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1. O01me MoJI0KeHu s

1.1. Ob6sacTh NPUMEHEHHUS TPOTPAMMBI

Pabouas nporpamma AUCHUIUIMHBL «J{OKyMEHTaIIMOHHOE 0OecrieueHIe YIPaBICHUS SABISETCS
YaCThI0O OCHOBHOM NMpodecCcHoHaIbHOW 00pa3oBaTeabHOl mporpamMmbl B cootBeTcTBUU ¢ PI'OC 1o
cnenranbHocTH CITO 38.02.01 «OxoHOMUKA B OyXTranTepcKuil ydeT (110 OTpaciisaM)y.

1.2. MecTo IMCUMIUIMHBI B CTPYKType OCHOBHOH npodeccHoHaJIbHOI 00pa3oBaTe/JbHOM
NPOrpaMMmbI:

Huctunmuaa  OI1.05  «JlokymeHTanmoHHOe oOecreueHne YIpaBlIeHUS» OTHOCUTCS K
obmenpodeccHoHaNbHBIM JTUCITATLTAHAM.

1.3. Heau n 3aga4m y4yeOHON AUCHUILUIMHBI — TPeOOBAHUS K pe3y/bTATaM OCBOCHHSI y4eOHOM
AUCHUTIINHBI:

[lenp nuCUUIUIMHBI — OpraHu3auus paboThl ¢ JOKYMEHTaMH C MOMEHTa MX CO3JaHUs WU
MOJTyYEHUs! /10 3aBEpILEHUs HCIOJHEHHs 10 HUM W Tepefadya Ha XpaHEHHEe, a TakKe H3ydyeHUue
IpOIEeTyp COCTABICHUS U OPOPMIICHUS JTOKYMEHTOB, OTPAXAIOIIUX YIPABICHUECKYIO JACSITEIbHOCTD
npeanpusaTus, B COOTBETCTBUU C COBPECMCHHBIMU TpCGOBaHI/IHMI/I.

3anaun U3yyeHus TUCUUTUTHHBIL:

— (popMUpPOBaHKE PALMOHAIBHBIX MTOJX00B K OPraHM3aluy paboThl C TOKyMEHTAMH;

— H3YUYCHHUC COBpeMeHHOﬁ TCXHOJIOTHU BBIIIOJIHCHUA JOCIIOIIPON3BOACTBCHHBIX onepaunﬁ;
onpeaenuts Mecto JIOY B mpoleccax ynpasiaeHUs;

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

1.4. Ilnanupyemble pe3yJabTaThbl 00y4eHHs M0 JUCIUIIINHE
JucuuminHa «/loKyMeHTallmoHHOE OOecTeYeHne YIpaBJICHUsS» OOECIeYHBAET OBIAJCHHUE
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,
HE00XO0IMMOM IS BBIIIOJHEHUS 33J1a4 IPO(PeCCHOHATIBHOMN IS TEIbHOCTH.
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.




OK 09 Hcnonb3oBate WHPOPMALMOHHBIE TEXHOJOTMH B  MPO(ECCHOHATBHOM
JESITETbHOCTH.

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.

Tabmuua 1.4.3. — CooTHeceHne  BHUJOB  JIEATEIIBHOCTH  CO  3HAaHUAMH,  YMEHHAMHU
Y TPAKTUYECKUM OTIBITOM

Kox, HammenoBaHne Kon IToka3zaTenu olleHUBAHUS —
OTO/TD! KOMITeTCHINH/ pe3yabTaThl 00y4eHUs
(npu Haruuuy KOJ| 3Tamna (TpynoBble AeHCTBUS, HEOOXOIUMBIC 3HAHUS, YMCHHUS )
npopcmandapma)/ KOMIICTCHIIUH

(YKa3618ar0MCsi 3HAHUS, YMeHUsl, mpyoossle Oelcmaus

TPYAOBbIC UM coomeemcmeyrowei OTD I1C)

npohecCUOHATbHEIC
JEHUCTBHUS

OK 01 Ha ypOBHE YMECHHI: pacIlO3HABATh 3a4a9y WA ITPoOIeMy B
NpoQeCCHOHANTEHOM HITU COIIMATBHOM KOHTEKCTE;
AHAIM3UPOBATH 33]1a4y WU MPOOIEMY U BBIACIATH €€
COCTaBHBIC YaCTH; OTIPEJICIATE JTAIBI PEIICHHS 3314,
BBISBJIATH U 9()PEKTUBHO UCKATh HH()OPMAILIHIO,
HEOOXOUMYIO TSl PEUICHHS 3a/Ja4H WIH TPOOJIEMBI;
COCTaBHTH TIIaH JICHCTBUS; ONPEICIUTh HEOOXOIMMEIC
peCypCHI; BIaJIeTh aKTYaIbHBIMH METOJaMU paboThI B
MpoheCCUOHATBHON B CMEXKHBIX C(hepax; peaan30BaTh
COCTaBJICHHBIH IJIaH; OICHUBATH PE3YIbTAT U TOCICICTBHUS
CBOUX JICUCTBHI.

Ha ypOBHE 3HAHWUW: aKTYaJbHBIN MPOQPECCHOHATBLHBIN 1
COIMATbHBINA KOHTEKCT, B KOTOPOM MPUXOAUTCS padoTaTh U
PKUTh; OCHOBHBIC HCTOYHUKY MH(QOPMAIIHH U PECYPCHI IS
peleHus 3a71a4 | MpodiieM B IPOPeCCHOHATBHOM U/HIH
COIMATLHOM KOHTEKCTE; JITOPUTMBI BBITIOJIHEHUS pa0OT B
MpoheCCUOHATBHON B CMEXKHBIX 001aCTSAX; METOIBI pabOTHI B
MpodeCcCHOHATEHON B CMEXHBIX chepax; CTPYKTypy IUIaHa
IUTSL peTeHus 3a]1a4; TIOPSJIOK OIIEHKU Pe3yIbTaTOB PEIICHUS
3a1a4 npodecCHOHATLHON NI TSIbHOCTH

OK 02 Ha ypOBHE 3HAHUN. MOHITHE, IIENH, 3aJaYyd U TPUHIUIIBI
TeJI0TIPON3BOACTBA
Ha YPOBHE YMEHHUI: UCIOIb30BaTh YHU(DUIIUPOBAHHBIE (HOPMB]
TOKYMEHTOB

Ha YPOBHE TPYIOBBIX IEHCTBHIA: IPOBOIUTH aHAIH3
MHQOPMAITUH O COCTOSIHUH CUCTEMBI JIOKYMEHTAITHOHHOTO
o0ecTIeYeHs YIIpaBIeHUs OpraHn3alui. BHOCUTH
MPEUIOKCHUS 110 OPTaHU3AIUY U COBEPIICHCTBOBAHUIO
CHUCTEMBI JIOKyMEHTAITMOHHOTO 00ECIICUCHUS YIIPaBICHUS
OpraHu3aIyu

OK 03 Ha  yYpOBHE  3HAaHWW: CHCTEMBl  JOKYMEHTAIIHOHHOTO|
oOecrieueHus YIpaBICHUS

! Il 06IIMX KOMIIETEHIMI MepBast KOJOHKA MOYKET HE 3aIIOHATECS
5



Ha YpOBHE YMEHHH: OCBaMBaTh TEXHOJIOTHH]
ABTOMATH3UPOBAHHOM 00pa00TKH JOKYMEHTAIIUH

Ha YPOBHE TPYIOBBIX IEHCTBHI: CAMOCTOSTENFHO OTPEACIISATh
3aaun Mpo(heCCUOHATBHOTO W TUYHOCTHOTO Pa3BUTHS,
3aHMMaThCSl caMo00pa30BaHNEM, OCO3HAHHO TTAHHUPOBATH
MOBBIIIICHUE KBATU(UKAIIUH.

