
yIipaB/eHusl, pelLIeHNH JOKYMEHTallMOHH | [OCTaB/IeHHBIE HA
BO3MOKHOCTEH 1 MPaKTHUEeCKUX oro obecrieueHus1 | MPaKTHUECKUX
TIPUHLIUTIOB 3a71a4 yTIpaB/IeHUs] paborax 3ajauu 1
WCII0/Ib30BaHUS JOKYMeHTal[OHH apryMeHTHPOBaTh
COBpEMEHHBIX oro obecrieueHust pe3y/ibTaThl
WHGOPMAL[MOHHBIX | YIIPaB/IeHHUs
TeXHOJIOTHN
TectupoBanue | KoHTponb 3HaHUM OrjeHKa yMeHUs OrjeHka HaBbIKOB | OLjeHKa Bornpocst
TI0 OTIpe/le/IeHHbIM | pa3/iuyarhb JIOTUYeCKOTO CrIoCcoOHOCTH TIPUJIAraroTCst
npobieMam KOHKpETHbIe aHanM3a u OTepaTUBHO U
TIOHSTHS CHHTe3a 1pr KaueCTBEHHO
COTIOCTaB/IeHNH OTBeYath Ha
KOHKDETHBIX TOCTaB/IeHHbIE
TIOHATHN BOIIPOCHI
IIpuMepHbBIi MepedYeHb TeM A0K/Ia/I0B (COO0OIeH ) /IS TeKyIei
arTecTalyu:
1. BnustHUe HayKW M TEXHUKU Ha Pa3BUTHeE JOKYMeHTOOO0pOTa B OpraHu3alin
2. CoBpeMmeHHbIe CIIOCOOBI JOKYMEHTHPOBAHKS
3. 3HaueHue YHU(PUKAIIUU U CTaHJapPTHU3aLIUU JJOKYMEHTOB
4. Tlonsitve yHU(MULIMPOBAHHBIX (DOPM IOKYMEHTOB
5. CoBpeMeHHbIe TpeOoBaHUs K 0(DOPM/IEHHIO JOKYMEHTOB
6. PekBU3UTHI U O/IAHKU
7. ®opmynsp — obpazer OP/I.
8. XapakTepuCTHKa U COCTaB PacCIlopsALUTe/IbHBIX JOKYMEHTOB, BXOJSALIUX B

9.

YCOP/[,
locypapcrBenHas cucrema 10Y

10. OcobeHHOCTH 3aBepeHUst KO HOTapUabHBIMU KOHTOPaMU

11. Mopapasaenenus cayx0et 1OY U Ux B3aMo/eiicTBIe

12. Opranu3saiuonHsie popmbi 10Y

13. OcobeHHOCTH OTTIPAaBKH JOKYMEHTOB C TTIOMOIIbI0 TEXHUUECKUX CPe/CTB.
14. Opranu3aiyst paboThl C UCXOASIIMMH JOKyMEHTaMH

15. OcobenHoCTH PabOTHI C BXOJSAIIMMU JOKYMEHTaMU

16. Opranu3aiiysi paboThl C BHYTpeHHelH JOKyMeHTal[iel opraHu3ariu

IIpuMepHbIe TeCTOBbIE 3aJjaHUsA AJ/Isl TeKYIlleH aTTecTaljiu:
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1. HOMEHKJIaTypa A€ COCTAB/IAETCA B KO/IHYECTBE ... IK3€eMIL/IAPDOB:

1) 2

2) 3

3) 4

4) 5

2. Pa0oTHHMKH, OCYLIeCTB/ISIIOIIUAE TpPeABaAPUTE/IbHOE PAaCCMOTPeHHe [A0KYMEHTOB,
MO/Ty4arT JOCTyI

1) Ko Bceit nHbOpMalWH, MOCTyTalOIel B OpraHu3aljuio

2) WCK/TIOUMTE/IbHO K KOH(MUAeHIMaIbHOW UH(MOPMaLIUM, MOCTYTIaolle B OpraHu3aliuio

3) K JoroBopam

4) TOJILKO K MMChMaM O(UIIUA/IEHOTO U TMYHOTO XapaKTepa, MOCTYIIAoI[MM B OpraHU3al[1io
3. B opraHu3anusax MNpUeM M NMepBOHAYA/IBHYH 00padoTKy MOCTYHAIUX JOKYMEHTOB
MOTYT OCYLIIeCTB/ISITh:

1) sKkcrieauiusi, WHCIEKTOP IO MprUeMy U OTTIpaBKe JOKYMEHTOB, CeKpeTapb PYKOBOJUTEIS

2) 3aMeCTUTe/Tb PYKOBOAUTEJIsT

3) PYKOBOAUTEU TOApa3ie/eHun

4) UCKTIOUUTENTBHO CeKpeTapb

4. leueHTpanu3oBaHHasi popma /ie/I0NpoU3BOJCTBa NMPUMEHSIeTCsH, KOrja

1) cTpyKTypHbIe mofipaszesieHusi OpraHU3aliui TepPUTOPUaIbHO Pa3o0ileHbl

2) Bce paboThI C JOKYMEHTaMU TIPOBOJSITCS B OZTHOM MeCTe

3) PYKOBOAMTE/Th UaCTO MMCbMEHHO 00paIiaeTcsi K CTPYKTYPHBIM ITO[pa3aeeHusM

4) mozipa3esieHus Moy4aroT 60/IbIIIoe KOJTMUeCTBO /1e/I0BOM KOppeCIIOH/IeHINN

5. /IBl>KeHHe JOKyMeHTOB B OpraHu3aniy ¢ MOMEHTa UX CO3[aHUS W/IH MOydeHHs 0
3aBeplIeHHs UCIIO/IHeHUs WM OTIIPaB/ieHus] Ha3bIBaeTcsl

1) jokymMeHTO0O0pOTOM;

2) TPAHCITIOPTUPOBKOM JIOKYMEHTOB;

3) peanu3anient JOKYMEHTOB;

4) [OKyMeHTOBpalLleHEeM.

6. Tesre¢oHOrpaMMy NPUMEHSAIOT:

1) Anis iepefjauy CPOYHBIX pacIiopsKeHUM, U3BellleHU, CBe/leHUl;

2) Ans Iepefiauu Tejlerpamm;

3) UCKJIIOUUTENBHO /1J1s1 TIepe/iau PacropsbKeHWH pyKOBOJUTEIS;

4) 10 YCMOTPEHHIO C/Ty’Kalllero KaHLie/Ispuu.

7. JOKyMeHT, COCTaB/IeHHbIM rpynmnou /miy (KoMHccUuei) ¥ noATBep Kaonui (paKTbl,
COOBITHSI, HA3bIBAETCS

1) akTom;

2) TIpHUKa30M;

3) pacrnopsbkeHueM;

4) 10rOBOPOM.

8. TekcT C1y)KeOHOro NMMchbMa, Kak NMPaBUJI0, COCTOUT U3:

1) AByX 4acTeil — BBOJHOU U OCHOBHOW;

2) ABYX yacTel - TUIOTe3bl, AUCTIO3ULINY;

3) MHOXXeCTBa yacTel, 0 yCMOTPeHHI0 aBTopa;

4) yeTbIpex yacTell — BBOJIHOM, ITIOBeCTBOBATe/IbHOM, Pe30/IIOTUBHOM, 3aK/TFOUUTe/IbHOM

9. CnoBecHo-1iu¢poBoii cmocod odopmsieHus aarbl (Hampumep, 23 uioHs 2016 r.) B
OCHOBHOM MPUMEHSIOT B

1) JoKyMeHTax, Co/iepXKallluX CBe/leHHsI (PMHAHCOBOT'O XapaKTepa;

2) cny>xeOHBIX TTHChMaX;

3) npuKasax;

31



4) pacropsbKeHUsIX.

10. Ctonb1i0Bast hopma e/ 10MpoU3BOCTBA OTMEHEHA:
1) ITetpom I;

2) Anekcanzapom I

3) Exarepunoii 11

4) Hukonaewm II

7.4. Ol.lEHOlIHBIE CpeaCTB JId NPpOBEA€HUA HpOMe)KYTOlIHOﬁ dTTeCTaluu

[Tpome)xyTouHasi aTTecTaLusi

o JInuHble [Tprmeps1
opma
P 3HaHUs YmeHust Bnagenue (HaBbIKM) | KavyecTBa OLIeHOYHBIX
arrecTalyu
CTy[eHTa Cpe/iCTB
HOuddepenti | Korrposns 3HaHus | OrnjeHKa yMeHUS O1jeHKa HaBbIKOB OueHka Bompocsr:
POBaHHBIM 0a30BbIX MIOHUMaThb JIOTUUEeCKOI'0 crocobHOCTH
. TIpUJIararoTCs

3aueT TI0JIOKeHUU B CreLianbHy0 COTIOCTAaB/IeHUs U rpaMOTHO U

obnactu TePMUHOJIOTHIO XapaKTepUCTUKU YeTKO u3jaraTb

JOKYMeHTaljuOHH 00BeKTOB Marepuasn

oro obecrieueHust

yTipaB/ieHUs

7.4.1. IIpuMepHbIe BONPOCHI /i/isi IPOBeJeHNsI MPOMEe)XYTOUHOM aTTeCTaluu

[

LN A WN

el N el
w N~ O

14.
15.
16.
17.

