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1. O01mme moJ10KkeHUs

1.1. ObsacTh NPUMEHEHHUS TPOrPAMMBI

Pabouas mporpamma IUCHMIUIMHBI «J{OKyMEHTallMOHHOE OOECIeYeHue YIpPaBICHUS
ABIISIETCS. YAaCThIO OCHOBHOM IMpodeccroHallbHO 00pa3oBaTeNIbHOIM MPOrpaMMbl B COOTBETCTBUU
¢ ®I'OC no cnermansHocTr CITIO 38.02.01 «Dx0oHOMMKA M OyXTadTepCKUi yUeT (110 OTPaCIIsIM)».
1.2. MecTo AUCHMIUINHBI B CTPYKType OCHOBHOII mpodeccuoHalbHOl 00pa3oBaTe/IbHOM
NPOrpaMmbI:

Hucuumnuna OI1.05 «/lokymeHnTanmonHoe oOecriedyeHue YIpaBiICHHUs» OTHOCUTCS K
oOuienpodeccHoHaNbHbIM AUCHUTIIIMHAM.
1.3. llesn 1 3a1a4M y4eOHOM AUCHHMILVINHBI — TPeOOBAHHUS K Pe3y/1bTATAM OCBOCHHUS y4eOHOMH
AUCHUILIMHBI:

enb AMCHUIIIMHBI — OpraHU3aIys padoThl ¢ JOKYMEHTAMHU C MOMEHTA UX CO3JaHUs WIH
MOJIyYeHUS! O 3aBEpUICHUS] UCIIOJHEHUS 110 HUM U Iepefavya Ha XpaHEeHHE, a TAKXKE U3ydeHHUe
OpOLEAYp COCTaBICHUS U OQOPMIEHMSI JOKYMEHTOB, OTPaXalOUIMX YIPABICHYECKYIO
JeSTENIbHOCTD NPEANPUATHUS, B COOTBETCTBUU C COBPEMEHHBIMU TPEOOBAaHUSAMMU.

3anaun u3y4yeHus: JUCUUIIINHBI:

— (¢hopMUpOBaHUE PALMOHATBHBIX MOIX0J0B K OPraHu3aluu paboThl C TOKYMEHTAMU;

— W3Y4YEHHE COBPEMEHHON TEXHOJIOTUU BBIIIOJHEHMSI AEJIONPOU3BOACTBEHHBIX ONEPALINA;
onpeaenuts Mecto JIOY B mpolieccax ynpaBieHHUs;

— 03HAKOMJIEHHE CTYJEHTOB C COBPEMEHHBIMU THUIOBBIMHU CTpYKTypamu ciayx06 JIOVY.

1.4. Tlnanupyemble pe3yibTaThl 00y4eHHUs MO AUCHUIINHE
JucuuninuHa «J{okyMeHTallMoHHOe 00ecriedeHne yIpaBiIeHUs» 00eCeunBaeT OBIaJCHUE
CIIEYIOIIMMH KOMIIETECHIIUAMMU:

Tabnuma 1.4.1 — IlepeyeHb 0OIMUX KOMITETEHIIUN

Kon HaumeHnoBanue
KOMIETEHIIUH KOMIIETEHIIMH
OK 01 BeiOupats croco0sl pemienus 3aaa4 npodeccuoHalbHON AesITeIbHOCTH
IPUMEHUTEIBHO K Pa3IMYHBIM KOHTEKCTaM.
OK 02 OcyiecTBisITh  MOUCK, AaHaJIW3 W  HUHTEpIpeTaluio  HHQOpMAaINH,
HE00X0IMMOM JJIsl BBIIIOJHEHUS 33]1a4 IPOPecCHOHATBHOM JIeITeTbHOCTH.
OK 03 [InanupoBaTh W peaqu30BbIBaTh COOCTBEHHOE NPO(ECCHOHATIBHOE H
JMYHOCTHOE Pa3BUTHE.
OK 04 Paborate B KoJulekTHBE M KoMaHJe, 3((EKTHMBHO B3aWMOJEWCTBOBATH C
KOJJIETAMH, PYKOBOJICTBOM, KJIMEHTAMH.
OK 05 OcCy1ecTBISTh YCTHYIO U MUCbMEHHYI0 KOMMYHHKAIUIO Ha TOCYAapCTBEHHOM
s3pike Poccuiickoit @enepanuui ¢ y4€ToM OCOOEHHOCTEH COIMALHOTO U
KYJIBbTYPHOTO KOHTEKCTA.




JCATCIIBHOCTH.

OK 09 Hcnonp3oBate MHPOPMALMOHHBIE TEXHOJOTHH B  MPO(heCcCHOHAIBLHOU

OK 10 Bectu noxymeHTanuo npeAnpusITUs, yIpexKaeHU s, OPraHu3alid, COCTaBIATh
IPOEKTHl JIOKYMEHTOB, B COOTBETCTBUU C CYLIECTBYIOILMMH HOpPMamH U
IIpaBWJIaMU Ha FTOCYAAPCTBEHHOM M HHOCTPAHHBIX SI3bIKaX.

Tabmuma 1.4.2 — [Tepeyens nmpodecCHOHATBHBIX KOMIIETEHITAN

‘ IIK 1.1 ‘ OO6pabaTeIBaTh MEPBUYHBIE OYXTaNTEPCKUE JOKYMEHTHI.

Tabmauua 1.4.3. — CootHeceHue
U MPAKTHYECKUM OIIBITOM

BUOOB  OCATCIBHOCTH CO  3HAHHUAMMU, YMCHUSIMHU

Ko, HammMeHoBaHMe Kon
OTD/TP? KOMIIETEHLIUH/
(npu Hanuyuu KOJI dTama
npogcmandapma)l KOMITETEHITUN
TPYAOBBIC WITH
npohecCUOHAaIbHBIC
JICUCTBUSA

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

(VKa3618ar0OMCst 3HAHUSL, YMEHUS], mMPy0osble Oeticmeus
coomsemcmeyrowetl OTD I1C)

OK 01

Ha YpOBHE YMEHHM: Paclo3HaBaTh 3a4ady WK IpoliemMy B
po¢eCCHOHANTBHOM WIIN COLIMAaIbHOM KOHTEKCTE;
AHAJTM3UPOBATH 3a/1a4y WM NPOOIeMy U BBIACTTE €€
COCTaBHbIE YaCTH; ONPENEIISATh dTAllbl PELLICHUS 3a1a4H;
BEISIBIISITE U 3P (PEKTUBHO UCKATh MH(POPMAIIHIO,
HEOOXOIUMYIO JIJIsl pELICHHUS 3a/1a49H WK TIPOOIIEMBI;
COCTaBHTbH TIIaH JCHCTBUS; OTPENEIUTH HEOOX0IUMBIE
[peCypChl; BIaJeTh aKTyaJIbHBIMU METOJJaMU PaOOTHI B
podecCHOHANBEHON M CMEXKHBIX cepax; peann3oBaTh
COCTaBIICHHBIH TUIaH; OIICHUBATh PE3YNbTAT U MOCIIEACTBHS
CBOUX JEHUCTBUH.

Ha YPOBHE 3HAHWN: aKTyaIbHBINA MPO(HECCHOHATHHBIA U
COLMaJIbHBINA KOHTEKCT, B KOTOPOM MPUXOIUTCS padoTaTh U
PKUTh; OCHOBHBIC HCTOYHUKU MH(POPMAIIMK U PECYPCHI JIJIst
peleHus 3a7a4 1 npodieM B MpodeCCHOHATBHOM W/UITH
COLIMAIbHOM KOHTEKCTE; aJITOPUTMBI BBIITOJIHEHUS pa0OT B
po(ecCHOHAIBLHON M CMEXKHBIX 00J1aCTSIX; METObI pa0OTHI B
MpoeCCHOHANBHON U CMEXHBIX chepax; CTPYKTypy T1aHa
VTS pelIeHUs 33/1a4; TIOPSJIOK OLIEHKHU Pe3yJIbTATOB PEIICHUS
3as1a4 MpodecCUOHAIbHOMN IeATEIbHOCTH

OK 02

Ha ypOBHE 3HAHUM: TOHATHE, UENW, 3a4a4d W TMPUHIIUIIBI
1EJIONPOU3BOJCTBA

Ha ypOBHE YMEHMIA: HCIOIb30BaTh YHUPHUIUPOBaHHbIE (POPMBI
TOKYMEHTOB

Ha ypOBHE TPYAOBBIX JIEUCTBUI: IPOBOIUTD aHAIIN3
MHGOPMALIUK O COCTOSIHUM CUCTEMBI IOKYMEHTALMOHHOTO
oOecriedeHus! ynpaBieH!s Oprann3anuyu. BHOCUTD
[IpEIIOKEHUS TI0 OPraHU3alUN U COBEPILIEHCTBOBAHUIO
CHUCTEMBI IOKyMEHTAI[HOHHOTO 00eCTIeYeHNs YIIpaBICHUS
OpraHu3aLuu

OK 03

Ha  ypOBHE  3HAHUH:  CHUCTEMBl  JIOKYMEHTAL[HOHHOTO
oOecniedeHus ynpaBieHHs

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

5



Ha YpOBHE YMEHHIA: OCBaMBaTh TEXHOJIOTHH
ABTOMATH3UPOBAHHOM 00paOOTKU JIOKYMEHTAITUH

Ha YPOBHE TPYAOBBIX JEUCTBUI: CAMOCTOSATENBHO OMPENEIIATh
3aaun Mpo(heCCUOHATBHOTO ¥ TMYHOCTHOTO Pa3BUTHS,
BaHIMAaThCST CaMOOOpa30BaHNEM, OCO3HAHHO TIAHUPOBATH
[TOBBIIIICHUE KBATU(DUKAIUH.

