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GENEPAJIBHOE TOCYJAPCTBEHHOE BIOJIXKETHOE OBPA30OBATE/IbHOE
YYPEXIEHME BbICHIET'O OBPA30OBAHVIA

«POCCUMCKHUM TOCYTAPCTBEHHBIVI YHUBEPCUTET
TYPU3MA V1 CEPBVCA»

CMK
PIYTUC

Aucm 3

1.0BIIASI XAPAKTEPUCTUKA PABOYEM TPOI'PAMMBI JUCIUTLIVHBI
JITOKYMEHTAIIHOHHOE OBECIHIEYEHHUE YIIPAB/IEHHU»

(HaMMEHOBaHUE MCLUIUIMHBI)

1.1 MecTo THCHMIUIMHBI B CTPYKTYPe OCHOBHO# 00pa30BaTe/ibHOI MPOrpaMMbI:

VYyebOHast nucuuIuinHa «J{0OKyMEHTallMOHHOE 00eCIIEYeHUE YIIPABICHUS

SBJIIETCSI BapUaTUBHON 4yacThio obmenpodeccruonansuoro nukia OITOIT CIIO B
cootrBeTcTBUM ¢ PI'OC no cnenunansHocTu 38.02.07 bankoBckoe aeno. Ocoboe
3HAUCHHUE AUCIUIUIMHA WMEET TpH (POPMUPOBAHWUM M PA3BUTHH CIEAYIOIINX

komneteHnui: OK 01.- OK 05., OK 09., I1K1.3

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

3HAHUS

Kon 1 YmMmenusa 3HaHUSA

IIK, OK

OK 01.- OK 0(pOpPMIISITh TOKYMEHTAIUIO B - OCHOBHBIE ITOHSITHS

05., COOTBETCTBUU C HOPMATHUBHOM JIOKYMEHTAIMOHHOTO 00ecreueHust
OK 09, IIK 0a30ii, UCIIONB3YS YIPaBJICHMUS;

1.3 WH(OPMAIMOHHBIC TEXHOJIOTUU U -OCHOBHBIC 3aKOHOAATEIBHBIC U

CpeCTBa OPITEXHUKH;
MCIOJIb30BaTh YHU(DUIIMPOBaHHbIE
CUCTEMBI TIOKYMEHTALINH;
OCYIIECTBIISITh XpaHEHUE, TOMCK
JIOKYMEHTOB;

HCII0JIb30BaTh
TEJIEKOMMYHUKALlHOHHBIE
TEXHOJIOTHH B 3JIEKTPOHHOM
JIOKYMEHTOO000pOTE;

HOPMaTHBHBIE aKThI B 00J1aCTH
JOKYMEHTAIIMOHHOTO 00eCTICUeHHS
yIpaBJICHUS;

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

- CUCTE€MBI JJOKYMEHTAI[HOHHOTO
oOecreyeHust yrpaBiIeHuUs;

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

- 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
JIOKYMEHTAITMOHHOM 00eCreyeHUH
YIPpaBJIECHUA.

1 o

Ipugoosimcesi monvko KoObl KomMnemerHyutl 0OWUX U NPOPECCUOHATLHBIX OIS OCB0CHUS KOMOPbIX HE0OX00UMO
0CB0€eHUe OAHHOU OUCYUNIUHBL; MAKICE 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 U COJIEP)KAHUE YUYEBHOM JJUCIIUILINHBI

2.1. O6beM yueOHOI TUCIUNITUHBI H BH/IBI Y4eOHOI padoThI

Buj yueOHoit padoThl

O0BeM B yacax

O0bem 00pa3oBaTeJIbHOM MPOrPpaMMbI Y4eOHOM U CIATIIIUHbI 82
BT. U.:

TEeOpeTuIecKoe o0ydeHue 30
MIPAKTUYCCKHUE 3aHITUS (eC/iu npedyCMOmMpeHo) 32
Camocmosmenvras paboma 6
KOHCYJIbTaIlNH 2
IIpomexyTOUYHASI ATTECTANMA - IK3aMeH 12

Bo ecex sauetikax co 36e300uxoti (*) credyem ykazamov 06vem yacos.

ZCamocTosTensHas paboTa B pamMkax 00pa30BaTENLHON MPOrpaMMBI IDTAHUPYETCs 00pa30BaTeIbHON OpraHu3aImen
B cootBercTBHU ¢ TpeboBanmssMu OI'OC CIIO B mpenenax o0beMa y4eOHOHM JHMCIUILTUHBEI B KOJHYECTBE YacOB,

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

TEMATUYCCKUM IJIAHOM U COACPIKAHUECM yqe6H0ﬁ JUCITUILIINHBI.

TIPEAyCMOTPEHHBIX

4
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,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

HauMeHOo8aHue
HaumenoBanue Conep:kanue y4eOHOro MaTtepuasia u GopMbl OPraHu3amum Oo0bem Koabi
pa3iesioB M TeM AeSATeTbHOCTH 00YYal0LIUXCS B Yacax KOMMeETEeHIHIi 1
JHMYHOCTHBIX
pesyabTaTos’,
¢opmupoBaHuIo
KOTOPBIX
crocoocTByeT
3J1eMeHT
MPOrpaMMbl
1 2 3
Tema 1. Coaep:xanue yueOHOro MaTepHaJia 8 OK 01.- OK 05.,
JoxkymeHTHpOBaHUE 1.T'ocynapcTBeHHass cuCTeMa JOKYMEHTAIlHOHHOTO  00ecredyeHHUs OK 09, IIK 1.3
yHpaBJIeHYECKOM ynpasnenuss (I'CJOY) — cBox mpaBui, ycTaHaBIMBAIOIIMX €IUHBIE
AeATeTbHOCTH TpeOOBaHUS K JIOKYMEHTHPOBAHUIO YIPABIEHUYECKON NEATEIBbHOCTH U
OpraHu3aii paboThl ¢ JOKYMEHTaMH Ha TPEANPHUATHAX Pa3TUIHBIX 4
OpraHu3alMOHHO-IIPABOBBIX (POPM.
2.CoctaB  ympaBlieHYeCKHX  JTOKyMeHTOB. [loHstne  cucrem
JnokyMeHTaruu. O0s3aTeabHbIe PeKBU3UTHI JOKYMEHTOB.
B TOM 4Hc/Ie IPAKTHYECKUX 3aHATHI 4
IIpakTuyeckoe 3ansaTue 1. Odopmienne Qopmynspa - obpasia, 4
paboTa C peKBU3UTAaMH JOKYMEHTOB
Tema 2. Cucrema Conep:xanue yueOHOTro MaTepuaJia 8 OK 01.- OK 05.,
OpPraHu3anfoHHO- 1.YuudunupoBaHHas cuctemMa OpraHu3alliOHHO- PACTIOPSAUTEIBHOM OK 09,IIK 1.3
pacnopsiAuTe bHOI nokymenTtanuu (OPJ]). T'OCTer nHa OPJI. TpeGoBanue k opopmiieHUIO 4
AOKYMEHTAINU JTJOKYMEHTOB.

