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GENEPAJIBHOE TOCYJAPCTBEHHOE BIOJIXKETHOE OBPA30OBATE/IbHOE CMK

YUYPEXIEHWE BBICHIEI'O OBPA30OBAHMI
«POCCUMCKHUM TOCYTAPCTBEHHBIVI YHUBEPCUTET
TYPU3MA Y CEPBVICA»

Punuaa ®I'BOY BO «PT'YTUC» B r. ITogoabcke

PIYTUC

Aucm 3

1. OBIIAA XAPAKTEPUCTUKA PABOYEM ITPOI' PAMMbBI JTUCIIUILINHBI
WAIOKYMEHTAITHOHHOE OBECIHIEYEHHUE YIIPAB/JIEHUA»

(HauMEeHOBaHWE JUCITUTIIIHBI)
1.1 MecTo THCHUILIAHBI B CTPYKTYpPe OCHOBHOI 00pa30BaTe/IbHOIi MPOrpaMMBbl:

VueOnas JAUCHUIIIINHA ((I[OKYMGHT&HI/IOHHOG oOecrieueHue YIIPABJICHUA»

SBJIIETCS] BApUATUBHOM yacThio obmenpodeccuonanbHoro mukia OIIOIT CITO B
cootBeTcTBUH ¢ PI'OC 38.02.01 DxoHOMUKA U OyXTradTepcKuil y4yeT (1o

otpaciisaim). Ocoboe 3HaueHHE TUCIUILINHA UMEET MPU (POPMUPOBAHUU U
passutuu: OK 09, I1K 1.1.

1.2 Heab u miianupyembie pe3yabTaThl 0CBOCHUS JUCHUILINHBI:
B pamkax mporpaMMbl y4eOHOH JAMCHHILIMHBI OOYYAIOIIMMUCS OCBAMBAIOTCS YMCHHS H

3HAHUS

Kon YMmennsa 3HaHusA

IIK, OK

OK 09, 0(pOpPMIISITh TOKYMEHTAIUIO B - OCHOBHBIE ITOHSITHS

IIK 1.1. COOTBETCTBUHU C HOPMAaTHUBHOM JIOKYMEHTAIMOHHOTO 00ecreueHust

0a30ii, UCIIONB3YS
UH(POPMALIMOHHBIE TEXHOJIOTHH U
CpeCTBa OPTTEXHUKH;
UCTIOJIB30BaTh YHU(HIIMPOBAHHBIE
CHCTEMBI JOKYMEHTAIIH;
OCYIIECTBIISITH XPAaHEHUE, TTOUCK
JIOKYMEHTOB;

UCTIONIb30BATh
TEJIEKOMMYHUKAI[TOHHBIE
TEXHOJIOTUH B DJIEKTPOHHOM
JOKyMEHTOO00POTE;

yIIpaBIICHUS;
-OCHOBHBIC 3aKOHOJIATEIbHBIEC U
HOpPMAaTHBHBIE aKThl B 00JIACTH
JOKYMEHTAIMOHHOTO 00ECTICUeHHSI
yIpaBJICHUS;

-OCJIn, 3ala491 1 IPUHIUIIBI
JIOKYMEHTAIMOHHOTO 00eCTIeueHHsI
yIIpaBJICHUS;

- CUCTEMBI JJOKYMEHTAI[HOHHOTO
oOecrieyeHnst ynpaBieHus;

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

- 0011Me TIpaBUJIa OpraHu3aluu
paboThI ¢ JOKYMEHTaMH;

- COBPEMEHHbIE UH(POPMAIIOHHBIE
TEXHOJIOTUH CO3/1aHUs TOKYMEHTOB U
aBTOMATH3AIUU JTOKyMEHTO000pOTa;
- OpraHu3aLUI0 pabOTHI C
SJICKTPOHHBIMH JOKYMCHTAMMU;

- BUJIbl OPTTEXHUKHU U CIIOCOOBI €€
WCTIOJIh30BaHUS B
JIOKYMEHTAITMOHHOM 00eCTeYeHUH
YIPpaBJIECHUA.




PIYTHUC

GENEPAJIBHOE TOCYJAPCTBEHHOE BIOJIXKETHOE OBPA30OBATE/IbHOE
YYPEXIEHME BbICHIET'O OBPA30OBAHVIA

«POCCUMCKHUM TOCYTAPCTBEHHBIVI YHUBEPCUTET

CMK
PIYTUC

TYPU3SMA U CEPBUCA»
duanaa PI'6OY BO «PI'YTUC» B 1. [Togoancke

Aucm 4

2.CTPYKTYPA M COJAEP)KAHUE YYEBHOH JUCHUILIAHBI

2.1. O6beM yueOHOM TUCHMILIMHBI M BUAbI Y4e0HOIi padoThI

Buj yueOHoit padoThl

O0beM B yacax

O0bem o0pa3oBaTeIbHON NPOrpaMMbl y4eOHOM AU CHMIIIMHbBI 68
BT. U.:

TEOPETUIECKOe 00yUeHUE 32
MPaKTUYECKHE 3aHATHUS (eCiu npedyCMOmpeHo) 32
Camocmosmenvhas paboma - 4

KOHCYJIbTalluH -

IIpome:xxyTounas arrecranusi — 1M pepeHIUPOBAHHBIN 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,
HEOOXOZMMOM JJIsl BBIIOJIHEHMS 3aJaHUH CaMOCTOSITENBHOH pPabOThl  OOydaroIUXCs, IPeayCMOTPEHHBIX
TEMaTHYECKHUM IIJIAHOM M COZIep’KaHNuEeM y4eOHOM AMCIMIUINHEIL.

4
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2.2. TemaTHYecKHii NJIAH U colep:KaHUe YUeOHOH TUCHMIUIMHBI  «/{OKYMEHTAIIMOHHOE 00eCIIeUeHUE YIIPABICHHMSI»

HaUMeHO8aHue
HaumenoBanue Conep:kanue y4eOHOro Matepuasa u GopMbl OpraHu3amum Oo0bem Koabi
pa3/iesioB U TeM AeATeJbHOCTH 00y4aroIuxcs B Yacax KOMIIeTeH Ui,
¢dopmupoBanuio
KOTOPBIX
crocoocTByeT
3JIeMeHT
NPOrpaMMbl

1 2 3
Tema 1. Coaep:xxanue yue0HOro MaTepHaJia 8 OK 09,
JoxymeHTHpOBaHUE 1. TocynmapcTBeHHas cucrteMa JOKYMEHTAllMOHHOTO oOecne4eHus K 1.1.
ylnpaBJleH4YeCKO| ynpasienus (I'CAOY) — cBoa mpaBuil, yCTaHAaBJIMBAIOUIMX €AMHBIE
AesITeJIbHOCTH TpeOOBaHUS K JOKYMEHTHUPOBAHUIO YIPABICHUYECKON AESITEIbHOCTU U

OpraHu3aii paboThl ¢ JOKYMEHTaMHU Ha MPEANPHUIATUSAX Pa3THUHBIX 4

OpraHU3aIMOHHO-TIPABOBBIX (OPM.

