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MeToanuyeckne yKa3aHus 10 NPOBeJeHUI0 MPAKTUYECKUX 3aHATHI/1a00paTOPHBIX
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DoHJ 01LIEHOYHBIX CpeacTB IMCUUIIJINHBI

YcaoBusa peaimdanuu nporpaMmmbl THCHUIIIMHBI

HNudopmanuonnoe odecrneyeHne peajsn3anuu NporpaMmmal
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PIrYTHUC

GENEPAJIBHOE TOCYJAPCTBEHHOE BIOJIXKETHOE OBPA30OBATE/IbHOE CMK

_ y‘—[PE)Iﬁ(,Z[EHV[E BBICIIIET'O OBPA3QBAHVISI
«POCCUNCKNUN TOCYOAPCTBEHHBIVI YHUBEPCUTET
TYPU3SMA U1 CEPBUCA»

PIYTUC

Aucm 3

1. OBIIIASI XAPAKTEPUCTUKA PABOYEM ITPOI'PAMMBI JUCIHHUIIINHBI
WAOKYMEHTAIIHOHHOE OBECHIEYEHHE YIIPAB/IEHHUA»

(HaMMEHOBaHUE IMCLUIUIMHBI)
1.1 MecTo THCHMIUIMHBI B CTPYKTYPe OCHOBHO# 00pa30BaTe/ibHOI MPOrpaMMbI:

VYyebOHast nucuuIuinHa «J{0OKyMEHTallMOHHOE 00eCIIEYeHUE YIIPABICHUS

SBJIICTCS] BAPUATHBHOM YacThio oomenpodeccrnonanpHoro mukiaa OIIOIT CITO B
cootBeTcTBUM ¢ PI'OC 38.02.01 DxoHOMUKA U OyXTraATepcKuil y4yeT (1o
otpacisim). Ocoboe 3HaueHHE TUCIUIIMHA UMEET MPU POPMHUPOBAHUU U
passutuu: OK 09, ITIK 1.1.

1.2 He.]'lb H INIAHUPYEMBIC PE3YyJbTAThI OCBOCHUA TUCHUIIIMHBI:
B paMKax IIporpamMMbl yqe6H0171 AUCHUITIIMHBI O6y‘IaIOH_[I/IMI/ICH OCBaMBaArOTCA YMCHUSA U

3HAHUS

Kon YMmenusa 3HaHUSA

IIK, OK

OK 09, 0(pOpPMIISITh TOKYMEHTAIUIO B - OCHOBHBIE ITOHSITHS

IIK 1.1. COOTBETCTBUHU C HOPMAaTUBHOM JIOKYMEHTAIMOHHOTO 00ecrieueHus

0a30ii, UCIIONB3YS
UH(POPMALIMOHHBIE TEXHOJIOTHH U
CpeCTBa OPTTEXHUKH;
UCTIOJIF30BaTh YHU(HIIMPOBAHHBIE
CHCTEMBI JOKYMEHTAIIH;
OCYIIECTBIISATH XPAHEHHUE, TTOUCK
JIOKYMEHTOB;

UCTIONIb30BATh
TEJIEKOMMYHUKAI[TOHHBIE
TEXHOJIOTUH B DJIEKTPOHHOM
JOKyMEHTOO00POTE;

yIIpaBJICHNUS;
-OCHOBHBIC 3aKOHOJIATEIbHBIEC U
HOpPMAaTHBHBIE aKThl B 00JIACTH
JOKYMEHTAIMOHHOTO 00ECTICUeHHSI
yIpaBJIeHUS;

-OCJIn, 3ala491 U IPUHIUIIBI
JIOKYMEHTAIMOHHOTO 00eCTeueHHs
yIIpaBJICHUS;

- CUCTE€MBI JJOKYMEHTAI[MOHHOTO
oOecrieyeHnst yIpaBieHus;

- TpeOOBaHUS K COCTABICHHIO U
0(hOPMIICHUIO PA3IMYHBIX BUIOB
JIOKYMEHTOB;

- 0011IMe TIpaBUJIa OpraHu3aluu
paboThI ¢ JOKYMEHTaMH;

- COBPEMEHHbIE UH(POPMAIIOHHBIE
TEXHOJIOTUH CO3/aHUS TOKYMEHTOB U
aBTOMATH3AIUU JTOKyMEHTO000pOTa;
- OpraHu3aLUI0 PabOTHI C
SJICKTPOHHBIMH JOKYMCHTAMMU;

- BUJIbl OPTTEXHUKHU U CIIOCOOBI ee
WCTIOJIh30BaHUS B
JIOKYMEHTAITMOHHOM 00eCTeYeHU!
YIPpaBJIECHUA.
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2.CTPYKTYPA U COJEPXKAHUE YUYEBHOU JUCIHUAILIMHBI

2.1. O6beM yueOHOI TUCIUNIUHBI U BH/IbI Y4eOHOI padoThI

Buj yueOHoit padoThl

O0BeM B yacax

O0Bem 00pa3oBaTeJIbHOM MPOrPpaMMbI Y4eOHOM TUCIATIIIHHbI 68
BT. U.:

TEOPETHYECKOE 00yUeHUe 32
MPaKTUYECKHE 3aHATHUS (eCiu npedyCMOmpeHo) 32
Camocmosmenvhas paboma - 4

KOHCYJIbTallN

IIpome:kyTouyHas arrecTanus — 1M pepeHUpPOBAHHBIN 3a4eT

'CamocrosrenpHas paGota B paMkax 0Gpa30BaTeIbHOM IPOrPaMMbI IIAHHPYETCS 0GPa30BATEIbHOM OpraHu3aIHeH
B coorBercTBUM C¢ TpeboBanusamu @I'OC CIIO B mpenenax odbema y4eOHOW MUCLUILIMHBI B KOJIMYECTBE YacoB,

HCO6XOI[I/IMOM JJI BBIIIOJIHCHHA SaﬂaHI/Iﬁ CaMOCTOSITeIIbHOM pa60TI)I 06yqa101u1/1x0ﬂ,

TEMATUYCCKUM IJIAHOM U COACPIKAHUECM yqe6H0ﬁ JUCHUITIIIUHEBL.

TIPEAyCMOTPEHHBIX

4
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2.2. TemaTHYecKHii NJIAH U colep:KaHUe YUeOHOH TUCHMIUIMHBI «J[OKYMEHTAIIMOHHOE 00eCIIeUeHHEe YIIPABICHHMSI»

HauMeHOoB8anue
HaumenoBanue Conep:kanue y4eOHOro MaTtepuasia u GopMbl OPraHu3amum Oo0bem Koabi
pa3iesioB M TeM AeSATeTbHOCTH 00YYal0LIUXCS B Yacax KOMIETEeHIHIA,
¢dopmupoBanuio
KOTOPBIX
crocoocTByeT
3J1eMeHT
NPOrpamMMbl

1 2 3
Tema 1. Coaep:xanue yue0HOro MaTepHaJia 8 OK 09,
JlokyMeHTHpOBaHHe 1. TocynmapcTBeHHas cucTeMa JOKYMEHTAI[MOHHOTO oOecredeHus MK 1.1.
ylpaBJieHYeCKOii ynpasnenuss (I'CHOY) — cBox mpaBui, ycTaHaBIMBAIOIIMX €IUHBIE
AeATeTbHOCTH TpeOOBaHUS K JOKYMEHTHUPOBAHUIO YIIPABICHUYECKON AESTENTbHOCTU U

OopraHu3anu padoThl ¢ JOKYMEHTAMHU Ha MPEANPUATHSIX Pa3InYHBIX 4

OpraHu3alMOHHO-TIPABOBBIX (POPM.

