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1. MACIIOPT PABOYEM ITPOT'PAMMBbI YYEBHOM JUCHHUIIIUHBI
OI1.06 IokyMeHTAIIMOHHOE 00ecCleYeHHUEe VIIPABJICHU S

1.1. O6n1acTh NpUMeHeHHs TPOr PAMMBbI
PaGouas nporpamma yueOHo aucuumnunbl OI1.06 JJokymeHTanronHoe odecrieyeHue

YOPABJICHUS SIBJIETCSA YaCThIO MPOrPAMMBbI MOATOTOBKU CHEIHAIMCTOB CPETHETO 3BEHA B
cootBercTBUU ¢ PI'OC CIIO mno cnenuanbHocTd 38.02.01 DkOoHOMUKA U OyXTalTepcKui
y4eT (110 OTpaciisiM).

1.2. MecTo y4eOHO# JMCUUILIMHBI B CTPYKTYPeE MPOrpaMMbl MOAT0TOBKH
CIENHAINCTOB CPeIHEro 3BeHa
HNuctunnuaa OI1.06 JlokymeHTallmoHHOE OOECTieYeHHe YIpaBIEHUS BXOIUT B
npodeccuonanbHbiil yueOHsli muka (I1.OO) u otHOCHUTCS K 001IenpodeccuoHaIbHBIM
mucturmuaaM (OI1.00). [lns ocBoeHUs AUCIUIUTMHBI CTYACHTHI UCTIOIB3YIOT 3HAHUS,
YMEHUSI 1 HaBBIKH, CHOPMHUPOBAHHBIC HA TUCHIUIUINHE « DKOHOMUKA opranu3anum» (OK.11;
I[IK 2.6). Komnerenuuu, ¢GopMHUpyeMbIe 10 TMPEAMICCTBYIONEH JUCHUIUINHE H
HEO0OXOMMBIE TIPU U3YUYCHUH TUCHUIUIUHBI JJOKyMEHTallMOHHOE 00eCTIeUeHUE YIIPaBICHHUS:
OK.11. Hcrnonp3oBaTh 3HaHUS MO (PUHAHCOBOW TPaMOTHOCTH, TUIAHHUPOBATH
MpEANPUHUMATEIBCKYIO IEITEIIBHOCTH B MpodeccuoHaabHOl chepe;
[1K 2.6. OcymiectBasTh cO0p UHPOpMALMK O IEATETbHOCTH 00BEKTa BHYTPEHHETO
KOHTPOJISI TI0 BBITIOJTHEHUIO TPEOOBaHUN MPaBOBOM M HOPMATHUBHOW 0a3bl U BHYTPEHHUX

PCTIIAaMCHTOB,
Wnne B pesynbTare n3ydeHus: yueOHON TUCHUILTHHBI O0Y4YarOIHecs T0DKHbBI
Ne KC Conepxanue
II. | KOMI | KOMIETEHINH HIMETD
N 3HaTh YMETh MPAKTUIECKUI OMBIT
m. | ereHn | (wiau e€ 4acTh)
. (BmageTn)
1 OK11 | HUcnons3oBaTs OCHOBBI NIpeIIPUHIMATENIBCKON | BBIABIATH TOCTOMHCTBA U
3HAHUSA IO JeSITeTbHOCTH; OCHOBHI | HEOCTaTKH
(buHAHCOBOI (huHAHCOBOI TPaMOTHOCTH; | KOMMEPYECKOU ujiew;
TPaMOTHOCTH, mpaBmiia pa3paboTku Ou3HecC- | Mpe3eHTOBaTh uneu
IUTAHUPOBATh IUIAHOB, MOPSIZIOK | OTKPBITHS ~ COOCTBEHHOI'O
MPEANPUHUMAT | BBICTpaWBaHUS  TpE3CHTANWM; | Aena B IpodeCcCHOHATBHOM
eJIbCKYIO KpenuTHbBIE 0aHKOBCKHE | NIEITENIbHOCTH; O(OPMIISITH
JeSITETBHOCT B | MIPOXYKTHI Ou3Hec-TUIaH;
npodeccronan paccuuThIBaTH  pa3Mephl
BHOU cepe BEIIJIAT IO MPOIICHTHBIM
CTaBKaM  KPEIUTOBAHWS,
OTIPENIeIIATh
WHBECTUIIOHHYIO
MIPUBJIEKATEIHHOCTD
KOMMEpUYECKHX HIEH B
pamKax
npodeccroHaATbHOM
NIeSITETbHOCTH;
MIPE3EHTOBATh Om3Hec-
1791 (910K OTIPENIeNATh
HUCTOYHUKHA
(hmHAHCHpPOBAHUSA
IIK OcymectBiares | Meromsr coopa mH(popMmarmu o | [IpoBoxuth coop | B BBIITOJITHEHUH
2.6 coop JESITENBHOCTU obbekTa | mHpOpMALUH 0 | KOHTPOIBHBIX
nHpopManMKM O | BHYTPEHHET0  KOHTPOJS IO | AESTEIBHOCTH o0BeKTa | mpouexyp H  HX
JEATENTBHOCTH | BBITIOJTHEHHIO TpeOOBaHWI | BHYTPEHHETO KOHTPOJIS 0 | JIOKYMEHTHPOBAHUH
00BeKTa MIPaBOBOW ¥ HOPMATHBHOM 0a3bl | BBIMOJIHEHUIO TPEOOBAHUH
BHYTPCHHETO Y BHYTPEHHUX PETrIaMEHTOB NPaBOBOH W HOPMATHBHON




WHune B pesynbrare uzydeHus yaeOHON AUCIUIDTHHEI 00YJaIOMIAECs TOKHBI

Ne KC Conepxanue

UMETh
II. | KOMO | KOMIETCHIUH N
; 3HAThH YMETb MPAaKTHYECKUH OTBIT
m | ereHn | (wnu e€dacTn)

(BameTn)

un

KOHTPOJIS 110 0a3el W BHYTPCHHHUX
BEITIOJTHCHHTO periaMeHToB

TpeOoBaHUIA
MPaBOBON U
HOPMAaTHUBHOM
6a3bl 1
BHYTPCHHHUX
perjiaMeHTOB

N3yyenne  mucuumuivHbl — «JlOKyMEHTalMOHHOE  OOeclieYeHHe  yIpaBIICHUS»
npenBapser u3yudeHue aucuuiuinHbl - «IIpaBoBOoe oOecneueHne mnpodeccuoHanbHOU

JACATCIIBHOCTH).

1.3. Heau 1 3ag0a4u y4eOHOM JUCHUIIMHBI — TPEOOBAHMA K pPe3y/ibTAaTaM OCBOCHHUSA
AUCHMIIINHBI

B pesynbprare ocBoeHuUs yueOHON JUCITUTIIIMHBI 00YUYarOIINIICS JOMKEH

3HaTh:
-OCHOBBI MTPEIIPUHUMATEIECKOH IEATEIEHOCTH;
-OCHOBBI (PIHAHCOBOW TPAMOTHOCTH;
-TIpaBUIIa pa3paboTKu OM3HEC-TIAaHOB;
-TIOPSII0K BBICTPAaWBAaHUSI PE3CHTALINY;
-KpeIuTHbIe OAHKOBCKUE TIPOIYKTHI;
-o01re TpeOboBaHus K OyXraJTepCKOMY YUETy B YACTH JOKYMEHTUPOBAHUS BCEX
XO35IMCTBEHHBIX JEUCTBUM U ONICpaALIUK;
-TIOHSTHE TIEPBUYHOMN OyXranTepcKkoi T0KyMEeHTaI1H;
-onpeieleHe MePBUYHBIX OyXralTepCKUX JOKYMEHTOB;
-popMBI TIEPBUYHBIX OyXTaJITEPCKUX JOKYMEHTOB, COJEpXalluX 00s3aTeIbHbIC
PEKBHU3UTHI IEPBUYHOTO YYETHOTO JJOKYMEHTA;
-TIOPSIZIOK  TIPOBENIEHUSI TPOBEPKU TMEPBUYHBIX  OyXTajdTepCKUX JIOKYMEHTOB,
(dhopMaIbHOM MPOBEPKHU TOKYMEHTOB, MPOBEPKH T10 CYIIECTBY, apU(PMETUUECKOI POBEPKHU;
-IIPUHIUIIBL ¥ IPU3HAKY TPYIIUPOBKU MEPBUYHBIX OyXTalITEPCKUX TOKYMEHTOB;
-TIOPSIIOK TPOBEACHUSI TAKCUPOBKU M KOHTHUPOBKHU TEPBUYHBIX OYXTalTEPCKUX
JIOKYMEHTOB;
-TIOPSIIOK COCTABJICHUS PETHCTPOB OYXTalTepCKOro yueTa;
-TIpaBUJIa U CPOKU XPaHEHUS IEPBUYHON OyXTalTepCKOM TOKyMEHTAIIHH;
-MeTobl cOopa MHPOPMALIMU O NIEATEIHLHOCTH 00BEKTa BHYTPEHHETO0 KOHTPOJS IO
BBITIOJTHEHUIO TPeOOBAaHUH MTPABOBOM U HOPMATUBHOM 0a3bl U BHYTPEHHUX PETTIAMEHTOB;
-[IOPSAJIOK COCTABIICHUS CIMYUTENBHBIX BEIOMOCTEH B OyXrajaTepuu U yCTaHOBIICHUE
COOTBETCTBHSA JJAHHBIX O (PaKTUUECKOM HAJTMYMH CPEJICTB JAHHBIM OyXTajTepCcKOro ydera
-IIPOLIEAYPY COCTABJICHUS aKTa [0 pe3yJibTaTaM WHBEHTapU3alluy;
-TpeOOBaHUs K OyXTaJITePCKO OTYETHOCTH OPTraHU3AIINH;
-COCTaB U cojiepkanue GopM OyXTranTepcKoil OTYETHOCTH;
-Oyxrajirepckuii 6amaHCc, OT4eT O (PMHAHCOBBIX Pe3yJIbTaTax Kak OCHOBHbBIE (DOPMBI
OyXraJiTepcKoil OTYETHOCTH;
-METOJIbl TPYNIHPOBKU U TEPEHECEHUs] 000OUICHHON yueTHOW MH(pOpMAIH U3
000pOTHO-CATBIOBON BEJOMOCTH B (POPMBI OyXTranTepcKoil OTYETHOCTH;



-IIPOLIEYPY COCTABJICHUS MPHIOKEHUN K OyXTraJITepCKOMY OallaHCy U OTYETY O
(hMHAHCOBBIX pe3yybTaTax;

-MIOPSAJIOK OTPAKEHUS] U3BMEHEHUH B YUETHOM MOJIUTHUKE B LIEJIIX OyXraaTepcKoro
y4eTa;

-MIOPSIIOK  OpraHU3alMM  TOJMYYEeHHS ayJUTOPCKOTO 3aKJIIOYEHUs B  Clydae
HEOOXOIUMOCTH;

CPOKH MPEJICTABJICHUS OyXTalITepCKON OTYETHOCTH;

-MpaBWJIa BHECEHUsI UCIpaBIEHUNW B OyXraaTepcKyld OTUYETHOCTh B Clydae
BBISIBJICHUS HETIPABWJIBHOTO OTPaXKCHUS X035UCTBEHHBIX OINEpaInii;

-Mexynapoanbsie ctanaapTsl puHaHcoBoit otueTHOCTH (MCDO) u JupeKTUBsI
EBpomnetickoro Coo01iiecTBa 0 KOHCOJIUIUPOBAHHON OTYETHOCTH;

B pesynbrare ocBoeHust yueOHON JUCITUTIIIUHBI 00YUYaIOIINIICS JOMKEH

Ymersb:

-BBISIBJISITH JIOCTOUHCTBA u HEJIOCTATKH
KOMMEPYECKOUN UIEH;

-IPE3€HTOBAaTh UAEH OTKPBITUS COOCTBEHHOTO Jeila B  NIpodecCHOHATBLHOM
NEeSTeTbHOCTH;

-ohopMIIsTE OM3HEC-TIIaH;

-pacCcUMTHIBATh pa3MePhl BHITUIAT MO MPOIICHTHBIM CTaBKAM KPEAUTOBAHUS;

-OTpeCISITh MHBECTUIITMOHHYIO TTPUBJIEKATEIIBHOCTh KOMMEPUYECKUX UJCH B paMKax
npo¢eCCHOHATBHOMN JACSITEIHHOCTH;

-NIPE3eHTOBATh OM3HEC-UJICIO;

-OMpeiesTh UCTOYHUKU (PUHAHCUPOBAHMUS;

-IPUHUMATh IPOU3BOJILHBIE NEpPBUYHBIC OyxraiaTepckue JIOKYMEHTHI,
paccmaTpuBaeMble Kak MMCbMEHHOE JI0Ka3aTeIbCTBO COBEPIICHUS X035HCTBEHHONONIEpaliuu
WIH TIOJTy4eHHE pa3pelieHus Ha ee MPOBEICHUE;

-IPUHUMATh MIEPBUYHBIE OYXTalNTEepPCKUE TOKYMEHThI Ha OyMaKHOM HOCUTENE U (MIIK)
B BU/JIE DJIEKTPOHHOT'O JOKYMEHTA, MOAMMCAHHOTO AJIEKTPOHHON MOAMKUCHIO;

-IPOBEPSITh HAJIMYKWE B MPOU3BOJBHBIX IMEPBUYHBIX OYXTaNTEPCKUX JIOKyMEHTaX
00s13aTeNbHBIX PEKBU3UTOB;

-POBOJIUTh  (DOPMAJIbHYI0 TIPOBEPKY JOKYMEHTOB, IIPOBEPKY TIO CYIIECTBY,
apuQMETHUECKYIO POBEPKY;

-IPOBOJIUTH TPYNIUPOBKY TEPBUYHBIX OYXTalNTEPCKUX JIOKYMEHTOB 1O pSAy
PU3HAKOB;

-IPOBOJIUTH TAKCUPOBKY ¥ KOHTUPOBKY MEPBUYHBIX OYXTaNTEPCKUX TOKYMEHTOB;

-OpraHu30BbIBAThH JOKYMEHTOO0O0POT;

-pa30uparbcsi B HOMEHKIIATypE JIelT;

-3aHOCUTDH JJaHHBIE TIO CTPYNITUPOBAHHBIM JIOKYMEHTaM B PErHCTPbI OyXTalTepCKOTo
y4era;

-TiepeaBaTh MEPBUUHbIE OyXTalTepCKUE JOKYMEHTHI B TEKYIIHN OyXraaTepcKuit
apXuB;

-riepeiaBaTh NMEPBUYHbBIE OyXTaiTepcKue MOKYMEHTHI B MOCTOSIHHBIH apXuWB TIO
WCTEUEHUH YCTAHOBJIEHHOTO CPOKA XpaHEHNS,

-UCTIPABIISITH OLIMOKHU B TIEPBUYHBIX OYXTalNTEPCKUX JOKYMEHTAX;

-IOKyMEHTalIbHOe ~ OdOpMJICHHE  TIOCTYIUICHHSI M pacxoia  MaTepuajbHO-
MIPOU3BOJICTBEHHBIX 3aM1aCOB;

-POBOJIUTH cOOp MHQOPMAITNH O ACITEILHOCTH 00BEKTAa BHYTPEHHETO KOHTPOJIS 110
BBITIOJTHEHUIO TPeOOBAaHUH MTPABOBOW M HOPMATUBHOM 0a3bl U BHYTPEHHUX PETJIAMEHTOB;

-COCTAaBJISITh aKT IO pe3yJbTaTaM UHBEHTAPU3ALIY;



-COCTABJISITh CIMYUTENIbHbIE BEJOMOCTH M YCTAHABIMBAaTh COOTBETCTBHE JIAHHBIX O
(bakTUYECKOM HAJIMYUU CPEJICTB JaHHBIM OyXTaJITEPCKOTO y4eTa;

-BBIIIOJIHATH KOHTPOJIbHBIE IPOLEAYPHI U UX TOKYMEHTHPOBAHUE, TOTOBUTH U
oG OopMIIITH 3aBEpIIAIOIINE MATEPUAIIBI IO PE3YJIbTATAM BHYTPEHHETO KOHTPOJIS;

-3aKpbIBATh OyXTaJITEPCKUE PETUCTPBl W  3allOJHATH (OpPMBI  OyXrajaTepcKoi
OTYETHOCTH B YCTAHOBJICHHBIE 3aKOHO/IATEIBCTBOM CPOKH;

-yCTaHaBJIMBATh UJACHTUYHOCTD MTOKa3aTeseil OyXralTepcKkux OTYETOB;

-0CBauUBaTh HOBbIE (POPMBI OYXTaNTEPCKOW OTYETHOCTH;

-aIalITUPOBaTh Oyxrantepckyro (puHaHCOBYI0) oT4yeTHOCTH Poccuiickoit deneparuu
K MexayHapoIHbIM cTaHaapTaM (PUHAHCOBON OTYETHOCTH;

B pesynbprare ocBoeHus yueOHON AUCITUTIIMHBI 00YUYaIOIINIICS JOKEH UMETh

IIpakTH4ecKkmii ONbIT:

-B JOKyMEHTUPOBAHUU XO3UCTBEHHBIX ONEpaluil U BEJCHUH OyXIajlTepCcKOro ydera
aKTHBOB OpraHU3allNM;

-B BBIIIOJIHEHUH KOHTPOJIBHBIX MPOLEAYP U UX JOKYMEHTUPOBAHUH;

-B  NOJArOTOBKE O(GOpPMIIEHHS 3aBEpIIAIOIIMX MaTepHalioB IO  pe3yJjbTaTam
BHYTPEHHETO KOHTPOJIS;

-B COCTaBJIEHUU Oyxrantepckoil (prUHAHCOBOM) OTYETHOCTU 1O MeKIyHapOIHBIM
cTaHjapTam (UHAHCOBOW OTYETHOCTH;

-B YYaCTHH B CYETHOM MPOBEpKE OyXTralITepCKOl OTYETHOCTH.

MaxkcumanpHas yueOHast Harpy3ka oOydarolierocst 48 4acoB, B TOM 4HCIIE:
- 00s13aTeNbHAs Ay IMTOpHAs yueOHast Harpy3ka oOydarorierocs 48 4acos.

1.4. IlepeyeHb MIAHMPYEMBIX Pe3yJIbTATOB 00yUYeHHS MO JUCHUILIMHE (MepeYyeHb
(popMupyeMBbIX KOMIIETEH W)

VYyamuiics nomkeH o6iagaTh OOUIMMHU KOMIIETEHUHMSMHM, BKIIOYAIONIMMHU B cels
CIIOCOOHOCTb:

OK.11. Hcnonw3oBaTh 3HaHUA 1O (UHAHCOBOW TPAMOTHOCTH, IIJIAHUPOBATH
IpeITPUHUMATENBCKYIO JIeATEeIHHOCTh B TpodecCHOHANIbHOM cdepe;

VYyamuiics ~ A0DKeH — 00Janarth npodeccHOHANbHBIMU ~ KOMIIETEHIUSIMH,
BKJIIOUYAIOLIUMU B ce€0s1 CTOCOOHOCTb:

ITIK.1.1. O6pabaTeIBaTh MEPBUYHBIE OYXTAITEPCKHUE TOKYMEHTHI;

[TK.2.6. OcymectBiarhk cOop MHGOpPMALUU O AEATEILHOCTH OObEKTa BHYTPEHHETO
KOHTPOJISI TI0 BBIMOJTHEHHIO TPeOOBAaHUN MPABOBOW M HOPMATUBHOW 0a3bl M BHYTPEHHUX
pETIIaMEHTOB;

[1K.2.7.BBINONHITH KOHTPOJBHBIE MPOLEAYPHl U UX JTOKYMEHTHPOBAaHUE, TOTOBUTH U
oG OpMIISITH 3aBEPIIAIOIINE MATEPUAIBI TIO PE3yJIbTaTaM BHYTPEHHETO KOHTPOJIS;

[IK.4.2. CocraBnsate (opmbl Oyxranrepckoid ((pUHAHCOBOW) OTUYETHOCTH B
YCTAHOBJICHHBIE 3aKOHOJATEILCTBOM CPOKHU.

B pesynbrare u3yueHus: y4eOHOM AUCIUILTUHBI 00ydaroIInecs
e rexc Conepxanne ) JIOJDKHBI
S [P Sv— KOMITETEHITNH (WITH e NMmerhb }
JacTH) 3HATH yMeTh NPaKTUYeCKUil
ONBIT

1. OK 11 Hcnonw3oBaTh 3HAHUS OCHOBBI BrrsBasats

110 (PMHAHCOBOH TIPEIPUHIMATENBCKON | TOCTOMHCTBA H

TPaMOTHOCTH; JIEATEILHOCTH; OCHOBBI | HEIOCTATKH

IUTAHUPOBATh (hrHAHCOBOI KOMMEPIECKOM

MIPEIPUHIMATENBCKYIO | TPaMOTHOCTH, TIPaBUIIA | WICH; TIPE3EHTOBATh

JIEATEILHOCTD B paspabotku OuzHecC- WU OTKPBITHSA

podeCCHOHATFHON IDTAHOB; TIOPSIOK COOCTBEHHOTO JIeJia




B pe3ynbrare n3ydeHus: y4eOHOW TUCIUILINHEI 00yJaloIunecs

Ne Munexe KOMI‘E;(;{C[SIII)IX;IE/III?I//II?H/I eé S Nmetnh
ILIL. | KOMIETEHINN
4acTH) 3HATh yMeThb MPAKTHY eCKHIii
OnbIT
cepe BBICTPAUBaHU B
TIpe3eHTaINY; npoeccroHaEHOM
KpEIUTHBIC JIeATeNIbHOCTH;
0aHKOBCKHE POJIYKTHl | 0OpMIISTH OM3HEC-
TUIaH; PaCCUUTHIBATH
pa3Mepsbl BBITLUIAT 110
MPOLEHTHBIM
CTaBKaM
KPEIUTOBAHMUS;
OTPEeENSATh
WHBECTHIIOHHYIO
TIPUBJIEKATENBbHOCTD
KOMMEPYECKUX HieH
B paMKax
npodeccroHaTbHOM
JIeATeNIbHOCTH;
NPE3EHTOBATh
OM3HEC-UJIEIO;
OIIPENENATD
HUCTOYHUKHU
(uHaHCHpOBaHUS
2. K11 OOpabatbiBaTh OOmmme TpeboBanust k| [IpuHUMATH B
NEPBUYHBIE OyXranTepcKkoMy y4eTy | IPOU3BOJIbHBIE JIOKyMEHTHPOBAHUH
OyxranTepckue B YaCTH HepPBUYHbIE XO3SIHCTBEHHBIX
JOKYMEHTBI JOKYMEHTHUPOBaHUS OyxranTepckue ornepauui 1
BCEX XO3AHCTBEHHBIX JOKYMEHTHI, BEJICHUH
JICICTBUI U Ollepalyii; | paccMaTpUBaeMble OyXxrajarepckoro
HOHATHE NIEPBUYHON KaK IMICbMEHHOE y4eTa akTHBOB
OyxranTepckoii JI0Ka3aTeIbCTBO OpraHu3aLix
JOKYMEHTAIHH; COBEPLICHHS
olpeencHue XO3SIMCTBEHHOU
HEePBUYHBIX olepaLyy Win
OyXraJiTepcKux MOTy4YeHUe
JOKYMEHTOB; paspelieHus Ha ee
(OpMBI IEPBUYHBIX IPOBEJCHHE;
OyXranTepcKux IPUHIMATh
JOKYMEHTOB, HIepPBUYHbIE
COZIepIKAIIUX Oyxranrepckue
o0s3aTeNnbHbIC JOKYMEHTHI Ha
PEKBU3HUTHI OymMakHOM
TIEPBUYHOTO YIETHOTO | HOCHTEINE U (WIIN) B
JOKYMEHTA; BUJIE DJICKTPOHHOTO

TIOPS/TOK TIPOBEICHUS
MIPOBEPKH IIEPBUYHBIX
OyXranTepcKux
JOKYMEHTOB,
(hopmaIbHOM IPOBEPKH
JOKYMEHTOB, IIPOBEPKU
IO CYIIECTRY,
apudmMeTnaecKon
TIPOBEPKH;

MIPUHIMIIBL U TPA3HAKH
TPYIITUPOBKH
TIePBUYHBIX
OyXranTepcKux
JIOKyMEHTOB;

TIOPSZIOK TIPOBEICHUS
TaKCHPOBKH H

JIOKyMEHTa,
TIOATINCAHHOT O
3JIEKTPOHHOU
MOATINCHIO;
MIPOBEPSATH HATIIHE
B IIPOM3BOJIBHBIX
MIEPBUYHBIX
OyXxranTepcKkux
JIOKyMEHTax
00s13aTeNNbHBIX
PEKBH3HTOB;
TIPOBOJIUTH
(hopmanbHyIO
MPOBEPKY
JIOKyMEHTOB,
MIPOBEPKY 110




ILII.

