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1. HEJIM U 3AJJAYU OCBOEHM S TUCIIAIIJINHBI

Llenamu oOCBOEHUS JUCHUIUIMHBI«/OKyMEHTaIMOHHOE OOeCreUYeHne YIpaBICHHD)
SIBIITIOTCS:IIPUOOPETCHHE CHCTEMbl 3HAHMKW B 00JacTH JOKYMEHTAI[MOHHOTO 0OeCreYeHHUs
yIpaBJICHUS, U UCTIOIB30BaHUE UX B MIPAKTUYECKOMN padoTe.

3aoauamu quCIATIIMHBL «/[OKyMEeHTalMOHHOE 00eCIICUeHUE YITPABICHUS SBIISIOTCS:

— O3HAKOMHTBHCS C COCTABOM PEKBU3UTOB JIOKYMEHTOB U TIPABHJI MX O(OPMIICHHUS,

— PpaccMOTpeTh TOPSJOK COCTABJICHHS, WCIONB30BAHMS U TOPSAOK IEepecMoTpa
OpTaHU3aIMOHHO-IPABOBBIX JJOKYMEHTOB;

— OBIQJACTh TaKMMH  HaBBIKAMH, Kak  KJIacCU(UIUPOBATh W  COCTaBJIATh
pacnopsAIUTENbHBIC JOKYMEHTHL;

— I/I3y‘-II/ITI> ITOJIB30BAHHUEC U COCTABJICHHUC HH(bOpMaHHOHHO-CHpaBOqHOﬁ ,Z[OKYMGHTaI_II/II/I nu
3HATh €€ 0COOEHHOCTH,
OBJIAJICTh HABBIKAMH COCTABJICHUS CITYKCOHBIX ITUCEM M YMEHHIO BECTH ITEPEITUCKY;
3HATh KJIACCHU(PUKALNIO TUCEM; H3YUNTh ITAIBI JIOKYMEHTO000POTa OPraHU3aIlNN;
03HAKOMUTBCS C TIOPSAIAKOM XPaHEHHUS JIOKYMEHTOB, O(DOpPMIICHHEM M CJa4yd Jiel B

apXUB;

— O03HAaKOMHTCS C YHHU(PHIUPOBAHHBIMU (hOpMaMH TIO KaJIpOBOMY ICIONPOU3BOICTBY,
MOJIYYUTh HABBIKH UX COCTABJICHUSI.

2. MECTO JUCHUIIJINHBI B CTPYKTYPE OOII

Jucrnmaa «/lokyMeHTaiimonHoe obecredenne yrpasieHus» B crpykrype OOIT CITO
BXOUT B BapHWaTUBHYK 4YacTh, B TOM UHCIIC  aJaNTal[MOHHBIC  JTUCIUTUIHHBI
obmenpodeccuonanpHoro mukna (OILB.1) mo cmemmansHOocTH 38.02.01 DkoHOMHKA U
OyxraiTepckuii yder (MO OTpacisiM)d HaXOAWTCS B JIOTUYECKOW U  COJAEpIKATEIHHO-
METOJAMYCCKON CBSI3U C IPYTUMU JTUCIMILIMHAMU (MOJTYJISIMH).

[TpenmecTByrolIe JUCIUIIIUHEI [Tocnenyromue TUCHMIIIMHBI (KypChbl, MOIYJIH,
(Kypchl, MOJTyJIH, IPAKTHKH ) MIPAKTHUKH)

OI'C2.B.1 OcHoBbl ¢unancooit | OI.B.3 Ayaut

I'PaMOTHOCTH

OINL.02. OcuoBbl Oyxranrepckoro | OI.B.3 MenemxmeHT

ydera
IIM.01.JlokyMEHTHpOBaHUE XO3SIMICTBEHHBIX OIEpalMii
U BeleHHEe  OyXrajTepckoro  ydera  aKTHBOB
OpraHM3aLu

TpebGoBanus K BXOAHBIM 3HaHUSAM, YMEHUSAM U KOMIIETEHLUSM CTyIeHTa GOPMUPYIOTCS
Ha OCHOBE MPOTPaMMBI CpeHero o0miero 00pa3oBaHus MO S3KOHOMUKE.

