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1. HEJIX 1 3AJAYHN OCBOEHUA JUCIUITJIMHbI

Lensamu OCBOGHHMS IUCHUIUIMHBI «JlOKyMEHTAI[MOHHOE OOECIeYeHNE YIPABICHHDY
SBIISIIOTCS: TPUOOpETEeHHE CHUCTeMbl 3HAHWM B 00JACTH JOKYMEHTAllMOHHOTO 00ecreueHus
yTIpaBJICHNUS, U MCIIOJIb30BAaHHUE MX B IIPAKTUYECKON padorTe.

3a0auamu nUCIMIIINHBL «J{OKyMeHTallMOHHOE OOECIeYeHUe YIpPaBICHUS» SBISIOTCS:
O3HAaKOMHTBCSI C COCTAaBOM DPEKBHU3UTOB JIOKYMEHTOB M IPAaBHJI UX O()OPMIICHHS; pacCMOTPETh
HOPSIOK  COCTABJICHUS, WCIOJB30BAHUSA M TOPSIOK MEPECMOTPa OpraHU3allMOHHO-TIPABOBBIX
JOKyMEHTOB; OBJAQJETh TAaKUMH HAaBBIKAMH, KaK KJIacCH(UIUPOBATH M  COCTaBIATh
pacropsUTeNbHbIE JTOKYMEHTBI; H3YyYUTh IOJb30BAHHME M COCTaBICHHE WH(MOPMAIIMOHHO-
CIIPaBOYHOW JOKYMEHTAllMM M 3HATh €€ OCOOCHHOCTH; OBJAJACTh HABBIKAMH COCTABJICHUS
CJTy’K€OHBIX MMUCEM M YMEHHIO BECTH MEPENUCKY; 3HATh KIACCU(PHUKAIMIO TTHCEM; U3YUUTh ATAIIBI
JOKyMEHTOOO0OpOTa OpraHM3allii; O3HAKOMHUTBCS C IOPSIKOM XPaHCHHS JIOKYMEHTOB,
opopmieHreM M cHayd 1Nl B apXWB; O3HAKOMUTCS C YHU(UIMPOBAHHBIMU (OpMaMH IO
KaJIpOBOMY JIETIONIPOM3BOACTBY, TIOyYUTh HABBIKM UX COCTABIICHUS.

2. MECTO JUCHHUIIJIMHBI B CTPYKTYPE OIIOII

Jucrnmaa «/lokymeHTaimonHoe obecriedenne yrpasieHus» B crpykrype OOIT CITO
BXOJUT B BapWaTUBHYKD 4YacTh, B TOM YHCIIE  aJaNTal[iOHHBIC  TUCIUTUIHHEI
obmenpodeccronanpHoro mukina (OILB.4) mo cmemmansHOocTH 38.02.01 DkoHOMHKA U
OyxraiTepckuii yder (MO OTpacisiM)d HaXOAWTCS B JIOTUYECKOW U  COJAEpIKATEIbHO-
METOJAMYCCKON CBSI3U C IPYTUMU JTUCIMILIMHAMU (MOJTYJISIMH).

[IpeamecTByrOMME TUCIUTLIAHBI [Tocnenyromue TUCIUATITAHBI (KYpChI, MOJTYJIH,
(Kypchl, MOJTyJIH, IPAKTHKH) MIPAKTHUKH)
OI1.01 DxoHOMMKA OpraHu3aluN OI1.05 Hasroru 1 Haioroo0JIoKeHne
OIIL.B.1MenemxMeHT

TpeOGoBaHMsI K BXOAHBIM 3HAHUSIM, YMEHUSM U KOMIIETCHIIUSIM CTyI€HTa (OPMUPYIOTCS
Ha OCHOBE MPOTpamMMBbl CPeTHEro o0Iero 00pa3oBaHus MO0 SKOHOMHUKE.

3. TPEBOBAHUSI K  PE3YJIbBTATAM OCBOEHUA COIEPXAHUA
JANCHUIITINHBI

[Tpouecc nM3yyeHHs] TUCIUIUIMHBI HampaBiieH Ha (OPMUPOBAHUE DJIEMEHTOB CIIETYIOIINX
KOMIIETEHLIMH N0 TAHHOM CIEUUAIBHOCTH:

a) oowux (OK)

OK 05.0cymiecTBisTh YCTHYIO M TUCBbMEHHYI0O KOMMYHHMKAIIUIO HA TOCYIAPCTBEHHOM SI3bIKE
Poccutickoit deneparuu ¢ y4eToM 0COOCHHOCTEH COIMaIbHOTO U KyJIbTYPHOTO KOHTEKCTA,
OK 09.ITonb30BaThCst  MpO(ECCHOHAIBHOW JOKYMEHTAllMel Ha ToCyJapCTBEHHOM U

MHOCTPAHHOM SI3bIKAX.

TpeGoBanuss K 3HAHUSIM, YMEHUSIM H NPAKTHYECKOMY OMNBITY N0 IWCHUILIHHE

«JlokyMeHTAIlHOHHOE o0ecreyeHue YIPaABJICHU»:

1) 3HaTh:

- IOHSATUE IOKYMEHTA, €ro CBOMCTBA, CIIOCOOBI TOKYMEHTHUPOBAHUS;

- TIpaBUJIa COCTABICHUS U 0(POPMIIEHHUSI OpTraHN3aAIMOHHO-PACTIOPSTUTEIILHBIX TOKYMEHTOB
(OPJD);

- CHUCTEeMY M THUIOBYIO TEXHOJIOTHMIO JOKYMEHTAI[MOHHOTO OOECIICUeHUsS] YIpaBIICHUS
(10Y);

- OCOOCHHOCTH [IEJIOMPOM3BOJICTBA IO OOpAIICHUSIM TPaXJaaH U KOH(PHUICHIIMAIBHOTO
JIeJIONPOU3BO/ICTBA.

2) yMeTh:

- 0hOpMIATh OPraHU3aAlUOHHO-PACIIOPSIUTENBHBIE JTIOKYMEHTHI B COOTBETCTBUU C
nerictBytommm ['OCTowm;

- OCYMIECTBIISITh 00pa0OTKYy BXOMSIINX, BHYTPEHHUX M UCXOISAIINX JOKYMEHTOB, KOHTPOIh
3a UX UCTIOJIHEHUEM;



- 0(OpMIISITH JOKYMEHTHI AJIsl IEPEJaul B apXUB OpraHU3aluu.

3) npaKTHYeCKHH OMBIT: Pa3/IesioM HE MPETyCMOTPEH.

4. OPBEM /IUCHHUIIJIMHBI U BU/IbI YUYEBHOM PABOTHI
OO6m1ast TpyA0€MKOCTh JUCIIUIUIMHBI COCTABISIET 46 aKaleMUYECKUX Jaca.

(010o]0)
Bun yueGHOM paboThI Bcero uacos CemecTpsl
2(CO0O*)
4(000**)
YuebOHble 3aHsITHSI (BCET0) 40 40
B TOM YHCIIE!
Jlexmuu (JIK) 20 20
[Tpaktuueckue 3austus (113) 20 20
Cemunapsi (C)
JlaGopatopusie 3austus (JI3)
Koncynpranuu
CamocrositesibHasi padota (Bcero) (CP) 6 6
B TOM YHCIIE!
Kypcooii mpoekt (pabora)
PacuerHo-rpaduueckue padboThbl
KontponpHas padora
Pedepar 2 2
CamoroaroToBka (CaMOCTOSATENIbHOE U3yUEHHE Pa3/IeioB, 4 18
npopaboTKa U MOBTOPEHHUE JIEKIIMOHHOTO MaTepHralia 1 MaTepuala
Y4eOHHMKOB U YUEOHBIX MOCOOUH, ITOATOTOBKA K JIAOOPATOPHBIM U
MPAKTUYECKUM 3aHATHSIM, KOJUIOKBHYMaM, pyOeKHOMY KOHTPOJIIO U
T.J1.)
Bun npomexyTodHOM arTecTanuu Kontpoabnas | KoHTposbHas
padora padora
OO0mmii 00eM, yac 46 46
300
Bun yueGHO# paboThI Bcero uacos Cemectpsl
2(COO0*)
4(000**)
Y4eOHble 3aHATHSA (BCET0) 6 6
B TOM YHUCIJIE:
Jlexuuu (JIK) 2 2
[Tpaktrueckue 3anstus (113) 4 4
Cemunapsi (C)
Jlabopartopusie 3ansTus (JI3)
Koncynpranuu
CamocrositesibHas padora (Bcero) (CP) 38 38
B TOM YHUCIJIE:
KypcoBoii mpoekT (pabota)
PacuetHo-rpaduueckne paboTsl
KonTtposnbHas pabota
Pedepar 10 10
CamoroaroToBka (CaMOCTOSATENIbHOE U3yUEHHE Pa3/IeioB, 28 28

popabOTKa M MOBTOPEHHUE JISKIIMOHHOTO MaTepualia M MaTepraa




Y4eOHHMKOB U Y4eOHBIX MOCOOUH, ITOATOTOBKA K JIAOOPATOPHBIM H
NPaKTHYECKUM 3aHATUSAM, KOJUIOKBHYMaM, pyOe:KHOMY KOHTPOJIIIO 1

T.J1.)

HpOMe)KyTO‘lHaﬂ aTTreCcranus

2 2

Bun npomexyTouHOM arTecTauuu

padora padora

OO61mmii 00beM, yac

46 46

* Ha 6ase cpemHero oOIIero oOpa3oBaHUs
** Ha 6a3e OCHOBHOT'O 00IIeT0 00pa30BaHMs

5. COAEP)KAHUE U CTPYKTYPA JTUCIUIIJIMHDbI

5.1. Conep:xaHue TMCUMILINHBI

Ne HanmenoBanue pasznena

pasnena Coneprxanue pasnaena (TeMbl)

(Tembl) (TemMbr)

Tema 1. | OcHOBHBIE noHsATUs | JlIOKyMeHTanlMOHHOe oOOecleueHue yIpaBieHUs, Kak
JEeJIONPOU3BOACTBA. onHa U3 (QYHKUMI ympaBieHUs, YHU(QUKAUS U
HopmaTtuBHo-1ipaBoBoe CTaHAapTH3AI JIOKYMEHTOB, KJ1acCUpUKaLus
O6€CH€‘I€HI/IG I[OKYMGHTOB.HCJII/I, 3agadyu )41 IMPUHIUITBI
JOKYMEHTallMOHHOTO JOKYMEHTallMOHHOTO o0ecrnieueHus
O6€CH€‘I€HI/I$I ynpaBHeHI/IH.CI/ICTeMBI JAOKYMCHTAlIUOHHOT'O
yIpaBiIeHUs o0ecrnieueHus yIpaBiIeHUs, ux

aBroMaru3anus.JIOKyMEHTUPOBAHUE  YIIPABICHYECKOU
JNeATeNBHOCTH.  ['ocynapcTBeHHBIE  CTaHIApTHl  Ha
JOKYMEHTAIMIO, O0OLIepoCcCUiickue Kiaccu(UuKaTopsl
TEXHUKO-D)KOHOMUYECKOHN M COIMAIbHON WH(MOpMAaITUH.