OK 04

Ha YpOBHE 3HaHWIl: OCOOCHHOCTEW JOKYMEHTHPOBaHHUS
KOJJIErMajbHON I€ATENbHOCTH;

[Ha YPOBHC yMCHHﬁZ BCECTU NOKYMCHTAUHWIO IO ACATCIBHOCTH
[KOJUIETHUAJIBHBIX OPraHOB

Ha YpOBHE TPYIOBBIX NeHCTBHiL: O3HaKOMJICHHE PaOOTHUKOB
OpraHM3alid C €€ JIOKAJbHBIMH HOPMATHUBHBIMU aKTaMU U
METOIMYECKUMH  JIOKYMEHTAMH TI0  JIOKyMEHTAI[HOHHOMY]
oOecniedeHnto ymnpasieHus. KoHCynbTHpoBaHHE pPaOOTHHKOB
OpraHu3alnuy 1o BOnpocaM JOKYMCHTAIITMOHHOT'O O6CCHC‘I€HI/IH
YIIPABJICHUA, 3aKPCIIJICHHBIM B €€ JIOKAJbHBIX HOPMATUBHBIX
aKTax

OK 05

Ha ypOBHE 3HAHUI: TpeOOBAHMS K COCTABICHUIO U 0(POPMIICHHIO,
JTOKYMEHTOB

Ha YpPOBHE YMEHHUI: XpaHEHHUE U MIOUCK JOKYMEHTOB

Ha ypOBHE TPYJIOBBIX A€HCTBUIL: BelleHne perucTpalluOHHbIX U

yIeTHBIX (POPM TOKYMEHTOB OpraHu3anuu. OpraHu3amus

epenadyn JOKYMEHTOB MEXAY YPOBHSIMHU YIIPABIICHHS,
YKOBOJICTBOM, UCIIOJIHUTENISIMU B OPraHU3alNU

OK 09

Ha YpPOBHE 3HAHHWH: TEIEKOMMYHWKAIIMOHHBIE TEXHOIIOTUU B
PIEKTPOHHOM JIOKYMEHT0000pOTe

Ha ypOBHE YyMEHHH: JIOKYMEHTHI B COOTBETCTBHH C
HOpMAaTUBHOW ©0a30if ¢ HCIOJIB30BAHUEM COBPEMEHHBIX
nHGOPMALMOHHBIX TEXHOIOTUH

Ha YPOBHE TPYAOBBIX JIE€HCTBUI: HCIIOJIB30BATh
OpraHU3alMOHHBIE U TEXHUYECKUE CPEICTBA JJIs [IEPEBOIA B
JIEKTPOHHBIN BUJ| IOKYMEHTOB M JOKYMEHTUPOBAaHHOMN
nHpOPMAaLMK OpraHu3alyy. cnoap30BaTh OpraHu3alOHHYIO
0 HCHYIO TEXHUKY B paMKaxX CBOCH pohecCHOHaIbHOMN
1EATEIbHOCTH.

OK 10

Ha YPOBHC 3HAHUH: 0COOEHHOCTHU AOKYMCHTHUPOBAHUS
KOJUIETHAIbHON ACATCIIBHOCTH HAa TOCYJapCTBCHHOM U
MHOCTPAHHBIX SA3BIKAX,

Ha ypOBHE YMEHMII: BECTH JTOKYMEHTALUIO IIPEANPUATHS,
y4peXeHUs, OPraHU3al1UH, COCTABIATD IIPOEKTHI JOKYMEHTOB,
B COOTBETCTBUU C CYLIECTBYIOIIMMHY HOPMaMU U IPaBUIaMU
Ha rocyZJapCTBEHHOM U MHOCTPAHHBIX SI3bIKAX;

Ha ypOBHE TPYHOBBIX JEHUCTBUI: BHECEHHE MPEJIOKEHUHN 110
KpUTepusiM 7S BEIOOpA CHUCTEMBI 3JIEKTPOHHOTO|
TOKYMEHTO000pOTa NIl OPraHU3allii Ha TOCYJapCTBEHHOM U

[MHOCTPAHHBIX SA3BIKAX.




IK.1.1.

Ha ypoBHE 3HaHWU: oOmue TpeOOBaHUS K OyXralTepCKOMY]
y4eTy B 4YacTH JOKYMEHTHUPOBAaHHUS BCEX XO3SICTBEHHBIX
MeiCTBUII M Omepanyii; MOHIATHE MEPBUYHON OyXranTepcKon
[TOKYMEHTAllUW; OIpeIeNieHHe TEPBUYHBIX OYyXTalTEpCKUX
TOKYMEHTOB; (hOpMBI IIEPBUYHBIX OyXTaJTEPCKUX JOKYMEHTOB,
CoZep)KaIlUX 00s3aTeNIbHbIE PEKBU3UTHI IEPBUYHOTO YYETHOTO
IIOKyMEHTa; IOPSAJOK IIPOBEIEHUS IPOBEPKU IEPBUYHBIX]
OyXranTepcKuX  JOKYMEHTOB,  (OpPMalbHOM  MPOBEPKH
[TOKYMEHTOB, IIPOBEPKH II0 CYIIECTBY, apu(METHIECKOH
[IPOBEPKU; IPHUHLMIIBI U NIPU3HAKU IPYHNIIUPOBKU IEPBUYHBIX]

OyXralaTepcKux JIOKyMEHTOB; MOPSIIOK MPOBEICHUS
TaKCHPOBKM ¥ KOTHPOBKH TEPBUYHBIX OyXTalITepPCKUX
TOKYMEHTOB; TTOPATOK COCTaBJICHHUSA perucTpos

OYXraJaTepCcKOro y4yeTa; mpaBuia U CPOKU XPaHCHUS IEPBUYHOM
OyXranaTepcKoil JOKYMEHTAIIHH.

Ha ypOBHE YMEHWI: NPUHUMATH INPOU3BOJIBHBIE IEPBUYHBIE
OyXranTepcKue JOKYMEHTHI, paccMaTpuBaeMble KaK|
[MMICBMEHHOE JI0Ka3aTelIbCTBO COBEPILICHMSI XO3SHCTBEHHOM]
Olepanyy WM TOIYy4YEeHHE DPA3pEIICHHs Ha €€ IPOBEICHHUE;
[IPUHUMATh [E€PBUYHBIC OYXTaJTepCKUE JOKYMEHTHl Ha
OyMa)KHOM HOCHTENE WU B BUJE DIEKTPOHHOTO JAOKYMEHTA,
[TOANMCAaHHOTO 3JIEKTPOHHON MOAIMHUCHIO; IPOBEPATH HATUYHE B
[IPOM3BOJBHBIX IEPBUYHBIX OYXTaJTEPCKUX IOKYMEHTaX
0053aTENIPHBIX ~ PEKBU3UTOB;  NPOBOAWUTH  (hopMalbHYIO
[IpOBEPKY  JOKYMEHTOB,  NPOBEPKY IO  CYLIECTBY,
apr(PMETHIECKYIO TTPOBEPKY;

[POBOJUTH  TPYNIHUPOBKY  MEPBUYHBIX  OyXTalTEpCKUX
[TOKYMEHTOB TIO psAYy NPU3HAKOB; MPOBOJUTH TaKCHUPOBKY U
KOTUPOBKY  MNEPBUYHBIX  OyXraATepCKUX  JOKYMEHTOB;
OpraHW30BBIBaTh  JOKYMEHTOOOOpPOT; pa3boupatecsi B
HOMEHKJIAType Jell;

3adHOCUTh JaHHBIE II0 CTPYIIUPOBAaHHBIM JOKYMEHTaM B
[PETUCTPBl OyXraATepCKOro yd4era; MepeAaBaTh IEPBUYHBIC
OyXranTepcKue JOKYMEHTBI B TEKYIIHH OyXTaJlTepCKUil apXuB;
[epe/iaBaTh IEPBUYHBIE OyXralaTepcKue JOKYMEHTHI B
[TOCTOSIHHBI apXWUB 10 HCTEYEHHH YCTAHOBJIEHHOIO CpOK3
XpaHEeHUs1; UCIPABIIATH OLIMOKU B NMEPBUYHBIX OyXTalTepCKUX
ITOKYMEHTaXx;

TOKyMEHTaJIbHOE  O(QOpPMIICHHE TIOCTYIUICHHS M Pacxoza

MATCPHUAJIbHO-TIPON3BOJACTBCHHBIX 3aI1dCOB.