3. INIMHUPYEMBIEPE3YJIbTATBIOBYYEHMUS 11O JUCHUIIJIMHE

[Tponiecc M3ydeHns: MTUCLMILIMHBI HAIpaBieH Ha (OPMHUPOBAHUE IJIEMEHTOB CIEIYHOIINX
KOMITETEHIIMH 1O CHIeUATbHOCTH:

a) ob6mexynpTypHbIX (OK):

OK 01.Bpibupats cmocoObl pemieHHs 3agad  OpoecCHOHATBHOM  J1eATENbHOCTH
IPUMEHUTEIBHO K Pa3JIMUHBIM KOHTEKCTaM;

OK 02.Mcnons3oBaTh COBPEMEHHBIE CpEICTBAa IIOWCKA, aHalW3a M HHTEPIPETALMU
UHpOpMALUU U MHPOPMALMOHHBIE TEXHOJOTMM JI BBIIOJHEHMS 3a7ad NpodhecCHOHAIbHOU
NeSITeTbHOCTH;

OK 03. IlnanupoBaTh M peaqu30BBIBATh COOCTBEHHOE MPOPECCHOHAIBHOE U JTUYHOCTHOE
pa3BUTHE, MPEIIPUHUMATENbCKYIO JESITEIbHOCTh B MPO(EeCcCHOHANBHOU cdepe, HCIONb30BaTh
3HaHUS 110 IPaBOBOM U (PMHAHCOBOW I'PaMOTHOCTH B PA3JIMYHBIX )KU3HEHHBIX CUTYaLUsAX;

OK 04.9¢dexTnBHO B3auMOICHCTBOBATh U PabOTaTh B KOJUICKTUBE U KOMAH/IE,

OK 05.0cy1iecTBasiTh YCTHYIO U TUCBMEHHYI0O KOMMYHHKAIIMIO HA TOCYJAPCTBEHHOM SA3bIKE
Poccuiickoit @enepannu ¢ yueToM 0COOEHHOCTEH COLUAIBHOTO U KYJIBTYPHOT'O KOHTEKCTa,



OK 06. ITposBasATh rpak IaHCKO-MATPUOTHYECKYIO MO3ULINIO, JEMOHCTPUPOBATH OCO3HAHHOE
MOBCACHHUC HAa OCHOBC TPAAULUOHHBIX pOCCHﬁCKHX AYXOBHO-HPAaBCTBCHHBIX HGHHOCTeﬁ, B TOM
YyHUClie € Y4YEeTOM TapMOHHU3ALMK MEXHAIMOHAIBHBIX M MEXPEIUTHO3HBIX OTHOIICHUH,

IIPUMEHATH CTaHAPThl aHTUKOPPYILIMOHHOIO ITOBECHUS;

OK 09.ITonp3oBaTbess mpodecCHOHATBLHON JOKyMEHTAIMeld Ha TOCYJapCTBEHHOM U

HHOCTPAaHHOM A3bIKaX.

B pe3ynbrare ocCBOCHMS TUCIUIUIMHBI 00YJarOITUICS JOJIKEH:

3HATH:

— OCHOBHBIC MOHATH: LENH, 337a4d M MPHUHLUUIBI JOKYMEHTAI[HOHHOTO OOeCTeYeHHUs
YIIPaBJICHUS;

— 0oOmmMii BUA U COCTaB PEKBU3UTOB JJOKYMEHTA;

— CHUCTEMa JIeJI0BOM MEPENNCKH;

— cocrtaBieHHe ¥ O(OpMIIEHHE OTHEIbHBIX BHJOB OpraHU3alMOHHO-TIPABOBBIX
JIOKYMEHTOB;

