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1. O01mme noJ1oKeHus

1.1. Ob6sacTh NPUMEHEHHUS TPOTPAMMBI

Pabouas mporpamma IUCHMIUIMHBI «J{OKyMEHTaIllMOHHOE OO0ecleYeHne YIPaBICHHUS
SBJISICTCS] YaCThIO OCHOBHOM NPO(eCCHOHAIbHON 00pa30BaTEIHLHOM MTPOTrpaMMbl B COOTBETCTBUH
¢ ®I'OC no cnermansHocT CITO 38.02.01 «OK0OHOMEUKA ¥ OYXTaNTEPCKUI yUET (10 OTPACIISIM ).
1.2. MecTOo AMCHMILVINHBI B CTPYKType OCHOBHOH NpogeccHOHAJIBbHOI 00pa3oBaTe/IbHOM
NPOrpaMMmbI:

Hucrunmuaa OIL.0S «JlokymeHTanimoHHOEe oOecreueHue YIpaBJICHHUS» OTHOCUTCA K
obmenpodeccHoHaNbHBIM JTUCITATLTAHAM.
1.3. Ilesn 1 3a5a4M y4eOHOM AUCHUILVINHBI — TPeOOBAHHUS K Pe3y/1bTATAM OCBOCHHUS y4eOHOMH
AUCHUTIINHBI:

enp AMCHUNIMHBI — OpraHu3ays padoThl ¢ JOKYMEHTAaMU C MOMEHTA UX CO3JaHUs WIH
MOJTyYEHUs JI0 3aBEpLICHUS UCIOJHEHHS MO HUM U Mepeladya Ha XpaHEHHe, a TaKKe HU3ydeHue
OpoIeyp COCTaBI€HUS M O(OPMIICHUS JOKYMEHTOB, OTPAXXKAIOUIUX YIPABICHYECKYIO
ACATCIIBHOCTD NPCANPUATHUSA, B COOTBCTCTBUU C COBPCMCHHBIMU TpGGOBaHI/IHMI/I.

3anaun U3yyeHus TUCUUTUTHHBIL:

— (popMUpPOBaHKE PALMOHAIBHBIX MTOJX00B K OPraHM3aluy paboThl C TOKyMEHTAMH;

— U3YUYCHUC COBpGMGHHOfI TCXHOJIOTHU BBIIIOJIHCHUA ACITOMPOU3BOACTBCHHBIX onepaunﬁ;
onpeaenuts Mecto JIOY B mpoleccax ynpasiaeHUs;

— 03HAKOMJICHHE CTYJICHTOB C COBPEMEHHBIMHU THIIOBBIMH CTPYKTypamu ciryx0 J[OVY.

1.4. Ilnanupyemble pe3yJabTaThbl 00y4eHHs M0 JUCIUIIINHE
JucuummHa «/{okyMeHTannoHHoe o0ecrieueHre ypaBaeHUs» 00ecreunBaeT OBIAJICHNUE
CJIEIYIOIIUMH KOMITETEHIUSMU:

Ta6muma 1.4.1 — Ilepeuenp 0OMMX KOMITETCHITHIA

Kon Haumenosanue
KOMIIETEHIINH KOMIIETEHINH
OK 01 Br16upats ciocoOsI pereHus 3a1a4 npodeccuoHaaIbHOM AeSITeIIBHOCTH
IPUMEHHUTEIBHO K Pa3JIMYHBIM KOHTEKCTaM.
OK 02 OcymiecTBisAITh  NOWUCK, AaHAIM3 W  HMHTEpHpeTauuio  HHpopmaimy,
HE00X0MMOM JJIs BBIIIOJHEHUS 33J1a4 IPOPECCUOHATIBHOMN IS TEILHOCTH.
OK 03 [InanupoBaTh W peaInM30BBIBATE COOCTBEHHOE NPO(PECCHOHATBHOE H
JUYHOCTHOE Pa3BUTHE.
OK 04 PaGortatp B KOJJIEKTUBE W KOMaHzae, 3(P(GEKTUBHO B3aUMOJCHCTBOBATH C
KOJIJIEraMH, PYKOBOJICTBOM, KJIIMEHTAMHU.
OK 05 OcCy1ecTBISATh YCTHYIO U IMCBMEHHYI0 KOMMYHMKAIUIO HAa TOCYAApPCTBEHHOM
s3pike Poccuiickoit depepanun ¢ ydéToM OCOOCHHOCTEH COLMAIBHOTO H
KYJBTYPHOT'O KOHTEKCTA.




JCATCIIBHOCTH.

OK 09 Hcnonb3oBate WHPOPMALMOHHBIE TEXHOJOTMH B  MPO(ECCHOHATBHOM

OK 10 Bectu noxymeHTanuIo NpeanpusaTHs, yIpexKACHUs, OPraHU3aLuu, COCTaBIATh
IPOEKTHl JIOKYMEHTOB, B COOTBETCTBUU C CYLIECTBYIOIIMMU HOPMaMH H
IPaBWJIaMU Ha FOCYAAPCTBEHHOM M MHOCTPAHHBIX SI3bIKAX.

Ta6muma 1.4.2 — Ilepeuens nmpodecCHOHATBHBIX KOMIETEHITUN

| IK 1.1 | O06pabaTteIBaTh MEPBUYHBIC OYXTaNTEPCKUE JOKYMEHTHI.

Tabmauua 1.4.3. — CooTHEeceHuE
Y TIPAaKTHYECKUM OTIBITOM

BUOOB ACATCIBHOCTH CO 3HaHUAMU, YMCHHSIMU

Kox, HammenoBaHne Kon
OTD/TD! KOMIIETCHLIUN/
(npu Haruwuu KOJI STamna
npopcmandapma)/ KOMITICTCHIIUH
TPYIOBbIC HIIH
npo¢hecCUOHATbHEBIC
JEHUCTBHUS

IlokazaTenu oneHUBaHUS —
pe3yibTaThl 00yUeHUs
(TpymoBbIe ACHCTBHS, HEOOXOAMMBIC 3HAHUS, YMEHUS)

(VKa3b18aOMCsi 3HAHUSL, YMEHUS, mPy0osble Oeticmeus
coomeemcmeayrowet OTD I1C)

OK 01

Ha YpOBHE YMEHHI: Pacrio3HaBaTh 33J[aqy WIH pooiieMy B
Mpo¢eCCHOHATEHOM UITH COIIMATbHOM KOHTEKCTE;
QHAJIM3UPOBATH 3a]]a9y WM MPOOJIEMY U BBLICTATH €6
COCTaBHBIC YAaCTH; OTPENIEISATh dTAIbI PEIICHNUS 3a/1a4H;
BBISIBJISITD U 9P (PEKTUBHO UCKATh HH(POPMAILIHIO,
HEOOXOIUMYIO JUTS PEIICHUS 3a1a4¥ WK ITPOOJIEMBI;
COCTaBUTH TUIAH JICHCTBUS; ONPE/ICIIUTH HEOOXOIUMBIC
peCypChI; BIaJeTh aKTyaIbHBIMU METOJIaMH paOOTHI B
Mpo(heCcCHOHATBHON M CMEXKHBIX c(epax; peain30BaTh
COCTaBJICHHBIH IJIaH; OI[CHUBAThH PE3YJIbTAT U IMOCICICTBHS
CBOUX JICHCTBHM.

Ha YPOBHE 3HAHUI: aKTyaJIbHbIH MPo(ecCHOoHaIbHBIN 1
COIUAITLHBIN KOHTEKCT, B KOTOPOM MPUXOKUTCS paboTaTh U
PKUTh; OCHOBHBIC HCTOYHHKH WH(DOPMAIIHH U PECYPCHI IS
peIIeHUs 3a1a4 U MpooieM B PO eCCHOHAIBHOM W/ WK
COIUATEHOM KOHTEKCTE; allTOPUTMBI BBITIOIHEHHS PabOT B
MpodeCcCHOHANBHON U CMEXHBIX 001aCTSIX; METO/IBI PA0OTHI B
pohecCHOHAIBHON M CMEXHBIX chepax; CTPYKTYpy IUIaHa
LIS pelIeHusl 3a]1a4; TIOPSIOK OIIEHKH PE3yIbTaTOB PEIICHHUS
3a1a4 IpoeCCHOHATIBHON IeSITEIbHOCTH

OK 02

Ha YPOBHC 3HAHMI. MnoHATHC, LOCJIH, 3aJaud W HPHUHIHUIILI
JICJIOIIPOU3BOJICTBA

Ha YpOBHE YMEHHIA: UCTIONB30BaTh YHUPHUIIMPOBAHHbIE (POPMEI
ITOKYMEHTOB

Ha YPOBHE TPYIOBBIX IEUCTBUIL: TPOBOANUTH aHATIU3
MH(pOPMALIK O COCTOSIHUM CUCTEMBI TOKYMEHTALHOHHOI'O
oOecriedeHus ynpasieHus OpraHu3aiuy. BHocuts
[IpeI0AKEHNS [T0 OpraHU3alMy U COBEPIIEHCTBOBAHUIO
CHCTEMBI TOKYMEHTAIIMIOHHOTO 00ECICUeHHUS YIIPaBICHUS
OpraHu3alyu

OK 03

Ha  YpOBHE  3HaHWil: CHCTEMBI  JOKYMEHTAIMOHHOTO|
oOecTieyeHus] YIpaBICHUsI

! Il 06IIMX KOMIIETEHIMI MepBast KOJOHKA MOYKET HE 3aIIOHATECS

5



Ha YpOBHE YMEHHUI: OCBauBaTh TEXHOJIOTHH
ABTOMATH3UPOBAHHOM 00PaOOTKHU JTOKYMEHTAIINH

Ha YPOBHE TPYAOBBIX JICUCTBUI: CAMOCTOSATEIBHO OMPEEATh
3aaun MPo(heCCUOHATBHOTO M TUYHOCTHOTO Pa3BHUTHS,
3aHIMAaThCSl CAMOOOPa30BaHNEM, OCO3HAHHO IJIAHUPOBATH
[MOBBIIIICHUE KBATU(DUKAIUH.

