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HaBBIKAX,

1 IACHOPT PABOYEM IMPOT'PAMMBI YYEBHOM JJUCHUILINHBI

OI1.04 oxymeHTAanMOHHOE O0ecnieyeHHe YyIpaBIeHUs

1.1 O6s1acTh NPpUMeHEHHs] IPOrPAMMBI
Pabouass mporpamma yueOHOU mucruruimabl OI1.04 JlokymMeHTalMOHHOE OOECTCUeHUE YIIPaBICHHUS
SBJIAETCS YacThbIO IPOrpaMMbl IIOJTOTOBKU CHELUATUCTOB cpeanero 3BeHa B coorserctBuu ¢ GI'OC CIIO no
cneuuanbHocTd 38.02.01 DxoHOMUKA M OyXTanTepcKuid y4er (1o 0Tpacisim).

1.2 MecTo y4eOHOIi TMCHUILUIMHBI B CTPYKTYpPe NPOrpaMMbl MOATOTOBKH CIENHAJIMCTOB CpPeHero
3BeHa
JlucuuIuimHa OTHOCUTCS K TPO(ECCHOHATBHOM MMOATOTOBKE M BXOIUT B COCTaB 00IIENpohecCHOHATBHOTO
IUKJIA.
Jucuunnuna OI1.04 JlokymeHTanimoHHOe oOecrieueHre yrpaBiaeHus: 0a3upyeTcsl Ha 3HaHUSIX, YMEHUSIX U

MOJIYYCHHBIX CTYACHTAMHW IpU HU3YYCHUU JUCHUIIIIMHBI

OI1.01

OKOHOMHUKa OpraHu3allly.

Komnerenmuu, GpopmupyeMble Ipy W3y4E€HUU MPEIIECTBYIONIEH NUCHUIUIMHBI, HEOOXOAUMbIE TPU U3YUYEHUU
mucuumuHel OI1.04 JlokymeHTallMoHHOE 0OecTieueHe yrpaBIeHUs:
OK 02. OcymmiecTBisTh IOUCK, aHATH3 U UHTEPIPETANIO MHPOPMALINU, HEOOXOIUMOMN JUTSI BBITTOJTHEHHS
3a/1a4 TPOPECCUOHAILHOMN JCSITEIIbHOCTH.
OK 09. Ucnonp3oBaTh HHPOPMATMOHHBIE TEXHOJIOTHH B IPO(PECCHOHATBHON NEeSITeTbHOCTH.

OK 11. Ucnonp30oBaTh 3HaHUS MO (UHAHCOBON TI'PaMOTHOCTH, IUIAHUPOBATh MPEANPUHUMATENIBCKYIO
NesITENbHOCTD B MPOQeccuoHaNbHOI cdepe.
IIK 2.6. OcymiectBiath cOop wWHPOpPMAMK O JEATSIBHOCTH OOBEKTAa BHYTPEHHETO KOHTPOJS TIO

BBITIOJIHEHUIO TPeOOBaHM MTPaBOBOM M HOPMATUBHOM 0a3bl M BHYTPEHHUX PErJIaMEHTOB.

[IK 4.1. OTpaxxaTh HapacTalOIMM HWTOTOM Ha cUeTax OyXrajaTepCKOTO y4yeTa HWMYIIECTBEHHOE W
(uHAHCOBOE MOJIOKEHHE OPTaHU3alUU, OTPENENIATh PE3YyJIbTaThl X035 HCTBEHHON NESTENIbHOCTH 332 OTYETHBIN
MEPUO/I.
[IK 4.4. IIpoBOaUTh KOHTPOJH WM aHAIM3 HHPOpMAIMH OO0 aKTHMBaXx M (PUHAHCOBOM IOJIOKEHUHU
OpraHM3aliy, ee TUIATeKECITOCOOHOCTH U JOXOJHOCTH.

IIK 4.5. IlpuarMaTh y4acTHe B COCTABJICHUN OM3HEC-TIIaHa.

IIK 4.6. Araim3upoBaTh  (UHAHCOBO-XO3SIHCTBEHHYIO

JACATCIBbHOCTD,

OCYHICCTBJIATH

aHaJln3

nH(pOpMalKHY, TOJTYYEeHHON B XOJI€ MPOBEIEHUSI KOHTPOJIbHBIX TPOLEAYDP, BbISIBICHHE U OLIEHKY PUCKOB.

B pe3yabraTe nzyuyeHusi yueOHOil JUCHUNIHHBI 00yYaIOIHECcs T0IKHbI

Ne Hupexc CoaepixaHue KOMIeTeHIUH "
. NPaKTHYeCKHii
1.1 | KOMIIeTeHII M (mi1m e€ yacTh) 3HATH yMeTh
OnbIT (BJAJE€Th)
1. | OK-02 OcCyIIeCTBIATh TOUCK, aHAU3 | CYIIHOCTb OIPE/IENSATh
1 MHTEPIPETALHIO OpraHM3aLU KaK OpraHU3aLHOHHO-TIPAaBOBBIE
nH(popManuH, He0OXOIUMOI OCHOBHOT'O 3BEHa (hopMBI OpraHU3anuii
JUTS BBITIOJTHEHHS 337124 9KOHOMUKH OTpacieit
podeCCHOHATHHOMN
JeSTENbHOCTH.
2. | OK-09 Hcnons3oBath CII0COOBI YKOHOMUU HAaXOIUTh U UCIIOJIB30BATh
WHPOPMALINOHHBIE PecypcoB, B TOM HEOOXOTUMYIO
TEXHOJIOTUH B YHCIIE OCHOBHBIE 9KOHOMHYECKYIO
podeCCHOHATHHON sHeprocoeperaromme HHPOPMALIIIO
JeSTENbHOCTH. TEXHOJIOTUH
3. | OK-11 I/ICHOHLBOB%TL 3HAHUS 110 MeXaHH3MEL OTIPENIeINATh
(MHAHCOBOI T'PaMOTHOCTH, [1eHOOGPA30BAHMS OpraHH3aLHOHHO-TIPABOBbIC
IUIAaHUPOBATh (hopMBI OpraHn3anmrii
NPeINPHHIMATENBCKYIO
JeATENEHOCTD B
podecCHOHATBHO chepe.
10 | TIK 2.6 OcymecTBiaTs coop OpTaHU3AIHIO 3aIIONTHATH TIEPBUYHEIC
UHGOPMAIIUK O IEITEbHOCTH | MPOU3BOACTBEHHOIO U | JOKYMEHTHI 110
00bEeKTa BHYTPEHHET O TEXHOJIOTHYECKOT0 9KOHOMHYECKOH
KOHTPOJIS 11O BBITIOJTHEHHIO IPOIECCOB; JIeATETbHOCTH
TpeGoBaHUIT IPaBOBOH U OLICHKH OpraHU3alin
HOPMaTHBHOH 0a3bl U 3¢ PEKTUBHOCTH UX
BHYTPEHHHUX PETJIAMEHTOB. HCIIONB30BaHHMs
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Ne Wnzexe Conepianme KOMIETCHIHN B pe3ysbTate u3yueHust y4eOHOii IUCHUILNIMHBI 00y4Yalolmecst )Jommim
. NPAKTHYCCKUH
ILII. | KOMIIETEHIIM U (nam eé yacTn) 3HATh YMETh
OnbIT (BJIAJIETh)
11 | TIK 4.1 Otpaxate HapacTaIOUIIM NPUHLIMIIBL U METOABL | ONpPEAEIATh COCTaB
WUTOrOM Ha cYeTax yIpaBJIeHUs MaTepHaNIbHBIX, TPYAOBBIX
OyXTanTepcKoro yuera OCHOBHBIMH U 1 (UHAHCOBBIX PECYPCOB
HMMYIIECTBEHHOE U 000pOTHBIMHU OpraHu3aIHH
(bMHAHCOBOE MOJOKEHHE cpencTBaMu; (GOpMBI
OpTaHU3alMH, OIPEIEIATh OIUIATHI TpyAa
pe3yNnbTaThl X03UCTBEHHON
JeSITeBHOCTH 32 OTUYETHBIH
TIEPUOL.
12 | TIK 44 [IpoBOAUTH KOHTPOIB U COCTaB PacCUUTHIBATH 110
aHanu3 nHdopmanuu 0o MaTepHaJIbHBIX, MPUHATON METOJIUKE
aKTHBax W (uHAHCOBOM TPYAOBBIX U OCHOBHBIE TEXHUKO-
TIOJIOKEHNH OpTaHU3alud, ee | (UHAHCOBBIX HSKOHOMMYECKHE
TUIATEKECIIOCOOHOCTH U pecypcos; MOKa3aTeN! JAeATeIbHOCTH
JIOXOAHOCTH. OpTaHU3aIHIo OpraHu3aIx
MPOU3BOJCTBEHHOI'O U
TEXHOJIOTHUECKOT0
MIPOLIECCOB;
OLIEHKHU
3(hHEKTHBHOCTH KX
HCIIOJIb30BaHUS
13 | TIK 4.5 IIpynumats yyactue B OCHOBHBIE NIPUHLIMIBI | 3aIIOJIHATH IEPBUYHBIE
COCTaBJICHHH OW3HEC-TIIaHa. MOCTPOCHHUS JIOKYMEHTHI T10
SKOHOMMYECKON 9KOHOMHUYECKOM
CHCTEMBI JIeSITebHOCTH
OpTaHu3aIyu OpraHu3aIyu
14 | TIK 4.6 AHanu3upoBath (PUHAHCOBO- OCHOBHBIE TEXHUKO- PaccYuThHIBATh IO
XO351ICTBEHHYO SKOHOMMYECKHE [IPUHATON METOAMKE
JEATENBHOCTD, OCYHIECTBIIATh | TOKa3aTeln OCHOBHBIE TEXHUKO-
aHanu3 uHdopmamuy, JEeATENbHOCTH H9KOHOMMYECKHE
TIOTY4EHHOU B XOZIe OpraHu3alHH U MOKAa3aTeNH! JAeATEIbHOCTH
NPOBEIEHHS KOHTPOIBHBIX METOMKY HX pacuera | OpraHM3aluu
NPOLELYD, BBISIBICHUE U
OLIEHKY PHCKOB.

1.3 Hean u 321241 y4eOHOM JMCHUIIMHBI — TPEOOBAHUSA K Pe3yJbTATAM OCBOCHUS M CIUATIIUHBI

B pesynbTaTe nzydeHus o0s13aTeIbHON YacTH y4eOHOTO ITUKIIA OO YJAFOIIHICS JOJIKEH:

yMeThb.

— HCMOJIb30BaTh MCTOPHUYECKUN OTBIT OpPraHU3AIMH JIEIOMPOU3BOJICTBA ISl PEUICHUS MPAKTUYECKUX
3a7a4;

— COCTAaBJISITh MPOEKTHI OPTaHU3AIIMOHHO-PACTIOPSAUTEIBHBIX TOKYMEHTOB;

— HCIOJIb30BaTh COBPEMEHHBIC KOMITBIOTEPHBIC TEXHOJIOTHH B OPraHU3aIlUHU JCIIONPOU3BOICTBA;

— MPUMEHSATh NPUOOpPETEHHBbIC 3HAHHMS B JIOKYMEHTOBEACHHHM M JOKYMEHTAIMOHHOM OOeCIeueHUur
yIpaBICHUS.

3HATD.

— TEOPETUYECKHE OCHOBBI TEXHOJOTHMH OPraHU3alliu CIYy:KObl MH()OPMAIIMOHHO-AOKYMEHTAIIMOHHOTO
obecrnieueHus yrpaBieHHUS,

— COBPEMEHHYIO OpraHHM3aIUIo AeTIONpOou3BoIcTBa B Poccun, TpeGoBaHMs MK AYHAPOAHOTO CTaHAAPTa;

— crnenupuKy OpraHu3aluy JeI0MPOU3BOICTBA B TOCYIaPCTBEHHBIX U HETOCYAAPCTBEHHBIX OaHKAX;

— TPUHIUIBI OPraHU3alUY U 337]a4U CIIYKO JOKYMEHTAI[MOHHOTO o0ecrieueHus: 6aHKa,

— HOpPMAaTHMBHO-METOAMYECKHE JOKYMEHTHI, peraamentupyromue [0V,

— palMOHAIBHYIO TEXHOJIOTHIO MpUEMa, MNPOXOXKACHHS, MOATOTOBKM M OTHPABKUA JOKYMEHTOB B
TPaAUIMOHHBIX U aBTOMATU3UPOBaHHBIX cuctemax JIOY.

MakcumanbHas yyeOHast Harpy3ka oOyyaromierocsi 48 yacos, B TOM YHUCIIE:
— oOs3arenbHas ayiuTOopHas yueOHas Harpyska oOyuatomierocs 48 4acos.
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1.4 Tlepeyens MIAHMPYEMBIX Pe3y/IbTATOB 00yYeHHMs MO AUCHUILIMHE (MepedyeHb (OPMHPYeMBbIX
KOMIIETEHIINI)

OOyuaromuiicst J0JDKeH 001a1aTh OOIIMMH KOMIIETEHIISIMU, BKITFOUAIOIIUMU B Ce0s1 CIIOCOOHOCTD:

OK 11. Ucnonb3oBaTh 3HaHHUS MO (PUHAHCOBON T'PaMOTHOCTH, IUIAHMPOBATH MPEANPHHUMATEIBCKYIO
JeATeNbHOCTh B IPO(ecCHOHAIBHOM chepe.

OOyuvaromuiicss JOJDKeH 00Jaaath Mpo(ecCHOHATbHBIME KOMITCTCHIIUSMY, BKIIOYAOIUMUA B ceOs
CIOCOOHOCTB:!

IIK 1.1. O6pabarbiBaTh NEPBUYHBIE OyXranTepCKue JOKYMEHTHI;

[IK 2.6. OcymectBasaTe cOop HHPOPMALUU O JEATEIBHOCTH OOBEKTa BHYTPEHHETO KOHTPOJS II0
BBITIOJTHEHUIO TPEOOBaHMIA IPaBOBOK 1 HOPMATHBHOM 0a3bl U BHYTPEHHHUX PETJIAMEHTOB;

[1K 2.7. BBIIOAHATE KOHTPOJIBHBIE MPOLEAYPHl M WX JOKYMEHTHPOBAHHWE, TOTOBUTH WU OQOPMIISATH
3aBepILAIOIINE MaTePHAaJIbl IO Pe3yJIbTaTaM BHYTPEHHETO KOHTPOJIS;

[IK 4.2. CoctaBnsath  ¢Gopmbl  Oyxrantepckoid  ((HUHAHCOBOW) OTYETHOCTH B  yCTAHOBJICHHBIC
3aKOHOJATEIBCTBOM CPOKH.