2.CocraB  ympaBlieHUYeCKHX  JIOKyMeHTOB.  [lonstue  cucrem

nokyMmeHTanuu. O0s3aTenbHble PEKBU3UTHI IOKYMEHTOB.

B ToM 4nciie NPpAKTHYECKHUX 3aHATHH

IIpakTnueckoe 3ansitne 1. Odopmiienne Qopmynsipa- oOpasia, 4

paboTta ¢ peKBU3UTAMH JOKYMEHTOB
Tema 2. Cucrema Conep:xxanue yueOHOT0 MaTepHaJia 8 OK 09,
OpPraHu3anfoOHHO- 1.YuudunmpoBaHHas cucTemMa OpraHu3allMOHHO- PACTIOPSAAUTEIBHOM MK 1.1.
pacnopsiAuTe bHOI nokymenTtanuu (OPJ]). TOCTer nHa OP/I. TpeGoBanue k opopmiieHUI0
AOKYMEHTAINU JTJOKYMEHTOB. 4

2 Knaccugukaius opraHu3ainoOHHO-PACTIOPSITUTETEHON

JOKYMEHTallUU

B ToM unciie NpaKTHYECKHUX 3aHATHH

IIpakTnyeckoe 3ansiTue 2.CocraBienue u opopmieHue 4

OpraHU3aI[MOHHO-PACTIOPSAUTENLHON TOKYMEHTAIUH.
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YYPEXIEHNME BbICIIETO OBPA30OBAHVIA PTYTUC

TYPU3SMA Y1 CEPBUCA»

Tema 3. JloroBopHo-
npaBoBast
AOKYMEHTAIUsl

Conep:kanue y4eOHOT0 MaTepuaJia

12

1.ITonsiTue noroBopa (KOHTpAKTa), COINIALLIEHUE, IPOTOKOA. Tunosas
¢dopma koHTpakTa. OCHOBHBIE pa3/ieibl KOHTpakTa. [IpumepHbIi
JIOTOBOP KYIUIU-IIPOJaKU. THUIIOBOM 1OrOBOP MEHBI TOBAPOB
(6aprepnas cienka) TumoBast popMa KpeIUTHOTO JOTOBOPA.
[TpumepHas popma J0roBoOpa MOPYIUTENBCTBA. Y HUPUIIMPOBAHHAS
dopma kpeauTHoM 3asiBkU. [IpumepHas Gpopma 3a10roBoro
obs3arenscTBa. Turmosas oopma OGAaHKOBCKOM rapaHTUH. TUoBast
dopma noroopa 6ankoBckoro cuéra. [Ipumepnas popma rorosopa
0aHKOBCKOTO BKJIaaa. OOpasibl TOTOBOPOB O JETIO3UTHOM BKIIAJIC.
TumnoBoii 1OroBop Ha OCYIECTBIEHHE KPEAUTHO-PACYETHOTO
obciyxuBanus. OPopmMiIeHHE TPHIIOKEHUH K JoroBopam. [IpoTokosl
pasHoryacuii k joropopam. @opmbl IPOTOKOJIOB Pa3HOIIACHH.
Kommepueckue aktol. branku kommepuecknx aktoB. Odopmienue
aKTOB IO NMPUEMKE MPOAYKIMH (TOBAPOB) 110 KOJIMUYECTBY U KaueCTBY.
Od¢opmieHne akToB [0 OKa3aHHUIO BO3ME3IHBIX yCiIyr. OOpasiibl aKToB.
JloBepeHHOCTH: pa3oBbIe, ClielUalbHbIe, FTeHepayibHble. OOpa3ibl
JIOBEPEHHOCTEIA.

B ToM 4nciie NPAKTHYECKHUX 3aHATHH

IIpakTuyeckoe 3anaTue 3.CocrapiieHne u 0hOPMIICHHE TOTOBOPOB

OK 09,
K 1.1.

CamocrosiTeibHas padoTa o0y4yarommxcsi. AHaIU3 J10rOBOPOB
KYIUTU-TIPOJaXKH

Tema 4./lokyMeHTBI 1O
BHEITHEIKOHOMHYECKOI
IeATeJLHOCTH

Coaep:xanue yueOHOro MaTepHaJia

1. Knaccudukanus  JOKYMEHTAllMd 1O  BHEITHEDKOHOMUYECKOM
NeSATeTLHOCTH: KOoMMepueckue Tmucbma, KoHTpakThl. ['OCTel Ha
JIOKYMEHTAllUI0 1O BHENIHEAKOHOMHUYECKYIO NIE€SITEIbHOCTh. bilaHku
KOMMEpPUYECKUX MHCEeM. PekBU3UTHI (opMylspa KOMMEPUYECKOTO
nucbMa. OcoOble TpeOOBaHMS K TEKCTaM KOMMEPYECKHUX IHCEM.
TunoBble ¢GOpMBI KOMMEPUECKHX THCEM. BHABI KOHTPAKTOB,
0hOPMIIAIONINX BHEITHEAKOHOMHUYECKYIO  JACSATEIHHOCTh. | UITOBOM

OK 09,
K 1.1.
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MEXyHAPOIHBIH KOHTPAKT O KyIuie-nipojaaxe. @OopMbl IPUIOKEHUN K
koHTpakTam. OdopmiieHne JOMONHEHWH u  crnenudukanmii K
KOHTPaKTaM.

B ToMm uncie MPAKTUYICCKUX 3aHATHH

IIpakTuyeckoe 3ansaTue 4.Cocrasienue U opopmieHUE TOKYMEHTOB
110 BHENTHEAKOHOMHYECKOU IeITEIIbHOCTH.

Tema 5. Opranusanus
padoThI ¢ JIOKYMEHTaMH

Coaep:xxanue yue0HOro MaTepHaJia

1.Ctpykrypa 1 GYHKIIUHU CITY>KO JOKYMEHTAITMOHHOTO O0eCTICUeHUs
ynpasieHus. OpraHu3alMOHHBIE CXEMBI JOKYMEHTAIlIMOHHOTO
oOecrnieueHus ynpasieHus. IHCTpyKIMs 10 JOKYMEHTAllMOHHOMY
oOecnieyenuo ynpasieHus. CoctaB U yué€r 00bEMa JOKyMEHTO000poTa
IPEANPUATHI U Opranu3anui. KOHTpOJIb NCIIOIIHEHHSI TOKYMEHTOB.
CucremaTtuzanus JOKYMEHTOB U UX XpaHeHue. HoMenknatypa nen.
B3aumoneiictaue cinyx6 JIOY u Be1OMCTBEHHBIX apXUBOB IPU
(GbOopMHPOBAHNUN OCHOBBI JUIs OCTIETYIOIIEr0 XpaHEHUs U
MCIOJIb30BaHUs JOKYMEHTOB. EAMHCTBO TpeOoBaHM K XpaHEHHUIO
JIOKYMEHTAIlMU B I€JIONPOU3BOJICTBE U apXUBE.