— Ipouenypy U3aHMsl, COCTaBICHUS U OPOPMIICHHSI PACTIOPAAUTENbHBIX JOKYMEHTOB;

— CHCTEMY CIIPaBOYHO-UH(OPMAILIMOHHOMN TOKYMEHTAIIUH;

— BHJIbl HOMEHKJIATYPBI ACIT;

— METOJIMKA IPOBEICHUS DKCIIEPTU3bI LICHHOCTU JOKYMEHTOB.
yMeThb:

— 0hOpMIIATH U NMPOBEPATH MPABUIBLHOCTH 0GOPMIICHHUS JOKYMEHTAI[UN B COOTBETCTBUU

C YCTAHOBJICHHBIMU TpGGOBaHI/IHMH, B T.4. UCIIOJIB3Y4A I/IH(bOpMaI_II/IOHHBIe TCXHOJIOI'UH,

— TPOBOJIUTH aBTOMATU3UPOBAHHYIO 00pa0OTKY JTOKYMEHTOB;

— OCYHICCTBJIATH XPAHCHUC U ITIOUCK JOKYMCHTOB,

— HCIIOJIb30BaTh TCIICKOMMYHHUKAITUOHHBIC TCXHOJIOI'NH B

JIOKYMEHTO000POTE;

AIIEKTPOHHOM

npakTudeckuii onbIT: pazaenom VI ®I'OC CIIO «TpeboBaHus K CTPyKType MPOrpaMMbl
MOATOTOBKH CIIEIIMAJIMCTOB CPEIHETO 3BeHa» [Tabnuia 3] He mpeaycMoTpeH

4. OFBEM /IUCHHUIIJIMHBI U BU/IbI YUEBHOM PABOTBI
OO01mast TpyA0eMKOCTh TUCIUTUIHHBI COCTABISIET 66aKaJIeMUYECKUX Jaca.

0D0
Bun yuebHOM paboTh Bcero vacos CemecTtpbl

2(CO0*)
4(000**)

Y4eOHble 3aHsATHSA (BCETO) 38 38

B TOM YHUCIJIE:

Jlexuuu (JIK) 18 18

[Tpaktrueckue 3anstus (113) 20 20

Cemunaps (C)

Jlabopartopusie 3ansTus (JI3)

Koncynpranuu

CamocrositesbHas padora (Bcero) (CP) 28 28

B TOM YHUCIJIE:

KypcoBoii mpoekT (pabota)

PacuetHo-rpaduueckne paboThl

KontposnbHas pabora

Pedepar 10 10

CamornoaroroBka (CaMOCTOSITEIFHOE U3yUEHUE Pa3/IeioB, 18 18

npopaboTKa U MOBTOPEHHUE JIEKIIMOHHOTO MaTepHralia 1 MaTeprala

y4eOHHMKOB U YUEOHBIX MOCOOUH, IMOATOTOBKA K JIAOOPATOPHBIM H




MPAKTUIECCKUM 3aHATHAM, KOJUIOKBHYMaM, pyOeKHOMY KOHTPOJIO U
T.J.)
Bua npomexyTo4HOM aTTecTaluu Kontpoabnasi | Konrpoabnas
padora padora
OO0mmiiodbem, yac 66 66
3P0
Bun yuebnoii paboThl Bcero gacos CemecTphl
2(CO0O*)
4(000**)
YuebOHble 3aHsITHSI (BCEr0) 8 8
B TOM YHUCJIE:
Jlexmuu (JIK) 4 4
[Tpaktuueckue 3ausrus (I113) 4 4
Cemunapsi (C)
JlaGopatopusie 3austus (JI3)
Koncynbranuu
CamocrositesibHas padora (Bcero) (CP) 56 56
B TOM YHUCJIE:
KypcoBoii nmpoekT (pabora)
PacuerHo-rpaduueckue padboTbl
KontponbHas padora
Pedepar 10 10
CamornoaroroBka (CaMOCTOSTEIFHOE U3yUEHUE Pa3/IeiioB, 46 46
npopaboTKa ¥ MOBTOPEHHUE JICKIIMOHHOTO MaTepralia U MaTepuala
Y4eOHHKOB M yU4e€OHBIX MOCOOUA, TOATOTOBKA K JIAOOPATOPHBIM U
MIPAKTUYECKUM 3aHATHAM, KOJUIOKBHYMaM, pyOeKHOMY KOHTPOJIO U
T.J.)
IIpomeskyTOUHAS aTTeCTALMS 2 2
Bua npomexyTo4HOM aTTecTaluu Kontpoabnasi | Konrpoabnas
padora padora
O6muii 00beM, yac 66 66

