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1. HACIHOPT PABOYEM ITPOT'PAMMBI YYEBHOM JUCHUILJIMHBI
OI1.06 JlokyMeHTAIIHOHHOE 00ecIeYeHue YIIPABJIEHUS

1.1. O6n1acTh NpUMeHeHNsI IPOrPaMMBbI
Pa6ouas nporpamma yueOnoit aucuuminnbl OI1.06 fokymenTanronHoe odecrieueHue

yOpaBJCHUs SBISAECTCS YaCTbIO MPOrPaMMbl MOATOTOBKH CIEIHAIMCTOB CPEIHEr0 3BEHA B
cootBeTcTBUU ¢ PI'OC CIIO mo cnerumansHocTH 38.02.01 DKkOHOMHKA M OyXTaaTepCKUM
y4eT (10 OTpaciIsiM).

1.2. MecTo yueOHO# TMCUMIUIMHBI B CTPYKTYpe MPOrpaMMsbl MOATr0TOBKH
CHENHNATUCTOB CPeHero 3BeHa

Huctumuinaa OI1.06  JlokyMeHTalmoHHOE OOeCredYeHre YIpaBICHUS BXOIWT B
npodeccuonanbubil yueOHsiid 1ukia ([1.OO) u oTHOCUTCS K 001IenTpodeCcCHOHATEHBIM
nucuummraaM (OI1.OO). [lns ocBoeHUsT AUCIUIUIMHBI CTYIAEHTHI UCTIONB3YIOT 3HAHUS,
YMEHHS ¥ HaBBIKH, CHOPMUPOBAHHBIC HA JUCHUILTNHE «DKOHOMHKA opraHu3anumn» (OK.11;
[IK 2.6). Komnerenuuu, ¢opMUpyeMble [0 TPEAMISCTBYIOMEH MUCIUIUIMHE W
HEO0OXOUMBIE MPU U3YUECHUH TUCHUILUIMHBI JJOKyMEHTAIIMOHHOE 00ECTICUeHUE YIIPaBICHUS:
OK.11. Hcnonb3oBarh 3HaHHMsS 1O (UHAHCOBOM TI'PAMOTHOCTH, IUIAHMPOBATH

MPEANPUHIMATEIBCKYIO ACITEIHHOCTH B TpodecCUoHaIbHOM chepe;
[1K 2.6. OcymecTBasTh cOop HHMGOPMAIIMH O AEITETLHOCTH 00BEKTa BHYTPEHHETO
KOHTPOJISI TI0 BBITIOJHEHUIO TPeOOBaHW NPABOBOW W HOPMATHUBHOUN 0a3bl M BHYTPEHHUX

PECTIaMCHTOB,
Unne B pesynbrare u3ydeHus yueOHOW TUCIUILINHEI 00YYaIOIIHEeCs TOJDKHEI
No KC Copepxanne
M. | KOMI | KOMIICTCHIINH METE
N 3HATh yMETh MIPAKTUICCKUH OTIBIT
m. | ereHr | (v e€ 9acTH)
. (BameTh)
1 OK11 | HUcnonp3oBaTh OCHOBBI IIPEeANPUHUMATENBCKON | BBIABISATH TOCTOMHCTBA U
3HaHUS 110 NeSITeTbHOCTH; OCHOBBI | HEIOCTATKH
(uHAHCOBOI (uHAHCOBO TrPaMOTHOCTH; | KOMMEPYECKOM 1191 ()7
TpaMOTHOCTH, MpaBWjia pa3padOTKH OM3HEC- | MPEe3eHTOBATh 19 ()1
IUTAHUPOBATH IUTaHOB, TOPSZOK | OTKPBITHUS ~ COOCTBEHHOTO
MpeANpPUHUMAT | BBICTpAaUBAaHUS  TNpE3eHTalUU; | Jiena B mpodeccruoHalbHOM
€JIbCKYIO KpEIUTHbIE 0aHKOBCKHE | JEATCIHHOCTH; 0()OPMIIATH
JESITEIbHOCTD B | TIPOAYKTHI Ou3HeC-TIUIaH;
npodeccroHan PacCUHTHIBATh  pa3Mephbl
bHO# chepe BBIIUTAT TI0 TMPOIIEHTHBIM
CTaBKaM  KPEAUTOBAHUS;
ONpPEEIATh
MHBECTULMOHHYIO
MIPUBJICKATEIBHOCTD
KOMMEpYECKHX HIeH B
paMKax
npodeCCHOHATBHOM
JIESTeITbHOCTH;
MIPE3EHTOBATh Om3Hec-
U7CIO; OTIPEJIEIIATh
HUCTOYHUKA
(buHAHCUPOBAHHS
K OcymectBiate | Meronsl coopa uHpopmarmu o | [IpoBoauts coop | B BBIIIOJTHEHU U
2.6 cbop JIESITSIIbHOCTH o0bekTa | nHpopManU 0 | KOHTPOJILHBIX
nHPOPMALIUK O | BHYTPEHHETO  KOHTPOJS 1O | ACATEIBHOCTH o0BeKTa | mpoleayp ®  HUX
JeSITeIPHOCTA | BBITIOJIHCHHIO TpeOOBaHUH | BHYTPEHHETO KOHTPOJSA IO | JOKYMEHTHPOBAHUH
00BeKTA MPABOBOW M HOPMATHUBHOW 0a3bl | BBIMOJHCHHUIO TPEOOBAHHUN
BHYTPEHHETO Y BHYTPEHHHX PETIaMEHTOB MIPaBOBOW M HOPMAaTHBHOH




Wune B pesynbrare n3yueHns: yaueOHOH TUCIUILIMHBI 00yYaloIuecs 10JDKHBI
Ne KC Conepxanue
M. | KOMI | KOMIETEHIUH
m. | ereHr | (v e€ 9acTH)
un

HUMETh
3HATh YMETh MIPAKTUICCKUH OTIBIT
(BmameTn)

KOHTPOJIA 110 0a3pl W BHYTPEHHHX
BBINOJIHCHUIO periIaMeHToB

TpeOoBaHU
IIPaBOBOU U
HOPMAaTUBHOM
6a3bl 1
BHYTPEHHUX
periIaMeHToB

N3yyenne  gucturuinHbl — «JlOKyMEHTAlMOHHOE  OOECIEYEeHHE  YIPABIICHUSD)
npenBapser u3ydeHue jaucuuiuinHbl - «lIpaBoBoe oOecreueHne MpodeccHoHaTbHOM
JeSITETbHOCTI.

1.3. Hesn u 3aga4un y4eOHOM JUCUMIIIMHBI — TPeOOBAaHUSI K Pe3y1bTaTaM 0CBOEHUS
AU CHUITHHBI

B pe3ynbraTe ocBOeHUs yueOHON AUCIMILIMHBI 00 y4JarOIUICs TOJDKEH
3HaTh:

-OCHOBBI IPEIITPUHUMATEIIbCKON A TEIIbHOCTH;

-OCHOBBI (DMHAHCOBOU TPaMOTHOCTH;

-IpaBUIa pa3pabOTKH OU3HEC-TIJIaHOB;

-TIOPSAIOK BRICTPAaUBAHUS MPE3CHTAIINM;

-KpeJUTHBIE OAaHKOBCKHUE MTPOTYKTHI;

-00mme TpeboBaHUs K OyXralaTepcKoMy Y4eTy B YaCTH JTOKYMEHTHPOBAHHS BCEX
XO3SMCTBEHHBIX JICCTBHI U ONEpaLIHil;

-TIOHSATHE EPBUYHON OyXranTepcKkoil TOKyMEeHTal1H;

-onpeiesieHUe MEPBUYHBIX OyXTalTepPCKUX TOKYMEHTOB,;

-pOpMBI TIEPBUYHBIX OYXTaJTEPCKUX JOKYMEHTOB, COJAEPIKALINX O00s3aTeIbHbIC
PEKBU3UTHI IEPBUYHOTO YUETHOTO JOKYMEHTA;

-IOPSAJIOK  MPOBEJCHHUS MPOBEPKH MNEPBUYHBIX OyXTaJTEpCKUX JOKYMEHTOB,
(opMaIIbHOI TPOBEPKHU TOKYMEHTOB, IPOBEPKH I10 CYIIECTBY, apu(hMETHUECKON MPOBEPKH;

-IPUHIIMAIIBI ¥ IPU3HAKH TPYIITUPOBKH MEPBUYHBIX OyXTaITEPCKUX JOKYMEHTOB;

-TIOPSJIOK TPOBEACHUS TAaKCUPOBKH M KOHTHPOBKHM MEPBUYHBIX OYyXTalTepCKUX
JTOKYMEHTOB;

-TIOPSTIOK COCTABIICHUS PETHCTPOB OYXTaITEPCKOTO yUeTa;

-TIpaBWJIa M CPOKH XPAaHEHUS IEPBUYHON OYXTaITePCKOM JOKYMEHTAIINH;

-MeTo/ibl cOopa MHPOPMAIMH O ACATEIHLHOCTH OOBEKTa BHYTPEHHETO KOHTPOJIA IO
BBITIOJTHEHUIO TPeOOBaHUH TIPaBOBOWM M HOPMATUBHOM 0a3bl U BHYTPCHHUX PETIAMEHTOB;

-TIOPSITIOK COCTABIICHHS CITMYUTENBHBIX BEIOMOCTEH B OyXTanTepuu M yCTaHOBIICHUE
COOTBETCTBHUS JAHHBIX O (PaKTUYECKOM HAJMYHH CPEJCTB TaHHBIM OYXTaJITepCKOTO yueTa

-TIPOLIEAYPY COCTABJICHHUS aKTa M0 pe3yJbTaTaM WHBEHTapU3allny;

-TpeOOBaHMsI K OyXTalTepPCKOW OTYETHOCTH OpTaHHU3AIIHH;

-COCTaB U cojiepkaHue (GopM OyXrajlTepcKoil OTYETHOCTH;

-OyxranTepckuii OamaHc, OT4eT O (PMHAHCOBBIX PE3yJbTaTax KaK OCHOBHBIE (HOPMBI
OyXTanTepCcKOi OTYETHOCTH;

-METO/Ibl TPYIIIUPOBKU U MepeHeceHus: 0000IIeHHONW y4eTHON HHpopMaiu u3
000pOTHO-CaJIbI0BOM BEJOMOCTH B (DOPMBI OYXTaNTepCKO OTYETHOCTH;



-IPOLIEAYPY COCTaBJIEHUS NPUIIOKEHUN K OyXraiaTepckoMy OanaHCy M OTYETY O
(PMHAHCOBBIX pE3yJIbTaTaX;

-MIOPSAOK OTPAKEHUS U3MEHEHUI B yUETHOM MOJUTUKE B IEJIIX OYXTalTEPCKOTO
yuera;

-IOPSII0K  OpraHM3alMy  [OJYYEHUS ayAMTOPCKOTO 3aKIIYEeHHs B  Ciydae
HEOOXOIUMOCTH;

CPOKHM IIpEACTaBIICHUS OYyXTaNTEPCKON OTYETHOCTH;

-paBUjla BHECEHMs] HCIPaBICHHMM B OyXraJTepCKyl0 OTYETHOCTb B ClIydae
BBISIBJIEHUS] HEMIPABUIIBHOTO OTPAXKEHUS XO3SIMICTBEHHBIX OIEpaluii;

-MexayHapoaHbie cTaHaapThl puHaHcoBoi oTdeTHOCTH (MCDO) n JIupeKTUBHI
EBpomneiickoro Coob1iecTBa 0 KOHCOTUAUPOBAHHON OTYETHOCTH;

B pe3ynbraTe ocBOeHUs yueOHON AUCHMILIMHBI 00yUYarOUIUIICs T10JKEH

Ymers:

-BBISIBIISITH JIOCTOUHCTBA u HEJOCTaTKU
KOMMEPUYECKOU HJIeH;

-IPE3EHTOBAaTh HUJEH OTKPBITUS COOCTBEHHOTO Jena B  NIpodhecCHOHATBHOM
NEeSATEeIbHOCTH;

-ohopMIIsATH OM3HEC-TIIaH;

-paccUuThIBATh pa3Mepbl BBIILIAT 110 MIPOLICHTHBIM CTABKAM KPEIUTOBAHUS;

-OIpeEeNsATh UHBECTULIMOHHYIO MPUBJIEKATEIbHOCTh KOMMEPUYECKUX HJIEH B pamMKax
npo¢eCcCUoHaIBHOMN ACSTEILHOCTH;

-TPE3eHTOBATh OU3HEC-UICIO;

-ONpeeNATh UICTOYHUKH (PUHAHCUPOBAHMS;

-IIPUHUMATh IIPOU3BOJIBHBIE HEPBUYHbIE Oyxrairepckue JOKYMEHTHI,
paccmaTpuBaeMble KaK MHUCbMEHHOE JI0Ka3aTelIbCTBO COBEPILICHUS X031 CTBEHHONONepaliuu
WIM MOJYYEHHUE pa3pelleHus Ha ee IPOBE/ICHHUE;

-IPUHUMATD MIEPBUYHBIE OyXTaITepCKue TOKYMEHThI Ha OyMa)KHOM HOCHUTENE U (MJIIH)
B BH/JIE DJIEKTPOHHOI'O JOKYMEHTA, MOANMCAHHOIO AIEKTPOHHOM MOAIHUCHIO;

-IPOBEPSITh HAJIMYUME B IPOU3BOJBHBIX IEPBUYHBIX OyXTaJITEPCKUX JOKYMEHTax
00s13aTeNbHBIX PEKBU3UTOB,

-IPOBOANTH (OPMAIBHYIO TPOBEPKY JOKYMEHTOB, IIPOBEPKY IO CYILECTBY,
apupMeTHUECKYIO POBEPKY;

-IPOBOANTH TPYNIHUPOBKY MEPBUYHBIX OyXTaJITEpCKUX JOKYMEHTOB TIO DSy
MIPU3HAKOB;

-IPOBOANTDH TAKCUPOBKY U KOHTUPOBKY MEPBUYHBIX OYXTaNTEPCKUX JOKYMEHTOB;

-OpraHM30BbIBATh JOKYMEHTOOOO0POT;

-pa3OupaTbCsi B HOMEHKIIAType Aell;

-3aHOCUTH JAHHBIE 110 CTPYNIMPOBAHHBIM JOKYMEHTaM B PETHUCTPBI OYXTanTepcKoro
y4uera;

-TiepeiaBaTh MEPBUYHBIC OyXTraaTepcKue TOKYMEHTHI B TEKYIIUH OyXranTepckuit
apXuB;

-nepefiaBaTh NEPBUYHbBIE OyXraiaTepcKue TOKYMEHTBl B MOCTOSHHBINA apXUB MO
MCTEYEHUH YCTAaHOBJIEHHOTO CPOKA XpaHEHMS;

-MCIIPABJIATH OLIMOKHU B IEPBUYHBIX OYXTaJITEPCKUX JOKYMEHTAX;

-IOKyMEHTaJIbHOE  O(QOpMJIEHHME  IMOCTYIUIEHMSI M  pacxoja MaTepHaJbHO-
IIPOU3BOJCTBEHHBIX 3aI1aCOB;

-IPOBOAMTH cOOp MH(POPMAIINH O AESATENbHOCTH 00BEKTa BHYTPEHHETO KOHTPOJIS 110
BBITNIOJTHEHUIO TPeOOBaHN IPABOBOM M HOPMATHUBHOM 0a3bl U BHYTPEHHHUX PETIAMEHTOB;

-COCTABJIATh AKT M0 pe3yJbTaTaM UHBEHTapU3aLUH;



-COCTaBJISITh CIIMYMUTENIbHBIE BEJIOMOCTH U YCTAaHABIMBATh COOTBETCTBUE JAHHBIX O

(haKTUYECKOM HAJTUYUU CPEACTB JaHHBIM OYXTaJITEPCKOTO yUeTa;
-BBITIOJIHATH KOHTPOJIbHBIE POIEAYPHI U UX IOKYMEHTHUPOBAaHUE, TOTOBUTH U

oG OpMIISITH 3aBEPIIAIOIINE MaTEPHAIIBI IO PE3YJIbTaTaM BHYTPEHHETO KOHTPOJIS;

-3aKpbIBaTh OyXrajaTepcKUe pPErucTpbl U

3aMoNHATh  (POPMBI

OTYCTHOCTH B YCTAHOBJICHHBIC 3daKOHOAATCIILCTBOM CPOKH;

-yCTaHaBJIMBATb NACHTUYHOCTb Mokazartesiei 6yXFaJITepCKI/IX OTYCTOB,

-0CBanBaTh HOBBIE (POPMBI OYXTaNTEPCKON OTYETHOCTH;
-aIanTUPOBATH OyXraiaTepckyto (puHaHCOBYIO) oTUueTHOCTh Poccuiickoit denepannn
K MexayHapoaHbIM cTaHaapTaM (pMHAHCOBOI OTYETHOCTH;
B pe3ynbTaTe ocBoeHUsI yueOHON AUCITUIUIMHBI 00yUYaroIIHiCs JOIKEH UMETh
IIpakTHYecKHUH ONBIT:
-B JOKYMEHTHUPOBAHUU XO3SHUCTBEHHBIX ONEpaluii U BEACHUH OYXTalTEPCKOTO yuera
aKTUBOB OpraHU3allUU;

-B BBIIIOJIHEHUH KOHTPOJIBHBIX MIPOLIEAYP U UX JOKYMEHTUPOBAHUY;

-B IIOJAT'OTOBKC 3aBCpHIAIOINX MATCPHAIOB

BHYTPEHHET'O KOHTPOJIS;
-B COCTaBJIeHUU OyXranTepckoi ((PMHAHCOBOI) OTYETHOCTH MO MexXayHaAPOAHBIM
cTanaapTam (GUHAHCOBOM OTYETHOCTH;
-B YYaCTHH B CYETHOU MPOBEPKE OyXTalITePCKOl OTYETHOCTH.

odopmIIeHHS

OyXxraiarepckoin

o pe3yibTaTam

MaxkcumanpsHas yaeOHasi Harpy3ka oOydatomerocs 48 4acoB, B TOM YHCIIE:
- 00s13aTenbHas ayIUTOpHas yueOHas Harpy3ka oOydaronierocs 48 4yacos.

1.4. IlepeyeHb MUIAHUPYEMBIX Pe3yJIbTATOB 00y4YeHHUs M0 JMCUMILINHE (TepeYyeHb
(popMupyeMbIX KOMIIETEHIIHIT)
Vuamiuiics n0JDKeH o0JiafaTh OOIMMH KOMIIETEHIMSIMH, BKJIIOYAIOINIMMH B CeOs

CHOCOOHOCTE:
OK.11.

Wcnonb3oBaTh 3HaHMA 1O (UHAHCOBOM TI'PaMOTHOCTH,

MpEANPUHUMATEIBCKYIO ACITEIHLHOCTH B TPOQeCcCHOHANBHOM cdepe;

Yuammuiics

JOJDKCH

o0J1a1aTh

BKJTIOYAIOIIUMU B C€0sI CIIOCOOHOCTH!
[1K.1.1. ObpabaTbiBaTh MEPBUUYHbBIE OYXTadTePCKUE TOKYMEHTHI;
I1K.2.6. OcymecTBasaTh cO0p MHPOPMAIMHU O NEITEIBHOCTH O0OBEKTa BHYTPEHHETO

KOHTPOJISI TIO BBITIOJHEHHUIO TPeOOBaHHUM MPaBOBONW M HOPMATHBHON 0a3bl M BHYTPEHHUX

pErJIaMeHTOB;

npodecCHOHATbHBIMHU

IUTAHUPOBATh

KOMIICTCHIIUAMMU,

[1K.2.7.BBIONHATE KOHTPOJIbHBIE NPOLEAYPHI U UX JOKYMEHTUPOBAHUE, TOTOBUTH U
oQOpMIISITH 3aBEPIIAIOIINE MaTEPHAIIBI 0 Pe3yJIbTaTaM BHYTPEHHETO KOHTPOJIS;

[1K.4.2.

CocraBidaTh

dbopmbI

YCTAaHOBJICHHBIC 3aKOHOAATCIILCTBOM CPOKMH.

Oyxrantepckord  ((hUHAHCOBOIA)

OTYCTHOCTH B

B pesynbTaTe nzydenus yaeOHOM JUCIIMILTNHBI 00 ydaronuecs

Coxeprxanue JTOJIXKHBI
Ne Wunexc ep .
KOMIETEHITNH (WIH €6 Hmernb
ILI. | KOMOETEHIUI .
YacTH) 3HATD yMeTh NMPaKTHYeCKU
OIBIT
1. OK 11 Hcmons30BaTh 3HAHUS OCHOBBI BrIsBiIsITE
1o (PMHAHCOBOM MPEANPUHUMATEIBCKON | TOCTOMHCTBA U
TPaMOTHOCTH; JIEITEILHOCTH,; OCHOBBI | HEAOCTATKHU
TUIAHUPOBAThH (huHAHCOBOM KOMMEPYECKOM

TpENPUHUMATEIBCKYTO
JIeATEIbHOCTE B
npoQeCCUOHANTBHOM

rPaMOTHOCTH; TIpaBHIa
pa3paboTku Ou3Hec-
IUTAHOB; OPSIOK

HJIEN; IPE3CHTOBATh
HJIEU OTKPBITHS
COOCTBEHHOIO JIeJ1a




B pesynbrare n3yyeHus: yaeOHON TUCHUILIMHBI 00y4Yaromuecs

Ne Hunexe KOMI'?e?FﬂeiII);II/([IE}[H(PIfI?'II/I eé S NMmers
ILI. | KOMIIETEHIINU
YJaCTH) 3HATh yMeTb MPaKTHYeCKHii
ONBIT
coepe BBICTPaWBaHUA B
Npe3eHTalNH; npodeccroHaIBLHON
KpEJUTHBIC JIeSITENIbHOCTH;
0aHKOBCKHE MPOIYKTH | oopmisiTh Ou3HEC-
IUIaH; PaCCUUTHIBATH
pa3Mepbl BEIIIIAT 110
MPOLIEHTHBIM
CTaBKaM
KpPEIUTOBAHMUS;
OTIpeIeNATh
WHBECTHIHOHHYIO
MPUBJICKATEIbHOCTD
KOMMEpYECKUX HaeH
B paMKax
npodheCCUOHATBHOM
JIeSITENIbHOCTH;
MPE3eHTOBATh
OM3HEC-HIEIO;
OIIpeIeNATh
HUCTOYHHUKH
(brHAHCUPOBaHUS
2. K 1.1 O0pabatsiBaTh O6ume TpeboBanus k | [IpuHnuMaTh B
MepBUYHbIE OyXrajrepckoMy y4eTy | HpOW3BOJIbHBIC JOKYMEHTHPOBaHUH
Oyxranrepckue B 4acTH TIepBUYHBIE XO3SHCTBEHHBIX
JIOKYMEHTEI JIOKyMEHTHPOBAHUS Oyxranrepckue ornepanuii u
BCEX XO3IHCTBEHHBIX JIOKyMEHTHI, BEICHUH
JISWCTBHH M OTIepaluif; | paccMaTpuBaeMble OyXraiarepckoro
MIOHSTHE NTEPBUYHON KaK IMCbMEHHOE ydeTa akKTUBOB
Oyxranrepckon JIOKa3aTeIbCTBO OpTaHM3aINN
JIOKyMEHTAIHH; COBEpIIECHHS
OIIpeIEIICHUE X035MCTBEHHOU
MepBUYHBIX oreparyy Win
OyXranTepcKux MoJIy4eHue
JIOKyMEHTOB; paspeleHus Ha ee
(hopMBI NIEPBUYHBIX MPOBEJICHUE;
OyxranTepcKux MPUHUMATD
JIOKYMEHTOB, MepBUYHbIE
COJIepIKaIIX Oyxranrepckue
o0s3aresbHbIe JIOKYMEHTHI Ha
PEKBH3HTHI OyMaxHOM
MEPBUYHOTO YUYETHOTO | HOCHTENE U (M) B
JIOKyMEHTa; BU/JIE JIEKTPOHHOTO

MOPSIJIOK TIPOBE/ICHUS
MPOBEPKH TIEPBUYHBIX
Oyxrantepckux
JIOKYMEHTOB,
(hopMabHON TIPOBEPKU
JIOKYMEHTOB, TIPOBEPKU
IO CYIIECTBY,
apugmMeTHIecKoi
MPOBEPKH;

NPUHLUIIBI U IPU3HAKU
IPYIIIUPOBKU
MEePBUYHBIX
OyXraiarepckux
JIOKyMEHTOB;

MOPSIIOK POBEICHUS
TaKCUPOBKHU U

JIOKyMEHTa,
MOJINUCAHHOTO
3JIEKTPOHHOU
MOJUCHIO;
MPOBEPSITh HAJINYHNE
B IIPOM3BOJIBHBIX
MePBUYHBIX
OyXraiarepckux
JIOKyMEHTax
00s13aTeNBbHBIX
PEKBU3HTOB;
HPOBOAUTH
(dopmanbHyIo
HPOBEPKY
JIOKyMEHTOB,
IPOBEPKY I10




IL.II.

