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1. HEJIX U 3AJAYH OCBOEHU A JUCHUITJIMHbI

Llensamu OCBOGHHMSI IUCHMIUIMHBI «JlOKyMEHTAI[MOHHOE OOECIeYeHNe YIpPaBICHHS
SBIISIIOTCS: TPUOOpETEHHE CHUCTEeMBbl 3HAHMKW B 00JAaCTH JOKYMEHTAlMOHHOTO 00ecreueHus
yTIPaBJICHNUS, U MCIIOIb30BAaHHUE MX B IIPAKTUIECKON padore.

3a0auamu NUCHMIUINHBL «J{OKyMeHTallMOHHOE OOECIeYeHUEe YIPABICHUS» SBISIOTCS:
O3HAaKOMHTBCSI C COCTABOM DPEKBHU3UTOB JIOKYMEHTOB M NPABHI UX O(OPMIICHHS; pacCCMOTPETh
HOPSIIOK  COCTABJICHUS, WCIOJB30BAHUS M TOPSIOK MEPECMOTPa OpraHU3alMOHHO-TIPABOBBIX
JOKyMEHTOB; OBJQJeTh TAaKUMH HaBBIKAMH, KaK KJIacCH(UIMPOBATH M  COCTaBIATh
pacnopsauTenbHble JOKYMEHTBI; W3YYWUTh IIOJb30BAHHME M COCTaBICHHE WH(OPMAIIMOHHO-
CTIPaBOYHOW JOKyMEHTAlMM M 3HATh €€ OCOOCHHOCTH; OBJAJACTh HABBIKAMH COCTABJICHHS
CIIy>K€OHBIX IMUCEM M YMEHHIO BECTH MEPENUCKY; 3HATh KIACCUPHUKAIMIO TTHCEM; U3YUUTh ATAIIBI
JOKyMEHTOOOOpOTa OpraHM3allii; O3HAKOMHUTHCS C TOPSAKOM XPAaHEHHS JIOKYMEHTOB,
opopmieHreM M cHaydl 1Nl B apXWB; O3HAKOMUTCS C YHUQUIMPOBAHHBIMH (opMaMH IO
KaIpOBOMY JEJIONIPOM3BOACTBY, TOIyYUTh HABBIKM UX COCTABIICHUSI.

2. MECTO JUCHHUIIJIMHBI B CTPYKTYPE OIIOII

Jucrnmaa «/lokyMeHTaimoHHoe obecriedeHne yrpasieHus» B crpykrype OOIl CI1IO
BXOJUT B BapWaTUBHYK 4YacTh, B TOM 4YHCIIE  aJaNTal[MOHHBIC  JTUCIUIUTHHBI
obmenpodeccuonanpHoro mukna (OILB.4) mo cmemmansHocTn 38.02.01 DkoHOMHKA U
Oyxraitepckuii yder (MO OTpacisM)d HaXOAUTCS B JIOTUYECKOW U  COJAEpIKATEIbHO-
METOJAMYCCKON CBSI3U C IPYTUMU TUCIMILIHHAMU (MOJTYJISIMH).

[IpenmecTByrOMME TACITUTLIAHBI [Tocnenyromuye TUCIUTITUHBI (KYpPChI, MOJTYJIH,
(Kypchl, MOJTYJIH, IPAKTHKH ) IIPAKTUKHN)
OI1.01 DxoHOMMKA OpraHu3alun OI1.05 Hasoru u Haimoroo01oxeHue
OII.B.1MenexMeHT

TpeOGoBaHMs K BXOAHBIM 3HAHUSIM, YMEHUSM U KOMIETCHIIUSIM CTyICHTa (OPMUPYIOTCS
Ha OCHOBE MPOTpaMMBbl CpeIHEro o0Iero 00pa3oBaHus M0 SKOHOMUKE.

3. TPEBOBAHUSA K  PE3YJIbBTATAM OCBOEHUA COIEPXAHUA
ANCHUIIJINHBI

[Tpouecc n3yyeHus: TUCIUIUIMHBI HANpaBiieH Ha (OPMUPOBAHUE DJIEMEHTOB CIEIYIOIINUX
KOMIIETEHIIMHI N0 JAHHOM CIIELHAIBHOCTH:

a) oowux (OK)

OK 05.0cy1iecTBidTh YCTHYIO M TUCBbMEHHYI0O KOMMYHHMKALIUIO HA TOCYIapCTBEHHOM SI3bIKE
Poccutickoii denepariy ¢ y4eToM 0COOCHHOCTEH COIMATbHOTO U KyJIbTYPHOTO KOHTEKCTA,
OK 09.ITonb30BaThcsi MpO(ECCHOHAIBHOW JOKyMEHTallel Ha TOCYyAapCTBEHHOM U

MHOCTPAHHOM SI3bIKAX.

TpeGoBanuss K 3HAHUSIM, YMEHUSIM H NPAKTHYECKOMY OMNBITY N0 IWCHUILIHHE

«JlokyMeHTAllHOHHOE o0ecreuyeHne YIPaABJICHU»:

1) 3HaTh:

- IOHSITUE IOKYMEHTA, €ro CBOWCTBA, CIOCOOBI TOKYMEHTHPOBAHUS;

- TIpaBUJIa COCTaBICHUS U 0POPMIICHHUSI OPTraHU3AIMOHHO-PACIIOPSTUTEIBHBIX TOKYMEHTOB
(OPJD);

- CHUCTEeMY M THUIOBYIO TEXHOJIOTMIO JOKYMEHTAI[MOHHOTO OO0ECTECUeHUs YIpaBIICHUS
(10Y);

- OCOOCHHOCTH [IEJIONPOM3BOJICTBA IO OOpAIICHUSIM TpaxaaH U KOH(PHUICHIMAIBHOTO
JI€TONPOU3BOJICTBA.

2) yMeTh:

- 0hOpMIATh OPraHU3alMOHHO-PACIIOPSIUTEIBHBIE JTIOKYMEHTHI B COOTBETCTBUU C
nectBytomum ['OCTowm;

- OCYIIECTBIISITh 00Pa0OTKY BXOJSAIIUX, BHYTPEHHUX M UCXOSAIINX JOKYMEHTOB, KOHTPOIh
3a UX UCIIOJIHEHUEM;



- 0(hOpMIISITH TOKYMEHTHI AJIs IEpelaul B apXUB OpraHU3al1u.

3) npaKTHYeCKHH ONBIT: Pa3/IesioM HE PETYCMOTPEH.

4. OFBEM /IUCHHUIIJIMHBI U BUJIbI YUYEBHOM PABOTHI
OO6m1ast TpyA0€MKOCTh JUCIUIUIMHBI COCTABISIET 46 aKaleMUYECKHX Jaca.

(0]00]0)
Bun yuebHoM paboThI Bcero vacos CemecTtpbl
2(CO0O*)
4(000**)
YuebOHble 3aHsITHS (BCET0) 40 40
B TOM YHUCJIE:
Jlexmuu (JIK) 20 20
[Tpaktuueckue 3ausarus (I113) 20 20
Cemunapsl (C)
JlaGopatopusie 3ansTus (JI3)
Kouncynpranuu
CamocrositesibHasi padora (Bcero) (CP) 6 6
B TOM YHUCJIE:
Kypcooii nmpoekt (pabora)
PacuerHo-rpaduueckre paboThI
KontponbHas padota
Pedepar 2 2
CamomnoaroroBka (CaMOCTOSITEIbHOE U3yUEHUE Pa3JIETIOB, 4 18
npopaboTKa ¥ MOBTOPEHHUE JIEKIIMOHHOTO MaTepHralia i MaTepuala
Y4eOHHUKOB U YUeOHBIX MOCOOUH, ITOATOTOBKA K JIAOOPATOPHBIM U
MIPAKTUYECKUM 3aHATHAIM, KOJUIOKBHYMaM, pyOeKHOMY KOHTPOJIIO U
T.J1.)
Bun npomexyTodHOM arTecTanuu Kontpoabnass | KoHTposbHas
padora padora
O0mmii 00beM, yac 46 46
300
Bun yuebHol paboThl Bcero vacos Cemectpbl
2(COO0*)
4(000**)
YueOHble 3aHsTHSA (BCET0) 6 6
B TOM YHUCIJIE:
Jlexuuu (JIK) 2 2
[Tpaktuueckue 3ansatus (113) 4 4
Cemunapsl (C)
Jlaboparopusie 3ansTus (JI3)
Koncynpranuu
CamocrositesibHasi padora (Bcero) (CP) 38 38
B TOM YHUCJIE:
KypcoBoii mpoekt (paboTa)
PacuetHo-rpaduueckne paboThl
KonrposnbHas pabora
Pedepar 10 10
CamomnoaroroBka (CaMOCTOSITEIbHOE U3yUEHUE Pa3JIETIoB, 28 28

popabOTKa M MOBTOPEHHUE JISKIIMOHHOTO MaTepualia i MaTeprasa




Y4E€OHHUKOB U YUeOHBIX MOCOOUH, MTOATOTOBKA K JIAOOPATOPHBIM U
NPAaKTHYECKUM 3aHATUSAM, KOJUIOKBUYMaM, pyOe:KHOMY KOHTPOJIIIO

T.J1.)

HpOMe)KyTO‘IHaﬂ aTrecranus

2 2

Bun npomexyTouHOM arTecTauuu

pabora pabora

OO61mmii 00beM, yac

46 46

* Ha 6ase cpemHero o0Iero oopa3oBaHUs
** Ha 6a3e OCHOBHOT'O O0IIET0 0Opa30BaHMs

5. COAEP)KAHUE U CTPYKTYPA JTUCIUIIJIMHDbI

5.1. Conep:xaHue TUCUMILINHBI

Ne HanmenoBanue pasznena

pasnena Coneprxanue paszaena (TeMbl)

(Tembl) (Temsr)

Tema 1. | OcHOBHBIE noHsATUs | JlIOKyMeHTallMOHHOe OOecTeueHne yIpaBieHHUs, Kak
JEJIONPOU3BOACTBA. onqHa U3 (QYHKUMI ympaBieHus, yHUQUKAUS U
HopmaTtuBHo-mpaBoBoe CTaHapTH3aIM JIOKYMEHTOB, KJ1acCUpUKalus
O6CCHC‘ICHI/I€ I[OKYMGHTOB.HGJII/I, 3agadyu n MMPUHIUIIBI
JIOKYMEHTallMOHHOTO JIOKYMEHTallMOHHOTO o0ecrnieuyeHus
O6CCH€‘I€HI/IH ynpaBHeHI/Iﬂ.CI/ICTeMBI AOKYMCHTAlIUOHHOT'O
yIpaBiIeHUs o0ecrniedyeHus yIpaBleHUs, ux

aBToMaru3anus.JlOKyMEHTUPOBAHUE  YIPABICHYECKOU
JeATeNBHOCTH.  ['ocynapcTBeHHbIE  CTaHIApTBHl  HA
JOKYMEHTALMIO, OOILIepOCCHiicKiue Kiaccu(UKaTopbl
TEXHUKO-D)KOHOMUYECKOHN M COIMAIbHON WH(MOpMaITUH.