2. CoctaB  ympaBlIeHYECKHX  JIOKyMEHTOB. [loHsTHE  cucTeM

JnokyMeHTaruu. O0s3aTebHble PEKBU3NUTHI JOKYMEHTOB.

B TOM 4Hc/Ie IPAKTHYECKUX 3aHATHI

IIpakTuyeckoe 3ausitue 1. Odopmienue ¢opmymsipa- oOpasia, 4

paboTa C peKBU3UTaMH JOKYMEHTOB
Tema 2. Cucrema Conep:xxanue yueOHOT0 MaTepHaJia 8 OK 09,
OPraHU3alMOHHO- 1.YuudunmpoBaHHas crucTemMa OpraHu3alliOHHO- PACTIOPSAAUTEIBHOM IK 1.1.
pacnopsiAuTe bHOI nokymenTtanuu (OPJ]). T'OCTer nHa OP/I. TpeGoBanue k opopmiieHUIo
AOKYMEHTAINU JTJOKYMEHTOB. 4

2. Knaccugukarus opraHu3anOHHO-PACTIOPSITUTEITEHON

JOKYMEHTallUU

B ToM unciie NpaKTHYECKHUX 3aHATHH

IMpakTyeckoe 3ansaTue 2.Cocrapienne U ohopMIICHHE 4

OpTraHHu3allMOHHO -paCHOPHHHTCHLHOﬁ HJAOKYMCHTAIIUU.
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Tema 3. JloroBopHo-
npaBoBast
AOKYMEHTAaIUsl

Conep:kanue y4eOHOT0 MaTepuaJia

12

1.ITonsiTue noroBopa (KOHTpAKTa), COINIALLIEHUE, IPOTOKOIA. Tunosas
¢dopma koHTpakTa. OCHOBHBIE pa3/ieibl KOHTpakTa. [IpumepHbIi
JIOTOBOP KYIUIU-IIPOJaKU. THUIIOBOM 1OrOBOP MEHBI TOBAPOB
(6aprepnas cuenka) Tumoast popMa KpeIUTHOTO JOTOBOPA.
[TpumepHas popma J0roBOpa MOPYIUTENBCTBA. Y HUPUIIMPOBAHHAS
dopma kpeauTHoM 3asiBkU. [IpumepHas Gpopma 3a10roBoro
obs3arenscTBa. Turmosas opma OGaHKOBCKOM rapaHTUH. TUIOBas
dopma noroopa 6ankoBckoro cuéra. [Ipumepnas ¢popma rorosopa
0aHKOBCKOTO BKJIaaa. OOpasibl TOTOBOPOB O JETIO3UTHOM BKIIAJIC.
TumnoBoii 1OroBop Ha OCYIIECTBIEHUE KPEAUTHO-PACYETHOTO
obciyxuBanus. OPopmMiIeHHE TPHIIOKEHUH K JoroBopam. [IpoTokosl
pasHoryacuii k joropopam. @opmbsl IPOTOKOJIOB Pa3HOIIACHH.
Kommepueckue aktel. branku komMmepuecknx aktoB. OdopmieHue
aKTOB IO MPUEMKE MPOAYKIMH (TOBAPOB) 110 KOJIMUYECTBY U KaueCTBY.
Od¢opmieHne akToB [0 OKa3aHHUIO BO3ME3IHBIX YCiIyr. OOpa3ibl aKToB.
JloBepeHHOCTH: pa3oBbIe, ClielUalbHbIe, FTeHepasibHble. OOpa3ibl
JIOBEPEHHOCTEIA.

B ToM 4nciie NPAKTHYECKHUX 3aHATHH

IIpakTuueckoe 3ansaTue 3.CocraBienre U ohopmIeHUE TOTOBOPOB

OK 09,
K 1.1.

CamocrosiTesibHas padoTa 00yuyaromuxcsi. AHaIU3 T0TOBOPOB
KYTUTA-TTPOJaKU

Tema 4./lokyMeHTBI 11O
BHEIIHEIKOHOMHUYECKOM
AesITeJIbHOCTH

Conep:xxanue yueOHOT0 MaTepHaJia

1. Knaccupukanuss  JOKYMEHTAllMM 0  BHEIIHEIKOHOMHYECKOM
JeATeTLHOCTH: KoMMepueckue TmucbMma, KoOHTpakTel. ['OCTeI Ha
JOKYMEHTAIMIO I10 BHEIIHEOKOHOMMYECKYIO [IeATEIbHOCTh. biianku
KOMMEpUYECKUX MHceM. PexkBU3uTHl (opMylisipa KOMMEPUYECKOTO
nucbMa. OcoOble TpeOOBaHUS K TEKCTaM KOMMEPUECKUX IHCEM.
Tunosble ¢GopMbl KOMMEpUECKMX NHUCeM. Buabpl KOHTpaKTOB,
O(OPMIISAIOMIMX  BHEIIHEAKOHOMUYECKYIO  JESTeIbHOCTh. THUIIOBOM
MEXIYHAPOJHBIM KOHTPAKT O KyIule-npoaaxke. PopMbl NPHIIOKEHUHN K

OK 09,
K 1.1.
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Auem 7

koHTpakTam. OdopmiieHne AONMOTHEHUH U chenuduKanmui K

KOHTpaKTaM.

B ToM unciie npakTHYecKuX 3aHATHI

IIpakTuyeckoe 3ansaTue 4.Cocrasienue U ohpopmieHUE TOKYMEHTOB
110 BHEITHEAKOHOMHYECKOU IeITeIbHOCTH.

Tema 5. Opranusanus
padoThI ¢ JIOKYMEHTaMH

Coaep:xanue yueOHOro MaTepHaJia

1.Ctpykrypa 1 GYHKIIUHU CITY>KO JOKYMEHTAITMOHHOTO O0eCTICUeHUs
ynpasieHus. OpraHu3alMOHHBIE CXEMBI JOKYMEHTAIlIMOHHOTO
oOecrnieueHus ynpasieHus. IHCTpyKIMs 10 JOKYMEHTAllMOHHOMY
oOecnieuenuto ynpanieHus. CoctaB U yu€tr 00bEMa JOKyMEHTO000poTa
IPEANPUATHI U Opranu3anui. KOHTpOJIb NCIIOIIHEHHS] TOKYMEHTOB.
CucremaTtuzanus JOKYMEHTOB U UX XpaHeHue. HomenknaTypa nen.
Bzanmonetictue ciryx0 JJOY 1 BeJOMCTBEHHBIX apXHBOB IIPU
(OpMHPOBAHNHU OCHOBBI JUIs IOCTIEIYIOIIEr0 XpaHEHUs U
MCIOJIb30BaHuUs JOKYMEHTOB. EAMHCTBO TpeOoBaHM K XpaHEHUIO
JIOKYMEHTAIlMU B I€JIONPOU3BOJICTBE U apXUBE.

