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PIrYTHUC

GENEPAJIBHOE TOCYJAPCTBEHHOE BIOJIXKETHOE OBPA30OBATE/IbHOE
YYPEXIEHME BbICHIET'O OBPA30BAHVIA

«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

3HAHUS

Kon 1 YmMmenusa 3HaHUSA

IIK, OK

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

OK 09. COOTBETCTBUU C HOPMAaTUBHOMN JIOKYMEHTAIlMOHHOT0 00ecrieueHus
JIP 13 0a30ii, UCIIONB3YS YIPaBJICHMUS;

JIP 14 WH(OPMAIMOHHBIC TEXHOJIOTUU U -OCHOBHBIC 3aKOHOAATEIbHEIC 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, 3ala41 1 MPUHIUIIBL
JIOKYMEHTAIlMOHHOTO 00eCTIeueHHsI
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/AaHUs 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 OBPA30BAHVIA

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 yueOHOM TUCUMILIMHBI M BUAbI Y4e0HOIi padoThI

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 ATTEeCTALMSA - IK3aMEH 12

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

ZCamocTosTensHas paboTa B pamMkax 00pa30BaTEILHON MPOrPaMMBbI IDTAHUPYETCS 00pa30BaTEIBHON OpraHu3aIue
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 JUCHUITIIIUHEBL.

TIPEAyCMOTPEHHBIX
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2.2. TemaTHu4yecKHii NJIAH U colep:KaHNe YUeOHOH TUCHUIIMHBI JIOKyMEHTAIlMOHHOE 00ECTICUCHHE YITPaBICHUS

HauMeHOoB8anue
HaumenoBanue Conep:kanue y4eOHOro MaTtepuasia u GopMbl OPraHu3amum Oo0bem Koabi
pa3/iesioB U TeM AeATeJJbHOCTH 00y4aroIuxcs B Yacax KOMMeETEeHIHIi 1
JIMYHOCTHBIX
pesyabTaTos’,
¢opmupoBaHuIo
KOTOPBIX
crocoocTByeT
3JIeMeHT
NPOrpamMMbl
1 2 3
Tema 1. Coaep:xanue yueOHOro MaTepHaJia 6 OK 01-06, OK
JlokymeHTHpOBaHUE 1.T'ocynapcTBeHHass cucCTeMa JIOKYMEHTAIlMOHHOrO  o0ecredyeHus 09.
yIpaBJIeHYeCKOI ynpasnenuss (I'CJOY) — cBox mpaBui, ycTaHaBIMBAIOIIMX €IUHBIE JIP 13
AeATeTbHOCTH TpeOOBaHUS K JOKYMEHTHPOBAHUIO YIPABICHUYECKOW AESITETbHOCTU U JIP 14
OpraHu3aii paboThl ¢ JOKYMEHTaMH Ha TPEANPHUATHAX Pa3TUIHBIX 4
OPTraHU3aIMOHHO-TIPABOBBIX (HOPM.
2.CoctaB  ympaBlI€HYECKHX  JOKyMeHTOB.  [loHaTtne  cucrem
JnokyMeHTaruu. O0s3aTeabHbIe PeKBU3UTHI JOKYMEHTOB.
B TOM 4Hc/Ie IPAKTHYECKUX 3aHATHI 2
IIpakTuyeckoe 3ausitue 1. Odopmienue ¢opmymsipa- oOpasia, 2
paboTa C peKBU3UTAaMH JOKYMEHTOB
Tema 2. Cucrema Conep:xanue yueOHOTro MaTepuaJia 6 OK 01-06, OK
OPraHHU3alMOHHO- 1.VaudunupoBaHHas cucTeMa OpraHU3aIllMOHHO- PACTIOPSAUTEIHLHON 09.
pacnopsnuTe1bHOU nokymenTtanuu (OPJ]). T'OCTer nHa OPJI. TpeGoBanue k opopmiieHUIO 4 JIP 13
JOKYMEHTALHHU JIOKYMEHTOB. JIP 14
2 Knaccugukaius opraHu3aioOHHO-PaCTIOPS TUTETLHON

’B coorercraun ¢ [punoxennem 3 ITOOIT.




OEJTEPAJIbBHOE TOCYJAPCTBEHHOE BIO/IKETHOE ObPA3OBATEJIBHOE CMK
YYPEXXIOEHWME BbICIIETO OBPA3OBAHIIA 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 y4eOHOT0 MaTepuaJia

1.ITonsitue norosopa (KOHTpAKTa), COrIAlIEHUE, TpoToKoa. Tumnosas
¢dopma koHTpakTa. OCHOBHBIE pa3/ieibl KOHTpakTa. [IpumepHbIi
JIOTOBOP KYIUIM-IIPOJaKU. THUIIOBOM 10rOBOP MEHBI TOBAPOB
(6aprepnas cienka) Tumosast 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 rorosopa
0aHKOBCKOTO BKJIaaa. OOpasibl TOTOBOPOB O JETIO3UTHOM BKIIAJIC.
TumnoBoii JOroBop Ha OCYIIECTBIEHNE KPEAUTHO-PACYETHOTO
obcnyxxkuBanusi. OdopmiieHne NpuiIoKeH K JoroBopaM. [IpoTokos
pasHoryacuii k joropopam. @opmsl MPOTOKOJIOB Pa3HOIJIACHI.
Kommepueckue aktol. bianku kommepueckux aktoB. OdopmiieHue
aKTOB IO MPUEMKE MPOAYKIMH (TOBAPOB) 110 KOJIMUYECTBY U KaueCTBY.
Od¢opmieHne akToB 10 OKa3aHHUIO BO3ME3IHBIX YCiIyr. OOpasiibl aKToB.
JloBepeHHOCTH: pa3oBbIe, ClielalbHbIe, FeHepaibHble. OOpa3ibl
JIOBEPEHHOCTEIA.