Tema2. | CoctaB pEKBU3UTOB U
npaBuia uxX ohopMIICHHS

OOumii BUI M COCTaB PEKBU3UTOB JOKYMEHTA; 00IIue
TpeboBaHus K OGOPMIICHUIO PEKBU3UTOB JIOKYMEHTA;
TpeOOBaHUS K M3TOTOBJICHUIO, YUETY, UCTIOIb30BAHUIO U

XpaHEHUIO 0J1aHKOB c BOCIIPOU3BEICHUEM

rocyaapcTBeHHoro repba P®, rep6oB cy0bekToB PO.
Tema3. | [IpaBuna nenoBoro | OdunmanbHO-ASIOBON CTHUITh. Ynorpebnenue
CTWJIS U MAallTMHOIIMCHOTO | CIICIMATbHOM ~ JIEKCHKH,  YCTapeBIIEH  JIEKCHKH,
oopmiIeHUS TEKCTa. | HEOJIOTU3MOB,  3aMMCTBOBAaHHBIX  CJOB, CJOB C
Cucrema JIETIOBOM | «YHUBEPCAIBHBIM 3HAYCHUE», COKPAIICHHI, S3BIKOBBIX
MEPENUCKH. dopmyn. Cucrtema nenoBoi mepenucku: Iloctpoenue

npemioxkeHnii.  TunmuuHble  ommMOKH B TEKCTax
JIOKYMEHTOB. BUJIbI 1€7T0BOM MEepenucKy U UX Ha3BaHUS.
CopneprxaHue MuceMm, TelerpaMm, TeIeKCoB, (pakcorpamm
(dakc) Tenedonorpamma. A6O6peBuarypa.

Tema4. | OpranuszanyoHHO-
paBoBas
JIOKYMEHTaLH.
JloxymMeHTupOBaHuE
JBUKEHUS KaJpOB

Haznauenne u coctaB OpraHu3alMOHHO - ITPABOBOU
JIOKYMEHTall1H. Yupeaurensckue JIOKYMEHTHI.
CocraBnenne u O(QOpMIICHHE OTACIBHBIX BHUIOB
OpraHU3aIMOHHO-TIPABOBBIX JOKYyMEHTOB. Opranuzaius
pabotel  peructpanuu. KoMriekcsl JTOKyMEHTOB IO
0hOpMIICHHIO: TIEPEBO/Ia HA IPYTYIO0 paboTy, OTITYCKOB,
HOOILPEHU I pabOTHHKOB, TUCTIUTLTAHAPHBIX
B3BICKAHWM, aTTeCTallud pPaOOTHUKOB, CIY>KEOHBIX
KOMaHJIMPOBOK, YBOJIbHEHHUSI.

Tema5. | Cucrema
pacopsSIAUTENILHON

OCHOBHOE Ha3HAYECHHUE PACTIOPSAIUTEIBHBIX JOKYMEHTOB.
PacnopsiauTenbHble TOKYMEHTHI COACPIKAILUE PEIICHMUS,

5

KonTpoabnasi | KonrpoabHas




JIOKyMEHTALUU. UIyIIUEe CBEPXy BHU3 IO CHCTEME YIpaBIICHHUS.
Cucrema crpaBo4HO- | FOpunnueckass — cocTaBisiomas  pacnopsAUTENBHBIX
uH(POPMAIMOHHON nokymeHToB. Ilpomeaypa wu3gaHus, COCTaBICHUS W
JIOKyMEHTaLUN. o OopMIICHHUS PaCTIOPSIAUTENBHBIX IOKYMEHTOB.
[lonarue cnpaBoYHO-UHPOPMALMOHHON JTOKYMEHTAIHH.
[IpoTOKOMBI, BBIMMCKKM W3 MPOTOKONA, IOKIAIHBIE H
00BSICHUTENBHBIC 3aIIMCKH, 3asBJICHHSI, IPEICTABICHHSL.

Temab. | Opranuzanus [TonsiTie MOKyMEHTOOOOPOTAa W €ro OCHOBHBIE ATAIlbI.
JOKYMEHTO000poTa Opranuzanus padoThl ¢ TOKYMEHTAMH: YKCIIEAUIIMOHHASL

00paboTKa BXOISANINX, UCIOJHEHHBIX U OTIIPABIISIEMbIX
JIOKYMEHTOB; MpeABAPUTEIBHOE paccMoTpeHHe
JIOKYMEHTOB B ciyx0e JOKYMEHTAllMOHHOTO
oOecrieueHns; palMOHAIBHOE JBUKEHHE JOKYMEHTOB
BHYTPUM  OpraHM3allid; HCIOJHEHUE  JIOKYMEHTOB;
MHJEKCUPOBAHUE TOKYMEHTOB.

Tema7. | ApXuBHOE J€JIO. [TonsitTue  apxuBa ®  uCTOpHS  (POPMHUPOBAHUS
Homenknarypa U | TOCYIapCTBEHHOU apXUBHOU CITY>KOBI PO.
dbopmupoBaHHE JETI. ['ocynapctBeHHass dacth apxuBHOro ¢oHma PO.

ApxuBHBIH (OHJ OpraHU3alUU, KOMMEPYECKOH (UPMBI.
Odopmnenne nen1 UIMTETbHBIX CPOKOB XpaHEHWS,
COCTaB YYETHBIX JOKYMEHTOB apxuBa; Mepenaya u
WCITOJIb30BAHNE JOKYMEHTOB apXUBa.

Buasl HOMEHKIATyphl [€1; TUIOBBIE M MPUMEPHBIC
HOMEHKJIaTypbl ~ JIe1  OpraHu3allid;  COCTABIICHHE
HOMEHKJIATyphl,  coOironeHue  TpeOOBaHUU  NpHU
dbopMUpOBaHUU JI€T; XpaHEHUE JieJd y HWCHOJHUTENS;
JIOKYMEHTBI BHYTPH JEJI.

Tema8. | OkcnepTuza 1eHHOCTH | [ToHsITHE LIEHHOCTH JOKYMEHTOB, CUCTEMa SKCIEPTHBIX

JIOKYMEHTOB. OpraHOB, TMEPEYHH JIOKYMEHTOB C YKa3aHUEM CpPOKOB
XpaHEHMs, METOIMKA IPOBEICHUS SKCIIEPTU3bI LIEHHOCTH
nokymMeHToB. IloaroroBka u mnepepada aeil B apXuB
OpraHu3alnuy, MOpsSJOK MepeJadyd JOKYMEHTOB Ha
rOCYJJapCTBEHHOE XpaHEHHE.

5.2. CTpyKTypa QM CHUNINHBI
0P0
Ne KonuyecTBo yacos
paszaena HaumenoBanue pazzena (Tembl) Beero TIK m CP

(Templ)

Tema 1. | OCHOBHBIE MOHATHS ACIONPOU3BOACTBA.

HopmatuBHO-ipaBoBOE 0OECTICUCHHE 4 2 2 -

JIOKYMEHTAIIMOHHOT'O 00eCIIeUeHHs yIpaBICHUS

Tema 2. | CocTaB peKBU3UTOB U MTpaBuiIa UX 0hOPMIICHHS 4 2 2 -

Tema 3. | [IpaBuiia 1€10BOTO CTHIISL U MAIIMHOTIMCHOTO
oopmuenus tekcta. Cucrema 1ea0Boi 4 2 2 -
MEPEIUCKH.

Tema 4. | Opranu3anmOHHO-TIPAaBOBasl JOKYMEHTAIUA. 3 4 4 )
JloKkyMeHTUpOBaHUE IBUKEHHS KaJIPOB.

Tema 5. | Cucrema pacnopsAUTENIbHON 10KYMEHTALINH.

Cuctema cripaBoYHO-HH(POPMAITMOHHON 8 4 4 -

JIOKYMEHTAlIUU.

Tema 6. | Opranuzanusi JOKyMEHTO000pOTa 6 2 2 2

Tema 7. | ApxuBHOE J€o0. 6 2 2 2




Howmenknarypa u opMUpOBaHHE JEL.

Tema 8. | DKkcnepTr3a HEHHOCTH IOKYMEHTOB. 6 2 2 2
Koncynpranus - - - -
IIpoMexxyTouHas aTTecTanus - - - -
OO6muit 00BeM 46 20 20 6

300
Ne KoaugecTBo yacos

Izﬁi[/[e;)a HaumenoBanue pasziena (TemMbl) Beero | JIK m CP

Tema 1. | OCHOBHBIE MOHATHS ACJIONPOU3BOACTBA.

HopmatuBHO-ipaBoBOE 0OECTICUCHHE 5 - - 5
JIOKYMEHTAIIMOHHOT'O 00eCIIeUeHHs yIpaBICHUS

Tema 2. | CocTaB peKBU3UTOB U IIpaBmiIa UX 0hOPMIICHHS 7 2 - 5

Tema 3. | IIpaBuia 1e10BOr0 CTHIISI U MAIMHOIIUCHOTO
odopmiieHus Tekcta. CucreMa JemoBon 5 - - 5
MEePEIUCKHU.

Tema 4. | Opranu3zanmOHHO-IIPABOBAs JOKYMEHTAIIUA. 7 i ) 5
JlokyMeHTupOBaHUE ABUKEHHS KaJIPOB.

Tema 5. | CucremMa pacniopsiAuTEIbHON TOKYMEHTAIINH.

Cucrema cipaBOYHO-MH(POPMALIMOHHOM 5 - - 5
JIOKYMEHTALUU.

Tema 6. | Opranuzanusi JOKyMEHT0000poTa 5 - - 5

Tema 7. | ApxuBHOE J€O0. 7 ) 5
Howmenknarypa u dopMupoBaHue Jell.

Tema 8. | DkcnepTH3a HEHHOCTU TOKYMEHTOB. 5 - - 3
IIpomeskyTOUHAS aTTeCTALMS 2 - -

OO6muit 00BeM 46 2 4 38
5.3. [IpakTHYecKue 3aHATHS U CEMUHAPbI
Ne | Ne paznena Tema Konunuectso
/I (Tempr) JacoB
O0P0 | 300

1 Tema 1. CocTaB HOPMATUBHO-IPABOBOTO 00ECTICUEHHS
JIETTONPOU3BOICTBA. 3aKOHOIaTeNbCTBO PD, npaBoBbIE
akthl [Ipesunenra, [IpaBurenscrBa PO, dhenepanbHbix 2
OpraHOB UCIOJHUTEIBHOMN BIaCTU B 00JaCTH
JIOKYMEHTAIIMOHHOTO 00eCIIeUeHHUS.

2 Tema 2. CocTaB peKBU3HUTOB M MpaBujia X oopmieHuUs 2

3 Tema 3. | JIOKyMEHTBI, BBICTYIIAIONINE B KAYE€CTBE HHCTPYMEHTA
OTIEPaTUBHOTO MHGOPMAITMOHHOTO 0OMEHA MEXTY 2
OpraHu3alMsIMU.

4 Tema 4. Komrutekcer 1okyMeHTOB 110 0(hOpMIICHHIO: TIepeBOIa Ha
JpyTyio paboTy, OTIIYCKOB, MOOIMIPEHUN PAOOTHUKOB, 4 )
JTUCIUIIMHAPHBIX B3bICKaHMIM, aTTeCTallui paOOTHUKOB,
CITy)eOHBIX KOMaHAUPOBOK, YBOJILHECHHUSI.