Wnnexc
KOMIIETCHIINHA

Copepxanue

KOMITETEHITNH (1Tu €€

JacTH)

B pesynbrare n3yyeHus: yaeOHON TUCHUILIMHBI 00y4Yaromuecs

JOJIKHBI

3HATb

yMeTh

Hmernb
NPAKTUHYeCKUI
ONBIT

KOHTHPOBKH
MEepBUYHBIX
OyXrajarepckux
JIOKyMEHTOB;
MOPSIJIOK COCTaBJICHHS
PErucTpoB
OyXranTepckoro y4derTa;
IPaBHIIA U CPOKH
XpaHEHUsI IEPBUYHOMN
Oyxranrepckon
JIOKyMEHTAIHH.

CYIIECTBY,
apu(pMeTHIECKYIO
MIPOBEPKY;
MPOBOAUTH
TPYNIHPOBKY
MEPBUYHBIX
Oyxrantepckux
JIOKYMEHTOB I10 DALY
MPU3HAKOB,;
MPOBOAUTH
TaKCHPOBKY U
KOHTHPOBKY
MIEpBUYHBIX
Oyxranrepckux
JIOKyMEHTOB;
OpraHU30BBIBATH
JIOKYMEHTO000POT;
pazbuparbcs B
HOMEHKJIaType JIe;
3aHOCHTH JJaHHBIE T10
CTPYIIUPOBAHHBIM
JIOKyMEHTaM B
perucTpsI
OyXranTepckoro
yuera;

nepesiaBaTh
NepBUYHbIE
Oyxranrepckue
JIOKYMEHTBHI B
TEeKYUIUi
Oyxranrepckuit
ApXMB;

nepesiaBaTh
TIepBUYHBIE
Oyxranrepckue
JIOKYMEHTEHI B
IIOCTOSIHHBIA apXUB
0 UCTEYCHUH
YCTaHOBJIEHHOTO
CpOKa XpaHEeHHsI;
WCIPABIISATH OIHUOKHU
B TIEPBUYHBIX
OyXraiarepckux
JIOKYMEHTax;
JIOKyMEHTaJIbHOE
odopmireHne
MOCTYIUICHUS U
pacxona
MaTepualibHO-
MPOU3BOJICTBEHHBIX
3amacos.

IK 2.6

OcymiecTBisTh cOop
nuHpopmanuu o

IEATETLHOCTH 00BEKTA
BHYTPEHHETO KOHTPOJIS

IO BBIMOJITHEHHUIO
TpeOoBaHUH MPaBOBOM

Y HOPMATHBHO¥ 0a3bl U

MeToms! coopa
nndopmanuu o
IEATEITLHOCTH 00BEKTA
BHYTPEHHET0 KOHTPOJIS
IO BBIMTOJITHEHHUIO
TpeOOBaHUH MPaBOBOM
Y HOPMATHBHO¥ 0a3bl U

[TpoBoauTs cOop
nndopmanuu o
JeATEeIbHOCTH
o0BbeKTa
BHYTPEHHET0
KOHTPOJIS 110
BBITIOJTHEHHIO

B Brimonnennn
KOHTPOJBbHBIX
TPOIIETYP U UX
JIOKyMEHTHPOBAHNHU
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B pesynbrare n3yyeHus: yaeOHON TUCHUILIMHBI 00y4Yaromuecs

Ne Hunexe KOMI'?e?FﬂeiII);II/([IE}[H(PIfI?'II/I eé S NUmeThb
ILI. | KOMIIETEHIINU
YJaCTH) 3HATh yMeTb MPaKTHYeCKHii
ONBIT
BHYTPEHHHUX BHYTPEHHHUX TpeboBaHMit
periiaMeHTOoB periiaMeHTOoB NPaBOBOM U
HOpPMaTHBHOM 0a3bl
Y BHYTPEHHHUX
periiaMeHToB
4, K 2.7 Beimonuate [Mopsinok cocraBnennst | COCTaBIATH akT MO B BBINONTHEHNN
KOHTPOJIbHBIC CIIMYNTETIBHBIX pe3ynbTaTtam KOHTPOJIBHBIX
MPOLEAYPHI U UX BEIOMOCTEH B WHBEHTAPH3AIIH; MIPOLIEAYp U X
JIOKyMEHTHUPOBaHUE, Oyxrairepuu U COCTaBJIATh JOKyMEHTUPOBAHHH;
TOTOBUTH ¥ OQOPMIISITH | YCTaHOBJICHHE CIIMYUTEIbHBIC B TIOJITOTOBKE
3aBepllIaoIue COOTBETCTBHS JaHHBIX | BEIOMOCTH U odopmienns
Marepualbl 1o 0 (haKTUIECKOM yCTaHaBJIHMBaTh 3aBEpLIAIOIINX
pe3ynbTaTtam HaJIMYMH CPEJICTB COOTBETCTBUE MarepuasoB 10
BHYTPEHHETO KOHTPOJISI | JaHHBIM JIAaHHBIX O pe3yibraram
OyXraiarepckoro yueTa; | (aKTHIecKOM BHYTPEHHETO
pouenypy HaJIMYUH CPEJICTB KOHTPOJIS
COCTaBJICHUS aKTa 10 JTAaHHBIM
pe3ysbTaTtam Oyxranrepckoro
MHBEHTAPHU3ALUH y4eTa; BBITOJIHATh
KOHTPOJIbHBIC
MpOLEAYPHI H UX
JIOKyMEHTHPOBaHHUE;
TOTOBHUTH U
0pOpPMIIAT
3aBeplIIaloIne
MaTrepuasl 1Mo
pesynbTatam
BHYTPEHHETO
KOHTPOJIS
5. K 4.2 CoctaBiiTh (GOpMBI TpeboBanus K 3akphIBaTh B cocraBnenun
Oyxranrepckoit Oyxrantepckoif Oyxranrepckue OyxraJiTepckoi
(punancoBoif ) OTYETHOCTU PErucTpsl U (punancoBoif)
OTYETHOCTH B OpraHH3aliy; 3aMOJHATH (POPMBI OTYETHOCTH 110
YCTaHOBJICHHBIE COCTaB U COZIEp)KaHUE | OyXrajrepckon Mex1yHapOIHBIM
3aKOHOAATEIECTBOM (hopm Oyxrantepckoll | OTYETHOCTH B CTaH/iapTam
CPOKH OTYETHOCTH; yCTaHOBIJICHHBIE (uHaHCOBOM
Oyxranarepckuii 3aKOHOJIATEJIbCTBOM | OTYETHOCTH; B
GanaHc, oT4eT O CPOKH; y4acTUH B CYETHOMN
(hHAHCOBBIX yCTaHaBJIHMBATh MIpOBEpKE
pe3ynbTarax Kak WJICHTUYHOCTb Oyxrairepckoi
OCHOBHBIE (HOPMBI NoKazaTesen OTYETHOCTH
Oyxranrepckoi OyXraiarepckux
OTYETHOCTH; OTYETOB; OCBaMBaTh

METO/IbI TPYTITUPOBKA
Y [IEpEHECEeHUs
00001IIeHHON YYIeTHOM
nHPOPMALINH U3
000pPOTHO-CAJTBIOBOM
BEJIOMOCTH B POPMBI
OyxranTepckoi
OTYETHOCTH;
Hpoueaypy
COCTaBJICHUS
MPUI0KEHUH K
OyXxrajarepckomy
OayaHCy U OTUETY O

HOBBIE (POPMBI
Oyxrantepckoit
OTYETHOCTH;
a/1aliTUPOBATh
OyXTanTepCcKyro
(¢buHAHCOBYIO)
OTYETHOCTh
Poccuiickoit
Denepanuu k
MextyHapoJHBIM
CTaHAapTam
(rHaHCOBOM
OTYETHOCTH

11




B pesynbrare n3yueHus: yaeOHON TUCIUILIMHBI 00y4Jaromuecs

Ne Mupexe KOMI'?e?rﬂeiII);II/([IE}[H(PIfI?II/I eé S HNmernb
ILI. | KOMIIETEHIINU
YJaCTH) 3HATH yMeTh NpaKkTHYeCKHii
ONBIT
(hUHAHCOBBIX
pe3ynbTarax;

HOPSIAOK OTPaXKEHUS
U3MEHEHUU B yUETHOU
MOJIUTHKE B IEJISAX
OyXranTepckoro ydera,
MOPSA0K OpraHU3aluu
MOJIyYEHUS
ayIUTOPCKOT0
3aKJII0UYEHHUS B CiIydae
HEOOXOIUMOCTH;
CPOKH IMpENCTaBICHUS
OyxranTepckoi
OTYETHOCTH;

IIpaBUJIa BHECEHUS
WCIIPaBJICHUH B
OyXTanTepcKyro
OTYETHOCTh B clIydae
BBISIBJICHUSI
HENpPaBUILHOTO
OTpaXKEHUS
XO35IUCTBEHHBIX
onepauuii;
MEXIyHapOaHbIE
CTaHJapTHI
(uHaHCOBOM
otuetHocTH (MCDO)
u JIUpeKTUBBI
EBpomnelickoro
Coo0uiecTBa 0
KOHCOJIMAUPOBAHHOM
OTYETHOCTH.

2. CTPYKTYPA ¥ COIEPKAHUE YYEBHOM JUCITATLIAHBI

2.1. O0beM y4eOHOH JUCHUNJIMHBI U BHABI YUeOHOI padoThI

o Bcero Cemectp

Buz yaebHoit paboTbl 4ACOB 5
AyauTOpHBIE 3aHATHS (BCEro) 48 48
B ToM uucne:
3aHATHUS JIEKUUOHHOTO THIa 24 24
MIPaKTUYECKHE 3aHSTHS 24 24
abopaTOPHBIC 3aHATHS
Bun npomexxyTo4yHON aTTecTanuu b hepeHIMPOBaHHBIN

3a4er

OO6m1ast Tpy10€MKOCTh 48 48

12




2.2. Ctpykrypa aucuuiuiaabl OI1.06 JlokyMeHTallMOHHOE 00ecnevyeHne YnpaBJieHus
KomnmiuecTBo ayTMTOPHBIX 4acOB
[Mpaktuyeckue | CamocTosATENbH
HanmeHnoBanue pa3aesoB U TeM Teoperiie u ast pabora
Bcero CKOe
nmabopaTopHBIe cTyneHTa (4ac)
obOydeHme
3aHATHA

Paznen 1. JlokymeHTHpOBaHUE 20 10 10
Tema 1.1. JlokymMeHTannmoHHoe obecredeHne 16 8 8
YTIPaBIICHUS: IOHATHE, COACP)KAHNUE U STAIIBI
pa3BUTHL
Tema 1.1.1. IloHsTHE JOKYMEHTALIMOHHOTO 4 2 2
obecrieueHHs yIIpaBICHAS
Tema 1.1.2. JIokyMeHTHI U JOKyMEHTUPOBAaHUE 4 2 2
Tema 1.1.3. YHRUKAINS U CTAaHTAPTH3AIHSL 4 5 2
JOKYMEHTOB. Y HU(HUIIMPOBAHHbBIE CHCTEMBI
JOKyMEHTAIN
Tewma 1.1.4. YaRUIUpOBaHHAS CHICTEMA
OpTaHU3AIOHHO-PACTIOPATUTEIHHOM 4 2 2
nmoxymenrarun (Y COPT). @opmymsip-obpazen
OPJI. PexBHU3UTHI ¥ OJIaHKH
Tema 1.2. Opopmnerne OPJ] 4 2 2
Tema 1.2.1.IIpaBmna opopmIIeHHS OCHOBHBIX
BUJIOB OPTaHU3ALMOHHO-PACTIOPSTUTEIEHBIX 4 2 2
nokymeHTOB. [IpaBuna opopmiieHHs 1 BbLIAYN
KONHUIT JOKYMEHTOB
Paznen 2. Opraru3zanust paboTH ¢ TOKYMEHTAMHU 28 14 14
Tema 2.1. JTokymeHTOOOOpOT 12 6 6
Tema 2.1.1. Ciryx6a TOKYMEHTalIMOHHOTO 4 2 2
obecrieueHuns ynpaBieHUs
Tewma 2.1.2. Opraruzanus nmpremMa, pacCMOTPEHUS, 4 2 2
pETHCTpaluy U UCTIOJIHEHNS] TOKYMEHTOB
Tema2.1.3.MapopManmnoHHO-CTIpAaBOYHAS
paborta. KoHTpOIh UCTIOTHEHUST JOKYMEHTOB. 4 2 2
OpraHu3aloHHasi OTHpaBKa  HCXOJSIINX
JIOKYMEHTOB
Tema 2.2. XpaHeHHE TOKYMEHTOB 8 4 4
Tema 2.2.1. Opranuzanusi OepaTUBHOTO 4 2 2
XpaHeHus IOKyMeHTOB. HoMeHkiiaTypa e
Tema 2.2.2. DxcriepTH3a HEHHOCTH JIOKYMEHTOB. 4 2 2
IToaroroBka gexn kK apXUBHOMY XpaHEHHIO
Tema 2.3. OcobenHoCTH PabOTHI ¢ 0OpaLCHUSIMA 8 4 4
rpakaaH ¥ KOHQHUICHIMAIbHBIMU JOKyMEHTAMH
Tema 2.3.1. Opranu3aiust paboThl ¢ OOpaIEHUSIMH 4 2 2
rpaxkaaH
Tema 2.3.2. Opranuzanus paboThl C JOKYMEHTaMH, 4 2 2
MMEIOIINMHE TPHU( OrpaHUueHHs TOCTYNa K HUIM
Bcero no nucnummiinae 48 24 24
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2.3. TemaTu4ecKHi NJIAH U COAeP:KaHUE YUeOHOIH TUCIUTITHHBI

OI1.06lokymMeHTallHOHHOE O0ecIeyeHre YIpaBJIeHHs

Haumeno O0b | Ypos
BaHHe CopnepixaHue y4eOHOI0 MaTepuaia, NpaKTHYecKHe padoThl, CAMOCTOSITeIbHAs eM eHb
pa3ienoB padoTa odyyarouuxcs yac | ocBoe
U TeM OB HHUS
1 2 3 4
Pazgen 1.
JlokymMeHTHpOBaHUE 20
Tema 1.1. | Coaepixanne y4eOHOro MaTepuasa 16
Joxkymen | Jleknun 8
TalHOHHO | 1 ITonsiTHE JOKYMEHTAaIIMOHHOTO 0OECTIeYeHNs YIPaBICHHS 2 1
e 2 JIOKyMEHTHI ¥ JOKYMEHTHPOBaHHE 2 1,2
obecrieye | 3 YHudukanus u cTaHaapTH3aANKS JOKYMEHTOB. Y HU(UIIMPOBAHHBIC CUCTEMBI 2 2
HHe JOKyMEHTAINN
yupaJeH | 4 YHupuurpoBaHHas cucTeMa OpraHu3alMOHHO-PACTIOPSANTEIbHON TOKYMEHTAIH 2 2
s (YCOPJ). ®opmynsip-obpazers OPJ1. PekBU3UTHI 1 OJIaHKH
TOHATHE, | [IpakTHYecKHE 3aHATHSA
coaepxkan | 1 [NonATHE TOKYMEHTAIIHOHHOTO 00CCTICUCHIS YIIPABICHIS. 4 2
ue u 2 JIOKYMEHTBI U TOKyMEHTUPOBAHUE
dTamnbl 3 VHH(UKAINA B CTaHAAPTH3ALKS JOKYMEHTOB. Y HU(HIUPOBAHHBIE CUCTEMBI 5 53
Pa3sBuUTHs JIOKYMEHTalluu !
4 YHnpunrpoBaHHas CHCTEMa OPTaHU3AIMOHHO-PACTIOPAANTENHHON TOKYMEHTALUH 2 23
(YCOPJ). ®opmymnsip-oopazers OPJI. PexBu3UTH 1 OIaHKH '
Tema 1.2. | Coaep:kaHue yueOHOro MmaTepuaJia 4
Odopmie | Jlekuuu 2
Hue OPJ |1 [TpaBuna ohopMIIeHNS] OCHOBHBIX BHJIOB OPTraHU3allMOHHO-PACIIOPSINTEIbHBIX 5 12
JnokymeHToB. [IpaBuia odopmiieHus 1 BbIIauu KOIUK JOKYMEHTOB '
I[pakTuyeckue 3aHATUSA 2
1 [TpaBuna ohopMIIeHNS] OCHOBHBIX BHJIOB OPTraHNW3aIllMOHHO-PACTIOPSINTEIbHBIX 5 12
JnokyMeHTOB. [IpaBuia oopmiieHUs U BbIJauU KOTIUI JOKYMEHTOB '
Pa3pen 2. 28
Opranusanust padboTbl ¢ JOKYyMEeHTAMHU
Tema 2.1. | Coaep:xkaHue yueOHOIro MmaTepuaJia 12
Joxymen | Jlexknun 6
Toobopor | 1 Cryx0a TOKYMEHTAaIIMOHHOTO 00ECIICUeHUs YIIPaBICHUS 2 1
2 Opranuzanus npueMa, pacCMOTPEHUs, PETNCTPALIUH 1 UCIIOIHEHHS IOKYMEHTOB 2 1,2
3 NudopmanmonHo-cripaBoyHas pabora. KOHTpoIb HCHIONHEHHUS TOKYMEHTOB. 5 1
OpraHu3anioHHas OTIIPaBKa HCXOSIINX IOKYMEHTOB
IIpakTnyeckue 3aHATHS 6
1 Ciry>x6a TOKYMEHTAIMOHHOTO 00eCTIeYeHMsI yIIPaBICHHS 2 1
2 OpraHuzanus npueMa, pacCCMOTPEHUsI, PETNCTPALIUH M UCIIOIHEHHS JIOKYMEHTOB 2 1,2
3 NudopmannonHo-cripaBoynas pabora. KOHTpOIIb HCIIONHEHHS IOKYMEHTOB. 2 1
OpraHu3anuoHHas OTIIPaBKa UCXOSIINX JOKYMEHTOB
Tema 2.2. | Coaepixanne y4e0HOro MaTepuasa 8
Xpanenn | Jlekuumn 4
e 1 Opranauzanus onepaTuBHOTO XpaHeHHs JOKyMeHToB. HoMeHKIaTypa nen 2 2
AOKYMEHT | 2 OKcrepTu3a eHHOCTH JOKYMeHTOB. [I0/IroToBKa e K apXMBHOMY XPaHCHHIO 2 1,2
OB IIpakTHyeckue 3aHATHSA 4
1 Opranuzanus ornepaTHBHOTO XpaHeHHs JIoKyMeHToB. HoMenknarypa nen 2 2
2 DKkcnepTr3a HEHHOCTH JOKyMeHTOB. I10Ar0TOBKa JIes K apXMBHOMY XpaHEHHIO 2 2,3
Tema 2.3. | Coaepixanne y4e0HOro MaTepuasa 8
Ocobenn | Jlekuuu 4
OCTH 1 Opranuzanus paboThl ¢ 00paleHUSIMU TPAXKIaH 2 1
padorbic | 2 Opranuzanys paboThl ¢ JOKYMEHTaMH, UMEIOIUMU TP OrpaHUICHHS JOCTYyIa K 2 12
o0paiueH HUM !
HSIMH IIpakTHyeckne 3aHATHSA 4
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rpaxgan | 1 Opranuzanus paboThl ¢ 00paleHUSIMU TPAXKIaH 2 1
u 2 Opranuzanus padoThl ¢ JOKYMEHTaMH, UIMEIOIUMH Iprd OrpaHUueHHUs JOCTYIA K 5 23
KOHq)I(lHe HUM !
HIHAJIBH Bcero no nucnunnune
BIMH
AOKYMEHT 48
amMu
Yposenv oceoenus: 1 -neekuil, 2 - omnocumenvho neekuil, 3 — CLONCHBILL.
2.4, Conepmaﬂne pasaeJioB IMCHUILINHBI
2.4.1. 3aHATHS JIEKIINOHHOTO THUIA
Ne Haumenosanue Popma
ConeprxaHue pa3zena, TeMbI TEKYIIEro
paszena paszerna, TEMbI
KOHTPOJIS
1 2 3 4
1 Tema. 1.1.1 Copaep:xanue y4e0HOro MaTepHuaJia: T,V
TousTre ConeprkaHue TUCUUILUTUHBI U €€ POJib B IIOArOTOBKe crienuanicra. Cs3b ¢
JIOKyMEHTAI[HOHHOTO | APYT'MMH 0011enpo(heCCHOHAIBHBIMU U CIICIHaIbHBIMU JUCIUILTNHAMH.
obecrieueHust OCHOBHBIE 3Talbl BOSHUKHOBEHHS M PA3BUTHS OTEYECTBEHHOTO
yIpaBiIeHUs JIOKyMEHTAI[IOHHOTO 00ECTIEUCHHsI YIIPABIICHUS (EIOPOU3BOICTBA).
[TonsiTHE «1OKYMEHTaIMOHHOE O0ecTIeueHNE YIPaBICHUD.
JlokyMeHTaIllMOHHOE 00ecreueHre yIpaBiIeH s Kak GYHKIHs YIpaBICHHU,
B3aUMOCBSI3b C IPYTUMHU (QYHKIMAMH yIpaBieHus. JJOKyMEeHTallMoOHHO®
obecrieueHne ynpaBJIeHHs KaK cucTeMa paboThI ¢ JOKYMEHTaMU.
CoBpeMeHHbIe TpeOOBaHKS K €ro OpraHu3alii, K IPUMEHEHUIO
COBpPEMEHHO! O(MCHON M BBIYUCINTEIBHON TEXHUKHU. ICTOYHNKYN 1
JuTepaTypa o AUCUUILUIMHE: 3aKOHOIaTeNIbHbIe aKThl, HOPMaTHBHO-
METOJIMUECKHE IOKYMEHTBI, TOCYIapPCTBEHHbIE CTAHAPThI, OCHOBHAS U
JIOTIOJTHUTENbHAs JIUTepaTypa.
Ne Haumenopanue Popma
ConeprkaHue pasjiena, TeMbl TEKYIIEro
paszena pasjerna, TeMbl
KOHTPOJIS
1 2 3 4
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Tema 1.1.2
JlokyMeHThI 1
JIOKYMEHTHPOBAaHNE

[Monsitus «uHbOpPMaHI» U «TOKYyMEHT». Ponb nH(opManuu B connaisHoO-
SKOHOMHYECKHX Ipoueccax. I[lonndyHKIMOHANEHOCTD JOKyMEHTA.
WNudopmannoHHas, KOMMYHUKAaTHBHAS, COLUANIbHAS, KYJIbTYpHas,
yIpaBIeHYECKasi, IPaBOBasi, ICTOPHUECKas M APYyrue (pyHKINU JOKyMEHTA.
[MonsTue o nokymeHTupoBanuu. OOSA3aTENEHOCTD JOKYMEHTUPOBAHUS
nHdopmanuy. 3aKOHOATENILHBIE aKTHI, PErJIaMEHTUPYIOLIHE OPTraHU3aIHI0
paboThI ¢ JOKyMEeHTHpOoBaHHOW nHpopmaruel (PenepanbHblii 3akoH PO
«O06 na(opMaLH, HHPOPMAITHOHHBIX TEXHOJIOTHAX U O 3aIUTE
nndopmanumn», Tpynosoii kogeke PO u ap.).

OcHOBHBIE c1TOCOOBI TOKYMEHTHPOBaHUs. MaTepuaibHble HOCUTENN
nH(pOpMaMH 1 UX BIUSHNE Ha JONTOBEYHOCTh  COXPAHHOCTD JOKYMEHTA.
BimsiHne Hay4HO - TEXHMYECKOTO MpOrpecca Ha JOKYMEHT H
JIOKYMEHTHPOBaHHE.

TexcroBele, rpaduiecKie, MAaIIHHOYNTAEMbIE IOKYMEHTBI, (JOHOTOKYMEHTHI.
OmnpenencHre MOHATHH «TOKYMEHT», «aBTOP AJOKYMEHTa», «O(hHIHAIbHBINA
JIOKYMEHT», «JIH4HbIH qokymenT» mo [OCTP. 51141-98.

Pacmmpenue NOHATHS «IOKyMEHT» C Pa3BUTHEM HayKH U TeXHUKU. [ToHsTHE
«OQIEKTPOHHBIN TOKYMEHT». 3aKOHOAATENbHBIE AKTHI, PETIAMEHTHPYIOLINE
OpraHU3aII0 pabOThI C 3JEKTPOHHBIME JoKyMeHTaMu (DenepanbHblil 3aK0H
PO «O06 anexTpoHHOI H(POBOI TOAITUCKY).

IIpu3Haku HOKyMeHTa: OPUIMHAIBHOCTD, OAJIUHHOCTD, KOITMHHOCTB.
IToHsATHE «OpPUTHHATY, €TO IPU3HAKH, XapaKTEPUCTUKA OPUTHHAIOB

JOKYMCHTOB Ha pasHbIX HOCUTECIIAX I/IH(bOpMaHI/II/I. VYMHOXEHHbBIC OpUTHUHAJIBI.

[onsaTue «nommHANK». [10TMHABIE U TOATIOKHbIE JOKYMEHTHI.
danbcudukanus J0KyMEHTOB.

