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1. O01ue moI0KeHus

1.1. O6saacTh NpUMEHEHHsI TPOTPAMMBI

Pabouas mporpamma JUCIHUIUIMHBI «J{OKyMEHTaIMOHHOE O0ECTICUeHUE YIIPABICHUS SIB-
JSIETCS. YaCThI0 OCHOBHOM MpodeccHoHanbHOM 00pa30BaTeIbHONM MPOTrPaMMBbl B COOTBETCTBUH C
®I'OC o cnermansHOocTH CITO 38.02.01 «DKOHOMHKA U OYXTAITEPCKHUIA YUET (110 OTPACIISAM)».
1.2. MecTo QMCHUIUVIMHBI B CTPYKTYpe OCHOBHOH NpodeccuoHaIbHOIl 00pa3oBaTebHOM
NMPOrpamMMbI:

Huctummuaa OI1.05 «JlokyMeHTanmoHHOEe o0ecrieueHue yIpaBiIeHHUs» OTHOCUTCS K 00-
HIenpopecCuOHANbHBIM AUCHUTIIMHAM.

1.3. ey 1 3aga4m y4eOHOM IMCHUIJIMHBI — TPEOOBAHUSA K Pe3yJIbTATAM OCBOEHUS YUeOH O
AUCHUIJIMHBI:

Henp qucuuminHbl — opraHu3anus paboThl C JOKYMEHTaMH ¢ MOMEHTA UX CO3JIaHMs UIIH
MOJTyYeHHUsl IO 3aBEpPIICHUS MCIOIHEHHS MO HUM U TNepefavya Ha XpaHeHHe, a TaKkkKe H3yueHUue
MPOLEAYp COCTaBICHHSI U O(QOPMIICHHUS JOKYMEHTOB, OTPAXAIOIINX yIMPABICHUECKYIO JIESATElb-
HOCTb MPEANPHUATHS, B COOTBETCTBUU C COBPEMCHHBIMHU TPEOOBAHMSIMH.

3ajaun U3y4eHus TUCHUTITUHBIL:

— (¢hopMUpOBaHKE PALIMOHAIBHBIX MOJXO00B K OpraHu3auu paboThl C TOKyMEHTAMU;

— W3Y4YEHHE COBPEMEHHOW TEXHOJOTUU BHITIOJHEHHSI AETONPOU3BOACTBEHHBIX ONEPALINA;
onpeaenuts Mecto JIOY B mpolieccax ynpaBieHUs;

— O3HAKOMJIEHUE CTYJEHTOB C COBPEMEHHBIMU THUIIOBBIMU CTPYKTypamu cityx0 J[OV.

1.4. Tlnanupyemble pe3yibTaThl 00y4eHHs M0 JAUCHUIINHE

JuctunnmHa «/{okymMeHTarimoHHoe 00ecrieueHne ynpaBIeHUs» 00ecTieunBaeT OBIaICHUE
CJIETYIOIIUMH KOMIIETEHITUSMU:

Tabnuma 1.4.1 — IlepeyeHb 0OMUX KOMITETEHIIUH

Kon HaumeHnoBanue
KOMIETEHIIUH KOMIIETEHIIMH

OK 01 Bei0upate ciocoOs! perienus 3aaa4 npodeccuoHalbHON AesITeIbHOCTH pU-
MEHHUTEJIHO K Pa3JIMYHbIM KOHTEKCTaM.

OK 02 Ocy1miecTBIATh MOUCK, aHAJIU3 U MHTEpHpeTanno uHdopMauu, HeoOXoau-
MOM ISl BHIIIOJIHEHUS 331a4 TPO(eCCHOHATIbHOM JesITEIbHOCTH.

OK 03 [TnanupoBaTh U peaar30BbIBaTh COOCTBEHHOE MPO(eCcCHOHANIBHOE U JTMYHOCT-
HOE pa3BUTHE.

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

OK 05 Ocy1ecTBISTh YCTHYIO U MMCbMEHHYI0 KOMMYHHUKAILUIO HA TOCY1IapCTBEHHOM
s3bike Poccuiickoit deaepannu ¢ yaéToM 0COOEHHOCTEH COLMANIBHOTO U KYJIb-
TYPHOTO KOHTEKCTA.




OK 09 Hcnonb3oBath MH()OPMAIIMOHHBIE TEXHOJIOTHU B NPO(EeCcCHOHAIBHOW Ies-
TEJIBHOCTH.

OK 10 BecTtu nokymMeHTanuIo NpeanpusaTUs, yYpexaCHUs, OpPraHu3aluu, COCTaBIATh
IPOEKTHl JOKYMEHTOB, B COOTBETCTBUHU C CYIIECTBYIOIIMMHU HOPMAaMHU U Ipa-
BUJIAMU HA IOCY/IaPCTBEHHOM U MHOCTPAHHBIX S3bIKAX.

Tabmuma 1.4.2 — [Tepeyens npodecCHOHATBHBIX KOMIIETEHITAN

‘ IIK 1.1 ‘ OO6pabaTeIBaTh MEPBUYHBIE OYXTANTEPCKHUE JOKYMEHTHI.

Tabmuua 1.4.3 — CootHeceHue
U MPAKTHYECKUM OIIBITOM

BHU 0B JCATCIIbHOCTH CO 3HaHUAMHU, YMCHUSAMU

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

Kox xommereH-
10050474
KO/, 3TaIia KoMIIe-
TEHLIHU

IToka3zaTenu olleHUBaHUS —
pe3yJIbTaThl 00yUeHUS
(TpyoBBIC AEWCTBUS, HEOOXOIUMBIC 3HAHUS, YMEHHUS)

(VKA3618A10MCsL 3HAHUS, YMEHUsL, MPYO08ble Oeticmaust COOm-
semcmeyrougett OT® [1C)

OK 01

Ha YPOBHE YMECHHI: paclio3HaBaTh 3a/1a4y WK IpooJieMy B
Mpo(hecCHOHATHHOM HITH COITUAIEHOM KOHTEKCTE; aHAITH3HPO-
BaTh 33719y TN IPOOJIEMY H BELIETISTH €€ COCTaBHBIEC YaCTH;
OIPEACIIATh ATAIbl PEIICHHS 3a]]a41; BBISBIATE U 3()()EeKTHBHO
MCKaTh WHPOPMAIIHIO, HEOOXOANMYIO AJIS PEUICHHS 3aa9H
VT TIPOOJIEMBI; COCTABHUTD TUTaH ACWCTBUS; OTPEACIUTh HEOO-
XOJIUMBIC PECYPCHI; BIaJICTh aKTYaIbHBIMU METOIaMHU Pa0OThI
B IPO()eCCHOHANBHON U CMEXKHBIX chepax; peain30BaTh CO-
CTaBJICHHBIN IJIaH; OLICHUBATh PE3YJIbTAT U MOCIEICTBUS
CBOMX JICHCTBUM.

Ha YpOBHE 3HAHWIA: aKTyaJIbHBIH MPO(ecCHOHAaIbHBIN U COIIU-
QIbHBI KOHTEKCT, B KOTOPOM MPUXOUTCS padOTATh U KHTh;
OCHOBHBIC UCTOYHHUKY WH()OPMAITUN U PECYPCHI JUTSI PEIISHUS
3aa4 v mpooIeM B MpoecCHOHATFHOM W/WITA COIMATBHOM
KOHTEKCTE; aJITOPUTMbI BBITIOJIHEHHUS PabOT B IPOeCCHOHAIIb-
HOW M CMEXHBIX 00J1aCTSX; METOIBI Pa0OTHI B MPOECCHOHAb-
HOM 1 CMEXHBIX cepax; CTPYKTYpy IUIaHa [T PelIeHs 3a-
ay; MOPSJIOK OIIEHKHU pe3yJIbTaTOB PELIeHHs 3a/1a4 podeccu-
OHAJILHOH eSITEILHOCTH

OK 02

Ha YPOBHC 3HAHUU. MOHATHEC, LCJIN, 3aJa4Y1 U ITPUHIHUIIBI ICJI0-
[IPON3BOJICTBA

Ha ypOBHE YMEHHI: MCIIOIb30BaTh YHU(PHINPOBAHHbIE (POPMBI
TOKYMEHTOB

Ha YPOBHE TPYAOBBIX JEUCTBUII: MPOBOANTH aHATN3 WHPOpMa-
LM O COCTOSIHUM CHCTEMBI JOKYMEHTAIIMOHHOTO 00eCIeueHHsI
yIIpaBiIe€HUs OpraHu3anuyi. BHOCUTH peioKeHns 0 OpraHu-
3aIy ¥ COBEPIIEHCTBOBAHUIO CUCTEMBI IOKyMEHTAIMOHHOTO
oOecreyeHus YIpaBIeHHUs] OpraHu3aliu

OK 03

Ha YPOBHC 3HAHUH: CHCTEMEI AOKYMCHTAIlUOHHOT'O obecneye-
HUS YIIPABJICHUS

Ha YPOBHEC YMCHHﬁZ OCBanBaTh TCXHOJIOTMHU aBTOMATHU3UPOBAH-

HOI 00pabOTKM TOKYMEHTAIINH

! I[J'IH O6IIII/IX KOMHeTCHL{I/Iﬁ NiepBas KOJOHKA MOKET HE 3al10JIHATHCA

5



Ha YPOBHE TPYAOBBIX ACUCTBUI: CAMOCTOSATEIBHO OIPEACIIATh
3aaun MPoeCCHOHATBHOIO M TMYHOCTHOTO Pa3BUTHS, 3aHH-
MaThCsl CaMO00OPa30BaHUEM, OCO3HAHHO IIJIAHUPOBATH TIOBHI-
[eHNe KBATH(DUKAITIH.

