T OEIEPAJIBHOE TOCYJAPCTBEHHOE BIOIPKETHOE OBPA30OBATEJIBHOE CMK
,;1@ _ YUYPEXIEHVE BBICIIIETO OBPA3OBAHMSI PIYTVC
N «POCCUMNCKNN TOCYOJAPCTBEHHBIVI YHUBEPCUTET
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AOKYMEHT OATMCAH SEKTPOHHOM

YTBEPXJAEHO:

Y4yenbiM coBeTOM MHCTUTYTA CEPBUCHBIX
TEXHOJIOT Ui

IIpoTokoa Ne7 ot «29» sinBaps 2024 r.

PABOYASI TIPOTPAMMA
JUCHUTINHBI

OI1.06 /[OKYMEHTAIIHOHHOE OBECIIEYEHHUE YIIPABJIEHHUA

OCHOBHOI npogdeccuoHaIbLHOI 00pa30BaTeILHON MPOrPaMMBbI CpPeIHEro
npogeccnoHAIbHOro 00pa3oBaHusi — NPOrPaMMBbI OATOTOBKH CHEHMAJIMCTOB CPeIHero
3BeHa

38.02.01 xonomuka u dyxeanmepckuil yuem

(no ompacnam)

KBanuduxkanus: oyxeaimep

200 Hayana noozomoexku: 2024

Pa3paborunku:
JIOJDKHOCTh ydeHas cTeneHs u 3Banue, PO
npenoodagamens Macmepyx M.B.

Pa6Gouasi nporpamma corsiacopana u onoopena pykosoauresiem INIICC3:

JIOJDKHOCTh ydeHas cTeneHb u 3Banue, PO

npenooagameind bapanosa A.A.




T OEIEPAJIBHOE TOCYJAPCTBEHHOE BIOIPKETHOE OBPA30OBATEJIBHOE CMK
,;1@ _ YUYPEXIEHVE BBICIIIETO OBPA3OBAHMSI PIYTVC
N «POCCUMNCKNN TOCYOJAPCTBEHHBIVI YHUBEPCUTET
TYPU3SMA U CEPBUCA»
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COIEP/KAHUE

OO0mas xapakTepucTuKa padoyeii mporpaMMbl IMCHUILIMHBI

CTpykKTypa u cofep:kaHue y4eOHOH TUCHHUILIMHBI

MeToanuyeckne yKa3aHus 10 NPOBeJeHUI0 MPAKTUYECKUX 3aHATHI/1a00paTOPHBIX
paboT/ceMuHapoB, 3aHATHII B (hopMe NPAKTHYECKOI MOATOTOBKY (NIPH HAJMYMH), U
CaMOCTOSITEJIbHOM padoTe

DoHJ 01LIEHOYHBIX CpeacTB IMCUUIIJINHBI

YcaoBusa peaimdanuu nporpaMmmbl THCHUIIIMHBI

HNudopmanuonnoe odecrneyeHne peajsn3anuu NporpaMmmal
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PIrYTHUC

GENEPAJIBHOE TOCYJAPCTBEHHOE BIOJIXKETHOE OBPA30OBATE/IbHOE
YYPEXIEHME BbICHIET'O OBPA30OBAHVIA

«POCCUMCKHUM TOCYTAPCTBEHHBIVI YHUBEPCUTET
TYPU3MA V1 CEPBVCA»

CMK
PIYTUC

Aucm 3

1.0BIIIASI XAPAKTEPUCTUKA PABOYEM ITPOT'PAMMBI TV CHUILIVHBI

JAOKYMEHTAIIUOHHOE OBECHIEYEHHUE YIIPAB/IEHHUA»

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

VYyebOHast nucuuIuinHa «J{0OKyMEHTallMOHHOE 00eCIIEYeHUE YIIPABICHUS

SBIIIETCSI 00s3aTeNIbHOM YacThio obmenpodeccuonansuoro 1ukiaa OINOIT CITO B
cootBerctBUM ¢ PI'OC 38.02.01 DOxoHOMHMKA W OyXrajarepckuidi yder (10

orpacisim). Ocoboe 3HaYeHWE AUCHMIUIMHA HMEeT MpH (HOPMUPOBAHUU |
passutun: OK 01-06., OK 09.

1.2 He.]'lb H INIAHUPYEMBIC PE3YyJbTAThl OCBOCHUA TUCHUIIIMHBI:
B paMKax IIporpamMMbl yqe6H0171 AUCHUITIIMHBI O6y‘IaIOH_[I/IMI/ICH OCBaMBaArOTC YMCHUSA U

3HAHUA

Kon 1 YmMmenusa 3HaHUSA

ITIK, OK

OK 01-06, 0(pOpPMIISITh TOKYMEHTAIUIO B - OCHOBHBIE IIOHSATUSI

OK 09. COOTBETCTBUU C HOPMAaTUBHOMN JIOKYMEHTAIlMOHHOT0 00ecrieueHus

0a30ii, UCIIONB3YS
UH(POPMALMOHHBIE TEXHOJIOTHH U
CpE/ICTBa OPTTEXHUKH;
UCTIOJIB30BaTh YHU(HIIMPOBAHHBIE
CHCTEMBI JOKYMEHTAIIH;
OCYIIECTBIISITH XPAaHEHUE, TTOUCK
JIOKYMEHTOB;

UCTIONIb30BATh
TEJIEKOMMYHHUKAI[HOHHBIE
TEXHOJIOTUH B DJIEKTPOHHOM
JOKyMEHTOO00POTE;

yIIpaBJICHNUS;
-OCHOBHBIC 3aKOHOJIATEIbHBIEC U
HOPMaTHBHBIE aKThI B 00J1aCTH
JOKYMEHTAIIMOHHOTO 00eCTICUeHHS
yIpaBJICHUS;

-OCJIn, 3ala491 1 IPUHIUIIBI
JIOKYMEHTAIMOHHOTO 00eCTIeyeH s
yIIpaBJICHUS;

- CUCTE€MBI JJOKYMEHTAI[HOHHOTO
oOecreyeHust yrpaBiIeHuUs;

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

- 0011IMe TIpaBUJIa OpraHu3aluu
paboThI ¢ JOKYMEHTaMH;

- COBPEMEHHbIE UHPOPMAIIIOHHBIE
TEXHOJIOTUH CO3/1aHUs TOKYMEHTOB U
aBTOMATH3AIUU JTOKyMEHTO000pOTa;
- OpraHu3aLUI0 PabOTHI C
SJICKTPOHHBIMH JOKYMCHTAMMU;

- BUJIbl OPTTEXHUKHU U CIIOCOOBI ee
WCTIOJIh30BaHUS B
JIOKYMEHTAITMOHHOMOOECIICUeHIH
YIPpaBJIECHUA.

