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GOENEPAJIBHOE TOCYJAPCTBEHHOE BIOIPKETHOE OBPA3OBATEJIbHOE CMK

_ YUPEXIOEHVE BBICIIETO OBPA30BAHVIIL
«POCCUMNCKUN TOCYOAPCTBEHHBIVI YHUBEPCUTET
TYPU3MA V1 CEPBVICA»

PIYTUC

Aucm 3

1. OBIIASI XAPAKTEPUCTUKA PABOYEWM ITPOT'PAMMBI TV CHUILIAHBI
JAOKYMEHTAITHOHHOE OBECIIEYEHHE YIIPABJIEHUA»

(HaMMEHOBaHUE TUCIUIUINHBI)
1.1 MecTo AMCHMILIMHBI B CTPYKTYpe OCHOBHOM 00pa30BaTe/ibHOI NPOrpaMMbI:

VYyebHas nucuuIuinHa «J{oKyMeHTalnOHHOE 00eCTIeYeHUE YIIPaBICHUS»

SIBJISIETCS BapuaTUBHOM 4YacThio oOmienpodeccuonanpHoro mukia OIIOI
CIIO B cootrBerctBun ¢ DPI'OC 38.02.07 Bankosckoe odeno. Ocoboe 3HaUEHUE
JUCHUIUIMHA uMeeT npu popmupoBanuu u pazsutun: OK 09, I1K 1.3.

1.2 ey ¥ IJIaHUpPYeMbIe Pe3yJbTAThl 0CBOCHUS TUCIHUIIINHBI:
B pamkax mporpamMmbl y4eOHOH AUCHMIUIMHBI OOYYalOIIUMUCS OCBAMBAIOTCS YMEHUS U

3HAHUS

Kon YmMmenusa 3HaHUs

[1K, OK

OK 09, 0(OpPMIISITH TOKYMEHTAITUIO B - OCHOBHBIE TIOHSITHS

K 1.3 COOTBETCTBUHU C HOPMATUBHOM JIOKyMEHTAITMOHHOTO 00eCTIeueHus

0a30H, UCTIONB3Ys
UH(pOpPMAIIMOHHBIEC TEXHOJIOTHU
Cpe/ICTBa OPTTEXHUKH;
UCIIOJIb30BaTh YHU(DUIIMPOBAHHBIC
CUCTCMbI NOKYMCHTAIIUH;
OCYIIECTBIIATh XpaHEHHUE, TTOUCK
JIOKYMEHTOB;

UCIIOJIb30BATh
TCIICKOMMYHHUKAIIUOHHBIC
TEXHOJIOTHUH B DJICKTPOHHOM
JIOKYMEHTO000pOTE;

yIpaBJICHUS;
-OCHOBHBIC 3aKOHOJATEIbHBIC U
HOPMATHBHBIC aKThI B 00JIACTH
JOKYMEHTAIMOHHOTO 00eCTICUeHHSI
yIpaBJICHUS;

-IIeJTH, 33a91 U TIPUHITUITBI
JOKYMEHTAIMOHHOTO 00eCTIeYeHMsI
yIpaBJICHUS;

- CHCTEMBI JOKYMEHTAllMOHHOTO
obecrieueHust yrpaBIeHUs;

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

- o01IKe MpaBwia OpraHu3aIuu
paboThI ¢ JOKyMEHTaMH;

- COBpEMEHHbIE HH(POPMAIIMOHHBIE
TEXHOJIOTUU CO3/IaHHs JOKYMEHTOB U
aBTOMATH3aIllUU JIOKyMEHTO000pOTa;
- OpraHu3aLuIo paboTHI C
AIIEKTPOHHBIMH TOKYMEHTAMHU;

- BUJIBI OPTTEXHUKH U CIIOCOOBI €€
WCTIOJIb30BaHUs B
JOKYMEHTALUOHHOM 00eCTIeYeHUH
yIpaBJICHUSI.




s @®EIEPAJIBHOE TOCYOAPCTBEHHOE BIOIKETHOE OBPA30OBATEJIbBHOE CMK
2 _ YYPEXIEHME BBICIIETO OBPASOBAHVIS PTYTUC
‘!\@ «POCCUNCKUN TOCYOAPCTBEHHBIM YHUBEPCUTET
TYPU3SMA U CEPBUCA»
PFYTUC Aucm 4

2.CTPYKTYPA U COJEPKAHUE YUYEFHOM JUCIHUATLIIMHBI
2.1. O0beM yueOHOI IMCUMIIJIMHBI M BUABI Y4e0HOH padoThl

Buj yueOHoit padoThI Obnem b
yacax
O0Bem 00pa3zoBaTeJIbHOM MPOrPpaMMBbl Y4eOHOMH M CIIUTIINHbBI 68
BT. U..
TEOpeTUIYEeCcKoe 00yUeHue 32
MPAKTUYECKHE 3aHATHUS (eCiu npedycmMompeHo) 32
Camocmosimenvnas paboma ' 4
KOHCYJIbTallu: -
IIpomeskyTounas arrectauus — nu¢depeHIIUPOBAHHBIH 3a4eT

'CamocrosTensras pabora B paMKax 00pa3oBaTEbHOM MPOrpaMMbl IUIAHUPYETCS 00pa30BaTeNLHON Opranu3auei
B cootBeTcTBUU ¢ TpeboBaHusamMu PI'OC CIIO B mpenenax oobema yuyeOHOW TUCHMIUIMHBI B KOJIHYECTBE YacoB,
HEOOXOAMMOM JUISI BBINOJHEHHMA 3aJaHUIl CaMOCTOATENBHOH paboThl 00ydaromuxcs, INPeryCMOTPEHHBIX
TEMaTHYECKHUM IIJIAHOM M COAEPKaHUEM yIeOHOM AUCIUILINHBL.
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2.2. TemaTnyeckuii MJIaH U cojiep:KaHue y4eOHOH TUCHUILUIMHBI  «JIOKYMEHTAIIMOHHOE 00ecTieuyeHNe YIPABICHUS

