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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
coorBeTcTBHH ¢ PI'OC mo cremuanmsHocTH 38.02.07 bankoBckoe aemo. Ocoboe
3HAUCHHUE AUCIUIUIMHA WMEET TpH (POPMUPOBAHWUM M PA3BUTHH CIEAYIOIINX
komnereHui: OK 01.- OK 05., OK 09.- OK 11.

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

I1K, OK

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

05., COOTBETCTBUU C HOPMAaTUBHOMN JIOKYMEHTAIlMOHHOT0 00ecrieueHus
OK 09.- OK | 6a30ii, ucronb3ys YIPaBJICHMUS;

11. UH(POPMALMOHHBIE TEXHOJIOTHH U -OCHOBHbIE 3aKOHO/IaTEIbHbIE U
JIP 13 CpeCTBa OPITEXHUKH; HOpPMAaTHBHBIE aKThl B 00JIACTH

JIP 14 MCIOJIb30BaTh YHU(DUIIMPOBaHHbIE JIOKYMEHTAILlMOHHOT'0 00ecrieueHus

CHCTEMBI JJOKYMCHTAIIHH,
OCYIIECTBIISATh XpaHEHUE, TOUCK
JIOKYMEHTOB;

UCTIOJTb30BaTh
TEJIEKOMMYHUKAI[HOHHBIC
TEXHOJIOTHH B 3JIEKTPOHHOM
JIOKYMEHTOO000pOTE;

yIpaBJICHUS;
-OCJIn, 3ala491 1 IPUHIUIIBI
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 CO3/1aHUs TOKYMEHTOB U
aBTOMATH3AIUU JTOKyMEHTO000pOTa;
- OpraHu3aLUI0 PabOTHI C
SJICKTPOHHBIMH JOKYMCHTAMMU;

- BUJIbl OPTTEXHUKHU U CIIOCOOBI ee
WCTIOJIh30BaHUS B
JIOKYMEHTAITMOHHOM 00eCreyeHUH
YIPpaBJIECHUA.

1 o

Ipusoosimcsi monvko KoObl KomMnemeryull 0OUWUX U NPOPECCUOHATLHBIX O/ OCB0CHUSL KOMOPBIX He0 DX0OUMO
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 U COJEP)KAHUE YUYEBHOM JUCIHUAILIAHBI

2.1. O6beM yueOHOI TUCIUNITUHBI H BH/IBI Y4eOHOI padoThI

Buj yueOHoit padoThl

O0BeM B yacax

O0bem 00pa3oBaTeJIbHOM MPOrPpaMMbI Y4eOHOM U CIATIIIUHbI 62
BT. U.:

TEOpeTUIecKoe o0ydeHne 30
MPAKTUYECKUE 3aHATHUS (eCiu npedyCMOompeHo) 16
Camocmosmenvras paboma 2
KOHCYJIbTaIlNH 2
IIpomexyTOUYHASI ATTECTANMA - IK3aMeH 12

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

ZCamocTosTensHas paboTa B pamMkax 00pa30BaTENLHON MPOrpaMMBI IUIAHUPYETCS 00pa30BaTeIbHOMN 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 IUIAHOM U COACPIKAHUEM y‘le6H017[ JAUCHUIIIIUHBI.

TIPEAyCMOTPEHHBIX

4
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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 KOMMeETEeHIHIi 1
JIMYHOCTHBIX
pesyabTaTos’,
¢opmupoBaHuIo
KOTOPBIX
crocoocTByeT
3J1eMeHT
NPOrpamMMbl
1 2 3
Tema 1. Coaep:xanue yueOHOro MaTepHaJia 6 OK 01.- OK 05.,
JoxkymeHTHpOBaHUE 1.T'ocynapcTBeHHass cucCTeMa JIOKYMEHTAIlMOHHOrO  o0ecredyeHus OK 09.-OK 11.
ynpaBJeH4YecKoii ynpasienus: (I'CJJOY) — cBon mpaBuil, YCTaHABIMBAIONIUX CIUHBIC 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
nokymeHTanuu. O0s3aTenbHble PEKBU3UTHI IOKYMEHTOB.
B ToM Yuc/Ie MPAKTHYECKUX 3aHATHH 2
IIpakTuyeckoe 3ausitue 1. Odopmienue ¢opmymsipa- oOpasia, 2
paboTa ¢ peKBU3UTAMU JOKYMEHTOB
Tema 2. Cucrema Conep:xanue yueOHOTro MaTepuaJia 6 OK 01.- OK 05.,
OpPraHu3anfoHHO- 1.YuudunupoBaHHas cuctemMa OpraHu3alliOHHO- PACTIOPSAUTEIBHOM OK 09.- OK 11.
pacnopsnuTe1bHOU nokymenTtanuu (OPJ]). TOCTer Ha OP/I. TpeGoBanue k opopmIIeHUIO 4 JIP 13
JOKYMEHTALHHU JIOKYMEHTOB. JIP 14

2 Knaccugukaius opraHu3aioOHHO-PaCTIOPS TUTETLHON

*B coorercraun ¢ [punoxennem 3 TIOOIL
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Aucm 6