B ToM 4nciie NPAKTHYECKHUX 3aHATHH

IpakTnyeckoe 3ansitue 3.CocraBienue u opopMIIeHHE TOTOBOPOB

N

OK 01-06, OK
09.

JP 13

JIP 14

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 KOMMEPUYECKUX IHCEM.

OK 01-06, OK
09.

JIP 13

JIP 14
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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 uncie MPAKTUYICCKHUX 3aHATHH

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

Tema S. Opranusanus
padoThI C JOKYMEHTAMHU

Coaep:xanue yueOHOTo MaTepHaJia

1.Ctpykrypa 1 GyHKIIUU CITYKO TOKYMEHTAIIMOHHOTO 00eCTIeueHHs
yrpasieHusi. OpraHu3aoOHHbIE CXEMbI JIOKyMEHTAIIHOHHOTO
oOecrieueHus yrnpasiieHus. UHCTPyKIMS 110 JOKYMEHTALMOHHOMY
obecnieuennto ynpasienusi. CoctaB v yu€tr 00bEMa JOKYMEHTOO00pOTa
npeanpusTHii U oprauuzaunii. KoHTpousib UCIONHEHHs 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
JIOKYMEHTAITUH B JICIOTIPON3BOJICTBE M apXUBE.

B ToM 4nciie NPAKTHYECKHUX 3aHATHH

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

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

OK 01-06, OK
09.

JIP 13

JIP 14

Tema 6. Oprannzanus
AOKYMEHT0000poTAa B
yupeRIeHUH

Coaep:xanue yueOHOro MaTepHaJia

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

B Tom unciie NPpaKTHYECKUX 3aHATHH

OK 01-06, OK
09.

JIP 13

JIP 14




DEJEPAJIBHOE TOCYOAPCTBEHHOE BHO/I’)KETHOE OBPA3OBATEJIbHOE CMK
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TYPU3SMA 1 CEPBUCA»
Aucm 8

IIpakTuyeckoe 3anaTne 6.00paboTKa BXOIANINX JTOKYMEHTOB 2
Tema 7. Copnepxxanue yueOHOIro MaTepuasa 4 OK 01-06, OK
®opmupoBaHue aes 1.TpebGoBanus k popmupoBanuto aen. CucremaTuzanus OTAeIbHBIX 5 09.
KaTeropuil TOKyMEHTOB JIP 13
B ToM unciie NPaKTHYECKHX 3aHATHI 2 JIP 14
IIpakTuyeckoe 3anaTue 7.OopMHpOBaHUE JIENA. 1
IMpakTuyeckoe 3anaTue 8.CucremMaTu3aius JOKYMEHTOB I10 1
MePEeTnCKe.
Tema 8. [loaroroska Conep:xanue yueOHOT0 MaTepHaJia 4 OK 01-06, OK
aeJ1 K mocJieayomemy 1.0dopmnenue aen. ONUCh TOKYMEHTOB, HAXOASIIUXCS B JIENE. 9 09.
XPaHEHHUIO U OcHOBHbIE OHATHSA 00 APXUBHOM XpaHEHUHU JIP 13
HCI0.JIb30BAHUIO B TOM unciie NPAKTHYECKHUX 3AHATHI 2 JIP 14
IpakTnyeckoe 3ansiTue 9.CocraBpieHue ONUCH JIE]. 1
IMpakTudeckoe 3ansaTue 10.CocraBicHre aKTOB O BBIJCICHUN 1
JIOKYMEHTOB K YHUYTOXECHHIO.
IIpomexyTOUHASI ATTECTALUSA 12
KoncyabTanun 2
Bcero: 62

Brympu xasicoozo pasdena ykaszvlgaromes coomeemcemeyrouue memol. 1o kaxcooii meme onucvlaemcs cooepiicanue yuebno2o mamepuaia (8
OUOAKMUYECKUX eOUHUYAX), HAUMEHOBAHUSI HeOOX0OUMBIX 1aOOpamopHbIX pabom U NPAKMUYECKUX 3aHAMuULl (0MOerbHO No KAHCOOMY 6Udy),
KOHMPOAbHBIX pabom, a maxdice NPUMEpHAs MemMamura camocmosmenvHol pabomvl. Eciu npedycmompenvt Kypcogvle pabomvl (npoexmul) no
oucyuniune, onucvigaemcs npumepHas memamuxa. Obvem uacos onpeoensiemcs no Kaxcoou nosuyuu cmoadoya 3 (ommeueno 3ge30o0uxoui *). ¥Yposens
0CB0€HUSL NPOCABTIAAEMCS. HANPOMUE OUOAKMUYECKUX eOUHUY 8 cmonoye 4 (ommeueno 08yms 36e300uxamu **).