Taoymmna 1.4.4 — CootHecenue BuoB aesareabHocTd, OTD, TO, OK u I1K, T/

OcHoBHBIE TD ®opmupye | CooTHeceHHe TPYAOBBIX JelicTBUl, He00X0AUMBIe 3HAHUM,
BH/IbI Mble YMEHUIl ¥ pean3youux JMCIUIIUH (Moay1eil)
npogeccnona KOMIIETEeH
JBLHOM 197071
nesteabHoct | Koa OT® (koambI)
u/
npogeccnona
JIbHbIH
CTaHAapT
1 2 3 4 5 6
Buj nesiTeJIbHOCTH: TOKYMEHTHPOBAaHNE XO3IHCTBEHHBIX ONEPALUI U BEJCHUE OyXTalNTepCKOro y4eTa akKTHBOB OpTaHH3aLluH
08.002 A/01.5 I[K.1.1 JloxyMeHTanMOHHOE o0ecnevyeHne ynpaBJaeHus
Byxrantep [punstie k | O6pabateB | T/l. 3 A/01.5 BrisgBienue cirydaeB HapyIICHAS
y4aery aTh OTBETCTBEHHBIMHU JINIIAMU TpaiKa JOKyMEHTO000pOTa U
MEPBUYHBIX | MEPBUYHBIC | TOPSAAKA MPEJICTABICHHS B OyXTalTEPCKYIO CIyXO0y
YUYETHBIX Oyxranrepc | MEPBUYHBIX YUETHBIX JOKYMEHTOB M HHPOPMHUPOBAHHUE 00
JOKyMEHTOB KHe 3TOM PYKOBOJHTEIISI OyXTalTepCKOH CITy>KOBI
o (axrax nokymentsl | T/1.4 A/01.5 [IpoBepka nepBUYHBIX YUETHBIX JOKYMEHTOB B
X034HCTBEHH OTHOIIEHHU (OPMBI, TOJTHOTHI 0OPMIICHNUSI, PEKBU3UTOB
01 JKU3HU TJ.7 A/01.5 TlonroroBka NepBUYHBIX YUYETHBIX JOKYMEHTOB
9KOHOMHYECK JUIA Iepeiayyl B apXuB

Benenn
e
Oyxrant
€pCKOTo
yaeTa

oro cyobekTa

TJ1.8 A/01.5 NzroToBieHue KOuii NEPBUYHBIX YUETHBIX
JIOKYMEHTOB, B TOM YHCJIE B CIIy4ae UX U3BATHA
YIIOJIHOMOYEHHBIMU OPTaHaMH B COOTBETCTBUH C
3aKoHoAaTenbcTBOM Poccuiickoit @enepanuun

V.1 A/01.5 CoctaBmsaTs (0pOPMIISATH) IEPBUYHBIC YICTHBIC
JIOKyMEHTBI, B TOM YHCIIE JICKTPOHHBIE TOKYMEHTBI

V.2 A/O1.5 OcymiecTBIsSTh KOMIUIEKCHYIO TIPOBEPKY
MIEPBUYHBIX YUETHBIX JOKYMEHTOB

VY.4 A/01.5 ObecnieunBaTh COXPaHHOCTb TIEPBUYHBIX YUETHBIX
JIOKYMEHTOB JI0 IIepeaudl UX B apXUB

3.1 A/01.5 3axononarensctBo Poccuiickoit @eneparun o
OyXxranTepckoM ydeTe, apXHUBHOM JIeie

3.2 A/01.5 TlpakTuka mpUMeHEHHUs 3aKOHOIaTeIhCTBA
Poccuiickoit ®eneparum 1o Bompocam 0hOpMIICHHS
MIEPBUYHBIX YUETHBIX IOKYMEHTOB

3.3 A/01.5 BHyTpeHHUE OpraHU3allnOHHO-PACIIOPSAUTEIEHEIC
JIOKYMEHTBI 9KOHOMHUYECKOTO CyOBEKTa, PETrIIaMeHTHPYIOIINE
MOPSIIOK COCTABJICHUS, XPAHEHUS U TIEPEady B apXUB
MIEPBUYHBIX YUETHBIX JIOKYMEHTOB

2. CTpyKTypa Hu coiep:kaHue y4eOHOI TUCHMIIIHHBI

2.1 O0beM y4eOHOM IMCHUIINHBI M BHIbI padoT

Taomuua 2.1

O0Bem yueOHOM MTUCIMIUIMHEBI U BUABI pa0d0T Ha 6a3e OCHOBHOTO 00111ero 0OpazoBanus (9Kkir.)

O0bem yueOHol padoThl, Yac.
Bun yueOHoii padoThI Beero 5CeMeCTp
Obs3arenbHas ydyeOHast Harpy3Ka 00yJaromuxcs, 51 51
B TOM YHCIIE:
e JIEKIUU 28 28




® TIPAKTUYECKHUE 3aHATHUS 21 21
CamocTosTelIbHasg padoTa 00yJaromuxcs 21 21
Koncynpranumu 2 2
MaxkcuMalibHas yueOHas Harpy3ka 00 y4aroIuxcs 72 72
KypcoBas paboTta He npedycmMompena -
dopma IPOMEKYTOYHOM aTTeCTaluU 3auer

2.2. TemaTHYeCKHii JIAH U cOJeP:KaHNE TUCHUTLTUHBI
Tabnuma 2.2

TemaTndeckuii 1jad 1 COACPIKAHUEC TUCHUIITIMHBL

HaumenoBanus pasnenon CojeprxaHue TUCIUILIMHBI U (OPMBI OpraHU3aluH AESTEIHbHOCTH OcpanBacmbic
U TeM 06yHaroIIIXCs KOMIIETEeHIIUU
Tema 1 [lepcoHanbHblE KOMIIBIOTEPHI B COBPEMEHHOM JIEIONPOU3BOJICTBE. OK.03
[lepconanbHble KOMIBIOTEPB | BO3MOXHOCTH KOMIBIOTEPHBIX TEXHONOTHH B JAENOINPOHM3BOJCTBE. OK.09
B COBPEMECHHOM PenaktupoBanue TekcTa fokymenTa Ha [1K.
nenonpoussoactee. KO-
KOMIIbIOTEepHAas 00paboTKa
JIOKYMEHTOB.
Bunsl u pasHoBHAHOCTH MAOKyMeHTOB. Popmar U BUABI OJIaHKOB OK.02
Tema 2. MOoKyMeHTOB. Kiaccudukanus — opraHu3aiiioHHO-PaCHIOPSIIUTECIBHON OK.03
JokyMeHTauu. [loHsATHE «pekBH3UTY» AoKyMeHTanuu. OdopmieHue u OK.05
[JenoBas noKkyMeHTanus
PacIooKEHUE PEKBU3UTOB. OK.09
OK.10
Tema 3 YHudpukauus u CTaHAapTU3alMs JA0KyMeHToB. OOmiepoccuiickuit OK.01
Yauduxanus u knaccupukaTop ynpasieHdeckoit moxymentanuu OK 011-93. CroBaps- OK.02
CTaHAapTU3aLUS MUHIMYM TEpPMHUHOB H OmpeneneHuid. SI3pikoBas GopMyna— ycToWdInBOe OK.10
YIpaBICHIECKOH CJIOBOCOYETAHHE, OPIaHU3YIOIIee OCHOBHOM TEKCT IOKYMEHTA.
JOKYMEHTAIMU
Tema 4 Opranu3alliOHHO-NIPABOBbIE JIOKYMEHTBI — KaK OCHOBOIIOJIArarolue B OK.01
OpranuzallnOHHO-TIPaBOBas ynpaBieH4Yeckoil — QyHKmum — npennpustas.  Llems  pa3paboTiku OK.02
JOKYMEHTAIHS OpraHM3aI[IOHHO-TIPABOBBIX JOKYMEHTOB — PAllMOHAIBHOE pa3feiieHue U OK.03
Koonepauusi Tpyaa nozpaszaeneHuidl. OcoOeHHOCTH oQopMIIeHHS | OK.05
peanuzanuu HOpM aJMUHUCTPATHBHOTO TIpaBa. OK.09
OK.10
Tema 5 OpraHu3aioOHHO-PACTIOPSIIUTENbHAST JTOKYMEHTaIus, €€ 3HaueHHe B OK.01
[MonsiTne u pyHKIMK yrnpaBieHuu npennpusatieM OCHOBHOE Ha3HauY€HHE PACIOPSAUTEIBHBIX OK.02
OpraHu3alMOHHO- JIOKyMeHTOB. Ilponenypa u3iaHus pacnoOpsIUTENBHBIX JOKYMEHTOB. OK.03
pacnopsauTeabHOM Buast u odopmiiecHHEe OpraHU3aMOHHO-PACIOPAIUTEIBHOM OK.05
nokymenraryn (OP/T). Buast JIOKyMEHTaLUH. OK.09
OP/l. OpranuzauroHHbIe OK.10
JOKyMEHTHI: Y CTaB,
[Honoxenue, UacTpyKuuu.
[Mopsiok ux cocraBieHUs U
HCTIOJb30BaHUsl.
Tema 6 Heobxomumocts uHpOpManuud O (HaKTHUYSCKOM IOJIOKEHHH Jei1 Ha OK.01
Cuctema nH(pOpMaIOHHO- HIPEeANPUATUH, KaK OCHOBA IPUHATHUS YIIPaBICHUECKUX pelleHud. Buael OK.02
CIIPaBOYHON JOKYMEHTAIIHH. MHPOPMAMOHHO-CIIPAaBOYHBIX JAOKyMeHTOB. [lopsAmok odopmieHus u OK.03
Hasznauenue u BubI COCTaB TEKCTOBOW YacTH WH(POPMAIMOHHO-CIPABOYHBIX JOKYMEHTOB. OK.05
nHPOPMALINOHHO- O6ume TpeboBaHNA K BeACHUIO nepenucku. Kimaccudukanns cimyxeOHbIX OK.09
CIIPABOYHBIX JOKYMEHTOB muceM. Ctpykrypa cimyxeOHOro mucbMa. OCHOBHBIE IOJOXKEHHS 00 OK.10
9THKETE CIIy>KeOHOM MepenucKu.
Tema 7 OOmue cBepeHMs O  JOKyMEHTalMW 10  JMYHOMY  COCTaBy. OK.01
JlokyMeHTa1us o TUYHOMY YuupunupoBannas  ¢gopma  NeTJI-1  —  TpymoBoii  ;morosop. OK.02
cocraBy. Ha3HaueHue InuHbIX | YHUPHUIIMPOBAHHBIE (OPMBI JOKYMEHTOB IO JINYHOMY COCTaBY. OK.03
JokymeHnToB. Kagposas OK.05