1 o

Ipugoosimcesi monvko KoObl KomMnemerHyutl 0OWUX U NPOPECCUOHATLHBIX OIS OCB0CHUS KOMOPbIX HE0OX00UMO
0CB0€HUe OAHHOU OUCYUNTIUHBL; TNAKICE NPUBOOSAMCS KOObL TUHHOCHIHBIX PE3VIbMAMO8 Peanru3ayuil npospammol
BOCRUMANUSA U C Y4emom ocobennocmell npogheccuu/cneyuanvhocmu 6 coomeemcemsuu ¢ Ipunooicenuem 3 I10OI1.
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YYPEXIEHME BbICHIET'O OBPA30OBAHVIA

TYPU3SMA U1 CEPBUCA»

«POCCUMCKHUM TOCYTAPCTBEHHBIVI YHUBEPCUTET

GENEPAJIBHOE TOCYJAPCTBEHHOE BIOJIXKETHOE OBPA30OBATE/IbHOE CMK

PIYTUC

Aucm 4

2.CTPYKTYPA M COJAEP)KAHUE YYEFHOM JUCHUILIAHBI

2.1. O6beM yuyeOHOM TUCUMILINHBI M BUbI YU4eOHOH padoThl

Bupa yueOHoii padoThl

O0BeM B yacax

O0bem o0pa3oBaTebHON NPOrpaMMbl y4eOHOM AU CHMIIIMHbBI 62
BT. U.:

TEOPETUIECKOe 00yIeHNe 30
MPAKTUYECKHE 3aHSITUS (eciu npedyCMOmpeHo) 16
Camocmosmenvras paboma * 2
KOHCYJIbTallH 2
IIpomexyTOUHASI ATTECTALMSA - IK3AMEH 12

Bo scex auetikax co 36e300ukotl (*) cnedyem ykazamv 06vem yacos.

2CamocTosiTenbHas paboTa B paMKax o0pa30BaTe/IbHOM IPOrpaMMb! IUIAHHPYETCS 0OPa30BaTEIbHOM OpraHu3aIHei
B coorBercTBuM ¢ TpeboBanusamMu GI'OC CIIO B mpexenax oObeMa y4eOHOW NUCHMIUIMHBI B KOJMYECTBE YacOB,

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

TEMATUYCCKUM IJIAHOM U COACPIKAHUECM yqe6H0ﬁ JUCHUITIIIUHEBL.

TIPEAyCMOTPEHHBIX

4




T ®EEPAJIBHOE TOCYIAPCTBEHHOE BIO/I>)KETHOE OBPA30OBATEJIBHOE CMK
,ﬁ@ _ VUPEXIIEHVE BBICILIETO OBPA30OBAHVAST PTYTUC
N «POCCUNCKNN TOCYOJAPCTBEHHBIVI YHUBEPCUTET
TYPU3SMA 1 CEPBUCA»
PryTUC Aucm 5

2.2. TemaTH4YecKHi NJIAH U coJlep:KaHue YUeOHOH TUCHMIUIMHBI J[OKyMeHTaIlMOHHOE 00CECIICUCHHE YITpaBICHUS

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 6 OK 01-06, OK
JlokyMeHTHpOBaHHe 1.T'ocynapcTBeHHass cHCTeMa JIOKYMEHTAIIHOHHOTO  00ecredYeHHUs 09.
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  ympaBlIeHYEeCKHX  JTOKyMeHTOB. [loHsTne  cucrem

JnokyMeHTaruu. O0s3aTebHble PEKBU3NUTHI JOKYMEHTOB.

B TOM 4Hc/Ie IPAKTHYECKUX 3aHATHI 2

IIpakTuyeckoe 3ausitue 1. Odopmienue ¢opmymsipa- oOpasia, 2

paboTa C peKBU3UTaMH JOKYMEHTOB
Tema 2. Cucrema Conep:xxanue yueOHOT0 MaTepHaJia 6 OK 01-06, OK
OPraHU3alMOHHO- 1.YuudunmpoBaHHas crucTemMa OpraHu3alliOHHO- PACTIOPSAAUTEIBHOM 09.
pacnopsiAuTe bHOI nokymenTtanuu (OPJ]). T'OCTer nHa OP/I. TpeGoBanue k opopmiieHUIo
AOKYMEHTAINU JTJOKYMEHTOB. 4

2. Knaccugukarus opraHu3anOHHO-PACTIOPSITUTEITEHON

JOKYMEHTallUU

B Tom unciie NPpaKTHYECKUX 3aHATHH 2

IMpakTyeckoe 3ansaTue 2.Cocrapienne U ohopMIICHHE 9

OpTraHHu3allMOHHO -paCHOPHHHTCHLHOﬁ HJAOKYMCHTAIIUU.




OEJTEPAJIbBHOE TOCYJAPCTBEHHOE BIO/IKETHOE ObPA3OBATEJIBHOE CMK
YYPEXIEHNME BbICIIETO OBPA30OBAHVIA PIYTUC

«POCCUVICKUM TOCYTAPCTBEHHBIV YHUBEPCUTET

TYPU3SMA Y1 CEPBUCA»

Aucm 6

Tema 3. JloroBopHo-
npaBoBast
AOKYMEHTAaIUsl

Conep:kanue y4eOHOT0o MaTepuaJa

1.ITonsiTue noroBopa (KOHTpAKTa), COIIAlIEHUE, TpOTOKoJIa. Tumnosas
¢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 3asBkU. [IpumepHas popma 3anorosoro
obs3arenscTBa. Turmosas opma OGaHKOBCKOM rapaHTUH. TUIOBas
dopma noroopa 6ankoBckoro cuéra. [Ipumepnas ¢popma rorosopa
O6ankoBcKOro BkJaga. OOpasiisl JOrOBOPOB O ACTIO3UTHOM BKJIAIE.
TumnoBoii 1OroBop Ha OCYIECTBIEHUE KPEAUTHO-PACYETHOTO
obciyxuBanus. OPopmMiIeHHE TPHIIOKEHUH K JoroBopam. [IpoTokosl
pasHoryacuii k joropopam. @opmbsl IPOTOKOJIOB Pa3HOIIACHH.
Kommepueckue aktol. bianku komMmepueckux aktoB. OdgopmiieHue
aKTOB IO MPUEMKE MPOAYKIMH (TOBAPOB) 110 KOJIMUYECTBY U KaueCTBY.
Od¢opmieHne akToB [0 OKa3aHHUIO BO3ME3IHBIX yCiIyr. OOpa3iibl aKToB.
JloBepeHHOCTH: pa3oBbIe, ClielUalbHbIe, FTeHepasibHble. OOpa3ibl
JIOBEPEHHOCTEIA.

B ToM 4nciie NPAKTHYECKHUX 3aHATHH

IIpakTuueckoe 3ansaTue 3.CocraBienne U ohopMIeHUE IOTOBOPOB

N

OK 01-06, OK
09.