18.

(muddepenipmpoBaHHbIii 3aueT)
TexHomoryst paboThI C JOKyMEeHTaMH, COZleprKalliuMy KoHMW/eHITUaTbHbIe
CBeJIeHUsI.
Opranu3anys paboThl C 0OpaITieHUsIMU  TPayK/jaH.
TexHUueckre cpefcTBa OPUCHOM eI TeTbHOCTH.
dopmupoBaHue 1 oopmiieHHe [iel.
IToroBOpHO-TIPaBOBast JOKyMEHTal[HsI.
OpraHu3aryist OTIIPAaBKH UCXOASIIUX JOKYMEHTOB.
OpraHu3ariyisi perucTpaliyd ¥ KOHTPOJISI UCITOJTHEHUS JOKYMEHTOB.
IToKyMeHTO0O0pOT.
OpraHu3aiiys rpreMa BXOAIINX JOKyMEHTOB.

. Obmue TpeboBaHus K 0(h)OPM/IEHUIO JOKYMEHTOB.

. VlHbopMal[MOHHO-CITPaBOYHbIE JOKYMEHTHI.

. PacriopsijutenibHbie JOKyMEHTHI.

. TloHsiTHe 0 [OKyMeHTax U Cmocobax /IOKyMEHTHUPOBaHMs, HOCHUTE/ISIX

uHpopmaru. OcHOBHbIe (DYHKLIUU JOKYMEHTOB.

JTOKyMeHTBI 110 JIMUHOMY COCTaBy: TMPHKa3, pe3toMe, XapaKTeprUCTUKa U Jp.
Wctopus pasBuTus fesonpoussBofcTsa B Poccun.

[eioBas nepernucka.

PekBusutbl: T'ocymapctBeHHbiii I'epb P®, repb cybwmekta PP, smbnema wiu
TOBapHbBIM 3HAaK OpraHU3allii, HaMMeHOBaHWe OpTraHU3aliK, CIIPaBOYHbIe aHHbIe
OpraHu3aluy,  HavMeHOBaHHWe  BHZA  JIOKYMEHTa, Jlata  /JOKYMEHTa,
perucTpaLyoHHbIA HOMep, MeCTO COCTaB/IeHUsI ¥ U3JjaHusl IOKYMeHTa, aJjpecar.
PexkBu3uThl: TpU( YTBEp)KIEHUs] [JOKyMeHTa, pPe30OLUs], 3arojloBOK K TEeKCTY
JOKyMeHTa, OTMeTKAa O Ha/lMUUM TPUIOXKEHUs, TOAINCh, TpU¢ COIIacOBaHUS,
rpud orpaHuUeHHs AOCTyMa, OTMeTKa O KOHTpOJie, OTMeTKa O TMOCTYIJIeHU!
JOKyMeHTa B OpraHM3allidio, OTMeTKa 00 HWCTIONIHeHWH, pe30/IoLus, OTMEeTKa O
HarpaB/IeHUH JOKYMeHTa B JIeJI0.
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19. [JokymeHTbI, mepejaBaeMble 0 KaHajiaM 371eKTPOCBS3HU.
20. IToToku kKOHbUAEHIIMATbHBIX JOKYMEHTOB.

21. byiaHKU JOKYMEHTOB.

22. CucrteMa OpraHM3alMOHHOW JOKyMEeHTAaLUH.

23. TIpoxoxaeHue UCXOAALMUX U BHYTPEHHUX JOKYMEHTOB.
24. CucrteMa pacCropsiIuTeIbHOM JOKyMEeHTAaL[1H.

25. CucrteMa MH(OpPMaI[MOHHO-CIIPABOYHOM I0KYMEHTALUH.
26. Pabota ¢ miucsMaMu ¥ 0OpaliljeHUsIMU TPayk/iaH.

27. CocraBieHre HOMEeHK/IaTyphbl JeJl.

28. Komuu JOKyMeHTOB.

29. Cny>kebHas repernvcka B OpraHy3alyu.

30. IToaroroBka U repejaua Jjel Ha apXMBHOe XpaHeHUe.

7.4.2. [IpuMepHbIe 3ailaHUA [I/IA TIPOBeeHHsI POMEeKYTOUHOM arTecTanuu
1. CocraBbTe TIPOEKT MUCbMa-COODITeHMS.
2. CocraBbTe MPOeKT NUCbMa-TIpUIvIallleHus.
3. CocraBbTe NpPOEKT Tese)OHOTPaMMBI.
4. CocraBbTe I[IPOEKT BLIITMCKU U3 ITIPOTOKOJIA.
5. CocraBbTe NPOEKT PacIiopsyKeHus.
6. CocTaBbTe MPOEKT MMChMa - 6/1arofapHOCTH.
7. CocraBbTe MPOEKT peKiaMaLiiH.
8. CocraBbTe TIPOEKT MpUKa3a Mo OCHOBHOM JiesiTeTbHOCTH.
9. CocraBbTe MPOEKT CIYy>KeOHOM 3aruCcKH.
10. CocraBbTe TIPOEKT OOBSICHUTETBHON 3aITUCKH.
11. CocTaBbTe MPOEKT JOK/IaZHOU 3aIMCKHU.
12. CocraBbTe TIPOEKT MpHKa3a o IIpreMe Ha pabory.
13. CocraBbTe MPOEKT IMpHKa3a 00 YBOJbHEHUH.
14. CocraBbTe IPOEKT CIIpaBKHU.

15. CocTaBbTe IPOEKT aKTa.
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8. JOIIOJIHUTEJIBHOE OBECIIEUEHUE JUCLHUII/IMHbI

Jlekuust Nel.
Tema: [ToHsATHE JOKYMEHTAIJMOHHOTO 00ecrieueHusl yrpaBaeHust
enonpou3BOACTBO — OTpacjib JAesTebHOCTH UejioBeKa TI0 pa3paboTke U

opopM/IEHUIO  JOKYMEHTOB, OpraHu3al[id WX [JBWKEHWs, YyueTa U XpaHeHwUs.
[TepBoHaua/bHO TepMUH MOSBUJ/ICSI B YCTHOW peuu (ripeamnosioxurensHo B XVII B.) u
03Hauas mporecc pelleHusi (MPOM3BOACTBA) JieNa, «/Ae/0 MPOU3BOJUTL» — pellaTbh BOIpPOC.
B xoge pelieHusi BO3HMK/IA HeOOXOJUMOCTb 3aKperuvieHWsl pe3y/braTa, Harpumep,
JIOCTUTHYTOW JIOTOBOPEHHOCTHU. [I7s1 3TOro u3zpeBse W CO37aBajv JOKYMEHTBHI, TaK Kak
YCTHOE CJIOBO KPaTKOBPEMEHHO, MOYKET ObITh 3a0bITO, MCKXKEHO TPH Tiepejjaue Wiu He Tak
noHsATHO. Yke B XVI B. ymorpeOssieTcss C/oBO [en0 Kak coOpaHHe [OKYMEHTOB,
OTHOCSIIUXCSA K KaKOMy-JTHOO [iesly, BOTIPOCY. BriepBbie B 3TOM TTOHSTUU CJIOBO «ZIeJIO»
3a(pUKCUpPOBaHO B JOKyMeHTax B 1584 r. CoBpeMeHHOe [1e/I0NPOU3BO/ICTBO BK/THOYAET:

1. ObGecrieyeHrie CBOeBpEMEHHOTO U TTPABUILHOTO CO3/jaHUsI JOKYMEHTOB;

2. Opranuszanuio paboTsl ¢ JoKyMeHTaMu (TIosiyueHue, Tiepejada, 006paboTka, yuer,
perucrpanusi, KOHTpPOJ/Ib, XpaHeHue, CUCTeMary3aLius, [0Ar0ToOBKa JOKYMEHTOB /I Cauu B
apXuB, YHUUTO)KEHUE).