Tema2. | CocTaB pEKBU3UTOB U
npaBuia uX ohOpMIICHHS

OOuwmii BUI M COCTaB PEKBU3UTOB JOKYMEHTA; 00IIue
TpeboBaHusT K OGOPMIICHHIO PEKBHU3UTOB JOKYMEHTA,
TpeOOBaHUS K U3TOTOBJICHUIO, YUETY, UCTIOIb30BAHUIO U

XpaHEHUIO 0JIaHKOB C BOCIIPOU3BEICHUEM

rocyaapcTBeHHoro repba P®, rep6oB cyobekToB PD.
Tema3. | [IpaBuna nenooro | OdunuanibHO-ASIOBON CTUJIb. Ynorpebnenue
CTWJIS U MAallTMHOIIMUCHOTO | CTIIEIMATbHOM ~ JIEKCHKH,  YCTapeBIIEH  JIEKCHKH,
oopmiIeHUs TEKCTa. | HEOJIOTU3MOB,  3aUMCTBOBAaHHBIX  CJOB, CJOB C
Cucrema JIENIOBOM | «yHUBEPCATbHBIM 3HAYCHUE», COKPAIICHHI, S3BIKOBBIX
MEPENUCKH. dopmyn. Cucrtema nenoBoit mepenucku: IlocTpoenue

npemioxkeHuii.  TunuuHble  OmmMOKH B TEKCTaX
JIOKYMEHTOB. BUJIbI 1€7T0BOM MEepenucKy U UX Ha3BaHUS.
CopneprxaHue nucem, TelerpamMm, TEIeKCoB, (pakcorpamm
(dakc) Tenedonorpamma. A6O6peBHatypa.

Tema4. | OpranusanoHHO-
paBoOBast
JIOKYMEHTalU.
JloxymMeHTHpOBaHKE
JBUKEHUS KaJpOB

Ha3nauenne u cocraB OpraHu3aliMOHHO - ITPABOBOWU
JIOKYMEHTal1H. Yupeaurensckue JIOKYMEHTHI.
CocraBnenne u O(QOpMIICHHE OTACIBHBIX BHUIOB
OpraHU3aI[MOHHO-TIPABOBBIX JOKYMEHTOB. Opranuzanus
pabotel  peructparnuu. KoMriekcsl JTOKyMEHTOB 10
0ohOpMIICHHIO: TIEPEBO/Ia HA PYTYIO0 paboTy, OTITYCKOB,
HOOILPEHUI pabOTHUKOB, TUCIUTUTAHAPHBIX
B3BICKAHWM, aTTECTAllMd pPaOOTHUKOB, CITY)KEOHBIX
KOMaHJIMPOBOK, YBOJIbHEHHUSI.

Tema5. | Cucrema
pacIopsSIAUTEIBHON

OcCHOBHOE Ha3HAYECHHUE PACTIOPSAIUTEIBHBIX JOKYMEHTOB.
PacnopsiauTenbHble TOKYMEHTBI COACPIKALIUE PEIICHMUS,

5

Kontpoabnasi | Konrponbnas




JIOKYMEHTAIUU. UIYyIIUEe CBEpXy BHU3 IO CHCTEME YIPaBIICHUS.
Cucrema cnpaBouHO- | FOpunnueckass  cocraBisiromias — pacnopsIUTEIbHBIX
uH(MOpMAIIMOHHON nokymeHToB. [lpomeaypa wu3gaHus, COCTaBICHUS W
JIOKyMEHTALUN. 0 OpMIICHUS PaCTIOPSIAUTENBHBIX IOKYMEHTOB.
[lonarue cnpaBoYHO-MHPOPMALMOHHON JTOKYMEHTAIIHH.
[IpoTOKOMBI, BBIMMCKKA W3 NPOTOKONA, OKIAIHBIE H
00BSICHUTEINIBHBIC 3aIMCKU, 3asIBJICHHSI, TPEICTABICHHSI.

Temab. | Opranuzanus [TonsiTie MOKYyMEHTOOOOPOTAa W €ro OCHOBHBIE ATAIlbl.
JOKYMEHTO000poTa Opranuzanus padoThl ¢ TOKYMEHTAMH: KCIIEAUIIMOHHAS

00paboTKa BXOISALINX, UCIOJHEHHBIX U OTIPABIISIEMbIX
JIOKYMEHTOB; MpeABapPUTEIHHOE paccMoOTpeHue
JIOKYMEHTOB B ciyx0e JOKYMEHTAlMOHHOTO
o0OecrievyeHns; palMOHAIBHOE JBUKCHHE JOKYMEHTOB
BHYTPM  OpraHM3aliy; HCIOJHEHUE  JIOKYMEHTOB;
WHJEKCUPOBAHUE JOKYMEHTOB.

Tema7. | ApXuBHOE JI€JIO. [TonssitTue  apxuBa u  ucTtopus  (POPMHUPOBAHUS
HomeHnknarypa U | TOCYJapCTBEHHOMN apXUBHOM CITyKOBI PO.
dbopmupoBaHHe Je1. ['ocynapctBenHass dacth apxuBHOro ¢oHga PO.

ApxuBHBIN (OHJ OpraHU3alNU, KOMMEPYECKOH (PUPMBIL.
Odopmnenne nen  JUIMTEIbHBIX CPOKOB XpaHEHWS,
COCTaB YYETHBIX JOKYMEHTOB apxuBa; Mepenaya u
HCIIOJIb30BAaHNE JOKYMEHTOB apXUBa.

Buasl HOMEHKIATypbl [€1; TUIIOBBIE M IPUMEPHBIC
HOMEHKJIaTypbl ~ JIe1  OpraHu3allH;  COCTABIICHHE
HOMEHKJIATyphl,  coOironeHue  TpeOOBaHHUU  TpHU
bopMUPOBAaHUU JI€I; XpaHEHUE Jield y HWCIHOJHUTEINS;
JIOKYMEHTBI BHYTPH €.

Tema8. | DkcnepTuza 1neHHocTH | [ToHsITHE LIEHHOCTH JOKYMEHTOB, CUCTEMa SKCHEPTHBIX

JIOKYMEHTOB. OpraHOB, TNEPEYHH JIOKYMEHTOB C YKa3aHUEM CpPOKOB
XpaHEHUs, METOIMKA IPOBEICHUSI SKCIIEPTU3bI HIEHHOCTH
nokymeHToB. IloaroroBka u mepemada JAell B apXuB
OpraHu3aluy, NOpsSNOK MepeJayd JOKYMEHTOB Ha
rOCy/apCTBEHHOE XpaHEHHUE.

5.2. CTpyKTypa QM CHUIINHbBI
0P0
Ne KoaunyecTBo yacos
pasnena HaumenoBanwue pa3nena (Tembl) Beero | JIK m CP

(Tembl)

Tema 1. | OCHOBHBIE OHSTHS JAETONPOU3BOICTBA.

HopmatuBHO-ipaBoBOE 0OecTieueHHe 4 2 2 -

JIOKYMEHTAI[MOHHOT'O 00eCTIeUeHHUs yIPaBICHUS

Tema 2. | CocTaB peKBHU3UTOB U IIpaBuiIa UX 0hOPMIICHHS 4 2 2 -

Tema 3. | [IpaBuiia 1€710BOTO CTHIISI 1 MAIIMHOIIMCHOTO
oopmuenus tekcta. Cucrema AeI0BOM 4 2 2 -
MEPEIUCKH.

Tema 4. | Opranu3anmOHHO-TIPABOBAs TOKYMEHTALIUS. 3 4 4 )
JloKkyMeHTHpOBaHUE ABUKEHUS KAIPOB.

Tema 5. | Cucrema pacnopsgUTENIbHON TOKYMEHTALIHUH.

Cucrema cripaBoYHO-MH(GOPMAITMOHHON 8 4 4 -

JIOKYMEHTAIUU.

Tema 6. | Opranuzanus JOKyMEHTO00OpOTa 6 2 2 2

Tema 7. | ApxuBHOE J€o0. 6 2 2 2




Howmenknarypa u opMupoBaHHE eIl
Tema 8. | DkcnepTr3a HEHHOCTH IOKYMEHTOB. 6 2 2 2
Koncynpranus - - - -
[IpomexxyTouHast arrecTaus - - - -
OO6muii 00BeM 46 20 20 6
300
Ne KoaunyecTBo yacos
Izﬁieb):; HaumenoBanwue pa3iena (TeMbl) Beero | JIK m CP
Tema 1. | OCHOBHBIE MOHSTHS JACTONPOU3BOICTBA.
HopmatuBHO-ipaBoBOE 0OecTieueHme 5 - - 5
JIOKYMEHTAI[MOHHOTO 00eCTIeUeHHUs yIPaBICHUS
Tema 2. | CocTaB peKBHU3UTOB U IIpaBuiIa UX 0hOPMIICHHS 7 2 - 5
Tema 3. | IIpaBuia 1€10BOrO CTHIISI U MAIMHOIIMCHOTO
odopmiieHus Tekcta. Cucrema aeI0BoH 5 - - 5
HEPENUCKH.
Tema 4. | OpranuzalmOHHO-ITPaBOBAs JOKYMEHTAIIMSI. 7 i ) 5
JlokyMeHTHpOBaHUE ABUKEHUS KaJIPOB.
Tema 5. | Cuctema pacniopsauTeIbHON TOKYMEHTAIINH.
Cucrema cipaBOYHO-MH(POPMALIMOHHOM 5 - - 5
JOKYMEHTALUH.
Tema 6. | Opranuzanus JOKyMEHT0000poTa 5 - - 5
Tema 7. | ApxuBHOE J€O0. 7 ) 5
Howmenknarypa u hopMupoBaHue Jel.
Tema 8. | DkcnepTu3a IEHHOCTH IOKYMEHTOB. 5 - - 3
IIpomeskyTOUHAS aTTeCTALMS 2 - -
OO6muii 00BeM 46 2 4 38
5.3. [IpakTHYecKue 3aHATHS U CEMUHAPBI
Ne Ne pazpena Tema Konnuectso
/T (TembI) 4acoB
O0P0 | 30
1 Tema 1. CocTaB HOPMATHBHO-IIPABOBOTO 00ECTICUCHHUS
JIETTONPOU3BOJICTBA. 3aKOHOIAaTeNbCTBO PD, paBoBbIE
akthl [Ipesunenra, [IpaBurenscrBa PO, dhenepanbHbix 2
OpraHOB UCIOJHUTEIBHOM BIacTH B 00JacTH
JTIOKYMEHTAIMOHHOTO 00eCIIeYeHHUSI.
2 Tema 2. CocTaB peKBU3HUTOB M MpaBujia X ohopmieHus 2
3 Tema 3. | JIOKyMEHTBI, BBICTYIIAIONINE B KAYECTBE HHCTPYMEHTA
OTIEPAaTUBHOTO MH(GOPMAITMOHHOTO 0OMEHA MEXKTY 2
OpraHu3aIHsIMU.
4 Tema 4. KomMruiekcrl TOKyMEHTOB 110 0(hOPMIICHHIO: TIEpEBOIa Ha
JpyTyo paboTy, OTIYCKOB, MOOIMIPEHUIH PAOOTHUKOB, 4 )
JTUCIUIIMHAPHBIX B3ICKAHUM, aTTecTallud paOOTHUKOB,
cy)eOHBIX KOMaHAMPOBOK, YBOJILHECHHUSI.
5 Tema 5. [TonsiTre cripaBOYHO-UH(DOPMAITMOHHON TOKYMEHTAIIUH.
[IpoToKOJIbI, BBIMKUCKU U3 MPOTOKOJIA, JOKIAHbIE U 4
00BSICHUTENIbHBIC 3aMCKH, 3asIBJICHHS], TPEICTABICHHUSL.
6 Tema 6. | Opranuzanust paboThl C JOKYMEHTAMU: SKCIICTUIIMOHHAS
00paboTKa BXOJSAIINX, UCTIOTHEHHBIX U OTIIPAaBIISIEMbIX 2
JIOKYMEHTOB.
7 Tema 7. | ApxuBHOE JI€JIO. 2 2




Howmenknarypa u popMupOBaHUE JIEII.

