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1. O0ue MoI0KeHUu

1.1. O6saacTh NpUMEHeHHsI MPOTPAMMBI

PaGouas mporpamma JUCIUIUTMHBL «/[OKyMEHTAIlMOHHOE O00ECTICUeHUE YIIPABICHUS SIB-
JSIETCSL YaCThI0 OCHOBHOM MpodeccHoHaNbHOM 00pa3oBaTeIbHON MPOTrPaMMBI B COOTBETCTBHH C
®I'OC o cnermanbHocTH CITO 38.02.01 «OKOHOMHKA U OYXTaNTEPCKUN YUET (IT0 OTPACIISIM)».
1.2. MecTo QMCHUIUVIMHBI B CTPYKTYpe OCHOBHOH NpodecCHOHAJIbHOI 00pa3oBaTebHOM
NMPOrpamMMbI:

Huctummuaa OI1.05 «JlokyMeHTalmoHHOEe 00ecIeueHUE YIIPaBICHUS» OTHOCHTCS K 00-
HIenpopecCuOHANbHBIM AUCHUTIIMHAM.

1.3. e 1 3aga4m y4eOHOM JMCHUIJIMHBI — TPEOOBAHUSA K Pe3yJIbTaTaM 0CBOeHUs y4eOH o
AUCHUIJIMHBI:

Lenp qucuUIITMHBI — OpraHu3anus padoThl C JOKyMEHTAMU ¢ MOMEHTA MX CO3JaHUS WU
MOJIyYeHUs 710 3aBEpUICHUS UCTIOTHEHMsS M0 HUM U Iepefadya Ha XpaHEHHUe, a TaKkKe U3ydeHHe
MPOLEAYP COCTaBICHUS U O(QOPMIICHHS JOKYMEHTOB, OTPAXAIOIINX YIPABICHUECKYIO JesITelNb-
HOCTb IIPEANPUSATHS, B COOTBETCTBUU C COBPEMEHHBIMU TPEOOBAHUSIMH.

3ajaun U3y4eHus TUCHUTITAHBL

— (¢hopMUpOBaHKE PALMOHATBHBIX MOIX0J0B K OpraHu3aluu paboThl C TOKYyMEHTAMU;

— U3Y4YEHHE COBPEMEHHOW TEXHOJOTUU BHITIOJHEHHSI AETONPOU3BOICTBEHHBIX OMEPALINA;
onpeaenuts Mecto JIOY B mpoleccax ynpaBiaeHUs;

— O3HaKOMJIEHUE CTY/IEHTOB C COBPEMEHHBIMU THUIIOBBIMU CTPYKTYpamu ciyx0 JJOVY.

1.4. Tlnanupyemble pe3y/ibTaThl 00y4eHHUs MO JAUCHHUIINHE
JucuunnuHa «J{okyMeHTalMoHHOe 00ecriedeHne yIpaBieHUs» 00eCeunBaeT OBIaJICHUE
CIEYIOIUMU KOMIETEHIUSIMHU:

Tabnuma 1.4.1 — IlepeyeHb 0OMUX KOMIIETEHIIUN

Kon HaumeHnoBanue
KOMIETEHIIUH KOMIIETEHIIMH

OK 01 BeiOupate crioco0s! pemienus 3aaa4 npodeccuoHalbHON AesITeIbHOCTH TpU-
MEHHUTEJIHO K Pa3JIMYHbIM KOHTEKCTaM.

OK 02 Ocy1miecTBIATh MOUCK, aHAJIU3 U MHTEpHpeTanno MHdopMauu, HeoOXoau-
MOM ISl BBIIIOJIHEHUS 33124 TPo(ecCHOHAIbHOM 1eTENbHOCTH.

OK 03 [TnanupoBaTh U peaan30BbIBaTh COOCTBEHHOE NMPO(HECCHOHAIBHOE 1 JIMYHOCT-
HOE pa3BUTHE.

OK 04 PaboraTh B KOJUIEKTHBE U KOMaHJIe, 3(pPEeKTUBHO B3aUMOICHCTBOBATh C KOJI-
JleraMu, pyKOBOJICTBOM, KJINEHTaMHU.

OK 05 OcCy1IecTBIISATh YCTHYIO M MUCBMEHHYK0 KOMMYHHKAIIAIO HA TOCYAapCTBEHHOM
s3bike Poccuiickoit deaepannu ¢ yauéToM 0COOEHHOCTEH COLMANIBHOTO U KYJIb-
TYPHOTO KOHTEKCTA.




OK 09 Hcnonp3oBate MHPOPMALMOHHBIE TEXHOJOTHMM B MPO(ECCHOHATBHON Jes-
TEJIBHOCTH.

OK 10 Bectu noxymeHTanuo npeAnpusITUs, yIpexKaeHU s, OPraHu3alid, COCTaBIATh
IPOEKTHl JOKYMEHTOB, B COOTBETCTBUHU C CYIIECTBYIOIIMMH HOPMAaMU U Ipa-
BUJIAMU HA TOCYJIAPCTBEHHOM M MHOCTPAHHBIX SA3bIKAX.

Tabmuma 1.4.2 — [Tepeyens nmpodecCHOHATBHBIX KOMIIETEHITAN

‘ IIK 1.1 ‘ OO6pabaTeIBaTh MEPBUYHBIE OYXTaNTEPCKUE JOKYMEHTHI.

Tabmuua 1.4.3 — CootHeceHue
U MPAKTHYECKUM OIIBITOM

BHU 0B JCATCIIbHOCTH CO 3HaHUAMHU, YMCHUSIMHU

Ko, HammMeHoBaHMe
OTO/TP!
(npu Hanuuuu npogh-
cmauoapma)/ Tpyno-
BbIe WM npodeccro-
HaJIbHBIE JICHCTBUS

Kox xommereH-
uun/
KO/, 3TaIia KoMIIe-
TEHLIHU

IToxazaTenu oLleHUBaHUS —
pe3yIbTaThl O0Y4eHHSI
(TpyIoBBIE AEWCTBUS, HEOOXOIUMBIC 3HAHUS, YMEHHS)

(VKA3b18a10MCsL 3HAHUS, YMEHUsL, MPYO08ble Oeticmeust COOm-
semcmeyrougett OT® [1C)

OK 01

Ha YPOBHE YMEHHUH: pacro3HaBaTh 3a/1a4y WK IpooaeMy B
Mpo(hecCHOHATHHOM HITH COITUAIEHOM KOHTEKCTE; aHAITH3HPO-
BaTh 337129y WU MMPOOJIEMY U BBIIETATH €€ COCTaBHBIC YaCTH;
OINPEACIIATh ATAIbl PEIICHHS 33a]]a41; BBISBIATE U 3P (HEKTHBHO
MCKaTh WHPOPMAIIHIIO, HEOOXOANMYIO AJIS PEUICHHS 3aa9H
VT TIPOOJIEMBI; COCTABHUTD TUTaH ACWCTBUS; OTPEACIUTh HEOO-
XOJIUMBIC PECYPCHI; BIaJICTh aKTyaJIbHBIMU METOIaMHU PpaOOThI
B IPO()eCCHOHANBHOMN U CMEXHBIX chepax; peain30BaTh CO-
CTaBJICHHBIN IJIaH; OLICHUBATh PE3YIbTAT U MOCIEICTBUS
CBOMX JICHCTBUM.

Ha YpOBHE 3HAHHI: aKTyaJIbHBIN MPO(hecCHOHAaIbHBIN U COIIU-
QJIbHBIN KOHTEKCT, B KOTOPOM ITPUXOIUTCS paOdOTaTh U KHTh,
OCHOBHBIC UCTOYHHUKY WH()OPMAITUN U PECYPCHI JUTSI PEIISHUS
3aa4 v mpooIeM B MpoecCHOHATFHOM W/WITA COIMATBHOM
KOHTEKCTE; aJITOPUTMbI BBITIOJIHEHHUS PabOT B IPOeCCHOHAIIb-
HOM M CMEXHBIX 00JIaCTSX; METOJIbI pabOTHI B POQECCHOHAIb-
HOM 1 CMEXHBIX cepax; CTPYKTypy IJIaHa JUIS PEeIeHs 3a-
ay; MOPSJIOK OIIEHKHU pe3yJIbTaTOB PELIeHHs 3a/1a4 podeccu-
OHAJILHOH eSITEILHOCTH

OK 02

[Ha YPOBHC 3HAHUH ! IMOHATHEC, LCJIU, 3aJa491 U ITPUHIHUIIBI JCJI0-
[IPON3BOJICTBA

Ha ypOBHE YMEHMIA: MCIOIb30BaTh YHUPHUIUPOBaHHbIE (POPMBI
TOKYMEHTOB

HA YpOBHE TPY/IOBBIX JCHCTBHIA: MPOBOIUTH aHATIN3 HH(pOpMa-
L1 O COCTOSIHUM CHCTEMBI JOKYMEHTALMOHHOTO 00eCIIeUeHHS
yIIpaBIeHUs opraHu3anuyi. BHOCUTE mpeioKeHns IO OpraHu-
3aIy ¥ COBEPIIEHCTBOBAHUIO CUCTEMBI IOKyMEHTAI[HOHHOTO
oOecreyeHus! yIpaBJIeHHUs OpraHu3aliu

OK 03

Ha YPOBHC 3HAHUH: CHCTEMEI AOKYMCHTAlTUOHHOT'O obecmeye-
HU S YIIPABJICHUS

Ha YPOBHEC YMCHHﬁZ OCBanBaTh TCXHOJIOI'MU aBTOMAaTU3UPOBAH-|

HOI 00pabOTKH TOKYMEHTAINH

! I[J'IH 06HII/IX KOMHGTCHL{I/Iﬁ NiepBas KOJOHKA MOKET HE 3al10JIHATHCA

5



Ha YPOBHE TPYAOBBIX JCUCTBUI: CAMOCTOSATEIBHO OIPEACIIATh
3aaur MPoeCCHOHATBHOIO M TMYHOCTHOTO Pa3BUTHS, 3aHH-
MaThCsl CaMOOOPa30BaHUEM, OCO3HAHHO IIJIAHUPOBATH TIOBHI-
[eHNe KBATH(DUKAITIH.