Ne Pnexe Conepikanue KoMIeTeHIHH B pe3yabrate H3yueHus y4eOHOH TUCIMIIMHBI 00yUYaronpecs }IOJ])RH:)I
I1.11| KOMIIETeHIM U (nu eé yacTn) 3HATh yMeThb TPARTHHECIHH
ONBIT (BJ1aJ€Th)
1. | OK-11 Hcnonp3oBaTh 3HaHUS IO OCHOBBI BBISBIISITH JIOCTOMHCTBA
(bMHAHCOBOI TPaMOTHOCTH, IpEeIPUHUMATEIBCKOM 1 HEJOCTATKU
IUIaHUPOBATH JACATCIIBHOCTH,; OCHOBBI KOMMCp‘{CCKOﬁ nacu,
MPEAIIPUHUMATEIIBCKYIO (hrHAHCOBOI IIPE3EHTOBATh UJIEU
JACATCIIBHOCTDh B rpaMOTHOCTH; IpaBUjia OTKPBITHA CO6CTBCHHOFO
npodeccruoHanbHO# chepe pa3paboTku Ou3Hec- Jiena B
TUIAHOB; TOPSIJIOK npoeccroHaANBHOI
BBICTpariBaHUA JACATCIBbHOCTH,
Npe3eHTalNH; KpenuTHbIe | odopmisaTh On3Hec-
0GaHKOBCKHUE MPOYKTHI IUIaH; PACCUUTHIBATH
pa3Mepsbl BBIILIAT 110
MPOLIEHTHBIM CTaBKaM
KpEIUTOBaHMS;
OIPEENIAT
WHBECTUIIOHHYIO
MPUBJIEKATENBHOCTD
KOMMEPUYECKUX UlIeH B
paMKax
npohecCroHABLHOM
JIeATeNbHOCTH;
Mpe3eHTOBaTh OM3HeC-
UJIEI0; ONpPENENsTh
UCTOYHUKHU
(huHAHCHpOBaHUSA
10.| MK-1.1 O06pabaTrIBaTh IIEPBUYHBIE obmue TpeOoBaHUs K MIPUHIMATD B
Oyxranrepckue JOKyMEHTHI OyXranTtepcKkoMy y4eTy B | IPOU3BOJIbHBIC JIOKyM EHTHPOBAHUH
YacTH JOKyMEHTUPOBAHHA | MEPBUYHBIC XO3SHCTBEHHBIX
BCEX XO3SMUCTBEHHBIX OyxranTepckue onepauui u
JICICTBUI U onepanui; JIOKYMEHTBI, BEJICHUU
TIOHSTHE TIEPBUYHON paccMaTpuBaeMble Kak Oyxraiarepckoro
Oyxrantepckoin MICBMEHHOE ydeTa aKTHBOB
JOKyMEHTAaIlWH; JIOKa3aTeIbCTBO OpraHHU3aIIH.
OIPE/ICIEHNE TIEPBUYHBIX | COBEPIICHHS
OyXranTepcKux XO035IUCTBEHHOM
JIOKyMEHTOB; oreparyy win
(hopMBI TEpBUYHBIX MOTYYCHHE pa3perIeHus
OyXranTepcKux Ha ee MPOBEICHUCE;
JOKyMEHTOB, MPUHAMATH TIEPBUIHBIC
CoJepKaIINX Oyxranrepckue
00s13aTeNbHbIe PEKBU3UTHI | TOKYMEHTHI Ha
MIEPBUYHOTO YYETHOTO OyMa)XHOM HOCHTENE U
JIOKYMEHTA; (wn) B BHUIE
TIOPSIZIOK TIPOBEACHHSA 3JIEKTPOHHOT O
TIPOBEPKH MEPBUYHBIX JIOKyMEHTA,
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B pe3yabTate n3yyeHus yae0HOH JUCIUAILINHBI 00y4Ya0IIHECS IOJIKHBI

Ne HNnpexc Conep:kanue KOMIETCHIIUH >
I1.11| KOMIIETeH MU (nu eé yacTn) 3HATH YMeThb TpAKTIrICCKui
OnbIT (BJaJIETh)
OyXranTepcKux TIOATINCAaHHOT O
JIOKyMEHTOB, ()OPMaJIbHOM | 3JIEKTPOHHOMN
TIPOBEPKH JTOKYMEHTOB, TIOATINCHIO;
TIPOBEPKH IO CYILECTBY, MIPOBEPSTH HAJIMYHUE B
apupMeTHIeCcKOr MPON3BOJIBHBIX
MIPOBEPKY; TIEpBUYHBIX
NPUHLUIIGI ¥ TIPU3HAKA OyXrantepcKux
TPYNIIHPOBKH MEPBUYHBIX | TIOKyMEHTaX
OyXTaJITepCKUX 00s13aTeIEHBIX
JIOKyMEHTOB; PEKBH3HTOB;
TIOPSIIOK TIPOBE/ICHHS TPOBOJIUTH
TaKCHPOBKH H (hopMasbHYIO IPOBEPKY
KOHTHPOBKH TIEPBUYHBIX JIOKyMEHTOB, IPOBEPKY
OyxranTepckux TO CYII[ECTBY,
JIOKyMEHTOB; apu(pMeTHIECKYIO
TIOPSIZIOK COCTABJICHHS TIPOBEPKY;
perucTpoB MPOBOJIUTH
OyXranTepcKoro y4era; TPYIITHUPOBKY
npaBUiia U CPOKH MePBUYHBIX
XpaHeHHs NepBUYHOM OyXrantepckux
Oyxrantepckoi JIOKyMEHTOB IO psfy
JIOKyMEHTAIu1 MPU3HAKOB,
MIPOBOJIUTH TAKCUPOBKY
1 KOHTHPOBKY
TNEPBUYIHBIX
OyXranTepcKux
JIOKyMEHTOB;
OpraHU30BBIBAThH
JIOKYMEHTO00O0pOT;
pa3bupaTbcs B
HOMEHKJIAType Ael;
3aHOCHUTBH JIaHHBIE 110
CTPYIITUPOBAHHBIM
JIOKyMEHTaM B PETHCTPBI
OyXrajTepcKoro yuera;
nepeaBaTh NEePBUYHBIC
Oyxranrepckue
JIOKYMEHTBI B TEKYLIHI
OyXTaNTepCKuii apXHB;
nepeaBaTh NEePBUYHBIC
Oyxranrepckue
JIOKyMEHTHI B
MIOCTOSIHHBIA apXHB 10
UCTCUEHUN
YCTaHOBJICHHOTO CPOKa
XPaHEHUS;
HCTIPABIISITH OIIHOKY B
MEPBUYHBIX
OyXrasiTepcKux
JIOKyMEHTax
11.| TIK-2.6 OcymecTBiaTs cOop MeTozpI coopa TIPOBOJUTE cOOp BEITIOTHEHUN
nHPOPMAIIIH O nHPOPMAIIAH O nHpOpMAIIH O KOHTPOJIBHBIX
JeATENBHOCTH 00BEKTa JeATENBHOCTH 00BEeKTa JIeATENFHOCTH 00BEeKTa mpouenyp M HX
BHYTPEHHETO KOHTPOJIS 110 BHYTPEHHETO KOHTPOJISI [T0 | BHYTPEHHETO KOHTPONS | JIOKYMEHTHPOBAHUH
BBINTOJTHEHHUIO TPEOOBAHMN BBITIOTHEHHIO TPEOOBAHHH | TIO BBHIIOTHEHHUIO
NpaBOBOW M HOPMATUBHOU MIPaBOBOW M HOPMATHBHOW | TpeOOBaHWII IPaBOBOM U
6a3bl ¥ BHYTPEHHUX 6a3bl ¥ BHYTPEHHUX HOPMATHBHOH 0a3bl
perJIaMeHToB periiaMenToB BHYTPEHHHUX
perIaMeHTOB
12.| TIK-2.7 BBIMTOTHATE KOHTPOJIBHBIE TIOPSIZIOK COCTABIICHUS COCTaBJIATh akKT MO B BBIITOJTHEHUHT
TIPOLIEAYPHI M UX CITMYUTEIBHBIX pe3yibTatamMm KOHTPOJIBHBIX
JIOKyMEHTHpPOBaHHE, BE/IOMOCTEH B WHBEHTAPH3ALNH; MPOLENYp B UX
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B pe3yabTate n3yyeHus yae0HOH JUCIUAILINHBI 00y4Ya0IIHECS IOJIKHBI

Ne HNnpexc Conep:kanue KOMIETCHIIUH >
. MPAKTHY eCKMIii
I1.11.| KOMIIETEHIIM U (nam eé yacTn) 3HATh YMeETh
OnbIT (BJaJIETh)
TOTOBHUTH U O(hOPMIISITH Oyxrantepuu U COCTaBJISITh JIOKyMEHTHPOBaHHH;
3aBepIIaoIIe MaTepHabl YCTaHOBIICHNE CIIMYUTEIbHBIC B TIO/ITOTOBKE
TI0 pe3yJIbTaTaM BHYTPEHHETO | COOTBETCTBHS JaHHBIX O BE/IOMOCTH 1 oopmiteHHs
KOHTPOJIS (hakTHIECKOM HAJIHMINN yCTaHaBIIMBATh 3aBEpIIAIONINX
CPEICTB JJaHHBIM COOTBETCTBHE JIaHHBIX O | MaTEepHaJoB I10
OyXTaJTepcKOro yuera; (hakTHYECKOM HAJMYMK | pe3ynbTaraMm
TPOLIELYPY COCTABICHHS CPEICTB JaHHBIM BHYTPEHHETO
aKTa I10 pe3yybTaTaM OyXrajTepckoro yuera; | KOHTPOJS
WHBEHTapH3aLUH BBITIONTHATh
KOHTPOJIbHBIC
MpOoLEYpHI M UX
JIOKyMEHTHUPOBaHHE,
TOTOBHUTH U 0OPMIISTH
3aBepIIarolye
MaTepHalIbl TI0
pe3yibTatam
BHYTPEHHET0 KOHTPOJIS
13.| [1K-4.2 CocTaBnstb (GOpMEI TpeOoBaHus K OTpa’kaTh HapacTalOIIUM | B COCTaBJICHUU

Oyxrantepckoin
((rHAHCOBOIT) OTYETHOCTH B
YCTAHOBJICHHBIC
3aKOHO/IATENECTBOM CPOKH

Oyxrantepckoin
OTYETHOCTHU OpTraHU3allNN;
COCTaB U COZIepIKaHne
(opm Oyxranrepckoi
OTYETHOCTH;
OyxranTepckuii 6anasc,
oT4eT 0 (PMHAHCOBBIX
pe3ysibTaTtax Kak
OCHOBHBIE (hOpMBI
OyxranTepcKoit
OTYETHOCTH;

METO/IBI TPYIIIUPOBKH U
HepPEeHECeHUS
0000IIIeHHOHN y4eTHOU
undopmanuu u3
000pPOTHO-CANTBIOBON
BE/IOMOCTH B ()OPMBI
Oyxrayntepckoit
OTYETHOCTH;

HPOLIEAYPY COCTABICHUS
MIPWIOKEHUH K
OyxrantepckoMy OamaHcy
Y OTYETy O (PMHAHCOBBIX
pe3yabTaTax;

TIOPS/IOK OTPasKeHUS
U3MEHEHUH B YUETHOM
MIOJIUTHKE B TIEJISX
OyXTaJITepCKOro y4eTa;
TIOPS/IOK OpTraHU3alUH
MOTyYEeHHS ayIUTOPCKOr0
3aKJIFOYEHHS B ClTydae
HEOOXOJUMOCTH;

CPOKH IpeNCTaBICHUS
OyxranTepckoit
OTYETHOCTH;

MpaBHJIa BHECCHUS
HCIIPABJICHUH B
OyXTalTepCcKyro
OTYETHOCTH B CIIydae
BBISIBIICHUS
HETIPaBHIHHOTO
OTpaKCHUS
XO035IUCTBEHHBIX
ornepauui;

UTOTOM Ha cueTax
OyXrajnTepckoro yuera
HNMYIIECTBEHHOC U
(huHAHCOBOE MONOKEHHE
OpraHM3alin;
ONPEAECNATh PE3YJIbTATHI
X0351UCTBEHHOU
JIeATEILHOCTH 32
OTUETHBIN NIEPUOT;
3aKpBIBATh
Oyxrantepckue
PETHCTPBI U 3aNOTHATD
(hopmbl Oyxrantepckon
OTYETHOCTH B
YCTaHOBJICHHBIE
3aKOHOJATENbCTBOM
CPOKH;

yCTaHaBIIMBATh
UJIEHTUYHOCTb
rokaszarenen
OyXrajTepcKuX OTYETOB;
OCBalBAaTh HOBbIC
(hopmbI Oyxrantepckon
OTYETHOCTH;
aJalTHPOBATh
OyXTalTepCKyI0
(¢puHAHCOBYIO)
oTyeTHOCTh Poccuiickoi
Denepanyu K
MexayHapoaHbIM
CTaHAapTam
(huHAHCOBOI
OTYETHOCTH

Oyxranrepckoi
(punancoBoit)
OTYCTHOCTH I10
MexnyHapoIHbIM
CTaHgapTam
(brHAHCOBOIA
OTYETHOCTH;

B YUaCTUH B
CYETHOH IPOBEPKE
Oyxranrepckon
OTYETHOCTH




B pe3yabTate n3yyeHus yae0HOH JUCIUAILINHBI 00y4Ya0IIHECS IOJIKHBI

Ne HNnpexc Conep:kanue KOMIETCHIIUH
I1.11.| KOMIIETEHIIM U (nam eé yacTn) 3HATh YMeETh

NPAKTHYECKUH
OnbIT (BJaJIETh)

MEXIyHapOIIHbIE
CTaH/apThl (PHHAHCOBOH
oraetHOCcTH (MCDO) 1
JupexTuBbI
EBponeiickoro
CoobmiecTBa 0
KOHCOJIUAUPOBAHHON
OTYETHOCTH

2 CTPYKTYPA U COJAEP)KAHUE YYEBHOM JJUCHUILJINHBI

2.1 O0beM yueOHON AMCUMIIMHBI M BU/ABI Y4eOHOMH padoThl

Bua yueOHoli paGoThl Oovem
uacoe
MaxkcumaJibHasi yueOHasi Harpy3Ka (Bcero) 48
Oo6s13aTesIbHAs Ay IUTOPHAsI y4eOHAasi HATPY3Ka (Bcero) 48
B TOM YHCJIE:
3aHATHS JICKITUOHHOTO THITA 24
IIPAKTHYECKUE 3aHATHA 24
1ab0paTOPHBIE 3aHITHS -
CamocrosiTesibHasi padboTa o0yuyaromerocs (Bcero) -
B TOM YHCIJIE:
pedepat -
acce
CaMOCTOSITeNIbHAs BHEAayIUTOpHAas paboTa B BHJAE JAOMAIIHUX MPAKTUYECKUX 3aJaHUil, -
WHIUBUAYAIbHBIX 3a/laHul, CAaMOCTOSITEILHOTO MoAOOpa W M3y4eHHUS JOIMOJHUTEIHHOTO
TEOPETUYECKOT0 MaTepuana
Vkasvieatomess Opyeue 6udvl camocmosmenvHou pabomvl npu ux Hawuuuu (pegepam, 0
pacuemuo-epaguveckas paboma, 6HeayOUMOPHAs CAMOCMOAMENbHAS paboma u m.n.).
IIpomesicymounas ammecmayus 6 popme ough.3auema
2.2 CTpyKTYpa AUCHHUILIMHBI
KosnvecTBo ay1IMTOPHBIX 4aCOB CamocrosiTeJibHast
HaumenoBanue pa3jesioB u paGora
TeM Bcero Teopernueckoe IIpakT4yeckue oGyuaromerocs
o0yueHue 3aHATHSA
(uac)
Tema 1.
JIOKyMEHT U cucTteMa 8 4 4
JOKYMEHTAIluu
Tema 2.
OpranuzanoHHO- 8 4 4
pacnopsauTeNbHbIe JOKYMEHTHI
Tema 3. 8 4 4
KanpoBast mokymeHTanus
Tema 4.
JloroBopHo-IIpaBoBast 8 4 4
JOKYMEHTAIus
Tema 5. 8 4 4
[TonsiTue 10KyMeHTO000pOTA,
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perucrpanusi JOKyMEHTOB

Tema 6.
Opranu3zanys onepaTUBHOTO U

8 4 4
aApPXUBHOTO XPAHCHUS
JOKYMEHTOB
Bcero mo pucuuninHe 48 24 24
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2.3 TemaTnueckuii mi1ad u coaepxanue yyeOno gucuuminasl OI1.04 lokymeHTanmoHHOe o0ecniedeHne ynpasJeHUus!