HauMeHo8anue
HanmenoBanue Coaepxxanue yueOHOro marepuaJia u ¢popmMbl OpraHu3anumu O0bem Koambt
pa3/1esi0B U TeM AeATeJIbHOCTH 00y4aroluXcst B yacax KOMIIeTeHII i,
(popmupoBanu
10 KOTOPBIX
crnocoocTByer
3JIeMEeHT
NPOrpamMMbl
1 2 3
Tema 1. Coaep:xanue yueOHOro MaTepuaJia 8 OK 09,
JdoxkymeHTHpOBaHME 1. TocynmapcTBeHHass cuUCTEMa JIOKyMEHTAIIMOHHOTO O0ecredYeHus IIK 1.3
ylIpaBJeH4eCKOil ynpasienus (I'CHOY) — cBoa mpaBuil, yCTaHABIMBAIOIIUX €AUHbBIE
AeATeJIbHOCTH TpeOOBaHUS K JOKYMEHTHPOBAHUIO YNPABICHUECKON NEATEeIbHOCTH U
OpraHu3any padoThl ¢ JTOKYMEHTAMH Ha TPEANPHATUSIX Pa3THIHBIX 4
OpTraHMU3aIMOHHO-TIPABOBBIX (OPM.
2. CoctaB  ympaBieHYECKUX  JTOKyMeHTOB. Ilonatue  cucrtem
nokyMmeHTauu. O0s3aTenbHble PEKBU3UTHI TJOKYMEHTOB.
B ToM Yuc/ie MpaKTHYECKUX 3aHATHI
IIpakTuyeckoe 3ansitue 1. Odopmienue dopmymnsapa- oOpasia, 4
paboTa ¢ peKBU3UTAMHU JOKYMEHTOB
Tema 2. Cucrema Coaep:xaHue y4eOHOro MaTepuaJia 8 OK 09,
OpPraHu3aNMOHHO- 1. YHuduurpoBaHHasi CHCTEMa OPraHU3aOHHO- PacIIOpsIUTEIbHON K 1.3
pacnopsiiuTeIbHOM nokymenTaiuu (OPT). TOCTsr na OP/I. TpeboBanue k 0opMIICHUIO
AOKYMEHTAIUH JTOKYMEHTOB. 4
2.Knaccudukanus opraHu3aMOHHO-PACIOPSAUTEIHLHOM
JOKYMEHTAIUH
B TOM umnc/ie NpaKTHYECKUX 3aHATHI
IIpakTuyeckoe 3ansaTue 2.CocraBieHrue u ohopmiieHue 4

OpraHPISaLII/IOHHO—paCHOpﬂHHTCHLHOﬁ JAOKYMCHTAINH.




T ®EJEPATTBHOE TOCYOAPCTBEHHOE BIOJIKETHOE OBPA3OBATE/ILHOE CMK
,7@ _ VYPEXIIEHVE BbICIIETO OBPA3OBAHVISI PIYTUC
N «POCCUNCKUN TOCYOJAPCTBEHHBIV YHUBEPCUTET

TYPU3MA " CEPBVICA»
PrYTUC Aucm 6

Tema 3. JloroBopHo-
npasoBast
AOKYMEHTAalusl

Conep:kaHue y4eOHOI0 MaTepHuaJia

12

1.IlonsiTrie moroBopa (KOHTpaKTa), CorialeHne, MpoToKoa. Turmosas
¢dopma koHTpakTa. OCHOBHBIE pa3esbl KOHTpakTa. [IpumepHsbIii
JIOTOBOP KYIUIH-MPOJaXKu. THUIIOBOM IOTOBOP MEHBI TOBApPOB
(Gaprepnas cnenka) TumoBas popma KpeIUTHOTO I0TOBOPA.
[Ipumepnas hopma A0roBopa NOPyYUTEIHCTBA. Y HU(DUIIMPOBAHHAS
¢dopma kpeautHoi 3asBku. [IpumepHas ¢popma 3aJ0roBoro
obs3aTenbcTBa. Tunosas oopma OaHKOBCKOM TrapaHTUd. TumoBas
(dhopma noroBopa 6ankoBckoro cuéra. [Ipumepnas popma morosopa
6ankoBckoro Bkiaaa. O0pasipl JOroBOPOB O ACTIOZUTHOM BKJIaJIE.
THUnoBoOM 10roBOp Ha OCYIIECTBICHUE KPEAUTHO-PACUETHOTO
obcmyxxkuBanust. OdopmiieHre MPUIOKEHHUH K JoroBopaM. [IpoTokos
pasHoryiacuii k 1oropopaM. GopMsl IPOTOKOJIOB Pa3HOIIACUIA.
Kommepueckue aktel. biianku kommepueckux aktoB. OdopmiieHne
aKTOB IO MPUEMKE MPOIYKIMH (TOBAPOB) 10 KOJIMUYECTBY M KAYECTBY.
OdopmiieHre akTOB IO OKa3aHUIO BO3ME3IHBIX YCIyT. OOpasIfs
akToB. /J[oBEpeHHOCTH: pa30BbI€, CIIELIMAIIbHBIE, TEHEPAJIbHBIE.
OO6pa3siibl T0BEpEHHOCTEN.

B ToMm yncie NMPAKTHICCKHUX 3aHATHI

IIpakTuyeckoe 3ansaTue 3.CocrasieHue U ohopmieHHE TOTOBOPOB

OK 09,
[IK 1.3

CamocTosiTesibHasA padoTa 00yuyawmuxcsi. AHaIU3 I0TOBOPOB
KYIUTU-TIPOJIAKH

Tema 4./lokymMeHTBI 110
BHEIIHEIKOHOMUYECKO
W 1eTeIbHOCTH

Coaep:xaHue y4eOHOro MaTepuaJia

l.Knaccudukanuss ~ JOKyMEHTAalMM 1O  BHEIIHEAKOHOMHYECKOU
JEATEIIbHOCTU: KOMMepueckne TmucbMma, KOHTpakThl. ['OCTsl Ha
JOKYMEHTAIUI0 T10 BHEIIHEOKOHOMHUYECKYIO IEATEIbHOCTh. bilaHKu
KOMMEpUECKHX TMHCeM. PekBH3UTHI QopMyssipa KOMMEPUECKOIro
nucbma. OcoOble TpeOOBaHMS K TEKCTaM KOMMEPYECKHUX IHCEM.
TunoBble ¢GopMbl KOMMEpUECKMX NHCeM. Buabl KOHTpPakKTOB,
O0(pOpMIISIOIINX BHEIIHEAKOHOMHUYECKYIO JeSTeIbHOCTh. THUIOBON
MEKIYHAPOAHBIA KOHTPAKT O KyIuie-npogaxe. @opmsbl NPUIOKEHUN K

OK 09,
I[IK' 1.3
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koHTpakTam. OdopmieHne JOMONMHeHUH U crneuuukanmmii K
KOHTPAKTaM.

B TOM uMc/Ie IPAKTHYECKUX 3aHATHHI

IpakTuyeckoe 3ansaTue 4.CocrapieHre U 0HOPMIICHHE TOKYMEHTOB
110 BHEUTHEAKOHOMUYECKOM IESITEIbHOCTH.

Tema 5. Opranuszanus
padoThI ¢
MOKYMEHTaMHu

Copep:kanue y4e0HOIr0 MaTepuaJia

1.CTpykTypa U QYHKIHH CITYKO TOKyMEHTAIIMOHHOTO 00eCTIeYCHHUS
ynpasieHus. OpraHu3allMOHHBIE CXEMBI TOKYMEHTALIMOHHOTO
oOecnieueHus ynpasiaeHus. MHCTpyKIMS 10 TOKYyMEHTALIUOHHOMY
obecnieueHuto ynpasieHus. CoctaB u yuét o0bEMa
JOKYMEHTO000pOTa MPEeNnpusiTHii 1 opranuzanuii. KoHTposs
UCIIOJIHEHUS NOKyMEHTOB. CrcremaTu3anus JOKyMEHTOB U UX
xpanenue. Homenknarypa nen. Bzaumoneiictsue cinyx6 JOY u
BEJIOMCTBEHHBIX apXHUBOB NPHU (POPMUPOBAHUHN OCHOBBI 1151
MOCJIEAYIOIIEro XpaHEHHs U UCII0JIb30BaHUs JOKYMEHTOB. EquHCTBO
TpeOOBaHUI K XpaHEHHIO JOKYMEHTALUH B IEJIONPOU3BOCTBE U
apXuBe.