[TapaniebHO C TEPMHHOM  «JIeJIONPOU3BOACTBO» B MOC/efHee [eCATUIeTUs
WCTIONB3YeTCSI TEpPMUH JOKyMeHTal[uoHHOe obecrieueHre ympaeienus (JOY). Ero
TOsIB/IEHVe CBfI3aHO C BHeJpeHWeM B yIIpaB/eHHWe KOMIIbIOTEPDHBbIX CUCTeM M UX
OpPraHM3allMOHHBIM, TIPOTPaMMHBIM W WH(MOpPMAaIMOHHBIM  obecrieueHWEM IS
npuOMKeHUsT K TEPMUHOJIOTHH, YIIOTpeOsisieMol B KOMIBIOTEPHBIX TPOTpaMMax u
nuTepatrype. B HacTosiijee BpeMsi TEDMUHbBI «ZeJIONIPOU3BOACTBO» U «/IOKyMEHTallMOHHOe
obecrieueHue yripaBleHUs)» SIBASIOTCS CHHOHMMAMM W TIPUMEHSIIOTCA /11 0003HaueHUst
OfTHOW W TOU >Ke [esTeJIbHOCTH. JJOKyMeHTal[ioHHOe obecrieueHWe yTpaBIeHUS MOXKHO
TOHUMATh KakK yueOHYI0 JUCLIMIUIMHY, KaK HayKy. OHO SIB/ISieTCSI OCHOBOM [ijisl OpraHu3alvu
JlesITeJIbHOCTU TIPeANPUSTUM yupeXK[eHWW, opraHusaiuil. TecHO CBsS3aHO C TIPAaBOM,
JIMHTBUCTUKOM, aDXUBHBIM [Ie/IOM U JIp. HayKaMH.

[loKymMeHTHpOBaHMEe —3TO TIPOLECC CO3AaHUsI M OQOpPMJIeHUS] [JOKYMeHTa.
locynapctBennbivi crangapt ['OCT 51141-98 «/lesionipou3BOACTBO W apXWBHOE JeJio.
TepMuHBI U OripefiesieHUs» OTpejie/isieT JOKYMeHTHPOBaHHe KaK «3anuch MHGOpMalMy Ha
Pa3/IMYHBIX HOCUTEJISIX 10 YCTAHOBJ/IEHHBIM TTPaBUJIaM».

Opranu3aiysi paboThl C JOKyMeHTaMH — 3TO obecrieueHre BWKeHUsI JOKYMEHTOB B
aririapare yripaB/IeHUsl, UX MCIIO/b30BaHMS B CIIPAaBOYHBIX LesIX W XpaHeHus. TepMUH
oripefie/isieTCsl TOCYAApCTBEHHBIM CTaHAAPTOM KakK OpraHu3alusi [OKyMeHToo0OopoTa,
XpaHeHUs U UCT0/Ib30BaHUs JOKYMEHTOB B TEKYLLeH JesTe/TbHOCTH YUPEKJeHHs.

OO011jasi xapaKTepyuCcTHKa JOKYMEeHTALMOHHOTO obecrieueHusi yrpaBieHUs BKJTFOUAeT
XapaKTepPUCTUKY Pa3/IMYHbIX 3TANIOB €r0 CTaHOB/IEHUSI.

ITpukasHoe penornpousBozacTso XV — XVII BB.

Cucrema rocyzapCTBeHHOIO [e/I0NpOM3BOCTBA HAYMHAET CKJ/IaJblBaThCsl B II€PUOJ,
(opMHpOBaHUSI PYCCKOTO LIEHTPaJM30BAaHHOIO TOCyAapCTBa, C cepeguHbl XV  B.
[TpoucxokjeHre TIPUKA30B CBSI3aHHO C TIPAaKTUKOW JIMYHBIX TIOpy4YeHUM (MpUKa30B)
BeIUKOTO KHS3s1 OipKalilieMy OKDY)XKeHHIO — KHSI3bSIM M 0OosipaM 10  pa3pelieHuio
OTZeJIbHBIX BOTPOCOB TOCY/JapCTBEHHOTO YripaBjieHusi. VX AesTenbHOCTb 00beuHsIach
BBICLLIMM TIPaBUTE/IbCTBEHHBIM yupexxaeHrueM — bosipckor [Jymon. MOCKOBCKUM BeTMKUM
KHSI3bSIM yZ[A/I0Ch CO3[aTh CU/IbHYIO L|€HTPaIM30BaHHYI) CHCTEMY YIIpaB/eHHs, B KOTOPOU
BCe BaKHelllMe (GyHKUIUU aJMHUHUCTPATUBHOIO yrpaB/ieHUs BbINoHsIAU bosipckasi [yma u
rpukKasel. VIMeHHO TII03TOMYy IIepyOZ CTaHOB/IEHUS W Pas3BUTHS TOCYAapCTBEHHOIO
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JleJIOTIPOM3BO/ICTBA TIPUHSATO HAas3blBaTb MNPUKA3HBIM TePUOJOM — 0 Ha3BaHUIO TePBBIX
rOCy/IapCTBEHHbIX YUpeXJeHWM — MPHKa30B. JTOT Teproj, OXBaTbiBaeT BpeMsi ¢ XV Mo
XVII BB.

OTOT nepuoy, yrpaB/ieHUs: He COCTABJISI/I CTPOMHOM CUCTEMbI M CTPOWJICS Ha CUCTEME
«TIOpyYeHUIl», Tiepe/jaBajicsi B BeJeHUM OJHOTO JIMLia 10 CTeleH! JOBepHsi K HEMY BEJIMKOTO
KHs13s1. OOl1jee KOMMUeCTBO MPHUKA30B, CYIIeCTBOBaBIIMX Ha PycH, TOUHO HeW3BECTHO, B
XVII B. pasHble ucc/iefoBare/d Ha3blBalOT UX 4nucio oT 40 go 70. Bo miaBe OTAenbHOrO
TpUKa3a CTOsUT TTPUKA3HbBIN Cy/bs (B HEKOTOPBIX MPHKa3ax CyZeH ObLIo 1Mo iBa U Oojiee; OHU
Ha3bIBa/IMCh TOBApUILIAMHU IJIaBHOTO CyZibU). B ero BefjeHMr COCTOSIIN AbSIKK — OT OJJHOTO OT
TPéX, a K KoHLy XVII Beka B KpynHbIX IprkKasax — oT 6 70 10 yesioBek. B BefeHu JbSKOB
HaxXOJW/IWCh TIOfbsiUMe, KOTOPble B COOTBETCTBUM CTaXeM [eIWIMCh Ha «CTapbIX»
(cTapiuux), «cepegHUX» U «MOJIOALIBIX» (MJIaIINX).

[is mpuBe/ieHUs] B WCIIOJIHEHWE Da3HbIX PaCTOpsDKeHUH CyIeCTBOBaM 0CO0bIe
JIO/DKHOCTH — TOJIMau, TPyOHUKH, HeJle/bIUKN U /Ip. B nX 00s13aHHOCTH BXOJU/IO TaKXKe
JIOCTaB/IATH MepernucKy MpUKa30B 110 MPUHA//IeKHOCTH, BbI3bIBaTh TSIKYLLUXCA Ha CyZ U [p.
Uepes uUX pyKd B TIpUKa3 TOCTyMaad ue00UTHBIE, [JOK/Ia/bl, JOHOIIEHUsS MeCTHBIX
MpaBUTe/IeM; OHU XPaHWU/IU Jlefla U Be MUCbMOBOZACTBO. CTapiuM ToAbIYUM, Haubosiee
OTIBITHBIM U yBa)KaeMbIM W TIO[bSTUMM «CpeJHell pyKu» [OBepsiiach CJI0)KHast pabora,
CBsI3aHHasA C TOATOTOBKOM peIleHuH T10 JjefiaM, XpaHeHUeM Jiefl, OorleuyaTblBaHUeM apXUBHbBIX
CYHAYKOB. Maziive ToJpsiuvie He TIO/b30BaMCh 0COOBIM [JOBepreM. MHorue IjapcKue
yka3el XVII B., oOparrator BHUMaHHe Ha HeOOXOJUMOCTb CTPOTO KOHTPOJMPOBATh padoTy.
3a ommbKH, JomyckaeMble B O(UIIMAIbHBIX AOKYMEHTax, IOAbIUYMX CTPOrO HaKa3bIBajIM:
O 6aToraMu, JIUILIAIU YKaJI0BaHbS.