8 Tewma 8. IToaroroBka u nepenaya Jiejl B apXUB OpraHu3allui,
MOPSIIOK Mepeayn IOKYMEHTOB Ha TOCYyAapCTBEHHOE 2
XpaHEHHE.

5.4. JlabopaTopHble padoThl

Ne | Ne paznena HaumenoBanue 1abopaTopHbIX paboT Konnuectso
/11 (Tembl) 4acoB

5.5. CamocTosiTe/ibHOE M3Yy4YeHHE Pa3/1esi0B (TeM) TUCHUILIHHBI

Ne paznena Tembl, BBIHOCUMBIE Ha CAMOCTOSATEILHOE N3YUEHUE KoauuecTBo
(TembI) 4acoB
OdO | 300

Tema 1. OCHOBHBIE TOHSTHS ACJIONPOU3BOICTBA.

HopmatuBHO-ipaBoBOE 0OecTieueHHE TOKYMEHTAIIHOHHOTO - 5

obecrieueHus yrpaBicHUs
Tema 2. CocTtaB peKBH3UTOB U MpaBHUiIa UX 0(OPMIICHUS - 5
Tema 3. [TpaBuiia AemMOBOTO CTHIIS M MAITUHOMUCHOTO O(DOPMIICHUS

TekcTta. CucreMa Je10BOM MEPENUCKH. ) >
Tema 4. OpranuzanoHHO-TIPaBOBas JOKYMEHTAIUA.

JIOKyMEHTHUPOBaHHUE IBMKCHUS KaJIPOB. ) >
Tema 5. CucreMa pacnopsIuTeNIbHON JOKYMEHTAIUH.

Cucrema cripaBOYHO-HH(POPMAITIOHHON TOKYMEHTAIIUH. ) >
Tema 6. Opranuzanus 10KyMEeHT0000poTa 2 5
Tema 7. | ApxuBHoe feno.

Homenkiarypa u popmupoBanue ael. 2 >
Temas. DKcnepTu3a HEHHOCTH JOKYMEHTOB. 2 3

6. OBPA3OBATEJIBHBIE TEXHOJIOT' MU

W3ydenne AUCIUIUIMHBL «J{OKyMEHTallMOHHOE OOECleYeHre yIpaBICHUs) OCHOBAHO Ha
MPUMCHCHUC MHHOBAIIMOHHBIX O6paBOBaT€.HBHBIX TGXHOHOFHﬁ, OCHOBAHHBIX Ha HUCITOJb30BaHUHN
AKTUBHBIX U MHTEPAKTHBHBIX METOIOB O0YUYCHHSI.

OcHOBHEIE BUbI UCITOJIB3YyCMbIX O6paBOBaT€.HBHBIX TEXHOJIOTUH:

-IeSITEILHO-OPUCHTUPOBAHHOE ~ OOyYeHHEe  CTYJNCHTOB. JledTenbHbIE  TEXHOJOTHH
BKJIKOYAaKOT B C66}I aHaJIn3 CHTyaHHﬁ, pPCIICHUC CUTYAUUOHHBLIX 3aJda4d, MOACIUPOBAHUC
poeCCHOHAIBHON JEATETHHOCTH B Y4€OHOM MPOIIECCE;

-TAYHOCTHO-OPUEHTUPOBAaHHOE OO0ydeHue. M3ydeHue OUCHMIUIMHBI —Mpeanojaraer
BO3MOXXHOCTh BBIOOpA UISL CTYJIEHTOB W TIOCJICIYIOINIEE BBIMOJIHEHUE PA3IUYHBIX TBOPYECKUX
3aI[aHHﬁ. TaK, CTYACHTBI MOT'YyT HNOATOTOBUTHL HNHUCBMCHHOC PCIICHUC 3adavu; MOATOTOBUTH
KPOCCBOP/IbI M TECTHI TTO M3y4aeMbIM TEMaM; BBICTYIIUTh ¢ pedepaToM (JOKIAI0M).

-aJJaliITUBHAsg  TEXHOJOT'Us (ucciieIoBaTeIbCKOE oOydeHue), OCHOBAaHHas Ha
MaKCHUMaJIbHOM BOBJICUCHUH CTYICHTOB B MHINBUAYAILHYIO CAMOCTOSTEIBHYIO pa0oTy.

AKTHBHbIE W HHTEPAKTHBHbIE 00pa30oBaTe/bHbIe TEXHOJOTHH, HCIOJIb3yeMble B
ayIMTOPHBIX 3aHATUSAX

Ne paznena Bun Hcnonb3yeMble HHTEpaKTUBHBIE 00pa30BaTeIbHbBIE KonnuecTBo
(TeMbr) sanstas (J1, TEXHOJIOTUH* 4acoB
113, C, JIP) 0®O0 | 300
3 113 Juckyccus 2




5 I13 Pabora B rpynmnax (mpoBeieHUE COBEILAHUS U 2
COCTAaBJICHHE MPOTOKOJIA)

7 113 KoMnbrloTepHas npe3eHranus 2 2

*PacripenieIeHueSIBICTCANPUMEPHBIM, T.K.TIPETIOIaBATEIIbMOKETBAPEUPOBATHO0PA30BAT
€JIbHBIETEXHOJIOTUUB3aBUCUMOCTHOTKOHKPETHONTEMBI,aTaKKECYydeTOMYPOBHIOCBOCHHUI3HAHU
1,yMEHUITMHABBIKOBCTY ICHTAMHITOTUCIIUILIHE.

IlepeyeHbMH(POPMALMOHHBIXTEXHOJIOT Mil, M CII0Ib3YEeMBIXITPHOCYLIECTBJICHHH
00pa30BaTeIbHOTrONPOLECCANIOAUCIUILIMHE:
—00paboTKa TEKCTOBOW MH(pOPMAIUH;
—cOop, XpaHeHHe, CUCTeMaTH3alUsMBbIaua yueOHOHMHAY YHOMNH(pOpMAIINY;

—IOATOTOBKAa, KOHCTPYHPOBAaHHUE M MPE3CHTAIMs] MTOTOB MCCIEJOBATEIbCKONH H
AHATTUTHYECKONUICSTETLHOCTH;

—CaMOCTOATENbHBIN MIOUCKIOTIOJIHUTEIbHOT0y4eOHOT OMHayYHOTOMaTepHraa,c
UCTIONIb30BAHUEM ITOWCKOBBIX CHCTEMHCAMTOB ceTH VHTEpHET, 3IeKTPOHHBIXIHINKIONEIUHA
n0a3MaHHbIX;

—HCTOJIb30BaHUE 00pa3oBaTeNbHBIX TexHonoruii B pamkax OUMOC nmns pacchuikw,
NEePEenUCKU HOOCYKICHUS BO3HUKIINX YUSOHBIXITPOOIEM.

7. OUEHOYHBIE CPEJICTBA JJIs TEKYLIEI'O KOHTPOJIA
YCIEBAEMOCTH UITIPOMEXKYTOUYHOM ATTECTALIUA
Jlna atTectauuy 0Oy4aroOIIMXCS Ha COOTBETCTBUE UX IMEPCOHANIBbHBIX JTOCTHXKEHUH IO
sranueiM TpeboBanusiM OIIOIl mo cnenmansnoctu 38.02.01 DkoHOMUKAa M OyXraaTepcKuit
y4eT (110 OTpacisiM)co3at0Tcst (POHIBI OIEHOYHBIX CPENICTB.
TunoBbie TeMbl pedepaToB

Hcropus BOSHUKHOBEHUS AEJI0NPOU3BOACTBa B Poccun.

CucreMa J1OKyMEHTAIIMIOHHOTO O0OEeCTIeUeHus yIpaBiIeHHUS.

Hoxyment. Knaccudukamus 10KyMeHTOB.

bnanku ctporoii otyeTHOCTH. OCOOCHHOCTH XpaHEHHS OJIAHKOB CTPOTOM OTYETHOCTH.
Bunbr 61aHKOB 1 TpeOOBaHUS K HUM.

OyHKINUK U 005I3aHHOCTH CeKpeTapsi-pedepeHnTa.

KanpoBerit mogbop nepconana.

TexHuueckue cpeacTBa, odecrneynBaroniie Tpy/l ceKperaps, opuc-meHemKepa.
Be3omacHOCTh IEHHBIX WH(OPMALIMOHHBIX PECYPCOB.

Opranu3alioOHHO-IIPaBOBask KaJIpoBasi JOKYMEHTaLUS.

. Ortudeckue TpedoBaHUs K 0UC-MEHEKEDPY.

. TpebGoBanusi, mpeabsBiIsieMble K 0(OPMIICHUIO TTUCEM.

. IIpaBuna perucrpanuu BXOJAIIEH U HCXOAIIEH KOPPECTOHACHIINH.

. JIOKyMEHTONOTOKH: BHYTPEHHHUE U BHEIIHHE.

. IlpaBuna yueta u XpaHeHus: TpyAOBbIX KHIDKEK. OdopMieHue npuema Ha padoTy.

. PazHOBHIHOCTH CITy)KEOHBIX TTHCEM.

. IIpaBuna Benenus 3acenanus. [[poTokosn 3acenanusi, BUAbI IPOTOKOJIOB.

. XpaHeHHe UCTIOJTHEHHBIX TOKYMEHTOB B MOJIpa3ie/IeHUsIX OpraHu3alliy U ee apXuBe.
OdopmieHne pacopsSANTENLHON TOKYMEHTAIUH.

. TpeboBanus kK 0OPMIICHUIO JIMYHBIX JEI.

. Pabota ¢ koH(UIeHINAIBHBIMU JOKYMEHTAMH.

. Ctpykrypa kaapoBoi HHOOPMAITMOHHO-TOKYMEHTAIIMOHHON CHCTEMBI.

. Homenkunarypa nen. Buast Homenkiatyp. CocraBienue u ohopMieHIe HOMEHKIATYPBI eIl
. JIOKyMeHTBI IO TUYHOMY COCTaBY.

. DKcnepTu3a HEHHOCTU JOKYMEHTOB.

. DTHKa CEKpEeTapCKOro Tpyaa.

. JlesoBbIE M JIMUHBIE KaYECTBA CEKPETapsi.

. KoHTposb 3a ucniosiHeHHEeM JOKYMEHTOB (TEKYIIHH, IPEAyTPEAUTETHHBIA, HTOTOBBIN).
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29. Knaccudukanus 1e10BoH JOKyMEHTAIUH.
30. O6umme HOpMBI M TpaBuia O(OpPMICHHS JOKyMEHTOB: Pa3mepbl Oymaru, Hymepauus
CTpaHUI], JaT, COKPAICHHS CJIOB B TEKCTE, HAITMCAHUE YHCEIL.