B TOM uMc/Ie IPAKTHYECKUX 3aHATHHI

I[IpakTuyeckoe 3ansaTue 5.Paz0op aenoBoii cutyanun «Opranuszanus
paboThI ¢ JIOKYMEHTaMH B YUPEKACHUNY.

CamocrosiTesibHas padoTa odyuyarwmmxcsi. [Toaroroska coodmennia
Ha TeMy: "OpraHu3zaius paboTsl C JOKYMEHTaMHU B KPEIUTHOM
yUpeKICHUN".

OK 09,
K 1.3

Tema 6. Opranuzanust
JOKYMEHT0000poTa B
yUpe:KIeHun

Copep:kaHue y4eOHOIo MaTepHuaJia

1.ITpuem u 06paboTka moCTyHaroMMX J0KyMEHTOB. Peructparus
JIOKYMEHTOB, €€ (hopMbI. [TopsToK TPOXOKACHHS CO3/]TaBAEMBIX
JTOKYMEeHTOB. KOHTPOJIb CTIOJTHEHHS JOKYMEHTOB

B ToMm uucae MPAKTHICCKUX 3aHATHH

IIpakTuyeckoe 3ausaTue 6.00padoTKa BXOAAIIUX JOKYMEHTOB

B~

OK 09,
IIK 1.3

Tema 7.

Conep:xanue yueOHOro MaTepuajia

N

OK 09,
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DopmupoBaHue aeJl 1.Tpe6oBanus k popmupoBanuto aei. CucteMaTu3aus OTAeIbHbBIX ) K 1.3
KaTeTOpHil IOKYMEHTOB
B TOM uMc/Ie IPAKTHYECKUX 3aHATHHI
IIpakTnyeckoe 3ausiTue 7. DopMupoBaHue Jea. 1
I[pakTuyeckoe 3anaTue 8. CuctemaTuzanus 10KyMEHTOB I10 1
TIepEnnCKe.
Tema 8. [loaroroBka Coaep:xaHue y4eOHOro MaTepuaJia 8 OK 09,
AeJI K MocJaeAyIemMy 1. Obopmnenue nen. Onuck JOKYMEHTOB, HAXOSIIUXCS B JIETIE. 4 IIK 1.3
XPaHEHHUIO U OcHoBHbIE NOHATHUS 00 APXUBHOM XPAHEHUU
HUCIO0JIb30BAHUIO B ToM unciie MpaKTHYECKUX 3aHATHI
IIpakTnyeckoe 3ausiTue 9. CocraBieHue ONUCH JIeT. 2
IIpakTuyeckoe 3anaTue 10. CoctaBneHue akToB O BbIIECICHUN )
JIOKYMEHTOB K YHHYTOXEHUIO.
Bcero: 68

Jist XapaKTepUCTUKU YPOBHSI OCBOCHHS yU4eOHOT0 MaTepualia UCIIONIB3YIOTCS CIeIyIonue 0003HaueHUs:

— O3HAKOMHTENbHBIN (Y3HaBaHUE paHee U3yUYCHHBIX 00BEKTOB, CBOMCTB);

— PENpPOLYKTHBHBIH (BBIOJIHEHHE ACSITEIBHOCTH IO 00pa3ily, UHCTPYKIIMH MK TI0J] PYKOBOJICTBOM)

— MPOIYKTHUBHBIN (TJIAaHUPOBAHUE U CAMOCTOSATENIBHOE BBIMOJIHEHUE JESTEIbHOCTH, PELICHNE MPOOIEMHBIX 3a/1a4)
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3. Meroanveckue yKa3aHHs 110 NPOBEACHUIO MPAKTHYECKUX 3aHATHII/JIA00PATOPHBIX

padoT/ceMUHapOB, 3aHATHI B GopMe NPAKTHYECKOH NMOATOTOBKH (IIPU HAJTUYMH), U
CaMOCTOSITeILHOI padoTe

[TpakTHdeckue 3aHATHS - METOA 00y4eHUs], 00eCIIeUnBAOLINIA CBA3b TEOPHH U MPAKTUKHY,
CONCHCTBYIOMMI BBIpAOOTKE Yy YyYalluXcs YMEHUH M HaBBIKOB TPUMEHEHUs 3HAHMH,
MOJYYCHHBIX Ha JIEKIMM M B XOJE CaMOCTOATENBbHOW paboThl. POpMBI OpraHMU3aluU
[IPAKTUYECKUX 3aHATUI: PELICHNUE TUIIOBBIX 3a/1a4.

3.1. Tematuka H coJep:KaHHMe NPAKTHYECKHUX 3aHATHII/Ia00pATOPHBIX padoT/
CEeMHHAPOB

Ilpakmuueckoe 3anamue 1.
Tema 1: JlokyMeHTHpOBAHUE YIIPABICHYECKON NEATEILHOCTH
Conepxanune: Odopmienue Gpopmyisipa - oOpasia, pabota ¢ peKBU3UTaAMH JOKYMEHTOB

Ilpakmuueckoe 3anamue 2.
Tema 2: Crucrema opraHn3aliOHHO-PACTIOPSIUTENBHON
AOKYMCHTaIUH

Copepxanne: CocraBieHne u  odopmiieHHE OpPraHU3aLMOHHO-PACHIOPSAUTEIHLHON
JOKyMEHTAITIH.

Ilpakmuueckoe 3anamue 3.
Tema 3: JloroBopHO-IIpaBoOBasi JOKyMEHTaLUs
Conepxanue: CocraBieHue 1 0popMIIEHHE JOTOBOPOB.

Ilpakmuueckoe 3anamue 4.
Tema 4: JIokyMEHTBI IO BHEIIIHEAKOHOMUYECKOU JEATEIbHOCTH

Conepxanme: CocraBieHue W o¢popMIIeHHE IOKYMEHTOB MO BHEIIHEIKOHOMUYECKOMH
JIeSITEIIbHOCTH.

Ilpakmuueckoe 3anamue 5.
Tema 5: Opranuzarus paboOThI ¢ JOKyMEHTaMHU

Conepxxanne: Pazbop gemoBoi cutyanun «OpraHu3anus pabOThl ¢ JOKYMEHTaMH B
YUPEKICHUN.

Ilpakmuueckoe 3anamue 6.
Tema 6: Opranuszanus JOKyMEHTO000pOTa B yUPEkKACHUU
Conepxanne: O6paboTKa BXOASIINUX TOKYyMEHTOB

Ilpakmuueckoe 3anamue 7.
Tema 7: ®opmupoBaHue aei
Conepxanue: DopMUpOBaHUE Jela.
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Ilpakmuueckoe 3anamue 8.
Tema 7: ®opMmupoBaHue el
Conepxanne: CucrteMaTusaius JOKYMEHTOB 110 IEPEHUCKE.

