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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 «JlokyMeHTaIllMOHHOEe O0eCTieueHUE YIIPABICHUS» OTHOCUTCS 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
MOJTyYeHUs 710 3aBEpLICHUS UCTIOTHEHMsI M0 HUM U Mepeladya Ha XpaHEeHHe, a TaKkkKe H3yuyeHUe
MPOLEAYP COCTaBICHUS U O(QOPMIICHHS JOKYMEHTOB, OTPAXAIOIINX YIPABICHUECKYIO JesITelNb-
HOCTb MPEANPHUATHS, B COOTBETCTBUU C COBPEMCHHBIMHU TPEOOBAHMSIMH.

3ajaun U3y4eHus TUCHUTITAHBL

— (¢hopMUpOBaHKE PALMOHAIBHBIX MOJX00B K OpTaHU3auy paboThl C JOKYMEHTAMU;

— 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 00y4eHUs MO AUCHUIINHE
JucuunnuHa «J{okyMeHTalMoHHOe 00ecriedeHne yIpaBieHUs» 00eCeunBaeT OBIaJICHUE
CIEYIOIUMU KOMIETEHIUSIMHU:

Tabnuma 1.4.1 — IlepeyeHb 0OMUX KOMITETEHIUH

Kon HaumeHnoBanue
KOMIETEHIIUH KOMIIETEHIIMH

OK 01 BeiOupats crioco0sl perieHus 3aaay npopecCHOHANbHOM AesTeTbHOCTH MPU-
MEHHUTEJIHO K Pa3JIMYHbIM KOHTEKCTaM.

OK 02 Ocy1miecTBIATh MOUCK, aHAJIU3 U MHTEpHpeTanno MHdopMauu, HeoOXoau-
MOM ISl BBIIIOJIHEHUS 331a4 TPO(eCCHOHATIbHOM JeSITEIbHOCTH.

OK 03 [TnanupoBaTh U peaan30BbIBaTh COOCTBEHHOE MPO(EeCcCHOHANBHOE U TMYHOCT-
HOE pa3BUTHE.

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

OK 05 OcCy1ecTBIISATh YCTHYIO M MIMCbMEHH Y0 KOMMYHHKAIMIO HA TOCYAapCTBEHHOM
s3bike Poccuiickoit denepanyu ¢ yaéToM 0COOEHHOCTEN COIMAIBbHOTO U KYJIb-
TYPHOTO KOHTEKCTA.




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

OK 10 Bectu noxymeHTanuo npeanpusaTs, yapexKaeHs, OpraHu3aluu, COCTaBIATh
IPOEKTHl JOKYMEHTOB, B COOTBETCTBUHU C CYILECTBYIOLIMMH 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)

(VKA3618a10MCsL 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 ATAIbI PEUICHUS 33/Ja4H; BBISBISITE U 3PPEKTUBHO
MCKaTh WHPOPMAIIHIIO, HEOOXOANMYIO AJIS PEUICHHS 3aa9H
VT TIPOOJIEMBI; COCTABHUTD TUTaH ACWCTBUS; OTPEACIUTh HEOO-
XOJIUMBIC PECYPCHI; BIaJICTh aKTyaJIbHBIMU METOIaMHU Pa0OThI
B IPO()eCCHOHANBHOMN U CMEXHBIX chepax; peain30BaTh CO-
CTaBJICHHBIN IJIaH; OLICHUBATh PE3YIbTAT U MOCJIEICTBUS
CBOMX JICHCTBUM.

Ha YpOBHE 3HAHHI: aKTyaJIbHBIN MPO(hecCHOHAaIbHBIN U COIIU-
QJIbHBIN KOHTEKCT, B KOTOPOM ITPUXOIUTCS paOdOTaTh U KHTh,
OCHOBHBIC UCTOYHHUKY WH()OPMAITUHN U PECYPCHI JUTSI PEIICHUS
3asa4 1 mpobeM B podeccCHoHaIbHOM W/HITH COMATEHOM
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 OLIEHKH pe3yJIbTaTOB PelIeHus 3a/1a4 mpodeccu-
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 OyXTanTepCKUX JOKYMEHTOB; IIOPSA0K COCTABIICHUS 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 JTIOKYMEHTOB; OPTraHHU30BBI-
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 OyXTraJaTepCcKUe 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 IIPO- 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 nesiTeJIbHOCTH: JTOKYMEHTHPOBAHKE XO3IHCTBEHHBIX ONEpaluil U BeJJIeHue OyXTraITepCKOro y4eTa akTHBOB OpraHU3aluy
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 yueOHOol padoThl, yac.
B .
uj y4eOHoH padoThI Beero 4CeMeCTp
O0s3arenpHas ydeOHast Harpy3Ka 00 yJaromuxcs, 36 36
B TOM YHCJIC:
e JIEKIINHU 18 18
® [IPAKTUYECKUE 3aHATUS 18 18
CamocrosiTenpbHas padoTa 00yJarouuxcs 26 26




Koncyapranuu 0 0
MakcumaibHas yaeOHas Harpy3ka o0 yJaronuxcs 62 62
KypcoBas paboTta He npedycmMompena -
dopma IPOMEKYTOYHOM aTTeCTaluU 3auer
Ta6auma 2.2

O0beM yueOHOU AUCIUILTNHBI U BUBI pa0doT i 3a09HON (hOpMBI 00ydeHHs Ha Oa3e

cpennero obrmiero oopazoBanms (11 xi1.)

O0beM yueOHOI padoThbl, Uyac.
Buna yueoHoii padoThl Kypc
y P Bcero 2 B
O0s13aTenbHas yueOHast Harpy3ka 00 yJaronmxcs, 8 8
B TOM 4HMCJIC:
e JIEKIUU 4 4
® TIPAKTUYECKUE 3aHSTHUS 4 4
CamocrosiTenpHas padoTa 00yJarouuxcs 54 54
MakcumaibHas yaeOHas Harpy3ka 00 y4Jarouuxcs 62 62
KypcoBas paboTta He npedycmMompena -
[IpomexxyTouyHasi aTTecTalus 3auer
2.2. TemaTn4yeckuii mJiaH u coacpikaHuEe NUCHUITIJIUHDBI
Tabnuma 2.3
Temarnueckuii naH u COACPIKAHUC JUCHHUITINHBI
H OcBanBaeMble
aNMEHOBAHUS Pa3/IelioB ConeprxkaHue TUCIUILIMHBI M (JOPMBI OpraHU3aLUH ACATCIHHOCTH
KOMITCTEHITNT
U TeM oOyyatomuxcst
Tema 1 Ucropus nenonpousBosctra. [Ipeamer u 3anauu kypca JOY. Ctpykrypa OK.01
Bre eH'I/Ie 3aKOHOJIATEILHOW U HOPMATUBHOM 0a3bl IETOMPOU3BOICTBA. OK.04
. : 3axononarensHble akTel PO, TOCT P 7.0.97-2016, Tunosas HHCTPYKIUSA
Hctoku nenonpous3BOACTBa.
0 JEJIONMPOU3BOJICTBY
Bunsl u pasHOBHAHOCTH JOKyMEHTOB. Popmar M BBl OJaHKOB JOKY- OK.02
Tema 2 MeHTOB. Kiaccubukanus OpraHu3aliiOHHO-PACIOPSIAUTSIBHON TOKY- OK.03
’ MeHTaiuu. [ToHATHEe «peKkBU3UT» JOKyMeHTaluu. OpopMIIeHHE U paciio- OK.05
JenoBast noKyMeHTanus
JIO’)KEHUE PEKBU3UTOB. OK.09
OK.10
Tema 3 YHUQUKAIMA U CTaHIApTH3AIUA JOKyMeHTOB. OO0mepoccHitCKuil Kinac- OK.01
Yaudukanus u cragmaptusa- | cudukarop ynpasineHdeckoi nokymenTanuu OK 011-93. CnoBaps-MuHU- OK.02
LUl yIPaBIEHUYECKON JOKY- MyM TEpPMHHOB H OTpeneseHuil. SI3pkoBas opMyna— yCTOWIHBOE CIO- OK.10
MEHTaINU BOCOUYETaHNE, OPraHU3YIOIee OCHOBHON TEKCT JOKYMEHTA.
Tema 4 Opranu3allOHHO-NIPABOBbIE JIOKYMEHTBI — KaK OCHOBOIIOJIArarolue B OK.01
OpranuzalluOHHO-TIPaBOBas yrpaBiieH4IecKoi pyHKunu npeanpustus. Lenb pazpaboTku opraHu3anu- OK.02
JOKYMEHTAIHS OHHO-TIPaBOBBIX JOKYMEHTOB — PAIlOHAIFHOE pa3/ie]IeHNe U KOOTIepaIis OK.03
Tpyaa noapasnenenuii. OcoO0eHHOCTH 0QOPMIIEHHUS U peau3allid HOPM OK.05
aJMUHUCTPATHBHOTO IPaBa. OK.09
OK.10
Tema 5 OpraHu3anoOHHO-PACTIOPSIINTENbHAS JOKYMEHTaIus, €€ 3HaueHHe B OK.01
[MousiTve ¥ GyHKIMU OpraHu- | yrnpaslieHuW npeanpustieM OCHOBHOE Ha3HAYEHHE PACIOPSIUTENbHBIX OK.02
3aLlMOHHO-PACHOPSAUTENLHON | TOKyMEHTOB. Ilponeaypa u3gaHus pacnopsIUTENbHBIX JOKYMEHTOB. OK.03
nokymenraruu (OPJ]). Buner | Bunsl u odopmiieHre opraHu3aliioHHO-pacopSAUTEIbHON JOKyMEeHTa- OK.05
OPJl. OpranuzaiioHHbIe JO- | LUU. OK.09
KyMeHThL: ¥Ycras, [lonoxenue, OK.10