JIOKYMEHTAITUN

B ToMm yuncie MPAKTUYIECCKUX 3aHATHH

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

Tema 3. JloroBopHo-
npaBoBasi
TOKYMEHTAIUSI

Conep:kanue y4eOHOT0 MaTepuaJia

1.ITonsitue norosopa (KOHTpAKTa), COrIAlIEHUE, TpoToKoa. Tumnosas
¢dopma koHTpakTa. OCHOBHBIE pa3/ieibl KOHTpakTa. [IpumepHbIi
JIOTOBOP KYIUIM-IIPOJaKU. THUIIOBOM TOrOBOP MEHBI TOBAPOB
(6aprepnas cienka) Tumosast popMa KpeIUTHOTO JOTOBOPA.
[TpumepHas popma J0roBOpa MOPYIUTENBCTBA. Y HUPUIIMPOBAHHAS
dopma kpeauTHOM 3asBkU. [IpumepHas popma 3anorosoro
obs3arenscTBa. Turmosas oopma GaHKOBCKOM rapaHTUU. TUroBas
¢dopma noroopa 6ankoBckoro cuéra. [Ipumepnas ¢popma orosopa
0aHKOBCKOTO BKJIaaa. OOpasibl TOTOBOPOB O JETIO3UTHOM BKIIAJIC.
TumnoBoii JOroBop Ha OCYIIECTBIEHNE KPEAUTHO-PACYETHOTO
obcnyxxkuBanusi. OdopmiieHne NpuiIoKeH K JoroBopaM. [IpoTokos
pasHoryacuii k Joropopam. @opmbl MPOTOKOJIOB Pa3HOIJIACHH.
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, ClielalbHble, FreHepaibHble. OOpa3ibl
JIOBEPEHHOCTEIA.

B ToM 4nciie NPAKTHYECKHUX 3aHATHH

IpakTnyeckoe 3ansitue 3.CocraBienue u opopMIIeHHE TOTOBOPOB

N

OK 01.- OK 05.,
OK 09.- OK 11.
JIP 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
KOMMEpYECKHX THceM. PexBM3UTHI (QopMyisipa KOMMEPUYECKOTO
nucbMa. OcoOble TpebOBaHMS K TEKCTaM KOMMEPYECKUX IHCEM.

OK 01.- OK 05.,
OK 09.- OK 11.
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. OdopmieHne JOMONHEHWH ©  crnenudukanmii K
KOHTPaKTaM.

B ToMm uncae MPAKTUYICCKUX 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
oOecnieueHuto ynpasieHus. CoctaB U yu€r o0bEMa TOKyMEHTO000poTa
OpeanpusTHii U oprauuzauuii. KoHTposib UCTIONHEHHs JOKYMEHTOB.
CuctemaTtu3zanus TOKyMEHTOB U UX xpaHeHue. HomeHnknarypa jaei.
B3aumoneiictBue ciyx6 JIOY 1 Be1OMCTBEHHBIX apXHUBOB MPH
(GOpMHPOBaHNUN OCHOBBHI JUISI TTOCTIETYIOIIETO XPAHEHUS U
UCIOJIb30BaHUs IOKyMEHTOB. ENMMHCTBO TpeOoBaHMI K XpaHEHHUIO
JIOKYMEHTAITH B JICIOTIPOU3BOJICTBE M apXUBE.

B ToM 4nciie NPAKTHYECKHUX 3aHATHH

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

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

OK 01.- OK 05.,
OK 09.- OK 11.
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.- OK 05.,
OK 09.-OK 11.
JIP 13
JIP 14
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IIpakTuyeckoe 3anaTne 6.00paboTKa BXOIANINX JTOKYMEHTOB 2
Tema 7. Copnepxxanue yueOHOIro MaTepuasa 4 OK 01.- OK 05.,
®opmupoBaHue aes 1.TpebGoBanus k popmupoBanuto aen. CucremaTuzanus OTAeIbHBIX 2 OK 09.-OK 11.
KaTeropuil TOKyMEHTOB JIP 13
B ToM unciie NPaKTHYECKHX 3aHATHI 2 JIP 14
IIpakTuyeckoe 3anaTue 7.OopMHpOBaHUE JIENA. 1
IMpakTuyeckoe 3anaTue 8.CucremMaTu3aius JOKYMEHTOB T10 1
MePEeTnCKe.
Tema 8. [loaroroska Conep:xanue yueOHOT0 MaTepHaJia 4 OK 01.- OK 05.,
JeJI K mocJIeayriuemy 1.0dopmnenue aen. ONUCh TOKYMEHTOB, HAXOASIIUXCS B JIENE. 2 OK 09.- OK 11.
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

I[J'I}I XapPaAKTCPUCTHKU YPOBHA OCBOCHUS yqe6H0r0 MaTepHraia UCIIOJIb3YIOTCA CICAYIOIIUEC 0003HaYCHHS:

— 03HAKOMMTEIIbHBIN (y3HaBaHI/Ie paHeC U3YyYCHHBIX 06LeKTOB, CBOﬁCTB);

- perO,Z[YKTI/IBHHﬁ (BBIHOJ'IHCHI/IC JACATCIIBHOCTH I10 06p331_[y, HUHCTPYKIIMH UJIH I1O pYKOBOI[CTBOM)
- HpO,Z[YKTI/IBHHﬁ (HJ'IaHI/IpOBaHI/IC " CaMOCTOATCIIbHOC BBIITIOJIHCHUEC ACATCIBHOCTU, pCIICHUC HpO6J’ICMHLIX 38.,[[3‘{)
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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
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".