Jlis XapakTepUCTUKH YPOBHS OCBOCHMS yUeOHOr0 MaTepualia UCIOJIb3YIOTCS Celylomue 0003HaueHus:

— O3HaKOMUTEJbHBIH (y3HaBaHUE paHee U3YUYEeHHBIX 00BEKTOB, CBOMCTB);

— pPenpOAYKTUBHBIH (BBINOJIHEHHE JESITEILHOCTH M0 00pa3ily, HHCTPYKIMH WIH MO PyKOBOJICTBOM)

— MPOJYKTUBHBIN (TJIAHUPOBAHUE M CAMOCTOSTEILHOE BBINOJIHEHUE JESTEIbHOCTH, PELIEHNE MPOOIEMHBIX 3a/1a4)
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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
Copepxanue: Odgopmienue hopmyisipa- odbpasia, pabora ¢ peKBU3UTAMU TOKYMEHTOB

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
Copneprxanue: CoctaBieHue u opopMieHre 10roBopoB.

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.
Tema 5: Opranuzaius paboThI ¢ TOKYMEHTaMU

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
Conepxanne: CocTaBieHUE OMKUCH JIEIL.

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.

pacropsIUTeIbHOM, CIIPaBOYHO-
MH(POPMALIMOHHOMN U APYTUX BUIOB
JIOKYMEHTaIUH;

MPaBUIILHOE BEJICHHE U XpaHEHHE
JOKYMEHTOB; UCII0JIb30BaHHE
COBPEMEHHBIX TEXHOJIOTUHN /IS
BEJICHUS JOKYMEHTALH
odopmIIsIeT OpraHN3aIMOHHO-
pacropsuTeIbHbIE TOKYMEHTHI B
COOTBETCTBHUU C ICUCTBYIOLINM
I'OCTowm;

OCYILIECTBISIET 00pabOTKY
BXO/JISIIIUX, BHYTPEHHUX U

JIP 13 HUCXOJAIIMX JOKYMEHTOB, KOHTPOJIb
JIP 14 3a MX UCIIOJHEHHUEM;
oopMIIIeT JOKYMEHTBI JISI
nepeiayn B apXUB OpPraHu3allnu;
3HaTh: IIPUMEHSIET MTpaBUIIa JEJI0BOM
31.  OCHOBHBIE MOHSITHSI | IEPENUCKU U COCTaBJICHUS
JIOKYMEHTAIlMOHHOTO  00ECIeYEeHUsl | CIIy>KEOHBIX JJOKYMEHTOB;
yIpaBICHUS; OpraHHU30BBIBAET pabOTY C
32.  OCHOBHBIE 3aKOHOJIATEJIbHBIE | JOKYMEHTaMH;

U HOpMaTHBHBIE aKTbl B 00JacTH
JOKYMEHTAIHOHHOTO ~ 00eCIeYeHus
yIpaBJICHUS;

33.  menu, 3a7a4d U TPHUHIIMIIBI
JIOKYMEHTAIMOHHOTO  00ecreveHust

yIIpaBIICHUS;
34. CHUCTEMBI
JIOKYMEHTAITMOHHOTO  00ECIICUeHUS
yIpaBICHUS;

35.  TpeOoBaHUS K COCTaBJICHHUIO

u O(I)OpMJ'IeHI/IIO pa3JINYHbIX BHJOB

JIOKYMEHTOB;
36.  oOmwue npaBuia
OpraHu3aluu paboThI c
JIOKYMEHTaMHU;

37.  COBpEMEHHBbIE
UH(POPMAaIOHHbIE TEXHOJIOTUU
CO3JIaHUs JOKYMEHTOB "
aBTOMaTH3alMU JOKYMEHTO000POTa;
38. OpraHu3amnuio  paboTel ¢

AJIIEKTPOHHBIMU JOKYMEHTaMHU;

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

YMCEJIO ITOJIb3YCTCA OpFTGXHHKOfI;
AKTHUBHO pa60TaeT C 3JICKTPOHHBIMHA
AOKYMCHTaMH.

YCTHBIN OITpOC,
TECTUPOBAHUE,
HpaKTHYeCKast
pabota
CaMOCTOSITeIIbHAS
pabota

9K3aMeH
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yIpaBIeHUSI.

OK 01-06, OK 09.

JIP 13
JIP 14

Dopmupyemble KOMIETSHIINH |

Koa ¢popmupyemoii HaumeHoBaHHe KOMIIETEHIMH D®opMbI U METOABI

KOMIIETCHIIUHU

KOHTPOJISI ¥ OLIEeHKH
pe3yJabTaToB 00y4eHH sl

OK 01.

BoiOupath criocoObl perieHus 3aa4
npodeccnoHABHOM IeATEIIBHOCTH
MPUMEHUTEIBHO K Pa3IMYHBIM
KOHTEKCTaM;

OK 02.