OK 04

HAa YpOBHE 3HaHHWH: O0COOEHHOCTEH JOKYMEHTHPOBAHHS
KOJJIETHaJIbHON 1E€ATEIbHOCTH;

Ha YPOBHC yMeHHﬁ: BCCTU NOKYMCHTAIHIO IO ACATCIBHOCTH]
KOJIJICTUAJIBHBIX OpPraHOB

Ha YpPOBHE TPYIOBBIX JeicTBHIA: O3HAKOMIICHHE PAOOTHUKOB
OpraHM3alid C €€ JOKATbHBIMA HOPMATUBHBIMH aKTaMH U]
METOJUYCCKUMH  JTOKYMEHTAaMH TI0  JIOKyMEHTAI[HOHHOMY]
obecrieuenuto ympapieHus. KoHCynbTHpoOBaHWE paOOTHHUKOB
OpraHHU3aIiy M0 BOIIPOCaM JOKYMEHTAIIMOHHOTO 00ecTieueHus]
VIIpaBJICHHS, 3aKPEIUICHHBIM B €€ JIOKaJIhbHBIX HOPMATHUBHBIX
aKTax

OK 05

Ha YpOBHE 3HAHUI: TPEOOBAHMUS K COCTABICHUIO M O(OPMIICHHIO
TOKYMEHTOB

Ha YPOBHC YMGHHﬁI XPAHCHHUC U TIOMCK JOKYMCHTOB

Ha YpOBHE TPYAOBBIX IelcTBU: BeneHue perucTpalliOHHBIX U

VIETHBIX (OPM JOKYMEHTOB opraHu3anuu. OpraHu3amnus

epeaaur JOKYMEHTOB MEXAY YPOBHSIMU yIPABICHUSA,
YKOBOACTBOM, UCIIOJIHUTEIISIMU B OpraHU3alluu

OK 09

Ha ypOBHE 3HAHWIl: TEIIEKOMMYHUKAIIMOHHBIC TEXHOJOTHU B
PIIEKTPOHHOM JIOKYMEHT0000pOoTe

Ha YpPOBHE YMEHHUH: JOKYMEHTHI B COOTBETCTBUU C
HOpMATHUBHOW 0a30ifi ¢ WCIOJIb30BAaHHUEM COBPEMCHHBIX]
UHQOPMAITMOHHBIX TEXHOJIOTHI

Ha YPOBHE TPYJOBBIX I€MUCTBUIA: UCTIOJIb30BAThH
OpraHU3alMOHHBIC U TEXHUYECKUE CPEJICTBA IS IEPEBOIA B
PIIEKTPOHHBIN BUJ JOKYMEHTOB U IOKYMEHTHUPOBAHHOMN
uHQOpMaIUK opranu3anuy. Vcnonbp30BaTh OpraHu3allHOHHYO
0(UCHYIO TEXHUKY B paMKaX CBOEH MpoeCCUOHATBHOMN
eATEILHOCTH.

OK 10

Ha ypOBHE 3HAaHWI: 0COOEHHOCTH TOKYMEHTHPOBAHUS
KOJUIETHaJIbHON IEATETHbHOCTH Ha TOCYJapCTBEHHOM U
MHOCTPAHHBIX SI3BIKAX;

Ha YpOBHE YMEHUI: BECTH JOKYMEHTALMIO NIPEINPUATHS,
YUpEXIEHUs, OpraHU3alll1, COCTaBIIATh IPOEKThI JTOKYMEHTOB,
B COOTBETCTBUU C CYLIECTBYIOLUIMMU HOPMaMH U IpaBUIaMU
Ha roCyJapCTBEHHOM M MHOCTPAHHBIX A3bIKAX;

Ha YpOBHE TPYIOBBIX ACHCTBHUIl: BHECEHHE MPEIJIOKECHUN IO
KpUTEpUSIM Ui BBIOOpa  CHCTEMBI  DJIEKTPOHHOTO
MOKyMeHT0000pOTa 7Sl OPraHM3alK Ha TOCYJapCTBEHHOM U

MHOCTPAHHBIX SA3BbIKAX.




IK.1.1.

Ha YpOBHE 3HaHHWi: o0mue TpeOOBaHUS K OyXralTepCKOMY
y4eTy B YacTH JOKYMEHTHUPOBaHMSA BCEX XO3SHCTBEHHBIX
IeiicTBUII M Ollepalyii; MOHITUE MEPBUYHONW OyXTanTepcKou
TOKYMEHTAllU{; OIpEee/iCHHEe NEPBUYHBIX OyXTanTepCKUX
TOKYMEHTOB; (hOpMBI IIEPBUUYHBIX OyXTIaJITEPCKUX JOKYMEHTOB,
COJIePKALIUX 00sI3aTeNIbHbIE PEKBU3UTHI IEPBUYHOIO YUETHOI'O
TOKyMEHTa; TOpSINOK NPOBEAECHUS NPOBEPKH IEPBUYHBIX
OyXraaTepcKux  JOKYMEHTOB,  (OpMajJbHOH  MPOBEPKH
TTOKyMEHTOB, TPOBEPKH IO CYIIECTBY, apHU(PMETHIECKOH
MPOBEPKH; MPUHIMIBI U TPU3HAKA TPYNIUPOBKHU MEPBUYHBIX|

OyXTanTepcKux JIOKyMEHTOB; MOPSIIOK MPOBE/ICHUS
TaKCUPOBKM ¥ KOTHPOBKH TMEPBUYHBIX OyXralTepcKHx
TOKYMEHTOB; MOPAIOK COCTaBJICHHSA PETUCTPOB

OYXTaJaTepCcKOro y4yeTa; MpaBuiia U CPOKH XPaHCHUS IIEPBUYHOM]
OyXraiaTepcKoil JOKYMEHTAIHH.

Ha ypPOBHE yMCHHM: NMPUHHUMATh MPOU3BOJBHBIC MEPBUYHBIC
OyXraaTepcKkue  JOKYMEHTBI,  pacCMaTpUBacMble  Kak
MHUCHMEHHOE JIOKAa3aTeIbCTBO COBEPIICHHUS XO3SIHCTBEHHOM
Orepalii WIK TOJyYeHHE pa3pelieHus Ha € MpPOBE/ICHHE;
PUHAMATh [CPBUYHBIC OyXTaJTepcKHe JOKYMEHThI HA
OyMa)KHOM HOCHTEJC WU B BUAC DJICKTPOHHOTO JOKYMECHTA,
[OAMUCAHHOTO YJICKTPOHHOM TOIIKUCHIO; TPOBEPSITH HATUYHUE B
[POU3BOJBHBIX TEPBUYHBIX  OYXraJTepPCKUX JOKYMEHTaX
00s3aTCIbHBIX ~ PEKBU3UTOB,  MPOBOAWTH  (HOPMANBHYIO
MPOBEPKY  JOKYMECHTOB,  MPOBEPKY IO  CYIIECTBY,
apr(PMETUICCKYIO ITPOBEPKY;

OPOBOJWTH  TPYNNUPOBKY  MEPBUYHBIX  OyXTanTepCKUX
TOKYMEHTOB IO PsIy TMPH3HAKOB; MPOBOIUTH TAKCHPOBKY H
KOTHPOBKY  TEPBHUYHBIX  OYXTaJTEepCKUX  JOKYMEHTOB;
OpraHM30BbIBaTH  JOKYMEHTOOOOpPOT;  pa3Ouparbcs B
HOMEHKIIATYpe JeIT;

3aHOCHTH JAHHBIC 110 CrPYNINUPOBAHHBIM JIOKYMEHTaM B
PErucTphl  OyXTaJTepCKOro yd4era; IepeaaBaTh NEPBUUYHBIC
OyXraaTepcKue TOKYMEHTBI B TEKYIIUH OyXTanTepCKuil apXuB;
repefaBaTth MEPBHYHBIC OyXranTepcKkhe JOKYMEHTBI B
[OCTOSIHHBIN apXHB IO HCTEUYCHHWH YCTAHOBJICHHOIO CpOKA
XpaHEHHST; UCIIPABIIATh OMIMOKMA B MEPBHYHBIX OyXraaTepCKuX
TOKYMCHTaX;

TOKyMeHTaJIbHOe  O(DOPMJICHHE TIOCTYIUICHHS H  Pacxoja

MAaTCPUAJIbHO-TIPOU3BOJACTBCHHBIX 3aI1aCOB.




