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HaBbIKaxX, IIOJIYYCHHBIX CTYACHTAMHU IIpU HW3YUYCHUHU JUCHUIIIIMHBI

1 IACIOPT PABOYEM ITPOT'PAMMbBI YYEBHOM JUCIUILIUHBI

OI1.04 loxkymeHTALIMOHHOE 00eceyeHue yrpaBjaeHus

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

1.2 MecTo y4e0HOIl JTHCHMILIMHBI B CTPYKTYpe NPOrpaMMbl NMOATOTOBKH CHENMAJIMCTOB CPeHero
3BeHa
JlMcuuIuimHa OTHOCUTCA K TPO(ECCHOHATILHOM MOATOTOBKE M BXOJIUT B COCTaB 00IENPOecCHOHATHHOTO
IIUKJIA.
Hucturumna OI1.04 JlokymeHTanmonHoe obecnieueHne ynpasieHus 0a3upyeTcs Ha 3HAHUAX, YMEHHSIX U

OI1.01

OKOHOMUKA OpraHu3aluu.

Komnerenmuu, ¢popmupyeMbie IpyU U3yUYEeHHH MPEIIIECTBYIONEH TUCIUIUIMHBI, HEO0OX0AUMBIEC TIPU U3yYCHUU
muctumuael OI1.04 JlokyMeHTanmoHHOEe oOecrieueHrue yrpaBJICHHS .
OK 02. OcymiecTBisTh IOUCK, aHAIU3 U WHTEPIPETANIO MHPOPMALIUHU, HEOOXOIUMOMN ISl BBITTOJTHEHHS
3a/1a4 npodeccuoHaIbHON 1eATeIbHOCTH.
OK 09. Ucnonp3oBaTh HHPOPMALTMOHHBIE TEXHOJIOTHH B IPOPECCUOHATBHOM NEATETLHOCTH.

OK 11. Mcnonp30BaTh 3HaHUS MO (PUHAHCOBOM TI'PaMOTHOCTH, IUIAHUPOBATH MPEANPUHUMATEIHCKYIO
JeSTeTbHOCTh B TPO(PECCHOHATIBHOM cepe.
[IK 2.6. OcymiectBiate cOop HHPOpMALMKM O JEATEIBHOCTH OOBEKTAa BHYTPEHHETO KOHTPOJIS IO

BBITIIOJTHEHUIO TPEOOBAHU TPAaBOBOM M HOPMATUBHOM 0a3bl U BHYTPEHHUX PETJIAMEHTOB.

IIK 4.1. Otpaxkath HapacTalOIIMM HMTOTOM Ha cyeTax OyXrajaTepcKoro yd4era MMYILECTBEHHOE U
(UHAHCOBOE TMOJIOKEHHE OPTaHMU3AIlNH, ONPENENATh PE3YIbTAaThl XO35MMCTBEHHON NESTEIHHOCTH 32 OTYETHBIN
HEepUoI.
[1IK 4.4. [IpoBouTh KOHTPOJAb W aHaMW3 HHpopMamuum 00 aKkTHBaXx W (HUHAHCOBOM TIOJIOKEHUHU
OpraHU3al|H, €€ MIaTeKECIIOCOOHOCTH U I0XOIHOCTH.

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

I1K 4.6. Ananu3upoBaTh  (PMHAHCOBO-XO3SHCTBEHHYIO

ACATCIIbHOCTD,

OCYHICCTBJIATDH

aHaJInu3

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

B PE3YJAbTATEC U3YUCHUSA yqeﬁﬂoﬁ JAUCHUITINHBI oﬁyqaloumeca JOJIZKHBI

Ne HNupexc Copaep:xaHue KOMIETeHIUH ~
. NPaKTHYeCKHii
IL.II. | KOMIeTeHI[U T (nm e€ yacTn) 3HATh yMeTh
OnNbIT (BJa/1€Th)
1. | OK-02 OcCyImecTBIATh OUCK, aHAIN3 | CYIIHOCTh onpeneniTh
W MHTEPIIPETAIHIO OpraHM3aliy KaKk OpraHU3aIIOHHO-TIPABOBbIE
nHpopmannu, He00X0IUMOit OCHOBHOTO 3BEHA (opMBI OpraHu3anui
JUISL BBITTOJTHEHUS 337124 9KOHOMUKH OTpacieit
npodeccHoHaIBEHOM
JeATEeIbHOCTH.
2. | OK-09 Hcnons3oBats CIOCOOBI PKOHOMUH HaXOJUTh ¥ UCIIOIb30BaTh
nH}popMannoHHbIE pecypcoB, B TOM HEO0OX0IUMYIO
TEXHOJIOTUH B YHCIJIE OCHOBHBIE HKOHOMHYECKYIO
npodeccHoHaIBLHOM IHeprocoeperaronye nHdopmanuio
JIeSITeTbHOCTH. TEXHOJIOTUH
3. | OK-11 I/Icnomsosalﬂ) 3HAHUS 110 MexXaHH3MBI OIpEeIeIATh
(bMHAHCOBOM rPaMOTHOCTH, L1eH006pa3oBaKHs OpraHH3aLHOHHO-TIPaBOBbIC
IUIAHUPOBATh (bopMbI OpraHu3auii
MpeANPUHIMATEIbCKYIO
JIeATeIbHOCTh B
npodeccroHansHOH cdepe.
10 | TIK 2.6 OcymiecTBisTh cO0p OpraHu3aLuI0 3aII0JIHATH [IEPBUYHBIC
nH(popManny 0 JEeITENTFHOCTH | MPOU3BOJCTBEHHOTO M | JOKYMEHTHI IO
00beKTa BHyTPEHHETO TEXHOJIOTHYECKOTO HKOHOMHYECKOH
KOHTPOJIS TT0 BHITIOJHEHHIO MPOLIECCOB; JIeSITEIIbHOCTH
TpeboBaHuit IPaBOBOH 1 OLICHKH OpraHM3aIin
HOpPMaTHBHOH 0a3bl U 3 PEeKTUBHOCTH UX
BHYTPEHHHX PErIaMEHTOB. WCTIONIb30BaHMS
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B pesyabTare u3ydyeHus yueOHON IUCHUTNJIMHBI 00y4alolInecs 10/ KHbI
Ne Huaexce ConepixaHue KOMNeTeHIINT =
. NpaKTHYecKuii
IL.1. | KOMIeTeHIIH 1 (n1m e€ yacTn) 3HATH yMeThb
OnNbIT (BJa/1€Th)
11 | TIK 4.1 OTtpaxkaTh HaApaCTAIOIIHM MIPUHIIAITEI I METONIBI | OTIPENENSITh COCTaB
UTOTOM Ha CUeTax YIIpaBICHUS MaTepuaabHbIX, TPYJOBBIX
OyXranTepcKoro ydera OCHOBHBIMH U 1 (pMHAHCOBBIX peCcypcoB
HUMYIIECTBEHHOE U 000pOTHBIMHU OpTaHM3aIN
(bUHAHCOBOE TIOJIOKEHHE cpencreaMu; GOpPMEL
OpraHHU3aliH, OIPEIEeIISATh OIUIaTHI TpyAa
pe3yJbTaThl XO3S1IICTBEHHON
JIeATEILHOCTH 33 OTYETHBIN
HEepUO/.
12 | TIK 4.4 [TpoBOANTH KOHTPOJIb U COCTaB paccuuTHIBATH I10
a”anu3 uHGopmanuu 0o MarepuaibHbIX, NPUHATON METOIMKE
aKTHBaX M (PHHAHCOBOM TPYIOBBIX U OCHOBHBIE TEXHHKO-
MIOJIO)KEHUN OPTaHU3alny, €€ | (MHAHCOBBIX 9KOHOMHYECKHE
IUIATEXECIIOCOOHOCTH 1 pecypcos; MOKa3aTeIH ACATCIBHOCTH
JOXOJTHOCTH. OPTaHH3AIIIO OpTaHM3aIN
MPOU3BOJICTBEHHOTO U
TEXHOJIOTHYECKOTO
MPOLIECCOB;
OLICHKH
3¢ GEKTUBHOCTH UX
WCIIOJIb30BaHHMsI
13 | TIK 4.5 IIpunumars yyactue B OCHOBHBIE IPUHIMIIBL | 3AII0JHATH IICPBUYHbBIC
COCTaBJICHUH OU3HEC-IUIaHA. MOCTPOSHHUS JIOKYMEHTBI TI0
9KOHOMMYECKOHI 9KOHOMMYECKOHI
CHCTEMBI JIESITEIIEHOCTH
OpTaHM3aIN OpTaHM3aIN
14 | TIK 4.6 AHanmu3npoBaTh (PUHAHCOBO- OCHOBHBIE TEXHHUKO- paccCUUTHIBaTh 110
X035 CTBECHHYIO 9KOHOMHYECKHE MPUHATON METOINKE
JeATENIbHOCTD, OCYIIECTBIISAITh | ITOKAa3aTeNn OCHOBHBIC TEXHHKO-
aHanu3 MHGOpMAaLUH, JIESITEIIHOCTH HSKOHOMHYECKHE
HOHy‘IeHHOﬁ B XO0€ OpraHu3anuu u IoKasaTeju ACATCIBHOCTH
TIPOBEACHUA KOHTPOJIBHBIX METOAUKY UX pacueTa OpraHu3anuun
NPOLEYD, BBISBICHUE U
OLIEHKY PUCKOB.
1.3 Llen u 3aga4n y4eOHOM TUCHUILNINHBI — TPEOOBAHHUSA K Pe3yJIbTaTaM OCBOCHHS THCHHUIINHBI
B pe3ynbrare uzyuenus o0s3aTeabHON YacT yueOHOro HUKJIIA 00yYarOIHICs TOJIKEH:
YMeThb!
— WCIOJB30BaTh HCTOPUYECKUH OMNBIT OpPraHW3alWU JETONPOU3BOJCTBA ISl PEIICHUS MPAKTUYECKHX
3a11ay4;
— COCTaBJIATDb NPOCKTHI OPTaHNU3AINOHHO-PACTIOPAANUTCIIBHBIX TOKYMCHTOB,
— HCHOJIb30BATh COBPEMCHHBIC KOMIIBIOTCPHLIC TCXHOJIOTHHU B OpraHrU3alivun ACIOIIPONU3BOJACTBA,
— TPUMEHSTh TNPUOOPETEHHBIE 3HAHUS B JIOKYMEHTOBEJACHUW M JOKYMEHTAIMOHHOM OOECIeueHUN
yIpaBiI€CHUS.

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

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

HOPMAaTUBHO-MCTOAUUCCKHUEC JOKYMCHTBI, pCTIIAMCHTHPYIOIIIUC I[OY,

palrOHAJIBHYKO TEXHOJIOTUIO IIpHEMA, HNPOXOXKIACHUA, IMOATOTOBKH W OTIPaBKU

TPaJULMOHHBIX U aBTOMaTU3UPOBaHHbIX cucremax JIOVY.

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

OOyuaromuiics JOHKEH 00J1a1aTh OOIMMHU KOMIIETCHIIUSMU, BKIIOYAIOIIMMHE B ¢€0s1 CTIOCOOHOCTH:

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

OOyuaromuiics 1oJKeH oOsafaTth NPoPecCHOHAIbHBIMM KOMIETEHUUSAMH, BKJIIOYAIOUIMMU B ceOs
CIIOCOOHOCTH!

IIK 1.1. O6pabaTbiBaTh IEPBUYHBIC OYXTAITEPCKHUE TOKYMEHTHI;

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

[1K 2.7. BBIMONHATE KOHTPOJIbHBIE MPOLEAYPhl M HMX JOKYMEHTHPOBAHUE, TOTOBUTH U O(QOPMIIATH
3aBepllIaKoIIMe MaTepHuaibl 0 Pe3ysibTaTaM BHYTPEHHEr 0 KOHTPOJIS;

[1IK 4.2. CoctaBnsate  Qopmbl  Oyxranrepckoid  ((pMHAHCOBOW) OTYETHOCTH B  YCTaHOBJICHHBIC
3aKOHOJATEJIbCTBOM CPOKH.

B pe3yabrarte u3yueHus yueOHOH THCHUIIMHBI 00yYaouuecs J0JKHbI
Ne Hnpexc Coaep:kanue KOMIeTeHUUH —
IL.IL| KOMIIETeHIH U (nu eé yacTn) 3HATH yMeThb TPAKTIHECKUH
ONBIT (BJ1aJ1€Th)
1. | OK-11 Hcnonp30BaTh 3HAHUS IO OCHOBBI BEISBIISATH TOCTOMHCTBA
(hMHAHCOBOH TPaMOTHOCTH, TIPEeIIPUHIMATEIBCKOM 1 HEJJOCTaTKH
TUTAaHUPOBATH JeSITeTbHOCTH; OCHOBEI KOMMEpYECKOH HIeH;
TPEIIPUHIMATEIBCKYTO (uHAHCOBOI MIPE3CHTOBATH HIICH
JIESITeTHHOCTD B TPaMOTHOCTH; IIPaBHIIA OTKPBITHS COOCTBEHHOTO
npogecCUOHANBHOM chepe pa3paboTku Ou3Hec- Jiena B
IUIAHOB; MOPSIIOK npodeccuoHaIbHOM
BbICTpanBaHUA JCATCIBbHOCTH,
MIpe3eHTaIMU; KPEAUTHBIE | 0QOPMIIATH OM3HEC-
6aHKOBCKI/Ie IMPOAYKTBL IU1aH; paCcCUUTBIBATH
pa3Mepsl BBIILIAT IO
MIPOIICHTHBIM CTaBKaM
KpEeINTOBaHUS,
OTIpEeNIeNATh
WHBECTHIIHOHHYIO
MIPUBIICKATEITHLHOCTD
KOMMEpPUYECKHUX uJel B
pamKax
npoQeCcCHOHATBHOM
JEeSITeTIbHOCTH;
Ipe3eHTOBaTh OM3HeC-
UJIEI0; OTIPEEIISITh
HACTOYHHUKH
(uHAHCUPOBAHUS
10.| IIK-1.1 O0pabaThIBaTh IEPBUYHBIC obmue TpeboBaHUS K MIPUHUMATD B
OyXranrepckue TOKYMEHTHI OyXraJlTepCKOMY Y4eTy B | IPOHU3BOJIBHEIC JTOKYMECHTHPOBaHHU
YacTH TOKYMEHTHPOBAHUS | NCPBUYHEIC XO3SIHCTBECHHBIX
BCEX XO3SIUCTBEHHBIX Oyxrantepckue orepanuii u
JIEHCTBUI U onepalui; JIOKYMEHTHI, BeJCHUM
MTOHSATHE IEPBUYHOMN paccMaTpuBaeMbIe Kak OyXrajarepckoro
OyXranrepckoi MMUCHMEHHOE y4JeTa akTHBOB
JIOKYMCHTAITUH; JI0Ka3aTeIbCTBO OpraHH3aI|H.
OIpEICIICHUE ITEPBUYHBIX | COBEPIICHHUS
OyXTaJaTepCKux XO03SUCTBEHHON
JIOKYMCHTOB; OIepanuy Hin
(hOpMBI TIEPBUYHBIX MTONTyYCHHE Pa3peIICHHS
OyXTaJITepCKUX Ha €€ MPOBEICHUC;
JIOKYMCHTOB, MPUHUMATD TICPBUYHEIC
COJIepIKALITIX Oyxrantepckue
00s13aTeNbHBIC PEKBU3UTHI | JOKYMEHTHI Ha
MIEPBUYHOIO YIETHOTO OyMa)KHOM HOCHTEJIC U
JIOKYMEHTA; () B BUIE
MTOPSAOK TIPOBEACHHS 3JIEKTPOHHOTO
MTPOBEPKH NEPBUIHBIX JOKYMEHTA,
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B pe3yabrarte nuzyuyenusi yueGHoil JUCHUNJIHHBI 00y4Yalolecs 10KHbI