HaumenoBanwus pa3acios

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

OcBauBaeMbIe

U TeM 0GyHaromuUXCs KOMIIETEHIIUU
Wucrpykunu. Iopsaok ux co-
CTaBJICHUS U MCTIOIB30BAHUSL.
Tema 6 HeobxoxumocTts nHpOpMaIyy o GakTHIECKOM I0JI0XKEHHUH /IS Ha TIpe- OK.01
Cucrema nH(MOPMAITOHHO- MPUATUH, KaK OCHOBA NMPHHATHUS YNpPaBJICHUECKUX pelieHui. Buasl un- OK.02
CIPaBOYHON JOKYMEHTAIUH. (hopMaIOHHO-CIIPaBOYHBIX JTOKYMEHTOB. Ilopsaok odopmieHus u co- OK.03
Haznauenue u Bunbl nHpOP- CTaB TEKCTOBOH YacTH WH(POPMALMOHHO-CIIPABOYHBIX TOKyMeHTOB. O0- OK.05
MAaIOHHO- CITPABOYHBIX J10- mme TpeboBaHMs K BeAeHHI0 nepenucku. Kiaccuduranms ciayxeOHBIX OK.09
KYMEHTOB muceM. CTpykTypa ciyxkeOHoro nmichMa. OCHOBHBIC ITOJIOKEHHS 00 3TH- OK.10
KeTe CIIYKeOHOH MepenucKy.
Tema 7 OO6ume cBeAeHNS O JOKyMEHTAIWH 110 JIMIHOMY COCTaBy. YHH(pHUIIUPO- OK.01
JloKyMeHTAIHS IO THIHOMY BaxHast popma NeTJI-1 — tpynoBoii moroBop. YHuUIIpOoBaHHEIE POPMEI OK.02
coctaBy. HazHaueHHEe TUYHBIX | JOKYMEHTOB IO JINYHOMY COCTaBY. OK.03
nokyMmeHToB. KaapoBas oxy- OK.05
MEHTaIUs — TPYI0BbIE KOH- OK.09
TPAKTHI, IPUKA3HI 110 TUUHOMY OK.10
COCTaBy, TPYIOBbIE KHUXKKH.
YuuduunpoanHsie HOpMbI
NIEPBUYHOM YUETHOU JAOKY-
MEHTAINH 110 TPYIY U €T
oriare
Tema 8 3asBneHue o mpuéme (YBOJIHHEHNN) paOOTHHKA. TpymoBast KHIDKKA. BrI- OK.01
OOurre mpaBWiIa COCTABICHHUS | 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 [TnanupoBanue pabOTHI MPEANPHUATHS Ha JOrOBOpHOM ocHOBe. [loHsTHE OK.01
[TnanupoBanue pabotsl pea- | «Jlororop». basopas cTpykTypa gorosopa. [IpoTokois pa3Horiacuii. OK.02
MIPUATHS OK.03
OK.05
OK.09
OK.10
TemalO [epBr4HbBIC TOKYMEHTHI IO (PUHAHCOBO-PACcUETHEBIM orepanusamM. [IpenBa- OK.01
XapakTepucTuka u 0popmile- | PUTEIBHBIH KOHTPOJIb M aHATN3 (PHHAHCOBO-XO3SIMCTBEHHOHN NesATEIhHO- OK.02
HUE (PHHAHCOBO-PACYCTHBIX CTH. OK.03
JIOKYMEHTOB. OK.05
OK.09
OK.10
MK 1.1.
Tema 11 HopmartusHbie akThl Oyxrantepckoro yuéra. Kinaccudukarus oyxranrep- OK.01
Ponp Gyxrantepun B perie- CKHUX JIOKyMEHTOB 10 Ha3HAUEHHIO, 10 COAEPIKAHUIO, 110 CII0CO0Y UCTIOJb- OK.02
HUM (PMHAHCOBBIX 3a/1a4 Opra- | 30BaHMs, 110 YMCJIY YYHUTHIBAEMBIX MO3UIMHA U T.A. YUETHBIC PErHCTPHI OK.03
Huzan. Kimaccuduxanus OyXxranTepckoi JOKyMEHTAIUH. OK.05
yU€THBIX JOKYMEHTOB OK.09
OK.10
MK 1.1.
Tema 12 [Mopsiiok cocTaBiieHHs TOKYMEHTOB 110 (DMHAHCOBO-PAaCUETHBIM OIepa- OK.01
OcHoBHBIE BH/IBI IOKyMeHTOB | musim: Cuér-¢axtypa, [InaréxHoe nopyuenne, AKT peBu3nu Kacchl, Jlo- OK.02
110 (PMHAHCOBO-PACYETHBIM TOBOP O MOJHON MaTepUaIbHOM OTBETCTBEHHOCTH. OK.03
onepanusam OK.05
OK.09
OK.10
MK 1.1.
Tema 13 [Topsimox paccMoTpeHust JokyMeHTOB. COCTaB M 3a7add HOMEHKIIATYPBI OK.01
JlokyMeHTOOOOpOT Opranm3a- | Aend. [IpUHIUNBI TOCTPOEHUS HOMEHKIATyphl ael. [ pynmupoBka OK.02
mun. [Tousrtue OK.03
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HaumenoBanwus pa3acios

ConepmaHMe JUCHUILINHBI U (bOpMI)I opraHusanuvu ACATCJIbHOCTU

OcBauBaeMbIe

U TeM 0GyHaromuUXCs KOMIIETEHIIUU
«HOMeHKJaTypa nen». Hasna- | mokymeHTOB B fena. @opMbl perucTpaluy )KypHanoB. BHyTpeHHsIs onuch OK.05
YEHHE U BUJbl HOMEHKIATYPbl | JOKYMEHTOB. OK.09
nen. TunoBasi, mpuMepHas U OK.10
KOHKpETHasi HOMEHKJIaTypa K 1.1.
nen. TpeOoBaHus, MPeabABIA-
€MbIE K COCTABJICHHIO U 3a-

TIOJTHEHHIO (POPMBI HOMEHKJIa-

TYpPBI JIeJl OpraHu3alyy.