[onstre «xonust». Bumsl konuit. FOpunuueckas cuna xonuil. CTpykTypa
nokyMeHTa. [IoHsITHe «PEeKBU3UTY», BUIBI peKBU3UTOB. [ToHsATHE «DOopMyILsip
JIOKYMEHTay, 0COOCHHOCTH cocTaBa (popMyJisipa TOKYMEHTOB Ha Pa3IHYHBIX
HOCHTEISIX HHpopManun. VHANBHIYaIbHbIH, TUIIOBOH (HOPMYJISIP, GOpMYIIsp-
oOpaszel, X XapakTepUCTHKA U Ha3HAYCHHE.

T,V

Tema 1.1.3
Yuudukamus u
CTaH/IapTH3AIHS
JIOKYMEHTOB.
YuupuuupoBaHHble
CHCTEMBI
JIOKYMEHTAIHN

Yuudukauus v cranaaprusanus. [TonsiTHe «cucrema JOKyMEHTalUN», ee
npu3Haku. OyHKIMOHAJIBHBIE H OTPACIIEBBIE CUCTEMBI JOKYMEHTAIIHH.
[MonsiTue «yHu(UIMPOBaHHAs CUCTeMa AOKyMeHTauuny. KpaTtkas
XapaKTEePUCTHKA JICHCTBYIOMNX YHHU(PHUIIMPOBAHHBIX CUCTEM JOKYMEHTAIUH:
OpraHu3alMOHHO-PACIIOPSIAUTENIBHON, OTYETHO-CTATUCTUYECKOU, TIEPBUUHON
y4eTHOH (PMHAHCOBOM U JIp.

'ocynapcTBeHHbIE CTaHAAPThl Ha YHU(DUIIMPOBAHHBIE CUCTEMBI
JIOKYMEHTAIIH, PerJIaMeHTHPYIOIINE 00Ie IpaBuiIa UX pa3padoTKu U
noctpoenus popmyssipa-odpasia.

[MonsiTne «yHnpUINpoBaHHbIE (OPMBI JOKYMEHTOBY.

O6mepoccuiickne n oTpacieBble YHU(GUIIMPOBaHHBIE (POPMBI JIOKyMEHTOB;
yHIpHIIpOBaHHBIE HOPMBI JOKYMEHTOB mpeanpusaTus (YD), mopsamok ux
BBE/ICHUS B JieiicTBIE. ATbOOMBI (JOPM YHH(PHUIIMPOBAHHBIX JOKYMEHTOB.
Pacnpenenenune coctaBa BUIOB U Pa3HOBHIHOCTEH JOKYMEHTOB
OTIpeIeIeHHOT0 KOMIUIEKCa 10 3a/1a9aM yrpasieHus. Tabens popm
JIOKYMEHTOB.

T,V

Tema 1.1.4
YaudunupoBaHHas
cucrema
OpraHU3aIMOHHO-
pacropsIuTeIbHOMN
JIOKYMCHTAIIH
(YCOPL).
Dopmysip-obpasern
OPJI. PexBu3uthl u
OJTaHKH

XapaxkTepucTuka, cocraB u coaepxanue 'OCTa P 6.30-2003
«YHUDUIMPOBAHHBIE CUCTEMBI JIOKYMEHTALMHU. Y HUPHUIIMPOBAaHHAS CUCTEMA
OpTaHM3aIOHHO-PACIIOPSANTENLHON JOKyMEeHTalMu. TpeOoBaHus K
0(opMIICHHIO TOKYMEHTOB.

Dopmynsip - oopazer; OPJI. CoctaB 1 cxema pactoioKeHUs] peKBU3UTOB Ha
hopmymspe-oOpasiie, crocoObl 0hOPMIICHHS.

IIpaBuna opopmieHns pekBU3UTOB, permameHTHpoBaHHBIX ['OCTom P 6.30-
2003.

[TonsTue «bmaHK JOKyMeHTa». Bubl G1aHKoOB: 00muii 61aHK, OIaHK
nHchMa, OJ1aHK KOHKPETHOTO BU/A IOKYMEHTA. BapuaHThI pacmoyioxeHus
PEKBH3HMTOB 3ar0JIOBOYHOI YacTH OJIaHKa.

[MTpaBuna oopmIIeHUS, U3TOTOBIICHUS, yYETa, UCIIOIL30BAHUS M XPAHEHUS
TrepOOBBIX OJJAHKOB OpTaHHU3AITUH.

T,V

16




dopma

Ne HaumenoBanue
ConepkaHue pasjiena, TeMbl TEKYIIEro

paszena pasneina, TeMbl
KOHTPOJIS

1 2 3 4

1 Tema 1.2.1 OCHOBHBIE TPYIIIBI OPTaHU3AIHOHHO-PACTIOPSIUTEIBHBIX TOKYMEHTOB. T,V
[IpaBuna XapakTepucTHKA M COCTaB OPraHU3alMOHHBIX JOKYMEHTOB, BXOJSIINX B
odopmitenns YCOP/ (ycraBa, NOJ0XKEHHs, THCTPYKIUH, JOJDKHOCTHON HHCTPYKIIHH,

OCHOBHBIX BUJIOB MPaBWJI LITATHOTO PACIUCAHUs, CTPYKTYPBI U IITATHOI YHCIEHHOCTH),

OpraHHU3aI[OHHO- TpeboBaHus K uX opopMIICHHUIO.

pactopsAMTENbHBIX | XapaKTepUCTHKA M COCTAB PacIOPSIUTENbHBIX JOKYMEHTOB,

JOKYMEHTOB. Bxomsmux B Y COP/I (mocTaHOBNEHUS, TPUKA30B II0 OCHOBHOM

[IpaBuna JEATEIFHOCTH 1 110 JINYHOMY COCTaBY, PELICHHS, PACTIOPSDKEHNUS, YKa3aHUs,

oopMIICHHUS I COBMECTHOTO PacIOpIIUTEIHHOTO TOKYMEHTA), TPeOOBaHMS K HX

BBIJAYM KOTINH odopmrennro.

JOKyMEHTOB XapaKTepHUCTHKA U COCTaB OPraHH3aLHOHHO-PACIOPSAUTENBHBIX
IOKyMeHTOB, Bxomsamux B Y CITY /] (Iprka30B 1O JIMYHOMY COCTaBY,
IITaTHOTO PacliCcaHus, TpaduKa OTIYCKOB, JINYHBIX KapTOUEK,
KOMaH/IMPOBOYHBIX YJIOCTOBEPEHUIL, CITy)KeOHOTO 3aJaHus 1JIsl HAIIPaBJICHUs
B KOMaHJMPOBKY U OTYETA O €TI0 BBIIIOJIHEHUH), TPEOOBaHMUS K UX
0(pOPMIICHHIO.

2 Tema 2.1.1. OpranuzannoHHbIe GOPMBI JOKyMEHTAIIMOHHOTO obecriedenus ynpasinenus. | T, Y,
Cnyx0a Cnyx6a JIOY, ocHOBHBIE 3319, QYHKITIH, THIIOBBIE CTPYKTYPHL,
JIOKYMCHTALIHOHHOI'O | OJDKHOCTHOMU cocTaB. Permamenramnus pabotsr ciryx6s1 JJOVY.
obecreyeHus ITonsiTHe «1OKYMEHTO000POT», OOIIE IPHUHIIUITEI OPTAaHU3ALIH
YHIpaBieHUs JOKYMEHTO000pOTa, €ro CTpyKTypa, He0oOX0JUMOCTh yueTa o0beMa

JOKyMeHTooOopoTa. HopmaTuBHBIE TOKYMEHTHI, pETIaMeHTHPYIOIINE
OPTaHM3aIHIO TOKYMEHT0000poTa. KoMIbloTepu3arist JOKyMEeHTO000pOTa.

2 Tema 2.1.2 [Tyt mocTymieHus I0KyMeHTOB B opranu3anuio. [Ipuem u nepBonavanpuas | KP, P
Opranuzanus 00paboTka 10KyMeHTOB. [IpenBapuTesHOE PACCMOTPEHUE JOKYMEHTOB.
npuema, PaccMmoTpenue T0OKyMEHTOB PyKOBOJICTBOM OpPTaHHU3AIHH.
paccMOTpeHwus, Perucrpanus JOKyMEHTOB KaKk COCTaBHasl 4YaCThb TEXHOJIOTHH
perucTpanuu u JIOKYMEHTaI[IOHHOTO 00eCIieueH sl yIpaBIeHus, KaK MPOLECcC CO3AaHHs
WCTIOJTHEHUSI OaHKa JaHHBIX O JOKyMeHTax opraHuzaunui. @opmbl perucrpanuu
JIOKYMEHTOB (>xypHasbHasi, KapTO4Hasl, aBTOMAaTH3UPOBAHHAs ), UX JJOCTOMHCTBA

HenocTatku. [TokaszaTenu, BBOAUMBIE B PETUCTPALIMOHHbIE (POPMBI.
TpebOoBanust K cOCTaBy PErHCTPALIMOHHBIX WH/IEKCOB.
JlocTaBka IOKYMEHTOB HCHOJHUTENIM. PaboTa HCIONHUTENS C
JIOKyMEHTaMH. DTanbl UCTIOTHEHHsT. OCOOEHHOCTH TOITOTOBKH
HOPMAaTHBHBIX MPABOBBIX aKTOB.
OYHKIIUY U TIpaBa mojpasaesieHui ciryx0s1 JJOVY, ocymecTBISIOMUX MpHeM,
Mpe/IBapUTEIbHOE PACCMOTPEHHE, PETHCTPALIMIO M JOCTAaBKY TOKYMEHTOB B
OpraHu3aIiH.
Ne HanmenoBanue ®opma
Conep:xaHue pa3zena, TeMbI TEKYIIEro
paszena paszeina, TEMBbI
KOHTPOJIS
1 2 3 4
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2 Tema 2.1.3 B3anMOCBs3b pErucTpariy JOKyMEHTOB ¥ HH()OPMAITHOHHO-CIIPAaBOYHON v
HNudopmanmonHo- paboTel. Opranuzanus padboThl C TOMOIIBIO CIIPABOYHBIX KAPTOTEK.
cnpaBoyHas pabdorta. | MHpOpMamuoHHO - cripaBoYHast padoTa B YCIOBUSAX IPUMEHEHHUS
Kontpons KOMIIBIOTEPHBIX TEXHOJOTUH.

WCTIOJTHEHUSI OyHKUMY U paBa nozpasaeneHuii ciayxos1 10V, ocyIecTBIsSIOMIX
JIOKyMEHTOB. nH(pOpMaLMOHHO-CIIPAaBOYHYIO PaboTYy.
OpraHnzaioHHast Oo6ure cBegeHNs 00 yUeTe U CHCTEMAaTH3aIllii HOPMaTHBHO-TIPABOBEIX aKTOB
OTHpaBKa (xoHCommaanys, Koaupukauus, HHKopropauus). OpraHu3alys cipaBoOyHo-
UCXOASIINX nH(popMaMOHHOI PabOTHI 10 JEHCTBYIONIEMY 3aKOHOIATENbCTBY PD,
JIOKYMEHTOB HCTIONBb30BaHUE HHPOPMANOHHO-CIIPABOYHBIX IIPABOBBIX CHCTEM.
Ienn KOHTPOIIA UCTIONHEHHSI JOKYMEHTOB, €r0 BHIBL. [[pHHIIATIBI
OpraHu3any KOHTPOJIs. [IOHATHS: «CPOK MCHIOJTHEHHS», KTHIIOBOH CPOKY.
HopmaTuBHBIE JOKYMEHTBI, YCTaHABIMBAIOIINE THIIOBBIE CPOKU UCTIOJTHEHHUSL.
Py4HOI1 1 aBTOMAaTU3UPOBAaHHBIH KOHTPOJIb, MX JOCTOMHCTBA U HEIOCTATKH;
npuMeHsieMasi TexHUKa. TexHoJorus BeJeHust KoHTpoJisi. OcoOeHHOCTH
KOHTPOJISl PACIIOPSIAUTENLHBIX JIOKYMEHTOB. AHAIIU3 COCTOSIHHSI UCTIOTHEHUS
JOKYMCHTOB B OpraHu3amnuu.
[Monpasnenenus cinyx6s1 JJOVY, ocymecTBISIONINE KOHTPOJIb HCIIOTHECHUS,
uX (YHKIMH, IpaBa.
[Iponecc mpuema n 06pabOTKH HCXOAAIINX TOKYMEHTOB, COCTaB
BBITIOJTHSAEMBIX PadOT IPH TPATUIIMOHHOM CIIOCO0e OTHPaBKH (TI0UTOMH):
MIPOBEPKA MPABIIIEHOCTH O(POPMIICHHS, HATIIYUS IIPUIIOKCHHUS, afjpecara,
COpPTHPOBKA IO aJipecaTtaM W BUAaM OTIPAaBJICHUH, apecOBaHue,
(hanpLeBaHNEe, KOHBEPTOBAHIE, 3aKJICHBaHUEC KOHBEPTOB, B3BEIINBAHNE,
MapKHUPOBKA, COCTABIICHHUE OIACH PACCHLIKH.
OTtnpaBKa TOKYMEHTOB € TIOMOIIIbIO TelieoHa, (hakca, IeKTPOHHOH TOYTOH.
Tunel cucTeM IEKTPOHHOM MOYTHI (IJ100abHbIe, KOPIIOPATUBHEIE).

2 Tema 2.2.1. [Monstus: «aeno», «hopMupoBaHue JIe», KHOMEHKIIATYpa Aei». 3HaUeHHe v, T
Opranuzanus HOMEHKJIATYPHI A€ TS Kiaccu(UKAIIIH JOKYMEHTOB OpTraHH3aIliH.
OIepaTHBHOTO Bunbl Homenknatypsl nen. [lopsiiok cocraBienus, opopmiieHusl,

XpaHeHHA YTBEPIKICHUS ¥ PUMEHEHHS KOHKPETHOW HOMEHKJIATYPHI IE)T OpTraHU3aIHH

JIOKYMEHTOB. Y HOMEHKJIATYPBI JIeJl CTPYKTYPHOTO TO/Ipa3/IelIeHNs] OpraHnu3aluu.

Homenknarypa gen | OcHOBHBIC TpeOOBaHHS K OPTaHU3AIMH OTIEPATUBHOTO XpaHeHus. [lopsaok
(hopmupoBaHusl A€ B JeT0Npon3BoicTBe. OTBETCTBEHHOCTH 32 COXPaHHOCTh
JIOKYMEHTOB. XpaHEeHUE TOKYMEHTOB B 3JICKTPOHHOM (hopMe.

4 Tema 2.2.2 ITonsATHE «3KCTIEPTH3a IEHHOCTH TOKYMEHTOBY. [IpUHITNIIBI 1 KpUTEpUH v, T
OkcrepTr3a OTIpeieNIeHUs] HayIHOU, ICTOPHUYECKON U MPAKTHYECKON IIEHHOCTH
IEHHOCTU JIOKyMeHTOB. CpOKH XpaHEeHHS JOKyMEHTOB. [lepedHu TOKYMEHTOB C
JIOKYMEHTOB. yKa3aHHEM CPOKOB XpaHCHHUS, X BUIIBI, HA3HAYCHHE, CXEMBI IIOCTPOCHUSL.
IoxroroBka gen k DTanbl ¥ MOPSA0K MPOBEICHHS SKCIICPTH3BI IICHHOCTH TOKYMEHTOB B
apXUBHOMY JIEIIOTIPON3BOACTBE opraHm3anud. [1opsaok yHHITOKEHUS TOKYMEHTOB H
XpaHEHHIO odopmIteHHs pe3yIIbTaTOB IKCIEPTU3bI. TpedoBaHus K 0POPMIICHHIO aKTa O

BBIACJICHUN K YHUYTOXKCHUIO TOKYMCHTOB, HC MOAJICKANIUX XPAHCHUIO.
Cucrema OKCIICPTHBIX OPraHOB. 3KCH€pTHBIe KOMHUCCHUH OpraHu3anuu, ux
(hyHKIMH, TIpaBa, OpraHu3anus paboTHI.
[Tepeuens MeponpusTHii IO MOATOTOBKE JIEJ K NIEpe/iaue B apXUB.
TpeGoBaHUs K OPOPMIICHHIO JeJT IIOCTOSIHHOTO, BPEMEHHOT'O CPOKOB
XpaHeHUs U 110 JINYHOMY cocTaBy. [IpaBuia odopmienus. [Ipasuna
COCTaBJICHUS CAATOYHOW OMKCH JIeN M TIOPSAOK IEepeaady B apXuB
opraHuzanyy. Buasl apXuBOB: BeJOMCTBEHHBIE, 00 bETUHEHHbIE
BE/IOMCTBEHHbIE, 00bEINHEHHBIC MEKBEIOMCTBEHHBIE 110 TUYHOMY COCTaBY,
rocyAapcTBeHHbIE apXuBbl. CPOKH XpaHEHHs JOKyMEHTOB B
BE/IOMCTBEHHBIX apxuBax. [lonsTus: «apXUBHBIN boHIY,
«TOKYMEHTAJBHBIN (QOHIY, «TOCYIAPCTBCHHBIA apXUBHEIA (OHI.
Ne HanmenoBanue Popma
ConeprkaHue pasjiena, TeMbl TEKYILETro
paszena pasneina, TeMbl
KOHTPOJIS
1 2 3 4
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2 Tema 2.3.1 OO6parmeHus rpakaaH U UX Pa3HOBUTHOCTH - MPEIIOKEHNUS, 3asBICHUS, T,P, V¥

Opranuzanus XKaJI00bl, X01aTalCTBa, KOJUIGKTHUBHBIE oOpameHus. [IpaBo rpaxkaan Ha

paboTsI ¢ obpamenns. [TonBeqOMCTBEHHOCTD A€ U aipecaThl O0OpaIleHNH TpaIaH.

oOpameHnsIMHu OO0s13aHHOCTH OPTaHU3AIHHN 110 MX PACCMOTPEHHIO U IPUHATHIO PEIICHAH.

rpakaaH HopmaTtuBHO-MeTOMYeCKHe JOKYMEHTHI, PerilaMeHTHPYIOIINE

JIOKyMEHTaI[HOHHOE o0ecIieueHre paboThl ¢ 00paIeHUsIMU TPaXKIaH.
LleHTpasn3anys 1 Co3JaHue CeNUaTN3UPOBAaHHBIX MOpa3AeIeHUH 110
paborte ¢ 0OpaleHUsIMU rpaXkJaH. Y CTHbIC M IMCbMEHHBIE 00palieHHsI.
OCo0eHHOCTH TEXHOJIOTHH paboThI ¢ oOpaleHus MU Tpaxaad. O0s3aHHOCTH
JIOJDKHOCTHBIX JIUI] TI0 PaCCMOTpEHHI0 oOpaieHnii. CpoKU NCTIOTHEHUS
oOpalneHnit ¥ OCIEeICTBUS IPUHATHS PEIICHUH 10 0OpaeHNAM I'paskAaH.
OTBETCTBEHHOCTH 32 HAPYIICHHE 3aKOHOAATEIECTBA 00 00paIICHUIX
TpakaaH.

2 Tema 2.3.2 Buer rpr¢oB orpaHIYSHHS TOCTYIIA K TOKYMEHTAM. KP, P,V

Opranuszanus HopmaTuBHBIE aKThI, pETYINPYIOIUE PAOOTy C TOKYMEHTaMH,

paboTHI ¢ COJICpIKaIIMU CBEICHHS, COCTABIIIONINE TOCYAAPCTBCHHYIO TalfHY.

JOKyMEHTaMH, IMopsinok oTHEeCeHNST HHPOPMAIMX K CBEACHHAM 0CO00H Ba)KHOCTH,

MMEIOINUMHE TP COBEPIIEHHO CEKPETHBIM, CEKPETHBIM.

OrpaHUYEeHUs HopmatuBHBIE aKTHI, peryIupyIonye paboTy ¢ TOKyMEHTaMU,

JIOCTYyIIa K HUM COJICpIKaILIMU CBEACHHSI, COCTABIISIOINE KOMMEpUYECKyIo TaiiHy. [lopsmox
OTHECEHUS CBEJCHUM K KOMMEpUYEeCKOU TailHe. MepompusTus,
obecreynBaroiye 3amuTy KoMMepueckon TaitHbl. OCOOEHHOCTH y4eTa,
perucTpalym, UCIoib30BaHks, 0)OPMIICHUS, Pa3MHOXKEHHS, TIepeadH,
q)OpMI/IpOBaHI/IH B A€J1a, nepeaaur B apXuB UJIM YHUUTOXKCHUA TOKYMCHTOB.
IMopsinok cHATHS TPU(OB «KOMMEpUEcKas TalHa», «KOH(UACHINAIBEHO.
HopmaTuBHBIE aKTHI, peryIupyIomue padboTy ¢ JOKYMEHTaMH,

COJICpIKaIFIMU CITy>K€OHYI0 HH(POPMAIIHIO OTPAaHNYEHHOTO PacpOCTPaHEHHS
(mmeromue rpud «is cirysxeOHOTO NMoap30BaHus»). [lopsimok oTHECeHNS
CBEJICHUH K CITyeOHOH MH(OpManuy OrpaHUIEHHOTO PACIIPOCTPaHEHHUS.
Mepomnpusitusi, 00ecrieyMBaOLINE 3alIUTy JOKYMEHTOB ¢ rpudom «ICII».
OCO00OCHHOCTH y4eTa, periuCTPaIliH, UCTIOIb30BaHUs, O(OPMICHHS,
Pa3MHOXKEHUA, (bOpMI/IpOBaHI/IH B A€J1a, nepeiavyu B apXuB UK YHUYTOXKCHUA.
[Mposepka Hanuuus foKyMeHTOB ¢ rpudom «ICII». [Topsinok cusaTus rpuda.
[Moapasnenenus, opraHusyromye padboTy ¢ JOKyMEHTaMH, COJIePKAIUMH
rpud orpaHUYeHHs AOCTYIA K HUM, UX (YHKIIMH, TIpaBa, JOJDKHOCTHOI
COCTaB
[pumeuanue: T — TectupoBanue, P — Hanmcanue pedepara, Y — yctHbri onpoc, KP — koHTpospHas paborta
2.4.2. 3aHATHS CEMUHAPCKOTO THIIA
—He NPEAYCMOTPEHBI
2.4.3. IlpakTHyecKHe 3aHATHSI
H dopma
Ne AMMCHOBAHIE HanmeHnoBanue npakTuieckux padbor TEKYIIEro
paszena, TeMbl
KOHTPOJIS
1 2 3 4
1. [Pazpmen 1. JIOKYMEHTBI U JOKYMEHTUPOBaHHE
JlokyMmeHTHpOBaHHE Bompocsr:
Tema 1.1. 1.ITompyHKIIMOHATBHOCTH JOKYMEHTa
JloKkyMeHTalluOHHOE 2.Crioco0bI TOKYMEHTHPOBAHUS
o0ecreyeHne ynpapjeHHs: 3.Biausiane HTTI Ha nokymeHTHpOBaHNE 0P, JIP. ¥
> AP,

MOHATHE, COACPIKAHUEC U
OTaIbl Pa3BUTUSA

YHuuKanus u cTaHIapTH3aNNs JOKYMEHTOB.
YHUDHUIIUPOBAHHBIC CHCTEMBI IOKYMEHTAIIUH
Bomnpocsr:

1./JleficTByromue yHU(DUITUPOBAHHBIE CHCTEMBI
TOKYMEHTAIIH

2. YaudunupoBaHHbIe (GOPMBI TOKYMEHTOB: TIOHSITHE, BUIHI,

MMOPAAOK BEACHUA
3. 3az1aq1/1 yHpaBJICHUA U BUJbI JOKYMCHTOB
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YHupuIMpoBaHHas CHCTEMa OPraHU3aIl[HOHHO-
pacniopsauTensHoi fokymeHTarmn (Y COPT). ®opmyisp-
obpazerr OPJI. PekBH3uTHI 1 OaHKH

Bomnpocsr:

1.®opmynsp — obpaser; OP/]

2.ITonsiTne n Buabl 6JIaHKOB JJIOKyMEHTA.

3CocraBneHue 0011ero 6J1aHKa OpraHu3aluy ¢ YIJI0BBIM H
[POJIOIBHBIM BapHAHTAMH PACIIOJIOKECHUS PEKBU3UTOB

4 CocraBiieHre OnaHKa CiTy>KeOHOTO MUCbMa OpraHU3aluK C
YIJIOBBIM U NIPOOJILHBIMU BApHAHTAMHU PACIIONI0KEHHS
[PEKBH3HTOB

Pasnmen 1.
JlokymMeHTHpOBaHHe
Tema 1.2.
Odopmaenue OPJ]

[TpaBmina ohopMITeHNST OCHOBHBIX BUIIOB OPTaHU3AIIHOHHO-
PacCTIOPSOUTENBHBIX JOKYMEHTOB.