ITokymMeHTbI OOBIYHO pa3MelrajiiCh Ha CTOJjaX, Ha CKAMbsSX, 0COOO IieHHble — B
CYHJlyKaxX — JlapsgX B TeX >Ke TIOMeIlleHUsiX, I7/le Bejiach TeKylljas paboTa U Tpuém
nocetutenieir. B XV B. oporocrosiiuii TilepraMeHT BbITeCHW/Ia Oymara, KOTODPYIO
TepBOHAYA/IbHO TaK)Ke TIPUBO3W/IM U3 3araJHOeBPOMNENCKUX CTPaH, a CO BTOPOW TOJIOBUHBI
XVII B. wucnonb3yercsi Oymara, oTeuecTBeHHas. IlepByl0 OyMakKHYHO «MeTbHHUIY»
(dabpuky) mocTponnu Ha peke [Taxpe 1o npuka3y narpuapxa HukoHa, 3ateM B MoCKBe Ha
peke fly3e. OgHako Tonpko B XVIII B. moc/ie CTpOWTE/NbCTBA HECKOMBKUX OyMa’KHBIX
MaHyhaKTyp V/anoCh VAOBAETBODUTbL BHYTPEHHHM crpoc Ha Oymary B Poccuwm.
[TepBoHava/ibHO Oymara W3roTaBaMBaIach U3 TPSMbs, @ UePHUIA [e/1a/uch U3 cosleld yKeye3a
1 IyOM/IbHBIX BeleCTB, A0OBIBa€MbIX M3 UePHWILHBIX OPEIIKOB — HapOCTOB Ha AYOOBBIX
mcTbsax. CoueTaHHe >Kee3UCThIX YepHWI W TPSAMUUYHOW OyMaru fesiasio TeKCT 0CoOeHHO
CTOWKHM, OH MOYTU He BbilBeTan. [103ToOMy AOKyYMeHThI 3TOrO Ieproja, XpaHsiuecs B
apxuBax, JOCTaTOYHO XOPOLIO YMTarTCA. VHCTpyMeHTaMM MNMCbMa CAYXKWUIU TYCUHbIE
repbsl, 3aTauriBaeMble OCOOBIM 00pa30M IMMEPOYMHHBIM HOKOM. JIydIliiM, Kak OTMeYaroT
WCTODUKH, CUATAUCh TII€phsi M3 JIEBOTO KpbUla TyCs, a CaMa OYMHKAa TpeboBaa
3HAUMTEeIbHOTO YMeHbsl. ['yCuHbIe Mepbsi TPUMEHSTUCH BIVIOTh [0 BTOPOM MOM0BUHBI XIX
B., XOTSl MeTa//IMUuecKue Tepbsi MOSIBUIMCh Yy)Ke B Hayase Beka. HarmvcaHHBIM T'yCHHBIM
TepoM TeKCT TOChITNasiCs MeJIKUM KBapLieBbIM IeCKOM. MOCKOBCKHe MPUKa3bl M10J/1b30Ba/IMCh
MeCKOM, TIPUBO3UMBbIM C BOpPOOLEBBIX TOp, KOTOPBIM CUUTAICSI OCOOEHHO CBET/IBIM WU
unctbiM. C TIOsIB/IeHWEM, TaK Ha3bIBAeMOM CKODOIUCH (HauepTaHWe OKPYI/IbIX OyKB U
WCI0/ib30BaHre rpadMyecKUx COKpallleHWH C/IOB U YacTell C/I0B C BbIHECEHWEM — UX Ha[
CTPOKOH TTMChMa) CBOOOJHO UWTaTh TaKWe TEKCThI CTal0 JOBOJILHO CJI0XKHO, TPeOOBaIUCh
3HaHUS U HaBbIKU.

B [pesmompou3BOACTBe  NPUKA30B  IIPOJO/DKAla  UCIIO/Ib30BaTbCsl  BeCbMa
cneruduueckasi hhopMa JOKYMEHTOB — CTOJ10e1] (CTOJIT, CTOJITHKK), WHAue TOBOPSI, CBUTOK
13 TOAK/IEeeHHbIX JIPYT K APYTY y3KUX JMUCTOB Oymaru. BaskHble TOCyJapCTBEHHBbIE aKThl
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MOIJIM UMeTb 0coOeHHO Oosblliie pa3Mepbl. Harpumep, rpamoTa Laps AJiekcest
MuxaitioBuua [TbICKOpDCKOMY MOHACTBIDIO Ha 3eM/IM HMeeT [jMHy O0osiee MeTpa, a
CobopHoe ynoxenue 1949 1. HacumtbiBaer 309 meTpoB! CocTaBHbIe YaCTH CTOJIMIA
Ha3bIBa/IUCh «TocTaBamMu». CtosbijoBasi hopma eonpoun3BoAcTBa oTMeHeHa [letpom 1.

B 1jesi0M, B MpUKa3HbIM MEpUO/ MOCTENEHHO CO3/aéTCsl CMCTeMa J1e/I0NPOU3BO/ICTBA
LIEHTPaJIbHBIX M MEeCTHBIX Y4YPeXK[EeHWH, CK/IaJbIBalOTCSl KaJphbl [e/I0NPOU3BOACTBEHHBIX
CIy’KallliX, CO3ZATCSl YCTOWUMBBIE (DOPMBI JOKYMEHTOB W TMPUEMBI KX COCTaBIEHMS.
OJHaKO TOCyapCTBO, AeHUCTBYS OTPHIBOUHBIMM U YaCTHBIMM MepaMH, He CO3HaBasi OOL[UX
aJMVHHCTPaTUBHBIX TpPaBW/, He MOIVIO ellé BBECTH CHUCTEMAaTUUYeCKOro TIOpsiKa B
OpraHr3aL1I0 YYPeXXIeHUU U UX JeI0TPOU3BOACTBO.

Konnexckoe f1e/10npor3BOACTBO

AJIMVHVCTDAaTHBHBINA Xa0C, BbI3BAaHHBIA OTCYTCTBMEM B MPEXHUX YUYPEKIEHUSIX
YCTaHOBJIEHHOTO 3aKOHOM TIOPSIIKA, OOIUX MMCbMEHHBIX ()OPM TOKYMEHTOB, TIOCTOSTHHBIX
CPOKOB [/l TIPOM3BOACTBA fef, TMOOyau/n TIpaBUTENbCTBO UCKaTb HOBbie (OPMBI
roCyJapCTBEHHOIo ycTporcTBa. Havasno 3Toro mneprosa B HWCTOPMM OTeUeCTBEHHOTO
JleJIoNpor3BO/ICTBa COOTHOCAT C pedopmamu Iletpa [. CkiapiBaeTcsi HOBbIA THI
rocygapcTBa — abco/roTHasi MOHapXUs, KOTOpasi MoJjpa3yMeBaeT COCpeJoTOYeHHe B OFHHUX
pyKax 3aKOHOZaTelbHOM M HWCIONHWTenbHOW BrnacTh. BHauanme XVIII Beka B Poccun
MpoxoAuT pedopMa TMPUKA3HOTO [Ie/IONPOU3BOACTBA. B3aMeH ycTapeBIlell CUCTEMBI
npuKa3oB B 1717 — 1718 rr. 6bu10 co3maHo 12 Kojuterwi, Kakzgas W3 KOTOPBIX Bejaa
onpe/ie/IEHHOM OTPaC/bI0 WK Chepol yrpaB/ieHus: U ofurHsiiack CeHary.

Komnerun craHoBATCa B Poccuy  LieHTpa/ibHBIMM — OTPac/eBbIMU  OpraHaMu
ynpaBnenus. B 1720 rogy Obin mofgrotoBneH W mopanuvcaH Iletpom [ «[eHepasibHBINA
peryiaMeHT», KOTODBIM oOmpefesnsii 3ajaud, (QYHKI[UH, CTPYKTYPY M TIOPSIOK pabOThI
Ko/utlerii. B 3TOM JOKymMeHTe faBanuch oOIIMe TMpaBuia COCTaBeHHsl [JOKYMEHTOB,
yCTaHaBIMBA/MMCh TpebOBaHUS K HalMCaHWIO OTAe/NbHBIX peKBU3UTOB. M3 TekcTa
JIOKyMeHTa BbIZIe/IU/IUCh [aTa, MOANUCH, NTOAB/IAeTCA B JOKyMeHTax 3arosoBok. Ilossuiuch
HOBbIe BU/Ibl [JOKYMEHTOB: IMUCbMa, peJALUM, LMPKY/SApbI, AoHOLeHus. V3meHunach U
(opma TOKyMeHTOB. Bbl/l OTMeHeHBI CTOJOLIbI, UX CMeHWTH TeTpaiu. [1osBUIOCH TIOHSTHE
«repboBasi Oymara», Ha KOTOPOW M3TOTOB/ISUTUCH [AOKYMEHTBI [I/Isi BBICIIMX OPTaHOB
yIIpaB/IeHUsI.