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

OcHoBHbBIE T ®opmupye | CooTHeceHHE TPYIAOBBIX AeiiCTBHUI, HeO0OX0UMbIe 3HAHUIA,
BH/IbI Mble YMeHUIl ¥ peau3ylouuX JMCIUILTHH (Moay1eil)
npodeccuona KOMIIeTeH
JBLHOM UM
nesirenibHoct | Kog | OT® (koabI)
u/
npodeccuona
JIbHBIHA
CTaHIapT
1 2 3 4 5 6
Bun nesiTeIbHOCTH: TOKYMEHTHPOBAHNE XO3SIHICTBEHHBIX OTIEpaNrii  BeeHNE OyXTraaTepcKOro ydeTa akTHBOB OpTaHU3aIiH
08.002 A/01.5 IK.1.1 JlokyMeHTallHOHHOE 00ecTieueHue yIpaBJIeHHs
Byxrantep ITpunstie k | O6padateiB | T/I. 3 A/01.5 BeisiBieHue cirydaeB HapyIICHHS
y4aeTy aTh OTBETCTBEHHBIMH JINI[AMH TpaduKa TOKyMEHTO000pOoTa 1
MEPBUYHBIX | TMEPBUYHBIC | MOPSIKA IMPEACTABICHHUS B OyXTANTEPCKYIO CITyKOY
YYeTHBIX Oyxraitepc | MEPBUYHBIX YICTHBIX JOKYMEHTOB M HH(POPMHUPOBAHUE 00
JOKYMEHTOB KHe 9TOM PYKOBOJNTEIS OYXTalTePCKOH CITy KOBI
o (akTax nokymentsl | T/1.4 A/01.5 IlpoBepka MepBUYHBIX yYETHBIX JOKYMEHTOB B
XO34AHCTBEHH OTHOILICHUH ()OPMBI, IIOJTHOTHI O(OPMIICHHS, PEKBU3HUTOB
01 XKU3HU TH.7 A/01.5 ITonroroBka nepBUYHBIX YUETHBIX JJOKYMEHTOB
9KOHOMHUECK JUTS TICpE/Iavydl B apXHB

Benenn
e
Oyxrant
€pPCKOTO
ydaeTa

oro cyobeKTa

TH.8 A/01.5 M3roroBieHue KONUi NEPBUYHBIX YYETHBIX
JIOKyMEHTOB, B TOM YHCJIC B CIIy4ae UX U3bSATHS
YTIOJIHOMOYEHHBIMH OPTaHAMH B COOTBETCTBUH C
3aKOHO/AaTeNIbcTBOM Poccuiickoit denepanun

V.1 A/01.5 CoctaBnsath (0hOPMIISATE) IEPBUYHBIC YUETHBIS
JOKYMEHTBI, B TOM YHCIIE JICKTPOHHBIC JOKYMEHTBI

V.2 A/01.5 OcymiecTBIsAThL KOMIUIEKCHYIO TIPOBEPKY
MEPBUYHBIX YUETHBIX JJOKYMEHTOB

V.4 A/01.5 ObGecnieunBaTh COXPAHHOCTH MEPBUYHBIX YUETHBIX
JIOKyMEHTOB JI0 [I€PeIaul X B apXHB

3.1 A/01.5 3akononatensctBo Poccuiickoit @enepaunu o
OyXrajTepcKoM ydeTe, apXUBHOM Jeje

3.2 A/01.5 [TpakTHKa IpUMEHEHUS 3aKOHOIATEIbCTBA
Poccuiickoit @eneparyu o Borpocam oGpopMIICHHUS
MEPBUYHBIX YUETHBIX JJOKYMEHTOB

3.3 A/01.5 BuyTpeHHre OpraHu3aliMOHHO-PACTIOPSIUTEIbLHBIC
JOKYMEHTBI 3KOHOMHYECKOTO CYOBEKTa, PETIIAMEHTHPYIOIINE
MOPSIIOK COCTABJICHHS, XPAHEHNUS U TIEPEady B ApXUB
MIEPBUYHBIX YUETHBIX JTIOKYMEHTOB

2.1 O0beM y4eOHOM M CHUIIMHBI U BUABI padoT

2. CTpyKTypa U coJepxkaHue Y4eOHOH TUCUUNIMHBI

Tabnuma 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 npedycmompena -

dopma MPOMEKYTOUHOM aTTeCTaAlMU 3auer

2.2. TemaTn4yecKuii IJIaH U COePKAHUE THCUUILINHBI

Tabnuma 2.2
Temarndeckuil TiaH U COACPKAHUE JUCIUILIHHBI
H OcBanBaeMble
aUMEHOBAHHMS Pa3ZIeioB ConeprkaHue AUCIUIUIMHEL U (OPMBI OPraHU3alNH JIESITEINbHOCTH
U TeM 0GyHaromuxcs KOMITETEHIINN
Hcropus nemonpoussojactea. [Ipenmer u 3amaum kypca JJOY. Crpykrypa OK.01
Tema 1. 3aKOHOJATE/IBHON ¥ HOPMATHBHON Ga3bl E/IONMPOM3BO/ICTBA. OK.04
Bsenenue. 3akoHonarenbHbie akThl PO, TOCT P 7.0.97-2016, TumoBas HHCTPYKITUS TIO
Hcroku nenonpon3BoacTBa. JENOIPON3BOACTBY
Buab! v pasHOBHIHOCTH T0KyMEeHTOB. DopMar 1 BUIbI OJ1aHKOB IOKYMEHTOB. OK.02
Tema 2. Knaccupukanus  opraHu3allMOHHO-PACTIOPSIUTEIILHON — JOKYMEHTAIIWH. OK.03
[Tonste «pexkBu3UT» mMokymeHTanuu. OdopMieHHE W PACIOIIOKECHUE OK.05
JlenoBas qoKkyMeHTanus
PEKBU3UTOB. OK.09
OK.10
Tema 3 Vaudukamms w®W  craHmapTH3amms — JOKyMeHTOB.  OOmepoccuickuit OK.01
Yaudukanus u knaccudukarop ynpasieHueckoi mokymenrtarmmu OK 011-93. CroBapb- OK.02
CTaHJIapTU3ALMS MUHIMYM TEPMHHOB H OIpenelcHud. SI3pikoBas (opMyna— yCTOWIHBOE OK.10
yIIpaBIeHYECKON CJIOBOCOYETaHHUE, OPTraHU3yolee OCHOBHOM TEKCT JOKYMEHTA.
JIOKYMEHTALINH
Tewma 4 OpraHu3alvOHHO-NIPABOBBIE JOKYMEHTHl — KaK OCHOBOIIOJIAraroliue B OK.01
Opranu3anOHHO-IIPaBOBas yIpaBJIeHYECKOI ¢$byHKIUH NPEANPUATHUSL. Hens pa3paboTku OK.02
JIOKYMEHTALYS OpraHU3alMOHHO-TIPABOBBIX JIOKYMEHTOB — pAalMOHAIBLHOE paszejieHHe M OK.03
Koonepauusi Tpyna nozpaszaeneHuid. OcoOeHHOCTH  OpOpMIICHUS U OK.05
peanu3anyy HOpM aJMUHUCTPATUBHOTO NIPaBa. OK.09
OK.10
Tema 5 OpraHn3anuoOHHO-pACTIOPSIANTEIbHAS  JOKYMEHTaIusl, ©€¢ 3HadeHWe B OK.01
[Nonsarue n GyHKINN ynpasiieHun npennpuitueM OCHOBHOE Ha3HAYCHHE PACTIOPSIAATEITBHBIX OK.02
OpTraHM3aIMOHHO- nokyMeHTOB. [Iporierypa u3ganus paciopsIuTeIbHBIX TOKYMEHTOB. Buisl n OK.03
pacnopsauTeILHOM odopMIIeHHE OPTaHU3AIMOHHO-PACTIOPIAUTEIBHON JOKYMEHTAIIIH. OK.05
nokymeHntamuu (OPJT). Bumsr OK.09
OP/I. Opranu3aioHHbIe OK.10
JIOKYMEHTHI: YCTasB,
Ionoxenue, MucTpyKIUU.
[Mopsinok ux cocraBieHUs U
UCIIOJIb30BAHMSI.
Tewma 6 Heobxoaumocts uHpopManmu o0 (aKTHYECKOM IIOJIOKEHUM Jed  Ha OK.01
Cuctema nHdopmannoHHo- IOpEeNpUsSTUH, KaK OCHOBA INPUHSITHS YIPABIEHYECKUX peleHui. Bumabl OK.02
CITPaBOYHOM JJOKYMEHTAITUH. “H(OPMAMOHHO-CIIPABOYHBIX JOKYMEHTOB. [Topsiiok oopMIIeH s 1 COCTaB OK.03
Hasnauenue u BUIBI TEKCTOBOH dYacTH WHPOPMAIMOHHO-CIIPABOYHBIX JOKyMeHToB. OOriue OK.05
nH(OPMAIMOHHO- CTIPABOYHBIX | TpeOOBaHMSA K BEIACHHIO Tepernucku. Kmaccubukamms ciry>keOHBIX MHUCEM. OK.09
JIOKYMEHTOB CrpykTrypa ciyxeOHOro mnucbMa. OCHOBHBIE TOJOXEHHS 00 JTHKETe OK.10
CITY)KeOHOH TIepEIUCKH.
Tema 7 OO6mme  cBemeHWUS O  JOKyMEHTAalMd IO  JUYHOMY  COCTaBy. OK.01
JlokyMeHTaus 1o JTUIHOMY YHubumpoBaHHas dbopma NeTJT-1 - TPYIOBOM JIOTOBOD. OK.02
cocraBy. HasHaueHue TUYHBIX YuuguunpoBanHsie GOpMBbI JOKYMEHTOB I10 IMYHOMY COCTABY. OK.03
nokymeHToB. KagpoBas OK.05
JIOKYMEHTAaLUs — TPYJOBbIE OK.09
KOHTPAKThI, IPUKA3bl O OK.10