Tema 4./lokyMeHTBI 11O
BHEIIHEIKOHOMHUYECKOM
AesITeJIbHOCTH

Conep:xxanue yueOHOT0 MaTepHaJia

1. Knaccupukanuss  JOKYMEHTAllMM 10  BHEIIHEIKOHOMHYECKOM
NESTeIbHOCTH: KOMMepueckue mnucbMa, KoHTpakTbl. ['OCTel Ha
JOKYMEHTAIMIO I10 BHEIIHEOKOHOMMYECKYIO [IeATEIbHOCTh. biianku
KOMMEpUYECKUX MHceM. PexkBU3uTHl (opMylisipa KOMMEPUYECKOTO
nucbMa. OcoOble TpeOOBaHUS K TEKCTaM KOMMEPUYECKUX IHCEM.
Tunosble ¢GopMbl KOMMEpUECKMX NHUcCeM. Buabl KOHTpaKTOB,
O(OPMIISIOMIMX  BHEIIHEAKOHOMUYECKYIO  JEeSTeIbHOCTh. THUIIOBOM
MEXIYHAPOJHBIA KOHTPAKT O KyIule-npoaake. @OopMbI NPUIIOKEHUHN K
KoHTpakTaMm. OdopmieHue JOmMoNHEeHUH u  cneuudukanumi K
KOHTPAKTaM.

OK 01-06, OK
09.
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Auem 7

B ToM unciie npakTHYeCcKuX 3aHATHI

IIpakTuyeckoe 3ausaTue 4.Cocrasienue u ohopmieHUE TOKYMEHTOB
10 BHEITHEAKOHOMUYECKOU JIESITEIbHOCTH.

Tema 5. Opranusanus
padoThI C JOKYMEHTAMHU

Conep:kanue y4eOHOT0 MaTepuaJia

1.Ctpykrypa 1 GYHKIIUHU CITY’KO JOKYMEHTAIIMOHHOTO O0eCTICUeHUs
ynpasieHus. OpraHu3alMOHHBIE CXEMBI JOKYMEHTAIlIMOHHOTO
oOecrnieueHus ynpasiaeHus. IHCTpyKIMs 10 JOKYMEHTAllMOHHOMY
oOecnieuenuo ynpanineHus. CoctaB U yuétr 00bEMa JOKyMEHTO000poTa
IPEANPUATHI U OpraHu3anui. KOHTpOJIb NCIIOIIHEHHSI TOKYMEHTOB.
CucremaTtuzanus JOKYMEHTOB U UX XpaHeHue. HoMenknaTypa nen.
B3aumoneiictaue cinyx6 JIOY u Be1OMCTBEHHBIX apXUBOB IIPU
(GbOpMHPOBAHNUN OCHOBBI JUIs IOCIIEIYIOIIEr0 XpaHEeH!s U
UCTIOJIB30BaHUS IOKyMEHTOB. EMUHCTBO TpeOoBaHMI K XpaHEHUIO
JIOKYMEHTAllMU B I€JIONPOU3BOJICTBE U apXUBE.

B ToMm uucae MPAKTUYICCKUX 3aHATHH

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

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

OK 01-06, OK
09.

Tema 6. Opranuzanus
AOKYMEHT0000pOTa B
yUpeRIeHUH

Conep:xxanue yueOHOT0 MaTepHaJia

1.Ilpuem 1 06paboOTKa NOCTYNAIOIIKX TOKYMEHTOB. Perucrpanus
JIOKYMEHTOB, €€ (hopMbl. [1opsa0K MPOX0KAEHHUS CO3/ITaBa€MBbIX
JOKyMeHTOB. KOHTpOJIb MCTIOTHEHNS JOKYMEHTOB

B ToM unciie NpaKTHYECKHUX 3aHATHH

IIpakTHyeckoe 3ansaTue 6.00paboTKa BXOIAIUX JTOKYMEHTOB

OK 01-06, OK
09.

Tema 7.
DopMHupoOBaHHeE eI

Coaep:xanue yueOHOro MaTepHaJia

1.TpeboBanust k popmupoBanuto aen. CucremaTusanus OTAeIbHbBIX
KaTeropuil TOKyMEHTOB

B Tom unciie NPpaKTHYECKUX 3aHATHH

N N BN

OK 01-06, OK
09.




DEJEPAJIBHOE TOCYOAPCTBEHHOE BHO/I’)KETHOE OBPA3OBATEJIbHOE CMK
R YLIPE)I()IEHVIE BBICIIIETO OBPA3QBAHT/I$I PITYTUC
«POCCUNCKNN TOCYOJAPCTBEHHBIVI YHUBEPCUTET
TYPU3SMA 1 CEPBUCA»
Aucm 8

IIpakTuyeckoe 3ausaTue 7.OopMHUpPOBAHUE JIENA. 1
IpakTuyeckoe 3ansaTue 8.CucremaTu3anus J0KYMEHTOB T10 1
MIePEIHUCKE.
Tema 8. Iloaroroska Conep:kanue y4eOHOT0 MaTepuaJia 4 OK 01-06, OK
JeJ1 K Moc/IeayoimeMy 1.0dopmnenue nen. OnuUch TOKYMEHTOB, HAXOSIIIUXCS B JIETIE. 9 09.
XpaHEeHHUI0 U OCHOBHBIE TOHATHUS 00 ApXMBHOM XpaHEHUHU
HCII0JIL30BAHHUIO B ToM Yuc/ie NPaKTHYECKUX 3aHATHH 2
IpakTnyeckoe 3ansiTue 9.CocraBpieHue ONUCH JIE]. 1
IMpakTuyeckoe 3ansaTue 10.CocraBicHIE aKTOB O BBIJCICHUN 1
JIOKYMEHTOB K YHUYTOXECHHIO.
IIpomexyTOUHASI ATTECTALUSA 12
Koncyabranumn 2
Bcero: 62

Buympu kasicooeo paszoena ykaswviearomces coomeemcemeyiowjue memul. Ilo xasxcoou meme onucvieaemcs cooepxcanue y4ebHo20 mamepuanda (8
OUOAKMUYEeCKUX eOUHUYAX),HAUMEHOBAHUSL He0OXO0UMbIX 1aOOpamopHblX pabom u NPAKMUYecKUx 3aHAMuUU (OMOenbHO No Kadcoomy 6uody),
KOHMPOJIbHBIX pabom, a makxice NPUMEPHAs MeMamuKka camocmoamenvHou pabomvl. Eciu npedycmompensvt Kypcogvie pabomwei (npoekmovi) no
oucyuniune, onucvlgaemcs npumepras memamura. Obvem yacos onpeoensiemcs no Kaxcoou no3uyuu cmoaoya 3 (ommeyero 36e300uxoi *). ¥Ypoeenw
0CBOEHUSL NPOCMABIAEMCA HANPOMUE OUOAKMUYECKUX eOUHUY 8 cmoioye 4 (ommeueno 08yms 36e300ukamu **).