OK 04

Ha YpOBHE 3HAHHI: 0COOCHHOCTEN JTOKyMEHTHPOBAHHUS KOJLIE-
THaJTbHOMN JIEITEIHLHOCTH,

Ha YPOBHEC YMGHHIZZ BECTU HOKYMCHTALUIO IO ACATEIBHOCTH
[KOJUICTUAJIbHBIX OpraHOB

Ha YPOBHE TPYAOBBIX JeHCTBUiL: O3HaKOMJICHHE Pa0OTHUKOB
OpTaHHU3AINY C €€ JIOKATbHBIMA HOPMATHBHBIMH aKTaMH M Me-
TOAMYECKUMU JOKYMEHTAMH I10 JJOKYMEHTAIIHOHHOMY 00ecTIe-
ueHHUI0 yrnpasicHus. KoHCynbTHpOoBaHUEe paOOTHUKOB OpPTaHHU-
3aIy 110 BOIIPOCaM JOKYMEHTAIIMOHHOTO 00eCTIeYeH s yIIPaB-|
ITeHMs1, 3aKPETUICHHBIM B €€ JIOKAThbHBIX HOPMATHBHBIX aKTax

OK 05

Ha ypOBHE 3HAHUI: TPeOOBaHMUS K COCTABICHHUIO U O(hOPMIICHHIO
TOKYMEHTOB

Ha ypOBHE YMEHHI: XpaHEHHE U IIOMCK JOKYMEHTOB

Ha ypOBHE TPYJOBBIX ACHCTBUI: BeaeHue peructpallioHHbIX U
yaeTHBIX (POPM JOKYMEHTOB OopraHuzaunnu. OpraHuszanus mne-
pegayu JOKYMEHTOB MEXIY YPOBHSAMU yIIPaBIEHUS, PYKOBOI-
CTBOM, HCIIOJIHUTEJISIMHU B OpraHU3aluu

OK 09

Ha YpOBHE 3HAHUH: TEJIEKOMMYHHKALMOHHBIC TEXHOJOIMU B
DIIEKTPOHHOM JOKYMEHT0000pOTe

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

Ha YPOBHE TPYAOBBIX AEUCTBUIl: HCIIOJIb30BAaTh OPTaHU3aI[MOH-
HbIE ¥ TEXHUYECKHE CPEJCTBA ISl TEPEBOia B AIEKTPOHHBIH
BUJ JOKYMEHTOB U IOKYMEHTUPOBaHHOW MH(OPMAIIH Opra-
Hu3auy. Vcnonap30BaTh OpraHu3aMoHHYI0 OQUCHYIO TeX-
HUKY B paMKax cBoeH nmpodhecCHOHAIBHOM JeITeIbHOCTH.

OK 10

Ha YpOBHE 3HaHWI: 0COOEHHOCTH IOKYMEHTHUPOBAHUS KOJLIE-
CHATEHOM JesITETHOCTH Ha TOCYIAPCTBEHHOM U MHOCTPaHHBIX
SI3BIKAX;

Ha ypOBHE YMEHUI: BECTU JJOKYMEHTALUIO IIPEANIPUATHUS,
yUpeKAEHUSA, OPIraHU3aLUHU, COCTABIATD IIPOEKTHI JOKYMEHTOB,
B COOTBETCTBUU C CYLIECTBYIOIIMMHU HOPMaMU U IPaBUIaMU
Ha rocyZapCTBEHHOM U MHOCTPAHHBIX SI3bIKAX;

Ha ypOBHE TpPYAOBBIX JEHUCTBUI: BHECEHHE MPEIJIOKEHUHN 10
KpUTEPUSM JIJISi BRIOOpA CHCTEMBI AJIEKTPOHHOTO JOKYMEHTO-|
000pOTa I OpraHU3aIlHd Ha TOCYJapCTBEHHOM U MHOCTpaH-
HBIX SI3bIKaX.




[K.1.1.

Ha ypOBHE 3HaHWH: oOmMe TpeOOBaHUS K OyXralTepCKOMY]
y4eTy B 4acTH JOKYMEHTHPOBAHMs BCEX XO3SNMCTBEHHBIX JCH-
CTBHIA U OTIEPALHii; TOHATHE MEPBUYHON OYXTaITEPCKON JOKY-
MEHTAaIUK; OTIpeieTICHNE MEPBUYHBIX OYXTalTePCKUX JOKYMEH-
TOB; ()OPMBI IIEPBUUHBIX OyXTaJTepPCKUX JOKYMEHTOB, COIEP-
pKaIX 00s3aTe/IbHbIE PEKBU3UThI IEPBUYHOIO YIETHOTO JIOKY-
MEHTa; MOPSA0K MPOBEIECHHS IPOBEPKH MEPBUYHBIX OyXTrasTep-
CKUX JOKYMEHTOB, ()OpMaJbHOM MPOBEPKH JOKYMEHTOB, MPO-
BEPKH 110 CYIIECTBY, apu(pMeTHUECKON NPOBEPKU; IPUHLIUIIBI 1
[IPU3HAKU TPYIITUPOBKH MEPBUYHBIX OYXTalTepCKUX AOKYyMEH-
TOB; MOPSAJOK IIPOBEJAEHUS TAKCUPOBKM U KOTHUPOBKH IIEpBUY-
HBIX OyXTanTepCKUX JOKYMEHTOB; ITOPSA0K COCTABIICHUS PETH-
CTPOB OyXTaJTEpPCKOIo y4eTa; IpaBujla U CPOKU XPaHEHHUS IIep-
BUYHOM OyXTaJlTepCKOW JOKYMEHTALIUH.

Ha ypOBHE YMEHHil: NMPUHUMATh INPOU3BOJIBHBIE IEPBUYHBIE
OyXxranTepcKue NTOKYMEHTBI, PacCMaTpUBaeMble KaK MUCHMEH-
HOE JI0Ka3aTEJIbCTBO COBEPIUEHUS XO3SMCTBEHHON oOnepanuu
MM TIOJIy4EeHHE pa3pelleHus] Ha €€ MPOBEICHHE; NMPHHUMATH
[epBUYHbIC OyXradTepcKHe AOKYMEHTHI Ha OyMa)KHOM HOCH-
Telle WIM B BHJE IEKTPOHHOTO JOKYMEHTA, IOJIIMCAHHOTO
5IIEKTPOHHOM MOAIUCHIO; IPOBEPSTH HATMYUE B IPOU3BOJIBHBIX
[IEPBUYHBIX OyXTanTEePCKUX JOKYMEHTaxX 0053aTeIbHbIX PEKBU-
3UTOB; MPOBOIUTH (POPMATLHYIO MPOBEPKY JTOKYMEHTOB, MPO-
BEPKY 110 CYILIECTBY, apU(hMETUIECKYIO IPOBEPKY;

[IPOBOJUTH TPYNIUPOBKY MEPBHYHBIX OYXTaJITEpPCKUX IOKY-
MEHTOB 110 psiy NPU3HAKOB; IPOBOJUTH TAKCUPOBKY U KOTH-
[POBKY MEPBUYHBIX OyXTalTEpPCKUX TOKYMEHTOB; OPTraHU30BBI-
BaTh TOKYMEHTO000POT; pa30MpaThcs B HOMEHKIIATYPE JIEJT;
3aHOCUTH JAHHBIE MO CTPYNIIMPOBAHHBIM JOKYMEHTAM B PETH-
CTpBI OyXTaJTepCcKOro yueTa; nepeiaBaTh MepBUYHbIC OyXra-
TepCKHE JIOKYMEHTHI B TEKYIUI OyXraaTepCcKuidl apXuB; Iepe-
naBaTh MEepBUYHbIE OyXTradTepCKUe JOKYMEHTHI B IOCTOSHHBIH
APXHUB II0 UCTEYEHHHM YCTAHOBJIICHHOI'O CPOKA XPAHEHUS; MC-
[PaBIATH OMIMOKY B MEPBUYHBIX OYyXTadTepCKUX JOKYMEHTAX;
TOKyMeHTaJIbHOE 0(OpMIICHHE TMOCTYIUICHUS M pacxoaa mare-

HNAJIbHO-TIPOU3BOJACTBCHHLBIX 3aI1aCOB.