Ne Huaexce ConepxaHue KOMIIeTeHIIMH =
.1 KOMIIETeHIIUH (nu eé yacTn) 3HATh yMeTh MPAKTITIECKUH
ONBIT (BJ1aJ1€Th)
OyXranTepcKux TIOJIIMCAHHOTO
JOKYMEHTOB, (POPMaIIHON | AIIEKTPOHHOI
MIPOBEPKH JOKYMEHTOB, TIOJTIHCHIO;
MIPOBEPKH MO CYILECTBY, TIPOBEPSITH HATNYNE B
apupMeTHIECKOH TIPOU3BOJIBHBIX
TIPOBEPKH; TIepBUYHBIX
TIPUHLIUIIBI ¥ TIPU3HAKU OyXranrepckux
IPYNIHUPOBKY NMEPBUYHBIX | JOKyMEHTaX
OyXTaJITepPCKUX 00513aTeIEHBIX
JOKyMEHTOB; PEKBH3HTOB;
MOPSIIOK TIPOBEACHUS TIPOBOANTH
TaKCHPOBKHU H (hopMaIbHYIO IPOBEPKY
KOHTHPOBKH IIEPBUYHBIX JOKYMEHTOB, TIPOBEPKY
OyXrantepcKux TI0 CYILECTBY,
JOKYMEHTOB; apuPMETHIECKYTO
TIOPSIIOK COCTABIICHHSA MIPOBEPKY;
PETUCTpOB HPOBOJIUTH
OyXTajTepCcKOro yuera; IPYIIHPOBKY
MpaBuJia U CPOKU HEePBUYHBIX
XpaHeHHs1 TIEPBUYHOM OyXraiarepcKux
OyXranrepckoi JIOKYMEHTOB 10 PSIY
JOKyMEHTaINN NPU3HAKOB;
MIPOBOANTH TAKCHPOBKY
1 KOHTHPOBKY
TICPBUYHBIX
OyXTaJlTepCKuX
JOKyMEHTOB;
OpTaHH30BHIBAThH
JOKyMEHTO000pOT;
pasoupaTbcs B
HOMEHKJIaType Jel;
3aHOCHUTH JIAHHBIE TI0
CTPYIITUPOBAHHBIM
JOKyMEHTaM B PETHCTPHI
OyXrajTepcKoro yuera;
TriepeiaBaTh IepPBUYHBIC
OyxranTepckue
JOKYMEHTHI B TEKYIIIHH
OyXrantepcKuii apXus;
nepeaBarh MepPBUYHBIE
Oyxrantepckue
JIOKYMEHTHI B
MIOCTOSIHHBIN apXUB 110
UCTEUEHUN
YCTaHOBJICHHOTO CPOKa
XpaHEHHUS;
UCTIPABIISITH OMIMOKK B
TIepPBUYHBIX
OyXranrepckux
JIOKyMEHTax
11.| IIK-2.6 OcymecTBiaTh coop MeTo/Ibl cOopa MIPOBOAUTH COOP BBITNIOJIHEHUH
nHpOpMAIUHN O nHpOPMALIUHU O nHpOPMALIUH O KOHTPOJIbHBIX
JIeSITeIPHOCTH 00BEKTa JeSITeTbHOCTH 00BEKTa JIeATeNIbHOCTH 00BEKTa npouenyp M HX
BHYTPEHHET0 KOHTPOJIS 10 BHYTPEHHEr0 KOHTPOJIS 10 | BHYTPEHHEro KOHTPOJISL | JIOKYMEHTHPOBAHUU
BBITIOJIHEHHIO TPEOOBaHHI BBINOJTHEHHIO TPEOOBAHUIA | IO BBIMOJIHEHHIO
[IPaBOBON U HOPMAaTUBHOMU IIPaBOBOW M HOPMATHBHOH | TpeOOBaHUI ITPaBOBOW U
6a3bl M BHYTPEHHUX 0a3bl 1 BHyTPEHHUX HOPMAaTHBHOM 0a3bI U
periiaMeHTOB periiaMeHToB BHYTPEHHHX
periamMeHToB
12.| TIK-2.7 BbINomHATE KOHTPOJIBHBIE TIOPSIIOK COCTABJICHUS COCTaBJIATH AKT I10 B BBINIOJIHCHUHU
HpOLEAYPBl M UX CIIMYUTEIBHBIX pe3ynbraram KOHTPOJIBHBIX
JIOKyMEHTHUPOBAHUE, BEAOMOCTEH1 B WHBEHTAPHU3ALUH; MIpoLEAYp U UX
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B pe3yabrarte nuzyuyenusi yueGHoil JUCHUNJIHHBI 00y4Yalolecs 10KHbI

No Hupexc Copep:xaHue KOMIETEHIUH "
.11 KOMIIETeH I U (nsm e€ yacTm) 3HATh yMeTh NPAKTHHICCICHH
ONBIT (BJ1aJ1€Th)
TOTOBHUTH M OPOPMIISATH OyXxrayiTepuu u COCTaBIIAITh JOKYMEHTHPOBAHHM;
3aBepIIAOIINE MaTepPHaIbI YCTaHOBIICHHE CIIMYHTEITbHBIC B MTOJITOTOBKE
0 pe3yibTaTaM BHYTPCHHETO | COOTBETCTBUS JaHHBIX O BEJIOMOCTH H odopmieHns
KOHTPOJIA (haKkTHIECKOM HATNIAN yCTaHABJINBATh 3aBEPIIAIOIINX
CPEICTB JaHHBIM COOTBETCTBHE JAHHBIX O | MaTEPHAaJIOB IO
OyXTraJITepCKOTO yueTa; (haKTUYCCKOM HATUYHUU pe3ynbratam
MPOLEYPY COCTABJICHUS CPEJIICTB JaHHBIM BHYTpPEHHETO
aKTa 1o pe3yJibTaTamMm OyXTraJITepCKOrO y4eTa; KOHTPOJIS
WHBEHTAPH3ALUU BBITOJIHATH
KOHTpPOJIbHBIE
MIPOIETyPHI ¥ X
JOKYMEHTHPOBaHHE,
TOTOBHUTH B OPOPMIIATH
3aBepIIaroIIre
MaTepHabl TI0
pe3yabpTaTamMm
BHYTPEHHETO KOHTPOJIS
13.| TIK-4.2 CoctaBsth (HOpMBI TpeOoBaHUS K OTpaXkaTh HAPACTAIOIIUM | B COCTaBJICHUU

OyxranTepckoi
((buHAHCOBO#) OTYETHOCTH B
YCTaHOBJICHHBIE
3aKOHOATEIBCTBOM CPOKH

OyXraJTepCcKoi
OTYETHOCTH OpPIraHHU3aLIH;
COCTaB M COJIEpIKaHNe
(dhopmM Oyxrantepckoi
OTYETHOCTH;
Oyxrantepckuii OanaHc,
OTYeT 0 (PUHAHCOBBIX
pe3ynbTaTax Kak
OCHOBHBIE (DOPMBI
OyXraJlTepCcKoi
OTYETHOCTH;

METO/IbI TPYIIUPOBKH U
HIepPEHECEHUsI
00001ICHHO!N yueTHOU
uHhopManum u3
000pOTHO-CANTBIOBOM
BEZOMOCTH B (hOPMBI
OyXraJiTepcKoi
OTYETHOCTH;

MIPOLEYPY COCTABICHUS
MIPUIOKEHUH K
OyxrantepckoMmy OaraHCy
U OTYETYy O (PMHAHCOBBIX
pe3ynbTarax;

HOPSZIOK OTPaXKEHHUS
U3MEHEHUH B yYETHOU
HOJINTHKE B LIENSX
OyXTanTepCKOro y4eTa;
TIOPSIIOK OpPTraHN3aUN
TIOJTY4eHHS ayAUTOPCKOTO
3aKJIIOYECHUS B Cllydae
HEOOXOIUMOCTH;

CPOKH TIpEJICTaBICHHS
OyxranTepckoit
OTYETHOCTH;

MpaBuJia BHECCHUSI
HCTIPABIICHUM B
OyXTanTepCcKyIo
OTYETHOCTH B Clly4ae
BBISIBJICHUS
HENPaBUIEHOTO
OTpa)KEeHUs
XO34HCTBEHHBIX
onepauuii;

UTOT'OM Ha cueTax
OyXrajTepcKoro yuera
UMYIIIECTBEHHOE U
(MHAHCOBOE IOJI0KEHHE
OpraHu3aIlHH;
OTIPEICIIATE PE3YIbTATHI
XO35IICTBEHHOM
JeSITeTBbHOCTH 32
OTYETHBIN TIEPHOT;
3aKpHIBATh
Oyxrajrepckue
PETUCTPBI U 3aMOJTHATh
(dhopMBbI OyXranTepcKoi
OTYECTHOCTH B
YCTaHOBJICHHBIC
3aKOHOIATEIHCTBOM
CPOKH;

yCTaHABJINBATH
HICHTUIHOCTH
nokasaresnei
OyXralTepCKuX OTYETOB,;
OCBanBaTh HOBBIE
(hopMBbI OyXranTepcKo
OTYETHOCTH;
aIanTHPOBATh
OyXTanTepcKyro
(punancoBym)
oTueTHOCTh Poccuiickoit
®denepanuu K
MesxayHapOIHBIM
CTaHIapTaM
(uHAHCOBOM
OTYETHOCTH

OyxrajiTepckoit
(punancoBOIA)
OTYETHOCTH I10
MexnyHapoaHbIM
CTaH/iapTam
(uHAHCOBOH
OTYETHOCTH;

B y4acTHH B
CUETHOW IpOBEpPKE
OyXranTepcKoi
OTYETHOCTH
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B pe3yabrarte nuzyuyenusi yueGHoil JUCHUNJIHHBI 00y4Yalolecs 10KHbI

No Hupexc Copep:xaHue KOMIETEHIUH
.1 KOMIIeTeH MU (nsm e€ yacTm) 3HATh yMeTh

NpaKkTU4ecKui
ONBIT (BJ1aJ1€Th)

MEXTyHapOIHbIE
CTaHIAPTHI (PIMHAHCOBOI
otuetHOCcTH (MCDO) 1
JupexTuBbl
EBpomneiickoro
CoobmectBa 0
KOHCOJIMJMPOBAHHOM
OTYETHOCTH

2 CTPYKTYPA U COJAEP)KAHUE YYEFHOU JJUCHUILIAHBI

2.1 O0bem yueOHOM AMCHMILVIMHBI U BUAbI Y4eOHOI padoThl

Bup y4yeOHoii padoThI Oovem
uacoe
MakcumanbHas yueOHasi Harpy3ka (Bcero) 48
Oo0s13aTesIbHAS ayJUTOPHAsI yueOHAsl HATPY3Ka (Bcero) 48
B TOM YHCIIE:
3aHATHS JEKIIMOHHOTO THIIA 24
IIPAKTUYECKUE 3aHATHS 24
1abopaTopHbIC 3aHATHS -
CamocTosiTesbHas padoTa odyuyawinerocs (Bcero) -
B TOM YHCIIE:
pedepar -
acce
caMoCTOsITeNIbHAs BHeayauTOpHas paboTa B BHUAE JOMAIIHUX NPAKTHUYECKUX 3a/aHUH, -
WHIMBUYAIbHBIX 3a/laHUi, CaMOCTOSITENILHOTO TOJA00pa W HW3YYEHHUS JOTOJHUTEIHHOTO
TEOPETUYECKOr0 MaTepuana
Vkasvieatomes Opyeue 6udvl camocmosmenvHolt pabomsl npu ux Haauvuu (pegepam, 0
pacuemuo-epaghuyeckas paboma, 6HeayOUMOPHAS CAMOCMOAMENbHASL paboma U m.n.).
Ilpomesrcymounas ammecmayus 6 popme ough.3auema
2.2 CTpyKTYypa A¥CUMILIMHBI
KosmnuyecTBO ayIMTOPHBIX YaCOB CamocrosiTeJibHAs
HaumeHoBaHue pa3ieioB u paGora
Tem Bcero | Teoperuueckoe IIpakTHyeckue oByuaiomerocs
o0y4yeHue 3aHATHSA
(uac)
Tema 1.
JIoKyMeHT U cucrema 8 4 4
JIOKYMEHTAIu1
Tewma 2.
OpranuzanroHHO- 8 4 4
pactopsiANTEIILHBIC TOKYMEHTBI
Tema 3. 8 4 4
KagpoBas nokyMeHTanus
Tewma 4.
JloroBopHO-TIpaBOBas 8 4 4
JIOKYMEHTAIUs
Tema 5. 8 4 4
[TonsiTe OKyMEHTOOOO0POTA,
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perucrpanus JOKYMEHTOB

Tewma 6.
Opranu3zanys ornepaTUBHOTO U

8 4 4
apXI/IBHOFO XpaHeHI/ISI
JIOKYMEHTOB
Bcero mo pucoumjiinge 48 24 24
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2.3 TemaTn4yeckuii I1aH U coaepxanue yyeOHou qucuuminnabl OI1.04 lokymeHTanmoHHOe o0ecniedeHne ypasJeHust

HaumeHoBaHue Oo0bem YpoBeHb
Conep:kanue y4eOHOT0o MaTepHuasia U NPAKTHYECKHEe 3aHATHS
pa3aeyioB U TeM 4acoB OCBOEHUS
1 2 3 4
Tema 1. Copep:kanue y4eOHOTro MaTepuaa 8
JoxymeHT u cucrema | Jlekuuu 4 1,2
AOKYMEHTALMHU 3HaueHue M cojepXkaHue IUCHUIUIMHBI «JlokyMeHTanmoHHOe oOecrniedueHue ympasieHus». llonsrue
TEPMHHOB «IOKYMEHT», «IOKYMEHTHUPOBAaHUE», «IOKYMEHTAI[MOHHOE OOECIEUYCHUE YIPaBICHUS.
YHudukanus u cTaniapTU3aliy yupaBIeHYeCKUX JOKYMEHTOB.
IIpakTHYeckoe 3aHATHE 4
CymHoCTh ¥ 3HaYEHHUE TOKYMEHTOB. 1,2,3
YHupuKanus 1 CTaHIapTH3AIMH YIIPABICHYCCKUX JOKYMEHTOB.
Tema 2. Conep:xanue y4eOHOIro MaTrepuaa 8
Oprasnu3anmuoHHo- Jlexuuu 4
pacnopsaauTe/IbHbIC OpranuzaloOHHbIE JOKYMEHTbl — YCTaB, y4YpeAUTENbHBbIE JOrOBOp, IMOJIOKEeHHE. PacnopsaurtenbHbie
AOKYMEHTBI JIOKYMEHTBI — IIPUKA3, paCIOPsIKEHUE, YKa3aHUE, IOCTAHOBJIEHUE, PEILICHNUE, UHCTPYKIUS, MPOTOKOIL. 1,2
CrpaBouHO-HH(DOPMAIIMOHHBIC JIOKYMEHTHI: CITy>KeOHAasI 3amucKa, OOBICHUTEIIbHAS 3aITUCKa, aKT, CIIPaBKa,
ClIy>keOHBbIE TUChMa
IIpakTHYeckoe 3aHATHE 4
Cocranenue u 0opMIIEHHUE PACTIOPSKEHUS 1,2,3
Odopmrenune cripaBoK, TOKJIAIHON U CITyKeOHOI 3aIICKH, aKTa.
Tema 3. Coaeprxanue yueOHOro MaTepuaJa 8
Kaaposas Jlexunu 4
AOKYMCHTallUsA JIOKyMEHTUPOBAHUE TPYAOBBIX IPABOOTHOIICHUH.
CoctaB 1 0co6eHHOCTH 0(hOPMIIEHHUS JOKYMEHTOB I10 JUYHOMY COCTaBY. 1,2
KommiekToBanue nuuHoro aena. ABroouorpadus. Pesrome. 3asBiaeHue o npueMe Ha padboty. [Ipukassl o
JIMYHOMY COCTABY.
IlpakTHYeckoe 3aHsATHE 4 1,2,3
OdopmrneHne Mpuka3oB Mo TUYHOMY COCTABY.
Odopmiierne TpyI0BOTO TIOTOBOPA, MPUKa3a 0 MprueMe Ha padboTy, ohopMIICHHE TPYAOBONU KHUKKH.
Tema 4. Coaepsxanue y4eOHOIro MaTepuasa 8
JdorosopHo-npaBoBasi | Jlekuuu 4 1,2
AOKYMEHTALUA [TonsiTusa morosopa. Buabsl 10roBOpoB.
DopMymsp UCKOBOTO 3asiBIIEHUS, TPEOOBAHUS K €r0 0()OPMIICHUIO
IlpakTHYeckoe 3aHsATHE 4 1,2,3
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[TpaBuia opopMIIEeHHS TPETEH3NOHHBIX ITHCEM.
OdopmiieHre 1oropopa Kymiau-mpoaaku