Ilpakmuueckoe 3anamue 9.
Tema 8: IToaroroska Aen K NOCIEAYIOLIEMY XPaHEHHUIO U UCTIOIb30BaHUIO
Coneprxanue: CocTaBleHHE OMUCH JE.

Ilpakmuueckoe 3anamue 10.
Tema 8: TloaroroBka aen K NOCIEAYIOIIEMY XPAHEHUIO U UCIIOJIb30BAHUIO
Conepxanne: CocTaBlICHHE aKTOB O BBIJICJICHUU JOKYMEHTOB K YHHUTOXCHHIO.

3.2. TemaTuka u coaepKaHue CAMOCTOSITEIbHON PadoThI

CamocTosTenbHast paboTa SBJISETCS] HEOThbEMJIEMON YacThio 00pa30BaTEIbHOIO
mporecca, CBsI3aHHOTO ¢ (POPMUPOBAHUEM KOMIIETSHIIHA 00YyJarOIIUXCS.

YueObHo-MeToAMYEeCKOe 00eCTiedeHUE I CAMOCTOSTEIbHOM PaOOTHI IIPeTHa3HAYCHO
JUISL PAallMOHAJIBHOTO PACIPEIEICHUS BpEMEHHU CTYICHTA 110 BUJAM CaMOCTOSTEIILHON
paboThI U pazaenam TUCHUIUIUHBL. OHO COCTaBIISIETCS HA OCHOBE CBEACHUM O
TPYAOCMKOCTH JUCHUIIIIMHBI, €€ COACPKAHNU U BUIaX pa6OTLI 110 €€ U3YUCHUIO, a TAKIKC
y4eOHO-METOIMUECKOT0 ¥ MHPOPMAITMOHHOTO 00€CTICUeHUS.

KonTtpons camocTosiTebHON paboThI CTYIEHTOB OCYIIECTBIISETCS B TEUEHHE BCETO
cemectpa. [IpenoaBarenb caMOCTOATENBHO OnpeaessieT GopMbl KOHTPOJIS
CaMOCTOSITEILHON pa6OTBI CTYACHTOB B 3aBUCUMOCTHU OT COACPKaHUA Pa3aCiIOB U TCM,
BBIHOCHMBIX Ha CAMOCTOATEIbHOE U3yueHue. Takumu popmMamMu MOTYT SIBJISITHCS:
TECTUPOBAaHUE, KOHTPOJIbHBIE pAOOTHI U Jp.

Tematuka u cogepxanue

Tema 5: Opranuzarust paboOThI ¢ JOKyMEHTaMHU

Conepxanue: [lonroroBka cooOmiennii Ha Temy: "Opranuzanusi paboThl ¢ TOKYMEHTaMH B
KPEIUTHOM YUPEKICHUU'".

4. DoHJ OLIEeHOYHBIX CpeaACTB TUCHMIIIMHDBI
4.1. Pe3yJILTaTI)I O0CBOCHUSA yqeﬁﬂoﬁ AUCHUIIMHBI, ITIOJIC/KAIIUE ITPOBEPKE
cDOpMI:I HpOMe)KYTOQHOﬁ ATTCCTAIlMU IO CCMCCTPaM:

Ne cemectpa PopmMa KOHTPOJIA

3 JuddepenurpoBanHbiii 3a4eT

B pesynpTaTe mpoMeKyTOUHOH aTTecTallud MO Y4YeOHOU TUCIUIUIMHE OCYIIECTBISICTCS
KOMIUIEKCHAsI MPOBEpKa CIASAYIOUIMX YMEHHUH U 3HaHUH, a Takke GOPMUPOBAHUS KOMIIETCHIIMN:

PesynbTaTnl 00y4yeHusi: yMeHUsI, SHAHUS IToka3aTeu OneHKH ®opma
pe3yJbTara KOHTPOJIA U
OLICHUBAHMSA
Ymern:
- OhopMIIATH JOKYMEHTALHIO Hannexaiee odopmienue
B COOTBETCTBHH C HOPMAaTUBHON 0a30i, HCI | OpraHU3alMOHHO-
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OJIb3Yysl HHQ)OpMaHI/IOHHBIe TCXHOJIOT'UHU U CP
CACTBA OPITCXHUKHU,

- HUCIIOJIB30BATh YHI/I(bI/H_[I/IpOBaHHBIC
CHUCTCMbI TOKYMCHTAIIUU;
- OCYHICCTBJIATL  XpaHCHUC U IIOHUCK

JIOKyMEHTOB;
HCIIO/Ib30BATh TEJICKOMMYHUKALMOHHbIE
TEXHOJIOTHH B 3JIEKTPOHHOM
JIOKYMEHTO000pOTe

paclopsAUTEIbHOM,
CIPaBOYHO-
MHGOPMAIMOHHOHN U IPYTHX
BUJIOB JIOKyMEHTAIIHUH;
MPaBUIIbHOE BEICHUE U
XpaHEHHE JTOKyMEHTOB;
UCIIOJIb30BaHUE
COBPEMEHHBIX TEXHOJIOTHI
JUTSL BEJIEHUS JOKYMEHTAIHH
odopmiseT
OpraHU3aI[IOHHO-
pacropsiAuTeIbHbIC
JIOKYMEHTBI B COOTBETCTBUU
¢ aeictBytomm ['OCTowm;
OCYIIECTBIISIET 00pabOTKY
BXOJISAIINX, BHYTPEHHUX U
UCXOMSIINUX TOKYMEHTOB,
KOHTPOJIb 33 UX
UCIIOJTHEHHUEM;

ohopMIIAET JTOKYMEHTHI IS
nepeayu B apXuB
OpraHu3aINy;

3HATDL:
OCHOBHBIC IIOHATUA I[OKYMCHTaHI/IOHHOFO
obecrievueHus ynpaBiIeHUS;

OCHOBHBIE 3aKOHOJATEIbHbIE u
HOPMAaTHBHBIE aKTBI B obsacTu
JIOKYMEHTAIlMOHHOT O o0ecrnieuyeHus
yIpaBICHUS;

e, 3a/1auu u MIPUHIIMIIBI
JOKYMEHTAIlMOHHOT O obecreyeHus
yIpaBJICHUS;

CHCTEMBI JJOKYMEHTAI[HIOHHOTO 00ecTeYeHus
yTIpaBJICHUS;

TpeOOBaHUS K COCTABJICHUIO U O(POPMIICHHIO
PAa3IMYHBIX BUIOB JOKYMCHTOB;

o0mue mnpaBuUia OpraHu3aluu pabdoThl ¢
JIOKyMEHTaMU,

COBpPEMEHHBIE MH(pOpPMaIMOHHbIE
TEXHOJIOI'nu COo31aHusA JOKYMCHTOB u
aBTOMaTH3alllU JTOKyMEHTO000pOTa;
OpraHU3alMil0 padoThl C DJIEKTPOHHBIMHU
JOKyMEHTaMH;

BUJbl  OpPITEXHHUKH M  CIOCOOBI  ee
UCTOJb30BaHUS B JTOKYMEHTALMOHHOM
o0ecreYeHnH yIpaBIeHHUs.