Wnnexc
KOMIICTEHITUH

Conepxxanue

KOMTETEHINH (TH €

4acTH)

B pe3ynbrare n3ydeHus: y4eOHOW TUCIUILINHEI 00yJaloIunecs

JOJI?KHBI

3HAThb

yMeThb

HNmetn
NPAKTHYECKUH
ONBIT

KOHTHPOBKH
MIePBUYHBIX
OyXranTepcKux
JIOKYMEHTOB;

TOPSITOK COCTABJICHHS
pErucTpoB
OyXranTepcKoro yJera;
TpaBHIIa H CPOKU
XpaHeHUsI TIePBUYHOM
OyXTraJITepCKOit
JIOKYMEHTAIIHH.

CYILECTBY,
apru(pMeTHIECKYIO
MPOBEPKY;
TPOBOJIUTH
TPYIITUPOBKY
MEePBUYHBIX
OyXrantepcKux
JIOKYMEHTOB TIO PSIIY
TPH3HAKOB,;
TPOBOJIUTH
TaKCHUPOBKY H
KOHTHUDPOBKY
MEePBUYHBIX
OyXrantepckux
JIOKYMEHTOB;
OpraHH30BHIBATh
JOKYMEHT0000pOT;
pa3bupatbes B
HOMEHKJIaType Je;
3aHOCUTH JTAHHBIC I10
CIPYINIIAPOBAHHBIM
JIOKyMEHTaM B
PETUCTPHI
OyXranTepcKkoro
y4era;

nepenaBaTh
HepPBUYHbIE
Oyxrantepckue
JOKYMEHTHI B
TEKYIIMH
Oyxrantepckuit
apXuB,;

nepenaBaTh
HIepPBUYHBIE
Oyxranrepckue
JOKYMEHTHI B
[IOCTOSIHHBIA apXUB
TI0 UCTEYCHUH
YCTaHOBJICHHOTO
CpOKa XpaHeHHS;
UCTIPABIIATEH OMINOKU
B TIEPBUYHBIX
OyXxranTepcKux
JOKYMEHTaX;
JOKYMEHTAIIbHOE
oopmierme
TIOCTYIUICHUS 1
pacxona
MaTepHatbHO-
TIPOM3BOJICTBEHHBIX
3aIacos.

IK 2.6

OcymecTBIATE cOOp
nHPOPMAIIIH O

JACATCIIBHOCTH 00BeKTa
BHYTPCHHCT O KOHTPOJIA

T10 BBITTOJTHEHUIO
TpeboBaHMI NpaBOBOH

¥ HOPMAaTHUBHOH 0a3bl U

Mertons! coopa
nHpOPMAIIAHT O
JeATeNFHOCTH 00bEKTa
BHYTPEHHETO KOHTPOJIS
TI0 BBITIOTHEHUIO
TpeboBaHMi1 MpaBOBOH
¥ HOPMaTUBHOH 0a3bl 1

IIpoBoguTs cHop
nHPOPMAIIH O
JIeATEbHOCTH
o0BeKTa
BHYTPEHHETO
KOHTPOJISI 1O
BBITTOJTHEHHIO

B Brmonnernn
KOHTPOJIBHBIX
MpOLEAYp U UX
JIOKyMEHTHUPOBaHUHU
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B pe3ynbrare n3ydeHus: y4eOHOW TUCIUILINHEI 00yJaloIunecs

Ne Mpexc KOMI‘E;(;{C[SIII)IX;IE/III?I//II?H/I eé S Nmetnh
ILIL. | KOMIETEHINN
4acTH) 3HATH yMeThb MPAKTHY eCKHIii
ONBIT
BHYTPEHHUX BHYTPEHHUX TpeboBaHMi
periiaMeHToB periiaMeHToB MPaBOBOU H
HOPMaTHBHOH 0a3bl
Y BHYTPEHHHX
perilaMeHTOB
4, IIK 2.7 BEImonHsaTh ITopsinok coctaBnenuss | CocTaBiATh akT MO B BrImonneHnun
KOHTPOJIbHBIE CIIMYUTEITBHBIX pe3ysibTatamMm KOHTPOJIBHBIX
IpoLenypsl U UX BE/IOMOCTEH B WHBEHTapH3aIIHN; TpOLEYp U UX
JIOKyMEHTHUPOBaHUE, Oyxranrepuu U COCTaBJISITh JIOKyMEHTHPOBaHHH;
TOTOBHUTH U ODOPMIISITH | YCTAHOBIICHHE CIINYUTENbHBIE B TIO/ITOTOBKE
3aBepIIarome COOTBETCTBHS IaHHBIX | BEIOMOCTH H oopmuteHHst
MaTepualibl 110 0 (paKTHIECKOM yCTaHaBJIMBATh 3aBepIIAIONINX
pe3ynbraram HaJIMYUH CPEJCTB COOTBETCTBHE MaTepHaJIOB I10
BHYTPEHHETO KOHTPOJIS | JaHHBIM JIAHHBIX O pe3ynbTaram
OyXrantepckoro yuera; | (pakTH4ecKOM BHYTPEHHET'O
poUenypy HaJIMYUH CPEJICTB KOHTPOJIS
COCTaBJICHHS aKTa Mo JIAHHBIM
pe3ysibTaTtam OyXraiarepckoro
HWHBCHTapHU3alun y4€Ta; BBIIIOJIHATH
KOHTPOJIbHBIC
Mpoueaypsl U NX
JIOKyMEHTHUPOBaHHE;
TOTOBUTH U
ohopMIISTH
3aBepIIaIoNHe
MaTepHabl 0
pe3yabTaTam
BHYTPEHHETO
KOHTPOJIA
5. K 4.2 CoctaBnsth (HOpMBI TpeboBanus k 3aKkpbIBaTh B cocraBnennu
Oyxranrepckou Oyxranrepckon Oyxranrepckue Oyxranrepckoi
(puHaHCOBOI ) OTYETHOCTH PETHCTPHI U (punancoBoit)
OTYETHOCTH B OpraHU3aLHy; 3aI0HATH (POPMBI OTYETHOCTH 10
YCTaHOBJICHHBIE COCTaB U COfIep)KaHue | OyXranTepckon MexayHapOaHBIM
3aKOHOZIATENECTBOM ¢dopM OyxranTepckoll | OTYSTHOCTH B CTaHgapTam
CPOKH OTYETHOCTH; YCTaHOBJICHHBIE (buHAHCOBOM
OyxranTepcKui 3aKOHO/IATEIECTBOM | OTYETHOCTH; B
OaaHc, OTYET O CpOKH; Y4YaCTHU B CYETHOU
(MHAHCOBBIX yCTaHaBIIMBAThH NPOBEpKe
pe3yabpTaTax Kak UIICHTHYHOCTD OyxranTepckoi
OCHOBHBIE ()OPMBI ToKa3aresei OTYETHOCTH
Oyxrantepckoit OyXxranTepcKkux
OTYETHOCTH; OTYETOB; OCBAUBAThH

METO/IBI TPYIITUPOBKH
1 TIEPEHECCHUS
00001IIeHHOH yaeTHOH
“HPOPMAINH U3
000pPOTHO-CaITBI0BOM
BEJIOMOCTH B (POPMBI
OyxranTepcKoit
OTYETHOCTH;
NpoLeaypy
COCTaBJICHHSA
MIPUIIOKEHUN K
Oyxranrepckomy
GayaHCy U OTYETY O

HOBEIE (DOPMBI
Oyxranrepckoit
OTYETHOCTH;
aJanTHPOBATh
OyXTalTepCcKyro
(dpuHAHCOBYIO)
OTYETHOCTh
Poccniickoi
denepanuu K
MexayHapoaHbIM
CTaHmapTam
(uHAHCOBOI
OTYETHOCTH
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B pe3ynbrare n3ydeHus: y4eOHOW TUCIUILINHEI 00yJaloIunecs

Ne Hrnexe KOMI'E;(;{C[SIII)IXI;IE/III?/I/II?II/I eé B HNmetn
ILIL. | KOMIETEHINN
4acTH) 3HATH yMeTb NMPaKTHYeCcKui
ONBIT
(hMHAHCOBBIX
pe3ynbTarax;

TIOPSIZIOK OTPasKEHUS
W3MEHEHUH B y4eTHON
TIOJINTHKE B LIEIAX
OyXTajTepcKoro y4era;
MOPSIIOK OpTaHU3aIAN
TOJTY4eHHUS
ayAUTOPCKOTO
3aKIIIOYEHHUS B CiIydae
HEO0OXOIUMOCTH;
CPOKH TIPEJICTABIICHUS
Oyxrantepckon
OTYETHOCTH;

NpaBUJia BHECEHHS
WCTIpaBlIeHUI B
OyXTaJITePCKYIO
OTYETHOCTH B Clly4ae
BBISIBJIICHUA
HCTIPABUJIBHOT'O
OTpaXKEHHs
XO034MCTBEHHBIX
onepanmii;
MEXIyHapOHbIC
CTaHJAPTHI
(uHaHCOBOI
otuetHocTH (MCDO)
u JIMpeKTuBbI
EBpomnelickoro
CoobiecTBa 0
KOHCOJIMAUPOBaHHOU
OTYETHOCTH.

2. CTPYKTYPA U COAEP KAHUE YYEBHOM JUCIHUATIJINHBI

2.1. O0beM y4eOHOI AUCIUNJIMHBI M BUAbI YUeOHOH padoThI

. Bcero Cemectp

Bun yaeOHoM paboThI 4ACOR 5
AynauTOpHBIE 3aHATHS (BCEro) 48 48
B Tom uucne:
3aHATHSA JIEKIIMOHHOTO TUIIA 24 24
MPAKTUYECKHUE 3aHATHUS 24 24
nabopaTtopHbIe 3aHATHS
Bun npomexxyTouHOM aTTecTanuu b depeHInPOBaHHBIN

3a4yeT

OO1ast TpyA0eMKOCTh 48 48
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2.2. Crpykrypa aucuuniannbl OI1.06 JlokyMeHTallMOHHOE o0ecnievyeHne ynpaBJeHus
KomnniecTBo ayIuTOPHBIX YacoB
T [Mpaktuueckne | CamMocTosATENbH
HaumeHoBaHUe pa3/iesioB u TeM COPETHHE " as pabora
Bcero CKoe
nabopaTopHble | CTYyIEHTa (dac)
o0yucHHe
3aHSITHS
Paznen 1. JlokymeHTHpOBaHME 20 10 10
Tema 1.1. JlokyMeHTaInMOHHOE OOECIICUCHHE 16 8 8
YIpaBIICHUS: TIOHATHE, COIEPIKAHNE U ITAIbI
pa3BUTHS
Tema 1.1.1. IToHsATHE TOKYMEHTAIMOHHOTO 4 2 2
obecrieueHus yIpaBlIeHUs
Tema 1.1.2. JIokyMEHTHI U TIOKyMEHTHPOBaHUE 4 2 2
Tema 1.1.3. YHubUKAIMS 1 CTaHAAPTH3ALINA 4 2 2
JIOKYMEHTOB. Y HU(DUIIUPOBAHHBIE CHCTEMBI
JIOKYMEHTAIIUH
Tema 1.1.4. YauduumpoBanHas cucrema
OpraHU3alMOHHO-PACHIOPA IUTETBHOMN 4 2 2
noxkymenTaruu (Y COP/I). @opmymsip-obpasert
OP/I. PexBU3UTHI U OJIAHKH
Tema 1.2. Odopminenne OPJ] 4 2 2
Tema 1.2.1.IIpaBuna oopMIIeHHS OCHOBHBIX
BUJI0OB OPraHU3alMOHHO-PACIIOPAIUTEIBHBIX 4 2 2
nokymeHToB. [IpaBuna odopmiieHus U BbIIaun
KOIHI TOKYMEHTOB
Paznen 2. Opranuzanust paboThl ¢ JOKyMEHTaAMU 28 14 14
Tema 2.1. JlokymeHTOOOOpOT 12 6 6
Tema 2.1.1. Ciyx0a IOKyMEHTAIHOHHOTO 4 2 2
obecrieueHus yrpaBieHUs
Tema 2.1.2. Opranuzanusi npueMa, paccCMOTPEHHS, 4 2 2
PETHCTPALMU U UCIIONHEHUS TOKYMEHTOB
Tema2.1.3.MabOopMallMOHHO-CIIPABOYHAS
pabora. KOHTpOJIb UCITOTHEHUST JOKYMEHTOB. 4 2 2
Opranu3anoHHasi OTIpaBKa HCXOISIINUX
JIOKYMEHTOB
Tema 2.2. XpaHeHne TOKyMEHTOB 8 4 4
Tema 2.2.1. Opranu3zaiusi ornepaTUBHOTO 4 2 2
XpaHeHUs1 JOKyMeHTOB. HoMeHKIaTypa nein
Tema 2.2.2. DxcrniepTu3a EHHOCTH JIOKYMEHTOB. 4 2 2
[NoxroroBka zen K apXUBHOMY XPaHEHHIO
Tema 2.3. OcobeHHOCTH PaOOTHI ¢ OOPAIICHUSIMU 8 4 4
rpakiaH 1 KOHQHICHIIHAIEHEIMU JOKYMEHTaMU
Tema 2.3.1. Opranuzanusi paboTbl ¢ 0OpaIIeHHIMHU 4 2 2
rpakiaH
Tema 2.3.2. Opranusanusi paboThl ¢ IOKYMEHTaAMHU, 4 2 2
HMEIOIIMH TpH( OrpaHUYCHUS IOCTYIA K HIM
Bceero no aucuuiuinae 48 24 24
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2.3. TemaTH4YeCKHUii NJIaH U cOAep:KaHNE YUeOHOH TUCIUTITUHBI

OI1.06/lokymeHTaMOHHOE o0ecnieyeHHe YpPaBJIeHUus

Haumeno O0b | Ypos
BaHHe Conep:xanue y4eO0HOI0 MaTepHAIa, NMPAKTHYECKHE PAG0ThI, CAMOCTOATE/IbLHAS eM €Hb
pasaeiioB padora o0y4arommxcs yac | ocBoe
U TeM OB HHUS
1 2 3 4
Pa3pean 1.
JoxyMeHTHpOBaHME 20
Tema 1.1. | Conep:kanne y4eOHOT0 MaTepHaia 16
Hokymen | Jlekuum 8
TauoHHoO | 1 [oHsITHE TOKYMEHTAIMOHHOTO O0eCIeueH s YIIpaBICHHs 2 1
e 2 JIOKyMEHTBI M TOKYMEHTHPOBaHNE 2 1,2
obecneue 3 yHI/I(l)I/IKaHI/ISI ¥ CTaHIapTHU3aLUs JOKYMEHTOB. yHM(i)I/IHI/IpOBaHHLIe CUCTEMBI 2 2
HHE JIOKyMEHTAIIUU
ynpasJieH | 4 YHupunmpoBaHHas cCTeMa OpraHu3aMOHHO-PACTIOPSINTEIHHON JOKYMEHTAIN 2 2
s (YCOP]I). ®opmymsip-oopazen; OPJl. PekBu3nTHI U ONaHKU
TMOHATHE, | JIpaKkTH4YeCKHe 3aHSITHSA
coacp:kan | 1 [ToHsATHE TOKYMEHTAIIMOHHOT O OOCCIICUCHHS YITPABIICHHUS. 4 2
ue n 2 JIOKyMEHTBI 1 JOKYMEHTHPOBaHNE
ITalbl 3 VHUDUKAIMS ¥ CTAHIAPTH3ALKS JOKYMEHTOB. Y HUPUIIMPOBAHHBIE CHCTEMBI 2 23
pasBuTHs JIOKYM €HTallu1 !
4 YHuunmpoBaHHas cCUCTeMa OpraHU3alMOHHO-PACTIOPSIUTEILHON JOKYM eHTAI[H 5 23
(YCOPJI). ®opmyinsip-obpazer; OP/I. PexBusutsl u OiaHku !
Tema 1.2. | Coaep:xanne yueOHOro MmaTepuaa 4
Odopmae | Jlekuuu 2
uue OPI |1 INpaBuia ohopmiIeHHs] OCHOBHBIX BHJOB OPraHU3aLlMOHHO-PACHOPSIUTEIbHBIX 2 12
JoKyMeHTOB. [IpaBuiia oopMIICHHUS M BBIIAUHU KOIMI JOKyMEHTOB '
IIpakTHyeckue 3aHATHSA 2
1 INpaBuia ohopmMiIeHHs] OCHOBHBIX BHJOB OPraHU3aLlMOHHO-PACHOPSIUTEIbHBIX 2 12
JOoKyMeHTOB. [IpaBuiia oopMIICHUS 1 BbIIAUU KOIHMH JOKYMEHTOB '
Pa3neun 2. 28
Opranunsanysi paéoThl ¢ JOKYyMEHTAMH
Tema 2.1. | Coaep:xanue yueOHOro MmaTepuasa 12
Hoxymen | Jlekuuu 6
TooGopor | 1 Cnyx06a TOKYMEHTAaIIHOHHOT0 00eCIIeYeHHsI YIIPaBICHU 2 1
2 Opranuzanys mpruemMa, pacCMOTPEHUsI, PErMCTPALIMK U UCTIONTHEHHS JIOKYMEHTOB 2 1,2
3 WupopmanmoHHo-cripaBodHas pabota. KOHTPOIb HCTIONHEHUS JOKYMEHTOB. 2 1
OpraHu3anyoHHas OTIIPaBKa HCXOSIINX JTOKYMEHTOB
IIpakTHYecKne 3aHATHSA 6
1 Crnyx0a TOKYMEHTAaIIHOHHOT0 00eCIieyeH sl YIIPaBICHU 2 1
2 Opranuzanys npruemMa, pacCCMOTPEHUs, PErMCTPALIMK U UCTIONHEHHS JIOKYMEHTOB 2 1,2
3 WndopmannonHo-crpaBodHas padora. KOHTpoib MCHIONHEHNS TOKYMEHTOB. 2 1
OpraHu3anyoHHas OTIIPAaBKa HCXOSIINX JTOKYMEHTOB
Tema 2.2. | Coaep:xanue yueOHOro MaTepuaa 8
Xpanenu | Jlekuuun 4
e 1 OpraHu3anys onepaTHBHOTO XpaHEeHHs TOKyMeHToB. HomeHknaTypa nen 2 2
JOKYMEHT | 2 DKcrmepTr3a IeHHOCTH JOKYMEHTOB. [10aroToBKa fen K apXUBHOMY XPaHEHHIO 2 1,2
OB IIpakTnyeckue 3aHATHSA 4
1 OpraHu3anys ornepaTHBHOTO XpaHEeHHs T0OKyMeHToB. HomeHknaTypa nen 2 2
2 DkcnepTu3a IEHHOCTH JOKyMeHTOB. [10ArOTOBKA JIell K ApXMBHOMY XPaHECHHIO 2 2,3
Tema 2.3. | Coaep:xanue yueOHOro MaTepuasa 8
Ocobenn | Jlekuuu 4
ocTH 1 Opraam3anys paboTHI ¢ 00pACHUSIME TPAKIAH 2 1
padorei ¢ | 2 Opraam3anust paboTHI ¢ JOKyMEHTaMHU, IMEIOIIMU TPH( OrpaHNYSHHS JOCTYIa K 2 12
odpaieH HUM '
HSIMH IIpakTnyeckue 3aHATHS 4
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roaxnan | 1 Opranuzanus paboTHI ¢ 00paIeHUsIMU TPaXIaH 2 1
u 2 Opranuzanys paboTHI ¢ IOKyMEHTaMH, UIMEIOIIMMHY TpH() OrpaHMYeHus JOCTYIIa K 5 23
KoHue HUM :
HIHATBH Bcero no qucrpruinae
bIMH
AOKYMEHT 48
amMu
Ypoeenv oceoenus: 1 -neekuil, 2 - omnocumenvro aeekuil, 3 — CAOHCHbIIL
2.4. ConeprxaHue pa3aesioB AUCHUILIAHBI
2.4.1. 3aHaTHA JeKIHOHHOI0 THIIA
Ne Haunmenosanue ®opma
Coneprxanue paszena, TeMbl TEKYIIEro
paszzena paszena, TeMbl
KOHTPOJIS
1 2 3 4
1 Tema. 1.1.1 Coaep:xanue y4eOHOr0 MaTepuana: T,V
[onsitne ConeprkaHue TUCIUILTHHBI U €€ pOoJib B TIOArOTOBKe cnennanucra. Cesi3b ¢
JOKYMEHTAIIMOHHOIO | APYTUMH 00IIEenpopeCcCHOHATIBHBIMU U CIIEHaTbHBIMU TUCIUIITMHAMU.
obecnieueHnst OCHOBHBIE 3Tarbl BOSHUKHOBEHHS M Pa3BUTHS OTEYECTBEHHOTO
YIIpaBJICHUS JIOKyMEHTAIIIOHHOT'0 00eCTIeYeH s YIIPaBIIeHUs (IEIONpON3BOJCTRA).
[ToHsiTHE «IOKYMEHTALMOHHOE O0eCTIeYeHNE YIIPABICHUS.
JlokymeHTalMoHHOe o0ecredueHre yrnpaBieHus Kak (GyHKIHs YIpaBIlIeHus],
B3aMMOCBSI3b C IpYrUMU (pYHKIUSMH yrpaBieHus. JJokyMeHTaoHHOe
obecrieueHre ynpaBlieHHs] Kak cucTemMa paboThl ¢ JOKYMEHTaMHU.
CoBpeMeHHbIe TpeOOBaHKS K €ro OpraHu3aliu, K IPUMEHEHHIO
COBPEMEHHOW 0()MCHOM M BBIYHUCIIATEIILHOW TeXHUKH. VICTOUHUKH U
JUTEpaTypa Mo AUCHUILTHHE: 3aKOHOIATENbHbIC aKThl, HOPMATHBHO-
METOANYECKHE JOKYMEHTHI, TOCYIapCTBEHHBIE CTAHAAPThI, OCHOBHAS U
JIOTIOJTHUTENbHAS JINTepaTypa.
Ne Hanmenosanue @opua
ConeprxaHue pazjiena, TeMbI TEKYILEro
paszena pazzena, TeMBI
KOHTPOJIA
1 2 3 4
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Tema 1.1.2
JloKyMeHTBI U
JIOKyMEHTHPOBaHNE

[ousTrs «uMHbOPMALUS» U «TOKYMEHT». Ponbs nHpopManuy B conuaisHo-
9KOHOMHYECKHX Tporneccax. [TonnpyHKIOHaIbHOCTD TOKYMEHTA.
WndopmanmonHas, KOMMYHHKaTHBHAs, COLUAIIbHAS, KYJIbTYpHAs,
yIIpaBJIeHYeCcKasl, MPaBOBas, NCTOPHYECKast M Apyrue QPyHKIUH JOKYMEHTA.
[ousiTre o nokymentupoBanun. O0S3aTENBHOCTD JOKYMEHTUPOBAHHS
nH(popManny. 3aKOHOIATENbHbIE aKThl, PETJIAMEHTHPYIOIINE OPTraHU3aIHIO
paboTsl ¢ JoKyMeHTHpoBaHHOW nH(opMmanmer (PenepanbHblii 3akoH PO
«0O06 nadopmanun, HHOOPMALIMOHHBIX TEXHOJIOTHSX U O 3aIIUTE
undopmanum», TpynoBoit kogekc PO u np.).

OcCHOBHBIE CITOCOOBI IOKYMEHTHPOBAHHS. MaTepHanbHble HOCHTENN
MH(OpMAaLUK 1 UX BIUSIHUE HA JIOJITOBEYHOCTh M COXPAHHOCTD JIOKYMEHTA.
Bnusane HaydHO - TEXHUYECKOT0 IIporpecca Ha JOKYMEHT U
JIOKYMEHTHpPOBaHHUE.

TekcroBbIe, rpaduyecKie, MAIIMHOYNTAEMbIE IOKYMEHTHI, (JOHOTOKYMEHTEHI.
OnpeneneHne MOHATHN «IOKYMEHT), «aBTOP JOKYMEHTa», «OpUIIUaTIbHBINA
JIOKyMEHT», «TuuHbIi qokymenT» mo ['OCTP. 51141-98.

Pacmipenue noHITHS «JTOKYMEHT» C pa3BUTHEM HayKH W TeXHHUKH. [loHsTHE
«3JIEKTPOHHBIN TOKYMEHT». 3aKOHOJaTeIbHBIE AKThI, pErIaMEeHTUPYIOIINE
OpraHM3aIuio paboThI C AIEKTPOHHBIMU JTIoKyMeHTaMu (DenepanbHbIi 3aKOH
P® «O0 31eKTpOHHOI UPPOBOH TOAITUCHY).

ITpyu3HaKu OKyMEHTa: OpUTHHAIBHOCTh, TIOAIMHHOCT, KOMUHHOCTD.
IToHsiTHE «OpUTHHANY, €T0 IPU3HAKHU, XapaKTEPUCTHKA OPUTHHAIOB

JIOKyMEHTOB Ha Pa3HbIX HOCUTENSX MH(POPMAIMH. Y MHOKEHHBIE OPUTHHAIIBL.