HanmenoBanme O0bem YpoBenb
Coaep:xkaHue y4eOHOr0o MaTepuasia U NpaKTHYecKue 3aHATHS
pa3iesioB U TeM 4acoB OCBOEHM
1 2 3 4
Tema 1. Conepxxanue yueOHOro Marepuasa 8
JlokyMeHT U cucrema | Jlekuuu 4 1,2
AOKYMCHTAlUH 3HaueHUe M COJEp)KaHUE AUCUUIUIMHBI «/loKymeHTalmoHHOe oOecnedeHue yrpasieHus». llonarue
TEPMUHOB  «JIOKYMEHT», <«JIOKYMEHTHPOBAHUEY», «IOKYMEHTAIMOHHOE OOECICUCHUE YIPABICHUI».
YHu}uKanus u CTaHAapTH3AIUHN YIPABICHYECKHX JOKYMEHTOB.
IIpakTHyeckoe 3aHsATHE 4
CymiHoCTh ¥ 3HaYEHUE JOKYMEHTOB. 1,2,3
YHudukanus u cTaHaapTH3aluu YIPABICHYECKHX JOKYMEHTOB.
Tema 2. Conepxxanue yueOHOro MarepuaJja 8
Opranu3anuoHHo- Jlekuuu 4
pacnopsiiuTeIbHbIe OpraHu3anuoHHbIE JOKYMEHTBHl — YCTaB, YYpeIWTENbHBIC JIOTOBOD, TIOJIOKEHHUE. PacmopsauTenbHbIe
AOKYMEHTBI JOKYMEHTBI — IPUKa3, paCOPsLKEHHE, YKa3aHHE, IOCTAHOBIIEHUE, PEIICHUE, MHCTPYKIMS, MPOTOKOJL 1,2
CrnpaBo4yHO-HH(DOPMAIIMOHHBIE JJOKYMEHTBI: CITy)KeOHas 3amrcKka, 0ObICHUTENbHAS 3alkcKa, aKT, CIIPaBKa,
CITyKeOHbIC MHChMa
IIpakTHYeckoe 3aHATHE 4
CocraBnienne 1 0(OpMIICHHE PACTIOPSKCHUS 1,2,3
OdopmieHue cipaBoK, TOKIATHON U CITy)KEOHOM 3aIlliCKH, aKTa.
Tema 3. Copep:xaHue y4e0OHOI0 MmaTepuaja 8
Kagposas Jlexuun 4
AOKYMeHTalusl JIoKyMEeHTHpOBaHUE TPYIOBbIX TPABOOTHOIICHHH.
CocraB 1 0cobeHHOCTH 0(OPMIICHUS TOKYMEHTOB 110 JINYHOMY COCTAaBY. 1,2
KowmmnekroBanue nuyHoro aena. ABtoOuorpadus. Pesrome. 3assnenue o npueMe Ha padoty. [Ipukassl no
JTUYHOMY COCTaBY.
IIpakTHYeckoe 3aHATHE 4 1,2,3
OdopmiieHre MprUKazoB Mo JTUYHOMY COCTaBY.
OdopmiieHue TpyI0BOro JOTOBOPA, MPUKa3a 0 mpuemMe Ha paboTy, oopMIICHHE TPYAOBON KHUKKH.
Tema 4. Conepxanue y4eOHOro Marepuasa 8
HorosopHo-npasoBas | Jlekuuun 4 12
AOKYMECHTaI U5 [TonsTusa norosopa. Bubel 10roBopos.
DopmyIsip UCKOBOTO 3asBIICHUs, TPEOOBAHUS K €T0 0O(POPMIICHHUIO
TpakTHYeCKoe 3aHsATHE 4 123
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[TpaBuna odopMiIeHHS IPETCH3UOHHBIX TTUCEM.
Odopmiienue 10roBopa KyIiu-mpoJaku

Tema 5. Coaepikanue yueOHOro MaTepuajia 8
ITousiTue Jleknun 4 1,2
AOKyMeHT0000opoTa, CocraB u yueT o0bemMa JOKYMEHTO000pOTa MPEATNPUSATHH.
perucrpauus baspl naHHbBIX Uil XpaHeHus: JoKyMeHToB. PaboTa ¢ 3ampocamu.
AOKYMEHTOB IIpakTHYecKoe 3aHATHE 4 1,2,3
Opranuzanus paboTsl ¢ BXOASILEH, UCXOAAIIEN U BHYTPEHHEN JOKyMEHTalen
Pabota ¢ 351eKTpOHHBIMH JOKYMEHTaMHU.
Tema 6. Conepxxanue yueOHOro Marepuasa 8
Oprauusanus Jlekuun 4 12
ONepaTUBHOIO U NunuBuayanbHbie, CBOIHBIE, MPUMEPHBIE U TUIIOBbIE HOMEHKIIATYPHI J1E1.
apXMBHOI'0 XpaHeHHMsl | 3aKOHOATENbHbIE aKThl 1 HOPMAaTUBHO-METOAMYECKHE JOKYMEHTHI TI0 ApXHUBHOMY XPAaHEHHUIO TOKYMEHTOB.
AOKYMEHTOB IIpakTHyeckoe 3aHATHE 4 1,2,3
Howmenknarypa gen.
[loaroToBka 1 NOpsAIOK Mepeaayu A€ B apXUB.
Bcero: jgexkuum - 24, npakTHYecKue 3aHATHA - 24 48
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2.4 Conep:xanue pa3iesoB TUCHUILIHHBI
2.4.1 3auATHA JEeKIIUOHHOI0 THIIA

Ne HaunmeHoBaHue ®opma
Coaep:xkanue pasgesia TeKyLIero
pasziena pasaena
KOHTPOJIsI
1 2 3 4
5 cemecmp

1 Tema 1. [lokyMeHT u Ouenka COBPEMEHHOTO cocrosiuust | Y, T

cHUCTeMa JOKYMEHTAlu1 JOKYMEHTAIlMOHHOT O obecrieyeHHs yIIpaBJIEHUS
(1OY). Tpu ncrounuka u Tpu coctaBHble yactu JJOVY.
ABTOMaTH3UPOBAHHBIE TEXHOJIOTHH 00paboTku
JOKYMEHTOB M HMX  BJIMSHHE Ha  CUCTEMY
JIeJIONIPOU3BOICTBA KOHKpETHOM OpraHMu3alyH.
OcHOBHBIE 33]JauH, pellIaeMble B JIEIONPOU3BOJICTBE

2 Tema 2. OpranuzanyuoHHsle  (GOpMBI  JOKYMEHTAI[MOHHOTO T
Opranu3zaunoHHo- obecrneyeHus (nenonpous3BoACTBA). [TpuHIUTIBI
pacnopsiiuTebHbIE yhnpaBiaeHUs  UHQOPMAIIMOHHBIMU  MOTOKAMU  —
AOKYMEHTbI cTanmaptuzanuss u  yHuduxauus. HopmaruBHbie

JOKYMEHThl 1O  opranmzauuu  ciayxOel  JIOV:
o0LIerocyJapCcTBEHHbIe, KOHKPETHON  OpraHu3aluu
(6anka). I'ocynapctBennas cuctema JIOY I'OCT 6.30-
2003 «Cucrema OPJI. TpeOGoBaHus K COCTaBICHHUIO
JOKYMEHTOBY». biiaHKu U 111a0JI0HBI.

3 Tema 3. [TpuHMIIBI 51 IpaBUIIa opranmzamuu | Y, T

KanpoBasi nokymenranusi JOKYMEHTO000pOTa, MX peanu3alus B JICHCTBYIOIUX
FOCYyJapCTBEHHBIX Y  HOPMATHUBHBIX JOKYMEHTaX.
CrpykTypa H XapakT€pUCTHUKA JTOKYMEHTOIIOTOKOB.
OTanbl NPOXOXKIAEHUS JOKYMEHTOB B OpPraHH3allUH.
O6bemM  nmokymMeHTOOOOpOTa  yupekaeHus (OaHka).
DKCneAUIIMOHHAs obpaboTka JIOKYMEHTOB.
Opranuzanus  JAOKyMEHTOOOOpOoTa B YCIOBHAX
IIPUMEHEHUS HOBEHIINX MH(OPMALIMOHHBIX
TEXHOJIOTHIl.

4 Tema 4. 3HaueHHe perucrpanuu JIOKYMEHTOB JUIst O, T
JloroBopHo-nipaBoBasi yIPaBICHYECKON JesTenbHocTy. [IpuHnume u npasuia
AOKYMeHTaIusl perucTpalMd M HMHICKCUPOBAHMS  JOKYMEHTOB.

Pa3BuTHe crnoco0oB perucrpanuu B rocyJapCTBEHHOM
JIEI0TIPOU3BO/ICTBE. [IpuHUUITEL MOCTPOEHUS
uHpopmanmoHHo-nouckoBbix cucrem (MIIC) pydnoro
THUIIA, UX BUJBL.

5 Tema 5. ®opmupoBaHue TpeOOBaHUI K OpraHU3aIli KOHTPOJISL T
IHonsaTHe 3a CpoKaMu UCIIOJIHEHUS JNOKYMEHTOB B
AOKYMEHT0000poTa, JIEJIONIPOU3BOICTBEHHOU ciyxoe. OcHoBHbIE
perucTpanus 10KyMEHTOB IOPUHLMIBI  OPraHMU3allMd  KOHTPOJS  HCHOJHEHUS

JOKYMEHTOB. ABTOMaTU3UPOBAaHHbBIE CUCTEMBI
KOHTPOJISI UCTIOJIHEHUS JOKYMEHTOB.

6 Tema 6. OKcnepTu3a LIEHHOCTH JOKYMEHTOB. [IpuHumMner u I, T
Opranuszanus KpUTEpUU LIEHHOCTH JOKYMEHTOB. ITopsinox
ONMEepPaTHUBHOIO U APXUBHOI0 | IIPOBENIEHUS IKCIEPTU3BI IEHHOCTH TOKYMEHTOB
XpaHeHHusi JOKYMEHTOB

ITpumeuanue: T — rectupoBanue, P — nanucanue pedepara, [l — nuckyccusi, ¥ — ycTHBIN onpoc
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2.4.2 TIpakTHYeCKHe 3aHATHS

®opma
HaumenoBaHue
Ne pasaena HanmeHoBaHMe NPAKTHYECKUX PA0OT TeKyIllero
KOHTPOJISA
5 cemecmp
1 2 3 4
1. |Tema 1. JIokyMeHT H CylHoCTh ¥ 3HaYEHUE JOKYMEHTOB. vV, T
CHCTEMA JOKYMEHTAIUU
2. |Tema 2. ABTOMaTU3UPOBAHHBIE TEXHOJOIUU 00paOOTKU TOKYMEHTOB T
Opranu3anuoHHoO-
pacnopsiiuTebHbIE
JOKYMEHTBI
3 [Tema 3. Opranuzanus T0KyMeHTO000poTa. vV, T
Kanposasi nfokymeHTanus
4 |Tema 4. Peructpanmonnsie popmbl. TexHoorns ux BeIeHusI. P, T
JloroBopHo-npaBoBast HNHnekcupoBaHne JOKYMEHTOB B YCIOBHSIX TPAAUITHOHHOM
AOKYMEHTAI U 00pabOTKH JOKYMEHTOB.
5 [Tema 5. Kareropum koHTpoaupyeMbIx JOKyMeHTOB. Cpoku T
IonsiTne WCIoJIHEHUs JoKyMeHToB O0001IeHNe, aHaINu3 U
AOKyMeHT0000opoTa, HCI0JIb30BaHKEe HH(pOpMauu 00 UCTIOJTHEHUH JOKYMEHTOB B
perucrpanusi J0KyMeHTOB  |YCJIOBHSIX IPUMEHEHHUS TPATUIIUOHHBIX U
ABTOMATU3UPOBaHHBIX TexHoJorui JI0Y.
6 |Tema 6. TpebGoBaHus K MPOBEACHUIO SKCIIEPTU3bI LIEHHOCTU T
Opranuzanus JOKYMEHTOB. DTallbl IPOBECHUS SKCIIEPTU3BIL.
ONepaTHBHOI0 U APXUBHOI'0
XpaHeHHUsl JOKYMEHTOB
7 |Tema 7. Xpanenue Odopmienue nen u nepenaya uX B apxXuB YUET U XpaHCHHE T
JOKYMEHTOB B apXHBe ANEKTPOHHBIX IOKYMEHTOB
OpraHu3aiuu
8 |Tema 8. Cuctema 3anojHEeHNE OPraHUu3allMOHHON U PacoPSIUTEIbHOM [P, T
OpraHu3aIMOHHO- JOKYMEHTAI1H.
pacnopsauTeNbHOMN
JOKYMEHTaIlluu
9 |Tema 9. Undopmannonno-  |3anoiaHeHHe yHUPUIUPOBAHHBIX POpPM HHPOPMAIIOHHO- Ip, T
CIpaBOYHAas IOKyMEHTAIUsl  |CIPABOYHOI TOKYMEHTAlUU.
10 |Tema 10. Hoxkymenrtanus mo |3anojiHeHUE YHHU(PHUIIUPOBAHHBIX (GOPM JOKYMEHTAIIMHU T10 IIP, T
JUYHOMY COCTaBY JUYHOMY COCTaBY.
11 |Tema 11. ®unancosas 3anonHeHne yHUGUIUPOBAHHBIX PopM PUHAHCOBOI Ip, T
JOKYMEHTaIus JOKYMEHTAIIH.
12 |Tema 12. HampaBnenus 0O0630p COBpEMEHHBIX CPEJCTB OPTTEXHUKH [Tl TIepeaadu U T
cosepuieHcTBoBanus JJOY nepepaboTku nHpopMauu

Ipumeuanue: I[1P- npakmuyeckasn paboma, T — mecmuposanue, Y — ycmuulii onpoc

3 OBPA3OBATEJIBHBIE TEXHOJIOT A

I[J'ISI pcam3aliukn KOMIICTCHTHOCTHOI'O 1OAXO0Ja IIPEAYCMATPHUBACTCA HCIIOJIb30BAHHUEC B y‘{e6HOM
MpoHeCcCce aKTUBHBIX U MHTCPAKTUBHBIX (pOpM MpOBCACHUA AYyAUTOPHBIX U BHCAYJUTOPHBIX 3aHATHH C HEJbIO
(bOpMHpOBaHI/I}I U PAa3BUTHUA HpO(I)CCCI/IOHaJIBHBIX HaBbBIKOB o6yqa101u14xc;1. B nmponecce MnpernogaBaHud

15



IIPUMEHSIOTCS 00pa30BaTENbHbIE TEXHOJIOIMH PAa3BUTHS KPUTUYECKOTO MbIlLIeHUs. O0s3aTeNbHbl IPAKTUKYMbI
1o pasaeijiaM JUCHUIIIINHEIL.
B yueOHoM mporiecce Hapsay C TPagUIHMOHHBIMH OOpa30BaTEIbHBIMU TEXHOJOTHSMH HCHOIb3YIOTCS
TECCTUPOBAHUC, TCMATUYCCKUC IPC3CHTALIUN, HHTCPAKTUBHBIC TCXHOJIOTHUU.
JIyist JIAL ¢ OTPaHUYEHHBIMU BO3MOKHOCTSIMU 30POBbs IIPEYCMOTPEHA OpraHU3alis KOHCYJIbTalUuH ¢
WCTIOJIb30BAHUEM SJIEKTPOHHON TIOYTEHI.
3.1 O6pa3oBaTe/bHbIe TEXHOJIOTHH NIPH NPOBEICHUHU JeKIM