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

OcHoBHBIE TD ®opmupy- | CooTHeceHHe TPYIOBBIX AeiicTBUI, He0OX0UMbIe 3HAHUIA,
BU/bI IPO- eMble KOM- YMEHUI ¥ peain3ylomux JMCUUILUIMH (Moay1eii)
(peccuonaib- neTeHI
HO JesATelIb- Kon OT® (xoabI)
HOCTH/ IPO-
¢eccuonannb-
HBIH CTaH-
AapT
1 2 3 4 5 6
Buj nesiteJibHOCTH: TOKYMEHTHPOBAHNE XO3IHCTBEHHBIX OIEPALUi U BEEHUE OyXTralTepCKOro y4eTa akTHBOB OpTraHH3aluH
08.002 A/01.5 MK.1.1 JlokymMeHTaIMOHHOE 00ecnevyeHne ynpaBJIeHus!
Bbyxrantep [punstue k | O6padarsl- | T/I. 3 A/01.5 BeisiBieHue ciiyyaeB HapyIICHNS! OTBETCTBEH-
ydeTy nep- BaTh HBIMH JINIAMU rpadyKa JOKYMEHT0000pOTa U MOpPsIIKa Mpe/-
BUYHBIX Y4eT- | TIEPBUYHBIEC | CTABJICHUS B OyXTalTEpCKYIO CIyKOy NEPBHUYHBIX YUETHBIX
HBIX JOKY- Oyxranrep- | JOKYMEHTOB M HH(GOPMHUPOBAHHUE 00 ITOM PyKOBOIUTEIS OyX-
MEHTOB O CKHe TaJITEePCKON CITyKOBI
(akrax xo- | mokymentsl | T/[.4 A/01.5 IIpoBepka mepBUYHBIX YUCTHBIX JTOKYMEHTOB B
3SHCTBEHHOM OTHOIIECHUHX (POPMBI, TOTHOTHI OPOPMIICHNS, PEKBU3UTOB
JKU3HHU HKO- TH.7 A/01.5 TlogroroBka mMepBUYHBIX YUETHBIX JOKYMEHTOB
HOMHYECKOTO JUIS TIEPEAavX B ApXUB
Bese- cyObekTa TJ1.8 A/01.5 N3roToBieHue KOuii NEPBUYHBIX YUYETHBIX J0-
. KyMEHTOB, B TOM YHCJIE B CIIy4ae UX U3BSATHUS YIIOJIHOMOYEH-
Gyxran- HbIMH OPTaHaMU B COOTBETCTBHH © 32KOHOJATENLCTBOM Poc-
Tep- cuiickon Menepannu
A | cxoro VY.1 A/01.5 CocraBnsith (0OpPMIIATH) IEPBUYHbIC YUETHBIE
yuera JIOKYMEHTBI, B TOM YHCJIE 3JICKTPOHHBIC JOKYMEHTBI

V.2 A/01.5 OcymecTBIsATh KOMIUIEKCHYIO IPOBEPKY ITEPBHU-
HBIX YYETHBIX JTOKYMEHTOB

V.4 A/01.5 OGecrieunBaTh COXpPAaHHOCTh IEPBUYHBIX YICTHBIX
JIOKyMEHTOB JI0 TIEpPEady UX B apXHB

3.1 A/01.5 3akonomarenbctBO Poccutickoit deneparum o
OyXraiTepckoM ydeTe, apXUBHOM Jiene

3.2 A/01.5 INpakTHKa IprUMEHEeHUs 3aKoHo1aTenbeTBa Poc-
cuiickoit deaepanuu Mo Borpocam 0GOPMICHHS TEPBUYHBIX
YYETHBIX JOKYMEHTOB

3.3 A/01.5 BHyTpeHHHE OpraHU3allnOHHO-PACTIOPSIUTEIIbHBIC
JIOKYMEHTBI SKOHOMHUYECKOTO CyOhEKTa, peraaMeHTHPYIONHe
TIOPSIIOK COCTABJICHHS, XPAHEHUS U TIEpelaul B apXHB Iep-
BUYHBIX YUETHBIX JIOKYMEHTOB

2. CTpyKTypa M cofep:kaHue y4eOHON AUCHHUIIIMHbBI

2.1 O0beM y4eOHOM IMCHUIIMHBI M BUIbI padoT

Tabmura 2.1

O6beM yueOHOH TUCIUIIMHBI ¥ BUBI pabOT JUIst 0uHOU (hopMbl 00yUueHHs Ha Oaze
cpennero obrmiero oopazoBanms (11 xi1.)

O0beM yueOHol padoThl, yac.
B .
uj y4eOHoH padoThI Beero 4CeMeCTp
OO0s13aTenbHas yaeOHast Harpy3ka 00yJaronuxcs, 36 36
B TOM YHCJIC:
e JIEKIINHU 18 18
® [IPAKTUYECKUE 3aHATUS 18 18
CamocrosiTenbHas padoTa 00yJarouuxcst 26 26




KoHcynpranmu

0 0

MakcumaibHas yueOHast Harpy3ka 00y4Jaromuxcs 62 62

Kypcosas paboTta

He npedycmompena -

dopma IpoMeKYTOYHOM aTTeCTaluu

3aueTt

Tabnuna 2.2
O0beM yueOHOU AUCIUILTNHBI U BUABI pa0doT i 3a09HON (hOpMBI 00yueHHs Ha 0a3e

cpennero obrmiero oopazoBanms (11 xi1.)

O0bemM yueOHOIi padoThbl, Uyac.
Bux yueoHoii padoThl Kypc
y P Bcero B
2
Obs3arenbHas yyeOHasi Harpy3Ka 00yJaromuxcs, 8 8
B TOM 4HUCJIC:
e JIEKIUU 4 4
® TIPAKTUYECKUE 3aHATHUS 4 4
CamocrosiTenpHas padoTa 00yJarouuxcs 54 54
MakcumaibHas yueOHas Harpy3ka 00y4aromuxcs 62 62
Kypcosas paboTta He npedycmMompena -
[IpomexxyTouyHas aTTecTalus 3auer
2.2. TeMaTHYeCKHUIi NJIAH U COEP:KAHNE TUCIUTITHHBI
Tabnuma 2.3
Temarnueckuii naH u COACPIKAHUC JUCHHUITINHBI
H OcBanBaeMble
aVMEHOBAHUS Pa3/IelioB ConeprkaHue TUCIUILIMHBI M (POPMBI OpraHU3alUN A TEIHLHOCTH
KOMITCTEHIINT
U TeM oOyyJaromuxcst
Tema 1 [TepcoHanbHBIE KOMIBIOTEPHI B COBPEMEHHOM JEIONPOU3BOICTBE. Bo3- OK.03
IlepcoHanabHBIE KOMIBIOTEPH | MOXHOCTH KOMITBIOTEPHBIX TEXHOJIOTHH B JIEIOMPOU3BOCTBE. PenakTu- OK.09
B COBPEMEHHOM JIEJIONPOH3- poBaHue TekcTa JokymeHnTa Ha [1K.
Bozctee. KOJI- komnbroTep-
Hast 00paboTKa JJOKYMEHTOB.
Bunsl u pasHOBHAHOCTH JOKyMEeHTOB. DopMmaT M BHJIBI OJaHKOB JOKY- OK.02
Tema 2 MeHTOB. Kiaccubukanust OpraHu3aliiOHHO-PACIOPSIAUTSIBHON TOKY- OK.03
' MeHTanuu. [lorsATHE «pekBU3UT» HOKyMeHTaImu. OQopMIIeHHE U paciio- OK.05
JlenoBast JOKyMEHTAIHs
JIO’)KEHUE PEKBU3UTOB. OK.09
OK.10
Tema 3 YHupUKaMA U cTaHIapTU3AIUA JOKyMeHTOB. O0mepoccuicKuil Kirac- OK.01
Yaudukanus u craggaptusa- | cudukarop ynpasieHdeckoi nokymentanuu OK 011-93. OK.02
LUs1 yIPaBIEHYECKOH TOKY- OK.10
MEHTaIUU
Tema 4 OpraHu3alliOHHO-IIPABOBBIE JTOKYMEHTBI — KaK OCHOBOIOJIAraroliue B OK.01
OpraHu3aninoHHO-TIPaBOBas yIpaBlieHIecKoi GyHKINY npeanpustus. Llens paspaboTky opraHnu3any- OK.02
JOKYMEHTAIHS OHHO-TIPABOBBIX JOKYMEHTOB — PAIlOHAIFHOE Pa3/ieIeHNe U KOOTIepaIis OK.03
Tpyna noapasnenennii. OcoO0eHHOCTH 0GOPMIIEHHUS U peaTu3allid HOPM OK.05
aJIMUHUCTPATHBHOTO IPaBa. OK.09
OK.10
Tema 5 OpraHu3anoOHHO-PACTIOPSIINTENbHAS JOKYMEHTAIUs, €€ 3HaueHHe B OK.01
[onsiTre v pyHKIMHU OpraHu- | ynpaBiieHHH npeanpustieM OCHOBHOE Ha3HAueHHE PacIoOpsIUTENbHBIX OK.02
3aLlMOHHO-PACHOPSAUTENLHON | TOKYMeHTOB. Ilponeaypa u3gaHus pacnopsgUTEIbHBIX JOKYMEHTOB. OK.03
JOKYMEHTaluu Bunpl n odopmieHre opraHn3alOHHO-PACTIOPSANTEIBHON TOKYMEHTa- OK.05
LUH. OK.09
OK.10