Tema 5. Copep:kanue y4eOHOTro MaTepuaJa 8
IousiTne Jlekuuu 4 1.2
JIOKYMEHT0000poTA, CocraB u ydet o0beMa IOKYMEHTO000pOTa MIPEATPUSITHIA.
perucrpanus basbl aHHBIX U1 XpaHeHus JoKyMeHToB. PaboTa ¢ 3anpocamu.
AOKYMCHTOB IIpakTHYecKoe 3aHATHE 4 1,23
Opranuzanus paboThI ¢ BXOJAIIEH, HCXOAIIEH U BHYTPEHHEH JOKyMEHTaIen
PaGota c 351eKTPOHHBIMH JOKYMEHTaMHU.
Tema 6. Coaeprxanue yueOHOIro MaTepuaJia 8
Opranu3anus Jlexkuun 4 1,2
ONepaTUBHOIO U WNHnuBuayanbHble, CBOAHBIEC, IPUMEPHBIE U TUIIOBBIE HOMEHKJIATYPHI JIE.
apXHBHOIO0 XpaHeHUsl | 3aKOHO/ATENbHbIE aKThl U HOPMAaTUBHO-METOINYECKUE IOKYMEHTHI 10 apXUBHOMY XPaHEHHUIO JOKYMEHTOB.
AOKYMEHTOB IIpakTHyeckKoe 3aHATHE 4 1,23
Howmenknarypa nei.
[loaroroBka v NOpsIAOK Nepeayu e B apXHUB.
Bcero: jekuum - 24, npakTHyecKue 3aHATHA - 24 48
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2.4 Conep:xanue pa3ieioB TUCHUTLINHBI
2.4.1 3aHsaTHA JEeKIIMOHHOI'0 THUIIA

Ne
pa3iena

HaumenoBanue
pa3aena

Coaep:xanue pasgesa

®opma
TeKyLIero
KOHTPOJIsI

1

2

3

4

5 cemecmp

Tema 1. [lokymeHT 1
cucTeMa JOKyMeHTALHH

Ouenka COBPEMEHHOTO COCTOSIHUS
JIOKYMEHTAIlMOHHOTO obecrnieueHus yIpaBIeHUS
(1OY). Tpu ucrounuka u Tpu cocraBubie yactu JOVY.
ABTOMaTH3UPOBAHHBIE TEXHOJIOTHH 00paboTku
JOKYMEHTOB M  HMX  BJIUSHHE Ha  CHUCTEMY
JIEJIONPOU3BOJICTBA KOHKPETHOU OpraHu3aIiHy.
OcHOBHBIE 33]1a4H, pelIacMble B AEJIONPON3BOJCTBE

v, T

Tema 2.
Opranu3auuoHHO-
pacnopsiiuTe/ibHbIe
AOKYMEHTBI

OpranuzanuonHsie  (GopMbl  JOKYMEHTAI[MOHHOTO
o0ecrnieueHus (Z1e101pon3BOJICTBA). [puHuMIBI
yhpaBieHus:  UHGOOPMAIMOHHBIMH ~ MOTOKAMH ~ —
cranmaptu3anuss W yHuukauusa. HopmaruBable
JOKYMEHThl 1O  opranuzammu  ciayxOer  JIOV:
o0ImIerocy1apcTBEHHbIE, KOHKPETHOH  OpraHU3aIiH
(6anka). I'ocynapcreennas cuctema JJOY I'OCT 6.30-
2003 «Cucrema OPJI. TpeOGoBaHus K COCTaBIICHUIO
JIOKYMEHTOB». bi1aHKu W 111a0JIOHBI.

Tema 3.
Kanposasi njokyMeHTanus

[MpuHIMTIBL " npaBuia OpraHU3aINH
JOKYMEHTOO0O0pOTa, MX peanu3anus B ACHCTBYIOIIUX
TOCYJapCTBEHHBIX W  HOPMATHBHBIX JOKYMEHTaX.
CtpykTypa U XapakTepHCTHUKa JIOKyMEHTOIOTOKOB.
Oranbl TPOXOXKICHHUS JOKYMEHTOB B OpTraHU3aIlUH.
Ob6veM  j0OKyMeHTOOOOpoTa  yupexkaeHus (OaHka).
OKcneInInOHHAs o0OpaboTka JIOKYMEHTOB.
Opranmzanus  JOKYMEHTOOOOpOoTa B YCJIOBHUSX
IPUMEHEHHS HOBEUIIIHX WH(POPMAITMOHHBIX
TEXHOJIOT .

Tema 4.
JloroBopHo-npaBoBas
AOKYMEHTaLus

3HaueHue perucTpanuu JOKYMEHTOB JUTS
YIIPABJIEHYECKON AeATeNbHOCTH. [ IpuHIIMIIBI M ITpaBuiIa
perucTpalMd M HMHJIEKCUPOBAaHHUS  JTOKYMEHTOB.
Pa3BuTHe cnocob0B perucTpanuy B TOCYJapCTBEHHOM
JIETI0TIPOU3BOJICTBE. [TpuHIHATIBL IIOCTPOEHUS
uHpopmanroHHo-nonckoBbix cuctem (MIIC) pyunoro
THIIA, UX BUJBL.

Tema S.

IHousiTue
AOKYMEHT0000poTa,
perucTpanusi 10KyMeHTOB

dopMupoBaHre TpeOOBAaHUHN K OpPTaHU3AIUUA KOHTPOJISI
3a cpokamu WCIIOJTHEHUS JIOKYMEHTOB B
JIETTONTPON3BOICTBEHHOM ciyxoe. OCHOBHEIE
NPUHUUIIBI  OpraHU3allMd  KOHTPOJISI ~ MCIOJIHEHMS
JIOKYMEHTOB. ABTOMAaTH3UPOBAHHBIC CHUCTEMBI
KOHTPOJIS UCTIOTHEHUS! JOKYMEHTOB.

Tema 6.

Opranusanust
onepaTmmoro 171 apxmmoro
XpPaHEeHUsi JOKYMEHTOB

OKcIepTu3a ILEHHOCTH JOKYMEHTOB. lIpuHImner u
KpUTEpUU LIEHHOCTHU JIOKYMEHTOB. ITopsimox
IIPOBEACHUS KCIIEPTU3BI [IEHHOCTH TOKYMEHTOB

AT

[Tpumeuanue: T — TrectupoBanue, P — Hanmcanue pedepara, /I — auckyccus, Y — yCTHBIN OIpoc
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2.4.2 llpakTnyeckue 3aHATHSI

®opma
Haumenosanue
Ne pasmena HaumeHoBaHMe MPaAKTHYECKHUX PadoT TeKyIlIero
KOHTPOJIA
5 cemecmp
1 2 3 4
1. [Tema 1. JlokyMeHT H CylHOCTb ¥ 3HaYEHUE JOKYMEHTOB. vV, T
CHCTEeMa JOKYMEHTAIUH
2. |Tema 2. ABTOMAaTU3UPOBAHHBIE TEXHOJIOTUN 00PaOOTKH TOKYMEHTOB T
Opranu3anuoHHoO-
pacnopsiiuTeJbHbIe
AOKYMEHTBI
3 [Tema 3. Opranusanus J10KyMeHT0000poTa. vV, T
KaapoBasi jokymMeHTaAlIUA
4 |Tema 4. Perucrpanmonnsie ¢popmbl. TeXHOIOTHS X BEICHUS. P, T
JloroBopHo-nipaBoBasi HNunexcupoBaHue JOKYMEHTOB B YCJIOBUAX TPaJAULIMOHHON
AOKYMEHTAIUs 00pabOTKH JOKYMEHTOB.
5 |Tema 5. Kareropuu koHTponupyeMbIX JOKyMeHTOB. Cpoku T
IMousitue UCIIOTHEHHS TOKyMeHTOB O000111eH1ne, aHaIu3 U
AOKYMEHT0000poTa, UCIMOJIb30BaHUE HH(pOpMAIMK 00 UCIIOJIIHEHUH JJOKYMEHTOB B
perucTpanus 10KyMeHTOB |YCJIOBHSX IPUMEHEHUS TPAJUIIMOHHBIX U
aBTOMAaTU3UPOBaHHBIX TexHosorui JIOVY.
6 |Tema 6. TpeGoBanus K MTPOBEACHHUIO IKCIIEPTU3BI IIEHHOCTH T
Opranunsanus JIOKYMEHTOB. DTalbl IPOBEACHUS KCIIEPTU3BI.
OIepPATHBHOIO M APXUBHOI'0
XpPaHEeHHs1 JOKYMEHTOB
7 |Tema 7. XpaHenue Odopmitenne fen 1 nepegada uxX B apXxuB YUET U XpaHEHHE T
JIOKYMEHTOB B apXHBE AIIEKTPOHHBIX JOKYMEHTOB
OpraHM3alMH
8 [Tema 8. Cuctema 3anojHeHne OpraHu3allMOHHON U pacopsIAUTEIbHON P, T
OpraHHU3alMOHHO- JIOKYMEHTaL1H.
pacrnopsIUTENbHON
JOKYMEHTaluu
9 |Tema 9. UadopmarmonHo-  |3anoiHeHHE YHUDHUIIMPOBAHHBIX GOPM WHPOPMAIIMOHHO- P, T
CIPaBOYHAsl JOKYMEHTAllUsl  |CIPaBOYHOM JOKYMEHTALUU.
10 |Tema 10. lokymeHTanus mo  |3arnoiHeHUe YHH(PUIUPOBAHHBIX (DOPM JTOKYMEHTAIIUHU TI0 P, T
JUYHOMY COCTaBY JUYHOMY COCTaBY.
11 |Tema 11. ®unancoBas 3anonHeHne YHUPUIUPOBAHHBIX POpPM (PUHAHCOBOI P, T
JOKYMEHTalus JIOKYMEHTal1H.
12 |Tema 12. HanpaBnenus 0O0630p COBpEMEHHBIX CPEJCTB OPTTEXHUKH JJIsl Iepefaun U T
cosepuieHcTBoBanus J10Y nepepaboTKy HHPOPMALIUU

Ilpumeuanue: I1P- npakmuueckas paboma, T — mecmuposanue, Y — ycmuulil onpoc

3 OBPA3OBATEJIBHBIE TEXHOJOI'MHU

Jig peanu3aliid  KOMIIETEHTHOCTHOTO TOAXO/a IMpelycMaTpuBaeTcsi HUCIOJIb30BaHWE B y4eOHOM
nporecce aKTUBHBIX U MHTEPAKTUBHBIX (POPM MpPOBENEHUS ayAUTOPHBIX M BHEAYTUTOPHBIX 3aHATHH C LENbIO
bopMHpoBaHHA U pa3BUTHS NPO(ECCHOHANBHBIX HaBBIKOB oOOywaromuxcs. B mporecce npenojaBaHus
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MPUMEHSIOTCS] 00pa30BaTeIbHbIE TEXHOJIOTUU PA3BUTHS KPUTHUECKOTO MbIIUIeHUs. O0s3aTeIbHBI TPAKTUKYMBI
0 pasfenaM AUCIHUITIIHHBL
B yuebHoM mporecce Hapsay C TPaJUIMOHHBIMH OOpa30BaTENbHBIMU TEXHOJOTHUSMH HCHOIb3YIOTCS
TECTUPOBAHUE, TEMATHYECKHE MTPE3CHTAINN, HHTEPAKTUBHBIC TEXHOIOTHH.
JUist i1 ¢ OTpaHUYCHHBIMU BO3MOXHOCTSIMH 3/I0POBbS ITPEYCMOTPEHA OPTaHU3aIMs] KOHCYIbTAUH C
UCTIOJIb30BAHUEM DIICKTPOHHOM ITOYTHI.
3.1 Odpa3oBaTebHbIe TEXHOJIOTHH IIPH IPOBEICHUH JICKIHIA