OpraHnu3aln

Buabl npuMeHsieMbIX Koa-Bo
Ne Tema .
00pa3oBaTeIbHBIX TEXHOJIOTHii yac
1 2 3 4
Tema 1. JIokymeHTaIllmoHHOE OOECIICYEHHE - OCHOBA
1 Hoxym 1 [IpesenTtanus 2*
TEXHOJIOTUU YIIPABIICHUS
Tema 2. Opranuzanus 1eJ0TPOU3BOJICTBA U €r0
2 p p [TpoGeMHOE M3I0KEHHE 2*
HOPMaTUBHO-MeTOAuuecKas 0a3a
3 [Tema 3. Opranuzamnusi JOKyMEHTOO0OpOTa Jlexums 2
4 Tema 4. Peructpanust TOKyMEHTOB M OpraHu3anus Jlexuus-6ecena ¢ pazdopom o
CIPaBOYHO-WH(OPMAIMOHHOTO OOCTY)KHBAHUS KOHKPETHBIX CUTYyaIlni
Tema 5. KoHTpoJb 3a CpoKaMH UCTIOJTHEHUS
5 p p Jlexmust 2
ITOKYMEHTOB
Tema 6. DkcnepTr3a HEHHOCTH JOKYMEHTOB
6 p I JIOKYM Jlexnus 2
B JICJIONTPOU3BOJICTBE
7 |[Tema 7. XpaneHue JOKyMEHTOB B apXWUBE OPraHU3aIIHH. [TpobreMHOE N3T0KEHNE 2*
Tema 8. Cuctema opraHU3aIMOHHO-PACTIOPSTUTETHHOM
8 p I p pAa Jlexumsi- ucKyccus 2*
TOKYMEHTaIlluu
Jlekmus ¢ pa300poM KOHKPETHBIX
9 |[Tema 9. UndpopManimoHHO-CIIPaBOYHAS JOKYMECHTAITUS 8 p POM KOHKP 2*
CUTyaui
Jlekmus ¢ pa300poM KOHKPETHBIX
10 [Tema 10. lokyMeHTaus 1O JUIYHOMY COCTaBY 8 p POM KOHKP 2*
CUTyaui
Jlekmus ¢ pa300poM KOHKPETHBIX
11 Tema 11. ®unaHCcOBast TOKyMEHTAITUS 1t p p N P 2*
CUTyaIui
12 [Tema 12. Hanpapiienus coBepiieHcTBoBanus JJOY Jlexums 2
Hroro mo xkypey] 24
B TOM 4HCJIe HHTEPAKTHBHOE 00yuyenue* 16*
3.2 O0pa3oBaTe/bHbIC TEXHOJIOTHH NIPH MPOBEICHUH NPAKTHYCCKHUX 3aAHATHH
Buabl npuMeHsieMbIX Koa-Bo
Ne Tema /B! TP .
o0pa3oBaTe/IbHBIX TEXHOJIOT Uil yac
1 2 3 4
Tema 1. JlokymeHTanmonHoe obecrieueHre - OCHOBa
1 Hloxym Ll [TpakTHueckoe 3aHsATHE 2
TEXHOJIOTUU YIPaBICHUS
Tema 2. Opranuzanus 1eJI0IPOU3BOJICTBA U €T0 .
2 p 1A p a JleficTBuUS IO MHCTPYKIHMH (QJITOPUTMY) 2%
HOPMAaTHUBHO-MeTOANuecKas Oa3a
3 |Tema 3. Opranu3anus J0KyMeHT0000poTa AHanM3 KOHKPETHBIX CUTyallui 2*
4 Tema 4. Peructpanus TOKyMEHTOB M OpraHU3aIus Pemenue cutyaTuBHBIX U o
CIPaBOYHO-WH(OPMAIMOHHOTO OOCTY)KHBaHUS MIPOM3BOJICTBEHHBIX 33/1a4
Tema 5. KoHTposb 3a cpokaMu UCTIOTHEHUS
5 [TpakTrueckoe 3anaTne 2
TTOKYMEHTOB
Tema 6. DkcriepTu3a HEHHOCTU JOKYMEHTOB
6 p H FOKYM [TpakTueckoe 3anATHe 2
B JICJIONPOU3BOJICTBE
Tema 7. XpaHeHUE JOKYMEHTOB B apXHUBE .
7 P FOKIM p JleicTBuUS 0 MHCTPYKIHMH (QJITOPUTMY) 2%
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8 Tema 8. Cucrema opraHu3aliOHHO- Pemienne cutyaTuBHBIX U o
acIopsAUTEIbHOM JOKyMEHTAIUU IPOU3BOACTBCHHBIX 337134

9 Tema 9. apopmManmoHHO-CIIpaBOYHAS T e m—psp—— o

TOKYMEHTAIHsI

10 Tema 10. loxymeHTanus 1o JMYHOMY COCTaBY Pelieiie CHTyaTHBHEIX 1 2*
IPOU3BOACTBCHHBIX 33134

11 [Tema 11. ®uHaHCcOBast JOKyMEHTAIUs AHanu3 KOHKPETHBIX CUTYyallui 2*

12 [Tema 12. Hanpasnenus coBepmencTBoBanus JJ0Y [TpakTrueckoe 3anarue 2
Hroro mo kypey| 24
B TOM 4YHCJIe MHHTEPAKTHBHOE o0yuyenne*| 16*

4 YCJI0OBUA PEAJIM3ALIUU ITPOT'PAMMBI JIMCHUITJINHBI

4.1 MarepuajbHO-TeXHHYecKasd 0a3a, HeoOXoauMMasi [JIsl OCYUIIeCTBJIEHHMS 00pa3oBaTeJbLHOIO
npouecca no JAUCHUIIINHE

Peanuzanuss y4eOHOM JOUCHMIIMHBI OCYLIECTBISIETCS B CHELMAIbHO OOOpYNOBAaHHOM yueOHOM
ayJTUTOpUH.

ObopynoBanue y4eOHOU ayTUTOPUU:

— MYJIBTUMEIUNHBIN IPOEKTOP;

— MEPCOHAJIBHBIN KOMIBIOTED;

— BbIX0J B IHTEpHET;

— ydeOHast Mmebenb;

— JIoCKa y4eOHas.

4.2 IlepeyeHb HEOOXOAUMOT0 IPOTPAMMHOI0 o0ecreYeHust

[Tpu n3yueHnn IUCIUTUTMHBI MOXKET OBITh MCIIOJIb30BAHO CIIEAYIOIIEE MMPOTPaMMHOE 00eCTIeYeHHE:

— KOMIUIEKC B3aMMOCBSI3aHHBIX MpPOTpamMM, IpeIHa3HAYCHHBIX Ui yrpaBieHus pecypcamu [IK wu
OpraHu3alliy B3aMMOICHCTBHS C TIOIb30BaTeseM (oneparrontas cuctema Windows XP PRO);

— TaKeT MPUJIOKEHUH JUIS BHIOJHEHHUS OCHOBHBIX 337]ad KOMITBIOTEPHOW 00paOOTKH pa3IMYHBIX THITOB
nokymeHToB (Microsoft Office 2010) B cocTaB KOTOPOTO BXOIAT:

MS Word — TeKcTOBBII TIpOLIeccop — It CO3MaHUS M PEIAKTHPOBAHUS TEKCTOBBIX JOKYMEHTOB,;

MS Excel — tabauuHblii mporeccop — ajasi 0OpabOTKH TaOIMYHBIA JAHHBIX W BBITOJHCHHS CIOXKHBIX
BBIYHCIICHMI;

MS Access — cuctema ympaBiieHHsl 0a3aMH JaHHBIX — JIJIs1 OPraHU3alliy padoThl ¢ OOJIBIIMMHU 00beMaMH
JaHHBIX;

MS Power Point — cuctema MOArOTOBKH 3JICKTPOHHBIX MPE3CHTAIUI — ISl MOJATOTOBKU M MPOBEIACHHUS
MpE3CHTALUM;

MS Outlook — menemxep nepcoHanbHOM HHPOPMAIIUU — TS 0OecTedeHUs] YHU(DUIIMPOBAHHOTO A0CTYIA
K KOPIIOPAaTUBHOW MH(OpPMAITIH;

MS FrontPage — cuctema penaktupoBanus Web-y310B — mi1st co3nanus 1 o0HoBIeHUs Web-y3110B;

MS Publisher — nacrosnbHas u3garesnbCKasi CHCTEMa — JUTs CO3AaHus MPO(ECCHOHATBLHO O0(GOPMIIEHHBIX
myOIuKaIuii.

— mporpamma Juis KomriuiekcHou 3amuThl [IK, oObenuustomas B cebe aHTHUBUPYC, AHTUIINHOH H
dbyHkmio yaaneHnoro aamuauctpatopa (Kaspersky endpoint Security 10);

— MakeT MpOorpaMM IJis CO3/aHUs U MPOCMOTpa ANIEKTPOHHBIX myOnukamuii B gopmare PDF (Adobe
Reader);

— MPUKJIAJHOE IPOrpaMMHOE 0OeciedeHre sl IPOCMOTpa BeO-CTpaHUI], cCoAepKaHHs BeO-TOKyMEHTOB,
KOMITBIOTEPHBIX (hailIoB M WX KATalOTOB, YMPABICHUS BEO-NPHIOKEHUSIMHU, a TaKXkKe AN PelIeHUs APYrux
3anau (Google Chrome);

— TMpOrpaMMbl, IpeTHA3HAYCHHBIE I apXUBAIlMH, YIIAKOBKU (DAiIOB MyTeM CXKATHS XPAaHUMOU B HUX
uHpopmanuu (7zip).
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5 HIEPEYEHb OCHOBHOM 1 JOMOJHUTEJbHOMW YYEBHOM JJUTEPATYPHI,
HEOBXOJIUMOM JIJIsI OCBOEHUSA TUCIHATLIAHBI

5.1 OcHoBHasi iMTEpaTypa

1. A6ynanze, /1. I'. JlIokyMeHTaI[MOHHOE 0OECIICUCHHE YIIPABJICHUS TIEPCOHATIOM [DJIEKTPOHHBIN pecypc]:
yuebnuk u npaktukyMm it CI1O / 1. T'. A6ynanze, U. b. Bempsokkuna, B. M. Macnosa. — M. : FOpaiit, 2018.
— 299 C. — URL: https://biblio-online.ru/book/FOB93350-F4ABA-44E3-9EE7-
D8EFF609E7D3/dokumentacionnoe-obespechenie-upravleniya-personalom

2. Bapmyun B.B. JlokymeHTalimoHHOE OOeciieueHue yIpaBieHus [DICKTpOHHBINH pecypc]: yueOHUK /
BB. Bapmya. — Mocksa: FOCTUILIN A, 2018. — 272¢. — URL:https://www.book.ru/book/924242/view?2/2

3. JlokymeHTaMOHHOE oOecreueHre yrpasieHus [DnekTpoHHbIH pecypc]: yueOnuk / C.A. I'motosa,
A.1O. Konbkoga, FO.m. Kykapuna, E.A. Ckpunko; mox oomr. pea. T.A. BeikoBoii. — Mocksa: KHOPVYC, 2018. —
266¢. — URL: https://www.book.ru/book/926891/view2/2

4. Jloponuna, JI. A. JlokyMeHTalMOHHOE oOecIieueHre yrpaBieHus [ DIeKTPOHHBIA pecypc]: yueOHUK u
npaktukym s CIIO / JI. A. loponuna, B. C. UputukoBa. — M.: U3narensctBo FOpaiit, 2018. — 233 ¢. —
URL:https://biblio online.ru/book/D9DA38D8 226D 4EC9 876C F47D53A990C9/dokumentacionnoe-
obespechenie-upravleniya

5.2 lonmosiHUTe/IbHAS JIUTEPATypa

1. ApacmanoBa B.A. JlokyMeHTanoHHOE OOecredeHne yrIpaBieHus [DIEKTPOHHBINA pecypc]: yueOHo-
npaktuueckoe mocoome / B.A. ApacmanoBa. — M.: [upexr-Memma, 2013. — 240 c. - URL:
http://biblioclub.ru/index.php?page=book&id=137706

2. bacakoB M.U. [lemonpou3BoactBo (JlokyMeHTaIMOHHOE OOECIICUeHUE YIPaBJICHHS): YICOHHK JIIs
CIIO/M.U. bacakor O.U. 3amebikoBa. - uza. 12-e, nepepad. — Pocror-u//l.: ®ennkce, 2013. — 375c¢.

3. bacakoB M.U. JlokymeHTanmonHoe oOecnedeHue ympasiaeHus (Jlemonpons3BoaAcTBO): y4eOHUK IS
CIIO / M.J. BacakoB.— u3n.2-e, ucnpasn. u Ao1L.- Poctos-a//1.: ®enukc, 2013.— 350c.

4. JlokyMeHTaIlMOHHOE OOecIeYeHre YIpaBjieHUs [DJIEKTpOHHBIM pecypc]:  ydeOHOe mocodue /
HoBocubupckuii rocy1apcTBEHHBIN arpapHbIii yHUBEpCUTET, DKOHOMUYeCKui (akynbreT; coct. C.I'. UepHona.
— HoBocubupck: UL «3osotoit komoc», 2014. — 106c¢c.: cxem., Ttabn. — bubmumorp. B 16H. — URL:
http://biblioclub.ru/index.php?page=book&id=278155

5. JIOKyMEeHTOO0OpOT B TOCYJAapCTBEHHBIX M MYHHUIMIAIBHBIX YyupexaeHusax / mox pen. [.1O.
KacwraoBOi1. — M.:ABAK, 2013-336 c.

6. Ky3znemnos M.H. [{enonpousBoactro: Yuebno-crnpaBounoe nmocooue / M.H. Ky3nenos. — M.: [lamkoB u
K, 2014.— 460 c.

7. Ky3nenos U.H. JlokymenTanmonHnoe odecrieueHrne ynpaBiaeHUs U IeT0TPOU3BOACTBO: yueOnuk / M.H.
Kysnenos. - M.: FOpaiit, 2014.-576 c.

8. Poroxun M.IO. JlokymeHTanMoHHOE oOOecreueHnue yhpaBieHUs [DJIEKTPOHHBI  pecypc]:
npakTudeckoe nocodue / M.IO. Poroxun. — M.: lupekr-Menua, 2014. — 398 c.: un. — bubnuorp. B ku. — ISBN
978-5-4475-1869-1 — URL: http://biblioclub.ru/index.php?page=book&id=253705

9. Pympinuna JILA. JlokymeHTanmoHHoe oOecniedeHue ympasieHus: ydeOnuk mius CIIO / JLA.
Pymbinuna.-11-e uzn., nepepad. u qom.— M.: Akagemusi, 2014.-285c.

10. Comory6 O.I1. Jlenompou3BOJACTBO: COCTaBIIEHUE, pPEIAKTUpPOBaHHE H OOpabOTKa JAOKYMEHTOB:
yuebnoe nocoo6ue/ O.I1. Conory6. — M.: Omera-JI, 2013.—207c.

5.3 llepuoanyeckue U3IaHUA
1. Jlenompou3BOACTBO — KypHAI.
2. Jlenompou3BOACTBO U JOKYMEHTOOOOPOT Ha MPEANPHUITHH — SKypHAT

5.4 Ilepeyenb pecypcoB HH(OPMALMOHHO-TEJICKOMMYHUKAIMOHHOW cetn «HMHTepHeT,
HEe0OXOAMMBIX /UIS1 OCBOCHUSI AN CHMIIIMHBI

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

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

3. CoBetHuk  Oyxrajtepa TOCYJapCTBEHHOTO M MyHHMLIMIANbHOTO  yupexaeHus.-  URL:
http://elibrary.ru/title_about.asp?id=38272
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4. byxranrepckuid  yder B OIOJ/DKETHBIX M HEKOMMepueckux  opranmszanmsx.-  URL:
http://elibrary.ru/contents.asp?issueid=1240942

5. Hapoanoe o6pazoBanue. — URL: http://dlib.eastview.com/browse/publication/18887

6. Jdupexrop nundopmarmonHou ciyx6osi.- URL: http://dlib.eastview.com/browse/publication/64070

7. Nauumarusel X X1 Beka.- URL: http://elibrary.ru/title about.asp?id=28134

8. Vmpasienue yenoeueckum notenimanom.- URL: http://grebennikon.ru/journal-26.html

6 METOAUYECKHUE YKA3AHUSA JJIAA OBYYAIOLIUXCA 11O OCBOEHUIO JUCHUITIVIMHbI

Lenp w3ydyeHuss MUCHMILINHBI «/{oKyMeHTHOe oOecrieyeHHe YIpaBJICHHUS» 3aKIIOYAeTCsl B OBIIAJCHUHU
OCHOBaMHU MpPaBWJIBHOTO O(OpMIIEHUS JOKYMEHTOB U HaJJeXallleldl oOpraHuzanued JOKyMeHTooOopoTa
coriacHo TpeboBanusM ['OCTa, a Takke MoAroToBka M o(OpMIIEHHE OPraHU3allMOHHO-PACHIOPSAUTEIBHBIX
JOKYMEHTOB, KaK 0a30BbIi MIPOIECC B peaIU3alliy BCEX YIPaBIEHYECKUX (YHKIUH.