B ToMm uucae MPAKTUYICCKUX 3aHATHH

IIpakTHyeckoe 3ansiTue 5.Pa3dop aenosoii cutyanun «Opranuzanus
paboThl ¢ JOKYMEHTaMH B YUPEXKICHUN.

CamocrosiTeibHas padoTa odyuarwmmxcs. [Toaroroska cooOreHmit
Ha Temy: "Opranuzamnus paboThl ¢ JOKYMEHTaMHU B KPETUTHOM
YUpEXKIEHUN "

OK 09,
K 1.1.

Tema 6. Opranuzanus
AOKYMEHT0000poTa B
yUpexKIeHUH

Conep:xxanue yueOHOT0 MaTepHaJia

1.Ilpuem 1 06pabOTKa NOCTYNAIOIIKX TOKYMEHTOB. Perucrpanus
JIOKYMEHTOB, €€ (hopMbl. [1opsa0K MPOX0KIECHHUS CO3/ITaBaeMBbIX
JOKyMeHTOB. KOHTpOJIb MCTIOTHEHNS JOKYMEHTOB

B ToM 4nciie NPAKTHYECKHUX 3aHATHH

IIpakTuyeckoe 3ansaTue 6.00paboTKa BXOIAIUX JOKYMEHTOB

N

OK 09,
K 1.1.

Tema 7.
DopmMHupoBaHHeE eI

Coaep:xanue yueOHOIro MaTepHaJia

1.TpeboBanust k popmupoBanuto aen. CucremaTusaus OTAEIbHbBIX

N>

OK 09,
K 1.1.
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KaTeropuii JOKyMEHTOB

B ToMm yuncie MPAKTUYIECCKUX 3aHATHH

IIpakTuyeckoe 3ansaTue /. DopMUpPOBAHUE JIEIA. 1

IIpakTuyeckoe 3anaTue 8. CucremMaTu3anus TOKyMEHTOB T10 1

MIePENUCKE.
Tema 8. IloaroroBka Coaep:xanue yue0HOro MaTepHaJia 8 OK 09,
JeJ1 K mocJieyruemMy 1. Odbopmnenne nen. Onuck JOKYMEHTOB, HAXOASAIIMXCS B JIETIE. 4 TIK 1.1.
XpaHEeHHUI0 U OCHOBHBIE TOHATHUS 00 apXMBHOM XpaHEHUHU
HCIO0JIL30BAHHUIO B Tom unciie npakTHYECKHUX 3aHATHH

IpakTnyeckoe 3ansiTue 9. CocTaBiieHUE OMUCHU JIE. 2

IpakTuyeckoe 3ausaTue 10. CocTaBicHHE aKTOB O BBIICICHUN 9

JIOKYMEHTOB K YHUYTOXECHHIO.
Bcero: 68

JUst XapaKTepUCTHKH YPOBHS OCBOSHHS y4eOHOTO MaTepHaia HCIOIb3yIOTCs CIEAyIoIue 0003HAYECHUS:

— O3HAKOMMTENbHBIN (y3HaBaHHE paHee N3YUEHHbIX 00ObEKTOB, CBOMCTB);

— PENpOIyKTUBHBIN (BBIMOJIHEHNE AESITEILHOCTH MO 00pa3ily, UHCTPYKIIMU UJIH 1O PYKOBOZCTBOM)
— IPOAYKTUBHBIN (IIJITAHUPOBAHUE U CAMOCTOSITEIIbHOE BBIITOJIHEHUE ACSITEIbHOCTH, pEeLIeHHE MPOOIEMHBIX 3a/1a4)
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3. MeTtoauyecKkue yKa3aHus 10 MPOBEAEHUIO MPAKTUYECKUX 3aHATHI/Ia00PATOPHBIX
paboT/ceMUHApPOB, 3aHATHH B (h)opMe NPAKTUYECKOI OATOTOBKH (IIPY HAJTMYHN), U
CaMOCTOSITEJIbHOM padoTe

[TpakTudeckue 3aHATHS - METO 00ydeHUs], 00eCIICUNBAIOIINIA CBSA3b TEOPHH U PAKTUKH,
COJICHCTBYIOIIMKA BBIPAOOTKE Yy YydYallUXCS YMEHUW M HaBBIKOB TPUMEHEHHUS 3HAHUM,
MOJIyUEHHBIX Ha JIEKIUM U B XOJ€ CaMOCTOSTeNbHOM paboThl. DOpMbI OpraHU3alUU
MIPAKTUYECKUX 3aHATUI: PEILICHUE TUIIOBBIX 3a1a4.

3.1. TemaTtuka M coJepxKaHMe NPAKTHYECKUX 3aHATHI/Ia00paTOpHBIX padoT/
CeMHMHaPOB

Ilpakmuueckoe 3anamue 1.
Tema 1: JlokyMeHTHpOBaHUE YIIPABICHYECKOM NEATEIHHOCTH
Cogepxanne: Odgopmienue popmyisipa - oOpasia, pabora ¢ peKBU3UTAMH IOKYMEHTOB

Ilpakmuueckoe 3anamue 2.

Tema 2: Cucrema opraHn3almOHHO-PACTIOPSIUTEIBHOM

JOKyMEHTaluu

Conepxanme: CocraBieHue M O(QOpMIIEHHE OpPraHU3aALUMOHHO-PACIOPAAUTEIBHOM
JIOKYMEHTALUU.

Ilpakmuueckoe 3anamue 3.
Tema 3: JloroBOpHO-TIpaBoOBasi TOKyMEHTALUs
Copnepxanue: CoctaBieHre U 0hOpMIIEHUE TOTOBOPOB.

Ilpakmuueckoe 3anamue 4.
Tewma 4: JIokyMEHTBI IO BHEIIIHEOKOHOMUYECKOU JESTETHHOCTH

CO,Z[ep)KaHI/ICZ CocraBneHue u O(I)OpMJ'IeHI/Ie AOKYMCHTOB IIO BHEITHEOKOHOMHUYECKOI
ACATCIIBHOCTH.

Ilpakmuueckoe 3anamue 5.
Tewma 5: Opranuzaiust pabOThI ¢ TOKYMEHTaMHU

Conepxxanue: Pa36op nenoBoil curyauum «OpraHuzanus paboThl C JOKyMEHTaMU B
YUPEXKIECHUN Y.

Ilpakmuueckoe 3anamue 6.
Tema 6: Opranu3zanus JOKYMEHTO000POTa B YUPEKICHUN
Conepkanne: O6paboTKa BXOASIINUX JOKYMEHTOB

Ilpakmuueckoe 3anamue 7.
Tema 7: ®opmupoBaHue e
Conepxxanne: PopMUpPOBAHHE JIETIA.
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Ilpakmuueckoe 3anamue 8.
Tema 7: ®opmupoBaHue 1€

Copnepxanue: Cucremaruszanusi JOKyMEHTOB 110 IEPETIHUCKE.