J1st XapaKTepUCTUKH YPOBHS OCBOSHHS YU€OHOTO MaTepralia UCIIOIb3YIOTCS CIeNyIoIue 0003HAYECHNS:

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

— peNpOyKTHBHBIN (BBITOJTHCHHE JACSITSILHOCTH 10 00pasily, HHCTPYKIIHH WJIH IO PyKOBOJCTBOM)

— TIPOAYKTUBHBIH (IJITAHUPOBAHUE M CAMOCTOSTEIIFHOE BBIITOJTHCHHE JCSITEILHOCTH, PEIICHUE MPOOIEMHBIX 3a,1a4)




T OEIEPAJIBHOE TOCYJAPCTBEHHOE BIOIPKETHOE OBPA30OBATEJIBHOE CMK
,;1@ _ YUYPEXIEHVE BBICIIIETO OBPA3OBAHMSI PIYTVC
N «POCCUMNCKNN TOCYOJAPCTBEHHBIVI YHUBEPCUTET
TYPU3SMA U CEPBUCA»
PryTUC Aucm 9

3.MeToanyeckue yKa3aHus M0 MPOBEIEHUIO MPAKTHYECKUX 3aHIATHI/1a00paTOPHBIX
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 3aa4.

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

Ilpakmuueckoe 3anamue 1.
Tema 1: JlokyMeHTHpOBaHUE YIIPABICHYECKOM NEATEIHHOCTH
Copepxanue: Ogopmienue hopmyispa- odpasia, pabora ¢ peKBU3UTAMU JOKYMEHTOB

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: CoctaBieHue U 0hOpMIIEHUE TIOTOBOPOB.

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.



DENEPAJIBHOE TOCYOAPCTBEHHOE BIOIIKETHOE OBPA3OBATEJIbBHOE CMK
_ Y‘—IPE)Iﬁ(}:[EHV[E BBICIIET'O OBPA3QBAHVI$I PIyTHUC
«POCCUMNCKNN TOCYOJAPCTBEHHBIVI YHUBEPCUTET
TYPU3SMA U CEPBUCA»
Aucem 10

Ilpakmuueckoe 3anamue 8.
Tema 7: ®opmupoBaHue 1€

Copnepxanue: Cucremaruszanusi JOKyMEHTOB 110 IEPETIHUCKE.

Ilpakmuueckoe 3anamue 9.

Tema 8: [ToaroToBka Jein K MOCIEAYIONIEMY XPaHEHUIO U UCTIOIb30BaHUIO
Conepxanne: CocTaBieHUE 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

Camocmosmenvuas paboma a61sAemcs HeOMbeMIEeMOl Yacmblo 00pa308amenbHO20
npoyecca, ces3aHH020 € POPMUPOBAHUEM KOMNEMEHYULl 00VUAtOUUXCAL.

Vuebno-memoouueckoe obecneuenue 051 CamoCmosmenbHol pabomsl NpeOHA3HAYEHO
0J15 PAYUOHATILHO20 PACHPEOCNCHUs BPEMEHU CIYOEHMA NO BUOAM CAMOCMOSIMENbHOU
pabomul u pazdenam oucyuniurvl. OHO COCMABIAEMCS HA OCHOBE C8eOeHULL O
Mpy00emMKoCmuU OUCYUNTIUHDL, ee COOePIUCAHUU U 8UAAX pabOmMbl NO ee U3VUEHUIO, d MAaKH#Ce
YUeOHO-Memooutecko2o u UHPOPMAYUOHHO20 0DecnedeHUs.

Konmpons camocmosimenshoti pabomovl cmy0eHmos 0Cywecmesisiencs 6 medenue
ececo cemecmpa. lIpenodasamenv camocmosmenvHo onpeoensem Qopmvl KOHMPOLs
CamMoCmosmenbHol pabomvl CIMYyOeHMO8 8 3A6UCUMOCHIU OM COOEPAHCAHUS PA30EN08 U
mem, 8bIHOCUMbIX HA camocmosimenvhoe uzyienue. Taxumu gopmamu Mo2ym A6iamscs:
mecmuposanue, KOHMpOoabHble pabomvl u Op.

TeMaTuka M coaepkaHue

Tema 5: Opranuzaius paboThI ¢ TOKYMEHTaMU
Copepxanue: [loaroroska coobmenuil Ha Temy: "Opranuzanus padoThl C TOKYMEHTaMHU B

KPEAUTHOM YUpPEXACHUN".

4. ®oHA OLEHOYHBIX CPEICTB JUCIUNINHBI

4.1. Pe3y.]'II)TaTbI O0CBOCHHUA yqeﬁﬂoﬁ AUCHUIIJIMHBI, MOJIC/KALIIUE IPOBEPKE

DopMBI TPOMEKYTOUYHOHN aTTECTALIMH IO CEMECTpaM:

Ne cemecTpa

dopMa KOHTPOJIS

3

OK3aMCH

B pesynabTate mpoMexyTOUHOH arTecTaluu MO Y4eOHOH IUCIUIUIMHE OCYIIECTBIISETCS
KOMIIJIEKCHAsI TPOBEPKa CIIEYIONNX YMEHUH U 3HAaHUMH, a Takke GOPMHUPOBAHUS KOMIIETCHIIUHI:

Pe3yiabTaThl 00y4yeHusi: yMeHUs,
3HAHUA

IMoka3aresu olleHKH pe3yJabTara ®opma
KOHTPOJISA
OlLICHUBAHUA

YMmerh:
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V1. COOTBETCTBUU ¢ | Hagnexxamee odopmiienue
HOPMATUBHOW  0a30l, HCIONB3ys | OPraHU3AIMOHHO-

I/IH(l)OpMaHI/IOHHI)Ie TCXHOJIOTMU H
CpcacTBa OPIrTCXHUKU,

V2. HUCHOJIL30BaTh
YHHPUITUPOBAHHBIC CHUCTEMBI
JIOKYMEHTAIUH;

V3.0cymiecTBiasTh
MIOKMCK JIOKYMCHTOB;
V4. ucrionp3oBaTh
TEJIEKOMMYHUKAI[HOHHBIC
TEXHOJIOTHH B 3JICKTPOHHOM
JIOKYMEHTO000pOTE

XpaHEHUE U

OK 01-06, OK 09.

pacropsIuTeIbHOMN, CIIPABOYHO-
UH(QOPMAIIMOHHOW U IPYTUX BHJIOB
JOKYMCHTAIUH;

MPaBUIILHOE BEJICHHE U XpaHEHHE
JOKYMEHTOB; HCITOJIb30BaHHE
COBPEMEHHBIX TEXHOJIOTUHN /IS
BEJICHUS JJOKYMCHTAIHH
odopmIIsIeT OpraHN3aIMOHHO-
pacropsIuTeIbHbIE TOKYMEHTHI B
COOTBETCTBHUH C ICUCTBYIOLIUM
I'OCTowm;

OCYILIECTBISIET 00pabOTKY
BXO/JISIIIUX, BHYTPEHHUX U
UCXOJAIINX JTOKYMEHTOB, KOHTPOJIb
32 UX UCIIOJIHCHUEM;

oopMIIIeT JOKYMEHTBI JISI
nepeiauu B apXuB OpraHu3alIliy;

3HaTh:

31. OCHOBHBIC MTOHATHUS
JIOKYMEHTAIIMOHHOTO  O0ECIICYCHHS
yIpaBICHUS;

32. OCHOBHEIC 3aKOHOJATCIbHBIE

U HOPMATHUBHBIC AaKTbl B obiactu
JOKYMCHTAIITUOHHOT'O o0ecreyeHus

yIIpaBJICHUS;
33.  menu, 3a7a4d U TPHUHIIMIIBI
JIOKYMEHTAIMOHHOTO  00ecreveHust
yIIpaBJICHUS;

