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1 ACIIOPT PABOYEM MPOT'PAMMBI YYEBHOM JTACIUILIAHBI
OI1.04 loxyMeHTALIMOHHOE 00ecneyeHHue yIpaBJIeHHsA

1.1 O6snacTh NpUMeHeHHs POTPaMMBbI

PaGouass mporpamma yueOHo¥ mucuurumabsl OI1.04 JlokymMeHTanmoHHOE OOeCIedeHUEe YIpaBICHUS
SIBJISIETCSI YaCThIO MPOrpaMMBbl MOJATOTOBKH CHEHUATIUCTOB CpeaHero 3BeHa B coorBerctBuu ¢ ®I'OC CIIO no
cnerranbHocTH 38.02.01 DKOHOMEKA M OyXTanTepCKuid y4eT (TI0 OTPaCIIsiM).

1.2 MecTo y4eOHOI JMCUHUILIMHBI B CTPYKTYpe NMPOrpaMMbl MOATOTOBKH CHENUATUCTOB CPeIHero
3BeHa

JlucuMIimHa OTHOCUTCSA K MPpodeccHOHaNbHOM MOArOTOBKE U BXOAUT B COCTaB 00IIENpodeccnoHalbHOTO
LUKJIA.

Hucrunnuaa OI1.04 JlokyMeHTalMOHHOE o0ecriedeHre yIpaBiIeHUs 0a3upyeTcsl Ha 3HaHUSIX, YMCHUSIX H
HAaBbIKaX, IIOJIYYEHHBIX CTYIEHTaMH Ipu wu3ydeHun jucuuiuinabl OIL01  OxoHoMmMuka opraHusaiui.
Komnerenmuu, Gpopmupyemble Ipu U3y4eHUH MPEANISCTBYIOMIEH TUCIUILUIMHBI, HEOOXOAUMBbIE MPU U3YUYEHUU
muctumuinHel OI1.04 JlokyMeHTannoHHOE 00eCTIeYeHIE YIIPaBIeHUS:

OK 02. OcymiecTBisATh MOWCK, aHAJIW3 U MHTEPIIPETAIINI0 HH(DOPMAIIUK, HEOOXOIUMOM ISl BHITTOJTHCHUS
3a/1a4 Ipo(eccuoHanbHOMN ACSITEIBHOCTH.

OK 09. Mcnonb3oBaTh HH(POPMALIMOHHBIE TEXHOJIOTUU B TPOGECCHOHATBHON AESITETbHOCTH.

OK 11. Ucnonp3oBarh 3HaHUS MO (UHAHCOBOM TPAMOTHOCTH, IUIAHUPOBATH MPEIIPUHUMATEIHCKYIO
NesITeNbHOCTD B MpodeccruoHalbHOi cdepe.

I[IK 2.6. OcymectBisath cOop uHbOpMAIUU O IEATEIBHOCTH O0BEKTa BHYTPEHHETO KOHTPOJS TI0
BBHITIOJTHEHUIO TPEOOBaHUN MTPABOBOM M HOPMATHUBHOM 0a3bl U BHYTPEHHUX PErTIaMEHTOB.

I[IK 4.1. Orpaxarb HapacTalOIlMM HWTOTOM Ha cyeTax OyXTraJdTepCKOro ydeTa HMMYIIECTBEHHOE U
(bUHaHCOBOE TMOJIOKEHHE OPTraHU3allUU, OMPEIENIATh PEe3yIbTaThl XO3SHUCTBEHHON NIEATEIBHOCTH 332 OTYETHBIH
NepUo.

I[IK 4.4. TlpoBoauTh KOHTPOJb W aHamu3 UHPOpMAIMU 00 aKTUBaX M (UHAHCOBOM TOJOKEHHUH
OpraHM3allH, €€ MIATEKECIIOCOOHOCTH U T0XOJHOCTH.

[IK 4.5. [IpunumaTh y4acTue B COCTaBICHUU OM3HEC-TIIaHa.

I[IK 4.6. AnanusupoBarb (UMHAHCOBO-XO3SIWCTBEHHYIO JESATEIBHOCTb, OCYILECTBISATh  aHAIU3
nH(OpMalKH, TOJYYEeHHON B XOJ€ MPOBEIEHUSI KOHTPOJIbHBIX POLEAYD, BBISIBICHHE U OLICHKY PUCKOB.

B pe3yabrare n3yueHust y4eOHOI THCHUILIMHBI 00yYaronInecst J0JKHbI
Ne HNupexc Copep:xaHue KOMIeTeHIUH ~
. NMPaKTHYeCKHii
ILI. | KOMIeTeHI[U U (nm eé yacTn) 3HATh yMeThb
ONBIT (BJIA/IETh)
1. | OK-02 OcymecTBIATh MOUCK, aHAJIU3 | CYLIHOCTh OTIpEIETATh
1 UHTEPIIPETAIHIO OpTaHM3aINH KaK OPTaHHU3aIIMOHHO-TIPABOBbIE
nHpopmannu, He0oOX0UMOH OCHOBHOT'O 3BEHA (opMBI OpraHu3anyi
JUISL BBITIOJTHEHUS 337124 9KOHOMHUKH OTpaceit
npodeccroHanbHOM
JEATEeIbHOCTH.
2. | OK-09 Hcnonp30BaTh C1oco0bl YKOHOMHH HaXOJUTh U UCTIOIb30BaTh
nHpopMannOHHbIE pecypcoB, B TOM HE00XOTUMYIO
TEXHOJIOTUH B YHCJIe OCHOBHBIC KOHOMHYECKYIO
npodeccroHanbHON 3Heprocoeperaronye nHpopmanuio
JICSTEIILHOCTH. TEXHOJIOTUH
3. | OK-11 I/ICHOHB30B21TL 3HaHUS 110 MexXaHU3MBI ONpPEEIATh
(bMHAHCOBOI TPaMOTHOCTH, 1eHO0GpA30BAHHs OpraHM3aLIOHHO-TIPABOBbIC
IUITAHUPOBATh (opMBI OpraHu3anyi
MpeANPUHIMATEIbCKYIO
JIeSTeIbHOCTh B
npodeccHoHaNBHOH cdepe.
10 | TIK 2.6 OcymecTBiaTs cOop OpTaHU3aIHIO 3aIOJTHSATh IEPBUYHBIC
nH(OopManny 0 AEATEIHHOCTH | MPOU3BOACTBEHHOTO U | JOKYMEHTHI IO
00beKTa BHyTPEHHETO TEXHOJIOTHYECKOTO KOHOMHYECKOH
KOHTPOJIS TT0 BHITIOJIHEHHIO MPOLIECCOB; JIeSITEIIbHOCTH
TpeboBaHuit IPaBOBOI OLICHKH OpraHM3aIn
HOpPMaTHBHOH 0a3bl 1 3¢ HEKTUBHOCTH X
BHYTPEHHHUX PETJIAMEHTOB. MCIIOJIb30BaHHUs
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B pe3yabraTte u3ydyeHus y4eGHOI IUCHMILUIHHBI 00yYaromuecs 10/ KHbI
Ne Hupexc Coaep:xkaHue KOMIETeHIUH =
. NPaKTHYeCKUI
M1 | KOMIeTeHIIHH (n1m e€ yacTn) 3HATh yMeThb
ONBIT (BJA/1€Th)
11 | TIK4.1 OtpaxaTs HapacTarOUM MPUHIUIBI U METOABI | ONpPENENATh COCTAB
UTOTOM Ha CueTax yIpaBiIeHUs MaTepHalbHbIX, TPYIOBBIX
OyXranTepcKoro ydera OCHOBHBIMH U 1 (pUHAHCOBBIX pecypcoB
HUMYLIECTBEHHOE H 000POTHEIMH OpraHU3aLix
(bUHAHCOBOE TIOJIOKEHHE cpencreaMu; GOpPMEL
OpraHU3aLH, ONPEALIIATh OILTaTHI TPyZAa
pe3ynbTaThl XO31ICTBEHHON
JeATEIEHOCTH 38 OTYETHBIN
HEPHO.
12 | TIK 4.4 ITpoBOANTH KOHTPOJb U COCTaB paccunTHIBaTh 110
aHanu3 HHGopManuu oo MaTepHaIbHBIX, HPUHATOH METOIUKE
aKTUBax U QUHAHCOBOM TPYIOBBIX H OCHOBHBIC TEXHUKO-
TMIOJIOXKEHUH OPTaHU3alyy, ee | (pUHAHCOBBIX IKOHOMHUYECKHUE
IUIATEKECIIOCOOHOCTH 1 pecypcos; MOKa3aTeNu JIeSITeNbHOCTH
JIOXOJTHOCTH. OpTaHHU3aIUIO OpraHM3aIu
MPOM3BOJICTBEHHOTO H
TEXHOJIOTUYECKOTO
IPOILIECCOB;
OLICHKH
3¢ HEKTUBHOCTH UX
UCIIOJIb30BaHHMs
13 | IIK 4.5 [IpyHUMATE yJacTHe B OCHOBHBIC IIPHHIIMIBI | 3aIOJNHATH NEPBUYHbIC
COCTaBJICHUH OM3HEC-TIIaHa. HOCTPOCHHS JOKYMEHTEI 110
SKOHOMUYECKOU 9KOHOMHYECKON
CHCTEMBI JeSTeTbHOCTH
OpraHu3alyu OpraHM3alyu
14 | TIK 4.6 AHanm3upoBaTh PUHAHCOBO- OCHOBHBIC TEXHUKO- pacCcUUTHIBATh MO
XO351ICTBEHHYIO 9KOHOMUYECKHUE IIPUHATON METOJUKE
JIeATENILHOCTD, OCYIIECTBISITh | MOKa3aTelH OCHOBHBIE TEXHHKO-
aHanu3 uHGopManuu, JIeSITeIbHOCTH KOHOMHUYECKHE
MOJYYEHHOH B X0/€ OpraHH3alyy 1 MOKa3aTeNu JIeSITeNbHOCTH
MPOBEJICHUSI KOHTPOJIBHBIX METOJIUKY X pacyera | OpraHu3aluu
NPOLIEYP, BBISBICHHE U
OLICHKY PHCKOB.
1.3 He.]'ll/l H 3aga4Yun y‘-l66l-l0ﬁ AUCHUIIIIMHBI — TpeﬁDBaHI/Iﬂ K pe3yJbTarTaM 0CBOCHUSA JUCHHUIIIMHBI
B pesynbTaTe n3ydeHus 00s13aTeIbHON YacTH Y4eOHOro IHKIa 00ydarouics J0KEH:
yYMeThb!
— HCIIOJIB30BAaTh I/ICTOpI/I‘leCKI/Iﬁ OIIBIT OpraHu3anuvu JCJIOIPOU3BOACTBA AJId PCIICHUA IMTPAKTUUCCKUX
3aJ1ay;
— COCTaBJIATH MMPOCKTHI OPTraHU3aAIUMOHHO-PACTIOPAANTCIIBHBIX TOKYMCHTOB,
— HCHOJIb30BaTh COBPEMCHHBIC KOMIIBFOTCPHBIC TEXHOJIOTUH B OpTraHU3allun ACJIOIIPOU3BOACTBA,
— HPHUMCHAITH HpI/IO6pCTCHHBIC 3HAaHUA B JOKYMCHTOBCIACHUN U JOKYMCHTAIMOHHOM obecreyeHnu
yIIpaBJICHUS.

3HATh.
— TEOPETUYECKUE OCHOBBI TEXHOJIOTUU OPTaHU3AIMH CIYKObl HH(OPMaIMOHHO-I0KYMEHTAIIHOHHOTO
obecrieyeHus yrpaBieHHs;
COBPEMEHHYIO OPraHM3ALIUIO AEJIONPON3BOICTBA B Poccun, TpeboBaHU MEXyHapOAHOIO CTaHAapTa
cneun(uKy opraHu3alum JeI0Nporu3BOCTBA B TOCYJAPCTBEHHBIX U HETOCYIapCTBEHHBIX OaHKaXx;

MMPUHIUIIBI OpTaHru3allui U 3aa4n CJ'Iy')K6 JAOKYMCHTAlIlUOHHOT' O obecreueHust 6aHKa;

HOPMaTHUBHO-METOIMUYECKUE TIOKYMEHTHI, perinamenTupyomue JJ0V;
palMOHAIBHYI0 TEXHOJIOTUIO IPHUEMA, MPOXOXKIACHMSI, MOATOTOBKM M OTIPABKH JOKYMEHTOB B
TPaJULIMOHHBIX U aBTOMaTU3UPOBaHHbIX cucremax /JOVY.

MaxkcumanbHast yueOHast Harpy3ka o0ydvaromerocst 48 yacoB, B TOM 4uCIIe:
— o00s13aTeNbHAs ayTUTOpHAs ydeOHas Harpy3ka oOydatromierocs 48 Jacos.
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1.4 TlepeyeHb IJIAHUPYEMBIX Pe3yJbTATOB O0OyUYeHHsI MO JUCIHUNJINHE (MepedyeHb (POPMUPYEMBIX
KOMIIeTeHIHiA)

OO6yuaromuiicst T0JDKEeH 001a1aTh 00IMMH KOMITETCHIIMSIMU, BKITIOUAIOIIUMHE B ¢€0s1 CTOCOOHOCTH:

OK 11. Mcnionp30BaTh 3HaHUS IO (PMHAHCOBOW IPaMOTHOCTH, TUTAHUPOBATH MPEANPUHUMATEIHCKYIO
NeSATEIBbHOCTh B IPO(deCcCHOHATBHOM cdepe.

OOyuaromuiicsi T0DKeH 00y1anath NpodecCHOHANBHBIME KOMIIETEHITUSMHU, BKIIOYAIONIUMU B ceOs

CHOCOOHOCTD:
I1K 1.1. O6pabaTsIBaTh EpBUYHBIC OyXTaITEPCKUE JOKYMEHTHI,
IIK 2.6. OcymiecTBisaTe cOop MHpOpMANUA O NEATEILHOCTH OOBEKTa BHYTPEHHErO0 KOHTPOJS IO
BEITIOJTHEHUIO TPEOOBAHUI MTPABOBOM M HOPMATUBHOM 0a3bl U BHYTPCHHHUX PETIIAMEHTOB;
[1IK 2.7. BBINOAHATH KOHTPOJIbHBIE MPOLEAYPHl U UX JOKYMEHTHPOBAaHHE, TOTOBUTh U O(POPMIIATH
3aBepIIAIOIINE MaTEepPHUaiIbl M0 Pe3ysibTaTaM BHYTPEHHEr 0 KOHTPOJIS;

IIK 4.2. CocraBiarhb

hopmbI

3aKOHOAATCIbCTBOM CPOKH.