TunosBble 3a1aHus B TecTOBOM dopme
1. 3akoH4YHMTe HAYaATOE MpeaJI0KeHHe OTHUM U3 TPeX BAPUAHTOB
0oTBeTAa:
JlokyMeHT0000pOT - IBUKEHHE JOKYMEHTOB B OpraHM3alUi ¢ MOMEHTa X CO3JaHus J10:
1.1. mepegayu HA UCIIOJIHEHUE
1.2. TOAIIMBKH B €O
1.3. 3aBeplIeHUs UCIIOIHEHUS WM OTIIPABKU
2.llomyepkHUTE NPAaBUWIbHBIH OTBET
JoiKHa T MHCTPYKIUS O JATONPOU3BOJICTBY OpPTraHU3AlMK YCTAHOBUTH TEXHOJIOTHIO BCEX
JEJIONPOU3BOJCTBEHHBIX OMEPALINiA, BBIMOIHAEMBIX B OpraHU3auu?
2.1. na
2.2. Her
3.KeM ycTaHABIMBAIOTCS HHAMBUAYAJIbHbIE CPOKH MCTIOJTHEHNUS
JIOKYMEHTOB?
3.1. pyKoBOAWTENEM CTPYKTYPHOIO MOJAPA3ACIICHNUs, TJI€ UCTIONHIETCS JOKYMEHT
3.2. KaHuensipueun
3.3. pYKOBOJHUTENEM OpraHU3aLUU
4. Kakne ¢gopmbl perucrpanumu 10kymeHToB B Poccun?
4.1. xypHanbHas
4.2. KkapTtoyHad
4.3. aBTOMaTU3UpPOBaHHAA '
4.4. Bce BbIICNEPEUNCICHHBIE
5. Ilpu perncTpanuy KAaKUX JOKYMEHTOB BMeCTe € MOPSIKOBBIM PerucTPpalMOHHBIM
HOMEPOM NPOCTaBJIsieTCsl HOMep AeJ1a, B KOTOPOM XPAHUTCSH KONMS J0KyMeHTa?
5.1. npukassl
5.2. TOPOTOKOJBI
5.3. akThl
5.4. nucema
6. B kakux 10KyMeHTax PsiioM C PerHCTPallHOHHBIM HOMEPOM yKa3biBaeTcs OykBa «JI»
u «K»?
6.1. akThI
6.2. JOKJIaJHbIE 3aITUCKU
6.3. npuKasbl M0 OCHOBHOU JE€SATEIIbHOCTH
6.4. mpuKassl 110 JINYHOMY COCTABY
6.5. crnpaBku
7. Ilpn perncTpauuy KakKoro J0KyMEHTAa ATy PerucTpauMi YKa3bIBalOT He B J€Hb
ero nmoanucanusa?
7.1. npuxas
7.2. TPOTOKOJ
7.3. pelieHue
7.4. mOCTaHOBJIEHUE
8. Eciiu 1oKyMeHT oTnpaBJisieTcsi B IBa aJipeca 1o mo4re, T0 CKOJIbKO He00X01UMO
NOATOTOBHUTH IK3eMILIAPOB 3TOI0 JOKYMeHTa?
8.1. detbIpe
8.2. nBa
8.3. Tpm
9. Kakne MOryT ObITh HOMEHKJIATYPbI J1€J1?
9.1. xoHKpeTHas
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9.2. mpumepHas
9.3. Tunosasa
9.4. Bce BhIIIENEPEUNCICHHBIE
10. B HoOMeHKJ1aType AeJ1 AOKYMEHThI CHCTEeMAaTH3HPYIOTCH
10.1. mo BuaaM JOKyMEHTOB
10.2. mo coneprkaHuio
10.3. mo cpokaM xpaHeHUSs
10.4. Bce BhILIENIEPEUNCIICHHbBIE
11. K10 Mo:xeT padoTaTh ¢ JOKYMEHTAMH, MMEKIIMMHU KOMMEPYECKYI0 TaHy?
11.1. TOIBKO pyKOBOJIUTEID
11.2. Bce paOOTHHUKHW OpTraHU3ALUH
11.3. pyKOBOOUTENN CTPYKTYPHBIX MOApa3AeICHNN, OpraHu3alui
11.4. paGoOTHUKH, OTIpEICIICHHBIC PYKOBOIUTEIEM
12. PeKBU3HUT JOKYMEHTA - 3TO:
12.1. ero oTOEILHBIN DJIEMEHT
12.2. yacth cimyxeOHOro Muchma
12.3. dbupmeHHBIH OJ1aHK
13. B kakoM ciy4ae npaBuJIbHO 0pOpMIIECH PEKBU3UT «Anpecar»?
13.1. JupekTopy mkossl Ne 26 MatseeBoi Tamape IleTpoBHe
13.2. lupektopy mikoisl Ne 26 MarseeBoii T.I1.
13.3.355000, r. CraBponoisb, mip. FOnoctu, 7 JIupexropy mkossl Ne 26 r-ke MarBeeBoi
T.IL
13.4. Jupexropy CraBpononbckoi mkoiasl Ne 26 T.I1.MarBeeBoi
14. B pexBu3uTEe «AApecaT» HHUIHAJBI CTABAT:
14.1. mepen ¢pamunuent agpecara
14.2. mocne hamunuu anpecara
15. B kakoMm cJiy4ae NpaBUJbHO 0popMiIeH PeKBU3UT «OTMETKA 0 HAJIUYUH
NPHJIOKEHH D), €CJIM B TEKCTe COMPOBOJUTEJBbHOIO NUCHhMa He YIIOMHHAJIOCH 0
NMPUJIOKeHUun?
15.1. Ilpunoxenue: 1. CrpaBka o coriacoBaHMM ITPoeKTa Ha 4 1. B 1 7K3.
2. OT3BIB 11O TPOEKTY Ha 2 JI. B 1 3K3.
15.2. Ilpunoxenue: Ha 6 1. B 1 7K3.
16. C kakoil HeJbI0 HA CIYKEeOHOM NMUCbMe YKa3bIBAKT pamMuianio u tejaedoH
HCIOJHUTESA?
16.1. st oniepaTUBHOM CBSI3U C UCIIOJHUTEIEM
16.2. nyis npuaHys TOKYMEHTY IOPUAMYECKOU CHUIIBI
17.B kakoMm cayuyae npaBuJbHO opopmiieH pekBU3UT «Iloanmuch» Ha OJIaHKe

AOKyMeHTa?
17.1. upekTop mkoysl Ne 25 B.A. IlerpoBa
17.2. IupexTop HIKOJIbI [lerpoBa B.A.
17.3. lupextop B.A.IletpoBa

18. [I;nan padoThl koAbl HA 2001—2002 yuyeOHBII o YyTBep:K/AeH pellleHueM
neJaroru4eckoro copera. B kakom ciayuyae npaBuiibHo ogpopmiieH pekBu3uT «I'pud
YTBep:KAeHUSA NTOKYMEHTa»?

18.1. YTBEPXJIAIO

Permrenne nemarornyeckoro cosera ot 12.08.2006 r. Ne 14
18.2. YTBEPXJEH

Pemmenniem nmegarornyeckoro cosera oT 12.08.2006 Ne 14
18.3. YTBEPXJEH

Pemenue negarornueckoro cosera ot 12.08.2006 r. Ne 14
19. PexkBHM3HT corjiacoBaHusi 0popMJIAIOT CJeyIIUM 00pa3om:
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19.1.  COI''TACOBAHO
[IpoTokoisioM 3acenanust
[IpaBiienust crpaxoBoi
komnanuu «Ilimaneray
oT 21.06.2006 Ne 10
19.2. H.N. Opnos
HOONUCD
19.3. HayanbHUK IOPUAMYECKOTO OT/AENa
JIMYHAS DOINUCH T.H. Cunopos
21.12.2006
20. Jlsist TOKYMEHTa, NOJAJMHHUK KOTOPOI0 OCTAETCS B OPraHU3aluH, BU3bI
NPOCTABJAIOTCA:
20.1. HUKE MOJANKUCU PYKOBOJIMTEINS, TOANMUCABIIETO JOKYMEHT
20.2. B HIKHEH 4acTH 0OOOPOTHOM CTOPOHBI OCJIEAHET0 JIMCTA MOUIMHHUKA TOKYMEHTa
20.3. Ha MEpHOM JINCTE IOKYMEHTa Ha €ro 000POTHON CTOPOHE
21. s TOKyMeHTa, NOAJMHHUK KOTOPOTr0 OTNPABJAETCHA U3 OPraHU3alHuU, BU3bI
NPOCTABJIAITCH:
21.1. B HWXKHEW YaCTH JIULIEBOM CTOPOHBI ITOCIEAHETO JINCTA KOTUU
JIOKYMEHTa, HAXOIAILENCS B OPraHNu3aluu
21.2. B HWKHEH YacTH 000POTHOM CTOPOHBI MOCETHETO JUCTA KOMU JOKYMEHTA,
HaxoALIEHCa U OpraHu3alun
21.3. Ha mepBOM JIUCTE 0OOPOTHOI CTOPOHBI TOKYMEHTA
22. B oTcyTcTBHE PYKOBOAUTEJIA MOANMCAHNE JTOKYMEHTA 3aMeCTUTeIeM UJIH
HCHOJHAOIMNM 0013aHHOCTH PYKOBOIMTEJI:

22.1. 3a qupektopa A.W. Ilerpos
(moamuck ero 3ama Cuyoposa)
22.2. Jlupextop ' A.W. IletpoB
(moamuck ero 3ama Cuyopona)
22.3. N.O. nupekropa I'.B. Cunopos

(JTMIHAS TTOJIITHCH )

23. llonsiTne «/{e1onNpon3BOACTBO» - ITO:

23.1. cucreMa XpaHEHHs JOKyMEHTOB

23.2. cocTaBlIeHUE JOKYMEHTOB

23.3. TOKYMEHTHPOBAaHHE U OpraHU3aIus paboThI C TOKyMEHTaMHU

24. C noMoIbI0 KAKOT0 PeKBU3UTA O(popMIIsieTCsl BHELIIHEE COIJIACOBAHME JOKYMeHTa?

24.1. BU3BI, COIIaCOBAHUS

24.2. rpuda coriiacoBaHus

25. Eciin 1Be OpraHM3aniy COCTABJISIIOT COBMECTHBIN JOKYMEHT,
TO OH opopmJisieTcs:

25.1. Ha GyaHKe MepBOM OpraHu3aluu

25.2. Ha G1aHKe BTOPOW OpraHU3aIluu

25.3. Ha nucte Oymaru gopmara A4

26. KeM noanucbIiBaTCsi JOKYMEHTBI, COCTABJIAeMble KOMUCCHEN?

26.1. pykoBOJIUTENIEM OpPraHU3aLUN

26.2. npenacenarenem

26.3. mpencenaTeseM U WIEHaMU KOMUCCUN

26.4. npencenaTesieM U CEKpETapemM

27. Ha xakoMm cayke0HOM NMHCbMe NPOCTaBJaseTcs peKBU3UT «CchblIKAa HA
perucTpanuoOHHbIIA HOMEP M AaTy JOKYMEHTa»?

27.1. mpocrbax

27.2. cCOnpOBOUTEIBHBIX

27.3. uHpOPMAITUOHHBIX
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27.4. otBeTax
28. SsIBasiercs 1 00513aTeJBHBIM VIS PerHCTPALMN OPTaHU3alUH, YUPeKIeHHUA
HaJu4yme Ycrasa?
28.1. na 28.2. HeT
29. Kakue opranu3alMOHHbIEe JOKYMEHTBI YTBEP:KIAAIOTCHA PYKOBOAUTEIEM
opranm3anum?
29.1. nOMKHOCTHBIE UHCTPYKIIUH
29.2. 0JI0KEHHUSI O CTPYKTYPHBIX MOAPA3ACIEHUAX
29.3. mTaTHOE pacnucaHue
29.4. mpaBuiia BHYTPEHHETO pacropsiika
29.5. Bce IEpPEUYUCIICHHBIE BBIIIE JOKYMEHTHI
30. B xakom 10KyMeHTe MOTYT ObITH OTOBOPEHBI YCJI0BHSI PEOPraHU3ANMHU H
JMKBMIAUMHU OpraHu3anuu’?
30.1. B YcTaBe opranusanuu
30.2. B I[Tosio’)keHNU O CTPYKTYPHOM MOAPA3AETICHUHN
30.3. B 1OMIKHOCTHON MHCTPYKLUU
31. C kakuMHu TOKYMEHTAMM IPH MOCTYIJIEHUH TPAXKIAAH HA Pa00Ty B OPraHM3aIuI0 UX
AOJIAKHBI IO3HAKOMUTD ?
31.1. YcraBoMm opranuzanuu
31.2.TlonoxkeHneM 0 CTPYKTYpHOM MOAPa3IeICHUH, Ky1a IOCTYIaeT
Ha paboTy rpakJlaHuH
31.3. 1OJKHOCTHOM MHCTPYKLHEN
31.4.co BceMH NepeYrCICHHBIMU BbIIIE JOKYMEHTAMHU
32. Kakue pacnopsiiuTe/bHble JOKYMEHTHI H31AK0TCS HA OCHOBE eIMHOHAYAIHA?
32.1. Pemenus
32.2. npukasbl
33. KTo HeceT OTBETCTBEHHOCTD 32 M31aHUe NPUKa3za?
33.1. 1OIKHOCTHOE JUII0, OATOTOBUBILIEE TPOEKT NPUKa3a
33.2. pyKOBOAUTEIb OPTaHU3ALNHU
33.3. IOIKHOCTHOE JIUIIO0, MOANKCABILIEE TPUKA3
34. Kakoii peKBU3UT He BXOAUT B cocTaB popmy sipa-odpa3ua npukasza?
34.1. BUA IOKyMEHTa
34.2. npata TOKyMeHTa
34.3. anmpecar
34.4. HaMEHOBAHHE OPTaHU3ALUHI
34.5. moanuce
34.6. Tekct
34.7. 3arojoBOK K TEKCTY
35. Kakast 4yacTh TeKCTa NPUKA3a ABJAETCH 003aTeJIbHOI?
35.1. koHCcTaTupyomas
35.2. pacnopsiauTenbHas
36.3aBepsiercst JIM NOANKMCH PYKOBOAHUTEJISAA HA NIPUKA3e NeYaThI0?
36.1. na 36.2. HeT
37. B kakoMm ciiy4ae NpaBUJIbHO 0opMiIeH peKBH3UT «OTMeTKa 0 3aBepeHHH KOum»?

37.1. Bepno:
HNucnekTop oTaena KagpoB  JIUYHAasd N.N.1lerposa
MOJIHCH
37.2. BepHo
NHcniekTop oTAena KapoB JIMYHAs N.N. Ilerposa
HOJITUCH
37.3. Bepno

HNucnekrop oraena kaapoB JIU4HAs N.N. Ilerposa
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noamuck 16.03.2025
38.YTo 03HavaeT BH3a IOPUCTA HA NpUKa3e?
38.1. BHyTpEeHHEE COTilacOBaHUE, TOATBEPKIAIOIIEE, YTO NMPUKA3 HE TPOTUBOPEUUT 3aKOHY
38.2. 00s3aTeNbHBIN PEKBU3UT MPHUKa3a, MPUIAIOIINN eMy IOPUAMYECKYIO CHITY
39. Yto siBJIsieTCHA 1aTOM MPOTOKOIa?
39.1. nara noanucaHus MPOTOKOJIA
39.2. nata 3acenaHus
39.3. naTta peructpanuu NpoToKoJIa
40. CtaBuTCS JIM HA MOANUCHU B IIPOTOKOJIE MeYaTh?
40.1. na 40.2. Her
41. Kakoii HOpMAaTHBHBIH JOKYMEHT B OPraHU3aLMHU ONpeaesieT MOPAI0K padoThl ¢
AOKyMeHTamMu?
41.1. MHCTPYKIMSA IO AEIONPOU3BOJCTBY
41.2. pernaMeHT pabOTHI
42. Kem yTBep:KIaeTcsi CBOJHASI HOMEHKJIATYPA JieJ1 Opranusauuu’?
42.1. pykoBOAUTENEM CTPYKTYPHOIO NIOJIpa3IeIeHHs OpraHu3alu
42.2. pyKOBOIUTESIMU CITY>KOBI JEITONPOU3BOICTBA
42.3. pyKOBOAUTEISIMU OpraHU3alun
42 4. 3amecTuTeneM pyKOBOAUTENSI OpraHU3allui, OTBEYAIOIIUM 32
city 0y IeIompon3BOICTBA
43. [Ipuka3bl 0 NpuemMy, YBOJIbHEHUI0 PA0OTHUKOB MMOMEIAI0TCH:
43.1. B mene BMecCTe C MpHKa3aMHu O KOMaHAWPOBAaHUH PaOOTHUKOB
43.2. OTAENBHO OT IPUKA30B O KOMAHAMPOBAHUH
43.3. BMecTe ¢ MpUKa3aMU 10 OCHOBHOMU JIESITEIbHOCTH
44. IIpoToK0JIbI COOpaHUIl KOJJIEKTHBA M 3aCeJaHUIl KOJJIerul
PerucTpUpPYIOTCS:
44.1. BmecTe
44.2. oTHEIbHO
45. Cpok MCNOJIHEHUS JTOKYMEHTA UCHYUCISIeTCS
45.1. coqHs NOCTYIJIEHUSI JOKyMEHTA
45.2. co THS HaNMCaHUsI PYKOBOJIUTEIIEM PE30JIOIUU
46. Kakoii Mo:keT ObITH 00IIMI PACTIOPSAANTEIBHBIN JOKYMEHT IBYX OpraHu3aluii, u
OJIHOM M3 KOTOPbIX M3/1aeTCs MPUKA3, B APYIoH - pacnopsikeHue?
46.1. npukas
46.2. nocTaHOBJIEHUE
46.3. perienue
46.4. ykazaHve
47.CoBMecTHOE NMCHMO IBYX OPraHM3anui opopmJisieTcs:
47.1. Ha GaHKe OAHOM OpraHu3aIu
47.2. na OGnaHke Ipyroi opraHu3anuu
47.3. na nucte 6ymaru gpopmara A4 unu AS
Ku1104 /151 O1leHKH Pe3yJIbTATOB TeCTUPOBAHUS

KoJsin4yecTBO NpaBWIbHBIX OTBETOB Onenka
ot 46 no 47 OTJIMYHO
oT 39 no 40 XOpOIIO
ot 20 o 38 YIOBJIETBOPUTEIHLHO
or 0 10 15 HEYJI0BJIETBOPUTEILHO

Tunosble 3aJaHUA IS IPAKTHYECKOH padoThI

Cmooenupytime peuwtenue K cumyayuoHuwvim 3aoadam, ucnoavsys CIIC Koucyrvmaum

IInoc (hopmsl 0okymenmos).
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3aganue 1.

B ponu cnenmanucra KagpoBoil ciyObl Ha OCHOBaHMM TapH(PHO-KBAIU(UKAITIOHHOTO
CIIPaBOYHHUKA JOJDKHOCTEH CIICIMAINCTOB M M3JIOKCHHBIX B HEM TPEOOBaHMH K CHEIHAINCTaM
coCTaBbTe, 0hOpPMUTE, MOJMUIIUTE U YTBEPIAUTE JOHKHOCTHYIO HHCTPYKIMIO FOPUCKOHCYIIBTA.

1. 3apmanue

CocraBUTh MHCTPYKIIMIO Ha OCHOBE 3akoHojaarenbcTBa P®. OtaenbHyo rpynmy
COCTaBJISIIOT JIOJDKHOCTHBIE MHCTPYKIUHU, KOTOPbIE TaK)Ke OBIBAIOT THUIIOBBIMHU, OTPACJIEBBIMU U
WHIWBUIYTbHBIMU.

WHucTpykuus omKHA UMETh!

- HANMEHOBaHUE OpraHU3AIINHY;

- HAaMMEHOBaHMe BH/1a JOKYMEHTA;

- IaTy;

- HOMeEp;

- 3aTOJIOBOK K TEKCTY;

- rpud yTBEpKICHHUS;

- TEKCT;

- TIOAITNCH COCTaBUTEJIEI,

- mevath (Ipu HEOOXOIUMOCTH);

- BU3BI.

3ananue 2.
Ucnonp3yss nepeyenb pexkBu3uToB AokyMeHToB B ['OCT P 7.0.97-2016, onpenenure,
MPaBUJIBHO JIM Ha3BaHbI IEPEYUCICHHBIC PEKBU3HTHI:

PEKBU3HUT IMPaBHUJILHOC HA3BAHUC

1) I'ep6 Poccwuiickoit deneparuu

2) TOTOTHUTI OpTraHU3aAIH

3) Kol opraHu3aIu

4) Kol TOKyMEHTa

5) HaMMEHOBAaHUE OpraHU3aLUU

6) agpec opraHu3aluu

7) perucTpalMOHHbBIN HOMEp JOKYMEHTA

8) rmeyarp

9) BU3BI cOINIacOBaHMs IOKYMEHTA

10) wunmeHTHdUKATOpP DJIEKTPOHHOH  KOIHUU
JIOKYMEHTa

3aganue 3.

Oznakombrech ¢ ®enepanpHbiM 3akoHOM 0T 02.05.2006 Ne 59-®3 «O mnopsaxe
paccMoTpenus oOpamieHuit rpaxaad Poccuiickoit deneparumy.

BeinonnuTe 3a1aHus, UCIIONB3Ys YKA3aHHBIA HOPMATUBHBIN JOKYMEHT.

Ne 1. BrommuTe B OpUBEACHHBIE HIDKE NPEMIOKEHHS MPONYIIEHHBIE BHALI 0OpalllcHUI
CpaKJIaH:

1)Korpga rpaknaHuHy HEOOXOIMMO COJEHCTBHE B pealiu3alldd €ro MpaB M CBOOOJ, OH
MHIICT .
2)/Ins BOCCTAHOBJICHUS WJIM 3aIUTHl CBOMX HAPYHIEHHBIX MpaB TPakIaHWH JTOHKCH
00paTUThCS B COOTBETCTBYIOIINE OPTaHbl C ..

3)Ecam rpakmaHuH XO4YeT BBICKAa3aTh CBOM PEKOMEHIAIMH 10 YIYUIICHHUIO JACSITEIBHOCTH
rocyJ1apcTBa, TO OH JIOJDKEH COCTABUTh IOKYMEHT, Ha3bIBaeMbIi

Ne 2. Brouimyrte B IpUBEICHHBIC HIKE IPEJIOKEHHS IPONYIICHHBIC CJIOBA.:

1)UHnekc oTBeTra Ha 3asBJICHHE T'PAKJAHWHA COCTOUT U3 U HOMeEpa Jefna 1o
HOMEHKJIAType JIeJI, B KOTOPOE MOJIIIMBACTCS TJaHHAS TTEPEIHCKA.