Ilpakmuueckoe 3anamue 9.

Tewma 8: HOI[FOTOBKa ACII K IMOCICAYIOMIEMY XPaHCHHUIO U NCITI0JIb30BAHUIO

Conepsxanne: CocTaBiaeHUE OMKUCH JIET.

Ilpakmuueckoe 3anamue 10.

Tewma 8: HO,I[FOTOBKa ACII K MMOCIICAYIOMIEMY XPaHCHHUIO U NCITI0JIb30BAHUIO
Conep;xaHI/Ie: CocraBlieHHE aKTOB O BBIJCIICHUU JOKYMCHTOB K YHUYTOKCHULO.

3.2. TemaTuka U coiepKaHue CAMOCTOSITEJILHOMH PadoThI

CamocrosiTenbHas padboTa SIBISIETCS HEOThEMJIEMON 4acThi0 00pa30BaTEIbHOIO
nporecca, CBI3aHHOTo ¢ (POPMHUPOBAHUEM KOMIIETCHIINI 00yYaroIiXCsl.

Y4eOHo-MeToInYeCKOe 00ecTIeYeHUE JIIsl CAMOCTOSITEIbHOM paboThl IPeIHA3HAYEHO
JUISL pallMOHAIBHOTO PACIIpeIe/ICHNs] BPEMEHH CTYJICHTA 110 BUIAM CaAMOCTOSATEILHOM
paboThl 1 pazaenaM AucHUIUIMHBL. OHO COCTABIISETCS HA OCHOBE CBEJCHHIA O
TPYIOEMKOCTH JUCUUILIMHEL, €€ COACPKaHUU B BUIaX PaOOTHI 110 €€ U3YUCHHIO, a TAKKe
y4e0HO-METOINIECKOT0 U HH(HOPMAITMOHHOTO 00ECTICUCHUSI.

KoHTpoIib caMOCTOSATENbHOM PadOTHI CTYICHTOB OCYIIECTBIIICTCS B TEYCHUE BCETO
cemectpa. [IpenogaBarens caMOCTOATENBHO onpeenseT GopMbl KOHTPOIIS
CaMOCTOSITENIbHON PabOThI CTYZEHTOB B 3aBUCHUMOCTHU OT COZEP KaHUS Pa3JesioB U TEM,
BBIHOCUMBIX Ha CAMOCTOATCIIbHOC U3YUCHUC. Taxnmm (1)OpMaMI/I MOTYT SABJIATHCA:
TECTUPOBAaHUE, KOHTPOJIbHBIE PAOOTHI U Jp.

TeMaTHuka U coaepkaHue

Tema 5: Opranuzarus paboThI ¢ TOKYMEHTaMU
Copepxanue: [loaroroBka coobmenuit Ha Temy: "Opranuzanus padoThl C TOKYMEHTaMU B

KPEAUTHOM YUpPEXKACHUN".

4. ®oH/ OLIEHOYHBIX CPeACTB JUCHHUILINHBI
4.1. Pe3yJbTaThbl 0CBOCHHMS YUeOHOM AN CHUILUINHBI, MO/IesKalie TPOBepKe
DOopMBI IPOMEKYTOUHOHN aTTECTALIMH IO CEMECTpaM:

Ne cemectpa

dopMa KOHTPOJIA

3

JnddepennpoBaHHbIi 3a4eT

B pesynabTate mpoMexyTOUHOHM arTecTaluyd MO Y4eOHOH IUCIUIUIMHE OCYIIECTBIISETCS
KOMIIJIEKCHAsI TPOBEpKa CIIeIYIOIMX YMEHUH 1 3HaHUM, a Takke (OPMHUPOBAHUS KOMIIETECHIIMA:

PesyabTaTnl 00yyeHusi: yMeHUsI, 3SHAHUS

IToxka3aTenu OLeHKH ®opma
pe3yJibTara KOHTPOJISI
OLlCHUBAHUSA

Ymern:

- OpopMIIATH JOKYMEHTAIUIO

B COOTBETCTBUH C HOPMATHUBHOM 06a30i, HCIIO
763y THPOPMAIIMOHHBIE TEXHOJIOTHHU B CPET

Hannexamee odhopmienue
OpraHU3aIMOHHO-
pacopsIIUTENBHOM,
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CTBa Opl"TCXHI/IKI/I; CIIpaBOYHO-

- UCIIOJIBb30BaTh yHI/I(bI/IL[I/IpOBaHHBIe CUCTCMBI
JIOKYMEHTAIIH,

- OCYLLUECTBIATH
JIOKYMCHTOB;
HNCITIOJIBb30BATH TCHCKOMMYHI/IKaL[I/IOHHBIe
TEXHOJIOTHH B DJIEKTPOHHOM
JIOKyMEHTO000pOoTe

XPaHCHUC u IIOUCK

UH(GOPMAIIMOHHOHN U APYTUX
BUJIOB JIOKYMEHTAIIUH;
MpaBUIILHOE BEICHUE U
XpaHEHHE JTOKYMEHTOB;
HCTIOJIb30BAHUE
COBPEMEHHBIX TEXHOJIOTUI
JUISL BEICHUS IOKyMEHTAIUU
odopmIisier
OpTraHU3aIMOHHO-
pacropsauTeIbHbIe
JOKYMEHTBI B COOTBETCTBHUH C
nerctByromuM ['OCTowm;
OCYILIECTBISIET 00pabOTKY
BXOJISIIIUX, BHYTPEHHUX U
UCXOISIINX IOKYMEHTOB,
KOHTPOJIb 3a UX
UCTIOJTHEHUEM;

oopmIsieT JOKYMEHTHI JUIs
nepe1ayn B apXuB
OpraHu3aIuy;

3HaTh:

OCHOBHBIC TOHATHUS  JOKYMEHTAI[HOHHOTO
oOecrnieueHus yrnpaBIeHUS;

OCHOBHBIE 3aKOHO/IaTEJIbHbIE U HOPMATHUBHBIE

akThl B  0O0JacTh  JOKYMEHTAI[MOHHOTO
o0ecrieyeHus yrpaBieHUs;

ey, 3a1a4n u TIPUHITAITBL
JOKYMEHTAllMOHHOTO obecrieyeHus
yIIpaBJICHUS;

CHCTEMBI JJOKYMEHTALIMOHHOTO OOeCcTeYeHus
yIIpaBJICHUS;

TpeOOBaHUS K COCTABICHHUIO M O()OPMIICHHUIO
Pa3IUYHbBIX BUJIOB IOKYMEHTOB;

o0mue TmpaBuja OpraHu3aluu paboThl ¢
JIOKyMEHTaMHU;

COBPEMEHHBIE UH(POPMALIMOHHBIE
TEXHOJIOTUM  CO3JaHMsl  JOKYMEHTOB U
aBTOMAaTH3allMU JOKYMEHTO000pOTa;

OpraHu3amnuilo paboThl C  AIEKTPOHHBIMH
JIOKyMEHTaMHU;

BUJIBI  OPITEXHHWKH W CIOCOOBI  ee
UCTIONIB30BAaHUS B JOKYMEHTAI[MOHHOM

o0OecrieyeHny yrpaBJeHHUs.