* Ha 6ase cpemHero o0IIero oOpa3oBaHUs
** Ha 6a3e OCHOBHOT'O 00IIeT0 00pa30BaHMs

5. COAEP)KAHUE U CTPYKTYPA JTUCIUIIJIMHbI

5.1. Conep:xaHue TMCUMILINHBI

Ne HanmenoBanue pasznena

pasnena (Tembl) Coneprxanue paszena (TemMbl)

(TEMBI)

Tema 1. | OcHOBHBIE noHsTHs | JJOKyMeHTanMOHHOE OOecledeHne yIpaBlIeHUs, Kak
JIEJIONPOU3BOICTBA. onHa U3 (QYHKIUM yhnpaBiaeHUs, yHUPHUKALUA U
HopmaTtuBHo-nipaBoBoe CTaHJapTU3aLUs JIOKYMEHTOB, KJIacCU(UKALIUS
obecrnieueHue nokymeHToB.Llenu, 3a/1auu u MPUHIIMIIBI
JIOKYMEHTAIlMOHHOTO JIOKYMEHTAIlMOHHOTO obecrniedeHust
obecrnieueHus ynpasneHus. CucreMsl JOKYMEHTallMOHHOTO
yIpaBieHUs obecrnieueHus yIpaBJieHus, ux

aBToMaTu3alui./JokyMeHTUpOBaHHE  YIIPABICHUYECKON
JNEeATEeIbHOCTH.  ['OCynapCcTBEHHbIE  CTaHIApPThl  HA
JIOKYMEHTAIIUI0, OOIIEPOCCUICKHE KIaCCHU(PUKATOPHI
TEXHUKO-YKOHOMHYECKOHN M COIMAIbHON HH(pOpMaIHH.

5




Tema2. | CocraB pekBu3uTOB U | OOmUN BUI U COCTAaB PEKBU3HTOB JOKYMEHTA; OOIIHE
npaBuia ux opopmiieHus | TpeOboBaHUS K O(GOPMIICHHUIO PEKBU3UTOB JIOKYMEHTA;
TpeOOBaHUS K U3TOTOBJICHUIO, YUETY, UCIOIB30BAHUIO U
XpaHEHUIO0 0JIaHKOB C BOCIIPOU3BEICHUEM

rocyaapcTBeHHoro repba P®, rep6oB cyobekToB PD.

Tema3. | [IpaBuna nenooro | OdunuanbHO-AEIOBON CTHUJIb. Ynorpebnenue
CTWJISl U MALIMHOMUCHOTO | CIICUUAbHOM  JIGKCUKH,  YCTapeBIIEH  JIEKCUKH,
oopmiIeHUs TEKCTa. | HEOJIOTU3MOB,  3aUMCTBOBAaHHBIX  CJOB, CJOB C
Cucrema JIETIOBOM | «yHUBEPCAIbHBIM 3HAUYEHHE)», COKPAIICHUH, S3BIKOBBIX
MEPENUCKH. dbopmyn. Cucrtema nenoBoit mepenucku: IlocTpoenue

npemioxkeHuii.  TunuuHble  OmmMOKHM B TEKCTaX
JIOKYMEHTOB. BUJbI 1€7T0BOM MEepenucKu U UX Ha3BaHUS.
CopneprkaHue nucem, TelerpamMm, TEIeKCOB, (pakcorpamm
(dakc) Tenedonorpamma. A6O6peBHatypa.