Ionstue «oamuHHUK». IloanuHHbIE U HOATIOXKHBIE JOKYMEHTHI.
DanbcuduKkarys J0KyMEHTOB.

[onstue «xommsy». Buasl konuil. FOpunnueckas cuna xonmuid. CTpykrypa
nokymeHTa. [ToHsiTHe «peKBU3UTY», BUBI peKBU3UTOB. [loHsATHE «popMyisip
JOKyMEHTa», 0COOEHHOCTH cocTaBa (GOpMyIIsipa JOKYMEHTOB Ha Pa3JIMuHbIX
HOCUTENSIX HHpopManuu. HIUBUIIyanbHBINH, TUTTOBOH (hopmyisip, popmyrsp-
o0pasel, UX XapaKTepUCTHKA U Ha3HAUCHHUE.

T,V

Tema 1.1.3
Yuuduxauus u
CTaHIaPTHU3AIIHSA
JIOKYMEHTOB.
YHuuumpoBaHHble
CUCTEMBI
JIOKYMEHTAIIUH

Yuudukanus u crangaprusanys. [IoHsaTie «cucreMa JOKyMEHTALMN», €€
npu3Haky. OyHKIMOHANEHBIE U OTPACIEBBIE CUCTEMbI JOKYMEHTaIUH.
[TonsTHe «yHUUIMPOBAHHAS cUCTeMa JOKyMeHTaum». Kpartkas
XapaKTePUCTUKA ACHCTBYIOIMX YHU(HIUPOBAHHBIX CUCTEM JOKYMEHTALIUH:
OpraHU3alMOHHO-PACIOPSAUTEIbHON, OTYETHO-CTATUCTUYECKOM, IEPBUYHOM
y4eTHOW ()MHAHCOBOM U Ip.

[ocymapcTBeHHBIE CTAaHAAPTHI HA YHU(DHUIIUPOBAHHbIE CUCTEMBI
JOKYMEHTAIlHH, PEerIaMeHTUPYIONIIe o0IIie MpaBuiia nx pa3paboTKy U
noctpoeHus Gpopmyispa-odpasna.

[ousiTre «yHupuMpoBaHHbIe POPMBI TOKYMEHTOBY.

OO01epoccuiicKie 1 0TpaciieBble YHUPHUIMPOBaHHbIE (GOPMBI JOKYMEHTOB,;
yHU(UIHIpOoBaHHBIE GOPMBI TOKyMeHTOB npeanpustus (Y D), nopsanok ux
BBe/ICHHs B JieiicTBHEe. ATbOOMBI ()OpM YHU(DUIIMPOBAHHBIX JJOKYMEHTOB.
Pacnipenenenue coctaBa BUOB U Pa3HOBUIHOCTEN JOKYMEHTOB
onpeeJIeHHOro KOMIUIEKca I10 3a/1adaM ynpasieHnus. Tadens Gpopm
JOKYMEHTOB.

T,V

Tema 1.1.4
YaundunupoBaHHas
cucTeMa
OpraHM3aIIOHHO-
pacnopsaAuTEIbHON
JOKyMEHTaINN
(YCOPL).
Dopmymsip-obpazert
OP/l. PexBu3uTHI H
OmaHKH

XapakrepucTuka, cocraB u coaepxanue [[OCTa P 6.30-2003
«YHUHUIMPOBAaHHBIE CHCTEMBI JOKYMEHTAUH. Y HU(HIIUPOBaHHAS CUCTEMA
OpraHM3aLOHHO-PACTIOPSIIUTENLHON TOKyMeHTauu. TpeboBaHus K
0(hOpMIICHHIO JOKYMEHTOBY.

®Dopmyrsip - obpazer; OPI1. CoctaB u cxeMa pacIoiaoKeHUsT pEeKBU3UTOB Ha
thopmymsipe-obpasiie, crrocoOsl 0QOPMIICHHUS.

[IpaBuna opopmiteHHs peKBU3UTOB, pernamenTrpoBaHHeIX ['OCTom P 6.30-
2003.

[onsTHe «O6MaHK MOKyMeHTay. Bumpl 01aHKOB: 00muit O1aHK, OIaHK
MIChbMa, OJTAaHK KOHKPETHOTO BHIA IOKYMEHTa. BapHaHThI pacrionoKeHus
PEKBU3UTOB 3ar0JIOBOYHOI YacTH OJaHKa.

[paBwina ohopMIiteHHs], H3TOTOBICHUS, y4eTa, UCIIONB30BAHNS H XPaHCHUS
repOOBBIX OJTAHKOB OpPTaHU3AIIHH.

T,V
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dopma

Ne Haumenosanune
ConeprkaHue paszerna, TeEMbl TEKYIIEro

paszena paszena, TeMbl
KOHTPOJIS

1 2 3 4

1 Tema 1.2.1 OCHOBHBIE TPYIIIBI OPraHU3aLUOHHO-PACTIOPSIUTENBHBIX TOKYMEHTOB. T,V
[IpaBuia XapakTeprCTHKa M COCTaB OPraHM3alMOHHBIX IOKYMEHTOB, BXOJISIINX B
oopmeHUs YCOP/]] (ycraBa, MOI0KEHHUS, HHCTPYKIIAHU, JTOJDKHOCTHOW WHCTPYKITUH,

OCHOBHBIX BHJIOB MpaBWI IITATHOTO PACIIMCAHUS, CTPYKTYPbI U INTATHOH YHCIEHHOCTH),

OpraHM3aIoOHHO- TpeboBaHus K UX 0hOPMIICHUIO.

pacIopsSAUTENbHBIX | XapaKTePUCTHKA M COCTaB PACHOPSAUTEIBHBIX JOKYMEHTOB,

JIOKYMEHTOB. Bxogsumx B Y COP/] (mocTaHOBIIEHUS, TPUKA30B 10 OCHOBHOI

[IpaBuma JIEATENFHOCTH U T10 JINYHOMY COCTaBY, PEIICHHS, PACTIOPSDKEHUS, YKa3aHusl,

ohopMIeHus 1 COBMECTHOT'O PacHOpsANTENILHOTO JOKyMEHTa), TPEOOBAHHS K X

BBITaYM KOIHA oopmieHuIO.

JIOKyMEHTOB XapakTepuCcTHKa ¥ COCTaB OPTaHU3aLMOHHO-PACHIOPSIUTENBHBIX
JOKyMeHTOB, BXonsamux B YCIIY ]l (mpuka3oB 1o JUYHOMY COCTaBY,
HITATHOTO PaclycaHus, rpaduka OTIYCKOB, JIMYHBIX KapTOYEK,
KOMaH/IUPOBOYHBIX yJAOCTOBEPEHHH, CIy)KeOHOTr0 3a/1aHus JIsl HAIIPaBJICHHUS
B KOMaHJIMPOBKY U OTYETA O €r0 BBITIOJHEHUH), TPEOOBAaHUS K UX
o opmMIiIeHHIO.

2 Tema 2.1.1. OpraHu3aioHHbIe HOPMBI JOKYMEHTAIIOHHOTO o0eceueHust ynpapnenus. | T, Y,
Cryx06a Cayxo6a JIOY, ocHOBHBIE 331241, PYHKIMH, TUTIOBBIE CTPYKTYPHI,
JIOKYMEHTAIIMOHHOI'0 | MOMKHOCTHOM cocTaB. PermamenTarus pabotsl ciyx0s1 JJOY.
obecrieueHust [MoHsiTHE «IOKYMEHTO000POT, O0IIMEe TPUHIIUITBI OPraHU3aALUH
YIpaBIICHHUSI JOKYMEHT0000pOTa, ero CTpyKTypa, He00X0JUMOCTh yyeTa o0bema

JoKyMeHToobopoTta. HopMaTuBHBIE TOKYMEHTBI, periiaMeHTHP yIOIIne
OpraHM3aluio JoKyMeHToobopora. KoMmmbroTepusaiius JOKYMEHTO000poTa.

2 Tema 2.1.2 I[Tyru mocTyruieHus: JOKYMEHTOB B opranusarmio. [Ipuem u nepsonavansras | KP, P
Opranuzanus o0paboTka okyMeHTOB. [IpenBapurensHOe paccCMOTPEHHE TOKYMEHTOB.
npuema, PaccmoTpeHre JOKyMEHTOB PyKOBOJICTBOM OpTaHU3alUH.
paccMOTpeHus, Perucrparyst JOKyMEHTOB KaK COCTaBHAsl 4aCTh TEXHOIOT MU
perucTpanyu u JOKYMEHTAI[MOHHOI'0 00eCIIeueHH s yIPaBICHHs, KaK IIPOLECC CO31aHUs
UCIIOJHEHUS 0aHKa aHHBIX O JOKyMEHTax opraHusanui. GopMsl perucTpanuu
JOKyMEHTOB (>xypHanbHasi, KapTO4Hasl, aBTOMaTU3UPOBaHHAs), UX JOCTOUHCTBA U

HepocTtaTky. [lokasarteny, BBoOUMbIE B PETHCTPALIMOHHBIE (DOPMBL.
TpeOoBaHMA K COCTaBY PErHCTPALIMOHHBIX WHJIEKCOB.
JocTraBka TOKyMEHTOB HCIIOJHUTENAM. PaboTa ncronuurens ¢
JOKyMEHTaMH. DTarsl ucnonHeHHs. OCOOEHHOCTH 0T OTOBKH
HOPMaTHUBHBIX MIPABOBBIX aKTOB.
OyHkuMK ¥ paBa nojapaszzeneHuii ciyxobl JJOY, oCyIecTBISIONIX IPHEM,
HpeBapUTENbHOE PACCMOTPEHNE, PETHCTPALIMIO U IOCTaBKY IOKYMEHTOB B
OpraHM3aluH.
Ne HanmenoBanune @opua
Coneprkanue pas3zena, TEMbI TEKYIIEro
paszmena paszena, TeMbl
KOHTPOJIS
1 2 3 4
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2 Tema 2.1.3 B3anmocBs3b perucTpanyi JOKyMEHTOB ¥ HH()OPMAIIOHHO-CIIPaBOYHOMN 4
WNndopmannonno- pabotsl. Opranuzamnust paboThI C IIOMOIIBIO CIIPABOYHBIX KapTOTEK.
cripaBouHas pabora. | MH(pOpMaIoHHO - cipaBoYHast paboTa B yCIIOBUSIX IIPUMEHEHUS
Konrpons KOMITBIOTEPHBIX TEXHOJIOTHH.

HCIIOJIHCHUS OyHKIMY U ipaBa moapaszeneHui cayxob1 IOV, ocyIiecTBIsSIOMIX
JIOKyMEHTOB. “H(OPMaIMOHHO-CIIPaBOYHYIO padoTy.
OpranuzanonHast OOmue cBeneHns 00 ydeTe U CHCTeMaTH3alui HOPMaTHBHO-TIPABOBBIX aKTOB
OTIIpaBKa (xoHCONMUIaNys, KoguuKanus, HHKopropamus). OpraHu3alys cripaBoyHoO-
HCXOISIINX MH()OPMALMOHHOH Pa0OTHI 1O AEHCTBYIONIEMY 3aKOHOATENBCTBY PO,
JIOKyMEHTOB UCII0JIb30BaHKE HH(POPMAIIMOHHO-CIIPABOYHBIX IIPABOBBIX CHCTEM.
[enmu KOHTpPOIIST HCTIONHEHUS IOKYMEHTOB, €ro BHIBL. [[prHINTIBI
opraHu3anyy KOHTpoIst. [IOHATHS: «CPOK HCHOIHEHUS, KTHIIOBOW CPOK.
HopmaTiBHBIE TOKYMEHTHI, YCTaHABIUBAOIIME THITOBBIE CPOKU HCITOJTHEHUSL.
Py4HOii 1 aBTOMaTH3MPOBAHHBIN KOHTPOJIb, X JOCTOMHCTBA U HEAOCTATKH;
npuMeHsieMasi TexHuKa. TexHosorus BefeHust KoHTpossi. OcodeHHOCTH
KOHTPOJISI PaCHOPSUTENBHBIX JTIOKYMEHTOB. AHAJIN3 COCTOSHHS UCIIOITHEHHMS
JIOKyMEHTOB B OpTraHH3allnH.
[Monpaznenenus cinyx0b1 JJOY, ocyIecTRISIONIAE KOHTPOJIb HCIIOTHECHUS,
uXx (yHKIHH, TIpaBa.
I[Mpouecc nprema 1 06pabOTKH UCXOASIIHMX TOKYMEHTOB, COCTAB
BBITIOJHSAEMBIX PAa0OT MPH TPAAUIIMOHHOM CIIOCO0E OTIPABKH (ITOYTOM):
MpOBEPKa MPaBUIBHOCTH 0 OPMIICHUS, HAJIMYKS TIPHIOKEHHsI, ajpecara,
COPTHUPOBKa M0 aJpecaTaM U BHIaM OTIIPABJICHHH, aJ[pecoBaHuE,
(anblieBaHle, KOHBEPTOBAHHUE, 3aKIICUBAHNE KOHBEPTOB, B3BELIIMBAHHE,
MapKHUPOBKA, COCTABIICHUE OTMCH PACCHUIKH.
OTmpaBKa JIOKYMEHTOB C ITOMOIIIBIO TenedoHa, pakca, JTeKTPOHHOI MOYTOH.
THIBI CUCTEM DIIEKTPOHHOM MOYTHI (TJI00aTbHbIC, KOPIIOPATHBHAIE).

2 Tema 2.2.1. [MonsTus: «aenoy», «popMUpOBaHHE JIEN», KHOMEHKIIATYpa Ae». 3HaYeHHe vV, T
Opranuzanus HOMEHKJIATYPBI JIel JUTs KilacCH(UKAIMU JOKYMEHTOB OpraHU3allny.
OIEPaTHBHOTO Bunp! Homenknatypsl gen. Ilopsnok cocraBienus, opopmieHus,

XpaHeHUs YTBEPIKACHUS U IPIMEHEHHSI KOHKPETHOH HOMEHKJIATYPHI J1e]1 OpraHu3aluy

JOKYMEHTOB. ¥ HOMEHKJIATyphI ANl CTPYKTYPHOT'O MOAPA3ACIeHHs OpraHU3aLiH.

Homenknarypa nen | OcHOBHBIE TpeOOBaHMS K OpraHH3aLMU ONepaTUBHOIO XpaHeHus. [Topsmok
(hopMHupoBaHMs J1e] B 1eTI0Npon3BoacTBe. OTBETCTBEHHOCTh 32 COXPAHHOCTD
JIOKyMEHTOB. XpaHeHHEe JOKYMEHTOB B AJIEKTPOHHOM (hopMme.

4 Tema 2.2.2 [NousiTHE «3KCTIEPTH3a IEHHOCTH JIOKYMEHTOBY. [[pUHIUITBI U KPUTEPUH v, T
OkcrepTusa oIpeeNeHUs] HAy4YHOU, UCTOPUYECKON U MPAKTUYECKON IEHHOCTU
LIECHHOCTH JIoKyMeHTOB. CpOKH XpaHEHHs JOKYMEHTOB. [lepedHu TOKyMEHTOB ¢
JOKYMEHTOB. yKa3aHHUEM CPOKOB XPaHEHHUs, UX BUIbI, HA3HAUECHHE, CXEMBI TIOCTPOEHUS.
IloaroroBka men k OTarnsl U MOPsIIOK IPOBEAEHHS IKCIIEPTH3bI IIEHHOCTH JOKYMEHTOB B
apXUBHOMY JIeTIONPOU3BOJICTBE OpraHu3auu. [Iopsaok yHUITOKEHNS TOKYMEHTOB U
XpaHEHHIO ohopMIleHHs pe3yNbTaTOB AKCIEPTU3bL. TpedoBaHuUs K OPOPMIICHHIO aKTa O

BBIJICNICHUH K YHHUTOKEHHIO JOKYMEHTOB, HE MOUISKAIINX XPAHEHHUIO.
Cucrema HKCTIEPTHBIX OPraHOB. DKCIEPTHBIE KOMUCCHU OPTaHU3aIMH, UX
(hyHKIMH, TIpaBa, OpraHU3anys padoTHL.
Ilepeuenp MeponpUATHIA IO TOATOTOBKE JIEN K IEpEAaye B apXuB.
TpeboBanms kK 0pOPMIICHHUIO e IIOCTOSIHHOTO, BPEMEHHOT'O CPOKOB
XpaHeHWs U 0 TMYHOMY cocTaBy. [IpaBuna odopmenus. [IpaBuna
COCTaBJICHH CIATOYHOMN OMMCH JIET U HOPSAOK NEPEAadn B apXuB
opraHu3aiy. Bumpl apXuBOB: BEJOMCTBEHHBIE, 00BEJMHEHHBIE
BEZIOMCTBEHHBIC, 00bEANHEHHBIE ME)KBEAOMCTBEHHBIE 10 IMYHOMY COCTaBY,
rocyapcTBeHHbIE apXuBBl. CPOKH XpaHEHHs JOKYMEHTOB B
BEZOMCTBEHHBIX apxuBax. [loHATHS: «apXUBHBIA doHI,
«JTOKYMEHTAIBHBIA ()OHI, KTOCYAAPCTBEHHBIN apXUBHBIA (DOHIY.
Ne Haumenosanue @opua
Coneprkanue pas3zena, TeEMbI TEKYIIEro
paszena paszena, TeMbl
KOHTPOJIS
1 2 3 4
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2 Tema 2.3.1 OO0parieHus rpaXkIaH ¥ UX Pa3HOBUIHOCTH - IPEATIOKCHHUS, 3asBIICHU, T,P, VY

Opranuzanus JKasoObl, X0aTalcTBa, KOJUIEKTHBHBIE oOpamenus. [IpaBo rpaxiaH Ha

paboTsI ¢ obpatenus. [ToBeJOMCTBEHHOCTS JIeT M a/IpecaThl OOpalleHHui rpa/IaH.

oOpareHnsIMH O0s13aHHOCTH OPTaHU3ALUHA 110 UX PACCMOTPEHHUIO W IPUHATHIO PELICHHUH.

rpaxaan HopmatiBHO-MeToqMYIecKre TOKYMEHTHI, PerjiaMeHTHDPYOLIHe

JOKyMEHTAIIOHHOE oOecriedyeHne padoThl ¢ OOpALICHUSIMA TPAXK/IaH.
LenTpanuzanys 1 co3laHre CenuaTu3NPOBAHHBIX MTOJIpa3eIeHHH 10
pabore ¢ oOpameHusIMU TpaXKiaH. Y CTHbIE M TUCbMEHHbIE 00paIieHusI.
OCOOCHHOCTH TEXHOJIOTUH PAbOTHI C 00paIeHUAME rpaxaaH. O0sI3aHHOCTH
JIOJDKHOCTHBIX JIMI] TI0 paCCMOTpeHHI0 oOpateHnii. CpOKH NCIOIHEHUS
o0palleHni 1 TIOCTIeICTBUS IPUHSTHS PEIIEHUH 110 00pallleHNsIM TpakIaH.
OTBETCTBEHHOCTH 3a HapyIIEHUE 3aKOHO/IATEIbCTBA 00 0OpaNIEHUIX
rpaXkJaH.

2 Tema 2.3.2 Bunpl rpudoB orpaHHYeHUs T0CTYIA K JOKYMEHTAM. KP, P,V

Opranuzanus HopMmaTHBHBIE aKThI, pErylupyoIHe padoTy ¢ TOKYMEHTaMHu,

paboTsl ¢ COZIEpIKAIIMHU CBEJICHNUS, COCTABIISIOLINE TOCY/IaPCTBEHHYIO TaliHY.

JIOKyMEHTaMH, [Mopsimok oTHeceHUsT HHPOPMAIMU K CBEAECHHUSIM 0COOOH Ba)KHOCTH,

UMEIOIIUMH TpUP COBEPILIEHHO CEKPETHBIM, CEKPETHBIM.

OrpaHNuYeHHs HopMmaTHBHBIE aKThI, peryupyloue padoTy ¢ JOKYMEHTaMH,

JOCTyMa K HUM COZIepIKAIIMU CBEACHHS, COCTABIISIOIINE KOMMepUecKyto TaiiHy. [Topsaok
OTHECEHHs CBEeJIEHUH K KoMMepuecKoi TaitHe. MepomnpusTus,
obecnieurBaroIIMe 3aIUTy KOMMepUecKoi TaiiHbl. OCOOCHHOCTH y4erTa,
pErucTpalyy, UCTIOIb30BaHUs, OPOPMIICHHS, Pa3MHOKEHHS, TTepe/Iayy,
d)OpMPIpOBaHHS[ B €J1a, Tiepeaavu B apXuB WU YHUYTOKECHUSA JOKYMCEHTOB.
[Mopsinok cHsTHs TPU(OB «KOMMepUecKast TaliHay, «KOH(UICHIINAIEHOY.
HopMaTHBHBIE aKThl, peryIupyromne padoTy ¢ JOKyMEHTaMH,

COZIEpIKAIMMU CITYXeOHYI0 HHPOPMAIIHIO OrPaHHYEHHOT0 PACIIPOCTPAHEHHUS
(umetorue Tpud «ist ciayxeGHOro nosbp3oBaHus»). [lopsaok oTHeceHus
CBEJICHUIT K CITy)KeOHOI MH(OPMALIMK OTPAaHUYEHHOTO PACIIPOCTPAHEHHSI.
MepornpusTtisi, 00ecreYyrBaloNIne 3alHTy J0KYMEeHTOB ¢ rpudom «ICIT».
OCo0eHHOCTH yueTa, perucTpaly, UCIoJIb30BaHus, 0)OpMIICHHS,
pa3MHOXKeHHs, GOPMUPOBAHHUS B JieNia, IEpejady B apXUB MM YHUUTOXKECHHUSL.
[poBepka Hanmuuus gokymMeHTOB ¢ rpudom «JICIT». [Topsnok custus rpuda.
[Nonpa3zaenenus, opranusyromue padoTy ¢ JOKyMEHTaMH, COASPIKAIIIMHI
rpud orpaHMYEHUs JOCTYyIa K HUM, UX (pyHKIUH, IpaBa, JODKHOCTHON
COCTaB
[Mpumeuanue: T — TectupoBanue, P — Hanmcanue pedepara, Y — yctHblit onpoc, KP — konTponbHast pabora
2.4.2. 3aHATHSI CEMUHAPCKOTr0 THIIA
—HE MPEayCMOTPEHBI
2.4.3. llpakTHyecKue 3aHATHS
H dopma
Ne AMMCHOBAHIC HanmeHoBaHMe pakTHYECKIX paboT TEKYLIETO
paszena, TeMbl
KOHTPOJISI
1 2 3 4
1. [Pazpmen 1. JIOKyMEHTBI 1 TOKYMEHTHPOBAHHE
JlokymeHTHpPOBaHHE Bormpocsr:
Tema 1.1. 1. ITomudyHKITMOHAIEHOCTh JOKYMEHTA
JlokyMeHTAIlHOHHOE 2.Croco0bl TOKYMEHTHPOBAHUS
odecrieyeHue ynpaBJieHHsI: 3.Bmustane HTTI Ha nokymeHTHpOBaHKE [P, JIP. V
> J1F,

YHu(UKanMsa 1 CTaHAAPTH3AIMSA TOKYMEHTOB.
Y HI(UIIMPOBaHHBIC CHCTEMBI JOKYMEHTALIUH
Bormpocsr:

1. [JeiicTByromre YHUQUINPOBAHHBIC CHCTEMBI
TOKyMEHTaIN

MOHATHE, COACPKAHUEC U
JTanbl Pa3BUTUSA

2. Yan¢punupoaHHble ()OPMBI TOKYMEHTOB: TTOHSTHE, BUJIBL,
MOPSIOK BENCHUS
3.3aauu ynpaBIeHNs ¥ BUIBI TOKYMEHTOB
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YHu(UIMpoBaHHas cucTeMa OpraHU3alHOHHO-
pacriopsiaurensHoi nokymenTtanmu (Y COPL). ®opmyssp-
obpazerr OPJ]. PexBu3uTHI U OJTaHKH

Bonpocsr:

1.@opmyisip — obpaser; OP]

2.TloHsITHE U BU/IBI OJTAHKOB JIOKYMEHTA.

3CocraBiienre o01ero 6J1aHKa OpraHu3aliy C YIIIOBBIM U
MPOJIONEHBIM BapHaHTaMH PACHIOJIOKEHUSI PEKBU3HTOB

4 CocraBiieHre Ol1aHKa CITy>KeOHOTO ITHCbMa OpraHU3aIrH C
YIJIOBBIM U TIPOAOJILHBEIMU BapUaHTaMHU PaCIIONOKEHUS
PEKBH3HUTOB

Paznen 1.
JlokyMeHTHpOBaHNe
Tema 1.2.
Odopmaenne OPJ]

[IpaBuia oopMIteHNs] OCHOBHBIX BU/IOB OpPTaHNU3aI[IOHHO-
pacropsiAUTENLHBIX JOKYMEHTOB.