HaumenoBanwus pa3acios

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

OcBauBaeMbIe

U TeM 06yHaroIIIXCS KOMIIETEHIIUU
JOKyMEHTalus — TPYJOBbIE OK.09
KOHTPAKTBI, IPUKA3BbI IO OK.10
JMYHOMY COCTaBY, TPYIOBbIE
KHIDKKU. Y HAI(UINPOBaHHBIC
(hOpMBI IEPBUYHON YIETHOU
JOKyMEHTAIUH 110 TPYLy U
€ro oIIaTe
Tema 8 3asBieHne o npuéme (yBOJIbHEHHMH) pa0OTHHKA. TpynoBas KHHXKKA. OK.01
OOmme mpaBuiia coctaBieHusi | Beimucka W3 TpyJOBOW KHIDKKH. XapaKTEepUCTHKA. ABTOOHOrpadwus. OK.02
JOKYMEHTOB I10 IHUHOMY AHKeTa pabOTHHKA. OK.03
COCTaBy OK.05

OK.09
OK.10
Tema 9 [TnanupoBanue pabOTHI MPEANPHUATHS Ha JOrOBOpHOM ocHOBe. [loHsTHE OK.01
[TmanupoBanue paboOTHI «[JoroBop». bazoBas crpykrypa morosopa. [IpoTokon pasHoriacuii. OK.02
TIPEIIPUATHS OK.03
OK.05
OK.09
OK.10
TemalO [lepBrynable MOKYMEHTHI 1O (DMHAHCOBO-PACYETHBIM  OTICPALIUSIM. OK.01
XapaKTepUcTUKa U [IpenBapuTenbHBIi KOHTPOJIb M aHANU3 (DUHAHCOBO-XO3SHCTBEHHON OK.02
odopmiieHHE (PHUHAHCOBO- JIeSATETHbHOCTH. OK.03
pacUeTHBIX TOKyMEHTOB. OK.05
OK.09
OK.10
K 1.1.
Tema 11 HopmaTtuBHble  akThl ~ Oyxrantepckoro — yu€ra.  Kiaccuduxanus OK.01
Ponp Oyxrantepun B OyXrantepckux MOKYMEHTOB II0 HAa3HAYCHHUIO, IO COACPIKAHUIO, IO OK.02
pemeHny (MHAHCOBBIX 33/1a4 | CIIOCO0y HCIIONBb30BAHMSA, IO YHCIY YYHTBIBACGMBIX MO3MLIUH M T.1. OK.03
OpraHu3aluy. Y4ETHBIE pEeruCTPhI OyXTanTepCcKOi TOKYMEHTAITIH. OK.05
Knaccugukarnms ya€THbIX OK.09
JIOKYMEHTOB OK.10
MK 1.1.
Tema 12 [opsimok  cocTaBieHHS TOKYMEHTOB IO  (PMHAHCOBO-PACUYETHBHIM OK.01
OcHOBHBIE BH/IbI IOKYMEHTOB | onepauusiM: Cuér-daxrypa, [Tnatéxnoe nopydeHnue, AKT peBU3HHU KacChl, OK.02
110 (PUHAHCOBO-PACYETHBIM JloroBop o MoOJIHOI MaTepHabHONH OTBETCTBEHHOCTH. OK.03
onepanusim OK.05
OK.09
OK.10
K 1.1.
Tema 13 [opsinox paccMoTpeHust JokyMeHTOB. CocTaB M 3aauyd HOMEHKJIATYpPhI OK.01
JokymeHT0000pOT nen. IlpuHUMIIBI [OCTPOEHMST HOMEHKIATypbl Jen. [ 'pynnupoBka OK.02
opranuzauuu. [loustue JIOKyMEHTOB B iesia. @OpMBbI perucTpaiuu xKypHajioB. BHyTpeHHsisa onuce OK.03
«HOMEHKJIaTypa JE». JIOKyMEHTOB. OK.05
Hasnauenue u BUIbI OK.09
HOMEHKJIATyphI Aen. Tumnosas, OK.10
NIPUMEPHAs U KOHKPETHAs K 1.1.

HOMEHKJIaTypa Jiell.
TpeboBanusi, IpeIbIBIsIEMbIe
K COCTaBJICHHIO
3aIIOJTHEHHIO (POPMBI
HOMEHKJIATYPBI JIeJT
OpraHU3aLUH.

OcHoBHBIE TpeOOBaHNS,
TIpEABSBIISIEMBIE K
odopmiennto neit. [lonHoe n
YacTHYHOE 0(hOpMIICHUE JIETL.
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2.3. PernamenT pacnpeaesienusi BuaoB padort no nucuumiaude ¢ JOT

HaHHaﬂ JAUCHUIINIMHA pCAIM3YyCTCA C IMPUMCEHCHUEM AWCTAaHIMOHHBIX O6p330BaTeJ'IBHBIX

texnosioruit (JIOT). Pacnpenenenue BumoB y4eOHOW pabOThI, GOPMATOB TEKYIIETO KOHTPOJIS

npencraieHsl B Tabmume 2.3.1:

Tabmuma 2.3.1

Pacnpenenenue Bu10B yueOHON pabOTHI M TEKYILEH aTTeCTalluu

Buj yueOHoii padoThl

®opmat npoBeeHust

HGKHI/IOHHBIG 3aHATHUA

Yactuuno ¢ npumenenueM JJOT

HpaKTI/I‘leCKI/Ie 3aHATHUA

Yactuuno ¢ npumenenueM JJOT

CamocrosTenbHas padora

YactuyHo ¢ npuMeHenuem JJOT

Tekylmuii KOHTPOJIb

Yactuuno ¢ npumenenueM JJOT

[IpoMexxyTouHas arrectauus

KonTakTHas ayquTopHas padoTa win

¢ npumeHenueM 10T

JlocTynm K cuUCTEME JTUCTAaHIMOHHBIX OOpa30BaTENbHBIX IPOTrPAMM OCYIIECTBISETCS
KOKIBIM  OOydJaromuMcsi  CaMOCTOSTEIBHO C  JIIOOOrO0  yCTPOWMCTBA HA  IMOpTaje:
https://Ims.ranepa.ru.

[Taponp u 1oruH K TMYHOMY KaOUHETY / Tpo(UITio MpeAoCTaBIsIeTcs CTYACHTY B AeKaHaTe.