2 Knaccugukaius opraHu3aioOHHO-PaCTIOPS TUTETLHON

*B coorercraun ¢ [punoxennem 3 TIOOIL




OEJTEPAJIbBHOE TOCYJAPCTBEHHOE BIO/IKETHOE ObPA3OBATEJIBHOE CMK
YYPEXIEHNME BbICIIETO OBPA30OBAHVIA PIYTUC

«POCCUVICKUM TOCYTAPCTBEHHBIV YHUBEPCUTET

TYPU3SMA Y1 CEPBUCA»

Aucm 6

JIOKYMEHTAITUN

B ToMm yuncie MPAKTUYIECCKUX 3aHATHH

IIpakTuyeckoe 3ansaTue 2.Cocrapnenue u ohopMIIcHIE
OpraHU3aIMOHHO-PACTIOPSAUTENLHON TOKYMEHTAIUH.

Tema 3. JloroBopHo-
npaBoBast
JAOKYMEHTAIUsl

Conep:kanue y4eOHOT0o MaTepuaJa

12

1.ITonsitue norosopa (KOHTpAKTa), COrIAlIEHUE, TpoToKoa. Tumnosas
¢dopma koHTpakTa. OCHOBHBIE pa3/ieibl KOHTpakTa. [IpumepHbIi
JIOTOBOP KYIUIM-IIPOJaKU. THUIIOBOM TOrOBOP MEHBI TOBAPOB
(6aprepnas cuenka) TumoBast popMa KpeIUTHOTO JOTOBOPA.
[TpumepHas popma J0roBOpa MOPYIUTENBCTBA. Y HUPUIIMPOBAHHAS
dopma kpeauTHOM 3asBkU. [IpumepHas popma 3anorosoro
obs3arenscTBa. Turmosas oopma GaHKOBCKOM rapaHTUH. TUoBast
¢dopma noroopa 6ankoBckoro cuéra. [Ipumepnas ¢popma orosopa
0aHKOBCKOTO BKJIaa. OOpasibl TOTOBOPOB O JETIO3UTHOM BKIIAJIC.
TumnoBoii JOroBop Ha OCYIIECTBIEHNE KPEAUTHO-PACYETHOTO
obcnyxxkuBanusi. OdopmiieHne NpuiIoKeH K JoroBopaM. [IpoTokos
pasHoryacuii k joropopam. @opmsl MPOTOKOJIOB Pa3HOIIACHH.
Kommepueckue aktel. bianku kommepueckux aktoB. OdopmieHue
aKTOB IO MPUEMKE MPOAYKIMH (TOBAPOB) 110 KOJIMUYECTBY U KaueCTBY.
Od¢opmieHne akToB 10 OKa3aHHUIO BO3ME3IHBIX YCiIyr. OOpasiibl aKToB.
JloBepeHHOCTH: pa3oBbIe, ClielalbHble, FreHepasibHble. OOpa3ibl
JIOBEPEHHOCTEIA.

B ToM 4nciie NpaKTHYECKHUX 3aHATHI

IpakTnyeckoe 3ansitue 3.CocraBienue u opopMIIeHHE TOTOBOPOB

(o]

OK 01.- OK 05.,
OK 09,IIK 1.3

Tema 4./lokyMeHTBI O
BHEIIHEIKOHOMHYECKOI
IeATeJLHOCTH

Coaep:xanue yueOHOro MaTepHaJia

1. Knaccudukanus  JOKYMEHTAIlMd 1O  BHEITHEDKOHOMHUYECKOM
NeATeTLHOCTH: KOoMMepueckue TmucbMma, KoHTpakThl. ['OCTeI Ha
JOKYMEHTALMI0 MO0 BHEUIHEIKOHOMHUYECKYIO JIESITENBHOCTh. bilaHku
KOMMEpYECKMX TMHceM. PexBH3UTHI ¢opMymnsipa KOMMEPUYECKOTO
nucbMa. OcoOble TpeOOBaHMS K TEKCTaM KOMMEPUYECKHUX IHCEM.

OK 01.- OK 05.,
OK 09, IIK 1.3
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TumoBeie  (GOpPMBI  KOMMEPYECKMX THCEM. BHIBI KOHTPaKTOB,
O(QOPMIISIFOIIINX ~ BHEITHEAKOHOMUYECKYIO  JESATEIILHOCTh.  THIOBOI
MEXyHAPOIHBIH KOHTPAKT O KyIuie-nipojaaxe. @OopMbl IPHUIOKEHUN K
koHTpakTam. OdopmiieHne JOMONHEHWH ©  crnenudukanmii K
KOHTPaKTaM.

B ToMm yuciae MPAKTUHYICCKUX 3aHATHH

IIpakTuyeckoe 3ansaTue 4.CocraBienue U ohpopmieHUE TOKYMEHTOB
110 BHENTHEAKOHOMHYECKOU IEeITEIILHOCTH.