34.  cucremsl
JOKYMEHTAITMOHHOTO  00eCreueHUs
yIIpaBJICHUS;

35.  TpeOoBaHUS K COCTaBJICHHUIO
U 0pOPMIICHUIO DPA3JIMYHBIX BHJIOB
JIOKYMEHTOB;

36.  oOmwue npaBuia
OpraHu3aluu paboThI c
JIOKYMEHTaMHU;

37.  COBpEMEHHBbIE
UH(POPMAaIOHHbIE TEXHOJIOTUU
CO3JIaHUs JOKYMEHTOB "
aBTOMAaTH3alMU JOKYMEHTO000pOTa;
38. OpraHu3amnuio  paboTel ¢

AJIIEKTPOHHBIMU JOKYMEHTaMHU;

39. BUJbl  OPITEXHUKH U
crocoObl €€ HCIIOJIb30BaHHUS B
JOKYMEHTAIIMOHHOM  O0eCrieYeHUH

MIPUMEHSET MpaBuUiIa JACI0BOU
MEePETHCKU U COCTABIICHUS
CI1y’>k€OHBIX JOKYMEHTOB;
OpraHHU30BBIBAET pabOTY C
JIOKYMEHTaMU;

YMEJIO NOJIb3YETCs OPITEXHUKOM;
aKTUBHO pabOTaeT C 3IEKTPOHHBIMU
JOKYMEHTaMH.

YCTHBIN OITpOC,
TECTUPOBAHUE,
HpaKTHYeCKast
pabota
CaMOCTOSITeIIbHAS
pabota

9K3aMeH
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YIPaBIICHUS.
OK 01-06, OK 09.
PopmupyemMble KOMIETCHIIMHN
Kon HanmeHoBaHMe KOMIIETEHIIUH ®opmbl U
popmupyemoii MeTOAbI
KOMIIeTeHIIUH KOHTPOJIAA ¥
OLICHKH
pe3yJIbTaToB
o0yueHust
OK 01. Bri6upats cioco0sl perienus 3aaad npodeccuoHaIbHOMI
JESTEIbHOCTH IPUMEHUTEIBHO K Pa3JIMYHBIM KOHTEKCTaM;
OK 02. Hcnonbs30BaTh COBpEMEHHBIE CPEICTBA MTOMCKA, aHATIN3a U
MHTepHpeTanuy HHPOpMaul 1 THPOPMALMOHHBIE
TEXHOJIOTUH TSI BBITIOJIHEHUS 3a/1a4 MTPO(eCCHOHATLHON
JESTEIIBHOCTH
OK 03. [InanupoBaTh U peasn30BbIBaTh COOCTBEHHOE
po¢eCCHOHATIBHOE U IMYHOCTHOE pPa3BUTHE,
[IpeANPUHUMATEIBCKYIO I€ATEIbHOCTD B
npogeccuoHaIbHON cdepe, NCIOIb30BATh 3HAHUS 110
(UHAHCOBOW TPAMOTHOCTH B PA3JIMYHBIX )KU3HEHHBIX
CUTyalusX;
OK 04. D¢ hexkTuBHO B3aMMOIEHCTBOBATh U pabOTaTh B
KOJUIEKTHBE U KOMaH/Ee
OK 05. OcCyIIEeCTBIATh YCTHYIO U TUCBbMEHHYIO KOMMYHHUKAIUIO
Ha roCyIapCcTBEHHOM si3blke Poccuiickoit denepannu ¢
Y4ETOM OCOOEHHOCTEH COLMAIbHOTO U KYJIBTYPHOTO YCTHBIH o11poc,
KOHTEKCTa TECTUPOBAHUC,
OK 06. [IposiBIAATE Ipa’kAaHCKO-TTATPUOTHYECKYIO MO3ULUIO, IIPAKTHICCKAA
JEMOHCTPHUPOBATh OCO3HAHHOE MOBEICHUE HA OCHOBE pabora
TPaJAULIMOHHBIX O0IIIEYeTOBEYECKIX IIEHHOCTEH, B TOM CaMOCTOATCIIbHAA
YyCie ¢ y4eTOM TapMOHU3ALNU MEKHALIMOHAIBHBIX U pabora
MEXPEJIUTUO3HBIX OTHOLICHUH, IPUMEHATh CTaHAAPTHI IK3aMCH
AHTUKOPPYMIIMOHHOTO OBEJICHUS;
OK 09. [Tonp30BaThesd MpodeccHoHaNbHOM JOKyMEHTalue Ha

rocyaapCTBEHHOM U MHOCTPAHHOM A3bIKaX.

4.2. MeToanka NpuMeHeHHsI KOHTPOJILHO-U3MEPUTEJbHBIX MATEPHAJIOB
KoHTposb 3HaHU# 00y4aromuxcst BKIOYALT:
Texkyuuit KOHTPOIIb B (popMe TECTUPOBAHUS, YCTHOTO OIpOca, MPaKTUIECKoi padoThl,
CaMOCTOSITENIbHON PabOTHI

[TpomesxyTouHyt0 aTTecTaluio B popMe IK3aMeHa

4.3. KoHTpPO/1bHO-U3MepUTe/IbHbIe MAaTePUAJIbl BKJIKOYAKOT:

4.3.1. TunoBsble 3a1aHNUS 1JIs1 OLEHKH 3HAHUI M YMEHUIl TeKyllero KOHTPOJisi
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KOHTpOJIB N OLCHKA pE3YJbTAaTOB OCBOCHHSA TCMbl OCYHICCTBIIACTCA IPCIIOAABATCIEM B
mponecce BLIMMOJIHCHUA O6y‘IaIOH_II/IMI/ICSI HUHAUBHUIYAJIbHBIX Sal[aHI/Iﬁ B BUJE 3a4yéTa

Koumponvno — uzmepumenvuvie mamepuanvl 0158 MeKywe20 KOHMPOIs N0 Y4eOHOU
oucyuniune

HpaKTI/ILIeCKI/Ie 3aaaHusd, IpeaIojaararoumue MMMCHbMEHHBIN OTBET

1. Ha popmate A4 opopmMuTh OJaHKHU C MPOJIOJIBHBIM U YTIIOBBIM PACIIOIIOKEHUEM PEKBU3UTOB
no 'OCT P 6.30-2003.

2. CoctaBuTh 1 0POpPMHUTH Ha OslaHKe A4 pacTiopsDKEHHE.
3. CocTaBuTh CBOJHBIN IpHKa3 «O npueme Ha paboTy»

4. B pa3nato4HoM MaTepuae (OpraHu3aluoOHHO- PACTIOPSIUTEIbHBIC JOKYMEHTbI) BBISIBUTD
HEJIOCTAIOINE PEKBU3UTHI M MPOCTaBUTh MX B coorBeTcTBHH ¢ 'OCT 6.30-2003

5. Co3pnate 1 0POPMHTE pe3roMe

OO0pa3zelr TeCTOBOTO 3aJaHus.