OK 04

Ha YpOBHE 3HAHHA: 0COOCHHOCTEW JTOKYMEHTHPOBAHUS KOJLIE-
THaJTbHOMN JIEITEIHLHOCTH,

Ha YPOBHE YMCHHﬁZ BECTU HOKYMCHTALIUIO IO ACATEIIBHOCTY
[KOJUICTUAJIbHBIX OpraHOB

Ha YpPOBHE TPYIOBBIX NeHCTBU: O3HaKOMJICHHE Pa0OTHUKOB
OpTaHMU3AINY C €€ JIOKATbHBIMA HOPMATHBHBIMH aKTaMH M Me-
TOAMYECKUMU JOKYMEHTAMH I10 JOKYMEHTAIIHOHHOMY 00ecTIe-
ueHHI0 yrpasicHus. KoHCyIbTUpoBaHUEe paOOTHUKOB OpPTaHMU-
3aIy 110 BOTIPOCAaM JOKYMEHTAIIMOHHOTO 00eCTIeYeH S yIIpaB-|
TeHMs1, 3aKPETUICHHBIM B €€ JIOKAThbHBIX HOPMATHBHBIX aKTax

OK 05

Ha ypOBHE 3HAHUI: TPEOOBAHUS K COCTABICHUIO U 0()OPMIICHUIO,
ITOKYMEHTOB

Ha YpOBHE YMEHHM: XpaHEHHE U IOMCK JOKYMEHTOB

Ha ypOBHE TPYIOBBIX ACHCTBUI: BeaeHue peructpailioHHbIX U
yaeTHbIX ()OPM JOKYMEHTOB opraHuzannu. Opranusanusi mne-
perayu JOKYMEHTOB MEXIY YPOBHSMHU yIIPaBICHUS, pYKOBO-
CTBOM, HCIIOJIHUTEJISIMHU B OpraHU3aluu

OK 09

Ha YpOBHE 3HAHUH: TEJIEKOMMYHUKALIMOHHBIE TEXHOJOTWU B
DIICKTPOHHOM JOKYMEHT0000poTe

Ha YPOBHC YMCHI/II\/'I: JOKYMCHTBI B COOTBECTCTBUM C HOPMATUB-|
HOM 0a30il ¢ MCIONIB30BaHHEM COBPEMEHHBIX HH(OPMAIMOH-
HBIX TEXHOJIOTUI

Ha YPOBHE TPYIOBBIX JIEUCTBUIl: HCIIOJIb30BAaTh OPTaHU3AI[UOH-
HbIe 1 TEXHUYECKHE CPEJCTBA ISl IEpeBOia B SIEKTPOHHBIH
BUJ JOKYMEHTOB U JOKYMEHTUPOBaHHOW MH(YOPMAIIK Opra-
Hu3auy. Vcnonap30BaTh OpraHn3aMoHHy0 OQUCHYIO TeX-
HUKY B paMKax cBoel nmpodhecCHOHATBHOM JeITeIbHOCTH.

OK 10

Ha YpOBHE 3HAHUI: 0COOEHHOCTH IOKYMEHTHUPOBAHUS KOJLIe-
CHATEHOM JesITETFHOCTH Ha TOCYTAPCTBEHHOM U MHOCTPAaHHBIX
SI3BIKAX;

Ha ypOBHE YMEHMII: BECTH JTOKYMEHTALUIO [IPEANPUSATHS,
y4peXeHUs, OPraHU3a1HU, COCTABIATD IIPOEKTHI JOKYMEHTOB,
B COOTBETCTBUU C CYLIECTBYIOIIMMHY HOPMaMU U IPaBUIIaMU
Ha rocyZapCTBEHHOM U MHOCTPAHHBIX SI3bIKAX;

Ha ypOBHE TPYHOBBIX JEHUCTBUI: BHECEHHE MNPEIJIOKEHUN 10
KpUTEPUSM JIJISi BBIOOpA CHCTEMBI AJIEKTPOHHOTO JOKYMEHTO-|
000pOTa I OpraHHU3aIMK Ha TOCYAApCTBEHHOM U MHOCTpaH-
HBIX SI3bIKaX.




[K.1.1.

Ha ypoBHE 3HaHWU: oOmue TpeOOBaHUS K OyXralTepCKOMY]
y4eTy B 4aCTH JOKYMEHTHPOBAHMs BCEX XO3SMCTBEHHBIX JCH-
CTBHIA U OTIPALHii; TOHATHE MEPBUYHON OYXTalTEPCKON JOKY-
MEHTAaIUK; OTIpeieTICHNE MEPBUYHBIX OYXTalTePCKUX JOKYMEH-
TOB; ()OPMBI MEPBUUYHBIX OYXTaJITepCKUX JOKYMEHTOB, COIEp-
pKaIuX 00s3aTe/IbHbIE PEKBU3UTHI IEPBUYHOIO YYETHOTO JIOKY-
MEHTa; MOPSA0K MPOBEICHHS IPOBEPKH MEPBUYHBIX OyXTasTep-
CKUX JOKYMEHTOB, ()OpMaJbHOM MPOBEPKH JOKYMEHTOB, MPO-
BEPKH 110 CYIIECTBY, apu(hMeTHUECKON POBEPKU; IPUHLIUIIBI 1
[IPU3HAKU TPYNIIHPOBKH MIEPBUYHBIX OYXTalTEePCKUX AOKYMEH-
TOB; MOPSAJOK IIPOBEJAEHUS TAKCUPOBKU U KOTHUPOBKH IIEPBHY-|
HBIX OyXTalTEepCKUX JOKYMEHTOB; IIOPSI0K COCTABJICHUS PETH-
CTPOB OyXTI'aJTEpPCKOI0 y4eTa; IpaBujla U CPOKU XPAHEHHUS IIep-
BUYHOM OyXranTepcKol JOKYMEHTAIUH.

Ha ypOBHE YMEHWI: NPUHUMATH INPOU3BOJIBHBIE IIEPBUYHBIE
OyXranTepcKue NTOKYMEHTBI, PacCMaTpUBaeMble KaK MHUCbMEH-
HOE JI0KA3aTEJIbCTBO COBEPIIEHUS XO3SMCTBEHHOH omepanuy
MM TIOJIyYE€HUE pa3pelleHus] Ha €€ MPOBEICHHE; NMPHHHMATH
[epBUYHbIC OyXradTepcKHe AOKYMEHTHI Ha OyMa)KHOM HOCH-
Tejle WIM B BHJE NIEKTPOHHOTO JOKYMEHTA, IOJIIMUCAHHOTO
PIIEKTPOHHOH MOAIUCHIO; IPOBEPSATH HATMYUE B IPOU3BOJIBHBIX
[IEpPBUYHBIX OyXTaNTEePCKUX JOKYMEHTaxX 0053aTeNbHbIX PEKBU-
3UTOB; MPOBOIUTH (POPMAILHYIO MPOBEPKY JTOKYMEHTOB, MPO-
BEPKY I10 CYIIECTBY, apu(hMETUIECKYIO IPOBEPKY;

[IPOBOJUTH TIPYMIIUPOBKY IMEPBHYHBIX OYXTaJlTEPCKUX IOKY-
MEHTOB 110 psiy NPU3HAKOB; IPOBOJUTH TAKCUPOBKY M KOTH-
[POBKY TIEpBUYHBIX OyXTalTEPCKUX IOKYMEHTOB; OPTaHHU30BBI-
BaTh TOKYMEHTO000POT; pa30MpaThcs B HOMEHKIIATYPE JIeJT;
3aHOCUTH JAHHBIE MO CTPYNIIMPOBAHHBIM JOKYMEHTAaM B PETH-
CTpBI OyXTaJTepCcKOro yueTa; nepeiaBaTh MepBUYHbIC OyXra-
TepCcKHe TOKYMEHTHI B TEKYIIUH OyXTalTepCKUil apXuB; mepe-
maBaTh MepBUYHbIE OyXIraaTepCKUe JOKYMEHTHI B IOCTOSHHBIH
APXHUB II0 UCTECYEHWM YCTAHOBJIEHHOI'O CPOKAa XPAaHEHUS; UC-
[PaBIATH OMIMOKY B MEPBHYHBIX OYyXTaITepPCKUX JOKYMEHTAX;
TOKyMEHTaJIbHOE 0(OpMIICHHE MOCTYIUICHUS M Pacxoaa mare-

HNAJIbHO-IIPOU3BOACTBCHHBIX 34I14COB.