IIPUMEHSET MTPABUIIA JIEJTIOBOM
HEPENUCKH U COCTABIICHUS
CITYEOHBIX TOKYMEHTOB,
OpraHU30BBIBAaET paboTy C
JOKYMEHTaMH,

YMEJIO TOJIb3YeTCs
OpPITEXHUKOM;

aKTHUBHO paboTaer ¢
AJIEKTPOHHBIMHU
JOKYMEHTaMH.

YCTHBIH OIpoC,
TECTUPOBAHHUE,
MpaKTH4ecKast
pabota
CaMOCTOSITENIbH
ast pabota
nuddepeHrpo
BAaHHBIN 3a4ET

DopmMHpyeMble KOMIETEHIUU:

Koa ¢popmupyemoii

HaumenoBanue KOMIICTCHIIM U

DopMbI U METOAbI
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KOMIIeTEeHI[UH KOHTPOJISI ¥ OLIEeHKH
pe3yJabTaToB 00y4YeHHsl
OK 09. [Tonw3oBaTbcst mpodeccCuoHaTBHOM
JOKyMEHTAlMeN Ha TOCYAAPCTBEHHOM | YCTHBIM OIpOC,
Y UHOCTPAHHOM SI3bIKaX TECTUPOBaHUE, MPaKTUYeCKas
IK 1.1. CoctaBisth u 00padaTbIBaTh pabota
MIEPBUYHBIC YUETHBIE JOKYMEHTHI O camocrosTelbHas paboTa
(hakTax X03sHCTBEHHOM muddepeHIIPOBaHHBIN
JEeSITeIbHOCTH SKOHOMHYECKOTO 3a4er
cyOBeKTa.

4.2. MeTonnKka NpUMEHEHHUsI KOHTPOJIbHO-U3MEPUTEIbHBIX MATEPHAJIOB
KonTposnb 3HaHmii 00y4aromuxcsi BKIIOYAeT:
Texymuit KOHTPOJb B (POpME TECTUPOBAHMSI, YCTHOTO OMPOCa, MPAKTUIECKON padOThI,
CaMOCTOSITENTLHOM pabOThI

[TpomexyTounyro arrecranuto B popme nuddepeHImpoBaHHOro 3a4era

4.3. KoHTpPO1bHO-U3MepUTeIbHbIe MAaTePUAJIbl BKJIIOYAKOT:
4.3.1. TunoBble 3aJaHNUs 1JIsl OLEHKH 3HAHMI M YMEHHH TeKylero KOHTPOoJIs

KOHTpOJIb N OLCHKAa PC3yJIbTaTOB OCBOCHHUA TCMblI OCYHICCTBJIIACTCA IPCIIOAABATCICM B
IMpOoIeCCCC BLIITOJIHCHUS O6y‘IaIOH_[I/IMI/IC$I HHAUBUYAJIbHBIX SaHaHHﬁ.

Konumponono — usmepumenvnvle mamepuanvi 01 MeKywe2o KOHMpPONs No y4eOHOU
oucyuniuxe
ITposepsiemble komnerennuu: [IK 1.1, OK 09

3ananue 1: Buabl nepBUYHBIX IOKYMEHTOB

Bonpoc:

[lepeuncinure OCHOBHBIE BUIBI IEPBUYHBIX YUETHBIX JIOKYMEHTOB, HCIIOJIE3YEMBIX B
OpraHu3aIuy.

3aganue 2: O6s13aTe/IbHbIC PEKBU3UTHI IEPBUYHBIX IOKYMEHTOB

Bomnpoc:

Kakue o0s3aTennbHbIe pEeKBU3HUTHI JOIDKHBI COJIEPKAaTh IEPBUYHBIE YUETHBIE JIOKYMEHTHI
COTJIaCHO 3aKoHoAaTeNbCcTBy PD?

3aganue 3: OmulOKka B NepBUYHOM J10KYMeEHTe

Bomnpoc:
Urto nenarth, ecau B IEPBUYHOM JIOKYMEHTE OOHapyKeHa ormmoka?
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3aganue 4: CocTaBiieHUE HAKJIATHOMI

Bomnpoc:
Opranusanus oTrpysuia ToBap Ha cymmy 50 000 py6uteit. CocTaBbTe TOBApHYIO HAKJIAIHYIO
(TOPT-12).

33[[3]-[1/16 5: CocraBiieHHe aKTa BbINOJHEHHbBIX paﬁ()T

Bompoc:
Opranu3zanus okazana yciayru Ha cymmy 30 000 pyGaeit. CocTaBbTe aKT BBITOJHEHHBIX PadoOT.

3aganue 6: O6padoTKa KacCOBBIX JOKYMEHTOB

Bompoc:
Kakue noxymeHTbl 0(hopMIISIIOTCS TIPH BblJaue ACHET U3 KacChl?

3ananue 7: O0padoTKka 0AaHKOBCKHX JOKYMEHTOB
Bompoc:
Kakue 1oKyMeHThI HCIIONB3YIOTCA ISl yUeTa ONepalnii 10 pacCueTHOMY CUeTy?

3aganue 8: XpaHeHne nepBUYHBIX JOKYMEHTOB

Bompoc:
KakoB cpok XpaHeHUs IEPBUYHBIX YUETHBIX TOKYMEHTOB?

3aganue 9: JIeKTPOHHbIE NEPBUYHbIC JOKYMEHTbI

Bonpoc:
Kakue TpebGoBaHMs MPeIbBIAIOTCS K SJIEKTPOHHBIM NIEPBUYHBIM IOKyMEHTam?

3aganue 10: Ilpumep o00padoTku cuera-pakTyphl

Bonpoc:

Opranuzanus noxyumia cuer-haktypy Ha cymmy 118 000 py6sneii (Bxmrouas HIAC 18%).
Ob6paboTaiiTe cuet-(hakTypy Ui y4yera.

HpaKTI/IquKI/IC 3alaHusd, IpCAIoJIararonume IMMCbMEHHBIN OTBET

1. Ha popmate A4 opopMHUTH GJIaHKHU C MIPOAOIBHBIM U YTTIOBBIM PACIONI0KEHUEM PEKBU3UTOB
no 'OCT P 6.30-2003.

2. CocraBuTth 1 0hopMuUTh Ha OnaHke A4 pacriopspKkeHue.
3. CocTaBuTh CBOJHBIN MpHKa3 «O mnpueme Ha paboTy»

4. B paznaTouyHoM MaTepuale (OpraHu3allOHHO- PacoOpPsIUTENIbHbIE JOKYMEHTHI) BBISIBUTh
HEJIOCTAIOLINE PEKBU3UTHI M MPOCTaBUTh MX B cooTBeTcTBHM ¢ ['OCT 6.30-2003
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5. Co3pnate 1 0POPMHUTH pe3roMe

OO0pa3zerr TeCTOBOTO 3aJaHUs:

1) Kakoit Bug nH(OpMAaIIu TECHO CBSI3aH € MPOIIECCAMH YITPABICHUS KOJUICKTHBAMM:
a) Hay4Hasi;

0) conraabHO-2KOHOMHYECKAS;

B) KyJIbTypHas;

I') TEXHUYECKas,

1) HET IPaBUJIbHOT'O OTBETA.