1) Kakoit Bug nHpOpMaIMK TECHO CBSI3aH C MPOIECCAMU YIIPABICHHS KOJUIEKTHBAMU:
a) Hay4Hasi;

0) conraabHO-2KOHOMHYECKAS;

B) KyJIbTypHas;

T') TEXHUYECKas;

1) HET IPaBUJILHOTO OTBETA.

2) O0Gs3aTenbHbIe UHPOPMAIITMOHHBIE 3JIEMEHTHI 0OpOopMIICHUST OPUITUATEHOTO TOKYMEHTA:
a) CTaHJapT;

0) peKBU3HUT;

B) YCJIOBHBIE 0003HAUCHUS;

T') BU3a U rpud;

1) HET IPaBUJILHOTO OTBETA.

3) Kto BnepBbIe mpeu1okni YHU(DUKALINIO CITYy>KeOHOH MepenucKu:
a) [lerp I;

0) nexper CHK;

B) B.1.Jlenun;

r) M.M.Cniupanckui;

1) HET IPAaBUJILHOTO OTBETA.

4) VIcxomHbIil MpaBOBOM aKT, OMIPEACTISIONINA TOCYapCTBEHHYIO TTOJIUTHKY B cdepe
UH(POPMALIMOHHO-TOKYMEHTALIMOHHOTO 0OMeHa:

a) @3 Ne149-03 «O6 nnpopmaiuu, HHPOPMAIIMOHHBIX TEXHOJIOTUAX U 3aIIUTE NHPOPMALIUNY;
6) 'CHOY;
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B) Koncrurymus PO;
r) [OCT;

,I[) HET IIPAaBUJIBHOI'O OTBETA.

5) [To HaMMEHOBaHUIO TOKYMEHTHI ObIBAIOT:
a) aKThl;

0) OpUTHHAIIBI;

B) (poTOMaTepuansi;

') KOHQUIECHITUATbHBIC TOKYMEHTHI;

J1) HET IPaBUJILHOT'O OTBETA.

6) K pacniopsiautenbHON JOKYMEHTAIIMU OTHOCSTCS:
a) TOJIOKCHHS;

0) MOCTaHOBJICHUS;

B) aKThl;

T') MPOTOKOJIBI;

1) BCE OTBETHI BEPHBI.

7) Kakoro Buja OjaHKa HE CYIIECTBYET:
a) o0t OJaHK;

0) Gy1aHK MHMCHbMA;

B) TUTIOBOM OJIaHK;

r) OJTaHK KOHKPETHOTO BHJIa JOKYMEHTA;
1) BCE OTBETHI BEPHBI.

8) OTMeTKa 0 HaJTMYUH MPHIIOKEHHS 0OpMIISeTCs CIEAYIOUIMM 00pa3oM:
a) CM. MIPUJIOKEHUE A

6) Ilpunoxenue Ha c.17;

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

r) [Ipunoxenue A, c.26.;

. HET MPaBWJIFHOTO OTBETA.

9) IlpaBoBOi1 aKkT, ONpeaeNAIOMINNA MOPAI0K 00pa30BaHus, IPABOBOM cTaTyC, IpaBa,

00513aHHOCTH:

a) IITaTHOE PaCIUCaHUE;

0) MmoNIoKeHue;

B) yCTaB;

I') MHCTPYKIIUS;

1) HET IPaBUJILHOTO OTBETA.

10) JloxnanHas 3anucka COAEPIKUT CIIEYIOIINE PEKBU3HUTHI:
a) rpud;

0) Bu3a;

B) PE30JIIOIUS;

T') OTTUCK T€YaTH;

1) HET MPaBUIILHOTO OTBETA.

11) BeiaendioT cienyroume BUbl 1€I0BOM MEePEnucKu:
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a) M0 BOTIPOCaM TEXHOJIOTHH;

0) 1o BoIpocaM IIPOU3BO/ICTBA;

B) IO BOMpPOCaM COBITA;

I') IO BOTIPOCaM KalUTaJIbHOTO CTPOUTENBCTBA;
1) BCE OTBETHI BEPHHBI.

12) ITpuka3 no auaraOMy coctaBy . NeT-1:
a) o rpueMe Ha padoTy;

0) 00 YBOJIbHEHUHU;

B) O MPEOCTABJICHUH OTITYCKa;

T') O TIOOIIPEHUH;

1) HET IPaBUJIbHOT'O OTBETA.

13) B nuuHOE €710 BXOAAT CIEAYIOIIHNE JOKYMEHTHI:
a) aBToouorpadus;

0) 3asiBIIeHHE O IIpHeMe Ha padoTy;

B) XapaKTEpUCTHUKA;

') aHKeTa;

1) BCE OTBETHI BEPHBI.

14) B Tpy10By10 KHUKKY BHOCSTCS:
a) CBEJICHUS O pabOTHHKE;

0) cBeneHMS O paboTe;

B) CBE/ICHUS O HArPaKICHUSIX;

') cBeIcHUSI 00 OTKPBITHSIX;

1) BCE OTBETHI BEPHBI.

15) Kak gonro xpaHsTcs B OT/A€NE KaAPOB TPYIOBbIE KHIDKKH, HE TIONyYEeHHBIC UX BIaJeNbIlaMU
MOCJIC YBOJIbHCHHS:

a) 1 mecsr;

0) 6 mecsIeB;

B) 2 rona;

r) 10 ner;

1) HET IPaBUILHOTO OTBETA.

4.3.2. TunoBble 3aJaHUs A8 OLUEHKH 3HAHMHA M yMeHHH MPOMEKYTOYHOMH
arTecTaluuu

Koumponono — usmepumenvnvle mamepuanvt Oisi NPOMENCYMOYHOU AMMECmAayuu no
VuebHOU Oucyuniune

1. JIOKYyMEHT: OCHOBHBIE ITOHATHUS, CIIOCOOBI TOKyMEHTHPOBAHUSI.

2. WNudopmanus u JOKyMEHT.

3. VYHu}UKanusa U cTaHAapTU3alMs KaKk OCHOBHOE HAIIPaBJIEHHE COBEPILIEHCTBOBAHUS
nokymeHToB. ['OCTrr Ha YCJI. CucTeMBI TOKYMEHTAITUH.