NpUMEHsIEeT IpaBuiIa
JIETTIOBOM TEPENHUCKU U
COCTaBJICHUS CITyKEOHBIX
JIOKYMEHTOB;
OpraHU30BBIBAET paboTy C
JOKYMEHTaMHU;

YMEJIO MOJIb3yeTCs
OpPITEXHUKOM;

aKTUBHO paboTaer ¢
AIIEKTPOHHBIMHU
JIOKYMEHTaMH.

YCTHBIH o1poc,
TECTUPOBAHUE,
MpaKTHYeCKast
pabora
CaMOCTOSITENIbH
as pabora
nuddepeHIpo
BAHHBIN 3a4eT
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dopmupyemMble KOMIETEHIINH

Kox ¢popmupyemoii HaumeHoBaHHe KOMIIETEHLIMH DopMbI U METOBI
KOMIIeTEeHIIUH KOHTPOJISI M OLIEHKH
pe3yJabTaToB 00y4eHH sl
OK 09. [Tonp3oBaThes MpodeccuoHanbHOM
JIOKyMEHTauen Ha YCTHBIH OIpoc,
roCy/1apCTBEHHOM U MHOCTPaHHOM TECTUPOBAHHUE,
SI3BIKAX npakTuyeckas padbora
IIK 1.3 Ocy1iecTBIsATh HOJATOTOBKY camocTosTenbHas paboTa
MaTepHuayoB sl GOPMHUPOBAHUS U nudpepeHInpoBaHHBII
BeJIeHHsI 0a3bl IaHHBIX PACYETHBIX 3auer
(MIaTeXHbIX) JOKYMEHTOB

4.2. MeToauka npuMeHeHUs KOHTPOJIbHO-U3MEPHUTEIbHbIX MATEPUAJIOB
KonTtpons 3HaHU# 00y4aromuxcst BKIOYALT:
Texkymuii KOHTPOJIb B (hOpME TECTUPOBAHUS, YCTHOTO OMpOCa, MPaKTUIECKON padoThI,
CaMOCTOSITENIbHON PabOTHI

[TpomexyTounyto aTTectanuio B hopme nuddhepeHIMpoBaHHOTO 3a4eTa

4.3. KoHTpo/1bHO-N3MepHUTeIbHbIEe MATEPHAJIbI BKJIYAKOT:
4.3.1. Tunosble 3a1aHNs 1JIS1 OLEHKU 3HAHUI M YMeHMIl TeKyllero KOHTPOJisi

KOHTpOJIL U OLCHKa PE3YyJIbTATOB OCBOCHHA TCMblI OCYIICCTBIIACTCA IMPCIIOAABATCICM B
MMpOoueCCCC BbIIIOJITHCHUA O6y‘laIOH_[I/IMI/IC$I HHIAUBUAYAJIbHBIX 321)18.HPII>1.

Koumponvno — usmepumenvhvle mamepuanvl Ol MeKyujeco KOHMpOas No y4yeOHOU
oucyuniure
[Iposepsiembie komnerenuuu: [1K 1.3, OK 09

3aganue 1: Buabl nepBHYHBIX JOKYMEHTOB

Bompoc:

Hepe‘-II/ICJH/ITC OCHOBHBIC BU/JIbI IICPBUYHBIX YUYCTHBIX JOKYMCHTOB, HCIIOJIb3YCMbIX B
OpraHu3aluu.

3ananue 2: O0s13aTe/IbHbIE PEKBU3UTHI NEPBUYHBIX JIOKYMEHTOB

Bompoc:

Kakwue o6s13aTenbHbIe peKBU3UTHI JOKHBI COACPKATh MEPBUYHBIC YUETHBIE JOKYMEHTHI
COTJIACHO 3aKOHOAATENbCTBY PD?

3aganue 3: OmulOka B NepBUYHOM IOKYMeHTe

Bompoc:
Uro nenatb, €CiIM B IEPBUYHOM JIOKYMEHTE 0OHapy>keHa omnoka?
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3aganue 4: CocTaBjieHUE HAKJIATHOM

Bompoc:

Opranuzanus otrpy3uia ToBap Ha cymmy 50 000 py6seii. CocTaBbTe TOBapHYIO HAaKJIaIHYIO
(TOPI'-12).

3aganue 5: CocTaBiieHHe aKTa BbINOJHEHHbIX padoT

Bompoc:
Opranmzanus okazana yciayru Ha cymmy 30 000 py6:eit. CocTaBbTe aKT BBIITOJTHEHHBIX palOoT.

3ananue 6: O0padoTKa KaCCOBBIX JIOKYMEHTOB

Bompoc:
Kakue moxkymeHTbl 0(hopMIISIOTCS TIPH BbIAaue ACHET U3 KacChl?

3ananue 7: O0padoTKa 0AHKOBCKHUX JIOKYMEHTOB
Bompoc:
Kakue 1oKyMeHTBI UCTIONB3YIOTCS JI y4YeTa Onepaluii o pacueTHOMY cueTy?

3ananue 8: XpaHeHue nepBUYHBIX IOKYMEHTOB

Bompoc:
KakoB cpok XxpaHeHUsI IEPBUYHBIX YUETHBIX JOKYMEHTOB?

3aganue 9: J1eKTPOHHbIE NEPBUYHbIE JOKYMEHThI

Bompoc:
Kakue TpebGoBaHMs MPEIBSBISAIOTCS K JIEKTPOHHBIM MTEPBUYHBIM TOKyMEHTam?

3aganue 10: Ilpumep o0padoTku cuera-paxTypsl

Bonpoc:

Opranmzanus nonydmia cuet-gakrypy Ha cymmy 118 000 py6neit (Bkmtouas HJIC 18%).
OO6paboraiiTe cueT-pakTypy A yUera.

HpaKTI/I‘IeCKI/IC 3aaHus, IpCAroIararoume IMMChbMEHHBII OTBET

1. Ha popmate A4 odopMHTh OJIaHKH C TIPOAOIBHBIM U YTJIOBBIM PACTIOI0KEHUEM PEKBU3UTOB
no 'OCT P 6.30-2003.

2. CoctaBuTh 1 0pOpMHUTH HA OmaHKe A4 pacropsiKeHHeE.
3. CoctaBuTh CBOIHBIN TIpHKa3 «O nmpuemMe Ha padboTy»

4. B pa3ngaToyHOM MaTepuale (OpraHH3aluOHHO- PACIIOPSITUTEIbHBIE IOKYMEHTHI) BBISIBUTH
HEJ0CTAIONINE PEKBU3UTHI M MPOCcTaBUTh UX B coorBeTcTBUU ¢ 'OCT 6.30-2003
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5. Co3pmath 1 0OPMHUTE pe3toMe

OO0pa3zer; TeCTOBOTO 3aJaHUs:

1) Kako#t Bug mH(pOpMAIIMU TECHO CBSI3aH C MPOIIECCAMH YIIPABIEHUS KOJUICKTHBAMM:
a) Hay4Has;

0) cormanbHO-9KOHOMUYECKAS;

B) KyJIbTypHas;

') TEXHUYECKas,

1) HET IPaBUJILHOT'O OTBETA.