Kornne>xckoe fie/ionpou3BoACTBO ObUI0 Gosiee TIPOTPECCHBHBIM T10 CPAaBHEHUIO C
TPUKA3HBbIM /IeJI0NPOU3BOACTBOM. [l0SBUIMCH yIIOpSiZOYEHHbIE CUCTEMBI DPervCcTpaLyu
IOoKyMeHTOB. TakuMm o0pa3oMm, «[eHepa/lbHbIM peryiaMeHT» 3aKpeInu 3aKOHO[AaTelTbHO
MopsiIoK paboThl € [JOKyMeHTaMM C MOMEHTa MX CO3/laHHsl /10 apXMBHOTO XpaHeHHWSl.
ViMeHHO B 3TOT TMepuoj TMOSBWIOCh Ha3BaHME «apxXxvMB». B 1emoMm pedopMel
roCy[,apCTBeHHOro amnmapara nepBod uyerBeptu XVIII Beke ycraHoswm B Poccun
eJUHOOOpa3Hyl) CHCTeMY OpraHM3allMOHHOTO YCTPOWMCTBA U [Ie/IONPOM3BO/CTBA
rOCy/lapCTBeHHBIX YUpeXX/IeHHi Ha OCHOBe OFOPOKpaThyecKoro LeHTpaausma. Crenyromumi
5Tan pe)OpMHUPOBAHUSI POCCUMCKOTO TOCY/JapCTBEHHOIO [e/IONPOM3BO/ACTBA HACTyIaeT
BHauasie XIX Beka ripu Anekcangpe 1.

MunucTrepckoe femornpoussocTso XIX — Hauana XX BB.

Hauasio XIX Beka 03HaMeHOBa/JoCb HOBOW pedopMoil TOCy[apCTBEHHOTO
yTIpaB/IeHus U [ieJIOTIPOU3BOZCTBA, KOTOpasi 3aTPOHY/IA T7IaBHBIM 00pa30M BePXHUM YPOBEHb
yrnpaB/ieHus1 — BBICIIME W LieHTpajbHble yupexzaeHus. HoBas cucrema yrnpaBieHUM —
MUHUCTEpPCKasi, OCHOBaHHAasi Ha MPUHLMIIE eJUHOHAYa/lIvs, 3apoAWach B HeJpax CTapou
KOJUIeXKCKOW — cucTteMbl. (Co3jaHhe MHHUCTEPCTB C  e[QUHOJWMYHO  YIIPaBSHOLAMU
MUHHCTpaMH Ob1710 HeobxoarMo A17isi 6osiee TMOKOM 1 OTIePaTUBHOM CHUCTEMBI YTIPaB/IeHHsI.
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[TepBBIMM MUHUCTEPCTBAMH, CO3JaHHBIMU Manudectom ot 8 centsops 1802 ropa,
ObUIH: BOEHHO-MOPCKHX CHWJI, YHOCTPaHHBIX ZieJl, BHyTPEHHUX [ieJl, KOMMepLIU, (PUHaHCOB,
HapOJHOIO TIPOCBeIeHUs U IOCTULMU. Ka)kgoMy MUHUCTPY NpPeArUChIBaJoCh CO37aTh
KaHuessspyuto. OzpHoBpeMeHHO ¢ muHKCTepcTBaMUM B 1802 roma yupexzaén Komwrer
MUHUCTPOB —  BbICIlee  aJMUHUCTPAaTMBHOE yupeX/JeHWe, JelCTBOBaBllee Ha
KOJIJIerMa/ibHbIX HadyalaxXx M pacCMaTpuBaBllee fiefia, BBIXOASAIUE 3a PAMKU KOMITeTeHLIUU
OT/ZIe/TbHOTO MUHUCTPA U Tpelyrolijiie COBMeCTHOTO COT/IaCOBaHHOTO pellieHUst. HeckobKo
no3ke, 1 sanuBaps 1810 roga co3maH [oCynapCTBeHHBIM  COBET,  BBICILIee
3aKOHOCOBeLaTeIbHOe YUupeXKJeHHe.

MMHUCTPBI Ha3HAYAIMCh CAMUM UMIIEPAaTOPOM M OBLTM OTBETCTBEHHBI TOTLKO TIepef
HUM. MUHHCTepCTBa Je/JWINCh Ha JlerapTaMeHThl, KOTOPble BO3IVIAB/ISVIUCh MPaBUTeJIEM
KaHLe/ISIpUU  JlellapTaMeHTa U KMeJIM IITaT UYWHOBHUKOB — >KYPHA/IUCTa, 3K3€KyTopa,
Ka3Haues1, MUCLIOB U JIp., UX IO/DKHOCTeH U KOMMUYeCTBeHHbIM COCTAB 3aBHCeN OT 00bEéMa U
cofepyKaHus Jerl.

B ostor nepuos Habmoganock eauHooOpaswe B CHUCTeMe le/IONPOM3BOACTBA
MHHUCTEPCTB: OT CO3[aHUSl JOKYMEHTOB W [0 MX apXWMBHOIO xpaHeHus. [l co3jaHus
JIOKYMEHTOB  BIIEPBble HAUMHAIOT WCII0/Ib30BaTh O/IaHKW, KOTOpble CO3/aBajlMCh
DYKOITUCHBIM WM TUTOTpadckuM  criocobom. CamMo TIOHATHE — [1e/IONPOU3BO/ICTBO
0003Hauano JesTebHOCTb, KOTOPOM 3aHWMasiach He TOJIbKO M He CTOJBbKO KaHILesspus,
CKOJIBKO BeCh arnrapar yupexJeHHUs B LieJIoM. TepMUH «ZeJI0NpOU3BOACTBO» MPOUCXOAUT OT
COUeTaHUsI CJIOB «IPOM3BO/[CTBO Jiefia», a MoJ, «/1e/IoM» B TO BpeMsi [IOHWMaJlach He Tiarka C
JOKYMeHTaMM, KaK B COBPeMEHHOM /[|e/IONPOU3BOJCTBEHHOM 3HAY€HWU S5TOro CJI0Ba, a
paccMaTpuBaeMbli M pelllaeMblid BOIPOC: TPOU3BOACTBO Jefla — 3TO He UTO WHOe, KakK
peleHue zena.

[Hena, HaripaB/ieHHble B MUHUCTEPCTBO, MOIVIU TIOMAaCTh B KaHLIESIPUI0 MUHUCTpPa
WM HeIoCpe/CTBEHHO B JernapTaMeHThl. HemocpeaCcTBeHHO B JierapTamMeHThbl OCTYyIiasa
repernuckKa C APyruMU YUpeKJeHUsIMUA U JIMLjaMU, PaBHOI'O TOJIOKeHUSI U TO4UYMHEeHHbIMHU,
Mpe/ACTaBAeHUsl OT TOJUYMHEHHBIX YUPEX[eHWW, MpeJNnuCcaHusi MUHUCTPa U Jiefa U3 €ero
KaHLIeJISIpUM C pe30/IroLreld MUHKCTpa. Bee nocTynaroiiye B MUHUCTEPCTBO Jiefia [enIuCh
Ha TPU KaTeropuu:
1)Tekyiue fena — JOHeCeHUs], BeJOMOCTH, TIpe/iCTaB/IeHUs], TepenucKa 1 Jp.;
2)upe3BbluaiiHble Jiefa — AJis UX pellieHust TpeboBaioCh MPUHSATHE HOBBIX TTOCTAaHOBJIEHUM,
WM Jle1ia o 0OHApY)KeHHBIM 3/I0yTIOTPeO/IeHUSIM;
3)aena, «He TeprisilL{ie BDeMeHW», U CPOYHBIE.

Hena upe3BblualiHble W CpPOYHble pacCMaTpUMBa/JMCh B TEpPBYyI0 Ouepe[lb.
OcobeHHOCTBIO OpraHu3aliy JIe/IoNPOM3BO/ICTBA B 3TOT TEpHUOJ, SIB/ISIaCh He TOMbKO eé
yéTKass ~ 3aKOHO/[aTe/lbHAasl  perjlaMeHTaldsi, HO W  [JO0CTaTOuHO  OOIMpHOMU
[1eJIOTIPOM3BOJICTBEHHOMN JTUTEpaTyphbl, B TOM 4uC/Ie U pabOT TeopeTHUeCKOro XapakTepa.
OpHako paboTa 10 COBepIIIeHCTBOBAHUIO ZIe/IONPOM3BOACTBAa Oblia mpepBaHa B 1917 roay
cHauasia  PeBpanbckasi ~ OypiKyasHo-JeMokKpaTuueckas, a  3areM  OkTsaOpbckas
CoLjManuCTHyeCcKass PpeBOJIIOLMU. OTO IIPpUBEJIO K II0JIHOMY CJIOMy TIOCYZapCTBEHHOI'O
armapara M CO3[jJaHHI0 HOBOTO, KOTODbIM, XOTSI U YCBOW/I MHOTHE CTapble TpaAuliid, HO
3apOXK/1aJICsl Ha MPUHLUINAIBHO HOBBIX OCHOBAX.

[Henornipoussoactso nocsie 1917 ropa.