Ta6auua 1.4.4 — — Cootnecenne BuaoB aearenbHoctd, OTD, T, OK u I1K, T[]

OcHoBHBIE TD ®opmupy- | CooTHeceHHe TPYIOBBIX AeiiCTBHUIi, HEOOX0IUMbIE 3HAHUI,
BU/bI IPO- eMble KOM- YMEHUI ¥ peain3ylomuxX JMCHUIUIMH (Moayieii)
(peccuonaib- neTeHu
HO AesiTelIb- Kon OT® (xoabI)
HOCTH/ IPO-
¢eccuonannb-
HBIN CTaH-
aapT
1 2 3 4 5 6
Bun nesiTesIbHOCTH: JTOKYMEHTHPOBAHNE XO3IHCTBEHHBIX ONEPaLUil U BeJIeHUEe OyXTalTepCKOro yueTa akTHBOB OpraHH3aluy
08.002 A/01.5 MK.1.1 JlokymMeHTanMOHHOE 00ecnevyeHne ynpaBJIeHUs!
Bbyxranrep [punstue k | O6padarsl- | T/I. 3 A/01.5 BrisBienue ciiyqaeB HapyIICHUS! OTBETCTBEH-
yuery mep- BaTh HBIMH JINIAMU rpaduKa JOKYMEHTO000pOTa U MOpPsIIKa Mpe/-
BUYHBIX y4eT- | TIEPBUYHBIE | CTABJICHUS B OyXTaNTEpPCKYIO CIIYKOY IMEPBUYHBIX YUETHBIX
HBIX JTOKY- Oyxranrtep- | JOKYMEHTOB U HH(POPMUPOBAaHUE 00 3TOM PYKOBOIUTEIS OyX-
MEHTOB O CKHe TaJITEePCKON CITyXKOBI
(akrax xo- | mokymentsl | T/{.4 A/01.5 IIpoBepka mepBUYHBIX YUCTHBIX JOKYMEHTOB B
3SHCTBEHHOM OTHOIIECHUHX (POPMBI, TOTHOTHI OPOPMIICHNS, PEKBU3UTOB
JKU3HHU HKO- TH.7 A/01.5 TlogroroBka MepBUYHBIX YUETHBIX JOKYMEHTOB
HOMHYECKOTO JUIS TIEPEAAvH B ApXHB
Bese- cyOBeKTa TJ.8 A/01.5 N3roToBieHne KO NEPBUYHBIX YUETHBIX JI0-
e KyMEHTOB, B TOM YHCJIE B CIIy4ae UX U3BSATHS YIIOJIHOMOYECH-
Gyxran- HbIMH OPTaHaMU B COOTBETCTBHH © 32KOHOJATENLCTBOM Poc-
Tep- cuiickon Menepannu
A | cxoro VY.1 A/01.5 CocraBnsith (0OpPMIATH) IEPBUYHbIC YUETHBIE
yuera JIOKYMEHTBI, B TOM YHCJIE 3JICKTPOHHBIE JOKYMEHTHI

V.2 A/O1.5 OcymiecTBIsATh KOMIUIEKCHYIO TIPOBEPKY ITEPBUY-
HBIX YYETHBIX JOKYMEHTOB

V.4 A/O1.5 OGecrieunBaTh COXPAaHHOCTH ICPBUIHBIX YICTHBIX
JIOKyMEHTOB JI0 TIEPeAavH UX B apXHB

3.1 A/01.5 3akonomarenbcTBO Poccuiickoit deneparm o
OyXrajiTepckoM yueTe, apXHUBHOM JIeie

3.2 A/01.5 IlpakTuka mpuUMeHEHHUs 3aKOHOAaTeNbCTBa Poc-
cuiickoit deaepanuu Mo Borpocam 0GOPMICHHS TEPBUYHBIX
YYeTHBIX JOKYMEHTOB

3.3 A/01.5 BHyTpeHHUE OpraHU3alMOHHO-PACTIOPSAUTEIbHBIC
JIOKYMEHTBI 9KOHOMHYECKOTO CyObeKTa, periaMeHTHPYIOIIHE
TIOPSIJIOK COCTABJICHHS, XPAaHEHUS U TIEpeiavul B apXHB Iep-
BUYHBIX YUETHBIX JIOKYMEHTOB

2. CTpykTypa u coaep:kaHue y4eOHOM IMCUMILINHBI

2.1 O0beM y4eOHOM IMCHUIINHBI M BHIbI padoT

Tabmura 2.1

O6beM yueOHOM TUCIUIIIMHBI M BUBI pabOT JUIst 0uHOU (hopMbl 00yUeHHs Ha Oaze
cpennero obrmiero oopazoBanus (11 xi1.)

O0bem yuedHoIT padoThl, Yac.
Bu e0HOli padoThI Cemect
Aya P Bcero 1 P
O0s3arenpHas ydeOHast Harpy3Ka 00 yJaromuxcs, 56 56
B TOM YHCJIC:
e JIEKIHHU 15 15
® [IPAKTUYECKUE 3aHATUS 30 30
CamocrosiTenpbHas padoTa 00yJarouuxcs 7




Koncyapranuu 2 2
[TpoMexyTOYHAs aTTeCTAIUS 6 6
MaxkcuMalibHas yaeOHas Harpy3ka 00 y4aroIuxcs 60 60
KypcoBas pabora He npedycmompena -
dopma IPOMEKYTOYHOM aTTeCTaluU DK3aMeH

Tabnuma 2.2

O0beM yueOHOM TUCIUILTMHBI M BUABI pabOT /It 3209HOM (hOpMBI 00yUeHHUs Ha 0aze

cpennero obmiero oopazosanus (11 xi1.)

O0Bem yueOHON padoThIl, Yac.
Bun yueoHoii pa6oThl Kypc
y P Bcero 2 sl
O06s13aTenbHas yueOHast Harpy3ka o0 yJaronmxcs, 10 10
B TOM YHCJIC:
® JICKIIHUU 6 6
® [IPAKTUYECKHE 3aHATUS 4 4
KoncynbTanuu 2 2
CamocTrosiTelbHas padoTa 00 yJaroIuX st 48 48
MakcumaibHas yueOHas Harpy3ka 00yJarouuxcs 60 60
Kypconas pabota He npedycmompena -
IIpomerxkyToUyHas aTTeCTaIus Dx3aMeH
2.2. TemaTn4yeckuii mjiaH u coaecpikaHue NUCHUITJIUHDBI
Tabnuma 2.3
TemaTnueckuii miaH u COACPIKAHUC TUCHUIITIMHBI
HaunmenoBanus pasnenon CojeprxaHue TUCHUIUTMHBI U (JOpMBI OpraHU3anny JesTeIbHOCTH OcBanBaembie
KOMITETEHIINU
U TeM oOyyatomuxcst
Tema 1 [lepcoHanbHbIE KOMIBIOTEPHI B COBPEMEHHOM JEJIONPOU3BOACTBE. Bo3- OK.03
[lepcoHanbHbIE KOMIBIOTEPH | MOKHOCTH KOMITBIOTEPHBIX TEXHOJIOTHI B AeIONpOu3BoACTBe. PenakTu- OK.09
B COBPEMEHHOM JIEJIONPOU3- poBaHue TekcTa jokymenTa Ha I1K.
Bojctee. KOJI- komnbroTep-
Hast 00paboTKa JJOKYMEHTOB.
Bunsl u pasHoBHAHOCTH NOKyMEeHTOB. PopMmaT M BHIBI OJaHKOB JTOKY- OK.02
Tema 2 MeHTOB. Kiaccubpukanus OpraHu3aliiOHHO-PACIOPSIAUTSIBHON TOKY- OK.03
’ MeHTaiuu. [ToHATHEe «peKkBU3UT» JOKyMeHTaluu. OpopMIIeHHE U paciio- OK.05
JenoBast noKyMeHTanus
JIOXKEHHE PEKBU3UTOB. OK.09
OK.10
Tema 3 YHubukauus U craHzapTu3anus 10KyMeHToB. OOIepoCcCHiCKIi Kiac- OK.01
YHauduxauus u crannaptuza- | cupukarop ynpasieHueckoi qokymenrauuu OK 011-93. CnoBaps-mMunn- OK.02
LUs1 YIPaBIEHYECKOH TOKY- MYM TEpPMHHOB U OIpejelieHnil. SI3pIkoBas popMyia— yCTOHYMBOE CIIO- OK.10
MEHTaIUU BOCOUYETaHHE, OPraHU3YIOIlee OCHOBHON TEKCT JOKYMEHTA.
Tewma 4 OpraHu3alliOHHO-IIPABOBBIE JTOKYMEHTHI — KaK OCHOBOIOJIAraroliue B OK.01
OpraHu3aliluOHHO-IIPaBOBast ynpasien4Yeckoi GpyHkumu npeanpustus. Lens paspaboTku opraHuzaiy- OK.02
JOKyMEHTALHs OHHO-TIPaBOBBIX JJOKYMEHTOB — palliOHAIILHOE pa3/ieeHIe U Koonepanus OK.03
Tpyna noapasaeneHuid. OcodeHHOCTH oopMIICHHSI U peaTu3anui HOpM OK.05
aJIMUHUCTPATHBHOTO IPaBa. OK.09
OK.10