OcHOBHBIE TpeOOBaHNS,

npeAbsBIsieMble K oopmIie-

Huto fen. [lonHoe u yacTuu-

HOe 0(OpMIICHHE JIeII.

Tema 14 O3HaKOMIICHHE C O(UCHOM TEXHUKOM: (haKc, KCEPOKC, CKaHep OK.03
OOm1ast xapakTepuCcTHKa Opra- OK.09
HHU3aIMOHHO-TEXHUYECKUX

CPEZACTB B ACTIONPOU3BOJCTBE

Tema 15 [lepcoHanbHbIE KOMIBIOTEPHI B COBPEMEHHOM [JEJIONPOU3BOACTBE. Bo3- OK.03
IlepcoHanbHbIE KOMIBIOTEPB | MOKHOCTH KOMITBIOTEPHBIX TEXHOJIOTHI B JAEIONPOU3BOACTBE. PenakTu- OK.09

B COBPEMECHHOM JETIOMPOM3-
Boactee. KO/I- komnbroTep-
Hast 00paboTKa JOKYMEHTOB.

poBaHue TekcTa JokyMeHTa Ha [1K.

2.3 PeriiaMeHT pacnpeaejieHusi BUA0OB padoT mo gucuumniune ¢ JJOT

I[aHHafl AUCHUIINIMHA PCAIM3YCTCA C IMPUMCHCHUEM AUCTAHIMOHHBIX 06p330BaT€J'II)HI)IX

texHosnoruii (JJOT). Pacnpenenenue BumoB yueOHOU paboOThl, (hOPMATOB TEKYIIETO KOHTPOIS

npeacrasieHsl B Tabmwuie 2.3.1:

Tab6muma 2.3.1
Pacnipenenenne Bu10B yueOHOM paOOThI U TEKYILEH aTTecTallun

Buj yueoHoii padoThl Dopmat npoBeAeHHUS
JIeKIIMOHHbBIE 3aHATUS Yactuuno ¢ npumenenueM J1OT
[IpakTHuecKue 3aHATHS YactuyHo ¢ npumenenuem JIOT
CamocrosTenbHas pabora YactruuHo ¢ npumeneHueM JIOT

Texymmii KOHTPOJIb

YactuyHo ¢ npumenenuem JIOT

[IpoMexxyTouHas arrecTauus KonrakTtHast aynutropHas paboTa win

¢ npumeHeHueM J10T

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

JIBIM 00 yUarOIIMMCSI CAMOCTOSATENLHO C JIFDOOro YyCTpolcTBa Ha nopTase: https://Ims.ranepa.ru.

[Taponb 1 10oruH K TMYHOMY KaOuHETY / po(uITio MpeAocTaBiIsieTcs CTYACHTY B AeKaHaTe.

Texymnﬁ KOHTPOJIb, HpOBOIII/IMHﬁ B CUCTCMC NJHUCTAHIITMOHHOT'O 06y"-ICHI/I}I, OIICHUBAIOTCs

KaK B CUCTCMC JUCTAHIIMOHHOI'O O6y‘IeHI/I$I, TaK U IpEIoAaBaTCJICM BHC CUCTCMBI. I[OCTYH K BHACO

U MaTc€puajiam JICKITHM IpeaOCTaBIACTCA B TCUCHUEC BCEI'0 CEMECTPA IO MEPEC MPOXOKACHHUA OCBO-

€HUs Nporpammbl. JIOCTyI K Kaxa0My BUy paOOT U KOJIMUYECTBO MOMBITOK HA BHITIOJHEHHE 3a/1a-

HUAg MPEAOCTABIIKICTCA Ha OTpPaHUYCHHOC BpEMA
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onyonukoBanHoMy B CJ1O. [IpenogaBaTens OlleHUBACT BBHITTOJTHEHHBIE 00yJaronuMcs paboThI HE
no3zaHee 14 pabouynx AHEH Mociie OKOHYAaHUS! CPOKA BHITIOJHEHUSI.

Ccbuika Ha 31eKTpoHHBIN Kypc no qucuuminie OIL.0S «/{okymeHTannonHoe obecnieue-
HUE YIpaBJIECHUS»

Pazpabotunk ['pyznoBa Upuna AnexcanapoBHa

3. ®oH/1 OLIEHOYHBIX CPEACTB MPOMEKYTOYHOM ATTECTANMHU M0 Y4eOHOH JUCIHUIUIMHE U Ma-
TePHAJIbI TEKYIIEro KOHTPOJISA YCIIeBAeMOCTH 00yUYaK0IIUXCS

3.1. ®opMbI M MeTObI TEKYIEr0 KOHTPOJISI YCIIEBAEMOCTH 00y4aIOMINXCS MPOMEKYTOYHOM
aTrecTaluu

@DOopMBbI TEKYILIETO0 KOHTPOJIS YCIEBAEMOCTHU

Onpoc (O) — 3T0 OCHOBHOHM BUJ YCTHOW MPOBEPKH, MOXKET HUCIIOJIB30BAThCA KakK (hpOH-
TaJbHBIN (Ha BOMPOCHI MPEogaBaTes 0 CPaBHUTEIHHO HEOOIBIIOMY 0O0BEMY MaTepHaia Kpat-
KHE OTBETHI (KaK MPaBUJIO, C MECTa) JAIOT MHOTHE 00YJArOIIHeCs ), TaK U WHIUBUAYATBHBIN (IIPO-
BEpKa 3HaHWM OTJENbHBIX 00y4aromumxcs). KoMOMHUpOBaHHBIN ONPOC - OAHOBPEMEHHBIN BBHI30B
JUISL OTBETA CPa3y HECKOIBKHUX O00YYarOIIMXCsl, U3 KOTOPHIX OJJUH OTBEYAET YCTHO, OJIMH-/BA FOTO-
BATCSI K OTBETY, BBIMOJHSA Ha JIOCKE Pa3JIMYHbIC 3alMCH, a OCTAIBHBIC BBIMOJIHSIIOT 332 OTICNb-
HBIMU CTOJIAMU WHIMBUIyaJIbHBIC TMCHbMEHHBIC WU ITPAKTUYECKUE 3a/IaHMsI TIPETIoaBaTesl.

Kputepuu onennBanus:

Oyenku «omauyHoy 3aCIyKUBAET CTYICHT, €CJIM OH CBOOOJHO U MPaBUIHHO OTBETUI Ha
MOCTaBJICHHBIN BOMPOC, 3HAET OCHOBHBIC TEPMUHBI U OTIPENICTICHUS 110 TEME, OTBEYAET Ha JOTOJ-
HUTEbHBIE BOTIPOCHI;

Oyenxu «xopouioy 3acIyKUBaeT CTYJEHT, €CIM OH CBOOOJHO U MPaBUJIBHO OTBETHUJ Ha
MOCTaBJIEHHBIN BOMPOC, 3HAET OCHOBHBIE TEPMUHBI U ONPEACIICHUS 10 TEME, 3aTPYAHAETCS OTBE-
TUTbH HA JIOTIOJTHUTEIHLHBIE BOIIPOCHI;

Oyenku «y0061emeopumenbHo» 3acilyKUBaeT CTYAEHT, €CJI OH MPaBUIbHO OTBETHJI Ha
MOCTaBJIEHHBIN BOMPOC, HO MPHU 3TOM IUIOXO OPUEHTUPYETCS B OCHOBHBIX TEPMHHAX U OIpezeIie-
HUAX 10 TEME, HE MOKET OTBETUTH HA JIOTIOJHUTEIbHBIE BOIIPOCHI;

Oyenka «Hey0061emeopumenbHo» CTaBUTCS CTYACHTY, KOTOPBIN HEMTPaBUIbLHO OTBETHII HA
BOIPOC WJIK COBCEM HE J1aJl OTBETA.