B ToMm uucae MPAKTUYICCKUX 3aHATHH

IIpakTuyeckoe 3ansaTHe 5.Paz0op aenoBoii cutyanun «Opranusanus
paboThI ¢ JOKYMEHTaMH B YUPEKACHUN Y.

CamocrosiTesibHas padoTa odyuarwuuxcs. [logroroska coobmeHnit
Ha Temy: "Opranuzaiiys paboThl ¢ JOKYMEHTaMH B KPEIUTHOM
yUpeXJIeHUN'".

OK 09,
K 1.1.

Tema 6. Oprannzanus
AOKYMEHT0000poTAa B
yupeRIeHUH

Coaep:xanue yueOHOro MaTepHaJia

1.ITpuem u 0O6paboOTKa MOCTYyNAIOMINUX JOKYMEHTOB. Perucrparus
JIOKYMEHTOB, €€ (hopMbl. [1opsSa0K MPOXOXKIEHHUS CO3/TaBaEMbIX
JTOKyMEHTOB. KOHTPOJIb UCTIOJTHEHUSI TOKYMEHTOB

B ToM 4nciie NPAKTHYECKHUX 3aHATHH

IIpakTuyeckoe 3ansaTue 6.00paboTKa BXOIAIUX JOKYMEHTOB

N

OK 09,
K 1.1.

Tema 7.

Coaep:xanue yueOHOro MaTepuaJia

OK 09,
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®opMuUpOBaHHeE eI 1.TpeboBanus k popmupoBanuto aen. CucremaTusalus OTAeIbHbBIX 2 IK 1.1.
KaTeropuii JIOKyMEHTOB
B ToM unciie npakTHYecKuX 3aHATHI
IIpakTuyeckoe 3ansaTue /. DopMUpPOBAHUE JEIA. 1
IIpakTuyeckoe 3anaTue 8. CucremMaTu3anus TOKYMEHTOB T10 1
MIEPENUCKE.
Tema 8. IloaroroBka Coaep:xanue yueOHOro MaTepHaJia 8 OK 09,
JeJ1 K mocJieyrouemMy 1. Odopmnenue gen. Onuch TOKYMEHTOB, HAXOASIIUXCS B JIEIIE. 4 TIK 1.1.
XpaHEeHHUI0 U OCHOBHBIE TOHATHUS 00 ApXMBHOM XpaHEHUHU
HCIO0JIL30BAHHUIO B ToM unciie mpakTHYECKHX 3aHATHH
IIpakTuyeckoe 3ansaTue 9. CocraBieHue ONUCH JIE. 2
IIpakTuyeckoe 3anaTue 10. CocTaBieHue akTOB O BBIJICICHUN 9
JIOKYMEHTOB K YHHUYTOXEHUIO.
Bcero: 68

JI1 XapaKTepUCTUKH YPOBHS OCBOCHMSI yUEOHOI0 MaTepualla UCIOJIb3YIOTCS CIeAYIOIUEe 0003HAYEeHNU:

— O3HAKOMMTENbHBIN (Y3HaBaHHE paHee N3YUEHHbIX 00ObEKTOB, CBOMCTB);

— PENpOIyKTUBHBIN (BBIMOJIHEHNE AESITEILHOCTH MO0 00pasily, UHCTPYKIIMH WUJIH 1O PYKOBOZCTBOM)

— IPOAYKTUBHBIN (IIJITAHUPOBAHUE U CAMOCTOSITEIIbHOE BBIITOJIHEHUE AESITEIbHOCTHU, pEeLICHHE MTPOOIEMHBIX 3a/1a4)
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3. MeToauveckne yKa3aHusl 10 NMPOBeIeHUIO MPAKTHYECKUX 3aHATHIA/1a00paTOPHBIX
paboT/ceMUHApPOB, 3aHATHH B (h)opMe NPAKTUYECKOI OATOTOBKH (IIPY HAJTMYHN), U
CaMOCTOSITEJIbHOM padoTe

[TpakTudeckue 3aHATHS - METO 00ydeHUs], 00eCIICUNBAIOIINIA CBA3b TEOPHH U PAKTUKH,
COJCHCTBYIOIIMI BBIPAOOTKE Yy YydYaluxcs YyMEHUH ¥ HaBBIKOB TNPUMEHEHUS 3HAHHIA,
NOJYYCHHBIX Ha JICKIMM M B XOJIE€ CAMOCTOATENBbHOM paboTel. Dopmbl OpraHu3alnuu
IIPAKTUYECKUX 3aHATUI: PELICHUE TUIIOBBIX 3a1ady.

3.1. TemaTuka M coJepxKaHMe NPAKTHYECKUX 3aHATHI/Ia00paTOpHBIX padoT/
ceMHMHaPOB

Ilpakmuueckoe 3anamue 1.
Tema 1: JIoKyMEHTUPOBAHHUE YIIPABICHYECKOM JIEATSILHOCTH
Conepxanne: Odopmiienue popMmyiisipa - oOpasiia, padora ¢ peKBU3UTaAMH JIOKYMCHTOB

Ilpakmuueckoe 3anamue 2.

Tema 2: Cucrema opraHu3aliMOHHO-PACIOPSAUTEIHHOM

JOKYMEHTaIu!

Conepxanme: CocraBinenue #u  O(QOpPMIIGHHE OPTaHU3AMOHHO-PACIIOPSAUTEIHHON
JIOKYMEHTaL1U.

Ilpakmuueckoe 3anamue 3.
Tema 3: JloroBopHO-TIpaBOBasi JOKYMEHTAIIUS
Conepskanne: CoctaBieHue u opopMiIeHHE JOTOBOPOB.

Ilpakmuueckoe 3anamue 4.
Tewma 4: JIokyMEHTBI IO BHEITHEOKOHOMUYECKOU AESITENFHOCTH

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

Ilpakmuueckoe 3anamue 5.
Tema 5: Opranusanus paboThl ¢ JOKYMEHTaMH

Copnepxxanue: Pa36op nenoBoil curyauum «OpraHuzanus paboThl C JOKYMEHTaMU B
YUPEXKIECHUN Y.

Ilpakmuueckoe 3anamue 6.
Tema 6: Opranu3zaiys JOKyMEHTO000pOTa B YUPEIKACHUU
Cogepxanne: O6paboTKa BXOISAIMIUX JOKYMEHTOB

Ilpakmuueckoe 3anamue 1.
Tema 7: ®opmupoBaHue e
Copnepxanue: @opMupoBaHue Jea.