2)[Ipy monmydyeHUW OT TpaKTAHMHA IMOBTOPHOTO OOpAIICHUS B MPABOM BEPXHEM YTIIY
JIOKYMEHTA JEeIaeTCsi OTMETKA
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3)PaccMaTrpuBasi TOCTYNUBIIME OOpAlIeHHUs TPakJaH, OTBETCTBCHHBIC WCIIOIHUTEIN
0651321HI>I MNPpUHUMATh TOJIBKO pCIICHUA.
4)IlucekMeHHOe oOOpalieHne TpakJIaHWHa JOHKHO OBITh pPAacCMOTPEHO B TEUYCHHUE
CO JTHS €T0 PerucTpaIiu.
5)Ecnu maTepuaibl, HEOOXOAMMEBIE ISl IPUHSTHS PEIICHHS U OTBETa aBTOpY OOpaIieHHs,
paccMaTpuBaIOTCA B CyJe, TO OOIIUN CPOK pacCMOTpeHHUs oOpalleHus MpoAJIeBaeTCs Ha BECh
nepuo.

3aganue 4.
Oznakombrech ¢ Ilpukazom MuHHcTEpcTBa TpyAa U COLMAIbHOM 3amuTel PO ot
08.09.2015 1. Ne 6161 «OO0 yTtBepknenun [IpaBui BeneHUsI TIECHCUOHHON JJOKYMEHTAITAN.
[Ipoananu3upoBaTh OpraHU3alMI0 CIYKObI JIETONPOU3BOJCTBA B TEPPUTOPHAIBHBIX
nonpaszaenenusix IlencunonHoro ¢onna PO u BBIIBUTH €€ OCOOEHHOCTU: U3YUHUTh OINMCAHUE
OpPTaHHW3aIMi ¥ TEXHOJOTUU JOKYMEHTAI[MOHHOTO OOECHeYeHHUs yNpaBleHUS, B T.4. CUCTEMBbI
3JIEKTPOHHOTO ToKyMeHToo0opoTta [TIOPy (CO/I ITIDP). AprymeHTHpPOBATH OTBET.

IlepeyeHb THNIOBBIX KOHTPOJIbHBIX BONIPOCOB

1. IlepeuncinuTe OCHOBHBIE HOPMAaTHUBHO-TIPABOBBIE JOKYMEHTBI, KOTOPBIMH CIECIYET
PYKOBOJICTBOBATKCS B 00J1aCTH AeTONpon3BoacTBa B Poccuiickoit denepanmu.

2. Kakwue emg knaccupuxanuy JOKyMEHTOB BbI 3HaeTe?

3. Kak Bnusier Bug opranuzanuy Ha GOpMbl JOKYMEHTUPOBAHUS U COCTaB IOKyMEHTOB?

4. B uém 3akmouaeTcsi yHU(UKAIUS YIPABICHUYSCKOW TOKyMEHTAIUN?

5. Kak knmaccupuiupyot MaTepuanbHble HOCUTENH JOKYMEHTUPOBAHHON MH(OpMAITIH?

6. [laliTe mMOHSATHE CHUCTEMBI JOKyMEHTaluu. @OYHKIMOHAIbHBIE M KOPIOPATUBHBIC
CHUCTEMBI.

7. Yem oTnmuaroTcs HHOOPMAITMOHHBIE PECYPCHI OT BCEX OCTABHBIX BHUIOB PECYPCOB?

8. Uto Takoe HOpMaTUBHO-MeTOAMUYecKas 6a3za JJOY?

9. Ha xakue rpymnsl AeTUTCs KOMIUIEKC JOKYMEHTOB, PEryJIHPYIOUINX BOMPOCHI BEACHUS
Jenonpoun3Bojictea B PO?

10. laiiTe XapakTepUCTUKY OCHOBHBIX (DelepanibHBIX 3aKOHOB, PETJIaMEHTHUPYIOIINX
BOIPOCHI JOKYMEHTUPOBAHHON HH(OPMAITUH.

11. Ins dvero HyxHa [ocymapcTBeHHass cHUCTeMa JOKYMEHTAI[MOHHOTO OOecTeueHus
ynpaBieHus?

12. Kakyto pojip WrparoT WHCTPYKIIMU TIO JCJIONMPOU3BOACTBY B (hemepanbHBIX opraHax
WCIIOTHUTENbHOU BiIacTU?

13. YUto Takoe pekBu3uT nokymeHta? Crpynnupyite pexkBuzutbl OP/[ B 3aBUCHUMOCTH OT
WX 1IEJICBOTO HA3HAYEHUS U JaiiTe UM KPaTKYIO XapaKTEPUCTHUKY.

14. Yro Takoe dhopmymsip nokymenta? Kakue Buabl GOpMyJsipoB BbI 3HaETE?

15. Kakne JOKyMEHThI OTHOCATCS K OpraHU3alMOHHO-IIPAaBOBBIM?

16. KakoBa  ocHOBHass  (yHKIHS  OpPTaHU3AllMOHHO-TIPABOBBIX  JOKYMEHTOB B
yIPpaBIEHYECKON AESITEIbHOCTH?

17. Kakue JOKyMEHTBI OTHOCATCS K YUPEAUTEIbHBIM JOKYMEHTaM OpraHu3aium?

18. KakuMu HOpMaTUBHBIMU JOKYMEHTaMHU PETIaMEHTUPYETCSI CO3/IaHUE YUPEIUTEIbHbIX
JIOKYMEHTOB?

19. KakoBbl crocoObl MpHIAHHUS IOPUAWYECKOH CHIJIBI  OpraHHU3allMOHHO-TIPABOBBIM
JTOKyMeHTaM?

20. KakoB cpok JeHCTBUS OPraHU3aLMIOHHO-IIPABOBBIX TOKYMEHTOB?

21. Kakue JOKYMEHTBI PEerjJaMeHTHPYIOT NEATENbHOCTh CTPYKTYPHOTO IMOApA3JEICHUs U
pabOTHHUKOB OpraHu3auu’?

22.Ha ocHOBe KakMxX HOPMAaTHUBHBIX JIOKYMEHTOB pa3padaThiBacTCs JIOKHOCTHAS
UHCTPYKLHUA?
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23.
24.

25.
26.
27.
28.
29.
30.
31.
32.
33.
34.
35.
36.

37.

38.

39.

40.

41

42.
43
44,
45,
46.

47.
48.

KakoBo ocHOBHOE Ha3Hau€HUE PaCOPATUTENBHBIX JOKYMEHTOB?

KakoBo Ha3zHaueHHe HHPOPMAIIMOHHO-CIIPABOYHBIX TOKYMEHTOB B PACHIOPSAUTEILHOM
NEeITEIbHOCTH?

Kakue noKyMeHTBI OTHOCSTCS K HHPOPMAITHOHHO-CITPABOYHBIM?

KTto0 umeer npaBo cocTaBiATh JOKJIaJHbIE 3aMIUCKH, CIPABKHU, MPEI0KEHNA?

KakoBbl 0cHOBHBIE TTpaBuIia 0hOPMIICHHUS PA3TUUHBIX Yncel, nudpoBoit nnpopmarym?
KaxoBbl 0COOEHHOCTH sI3bIKa CITYKEOHBIX TOKYyMEHTOB?

Oxapakrepu3yiite cierupudecKue MPU3HAKK JIETOBOTO CTHIIS S3bIKa?

ITo xakoit cxeme HOpPMYJTUPYIOTCS MMYHKTHI PACTIOPSAIUTEIHFHOM YaCTH TIpHKa3a?

Kaxue Bunabl cipaBok Bbl 3HaeTe?

C KaKkoil eNbI0 pErUCTPUPYIOTCS JOKYMEHTHI?

KakoBa ocHOBHas 11€71b KOHTPOJISI UCIIOJIHEHUS! IOKYMEHTOB?

Uto Takoe TUMOBOM CPOK UCIOTHEHUS TOKyMEHTOB? KTO ero ycranaBiuBaet?
HazoBute ocHOBHBIE Tamnbl 00pabOTKH UCXOASIINX U BHYTPEHHUX TIOKYMEHTOB.

B dbi0 KOMIETEHIMIO BXOJUT OpraHu3ainus padoThl ¢ JOKyMEHTaMHU Ha pabouyux
Mecrax?

C kaxkoii niensio popmupyroTcs aena?

Kakue HOpMaTHBHBIE JOKYMEHTHI YCTaHABJIMBAIOT TpeOOBaHUA K O(OpPMICHUIO
obnoxku nena? Kakue cBeneHusi BHIHOCAT Ha OOJIOXKY Jejia MPU €ro 3aBeJeHUH B
JEJIONPOU3BOICTBE?

Kto B opraHumzanuu ymojJHOMOYEH JaBaTh pa3pelleHHe Ha BbIJAYY M U3BITHE
JIOKYMEHTOB U jien?

Uto Takoe HOMEHKJIaTypa Aen?

. UTo Takoe MTOKYMEHTHI 10 JUYHOMY COCTaBy M JIMYHbIE JOKYMEHTHI? B uéMm pasHuia

MEXy 3TUMU MOHITUSIMU?

Kakue BUIBI U Pa3sHOBUIAHOCTH JTOKYMEHTOB OTHOCSTCS K JOKYMEHTaM IO TPYAOBBIM
OTHOILLUEHUSAM?

Kakue cymecTBylOT TEXHOJOTHMUECKHE IIETIOYKH MpOLEAYyp OpraHu3alud U
JOKYMEHTHPOBAHHUS Ipolecca npuéma rpaxkaad Ha padboty?

Kakue IOKyMEHTBI MpeICTaBiseT TPaKIaHUH B KaJpOBYIO CIYXOy IUIsl pelIeHUs
BOIpoca o mpuéme Ha padoTy?

Ha xakux O6aHKaX COCTaBIIAIOTCS CITy>KeOHbIe muchma?

Kaxue pekBU3UTBI CUMTAIOTCS 00s13aTEILHBIMU JIJIS CITY>KeOHOTOo rrchMa?

Kakue pa3HOBUAHOCTH CITy>KEOHBIX ITHCEM HCIIONIB3YIOTCS B IPAKTHKE YIIPaBICHUS?
KakoBa  cTpykTypa  mmcbMa-3ampoca, MUCHMa-TPOCHOBI, MMChMa-OTBETA,
COMPOBOAUTENHHOTO MUChbMA?

3aver mo aucuuIuHe «/loKyMeHTalMOHHOE 00ecreueHne yIpaBlIeHUs» BKIIOUAET B ceOs:
co0eceloBaHKE MpeMNojaBaTeNis CO CTYJIEHTAaMH MO KOHTPOJIbHBIM BOMpPOCAM M3 MEpeyHs U
BBITIOJIHEHHUE MPAKTUYECKOTO 3aJaHUS.

[IPUMEP 3AJTAHUS 17151 KOHTPOJIbHOM PABOTBI

KoHTpoJsbHbIE BONIPOCHI:

1.

Kakue BUIBI paciopsSauTeNbHBIX JOKYMEHTOB U3AIOT PYKOBOAMTEIIN YUPEKICHUA U
OpraHu3anuii?

IIpakTH4eckoe 3a1aHue:

Ogopmume u cocmagvme npuxas

CocraBpTe coBMecTHbIN npukaz OO0 «Asmutay u AO «Omurep» 00 HCIOIBL30BAaHUH
(dakcuMHUIBHON MOANUCH. B KOHCTaTupylomled 4YacTH yKakuTe, 4To (aKkCUMHIIEC HY>KHA JUIs
onepaTuBHOro pemeHuss BompocoB Mexay OO0 «Asmuray u 3A0 «Onurep». B
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pacnopsauTensHOM 16 yacTH yKakuTe NOKYMEHTHI, Ha KOTOPBIX HEOOXOAMMO HCIOIb30BaTh
dakcumumne. Bo3noxuTre KOHTPOJIL 3a HWCHONHEHHEM TIpHKa3a Ha HadalbHUKA CITYXKObI
JIOKyMEHTaIlMOHHOTO obOecneueHus ympaiaeHuss OOO «AsnuTay W aIMUHHCTPATUBHOTO
mupektopa AO «fOnurepy.