HaumenoBanwus pa3acios

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

OcBauBaeMbIe

U TeM 0Gyuarommxcs KOMIIETEHIIUU
Tema 6 Heob6xomnmocTs nHbOpMaH 0 (GaKTHISCKOM TOJI0KESHUH eI Ha TIpe- OK.01
Cucrema nH(OpPMAIOHHO- MPUATHH, KaK OCHOBA TPHHATHUS YIPABICHUYECKUX pelIeHui. Buasl wH- OK.02
CIIPaBOYHON JOKYMEHTAIIHH. (hopMaImOHHO-CIIPABOYHBIX JTOKYMeHTOB. [lopsmok odopmieHus u co- OK.03
Haznauenue u Bunbl nHpOp- CTaB TEKCTOBOH YacTH WH(POPMALMOHHO-CIIPABOYHBIX JTOKYMeHTOB. O0- OK.05
MAaIOHHO- CIIPABOYHBIX J10- mme TpeboBaHMs K BeJeHHIo nepenucku. Kimaccudukamums ciayxeOHBIX OK.09
KYMEHTOB muceM. CTpykTypa ciykebHoro nmuchMa. OCHOBHBIC ITOJIOKEHHUS 00 3TH- OK.10
KEeTe CIYKEOHOH MepenncKHy.
Tema 7 OOmmue cBefeHHs O JOKYMEHTALUH 10 JINYHOMY COCTaBy. YHH(UIHMPO- OK.01
JlokyMeHTaIus Mo TUIHOMY BanHas popma NeT/I-1 — TpynoBoii norosop. Y HuUIMpOBaHHBIE (HOPMBI OK.02
cocraBy. HasHaueHMe IMYHBIX | JOKYMEHTOB IO JITYHOMY COCTaBY. OK.03
nokymeHToB. Kaapoas noky- OK.05
MEHTaLUs — TPYIOBBIE KOH- OK.09
TPAKTHI, IPUKA3HI 110 TUUHOMY OK.10
COCTaBY, TPYOBbIE KHUKKH.
YaudunupoBaHabie GOPMEI
NIEPBUYHOMN YUETHOMU JOKY-
MEHTAINH 110 TPYIY U €T
oriare
Tema 8 3asBneHue o mpuéme (YBOIBHEHNN) paOOTHHKA. TpymoBas KHIDKKA. BEI- OK.01
OOurre mpaBWiIa COCTABICHUS | MHCKA M3 TPYAOBOW KHIDKKH. XapakTepucTuka. Aprodnorpadus. AHKeTa OK.02
JOKYMEHTOB 10 JINYHOMY CO- | pabOTHHKA. OK.03
CTaBy OK.05
OK.09
OK.10
Tema 9 [TnanupoBanue pabOTHI MPEANPHUATHS Ha JOrOBOpHOM ocHOBe. [loHsTHE OK.01
[TnanupoBanue pabotsl pea- | «Jlorosop». basosas ctpykTypa gorosopa. [IpoTokois pa3Horiacuii. OK.02
TIPUSATHS OK.03
OK.05
OK.09
OK.10
Tema 10 [epBr4HBIC TOKYMEHTHI IT0 (PMHAHCOBO-PACUETHERIM orepanusamM. [IpenBa- OK.01
XapakTepucTuka u 0opopmile- | PUTEIBHBIH KOHTPOJIb M aHATN3 (PHHAHCOBO-XO3SMCTBEHHOH NesATEIhHO- OK.02
HUE (PHHAHCOBO-PACYCTHBIX CTH. OK.03
JIOKYMEHTOB. OK.05
OK.09
OK.10
MK 1.1.
Tema 11 HopmatuBHbIe akThl Oyxranrepckoro yuéra. Kinaccudukanus 6yxrairep- OK.01
Ponp Gyxrantepun B perie- CKHUX JIOKYMEHTOB 10 Ha3HAUEHHIO, 10 COZEPIKAHUIO, 110 CIOCO0Y MCIIOJIb- OK.02
HUM (PMHAHCOBBIX 3a/1a4 Opra- | 30BaHMs, 110 YKMCJIY YUHUTHIBAEMBIX MO3HMIMHA U T.A. YUETHBIC PErHCTPHI OK.03
Hu3amn. Kiraccudukanms OyXranTepckoi JOKYMEHTAIIHH. OK.05
YYETHBIX JOKYMEHTOB OK.09
OK.10
MK 1.1.
Tema 12 [Mopsimok cocTaBneHUS JOKYMEHTOB IO (DHHAHCOBO-PACYETHBIM OIEpa- OK.01
OcHoBHBIE BUABI JOKyMeHTOB | musaM: Cuét-dakrypa, [lnaTéxHoe mopydeHne, AKT peBH3UH Kacchl, J{o- OK.02
110 (PUHAHCOBO-PACYETHBIM TOBOP O MOJHOM MaTepHaTbHONW OTBETCTBEHHOCTH. OK.03
onepanusm OK.05
OK.09
OK.10
MK 1.1.
Tewma 13 IMopsimokx paccmoTpenust [okyMeHTOB. COCTaB M 3a4a4ll HOMEHKJIATYPHI OK.01
JlokyMeHTO000pOT opraHu3a- | Aen. [IpuHIUIBI TOCTPOSHUST HOMEHKIATYphl Jed. [ pynmupoBKa JIOKY- OK.02
nun. [TousTHe «HOMEHKIIa- MEHTOB B ziena. opMbl perucTpanuu KypHanos. BHyTpeHHsist onuce no- OK.03
Typa nen». Haznauenue u KYMEHTOB. OK.05
BHJIbl HOMEHKJIATYPHI Aei. Tu- OK.09
[I0Basi, IPUMEPHAst U KOHKPET- OK.10
Has HOMEHKIATypa aen. Tpe- K 1.1.

60BaHI/I${, MNpCABABIIACMBIC K
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HaunMeHnoBaHus pas3ienos CojaeprxkaHue TUCHUILTHHBL U (POPMBI OpraHU3aIUH AEATEIbHOCTH
o0yJaromuxcs

n TCM

OcBauBaeMbIe
KOMIICTCHIIMH

COCTaBJICHHIO U 3AITOJTHEHHIO
(hopMBI HOMEHKJIATYPHI JIeJT
OpTaHU3aIHH.

OcHoBHBIE TpeOOBaHMUS,
MIpeabSBIsEMBIE K 0 opMITe-
auto aen. IlomHoe n yacTy-
HOE 0(hOpMJIICHHUE JICII.

2.3 PersiaMeHT pacnpenejieHusi BUI0B padoT mo gucuuniune ¢ JJOT

I[aHHaSI AUCHUIINIMHA PCAIM3YCTCA C IMMPUMCHCHUCM OUCTAHIMOHHBIX 06pa3OBaTeJIbHBIX

texnosioruit (JIOT). Pacnpenenenue BuoB y4eOHON paboOThI, (POPMATOB TEKYIIETO KOHTPOJIS

npeacrasieHsl B Taonwuie 2.3.1:

Tabmuua 2.3.1
Pacnpenenenne BuoB yueOHON pabOTHI M TEKYIIEH aTTECTalluu

Buj yueOHoii padoThl

®opmat npoBeeHust

JIEKIIMOHHBIC 3aHATUS

Yactuuno ¢ npumenenuem JOT

[IpakTHyecKue 3aHsATHS

YactuyHo ¢ npumenenuem JIOT

CamocrosTenpHas pa60Ta

Yactuuno ¢ npumenenuem JOT

Texkynmii KOHTPOJIb

YactuyHo ¢ npumenenuem JIOT

[IpoMexxyTouHas arrectauus

KonrakTtHas aynuropHast paboTa win
¢ npuMeHenuem JIOT

I[OCTYH K CHCTCMC THUCTAHIIMOHHBIX o6pa303aTeanmx nporpamMm OCyHICCTBIIACTCA KaxK-

JIBIM O0YYarOIIMMCST CAaMOCTOSITENILHO C JIF0OOTO yCTpoiicTBa Ha mopTase: https://Ims.ranepa.ru.

HaponL U JIOTUH K JINYHOMY Ka6I/IHeTy / npodmmo NpeaOCTABIACTCA CTYACHTY B JICKaHATC.

TeKYH_[Hﬁ KOHTPOJIb, HpOBO,[[I/IMHﬁ B CUCTCMC NJUCTAHIIMOHHOI'O O6y‘{eHI/I${, OLICHUBAIOTCA

KaK B CUCTEMEC JTUCTAaHIITMOHHOI'O 06yquI/1$[, TaK U IpeIoAaBaTCJICM BHC CUCTEMBI. HOCTYH K BHICO

H MaTcpuajiam JICKITHM IpeaoCTaBIACTCA B TCUCHUEC BCEI0 CEMECTPA IO MEPEC MPOXOKACHHUA OCBO-

CHUJA IPOIrpaMMEBIL. Z[OCTyrI K KaXJI0MY BUY pa60T 1 KOJIMYCCTBO IIOIIBITOK HA BBIITOJIHCHUC 3414~

HUS TIPECAOCTABIIACTCA HAa OTPAHUYCHHOC BPEMSA COIJIACHO PEIJIaMCHTY AUCHUIIIINHBI, OHy6HI/IKO—

BanHoMy B CJ1O. [IpenomaBaTenb OlIEHMBAST BBHITIOTHEHHBIE O0yJarOIIMMCs pabOThI HE TTO3/THEE

14 paGouux qHEN Mocie OKOHYaHUS CPOKA BBHITOJTHEHUS.

Ccpuika Ha 31eKTpoHHBIN Kypc o puciumuinae OI1.05 «/lokymeHTannonHoe oOecneue-

HUC YIIPABJICHUS

Pazpabotuuk I'pyznoBa Upuna AnexcanipoBHa
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3. ®oH/ OLIEHOYHBIX CPEACTB MPOMEKYTOYHOM ATTECTAIMU M0 Y4eOHOM TUCHUILINHE H MAa-
TePHAJIbI TEKYIIEr0 KOHTPOJIS yCIeBaeMOCTH 00y4a0IHNXCs

3.1. ®opMbI U METO/IbI TEKYLIEr0 KOHTPOJISA YCIeBAeMOCTH 00y4AKOIIMXCSl IPOMEeKYTOUYHOM
aTTecTaluu

@®opMBbI TEKyIIET0 KOHTPOJIS YCIIEBaeMOCTH:

Onpoc (O) — 3TO OCHOBHOI BHJI yCTHOW MPOBEPKH, MOXKET UCHOIB30BATHCS Kak (HpOH-
TaJIbHBIN (Ha BOIPOCHI MPENOaBaTes 10 CPAaBHUTEIHHO HEOOIBIIOMY 00bEMY MaTepuaia Kpat-
KHE OTBETHI (KaK IMPaBUJIO, C MECTA) TAI0T MHOTHE 00yJaromuecs ), TaK 1 MHANBUAYaIbHBIH (TIpO-
BEpKa 3HaHUH OTJENbHBIX 00yyaronuxcs). KoMOMHUPOBaHHBIN OMPOC - OAHOBPEMEHHBII BBI30B
JUIS OTBETA CPa3y HECKOJIbKUX 00YYaIONIMXCsl, U3 KOTOPBIX OJIMH OTBEYAeT YCTHO, OMH-ABA TOTO-
BSATCSl K OTBETY, BBINOJIHSS HA JIOCKE PA3IMYHBIC 3alMCH, a OCTAIbHbIC BBITIOIHSIIOT 332 OTJIENb-
HBIMH CTOJIaMH WH/IMBU/IyaIbHbIC TUCbMEHHBIC HJIM MPAKTHYECKHUE 3a1aHHs TIPETIOaBaTeIs.