4. ®oHA OLEHOYHBIX CPEICTB JUCIUNINHBI
4.1. Pe3yabTaThbl OCBOEHUS YUeOHOM TMCUMILUINHBI, MO/JIeKalUe POBepPKe

CDOpMBI HpOMeX(YTOqHOﬁ ATTCCTAllUU 110 CCMECTPAM!

Ne cemecTpa

dopMa KOHTPOJIA

3

9K3aMCH

B pesynabTate mpoMexyTOUHOH arTecTalud MO Y4eOHOH IUCIUIUIMHE OCYIIECTBIISETCS
KOMIIJIEKCHAsI TPOBEpKa CIIEYIONNX YMEHUI U 3HAaHUMH, a Takke GOPMHUPOBAHUS KOMIIETCHIIUMI:

Pe3yibTaThl 00y4yeHusi: yMeHUs,
3HAHUA

IMoka3aTeu OLIEHKH pe3yJibTaTa

dopma

KOHTPOJISA 1
OlLleHUBAHMS

Ymers:
V1. COOTBETCTBUU C
HOpPMaTUBHOM 0a3ol, HCHoNb3yd

Hannexamee opopmiienue
OpTraHU3aIMOHHO-
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I/IH(l)OpMaHI/IOHHI)Ie TCXHOJOIMKU H
CpcacTBa OPIrTCXHUKU,

V2. HUCHOJIL30BaTh
YHAPUITUPOBAHHBIC CHUCTEMBI
JIOKYMEHTAIUH;

V3.ocymiecTBiasTh
MIOKCK JIOKYMECHTOB;
V4. ucrionp3oBaTh
TEJICKOMMYHHUKAIMOHHBIC
TEXHOJIOTHH B 3JIEKTPOHHOM
JIOKYMEHTO000pOTE

XpaHEHUE U

OK 01-05, OK.09-11

pacropsIuTeIbHOM, CIIPABOYHO-
MH(POPMAIIMOHHOW U IPYTUX BHJIOB
JOKYMCHTAIUH;

MPaBUIILHOE BEJICHHE U XpaHEHHE
JTOKYMEHTOB; HCITOJIb30BaHHE
COBPEMEHHBIX TEXHOJIOTUHN IS
BEJICHUS JJOKYMCHTAIIH
odopmIIsIeT OpraHN3aIMOHHO-
pacropsiIuTeIbHbIE TOKYMEHTHI B
COOTBETCTBUU C ICUCTBYIOLIUM
I'OCTowm;

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

oopMIIIeT JOKYMEHTBI JISI
nepeiadu B apXuB OpraHu3alIliy,

3HaTh:

31. OCHOBHBIC MTOHATHUS
JIOKYMEHTAIIMOHHOTO  O0ECIICUCHUS
yIpaBICHUS;

32. OCHOBHEIC 3aKOHOJATCIbHBIC

U HOpMaTHBHBIE aKTbl B 00JacTH
JIOKYMEHTAllMOHHOTO  O0ecreyeHus
yIpaBJICHUS;

33.  menu, 3a7a4d U TPHUHIIMIIBI
JOKYMEHTAIMOHHOTO ~ 00ecredeHust
yIIpaBJICHUS;

34.  cucTeMbl
JOKYMEHTAIMOHHOTO  00eCTeueHUs
yIpaBJICHUS;

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

36.  oOmwue IpaBUJIa
OpraHu3aluu padoThI c
JIOKYMEHTaMU;

37.  COBpEMEHHBbIE
UH(POPMAaIMOHHbIE TEXHOJIOTUU
CO3JIaHUs JOKYMEHTOB "
aBTOMAaTH3allMU JOKYMEHTO000pOTa;
38. OpraHu3amnui  paboTel ¢

AJIIEKTPOHHBIMU JOKYMEHTaMHU;

39. BUJIBI  OPITEXHUKHM U
CcrocoObl €€ HMCIIOJIb30BaHHUS B
JIOKYMEHTAIIMOHHOM  O0ecCTrieYeHUH
YIpaBJICHUS.

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

YMEJIO MOJIb3YETCs OPTrTEXHUKOM;
aKTUBHO pabOTaeT C 3IEKTPOHHBIMU
JOKYMEHTaMH.

YCTHBIH OIpoc,
TECTUPOBaHUE,
paKkTU4ecKas
pabora
CaMOCTOSITeNIbHAs
paborta

9K3aMEH
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OK 01-05, OK.09-11
PopmupyemMble KOMIETEHIIMHN |
Kon HaumenoBanue koMnereHuu @DopMbI U METOBI
¢popmupyemoit KOHTPOJIA ¥ OLEHKHU
KOMIIeTeHIIUH pe3yJ1bTaToB
o0yueHust

OK 01. Bri6upath CIIOCOOBI perieHus 3a/1a4
npoeCCUOHATBHON JIeATEIbHOCTH MPUMEHUTEIHHO
K Pa3JINYHbIM KOHTEKCTaM.