Texymmii KOHTPOJIb, IPOBOAMMEBII B CHCTEME TUCTAHIIMOHHOTO O0YYEHHsI, OLIEHUBAIOTCS
KaK B CHCTEME AMCTAaHIIMOHHOTO 00yUYeHHsI, TaK U MPETOAaBaTeIeM BHE CUCTEMEI. JlocTy Kk Buaeo
U MaTepuaiaMm JIeKIUH MPeloCTaBIsETCS B TEUEHHE BCEr0 CeMecTpa MO Mepe MPOXOKICHHUS
OCBOEHMS MporpamMmbl. JlocTyn K KaxaoMy BUIY padOT U KOJIMYECTBO MOMBITOK Ha BBHIIOJIHEHUE
3a/laHusl TPENOCTaBIIAETCS Ha OrPaHUMUYEHHOE BpEMs COIJIACHO pEerjaMeHTY JUCLMILIUHBL,
onyonukoBanHoMy B CJ1O. [IpenogaBaTens OlleHUBAET BBHITTOJTHEHHBIE 00yJaronuMcst pabOThI HE
no3zaHee 14 paboumx AHeEl Mociie OKOHYAaHUS CPOKa BHITIOJIHEHUS.

Ccpuika Ha dnekTpoHHbIE Kypc mno aucuuiuimee OILOS  «/loxkymeHTannoHHOE
oOecrnieueHne yrnpaBIeHUs»

Pazpaborunk ['py3nosa Upuna AnexcanapoBHa

3. ®oH/1 OLCHOYHBIX CPEICTB MPOMEKYTOYHOM ATTECTAIMH MO Y4eOHO JMCIUIIIMHE 1
MaTepHaJibl TEKYLIEro KOHTPOJIS yCIIeBAeMOCTH 00y4aroIuXcst

3.1. ®opMbl M MeTOAbI TEKYIIEr0 KOHTPOJISI YCIEeBAeMOCTH 00y4aK0IIMXCS MPOMEKYTOYHOM
aTTecTaluu

@DOopMBI TEKYIIET0 KOHTPOJISL YCIIEBAEMOCTH

Omnpoc (O) — 3TO OCHOBHOH BHJ YCTHOM NPOBEPKH, MOXKET HCIOJB30BaThCSA Kak

(bpoHTaAIBHBIN (Ha BOMPOCH MIPETIOIaBaTelIs IO CPABHUTEIHLHO HEOOJIBIIOMY 00BEMY MaTepuasa
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KpaTKHe OTBETHI (KakK MpaBUjIo, C MECTa) JAI0T MHOTHE O0yYarOIIHecs ), TaK ¥ WHIUBUyaIbHBIN
(mpoBepka 3HAHUK OTAENBbHBIX OOy4aromuxcs). KoMOMHUpOBaHHBIN ONpPOC - OAHOBPEMEHHBIN
BBI30B JIJIS1 OTBETA CPa3y HECKOJIBKUX O0yYArOMUXCs, U3 KOTOPBHIX OJMH OTBEYAeT yCTHO, OJMH-
JIBa TOTOBSITCSI K OTBETY, BBINOJHSAS HA JIOCKE Pa3JIMYHbIE 3aIIMCH, & OCTAJIBHBIC BBITOJIHSIIOT 32
OTAENbHBIMU  CTOJAMU  HWHAMBUIAYAJIbHbIE IHCbMEHHBIE WM NPAKTUYECKUE 3aJaHUs
npernoaaBaress.

Kpurepuu onienuBanus:

Oyenku «omauyHo» 3aCIyKUBAET CTYIEHT, €CJIM OH CBOOOJHO M MPaBUJILHO OTBETUI Ha
MIOCTaBJIEHHBIM BOIIPOC, 3HAET OCHOBHBIE TEPMHMHBI M OIPEAEJICHHs IO TE€MEe, OTBEYaeT Ha
JIOTIOTHUTEIIbHBIE BOIPOCHI;

Oyenku «xopouio» 3aciayUBaeT CTYJEHT, €CJIM OH CBOOOJHO U NPaBUJIBHO OTBETUJI Ha
MIOCTaBJIEHHBIM BOMNPOC, 3HAET OCHOBHBIE TEPMHUHBI M ONPEICICHUS IO TEME, 3aTPYAHSETCS
OTBETUTH Ha JOIMOIHUTEIbHBIE BOIIPOCHI;

Oyenku «y0oe1emeopumenbHoy 3aciyKUBAeT CTYACHT, €CJIM OH MPAaBUIbHO OTBETHJI Ha
IIOCTaBJIEHHBIH BOIPOC, HO IpPHU O3TOM IUIOXO OPHEHTUPYETCS B OCHOBHBIX TEPMHHAX U
ONpENIETCHUSAX 110 TEME, HE MOKET OTBETUTh HA JIONIOJHUTEIbHBIE BOIPOCHI;

Oyenka «Hey0081emeopumeibHo» CTAaBUTCA CTYACHTY, KOTOPBIH HEMTPABUIIBHO OTBETUJI HA
BOIIPOC WJIK COBCEM HE J1aJl OTBETA.

TecrupoBanue (T) — 3ananus, ¢ Bapuantamu oTBeTOB. Kputepnn oneHuBanus

Oyenku «omauyHo» 3aCiTy’)KUBAET CTYJICHT, €CJIM OH OTBETUJI ITpaBuiIbHO Ha 90% BonpocoB
TecTa

Oyenxu «xopouioy 3acily>KUBaeT CTYJIEHT, €CJIM OH OTBETUJI TPaBUJILHO HAa 4aCTh BOIIPOCOB
75%-90%);

Oyenku «y0061emeopumenbHo» 3aciyKUBaeT CTYICHT, €CJIM OH MPaBHIILHO OTBETUJI YacCTh
BompocoB 50%-75%;

Oyenku «Heyo00s81emeopumenbHoy 3acily’)KUBaeT CTYACHT, €CIIM OH MPaBUIBLHO OTBETUJ
MeHnee yem Ha 50% BOIpoCoB.

Kontpoabsnas padora (KP) - mucemennas pabora mo teme. COCTOMT M3 HECKOIBKUX
3a/1a4 pa3Iu4HOM CTEIIEHU CJI0KHOCTH.

Kpurepun oniennBanns

Oyenku «omauuHo» 3aCIy>KMBAET CTYJICHT, OOHAPYKUBIITHI rIyOOKOe 3HAHUE
MarepHuaia, yMEHHE CBOOOJHO BBIMOJHATH 3aJaHMsl, MOHMMAIOUIMA B3aUMOCBS3b OCHOBHBIX

MMOHATUU TEMBI;
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Oyenku «xopoutoy 3aciyKUBAET CTYJCHT, OOHAPYKHUBIIMHA TOJHOE 3HAHHE MaTepuaa,
YCIICITHO BBHIMOTHSIONINN TMPEIYCMOTPCHHBIE 3a/IaHus; W JOIMYCTHBIIMA HE3HAYUTEIhHBIC
OIIMOKU: HETOYHOCTh (PaKTOB, CTHIIMCTHYCCKHUE OIIUOKH;

Oyenku  «yoogremeopumenvbHoy 3aClIy)KHBaeT CTYICHT, OOHAPYXHMBIIMKA 3HAHUS
OCHOBHOTO Marepuayiia B 00beMe, HEOOXOJWMOM JUIS JadbHEHINEero W3ydeHHUs IUCIMILIAHBL.
CrpaBisionuiicss ¢ BBIIIOJIHEHUEM 3aJIaHUi; JIONMYCTUBIIUI MOTPEIIHOCTH B OTBETE, HO
00J1amaronii He0OXOAUMBIMU 3HAHUSMHU JUISIUX ~ YCTPAHEHUsS  TMOJ  PYKOBOACTBOM
IperoaBaTels;

Oyenku «Hey0o81emsopumesnibHoy 3acily>KUBaeT CTYJICHT, 0OHAPYKUBIIIHIA CYIIICCTBCHHBIC
npoOesibl B 3HAHUM OCHOBHOTO MaTepuaia, HE CIPABIISIONIMKCS C BBITOJHEHHUEM 3aJlaHuM,
JOTTYCTHBIIHIA CEPHhE3HBIC MOTPEIIHOCTH B OTBETaX, HYKIAIOIIUICS B MOBTOPEHUU OCHOBHBIX

pa3aciioB KypcCa 1o pyKoBOACTBOM IPCIIOAABATCIIA.