4. XapakTepHucTuKa, cocTaB U conepkanue aeicreyromero 'OCTa.
S. Cocras pexsusutoB OP/|, npaBuna ux opopmiieHusl.
6. [IpaBuna opopmieHHsI, U3rOTOBJIEHHS, yUeTa, UCIIOJIb30BAaHMS U XpaHEHUs OJaHKOB

OpraHu3aIiHy.
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7 XapakTeprucTUKa U COCTaB OPraHU3AIMOHHBIX JOKYMEHTOB.
8. XapakTepHucTHKa U COCTaB CIIPABOYHO-UH(DOPMAIIMOHHBIX JIOKYMEHTOB.
9. XapaKkTepucTUKa U COCTaB PACIIOPSIUTEIbHBIX TOKYMEHTOB.
10.  OcobOeHHOCTH TOKYMEHTUPOBAHHMS JIEATEIHPHOCTH KOJUIETHAIBHBIX OPTaHOB.
11.  JlenoBas mepemnucka: BUIbI U TPEOOBAHUS K COCTaBICHUIO U 0()OPMIICHHUIO.
12.  Jlenonpou3BOJCTBO KaK ()YHKIMS yIIpaBIICHUs, COBPEMEHHbIE TPEOOBAHUS K €T0
OpraHH3aIiHy.
13. Cnyx0a TOKyMEHTAllMOHHOTO 00ecrieueHus yrpaBieHus: QyHKINH, CTPYKTYpa,
JOJIKHOCTHOM COCTaB, HOPMaTUBHbIE MaTEePHAIIbI.
14. OO01re NpUHIUITBEI OpTraHU3aluu TOKYMEHTO0000poTa. OCHOBHBIE ATAIbl TEXHOJIOTHH

paboThI C JOKYMEHTAMH.
15.  IlepBonauanpHast 00pabOTKA TOKYMEHTOB B YUPEIKICHHH.

16.  TexHonorus paccMOTPEHHUs JOKYMEHTOB B YUPEXKACHUU.

17.  Peructpauus JOKyMEHTOB KaK IIPOLECC CO3/IaHus OaHKa JaHHBIX O JOKYMEHTaxX
OpraHu3alIiy.

18.  KoHTpOb UCHOIHEHUS JOKYMEHTOB.

19. DKcnepTu3a UEHHOCTH JIOKYMEHTOB.

20.  OcHoBHbIE TpeOOBaHMSI K OpraHU3aLUU XPAHEHUS UCIIOJTHEHHBIX T0KYMEHTOB.

21. Bunst Homenkmatyp nen. Iopsigok coctaBneHust 1 opopMIIeHHUS.

22. Cpoku xpaHeHUs JOKYMEHTOB.

23.  IlpaBuia moAroTOBKH JEN K C/la4ye B BEJOMCTBEHHBIH apXUB.

24.  ApxuBHOE XpaHEHHUE JTOKYMEHTOB.

25.  CocraB HOPMATUBHBIX JIOKyMEHTOB, PErJaMEHTUPYIOIINX COCTAaBICHHE 1 0(OpPMIICHUE
JIOKYMEHTOB, UX XapaKTE€PUCTHKA.

26.  CocTaB HOPMATHUBHBIX JIOKYMEHTOB, PErJIAMEHTHUPYIOIINX OPTaHU3AIHI0 PA0OTHI C
JIOKYMEHTaMH B YUPEKJICHUH, UX XapaKTePUCTHKA.

27.  Tlopsmox yHUYTOKEHHS TOKYMEHTOB.

4.4. Kputepuu M noka3ate/ju OLleHMBAHUS
JlJ1s1 TeKy1ero KOHTpoJs

Ouenka | @opma koutpoass | Kpurepuu IToxa3zaTenu oeHUBAHUS
OLICHMBaHUS
«S» CamocrostenbHast u | [lonHora, OTBeThl Ha MOCTABJIEHHBIE BOIIPOCHI
IIpaKTU4ecKast MOCJIE0BATENBHOCTD U | U3JIAratoTCs JIOTUYHO,
pabora JIOTUYHOCTH OTBETA MOCJIEZIOBATEIbHO U HE TpeOyloT
JIOTIOJTHUTEIBHBIX MOSICHEHUH.

[TonmHO packpeIBalOTCA NPUYUHHO-
CleICTBeHHbIE CBsi3u. Jlemarotcs

000CHOBaHHbLIE BBIBOJIBI.
JleMOHCTpUPYIOTCS riyookue
3HAHHS MaTepHaa.

«4» CamocrostenbHaa u | [TomHoTa, OTBeTHl Ha MOCTABJICHHBIE BOMPOCHI
MpaKTHIeCKast MOCJICIOBATEIPHOCTh W | U3JIaraloTCs CHCTEMATHU3UPOBAHO U
pabota JIOTUYHOCTH OTBETA IIOCJIEOBATENBHO, HO B

HEJ0CTaTOYHOM O0BeMe. Marepual
HU3JIaraeTcs YBEPEHHO.

JlemoHCcTpHpYyeTCs YMEHHE
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aHAJIM3UPOBATh MaTepua, OJHAKO
HEC BCE BBIBOJIbI HOCAT
apryMeHTHPOBAHHBII u
JIOKA3aTEeJIbHBIN XapaKTep.

«3» CamocrositenbHas u | [lomHora, Jomnyckatorcs HapyIICHUS B
MpaKkTUYecKast MOCJIEIOBATEIbHOCTh U | MOCIEI0BATEILHOCTH  M3JI0KEHHUS.
pabora JIOTUYHOCTH OTBETA HenonHo packpbIBaroTCsi IPUYUHHO-

CJIE/ICTBCHHbBIC CBSI3U.
JIeMOHCTpUPYIOTCSI TIOBEPXHOCTHBIE
3HaHUSL ~ BOIpOca, C  TPYIOM
pelaloTcs  KOHKpPETHBIE  3aJayu.
Nwmerores 3aTpyAHECHUSA c
BBIBOJIAMH.

«2» CamocrositenbHast u | IlonHora, Marepuan W3JIaraeTcs
MIpaKTU4ecKas MOCIIEA0BATENbHOCTh U | HEMOCTEA0BATENbHO, COMBYMBO, HE
pabora JIOTUYHOCTH OTBETA MIPEICTABIISIET OTpe/IeICHHOM

CUCTeMbl 3HAaHUU MO JUCIUILIUHE.
He  packpeiBatoTcs  NpUYMHHO-
CIIEICTBEHHbIE CBsI3U Mexay. He
IMPOBOAUTCA aHaJIn3. BI)IBOI[BI
OTCYTCTBYIOT. OTtBeTHI Ha
JOIIOJIHUTCIIbHBIC BOIIPOCHI
OTCYTCTBYIOT.