OK 02. OcCymiecTBIATh TOWCK, aHAJIN3 W HMHTEPIPETAINIO | YCTHBIN OIPOC,
uHpopManuu, HeoOX0AUMOMN JUIsl BBIIOJIHEHHS 3a7a4 | TECTUPOBAHHE,
pohecCHOHATLHOM IeATEIHHOCTH. npakThyeckas padbora

OK 03. [InanupoBaTh U  peajgM30BBIBATH  COOCTBEHHOE | CAMOCTOSATEIbHASA
poeCCHOHATTLHOE M IMYHOCTHOE Pa3BHUTHE. pabora

OK 04. Pabortarp B KoOJUIeKTHBE M KOMaHAe, YPPEKTHBHO | IK3aMEH
B3aMMOJICHCTBOBAaTh C KOJUIETaMU, PYKOBOJCTBOM,

KJIMEHTaMH.

OK 05. OcymecTBiATh YCTHYIO u MHCbMEHHYO
KOMMYHMKAIIMI0O Ha TOCYJAapCTBEHHOM SI3BIKE C
Y4ETOM OCOOEHHOCTEH COLMAIBbHOIO U KYJIbTYPHOI'O
KOHTEKCTA.

OK 09. Hcnonb3oBate WHGOPMALMOHHBIE TEXHOJIOTUU B
npodeccuoHaNbHOM e TENbHOCTH.

OK 10. [Tonp3oBaTbes mpodeccHoHaNnbHOM JOKyMEHTaluen
Ha TOCYJJapCTBEHHOM M MHOCTPAHHOM SI3bIKaXx.

OK 11. Hcnons3oBarts 3HaHUA 1o ¢buHaHCOBOM
IrPaMOTHOCTH, IJAHUPOBATh MPEANPUHUMATEIbCKYIO
JeSITebHOCTh B PO eCcCHOHATIBLHOM cepe.

JIP 13 CobOmromaronuii B cBoed MpoeCCHOHATBHOM ACSITEIBHOCTH JTUUYECKHE
MPUHIUIBI YECTHOCTH, HE3aBUCUMOCTH, MPOPECCHOHATBLHOIO CKENTHIIN3MA,
MIPOTUBOAECUCTBUS KOPPYNLIHMHU U DKCTPEMHU3MY, OO0JIaJarOlIMi CHCTEMHBIM
MBIIIJICHUEM W YMEHHMEM IIPUHUMATh pELICHHE B YCIOBUSAX pHUCKA U
HEOIpeAeIEeHHOCTU

JIP 14 ['oTOBBIf  COOTBETCTBOBAaTh  OXKHMJAHMUAM  paboTofarenel:  MPOEKTHO-

MBICISIIIAN, 3(PGEeKTHBHO B3aMMOJIEHCTBYIONIMNA C YJICHAMH KOMaHIbI |
COTPYAHMYAIOIIMK € JPYIMMH JIIOAbMH, OCO3HAHHO  BBIINOJHSAIOIINAN
npodecCuOHATbHBIC TpeboBaHUs, OTBETCTBEHHBIN, MMYHKTYaJIbHBIH,
JUCLUIUTMHUPOBAHHBIN, TPYIOIIOOUBBIH, KPUTHYECKU MBICIISLIUHA,
HalleJICHHbI Ha JOCTHKEHHWE IOCTABJICHHBIX LEJIeH; JEMOHCTPUPYIOLIUN
po(eCCHOHATIBHYIO )KU3HECTOUKOCTD

4.2. MeToanka NpuMeHeHHsI KOHTPOJIbHO-U3MEePUTEJbHBIX MATEPHAJIOB
KoHTposb 3HaHU# 00y4aromuxcst BKIOYALeT:

Texkyuuit KOHTPOIIb B (popMe TECTUPOBAHUS, YCTHOTO OIpOca, MPaKTUIECKO padoTHhl,
CaMOCTOSITENIbHON PabOTHI

[TpomeskyTouHyr0 aTTecTaluio B OopMe IK3aMeHa
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4.3. KOHTPOJIbHO-U3MepUTeIbHbIe MATEPHAJIbI BKJIIOYAIOT:

4.3.1. TunoBble 3aJaHNs 1JIsl OLEHKH 3HAHUI U YMEHUIl TeKYyIIero KOHTPOJIsi
KoHTpomb 1 OlLIeHKa pe3ysIbTaTOB OCBOCHUS TEMBI OCYIIECTBIISIETCS IIPEnojaBaTesieM B polecce
BBIMOJIHEHHS 00YUYaAIOIIMMHUCS MHIMBUAYAIBHBIX 3a/IaHUi (opMe TECTUPOBAHHMS, YCTHOTO
oTpoca, MPaKTUIECKON pabOThI

Koumponvno — uzmepumenvhvie mamepuanvl 015 MeKywe20 KOHMPOIL NO Y4eOHOU
oucyuniure

HpaKTI/IquKHe 3a/laHusA, IIPCAIoJararouuce IMMCbMEHHBIH 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. CocraBuTh cBOAHBIN Mpuka3 «O npueme Ha paboTy»

4. B paznaTouyHoM MaTtepuale (OpraHu3alliOHHO- pacOPsAIUTENIbHbIE JOKYMEHTbI) BBIIBUTh
HEJIOCTAIOIINE PEKBU3UTHI U TPOCcTaBUTh MX B cooTBeTcTBUM ¢ ['OCT 6.30-2003

5. Coznath 1 0OPMUTH pe3roMe

OGpa3zerr TeCTOBOTO 3aJaHUs:

1) Kakoii Bug nHGOpMaIK TECHO CBSI3aH C MPOLIecCaMU YIPaBJICHUS KOJJIEKTUBAMMU:
a) Hay4Has;

0) colranbHO-2KOHOMHYECKAs;

B) KyJIbTypHAas;

') TEXHUYECKas;

1) HET MPaBUIILHOTO OTBETA.