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

Oyenku «omauyHo» 3aCITy’)KMUBAET CTYJICHT, €CIIM OH OTBETUJI ITpaBuiIbHO Ha 90% BonpocoB
TecTa

Oyenxu «xopouioy 3acily>KUBaeT CTY/IEHT, €CJIM OH OTBETHJI TPaBUJILHO HAa YacTh BOIIPOCOB

75%-90%);
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Oyenxu «y0061emeopumenbHo» 3aCIyKUBAET CTYIEHT, €CJIU OH IPAaBUILHO OTBETUII YaCTh
BonpocoB 50%-75%;

Oyenku «Heyo081emeopumenbHoy 3aciyKUBAET CTYIEHT, €CI OH NMPAaBUIBHO OTBETUI
MeHee yeM Ha 50% BoIpocos.

KoutpoasHnas padora (KP) - nuceMennas padota o teme. COCTOUT M3 HECKOJIBKUX 3a-
Jla4 pa3IMYHOM CTENEHU CJI0KHOCTH.

Kpurepuu onieHuBanus

Oyenku «omauyHo» 3acCiIy’KUBAeT CTYJEHT, OOHAPYKUBLIUI TIyOOKOe 3HaHHE MaTepu-
aja, yMEeHHe CBOOOIHO BBIMOJHATH 33JaHUS, MOHMMAIOIIUNA B3aUMOCBS3b OCHOBHBIX HMOHATHN
TEMBI;

OyeHku «xopowioy 3acCIyXKMBAaeT CTYJICHT, OOHAPYKUBILIMHA MOJHOE 3HAHHE MaTepuana;
YCHEIIHO BBINOJHAKOUIMN MPEeIyCMOTPEHHbIE 3aJaHus; W JONYCTUBIIMN HE3HAYUTEIbHbIC
OIIMOKHU: HETOYHOCTH (PaKTOB, CTUIIMCTHYECKHUE OIIHUOKH;

Oyenxu «y0061emeopumenbHoy 3acily>KUBaeT CTYAECHT, OOHApYKUBILIUN 3HAHUS OCHOB-
HOr0 MaTepuaia B 00beMe, He0OX0IMMOM I ajdbHENIIero u3yuyeHus: JUcHUIinHel. Cropasiis-
IOLUICS C BBINOJHEHUEM 3aJaHHii; JOMYCTUBILINI MOTPEIIHOCTHA B OTBETE, HO 00JIa/1al0Iuil He-
00XOIMMBIMU 3HAHUSMU JJISI UX YCTPAaHEHUS O]l PYKOBOJICTBOM MPEIO1aBaTes;

Oyenxu «Hey0061emeopumenbHo» 3acily’>KUBAET CTYI€HT, OOHAPYKUBIINH CYIIECTBEHHbIE
po0Oesibl B 3HaHUU OCHOBHOT'O MaTepuala; He CIPaBIISIFOIIMICS C BHIIIOJIHEHUEM 3aJJaHUil, 10My-
CTUBILHNI CEpbE3HbIE NOTPEIIHOCTH B OTBETAX, HYK/IAIOIIUICS B IOBTOPEHUU OCHOBHBIX Pa3/€JI0B
Kypca MoJl pyKOBOJICTBOM IPENOIaBaTes.

Tabmuma 3.1
@DopMBbI TEKYIIETO KOHTPOJIS HAa 6a3e cpeaHero ooIero oopazoBaHus
(ounast hopma oOydeHHUS)

Ne Haszpanue tem (pa3meinon) Y4eOHas Harpy3ka o0ydJaromuxcs mo dopma TeKy-
TEMBI BUJIaM yueOHbIX 3aHSTHI, Yac. IIer0 KOHTPOJIS
Makcu- OO6s3aTenpHas CP YCIIEBAEMOCTH,
MalJlb- Jlek- IIpak- MIPOMEKYTOY-
Hast 02051 THKA HOH aTTecTaluu
1. Beenenue. cToku nenonpou3BocTBa 2 5 o, T
2. JlenoBasi JOKyMEHTaNus 2 2 o, T
3. YHupukanus 1 craHIapTU3aus yupas- 2 2 o, T
JICHYECKOW TOKYMEHTAINH
4. OpraHn3anmoOHHO-TIPaBOBAs JOKYMEHTa- 4 5 2 o, T
LI
5. [Tonatue u GyHKINN OpPraHU3AIMOHHO- o, T
pacTopsSauTeIbHON JOKYMEHTAINH
(OPL). Bugst OP/]. OpranmsannoHHbIe 4 5 2
JIOKyMeHThL: ¥YcraB, [lonoxenue, Nu-
cTpykuuu. [Topsiok UX cOCTaBIeHUS U
WCIIOJIb30BAHMS.
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6. Cucrema nHGOPMALMOHHO-CIIPABOYHOM T, KP
JokyMeHTauuu. HasHaueHue u BUABI UH- 4 2 2
(hOopMaIMOHHO- CIIPABOYHBIX IOKYMCHTOB

7. JlokyMeHTauus 1o JUYHOMY COCTaBY. O, T
Hasnavyenue nuuHbIX JO0KyMeHTOB. Kan-
poBasi TOKyMEHTaIHs — TPYI0BbIe KOH-
TPAaKTBHI, IPUKA3HI 110 IUYHOMY COCTaBY, 4 2 2
TPYIOBBIC KHIKKH. YHUPHUIIPOBAHHEIC
(hopMBI IEpBUYIHON YIETHOU JOKYMEHTA-
IIUH 10 TPYAY M ero OIUIaTe

8. OO0mme mpaBuia COCTABICHUS TOKYMCH- 4 2 2 O, T
TOB M0 JINYHOMY COCTaBY

9. [TnarupoBaHue padOTHI MPEITPHUATHS 4 4 O, T

10. Xapakrepuctrka u opopmiieHne pruHaH- 6 2 2 2 O, T
COBO-PACYETHBIX TOKYMEHTOB.

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

12. OCHOBHBIE BH/IbI JIOKYMEHTOB 110 (hUHAH- 6 5 4 O, T
COBO-paCYCTHLIM onlepalusiam

13. JIoKyMeHTO000POT OpraHU3alyy. o, T

[TousTHE «HOMEHKIIATYypa Aei». Hasnave-
HHUC U BUJIbI HOMCHKJIATYPHI fe. THrosasi,
MpUMEpHAs ¥ KOHKpPETHAs HOMCHKIIATypa
nen. TpeboBaHus, MPEIbIBIIEMbIE K CO- 2 2 2
CTaBJICHUIO U 3aMOJHEHUIO (DOPMBI HOMEH- 6
KJIaTyphl JIe]1 OpraHu3aInu.

OcHoBHbIE TPeOOBaHMS, IPEIBIBISIEMbIC
k opopmunienuto nen. [logHoe U YacTUIHOE
o(hopMIICHHE JCIT.

14, OO6mras xapaKTepuCTHKa OpTaHN3aIn- O, T
OHHO-TEXHUYECKUX CPEACTB B JIEIONPOU3- 4 4
BOJICTBE

15. IlepcoHanbHbBIE KOMITBIOTEPHI B COBpE- 6 o, T
MEHHOM JICJIOTIPOU3BOJICTBE. 5 5 2
KO/I — xommbroTepHast 00padoTKa T0KY-
MEHTOB.
Koncynbraruu 0 - - - -
OKk3aMeH 6
Bcero 62 18 18 26 -

Ipumeuanue: @opmol mekyweeo koumpoas ycnesaemocmu’. onpoc (O), mecmuposanue
(T), konmponvnas paboma (KP).

[TpomexyTouHas aTTecTanus MPOXoauT B hopMe IK3aMeHa.