HaumenoBanwus pa3acios

COﬂep)KaHI/Ie JUCHUILINHBI U (bOpMI)I opraHusanuvu ACATCJIbHOCTU

OcBauBaeMbIe

U TeM 0GyHaromuUXCs KOMIIETEHIIUU
Tema 5 OpraHu3aniOHHO-PACTIOPSANTENbHAS TOKYMEHTAus, e€ 3HAa4YeHHe B OK.01
[onsarue n GyHKINHU OpraHu- | ympaBieHUW npeanpuitneM OCHOBHOE Ha3HAUEHHUE PACIIOPSIUTEIBHBIX OK.02
3allMOHHO-PACTIOPSIAUTENBHON | JOKyMeHTOB. [Ipouenypa u3gaHus pacHnopsSOUTENbHBIX JOKYMEHTOB. OK.03
nokymerrarun (OPJ]). Bunst | Buasl u ohopMiieHne opraHn3aldOHHO-PACTIOPSAUTEIIEHON JOKYMEHTA- OK.05
OP/1. OpraHu3anrioHHEIE 10- LIVH. OK.09
KyMeHThL: ¥YcTaB, [lonoxenue, OK.10
Wucrpykuuu. Ilopsaaok ux co-
CTaBJICHUsSI U UCITIOJIb30BaHMSL.
Tema 6 HeobxoaumocTts nHbOpMaIyy o GakTHIECKOM I0JI0KEHHUH JIe)T Ha TIpe- OK.01
Cucrema nH(pOPMAIMOHHO- MPUATUH, KaK OCHOBA NPHHATHUS YNpPaBJICHUECKUX pelieHuil. Bunel un- OK.02
CIPaBOYHON JOKYMEHTAIUH. (hopMaIOHHO-CIIPaBOYHBIX JTOKYMeHTOB. Ilopsaok odopmieHus u co- OK.03
Hasnauenue u Buabl nudop- CTaB TEKCTOBOW 4acTH MH()OPMALMOHHO-CIPABOYHBIX JOKyMEHTOB. O0- OK.05
MAaIOHHO- CIIPABOYHBIX J10- mye TpeOoBaHUs K BeAeHUIo nepenucku. Knaccudukarms ciaykeOHbIX OK.09
KYMEHTOB muceM. CTpykTypa ciyxeOHoro nmichMa. OCHOBHBIC MTOJIOKEHHS 00 3TH- OK.10
KeTe CIIY)KeOHOH MepenrcKy.
Tema 7 OO6ume cBeAeHUS O JOKyMEHTAIWH 110 JIMIHOMY COCTaBy. YHu(pHUIIHpO- OK.01
JlokyMeHTanus 1o JUYHOMY BaxHast popma NeT[-1 — TpynoBoii moroBop. YHuUIIPOBaHHBIE POPMEI OK.02
coctaBy. HazHaueHHe TUYHBIX | JOKYMEHTOB IO JINYHOMY COCTaBY. OK.03
nokyMmeHToB. KagpoBas noxy- OK.05
MEHTaLUs — TPYAOBbIE KOH- OK.09
TPAKTHI, IPUKA3HI 110 TUUHOMY OK.10
COCTaBy, TPYIOBbIE KHUXKKH.
Yuuduunpoanusie GOpMbI
NIEPBUYHOMN YYETHOU JAOKY-
MEHTAIlUH 110 TPYAY U ero
oriare
Tema 8 3asBneHue o mpuéme (YBOJHHCHNN) paOOTHHKA. TpymoBas KHIDKKA. BrI- OK.01
OOurre mpaBWiIa COCTABICHU | MHCKA W3 TPYAOBOW KHIDKKH. XapakTepucTuka. ABrodnorpadus. AHKeTa OK.02
JOKYMEHTOB I10 IMIHOMY CO- | paOOTHHKA. OK.03
CTaBy OK.05
OK.09
OK.10
Tema 9 [TmarupoBanme pabOTHI MPEANPHUATHS Ha JOTOBOPHOI ocHOBE. [ToHsTHE OK.01
[TnanupoBanue paboTel ipen- | «JoroBop». bazosas cTpykTypa norosopa. IIpoTokosa pasHOTIaCcHA. OK.02
MIPUATHS OK.03
OK.05
OK.09
OK.10
TemalO [TepBuuHBIE TOKYMEHTHI 110 (PUHAHCOBO-pacy€THBIM onepauusm. [Ipensa- OK.01
XapakTepucTuka 1 opopmile- | pUTENbHBII KOHTPOJIb U aHaIN3 (PUHAHCOBO-XO3SIICTBEHHON NESITENHHO- OK.02
HUE (PHHAHCOBO-PACYCTHBIX CTH. OK.03
JIOKYMEHTOB. OK.05
OK.09
OK.10
MK 1.1.
Tema 11 HopmatusHbIe akTH OyxranTepckoro yuéra. Kimaccudukamms oyxranrep- OK.01
Ponp 6yxrantepun B perie- CKHUX JIOKyMEHTOB 10 Ha3HAUEHHIO, 10 COZEPIKAHUIO, 110 CII0CO0Y UCTIOJb- OK.02
HUM (PMHAHCOBBIX 3a/1a4 Opra- | 30BaHMs, 110 YHCJIY YYHUTHIBAEMBIX MO3UIMHA U T.A. YUETHBIC PErHCTPHI OK.03
Huzan. Kimaccudukamnms OyXxranTepckoi JOKyMEHTAIHH. OK.05
Y4ETHBIX JOKYMEHTOB OK.09
OK.10
MK 1.1.
Tema 12 [Topsimox cocTaBieHHs] TOKYMEHTOB MO (DMHAHCOBO-PACUETHBIM OTIepa- OK.01
OcHoBHBIE BHJIBI IOKyMeHTOB | musim: Cuér-¢axtypa, [InaréxHoe nopyuenne, AKT peBu3nu Kacchl, Jlo- OK.02
110 (PMHAHCOBO-PACUETHBIM TOBOP O MOJHON MaTepUaIbHOM OTBETCTBEHHOCTH. OK.03
onepanusam OK.05
OK.09
OK.10
K 1.1.
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HaumenoBanwus pa3acios

ConepmaHMe JUCHUILINHBI U (bOpMI)I opraHusanuvu ACATCJIbHOCTU

OcBauBaeMbIe

U TeM 06yHaroIIIXCS KOMIIETEHIIUU
Tema 13 [Mopsimox paccmoTpeHust [okyMeHTOB. COCTaB M 3a4a4ll HOMEHKJIATYPHI OK.01
JlokyMeHT0000pOT OpraHn3a- | jAei. [IpHHIAIEI TOCTPOCHUS HOMEHKJIATYPHI Aei. | pynmupoBKa JOKY- OK.02
uuu. [loHsTHE KHOMEHKNA- MEHTOB B ziena. POpMbI perucTpaluy >KypHajaoB. BHYTpeHHsIsI OnUCh 10- OK.03
Typa nen». Haznauenue u KYMEHTOB. OK.05
BHJIbl HOMEHKJIATYPHI Aed. Tu- OK.09
10Basi, IPUMEpPHAst U KOHKPET- OK.10
Has HOMEHKJIaTypa aei. Tpe- K 1.1.

OOBaHUsI, IPEABIBISICMBIC K
COCTABJICHUIO U 3aIIOJTHCHHIO
(hOopMBI HOMEHKJIATYPHI JICT
OpTraHU3aIHH.

OcHOBHBIE TpeOOBaHNS,
MIpeabSBIsEMBIE K 0 opMITe-
Huto nein. IlonHoe n yactuy-
HOe 0(hopMIICHHE TSI,

2.3 PersiameHT pacnpeaesieHusi BUA0B padot no gucuuniune ¢ 10T

HaHHaﬁ[ AUCHUIINIMHA PCAIN3YyCTCA C IMPUMCHCHUCM NUCTAHIMUOHHBIX O6paSOBaTeJ'IBHBIX

texHosnoruil (JOT). Pacnpenenenue BugoB ydueOHOU paboThl, (hOpMATOB TEKYIIETO KOHTPOIS

npencranieHsl B Tabmmme 2.3.1:

Tabmuua 2.3.1
Pacnipenenenue Bu10B yueOHOM pabOThI U TEKYILEH aTTecTalluu

Buj yueOHoii padoThl Dopmat npoBeAeHHUs

Jlex1MoHHEbIE 3aHATUA

YactuyHo ¢ npumenenuem JIOT

HpaKTI/I‘leCKI/IC 3aHATUA

YactuuHo ¢ npumeneHueM JIOT

CamocrosiTenpHas pabora YacTtuuno ¢ npumenenueM 10T

Texkymuii KOHTPOJIb

YactuuHo ¢ npumeneHueM JIOT

[IpoMexxkyTouHas arrectauus KonrakTHas aynutopHas paboTa win

¢ npumeHenueM J10T

I[OCTYH K CHCTCMEC JHCTaHIIMOHHBIX 06p330BaT€J'IBHI)IX nmporpamMm OCYIICCTBIISACTCA KaxX-

JIIM 00YYaroIMMCs CaMOCTOSITENBHO C JIF000T0 ycTpoiicTBa Ha optase: https://Ims.ranepa.ru.

HaponL U JIOTUH K JINYHOMY Ka6I/IHeTy / HpO(I)I/IJ'IIO NpeaOCTaBIACTCA CTYACHTY B ICKAHATC.

Texyiuit KOHTPOJIb, MPOBOJUMBIN B CUCTEME TUCTAHIIMOHHOTO 00yUeHUsl, OLIECHUBAIOTCS

KaK B CUCTEMC JUCTAaHIITMOHHOI'O O6y‘-IeHI/I$I, TaK U IperIoaAaBaTeJICM BHE CUCTEMBI. I[OCTyrI K BHICO

" MaTcpHuajiamMm JIEKITUM OpeaAOCTaBISACTCA B TCUCHUC BCET'O CEMECTpPA IO MEPC MPOXOKACHHUA OCBO-

CHUA IPOrpaMMBIL. I[OCTYH K KaXJI0MY BUY pa60T 1 KOJIMYCCTBO IIOIIBITOK Ha BBINIOJHCHUEC 3a/1a-

HUS TPEAOCTABIACTCA HA OTPAHUYCHHOC BPEMSA COTJIACHO PEIrIIaMCHTY JUCHUIIIINHEI, OHY6J'II/IKO-

BanHoMy B CJ10. [IpenogaBaTenp OIEHNUBAET BBHITTOTHEHHBIE O0yUJalOIIMMCs paboThI HE TTO3/THEE

14 pa60‘-II/IX JHEH mociie OKOHYaHUS CpOKa BBIIIOJIHCHU.
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Ccpuika Ha 35eKTpoHHBIN Kype no guciurinae OI1.05 «/lokymenTanmonHoe obecrneye-
HUE yIPABIICHUS

Pa3paborunk I'py3noBa Upuna AnekcanapoBHa
3. ®oH/1 OLIEHOYHBIX CPEACTB MPOMEKYTOYHOM ATTECTANMHU M0 Y4eOHOH JUCHHUIUIMHE U Ma-