2) O6s3arenbHble HH(POPMALMOHHbIE 3IEMEHTHI 0(hOpMIIeHHUs O(DUITHAIBHOTO JOKYMEHTA!
a) CTaH/IapT;

0) pEeKBU3HT;

B) YCJIOBHBIE 0003HAUEHUS;

T') BU3a ¥ rpug;

1) HET IPaBUJILHOTO OTBETA.

3) Kto BriepBbie ipeniosku1 yHU(PUKAIUIO CTYKeOHOW MEepernuCKu:
a) Ilerp I;

6) nexper CHK;

B) B.1.Jlenun;

r) M.M.CniupaHckuii;

1) HET MPaBUIILHOTO OTBETA.
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4) VIcxoaHbIi MpaBOBOM aKT, ONPEACIISIONINN rOCYJapCTBEHHYIO TTOJIMTHKY B chepe

UH(OPMAIMOHHO-IOKYMEHTAIIHOHHOTO O0OMEHa:
a) ¢3 Ne149-03 «O6 unbopmaru, HHGOPMAIIMOHHBIX TEXHOJIOTHAX M 3aIIUTe HHPOPMALIHH,;

6) TC/IOY:;

B) Koncrurymus PO;

r) TOCT;

,I[) HET IMPAaBUJIBHOI'O OTBETA.

5) Ilo HauMeHOBaHMIO TOKYMEHTHI ObIBAIOT:

a) aKThlI;

0) OpUTHHAIIBI;

B) oTOMaTepuansr;

I') KOH(UACHIIMATbHBIE TIOKYMEHTHI;
1) HET IPaBUJIbHOT'O OTBETA.

6) K pacniopsinutenbHON JOKYMEHTAIIMH OTHOCSATCS:
a) TOJIOKEHHUS;
0) MOCTaHOBJICHUS;

B) aKThl;

T') MPOTOKOJIBI;
1) BCE OTBETHI BEPHBI.

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

0) Gy1aHK MHCHMA;

B) THIOBOH OJIaHK;

r) GJIaHK KOHKPETHOTO BH/Ia JOKYMEHTAa;
1) BCE OTBETHI BEPHHBI.

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

6) Ilpunoxenue Ha c.17;

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

r) [Ipunoxenue A, c.26.;

. HET MPaBIJIFHOTO OTBETA.

9) IIpaBoBoit aKT, OMpeEIAIONMINN TOPSI0K 00pa30BaHus, TPABOBOM CTAaTyC, IIPaBa,

00513aHHOCTH:
a) IITaTHOE PaCIiCaHuE;
0) MmoJIoKeHuUe;

B) yCTaB;

I') MHCTPYKIIUS;
1) HET IPAaBUJILHOTO OTBETA.

10) JloxnanHas 3amucka COAEPKUT CIIETYIOIINE PEKBU3HUTHI:

a) rpud;
0) Bu3a;

B) PE30JIIOIUS;
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I') OTTUCK TI€YaTH;
J1) HET IPaBUJILHOT'O OTBETA.

11) BeiaensroT ciieiytonye BU bl 1€I0BOM MEePernucKu:
a) 10 BOMPOCAM TE€XHOJIOTHH;

0) 1o BoIpocaM IPOU3BO/ICTBA;

B) 10 BOMIPOCaM COBITA;

I') [10 BOIIPOCaM KallUTaIbHOI'O CTPOUTENILCTBA;

1) BCE OTBETHI BEPHBI.

12) Ilpuka3 nmo muuyHoMmy coctaBy ¢. NeT-1:
a) o rpueMe Ha padoTy;

0) 00 yBOJIbHEHUH;

B) O IIPEJIOCTABJIEHUU OTITYCKa;

I') O MOOIIPEHUH;

1) HET MIPaBHIILHOTO OTBETA.

13) B nuyHOE €710 BXOAST CIAEAYIOIINE JOKYMEHTHI:
a) aBToOuorpadus;

0) 3asiBIeHUE O IIpUeMe Ha padoTy;

B) XapaKTEPUCTHUKA;

') aHKeTa;

1) BCE OTBETHI BEPHBI.

14) B Tpy10BYy10 KHUKKY BHOCSITCS:
a) cBelleHUs 0 pabOTHHKE;

0) cBeneHus o pabore;

B) CBE/ICHUS O HArPaKICHUSIX;

') cBeIcHUSI 00 OTKPBITHSIX;

1) BCE OTBETHI BEPHBI.