OyXxranTepcKon

(buHaHCOBOIN)

OTYCTHOCTH

YCTaHOBJICHHBIC

B pe3yJsbTare n3ydenus yuyeOHO JUMCHUILIMHBI 00y4alonuecsi 10JKHbI
Ne Hnpexc Copep:xaHue KOMIETEHIIUH —
I1.11| KOMIIETEeHIIUX (nu eé yacTH) 3HATh yMeThb MPAKTIAECIHH
ONBIT (BJIA/IETh)
1. | OK-11 Hcnons30BaTh 3HaHUS 110 OCHOBBI BBIABIIATH IOCTOMHCTBA
(hMHAHCOBOM rPaMOTHOCTH, NIPEANPUHUMATEILCKON Y HEJOCTAaTKU
IUTaHUPOBATh JIeSITeIbHOCTH; OCHOBBI KOMMepUecKoi uaeu;
peANPUHUMATEIBCKYIO (uHAHCOBOM NPEe3eHTOBATh UJEH
JeATEIBHOCTD B IPaMOTHOCTH; TIpaBHJIa OTKPBITUS] COOCTBEHHOTO
npodeccroHaIbHO# chepe pa3paboTku OusHec- Jiena B
TUIAHOB; MOPSIJIOK npodeccuoHaTbHOM
BBICTPaUBaHUS JeSITeIbHOCTH;
Npe3eHTalMU; KPEIUTHBIE | 0(hOpMIATH OM3HEC-
0GaHKOBCKHE NPOTYKTHI IUIaH; PACCUUTHIBATD
pa3Mepsl BBIILIAT IO
MIPOLIEHTHBIM CTaBKaM
KPEIUTOBAHMS;
OTpesieNnaTh
UHBECTUIIHOHHYIO
TIPUBJIEKATEIbHOCTD
KOMMEpUYECKHX e B
paMKax
podecCHOHANTBHOM
JIeATeIIbHOCTH;
Ipe3eHTOBaTh OM3HEC-
UJICI0; OTIPENEISATh
HCTOYHHKH
(MHAHCHPOBAHUS
10.| MK-1.1 OO6pabaTsIBaTh IEPBUYHBIC o61e TpeboBaHMs K IIPUHUMATh B
OyXraiarepckue JOKYMEHTHI OyXrajTtepckoMy y4eTy B | HPOU3BOJIbHbIE JOKyMEHTHPOBaHUH
YaCTH JIOKYMEHTHPOBAHMS | TEPBUYHBIC XO3SHCTBEHHBIX
BCEX XO3AHCTBEHHBIX Oyxranrepckue ornepanuii u
JEHCTBUI U onepaluii; JIOKYMEHTHI, BeICHUU
TIOHSTHE IEPBUYHON paccMaTrpHuBaeMble Kak OyXxrajiTepckoro
OyXraJiTepcKou MMUCHMEHHOE ydeTa akTHBOB
JOKYMEHTAIIH; JIOKa3aTeNbCTBO OpraHU3aIHH.
OIpeJIeJIeHNE NEPBUYHBIX | COBEPLICHHUS
OyXranrepcKux XO3HCTBEHHON
JIOKYMEHTOB; oTiepanyu Win
(hOpMBI IEPBUYHBIX MOJTy9IeHHE pa3pelIeHns
OyXraJTepCKuX Ha €€ [IPOBEJCHHUE;
JOKYMEHTOB, MIPUHUMATh TIEPBUYHBIE
coJieprKaIux OyxranTepckue
o0s13aTesIbHbIE PEKBU3UTHl | JOKYMEHTHI HA
MEPBUYHOTO YUYETHOTO OyMa)XHOM HOCHTEJIE U
JIOKYMEHTA; (nm) B BHIE
MTOPSAOK IPOBEACHUS 3JIEKTPOHHOTO
MIPOBEPKH IEPBUYHBIX JIOKyMEHTa,
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B pe3yabTaTte n3ydeHus y4eOHOH TUCHUNIMHBI 00y4Yaromuecst A0KHbI

Ne Huaexce ConepxaHue KOMIIeTeHIIMH -
IL.I1| KOMIIETCHIIMH (nau eé yacTH) 3HATH yMeTh MPAKTITIECKIH
ONBIT (BJA/1€Th)
OyXranrepckux MOJIMTUCAHHOTO
JIOKyMEHTOB, (POPMAIILHON | AJIEKTPOHHOK
MIPOBEPKH JOKYMEHTOB, TIOJTIHCHIO;
MIPOBEPKH IO CYILECTBY, MIPOBEPSITH HAINYHUE B
apupMeTHIECKOH TIPOU3BOJIBHBIX
TIPOBEPKH; TICPBUYHBIX
TIPUHINIBI ¥ IPU3HAKA OyXrantepckux
TPYIIHUPOBKY MEPBUYHBIX | JOKyMEHTaX
OyXTaJITepCKUX 00s13aTeTEHBIX
JIOKYMEHTOB; PEKBHU3HTOB;
TIOPSIIOK IPOBEICHHS TIPOBOANTH
TaKCHPOBKHU H (hopManbHYIO IPOBEPKY
KOHTHPOBKH ITEPBUIHBIX JOKYMEHTOB, IIPOBEPKY
OyXrantepckux TI0 CYIIECTBY,
JOKYMEHTOB; apuPMETHIECKYTO
MOPSAA0K COCTABICHUS MIPOBEPKY;
pETHCTPOB TIPOBOANTH
OyXranTepcKoro ydera; TPYIIHPOBKY
TIPaBHUJIa U CPOKH TIePBUYHBIX
XpaHEHUs TIEPBUYHON OyXranrtepcKux
OyXrantepckoi JOKYMEHTOB IO DAY
JOKYMEHTAIIH HPU3HAKOB,;
MIPOBOANTH TAKCUPOBKY
Y KOHTUPOBKY
TICPBUYHBIX
OyXTaJlTepCKuX
JOKyMEHTOB;
OpraHU30BBIBAThH
JOKyMEHT0000pOT;
pasoupaTbcs B
HOMEHKJIaType Jell;
3aHOCHTH JJaHHBIE TI0
CTPYIITUPOBAHHBIM
JIOKyMEHTaM B PETUCTPBI
OyXTanTepcKoro y4era,
nepeaaBaTh NepBUYHBIC
Oyxrantepckue
JIOKYMEHTBI B TEKYIINH
OyXTanTepCKHii apXuB;
nepeaaBaTh NepBUYHBIC
Oyxrantepckue
JIOKYMEHTBHI B
MIOCTOSIHHBIN apXUB 110
UCTEUEHUN
YCTaHOBIJICHHOTO CPOKa
XpaHEHHUS;
WCTIPaBIISATH OLITUOKH B
HEePBUYHBIX
OyXraJTepCcKuX
JOKyMEHTaX
11.| TIK-2.6 OcymecTBiaTh coop MeToJIbI cOopa IIPOBOANTH cOOp BBITNIOJIHEHUH
UHPOPMAITIH O nHpOPMALIUH O nHpOPMALIUH O KOHTPOJIbHBIX
JIeITeIbHOCTH 00BEKTa JeATeIbHOCTH 00beKTa JIeATeIbHOCTH 00beKTa mpouenyp M UX
BHYTPEHHET0 KOHTPOJIA 110 BHYTPEHHEI'0 KOHTPOJIS [10 | BHYTPEHHETr0 KOHTPOJIT | JIOKYMEHTHPOBAaHUU
BBITIOJTHEHHIO TPEOOBaHUH BBINTOJTHEHHIO TPEOOBAaHUK | IO BBHITIOJIHEHUIO
MPaBOBOM U HOPMATUBHOU IIPaBOBOM M HOPMATHBHON | TpeOOBaHMII MPABOBOH 1
6a3bl ¥ BHYTPEHHUX 0a3bl ¥ BHYTPEHHUX HOPMaTHBHOH 0a3bl U
periIaMeHTOB periIaMeHToB BHYTPEHHHUX
periaMeHToB
12.] TIK-2.7 BbINOMHATE KOHTPOJIBHBIE TIOPSIJIOK COCTaBIICHHS COCTaBJIATH aKT I10 B BBITIOJIHEHUH
HpoLEyPHl U UX CIIMYUTEIILHBIX pe3ynbraram KOHTPOJIBHBIX
JIOKYMEHTHPOBAHUE, BEJIOMOCTEH B HMHBEHTAPH3AIUH; TPOIIETYpP U UX
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B pe3yabTaTte n3ydeHus y4eOHOH TUCHUNIMHBI 00y4Yaromuecst A0KHbI

No Hupexc Copep:xaHue KOMIETEHIIUH "
I1.11| KOMIIETeHIUH (nim e€ yacTm) 3HATH yMeThb NPAKTHHECIHH
ONBIT (BJA/1€Th)
TOTOBHUTH ¥ OPOPMIISITH OyXrajiTepuu u COCTaBJIISITh JIOKyMEHTHUPOBAHUU;
3aBEpIIAOIINE MATEPHUAITBI yCTaHOBJIICHHE CIIMYHTEITbHBIC B IIOJTOTOBKE
TI0 pe3yJIbTaTaM BHYTPEHHETO | COOTBETCTBHS JaHHBIX O BEJJIOMOCTH H odopmieHns
KOHTPOJIA (haKTUUECKOM HATUYUU yCTaHaBJIMBATh 3aBEPLIAIOLINX
CPEICTB TaHHBIM COOTBETCTBHE JAHHBIX O | MaTEPHAaJIOB IO
OyXTraJITepCKOTO yUeTa; (haKkTHIECKOM HAJIMIUU pe3yabpTaTam
TIPOIIETyPY COCTABIICHHS CPEICTB TaHHBIM BHYTPEHHETO
aKTa Io pe3yibTaTaMm OyXTraJITepCKOTO yUeTa; KOHTPOJIS
WHBEHTAPHU3ALNN BEITIOJTHATH
KOHTpPOJIbHBIE
MIPOIETyPHI ¥ UX
JTOKYMEHTHPOBAHHE,
TOTOBHTH ¥ 0POPMIIATE
3aBepIIaroIIre
MaTepHrabl o
pe3ynbTatam
BHYTPEHHETO KOHTPOJIS
13.| TIK-4.2 CocTtaBmsth (hopMbI TpeOoBaHUs K OTpa)kaTh HAPACTAIOIUM | B COCTAaBJIICHUU

OyxranTepckoi
((uHAHCOBOIT) OTYETHOCTH B
YCTaHOBJICHHBIE
3aKOHOATEILCTBOM CPOKH

OyXraJTepCKOi
OTYETHOCTHU OpPTaHHU3ALIH;
COCTaB M COJIepKaHHUe
(dhopmM Oyxrantepckoit
OTYETHOCTH;
OyxranTepckuii bamaHc,
OT4eT 0 (PMHAHCOBBIX
pe3ynbTarax Kak
OCHOBHBbIE (hOPMBI
OyXraJTepCKOi
OTYETHOCTH;

METO/IbI TPYIITUPOBKU
MIepEHECEeHNUs
00001LICHHO! yueTHOU
nHdopmanuu u3
000pOTHO-CaJTBI0BOU
BEZOMOCTH B ()OPMEI
OyXraJTepcKoi
OTYETHOCTH;

HPOLEyPY COCTaBIICHHUS
IIPUIIOKEHUH K
Oyxrantepckomy OanaHCy
1 OTYETYy O (PMHAHCOBBIX
pesynbTarax;

TIOPSIIOK OTPAKEHHS
WU3MEHEHUH B Y4ETHOI
HOJINTHKE B LIEISX
OyXTanTepCcKoro y4eTa,
HOPSZIOK OpraHU3aluK
TIOTYYEHHS Ay IUTOPCKOTO
3aKJIFOYECHHS B ClTydae
HEOOXOIUMOCTH;

CPOKH TIPEICTABICHHS
OyxranTepckoit
OTYETHOCTH;

TIpaBuJia BHECEHUS
HCIpPaBJICHUH B
OyXrantepckyio
OTYETHOCTh B CITy4ae
BBISIBJICHUSI
HENPaBUILHOTO
OTpaXXEeHUs
XO3AHCTBEHHBIX
omneparuii;

UTOTOM Ha cYeTax
OyXraJITepCKOro yueTa
UMYILECTBEHHOE U
(bMHAHCOBOE IMOJI0KEHHE
OpTaHU3aIIHH;
OTIPENICIISATE PE3YIBTATHI
X039UCTBEHHOM
JeATEILHOCTH 32
OTYETHBIN IEPUOTI;
3aKpbIBaTh
OyxranTepckue
PErUCTpPBI U 3aNI0JIHSATH
(b opMBbI OyXranTepckoi
OTYETHOCTH B
YCTaHOBIICHHBIE
3aKOHOJATEIHCTBOM
CPOKH;

yCTaHABINBATh
UJIEHTUYHOCTD
HoKa3aTenen
OyXrajTepcKux OTYETOB;
OCBaMBaTh HOBbIE
(hopMBI OyxTanTepckon
OTYETHOCTH;
aanTHPOBATh
OyXTanTepcKyro
(punancoBy)
oT4eTHOCTh Poccuiickoit
®denepanuu K
MesxayHapoIHBIM
CTaHIapTaM
(uHAHCOBOM
OTYETHOCTH

OyxranTepckoit
(punancoBoif)
OTYETHOCTH IO
MexnyHapoaHbIM
CTaHzapTaM
(uHAHCOBOH
OTYETHOCTH;

B Y4acTHH B
CYETHOH IIPOBEPKE
OyxranTepckoit
OTYETHOCTH
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B pe3yabTaTte n3ydeHus y4eOHOH TUCHUNIMHBI 00y4Yaromuecst A0KHbI

No Hupexc Copep:xaHue KOMIETEHIIUH
.11, KOMIIeTEeHIIUH (nim e€ yacTm) 3HATH yMeThb

NpaKkTUu4ecKui
ONBIT (BJA/1€Th)

MEXXIYHapOIHbIE
cTaHnapTs! puHAHCOBOU
otuetHoctd (MCDO) u
JupexTuBbl
EBponeiickoro
Coobr1ecTBa o
KOHCOJIMAMPOBAHHOMN
OTYETHOCTH

2 CTPYKTYPA U COJIEP)KAHUE YUEBHOM JUCIUILIMHBI

2.1 O0beM yueOHOii TMCHUIJIMHBI M BH/IbI Y4e0HOH padoThl

Bup yueOHoii padoThl Oovem
uacos
MakcumanbHas yueOHast Harpy3Ka (Bcero) 48
Oobs13aTesbHAs ayJUTOPHAs y4eOHAasi HATPY3Ka (Bcero) 48
B TOM YHCIIE!
3aHATHS JEKIIMOHHOTO THTIA 24
MPAKTUYECKHUE 3aHATHUS 24
1a00paTOpHbIE 3aHATUSL -
CamocrosiTesibHast padoTa o0yuaroierocs (Bcero) -
B TOM YHCJIE:
pedepar -
3cce
CaMOCTOsITe/IbHAs BHEAyAUTOpHAs paboTa B BUJIE IOMAIIHUX IPAKTUYECKUX 3a1aHUM, -
WH/IMBUAYAIbHBIX 33JaHUH, CAMOCTOSATEIBHOTO MOJ00pa W M3YyYSHHS IOMOTHUTEIHHOTO
TEOPETUIECKOTO MaTepraa
Vkazviearomea Opyeue 6uovl camocmosmenvHou pabomvl npu ux Hawuuuu (pegepam, 0
pacyemuo-epaghuyeckas paboma, 6HeayOUMOPHAsk CamoCmoamenvHas paboma u m.n.).
IIpomesxcymounas ammecmayus 6 popme ougp.3auema
2.2 CTpPYKTYypa IMCHUTUIMHBI
KoanyecTBO ayIMTOPHBIX YacoB CamocrosiTeJIbHas
HaumeHoBaHue pa3/iesioB u pa6ora
Tem Bcero | Teoperuueckoe IIpakTuyeckue oByuaiomerocs
o0yueHue 3aHATHS
(uac)
Tema 1.
JIoKyMeHT u cuctema 8 4 4 -
JOKYMEHTAIlUU
Tema 2.
OpraHn3annoHHO- 8 4 4 -
pacropsIuTeIbHBIE JOKYMEHTHI
Tema 3. 8 4 4 i
Kanposas noxymeHnranus
Tema 4.
JloroBopHO-TIpaBOBast 8 4 4 -
JIOKYMEHTaIUs
Tema 5. 8 4 4 i
[TonsiTne nokymMeHTO000pOTA,
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perucrpanus JOKyMEHTOB

Tema 6.
OpF aHU3al A OHepaTI/IBHOFO )41

8 4 4
ApPXUBHOT'O XPaHCHHUS
JIOKYMEHTOB
Bcero mo nucuuiinae 48 24 24
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2.3 TemaTH4ecKHii IUIaH U coiep:kaHue yueoHoii nucuunaunsl OI1.04 JlokymMeHTAaIMOHHOE o0ecnieyeHHe YIpaBJIeHHs