2) O6s3arenbHbIE HHPOPMALIMOHHBIE AIEMEHTHI 0(OpMIIEHUS O(QUITHATIFHOTO TOKYMEHTA!
a) CTaH/IapT;

0) PEKBU3HT;

B) YCJIOBHBIE 0003HAUEHUS;

') BU3a U rpud;

1) HET IPaBUJILHOT'O OTBETA.

3) Kto BriepBbie ipensioxkusi yHU(PUKAIUIO CITYKEOHOM MEepernucKu:
a) [letp [;

0) nexper CHK;

B) B.1.JIenun;

r) M.M.CniupaHckuii;

1) HET IPaBUILHOTO OTBETA.

4) VicxonHbli MPaBOBOW aKT, ONPEAEISAIOIINN TOCY1apCTBEHHYIO MTOJUTHKY B cepe
UH(POPMAIMOHHO-TOKYMEHTAIIMOHHOTO 0OMEeHa:

a) (3 Ne149-d3 «O06 unpopmannu, UHGOPMAITMOHHBIX TEXHOJOTHIX U 3alIUTe HHPOPMALIUN;
6) I'CHOY;

B) Koncturyuus PO;

r) [OCT;

1) HET MPaBUIILHOTO OTBETA.

5) ITo HanMEeHOBaHUIO TOKYMEHTHI ObIBAOT:
a) aKThl;

0) opUrHMHAaIIBI;

B) poTOMaTEpHUAIbI;

I') KOH(QHIEHIINATIbHbIE TOKYMEHTHI;

1) HET IPaBUJILHOTO OTBETA.

6) K pacnopsiinutenbHON JOKYMEHTAIIMN OTHOCSTCS
a) MOJIOKEHHUS;

0) MOCTaHOBJICHUS;

B) aKThl;

T') IPOTOKOJIBI;

1) BCE OTBETHI BEPHBI.
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7) Kakoro Buja 0yiaHKa HE CyIIECTBYET:
a) o0muii O6JaHK;

0) 6naHK MHUChMa;

B) TUTIOBO OJIaHK;

r) OJaHK KOHKPETHOTO BHJIA IOKYMCHTA;
1) BCE OTBETHI BEPHBI.

8) OTMeTKa 0 HaJTMYUH MPHIOKEHHS OPOPMIISETCS CIEAYIONM 00pa3oM:
a) CM. MPUJIOKEHUE A

0) [Ipunoxxenue Ha c.17;

B) [Ipunoxenue: Ha 5i1., B 2 3K3.;

r) [Ipunoxenue A, ¢.26.;

. HET MPaBWJILHOTO OTBETA.

9) IIpaBoBoii aKT, OIpeneIAOLIMIi MOpsAA0K 00pa3oBaHus, IPAaBOBOM cTaTyc, Mpasa,
00513aHHOCTH:

a) LITaTHOE PacIUCaHUE;

0) MMOJI0KEHHUE;

B) yCTaB;

') UHCTPYKLIUS;

1) HET MTPaBUJIBHOT'O OTBETA.

10) HoknanHas 3anKcKa COIEPKUT CIEIYIOUINE PEKBU3UTHI:
a) rpud;

0) BU3a,

B) PE30JIIOIHS;

I') OTTUCK TIeyaTH;

1) HET IPaBUJILHOTO OTBETA.

11) BoigensioT cineayronue BUAbl 1€I0BOM NEPENUCKU:
a) M0 BOMPOCaM TEXHOJIOTHH;

0) 1Mo Bompocam MpPOU3BO/ICTBA;

B) 110 BOIIpOCaM CObITa;

T') 10 BOIIPOCaM KaIlluTalbHOIO CTPOUTENIbCTBA;

1) BCE OTBETHI BEPHBI.

12) Ilpuka3 mo muuHoMy cocTaBy ¢. NeT-1:
a) o IpuemMe Ha paboTy;

0) 00 yBOIBHEHUH;

B) O IIPEJIOCTABIICHUH OTITYCKa;

I') O MOOIIPEHUH;

1) HET IPAaBUJILHOTO OTBETA.

13) B nu4HOE €710 BXOAST CIEAYIOIINE TOKYMEHTHI:
a) aBTobuorpadus;

0) 3asiBIIeHUE O IIpUeMe Ha padoTy;

B) XapaKTEePUCTHKA;
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') aHKeTa;
1) BCE OTBETHI BEPHBI.

14) B Tpy10BYy10 KHUKKY BHOCSTCS:
a) CBEJICHUS 0 pabOTHHKE;

0) cBeneHMs 0 paboTe;

B) CBE/ICHUS O HarpaKJICHUSX;

T') CBEIEHUS 00 OTKPBITHSAX;

1) BCE OTBETHI BEPHBI.

15) Kak gonro xpaHsTcs B OTAeNE KaApoB TPYAOBbIE KHIDKKH, HE IOJTy4YEeHHBIE UX BIaJeNblaMU
10CJI€ YBOJIbHEHMUSL:

a) 1 mecs;

0) 6 mecsIeB;

B) 2 roaa;

r) 10 ner;

1) HET IPaBUJIbHOT'O OTBETA.

4.3.2. TunoBble 3aJaHUs A8 OLEHKH 3HAHMIA M yMeHMH NPOMEKYTOYHOI
aTrecTanuu

Koumponvno — uzmepumenvhvie mamepuanvl 0151 NPOMEICYMOUHOU AMMeCcmayuu no
Y4eOHoU OucyuniuHe

1. JIOKYMEHT: OCHOBHBIE IOHSTHSI, CIOCOOBI JOKYMEHTHPOBAHUSI.

2. WNudopmanus u 10KyMeHT.

3. VYHu¢ukanus u cTaniapTU3alus Kak OCHOBHOE HAlPaBJIEHUE COBEPILIEHCTBOBAHUS
nokymeHToB. 'OCTs1 Ha YC/I. Cuctembl TOKyMEHTAlUH.

4. XapakTepucTuKa, cocTaB U coaepskanue nercrpytomniero 'OCTa.

S. Cocras pexksusutoB OP/], npaBuna ux opopmieHus.

6. [IpaBuia opopmiieHus, U3TOTOBJIEHUS, yU€Ta, UCIIOIb30BaHMS U XpaHEeHUs OJJTaHKOB

OpraHu3aluy.