TEePpHUAJbI TEKYHICT0 KOHTPOJISI YCIIEBAEMOCTH oﬁyqamumxcﬂ

3.1. ®opMbI M METObI TEKYIEr0 KOHTPOJISI YCIIEBAEMOCTH 00y4aIOMINXCS MPOMEKYTOYHOM
aTrecTanuu

@DOopMBbI TEKYILIETO KOHTPOJISI YCIIEBAEMOCTH:

Omnpoc (O) — 3T0 OCHOBHOM BHUJ YCTHOW MPOBEPKH, MOXKET MCIIOJIB30BaThCS Kak (HpoH-
TaJbHBIN (Ha BOMPOCHI MPEINOIaBaTesl 0 CPABHUTEIHLHO HEOOIBIIOMY 00BEMY MaTepHasa Kpat-
KM€ OTBETHI (KaK MPaBUJIO, C MECTa) JAIOT MHOTHE 00YJarOIIHecs ), TaK U WHANBUIYIbHBIHN (ITPO-
BEpKa 3HaHHUM OTJENbHBIX 00y4aromumxcs). KoMOMHUpOBaHHBIN ONPOC - OAHOBPEMEHHBIN BBHI30B
JUTSL OTBETA CPa3y HECKOJIBKHUX O0yYaroINXCs, U3 KOTOPHIX OJJUH OTBEYAET YCTHO, OJIMH-/BA FOTO-
BATCSI K OTBETY, BBIMOJHSAS HA JOCKE Pa3IMUHbIC 3alHCH, a OCTAJIbHBIC BBIMOIHSAIOT 32 OTACIIb-
HBIMU CTOJIAMU WHIMBUIyaJIbHBIC TMCHbMEHHBIC WU ITPAKTUYECKUE 3a/IaHMsI TIPETIoaBaTesl.

Kputepuu onieHnBanus:

Oyenku «omauyHoy» 3aCIyKUBAET CTYICHT, €CJIM OH CBOOOJHO U MPaBUJIBHO OTBETUI Ha
MOCTaBJICHHBIN BOMPOC, 3HAET OCHOBHBIC TEPMUHBI U OTNPEICTICHUS 110 TEME, OTBEYAET Ha JIOTOJI-
HUTEbHBIE BOTIPOCHI;

Oyenku «xopouio» 3aciIyKUBaeT CTYIEHT, €CJIM OH CBOOOJHO U MPaBWJIBHO OTBETUJI Ha
MOCTaBJIEHHBIN BOMPOC, 3HAET OCHOBHBIE TEPMHUHBI U ONPEAEIICHHS 110 TEME, 3aTPYIHAETCS OTBE-
TUTbH HA JOTIOJTHUTEIHHBIE BOIIPOCHI;

Oyenku «y0061emeopumenbHoy 3aciyKUBaeT CTYAEHT, €ClI OH MPaBUIbHO OTBETHJI Ha
MOCTaBJIEHHBIM BOMPOC, HO MPU 3TOM IUIOXO OPUEHTUPYETCS B OCHOBHBIX TEPMHUHAX U OTIpE/eIie-
HUAX 10 TEME, HE MOKET OTBETUTh HA JIOTIOJHUTEIbHBIE BOIIPOCHI;

Oyenka «ney0061emeopumebHo» CTaBUTCA CTYACHTY, KOTOPbIH HEMTPABUIJIBHO OTBETUJI Ha
BOIIPOC WJIK COBCEM HE J1aJl OTBETA.

TecrtupoBanue (T) — 3ananus1, ¢ Bapuantamu oTBeToB. Kputepun oneHuBanus

Oyenku «omauyHo» 3aCITy’)KUBAET CTYJIEHT, €CIIM OH OTBETUJI ITpaBuiIbHO Ha 90% BompocoB
TecTa

Oyenxu «xopouioy 3aciy>KUBaeT CTY/IEHT, €CJIM OH OTBETHJI TPaBUJILHO HAa 4aCTh BOIIPOCOB
75%-90%;

Oyenxu «y0061emeopumenbHo» 3aCIyKUBAET CTYICHT, €CIIU OH IPABHILHO OTBETUII YaCTh

BorpocoB 50%-75%;
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Oyenku «Hey0081emeopumenbHoy» 3aCIyKUBAET CTYICHT, €CIM OH MPABWJIBHO OTBETHII
MeHee yeMm Ha 50% BOImpocoB.

Kontpoabunas padora (KP) - mucemennas padora mo reme. COCTOUT U3 HECKOJIBKUX 3a-
Jlay pa3InuyHON CTETEHU CIOKHOCTH.

Kputepuu onenuBanus

Oyenxu «omauyHo» 3aCIIy’>KUBAET CTYJIEHT, OOHAPYKUBIIUI TIIyOOKOE 3HAHUE MAaTepHu-
aja, yMEHHE CBOOOIHO BBHITIONHATH 3aJaHUS, MOHUMAIOIIUNA B3aHMMOCBS3h OCHOBHBIX TOHSTHI
TEMBI;

Oyenku «xopowioy 3acCiIy)KUBAET CTYACHT, OOHAPYKUBIIWKA MOJIHOE 3HAHWE MaTepuaa;
YCIICIIHO BBITOJHSAIOUMNA PEAYCMOTPEHHBIE 3aJaHUsA; WU JONYCTUBIIMN HE3HAYUTEIbHBIE
OIIMOKU: HETOYHOCTh (PaKTOB, CTHIIMCTHYCCKHUE OIIUOKH;

Oyenxu «yoogiemseopumenbHoy 3aciyXUBaeT CTYACHT, OOHAPYKUBIIUN 3HAHUS OCHOB-
HOT0 MaTepuana B 00beMe, He0OX0IMMOM Ui JajdbHEeHIero u3ydyeHus: JUCHUIInHbl. CrpaBiis-
IOIUICS C BBITIOJHEHUEM 3a[aHHIA; JOMyCTUBIIUI MOTPEITHOCTA B OTBETE, HO 00JIa/Iaf0IINi He-
00XOAMMBIMHM 3HAHUSIMU JJIIUX YCTPAHEHHS 1101 PYKOBOJICTBOM IPEIO aBaTes;

Oyenxu «Hey0081emsopumesibHo» 3aCly’KUBAET CTYIEHT, 0OHAPYKUBIIHIA CYIIIECTBEHHbBIE
po0Oesibl B 3HaHUU OCHOBHOTO MaTepuaia; He CIPABISIOUINIICS C BBIIIOJIHEHUEM 3aJlaHuH, 10My-
CTHUBIINHI CEPbE3HBIC NOTPEIHOCTH B OTBETAX, HYKAAIOIIHUICS B IOBTOPEHUH OCHOBHBIX Pa3/eyioB
Kypca MoJi pyKOBOJACTBOM MPENO1aBaTEN.

Tabnuna 3.1
DopMBI TEKYIIETO KOHTPOJISI HAa Oa3e cpeaHero odiero oopa3oBaHus
(ouHas popma oOyueHus1)

No Haspanwue Tem (paznenos) Y4ebHast Harpy3Ka 00ydJaromuxcs mo dopmMma TeKy-
TEMBI BUJIaM y4eOHBIX 3aHSTHH, Yac. Ier0 KOHTPOJIS
Makcu- Oo0s3aTeapHas CP YCIIEBAEMOCTH,
Mallb- Jlek- Ipax- MIPOMEXKYTOU-
Hast 08707 THKA HOH aTTecTanuu
1. [lepcoHanbHbIE KOMIIBIOTEPHI B COBPEMEH- 7 O, T
HOM JIEJIOIIPOHU3BO/ICTBE. 7
KO/ — xommsroTepHast 00paboTka J0KY-
MEHTOB.
2. JenoBast JOKyMEHTAIHs 2 2 2 O, T
3. YHu}ukanus u craHIapTU3anus yupas- 2 o, T
JICHYECKOW JIOKYMEHTalluH
4, OpraHu3aliuOHHO-NIPaBOBas JOKYMEHTa- 4 2 2 O, T
LI
5. [Tonatue u GyHKINN OpraHU3AIMOHHO- o, T
pacTopsSauTeIbHON JOKYMEHTAINH
(OPL). Bugst OP/]. OpranmsannoHHbIe 4 5 5
JIOKyMeHThI: YcTaB, [lonoxenue, NH-
cTpykiud. [Topsiok ux cocTaBIeHUS U
HCTIOb30BaHUsI.
6. Cucrema HHPOPMAITMOHHO-CTIPABOYHON T, KP
JokyMeHTanuu. HasHaueHnue u BUabl HH- 4 4
(OpMaIMOHHO- CIIPaBOYHBIX JIOKYMEHTOB
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7. JlokyMeHTa1Ms [0 TUYHOMY COCTaBYy. O, T
Hasnavenue nuunbIx goKymeHToB. Kan-
poBasi TOKyMEHTaIHs — TPYI0BbIe KOH-
TPAKTHI, TPUKA3bI IO INYHOMY COCTaBY, 4 4
TPYZIOBbIE KHIDKKH. Y HU(HUINPOBaHHbIE
(OpMBI IEpBUYHOI y4ETHON TOKYMEHTa-
IIMH 10 TPYLY ¥ ero OIIaTe

8. OO0mwme mpaBuia COCTABICHUS TOKYMCH- 4 4 O, T
TOB II0 IUNIHOMY COCTaBY

9. [TnarupoBaHue padOTHI MPEITPHUSATHS 4 4 O, T

10. XapakTtepuctuka u opopmiieHne puHaH- 6 4 2 O, T
COBO-PACUETHBIX JOKYMEHTOB.

11. Ponw Oyxrantepun B pemieHuH GUHAHCO- 4 O, T
BBIX 3a/1a4 opranuzanuu. Kimaccudukammst 2
YUYETHBIX JOKYMEHTOB

12. OcHOBHBIE BUJIBI JOKYMEHTOB 110 (PUHAH- 4 4 O, T
COBO-PacCUETHBIM ONIepaITHIM

13. JIOKyMEHTOO0OpOT OpraHU3aIUH. O, T

ITonstue «HOMeHKNaTypa aen». Haznaue-
HHUE U BUJbI HOMEHKJIATYpHI fei. Tumosas,
IIpUMepHas U KOHKpeTHasi HOMEHKJIaTypa
nen. TpeGoBaHus, MpebsBIIEMbIE K CO-

4 2
CTaBJICHHUIO U 3aMIOJHCHUIO (POPMBI HOMCH- 6
KJIaTyphl JIe]1 OpraHu3alnu.
OcHOBHbBIE TPeOOBaHUS, IPEABABIIEMbIC
k opopmnenuto nen. [logaHoe U YacTHIHOE
o(hOopMIICHHE JCIT.
Koncynprarym 2 - - - -
DKk3aMeH 6
Beero 60 15 30 7 -

Ipumeuanue: Dopmvi mexyuweeo konmpons ycnesaemocmu: onpoc (O), mecmuposanue
(T), konmponvnas paboma (KP).