Bonpocsr:

1.OpraHu3anyoHHbIE TIOKYMEHTHI OpraHNu3aIiu, aHaN3
CTPYKTYPBI UX TEKCTa, MPAaBUIILHOCTH 0(hopMIIeHHUS
TIOJIOKEHUH, YCTaBOB, IOJDKHOCTHBIX WHCTPYKIINH

2. OdopmiteHre nprKas3a Mo OCHOBHOMU JIESTEIHbHOCTH
3.0¢dopmiieHue mprKasa 1o JUYHOMY COCTaBY, IITATHOTO
pacricanusi, rpauka OTIyCKOB, JIMYHBIX KapTOYEK,
KOMaH/IUPOBOYHBIX yJIOCTOBEPEHUH, CIIy’)KeOHOT0 3aaHus
[UIs1 HanpaBJIeHNs! B KOMaHIUPOBKY, OTYETA O €€ BHIIIOIHEHUU
4.0dopmieHue 3asBIeHNUS, CIIPaBKH, TPOTOKOJIA

SO opmMIIeHHE CITY)KEOHBIX UCEM

P, v, T

[paBuia oopmiieHUs 1 BBIIA4W KO JJOKYMEHTOB
Bomnpocsr:

1. TpeboBaHMs K pa3TUYHBIM BHIaM KOIHH TOKYMEHTOB,
BBIJIABAEMbIX B OpraHU3aLUsAX

2.OdopmIieHre MOTHOM KO 0(UIMATBHOTO JOKYMEHTA,
BBINHCKH M3 OUIMAIBHOIO JOKYMEHTa, KOITMU-OTIYCKA.

P, VY, T

Pasnea 2.

Opranuszanus pa6oTsl ¢
HOKyMeHTaMH

Tema 2.1.
JlokyMeHT0000poT

Criyx0a TOKYMEHTAaIlMOHHOT'0 00eCIeUeHHsI YIIPaBICHU
Bormpocsr:

1.OcHoBHBIE 3a1a4H, (DYHKLIMH, TUIIOBBIC CTPYKTYPBI CITY>KOBI
J10Y

2. IIpyHIMIBI OpraHu3aliy JOKyMEHTO000pOoTa
3.HopmaTuBHBIE IOKYMEHTBI, PErJaMEHTUPYIOLINE
OpraHM3alMI0 JOKYMEHT0000poTa

Opranuzanys IpueMa, pacCCMOTPEHHUS, PETUCTPAITIH U
WCTIOJIHEHHS IOKyMEHTOB

Bormpocsr:

1.IToHsiTHE perucTpanyy JOKYMEHTOB U €€ (POPMBI
2.Bxomsmuii ToKyMeHT (0O3HaKOMJIEHHE C TEKCTOM,
MIPOCTaBJICHUE PE3OITIOINH, BXOSIIET0 PETUCTPAIIHOHHOT O
WHJICKCa, 3aTI0JTHEHUE PEruCTPAMOHHOM (hOpPMBI)

3. .Pabota ucnonHuTeNs ¢ JOKyMEHTaMH

MupopmarmorHo-cripaBodHas pabora. Kortpons
WCTIONTHEHUSI TOKYMEeHTOB. OpraHn3aliiioHHast OTIpaBKa
MCXOJSIINX TOKYMEHTOB

Bormpocsr:

1. 10Y u napopMaIiioHHO-CIIpaBOYHAS CIIyX0a: 3a1a4mu,
(hyHKIMHM, OpraHm3aIHs

2. TexHonorMst BeA€HU KOHTPOISI JOKYMEHTOB.

3 AHanM3 COCTOSTHUS KOHTPOIIS IOKYMEHTOB B OpTraHU3aIHN

P, v, T

Pasnea 2.

Opranuzanus pa6oTsl ¢
OKyMeHTaMH

Tema 2.2.

XpaHeHue J0KYMEHTOB

Opranu3anys OnepaTHBHOTO XPaHEHHS JOKYMEHTOB.
Homenknarypa nen

Bormpocsr:

1.3HaueHre HOMEHKJIATYPHI A€ VTS KITaCCU(PHUKAIIAN JIeIT
OpTaHU3AIIH

2. O3HAaKOMIJICHHE C TUITIOBBIMU H IPUMEPHBIMU
HOMEHKJIATYPaMH JIeIT

3dopmMupoBaHUe fiefla B COOTBETCTBUHU C KOHKPETHOM

P, V, T

HOMeHKJ’IaTypOfI IS |
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3.1

OKcIepTu3a [EeHHOCTH JOKYMEHTOB. [lonroroBka aen k
APXUBHOMY XPaHEHHIO

Bonpocsr:

1. IIpvHIMIIEI U KPUTEPHH ONIPENENICHUS LIEHHOCTH
TOKYMEHTOB

2. Ilopsimok MpoBeAEHUS SKCIEPTU3BI IEHHOCTH JOKYMEHTOB
B OpraHH3alul

3.CocTaBieHHe aKTa O BBIICJIEHUH K YHUUTOKEHHIO
TOKYMEHTOB, HE TOISKAIIHNX XPAHEHHIO.

4. TTonroToBka Jiena K nepeaaye B apXuB OpraHnu3aliy,
COCTaBJICHHE CIIATOYHOM ONUCH

P, v, T

Pa3gen 2.

Opranusanus padoTsl ¢
OKyMeHTaM#

Tema 2.3.

Ocobdennoctu padoTsl ¢
o0paleHUAMH I'PaKIaH U
KOH(UAEHIIMATLHBIMHA
IOKyMeHTaM#

Opranuzanys paboTsl ¢ 00paIleHUsIMH TPaKAaH

Bonpocsr:

1.00parnieHus rpaxaaH: pa3HOBUIHOCTH U KX OCOOCHHOCTH
2.0co00EHHOCTH TEXHOIOTUH PabOTHI ¢ 00paleHUSIMH
rpaxkJaH

3.CpOoKH UCTIOTHEHHS OOPAIICHUH 1 MOCIEACTBUS PUHSITUS
pelieHnii 1o 0OpaleHusIM TpaXkJJaH

Opranusanys paboThl C JOKyMEHTaMH, MIMEIOIMU TpUQ
OrpaHUYeHHs AOCTyIa K HUM

Bomnpocsr:

1.Bunsl rpudoB orpaHuueHHs 10CTYIA K TIOKYMEHTaM,
MOPSIAOK CHATHS Tpuda

2. OCOOEHHOCTH C TOKYMEHTaMH, COCTaBIISFOIIUMHU
rOCYAapCTBEHHYIO TaliHy

3 OcobeHHOCTH pabOTHI C IOKYMEHTaMH, COCTABIISFOIMMHU
KOMMEPUYECKYIO TalHy

4 OcobenHocTH paboThl ¢ fokyMeHTamu ¢ rpudom «ICIT»

P, Vv, T

3. OBPA3ZOBATEJIBHBIE TEXHOJIOI'UHN
JUia peanm3anui KOMIETEHTHOCTHOTO IOAXO0/a IPEyCMAaTPUBAETCS UCIIOJIb30BAHNE

B y‘Ie6HOM MpoueccCcc aKTUBHBLIX W HHTCPAKTHBHBIX q)OpM IMPOBCACHUA aAYAUTOPHBIX H
BHCAYAUTOPHBIX 3aHATUM C LENbIO q)OpMI/IpOBaHI/I}I H pa3sBUTHUA HpO(i)CCCI/IOHEL]'IBHI)IX HaBBIKOB

oOydJaronuxcsi.

B IIponccce MmperioaaBanus IMPHUMCHAIOTCA 06p330BaTeJ'II>HBIe TCXHOJIOTMU PAa3BUTHA

KPUTHYCCKOI'O MBIIIJICHHUA.

B y‘{e6HOM IIponecce HapAay € TpaaulluOHHBIMU O6p330BaTeJ'IBHI>IMI/I TCXHOJIOTHUAMU
HCIIOJIB3YIOTCA KOMIIBIOTCPHOC TCCTUPOBAHUC, TCMATUUCCKUC IIPE3CHTAINN, HHTCPAKTUBHBIC

TEXHOJIOT'HNH.
Oo0pa3oBare/ibHbIC TEXHOJOTHH NIPH POBEACHUH JEKIHil
Bunsl mpuMeHsieMbIX 00pa3oBaTeNbHBIX
No Tema AL TP pv Konn.
TEXHOJIOT Ui qac
1 2 3 4
1  [[loHATHE TOKYMEHTAIMOHHOTO OOECIICUEHHNS YIPABICHHUS AyIMOBH3YaIbHAS TEXHONOTHS, 2
po0IeMHOE N3TI0KEHUE
JIOKYMEHTBI M TOKyMEHTUPOBAHHUE
2 AynuoBH3YyaJbHAs TEXHOJIOTHSI, aKTUBHOE 2
o0yueHne
v a CTaHJApTH3a OKYMEHTOB.
3 HH(UKAIMS U CTAHAPTHSAINA JIOKYMEHTOR TexHOMOrus: pa3BUTHsI KPUTUIECKOTO 2*

YHI/I(i)I/IHI/IPOBaHHBIe CHUCTEMbI TOKYMCHTAIIUN

MBIIUJICHUA 4€pe3 YTCHUEC U TUCbMO

21



YHI/I(l)I/IIII/Ip OBaHHas CUCTEMa OPraHU3allMOHHO-

*
4 pacropsaTeNbHOM HokymenTamu (Y COPJI). TexHoMOrus: pa3BUTHS KPUTHIECKOTO 2
dopmynsp-o6pazen; OPJl. PexBusuThI v 61aHKK MBIIIIJICHIT YCPE3 9TCHHUC U IHCEMO
5  |[IpaBiira 0pOpMIICHIS OCHOBHBIX BHJIOB OPraHH3aHOHHO- 2
[pacriopsAUTENBHBIX TOKyMeHTOB. [IpaBnna opopmiterns n [IpobaemHuoe n3nOXKEHUE
BBIJIa4M KOMHH JIOKYMEHTOB
6 |Coyx0a IOKyMEHTALHOHHOIO 00ECTeUCHHs YIIPABICHHUS )
Jlexuust-auckyccus
Opranuzanus mpueMa, pacCMOTPEHHS, PETUCTPALNN 1
7 icHonHeHms JOKYMEHTOB TexHonmorus pa3BUTHsI KPUTHIECKOTO 2
MBIIIICHUS Yepe3 YTEHHE U TIChMO
g WudopmanmonHo-cnpaBouHas padora. KoHTposb 2
WCITOJTHEHHS TOKYMeHTOB. OpraHu3alvoHHas OTIIpaBKa JIN4YHOCTHO-IEATENBHOCTHOE 00yUeHe
WCXOAAIINX JOKYMEHTOB
Opranu3anus ornepaTHBHOrO XpaHeHHs IOKYMEHTOB.
9 2*
HomemictaTypa fen Jlekuus - muckyccust
JKcrepTu3a LeHHOCTH TIOKyMeHTOB. [lonroroBka nei K
10  lapxuBHOMY XpaHEHHIO 2
P yxp Pa3BuBatomiee o0yueHue
11 OpFaHI/ISaHI/IH pa6OTbI C O6paILleHI/I$[MI/I rpaxaaH Ay)luogngyan],}{a;[ TEXHOJIOT U, ox
poOJIeMHOE M3JI0KEHHE C IPUBIICUCHUEM
crienanucra*®
Opranuzanus paboThl ¢ JOKYMEHTaMHU, UMEIOLIMMU rpud
12 |orpannuenns JI0CTYNa K HEM AynuoBH3yalibHast TEXHOJIOTHS, 2
poOJIeMHOE M3JI0KEHHUE
Hroro o kypcey 24
B TOM YHCJIC HUHTEPAKTHBHOE 00yueHHne™® 8*
3.2. O0pa3oBaTe/ibHbIE TEXHOJOTUH PH MPOBEIEHNH MPAKTHYECCKHUX 3aAHATHI
Ne | Tema 3ansTus Bup! nprMenseMbIx 00pa30BaTeNbHBIX Kom.
TEXHOJIOT U qac
1 | JlokyMeHTBI U JOKYMEHTUPOBaHHUE JHcKyccHst IO TEOPETHIECKHM BOIIPOCAM. 2
2 | YHuduKauus ¥ CTaHOApTU3aLHUs JOKYMEHTOB. Juckyccust o TeopeTudeckuM BorpocaM. Pabora ¢ 2
YHUGUIMPOBAaHHBIE CHCTEMBI JOKYMEHTallu! JIOKYMEHTaMH
3 | YHuduumpoBaHHas cucTeMa OpraHH3aluoHHO- Kpyriblit cTomn mo TeopeTuueckiM BoIpocam 2%
pacnopsinutenbHoi qokymentarwu (Y COPJI). Pa6oTa ¢ JOKyMeHTaMH
Dopmymsip-oopazen OP/]. PexkBu3nTHI 11 O1aHKH
4 |IIpaBuna odopmiieHHs] OCHOBHBIX BHIOB IIpecc-xoH(DEpeHIs T0 TEOPETHYECKIM BOIIPOCAM. 2*
OpraHU3AIMOHHO-PACHIOPSIUTEIBHBIX JOKYMEHTOB. | PaboTa ¢ mokymeHTamMu
5  |[IpaBmna opopMieHHs U BBIIAYH KO OOCyXIeHHE TeOPETUIeCKUX BopocoB. Pabdora ¢ 2
AOKYMCHTOB JIOKYMEHTaMH
6 | Ciyx0a JOKyMEHTAIIHOHHOT'O O0ECIICUCHHUS OO6cyxIeHre TeOPETUIECKUX BOIPOcoB. Padora ¢ 2
ynpaBJICHHA JIOKyMEHTaMHU
7 | OpraHm3zamnus npueMa, paccMOTpeHus, peructparmi | OOCyXIeHIe TeOpeTHIECKUX BoIpocoB. Padora ¢ 2
1 UCIIOJTHEHUA JOKYMECHTOB JIOKYMEHTaM#
8 |UudopmarnponHo-cripaBouHas padora. Koutpons | JIMCIyT MO TEOPETUUECKIM BOIPOCAM, 2*
WCTIONTHEHUS JOKyMeHTOB. OpraHn3anioHHas C TPYNIIOBBIM 00CYXIeHHEeM UToroB. Pabora ¢
OTHpaBKa UCXOAAIUX NJOKYMCHTOB JIOKyMEHTaMU
9 | Opranuzanust onepaTuBHOTO XPaHEHUS O6cyxieHne TeopeTnieckux Bonpocos. Pabora ¢ 2*

JOKYMEHTOB. HOMGHKJ'IaTypa IS

JOKYMEHTaMH1
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10 |3OkcrmepTu3a MEHHOCTH JOKyMeHTOB. [lonroToBka OO0cyx)IeHHE TEOPETUICCKUX BOIPOCOB. Padora ¢ 2
ACJI K apXUBHOMY XpaHCHHUIO JOKyMEHTaMK

11 |Opranmzanus paboTsl ¢ 0OpaIeHUsIMH TpakJaH OO6cyxieHne TeopeTHIeckuX Bonpocos. Mactep- 2
KJ1acc CIeUaInucTa

12 | Opranmzanus paboTHI C TOKYMEHTaMU, UMEOIUME | OOCYXKICHHE TEOPSTHUCCKIX BOMPOCOB. Macrep- 2
l"pI/I(b OIrpaHUYCHUA OOCTYIIa K HUM KJIacC CIIelaiicTa

Wroro no xypey 24

B TOM YHCJIC HTHTEPAKTHBHOE 00ydeHHe™® 8*

4. YCJIOBUA PEAJINZALIUU ITPOT'PAMMBI IUCHUTTJIMHBI

4.1. MaTepuaJibHO-TEXHUYECKASs 0a3a, Heo0XoauMas IS
oCyllecTBJIeHUsI 00pa3oBaTeJIbHOr0 TMpolecca 1o
JTUCHUILINHE

Peanuzamus yue6noit gucrumiaunbl OI1.06 JlokyMeHTallMOHHOE oOecreueHne
yIOpaBIIEHUST  OCYUIECTBISETCS B  OOOpyJOBaHHOM  y4eOHOM  KaOuHeTe
JOKYMEHTAIIMOHHOTO 00ECIICUCHHSI YIIPABIICHUSI.

VY4eOHbIi KaOUHET TOKYMEHTAIMOHHOTO 00ECTICYCHHUS YIIPABICHUS BKIIIOYACT:

- MYJBTHMEIUHHBIA TPOCKTOP; IKPaH; MEPCOHATBHBIN KOMIBIOTED; YYCOHYIO
MeOenb: CTOJI TPEeIoJaBaTeNs, CTOJbI s OOYydYarONIMXCS, CTYJbs, HIKaQbI-
CTEJUTaXKH, TOCKA ydeOHas; AJIEKTPOHHBIC TUIAKATHI; KOMIUICKTHI JUIAKTHUYECKUX
MaTepualioB; HOPMATHUBHO-IIPABOBbIE aKThl M METOAMYECKas JIUTepaTypa,
peryiupyronme J0KyMEHTAllMOHHOEe oOOecIeueHue yNpaBieHus; YydeOHO-
CIpaBOYHasl JIUTEpaTypa (PEeKOMEHJOBaHHblE Y4YEOHUKHM M ydeOHble IocoOus,
CJIOBapH); HHTEPHET-PECYPCHI.

4.2. TlepeyeHb HEOOXOIUMOT O IPOTPAMMHOI0 0OecredeH i
1. 7-zip apxuBatop; (nuieH3us Ha anri. http://www.7-zip.org/license.txt)
2.  Adobe Acrobat Reader mpocmotrpuuk  (aiiios;
(munensus-https://get.adobe.com/reader/?loc=ru&promoid=KLXME)
3. Adobe Flash Player -rpaduueckuit  pemakrtop;

(MieH3us -
https://get.adobe.com/reader/?loc=ru&promoid=KLXME)
4. Apache OpenOffice — O(pHUCHBIN MaKeT; (ULeH3Hs -

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

5. MNEPEYEHb OCHOBHOM U I[OHOJIHI/ITEJIBHOFI
YUYEBHOM JIUTEPATYPBI, HEOBXOINMOMH 1JI51 OCBOEHUS
NUCIUIIJINHBI

5.1. OcHoBHasi JInTepaTypa

1. JlokymeHTOBeneHHE : Y4YeOHMK M TMPaKTHUKYM IS CpelHero mnpodeccuoHaIbHOro
obpaszoBanus / JI. A. Jloponuna [u np.] ; mox penakuueit JI. A. loponuHoi. — 3-e w3,
nepepab. u gon. — MockBa : MWzmarensctBo FOpaiit, 2023. — 336 c. —
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http://www.7-zip.org/license.txt)
http://www.openoffice.org/license.html)

(ITpodeccuonansuoe obpazoBanune). — ISBN 978-5-534-15820-5. — TekcT : 35eKTpOHHBIN
// ObpazoBatenpHas wiatdhopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/50982

2. Kysnenos, M. H. JlokymeHTanmoHHoe obecriedyeHue yrpasieHus. JJOKyMeHTOOOOpOT U
JICIIONPOU3BOJICTBO : YYEOHHK U TPAKTUKyM JUISI CPEeIHEro Mpo¢eCCUOHATBLHOTO
obOpazoBanus / 1. H. Ky3nenoB. — 4-e uzn., nepepad. u non. — Mocksa : M3naTtenscTBo
FOpaiit, 2023. — 545 c. — (IIpodeccuonanpHoe obpazoBanne). — ISBN 978-5-534-16004-
8. — Texkcr : anekrponnsiid // OOpa3oBatenbHas wiargopma Opaiit [carit]. — URL:
https://urait.ru/bcode/523613

3. Muxaitnosa, JI. JI., OpraHmzanusi JOKYMEHTAIIHOHHOTO OOECIICUCHUS YIPABJICHHUS U
(GyHKUIMOHUPOBaHUS Opranu3anuii : yaeOnoe nocooue / JI. JI. MuxaiinoBa. — Mocksa :
KuaoPyc, 2023. — 211 ¢ — ISBN 978-5-406-11801-6. — URL:
https://book.ru/book/949731 . — TekcT : AIEKTPOHHBIH.

5.2. lonosiHuTEIbHAS JIATEPATYpa

1. Kysnuenos, U. H. JlokyMeHTaliMOHHOE 0OSCIICUCHHUE YITPABJICHHS IIEPCOHAIIOM : YYSOHUK U
MPaKTUKYM Ui cpeaHero mpodeccuonanpHoro ooOpasoanus / U. H. Ky3nemos. —
Mocksa : M3natensctBo FOpaiit, 2022. — 521 ¢. — (IIpodeccuonanbHoe oOpazoBanue). —
ISBN 978-5-534-04451-5. — Texkct : osmektpoHHbIii // OOpaszoBaTenpHas MmiaTdopma
FOpaiir [caiiT]. — URL.: https://urait.ru/bcode/497801

2. JlokymeHTarmoHHoe obecnieueHue ynpasienus : yueOHuk / C.A. I'motora, A.}O. Konbkosa,
FO.M. KykapuHa [u ap.] ; nox pea. T.A. beikoBoii. — Mocksa : KnoPyc, 2023. — 266 c. —
ISBN 978-5-406-10334-0. — URL.: https://book.ru/book/944958 . — TeKcCT : 37eKTPOHHBIIA.

5.3. Ilepuoguyeckue U3TaHNUA

1. I'ymanuTapHbIe u COITUATEHO—KOHOMHYECKHE HayKH.— URL:
http://elibrary.ru/title_about.asp?id=%208639

2. XKypnan poccutickoro mpapa. - URL.: https://dlib.eastview.com/browse/publication/91330

3. 3axon. - URL: https://dlib.eastview.com/browse/publication/702

4. Cnpaounuk kagpoBuka. - URL: https://dlib.eastview.com/browse/publication/19107

5. Vmpasnenue nepconanom. - URL: https://dlib.eastview.com/browse/publication/18806

5.4. Ilepeuenn pecypcoB HHGOPMALMOHHO-TEJIEKOMMYHHUKAIIMOHHOW CETH
«/HTepHET», HEOOXOAUMBIX /IJIS OCBOCHUS IMCUMILIUHBI
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https://urait.ru/bcode/50982
https://urait.ru/bcode/523613
https://book.ru/book/949731
https://urait.ru/bcode/497801
https://book.ru/book/944958
http://elibrary.ru/title_about.asp?id=%208639
https://dlib.eastview.com/browse/publication/91330
https://dlib.eastview.com/browse/publication/702
https://dlib.eastview.com/browse/publication/19107
https://dlib.eastview.com/browse/publication/18806

ook wdPE

8.
9.

1
1
1
1

ObC «YnuBepcurerckas oudmmoreka ONLINE». — URL: www.biblioclub.ru

OBbC usnmarenscrBa «Jlansy». — URL: https://e.lanbook.com

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

3BC «BOOK.ru» https://www.book.ru

3BC «ZNANIUM.COM» www.znanium.com

OnextpoHHbI KaTanor Hayunoit 6ubnuorexu Kyol'y. —
URL:http://212.192.134.46/MegaPro/Catalog/Home/Index

OnektponHas oubnuoreka «3narensckoro noma «['peOEHHUKOBY -
URL:www.grebennikon.ru

Hayunas snextponnas oubianoreka (HOB) «eLibrary.ru». - URL:http://www.elibrary.ru
Basel nanubsix komnanuu «Mcer Beroy. - URL:http://dlib.eastview.com

0. Jlekropuym TB». - URL: http://www.lektorium.tv/

1. HarnoHanbHas snekrponHas oubnmuoteka « HIb». - URL:http:/H36.pd/

2. KubepJlenunka: HayuHas syiekTpoHHas oubmuoreka. — URL: http://cyberleninka.ru/

3. EnuHoe OKHO JocTyma K 00pa3oBaTenbHbIM pecypcam : dpeaepansras MC cBoOOIHOTO
nocryna. — URL: http://window.edu.ru.

14. CnpaBouno-npaBoBas cucrema «Koncynsrant [Tmroc» - URL http://www.consultant.ru

6. METOAUMYECKHUE YKA3ZAHUSA JJI51 OBYYAIOLIUXCA IO
OCBOEHHMIOANCHUII/IMHDBI

Meronuka n3ydeHus AUCIHUIIMHBI OCHOBAHA HA COUYETAHUH TEOPETUIECKOTO
M TPAKTHYECKOTO OOyUYEHHs C HCIIOJIb30BAaHHEM Pa3IM4YHBIX (OPM 3aKperuIeHUs
M3y4eHHOTO  MaTepuana: pelieHHe 3ajad, TEeCTUpPOBaHHME, IPOBEACHUE
KOJUIOKBUYMOB, TIOATOTOBKa M 3alluTa pedepaTtoB, ydacTHe B HAYUHBIX
KOH(EPEHIHSIX U Jp.

OCHOBHBIMH BHJJAMU ayJAUTOPHON pabOTHI CTYICHTOB SIBJISIOTCS JICKIHH
M IPAKTHYECKHE 3aHATHS.

B xone Jeknmii mpenojaBaTenb HU3NaraeT W pa3bsICHAET OCHOBHBIE, Hambolee
CIIO’KHBIE TIOHSATHS TEMBI, a TAaK)Ke CBSA3aHHBIC C HEW TEOPETHUYECKHUE U MPAKTHUECCKHE
npoOeMbl, JaeT PEeKOMEHIAlMU Ha NpPaKTHYECKoe 3aHATHE U YKazaHUs Ha
CaMOCTOSITEIbHYIO paboTy.