Kpurepun oneHnBanus:

Oyenku «omauyHo» 3aCIyKUBAET CTYIEHT, €CIIM OH CBOOOHO M NPAaBWIBHO OTBETHJ Ha
MIOCTaBJICHHBIN BOTIPOC, 3HAET OCHOBHBIEC TEPMHHBI U OTIPE/ICIICHHUS IO TEME, OTBEYAET Ha JIOTIOJ-
HHUTEJIbHBIC BOIPOCHL;

Oyenku «xopouioy 3acily’KHBAaeT CTYJCHT, €CIM OH CBOOOJHO U TPaBHIBHO OTBETHJI Ha
MIOCTAaBJICHHBIN BOTIPOC, 3HAET OCHOBHBIE TEPMHUHBI M ONIPECIICHHS 110 TEME, 3aTPYJHIETCS OTBE-
TUTH Ha JIOTIOJTHUTEIILHBIE BOIIPOCHI;

Oyenku «y0oe1emeopumenbHoy 3acilyKUBaeT CTYIEHT, €ClIi OH MPAaBUIBHO OTBETHJ Ha
MOCTaBJIEHHBIN BONPOC, HO IIPU 3TOM IIJIOXO OPUEHTUPYETCS B OCHOBHBIX TEPMHUHAX U ONpeene-
HUSX TI0 TEME, HE MOXKET OTBETUTH Ha JOTIOJHUTEIBHBIE BOTIPOCHI,

Oyenka «Hey0061emeopumenbHo» CTaBUTCS CTYACHTY, KOTOPBII HEMPABIUIIEHO OTBETHII HA
BOIIPOC WJIM COBCEM HE /1aJl OTBETA.

TectupoBanmue (T) — 3aganus, c BapuanTamu oTBeTOB. Kputepun orieHuBaHUS

Oyenku «omau4Ho» 3acily’>KUBAET CTYJIEHT, €CJIM OH OTBETUJI ITpaBmiIbHO Ha 90% BompocoB
TecTa

Oyenku «xopouio» 3acily>KUBaeT CTY/I€HT, €CJIM OH OTBETHJI TPABUIILHO HA YaCTh BOIIPOCOB
75%-90%);

Oyenku «y0ose1emeopumenbHo» 3acyKUBAET CTYICHT, €CJIA OH MPABIIIbHO OTBETHII 4aCTh
BorpocoB 50%-75%;

Oyenku «Heyo0081emeopumenbHoy 3aciyKUBAeT CTYIEHT, €CIU OH MPAaBUIBHO OTBETUI
MeHee yeM Ha 50% Bompocos.

Kontpoabnas padora (KP) - nucemennas padota no teme. COCTOMT U3 HECKOJIBKUX 3a-

Jad paanquﬁ CTCIICHU CJIOXKHOCTH.
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Kputepuu onenuBanus

Oyenxu «omauyHo» 3aCITy>KHUBAET CTYJIEHT, OOHAPYKUBIIUN TITyOOKOE 3HAHUE MaTepu-
aja, yMEHHE CBOOOIHO BBHITIONHATH 3aJaHUS, TOHUMAIOIIUN B3aUMOCBS3b OCHOBHBIX MMOHSTHUN
TEMBI,

Oyenku «xopowioy 3aciy’KUBACT CTYJICHT, OOHAPYKHUBIIMK IOJIHOE 3HAHWE MaTepuaa;
YCIELUIHO BBIMNOJHAKIMUNA MPEIyCMOTPEHHBIE 3aJaHUS; W JONYCTUBIIMN HE3HAUYUTEIbHBIE
OIIMOKU: HETOYHOCTh (DaKTOB, CTHIIMCTHYCCKHUE OIIUOKH;

Oyenku «y0061emeopumesibHoy» 3aciIyKUBaeT CTYJEHT, OOHAPYKUBIINUN 3HAHUS OCHOB-
HOTO Matepuaja B 00beMe, HEOOX0IUMOM IS JAJIbHEHUIIIEro U3yYeHHUsl TUCIUILTAHBI. CripaBiis-
IOIUICS C BBINIOJHEHUEM 3aJaHHIA; JTOMYCTUBIINI MOTPEIIHOCTHA B OTBETE, HO 00JIa/1al0NInii He-
00XOMMBIMH 3HAHUSIMU JJII UX YCTPAHEHUS 101 PYKOBOJICTBOM IPEIO aBaTes;

Oyenxu «Hey0o81emsopumesibHo» 3aCily>KUBAeT CTYACHT, 0OHAPYKUBIINI CYIIIECTBEHHbBIE
po0Oesibl B 3HaHUU OCHOBHOTO MaTepuala; He CIIPaBJISIONINIICS ¢ BHITOJIHEHUEM 3aJaHuil, 101y~
CTHUBIINHI CEPbE3HBIE MOTPEIIHOCTH B OTBETAX, HYKAAIOIIMIICS B IOBTOPEHUN OCHOBHBIX Pa3/eIOB
Kypca [oJl pPyKOBOJCTBOM MPENOAaBaTENs.

Ta6muma 3.1
DopMbI TEKYIIETO KOHTPOJISI Ha Oa3ze cpeAHero odiero oopasoBaHus
(ounas popma 0OyueHus)

No Haspanue Tem (paznenon) VYueOHas Harpy3ka 00ydaromuxcs mno dopmMma TeKy-
TEMBI BUJIaM yueOHbIX 3aHSTHIH, Yac. IIEro KOHTPOJIs
Makcu- OO6s3aTenpHas CP YCIEBAaEMOCTH,
MaJb- Jlek- ITpak- IIPOMEKYTOY-
Hast 002051 THKA HOH aTTecTanuu
1. [lepcoHanbHBIE KOMIBIOTEPHI B COBPEMEH- 6 o
HOM gemnorpousBoctee. KOJI- KoMIbro- 2 4
TepHas 00paboTKa TOKYMEHTOB.
2. JenoBast JOKyMEHTAIHs 2 2 O, T
3. YHu}ukanus u craHIapTU3aus yIpas- 2 2 o, T
JICHYECKOW JIOKYMEHTALlUH
4, Opranu3allnOHHO-IIPaBOBast JOKYMEHTa- 4 2 2 O, T
st
5. [NonsaTne U GyHKIHUN OpPraHU3AIHOHHO- O, T
PpacropsIUTENILHON JOKyMEHTaN 4 2
6
6. Cucrema HHPOPMAITMOHHO-CTIPABOTHON 0, T
JIOKyMeHTaluu. Ha3HaueHne u BUAbI HH- 4 2 2
(OpMaIOHHO- CIIPaBOYHBIX JIOKYMEHTOB
7. JlokyMeHTanus 1o JMYHOMY COCTaBy. o, T
Ha3nauenue nu4HbIX JOKyMeHTOB. Kan-
poBasi TOKyMEHTaIHsI — TPY/I0BbIe KOH-
TPAKTHI, IPUKA3bI 110 INYHOMY COCTABY, 4 2 2
TPY/OBbIE KHIDKKH. Y HU(HUINPOBaHHbIE
(OpMBI IEpBUYHO yYETHON JIOKYMEHTa-
LIMH IO TPYAY U €ro oIuiate
8. OOurre mpaBuiIa COCTABJICHUS TOKYMEH- 4 2 2 O, T
TOB MO JITYHOMY COCTaBY
9. [TnanupoBanue pabOTHI PEIIPHUITHS 4 4 O, T
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10. XapakrepucTika 1 opopMiIeHHEe pUHAH- 6 5 5 2 O, T
COBO-PACYETHBIX JIOKYMEHTOB.

11. Pons Oyxrantepuu B penieHnH GHUHAHCO- 4 o, T
BBIX 3aj1a4 opranu3zanuu. Knaccupukarms 2 2
yUYETHBIX JOKYMEHTOB

12. OCHOBHBIE BH/IbI IOKYMEHTOB 110 (hUHAH- 6 5 5 2 O, T
COBO-PAaCYETHBIM OIepaIUsIM

13. JlokyMeHTO000pOT OpraHU3anuy. O, T

ITonsiTue «HOMeEHKIIaTypa aen». Haznaue-
HHUE W BUIbI HOMEHKJIATYPHI e THrmoBas,
IIpUMepHas M KOHKpeTHasi HOMEHKIIATypa
nein. TpeGoBaHUs, IPEOBIABISIEMBIE K CO-

2 2 2
CTaBJICHUIO W 3aTIOJTHCHHUIO POPMBI HOMCH- 6
KJIaTypPbI JIe]1 OpraHu3alnu.
OcHoBHBIE TPeOOBAHHMS, TPEABABIAEMBIC
K opopmieHumto aen. [TomHoe 1 yacTuaHOE
odopMIIcHHE eI,
Kouncynpramuu 0 - - - -
DK3aMeH 6
Bcero 62 18 18 26 -

Ipumeuanue: @opmor mekyweco konmpoas ycnesaemocmu. onpoc (O), mecmuposanue

(T), konmponvnas paboma (KP).