Sreoves DENEPAJIBHOE TOCYOAPCTBEHHOE BIOIIKETHOE OBPA3OBATEJIbBHOE CMK
,ﬁ@ _ V‘—IPE)Iﬁ(}:[EHV[E BBICILIETO OBPA3QBAHVI$I PIyTUC
\u «POCCUMNCKNN TOCYOJAPCTBEHHBIVI YHUBEPCUTET
TYPU3SMA U CEPBUCA»
PIYTUC Ouiman PI'GOY BO «PI'YTHUC B r. Ilogoancke Aucem 10

Ilpakmuueckoe 3anamue 8.
Tema 7: ®opmupoBaHue 1€
Copnepxanue: Cucremaru3anus JOKyMEHTOB 110 IIEPENUCKE.

Ilpakmuueckoe 3anamue 9.
Tema 8: [ToaroToBka fen K NOCIEAYIONIEMY XPaHEHHIO U UCTIOIb30BAHUIO
Conepxanne: CocTaBiaeHUE OMKUCH JIET.

Ilpakmuueckoe 3anamue 10.
Tema 8: [ToxroroBka Jien K MocieIyomeMy XpaHeHHIO U HCIIOJIb30BAaHHIO
Conepxanue: CocTaBIeHUE aKTOB O BBIJICJIIEHUU JOKYMEHTOB K YHUUTOKEHHUIO.

3.2. TemaTuka U coiepKaHue CAMOCTOSITEJILHOMH PadoThI

CamocrosTenbHas paboTa SBISETCS HEOTHEMIIEMON YaCTh0 00pa30BaTEIHLHOTO
nporiecca, CBI3aHHOTO ¢ (POPMUPOBAHUEM KOMITETCHIIUN 00YJYarOIuXCsl.

Y4eOHo-MeToauYecKoe obecreueHne sl CaMOCTOSITeTbHOM paboThl MpeIHA3HAYCHO
JUTSL PAIlIOHATIFHOTO pacipeesieHUs] BpeMEHH CTYJISHTA 110 BUJaM CaMOCTOSTEIBLHOM
paboThl U paznenam TUCHUIUIUHBL. OHO COCTABIISIETCA HA OCHOBE CBEICHUN O
TPYAOCMKOCTH JUCHUIIIMHBI, €€ COACPKaHNU U BUaX pa6OTI>I 10 €€ N3YUYCHUIO, a TAKKC
y4eOHO-METOIUYECKOT0 U HHPOPMAIIMOHHOTO 00eCIICUeHHUSI.

KonTtpons camocTosTenbHOI paboThI CTYIEHTOB OCYIIECTBIISICTCS B TEUEHUE BCETO
cemectpa. [IpenogaBarenb caMOCTOSTENBHO OnpeesseT GopMbl KOHTPOJIS
CaMOCTOSITEIIEHON pa0OThI CTYICHTOB B 3aBUCHMOCTH OT COJICPIKAHHSI PA3JICIIOB U TEM,
BBIHOCHMBIX Ha CAMOCTOATEIbHOE U3ydeHue. Takumu popmMamMu MOTYT SIBIISITHCS:
TECTUPOBaHUE, KOHTPOJIbHBIE Pa0OTHI U JIp.

TeMaTuka u coepkaHue

Tema 5: Opranusanus paboThl ¢ TOKyMEHTaMU

Copnepxanue: [ToaroroBka cooOmienuit Ha TeMy: "Opranuzanus paboThl ¢ JOKyMEHTaMHU B
KPEAUTHOM YUpexaAeHUn".

4. DoHJ OLIEHOYHBIX CpeaACTB IUCHUIIINHBI
4.1. Pe3y.]'ll)TaTbl O0CBOCHHUHA y‘leﬁHOﬁ AUCHUIIJIMHBI, MOJIC/KAILIIUE IPOBEPKE
CDOpMBI HpOMe)KYTO‘IHOﬁ ATTCCTAllUU 110 CCMECTPAM:

Ne cemectpa dopma KOHTPOJIS

1 JnddepennpoBaHHbIi 3a4eT

B pesynbTate mpoMexyTOUHOH arTecTaluu MO Y4eOHOH IUCIUIUIMHE OCYIIECTBIISETCS
KOMIIJIEKCHAsI TPOBEpKa CIIeIYIOIUX YMEHUH U 3HaHUM, a Takke (OPMHUPOBAHUS KOMIIETECHIIMA:

Pe3yiabTaThl 00y4yeHusi: yMEHUs, 3SHAHUS IMoka3aTenu oLeHKHU dopma
pesyabrara KOHTPOJIA U
OLICHUBAHUS
Ymern:
- OdopMIIATH TOKYMEHTAIIHIO Hannexamee opopmienue
B COOTBETCTBUU C HOPMATHBHOM 0a30M, MCO | OpraHU3aI[IOHHO-
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TB3ysl KHPOPMAITMOHHBIE TEXHOJIOTUHU U CPEJT
CTBa OPI'TEXHUKH,;

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

- OCYLLUECTBIATH
JIOKYMCHTOB;
HNCITIOJIB30BATH TCHCKOMMYHI/IKaL[I/IOHHBIe
TEXHOJIOTHH B DJIEKTPOHHOM
JIOKyMEHTO000pOoTE

XPaHCHUC u IIOUCK

pacnopsIUTENbHOM,
CIPaBOYHO-
UH(GOPMAIIMOHHOHN U APYTUX
BUJIOB IOKyMEHTAIUH,
MpaBUILHOE BEICHUE U
XpaHeHHue JT0KyMEHTOB;
HCII0JIb30BaHNE
COBpPEMEHHBIX TEXHOJIOTUH
JUIsL BEICHUS IOKyMEHTAIUU
odopmIisier
OpTraHU3aIMOHHO-
pacnopsiiuTeIbHbIe
JIOKYMEHTBI B COOTBETCTBHUH C
nerctByromuM ['OCTowm;
OCYILIECTBISIET 00pabOTKY
BXOJISAIINX, BHYyTPEHHUX U
UCXOISIINX IOKYMEHTOB,
KOHTPOJIb 32 UX
UCTIOJTHEHUEM;

oopMIISIET JOKYMEHTBI JIsI
nepeayn B apxuB
OpraHH3aIiiy;

3HaTh:

OCHOBHBIE TOHATHS JOKYMEHTAI[HOHHOTO
oOecrnieueHus yrnpaBIeHUS;

OCHOBHBIE 3aKOHO/IaTEJIbHbIE U HOPMATHUBHBIE

akThl B  O0JacTd  JOKYMEHTAI[MOHHOTO
oOecrieyeHus yrpaBieHHs;

ey, 3a1a4u u TIPUHITAITBL
JOKYMEHTAllMOHHOTO obecrieueHus
yIIpaBJICHUS;

CHCTEMBI JJOKYMEHTALIMOHHOTO OOeCcTeYeHus
yIIpaBJICHUS;

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

o0mue TmpaBujia OpraHu3alul paboThl ¢
JIOKyMEHTaMHU;

COBPEMEHHBIE UH(POPMALIMOHHBIE
TEXHOJIOTUM  CO3JaHHsl  JOKYMEHTOB U
aBTOMAaTH3allMU JOKYMEHTO000pOTa;

OpraHu3amyioo paboThl C  AIEKTPOHHBIMHU
JIOKyMEHTaMHU;
BUJIBI  OPITEXHHWKH W CIOCOOBI  ee

UCTOJNb30BaHUSI B JOKYMEHTAI[HOHHOM
o0ecrieueHnn yrpaBIeHHUs.