IIpakTHyeckne 3aHATHS 3aBEPIIAIOT H3yYCHHE HAWOOJIeE BaXKHBIX TEM
yuebHol muctumiuHbel. OHU CioyXaT Ui 3aKpeluieHHs M3y4eHHOro MaTepuaa,
pa3BUTHUS YMEHUH W HABBIKOB MOATOTOBKHU JIOKJIAJI0B, COOOLICHHM, MPHOOPETEHHS
OTbITa YCTHBIX MyOJMYHBIX BBICTYIUIEHUH, BEACHUS TUCKYCCUU, apryMEHTALUU U
3alIUTHl BBIABUTAEMBIX MOJIOKEHUH, a Takke JUIsl KOHTPOJIL INpernojaBareieM
CTENEeHU NOArOTOBJICHHOCTH CTYACHTOB IO U3y4yaeMON AUCHUIUINHE.

Cemunap mnpenamnonaraer cBOOOJHBI OOMEH MHEHUSIMH IO HW30paHHON
tematuke. OH HayMHAETCS CO BCTYNUTENBHOTO CJIOBAa IpenojaBaTels,
GopMyIHpYIOIIEr0o TEMy 3aHATHA M  XapaKTePHU3YIOLIET0 €ro OCHOBHYIO
npobiremMaTtuky. 3areM, Kak MpaBHJIO, 3aCIyIIMBAIOTCS COOOIICHUS CTYICHTOB.
OOcyxeHne cooOIEeHNsI COBMEIAETCSA C pACCMOTPEHUEM HAMEUEHHBIX BOIIPOCOB.
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Coo01ieHus1, Mpeanoyiaralolie aHauu3 MyOIuKalHuil MO OTJAEIbHBIM BOMPOCaM
CEMHUHapa, 3aciylIUBaIOTCSI OOBIYHO B cepeauHe 3aHsaTuA. [loomipsiercs
BBIJIBIDKEHUE U 00CYXKICHUE aJIbTEPHATUBHBIX MHEHUI. B 3aK/II0UUTEIEHOM CIIOBE
MpEnoaBaTeib MOJBOJUT UTOTH OOCYKJIEHUSI U OOBSBIISIET OLEHKH BBHICTYABIIUM
cTyaeHTaMm. Ha ceMuHapCKuxX 3aHATHSX PEIIAIOTCA 33/1a4M 110 00CYK/1aeMbIM TEMaM.
B memsix KOHTpOdsT MOATOTOBICHHOCTH CTYJCHTOB M TPUBUTHUS KM HaBBIKOB
KpaTKOT0 THCHMEHHOTO W3JI0KEHUSI CBOUMX MBICIEH MpenojaBarelib B XOJe
MPAKTUYECKUX 3aHSITUN MOXET OCYIIECTBIISITh TEKYIIUNA KOHTPOJIb 3HAHUN B BUIE
TECTOBBIX 3aJaHUH.

KadectBo yueOHOI pabOTHI CTYJEHTOB MpENojaBaTelb OLICHUBAET B KOHIIE
MPAKTUYECKUX 3aHATHH, BHICTABJISISA B pabounii )KypHall TeKymue oreHku. CTyAeHT
HMMEET MPaBO O3HAKOMUTHCS C HUMHU.

Yriny6neHHOMyY U3yUYEHUI0 MaTepHraa Mo OTACIbHBIM pa3zesiaM JUCITUTITHHBI
CIOCOOCTBYET MOATOTOBKA CTY/ICHTAMH A0KJIa0B. J[OKJIal — 3TO caMOCTOsITeIbHAs
pabota, aHanmu3upyromas 1 odoOmIaromas MmyoJuKaluyu Mo 3aJaHHOM TEeMaTHKe,
npeArnoaraias BeIpaObOTKy U OOOCHOBaHWE COOCTBEHHOM TMO3UIIMK aBTOpa B
OTHOIIIGHUH pPacCMaTpPUBAEMBbIX BOMpPOCOB. [loArotoBka gokmaga — JOCTATOYHO
KpONOTJIMBBIN Tpya. Ero HammcaHuio mpenniecTByeT M3y4eHHE IIUPOKOro Kpyra
MPaBOBBIX TEPBOMCTOYHUKOB, MoOHOrpaduid, cTaTed, 000OIICHHUE JUYHBIX
HaOmroneHuid. PaboTa Haj MOKIA0M CIIOCOOCTBYET Pa3BUTUIO CAMOCTOSTEIIBHOTO,
TBOPYECKOTO MBILIJICHUS, YYUT MPUMEHSTh MPABOBbIC 3HAHMS HaA IMPAKTUKE TPHU
aHaJIM3€ aKTyaJIbHBIX COIMAJIbHBIX W MPABOBBIX MpobOiieM. PekomeHayemoe Bpems
noknaga- 10-12 munyT. HenpeMeHHBIM yCIIOBUEM 3aKPETUICHUS TEOPETUYECKUX
U TPAKTUYECKUX 3HAHUW CTYJICHTOB SBJISIETCA BBINOJHEHUE HMHU JOMAIIHUX
3a/JlaHUM.

OOyueHHne CTYACHTOB OCYIIECTBISACTCS 10 TPATUIIMOHHON TEXHOJIOTHUHU
(JIeKIH, TPAKTHKH) C BKIIFOYCHUEM HHHOBAIIMOHHBIX DJICMEHTOB.

C TOYKM 3pEeHMS MCIIOJIB3YEMBIX METOJOB JICKIMU MOJAPa3ACIISIIOTCS
CIEAYIOIUM obOpazom: uH()OPMaITMOHHO-00BICHUTEIbHAS JICKITHS,
MIOBECTBOBATENIbHA, JICKIIUsI-Oece1a, TpoOIeMHas JICKITUS U T. 1.

YcTHOE — W3NIOKEHHWEe ~ y4eOHOro  Marepuaja Ha  JIGKIIUHM  JIOJDKHO
KOHCIEKTUpOoBaThcs. Clymiarh JIEKIHI0O HYXXHO yMETh — TMOJJIEPKUBATh CBOE
BHUMAaHHWE, TOHATh M 3allOMHHUThH YCJBIIIAHHOE, YJOBUTh Tay3bl. B mporecce
M3JIOKEHUST TpPenojaBaTesieM JICKIMU CTYIACHT JOJDKEH BBIACHUTH BCE HETOHSTHBHIE
BOIIPOCHI. 3aIlUCHIBATh COJACPKAHUE JIEKIIMU HY>KHO 00s3aTEIbHO — 3aIMCH TTOMOTal0T
MOAJICP)KUBATh ~ BHUMAaHHE, CIIOCOOCTBYIOT TOHUMAHHWI H  3allOMHHAHHIO
YCIBIIIIAHHOTO, IPUBOAUT 3HAHWE B CUCTEMY, CITy>KaT OMOPOM JUIs mepexoaa K Oojee
TIyOOKOMY CaMOCTOSTEIIBHOMY M3YUYEHHUIO TIPEIMETA.

MeToauueckne peKOMEHIAIMH MO0 KOHCTIEKTUPOBAHUIO JICKIUI:

— 3amuch JOHKHA OBITh CHUCTEMHOM, MPEICTaBIsATh COOOM COKpali€HHBIN
BapHaHT JICKIIUK TIpenoaaBaTens. Heo6xoaumo ciymaTh, 00yMbIBaTh U 3alIMCHIBATH
OJTHOBPEMEHHO;

— 3anuch BeNETCS OYEHb OBICTPO, YETKO, MO BO3MOXKHOCTU KOPOTKUMH
BBIpaXKCHUSIMU;

— HE TMpeKpallas CIaylarh MpernojaBarelis, HY>KHO 3aluChbiBaThb TO, YTO
HeoOXomuMO ycBoWTh. Henb3si 3amuchiBaTh Cpa3y K€ BBICKA3aHHYIO MBICHb
MpenoaaBaTes, caeAayeT e€ MOHITh U MOCJe 3TOr0 KPaTKO 3alucaTh CBOMMU CIOBaMU
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WM CJI0OBaMHU npenojasaress. BaxkHo, yToObI B HEMl He ObLT MOTEPSIH OCHOBHOM CMBICIT
CKa3aHHOIO;

—MMEHA, J1aThl, Ha3BaHUs, BHIBObI, ONIPEAEICHNUS 3aIUChIBAIOTCA TOYHO;

—cjeayeT oOpaTuTh BHUMaHKHE Ha 0(OpPMIICHHUE 3allUCH JIEKIUU. J{J1 Kaxa10ro
npeaMera 3aBoauTcs oOmas terpaab. OTIMYHBIM OT OCTalIbHOTO IBETA CIEAYET
BBIICNISATh OTACJBHBIE MBICIM M 3arojIOBKM, COKpallaThb OTJAEIbHBIE CJIOBA U
MPENJIOKEHUs, UCIOJIb30BaTh YCJIOBHBIE 3HAKH, OYKBBI JJATUHCKOTO M TPEYECKOTrO
an(aBUTOB, a TAKKE HEKOTOPbIE MPUEMBI CTEHOTPA(UUECKOTO COKPAILEHUS CIIOB.

[Ipaktnyeckue 3amstus 1o gucrumumae OI1.06  JlokymeHTarmoHHOE
o0ecrieyeHne yIpaBiIeHUs IPOBOASTCS B OCHOBHOM IO CXEME:

-YCTHBIA OIpOC MO TEOPUU B Hayase 3aHATHS (0OCYXIEHHUE TEOPETUUYECKUX
MpoOJEMHBIX BOTIPOCOB M0 TEME);

-paboTa B rpymnmnax rno pa3peueHuto pa3InyHbIX CUTYalUi 110 TeMe 3aHITHS;

-pelieHue MPakTUYECKUX 3a/1a4 MHIMBU Ty alIbHO;

-MOABEICHUE UTOTOB 3aHATHS (WK pedekcus);

-UHJIMBUlyallbHbIE 3aJlaHusl s TOATOTOBKM K CIEAYIOLIUM

PAKTUICCKUM3aHATHSIM.

[{ep MPaKTUYECKOTO 3aHATHS - HAYYUTh CTYJICHTOB MPUMEHSATH
TEOPETUYECKUE3HAHUSI IPU PEIICHUU MPAKTUYECKUX 3a/1a4 Ha OCHOBE PeajbHBIX
JTAHHBIX.

Ha npakTuyeckux 3aHATHAX TpeoOIagatoT CIEAYIOINE METOIbI:

- BepOanbHbBIE (MPeoOIIalatoIiM METOIOM JOKHO ObITh OOBICHEHHE);,

- MpakTUyeckue (MMCbMEHHbIE 3/1aHus, TPYIIOBbIE 3aJaHUS U T. I1.).

BaxxHbIM Uil CTyJleHTa SBJISIETCSI YMEHHE PallMOHAIBHO MOJI0MpPATh HEOOXOIUMYIO
yueOHy10 nuteparypy. OCHOBHBIMH JIMTEPATYPHBIMU UCTOUYHUKAMU SIBJISIOTCSI:

— oubnuoTeuynsie QoAb punuaia KybaHCKOro rocy1apcTBEHHOTO YHUBEPCHUTETA,;

— 3JIEKTpOHHAs OMOJIMOTEUHas cucTeMa « Y HUBEpCUTETCKast OMOIIMOTeKa OH-JIaiH»;

— 3JIeKTpOHHAas OubnnoTeuHas cucrema M3narenscTBa «JIaHby.

[Touck xHUT B OMOIMOTEKE HEOOXOAMMO HAYMHATH C U3YyUEHHUS MPEIMETHOTO
KaTajora M CO3JaHUs CIHCKa KHUT, MOCOOUN, METOJAUYECKUX MATepUaloB IO TeMe
U3Yy4YECHUSI.

[IpocMOTp KHUTM HA4YMHAETCS C TUTYJIBHOIO JIMCTA, CIEAYIOMIErO IIOCIIe
0010xku.Ha HEM 0OBIYHO MOMENIAIOTCS BCE OCHOBHBIE JAHHBIC, XapaKTEPHU3YIOIIHUe
KHUT'Y: Ha3BaHHUE, aBTOpP, BBIXOAHBIC NAHHBIC, JaHHbIE O mNepeu3gaHuu U T1.1. Ha
000pOTEe TUTYIBHOTO JHCTAa AAaETCAd aHHOTAIUS, B KOTOPOW YKa3bIBaeTCSd TeMaTHKa
BOIIPOCOB, OCBEIIEHHBIX B KHUTE, ONpPEAENSIETCS KPyr yuTaTened, Ha KOTOpbId OHa
paccuuTaHa. boibpuioe 3HaueHHE HMMEET MNPEIUCIOBUE KHUTU, KOTOPOE 3HAKOMHT
YUTATENS C JMYHOCTHIO aBTOPA, UCTOPUEN CO3/IaHUsI KHUTH, PACKPBIBAET COAECPIKAHHE.

[IpounTaB npearcioBUe W MOJYYHB OOIIEe MPEICTaBIEHUE O KHUTE, CIEIYET
oOpatuThcs K oryiabiieHnt0. OTiaBiaeHne KHUTH 3HAKOMUT 00y4aeMOoro C COJIepKaHHEeM
U JIOTUYECKOW CTPYKTYypOH KHUTH, TO3BOJIAET BBIOpPATh HYXKHBIM Martepuan s
n3y4deHus. ['oq U3gaHus KHUTH TO3BOJISIET CYIUTh O HOBU3HE Marepuana. B kHure
MOTYT OBITh TPUMEUaHUs1, KOTOPBIEC COJEPKAT PA3TUYHbIE TOTIOTHUTEILHbBIE CBEICHUS.
OHu mneyaralTCsi BHE OCHOBHOTO TEKCTAa W Pa3bACHSIOT OTACIIbHBIE BOIIPOCHI.
[IpenmerHbie u andaBUTHBIE YyKa3aTeNud 3HAYUTENHHO OOJErdaroT IOBTOPECHUE
W3JIO)KEHHOTO B KHHUI€ Marepuaia. B KOHIE KHUTM MOXET pacrnojiaratbCs
BCIIOMOTaTeNbHBIA MaTepua. K HemMy 0OBIYHO OTHOCATCS MHCTPYKITUU, TPHIIOKECHUS,
CXEMBI, CUTYallMOHHBIE 33/1a4l, BOIIPOCHI I CAMOKOHTPOJIS H T.J.

JIns myymiero mpeAcTaBiICHUsS M 3allOMUHAHUS MaTepuala 1ejiecooOpa3Ho
BECTU3AINCH U KOHCIIEKThI PA3JIMYHOTO COJIEPKaHUS, & UMEHHO:
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— MIOMETKH, 3aMEUYaHMsI, BBIICIICHNE TTIaBHOTO;

— TIJIaH, T€3UCHI, BBIMMCKH, ITUTATHI,

— KOHCIIEKT, paboyas 3anuch, pedepar, 1oKiIad, JSKIHs U T. 1.

YuraTe yueOHUK HEOOXOANMO BIYMYHBO, BHUMATEIHHO, HE IPOIYCKask TEKCTa,
CTapasich TOHATh Kaxaylo ¢pasy, OIHOBPEMEHHO pa30upasi TPUMEpPHI, CXEMBI,
TaOJIMLbI, PUCYHKH, IPUBEAEHHBIE B yUEOHUKE.

OmauM U3 BaXXHEUIIMX CPEACTB, CIHOCOOCTBYIOIIMX 3aKPETUICHHIO 3HAHHM,
ABJISIETCSL KpaTKas 3allliCh MPOYUTAHHOTO MaTepuaja — COCTaBJICHHE KOHCIEKTa.
KoHcnekT — 370 KpaTkoe CBA3HOE M3JI0KEHUE COJIEP/KaHUs TEMbl, yUeOHUKA WM €ro
yacth, 0e3 moapoOHocTel M BTOpocTeneHHbIX aeraneil. [lo cBoeil cTpykrype u
MOCJIEIOBATEIbHOCTH KOHCIIEKT JTOJIKEH COOTBETCTBOBATH IJIaHy yueOHuKa. [loaTomy
Ba)XKHO CHayayia COCTaBUTH IIJIaH, a TOTOM IMUCATh KOHCTICKT B BUJIE OTBETA HAa BOTIPOCHI
wiaHa. Ecnu yyeOHuUK pas3znenéH Ha HeOoJbLIMe 03arylaBlIeHHbIE YacTH, TO 3ar0JIOBKU
MOKHO paccMaTpuBaTh KaK IyHKTHI IJIaHA, a W3 TEKCTa KaXIOW YacTH CIICAyeT
3aMmcarh T€ MBICIIH, KOTOPbIE PACKPHIBAIOT CMBICI 3ar0JIOBKA.

TpebGoBaHUs K KOHCIIEKTY:

— KpaTKOCTb, CKATOCTh, 11€JIECO00PA3HOCTh KaKJI0TO 3aMChIBAEMOI0 CJI0BA;

— COAEpXKATEeNbHOCTh  3allMCH -  3alUChIBA€Mble  MBICIH  CIIEYyeT
(bopMynHrpoBaTh KpaTko, HO 0e3 yuiepOa it cMbicia. O0bEM KOHCTIEKTa, KaK IPaBUIIO,
MEHbIIEe U3ydyaeMororekcra B /-15 pas;

—KOHCIIEKT MOXET OBITh KaK MPOCTBIM, TaK M CIOXHBIM IO CTPYKTYpEe — 3TO
3aBHCHUT OT COJICP)KaHMsI KHUTH U IIeTTH €€ N3YUCHHUS.

MeTtoauueckue peKOMEHIAINH 110 KOHCTIEKTUPOBAHHIO:

— IPEee YeM HayaThb COCTABIIATH KOHCIEKT, HY’KHO O3HAaKOMHUTBCSI C KHUTOH,
IpOYUTATh €€ CHavaja /10 KOHIA, OHATh IPOYNTAHHOE;

— Ha OOJIOKKE TeTpajy 3alMChIBAIOTCS Ha3BaHUE KOHCIEKTHPYEMOH KHUTH U
UMl aBTOPA, COCTABJISAETCSI IJIaH KOHCIIEKTUPYEMOI'0 TECTa;

— 3alKCH JIydlle JenaTh MPHU MPOYTEHHH HE OAHOTO-ABYX a03aleB, a IEeNoro
naparpada WU T1aBbl;

— KOHCIIEKTHPOBaHHUE BEAETCS HE C IENBI0 MMETh ONPEIeIEHHBIN 3alUCH, a s
OoJiee MOJHOTO OBIAJCHUS COJAEP)KAaHMEM H3y4aeMOTO TEKCTa, MOITOMY B 3aIlUCSIX
OTMeuaeTcss U BBLACISIETCS BCE TO HOBOE, MHTEPECHOE M HYXKHOE, YTO OCOOCHHO
IPUBJIEKIO BHUMAHUE;

— TIOCJIe TOTO, KaK CIeJlaHa 3aliCh COJAepKaHMs maparpada, IIaBbl, CIeayeT
nepednTarTh €€, 3aTeM CHOBA 00palIaThCcsi K TEKCTY U MMPOBEPUTH ceOs, MPaBUIBHO JIH
U3JI0KEHO COJIepIKaHUE.

TexHrKa KOHCIEKTHPOBAHUS:

— KOHCTIEKTUPYS KHUTY O0JBIIOr0 00hEMa, 3alHCh CIIeyeT BECTH B OOIIEH TeTpaiy;

— Ha Ka)XXJI0W CTPaHUIIE CIIeBa OCTABIISIOT MOJISl LIMPHHOM 25-30 MM 1151 3amucu
KOPOTKHUX I10/13ar0JIOBKOB, KPAaTKUX 3aME4aHui, BOIIPOCOB;

— Ka)kJasi CTaHUIla TeTPaal HyMepyeTcs;

— IS TOBBIIICHHWS YUTAEMOCTH 3alMCH OCTAaBIISIIOT HHTEPBAIBI MEXIY
CTpOKaMH, ab3aliaMy, HOBYIO MbICIIb HAUMHAIOT C «KPACHON» CTPOKH;

— TpU KOHCIIEKTUPOBAHUHU IIHPOKO HCIONB3YIOT Pa3IUYHbIE COKpAIEHUS U
YCIIOBHBIC 3HaKH, HO HE B yIIepO CMBICITY 3allMCAHHOTO. PeKoMeHayeTCs] MPUMEHSTh
o0IIeynoTpeOUTENbHBIE COKPAILCHHs, Hampumep: M.0. — MOXeT ObITh, TOC. —
TOCYapCTBEHHBIN; /1.0. — TOJIKHO OBITH | T.I.

— HE CJIeIyeT COKpAIlaTh MMEHA U Ha3BaHUs, KPOME OYCHb YaCTO MOBTOPSIOLIUXCS;

— B KOHCIIEKTE HE JOJKHO ObITh MEXaHWYECKOTO MEPENUChIBaHUS TEKCTa 0e3
MPOAYMBIBAHUS €TI0 COACPKAHUSA U CMBICIIOBOTO aHAIN3a.
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Jns HanucaHus pedepaTa HEOOXOOUMO BHIOpPAaTh TEMY, COIVIACOBAaTh €€ C
MperoiaBareieM, moao0paTh HECKOJIBKO MCTOYHHKOB IO TEME, BBIMOJIHHUTH aHAJH3
MCTOYHHUKOB TI0 PEIICHUIO MPoOIeMbl, 000CHOBATh CBOIO TOYKY 3pEHHS Ha pPEIICHUE
pOOJIEMBI.

/.OHEHOYHBIE CPEJACTBA JJ5 KOHTPOJIA YCIIEBAEMOCTH
7.1. Ilacnopt ¢doHIa OLIEHOYHBIX CPEACTB

Kon xoHTponmupyemoit
Ne HaumeHoBaHKE OIIEHOYHOI'O
KoHTpomupyeMbie TEMbI JUCITUTLTAHEL KOMIIETEHIUH
/Tt cpelcTBa
(unm ee yacTn)
JlokyMeHTAIIIOHHOE o0ecnedeHne YIPaBJIeHUs OK 11; TIK 1.1
1 MOHSITHE, COAEP/KAHNE H ITANBI PA3BUTHS TK 2.6; TIK 2.7; TIK 4.2 Hoxnaz, Tect
5 Odopmienne OPJ OK 11; TIK 1.1 - 6
. TIK 2.6: TIK 2.7: TIK 4.2 pakTHueckas pabora, TeCT
HJoxymMeHTO000pOT
3 OK 111K 1.1 IIpaktrueckas pabora, TeCT
' TIK 2.6; TIK 2.7; TIK 4.2 PaKTIHeckas pabora, Tee
4 X OK11;TIK 1.1 Moax " 6
. paHeHue IOKYMEHTOB TIK 2.6: TIK 2.7: TIK 4.2 pakTHyeckas pabora, TeCT
Oco0eHHOCTH PadOTHI ¢ 00palIECHUSIMH IPAKIAH OK 11; 11K 1.1
5. U KOH(UIeHIIUATIBHBIMH JOKYMEHTAMM IIK 2.6; TIK 2.7; TIK 4.2 Ipaxmirieckas pabora, TecT

7.2. Kputepum ouieHKH 3HAHUH
KoHTponb ¥ OIEHKa pe3yibTaTOB OCBOCHHS AMCUUIUIMHBI OCYIIECTBIISETCS
IpernoiaBaTesieM B TIPOIecCe MPOBEACHUS TMPAKTUYCCKUX 3aHITHH, JIAOOPaTOPHBIX
pabor,

TECTUPOBAHUS, a  TaKXKe  BBINOJIHEHUS oOyJaromumucs
WHIUBUIYaTbHBIXCAMOCTOSATEIbHBIX 3aJaHHH.

Jokaan (coodmenue). [IpoayKT HaydHO-HCCIEIOBATENBCKON NIEATEIHHOCTH
CTYJIeHTa, MPEACTaBIAIOMUNA CcO0OM KpaTKoe W3JI0KEHHEe B MHCHbMEHHOM BHUJIE
MOJTyYEHHBIX Pe3yJIbTaTOB TEOPETUYECKOTO aHaIN3a OIpeIeTICHHOM HayuHO (yueOHO-
UCCJIEIOBATENIbCKOM) TEMbI, TJ€ aBTOP PACKPBIBAET CYyTh HCCIEAyeMOMl MpoOJIeMbl,
IPUBOJUT PA3IMYHbIC TOUKH 3pEHUS, a TaK)Ke COOCTBEHHbIE B3Il Ha Hee. Jlokiian
(cooOrmieHne) OIEHMBAETCS IO KOJMYECTBY OOpaOOTaHHBIX HMCTOYHHUKOB, TIyOWHE
aHanM3a npoOJIeMbl, KauecTBE 000CHOBAHMSI aBTOPCKOM MO3UIIUHU, TITyOUHE PACKPBITHUS
TEMBI.