2) O6s3aTenbHBIe HHPOPMAITMOHHBIEC AJIEMEHTHI 0(hOpMIIEHUS O(PUIIMATHFHOTO JOKYMEHTA!
a) CTaHIapPT;

0) peKBH3HT;

B) YCJIOBHBIE 0003HAYEHNS;

r) BU3a U rpug;

1) HET MPaBHILHOTO OTBETA.

3) Kto BrepBble npeaoxui YHU(DUKALNIO CITY>KEOHON NeperucKu:
a) [lerp I;

0) nexper CHK;

B) B.1.Jlenun;

r) M.M.CnupaHckuii;

1) HET IPaBUJILHOI'O OTBETA.

4) VicxoaHbIi IPABOBOM aKT, OMPEIEISIFOIINA TOCYIapCTBEHHYIO MOJIMTUKY B cepe
MH(POPMALMOHHO-JOKYMEHTAIHOHHOTO OOMEHa:

a) 3 Ne149-d3 «O06 nndopmannu, nHGOPMAITMOHHBIX TEXHOJOTHIX M 3aLIUTEe HHPOPMALIUN;
0) 'CHOY;

B) Koncrurymus PO;

r) [OCT;

1) HET IPaBUJILHOT'O OTBETA.

5) ITo HauMEHOBaHUIO TOKYMEHTHI ObIBAIOT:
a) aKThI;

0) OpUTHHAIIBL;

B) (hoTOMaTEpHAIIHI;

r) KOH(pHUIEHIINATbHbBIE JOKYMEHTHI,

1) HET MPaBUIILHOTO OTBETA.

6) K pacropsiiutenbHON JOKYMEHTAIIMH OTHOCSTCS
a) MOJIOKEHHUS;

0) MOCTAaHOBJICHUS;

B) aKTBhI;

T') MPOTOKOJIBI,

1) BCE OTBETHI BEPHBI.
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7) Kakoro Buza 6y1aHKa He CyIIECTBYET:
a) oOmwmii OJaHK;

0) O61aHK MUCHMa,

B) TUTIOBOM OJIaHK;

r) OJJTaHK KOHKPETHOTO BHJIA IOKYMEHTA;
1) BCE OTBETHI BEPHBI.

8) OTMeTKa 0 HAJTMYUH MIPHIOKEHHUS OPOPMIISIETCS CIISAYIOMIIM 00pa3oM:
a) CM. MPUJIOKEHUE A;

0) [Ipunoxxenue Ha c.17;

B) [Ipunoxenue: Ha S11., B 2 3K3.;

r) [Ipunoxenne A, ¢.26.;

. HET TIPABIJILHOTO OTBETA.

9) ITIpaBoBOii aKT, ONpeneNAIONINi MOPAA0K 00pa30BaHus, IPABOBOM CTATyC, MPaBa,
0053aHHOCTH:

a) LITAaTHOE paclUCaHUE;

0) MmoyIoXKeHue;

B) YCTaB;

') HHCTPYKIIUS,

1) HET IPaBUJILHOT'O OTBETA.

10) JloxnanHas 3alucKa COAEPIKUT CIETYIOIINE PEKBU3HUTHI:
a) rpud;

0) Bu3a,

B) PE30JTIOITHS;

') OTTUCK I€YaTH;

1) HET IPaBUJILHOTO OTBETA.

11) BeiaensroT cienyronye BUIbI 1eT0BOU MEPETUCKU:
a) 1Mo BOIIPOCAM TEXHOJIOTHH;

0) 1o BompocaM MPOM3BOICTBA;

B) 110 BoIlpocaMm cOBITa;

I') 110 BOIIPOCaM KaIlUTalIbHOTO CTPOUTENHCTBA;

1) BCE OTBETHI BEPHBI.

12) Ilpuka3 mo maHOMYy coctaBy ¢. NeT-1:
a) o0 IpreMe Ha padoTy;

0) 00 yBOJTBHEHUH,

B) O TIPEJIOCTABICHUH OTITyCKa,

I') O OOLIPEHNN;

1) HET MPaBHIBHOTO OTBETA.

13) B nu4HOE 1€710 BXOAST CIEAYIOIINE TOKYMEHTHI:
a) aBToOHorpadus;

0) 3asBIEHUE O MpUEeMe Ha paboTy;

B) XapaKTEPUCTHKA;
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I') aHKETa;

1) BCE OTBETHI BEPHBI.

14) B Tpy10By10 KHUKKY BHOCSTCS:
a) CBeICHHS O paOOTHHUKE;

0) cBeneHHs 0 padbore;

B) CBEJICHUS O HATPAKICHUSIX;

I') CBeleHUs 00 OTKPBITHSAX;

1) BCE OTBETHI BEPHBI.

15) Kak goaro xpaHsTcs B OT/AelIe KaApOB TPYAOBbIe KHIDKKH, HE TOJyUEHHBIC X BJIaJelIbllaMU
MOCIIe YBOJIHHCHHSI:

a) 1 mecsi;

0) 6 MecsIIeB;

B) 2 roza;

r) 10 ner;

J1) HET IPAaBHJILHOTO OTBETA.

4.3.2. TunoBble 3aXaHUsA ISl ONEHKH 3HAHMH M YyMeHHUI NMPOMEKYTOYHOM
aTrecTalnuu

Konmponvho — usmepumenvhvle mamepuanvl Oiisi NPOMENCYMOYHOU AMMmMecmayuu no
VUeOHOU OUCYUnIuHe

1. JIOKYMEHT: OCHOBHBIC MTOHSITHSI, CIOCOOBI JOKYMEHTHPOBAHUSI.

2. Nudopmanius u 10KyMeHT.

3. YHubukanus 1 CTaHIapTH3AIMs KaKk OCHOBHOE HAITPABJICHUE COBEPIIICHCTBOBAHUS
nokyMeHTOB. 'OCTr1 Ha YC/I. Cuctembl JOKyMEHTalUU.

4. XapakTepucTuKa, cocTaB u cojepskanue aeicrpyromero ['OCTa.

5. Cocras pexsuzutoB OP/l, mpaBuna ux oQpopmieHus.

6. [IpaBuna opopmiieHHsI, U3TOTOBICHHS, YUeTa, HCIIOJIb30BAHMS U XpaHEHUs OJTaHKOB
OpraHu3aIuHm.