IIPUMEHSET MTPAaBUIIA IEJTIOBOM
HEePEnUCKH U COCTABICHUS
CITYKEOHBIX TOKYMEHTOB,
OpraHU30BBIBAaET paboTy C
JOKYMEHTaMH,

YMEJIO TOJIb3YeTCs
OpPITEXHUKOM;

aKTHUBHO paboTaer ¢
AJIEKTPOHHBIMHU
JIOKYMEHTaMH.

YCTHBIH OIpoC,
TECTUPOBAHUE,
MpaKTH4ecKast
pabota
CaMOCTOSITENIbH
ast pabota
nuddepeHrpo
BAaHHBIN 3a4€T

®opMHpyeMble KOMIETEHIUU:
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Koa ¢popmupyemoii HaumeHOBaHHe KOMIIETEHIMH D®opMbI U METOABI
KOMIIeTEHIIUH KOHTPOJISA M OLICHKH
pe3yJabTaToB 00y4YeHHsl
OK 09. [Tonw3oBaTbcst mpodeccuoHaTbHOM
JOKyMEHTAlMeN Ha TOCYAAPCTBEHHOM | YCTHBIM OIpOC,
Y NHOCTPAHHOM S3BbIKaX TECTUPOBAHUE, TPAKTUYECKAS
IK 1.1. CocraBinsTh 1 00pabaThIBaTh pabota
MEPBUYHBIC YUETHBIE IOKYMEHTHI O camocTosTelbHas paboTa
(hakTax X03sHCTBEHHOM muddepeHIIPOBaHHBIN
JEeATEIbHOCTH 3KOHOMHYECKOTO 3a4er
cyOBeKTa.

4.2. MeToMka IpMMeHEeHUs KOHTPOJIbHO-U3MePHUTeJbHbBIX MATEPHAIOB
KoHnTposnb 3HaHMi 00y4aromuxcsi BKIOYAeT:
Texymumii KOHTPOJIb B (pOpME TECTUPOBAHMSI, YCTHOIO OIIPOCa, IPAKTUYECKON pabOTHl,
CaMOCTOSITENIbLHOM pabOThI

[TpomesxyTounyto aTTecTanuio B popme AuddepeHnpoBaHHOrO 3a4era

4.3. KOHTPOJIbHO-U3MePHUTEIbHbIe MATEPHAJIBI BKJIIOYAIOT:
4.3.1. TunoBble 3a1aHNUs 1JIs1 OLEHKH 3HAHUI U YMeHHIl TeKyIlero KOHTPOJIf

KOHTpOJIb N OLCHKA PC3yJIbTaTOB OCBOCHHA TCMblI OCYHICCTBJIACTCA IPCIIOAABATCICM B
IMpOoICCCC BLIITOJIHCHUS O6y‘IaIOH_[I/IMI/IC$I HHAUBUAYAJIbHBIX SaHaHHﬁ.

Konumponono — usmepumenvnvle mamepuansvi 01 MeKywe2o KOHMpPONs No y4eOHOU
oucyuniure
ITposepsiemble komnerennuu: 11K 1.1, OK 09

3aganue 1: Buabl nepBMYHBIX JOKYMEHTOB

Bonpoc:

Hepetmcnnre OCHOBHBIC BU/JIbI IICPBUYHBIX YUCTHBIX JOKYMCHTOB, UCITIOJIb3YCMbBIX B
OpraHH3aIyHy.

3aganue 2: O0s13aTeIbHbIC PEKBU3UTHI IEPBUYHBIX IOKYMEHTOB

Bomnpoc:

Kakue o0s3aTennbHbIe peKBU3HUTHI JJOJDKHBI COJIEpKATh EPBUYHbBIC YUETHBIE TOKYMEHTHI
COTJIaCHO 3aKOHoAaTeNbCcTBy PD?

3ananme 3: OmmMoOKa B NepBUYHOM JOKYMEHTe

Bomnpoc:
Uro nenathb, €CIIM B IEPBUYHOM JIOKYMEHTE OOHApYKeHa ornoka?
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3aganue 4: CocTaBiieHUE HAKJIATHOMI

Bompoc:

Opranu3anus oTrpysuia ToBap Ha cymmy 50 000 pyo6uteii. CocTaBbTe TOBapHYIO HAKJIAIHYIO
(TOPT-12).

3ananue 5: CocraBiieHHe aKTA BbINOJHEHHBIX Pa0doT

Bomnpoc:
Opranuzanus okasana yciayra Ha cymmy 30 000 py6uteii. CocTaBbTe aKT BBITIOJHEHHBIX PadoT.

3aganue 6: O6padoTKa KacCOBBIX JOKYMEHTOB

Bompoc:
Kakue noxymeHTbl 0(hopMIISIOTCS IPU BblJaue ACHET U3 Kacchl?

3aganue 7: O06padoTKka 0AaHKOBCKHMX IOKYMEHTOB
Bompoc:
Kakne 1oKyMeHTBI UCTIONB3YIOTCS TSl yUeTa OIepaliii Mo pacYeTHOMY CUeTy?

3aganue 8: XpaHeHne nepBUYHBIX JOKYMEHTOB

Bompoc:
KakoB cpok XpaHeHUs IEPBUYHBIX YUETHBIX TOKYMEHTOB?

3aganue 9: J1eKTPOHHbIE NEPBUYHbIE JOKYMEHTbI

Bomnpoc:
Kakue TpeboBaHus TPEIBIBISIIOTCS K JIEKTPOHHBIM MEPBUYHBIM JOKYMEHTaM?

3aganue 10: Ilpumep 00padoTku cuera-pakTypshl

Bonpoc:

Opranuzanus noiayunia cyet-¢paktypy Ha cymmy 118 000 py6neit (Bkiarouas HIC 18%).
O6pabotaiiTe cuet-hakTypy i ydeTa.