HaumenoBanus pa3acion

CouepxcaHHe JAUCHUIIINHBI U (l)OpMI)I opraHusanvu ACsATCIbHOCTU

OcBanBaeMEbIe

U TeM 0GyHaromuxcs KOMITCTEHIINN

JMYHOMY COCTaBY, TPYIOBBIE

KHIDKKH. YHADUINPOBAaHHEIE

(hopMBI IEpBUYIHON YIETHOU

JIOKYMEHTAILIUH 110 TPYAY U €ro

omiare

Tema 8 3asBreHne o npuéme (yBoJIbHEHHH) paboTHHKA. Tpy1oBas KHIKKa. Beimmcka OK.01

OO6mme mpaBmiIa COCTaBICHUS U3 TPYIOOBOW KHWXKKH. XapakTepuctuka. AproOHorpadus. AHKeTa OK.02

JIOKYMEHTOB 110 JINUHOMY paboTHHKA. OK.03

COCTaBy OK.05
OK.09
OK.10

Tema 9 [TnanupoBanue paboTHI IPEANPHUSTHS HA JOTOBOPHOI ocHoBe. [ToHsTHE OK.01

[TnanupoBanue paboTsI «oroBop». bazoBas crpykTypa norosopa. IIpoTokosn pasHoriacuii. OK.02

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

TemalO [lepBuyHble  MOKYMEHTHI 1O  (PUHAHCOBO-PACYETHBIM  OIIEPALIUSM. OK.01

XapakTepucTuka u [IpenBapuTeNbHBIN  KOHTPOJAbL © aHAMM3 (PHUHAHCOBO-XO3SHCTBEHHOU OK.02

odopmieHre GUHAHCOBO- JIeSTEITHPHOCTH. OK.03

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

Tema 11 HopmatuBHbIe AKTbI OyXrajarepckoro yuéra. Kiaccudukanms OK.01

Pouns OyxranTtepuu B pelieHUH | OyXralaTepcKuxX JTOKYMEHTOB II0 Ha3Ha4eHUIO, 110 COJEPIKaHHIO, [0 COCO0y OK.02

(bMHAHCOBBIX 3314 UCIONB30BaHUs,, MO YHCIY YYMTBIBAEMBIX MO3UIMA U T.JA.  YYETHBIE OK.03

opraamzarun. Kinaccupukamust | perucTpsl OyXraaTepckoi JOKYMEHTAIIHH. OK.05

Y4ETHBIX JJOKYMEHTOB OK.09
OK.10
K 1.1.

Tema 12 [opsimok cocTaBiIeHUS JOKYMEHTOB IO (PMHAHCOBO-PACUETHBIM OTIEPALIUSIM: OK.01

OcHOBHBIE BUJIBI JOKYMEHTOB Cuér-¢pakrypa, [ImaréxHoe mopydenne, AKT peBH3MH Kacchbl, JloroBop o OK.02

1o GUHAHCOBO-PACYETHBIM MTOJTHOM MaTepHaIbHON OTBETCTBEHHOCTH. OK.03

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

Tema 13 Iopsnok paccMoTpeHust JokyMeHTOB. COCTaB U 3a1a4l HOMEHKJIATyphl Jel. OK.01

JlokymeHT0000pOT IIpuHIUOBI NOCTPOEHHUS HOMEHKIATYphI Ael. I'pynnupoBka JOKyMEHTOB B OK.02

opranmuzanuu. [loustue nena. @opMbl perucTpalnuy KypHajloB. BHyTpeHH:S ONUCh JOKYMEHTOB. OK.03

«HOMEHKJIATYpa ACT». OK.05

Haznauenme u BUIBI OK.09

HOMEHKJIATypHI Aei. Tumnosas, OK.10

MIpUMepHast U KOHKPETHAS K 1.1.

HOMEHKJIATypa JIe.

TpeboBanusi, IpebsBIsIEMBIC K

COCTAaBJICHUIO U 3aII0JIHCHUIO

(hOpMBI HOMEHKJIATYPBI JIeJT

OpraHU3aLUH.

OcHoBHbIE TpeOOBaHMS,

HpeAbsIBIIsIEMBIE K

opopmnenwuro nen. [ToHoe u

JacTHYHOE 0(OPMIICHHE JIEIL.

Tema 14 O3HakoMIIeHUE ¢ O(UCHON TEXHUKOMH: (DaKc, KCEPOKC, CKaHep OK.03

OO0mras xapakTepuCTHKa OK.09

OpraHU3aMOHHO-TEX HUYECKUX
CPEICTB B ACJIOIPOU3BOJICTBE
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HaumenoBanus pa3acion

CouepmaHI/Ie JAUCHUIIINHBI U (bOpMI)I opraHusanvu ACsATCIbHOCTU

OcBanBaeMEbIe

KOMICTCHITHH

U TeM 0o0yJarommuxcs OMIICTEHIT
Tema 15 ITepcoHanpHBIE  KOMITBIOTEPHI B COBPEMEHHOM  JICJIONPOU3BOICTBE. OK.03
IlepconanbHbie KOMIBIOTEPH B | BO3MOXHOCTH ~ KOMIBIOTEPHBIX  TEXHOJIOTHH B JEJIONPOU3BOJICTBE. OK.09
COBPEMEHHOM PenaktupoBanue Texcra nokymenta Ha [1K.

nenonpousBojcTee. KOJI-
KOMITbIOTEepHAs 00paboTKa
JIOKYMEHTOB.

2.3. PernameHT pacnpeaejieHusi BUA0B padot nmo aucuuniaunue ¢ 10T

HaHHaﬂ JUCHUIITIMHA pPEAIM3YyETCd C MNPUMCHCHHUCM JUCTAHIUOHHBIX 06paSOBaTeJ'II>HBIX

texHonoruit (JJOT). Pacnpenenenue BuIOB ydeOHOW paboOThI, (OPMATOB TEKYIIETO KOHTPOIIS

npencraieHsl B Tabmume 2.3.1:

Taobmnuua 2.3.1

Pacnipenenenne BuaoB yueOHOM paOOTHI M TEKYIIEH aTTeCTAllUN

Bua yueOHo# padoThI

DopMaT nNpoBeeHUs

JlekMoHHEBIE 3aHATUA

YactuyHo ¢ npumeneHueM JIOT

[IpakTHueckue 3aHsATHs

YactruuHo ¢ npumeHenuem JIOT

CamocrosrenbHas padora

YactuyHo ¢ npumenenueM JIOT

Tekymmii KOHTPOJIb

YactruuHo ¢ npumenenuem JIOT

[IpomexxyTouHnas arrectauus

KonrakTHas ayauropHas paboTa Win
¢ npuMenenuem JJOT

ILOCTYH K CUCTEMC NJUCTAHIIMOHHBIX OGp&SOB&TGHLHBIX nporpamMm OCYIICCTBIISICTCS KaKIAbIM

00ydJaronMcs CaMOCTOSTEIRHO C JII000TO yCTpoiicTBa Ha TopTae: https://Ims.ranepa.ru.

[Taponb 1 JOTUH K TUYHOMY KaOMHETY / MPOQIITIO PEAOCTABISIETCS CTYIEHTY B JIeKaHaTe.