7. XapakTepucTrKa U COCTaB OPraHU3alMOHHBIX JOKYMEHTOB.

8. XapaKkTepuCTUKA U COCTaB CIPaBOYHO-MH(YOPMALIMOHHBIX JOKYMEHTOB.

9. XapakTepuCTUKa U COCTaB PACTIOPSIUTENbHBIX JOKYMEHTOB.

10.  OcoGeHHOCTH JOKYMEHTUPOBAHMS JESITEIbHOCTU KOJIETHAIBHBIX OPraHOB.

11.  JenoBas mepenucka: BUIbI M TPEOOBAHUS K COCTABICHUIO H OOPMIICHHIO.

12.  Jlenomnpou3BOACTBO KaK (DyHKIMS yIpaBiIeHUs, COBPEMEHHbIE TPEOOBaHUS K €ro
OpraHu3aliy.

13. Cnyx0a 1OKyMEHTAllMOHHOTO 00ecredeHus yIpaBiaeHus: QyHKIUH, CTPYKTYpa,
JIOJIKHOCTHOM COCTaB, HOPMaTUBHbIE MaTEpPHAJIbI.

14.  OOuue NpUHLUKIBI OPraHU3aLMH JOKYMEHTO000poTa. OCHOBHBIE ATAIbl TEXHOJIOTUH
paboThI ¢ JOKyMEHTaMH.

15.  IlepBonauanbHas 00pabOTKa TOKYMEHTOB B YUPEXKICHUMU.

16.  TexHomorus pacCMOTPEHUsI JOKYMEHTOB B YUPEKACHUU.

17.  Perucrpanust 10KyMEHTOB Kak IIpoliecc Co3/1aHusl 0aHKa JaHHbBIX O JOKyMEHTax
OpraHu3aliy.

18.  KoHTposib HCHOJHEHUS JOKYMEHTOB.

19.  DOkcnepTusa EHHOCTH JOKYMEHTOB.
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20.  OcHoBHbIe TPeOOBAaHUA K OpraHU3alUU XPAaHEHHsI UCIIOIHEHHBIX JOKYMEHTOB.
21.  Bugasl HoMeHKnatyp aen. [lopsgok coctaBieHust 1 0pOpPMIICHHUS.
22. Cpoku XpaHeHUs1 TOKYMEHTOB.
23.  IlpaBuia mOArOTOBKH /€M K C/1aY€ B BEJIOMCTBEHHBIN apXUB.
24. ApXUBHOE XpaHEHHUE JOKYMEHTOB.
25.  CocTaB HOPMAaTHBHBIX JIOKYMEHTOB, PETJIAMEHTHUPYIOLINX COCTaBIECHHE U 0(hOpMIIeHUE
JIOKYMEHTOB, UX XapaKTEPUCTHKA.
26.  CocTaB HOPMATHBHBIX JIOKyMEHTOB, PETJIAMEHTUPYIOIINX OpPraHU3alnio paboThI ¢
JIOKyMEHTaMU B YUPEKICHUU, UX XapAKTEPUCTHKA.
217. [TopsaoK YHHUTOKEHHS JOKYMEHTOB.
4.4. Kpurepum 1 Noka3aTeju OlleHUBAHUS
1 Tekyero KOHTpoJIst
Ounenk | ®opma koutpoas | Kpurepumu IToka3aTesn oueHUBAHUSA
a OlLleHMBAHUS

«5» TECTUPOBAHUE, IlonHoTa, OtBeTsl Ha IIOCTaBJIEHHbBIE
YCTHBIH OIpoC, MOCJIEI0BATEIBHOCTh U | BOIIPOCHI  M3JIaraloTcsi  JIOTHYHO,
MpaKkTUYecKas JIOTUYHOCTH OTBETA MOCJIEIOBATEIbHO M HE TpeOyIoT
pabora, JIOTIOJTHUTEIbHBIX MOSICHEHUH.
CaMOCTOSITENIBHOM [lonHO pacKkpbIBalOTCS MPUUYUHHO-
paboThI CIIECTBEHHbIE CBS3U. JlemaroTcs

000CHOBaHHBIE BBIBOJIBI.
JleMOoHCTpUpYIOTCS rIyOoKue
3HaHUs MaTepuaa.

«» TECTUPOBAHUE, [TonnoTa, OTtBeThI Ha IIOCTaBJICHHBIE
YCTHBIH OIIpoC, II0CJIEI0BATEIBHOCTD U | BOIIPOCHI U3JIaratoTCs
IIpaKTHYEeCKast JIOTUYHOCTh OTBETA CUCTEMATU3UPOBAHO u
pabora, MOCJIEI0BATEIBHO, HO B
CaMOCTOSITEIILHON HEJ0CTaTOYHOM 00beme. MaTepuan
paboThI u3J1araeTcs YBEPEHHO.

JeMoHcTpupyeTcs YMEHHE
aHAJIM3MpPOBaTh MaTepuaj, OJHAKO
HE BCE BBIBO/IbI HOCSIT
apryMEHTUPOBaHHbBIN u
JIOKA3aTeJIbHbIA XapaKTep.

«3» TECTUPOBAHUE, ITonnoTa, Jlomyckatores HapyLIECHUS B
YCTHBI OIpoc, MIOCJIEI0BATEIBHOCTD M | MOCIEAOBATEIBHOCTA — U3JI0KECHMUS.
IIPAKTHYECKas JIOTUYHOCTh OTBETA Henonno PacKpbIBAIOTCS
pabora, MIPUYMHHO-CJIEICTBEHHBIE  CBSI3U.
CaMOCTOSITEJIBHOU JIeMOHCTpUPYIOTCS
paboThI MTOBEPXHOCTHBIE 3HAHUS BOIPOCA, €

TPYAOM pEIIaloTCsd KOHKPETHBIE
3amaun. Mwmerorcs 3aTpyaHeHus ¢
BBIBOJIaMHU.

«2» TECTUPOBAHHUE, [TonnoTa, Marepuan U3JIaraeTcs
YCTHBIH OIpoC, MOCJIeIOBATEIBHOCTD U | HEMOCIIEeI0BATEIbHO, COMBUMBO, HE
IIpaKkTUYeCcKast JIOTUYHOCTh OTBETA MIPEACTABISIET ONpeIeICHHOM
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pabora, CHUCTEMbl 3HAHUM MO JUCIMUIUIMHE.
CaMOCTOSTEIbHOM He packpeiBatoTcs  NpUYHMHHO-
paboThI CIIE/ICTBEHHbIE CBsI3U Mexay. He

IMPOBOAUTCA aHaJIn3. BBIBOI[BI
OTCYTCTBYIOT. OTtBeThI Ha
JOIIOJTHUTCJIIbHBIC BOIIPOCHI
OTCYTCTBYIOT.