OpraHu3aINH

Buabl npuMeHnsieMbIX Koa-Bo
Ne Tema .
o0pa3oBaTeIbHBIX TEXHOJIOT Wil yac
1 2 3 4
Tema 1. JlokymeHTanmoHHoe obecneueHue - OCHOBA
1 Hoxym 1 [IpesenTarmus 2*
TEXHOJIOTUU YIIPABICHUS
Tema 2. Opranusanus 1€10IpOU3BOJCTBA U €T0
2 p . P A [TpobGneMHOE M3T0KEHHE 2*
HOPMaTUBHO-METOANYecKas 6aza
3 [Tema 3. Opranuzanus JOKyMEHT0O00OpOTa Jleknust 2
4 Tewma 4. Peructpanus JOKyMEHTOB M OpraHU3alus Jlexuus-6ecena ¢ pazdopom o
CIPaBOYHO-MH(POPMALMOHHOTO 00CTY)KUBAHUS KOHKPETHBIX CUTYAIIHid
Tema 5. Kontpons 3a cpokaMu UCTIOTHEHUS
5 P p Jlexuus 2
JTOKYMEHTOB
Tema 6. DxcnepTr3a IEHHOCTH JOKYMEHTOB
6 p 1 JOKYM Jlexuus 2
B JICJIONPOU3BOJICTBE
7 [Tema 7. XpaHeHue JOKYMEHTOB B ApXUBE OpraHU3aIliu. [TpoGneMHOe N3M0KEeHNE 2%
Tema 8. Cuctema opraHu3aluOHHO-PACIIOPSIUTEIBHON
8 p . p pAA JleK1usi-TUCKyCCHst 2*
TTOKYMEHTAIIH
Jlexnus ¢ pa300poM KOHKPETHBIX
9 [Tema 9. UndopmamoHHO-CTIpaBOYHAs JOKYMEHTAIUS H p POM KOTKP 2*
CUTYyarun
Jlexuus ¢ pa300poM KOHKPETHBIX
10 [Tema 10. /TokymeHTanus MO JIMYHOMY COCTaBY H P POM ROHKP 2*
CUTYyaru
Jlexuus ¢ pa300poM KOHKPETHBIX
11 [Tema 11. ®unancoBast AOKYMEHTAIIHS H p P N P 2*
CUTYyalu
12 [Tema 12. Hanpasnenus copepuieHctBoBanus JI0Y Jlexnus 2
Hroro mo kypey, 24
B TOM YHCJle HHTEPAKTHBHOE 00yyeHue* 16*
3.2 O6pa3oBaTe/ibHbIE TEXHOJOTHH MPH NPOBeIeHUN NMPAKTHYECKUX 3aHATHIA
Buabl npuMeHsieMbIX Koua-Bo
Ne Tema /BT TP N
o0pa3oBaTeIbHBIX TeXHOJIOTHii yac
1 2 3 4
Tema 1. lokymMeHTallmOHHOE 00ecrieueHne - OCHOBa
1 Hlokym 1 [IpakTuueckoe 3anarue 2
TEXHOJIOTUH YIIPABICHUS
Tema 2. Opranusanus 1e10Iponu3BOJACTBA U €r0 .
2 P 1A A P a JleiicTBYsI IO MHCTPYKIUH (QJITOPUTMY) 2*
HOPMaTHUBHO-METoAnYecKas O6as3a
3 [Tema 3. Opranu3anus JOKYMEHTO000pOTa AHaNM3 KOHKPETHBIX CUTYyaINi 2%
4 Tema 4. Peructpanust JOKYMEHTOB M OpraHU3aLUs Pemenue cutyaTuBHBIX U %
CIPaBOYHO-MHPOPMAITMOHHOTO 00CITY)KHBAHUS MTPOU3BOJICTBEHHBIX 33124
Tema 5. KoHTpoIIb 32 CpOKaMH UCTIOTHEHHUS
5 [IpakTuueckoe 3anaTue 2
TTOKYMEHTOB
Tema 6. DxcriepTH3a HEHHOCTU JOKYMEHTOB
6 P H FIOKIM [IpakTnueckoe 3anarue 2
B JICJIONPOU3BOJICTBE
Tema 7. XpaHeHHE JOKYMEHTOB B apXHUBE .
7 P HORY P JleicTBYSI 10 MHCTPYKIUH (QITOPUTMY) 2*
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8 Tema 8. CucteMa opraHu3alMOHHO- Pemienue cutyaTuBHBIX U o
aCTIOPSANTEITLHON JJOKYMEHTAITIN MIPOU3BOJICTBEHHBIX 337124

9 Tema 9. UndopmanmonHo-cripaBoyHas JleHCTBUS 110 HHCTPYKIMH (aITOpHTMY) o

TOKYMEHTAIHS

10 [Tema 10. lokymeHTaIus 10 JUYHOMY COCTaBY PelleHue CHTYaTHBHbIX 1 2*
MIPOU3BOICTBEHHBIX 3a7a4

11 [Tema 11. ®uHaHCOBasK JOKYMEHTAITUS AHaIM3 KOHKPETHBIX CUTYyaIHil 2*

12 [Tema 12. Hanpasnenus coBepuienctsoBanus JJ0OY [IpakTuueckoe 3anaTue 2
Hroro mo xkypey| 24
B TOM YHCJI€e HHTEPAKTUBHOE o0yuenne®| 16*

4 YCJIOBMS PEAJIM3ALIIUU ITPOI'PAMMBI INCHUITJINHBI

4.1 MarepuajJbHO-TeXHMYECKasi 0a3a, HeoOXoAuMAasi IS OCYLIECTBJIEHHSI 00pPAa30BaTeJLHOIO
npoiecca mo JMCUMIINHE

Peanm3zamust y4eOHOW JWCHMIUIMHBI OCYIISCTBISETCS B CICHHAIBLHO 000pYIOBaHHOW y4eOHOM
ayTUTOPHUH.

O6opynoBanue yaeOHOM ayIUTOPUN:

— MYJBTUMEIUNHBINA TPOEKTOD;

— TIEPCOHAJIBHBIN KOMIIBIOTED;

— BBIXOJ B MHTEpHET;

— yueOHas Meberb;

— Jlocka y4yeOHasl.

4.2 IlepeyeHb He0OX0AUMOI0 NPOrpaMMHOI0 obecreYeHust

[Tpu u3yyeHnn TUCHUIUIMHBI MOXKET OBITh UCIOIB30BAHO CIEAYIOIIee MPOrpaMMHOE OOeCieUeHue:

— KOMIUIEKC B3aMMOCBSI3aHHBIX IPOTpamMM, IpeIHa3HAuYeHHBIX Ui ynpasieHus pecypcamu [IK u
OpraHM3aIliK B3aUMOJIEHCTBHUS C MoJIb30BaTeaeM (omeparnonnas cuctema Windows XP PRO);

— TIaKeT MPUJIOKEHUH IS BBITIOJHEHNUS OCHOBHBIX 3a]1a4 KOMITBIOTEPHOW 00pabOTKH pa3InYHBIX THITOB
nokyMmeHToB (Microsoft Office 2010) B cocTaB KOTOPOro BXOJST:

MS Word — TekcToBbIi porieccop — AJIsi CO3AaHHs ¥ PEAAKTHPOBAHMUS TEKCTOBBIX JOKYMEHTOB;

MS Excel — tabmuunblii mporieccop — Juist 00pabOTKH TAOJMYHBIN JAaHHBIX W BBITOJHEHHS CIOMXHBIX
BBIYHCIICHUI;

MS Access — cuctema yrpaBieHus: 6azaMu TaHHBIX — JUIS OpraHu3auy paboThl ¢ OONBIIMMHA 00beMaMu
JTaHHBIX;

MS Power Point — cucrema MOArOTOBKH 3JCKTPOHHBIX MPE3EHTAIMA — JUIS MOJTOTOBKU M MPOBEICHHUS
[IPE3CHTALINM;

MS Outlook — menemxep nmepcoHanbHON HHPOPMAIIMU — JUTS 00ECTICYCHUST YHU(PHUIIUPOBAHHOTO JOCTYIIa
K KOpIIOpaTUBHON MH(OpMaIH;

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

MS Publisher — nacronbpHas m3garensckas cucTeMa — JUIs CO3/IaHHS MPOPECCHOHATBEHO O(POPMIICHHBIX
myOIuKauil.

— mporpamma s KomriuiekcHo# 3amutel 1K, oObeaunsiomas B ceOe aHTUBUPYC, AHTUIINHOH M
¢byHknuio ynaieHHoro aaMuuauctparopa (Kaspersky endpoint Security 10);

— TMaKeT MporpaMM ISl CO3JaHUS U MPOCMOTPa INMEKTPOHHBIX MyOnukauuii B ¢popmare PDF (Adobe
Reader);

— MPUKIAJHOE NMPOrpaMMHOE oOecredeHre A IPOCMOTpa BeO-CTpaHull, Colep>KaHusl BeO-T0KyMEHTOB,
KOMIBIOTEPHBIX (DaliIOB M MX KaTaloroB, YIpaBJIEHUS BEO-MPUIIOKEHUAMHU, a TAKXKE JUISl PEIICHUsS JPYTUX
3amad (Google Chrome);

— TpOrpaMMbl, NpeJHa3HauYeHHbIE JJIS apXUBallUM, YIAKOBKU (DalIoOB MyTeM CHKaTHs XPaHUMOHM B HHUX
uHpopmanuu (7zip).
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5 HIEPEYEHb OCHOBHOH 1 %[OHOJIHI/ITEJII)HOI‘/'I YYEBHOM JINTEPATYPHI,
HEOBXOJIMMOMU JJIsA OCBOEHUA JTUCHHUIIJINHBI

5.1 OcHoBHas JuTEpaTypa

1. JoxymeHTanuoHHOe obOecrieuenue ympasienus : yueOonuk / C.A. I'moroBa, A.FO. Konbpkosa, 10.M.
Kykapuna [u np.] ; mox pea. T.A. beikoBoii. — Mocksa : KnoPyc, 2023. — 266 c. — ISBN 978-5-406-
10334-0. — URL:https://book.ru/book/944958

2. Ky3nenos, M. H. JlokymMeHTalmoHHOe obOecrieueHne ympaBiieHHus. J|OKyMEeHTOOOOpOT u
JICIIOTIPOU3BOJICTBO : YYEOHUK M MPAKTUKYM I CPEAHEro mpodeccruoHanbHoro oopazosanus / M. H.
Ky3nemnoB. — 3-e u3z., nepepadb. u mon. — MockBa : M3marensctBo FOpaiit, 2022. — 462 c¢. —
(ITpoeccuonanbnoe obpazoBanue). — ISBN 978-5-534-04604-5. — Tekcr : 37€KTpOHHBIA //
OopasosarenbHas mwiathopma HOpaiir [caiit]. — URL: https://urait.ru/bcode/490168

3. llymanosa, H. H. JlokymeHTalmoHHOE OOECleYeHHEe YIpaBICHHUsS @ Y4EOHMK M MPAKTHKYM JIJIs
cpennero npodeccuonansHoro oopazosanus / H. H. llyBanoBa. — 2-e u3a. — MockBa : U3parenbcTBo
IOpaiit, 2022. — 265 ¢. — (IIpodeccuonanproe oopazopanne). — ISBN 978-5-534-00088-7. — Tekct
: aNIeKTpOHHBIH // OOpa3zoBatesbHas miarhopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/489985

5.2 JlonosiHMTEIbHAS JIMTEpaTypa

1.bacakoB, M.U., JlokyMeHTalMOHHOE OOECIeYeHUEe YIpaBieHUs (C OCHOBAMH AapXWBOBEICHUSA) :
yuebHoe mocobue / M.M. bacakoB. — Mocksa : KuoPyc, 2021. — 216 c. — ISBN 978-5-406-08564-6. —
URL:https://book.ru/book/940170

2. KazakeBuu, T. A. JlokyMeHTallMOHHOE OOECIEYeHHE YIpaBJICHUS @ YYEOHMK M IMPaKTUKYM JJIs

cpenHero npodeccuonanpHoro oopazosanus / T. A. Kazakesuu, A. . Tkanmuy. — 2-¢ u31., UCIp. U A0, —
Mocksa : UznarensctBo HOpaiit, 2021. — 177 c. — (IIpodeccuonanpHoe obpazoBanue). — ISBN 978-5-534-
06291-5. — Tekcr : onektpoHHblid // OOpa3zoBarenbHas miargopma HOpait [caiit]. — URL:

https://urait.ru/bcode/471615

3. Kopsnees, 1. K. JlokyMeHTaliMOHHOE OOecrieueHre yrpaBieHus : y4eOHUK U IPAKTUKYM JIJIsl CPETHETO
npodeccuonanbHoro oopasosanus / . K. Kopnees, A. B. ITienko, B. A. Mamypues. — 2-e u3zf., nepepal. u
nor. — Mocksa : UznmatensctBo Opaiit, 2021. — 384 ¢. — (IlpodeccuonansHoe obpazoBanue). — ISBN
978-5-534-05022-6. — Texcrt : anexkTpoHHbIid // OOpazoBartenbHas miuardopma HOpaiit [caiit]. — URL:
https://urait.ru/bcode/472550

4. lysanosa, H. H. [lokymeHTaimoHHOe oOecrieyeHHE YIpaBlIeHUs : Y4eOHMK M HPAKTUKYM JUIs
cpenHero npodeccuoHanbHOro odpazosanus / H. H. IllyBanoBa. — 2-¢ mu3n. — MockBa : M3narenscTBo
IOpaiir, 2021. — 265 c¢. — (IIpodeccuonansHoe obOpazoBanue). — ISBN 978-5-534-00088-7. — Texkcr :
asteKTpoHHbIH // O6pazoBatenbHast miardopma FOpaiit [caitr]. — URL: https://urait.ru/bcode/469832

5. llysanoBa, H. H. OcHoBBI 1en10npon3BoACTBa. SI3BIK CIIy:K€OHOTO TOKYMEHTA : YUeOHUK U MPAaKTUKYM
s By3oB / H. H. Ilysamosa, A. 10. MBanoBa ; mox obmeit penaknuedt H. H. IllyBanoBoil. — 2-¢ u3n.,
nepepad. u gon. — Mocksa : UznatensctBo FOpaiit, 2021. — 428 ¢. — (Bricmiee o6pazoBanue). — ISBN 978-
5-534-10848-4. — Tekcr : snektponHbld // OOpa3oBarenpHas 1uiargopma IOpaiit [caiit]. — URL:
https://urait.ru/bcode/468912

5.3 llepuoguyeckne U3TaHUsA

1. Jlenonpou3BOJCTBO — KypHAJ.

2. J1enonpon3BOJICTBO U IOKYMEHTOOOOPOT Ha MPEINPUATHH — KypPHAI

5.4 Ilepeyenbp pecypcoB HHPOPMALMOHHO-TEICEKOMMYHUKAUMOHHOH ceTtu «HHTepHeT»,
HEO00XOAUMBIX /ISl OCBOCHHS TUCHHUIINHBI

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

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

3. CoBeTHUKk  Oyxrajrepa TOCYJAapCTBEHHOIO W MYHUIIMIAIBHOTO  yupexknaeHus.-  URL:
http://elibrary.ru/title_about.asp?id=38272
4, byxrantepckuii  y4er B OW/DKETHBIX W HEKOMMeEpueckux  opraHuzammsx.-  URL:

http://elibrary.ru/contents.asp?issueid=1240942
5. Hapomnoe obpasosanue. — URL: http://dlib.eastview.com/browse/publication/18887

6. Jdupexrop undopmarmonHnoii ciyx06sl.- URL: http://dlib.eastview.com/browse/publication/64070
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7. Nauumatusbl X X1 Beka.- URL: http://elibrary.ru/title about.asp?id=28134
8. Vmpasnenue yenoBeueckum nmotennuanom.- URL: http://grebennikon.ru/journal-26.html

6 METOANYECKHUE YKA3AHUA JJIA OBYYAIOIIUXCS 11O OCBOEHUIO JUCHUITVIMHBI

Llenp u3ydeHus: TUCHMIUIMHBI «/{oKyMeHTHOe obecneueHHe YIpaBlICHHs» 3aKJII0YaeTCs B OBIIAJCHUU
OCHOBAMHU IHPAaBUIIBHOTO OQOPMIIEHHS JOKYMEHTOB M HaJJexalleld opraHuzanuei J0KyMeHToo0opoTa
cornacHo TpeboBanusM ['OCTa, a Takxke MOATOTOBKAa M O(OPMIIEHHE OPraHU3alMOHHO-PACTIOPSIIUTEIBHBIX
JOKYMEHTOB, KaKk 0a30BbIi IPOLIECC B pEAIM3ALH BCEX YIPaBIECHUYECKUX (QYHKIHI.

3agaum JMCHUIIIUHBI

— II0Ka3aTh B3aUMOCBS3b Pa3JIMYHbBIX YPOBHEH YIPABIEHUSA U COOTBETCTBYIOIINUX UM JOKYMEHTOB;

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

— PACKpBITh CHCTEMY JOKYMEHTAIIHOHHOTO 00€CIIeUeHUs YIPABIHHUS;

— W3Y4YUTb HOPMATUBHO-IIPABOBBIE AKTHI;

— O03HAaKOMUTb C COBPEMEHHBIMU TPEOOBAHUSIMU K IOKYMEHTaM;

— IPUBUTH HaBBIKM aHAJIN3a JOKYMEHTA;

— IPUBUTH HaBBIKU POEKTUPOBAHUS JIOKYMEHTOB.