Bomnpocsr:

1. OpraHu3anOHHBIEC TOKYMEHTHI OpTaHNU3aIIH, aHAJII3
CTPYKTYPBI X TEKCTA, MPaBUIBHOCTH 0()OPMIICHUS
[10JIO)KEHUH, yCTaBOB, JOJDKHOCTHBIX HHCTPYKLMM

2. OdopmiteHHe pHKa3a M0 OCHOBHOM NEATEIbHOCTH
3.0dbopmiieHHUe MpUKa3a Mo JUYHOMY COCTaBY, IITATHOTO
pacrcanusi, rpaduKa OTITyCKOB, JIMYHBIX KapTOYEK,
KOMaH/IMPOBOYHBIX YJOCTOBEPEHUIA, CIIy)KEOHOTO 3a/1aHHs
TS HaTIpaBIICHHS B KOMAHIMPOBKY, OTYETA O €€ BHITOITHCHIH
4.0dopmieHre 3asBICHUS, CITPABKH, TIPOTOKOJIA
50dopmieHUe CITy)KEOHBIX TUCEM

P, Y, T

[paBuia ohopMIIeHUS U BBIIAYU KOTIMH JOKYMEHTOB
Bomnpocsr:

1. Tpe©oBaHus K pa3IMIHBIM BHIaM KOITHH JTOKYMEHTOB,
BBIJJABAEMbIX B OPTaHU3ALMIX

2.OdopmIieHHe TTOJTHOH KON O(UIIaTbHOTO JOKYMEHTa,
BBIITMCKH M3 O(HIINATIBHOTO IOKYMEHTA, KOMMH-OTITYCKa.

np, vy, T

Paznen 2.

Opranusauus paéoTsl ¢
MOKYMEHTaAMHU

Tema 2.1.
JlokyMeHT0000poT

Criyx0a TOKyMEHTallMOHHOTO 00€CIIeUeHHs! YIpaBIeHUs
Bomnpocsr:

1.OcHOBHBIE 3371241, PYHKIINH, THIIOBBIE CTPYKTYPBI CITY>KOBbI
10y

2. [IpuHOUIIBI OpraHU3aH JOKYMEHTO000pOTa
3.HopMaTuBHBIEC TOKYMEHTHI, PErIaMEHTUPYIOIIHE
OpraHu3alHIo JOKyMEHT0000poTa

Opranuszanus mpueMa, pacCMOTPEHUS, PETHCTpaluy 1
HCTIOJTHEHHSI IOKyMEHTOB

Bompocsr:

1.ITonsiTne perucTpanuy JOKyMEHTOB U ee (hOpMBbI
2.Bxonsamuit ToKyMeHT (03HaKOMJICHHE C TEKCTOM,
[IPOCTABIICHUE PE30JIIOIINH, BXOASIIETO PETUCTPALIUOHHOTO
WH/IEKCA, 3aII0JIHEHIE PErUCTPAMOHHON (hOPMBI)

3. .Pabota rcnosHUTENS C JOKyMEHTaMH

Wudopmanmonno-crpaBoyHas pabora. Kontpois
UCTIOJNIHEHUS JOKyMeHTOB. OpraHu3alioHHast OTIIPaBKa
UCXOJAIINX JTOKYMEHTOB

Bompocsr:

1. 10Y u nabOpMaIOHHO-CIIpaBOYHas CITy0a: 3aJjauH,
(hyHKIMH, OpTaHM3aINs

2. TexHONOTHA BeICHUS KOHTPOJIS JOKYMEHTOB.

3 AHanK3 COCTOSIHUSL KOHTPOJISL JOKYMEHTOB B OpraHU3aluu

np,y, T

Paznen 2.

Opranuszanus padoTsl ¢
MOKYMeHTaMH

Tema 2.2.

XpaHeHHE JOKYMEHTOB

OpraHu3anus ONepaTUBHOIO XpaHEHUs JOKYMEHTOB.
Homenknarypa nen

Bompocst:

1.3HaueHre HOMEHKJIATYPBI JIeJ ISl KIIaCCU(PUKAIIH J1eJT
OpraHu3aIu

2. O3HaKOMJICHHE C TUIIOBBIMH M IPUMEPHBIMHU
HOMCHKJIATypaMu JIelT

3dopMupoBaHue J1e1a B COOTBETCTBUU C KOHKPETHOMN

P, v, T

HOMEHKJIATYPOU Jei
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3.1

OKcHepTH3a HEHHOCTH JOKyMEHTOB. [lonroroka aemn k
ApPXUBHOMY XPaHEHHIO

Bompocsr:

1. IIpyHIUIBI ¥ KPUTEPUH ONIPENENECHUS HEHHOCTH
TOKYMEHTOB

2. Ilopsinok MpoBeNEeHHUS KCIIEPTU3BI IEHHOCTH JOKYMEHTOB
B OpraHu3aluu

3.CocTaBrieHHe aKTa O BBIICJICHUH K YHUUTOKEHHIO
IOKYMEHTOB, HE ITOAJICKALUX XPAHCHUIO.

4. IlonroroBka aena K epefade B apXuB OpraHu3alui,
COCTABJICHUE CIATOYHOM OIIUCHU

P, Y, T

Pa3znen 2.

Opranusanus paéoTsl ¢
MOKYMeHTaMu

Tema 2.3.

Oco0ennocT padoThl ¢
o0paleHusIMM FPaKIaH U
KOH(UIEHIHATBHBIMA
MOKYMeHTaMu

Opraamn3anus paboTsl ¢ 00pAICHUSIMH TPAXKITaH

Bomnpocsr:

1.00parenus rpaxaa: pa3HOBUIHOCTH M MX OCOOCHHOCTH
2.0CcO0EHHOCTH TEXHOJIOTHUH PaOOThI ¢ 00palIeHUSIMA
rpakaaH

3.CpoKH UCTIOTHEHUSI 0OpaIeHNH U MTOCIESACTBHUS IPUHATHUS
pemeHuii o oOpanieHnusIM rpaxjaH

Opranuzanus paboTsl ¢ JOKYMEHTaMH, HMEIOIIMU Irpud
OTpaHWYIEHUS JOCTYNa K HUM

Bomnpocsr:

1.Buzsl rprudoB orpaHnYEHHs 10CTyNa K TIOKYMEHTaM,
MOPSIOK CHATHS Tpuda

2. OCOOEHHOCTH C IOKYMEHTaMH, COCTABJISIONIMMHU
rOCYapCTBEHHYIO TaliHy

3 Oco0eHHOCTH pabOTHI ¢ TOKYMEHTAMH, COCTABIISIFOIIAMHU
KOMMEPUYECKYIO TaliHy

4 OcobeHHOCTH PabOTHI ¢ MOKyMeHTamu ¢ Tpudom «ICID»

P, Y, T

3. OBPA3OBATEJIBHBIE TEXHOJIOI'MA

JIns peanu3anuy KOMIIETEHTHOCTHOTO MTOAXO0/A MPEyCMaTPUBAETCS UCIIOIb30BAHNE
B y4eOHOM TMpoliecce aKTUBHBIX M WHTEPAKTUBHBIX (POPM NPOBEACHUS ayIAUTOPHBIX U
BHEAYJAMTOPHBIX 3aHATHH C LIeNbI0 (OPMUPOBAHUS U Pa3BUTHS MPOPECCHOHAIbHBIX HABBIKOB

00ydJaromuxcs.

B mporiecce npenogaBaHusi MPUMEHSIOTCS 00pa30BaTEeIbHBIE TEXHOJIOTUHA PA3BUTHSI

KPUTUYCCKOTO MBIIIJICHUA.

B yueGHOM mporiecce Hapsaay ¢ TpaaIUIIMOHHBIMUA 00pa30BaTeIbHBIMUA TEXHOJIOTHSIMH
HCMOJIb3YIOTCSI KOMITBIOTEPHOE TECTUPOBAHUE, TEMATHYECKHUE MTPE3EHTALIMU, UHTEPAKTUBHbBIC

TEXHOJIOTHU.
Oopa3oBare/ibHbIC TEXHOJIOTHH IIPH MPOBEICHUM JCKIMI
Buist mpuMeHsieMbIX 00pa3oBaTeIbHBIX
Ne Tema AP pv Konm.
TEXHOJIOTHt qac
1 3 4
1  [MoHATHE JOKYMEHTALMOHHOTO 00eCIICYCH S YIIPABICHUS Ay/IHOBH3yalIbHAS TEXHOIOTHS, 2
MPOOIEMHOE U3JI0KECHHE
JIOKYMEHTBI M TOKyMEHTHPOBaHHE
2 AynnoBu3yanbHas TEXHOJIOTHS, aKTHBHOE 2
oOyueHme
YHuduKanus 1 CTaHIapTU3aLH JOKYMEHTOB.
3 (pucan Aap LA IOKY TexHonorus pa3BUTUsI KPUTHIECKOTO 2*

'YHU(UITUPOBAHHBIE CUCTEMBI TOKYMEHTAIIHH

MBIIUJICHUS 9Y€PE3 YTCHUC U ITUCBbMO
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YHI/I(I)I/IHI/IPOBE[HHB.H CUCTEMaA OPraHUu3alluOHHO-

*
4 pacriopsuTebHOM HoKymenTamu (YCOP]). TexHonorus pa3BUTHSI KPUTHUECKOTO 2
dopmynsp-oopaser; OPII. PeKkBU3UTHI 1 61aHKK MBIILUICHHS YMCPE3 YTCHUC 1 ITMCEMO
5 |[pasuna odopMIIEHHST OCHOBHBIX BHJIOB OpraHH3allMOHHO- 2
pacnopsauTeNbHBIX TOKyMeHTOB. [IpaBuna odopmieHus u IIpobnemMHOE H3MOKEHUE
BBIJAYM KONUI JOKYMEHTOB
6 Cityx0a TOKYMEHTallMOHHOTO 00eCIeYeHUsl yIIpaBICHUS 2
Jlekuusi-aucKyccus
OpraHu3zanys npueMa, pacCCMOTPEHUS, PETUCTPALIUH 1
7 |ycnonmenus JOKYMEHTOB TexHonorus pa3BUTHS KPUTHUECKOTO 2
MBIIIJICHUS Yepe3 YTEHHE 1 MHIChMO
8 HNudpopmanmorHo-cripaBodHas padota. KoHTpons 2
VCTIOJTHEHUSI TOKYMEeHTOB. OpraHu3annoHHast OTIIpaBKa JINYHOCTHO-NIEATEILHOCTHOE 00y4YeHHUe
VCXOASIINX JOKYMEHTOB
OpraHu3anys OnepaTHBHOTO XPaHEHHS IOKYMEHTOB.
9 2%
Howmenknarypa nen JleKums - AUCKyCeHs
JKcHepTr3a LIEeHHOCTH J0KyMeHToB. [lonroroBka aei k
10 |apxuBHOMY XpaHEHHIO 2
P yxp PazBuBaroniee oOyueHne
11 OpFaHI/ISaHHﬂ pa6OTI>I C 06paH_[eHI/IHMI/I TpaxaaH Ay}lﬂogugyan],Hag TEXHOJIOT U4, 9%
npoOJIeMHOE M3JI0KEHHE C IIPUBIICYCHUEM
crnenuaimucra*
Opranuzanus paboThl ¢ JOKYMEHTaMH, UMEIOLMMU rpud
12 OTPaHHYCHHS TOCTYIA K HAM AynuoBH3yalbHas TEXHOIOTHA, 2
Ipo0IEMHOE M3JI0KEHNE
Hroro mo kypcey 24
B TOM YHCIIC HHTEPAKTUBHOE O0y4eHHe* 8*
3.2. O0pa3oBaTesibHbIC TEXHOJOTHH NPHU NPOBEICHUHN NPAKTHYECKUX 3aHATHH
Ne | Tema 3ansaTus Buns! npuMeHseMbIX 00pa30BaTeIbHBIX Konmn.
TEXHOJIOT Ui Jac
1 | JIoKyMEeHTHI U JOKyMEHTHPOBaHHE Jluckyccust 1o TEOpPEeTHYECKUM BOTIPOCAM. 2
2 | YHuduKanus 1 cTaHIapTH3anus JOKyMEHTOB. Jluckyccust o TeopeTuueckuM Borpocam. Padora ¢ 2
YHupuupoBaHHbIE CHCTEMBI JOKYMEHTAIINN JIOKyMEHTaMH
3 YHuuuupoBaHHas cCUCTeMa OpraHU3alHOHHO- Kpyraslii cTo 10 TEOPETUUECKUM BOIIpOCaM 2*
pacniopsinurenbHoi qokymenrtaun (Y COP/). Pa6oTa ¢ JOKyMEeHTAMH
Dopmyisip-odpaszen; OPJ]. PekBU3UTEH 1 OMaHKH
4 |IIpaBuna oopMIICHHSI OCHOBHBIX BUIOB IMpecc-koHdepeHIus 0 TEOPETHIECKUM BOIIPOCAM. 2%
OpraHM3alMOHHO-PACIOPAINTEIBHBIX TOKYMEHTOB. |Pabora c noxymeHTtamu
5 |IlpaBuna oopmMiIeHUs U BbIJaYH KOTIHH OO6cyxIeHne TeOpEeTHIECKUX BOIIPocoB. Pabdora ¢ 2
AOKYMCHTOB JIOKyMEHTaMHU
6 |Cuyx0a JOKyMEHTAIHOHHOTI'O O0eCTIeueHH s OO6cyxIeHne TeopeTHIeCKnX BonpocoB. Pabora ¢ 2
YyHpaBJICHUA JIOKYMEHTaMH
7 | Opranuzanys npuema, paccMOTpeHus, peructpanuu | O0cyxaeHne TeoOpeTHIECKUX BorpocoB. Pabora ¢ 2
1 UCTIOJTHCHUA TOKYMCHTOB JIOKyMEHTaMU
8 |HMudbopmanmonHo-cripaBodnas padora. Konrpoias | MCIyT IO TEOPETHYCCKUM BOTIPOCAM, 2*
UCIIONHEHUSI JOKyMEeHTOB. OpraHn3aioHHas C IpYIIOBBIM 00CyXkeHneM uToros. Pabora ¢
OTIIpaBKa UCXOOAININX TOKYMECHTOB JIOKyMEHTaMU
9 | Opranuzanyst onepaTuBHOTO XpaHEHUS OO6cyxIeHne TeOpEeTHIECKUX BOIIPocoB. Pabora ¢ 2*

JIOKyMeHTOB. HoMeHkaTypa aen

JOKYMECHTaMU
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10 |Dkcmeprr3a HEHHOCTH JOKYMEHTOB. [loaroroBka OO06CcyXaeHne TEOPETHIECKUX BOIIPocoB. PaboTa ¢ 2
ACJI K apXUBHOMY XPaHCHUIO JIOKyMEHTaMU

11 | Opraamsanus paboTsI ¢ 00pAIICHUSIME TPakIaH OO6cyxneHne TeopeTHIeCKnX Bompocos. Macrep- 2
KJIacc crenuanicTa

12 | Opraamsanus paboTsI ¢ JOKyMeHTaMH, uMeromuMu | O0CyKIeHNe TEeOPETHIECKIX BOMIPOCOB. MacTep- 2
rpud orpaHUYEHUs JOCTyNa K HUM KJIacc CIelHaInCTa

Hroro no xypcy 24

B TOM YHCJIE HHTEPAKTHBHOE 00yueHHe* 8*

4. YCJIOBUSA PEAJIMBALIMU ITPOT'PAMMBI INCHUIIJIMHBI

4.1. MaTtepuajibHO-TeXHHYeCKasi 6a3a, HeoOXoauMasi VIl 0CyleCTBJIeHUS
o0pa30BaTe/ILHOIO Mpouecca Mo AMCHUIJINHE

Peamuzanusa yueOHoW aucuuminabl OIL06 JlokyMeHTaumoHHOE oOecreyeHue
yIpaBICHUS OCYIIECTBIISIETCS B 000pyZI0BaHHOM yueOHOM KaOuHeTe
JIOKYMEHTAIlMOHHOTO 00ECTICUeHUs YITPABJICHHUS.

VY4eOHbI KAOMHET TOKYMEHTAITMOHHOTO 00ECTICUeHUsI YIIPABICHUS BKIIIOYAECT:
- MYJbTUMEAUMHBINA MPOEKTOP; IKPaH; NEPCOHAIbHBIA KOMIIBIOTED; YUEOHYIO MEOEb:
CTOJ TIpernojaBatressi, CTOJbI i OOYYaIOIIUXCS, CTYJbs, MKa(bI-CTEIIAXHU, T0CKa
yueOHasi; 9JCKTPOHHBIE IUIAKATBI, KOMIUIEKTHl  TUIAKTUYECKUX  MATEPHUAJIOB;
HOPMAaTUBHO-TIPABOBbIE  aKThl W  METOJAMYECKas JIUTeparypa, peryaupyroue
JOKYMEHTALIMOHHOE OOecreueHue YIpaBleHus; Yy4eOHO-CIpaBOYHAsi JIMTEpaTypa
(pekoMeHI0BaHHbIC YUEOHUKU U yueOHbIE TOCOOUs, CIIOBAPH); HHTEPHET-PECYPCHI.

4.2. llepeyeHb HEOOXO0AMMOI0 NPOTPAMMHOI0 O0eceYeHust
1. 7-zip apxuBatop; (nmureH3us Ha anri. http://www.7-zip.org/license.txt)
2. Adobe Acrobat Reader npocmorpuik  QaiinoB;,  (UIEH3USA -
https://get.adobe.com/reader/?loc=ru&promoid=KLXME)

3. Adobe Flash Player -rpadwuueckuii  penakrop; (muueH3us -
https://get.adobe.com/reader/?loc=ru&promoid=KLXME)
4. Apache OpenOffice - oucHBIA MaKerT; (srumeH3us -

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

5. MEPEYEHb OCHOBHOM U JONNOJIHUTEJIBbHON YYEFHON
JUTEPATYPBI, HEOBXOJINUMOM 1JI51 OCBOEHUS JUCHUILINHBI

5.1. OcHoBHas aUTEpPATypa

1. JlokyMeHTOBeIEHHUE : YIEOHUK W MPAKTUKYM I CPeaHEro mnpodeccHoHaabHOro obpa3oBaHwus /
JI. A. Joponuna [u ap.]; mox penakmueit JI. A. JlopoHuHo#l. — 2-e¢ u3md., nepepad. U JOIM. —
Mocksa : MzparensctBo [Opaiit, 2021.— 309 c. — (IIpodeccuonansHoe obpa3zoBaHue). —
ISBN 978-5-534-04330-3. — Texcr : anexktponHbIi // ObpazoBatenbHas miatdopma KOpaitt [caiit].
— URL: https://urait.ru/bcode/469701

2. Kysneyos, U. H. ]JloxymeHTalMOHHOE OOECIIEUYeHUE VIPABICHUS TEPCOHAIIOM : YYeOHUK U

HNPaKTHKYM Ui CpeaHero mnpodeccuonanbHoro obpasosanus / . H. Ky3nemoB. — Mocksa :
NznarensctBo FOpaiit, 2019. — 521 c. — (Ilpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-
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http://www.7-zip.org/license.txt)
http://www.openoffice.org/license.html)
https://urait.ru/bcode/469701

04451-5. — Texkcr : snekrponHbit // OOpa3oBarenbHas minatdopma IOpaiit [caiit]. — URL:
https://urait.ru/bcode/444432

5.2. JlonoiHuTE IbLHASA JTUTEPATYPa
1. JloxymeHTanmoHHoe oOecrnieueHue ynpasieHus : yueOHuk / beikoBa T.A., nmox pen., ['motosa C.A.,

KonpkoBa A.1O., Kykapuna FO.M., Ckpunko E.A. — Mocksa : KnoPyc, 2021. — 266 c. — ISBN
978-5-406-08272-0. — URL: https://book.ru/book/939282

2. BacakoB, M.U. JloxyMmeHTallMOHHOE OOECIieUCHHE YIpaBlieHHs (C OCHOBaMH apXHBOBCICHHS) :
yaebHoe nocobue / bacakoB M.. — Mocksa : KnoPyc, 2021. — 216 ¢. — ISBN 978-5-406-08564-
6. — URL.: https://book.ru/book/940170

5.3. llepuoguyeckne U3TAHUSA

1.  Ymnpasnenue npoekramu u iporpammamu.- URL: http://grebennikon.ru/journal-20.html

2. T'ymaHuWTapHbIe B cOMaIbHO—IKOHOMIYeckne Haykn.— URL:
http://elibrary.ru/title_about.asp?id=%208639

3. HemomnpomBoacteo - URL: https:/dlib.eastview.com/browse/publication/92246

4.  CnpaBouHHK crienmaiucta 1o oxpane Tpyzna URL: https://dlib.eastview.com/browse/publication/22535

5.4. IlepeueHn pecypcoB HHPOPMALMOHHO-TEJIEKOMMYHHKAIIMOHHOM ceTn « AHTEepHETY,
HEe00XO0AUMBIX /IJIsl 0CBOECHHUS U CIUTIIIMHBI

ObC «Ynusepcurerckas oudmunoreka ONLINE». — URL: www.biblioclub.ru

ObC uznarensctia «Jlanby. — URL: https://e.lanbook.com

3BC «lOpaiit». — URL: http://www.biblio-online.ru/

9BC «BOOK.ru» https://www.book.ru

3BC «ZNANIUM.COM» www.znanium.com

OnexTpoHHbIH kaTanor HayuyHoii 6ubnuotexu Kyol'y. —

URL :http://212.192.134.46/MegaPro/Catalog/Home/Index

7. DnextponHas 6ubanoreka «M3marenbekoro goma «I'pedennnkoBy» - URL:www.grebennikon.ru

8. Hayunas snextponnas 6udmuoreka (HOB) «eLibrary.rux». - URL:http://www.elibrary.ru

9. Bassl qauasix komnauuu «Mct Beroy. - URL:http://dlib.eastview.com

10. Jlexkropuym TB». - URL: http://www.lektorium.tv/

11. HarmonaneHast anektpoHHas oubimoreka «HOby. - URL:http://H306.pd/

12. KubepJlennnka: Hay4yHast aiekTpoHHass oubnmoreka. — URL: http://cyberleninka.ru/

13. EmnHOoe OKHO A0CTyIa K 00pa3oBaTeinbHBIM pecypcam : henepanbras MC cBoOOAHOTO A0OCTYyTIA.
— URL.: http://window.edu.ru.

14. CnpaBouno-npaBoBas cuctema «Koncymnprant [Tiroc» - URL http://www.consultant.ru

o 0k wdE
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https://urait.ru/bcode/444432
https://book.ru/book/939282
https://book.ru/book/940170
http://grebennikon.ru/journal-20.html
http://elibrary.ru/title_about.asp?id=%208639
https://dlib.eastview.com/browse/publication/92246
https://dlib.eastview.com/browse/publication/22535
https://clck.yandex.ru/redir/nWO_r1F33ck?data=NnBZTWRhdFZKOHQxUjhzSWFYVGhXZnRpMTNuWE9GTlpqMUlILUNsOXlkUGtEQkctMEE3Y0hfbjlTcmRUbnZobERKYUFNXzgtNUtlamhsbXZHQjF1VjF0Z3RxenA3Sk1sZ3NEdUNiczQ1TFk&b64e=2&sign=a7a1e881e7543d702d6f72a71ac77e86&keyno=17
https://clck.yandex.ru/redir/nWO_r1F33ck?data=NnBZTWRhdFZKOHQxUjhzSWFYVGhXZnRpMTNuWE9GTlpCeU9LMFpPYXhhNUdUQVN5NzdtRmNPR0VaX25DSnRER3hsWVYtVFhjMjlMdE10YVdXa3h0UHVnXzA5TmdfWXNMalEwOU5JUnNlWEJIRUJDbDhocWJQQQ&b64e=2&sign=6f0cb1ba3d71fb799ffa05ae0acc38c3&keyno=17
http://www.book.ru/
http://znanium.com/catalog.php
http://212.192.134.46/MegaPro/Catalog/Home/Index
file:///C:/Users/sokolova.l/Desktop/БИБЛИОТЕКА/Списки%20литературы%20для%20преподавателей%20%20%20Ред.%20на%20(01.10.2019)/www.grebennikon.ru
http://www.elibrary.ru/
http://dlib.eastview.com/
http://www.lektorium.tv/
http://нэб.рф/
https://clck.yandex.ru/redir/nWO_r1F33ck?data=NnBZTWRhdFZKOHQxUjhzSWFYVGhXUlFPaDNlTmdYUWd5amo4ckUtd0F5Tkh0d3M4LUdMb1gzLXlJUGZNNElzcVdlU1E5d19ZVUVzd0RSWHBobllhSl9DWW5pQ1JNY2pCTDg5OUloVzllSzQ&b64e=2&sign=4faef68e5be974a3f521d379d62ece86&keyno=17

6. METOANYECKHUE YKA3AHUS JIJISI OBYUYAIOIINXCS IO OCBOEHUIO
TV CHMUILTAHBI

MeTtonuka u3ydeHus TUCHUIUIMHBI OCHOBAHA HA COYETAHHHM TEOPETHUYECKOTrO U
NPAaKTUYECKOro OOyYeHHS C HCMHOJIb30BAaHUEM pa3NUYHBIX (OpPM  3aKperuieHUs
M3YYEHHOIO0 MaTepuaia: pelleHue 3aJad, TECTUPOBAHHUE, MPOBEIACHUE KOJJIOKBUYMOB,
MOJIFOTOBKA U 3allluTa pedepaToB, yyacTHUE B HAYUHBIX KOHPEPEHLIUIX U JIP.

OCHOBHBIMHU BUaAaMU aYI[HTOpHOﬁ pa6OTBI CTYACHTOB SBJIAIOTCSA JICKIUH H
IMPAKTUYICCKUC 3aHATHA.