Tema S. Opranusanus
padoThI C JOKYMEHTAMHU

Coaep:xanue yueOHOTo MaTepHaJia

10

1.Ctpykrypa 1 GyHKIUU CIIYyKO JOKYMEHTAIIMOHHOTO O0ecTieueHust
yrpasieHusi. OpraHu3aoOHHbIE CXEMbI JIOKyMEHTAIIHOHHOTO
oOecrieueHus yrnpasiieHus. UHCTPyKIMS 110 JOKYMEHTALMOHHOMY
obecnieuennto ynpasienusi. CoctaB v yu€tr 00bEMa JOKYMEHTOO00pOTa
OpeanpusTHii U oprauu3auuii. KoHTposib UCTIONHEHUs TOKYMEHTOB.
CuctemaTtu3zanus TOKyMEHTOB U UX xpaHeHue. HomeHnknarypa jaei.
B3aumoneiictBue ciyx6 JIOY 1 Be1OMCTBEHHBIX apXHUBOB MPH
(GOpMHPOBaHNUN OCHOBBHI JUISI TTOCTIETYIOIIETO XPAHEHUS U
UCIIOJIb30BaHUS IOKyMEHTOB. EMUHCTBO TpeOoBaHU K XpaHEHUIO
JIOKYMEHTAITH B JICJIOTIPOM3BOICTBE M apXHUBE.

B ToM 4nciie NPAKTHYECKHUX 3aHATHH

IIpakTuyeckoe 3ansaTHe 5. Paz6op nenosoii cutyanuu «Opranusamus
paboThI ¢ JOKYMEHTaMH B YUPEKACHUN Y.

CamocrosiTesibHas padoTa odyuyarwmuxcs. [logroroska coodmeHnit
Ha Temy: "Opranuzaius paboThl ¢ JOKYMEHTaMH B KPETUTHOM
yapexaeHun'.

OK 01.- OK 05.,
OK 09,IIK 1.3

Tema 6. Oprannzanus
AOKYMEHT0000poTAa B
yupeRIeHUH

Coaep:xanue yueOHOro MaTepHaJia

1.ITpuem u 0O6pabOTKa MOCTYyNAIOMIKUX JOKYMEHTOB. Perucrparus
JIOKYMEHTOB, €€ (hopMbl. [IopsSa0K MPOXOKIEHHUS CO3/ITaBaEMbIX
JTOKyMEHTOB. KOHTPOJIb UCTIOJTHEHUSI TOKYMEHTOB

B Tom unciie NPpaKTHYECKUX 3aHATHH

OK 01.- OK 05.,
OK 09, IIK 1.3




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 3anaTne 6.00paboTKa BXOIANINX JTOKYMEHTOB 4
Tema 7. Coaep:xanue yueOHOT0 MaTepHaJia 8 OK 01.- OK 05.,
®opMuUpOBaHHeE eI 1.TpeGoBanus k popmupoBanuto aen. CucremMaTu3anus OTASIbHBIX 2 OK 09,IIK 1.3
KaTeropuii JOKyMEHTOB
B ToM Yuc/ie NPaKTHYECKUX 3aHATHH 2
IIpakTryeckoe 3ansaTue 7.OopMupoBaHue Jiena. 1
IMpakTuyeckoe 3anaTue 8.CucremMaTH3aus JOKYMEHTOB T10 1
MePEeTnCKe.
CamocrosiTeibHas padora odyuarommxcsi. PopmupoBanue 4
IOPUAMYECKOTO JI0ChE KIIMEeHTa OaHKa
Tema 8. [loaroroska Coaep:xanue yueOHOTo MaTepHaJia 6 OK 01.- OK 05.,
JeJ1 K mocJIeyromemMy 1.0dopmnenue nen. Onuch TOKYMEHTOB, HAXOISIIUXCS B JIETIC. 2 OK 09, IIK 1.3
XPaHEeHUI0 U OcHOBHBIE OHATHA 00 APXUBHOM XPaHEHUU
HCIO0JIb30BAHUIO B TOoM Yuc/ie NPaKTHYECKUX 3aHATHH 4
IIpakTuyeckoe 3ansaTue 9.CocraBneHue onucy aed. 2
IpakTuyeckoe 3ausaTue 10.CocraBieHre akKTOB O BBIJCIICHUN 5
JIOKYMEHTOB K YHUYTOXECHHIO.
IIpomexyTOUYHASI ATTECTANMSA 12
KoncyabTanun 2
Bcero: 82

Jl1 XapaKTepUCTUKH YPOBHS OCBOCHHSI yUEOHOI0 MaTepualla UCIOJIb3YIOTCS CIeYIOIUEe 0003HAYEeHU:

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

— PENpOIyKTUBHBIN (BBIMOIHEHHUE JESITENHOCTH 110 00pa3ily, MHCTPYKIMH UJTU 10 PyKOBOJCTBOM)
— IPOAYKTUBHBIN (IIJITAHUPOBAHUE U CAMOCTOSITENILHOE BBIIOJIHEHUE ACSITETbHOCTH, pelIeHHe MPOOIEeMHBIX 3a/1a4)




T OEIEPAJIBHOE TOCYJAPCTBEHHOE BIOIPKETHOE OBPA30OBATEJIBHOE CMK
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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 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.