5 Tema 5. [TonsTHe cripaBOYHO-UH(DOPMAITMOHHOMN TOKYMEHTAIIUH.
[IpoTOoKOJIBI, BBIMUCKU U3 MPOTOKOJIA, JOKJIAJAHBIE U 4
00BSICHUTENbHBIC 3aIMCKH, 3asBJICHHSI, IPEICTABICHHUSI.

6 Tema 6. Opranuzanus paboThl ¢ TOKyMEHTAMH: SKCIICTUITUOHHAS
00paboTKa BXOSIINX, UCTIOJTHEHHBIX U OTIIPaBIISIEMbIX 2
JIOKYMEHTOB.

7 Tema 7. ApXUBHOE JIeJIO. 2 2




Howmenknatypa u popMHUpOBaHHUE JIEII.

8 Tema 8. [ToaroroBka u nepeaayda Jiejl B ApXuUB OpraHu3allni,
MOPSIIOK Mepeayu IOKYMEHTOB Ha TOCYAapCTBEHHOE 2
XpaHECHHE.

5.4. JlabopaTopHble padoThI

Ne | Ne paznena HaunmenoBanue 1ab0paTopHbIX paboT Komunuectso
/11 (Templ) 4acoB

5.5. CamocTosiTe/IbHOE M3y4YeHHE Pa3/1eJi0B (TeM) THCHMILIHHBI

Ne paznena TeMmbl, BIHOCUMBIE Ha CAMOCTOSITEILHOE U3YUCHUE KonunuectBo
(Temnr) 4acoB
O0P0 | 3®0

Tema 1. OCHOBHBIE OHSTHUS ACJIOMPOU3BOACTBA.

HopmartuBHo-npaBoBoe obecriedeHne JOKYMEHTAuOHHOTO - 5

obecrieueHus yrpaBacHUs
Tema 2. | CocraB peKBU3HUTOB M IIPpaBUiIa UX OPOPMIICHHS - 5
Tema 3. | [IpaBuna 1eI0BOrO CTHIISA U MAIIMHOMTUCHOTO O(OPMIICHHUS

TekcTta. CucreMa Je10BOM MEePENUCKH. i >
Tema 4. Opranu3aloOHHO-TIPAaBOBas JOKYMEHTAIUA.

JIOKyMeHTUpOBaHUE ABM)KEHUS KaJIPOB. i >
Tema 5. CucreMa pacnopsIuTeIbHON JOKYMEHTAINH.

Cucrema cripaBOYHO-HH(POPMAITMOHHOMN TOKYMEHTAIINH. i >
Tema 6. | Opranuzanusi JOKyMeHTO00OpOTa 2 5
Tema 7. | ApxuBHOE€ J€o0.

Homenknarypa u ¢popMupoBanue Jen. 2 >
Temas. DKCnepTu3a HEHHOCTH JOKYMEHTOB. 2 3

6. OBPA3OBATEJIBHBIE TEXHOJIOT' MU

W3ydenne AUCIUIIIUHBL «J{OKyMEHTallMOHHOE OOECIIeYeHrEe YMpPaBJICHUSD) OCHOBAHO Ha
MPUMCHCHUC MHHOBAIIMOHHBIX 06p&30BaTeHBHBIX TCXHOHOFHﬁ, OCHOBAHHBIX Ha HUCIIOJb30BaHUU
AKTUBHBIX U UHTEPAKTHBHBIX METOIOB O0YUYCHHSI.

OcHOBHEIE BUbI UCIIOJIB3YCMBbIX O6p330BaTeJ'H>HLIX TEXHOJIOTHH:

-IeSITEIHO-OPUCHTUPOBAHHOE ~ OOyYeHHe  CTYICHTOB. JlesTenbHbIE  TEXHOJOTHH
BKJIFOYAaKOT B CCGSI aHaJInu3 CPITyaI_II/Ifl, pCHICHUC CUTYAUOHHBLIX 3ada4d4, MOACIUPOBAHUC
poeCCHOHAIBHON JEATETHFHOCTH B YU€OHOM MPOIIECCE;

-TMYHOCTHO-OPUEHTUPOBaHHOE OOydeHue. M3ydeHue IUCHMIUIMHBI —Mpearojaraet
BO3MOXXHOCTh BBIOOpA UIS CTYJIEHTOB W TIOCJIEIYIONIEE BBITIOJIHEHUE PA3IUYHBIX TBOPUYECKUX
3aI[aHI/II>'I. TaK, CTYACHTBI MOT'yT HNOATOTOBUTH HNHUCBMCHHOC PCIICHUC 3aAdaydu; MOATOTOBUTDH
KPOCCBOP/IbI ¥ TECTHI IO H3y4aeMbIM TEMaM; BBICTYIIUTH ¢ pedepaToM (JOKIAT0M).

-alanTUBHAsT ~ TEXHOJOTWs  (MCCIeNOoBaTeNIbckoe  OOydeHHe), OCHOBaHHAs  Ha
MaKCHUMaJIbHOM BOBJICYCHUH CTYJICHTOB B MHINBUAYAILHYIO CAMOCTOSTEIBHYIO pa0oTYy.

AKTHBHbIE U HHTEPAKTHBHbIE 00pa30BaTe/IbHbI€ TEXHOJOTHH, HCMHOJIb3yeMble B
ayIMTOPHBIX 3aHATUSAX

Ne paznena Bun Hcrnonp3yeMble HHTEpaKTUBHBIE 00pa30BaTeIbHbBIE KommuectBo
(Temsr) 3anstus (JI, TEXHOJOTHH * 4acoB
113, C, JIP) 0®O0 | 300
3 113 Juckyccus 2




5 I13 Pabota B rpynmnax (mpoBeieHUE COBEILAHMS U 2
COCTaBJICHHE MPOTOKOJIA)

7 113 KomMmnbroTepHas npe3eHranus 2 2

*PacripenieneHueSBICTCANPUMEPHBIM, T.K.TIPETIOIaBATEIIbMOKETBAPEUPOBATEO0PA30BAT
€JIbHBIETEXHOJIOTUMB3aBUCUMOCTHOTKOHKPETHOHTEMBI,aTaKXKEeCYydeTOMYPOBHIOCBOCHUI3HAHU
1,yMEHUIMHABBIKOBCTY ICHTAMHITO TUCIIUILTHHE.

IlepeyenbHH(POPMALMOHHBIXTEXHOJIOT Mil,MCTI0Ib3YEeMBIXIIPUOCYLLIECTBJICHHH
00pa30BaTeIbHOTONPOLECCANOUCIUIIIINHE:
—00paboTKa TEKCTOBOW MH(OPMAIUH;
—cOop, XpaHeHHe, CUCTeMaTH3alUsMBbIIaua yueOHOHMHAYYHOMMH(pOpMAIINY;

—TOATOTOBKAa, KOHCTPYMPOBAaHHUE M MPE3CHTAIMs] MTOTOB MCCIEIOBATENbCKONH |
AHATUTHYECKOUICSTETbHOCTH;

—CaMOCTOSATEIbHBIN MIOUCKJIOTIOJIHUTEbHOTOy4eOHOTOMHAyYHOTOMaTepraa,c
UCTIOJIb30BAHUEM ITOWCKOBBIX CHCTEMHCAHTOB ceTH VHTEpHeT, 3IeKTPOHHBIXIHINKIONEIUHA
n0a3MaHHbIX;

—HCTOJIb30BaHUE 00pa30BaTeNbHBIX TexHONOTHH B pamkax OWOC s pacchuUIKH,
NEepenrCcKH HOOCYKICHUS BOSHUKIIUX YUEOHBIXIIPOOIEM.

7. OUEHOYHBIE CPEJICTBA JJIA TEKYLIEI'O KOHTPOJIA
YCINEBAEMOCTH UTPOMEXYTOYHOM ATTECTALIUA
Jlna aTTectanuy 0Oy4aroIIMXCS Ha COOTBETCTBUE UX IMEPCOHAIBHBIX JTOCTHXKEHUH IO
sranHeiM TpeboBanusM OIIOIl mo cnenmansHocty 38.02.01 DxkoHOMHUKA M OyXranTepcKuit
y4eT (110 OTpacisiM)co3aat0Tcst (POHIBI OLIEHOYHBIX CPENICTB.
Tunosbie TeMbl pedepaToB

Hcropus BOSHUKHOBEHUS AEN0Npon3BoacTBa B Poccun.

CucreMa 10KyMEHTAIIIOHHOTO O0EeCTIeUeHus yIpaBiIeHUs.

Hoxyment. Knaccudukamnus 10KyMeHTOB.

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

OyHKIUU U 00sI3aHHOCTHU ceKkpeTaps-pedepenra.

KanpoBsrit mogdop nepconana.

TexHuyeckue cpeacTBa, 0OecrneynBaroniie Tpy/l ceKperaps, opuc-MeHemKepa.
Be3omacHOCTh IEHHBIX WH(OPMAIIMOHHBIX PECYPCOB.

Opranu3alnoOHHO-IPaBOBas KaapoBas JOKYMEHTAIHSI.

. Ortudeckue TpeOOBaHUs K 0UC-MEHEIKEDY.

TpebGoBanusi, npeabsIBIsieMble K 0(OPMIICHUIO TTUCEM.

. IIpaBuna peructpanuu BXOQAIIENH U HCXOAIIECH KOPPECTIOHICHIIUH.

. JIOKyMEHTOINOTOKH: BHYTPEHHHUE U BHEUIHHE.

. IlpaBuna yueTa u XpaHeHus TpyAOBbIX KHIDKEK. OdopMieHue npuema Ha padoTy.

. PazHOBHIHOCTH CiTy’)KEOHBIX THCEM.

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

. XpaHeHHe UCTIOJTHEHHBIX TOKYMEHTOB B MOJIpa3e/IeHUsIX OPraHu3alliu U €€ apXuBe.
OdopmreHre pacOpsSANTENLHON JOKYMEHTAIUH.

TpebGoBanust K 0POPMIICHUIO TMYHBIX JEI.

. Pabota ¢ koH(UIeHINANBHBIMU JOKYMEHTaMH.

. Ctpykrypa kaapoBoi HHHOPMAITMOHHO-TOKYMEHTAITMOHHON CHCTEMBI.

. Homenkinarypa nen. Buast Homenkiatyp. CoctaBienue 1 ohopmiieHHe HOMEHKIATYPBI Jell.
. JIOKyMeHTBI IO TUYHOMY COCTaBY.

. DKcnepTu3a HEHHOCTU JOKYMEHTOB.

. DTHKa CEKpETapCKOro Tpyaa.

. JlenoBbIe U JIMYHBIE KaY€CTBA CEKpETapsi.

. KoHTposb 3a ucnioslHeHHeM JOKyMEHTOB (TEKYIIHH, MPEAyTPEAUTEIHHBIN, HTOTOBBIN).
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29. Knaccuduxanus 1ea0Bor JOKyMEHTAIUH.
30. Obumme HOpMBI W TpaBuiaa O(GOpPMIICHHA JOKyMEHTOB: Pa3mepbl Oymaru, Hymepauus
CTpaHUI], J1aT, COKPAILECHHS CJIOB B TEKCTE, HAITMCAHUE YHCEL.