OK 04

Ha YpOBHE 3HaHHWIl: OCOOCHHOCTEW JOKYMEHTHPOBaHHUS
KOJUIETHAJIbHON AESITEIbHOCTH;

[Ha YPOBHC YMGHI/If/’Il BCCTU NOKYMCHTALHWIO MO ACATCIBHOCTH
[KOJUICTHAJIBHBIX OPTraHOB

Ha ypOBHE TPYJOBBIX JieiicTBuil: O3HAKOMIICHHE PAaOOTHUKOB
OpraHHM3allid C €€ JIOKaJhbHBIMH HOPMATUBHBIMU aKTaMH M|
METOMYECKUMH  JTOKYyMEHTAMH TI0  JIOKyMEHTaI[HOHHOMY]
obecrieueHuto yrpasieHus. KoHCynbTHpOBaHWE paOOTHHUKOB
OpraHHU3aIUY M0 BOIIPOCaM JOKYMEHTAIIMOHHOTO 00eCIIeUeHMs]
yIIpaBICHUsSI, 3aKPETUICHHBIM B €€ JIOKAJbHBIX HOPMATHBHBIX
aKTax

OK 05

Ha YPOBHE 3HAHUI: TPEOOBAHUS K COCTABICHHUIO U 0(hOPMIICHHUTO
ITOKYMEHTOB

[Ha YPOBHC YMGHI/If/’IZ XpaHCHUC U IOUCK TOKYMCHTOB

Ha ypOBHE TPYAOBBIX IeHCTBUIL: BegeHune perucTpalilioHHbIX U

yaeTHBIX (JOpM TOKYMEHTOB OpraHuzanuu. Opranu3amus

repegadn JOKYMEHTOB MEXIY YPOBHSMHU YIIPABICHUS,
YKOBOJICTBOM, HCIIOJIHUTEISIMU B OpTraHU3alNU

OK 09

Ha YpOBHE 3HAHWI: TEJIEKOMMYHUKAI[HOHHBIC TEXHOJOTHH B
PIIEKTPOHHOM JIOKYMEHT0000poTe

Ha ypOBHE YMCHHUN: JOKYMEHTHI B COOTBETCTBUU C
HOpPMaTHUBHOW 0a30if ¢ HCHOJB30BAHUEM COBPEMEHHBIX
MH(OPMAIIMOHHBIX TEXHOJOTHI

Ha YpOBHE TPYJIOBBIX JICHCTBUIA: UCIIOJIL30BATh
OpraHU3allMOHHBIC U TEXHUUECKUE CPECTBA AJIA IEPEBOIa B
PIIEKTPOHHBIN BUJ TOKYMEHTOB U JJOKYMEHTUPOBAaHHOM
rH(pOpMaIui opraHu3anuy. Mcrnoiap30BaTh OpraHU3aMOHHYIO
0(HCHYIO TEXHUKY B paMKaX CBOEH MPo¢)eCCUOHATBHOM
eSTEIbHOCTH.

OK 10

Ha YPOBHE 3HaHUIl: 0COOEHHOCTH IOKYMEHTHUPOBAHUS
KOJUIETHaJIbHOM IEATEIbHOCTH Ha TOCYIapCTBEHHOM U
MHOCTPaHHBIX S3BIKAX;

Ha ypOBHE YMEHHI: BECTH TOKYMEHTAIUIO MIPEANPUSITHUS,
yIpEeKIEHUS, OpTaHU3AIIH, COCTABIISTH MTPOEKTHI JOKYMEHTOB,
B COOTBETCTBHH C CYIIECTBYIOIIIMMH HOPMaMH | MIPaBHIIaMHU
Ha rOCYJapCTBEHHOM U MHOCTPAHHBIX SI3BIKAX;

Ha YPOBHE TPYAOBBIX ACHUCTBUI: BHECEHHE NPEIJIOKEHUH 10|
KpUTepUsM  JUIS  BBIOOpAa  CHCTEMBI  3JIEKTPOHHOTO|
TOKYMEHTO000pOTa ISl OPTaHM3alUU Ha TOCYJapCTBEHHOM |

[MHOCTPAHHBIX A3BIKAX.




IK.1.1.

Ha YpoBHE 3HaHHWil: o0mue TpeOOBaHUS K OyXraaTepCKOMY
yueTy B 4YacTH JOKYMEHTHPOBAaHHS BCEX XO3AHCTBEHHBIX|
NeiCTBUI M ONEpalyii; MOHITHE MEPBUYHON OyXTaiaTepcKoi
TOKyMEHTalll{; OIpelelieHne TEePBUYHBIX OyXralTepcKuX
ITOKYMEHTOB; ()OPMBI IIEPBUYHBIX OYXTaITEPCKUX TOKYMEHTOB,
coJiep)KalluX 00s3aTeNIbHbIE PEKBU3UTHI IEPBUYHOTO YYETHOTO
TOKYMEHTa; TOpPSIOK TPOBEACHUS TMPOBEPKH IEPBUYHBIX
OyXranTepcKUX  JAOKYMEHTOB,  (OpPMaJbHOH  NPOBEPKH
JTIOKYMEHTOB, IIPOBEPKH II0 CYIIECTBY, apupMeTHIECKOi
[IPOBEPKHU; MPUHIMNBI ¥ NPU3HAKU TPYNINHUPOBKH MEPBUYHBIX

OyXranTepcKux JIOKYMEHTOB; MOPSIIOK MIPOBEICHUS
TAaKCUPOBKM W KOTUPOBKH TEPBHYHBIX OyXTaJITEPCKHX|
TOKYMEHTOB; MOPSAIOK COCTaBJICHHS perucTpoB

OyXTajaTepCKOTro y4yeTa; IpaBuiia U CPOKU XPaHECHUS IEPBUYHOM
OyXranTepcKoil JOKYMEHTAIINH.

Ha YpOBHE YMCHHWH: NPHUHUMATh MPOU3BOJBHBIC MEPBHYHEIC
OyXraiaTepcKkue  JIOKyMEHTBI,  paccMaTpUBaeMble  Kay]
MICHMEHHOE JI0KA3aTeIbCTBO COBEPIICHUS XO3SHCTBECHHOMH
OTIepalliil WM TOJy4YCeHUE paspelieHUs] Ha e¢ IPOBEICHHE;
MPUHUMATH TEPBUYHBIE OYyXTaJITepCKUE JOKYMCHTHl Ha
OyMa)KHOM HOCHTENIC WJIM B BHUJIC AJICKTPOHHOTO JIOKYMCHTA,
[O/IITMCAHHOTO 3JIEKTPOHHOH MOJIMTUCHIO; IPOBEPATH HATUYHUE B
[POM3BOJBHBIX TEPBHYHBIX OYXTalITEpCKUX  JIOKYMEHTaX
00s13aTEIBHBIX ~ PEKBU3UTOB;  TPOBOJIUTH  (POPMATBHYIO
[MPOBEPKY  JOKYMEHTOB,  TPOBEPKY IO  CYIIECTBY,
ApU(PMETHICCKYIO TIPOBEPKY;

[MPOBOAWTH  TPYNIUPOBKY  TEPBHYHBIX  OyXTaJlITEPCKUX
TOKYMEHTOB TIO PsIy NPU3HAKOB; MPOBOJUTH TAKCHUPOBKY U
KOTHPOBKY  TEPBUYHBIX  OYXTalTepCKHUX  JOKYMEHTOB;
OpraHN30BLIBAThH JIOKyMEHTO000POT; pa3z0oupaTbCs B
HOMEHKJIATypE JIeT,

3aHOCHUTH JIaHHBIC [0 CTPYIIIUPOBAHHBIM JOKYMEHTaM B
[PETUCTPBI OYXTalNTepCKOrO yd4eTa; mepeiaBaTh IepPBHYHEBIC
OyXrantepckue JOKYMEHTHI B TEKYIIUH OyXTralTepCKUil apXuB;
[epeaBaTh TEPBUYHBIC OYXTalITEPCKHUE JOKYMEHTHI B
[MOCTOSIHHBIA apXWB IO HCTCUYCHWH YCTAHOBJIEHHOTO CPOKA
XpaHCHUS; UCIPABISITh ONIMOKU B MEPBUYHBIX OyXTalTepPCKHUX
ITOKYMEHTAX;

NTOKyMEHTallbHOE O(QOpPMIICHHE TIOCTYIUICHHS U Pacxoja

MATCPHUAJIBHO-IIPON3BOACTBCHHBIX 3aI1aCOB.