Tema 8: [ToaroToBka Jein K MOCIEAYIONIEMY XPaHEHUIO U UCTIOIb30BaHUIO
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-MeToIn4IecKoe ooecneueHue Uil CaMOCTOATENBHOM paboThI TpeTHa3HAuYEHO

JUISL pallMOHAIBHOTO PACIIpeIe/ICHNs] BPEMEHH CTYJICHTA 110 BUIAM CaAMOCTOSATEILHOM

paboThl U pa3aenam AUCUUIUIMHBL. OHO COCTaBIISIETCSl HA OCHOBE CBEACHUM O

TPYZIOEMKOCTH TUCIMILINHBI, €€ COJACPKaHUK U BUIaX pabOTHI [0 €€ U3YyUCHHIO, a TAKIKE
y4e0HO-METOINIECKOT0 U HH(HOPMAITMOHHOTO 00ECTICUCHUSI.
KonTtpomnb camocTosTennbHOIM pabOThI CTYICHTOB OCYIIECTBIISETCS B TEUCHUE BCETO
cemectpa. [IpenogaBarens caMOCTOATENBHO onpeenseT GopMbl KOHTPOIIS
CaMOCTOSITENIbHOM pabOThI CTYIEHTOB B 3aBUCUMOCTH OT COJACPIKAHUSI PA3/IEIIOB U TEM,
BBIHOCUMBIX Ha CAMOCTOATCIIbHOC U3YUCHUC. Takumn (1)OpMaMI/I MOTYT SABJIATHCA:
TECTUPOBaHUE, KOHTPOJIbHBIE PAOOTHI U JIp.

TeMaTHuka U coaepkaHue

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

KPEAUTHOM YUpPEXKACHUN".
Tema 7. @opMmupoBaHue €1

CO,Z[Cp)KaHI/ICZ CDOpMI/IpOBaHI/Ie IOPUIUYCCKOTO JOCHC KIIMCHTA OaHka

4. ®oHA OLEHOYHBIX CPEICTB JUCIUNINHBI
4.1. Pe3yabTaThbl OCBOCHUS YUeOHOM TMCUMILUINHBI, MO/JIeXKAlUe POBEPKe

(I)OpMBI HpOMeXCYTOqHOﬁ ATTCCTAllUU 110 CCMECTPAM:

Ne cemecTpa

dopMa KOHTPOJIS

3

9K3aMCH

B pesynabTate mpoMexyTOYHOH arTecTallMd MO Y4eOHOH IUCHUILUIMHE OCYIIECTBIISIETCS
KOMIIJIEKCHAsI TPOBEpKa CIIEeIYIOIUX YMEHUH U 3HaHUH, a Takke (OPMHUPOBAHUS KOMIIETCHIIUHI:

Pe3yibTaThl 00y4yeHusi: yMeHUs,
3HAHUA

IMoka3aTeu OLIEHKH pe3yJibTaTa

dopma

KOHTPOJISA 1
OLleHUBAHMS

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 01-05, OK.09, TIK.1.3

pacropsIuTeIbHOMN, CITPaBOYHO-
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
JOKYMEHTAIMOHHOTO  00eCIeYeHus
yIIpaBJICHUS;

35.  TpeOoBaHUS K COCTaBJICHHUIO
U 0pOPMIICHUIO Pa3IMYHBIX BHUJIOB
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
CcrocoObl €€ HCIIOJIb30BaHHUS B
JOKYMEHTAIIMOHHOM  O0eCrieYeHUH

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

YMEJIO NOJIb3YETCsl OPITEXHUKOM;
aKTUBHO pabOTaeT C 3IEKTPOHHBIMU
JOKYMEHTaMH.

YCTHBIN OITpOC,
TECTUPOBAHUE,
HpaKTHYeCKast
pabota
CaMOCTOSITeIIbHAS
pabota

9K3aMeH
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yIpaBIeHUSI.

OK 01-05, OK.09, IIK 1.3

DopMUPYEMBIE KOMIIETEHLIUH .

Kon HaumenoBanue koMnereHuu @®opMbI U METOBI
¢popmupyemoit KOHTPOJIA U OLEHKHU
KOMIIETCHIM U pe3ybTaToB

o0yueHust
OK 01. Bri6upath CHOCOObI peuieHus 3a7a4
npoeCCHOHATBHON JeSITeTbHOCTH, MPUMEHUTEIHHO
K pa3JINYHbIM KOHTEKCTaM
OK 02. YCTHBIH OIpoc,
HWcnons3oBaTth COBPCMCHHBIC CPCACTBA ITIOUCKA, TECTUPOBAHHUE,
aHallM3a U UHTEepIpeTaluy nHhOpMaIuu U npakTHYecKas pabora
I/IH(l)OpMaIII/IOHHI)Ie TEXHOJIOTUHN AJIA BBIIIOJTHCHUA caMoOCToOsTEeJIbHAd
3a/1a4 npodeccruoHaNbHOMN 1eATeTbHOCTH pabora
OK 03. 9K3aMEH
. [InanupoBaTh U peaqn30BbIBaTh COOCTBEHHOE
npodeccroHanbHOE U JTMYHOCTHOE Pa3BUTHE,
MIPEANPUHUMATENBCKYIO JEATEIBHOCTD B
npodeccuonanbHoOM chepe, UCTIONB30BATH 3HAHUS 110
[IpaBOBOM U (PMHAHCOBOM I'PaMOTHOCTHU B Pa3IMUHBIX
YKU3HEHHBIX CUTYaIUsIX
OK 04. D¢ dexkTuBHO B3aMMOAEUCTBOBATH U pabOTaTh B
KOJUIEKTHBE M KOMaH/Ie
OK 05.
OcCyIIECTBIIATH YCTHYIO U TUCBMEHHYIO
KOMMYHHKAIMIO Ha TOCYJaPCTBEHHOM SI3BIKE
Poccuiickoii @enepanuu ¢ yueToM 0COOEHHOCTEN
COIIMAIBHOTO M KYJBTYPHOIO KOHTEKCTa
OK 09.
ITonp3oBaTbes mpodeccuOHATbHON TOKyMEHTaluen
Ha roCyapCTBEHHOM M HHOCTPAHHOM SI3BIKAX
IIK 1.3

Ocy1ecTBIATh NOJATOTOBKY MAaT€pUAIOB s
dhopmupoBaHus U BeACHUS 0a3bl TAaHHBIX PACYETHBIX
(TIaTeXHBIX) JOKYMEHTOB