Tema4. | OpranuszanoHHO- Hasnayenune u cocraB OpraHM3allMOHHO - IIPABOBOWU
paBoOBast JIOKYMEHTal1H. Yupeaurensckue JIOKYMEHTHI.
JIOKYMEHTalH. CocraBnenue u odopmieHHE OTICIbHBIX BHUJOB
JlokyMeHTupOBaHuE OpraHU3aI[MOHHO-TIPABOBBIX JOKYMEHTOB. Opranuzanus
JBUKCHUS KaIpOB pabotel  peructparnuu. KoMIiekcsl JTOKyMEHTOB IO

0ohOpMIICHHIO: TIEPEBO/Ia HA IPYTYI0 paboTy, OTITYCKOB,
MOOLIPEHUN pabOTHUKOB, TUCIIUTUTAHAPHBIX
B3BICKAHWM, aTTECTAllMd pPaOOTHUKOB, CITY)KEOHBIX
KOMAaHJIUPOBOK, YBOJIbHEHHSI.

Tema5. | Cucrema OCHOBHOE Ha3HAYEHUE PACTOPSAUTEINBHBIX JOKYMEHTOB.
pacnopsiANTENbHON PacniopsimuTenbHbie TOKYMEHTBI COACpIKAIIUE PEIICHMUS,
JIOKYMEHTal1H. UAyUIMe CBEpXY BHU3 IO CHCTEME YIpaBIEHUS.
Cucrema cnpaBouHoO- | FOpunuueckass — cocraBisitomiasi — pacnopsiIUTEIbHbIX
nH(pOpMalOHHON nokyMmeHToB. [lpouemypa wu3gaHus, COCTaBICHHUS U
JIOKYMEHTAIUH. 0 OpPMIICHHUS PACTIOPSIIUTENHHBIX IOKYMEHTOB.

[TonsiTne cnpaBOYHO-MH(POPMAIIMOHHON TOKYMEHTAIIUH.
[IpoToKoJibI, BBIMUCKA W3 NPOTOKONA, IOKIATHBIE H
00BSICHUTENIbHBIC 3aMCKH, 3asIBJICHHUSI, TPEICTABICHHUSL.

Tema6. | Opranuzamus [lonaTne nOKyMEHTOOOOPOTa M €ro OCHOBHBIC 3TaIlbl.
JIOKYMEHTO0000pOoTa Opranuzanus padoThl C TOKYMEHTaMH: KCIEAULIMOHHAs

00paboTKa BXOJISANINX, UCMIOJHEHHBIX U OTIPABIISIEMBIX
JIOKYMEHTOB; MpeIBapUTeIIbHOE paccMoTpeHue
JIOKYMEHTOB B ciryxoe JOKYMEHTAllMOHHOI'O
o0OecrieyeHus; palMOHAIbHOE JBUKEHHE JIOKYMEHTOB
BHYTPU  OpraHu3alid; HCIOJHEHUE  JIOKYMEHTOB;
WHICKCUPOBAaHUE TOKYMEHTOB.

Tema7. | ApXUBHOE A€EIO. [lonatne apxuBa u  uctopus  (GOPMHPOBAHUS

Homenknatypa u
dbopmupoBaHue €.

roCyIapCTBEHHOU apXUBHOMU CITY OBl P®.
locynapctBennass wactb apxuBHOro ¢onmga PO.
ApxuBHBII (OHJ OpraHU3alUd, KOMMEPUYECKOH (HUPMBI.
Odopmiienne 1en  JUIMTENbHBIX CPOKOB XpaHEHUS;
COCTaB Y4YETHBIX JIOKYMEHTOB apXWBa;, Iepegadya Hu
UCIIOJIb30BaHUE TOKYMEHTOB apXHBa.