3amaum TUCHUIIINHEL:

— II0Ka3aTh B3aUMOCBS3b Pa3IMYHbIX YPOBHEH ypaBiIeHUS U COOTBETCTBYIOLIUX UM JOKYMEHTOB;

— H3YYUTh KJIACCU(PHUKAIMIO JOKYMEHTOB U X POJb B YIPABICHUH MPEANPUITHEM;

— PAacKpbITh CUCTEMY JIOKYMEHTALMOHHOTO O0eCIeYeHUs YIPABIHUS;

— H3YYUTh HOPMAaTHBHO-IIPABOBbBIE AKThI;

— O3HAaKOMHTbH C COBPEMEHHBIMU TPEOOBAHUSIMU K IOKYMEHTaM;

— MPUBUTH HABBIKHM aHAJIN3a JTIOKYMEHTA;

— MPUBUTH HaBBIKHU MPOEKTHUPOBAHUS JOKYMEHTOB.

Jlexuuu, Kak BeOyIIUA BHA Y4€OHBIX 3aHSATHH, COCTABJIIOT OCHOBY TEOPETUYECKOW TOJTOTOBKH
CcTyaeHTOB. OHM HMEIOT Lelb — JaTh OCHOBY HAay4HBIX 3HAaHHW II0 OCHOBHBIM BOIIPOCAM HM3y4aeMOMU
JVCLIMILIAHBL.

B nenax peanmsanyy KOMIETEHTHOCTHOTO NMOAXOAA IPH MPENOJABaHUM JUCLUIIIMHBI HCIIOJIB3YIOTCA
COBpEMEHHbIC 00pa30BaTeIbHbIC TEXHOJIOTHN: HHPOPMAIIMOHHBIC TEXHOJIOTUH (KOMITBIOTEPHBIC PE3CHTALNH),
TEXHOJIOTUU Da3BUBaIoIIEro oOydeHHs. B coueraHumm ¢ BHeayqUTOPHOHM paboTOH, s (GopMuUpOBaHUS U
pa3sBuUTHs OOMMX M TNPO(ECCHOHANBHBIX KOMIETCHIMH OOy4YarolIMXCsl MNPUMEHSAIOTCS AaKTUBHBIE U
UHTEPaKTUBHBIC ()OPMBI IPOBEICHUS 3aHITHI (TPYNIIOBast KOHCYIbTALHS, Pa300p KOHKPETHBIX CUTYALIHIA).

Jlnist IpOBeZIeHNs TEKYILLEro KOHTPOJIS 3HAHUM MPOBOJATCS YCTHbIE (MHIMBUAYAJIbHBINA U (DPOHTAIILHBIN)
Y IIMCbMEHHbIE OIIPOCHI (TECTUPOBAHUE) [10 COOTBETCTBYIOIIUM TEMaM Pa3JIeIOB.

OOyueHne CTYAEHTOB OCYIIECTBIIAETCS 10 TPAJAULIUOHHOM TEXHOJOTMU (JEKIUM, TMPaKTHKH) C
BKJIFOUEHUEM MHHOBALIMOHHBIX 2JIEMEHTOB.

C ToukM 3peHHs UCIOJIb3YeMbIX METOJIOB JIEKLMH THOJPA3JENAIOTCs CIEAYIOIHUM 00pa3oMm:
MH(POPMALMOHHO-00BACHUTEIbHAS JICKIHS, IOBECTBOBATENbHAS, JIEKIUsA-0ece1a, poOsieMHast JeKIHs U T. 1.

YcTHOE M3NI0KeHHe y4eOHOro Marepuana Ha JIeKIMM JIOJDKHO KOHCHEKTHpoBaThes. Ciymarh JIEKIMIO
HY)KHO yME€Tb — IOJJCpPKUBAaTh CBOE BHUMAaHHUE, NOHATh W 3allOMHHUTH YCIBIIIAHHOE, YJIOBHUTH Iay3bl. B
IIPOLIECCE M3JI0KEHUS MPENOAABATENeM JIEKIUU CTYAEHT [OJDKEH BBISICHUTH BCE HENOHSATHBIE BOIPOCHI.
3anuceIBaTh COJEpXKAHHUE JICKIUHM HYXHO O00s3aTelbHO — 3alMCU HNOMOTAIT IMOJEP)KUBAaTh BHUMAaHUE,
CIOCOOCTBYIOT IOHUMAHUIO U 3alIOMUHAHMIO YCIBIIIAHHOTO, IPUBOAUT 3HAHHE B CUCTEMY, CI1YKAaT ONOPOH JUIs
nepexoja Kk 6osee riryooKoMy caMOCTOSITEIbHOMY M3Y4YEHHUIO TIPEMETa.

MeTtondeckre peKOMEHAANN [0 KOHCIIEKTUPOBAHUIO JIEKLIUH:

— 3amuch JIOJDKHA OBITh CHUCTEMHOM, MPEACTaBIATh COOOM COKpalléHHBI BapuaHT JIEKIUH
npenojasarens. Heo6xoaumo ciymars, 001yMbIBaTh U 3alIUCHIBATh OJTHOBPEMEHHO;

— 3ammch BEAETCSA OYEHb OBICTPO, YETKO, 110 BOBMOYXXHOCTH KOPOTKMMHU BBIPAKEHUSIMU;

— He MpeKpalas CIylaTh MpernojaBaress, Hy)KHO 3alUChIBaTh TO, YTO HEOOXOIMMO YCBOUTH. Henb3s
3alUChIBaTh Cpa3y K€ BBICKa3aHHYIO MBICIb IpEnojaBareis, cieayeT €€ MOHATh U IOCJIE ITOT0 KpPaTKo
3amycarth CBOMMHM CJIOBAaMM WM CJIOBaMH IperojaBatelis. BakHo, 4ToObI B Heil He ObUT MOTEPSH OCHOBHOM
CMBICJI CKa3aHHOTO;

— HWMEHa, JaThl, Ha3BaHUs, BBIBOJbI, ONPEIEICHHS 3allMCHIBAIOTCS TOYHO; CIEAYyeT 0OpaTuTh BHUMAaHUE
Ha odopmileHHe 3amucH JeKuuu. [l KaxJIoro mnpeaMera 3aBoAuTCs oOmas Terpadb. OTIMYHBIM OT
OCTQJIBHOIO LIBETA CIIEAYET BBIICIATH OTHCIBHBIE MBICIM M 3arojIOBKH, COKpAllaTh OTAEIbHBIE CIIOBA H
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NPEIJIOKEHNS, HCIOJIb30BaTh YCIOBHBIE 3HAKHM, OYKBBI JIATHHCKOTO W T'PEYECKOro aia(aBUTOB, a TaKXKe
HEKOTOPBIE MPUEMBI CTEHOTPAPHUECKOTO COKPAIICHUS CIIOB.

[IpakTuyeckue 3aHATUS TO AUcCHUIUIMHE «JlOKyMeHTHOe oOecreyeHue YMpaBiICHHs» MPOBOAATCS IO
cxeme:

— YCTHBIH OIPOC IO TEOPUHU B HAYAJIE 3aHATHUS;

— paboTa B rpymnmax 1o pa3peuieHuio Pa3InIHbIX CUTYAIHH 10 TEMe 3aHSTHS;

— pelleHre NpakTHYeCKUX 3a]1ad;

— TEpMHUH-IUKTAHT;

— WHAWBUIYaJbHBIC 33aHUS /IS IOATOTOBKHU K MPAKTHUECKUM 3aHATHSM.

Lesnb MpakTHYECKOTO 3aHATHS - HAYYUTH CTYJACHTOB NMPHMEHSATh TEOPETUYECKHE 3HAHUS MPH PEHICHUU
MPAaKTUYECKUX 3a/1a4 HAa OCHOBE PEajIbHBIX JaHHBIX.

Ha mpakTiueckux 3aHATHIX MPeoOIagaroT CIeIyFOINEe METOIBI:

— BepOanpHbIe (TPeodIagarouM METOIOM JIOJKHO OBITh 00BSICHEHHE);

— TpakTH4ecKue (MMChbMEHHBIE 31aHHs, TPYITIOBBIE 3aJaHHS U T. I1.).

BaxHbIM /7151 CTyJIeHTa SBISIETCS. yMEHUE PallMOHATIBFHO O0MPATh HEOOXOIUMYIO yUeOHYIO TUTEepaTypy.
OCHOBHBIMH JINTEPATYPHBIMHA HCTOYHUKAMH SIBIISTFOTCSI:

— O6ubnuoreunsie Gpouas! punnana Kyol'Y;

— DJICKTpOHHAs OMOIMOTEYHAs CUCTEMA « YHUBEPCUTETCKAsI OMOIMOTEeKa OH-JIalH»;

— DJIEeKTpOHHAs OnbmmoTreuHas cucrema MznarenscTBa «JlaHby.

[Touck kHUTr B OMOIMOTEKE HEOOXOOUMO HAYMHATH C M3Yy4YEHHs MPEAMETHOIO KaTrajora M CO3JaHMs
CTIMCKA KHUT, TOCOOWH, METOTMYECKUX MaTEPHAJIOB IO TEME U3YyUCHHUSI.

[IpocMOTp KHUTH HAa4YMHAETCSI C TUTYJIBHOTO JIMCTA, CIEAYIOMIEro mocie oOmoxkkn. Ha HEM 0O0BIYHO
MTOMEMIAIOTCSI BCE OCHOBHBIE TaHHBIE, XapaKTepU3YIOIINEe KHUTY: Ha3BaHWE, aBTOP, BEIXOIHBIC TAHHBIC, TAHHBIC
o mepeusnaHuu u T.4. Ha 060poTe TUTYNbHOrO JMcTa Aa€TCsS aHHOTAIMs, B KOTOPOM yKa3bIBaeTcsi TeMaTHKa
BOIIPOCOB, OCBELIEHHBIX B KHHIE, ONpEAENseTcsl Kpyr 4uTaTesel, Ha KOTOpbId OHa paccuuTaHa. bosbinoe
3HaYEHUE MMEET MPEANUCIOBHE KHUTH, KOTOPOE 3HAKOMUT YUTATENS C JMYHOCTHIO aBTOPA, UCTOPUEH CO3/IaHUs
KHUTH, pacKpbIBaeT cojepkanue. [Ipountas npeaucaoBue U nojiyduB odlee NpecTaBlIeHue O KHUTE, CIeIyeT
oOpatutbcst K oriaBieHuto. OrjiaBieHME KHUTM 3HAKOMUT 00y4aeMOro ¢ COAEpKaHHEM U JIOTUYECKOM
CTPYKTYpPOM KHHUTH, MO3BOJIET BHIOpaTh HY)KHBIA MaTepuain Uil u3ydeHus. [0 M3gaHUs KHUTH MO3BOJISIET
CyIUTh O HOBH3HE Marepuaia. Yem yaie KHUTa U3AA€TCs, TeM OOJbBIIYIO IIEHHOCTh OHa IMpejacTaBiseT. B
KHHUT€ MOTYT OBITh IPUMEYaHusl, KOTOPbIE COIEPKAT pa3IMuHbIe JOMOIHUTEIbHbIE cBeeH . OHU MedaTalTcs
BHE OCHOBHOIO TEKCTa M pa3bACHAIOT OTAEIbHBIE BOIpochl. llpeamerHbie U andaBUTHBIE yKa3aTelld
3HAYUTENIHO O0JIETYaloT MOBTOPEHUE U3JI0KEHHOTO B KHUT'€ MaTepralia. B KoHIle KHUTHU MOKET pacnoJiaratbes
BCIIOMOraTeNbHbIi Marepuan. K HeMy 0ObIYHO OTHOCSATCS MHCTPYKIHMH, MPUIIOKEHHSI, CXEMbI, CUTyallHOHHbIE
3aJla4uM, BOIIPOCHI I CAMOKOHTPOJIS U T.1I.

Jlyig mydiiero mpejcTaBlICHUs W 3allOMHUHAHUS MaTepuaia 1elecoo0pa3HO BECTH 3allUCH U KOHCIEKTHI
Pa3IMYHOTO COJEPIKAHUS, & UMEHHO:

— TMOMETKH, 3aMeUYaHusl, BbIJICNIEHUE TJIABHOTO;

— IJIaH, Te3UCHI, BBIIUCKHU, IIUTATHI;

— KOHCIIEKT, JICKIUS U T.JI.

Yurarh yueOHUK HEOOXOAUMO BIYMYHBO, BHUMATEIBHO, HE MPOITYCKasi TEKCTA, CTAPAsIiCh MOHATH KaXKAYIO
¢bpazy, 0oAHOBPEMEHHO pa30upasi HpUMeEpHbl, CXEMbl, TAOJIUIbI, PUCYHKH, TPUBEIEHHBIE B YUCOHHUKE.

OnHuM M3 BaKHEHIIUX CPEICTB, CHOCOOCTBYIOUIMX 3aKPEIUICHHIO 3HAHUM, SBJSETCS KpaTKas 3aluch
IPOYUTAHHOTO MaTepHaja — COCTaBJIEHHE KOHCHeKTa. KOHCIEeKT — 3TO KpaTKoe CBS3HOE H3JI0KEHUE
coJiepKaHUsl TeMBbl, yueOHHMKa HJIM €ro 4yacTH, Oe3 moapoOHOCTe M BTopocTeneHHBIX Aetaneld. [lo cBoeit
CTPYKType U TOCJIEJOBATEIbHOCTH KOHCHEKT JOJKEH COOTBETCTBOBATH IUIaHy yueOHMKA. [loaTomMy BaskHO
CHayajla COCTaBMTh IUIaH, a TOTOM IMCaTh KOHCHEKT B BHJE OTBETa Ha BOMpochl MiaHa. Eciu ydyeOHUMK
pa3zenéH Ha HeOOJIbIINe 03arjaBlIeHHbIE YacTH, TO 3ar0JIOBKM MOYKHO pacCMaTpUBAaTh KaK MyHKTHI IUIaHA, a U3
TEKCTa KaKION YacTH CIIeyeT 3aucaTh T€ MBICIIH, KOTOPBIE PACKPBIBAIOT CMBICIT 3aT0JIOBKA.

TpeboBaHMs K KOHCIIEKTY:

— KpaTKoCTh, CKaTOCTh, 11EIECO00Pa3HOCTh KaXKI0T0 3aIIMChIBAEMOTO CIIOBA;

— COJep KaTeJIbHOCTh 3alMCH - 3AIIMChIBAEMbIE MBICIHU cieayeT (opMyIupoBaTh KpaTko, HO 0e3 yiiepba
st embiciia. OObEM KOHCIEKTa, Kak MPaBUII0, MEHbIIIE U3y4aeMoro TekcTa B 7-15 pas;
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— KOHCHEKT MOXXET OBbITh KaK MPOCTHIM, TaK U CIOKHBIM IO CTPYKTYPE — 3TO 3aBHCUT OT COJIEPIKaHUS
KHUTH U LEJM €€ U3yYEHHUS.

Metouueckre peKOMEHAANN [0 KOHCIIEKTHPOBAHUIO:

— IMpEeXJIe YEM HauyaTh COCTABIISITh KOHCIIEKT, HY’)KHO O3HAKOMUTBCS C KHUTO, MpOoUnTaTh €€ CHadaia a0
KOHIIa, IOHSTH IPOYUTAHHOE;

— Ha 00JIO)KKE TETPaJH 3aIMCHIBAIOTCS HA3BAHNE KOHCIEKTUPYEMON KHHUTH M UMS aBTOPA, COCTABIISETCS
IUIaH KOHCIIEKTUPYEMOTO TECTa;

— 3amyCH JydllIe JeNaTh MU MPOYTEHUH HE OJHOTO-/IBYX a03aIleB, a 1eJIoTo naparpada HiTd IJ1aBbl;

— KOHCIIEKTHpPOBaHME BEAETCS HE C LEIbI0 MMETh ONpPEAENEHHBIM 3amucu, a Juisl OoJjiee IOJIHOTo
OBJIAJICHUS COJIEP’KAHUEM H3y4yaeMOTO TEKCTa, IO3TOMY B 3alMCSIX OTMEUYAeTCs U BBIIEISETCS BCE TO HOBOE,
MHTEPECHOE U HY)KHOE, YTO OCOOCHHO MPHBIIEKIO BHIMAHUE,

— I0CJe TOro, KaK c/ejaHa 3alKch cojiep kaHus naparpada, miaBbl, cJIeIyeT epeynuTarb e€, 3aTeM CHOBa
o0parbcs K TEKCTY U IPOBEPUTH €051, MPABUIIBHO JIM U3JIOKEHO COJIEpHKAHUE.