[enonpon3BoACcTBeHHasi  JIOKYMeHTalusi Mepuofa CTAaHOB/JIEHUS]  COBETCKOU
roCylIapCTBEHHOCTH OTpasu/ia CrenuduKy 3Tara BbIPaOOTKM HOBBIX ()OPM W METOZOB

rOCy/lapCTBEHHOTO  yTIpaBJieHus, Haya/bHOIo jTara  CO3[@aHusg  COBETCKOIro
roCy/lapCTBEHHOIO  ammapaTra, ero CpalBaHUs C TapTUHRHBIMU  CTPYKTYypaMH,
OroCy/lapCTBJ/IEHHUS 001116 CTBEHHBIX OpraHu3aLui. WcTopus POCCHICKOTO
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nenonpousBoAcTBa 1920-x IT. u3yuyeHa HeJOCTATOUYHO, B YACTHOCTH, C1ab0 OCBelleHbI
BOIPOCHI JOKYMEHTHPOBAHUS JesITeIbHOCTA MECTHBIX OpPraHOB rOCyJapCTBEHHOM B/IaCTH U
ynpaBJieHus], BIIPOYeM, KaK U B L1eJIOM, UCTOPHUSI MeCTHBIX TOCYAapCTBEHHBIX yUpeXKIeHNH.

Tspkesioe  COCTOSIHME — pa3pyIIeHHOM  BOWHOM  SKOHOMHKH W TPOOJIEMBI
BOCCTAHOBJ/IEHUS] HApOJHOIO XO3fMCTBa II0C/Je OKOHYaHusi BOWHBI 1941 — 1945 rr.
OTTECHWIM Ha BTOPOM TUIaH BOIPOCHI JOKYMEHTAl[MOHHOTO OOecTieueHUs YIIpaB/IeHUS.
[NoBbIiieHWe WHTepeca K pa3paboTke mpobsieM paroHaaM3aliyd TeXHOJIOTHU U TeXHUKU
ynpaBJieHUs MOKHO OTHECTH KO BTOpoU nosioBrHe XX Beka. HaumHas ¢ 1960-x rr. B Haen
CTpaHe YCIeIHO pa3pabareiBaivCh TMpoOO/eMbl CTaHAAPTU3aLMA W yYHU(DUKALUN
JIIOKyMEHTOB, PaLiMOHA/IA3aL[1MH1 [eI0NPOM3BO/CTBA B COBETCKUX YUPEXKIEHUSIX.

B 1970 r. co3gan npoekT ocHOBHBIX nonoxkennt EI'CII — EquHol rocynapcTBeHHOU
CUCTeMBI Jle/Ionpou3BoAicTBa. [locsie obcyxzaeHuss U mopaboTku B ceHTs6pe 1973 T
«OcnHosnble ionokenusi EI'C/» omobpun I'ockomuteT CoBeta Munuctpo CCCP 1o Hayke
u texuuke. ABtop EI'C/] 0000munm mepesoBOi OIBIT CBOEr0 BPEMEHW W TIPeJIOKUIN
ONTUMAaJIbHYH0 ~ TEXHOJIOTUIO  BBIOJIHEHWsI ~ yOpaB/ieHYeCKWX  Onepanuii U HUX
nokymeHTrpoBaHus. EI'CIl Hocuia KOMILIEKCHBIM XapakTep, T.e. BK/KOUajia He TOJbKO
BOIIPOCHI [/IeJIONIPOM3BO/ICTBA, HO U PEKOMEeHJALMM [0 Hay4YyHOW OpraHusalyy TpyZza
CJTyKall[uX, CTPYKType [1elOTPOM3BO/ICTBEHHBIX CTY)KO U WX TeXHUUECKOMY OCHAll[eHHIO.
Peanmu3aiiisi ee TIONOXKeHWW TIOBbICW/IA OOINyI0 KyAbTYpy VyIpaBlAeHWs W KauecTBO
MPUHMMAaeMbIX PelleHUH, M03BOJIWIa ONMTUMHU3MPOBATh CTPYKTYPY M IUTAaTHYIO YWC/IEHHOCTD
ynpaB/jieHYeckoro ammnapara. OfHako 3/1eMeHTbl HOBbIX WH(OPMALMOHHBIX TEXHOJIOTHH,
YaCTUYHO peasM30BaBIIMeCcs B TMpaKTUKe paboThl Bedylux 3apybexHbix ¢upMm, B EI'C/]
Tpe/iCTaB/ieHbl He OB M3-3a TIOJTHOTO OTCYTCTBHS JIUTEpPAaTyphbl MO 3TWM BOMPOCaM U
(bvHaHCHMpOBaHUe Ha WX MPaKTUYeCKoe U3ydyeHue.

3amMeTHBIM fIBJIeHWeM B UCTOpUM JenorpoussBogcrea 1970 — 1980-x rr. crasno
n3ganue l'ocymapctBeHHbiX craHgaptoB — ['OCToB Ha yripaBieHuUeCKue [OKYMEHTHI,
obmiecoro3dbix  KnaccudukaropoB  (OKY, OKIIO, OKOHX wu Jap.) TeXHHUKO-
KOHOMUYECKOM M COLMa/bHOW MH(pOpMaLK, YHU(PULIMPOBAHHBIX CHUCTEM JOKyMeHTaluu
(YCO) u cepuu rocyaapCTBeHHbIX CTaHAAPTOB Ha 3TH YHU(UIMPOBaHHbIE CUCTEMBI.
BHezpeHve ykKa3aHHBIX MarepuasoB B TIPAKTHKY YIIPaBJAeHUS 3HAYMTEIbHO YIIyYIIUIO
odopm/IeHHe JOKYMeHTalMy, paloHaIM3MpoBaslo MpoLeyphl MOMCKa, yueTa U XpaHeHUs!
pa3HoobpasHoil MHGOpMaIM, MOJATOTOBWIIO TOYBY [JIsi aBTOMATH3al[uM YIpaB/ieHueCKUX
(byHKIU.

B 1993 r. m3man O61epoccuiickuii KjaccuukaTop yrpaBieHYeCcKOl AOKyMeHTal[u!
(OKVY]]), B KOTOpbIM BKJ/IIOUEHbl HaWMEHOBaHUSl ()UPM JOKYMEHTOB YHH(DULIMPOBAHHBIX
cuctem (YC), afanTHpPOBaHHBIX K COBPEMEHHBIM YCJIOBHSIM, U OCHOBHBIE TOJIOKEHHUS T10
BeZleHHI0 cucteM KnaccugukatopoB YC/. K coxkanenuto, ¢ Havazna 1980-x IT. HU ofjHa
yHHAGUIMPOBaHHas CUCTeMa [JOKyMeHTal[ii He Oblla M3ZlaHa MAacCOBBIM THPaXKOM, UTO
3HAUMTe/IbHO 3aTpyAHseT ux BHejpeHue. [lonyurBiive BecbMa IIIMPOKOE pacripoCTpaHeHue
KOMIIbIOTEpHbIE TIPOrpaMMbl TIOATOTOBKM [OKYMEHTOB HMEKOT, KakK IIpaBWJIO, B CBOEM
cocTaBe KOMIUIEKTBI 11abJIOHOB [OKYMEHTOB, aaiTUPOBAHHbIE HAa PYCCKWN S3bIK, U
TIOJTHOCTbIO UTHOPUPYIOT OTeueCTBeHHbIe HOPMAaTWUBBLI M TPAJUIMU B 00/1aCTH CO3JaHUS U
odopM/ieHHsl IOKYMEeHTOB.