B xone mexknmii mperogaBarenb M3JIaraeT W pa3bACHSAET OCHOBHBIC, HANOOJIEE CIIOKHBIC
TIOHSITHUS TEMBI, & TAK)KE CBA3aHHBIC C HEH TCOPETUUYCCKUE U MPAKTUICCKUE TPOOIEMBI, JaeT
PEKOMEHAINH Ha MPAKTUIECKOE 3aHATHE U YKa3aHUS Ha CAMOCTOSITETFHYIO padoTy.

IIpakTHyeckune 3aHATHS 3aBEPIIAIOT U3YUYCHUE HaHOOJIEe BAKHBIX TeM y4eOHOM
TUucUIUIMHbL. OHU CITy’KaT 7S 3aKPEIUICHUs U3YYeHHOT'O MaTepuaia, pa3BUTUS YMEHHUMA
U HaBBIKOB TIOJTOTOBKH JIOKJIAJIOB, COOOINCHUH, TPHOOPETCHHSI OIBITA YCTHBIX
MyOIMYHBIX BBHICTYIICHHUN, BECHUS JUCKYCCUH, apTYMEHTAIIUH U 3aIUTHl BBIIBUTAEMbIX
MOJIOKEHUH, a TarkKe IS KOHTPOJIA TPENoJaBaTelieM CTENCHH IOArOTOBICHHOCTH
CTYZCHTOB TI0 U3y4aeMOU TUCITUILTUHE.

Cemunap npeanonaraeT cBOOOIHBINI OOMEH MHEHHUSIMU O U30paHHOIN TeMaTHKeE.
OH HaumHaeTcs CO BCTYMUTEIBHOIO CJIOBa IMpemnojaBaTelns, (GOPMYIUPYIOLIET0 TeMYy
3aHATUS W XapaKTEPU3YIOLIETO €ro OCHOBHYIO NpoOjemMaTuky. 3areM, Kak MpaBuio,
3aCyIIMBAIOTCS COOOIIeHUsT CTyAeHTOB. OOCykJeHHE COOOIIEHUS COBMEIIAETCS C
paccMOTpEeHHEM HaMEYeHHBIX BOMpocoB. CoOOMIeHUs, TPEANoNaralIue aHajan3
MyONMUKaMiA 0 OTACIBHBIM BOMPOCAM CEMHUHApA, 3aCIIyIINBAIOTCS OOBIYHO B CEpeIUHE
3aHaTus. [loompsieTcss BBIIBIKEHHE M OOCYKICHHWE albTEpHATHUBHBIX MHEHHHA. B
3aKJIFOYUTEIIFHOM CJIOBE MPEMNOJIaBaTeNb MOJABOJUT UTOTH OOCYXKICHHUS M OOBSBIAET
OLIGHKM BBICTYINABIIMM CTyJeHTaM. Ha ceMuHapCKHUX 3aHATHSX PpeIIaloTCs 3aJaydl 10
o0CyXaaeMbIM TeMaM. B 1ensax KOHTpoJIsl HOArOTOBJICHHOCTH CTY/ACHTOB M MPUBUTHS UM
HaBBIKOB KPATKOTO MHCbMEHHOTO H3JI0KEHUS CBOMX MBICIEH NperojaBaresb B XOJe
MPAKTHYECKUX 3aHATHH MOXET OCYIIECTBIATh TEKYIIMA KOHTPOJb 3HAHWA B BHJC
TECTOBBIX 3aIaHUH.

KayectBo yueOHOII pabOTBI CTYACHTOB MPEMOAABATENh OICHHUBACT B KOHIIC
MIPAKTHYECKUX 3aHSATHH, BBICTABIISIS B pa00YHiA )KypHA TEKyIue OlleHKH. CTyIeHT UMeeT
MIPaBO O3HAKOMUTHCS C HUMHU.

YrayOneHHOMY H3y4YeHHIO MaTepuajia MO OTIACNBbHBIM pa3zieiiaM JUCIHILTHHBI
CHOCOOCTBYET MOATOTOBKA CTYACHTAaMU AOKJIAaA0B. J[oKimam — 3TO camMoCTOSITeTbHas
pabora, aHanmm3upyomas ©u o0oOmaromas mTyOoIuKaluu 10 3aJlaHHOM TeMaTHKe,
npejrnoiaraonas BbIPa0OTKY W O0OOCHOBaHHWE COOCTBEHHOW TMO3WIIMM aBTOpa B
OTHOIIEHUHM paccMaTpUBaeMbIX BompocoB. IloaroroBka mokmaga — JIOCTaTOYHO
KPOTIOTIUBBIA TpyA. Ero HamucaHWio MpeAmecTBYeT H3Y4YCHHE MIMPOKOrO Kpyra
NPaBOBBIX MEPBOMCTOYHHKOB, MOHOTpaduii, cTtareld, 0000IICHHE JTUYHBIX HAOIIOICHUH.
PabGora ©Hanm nmokmamoM CHocOOCTBYET pPa3BUTHIO CaMOCTOATEIHHOTO, TBOPUYECKOTO
MBIIIUICHUS, YIUT TPUMEHSIThH MPABOBBIC 3HAHUS HA MPAKTHKE MMPH aHAIM3E aKTYyaJbHBIX
COLMANBHBIX W TPaBOBBIX Ipobiem. Pexomenmyemoe Bpemsi moxmama- 10-12 munyT.
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HereMeHHBIM YCIIOBUECM 3aKPCIUICHUA TCOPCTHYCCKUX U IPAKTHUUCCKUX 3HAHUU
CTYACHTOB ABJISICTCA BBIITOJIHCHUC UMW TOMAIIHUX 3aJaHUM.

OOydeHue CTyIEHTOB OCYILIECTBIIAETCS MO TPAAULIMOHHOM TEXHOJOTHU (JIEKIHH,
MIPAKTUKH) C BKIIFOUEHUEM MHHOBAIIMOHHBIX 3JIEMEHTOB.

C TOUYKM 3pEHMsI HCIOJb3YEMBIX METOJOB JEKLIUHU MOAPA3JAEISIOTCS CIEIYIOLUIM
o0pa3oM: nHGOPMAIMOHHO-00BSICHUTEIbHAS JIEKLUs, TIOBECTBOBATENbHAs, JIEKIUA-0Oecea,
npoOaeMHas JeKIUs U T. .

VYcTHOE M30)KeHne y4eOHOro mMarepuana Ha JIEKIHUH JI0JKHO KOHCIIEKTHPOBATHCS.
Crnymare JIEKIMIO HY)KHO yMETh — IOJJEPKUBATh CBOE BHUMAaHHE, MOHATH U 3alIOMHHUTH
YCIIBIIIAHHOE, YJIOBUTH Iay3bl. B mporecce M3JI0KEHUs PENnoaaBaTesieM JIEKIIMA CTYIAEHT
JIOJDKEH BBISICHUTH BCE HEMOHSATHBIE BOMPOCHI. 3alMCBIBATH COJEP/KAHUE JIEKUUU HYKHO
00s13aTeNIbHO — 3allCH MIOMOTAIOT MOJAEPKUBATh BHUMAHUE, CIOCOOCTBYIOT TOHUMAHUIO U
3aIIOMUHAHUIO YCIBIIIAHHOTO, IPUBOIUT 3HAHUE B CUCTEMY, CIIyXKaT OIOPOM IS Iepexoaa
K 0OoJjiee rIyOOKOMY CaMOCTOSITEIbHOMY M3yUYCHHIO NPEIMETA.

MeTtoauyeckue peKOMEHIaluy 0 KOHCIIEKTUPOBAHUIO JIEKIUI:

— 3alMCh JIOJKHA OBITh CHCTEMHOM, MPEJCTaBiATh COOOM COKpaluIEHHBIM BapuUaHT
nekuuu npenojaasarens. Heo6xoaumo ciymarts, 001yMbIBaTh U 3alIMChIBATh OJJHOBPEMEHHO;

— 3amuch BeAETcs OYeHb OBICTPO, YETKO, IO BO3MOXHOCTH KOPOTKHUMHU
BBIPAKEHUSIMU;

— HE IpeKpallas ClylaTh MpernojaBaTesi, Hy’)KHO 3alUChIBaTh TO, YTO HEOOXOAMUMO
ycBoUTh. Henb3s 3anuceIBaTh cpa3y K€ BBICKA3aHHYIO MBICIIb MPENOAABATENs, CIEAYyeT €&
MOHATH U IIOCJIE 3TOTO KPaTKO 3alucaTrb CBOMMH CIIOBAMHU WJIH CJIOBAMH IIPETNOJABATEINS.
BaxxHo, uTOOBI B HEll He ObLT MOTEPSIH OCHOBHOM CMBICI CKa3aHHOTO;

—MMEHA, J1aThl, Ha3BaHUs, BBIBObI, ONIPEACIECHNUS 3alIUChIBAIOTCS TOUHO;

—clleflyeT OoOpaTUTh BHUMaHHE Ha odopmieHHe 3amucu JeKiuu. Jlig Kaxaoro
npeaMeTa 3aBoAuTCs o0mmas TeTpaab. OTINYHBIM OT OCTAJIBHOIO IBETa CIEAYET BBIACIATD
OTJeNbHBIE MBICIM UM 3aroJOBKH, COKpallaThb OTAENIbHbIE CJIOBA M MPEIJIOKEHHUS,
WCIIOJIb30BAaTh YCIIOBHbIE 3HAKH, OYKBBI JIATUHCKOTO W TPEYECKOro ai(aBUTOB, a TAKXKE
HEKOTOPbIE MPUEMBI CTEHOTPA(pUUECKOI0 COKpAIIIEHUS CIIOB.

[Ipaktuyeckue 3anatug no aucuumiauHe OI1.06 JlokyMeHTanmoHHOE oOecrieueHue
YIPaBIIEHUS POBOJATCA B OCHOBHOM I10 CXEME:

-YCTHBI ONpPOC MO TEOpUHM B Havajne 3aHiATUA (0OCYXIEHHE TEOpPETHUECKUX
MPOOJIEMHBIX BOIIPOCOB IO TEME);

-paboTa B rpynnax Mo pa3penieHuIo pa3inyHbIX CUTYallui 0 TeMe 3aHSTHS;

-pelleHre NPaKTUYECKUX 3a/1a4 MHIMBH1yaJIbHO;

-110/IBEJICHUE UTOTOB 3aHATHS (WK pedeKrcusi);

-UHIMBHUyaJIbHbIE 3aJaHus I TOATOTOBKM K CIEAYIOIIUM IMPAKTUYECKUM
3aHIATHSIM.

Lenp mpakTUYECKOTo 3aHIATHS - HAYYUTb CTYAEHTOB IPUMEHSITh TEOPETUUECKUE
3HAHMS TIPU PEIICHUU MPAKTUYECKUX 3a/1ay Ha OCHOBE peabHbBIX JaHHbIX.

Ha npaktuueckux 3aHATUSAX NPeo0IaAAI0T CASAYIONINE METOIBI:

- BepOasibHBIC (MPe0OIaTAOIIUM METOIOM JOJIKHO OBITH OOBSICHEHUE);

- IpaKkTUyeckre (MMChbMEHHbIE 3/ITaHusl, TPYNIIOBbIE 3aJaHUS U T. I1.).

BaxxHbIM JUIs1 CTYZIeHTa SIBJIIETCS YMEHUE pallMOHAIBHO NOA0MpaTh HEOOXOAUMYIO
yaeOHyto mureparypy. OCHOBHBIMU JINTEPATYPHBIMA UCTOYHUKAMH SIBIISIOTCS:

— oubmmoreunsie GoHAb! hrnrana KybaHCKOro rocy1apcTBEHHOTO YHUBEPCHUTETA;

— JIEKTPOHHAst OMOTMOTEUHAs CUCTEMA « Y HUBEPCUTETCKasi ONOIMoTeKa OH-TIailH»;

— 3IIeKTpoHHAs Oubnuoredynas cucrema MznarenscTa «JlaHby.

ITouck KHUT B OMOIHOTEKE HGO6XOZ[I/IMO HAaYMHATh C U3YUYCHU NPCAMCTHOI'O KaTaJora
H CO34aHus CIIMCKa KHMUT, HOCO6HI>1, MCTOANYCCKHUX MATCPHUATIOB IIO TCMC U3YUCHUAI.
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[IpocMOTp KHHUIM HA4MHAETCSl ¢ TUTYJIBHOI'O JIMCTA, CIEIYIOIIEro MOCie OOJI0XKKH.
Ha HéM 00bIYHO MOMEIaTCsl BCE OCHOBHBIE JAHHBIE, XapaKTepU3YIOLIMe KHUTY: Ha3BaHUE,
aBTOp, BBIXOJHBIC JAHHBIEC, TaHHBIE O Nepeu3gaHuu u T.1. Ha 06opoTe TUTYJIBHOTO JUCTa
MAETCS aHHOTALMsI, B KOTOPOM YKa3bIBAE€TCsl TEMATHKa BOIIPOCOB, OCBEHIEHHBIX B KHHTIE,
onpezensercs Kpyr 4uTaresed, Ha KOTOpbIi OHa paccuuTaHa. boipnioe 3HaYyeHUE MMEET
IIPEAUCIIOBUE KHUTH, KOTOPOE 3HAKOMUT YUTATEIIS C IMYHOCTBIO aBTOPA, UCTOPUEHN CO31aHUS
KHHUTH, PaCKpBIBAET COJEPKaHUE.

[IpountaB mnpeauciIoBHE M NOJYYUB OOIIEe MPEICTaBIEHUE O KHUTE, CIeAyeT
o0patuThCs K ornaBieHuto. OryiaBieHHe KHUTYU 3HAKOMUT 00y4aeMoro C CoJepXaHUeM U
JIOTUYECKOM CTPYKTYpPOI KHUTH, TO3BOJISIET BBIOPATH HYKHBII MaTepHall Ajil u3ydyeHus.l on
W3/1aHUs KHUTH [T03BOJISIET CYAUTh O HOBU3HE MaTepuaina. B kHure Moryt ObITh IpUMEYaHus,
KOTOpBIE COJEP>KAT PA3JIMYHBIE JONOJHUTENBHbIE CcBeleHus. OHU IeyaTaroTCs BHE
OCHOBHOT'O TEKCTa M pa3bsICHSIIOT OTHEIbHBbIE Bompochl. I[IpenmerHbie u andaBUTHBIE
yKa3aTesu 3HaYUTEJIbHO 00JIeryaioT NOBTOPEHUE U3JI0KEHHOTO B KHUTE MaTepHraiia. B koHie
KHUTH MOXET pacIoJiaratbCsi BCIOMoOraTelbHbIM Marepuan. K HeMy OOBIYHO OTHOCATCS
MHCTPYKLIHH, IPUIIOKEHHNS, CXEMBI, CUTYallMOHHBIE 3a/1a4H, BOIIPOCHI JJII CAMOKOHTPOJIA U
T.J.

JUig myduiero mpescTaBiIeHUS W 3allOMUHAHUS MaTepHalia LelecooOpa3HO BECTU
3aIIMCU Y KOHCIIEKTHI PAa3JIMYHOrO COAEPKaHUs, & IMEHHO:

— IIOMETKH, 3aMEYaHus, BBIJCIICHUE [JIaBHOIO;

— IUIaH, TE3UCHI, BEITUCKH, LIUTATHI;

— KOHCIIEKT, paboyast 3anuch, pedepar, J0KIal, JEKIU U T.1.

YuraTh y4eOHMK HEOOXOJMMO BIYMUYHBO, BHUMATEJIbHO, HE MPOIYyCKas TEKCTa,
CTapasch MOHATh KXY ¢pa3y, OAHOBPEMEHHO pa3Oupasi mpUMeEpbl, CXEMbl, TaOJIHIIbI,
PUCYHKH, PUBEJIEHHBIE B yUEOHUKE.

OnHUM M3 BaOKHEHIINX CPEICTB, CHOCOOCTBYIOIIMX 3aKPEIICHUIO 3HAHUH, SBIISETCS
KpaTKasl 3alliCh NMPOYUTAHHOTO MaTepuana — COCTaBJI€HUE KOHCIEKTa. KOHCIEeKT — 3To
KpaTKO€ CBSI3HOE M3JIOKEHHUE COJEp)KaHUs TeMbl, Y4YeOHMKAa WM €ro 4actu, 0Oe3
mopoOHOCTEN M BTOpOCTENEHHBIX AeTaneld. [1o cBoelt CTpyKType W MOCie0BaTEIIbHOCTH
KOHCIEKT JIOJXKEH COOTBETCTBOBATH IUIaHy ydeOHHKa. [103TOMy BajkHO CHayana COCTaBUTh
TUJIaH, a MOTOM MUCaTh KOHCIEKT B BUJI€ OTBETA HA BONPOCHI M1aHa. Ecnu yueOHUK pa3aenéx
Ha HeOOJbIINE 03arjIaBJICHHbIE YacTH, TO 3arOJIOBKM MOXKHO paccMaTpUBaTh Kak MYyHKTHI
IJIaHA, @ U3 TEKCTAa KayKJI0M 4aCTH CIIEyeT 3allUCaTh T€ MBICIIH, KOTOPBIE PACKPBIBAIOT CMBICI
3aroJIoBKa.

TpeOGoBaHUs K KOHCIIEKTY:

— KpaTKOCTh, CKATOCTb, 11€JIeCO00Pa3HOCTh KaXK/10TO 3aIIUChIBAEMOT0 CJIOBA;

— COAEPXATEeIbHOCTh 3alUCH - 3alMChIBAEMbIE MBICIH ClelyeT (HOpMyIUpOBaThH
KpaTKo, HO 0e3 yiiep6a /i1s cmbiciaa. O0BEM KOHCIIEKTa, KaK MPaBUII0, MEHbIIIE U3y4aeMOro
TekcTa B 7-15 pas;

—KOHCIIEKT MOXET OBITh KaK IMPOCTBIM, TaK M CIOXHBIM IO CTPYKTYpPE — 3TO 3aBUCUT
OT COJEP>KAHUS KHUTH U LIeJIA €€ U3YUYCHHUS.

Meroanueckue peKOMEHJAUU 10 KOHCIIEKTUPOBAHMIO:

— TOpeXJe YeM HayaTb COCTABIISITH KOHCIIEKT, HYXHO O3HAaKOMUTHCS C KHUIOM,
IIPOYMUTATh €€ CHayasla 10 KOHLA, IOHATh IPOYUTAHHOE;

— Ha OOJIOXkKKE TeTpaau 3allMChIBAIOTCS Ha3BaHUE KOHCHEKTUPYEMOW KHUTH U MM
aBTOpA, COCTABIIAETCS IIJIaH KOHCIIEKTUPYEMOTI'O TECTA;

— 3amucH Jydlle JejaTh TMPU TMPOYTCHHH HE OJHOTO-JABYX ab3aleB, a IIeJIoro
naparpada Wiu riaBbl;

— KOHCIIEKTUPOBaHUE BEAETCS HE C METBI0 UMETh OTPEICIICHHBIN 3aMuCH, a I Oosee
MIOJTHOTO OBJIQJICHUSI COJICPKAHUEM HM3y4aeMOI'o TEKCTa, MO3TOMY B 3alUCAX OTMEYAETCS U
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BBIJICJISIETCS. BCE TO HOBOE, MHTEPECHOE M HY)KHOE, YTO OCOOCHHO MPUBJICKIIO BHUMAHHUE;

— TMOCIIe TOTO, Kak ClejaHa 3amuch CoJepXKaHWs maparpada, IJaBbl, CIEIyeT
nepeunTaTh €€, 3aTeM CHOBa O0OpamatrhCcsl K TEKCTy W HMPOBEPUTH CeOsl, MPaBUIBHO JIU
M3JI0KEHO COJIEpIKAHHE.

TexHuKa KOHCIIEKTUPOBAHUS:

— KOHCIIEKTUPYS KHUTY O0JIbIIOro 00bhEMa, 3aluch CIIeAYeT BECTH B 00IIEH TeTpau;

— Ha KaXJIOW CTpaHUIIC CJIEBa OCTABISAIOT IMOJISA IMUPHHON 25-30 MM mis 3amucu
KOPOTKHX T0/I3aT0JIOBKOB, KPATKUX 3aMEYaHHM, BOIIPOCOB;

— KaXK1asi CTaHUIIA TETPAd HYMEPYeTCs;

— JUTSL TIOBBITIICHHSI YMTAEMOCTH 3aIllUCH OCTABJISIIOT WHTEPBAIBI MEXIY CTPOKAMH,
a03aramMu, HOBYIO MBICJTh HAUMHAIOT C «KPACHOW» CTPOKH;

— TpHU KOHCICKTHUPOBAHUHM INHUPOKO WCIOJIB3YIOT pa3UYHbIC COKpAIlCHUS |
YCIIOBHBIC 3HAaKW, HO HE B YyIIepO CMBICITY 3allMCAaHHOTO. PeKoMeHIyeTcs MPUMEHSTh
o0IIeynoTpeOUTENbHBIE COKpAIICHUs, Hampumep: M.0. — MOXeT ObITh; TOC. —
rOCYJapCTBEHHBIN; 1.0. — TOHKHO OBITh U T.JI.

— HE CJIeIyeT COKpaIlaTh MMCHA U Ha3BaHMsI, KPOME OYCHb YaCTO MTOBTOPSIOIIUXCS;

— B KOHCIICKTE HE JOJKHO OBITh MEXaHHUYECKOTO IePEIUCHIBAHHUS TEKCTa 0e3
MIPOTYMBIBAHUS €TO COJCPIKAHUS U CMBICIIOBOTO aHAIIN3A.

Jlns Hammcanusi pedepara HEOOXOAMMO BBIOpaTh TEeMy, COTJacoBaTh €€ C
mperoaBaTeieM, IoA00paTh HECKOJbKO HWCTOYHUKOB I10 TEME, BBITOJHUTH aHAJHN3
HUCTOYHUKOB II0 PEIICHHUIO TPOOJIEMBbI, 00OOCHOBAaTH CBOIO TOYKY 3pPCHHS Ha pEIICHUE
poOIEeMBI.

7.OHEHOYHBIE CPEACTBA IJI51 KOHTPOJIA YCIIEBAEMOCTHU
7.1. llacnopT ¢oHIa OLIEHOYHBIX CPEJICTB

Ko xonTponupyemoit
No HanmeHoBaHue o1ieHOYHOTO
KoHTposipyeMbie TeMbl AUCIIUTLTHHBI KOMIIETCHITHA
/1 cpencTaa
(mn ee yacTH)
JokymMeHTalMOHHOE o0ecrieyeHue yIpaBJaeHus: OK 11;TIK 1.1
1 NOHSATHE, COAeP/KAHHE H ITANbI PA3BUTHS TIK 2.6; TIK 2.7; TIK 4.2 Hoxnaz, Tect
2 Oopeiiie OPJL OK 1L TIK 1.1 ITpaktudeckas pabota, TeCT
' MK 2.6; [IK 2.7; TIK 4.2 | P pabotd,
JlokyMeHTO0OOpOT
3 OK 11;TIK 1.1 " 6
. TIK 2.6; TIK 2.7: TIK 4.2 pakTHyeckas pabora, TeCT
4 X OK1L K 1.1 ITpaktudeckas pabota, TeCT
. paHeHUe JOKYMEHTOB 1K 2.6: TIK 2.7: TIK 4.2 p p ,
Oco0eHHocTH padoTHI ¢ 00palleHUSIMH IPAKIAH OK 11;I1IK 1.1
S U KOH(QUIEHIHATbHBIMH JOKYMEHTAMHU TIK 2.6; TIK 2.7; TIK 4.2 IIpaxTirseckas pabota, Tect

7.2. Kputepum oueHKH 3HAHUIA
KoHTponas u oleHKa pe3ylbTaToB OCBOCHHUS AUCIHMIUIMHBI OCYIIECTBIISAETCS
MperoiaBaTesieM B MpOoIecce MPOBEACHHS MPAKTUYECKUX 3aHATHMA, TabopaTOpHBIX padoT,

TECTUPOBAHUS, a  TaKKe  BbBIOJHEHUS OOy4YarlIKUMUCI  WHJUBUYAIbHBIX
CaMOCTOSTEJIbHBIX 3aJJaHUH.

Jokaan (coodmenue). IIpoaykT HaydHO-MCCIIEOBATENbCKOW  JESATEIBHOCTH
CTYyJI€HTa, IPEJICTABISIOMINNA CO00M KpaTKOe M3JI0KEHHE B MMCbMEHHOM BHUJE MOJYYEHHBIX
pe3yJabTaTOB  TEOPETUUYECKOTO aHajamn3a ompeIeICHHON HAy4YHOU (yuebHo-
HCCIIeIOBATENHCKOM ) TEMBI, TJI€ aBTOP PACKPHIBAET CYTh HCCIEAYyEeMOM MPOOIEMBbI, TIPUBOTUT
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pa3nuYHbIe TOYKU 3PEHHs, a Takke cOOCTBEHHbIE B3IUIANbI Ha Hee. Jlokiaz (coolrieHue)
OLICHMBAETCSI MO KOJIMYECTBY OOpaOOTaHHBIX MCTOYHUKOB, IIIyOMHE aHamu3a MpoOJieMbl,
KauecTBE 0OOCHOBAHUS AaBTOPCKOM MO3UIIUHU, TIIYOUHE PACKPBITUSI TEMBI.