Jlexnyu, Kak BeXyIIM BUJ Y4EOHBIX 3aHATHUH, COCTABISIOT OCHOBY TEOPETHUYECKOW TOATOTOBKHU
cTyneHToB. OHM HUMEIT LEeIb — JaTh OCHOBY HAay4HbBIX 3HAaHUH 10 OCHOBHBIM BOIIPOCaM M3y4acMOU
JUCIUIUIAHBL.

B nenax peanusanyy KOMIIETEHTHOCTHOI'O MOAXOAA IPU NPENOJAaBaHWU IUCLUIUIMHBI HCIIONB3YIOTCS
COBpEMEHHBIC 00pa30BaTEIbHbIC TEXHOIOTUH: HH)OPMAIMOHHBIC TEXHOJIOTUH (KOMITBIOTEPHBIC MPE3CHTALINH),
TEXHOJIOTUU pa3BUBaroOIlero oOyueHus. B coueTaHuum ¢ BHeayIUTOPHOH paboToH, s (GopMHUpOBaHUS U
pa3BuTHs OOmMX W TNPO(PECCHOHANBHBIX KOMIETCHUIWH OOydYalomMXCsl TMPUMEHSIOTCS AaKTHBHBIE U
UHTEPaKTUBHBIC (POPMBI IPOBEICHUS 3aHSITHIT (TPYIIIOBast KOHCYIbTALMS, pa300p KOHKPETHBIX CUTYAI[HIA).

Jljig mpoBeieHNsT TEKYIEro KOHTPOJIS 3HAHUW TPOBOAATCA YCTHBIE (MHIUBUAYAIbHBIA U (POHTAIIbHBII)
Y IMCbMEHHBIE ONPOCHI (TECTUPOBAHHUE) MO COOTBETCTBYIOIIUM TEMaM pa3/IeloB.

OOydeHne CTyJEHTOB OCYIIECTBISETCS MO TPAJULUOHHON TEXHOJOTMH (JIEKIUH, MPAKTHKU) C
BKJIFOUEHUEM MHHOBALIMOHHBIX 2JIEMEHTOB.

C ToukM 3peHHs HCHOJb3YEMBIX METOJOB JIEKIUH TOAPA3JCIAIOTCS CIEAYIOIMM  00pa3oM:
MH(POPMALMOHHO-00bACHUTEIbHAS JIEKIIN, TIOBECTBOBATENIbHAS, JIEKIUs-0ece1a, TPOOIeMHas JTEKIUS U T. 1.

VYcTHOE M3NI0)KeHHe ydyeOHOro MaTepuasla Ha JEKIUM JOJDKHO KOHCHEKTHpOoBaThes. CiymaTh JEKIHIO
HY)KHO YMETb — NOJJCPKHUBaTh CBOE BHMMAHME, IOHATh M 3allOMHUTH YCIBIIIAHHOE, YJIOBUTH Iay3sl. B
IpoLecce M3J0KEHUsl MpernojaBaTesieM JEeKUUU CTYIEHT JOJDKEH BBIICHUTh BCE HENOHSATHBIE BOIPOCHI.
3anuceIBaTh COJAEpXKAHUE JIEKIMM HYKHO O0s3aTebHO — 3allCH HOMOTaloT IOJIepPKUBaTh BHUMAaHUE,
CHOCOOCTBYIOT TOHMMAHHUIO U 3alIOMUHAHUIO YCIIBIILIAHHOTO, IPUBOJIUT 3HAHUE B CUCTEMY, CITY’KaT ONOPOM AJIst
nepexoza kK 6osee riryoboKoMy caMOCTOSATEIbHOMY M3YUEHHUIO IIPEMETa.

MeTtoauyeckre peKOMEeHIaluK 0 KOHCIEKTUPOBAHUIO JIEKLIUH:

— 3aluCh JIOMKHA OBITh CHUCTEMHOW, MPEICTaBIATh COOOH COKpall€HHBIH BapuUaHT JIEKLUHU
npenogasaresns. Heobxoaumo ciymarek, 00 {yMbIBaTh U 3aIIMCHIBATh OJJHOBPEMEHHO;

— 3amnMch BEAETCS OYE€Hb OBICTPO, YETKO, IO BOBMOKHOCTH KOPOTKUMH BBIPAKEHUSIMH;

— He MpeKpalas ciaymark MpernojaaBaressi, Hy)kKHO 3alliChIBaTh TO, YTO HEOOXOAMMO ycBOMUTh. Henb3s
3allAChIBaTh Cpa3y K€ BBICKa3aHHYIO MBICIb IpPENoAaBareis, CleqyeT €€ MOHATh M IIOCIE 3TOro KpaTKo
3anycarh CBOMMH CJIOBAMM WJIM CJIOBaMH MpenojaBareis. BaxkHo, 4ToObl B Hel He ObLI MOTEpSH OCHOBHOM
CMBICJI CKa3aHHOTIO;

— HMEHa, JaThbl, Ha3BaHUs, BBIBOJIbI, ONPE/IEICHHs 3allMChIBAIOTCS TOUHO; CJelyeT 0OpaTUTh BHUMaHHE
Ha odopmieHue 3anucu Jekuuu. [ Kaxkaoro mnpeamera 3aBoguTCs o0mas Terpaab. OTIMYHBIM OT
OCTAJIbHOTO LIBETA CIIEAYET BBIIACIATH OTHEIBHBIE MBICIM M 3arojlOBKH, COKpalllaThb OTAEIbHBIE CIIOBA H
MpeJJIOKEHNs, MCIONb30BaTh YCIOBHbIE 3HAKH, OYKBBI JIATUHCKOIO W TPEYecKkoro aua(aBUTOB, a TaKxke
HEKOTOpbIE MPUEMBI CTEHOTPAPHUECKOTO COKPAILICHHS CIIOB.

[IpakTHyeckue 3aHATUS MO AUCUUILUIMHE «J[OKyMEHTHOe oOecrnedyeHue YIpaBlIeHHs» MPOBOJATCS IO
cxeMme:
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— YCTHBIHM OIIPOC 10 TEOPUU B Hayaje 3aHATHS;

— paboTa B rpymnmnax 1o pa3pereHuio pa3IuiHbIX CUTYalUil 10 TeMe 3aHsTHS;

— pelIeHHe IPAKTHYECKHX 3a]1ay;

— TepPMHH-IUKTAHT;

— WHIUBUYalbHbBIC 3aaHUs JIJIS TIOATOTOBKU K MPAKTUYECKUM 3aHSITHUSIM.

[lenb mpakTUYECKOTO 3aHATHUS - HAYYUTh CTYACHTOB MPUMEHATh TEOPETUYECKHE 3HAHUS MPU PEUICHUU
IIPAKTUYECKUX 3aJ]]a4 HA OCHOBE PEaJIbHbIX JJAHHBIX.

Ha npaktrueckux 3aHATHAX MPeo0IaatoT CEAyIOIIUe METOIbI:

— BepOanbHbIC (TPEe0OIaTAOIIUM METOOM JIOJDKHO OBITH OOBSICHEHHE);

— IpaKTU4ECKHUE (IMCbMEHHBIE 3JaHus, TPYIIIOBbIE 3aJaHUs U T. I1.).

BaxxupiM 151 cTy/IeHTa SIBISIETCSl YMEHUE PallMOHAIBHO MOA0UpaTh HEOOXOAUMYIO YUEeOHYIO JTUTEPaTypYy.
OCHOBHBIMU JINTEPATYPHBIMU UCTOUHUKAMHU SIBIISIFOTCSL:

— ©Oubmmoreunsie Gouabl Prunnana Kyol'V;

— DJIEeKTpOHHAasi OMOIMOTEeUHAs CUCTEMa « YHUBEPCUTETCKasi OMONIMOTeKa OH-JTaiH»;

— aJeKkTpoHHas OubnuoreuHas cuctema MsnarensctBa «JlaHby.

[Tonck xHUr B OMOIMOTEKE HEOOXOAUMO HAYMHATH C HU3YYEHHS MPEAMETHOTO KaTallora U CO3JaHUS
CIMCKA KHUT, TOCOOMH, METOIMYECKUX MAaTEPUAJIOB 110 TEME U3YUECHHUS.

[IpocMOTp KHUTH HAYMHAETCS C TUTYJIBHOIO JIMCTA, CIEAYIOUIEro mocie oOnoxkd. Ha HEM 0OBIYHO
MIOMEIAIOTCS BCE OCHOBHBIE JAHHbIE, XapaKTEPU3YIOLUE KHUTY: Ha3BaHUE, aBTOP, BHIXOHbBIC JaHHbIE, TaHHbIE
0 mepeusgaHuu u T.4. Ha 060poTe TUTYIBHOrO NKCTa Aa€TCS aHHOTAIMsI, B KOTOPOM YKa3bIBaeTCs TeMaTHKa
BOIIPOCOB, OCBELIEHHBIX B KHUIE, ONPEAENAETCS Kpyr uuTaTeslel, Ha KOTOpbIM OHa paccuuTaHa. bosbinoe
3HaYEHUE MMEET MPEAUCIOBUE KHUTH, KOTOPOE 3HAKOMHUT YUTATENsI C IMYHOCTHIO aBTOPa, UCTOPUEH CO3MaHus
KHMIH, paCKpbIBAaET cojiepkanue. [IlpounTas npeauciaoBue U MojiydnB o01ee NPEACTaBIEHNUE O KHUIE, CIEAYeT
oOparutbcs K oriaBineHuto. OriaBlieHWEe KHUTHM 3HAKOMUT 0OydaeMoro C COJIepKaHHeM U JIOTHYECKOU
CTPYKTYpOH KHHUTH, NO3BOJISIET BBIOpATh HY)KHBIM MaTepuan JUisl u3ydeHus. 1o M3JaHUS KHUTH I103BOJISIET
CyIuTh O HOBM3HE Marepuana. Yem damie KHUTa M3AAETCSA, TEM OONBIIYI0 IEHHOCTh OHa MpejcTaBiseT. B
KHHMI€ MOTYT OBITh IPUMEUYaHUsl, KOTOPbIE COJIEPKAT PA3IMYHbIE JONOIHUTENbHBIE CBeAeHHs. OHU MevaTaroTcs
BHE OCHOBHOTO TEKCTa U pa3bACHAIOT OTAEIbHBbIE BoOINpochl. IlpeamerHele W andaBUTHBIE YyKa3aTelH
3HAYUTENIBHO 00JIEr4atoT MOBTOPEHUE U3JI0KEHHOTO B KHUTE MaTepraiia. B KoHIle KHUTH MOKET pacroJiararbes
BCroMoraTenbHblil Matepuai. K HeMy oOBIYHO OTHOCATCS MHCTPYKILUH, IPUIIOKEHHUS, CXEMBbI, CUTYallHOHHbIE
3aJ1a4M, BOIPOCHI I CAMOKOHTPOJIS U T.[.

Jlnst Jydiiero mpejacTaBlieHUsl M 3allOMHUHAHUS MaTepHaia 1el1ecoo0pa3Ho BECTH 3allUCH U KOHCIIEKTBI
Pa3IMYHOTO COAECPKAHUS, @ UMEHHO:

— IIOMETKH, 3aME€UYaHus, BbIJCIIEHUE TNIABHOTO;

— TMJIaH, Te3UCHI, BBIIUCKH, ITUTATHI;

— KOHCIEKT, JIEKIUA U T.1.

YuraTh yueOHUK HEOOXOAUMO BlyMYMBO, BHUMATEJIbHO, HE MPOITYyCKasl TEKCTA, CTAPasiCh MOHATh KaXyI0
¢bpa3y, OIHOBPEMEHHO pa30Oupasi MpUMEPHI, CXEMbI, TAOIUIIbI, PUCYHKH, IPUBEAEHHbBIE B yUEOHHUKE.

OnHUM U3 BaXHEHIIUX CPENCTB, CIOCOOCTBYIOUIMX 3aKPEIUIEHUIO 3HAHUM, SBISETCS KpaTKas 3aIluch
MPOYUTAHHOIO MaTepuaja — COCTaBJI€HHE KOHCIeKTa. KOHCHEKT — 3TO KpaTKoe CBSA3HOE H3JI0KEHUE
COoZIepKaHusl TE€Mbl, yUeOHMKa WJIM €ro 4acTd, 0e3 MoaApoOHOCTeW M BTOpOCTeneHHbIX aetaneld. Ilo cBoeit
CTPYKType U TOCJIEI0BAaTEIbHOCTU KOHCIIEKT JOJDKEH COOTBETCTBOBATH IUIaHy ydeOHHKa. [loaToMy BaxkHO
CHayaJla COCTAaBUTh IUIaH, a MOTOM IMHCaTh KOHCIEKT B BUJE OTBETAa Ha BOMpOCHl IutaHa. Ecim ydeOHHMK
pa3nenéH Ha HeOOJIbIINE 03arJIaBIEHHbIE YaCTH, TO 3ar0JIOBKM MOKHO pacCMaTpUBaTh KaK MYHKTHI [UIaHA, a U3
TEKCTa KaKIAO0W 4acTH CIEAYET 3allUCaTh T€ MBICIH, KOTOPBIE PACKPHIBAIOT CMBICH 3ar0JIOBKA.

TpebGoBaHMs K KOHCIIEKTY:

— KparKoCTh, CKaTOCTh, 11e71eCO00Pa3HOCTh KaXKJ0r0 3alHChIBAEMOTO CIIOBA;

— COZEPKaTeNbHOCTh 3aIUCH - 3alMChIBaEMbIe MBICIIHU clenyeT (opMynnpoBaTh KpaTko, HO 0e3 yuiepOa
1t cmbicia. OObEM KOHCTIEKTa, KaK ITPaBUIIO, MEHBIIIE U3y9aeMoro Tekcta B 7-15 pas;

— KOHCHEKT MOXKET OBbITh KaK MPOCTHIM, TaK U CIOKHBIM II0 CTPYKTYpE — 3TO 3aBHCUT OT COAEPIKaHUS
KHUTH U LEIU €€ U3y4YCHHUS.

MeTtoauyeckue peKoMeHAaluy 0 KOHCIIEKTUPOBAHUIO:
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— MPEeXJe YeM HayaTh COCTABISATh KOHCIEKT, HY)KHO O3HAKOMHUTBCSI C KHUTOM, MPOYUTATh €€ CHavalia a0
KOHIIA, IOHSATH IPOYUTAHHOE;

— Ha 00JIOKKE TeTpay 3alHChIBAIOTCSA HA3BaHWE KOHCIEKTHPYEMOW KHUTH U UMS aBTOPa, COCTABIISCTCS
IJIaH KOHCIIEKTUPYEMOT'O TECTA;

— 3alucH Jydllle AeJaTh IPU NPOYTEHUH HE OJJHOTO-IBYX a03alleB, a 11eJI0ro naparpada uiv IIaBbl;

— KOHCHIEKTHpOBaHHE BENETCS HE C LEIbI0 MUMETh ONpeNeNEHHBbIN 3amucu, a ais 0Oosiee IMOJIHOro
OBJIQZICHUSI COZEPKAHHEM H3ydyaeMOro TEKCTa, MOJTOMY B 3alUCSX OTMEYAeTCs W BBIIEISETCS BCE TO HOBOE,
MHTEPECHOE B HYKHOE, YTO 0COOEHHO MPUBJICKIIO BHUMAHHE;

— TIOCJIe TOTo, KaK cliejlaHa 3aluch coep kanus naparpada, riaBbl, CJIeAyeT epeunTarb e€, 3aTeM CHOBa
o0parbcs K TEKCTY U IMPOBEPUTH ce0sl, TPABUIIBHO JIK U3JI0KEHO COJIepIKaHHE.