TexHuka KOHCIIEKTHPOBAHMUSL:

— KOHCIIEKTHPYS KHUTY OOJIBIIOTO 00BhEMA, 3aITUCh CIIETYEeT BECTH B O0IIEH TeTpay;

— Ha KaXJOW CTpaHMIIE cJeBa OCTaBISIOT MO IMMpUHOW 25-30 MM JUIsl 3amucH  KOPOTKHUX
I10/13ar0JIOBKOB, KPaTKMX 3aME€4aHUl, BOIIPOCOB;

— KaKJasl CTaHULIa TETPaIu HyMepyeTcs;

— JUIs TIOBBIIIEHMS] YATAEMOCTH 3allMCU OCTaBIIAIOT MHTEPBAIbl MEXAYy CTpOKamH, ab3aliamMH, HOBYIO
MBICJIb HAUUHAIOT C «KPAaCHOW» CTPOKH;

— MpHU KOHCIEKTUPOBAHUU IIHUPOKO MCHOJIB3YIOT Pa3IUYHbIE COKpAIlEHUs U YCJIOBHbIE 3HAKH, HO HE B
yiepd CMbICITY 3aliCaHHOro. PexoMeHyeTcss MpUMeEHSATh OoOUIeynoTpeOUuTeNbHbIE COKPAILEHUs, HApUMED:
M.0. — MOXXET OBITh; TOC. — TOCYAaPCTBEHHBII; 1.0. — TIOJDKHO OBITH U T.1.

— He CJIeJyeT COKpallaTb MMEHa U Ha3BaHMsl, KPOME OYEHb YacTO MOBTOPSIIOILINXCS;

— B KOHCIEKTE€ HE JIOJDKHO OBITh MEXaHMUYECKOTO IEPENUCHIBAaHUS TEKCTa 0e3 MpOJyMBIBAaHUS €ro
COJIEPKaHUS U CMBICJIIOBOTO aHAIM3a.

CryneHTsl [UId NOJHOLEHHOTO OCBOEHHUS Y4EOHOIo Kypca JOJIKHBI COCTABIATh KOHCHEKTHI KaK IPH
IPOCIYIIMBAaHUM €r0 TEOPETUYECKOM (JIEKIMOHHOM) 4YacTH, TaKk M MpH MOATOTOBKE K IPAKTUYECKUM
(ceMuHapckuM) 3aHATUAM. JKenaTenbHO, YTOObI KOHCIIEKTHI JIEKIUIA U CEMUHAPOB 3alMChIBAIIUCH B JIOTHYECKON
IIOCJIEOBATEIBLHOCTY U3YUEHUS KypCa U COJEPKAINCH B OHON TETPaH.

KoHcnekT i CTyIeHTOB ABJIAETCS HEOThEMIIEMOH YacThIO B IIPOLIECCE U3YYECHMSI Kypca, TaK OH:

— B IIOJJHOM 00bEME OLIEHUBAETCS KaK Pa3HOBUIHOCTh MUCHbMEHHOIO OTBETA HA U3y4aeMble BOIIPOCHI;

— CIIyXUT 0a30i [y YCTHOTO OTBETA HA CEMUHApE 110 OJIHOMY U3 BOIIPOCOB PACCMaTPUBAEMOTIO IJIaHa;

— CBEICHMs U3 KOHCIIEKTa MOTYT BBICTYNAThb B Ka4eCTBE MCTOYHMKA JOIOJIHEHMH K OTBETaM JPYTHX
CTYIEHTOB.

Opranu3anus TEKyLUIero KOHTPOJIS 3HAHUN, YMEHMH M HAaBBIKOB OOYYalOIIMXCS OCYIIECTBISIETCS MyTEM
TECTUPOBAHUS.

®opMoit UTOTOBOTO KOHTPOJIS sIBJsieTcs 3a4eT quddepeHIupoBaHHbIN.

JUig A1l ¢ OrpaHUYEHHBIMU BO3MOXHOCTSMH 3J0POBbs IIPEyCMOTPEHA OpPraHn3alys KOHCYJIbTAalUl C
UCII0JIb30BAHUEM DIEKTPOHHOM MOYTBHI.

7 OHEHOYHBIE CPEACTBA VI KOHTPOJIA YCIIEBAEMOCTH

7.1 llacnopT ¢oHA OLIEHOUYHBIX CPEACTB

Kox xouTpomupyeMoit

Ne KoHnTponupyemsie pa3iensl (TEMbI) A posHpy Haumenosanue
KOMIIETEHIINHA

/i JUCLUILINHEI OIICHOYHOTO CPEJICTBA
(unu ee 4acTH)

OKYMEHTAI[MOHHOE 00€ecIIeueHne - OCHOBA
1 | Hoxymenrtan OK 11, TIK 2.6 Tect
TEXHOJIOTHH YIIPABIICHHS
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Ne KonTtponupyemsie pazniesnsl (TeMbl) Kox kourpommpyemoi HanmenoBanue
/i JUCIUTUTUHBI KOMITCTCHIUH OLICHOYHOI'O CPEJICTBA
(unu ee yacTH)
5 Opranuzanus Aei10MpPON3BOICTBA U €ro OK 11, TIK 2.6 JHCKYCOMA, TeCT
HOPMaTHBHO-METOIMYecKas 06aza
3 | Opranuzanusi JOKyMEHTO000pOTa OK 11, 11K 2.7 JIeJIOBAst UTPa, TECT
Perucrparius JOKyMEHTOB U OpraHHU3aITHs
4 | cripaBOYHO-HH(DOPMAITMOHHOTO OK 11, IIK 1.1, [IK 2.7 JIUCKYCCHSl, TECT
00CITy)KUBaHUS
KonTpoJib 3a cpokamMu UCIIOJTHEHUS OK 11, IIK 2.6, IIK 2.7,
5) TECT
JJOKYMEHTOB 11K 4.2
6 IKCUEPTH3A LCHHOCTH JIOKYMEHTOB OK 11, IIK 2.6, TIK 2.7 JICKYCCHSI, TECT
B JITIONTPOU3BOICTBE
XpaHeHHe JOKYMEHTOB B apXUBE OK 11, IIK 2.6, TIK 2.7,
! OpraHu3aluH. 1K 4.2 JIHCKYCCITL, Tect
Cucrema opraHu3aloOHHO- OK 11, IIK 1.1, IIK 2.6,
8 N TECT
pacnopsIUTEILHON JOKYMEHTAIUHN I1K 2.7
g | Mubopmannorno-crpasomas OK 11, TIK 2.6, TIK 2.7 JlenoBas Urpa, TecT
JOKYMEHTAITUS
OK 11, IK 1.1. TIK 2.6,
10 | JloxyMeHTaIus 110 TUIHOMY COCTaBY K 2.7 TEeCT
11 | ®unancoBas JOKyMEHTAIIHS OK I, TIK 1.1, TIK 2.6, TECT
JIOKYMEHTaN TK 2.7, TIK 4.2
Hanpasnenus
12 coepuercTBoBanns J0OY OK 11, TIK 2.6 Huckyccus, Tect

7.2 Kpurepum OueHKH 3HAHUM

CrynenTsl 00s3aHbl caaTh AUdGEpEHIIMPOBAHHBIN 3a4eT B COOTBETCTBHUU C PACIMCaHUEM M Y4eOHBIM
wiaHoM. JluddepeHupoBaHHbIM 3a4eT MO JIUCIUIUIMHE IpecieayeT Ielb OLEHUTh paboTy CTYyIeHTa,
MOJIyYeHUE TEOPETHUYECKUX 3HAHWM, WX MPOYHOCTb, Pa3BUTHE TBOPUECKOTO MBILIUICHUS, MNPUOOpETEHHE
HABBIKOB CaMOCTOSITENIbHON pabOThl, YMEHHE NMPUMEHSATH MOJYyUYEHHBIC 3HAHUS JAJISl PElICHUs MPAKTHYECKUX
3azad.

KoHTposb u o1leHKa pe3ylbTaTOB OCBOCHUS YUeOHON NMCIUIUIMHBI OCYHIECTBIISIETCS MpernojaBaTesieM B
MpoLecce MPOBEJEHUSI MPAKTUUYECKUX 3aHITHH, TECTUPOBAHUSA, a TAaKXKE BBINOJHEHUS OO0Y4aroIIUMHUCS
MIPOU3BOJICTBEHHBIX CUTYAllUi, TUCKYCCUH.

HenoBasi u/mnu poseBasi urpa. CoBMecTHasi NEATEIBHOCTh TPYMIBl OOYYAIOMIMXCS M MPENo/iaBaTels
MO/ YIIPaBJICHUEM TPETo1aBaTesl ¢ eNbl0 PelleHus y4eOHbIX U NMPOo(ecCHOHAIBHO -OPUEHTUPOBAHHBIX 3a/1a4
MyTeM WIrPOBOTO MOJEIMPOBAHUS peajdbHOUW mpoOiaeMHON cutyauuu. [lo3BoJsieT  OLIEHHWBATH YMEHHE
aHAJIM3UPOBATH U pellaTh TUIHYHbIE MPOQecCHOHAbHBIC 3a1a4H.

Tecr. Cucrema cTaHIapTU3UPOBAHHBIX 33JaHUN, TMO3BOJIAIONIAS  AaBTOMATH3UPOBATH MPOLEAYPY
M3MEpEeHusl yPOBHs 3HAHUI U yMEHU 00y4yaronierocs.

Kpyriabiii cTos1, IHCKycCcHfl, MOJIEMHKA, AUCHYT, AedaTbl. OIEHOYHBIE CpPEICTBA, MO3BOJISIOIINE
BKJIIOUATh OOydaroluxcs B MPOIECC OOCYXKAEHHsI CIOPHOTO BOMpOcCa, MpOOIEMBbI U OIEHUTh UX yMEHUE
apryMEeHTHPOBAaTh COOCTBEHHYIO TOUKY 3pEHUSI.

Kputepuu oueHku. 3HaHHS CTYACHTOB Ha MPAKTHUYECKUX 3aHATUSAX OIICHUBAIOTCS OTMETKaMU
COTJIIMYHOY, «XOPOIIIOY, KYIOBIETBOPUTEIHLHO» U KHEYIOBICTBOPUTEILHO.

OrneHka «OTIUYHO» BBICTABIISAETCS, KOT/Ia CTY/IEHb MOKa3bIBaeT TTy0OKOE BCECTOPOHHEE 3HAHUE pa3jiera
JTUCHUIUTAHBL, 00S3aTEIbHON M JIOMOJHUTENLHOW IJIUTEPaTyphl, ApryMEHTHPOBAHO M JIOTMYECKH CTPOHHO
M3NaraeT MaTepuai, MOXKeT MPUMEHSTh 3HAHUSI IS aHaTi3a KOHKPETHBIX CUTYaIUH.

OreHKa «XOpOIlo» CTAaBUTCS MPHU TBEPABIX 3HAHMAX pa3jieia IUCIUIUIMHEI, 005S3aTeNbHON JIUTEpaTypHl,
3HAKOMCTBE C JIOTIOJHUTEIHHOW JUTEpaTypold, apryMeHTHPOBAaHHOM W3JI0OKEHHH MaTepuana, yMEHUH
MPUMEHHUTD 3HAHUS JUIS aHATN3a KOHKPETHBIX CUTYaI[Hil.
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OHGHKa «YHAOBJICTBOPHUTCIIBHO» CTAaBUTCH, KOrla CTYACHT B OCHOBHOM 3HACT pa3Acil JUCHUIIIIMHBI, MOKCT

MPAaKTUYCCKU MPUMCHUTHL CBOU 3HAHUA.

OHCHKa «HCYOOBJICTBOPUTCIBHO»

npeaMera U caado 3HaeT U3y4aeMblid pa3/ies JUCUUTUINHBL
O1neHOYHBIE CPENCTBA ISl MHBAINIOB U JIMII C OTPAHMYCHHBIMU BO3MOXKHOCTSIMHU 3/I0POBbSI BBIOHMPAIOTCS
C YU4ETOM WX WHAWBUIYAIBHBIX MICUX0(PU3NIECKUX OCOOCHHOCTEH.
OTPAaHUYEHHBIMH BO3MOXXHOCTSIMH ~ 3J10POBbS
MIPEOCTABIISIETCS IOTIOTHUTENILHOE BPEeMs ISl TIOATOTOBKH OTBETA Ha AU (HEpEeHIIIPOBAHHOM 3a4ETE;

— IIpu HGO6XOIII/IMOCTI/I HHBaJIWJaM MW JHIOaM C

— NPU TPOBEIECHUH MPOUEHAYPHI

CTaBUTCs, KOraa CTYACHT HCE OCBOHMJI OCHOBHOTO COACPKAHUA

OLCHHBAHWA PE3YJIbTATOB 06y‘ICHI/I$I HUHBAJIMAOB MW JIUI[ C

OTPAaHUYCHHBIMH BO3MOXHOCTSIMU 3JIOPOBbSI TIPEIyCMATPUBACTCS HCIIOIb30BAHUE TEXHUYECKUX CPEJICTB,
HEOOXOIUMBIX UM B CBSI3U C MX MHIUBHIyaTbHBIMH OCOOCHHOCTSMU;
— TMpU HEOOXOAMMOCTH JIJIsi OOYUAIOIIMUXCA ¢ OTPAHUYEHHBIMU BO3MOXHOCTSIMU 3JI0POBbSI U MHBAJIUJIOB
MpoIleIypa OLIEHUBAHUS PE3YAbTATOB OOYUCHHS IO TUCIUILUIMHE MOKET MPOBOJAUTHCS B HECKOJBKO ITAIOB.
[Tponieaypa orieHUBaHUS pe3yIbTATOB OOYUYECHHS WHBAJIMJIOB U JIUIl C OTPAaHUYECHHBIMU BO3MOXKHOCTSIMU
3I0POBBSl TIO0 JUCHUIUIMHE (MOJIYJII0) TIpeayCMaTpuBaeT TipeaocTaBieHne wuHdopmanuu B dopmax,
aJanTHPOBAHHBIX K OTPAHUYEHUSIM UX 3JI0POBbS M BOCTIPUSATHS UHPOPMALIUHU:

JInst mun ¢ HapyIIeHUsIMU 3pECHUS:

— B neyaTHOH ¢opMe yBETUUYEHHBIM HIPUPTOM,
— B (hopMe 2IEKTPOHHOIO JJOKYMEHTA.

JInst AL ¢ HapymeHUsIMM CITyXa:

— B Tme4yaTHou dopme,
— B (hopMe IEKTPOHHOTO JJOKYMEHTA.
JLnst AL ¢ HapyeHUsIMM OTTIOPHO-JIBUTaTEIbHOTO anmapara:
— B Tie4yaTtHou dopme,
— B (hopMe IEKTPOHHOTO JOKYMEHTA.
JlaHHBII IEpeYeHb MOXET OBITh KOHKPETU3HPOBAH B 3aBUCHMOCTH OT KOHTHHTEHTA 00yJaIOIIUXCS.

7.3 OueHo4YHbIe CPEACTB /JIsl IPOBeleHUsl TeKYIIel aTTecTalun
Texymas arrectanus mo guciumuae OI1.04 JlokymeHTHOE oOecrieueHHne YIpaBJICHHUS MPOBOAMUTCS B

dhopwme:

— (poHTaNBHBI OMpOC;
— UHJUMBUIYAJIbHBIN YCTHBINA OINPOC;
— MHCHMEHHBIN KOHTPOJIb;
— TECTHUpPOBaHUE M0 TEOPETHUECKOMY MaTepuaiy;
— TMpakTuyeckas pabora;
— 3alllMTa BBIMOJIHEHHOTO 3aJJaHMs.