4.2. MeToiMKka IpMMeHEeHUs KOHTPOJIbHO-U3MePHUTEeJbHBIX MATEPHAIOB
KonTposnb 3HaHMi 00y4aromuxcsi BKIOYaeT:
Texymumii KOHTPOJIb B (pOpME TECTUPOBAHMSI, YCTHOTO OIIPOCa, MPAKTUYECKON paboTHl,
CaMOCTOSITENIbHOM paboThI

[TpomexxyTouHyI0 aTTecTaluio B popMe IK3aMeHa

4.3. KoHTpPOJIbHO-U3MepPUTeIbHbIE MATEePHAJIbI BKJIIOYAKOT:

4.3.1. TunoBsble 3a1aHUS 1JIs1 OLEHKH 3HAHUI M YMEHUIl TeKYIIero KOHTPOJIsi
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KoHTposb 1 o1ieHKa pe3ynbTaToB OCBOEHUS TEMbI OCYILIECTBIISIETCS IPENO/IaBaTeNIeM B IIPOLIecce
BBITIOJTHEHUS 00YJarOIIMMHUCS UHIUBUAYATBHBIX 3a1aHui (DOpME TECTUPOBAHUS, YCTHOTO
orpoca, MPaKTHIEeCKON paboThI

Koumponvno — usmepumenvhvie mamepuanvl Osi MeKYWe20 KOHMPOISL NO Y4eOHOU
oucyuniure

HpaKTI/I‘IeCKI/Ie 3aaHusd, IpcAroIararomme IMMCHbMEHHBIN OTBET

1. Ha dopmate A4 opopMHTh OJIaHKHU C MTPOAOIBHBIM U YTTIOBBIM PACIIONI0XKEHUEM PEKBU3UTOB
no 'OCT P 6.30-2008.

2. CoctaBuTth ¥ 0ohopMuTh Ha OmaHKe A4 pacropsiKeHue.
3. CocTaBuTh CBOJHBIN MpHKa3 «O mnpueme Ha paboTy»

4. B paznaTouyHoM MaTtepuale (OpraHu3aliOHHO- pacOPsAIUTENIbHbIE JOKYMEHTHI) BBIIBUTh
HEJIOCTAIOIINE PEKBU3UTHI U TPOCcTaBUTh X B cooTBeTcTBUM ¢ ['OCT 6.30-2003

5. Coznath 1 0OPMUTH pe3roMe

OO6pa3zerr TeCTOBOTO 3aJaHus:

1) Kakoii Bug nHGOpMaIK TECHO CBSI3aH C MPOLIecCaMy YIPaBJICHUS KOJIEKTUBAMMU:
a) Hay4Has;

0) colnuambHO-2KOHOMHYECKAs;

B) KyJIbTypHAas;

') TEXHUYECKas;

1) HET MPaBUIILHOTO OTBETA.

2) O6s3arenbHble HHPOPMAIMOHHBIE 37IEMEHTHI 0(hOpMIIEHUs OPUIIMATIBHOTO JOKYMEHTA!
a) CTaH/apT;

0) pEKBU3HT;

B) YCJIOBHBIE 0003HAUEHUS;

I') BU3a U rpug;

1) HET IPAaBUJILHOTO OTBETA.

3) Kto BriepBbie ipeniokui1 yHU(PUKAITUIO CTYKeOHOUW MEepennCKu:
a) Ilerp I;

6) nexper CHK;

B) B.1.Jlenun;

r) M.M.Cniupanckuii;

1) HET MIPaBUIILHOTO OTBETA.

4) VicxonHblii paBOBOM aKT, ONPEAEISAIOMINI TOCY1apCTBEHHYIO MTOJTUTHKY B cepe
UH(POPMAIMOHHO-TOKYMEHTAIIMOHHOTO 0OMeHa:
a) (3 Ne149-d3 «O6 undpopmannu, MHGOPMAITMOHHBIX TEXHOJIOTHIX U 3allUTe HHPOPMALIUN;
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6) 'C1OY;

B) Koncrurynus P®;

r) [OCT;

J1) HET IPaBUJILHOT'O OTBETA.

5) ITo HaMMEHOBaHUIO TOKYMEHTHI ObIBAOT:
a) aKThI,

0) opUruHaJIBbI;

B) (hoTOMATEpHUAIIHI,

T') KOH(HICHIINATIbHBIE TOKYMEHTHI,

1) HET MIPaBUIILHOTO OTBETA.

6) K pacnopsinutenbHON JOKYMEHTAIIMA OTHOCSATCS:
a) TOJIOKEHHUS;

0) MOCTaHOBJICHUS;

B) aKTBhI;

T') IPOTOKOJIBI;

1) BCE OTBETHI BEPHEI.

7) Kakoro Buja OjaHKa He CyIIECTBYET:
a) o0muii ONaHK;

0) O1aHK NMHUCHhMa;

B) TUIIOBOH OJIaHK;

r) 6JJaHK KOHKPETHOI'O BHJIA IOKYMEHTA;
1) BCE OTBETHI BEPHBI.

8) OT™MeTKa 0 HATMYHMH NPUIIOKEHUS 0QOPMIISIETCS CIAETYIOIIMM 00pazoM:
a) CM. IIPUJIOKEHHE A;

6) [Ipunoxxenue Ha c.17;

B) [Ipunoxenue: Ha 51., B 2 9K3.;

r) [Ipunoxenue A, c.26.;

JI. HEeT MPaBUJIBHOT'O OTBETA.

9) IIpaBoBoii aKT, oIpeneNAONUi MopsaoK 00pa3oBaHus, IPABOBOM cTaTyc, Mpasa,

00513aHHOCTH:

a) LITaTHOE pPacHUCaHue;

0) MoJI0KEHHUE;

B) yCTaB;

') UHCTPYKIIUS;

1) HET MIPaBUIILHOTO OTBETA.