Tect. Cuctema cTaHAapTU3UPOBAHHBIX 3aJaHUMN, MTO3BOJISIONIAsT ABTOMAaTU3UPOBATh
npoleaypy U3MEpPEHUsi YpOBHsS 3HaHUM U yMeHMI oOydaromierocsi. TecT oneHuBaeTcs 1Mo
KOJIMYECTBY MPaBUIBHBIX OTBETOB (He MeHee 50%).

KpuTtepun ouneHku 3HaHUII CTYJ€HTOB B L[€JIOM [0 JUCIUIJINHE:

«OTJMYHO» -  BBICTaBJISIETCA  CTYJIEHTY, IIOKa3aBIIEMY  BCECTOPOHHUE,
CUCTEeMaTH3UPOBAHHbIE, TIIyOOKHE 3HAHUS Y4eOHON MpOrpaMMbl TUCHUIUIMHBI U YMEHUE
YBEPEHHO MPUMEHSATh UX HA MPAKTHKE MPH PEIICHWH KOHKPETHBIX 3a]ady, CBOOOJHOE U
MpaBUIIbHOE 0OO0CHOBAHHUE MIPUHSATHIX PEIICHUN’;

«XOPOII0)» - BHICTABJISIETCS CTYICHTY, €CJI OH TBEPAO 3HAET MaTepual, TPaMOTHO U
MO CYIIECTBY HW3JIAaraeT ero, yMmMeeT MPUMEHATH MOJy4YeHHBbIE 3HAHUS Ha MPAKTHKE, HO
JOTMYCKAaEeT B OTBETE WU B PEIICHUU 3a/1ad HEKOTOPhIE HETOUYHOCTH;

«yJ0OBJIETBOPUTEJIbHO» - BBHICTABIISACTCS CTYACHTY, MTOKa3aBieMy (parMeHTapHbINH,
pa3pO3HEHHBIM XapaKTep 3HAHWM, HEIOCTATOYHO MpaBWIbHbIE (HOPMYIUPOBKH 0Oa30BBIX
MOHATHM, HAPYIICHUS JIOTUYECKON MOCIEOBATEIbHOCTH B H3JIOKEHHH MPOTPAMMHOTO
Marepuaiga, HO TPU STOM OH BIAJEET OCHOBHBIMU pasjeliaMH y4eOHOW MpPOTrpaMMBbl,
HEO0OXOIMMBIMU TSI AAJIbHEUIIETO 00YYSHHS U MOXET MPUMEHSITh MOJIYYeHHbIE 3HAHUSI IO
o0pa3ily B CTaHJIapTHOW CUTYyaIluy;

«HEY/J0BJIEeTBOPUTEJIbHO» - BBICTABISCTCS CTY/CHTY, KOTOPBIA HE 3HAET OOJbIIEH
YaCTH OCHOBHOTO COJIEpXKaHUS Y4E€OHOW MpOrpaMMmbl AUCIUIUIMHBI, JOMYCKaeT rpyObie
OomMOKH B (OPMYITHPOBKAX OCHOBHBIX MOHITHI MUCHUIUIUHBI U HE YMEET HCIOJIb30BaTh
MOJIyYEHHbIE 3HaHUS IPU PEILICHUH TUIOBBIX MPAKTUUECKUX 3a]1a4.

7.3. OneHOYHBIE CPeACTBA JJIA POBeeHNS TeKyllell aTTecTaluu
Texymuii KOHTPOJIb MOKET IPOBOAUTHCS B (hopme:
-(ppoHTANBHBIN OIPOC;
-UHIUBUAYaTbHBIN YCTHBIA OMPOC;
-IIUCbMEHHBIA KOHTPOJIb;
-TECTUPOBAHHUE 10 TEOPETUUECKOMY MaTepHaly;
-pakTUyeckas pabora;
-3al[MTa BHITIOJIHEHHOTO 3aJaHus;
-pa3paboTka mpobieMbl Kypca (JI0KIam).

TIpumepnr
dopma Bnagenus JInunble KayecTBa p p
3HaHus VYMmenus OILIEHOYHBIX
aTTecTaluu (HaBBIKN) CTyJIeHTa
CPEnCTB
YcrHbli Kontpons 3nanmit OrneHka yMeHuUs Ornenka HaBeIkOB | OreHKa KontponbHbie
(MUCHMEHHBIN) | TIO OTpeNeICHHBIM pasnuyath paboTsI ¢ CITOCOOHOCTH BOIIPOCHI 11O
oTpocC mo | mpoGiemMam KOHKpETHBIE y4eOHOH, OTICPaTUBHO U TeMaM
TeMaM TIOHSITHSI METOIUYECKON U KauyeCTBEHHO MpUJIAraroTCst
Hay4YHOM OTBEYaTh Ha
MTOCTaBJICHHBIE
JIMTEepaTypoun BOIIPOCHI
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Joxnan KoHTponb 3HaHWi OrneHka yMeHHUs O11eHKa HAaBLIKOB Orenka TeMmsl
(coobmienue) 0 OTpeeICHHBIM pasnuyath paboTsI ¢ CITOCOOHOCTH K JTOKJIAJIOB
mpobiemMam KOHKpPETHBIE yaeOHOH, Hay4IHO- TIpHUJIararoTCs
HOHATHSA METOIANYECKOH M | MCCIIeTOBATEIBCKO
Hay4HOU W AesTeIbHOCTH
JUTEPATYPOi U aHaJn3y
yueOHOIA,
METOIUYECKOU U
Hay4HOU
JUTEPATYPHI
Ipaxtraeckne | Kontpomns 3HaHUS OreHKa yMEHHSA Ornenka HaBBIKOB | OrmeHKa Tewmsl pabot
paboThI TEOPETHICCKUX paboTarts ¢ paboTsl ¢ yueOHO- | crocoOHOCTH TIpHUJIararoTCs
OCHOB COBPEMEHHOM METOINYECKON OIEPAaTUBHO U
JOKYMEHTaMOHHOT | KOMITBIOTEPHOI JUTEPATYpOH B KaueCTBEHHO
0 obecredeHus TEXHUKOH MPU chepe peaThb
YyIipaBJICHUA, peuicHun JOKYMECHTalMOHH IIOCTaBJICHHBIC Ha
BO3MOXKHOCTEH U MPaKTHYECKUX oro obecreyeHus! | MPaKkTHYECKUX
NIPUHLIAIIOB 3a7a4 YIIpaBICHUS paborax 3agauu U
HCIIOJIb30BaHUA JOKYMCHTAIIMOHH ApTyMEHTHUPOBATH
COBPEMECHHBIX oro O6CCHCLICHI/IH PE3YyJIbTAThI
HHO)OPMALMOHHBIX | YHpaBJICHHS
TEXHOJIOTU I
TectupoBanne | Konrponp 3HaHmit | OleHKa yMeHHS Ouenka HaBblkOB | OrneHka Bompockr
10 ONpENCNCHHBIM | pas3yinyath JIOTHYECKOTO CIIOCOOHOCTH NPUIIAraloTCs
npobiemam KOHKDPETHBIC aHaIM3a u OIEPaTHUBHO U
HOHATHS CHHTe3a IIpU Ka4eCTBEHHO
COIOCTaBIEHUN OTBEYaTh HA
KOHKPETHBIX IIOCTaBJICHHBIC
HNOHSTHH BOIIPOCHI
IIpumepHBbIil nepeYeHb TeM J0KJIAI0B (COO0EeHH ) 11 TeKy1ei
arrecTamym:
1. BausiHue HayKH U TEXHUKHU Ha Pa3BUTHE JOKYMEHTOOOOpOTa B OPTaHHU3AIUU
2. CoBpeMeHHbIE CIIOCOOBI JOKYMEHTUPOBAHUS
3. 3nHavyeHne yHUDUKAINKA U CTAaHAAPTU3AINH JOKYMEHTOB
4. TlonsTHe YHU(PHUIUPOBAHHBIX (OPM TOKYMEHTOB
5. CoBpeMeHHbIe TpeOoBaHUS K OPOPMIICHUIO JOKYMEHTOB
6. PexBu3uTHI 1 O1aHKU
7. ®opmymsp — obpaszerr OP/I.
8. XapaKTepI/ICTI/IKa 1 COCTaB paCropAAUTCIbHBIX JOKYMCHTOB, BXOJAIIUX B

YCOP/[
9. I'ocynapctBenHas cucrema JJOY
10. OcoOeHHOCTH 3aBepeHHs KO HOTapuadbHBIMA KOHTOpaMH

11. [Moapaznenenus ciyx0b1 JJOY u ux B3aumoieiicTeue

12. Opranuzarmonusie popmsl JJOY
13. OcoO6eHHOCTH OTIIPaBKU JOKYMEHTOB C TIOMOIIbIO TEXHUYECKUX CPEJICTB.

14. Opranuzaius paboThl C HCXOAITUMU JOKYMEHTAMH
15. OcobeHHOCTH PabOTHI C BXOIAIIUMH TOKYMEHTaMHU

16. Opranuzarus paboThl C BHYTPEHHEH JOKYMEHTAIIMEH OpTraHu3aIiu

HpI/lMepHLIe TECTOBBIC 3aJaHUA 1JIA TeKymeﬁ arTrecCralnmuu:

1. HOMCHKJIaTypa AEJ COCTABJMAECTCH B KOJIMYECTBE ... IK3EMILJISIPOB.
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1) 2

2) 3

3) 4

4) 5

2. PaGoTHHKM, OCylIeCTBJSIIONINE NMpPeIBAPUTEIbHOE PAacCMOTPeHHe J0KYMEHTOB,
MOJIY4Yal0T J0CTYII

1) ko Bceii nH(pOPMAIHH, TOCTYNAOICH B OPraHU3AINI0

2) MCKITIOYUTENIFHO K KOH(UICHIIMATHHON HH(POPMALINY, TOCTYIIAIOIICH B OPTaHU3AIHIO

3) x JoroBopam

4) TONBKO K TMHChMaM O(MDHUIUATBFHOTO W JIMYHOTO XapakTepa, MOCTYMAIOMIUM B
OpraHHU3aIHI0

3. B opranu3anusix npueM M MepBOHAYAIBHYI0 00padOTKY MOCTYNAKIIMX JOKYMEHTOB
MOIYT OCYIIECTBJIATD:

1) skcmenuuus, WHCIEKTOP IO MPUEMY M OTIIPaBKe JOKYMEHTOB, CEKpETaph PyKOBOIUTEIIS
2) 3aMECTHUTEIb PYKOBOIUTEIISI

3) pyKOBOIUTEIH NOpa3aeICHHN

4) UCKJIFOUYHUTEIBHO CeKpeTaph

4. leneHTpajJn3oBaHHasi (popMa 1e10NPOU3BOACTBA NPUMEHSETCS, KOT/Aa

1) cTpykTypHBIEC TOAPA3ACTICHNS OPTaHU3ANN TEPPUTOPUATBHO PA300IIECHBI

2) Bce pabOTHI C JOKYMEHTaMH IPOBOISTCS B OJTHOM MECTE

3) pyKOBOJUTEIb YaCTO MUCHBMEHHO 00paIacTcs K CTPYKTYPHBIM OIPa3IeICHUSIM

4) moapa3AeIeHuUs MOIy4atoT OOJIBIIOE KOJUYECTBO JICIIOBON KOPPECTIOHICHIHH

5. /IBM:KeHHe JOKYMEHTOB B OPraHM3allui ¢ MOMEHTA X CO3JaHUA WJIH MOJyYeHHs /10
3aBeplICHHUS MCIIOJTHEHHUS WM OTIPABJICHUS HAa3bIBACTCHA

1) 1OKyMEHTO00OPOTOM;

2) TPaHCIIOPTHPOBKOM TOKYMEHTOB,

3) peanuzaruei JOKYMEHTOB,;

4) TOKyMEHTOBPAIICHUEM.

6. TenedonorpaMmy NpuMeHSIIOT:

1) mist mepeaadn CpOYHBIX PACIOPSHKCHUH, U3BEIICHUH, CBEICHHIA;

2) TSl Iepeiavyd TeJIerpaMum;

3) MCKITIOYUTEINILHO JIJISl Iepeadyl PaciopsHKEHUN PYKOBOIUTEIIS;

4) 10 YCMOTPEHHIO CITYXKAIIErO KaHIICISIPHH.

7. IOKyMEeHT, COCTaBJIEHHBII rPyNmnoi jui (KoMuccueil) 1 noaATBepxAa0IMil GpakTsbl,
COOBITHSI, HA3BIBAETCH

1) akTom;

2) IIPHUKa30M;

3) pacmopsKCHHEM;

4) 10TOBOPOM.

8. TekcT ci1y:ke0HOro NMcbMa, KaK NPaBUJIO, COCTOUT H3:

1) nByX 4yacteit — BBOJAHOM U OCHOBHOI;

2) IBYX YacTei - TUIIOTE3bI, TUCTIO3UIIHH;

3) MHOXECTBA YacTel, 0 YCMOTPEHHUIO aBTOPA;

4) deThIpex 4acTeil — BBOJIHOMW, TIOBECTBOBATEIBHOM, PE30IOTHBHOM, 3aKITFOUNTEIILHON

9. CaoBecHo-uugpoBoii cnocod opopmiieHust 1aTbl (Hanpumep, 23 uroHsa 2016 r.) B
OCHOBHOM NPHMEHSIOT B

1) noxyMmeHTax, colepKalux cBeeHus (UHAHCOBOIO XapaKTepa,
2) ciry:KeOHBIX TUChMaX;
3) mpuKasax;
4) pacropsKCHHSIX.
31



10. Cros6uoBasi popMa 1eJI0NPON3BOICTBA OTMEHEHA:
1) Hetpowm I;
2) Anekcanapowm |

3) Exar

epunoii |1

4) Huxonaem Il

1.4, OneHoyHbIe CpeacCTB AJId IPOBEACHUS HpOMe)KyTO‘IHOﬁ arTrecranuun

[IpoMexxyTouHas arrecTauus

o JInunbie IIpumepsnt
opma
p 3HaHus Ymenus Brnanenue (HaBBIKH) | KadecTBa OLICHOYHBIX
aTTecTaluu
CTyJIeHTa Cpe/CTB
Judpepenn | Kontposb OreHka yMeHUs Or1eHKa HaBBIKOB Omenka Bomnpocsr:
POBaHHBIN 3HaHMA 0a30BBIX | NMOHUMATh JIOTHYECKOTO CIIOCOOHOCTH
. NpUIIararoTcs

3ayer TIOJIO>KECHHH B CIEIHATBbHYIO COIIOCTABJICHHS U TPaMOTHO U

obnactu TEPMHHOJIOTHIO XapaKTepUCTUKU YeTKO M3JIaraThb

JIOKyMEHTAI[MOHH 00BEKTOB Marepuan

oro obecrieueHus

YIIPaBJICHUSA

7.4.1. IlpumepHBIe BONPOCHI AJ1s IPOBeICHUS MPOMEKYTOYHOM aTTeCTALMHU

CoNooak~wNhd P

el el
WN PO

14.
15.
16.
17.

18.

19.

20

(nndpepeHuMpPOBAHHBII 324eT)

TexHonorust paboTsl ¢ JOKYMEHTaMHU, COJAEPKAIIUMU KOH(UIEHITNATbHbIE

CBE/ICHUSI.

Opranuzanus paboThl ¢ 00palleHUIMH TpaXkaaH.

Texuuueckue cpencTBa OPUCHON AESTEILHOCTH.

dopmupoBanue 1 0popMICHHUE JIEI.

JloroBOpHO-TIpaBOBast JOKYMEHTAIIHS.

Opranu3anms OTIPaBKHA UCXOISAIINX TOKYMEHTOB.

Opranu3anust perucTpaui 1 KOHTPOJISI HCTIOJTHEHUS IOKYMEHTOB.

JIOKyMeHTOOOO0POT.

Opranuzanus mprueMa BXOISIINX JOKYMEHTOB.
. O6mue TpeboBanus K 0QOPMIICHUIO TOKYMEHTOB.
. npopmarmoHHo-cripaBoYHbIE JOKYMEHTHI.
. PacnopsiaurenbHbIE TOKYMEHTHI.
. [lonsiTHE 0 JOKYMEHTaX ® CIMOCO0axX JOKYMEHTUPOBAaHUS, HOCHUTEISX
uHpopmaru. OCHOBHBIE (PYHKIIUU JOKYMEHTOB.
JIOKYMEHTBHI 110 TMYHOMY COCTaBY: MPHKa3, pe3IoMe, XapaKTepPUCTUKA U JIp.
HcTopwust pa3BuTus nenonpou3BoacTsa B Poccun.
Jlenosas nepenucka.
PexBusutel: 'ocymapctBennsiii ['ep6 P®, repd cybobekra PO, smbnema wnnm
TOBApHBIN 3HAK OPTaHU3AINY, HANMCHOBAHUE OPTaHU3allNH, CIIPABOYHBIC TaHHBIC
OpraHu3alliy,  HaWMCHOBaHME  BHUAAa  JIOKyMEHTa, Jara  JOKYMEHTa,
PETUCTPAITMOHHBI HOMEP, MECTO COCTABIICHUS U U3JaHHsI TOKYMEHTa, ajpecar.
PexBu3uThl: Tpud yTBEPXKIACHHUS MOKYMEHTA, PE3OJIOIHS, 3arojIOBOK K TEKCTY
JOKYMEHTa, OTMETKA O HATMYUU MPHIIOKEHUS, TIOAMHICH, TPU( COTIIACOBAHMS,

rpud orpaHuMYEHHs JOCTyIa, OTMETKA O KOHTpPOJE, OTMETKAa O MOCTYIUIEHUU
JOKYMEHTa B OpraHHM3aliio, OTMETKAa 00 HCIOJHEHHMH, PEe30JIIOLHUs, OTMETKa O
HaIIpaBJICHUH JTOKYMEHTA B JEJIO.

JIOKyMEHTBI, ITIepelaBacMble 10 KaHAJIaM JIEKTPOCBS3H.

. IToroku KOH(pUAEHIINATBHBIX TOKYMEHTOB.
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21. bnaHKu JOKYMEHTOB.

22. CucteMa opraHu3allMOHHON TOKYMEHTAIIUH.

23. IIpoxoxaeHne UCXOASIIUX U BHYTPEHHUX JIOKYMEHTOB.
24. CucrteMa pacnopsAIUTeIbHON JJOKYMEHTAILIUH.

25. CucteMa HH(POPMAIIMOHHO-CITPABOYHON TOKYMEHTAIINH.
26. PaboTa ¢ mucekMamMu ¥ OOpalieHUsIMU TPaskIaH.

27. CocrtaBiieHre HOMEHKIIATYPHI AL

28. Konuu 10OKyMEHTOB.

29. CiryxeOHas mepenrcka B OpraHu3alim.

30. IlogroroBka u nepenayda e Ha apXUBHOE XPAHEHHUE.

7.4.2. IlpumepHbIe 3a1aHus 1JI51 MPOBeeHHUs MPOMEKYTOYHOM aTTecTAIMU

CocTtaBbTe NPOEKT MHUCHhMa-COOOIICHHUS.
CocTaBbpTe NPOEKT NUChbMa-TIPUTIIAILIEHUS.
CocTaBbTe NPOEKT Tene(HOHOrpaMMBI.
CocTaBbTe POEKT BBIIMUCKU U3 IPOTOKOJIA.
CocTaBbTe POEKT PACTIOPSHKEHHUS.
CocTaBbTe NPOEKT NUChMa - 0JIar01IapHOCTH.
CocTaBbpTe NPOEKT PEKIAMALIHH.
CocTaBbTe NPOEKT NpHKa3a IO OCHOBHOM JESTEIBHOCTH.
CocTtaBbTe MPOEKT CITYKEOHOM 3aMUCKH.

. CocraBbTe IPOEKT OOBICHUTEIHLHON 3aMCKU.

. CocTaBbTe IPOEKT AOKJIATHON 3alMCKU.

. CocTaBbTe IPOEKT MpHUKa3a o0 MpueMe Ha padoTy.

. CocTaBbTe IPOEKT NMpHUKa3a 00 YBOJIbHEHHH.

. CocTtaBbTe IPOEKT CIIPABKH.

. CocTaBbTe MIPOEKT aKTA.

8. JOINOJITHUTEJIBHOE OBECIIEYEHUE JUCLHUIIJINHbI

Jlexuus Nel.

Tewma: [lonaTHE TOKYMEHTAIIMOHHOTO 00ECTICUCHHS YIIPABICHUS

Jlenmonponu3BOACTBO — OTpacib JEATEIBHOCTH YelOBeKa 10 pa3padoTke U
o(opMIICHHIO TOKYMEHTOB, OPTaHU3alluy UX JBMKCHHUS, yueTa U XpaHeHus. [lepBoHavaibHO
TEPMHUH MNOSIBWICS B yCTHOM peun (mpenmnosioxurensHo B XVII B.) m o3nauan mpouecc
pemeHus (IPOM3BOJICTBA) JeNa, «JIeJI0 MPOU3BOIUTEY — pemaTh BOMpoc. B xone pernieHus
BO3HUKJIA HEOOXOIMMOCTH  3aKpeIJICHHS  pe3yibTaTa, Hampumep, JIOCTHUTHYTON
JOTOBOPEHHOCTHU. J[JIs1 3TOr0 M3/ApEBiIe W CO3AAaBaU JOKYMEHTHI, TaK KaK YCTHOE CIIOBO
KPaTKOBPEMEHHO, MOXET OBITh 3a0BITO, NCKAXXEHO NIPHU TIepeade WIH HE TaK MOHATHO. YKe
B XVI B. ynoTpe0isieTcsi CJIOBO JIeNI0 Kak coOpaHue TOKYMEHTOB, OTHOCSIIITUXCS K KAKOMY-
a0 Jnemy, BONpocy. BrepBele B 3TOM TMOHSATHH CJOBO «JEJI0» 3a(UKCHPOBAHO B
nokymeHTax B 1584 r. CoBpeMeHHOE J1eT0NPOU3BOACTBO BKIIIOYAECT:

1. OGecnieueHne CBOCBPEMEHHOTO U MPABUIIBHOTO CO3/IaHUS JJOKYMEHTOB;

2. Opranuzanuio paboTsl ¢ TOKyMEeHTaMH (IofyuyeHue, nepeaada, oo0paboTka, yJer,
perucTpanusi, KOHTPOJIb, XpaHEHUE, CUCTEMATU3alH, MTOATOTOBKA JTOKYMEHTOB /ISl CAaYU
B apXUB, YHUUTOKEHHE).

[TapannenbHO € TEPMHHOM  «ZEJIONPOMU3BOJICTBO» B TOCIEIHEE JECATUIECTUS
UCIIOJIb3yeTCS TEPMHUH JOKyMEHTalMOHHOe obecneduenue ymnpasienus (JOY). Ero
HOSBJICHUE CBSI3aHO C BHEAPEHUEM B YIPABICHHWE KOMIBIOTEPHBIX CHUCTEM U UX
OpraHU3alMOHHBIM, IPOrPAMMHBIM U HUH(POPMALIMOHHBIM O0€CTIE€YeHUEM sl IPUOIIMKEHUS
K TEPMHHOJIOTHH, YIOTPeOIseMOil B KOMIBIOTEPHBIX IporpamMmax H JuTepatype. B

©Co~NoakrwNE

el el e ol el
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HACTOAIIEE BpPEeMsI TEPMHUHBI «IEJIOMPOU3BOJCTBO» U «IOKYMEHTAIIMOHHOE OOecredyeHue
yIpaBIEHUs» SBJISIOTCA CHHOHUMAaMU U MPUMEHSIIOTCS AJi1 0003HAUYEHUs OJAHOW U TOW ke
NESATENbHOCTU. J|OKyMEHTallMOHHOE OOEeCHeYeHHE YIPABICHHUS MOXHO IIOHUMAaTh Kak
y4eOHYIO TUCUUILINHY, KaK HayKy. OHO SIBJISIETCSI OCHOBOW JIJIsl OpraHu3aliu JesITENbHOCTH
MPEANPUATUN YUPEKICHUN, OpraHu3anui. TeCcHO CBsA3aHO C IPaBOM, JIMHTBUCTUKOM,
ApXHMBHBIM JIEJIOM U Jp. HAYKaMHU.

JIOKyMEHTHpOBaHME — 3TO NPOLECC CO3JaHusA M OQOPMIIEHUS JIOKYMEHTA.
I'ocynapctBennbiit ctangapt ['OCT 51141-98 «Jlenonpou3BoACTBO U apXUBHOE JEIO.
TepMuHbI U onpeneneHus» OnpeaesseT JOKYMEHTUPOBAHHUE KaK «3amuch WH(OpMaIu Ha
Pa3JINYHBIX HOCUTEISAX 110 YCTAHOBIICHHBIM IPABUIIAM.

Opranuzanus padoThl C JOKYMEHTaMH — 3TO 00eCreYeHne ABUKEHUS JOKYMEHTOB B
amnmapaTre yNpaBJIEeHUsS, UX MCIOJIb30BAaHUA B CIPABOYHBIX LENAX U XpaHEeHHs. TepMuH
OnpefensaeTcs TrOoCyJapCTBEHHBIM CTAHJAPTOM KaK OpraHu3anus JOKYMEHTOOOOpoTa,
XPAaHEHUS U UCITOJIb30BAHMS TOKYMEHTOB B TEKYLIEH ACATEIBHOCTH YUPEKIACHUS.