[TpomesxyTouHas aTTecTanus IpoXoauT B (popMe sK3aMeHa.
Kpurepun onenuBanus:

Ol/!eHKu «omauvroy 3aCiIy’KUBACT CTYACHT, O6H8.py>KHBI.HHﬁ FHY6OK063HaHI/IC MaTcpuraia,

CBO60,I[HO BBIITOJIHUBIITAM 3aJaHHucC, MOHMMAIOIIUM B3aHMMOCBSI3b OCHOBHBIX HOHﬂTHﬁ;

Oyenku «xopouioy» 3aciyKUBAeT CTYJIEHT, OOHAapYXUBLIMM MOJIHOE 3HaHWE MaTepuaa,

YCII€UIHO BBITIOTHUBITTHH 3aJaHUC, U I[OHYCTI/IBIHI/Iﬁ He3HAYUTEILHBIE ONINOKU: HETOYHOCTH

($akToOB, CTUTUCTHYECKUE OIIUOKY;

Oyenku «y0061emeopumenbHoy 3acily’)KUBAeT CTYAEHT, OOHApY>KUBIIMNA 3HAHUS OCHOB-

HOTO Marepuaja B o0beMe, HEOOXOAWMOM JUIsl JajdbHEHIIero M3ydeHUus APYTuX TUCIUILINH;

JaCTHUYHO CHp&BHBHIHﬁCSIC BBIIIOJITHCHHUEM 3adaHUSA, I[OHYCTI/IBHH/Iﬁ MOrp€mHOCTH B OTBCTEC,

HO 001aaromuii HeoOXOIMMBIMUA 3HAHUSIMHU ISl X YCTPAHEHUs B OyayIeM;

Oyenku «Hey0061emeopumenbHo» 3acily’)KUBAeT CTYIeHT, 0OHApYKUBILIUH CyIIeCTBEHHbIE

HpO6GJ’[I)I B 3HAHMM OCHOBHOI'O Marepuaja, HE CHpﬂBPIBIHPIﬁCfI C BBIIIOJIHCHHUEM 3a/laHusA, OOITy-

CTHUBIIHM CCPBC3HBIC TMOIpCIIHOCTU B OTBCTAX, H}OK}IElIOHH/IﬁCSI B MOBTOPCHHWH OCHOBHBIX

Tab6muna 3.2
®DopMBI TEKYIIIETO KOHTPOJISI Ha Oa3e cpeHero o0IIero 0opa3oBaHus
(3a04Has popma 0OyueHus)

No HazBanue teMm (paznesnon) Y4eOHast Harpy3ka 00yJaroIuXCsl o ®dopma TeKy-
TEMBI BUIaM YUcOHBIX 3aHATHH, Yac. IIeT0 KOHTPOJIS
Makcu- O0s13arenbpHas Cam. pa- | ycCHeBaeMoCTH,
Manb- | Jlek- | Ilpaktu 6ota MIPOMEKYTOU-
Hast U1 Ka HOH arTecTanuu
1. IlepconanbHbIE KOMIBIOTEPHI B COBPEMEH- 6 O, T
HOM JnenonpousBojcTee. KOJI- koMIibio- 6
TepHast 00paboTKa JIOKYMEHTOB.
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2. JenoBasi JOKyMeHTaIus 2 2

|

3. Yuugukauus u craHIapTH3anus ypas- 2 2
JICHYECKOW JIOKYMEHTALIUH

—

4, OpraHu3alioOHHO-IIPABOBas TOKyMEHTa- 2 2
st

ol O oo

—

5. [MonsiTre ¥ GyHKIMU OpraHU3alMOHHO- 6
pacnopsauTeNbHON TOKYMEHTaUU
(OPM). Buner OP/]. Opranu3aiuoHHbIC
JIOKyMEHTHI: YcTaB, [lonoxenne, UH-
crpykiud. [Topsiiok uX cocTaBIeHUS 1
HCTIOBb30BaHUsI.

6. CucreMa HHPOPMAITMOHHO-CTIPABOTHOK 6 T, KP
JIOKyMeHTaluu. Ha3HaueHne v BUIbI HH- 2 2 2
(hOpMAaIMOHHO- CIPABOYHBIX TOKYMCHTOB

7. JIoKyMeHTaIus TI0 JIMYHOMY COCTaBY. 6 O, T
Hasznauenue nuunbix nokymentoB. Kan-
poBas TOKyMEHTALHs — TPYIOBBIE KOH-
TPAKTEI, IIPUKa3kI [10 TUYHOMY COCTaBY, 6
TPY/OBBIC KHIDKKHU. Y HU(DHUINPOBaHHbIE
(OpMBI IEpPBUYHOI yYETHON TOKYMEHTa-
LY 10 TPYAY U €ro oIuJiare

8. OO01ue mpaBuia COCTABICHUS TOKYMECH- 6 6 o, T
TOB II0 JINYHOMY COCTaBY

I
N
O
H

9. [TnanupoBanue pabOThI IPEIPUITUS

10. Xapaxrepuctuka 1 opopmiienre GpruHaH- 4 o, T
COBO-PacYeTHBIX JOKYMEHTOB.

11. Ponp Oyxrantepun B pelieHuH (GUHAHCO- 6 O, T
BBIX 33724 opranuszanun. Kiaccubukamus 6
Y4ETHBIX JOKYMEHTOB

12. OcHOBHBIE BUJBI JOKYMEHTOB 110 (hHHAH- 4 O, T
COBO-PaCYETHBIM OIEPAIHSIM

13. JIOKyMEeHTOO0OpOT OpraHU3aIUH. 4 O, T
[NousTHE «HOMEHKIIAaTYypa aem». Ha3unaue-
HHE U BUJIbI HOMEHKIATYPHI Jiell. Turosas,
NIPUMEpHasi U KOHKPETHasi HOMEHKJIaTypa
nen. TpeGoBaHus, MpeabsBIIEMbIE K CO-
CTaBJICHUIO U 3aII0JHEHUIO (POPMBI HOMEH-
KJIaTypbl JIeJl OpraHu3alny.

OcHoBHbIE TpeOOBaHMs, IPEBSBISIEMbIE
k opopmunennto nen. I[lonHoe u yacTuaHOE
oopMIICHHE eI,

Bcero 62 4 4 54 -

Ipumeuanue: @opmvi mexyuweco konmpons ycnesaemocmu:. onpoc (O), mecmuposanue
(D).

[IpomexxyTouHas arTecTalusi IPOXOIUT 3aUeTa.

Kpurepuu oniennBanus:

Oyenku «omau4Ho» 3aCIIyKUBAET CTYICHT, 0OHAPYKUBIITNH TITyOOKO€3HAHHUE MaTepraa,
CBOOOJHO BEINTOJHMBIIMKE 3aJaHue, MOHHUMAIOMMH B3aWMMOCBSI3b OCHOBHBIX HOHSTHIA,

Oyenxu «xopoutoy 3aciyKUBaeT CTYJEHT, OOHAPYKUBIIHMI MOJIHOE 3HAaHWE MaTepHana,
YCIICUTHO BBIMIOJIHUBIIUH 33aJJaHUe; W JONYCTUBIIMI HE3HAYUTEIbHBIC OMUOKUA: HETOYHOCTD
(haKTOB, CTUITUCTUICCKUE OIIHOKH;

Oyenku «y0081emeopumeibHo» 3aCiIyKUBaeT CTYJIEHT, OOHAPYKUBIIUNA 3HAHHUSI OCHOB-

HOI'o0 Marcpuajia B O6’beMe, HeO6XO,Z[I/IMOM IS TalbHEHIIIEro HU3YUCHUA APYTUX JUCLHUIIINH,
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HaCTHYHO CHpﬂBHBI.HHfIC?IC BBITIOJIHCHUEM 3aJ1aHUS, ,Z[OHYCTI/IBHII/Iﬁ IOrp€IIHOCTH B OTBECTE,

HO 001agaromuii HeoOXOIMMBIMA 3HAHUSIMH 111 X YCTPAHEHHS B OyIyIeM;

Oyenku «Hey0061emeopumenbHo» 3aCiTy’)KUBACT CTYIEHT, OOHAPYKUBIIHH CYIIECTBCHHbIE

Hp06e.]'lbl B 3HAaHMH OCHOBHOI'O MaTe€puaja, HE CHp&BHBLHHfICS[ C BBIIIOJIHCHUEM 3alaHusA, OOITy-

CTHUBIINM CCPBEC3HBIC IIOIPCIIHOCTH B OTBCTAX, HYH(,HaIOIHHfICﬂ B IIOBTOPCHHUH OCHOBHBIX

paszienoB Kypca.

3.2. MaTepuajbl TEKYLIEro U MPOMe;KYTOYHOI0 KOHTPOJISI YCIIeBA€MOCTH 00y4al0HXCs

HpI/IMepHBIe OIICHOYHBIC MaTCpHaJIbl 10 JUCHUIIIMHE «IIOKYMCHTaI_[I/IOHHOB o0OecrieueHue

YIPaBIECHUS»

A) KoHTposibHBIE BOITPOCHI:

© o N o g Bk~ w D PE

[Tepeuncnuth GyHKINUU TOKyMEHTA

JlaTb onpenenenue NOHATUS «yHU(PHUIUPOBAHHAS CUCTEMA JOKYMEHTALMI»
OOBSACHUTD MOHATHUE «SI3BIKOBAST (HOPMYIIar»

JlaTb onpeneneHne «peKBU3UT MOCTOSTHHBIN», «PEKBU3UT IIEPEMEHHBII

Kakue BapuaHTbl pa3MelleHus: peKBU3UTOB Ha OiaHKax?