Ta6muma 1.4.4 — CootHecenue BuaoB aesreapHoctu, OTD, TP, OK u I1K, T/]

OcHoBHbBIE T ®opmupye | CooTHeceHHe TPYIOBBIX AeiicTBUIi, HEOOX0IMMbIe 3HAHMIA,
BH/IbI MBble YMEHHIi ¥ peanu3yloIuX JHCIUIINH (MOay.Ieil)
npodeccuoHa KOMIIeTeH
JbHOM MU
nesiteibHocT | Kog OT® (koambI)
u/
npodeccuoHa
JIbHBIHA
CcTaHIapT
1 2 3 4 5 6

Buj nesiTeJIbHOCTH: TOKYMEHTHPOBAHUE X03HCTBEHHBIX OMNEPALIUii U BeJICHHE OyXTralTepCKOr0 y4eTa aKTHBOB OpraHH3aluu

08.002 A/01.5 MK.1.1
Byxrantep [Mpunstre k | O6pabaThB
yaery aTh
MEPBUYHBIX | MICPBUYHEIC
YYETHBIX OyxranTepc
JTOKYMEHTOB KHe
o dakrax JTOKYMEHTBI
XO3SIUCTBEHH
01 )KU3HU
9KOHOMHUYECK
oro cy0beKTa
Benenn
e
Oyxrant
A | epckoro
ydaeTa

JlokyMeHTallnOHHOE 00ecneyeHUe YIIPaBIeHUSs

TH. 3 A/01.5 BeisaBienune cirydaeB HapyIIeHUS
OTBETCTBEHHBIMH JINTIAMH TpaduKka TOKyMEHTO000pOTa 1
MOPSIIKA TIPENICTABICHUSI B OyXTAITEPCKYIO CITYKOY
MIEPBUYHBIX YYETHBIX TOKYMEHTOB M HH(POPMHUPOBAHUE 00
9TOM PYKOBOJUTEIIST OYXTalNTePCKON CITYKOBI

TJ1.4 A/01.5 IIpoBepka nepBUYHBIX YYETHBIX JOKYMEHTOB B
OTHOIIEHUU (POPMBI, TOJTHOTHI OPOPMIICHHSI, PEKBU3UTOB
TJ.7 A/01.5 TTonroroBka nepBUYHBIX YYETHBIX JOKYMEHTOB
JUISL TIEPEiavyll B apXHB

TJ1.8 A/01.5 N3roroBieHue KOMuii NEPBUYHBIX YIETHBIX
JIOKyMEHTOB, B TOM YHCJIC B CIIy4ac UX U3bATH
YIOJTHOMOYEHHBIMU OpPTaHAMHU B COOTBETCTBHH C
3aKoHOAaTeNbcTBOM Poccuiickoit Deneparuu

V.1 A/01.5 CoctaBisath (0hOpMIIATE) IEPBUIHBIE YUETHBIC
JIOKYMEHTBI, B TOM YHCIIE dJICKTPOHHBIC JJOKYMECHTBI

V.2 A/01.5 OcymecTBIATh KOMIUIEKCHYIO TTPOBEPKY
MEPBUYHBIX YUCTHBIX TOKYMEHTOB

V¥.4 A/01.5 ObecneunBaTh COXPAaHHOCTH MEPBUYHBIX YUETHBIX
JIOKYMEHTOB JIO TIepe/ladyl UX B apXHB

3.1 A/01.5 3akononarensctBo Poccuiickoit @enepannu o
OyXrajJTepckoM ydere, apXUBHOM JIeJie

3.2 A/01.5 TIpakTrka IPUMCHCHUS 3aKOHOIATCIILCTBA
Poccutiickoit @eneparuu 1o Bompocam oGopmireHus
MEPBUYHBIX YUCTHBIX TOKYMEHTOB

3.3 A/01.5 BayTpeHHnEe OpraHU3aiMOHHO-PACTIOPSIUTEIHHBIC
JIOKYMEHTBI SKOHOMHYECKOTO CyOBEKTa, periIaMeHTHPYIONHE
TIOPSIIOK COCTABIICHHS, XPAHCHHUS U TIEpeaad B apXUB
MIePBUYHBIX YUCTHBIX JOKYMEHTOB

2. CTpyKTypa U coJepxkaHue Y4eOHOH TUCUUNINHBI

2.1 O0beM y4eOHOM M CHUIIMHBI U BUABI padoT

Taobmuma 2.1

O0beM yueOHOM TUCIUILTUHBI U BUIBI pabOT Ha 6a3e OCHOBHOTO 0011ero oopazoBanus (9KI.)

O0beM yueOHoiIi padoThI, Yac.
Bun yuyeOHo# paGoThI Beero 5CeMeCTp
O06s13aTenbHas yueOHast Harpy3ka 00y4aronmxcs, 58 58
B TOM YUCIJIC:
e JICKIIUU 40 40




® TPAKTUYECKHUE 3aHSTHUSA 18 18
CamocTosTeNbHasg padoTa 00yJaromuxcs 12 12
Koncynpranuu 2 2
MaxkcuMalibHas yaeOHas Harpy3ka 00 y4aroIuxcs 72 72
Kypcoas pabota He npedycmMompena -
dopma MPOMEKYTOUHOM aTTeCTaAlMU 3auer

2.2. TemaTn4yecKuii IJIaH U COePKAHUE THCUUILINHBI
Tabmuma 2.2

Temarndeckuil TiaH U COACPKAHUE JUCIUILIHHBI

H OcBaunBaeMble
aUMEHOBAHHMS Pa3ZeoB CopneprxaHue AUCIUIUIMHEL U (OPMBI OPraHU3alMH JIESITENbHOCTH
U TeM 06yuarowmuxcs KOMITETEHIINU
Hcropus nemonpousBoactsa. [lpenmet u 3agaun kypea JIOY. Ctpykrypa OK.01
Tema 1. 3aKOHO/ATE/IbHON M HOPMATHBHOMN 0a3bl CIOMPOU3BO/ICTBA. OK.04
Bsenenue. 3akonogarenbHbie akThl PO, TOCT P 7.0.97-2016, TumoBas HHCTPYKITHUS
Hcroku nenonpon3BoacTBa. 110 /IENONPOU3BOACTBY
Buapl ¥ pa3HOBUAHOCTH JOKyMeHTOB. dopmar W BBl OJIAHKOB OK.02
Tema 2. MIOKyMeHTOB.  Kilaccupukanus OpraHM3alMOHHO-PACTIOPSAUTEIHHON OK.03
nokyMeHTanuu. [ToHATHE «pEeKBU3HT» AoKyMeHTarmu. OdopmieHne u OK.05
JlenmoBasi JOKyMeHTalus
pacroJio’KeHUE PEKBU3UTOB. OK.09
OK.10
Tema 3 YHubdukanmss W cTaHAapTH3ammMs JOKyMeHToB. OOmepoccuiickuit OK.01
Yaudukanus u Kimaccudukarop ymnpasieHdeckorr nokymentaruu OK 011-93. Cnosaps- OK.02
CTaHIapTU3AIUS MUHUMYM TEPMHHOB W ompezeleHui. SI3pikoBast GopMyna— yCTOMUHUBOE OK.10
yIIpaBIeHYECKON CJIOBOCOYETAHHE, OPIaHU3YIOLIee OCHOBHOM TEKCT JTIOKYMEHTA.
JIOKYMEHTALINH
Tewma 4 OpraHu3alluOHHO-IIPABOBBIE JTOKYMEHTBI — KaK OCHOBOIOJIATAIOIINE B OK.01
Opranu3anOHHO-IIPaBOBas ymnpaBieHueckod  QyHkumu  npeampusatui.  Llens  pa3zpaboTku OK.02
JIOKYMEHTALYS OPraHHU3aIIOHHO-NIPABOBBIX JOKYMEHTOB — PallMOHAIBLHOE pa3ieieHue U OK.03
Koomepauust Tpyaa nojpaszaeneHuid. OcoOeHHocTH OQOpMICHUS | OK.05
peanu3anuy HOpM aIMHHUCTPATUBHOTO NIpaBa. OK.09
OK.10
Tema 5 OpraHu3annoOHHO-PACTIOPSIUTENbHAST JOKYMEHTaIWs, €€ 3HaueHue B OK.01
[Tonstue u GpyHKIUU ynpaiieHun npennpustieM OCHOBHOE Ha3HAYEHHUE PACTIOPSIUTEILHBIX OK.02
OpTraHM3aIMOHHO- nokyMmeHToB. [lpomenypa w3maHUS pPacIOPAOUTENBHBIX JTOKYMEHTOB. OK.03
pacnopsauTeILHOM Bunbt u odopMmicHHE OpraHU3aIMOHHO-PACTIOPSAIUTEITHLHOM OK.05
nokymentanuu (OPJ1). Bunsl | mokyMeHTaIuu. OK.09
OP/I. Opranu3aioHHbIe OK.10
JIOKYMEHTHI: YCTasB,
Ionoxenue, MucTpyKIUU.
[Mopsinok ux cocraBieHUs U
UCIIOJIb30BAHMSI.
Tewma 6 Heobxogumocts uHpOpMayu O (aKTHYECKOM MOJIOKEHHH el Ha OK.01
Cuctema nHdopmannoHHo- OpeNpUsITHY, KaK OCHOBA MPUHATHS YNPaBIEHUYECKUX pelleHui. Buabl OK.02
CITPaBOYHOM JJOKYMEHTAITUH. MH(POPMAMOHHO-CIIPABOYHBIX JOKYMEHTOB. Ilopsaok odopMmieHus u OK.03
Hasznauenue u Buant COCTaB TEKCTOBOW YacTH WH(POPMAINOHHO-CIPABOYHBIX JOKYMEHTOB. OK.05
nH(POPMAITMOHHO- OO6mue TpeOboBaHus K BEIEHUIO Mepenrcku. Kitaccupukanus cirykeOHbIX OK.09
CITPaBOYHBIX JTOKYMEHTOB muceM. CtpykTypa ciyxebHoro muchMa. OCHOBHBIE TOJOXKECHHS 00 OK.10
STHKETE CIIYKEOHOH IMepercKy.
Tema 7 O6mue cBemeHHWS O JIOKYMEHTAallMd 10 JIUYHOMY  COCTaBy. OK.01
JlokyMeHTaus 1o JTUIHOMY VYaupunupoannas  ¢opma  NeTJ[-1 —  TpymoBodt  IOTOBOp. OK.02
cocrtaBy. Ha3Hauenue inunbIX | YHU(DUIUPOBaHHBIE POPMBI JOKYMEHTOB 10 IMYHOMY COCTaBY. OK.03
nokymeHToB. KagpoBas OK.05
JIOKYMEHTAaLUs — TPYJOBbIE OK.09
KOHTPAKThI, IPUKA3bl O OK.10