Bo WMHOrMxX ciy4asx CerofHsi [JOKYMEHTUDOBaHHE SIBISeTCs 00si3aTebHbIM,
Mpe/NyChIBAETCSl 3aKOHAMU M HOPMaTUBHBIMU MPaBOBbIMM akTaMd. PefepanbHbId 3aKOH
Poccutickori @eneparuu ot 20 deBpansa 1995 r. Ne 24-P3 «O6 uHbOpMALMK U 3allUTe
vH(popmaln» (C W3M.) yCcTaHaBIUBAeT, YTO WH(OPMAaLIMOHHbIE PeCYDPChI, T.e. JOKYMEHThI U
MaCCHBBI JOKYMEHTOB SIBISTFOTCSI 00beKTaMU OTHOIIeHWH (hHU3UUeCKUX, FOPUIUUeCKUX JIUI,
rocyfapcTea M 3allMILAIOTCS 3aKOHOM Hapsily C /JpyrMMM pecypcaMu. 3aKkOHOM
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yCTaHaBIMBAeTCs  TMpPaBOBOM  peXWM  CO3[aHUs, XpaHeHWs U  UCTOJb30BaHUs
MH(OPMAaLIMOHHBIX PEeCypCcoB, B UaCTHOCTU: MOPSAOK [JOKyMEHTUDOBaHUS WH(OpMalLuy;
MpaBO COOCTBEHHOCTH HA OTAeNbHble JOKYMEHTbl W OT/e/bHble MacCCHUBHI [JOKYMEHTOB,
JOKYMEHTbl UM MacCHUBbl [JOKYMEHTOB B MH(OPMALMOHHBIX CHUCTeMaX; KaTeropuu
“H(pOpMallMi 0 YPOBHIO [OCTyIla K Hel; TOpPSiZIOK TPaBOBOM 3all[UThl MH(OpPMAalUU.
[aHHBIM 3aKOHOM (CT.5) TakKe YCTaHOBJ/IEHO, UTO «/JOKyMEeHTHpOBaHUe WH(OpMaluu
SIBIsIeTCSl  00s13aTesTbHBIM ~ YC/IOBUEM  BKJIFOUeHHUs WHGopMalu B  HWH(OpPMaIMOHHEIE
pecypcbl.  JloKymMeHTHMpOBaHMe  WH(POpPMALMKM  OCYLIeCTB/IsSeTCS B TIOpsifKe,
yCTaHaB/IMBaeMOM OpraHaMy rOCy[apCTBEHHOM B/IaCTH, OTBETCTBEHHBIMM 3a OpPraHM3aluio
JIeJIOTIPON3BOJCTBA, CTAHJAPTHU3al[MI0 /OKYMEHTOB W WX MaCCHBOB, 0e301acHOCTb
Poccuiickori ®epepanun». B HacTosiljee BpeMsi pe3KO BO3POC/IM KOMMYHUKAaTHBHbIE
BO3MOYKHOCTH JIOKYMEHTa, TaK KakK Pe3KO YBeJIMUMIUCh CKOPOCTH TiepeJaul MHPpOopMaLuu 1
KpYT ee I0/ib30BaTesiedl ¢ nomoinblo VMHTepHera, E-mail (3nekTpoHHOM moutkl) U fAp. B
JalbHeMIlleM posib KOMMYHHMKAaTHBHOM (yHKUMK OyzeT ToAbKO BO3pacTaTth, TaK Kak
€KeroJHO yBeJIMUMBAIOTCS 00beMbl MH(OPMAL[MK, UHWCIO0 TIOb30BaTesield, MeHseTCs
TEXHOJIOTHSI IOKyMeHTAI[MOHHOTO 00ecrieueH st yIipaBaeHuUs..

YHU(ULMpOBaHHasi CUCTeMa OpraHU3allMOHHO-PaCIopsiAUTebHON JOKyMeHTaluu
(YCOP[I) siBnsieTcsi CUCTEMOM [OKyMeHTallid, TIpUMeHsieMod B Jt000M OpraHW3alvy,
yupexxzaeHuu, nipeanpusatuu. IIpumenenve Y COP/ pernamentupyetrcs I'OCT P 6.30-2003.
['OCT  pacripocTpaHsieTcss Ha  OpraHu3alMOHHO-PaCIOpsSAuTe/IbHble  TOKYMEHTHI,
npeaycmotpeHHble YCOP/ (manee — AOKYMeHTBI), — MOCTAHOB/IEHUs, PaCMOPsDKEHUsI,
MpUKasbl, pelleHUs, TIPOTOKO/bl, akKThl, TMCbMa, KOTOpble (UKCUDYIOT pelleHre
aJMUHUCTPAaTUBHBIX W OPraHM3allMOHHBIX BOIPOCOB, a TaK)XXe BOIMPOCOB YIpaB/IeHUs,
B3aMMO/IeHCTBUS, 00eCIieueHus: U pery/TMpOBaHUs JesiTe/TbHOCTH:
1)denepanbHbIX OpraHOB TOCY/apCTBEHHOW BracTu cyOwbekToB Poccutickoit denepaiuu,
BK/toUasi cyOwekThl Poccubickoit Pepepaiiiy, WMelOIUe Hapsily C DYCCKUM SI3bIKOM B
KaueCTBe TOCY/JapCTBEHHOTO HAlJMOHA/IbHBIN 513bIK, OPIraHOB MECTHOT'O CaMOYTIPaB/IeHNUsI;
2)TIpeANpUsATAM, OpraHu3aluii U WX OO0beAVHEHWH He3aBHUCHMO OT OpraHM3alMOHHO-
1paBoBOl (hOpPMBbI BUIA [1eTe/IbHOCTH.

Hacrosiiuii cTaHAapT ycTaHaB/IUBaeT:

-COCTaB PEKBU3UTOB;

-TpeboBaHus K 0(hOPM/IEHUIO PEKBU3UTOB;

-TpeboBaHMS K 0/1aHKaM M 0(pOPMIIEHHIO [JOKYMEHTOB,

-Tpe0OBaHUsI K W3rOTOB/IEHUIO, Y4YeTy, WCIIO/Ib30BaHUIO W XPaHEHWI0 OJIaHKOB C
BOCIpor3BefieHrneM ['ocymapcTBeHHoro repba Poccuiickoii ®enepariy, repboB cyObeKTOB
Poccutickoii ®efepaljuy, BapvaHTaMM pacIloOOKeHUs] PeKBU3WUTOB, 00pa3iibl O1aHKOB
JIOKYMEHTOB.

HopmatuBHo-MeTouueckas 6asa JOY.

PernameHTarys e10npou3Bo/CTBa BeeTCs Cpa3y B HECKOIbKHUX HalpaBIeHUsIX:

-3aKOHOZaTeIbHOe 1 TIPaBOe pery/iMpoBaHue JeI0MPOr3BO/CTBa;

-HOPMaTUBHO-MeTO[uUeCcKoe peryJupoBaHue [e/I0NpPOU3BO/CTBa;

YHu}UKalys v cTaHjapTyU3anus JOKyMeHTOB:

-rocyfapctBeHHble cTaHzapThl ('OCT);

-otpacieBble ctaHgapThl (OCT);

-K/1aCCU(PUKATOPBL.

K 3akoHOzarenbHBIM M TPaBOBbIM akTaM B c(epe MHPOpPMaLUMU U JOKyMeHTalLuu
OTHOCSITCSL:

-3akoHbI Poccuiickont deneparuy;

-yKa3bl U pacriopsbkeHus [1pesuzieHTa;
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-TIOCTAHOB/IEHUS U pacriopsbkeHus: [TpaBUTe/bCTBa;

-1paBOBble aKThl (hefiepaJbHbIX OpPraHOB WCIOJHUTENbHOW B/aCTU (MUHUCTEDCTB,
KOMHUTETOB, CJTy>KO, areHTCTB U Ap.) KaK 00I1leCTBEHHOT0, TaK ¥ BeZIOMCTBEHHOTO XapaKTepa.

3aKOHBI M TOCTaHOB/IEHUS:

Koncturynms Poccuiickoit ®egepauyn. [TpunsTa 12 nekabpst 1993 1.

TpynoBou kogekc Poccurickont @epeparyu ot 30.12.2001 1. Ne 197-D3.

3akoH Poccurickor ®@epeparuu ot 21.07.1993 1. Ne 5485-1 «O rocygapCTBeHHOM TaliHe»
(B moc. pen.)

denepanbHblii 3aKoH Poccuiickoit ®@epeparuu ot 27 utonsg 2006 . Ne 149-d3 «O6
“H(popMaLy, THPOPMALIMOHHBIX TEXHOJIOTHSIX U O 3allUuTe UHGOPMAaLIUN».

®enepasnbhbiii 3ak0H 0T 10.01.2002 1. Ne 1-P3 «O6 3/1eKTpOoHHOM 111 POBO TIOATTUCH».

®enepanbHbiii 3akoH Poccuiickont ®epepaiuu ot 29 utons 2004 . Ne 98-d3 «O
KOMMepUeCKOH TarhHe».

[Tocranosnenue IlpaButensctBa Poccuirickont @egepanuu ot 16.04.2003 1. Ne 225 «O
TPYZOBBIX KHKKax» U P.

CraHapThl U MHbIE PYKOBOZSLUE JOKYMEHTbI

['OCT P 6.30-2003. «YHuduiipoBaHHble CUCTEMbI JIOKYMeHTal[U1. YHUDHUI[MPOBaHHAs
CUCTeMa OpraHU3al[OHHO-PaCTIOPSIIUTEILHOM JoKyMeHTauu. TpeboBaHus K 0(OPMIIEHHIO
JIOKyMEHTOB».