HpaKTI/IquKI/IC 3alaHusd, pCAIoJIararoume IMMCbMEHHBIN OTBET

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

2. CoctaBuTth 1 0hopMuUTh Ha OiaHke A4 pacriopspKeHue.
3. CocTaBuTh cBOJHBIN mpuka3 «O mnpueme Ha paboTy»

4. B paznaTouyHoM MaTepuale (OpraHu3alliOHHO- PacOPsIUTENIbHbIE JOKYMEHTHI) BBISIBUTH
HEJIOCTAIOLINE PEKBU3UTHI M MPOCTaBUTh MX B cooTBeTcTBHM ¢ ['OCT 6.30-2003
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5. Co3nath 1 0QOPMUTH PE3IOME

OO6pa3zerl TeCTOBOrO 3aJaHus:

1) Kaxkoii Bug na(opMaImy TECHO CBsI3aH € MPOIIECCAMU YIIPABICHUS KOJUIEKTUBAMMU:
a) Hay4YHas;

0) colraabHO-?KOHOMHUYECKAS;

B) KyJIbTypHas,

') TEXHUYECKas;

1) HET IPaBUJILHOTO OTBETA.

2) O6Gs3aTenbHble HHPOPMAIIMOHHBIE 3JIEMEHTHI 0(hOpMIIEHUST OPHUIIMATEHOTO JOKYMEHTA!
a) CTaHaapT;

0) PEKBU3HT;

B) YCJIOBHBIE 0003HAUEHUS;

') BU3a U rpud;

1) HET IPaBUJILHOT'O OTBETA.

3) Kto BriepBbie ipesioxkusi yHU(UKAIUIO CITYKEOHOM MEepernucKu:
a) [letp [;

0) nekper CHK;

B) B..Jlenun;

r) M.M.Cniupanckuii;

1) HET IPaBUILHOTO OTBETA.

4) VicxonHblii MpaBOBOM aKT, ONPEAEIAIOIINI TOCy1apCTBEHHYIO MTOJIUTHKY B cepe
UH(POPMAIMOHHO-TOKYMEHTAIIMOHHOTO OOMeHa:

a) (3 Ne149-d3 «O06 unpopmannu, UHGOPMAIIMOHHBIX TEXHOJOTHIX U 3allUTe 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') KOHQHIEHIINATIbHbIE TOKYMEHTHI,

1) HET IPaBUJILHOTO OTBETA.

6) K pacnopsiiutenbHON JOKYMEHTAIIMN OTHOCSTCS
a) MOJIOKEHHUS;

0) MOCTaHOBJICHUS;

B) aKThlI;

T') IPOTOKOJIBI;

1) BCE OTBETHI BEPHBI.
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7) Kakoro Buna 6y1aHKa HE CYIIECTBYET:
a) oOIuii OJaHK;

0) OJ1aHK MUCHMA;

B) THIIOBOH OJIaHK;

r) GJIaHK KOHKPETHOTO BH/1a JOKYMEHTA;
1) BCE OTBETHI BEPHBI.

8) OTMeTKa 0 HaJTMYUH MPHIOKEHHS 0POPMIISETCS CIEAYIOUMM 00pa3oM:
a) CM. MPUJIOKEHUE A

6) [Ipunoxxenue Ha c.17;

B) [Ipunoxenue: Ha 5i1., B 2 9K3.;

r) [Ipunoxenue A, c.26.;

7. HeT IPaBUJIBHOTO OTBETA.

9) IIpaBoBoii aKT, ONpeneIAOLM MOpsAA0K 00pa3oBaHus, IPAaBOBOM cTaTyc, Npasa,
00513aHHOCTH:

a) LITaTHOE PacIUCaHUE;

0) MMOJI0KEHHUE;

B) yCTaB;

') UHCTPYKLIUS;

1) HET MIPaBUIILHOTO OTBETA.

10) HoknanHas 3alKcKa COIEPKUT CIETYIOLINE PEKBU3UTHI:
a) rpud;

0) BU3a,

B) PE30JIIOIHS;

I') OTTUCK TIeyaTH;

1) HET IPaBUJILHOTO OTBETA.

11) BoigensioT cineayronue BUabl 1€I0BON NEPENUCKU:
a) M0 BOMPOCaM TEXHOJIOTHH;

0) 1Mo BompocamM MPOU3BO/ICTBA;

B) 110 BOIIPOCaM COBITa;

T') [10 BOIIPOCaM KaIllUTalbHOI'O CTPOUTENIbCTBA;

1) BCE OTBETHI BEPHBI.

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

0) 00 yBOIbHEHUH;

B) O IIPEJIOCTABICHUU OTITYCKa;

I') O MOOIIPEHUH;

1) HET IPaBUJILHOTO OTBETA.

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

0) 3asiBIIeHUE O IIpUeMe Ha padoTy;

B) XapaKTEePUCTHKA;
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I') aHKETa;
1) BCE OTBETHI BEPHBI.

14) B Tpy10BY10 KHM)KKY BHOCSITCSI:
a) cBelleHUs 0 pabOTHHKE;

0) cBeneHus o pabore;

B) CBEJICHUSA O HarpaxJACHUsX;

') CBeIcHUS 00 OTKPBITHSIX;

1) BCE OTBETHI BEPHBI.

15) Kak nonro xpaHsTcs B OT/IeNe KaApOB TPYAOBbIC KHUKKH, HE TIOTYYCHHBIC UX BIIA/ICIbIIAMU
10CJIC YBOJIBHEHUSI:

a) 1 mecs;

0) 6 mecsIeB;

B) 2 roja;

r) 10 ner;

1) HET IPaBUJILHOT'O OTBETA.

4.3.2. TunoBble 3aJaHUs A8 OLEHKH 3HAHMHA M yMeHMH NMPOMEKYTOUHOI
aTrecTanuu

Konmponvno — usmepumenvnvle mamepuansl 015 NPOMENCYMOYHOU ammecmayuy no
VuebHOU Jucyuniune

1. JIOKYyMEHT: OCHOBHBIE MTOHSATHUS, CIIOCOOBI IOKYyMEHTHPOBAHUS.

2. WNudopmanus u JOKyMEHT.

3. VYHu}UKanusa u cTaHAapTU3alKs Kak OCHOBHOE HAIIPaBJIEHHE COBEPILIEHCTBOBAHUS
nokymeHToB. 'OCTr Ha YCJI. CucteMbl TOKyMEHTAIIUH.

4. XapakTepucTuka, cocras u cogepxkanue nercrpyromero 'OCTa.

S. Cocras pexsusuto OP/l, npaBuna ux opopmiieHus.

6. [IpaBuna opopmieHusl, U3rOTOBIEHHS, yUeTa, UCIIOJIb30BAaHUS U XpaHEHUs OJaHKOB
OpraHu3aIuHg.