Bunel HOMEHKJIATypbl Jeil; TUIIOBblE U IPUMEpPHBIE
HOMEHKJIATypbl ~ J€Jl  OpraHu3alui;  COCTaBJICHUE
HOMEHKJIATypbl;  COOJIOJieHne  TpeOOBaHWUW  TIpH
dopMHpOBaHUU JEN; XpaHEHHE JelT Yy HCIOIHUTENS;
JIOKYMEHTBI BHYTPH JIe.




Temas.

Okcneprusa
JOKyMEHTOB.

OCHHOCTHU

[lonsaTHEe LIEHHOCTU IOKYMEHTOB, CUCTEMa SKCIEPTHBIX
OpraHOB, TEPEYHH JIOKYMEHTOB C YKa3aHHEM CpPOKOB
XpaHEeHUs, METOIMKA TPOBEJICHUSI SKCIIEPTU3bI IEHHOCTH
nokymeHTOB. [loaroroBka um Tmiepenada ael B apXuB
OpraHu3aliy, TOPSJIOK MepeJayd JOKYMEHTOB Ha

rOCYJTApPCTBEHHOE XpaHEHHE.

5.2. CTpyKTypa IMCHUIIIHHBI

00
Ne KosnuecTBo yacoB

Izﬁieb?)a HanmenoBanwue pasiena (TeMbI) Beero | JIK m CP

Temal. | OcHOBHBIE TOHATHS AEIONPOU3BO/ICTBA.

HopmartuBHo-1ipaBoBO€ obecnieueHue 7 2 2 3
JIOKYMEHTAIlMOHHOTO 00ecrieueHus ypaBIeHUs

Tema2. | CocTaB peKBU3MTOB M MIPABMIIA UX OPOPMIICHHS 7 2 2 3

Tema3. | [IpaBuia Aei0BOro CTUJIA U MATMHOIIMCHOTO
odopmiieHus Tekcra. Cucrema aenoBoit 8 2 2 4
MEPETUCKH.

Tema4. | OpraHuzallMOHHO-IIPaBOBAask JOKYMEHTAIUSI. 9 ) 4 3
JIOKyMeHTHpOBaHUE ABMKEHHUS KaJIPOB.

Tema5. | Cucrema pacnopsaAUTEIbHON JOKYMEHTAIUH.

Cucrema cipaBOYHO-MH(POPMALMOHHOM 12 4 4 3
JIOKYMEHTAllUH.

Tema6. | Opranuzanus JTOKyMEeHTO000poTa 8 2 2 4

Tema7. | ApXuBHOE JI€JIO. ] ) ) 4
Howmenknarypa u hopMupoBaHue Jell.

Tema8. | DkcnepTusa IEHHOCTU JOKYMEHTOB. 8 2 2 4
Koncynpranus - - - -
[TpoMexxyTouHas aTTecTalus - - - -
OO0 00BbeEM 66 18 20 28

300
Ne KonunuecTBo yacoB

Izﬁie;; HaumenoBanwue pa3nena (Tembl) Beero | JIK m CP

Temal. | OCHOBHBIE MMOHSATHUS JIETONPOU3BOJICTBA.

HopmatuBHO-ipaBoBOE 0OecTicueHHE 8 2 6
JIOKYMEHTAI[MOHHOTO 00eCTIeUeHHUs yIPaBICHUS

Tema2. | CocTtaB peKBU3UTOB M MpaBuiia UX ohopmMiIeHuUs 6 2 4

Tema3. | [IpaBuia nen0BOroO CTUJIS U MATMHOIUCHOTO
odopmiienus Tekcta. Cucrema ae10BoOH 8 8
MEPEIUCKH.