IpakTu-
dopma Heciim JInuHble KayecTBa Ipumepb1
aTTecTaluu 3nanus Ymenus onert o0yuaromerocs OLICHOYHBIX CPeJICTB
(Baane-
HHE)
(bpOHTATBHBIH TEOPETUIECKIE OCHOBHI | MCIOIH30BAThH CamocrosarensHOCTh, | OOCyXIeHue
orpoc TEXHOJIOTUHI HCTOPHYECKUHN OIBIT BOCHPHUHMYHBOCTH K BBIHECEHHBIX B
OpraHM3aIN CITY)KOBbI OpraHM3aIn HOBOMY, BOIIPOCOB TEM U
nH(pOpMannoHHO- JIETI0NPON3BO/ICTBA CHCTEMHOCTb, KOHTPOJBHBIX
JOKyMEHTAIlHOHHOT O JUTSL peIICHUS AQHAJTMTUYHOCTH, BOIIPOCOB
obecnieueHns MIPaKTHYECKNX 3a]1a4; apryMeHTHPOBaH-
YIIpaBIICHUS; TIPUMEHSTH HOCTb,
COBPEMEHHYIO NIPHOOPETEHHBIC BHHMaHHeE, TaMsITh
OpraHM3aIHIO 3HaHUA B
JIeTIONPON3BOJICTBA B JIOKyMEHTOBEJICHUH 1
Poccum; TpeboBanms JOKyMEHTAIIHOHHOM
MEXIYHAPOIHOTO obecrieueHNN
cTaHzmapra YIIpaBIICHUS
HOPMaTHBHO-
METOJIMYECKHE
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JOKYMCHTEI,

perIaMeHTHP VIOTITHE
J0Y
WHIUBUAYAIGHBIA | COBPEMCHHYIO HCTIOTB30BaTh IIpaBUIBHOCTS, [epedeHs BOIIPOCOB,
YCTHBIH OTIPOC OpTaHU3AIHIO COBpPEMEHHBIC BEIPA3UTEIFHOCTD, pedepaTsl
JIEITOTIPON3BOJICTBA B KOMIBIOTEPHEIC SICHOCTh, TOYHOCT , KonTtpomnbHEIe
Poccuu, TpeboBaHus TEXHOJIOTHH B JIOTHYHOCTh BOIIPOCHI IO TEMaM
MEXTYHAPOIHOTO OpTaHu3aIIH apryMEHTHPOBaH- MIPHUIATaOTCS
cTaHmapra JIeTIONPON3BO/ICTBA HOCTb,
BHUMAaHHE, TTAMSATh
MTUCHMEHHBIN cnenupuKy TIPUMEHSITh AKKYypaTHOCT, Penrenue 3anay,
KOHTPOJIb OpraHU3aIiu PUOOPETCHHBIC CaMOCTOSTEITLHOCTD, TECTOB M UX
JICITOTIPOU3BOJICTBA B 3HAHUA B BHUMaHHE, MBIIJICHHE | OOCY)KICHUE C TOYKH
TOCYJapCTBCHHBIX U JIOKYMCHTOBEICHUH U 3pEHHS YMEHUS
HEroCyIapCTBEHHBIX JIOKYMCHTAITHOHHOM (dhopmynupoBaTh
0aHKax; HOPMATHBHO- obecreyeHun BBIBOJIbI, BHOCHTh
METOIUYCCKUE yIIpaBJICHUS, PEKOMEHIAITUH U
JIOKYMCHTBI, COCTABJIATH TPOCKTHI MPUHUMATD
perJaMeHTHP YIOTITHE OpTaHU3aIOHHO- aJICKBaTHBIC
OV paunonanbHyto pacnopsiAUTENbHBIX pelieHus;
TEXHOJIOTHIO MPHEMa, JIOKYMCHTOB
TIPOX OXKACHUS,
MOATOTOBKH U
OTIPaBKH JOKYMEHTOB
B TPAIUIIMOHHBIX U
ABTOMATH3UPOBAHHBIX
cucremax J10Y
TECTHPOBAHUE I10 COBPEMEHHYIO HCIIOJIb30BATh BuuManue, [TepeueHn BOIIPOCOB,
TEOPETHYECKOMY OpraHM3aIHio COBPEMEHHbIE MBIILICHUE, TIAMSITh, 00pa3iibl TECTOB
MaTepuany JIeTIONPOU3BOJICTBA B KOMITbIOTEPHBIC MPaBUIILHOCTb,
Poccuu, TpeboBanus TEXHOJIOTUH B CaMOCTOSITEIIbHOCTb.
MEKAYHAPOTHOTO OpraHu3aniu
craHjapra JIeTIONPOU3BOJICTBA
palroHABHYIO
TEXHOJIOTHIO MIPUEMa,
MIPOX OXKJICHUS,
MOATOTOBKU U
OTIPaBKH JJOKYMEHTOB
B TPAJAUIMOHHBIX U
ABTOMATU3UPOBAHHBIX
cucremax JIOY
MpaKkTHYecKas TEOPETUYECKUE OCHOBBI | COCTaBIISATH MPOCKTHI [MpaBunbHOCTD, PacuerHo-
pabora TEXHOJIOTUH OpraHu3aIlOHHO- SICHOCTB, TOYHOCTb , rpaduyeckue
OpraHu3aIHU CIYXKObI PpacmopsIIUTENbHBIX JIOTUYHOCTh 3aJ1aHusl,
nH(pOpMAINOHHO- JIOKyMEHTOB apryMeHTHPOBaH- KOMILIEKCHOE
JIOKyMEHTAIIHOHHOT'O HOCTb, 3aJjaHue,
obecnieueHus BHUMaHHE, MaMsITh MPaKTHYECKOE
yIIPaBIICHUS; 3aJjaHue
TIPUHIUTIBI
OpraHM3aIy 1 33a49K
CITYK0
JIOKyMEHTAIIHOHHOT'O
oOecrieueHns OaHKa;
COBPEMEHHYIO
OpraHU3aIHio
JICTIONPOU3BOJICTBA B
Poccun, TpeboBaHus
MEXTYHAPOIHOTO
CTaHJapTa
3amuTa HOPMAaTHBHO- HCTIOTB30BaTh CaMocTrosTenbHOCTh, | BrimonneHue
BEITIOITHEHHOT O METOANICCKIE HCTOPUYCCKHM OITBIT BOCIIPHUMYHBOCTH K 3alaHUi U
3aIaHuS JIOKYMECHTBI, OpTaHU3aIIH HOBOMY, obcyxIeHne
PperIaMeHTHP IOIITIe JIEITOTIPON3BOJICTBA CHCTEMHOCTb, pPE3yIABTATOB
JOVY; Teopermaeckue JUTS PEIICHUS AHAIUTHIHOCTD,
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OCHOBBI TCXHOJIOI'UH
OopraHusanuu CJ'Iy)K6BI

MOPAKTUYCCKUX 3a7a4;
COCTaBJISITb MTPOCKTHI

apryMEeHTHPOBaH-
HOCTb,

uH(pOpMAIUOHHO- OpraHu3aIMOHHO- BHHMaHHE, IIaMATh
JIOKYMEHTAIIHOHHOT'O PacCTopsIIUTEIbHBIX
obecnieueHnst JIOKyMEHTOB;
yIIPaBJICHUS, HCITOJIE30BaTh
COBPEMEHHYIO COBpEMEHHBIE
OpTaHU3AIHIO KOMITBIOTE€PHBIE
JICITOTIPOU3BOJICTRA B TEXHOJIOI'UH B
Poccuu, TpeboBaHus OpraHu3aIyu
MEXTYHAPOIHOTO JICITOTIPON3BOJICTRA;
CTaHgapTa; CIeHUPUKy | MPUMEHATH
OpraHU3aIU pUOOpETEHHBIE
JICITOTIPOU3BOJICTRA B 3HAHUA B
rOCYIapCTBEHHBIX JIOKyMEHTOBEJIEHUH U
HEroCyIapCTBEHHBIX JIOKYMEHTAI[HOHHOM
0aHKax; IPUHIIUTIBI obOecrieueHuu
OpraHM3alMy ¥ 3aJa4d | YIIPaBJICHUS

CITYKO

JIOKYMCHTAI[HOHHOT'O

obOecrieueHust OaHKa;

HOPMaTHBHO-

METOINYECKUE

JIOKYMEHTBI,

perlaMeHTHPYIOIIHE

JOY; panmoHaneHy0
TEXHOJIOTHIO IpUeMa,
TPOX OXKJICHUS,
HOJTOTOBKH U
OTIPaBKU JOKYMEHTOB
B TPAJMIMOHHBIX U
aBTOMaTU3UPOBAHHBIX
cucremax J10Y

IIpumepHBIE TECTOBBIC 3aJaHUA:
Tema 1. lokyMeHTALIMOHHOE O0ecIeYeHHe - OCHOBA TEXHOJIOTHHU YIPaBJIEHUS
1. «/le1onpoU3BOACTBO» — 3TO..
1. cucrema xpaHeHUs JOKyMEHTOB;
2. COCTaBJIEHUE JJOKYMEHTOB;
3. oTpacib AeaTenbHOCTH, 00eceunBaroas JOKyMEHTUPOBAHNE U OPraHU3aI|I0 pabOThI C
o(uLMaNbHBIMU JOKYMEHTaMH.
2. YKa:KuTe TePMHMH, MMEIOIIMII TAKOI 7Kke CMBIC/I, KAK M TEPMHH «/1eJIONPOU3BOICTBOY.
1. noxymMeHTHpOBaHHUE;
2. cucrema JOKyMEHTaluH;
3. JIOKyMEHTallMOHHOE 00ecrieueHue yrpaBIeHuUs;
4. nOKyMEHTUpOBaHHas WH(pOpPMAIIHUL.
3. ITonTMHHUK TOKYMEHTa — 3TO:
1. IlepBblii UM €AMHCTBEHHBIN 3K3EMILIIP JOKYMEHTA.
2. DK3eMIUIIp JOKYMEHTa, C KOTOPOTO CHSTA KOIUS.
4. IOpuauyeckasi CH1a JOKYMEHTa — 3TO:
1. OcobeHHOCTH BHEIIHETO 0(OPMIIEHHS TOKYMEHTA.
2. CBUAETENBCTBO HAJIUYUA B JOKYMEHTE MOJIOKEHUI HOPMATUBHOIO XapaKkTepa.
3. CriocoOHOCTh JOKYMEHTa MOPOKIAaTh ONpPEIeIeHHbIE TPABOBBIE MOCIEACTBHUS.
5. UmeeT I OPHANYECKYIO CHITY JOKYMEHT, IOJY4eHHBbIH M0 GaKCHMUWILHOMI cBS3U?
1. Ha.
2. la, IO COTJIAIIEHUI0 CTOPOH HH(POPMALIMOHHOTO OOMEHa.
3. Her.
6. Kakoii n3 nepe4yucJIeHHbIX PEKBU3UTOB He OTHOCUTCSI K PeKBU3UTaM yA0CTOBepeHusi?
1. I'pud yrBepxxaeHus.
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2. Ileyars.

3. OTMeTKa 0 3aBEpEHNE KOIHH.
4. Buza coriacoBaHHs.

5. IMoamnucek.

7. Kakue peKBM3UTHI BKJIIOYAKTCA B 0JIAaHK nUcbMa?
1. MecTo cocTaBiieHUsl WIN U3/1aHUS IOKYMEHTA.
2. 3aroioBOK K TEKCTY.
3. HaumeHoBaHue opraHu3anuu.
4. ToBapHBIil 3HAK (3HAK OOCITY)KUBAHUS).
5. HaumenoBaHue BuJa JOKYMEHTA.

6. Anpecar.

7. CipaBo4HbI€ JaHHBIE 00 OpraHU3aIUy.
8. Ha kakoMm 3K3eMILIsipe 1eJ10BOr0 MUCHMA, MOATO0TOBJIEHHOM /IUIsl OTIIPABKHU ajpecaTy Mo noure,
NPOCTABJSIIOTCH BU3bI?

1. Ha moyiMHHUKE, OTIPABIISIEMOM aJIpecary.

2. Ha xomuu, moMemniaeMoi B JeJI0 OpraHu3aIiH.

9. Kakoe nucbpMo 3aBepsieTcs Ne4yaTbio?

1. 'apanTHitHOE MHCHMO.
2. Kommepueckoe npeioxKeHue.
3. ITucemo-npockoa.

10. Kakoii JOKyMEHT OTHOCUTCH K HEPEerucTpupyemMbim?

1. ITucemo-3amnpoc.

2. Kanoba rpaxaanuHa.
3. ConpoBOUTENBHOE MUCHMO.
4. PeknaMHOE IHUCHEMO.

IIpuMepHbIe BONPOCHI IIsl YCTHOTO OINpoca:

1. 3HayeHue nNpaBUIBLHON OpraHU3alMK JEIIONPOU3BOACTBA ISl pabOTHI arrapara yrpaBieHHUs.
2. HopMaTuBHO-METOAMYECKUE JOKYMEHTHI, PETJIAMEHTUPYIOIINE OPraHUu3alMIo JeIONPOU3BO/ICTBA.
3. IlonsTe 0 JOKyMEHTE U ero (yHKITUSX.
4. Yuudukauusa v cTaHAapTH3aLus JOKYMEHTOB.
5. Odopmiienue pekBu3UTOB "ampecat", "pe3ororus'.
6. Odopmienue pekBU3UTOB "rpud yrBepKacHus", "moAnucs".
7. Odopmienue pekBu3uTOB "narta", "rpud cormacoBanus AokymeHTa'", "oTMETKa 0 KOHTpoJe".
8. OdopmiieHrne peKBU3UTOB "BU3bI COTJIACOBAHUS JOKYMEHTA", "'3ar0JIOBOK K TEKCTY".
9. OdopmiieHrne peKBU3UTOB "OTMETKA 00 WCIIOJIHCHHH JOKYMEHTA M HalpaBJICHUH €ro B jeio", "oTMeTKa o
HaJU4YUH IPUIOKEeHHs ", "HAaMMEHOBAaHUE BU/1a JOKyMEHTa'".
10. 3naveHue U BUIbI OIAHKOB JOKYMEHTOB, PEKBU3UTHI OJIaHKOB, ClIOCOOBI 0(hopMIieHuUs OJIaHKOB.
7.4 OneHo4HbIe CPeACTB IS MPOBeCHNUs IPOMEKYTOYHON aTTecTAlUN
[IpomexxyTouHas arrectanus
IIpakTryeckuit JInuHble kauecTBa Tpmvepst
®opma arrecTanyu 3HaHus YMmeHus OILICHOYHBIX
OTIBIT (BIIAJICTD) o0yyJarormerocs
CPEICTB
HuddepeHnnpoBaHHbIi | TeOpETHIECKIE HCTIONB30BaTh CamocrosaTensHOCTs, | Bompockr:
3a4eT OCHOBBI TEXHOJIOT U I/ICTOPI/I‘ICCKI/IIZ BOCIIPUHUMYHNBOCTD K TIprIararoTcs
OpTaHU3AIMH CITY)KOBI | ONBIT OpTraHU3AINN HOBOMY,
WHPOPMATNOHHO- JIEIIONPOU3BOJCTBA CHCTEMHOCTb,
JOKYMEHTAITUOHHOT'O UL PETIEHUS AHAJIMTHYHOCTD,
obOecrieueHust MPAKTUYCCKUX APryMCHTHPOBAH
YHpaBJICHUA, 3a1a4; COCTaBJIATh HOCTB,
COBpPCMCHHYTIO MIPOCKTHI BHHMAaHHEC, IIaMATh
OpraHu3aluro OpraHnu3alMoOHHO- HpaBI/IHLHOCTB,
JACITOIMPOU3BOACTBA B PpacrnopsaaAnTCIbHbIX BbIPa3UTCIbHOCTD,
POCCI/II/I, Tpe60BaHI/I$I JAOKYMCHTOB;, SICHOCTb, TOYHOCTE ,
MCKAYHAPOAHOT'O HCIIOJIb30BATh JIOTMYHOCTD,
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CTaHIapTa; COBpPEMCHHbIC aKKypaTHOCTb,
crielupuKy KOMIBIOTEPHBIE MBIIIUICHHE,
OpraHU3aLU TEXHOJIOTUH B BBIPA3UTEIILHOCTD
JICTIONPOU3BO/ICTBA B | OpraHU3aluu peyn.
rOCYJapCTBEHHBIX U JIeTONPOU3BO/ICTBA;

HETOCYIApCTBCHHBIX | MPUMEHSTh

0aHKaX; MPUHIIUTIBI NpHOOpETCHHBIE

OpraHH3aIid 1 3HAHUS B

3a/a4uu CIryx0 JIOKyMEHTOBEICHUH

JOKYMEHTAIIHOHHOTO | U

obecnieyeHuns 0aHka; | JOKyMEHTAIlHOHHOM

HOPMATHUBHO- obecreueHnn

METOAINYECKHE yIpaBIICHUS

JIOKYMEHTHI,

periaMeHTHPYoNIne

HOYVY; paunoHanbHyO

TEXHOJIOTHIO TIpHEMa,

TPOX OXKICHUS,

HOJITOTOBKH U

OTIPABKH

JIOKYMEHTOB B

TpaaAUIIMOHHBIX U

ABTOMATU3UPOBAHHBIX

cucremax J10Y

7.4.1 IlpuMepHBIe BONIPOCHI /ISl IPOBEICHUS NTPOMEKYTOYHOM aTTeCTALMHU

[Tonsitue «JlokymeHT».