HaumenoBanus pa3acios

CouepmaHHe JAUCHUIIIINHBI U (l)OpMI:I opranmsanvu ACsATCIbHOCTU

OcBauBaeMbIe

U TeM 06yuarowmuxcs KOMITETEHIINT

JMYHOMY COCTaBY, TPYIOBBIE

KHIDKKH. YHADUINPOBAaHHEIE

(hopMBI IEpBUYIHON YIETHOU

JIOKYMEHTAIUH 110 TPYAY H

€ro oIuIaTe

Tema 8 3assinenne o mnpuéme (yBOJIBHEHHH) paOOTHHMKA. TpyJoBas KHWKKA. OK.01

OOmwme mpaBWiia COCTaBlIeHUsT | BpIMMcka W3 TPyMOBOW KHIKKH. XapaKTepucTHKa. ABToOHOTpadwus. OK.02

JIOKYMEHTOB 110 JINUHOMY AHKeTa pabOTHHKA. OK.03

COCTaBy OK.05
OK.09
OK.10

Tema 9 [TnanupoBanue paboTh! IPEINPUITHS HA IOTOBOPHOM ocHOBe. [TonsiTne OK.01

[TnanupoBanue paboTsI «loroBop». bazoBas crpykrypa norosopa. IIpoTokon pasHornacui. OK.02

IpEaNpULTUS OK.03
OK.05
OK.09
OK.10

TemalO IlepBuuHble JOKYMEHTH 10 (PUHAHCOBO-PACUETHBIM  OIEPAIHSM. OK.01

XapakTepucTuka u IIpenBapuTenbHBIA KOHTPOJIb W aHAIW3 (DUHAHCOBO-XO3SHCTBEHHON OK.02

odopmieHre GUHAHCOBO- TS TEITBHOCTH. OK.03

pacueTHBIX JOKYMEHTOB. OK.05
OK.09
OK.10
MK 1.1.

Tema 11 HopmaruBHbele — akTbl  Oyxranrepckoro  yu€ra. Knaccudukanms OK.01

Pouns Oyxrantepuu B OyXraJTepcKux JOKyMEHTOB IO Ha3HA4YEeHWIO, [0 COJACP)KaHHUIO, II0 OK.02

pemeHny (PMHAHCOBBIX 331a4 | CIIOCO0y HCIIONBb30BaHMS, 0 YUCIY YYHMTHIBAEMbIX IO3ULMH M T.JI. OK.03

OpraHu3aIuy. VY4€THBIE pEerUCTPhl OyXTaNTePCKON JOKYMEHTAITHH. OK.05

Knaccndukarms yaéTHBIX OK.09

JTOKYMEHTOB OK.10
K 1.1.

Tema 12 TTopsimok  cocTaBieHHS TOKYMEHTOB TI0  (HHAHCOBO-PACUETHBHIM OK.01

OcHoOBHBIE BUIBI JOKYMEHTOB | omeparsiM: Cuér-daxrypa, [lnaTéxHoe mopyyerne, AKT peBU3UH KacCHI, OK.02

1o GUHAHCOBO-PACYETHBIM JloroBOp O MOJTHOW MaTepHaTbHOW OTBETCTBEHHOCTH. OK.03

onepaunusm OK.05
OK.09
OK.10
MK 1.1.

Tema 13 Iopsinox paccmoTpenus: 1okyMeHToB. CocTaB M 3aJjaud HOMEHKJIATYPbI OK.01

JlokymeHT0000pOT jgen. IlpuHnumsl mnocTpoeHHMs HOMEHKIATypsl Jen. ['pymnmupoBka OK.02

opranmuzanuu. [loustue JIOKYMEHTOB B Jiejia. @OopMbl perucTpaiiu xKypHaiioB. BHyTpeHHsis onuch OK.03

«HOMEHKJIATYpa ACT». JIOKyMEHTOB. OK.05

Haznauenme u BUIBI OK.09

HOMEHKJIATypHI Aei. Tumnosas, OK.10

MIpUMepHast U KOHKPETHAS MK 1.1.

HOMEHKJIATypa JIe.

TpeboBanust, pebBIsiCMbIC

K COCTaBJICHHIO U

3aII0JTHEHHIO (POPMBI

HOMEHKJIATYpPBI J1eJ1

OpraHU3aLUH.

OcHoBHbIE TpeOOBaHMS,

MIPEIbABISIEMBIE K

odopmnenwuro nen. [ToHoe u

JacTHYHOE 0(OPMIICHHE JIEIL.

Tema 14 O3HakoMIIeHHE ¢ OUCHON TEXHUKOU: (hakc, KCePOKC, CKaHep OK.03

OO0mras xapakTepuCTHKa OK.09

OpraHmn3alfuoOHHO-
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HaumenoBanus pa3acios

CoaepmaHHe JAUCHUIIIINHBI U (bOpMI)I opranmsanvu ACsATCIbHOCTU

OcBauBaeMbIe

KOMIICTCHIINY
U TeM oOyJaromuxcs OMHCTEHT

TEXHUYECKHUX CPENICTB B

JIEITIOTIPON3BOICTBE

Tema 15 IlepcoHanbHBIE KOMIBIOTEPHI B COBPEMEHHOM JICJIONPOM3BOJICTBE. OK.03

IlepconanbHbie KOMIBIOTEPHl | BO3MOKHOCTH KOMMBIOTEPHBIX TEXHOJOTUHA B JIEJOMPOU3BOJICTBE. OK.09

B COBPEMEHHOM
nenomnpousBoacTee. KOJI-
KOMITbIOTEepHAs 00paboTKa
JTOKYMEHTOB.

PepaktupoBanue Tekcra nokymenrta Ha [1K.

2.3. PernameHT pacnpeaejieHusi BUA0B padot nmo aucuuniaunne ¢ 10T

ﬂaHHaﬂ AUCHUIINIMHA PCAIM3YCETCA C MPUMECHCHUCM JUCTAHIIMOHHBIX 06p330BaTeJ'IBHI>IX

texnosioruii (JJOT). Pacnipenenenue BumoB y4eOHON padOTHI, (OPMATOB TEKYIIErOo KOHTPOJIS

npencraieHsl B Tabmume 2.3.1:

Tabmuma 2.3.1

Pacnpenenenue Bu0B yueOHOU pabOTHI M TEKYIEH aTTeCTalluu

Bua yueOHo# padoThI

DopMaT nNpoBeeHUs

JlekMoHHEIE 3aHATUA

YactuuyHo ¢ npumenenueM JIOT

[IpakTHueckue 3aHsATHs

Yactuuno ¢ npuMmenenuem JJOT

CamocrosTenbHas padora

YactuuHo ¢ npumenenueM JIOT

Tekymmii KOHTPOJIb

Yactuuno ¢ npuMmenenuem JJOT

[IpomexxyTouHnas arrectauus

KonrakTHas ayauropHas paboTa win
¢ npumeHenuem JIOT

JlocTyn K cuCTeMe IUCTaHLIMOHHBIX O0pa30BaTENbHBIX IMPOTPAMM OCYIIECTBISIETCS

KOKIBIM  OOyJaroniumcs

https://Ims.ranepa.ru.

CaMOCTOATECIBHO

¢ Joboro  ycTrpoiicTBa  Ha

nopTare:

[Taposb 1 TOTHH K TMYHOMY KaOMHETY / IPOQHIIIO IPEIOCTABISIETCS CTYICHTY B IKaHATe.