N310%UTh TpeOOBaHUS K U3TOTOBJIEHUIO, YUETY U XPAHEHUIO repOOBbIX OJaHKOB.
UTO OTHOCHUTCS K IOKYMEHTAM IO TPYIOBBIM OTHOIIEHUSM?

[lepeuncinuTh OCHOBHBIE JOKYMEHTBHI 110 TPYAOBBIM OTHOLLIEHUSM

Kakue CBCACHUA O pa6OTHI/IKe HAOJIKHBI OTPA’KaThbCs B pr,HOBOﬁ KHIDKKE?

b) IIpakTnueckue 3a1aHus:

. 3anonauth OnaHK «llITaTHOE pacnucanue»
. 3anonHuTh OaHk «IIpuka3 o HampaBieHUN B KOMaHAUPOBKY»
. 3aroIHUTD OJIAaHK TUIATEKHOTO OPYYEHUs

1
2
3
4.
5
6

Co3znaTh NOIKHOCTHYIO HHCTPYKLUIO

. Co3maTh IPOTOKOI

. Co3marp akT

B) KontponbHas pabora:

Odopmuts «Ciyx’ebHOE MUCHMO» CO BCEMH PEKBU3UTaMHU (TP BapuaHTa MHUCHMa).

I') TunoBoe TecToBOE 3aaHUE.

1. He peructpupyroT JOKYMEHTBI

A) HanpaBIEHHBIE B a/IpEC PyKOBOIUTEIS

b) nanpaBneHHbIE B apec CTPYKTYPHOTO MOAPA3AETICHUS

B) nanpaBneHHbIe KOHKPETHOMY MCIIOJTHUTEIO

I') umerorue rpud «I1HIHOY

2. Hcxopmsmue AOKYMCHTHBI JOJI’KHBI O6pa6aTBIBaTBCH " OTIPABJIATHCA
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A) B 1eHB perucTpanuu

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

B) ne noznuee 10-tu qHE# ¢ AaThl MOAMMCAHUS

I') B moboe Bpems

3. He aBisietrcs 3amadeit, crosmie nepea OyXraaTepcekou ciryk00i¥i:

A) dopmupoBaHUE OTHON U JOCTOBEPHOM MH(OPMAIMH O XO3IHCTBEHHBIX IpOIeccax U
(UHAHCOBBIX PE3yJIbTaTaX XO3IUCTBEHHON JACSITEILHOCTH MIPEIITPUSATHS

b) noxymenTupoBaHue cBefieHUH 0 pakTax, COOBITHIX OOIIECTBEHHOM KU3HU

B) o0ecnieueHre KOHTPOIIS 32 HAJTMYKMEM U IBU’KEHUEM MMYIIECTBA, UCIIOJIb30BaHUEM Ma-
TEPHATLHBIX, TPYIOBBIX M (PMHAHCOBBIX PECYPCOB

I') cBoeBpeMeHHOE TTpeayIIPEXKICHIE HETATUBHBIX SIBJICHHUI B (PMHAHCOBO-XO3SIIICTBEHHOMN
JEATEIbHOCTH IPEAPUATHUS

3.3. OueHo4HbIe CpeaCcTBA 10 AUCHUILIMHE 1JIs1 IPOMEKYTOYHOH aTTeCTAIMU

bunet Ha 3a4eTe COCTOHUT U3 JIBYX BOIPOCOB — TEOPETHYECKHI BOMPOC U MpPaKTHUYECKast
3ajaqa.

Bompockl OuinetoB a1 poMeXyTOUHOTO KOHTPOJIS:

1. Jaiite onpeneneHue T0KyMEHTA.

2. HazoBute BuAbI JOKYMEHTOB.

3. KaxoBbsl ocHOBHBIE TpeOOBaHUS K U3TIOKEHUIO TEKCTa TOKyMeHTa?
4. YTo Takoe «KOPPECTOHICHIIUS» ?

5. OxapakTepusyiTe JOKyMEHTHI, TOAJIMHHBIC TI0 FOPUIUYECKON CUJIE.
6. OxapakTepu3yiTe MOHATHE «YNPABICHUECCKUN JOKYMEHT).

7. Yrto Takoe BXOIAIINI TOKyMEHT?

8. Urto Takoe UCXOIAIINA JOKYMEHT?

9. Knaccudukarus 10KyMeHTOB (IPU3HAKH KJIaCCH(DHUKAIINN).

10. Yro Takoe nenonpou3BOACTBO?

11. Yro Takoe peKBU3UT?

12. Kakwue coctaBHbIe YacTh (peKBU3HUTHI) BbI 3HaeTe?

13. PacmonoxeHre OCHOBHBIX PEKBU3UTOB B JJOKYMEHTAX.

14. Ha3oBute peKBU3HTHI, HEe 00s3aTeNbHbIE TSl OQUITUATBHOTO TUChMA.

15. BoNbIIMHCTBO TOKYMEHTOB UMEIOT OJTHH M T€ K€ PEKBU3HUTHI, HO KaX/IbIii BU]I JJOKY-
MeHTa — cBoi popmyssip. OT4ero 3To 3aBUCUT?

16. UYro Takoe popmysp qoKyMeHTa?
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17. Yro BKIitOUaeT B ce0s MOHATHE «yTBEPXKICHHUE OKyMeHTa»? Kakue pekBU3UTHI BXO-
IAT B cocTaB rpuda yreepxxaenus? I'ie oHu pacronararorcs?

18. Ha3zoBwuTe peKBH3HT, KOTOPHIH 0POPMIISETCS IPU PETHCTPALIUU TOKYMEHTOB.

19. OO®bsAcHUTE Ha3HAUYEHUE PEKBU3UTA «IIOAIUCH», KAKUE 3JIEMEHThI BXOJAT B 3TOT PEK-
BU3UT?

20. B xakux cirydasx 00s3aTelbHO HAI0 3aMOJHATh PEKBU3HUT «CCHUIKA HA UHICKC H JIATy
BXOJISIIIIETO IOKYMEHTa»?

21. Kakue peKBU3UTHI IPOCTABIIAIOTCS B IPABOM BEPXHEM yIily OsaHKa?

22. Kakoll pekBU3UT olpeieseT NOAJIMHHOCTh JOKYMEeHTa?

23. OObsACHUTE HA3HAUYECHUE PEKBU3UTA «PE3OIIOLHY.

24. YTto Takoe «BHU3a» Ha JIOKyMEHTE?

25. OObsACHUTE HA3HAUYEHUE PEKBU3UTA «COTJIACOBaHME AOKYMEHTa». M3 Kakux 3jaeMeH-
TOB COCTOMT I'pU COracoBaHus?

26. Kak ¢popmupyercs 3aroioBOK K TeKCTy? B Kakux JOKyMEHTaX 3ar0JIOBOK COTJIACyeTCsI
C HAaMEHOBaHUEM BUJA JOKYMEHTA B Iajiexe?

27. OdopMuTe HECKOJIBKO 3ar0JIOBKOB K TEKCTaM: ITMCbMa, aKTa, IPOTOKOJIA, TOKJIaHON
3aIlUCKU

28. CKOJBKO aApecOB MOXXHO MaKCMMAaJIbHO IIOMECTHTh Ha OJTHOM JOKYMEHTE?

29. OdopmuTe HECKOIBKO BUIOB OTMETOK: 00 UCIIOIHUTENE, 00 UCTIOTHEHUH JOKYMEHTA
U HaIlpaBJICHUH €T0 B JIEJI0, O MOCTYIJIEHUH JOKYMEHTA.

30. Yro takoe OPJI (opraHM3aiiMOHHO-PACHOPSAUTENbHAS TOKyMEHTAINs)?

31. OObscHUTE HA3HAUYEHHUE PACTIOPSAIUTEIBHBIX JOKYMEHTOB.

32. IlpuBemute mpUMEpPHI pacTIOPSITUTEIBHBIX JOKYMEHTOB.

33. OxapakTepu3syiiTe Ha3HaUYCHHE OPTaHU3AUOHHBIX JOKYMEHTOB.

34. IlpuBenute mpUMepbl OPraHU3alMOHHBIX JOKYMEHTOB.

35. OObsacHUTE HAa3HAUYECHUE NH(OPMAITIOHHO-CIIPABOYHBIX JJOKYMEHTOB.

36. IIpuBenute mpuMepbl HHHOPMAITHOHHO-CIIPABOYHBIX JOKYMEHTOB.

37. OObsAcHUTE Ha3HAUEHHUE JIOKYMEHTa «JIOKJIagHas 3anucka». Kakue pekBH3UTHI HC-
HOJIB3YIOTCS IIPU COCTABIICHUH JOKJIAIHOM 3amucKu?

38. Uro Takoe 0OBsICHATENbHAS 3amucKa?

39. K xaxomy Bumy OPJ] otHOCHTCS ipoToKon? Kakne peKBH3HUTHI HCIIONB3YIOTCS TPH
cocTaBiieHuH npoTokoia? M3 kakux yacteit COCTOMT TEKCT MPOTOKoa?

40. K xaxomy Bugy OPJl otHOcHuTCcs akT? Kakue peKBU3UTHI HCIOIB3YIOTCS IPU COCTaB-
nenny akta? Kakue BUIBI aKTOB MOJIEKAT YTBEPKIACHUIO?