Tecr.  Cucrema  CTaHIApTU3MPOBAHHBIX  33/JaHUN,  TIO3BOJIAIOIIAS
aBTOMATU3UPOBATHIIPOLIEYPY U3MEPEHUSI YPOBHSI 3HAHUM M YMEHUIN 00y4aromerocs.
TecT orieHrBaeTCs MO KOJIWYECTBY MPABUIBHBIX OTBETOB (He MeHee 50%).

Kpurtepuu oneHk# 3HaHHIA CTYA€HTOB B L1€JIOM 110 THCHUILIMHE!

«OTJIMYHO» - BBICTABISIETCS CTYJCHTY, IIOKa3aBIIEMy BCECTOPOHHUE,
CHUCTEMaTU3MpPOBaHHbIE, TIIyOOKHME 3HaHUS Y4eOHOW MNPOrpaMMbl JUCHUIUIMHBI U
YMEHHE YBEPEHHO NPUMEHSTh UX Ha IMpaKTHKE NpPU PEIIeHWH KOHKPETHBIX 3a/ad,
cBOOOJIHOE U MPaBUIbHOE 000CHOBAHUE MPUHSATHIX PEIICHUM;

«XOpOILIO» - BBICTABISETCS CTYIEHTY, €CIM OH TBEpAO 3HAeT Marepual,
IPaMOTHO M TO CYIIECTBY M3JIaraeT €ro, ymMeeT MPHUMEHAThH MOJy4YEeHHbIC 3HAHHUS Ha
MPAKTHKE, HO JIOIYCKAeT B OTBETE WM B PEIICHUH 33/1a4 HEKOTOpPhIE HETOYHOCTH;

«Y/AOBJIETBOPUTEIbHO» -  BBICTABISIETCA  CTYAEHTY,  IOKa3aBIIEMY
(bparMeHTapHbIN, pa3pO3HEHHBIA XapakTep 3HAHWUH, HEAOCTATOYHO MPABHIbHBIC
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(dhopmyIUpOBKH 0a30BBIX MOHITUHN, HApYLIEHUS JOTUYECKOW IOCIIEIOBATEILHOCTU B
M3JI0KEHUU MPOTPAMMHOT0 MaTepuana, HO IPU STOM OH BIJIaJIEET OCHOBHBIMU
pasznenaMy y4eOHOW MPOTrpaMMbl, HEOOXOTUMBIMU JUIsl JallbHEHUIIET0 OOy4YeHHUs W

MO>KET MIPUMEHSATH NOJyUYE€HHbIE 3HAHUS 110 00pa3ily B CTAHIAPTHOM CUTYAallHH;

«HEY0BJIETBOPUTEJIbHO» - BBICTABIIAETCS CTYJICHTY, KOTOPBIH HE 3HAET
0OJbIIE YacTM OCHOBHOIO COJAEpKaHMS Y4eOHOM mporpamMmbl JUCLMILIMHBI,
JIOIyCKaeT IrpyObie OMOKU B (POPMYIMPOBKAX OCHOBHBIX MOHATUHN JUCIHUIUIMHBI U HE
YMEET MCMOJIb30BaTh IMOJIYYCHHbIE 3HAHUS MPHU PEIICHUH THUIIOBBIX MPAKTUYECKUX

3aJga4.

7.3. O1uieHOYHbBIE Cpeacrsa IJid MPoOBECACHUA TeKyIIIEﬁ arTrecranmmu

Texkymuii KOHTPOJIb MOKET MPOBOAUTHCS B (POpPME:
-(ppoHTaNBHBIN OMPOC;
-MHAUBUYaJIbHBIA YCTHBIN OIPOC;
-IIMCBMEHHBIN KOHTPOJIb;

-TCCTUPOBAHUC IO TCOPCTHUICCKOMY MAaTCpHaly,

-npaKkThyeckas pabora;
-3aIlMTa BHITOJHEHHOTO 3aaHNUS;
-pa3paboTka mpooeMbl Kypca (0KIan).

dopma Bnanenus JInuHble KauecTBa Hpmvepsi
3HaHUA YMmenus OLICHOYHBIX
aTTecTaluu (HaBBIKM) CTyZCHTa
CpenCTB
VYeTHbIif Kontpons 3nanuit OreHka yMmeHHs Orenka HaBpIKOB | OreHka KonTtponbHsie
(MMCBMEHHBIN) | MO ONpeAeTeHHBIM paznuyaTh paboTsI ¢ CIOCOOHOCTH BOIIPOCHI I10
orpoc mo | mpobiaemMam KOHKpETHbIE yueOHOiA, OIIEPaTUBHO U TeMaM
TeMaM TIOHSTHUS METOJUYECKOI 1 Ka4eCTBEHHO HpUIararTcs
Hay4yHOU OTBEYaTh Ha
MIOCTaBJICHHbIE
JIUTEPATypOn BOIPOCHI
Joxman Kontpons 3naHwmiA OrneHka yMeHHSA O11eHKa HAaBBIKOB OreHka Temsr
(coobmreHue) 10 OTPEAETICHHBIM paznuyaTh paboTsI ¢ CIIOCOOHOCTH K JIOKJIaI0B
mpobaemMam KOHKpETHBIE yueOHOIA, Hay4IHO- MIpHUIararoTcs
TIOHATHSA METOIUYECKOI 1 HCCIIEZIOBATENbCKO
Hay4yHOU U IeITelIbHOCTH
JIUTEPATypOn U aHAJIHU3y
yaeOHOIA,
METOIUYECKON U
Hay4yHOU
JUTEPaTypHI
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IIpaktnyeckue | KoHTpomns 3HaHUA OneHka ymeHus Onenka HaBeIKOB | OneHka Temsbl pabot
paboTsl TEOPEeTHIECKUX paborats c paboTsl ¢ yueOHO- | crocoOHOCTH TpUJIararoTcs
OCHOB COBPEMEHHOU METOANYECKON OIIEPATUBHO U
JOKyMEHTallMOHHOT | KOMIBIOTEPHON JIUTEpATypoU B KaueCTBEHHO
0 obecrieyeHnst TEXHUKOH NpH cepe pemaTb
yIIpaBJICHUs, peneHnn JIOKYMEHTAI[MOHH | IIOCTABJICHHBIE HA
BO3MOYKHOCTEH U MPaKTUYECKUX oro o0ecrie4eHust | MPaKTUYECKUX
TIPUHIUTIOB 3a1a4y yIpaBIeHUs paborax 3a1auu u
HCTIONb30BaHUs JIOKYMEHTAIlMOHH apryMeHTHPOBaTh
COBPEMEHHBIX oro obecrie4eHus pe3yabTaTh
WHQOPMAIMOHHBIX | yNpaBJICHHS
TEXHOJIOT Ui
TectupoBanue | Konrpons 3HaHHI OrieHka yMeHust Orenka HaBbikOB | OrieHka Bompocsr
MO OIpeeTIeHHBIM pa3nnyath JIOTUYECKOT 0 CIOCOOHOCTH IpusararoTcs
npobieMam KOHKpETHbIE aHaiu3a u OIEPATUBHO U

IOHATUA

CUHTE3a MU
COTIOCTABJICHUH
KOHKPETHBIX
MOHSTHI

Ka4yCCTBCHHO
OTBCYaTh Ha
IIOCTAaBJICHHBIC
BOIIPOCHI

S A G e

IIpuMepHBIH epeYeHb TeM JO0KJIAI0B (CO00EeHn i) NI TeKyIel
aTTecTalMm:

9. T'ocynapctBennas cucrema JJOY
10. OcobeHHOCTH 3aBepeHusl KON HOTapUaIbHBIMU KOHTOpaMU

11. IMonpaznenenus cmyx6s1 IOV u ux B3aumojielicTBue

12. Opranuzarmonasie popmsl JJOY
13. OcoGeHHOCTH OTIPABKH JOKYMEHTOB C MTOMOIIBIO TEXHUYECKUX CPEJICTB.

14. Opranuzaiys padoThl C UCXOAITAMU JOKYMEHTAMH
15. OcobeHHOCTH pabOTHI C BXOAAIIUMH JOKYMEHTaAMHU

16. Opranuzaius paboThl C BHyTPEHHEH TOKyMEHTAIMEeH OpraHu3aiiu

IIpumepHbIe TecTOBBIE 3aJaHMs IJIsl TEKYIell aTTecTAIlUN:

1. HomeHk1aTypa J1eJ1 COCTABJISAETCH B KOJIMYECTBE ... IK3eMILISPOB:

1) 2
2) 3
3) 4
4) 5

2. PaGoTHMKM, OCYLIECTBJISIIOIIUE MPeIBAPUTEIbHOE PACCMOTPEHNe
JAOKYMEHTOB,0JIYy4al0T J0CTYN
1) ko Bcelt MHpOpPMAIHH, TIOCTYIAIOUICH B OPTaHU3ALIUIO
2) MCKITIOYUTENIFHO K KOH(UACHIINATBHON HH(POPMALIUH, TOCTYTAIOIeH B OpPraHU3aIHIO
3) k moroBopam
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BrnusiHve Hayky M TEXHUKH Ha pa3BUTHE JOKyMEHTOOOOPOTa B OpraHu3aluu
CoBpemeHHbIe CITOCO0bI JOKYMEHTUPOBAHUS
3HaueHue YHU(PHUKAIMU U CTaHIapTU3AIUHU JTOKYMEHTOB
[Tonsitue ynuduuupoBaHHbIX GOpM JOKYMEHTOB
CoBpemenHbIe TpeOoBaHUs K 0(hOPMIIEHUIO JJOKYMEHTOB
PexBu3uth 1 OaHKU
dopmysip — obpazer; OP/I.
XapaKTepUCTHKA U COCTaB PACTIOPSAIUTEIbHBIX TOKYMEHTOB,
Bxosmux BY COP/],




4) TONBKO K THChbMaM O(HUIMAILHOIO M JIMYHOTO XapakTepa,
MOCTYTHAIOIIUM BOPTaHU3ALIUIO

3. B opranu3anusx npuemM 1 NepBOHAYAIBHYI0 00pPadOTKY MOCTYNAKIIUX

TOKYMEHTOBMOI'YT OCYHIECTBJISATD:

1) sKkcmeAuIus, WHCIEKTOP IO MPUEMY U OTIPABKe JOKYMEHTOB, CEKPETaph PYKOBOIUTEIIS

2) 3aMECTHTEIIb PYKOBOIUTEIS

3) pyKOBOJUTEIH MOApa3CICHHIA

4) UCKJIFOUUTEIBHO CEKpeTaphb

4. lenenTpaan3oBaHHasi popma 1e10NPou3BOJACTBA MPUMEHSETCs, KOr/ia

1) cTpyKTypHBIE MTOIpa3AeICHHs OPraHU3aUN TCPPUTOPHUATHHO Pa300IICHBI

2) Bce pabOThI C IOKYMEHTaMH ITPOBOAATCS B OTHOM MECTE

3) pyKOBOUTEIb YaCTO MUCHMEHHO 00pAIlaeTCs K CTPYKTYPHBIM MMOIpa3aeIcHHUSIM

4) moapasaeaeHHs MOJydaroT O0JIBIIOE KOJIHYECTBO JAEI0BON KOPPECIIOHICHIINN

5. JIBuKeHHE TOKYMEHTOB B OPraHU3alMHU ¢ MOMEHTA UX CO3aAHM S UJIH

MOJIy4YeHHs 103aBepPIIeHUs] MCTIOJHEHUS] UM OTIPABJIEHUS] HA3BIBAETCS

1) TOKYMEHTO000POTOM;

2) TpaHCIIOPTHPOBKOM JOKYMECHTOB;

3) peanuzarnuei JOKyMEHTOB;

4) TOKyMEHTOBpAILICHUEM.

6. TesrepoHOrpaMMy NPUMEHAIOT:

1) st mepeaadn CpOUHBIX PACIOPSHKEHUH, M3BEIICHUH, CBEICHHIA,

2) [ mepeadur TeerpaMM;

3) UCKITFOUUTEIILHO VTS TIepeaud pacopsHKEHUN PyKOBOIUTEIIS;

4) 10 YCMOTPEHHIO CITy)KaIllero KaHIIeSIPUH.

7. JIokyMeHT, COCTaABJIeHHBIH Irpynnoii Jun (KoMmuccueil) 1 MoATBePKAAIOUIUI

(axTbL,CO0BITHS, HA3BIBACTCH

1) aktom;

2) TIpUKa3oM;

3) pacropsiKeHUEM;

4) IOroBOPOM.

8. TekcT ciy:ke0HOr0 NMCbMa, KaK MPaBUJI0, COCTOUT M3:

1) 1ByX 4acreii — BBOJAHOM M OCHOBHOM;

2) IByX YacTel - TMIIOTE3bI, AUCIIO3UIIUH;

3) MHOKECTBA YacTeil, 0 YCMOTPEHHUIO aBTOPA,;

4) yeThIpeX YacTei — BBOJIHOM, IOBECTBOBATEIBHOM, PE30JIOTUBHOM, 3aKII0YUTEIILHON

9. CaoBecHo-uu(poBoii cnocod opopmieHus aarbl (Hanpumep, 23 uiwonsa 2016

r.) BOCHOBHOM IIPMMEHSIIOT B

1) mokymeHTax, coAepKamux CBEACHUS (PMHAHCOBOTO XapaKTepa;
2) Cy»eOHBIX MUChMaX;

3) npukasax;

4) pacropsKCHHSIX.

10. Cron6uoBasi popma /1e;101PON3BOACTBA OTMEHEHA:

1) MTerpowm I;

2) Anexcanapowm |

3) ExarepuHnoii |l

4) Hukomnaem 1

7.4. OueHOYHBIE CPEe/ICTB VISl IPOBECHHS IPOMEKYTOYHOM aTTecTaluu
IIpomexyrouynas
aTTecTalus
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dopma JInunble ITpumepst
3HaHUs Ymenus Brnanenue (HaBBIKM) | KauecTBa OLICHOYHBIX
aTTecraluu
CTyJACHTa CpCacCTB
Huddepentn | Koutposb Ouenka yMmeHus OneHka HaBBIKOB Ouenka Bonpocsr:
pOBaHHBIﬁ 3HaHUA 63?:OBI)IX IIOHUMAaThb JIOrH4YC€CKOro CIIOCOOHOCTH NpHITAraloTes
3a4€eT IIOJIOKCHHU B CIICHAJIbHYIO COIIOCTaBJICHUSA U T'paMOTHO U
obactu TCPMHUHOJIOT IO XapaKTCPUCTHUKHN YCTKO H3j1araTb
JOKYMCHTAIIMOHH 00BEKTOB Marcpuall
oro obecrie4eHust
VIIpaBJICHUS
7.4.1. IlpuMepHBIe BONPOCHI VISl IPOBe/IEHUsI IPOMEKYTOYHON aTTeCTALMHU
(1 PpepeHIUPOBAHHBI 324eT)
1. TexHomnorus paboThI C TOKYMEHTAMH, COJCPKAIINMHU
KOH(UACHIINATHHBICCBEICHHUS.
2. Opranuzanus paboThl ¢ OOpallleHUIMH TpaXKaaH.
3. Texuuueckue cpeacTBa opUCHON AEATETBHOCTH.
4. ®opmupoBaHue u opoOpMICHUE JEI.
5. JloroBopHO-MpaBoBasi JOKYMEHTAITHSI.
6. Opraauszanuys OTIPaBKU UCXOANINX JOKYMEHTOB.
7.  OpraHuzaiys perucTpariy 1 KOHTPOJIS UCTIOTHEHUS JOKYMEHTOB.
8. JloxymMeHTOO0OOpOT.
9. Opranuzanus npuema BXOIAIUX TOKYMEHTOB.
10. O6mue TpedoBaHus K 0(pOPMICHHUIO TOKYMEHTOB.
11. MudopmaiimoHHO-CTIPaBOYHbBIE TOKYMEHTHI.

12. PacnopsiauTenbHbIE TOKYMEHTHI.
13. TlonaTHe O JOKyMEHTaX M CHocobax JIOKYMEHTHUPOBaHMUS,
HocuTenssxuHpopmaruu. OCHOBHBIC (DYHKITUN TOKYMEHTOB.

14. JIOKyMEHTBHI 10 IMYHOMY COCTaBY: MPHUKA3, Pe3OMe, XapaKTEPUCTUKA U JIp.

15. HWctopwust pa3BuTHs IeI0NMpPOU3BoACcTBa B Poccuu.

16. JlemoBas mepemnmucka.

17. PexBusutsl: ['ocynapctBennsiii ['epd PD, repbd cyorekta PD, smOnema win
TOBApHBIA 3HAK OpraHU3aIlMK, HAMMCHOBAHHE OpPTaHM3AIUU, CIIPABOYHBIC
JTAHHBIC OpTaHU3allMK, HAaMMECHOBAaHUE BHJA JOKYMEHTa, JaTa JOKyMEHTa,
PETUCTPAIMOHHBI HOMEp, MECTO COCTABJICHUS W H3JIaHHUS JOKYMEHTA,
ajpecar.

18. PekBU3UTHI: TPU(} YTBEPIKACHUS JOKYMEHTA, PE30JIFOIHS, 3aT0JIOBOK K TEKCTY
JOKYMCHTa, OTMETKa O HAJIWYUM TOPWIOKCHUS, TOAMUCh, Trpud
COTJIACOBAHMS,

rpud orpaHHuYEHUs TOCTYIA, OTMETKA O KOHTPOJIE, OTMETKA O MOCTYIUICHUH
JIOKYMEHTa B OPraHM3alIMI0, OTMETKAa 00 UCTIOJHEHHUH, PE30JTIOIUs, OTMETKA
O HaIlpaBJICHUU JOKYMEHTA B JEJIO.

19. JIoKyMEHTBI, IEpeaaBacMble 110 KaHAJIAM AJIEKTPOCBS3H.

20. [ToToxu KOH(PUACHIIUATHHBIX TOKYMEHTOB.

21. bnaHKU JOKYMEHTOB.

22. Cucrema OpraHu3alMOHHON JOKYMEHTAIUU.

23. IIpoxoxxaeHne HCXOASIIMX U BHYTPEHHHUX TOKYMEHTOB.

24. Cucrema pacnopsiAuTEIbHON JOKYMEHTALUH.

25. Cucrema nH(GOPMAITIOHHO-CITPABOYHOM JTOKYMEHTAIUH.

26. PaboTa ¢ muchMaMu 1 OOpaIIeHUSMHU TPaXkIaH.
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27. CoctaBieHle HOMEHKIATYpHhI JEIl.

28. Konuu 1OKyMEHTOB.

29. CnyxeOHas nepernucka B OpraHu3aluu.

30. ITogroroBka u nepenayda Ay HA ApXUBHOE XPAHEHHUE.

7.4.2. IlpuMepHbIe 3aJaHNUs /ISl IPOBeeHUs MPOMEKYTOUHON aTTeCTAllMU

CocraBbTe IPOEKT MUCEMa-COOOIICHHUS.
CocTaBbTe IPOEKT NUChMa-TIPUTIIAILICHUS.
CocTaBbTe IPOEKT TEIEPOHOIPAMMBI.
CocTaBbTe IPOEKT BHITUCKU U3 IPOTOKOJIA.
CocraBbpTe IPOEKT pacoOpsIKEHUS.
CocTaBbTe IPOEKT MUCHMA - OJIArOaPHOCTH.
CocraBbpTe NPOEKT peKIaMaliu.
CocTaBbTe IPOEKT MPUKA3a IO OCHOBHOM JEATEIbHOCTH.
CocTaBbTe IPOEKT CITYKEOHOM 3aITUCKH.

. CocTaBbTe MPOEKT OOBSICHUTENbHOMN 3aITUCKH.

. CocTaBbTe MPOEKT JOKJIAJHON 3aIHCKH.

. CocTaBbTe IPOEKT NPUKa3a O IPUEME Ha padoTy.

. CocTaBbTe MPOEKT MpHUKa3a 00 YBOIbHEHHH.

. CocTaBbTe MPOEKT CIPaBKH.

. CocTaBbTe MPOEKT aKTa.

8. JOINOJIHUTEJBHOE OBECIHHEYEHUE JUCHUIIJINHBbI

Jlextmst Nel.

Tema: IloHsATHE JOKYMEHTAIIMOHHOTO 0OECTIeueHus yIpaBIeHUs

Jlenonpou3BOJCTBO — OTpacib JCSATEIBHOCTH YeNOBEKa MO pa3paboTke U
oQOpMIIEHHIO JTOKYMEHTOB, OpraHW3allMd WX JBI)KEHUSA, ydeTa M XpaHEHHS.
[TepBoHauaaIbHO TEPMHH MOSBWICS B yCTHOM peun (mpeanonoxurenbHo B XVII B.) u
O3Hay4ajJ Mpolecc pemieHus (MPOU3BOJCTBA) JeNa, «AEN0 MPOU3BOAUTHY) — peIllaTh
Bonpoc. B xone pemieHus BO3HHMKIA HEOOXOAMMOCThH 3aKperieHHs pe3yJibTara,
HanpuMep, JOCTUTHYTOW JOroBOpeHHOCTHU. /[l 3TOro wu3apeBiie M CO3JaBalH
JOKYMEHTBI, TaK KaK YCTHOE CJIOBO KPaTKOBPEMEHHO, MOXKET OBITh 3a0bITO, HCKAKEHO
Ipu mepeqadye Uiu He Tak MoHATHO. Yxke B XVI B. ynmoTpeOusercst cloBO Jelio Kak
coOpaHHe JOKYMEHTOB, OTHOCSIIIMXCS K KaKoMy-JI100 ey, Boripocy. BriepBrie B aToM
MOHATUH CJOBO «7eno» 3adukcupoBaHo B AokyMeHTax B 1584 r. CoBpemeHHOE
JIEIIONPOU3BOJICTBO BKITIOYAET:

1. ObecrnieueHne CBOEBPEMEHHOTO U MPaBUIILHOTO CO3/IaHUS IOKYMEHTOB;

2. Opranmuzaiuio paboTsl ¢ JOKyMEeHTaMHu (TOJIy4eHue, rnepeaada, oopadoTka,
y4eT, peTUCTpalnsi, KOHTPOJb, XpaHEHHE, CUCTEeMaTH3aIusl, TOJATOTOBKA JJOKYMEHTOB
JUIS CIAYMB apXUB, YHUUTOKCHHE).

[TapannenbHO C TEPMUHOM <JIETIOTPOU3BOACTBO» B IOCIEIHEE IECATUIICTHUS
HCITOJIb3YyeTC TEPMUH JOKyMeHTalnoHHoe obecrmeuenue ympasieHus ([1OVY). Ero
MOSIBJICHUE CBSI3aHO C BHEAPEHUEM B YMPaBIECHUE KOMITBIOTEPHBIX CHUCTEM U HX
OpPTaHHW3AI[MOHHBIM, TPOTPAMMHBIM U HMH(POPMAIMOHHBIM  OOECIEYCHHEM IS
MPUOTMKEHUST K TEPMUHOJIOTHH, YHOTPEOIieMO B KOMITBIOTEPHBIX MPOrpaMMax
muteparype. B Hacrosimee — BpemMsi  TEPMHUHBI  «ICIOMPOU3BOJCTBO» U
«JIOKyMEHTAIIMOHHOE ~ 00eclieUeHNe YyMpaBICHUS» SBISIIOTCS CHUHOHUMAMU U
MPUMEHSIIOTCS JTsl 0003HAYECHUSI OJTHOUM M TOM Ke AeSITeNIbHOCTH. JIOKyMEeHTallnOHHOE
o0ecrieueHrne yrnpaBJIeHUsI MOXHO TMMOHUMATh KaK Y4eOHYIO0 TUCIUIUIMHY, KaK HayKy.
OHO SABJSIETCS OCHOBOW ISl OpPTaHU3AIUU JACSITEIILHOCTH MPEANPUATHI yUPEKICHUH,
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opranm3anui. TecHO CBSA3aHO C NPAaBOM, JIMHIBUCTHUKOW, APXUBHBIM JEJIOM H [Ip.
HayKaMmH.

JIOKyMEHTHpPOBaHUE — 3TO MpPOIECC CO3JaHUS U OQOPMIICHHUS JTOKYMEHTA.
['ocynapcteennsiii ctangapt [OCT 51141-98 «Jlenonpon3BoACTBO U apXUBHOE JETIO.
TepMuHBI U OnIpeIeIeHUs OIIpeeseT JOKYMEHTUPOBAHUE KAK «3aluCh HH(OpMaLu
Ha Pa3JIMYHBIX HOCUTENAX IO YCTAHOBJICHHBIM ITPABUIIAM).

Opranmzanust paboOThl C JTOKYMEHTaMH — 3TO OOeCIleueHHEe IBUIKEHUS
JOKYMEHTOB B ammapare yIpaBJCHHUs, UX HCIOJIb30BAHMS B CIIPABOYHBIX LEISX U
XpaHeHus. TepMUH ONpenenseTcss rocy1apCTBEHHBIM CTAaHAAPTOM KaK OpraHHU3alus
JOKYMEHTOOOOpOTa, XpaHEHHS U HUCIOJIb30BAHMSI JOKYMEHTOB B TeKyIleH
NEATEIbHOCTH YUPEKIACHUS.