Tabnuna 3.1
@DOopMBbI TEKYILETO KOHTPOJISI YCIIEBAEMOCTHU
Ne HasBanue tem (pa3zienoB) VYdebHast Harpys3ka oOyJaronuxcs 1o ®dopma TeKyero
TEMBI BUJIaM y4eOHBIX 3aHITHH, Jac. KOHTPOJIS
Makcu- Oo6s3aTenpHas CpP YCIIEBAEMOCTH,
MaJlb- Jlexmuu | IlpakTtHka MIPOMEKYTOUHOU
Hast aTTeCTAIlNN
1. TlepcoHanbHbIE KOMITBIOTEPHI B O, T
COBPEMECHHOM JIEJIONIPOU3BO/ICTBE. 6 2 4
KO/] — xomnbroTepHast 00padboTKa
JIOKYMEHTOB.
2. JlenoBas JOKyMEHTAIHs 4 2 2 o, T
3. YHuubukaums u craHiapTH3anus 2 5 o, T
YIPaBJICHYECKON JIOKYMEHTALIUH
4. OpraHu3aniioOHHO-TIPABOBAs 4 5 2 o, T
JIOKYMEHTaIHsI
5. [MonsiTue u GyHKIMK OpraHU3alUOHHO- o, T
pacnopsIUTeNIbHON JOKYMEHTAIMH
(OPJ). Bunst OPJ/]. Opranu3arioHHEIC 6 5 2 2
JIOKyMEHTHI: YcraB, [lonoxenue,
Wucrpykun. [Topsiiok ux cocTaBleHAS U
WCIIOJIb30BaHMSI.
6. Cucrema HHPOPMAITMOHHO-CIIPaBOYHON T, KP
JokyMmeHTanmy. HazHaueHue u BUIbI 6 4 2
MH()OPMALIMOHHO- CIIPaBOYHBIX
JIOKYMEHTOB
7. JloxyMeHTanus 1o JMYHOMY COCTaBy. o, T
HasnaueHue JIMYHBIX JOKYMEHTOB.
KazapoBasi ToKyMeHTAaIsI — TPYIOBbIE
KOHTPAKTbI, MPUKa3bl 110 JTHMYHOMY 6 4 2 2
COCTaBY, TPYJOBbIE KHUKKH.
YaudunrpoBaHHeie GOpPMBI TEPBUYHOI
YUYETHOU JIOKYMEHTALMH 10 TPYAY U €T0
oruiate
8. OO01rre mpaBuiIa COCTABICHUS 6 2 2 2 O, T
JIOKYMEHTOB M0 JITYHOMY COCTaBY
9. [TnanupoBanue pabOTHI IPEIPHUITUS 6 2 2 2 O, T
10. XapakTepucTrka 1 opopMIIeHHE 6 2 2 2 O, T
(pMHAHCOBO-pacyYeTHBIX JIOKYMEHTOB.
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11. Ponb Oyxranrepuu B perieHuH 6 O, T

(hMHAHCOBBIX 3a]1a4 OPTraHU3AIHY. 2 2 2
Knaccudukanus y4éTHbIX JOKYMEHTOB

12. OcHOBHBIE BU]IbI JOKYMEHTOB IO 6 5 2 2 o, T
(hMHAHCOBO-pacYETHBIM ONEpaIHsIM

13. JloKyMeHTOO0OPOT OpraHU3aLUH. O, T

[oHsATHE KHOMEHKIIATYpPA JCI.
Ha3naueHue 1 BUIIbI HOMEHKJIATYPHI JCII.
TurnoBas, npuMepHasi 1 KOHKpPETHast
HOMEHKJIaTypa aen. TpeboBaHus,
MPEeIbABISIEMBIC K COCTABJICHUIO U 6 2 2 2
3aroJHEHHI0 (hOPMBI HOMEHKIIATYPBI [T
OpraHHU3aI|H.

OcHOBHBIE TPeOOBAHWSI, IPEABSIBIIAEMBIC
K oopmiieHuto aen. [lomHoe U yacTH4HOE
odopmIIcHHE JIeIT.

Koncynpranumn 2 - - - -

Bceero 72 28 21 21 -

Tpumeuanue: @opmul mexyweeo koumpons ycnesaemocmu: onpoc (0O), mecmuposanue
(T), kommponvnas paboma (KP).

[TpoMesxyTOUHast aTTeCTalus MPOXOAUT B (JOpME 3aueTa.

Kputepun oneHuBaHus:

Oyenka «3aumeHnoy 3aCITy)KHBACT CTYJCHT, OOHAPYKUBIIUI TITyOOKOE 3HAHHWE MaTepuaa,
CBOOOIHO BBINIOJIHUBIINAN 3a/laHKe, MOHUMAIONINN B3aUMOCBSI3b OCHOBHBIX ITOHSATHIA;

Oyenku «He 3aumenoy 3aCy)KUBaET CTYICHT, 00HAPYKUBIIHI CYIIIECTBEHHBIE MTPOOEIIHI B
3HAHWM OCHOBHOI'O Marepuaja;, He CIIPABUBIIHICS C BBIMOJHEHUEM 3aJaHusl, JOMYCTHBIIU

CEpbE3HBbIE MOIPEIIHOCTH B OTBETAX, HYKJIAIOIIMICA B ITIOBTOPEHUM OCHOBHBIX Pa3/IeoB Kypca.

3.2. MaTepuaJjibl TEKYIIEro ¥ MPOMeKYTOYHOI0 KOHTPOJISI YCIEBAEMOCTH 00yYaAKIIUXCSH
[TpumepHBbIe TUTIOBBIE TPAKTUYECKHUE BOMPOCHI IO TeMaM JIEKITHIl:
1. OpopMUTH 3ar0JOBOYHYIO YACTh MUChMA

. OpopMUTB 3ar00BOYHYIO YACTh JIOJDKHOCTHON MHCTPYKITUU

. OpopMuUTB 3ar0I0BOYHYIO YaCTh MPUKA3a 10 OCHOBHOMU JESTEILHOCTH

. OdbopMHUTB 3ar0IOBOYHYIO YACTh MPUKa3a MO JUYHOMY COCTaBY

. OdbopMHUTB 3arOTIOBOYHYIO YACTh MPOTOKOIA

. OpopMUTB 3ar0JTOBOYHYIO YaCTh aKTa

. OpopMUTB 3aroI0BOYHYIO YaCTh BHEIIHEH TOKIIATHOM 3aMUCKU

. HOCTpOI/ITL CXEMY COI[Cp)KB.TCJIBHOﬁ YacTU JOJKHOCTHOM HHCTPYKIUHA

O 00 N3 N U K~ W DN

. IlocTpouts cxemy colepkaTenbHON 4acTH IPHUKa3a 10 OCHOBHOM JIEATENBHOCTH
10. ITocTpouTh cXxeMy COAEPKATEIBHON YaCTH MPUKa3a M0 JINYHOMY COCTaBy

11. ITocTpouTh cxeMy COAEPKATEIBHON YaCTH MPOTOKOJIA.

12. ITocTpouTh CXEMY COAEPKATEIBHOM YaCTH aKTa

13. [locTpouTh cxeMy coaep:KaTebHOM YacTH JOKJIaJHOM 3aliCKU

14




14. TTocTpouTh 0OPMIISIONIYIO YaCTh TAPAHTHIHOTO MUChMa

15. TTocTpouTh OGOPMIISIOIIYIO YaCTh JOKHOCTHONH MHCTPYKITUU

16. TTocTpouTh 0OPOPMIISIOIIYIO YaCTh IPHUKa3a IO OCHOBHOM JIeATEIbHOCTH

17. IlocTpouTh 0OQOPMIISIONILYIO YaCTh IPHUKa3a MO JUYHOMY COCTaBY

18. ITocTpouTh 0HOPMIISIOIIYIO YaCTh MPOTOKOJIA

19. TTocTpouTh OPOPMIISFOIIYIO YaCTh aKTa

20. ITocTpouTh OPOPMIISIFOIIYIO YaCTh BHEITHEH JTOKJIATHON 3aIHCKU

21. Pacmudposats pexBusut «Ne 06-26-136», ero Ha3HaUYCHHE

22. Pacmmudposars pexBusut «06.06.2023», ero HazHaUCHHE

23. Pacumdposats pekBu3ut: «Ha Ne 06-16-198 ot 05.06.2023», ero HazHaueHue

24. Pacumudpoars pekBuszut: OO0 «JIyu» Bxom. Ne 25-16 26.06.2023». B xakoit yactu
JIOKYMEHTa OH CTaBUTCS

25. PaciudpoBats pekBu3uT: «3ameuanuit HeT. FOpuckoncynst noamnuck A. C. [lerpoBa
24.06.2004». @yHKIMS peKBU3UTA

26. PacriopsauTenbHble JOKYMEHTBI OpraHU3aIMU: MPUKA3bl TI0 OCHOBHON JESATEILHOCTH
U JJMYHOMY COCTaBY NMPEANPUSATHUS, TPUIIOKEHUS K IPUKA3y, BHITUCKU U3 TIPUKa3a, paclopsHKEHUS,
YKa3aHUs, PeLIeHUs.

27. IapopMaIimoHHO-CIIPAaBOYHBIC JOKYMEHTBI OpraHU3alliu: TPOTOKOJBI M PEIICHHUS,
aKThl, JIOKJIAJHBbIE U OOBSICHUTENIbHBIC 3aIMCKH, CIIPAaBKU CIyXeOHbIE MHCHbMa, TEIETrPaMMBbl,
MEXIYHApOAHbIE MMHChbMA, TeIe(OHOTPAMMBI.