['OCT 51141-98. «/lenonpou3BOACTBO U apxXUBHOe [eyi0. TepMUHBI U OIpe/e/ieHus» U
AP-

B Hacrosiiiee BpeMst paboTa IO ONTHMH3AIL[MM JOKYMEHTAL[MOHHOTO 00ecreueHus
yTpaBJieHus TIPOA0/IKAeTCsl.
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JINCT
n3MeHeHul paboueii yueOHOM MPOrpaMMBbI T10 JUCIIUATITMHE
OIL.04 [JokyMeHTaOHHOE 00ecreueHHe YIpaB/IeHHs

,Z[OHOJIHEHI/IH N N3MeHeHls1, BHOCHUMbIE B pa60qy}o MnporpaMmy AUCHUIT/IMHBI:

OcHoBaHus1 BHECEHUS Paspen PIN/], B koTopbiii BHOCATCS | Cofep>KaHue BHOCHUMBIX
JIOTIOTHEHUH U HM3MeHeHUs JIOTIO/THEHUI, U3MeHeHUH
H3MeHeHu!
[IpepsioxeHue
paboTozaresns
[IpepsioxeHue Paspenbl Nel.3, Nel.4, Ne2.1,
COCTaBUTeJIS Ne2.2, No2.3, No7.1
TIPOrpaMMbI
Hpyrue ocHOBaHUS Pazgen Ne5. [TepeueHb ocHOBHOM | OOHOB/IEHHE TTepeUHs
Y [IOTIOJTHUTETbHOU yueOHOM JIUTeparypsbl
JIUTeparTypbl

L1
CocTaBuTeJIb: Mpero/jaBaresib K% TaxoBckast E.H.

YTBepKZleH Ha 3acejaHUU TMpeJAMeTHOW (LMK/IOBOM) KOMMCCHM TI'yMaHUTapHBIX
COLIMa/IbHO-3KOHOMUYE CKUX JUCLUAILIMH ITPOTOKOJ Ne 1 oT «31» aBrycra 2018 .

COITTACOBAHO:

3amectuTens gupekropa o YP dunuana (7?«f"/ -~ T.A. Peaynenko
«31» aBrycra 2018 .

7
g, &E /
3aBeayroas ceKTopoM OMOMuoTeku punnana A / il JLI. Cokomnosa

P «31» aBrycra 2018 .

VKenep-31eKTpOHUK (IIpOrpaMMHO-HH(GOPMALOHHOE f(/
obecnieueHue oOpa3zoBaTelbLHOMN IPOTrPaMMEbI) vl /‘/ A.B. CMeranun
- «31» aBrycra 2018 1.

PEINEH3USA
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Ha pabouyro nporpammy guciumnauabl OI1.04 [loKkyMeHTaI[HOHHOE 00ecreyeHHe
yrpaB/ieHus 1o cnenuaibHocT 38.02.01 DKoHOMMKa U OyXra/Tepckuii yuer (mo
orpacasam) npenopaasaresisi CITO Taxosckou E.H.

YuebHasa muciurimHa OI1.04  JloKymeHTallMOHHOe obecrieueHWe yrIpaBaeHUs
OTHOCHUTCS K oO1iernpodeccoHa/bHBIM — AUCIUIUIMHAM ¥ BXOJUT B TpO(heCCHOHATBHBIN
LIUKJL.

Pabouasi mporpamma BK/IOUaeT pasziesibl: orpejiesieHye 1iesieil U 3a/jau AUCLUTIIVHEI,
MEeCTO JMCOMIUIMHBI B cTpykType IIIICC3; o0O0Iyi0 TpyI0eMKOCTh AUCIUILIAHBI;
pe3yJbTarhl o0yueHwus, rpe/CTaB/IeHHbIe hopMupyeMbIMU KOMITeTeHL[USIMU;
oOpa3oBaTe/ibHble TEXHOJOTMM; (OPMBI TIPOMEXYTOYHOM aTTecTal[uM; COflep’KaHue
OUCHUTJTMHBI W TeMaTUYeCKWM TIJIaH; TlepedeHb ITPAKTUUYeCKUX HaBBIKOB; yuebOHO-
MeTo[uYeCcKoe, WHPOpPMAIIMOHHOE Y MaTepHa/lbHO-TeXHWYeckoe obecrieueHue
JUACLIUTLTAHBI.

B paboueii mporpamme mucouruiuHbl OI1.04 [JokymMeHTalMOHHOe o0becrieyeHre
yIipaB/ieHUsI yKasaHbl [pUMepbl OLIEHOYHBbIX CpeACTB JJIi KOHTPOJSL  YPOBHSA
c(hOopMUPOBAaHHOCTH KOMIIeTeHL[1; KPUTePUH OLIEHKU TeKYI[ero U pybexXHOro KOHTPOJISI.

O6pa3oBaresibHble  TeXHOJIOTMM  OOy4YeHUsT  XapaKTePU3YIOTCS  He  TOJbKO
oOIIenpuHITEIME  (hopMaMu  (IEKIIUM, TPAaKTHUeCKOe 3aHSATHE), HO W WHTEepPaKTHUBHBIMHU
(opmamu, TaKMMHU Kak - CO3/laHle MY/IbTUMEeJUNHBIX TIpe3eHTal[ui, MO/JrOTOBKA U 3alluTa
pedepartos, rpyrioas pabora.

Takum obOpa3oM, pabouass mporpamma aucuuruiiHbl OI1.04 [JoKymeHTal[MOHHOe
obecrieueHue yrpaBaeHUs TOMHOCThIO cooTBeTcTByeT PI'OC CIIO 10 CrielyaabHOCTH
38.02.01 DxoHOMHKaA U OyXranTepCcKui ydeT (10 OTPac/asiM) U MOXKeT ObITh UCIT0/Tb30BaHA B
yuebHOM miporjecce ¢ummana KybaHCKOro rocysapcTBeHHOTO  yHUBEpCHUTeTa B

r.I'esleHKUKe.

PerjenseHT:

denepasibHbIN Cybsi
['esieHI>)KUKCKOrO FOPO/CKOIO CyAa
Uypcuna ['annHa BUukTopoBHa
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PEINEH3USA
Ha pabouyro nporpammy auciunimabl OI1.04 [loKkyMeHTaHOHHOE 00ecreyeHHue

yrnpaB/ieHus 1o cneruaabHocTH 38.02.01 JkoHOMHKA M OyXraaTepcKui yuer (1o
orpacaam) npenoganaresisi CI1O TaxoBckoi Enensl HukosaeBHbI

Periensupyemass mnporpamMma mojiHOCTbIO — coorBerctByeT @PI'OC CIIO 1o
cnermanbHOCTH 38.02.01 DKOHOMUKA U OyxranTepckuil yueT (Mo otpacisim). V3yuaembie B
paMKax JaHHOM JWCLIMIIMHBI BONPOCHI SIBSKOTCS UCK/IIOUUTE/IBHO aKTyalbHbIMH, TaK Kak
«/JOKyMeHTallMOHHOe obecrieueHre  ympaB/eHUsI» AB/ISIeTC ~ OAHOW U3
obmrerpodeccroHaTEHBIX JUCLWIUIMH 711 OCBOEHUS TMPOrpamMMbl  TOJTOTOBKU
CTIeLIMa/IMCTOB CPe/IHETO 3BeHa IO CIeMaJbHOCTH « JKOHOMUKA U Oyxrantepckuit yuet (110
OTpacIsM)».

CogepkaHve MporpaMMbl  COOTBETCTBYeT IIOCTaB/eHHbIM LensaM. CTpykrypa
MIPOTPaMMbI JIOTUYEeCKH BBICTPOEHA U COZEPXKUAT HeoOXoArMbIe pasfiesibl: IeJd U 3a[auu
OCBOEHHS [JUCLUIUIMHBI, MeCTO AuCLUILIMHbl B cTpykType IIIICC3; KomreTreHLun
oOyuaromierocsi, (GopmMupyemble B pe3yjbraTe OCBOEHHS [JUCLUIUIMHBI, COZlepP)KaHue
JUCLIUIUIVHBI U ZIpyTue.

CopneprkaHre pasZiesioB, pacripefiesieHue 1o BUiaM 3aHSITUM U TPYZ0€MKOCTH B Yacax,
a Takxke npeyiaraemMbie (hOPMbl KOHTPOJISI IPEJCTaB/ISIFOTCS ONTUMAJTbHBIMU.

PelieH3upyeMasi IporpaMMa COOTBETCTBYET TIpebsiB/IieMbIM K Hell TpebOBaHUSM U
MOyKeT OBbITb MCI0/Ib30BaHa B yueOHOM Mpoliecce MpH MOJATOTOBKE CIEeIMaluCcTOB CpeIHero

3BeHa 10 crieriraabHOCTH 38.02.01 DKOHOMUKA U OyXTanTepCKUi yueT (10 OTPacsiM).

PerjenseHT:
3apeaytomuii punmanoM Ne 3

KpacHozapckoi KpaeBoW KOJIJIeTUM aJJBOKAaTOB / e
ApBokarckoy nasnarel KpacHogapckoro Kpas .
BrrukoB Asekceld Bnagumuposuy - L F
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