TexHrnKa KOHCHEKTUPOBAHUS:

— KOHCHEKTHPYs KHUT'Y OOJbIIOro 00bEMa, 3alUCh CIIEAYyeT BECTH B O0IIEH TeTpau;

— Ha KaXJOM CTpaHMIE CJIeBa OCTaBISIOT MOJA IMMpUHON 25-30 MM I 3amucu  KOPOTKUX
[10J13ar0JI0BKOB, KPaTKMX 3aMEeYaHuii, BOIIPOCOB;

— KaXJas CTaHWIIAa TETPaau HyMepyeTcs,

— JUIsl TIOBBIIICHHS] YUTAEMOCTH 3allUCU OCTABJIAIOT MHTEPBAIbl MEXAY CTpPOKaMHu, ab3alamu, HOBYIO
MBICITb HAUUHAIOT C «KPACHON» CTPOKH;

— IpU KOHCIIEKTHUPOBAHUU IIMPOKO MCIOJB3YIOT Pa3jIMYHbIE COKPAILEHUS U YCIOBHbIE 3HAKH, HO HE B
yiep0 CMBICITY 3alHCaHHOTO. PEeKOMEHIyeTCsl MPUMEHATh OOIIEeynOTpeOUTEIbHBIE COKpPAIICHUs, HAIIPUMEP:
M.0. — MOXET OBbITh; TOC. — TOCYJaPCTBEHHBIH; /1.0. — TOJKHO OBITH U T.1I.

— HE CJIeyeT COKpallarh MMEHa U Ha3BaHUsl, KPOME OUYEHb YacTO MMOBTOPSIIOIIMXCS;

— B KOHCIIEKTE€ HE JOJKHO OBITh MEXaHMYECKOrO IEPENUCBhIBAHUS TEKCTa 0€3 MpOIyMbIBAaHUS €ro
COZIEpKaHMsI U CMBICJIOBOTO aHAJIM3a.

CTyneHTsl Ui TOJIHOIIEHHOTO OCBOEHHUS y4eOHOro Kypca JOJKHBI COCTAaBISITH KOHCIEKTHI Kak Mpu
MPOCIYUIMBAHUM €ro TEOPeTHYECKOM (JIEKIMOHHOM) YacTH, TaK W IpPU MOJATOTOBKE K IPAKTUUYECKUM
(cemuHapckuM) 3aHATUAM. JKenaTenbHO, YTOOBI KOHCIIEKTHI JISKIIMM U CEMUHAPOB 3aMHUCHIBAIUCH B JJOTHYECKON
MIOCJIEI0BATEIBHOCTH U3yUEHUS Kypca U COAEPKAIUCh B OAHON TETPaIH.

KoHcnekT ajis CTyJ€HTOB SBIISETCS HEOTHEMIIEMOM YaCThIO B IIPOLIECCE N3YUEHUSI Kypca, TaK OH:

— B IIOJIHOM 00BbEME OLIEHUBAETCS KaK Pa3HOBUIHOCTh MMCbMEHHOI'O OTBETA HA N3y4aeMble BOIIPOCHI;

— CcIyXuT 0a30 1711 YCTHOTO OTBETA HAa CEMUHApe M0 OTHOMY M3 BOIIPOCOB pacCMaTpUBaeMOro IUIaHa;

— CBEICHMS U3 KOHCIEKTa MOTYT BBICTYNAaTh B Kaue€CTBE MCTOYHUKA JIOMOJHEHHN K OTBETaM JAPYTHX
CTYJIEHTOB.

Opranuzaiys TEKyIIEero KOHTPOJIS 3HAHUM, YMEHUI M HaBBIKOB OOYYaIOLIUXCS OCYLIECTBISIETCS MYTEM
TECTUPOBAHUSI.

®opMoii UTOTOBOTO KOHTPOJIS SIBIISIETCA 3aueT nudpepeHupoBaHHbIH.

JInst Ui ¢ orpaHMYEeHHBIMA BO3MOXHOCTSIMU 370POBBS IIPEyCMOTPEHA OpraHU3alMs KOHCYJIbTAIU C
HCIOJIb30BAHNUEM JIEKTPOHHOM MOYTBHI.

7 OHEHOYHBIE CPEJACTBA J1JIsA KOHTPOJIA YCIIEBAEMOCTH

7.1 IllaciopTt (pOH/IAa OLIEHOYHBIX CPEICTB

Kon kouTponupyemoit
Ne KonTponupyemsble pazaensl (TEMBbI) a POIHPY HanmenoBanue
KOMITCTCHITHH
n/m JUCITUTLIAHBI OLIEHOYHOT'O CPe/ICTBA
(nnu ee yacTH)
OKYMEHTAIlMOHHOE 00ecrieueHne - OCHOBa
1 | AoxymenTan OK 11, IIK 2.6 TecT
TEXHOJIOTHH YIPABICHUS
Opranu3zanus JeJ0Npor3BOACTBA U €r0
2 p o A p a OK 11,IIK 2.6 JUCKYCCHS, TECT
HOPMAaTUBHO-METOAMYECKas 0a3a
3 | Opranuzanus JOKyMEHTO000pOTa OK 11, TIK 2.7 JIeJIOBasi UTpa, TECT
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Koa xonTponupyemoi
KOMIIETEHIINHU
(wm ee 4acTH)

HaunmenoBaunue
OIIEHOYHOTO CPEJCTBA

Ne KonTponupyemsle pazaensl (TEMBbI)
/1 TUCIAIUINHEL

PCFI/ICTpaI_II/ISI JOKYMCHTOB U OpraHu3anusd

4 | cnpaBoYHO-MH(OPMAITMOHHOTO OK 11, IIK 1.1, TIK 2.7 JUCKYCCHSI, TECT
00CITy>)KUBaHUS
KonTpoJib 3a cpokaMu UCIIOJTHEHUS OK 11,IIK 2.6, IIK 2.7,

5 TECT
JIOKYMEHTOB I1K 4.2

6 IKCIEpTH3a ICHHOCTH JOKYMCHTOB OK 11,IIK 2.6, IIK 2.7 JUCKYCCHSl, TECT
B JICJIOTIPOU3BOJICTBE
XpaHeHue JOKYMEHTOB B apX1Be OK 11, 11K 2.6, IIK 2.7,

! OpraHu3alyu. IIK 4.2 JICKyCCHA, TeCT
CucreMa opraHu3alOHHO- OK 11,IIK 1.1, TIK 2.6,

8 . TECT
pacnoOpPSAIUTENBHONW JOKYMEHTAUUN I1K 2.7

9 MropmaiionHo-cripaoHas OK 11,IIK 2.6, 11K 2.7 JlemoBas urpa, Tect
JIOKYMEHTaIus

OK 11, IIK 1.1. TIK 2.6,
10 | JokymeHTanus 1o JUYHOMY COCTaBy K 2.7 TECT
11 | ®unaHcOBas JOKYMEHTAIUS OK 11, TIK 1.1, TIK 2.6, TECT
AoXyMerTan TIK 2.7, TIK 4.2
12 Hanpasenns OK 11,IIK 2.6 Huckyccus, Tect

coBepuieHcTBoBanus J1OY

7.2 Kputepum olleHKH 3HAHUI

CryneHtsl 00s3aHbl caTh IU(PQGEPEeHIIMPOBAHHBIA 3a4eT B COOTBETCTBUM C paclUCaHUEM U Y4eOHBIM
wianoM. JuddepeHumpoBaHHbIil 3aueT MO MUCHMIUIMHE TWPECIeAyeT Leib OICHUTh paboTy CTyAEHTa,
MOJIyYeHHE TEOPeTHUECKUX 3HAHWM, MX MPOYHOCTb, PA3BUTHE TBOPUYECKOI'O MBIIIICHUS, NPUOOpETEHHE
HABbIKOB CaMOCTOSITEJIbHOM paboOThl, YMEHHE NMPUMEHSATH MOJYyYEHHbIE 3HAHUS AJIS PElIeHUS MPAaKTHUECKUX
3a/1a4.

KoHTposb 1 o1ieHKa pe3ysbTaToB OCBOCHHS Y4eOHOMN NMCHUIUIMHBI OCYIIECTBISIETCS MpernojaBaTesieM B
mporecce MPOBEIECHUS MNPAKTUYECKUX 3aHATHH, TECTUPOBAaHUS, a TakKXKe BBINOJHEHHUS OOydJaroUMMUCS
MIPOU3BOJCTBEHHBIX CUTyallul, JUCKYCCHUH.

JenoBasi u/uam pojesasi urpa. CoBMecTHast JA€STeIbHOCTh TPYNIBI 00YYaIOLUMXCA U MpenogaBaTess
[IOJ1 YIIPaBJICHUEM MPENOIaBaTeNsl C LIEIbI0 PEeUIeHUs] yUeOHBIX U MPOoeCCHOHATbHO-OPUEHTUPOBAHHBIX 3a7a4
IyTeM UIPOBOTO MOJEIUPOBAHUS peanbHOM mnpobieMHON cutTyanuu. [lo3BosiseT  OLlEHMBATH YyMEHHUE
aHAJIM3UPOBATh U pellaTh TUIHMYHbIE TPOPECCUOHAIbHBIE 331a4H.

Tecr. Cucrema craHIapTU3UPOBAHHBIX 3aJaHMN, IO3BOJIAIOIIAS  ABTOMATU3UPOBATh NPOLEAYDPY
M3MEpEHUs YPOBHS 3HAHUM U yMEHUN 00y4daromerocs.

Kpyriabiii cTos1, AUCKyccHsi, NOJIEMHKa, AUCHYT, AedaTbl. OLIEHOYHBIE CPEACTBA, IO3BOJISAIOLINE
BKJIIOUaTh OOydaroluxcsi B MPOLECC OOCYXKIAEHHsS] CIOPHOIO BOIpOCa, MpOoOJSeMbl M OLUEHUTh MX YMEHHE
apryMEHTHPOBaTh COOCTBEHHYIO TOUKY 3PEHHUS.

Kpurepun ounenku. 3HaHUSA CTYJEHTOB HA MPAKTUYECKUX 3aHATHAX OLIEHMBAKOTCA OTMETKaMU
«OTIIMYHO», «XOPOILIO», «yIAOBIECTBOPUTEIBHO» U «HEYIOBJIETBOPUTEIBLHOM.

OneHka «OTIMYHO» BBICTABIISETCS, KOT/Ia CTY/I€Hb MOKa3bIBaeT IIy00KOe BCECTOPOHHEE 3HaHHUE pas3zena
JUCLUUIUIMHBL, 00S3aTeNIbHOW W JONOJHMUTENBHOW JMTEpaTyphl, apryMEHTHPOBAHO M JIOTHUECKH CTPOWHO
M3JIaraeT MaTepHuall, MOKET MPUMEHSTh 3HaHU JUIsl aHAJIN3a KOHKPETHBIX CUTYalu.

O1eHKa «XOpOIIO» CTAaBUTCS MPH TBEPJBIX 3HAHUAX pasjiesia TUCIHIUINHBI, 00s3aTeNbHON ITUTEepaTypsl,
3HAKOMCTBE C JIONOJIHUTENIBHOW JIMTEPAaTypod, apryMEHTUPOBAHHOM H3JIOKEHUM MaTepualla, yMEHUH
IIPUMEHUTD 3HAHUSA JJI1 aHAJIN3a KOHKPETHBIX CUTYalLUi.

OneHka «y0BJIETBOPUTENBHO» CTABUTCS, KOTJIa CTYJEHT B OCHOBHOM 3HAET pa3zell JUCIHUILTUHBL, MOKET
IIPAKTUYECKU IPUMEHUTH CBOU 3HAHUS.

OneHka «HEyIOBJIETBOPUTEIBHO» CTAaBUTCA, KOrJa CTYIEHT HE OCBOMJI OCHOBHOIO COZICpXKaHHS
npeamera U ¢1ado 3HaeT U3y4aeMblid pa3/ien JUCIUTUINHBL
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OrneHOYHBIE CpPEICTBA JIJISl MHBAJIUIOB U JIUI] C OTPAHUYCHHBIMH BO3MOKHOCTSIMH 3JJOPOBBSI BRIOMPAIOTCS
C YYETOM MX MHIUBUAYAIbHBIX MCUXO(DU3NUECKUX OCOOCHHOCTEH.

— NpU HEOOXOJWMOCTH WHBaJIWJAaM U JUIAM C OrPAHWYCHHBIMH BO3MOXKHOCTSIMH  3JI0POBBS
MIPEIOCTABIIAETCS JOMOIHUTEIBHOE BPEeMs JUIsl TOATOTOBKH OTBeTa Ha MU depeHIIMPOBAaHHOM 3a4ETe;

— NPU TPOBEICHUU IPOLEAYPHI

OLCHUBAHHA PE3YyJIbTATOB 06yquH51 HWHBAJINI0B

n Jjguia C

OTpaHUYCHHBIMH BO3MOXKHOCTSIMH 3JI0POBbsSl TIPEIYCMATPUBAETCS HCIOJIb30BAHUE TEXHUUYECKHX CPEICTB,
HEO0OXOJIMMBIX UM B CBSI3U C UX UHAUBUAYAIbHBIMU OCOOEHHOCTSMH;
— TPU HEOOXOJAUMOCTH ISl OOYYArOIIUXCSl C OTPAHUYCHHBIME BO3MOXHOCTSIMU 3/IOPOBBSI M HHBAJIUIOB
MpOLIeypa OIEHUBAHUS PE3YIhTATOB O0YUEHUS MO TUCITUTUINHE MOXKET MPOBOIUTHCS B HECKOJIBKO ATAIOB.
[Ipouenypa oueHuBaHus pe3yabTaTOB O0yYEHUS MHBAIMJIOB U JIUIl C OTPAHUYEHHBIMH BO3MOXKHOCTSMU
3M0pOBbs TIO JUCHUIUIMHE (MOAYJIIO) TpelycMaTpuBaeT MpeAoCTaBiIeHHe WHPopManuu B ¢opMmax,
a/IalITHPOBAHHBIX K OTPAaHUYEHHUSAM UX 3710POBbsI U BOCTIPUATHS HH(POPMALIUU:

Jns muu ¢ HapyLIeHUs MU 3pEHHUS:

— B Ie4yaTHOH (opMe yBeTUYEHHBIM HIPUGTOM,
— B (popMe 3IEKTPOHHOTO TOKYMEHTA.

HJ'ISI JIAI ¢ HApYIICHUAMU ClIyXa:

— B IIEYaTHOH opme,
— B (hopMe IEKTPOHHOTO JJOKYMEHTA.
JUtst 11 ¢ HapyIICHUSIMHA OTIOPHO-JIBUTATEIILHOTO ammapara:
— B Te4aTtHou dopwme,
— B (hopMe IEKTPOHHOTO JJOKYMEHTA.
JlaHHBIN TIEpEeYCHb MOXKET OBITh KOHKPETH3UPOBAH B 3aBUCUMOCTH OT KOHTHHTCHTA 00yJatOIUXCsl.

7.3 OueHo4HbIe CPEACTB JIA MPOBeAeHHs TEKYIel aTTecTaluu
Texymas arrecrauusa no aucuuruHe OI1.04 JlokymeHTHOe oOecrieueHHe YIpaBiIeHUS MPOBOAMUTCS B

dopme:

— (poHTANBHBIN OIPOC;
— WHAMBUAYAJIbHBIN YCTHBIN ONPOC;
— IHACBMEHHBIM KOHTPOJIb;
— TECTUPOBAHUE 10 TEOPETUYECKOMY MATEPUAILY;
— IpakTh4eckas pabora;
— 3alIUTa BBIIOJHEHHOTO 33JIaHUs.