[TpomexyTouHas aTTecTanus MPOXOIuT B opMe IK3aMeHa.

Kputepuu onienuBanusi:

Oyenku «omauuHo» 3aCIIy’)KUBaeT CTYJICHT, OOHAPYKUBIIHH rTyOOKOE3HAHUE MaTepHaa,
CBOOOJIHO BBIMOJHUBIINN 3aJaHue, MMOHUMAOIIMK B3aUMOCBS3b OCHOBHBIX IIOHSITHIA,

Oyenku «xopoutoy 3aciyKUBAeT CTYJIECHT, OOHAPYKUBIIMK TOJIHOC 3HAHWE MaTepHaa,
YCTICUTHO BBIMIOJIHUBIIWH 33aJJaHue; W JONYCTUBLIMI HE3HAYUTEIbHBIC OMUOKUA: HETOUHOCTD
($akToOB, CTUTUCTHYECKUE OIIUOKY;

Oyenxu «y0oeiemseopumenbHoy 3acCIy’)KUBAaeT CTYACHT, OOHAPYKHUBIIUH 3HAHUS OCHOB-
HOTO Marepuajia B 00beMe, HeOOXOJMMOM JUIS JadbHEHUIero W3ydeHUs APYTruX TUCITUILINH;
YaCTUYHO CIPABUBIIUICS C BBIIOJHEHUEM 3aJaHUs; JOMYCTUBIIUN TIOTPEIIHOCTH B OTBETE,
HO 00JIaJArOIIMI HeOOXOMMMBIMI 3HAHUSIMHU ISl X YCTPaHEHUs B OYIyIIEM;

Oyenku «Hey0081emeopumeibHoy 3aCIIy’)KUBACT CTYICHT, OOHAPYKUBIIHH CYIIICCTBCHHBIE
po0OeITbl B 3HAHWKM OCHOBHOTO MaTepHaia; He CIPABUBIIUICS C BBITIOJHEHUEM 3aJ[aHUs, JOITy-

CTHUBIIHM CCPBLC3HLIC TOIPCIIHOCTU B OTBCTAX, HY)KHaIOHlHﬁCH B MOBTOPCHHUHN OCHOBHBIX
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Tabmnuua 3.2

@DopMBbI TEKYIIETO KOHTPOJISI Ha Oa3e cpeaHero ooIero oopa3oBaHus

(3aouHas popma 00yueHuUs )

Ne
TEMBI

Hazpanue tem (pa3zmernon)

YueOHas Harpy3ka oOydJaromuxcs mo
BUJIaM Y4eOHBIX 3aHATHH, Yac.

Makcu-
MaJlb-
Hast

O0s13aTenpHas

Jlek-
105078

IIpaktu
Ka

Cawm. pa-
6ora

®opmMma TeKy-
IIeTO KOHTPOJIISA
yCIIeBaeMOCTH,

MIPOMEKYTOY-
HOM aTTeCTaLluN

[epcoHanbHbIE KOMIBIOTEPHI B COBPEMEH-
HOM JIEJIOITPOHU3BO/ICTBE.

KO/I — xoMmproTepHast 00paboTKa T0KY-
MEHTOB

2

O, T

JenoBasi nokymeHTaIus

YHudukanus u craHmapTU3anus yupas-
JIEHYE€CKOU JOKYMEHTAINH

— [

Opraﬂmauno HHO-TIpaBOBasA JOKyMCHTa-
A

—

[Nonstue U GyHKIUU OPTaHU3AIMOHHO-
pacnopsaUuTeNbHON JOKYMEHTAlUN
(OP[I). Bunsr OP/]. OpranusanuoHHble
JIOKyMEHTHI: YcTaB, [lonoxenue, UH-
crpykuud. Ilopsaok ux coctaBieHus U
HCII0JIb30BAHHUS.

ol O O|o

—

Cuctema nH()OPMAITMOHHO-CIIPABOYHOMN
JOKyMeHTaruu. Ha3sHaueHne U BUIBI MH-
(hOopMaIMOHHO- CIIPAaBOYHBIX TOKYMEHTOB

T, KP

JlokyMeHTa1ys 0 TUYHOMY COCTaBY.
Haznauenue nuuHbIX JOKyMeHTOB. Kag-
poBas JOKyMEHTALHs — TPYAOBbIE KOH-
TPaKThl, IPUKA3bI 110 JIMYHOMY COCTaBy,
TPYIOBbIE KHIDKKH. YHU(DHUINPOBaHHbIE
(hOpMBI IEpPBUYHOI y4ETHON TOKYMEHTa-
LMY IO TPYAY U €r0 OIuaTe

OO01u1ue npaBuiIa COCTaBJICHHs JIOKYMEH-
TOB I10 JIMYHOMY COCTaBY

[TmanupoBaHue pabOTH NPEATPHUITHS

I

10.

XapaxrepucTtuka 1 opopmiienne puHan-
COBO-pacYETHBIX JJOKYMCHTOB.

11.

Poins Gyxranrepuu B permieHH GHUHAHCO-
BBIX 3aJ1a4 opranuzanun. Kiraccnduxamms
Y4ETHBIX JOKyMEHTOB

12.

OCHOBHEIC BUABI JOKYMCHTOB I10 (1)I/IHaH-
COBO'paC‘{éTHBIM onepanrsam

13.

JIoKyMeHTOO0GOPOT OpraHU3aIHH.
[NousTHe «HOMEHKIATypa nei». HasHnaue-
HYE W BHbI HOMEHKIATYPHI Jel. THIOBas,
IIpUMEpPHasl U KOHKPETHAsI HOMEHKIIATypa
nen. TpeGoBaHus, MPEIbABIIEMBIE K CO-
CTaBJIEHUIO U 3aIOJHEHUIO (POPMBI HOMEH-
KJIaTyphl €]l OpraHu3aiuu.

OCHOBHBIQ Tpe6OBaHI/Iﬂ, MPEABABIIACMBIC
K oopmitennro gein. [lonHoe n yacTuaHOE
odopMIICHHE IS,

Koncynpranuu

2

Bcero

60

6

4

48

(T), konmponvnas paboma (KP).
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IIpomesxyTouHas arrecTanys NPOXOAUT B BHJIE K3aMEHa.

Kpurepuu onenuBanus:

Oyenku «omauyHo» 3acIy’KUBACT CTYJCHT, OOHAPYKHUBILIUI ITyOOKO€3HAHUE MaTepuaa,
CBOOOJHO BBINOJHUBIIMN 33aJaHHE, MOHUMAIOIIMN B3aMMOCBSI3b OCHOBHBIX ITOHATHH;

Oyenku «xopouwioy 3aCiHyXKMBAaeT CTYIEHT, OOHAapYXMBIIUI MOJHOE 3HaHUE MaTepHaa;
YCIICIIHO BBITIOJHUBILUH 33aHNE; ¥ JOMYCTUBIIMKA HE3HAYUTENbHBIC OIINOKH: HETOYHOCTD
($aKkTOB, CTUITUCTHYECKUEC OIIUOKY;

Oyenku «y0061emeopumenbHoy 3acily’KUBaeT CTYIEHT, OOHApyKUBIIUN 3HAHUS OCHOB-
HOro Marepuajga B oO0beMme, HEOOXOAMMOM sl JaJbHEHIIero M3ydeHHs Ipyrux JUCLHUIUIMH;
YaCTUYHO CIPABUBIIMIACS C BBIOJIHEHUEM 3aJaHMsl; JOMYCTUBLIMHA IOTPEIIHOCTH B OTBETE,
HO 001agaromuii HeoOXOMMMBIMA 3HAHUSIMU U1l X YCTPAaHEHHUs B OyayILeMm;

Oyenku «Hey0061emeopumenbHo» 3acily’KUBaeT CTyIeHT, 0OHApYKUBILIUH CYIIeCTBEHHbIE
npoOesbl B 3HAHUM OCHOBHOT'O MaTepualla, He CIPABUBIIMKCS C BBIIOJHEHUEM 3a/1aHus, JAOIYy-
CTHBIIUI CEpbhe3HBIC MOTPEHIHOCTH B OTBETAaX, HYXKIAIOUIMICA B TOBTOPEHUH OCHOBHBIX

pas3zaenoB Kypca.