Kpurepnn onenuBanus:

Oyenku «omau4HO» 3aCIIy>KMBAET CTY/ICHT, 0OHAPYKUBIIHMI TTyOOKOE€3HAHUE MaTepuaa,
CBOOOJHO BBIMIOJIHUBIIMK 3a/laHue, MOHUMAIOIIUNA B3aUMOCBS3b OCHOBHBIX MOHSATHIH;

Oyenxu «xopoutoy 3aciyKUBaeT CTYIEHT, OOHAPYXUBIIHMI MOJIIHOE 3HAHWE MaTepHana,
YCTENIHO BBIMOJHUBIIWN 3aaHUE; W JIOMYCTUBIIMA HE3HAUYUTEIbHBIC OMMMOKHA: HETOUHOCTh
(haKTOB, CTUITMCTUIECKUE OIIHOKH;

Oyenxu «yo0oeiemseopumenbHoy 3aCly’)KUBaeT CTYACHT, OOHAPYKUBIIUK 3HAHHUS OCHOB-

HOI'0 Marcpuajia B 061>eMe, HeO6XOIII/IMOM IS TalbHEHIIIEro HU3YUYCHUA APYTUX AJUCLHUIIINH,
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YaCTHYHO CHPABUBIINICSA C BBINOJIHEHHEM 33/1aHUS; JOMYCTHBIIMK MOTPEITHOCTH B OTBETE,
HO 001aaromuii HeoOXOMMMBIMA 3HAHHUSIMU JJIs1 X YCTpAaHEHHUs B OyayIeMm;

Oyenku «Hey0061emeopumenbHo» 3acily X KUBAeT CTYCHT, 00HAPYKUBIINH CYIIlEeCTBEHHBIC
npoOeIbl B 3HAHUM OCHOBHOTO MaTepHuaja; He CHPaBUBIIMICS C BBHIIIOJIHEHHEM 3aaHusl, JIOIY-
CTUBIIMI CEPhE3HBIC MOTPEIIHOCTH B OTBETAX, HYKAAIOMIMKCS B MOBTOPEHHU OCHOBHBIX

Tabmuna 3.2
®dopMbI TEKYILET0 KOHTPOJIS Ha 6a3e cpeHero ooIero oopa3oBaHus
(3aounast hopma oOydeHus)

Ne Haspanue tem (pa3zneiioB) VYueOHas Harpy3ka oOy4aroImuxcs 1o dopma Teky-
TEMBI BUJIaM Y4eOHBIX 3aHATHUH, Yac. IETr0 KOHTPOJIA
Maxkcu- | Ob6s3atensHas | Cam. pa- | yCHEBacMOCTH,

Maiab- | Jlex- | llpaktu 6ota IIPOMEKYTOU-

Has MU Ka HOM aTTecTanuu

=

Brenenue. Mcroku nenonpou3BoacTa 2 O, T

N

JenoBas nokymeHTanus O, T

NN (N
N

3. YHubukanus v craHIapTH3aLus yIpas- 2 o, T
JICHYECKOH JOKYMEHTALUH

4, OpraHu3alliOHHO-IIPaBOBAs TOKyMEHTa- 2 2 o, T
st

5. [NonsiTre ¥ GyHKIMK OpraHU3alMOHHO- 6 o, T
PaCTIOpSIUTEIBHON JOKYMECHTAIIH
(OPT). Bunsr OP1. Opranu3anuoHHbIe
MIOKyMeHTHI: YcTaB, [lonoxxenne, UH-
crpyknud. [Topsiiok UX cocTaBICHUSA U
HCTIONB30BaHUs.

6. CucreMa HHPOPMAITMOHHO-CIIPABOYHOH 6 T, KP
JIOKyMeHTanuu. Ha3HaueHne v BUIbI HH- 2 2 4
(hOopMaIMOHHO- CIIPABOYHBIX IOKYMCHTOB

7. JlokyMeHTanus 1o JMYHOMY COCTaBY. 6 o, T
Haznauenue muuHBIX JOKyMeHTOB. Kan-
poBas JOKYMEHTAIHs — TPYAOBbIE KOH-
TPAKTBHI, IPUKA3HI 110 TUYHOMY COCTaBY, 6
TPYAOBBIE KHIDKKH. Y HU(DUITIPOBAHHBIE
(hOpMBI IEpBUYHOI y4ETHON IOKYMEHTa-
LIUH 10 TPYAY M €r0 OIIaTe

8. OOmrre mpaBUIa COCTABICHUS TOKYMEH- 6 6 o, T
TOB M0 JINYHOMY COCTaBY

9. [TnanupoBanne paboTHI PEIIPHUITHS

S
S
olo
=3[

10. XapakrepucTuka u opopmicHHe HUHAH- 4 4 ,
COBO-pacYETHBIX JJOKYMCHTOB.

11. Pounp OyxranTepun B penieHUN (PHUHAHCO- 6 o, T
BBIX 3aJa4 opranu3anun. Kinaccupuxarms 6
Y4ETHBIX JOKYMEHTOB

12. OCHOBHBIE BUIBI JOKYMEHTOB I10 (PHHAH- 4 4 o, T
COBO-PacU€THBIM OIEpaLlUsIM

13. JlokyMeHTO00OpOT OpraHu3alny. 4 O, T
Iousitie «HOMEHKIATYpa nei». HasHaue-
HUE U BUJbI HOMCHKIIATYPBI JEJT. TI/H'IOBaﬂ,
IIPUMEpPHAasi U KOHKPETHASI HOMEHKIIATypa
nen. TpeGoBaHus, MpeabIBIsSEMBIE K CO-
CTaBJICHUIO U 3aI0JIHEHUIO (POPMBI HOMEH-
KJIaTypBl JIe]l OpraHu3aluH.

OcHOBHBIE TpeOOBaHMs, IPEIBSBIACMbIC
K oopmiienuto aen. [lonHoe U yacTU4HOE
odopMIIcHHE IS,
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14, OOmas xapakTepuCTHKa OpraHu3aly- 4 O, T

OHHO-TEXHUYECKHX CPEICTB B JIEJIONPOU3- 4
BOJICTBE

15. IIepcoHanbHbIE KOMIIBIOTEPHI B COBPE- 4 O, T
MEHHOM JIEJIONTPOU3BO/ICTBE. 4

KO/I — xommnbroTepHast 00paboTKa JI0KY-
MEHTOB.

Bceero 62 4 4 54 -

Ipumeuanue: @opmvi mexkyuweeo konmposs ycnesaemocmu: onpoc (O), mecmuposanue
(T), konmponvnas paboma (KP).

[IpomexxyTouHas arrectaus IPOXOIUT 3a4eTa.

Kpurepun onenuBanus:

Oyenku «omauyHo» 3aCIIy’)KUBaeT CTYJAEHT, OOHAPYKUBIINH rTyOOKOE3HAHUE MaTepHaa,
CBOOOJHO BBIMIOJIHUBIIUK 3a/laHue, MOHUMAIOIINKA B3aUMOCBS3b OCHOBHBIX MOHSATHI;

Oyenku «xopouioy 3aciyKUBaeT CTYIEHT, OOHAapYXUBIIMI MOJIIHOE 3HAaHWE MaTepuana,
YCIICLTHO BBIMIOJIHUBIIWH 33aJJaHUe; W JONYCTUBLIMI HE3HAYUTEIbHBIC OIUOKH: HETOUHOCTD
($akTOB, CTUITUCTHYECKUEC OIIUOKH;

Oyenku «y00871emeopumeibHo» 3aCiIyKUBaeT CTYIEHT, OOHAPYKUBIIWNA 3HAHUSI OCHOB-
HOTO Marepuaia B oO0beMe, HeOOXOAMMOM [UIS JajbHEHIero M3ydeHHUs APYTruX TUCIUILINH;
YaCTUYHO CIPABUBLIMICS C BBINOJHEHUEM 3aJaHus; JOMYCTUBLIMN IOrPEIIHOCTH B OTBETE,
HO 001aaromuii HeoOXOMMMBIMA 3HAHHUSIMH JJTs1 X YCTPAHEHUS B OyayIeMm;

Oyenku «Hey0061emeopumenbHoy 3aCIyKUBAET CTYIEHT, 0OHAPYKUBIIINH CYIIIECTBEHHBIC
npo0Oesibl B 3HAaHUM OCHOBHOT'O MaTepualia; He CIPABUBIIUICS C BHIIIOJHEHUEM 3aJaHUs, IOIY-
CTUBILIMNA CEpbE3HbIE€ MOTPEHIHOCTH B OTBETaX, HYXKIAIOUIMNCI B MOBTOPEHHUU OCHOBHBIX

pa3zaenoB Kypca.