Ouenk | @opma KOHTPOJISA Kpurtepun oueHnBanus

a

«5» TecToBoe 3ananue 85 - 100%

«4» TecToBoe 3ananue 75 — 84%

«3» TecToBoe 3ananue 50 - 74%

«2»

TecToBoe 3aJaHucC

Memnee 50%

JI1sl IPOMEKYTOYHOM aTTecTaluN

Onenka | @opMa KOHTPOJISA Kpurepun IToxazaTe/u OLeHUBAHUSA
OlleHHBAHMSA
«5» HuddepenumpoBannsbiii | [IlpaBuinbHOCTD CryneHt JOCTUT
3a4yer BBIUUCIICHUH, BBICOKOT'O YPOBHS
MIOJTHOTA, c(OPMHUPOBAHHOCTU 3HAHUK U
IIOCJIEI0OBATEIBHOCTD | YMEHUH. YCIIEIIHO OCBETHJI HA
pereHus 6ok BompocoB.  M3nmoxeHue
marepuaga B XOJe  OTBeTa
MIOJTHOE, HOCJIEIOBATENBHOE,
rpamoTHoe. B xone oTBera siICHO
YyBCTBYETCS MIOHUMaHHe
Mmarepuaia
«» JuddepenuupoBannsiii | [IpaBunbHOCTD CryneHTt noctur 6a30BOro
3a4er BBIUUCIICHUH, YPOBHSI ¢(hOPMUPOBAHHOCTH
MOJIHOTA, 3HaHUW U yMeHul. N3noxenue
M0CJIEI0BATENbHOCTh | MAaTE€PUAIOB MOJIHOE,
pereHus MOCJIEIOBATEIBHOE B
COOTBETCTBUU C TPEOOBAHUSAMMU
nporpaMmsel. Jlomyckatorcs
HECYIIIECTBCHHBIE
CTHJIUCTUYECKHE OLTHOKH.
CryieHT BBINOIHUI
PEKOMEHALNH, TaHHbIE
npenojaBaTenaeM
«3» JuddepennmpoBannsiii | [IpaBuinbHOCTD CryneHt poctur
3ayer BBIUUCIICHUH, MHUHHMMAaJIbHOTO YPOBHS
MOJTHOTA, c(OpMHPOBAHHOCTH 3HAHUN U
[0CJIeI0BATENbHOCTh | YMEHUH. M3n0xeHue
peteHus MaTepHaoB HEMOJIHOE.

Hznoxenue MaTcpurajia B X0ac
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OTBETa HE BE3/I€ CBA3AHO C
npuwioxeHueM. Jlommyckarrcs

OLIMOKH.
«2» HuddepenumpoBannsiii | [IpaBuiibHOCTD CryneHT He 1OCTHUT
3a4yeT BBIYHCIICHUH, MHUHHMMaJIbHOTO YPOBHS
MIOJIHOTA, c(OpMUPOBAHHOCTH 3HAHUN U
IIOCJIEI0BATEIBHOCTE | yMEHUH. M310keHre MaTepHUasoB
pelieHus HETOJHOe, 6ECCUCTEMHOE.

CymiecTByIOT (haKTUYECKUE
OIMUOKH B OTBETE.

5.YCJIOBUS PEAJIUZALIUU ITPOT'PAMMBI ANCHUTIJIMHBI
5.1. [Ins peanu3zanuu nporpaMMbl Y4eOHON NHUCHUIUIMHBI TOJKHBI OBITH MPETyCMOTPEHBI
ClIeaAyromue CriciuajJibHbIC TIOMCIICHU:

VY4eOHast ayauTopus, KaOMHET COIUATbHO-I)KOHOMUYCCKUX JTUCIIUILIAH
O6opynoBanue yueOHoM aynuropun YueOHas mebenb, [TK-1, nocka
O6opynoBanue KabuHera COIUATbHO-DPKOHOMUYECKUX JUCHUIUIUH -

VYuebnas MmeOenb, HarjisaaHble mocoOus (CTeHasl, Iakarel), nocka, 1K, CIIC
Koncynbrant [1nroc

6.Undopmanmonnoe odecneyeHue peajsn3anuu NporpaMmmal

Jns peanuzanuu mporpamMmbl  OMOIMOTEYHBIH (HOHA 00pa3oBaTENbHON OpraHU3AINH
JIOJKEH UMETh TIeYaTHbIE W/WIIN 3JeKTPOHHbIE 00pa3oBaTelbHble U HH(POPMALIMOHHBIE PECYPCHI,
pexomennoBanuele  ®YMO, s wucnonb3oBaHHMA B oOpa3oBarenbHOM mporecce. [lpu
dbopmupoBannn 6ubIMOTEYHOr0 (POHIA 0Opa30BaTEIBLHON OpraHu3aIuell BEIOUpaeTcs He MEHee
OJIHOTO M3JaHMs U3 MEPEUNCIICHHBIX HIKE NIEYAaTHBIX W3/IaHUH U (WJIK) 2JIEKTPOHHBIX U3/1aHUH B
Ka4€CTBC OCHOBHOI'O, ITPU 3TOM CIIMCOK, MOXKECT OBITH JOITIOJIHEH HOBBIMU U3aHUAMMU.

6.1. OcHOBHbBIE MEYATHBIE U3AAHUA

Crucok rocy1apcTBEHHbBIX CTaHAAPTOB

I'OCT P 7.0.97-2016. Haunonansusiii crangapt Poccuiickoit @enepanun. Cucrema
CTaHJApTOB 10 WH(GOpMaIU, OUOITHOTEUHOMY B U3AATEIIbCKOMY feny. OpraHu3aiuoHHO-
pacriopsiauTenbHas JOKyMeHTalus. TpeboBanus k opopmiieHHo 1okyMeHTOB" (yTB. [Ipukazom
Poccrangapra ot 08.12.2016 N 2004-cT) (pen. ot 14.05.2018)

OcHoBHas nuTeparypa:

I. brikoBa, T. A. JlokymMeHTallmoHHOE 00ecieueHue YIpaBiIeHUs
(menompousBoaCcTBO) : yuebHOe mocodue / T.A. brikosa, T.B. Ky3nenosa, JI.B.
CankuHa ; mox o6mr. pea. T.B. Ky3nernoBoii. — 2-e u3zf., mepepab. u gom. —
Mocksa : UHOPA-M, 2021. — 304 c. + J{on. MaTepuansl [ D1€KTpOHHBIN
pecypc]. — (Cpennee npodeccronansuoe odpazoBanue). - ISBN 978-5-16-
013913-5. - Tekcr : anexkrponssiit. - URL:
https://znanium.ru/catalog/product/1141796

2. KupcanoBa, M. B. JlenoBas nepenucka : yuebnoe nocodue / M.B. Kupcanosa,
I0.M. AkcenoB. — 4-e uzj., nepepad. u gon. — Mocksa : UHOPA-M, 2024. —
153 ¢. — (Bwiciiee obpazoBanue). — DOI 10.12737/1891259. - ISBN 978-5-16-


https://znanium.ru/catalog/product/1141796
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017841-7. - Tekcr : anekTpoHHsIil. - URL:
https://znanium.ru/catalog/product/1891259

6.2. OcHOBHBIE YJICKTPOHHbIE U31AHUS
JlokyMeHTaImoHHoe o0OecriedeHne yrnpaBieHus epcoHaiom: Yueonoe mocooue/bymat P.

E. - M.: HUI] UTH®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



https://znanium.com/catalog/document?id=355024
https://znanium.ru/catalog/product/1891259
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