15) Kak monro xpaHstcs B OT/ieje KaJpoB TPYAOBbIe KHIDKKU, HE TIOJYYCHHBIE UX BiaJiebllaMH
MOCJIC YBOJIbHCHHS:

a) 1 mecsr;

0) 6 mecsIeB;

B) 2 rona;

r) 10 ner;

1) HET IPAaBUILHOTO OTBETA.

4.3.2. TunoBble 3aJaHUs A8 OUEHKH 3HAHMHA M yMeHHMH MPOMEKYTOYHOMH
arrecTauuu

Koumponoho — usmepumenvnvle mamepuanvt Oisi BPOMENCYMOYHOU AMMECMayuu no
VuebHOU Oucyuniune

1. JIOKyMEHT: OCHOBHBIE MTOHATHUS, CIIOCOOBI TOKYyMEHTHPOBAHUSI.
2. Nudopmanus u JOKyMEHT.
3. YHu}UKanusa U cTaHAapTU3alMs KaK OCHOBHOE HAIIPaBJI€HHE COBEPILIEHCTBOBAHUS

nokymeHTOB. 'OCTrr Ha YCJI. CuctemMbl TOKyMEHTAIIUH.
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4, XapakTepucTuKa, CocTaB U coaeprkanue aeiictsyroniero 'OCTa.
S. Cocra pexsusutoB OP/], mpaBuna ux ohopmieHus.
6. [IpaBunia opopmiieHus, U3TOTOBJICHHUS, YU€Ta, UCIIOIb30BAHMS U XpaHEHUs OJJaHKOB
OpTaHHU3aIHIH.
7. XapakTeprucTUKa U COCTAB OPraHU3aIMOHHBIX JOKYMEHTOB.
8. XapakTepHucTHKa U COCTaB CIIPABOYHO-UH()OPMAIIMOHHBIX JIOKYMEHTOB.
9. XapaKkTepucTUKa U COCTaB PACIIOPSIUTEIbHBIX TOKYMEHTOB.
10.  OcobOeHHOCTH TOKYMEHTUPOBAHHMS JIEATEIHPHOCTH KOJUIETHAIBHBIX OPTaHOB.
11.  JlenoBas mepemnucka: BUIbI U TPEOOBAHUS K COCTABICHUIO H O()OPMIICHHIO.
12.  Jlenonpou3BOJCTBO KaK (DYHKIMS yIIPaBIICHHUs, COBPEMEHHbIE TPEOOBAHUS K €T0
OpraHH3aIiH.

13. Cnyx0a TOKyMEHTAIIMOHHOTO O0eCreYeHus yrpaBiieHus: QyHKIUU, CTPYKTYpa,
JOJDKHOCTHOM COCTaB, HOPMATHBHBIC MAaTEPUAIIBI.

14. OO01yre NPUHIUITBEI OpraHUu3aIuu JTOKYMEHTO0000poTa. OCHOBHBIC ATAITBl TEXHOJIOTUH
paboThI ¢ JOKYMEHTaMH.

15.  IlepBonauanbHast 00pabOTKa TOKYMEHTOB B YUPEKICHHH.

16.  TexHonorus pacCMOTPEHUsS JOKYMEHTOB B YUPEKIACHUH.

17.  Peructpanus 1OKyMEHTOB KaK IpOLECC CO3/jaHus OaHKa JaHHBIX O JOKYMEHTaX
OpraHu3aInHg.

18.  KoHTpOIb UCHOJIHEHUS TOKYMEHTOB.

19. DKcnepTu3a UEHHOCTH JIOKYMEHTOB.

20.  OcHoBHbIE TpeOOBaHMS K OpraHU3alUU XPAHEHUS HCIIOJHEHHBIX JT0KYMEHTOB.

21. Bunst Homenkmatyp nein. Iopsigok coctaBneHust 1 opopMIIeHHUS.

22.  Cpoku XpaHEeHHUs JOKYMEHTOB.

23.  IlpaBuia moAroTOBKH JEN K C/lavye B BEJIOMCTBEHHBIN apXUB.

24.  ApxuBHOE XpaHEHHE JJOKYMEHTOB.

25.  CocraB HOPMATHUBHBIX JIOKYyMEHTOB, PErJIaMEHTUPYIOIINX COCTAaBICHHE U 0(OpMIICHUE
JIOKYMEHTOB, UX XapaKTE€PUCTHKA.

26.  CocTaB HOPMATUBHBIX JIOKyMEHTOB, PErJaMEHTUPYIOIINX OPTraHU3aINI0 PadOTHI C
JIOKYMEHTaMH B YUPEKJCHUH, UX XapaKTePHUCTUKA.

27.  Tlopsmox yHUYTOKEHHS TOKYMEHTOB.

4.4. Kputepuu M noka3ateju OleHMBAHUS
JlJ1s1 TeKy1ero KOHTpoJs

Ouenka | @opma koutpoass | Kpurepuu IToxa3zaTenu oeHUBAHUSA
OLICHMBAaHUS
«5» CamocrositensHas u | [lonHoTa, OTBeTHI Ha MOCTaBIEHHBIE BOIPOCHI
IIpaKTU4ecKast [IOCJIEIOBATEIbHOCTh U | U3JIAraroTCs JIOTUYHO,
pabota JIOTUYHOCTH OTBETA MOCNIEZIOBATEIbHO U HE TpeOyloT
JIOTIOJTHUTEIBHBIX MOSICHEHUH.