Texymuit KOHTPOJb, TIPOBOAUMEIN B CHCTEME JUCTAHIIMOHHOTO OOYUEHUS, OI[CHHUBAIOTCS KaK

B CUCTCEMC NHCTAaHIIMOHHOI'O O6y‘-I€HI/I$I, TaK U IMPCroaaBaTCiicM BHC CUCTCMBI. I[OCTYH K BHACO U

MaTepHalaM JICKIIUIA MPEIOCTABISIETCS B TEYCHUE BCErO CEMECTpa Mo Mepe MPOXO0KICHHUSI OCBOCHHS

nporpaMMbl. J[oCcTyn K KaxaoMmMy BUAY pabOT M KOJMYECTBO IMOMBITOK HA BBIMOJIHEHHE 3aJaHUs

MpeaoCTaBIACTCA Ha OTPAHUYICHHOC BPpCMs COIIACHO PCTJIAMCHTY JUCHUIIIINHBI, OHY6HI/IKOB3HHOMY B

CHO. IlpenonaBaTenb OLEHUBAET BBIIOJHEHHbIE 0OydarommMcsl paboTel He mo3aHee 14 paboumx

,I[HCI71 IMOCJIC OKOHYaHHA CPOKa BBIMTOJTHCHUAA.

Ccpuika Ha 27eKkTpoHHBIA Kype 1o aucuumuimae OI1.05 «JlokymeHTanmoHHOE OOecTieueHne

YIIPABJICHUS»

Pazpabotuuk I'pyznosa Upuna AnexcanipoBHa

3. ®oH/ OLIEHOYHBIX CPEJACTB MPOMEKYTOYHOM ATTECTALMHU M0 Y4eOHOH TUCHMIUIUHE U
MaTepHuaJibl TEKYNIEro KOHTPOJIS yCIHeBAeMOCTH 00y4ar0IMXCs
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3.1. ®opMbI U METObI TEKYLET0 KOHTPOJIA YCIIEBAEMOCTH 00y4aIOIIUXCS POMEKYTOYHOM
aTTrecTanuu

@DOopMBI TEKYILIETO KOHTPOJIS YCIIEBAEMOCTH:

Omnpoc (O) — 3TO OCHOBHOM BH/JT YCTHOH MPOBEPKH, MOXKET UCITOJIH30BATHCS KaK (POHTAIBLHBIN
(Ha BOIIPOCHI IPETIOIaBATEIs 0 CPABHUTEIILHO HEOOJIBIIIOMY 00BEMY MaTepHaia KpaTKUE OTBETHI (KaK
NpaBUIO, C MECTa) JAIOT MHOTHE OoOydJaromuecsl), Tak M WHAMBUIYAIbHBIM (TpOBEpKa 3HAHUI
OTIIENBHBIX 00yJaromuxcs). KoMOMHUPOBaHHBINM OMPOC - OJHOBPEMEHHBIN BBI30B VISl OTBETA Cpa3y
HECKOJIbKUX OOY4YaroIIuXcsi, U3 KOTOPBIX OJMH OTBEYAET YCTHO, OJUH-IIBa TOTOBSITCS K OTBETY,
BBITMIOJIHASL HA JOCKE pa3jMyYHble 3alUCH, a OCTAJIbHBIC BBINOJHSIOT 32 OTIEIbHBIMU CTOJAMH
WHMBUIyalIbHbIC MMCHbMEHHBIC WU MPAKTUYECKUE 3aJaHHsI PETOIaBaTEs.

Kpurepun onieHuBanust:

Oyenxu «omauyHoy» 3aCIyKUBAET CTYIIEHT, €CIM OH CBOOOJAHO M MPABHJIBHO OTBETHJI Ha
MOCTaBJICHHBI BOMPOC, 3HAET OCHOBHbIE TEPMHUHBI U OINpEIEJIeHHs O TeMe, OTBEYaeT Ha
JIOTIOJIHUTEIbHBIE BOTIPOCHI;

Oyenku «xopouio» 3aciy’XKMBaeT CTYACHT, €CIM OH CBOOOJHO M TpPaBHJIBHO OTBETWJ Ha
MOCTaBJICHHBIN BOIMPOC, 3HAET OCHOBHBIE TEPMHUHBI U OIPENIEICHHSI IO TEME, 3aTPYIHSAETCS OTBETUTh
Ha JIONOJIHUTEJIbHBIE BOIIPOCHI;

Oyenku «y0061emeopumenbHoy 3acily’)KUBAaeT CTYAEHT, €CIM OH IPaBWJIBHO OTBETHJ Ha
MOCTaBJIEHHBIM BOMPOC, HO MPH 3TOM ILJIOXO OPUEHTUPYETCS B OCHOBHBIX TEPMHHAX M ONPEIACICHUSIIX
10 TeMe, HE MOXKET OTBETUTh Ha JOIOJIHUTEIbHbBIE BOIIPOCHI;

Oyenxa «Hey0o81emeopumenbHo» CTABUTCS CTYIEHTY, KOTOPBIA HEMpaBHJIBHO OTBETUJ Ha
BOIIPOC WJIM COBCEM HE JaJl OTBETA.

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

Oyenku «omauyHo» 3aCIy>)KMBAET CTYJIEHT, €CIIM OH OTBETWUJ MpaBUibHO Ha 90% BOIpOCOB
TecTa

Oyenxu «xopouioy 3acily’)KUBaeT CTYIEHT, €CIIM OH OTBETWUJI IPABWJIBHO HAa YacTh BOIPOCOB
75%-90%;

Oyenku «y0061emeopumenbHo» 3aCayKUBAET CTYIEHT, €CIH OH MPaBWJIHHO OTBETWJ YacTb
BompocoB 50%-75%;

OyeHku «Hey0061emeopumenbHo» 3aciyKUBAET CTYICHT, €CJIM OH IPAaBUIBHO OTBETHI MEHEE
yeM Ha 50% BOIPOCOB.

Koutpoabsnas padora (KP) - nucemennas padora mo teme. COCTOUT M3 HECKOJBKUX 3a7ad
Pa3IUYHOM CTETIEHU CIOKHOCTH.

Kpurepun onieHnBanus
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Oyenku «omauyHo» 3aCIy’KUBaeT CTYJIEHT, OOHApY>KUBIIUI TIJIyOOKOE 3HAHWE Marepuaa,

YMCHUC CBOGOI[HO BBIIIOJIHATH 3adaHUA, HOHI/IMaIOIJ_[I/II\/'I B3aMMOCBSI3b OCHOBHBIX TTOHSITHI TCMBI;

OIxfeHKI/l «xopouio» 3aCIYyKHUBACT CTYIACHT, 06H3py)KHBI.HHfI MOJIHOC 3HAHUC MaTcpualia,

YCIIEIIHO BBIMOJIHSIONINN MPelyCMOTPEHHbIE 3a/laHusl; U JAONYCTUBIINI HE3HAYUTENbHbIE OIIMOKU:

HETOYHOCTH (DAKTOB, CTHIIMCTUYECKHUE OIITHOKH;

OyeHku «y0081emeopumenbHo» 3aciyKUBAeT CTYIEHT, OOHAPYKUBIIMKA 3HAHUS OCHOBHOTO

MarepHaia B o0beMe, He00X0AUMOM /IS JalbHEHIero n3y4yeHus AMCUUIUTMHBL. CrpaBIsioniics ¢

BBITIOJITHCHHEM 3aJ[aHUM; JOIMYCTUBIINNA TMOTPEITHOCTH B OTBETE, HO OOJaJaronIuii HEOOXOAMMBIMU

SHaHUAMU MUIAUX YCTPAaHCHUA IIOA PYKOBOACTBOM IIPEIIOAABATEIIA;

Oyenku «Hey0061emeopumenbHoy 3acIyKUBAeT CTYACHT, OOHAPYKUBIIUN CYIIECTBEHHBIC

HpOGCHLI B 3HaHMM OCHOBHOI'O MaTcpuajia; HC CHpaBJIHIOIL[HfICSI C BBIIIOJIHCHUEM BaI[aHI/II\/'I,

JOMYCTUBIIMIA CEepbe3HbIE MOTPEIIHOCTH B OTBETaX, HYXIAIOMUNCA B MOBTOPEHHUH OCHOBHBIX

pa3zenoB Kypca MoJi pyKOBOICTBOM IpernojaBaTels.