3.2. MaTepuajbl TEKYIIEro U MPOMEe:KYTOYHOI0 KOHTPOJISI YCIIEBAEMOCTH 00y4aloIUXCs
ITpuMepHbIe OlIeHOUHBIE MaTepHalIbl O JUCHUIUIMHE «J{OKyMEeHTaIlMOHHOe o0ecreueHne
yIpaBICHUS»
A) KoHTponbHBIE BOIIPOCHI:
[Tepeuncnuth GyHKINMU TOKYMEHTA
JlaTb onpenenenue NOHATUSA «yHU(PULIMPOBAHHAS CUCTEMA JTOKYMEHTAIHI
OOBSCHUTD MTOHATHE «SI3BIKOBast PopMyIiar
JlaTtb onpenienenne «peKBU3UT MOCTOSIHHBINY, «PEKBU3UT MEPEMEHHBIN»
Kakue BapuaHThI pa3MelieHus: peKBU3UTOB Ha OiaHKax?
N310%UTh TpeOOBaHUS K U3TOTOBJICHUIO, YUETY M XPAHEHHUIO repOOBBIX OJIAHKOB.
YTo OTHOCHUTCS K JOKYyMEHTaM IO TPYJOBBIM OTHOIICHUSAM?

Hepe‘-II/ICJ'II/ITI) OCHOBHBIC JOKYMCHTBI I1IO TPYAOBBIM OTHOIICHHUAM

© 0 N o g B~ w DN PE

Kakue CBCACHUA O pa6OTHI/IKe AOJIKHBI OTPAaKaThbCs B pr,[[OBOfI KHIDKKE?
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b) [IpakTrueckue 3amanus:
1. 3anonuuts 6nank «llITaTHOE pacnucanue»
2. 3anonuuth O6saHK «IIprkas o HarpaBIeHUH B KOMAHIUPOBKY»
3. 3anoaHUTh OJIAHK IJIATEKHOI0 OPYYEHUS
4. Co31aTh JOKHOCTHYIO HHCTPYKLIUIO
5. Co3naTh IPOTOKOI
6. Co3natp aKT
B) Kontpospnas paboTa:
Odopmuts «CiykeOHOE MUCbMO» CO BCEMHU PEKBU3UTAaMU (TpU BapHaHTa IUChbMA).
I') TunoBoe TecToBOE 3aaHUE.
1. He peructpupyroT JOKYMEHTBI
A) HanpaBJIEHHBIE B a/IpeC PYKOBOIUTENSA
b) HanpaBiieHHbIE B aJjpec CTPYKTYPHOTO MOJpa3/IeleHus
B) HanpaBneHHbIEe KOHKPETHOMY UCIIOJIHUTEIIO
I') nmeromue rpud «TMIHOY»
2. Ucxopduye JOKYMEHTHI JOKHBI 00padaThIBATHCS U OTIIPABIATHCS
A) B IeHb perucTpanuu
b) ne mo3anee 3-x AHEH ¢ JAThI MOMUCAHUS
B) ve noznuee 10-tu qHEH ¢ AaThl TOAMCAHUS
I') B moboe Bpems
3. He sBnsiercs 3agaueii, crosuiei nepea Oyxrairepckoi ciyx0oii:
A) dbopMupoBaHHE MOJTHON U JOCTOBEPHOI MHPOPMAIMHU O XO3HCTBEHHBIX IIpoleccax U
(MHAHCOBBIX pe3yJbTaTaxX XO3sICTBEHHON AESITEIbHOCTH IPEATPUITUS
b) noxymenTHpoBaHue cBelleHH 0 (pakTax, COOBITUAX 00IIECTBEHHON )KU3HU
B) oGecrieuenne KOHTPOIIS 32 HATMYMEM U JBM)KEHHEM UMYIIECTBA, HCIOJIb30BAHUEM Ma-
TE€pPUATIbHBIX, TPYIOBBIX U (PUHAHCOBBIX PECYPCOB
I') cBoeBpeMeHHOE TTpenypeKIeHNE HETaTUBHBIX SIBJICHUIN B (PUHAHCOBO-XO35IHICTBEHHOMN
JESATEIIBHOCTH NMPEATIPUATUS

3.3. OneHo4HbIe CpeaCTBa N0 JMCHHILIMHE IS IPOMEKYTOYHOM aTTecTaluu

bunier Ha 3adeTre COCTOMT M3 ABYX BOIPOCOB — TEOPETHUUECKUI BONPOC U MPaKTUUYECKAs
3a/1auva.

Bonpoce! 6uietoB At IpoMeXyTOUYHOTO KOHTPOJIS:

1. JaiiTe onpeneneHue T0KyMEHTa.

2. HazoBute BUJbI JOKYMCHTOB.
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KakoBbl OCHOBHBIE TPEOOBaHUS K U3JI0KEHHUIO TEKCTA JOKYMEHTa?
Uro Takoe «KOppeCOHACHIUNA»?

OxapakTepu3yiTe JOKYMEHTBI, IOJJIMHHBIE 110 OPUANUECKOM CHJIE.
OxapakTepu3yiTe MOHATHE «YIIPABICHYECKUN JOKYMEHT.

Uto Takoe BXOJAIINNA TOKYMEHT?

Uto Takoe UCXOASIINM TOKYMEHT?

© o N o g B~ w

Knaccugukarus 10KkyMeHTOB (IIPU3HAKU KITACCU(PHUKAIINN).

10. Yro Takoe nemonponu3BOACTBO?

11. Yro Takoe peKBU3UT?

12. Kakwue cocraBHbIe YacTh (peKBU3HUTHI) Bl 3HaeTe?

13. PacnonokeHne OCHOBHBIX PEKBH3HTOB B JOKYMEHTAX.

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

15. BonapmMHCTBO JOKYMEHTOB UMEIOT OJHU U T€ K€ PEKBU3UTHI, HO Ka) bl BUJ JOKY-
MeHTa — cBO (hopmyisip. OTuero 3To 3aBUCUT?

16. UYro Takoe popmyisip fOKyMeHTa?

17. UYro BxitOUaeT B ce0s MOHATHE «yTBEpXkKACHHUE TOKyMeHTa»? Kakue peKBU3UTHI BXO-
IST B cocTaB Tpuda yrepxkaenus? [ e onu pacronararorcs?

18. Ha3zoBwuTe peKBH3HT, KOTOPHI 0QOPMIISIETCS IPU PETHCTPALNN TOKYMEHTOB.

19. OOwscHUTE HA3HAYEHUE PEKBU3HTA «ITOJIITUCHY», KAKUE DJIEMEHTHI BXOJIST B 3TOT PEK-
BU3UT?

20. B xakux ciydasx 0o0s3aTelbHO HA/I0 3aMOIHATh PEKBU3UT «CChUIKA HA MHACKC U JaTy
BXOJISIIIETO TOKYMEHTa»?

21. Kakue peKBU3UTHI IPOCTABIISIOTCS B TIPAaBOM BEPXHEM YTy OjlaHKa?

22. Kaxoii pekBU3UT OIpeessieT MOATUNHHOCTD JOKYMEHTa?

23. OObsACHUTE Ha3HAUYEHUE PEKBU3UTA «PE30ITIOLUY.

24. Yo Takoe «BU3a» Ha IOKyMEHTE?

25. OObsAcHUTE Ha3HAUCHHE PEKBH3UTA «COTJIACOBAHME JOKYMEHTa». M3 KaKux 3JeMeH-
TOB COCTOMT I'pU coriacoBaHus?

26. Kak ¢popmupyercs 3aroioBokK K TeKcTy? B KakuX JOKyMEHTaX 3aroJIoBOK COIyiacyeTcs
C HAMMEHOBaHUEM BH/Ia TJOKYMEHTA B Taiexe?