HaumeHoBaHue Oo0bem YpoBeHb
PA3NEOB 1 TeM Coaep:xanue y4eOHOIro MaTepHuaJia M IPAKTHYECKHE 3aAHATHSA 4ACOB OCBOCHHSE
1 2 3 4
Tema 1. Coaep:xanue yueOHOro MmaTepuaJia 8
JokymeHT u cucrema | Jlekuun 4 1,2
AOKYMEHTaluH 3HaueHne u COZCpKaHNUC JIUCLHUILINHBI <<I[0KyMeHTauH0HH06 oOecrieueHue YIpaBJICHUS . Iloustue
TEPMHHOB  «JOKYMEHT», «JOKYMEHTHPOBAHUE», «IOKYMEHTAI[MOHHOE OOeCIeueHrue YIpaBICHUI.
YHubukauus 1 CTaHAapTU3ALUN YIIPABICHYECKUX JOKYMEHTOB.
IIpakTHYeckoe 3aHsITHE 4
CylurHoCTh ¥ 3HAaYEHHUE JIOKYMEHTOB. 1,2,3
YHUHUKAIMA ¥ CTAaHJAPTU3ALIH YIIPABICHYECKUX JOKYMEHTOB.
Tema 2. Conep:xanue yueOHOTr0o MaTepuaJia 8
Opranu3anuoHHoO- Jlekuuu 4
pacnopsiiuTe/ibHbIe OpranuzalvoHHbIe TOKYMEHTHI — yCTaB, YUpEIUTEIbHBIE JOTOBOP, MOJIOKEeHUe. PacnopsaurensHbie
AOKYMEHTBI JOKYMEHTHI — [IPUKA3, paclopsbKeHHe, yKa3aHHe, IOCTAHOBIICHHUE, PELIEHUE, MHCTPYKLUS, IPOTOKOIL 1.2
CripaBo4HO-HH(OPMAIIMOHHBIE JOKYMEHTBI: CIy)eOHas 3arnrcka, OObsICHUTENbHAS 3aIliCKa, aKT, CIIPaBKa,
ciyxeOHbIe MUChMa
IIpakTH4eckoe 3anaTHE 4
CocraBnenue 1 0pOpMIICHHE PACTIOPSHKEHUS 1,2,3
Odopmitenne cupaBok, JOKJIAAHOM U ciyKeOHOH 3aIUCKH, aKTa.
Tema 3. Conep:xxanue yueOHOro MmaTepuaJia 8
Kanposasn Jleknuu 4
AOKYMeHTalus JIoKyMEHTHPOBaHMUE TPYIOBBIX IPABOOTHOILICHU.
CoctaB 1 0cO6eHHOCTH O(hOPMIIEHUS TOKYMEHTOB 10 JIUYHOMY COCTaBY. 1,2
KowmmiekroBanue nuunoro nena. Aproouorpacdus. Pesrome. 3asBnenue o npueMe Ha padoty. [Ipukaszsr mo
JMYHOMY COCTaBY.
IIpakTHyeckoe 3aHsITHE 4 1,2,3
OdopmiieHre MpUKa30B M0 JIHYHOMY COCTaBY.
Odopmitenne Tpy10BOIO JOroBopa, MprkKasza o mpueMe Ha padboTy, oopMIIEHUE TPYLOBOU KHUKKH.
Tema 4. Conep:xxanue yueOHOTo MaTepuaJia 8
JoroBopHo-npasoBasi | Jlekuun 4 1,2
JOKYMEHTaIMs [TonsiTust noroBopa. Buabl 10roBopoB.
DopMyIIsip HCKOBOTO 3as1BJICHUS, TPEOOBAHMS K €ro 0(OpMIICHUIO
IpaKTHYecKoe 3aHsITHE 4 123
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[TpaBuiia ohopmiieHUs: TPETEH3UOHHBIX MHCEM.
Odopmitenne 10roBopa KyIriu-Ipoaaxu

Tema 5. Coaep:xanue yueOHOro MmaTepuaJia 8
ITonsTue Jleknun 4 1,2
JIOKYMEHT0000poTA, CocraB 1 ydet 00beMa TOKYMEHTO000POTa IPEAPUITHIA.
perucrpanus ba3bl JaHHBIX U1 XpaHeHUs T0KyMeHTOB. PaboTa ¢ 3ampocamu.
JIOKYMEHTOB IpakTHYecKoe 3aHsATHE 4 1,2,3
Opranuzanus paOoTsl C BXOAALIEH, NCXOAAIIEH U BHYTPEHHEN JOKYMEHTauei
Pabora ¢ 31eKTpOHHBIMU JOKYMEHTAMH.
Tema 6. Coaep:xxanue yueOHOro MmaTepuaJia 8
Opranuszanus Jlekuun 4 1,2
ONepaTUBHOIO U WNuauBuayanbHble, CBOJHBIE, IPUMEPHbBIE U TUIIOBbIE HOMEHKJIATYPBI €.
apXMBHOI'O XpaHeHUs! | 3aKOHOJATENbHbIE AKTHl 1 HOPMATUBHO-METOJNYECKHUE JOKYMEHTHI 10 apXUBHOMY XPaHEHUIO JOKYMEHTOB.
JOKYMEHTOB IIpakTHyeckoe 3aHsiTHE 4 1,2,3
Homenknarypa gen.
[ToaroroBka u NOpsSAOK NEpelauu 1€l B apXUB.
Bcero: nexkuum - 24, npakTuyecKue 3aHATHA - 24 48
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2.4 Conep:xaHue pa3aeoB JUCIHNIMHBI
2.4.1 3auaTud JeKIHOHHOI0 THIIA

Ne
pa3iena

HaumenoBanue
pa3naeia

Coaeprxanue pasjaena

®opma
TeKyLIero
KOHTPOJIsI

1

2

3

4

S cemecmp

Tema 1. JlokymMeHT 1
cHCTEeMA JOKYMEHTALlNU

Ouenka COBPEMEHHOTO COCTOSIHUSA
JOKYMEHTAIlMOHHOTO  oOecreyeHus yIpaBiIeHUs
(1OY). Tpu ucrounuka u Tpu cocraBusie yactu JOVY.
ABTOMaTH3UPOBAHHBIE TEXHOJIOTUHI 00paboTKu
JOKYyMEHTOB M WX  BIUSHUE HA  CHUCTEMY
JIEJIIONPOU3BO/ICTBA KOHKPETHOM OpraHU3aIuy.
OcHOBHBIE 33/]a4H, pEIIaeMbIE B JEJIOMPOU3BOJICTBE

vV, T

Tema 2.
Opranu3anmoHHoO-
pacnopsiiuTeabHbIE
AOKYMEHTbI

Opranm3anoHHble  (GOpMBI  JTOKYMEHTAIIMOHHOTO
obecrnieueHus (1enonpousBoCTBA). [pununs
yhnpaBieHus:  HMHOOPMAIMOHHBIMH ~ MOTOKaMH = —
cranpaptusanus u  yHudukanus. HopmaruBHbIe
JNOKYMEHTBI 10  opranusaumuu  ciayxOer  JIOV:
o0IIerocy1apCTBEHHbIE, KOHKPETHOH  OpraHu3aluu
(6anka). 'ocynapctBennas cucrema JJOY I'OCT 6.30-
2003 «Cucrema OPJI. TpeGoBaHus K COCTaBICHHIO
JIOKYMEHTOB». bilaHKu U 111a0JIOHBI.

Tema 3.
KaapoBasi nokymeHTanus

[MpuHIMTIBI u npaBuia OpTaHu3aIuu
JOKYMEHTOO0OpOTa, MX peaju3aunusi B JEHCTBYIOLINX
TOCYJapCTBEHHBIX W  HOPMATHBHBIX JIOKyMEHTaX.
CTpyKTypa ¥ XapaKTepHCTHUKAa JOKYMEHTOIOTOKOB.
Oranbl TPOXOXKICHHUS TOKYMEHTOB B OpraHHU3AIUU.
O0veM J10KyMEHTO0OOpoTa yupexaeHus (OaHka).
DKcneInInOHHAs o0OpaboTka JTOKYMEHTOB.
Opranu3zanus  JOKYMEHTOOOOpOTa B YCJIOBHAX
NPUMCHEHHSI HOBEHIINX UH()OPMAITMOHHBIX
TEXHOJIOT .

Tema 4.
JorosopHo-npasoBas
AOKyMeHTalus

3HaueHue perucrpanmuu JOKYMEHTOB JUIs
yIpaBJIeHYeCKOH AesTenbHOCTU. [IpuHIuIBI U paBuiIa
perucTpallMi ¥ HUHJACKCUPOBAHUSA  JOKYMEHTOB.
Pa3zButne cnocoOOB perucTpanyiyi B TOCyAapCTBEHHOM
JIeJI0NPOU3BOJACTBE. [IpUHIIUIIBI TOCTPOEHUS
uHpopmanroHHo-oruckoBbix cuctem (MIIC) pyunoro
TUTIA, UX BHJIBL

Tema 5.

IMonsiTHeE
AOKYMEHT0000pOTA,
perucrpauus 10KyMeHTOB

cDOpMI/IpOBaHI/Ie Tpe6OBaHHI>'I K OpraHu3allii KOHTPOJIA
3a CpoKamMu HUCITOJITHCHU S JOKYMEHTOB B
IICJ'IOHpOPBBOHCTBCHHOﬁ CJ'IY)K6C. OcHoBHBIC
MPUHIMIIBEI OpraHu3allkii KOHTPOJISA HCIIOJHCHHA
JOKYMCHTOB. ABTOMaTI/BI/IpOBaHHBIC CUCTEMBI
KOHTPOJIA UCITOJTHCHUA JOKYMCHTOB.

Tema 6.

Opranusanus
ONEePATUBHOIO U APXMBHOIO
XPaHCHUA TOKYMCHTOB

OKcIepTu3a ILEHHOCTH JOKYMEHTOB. lIpuHIiuner u
KpUTEpUU LIEHHOCTHU JIOKYMEHTOB. ITopsimox
IIPOBEICHUS IKCIIEPTU3HI IECHHOCTH JTOKYMEHTOB

[Tpumeuanue: T — TectupoBanue, P — Hanucanue pedepara, /| — nuckyccust, ¥ — yCTHBIH omnpoc
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2.4.2 TlpakTHYeCcKHe 3aHATHSA

dopma
HaumenoBanue
Ne pasnena HaumeHoBaHue NPAKTHYECKHX PadoT TeKy1l1ero
KOHTPOJIs
5 cemecmp

1 2 3 4

1. [Tema 1. JlokyMeHT H CylrHoCTh ¥ 3HaYEHHUE JIOKYMEHTOB. vV, T
cucTeMa J0KYMEeHTAInU

2. |Tema 2. ABTOMaTH3UPOBAHHBIE TEXHOJIOTHH 00pabOTKU JOKYMEHTOB T
OpraHu3anmoHHoO-
pacnopsiiuTe/bHbIe
AOKYMEHTbI

3 [Tema 3. Opranuzanus 10KyMeHTO000poTa. vV, T
KaapoBasi noxymeHnTanus

4 |Tema 4. Perucrparnmonnsie ¢popmbl. TeXHOIOTHS X BEICHUS. IP, T
JloroBopHo-nipaBoBas WNunexkcupoBaHue JOKYMEHTOB B YCIOBUSAX TPAJULIMOHHON
AOKyMEHTaI s 00pabOTKU JOKYMEHTOB.

5 |Tema 5. Karteropuu KoHTposMpyeMbIX JOKYMEHTOB. CpokH T
IMousitue UCIIOTHEHUS TOKyMeHTOB O000111eH1ne, aHaIu3 U
JAOKYMEHT0060poTa, UCMOJIb30BaHUE UH(pOpMAIMK 00 UCTIOIIHEHUH JOKYMEHTOB B
perucTpanusi 10KyMeHTOB  |yCJIOBHSAX MPUMEHEHUS TPAIUIIUOHHBIX U

AaBTOMATU3UPOBaHHBIX TexHooruil I0Y.

6 |Tema 6. TpeboBaHMs K IPOBEIEHUIO 3KCIIEPTU3bI LIEHHOCTH T
Opranunzanus JIOKYMEHTOB. JTaIlbl MPOBECHHUS IKCIIEPTU3BL.
OIePATHBHOIO M APXMBHOI'0
XpPaHeHHsl JOKYMEHTOB

7 |Tema 7. XpaHnenue Odopminenue en 1 neperavya ux B apxuB YUET U XpaHEHHE T
JOKYMEHTOB B apXHBe AJIEKTPOHHBIX TOKYMEHTOB
OpraHu3aIlu

8 |Tema 8. Cuctema 3anojHeHne OpraHu3allMOHHON U pacopsAAUTEIbHOM IP, T
OpraHU3aIMOHHO- JIOKYMEHTaIUH.
pacnopsauTeIbHON
JIOKYMEHTalluu

9 |Tema 9. UndopmanmionHo-  |3amojHeHHE YHUPHUIIMPOBAHHBIX (popM HHPOPMAITHOHHO- P, T
CIpaBOYHAsI JOKYMEHTAIUsl  |CIIPAaBOYHOM JOKYMEHTaIUH.

10 |Tema 10. lokymenTarus o  |3arnoiHeHUe YHUDUIUPOBAHHBIX ()OPM TOKYMEHTAIIUH T10 P, T
JUYHOMY COCTaBY JMYHOMY COCTaBY.

11 |Tema 11. dunancoBas 3anonHeHue yHupUIMpoBaHHBIX GopM PprHAHCOBOM P, T
JOKYMEHTaIus JIOKYMEHTaI1H.

12 |Tema 12. HanipaBneHwust 0O0630p COBpEMEHHBIX CPEICTB OPITEXHUKH IS Iepeavul U T
cosepreHcTBoBanus J[OY nepepaboTku nHGOpMaIuu

Ipumeyanue: I[1P- npaxmuyeckas paboma, T — mecmuposanue, ¥ — ycmuwiii onpoc
3 OBPA3OBATEJIBHBIE TEXHOJIOT'HA
Jns  peanu3aniil  KOMIIETEHTHOCTHOTO IMOJAXOAa TMPEAyCMaTpHBAETCs MCIIOJIb30BaHHE B  y4eOHOM

MPOLIECCe aKTUBHBIX U MHTEPAKTUBHBIX ()OPM MPOBENCHUS ayJUTOPHBIX M BHEAYJUTOPHBIX 3aHATUN C LENbIO
¢dbopMHUpoBaHUS M pa3BUTUS MPO(pECCHOHANBHBIX HaBBIKOB oOyuarommxcs. B mporecce npemnomaBanus
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MIPUMEHSIOTCSI 00pa30BaTeNbHbIC TEXHOJIOTHUH Pa3BUTHS KPUTUYECKOTO MbIIIIeHUS. O0sA3aTeNbHbI IPAKTUKYMBI
I10 pa3zesiaM IUCLHHUIIINHBI.
B yuebHOM mporiecce Hapsily ¢ TpaJWIIMOHHBIMU 00pa30BaTEIbHBIMU TEXHOJIOTHSAMHU UCTIONb3YIOTCS
TECTUPOBAHUE, TEMAaTUYECKUE ITPE3ECHTALIMH, NHTEPAKTUBHBIC TEXHOJIOTHUH.
JUi 111 ¢ OrpaHMYEHHBIMHA BO3MOXKHOCTSIMU 3JJ0POBbsI IPEAYCMOTPEHA OPTaHNU3aLHsl KOHCYJIbTAlUH C
HCIIOJIb30BAHUEM JJIEKTPOHHOM ITOYTBHI.
3.1 O6pa3oBaTe/ibHbIE TEXHOJIOTHH NPH NMPOBeIEHUH JeKIMii