7. XapakTepuCTHKA M COCTAB OPTaHU3AL[MOHHBIX JOKYMEHTOB.

8. XapakTepHUCTHKA M COCTaB CIPaBOYHO-MH(POPMAIIMOHHBIX JIOKYMEHTOB.

9. XapakTepuCTHKA U COCTaB PACHOPSIUTENBHBIX TOKYMEHTOB.

10.  OcobeHHOCTH TOKYMEHTHPOBAHUS JCATEIBHOCTH KOJUIETHAIBHBIX OPTaHOB.

11.  JlenoBas mepenucka: BUAbI U TPeOOBAHUS K COCTABICHUIO U OPOPMIICHHIO.

12.  Jlenmonpou3BOJCTBO KaK ()YHKIIHS yIIPaBIICHUS, COBpEMEHHBIE TPEOOBaHUS K €T0
OpraHu3aIuy.

13. Cryx0a TOKyMEHTAIIMOHHOTO O0ecredeH s yrpaBiieHus: GyHKIIUU, CTPYKTYpa,
JOJDKHOCTHOM COCTaB, HOPMaTHBHbBIE MaTepUAIIBI.

14. OO011re NpUHIKIIBI OpraHUu3aluu J0KYMEeHT0000poTa. OCHOBHBIE Talbl TEXHOJIOTHH
paboThI ¢ JOKYMEHTaMH.

15.  IlepBonauanbHast 00pabOTKa TOKYMEHTOB B YUPEKICHHH.

16.  TexHonorus paccCMOTPEHHUs JOKYMEHTOB B YUPEXKJACHUH.

17.  Peructpauus JOKyMEHTOB KaK IPOLECC cO3/IaHusl OaHKa JaHHBIX O JOKYMEHTaxX
OpraHM3aIiH.

18.  KoOHTpOJIb NCTIOJTHEHUS TOKYMEHTOB.

19. 3KCHCpTI/I3a HEHHOCTHU NOKYMCHTOB.
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20.
21.
22.
23.
24.
25.

JIOKYMEHTOB, UX XapaKTEpPUCTUKA.
. CocTaB HOpMATHBHBIX TIOKYMEHTOB, PEIJIAMEHTUPYIOLIUX OpPraHU3alnio paboThl €
JIOKYMEHTaMU B YUPEKICHUH, UX XapaKTEPUCTHUKA.
. Tlopsnok yHMUYTOXXEHUS JOKYMEHTOB.

26

27

4.4, Kputepuu v NoKa3aTejM OlleHHBAHUS

JJ1s Tekyuero KOHTpoJst

OcHoBHbIE TpeOOBaHUS K OPraHU3alUN XPAHEHUS! UCIIOJIHEHHBIX JIOKYMEHTOB.
Bunel Homenkiaryp aen. [Hopsaaok coctaBienust U 0opopMIIeHHUS.

Cpoxu xpaHeHHs JOKYMEHTOB.
[IpaBuiia moArOTOBKHU JEN K cjaue B BEJOMCTBEHHBII apXUB.
ApXuBHOE XpaHEHHUE JOKYMEHTOB.
CocTaB HOPMATUBHBIX IOKYMEHTOB, PErJIAMEHTUPYIOUINX COCTaBIEHUE U 0(OpMIICHHE

Onenka

®opma KOHTPOJISA

Kpurepun
OLlEHUBAHMS

IToka3aTeau oLleHUBAHUSA

«S5»

YCTHBIN OIIPOC,
IIpaKTU4ecKas
pabora
CaMOCTOATEIIbHAS
paborta

ITonHoTA,
MOCJIEIOBATEIIBHOCTh U
JIOTUYHOCTh OTBETA

OTBeTHl Ha ITOCTaBJICHHEIC BOIIPOCHI

n3JjararoTcsa JIOTUYHO,
IIOCJIICAOBATCIIBHO MW HC Tpe6y'IOT
JOITIOJIHUTCIIbHBIX MMOSICHCHUI.

[TommHO packpbhIBAOTCS TPUYHHHO-
ClIeZICTBEHHBIE  CBsi3H. Jlematorcs
000CHOBaHHbBIC BBIBOJIBI.
JleMoHCTpUpYIOTCS rIyookue
3HAHMS MaTepuana.

«“4»

YCTHBI OIpocC,

ITomHOTA,

OTBeThl HA IOCTABJICHHBIE BOITPOCHI

IIpaKTU4ecKast MIOCJIE0BATENBHOCTD U | M3JIAral0TCsl CUCTEMATHU3UPOBAHO U
pabora JIOTUYHOCTH OTBETA MOCJIEI0BATEIBHO, HO B
CaMOCTOSITENIbHAS HeJlocTaToyHOM oObeme. Marepuan
pabora n3naraercs YBEPEHHO.
JlemoHCcTpUpyeTcs YMEHHE
aHAJIM3UPOBATh MaTepuai, OJHAKO
HE BCE BBIBO/IbI HOCAT
apryMEHTHUPOBAHHBIN u

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

MpaKTUIeCKast
paborta
CaMOCTOsITeNTbHAs
paborta

noCICaA0BaTCIbHOCTD U
JJOTUYHOCTB OTBETA

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

Nwmerores 3aTpyJHEHUs c
BBIBOJIAMHU.

«2» YCTHBI 01poc, ITonHoTA, Marepuan M3J1araeTcs
MpaKTU4ecKas MOCJIEZI0BATENbHOCTh U | HEMOCIEA0BaTENbHO, COMBUMBO, HE
pabora JIOTUYHOCTH OTBETA MIPEICTABIISET OIIpeEIEHHOU
CaMOCTOSITeNIbHAs CUCTEMbl 3HAaHUU MO JUCHUIUIMHE.
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pabora He  packppiBaioTCsi ~ IPUYHHHO-
CIICICTBCHHBIC CBSI3M MeXay. He
MPOBOJUTCS  aHaJM3. BriBobl
OTCYTCTBYIOT. OTBeThI Ha
JIOIIOJTHUTEIbLHEIC BOIIPOCHI
OTCYTCTBYIOT.
Ouenka | @opMa KOHTPOJIS Kpurepum oueHuBanus
«5» TectoBoOe 3amaHme 85 - 100%
«“4» TectoBoOE 3amaHme 75— 84%
«3» TectoBoe 3amaHue 50 - 74%

«2»