Ouenka | ®opma KOHTPOJIA Kputepun onennBanus

«5» TectoBOE 3amaHue 85— 100%
«4» TecToBoe 3aganue 75 —84%
«3» TectoBoOE 3amaHue 50 - 74%

«2»

TectoBoe 3amanue

Menee 50%

JJ1s IpOMexKyTOYHOM aTTecTaluu

Ouenka | ®opma KOHTPOJIS Kpurepun IToka3aTenn oeHMBAHUA
OllecHMBAHHUS
«5» DK3aMeH [IpaBUIBHOCTH CTyaeHT JOCTUT BBICOKOTO
BBIYHCIICHUH, YPOBHS c(hOpMUPOBAHHOCTH
IIOJIHOTA, 3HAHUM W YMEHHH. YCHENIHO
MOCNIE0BATENHHOCTh | OCBETUI Ha OJIOK  BOMIPOCOB.
pereHust N3noxenne Marepuaia B XOJ€
OTBeTa MOJIHOE,
Mocaea0BaTeNbHOE, TpaMOTHOE. B
XOJIe OTBETAa SICHO YYBCTBYETCS
MMOHUMaHUEe MaTepuaia
«» DK3aMeH [IpaBUIBHOCTH CryneHTt mocTur 6a3oBOrO
BBIUMCIICHHI, YPOBHS c(hopMUPOBAHHOCTH
IIOJIHOTA, 3HaHUM U yMeHuil. M3noxeHue

OoCICa0BAaTCIBbHOCTD MaTcpHraJioB IIOJIHOC,
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peteHust IMOCJIEIOBATEIHLHOE B
COOTBETCTBUU C TpeOOBaHUSIMHU
MPOTPAMMBI. Honyckatorcs
HECYII[ECTBEHHBIE
CTHIINCTHYECKHE OIIIHOKMU.
CTyI[eHT BBITTOJIHUJI
PEKOMEHIalNH, JIaHHBIE
Mpeno/iaBaTesieM
«3» DK3aMeH [IpaBuiIbHOCTH CryneHnrt IOCTUT
BLI‘IPICJIGHPI?I, MHUHHUMAJIBHOT'O ypOBHSI
ITOJIHOTA, c(hOpMUPOBAHHOCTH 3HAHUH H
MOCJIEA0BATENbHOCTh | yMEHUW. M3l10)keHne MaTepraioB
peuieHust HEIIOJIHOE. Uznoxxenue

Marepuajia B XOJle¢ OTBETa HE
BE3JIC CBS3aHO C MPHUIIOKECHHUEM.
Jlormmyckarorcst OmmoKy.

«2» DK3amMeH [IpaBUnIBHOCTH Crynent HE JOCTUT
BBIYHMCIICHHH, MUHHUMAJIBHOTO YpOBHSI

MOJIHOTA, c(OPMUPOBAHHOCTH 3HAHUU U

MOCJEA0BATEIbHOCTh | YMEHUN. M3J10)KeHHEe MaTepHalioB

pelieHus HEMOJIHOE, OeccrucTeMHOE.

CymiecTByroT dakTHuecKue

OLIMOKY B OTBETE.

5.YCJIOBUSA PEAJIUZALIIUUA ITPOT'PAMMBI JTUCHIUTIJIMHBI
5.1.JIns peanuzanuyd mporpaMMmbl y4eOHOW JUCHUIUIUHBI JOJKHBI OBITh
MPETYCMOTPEHBI CIIEYIONTUE CIEIUaIbHbIC TTOMEIIECHUS:

VYuebHas aynuropusi, KaOuHeT cormaibHO-2KOHOMUYECKUX JTUCITUTLINH
O6opynoBanue yueOHOM ayauTopun YueOHas medens, [1K-1, qocka
O6opynoBanne KabuHera COIMAIbHO-DKOHOMUYECKUX JUCLHMUIUIMH -

VYuebnas mebenb, HarjsgaHble mocoOus (CTeHabl, Takatel), mocka, [IK, CIIC
Koncynprant [Liroc

6.MupopmannoHHoe obecniedeHHe Peaiu3aluu MPOrpaMMbl

Jns peanuszanuu nporpammbl  OMOIMOTEUHBIM (POHJ 0Opa3oBaTeNbHOW OpraHu3aluu
JIOJDKEH UMETh TeYaTHbIe U/ 3JIEKTPOHHbIE 00pa3oBaTeIbHble M HHPOPMAIIMOHHBIE PECYPCHI,
pexomennoBanHele  ®YMO, 11 wucnonb3oBaHus B oOpa3oBarenbHOM mporecce. [lpu
dopmupoBannu OubIMOTEeUHOrO (hoHIa 00pa30BaTENBHON OpraHu3alKel BHIOUpaeTCss He MeHee
OJTHOTO M3JIAHVsSI M3 TIEPEUNCIICHHBIX HIDKE TIEYaTHBIX U3aHUi U (MJIH) SIIEKTPOHHBIX M3IaHUH B
Ka4eCcTBE OCHOBHOTO, ITPU 3TOM CIIUCOK, MOKET OBITh JIOMOJIHEH HOBBIMU U3JAHUSMHU.

6.1. OcHoBHBIC U3JaAHHUA

Crnucok rocy1apcTBEHHbBIX CTaHAApPTOB

I'OCT P 7.0.97-2016. Haunonansusiii crangapt Poccuiickoit @enepanun. Cucrema
CTaHJapTOB M0 UHPOPMAINK, OMOIUOTEYHOMY U U3/1aTeNbCKOMY eny. OpraHu3alnroHHO-
pacriopsauTeNbHas JOKyMeHTalus. TpeboBaHus kK odopmiieHHI0 10KkyMeHTOB" (yTB. [Ipukazom
Poccranmapra ot 08.12.2016 N 2004-cT) (pexn. ot 14.05.2018)
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OcHoBHas nuTeparypa:

1./loxymeHTanmonHoe odecrnedeHue yrnpasieHus (JIeI0MPOr3BOICTBO) : yueb. mocodue /
T.A. beikosa, T.B. Ky3uenosa, JI.B. Cankuna ; mox o6mr. pea. T.B. Ky3nenoBoit. — 2-e u3j.,
nepepad. u gon. — M. : UHOPA-M, 2021. https://znanium.com/catalog/document?id=360476
... B mpumepHoi#i mporpamMMe mpUBOIUTCS TIEPEUCHD MEYATHBIX H/HITH 3JIEKTPOHHBIX
obOpasoBarenbHbIX H3aaHui, pekomeHayeMbix ®YMO CIIO s ucnosib30BaHus B
00pa3zoBaTesIbHOM IpOIIecCe.

6.2. OcHOBHBIE IJICKTPOHHBIC U3TaHUA

B npumepHoit mporpaMme MPUBOJAUTCS NIEPEUCHB MEUATHBIX H/HITH 3JIEKTPOHHBIX
oOpa3zoBatenbHbIX u3nanuii, pekomenayemosix ®YMO CIIO anis ucnonb3oBaHus B
00pa3zoBaTebHOM IpoIiecce. DIIEKTPOHHBIE peCypChl (HE yueOHbIC U3JaHNUsI) YKA3BIBAIOTCS B
JIOTIOTHATEITbHBIX HCTOYHHUKAX.

6.3. JlonmotHUTEIbHbIE HCTOYHUKH (TIPH HEOOXOIUMOCTH )

1. JenoBas nepernucka : y4e0.-npakrt. mocooue / M.B. Kupcanosa, H.H. Anonuna,
IO.M. AKCeHOB. — 3-e W31, — M.: HNH®PA-M, 2024
https://znanium.ru/catalog/document?id=446313

2. JIOKyMEeHTallMOHHOE ~ OOeclieueHUe  yIpaBlCHHS  NEPCOHAIOM:  Y4eOHoe
nocobue/bynar P. E. - M.: HUILL NH®DPA-M, 2019. -

https://znanium.com/catalog/document?id=355024

WNHTtepHeT- 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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