Hcnons30BaTh COBpEMEHHBIE
CpeZAcTBa MOUCKA, aHAJIN3a U
MHTEepIpeTauy NHPOPMAITUN U
MH(GOpPMAaIMOHHbBIE TEXHOJIOTUH JIS
BBIINTOJIHCHU A 3a1a4
poeCCHOHAIILHOM 1€ TeIbHOCTH

OK 03.

[TnarnpoBaTh U peain30BHIBATH
coOcTBeHHOE MPOGECCHOHATBHOE U
JUYHOCTHOE Pa3BUTHE,
MpeNPUHIMATETbCKYIO
NESATEIILHOCTD B PO ECCHOHATBHON

PA3JIMIHBIX ) KU3HCHHBIX CUTYAIUAX pa60Ta

OK 04.

paboTaTh B KOJUIEKTHBE M KOMaH/IE 9K3aMEH

OK 05.

Ocy1ecTBIATh YCTHYIO U
MUCHbMEHHYI0 KOMMYHUKAIIMIO Ha
rOCyJIapCTBEHHOM s13bIKe Poccuiickon
denepanun ¢ yaeToM 0COOCHHOCTEN
COLIMAIIBHOTO U KYJBTYPHOTO
KOHTEKCTa

OK 06.

[IposBAATH rpa’kIaHCKO-
MaTPUOTHYECKYIO MTO3ULUIO,
JEMOHCTPUPOBATh OCO3HAHHOE
MOBE/ICHUE HA OCHOBE TPAJAUIIMOHHBIX
00111e4eNIOBEYECKIX [ICHHOCTEH, B
TOM YHCJIE C YYETOM FapMOHHU3AUU
MEKHAllMOHAJIbHBIX U
MEXPETUTHO3HbIX OTHOIICHUH,
MIPUMEHATh CTAHIAPTHI
AHTUKOPPYMIIMOHHOTO OBEJICHUS;

OK 09.

ITonp30BaThecs  mpodeccuoHaTIbHON

cdepe, UCIOIB30BATH 3HAHUS 110 YCTHBIH OIIpOC,
(rHaHCOBOW I'PaMOTHOCTH B TECTUPOBaHUE, MPAKTUYECKas

D¢ (eKTHBHO B3aMMOIEHCTBOBATE M | CAMOCTOsITENbHAsE paboTa
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ﬂOKYMeHTaHHeﬁ Ha rocyaiapCTBCHHOM
1 NHOCTPAHHOM S3bIKaX.

JIP 13 CoOironaromuii B cBoei
npodeccnoHaABHOMN IeATEeIBHOCTH
3TUYECKHE MPUHIIMITBI: YeCTHOCTH,
HE3aBHCHUMOCTH, MPO(eCcCHOHATILHOTO
CKEITUIIU3MA, TIPOTHUBOICHCTBUS
KOPPYIIHH U SKCTPEMH3MY,
00J1a1aroNUi CHCTEMHBIM
MBILUICHUEM U YMEHHEM IPUHUMATD
pellieHHEe B YCIOBUSAX PUCKA U
HEOTPEACICHHOCTH

JIP 14 ['oTOBBII COOTBETCTBOBATH
OKUJAHUSIM pabOTONaTEIICH:
MMPOCKTHO-MBICTISAITUH, 3P (HEKTUBHO
B3aUMOJICVCTBYIOIIMI C YWICHAMU
KOMaH/bl ¥ COTPYAHUYAIOLIUH C
JIPYTUMU JTIFObMH, OCO3HAHHO
BBITIOJHSIOLIUI MPOQecCHOHATbHbBIE
TpeOOBaHMs, OTBETCTBEHHBIH,
IIYHKTYaJIbHBIM,
JTUCHUTITUHUPOBAHHBIM,
TPYAOTIOOUBBINA, KPUTHUECKU
MBICTISIIUM, HaIleJICHHBIN Ha
JIOCTH>KEHHE MOCTABJICHHBIX LIEJIEH;
JEMOHCTPHUPYIOLIUI
poecCHOHATBHYIO JKU3HECTONKOCTh

4.2. MeToMka IpMMeHEeHUs KOHTPOJIbHO-U3MePHUTeJbHBIX MATEPHAIOB
KoHnTposnb 3HaHMi 00y4aromuxcsi BKIOYaeT:

Texymmii KOHTPOJIb B pOpME TECTUPOBAHMS, YCTHOTO ONPOCa, MPAKTUYECKON pabOTHI,
CaMOCTOSITENIbHOM pabOThI

[TpomexyTouHyIO aTTecTaluio B Gopme IK3aMeHa

4.3. KoHTpPOIbHO-U3MepUTe/IbHbIe MATePUAJIbI BKJIIOYAKOT:
4.3.1. TunoBsble 3aJaHNUs 1JI5l OLIEHKHU 3HAHMI M YMEHUH TeKylIero KOHTPOJIA

KOHTpOJIB U OLCHKAa PC3YJIbTAaTOB OCBOCHHA TCMbI OCYHICCTBIIACTCA NPCIIOAAaBATCIIEM B
MponeCcCe BLIMTOJITHCHUA O6y‘IaIOHII/IMI/IC$I HHIWBUAYAJIbHBIX 3aHaHHﬁ B BUJ¢E 3a4yéTa

Konmponvbno — usmepumenvuvie mamepuanvl OJisi MEKyue20 KOHMPOISL NO YueOHOU
oucyuniuxe