28. CoBpeMeHHOE Jel0OBOE€ MUCHMO: MpaBWiIa OQOPMIICHHE AETOBOIO MHUChMA, BUIBI
IICeM, MEKIYHApOIHBIC THCHMA.

29. VYcras. [lonoxeHne O CTPYKTYpHOM IOJPA3/ICICHUN MPEIIpPUATHs (OpraHU3aIlny,
YUPEXKIEHUA).

30. UHCcTpyKIMs 10 BUAY AEATENbHOCTU NPEANPUATUS (OpraHU3alM1, YIPEKICHHS).

31. JloypKHOCTHAS MHCTPYKITUS PAOOTHHUKA MPEATPUATHS (OPTaHU3aINHN, YIPCKICHHUS).
32. CTpyKTypa M LITaTHOE PAaCHUCAHUE.
33. UHCcTpykuMs 1O BUAY AEATENbHOCTH Mpernpusatus JloMKHOCTHAas MHCTPYKIHS

paboTHUKA IpeanpusTUs (OpraHu3aluu, YUpeKICHHs).
3.3. OneHo4HbIe cpeacTBA 0 AMCUHMIIINHE JJIA IPOMEKYTOYHON aTTeCTAlMU

bunier Ha 3adeTe COCTOMT M3 JBYX BOIPOCOB — TEOPETHUUECKUI BONPOC U MPAKTUUECKast
3ajayva.

Bonpoce! 6uietoB aiist IpoMeXyTOUYHOTO KOHTPOJIS:
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1. [19Th OCHOBHBIX 3TAllOB B UCTOPUU JACJIONPOU3BOACTBA B Poccuu, NX XapakTepUCTHKA.
Oco0eHHOCTH B OpraHU3aIuu padOThI ¢ JOKYMEHTAMH Ha KKJOM U3 3TUX JTAIOB.

2. TousTHS: «IOKYMEHTHPOBAHUEY, «IOKYMEHTAIIMOHHOE OOCCIICUCHHUE YIIPABICHUS.
3naueHue HHPOpMAIMK U JOKYMEHTOB B JKU3HH YeJIOBEKa U OOIIEeCTBA.

3. IlonsaTue «1okyMeHT». OTIWYUE TOHATUN «JOKYMEHT» M «uH(popMarus». OyHKIUN
JIOKYMEHTA.

4. HopMaTUBHO-METOAMYECKUE  JIOKYMEHTBI,  pErJIAMEHTHPYIOIIME  COBPEMEHHOE
JIEII0NPOU3BOJICTBO.

5. Ocnognele paznensl I'C IOV, ocHOBHBIE Olpe/ieieHuUs], 3aKPETUICHHBIE B HEM.

6. Ilonstue «CrucreMa TOKyMEHTALMIY, PA3HOBUIHOCTH CUCTEM JOKYMEHTAMU. OTandust
(GYHKIIMOHATBHBIX CHCTEM JIOKYMEHTAIIMH OT OTPACIICBBIX.

7. llonsatne YCJ, ux cocraBHble yacTu. JleiicTByromue B Hactosimee Bpems YCJI.
Cucrema oprauu3alMOHHO-pacnopsaAuTeNbHoN qokymeHTauun Y COP .

8. Ionstus pexBuzura u Gopmymsapa. OOs3arenbHbIE PEKBH3UTHI JOKyMeHTa. Habop
PEKBU3UTOB KOHKPETHOTO JIOKYMEHTA.

9. OcHoBanus knaccuuKaluii BUOB TOKYMEHTOB.

10. Paznuuus BXOASIINX, UCXOJAUIMX U BHYTPEHHUX IOKYMEHTOB.

11. [oHsATHA UHOAUBUIYAIBHBIX, TPa(apeTHBIX U TUIIOBBIX IOKYMEHTOB.

12. YcTanoBieHHBIE HOPMATUBHBIMU JOKYMEHTAMH CPOKH XpaHEHUs JOKYMEHTOB.

13. [Tonsitue OnaHka 1OKyMeHTa. PekBU3UTHI ONaHKa muchMa. PekBu3uThI 00111eT0 O1aHKa
OpraHu3aIu.

14. TpeGoBaHMs K TEKCTY TOKYMEHTA.

15. TpeGoBaHusl K U3TOTOBJICHUIO JOKYMEHTa. V3MeHeHus: TpeOOBaHHM C TMOSBICHUEM
COBPEMEHHBIX NH(HOPMAITMOHHBIX TEXHOIOTHIA.

16. [loHsiTHE M XapaKTEPUCTHUKA OPraHU3aLMOHHBIX JTOKYMEHTOB.

17. Onpenenenue noroBopa, ero crpykrypa. Hammuue 3akperiennoit [OCTom dopmbr
JIOTOBODA.

18. Busbl nosi0KeHU, UX CTPYKTYpa.

19. Buasl uHCTPYKIIUH, UX CTpyKTypa. Heo6xoaumocTs TuNOBOM HHCTpYKIuU. Co3/1aHue
WHIUBUTYAIbHOW WHCTPYKITUH.

20. ITonsaTne mTaTHOrO pacnucaHus. Bo3MOXHOCTh M3MEHEHUH IITATHOTO PACTIMCAHUS
MOCJIE €0 YTBEPKACHHUS.

21. Dranbl TOATOTOBKU PacHoOpsAIUTEIbHBIX JOKYMEHTOB.

22. Buasl npuka3oB. CTpyKkTypa MHUIMATUBHOTO MPUKa3a MO0 OCHOBHOM JEATEIbHOCTH U

IIpuKasa 1mo JU4YHOMY COCTaBYy.
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23. CtpykTypa IpOTOKOJIa, BUIIBI MPOTOKOJOB, UX OTJIMYMS JApyr oT apyra. [lopsmok
oopmIIeHHS, TOJMHUCH M YTBEPXKICHHS TPOTOKOIIA.

24. CoeoOpasue nH(pOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB.

25. Ctpykrypa akta. [loanucu, rpud yrBep>KIaeHUs, 3aBEPEHHUE ITEUaThIO.

26. CxoncTBa M OTJIMYUS OTYETHBIX, MHUIIMATUBHBIX U WH(OOPMALMOHHBIX JTOKIAJHBIX
3anucok. OdopMiieHre TOKITaHBIX 3alTMCOK Ha OJIaHKaX.

27. O1inune 0ObSICHUTEIbHON 3aIIUCKH OT JTOKJIaIHOM.

28. Topsamox odopMieHHs CIyKEOHBIX CIPaBOK, OCOOCHHOCTH CIPaBOK JIMYHOIO
XapakTepa.

29. Ctpykrypa nucbma. BaxHOCTh BBEJIEHUS B MHChME.

30. JIOKyMeHTBI, OTHOCALIMECS K JIOKYMEHTaM IO JIMYHOMY COCTaBYy, UX Ba)XKHOCTb U
ocobeHHocTH. CpOKU XpaHEHUs JOKYMEHTOB IO JIMYHOMY COCTaBy paOOTHUKOB.

31. JlanHble, HA OCHOBAHUHU KOTOPBIX COCTABIIAETCS aHKETA O MpueMe Ha padoTy. JlaHHbIe,
KOTOpBIE MOT'YT BaM ITOHA100UTHCS B AHKETE.

32. HopMmaTuBHbIE aKThl, perjaMEHTHPYIOIIME BOMNPOCH pabOThl C OOpaleHUsIMU
rpaXKaaH.

33. Bujpl JOKYMEHTOB, BXOJSIINX B JEIONPOU3BOACTBO MO OOpAIICHUSIM IPaXKIaH.

34. OcoOCHHOCTH JICTIONPOU3BOJICTBA IO OOPAIIICHHUSM IPaXKIaH.

35. OcoOGeHHOCTH KOHPHUICHIINATHHOTO JSIONPOU3BOICTBA.

36. CoctaB KOH(UIEHIIHAIBHBIX JJOKYMEHTOB.

37. JlokyMeHTBI, coepKaliue KOMMEPUYECKYIO TalHY.

38. IlepcoHanbHble JaHHBIE COTPYIHUKOB.

39. OTBETCTBEHHOCTH 3a pas3rialleHue CBECHUI, COCTABIAIOIINX KOMMEPUYECKYIO TallHYy,
U TIEPCOHANIBHBIX JTAHHBIX COTPYAHUKOB.

40. dopMBbl OpraHu3aUK JOKYMEHTAIMOHHOTO 00CTy)XKUBaHus. IX XapakTepucTHKa.

41. Crpyxtypa cinyx06sl IOV, ocHOBHBIE 3afaun U ¢yHKIMU. KaTteropun pabOTHUKOB,
BXOJSIIMX B cyk0y JJOY.

42. IToHsATHE TOKYMEHTOOOOPOTA, €r0 XapaKTEPUCTHKH, a TAK)KE OCHOBHBIE IIPUHIUIIBI U
npaBuia. OObEKTUBHBIE U CYyOBEKTUBHBIE TPUUUHBI POCTA JIOKYMEHTO000pOTA.

43. Texuomoruyeckas IeMOYKa ABMXKEHHS U OOpaOOTKM JOKYMEHTOB, BXOJISLIMX B
OpraHu3allfio, €€ OTIMYMEe OT IeTOYKH TIePEIBIKCHUS BHYTPEHHUX JIOKYMEHTOB.
OTnuuuTenbHbIe YepThl 00paObOTKU UCXOSAIIUX JOKYMEHTOB.