TunosBble 3a1aHus B TeCTOBOM opme
1. 3akoH4YHMTe HAYATOE MpeJI0KeHHe OTHUM U3 TPeX BAPUAHTOB
0oTBeTAa:
JlokyMeHTO000pOT - IBUKEHHE JOKYMEHTOB B OpraHM3alli ¢ MOMEHTa X CO3AaHMs J10:
1.1. mepegayu Ha UCTIOJIHEHUE
1.2. TOAIIMBKY B AEJIO
1.3. 3aBeplIeHHs UCIIOIHEHUS WU OTIIPABKU
2.llomyepkHUTE NPAaBUWIbHBIH OTBET
JloJKHA T UHCTPYKIUS O AEONPOU3BOJICTBY OPraHU3AlMK YCTAHOBUTH TEXHOJIOTHIO BCEX
JEIONPOU3BOICTBEHHBIX ONEPALUiA, BBIMOIHAEMBIX B OpraHU3auu?
2.1. na
2.2. Her
3.KeM ycTaHABIMBAIOTCS HHAMBUAYAJIbHbIE CPOKH MCTIOTHEHNUS
JIOKYMEHTOB?
3.1. pyKoOBOAWTENEM CTPYKTYPHOIO MOJAPA3CIICHNUs, TJ1€ UCTIOTHIETCS JOKYMEHT
3.2. KaHuensipueu
3.3. pYKOBOJHUTENIEM OpraHU3alUuu
4. Kakue ¢opmbl perucrpanuu 10kymeHToB B Poccnn?
4.1. XypHanbHas
4.2. KapTtouHas
4.3. aBTOMaTU3MpPOBaHHAA '
4.4. Bce BbIIECNEPEUNCICHHBIE
5. Ilpu perncTpanuy KAKUX JOKYMEHTOB BMeCTe € MOPSIKOBBIM PerucTPalHOHHBIM
HOMEPOM NPOCTaBJIsieTCsl HOMep AeJia, B KOTOPOM XPAHUTCS KONMS J0KyMeHTa?
5.1. npuxkassl
5.2. TIPOTOKOJBI
5.3. akThl
5.4. nuceMma
6. B kaknX 10KyMeHTax PsiioM C PerHCTPallMOHHBIM HOMEPOM yKa3biBaeTcs OykBa «JI»
u «K»?
6.1. akThI
6.2. JOKJIaJHbIE 3aITUCKU
6.3. npuKasbl M0 OCHOBHOU JESTEIIBHOCTH
6.4. mpukasel 110 JINYHOMY COCTABY
6.5. crOpaBKu
7. Illpn perncrpanMy KakKoro J0OKyMEHTAa ATy PerucTpauud YKa3bIBalOT He B J€Hb
ero noANnucaHus?
7.1. mnpuxas
7.2. TPOTOKOJ
7.3. pelieHue
7.4. TmOCTaHOBJIEHUE
8. Eciiu 1oKyMeHT oTnpaBJisieTcsl B IBa aJipeca 1o mo4re, T0 CKOJIbKO He00X01UMO
NOATOTOBHUTH IK3eMILIAPOB 3TOI0 JOKYMeHTa?
8.1. detnipe
8.2. nBa
8.3. Tpm
9. Kakne MOryT OBITh HOMEHKJIATYPHI J1€J1?
9.1. koHKpeTHas
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9.2. mpumepHas
9.3. Tumnosasa
9.4. Bce BBIIENEPECUNCICHHBIE
10. B HOMeHKJIaType JAeJ1 AOKYMEHThI CHCTEeMAaTH3HPYIOTCH
10.1. mo BuAaM JOKyMEHTOB
10.2. o conepxaHuto
10.3. mo cpokaM XpaHEeHUS
10.4. Bce BbILIENIEPEUNCIICHHBIE
11. KT0o Mo:xeT padoTaTh ¢ JIOKYyMEHTAMH, MMEKIIMMHA KOMMEPYECKYI0 TalHy?
11.1. TOIBKO pyKOBOJIUTEID
11.2. Bce paOOTHUKHW OpTraHU3alUN
11.3. pyKoBOOUTENM CTPYKTYPHBIX NIOpa3EIECHUNA, OpraHu3alui
11.4. paGOTHUKH, OTIpEICIICHHBIC PYKOBOIUTEIIEM
12. PeKBU3HUT JOKYMEHTA - 3TO:
12.1. ero oTOEILHBIN DJIEMEHT
12.2. yactp cnyxeOHOro MuchmMa
12.3. dbupmeHHBIH O1aHK
13. B kakoM ciy4ae npaBuJbHO 0popMIIECH PEKBU3UT «Anpecar»?
13.1. JupekTopy mikosbl Ne 26 MatseeBoi Tamape IleTpoBHe
13.2. {upektopy mikoisl Ne 26 MarseeBoii T.I1.
13.3.355000, r. CraBponosb, nip. FOnoctu, 7 upexropy mkossl Ne 26 r-xke MarBeeBoi
T.IL
13.4. Jupekropy CraBpononbckoi mkosasl Ne 26 T.I1.MatBeeBoi
14. B pexBH3uTEe «AApecaT» HHUIHAJbBI CTABAT:
14.1. mepen dpamunuen aapecara
14.2. mocne pamunuu anpecara
15. B kakoMm cJjy4ae nNpaBUJbHO 0popMiIeH PeKBU3UT «OTMETKA 0 HAJIUYUH
NPHJIOKEHH D), €CJIM B TEKCTe COMPOBOJUTEJBHOI0 NUChMa He YIIOMHHAJIOCH O
NpUJI0KeHUun?
15.1. Ilpunoxenue: 1. CrpaBka o corinacoBaHWU NPOeKTa Ha 4 1. B 1 7K3.
2. OT3BIB 110 TPOEKTY Ha 2 JI. B 1 3K3.
15.2. Ilpunosxxenue: Ha 6 1. B 1 7K3.
16. C kakoil HeJbI0 HA CIYKEeOHOM NMUCbMe YKa3bIBAKT pamMuinio u tejaedoH
HCIOJHUTESA?
16.1. nns onepaTUBHOM CBSI3U C UCIIOJHUTEIEM
16.2. nyis npuaHus TOKyMEHTY IOPUANYECKON CHUIIBI
17.B kakoMm cayuae npaBuJbHO opopmiieH pekBU3UT «Iloanmuch» Ha OJaHKe

AOKyMeHTa?
17.1. IupekTop mkosbl Ne 25 B.A. IlerpoBa
17.2. IupexTop LIKOJIbI [lerpoBa B.A.
17.3. Iupexrop B.A.IlerpoBa

18. [I;nan pa6oThl koAbl HA 2001—2002 yuyeOHBII o YyTBep:K/AeH pellleHueM
neJaroru4eckoro copera. B kakom ciayuyae npaBuiibHo ogopmiieH pekBu3uT «I'pud
YTBepP:KAeHUSA NTOKYMEHTa»?

18.1. YTBEPXJIAIO

Pemenne nemarornyeckoro cosera ot 12.08.2006 . Ne 14
18.2. YTBEPXJEH

Pemmenniem negarornyeckoro cosera oT 12.08.2006 Ne 14
18.3. YTBEPXEH

Pemenue negarornueckoro cosera ot 12.08.2006 r. Ne 14
19. PexkBUM3HT corjiacoBaHusi 0popMJIAIOT CJeayIIIUM 00pa3om:
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19.1.  COI''TACOBAHO
[IpoTokoisioM 3acenanust
[IpaBnenust crpaxoBoi
komnanuu «ILmaneray
oT 21.06.2006 Ne 10
19.2. H.N. Opnos
HOONUCD
19.3. HayanbHUK IOPUAMYECKOTO OT/AENA
JIMYHAS OINUCH T.H. CunoposB
21.12.2006
20. Jlyist TOKYMEHTa, NOAJMHHUK KOTOPOIr0 OCTAEeTCH B OPraHU3aluu, BU3bI
NPOCTABJAIOTCA:
20.1. HUXKE MOANKUCH PYKOBOJIMUTENS, TOAMUCABLIETO JOKYMEHT
20.2. B HIKHEH 4acTH OOOPOTHOM CTOPOHBI OCJIEAHET0 JIMCTA MOUIMHHUKA TOKYMEHTa
20.3. Ha MEpHOM JINCTE IOKYMEHTa Ha €ro 000POTHON CTOPOHE
21. s TOKyMeHTa, NOAJMHHUK KOTOPOTr0 OTNPABJAETCHA U3 OPraHU3al U, BU3bI
NPOCTABJIAITCH:
21.1. B HWXKHEW YacTH JIULIEBOM CTOPOHBI ITOCJIEAHETO JINCTA KOITUU
JIOKYMEHTa, HAXOIAILEHCS B OPraHNn3aliH
21.2. B HWKHEH yacTh 000POTHOM CTOPOHBI OCIIETHETO JHCTA KOTIUU JT0KYMEHTa,
HaxoAIIEHCS U OpraHu3aluu
21.3. Ha mepBOM JIUCTE 0OOPOTHOI CTOPOHBI TOKYMEHTA
22. B orcyTcTBHE PYKOBOAUTEJISA MOANMCAHNE IOKYMEHTA 3aMecTUTeJIeM UJIH
HCIHOJHAINM 00S13aHHOCTH PYKOBOIMTEIs:

22.1. 3a qupektopa A.W. Ilerpos
(moamnucs ero 3ama Cuyiopona)
22.2. Jlupextop ' A.N. TleTpoB
(moamnuce ero 3ama CuyiopoBa)
22.3. N.O. nupekropa I'.B. Cunopos

(JInuHas MOJNHUCH)

23. llonsiTue «/le1oNpon3BOACTBO» - ITO:

23.1. cucteMa XpaHEHHUs JOKyMEHTOB

23.2. cocTaBJIEHUE JOKYMEHTOB

23.3. TOKYMEHTHPOBAaHNE U OpraHU3aIHsl paboThl C TOKyMEHTaMHU

24. C noMOIIbI0 KAKOT0 PEKBU3UTA 0(popMIIsieTCsl BHELIIHEE COIJIACOBAHME JOKYMeHTa?

24.1. BU3BI, COIIaCOBAHMS

24.2. rpuda coryiacoBaHus

25. Eciin 1Be OpraHu3anyu COCTABJISIOT COBMECTHBIN TOKYMEHT,
TO OH opopmJisieTcs:

25.1. Ha GyaHKe MEepBOM OpraHU3aluu

25.2. Ha Gj1aHKe BTOPOW OpraHHU3aIlin

25.3. Ha nucte Oymaru ¢popmara A4

26. KeM nmoanucbIiBaOTCsl JIOKYMEHTBI, COCTABJIAeMble KOMUCCHENH?

26.1. pykoBOJUTENIEM OpPraHU3alUN

26.2. npencenarenemM

26.3. mpencenaTeseM U WIEHaMHU KOMUCCHU

26.4. npencenaTeneM U CEKpeTapem

27. Ha xakom cayxe0HOM NMHCbMe NPOCTaBJasieTcs peKBU3UT «CchlIKa HA
perucTpanuoOHHbII HOMEP M AaTy JOKyYMeHTa»?

27.1. mpocrbax

27.2. conpOBOAUTEIBHBIX

27.3. uHpOpPMAITTOHHBIX
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27.4. otBeTax
28. sIBasiercs 1M 00513aTeJBHBIM VIS PETHCTPALMN OPTaHU3ALNH, YUPeKAeHHUSA
HaJunume Ycrasa?
28.1. na 28.2. HeT
29. Kakue opraHu3aiMOHHbIe JOKYMEHTbI YTBEP:KIAATCA PYKOBOAMTEIEM
opraHm3anuu?
29.1. TOMKHOCTHBIE MHCTPYKIIMHT
29.2. I0JI0KEHHUSI O CTPYKTYPHBIX NOAPA3ACIECHUAX
29.3. mTaTHOE pacuucaHue
29.4. mpaBuiia BHYTPEHHETO pacIopsiika
29.5. Bce IEpPEUYUCIICHHBIE BBIIIE JOKYMEHTHI
30. B xakom 10KyMeHTe MOTYT ObITH OTOBOPEHBI YCJI0BHSI PEOPraHU3ANMHU H
JIMKBMIAUMHU OPraHu3anumn’?
30.1. B YcTaBe opranusanuu
30.2. B [TonoxxeHnu 0 CTPYKTYPHOM HOAPA3ICITCHUN
30.3. B 1OMIKHOCTHON MHCTPYKLIUU
31. C kakuMHU TOKYMEHTAMM IPH MOCTYIJIEHUH TPAKIAAH HA Pa00Ty B OPraHM3alUI0 UX
HOJIKHBI O3HAKOMHUTD ?
31.1. YcraBoM opranuzanuu
31.2.TlonoxeHneM 0 CTPYKTYpHOM MOAPa3/IeIeHUH, Ky1a IIOCTYIaeT
Ha paboTy rpakIaHuH
31.3. 1OJKHOCTHOM MHCTPYKLHEH
31.4.co BceMH NepeYnCICHHBIMU BbIIIE JTOKYMEHTAMHU
32. Kakue pacnopsiiuTe/ibHble JOKYMEHTHI H3aK0TCS HA OCHOBE eIMHOHAYAIUA?
32.1. Pemenus
32.2. npukasbl
33. K10 HeceT OTBETCTBEHHOCTD 32 U3J1aHUE NIPUKAa3a?
33.1. IOIKHOCTHOE JIUII0, TOATOTOBUBILIEE IPOEKT NpUKa3a
33.2. pyKOBOAUTETL OPTaHU3ALINHI
33.3. OJKHOCTHOE JIUII0, OANMCABILIEE TPUKA3
34. Kakoii peKBU3UT He BXOJAUT B cocTaB (popmy isipa-odpa3ua npukasza?
34.1. BUA TOKyMEHTa
34.2. npata TOKyMEHTa
34.3. anmpecar
34.4. HauMEHOBaHHE OPTraHU3ALNHU
34.5. noanuch
34.6. Tekct
34.7. 3arojoBOK K TEKCTY
35. Kakast 4yacTh TeKCTa NPUKA3a ABJIAETCH 003aTeIbHOI?
35.1. koHcTaTupyomas
35.2. pacnopsiauTenbHas
36.3aBepsiercst JIM NOANMCH PYKOBOAMTEJISAA HA IPUKA3e NeYaTbI0?
36.1. na 36.2. HeT
37. B kakoMm cJiy4yae NpaBUJIbHO 0opMiIeH peKBH3UT «OTMeTKa 0 3aBepeHHH KOUm»?

37.1. BepHno:
HNucnekTop oTaena KagpoB  JIUYHAas N.N.Ilerposa
MOJINCH
37.2. BepHo
NHcnekTop oTaena KaapoB JUYHAs N.WA. IlerpoBa
HOJIUCH
37.3. Bepno

HNucnekrop oTaena KagpoB JUYHAs N.N. Ilerposa
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noamuck 16.03.2025
38.YTo 03HavaeT BH3a IOPUCTA HA NpHUKa3e?
38.1. BHyTpeHHEE COTilacOBaHUE, TOATBEPKIAIOIIEE, YTO MPUKA3 HE TPOTUBOPEUYUT 3aKOHY
38.2. 00s3aTeNbHBIN PEKBU3UT MIPHUKa3a, MPUIAIOIINN eMy IOPUANYECKYIO CHITY
39. Yto siBJIsieTCHA 1aTOi MPOTOKOJIA?
39.1. nara noanucaHus MPOTOKOJIA
39.2. nata 3acenaHus
39.3. naTta peructpauuu NpoToKoJIa
40. CtaBuTCS JIM HA MOANKCH B IPOTOKOJIE MEeYaTh?
40.1. na 40.2. Her
41. Kakoii HOpMaTHBHBIH JOKYMEHT B OPraHU3aLMHU ONpe/aesieT NOPSAI0K padoThl ¢
AOKYMeHTaMu?
41.1. MHCTPYKIMSA 1O AEIONPOU3BOJICTBY
41.2. pernameHT pabOThI
42. Kem yTBep:kIaeTcsi CBOJHASI HOMEHKJIATYPA JieJ1 OpraHusauuu?
42.1. pyKOBOIUTENEM CTPYKTYPHOIO IIOJIpa3ieIeHNs] OpraHu3alu
42.2. pyKOBOIUTEISIMU CITY>KOBI JI€TTONPOU3BOICTBA
42.3. pyKOBOAUTENISIMU OpraHU3alUN
42 4. 3amecTuTeneM pyKOBOAUTENSI OpraHU3alii, OTBEYAIOIIM 3a
City )0y IeToNnpou3BOICTBA
43. [Ipuka3sbl 0 NpuemMy, yBoJIbHEHUI0 PA0OTHUKOB MMOMEIAIOTCH:
43.1. B mene BMecCTe C MpUKa3aMH O KOMaHAUPOBAHUHN paOOTHHUKOB
43.2. OTAENBHO OT MPUKA30B O KOMAHAUPOBAHUH
43.3. BMecTe ¢ MpUKa3aMu 10 OCHOBHOMU JIEITEIbHOCTH
44. IIpoToK0.JIbI COOpaHUIl KOJJIEKTHBA M 3aCeJaHUIl KOJJIEruu
PerucTPpUPYIOTCS:
44.1. Bmecte
44.2. oTHeIbHO
45. Cpok MCNOJIHEHUS JOKYMEHTA UCHYUCSIeTCH:
45.1. coqHs NOCTYIJIEHUSI JOKyMEHTA
45.2. co HS HaNKUCaHUs PYKOBOJIUTEIIEM PE30TIOIUN
46. Kakoif Mo:keT ObITh 00IIMI PACTIOPSAANTEIBHBIN JOKYMEHT IBYX OpraHu3alui, u
OJIHOM M3 KOTOPbIX M3/1aeTCs MPUKA3, B APYIoH - pacnopsizkeHue?
46.1. npukas
46.2. nmocTaHOBJIEHUE
46.3. perienue
46.4. ykazaHve
47.CoBMeCTHOE MU CHMO IBYX OPraHM3anui opopmJisieTcs:
47.1. Ha G1aHKe OHOM OpraHU3aAINI
47.2. na GnaHke Ipyroil opraHu3alnuu
47.3. na nmucte 6ymaru ¢popmara A4 unu AS
Ku1104 /151 O1leHKH pe3yJIbTATOB TeCTHPOBAHUS

KoJsin4yecTBO NpaBWIbHBIX OTBETOB Onenka
ot 46 no 47 OTJINYHO
ot 39 no 40 XOpOIIO
ot 20 o 38 YJOBJIETBOPUTEIBHO
or 0 10 15 HEYJI0OBJIETBOPUTEIBHO

Tunosble 3aJaHUs IS IPAKTHYECKOH PadoThI

Cmooenupytime pewtenue K cumyayuoHuvlm 3aoadam, ucnoavsys CIIC Koucynemaum

Inoc (hopmwt dokymenmos).

14




3ananue 1.

B ponu cnenmanucra KaapoBOil CIy>KObl Ha OCHOBaHMU TapH(PHO-KBAIU(UKAITTOHHOTO
CIPaBOYHHUKA JOJDKHOCTEH CIICIMAINCTOB M M3JIOKCHHBIX B HEM TPEOOBaHMH K CHEIHMAINCTaM
cocTaBbTe, 0hOpMUTE, MOJMHUIIUTE U YTBEPAUTE JOHKHOCTHYIO HHCTPYKIIMIO FOPUCKOHCYIIBTA.

1. 3apanue

CocTaBUTh MHCTPYKIMIO Ha OCHOBE 3akoHojaarenbcTBa Pd. OtaenbHyio Trpynmy
COCTaBJISIFOT JIOJKHOCTHBIE MHCTPYKIUHU, KOTOPbIE TaK)Ke OBIBAIOT THUIOBBIMHU, OTPACJIEBBIMHU U
WHVBUIYaTbHBIMU.

WHucTpyKkuus 1oMKHA UMETh:

- HAUMEHOBAHUE OpraHU3ALINH;

- HAaMMEHOBaHHEe BU/Ia JJOKYMEHTA;

- aTy;

- HOMED;

- 3aTOJIOBOK K TEKCTY;

- rpud yTBEpKICHMUS;

- TEKCT;

- TIOJIITMCH COCTAaBUTEICH;

- mevyaTh (Mpu HEOOXOIUMOCTH);

- BU3BL.

3ananue 2.
Ucnonp3yss nepeyenb pekBu3uToB AokyMeHtoB B ['OCT P 7.0.97-2016, onpenenure,
MPaBUJIBHO JIM HAa3BaHbI IEPEYUCICHHBIE PEKBU3HTHI:

PEKBU3UT IMPaBHUJIbHOC HA3BAHUC

1) I'ep6 Poccwuiickoit denepanuu

2) IOTOTHUTI OpTaHU3aIHI

3) KOl opraHu3aIyn

4) ko1 TOKyMEHTa

5) HaMMEeHOBaHHE OpraHU3aLUN

6) agpec opraHuzaluu

7) perucTpalliOHHBINA HOMEp JOKYMEHTa

8) rmeyatp

9) BU3BI coINIacOBaHMsl IOKYMEHTA

10) wunmeHTHdUKATOpP DIEKTPOHHOH  KOIHHU
JIOKyMEHTa

3ananue 3.

Oznakombrech ¢ @enepanpHbiM 3akoHOM oT 02.05.2006 Ne 59-®3 «O mnopsaxe
paccMoTpenus oOparnieHuit rpaxxaad Poccuiickoit denepanumy.

BeinonnuTe 3a1aHus, UCIIONB3YS YKA3aHHBIM HOPMATUBHBIN JTOKYMEHT.

Ne 1. BoumuTe B OpUBEACHHBIE HIDKE NPCSII0KCHHS NPONYIICHHBIE BUALI OOpalllcHUH
CpaKJIaH:

1)Korpga rpaknmaHuHy HEOOXOIWMO COJEHCTBHE B peaiM3alldd €ro MpaB M CBOOOJ, OH
MHIIET .
2)/Ins BOCCTAHOBJICHUS WJIM 3alUTHl CBOMX HAPYHIEHHBIX MpaB TPakKJIaHWH JTOHKCH
00paTHTHCSI B COOTBETCTBYIOIINE OPTaHbI C ..