10) HoknanHas 3anKucKa COIEPKHUT CIEIYIOLINE PEKBU3UTHI:
a) rpud;

0) BU3a,

B) PE30JTIOITHS;

I') OTTUCK TIeYaTH;

1) HET IPaBUJILHOTO OTBETA.
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11) BeiaensroT ciieiyroniye BUIbl 1eT0BOM MEPETUCKU:
a) MO BOIIPOCAM TEXHOJIOTHUH;

0) 1Mo Bompocam MPOU3BO/ICTBA;

B) 110 BOIIPOCAM COBITa;

T') 10 BOIIPOCaM KaIlluTalbHOIO CTPOUTENILCTBA;

1) BCE OTBETHI BEPHBI.

12) IIpuka3 no muanomy coctaBy ¢. NeT-1:
a) o mpueMe Ha paboTy;

0) 00 yBOIBHEHUH;

B) O MPEJIOCTABICHUH OTITYCKa;

I') O MOOILIPEHUH;

) HET MPaBHIILHOTO OTBETA.

13) B nuuHOE €710 BXOAAT CIENYIOIIHNE JOKYMEHTHI:
a) apTobuorpadus;

0) 3asiBJIeHHE O TIpUEME Ha padoTy;

B) XapaKTEPHUCTHUKA,

) aHKETa;

1) BCE OTBETHI BEPHBI.

14) B Tpy10BYIO KHUKKY BHOCSITCSI:
a) cBelleHUs 0 PaOOTHHKE;

0) cBeneHus 0 pabore;

B) CBEJICHHS O HArPaKJICHHUSIX;

I') CBE/IEHUS 00 OTKPBITHSAX;

1) BCE OTBETHI BEPHBI.

15) Kak monro xpaHsTcs B OT/IeNe KaApOB TPYAOBbIC KHUKKH, HE TIOJIYYSHHBIE HX BIIA/ICTbIIAMU
10CJI€ YBOJIbHEHUS:

a) 1 mecs;

0) 6 mecsIIeB;

B) 2 rofa;

r) 10 ner;

1) HET IPaBUJILHOTO OTBETA.

4.3.2. TunoBble 3aJaHUs s OLUEHKH 3HAHMIA M YMEHMH  TNPOMEKYTOUYHOI
aTTecTanuu

Konumponvno — uzmepumenvuvie mamepuanbi 01 NPOMEHCYMOUHOU ammecmayuu no
VueOHOU OUCyunIuHe

1. JIOKyMEHT: OCHOBHBIE TTOHSITHS, CITIOCOOBI IOKYMEHTUPOBAHUS.

2. Wudopmanus u 10KyMeHT.

3. YHudukanus u craHIapTH3alus Kak OCHOBHOE HAIPABIICHUE COBEPIIICHCTBOBAHUS
nokymeHToB. 'OCTr1 Ha YCJI. CuctemMbl TOKyMEHTAIUH.

4, XapakTepucTrka, cocTaB U cojaepxanue aeictpytomiero ['OCTa.

5. Cocras pexusutoB OP/l, mpaBuna ux oopmiieHus.
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6. [IpaBuna opopmiieHus, U3TOTOBICHHS, YU€Ta, UCTIOIb30BaHUS U XpaHEHUs OJIaHKOB
OpTaHH3aIHH.
7. XapakTeprucTUKa U COCTaB OPraHU3AIMOHHBIX JOKYMEHTOB.
8. XapakTepHucTHKa U COCTaB CIIPABOYHO-UH()OPMAIIMOHHBIX JIOKYMEHTOB.
9. XapaKkTepucTUKa U COCTaB PACIIOPSIUTEIbHBIX TOKYMEHTOB.
10.  OcoOEeHHOCTH TOKYMEHTHPOBAHHS IEATEITHPHOCTH KOJUIETHAIBHBIX OPTaHOB.
11.  JlenoBas mepemnucka: BUIbI U TPEOOBAHUS K COCTaBICHUIO U 0()OPMIICHHUIO.
12.  Jlenonpou3BOJCTBO KaK ()YHKIMS yIPaBIICHUs, COBPEMEHHbIE TPEOOBAaHUS K €T0
OpraHH3aIiH.
13. Cnyx0a TOKyMEHTAllMOHHOTO 00ecIieueHHs yIpaBieHus: QYHKIUU, CTPYKTYpa,
JOJIKHOCTHOM COCTaB, HOPMaTUBHBIE MaTEPHAIIBI.
14. OO0mIre MPUHIKITBI OpTraHU3AIMH T0KYMEHT0000poTa. OCHOBHBIE 3TAIbl TEXHOJIOTUH

paboThI C JOKYMECHTAMH.
15.  IlepBonauanbHast 00pabOTKA TOKYMEHTOB B YUPEIKICHHH.

16.  TexHonorus pacCMOTPEHUsS JOKYMEHTOB B YUPEKICHUU.

17.  Peructpanust JOKyMEHTOB KaK MpPOLECC cO3/jaHns OaHKa JaHHBIX O TOKyMEHTax
OpraHu3aInHg.

18.  KoHTpOb UCHOJIHEHUS TOKYMEHTOB.

19. DKcnepTu3a UEHHOCTH JIOKYMEHTOB.

20.  OcHoBHbIE TpeOOBaHMSI K OpraHU3aLUU XPAHEHUS UCIIOJHEHHBIX JI0KYMEHTOB.

21. Bunst Homenkmatyp nen. [opsigok cocraBneHust 1 opopMIIeHHUS.

22. Cpoku xpaHeHUs JOKYMEHTOB.

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

24.  ApxuBHOE XpaHEHHE JJOKYMEHTOB.

25.  CocraB HOPMATHUBHBIX JIOKYMEHTOB, PErJIaMEHTHUPYIOIINX COCTAaBICHHE U 0(OpMIICHHUE
JIOKYMEHTOB, UX XapaKTEePUCTHKA.

26.  CocTaB HOPMATHUBHBIX JIOKYMEHTOB, PErJIAMEHTUPYIOIINX OPTaHU3AIHI0 PA0OTHI C
JIOKYMEHTaMH B YUPEKJCHUH, UX XapaKTePUCTUKA.