[TonmHO packpeIBalOTCA NPUYUHHO-
CleICTBeHHbIE CBsi3u. Jlemarorcs

000CHOBaHHbLIE BBIBOJIBI.
JleMOHCTpUpYIOTCS riryookue
3HAHHS MaTepHaa.

«4» CamocrosrenbHaa u | I[TomHoTa, OTBeTHl Ha MOCTABJICHHBIE BOMPOCHI

IMPAKTUYCCKaA MOCJICAOBATCIIBHOCTG W | U3JIAarartOTCd CHUCTEMATU3HUPOBAHO U
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pabora JIOTUYHOCTh OTBETA MOCJIEIOBATEIBHO, HO B
HEJ0CTaTOYHOM o0Bbeme. Marepuai
U3JIaraeTcs YBEPEHHO.
JemoHcTpupyeTcs yMEHHE
AHAJIM3UPOBATh MaTepuaj, OAHAKO
HE BCE BBIBO/IbI HOCSAT
apryMEHTUPOBAHHBII u
JIOKA3aTeJIbHBIN XapaKTep.

«3» CamocrositensHass u | [lonHoTta, Jlonyckarorcs HapyLIECHUs B
IIpaKTHYECKast IIOCJIEIOBATEIbHOCTh U | IIOCJIENOBATEIBHOCTH  M3JI0KEHUS.
pabora JIOTUYHOCTh OTBETA HenonHo packpbiBatOTCS IPUUUMHHO-

CJIEICTBCHHBIE CBSI3H.
JIeMOHCTpUPYIOTCA TOBEPXHOCTHBIE
3HaHUSA ~ BOIpOca, € TPyIOM
pEIIAIOTCS  KOHKPETHBIE — 3a/1auu.
Nwmerores 3aTpyAHECHUSA c
BBIBOJIAMM.

«2» CamocrostenbHast u | IlonHora, Marepuan W3JIaraeTcs
MpaKTUYeCcKast MOCIIEA0BATENbHOCTh U | HEMOCIEA0BATENbHO, COMBYMBO, HE
pabora JIOTUYHOCTB OTBETA IIPENCTABIISIET OINPEIECTICHHOU

CUCTEMbl 3HAaHMM MO JUCUHUILIMHE.
He  packpeiBatoTcs  NpUYMHHO-
CIIEICTBEHHbIE CBsI3M Mexnay. He
MPOBOAUTCS  aHanu3.  BuIBoAbBI
OTCYTCTBYIOT. OTtBeTbl Ha
JOTIOJIHUTEIIbHBIE BOIIPOCHI
OTCYTCTBYIOT.
Ouenka | @opma KOHTPOJIA Kpurepun onenuBanus

«5» TecroBoe 3ananne 85 — 100%

«4» TecroBoe 3ananne 75— 84%

«3» TecroBoe 3ananne 50 — 74%

«2» TecToBoe 3ananue Menee 50%

JlJ1s IpOMeKyTOYHOM aTTecTaluu
Ouenka | ®opma Kpurepun IToka3zaTeu oeHUBAHUS
KOHTPOJISA | OLleHMBAHUS
«5» DK3aMeH [IpaBunBHOCTH CTyleHT JOCTHI BBICOKOTO  YPOBHS
BBIYMCIICHU, cOPMHPOBAHHOCTH  3HAHUM M YMEHMH.
IIOJIHOTA, YcnemHo ocBetTwsi Ha  OJOK  BOMPOCOB.
nocJyea0BaTenbHOCTh | M3mokeHne marepuaia B X0[€ OTBETA IIOJHOE,
peneHus MIOCJIeI0BATENBHOE, IpaMOTHOE. B Xxone orBera
SICHO UyBCTBYETCS IOHMMAaHHUE MaTepuasia
«4» DK3aMeH [IpaBunBHOCTH Crynent goctur 0a30BOTO  ypOBHS
BBIYMCIICHU, COPMHPOBAHHOCTH  3HAHMM U yMEHHWIl.
IIOJIHOTA, N3noxenne MaTepuaioB ITOJIHOE,
IIOCJIEA0BATENBHOCTD | OCIENOBATENBHOE B COOTBETCTBUU C
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peleHus TpeboBaHUSAMH  mporpammbl.  JlomyckaroTcs
HECYIIECTBEHHBIE  CTHUJIMCTUYECKHE OIIMOKH.
CTyzneHT BBINOJHUI PEKOMEHJAIMM, JIaHHBIC
IIPENogaBaTesIeM
«3» OKk3ameH ITpaBrIIBHOCTB CryzneHT AOCTUI MUHUMAJIBHOIO YPOBHS
BBIYMCIICHH, cOPMHPOBAHHOCTH  3HAHMA W yMEHWIl.
IIOJIHOTA, W3noxxeHne maTepuanos HenonHoe. M3noxenue
IIOCJIEZI0BATENBHOCTD | MaTEpUana B XOJ€ OTBETa HE BE3J€ CBA3AHO C
peleHus npuiokeHueM. JlonyckarTces OuMOKH.
«2» OK3amMeH IIpaBunBHOCTH CTyneHT He JOCTUI MHHHUMAJIbHOIO
BBIYNCIICHUH, YPOBHS C(POPMHUPOBAHHOCTH 3HAHUM M yMEHHIA.
IIOJIHOTA, N3noxenne MaTEpHAJIOB HEIOJHOE,
nocjenoBaTenbHOCTh | OeccuctemMHoe.  CymiecTBYOT — (pakTHyeckue
penieHus OIIMOKHU B OTBETE.