44. HeoOXOQMMOCTh U OCYIIECTBICHHUE PETHCTpAallUd M WHICKCHUPOBAHUS JTOKYMEHTOB.
CymiecTBylone  perucTpalioHHble  (OpMBL.  XapaKTepUCTUKAa  aBTOMAaTH3MPOBAHHBIX

MH(OPMALMOHHO TTOUCKOBBIX CUCTEM.
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45. Ilenu KOHTPOJIS HAJ CPOKAMH MCIIOJIHEHUS IOKYMEHTOB. BUIbI KOHTPOJIA.

46. Ilonsatue nena u HOMeHKIATypsl ned. CTpyKTypa HOMEHKIATypsl naeia. Bujel
HOMEHKJIATyp /€], X XapaKTepUCTHKaA.

47. Cpoku XpaHeHUs JIeJ1, TOPSI0K UX UCUUCIICHHUS, IOKYMEHTBI, UX YCTaHABIMBAOLHE.

48. OnpezneneHue 3KCNEPTU3bl LIEHHOCTH JAOKYMEHTOB, MPUHIMIIBL, JISKAIMEe B OCHOBE
OLICHKM LIEHHOCTU JTOKYMEHTOB. Ilopsiok IpoBeneHUs SKCIEPTU3bl LIEHHOCTH JIOKYMEHTOB B
OpraHH3aIiu.

49. Ilopsnok oopmieHus aeia, BUAbI 0pOpMIICHUS Jell, HE0OOX0AUMOCTb 3aBEpUTEIIbHON
HA/IIIUCH U ONUCH IOKYMEHTOB.

4. Meroanveckue yKa3aHHUs 1Jis1 00y4aI0IIMXCSI 10 OCBOCHUIO JMCIHIIIHHbI

[Mpuctynas x wusydenuto ucrmmumasl OI1.0OS  «/lokymeHTanmonHoe oOecreyeHue
yIpaBJIEHUS», CTYACHT JOJDKEH O3HAKOMMUTBCSA C COJAEp)KaHHeM JaHHOM «Pabouelt ydeOHOMN
IPOrpaMMOM JUCLMIUIMHBD) C TEM, YTOObI UMETh YETKOE IPEACTaBIECHUE O CBOEH paboTe.

W3ydyeHne  AMCUMIUIMHBI  OCYILECTBISETCSI HAa  OCHOBE  BBIJAHHBIX  CTYIEHTY
npenojaBaTesieM PEeKOMEHIAlUil 10 BBIIIOJHEHUIO BCEX 3aJaHMM, MPELyCMOTPEHHbBIX YUEOHBIM
IUTAHOM U IPOTPAMMOH.

B nepByro ouepenp HEOOXOOUMMO YSACHUTH LEdb M 3aJaud H3y4yaeMOH JAHUCLUIUIMHBIL,
OLICHUTh O00bEM Marepuaja, OTBEJEHHOTO JJsi HU3Y4YEHUS CTYAEHTaMU CaMOCTOSITENIBHO,
0100paTh OCHOBHYIO U JIOTIOJIHUTEIBHYIO JTUTEPATYPY, BHIIBUTH HanOoJee BasKHBIE MTPOOIIEMBI,
CTOSIIIME IO BONIPOCAM U3Y4aeMON JUCLUIUINHBL.

BeinmonHeHue 3aiaHUil  OCYIIECTBIIAETCS B COOTBETCTBMM C Y4YeOHBIM IUIAHOM U
nporpaMMoil. OHM JTOJI’KHBI BBITIOJIHATBCSA B COOTBETCTBUM C METOAMUYECKUMHU PEKOMEHIAIUSIMH,
BbIIaHHBIMH TIPEI0JIaBaTEeNIEM, U MPECTABIEHBI B YCTAHOBJIEHHBIE IIPETIOAABATENIEM CPOKH.

N3yuas nepBOMCTOUHUKH, 11e1€CO00Pa3HO 3aKOHCIIEKTUPOBATH TOT MaTepHall, KOTOPbIi He
cooOwIaCs CTy/IeHTaM Ha JICKIUX.

Ha 3aHATHAX JEKIMOHHOTO M MNPAKTUYECKOTO XapakTepa CTyAEHTaM JUisl paboThl

TpebyeTcs: TeTpaab JJIs 3aIUCH JICKIIUN U 3aJJaHUH.

5. Y4eOHas 1uTepaTypa U pecypcbl HH(POPMALHOHHO-Te1eKOMMYHUKALMOHHOM
cetn «MHTEpHET»
OcCHOBHBIC HICTOYHUKHU:
1. Angpeesa, B.1. JlenonpousBoacTBo: opranuzanus u Benenue / B.M. Anapeesa. - M.:
KunoPyc, 2022. - 267 c.
2. Annponosa, 1.10. KagpoBoe nemonponsBoacto: JlokymeHnTanus: YaeOHoe mocooue /

N.1O. Anpaporiosa. - M.: Academia, 2022. - 240 c.
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3. bacakoB, M.I. JlokyMeHTaIIlMOHHOE OOECreYeHUE YIPaBICHUS (IEIOMPOU3BOICTBO):
yuebnuk / M.M. bacakos. - Pu//l; ®enukc, 2022. - 120 ¢

4. beikoBa, T.A. [enonpousBoactBo: YueOHuk / T.A. beikoBa, JI.B. Cankuna, JI.M.
Bsutosa. - M.: Uadpa-M, 2022. - 245 c.

5. Bsosa, JI.M. KagpoBoe nemonpoun3BoactBo. Yueonuk / JI.M. Bsosa. - M.: Academia,
2022. - 180 c.

JlonoTHUTeIbHbIE UCTOYHUKH:

1. TOCT P 7.0.97-2016. Haumonanenbiii cranaapt Poccuiickoit denepanuu. Cucrema
CTaHAapTOB 1o uHpOpManuu, OHUOIMOTEYHOMY M H3JaTelbCKOMY neny. OpraHu3zalnuoHHO-
pacropsiiuTenbHas JTOKyMeHTanus. TpeboBanusi K 0OPMIICHUIO JOKYMEHTOB. [DICKTPOHHBIN
pecypc] // KoncynwsranT [Lmtoc. — Pesxxum gocrymna:

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

2. TOCT P 7.0.8-2013.Hammonanbupiii ctangapt Poccuiickoit denepanuu. Cucrema
CTaH/JapPTOB MO WHQOpPMAINK, OMOIUOTEUYHOMY M H3AAaTEIhCKOMY Aeny. Jlelonpou3BojaCTBO U
apxuBHOe neno. TepMuHbl U omnpeaencHus. [DnekTponHsiii pecype] // Koncynprant [lmroc. —

Pesxum poctyna: http://www.consultant.ru/document/cons_doc LAW_ 163800/

HNuTepHeT-pecypcsl
1. I'paxknanckuii  komekc Poccwmiickoii ®enepanuu  [DnekTpoHHBI  pecype]| //
Koncynbprant ITmroc. — Pexxnm JIOCTYyIa:

http://www.consultant.ru/document/cons doc LAW 5142/

2. Tpynosoit koaekc Poccuiickoit ®enepanyu [DnextpoHHslit pecypc] // KoHcynbranT

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

3. DnexkrtpoHHas OMOIMOTEKA YI€OHHKOB. YUEOHHUKH IO JIEJTOTIPOU3BOICTBY.
[DnexTpoHHbIi pecypc] // demonpon3BoacTBo. — Pexxum noctyna:

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

6. MaTepuaabHoO-TexHHYecKas 6a3a, ”HGPOPMALHMOHHbIE TEXHOJIOTHH, TPOTPAMMHOE
o0ecrnieyeHne U MHPOPMAIMOHHBIE CIIPABOYHbIC CHCTEMBI

st o6yuenus crynentoB no auctuummae OI1.05 «/lokymenTannmonHoe obecriedeHne
YIOPaBJICHUS» HMEETCS KaOuHET, 00OPYIOBAaHHBIN BUICOTPOSKIITHOHHBIM O000PYIOBaHUEM,
CTOJIaMH, CTYJbSIMHU, KIIACCHOW IOCKOW, cHUCTeMOW ocBelleHHs. Takxe B punuane umeercs
Ooubnuoreka, uMeromas pabodywe MecTa Uil CTYAEHTOB, OCHAIEHHBbIE KOMIBIOTEPAMH C
JIOCTYIOM K 0a3zam naHHbIX ¢unuana u cetu MHTepHeT.

HNubopMannoHHO-CIIPABOYHBIE CHCTEMBI

1. www.consultant.ru

19


http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_163800/
http://www.consultant.ru/document/cons_doc_LAW_5142/
http://www.consultant.ru/document/cons_doc_LAW_34683/
https://studentam.net/content/category/1/52/62/
http://www.consultant.ru/

2. www.garant.ru

20


http://www.garant.ru/