OOmiass xapaKkTepucTUKa JTOKYMEHTALIMOHHOIO oOecredyeHusl YIpaBiIeHHs
BKJIFOYAET XapAKTEPUCTUKY PA3JIMYHBIX ITAIIOB €r0 CTAHOBJICHHUS.

[Ipukaszunoe aenonpouspoactso XV — XVII Bs.

Cucrema rocyaapCTBEHHOTO JEJIONPOU3BOJCTBA HAYMHAET CKIIANBIBATHCS B
nepuoJ GopMHpPOBaHUS PYCCKOTO LEHTPAIM30BAaHHOIO TOCYIapCTBa, ¢ cepearHbl XV
B. [IponcxoxieHne MpruKa3oB CBA3aHHO C MPAKTHUKOMN JIMYHBIX MOPYYEHUN (IIPUKA30B)
BEIIMKOTO KHs34 OMipKalllieMy OKPYKEHHUIO — KHS3bSIM M 00spaMm IO Pa3pelieHuto
OTIENBHBIX  BONPOCOB  TOCYJApCTBEHHOro  ympamieHus. WX  1aesTenpbHOCTh
00BbEAMHSIIACH BBICUIUM TPaBUTEIbCTBEHHBIM YUpexaeHueM — bospckoi Jlymoi.
MOCKOBCKMM BEJIMKUM KHA3BSAM YAAJIOCh CO3/1aTh CHUJIBHYIO LEHTPAJIU30BAHHYIO
CUCTEMY YIpPAaBJICHUS, B KOTOPOH BCe BakHEHIIMEe (YHKIUU aAMHUHHCTPATUBHOTO
ynpaBieHus: BbINOJNHsUIM bospckas /Jlyma u mpukassl. MIMEHHO mo3TOMy nEpHOI
CTaHOBJICHUS M Pa3BUTHUS IOCYJApCTBEHHOIO JEJIONPOU3BOJICTBA IPUHATO HAa3bIBAThH
IPUKa3HBIM [IEPUOJIOM — 10 HAa3BAHUIO NIEPBBIX

rOCYJapCTBEHHBIX YUPEKICHUN — IPUKA30B. ITOT MIEPUOJ OXBATHIBAET BpeMs ¢ XV 110
XVII BB.

DTOT nepuoj ynpaBJeHUsI HE COCTABIISUI CTPOMHON CUCTEMBI U CTPOUJICS HA CUCTEME
«TOpPYYEHHUI», MepeJaBalicd B BEACHUU OIHOIO JIMLA MO CTENEHU JIOBEpPUS K HEMY
BEJMKOTOo KHs34. OOIee KOJIMYeCTBO MPUKA30B, CYIIECTBOBaBIIMX Ha Pycu, TouHO
Henu3BecTHO, B X VII B. pazHbie uccieaoBaTeM Ha3bIBalOT ux uncio oT 40 go 70. Bo
TJIaBe OTACNIBHOTO MPUKa3a CTOSJI MPUKA3HBIA CyIbsi (B HEKOTOPBIX NpUKa3ax cynen
ObUTO IO J1Ba M 00Jiee;0HU Ha3bIBAIMCH TOBAPHUIIIAMHU TJIaBHOTO CY/IbK). B ero Benenuu
COCTOSUIH JIbSIKM — OT OJTHOT'O OT TPEX, a K KoHIy X VII Beka B KpynHbIX NMpHUKa3ax — OT
6 no 10 yenoBexk. B BemeHMM [bSIKOB HaXOAWIHWCh NOAbSYHME, KOTOpPHIE B
COOTBETCTBUU CTAXKEM JCIWINCHh HA
«CTaphIX» (CTApIIUX), «CEPETHUX» U «MOJOAIIBIX)» (MIIAIIINX).

J1yis IpuBEICHNS B UCTIOTHEHUE Pa3HBIX PACTIOPSKEHUN CYIIECTBOBAIU 0COObIE
JOJHKHOCTH — TOJIMAauu, TPYOHUKHU, HENENbIIUKU U Ap. B MX 00sS3aHHOCTH BXOIMIIO
TAKXKe JIOCTABJIATH MEPENNCKY IMPUKA30B 110 MPUHAJIEKHOCTH, BBI3BIBATh TSKYIIUXCS
Ha cya U Ap.Yepes UX pyKd B MPHUKA3 MOCTYNAIN YEIOOUTHBIC, TOKIA I, JOHOIICHUS
MECTHBIX MpaBUTENICH; OHM XpaHWUIU Jela M BeIu MNUCbMOBOJACTBO. CTapiium
MOJAbSIYMM, HaumOOJiee OMBITHBIM M YBaXa€MbIM U TMOIBSYUM «CPEIHEH pPYKH»
JIOBepsyach CJOXKHasi paboTa, CBS3aHHAs C TOATOTOBKOW pEHIEHUM IO Jenam,
XpaHEHHEM JI€J, OIEYaThIBAHMEM apXUBHBIX CYHIYKOB. Muaammue mnoapsaune He
MOJIB30BAIUCHh O0COOBIM J0BepueM. MHorume mnapckue ykaspl XVII B., oOpamator
BHUMaHHE Ha HEOOXOJUMOCTh CTPOTO KOHTPOJIMpPOBaTh paboTy. 3a omuokKw,
JIOITyCKaeMble B OQUIIMANBHBIX JOKYMEHTAaX, MOABSYUX CTPOTO HAKa3bIBAIW: OWIN
Oaroramu, JIMIIAIH KaJTOBAHbSI.

JIOKyMeHTBI 0OBIYHO pa3MeaINCh Ha CTOJAX, Ha CKAMbSIX, 0CO00 IICHHBIC — B
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CYHAyKaX — JIapsiX B T€X e IMOMEIICHHUSX, TJe Belach TeKylas paboTa U mpuém
noceruteneii. B XV B. goporocrosiuil mepraMeHT BBITECHHIJIA Oymara, KOTOPYIO
MEePBOHAYAIBHO TAaKXE MPUBO3WIM M3 3aMaTHOCBPOINEHCKUX CTpaH, a CO BTOPOM
nonoBuHel XVl B. ucnone3yercss Oymara, oreuectBeHHas. llepByro OymakHyro
«menbHUIY» ((pabpuky) moctpounu Ha peke [laxpe mo npuxasy nmarpuapxa Hukona,
3areM B MockBe Ha peke fyze. Oanako Tonbko B XVIII B. mocne crpoutenbcTBa
HECKOJIbKUX OyMakKHBIX MaHy(aKTyp yJIalo0Ch YAOBJIETBOPUTH BHYTPEHHHM CIIPOC Ha
oymary B Poccuu. IlepBonayanpbHO Oymara M3roTaBiMBalIach U3 TPSAIbs, a YepHUIIA
JeNalluCh W3 COJIeH Jkele3a W TyOWSIbHBIX BEIIECTB, JOOBIBAEMBIX W3 YEPHHIHHBIX
OpPEIIIKOB — HApOCTOB Ha JyOOBBIX JHUCThsIX. COUeTaHUE IMKEIE3UCTHIX UYEPHWIT U
TPAMUYHON OyMaru Jenano TEeKCT OCOOCHHO CTOWKHUM, OH TMOYTH HE BBIIBETAL.
[TosTOMy HOKYMEHTBI 3TOTO MEPHOJIA, XPAHSIIIUECS B apXUBaxX, JOCTATOYHO XOPOIIO
yuTarTcs. UHCTpyMeHTaMH MHUChMa CITYKUJIU TYCHHBIC TIEPhs, 3aTaUUBaEMbIE 0COOBIM
00pa3oM MEepPOUYUHHBIM HOXKOM. JIydInm,kaKk OTMEYarOT UCTOPUKHU, CUMUTAIUCH MEPhs
W3 JIEBOTO KphllIa Tycs, a camMa OYMHKA TpeOoBajia 3HAUUTEILHOTO YMEHbs. ['ycHHbIE
Mephbs MPUMEHSIIUCH BIUIOTH JI0 BTOPOU MoyIoBUHBI XX B., XOTS METALTHYECKUE TIEPhS
MOSIBWJIMCH YK€ B Hadalie Beka. HamucaHHBIA TyCHHBIM MEPOM TEKCT MOCHITIAJCs
MEJIKMM KBapIeBbIM TIECKOM. MOCKOBCKHE TPHUKa3bl TOJb30BATUCH TIECKOM,
MPUBO3UMBIM ¢ BOpoOBEBBIX TOp, KOTOPHIN CUMTAIICS OCOOCHHO CBETJIBIM M YUCThIM. C
MOSIBIICHMEM, TaK Ha3bIBa€MOM CKOpomHucH (HauepTaHUE OKPYIJIbIX OyKB U
WCIIOJIb30BaHUE TPapUUECKUX COKpAIICHUI CJIOB M YacTEH CIIOB C BHIHECEHHEM — HUX
HaJl CTPOKOM MHChMa) CBOOOJHO YMUTATh TaKWe TEKCThI CTa0 JOBOJHHO CJIOXHO,
TpeOOBANTKCH 3HAHUS U HABBIKH.

B nenmompou3BojCTBE MpPUKA30B MPOJOJDKAjda HCIOJIB30BAThCS  BeECchMa
cnenuduaeckas GopMa TOKYMEHTOB — CTOJOEI (CTOJI, CTOJIMHKK), MHAYE TOBOPS,
CBUTOK M3 TMOJAKJIECHHBIX JApPYyr K Jpyry Y3KHX JHCTOB Oymaru. Baxubie
rOCy/IapCTBEHHbIE aKThl MOTJIM HMETh OCOOEHHO Oombiive pasmepbl. Hampumep,
rpaMoTa 1aps Asnekces

MuxaitnoBuya IIbickOpcKOMY MOHACTBIPIO Ha 3€MJIM UMeEET JJIMHYy Ooliee MeTpa, a
Cob6opHaoe ynoxenue 1949 r. macuuteiBaer 309 merpoB! CocTaBHBIE YacTH CTOJMA
Ha3bIBAIKCH «mtocTaBamMuy. CrondioBas opMa JAeonpou3BoAcTBa oTMeHeHa [leTpom
l.

B umenom, B npukasHbi MEpHOJ TOCTENEHHO CO3MaéTcsl  CcHUCTEeMa
JIEJIONPOU3BOJICTBA IEHTPAIBHBIX W MECTHBIX YUPEKICHHH, CKIAaIbIBAIOTCS KaJpbl
JIEIIOTIPOU3BOICTBEHHBIX CITYKAIUX, CO3/IAl0TCSI YCTOMUMBBIE (OPMBI IOKYMEHTOB U
npuéMbl UX coctaBiienusi. OTHaKO TOCYIapCTBO, NEUCTBYS OTPHIBOYHBIMU M YACTHBIMU
MepaMmH, HE CO3HaBas OOIIMX aJMHHHCTPATUBHBIX MPaBUJ, HE MOTJO eIl BBECTU
CUCTEMATHYECKOT0 MOPsIIKa B OPraHU3AINI0 YUPEXKICHUN U UX JIeTONPOU3BOICTBO.

Komnexckoe nenonpon3BoacTBO

AJIMUHUCTPATUBHBIN Xa0C, BBI3BAHHBIM OTCYTCTBHEM B MPEKHUX YUPEIKICHUIX
YCTAHOBJIGHHOTO 3aKOHOM TMOpAJKa, OOLIMX NHCbMEHHBIX (OpM JIOKYMEHTOB,
MOCTOSIHHBIX CPOKOB JJIsi IPOU3BOJICTBA JEJ, MOOY/ M IPABUTEIBCTBO UCKATh HOBBIC
(dopMBI TOCYIAapCTBEHHOTO YycTpoiicTBa. Hawamo »sToro mnepumoga B UCTOpHUU
OTEYECTBEHHOTO JICJIONPOU3BOJICTBA COOTHOCAT ¢ peopmamu Ilerpa |. CknaapiBaeTcs
HOBBIM THN TOCyJapcTBa — aOCOJIOTHAsE MOHApXHUs, KOTOpas IMOApa3zyMeBaeT
COCpPEZIOTOYEHNE B OJHMX pPYyKax 3aKOHOJATEIbHOM M HCIHOJHUTENBHON BIIACTH.
Bragane XVIII Bexa B Poccun mpoxomut pedopMa mpHUKa3HOTO JETONPOU3BOJICTBA.
B3amen ycrapesieii cuctemsl npuka3zoB B 1717 — 1718 rr. 6b110 coznano 12 xoierui,
KaK7as U3 KOTOPBIX BeJaya OMpeAeNIEHHON OTpacibio Win cepoil ymnpaBlieHUs U
noauuHsuiach CeHary.
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Komterun cranoBsitcs B Poccum LEHTpalbHBIMH OTPACIEBBIMH OpraHaMH
ynpasienusd. B 1720 roxy Obut moarorosiieH u nognucad Ilerpom | «I'enepanbHbiii
perJaMeHT», KOTOPBIA ONpeaessi 3a1auu, QyHKIUU, CTPYKTYPY U MOPSAIOK pabOThI
KoJuleruii. B aTom nokymeHTe AaBanuch OOIIME MpaBUIIa COCTABIICHUS JIOKYMEHTOB,
yCTaHaBJIMBAINCh TPEOOBaHMS K HANMCAHUIO OTIENbHBIX PEKBU3UTOB. M3 Tekcra
JOKYMEHTa BBIJICIMIINCh J1aTa, IMOANKMCH, MOSBISETCS B JOKYMEHTaX 3arojloBOK.
[losiBUIMCH HOBBIE BUABI TOKYMEHTOB: MHCbMa, PENIALMH, TUPKYJSAPHI, JOHOIICHUS.
N3menunace npopma 10KkyMeHTOB. BblIM OTMEHEHBI CTONOLBI, UX CMEHUIIU TETPAIH.
[TosiBMIOCH MOHSTHE
«repOoBasi Oymara», Ha KOTOPOIl HM3rOTOBIISITUCH JTOKYMEHTBHI JJIsl BBICIIUX OPTaHOB
YIPABJICHHUS.

Komnexckoe nenonpon3BoAcTBO ObLI0 00Jiee MPOrPECCUBHBIM 110 CPABHEHUIO C
MIPUKA3HBIM JI€JI0NPOU3BOACTBOM. [losIBUIMCH yOPSA0UEHHBIE CUCTEMbI pErUCTpalluU
NOKyMeHTOB. Takum o0pa3om, «I'eHepalIlbHbIN periaMeHT» 3aKpenil 3aKOHOJaTeIbHO
MOPAZIOK pabOThl ¢ JOKYMEHTaMU C MOMEHTa MX CO3JaHMsl 10 apXUBHOI'O XpaHEHUS.
NMeHHO B 3TOT mepuoJl NOSBWIOCH Ha3BaHUE «apxuB». B nenom pedopmbl
rocyaapcTBeHHoro amnmapata nepBoil yerBeptu XVIII Beke ycranosunu B Poccun
€MHOOOpa3Hyl0 CHCTEMY OpraHH3alMOHHOTO YCTpOMCTBA M JENONPOU3BOJCTBA
TOCY/IapCTBEHHBIX YYPEKICHUI Ha OCHOBE OIOPOKPATHUYECKOTO LIEHTpalu3Ma.
Crnenyromuit sTan pedopmMupoBaHus poccHiicKoro roCy/AapCTBEHHOTO
JIeJIONPOU3BOJICTBA HacTymaeT BHayaje XX Beka npu Anexcanape .

Munuctepckoe aenonpousoictBo XIX — nauana XX BB.

Havano XIX Beka o3HameHOBaJIoOChb HOBOM pedopMoil TrocyaapcTBEHHOTO
yIpaBJIeHUs U JIEJIONPOU3BOJCTBA, KOTOpasl 3aTpOHYJa IJIaBHBIM 00pa3oM BEpXHUIA
YPOBEHb YIIpaBJICHUS — BBICIIME W LEHTpaJbHbIE YydpexiacHus. Hosas cucrema
YIIpaBJICHUH
— MUHUCTEPCKasi, OCHOBAHHAsl HAa NPUHLHUIE €JUHOHAYaJIMs, 3apOJWiach B HeOpax
CTapoil  KOJUIeKCKOW  cuctembl. Co3aHue  MHUHHUCTEPCTB € €IMHOJIMYHO
YIpaBJISIOIIUMUA MUHUCTpaMH ObUIO HEOOX0UMO AJisi OoJiee THOKOM M ONepaTUBHOM
CUCTEMBI yIIPABIICHUS.

[TepBpIMU MUHHCTEpPCTBaMH, cO3laHHBIMU ManudectoM oT 8 ceHTsaops 1802
rojia, ObUIM: BOEHHO-MOPCKUX CHJI, MHOCTPAHHBIX J€J, BHYTPEHHUX Je]l, KOMMEPLUH,
(hUHAHCOB,

HApOJIHOTO MPOCBEUICHHSI B FOCTUIINH. KakIoMy MUHUCTPY MPEANUCHIBAIIOCH CO31aTh
kauuensiputo. OnHoBpemMeHHo ¢ muHHcTepcTBamu B 1802 roma yupexaén Komurer
MUHHCTPOB — BBICIICEC aJMUHUCTPATUBHOC YUYPEKICHUE, JCHCTBOBaBIICE Ha
KOJUICTHAIBHBIX HadalaX © pacCMaTpPUBABIICE [IeJia, BBIXOMAINIME 32 pPaMKH
KOMIICTCHIIUU OTJCIIbHOTO MHHHCTPA M TPEOYIOIIME COBMECTHOTO COTJIACOBAaHHOTO
pemenus. Heckonpko mozxke, 1 suBaps 1810 roma co3man ['ocymapcTBEHHBIN COBET,
BBICIIIEE 3aKOHOCOBEIATENIEHOE YUPEKICHHE.

MuHUCTpBl HA3HAYAIUCH CAMUM HMIIEPATOPOM U ObUIM OTBETCTBEHHBI TOJILKO
nepes HUM. MHUHHCTEpCTBA JIENUWINCh Ha JenapTaMeHThl, KOTOPbIE BO3IJIABISIINCH
MPABUTEJIEM KaHIIEJISIPUU JeTlapTaMeHTa U UMENId ITaT YAHOBHUKOB — KYPHAJIUCTA,
9K3EKyTOpa, Ka3Haues,, MUCLIOB M JIp., UX JOJDKHOCTEH M KOJIMYECTBEHHBIH COCTaB
3aBHCEN OT 00bEMA U COZIepKAHUS Jedl.

B stoT mepwox Habmiomanock enmHOOOpazue B CHCTEME JENONPOU3BOJCTBA
MUHHUCTEPCTB: OT CO3JIaHMsI TOKYMEHTOB M JI0 UX apXUBHOTO XpaHeHus. s coznanus
JOKYMEHTOB BIIEPBbIE€ HAYMHAIOT HCIOJb30BaTh OJAHKH, KOTOpBIE CO3/1aBaJIHCh
PYKONUCHBIM WK Tunorpadckum crnocodom. CamMo MOHATHE EIOMPOU3BOJICTBO
0003HaYaJIo AesITeTbHOCTh, KOTOPOU 3aHMMAJIach HE TOJBKO U HE CTOJIBKO KaHIEJIAPHS,
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CKOJIBKO BECh ammapaTr YUYpeKICHHS B IEJIOM. TepMUH <«JICJIOMPOU3BOICTBOY
MPOUCXOIUTOT COYETAHMS CIIOB «IIPOU3BOJICTBO JIENIa», a TOJ «IEIOM» B TO BpEMs
MMOHMMAJIACh HE IMalKa ¢ JJOKyMEHTaMH, Kak B COBPEMEHHOM JIEJIONPOU3BOICTBEHHOM
3HAYEHUU ITOTO CIIOBA, & PACCMATPUBAEMBIN U PEITIaeMBbIil BOIIPOC: MPOU3BOCTBO Jeiia
— 3TO HE YTO WHOE, KaK PEIICHHE JIeia.

Jlena, HampaBJCHHBIE B MHHUCTEPCTBO, MOTJH TIOMACTh B KAHIEISIPUIO
MUHUCTpPa WJIH HEMOCPEJACTBEHHO B JieNapTamMeHThl. HemocpenacTBeHHO B
JeTIapTaMeHThI TIOCTYyTIAIa TIEPENUCKA C IPYTUMHU YIPEKACHUSIMHE U JIMIIAMH, PAaBHOTO
MOJIOKCHHUSI W TOAYMHEHHBIMH, TPEJACTABICHUS OT MMOMYUHEHHBIX YUYPEIKICHUH,
MpEeIIUCcCaHusd MUHUCTpPA W Jejia U3 €ro KaHUEJSIPUHU C Pe30JIIolre MuHucTpa. Bee
MOCTYTAONINE B MUHUCTEPCTBO JIeNa JISTHINChHA TPU KaTErOpUH:

1 )Tekymiue neia — TOHECSHUS, BEIOMOCTH, TIPEICTABICHUS, TICPEIUCKa U JIp.;
2)upe3BbIYaliHbIC JIea — JUIS UX PEIICHUs TPeOOBAIOCH MPUHSATHE HOBBIX
MOCTAHOBJICHUH, UJIH JieJ1a 0 0OHAPYKEHHBIM 3710yIOTPEOICHUSIM;

3)nena, «He TepIsIUe BpEMEHN», WIIA CPOYHBIC.

Jlena dpe3BBIYAWHBIE W CPOYHBIC PACCMATPUBAINCH B TICPBYIO OYEpPEIb.
Oco0eHHOCThIO OpPTaHM3AIMH JCIONPOU3BOJICTBA B ATOT NIEPUO/ SBIISIIACH HE TOJIBKO
e€ uérTkas 3aKOHOJATENbHAs perylaMeHTaIlMs, HO ¢ JOCTaTOYHO OOIIUPHOM
JICIIONIPOU3BOJICTBEHHOM JINTEpaTyphl, B TOM 4YHCIE U pPabOT TEOPETUUCCKOTO
xapaktepa. OpmHako paboTa IO COBEPIICHCTBOBAHHWIO JICJIONPOM3BOACTBA ObLia
npepBana B 1917 roay cHavana deBpaibckas OypiKya3HO-IEMOKpaTHYECKas, a 3aTeM
OKTA0pbCKasi COIUAIMCTHYSCKAs PEBOJIONUU. OJTO TMPHUBEIO K TOJHOMY CJIOMY
TOCYJapCTBEHHOTO amnmnapara U CO3JaHHI0 HOBOTO, KOTOPBIH, XOTS U YCBOWJI MHOTHE
cTaphbie TPAIUIUMH, HO 3apO’KIAJICs Ha MPUHIUITHAIBPHO HOBBIX OCHOBAX.

JenonpousBosctBo nocie 1917 rona.

Jlenonpou3BoICTBEHHAs JOKYMEHTAIlMs TepuoJa CTAHOBJICHHS COBETCKOU
roCyJapCTBEHHOCTH OTpa3miia crenu@uKy sTana BeIpaObOTKA HOBBIX ()OPM U METOJIOB
TrOCYJapCTBEHHOT'O  YMPAaBJICHHS, HA4yaJbHOTO J3Tama CO3JaHUS  COBETCKOTO
rOCyJapCTBEHHOI'O afllapara, €ro cpaliuBaHusS ¢ TapTUHHBIMH CTPYKTYpaMH,
OTOCY/JapCTBIICHUs]  OOIIECTBEHHBIX  opraHusamuii.  Mctopus  poccuiickoro
nenornpoun3BojicTBa 1920-X IT. u3ydeHa HEJOCTAaTOUYHO, B YACTHOCTH, CJIa00 OCBEIICHBI

BOIIPOCHl JOKYMEHTUPOBAHUS JEATEIbHOCTH MECTHBIX OpPraHOB TIOCYJapCTBEHHOMN
BJIACTHU U YIIPABJICHHUS, BIPOYEM, KAK U B LIEJIOM, HCTOPUS MECTHBIX TOCYAAPCTBEHHBIX
YUPEKICHUM.

Tspkenoe cocTosHHE pa3pyIlICHHOW BOWHOH OSKOHOMHKH M TPOOJIEMBI
BOCCTAHOBJICHHSI HapOJHOTO XO3SHCTBa Tociie okoHuaHus BoWHBI 1941 — 1945 rr.
OTTECHUJIU Ha BTOPOH TUIAH BOMPOCHI JOKYMEHTAIIMOHHOTO 00eCTieUeHs yIPaBIICHUS.
[ToBbiieHne wHTEpeca K pa3paboTke MpoOieM paluoHATU3AIUA TEXHOJIOTHH U
TEXHUKH yIIPaBJICHUS MOKHO OTHECTH KO BTOpoi nosioBuHe XX Beka. Haunnas ¢ 1960-
X TIT. BHalled CTpaHe YCIENIHO pa3pabaThIBAINCh MPOOIEMBI CTAaHIAPTU3AINHA U
yHU(UKAIUNA JOKYMEHTOB, pallMOHAIN3alliyd JIeJONPOU3BOJICTBA B  COBETCKHUX
YUPEXKIECHUSX.