Tabnuua 3.1
DopMBbI TEKYIIETO KOHTPOJISI YCTIEBAEMOCTH
Ne HasBanue tem (pa3zaesos) VYuebHast Harpy3Kka oOyJaronuxcs 1o dopma
TEMBI BUJIaM y4eOHBIX 3aHSTHH, Yac. TEKyILEro
Makcu- O06s3aTeIbHAs CP KOHTPOJIA
Maib- | Jlexmu | IlpakTuk yCIeBaeMOCTH,
Hast u a MPOMEXXYTOUHO
¥ aTTecTanuu
1. Brenenne. ICTOKH IEIONTPON3BOJICTBA 2 2 O, T
2. JlenoBast JOKyMeHTaIus 2 2 O, T
3. YHubuKanus v cTaHaapTH3AIUS 2 ) O, T
YIIPaBICHIECKON JOKYMEHTAIINU
4. OpraHn3anuoOHHO-TIPABOBAS 4 ’ ) O, T
JIOKYMEHTAILHSI
5. [TonsaTHe U QYHKIINN OPTaHU3AITHOHHO- O, T
PpacIopsIUTEIHON JOKYMEHTALUH
(OP1). Bunst OP/]. Oprann3annoHHble 6 4 )
JIOKyMeHTHI: Y ctaB, [lonoxenue,
Wucrpykuumu. [Topsaok ux cocraBlieHUs U
UCIIOJIb30BAHMSI.
6. Cuctema nH(pOpMannOHHO-CIIPABOYHOM T, KP
nokyMmeHTanuy. HazHaueHne u BUIbI 6 4 )
nH(pOpManMOHHO- CTIPAaBOYHBIX
JIOKYMEHTOB
7. JlokyMeHTa1us 1o JUYHOMY COCTaBY. O, T
Ha3snadeHue TMYHBIX JOKYMEHTOB.
KaznpoBast nokyMeHTaIus — Tpy10BbIe
KOHTPAKTHI, TPUKA3bI IO THIHOMY 6 4 )
COCTaBY, TPYJOBbIE KHHKKH.
YunguunposanHsle GOPMBI IEPBUIHON
YYETHOW IOKYMEHTALWH 10 TPYAY U €T0
oriare
8. OO0mue npaBuia COCTaBICHUS 6 4 ) O, T
JIOKYMEHTOB I10 JJHYHOMY COCTaBY
9. [TnanupoBanue paboThI IPEIPHUSITUS 6 4 2 O, T
10. XapakTepucTika U opopMmiieHHE 6 4 ) O, T
(MHAHCOBO-paCcUYETHBIX TOKYMEHTOB.
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11.

Pouns Oyxrantepuu B pellieHUH 6
(bMHAHCOBBIX 3a/1a4 OPraHMU3aLMH. 2 2 2
Krnaccudukanms y4éTHbIX JOKYMEHTOB

12.

OcHOBHBIE BUJIbl JOKYMEHTOB I10 6
(pMHAHCOBO-PacYETHBIM ONEPALSIM

0, T

13.

JIOKyMEHTOOOOPOT OpraHU3anuy.
[onsiTHe «HOMEHKIIATYpa D).
Haznadenue v BUIbI HOMCHKIIATYPHI JCII.
TumoBasi, mpuMepHasi 1 KOHKpETHasI
HOMeHKJarypa nei. TpeboBaHus,
MIPEABABISIEMBIC K COCTABJICHUIO U 6 2 2 2
3aI0JIHEHHIO (POPMbI HOMEHKJIATYPBI JeJT
OpraHU3aluH.

OcHOBHBIE TPeOOBAHMS, IPEABSBIIIEMbIC
K opopmiieHuto Aei. [TonHOe U YacTUYHOE
odopmIIcHHE eI,

O, T

14.

OO01mmas xapakTepucTHKa
OpPraHU3alUOHHO-TEXHUUECKUX CPEICTB B 4 4
JIeJIONPOU3BOJICTBE

15.

IlepconanbHble KOMIBIOTEPHI B 2
COBPEMEHHOM JIETIONPOU3BOJICTBE.
KO/l — koMmmproTepHas 06paboTka
JIOKYMEHTOB.

Koncynpranmm 2 - - -

Bcero 72 40 18 12

Ipumeuanue: Dopmvl mexywezo KoHmpons ycnesaemocmu: onpoc (O), mec

(T), koumpoavnas paboma (KP).

[TpomeskyTouHas aTTecTanus NPOXOoauT B popmMe 3auera.
Kpurepun onienuBanus:

Oyenka «3aumeHo» 3aCITyKUBAET CTYACHT, 0OHAPYKUBIIHHA ITyOOKOE 3HaHUE

CBOOOJHO BEITOJHMBIIMK 3aJaHue, MOHMMAIOIIHMK B3aWMOCBSI3b OCHOBHBIX MOHSATHIA,

3HAHUW OCHOBHOT'O Marcpuaaa, HC CHpaBI/IBHJHfICSI C BBIIIOJJHCHUCM 3aJaHud,

mupoeaHue

Marepuaa,

Oyenku «He 3aumeHO» 3aCIyKUBAeT CTYIEHT, OOHAPYKUBILUI CyIIECTBEHHbIE NMPOOENBl B

JIOIYCTUBILIHI

Cepbe3Hble MOrPEUIHOCTH B OTBETaX, HYXKJAIOIUNCA B TMOBTOPEHHWU OCHOBHBIX Pa3eiioB Kypca.

3.2. MaTepuaJjibl TEKylIero U NpoMe;KyTO4YHOr0 KOHTPOJISI YCIIeBAeMOCTH 00y4ar0 M XCS

[IpuMepHBI€ TUITOBBIE TPAKTUYECKHUE BOIPOCHI [0 TEMAM JICKIIUNA:

. OdbopMHUTB 3ar0JIOBOYHYIO YACTh MHChbMa

. OpopMUTB 3ar0I0BOYHYIO YaCTh JOHKHOCTHOW WHCTPYKITUN

. OdbopMHUTB 3ar0JIOBOYHYIO YaCTh MPUKa3a IO OCHOBHOM JI€ATETHbHOCTH
. OdbopMHUTB 3ar0IOBOYHYIO YACTh MPUKA3a MO JUYHOMY COCTaBY

. OdbopMHUTB 3ar0JIOBOYHYIO YaCTh MPOTOKOJIA

. OdbopMHUTB 3ar0JIOBOYHYIO YaCTh aKTa

. OdbopMHUTB 3aTr0TIOBOYHYIO YACTh BHEIIHEH JOKIATHON 3aMUCKH

. IlocTpoUTb cXeMy COIEpKATEIBHON YaCTH JOKHOCTHON HHCTPYKLUU

O 00 I O W»n b~ W N =

. [TocTpouTh cxemy coaepx’aTeIbHON YaCTH MPHUKa3a M0 OCHOBHOM J€ATEIIbHOCTH
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10. ITocTpouTh cxemy coliepKaTebHOM YacTH MPpHUKa3a Mo JUYHOMY COCTaBY

11. ITocTpoutk cXxeMy coaeprKaTeIbHOM YacTH MPOTOKOJA.

12. TIlocTpouTh cxeMy coaep>KaTeIbHOM YacTH aKTa

13. IlocTpouTh cxemy coliepKaTeabHOM YaCTH TOKJIAIHOMN 3 CKU

14. TTocTpouTh 0OPMIISIONIYIO YaCTh TAPAHTHUITHOTO MHUChMa

15. IlocTpouTh 0GOPMIIAIONTYIO YaCTh JOJKHOCTHON MHCTPYKIIUU

16. ITocTpouTh OPOPMIISIOIIYIO YaCTh MPHUKAa3a 0 OCHOBHOU JESATETbHOCTH

17. ITocTpouTh 0OPMIISIONIYIO YaCcTh MPUKa3a MO JUIHOMY COCTaBY

18. ITocTpouTh 0OPMIISIONIYIO YaCTh MPOTOKOJIA

19. IlocTpouTh 0HOPMIIAIONTYIO YaCTh aKTa

20. ITocTpouTh OPOPMIISFOIIYIO YaCTh BHEIITHEH TOKJIATHOW 3aITHCKU

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

22. Pacmmudposats pexBusut «06.06.2023», ero Ha3HAUCHHE

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

24. Pacumdposars pexkBm3uT: OO0 «JIya» Bxom. Ne 25-16 26.06.2023». B kakoii gactu
JIOKYMEHTa OH CTaBUTCS

25. Pacmmudposate pexBusnt: «3amevannii HeT. FOpuckoncynbt moanuck A. C. IlerpoBa
24.06.2004». @yHKIMSA peKBU3UTA

26. PacniopsauTenbHble JOKYMEHTBl OpraHu3alluu: MPHUKa3bl 0 OCHOBHOM AESTENBHOCTU U
JUYHOMY COCTaBY HPEINpPUSITHS, MPUIOKEHHUS K MPUKa3y, BBHIMUCKUA W3 MpPHKa3a, PacHOpsLKEHUS,
YKa3aHUs, peLeHUs.