Texymmii KOHTPOJIb, IPOBOJAUMBII B CUCTEME AUCTAHIIMOHHOTO 00yYeHHs, OLICHUBAIOTCS

KaK B CHCTEeMe TUCTAaHIIMOHHOTO 00yueHus, TaK 1 IIPeroaaBaTeseM BHE cucTeMbl. JlocTyn K BUIeo
U MaTepuajaM JIeKIUH MPeloCTaBIETCS B TEUEHHE BCETO CeMecTpa MO Mepe MPOXOXKICHUs
OCBOEGHUS MPOrpaMMBbl. JIOCTYIT K KaXXAOMY BUAY paObOT U KOJMYECTBO MOMBITOK HA BBIMIOJTHEHUE
3a/IaHKUsT  TIPEAOCTABIIACTCS HA OTPAHMYEHHOE BpEMSI COIJIACHO PErJIaMEeHTY JIUCLUILIMHBI,
onyonmukoBanHoMy B CJ1O. [IpernogaBaTens O1eHUBAET BBHITTOJTHEHHBIE 00yJaronuMcst paboThl He
no3aHee 14 pabouyux HEH 1Mociae OKOHYaHUS CPOKa BBITIOJTHEHHUS.
Ccbuika Ha anekTpoHHbId Kypc mno aucummuinHe OILOS  «/lokyMeHTannoHHOE

o0ecrieyeHue yrpaBiICHHs»

Pazpaboruuk ['py3noBa Upuna AnexcanapoBHa
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3. ®oH/ OLIEHOYHBIX CPEJACTB MPOMEKYTOYHOM ATTECTALMHU M0 Y4eOHOH TUCHMIUIUHE U
MaTepHuaJbl TEKYNIEro KOHTPOJIS YCIEeBAeMOCTH 00y4ar0IMXCs

3.1. ®opMbI U MeTO/AbI TEKYLEro KOHTPOJIS YCIIeBAeMOCTH 00y4alOLIMXCsl POMEsKYTOYHOI
aTTecTaluu

@DopMBbI TEKYIEr0 KOHTPOJIS yCIIEBAEMOCTH:

Omnpoc (O) — 3T0O OCHOBHOM BHJ YCTHOM NPOBEPKH, MOMKET HCIIOJIb30BATHCA Kak
(GpoHTaNBbHBIN (Ha BOIIPOCH MPENOaBaTels M0 CPaBHUTEILHO HEOOIBIIOMY 00BbEMY MaTepHalia
KpaTKHe OTBETHI (KakK MpaBUJIO, C MECTa) Mal0T MHOTHE OOYYaroIINecs ), TaK U WHINBHUIYaTbHBINA
(mpoBepka 3HAHWUN OTAEITBHBIX OOydaromuxcs). KoMOMHUPOBAaHHBIN ONPOC - OJHOBPEMEHHBIN
BBI30B JIJIS1 OTBETA CPa3y HECKOJIbKUX OOYUYaIOMIMXCs, U3 KOTOPHIX OJWH OTBEYAET YCTHO, OJUH-
JIBa TOTOBSITCSI K OTBETY, BBITIOJHSSI HA JOCKE PazIMyYHbIC 3aIMCH, @ OCTAJIbHBIC BBHIOJHIIOT 3a
OTIEIbHBIMU  CTOJAMHM HWHAMBHUIYyalbHblE IHCBMEHHbIE WJIM IPAKTUYECKHE 3aJaHMs
IpernoiaBaTess.

Kpurepun onieHuBanust:

Oyenku «omauuHo» 3aCIy)KUBAET CTYIEHT, €CIIM OH CBOOOIHO M MPAaBUIBHO OTBETHUJ HA
IIOCTAaBJIEHHBI BOIPOC, 3HAET OCHOBHBIE TEPMHMHBI M OINpPENEIECHUS IO TEMEe, OTBEYaeT Ha
JIOMOJIHUTEIIBHBIE BOIIPOCHI;

Oyenku «xopouioy 3aciyKUBaeT CTYJEHT, €CIIM OH CBOOOJHO M MPAaBUIBHO OTBETHJ HA
MOCTAaBJICHHBI BOMPOC, 3HAET OCHOBHBIC TEPMHUHBI M ONPEICICHHUS IO TEeME, 3aTpyIdHSIETCs
OTBETUTH HA JIONIOJHUTENbHBIE BOIIPOCHI;

Oyenku «y0o6nemeopumenbHoy 3aciy>KUBaeT CTYIEHT, €ClIi OH IPABUIBHO OTBETHJI Ha
MIOCTABJIICHHBI BOMPOC, HO TPH 3TOM IUIOXO OPHUEHTHPYETCS B OCHOBHBIX TEPMHHAX H
OTIpeNIeNICHUSIX M0 TEME, HE MOKET OTBETUTD Ha JIOMOJHUTEIbHBIE BOIIPOCHI;

Oyenka «ney0o61emeopumenbHoy CTaBUTCS CTYAEHTY, KOTOPBIH HEMPaBUIIBHO OTBETUII Ha
BOIIPOC WJIM COBCEM HE JaJl OTBETA.

TecrupoBanmne (T) — 3aganusi, ¢ BapuanTamMu oTBeTOB. KpuTepuu oLieHuBaHus

Oyenxu «omau4Ho» 3aciy’)KUBaeT CTYJIEHT, €CIIM OH OTBETUJI ITpaBuiIbHO Ha 90% Bonpocos
TecTa

Oyenku «xopouioy 3acily’)KUBAET CTYJIEHT, €CIIM OH OTBETHIJI TPABUIIBHO HA YaCTh BOIIPOCOB
75%-90%;

Oyenku «y0061emeopumenbHo» 3aciyKUBaeT CTYJICHT, €CJIM OH MPaBUIIHO OTBETUII YacTh
BompocoB 50%-75%;

Oyenku «Heyo0061emeopumenbHoy 3aciyKUBaeT CTYIEHT, €CIU OH IMPAaBUIbHO OTBETHI

MeHee yeM Ha 50% BOIpocos.
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Koutpoabnas padora (KP) - mucemennas padora mo teme. COCTOUT M3 HECKOIBKUX
3a/1a4 pa3IuYHON CTETEHU CIIOKHOCTH.

Kpurepun onieHnBanus

Oyenku «omau4Ho» 3aCIy>KMBACT CTYICHT, OOHAPYKUBIITHI rIyooKoe 3HAHHE
MaTepuaia, yMeHHE CBOOOIHO BBHITIOJHATH 3a/JaHMs, MOHUMAIOIIUKA B3aMMOCBSI3h OCHOBHBIX
MIOHSATUM TEMBI;

Oyenxu «xopoutoy 3aCiyKUBAET CTYJECHT, OOHAPYXUBIIHA TOJHOE 3HAHUE MaTepHana;
YCHEIIHO BBITIOJHSIONIUN TIPEIYCMOTPEHHBIE 3aJaHus; W JOMYCTUBIINNA HE3HAYUTEIbHBIE
OIMMOKHU: HETOYHOCTh ()aKTOB, CTUJIUCTUYECKUE OIIHOKH;

Oyenxu  «yoogiemeopumenvbHoy 3aCIyXKUBAeT CTYICHT, OOHAPYXHUBIIUKA 3HAHUS
OCHOBHOTO Marepuayiia B o0beMe, HEOOXOAMMOM sl JadbHEHIIero W3y4eHUs IUCIUILTAHBIL
CropaBisoniuiics ¢ BBIMNOJHEHUEM 3aJaHWi; JONMYCTHUBIIMN TOTPEIIHOCTH B OTBETE, HO
o0Jramaronuii HeoOXOAUMBIMU 3HAHUSMU JUIIUX ~ YCTPaHEHUS  TOJ  PYKOBOJICTBOM
MpEenoiaBaTelis;

Oyenxu «Hey0081emeopumeibHo» 3aCIy’)KUBAET CTYICHT, 0OHAPYKUBIIIHIA CYIIICCTBCHHBIE
npoOensl B 3HAHWUM OCHOBHOTO MaTrepuaia, HE CHPABJISIONIUICS C BBIOJHCHHEM 3aJIaHHH,
JIOTTYCTUBIIIMKA CEPhE3HBIC MOTPEIIHOCTH B OTBETAX, HYKIAIOIMIUNUCS B MOBTOPEHUH OCHOBHBIX

pazzenoB Kypca ol pyKOBOICTBOM IIpenogaBaTels.