27. OdopMuUTE HECKOIBKO 3aT0JIOBKOB K TEKCTaM: MMUChMa, aKTa, IIPOTOKOJIA, TOKIIATHON
3aMUCKU

28. CKOJBKO aApeCcOB MOXXHO MaKCUMAaJIbHO IOMECTHTh Ha OJHOM JIOKYMEHTe?

29. OdopmuTe HECKOIBKO BHIOB OTMETOK: 00 UCIIOHUTEIIE, 00 UCTIOTHEHHH JOKYMEHTA

W HAITpaBJICHUH €T0 B ACJI0, O IMOCTYIINICHUHU JOKYMCHTA.
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30. Yro Takoe OPJ] (opranu3aniuoHHO-pACTIOPSAUTENbHAS TOKYMEHTAIIHS )?

31. OObsAcHUTE HA3HAUYEHUE PACTIOPSATUTEIHHBIX JOKYMEHTOB.

32. IlpuBenute mpUMeEphl pacOPIIUTEIbHBIX JOKYMEHTOB.

33. OxapakTepu3syiTe Ha3HAYCHUE OPTaHU3ALUOHHBIX JOKYMEHTOB.

34. IlpuBenute npUMepbl OPraHU3alMOHHBIX JOKYMEHTOB.

35. OObsacHUTE Ha3HAUYEHUE WH(OPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

36. IIpuBenute nmpumMepsl HHOOPMAITIOHHO-CIIPABOYHBIX TOKYMEHTOB.

37. OObAcHUTE Ha3HAUYEHUE JIOKYMEHTA «JIOKJIaJHas 3anucka». Kakue pekBU3MUTHI HC-
HOJIB3YIOTCS IIPU COCTABIEHUH JJOKJIAJHOM 3aIuCcKu?

38. Uro Ttakoe 0OBsICHUTENbHAS 3anUCKa?

39. K kaxomy Buny OPJ] orHocutcst mporokon? Kakue peKBU3HTHI HCIONB3YIOTCS MPH
cocTaByieHUH npoTokoia? M3 kakux yacteil COCTOMT TEKCT MPOTOKoJa?

40. K xaxomy Buny OPJl otHocuTcs akT? Kakue peKBU3UTBI UCIOIb3YIOTCS IIPU COCTaB-
nennu akta? Kakue BUIBI aKTOB MOJICKAT YTBEPIKACHUIO?

41. Yro Takoe JOIKHOCTHAS HHCTPYKIIHS?

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

43. CocTtaBbTe rapaHTUHHOE MHUCHMO.

44. CocrtaBbTe JOKJIAJHYIO 3alIMCKY O IPUYMHAX HECBOEBPEMEHHOI'O IIPEICTABICHUSI UH-
¢dopmanuu o BHIOJHEHUH IPUKA3a JUPEKTOPA.

45. CoctaBbTe JOKJIAJIHYIO 3allUCKY HadaJbHUKA JIAHOBO-(PMHAHCOBOT'O OT/ENA PYKOBO-
JTUTEIIO MPEANPUATUS 00 00eCIIeUeHUH OT/Ie1a YETIPbMSI KOMITBIOTEPAMHU.

46. CocTaBbTe CIIPaBKy O 3apIuIaTe BaIlero COTPYIHUKA JUIS MPEIOCTABICHUS 110 MECTY
TpeOoBaHUS.

47. W3 Kakux 4acTeil COCTOUT TeKCT mpukasza?

48. Kax GpopMHpYIOTCS IIYHKTBI PAaCHOPSAUTENBHOM YacTu npukasa’?

49. Kak 3aBepsieTcst BBINKICKA U3 TTpHUKa3a?

50. OdopmiieHHE TPUKA30B IO TUIHOMY COCTAaBY.

51. Benenue Tpyn0BBIX KHHXKEK paOOTHHUKOB.

52. Oc¢opmieHue TpyAOBbIX KHH)KEK U BKJIaIbIIIEH K HUM.

53. BHeceHne u3MeHEHHH B 3aIHCH.

54. Yrto Takoe «ayOIuKaT» TPYI0BON KHIKKHU?

55. Yuer Tpya0BbIX KHUXKEK.

56. CocraBbTe aBTOOMOTpadUIO.

57. B kauectBe HauanmpHuKa OK cocTaBbTE XapakTEPUCTUKY HA COTPYIHHUKA OT/IETa.
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58.

CocraBbTe MPUKa3bl: O mpHeMe Ha padory Oyxramrepom UBAHOBOM I.IL; 06

YBOJIbHEHUU NIEPEBOJIOM B JIpYryr0 opranusainuio. Henocraromuye peKBU3UTBI YKAXKUTE CAaMOCTO-

SATCIBHO.

59.

Harmmmure 3asBieHue o mpuemMe Bac Ha pa60Ty 9KOHOMHCTOM B I'oCyaapCTBEHHOC

peIpUsITHE.

60.

Hanummre 3asBiesue o MpeaOCTaBJICHUN Bam AIMUHHUCTPATUBHOI'O OTITYCKa IIO CC-

MEWHBIM 00CTOSTEIBCTBAM.

61.
62.
63.
64.
65.
66.
67.
68.
KYMEHTOB?
69.
70.
71.

CocraBbTe npuKa3 o epeBojie Ha paboTy BHYTPU OpraHU3alHH.

M3 kakux pa3fesioB COCTOMT KOHTPOJIbHAS KapTOTeKa?

Kakue cpoku ucnonHenus J0KyMeHToB Bel 3Haete?

Kakoe 101KHOCTHOE JIMII0 CHUMAET JOKYMEHT C KOHTPOJIS?

Yro sBnseTcs 00BEKTOM KOHTPOJISI UCIIOTHEHUS IOKYMEHTOB?

M3 KakuXx 371€MEHTOB COCTOUT PETUCTPALIMOHHBIA UHAECKC TOKyMEHTa?
Odopmute Ha JOKYMEHTAX PEKBU3UT «OTMETKA O KOHTPOJIEY.

C Kakoro MOMEHTA HCUYHUCIISICTCS CPOK HUCIIOJIHCHHA U KOHTPOJIb 3a UCIIOJITHCHUCM 10~

KakoB nopsiiok nposieHus: CpoKa UCTIOTHEHHsI IOKyMeHTa?
B gem 3akiouaercs menb 10KyMeHTo000poTa?

Kakwne JOKYMCHTBI ITO3BOJIAIOT OCYIICCTBUTL aHAJIM3 W COBCPUHICHCTBOBAHUC JOKY-

MeHTooOopoTa?

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

Hue?

81.
82.
83.
84.

Yro Takoe JOKYMEHTOOO0OpOT?

Oxapakrepusyiite nonstue «HoMeHkaTypa nem».

Oxapaxrepusyiite noustue «Jlemo».

Yro Takoe peructpanus JOKyMEHTOB?

YKakuTe OCHOBHBIE CTa/IMU JEIIONPON3BOICTBA.

HazoBure 3Tansl paboThl ¢ JOKYMEHTaMU, XapaKTepHbIE ISl JTOKYMEHTO000pOoTa.
Uro BKiTIOUaeT B ceOs moHsTHE «DOPMHUPOBAHKE J1€T»?

KTo ocymiecTBisieT npeaBapuTENbHOE pACCMOTPEHUE IOKYMEHTOB?

IIo KaKOMY IPUHIUITY ITPOUCXOJUT OT60p JAOKYMCHTOB Ha XPAHCHUC UJIH YHUYTOKC-

[To xakuM pU3HAKaM CTPOSITCS HOMEHKIATYPHI J1e1?
JlaiiTe onpenenenne s3KCNepTU3bl IEHHOCTH TOKYMEHTOB.
B uem 3akirouarorcs 3agaun SKCIEPTU3BI JOKYMEHTOB?