Buabi npuMeHsieMbIX Koa-Bo
Ne Tema .
o0pa3oBaTeIbHBIX TEXHOJIOTHii qac
1 2 3 4
Tema 1. JlokyMeHTaIIMOHHOE OOecreueHne - OCHOBA
1 Hoxy 1t [Ipesenranus 2*
TEXHOJIOTUH YIIPABICHUS
Tema 2. Opranuzanus JenonpoU3BOACTBA U €TI0
2 P L A P A [TpoGeMHOE U3IIOKECHHE 2%
HOpPMAaTHBHO-METONYECcKas 6a3a
3 [Tema 3. Opranuzanus J0OKyMEHTO000pOTa Jlexumst 2
4 Tema 4. Perucrpanus 10KyMEHTOB U OpTraHU3alus Jlexnusi-6ecena ¢ pazdbopom o
CIPaBOYHO-MH(POPMALMOHHOTO OOCITY>KUBAHHSI KOHKPETHBIX CUTYaIHii
Tema 5. KoHTpo:b 3a cpokaMu HCIIOTHEHUS
5 p P Jlexumst 2
TOKYMEHTOB
Tema 6. DxcniepTH3a LIEHHOCTH JJOKYMEHTOB
6 p It JIOKY Jlexnus 2
B JICJIONIPON3BOJICTBE
7 |Tema 7. XpaHeHue TOKyMEHTOB B apXHBE OPTaHU3AIIHH. [TpobnemHOe M3NI0XKEHNE 2*
Tema 8. Cucrema opranu3alilmOHHO-PACTIOPSAUTEIHLHOM
8 p 1t p PAL Jlexus-aucKyccust 2*
TOKyMEHTAIHH
Jlexkuus ¢ pa300poM KOHKPETHBIX
9 |Tema 9. UndopmanroHHO-CIIpaBOYHAs TIOKYMEHTALIUS 1t p POM K P 2*
CUTYyalun
Jlexuusi ¢ pa300poM KOHKPETHBIX
10 |Tema 10. JloxymeHTa1IUs 110 TUYHOMY COCTaBY H p POM KOTKP 2%
CUTYyalun
Jlexuust ¢ pa300pOM KOHKPETHBIX
11 |Tema 11. ®unancoBasi JOKyYMEHTAIIH I p POM K P 2*
CUTYyarui
12 [Tema 12. HamipaBnenwust coBepuieHcTBoBaHus JJOY Jlexuus 2
Hroro nmo xypey 24
B TOM 4YMCJIe HHTEePaKTHBHOe 00y4yeHue*| 16*
3.2 O6pa3oBaTe/ibHbIE TEXHOJIOTHH NMPH MPOBEIEHNU NPAKTHYECKUX 3aHATHIi
Buabl npuMensieMbIxX Kou-Bo
Ne Tema AbL 1P 5
o0pa3oBaTeIbHbIX TEXHOJIOTHIi yac
1 2 3 4
Tema 1. JlokyMeHTaIIMOHHOE OOECIIeYeHUE - OCHOBA
1 Hlokym H [IpakTnueckoe 3aHsATHE 2
TEXHOJIOTUH YIPABJICHUS
Tema 2. Opranu3anus Jea0nporu3BOACTBA U €ro .
2 p HHA P a JlelicTBUS 110 HHCTPYKIMHU (aJITOPUTMY) 2*
HOpPMaTHBHO-METOIMuecKas 0a3a
3 [Tema 3. Opranu3arus JOKyMEHTOO00pOTa AHaIM3 KOHKPETHBIX CUTYaIuit 2*
4 Tema 4. Peructpanus J0KyMEHTOB U OpraHU3aIHs Perienue cuTyaTUBHBIX U o
CIPaBOYHO-MH(POPMAITMOHHOTO OOCITYKUBAHHSI MPOU3BO/ICTBEHHBIX 3a/1a4
Tema 5. Kontpons 3a cpokaMu UCTIOTHEHUS
5 [IpakTuueckoe 3aHsTHE 2
TTOKYMEHTOB
Tema 6. DxcniepTH3a EHHOCTH TOKYMEHTOB
6 p H AOKM [IpakTryeckoe 3aHsITHE 2
B JICJIONIPON3BOJICTBE
Tema 7. XpaHeHHe TOKYMEHTOB B apXUBe .
7 p HOKY p JlecTBHSI 110 UHCTPYKLINHU (JITOPUTMY) 2%

OopraHu3anvuun
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8 Tema 8. Cucrema OpraHM3al1OHHO- Pemienue cutyaTuBHBIX U o
pPacCTIOPSANTENHHON JOKYMEHTAITUN MIPOU3BOJICTBEHHBIX 33]1a4
9 Tema 9. UnpopmannoHHO-CcIIpaBOYHas JIGHCTBIS 110 HHCTPYKIIH (AITOPHTMY) o
TTOKYMEHTAIUS
10 [Tema 10. JTokyMeHTaI¥s IO TUIYHOMY COCTaBY PeIlCHHE CHTYaTUBHBIX 2*
MIPOU3BOJICTBEHHBIX 33144
11 [Tema 11. ®unaHcoBasi JOKyMEHTAIIUS AHanu3 KOHKPETHBIX CUTyallui 2*
12 [Tema 12. HamipaBnenust coBepiueHcTBoBanus JJOY [IpakTuueckoe 3ansATHE 2
Hroro no xkypey, 24
B TOM 4YHCJIe HHTePAKTHUBHOE 00y4yeHue*| 16>

4 YCJIOBUSA PEAJIMBALIIMU ITPOI'PAMMBI IMCIHUATIIVIIMHBI

4.1 MarepuajJbHO-TeXHHMYECKasA 0a3a, HeOOXOAUMAs VIS OCYUIECTBJIEHUS 00Pa30BaTeILHOI0
npouecca no JUCHUILINHE

Peanuzanuss yueOHON AMCUMIUIMHBI OCYHIECTBISIETCS B CIEUUAIBHO OOOPYAOBAaHHOW y4eOHOMH
ayTUTOPHUH.

O6opynoBanue yueOHOU ay TUTOPHUH:

— MYJBTUMEIUIHBIA TPOEKTOP;

— MepCOHATIbHBIA KOMIBIOTED;

— BbIXOJ B MHTEpHET;

— yueOHas Meberb;

— JIocka y4yeOHasl.

4.2 TlepeyeHb HEOOXOAMMOI0 IPOrPAMMHOI0 o0ecreYeHust

[Tpu n3yyeHnn AUCHUTUIMHBI MOXKET OBITh UCTIONB30BaHO CIIEAYIOIIEE MPOTrPaMMHOE 00eCIIeYeHHE:

— KOMIUIEKC B3aMMOCBSI3aHHBIX MPOTpaMM, MPeJAHA3HAYCHHBIX s yrpaBieHus pecypcamu [1K u
OpraHu3aliy B3aMMOJIEHCTBHS C ToJb30BareseM (onepamnuronnas cucrema Windows XP PRO);

— TAaKeT NPUJIOKESHUH ISl BBITIOJTHEHUS! OCHOBHBIX 33/1a4 KOMITBIOTEPHON 00paOOTKU pa3IMYHBIX THUIIOB
nokymentoB (Microsoft Office 2010) B coctaB KOTOPOTO BXOJISIT:

MS Word — TekcToBBIi MpoIieccop — IS CO3AaHMsI U PEIaKTHPOBAHKS TEKCTOBBIX JIOKYMEHTOB;

MS Excel — Tabmuunbiii mporeccop — st 00paOOTKH TaOIMYHBIA TaHHBIX U BBIMOJHCHUS CIOXHBIX
BBIYHCIICHHI;

MS Access — cucrema ynpaBieHUs 6a3aMy JaHHBIX — JJIs1 OpraHu3aly paboThl ¢ OONBIIMMU 00bEMaMU
JTaHHBIX;

MS Power Point — cucTeMa MoArOTOBKH 3JICKTPOHHBIX MPE3EHTAIMA — JUTS MOJATOTOBKH U MPOBEICHHUS
MpEe3EHTalN;

MS Outlook — menemxep nepconanbHOI HHGOPMALUK — JUTs 00eCTeYeH s YHUPHUIIMPOBAHHOTO TOCTYIIA
K KOPIIOpaTUBHOW WH(OPMAITUH;

MS FrontPage — cuctema penaktupoBanus Web-y3510B — 1151 co3anus 1 oonosieHust Web-y35108;

MS Publisher — HacTonbHast u3naTenbckas cucTeMa — JUIs CO3/IaHKs MPOPECCHOHATBEHO 0()OPMIICHHBIX
myOIuKaIuil.

— mporpamma sl KoMruiekcHo# 3ammthl [1K, oObeaumHsromas B cebe aHTUBUPYC, AHTHIINHOH W
byuknuio ynanennoro aamuuauctparopa (Kaspersky endpoint Security 10);

— TaKeT MpOoTpaMM JIJIsi CO3JaHWS M TPOCMOTpa SIEKTPOHHBIX mybnukaruii B ¢opmare PDF (Adobe
Reader);

— MpUKIAJHOE MPOorpaMMHOE o0ecreyeHne i MPOCMOTpa BeO-CTPaHULl, COAEPIKaHUs B€O-I0KYMEHTOB,
KOMITBIOTEPHBIX (DAlIOB M WX KaTaJIOTOB, YIPABJICHUS BEO-TIPIIIOKEHHUSIMHU, a TAKXKe NIl PEHICHUs] APYTHX
3agaud (Google Chrome);

— TpOTrpamMMBbl, NMpeIHa3HAYCHHBIC IS apXUBAIMH, YITAKOBKH (DAlIOB MyTeM CXKAaTHS XpaHHUMOW B HHUX
unpopmaruu (7zip).

17




5 MIEPEYEHHb OCHOBHOW 1 gOHOHHHTEHLHOﬁ YUEBHOM JINTEPATYPBI,
HEOBXOJINMOMU JJIs1 OCBOEHUA TN CHUITJINHBI

5.1 OcHoBHas uTEpaTypa

1. JokymeHTanuoHHOe obOecrieuenue ympasienus : yueonuk / C.A. I'moroBa, A.}O. KonskoBa, FO.M.
Kykapuna [u np.] ; mox pea. T.A. beikoBoit. — Mocksa : KnoPyc, 2023. — 266 c¢. — ISBN 978-5-406-
10334-0. — URL:https://book.ru/book/944958

2. Ky3nenoB, WM. H. JlokymeHTanuoHHoe oOecrniedeHue ympasieHus. JlokyMeHTooOOpoT |
JIEIIONPOU3BOJICTBO : YYEOHHK M MIPAKTHKYM JUIsl cpeqHero npodeccuonansHoro obpasosanus / U. H.
Ky3nemnoB. — 3-e m3x., nepepad. u mon. — Mocksa : M3garensctBo FOpaiit, 2022. — 462 ¢. —
(ITIpodeccuonansHoe obOpazoBanue). — ISBN 978-5-534-04604-5. — Tekct : snekTpoHHbIH //
O6pasoBarenbHas miathopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/490168

3. IlysamoBa, H. H. JlokymMeHTalOHHOE OOECIeYeHUE YIPABJICHUS : YUYEOHWK M TMPAKTHKYM JUIS
cpennero npodeccuonaabHoro oopazosanus / H. H. lllyBanoBa. — 2-e u3a. — Mocksa : 3gatenbecTBo
HOpaiiT, 2022. — 265 c. — (IlpodeccuonansHoe obpazoBanue). — ISBN 978-5-534-00088-7. — Tekct
: anekTpoHHbIH // O6pa3oBarenbHas miatdopma FOpaiit [caiit]. — URL.: https://urait.ru/bcode/489985

5.2 lonoHuTeIBLHAS JIUTEPATypa

1.bacakoB, M.U., JIoKyMEHTallMOHHOE OOECIICYCHHUE YIpaBICHUSI (C OCHOBAMU AapXHWBOBEIICHUS)
yuebnoe nocobue / M.M. bacakoB. — Mocksa : KuoPyc, 2021. — 216 c¢. — ISBN 978-5-406-08564-6. —
URL.:https://book.ru/book/940170

2. KazakeBuu, T. A. JloKyMEeHTAIlMOHHOE OOECIEUYCHHE YIpPaBICHUS . yUYeOHUK M MPAKTUKYM IS

cpennero npodeccuonaibHoro oopazosanus / T. A. Kazakesuu, A. U. Tkamuu. — 2-¢ u31., HCIIP. U JIOM. —
Mockga : U3natensctBo HOpaiit, 2021. — 177 c¢. — (IIpodeccuonansrnoe odpazosanue). — ISBN 978-5-534-
06291-5. — Tekct : oanektponnbiii // O6pasoBarenbHas 1uatrgopma FOpaiit [caiit]. — URL:

https://urait.ru/bcode/471615

3. Kopnees, U. K. JlokymeHnTanmonnoe obecrieueHrue ynpaBieHus : y4eOHUK U MPAKTUKYM JIJIsl CPEIHETrO
npodeccuonanbHoro oopazosanus / M. K. Kopnees, A. B. [Tmenko, B. A. Mamypues. — 2-e uzf., nepepad. u
non. — Mocksa : U3aarensctBo IOpaiit, 2021. — 384 c. — (IIpodeccnonansHoe obpazosanue). — ISBN 978-
5-534-05022-6. — Tekcr : osmextponHbidi // OO6pasoBatenbHas miatdopma HOpaiir [caiit]. — URL:
https://urait.ru/bcode/472550

4. lllyBanosa, H. H. JlokymeHTannoHHOE oOecnedyeHUEe YIpaBlI€HUS . YYEOHUK WU NPAKTUKYM IS
cpennero npodeccuoHanbHoro odpazosanus / H. H. IllyBamoBa. — 2-e u3a. — Mocksa : U3narenbcTBo
Opaiit, 2021. — 265 ¢. — (IIpodeccuonansuoe odpazoBanue). — ISBN 978-5-534-00088-7. — Texker :
anekTpoHHbi // ObpazoBarenbHas miardopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/469832

5. [llyBanosa, H. H. OcHOBBI 1en10nmpon3BoACTBa. S3bIK CIy:KEOHOrO IOKYMEHTA : Y4eOHUK U MPAKTHUKYM
s By3os / H. H. IllyBamoBa, A. }O. MBanoBa ; mox obmeit penakuumeit H. H. IllyBanoBoil. — 2-e u3f.,
nepepab. u gon. — Mocksa : U3narensctBo FOpaiit, 2021. — 428 c. — (Bricmiee o6pa3oBanue). — ISBN 978-
5-534-10848-4. — Tekcr : osmextponHbii // O6pasoBatenbHas miatgopma HOpaiir [caiit]. — URL:
https://urait.ru/bcode/468912

5.3 Ilepuoguyeckue u3IaHUusA

1. Jlenonpou3BOCTBO — KypHaI.

2. J1enonpou3BOICTBO U IOKYMEHTOOOOPOT Ha MPEANPUATHH — KypHAIT

5.4 Ilepeyenbr pecypcoB HH(OPMALUOHHO-TEIEKOMMYHUKAUMOHHOH ceTtHn «UHTepHeT»,
HCOﬁXOZII/IMI)IX AJIA OCBOCHUSA JUCHUIIIMHBI

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

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

3. CoBeTHHK  Oyxrajrepa TOCYJAapCTBEHHOTO W MYHUIMIAIBHOTO  yupexaenus.-  URL:
http://elibrary.ru/title_about.asp?id=38272
4. byxrantepckuii  yder B OIOJDKETHBIX M HEKOMMepYeckux  opraHuzamnusax.-  URL:

http://elibrary.ru/contents.asp?issueid=1240942
5. Haponnoe o6pa3zosanue. — URL: http://dlib.eastview.com/browse/publication/18887
6. Jdupexrop nadopmannonHoi ciyxos1.- URL: http://dlib.eastview.com/browse/publication/64070
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7. NMunmmatuser XX| Beka.- URL: http://elibrary.ru/title_about.asp?id=28134
8. Ympagrnenue yenoeueckum norenimanom.- URL: http://grebennikon.ru/journal-26.html

6 METOAUYECKHUE YKA3AHUSA UISA OBYYAIOLUXCSA ITIO OCBOEHUIO JUCHUITJIMHBI

Lenp u3ydeHus AUCHUIUIMHBI «J{OKyMEHTHOE OOeclieueHUe YIpaBICHUS» 3aKII0YACTCS B OBJIAJCHUU
OCHOBAMHU IPaBWJIBHOTO O(GOpPMIIEHUS JOKYMEHTOB M HaJUIeXalled opraHusanueidl JoKyMeHTooOopoTa
cornacHo TpeboBanusiM ['OCTa, a Takke MOArOTOBKa M O(OPMIIEHHE OPraHU3alMOHHO-PACTIOPSIAUTEIBHBIX
JOKYMEHTOB, KaKk 0a30BbIi MPOLIECC B PEATM3aLMK BCEX YIPABIECHUYECKUX (QYHKIHI.