Tabmuma 3.1
(DOpMBI TEKYIIETO KOHTPOJIA YCIICBAEMOCTHU
Ne HasBanue tem (pa3zaesos) VYuebHast Harpy3Kka oOyJaronuxcs 1o ®dopma
TEMBI BUJIaM y4cOHBIX 3aHATHI, Yac. TEKYILETrO
Makcu- O06s3aTebHAs CP KOHTpOJIA
MaJlb- Jlexun | Ilpaktuk YCIIEBAEMOCTH,
Has u a MIPOMEXKYTOUHO
i aTTecTauuu
1. Brenenne. ICTOKH IEIONTPON3BOJICTBA 2 2 O, T
2. JlenoBast JOKyMeHTaIus 2 2 O, T
3. YHubUKanus v cCTaHIapTH3AIUS 2 ) O, T
YIPaBICHIECKOH TOKYMEHTAIINI
4, OpraHn3anuoOHHO-TIPABOBAS 4 ’ ) O, T
JTOKYMEHTAIUS
5. [TonsaTHe U QYHKIINN OPTaHU3AITHOHHO- O, T
pacTopsaauTeIbHON JOKYMEHTAIIUI
(OPJT). Bugst OP/I. OpranuzanuoHHbIC 6 4 )
JIOKyMeHTHI: Y ctaB, [lonoxenue,
Wuctpykuumu. [Topsaok ux cocTaBieHUs u
HCTOJIb30BaHUs.
6. Cuctema nH(pOpMannoHHO-CIIPABOYHOM T, KP
JIokyMeHTanuu. HazHaueHue u BUIIbI 6 4 )
UH(POPMALMOHHO- CIIPABOYHBIX
JIOKYMEHTOB
7. JloxyMeHTaIus o TMYHOMY COCTaBY. O, T
Haznauenue THYHBIX JOKYMEHTOB. 4 )
Kanposast tokyMeHTaIs — TPyJIOBbIC
KOHTPAKTHI, PUKA3HI IO JINTHOMY 6
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COCTaBy, TPYOBBIC KHIKKU.
YunguunposanHsle GOPMBI IEPBUIHON
YUETHOH JOKYMEHTAILUH 110 TPYAY U €ro
ormjiare

OO0mue npaBuia COCTaBJICHUS 6 O,T
JIOKYMEHTOB I10 JITYHOMY COCTaBY

[TnanupoBanue pabOThI IPEIPHUSITUS 6 4 2 o, T

XapakTepucTHKa U opopMiIeHHE 6 O, T
(pMHAHCOBO-pacyYETHHIX JIOKYMEHTOB.

11.

Pouns Oyxrantepuu B pellieHUH 6 O, T
(hMHAHCOBBIX 3a/1a4 OPTaHU3AIINH. 2 2 2
Knaccudukanus yaéTHBIX JOKYMEHTOB

12.

OcCHOBHBIE BUBI JOKYMEHTOB 10 6 O, T
(hHMHAHCOBO-PACUETHBIM OICPAIHSIM

13.

JIOKyMEeHTO00O0pOT OpraHU3aIUH. O, T
[loHsATHE «HOMEHKIATYpPA ACI».
Ha3snadenue ¥ BUAbI HOMEHKJIATYPHI €.
Tumnosasi, mpuMepHasi 1 KOHKPETHAs
HOMeHKJatypa nei. TpeboBaHus,
HIPEABABISAEMBIE K COCTABJICHUIO U 6 2 2 2
3aI0JIHEHHIO ()OPMBI HOMEHKJIATYpPBI JIeJT
OpraHU3aLUH.

OcHoBHBIE TpeOOBaHUS, IPEIBIBISIEMbIC
k ohopmiiernto nein. [loaHoe u yacTHIHOE
ohopMIICHHE JCII.

14.

OO0m1as xapakTepuCTHKa O, T
OpPraHU3aIMOHHO-TEXHUIECKUX CPEIICTB B 4 4
JIeJIONPOU3BOJICTBE

15.

ITepcoHanbHBIE KOMIBIOTEPHI B 2 O, T
COBPEMEHHOM JICJIONPOM3BOCTBE.
KO/I — xommbproTepHas 06paboTka
JIOKYMCHTOB.

Koncynpranuu 2 - - - -

Bcero 72 40 18 12 -

Ipumeuanue: @opmvl mekywe2o konmpons ycneeaemocmu: onpoc (0O), mecmupoganue

(T), konmpoavuas paboma (KP).

[IpomerxyTouHas aTTecTalus MPOXOAUT B (hopMe 3ayera.
Kputepuu onenuBanus:

Oyenka «3aumeHo» 3aCITy)KUBAET CTYACHT, OOHApYKUBIIHI I1yOOKO€e 3HaHHE MaTepuaia,

CBOGOIIHO BBITTOJTHUBIINH 3aaHucC, HOHI/IMaIOH_[I/Iﬁ B3aMOCBA3b OCHOBHBIX HOHHTHﬁ;

Oyenxu «He 3aumeHoy 3aCIIy’)KUBAET CTYACHT, OOHAPYKUBIIUI CyILIECTBEHHBIE TPOOEIIBI B

3HaHHMM OCHOBHOI'O Martcepuajia, HE CHp&BHBH.IPIﬁC?I C BBIIIOJIHEHHUEM 3aJaHusd, ,Z[OHYCTI/IBIHI/Iﬁ

CCPLC3HLIC NOTPCIIHOCTH B OTBETAX, Hy)KHaIOHIHfICH B MMOBTOPCHWU OCHOBHBIX Pa3ICJIOB Kypca.

3.2. MarepuaJibl TEKYIIero ¥ MPOMeKyTOYHOI0 KOHTPOJIS YCIIeBAeMOCTH 00y4ar0IIUXCs

[TpuMepHbIe TUTIOBBIC TPAKTUYECKHIE BOTIPOCHI IO TeMaM JICKITHIA:

1. ObopMHUTE 3ar0IOBOYHYIO YaCTh MHChMA

2. OdopMHTD 3ar0JOBOYHYIO YaCTh JOJDKHOCTHONW MHCTPYKIIUU

3. OpopMUTH 3aT0JIOBOYHYIO YACTh MPHUKA3a IO OCHOBHOM JIEATEITLHOCTH

4. OpopMHTD 3ar0JIOBOYHYIO YaCTh IPUKa3a MO JUYHOMY COCTaBY
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5. OpopMUTB 3aT0JTOBOYHYIO YaCTh MPOTOKOIA

6. ObopMHUTB 3ar0JIOBOYHYIO YaCTh aKTa

7. OdbopMHUTB 3ar0IOBOYHYIO YACTh BHEIIHEH JOKIATHON 3aIMUCKH

8. [TocTpouTh cxemy coaepx’aTeIbHOW YaCTH TOJKHOCTHOM MHCTPYKIIUU

9. IlocTpouTh CXEMY COZIEPKATEIBHON YaCTH MPUKa3a MO0 OCHOBHOM JI€SITEIbHOCTH

10. ITocTpouTh cXeMy cOAEpKATEIBbHOM YaCTH MPUKA3a 110 JINYHOMY COCTaBy

11. ITocTpoutk cXxeMy coaeprKaTeIbHOM YacTH MPOTOKOJA.

12. IlocTpouTh cXeMy COJIepKaTEIbHOM YacTH aKTa

13. IlocTpouTh cxemy coliepKaTeabHOM YaCTH TOKJIAIHOMN 3 CKU

14. TTocTpouTh 0OPMIIAIONTYIO YaCTh TAPAHTUHHOTO MUChMa

15. IlocTpouTh 0GOPMIIAIONTYIO YaCTh JOJKHOCTHON MHCTPYKIIUU

16. ITocTpouTh 0OPMIISIONIYIO YaCcTh NMPUKa3a MO OCHOBHOM JACATEIHHOCTH

17. ITocTpouTh 0OPMIISIONIYIO YaCcTh MPUKa3a MO JUIHOMY COCTaBY

18. TTocTpouTh OQOPMIISIONIYIO YaCTh TPOTOKOIIA

19. IlocTpouTh 0GOPMIIAIONTYIO YaCTh aKTa

20. ITocTpouTh 0HOPMIISIFOIITYIO YaCTh BHEITHEH JTOKIIATHOMN 3aITUCKHI

21. Pacmudposats pexBusut «Ne 06-26-136», ero Ha3HAUYCHHE

22. Pacumdposatp pekBu3UT «06.06.2023», ero Ha3HAUEHUE

23. PactudpoBats pexBu3uT: «Ha Ne 06-16-198 ot 05.06.2023», ero Ha3HaueHUE

24. PactmmudpoBath pekBU3UT: OO0 «JIyu» Bxom. Ne 25-16 26.06.2023». B kakoit yactu
JIOKYMEHTa OH CTaBUTCS

25. Pacummdpoathk pekBU3UT: «3ameudanuii HeT. FOpuckoncynsT noanucs A. C. IlerpoBa
24.06.2004». @yHKIMS peKBU3UTA

26. PacniopsiauTenbHble TOKYMEHTHI OpraHU3allii: MPUKa3bl IO OCHOBHOM JEATEIIbHOCTH
Y JJMYHOMY COCTaBY NMPEATNPUATHUS, TPUIIOKEHUS K IPUKA3y, BBITUCKU U3 TPUKA3a, PACTIOPSHKEHUS,
yYKa3aHUsl, PEIICHHUS.

27. NadopMaIlimoOHHO-CTIIPABOYHbBIE JTOKYMEHTHI OpPTaHU3aliy: MPOTOKONBI U PEIICHHUS,
aKThbl, JOKJIAIHbIE U OOBSICHUTENbHBIC 3alKCKH, CIPABKU CIIy)KEOHbIE MUChMA, TEJIErpamMMbl,
MeXIyHapOJAHbIE MHChbMa, TeNe(OHOTPaMMBI.