27. NadopMaimoHHO-CIIPABOYHbIE TOKYMEHTHI OPTaHU3AIMH: MPOTOKOJIBI U PEIICHUS, aKThI,
NOKJIaIHBIE U OOBSCHUTENBbHBIE 3allMCKHU, CIOPAaBKU CIYy)KeOHble TMHCHhMa, TEJIETPaMMBl,
MeXIyHapOJAHbIE MHChbMa, TeNe(OHOTPaMMBI.

28. CoBpeMEHHOE JIeJIOBOE MUCHMO: TpaBmiia oQpopMIIeHHE JIEJTOBOTO MHUChMa, BUIBI TTHCEM,
MEXAYHApPOJAHbIEC TUChMA.

29. VYcraB. IlomoxxeHne o0 CTPYKTYpHOM NOJApa3felIeHUU MpeanpusaTus (OpraHu3aluu,
YApEKICHUS ).

30. MaCcTpyKuMs MO BUAY ACSITEIbHOCTH MPEANPUATHS (OpraHU3aluu, YIPEKJACHUS).

31. JomkHOCTHAs MHCTPYKIMS paOOTHUKA IPEANPHUATHS (OpraHU3aALMH, YIPEKICHHS).
32. CTpyKTypa U MITaTHOE pACITUCAHHUE.
33. HCTpYKIUS 110 BUY ACSITEIBHOCTU MPpeanpusaTus JJomKHOCTHAS HHCTPYKITUS paOOTHHUKA

NPENIPUATHS (OpraHU3aluM, YIPEKICHU).
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3.3. OuneHo4HbIE CPeACTBA MO TUCUHUIJIMHE ISl IPOMEKYTOYHOM aTTeCTAlMHU

busier Ha 3a4yeTe COCTOUT U3 ABYX BOMPOCOB — TEOPETUUECKUI BOMIPOC U MPaKTUUYECKAs 3a/1a4a.

Bonpocer OuiieToB asist IpOMEKYTOYHOTO KOHTPOJIS:

1. II9Th OCHOBHBIX ATAloOB B MCTOPHM JI€IONPOM3BOJCTBA B Poccuu, MX XapakTepUCTHKA.
Oco0eHHOCTH B OpraHU3alui paboThl C JOKYMEHTAaMHU Ha Ka)kJIOM U3 3THUX 3TaIoB.

2. TloHsTHS: «IOKYMEHTHPOBAHHE», «IOKYMEHTAIIMOHHOE OOCCIICUeHHE YIPaBICHHUI.
3HaueHue HHPOPMAIH U JOKYMEHTOB B JKU3HH YEJIOBEKA U 0OIIECTBA.

3. Tlonsatue «iokymeHT». OTIMYHME TMOHATHH «IOKyMEHT» W «uHpopmarmsay. DyHKIuu
JIOKYMEHTA.

4. HopMaTuBHO-METOANYECKUE JIOKYMEHTBHI, perjlaMeHTUPYIOLIUE COBPEMEHHOE
JI€IONPOU3BOJICTBO.

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

6. Ilonsarne «Cucrema OKyMEHTALMW», PA3HOBUIAHOCTH CHCTEM JOKYMEHTauuu. OTiaudus
(YHKIIMOHATBHBIX CHCTEM JOKYMEHTAIIMH OT OTPACIEBBIX.

7. Ilonsitue YC/, ux cocraBHele yactu. JlelicTByroniue B Hacrosuee Bpems Y CJl. Cucrema
OpraHu3aIlMOHHO-pacnopsaauTeIbHON qokyMeHTauu Y COP 1.

8. Tlomarus pexBm3uta u (opmymsipa. OOs3aTenbHbIE PEKBU3UTHI JOKyMeHTa. Habop
PEKBU3UTOB KOHKPETHOTO IOKYMEHTA.

9. OcHoBanus kinaccu(ukanuii BUIOB TOKYMEHTOB.

10. Paznuuust BXOASIIIMX, UCXOJAIIMX U BHYTPEHHUX TOKYMEHTOB.

11. TloHATHS HHAMBUAYAIBHBIX, TPA(QapEeTHBIX U TUIIOBBIX JOKYMEHTOB.

12. YcraHoBiI€HHBIE HOPMATUBHBIMU JOKYMEHTAMU CPOKH XPAHEHUS IOKYMEHTOB.

13. Tlonarue OiaHka MOKyMeHTa. PexBH3WTHI OnaHKa muchMa. PexkBH3WTHI o0Imiero OiaHka
OpraHHU3aIMH.

14. TpeGoBaHUsI K TEKCTY TOKYMEHTA.

15. TpeGoBaHus K H3rOTOBJICHHUIO JOKyMeHTa. V3MeHeHHs TpeOoBaHMI C MOSBICHUEM
COBpPEMEHHBIX WH(POPMAITMOHHBIX TEXHOIOTHIA.

16. IloHsiTHE 1 XapaKTEPUCTUKA OPraHU3alMOHHBIX JOKYMEHTOB.

17. Ompenenenue naoroBopa, ero crpykrypa. Hammume 3akpermennoit 'OCTom dopmbr
JIOTOBODA.

18. Bunbl mosioskeHui, X CTPYKTypa.

19. Buasl uHCTpyKIMH, UX CTpyKTypa. HeoOxomammocTh THNOBOM MHCTpyKiuu. Co3maHue

UHAUBUAYAIbHON HHCTPYKIIMH.

16



20. ITonsiTue mwTaTHOTO pacnucanusi. Bo3aMOKHOCTh M3BMEHEHHI IITATHOTO PACIIUCaHUA MOCIIE
€ro yTBEp>KICHHUS.

21. Dransl IOATOTOBKH PacOPSIAUTEIBHBIX TOKYMEHTOB.

22. Buapl npuxazoB. CTpykTypa WHUIIMATHUBHOTO MpPHUKa3a MO OCHOBHOM AEATEIBHOCTH U
MpHKa3a Mo JUYHOMY COCTaBY.

23. CrpykTypa NOpOTOKOJa, BUABI IIPOTOKOJIOB, MX OTIMYUA Apyr oT Apyra. Ilopsmox
o OpMIICHUS, TIOIMTUCH B YTBEPKACHHSI IPOTOKOJIA.

24. CroeoOpa3zue nH(POPMaITMOHHO-CIPABOYHBIX TOKYMEHTOB.

25. Ctpykrypa akta. [loanucu, rpud yTBep>KIAeHUS, 3aBEPEHHE ITEUaThIO.

26. CxoacTBa W OTIAWYHS OTYECTHBIX, MHUIMATUBHBIX M HWH(QOPMAIIMOHHBIX JTOKIAIHBIX
3amucok. OdopMieHe TOKIaIHBIX 3aMMCOK Ha OTaHKaX.

27. Otnnure 00BSICHUTEILHOM 3aIIMCKA OT JOKJIAIHOMN.

28. IMopspok opopmieHus CIy) eOHBIX CITPAaBOK, OCOOCHHOCTH CITPABOK JIMYHOTO XapakTepa.

29. Ctpykrypa nucbMa. BaxxHOCTh BBEJIEHHSI B TUCHME.

30. JloxyMeHTBI, OTHOCAIIMECS K JOKYMEHTaM IO JUYHOMY COCTaBY, WX BaXXHOCTb U
ocobeHHocTH. CpOKU XpaHEHUS TOKYMEHTOB MO TUYHOMY COCTaBy pPaOOTHHUKOB.

31. JlaHHBIC, HA OCHOBAaHWUHU KOTOPBIX COCTABIIICTCS aHKETa O MpueMme Ha paboty. JlaHHEIe,
KOTOPBIE MOTYT BaM IMOHAJ00UTHCS B aHKETE.