OO0mmas xapakTepUCTHKa JOKYMEHTAllMOHHOTO OOeCreYeHHs yIpPaBIECHUsI BKIIOYAET
XapaKTEPUCTUKY Pa3JIMYHBIX ITAIIOB €r0 CTAHOBJICHUS.

[Tpuxaznoe nenonpounsBoactBo XV — XVII BB.

Cucrema rocyJapCTBEHHOIO AEJIONPOU3BOJCTBA HAUMHAET CKJIAAbIBaThCS B MEPUOJ
dbopMUpOBaHUSI PYCCKOTO IIEHTPATU30BAaHHOTO ToOcCynapcTBa, ¢ cepeaunbsl XV  B.
[IpoucxoxaeHue MNPUKAa30B CBA3AHHO C MPAKTUKOW JIMYHBIX MOpPY4YEeHUH (IIPHKA30B)
BEITUKOTO KHS3s1 OIIKaNIIIeMy OKPYKEHHUIO — KHS3bSIM U 60spam o pa3perieHHI00TIeTbHBIX
BOIIPOCOB TOCYJApCTBEHHOTO yrpaBieHUs. WX JesTeNbHOCTh OOBEIUHSIACH BBICIIUM
MPaBUTEIBCTBEHHBIM YyupexaeHueM — bospckoi Jlymoil. MOCKOBCKMM BETUKUM KHS3bSIM
YAQJIOCHh CO3/1aTh CHWJIBHYIO LEHTPAJIM30BAaHHYIO CHCTEMY YIIPABICHHS, B KOTOPOM BCE
BaKHEHIIME (QYHKIIMU aJIMUHUCTPATUBHOTO YIpaBICHUS BHIMOMHSIM bosipckas Jlyma u
npukaspl. VMIMEHHO 103TOMY TIEpUOJ CTAHOBJIEHUS M Pa3BUTHUS TOCYIApCTBEHHOIO
JIENONPOU3BOJICTBA MPUHSTO HA3bIBATh MPUKA3HBIM NEPUOJIOM — I10 HA3BAHUIO MEPBBIX

TOCYJApPCTBEHHBIX YUPEKICHUM — MPUKA30B. ITOT nepuo oxBaTbiBaeT Bpems ¢ XV mo XVII
BB.

DTOT NepUOJI YIIPABICHUS HE COCTABIISAI CTPOMHOW CUCTEMBI U CTPOWIICS HA CUCTEME
«TOPYUYCHHIY, TIepeIaBaliCa B BEJICHUN OJHOTO JIMIIA TI0 CTETICHH JOBEPUSI K HEMY BEITUKOTO
kHs1351. OOI11ee KOIM4eCcTBO MPUKA30B, CYIECTBOBABIINX Ha Pycu, TouHo HensBecTHO, B XVII
B. pa3HbI€ UCCIEI0BATENMN Ha3bIBalOT X 4Kcio oT 40 1o 70. Bo riaBe oTAeIbHOIO MpHKa3a
CTOSUT TIPUKa3HBIA Cyabs (B HEKOTOPBIX NpHKa3ax cyled Obulo 1o JBa W 0oJsiee;0HU
Ha3bIBAIMCH TOBAPUINIAMH TJIABHOTO CY/bH). B €ro BeICHUU COCTOSUIA IbSIKHU — OT OJHOTO OT
TpéX, a K koHIy XVII Beka B KpynHbIX Ipukaszax — ot 6 10 10 yenoBek. B BeneHun apskoB
HaxOJWJINCh TMOJbSYNE, KOTOPhIE B COOTBETCTBUU CTa)XKEM JCIUIUCH Ha
«CTaphIX» (CTApIIUX), «CEPEIHUX» U «MOJIOAMIBIX)» (MIAAIINX ).

Jlns mpuBeneHUS B KCIOJHEHHE Pa3HBIX PACIOPSKEHUN CYIIECTBOBAIM OCOOBIC
JOJDKHOCTH — TOJIMayu, TpPYOHUKH, HEACNIbIIUKU U Ap. B UX 005S3aHHOCTH BXOJUJIO TAKKE
JOCTABJIATh MEPENUCKY MPUKA30B MO MPUHAJJICHKHOCTH, BBI3bIBATH TSXKYIIUXCS HA CYA U JIp.
Uepe3s ux pykd B TPUKA3 TOCTYNaIWd YEIOOWUTHBIC, OKIAJbI, TOHOIICHHS MECTHBIX
MpaBUTENICH; OHM XPAaHWIM JeJia U BEeJIM MUCbMOBOJCTBO. CTapimuM MOAbIYUM, Hanbosee
ONBITHBIM M YBAXKAaEMBIM M TOJABSYUM «CPEAHEW DPYKH» JOBEpsUIach CIIOXHas pabora,
CBSI3aHHAsI C OJITOTOBKOM pEIIeHUH MO JejiaM, XpaHEHUEM JIeJl, ONleYaThIBAHUEM apXUBHBIX
CYHIyKOB. Miajimme noAbsuue He MOJIb30BAIUCH O0COOBIM J10BepHueM. MHorue napckue
ykaszsl XVII B., oOpaniaroT BHUMaHue Ha HEOOXOIUMOCTh CTPOTO KOHTPOJIUPOBATH padoTy.
3a ommOKH, AOMyCKaeMble B OQUITMATBHBIX JTOKYMEHTAX, MOJIBIYUX CTPOTO HAKa3bIBAJIM:
Oousn 6aToramu, JIMIIAIN KaJTOBaHbS.

JlokyMeHTbI OOBIYHO pa3MENIaIuCh Ha CTOJIaX, Ha CKaMbiX, 0CO0O ILIEHHbIE — B
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CYHIyKax — JapAX B TeX e IMOMEIICHMsX, TJe Bejach TeKyllas pabora U MNpUEM
nocetutenei. B XV B. goporocrosmuii mepraMeHT BBITECHWJIA Oymara, KOTOPYIO
MIEPBOHAYAIBHO TaKXKe MPUBO3WIM U3 3al1aJHOEBPOIEHCKUX CTPaH, a CO BTOPOIl MOJIOBUHBI
XVII B. ucnone3yercsa 6ymara, oreuectBeHHas. [lepByro OymaxHyro «MelbHULY» (padbpuKy)
noctpouiu Ha peke [laxpe mo npukasy narpuapxa Hukona, 3atem B Mockse Ha peke Sys3e.
Opnaxo Tonpko B XVIII B. mocne crpouTenbcTBa HECKOJNBKMX OyMa)XHbIX MaHY(aKTyp
yAQJIOCh yIOBIETBOPUTH BHYTpeHHUM ciipoc Ha Oymary B Poccuu. IlepBonavanbHo Oymara
U3rOTaBIIMBANIACh U3 TPAIbs, & YSPHUIIA JENIAIUCh U3 COJIeH jKeJe3a U NyOUSIbHBIX BEIIEeCTB,
JNOOBIBAEMBIX U3 UYEPHWIBHBIX OPEIIKOB — HAapOCTOB Ha IyOOBBIX JHUCThsX. CoueTaHue
KEJIE3UCTBIX YEPHUII U TPAMUYHOU OyMaru Jienajio TeKCT OCOOEHHO CTOMKUM, OH MOYTH HE
BbIBeTaN. [l03TOMY NOKYMEHTBI 3TOr0 NEPHOA, XpaHSIIMECS B apXWBaX, JOCTaTOYHO
XOpomo 4uTarTcs. MHCTpyMEHTaMM TMChbMa CIYXKWIH T'yCHUHBIE IEpbs, 3aTa4UBAEMbIE
0CcOOBIM 00pa3oM NEPOYMHHBIM HOXKOM. JIydIInM, Kak OTMEUYal0T HCTOPHUKH, CUUTAIUCH
nepbsi U3 JEBOr0 KpbUIa T'ycsl, a cama OYMHKa TpeboBajia 3HAUUTEIbHOTO YMEHbs. [ ycuHbIe
nepbsi MPUMEHSUIUCh BIUIOTH O BTOpOM mojoBUHBI XIX B., XOTS METa/NIMYECKUE TEPhs
MOSIBUWJIMCh YK€ B Hadalle BeKa. HanncaHHBIM TYCHHBIM MEPOM TEKCT MOCHINAICS MEJIKUM
KBapLEBbIM IECKOM. MOCKOBCKHE MPHUKa3bl IMOJIb30BAIUCH IIECKOM, HIPHUBO3UMBIM C
BopoObEéBbIX TOp, KOTOPBIA cUMUTAICS OCOOEHHO CBETJIBIM M YUCTHIM. C MOSBIEHHUEM, TaK
HA3bIBAEMOM CKOpOIMUCH (HAYepTaHHE OKPYIJIBIX OYKB M HCIOJIb30BaHHE TpadUUECKUX
COKpAICHUH CJIOB U YaCTEH CJIOB C BHIHECEHUEM — UX HaJl CTPOKOM MUChMa) CBOOOHO YUTATh
TaKHUe€ TEKCThI CTAJIO IOBOJIBHO CJIOKHO, TPEOOBAINCH 3HAHUS U HABBIKU.

B nmenmompou3BOACTBE  MPUKA30B  MpPOAOJDKAjda  HUCIOJIb30BAaThCsl  BEChbMa
cneruduyeckas GopMa JOKYMEHTOB — CTOJIOCI (CTOJI, CTOJIMHUK), ©HAYE TOBOPS, CBUTOK
U3 MOJAKJIECHHBIX JIPYT K JPYry Y3KHX JHUCTOB Oymaru. Ba)xHble rocyaapCTBEHHBIE aKThl
MOTJId UMETh 0COOCHHO Oombiue pasMmepsl. Hampumep, rpamota naps Anekces

MuxaitnoBuya [IpickOpcKOMY MOHACTBIPIO Ha 3€MJIM UMEET JJIMHY OoJiee meTpa, a CoObopHoe
ynoxxkenne 1949 r. macumteiBaer 309 merpoB! CocTaBHbIE YacTH CTOJIA HA3BIBATUCH
«moctaBamMuy. CtonbioBas popma aenonpousBoictBa otmeHeHa [lerpom .

B nenom, B npuka3HbId MEPUOJ MTOCTENEHHO CO3AETCS CUCTEMA JEIONPOU3BOICTBA
LEHTPAJIbHBIX M MECTHBIX YUYPEXKICHHM, CKJIAIbIBAIOTCS KaJpbl JEIIONPOU3BOJICTBEHHBIX
CIy’KalllUX, CO3AAI0TCS yCTOMUYMBBIE (OPMBI JOKYMEHTOB M NPUEMBI MX COCTABIICHUS.
OpHako rocyaapcTBo, A€UCTBYS OTPHIBOYHBIMU U YAaCTHBIMU MEPAMH, HE CO3HaBas OOLIMX
aIMUHUCTPATUBHBIX TNIPABUJI, HE MOIJVIO €mE BBECTH CUCTEMAaTHYECKOTO TOpsAJKa B
OpraHU3aLUI0 YUPEKICHUN U UX JEIONPOU3BOICTBO.

Komnexckoe 1emonpon3BoaCcTBO

AJIMUHHUCTPATUBHBII XaoC, BBI3BAaHHBII OTCYTCTBUEM B MPEKHUX YUPEKICHUIX
YCTAHOBJICHHOTO 3aKOHOM MOps/iKa, OOIIMX MUCbMEHHBIX (POPM TOKYMEHTOB, MOCTOSIHHBIX
CPOKOB JUIsl TPOW3BOJACTBA [€JI, MNOOYIWJI TPAaBUTEIHCTBO HCKaTh HOBBIE (HOPMBI
rOCYJapCTBEHHOI0 ycrporcTsa. Hagano sroro mepuoga B HCTOPUM OTEYECTBEHHOIO
JIeJIONPOU3BOJICTBa CcOoOTHOCAT ¢ pedopmamu Ilerpa |. CknagpiBaeTcs HOBBIM THI
rocyaapcTBa — abCOJIIOTHASE MOHAPXUs, KOTOpasi MoJIpa3yMeBaeT COCPEAOTOUCHHE B OJHHUX
pyKax 3aKOHOJNATEIbHOM W HCNOoIHUTENbHOM BiacTtu. Brauvane XVIII Beka B Poccun
IpoXoAuT pedopma NPUKAZHOTO JEIONPOM3BOACTBA. B3amMeH ycTapeBiIei CHUCTEMbI
npuka3oB B 1717 — 1718 rr. 6suio co3mano 12 Kojuieruid, Kakaas W3 KOTOPBIX Bejaia
oTpenenEHHOM 0Tpacibio WK cepoil ynpaBiaeHus U noqunHsiiach CeHary.

Komnernn cranoBarcs B Poccum I1EeHTpadbHBIMM — OTPACIEBBIMU  OpraHAMHU
ynpasieHusi. B 1720 roxy Obun moarotoBieH u moamucad Ilerpom | «['eHepanbHbIN
periaMeHT», KOTOpBIM ompenersul 3agadyd, (GYHKUHUUA, CTPYKTYpY H MOPAIOK padOThI
Koleruii. B 3TOM noKymeHTe naBaiuch OOLIME IpaBUja COCTAaBJIEHMSI JOKYMEHTOB,
YCTaHABJIMBAJINCH TPEOOBAHUS K HAITMCAHUIO OTJEIbHBIX PEKBU3UTOB. I3 TekcTa 1oKyMeHTa
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BBIJICJIWIIMCH JaTa, OAINCH, MOSABIIAETCS B JOKYMEHTaX 3aroyioBoK. I1osBuinch HOBBIE BUIBI
JOKYMEHTOB: TIMCbMa, PpEJSLMM, LHUPKYJIAphl, JOHOUIeHHd. M3meHwnace u ¢opma
JOKYMEHTOB. bbuIM OTMEHEHBI CTOJIONBI, UX CMEHWIN TeTpaau. [losBunoch nonstue
«repboBass Oymara», Ha KOTOPOH M3TOTOBISUINCH JOKYMEHTHI JUIsl BBICIIUX OpPraHOB
YIpPaBIICHUS.

Konnexckoe nenonpon3BoAcTBO ObLIO 0ojiee MPOrPEeCCHUBHBIM 10 CPaBHEHHIO C
IIPUKa3HBIM JI€JIONPOU3BOACTBOM. [lOSBHINCE YNOPSAOYEHHBIE CUCTEMBI PETHCTpALUU
JNOKYMEHTOB. Takum oOpa3om, «['eHepanbHBI periiaMeHT» 3aKpenuil 3aKOHOJATENIbHO
MOPAJIOK pabOThI ¢ JOKYMEHTaMU C MOMEHTA UX CO3/IaHUs 0 apXUBHOI0 XpaHeHus. IMeHHO
B 3TOT MEpUOJ MOSABUIOCH Ha3BaHME «apxuBy». B memnom pedopmbl rocynapcTBEHHOTO
annapara nepBoil yerBeptu XVIII Beke ycranoBwin B PoccunennnooOpasHyro cucteMy
OpPraHU3allMOHHOI'0 YCTPOWCTBAa M JIEJIONPOU3BOACTBA T'OCYAAPCTBEHHBIX YUPEXKJACHUN Ha
OCHOBE  OIOpOKpaTHYecKoro ImeHrpanuszMa. Crenyromuid 3Tan  pedopMHUpPOBAHUS
POCCHUIICKOr0 TOCyAapCTBEHHOTO JEJIONpPOM3BOJCTBA HacTymnaeT BHaudaie XIX Beka mnpu
Anekcanape |.

Munwuctepckoe nenonpon3BoAcTBO XIX — Hagana XX BB.

Hauano XIX Beka 03HaMeHOBaIOCh HOBOU peopMOii rOCYAapCTBEHHOTO YIIPaBICHHUS
U JIeJI0NPOU3BOICTBA, KOTOPas 3aTPOHYJIa IIIaBHBIM 00pa3oM BEPXHUNYpPOBEHb YIPaBICHHUS
— BBICILIME U IIEHTpajbHbIe yupexaeHus. HoBas cucrema ynpaBiieHHit
— MUHHUCTEpCKasi, OCHOBaHHAsl HA MPHUHIIMIIE €IMHOHAYAIUs, 3apOJIujach B HEAPax CTapoil
KOJUIEKCKOM cuctempl. Co3gaHME€ MHMHHCTEPCTB €  €OUHOJUYHO  YIPABISIIOLIMMU
MUHHUCTPaMH ObLIO HEOOXO0IUMO /Jisi 00Jiee TMOKON U OTMIEPAaTUBHON CUCTEMBI YIIPaBICHUS.

[lepBpiMM MHHHCTEpCTBaMHU, co3JaHHBIMM Manudectom ot 8 centsadpst 1802 rona,
ObUTH: BOGHHO-MOPCKUX CHJI, HHOCTPAHHBIX JI€J, BHYTPEHHUX 1€, KOMMEPIMH, (PMHAHCOB,

HApOJHOTO TMPOCBEIICHUS W IOCTUIMHU. KakJIoMy MHUHUCTPY NPEANUCHIBATIOCH CO3/aTh
kannensiputo. OpHoBpemMenHo ¢ wmuHHcTepcTBaMu B 1802 rtoma yupexnaén Komuter
MHUHHUCTPOB — BBICIIIEE aIMUHICTPATUBHOE YUPEXKICHUE, ICHCTBOBABIIICE HA KOJIETHAIBHBIX
HaJyaJlax M pacCMaTPHBABIICE JeJia, BBIXOAIIMEC 3a PaMKH KOMIIETCHIIUH OTACIHLHOTO
MUHUCTpAa ¥ TPeOYyIOIIUE COBMECTHOTO COTJIACOBAaHHOTO perieHus. Heckombpko mozxke, 1
suBaps 1810 roma co3man ['ocynapcTBeHHBIH COBET, BBICIIEE 3aKOHOCOBEHIATEIBHOE
YUpEKICHHE.

MUHUCTPHI HA3HAYAIKCH CAMUM UMITEPATOPOM M OBLIM OTBETCTBCHHBI TOJIBKO TIEPE]T
HUM. MUHUCTEpCTBA NETWINCh HA JIETIapTAaMEHThl, KOTOPHIE BO3TJIABIISIIUCH IPAaBUTEIIEM
KaHIIETSIPUHM JIelMapTaMEeHTa M HMMENM IITaT YHHOBHUKOB — JKYPHAIUCTA, AIK3EKyTOpa,
Ka3Hayves, MUCIIOB U JIp., UX JIOJDKHOCTEH M KOJUYCCTBCHHBIM COCTaB 3aBHCEN OT 00bEMa U
COJIEpIKaHUS JIEI.

B oator mepwon HabOmOganock emuHOOOpa3ue B CHUCTEME JEJIOMPOU3BOJICTBA
MUHHUCTEPCTB: OT CO3JIaHUS JIOKYMEHTOB M JIO MX apXUBHOTO XpaHeHuWs. s co3maHus
JOKYMEHTOB BIICPBBIC HAYMHAIOT HCIIOJIB30BaTh OJIAHKW, KOTOpPBIE  CO3/IaBAJTUCh
PYKOIIMCHBIM WJIA TUTIOTpadCKuM criocooom. CaMmo MOHATHE ASTIONPOU3BOICTBOOO03HAYAIIO
JICSATCIIBHOCTh, KOTOPOM 3aHMMajach HE TOJBKO M HE CTOJBKO KaHIICISPHsI, CKOJIBKO BECh
ammapaT Y4YpekICHHUS B IEIOM. TEepPMHH «JIEJIOMPOU3BOACTBO» MPOUCXOIUTOT COUCTAHHUS
CJIOB «IIPOU3BOJICTBO JIela», a TMOJ <«JIeTIOM» B TO BpeMs MOHUMAalach HE TMamka ¢
JOKYMEHTaMH, KaK B COBPEMEHHOM JICJIONPOW3BOJACTBEHHOM 3HAYCHHHM JTOTO CIIOBA, a
paccMaTpuBaeMblii W pelraeMblii BOMPOC: MPOU3BOJCTBO Jiejda — 3TO HE YTO MHOE, Kak
peleHue nena.

Jlena, HarpaBJIeHHBIC B MUHUCTEPCTBO, MOTJIU ITONIACTh B KAHIESIPUIO MUHUCTPA WUITH
HETIOCPEICTBEHHO B JIeMapTaMeHThl. HemocpencTBEeHHO B JenmapTaMeHThl IOCTYIaia
NepenucKa ¢ JPYTUMHU YUPEKJACHUSIMU U JUIIAMH, PAaBHOTO IOJIOKCHHUS U TTOYNHCHHBIMH,
MPEICTABIICHUSI OT MOAYMHEHHBIX YUYPEKICHUH, MPENNUCaHus MUHUCTpa W Jella U3 €ro
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KaHILEJIIPUU C pe30Jitoliiell MUHUCTpa. Bee mocrynaronue B MUHIUCTEPCTBO Jiella JeTUINCh
Ha TPU KaTeropuu:

1)Texyiue nena — 1OHECEeHUs, BEAOMOCTH, NIPEACTABICHUs, IEPENUCKa U JIp.;
2)upe3BblYaiiHble Jesia — s UX peleHus] TpeOoBaloCh MPUHATHE HOBBIX ITOCTAHOBJICHUH,
WM Jiea 10 0OHapyKEHHBIM 3J10yHOTPEOICHUSAM;

3)nena, «He TepIsIINe BPEMEHN», UM CPOYHBIE.

Jlena uype3BblYaliHbIE UM CpPOYHBIE pacCMaTpUBAIUCH B IEPBYIO O4YEpenb.
OCOOEHHOCTBIO OpraHu3aluyu JIeI0NPOU3BOICTBA B ATOT MEPHOJ SIBISJIACH HE TOJBKO €€
yéTKash  3aKOHOJAaTedbHas  perjaMeHTanus, HO U  JIOCTaTOYHO  OOLIMPHOMN
JIEJIONPOU3BOJICTBEHHON JIUTEPATyphl, B TOM YHCII€ U pabOT TEOPETUUYECKOrO XapakTepa.
OpnHako paboTa MO COBEPLIEHCTBOBAHUIO JEJIONPOU3BOJACTBA Oblia mpepBaHa B 1917 roay
cHayana  @eBpanbckas  OypiKya3HO-AeMOKpaTHueckas, a  3areM  OKTa0pbcKas
COLIMATIUCTUYECKAs] PEBOJIOLMU. DTO MPUBEIO K TMOJHOMY CJIOMY TOCYIapCTBEHHOIO
amnmapaTta U CO3/JaHUI0 HOBOTO, KOTOPBIH, XOTS U YCBOWJI MHOTHE CTapble TPaTUIMH, HO
3apOXKAAJICS HA MPUHLIUIIMAIBHO HOBBIX OCHOBAX.

Jenonpouspoctpo nocie 1917 rona.

Jlenonpous3BOACTBEHHAss ~ JOKYMEHTAalMs  IMepuojJa  CTAHOBJIEHUS  COBETCKOM
TOCY/IapCTBEHHOCTH OTpa3wia cHenuuKy 3Tana BbIPaOOTKHM HOBBIX (OPM U METOJOB

TrOCYJapCTBEHHOTO  YIpaBJE€HMs,  HA4YaJlbHOIO  3Tafa  CO3JaHMUS  COBETCKOTO
TOCY/IapCTBEHHOTO  amnmapara, €ro CpalldBaHus C [apTUHHBIMH  CTPYKTypaMmu,
OrOCYyJapCTBIICHUS 0OIIECTBEHHBIX OpraHu3aIui. Ucropus POCCHIICKOTO

nemonpounsBoscTBa 1920-x rr. m3ydeHa HEJJOCTATOYHO, B YACTHOCTH, CJ1a00 OCBEIICHBI

BOIIPOCHI JOKYMEHTUPOBAHUSI ACSITEIbBHOCTH MECTHBIX OPraHOB rOCYAapCTBEHHOM BIIACTH U
yIpaBIIEHUs, BIPOYEM, KaK U B IIEJIOM, UCTOPUSI MECTHBIX TOCYIAPCTBEHHBIX YUPEKICHUH.

Tsxenoe cocTosiHUE pa3pyIIeHHON BOWHON Y KOHOMHKH U TIPOOJIEMbI BOCCTAHOBIICHUS
HApOTHOTO XO035HCTBA Mociie OKOHUaHust BOMHBI 1941 — 1945 rr. oTTecHMIN HA BTOPOM IJ1aH
BONIPOCHl JOKYMEHTAllMOHHOTO oOecrieyeHusi ynpasieHus. lloBbllieHHME uUHTEpeca K
pa3paboTke npo0bIieM pallMOHATU3AUU TEXHOJIOTUN U TEXHUKHU YIIPaBICHHUS MOXKHO OTHECTHU
ko BTopod mosioBuHe XX Beka. Hauwmnas ¢ 1960-x rr. B Hamedl cTpaHe YCHEITHO
paszpabarbiBajICh ~ IpoOOJNEMbl  CTaHAApTU3AlMKM M yYHUQUKAUUU  JOKYMEHTOB,
palMoOHaNI3alUU JENIOMPOU3BOICTBA B COBETCKUX YUPEKICHUSX.