HpaKTI/IquKI/IC 3alaHusd, peAIoIararoume IMMCbMEHHBIN OTBET

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

2. CoctaBuTth 1 0hopMuUTh Ha OnaHke A4 pacriopssKkeHue.
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3. CocraBuTh cBOAHBIN NpuKa3 «O mpueMe Ha paboTy»

4. B paznaTouyHoM MaTtepualie (OpraHu3allOHHO- PacOpPsAUTENIbHbIE JOKYMEHTHI) BBIIBUTh
HEJIOCTAIOIINE PEKBU3UTHI U TPocTaBUTh MX B cooTBeTcTBUM ¢ ['OCT 6.30-2003

5. Co3nath 1 0QOPMUTH PE3IOME

OG6pa3zell TeCTOBOrO 3aJaHus:

1) Kaxkoii Bug nH(OpMAIMK TECHO CBSI3aH C MPOIIECCAMH YIIPABJICHUS KOJUIEKTHBAMHU:
a) Hay4Has;

0) conuaabHO-?KOHOMHUYECKAs;

B) KyJIbTypHas;

I') TEXHUYECKas;

1) HET IPaBUJIbHOT'O OTBETA.

2) O6s3arenbHbIE HHPOPMAIMOHHBIE AJIEMEHTHI 0(hOpMIIEHHUS O(UITHAIEHOTO JOKYMEHTA!
a) CTaH/IapT;

0) peKBU3HUT;

B) YCJIOBHBIE 0003HAUCHUS;

T) BU3a ¥ rpug;

1) HET MPaBUIILHOTO OTBETA.

3) Ko BriepBbIe Mpeyioxkut yHHOUKALUIO CITYyKEOHOH TepPEiCKu:
a) [lerp I;

0) nexper CHK;

B) B.1.Jlenun;

r) M.M.Cniupanckui;

1) HET IPaBUJILHOTO OTBETA.

4) VcxomHblil MpaBOBOM aKT, OMPEAETSIONINM TOCYIapCTBEHHYIO TTOJIUTUKY B cdepe
UH(POPMALIMOHHO-TOKYMEHTALIMOHHOTO 0OMeHa:

a) @3 Ne149-d3 «O6 nnpopMaruu, HHPOPMAILIMOHHBIX TEXHOJIOTUAX U 3alUTE HHPOPMALIUNY;
6) I'CHOY;

B) Koncrurynus P®;

r) [OCT;

1) HET IPaBUJILHOTO OTBETA.

5) Ilo HauMeHOBaHMIO TOKYMEHTHI ObIBAIOT:
a) aKThl,

0) opUruHaJIbI;

B) (poTOMaTepuansl;

') KOH(UIeHIINAIbHbIE TOKYMEHTHI;

1) HET MIPaBUIILHOTO OTBETA.

6) K pacniopsiintenbHON TOKYMEHTALIMM OTHOCSATCS:
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a) TOJIOKCHHSI;
0) MOCTaHOBJICHUS;

B) aKTHI;

T') IPOTOKOJIBI;
1) BCE OTBETHI BEPHBI.

7) Kakoro Buna 6j1aHKa HE CYIIECTBYET:
a) oOIuii OJaHK;

0) OJaHK MUCHMa;

B) THIIOBOH OJIaHK;

r) GJIaHK KOHKPETHOTO BU1a JOKYMEHTA;
1) BCE OTBETHI BEPHBI.

8) OTMeTKa 0 HaJTMYUH MPHIIOKEHHS 0POPMIISETCS CIEAYIOUIM 00pa3oM:
a) CM. MPUJIOKEHUE A

0) [Ipunoxxenue Ha c.17;

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

r) [Ipunoxenue A, ¢.26.;

. HET MPaBWJILHOTO OTBETA.

9) IlpaBoBOi1 aKkT, ONpeaeNAIOIINNA TOPSI0K 00pa30BaHUs, IPABOBOM CTATyC, IIpaBa,

00s13aHHOCTH:
a) IUTAaTHOE PaCIUCaHUE;
0) MmoNIoKeHue;

B) yCTaB;

T') MHCTPYKIIUS;
1) HET IPAaBUJILHOTO OTBETA.

10) JloxnanHas 3amucKka COAEPIKUT CIIETYIOIINE PEKBU3HUTHI:

a) rpud;
0) Bu3a;

B) PE30JIIOIHS;
') OTTHUCK MeYaTH;
1) HET MPaBUIILHOTO OTBETA.

11) Beiensitor cieayronye BUbI AET0BOM NMEepenucKu:
a) o BOIIPOCAaM TEXHOJIOTHH;

6) 1o Bompocam NMPOU3BOCTBA;

B) 10 BOMpOcaM cObITa;

I') IO BOMPOCaM KalHUTaJIbHOI'O CTPOUTENHCTBA;

1) BCE OTBETHI BEPHBI.