7. XapakTepHUCTHKA M COCTAB OPTaHU3AIIMOHHBIX JJOKYMEHTOB.

8. XapakTepucTUKa U COCTaB CIPAaBOYHO-UH(POPMAITMOHHBIX TOKYMEHTOB.

9. XapaKkTepHUCTHKA M COCTaB PACTIOPSIIUTENLHBIX TOKYMEHTOB.

10.  OcobeHHOCTH TOKYMEHTHPOBAHUS AEATEIBHOCTH KOJUIETHaIbHBIX OPIaHOB.

11. JlenoBast mepenucka: BUJIbl M TpeOOBaHUS K COCTABIEHUIO B O(DOPMIICHHIO.

12. Jlenonpou3BOJCTBO KakK (P)YHKIIMA yIpaBIIEHUs, COBPEMEHHbIE TPeOOBaHUS K €To
OpraHu3aInHg.

13. Cnyx0a TOKyMEHTAallMOHHOTO o0ecreueHus yrpaBieHus: GyHKINHN, CTPYKTYpa,
JOJDKHOCTHOM COCTaB, HOPMATHBHBIE MaTEPHAIBI.

14,  OOuMe NpUHIUIBI OpraHU3aluu J0KyMeHT0000poTa. OCHOBHBIE 3TAlbl TEXHOJIOTUU
paboTHI C TOKYMEHTAMH.

15.  IlepBonavanbHast 00pabOTKa JOKYMEHTOB B YUPEKICHHH.

16.  TexHonOrHs pacCMOTPEHUS JOKYMEHTOB B YUPEKICHUH.

17.  Peructpanus TOKyMEHTOB KaK MpOLECcC CO3aHMs OaHKa JaHHBIX O JOKYMEHTaX
OpraHu3aInH.

18.  KoHTpOjb UCHOJIHEHUS TOKYMEHTOB.

19. DKcnepTr3a IEHHOCTH JTOKYMEHTOB.
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20.  OcHoBHbIe TpeOOBaHUS K OpraHU3aIMN XPAHEHUS UCIIOJHEHHBIX TIOKYMEHTOB.
21. Bunst Homenknatyp nein. Iopsigok coctaBnenust 1 opopmieHus.
22. Cpoxu XpaHEHHS TOKYMEHTOB.
23.  IlpaBuia moAroTOBKH JEN K C/laue B BEOMCTBEHHBIN apXUB.
24.  ApXWBHOE XpaHEHHE JOKYMEHTOB.
25.  CocraB HOPMATUBHBIX JIOKYMEHTOB, PErJaMEHTUPYIOIIUX COCTAaBICHUE U 0(OpMIICHHUE
JIOKYMEHTOB, UX XapaKTEePUCTUKA.
26.  CocTaB HOPMATHUBHBIX JIOKYMEHTOB, PErJIAMEHTUPYIOIIMX OPraHU3aIHI0 Pa0OTHI ¢
JOKYMEHTaMU B YUPEKICHUH, UX XapaKTePUCTHKA.
27.  IlopsimoK yHUYTOKEHHS JOKYMEHTOB.

4.4. Kputepum u noKa3atejv olleHNBaAHUS
Jliisl TeKylniero KOHTPOJIst

Ouenka | ®opma kontpoass | Kpurepuu IToka3zaTeu olleHUBAHUSA
OLlEHUBAHUS
«5» YCTHBIN OIIPOC, [Tonnora, OTBeThl Ha MOCTABJICHHBIE BOMPOCHI

MIpaKTUICCKast
paborta
CaMOCTOSITEITbHAS
pabora

OoCICA0OBAaTCIBHOCTD H
JJOTMYHOCTB OTBCTA

n3JjararoTcsa JIOTUYHO,
IIOCJIICAOBATCIIBHO HW HC Tpe6y10T
JOITIOJITHUTCIIbHBIX MMOSICHCHUI.

[TommHO pacKkpbhIBAIOTCS TPUYHHHO-
ClIeZICTBEHHBIE  CBsi3H. Jlematorcst
000CHOBaHHbBIC BBIBOJIbI.
JleMoHCTpUpYIOTCS rIyooKue
3HAHMS MaTepuana.

«“4»

YCTHBIH OIpocC,

ITomHOTA,

OTBeThl HA IOCTABJICHHBIE BOITPOCKHI

IIpaKTU4ecKast MIOCJIE0BATENBHOCTD U | M3JIATalOTCsl CUCTEMATU3UPOBAHO U
paborta JIOTUYHOCTh OTBETA MOCJIEI0BATEIBHO, HO B
CaMOCTOSITENIbHAS HeJlocTaToyHOM oObeme. Marepuan
pabora u3naraercs YBEPEHHO.
JlemoHcTpUpyeTcs YMEHHE
aHAJIM3UPOBATh MaTepuai, OJHAKO
HE BCE BBIBO/IbI HOCAT
apryMEHTHUPOBAHHBIN u

JIOKa3aTENbHbBIN XapakKTep.
«3» YCTHBIH OIpocC, ITonnoTaA, Jonyckatores HapyLIECHUs B

MIpaKTUIeCKast
paborta
CaMoCTOSITeNIbHAs
paborta

noCICaA0BaTCIbHOCTh U
JJOTUYHOCTB OTBETA

MOCJIEI0BATEILHOCTH  M3JI0KEHUA.
HenosHo packpeiBatOTCS MPUYUHHO-
CJIE/ICTBEHHbBIE CBSI3U.
JIeMOHCTpUPYIOTCA TOBEPXHOCTHBIE
3HaHUS ~ BOIpoca, C  TPYyAOM
pemarTcs  KOHKPETHBIE — 3ajayH.

Nmerotcst 3aTpyAHEHUS c
BBIBOJJAMHM.

«2» YCTHBIN OIpPOC, [TonnoTa, Marepuan n3jaraeTcs
MpaKkTUYecKast MOCIIEA0BATENHHOCTh U | HEMOCTEA0BATENbHO, COMBUYMBO, HE
pabora JIOTUYHOCTH OTBETA MIpe/ICTaBIsIeT orpezeIeHHOM
CaMOCTOSATEIbHAS CHUCTEMbl 3HAHMM MO JUCUHUILIUHE.
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paborta He  packpeiBatoTcss ~ NMPUYUMHHO-
CIICIICTBEHHBIE CBs3M Mexnay. He
MIPOBOJIUTCS aHaJIHu3. BriBoibI
OTCYTCTBYIOT. OTtBeThI Ha
JIOIOJTHUTEIbHBIE BOITPOCHI
OTCYTCTBYIOT.
Ounenka | @opMa KOHTPOJIS Kpurepun oueHuBanus
«5» TectoBoOe 3amaHme 85 - 100%
«“4» TectoBoOe 3amaHme 75 - 84%
«3» TecroBoe 3aganue 50 - 74%
«2» TectoBoe 3aganue Menee 50%