Hpakru-
®opma Hecimm JInunble kayecTBa Ipumepsbt
aTTecTaluuu nanns Ymenns OnbIT odyuaromerocs OIIEHOYHBIX CPeJCTB
(Bo1age-
HHe)
(bpOHTAIBHBIH TEOPETUYECKUE OCHOBBI | UCIOJIB30BATh CaMOCTOSITeTbHOCTb, OO6cyxaeHue
orpoc TEXHOJIOTHH HCTOPUYECCKHIA OTIBIT BOCIIPHHMYHBOCTD K BBIHECEHHBIX B
OpraHHu3al|K CIIyKObI OpraHu3aIHH HOBOMY, BOIIPOCOB TEM U
nHpopMaMOHHO- JIeTIONPOU3BOJICTBA CHCTEMHOCTb, KOHTPOJIbHBIX
JOKYMCHTAIHOHHOTO JUTSL PELICHHUS AHATUTHYHOCTD, BOIIPOCOB
oOecrieucHHs MPAaKTUYECKUX 33124, apryMeHTHPOBaH-
yIIpaBJICHUS; MPUMEHSTD HOCTB,
COBPEMEHHYIO nproOpeTEeHHEIE BHUMAaHUE, TaMSTh
OpTraHU3aIUI0 3HaHUS B
JIeTIONPON3BOJICTBA B JIOKYMCHTOBEICHUH U
Poccun; TpeboBanus JIOKyMEHTallMOHHOM
MEXAYHapOIHOTO obecrieueHnn
cTaHzgapra yIpaBICHUS
HOPMAaTHBHO-
METOIMYCCKHE
JOKYMEHTBI,
periIaMeHTHPYOIIUE
J0Y
WH/IUBUIYAIBHBIA | COBPEMEHHYIO UCIIOJIb30BaTh [IpaBUIBHOCTS, [epeyeHs BOMPOCOB,
YCTHBIN OIIPOC OpTraHU3aIUI0 COBpPCMCHHBIC BBIPA3UTEILHOCTD, pedepatsl
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JIeNIOTIPOU3BOICTBA B KOMIIBIOTEPHEBIE SICHOCTb, TOUHOCTS , KontponbHsle
Poccun, TpeboBanns TEXHOJIOTHH B JIOTHYHOCTh BOIIPOCHI IO TEMaM
MEXIYHApOAHOTO OpTaHM3aIn apryMEHTHPOBaH- MPUIIATAIoTCs
cTaHAapTa JIETIONPON3BOJICTBA HOCTb,
BHIMaHHE, IaMsITh
[IUCBbMEHHBIN cnenuuky MIPUMEHSTD AKKypaTHOCTb, Pewenne 3anay,
KOHTPOIIb OpTaHH3aIiA MpHOOpETEHHBIE CaMOCTOSATEIBHOCTB, TECTOB U UX
JeTIOIPON3BOJICTBA B 3HaHUA B BHIMaHHE, MBIIIJICHUE | OOCYXICHHE C TOUKH
rOCyJapCTBEHHBIX U JIOKYMEHTOBEICHUH U 3peHUs yMEHUs
HETOCYAapCTBEHHBIX JIOKYMEHTaIHOHHOM (dbopMyaHpoBaTh
0aHKax; HOPMAaTHBHO- obecrnieueHUU BBIBO/IbI, BHOCUTh
METOJUYECKHE yIpaBIeHUs; pPEKOMEHAALUH U
JOKYMEHTHI, COCTaBJIATh POEKTHI MIPUHUMATh
peTIaMEeHTHPYIOIIHE OpTaHHU3aI[IOHHO- aJIeKBaTHBIC
JAOY pamuoHansHy0 pacnopsAUTEIbHBIX peLieHus;
TEXHOJIOTHIO IIPHEMA, JIOKyMEHTOB
MIPOXOXK/ICHNUS,
MIOATOTOBKU H
OTIPABKH JOKYMEHTOB
B TPaJIUIIUOHHBIX U
ABTOMATU3UPOBAHHBIX
cucremax J10Y
TECTUPOBAHUE 110 COBPEMEHHYIO HCIOJIF30BaTh Buumanue, IIepeueHs BONpPOCOB,
TECOPETUYECKOMY Opra”Hu3auuio COBpPEMEHHBIE MBILIEHHUE, TaMATh, 00pasIibl TECTOB
MaTepHaiy JIeNIOTIPON3BOICTBA B KOMIIBIOTEPHBIE MIPaBUIBHOCTE,
Poccun, TpeGoBanus TEXHOJIOTHH B CaMOCTOSATENIBHOCTb.
MEXIYHApOIHOTO OpTaHM3aIN
cTaHmapra JIETIONPON3BOJICTBA
pannoHaAIBHYIO
TEXHOJIOTHIO IIPUEMA,
MIPOXOXKICHNUS,
IIOATIOTOBKH U
OTIIpaBKH JOKYMCHTOB
B TPAJAULUOHHBIX U
ABTOMATU3UPOBAHHBIX
cucremax J10Y
IIpaKTU4YCCKast TEOPETUICCKNE OCHOBBI COCTaBJIATH IMTPOCKTHI HpaBI/IHBHOCTB, PacueTHo-
pabota TEXHOJIOTHH OpraHU3aIOHHO- SICHOCTB, TOUYHOCTS , rpaduueckue
OpraHM3aIIH CITYKOBI pacropsIUTENIbHBIX JIOTHYHOCTh 3a7aHus,
nHpopMannoHHo- JIOKyMEHTOB apryMeHTHpOBaH- KOMIUTIEKCHOE
JOKyMEHTAIIHOHHOTO HOCTb, 3a7aHue,
obecrieueHus BHUMaHHE, IaMsITh MIPaKTHYECKOE
yIpaBJIeHNS; 3aJjaHue
TIPUHIATIBI
OpTraHU3aINH U 33/1a4H
CITyxK0
JOKYMEHTAITMOHHOT'O
oOecrieuenust OaHKa;
COBpPEMEHHYIO
OpTaHU3aIIIO0
JIeNOTIPOU3BOICTBA B
Poccun, TpeboBanus
MEXTyHapOAHOTO
cTaHaapra
3aImra HOPMAaTHBHO- UCTIONB30BaTh CaMocTosITenbHOCTh, | BrimonHenue
BBINOJIHEHHOTO METOJUYECKHE UCTOPUYECKHUH OTIBIT BOCIIPHMMYHBOCTb K 3aJaHui U
3aJaHuAa JTOKYMCHTEHI, OpraHu3anuun HOBOMY, O6Cy>K)IeHI/Ie
peTIaMeHTHPYIONIIE JIEJIOTIPON3BOICTBA CHUCTEMHOCTB, pe3yIbTaToOB
JOVY; Teopetnyeckue JUISL pEeIIeHUS AHAJIUTUYHOCTb,
OCHOBBI TCXHOJIOTH MMPaKTUYCCKUX 3a1a4, ApTYMEHTHUPOBAH-
OpTaHWU3aIIH CITyXKOBI COCTABIIATh MPOCKTEHI HOCTb,

nH(POPMAITHOHHO-
JIOKYMEHTAI[HOHHOTO
oOecrieucHus

OpraHn3anroOHHO-
pacnopsaAuTCIIbHbIX
JAOKYMCHTOB;

BHUMAaHHC, IAaMATh
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yIIpaBJICHHUS;
COBPEMEHHYIO
OpTaHU3AIIIO
JIeTTOTIPON3BOICTBA B
Poccun, TpeboBanus
MEXTyHApPOIHOTO
CTaHJapTa; CIICIIUPUKY
OpraHu3aIu
JIeTIONIPON3BOJICTBA B
rOCY/IapCTBEHHBIX U
HErocyJapCTBEHHBIX
0aHKax; MPUHIIHITBI
OpTaHU3AINH U 33/1a9H
CITy)0
JOKYMEHTAIIMOHHOTO
oOecrieueHns OaHKa;
HOpPMAaTHBHO-
METOIMYCCKIEe
JIOKYMEHTHI,
periaMeHTHPYIOIIUe
JOVY; panmoHanbHy0
TEXHOJIOT'UIO MprUeMa,
MIPOXOXKICHUS,
IIOATOTOBKH U
OTIIPaBKH JOKYMEHTOB
B TPAIUIUOHHBIX H
ABTOMATH3HPOBAHHBIX
cucremax J10Y

HCIOJIB30BaTh
COBpPEMCHHBIC
KOMIIBIOTCPHBIC
TEXHOJIOTHH B
opraHu3aIu
JIEIIONPOU3BOJICTBA;
MPUMEHSTH
nprOOpETECHHBIC
3HAHUA B
JIOKYMCHTOBEICHUH U
JIOKYMECHTAITUOHHOM
oOecrieueHnHn
yIpaBiIeHUS

HpnMeprle TECTOBbLIC 3aJaHUA

Tema 1. JlokyMeHTalMOHHOE 00eclieYeHHe - OCHOBA TEXHOJIOTMHU yIPaBJIeHUSA

1. «/le10npOU3BOACTBO» — ITO..

1.
2.
3.

1.
2.
3.
4.

CUCTEMA XPaHEHUs JOKYMEHTOB;
COCTaBJIEHUE JOKYMEHTOB;
oTpacib JeSTeTbHOCTH, 00eceuynBaroIas JOKyMEHTUPOBaHUE U OpPraHU3alnio paboThI €
opUIMATBHBIMU JOKYMEHTaMHU.

2. YKa:KuTe TePMHH, MMEIOIIHI TAKOMH ke CMbIC/I, KAK M TEPMHH «/1€JIONPONU3BOICTBOY.
JIOKYMEHTUPOBAHUE;
CUCTEMA JOKYMEHTAlUH;
JOKYMEHTAlMOHHOE 00ECIIEUeHHE YIIPABIICHMS,
JIOKYMEHTHPOBaHHasi UH(OpMaIHs.

3. loATUHHMK TOKYMEHTA — TO:
1. IlepBblii MM €AMHCTBEHHBIN 3K3EMILIAP JOKYMEHTA.
2. DK3eMIUIsIp JOKYMEHTA, C KOTOPOTrO CHSITAa KOMHUSI.

4. IOpuanyeckas cujia JOKyMeHTa — 3TO:
1. OcoOeHHOCTH BHEUTHETO OOPMIIEHUS TOKYMEHTA.

2. CBUAETENBCTBO HAIMYMS B JOKYMEHTE MOJIOKEHUM HOPMAaTUBHOTO XapakTepa.
3. CriocoOHOCTh JOKYMEHTA NOPOKIATh ONPEIEICHHbIE IPABOBBIE TOCIEACTBHUS.
5. AmeeT JI IOPUAMYECKYIO CHIIY IOKYMEHT, OJy4eHHBbIH 10 GaKCHUMUJILHOM CBSA3U?
1. Ja.
2. la, o corfiameH1o CTOpoH HHPOPMALIMOHHOTO OOMeHa.
3. Her.
6. Kakoii n3 nepe4ucjieHHbIX PEKBU3UTOB He OTHOCUTCH K PEKBH3UTAM YA0CTOBepeHusi?

1. I'pud yrBepkaeHus.

2. Ileuats.

3. OTMeTKa 0 3aBEpEHUE KOMUHU.
4. Bu3a coryiacoBanusl.

5. Ilognuce.
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7. Kakue peKBU3UTHI BKJIYAIOTCH B 0JIAHK NHUcbMa?
1. MecTo cocTaBieHHUs WIM U3IaHUS JOKYMEHTA.
2. 3arojIoBOK K TEKCTY.
3. HaumMeHoBaHuE OpraHu3alu.
4. ToBapHbIii 3HaK (3HAK 0OCITY>KHBaHUA).
5. HauMeHoBaHue BUa JOKYMEHTA.

6. Anpecar.

7. CupaBOYHBIE TaHHBIC 00 OpPraHU3aIUH.
8. Ha xakoMm >K3eMILIsIpe 1eJIOBOT0 MUChMAa, MOATr0TOBJIEHHOM /IJIsl OTIPABKH ajipecary 10 Nnoyre,
NMPOCTABJSIIOTCH BU3bI?

1. Ha nopynHHMKE, OTIPABIIsiEMOM ajpecary.

2. Ha xonuu, noMeniaeMou B 1€J10 OpraHu3aliuu.

9. Kakoe nucbmMo 3aBEPHACTCA ne4yarnio?

1. I'apanTHitHO€ TUCHMO.
2. KomMepueckoe npeyioxKeHHe.
3. [Tucemo-nipocwoa.

10. Kakoii 10KyMeHT OTHOCUTCSI K HEpPerucTpupyemMbim?
1. ITucemo-3anpoc.

2. Xanoba rpaxxaaHuHa.
3. ConpoBOAUTEIBLHOE MUCHMO.
4. PexiiaMHO€E ITHUCHEMO.

IIpumepHBIe BOPOCHI 111 YCTHOI'O ONPOCa:

CoNoUA~AWNE

3HayeHHe NPAaBUIIbHOM OpraHu3aluy J1eJIONPOU3BOJICTBA AJIs pabOThI anmapara yrnpaBieHHs.
HopMmaTtuBHO-MeTOAMYECKHE JOKYMEHThI, PETJIAMEHTHUPYIOLUE OPraHU3alMIo JI€I0IPOU3BOICTBA.
[ToHsATHE O TOKYMEHTE U €ro (PYHKIUSX.
VYHu¢ukanus u cTaniapTU3anus 10KyMEHTOB.
Odopmnenne pekBu3nTOB "afpecar”, "pezomonns".
Odopminenne pekBU3UTOB "Tpud yTBepkIeHus", "moanucs".
Odopmnenne pekBu3uToB "nara", "rpud cornacoBanus JokymeHTa'", "oTMeTKa 0 KOHTpoJe".
OdopmieHre peKBU3UTOB "BU3bI COTJIACOBAHUS JOKyMEHTA", ""3aroj0BOK K TEKCTY'".

Odopmrenne pekBH3UTOB "OTMETKa 00 MCMOJHEHHH JTOKYMEHTa W HaIlpaBJICHWU €ro B feno'”, "oTMeTka o
HaJUYUH MPUIIOKeHHs ", "HAMMEHOBaHUE BU/IA TOKYMEHTA".
10. 3naveHue U BUABI OJAHKOB JOKYMEHTOB, PEKBU3UTHI OJAHKOB, CIIOCOOBI 0(hopMIIeHHS OJIaHKOB.

7.4 OuneHounble CpeacTB 1Jisl MIPOBECACHUSA HpOMe)KyTOqHOﬁ aTrecralnumn
HpOMe)KyTO‘-IHaSI aTTeCTanusAa

. ITpumepst
®dopma arrecTauu 3Hanus VYMmenus Tpaxmirieckuii Jluanrie Kavectsa OIICHOYHBIX
OTIBIT (BJIAJICTH) oOyuJarorerocs
CpEJICTB

JuddepeHnpoBaHHBII | TEOPETHYCCKUE HCIOJIb30BaTh CamocTosTenbHOCTh, | Bonpocsr:
3a4er OCHOBBI TEXHOJIOT' U HUCTOPUIECKUH BOCIIPUAMYHUBOCTD K MIPIJIATA0TCSI

OpraHu3aIK CIY>KOBI | OTBIT OpraHU3aluu HOBOMY,

MHPOPMAITMOHHO- JIEIIONIPOU3BOICTBA CHCTEMHOCTb,

JIOKyMEHTAllMOHHOTO | IS PEIICHHUS AHAIMTUYHOCTD,

obecreueHus MPaKTUIECKUX apryMEHTHPOBaH

YIpaBIICHUS; 3aJ1a4; COCTaB/IATh HOCTb,

COBPEMEHHYIO MIPOEKTHI BHUMAaHUE, [1aMSITh

OpraHU3aLUI0 OpraHu3alMOHHO- [IpaBWIBHOCTB,

JIeTIONPOU3BO/JICTBA B pacnopsauTeNbHBIX BBIPA3UTEIFHOCTD,

Poccun, TpeboBanus JIOKYMEHTOB; SICHOCTbB, TOYHOCTE ,

MEXIYHApOAHOTO HCIOJIb30BaTh JIOTUYHOCTB,

CTaHJAPTa; COBpPEMCHHBIC aKKypaTHOCTb,

crienupuKy KOMITEIOTEPHBIC MBIIIJIEHHE,

OopraHu3aIuu TEXHOJIOTHH B BBIPA3UTEIHLHOCTD

JIEIIONIPON3BOICTBA B OpTraHH3aIH peun.