12) Ilpuka3 no nmuyHoMy coctaBy ¢. NeT-1:
a) o mpremMe Ha padory;

0) 00 YBOJIbHEHUHU;

B) O IIPEJIOCTABJIEHUH OTITYCKa;

T') O TIOOIIPEHUH;

1) HET MPaBUIILHOTO OTBETA.
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13) B nu4HOE 1510 BXOAST CIEAYIOIINE IOKYMEHTHI:
a) apTobuorpadus;

0) 3asiBJICHUE O IpUeMe Ha paboTy;

B) XapaKTEPHUCTHKA;

I') aHKETa;

1) BCE OTBETHI BEPHBI.

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

0) cBeieHus o pabore;

B) CBEJICHHS O HArPKICHUSIX;

') CBeICHUS 00 OTKPBITHSIX;

1) BCE OTBETHI BEPHBI.

15) Kak monro xpaHsTcs B OT/IeNIe KaJAPOB TPYAOBbIC KHUKKH, HE MIOJIYYCHHBIC HX BIIa/ICIbIIaMU
MOCJIC YBOJIbHCHHSI:

a) 1 mecs;

0) 6 mecsIeB;

B) 2 roaa;

r) 10 ner;

J1) HET IIPaBHJILHOTO OTBETA.

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

Koumponvno — usmepumenvHvie mamepuansvi Oisi NPOMENHCYMOUHOU aAmMmecmayuu no
YuebHOU oucyuniune

1. JIOKYyMEHT: OCHOBHBIE ITOHSATHUS, CIIOCOOBI TOKYyMEHTHPOBAHUS.

2. WNudopmanus u JOKyMEHT.

3. VYHu}UKanusa u cTaHAapTU3alns KaKk OCHOBHOE HAIIPaBJIEHHE COBEPILIEHCTBOBAHUS
nokymeHToB. ['OCTr1 Ha YCJI. CucTemMbl TOKYMEHTAIIUH.

4. XapaKkTepucTuKa, cocTas u coaepxkanue aercreyroniero 'OCTa.

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

6. [IpaBuna opopmieHusl, U3rOTOBIEHHS, yUeTa, UCIIOJIb30BAaHUS U XpaHEHUs OJaHKOB
OpraHu3aluHm.

7. XapakTepHuCTHUKa U COCTaB OPraHU3alMOHHBIX JJOKYMEHTOB.

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

9. XapakTepHuCTHKa U COCTaB PaclOPSAUTEIbHBIX TOKYMEHTOB.

10.  OcobeHHOCTH TOKYMEHTHPOBAHUS JCATEIHHOCTH KOJUIETHAIHHBIX OPTaHOB.

11.  JlenoBas mepenucka: BUABI U TPEOOBAHUS K COCTABICHHUIO U 0()OPMIICHHUIO.

12.  Jlemonpou3BOJICTBO KaK (DYHKIIHS yIIPABIICHUS, COBpEMEHHBIE TPEOOBAHHS K €ro
OpraHM3aIiHy.

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

14. OO61re NpUHLIKIIBI OpraHUu3aluu T0KyMeHTo000poTa. OCHOBHBIE ATAIbl TEXHOJIOTUN
paboThI ¢ JOKYMEHTaMH.

15.  IlepBonauanbHast 00pabOTKa TOKYMEHTOB B YUPEKICHHH.
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Perucrparus JOKyMEHTOB Kak MpoOIecC CO3aHusl OaHKa JaHHBIX O JOKYMEHTaX

OcHoBHbIE TPeOOBaHUA K OPraHU3alUU XPAHEHUS UCIIOJIHEHHBIX JIOKYMEHTOB.
Buner Homenkiaryp aen. [Hopsanok coctaBienust U 0opopMIIeHHUS.

16.  TexHoNOrus pacCMOTPEHUs JOKYMEHTOB B YUPEKICHUU.
17.

OpraHu3aIuH.

18.  KoHTpOJib UCHOJIHEHUS TOKYMEHTOB.

19. DKcrnepTu3a eHHOCTH JOKYMEHTOB.

20.

21.

22.  Cpoku XpaHEHHUs JOKYMEHTOB.

23.  IlpaBuia moaroTOBKH JEN K Clla4ye B BEJIOMCTBEHHBIN apXUB.
24.  ApxuBHOE XpaHEHHE JOKYMEHTOB.

25.

JIOKYMEHTOB, UX XapaKTEPUCTHUKA.
: CocTaB HOPMATUBHBIX IOKYMEHTOB, PErJIaMEHTUPYIOIIHUX OpraHU3aluo padoThl ¢
JIOKYMEHTaMU B YUPEKICHUU, UX XapaKTEPUCTUKA.
. Ilopsnok yHMUYTOKEHUS JOKYMEHTOB.

26

27

4.4. Kputepuu M noKa3ateju OleHMBAHUS

JJ1s Tekyuero KOHTpoJst

Cocras HOPMATUBHBIX NTOKYMCHTOB, PCIIIAMCHTUPYIOIINX COCTABJICHUC U 0(1)OpMJ'IeHI/Ie

Onenka

dopma KOHTPOJIA

Kpurepun
OLICHMBaHUS

Iloka3aTequ oHeHUBAHUA

«5»

CaMmocTosTenpHast U
MpaKTHYeCcKast
paborta

ITomHOTA,
MMOCJIEIOBATENILHOCTE H
JIOTUYHOCTH OTBETA

OTBeThl HA IIOCTABJICHHBIC BOIIPOCHI

M3J1araloTCst JIOTUYHO,
MOCJIEZIOBATEIbHO U HE TpeOyloT
JIOTIOJTHUTEBHBIX HOSICHEHUH.