JI1sl IPOMEKYTOUYHOM aTTecTAlUN

Ouenka | ®opMa KOHTPOJISA Kpurtepun IMoka3aTenu oneHUBAHUS
OlLlCHMBaHUS
«5» HuddepenunpoBannsiii | [IpaBunbHOCTD CTyaeHT JOCTUT BBICOKOI'O
3a4er BBIYMCIICHHH, YPOBHS c(OpMHPOBAHHOCTH
IIOJIHOTA, 3HAHUW M YMEHUH. YCHEIHO
MOCJIEIOBATEIBHOCTh | OCBETHJI Ha OJIOK  BOIPOCOB.
peleHus W3noxenue wmarepualia B XO0J€
OTBETa IIOJIHOE,
[IOCJIEI0OBATEIbHOE, IPpaMOTHOE. B
XOJ€ OTBETa SICHO YYBCTBYETCS
MMOHUMaHUE MaTeprana
«4» HuddepennmpoBannsiii | [IpaBuinbHOCTD CryaeHnt noctur 6a30BOro
3a4er BBIYMCIICHH, ypOoBHS CHOPMUPOBAHHOCTH
IIOJIHOTA, 3HaHUM U yMeHud. M3noxenue
MIOCJIEIOBATEIBLHOCTh | MAaTEPHUAIOB MIOJHOE,
peuieHus IIOCJIEI0BATEIILHOE B
COOTBETCTBUH C TPEOOBAHUSAMHU
nporpammel. Jlomyckarorcs
HECYILIECTBCHHBIE
CTHJINCTUYECKUE OLITHOKH.
CTyAeHT BBIIOJIHUI
PEKOMEHIallNH, JaHHBIE
MIpeno/iaBaTesieM
«3» HuddepennmpoBannbiii | [IpaBuinbHOCTH CtyneHT nocTur
3a4er BBIYHMCIICHH, MUHHUMAJIBHOTO YPOBHS
MIOJIHOTA, c(hOpMHUPOBAHHOCTH 3HAHUI U
[IOCJIEIOBATEIbHOCTh | YMEHMM. M3105keHne MaTepuanos
peneHust HenoJiHoe. U3noxenue
Marepuana B X0JIe OTBETa He
BE3/I€ CBSA3AHO C MIPHIIOKEHUEM.
JlomyckaroTcst OIMOKH.
«2Q» HuddepennmpoBannsiii | [IpaBuinbHOCTH CTyneHT He TOCTUT
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3a4eT BBI‘II/ICJ'ICHI/IfI, MHUHHUMAJIbHOT'O YPOBHSA
IIOJIHOTA, c(OpMHUPOBAHHOCTH 3HAHUH U
IIOCJICJ0OBATCIIBHOCTD }’MCHI/II‘/'I. N3noxenue MaTCprajIoB
pelieHus HEIOJIHOE, OECCUCTEMHOE.
CymiecTByIOT (haKTHYECKHE
OIIINOKH B OTBETE.

5.YCJIOBUA PEAJIM3AIIAA ITPOTI'PAMMBI TUCHUAITJIMHBI
5.1. Ins peanuzanuu nporpaMmbl y4eOHOW JUCHUIUIMHBL JOJDKHBI OBITH MPEIyCMOTPEHBI
CIICAYIOMUC CIICHUAJIBHBIC TIOMCILICHUS:

VYuebHas ayaguTopusi, KaOMHET COLMATBbHO-3KOHOMUYECKUX JUCIUILIUH
O6opynoBanue yueOHOM ayauTopun YueOHas medens, [1K-1, qocka
O6GopynoBanne KabOunera COIMAIbHO-DPKOHOMUYECKUX JUCHMIUIMH -

VYuebnas MeOenb, HarisaHble TocoOust (cTeHnbl, miuakatel), aocka, [IK, CIIC
Koncynwsrant [limroc

6.MndopmanuonHoe odecreyeHre peaju3amiu MPorpaMmbl

Jns peanuzanuyd TpoOrpaMMbl  OMOIMOTEUHBI (OHII 00pa30BaTENLHONW OpTraHU3aINH
JIOJDKEH MMETD TeYaTHbIC W/ 3JIEKTPOHHBIE 00pa30oBaTeIbHbIe M MHPOPMAIIMOHHBIE PECYPCHI,
pekomenoBanaple  ®YMO, i uCHonb30BaHUST B 0oOpa3oBareibHOM mporecce. [lpu
dbopMupoBaHun OHOIMOTEYHOTO OHIA 00pa30BATEIIFHON OpraHu3aluell BEIOUPAETCsS HE MEHEe
OJTHOTO M3JIaHMsI U3 TICPSUNCIICHHBIX HIKE MIEYaTHBIX U3aHUN U (MJIH) SJIEKTPOHHBIX M3IaHUN B
Ka4uCCTBC OCHOBHOI'O, ITPU 3TOM CITMCOK, MOXKCT OBITH JOIIOJTHEH HOBBIMU U31aHUSAMU.

6.1. OcHOBHBIC NTeYaTHBIE U3TAHUSA

Cnucok rocy1apCTBEHHbBIX CTaHAAPTOB

I'OCT P 7.0.97-2016. Haumonansusiii ctannapt Poccuiickoit @enepanuu. Cucrema
CTaHJapTOB M0 UHMOpMaIUK, OMOTUOTEUHOMY U M3JATEIbCKOMY Neny. OpraHu3aiuoHHO-
pacriopsauTenbHas JOKyMeHTalus. TpeboBaHus kK odopmiieHHIo 10KyMeHTOB" (yTB. [Ipukazom
Poccrarnmapra ot 08.12.2016 N 2004-cT) (pexn. ot 14.05.2018)

OcHoBHas uTeparypa:

1. brikoBa, T. A. JlokymeHTalnoHHOE 00ecriedeHNe yIpaBIeHUs
(menompousBoacTBO) : yueOHoe mocobue / T.A. boikosa, T.B. Ky3nenosa, JI.B.
Cankwuna ; mox oomr. pexa. T.B. Ky3nenoBoit. — 2-¢ u3j., nepepad. u gon. —
Mocksa : UHOPA-M, 2021. — 304 c. + Jlon. MaTtepuainsl [ DIEKTPOHHBIN
pecypc]. — (Cpennee npodeccruonanbHoe odpa3osanue). - ISBN 978-5-16-
013913-5. - Tekcr : anekrponHsIid. - URL:
https://znanium.ru/catalog/product/1141796

2. Kupcanosa, M. B. JlenoBas nepenucka : yuebnoe nocodue / M.B. Kupcanosa,
FO.M. AkcenoB. — 4-e uzj., mepepad. u gon. — Mocksa : UHOPA-M, 2024, —
153 c. — (Bsicmee oopaszoBanue). — DOI 10.12737/1891259. - ISBN 978-5-16-
017841-7. - Tekcr : anekrpoHHbId. - URL:
https://znanium.ru/catalog/product/1891259
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6.2. OcCHOBHBIE YJIEKTPOHHbIE U3TAHUSA

JlokyMeHTaImoHHOe o0ecrieueHre yrpaBieHHs TepcoHanom: YuebHoe mocooue/bynar P.

E. - M.: HUIT UH®PA-M, 2019. - https://znanium.com/catalog/document?id=355024

HNuTepHeT- pecypcesl :

http://www.funnycong.ru/
http://www.top-personal.ru/officeworks.html
http://www.edou.ru/enc/vvedenie.php
http://www.grandars.ru/college/pravovedenie/deloproizvodstvo/
http://sbiblio.com/biblio/archive/kirsanova_deloproisvodstvo/00.aspx
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