B 1970 r. co3nan npoekt ocHoBHbIX nonoxkennit EI'CJ — Enqunoil rocyjapcTBeHHOM
cuctemsl nenonpoun3BojicTa. [locie oOcyxaenus u qopadotku B ceHTsioOpe 1973 r.
«OcnoBuble nonoxenus: EI'CI» ono6pun 'ockomuter CoBera MunuctpoB CCCP no Hayke
u texHuke. Aptop EI'CJ] 0000mmMian mepenoBoi OMBIT CBOETO BPEMEHH W MPEIJIOKHUIN
ONTUMAJBHYK0  TEXHOJOIMIO  BBIIOJHEHUS  YNPABICHYECKUX  ONEpalMd U HUX
nokymeHntupoBanusi. EI'CJl Hocuna KOMIUIEKCHBIM XapakTep, T.€. BKIIOYaja HE TOJBKO
BONPOCHI JIEJNOMPOU3BOJICTBA, HO W PEKOMEHJALMU MO HAy4yHOH OpraHu3aluu TpyJa
CIIy’KalllUX, CTPYKTYpE JIEJIONPOU3BOACTBEHHBIX CIYKO M UX TEXHHUUYECKOMY OCHAIICHHUIO.
Peamu3zanus ee mMONOXKEHWH TOBBICHIIA OOMIYIO KYyJIbTYypy VYIOPaBICHHS U KadecTBO
MPUHUMAEMbIX PEIICHU, TO3BOJIMIA ONTUMHU3UPOBATh CTPYKTYPY M IITATHYIO YUCIEHHOCTh
ympaBJieHuecKoro ammapara. OJHaKO 3JIeMEHThl HOBBIX HMH(OPMAIMOHHBIX TEXHOJOTH,
YaCTUYHO PEaTM30BABIIMECS B MpaKTUKE paboThl Bexymux 3apyOexsbix ¢upm, B EI'C/]
npe/cTaBieHbl HEe ObUIM M3-3a MOJHOIO OTCYTCTBHUS JIMTEPATyphl MO 3TUM BONpPOCAM U
(buHaHCUPOBAHNE HA UX MPAKTHUYECKOE U3YUCHHE.

3aMeTHBIM SIBIEHHEM B cTOpHH Aenonpou3BoacTBa 1970 — 1980-x rr. crano u3ganue
I'ocynapctBenHbix crangaptoB — 'OCToB Ha ynpaBieHUECKHE JOKYMEHTBI, OOIIECO03HBIX
knaccudukaropor (OKY I, OKIIO, OKOHX u ap.) TeXHUKO- SKOHOMHYECKOU U COIUaTbLHOMN
uHpopmary, yHHU(pHUIUpPOBaHHBIX  cucTeM  gokymeHTammu (YCI) wu  cepunm
rOCY/apCTBEHHBIX CTAaHAAPTOB HAa 3TU YHU(DHULIMPOBAHHBIE cUCTEMBI. BHeIpeHne yKazaHHBIX
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MaTepUajIOB B MPAKTUKY yNPABICHUS 3HAYUTENIBHO YIYUYIIHIO 0hopMIIeHHE JOKYMEHTAIUH,
paIMOHATIM3UPOBAJIO MPOLIEYPhI IOUCKA, yUeTa U XpaHEeHHs pa3HooOpa3Hoil nHpopMaluH,
MOATOTOBUJIO MOYBY JJIsl aBTOMATU3AIMH YIIPABICHUECKUX (PYHKIIUM.

B 1993 r. uznan O6mepoccuiickuii kaaccu(puKaTop yrnpaBlIeHUECKOW JOKYMEHTALUN
(OKVYl), B KOTOpBI BKJIIOUYEHbl HaWMMEHOBAaHUA (HUPM JTOKYMEHTOB YHUMDUIIUPOBAHHBIX
cucteM (YC), aganTupoBaHHBIX K COBPEMEHHBIM YCJIOBHUSIM, U OCHOBHBIE MOJIOKEHUS IO
BefeHnto cucteM kinaccudukaropoB YCJI. K coxanenuto, ¢ Hauana 1980-x rr. Hu ojHa
YHU(PUIIMPOBAHHAsA CHCTEMa JOKYMEHTAallUd He Oblla M3[jaHa MACCOBBIM THPaXXOM, 4YTO
3HAUMUTENIbHO 3aTPYy/IHIET UX BHenpeHue. [lomyunBiire BechbMa MIUPOKOE PACIIPOCTPAHCHHUE
KOMITBIOTEPHBIE MPOrpaMMBbl TMOJATOTOBKM JOKYMEHTOB HMEIOT, KaK IPaBWIO, B CBOEM
COCTaBe KOMIUIEKTHI IIA0JIOHOB JOKYMEHTOB, aJalTHPOBAHHBIE HA PYCCKUU S3BIK, U
MOJTHOCThIO UTHOPUPYIOT OTEYECTBEHHBIE HOPMATHBBI M TPAIUIUU B O0JACTH CO3JaHUS U
opopMIICHUS TOKYMEHTOB.

Bo wMHoOrux cny4asx CceroiHss JIOKYMEHTUPOBAHUE SIBIACTCS 00S3aTEIbHBIM,
MPEANUCHIBACTCA 3aKOHAMH M HOPMATUBHBIMHU TPaBOBBIMU akTamMu. DefepalibHbIA 3aKOH
Poccuiickoit denepamnn ot 20 depans 1995 r. Ne 24-03 «O6 uHpOpMaAIUU U 3aIIUTE
uHpopManum» (C U3M.) YCTaHABIUBAET, YTO HHPOPMAITMOHHBIE PECYPCHI, T.€. TOKYMEHTHI U
MaCCHUBBI JOKYMEHTOB SIBJISIFOTCS OOBbEKTaMU OTHOIICHUM (PU3NUECKUX, IOPUIAYECKUX JIHII,
rocyJapcTBa M 3alllMIAIOTCS 3aKOHOM Hapsay C JPYTMMH pecypcaMH. 3aKOHOM
YCTaHABIIMBAETCS MPABOBOW PEXUM CO3JaHUS, XPAHCHUSI U WCIOJIb30BAHUS

MH()OPMALIMOHHBIX PECYPCOB, B YACTHOCTHU: MOPSIAOK JOKYMEHTHPOBaHUS HHGPOpPMAIIUY;
MpaBO COOCTBEHHOCTH Ha OTJIEJbHBIE MOKYMEHTBHl W OTJIEIbHBIE MAaCCHUBBI JOKYMEHTOB,
JOKYMEHTBI M MACCUBBI JIOKYMEHTOB B HH(GOPMAIMOHHBIX CHCTEMaX; KaTeropuu
uH(pOpMallMM TIO YPOBHIO JOCTyNa K HeH; MOpSAJOK MPaBOBOM 3alMThl MHPOpPMAIUU.
JlaHHBIM 3aKOHOM (CT.5) TakXe YCTaHOBJIEHO, YTO <«JIOKYMEHTHPOBaHHME HH(OpMAIUU
SBJIIETCS 0053aTEIILHBIM YCIOBUEM BKITIFOUEHUS MHPOPMAIIUU B UH()OPMAITMOHHBIE PECYPCHI.
JlIokyMeHTHpOBaHHEe HH(OpPMAIMM OCYILIECTBISETCS B  TMOPSAAKE, YCTaHABIMBAEMOM
OpraHaMy IrOCyJapCTBEHHOM BJIACTH, OTBETCTBEHHBIMHU 32 OPTaHU3ALNIO 1EJIOIPOU3BOICTBA,
CTaH/IapTU3aIMI0 JOKYMEHTOB M UX MAacCHBOB, Oe3omacHocTh Poccuiickoit @enepanuny. B
HACTOSIIEE BPEMsI PE3KO BO3POCIN KOMMYHUKATHUBHBIE BO3MOKHOCTH JIOKYMEHTA, TaK KaK
PE3KO YBEIIMYMINCH CKOPOCTH Mepeaau HH(OPMALIMK UKPYT €€ MOIb30BaTeNeH ¢ IOMOIIbIO
Nnrepuera, E-mail (3:mekTpoHHOl mo4Thl) U ap. B nanpHeimeM poib KOMMYHHUKATUBHOMN
byHKIIMM OyZneT TONBKO BO3pacTaTh, TaK KaK €XKEroJHO YBEIHMYMBAIOTCS OOBEMBI
uH(pOpMalMM, YHUCIO TIOJb30BaTENC, MEHSIETCS TEXHOJOTHUS JOKYMEHTAIIMOHHOTO
oOecreyeHus! yrpaBieHUsl.

YaudunupoBaHHas CUCTeMa OPTaHU3AIMOHHO-PACTIOPSIUTEILHON JTOKYMEHTAIIUU
(YCOPJl) sBnsercs cuUCTEMON JOKyMEHTallMM, TPUMEHSEMOW B JIO0O0 OpraHu3alu,
yupexaenuu, npeanpuatuu. [Ipumenenune Y COPJI pernamentupyercs 'OCT P 6.30-2003.
I'OCT pacnpoctpaHseTcss Ha  OpPraHM3alUOHHO-PACHOPSAIUTEIbHBIE  JIOKYMEHTHI,
npeaycmotrpennble YCOPJ] (manmee — HOKYMEHTBI), — IOCTAHOBIICHUSI, PACIOPSKEHUS,
MPUKa3bl, PEIICHUs, TMPOTOKOIBI, aKThl, MHChMA, KOTOPbIe (PUKCUPYIOT pEIICHHE
aIMUHUCTPATUBHBIX W OPraHU3AIMOHHBIX BOIPOCOB, a TAaKXE€ BOIPOCOB YMIPABICHHUS,
B3aMMOJICHCTBUSI, 00ECIICUCHHUS U PETYIUPOBAHUS ACSITEIHLHOCTH:
1)penepanbHbIX OpraHOB rOCYIapCTBEHHOM BIacThU CcyOBekToB Poccuiickoit dexepanuw,
BKJItouasi cyobekTsl Poccuiickoit denepaiiuu, MEIOIUe HapsIAy ¢ PYCCKUM SI3bIKOM B
KAa4eCTBE TOCYAAPCTBEHHOIO HAIMOHAJIBHBIN S3BIK, OPraHOB MECTHOI'O CAMOYIIPABJICHUS;
2)npeanpuATAid, opraHu3aluii 1 UX oOBbEAMHEHMH HE3aBUCUMO OT OPraHU3alMOHHO-
paBoBOM (HOPMBI BUJA ACSITEIbHOCTH.

Hacrosimuii cranmapt ycTraHaBIWBaeT:
-COCTaB PEKBU3UTOB;
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-TpeboBaHMs K 0POPMIIEHUIO PEKBU3UTOB;

-TpeOoBaHUs K OJIaHKaM U 0()OPMIICHHIO JOKYMEHTOB;

-TpeOOBaHUsI K U3TOTOBJICHUIO, YYETy, HCIIOJb30BAHUI0O M XPAHCHHUIO OJAHKOB C
Bocnpou3sBenenueM ['ocynapctBenHoro repba Poccuiickoii @eneparuu, repboB cyOBEKTOB
Poccuiickoit ®epepanuu, BapuaHTaMU PACIIONIOKEHHUS PEKBU3UTOB, 00Opa3lbl OJIAHKOB
JIOKYMEHTOB.

HopmaTtuBHo-MeToanveckas 6aza J10Y.

PernamenTtanus 1enonpon3BOACTBA BEETCA Cpa3y B HECKOJIBKUX HAMPABICHUAX:

-3aKOHOJIaTEJIBbHOE U MPABOE PETYIUPOBAHUE JEIONPOU3BOJICTBA;

-HOPMATUBHO-METOIUUECKOE PETYIMPOBAHUE IETONPONU3BOACTBA;

YHubukanus u crangapTu3anus J0KyMEeHTOB:

-rocynapctBenHbie ctanaaptsl (I'OCT);

-otpacinesbie cranaapTsl (OCT);

-KJ1accu(PUKaTOPHI.

K 3akoHOnmaTenbHBIM M MPAaBOBBIM aKkTaM B cdepe MHPOPMALUU U JTIOKYMEHTAIUH
OTHOCSITCSI:

-3akoHbI Poccuiickon denepannu;

-yKka3sbl U pacniopsixenus [Ipe3uaenra;

-IIOCTAHOBJICHUS U pacniopsikeHus [IpaButenbcTBa;

-IpaBOBbIE aKThl (hellepaibHbIX OPTaHOB HCIIOTHUTENBLHON BIACTH (MHUHHCTEPCTB,
KOMHUTETOB, CITY»O0, areHTCTB U Jp.) KaK OOIIECTBEHHOT'0, TAK U BEJOMCTBEHHOT'O XapaKTepa.

3aKOHBI ¥ IOCTAHOBJICHUS:

Koncrutynus Poccuiickoit ®enepanuu. [lpunsara 12 nexabps 1993 r.

Tpynosoii koaekc Poccuiickoit @enepanuu ot 30.12.2001 r. No 197-D3.

3axon Poccuiickoit ®eneparun ot 21.07.1993 1. Ne 5485-1 «O rocynapcTBEHHOM TaitHE
(B oc. pen.)

Oenepanbublii 3akoH Poccuiickoit ®enepanuu ot 27 utons 2006 r. Ne 149-03 «O6
uHdopmanu, THOOPMAITMOHHBIX TEXHOJOTHUAX U O 3aIUTE HHPOPMAITUNY.

®enepanbubiit 3akoH OT 10.01.2002 1. No 1-D3 «O06 3neKTpoHHON 1TU(POBON MOATUCKY.

OdenepanbHplii 3akoH Poccuiickoit @eneparuu ot 29 urons 2004 r. Ne 98-d3 «O
KOMMEPYECKON TaHEY.

[TocranoBnenue IIpaButenscTBa Poccuiickoin @enepannu ot 16.04.2003 r. Ne 225 «O
TPYAOBBIX KHIKKaX» H JIp.

CranmapTbl 1 UHBIE PYKOBOJSIINE JOKYMEHTHI

I'OCT P 6.30-2003. «YHupuuupoBaHHble CUCTEMbl JOKYMEHTAUU. Y HU(ULIHpOBaHHAS
crcTeMa OpPraHU3aIMOHHO-PACTIOPSIIUTENBHON ToKyMeHTauu. TpeboBaHus K 0(hOPMIICHHUIO
JTOKYMEHTOB.

I'OCT 51141-98. «/lenonpon3BoACTBO U apXUBHOE €70. TepMHUHBI U ONpeAeTeHUs»
zp.

B nacrosimee Bpemst paboTa MO ONTHMM3AIMH JTOKYMEHTAI[HOHHOTO OO0ECTICYCHHS
yIIPaBJICHUS TIPOIOJKACTCH.
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JIMCT

U3MEHEHHH paboueil yaueOHON MpOTpaMMBI 10 TUCIUTUINHE
OI1.06 loxymeHTaliuOHHOE O0ecnieyeHre YIIPaBJICHUS

]_—[OHOJ'IHeHI/I}I 1 NBMCHCHUA, BHOCHUMEBIC B pa6011y10 IporpaMmy JUCHOUILIIMHBI:

OcHoBaHMsI BHECEHUS Pasnen PII/I, B koTopslii BHOCsTCA | ConepaxaHne BHOCUMBIX
IOIOJHEHUHN U U3MEHEHUA JIOTIOTHEHUH, W3MESHEHHI
W3MEHEHUI
[Ipennoxenue
paboTomaTens
[Ipennoxenue Paznensr Nel.3, Nel.4, Ne2.1,
COCTaBUTECIIA No2.2, No2.3, No7.1
MIPOTrpamMMBI
[Hpyrue ocHOBaHus Paznen NoS. [lepeuens ocHoBHOM | OOHOBIEHUE IEPEUHS
U JIOMOJTHUTENIbHON y4eOHO JUTEPaTyphl
JUTEPATypPhl
—

A

Taxosckasa E.H.

CocraBuTeb: IIpCIioJaBaTciib

VYTBepkJieHa Ha 3aceJaHuu NpeIMEeTHOM (LIMKIOBOM) KOMHUCCHUU MPO(ecCHOHATbHBIX
JUCIHUIUIMH CIIENUATbHOCTH DKOHOMUKA U OyXTaJITepCKUi y4eT (110 OTpaciisim)

ITpotokon Ne 10 ot 25 mas 2022 ¢

3am. aupekropa o YP ¢unnana

Al T.A. Pe3yHenko

3aBeayroias CEKTOpoM OMOINOTEKH P

25 maa 2022 1.

/”j /
) S e /
/Y 27)/7 / JI. T. Coxonosa

W HxeHep-2/1eKTPOHMK
(mporpaMMHO-UHGOPMALIHOHHOE 00ECIICUEHHE
o0pa30BaTe/IbHOM MPOrpaMMBI)

25 maz 2022 1.

A.B .CMmeTanuH
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Penensusa
Ha pabouylo NMporpamMmy yueOHON JUCIUTUIUHBI
OI1.06 TokymeHTallMOHHOE 00€ecTieueHre yIpaBIICHUS
utst cierranbHoCcTH 38.02.01 DkoHOMHUKA U OyXTaNTepckuil yuéT (1o oTpacisim)

cpeoHe20 npogeccuoHaIbHO20 00PA306aAHUSA

Asmop npoepammer: Taxockas E.H. — mnpenogaBatens CIIO d¢umuana «Kyol'V» B
r.I'exenmxuke.

PabGouas mporpamma 10 JAaHHOM JUCUUIUIMHE pa3pabOTaHa B COOTBETCTBUHU C
TpeboBanusMu @DeepanbHOrO TOCYJAPCTBEHHOIO 0O0pPa30BAaTENIbHOTO CTaHJapTa CpPEIHETO
npodeccroHanbHOTr0 oOpazoBaHus 1o crenuanbHocT 38.02.01 DxkoHOMUKA B OyXTaaTepCcKui
y4€T (110 OTPACIISIM) M OTHOCUTCS K 0053aTeNIbHOM YacTH MPOTrpaMMbl IOJATOTOBKH CHELIMAIMCTOB
CpEIIHEro 3BEHA.

B crpykType mporpamMmbl TMOATOTOBKM CIEIUATNCTOB CpPEAHEr0 3BeHa y4yeOHas
muciuruinaa  OI1.06  JlokymeHTallmoHHOE  OOecriedeHHe  yNpaBlIEHUS  OTHOCUTCS K
npodeccuoHanbHOMY LIUKITY U SIBJIsETCS 001IenpodecCHOHATbHON TUCIUILITUHOM.

[TporpaMMoi AMCHUILTUHBI MPEIYCMOTPEHO TMPOBEACHUE MPAKTUUYECKUX 3aHATHH (B
obbeme 24 dvaca), IpOMEKYTOUHOH (hopMoil aTTectanuu sBisercs auddepeHIMpPOBaHHBIH
3ayer.

KonnuecTtBo 4acoB, BbIIENIEHHOE HAa OCBOEHUE Y4YEOHOW IUCIUIUIMHBI, TO3BOJIUT:
chopMHUpOBaTh Y 00yUarOIMUXCs HEOOXOAUMbIE TIPO(hEeCCHOHAIBHBIE W 00IIMe KOMIIETEHITUY;
MOJIYYUTh HEOOXOJMMbIC 3HAHMS M YMEHHUS, KOTOPhIE MOKHO MPUMEHSTh B JaJbHEHUIIIEM Ha
MPAKTHKE.

TemaTrueckuii mjiaH UMeeT ONTUMAIILHOE paclipe/ieJIeHUe YacoB MO0 pa3jesaM U TeMam
1o o4HOM (hopme 00ydeHMsI, B COOTBETCTBUU € yueOHBIM Mi1aHoM. Kaxk bl pa3aen nporpaMmbl
OTpaXkaeT TEMAaTHKy M BOMPOCHI, MO3BOJSIONIME, B MTOJHOM 00beMe, U3YUUTh HEOOXOIUMBIi
TeopeTndyeckuil Matepuai. [IpoBeaeHne NpakTUUECKUX 3aHATHI, TPEyCMOTPEHHBIX padoyeit
IPOrpaMMOM, MO3BOJISIOT 3aKPENUTh TEOPETUUECKUE 3HAHUSA, TPUOOPETEHHBIE IPU U3YUECHUU
JAHHOM AUCIUIUINHBI.

PabGoyass mporpamMma COJEPKHT HEOOXOJMMBIM OOBEM JIMTEPATYphl M HHTEPHET-
PECYPCOB ISl U3YUYEHHUSI TAHHOM TUCLUIIINHBI.

B umenom paspabGorannas pabouas mnporpamma yueOHoU mucturuimHbel  OI1.06
JlokyMeHTalnoHHOEe 00ecreueHue yrpaBiIeHNs aKkTyalbHa Ha COBPEMEHHOM 3Tarie B 00J1acTu
BBITIOJTHEHUSI KOHTPOJIBHBIX MIPOIEAYP W UX JOKYMEHTUPOBAHUS, MMOATOTOBKU U OPOPMIICHUS
3aBEepIIAIOLIUX MATEPUAJIOB 10 pe3yJbTaTaM BHYTPEHHETr0 KOHTpOJIs. M3ydueHne quCUIuIMHbI
crocoOcTByeT 3 (PEKTUBHOM U KaUeCTBEHHOM MOJITOTOBKE MOJIOJIBIX CHEIIUAIUCTOB.

Pa3zpaboranHas nporpamMMa yuyeOHON AUCIMUILTUHBI PEKOMEHIYETCS JIJIsl UCTIOIb30BaHUS
B yueOHOM MpoIiecce MpH MOAr0TOBKE 00yuaromuxcs mo cnenuanbHocT 38.02.01 DxoHoMuKa
u OyxranaTtepckuil yu€T (1o oTpacisim).

r
|

PenenzeHr:

DL |
Jupexrop OO0 «Ommepy QWS_;Q — | \B.B. BaiicOpon
nodwuam\ o
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Penensus
Ha padouyIo MporpaMMy y4eOHOM TUCHUTLITUHBI
OI1.06 lokymeHTallMOHHOE 00€eCIIeueHUE YIpaBICHUS
st cietasibHoCTH 38.02.01 DxoHOMUKA U OyXTanTepcKuid yuér (10 OTpaciisam)
cpenHero npogecCuoHaIbHOTO0 00pa30BaHUs

Asmop npoecpammer: TaxoBckas E.H.— mnpenomaBarens CIIO ¢unmana «Kyol'Y» B
r.I'exenmxuke.

PaGouass mporpamma Mo JaHHOW JUCHUUIUIMHE pa3paboTaHa B COOTBETCTBUH C
TpeboBanusaMu @DenepabHOrO TOCYJAPCTBEHHOIO 00pPa30BATENIbHOTO CTaHIapTa CpPEIHETO
npodeccuoHanbHOr0 oOpazoBaHus 1o crenuanbHocT 38.02.01 DkoHOMUKA B OyXTaaTepCKui
y4€T (110 OTPACIsIM) M OTHOCUTCS K 00s3aTE€NIbHON YaCTH MPOrpaMMBbI TOJAITOTOBKY CIEIUATNCTOB
CpEeIIHErO 3BEHA.

Conepsxanue pabouei mporpaMMbl Y4€OHOU AUCIUIIIIUHBI COOTBETCTBYET TPEOOBAHUSIM
®I'OC CIIO no cnenuanbHocty 38.02.01 DkoHOMUKa U OyxranTepckuil yuér (o otpacisam). B
COOTBETCTBUU C y4EOHBIM IUIAHOM TEMAaTUYECKUU TUIaH MMEET ONTHMAJIbHOE pacIpe/ielicHue
yacoB IO paszzaenaM M TeMaM. Kaxnplil pazaen mporpaMMbl OTpaskaeT TEMAaTHKy M BOIPOCHI,
MO3BOJISIIONINE, B TIOJHOM O0beMe, M3y4YUTh HEOOXOIMMBINM TEOpPETHUECKH MaTepual.
[IpoBeneHre MpaKkTUYECKUX 3aHATUN, MPETYCMOTPEHHBIX paboyeil MmporpaMMoi, MO3BOJISIIOT
3aKpENUTh TCOPETUUECKUE 3HAHUS, MPUOOPETCHHBIC TPH HU3YUYCHHH JAHHOW JAUCITUIUIMHBI.
PaGouast mporpamma cofiepkUT HeOOXOAUMBIH 00BEM JTUTEPATypbl U UHTEPHET-PECYPCOB ISt
W3y4YeHUs TaHHOW JUCIUTIIUHEI.

PaGouas nmporpamma yue6HOM auctumuinabl OI1.06 JlokymeHTaloHHOE oOecrieueHue
VIOpaBIIGHUsS aKTyallbHa Ha COBPEMEHHOM »JTame B oOmactu 00paboOTKM TMEepBUYHBIX
OyXrajaTepCcKUX JIOKYMEHTOB, CHOCOOCTBYET 3(P(EKTHMBHOW M KayeCTBEHHOM MOJITOTOBKE
MOJIOJIBIX CTICIIMATINCTOB.

Pa3zpaborannas mporpamma y4eOHOW JUCIUIUIMHBI PEKOMEHAYETCs Il UCTIOIb30BaHUs
B y4eOHOM TIpoliecce MpH MOAT0TOBKe oOydaromuxcs no cnenuanbHocT 38.02.01 DxoHOMEKA
U OyxranTepckuil y4€T (1o oTpacism).

PerieH3eHT:

O.B. 3aBruIeHKOBA

JHupexrop OO0 «Pomanixa
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