3)Ecam rpaxkmaHWH XO4YeT BBICKAa3aTh CBOM PEKOMEHAAIMH MO YJIYUIICHHIO JESITSIBHOCTH
rocyJ1apcTBa, TO OH JI0JDKEH COCTABUTh IOKYMEHT, Ha3bIBaeMbIi

Ne 2. Brumnrte B IpHUBEACHHBIC HIYKE TPEIOKCEHHS IPOIYIICHHBIC CJIOBA.:

l)UHnexkc oTBeTa Ha 3asBJIICHUE T'PAKJAHWHA COCTOUT U3 1 HOMepa Jefa 1o
HOMEHKJIATypE /eI, B KOTOPOE MOIINBAETCA TaHHAS MTEPENHCKa.

2)[Ipu monydeHUW OT TpaKAAHWHA MOBTOPHOTO OOpAIIEHUS B IMPABOM BEPXHEM YLy
JIOKYMEHTA JEJIaeTCsl OTMETKA
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3)PaccMaTtpuBasi TOCTYNUBIIME OOpamIeHHWsT TpakIaH, OTBETCTBCHHBIC WCIIOIHUTEIN
O6$I3aHI:I MNPpUHHUMATh TOJIBKO PCIICHUH.
4)IlucekMeHHOE OOpalieHne TpakJIaHWHA JOJHKHO OBITh pPAacCMOTPEHO B TEUYCHHUE
CO JTHS €TO PEeruCTpaIi.
5)Ecnu matepuaiibl, HEOOXOAMMBIE ISl IPUHSITHS PEIICHHS U OTBETa aBTOPY OOpaIeHHus,
paccMaTpuBalOTCS B CyJle, TO OOIIMI CPOK paccCMOTpeHHUs oOpallleHus MpOJIeBaeTCs Ha BECh
nepuo.

3ananue 4.
Oznakombrech ¢ Ilpukazom MuHHcTEepcTBa Tpyna W colManbHOW 3amuTel PO ot
08.09.2015 1. Ne 6161 «OO0 yTBepknenun [IpaBui BeeHUss IECHCUOHHOW JJOKYMEHTAITAN.
[Ipoananu3upoBaTh OpraHU3alUI0 CIYy>KObI JIETONPOU3BOJACTBA B TEPPUTOPHAIBLHBIX
nonpaszaenenusix IlencuonHoro ¢onna PO u BbIIBUTH €€ OCOOEHHOCTU: W3YYHTh OMHCAHUE
OpraHu3allMl U TEXHOJIOTUH JOKYMEHTAIIMOHHOTO OOECICUYEHHUsS YNpPaBJICHUS, B T.4. CUCTEMBI
3JeKTpOHHOTO TokKyMeHToobopoTa [TOPy» (CO/I ITIDP). AprymMeHTHpOBaTh OTBET.

IlepeyeHb THNIOBBIX KOHTPOJIbHBIX BOIIPOCOB

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

2. Kakwue emg knaccupuxanuy JOKyMEHTOB BbI 3HaeTe?

3. Kak Brnuser Bu opranuzanuu Ha GOpMbl JOKYMEHTHPOBAHUS M COCTaB IOKyMEHTOB?

4. B uém 3akmouaercsi yHUGUKAIUS YIPABICHUYECKONW TOKyMEHTaun?

5. Kak knaccupuiupyor MaTepruanbHbie HOCUTEIH JOKYMEHTUPOBAHHON HH(POpMAITIH?

6. J[laiiTe mnOHATHE CHUCTEMBI JOKyMEHTaluu. QOYHKIHOHAJIbHBIE M KOPIOPATUBHbBIC
CUCTEMBI.

7. Yem oTnmuaroTcs HHGOPMAITMOHHBIE PECYPCHI OT BCEX OCTAJIBHBIX BUIOB PECYPCOB?

8. Uro Takoe HOpMaTUBHO-MeTOAMYecKas 6aza JJOY?

9. Ha xakue rpymnsl AeTUTCS KOMIUIEKC JOKYMEHTOB, PEryJIHPYIOUINX BOIPOCHI BEACHUS
nenonpoun3Bojictsa B PO?

10. laiiTe XapaKTepUCTUKYy OCHOBHBIX (DelepanibHBIX 3aKOHOB, PETJIaMEHTHUPYIOIINX
BOIPOCHI TJOKYMEHTUPOBAHHON HH(OPMAITHIH.

11. Ins dvero HyxHa [ocymapcTBeHHass cHCTeMa JOKYMEHTAI[MOHHOTO OOecTeueHus
ynpasieHus?

12. Kakyo pojip WrparoT WHCTPYKIIMU TIO JCJIONPOM3BOACTBY B (hemepanbHBIX opraHax
WCIIOTHUTENbHOU Bl1acTu?

13. YUto Takoe pekBu3uT nokymenta? Crpynnupyite pexkBuzutbl OP/[ B 3aBUCHMOCTH OT
UX 1I€JICBOTO HA3HAYEHUS U JalTe UM KPATKYIO0 XapaKTEPUCTHUKY.

14. Yro Takoe dhopmymsip nokymenta? Kakue Buapl GOpMyJIsipoB BbI 3HaeTe?

15. Kakne JOKyMEHTBI OTHOCATCS K OpraHU3allMOHHO-TIPABOBBIM?

16. KakoBa  ocHOBHass  (yHKIOHMS  OpPraHU3AllMOHHO-TIPABOBBIX  JOKYMEHTOB B
YIPaBJIEHYECKON AESITEIbHOCTH?

17. Kakue JOKyMEHTBI OTHOCATCS K YUPEAUTEIBHBIM JOKYMEHTaM OpraHu3aiiu?

18. KakuMu HOpMaTUBHBIMU JOKYMEHTaMU PETIaMEHTUPYETCS CO3/IaHUE YUPEAUTEIbHbIX
JOKYMEHTOB?

19. KakoBbl  crocoObl MpHIAaHHUS IOPUIAWYECKON CHIJIBI  OpraHU3alMOHHO-TIPABOBBIM
JTOKyMeHTaM?

20. KakoB cpok JeHCTBUS OpraHU3aLMIOHHO-IIPABOBBIX TOKyMEHTOB?

21. Kakue JOKYMEHTHI PEerjJaMeHTHPYIOT NEATEIbHOCTh CTPYKTYPHOTO MOAPA3JCICHUS U
pabOTHUKOB OpraHu3anyu’?

22.Ha ocHOBe KakMX HOPMATHUBHBIX JIOKYMEHTOB pa3padaThIBacTCs JIOKHOCTHAS
UHCTPYKLUA?
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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 Ha3HauUEHUE PACOPATUTENBHBIX JOKYMEHTOB?

KakoBo Ha3zHaueHHe HHPOPMAIIIOHHO-CIIPABOYHBIX JTOKYMEHTOB B PACHIOPSAUTEILHOM
NEeITEeIbHOCTH?

Kakue noKyMeHTBI OTHOCSTCS K HHPOPMAIIHOHHO-CIIPABOYHBIM?

KTto umeer npaBo cocTaBiATh JOKJIaJHbIE 3aMIUCKH, CIIPABKH, MPEUI0KEHUS?

KakoBbl 0cHOBHBIE paBmIia 0(hopMIICHHUS PA3TUYHBIX yncel, nudpoBoil nuupopmarmn?
KaxoBbl 0COOEHHOCTH SI3bIKa CITY>KEOHBIX TOKYyMEHTOB?

Oxapakrepu3yiite crierupudecKkue MPU3HAKK JIETOBOTO CTHIIS S3bIKa?

I[To xakoit cxeme hOpMyYITUPYIOTCS MMyHKTHI PACTIOPSAIUTEIHFHOM YaCTH TIpHKa3a?

Kaxue Bunbl cipaBok Bbl 3HaeTe?

C KaKoil IeIbI0 PErUCTPUPYIOTCA JOKYMEHTHI?

KakoBa ocHOBHas 11€/1b KOHTPOJISI UCIIOJIHEHUSI IOKYMEHTOB?

Uto Takoe TUMOBOM CPOK UCIIOTHEHUS TOKyMEHTOB? KTO ero ycranaBiuBaet?
HazoBuTe ocHOBHBIE Tamnbl 00pabOTKH UCXOASIINX ¥ BHYTPEHHUX JTOKYMEHTOB.

B 4pi0 KOMIETEHIMIO BXOJUT OpraHu3ainus paboTbhl ¢ JOKyMEHTaMH Ha pabouyux
Mecrax?

C kakoii niensio popmupyroTcs aena?

Kakne HOpMaTHBHBIE JOKYMEHTHI YCTaHABJIMBAIOT TpPeOOBaHUA K O(OpMICHUIO
obnoxku nena? Kakue cBeneHus BBIHOCAT Ha OOJOXKY J€jia MPU €ro 3aBeleHUH B
JeONPOU3BOJICTBE?

Kto B opraHumszanmuu ymojgHOMOYEH JaBaTh pa3pellieHHe Ha BbIJauy M HU3bBITHE
JIOKYMEHTOB U Jien1?

Uto Takoe HOMEHKJIaTypa aen?

. UTo Takoe MTOKYMEHTHI 10 JUYHOMY COCTaBy M JIMYHbIE JOKYMEHTHI? B uém pasHuua

MEXy 3TUMU MOHATUAMU?

Kakue BUIBI U Pa3sHOBUIHOCTH JTOKYMEHTOB OTHOCSTCS K JIOKyMEHTaM IO TPYAOBBIM
OTHOILEHUAM?

Kaknue cymecTBylOT TEXHOJOTHUECKHE IIETIOYKH MpOLEAYyp OpraHu3alud U
JTOKYMEHTHUPOBAHHUS Ipolecca npuéma rpakad Ha padboty?

Kakne 1OKyMEHTBI MpenCTaBiseT TPaKJaHWUH B KagpOBYIO CIYyKOYy UIsl peLIeHUs
BOIIpoca o mpuéme Ha padoTy?

Ha xakux O61aHKaX COCTaBIIAIOTCS CITy>K€OHbIe MUchMa?

Kakue pekBU3UTHI CUMTAIOTCS 00s13aTEIbHBIMU JIJIs CITy>KeOHOTOo rruchMa?

Kakue pa3HOBUAHOCTHU CITy>KEOHBIX IIHCEM HCIIOJIB3YIOTCS B IPAKTHKE YIIPaBICHUS?
KaxoBa CTpYKTypa  MHCbMa-3ampoca, MUCHMa-POCHOBI, UChMa-OTBETA,
COMPOBOAUTENHHOTO MUChMa?

3adver mo aucuuruHe «/loKyMeHTalMOHHOE 00eCleYeHrne YIpaBIICHUs» BKIIOUAET B ceOs:
co0eceloBaHNE MpENoJaBaTesis CO CTYJIEHTAaMHU IO KOHTPOJIbHBIM BOMpPOCAaM M3 MEpeuHs U
BBITIOJIHEHUE MPAKTUUYECKOTO 3a/IaHHUS.

IIPUMEP 3AJIAHUS 1J151 KOHTPOJIbHOM PABOTEI

KoHTpoJibHbIE BONIPOCHI:

1.

Kaxue BuIpl pacnopsaUTENbHBIX TOKYMEHTOB HU3/1al0T PYKOBOJIUTENN YUPEKACHUN U
OpraHu3aruii?