3.2. MaTepua/bl TEKYIIEro H MpPOMe;KyTOYHOI0 KOHTPOJISI YCIIeBAeMOCTH 00y4a0IHXCs
[TpumepHbIe OIICHOYHBIE MaTEPHAIIbI IO JUCIUIUTHHE «J{OKyMEeHTaIMOHHOE 00ecriedeHne
yIpaBICHUS»
A) KoHTpoJIbHBIE BOIIPOCHI:
[Tepeuncnuth GyHKINU TOKYMEHTA
Jlatb onpenenenye NOHATHUS «yHU(DULIIMPOBAHHAS CUCTEMA IOKYMEHTALIUN»
OOBSICHUTD MTOHATHE «SI3BIKOBast PopMyIiar
JlaTb onpenieneHne «peKBU3NUT MOCTOSIHHBINY, «PEKBU3UT MEPEMEHHBIN»
Kakue BapuaHTBhI pa3MelleHusl peKBU3UTOB Ha OiaHKax?
N3n0xuTh TpeOOBaHMSI K U3TOTOBIICHUIO, YUETY U XPAHEHHIO TepOOBbIX OJIaHKOB.
UTO OTHOCHUTCS K IOKYMEHTaM IO TPYJOBBIM OTHOIIEHUSM?

Hepe‘lI/ICHI/ITB OCHOBHBIC JOKYMCHTBI I10 TPYAOBBIM OTHOIICHUAM

© oo N o g B~ w b PE

Kakue cBeneHust 0 pabOTHHMKE JOJDKHBI OTPaKaThCsl B TPYAOBOU KHUKKE?
b) IIpakTrueckue 3a1aHus:

. 3anmosanTh Onank «llITaTHOE pacricanuey

. 3amonauTh OmaHk «IIpuka3 o HampaBIeHUN B KOMaHJIUPOBKY»

. 3amosHUThH OJIaHK IUIATEKHOTO MOPYUYEHHUS

1
2
3
4. Co3nath JODKHOCTHYIO HHCTPYKITHIO
5. Co3ngaTh IPOTOKOI

6

. Co3zxatp akT
16



B) KonrtponpHas paboTa:

Odopmuts «CiykeOHOE MUCBMO» CO BCEMHU PEKBU3UTAMH (TpU BapHaHTa MHMChMA).

I') TunoBoe TecToBOE 3aaHUE.

1. He peructpupytoT 10KyMEHTHI

A) HampaBJIeHHbIE B aJIpeC PyKOBOJUTES

b) HanpaBneHHbIE B apec CTPYKTYPHOTO MOAPA3IEICHUS

B) HanpaBieHHbIE KOHKPETHOMY UCIIOJIHUTEIIO

I') umerorue rpud «IMIHO»

2. Ucxopasuiye TOKyMEHTHI JOJIKHBI 00pabaThIBaThCS U OTHPABISATHCS

A) B IeHb perucTpanuu

b) He no3nHee 3-x qHEH ¢ 1aThl MOAMUCAHUS

B) e noznuee 10-Tu qHEH ¢ AaThl HOAMUCAHUS

I') B moboe Bpems

3. He aBnsietrcs 3agadeit, crosiei nepea OyXrairepckoi ciryxk00ii:

A) dbopMupoBaHU€ MOJTHON U JOCTOBEPHOIN MH(pOpMaIUU O X034MCTBEHHBIX IIpolieccax U
(UHAHCOBBIX pe3yNbTaTaX X03sSHCTBEHHON AEITETbHOCTU MPEITPHUITHS

b) nokymenTupoBanue cBeieHui 0 pakTax, COOBITUAX OOIIECTBEHHOM KU3HU

B) o0ecnieueHre KOHTPOIIS 3a HAJTMYKMEM U IBUKEHUEM MMYILECTBA, UCIIOJIb30BaHUEM Ma-
TEpUAIBHBIX, TPYAOBBIX M (PMHAHCOBBIX PECYPCOB

I') cBoeBpeMeHHOe MpeayNpeKACHIE HEraTUBHBIX SABICHUN B (PMHAHCOBO-XO0341iCTBEHHOM
JEeSITebHOCTH MPEIPUATHS

3.3. OueHo4HbIe CpeCcTBa N0 JMCHUIIIMHE JJIS1 IPOMEKYTOYHOM aTTecTaluu

buner Ha 3K3aMeHe COCTOUT U3 JBYX BOIIPOCOB — TEOPETUUYECKUI BOIIPOC U IIPAKTUYECKAS
3aJaya.
Bormpocs! 6uieToB 17151 TPOMEKYTOUYHOTO KOHTPOJIS:
Jaiite onpeneneHue JOKYMEHTA.
HaszoBure BuIbI JOKYMEHTOB.
KakoBbI 0ocHOBHBIE TPeOOBaHHUS K U3JI0KEHHUIO TEKCTa JOKyMEHTa?
UTo Takoe «KOPPECTOHACHIMS»?
OxapaxkTepu3yiTe TOKYMEHTHI, OIJTUHHBIE 110 FOPUIUIECKOMN CHUIIE.
OxapakTepu3yiTe NOHITHE «YIPABICHUECKUN JOKYMEHT.
Uto Takoe BXOIAIMNNA TOKYMEHT?

UTto Takoe NCXOAAINNA JOKYMEHT?

© 00 N o g B~ wDNhPE

Knaccugukarus 10kyMeHTOB (MIpU3HAKH KJIacCH(PUKALINN).
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10. Yro Takoe nemonponu3BOACTBO?

11. Yro Takoe peKBU3UT?

12. Kakue coctaBHble yacTu (peKBU3UTHI) Bel 3HaeTe?

13. Pacnono)xeHue OCHOBHBIX PEKBU3UTOB B JOKYMEHTAX.

14. Ha3oBute pekBU3HTHI, HEe 00s3aTeNbHbIC IS OQUIIUAIBHOTO TUChMA.

15. BoNbIIMHCTBO TOKYMEHTOB UMEIOT OJHH M T€ K€ PEKBU3HUTHI, HO KaXK/IbI BUJ TOKY-
MeHTa — cBO (opmyisip. OTuero 31o 3aBUCUT?

16. Yto Takoe GpopMyIsip TOKymMeHTa?

17. Yro BrIitOUaeT B ce0sl NOHATUE «yTBEPXKICHHUE OKyMeHTa»? Kakue pekBU3HUTHI BXO-
JSIT B cocTaB Tpuda yreepxkaenus’? ['ie onu pacroyararorcs?

18. Ha3zoBwuTe peKBHU3HT, KOTOPHIH OQOPMIISETCS IPU PETHCTPALUN JOKYMEHTOB.

19. OOmbsAcHUTE Ha3HAUYEHUE PEKBU3UTA «IIOJIIUCHY, KAKUE 3JIEMEHTHI BXOJAT B 3TOT pEK-
BU3UT?

20. B kakux cimydasix 00s3aTeIIbHO HAJIO 3aMOJIHATh PEKBU3UT «CChUIKA HA MHJIEKC U ATy
BXOJIALIETO TOKYMEHTa»?

21. Kakue peKBU3UTHI IPOCTABIIAIOTCS B IPAaBOM BEPXHEM yIri1y OjaHka?

22. Kakoil pekBU3UT orpeienseT NOAJIMHHOCTh JOKYMeHTa?

23. OObsACHUTE HA3HAUYECHUE PEKBU3UTA «PE3OITIOLIHY.

24. Yo Takoe «BU3a» Ha TIOKyMEHTE?

25. OObsAcCHUTE Ha3HAUEHHE PEKBU3UTA «COIVIACOBaHME JOKyMeHTa». M3 Kakux 3jeMeH-
TOB COCTOMT I'pU coriacoBaHus?

26. Kak ¢popmupyercs 3aroioBOK K TeKCTy? B Kakux JOKyMEHTaX 3ar0JIOBOK COTJIACYeTCsI
C HAMMEHOBaHUEM BH/Ia TOKYMEHTA B Tajiexe?

27. OdopMuTe HECKOJIBKO 3ar0JIOBKOB K TEKCTaM: MMUCbMa, aKTa, IPOTOKOJIA, JOKJIATHOM
3aMuCKu

28. CKOJBKO aApecOB MOXKHO MaKCMMAaJIbHO TIOMECTHTh Ha OJTHOM JOKyYMeHTe?

29. OdopmuTe HECKOIBKO BUIOB OTMETOK: 00 UCIIOJIHUTENE, 00 UCTIOJTHEHUH JOKYMEHTA
U HaIlpaBJICHUHU €T0 B JIEJI0, O MOCTYIJICHUN JOKYMEHTA.

30. Yro takoe OPJl (opraHu3aiimOHHO-paCOpSAUTENbHAS JOKYMEHTAINSA)?

31. OOBscHUTE HA3HAYEHHUE PACTIOPSIUTEIHHBIX JOKYMEHTOB.

32. IlpuBemute MpUMEpPHI PaCTIOPSITUTEIBHBIX JOKYMEHTOB.

33. OxapakTepu3syiiTe Ha3HaAUYCHHE OPTaHU3AMOHHBIX JIOKYMEHTOB.

34. IlpuBenute mpUMepbl OPraHU3alMOHHBIX JOKYMEHTOB.

35. OObsicHUTE Ha3HAUYEHUE WH(OPMAIIHOHHO-CIIPABOYHBIX JOKYMEHTOB.

36. IpuBemute mpuMepsl HHOOPMAITIOHHO-CIIPABOYHBIX TOKYMEHTOB.
18



37. OObsAcCHUTE Ha3HAUYEHUE TOKYMEHTa <«JIOKJIaJHas 3anucka». Kakue pekBH3WTHI HcC-
MOJIB3YIOTCS TIPU COCTABIICHUH JJOKIIAJHOM 3aITUCKU?

38. Uro Ttakoe 0OBsICHUTENbHAS 3aITUCKa?

39. K xakomy Bumy OPJ] otHOCHTCS poTokosn? Kakue peKBU3HTHI UCIIOIB3YIOTCS TPH
COCTaBJICHUH NpOoTOKona? M3 Kakux yacTel COCTOUT TEKCT MPOTOKOJIa?