Odopmute Bu3bI 03HaKkomiieHust HadaabHuka C/IOY u aaMUHUCTPATUBHOTO AUPEKTOPA.

[lepedyeHr THMOBBIX 3aJaHUN JUIsI KOHTPOJIBHOW pabOThI, TpeOOBaHHS K MPOIEIype
MMPOBCACHUA U OLUCHHUBAHUA OIIPCACIIAOTCA (bOHI[OM OLCHOYHLIX CPCACTB IO JUCHUIIIIMHE (HyHKT
4.1. hboHIa OLIEHOYHBIX CPEJICTB).

KpuTtepun onieHKH NpoMe:KyTOUHOM aTTecTaimu (KOHTPOJIBbHON pabOThI):

OI.[GHKa «OTJIMYHO» BBICTABJIACTCA CTYACHTY, €CJIM 3HAHUA OTJINYAIOTCA FHY6I/IHOI>'I n
COJICPKATEIBHOCTBIO, JACTCs TIOJMHBIA HMCUEPIBIBAIOIINN OTBET HAa TECTOBBIC 3aJaHUS;
IMMPaBUJIbHO BBITMIOJIHWJI CUTYallUOHHYIO 3a/1avy.

OrneHKa «XOpOIIO» BBICTABIISICTCS CTYAEHTY, €CIM 3HAHHS WMEIOT JIOCTaTOYHBIN
COI[ep)KaTeHBHBIﬁ YPOBCHb, OAHAKO HMMCKOTCA HCTOYHOCTU IPHU OTBCTC HAa TCCTOBBLIC 3aJlaHUS;
UMEIOIIMECS] B OTBETE HECYIIECTBEHHBIC (DaKTUUYECKHUE OIIMOKH, CTYIEHT CIIOCOOCH HMCIIPABHUTH
CaMOCTOATCIIBHO, 6J1ar01[ap;1 HaBOAANIEMY BOIIPOCY; OTBCT MPO3BYyYaJl HCAOCTATOUYHO YBCPCHHO,
CTYACHT HE CMOT TPOJEMOHCTPUPOBATH CIIOCOOHOCTh K MHTETPAIMU TCOPETUYECKUX 3HAHHU U
NPaKTUKHU, JTOITYCTHI HECYIIECTBEHHYIO OIIMOKY MPU BHIMOJIHEHUH CUTYAI[HOHHON 3a1a4H.

OreHKa «yJOBJIETBOPUTEIHLHO» BBICTABISIETCS CTYACHTY, €CIIH COZICP)KaHWE TECTOBBIX
3alaHuil  PacKphITO cnabo, 3HAHWS WMMEIT (QparMEHTApHBIA  XapakTep, OTINYAIOTCS
MIOBEPXHOCTHOCTBIO M MAJIOH COJEepPKATEIbHOCThIO, MMEIOTCS HETOYHOCTH IIPH OTBETEC Ha
BOIIPOCHI; MPOrpaMMHBIC MATCPpUAl B OCHOBHOM H3JIAracTtCsd, HO JOMYIICHbI (baKTI/I‘IeCKI/Ie
OmMOKH; CTyACHT HE MOXET 000CHOBAaTh 3aKOHOMEPHOCTH W TPHHIIUIBI, OOBSICHUTH (DAKTHI,
CTYACHT HC MOXCT IMPUBCCTH IMMPUMCP I HIIIOCTpAaOUH TCOPCTHUYCCKOI'O IIOJIOXKCHUS, Y
CTYZICHTa OTCYTCTBYET IOHMMaHHE M3JIaraeMoro MaTepuaia, MaTepuai ciabo CTpyKTYpPHPOBAH;
Yy CTYACHTA OTCYTCTBYIOT INPCACTABJICHUSA O MCKIIPECAMCTHBIX CBA3AX, JOIMMYCTUJI CYIICCTBCHHYIO
OIMOKY TIPU BBHITTOJHEHUN CHUTYAIIMOHHOM 3a/1a4H.

OI.[GHKa «HCYHOOBJICTBOPUTCIILHO» BBICTABIIACTCA CTYACHTY, C€CIIN 06Hapy>KeH0 HE3HAaHUC
WIA HEMOHMMaHUE CTYJCHTOM IIpeIMeTa W3y4YeHHsl IUCHUIUIMHBL, COJEPKaHWE TECTOBBIX
3a/laHuil HE PACKPBITO, JAOMYCKAIOTCS CYIIECTBEHHBIC (DaKTHYECKHE OMMOKH, KOTOPHIE CTYACHT
HE MOJKET HCIPAaBUTh CaMOCTOSATENBHO; Ha OOJBIIYI0 YacTh JOMOJHHUTEIBHBIX BOIPOCOB IO
KOHTPOJILHOM paboTe CTYACHT 3aTpylIHSETCS AaTh OTBET WM HE JaeT BEPHBIX OTBETOB, HE
BBITTOJIHWJI CUTYAIIMOHHYIO 3371a4y.

8. YYEBHO-METOJUYECKOE U HWH®OPMALIMOHHOE OBECHEYEHUE
JUCIHUTIINHBI

8.1. OcHoBHas quTEpaTypa

1. AGymanze, [I. I'. JlokymMeHTanmmoOHHOE 00€CTIeueHnEe YIIPaBICHUS TIEPCOHATIOM | YUYCOHHUK
U TpakTHUKyM Juid  cpenHero npodeccuoHanbHoro  obpasosanusi/ 1. I'. AOynanmge,
. b. Bempsikkuaa, B. M. MacnoBa. — 2-e¢ u3a., nepepad. u gomn. — Mocksa : U3garenbcTBo
FOpaiir, 2024. — 370 c. — (Ilpodeccuonanbuoe odpazoBanue). — ISBN 978-5-534-15076-6.
— Tekcr : onexktponHwnid // OOpaszoBatenbHas taTdopma HOpait [caiit]. — URL:
https://urait.ru/bcode/513389

2. Kopuees, U. K. JlokymeHTanimoHHOe o0ecriedeHue ypaBlIeHUs : YYCOHUK U TPAKTUKYM
uis  cpeaHero  mpodeccuoHanbHoro — obpasomanus/  U. K. Kopuee, A. B. ITmenko,
B. A. Mamypues. — 3-¢ u3n., nepepab. u mon. — Mocksa : M3natensctBo FOpaiit, 2024, —
438 c.— (IlpodeccuonanvHoe oOpazoBanue). — ISBN 978-5-534-16002-4. — Tekcr
anexkTpoHHbd  //  OOpasoBarenbHas  1uargopma  FOpaiit  [caiit]. —  URL:
https://urait.ru/bcode/539262
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8.2. lonoHuTEIBHAS IUTEPATYPA
1. Hoponuna, JI. A. JloKkyMEHTallMOHHOE OOECIICUCHUE YMPABJICHHS . YYCOHUK U
OpakTUKyM Ui cpeaHero  mpodeccrmonanbHoro  oOpasoBanusi/  JI. A. JlopoHuHa,
B. C. UputukoBa. — 2-e u3a., mepepad. u aomn. — Mocksa : UznatenscTBo FOpaiit, 2024, —
270 c. — (IIpodeccuonanpHoe obOpazoBanue). — ISBN 978-5-534-16017-8. — Tekcr
anexkTpoHHbd  //  OOpasoBarenvHas  1uiargopma  FOpaiit  [caiit]. —  URL:
https://urait.ru/bcode/539338
2. Ilysamoma, H.H. [loxymeHTanmoHHOe oOO€CI€UeHUE YIMPABICHUS : y4eOHUK U
NPaKTUKyM I cpenHero npodeccuonanbHoro obpasosanusi/ H. H. lllyBanoBa. — 3-e wu3n.,
nepepad. u pomn. — Mocksa : U3gatensctBo HOpaiit, 2023. — 247 ¢. — (IIpodeccuonanpHoe
obpazoBanue). — ISBN 978-5-534-16538-8. — Tekct : anekrpoHHbld // OOpazoBaTenbHas
matdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/531240
3. Kysnenos, 1. H. JlokymeHTanimoHHOE oOecrieueHue yrpaBieHus. JJokyMeHTo000poT
U JICTIONIPOU3BOJICTBO : YUEOHUK U MPAKTHKYM JJI CPEAHETO MPOPECCHOHATBHOTO 00pa3oBaHusl /
. H. Ky3nenoB. — 4-e u3z., nepepad. u gomn. — Mocksa : U3narensctBo HOpaiit, 2023. —
545 c.— (Ilpodeccuonansuoe obOpazoBanue). — ISBN 978-5-534-16004-8. — Tekct
NeKTpoHHBIH  //  OOpazoBarenbHas  1atdopma  HOpaiir  [caiit]. —  URL:
https://urait.ru/bcode/523613

Ilepuoauyeckue u3aaHus:

1. Borpocs! ynpasnenus (kypHai). — EkarepunOypr: YpanbCKuit HHCTUTYT YIPaBICHUS
— ¢umman Poccuiickoil akaeMHH HApOIHOTO XO3SMCTBA M TOCYJIApCTBEHHON CIIY»OBI TPH
[Ipesunente Poccuiickoit @enepaunnlSSN: 2304-3369 Hoctynssiii apxus: 2017-2021 Pexum
noctyma: https://www.iprbookshop.ru/87622.html

2. AxtyanbHble TpOOJEMBbl SKOHOMUKM M MeHemkMmeHTa. — CaparoB: CapaTOBCKHA
FOCYyIapCTBEHHbIA TeXHUYECKU yHuBepcuter uMeHu FO.A. T'arapmna ISSN: 2312-5535
Hoctynusiit apxus: 2019-2021 Pexum goctyna: https://www.iprbookshop.ru/98831.html

3. ARS ADMINISTRANDI. UCKYCCTBO VIIPABJIEHUA (xypnan). — Ilepms:
[lepmckuii rocyaapcTBEHHBIM HalMOHAJIbHBIA HcCen0BaTeNbckuil yHUBEpcUTeTISSN: 2218-
9173 Joctymusiii apxuB: 2010-2021 Pexum gocryna: https:// www.iprbookshop.ru/11588.html

4. AxtyanbHble TpoOJeMbl poccHuiickoro mpaBa (KypHan). — MockBa: M3marenbcTBo:
MockoBckuii TocyaapcTBeHHbIN opuanuecknii yausepceuter umenn O.E. Kyradpuna (MT'HOA).
ISSN: 1994-1471 [Hoctynueni apxus: 2012-2016, 2020-2021. — Pexum pocryna:
https://www.iprbookshop.ru/63202.html

8.3. [IporpammHoe oGecnieyenue
1. ITaker mporpamm MicrosoftOffice (uuen3nonHoe)
2. Microsoft Windows (JiiieH3uOHHOE)
3. 7zip (cBOOOIHO pacHpoCTpaHsIeMOe, OTEUECTBEHHOE)
4. AaTUBUpYC (JTUIIEH3MOHHOE, OTE€UYECTBEHHOEC)
5. 1C: lpennpusitue 8. KommiekT A 00y4eHus B BHICIIUX U CPEAHUX YUEOHBIX 3aBEJICHUAX
(JTMIIEH3MOHHOE, OTEYECTBEHHOE)
6. Spu_orb (cB0OOAHO pacmpocTpaHsIieMoe, OTEYECTBEHHOER)
7. Hanoromnarenbmuk (CBOOOTHO pacpoCTpaHsIeMOoe, OTEYECTBEHHOE)