[TonmHO packpeIBalOTCA NPUYUHHO-
CIeICTBEHHbIE CBs3u. Jlemarorcs
000CHOBaHHBIE BBIBOJIBI.
JleMoHCTpUpYIOTCS riyookue
3HAHUS MaTepHaa.

«“4»

CamocrogTeabpHas U
MpaKTUIeCKast
pabota

ITonnHoTa,
MOCJIEIOBATEIbHOCTh U
JIOTUIHOCTH OTBETA

OTBeTBl Ha NOCTABJIEHHBIE BOIIPOCHI
W3JIArarTCsl CUCTEMATU3HPOBAHO U
I10CJIEIOBATEIBHO, HO B
HEZ0CTaTOYHOM o0Bbeme. Marepuai
U3JIaraeTcs YBEPEHHO.
JlemoHCTpHpYyeTCS yYMEHHE
aHAJIM3UpPOBATh MaTepuas, OIHAKO
HE BCE BBIBOJIBI HOCSIT
apryMEHTUPOBAHHBII u
JIOKA3aTeJIbHBIN XapaKkTep.

«3»

CamocrogTeapHas U
MIpaKTHIeCKast
pabora

ITonnorTa,
MOCJIEIOBATEIIBHOCTh U
JIOTUIHOCTH OTBETA

Jomnyckarorcs HapyILIECHUs B
MIOCJIEIOBATEIBHOCTH  U3JIOKEHUS.
HemnomnHo packpbIBatOTCS MPUYMHHO-
CIIEICTBECHHBIE CBSI3U.
JIeMOHCTpUPYIOTCA IOBEPXHOCTHBIE
3HaHMA  BOIpOCa, C  TPYAOM
pemarTcs  KOHKPETHBIE — 3aJauM.
Nwmerorcs 3aTPYyIHEHUS c
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BBIBOJAMH.

«2» CamocrositensHas u | IlonHora, Marepuan U3JIaraeTcs
MpaKkTHYeCcKast MOCJIENOBATEILHOCTh M | HEMOCIEA0BATEILHO, COMBUMBO, HE
pabora JIOTUYHOCTH OTBETA MpeACTaBIseT onpe/IeICHHOM

CHCTEMBI 3HAHHH IO OUCLMILIMHE.
He  packpeiBatoTcs  NpUYMHHO-
CIICICTBEHHBIC CBSI3M MeXay. He
MIPOBOJIUTCS aHaJu3. BriBobl
OTCYTCTBYIOT. OtBeTHI Ha
JIOIIOJIHUTEIILHBIC BOIIPOCHI
OTCYTCTBYIOT.
Ouenka | ®opma KOHTPOJIA Kputepuu oneHuBanus

«5» TectoBoOe 3amaHue 85 - 100%

«4» TectoBoe 3amaHue 75 —84%

«3» TectoBoe 3amaHue 50 - 74%

«2» TecToBoe 3aganue Menee 50%

JJ1s IpOMeKyTOYHOM aTTecTaluu

Ouenka | ®opma KOHTPOJIS Kpurepun IToxa3aTenn olleHMBAHUA
OllCHNBaHHUS
«5» DK3aMeH [IpaBUiIBHOCTH CTyaeHT JOCTUT BBICOKOTO
BBIYHCIICHUH, YPOBHS c(hOpMUPOBAHHOCTH
IIOJIHOTA, 3HAHUM W yYMEHHMH. YCHENIHO
MOCNE0BATENbHOCTh | OCBETUI Ha OJIOK  BOMIPOCOB.
pereHust N3noxenne Marepuaia B XOJH€
OTBeTa MOJIHOE,
MOCIEN0BaTENbHOE, TpaMOTHOE. B
XO0Jle OTBETAa SICHO YYBCTBYETCS
MMOHUMaHUEe MaTepuaia
«4» DK3aMeH IIpaBUIBHOCTH CryneHTt mocTur 6a3oBOrO
BBIYHCIICHHI, YPOBHS c(hopMUPOBAaHHOCTH
IIOJIHOTA, 3HaHUM W yMmeHuil. M3noxenue
MOCJEN0BATEIBHOCTh | MAaTEPHUAJIOB MOJIHOE,
peLeHust IMOCJIEIOBATEILHOE B
COOTBETCTBUU C TpeOOBaHUSIMHU
MIPOTPAMMBI. Honyckatorcs
HECYIIECTBEHHBIE
CTUJINCTUYECKHE OIIIMOKH.
CryneHnt BBITTOJTHHUIT
PEKOMEHIALINH, JIAHHEIS
MPEINOJaBaTEeIEM
«3n» DK3aMeH [IpaBUIBHOCTH CryneHt JOCTUT
BBIYMCIICHHI, MHHHMAaJIbHOT'O YPOBHSA
IIOJIHOTA, c(OPMUPOBAHHOCTH 3HAHUU U
MOCJIEOBATENbHOCTh | yMEeHU. M3510)KeHne MaTepraioB
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peIICHUA HCITIOJIHOC. N3noxeunune

MaTtepuaja B XOJl¢ OTBETa HE
BE3/IC CBS3aHO C MPHIIOKEHHUEM.
Jlomyckatorcst ommoKy.