3agauu 1M CUMIJIMHBI

— II0Ka3aTh B3aMMOCBS3b Pa3JIMYHbIX YPOBHEH yIIPABJICHUS U COOTBETCTBYIOIUX UM JOKYMEHTOB;

— HU3Y4YUTh KJIACCU(UKALUIO TOKYMEHTOB U UX POJIb B YIIPABJICHUH IPEAIPUATHEM;

— PACKPBITh CUCTEMY JOKYMEHTALMOHHOT0 00ECIIeYeHHs YyIIPABIHMS;

— H3Y4YUTb HOPMATUBHO-IIPABOBBIE AKTHI;

— O03HAaKOMUTb C COBPEMEHHBIMU TPEOOBAHUSIMU K JOKYMEHTAM;

— IPUBUTH HABBIKU aHAJIN3A JJOKYMEHTA;

— IIPUBUTH HABBIKU IPOEKTUPOBAHUS IOKYMEHTOB.

Jlexuuu, Kak BeAyIIMH BHJ Y4YEOHBIX 3aHATUH, COCTABIISIIOT OCHOBY TEOPETHYECKOM IOATOTOBKU
cTyaeHTOoB. OHM HMMEIOT Lelb — JaTh OCHOBY HAay4HbIX 3HAaHHU II0 OCHOBHBIM BOIIPOCAM H3y4aeMOU
JUCIUIUIAHBL.

B nenax peanusanuu KOMIETEHTHOCTHOTO MOAXOZA IPU IPENOAABAHMM AMCLMIIIMHBI HCIOJB3YHOTCS
COBpEMEHHBIE 00pa30BaTEIbHbIE TEXHOJIOTUHU: NH()OPMALIMOHHBIE TEXHOJIOTUH (KOMIIBIOTEPHBIE TPE3EHTALINN),
TEXHOJIOTUU pa3BUBaroIlero oOyueHus. B coueranun c BHeayIuTOpHOH paloToil, mis (opMHUpOBaHUA U
pa3BUTHs OOmMX H TPOPECCHOHATBHBIX KOMIIETCHIMHA OOYyYaroIUXCS MNPUMEHSIOTCS aKTUBHBIE W
MHTEpaKTUBHbIE (POPMBI IPOBEACHUS 3aHATUH (TPYIIIOBasi KOHCYJIbTALUS, pa300p KOHKPETHBIX CUTYaLUi).

Jlig mpoBeieHUsI TEKYILEro KOHTPOJISl 3HAaHUM HPOBOASTCS YyCTHBIE (MHIMBUIYaJIbHBIA U (PPOHTAIBHBIN)
Y IMCbMEHHbIE OIPOCHI (TECTHPOBAHUE) IO COOTBETCTBYIOIUM T€MaM pa3/ielioB.

OOydeHue CTyJEHTOB OCYUIECTBIISETCS IO TPAJUIUOHHON TEXHOJOTUMH (JIEKUUH, IPaKTUKU) C
BKJIFOUEHUEM MHHOBALIMOHHBIX 3JIEMEHTOB.

C ToukM 3peHHs HCIOJIB3YEMBIX METOJIOB JIEKIIMU MOJAPA3AEISIOTCA  CIEAyIImUM  00pa3oM:
MH(POPMALMOHHO-00bICHUTEIbHAS JIEKIINA, IOBECTBOBATEIbHAS, JIEKIIUA-0ece1a, MpoOIeMHast JIEKIUS U T. 1.

VYcTHOE M3N0)KeHHe yd4eOHOro Marepuana Ha JIEKLIUH JIOJDKHO KOHCIEKTUpoBaTbesd. CiyllaTh JIEKLUIO
HY)KHO YMETb — MOJJECPKUBAaTh CBOE BHUMAaHHE, MOHATh U 3allOMHUTH YCJBINIAHHOE, YJIOBUTH Nay3sl. B
MpoLIecCe M3JI0KEHUS MpernojaBaTesieM JEeKIUU CTYIEHT JODKEH BBIICHUTH BCE HEIMOHSTHBIE BOIPOCHI.
3anuceIBaTh COJIEpXKAHME JIEKIUM HY)XXHO OO0s3aTeNIbHO — 3alMCU IOMOTAIOT IMOAJepKUBATh BHHUMAaHHE,
CHOCOOCTBYIOT TOHMMAHHUIO U 3aTIOMUHAHUIO YCIBIIIAHHOTO, IPUBOJIUT 3HAHUE B CUCTEMY, CIIY>KaT OMOPON IS
nepexoza K 6osee rimyooKOMy CaMOCTOSITEIbHOMY H3YUEHHIO TpeIMeTa.

MeTtoaudeckre peKOMEH1alluu 110 KOHCTIEKTUPOBAHMIO JIEKIIUH:

— 3amucCh JOJDKHA OBbITh CHUCTEMHOM, TMpeJICTaBiIsATh COOOW COKpAaII€HHBIA BAapHAHT JIEKIMU
npemnojasatens. Heo6xoaumo ciymare, 00 1yMbIBaTh U 3alKChIBATh OJJTHOBPEMEHHO;

— 3anuch BEAETCS 0U4eHb ObICTPO, YETKO, 110 BO3MOKHOCTH KOPOTKHUMHU BBIPAKEHUSIMHU;

— He Mpekpalas CcIylaTh MpenoiaBaTes, Hy)KHO 3alHChIBaTh TO, YTO HEOOXOIUMO YcBOUTh. Henb3s
3allUChIBaTh Cpa3y JK€ BBICKA3aHHYIO MBICIIb IPENOJABATENs, CIEAyeT €€ MOHATh M IIOCJIE ITOro KpaTKo
3anMcath CBOMMH CJIOBaMH WJIM CJIOBaMHU MpernojaBareis. BakHo, 4ToObl B Hell He ObUI MOTEpsIH OCHOBHOM
CMBICJI CKa3aHHOT0;

— MMEHa, JaThl, Ha3BaHUs, BHIBOJbI, ONPEAEIEHHUS 3allMChIBAIOTCS TOYHO; ClelyeT 0OpaTUTh BHUMaHHUE
Ha odopmieHHe 3amucu Jiekuud. Jins kaxgoro mpeamera 3aBoguTcs oOmas terpaib. OTIMYHBIM - OT
OCTaJbHOIO I[BE€TA CIEAYET BBIACIATH OTIEJBHBIE MBICIM M 3aroJIOBKH, COKpallaTh OTIEIbHBIE CIOBA U
MPEJIOKEHHUS, UCMOJIb30BaTh YCJIOBHbIE 3HAKH, OYKBBI JIATUHCKOIO M T'PEYECKOTro an(aBUTOB, a TakKke
HEKOTOpbIe MPUEMBI CTEHOTPA(PUUECKOTO COKpAILIEHHS CIIOB.

[IpakTuyeckue 3aHATUS MO AUCHUIUIMHE «JlOKyMeHTHOe obecriedeHue YIpaBICHUs» MPOBOASATCS IO
cxeme:
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— YCTHBIU OIPOC TIO TEOPUU B HAYaJIe 3aHSATHUS;

— paboTa B rpynmax mo pa3peuieHuIo pa3IndHbIX CUTYalUl TI0 TEME 3aHSTHS,

— pelleHre MPaKTUYECKUX 33/1aY;

— TEepPMHUH-IUKTaHT;

— WHIUBUYaTbHBIC 33IaHUS JJIS TIOJTOTOBKHU K MPAKTUYECKUM 3aHATHIM.

Lenb mpakTHUYECKOToO 3aHATHS - HAYYUTh CTYJCHTOB IMPUMEHATh TEOPETUYECKHE 3HAHUA MPU PEIICHUU
MIPAKTUYECKHX 33]1a4 HAa OCHOBE PEaIbHbIX TaHHBIX.

Ha mpakTrueckux 3aHATHAX MPE00IaaaoT CIEAYIONINE METO/bI:

— BepOanbpHbIe (ITpeo0IaaaroIUM METOIOM JIOJDKHO OBITh OOBSICHEHHUE);

— TpaKTUYecKHe (MMChbMEHHbIE 3[JaHUs, TPYIIIOBBIC 33aHUS H T. 11.).

BaxxHbIM U1 CTYAICHTA SBJICTCSI YMEHUE PAlHOHAIBHO MOIOMPATh HEOOXOIUMYIO YUeOHYIO IUTEpaTypy.
OCHOBHBIMU JIUTEPATYPHBIMH UCTOUHUKAMU SIBIISIOTCS:

— Oubnmnoreunsie pouasl punuana Kyol'y;

— DJIeKTpOHHAas OMbIMoTeYHas cucTeMa «Y HUBEpCUTETCKasi OMOIMOTeKa OH-JIaliH»;

— 2JIeKTpoHHas OubmuoreuHas cuctema Mznarenbcrea «JlaHby.

[Tonck kHUT B OMONIMOTEKE HEOOXOAMMO HAaYMHATH C M3Y4YEHHs IMPEIMETHOTO Karajiora M CO3JaHus
CTHCKA KHUT, TOCOOWH, METOAMYECKIX MAaTEPHAJIOB IO TEME N3Y4CHHUSI.

[IpocMOTp KHUTH HAaYMHAETCSA C TUTYJIBHOTO JUCTa, CIEAyIoIIero mocie obnoxku. Ha HEM 00BIYHO
MTOMEMIAIOTCSI BCE OCHOBHBIC JIAHHBIE, XapaKTEPHU3YIOIINE KHUTY: Ha3BaHUE, aBTOP, BBIXOHBIC TaHHBIC, TAHHBIE
o mepeusnaHuu u T.A4. Ha o6opore TUTynpHOrO nHcTa JAaETCsl aHHOTAIUs, B KOTOPOW YKa3bIBaeTCs TeMaTHKa
BOIIPOCOB, OCBEHICHHBIX B KHUTE, OMPEACISIETCS KpPYyr 4YHMTaTesiel, Ha KOTOPBI OHa paccuuTaHa. boibmioe
3HaYEHUE MMEET MPEAUCIOBHE KHUTH, KOTOPOE 3HAKOMUT YUTATENs C JIMYHOCTBIO aBTOpa, UCTOpUEH CO3/IaHuUs
KHUTH, PAaCKpBIBAaET cojiepkanue. [[pounTaB mpeancioBre U MOIy4HB 00IIee MPEICTaBICHUE O KHUTE, CIETyeT
oOpatutbcs K ornaBieHuio. OTriaBieHHE KHUTU 3HAKOMHUT OOy4aeMOro C COJEp>KaHHEM U JIOTUYECKOU
CTPYKTYpOH KHHTH, MO3BOJISIET BHIOpATh HYXHBIH Marepuan Juig u3ydeHus. o7 W31aHWs KHUTH IMO3BOJISET
CyIUTh O HOBH3HE Marepuana. UeMm yaimie KHUra u3fgaércsi, TeM OOIBIIYI0 IIEHHOCTh OHA MpejacTaBiseT. B
KHUT€ MOTYT OBITh TIPUMEUaHHMsI, KOTOPBIE COAEPIKAT PA3IUIHbIEC JOMIOIHUTEIbHbBIE cBeeHHs. OHU IeYaTaloTcs
BHE OCHOBHOIO TEKCTa M Pa3bACHAIOT OTHeNbHbIE BOMpochl. IIpenMerHsie u andaBUTHBIE yKa3aTelu
3HAYUTEIHHO 00JIETYAIOT MOBTOPEHUE U3JI0KEHHOTO B KHUTE MaTepuaia. B KOHIIE KHUTH MOXET PacIioiaraThCs
BCIIOMOTaTeNnbHbI MaTepuas. K HeMy O0OBIYHO OTHOCATCS MHCTPYKIIMH, MPUTIOKEHUS, CXEMBI, CUTyallHOHHBIE
3aJ]auu, BOMPOCHI JIJIsI CAMOKOHTPOJIS  T.JI.

Jljis nydiero mpeacTaBleHUs W 3allOMHHAHUS MaTepuala Ieeco00pa3HO BECTH 3allMCH M KOHCIEKTHI
Pa3IMYHOTO COAEPIKaHUs, & HMEHHO:

— TOMETKH, 3aMe4YaHMusl, BbIIeJICHHE TTIaBHOTO;

— TMJIaH, Te3UCHI, BBIMUCKH, IUTATHL;

— KOHCIIEKT, JICKIIUS U T.JI.

Uurarh yueOHHK HEOOXOJMMO BIyMUYHBO, BHUMATEIbHO, HE MPOMYCKas TEKCTa, CTapasiCh MOHATH KaXKIYIO
bpasy, OTHOBPEMEHHO paz0upast IpUMephI, CXEMBbI, TAOJIUIBI, PUCYHKH, TIPUBEIEHHBIC B YICOHHKE.

OpHrM U3 BaXHEWIIUX CPEICTB, CIMOCOOCTBYIONIMX 3aKPEIJICHUIO 3HAHWM, SIBISIETCA KpaTKas 3amuch
MPOYUTAHHOTO Marepuaja — COCTaBJICHHE KOHCIEKTa. KOHCHEKT — 3TO KpaTKoe CBSI3HOE H3IIOKEHHE
cojiepKaHusl TeMbl, yueOHMKa WJIM ero 4dacTH, 0e3 moapoOHocTel M BTopocTenmeHHbIX aeraneill. Ilo coeit
CTPYKTYp€ M TIOCJIEOBAaTEILHOCTH KOHCHEKT JOJDKEH COOTBETCTBOBATH IUIAHY ydeOHHMKA. [loaTOMYy BasKHO
CHauaja COCTaBUTH IJIaH, a TMOTOM MHCaTh KOHCIIEKT B BUJE OTBETa Ha BOMPOCH MuaHa. Eciam yueOHHK
pa3nenéH Ha HeOOJbIINE 03arjlaBIeHHBIC YacTH, TO 3ar0JOBKH MOKHO pacCMaTPHUBATh KaK ITYHKTHI IJIaHA, a U3
TEKCTa KaXKIO0W 4acTH CIIeyeT 3alrcaTh T€ MBICIIH, KOTOPbIE PACKPBIBAIOT CMBICIT 3ar0JIOBKA.

TpeboBaHUs K KOHCIIEKTY:

— KpaTKOCTh, CKATOCTh, LIENIECO00Pa3HOCTh KaX/I0T0 3aIIMCBIBAEMOT0 CJIOBA;

— COJIEepXKATEIbHOCTh 3aIMCH - 3alIUCBIBAEMbIE MBICIIHU CleayeT (OopMYIHpOBaTh KpaTKo, HO Oe3 ymepOa
s cmbicna. OOBEM KOHCIIEKTa, KaK MPaBUIIO, MEHBIIIE U3y4aeMOro TeKcTa B 7-15 pa3s;

— KOHCTIEKT MOXKET OBITh KaK MPOCTBIM, TaK W CIIOKHBIM TI0 CTPYKTYpE — 3TO 3aBHCHUT OT COJCpPKAHUS
KHHTH U 1NN €€ N3y4ECHUs.

MeTtoanyeckre peKOMEeH IAINH 110 KOHCTIEKTHPOBAHUIO:
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— MpeXJe YeM HayaTh COCTAaBIIATh KOHCIIEKT, HY’KHO O3HAKOMUTBCS C KHUTOM, IPOYNTATh €€ CHavyasna a0
KOHIIA, TIOHATH IPOYUTAHHOE;

— Ha 00JIOKKE TeTpaIy 3alliChIBAIOTCS Ha3BaHME KOHCIIEKTUPYEMON KHUTH M UMsI aBTOPa, COCTaBIIAETCS
IUTaH KOHCIIEKTUPYEMOTO TECTa,

— 3aIlMCH JIy4lle AeJaTh IpHU MPOYTEHUH HE OJIHOrO-ABYX ab3aleB, a 1eJ0ro naparpada uiu riasbl;

— KOHCIEKTHPOBaHUE BeNETCA HE C LENbI0 HMMETh ONpEeAETEHHBIM 3amucu, a Jisi 0oJjiee IOJHOro
OBJIQJICHUS COJCPKAHUEM M3Yy4aeMOI'o TEKCTa, MO3TOMY B 3alUCAX OTMEYACTCS M BBIACNSAETCS BCE TO HOBOE,
MHTEPECHOE U HYXKHOE, YTO 0COOEHHO MPUBIIEKIIO BHUMAHHE;

— II0CJIe TOro, KaK C/IeaHa 3alKch CoJepKaHus naparpada, riaaBbl, ClIeayeT IepeunTaTh e€, 3aTeM CHOBa
00paThCs K TEKCTY U IIPOBEPUTH ce0s1, IPABUIILHO JIM U3JI0KEHO COJIepKaHKeE.