8.4. bazbl 1aHHBIX, HMH(OPMANMOHHO-CIIPABOYHbIE M IOHMCKOBbIE CHCTEMbI,
HNHuTepHeT-pecypcsl

1. CnpaBouno-npaBoBas cuctema «KoncymnprantlImroc» — http://www.consultant.ru/

2. Hudposoii obpazoBarenbHblil pecype IPRsmarthttps://www.iprbookshop.ru

3. O6pasosarensHast miathopma FOPAUT - https://urait.ru/

4. DnextpoHHas 6ubnmoreka «Bce yueOnukm» - http://www.sbio.info
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[TouckoBas cucrema Yandex - https://www.yandex.ru
@DOHJT IEHCHOHHOTO U COMANILHOTO cTpaxoBaHus PO - https://es.pfrf.ru/
NudopmanmonHslil pecypc « JkoHOMHKA U (PUHAHCHD) - WwWw.finansy.ru
Odunuanpuslii caiit banka Poccun - www.cbr.ru

9. Odunmaneueiii caiit KasnaueiictBa Poccunhttps://roskazna.gov.ru/

10.O¢unmansueiii caiit Munuctepcra punancoB PO - https:/minfin.gov.ru

11.0dbunmanbaplii  calT MUHHCTEpCTBA DKOHOMHYECKOTO pa3BuThUs Poccuiickoii
®eneparnunhttps:/www.economy.gov.ru

12.0dunmanbupiii calT DeaepanbHON HATOTOBOM ciTyk0b1 PO -www.nalog.ru/

13.Conmaneusbiit pong Poccun - https:/sfr.gov.ru

14.TTopran «byxranrepckuii yuet. Hamoru. Ayaut»https://www.audit-it.ru/

15.1Toptan 1o HAJIOTO0OJI0KEHHIO u OyXrajiTepckomy yuery
«I'maBOyx»https:// www.glavbukh.ru/

16.Odurmanshsiii caidt 1C http://l1c.ru/

17.baza  maHHBIX  MEXAYHAPOAHBIX  CTaHIAPTOB  (PUHAHCOBOM  OTYETHOCTH  —
MCO®Owww.msfofm.ru

18.2nexkrponHo-0nbnmoreunas cucreMa ZNANIUMAhttps://znanium.com

19.CnpaBouyHuK 17151 SKOHOMHUCTahttp://www.catback.ru/

20.2meKkTpoHHas OnbIMoTeYHas cucremMa
«CKCH»https://www.sksi.ru/Environment/EbsSksi

21.DHuuMKIONEIU YKOHOMUCTaAaWWW. grandars.ru

22 . UnpopmaniioHHbIi pecypc «DKOHOMHKA U (puHAHCEI»WWW.finansy.ru

23.OdunmanpHbIH cauT denepanbHON CITYKOBI roCyJIapCTBEHHOM
cratucTukuhttps://rosstat.gov.ru

9. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JUCHUITJINHbI

OTaenpHO MO THITAM 3aHATHIA:

- 711 IPOBEACHMSI 3aHATHI JIEKIIMOHHOTO THUIIA - CTIELUAIbHOE MOMEIEHNE, OCHAIIICHHOE
000opyOBaHHWEM, TEXHUYECKHMMH CpEICTBAaMU OOYYEeHUS W MaTepUalaMd, YYUTHIBAIOIIUMU
TpeOOBaHUS MEXTyHAPOIHBIX CTAaHAAPTOB.

- JUIS TIPOBEJICHUS 3aHSITUN CEMHHAPCKOTO THUIIA - CIIEIUATHLHOE TIOMEIICHHE, OCHAIIICHHOE
0o00opyZ0BaHHEM, TEXHUYECKHMMH CpelCTBaMU OOyYeHHsS U MaTepualaMd, YYUTHIBAIOIIUMU
TpeOOBaHUS MEXKTyHAPOIHBIX CTAaHIAPTOB.

- U1 IPOBEACHUS IPOMEKYTOUHOM aTTeCTallUU - CIIENUAIbHOE TIOMEIICHHE, OCHAIIICHHOE
000opyOBaHHEM, TEXHUYECKHMMH CpEICTBaMU OOYYEeHUS W MaTepUalaMd, YYUTHIBAIOIIUMU
TpeOOBaHUS MEXTyHAPOIHBIX CTAaHAAPTOB.

-7 CAMOCTOSITENIBHON PabOThl 00YYArOMIMXCS - CHEIUATBHOE MOMEIIEHUE, OCHAIIICHHOE
KOMIIBIOTEPHOH  TEXHHUKOH C  BO3MOXHOCTBIO  MOJKIIOYEHHS K  HMH()OpPMAlMOHHO-
TeJIeKOMMYHUKalMOHHONW cetu "VHTepHeT" U obecredeHreM JOCTyna B JIIEKTPOHHYIO
nH(pOPMaAITMOHHO-00Pa30BaTENBHYIO Cpely 00pa30BaTeIbLHON OpraHu3auy (MIPU HATHYUHN ).

O =N

10. OCOBEHHOCTH OCBOEHUA JANCIUITIIMHBI JUIOAMMU C
OI'PAHUYEHHBIMU BO3MOXHOCTAMMU 3/10POBbs

O6y‘laIOH_[I/IMC$I C OrpaHU4YCHHBIMHU  BO3MOXHOCTAMU  3OO0OPOBBIA  HNPCAOCTABIATOTCA
CrHielMalbHbIe yYeOHUKH, YYeOHbIE MOCOOMS WM JAMJAKTHYECKHE MaTepUalIbl, CIICIUAIbHBIC
TCXHUYCCKHEC CPCACTBA O6y‘I€HI/I$I KOJUICKTUBHOI'O W HMHIAWBUAYAJIBHOI'O IIOJB30BaHUA, YCIIYTH
accucTeHTa (ThI0TOpa), OKa3bIBAIOIIETO 00YUYaIOIIMMCS HEOOXOUMYIO0 TEXHUUECKYIO TTOMOIIIb, a
TaKXe yCIYTH CypJONEepPEeBOAYMKOB U TH(IIOCYPAOTIEPEBOTUHKOB.

OcBoeHMe TUCHUTUTHHBI 00YYarOIIUMUCS ¢ OTPaHUYEHHBIMU BO3MOXKHOCTSIMHU 3I0POBBS H
HUHBaJIMAaMHU MOXCT GBITB OpraHnu30BaHO COBMCCTHO C APYIr'UMH OGy‘-I&IOH_II/IMI/ICH, a TakKXe€ B
OTIENBHBIX TPYTIIaXx.
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OcBoeHMe JUCHUIUIMHBI 00Yy4alOIUMUCS C OTPaHUYEHHBIMU BO3MOKHOCTSIMH 3/10POBbS U
UHBAJIUJAMU OCYIIECTBISETCS C YYETOM OCOOEHHOCTEH MCUXO(pU3UYECKOT0 pa3BUTHS,
VHAUBUAYAIbHBIX BO3MOKHOCTEH U COCTOSHUS 3/I0POBBS.

B memsx AOCTYMHOCTH TMOJIyY4€HHsS CpelHEero NpoQecCHOHATbHOTO O0pa3oBaHMS 10
o0Opa3oBaTeNbHOl MporpaMMe JIMLIAMU C OTPAaHMYEHHBIMU BO3MOKHOCTSIMH 3JI0pPOBbS MU
OCBOCHMHU AMCUUIUIMHBI 00ECTIEYBACTCS:

1) ans nui ¢ orpaHUYEHHBIMUA BO3MOXKHOCTSIMU 37I0POBbSI 110 3pEHHIO:

— MPUCYTCTBHE THIOTOPA, OKA3bIBAIOLINI CTYJIEHTY HEOOXOIUMYIO TEXHUYECKYIO TTOMOIIb
C y4eTOM MHAMBUAYAIbHBIX OCOOCHHOCTEH (IOMoOraeTr 3aHsTh pabouee MeCTO, MepeABUTaThCA,
pOYUTaTh U OQOPMUTH 3aJJaHKE, B TOM YHUCIIC, 3aIUCHIBAS O] TUKTOBKY),

— MUCbMEHHBIE 3aJ]aHMsl, a TaK)Ke MHCTPYKIUHU O MOPSAIAKE UX BBIIOTHEHUS 0(QOpMIISIOTCS
YBEIMUYEHHBIM IpUPTOM,

— crenuagbHble YUeOHUKH, y4eOHbIE TTOCOOMS W TUIAAKTUUYECKHE MaTepuajbl (MMEIOIINe
KPYIHBIN WPHQT Win ayauodaitisr),

— UHMBUyaJIbHOE paBHOMEpPHOE ocBenieHue He menee 300 mroxkc,

—Npud  HEOOXOAMMOCTH CTYAEHTY JJs BBINOJIHEHUS 3aJaHus  IPEJOCTaBIISCTCS
YBEJIMUUBAIOIIIEE YCTPOMCTBO;

2) [ UL ¢ OTPAaHUYEHHBIMU BO3MOKHOCTSIMU 3/I0POBbS IO CIIYXY:

— IPUCYTCTBHE ACCUCTEHTA, OKAa3bIBAIOLIUI CTYACHTY HEOOXOANMYI0 TEXHHUYECKYIO
IOMOIIlb C YYEeTOM HHIMBHUIYaJbHBIX OCOOCHHOCTEW (ITOMOTaeT 3aHATh pabouee MecTo,
NepeIBUTaThCs, MPOYUTATh U OPOPMUTH 33JaHHE, B TOM YHCJIE, 3aITUChIBAs MO TUKTOBKY),

—obecrieunBaeTCsl  HaJMYMe  3BYKOYCHJIMBAIOIIEH  ammaparypbl  KOJUJICKTHBHOTO
MOJIb30BAaHUSA, MpPU HEOOXOIMMOCTH O0O0ydYaromeMmycsi HpeJoCTaBIseTCsl 3BYKOYCHIJIMBAIOIIAS
anmaparypa UHANBUIYAIBHOTO TOJE30BaAHUS;

—o0ecrnieunBaeTcss  HaJJIeXKAIIMMU  3BYKOBBIMH  CpPEACTBAMH  BOCIIPOU3BEACHUS
uHpopMaLnu;

3) anst AL ¢ OTPAaHUYEHHBIMU BO3MOKHOCTSIMU 3/I0POBBS, UMEIOLINX HApYLICHHUS OTIOPHO-
JBUTATEILHOTO alapaTra:

— NUCbMEHHBIE 3aJaHMsI BBINOJHAIOTCA HA KOMIIBIOTEpE CO CHEUATU3HUPOBAHHBIM
POTpaMMHBIM 00€CTIeYeHHEM MIIM HaIMKTOBBIBAIOTCS THIOTOPY;

— TI0 XEeJIaHUIO CTYJIEHTA 33J]aHUsI MOTYT BBIIIOJIHATHCSA B YCTHOM opMe.

[Iporpamma coctaBneHa B coorBercTBuM ¢ TpeboBanusimu PI'OC mo cmenmansrHoctn CIIO 38.02.01
DKOHOMHKA B OyXTanTepCKuid y4eT (10 OTPaCIIsIM)
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