OO61as xapakTepucTuka JOKyMeHTOB. DyHKIIMU JOKYMEHTOB.

JloroBop TpancnopTHOU dkcneauu. OCHOBHBIE Pa3IEbl.

Bunel 1okyMeHTOB U MX KiIaccuPUKAIs

PexBu3ut «OT™METKAa O HATMYHUH TPUIIOKECHUIN.

Ponb noxkyMeHTalmoHHOTO 00ecrieueHus yIpaBiIeHHs] B COBPEMEHHOMN OpraHu3alyu.
PexBusut «I'pud cornmacoBanus nokymenta». Cocras. OpopmiieHue.

Crangaptuzanus v yHu(UKaLKs TOKyMEHTOB.

PexBusut «I'pud yreepxaenus nokymentay. Croco0bl oopmieHus.

0. bnank noxymenra. Bujbl 651aHKOB, X XapaKTepUCTHKA.

1. PexBu3sur «3arosioBok k Tekcty». [IpaBuia opopmiieHus.

. Ocobennoctu oopmiienus gokymenrta «llonoxxenue». Ilonstue, peKBU3UTHI.

13. PexBusut «Pe3omonusy. [lopsaaok odpopmieHus.

14. Ha3nauenue, cOcTaB U 0OCOOCHHOCTH 0(OPMIICHHS OPraHU3allMOHHBIX IOKYMEHTOB.

15. PexBusut «Bu3sbl coriacoBanus AokyMeHTa». O0IacTb mpuMeHEeHHs.

16. Ha3nauenue, cocTaB u 0COOCHHOCTH 0(OPMIICHHUS PACIOPATUTENBHBIX JOKYMEHTOB.

17. PexBusut «Perucrpanuonnslii Homep JokyMeHTa». [IpaBuia mpocTaBieHus: HA BHYTPEHHUX TOKYMEHTaX,
HCXOJAIINX TOKYMEHTaX.

18. Hazuauenue, coctaB U 0COOEHHOCTH 0(OpMIICHHS HHPOPMAIIMOHHO-CIIPABOYHBIX JJOKYMEHTOB.
19. PexBusut «HammeHoBaHue Buja 1oKyMeHTay. [IpaBuna odopmiaeHus.

20. Ocobennoctu oopmienus gokymenta «lIpuka3y. [ToHsTHE, pEKBU3HUTHI, BUIBI PUKA30B.

RBOOo~NoORA~LONE

-
N

7.4.2 IlpuMepHbIe 321241 Ha 3a4eT

3agaya 1. CocraBbTe IpHKa3 MO CTPOUTENBHOMY KoomeparuBy "HHTepcTpoil" O HenpaBWIBHOM
UCIOJIb30BAHUU CTPOUTENBHBIX OTXOJ0B. B KOHCTaTHpyrolell 4acTH yKakuTe, 4TO NMpHU HpoBepKe padoThI
CKJIaJla NWIOMAaTEepHUaJoOB YCTAHOBJIEHBl (aKThl OTIyCKa B KOTEIbHYIO Ui CXKUTAHUS OTXOJOB
nuiomMarepuanoB JUIMHHON cBbiie 20 cM. B pacnopsiiuTensHON yacTu cieayeT NpeioKUTh 3aBeAyIOIEMY
CKJIaJIOM OpPraHU30BaTh padoTy MO peaan3alii OTX00B YAaCTHBIM JIUIAM.
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8 JONNIOJIHUTEJIbHOE OBECIIEYEHUME JUCHUIIJINHBI
[Tpunoxxenue 1. Metoauueckue peKOMEHAALNN AJIs IPAKTUYECKUX 3aHITHH.
[Tpunoxxenue 2. DIEKTPOHHBIE MPE3EHTALUY.
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JIMCT
M3MEHEHMI paboyeil mporpaMmbl y4eOHON AUCIIUIUIMHBI
OI1.06 JlokymMeHTallMOHHOE 00€ecTIeueHne ypaBIeHUs

JIOTIOTHEHUS ¥ U3MEHEHUsI, BHOCUMBIE B pabOUyIO MPOrpaMMy TUCIUTUINHBI HA
20_/20 _ yueOHBIii TOI

OcHOBaHUs BHECEHUHA Paspea PII/I, B KoTOpbIi Conep:xanne BHOCHMBIX
JAOIOJTHEHUM U BHOCATCH M3MEHEHUA JAOMOJTHEHU, U3MEHEeHH I
HU3MEHEHHH
[Ipennoxenue
paboromarens
[Ipennoxenue
COCTABMTES TPOTPaAMMBI
pyrue ocHOBaHUS

COCTaBI/ITCHL: HpeHO,ZIaBaTCJIL, KaHlI.HCI/IXOJ'I.HaYK, JOLICHT HH CepmoK
NOONUCH

YTBepKaeHa Ha 3aceJaHHH MPEIMETHOW (IMKIOBOH) KOMHCCHHM SKOHOMHYECKHX
JTUCIUTUIMH
poTOKOI Ne OT & » 20 L.

[Ipencenarens npeaMeTHOHN (IIUKIOBOM) KOMUCCUU

SKOHOMHMYECKUX JUCIUTLIUH E.A. KoGenera

<« » 20 L.
3amecTuTeNb TUPEKTOpa Mo yueOHOM paboTe JILA. TlapaMmoHEHKO

<« » 20 L.
3aBenyrormias OnOnuoTeKol uirana A.B. CxisipoBa

«  » 20 T.

NHxxenep-nporpaMMucT
(mporpaMMHO-UH(GOPMAITMOHHOE
obecrieyeHne 00pa30BaTeIbHON IPOTPAMMBI) C.A. Makees
«  » 20 T.
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Penenszus
Ha pa0d04y10 NporpamMmMy JMCUUIIMHBI
«/lokymeHTallHOHHOE 00ecIieYeHne YIPaBJICHUD)
CHEHMATBHOCTh « JKOHOMHUKA M OyXTaJTepPCKU Y4eT (110 OTPACISIM)»

PaGowass  mporpamma  yuyeOHOW  JUCHUIUIMHBI  «JlOKyMEHTallMOHHOE
obecrieueHue  ympaBieHus»  pa3paborana  Ha  ocHoBe  DenepanbHOro
rOCYJapCTBEHHOT0 00pa3oBaTEIBHOTO CTAaHAApTa IO CHIEHUATBHOCTH CPEIHETO
npodecCUOHaNBbHOTO 00pa3oBaHusd «IJKOHOMHMKA M OyXraiaTepckuili yder (1o
OTPaCIsIM ).

PabGouass mporpamma mnpeaycMaTpuBaeT NPUOOpPETEHUE 3HAHUN B 00JaCTH
TEOPETUYECKUX OCHOB TEXHOJOTMH OpTaHU3alMu CIyKObl HMHGPOPMAIMOHHO-
JTIOKYMEHTAIIMOHHOTO ~ O0EeCleUeHus]  YIpaBJICHUs; COBPEMEHHOM  OpraHu3aiuu
nenonpousBoacTBa B Poccun.

B pesynbrare ocBoeHUs yueOHON MTUCIMUIUIMHBI 00YYarOIIUICS TOJDKEH 3HATh:

— TEOpeTUUYECKHUe OCHOBBI TEXHOJIOTUU OpraHu3aIuu CITYKOBI
MH()OPMAIIMOHHO-TOKYMEHTAIITMOHHOTO 00€CTICUCHUS YIIPaBJICHUS,

— COBPEMEHHYIO OpraHM3aluio Jenonpou3BojictBa B Poccum, TpeboBaHuUs
MEXTyHApOHOTO CTaH1apTa;

— crneuu(puKy OpraHu3aluyd JeJONPOU3BOJACTBA B TOCYAAPCTBEHHBIX H
HETrOCy/IapCTBEHHBIX OaHKaX;

— MPUHIMUIIBI  OpPraHW3allid W 3aJa4yd  CIyXk0  JTIOKYMEHTallMOHHOTO
obecrieueHus OaHKa;

— HOPMaTHUBHO-METOJUYECKHE JOKYMEHTHI, peraamentupytomue 10V

— palMOHAJIBbHYI0O TEXHOJIOTHIO TIpHeMa, MPOXOXKIACHUS, MOJATOTOBKH U
OTIIPaBKH JTOKYMEHTOB B TPAJAMIIMOHHBIX U aBTOMAaTU3UPOBaHHBIX cucTemax [JOVY.

B pesynprare ocBOeHUsS 0053aTEIbHONW YacTH JUCIUILIMHBI OOyYaroIIuiCs
JIOJIKEH YMETh:

— HCIOJb30BaTh HWCTOPUYECKHUI OIBIT OpPraHU3allid JEJIONPOU3BOACTBA IS
pEIICHHS MPaKTHYECKUX 3a/1a4;

— COCTAaBJISITh MIPOEKTHl OPTraHU3aLMOHHO-PACIIOPSAUTENBHBIX TOKYMEHTOB;

— HCIOJIb30BaTh COBPEMEHHBIE KOMIBIOTEPHBIE TEXHOJIOTMM B OpraHU3aluu
JEJIONPOU3BOICTBA;

— MPUMEHATH  NPUOOpPETEHHBIE  3HAHUS B JOKYMEHTOBEJIEHUU U
JOKYMEHTAIIMOHHOM 00€CTICUeHUH YIPABIICHHUS.

CopepkaHve NHUCIMIUIMHBI COOTBETCTBYET YYEOHOMY IIAHY CHEIUATBHOCTH
«OKoHOMUKA U Oyxrantepckuii y4eT (1mo orpacisam)y» punuana @I'BOY BO KyoIl'y B
r. Tuxopenke.

Peuenzent, nupekTop Wi
OO0 «lleHTp OKa3aHWA KOHCAITUHTOBBIX YCIIYT» [/ M M.B. MutoBa



Penen3us
Ha pado4y10 NPOrpaMmy U CHUNIHHBI
«JlokymMeHTalIMOHHOE o0ecneyeHue YIpaBaeHUsD)
CNENHUATBHOCTD « JKOHOMHKA U OyXrajrepckuii yuet (10 0TPacisiM)»

PabGouas mporpamma yueOHOW AUCHUIUIMHBI «JlOKyMEHTAllMOHHOE OOecreueHne
yOpaBJIeHUs»  pa3paboTaHa  Ha  OCHOBE @denepanbHOr0  roOCyJapCTBEHHOIO
00pa30BaTEeNIbHOIO  CTaHJapTa MO CHEHHMAJbHOCTH CpPeAHEro MNpoeCcCHOHAIBHOIO
oOpa3oBaHus «DKOHOMHKA M OyXraiTepcKuil y4eT (110 OTpacisiM).

B crpykType mporpaMMmbl MOATOTOBKM CHEIHMAINCTOB CPEIHETO 3BEHA ydeOHas
IucuUIuinHa — «JloOKyMeHTauMOHHOEe ~ o0ecriedeHue  YIpaBJieHHUs»»  OTHOCHTCS K
npodeccruoHanbHON MOATOTOBKE M BXOAUT B COCTaB 00LIeNpo(peccHOHaNbHOrO UKIIA.

PaGoueli mporpamMmoil MpeaycCMOTpPEHO MNpHOOpeTeHHWe 3HaHuil B 00JacTu
TEOPETHYECKUX  OCHOB  TEXHOJOTHH  OpraHM3allud  CIYyXObl ~ WH(POPMAIMOHHO-
JOKYMEHTAallMOHHOTO ~ oOecrneueHuss  yIpaBJICHHUS, COBpEMEHHOH  OpraHU3aIlH
nenonpousBojcTBa B Poccum.

B xone uzydyeHnus paccMaTpUBaIOTCA CIEAYIOLUIUE TEMBI:

— JIOKyMEHTAIIMOHHOE 00ECIIeYeHHE - OCHOBA TEXHOJIOTUH YIPaBICHUS;

— OpraHu3aius JeJoNpOoU3BOACTBA U €r0 HOPMAaTUBHO-METOANYECKas 0a3a;

— OpraHu3aius J0KyMEHTO0000poTa;

— perucTpamusi JOKYMEHTOB ¥ OpTraHM3alus CHPaBOYHO-MH(POPMAIMOHHOTO
o0cTy)KMBaHUS;

— KOHTPOJIb 32 CPOKAMHU UCIOJIHEHUSI JOKYMEHTOB;

— OKCHepTH3a LIEHHOCTH JIOKYMEHTOB B JEIONPOU3BOCTBE;

— XpaHeHHe IOKyMEHTOB B apXUBE OpraHHU3aIUU;

— CHCTE€Ma OpraHM3alMOHHO-PACTIOPSAIUTENILHON JOKYMEHTAIUH;

— UHPOPMAIIMOHHO-CIIPABOYHAS JJOKYMEHTAIIUS;

— JIOKyMEHTAIHs 0 JUYHOMY COCTaBY;

— (¢uHaHCOBas JOKyMEHTAIUS;

— HampasiieHusi coBepiuieHcTBoBanus J1OY.

B paboueil mporpamme oTpakeHbl IPAKTHUECKUE YMEHUS:

— HCIIOJIb30BaTh HCTOPUYECKUH OMBIT OpraHu3alMy AENOMpPOU3BOJICTBA IS
pElIeHUs TPAKTUYECKUX 3a7a4;

—  COCTaBJISTh MPOEKTHI OPraHU3AIMOHHO-PACTIOPSIUTEIBHBIX JOKYMEHTOB;

— HCIIOJNIb30BaTh COBPEMEHHBIE KOMITBIOTEPHBIE TEXHOJOTUU B OpTraHU3AINH
JIeIOTIPOU3BO/ICTBA;

— NPUMEHSTH MPUOOPETEHHBIE 3HAHUS B JTIOKYMEHTOBEICHUH u
JOKYMEHTALlMOHHOM 00€CIIeYeHUN yIpPaBICHHUS.

N3ydyenne naHHON AMCHMIUTUHBI CrOCOOCTBYeT A(h(EKTHBHOM M KaueCTBEHHOUN
MOJITOTOBKE MOJIOABIX CIEIUAIMCTOB B 00JaCTH SKOHOMHUKHU U OyXTrajlTepCKOro yJera.

O0BEM, CTpyKTypa U coaepxaHue pabodeil mporpaMMbl COOTBETCTBYIOT y4eOHOMY
TUTaHy CTIEHUAIbHOCTH.

PenenseHT, kaHAuIaT JKOHOMUYECKUX HAYK,
JOLEHT, JOUEHT Kadeapbl SIKOHOMHUKHU

u MeHepkMenTa ¢punana PI'BOY BO
«KybaHckuii rocy 1apcTBEHHbIN YHUBEPCUTET»

B r. Tuxopeuke N.B. Ky3Henosa
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