IIpakTH4eckoe 3a1aHue:

Ogopmume u cocmagvme npuxas

CocraBpTe coBMecTHbIN npukaz OO0 «Asmuray u AO «IOmurep» 00 HCIOIBL30BAHUH
(akcUMHIBHON MOANUCH. B KOHCTaTHpylomed YacTH yKakuTe, 4To (aKCUMHIIEC HYKHA JUIs
onepaTuBHOTO pemeHuss BompocoB Mexay OO0 «Asmuray u 3A0 «Onurep». B
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pacnopsAuTeNnsHOM 16 yacTH yKakuTe NOKYMEHTHI, Ha KOTOPBIX HEOOXOAMMO HCIOIb30BaTh
dakcumuie. Bo3noxure KOHTPOJIL 3a HWCHOJHEHHEM TIpHUKa3a Ha HadalbHUKA CIYXKObI
JOKyMEHTalMoHHOTO obOecnieueHuss ympaiaeHuss OOO «AsnauTtay W aJIMUHHCTPATHBHOTO
mupektopa AO «tOmnutepy.

Odopmute Bu3bl 03HakomiieHust HadaimbHuKa C/IOY u aAMUHUCTPATHBHOTO AUPEKTOPA.

[lepedyeHr THUMOBBIX 3aJaHUN JUISI KOHTPOJIBHOW pabOThI, TpeOOBaHHS K MPOIEIype
IMMPOBCACHUA U ONCHHUBAHUA OIIPCACIAIOTCA (bOHI[OM OIICHOYHLIX CPCACTB IO JUCIHUIIIIMHE (HyHKT
4.1. hboHIa OLIEHOYHBIX CPEJICTB).

KpuTtepun oneHKH NpoMe:KyTOUHOM aTTecTalMu (KOHTPOJIBbHON PabOThI):

OHeHKa «OTJIMYHO» BBICTABJIACTCA CTYACHTY, €CJIM 3HAHUA OTJINYAIOTCA I‘JIYGI/IHOI\/'I u
CONICPKATEIBHOCTBIO, JAeTCs TIOJMHBIA HMCUEPIBIBAIONIMI OTBET Ha TECTOBBIC 3aJaHUS;
IMMPAaBUJIbHO BBIIIOJIHWJI CUTYallMUOHHYIO 3a/1avy.

OrmeHKa «XOpOIIO» BBICTABIISCTCS CTYACHTY, €CIU 3HAHUS WMEIOT JIOCTaTOYHBIN
co,uepxcaTeanHﬁ YPOBCHb, OAHAKO HUMCIOTCS HCTOYHOCTU NPU OTBCTC HA TCCTOBLIC 3aJaHUA,
UMEIOIIMECS B OTBETE HECYIIECTBEHHBIC (PAaKTUYECKHE OIIMOKH, CTYIEHT CIIOCOOCH HMCIIPABHTH
CaMOCTOATCIIBHO, 6J1ar0ﬂap51 HaBOAANIEMY BOIIPOCY; OTBCT MPO3BYyYaJl HCAOCTATOUYHO YBCPCHHO,
CTYACHT HE CMOT TPOJEMOHCTPUPOBATH CIIOCOOHOCTh K MHTETPALMU TCOPETUUECKUX 3HAHHWN U
NPaKTHUKHU, TOMYCTHI HECYIIECTBEHHYIO OIINOKY MPU BHIMOJIHEHUH CUTYAIIHOHHON 3a1a4H.

O1eHKa «YIOBJIETBOPUTEIHLHO» BBICTABISICTCS CTYACHTY, €CIIH COJEp)KaHWE TECTOBBIX
3alaHuil  packpeITO cnabo, 3HAHWS HMMEIOT (parMEHTApHBIA XapakTep, OTINYAITCS
MIOBEPXHOCTHOCTBIO M MAaJIOH COJEpPKATEIBHOCThIO, MMEIOTCSI HETOYHOCTH IIPH OTBETE Ha
BOIIPOCHI; MPOrpaMMHBIC MATCpUAl B OCHOBHOM H3JIAractCsd, HO JOMYIICHbLI (baKTI/I‘-IeCKI/IC
OmMOKH; CTyJACHT HE MOXET 00OCHOBAaTh 3aKOHOMEPHOCTH W TPHHIIUIIBI, OOBICHUTH (DAKTHI,
CTYACHT HC MOXCT IMPHUBCCTH IMPUMCP I HIIIOCTpAlUHU TCOPECTHYCCKOI'O IIOJIOXKCHUA; Y
CTYZICHTa OTCYTCTBYET IOHMMaHHE M3JIaraeMoro MaTepuasa, MaTepuai ciabo CTPyKTYPHPOBAH;
Yy CTYACHTA OTCYTCTBYIOT NPCACTABIICHUA O MCKIIPECAMCTHBIX CBA3AX, JOIMMYCTUJI CYIICCTBCHHYIO
OMMOKY TPU BBIOJHEHUN CHTYaIlMOHHOM 3a/1auH.

O1eHKa «HEyIOBIETBOPUTEIHHOY» BBICTABIIACTCS CTYIEHTY, €CIM OOHApY>KEHO HE3HAHUE
WIA HETOHMMAaHUE CTYJCHTOM IIpeIMeTa W3y4YeHHs TUCIUIUIMHBI, COJEp)KAHHE TECTOBBIX
3a/laHuil HE PACKPBITO, JAOMYCKAIOTCS CYIIECTBEHHBIC (DAKTHYECKHE OIMHMOKH, KOTOPHIE CTYACHT
HE MOXKET WCIPaBUTh CaMOCTOSATEIBHO; Ha OOJBIIYI0 YacTh JOMOJHHUTEIBHBIX BOIPOCOB IO
KOHTPOJIbHOM paboTe CTYICHT 3aTpylIHseTCcs AaTh OTBET WIM HE JaeT BEPHBIX OTBETOB, HE
BBITTOJIHUJI CUTYAIIHOHHYIO 3a71a4y.

8. YYEBHO-METOJUYECKOE U HWH®OPMALMOHHOE OBECHEYEHUE
JUCIHUTIINHBI

8.1. OcHoBHas qUTEpaTypa

1. AGymamze, [I. I'. JlokymMeHTanimOHHOE 00€CTIeueHnEe YIIPaBICHUS TIEPCOHATIOM | YUCOHHK
U TOpaKTHUKyM Juid  cpenHero npodeccuoHanbHoro  obpasosanusi/ 1. I'. AGynange,
. b. Bempsokkuaa, B. M. MacnoBa. — 2-e usja., nepepad. u aomn. — Mocksa : M3narenbcTBo
FOpaiit, 2024. — 370 c. — (Ilpodeccuonansuoe odpazoBanue). — ISBN 978-5-534-15076-6.
— Tekcr : onexktponHwlid // OOpaszoBarenbhHas tatdopma FOpait [caiit]. — URL:
https://urait.ru/bcode/513389

2. Kopuees, U. K. JlokymeHTanmoHHoe o0ecriedeHue ypaBIeHUS ;| YYCOHUK U TPAKTUKYM
uis  cpeaHero  mpodeccuonanbHoro  obpasomanus/  U. K. Kopuee, A. B. ITmenko,
B. A. Mamypues. — 3-e uzn., nepepad. u gon. — Mocksa : M3natensctBo FOpaiit, 2024, —
438 c.— (IlpodeccuonanvHoe obOpazoBanue). — ISBN 978-5-534-16002-4. — Tekcr
anexkTpoHHBIE  //  OOpasoBarenbHas  1wuiatrgopma  FOpant  [caiit] —  URL:
https://urait.ru/bcode/539262
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8.2. lonotHMTE/IBLHAS IUTEPATYPA
1. Hoponuna, JI. A. JloKkyMeHTallMOHHOE OOECTICUCHUE YMIPABJICHHS . YYECOHUK U
OpakTUKyM  Juid  cpeaHero  mpodeccuonanbHoro  obpasoBanusi/  JI. A. JlopoHuHa,
B. C. UputukoBa. — 2-e u3n., mepepad. u gom. — Mocksa : UznatensctBo FOpaiit, 2024, —
270 c.— (IlpodeccuonanvHoe oOpazoBanue). — ISBN 978-5-534-16017-8. — Tekcr
anexkTpoHHBId  //  OOpasoBarenbHas  1wuiatrgopma  FOpait  [caiit] —  URL:
https://urait.ru/bcode/539338
2. Ilysamoa, H.H. [lokymeHTanmoHHOEe OO€CII€UCHHUE YIMPABICHUS : y4YEOHUK U
NpakTUKyM Ui cpenHero npodeccuonanbHoro obpasosanus / H. H. lllyBanosa. — 3-e wu3n.,
nepepad. u mon. — Mocksa : U3patensctBo HOpaiit, 2023. — 247 ¢. — (IIpodeccuonanpHoe
obpaszoBanue). — ISBN 978-5-534-16538-8. — Tekct : snexkrpoHHbd // OOpazoBaTenbHas
matdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/531240
3. Kysnemnos, U. H. JlokymeHTanmoHHOE oOecrieueHue yrpaBieHus. JJokyMeHTo000poT
U JICTIONIPOU3BOICTBO : YUEOHUK U MPAKTUKYM JJI CPEIHETO MPOPECCHOHATBHOTO 00pa3oBaHus /
. H. Ky3nenoB. — 4-e u3z., nepepad. u gomn. — Mocksa : U3narensctBo HOpaiir, 2023. —
545 c.— (IIpodeccuonansnoe obOpazoBanue). — ISBN 978-5-534-16004-8. — Tekct
NeKTpoHHBIH  //  OOpazoBarenbHas  miatdopma  HOpaitr  [caiit]. —  URL:
https://urait.ru/bcode/523613

Ilepuoauyeckue u3TaHuA:

1. Bompocs! ynpasnenus (kypHai). — EkarepunOypr: YpanbCKuil HHCTUTYT YIPaBICHUS
— ¢umman Poccuiickoil akajgeMHH HApOIHOTO XO3SMCTBA M TOCYJIApCTBEHHOW CIIYXOBI TPH
[Ipesunenre Poccuiickoit @enepaumulSSN: 2304-3369 Jloctynubii apxus: 2017-2021 Pexum
noctyma: https://www.iprbookshop.ru/87622.html

2. AxtyanbHble TpOOJEMbl SKOHOMUKM U MeHemkMeHTa. — CapatoB: CapaTOBCKHiA
FOCYyIapCTBEHHbIA TeXHUYEeCKU yHuBepcuTeT uMeHu FHO.A. T'arapumna ISSN: 2312-5535
Hoctynusiit apxus: 2019-2021 Pexwum goctyna: https://www.iprbookshop.ru/98831.html

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

4. AxtyanbHble TpoOJeMbl poccHiickoro mpaBa (KypHan). — MockBa: M3marenbcTBo:
MockoBckuit TocyaapcTBeHHbIN opunnuecknii yausepceutetr umern O.E. Kyrapuna (MTHOA).
ISSN: 1994-1471 [octynneni apxus: 2012-2016, 2020-2021. — Pexum npocryna:
https://www.iprbookshop.ru/63202.html