27.  Tlopsmox yHUYTOKEHHS TOKYMEHTOB.

4.4. Kputepuu M nokas3ateju OlleHUBAHUS
JlJ1s1 TeKy1ero KOHTpoJs

Ouenka | @opma koutpoass | Kpurepuu IToxa3zaTenu oeHUBAHUS
OLICHMBAaHUS
«S» CamocrostenbHast u | [lonHora, OTBeThl Ha MOCTABJIEHHBIE BOIPOCHI
IIpaKTU4ecKas MOCJIE0BATENBHOCTD U | U3JIAraloTCs JIOTUYHO,
pabota JIOTUYHOCTH OTBETA MOCNIEZIOBATEIbHO W HE TpeOyloT
JIOTIOJTHUTEIBHBIX MOSICHEHUH.

[TonmHO packpeIBalOTCA NPUYUHHO-
CleICTBeHHbIE CBsi3u. Jlemarotcs

000CHOBaHHbBIE BBIBOJIBI.
JleMOHCTpUpYIOTCS riryookue

3HAHHS MaTepHaa.
«4» CamocrostenbHaa u | [TomHoTa, OTBeTHl Ha MOCTABJICHHBIE BOMPOCHI
MIpaKTUIeCKast MOCJICI0BATEIPHOCTh W | U3JIAral0TCs CHCTEMATHU3WPOBAHO U
pabota JIOTUYHOCTH OTBETA IIOCJIEOBATENBHO, HO B

HEJIOCTAaTOYHOM 00beme. Marepuain
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n3j1aracrca YBEPEHHO.
JemoHcTpupyercs yMEHHE
AHAJIM3UPOBATL MaTCpUall, OAHAKO
HEC BCEC BBIBOJIbI HOCAT
apryMEHTHUPOBAHHBIN u
JIOKA3aTeJIbHBIN XapaKTep.

«3» CamocrositensHas u | [lonHoTta, Honyckarores HapyILIeHUs B
IMpaKTUUICCKaA IIOCJICOOBATCIIBHOCTh H | IIOCJICO0OBATCIIBHOCTHU HN3JI0KCHUS.
pa60Ta JIOTUYHOCTH OTBETA Henomuo PACKPbLIBAIOTCA ITPUYINHHO-

CJIICICTBCHHBIC CBJsI3H.

JIeMOHCTPHUPYIOTCSI TIOBEPXHOCTHBIC
3HaHHS  BOMpOCa, C  TPYIOM
pemaroTcsi  KOHKPETHBIC — 3aJIayuH.

Nwmerores 3aTpyAHECHUSA c

BBIBOJIAMH.
«2» CamocrostenbHast u | IlonHora, Marepuan W3JIaraeTcs
IIpaKTU4ecKas IOCJIEI0BATEIbHOCTh U | HEMOC/IEA0BaTeIbHO, COMBYMBO, HE
pabora JIOTUYHOCTh OTBETA IpEJCTaBIISIET oIpezeIEHHOM

CHCTE€Mbl 3HAaHUI IO JIUCLMILIMHE.
He  packpeiBatoTcs  NpUYMHHO-
CIIEZICTBEHHbIE CBsi3U Mexnay. He

IMPOBOAUTCA aHaJIn3. BBIBOI[I)I
OTCYTCTBYIOT. OtBeTHI Ha
JOITOJIHUTCIIbHBIC BOITPOCHI
OTCYTCTBYIOT.

Ouenka | @opma KOHTPOJIsA

Kpurepun onenuBanus

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

«2» TectoBoe 3amanue

Menee 50%

JJ1s IpOMexKyTOYHOM aTTecTaluu

Ouenka | ®opma Kpurepun
KOHTPOJIAA | OLCHHUBAHHUSA

Iloka3aTequ OLHEeHUBAHUA

«5» DK3aMeH [IpaBunBHOCTH
BBIYHCIICHUH,
MIOJIHOTA,
MIOCJIE0BATEIBHOCTD
peleHus

CTyleHT JOCTHI BBICOKOTO  YPOBHS
cOPMHPOBAHHOCTH  3HAHUM U YMEHMH.
VYcnemHo ocBeTwsl  Ha  OJIOK  BOINPOCOB.
N3noxenue marepuaia B X04€ OTBETa II0JHOE,
MOCIIEZI0BATENBHOE, TPaMOTHOE. B xozne orBera
SICHO YyBCTBYETCS] IOHMMaHUE MaTepuralla

«4» DK3aMeH [IpaBunBHOCTH
BBIYHCIICHUH,
MIOJIHOTA,
MIOCJIE0BATEIBHOCTD
pelieHus

Cryaent goctur 0a30BOro  ypOBHSA
chOPMUPOBAHHOCTH  3HAaHUH W YMCHHIA.
N3noxenue MaTepuaaoB MOJTHOE,
IOCIIEA0BATEILHOE B COOTBETCTBUH v
TpeboBaHUsIMU  mporpaMmbl.  Jlomyckarores

HCCYHICCTBCHHBIC CTUJINCTHYECKHE OIINOKHU.
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CTyzneHT BBINOJHUI PEKOMEHJALNM, [aHHBIC
IIPENogaBaTesIeM
«3» OKk3ameH ITpaBrIIBHOCTB CryneHT AOCTUI MUHUMAJIBHOIO YPOBHS
BBIYMCIICHH, cOPMHPOBAHHOCTH  3HAHMA W yMEHWIl.
IIOJIHOTA, W3noxxeHne MaTepuanos HenonHoe. M3noxenue
IIOCJIE0BATENBHOCTL | MaTEpUaia B XOJ€ OTBETA HE BE3JE CBA3aHO C
peleHus npuiokeHueM. JlonyckarTcs ouMOKH.
«2» OK3amMeH IIpaBunpHOCTH CTyneHT He JOCTUI MHHUMAJIbHOI'O
BBIYNCJICHUH, YPOBHS C(HOPMUPOBAHHOCTH 3HAHUM M yMEHHIA.
IIOJIHOTA, N3noxenue MaTEpHUAJIOB HEIOJHOE,
Hocjae0BaTeNnbHOCTh | OeccuctemMHoe.  CymiecTBYIOT — (pakTHUYecKue
penieHus OIIMOKHU B OTBETE.