5. YCJIOBUS PEAJINZALIAU ITPOT'PAMMBI TUCIHUIIJIUHBI
5.1. Jisa  peanu3all  OpOrpaMMbl  y4eOHON  TUCIMIUIMHBI  JOJDKHBI  OBITh

NPEIYCMOTPEHBI CICAYIOIINE CICIHAIbHBIC MOMEIICHHS: YdueOHas ayauTOpHs, OCHaIllCHHAs
obopymoBanueM: YueOHas mebens, [TK-1, tocka

KaOuHeT 5KOHOMUKO- (PMHAHCOBBIX IUCHHUIUIHH U OYXTaJITepPCKOTO YUETa
OCHAIIICHHBIH 000pyIOBaHHEeM: YueOHas MeOenb, HarIsgHble MOCOOWs (CTEHABI, TUIAKATHI),
nocka, [1K, CIIC KoncynbsranT [Tnroc

6.MudopmanuonHoe obecrevyeHre peajanu3amuu MPorpaMmbl

Jns peanuzanuu mporpamMmbl  OMOIMOTEeYHBIH (HOHA 0O0pa3oBaTeIbHOW OpraHU3aAlUuU
JIOJIKEH UMETh IIeYaTHbIE W/WIK 3JIeKTPOHHBIE 00pa3oBaTeIbHble U MH(POPMAIIMOHHBIE PECYPCHI,
pexomennoBanuele  OYMO, 11 wucnonb3oBaHHMA B oOpa3oBarenbHOM mporiecce. [lpu
dbopmupoBannn OnbMoTedHOro (PoHIa 00pa30BaTEIBLHON OpTraHU3alel BEIOUpaeTCs HE MEHEe
OJIHOTO M3JIaHUS U3 MEPEUNCICHHBIX HIDKE MEYaTHBIX U3TaHUNA U (WMJIH) SJICKTPOHHBIX U3JIaHUH B
Ka4uCCTBC OCHOBHOI'O, ITPU 3TOM CITMCOK, MOXKCT OBITH JOIIOJTHEH HOBBIMU U31aHUSAMU.

6.1. OcHOBHbIE NMeYaTHbIE H3TAHUS

Criucok rocy1apCTBEHHBIX CTaHIapTOB

I'OCT P 7.0.97-2016. Harmmonaneusiii crangapt Poccuiickoit deneparnuu. Cucrema
CTaHJApTOB IO HH(pOpMAMU, OUOIMOTEUHOMY U U3JIaTeNbCKOMY Jeny. OpraHu3aloHHO-
pacniopsiauTenbHas ToKkymMeHTanus. TpeboBanus k oopmieHuto 1okymeHToB" (yTB. [Ipukazom
Poccranpapra ot 08.12.2016 N 2004-ct) (pen. ot 14.05.2018)

OcHoBHasl TuTEpaTypa:

1./loxymenTanmonHoe odecredeHue yrnpasieHus (JIeI0MPOn3BOICTBO) : 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 mporpaMme MPUBOUTCS
nepeyeHb MeyaTHBIX W/WIN AJIEKTPOHHBIX 00pa30BaTeNIbHbIX W3/IaHuH, pekoMeHayeMbix DYMO
CIIO nyist ucnionib30BaHus B 00pa30BaTeIbHOM MpoIiecce.

6.2. OcHOBHBIE YJIEKTPOHHbIE U3IAHUS
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B npumepHoit mporpamme NPUBOAUTCS MIEPEUEHB MEUATHBIX W/MIIH JICKTPOHHBIX
obOpazoBarenbHbIX H3ganui, pekomeHayeMbix ®YMO CIIO st ucnosib30BaHus B

00pa3oBaTesIbHOM Ipoliecce. DIIEKTPOHHBIE pecypcChl (He yueOHbIC U3aHMs) YKa3bIBAIOTCS B
JIOTIOJTHUTEIIbHBIX UCTOYHUKAX.

6.3. JlonmoiHUTEIbHbIE HCTOYHUKH (TIPU HEOOXOIUMOCTH )

1. Jenosas nepernucka : y4e0.-pakrt. mocodoue / M.B. Kupcanosa, H.H. Anonuna,
IO.M. AKCEHOB. — 3-¢ U3I. — M.: HNHOPA-M, 2019
http://znanium.com/catalog/product/989805

2. JIOKyMEeHTaIlMOHHOE ~ OOeclieueHUe  yIpaBlCHHS  NEPCOHAIOM:  YueOHoe
nocobue/bynar P. E. - M.: HUILL NH®PA-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://sbiblio.com/biblio/archive/kirsanova deloproisvodstvo/00.aspx
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