32. HopMmaTuBHBIE aKThI, PETIIAMEHTUPYIONINE BOMPOCH PA0OTHI C 0OpAIICHUSIMH TPAXKIAH.

33. Bunbl JOKYMEHTOB, BXOSIIMX B JISJIOMPOU3BOJICTBO IO OOPAIICHUSIM TPaXKIaH.

34. OcoOeHHOCTH JICTOMPON3BOICTBA IO OOPAIICHHUSIM TpaXKaaH.

35. OcoGeHHOCTH KOH(PUASHIIMATIFHOTO AETIONPOU3BO/ICTRA.

36. CocTtaB KOH(UACHIIUATBHBIX TOKYMEHTOB.

37. JJokyMeHTBI, coJiepxalie KOMMEPUYECKYIO TalHYy.

38. IlepcoHasibHBIE TAHHBIE COTPYIHUKOB.

39. OTBETCTBEHHOCTh 3a pa3IJIalllEeHUE CBEACHUN, COCTABIIAIOIIMX KOMMEPUECKYIO TalHYy, U
MEPCOHANBHBIX TAHHBIX COTPYAHHUKOB.

40. ®opmbl OpraHU3aIi JOKYMEHTAIIMOHHOTO 00CTyXuBaHus. VX XapakTepucTuka.

41. Crpykrypa ciayx0s JIOY, ocHoBHble 3amaun u (yHkuu. Kateropum paOOTHUKOB,
BXOIAIINX B cyx0y JJOY.

42. TlonsiTue MOKYMEHTOOOOpPOTa, €r0 XapaKTePUCTHKHU, & TAKK€ OCHOBHBIC MPHHIIUIBI U
npaBuia. OObEKTUBHBIE M CYOBEKTUBHBIC PUIUHBI POCTA IOKYMEHTOO00POTA.

43. TexHonoruyeckas IIEMOYKA JBIDKCHHsI W OOpabOTKH JOKYMEHTOB, BXOMSIIMX B
OpPTaHM3AIHI0, €€ OTIWYHE OT LEMOYKH MEePEIBMKCHHSI BHYTPEHHUX NTOKYMEHTOB. OTIHYNTEIHHBIE

4epThl 00padOTKU UCXOIAIINX JOKYMEHTOB.
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44, HeoOX0auMOCTh M OCYIIECTBJICHHE PETHUCTPAIlMM W WHICKCHUPOBAHUS JIOKYMEHTOB.
CyuecTBytoiue pPErucTpalMOHHbIE (hopMBEI. XapakrepucTuka ABTOMAaTU3UPOBAHHBIX
WH(GOPMAIIMOHHO TTOUCKOBBIX CUCTEM.

45. Ilenu KOHTPOJIS HAJ CPOKAMH MCIIOJTHEHUS TOKYMEHTOB. BUabl KOHTPOJIA.

46. ITonstue aena 1 HOMEHKIATYPHI 1ei. CTpyKTypa HOMEHKJIATYpbl Aei1. Bkl HOMEHKIaTyp
JieN, UX XapaKTEepUCTHKA.

47. Cpoku XpaHEHUs 1€, MOPSII0OK UX UCUUCIICHHUS], IOKYMEHThI, UX YCTaHABIMBAIOIIKE.

48. OnpeneneHne 3KCIepTU3bI IECHHOCTH JOKYMEHTOB, IPUHIUIIBI, JIEXKAIE B OCHOBE OLICHKU
LEHHOCTU JOKYMEHTOB. [1opsa0K npoBeieHNs SKCIEPTU3bI LIECHHOCTH IOKYMEHTOB B OpraHU3al1H.

49. Tlopsimox odopmieHus nena, BUAbI 0GOpMIICHHUS Ael, HEOOXOIUMOCTh 3aBEPUTEIHHON
HAJIUCU U ONKUCH IOKYMEHTOB.

4. MeToauveckue yKa3aHUs A 00YYAIOLIUXCH 110 OCBOCHHMIO TUCIHUILIMHBI

[Ipuctymas x w3ydenuto gucnuiuidHbl  OILO5S  «JlokymeHTarmoHHOE  oOecredeHue
yIpaBJIEHUS», CTYACHT JOJDKEH O3HAKOMHUTBCA C COJAep)KaHHMeM JaaHHoW «Pabouelt yueOHOM
MPOrPaMMOil TUCIIUTUTHHED) C TEM, YTOOBI UMETh YeTKOE TPECTaBICHHE O CBOCH padore.

N3yuenne AMCHUIUIMHBI OCYIIECTBISETCS HA OCHOBE BBIJAHHBIX CTYAEHTY INPENOJaBaTEIeM
pEKOMEH/IalIMi TIO BHIMOJIHEHUIO BCEX 3a/IaHUH, TPETYCMOTPEHHBIX YU€OHBIM IUIAHOM U IPOrPaMMOI.

B nepByto ouepenp HEOOXOIUMO YSICHUTH 1ETh U 3a7a4d U3y4aeMOU JUCIUILINHEI, OIICHUTh
0o0BeM MaTepuasna, OTBEICHHOTO AJI U3yYSHHS CTYJEHTaAaMH CaMOCTOSITENIbHO, TI0100paTh OCHOBHYIO
U JIOTIOJIHUTEIbHYIO JIUTEPATypy, BBIABUTH HanOoJiee Ba)KHbIE MPOOJIEMBI, CTOSIIIME 1O BOIpPOCaM
M3y4aeMOM TUCIUIUINHBIL.

BrimonHeHne 3a1aHuii OCYIIECTBISIETCS B COOTBETCTBUU C YU€OHBIM TJIAHOM U MPOTPAMMOM.
OHU JOKHBI BBIMOJTHATHCA B COOTBETCTBUU C METOJUYECKHMMH PEKOMEHIAIMSMH, BbIJIaHHBIMU
MIPENOIaBaTeNIeEM, U IPEACTABICHBI B YCTAHOBIICHHBIE ITPENIOIaBATENIEM CPOKHU.

W3yvasi mepBOMCTOYHHKH, 11€I€CO00pa3HO 3aKOHCIEKTUPOBATh TOT MaTepHall, KOTOPBIA He
COO0O0IIasCs CTyACHTaM Ha JICKIIHSIX.

Ha 3aHATHSAX TEKIMOHHOTO U MPAKTHYECKOTO XapakTepa CTyASHTaM IS paboThl TpedyeTcs:

TETpajib JIJIs 3alUCH JICKIUWA U 3aJTaHH.
5. YueOHas muTeparypa u pecypcbl HHGOPMAIMOHHO-TE1eKOMMYHUKALIMOHHOM
cetn «MHTEpHET»

OcCHOBHBIE HCTOUYHHKH:
1. Anapeea, B.W. [lenonpousBonactBo: opranuzanust U BeaeHue / B.M. AnnmpeeBa. - M.:

KnoPyc, 2022. - 267 c.
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2. Anpponosa, M.}O. KampoBoe aemompou3BoacTBo: JlokymeHTanus: YueOHoe mocobue /
WN.YO. Auapomnosa. - M.: Academia, 2022. - 240 c.

3. bacakoB, M.U. JlokymMeHTanmoHHOe oOecreuYeHrne yrIpaBieHus: (IeTOMPOU3BOACTBO):
yaeOnuk / M.U. bacakos. - Pu//1: ®enukc, 2022. - 120 ¢

4. beixoBa, T.A. [lenonpou3BoactBo: Yueonuk / T.A. beikoBa, JI.B. Cankuna, JI.M. Bsuiona.
- M.: Uudpa-M, 2022. - 245 c.

5. Bsona, JI.M. KangpoBoe nenonpousBoactBo. Yuebnuk / JLM. BsimoBa. - M.: Academia,
2022.-180c.

JlonoTHUTeIbHbIE UCTOYHUKH:
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6. MarepuanbHO-TeXHUYeCKas1 0a3a, UHGOPMAIIMOHHbIE TEXHOJIOTMH, IPOTrPAMMHOE
o0ecneyeHue 1 MH(POPMAINHOHHBIE CIIPABOYHbIE CHCTEMbI

Hns oOyuenust cryaeHtoB mno auciumiuHe OIL.05S «JlokymeHTanmoHHOe obecneueHue
yIpaBJICHUS» UMEETCsl KaOMHET, 000pyA0BaHHBIN BUICOMPOEKIIMOHHBIM 000PYIOBaHUEM, CTOJIAMH,
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