TexHrKa KOHCIIEKTUPOBAHUS

— KOHCIIEKTUPYS KHUT'Y 00JIBIIOro 00bEMa, 3aMCh ClIeAyeT BECTH B 001N TeTpaiy;

— Ha KaXJIOW CTpaHMIIE CJIEBA OCTAaBISAIOT TOJds mupuHOW 25-30 MM JUIs 3amucu  KOPOTKUX
10/13ar0JIOBKOB, KPAaTKUX 3aME4YaHui, BOIPOCOB;

— KaX/1as CTaHUIla TeTpaju HyMepyeTcs;

— JUIA TIOBBIIICHUS YMTAEMOCTH 3alFCH OCTABISIOT MHTEPBAJIBI MEXIY CTpOKaMH, ab3amaMu, HOBYIO
MBICJIb HAUHHAIOT C «KPACHOI» CTPOKH;

— TpH KOHCHEKTHPOBAHWUH IIMPOKO HCIIONB3YIOT Pa3IMYHbIE COKPAIICHUS W YCIOBHBIE 3HAKH, HO HE B
ymepO CMBICTY 3alMCaHHOTrO. PekoMeHayeTcss IpUMEHSTh OOIIeYOTPpEeOUTEIbHBIE COKPAICHUS, HAIPHMEP:
M.0. — MOXeT OBITh; TOC. — TOCYIaPCTBEHHBIN; 1.0. — TOIHKHO OBITH U T.JI.

— HE CJIeyeT COKpaniaTh IMEHA U Ha3BaHUS, KPOME OYECHb YaCTO MOBTOPSIIOIINXCS;

— B KOHCIEKTEe HE JIOJDKHO OBbITh MEXaHMUYECKOrO IEpENuChIBaHUS TEKCTa 0e3 MPOJyMBIBaHUS €ro
COJIEp’KAaHUS ¥ CMBICJIOBOT'O aHAJIM3a.

CryneHTsl [Uid NOJIHOLEHHOTO OCBOEHHS Yy4eOHOro Kypca JOJDKHBI COCTABIATh KOHCHEKTBl Kak MpHU
MPOCIYIIMBAaHAMA €r0 TEOPETHYECKOM (JIGKIMOHHOM) 4YacTW, TaK M TPU MOArOTOBKE K TMPAKTHYECKUM
(cemuHapckuMm) 3aHATUAM. JKenarenbHO, YTOObI KOHCIEKTHI JIEKIIMHA U CEMUHAPOB 3alMChIBAIIUCH B JIOTMUECKON
MOCJIeIOBATEIFHOCTH U3YyYSHHS Kypca M COJIEPKAINCh B OJJHOM TETPaIH.

KoHcneKkT a5 cTy1eHTOB SBIISIETCS. HEOThEMIIEMON YaCThIO B IIPOLIECCE U3YUEHUSI Kypca, TaK OH:

— B IIOJIHOM 00BEME OLIEHMBAETCS KaK Pa3HOBHIHOCTh MMMCEMEHHOTO OTBETA HAa M3y4aeMble BOTIPOCHI,

— CIyXuT 0a30i A1 YCTHOTO OTBETa Ha CEMMHApE IO OJHOMY M3 BOIIPOCOB paCCMaTPUBAEMOTO IUIaHa;

— CBEJICHUS M3 KOHCIIEKTAa MOTYT BBICTYNaTh B KayecTBE MCTOYHHKA JOMOJHEHHUH K OTBETaM JpPYTuX
CTY/IEHTOB.

Opranu3anus TeKyIero KOHTpOoJIs 3HaHUH, YMEHUI U HaBBIKOB 00YYarOIUXCsl OCYIIECTBIIAETCS MyTEM
TECTHPOBAHUSI.

®opMoil UTOrOBOTO KOHTPOJIA SIBIISETCS 3aueT U depeHIIMPOBAHHBIMN.

Jlnist U1l ¢ OTpaHUYEHHBIMHA BO3MOKHOCTSIMHU 37I0POBBSI ITPEyCMOTPEHA OpraHW3alysl KOHCYIBTAUH C
MCMOJIb30BAHUEM IJIEKTPOHHON MOYTHI.

7 OHEHOYHBIE CPEJACTBA AJIs1 KOHTPOJISA YCIIEBAEMOCTH

7.1 TMacnopT poHIa OLEHOYHBIX CPECTB

Koa xonTponupyemoit
No KonTtponupyemsie pa3aensbl (TeMbl) A pOIHPY HaunmenoBanue
KOMIIETEHI[UH
/11 JUCITATITAHBI OIIEHOYHOT'O CPEJICTBA
(nnu ee yacTu)
OKYMEHTAITMOHHOE 00ECTICUCHHE - OCHOBA
1 | AoxymenTan OK 11, TIK 2.6 Tect
TEXHOJIOTHH YIIPABICHUS
Opranu3anus AeI0pon3BOICTBA U €r0
2 p A A P 8 OK 11,IIK 2.6 JUCKYCCHS, TECT
HOPMAaTUBHO-METOANYECKas 6a3a
3 | Opranuzanms JOKyMEHTO000pOTa OK 11,IIK 2.7 JIeI0Basi UTpa, TECT
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Kox xoHTponnpyemoit
KOMIIETEHIIH
(wm ee yacTH)

HanmenoBanue
OIICHOYHOTI'O CPEJICTBA

No KonTtponupyemsie pa3aensbl (TeMbl)
/11 JACITUTITUHBI

PCFI/ICTpaI_II/ISI AOKYMCHTOB U OpraHu3anusi

4 | cipaBoYHO-MH(DOPMAIIMOHHOTO OKI11,IIK 1.1, IIK 2.7 JIACKYCCHS, TECT
o0CTy>)KUBaHUS
5 Kontposib 3a cpokaMu UCIIOTHEHUS OK 11,TIK 2.6, IIK 2.7,
TECT
JIOKYMEHTOB I1K 4.2
6 JKCnepTH3a ICHHOCTH I0KyMCHTOB OK 11,IIK 2.6, IIK 2.7 JIUCKYCCHS, TECT
B JICJIONTPOM3BOJICTBE
XpaHeHre JOKYMEHTOB B apXUBE OK 11, IIK 2.6, IIK 2.7,
! OpraHu3aIyHy. [1IK 4.2 AMCKYCCHAL, TeCT
Cucrema opraHu3aiioOHHO- OK 11,IIK 1.1, IIK 2.6,
8 . TECT
pacropsiANTEIbHON JOKYMEHTAIIMH [IK 2.7
9 HropmanonHo-cIpaBoHas OK 11,IIK 2.6, IIK 2.7 JlenoBast urpa, TeCT
JOKYMEHTAIUs
OK 11, IIK 1.1. IIK 2.6,
10 | JokymeHTalus Mo JUYHOMY COCTaBY K 2.7 TECT
11 | dunaHcoBas JOKyMEHTALIUS OK 11, IIK 1.1, 1IK 2.6, TeCT
IIK 2.7, 11K 4.2
12 Hanpasnerus OK 11,IIK 2.6 Juckyccusi, Tect

cosepiieHcTBoBanus J[OY

7.2 Kputepun oleHKH 3HAHU

CryneHtsl 00s3aHbl caTh UG GEpEeHIIMPOBAHHBIA 3a4e€T B COOTBETCTBUM C PACHUCAHHUEM M Y4EOHBIM
wianoM. JuddepeHunpoBaHHbIil 3a4eT MO AWCHUIUIMHE IpecienyeT Ielib OLEHUTHh paboTy CTyIeHTa,
[IOJlyYeHHE TEOPETHUYECKUX 3HAHMUN, UX NPOYHOCTh, PA3BUTHE TBOPYECKOI'O MBILIUIEHUS, NPHOOpETeHHE
HABbIKOB CaMOCTOSITEJIbHOM pabOThl, yMEHHE MPUMEHATH MOJYyUYEHHBbIE 3HAHMS JJIs PELIECHUS NPAKTHUECKUX
3a1ad.

KoHTposb 1 o1ieHKa pe3ysbTaToB OCBOCHUS Y4EOHOM JMCHUIUIMHBI OCYIIECTBIISIETCS MPENO0/1aBaTeIeM B
nporecce MPOBEAECHUS NPAKTUYECKUX 3aHATHHM, TECTHPOBAaHUS, a TAaKKe BBIMOJHEHUS OOYJaroIUMHCS
IIPOU3BOJCTBEHHBIX CUTyallui, JUCKYCCHII.

JenoBasi u/mim poJieBasi urpa. CoBMecTHasi JI€STeNbHOCTh TPYNIbI 00OYyUYaIOMIMXCS U MpenoaBaTes
MO/ YIIpaBJICHUEM IMPENOoIaBaTesl ¢ IeJbI0 PEelIeHUs] Y4eOHBIX U IPO(eCcCHOHATLHO-OPUEHTHPOBAHHBIX 3a7a4
IyTeM HUIPOBOTO MOJICIMPOBAHUS peaJbHONM mpobiaemMHOl curyauuu. Ilo3BonsieT olLEHHBATh YMEHHE
aHAJIM3UPOBATh U pelllaTh TUIMYHBIE TPO(ecCHOHANBHBIE 3a/1a4H.

Tecr. Cucrema craHAapTU3MPOBAHHBIX 3aJaHUM, MO3BOJISIONIAs ABTOMATHU3UPOBATh IPOLENYPY
M3MEpEeHUs YPOBHSI 3HAaHUM U yMEHMI 00y4aroIerocs.

Kpyriasiii cTos1, ITHCKyCCHsI, MOJEMHKAa, THCHYT, Aedarbl. OICHOYHBIE CPEICTBA, IO3BOJIAIOIINE
BKJIIOUATh OOY4YarOIIMXCS B Ipolecc OOCYKIEHUS CIHOPHOrO BOMpOCA, MPOOJEMbl M OLIEHUTh HUX YMEHHE
apryMEeHTHPOBaTh COOCTBEHHYIO TOUKY 3PEHHUS.

Kpurepun oueHku. 3HaHMS CTYIEHTOB Ha TMPAKTUYECKUX 3aHATHUSIX OLIEHUBAIOTCS OTMETKaMHU
«OTJINYHO», «XOPOILIO», «YIAOBIETBOPUTEIBHO» U «HEYIOBIETBOPUTEIHHOY.

OneHka «OTIUYHO» BBICTABIISETCS, KOT/Ia CTYAICHb MTOKa3bIBAeT INyOOKOE BCECTOPOHHEE 3HAHUE pa3jierna
JUCLUIUIMHBL, 0053aTeJIbHOM M JIOMOJHUTENbHON JIMTepaTyphbl, apryMEHTUPOBAHO U JIOTMYECKH CTPOIHO
u3JaraetT MaTepuai, MOKeT IPUMEHSTh 3HaHUS JUI aHaIN3a KOHKPETHBIX CUTYallUH.

O1eHka «XOpOIIO» CTAaBUTCS MPH TBEPJIBbIX 3HAHUAX pa3jieNa AMCUUILUINHBI, 0053aTeIbHON JIUTEPATYpHI,
3HAKOMCTBE C JIOTIOJHHUTEIBHOW JMTEpaTypod, apryMEHTUPOBAHHOM HW3JIO)KEHWU MaTepuana, YMEHUHU
IIPUMEHNUTD 3HAHUS JUI aHAIN3a KOHKPETHBIX CUTYaLUH.

OneHka «y0BIETBOPUTENBHO» CTABUTCS, KOTJIa CTYJAEHT B OCHOBHOM 3HAET pa3/ieN JUCIUILINHBI, MOXKET
IIPAKTUYECKHU IPUMEHUTH CBOM 3HAHUSI.

OneHka «HEYJOBJIETBOPUTEIBHO» CTaBUTCS, KOIJA CTYIEHT HE OCBOWJI OCHOBHOIO COJEp)KaHUS
npeaMeTa U ¢1a0o0 3HaeT U3y4aeMblid pa3JieN JUCHUIUINHBL
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O1eHOUHBIE CPECTBA ISl MHBAIUAOB U JIMII C OTPAaHUYECHHBIMH BO3MOXXHOCTSIMU 3/10POBBSI BEIOUPAIOTCS
C YU4ETOM UX WHAMBUIYATbHBIX ICUXO()U3MUECKIX 0COOEHHOCTEH.

— Ipu H€O6XO,Z[I/IMOCTI/I HHBaJIWJaM HW JMlaM C OIrpaHUYCHHBIMU BO3MOXHOCTSIMU

37I0pPOBbSI

MIPEOCTABIISCTCS JOTIOJHUTENFHOE BPEMS /IJIs IOATOTOBKHM OTBETA Ha U PepeHIIMPOBAHHOM 3a4€ETe;
oOyueHHsI MHBAJIMIOB M JHI C
OTPaHUYEHHBIMU BO3MOXKHOCTSIMU 3[I0POBbSl IIPEIYyCMaTPUBAETCSl MCIIONb30BAaHUE TEXHUYECKUX CPEICTB,
HEOOXO/IMMBIX UM B CBSI3U C X WHAUBHUIYAIbHBIMA OCOOCHHOCTSIMH;
— IpH HEOOXOAUMOCTH U 00YUYAIOMIKUXCS ¢ OTPAaHMUYECHHBIMH BO3MOKHOCTSIMHU 3/10POBbSI U MHBAJIUI0B
MpoLeaypa OLEHUBAHUS PE3yJIbTaTOB O0yUEHUS MO AUCLUILIIMHE MOXKET MIPOBOAUTHCS B HECKOJIBKO ATAIOB.
[Iponietypa onieHUBaHUS PE3YIHTATOB OOYUEHUS MHBAJIUIOB M JIUI] C OTPAHUYCHHBIMUA BO3MO>KHOCTSIMHU
30pOBbS 1O JAUCHUIUIMHE (MOJYJI0) IMpeaycMaTpuBaeT MpefocTaBieHue uHpopMauuu B (opmax,
aIaITUPOBAHHBIX K OTPAaHUYCHHSIM UX 370POBbS U BOCTIPUATHS HH(POPMAIIUU:

— IPU TPOBEIECHHUH IIPOLELYPHI

Jjig U1l ¢ HapyIIeHUsIMU 3pEHUS:

— B II€YaTHOUM (opMe YBEITUUECHHBIM LIPUPTOM,
— B (hopMe IIEKTPOHHOTO JJOKYMEHTA.

JInst mn ¢ HapyLIEHUsIMU CITyXa:

— B medaTtHou dopwme,
— B (opMe AIIEKTPOHHOTO JTOKYMEHTA.
J1J1st TU11 ¢ HAPYIICHUSIMU OTTIOPHO-IBUTATEILHOTO arapara:
— B medaTtHou dopwme,
— B (opMe AIIEKTPOHHOTO JTOKYMEHTA.
JlaHHBIIA TIepeYeHb MOKET OBITh KOHKPETHU3UPOBAH B 3aBUCIMOCTH OT KOHTHHT€HTA 00YUJaIOIIUXCSl.

OLICHUBAaHUA PE3YyJIbLTATOB

7.3 OueHOYHbIE CPEeCTB /ISl IPOBeAeHUs TeKylIel aTTecTanuu
Texymas arrecrauus o nucuuiuinae OI1.04 JlokymeHTHOE oOecrieueHue yrpaBieHHs IPOBOIUTCS B

dopme:

(bpoHTaNBHBIHN OIPOC;

— WHJMBUAYAIBbHBIN YCTHBINA OIIPOC;

— TIMCHhMEHHBIN KOHTPOJIb;
— TECTHPOBaHHE MO TEOPETUIECKOMY MaTEpHAIY;
— TIpakTuyeckas padbora;
— 3alluTa BBIIIOJHCHHOT'O 3a1aHu.