«2» DK3aMeH [IpaBuibHOCTH CryneHnt HE IOCTUT
BBIYMCIIEHHH, MHHHMaJbHOIO YpOBHSI

IIOJTHOTA, chOpMUPOBAHHOCTH 3HAHMH |

MOCJIEA0BATEIbHOCTh | yMEHUN. M3510)KeHHE MaTepralioB

peteHust HEIIOJIHOE, OeccucTeEMHOE.

CymiecTByroT dakTuyeckue

OLIMOKY B OTBETE.

5. YCJIIOBUS PEAIU3ALIAU ITPOT'PAMMBI IUCIHUAIIINHBI
5.1.JIns peanuzanuu OporpamMmbl y4eOHON TUCHUIUIMHBI JOJDKHBI OBITH MPEIyCMOTPEHBI
CIICAYIOUC CIICHUATIbHBIC TIOMCIICHUA:

VYuebnas ayauropusi, KabuHeT cormaabHO-2KOHOMUYECKUX JTUCITUTLTNH
O6opynoBanue yueOHOM aynutopuu YueOHas medens, [1K-1, qocka
O6opynoBanne KabuHeTra COLMAIbHO-PKOHOMHUYECKUX JIUCIHHUIUIAH -

VYueOnas mebenb, HariasaHble IMocoOus (cTeHawl, Iakathl), mocka, IIK, CIIC
Koncynprant [Liroc

6.MupopmannoHHoe obecniedeHHe Peaiu3aluu MPOrpaMMbl

Jns peanuszanuu nporpamMmbl  OMOIMOTEUHBIH (DOHA 0Opa3oBaTeIbHOW OpraHU3aluu
JIOJDKEH MMETh IeYaTHbIe U/ 3JIEKTPOHHbIE 00pa3oBaTeIbHble M HHPOPMAIIMOHHBIE PECYPCHI,
pexomennoBanHple ®YMO, nns ucnonb3oBaHHMs B oOpas3oBarenbHOM mporecce. [lpu
dopmupoBannn OubaroTeuHoro ¢poHaa 00pa3oBaTeNbHONW OpraHu3alyel BHIOUpaeTCss He MEeHee
OJTHOTO M3JIAaHHsSI M3 TIEPEUNCIICHHBIX HIDKE TIEYaTHBIX W3aHUK W (MITH) SJIEKTPOHHBIX M3AaHUH B
Ka4eCcTBE OCHOBHOTO, ITPH 3TOM CIIUCOK, MOKET OBITh JI0MOJIHEH HOBBIMU U3JJAHUSMHU.

6.1. OcHoBHBIE NMeYaTHLIE H3TAHUA

Criucok rocy1apCTBEHHBIX CTaHIapTOB

I'OCT P 7.0.97-2016. Hatmonanbuelit crangapt Poccuiickoii @eneparun. Cucrema
CTaHJApTOB IO HH(pOpMAUU, ONOIMOTEUHOMY U U3JIaTeNbCKOMY Jeny. OpraHu3aloHHO-
pacniopsiauTenbHas 1oKkymMeHTanus. TpeboBanus k oopmieHuto fokymeHToB" (yTB. [Ipukazom
Poccrannapra 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 u3s.,
nepepad. u gon. — M. : UHOPA-M, 2021.
https://znanium.com/catalog/document?id=360476... B npumepHO#i mporpaMmme MPUBOIUTCS
nepeyeHb MeyaTHBIX W/WIN AJIEKTPOHHBIX 00pa30BaTeNIbHbIX N3/IaHuH, pekoMeHayemMbix DYMO
CIIO nyist ucrmionib30BaHus B 00pa30BaTeIbHOM MpOIiecce.

6.2. OcHOBHBIE YJIEKTPOHHbIE U3TAHUS
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B npumepHoit mporpamme NPUBOAUTCS IEPEUCHB MEUATHBIX H/HITU JIEKTPOHHBIX
obOpazoBarenbHbIX H3ganui, pekomeHayeMbix ®YMO CIIO st ucnosib30BaHus B
00pa3oBaTesIbHOM Ipoliecce. DIIEKTPOHHBIE pecypcChl (He yueOHbIC U3aHMs) YKa3bIBAIOTCS B
JOTIOTHUTEIbHBIX HCTOYHUKAX.

6.3. JlonoTHUTeIbHbIE HCTOYHUKH (TIPH HEOOXOAUMOCTH )

1. JenoBas nepenucka : y4eb.-npakt. nmocooue / M.B. Kupcanosa, H.H. Anoauna,
HO.M. AKCEHOB. — 3-e u3. — M.: NHOPA-M, 2019
http://znanium.com/catalog/product/989805

2. JIOKyMEHTaIMOHHOE ~ OOECIIeYCHHE  YIpaBICHUS  IMEpCOHaIoM:  YdeOHoe
nocobue/bynat P. E. - M.: HUILJ NHOPA-M, 2019. -
https://znanium.com/catalog/document?id=355024

HNuTtepHeT- 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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