TOCYAAPCTBEHHBIX U JIEJIONIPOU3BOJICTBA,;
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HCTOCYAAapCTBCHHBIX MNPUMCHSATH

OaHKaXx; MPUHITUIIBI MIPHUOOpPETEHHBIC
OpraHU3alyy 1 3HaHUS B

3ama4u ciryx6 JIOKYMEHTOBEACHHI
JOKYMEHTAIllHOHHOTO | U

obecrieueHns1 OaHKa; JOKYMEHTAIIHOHHOM
HOPMAaTHBHO- obecriedueHIN
METOIMYECKHE yIpaBJICHUS
JIOKYMEHTBI,

perilaMeHTHPYIOILHe

JOY; panuoHaneHy0o
TEXHOJIOTHIO MIPUEMa,
HPOXOXKICHUS,
HOATOTOBKHU H
OTIPaBKU
JOKYMEHTOB B
TPaIULHOHHBIX H
ABTOMaTU3MPOBAHHBIX
cuctemax J10Y

7.4.1 IlpuMepHbIe BONPOCHI JIsl IPOBEAeHHUS IPOMEKYTOYHOM aTTeCTAlluH

[TonsTue «/lokymeHT».

OOm1ast xapakTepUCTHKA JOKYMEHTOB. D YHKIIMU JOKYMEHTOB.

JloroBop TpaHCIOPTHOM 3KcneAuuUd. OCHOBHBIE pa3JEbl.

Bubl 1OKyMEHTOB U MX KJIacCU(pUKaLUs

PexBusnut «OTMETKA O HATMYUU TPUIIOKEHUI.

Poinb 1oKyMeHTaIMOHHOTO 00eCTIeueHNs YIIPABICHHUS B COBPEMEHHOW OpTraHU3aIiH.
PexBusur «I'pud cornmacoBanus nokymenta». Cocras. OpopmiieHue.

Crannaptuzanus 1 yHU(UKaLus T0KyMEHTOB.

PexBusut «I'pud yrsepxaenus rokymenta». CrnocoObl oopMiIeHus.

0. bnank noxymeHTa. Buapl OJaHKOB, MX XapaKTEpPHCTHKA.

1. PexBusut «3arosoBok K TekcTy». [IpaBuna opopmieHusi.

. OcoGennoctu opopmienus qokymenta «llonoxxenue». [lonsaTrue, peKBU3UTHI.

13. PexBm3ut «Pe3omornusy. [lopsaok odhopmieHUs.

14. HaznaveHue, cocTaB 1 0COOCHHOCTH O()OPMIICHHS OPTaHU3ALMOHHBIX JOKYMEHTOB.

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

16. Haznauenue, cocTaB 1 0COOCHHOCTH O(POPMIICHUS PACHIOPSAUTENBHBIX TOKYMEHTOB.

17. PexBusut «PerucrpaioHHblil HoMep JoKyMeHTa». [IpaBuiia npocTaBieHns Ha BHYTPEHHHUX JAOKYMEHTaXx,
UCXOJAIINX TOKYMEHTaX.

18. Hasuauenwue, coctaB 1 0COOCHHOCTH 0(hOpMIICHHUS HHPOPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB.
19. PexBusut «HanmeHoBanue Buia 1oKyMmeHTa». [IpaBuiia oopmiieHus.

20. OcobGennoctu opopmieHus nokymenta «lIpukasy. [loHsTHE, PEKBH3UTHI, BUIBI TIPUKA30B.

RRO©ooNO~WNE

=
N

7.4.2 IlpuMepHbIe 3a1a4M HA 3a4eT

3agaya 1. CocraBpTe NIpHKa3 IO CTPOUTEIBHOMY KoomnepatuBy "MHTepcTpoil" o0 HempaBHIBHOM
UCIIOJIb30BAaHUU CTPOUTENBHBIX OTXOAOB. B KOHCTaTHpyrolel 4acTH YKaXHUTe, 4TO MpPU HpOBEpKe padOThI
CKJIaJla TWIOMaTepuaroB YCTAHOBJIEHBI (AaKThl OTIyCKa B KOTEIbHYIO Ui COKMTAHUS OTXOJOB
nuwioMarepuanoB JUIMHHON cBbime 20 cM. B pacnopsauTensHON 4acTu ciefyeT HpeaioKUTh 3aBeAyIOIIEeMY
CKJIa/IOM OpPraHHU30BaTh padOTy MO pearn3aluy 0TXO0/10B YACTHBIM JIUIAM.

8 JOINMOJHUTEJBHOE OBECITEYEHUE JUCIHUITJIUHBI
[Ipunoxenue 1. Metoauyeckrue peKOMEHIAUHU Il MPAKTUUYECKUX 3aHATUH.
[Tpunoxenue 2. DIEKTPOHHBIE TPE3CHTAIUH.
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JINCT
U3MEHEHHM paboyelt mporpaMmbl y4eOHON AUCIUTLIUHBI
OI1.06 ToxymeHTallMOHHOE 0OecTieueHre yIpaBIICHUs

JIoTnoNHEHHST ¥ U3MEHEHHS, BHOCHMbIE B pab0uyI0 IIPOrpaMMy JAUCIMILIMHBI HA
20 /20  yueOHBIH TOS

OcHOBaHUS BHECEHUS Paznea PII/I, B koTOpbIii Conepsxkanue BHOCUMBIX
JAOTOJTHEHUT U BHOCSTCSH U3MEHEHUS AOMOJTHEHUI, U3MEeHeHU |
H3MEeHEHU
IIpennoxenue
paboTronarens
IIpennoxenue
COCTABUTEJISI TPOTPaMMBI
Hpyrue ocHoBanus

COCTaBI/ITCHB: HpeHO,Z[aBaTeHB, KaHI[.HCI/IXOJ'I.HaYK, JOLICHT I/II/I CepI[IOK
noonucs

VYTBepKJcHa Ha 3acelJaHWM IMPEIAMETHOW (IIUKIOBOM) KOMHCCHH SKOHOMHYECKHX
JTUCHUTUIAH
pOTOKOT No OT «__ » 20 r

[Ipeacenarens npeaAMeTHON (ITUKIIOBOM) KOMHCCHH

AKOHOMHUYECKUX JTUCLIUILINH E.A. Kob6eneBa

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

« _» 20
3aBemyromias OnbimmoTexkon dumaa A.B. CxiisipoBa

«  » 20 L.

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

PabGouass  mporpamma  y4yeOHOM  TUCHUIUIMHBI  «J{OKyMEHTallMOHHOE
ofOecrieueHue  ympaBJjeHus»  pazpaborana  Ha  ocHoBe — DenepalibHOTO
rOCyJIapCTBEHHOTO 00pa30BaTEbHOrO CTaHAapTa IO CHEHUAIBHOCTA CPEIHETro
Mpo(eCCHOHATEHOTO 00pa3oBaHUsl «JKOHOMHKA M OyXTrajlTepckuii yd4eT (1o
OTPaCISAIM)».

PaGouass mporpamma mnpemycMaTpuBaeT MpUOOpPETEHHUE 3HAHWUK B 00JACTH
TEOPETHUECKNX OCHOB TEXHOJOTHHM OpTaHMW3aIluu CIY)KObI HH(POPMAIMOHHO-
JIOKYMEHTAIITMOHHOTO  OOECTEeUYECHUs]  YNPABJICHUS, COBPEMEHHON OpraHu3aiuu
JEI0Npon3BOACTBA B Poccum.

B pesynbTaTte ocBoeHUs yueOHON AUCIUIUIMHBI O0YYAIOIINIICS TOHKEH 3HATH:

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

— COBPEMEHHYIO OpraHM3allMIo JeJIoNpou3BojacTBa B Poccuu, TpeboBaHMs
MEXKIYHApOJIHOTO CTaHJapTa;

— cneuuuKky OpraHuzalnuu JCJONPOU3BOJACTBA B TOCYJAapCTBEHHBIX U
HEroCyJapCTBEHHBIX OaHKaX;

— MPUHLUIBI  OpraHu3allid W 3a/ladyud  CIyk0  JIOKYMEHTallMOHHOTO
oOecrnieueHus 0aHKa;

— HOPMATHUBHO-METOJAMYECKUE JTOKYMEHTHI, periamentupyromue JJ0VY;

— panMOHATBHYIO TEXHOJIOTHIO TIpHeMa, TPOXOXKACHHUS, TIOJTOTOBKH M
OTMPABKHU JOKYMEHTOB B TPAJAUIIMOHHBIX M aBTOMATH3UPOBaHHBIX cuctemax JJOVY.

B pesynaprare ocBOeHHs 005S3aTENBHOM YacTH AUCHUILIMHBI OOYYarOIIUMCS
JIOJIKEH YMETh:

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

— COCTaBIIATH MPOCKTHI OPTaHU3AITMOHHO-PACTIOPSIUTETHHBIX JOKYMEHTOB;

— WCTOJB30BaTh COBPEMEHHBIC KOMITBIOTEPHBIC TEXHOJOTHU B OPTaHHU3AIUH
JEIONPOU3BOACTBA;

— MPUMEHSTh  NPUOOpPETEHHbIE  3HAHUS B JIOKYMCHTOBEJIECHUU U
JIOKYMEHTAIIMOHHOM O0€CTICUCHUH YIIPABJICHUS.

Conepxanue NUCIUIIMHBI COOTBETCTBYET y4€OHOMY IUIAaHY CHEHUATbHOCTH
«IKOHOMUKA U Oyxrantepckuil yuet (mo otpacisam)» ¢puinrana PI'bOY BO Kyo6l'Y B
r. Tuxopenke.

Peuenzent, nupektop A
OO0 «llenTp oka3zaHHUsi KOHCAITUHTOBBIX YCIYT» (/] M M.B. MuTtoBa



Penensus
Ha Pa0do4yI0 MPOrpaMmy JUCIHUIINHBI
«/lokyMeHTaIMOHHOE 00ecnieyeHHe YIPaBJIeHUsD)
CNENNAIBbHOCTh «JKOHOMHKA U OyXrajTepcKuid ydeT (10 0TPAC/IsiM)»

PabGouass mporpamMma y4ueOHOW AMCHMIUIMHBI «J[OKyMEHTAallMOHHOE oOOecredYeHue
YIPaBICHUSD) pa3zpaboTaHa Ha OCHOBE denepanbHOTO rOCYIapCTBEHHOTO
00pa30BaTENIbHOTO  CTaHJapTa MO CIEHHATBHOCTH CpPeAHEero MpodeCcCHOHAIBHOIO
oOpa3oBaHusl «IKOHOMHKA U OyXTralaTepCKuil y4eT (110 OTpacisiM).

B cTpykType mnporpaMmbl MOJATOTOBKM CIEIHAIMCTOB CPEIHETO 3BEHAa YyuyeOHas
mucuuiimHa  «JlokyMeHTanonHoe — oOecrieueHHe — yOpaBJi€HUs»  OTHOCUTCA K
npodeccruoHanbHON MOATOTOBKE U BXOJUT B COCTaB 001IeNpodeccuoHaIbHOrO HUKIIA.

PabGoueit mporpamMMoii MpeayCMOTPEHO MNPUOOpETeHHE 3HaHWUKW B  0OJacTu
TEOPETUYECKUX  OCHOB  TEXHOJOTMHM  OpraHu3aluu  CIAYyKObl  MH(POPMAIMOHHO-
JOKYMEHTAllHOHHOTO obecrieyeHusI yIpaBJICHUS; COBPEMEHHOM OopraHu3anuu
Jenonpoun3BojicTea B Poccun.

B xo1e n3ydenus paccMaTpuBaroTCs CIAEAYIOMNE TEMBI:

— JOKYMEHTAIMOHHOE 00ECIIEUCHNE - OCHOBA TEXHOJIOTHH YIPABIICHHUS;

— OpraHu3alys JeJONpPOU3BOCTBA U €T0 HOPMATHBHO-METOANYEcKast 0a3a;

— OpraHuzaius J0KyMEeHTO00O0pOTa;

— peructpanus JOKYMEHTOB U OpraHu3aius CHPaBOYHO-UH(POPMAIMOHHOTO
o0CITyKMBaHUS,

— KOHTPOJIb 332 CPOKAMU HCIOJHEHUS IOKYMEHTOB;

— DBKCIEepTH3a UEHHOCTHU JOKYMEHTOB B JIEJIONPOU3BOJICTBE;

— XpaHEHHE TOKYMEHTOB B apXMUBE OpraHU3AINU;

— CHCTEMa OpraHu3alMOHHO-PACTIOPSAIUTEIbHON JOKYMEHTAIUN;

— uH()OpPMAIMOHHO-CITPAaBOYHAS JOKYMEHTAIHS,

— JOKYMEHTalUs 10 JINYHOMY COCTaBY;

— (uHaHCOBas JOKyMEHTAIUS;

— HampasieHus copepiueHcTBoBanus J10Y.

B pabGoueit mporpaMmmMe oTpaxeHbl MPAKTUIECKUE YMEHHUS:

— HCIOJb30BaTh HCTOPUYECKUU ONBIT OpPraHU3alMyd JAEJONPOU3BOJCTBA IS
pELICHHS TPAKTUYECKUX 33/1a4;

—  COCTaBJISITh MPOEKThI OPraHU3aUOHHO-PACHOPSIAUTEIBHBIX JOKYMEHTOB;

— HCIOJIb30BaTh COBPEMEHHBIE KOMIIBIOTEPHBbIE TEXHOJOTMU B OpraHu3aluu
JEJTONPOU3BOJICTBA;

—  TPUMEHSTH MpUOOpPETCHHBIC 3HaHUS B JIOKYMEHTOBEICHUH u
JOKYMEHTAIIMOHHOM 00€CTICUCHUH YIPABIICHHUS.

W3ydyeHrne naHHOW NHCHMIUTUHBI CIOCOOCTBYET J(PQPEKTUBHOW W KayeCTBEHHOMU
MOJITOTOBKE MOJIOJIBIX CIEIUATMCTOB B 00JIACTH YKOHOMUKH U OyXTaJITEPCKOTO yUeTa.

O0BEM, CTpyKTYypa U cofepkaHHe pabouell MporpaMMbl COOTBETCTBYIOT YUEOHOMY
MJIaHY CHEIUaIbHOCTH.

PenieH3eHT, KaHIUIAT SKOHOMUYECKUX HAYK,
JOLEHT, JOUEHT Kadeapbl SKOHOMUKU

1 MeHeKMeHTa pumana PI'6OY BO
«Ky0baHckuii rocyjapcTBEHHbIN YHUBEPCUTET

B r.'Tuxopeuke N.B. Ky3nenosa