IIpakru-
®opma Heciim JInunbie kavyecTBa IIpumepnbl
aTTecTaluu nanms Ymenus onprr o0yuaromerocs OLICHOYHBIX CPEACTB
(Baange-
HHe)
(poHTATBHBIN TEOPETHYECKHE OCHOBBI | HCIOIB30BaTh CaMOCTOATENBHOCTD, O6cyxnenne
onpoc TEXHOJIOTUU HUCTOPUYECKHUH OIBIT BOCTIPHUMYHBOCTH K BBIHECCHHBIX B
OpTaHU3aIIH CITY>KOBI opraHusalnuu HOBOMY, BOIIPOCOB TEM U
nHpopMannoHHo- JIEJIONPOU3BOACTBA CHCTEMHOCTb, KOHTPOJIIbHBIX
JIOKYMEHTallUOHHOT' O JUISl pELLICHUS AQHAIUTUYHOCTD, BOIIPOCOB
obecrnieueHus IIPAKTUYECKUX 3a/1a4; apryMeHTHPOBAaH-
YIpaBJICHUS; MIPUMEHSTh HOCTS,
COBPEMEHHYIO nproOpeTeHHbIE BHHUMaHHE, TaMATh
OpraHu3aLuIo 3HAHUS B
JEJIOIPOU3BOICTBA B JIOKYMEHTOBEICHUH U
Poccum; TpeboBanms JIOKYMEHTallUOHHOM
MEXAYHapOIHOIO obecrieueHnn
craHaapra YIPaBJICHUS
HOPMAaTUBHO-
METOIUYECKUE
JIOKYMEHTBI,
perilaMeHTUpYIoLI1e
)1(0)%
WHIUBUAYAIbHBIA | COBPEMEHHYIO HCIIOJIb30BATh IIpaBUnbHOCTSD, IIepeuens BOnpoCoB,
YCTHBIH 01IpOC OpraHU3aLHUI0 COBpPEMEHHBIE BBIPA3UTENBHOCTD, pedepars
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JIeTTOTIPOM3BOJICTBA B KOMIIBIOTEPHEIC SCHOCTB, TOYHOCTb , KonTtponsHsie
Poccun, TpeGoBanus TEXHOJIOTHH B JIOTHIHOCTD BOIIPOCHI IO TEMaM
MEXXTyHapOIHOTO OpTaHU3aIIH apryMeHTHPOBaH- TIPHUIIATaoTCS
cTaHgapTa JIEIIOTIPOU3BOJICTBA HOCTS,
BHUMaHHE, TaMATh
[IUCbMEHHBIN cnenuuKy MIPUMEHSTD AKKYypaTHOCTb, Pewenue 3anay,
KOHTPOJIIb OpraHu3aIyu NpUOOpETEHHBIE CaMOCTOSITEIIbHOCTb, TECTOB M UX
JIeTTOTIPON3BO/ICTBA B 3HAHUS B BHHMaHHE, MBIIUICHHE | 0OCYXIEHHE C TOUKH
rOCY/IapCTBEHHBIX JIOKyMEHTOBEJICHUH U 3pEHUS] YMEHUS
HETOCYIapCTBEHHBIX JIOKYMEHTAIIHOHHOM (hopmynHpOBaTH
0aHKax; HOPMaTHBHO- obecrnieueHUN BEBIBOJIBI, BHOCHTH
METOIUYECKHE YIIpaBJICHUS; PEKOMEHIAUH U
JOKYMEHTHI, COCTaBIIATH MPOEKTHI MIPUHUMATD
peTIaMeHTHPYIOIIIE OpTaHU3AIIOHHO- aJIeKBaTHBIC
JOY pammoHansHyI0 pacnopsAUTEIbHBIX pelieHus;
TEXHOJIOTHIO IIPHEMa, JIOKYMEHTOB
TIPOXOXKICHHUS,
TTOJITOTOBKH U
OTIIPaBKH JOKYMECHTOB
B TPAJAUIIUOHHBIX U
ABTOMATH3HPOBAHHBIX
cucteMax [JOY
TECTUPOBAHHUE 110 COBPEMEHHYIO HCIIOJIF30BaTh Buumanue, IIepeuens BOIpoOCOB,
TECOPETUYECKOMY Opra”Hu3auuio COBpPEMEHHBIE MBIIUICHUE, [TaMATh, 00pasIbl TECTOB
MaTepHaiy JIeNIOTIPOM3BO/ICTBA B KOMITBIOTE€PHBIC NPaBUIbHOCTb,
Poccun, TpeboBanmst TEXHOJIOTHH B CaMOCTOSTEITBHOCTD.
MEXITyHAPOIHOTO OpTaHU3aAINH
CTaHIgapTa JIEITOTIPON3BOICTBA
PaIMOHATIHHYIO
TEXHOJIOTHIO IpHeMa,
TIPOXOXKICHUSA,
MTOITOTOBKH U
OTIIPaBKH JOKYMECHTOB
B TPAJAUIIUOHHBIX U
ABTOMATH3HPOBAHHBIX
cucteMmax [IOY
IIpaKTU4YCCKast TEOPETUUCCKNE OCHOBBI COCTaBJIATH IMPOCKTHL HpaBI/IHLHOCTL, PacueTHo-
pabota TEXHOJIOTUHI OpTraHU3aAIOHHO- SICHOCTB, TOYHOCTS , rpadudeckue
OpTaHU3aIUH CITY>KOBI pacTopsIUTETEHBIX JIOTHYHOCTH 3aIaHus,
HHPOPMALMOHHO- JIOKYMEHTOB apryMeHTHPOBaH- KOMILTEKCHOE
JOKYMEHTAITHOHHOTO HOCTS, 3a/aHue,
obecrnieueHHs BHUMaHHE, TAMATh MPaKTHIECKOE
YIpaBJICHUS; 3a/aHme
TIPUHITUITEL
OpTaHW3aINH U 3a]1a91
ciryx0
JOKYMEHTAITHOHHOTO
obecrnieueHus OaHKa,
COBPEMECHHYIO
OpTaHU3aIII0
JIeNIOTIPOU3BO/ICTBA B
Poccun, TpeboBanmst
MEXIYHApOIHOTO
cTaHaapra
3amuTa HOPMAaTHUBHO- HUCIIOJIB30BaTh CaMOCTOHTeHBHOCTB, Brimosinenue
BBIITOJTHEHHOTO METOIUUECKHE MCTOPUYECKUH OIIBIT BOCIIPUUMYHBOCTH K 3aJjaHui 1
3a7aHus JIOKYMEHTBI, OpraHM3aIn HOBOMY, obcyxaeHue
periaMeHTHPYIOIIHe JIeTIONPON3BOJICTBA CHCTEMHOCTb, pe3yibTaToB
JOVY; teopernueckue JUISL peleHus AQHAJIUTUYHOCTD,
OCHOBBI TEXHOJIOT MU MPaKTHYECKUX 3a/1a4; apryMEeHTHPOBaH-
OpraHHU3aIIH CITYXKOBI COCTAaBJIATH ITPOEKTHI HOCTb,

nHPOPMALNOHHO-
JIOKYMEHTAI[HOHHOTO
obecrieueHus

OpraHU3aIMOHHO-
pacnopsAUTEIbHBIX
JIOKyMEHTOB;

BHUMAaHHUEC, IaMATH
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YIpaBJICHUS; HCTIONB30BaTh
COBPEMEHHYIO COBpPEMEHHBIC
OpTaHU3AIIIO KOMIIBIOTEPHEIC
JIeTTOTIPON3BOICTBA B TEXHOJIOTHH B
Poccun, TpeboBanus OpraHM3aIu
MEXAYHapOJIHOTO JIeTIONPOU3BOJICTBA;
CTaHaapra; ciequduKy | NpUMEHATh
OpraHu3alu NpUOOpETEHHBIE
JIeTIONIPON3BOJICTBA B 3HaHUS B
rOCY/IapCTBEHHBIX JIOKyMEHTOBEJICHUH
HETOCYHIapCTBEHHBIX JIOKYMEHTAIIHOHHOM
0aHKaXx; MPUHITATIBI obecrnieueHUN
OpTaHW3AINH U 33/1a9l | yTPaBICHUS

CITy)0

JOKYMEHTAITHOHHOTO

obecnieuenus OaHKa;

HOPMaTHBHO-

METOIUYECKHE

JIOKYMEHTBI,

periaMeHTHPYIOIIUe

JOVY; panmoHanbHy0

TEXHOJIOTHIO TIPHEMa,

MIPOXOXKICHUSA,

MTOJITOTOBKA 1

OTIIPaBKH JOKYMEHTOB

B TPAIWIUOHHBIX H

ABTOMATH3HPOBAHHBIX

cucteMax [JOY

IIpumepHbIe TeCTOBbIE 32 JaAHUS:
Tema 1. JlIokyMeHTAaIMOHHOE 00ecTedeHHe - 0CHOBA TeXHOJIOTHH YIIPABJICHUSI
1. «/le1ompoOU3BOACTBO» — 3TO..

1. cucrema XxpaHEeHUS 1OKYMEHTOB;

2. COCTaBIIEHHE JJOKYMEHTOB;

3. oTpacib AesITeIbHOCTH, 00eCTIeYMBAIONIAs TOKYMEHTUPOBAHNE M OPTraHU3aLUI0 PA0OTHI C
opUIMATBHBIMU JOKYMEHTaMHU.

. YKaKuTe TEPMHUH, UMCIOIIMI TAKOH 7Ke CMBICJI, KAK H TEPMHUH «/1eJI0NPOU3BOICTBOY.

1. noxyMeHTHpOBaHHUE;

2. cucrema JOKyMEHTalUH;

3. JTOKyMEHTalMOHHOE oOecrieueHre yrpaBieHHs,

4. NOKyMEHTUpOBaHHas MH(OpMaIus.

. llopTMHHMK 10KYMEHTa — 3TO:

1. [TepBbIit Wi €IMHCTBEHHBIN IK3EMIUISIP JOKYMEHTA.

2. DK3eMIUISIp IOKyMEHTa, C KOTOPOTO CHSITA KOTIHS.

. IOpuan4eckasi cujia J0OKyMeHTa — 3TO:

1. OcobenHocTH BHEMIHETO OPOPMIICHUS JOKYMEHTA.

2. CBUAETENBCTBO HAIMYHSI B IOKYMEHTE MOJIOKEHHI HOPMATHBHOTO XapaKTepa.

3. CriocoOHOCTh TOKyMEHTa MOPOXKAATh OIpe/ICIIEHHbIE TPABOBbIE IOCIEACTBHSL.

. AMeeT JiM IOPUANYECKYIO CHJIY JOKYMEHT, OJY4eHHbIH 110 GaKCUMHJILHO cBA3U?

1. Ja.

2. Jla, 1o corameHuio CTOPOH HHPOPMAITMOHHOTO OOMEHa.

3. Her.

. Kakoii u3 nepe4ucjIeHHbIX PEKBU3UTOB He OTHOCUTCS K PEKBU3UTAM yI0CTOBEepeHus ?

1. I'puc¢ yrBepxaenus.

2. [leuarts.

3. OTMeTKa 0 3aBEepeHUE KOMUH.

4. Bu3za cornacoBaHusl.

5. [Moamnuce.
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7. Kakue peKBU3UTHI BKJIIOYAKOTCSA B 0J1aHK mucbma?
1. MecTo cocTaBieHUs WIH U3/IaHUS TOKYMEHTA.
2. 3aroJI0BOK K TEKCTY.
3. HaumeHoBaHMe OpraHU3aIivi.
4. ToBapHBIi 3HAaK (3HAK OOCITY>)KUBAHHS).
5. HaumeHnoBanue Buja JOKyMeHTA.

6. Anpecar.

7. CripaBouHbIe JJaHHBIE 00 OpPraHU3alUu.
8. Ha xakoM 3K3eMILIsIpe /1eJIOBOT0 MHUCbMA, MOAr0TOBJIEHHOM /IJIsl OTIPABKY ajpecaTy 1o 1moure,
NMPOCTABJISIIOTCH BU3BI?

1. Ha noanuHHMUKE, OTOPABIsEMOM ajpecary.

2. Ha xoruu, moMeniaeMoi B 1eJI0 OpraHu3aIii.

9. Kakoe nucbMo 3aBepsieTcsi Ne4yaTbio?

1. N'apaHTHITHOE TUCHMO.
2. KomMepueckoe npeaioxKeHHe.
3. [Tucemo-npocroa.

10. Kakoii JIOKyMeHT OTHOCHTCS K HeperucTpupyeMbiM?

1. [Tucemo-3ampoc.

2. Xanoba rpaxpaHuHa.
3. ConpoBoAUTENHLHOE TUCHMO.
4. PexnaMHO€ MMHCHMO.

IIpumepHBbIe BOPOCHI 1JIs1 YCTHOTO ONpoca:

©COoNo~WNE

HaJIMYUU NPUIOKEHUS", "HaMMEHOBaHNE BU1a JOKYMEHTaA".

10. 3navyeHue u BUBI OJAHKOB JOKYMEHTOB, PEKBH3UTHI OJTaHKOB, CITIOCOOBI 0(OpMIIEHHS OJTaHKOB.

3HayeHue NPaBUJIbLHONW OpraHU3alMy AEJI0NPOU3BOJICTBA U1 pabOTHI anmnapara yupaBieHHUs.
HopmartuBHO-MeTOMuecKue JOKYMEHTBI, perjJaMeHTUPYIOIUE OpraHU3aluIo 1€JI0IPOU3BOJICTRA.
[TonsiTHE O TOKYMEHTE U €r0 (PYHKIUSX.
YHu}UKanus 1 cTaH1apTU3alus JOKYMEHTOB.
Odopmnenne pekBu3UTOB "aapecat", "pe3omonus’”.
Odopmiienne pekBU3UTOB "Tpud yTBepxaeHus", "moanuce".
Odopmnenne pekBu3uToB "nara", "rpu¢ cornacoBanus jokymeHTa", "oTMeTka o KOHTpoJe".
OdopmiieHre peKBU3UTOB "BU3bI COTJIACOBAHNUS IOKYMEHTa", ""3ar0JIOBOK K TEKCTY'".
Odopmienne pekBU3UTOB "OTMETKAa 00 MCIOJIHEHUH JTOKYMEHTA W HaIlpaBJIEHUU €ro B jeno", "OTMeTKa o

7.4 OueHoYHbIE CPEeCTB [JIsl IPOBeAeHUsI IPOMEKYTOYHOM aTTecTAllNU
ITpomesxkyTouHas arTecTaus

N . I IIpumepsnt
®dopma arrecTanuu 3HaHUsA Ymenus PAKTHACCKHH MHHBIC KatecTsa OIICHOYHBIX
OTIBIT (BJIAJIETH) obyuJatomerocs
CpeJCTB

JuddepeHnpoBaHHBI | TeOpEeTHYECKIE HCII0JIH30BAaTh CamocrosTenbHOCTh, | Bompockr:
3a4eT OCHOBBI TEXHOJIOTUU HUCTOPUICCKHN BOCIIPHAMYHBOCTH K TIPHIATaIoTCS

OpTraHU3aIUH CITY>KOBI | OIBIT OpraHU3alUN HOBOMY,

HHPOPMAIUOHHO- JIeIONPOU3BOJICTBA CHCTEMHOCTb,

JOKYMEHTAalMOHHOTO | JUIsl pelIeHuUs aHAJUTUYHOCTD,

obOecrieyeHust MPaKTUYECKUX apryMeHTHpPOBaH

YIIPaBJICHUS; 3aJ1a4; COCTaBIIATh HOCTb,

COBPEMEHHYIO MIPOEKTHI BHUMAaHUE, IaMsITh

OpraHU3aIUIo OpraHU3aI[MOHHO- ITpaBUIBHOCTD,

JIEJIONPOU3BOJICTBA B pacopsAUTEIbHBIX BBIPA3UTENILHOCTb,

Poccun, TpeboBanms JIOKyMEHTOB; SICHOCTB, TOYHOCTb ,

MEXAYHapOIHOIO HCIOJI30BaTh JIOTHYHOCTb,

CTaH/IapTa; COBPEMEHHBIE aKKypaTHOCTD,

crnenuuky KOMIIBIOTECPHEIC MBIIIIEHHE,

OpraHu3aIuu TEXHOJIOTHH B BBIPa3UTEIHLHOCTD

JIEIOTIPOU3BOICTBA B OopraHu3aIui pedn.

rOCY/apCTBEHHBIX U JIeJI0ONPOU3BO/JICTBA;
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HETOCYIapCTBEHHBIX TIPUMEHSTD

OaHKax; MPUHIIAITHI MPHOOpETEHHBIS
OpraHu3aluy U 3HAHUS B

3aj1a4u CIyx0 JIOKyMEHTOBEICHUH
JOKYMCHTAI[MOHHOTO | U

oOecricucHus OaHKa; JTIOKYMCHTAIIHOHHOM
HOPMATHBHO- obecrieucHUU
METOIMYCCKHE yIpaBJICHUS
JIOKYMCHTBI,

perIaMeHTHPYIOIIUE

JAOY; pannoHanbHYTO
TEXHOJIOTHUIO IIpHeMa,
HPOXOKICHUS,
MOATOTOBKH H
OTIpPaBKU
JIOKYMEHTOB B
TPaIULIUOHHBIX U
ABTOMAaTH3UPOBAHHBIX
cucremax 10Y

7.4.1 IlpuMepHbIe BONPOCHI /1JIsl IPOBeIeHUsI IPOMEKYTOUYHOMH aTTecTAlUN

[Tonsatne «/loxkyMeHT».