B 1970 r. co3man mpoekT ocHOBHbBIX monoxeHudd EI'CH — Enunont
rOCyJIapCTBEHHOW CUCTEMBI Jienonpoun3BojacTBa. Ilocie oOcyxaenuss u 1opabOTKH B
centsiope 1973 r.

«Ocnosnsle nonoxenus EI'C/l» ono6pun ['ockomuter CoBera MunuctpoB CCCP 1o
Hayke u TexHuke. ABrop EI'CJ] 00o0mmuiam mepenoBod OMBIT CBOETO BPEMEHH WU
MPEAJIOKUIN ONTUMAIIbHYIO TEXHOJIOTHIO BBIITOTHEHUSI YIPABICHYECKUX ONepaluuil u
ux pokymeHtupoBanus. EI'C/] Hocuiia KOMIIJIEKCHBIM Xapakrep, T.€. BKJIKOYala HE
TOJIBKOBOIIPOCHI JI€JONPOU3BOICTBA, HO U PEKOMEHJALINU 110 HAy4YHOH OpraHU3aluu
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TpyJa CIyXalluX, CTPYKType HEJIONPOM3BOJCTBEHHBIX CIIYKO M MX TEXHUYECKOMY
OCHallleHUI0. Peanusaius ee noj0>)KeHU NOBBICKIIA OOLIYIO KYJIbTYpY YIPABICHUS U
KauyecTBO NPUHMMAEMbIX PpELICHUH, IMO3BOJWIA ONTUMHU3HPOBATH CTPYKTYpY H
HITAaTHYI0O YWCIEHHOCTh YIpaBJIeHYeCKoro amnmapara. OJHaKko 3JEMEHThl HOBBIX
MH(OPMALIMOHHBIX TEXHOJOTUM, YaCTUYHO PEaJTU30BaBIIMECS B MPAKTHKE pPaOOTHI
Benymux 3apyoexssix ¢upm, B EI'CJl mpencraBieHsl He ObUIM HU3-3a IOJHOIO
OTCYTCTBUS JIUTEPATYPHI IO 3TUM BOMNpOcaM U (PMHAHCHPOBAHHE HA UX MPAKTHUECKOE
U3y4EHHE.

3aMeTHBIM sIBIICHHEM B McTtopuu aenonpomsBoacTBa 1970 — 1980-x rr. cramo
m3aanue ['ocynapcrBeHHbIx cTanaaptoB — ['OCToB Ha yrpaBleHYECKHE HOKYMEHTBHI,
obmecoro3ubix  kinaccudukaropoB (OKV], OKIIO, OKOHX wu np.) TexHHUKO-
SKOHOMHMYECKOM M  COUMAIbHOM HMHPOpMAlUM, YHUDUIUPOBAHHBIX CHCTEM
nokymentauun (YCJI) u cepuMm TOCYyAapCTBEHHBIX CTaHJApTOB Ha 3THU
yHUGUIMPOBaHHbIE CHUCTEMbl. BHeapeHHe yKa3aHHBIX MaTepuajgoB B MPAKTHKY
YIpaBJICHUS 3HAYUTEIBHO YIIYYILIUIIO oopmieHue JOKYMEHTalluH,
pPAlMOHATIM3UPOBAIO TPOLEAYpPhl IOMCKA, ydyeTa U XpaHEHUs pazHOOOpa3HOM
MH(pOpMAaLMH, TOATOTOBUIIO MOYBY JUIsl aBTOMATHU3ALMK YIIPABICHUECKUX (DYHKIIMMA.

B 1993 r. wm3man OO6mepoccuiickuili kiaccudukaTop yHpaBlIeHYECKOM
nokyMenTauuu (OKY/Jl), B KOTOpbIl BKJIIOUEHBI HaWMMEHOBaHUS (PUPM JOKYMEHTOB
yHupuupoBanHbix cucteM (YC), aganTUpOBaHHBIX K COBPEMEHHBIM YCJIOBHSM, U
OCHOBHBIE TOJIOKEHUs M0 BeZieHHto cucteM kinaccudukaropoB YC/. K coxanenuto, ¢
Hayana 1980-x rr. HM oJHAa YHU(UIMPOBAHHAS CHCTEMa JOKYMEHTallUd He Obuia
M3JlaHa MAacCOBBIM THPAXXOM, YTO 3HAUUTEIBHO 3aTPyAHSET WX BHEIpPEHUE.
[losnyuyuBiMe BecbMa HIMPOKOE PACHPOCTPAHEHUE KOMIIBIOTEPHBIE IPOTrPAMMBI
IOJrOTOBKH JIOKYMEHTOB HMMEIOT, KaK IIPaBWJIO, B CBOEM COCTABE KOMIUIEKTBI
1a0JIOHOB  IOKYMEHTOB, aJalTHUPOBAHHbIE HAa PYCCKUH S3bIK, M IOJHOCTbHIO
UTHOPUPYIOT OTEYECTBEHHbIE HOPMATUBBl W TPAAULUU B OOJIACTH CO3JaHUS HU
oopmIIeHHSI TOKYMEHTOB.

Bo MHorux ciywasx ceroiHs IOKyMEHTHPOBAHME SIBISIETCS 00s3aTEIbHBIM,
IPEIIUCHIBACTCS 3aKOHAMU M HOPMAaTUBHBIMH IIPaBOBBIMHM akTaMH. DenepasbHbIN
3akoH Poccutickoit @eaeparuu ot 20 geBpans 1995 r. Ne 24-D3 «O6 urbopmaruu u
3anuTe MHGopManum» (¢ U3M.) YCTaHABIUBAET, YTO MH(MOPMALIMOHHBIE PECYPCHI, T.€.
JOKYMEHTBI UMacCHUBBI JOKYMEHTOB SBJIIOTCS OOBEKTaMU OTHOIIEHUHN (PU3NYECKHUX,
IOPUIMYECKHUX JIML, TOCYAAapCTBAa W 3alIUINAIOTCS 3aKOHOM Hapsny ¢ APYyTHMH
pecypcamu. 3aKOHOM YCTAaHABIIMBAETCS INPABOBOM PEXUM CO3LAHMS, XPAaHEHUA MU
HCIIOJIb30BAHMS

MHPOPMAIIMOHHBIX ~ PECypCcOB, B  YAaCTHOCTH: THOPSAOK  JOKYMEHTHPOBAHHS
uH(pOpMaIMK;IPaBO COOCTBEHHOCTH Ha OTJENbHBIE IOKYMEHTHI M OTJEIbHbIE MACCUBBI
JOKYMEHTOB, IOKyMEHTbl U MacCHUBBl JIOKYMEHTOB B HMH(OPMALMOHHBIX CHUCTEMaXx;
KaTreropud HH(OpPMaluu MO YPOBHIO JOCTYIa K HEll; MOpSAIOK MPAaBOBOW 3aIUTHI
uHpopmaiyu. J[aHHBIM 3aKOHOM (CT.5) TakKe YCTaHOBJIEHO, UTO «JIOKYMEHTHUPOBAaHHE
uHpoOpMaIMK SBISIETCA  O0sI3aTENbHBIM  YCJIOBUEM BKIIIOYEHHMS] HH(QOpPMAlUU B
uHpOpMaIMOHHBIE pecypchl. JlokymeHTHpoBaHuEe HH(OPMAIMN OCYIIECTBISETCS B
MOPsIAKE, YCTAHABIMBAEMOM OPraHAMU I'OCYIapCTBEHHOM BJIACTH, OTBETCTBEHHBIMH 3a
OpraHU3aluI0 JACJIONPOU3BOJACTBA, CTAHJAPTU3ALMIO JTOKYMEHTOB M HX MACCHUBOB,
6e3onacHocth Poccuiickoit denepanum». B HacTosmiee Bpemsi Pe3KO BO3POCIH
KOMMYHHKATHUBHBIE BO3MOKHOCTH JTIOKYMEHTA, TaK KaK PE3KO YBEIUYWIUCH CKOPOCTH
nepefayn MHPOPMALUN HKPYT €€ Toyb3oBaTeneil ¢ momompblo MuTepHera, E-mail
(ameKTpOHHOM TIOUTHI) U Ap. B manpHeitmeM poiib KOMMYyHUKAaTUBHON (GyHKIIUU Oy et
TOJIBKO BO3pacTath, TaK KaK €KEroJHO YBEIMYMBAIOTCS 00BeMbl HH(OPMAIIH, YHCIIO
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MOJIb30BaTENIed,  MEHSETCS  TEXHOJOTHUS  JIOKYMEHTAIIMOHHOTO  00ecreueHus
yIIpaBJICHUS.

YHuduuupoBaHHas cucreMa OpPraHU3alMOHHO-PACTIOPAAUTEILHON
nokymenTanuu (YCOPJI) sBisieTcs CHCTEMOM TOKYyMEHTAILUK, IPUMEHSIEMOM B 1000
OopraHusanuy, yupexjaenuu, npeanpusatuu. [Ilpumenenue YCOP/l pernamentupyercs
I'OCT P 6.30-2003. TOCT pacmnpocTtpaHseTcss Ha  OpPraHU3aIMOHHO-
pacnopsiauTeNbHbIE JOKYMEHTHI, npeaycMoTpernble Y COP/] (nanee — noKyMeHTHI), —
MOCTAHOBJICHUS, PACIOPSHKEHUS, MPHUKA3bl, PEIICHUs, MPOTOKOJbI, aKThl, MHCbMAa,
KOTOpbIe (PUKCUPYIOT pElIEHHE aJMUHUCTPATUBHBIX U OpraHU3allMOHHBIX BOPOCOB, a
TaK)K€ BOIPOCOB YIPABIICHUSA, B3aUMOJICHCTBUSA, OOECIEUEHUS U PEryIHpOBaHUS
NEATEIbHOCTH:
1)dbenepanbHbIX OpraHoB rocyJapCTBEHHOM BIacTH CyObeKTOB Poccuiickoi
®denepannn,BKI04as cyobekThl Poccuiickoit denepanun, MMEIOIIUE HApSIAY C
PYCCKHUM SI3bIKOM BKa4YE€CTBE TOCY/IapPCTBEHHOTO HAllMOHAJIBHBIN S3bIK, OPTaHOB
MECTHOT'O CAaMOYTPABIICHUS; 2)IPEAIPUITHI, OpraHu3auuii U UX OOBbEIUHEHMIt
HE3aBUCHUMO OT OPraHM3allMOHHO-IPAaBOBOM (POPMBI BUAA JIEATEIHHOCTH.

Hacrosimuii ctrangapT ycTaHaBIMBAET:

-COCTaB PEKBU3UTOB;

-TpeboBaHUs K OPOPMIIEHUIO PEKBU3UTOB;

-TpeboBaHUs K OJaHKaM U O(POPMIICHHIO IOKYMEHTOB;

-TpeOOBaHUs K M3TOTOBJICHUIO, YUETY, MCIOJIb30BAHUIO U XPAHEHUIO OJaHKOB C
BocnpousBeaeHueM ['ocynapctBenHoro repba Poccuiickoit ®enepauuu, repOoB
cyObekToB Poccuiickoii @enepanuy, BapuaHTaMHU pPACIONOXKEHUS PEKBU3UTOB,
o0pa3iibl 01aHKOB TOKYMEHTOB.

HopmaTtuBHOo-MeToauueckas 6aza JJOY.

PernamenTanus 1e10onpon3BoACTBa BEIETCSA CPa3y B HECKOJIbKUX HAMPABICHUAX:

-3aKOHOJATEIbHOE U MPABOE PETYIUPOBAHUE ACIIONPOU3BOJICTBA;

-HOPMAaTHUBHO-METOINYECKOE PETYINPOBAHNE JIEIONPOU3BOJICTBA;

VYHubukanus v crangapTuzaims J0KyMEHTOB:

-rocynapctBeHHbie crannaptel ('OCT);

-otpacieBbie ctanaaptel (OCT);

-KJ1accu(PUKaTOPHI.

K 3akoHOnmaTenbHBIM U MPAaBOBBIM akTaM B chepe nHbOpMALUU U
JOKYMEHTAUAOTHOCSATCS:

-3aK0HbI Poccuiickoit @enepanuu;

-yKa3bl 1 pacnopsikenus [Ipesuaenra;

-II0CTAHOBJICHUS U pacniopstkeHus [IpaBurenscrBa;

-TIPaBOBBIE aKTHI (heJiepaTbHBIX OPTaHOB MCIIOJTHUTENHHOM BIacTU (MUHUCTEPCTB,
KOMHUTETOB, CIIykO0, areHTCTB U Jp.) KaK OOIIECTBEHHOI0, TaK M BEJOMCTBEHHOI'O
Xapakrepa.

3aKOHBI U IOCTAHOBIICHHUS:

Koncrutynus Poccutickoit @enepanuu. [Ipunsita 12 nexadps 1993

r. TpynoBoii koaekc Poccutickoit @eneparuu ot 30.12.2001 1. Neo

197-03.

3akon Poccwuiickoit @eneparuu ot 21.07.1993 r. No 5485-1 «O rocynapcTBEeHHOM
TaifHe» (B MOCH. pen.)

®enepanbublil 3akoH Poccuiickoit @enepannu ot 27 uronst 2006 1. Ne 149-03 «O6
uHpopMaIyy, UHOOPMAITMOHHBIX TEXHOJOTHUSIX U O 3aIUTe HH(DOpMALTUN».

®enepanbubiit 3akoH oT 10.01.2002 1. No 1-D3 «O0 31ekTpoHHON 1TU(POBOIA MTOATTHCH.

®denepanbublii 3akoH Poccuiickoit @eneparuu ot 29 urons 2004 r. Ne 98-03 «O
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KOMMEPYECKOU TalHE.

ITocranosnenune [IpasurenscTBa Poccniickoit @eneparuu ot 16.04.2003 r. Ne 225
«O TPYHOBBIX KHUKKAX» H JIp.

CranmapTsl ¥ HHBIE PYKOBOJISIINE TOKYMEHTHI

I'OCT P 6.30-2003. «YHupumupoBaHHbIE CHCTEMBl  JTOKYMEHTAIIHH.
YHuunupoBaHHas CUCTEMa OpPraHU3AIMOHHO-PACTIOPATUTENFHON JOKYMEHTAIIHH.
TpeboBanus Kk 0pOPMIIEHUIO JOKYMEHTOBY.

I'OCT 51141-98. «/lemonpon3BoACTBO U apXUBHOE AeN0. TepMUHBI U ONMPEaeICHUs» U
zp.

B macrosimee Bpems paboTa MO ONTHUMH3AIHMH JTOKYMEHTAI[HOHHOTO OO0ECIIeYeHHUS
yIpaBJICHUS MTPOAOIIKACTCSL.
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JINCT

M3MEHEHHUI paboueil yueOHOM MporpaMmbl O JUCIUIUINHE
OI1.06 JoxkymeHTaliHOHHOE O0ecrnedeHne YIIPaBJIeHU S

JlomionHEeHNs U U3MEHEHHUSI, BHOCUMBIE B pab04yI0 MPOrpaMMy AMCLMILIUHBL:

OcHoBaHMsI BHECEHUS Paznen PIIJ], B kotopslii BHOCATCS | ConepikaHne BHOCUMBIX
JIOTIOJTHCHUN U H3MCHCHUS JOTIOTHCHUN, N3MCHCHUI
U3MEHECHUH
[Ipennoxenune
paboToarens
[Ipennoxenue Paszgensr Nel.3, Nel.4, No2.1,
COCTaBHUTEIIA No2.2, No2.3, No7.1
MPOTPaMMBbI
[pyrue ocHOBaHUS Paznen NeS. Tlepeuens ocHoBHOM | OOHOBJICHHE TIEPEYHS
U JIOTIOJIHUTENbHON yueOHOM JIUTEPATypPhI
JUTEPATYpPHI

o

A

Taxosckasg E.H.

CocTaBuTENb: nmpenoaaBaTeiib

VYTBepKlleHa Ha 3aceJaHuM MPeAMETHON (IMKIOBOW) KOMHUCCUU TPO(dhecCHOHAIbHbBIX
JUCLUIUIMH CTIENUATbHOCTH DKOHOMUKA U OyXTalITePCKUi yueT (10 OTpacisim)

ITporokosa Ne

3am. qupekropa o YP ¢unuana

Al T.A. Pe3yHeHKO

3aBenyroinas CeKTOpoM OUOIMOTEKH s

25 maa 2022 1.

/s
7 % / JI. T. Cokonosa

NnxeHep-21eKTpOHUK
(rmporpaMMHO-UHGOPMALIMOHHOE 00ECIICUEHHE
o0pa30BaTe/IbHON MPOrpaMMBI)

25 maz 2022 1.

A.B .CMmeraHuH

/

A
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Penensus
Ha pabouylo MporpaMmy yuyeOHOU! AUCIUTIIINHBI
OI1.06 JlokymeHTanmoHHOE 0OecTieYeHUE yIpaBiIeHUs
i crienuanbHocTH 38.02.01 DxoHOMUKaA M OyXTralTepcKuil yU€T (Mo OTpacisam)

cpeone2o npogeccuonalbHo20 06pPa308anHuUs

Asmop npoepammer: Taxockas E.H. — mnpemomaBatens CIIO ¢dunuana «KyoI'Y» B
r.I'enenmKuKe.

PaGouass mporpamma 10 JaHHOW AWCIHUIUIMHE pa3paboTaHa B COOTBETCTBUHU C
TpeboBaHusiMU DefepanbHOr0 TOCYAapCTBEHHOTO O0pa30BaTENbHOTO CTaHAapTa CPEIHETO
npodeccuoHanbHOro odpazoBanus no crnenuanibHocTh 38.02.01 DxoHOMUKA U OyXTraaTepCKui
y4€ET (110 OTpACIIAM) M OTHOCUTCS K 0053aTEILHOM YaCTH MPOTPAMMBI MIOJITOTOBKH CIICIIHAINCTOB
CPEIHETO 3BEHA.

B crpykType mnporpamMMmbl TMOATOTOBKH CIEHUAIMCTOB CPEJAHETO 3BEHAa YyueOHas
muciunuHa  OIL.06  JlokymeHTalmoHHOEe  OOecriedyeHue  yMmpaBJiCHUST  OTHOCUTCSA K
po¢eCCHOHATBFHOMY IUKITY U SIBJsIETCS 001menpodecCHOHaNbHON TUCITUTIIIMHON.

[IporpaMMoii JUCIUTIIUHBI MPETyCMOTPEHO MPOBEJACHUE MPAKTUUECKUX 3aHATUH (B
obbeMe 24 daca), IPOMEKYTOUHOH (opMoit aTTectanuu sBiasercs auddepeHIPOBaAHHbIN
3ayer.

KonuyecTtBo yacoB, BBIIEICHHOE Ha OCBOCHHE YYEOHOW IUCIUIUIMHBI, TO3BOJIUT:
chopmMupoBaTh y 00y4aromuxcs HeoOXoaumbie TpodeccuoHaibHbIe U 00IHe KOMIIETCHITUY;
NOJyYUTh HEOOXOAUMBIE 3HAHUSA M YMEHHUS, KOTOPble MOXKHO MPHUMEHTh B JajbHEiIlIeM Ha
IPaKTHKE.

TemaTtuueckuii mjIaH UMeeT ONTUMAJILHOE pacipeielieHe YacoB 0 pa3jieiaM U TeMam
10 04HOM hopme 0OyUeHHUsI, B COOTBETCTBUU C yueOHbIM Mi1aHoM. Kaxkpiii pa3aen nporpaMmmsl
OTpaXkaeT TeMAaTHKy M BOMPOCHI, MMO3BOJISIONINE, B MOJHOM 00beME, U3YUUTh HEOOXOAUMBIN
TeopeTndyeckuit Marepuai. [IpoBeseHre NpakTHUECKUX 3aHATHH, TPETyCMOTPEHHBIX padboueil
IPOrpaMMOii, MO3BOJISIOT 3aKPENUTh TEOPETHUUECKUE 3HAHUS, TPUOOPETEHHBIE MTPU U3YUCHUHU
JTAHHOW JUCIMUILIAHBL.

PaGouass mporpamMma coOAEpKHUT HEOOXOAUMBIA 00BEM JHUTEpaTyphl U HHTEPHET-
PECYPCOB JJIsl U3YUECHUSI TAHHOM TUCIIUTUTHHBI.

B uenmom paspaborannas pabGouas mnporpamma yueOHOW gucuumuiael  OI1.06
JIoKyMeHTalmoHHOe o0ecrieueHre ypaBieHus akTyajlbHa Ha COBPEMEHHOM 3Tare B 00JacTH
BBITIOJTHEHUSI KOHTPOJIBHBIX MPOLIEAYP U UX JTOKYMEHTUPOBAHUS, MOATOTOBKU M O0GOPMIICHUS
3aBepIIAIONIUX MAaTEPUANIOB 10 pe3yJIbTaTaM BHYTPEHHETO KOHTpOIIsl. M3ydeHne qUCIUILTNHBL
croco6cTByeT 3 (PEKTUBHOM M KaueCTBEHHOM MOJTOTOBKE MOJIOBIX CIIEIIMATTUCTOB.

Pa3paborannas nporpamMMa yueOHON AUCHIUTIIIMHBI PEKOMEH/IYETCS JIIsl UCTIOJIb30BAHUS
B y4eOHOM TIpoliecce MM MOAr0TOBKE 00yJaroIuxcs mo cneruaibaocty 38.02.01 DxoHoMHKa
U OyXxranTepckuil y4€T (1o oTpacisam).

Penensenr:

=\ |
Jupexrop OO0 «Ommepy QMB:Q —~ | \B.B. Baiicopon
nodwuam\ ‘
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Penensus
Ha padouyro MporpamMmy y4yeOHOU TUCHUIIIINHBI
OI1.06 JlokymeHTallMOHHOE 00€ecIeueHue yrnpaBIeHus
st cnenranbHocTH 38.02.01 DxoHOMUKaA M OyXraaTepcKkuil yuéT (Mo oTpacism)
cpeaHero npodeccUoHaIbHOT0 00pa30BaHUs

Asmop npoepammer: Taxockas E.H.— mnpemomaBarens CIIO dunmmana «Kyol'Y» B
r.I'enenmKuke.

PabGouas nporpamma mno J[JaHHOM JUCHUIUIMHE pa3paboTaHa B COOTBETCTBUU C
TpeboBaHusiMu DefepanbHOr0 TOCYIApCTBEHHOTO O0pa30BaTENbHOTO CTaHAapTa CPEIHETO
npodeccuoHanbHOTr0 oOpazoBanus no crnenuanibHocTh 38.02.01 DxoHOMUKA M OyXTranTepCcKui
y4€T (110 OTpACIIAM) M OTHOCUTCS K 0053aTEIBHOM YaCTH MPOTPAMMBI MOJITOTOBKH CIICIIHAINCTOB
CpEJIHEro 3BeHa.

Coneprxanue paboueii mporpaMMbl Y4€OHOM JUCIUILIMHBI COOTBETCTBYET TPEOOBAHUSIM
®I'OC CIIO no cnenunanbHocTH 38.02.01 DxOHOMUKA U OyxTanTepckuit yuét (mo orpacisim). B
COOTBETCTBUU C YUYEOHBIM IJIAHOM TEMATHYECKUU TIJIaH MMEET ONTHUMAJIbHOE pacrpe/eicHue
4acoB MO paszaenaMm u TeMaMm. Kaknapiii paszien mporpamMMbl OTpakaeT TEMAaTHKY M BOIPOCHI,
MO3BOJIAIONINE, B TOJHOM OOBEME, HU3YYUTh HEOOXOIUWMBIH TEOPETUUYECKUN MaTepHal.
[IpoBeneHne MpakTUYECKUX 3aHATUN, MPETyCMOTPEHHBIX paboyell MporpamMMoi, MO3BOJSIOT
3aKpENuUTh TEOPETHUYECKUE 3HAHMs, MPUOOPETCHHBIC MPU H3YYCHUH JaHHOW JUCIUTIIUHBI.
PaGouast mporpamma coJep:KUT HEOOXOAUMBIH 00bEM JTUTEPATYPHl U MHTEPHET-PECYPCOB AJIs
U3YYEHUS TAHHOW TUCIUTUIHHBIL.

PaGouas nmporpamma yueGHoit mucturuinabl OI1.06 JlokyMeHTanmoHHOe oOecredeHue
yOpaBlieHUs aKTyallbHa Ha COBPEMEHHOM JTame B o0sacTd 0O0pabOTKM MEePBUYHBIX
OyXrajaTepcKux JIOKyMEHTOB, CIOCOOCTBYET 7(G(EKTHBHOM M KaueCTBEHHOH MOATrOTOBKE
MOJIO/IBIX CIIEIIUATHCTOB.

Pa3paborannas nporpaMma yueOHOM AUCHMILTUHBI PEKOMEHAYETCS ISl UCTIOIb30BAHUS
B Y4eOHOM TIpoliecce MpH MOATrOTOBKe o0ydaronuxcs mno crnenuanbHoct 38.02.01 DxoHOMHMKaA
U OyXTraJITepcKuil yuéT (1o oTpacism).

PerieHs3eHT:

O.B. 3aBpuIeHKOBA

Jupexrop OO0 «Pomanixa
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