Kakwue BuibI HOMEHKIIATYp JieN pa3pabaThIBalOTCs YUPEKACHUSIMU?
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85. Ha kakue rpynmbl MOKHO pa3OUTh CPOKH XpaHEHHUS TOKYMEHTOB, YCTaHABIMBACMbIC
nepeyHsaMu?

86. Kakue TpeboBaHus HEOOXOAUMO COOMIOAATH MPHU MEPETUIeTe WK MO IINBKE e TO-
CTOSTHHOTO, BpeMEeHHOTO (cBbime 10 j1eT) XpaHeHus U 10 JTMYHOMY COCTaBy?

87. Kak ocymiecTBisieTcsi HyMepaIus JIUCTOB B Jiene?

88. Kakue AAaHHBIC YKAa3bIBAIOTCS HA TUTYJIBbHOM JIUCTC OIMUCHU ITOCTOAHHOT' O XpaHeHI/ISI?

4, MeToauuyecKue YKa3aHus NJjs oﬁyqammnxcﬂ 0 OCBOCHHIO JTUCHMILIMHBI

[Ipucrynas k uzydenuto aucuuruinasl OI1.05 «/lokymeHTannonHOe obecrieueHre ynpas-
JICHUS», CTY/ICHT JOJDKEH 03HAKOMHTHCS C cofiepkaHueM naHHoU «Paboueli yueOHOU mporpam-
MOW TUCIUIUIMHBD) C TEM, YTOOBI UMETh YETKOE MPEACTABIICHUE O CBOCH paboTe.

N3yueHne AMCHUIUIMHBI OCYLIECTBISAETCS Ha OCHOBE BBIJAHHBIX CTYJIEHTY MpernojaBaTe-
JIeM PEKOMEH Il 10 BBIIIOJIHEHUIO BCEX 3aJJaHUil, MPEeyCMOTPEHHBIX YYEOHBIM IJIAHOM U TIPO-
IPaMMOM.

B niepByto ouepenp HEOOXOUMO YSICHUTD 1€Ib U 33Ja4l U3y4aeMOM JTUCHIUIUIMHEI, Olle-
HUTh 00BEM MaTepHalla, OTBEICHHOTO ISl U3YUEHHUsl CTYJIEHTAMHU CaMOCTOSTENbHO, MOA00paTh
OCHOBHYIO U JIOTIOJIHUTEJIBHYIO JIUTEPATYPY, BBIABUTH HanOOJIee BaYKHBIE TPOOJIEMBI, CTOSIIUE 110
BOIIPOCaM U3y4aeMOM AUCUUILINHBI.

Brinonnenue 3aganuii OCyIIeCTBISETCS B COOTBETCTBUU C YUYEOHBIM TUIAHOM M IIPOTpam-
MO#. OHM JOJIKHBI BBIIIOJIHATHCS B COOTBETCTBUU C METOAUYECKUMU PEKOMEHIAIUSAMH, BbIIaH-
HBIMU IIPENOaBaTeIeM, U IPEICTABICHbI B YCTAHOBIIEHHBIE IIPETIOJaBATEIEM CPOKH.

N3yyast nepBOMCTOYHUKH, 11€71€Cc000pa3HO 3aKOHCIIEKTUPOBATh TOT MaTepHrall, KOTOPBIA He
COOOIIANICS CTYJICHTaM Ha JICKIUSX.

Ha 3aHATHSAX TEKIMOHHOTO U MPAKTUYECKOTO XapaKTepa CTyAeHTaM i paboTsl Tpedy-

CTCA: TCTpaldb IJIA 3aIllMCU JICKIIMH U 3aJaHuM.

5. Y4eOHas 1uTepaTypa U pecypcbl HH(POPMALHOHHO-Te1eKOMMYHUKALIMOHHOM
cetn «MHTEpHET»

OcHOBHbIE HCTOYHHKH:

1. Aunpeesa, B.I. [lenonpou3BoacTBo: opranu3anus u Beaenne / B.M. Arnpeesa. - M.:
KnoPyc, 2022. - 234 c.

2. Annponosa, 1.1O. Kagposoe nenonpousBoactso: JJokymentanus: YuebHoe nocooue /
N.YO. Annporniosa. - M.: Academia, 2022. - 320 c.

3. bacakoB, M.1. JlokyMeHTaIlMOHHOE O0ECIICYCHHE YIIPABIICHUS (JICTIOMPOU3BOJICTBO):

yuebHuk / M.U. bacakos. - Pu//l: ®enuke, 2022. - 83 ¢
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4. beixoBa, T.A. [lenonpousBonactBo: Yueonuk / T.A. beikoa, JI.B. Cankuna, JI.M. Bs-
noBa. - M.: Uadpa-M, 2022. - 83 c.

5. Bsutosa, JI.M. KagpoBoe aenonpousBoyacto. YueOnuk / JI.M. Bsiiosa. - M.: Academia,
2022. - 160 c.

JlonoTHUTeIbHbIE UCTOYHUKH:

1. TOCT P 7.0.97-2016. Haunonanesueiii cranaapt Poccuiickoit denepanuu. Cucrema
CTaHAapTOB Mo uHpopManwu, OHOITMOTEYHOMY U U3JIaTeIbCKOMY nemy. OpraHu3aimoOHHO-PACIIO-
psanuTenbHas JoKyMeHTarus. TpeboBanus K 0OpPMIIEHUIO TOKYMEHTOB. [ DJIEKTPOHHBIN pecypc]
/I KoncynwstanT [Tmtoc. — Pexxum nocrymna:

http://www.consultant.ru/document/cons doc LAW 216461/

2. TOCT P 7.0.8-2013.Hanuonansnbrii crangapt Poccuiickoit @enepammu. Cucrema
CTaHAapTOB Mo UH(OpMalK, OUOIMOTEYHOMY U U3ATENbCKOMY Jeny. [{enonponu3BoacTBO U ap-
xuBHOE j1e710. TepmuHbl 1 onpeaeneHus. [ dnexTpoHHsli pecypc] // Koncynbrant [Lmtoc. — Pexxum

noctyma: http://www.consultant.ru/document/cons_doc LAW_163800/

HNHuTepHeT-pecypcsl
1. I'paxxnanckuii xonekc Poccuiickoit denepanun [DnexkrponHslii pecype| / Koncyms-

taHT [Inroc. — Pexxum noctyna: http://www.consultant.ru/document/cons_doc LAW 5142/

2. TpynoBoit koneke Poccuiickoit denepanun [Dnexkrponnsiii pecypce] // Koncynbrant

[Tmroc. — Pexxum nocryna: http://www.consultant.ru/document/cons_doc LAW 34683/

3. DnekTpoHHas OMOIMOTEeKa yueOHUKOB. YUYEOHUKH I10 IEJIONPOU3BOJICTBY. [ DIEKTPOH-
HbII pecypc] // [lenonpousBoactBo. — Pexum goctyna:

https://studentam.net/content/category/1/52/62/

6. MaTepuaabHO-TeXHHYeCKas 0a3a, HHPOPMALMOHHbIE TEXHOJIOTHH, TPOTPAMMHOE
o0ecrnieyeHne U MHPOPMAIMOHHBIE CIIPABOYHbIC CHCTEMBI

s oOyuenusi cryaeHtoB no guctumimHe OIL.0S «JlokymeHTarioHHOE oOecrieueHue
yIpaBIeHUs» UMeeTCsl  kKabuHeT, 000pyJOBaHHBIN BUACONPOEKIIMOHHBIM 000pYIOBaHUEM, CTO-
JaMH, CTYNbSIMHM, KJIACCHOM JOCKOW, cuUcTeMol ocBemieHus. Takxke B umuane unmeercs
OoubimoTeka, uMeroIas pabodne MecTa ISl CTYACHTOB, OCHAIICHHBIE KOMIBIOTEPAMHU C
JIOCTYIIOM K 0a3aM JaHHbBIX (prutnana u ceTu MHTepHeT.

NudopmaninoHHO-CIIPaBOYHBIE CHCTEMBI

1. www.consultant.ru

2. www.garant.ru
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