40. K xaxomy Buny OPJl otHOCcHTCs akT? Kakue peKBU3UTHI NCTIOIB3YIOTCS IIPU COCTaB-
nenuu akta? Kakue BUAbI aKTOB MOJIEKAT YTBEPKICHUIO?

41. Yro Takoe JOHKHOCTHAS MHCTPYKIMS?

42. CoctaBbTe BapUaHThI IMCbMa-3apoca U MUCbMa-OTBETA.

43. CoctaBbTe rapaHTUHHOE MHCHMO.

44. CocrtaBbTe TOKJIAIHYIO 3alIUCKY O IPUYUHAX HECBOEBPEMEHHOIO IIPEICTABICHUS UH-
(dopmanuu O BEINOJIHEHUH IPUKa3a JUPEKTOpa.

45. CoctaBbTe JOKJIAJHYIO 3alUCKY HadaJlbHUKA IJIAHOBO-(PMHAHCOBOT'O OT/ENa PYKOBO-
TUTEIIIO TIPEANIPUATHS 00 00eCIIEUeHUH OT/IeNIa YETHIPHMS KOMITBIOTEPaMH.

46. CocTaBbTe CIIPaBKy O 3apIulaTe BaIIeTO COTPYIHUKA JUIS MPEIOCTABICHHUS 110 MECTY
TpeOOBaHMUS.

47. W3 Kakux 4acTeil COCTOUT TeKCT IpuKasza?

48. Kax GpopMHPYIOTCS ITYHKTBI PACIOPSAUTEIBHON YacTu puKasa’?

49. Kak 3aBepsieTcst BBINKCKA U3 TTpHUKaza?

50. OdopmieHne npuKazoB MO JUYHOMY COCTaBY.

51. Benenue TpynOBBIX KHHKEK paOOTHHKOB.

52. Odopmiienne TpyAOBbIX KHH)KEK U BKJIAIBIIICH K HUM.

53. BHecenne u3MeHEeHHH B 3aIHCH.

54. Yro Takoe «1y0nuKaT» TpyAOBOU KHUKKHU?

55. Y4er Tpya0BbIX KHUXKEK.

56. CoctaBbTe aBTOOHOTpaAdHIO.

57. B kauectBe HauanpHuka OK cocTaBbTe XapakTEPUCTUKY HA COTPYIHUKA OT/IEA.

58. CocraBbTe MpHKA3El: O TpHeMe Ha pabory Gyxramrepom UBAHOBOW W.IL; 06
YBOJIbHEHUH MIEPEBOJIOM B JIpYTyIO opranuzanuio. Hegocraromue peKBU3UTHI YKaXXUTE CaMOCTO-
STENBHO.

59. Hanmmute 3asBienue o mpueMe Bac Ha paboTy SKOHOMHCTOM B TOCYIapCTBEHHOE
HpeInpusiTHE.

60. Hanumute 3asBieHUe O MpeaocTaBlIeHny BaM aIMUHUCTPaTHBHOTO OTIYCKa IO ce-
MEHHBIM 00CTOSTENIbCTBAM.

61. CocraBbTe IpUKa3 O IMepeBoie Ha paboTy BHYTPU OpPTaHU3AIUH.
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62.
63.
64.
65.
66.
67.
68.
KYMEHTOB?
69.
70.
71.

N3 xakux pa3nesnoB COCTOMT KOHTPOJIbHAS KapTOTeKa?

Kakue cpoku ucnonHenus 10KyMeHToB Brl 3Haere?

Kakoe 10mKHOCTHOE JIMII0 CHUMAET JOKYMEHT C KOHTPOJIs?

Yro sABnsercsa 00BbEKTOM KOHTPOJISI UCIIOIHEHUS TOKYMEHTOB?

W3 KakuX 371€MEHTOB COCTOUT PETUCTPALIMOHHBIA HHACKC TOKyMEHTa?
OdopmuTe Ha JOKYMEHTaX PEKBU3UT «OTMETKA O KOHTPOJIEY.

C KaKoro MOMEHTA MCUHUCIISICTCS CPOK HUCIIOJHECHUSA U KOHTPOJIb 3a UCIIOJIHCHUEM J10-

KakoB nopsiiok npoasieHus: Cpoka UCIOTHEHHSI IOKyMeHTa?
B gem 3akiouaercs 1enb 10KyMeHTo000poTa?

Kakune JOKYMCHTBI IO3BOJIAIOT OCYIICCTBUTL aHAJIM3 W COBCPUHICHCTBOBAHUC JOKY-

MeHTooOopoTa?

72.
73.
74.
75.
76.
77.
78.
79.
80.

Hue?

81.
82.
83.
84.
85.

Yro Takoe JOKyMeHTO000poT?

Oxapakrepusyiite noustue «Homenknatypa nem».

Oxapaxrepusyiite noustue «Jlemo».

Yro Takoe peructpauus JOKyMEHTOB?

VYKaXuTe OCHOBHBIE CTa/IMH JIETONPOU3BOJICTBA.

Ha3zoBute sTamnsl paboThI ¢ JOKYMEHTaMH, XapaKTepHBbIE TSI TOKYMEHTOO00pOTa.
Uro BriTtOUuaeT B ceds mousTue «PopMUpoOBaHUE 117

KT0 ocymecTBisieT npeaBapUTeIbHOE PACCMOTPEHNE JOKYMEHTOB?

IIo KaKOMY IMPUHIUITY ITPOUCXOIUT OT60p JAOKYMCHTOB Ha XPAaHCHUC WJIH YHUYTOKC-

[To xakuM pU3HAKaM CTPOSITCS HOMEHKJIATYPHI /1€

Jaiite onpeneneHue 3KCIepTU3bl HEHHOCTU TOKYMEHTOB.

B 4em 3akiaro4aroTcs 3a1auu 3KCIEPTU3bI JOKYMEHTOB?

Kakue Buibl HOMEHKIIATYp J1eN pa3padaThIBatOTCs YUPEKACHUSIMU?

Ha kakue rpynnsl MOKHO pa30UTh CPOKH XpaHEHUs IOKYMEHTOB, YCTaHABIMBAEMbIE

nepeyHsaMu?

86.

Kakue Tpe6OBaHI/I5{ HeO6XO,[[I/IMO CO6J'IIO,Z[8.T]':> IIpU ICPLIjIeTC UKW MOAIIUBKE ICII 110~

CTOSIHHOT'O, BpeMeHHOT0 (cBbIiIe 10 j1eT) XpaHeHUs U 110 JINYHOMY COCTaBy?

87.
88.

Kak ocymecTBasieTcss Hymeparus JUCTOB B jiefie?

Kakne AAHHBIC YKA3bIBAOTCS HA TUTYJIBHOM JIUCTC OIMUCHU ITOCTOAHHOTO XpaHeHI/ISI?
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4, MeTOHI/I‘IECKl/Ie YKasaHus OJad oﬁyqaloumxcn 10 OCBOCHHUI0O JUCHMUITJINHBI

[Mpucrynas x u3ydennro gucuuruinabl OI1.05 «/lokymeHTanmoHHOE 0OecIIeUeHHE YIpaB-
JICHUS», CTYACHT JOJKEH O3HAKOMHTBCS € cofiepkaHueM naHHou «Pabouelt yueOHOI mporpam-
MO TUCIUIUIMHBD C TEM, YTOOBI UMETh YETKOE MpeACTaBICHUE O CBOEH paboTe.

N3ydyeHne NUCIMILTUHBI OCYIIECTBISETCS HA OCHOBE BBIJAHHBIX CTYJICHTY IperojaBaTe-
JIeM PEKOMEH 1Al 110 BBIMTOJIHEHUIO BCEX 3aJJaHUi, TPEyCMOTPEHHBIX Y4E€OHBIM IIAHOM U IPO-
rpaMMOM.

B nepByto ouepens HEOOXOAUMO YSICHUTH LIEb U 33/1a4d U3y4aeMOMN TUCIUILUIUHEI, Olle-
HUTh 00BEM MaTepHalia, OTBEIEHHOTO ISl U3yUeHUsl CTYJCHTAMH CaMOCTOSATEIbHO, M0100paTh
OCHOBHYIO H JIOTIOJIHUTEIBHYIO JIATEPATYPY, BBIIBUTH HAN0OJIEE BAKHBIC TTPOOJIEMBI, CTOSIIUE 110
BOIPOCAM M3y4aeMOW JUCITUILINHBI.

Brinmonnenue 3aganuii ocyIiecTBiIseTCsl B COOTBETCTBUU C YYEOHBIM IUIAHOM U MIPOTpaM-
Moi. OHHM JOJKHBI BBITIONHATHCS B COOTBETCTBUU C METOAMYCCKUMH PEKOMEHIAIMSIMHU, BBIIAH-
HBIMH ITPETIOJaBaTeNIeM, U MPEACTABICHBI B YCTAHOBJICHHBIC TPEIIOIaBaTEIIeM CPOKH.

N3yyast nepBOMCTOYHUKH, 11e71€CO00pa3HO 3aKOHCIIEKTUPOBATH TOT MaTepHall, KOTOPHIH He
co00IIasCcs CTyAeHTaM Ha JICKIIHSIX.

Ha 3aHATHSAX JTEKIMOHHOTO U MPAKTUYECKOTO XapakKTepa CTYACHTaM i paboThl TpeOy-

eTcs: TeTpaAb JJIsl 3aUCH JIEKIIUN U 3a1aHUM.

5. YueOHas iuTepaTypa U pecypcbl HH(POPMAIMOHHO-TEJIeKOMMYHHKALMOHH O
cetn «MHTEpHET
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