OOm1ast XapakTepucTHKa JOKYMEHTOB. DYHKIINHN JOKYMEHTOB.

JloroBop TpaHcOpTHOM dKkcnieauiuu. OCHOBHBIE pa3/ieibl.

Bupl TOKyMEHTOB U MX KJIACCH(UKAIIHS

PexBu3ut «OTMETKA O HATMYUH PHIIOKESHUI.

Ponb 1oKyMeHTaIMOHHOT0 00ecTieueHus YIPaBI€HNs B COBPEMEHHONW OpraHU3aliH.
PexBusut «I'pud cormacoBanus nokymenra». CocraB. OpopmieHue.

Crannaptuzanus 1 yHU(PUKAIUSI JOKYMEHTOB.

PexBusut «'pud yrBepxaeHus gokymeHTay. Crnocoosl opopmiieHus.

0. bnank moxymenTta. Buabl 61aHKOB, UX XapaKTepUCTHUKA.

1. PexBu3ut «3arojioBOK K TeKCTy». [IpaBmiia opopmiieHus.

. OcoGennoctu opopmienus nfokymenTa «llonoxenuey. IlonsTHE, pEKBU3UTHI.

13. PexBm3ut «Pe3omonwsi». [Topsgok opopmireHus.

14. HaznaveHue, cocTaB 1 0COOEHHOCTH O(OPMIIEHUS OPTaHU3aLMOHHBIX IOKYMEHTOB.

15. PexBusut «Bu3sbl cornacoBanus 10KyMeHTa». O0nacTh NpUMEHEHUS.

16. Haznauenue, coctaB 1 0COOEHHOCTH O(OPMIIEHUS PaCTIOPAIUTEIbHBIX JOKYMEHTOB.

17. PexBusut «PerucrpaiioHHbIil HOMep TOKyMeHTay. [IpaBuia mpocTaBieHHsl Ha BHYTPEHHUX JTIOKYMEHTax,
UCXOJAIINX JOKYMEHTAX.

18. Haszuauenwue, cocTaB 1 0COOEHHOCTH 0(hopMITeHUST HHPOPMAITHOHHO-CITPABOYHBIX JIOKYMEHTOB.
19. PexBusut «HanmeHoBanue Buja qokymeHnTtay. [lpaBuia opopmieHus.

20. OcoGennoctu opopmienus gfokymenTa «lIpukasy. [loHsaTne, peKBU3UTHI, BUIbI IPUKA30B.

RRO©oo~NoOORWNE

=
N

7.4.2 TlpuMepHbIe 321a41 HA 3a4eT

3agaya 1. CocraBbTe MpHKa3 MO CTPOUTEIbHOMY KoorepatuBy "HMHTepcTpoil" o HenpaBUILHOM
UCIIOJIb30BaHUM CTPOUTENBHBIX OTXOA0B. B KOHCTaTupyromel 4acTd yKaKuTe, YTO HpU MpOBEpKe paboThI
CKJIaJla MWJIOMAaTepUalOB YCTAaHOBJEHBl (aKThl OTIYCKa B KOTEJIbHYI JUISI CXKHTFAaHUS  OTXOJOB
NUJIOMaTepUaIoB AIMHHON cBellie 20 cM. B pacnopsauTensHON 4acTH clenyeT MPEeUIoKHUTh 3aBELYIOIIEMY
CKJIaJIOM OPraHU30BaTh padoTy MO peaan3ali OTX0J0B YACTHBIM JIUIAM.

8 JOMNMOJHUTEJBHOE OBECINHEYEHUE JUCHUITJIMHbI
[Tpunoxenue 1. Meroanueckre peKOMEHAAINH I TPAKTHUECKUX 3aHSATHIA.
[Tpunoxenue 2. DIEKTPOHHBIE MPE3CHTAIUH.
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JINCT
U3MEHEHUH paboueil mporpaMMbl y4eOHOM AUCIUILTUHBI
OI1.06 JlokymeHTaIlMOHHOE 00ecIieuyeHUe YIpaBIeHUs

JlomomHEHUST ¥ I3MEHEHUSI, BHOCUMBIE B pa00UyIO TPOrpamMMy TUCITUTIINHBI HA
20 /20  y4eOHBIM TO

OcHoBaHMs1 BHECEHHSI Paspnen PII/I, B koTopbIi CoaepskaHue BHOCHMBIX
JOMOJTHEHHUH U BHOCSATCS U3MEHEHUSA JOTIOJTHEHHI1, U3MEHeHH i
H3MeHeHMil
[Ipennoxenue
paboTonaTens
[Ipennoxenue
COCTaBUTEJS TPOTPAMMBI
Hpyrue ocHoBaHUs

CocraButens: mpenoaaBarelib, KaHA.ICUXO0J.HAYK, JOLIEHT N.N. Ceparok
nOONUCh

VYTBepkaeHa Ha 3aceaHuM MPeIMETHOM (IIMKIOBOM) KOMUCCUU YKOHOMUYECKHX
TUCLMILTUH
poTokoy No OT «___» 20 T

[Ipencenarens npeAMETHOM (IIUKJIOBOM) KOMUCCUU

YKOHOMHYECKUX AUCIUATIINH E.A. KoGenesa
«_» 20 1.

3aMecTUTeNb JUPEKTOpa Mo yueOHoM padoTe JILA. ITapamoHEHKO
«_» 20 T

3aBenytoias Ou0IMoTeKon unrana A.B. CxisipoBa
«_» 20 T

Nuxenep-nmporpaMMHUCT
(mporpaMMHO-HH(POPMAITMOHHOE
obecrnieueHne o0pa3oBaTeILHON MIPOrpaMMBbl) C.A. Makees
«__» 20T
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Penensus
HAa pa004y0 NPpOrpaMmMy I CHUNINHBI
«JlokyMeHTallMOHHOE 00ecredeHUe YIPABJIEHHUD)
CNEeNUAIBHOCTD « JKOHOMHMKA M OyXTraJTepCcKuid ydeT (10 0TPaCIsiM)»

Pabouass  mporpamma  yueOHOM  AUCHMIUIMHBI  «JlOKyMEeHTaIlMOHHOE
o0OecrieueHue  ympaBieHus»  pa3paboraHa  Ha  ocHOBe  DemepaibHOro
rocyJapCTBEHHOTO 00pa30BaTEIbHOIO CTaHAApPTa IO CIEHHAIBHOCTH CPEIHETrO
npodeccoHanbHOTO 00pa3oBaHUsi «JKOHOMUKA U Oyxraarepckuil yder (1o
OTPACIISIM ).

Pabouass mporpamma mpeaycMaTpuBaeT NPUOOpETeHHE 3HAHWM B 00JacTH
TEOPETHUYECKMX OCHOB TEXHOJIOTMM OpPTaHU3AIMH CIYXObl HMHPOPMAIMOHHO-
JOKYMEHTAIIMOHHOTO  00OeCleYeHus yIpaBJCHHUS; COBPEMEHHOW OpraHu3aluu
JeTonpon3BoACcTBa B Poccun.

B pesynbrare ocBoeHUs yueOHOW JUCIUIUIMHBI 00YYaIOIIHUIICS JOJIKEH 3HATh:

— TEOPETHYECKHUE OCHOBBI TE€XHOJIOTUU OpraHu3aluu CITYKObI
UH(OPMAITMOHHO-JOKYMEHTAIIMOHHOTO 00€CTICUeHUS YIIPaBICHMUS;

— COBPEMEHHYIO OpraHU3allMIo JIEeJIoNpou3BoJcTBa B Poccuu, TpeboBaHus
MEKIYHApOJHOTO CTaHJapTa;

— cneuuuKky OpraHu3aluu JACJIONPOU3BOJACTBA B TOCYAapCTBEHHBIX U
HEroCy/IapCTBEHHBIX OaHKaX;

— MNPUHILMIBI ~ OpraHW3allud W 3aJauyd  CIYyXO0  JOKYMEHTallMOHHOTO
oOecrnieueHus OaHka;

— HOPMAaTHUBHO-METOJUYECKHUE TOKYMEHTHI, peramentupytomue 10V

— palMOHAJIBHYK0 TEXHOJOTHUIO TIpUeMa, MPOXOXKICHUS, TOATOTOBKH U
OTHPABKH JIOKYMEHTOB B TPAAUIIMOHHBIX U aBTOMATU3UPOBaHHBIX cucTemax JOVY.

B pesynbprare ocBoeHUs 0053aTENbHOM YaCcTH JUCIUILIMHBI O0YyYarOIIHIACs
JOJKEH YMETh!

— MCIIOJIb30BaTh UCTOPUYECKUN OMBIT OpraHU3alvy JeTONPOU3BOACTBA IS
pelIeHUs MPAKTUYECKUX 3a]1ay;

— COCTaBJISITh MPOEKTHl OPraHU3AIMOHHO-PACTOPSIAUTEIHHBIX JOKYMEHTOB;

— UCIIOJIB30BaTh COBPEMEHHBIE KOMIIBIOTEPHBIE TEXHOJIOTHU B OpraHU3aIMU
JEJI0NPOU3BOACTBA;

— MPUMEHSTh  MPUOOpPETEHHbIE  3HAHUA B JIOKYMEHTOBEJIECHUU U
JIOKyMEHTAITMIOHHOM 00€CTIeUeHNH yIPaBIICHHUS.

CopepskaHre MUCHUIIIUHBI COOTBETCTBYET Y4€OHOMY ITUTaHY CIECIIMAIIBHOCTH
«IKOHOMUKA U Oyxranrepckuil yuer (1o orpacisam)» punuana ®I'BOY BO Ky6I'Y B
r. Tuxopernke.

Penensent, nupextop A
OO0OO «lIeHTp OKa3aHUs KOHCAITUHTOBBIX YCIYI» [/ MY M.B. MuroBa



Penensus
Ha pado4y10 NporpaMmmy AHCHUNIHHBI
«JlokyMeHTalHOHHOe o0ecneuyeHue yIpaBieHus»
CHEeNNATbHOCTh «KJKOHOMHKA M OyXrajaTepckuii yuer (110 0TpacsimM)»

PabGouass mporpamMma ydeOHOW IUCHUIUIMHBI «/[OKyMeHTallMOHHOE oOOecredyeHne
yOpaBlIeHUs»  pa3paboTaHa  Ha  OCHOBE denepanbHOro rOCYJapCTBEHHOIO
0o0pa3oBaTENbHOTO  CTaHAApTa [0 CHEIUAIBHOCTH CpPEIHEro MpoQecCHOHaIBLHOTO
o0Opa3oBaHusl « DIKOHOMHMKA U OyXTraldTepCKUi y4eT (110 OTpacisiM)».

B crpykType mporpamMmbl MOATOTOBKM CIIEHUAIMCTOB CpPETHETO 3BeHA yueOHas
TUCHUIUIMHA  «JlOKyMeHTallmoHHOe  oOecreyeHue  YIpaBICHUs»  OTHOCHTCS K
npodeccuoHanbHON MOATOTOBKE U BXOJIUT B COCTAB OOIIENPOPECCHOHATBHOTO IUKIIA.

PabGoueit mporpaMmoili TpeayCMOTpPeHO TpuoOpeTeHHe 3HaHWi B  obJacTu
TEOPETUYECKUX  OCHOB  TEXHOJOTUM  OpraHu3aluu  clIyXObl  WH(OPMAIMOHHO-
JOKYMEHTAalHOHHOT'O obecrieueHust YIIPaBIICHUS; COBPEMEHHOM OpraHu3aIuu
JEI0NpoOn3BoIcTBa B Poccuu.

B xone n3ydeHuns paccMaTpuUBarOTCs CICAYIOIINE TEMBI:

— JIOKyMEHTAIIMOHHOE 00eCIIeYeHHE - OCHOBA TEXHOJIOTUH YIIPABIICHNUS;

— OpraHu3alus JeJ0NpOoU3BOACTBA U €r0 HOPMAaTUBHO-METOquUecKas 6a3a;

— OpraHuzaius JJ0OKyMeHTO000poTa;

— peructpanus JOKYMEHTOB W OpraHu3aiusi CIpPaBOYHO-UH(POPMAIMOHHOTO
00CITy)KMBaHUS,

— KOHTPOJIb 32 CPOKaMH UCIIOJHEHUS JOKYMEHTOB;

AKCIIEPTHU3a LIEHHOCTH TOKYMEHTOB B JIEJIONPOU3BOCTBE;

— XpaHEHHE TOKYMEHTOB B apXMBE OpraHHU3alluy;

— CHUCTEMAa OPTraHU3alMOHHO-PACIIOPAIUTEIIBHON JOKYMEHTAUN;

— uH(}OpPMaAIMOHHO-CITPAaBOYHAS TOKYMEHTAITUS;

— JOKYMEHTalHUs 10 JINYHOMY COCTaBY;

— (uHaHCOBas TOKyMEHTAIHS;

— HampasieHus coBepuieHcTBoBaHus JJOY.

B paboueii mporpaMmmMe OTpakeHbI MPAKTHUECKUE YMEHUS:

— HCIOJb30BaTh HCTOPUYECKUN ONBIT OPraHu3alMy AEJIONPOU3BOJICTBA IS
pEILIECHNS TPAKTUYECKUX 3a/1a4;

—  COCTaBJISITh IPOEKTHI OPTaHU3ALMOHHO-PACIIOPSAIUTENBHBIX IOKYMEHTOB;

— HCIOJb30BaTh COBPEMEHHBIE KOMIBIOTEPHBIE TEXHOJOTHMM B OpraHu3aluu
JEJIONTPOU3BOJICTBA;

—  TPUMEHSTH MpUOOPETEHHBIC 3HAHUS B JTOKYMEHTOBEICHU U u
JOKYMEHTAIIMOHHOM O0ECTICUeHNHN YIIPABIICHHUS.

N3yueHnre MaHHOW MUCHMIUIMHBI CIOCOOCTBYET 3(()EKTUBHOM M KaueCTBEHHOM
MOJATOTOBKE MOJIOJIBIX CIIEIIUATMCTOB B 00JIACTH SKOHOMUKH U OYXTalITEPCKOTO YUeTa.

O0BEM, CTpYKTypa U colep kaHue padodell MpOorpaMMbl COOTBETCTBYIOT y4eOHOMY
IJIaHy CIIEIUAIIBHOCTH.

PeniensenT, KaHIUAAT YKOHOMUYECKUX HAYK,

JOLIEHT, TOIIEHT Kadeapbl SKOHOMUKH U

MeHekMeHTa prmana PI'6OY BO

«KyOaHckuil rocy1apCTBEHHBIMYHUBEPCUTET )

B r.Tuxopenke ,ﬂ M.T". UmaHoBa