TectoBOE 3aganue

Menee 50%

JJ1s IpOMeKyTOYHOM aTTecTaluu

Ouenka | ®opma KOHTPOJIS Kpurepun IMoka3aTenu oeHUBAHUS
OLICHUBAHMS
«5» Huddepernmpoannbiii | [IpaBunbHOCTH CTyaeHT JOCTUT BBICOKOTO
3a4yer BBIYMCIICHH, YPOBHS c(hOpMUPOBAHHOCTH
IIOJIHOTA, 3HAHMM W YMEHHMH. YCHEUIHO
MOCIIEOBATENbHOCTh | OCBETUI Ha OJIOK  BOIPOCOB.
pereHust N3noxenne Marepuaia B XOJH€
OTBETA TMIOJIHOE,
IIOCJIEI0BATEIbHOE, IPaMOTHOE. B
XOJle OTBETAa $SICHO YYBCTBYETCS
MMOHUMaHUEe MaTepruaia
«4» Huddepenunpoannsiii | [IpaBunbHOCTD CryneHT nocTur 6a3o0BOro
3a4eT BBIYUCIICHU, ypOBHS CHOPMHUPOBAHHOCTH
MOJIHOTA, 3HaHUU U yMeHu#. U3noxenne
IIOCJIEIOBATEIBLHOCTh | MAaTEPHUAJIOB ITOJHOE,
peLeHust MOCJIE0BATEIILHOE B
COOTBETCTBUU C TPEOOBaHUSIMU
nporpammsel. Jlomyckarorcs
HECYIIECTBEHHBIE
CTHJIMCTUYECKUE OITHOKH.
CTyIeHT BBIIOJHIII
PEKOMEHALIUH, TAaHHbIE
IIPENO/IaBaTeNIeM
«3» Huddepenunpoannsiii | [IpaBunbHOCTD CryzneHT noctur
3a4er BBIYUCIICHU, MHHUMAJIBHOTO YPOBHSI
MOJIHOTA, c(hOpMUPOBAHHOCTH 3HAHUI U
IIOCJIEIOBATEIBHOCTh | YMEHHMI. M310)KeHne MaTepuanos
peLeHust HenosHoe. U3noxenue
Marepualia B X0JIe OTBETa HE
BE3/I€ CBI3aHO C IPUIJIOKEHHUEM.
JlomyckaroTcst OIImoOKH.
«2» Juddepenumpoannsiii | [IpaBunbHOCTD CTyaeHT He T0CTUT
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3a4eT BBIUHCIICHHH, MHHUMAJIbHOTO YPOBHS
IIOJTHOTA, c(hopMUPOBAHHOCTH 3HAHUH U
MOCJIEN0BATENBbHOCTh | yMEHUi. M3moxenne maTtepuanon
peteHust HETOIHOE, 0€CCUCTEMHOE.
Cy1iecTBYIOT (paKTHIECKUE
OIINOKH B OTBETE.

5.YCJIOBHUSA PEAJIM3ALIMA TPOI'PAMMBI JTUCIUTIJIMHBI
5.1. Ins peanuzanuu nporpamMmbl y4eOHOW JUCHUIUIMHBI JOJDKHBI OBITH MPEyCMOTPEHBI
CJIEAYIOLINE CIIELHAIIBHBIE TIOMEILECHHUS:

VYuebHas ayaguTopusi, KaOMHET COLMATbHO-3KOHOMUYECKUX JUCIUILIUH
O6opynoBanue yueOHOM ayauTopun YueOHas medens, [1K-1, qocka
O6opynoBanne KabuHeTra COIMAIbHO-PKOHOMUYECKUX JUCHHUIUIAH -

VYueOnas meOenb, HariasaHble IocoOus (cTeHawl, Iakathl), mocka, IIK, CIIC
Koncynprant [Liroc

6.MudopmanuonHoe odecrevyeHre peajanu3amuu MPorpaMmbl

Jns peanuzanuyd TpOrpaMMbl  OMOIMOTEUHBI (HOHII 00pa30BaTEILHONW OpTraHU3aINH
JIOJDKEH MMETh TeYaTHbIC W/ 3JIEKTPOHHbBIE 00pa30oBaTeIbHbIE M MHPOPMAITMOHHBIE PECYPCHI,
pekomengoBanuple  ®YMO, i uCHonb30BaHUST B 0oOpa3oBarelbHOM mporecce. I[lpu
dbopMupoBaHuK OHOIMOTEYHOTO POHIA 00pA30BATEIIHFHON OpraHu3auell BEIOUPAETCsS HE MEHEe
OJTHOTO M3JIAaHMsSI U3 TICPEUNCIICHHBIX HIKE MIEYaTHBIX U3aHUN U (MJIH) SJIEKTPOHHBIX M3IaHUN B
Ka4eCTBE OCHOBHOTO, ITPH 3TOM CITUCOK, MOKET OBITh JIOTIOJTHEH HOBBIMH U3JJaHUSIMHU.

6.1. OcHoBHBIE MeYaTHLIE H3TAHUSA

Crinucok rocy1apCTBEHHBIX CTaHIapTOB

I'OCT P 7.0.97-2016. Harmmonaneusiii crangapt Poccuiickoit deneparuu. Cucrema
CTaHJApTOB IO HH(pOpMAUU, ONOIHOTEUHOMY U W3JIaTeNbCKOMY Jeny. OpraHu3aloHHO-
pacnopsauTenpHas JokyMeHTauus. TpeboBanus k opopmiieHuto qokyMeHToB" (yTB. [Ipukazom
Poccranngapra ot 08.12.2016 N 2004-cT) (pen. ot 14.05.2018)

OcHoBHas nuTeparypa:

1. brikoBa, T. A. JlokymeHTallnOHHOE 00ecrieueHre yIpaBIeHH
(memompoun3BoACTBO) : yueOHoe nocodue / T.A. brikora, T.B. Ky3uernosa, JI.B.
Cankwuna ; mox obur. pea. T.B. Ky3nenoBoit. — 2-e uza., nepepad. u gomn. —
Mocksa : UHOPA-M, 2021. — 304 c. + Jlon. MmaTtepuansl [ DIEKTPOHHBIH
pecypc]. — (Cpennee npodeccruonanpHoe obpa3oBanue). - ISBN 978-5-16-
013913-5. - Tekcr : anekrponHsbid. - URL:
https://znanium.ru/catalog/product/1141796

2. Kupcanosa, M. B. JlenoBas nepemnucka : yueoHoe mocooue / M.B. Kupcanoga,
KO.M. AxcenoB. — 4-e uzn., nepepad. u nqomn. — Mocksa : UHOPA-M, 2024. —
153 ¢. — (Bsiciiee obpaszosanue). — DOI 10.12737/1891259. - ISBN 978-5-16-
017841-7. - Tekcr : anekrpoHHbIi. - URL:
https://znanium.ru/catalog/product/1891259
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6.2. OcHOBHBIE IJICKTPOHHBbIC U3JaHUA

JlokymMeHTaIimoHHOEe oOecIieueHUe yIpaBJICHHs TIepcoHanoM: YdebHoe nocodbue/bymar P.

E. - M.: HUI] 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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