8.3. [IporpammHoe obecnieyenune
1. ITaker mporpamm MicrosoftOffice (auuen3nonHoe)
2. Microsoft Windows (JiriieH3MOHHOE)
3. 7zip (cBOOOIHO pacpoOCTpaHsIEMOe, OTE€UYECTBEHHOE)
4. AaTuBHpYyC (JTUIIEH3MOHHOE, OTEUYECTBEHHOEC)
5. 1C: llpeanpusitue 8. KommiekT a1t 00y4eHus B BHICIIUX U CPEAHUX YUEOHBIX 3aBEJICHUSAX
(JIMIIEH3MOHHOE, OTEYECTBEHHOE)
6. Spu_orb (cB0OOAHO pacmpocTpaHsIieMoe, OTEYECTBEHHOER)
7. Hanorommarenbmuk (CBOOOAHO pacpoCTpaHsIeMOe, OTEYECTBEHHOE)

8.4. bazbl JaHHBIX, HMH(OPMANMOHHO-CIIPABOYHbIE M IOHMCKOBbIE CHCTEMbI,
HNHTepHeT-pecypcsl

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

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

3. O6pasosarenshas miathopma FOPAUT - https://urait.ru/

4. DnextpoHHas 6ubnuoreka «Bce yueOHukmn» - http://www.sbio.info
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[TouckoBas cucrema Yandex - https://www.yandex.ru
@DOHJ IEHCHOHHOTO U COIMANLHOTO cTpaxoBaHus PO - https://es.pfrf.ru/
NudopmanmonHsIil pecypc « IkOHOMHUKA U (PUHAHCHD) - WwWw.finansy.ru
Odunmansuelii caiitr banka Poccun - www.cbr.ru

9. Odunmaneneiii caiit KasnaueiicrBa Poccunhttps://roskazna.gov.ru/

10.O¢urmaneubiii caiit Munuctepcta punancoB PO - https:/minfin.gov.ru

11.0dunmanbapiii  caitT  MuUHHCTEpCTBA HIKOHOMHYECKOTO pa3BuTuUs Poccuiickoi
®eneparnunhttps:/www.economy.gov.ru

12.0dunmanbupiii calT DeaepanbHON HATOTOBOM CciTyk0b1 PO -www.nalog.ru/

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

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

15.11optan 1o HAJIOT00OJI0KEHHIO u OyXrajiTepckomy yuery
«I'maBOyx»https:// www.glavbukh.ru/

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

17.ba3za  fmaHHBIX  MEXAYHAPOAHBIX  CTAaHIAPTOB  (PUHAHCOBOM  OTYETHOCTH  —
MCOOwww.msfofm.ru

18.2nexkrponHo-0nbnroreunas cucrema ZNANIUMAhttps://znanium.com

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

20.DmeKTpoHHas OonbIMoTeYHas cucremMa
«CKCW»https://www.sksi.ru/Environment/EbsSksi

21.2H1MKI0NE U YKOHOMUCTAaWWW.grandars.ru

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

23.0dunmanpHbINH cauT denepanpHOR CITYKOBI roCyJapCTBEHHOM
cratucTukuhttps://rosstat.gov.ru

9. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE ITUCHUITJINHBbI

OTAenpHO MO TUITAM 3aHIATHM:

- 7Sl IPOBEACHMSI 3aHATHH JIEKIIMOHHOTO THUIIA - CIIEHUAIbHOE MOMEIIEHNE, OCHAIIICHHOE
000pyOBaHHEM, TEXHUYECKHMH CpEICTBaMU OOYYEeHHsS W MaTepUalaMd, YYUTHIBAIOIIUMU
TpeOOBaHUS MEXIyHAPOIHBIX CTAHAAPTOB.

- JUISL IPOBEJICHUS 3aHSITUI CEMHHAPCKOTO THUIIA - CTICIIMATBFHOE TIOMEIICHIE, OCHAIIICHHOE
0o00opyZ0BaHHWEM, TEXHUYECKHMMH CpelCcTBaMU OOyYeHHs W MaTepuallaMy, YYUTHIBAIOIIUMU
TpeOOBaHUS MEXTyHAPOIHBIX CTAaHAAPTOB.

- U1 TIPOBEACHUS TPOMEKYTOUHOM aTTECTAlUHU - CHEeMaIbHOE TTOMEIEHIE, OCHAIIICHHOE
000OpyOBaHHEM, TEXHUYECKHMMH CpEICTBaMU OOYYEHUS W MaTepUalaMU, YYUTHIBAIOIIUMU
TpeOOBaHUS MEXIyHAPOIHBIX CTAaHAAPTOB.

IS CaMOCTOSITENIBHON PabOThl 00YYArOMIMXCS - CHEIUAIBHOE MOMEIEHUE, OCHAIIICHHOE
KOMIIBIOTEPHOH  TEXHHUKOM C  BO3MOXKHOCTBIO  TOJKIIOYEHHS K  HMH(OpMalMOHHO-
TEJIeKOMMYHUKaMOHHONW cetn "MHTepHeT" U obecrnedeHreM JOCTyla B JIIEKTPOHHYIO
nH()OPMaAIMOHHO-00Pa30BaTENBHYIO CPey 00pa30BaTeIbHON OpraHU3ayy (MIPY HATUYHH).

O N oW

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

O6y‘-IaIOH_[I/IMC$I C OrpaHUYCHHBIMU  BO3MOXHOCTAMU  3J0POBbA  HNPCAOCTABIIAIOTCA
CHielMaibHbIC yYeOHUKH, YYeOHBIE IMOCOOMS WM AMJAKTHYECKHE MaTepUalIbl, CIICIUAIbHBIC
TCXHUYCCKUEC CpCACTBaA O6y‘ICHI/IH KOJUICKTUBHOI'O W HHAWUBUAYAJIBHOI'O IOJIb30BAHHA, YCIYTHU
accucTeHTa (ThIOTOpA), OKa3bIBAIOIIETO O0YUYAIOIIMMCS HEOOXOUMYIO0 TEXHUUECKYIO TTOMOIIIb, a
TaK)Ke YCIYTH CYPAONEPEBOAUYUKOB U TU(IOCYPIOTIEPEBOTINKOB.

OcBoeHMEe TUCIUTUITMHBI 00yJYaIOMUMUCS ¢ OTPaHUYEHHBIMU BO3MOXKHOCTSIMHU 3/I0POBBSI H
HHBaJIMAaMHU MOXKCET 6LITL OpraHu30BaHO COBMCCTHO C APYIr'UMHU OGy‘-IB.IOH_[I/IMI/IC}I, a TakKXKXeE B
OTIENBHBIX TPYTINaXx.
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OcBoeHre JUCIUTIIIMHBI 00YYaIOMIUMHKCS C OTPAaHUYCHHBIMUA BO3MOYKHOCTSIMU 3/I0POBBSI 1
WHBaJUIaMU OCYIIECTBIISIETCS C YYETOM OCOOCHHOCTEH TNCHXO(PU3NYECKOTO Pa3BUTHS,
WHIUBHTyATHHBIX BO3MOXXHOCTEH M COCTOSTHUS 3I0POBBSI.

B 1mensx AOCTYymHOCTH TONY4YeHHUS CpeaHEro MpodecCHOHATLHOTO OOpa30BaHHS TIO
00pa3zoBaTeNbHONW TPOrpaMMe JIMIIAMH C OTPAaHUYCHHBIMH BO3MOXKHOCTSIMH 3JI0POBBSI TIPH
OCBOCHHH JUCIHUILINHBI 00CCIICUNBACTCS:

1) nuist AL ¢ OTpaHUYEHHBIMHE BO3MOXKHOCTSIMU 37IOPOBbSI TI0 3pEHHUIO:

— IPUCYTCTBHE THIOTOPA, OKA3BIBAIOLIUI CTYJACHTY HEOOXOTUMYI0 TEXHUYECKYIO MTOMOIIb
C YYETOM WHIUBHUIYAIbHBIX OCOOCHHOCTEH (TIOMOTaeT 3aHsATh pabodee MECTO, TEPEIBUTaThCs,
IPOYHUTaTh U OPOPMUTH 3a/IaHUE, B TOM YHCIIE, 3AMICHIBAs TIOJT AUKTOBKY ),

— MMUCbMEHHBIC 3a/IaHMs], a TAK)KE HMHCTPYKIIMH O TOPSIIKE WX BBIMOJHEHUS O(OPMIIIIOTCS
YBEIMYEHHBIM MIpUPTOM,

— crienuaabHble YYeOHUKH, y4eOHbIE TTOCOOMS W TUAAKTUUYECKHE MaTepualibl (MMEIOIINe
KPYIHBIN WPH(T WK ayJuodaiis),

— UHJIUBUyaJIbHOE paBHOMEpPHOE ocBelieHue He MeHee 300 Jrokc,

—TOpu  HEOOXOMUMOCTH CTYINSHTY JJis BBIIOMHEHHS 3aJaHUS  IPEIOCTABIISCTCS
YBEJIMYHBAIOIIIEE YCTPONCTBO;

2) QUi UL ¢ OTPAaHMYEHHBIMHA BO3MOXXHOCTSIMU 3JTOPOBBS TIO CITYXY:

— IPUCYTCTBHE ACCUCTEHTA, OKA3BIBAIOIIMK CTYJIEHTY HEOOXOAMMYIO TEXHHUYECKYIO
MOMOIIb C YYETOM WHIUBUAYaIbHBIX OCOOCHHOCTEH (momoraer 3aHsATh pabodee MECTo,
MepeABUTATHCS, POYUTATh U OPOPMHUTH 3a/IaHKE, B TOM YHCIIC, 3aIMCHIBAsI TIOJT TUKTOBKY ),

—o0ecnieunBaeTcss  HanWM4Me  3BYKOYCWJIMBAIONICH  ammapaTypbl  KOJUIGKTHBHOTO
MOJIb30BaHUsA, TMPU HEOOXOAUMOCTH OOYYaromeMycsl TPEIOCTaBISACTCS 3BYKOYCHIIMBAIOIIAS
anmaparypa UHAUBUIYAIbHOTO TOJE30BAHUS;

—obecreunBaeTcsl  HAUICKAIMUMU ~ 3BYKOBBIMH  CPEJCTBAMH  BOCIPOW3BEICHUS
UH(pOpMaLny;

3) ISt ALl C OTPAaHUYEHHBIMH BO3MOXXHOCTSIMH 3/I0POBbBS, UMEIOIINX HAPYIICHUS OTIOPHO-
JBUTATEIHLHOTO arapaTta:

— MMUCbMCHHBIC 3aJIaHMsI  BBIMOJHSAIOTCS Ha KOMIIBIOTEPE CO  CHEIUATHM3UPOBAHHBIM
MPOrPaMMHBIM 00€CTIEYeHUEM HITU HAJIUKTOBBIBAIOTCS THIOTOPY;

— TI0 JKEJIAHWIO CTYJICHTA 3aJJaHUsI MOTYT BBITIOJIHATHCS B YCTHOU (popme.

[Iporpamma coctaBneHa B coorBercTBuM ¢ TpeboBanusimu ®I'OC mo cneumansrHoctn CIIO 38.02.01
DKOHOMHKA M OyXTalnTepCKuid y4eT (IT0 OTPACIISIM)
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