5. YCJIOBUS PEAJIN3ALIAU ITPOT'PAMMBI TUCHUIIJITUHBI
5.1. Jisa  peanuzali  OpOrpaMMbl  y4eOHOM  TUCIMIUIMHBI  JOJDKHBI  OBITh

IPEIYCMOTPEHBI CICAYIOIINE CICIHAIbHBIC MOMEIICHHUS: YdueOHas ayauTOpHs, OCHAIllCHHAs
obopymoBanueM: YueOHas mebens, [TK-1, tocka

KabuHeT 5KOHOMUKO - (PMHAHCOBBIX JTUCIUIUIMH U OYXTaITEPCKOTo y4I&Ta
OCHAIIICHHBIH 000pyIoBaHHEeM: YueOHas MeOenb, HarIsaHble MOCOOWs (CTEHABI, TUIAKATHI),
nocka, [1K, CIIC KoncynbsranT [Tntoc

6.MudopmanuonHoe odecrevyeHre peajanu3amiu MPorpaMmbl

Jns peanuzanuu mporpamMmbl  OMOMMOTEUHBI (QOHJ 00pa3oBaTeNbHOW OpraHu3aluu
JIOJIKEH UMETh IIe4aTHbIE W/WIK 3JIeKTPOHHBIE 00pa3oBaTeIbHble U UH(POPMAIIMOHHBIE PECYPCHI,
pexomennoBanuele  OYMO, 11 wucnonb3oBaHHA B oOpa3oBarenbHOM mporecce. [lpu
dbopmupoBannu OMOIMOTEYHOrO (POoHIa 00pa30BATENHFHON OpPraHU3alMe BEIOMPAETCS HE MEHEe
OJIHOTO M3JIaHUS U3 MEePEUNCICHHBIX HIDKE MEeYaTHBIX U3AaHUN U (W) SIEKTPOHHBIX U3JaHHUI B
Ka4ueCTBC OCHOBHOI'O, ITPU 3TOM CITMCOK, MOXKCT OBITH JOIIOJTHEH HOBBIMU U31aHUSAMU.

6.1. OcHOBHbIE MeYaTHbIE H3TAHUS

Criucok rocy1apCTBEHHBIX CTaHIapTOB

I'OCT P 7.0.97-2016. Harmonaneusiii crangapt Poccuiickoit deneparuu. Cucrema
CTaHJApTOB IO HH(pOpMAUU, ONOIMOTEUHOMY U U3JIaTeNbCKOMY Jeny. OpraHu3aloHHO-
pacnopsauTenpHas JoKkyMeHTauus. TpeboBanus kK opopmiieHnto qokyMeHToB" (yTB. [Ipukazom
Poccranngapra ot 08.12.2016 N 2004-cT) (pen. ot 14.05.2018)

OcHoBHasl TuTEpaTypa:

1./loxymenTanmonHoe odecredeHue yrnpasieHus (JIeI0MpOon3BOICTBO) : yued. mocodue /
T.A. beikoBa, T.B. Ky3uenosa, JI.B. Cankuna ; mox o6mr. pea. T.B. Ky3nenooit. — 2-e u3z.,
nepepa0. u gon. — M. : UHOPA-M, 2021. https://znanium.com/catalog/document?id=360476
... B mpumepHoii mporpamMme MpUBOIUTCS TEPEUCHD MEYATHBIX U/UITH dJIEKTPOHHBIX
obpazoBarenbHbIX H3ganui, pekomeHayeMbix ®YMO CIIO s ucnonb30BaHus B
00pa3oBaTeIbHOM IpoIiecce.

6.2. OcHOBHBIE YJIEKTPOHHbIE U3IAHUS



https://znanium.com/catalog/document?id=360476
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@ YYPEXIEHME BbICHIET'O OBPA30OBAHVIA PIyTUC

«POCCUMCKHUM TOCYTAPCTBEHHBIVI YHUBEPCUTET

TYPU3SMA U1 CEPBUCA»

Aucm 19

B nmpumepHoii nmporpaMme NpuUBOAUTCS NEPEUCHD MEYATHBIX W/UITU 3JIEKTPOHHBIX
oOpazoBarenbHbIX U3ganui, pekomenayeMorx ®YMO CIIO s ucnosib30BaHus B

00pa3oBaTebHOM Ipoliecce. DNEKTPOHHbIE Pecypchl (He yueOHbIe U3JaHKs1) YKa3bIBAIOTCS B
JIOTIOJIHATEIbHBIX UCTOYHHUKAX.

6.3. JlonoTHUTeIbHbIE HCTOYHUKH (TIPH HEOOXOAUMOCTH )

1. JenoBas nepenucka : y4eb.-npakt. nmocooue / M.B. Kupcanosa, H.H. Anoauna,
IO.M. AXceHOB. — 3-e W3], — M.: HNH®D®PA-M, 2024
https://znanium.ru/catalog/document?id=446313

2. JIoOKyMeHTaIlMOHHOE ~ OOecleueHre  yIpaBleHUS  MEepcoHaIoM:  YdeOHoe
nocobue/bynat P. E. - M.: HUILJ NHOPA-M, 2019. -
https://znanium.com/catalog/document?id=355024

HuTepner- 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://shiblio.com/biblio/archive/kirsanova deloproisvodstvo/00.aspx
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http://www.grandars.ru/college/pravovedenie/deloproizvodstvo/
http://sbiblio.com/biblio/archive/kirsanova_deloproisvodstvo/00.aspx
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