28. CoBpeMEHHOE JIeJIOBOE€ MHCHMO: MpaBuia O(QOpPMIICHHE JEIOBOTO MHCbMA, BUIBI
IIUCEM, MEXAYHAPOIHbIEC TUCHMA.

29. Vcrag. IlonoxxeHne 0 CTPYKTYpHOM TMOJpa3feieHUN MPEAIpHUATHS (OpraHu3aIuu,
YApEKICHUS ).

30. MHCcTpyKIMs MO BUAY AESATEIBHOCTH NPEANPUATHS (OpraHU3aluu, YIPEKICHNS).
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31. lomkHOCTHAs: MHCTPYKIMS paOOTHUKA NPEANPUATHS (OPraHU3aLMH, YUPEKICHHS).
32. CTpyKTypa U IITaTHOE PaclHCaHUE.
33. UHcTpyKuMs 1O BUAY JEATEIbHOCTU MNpeanpusatus JloKHOCTHAash HMHCTPYKLHS

paboTHHKA IPeANPUATH (OpPTaHU3AIUH, YIPESIKICHUS ).
3.3. OueHo4YHbIE CPEACTBA MO TUCUHUIJIMHE ISl IPOMEKYTOYHOM aTTeCTAlMHU

bunier Ha 3adere cOCTOUT U3 ABYX BONPOCOB — TEOPETUUECKHUI BOMPOC U MPAKTUUYECKAS
3a/1aua.

Bonpoce! 6uieToB A1t IpOMeXyTOUYHOTO KOHTPOJIS:

1. I19Th OCHOBHBIX 3TaNOB B UCTOPUHU AEIONPOU3BOACTBA B POCcHHU, UX XapaKTepHUCTHUKA.
Oco0OeHHOCTH B OpraHU3aIu padOThl ¢ JOKYMEHTAMHU Ha Ka)KJIOM M3 3THUX JTaIoB.

2. ToHsTHS: «IOKYMEHTHPOBAHHUEY, «IOKYMEHTAIMOHHOE OOECIICUCHHE YIPABICHUS.
3HaueHue HHQOpMAIMK U JOKYMEHTOB B JKU3HH Ye€JIOBEKa U 00LIeCTBa.

3. llonsatue «iokyMeHT». OTIWYNEe TMOHATHHA «TOKYMEHT» U «WH(popManusy. OyHKINN
JIOKYMEHTA.

4. HopMaTUBHO-METOAMUECKUE  JIOKYMEHTBI,  pPErIaMEHTUPYIOIIUE  COBPEMEHHOE
JIEJIONPOU3BOJICTBO.

5. Ocnouble pasaeinsl ['C JIOY, ocHOBHBIE ONpeieNIeHUS, 3aKPEIIJICHHbIEC B HEH.

6. [lonstue «CucreMa 10KyMEHTALMWY, PA3HOBUIHOCTU CUCTEM JOKYMEHTAIMU. OTanaust
(YHKIIMOHATBHBIX CHCTEM JOKYMEHTAIIMH OT OTPACIEBBIX.

7. Tlonarue YCJI, ux cocraBHblie 4yactu. JleiicTByronue B Hactosimee Bpems YCJI.
Cucrema opraHu3allMOHHO-pacnopsauTeabHon fokyMenTanuu Y COP /1.

8. Ionsarusa pexBuzura u ¢opmynspa. Obsg3aTenbHbIe PEeKBU3UTHI ToKyMeHTa. Habop
PEKBU3UTOB KOHKPETHOTO IOKYMEHTA.

9. OcHoBanwus KIaccuUKAIUi BUIOB JOKYMEHTOB.

10. Paznuuus BXOASIIIMX, UCXOJAIIMX U BHYTPEHHUX JTOKYMEHTOB.

11. TloHATHS MHANBUAYAIBHBIX, TPA(QAPETHBIX U TUMTOBBIX JOKYMEHTOB.

12. YcraHoBiIeHHBIE HOPMATUBHBIMU JOKYMEHTaAMU CPOKH XPAHEHUS IOKYMEHTOB.

13. Tlonsitue 6;1aHka TOKyMeHTa. PekBU3UTHI OT1aHKa muchMa. PekBU3HUTHI 00111eTO OJIaHKa
OpraHHU3aIMH.

14. TpeGoBaHUs K TEKCTY JOKYMEHTA.

15. TpeGoBaHusi K M3TOTOBJICHUIO AOKyMeHTa. V3MeHeHHs TpeOOBaHUIl ¢ MOSBICHUEM
COBpPEMEHHBIX HHPOPMAITMOHHBIX TEXHOIOTHHA.

16. IloHsiTHE 1 XapaKTEPUCTUKA OPTraHU3AlMOHHBIX JOKYMEHTOB.
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17. Onpenenenue moroBopa, ero crpykrypa. Hammune 3akperiennoit [OCTom ¢opmbr
JI0TOBOpA.

18. Bunbl mosiokeHui, X CTPYKTypa.

19. Bunpl uncTpyKIMH, UX CTpyKTypa. HeooxoaumocTs TuNoBO# HHCTpyKIuH. Co3nanue
WUHAUBUAYAIbHON HHCTPYKIIMH.

20. IlonsTHE WITAaTHOTrO pacnucaHus. Bo3MOKHOCTh M3MEHEHUI INTATHOIO PACHMCAHUS
IIOCJIE €70 YTBEPKICHUS.

21. DTamnbl MOArOTOBKU PACOPSIUTEIIbHBIX TOKYMEHTOB.

22. Buapl puka3oB. CTpyKkTypa MHUIIMATUBHOTO MPHUKA3a MO0 OCHOBHOM JESITEIBHOCTH U
MpHUKa3a Mo JUYHOMY COCTAaBY.

23. CrpykTypa IpOTOKOJA, BUABI IIPOTOKOJIOB, UX OTIAMYMA JApyr oT npyra. Ilopsmok
o(opMIIeHHUS, TOMUCH U YTBEPKACHHSI POTOKOIA.

24. CoeoOpa3zue nH(POPMaIMOHHO-CIPABOYHBIX TOKYMEHTOB.

25. Ctpykrypa akta. [lonmucu, rpud yTBepkKIeHus, 3aBepeHre TeuaThio.

26. CxoncTBa M OTJIMYUSI OTYETHBIX, WHUIIMATHBHBIX M MH()DOPMAIIMOHHBIX JOKJIAIHBIX
3anrcok. OdopmiteHrne TOKIaHBIX 3alMCOK Ha OJaHKax.

27. Otnnure 00BSICHUTEILHOM 3aIIMCKA OT JOKJIAIHOMN.

28. Topsimox odopMieHHs CIy)KeOHBIX CIPAaBOK, OCOOCHHOCTH CIIPABOK JIMYHOTO
Xapakxrepa.

29. Ctpykrypa nucbma. BaxXHOCTh BBEICHUS B ITUCHME.

30. JIOKyMEHTBI, OTHOCSIIHECA K AOKYMEHTAM IO JIMYHOMY COCTaBY, MX BaXKHOCTh U
ocobenHocTH. CpOKH XpaHEHHS JJOKYMEHTOB I10 IMYHOMY COCTaBY paOOTHHKOB.

31. JlanHbIe, HA OCHOBAHWHU KOTOPBIX COCTABIISICTCS aHKETA O MpueMe Ha paboTy. JlaHHbIe,
KOTOpBIE MOTYT BaM IMOHAJI00UTHCS B aHKETE.

32. HopMmaTuBHBIC aKThl, PETIAMEHTHUPYIOIIME BOIMPOCHI PabOTBI C OOpaIIEHUSIMHI
rpaXKaaH.

33. Bujpl JOKYMEHTOB, BXOJSIIUX B JEIOMPOU3BOCTBO MO OOPAIICHHUSIM TPasKIaH.

34. OcoOeHHOCTH JIETOMPON3BO/ICTBA IO OOPAIICHHUSIM TpaXKaaH.

35. OcobeHHOCTH KOH(PUACHIINATHHOTO JIEIOTPONU3BOJICTBA.

36. CocTtaB KOH(UACHIIUATBHBIX TOKYMEHTOB.

37. JIokyMeHTBbI, cofiepKalliie KOMMEPUECKYIO TailHy.

38. IlepcoHasibHbIE TAHHBIE COTPYIHUKOB.

39. OTBETCTBEHHOCTD 32 PA3IJIAIICHUE CBEACHUM, COCTABIISIOMINX KOMMEPUYECKYIO TailHY,
Y TIEPCOHAJIbHBIX JIAaHHBIX COTPYIHUKOB.

40. ®opMBbl OpraHU3alUK JOKYMEHTAIIMOHHOTO 00CIyKUBaHus. VX XapaKTepUCTHKA.
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41. Crpykrypa ciyx0b1 JIOY, ocHoBHBIC 3anaun U ¢yHKIMU. KaTteropun paGOTHHKOB,
BXOIAIINX B cyx0y JJOY.

42. TlonsiTHE JOKYMEHTOOOOPOTA, €r0 XapaKTEePUCTUKHU, a TAK)KE OCHOBHBIC MPUHITUIIBI U
npaBuia. OObEKTUBHBIE M CYOBEKTUBHBIC MPUIUHBI POCTA IOKYMEHTOO00POTA.