41. Yro Takoe JOMKHOCTHAS HHCTPYKITHS?
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42.
43.
44,

CocraBbTe BapuaHTHI MMChMAa-3arpoca 1 MIChMa-0TBETA.
CocraBbTe rapaHTUHHOE MUCHMO.

CocraBbTe AOKJIAAHYIO 3alIMCKY O IPUYINHAX HCCBOCBPCMCHHOTI'O MPCACTABICHNA UH-

dbopMaruu 0 BHIIOJHEHUH MTPUKa3a JUPEKTOPA.

45,

CocraBbTe JAOKJIAAHYHO 3aIlIMCKY HadaJIbHHKaA HHaHOBO-(bI/IHaHCOBOFO 0oTAcIa pPyKOBO-

JUTCIIIO NPCAIIPUATUA 00 oOecrieueHNH OTACJIa YCTBIPbM KOMIIBIOTCPAMMU.

46.

CocraBpTe CIIpaBKy O 3apIulaTe Balllero COTPYAHMKA JUIsl IPEJOCTABIEHUS 110 MECTY

TpeOOBaHMUS.

47.
48.
49.
50.
o1,
52.
53.
54,
55.
56.
57.
58.

N3 xakux yacTen COCTOMT TEKCT MpUKaza?

Kak hopMupytoTcst myHKTBI pacOpsSIIUTEIbHON YacTH MpHKa3a?
Kak 3aBepsieTcst BRITUCKA U3 TIpHKa3a’?

OdopmieHne npuka3oB Mo JUYHOMY COCTaBY.

Benenue Tpy10BbIX KHUKEK paOOTHUKOB.

OdopmiieHrE TPYTOBBIX KHUKEK M BKJIQIBIIICH K HUM.
Brecenne n3MeHeHMi B 3aIIUCH.

Yro Takoe «ayOomuKaT» TpYy10BOM KHIKKH?

VY4er Tpy0BBIX KHHXKEK.

CocraBbTe aBTOOHOTpadHIO.

B kauectBe navanbarka OK cocTtaBbTe XapakTepUCTUKY Ha COTPYAHUKA OT/AENA.

CocTaBbTe NpHKa3bl: 0 mpueMe Ha paboTy Oyxrantepom UBAHOBOU W.IL; 06

YBOJIBHECHUH IIEPEBOAOM B APYT'YHO OPraHU3aIHUIO. Henocraromue PCKBU3UTHI YKAKUTC CaMOCTO-

ATCIBHO.

59.

Hanummure 3asBnenue o npueme Bac Ha paboTy KOHOMHCTOM B rOCyJapCTBEHHOE

IPEIIPUSITHE.

60.

Hanumure 3asBieHue o peaOCTaBJICHUN Bam AAMHUHUCTPATUBHOI'O OTITYCKa I10 CC-

MEWHBIM 00CTOSTEIBCTBAM.

61.
62.
63.
64.
65.
66.
67.
68.

KyMEHTOB?

CocraBbTe npuKa3 o nepeBojie Ha paboTy BHYTPU OpraHU3aIUH.

N3 xakux pa3zie’aoB COCTOMT KOHTPOJIbHAs KapToTeKa?

Kaxkue cpoku ucnonnenus 10KyMeHTOB Bbl 3Haere?

Kakoe 10mKHOCTHOE JIMII0 CHUMAET JOKYMEHT C KOHTPOJIsS?

Uro sBrsieTcst 00HEKTOM KOHTPOJISI UCITOTHEHHS IOKYMEHTOB?

N3 kakuX 371€MEHTOB COCTOUT PETUCTPAIIMOHHBIN UH]IEKC TOKYMEHTa?
OdopmMute Ha TOKYyMEHTaX PEKBU3UT «OTMETKA O KOHTPOJIEY.

C Kakoro MOMEHTA MCUYHCIIAETCS CPOK HUCIIOJHECHHA U KOHTPOJIb 3a UCIIOJIHCHUEM J10-
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69.
70.
71.

KakoB mopsitok mpo yieHus: CpoKa UCTIOTHEHUS TIOKyMeHTa?
B udem 3akmrouaercs 1eiab JOKyMeHTO0O0opoTa?

Kakune AOKYMCHTBI IO3BOJIAIOT OCYHICCTBUTL aHAJIM3 W COBCPUIICHCTBOBAHUC OOKY-

MeHToobopora?

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

aue?

81.
82.
83.
84.
85.

Yrto Takoe JOKyMEHTO0O00pOT?

Oxapaktepusyite noustue «Homenkmnarypa aem.

Oxapakrepusyite nonstue «Jlemno».

Yro Takoe perucrpanus JOKyMEHTOB?

VYKa)xute OCHOBHBIE CTAJIUU JEIONPOU3BOJICTBA.

HazoBure aTambl paboThl ¢ JOKYMEHTaMU, XapaKTePHBIC ISl TOKYMEHTOO00pOTAa.
Uro BritouaeT B cebdst mousitue «DopMupoBanue aem»?

KTo0 ocyiecTBisieT npeaBapUTeIbHOE PACCMOTPEHNUE JOKYMEHTOB?

ITo KaKOMY NPpHUHIOUITY IPOUCXOAUT OT60p JOKYMCHTOB Ha XpAaHCHUC WJIM YHUUYTOXKC-

[To xkakuM pU3HAKaM CTPOSITCS HOMEHKIATYPbI 1€

JaiiTe onpenenenne 3KCnepTru3sl EHHOCTH TOKYMEHTOB.

B yem 3akiaro4aroTcs 3a1a4u 3KCIEPTU3bI JOKYyMEHTOB?

Kakue Buibl HOMEHKJIATYp J1e1 pa3pabaThIBalOTCS YUPEKICHUSIMU?

Ha kakmne T'pyHIibl MOXXHO pa36I/ITI) CPOKH XpaHCHUA JOKYMCHTOB, YCTaHABJIMBACMBIC

nepeyHsaMu’?

86.

Kakue Tpe6OBaHI/I5{ HeO6XO,I[I/IMO CO6J'II-OI[8.TB IIpU ICPLIIeTC UKW MOAIINBKE IOCIT 110~

CTOSIHHOT'O, BpeMEHHOT0 (cBbIiie 10 j1eT) XpaHeHUs U 110 INYHOMY COCTaBy?

87.
88.

Kak ocymiecTBisiercs Hymepalus JMCTOB B aene?

Kakne AAHHBIC YKA3bIBAOTCS HA TUTYJIbHOM JIMCTE OIMUCHU ITOCTOAHHOT'O XpaHCHI/ISI?

4. MeTroauyecKue yKazaHus /151 00y4AIOIINXCSI 10 OCBOEHUIO THCIHIJIHHBI

[Mpucrynas k nzydenuto aucrummiuHbl OI1.05 «JlokymeHTamoHHOe o0ecriedeHne yrpas-

JICHUA», CTYACHT HNOJIZKCH O3HAKOMUTBCS C COACPIKAHUCM JIaHHOM «Paboucii yqe6H0171 Inmporpam-

MOU JUCHMIIIMHEDY C TEM, YTOOBI UIMETh YETKOE MMpEeaACTaBJICHUEC O CcBOeM pa60Te.

HSyquHe AUCHUILIMHBI OCYHICCTBIIACTCA Ha OCHOBC BBIJTAHHBIX CTYJACHTY IMPCIIoJaBaTc-

JEM peKOMeH,ZIaI_[I/II\/'I 110 BBITTOJTHEHHIO BCEX 3anaHm71, npeaAyCMOTPCHHBIX y‘—Ie6HI)IM IIJIaHOM U IIpO-

TPAMMOM.

B MEPBYIO OUCPCIb HeO6XO,Z[I/IMO YACHUTDH LICJIb U 3a1a4U H3yqaeM0171 JUCHUIIIINHBI, OLC-

HHUTL 00BEM Marcpurajia, OTBEACHHOI0 JJIA M3YUCHUA CTYACHTAMH CaMOCTOATECIIBHO, HOJIO6paTB
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OCHOBHYIO U JIOTIOJTHUTEJIBHYIO JIUTEPATYPY, BEIIBUTH HaHOOJIee BaXKHBIC TIPOOJIEMBI, CTOSIIIHE 110
BOIIPOCaM U3y4aeMOM AUCUUILIUHBI.

Brinonnenne SaIIaHI/Ifl OCYHICCTBJISICTCA B COOTBETCTBUU C y‘le6HBIM IJIaHOM U IIporpam-
Moii. OHU JTOJDKHBI BBITOJTHATHCS B COOTBETCTBUU C METOJMYECKUMH PEKOMEHIAIIUSIMHE, BBIJaH-
HBIMU TIPETIOJIaBaTelIeM, 1 MPEICTaBICHBI B YCTAHOBJICHHBIC TPEIIOIaBATEIeM CPOKH.

N3y4asi nepBOMCTOYHUKH, 11e1ecO00pa3HO 3aKOHCIIEKTUPOBATH TOT MAaTEPUaIL, KOTOPHIH HE
coO0IIaJICs CTYJEHTaM Ha JICKIUAX.

Ha 3aHATHSAX JEKIIMOHHOTO M MPAKTUYECKOTO XapaKTepa CTyACHTaM JUisi padoThl TpeOy-

€TCsI: TeTpaab JJIs 3aIUCH JICKITUH U 3aJJaHuH.

5. YueOHas 1uTepaTtypa u pecypcbl HHGOPMALMOHHO-TeIeKOMMYHUKAIIMOHHOM
cetn «MHTEpHET»
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