43. TexHoyormueckasi IEMOYKA ABUKEHUS W OOpaOOTKHM JOKYMEHTOB, BXOJSAIIUX B
OpraHu3alyio, €€ OTIWYUE OT LENOYKU TMEpPEABUKEHUS BHYTPEHHUX JOKYMEHTOB.
OTnUuuTeNbHBIE YePTHI 00Pa0OTKH UCXOISAIINX JOKYMEHTOB.

44. HeoOX0aUMOCTh M OCYIIECTBICHHE PETUCTPAIlMU W WHIECKCHUPOBAHHUS JTOKYMEHTOB.
CymiecTBylonie  perucTpalioHHble  (QOpMBL.  XapaKTepUCTUKAa  aBTOMATH3MPOBAHHBIX
WH(GOPMAIIMOHHO TTOUCKOBBIX CUCTEM.

45. Llenu KOHTPOJIS HaJl CPOKaMU MCIIOJIHEHHSI TIOKYMEHTOB. Buibl KOHTpOJIS.

46. Tlonstue nena w HOMEHKIaTypbl Aed. CTpykTypa HOMEHKJIATypbl Aei. Bunbl
HOMEHKJIATyp 1], UX XapaKTePHUCTHKA.

47. Cpoku XpaHEHUs 1€, MOPSIIOK UX UCUUCIICHHUS], IOKYMEHThI, UX YCTaHABIMBAIOIIKE.

48. OnpeneneHue KCNEPTU3bI IEHHOCTH JOKYMEHTOB, MPUHLUIIBI, JIEXKAIIUE B OCHOBE
OLIEHKHM IIEHHOCTH IOKYMEHTOB. IlopsAnok mpoBeneHHs SKCIEepTH3bl IIEHHOCTH JOKYMEHTOB B
OpraHu3aluu.

49. Tlopspok opopmiteHus Aena, BUIbI 0POPMIICHHS eI, HEOOXOAMMOCTh 3aBEPUTEIHHOM
HAJUCU U ONKUCH IOKYMEHTOB.

4. MeTtoauyeckue yKazaHusl AJ1s1 00y4arOIIHUXCH M0 0CBOCHUIO AMCHMIIINHBI

[Ipuctymas x wusydenuto mucuuriuabl OIL.05S  «/lokymeHTanmonHoe oOecneyeHune
yIpaBJICHUS», CTYACHT JOJDKEH O3HAKOMHUTBCSA C COJAEp)KaHHEeM NaHHON «Pabouelt yueOHOI
MPOrPaMMOil TUCIUTUTHHED) C TEM, YTOOBI UMETh YeTKOE TPECTaBICHHE O CBOCH padore.

N3yueHne  OUCHUIIIMHBI  OCYIIECTBIIIETCSI HA  OCHOBE  BBIJAHHBIX  CTYIEHTY
IpenojaBaTesieM PeKOMEHIAlUil MO BBHIIOJIHEHUIO BCEX 3aJaHUil, MPEIyCMOTPEHHBIX YU4eOHBIM
IIJIAHOM U IIPOIPaMMOM.

B mepByro ouepenb HEOOXOAMMO YSICHUTH LEb W 3a0a4d HM3y4aeMOW TUCITUIUIMHEI,
OLICHUTh O00bEM MarepHuaja, OTBEIEHHOIO s H3Y4YeHMs] CTYICHTaMH CaMOCTOSTEIBHO,
1no100paTh OCHOBHYIO U JIOTIOJHUTENBHYIO JINTEPATYPY, BBISIBUTH HanOoJiee BaKHbIE MPOOIIEMBI,
CTOSIIIKE 110 BOMIPOCAM U3y4aeMOM JUCIUTIIINHBL.

BreimonHenue 3amaHWii  OCYIIECTBISIETCS B COOTBETCTBHH C YYEOHBIM IUIAHOM H
nporpammoil. OHU JTOJKHBI BBIIIOJIHATBHCS B COOTBETCTBHH C METOJAMYECKUMHU PEKOMEHTallUsSMM,
BBIJJAHHBIMM MPENIOJABATEIIEM, U MIPEICTABIEHbI B YCTAHOBJIEHHBIE MPENOJABATEIEM CPOKH.

N3y4asi iepBOMCTOYHHKH, I[€71€CO00Pa3HO 3aKOHCTIEKTUPOBATH TOT MaTepPHaIl, KOTOPHIA HE

COO0O0IIaCs CTyACHTaM Ha JICKIIHSIX.
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Ha 3aHATHSX JEKIMOHHOTO M TMPAKTUYECKOTO XapakTepa CTyAEeHTaM Uil paboThl

TpeOyeTcs: TeTpab IS 3alHCH JEKIIUN U 3aTaHUH.

5. YueOnas iuTepatypa u pecypcbl HHPOPMAINHOHHO-TEJIEKOMMYHHUKAITMOHHOMI
cetn «MHTEpHET»

OcCHOBHbBIE HCTOYHUKH:

1. Annpeesa, B.W. [lenonpounsBoacTBo: opranu3anus u Beaenue / B.J. Anapeesa. - M.:
KnoPyc, 2022. - 267 c.

2. Anaponoga, 1.}0. Kanposoe nenonpon3Boctso: JlokymenTamnus: Y4yebnoe nmocodue /
WN.YO. Auapomnosa. - M.: Academia, 2022. - 240 c.

3. bacakoB, M.U. JlokyMeHTallMOHHOE OOECIICUCHHE YIPABICHUS (JIETOMPOU3BOJICTBO):
yaeOnuk / M.U. bacakos. - Pu//1: ®enukc, 2022. - 120 ¢

4. beikoBa, T.A. JlemonpousBoactBo: YueOoHuk / T.A. breikosa, JI.B. Cankuna, JI.M.
Bsnoga. - M.: Ungpa-M, 2022. - 245 c.

5. Bsona, JI.M. KanpoBoe nenonpounsoactBo. Yuebnuk / JI.M. Bsinosa. - M.: Academia,
2022.-180c.

JlonoTHUTeIbHbIE UCTOYHUKH:

1. TOCT P 7.0.97-2016. Haunonanbhnsbiii cranaapt Poccuiickoit denepanuu. Cucrema
CTaHJApTOB MO HH(OpMaruy, OUOIMOTEUHOMY M H3JAaTeNbCKOMY aeny. OpraHu3alnuoHHO-
pacropsiiuTeNbHas TOKyMeHTanus. TpeboBaHust K O0GOPMIICHHIO JOKYMEHTOB. [DJIEKTPOHHBIN
pecypc] // KorcynwranT [Tnroc. — Pexxum mocrtyma:

http://www.consultant.ru/document/cons_doc_LAW_ 216461/

2. TOCT P 7.0.8-2013.Hamuonanbusiii crannapt Poccuiickoit ®enepauun. Cucrema
CTaHJapTOB MO MH(pOpMAIK, OMOIMOTEYHOMY M HM3AaTelIbCcKoMy Aeny. [lenonpousBoiacTBo u
apXWBHOE J1ej0. TepMuHBI U ompeaeneHus. [DnekrponHsiii pecype]| // KoncynpranT Ilmroc. —

Pexwum noctyna: http://www.consultant.ru/document/cons_doc LAW_163800/

HNHuTepHeT-pecypcsl
1. I'paxxnanckuit  xomexc Poccuiickori @Denepanuu [DnekTpoHHBIA  pecypc] //
Koncynprant [Lroc. - Pexum JIoCTyna:

http://www.consultant.ru/document/cons_doc LAW_5142/

2. TpynoBoii konekc Poccwuiickoit @eneparmu [InekTpoHHbIH pecypc] // KoHcynbTaHT

[Tmroc. — Pexxum moctymna: http://www.consultant.ru/document/cons_doc_ LAW_ 34683/

3. DnekTpoHHas OUOIMOTeKa YYEOHMKOB. Y UYCOHUKH TIO IETIOTIPOU3BOJICTBY.
[DnexTpoHHBIH pecypc] // JdemonpousBoacTso. — Pexxum moctyma:

https://studentam.net/content/category/1/52/62/
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6. MaTepuajibHO-TeXHUYeCKas 0a3a, MHPOPMALMOHHbIE TEXHOJIOTMH, IPOrPAMMHOE
o0ecrnieyeHne U MH(POPMALMOHHBIE CIIPABOYHbIE CHCTEMbI

st o6yuenus crynentoB no auciumummae OI1.05 «/lokymeHnTannonHoe obecriedeHre
YIOPABJICHUS» HMEETCS KaOWHET, 00OPYHIOBaHHBIN BHICOMPOCKIIMOHHBIM O0OpYIOBaHHUEM,
CTOJIaMH, CTYJbSIMHU, KIIACCHOW JOCKOW, CHUCTEMOW ocBemleHHs. Takxke B (umuane uMeercs
OubimoTeka, WMeroIas pabodyne MecTta I CTYACHTOB, OCHAIICHHBIE KOMIBIOTEPAMHU C
JIOCTYIIOM K 0a3zam JaHHbBIX ¢unrana u cetu UHTepHeT.

NudopmaninoHHO-CIIPaBOYHBIE CHCTEMBI

1. www.consultant.ru

2. www.garant.ru
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