Tema4. | OpraHu3aliMOHHO-IPABOBAS IOKYMEHTAIIHS. ] ) 6
JlokyMeHTHpOBaHUE ABUKEHUS KaJIPOB.

Tema5. | Cuctema pacnopsAMTEIbHON TOKYMEHTALUH.

Cucrema cipaBoYHO-UHGOPMAITMOHHON 10 10
JIOKYMEHTAIIUH.

Tema6. | Opranuzamnusi JOKYMEHTO000pOTa 8 8

Tema7. | ApxuBHOE J€JO. ] ) 6
Howmenknarypa u dopMupoBaHue Jell.

Tema8. | DkcnepTusa IEHHOCTH JOKYMEHTOB. 8 8
IIpoMexkyTOUHas aTTecTanus 2 - -




[IpoMexxyTouHas arrecTauus - -

OO0 00BbeEM 66 4 4 56
5.3. [IpakTHYecKue 3aHATHS U CEMUHAPbI
Ne | Ne paznena Tema Konnuectso
/T (Tembr) JacoB
O0P0 | 390
1 Tema 1. CocraB HOpMaTUBHO-TIPABOBOTO O0ECTICYCHUS
JEJI0NPOU3BO/ICTBA. 3aKOHOAATENbCTBO PD, mpaBoBbIe
aktol [Ipesunenta, [IpaButenscTBa PO, dhenepanbHbIx 2
OpTraHOB UCIOJHUTEIBHOMN BIACTH B 00JaCTH
JIOKYMEHTAILlMOHHOTO 00eCeUeHHI.
2 Tema 2. CocTaB peKBU3HUTOB M MpaBuiia X ohopmieHuUs 2
3 Tema 3. | JlIokyMEHTBI, BBICTyNAIOIINE B KAUECTBE MHCTPYMEHTA
OTIEPaTUBHOTO MH(GOPMAITMOHHOTO 0OMEHA MEXKTY 2
OpraHu3aIHsIMU.
4 Tema 4. KomMruiekcrl JOKyMEHTOB 110 0(hOPMIICHHIO: TIEpeBOIa Ha
Ipyryto paboTy, OTIYCKOB, MOOMIPEHHU PaOOTHUKOB, 4 )
JTUCIUIIMHAPHBIX B3ICKAHUM, aTTecTallud paOOTHUKOB,
Cy)eOHBIX KOMaHAUPOBOK, YBOJILHECHHUSI.
5 Tema 5. [TonsiTre cripaBOYHO-UH(DOPMAITMOHHON TOKYMEHTAIIUH.
[IpoTOoKOJIbI, BBIMKUCKU U3 MPOTOKOJIA, JOKIAHbIE 4
00BSICHUTENIbHBIC 3aMCKH, 3asIBJICHHSI, TPEICTABICHHUSL.
6 Tema 6. Opranuzanus paboTsl ¢ TOKYMEHTAMH: SKCIICTUITUIOHHAS
00paboTKa BXOJSAIINX, UCTIOTHEHHBIX U OTIIPABISEMbIX 2
JIOKYMEHTOB.
7 Tema 7. ApXUBHOE JI€JI0. ) )
Howmenknarypa u hopMupoBaHue Jell.
8 Tema 8. IToaroroBka u nepenaya Jiej1 B apXUB OpraHu3allii,
MOPSIIOK Mepeaun IOKYMEHTOB Ha TOCYAapCTBEHHOE 2
XpaHeHHue.
5.4. JlabopaTopHbIepadOTHI
Ne | Nepaznena HaunmenoBanue 1a00paTopHbIX paboT KonugectBo
/11 (Tembl) 4acoB
5.5. CamocTosiTesibHOE N3YyYeHHE Pa31esoB (TeM) TUCIHUIIITHHBI
Ne paznena Tembl, BIHOCUMBIE Ha CAMOCTOSITEILHOE N3YUCHUE KonuuectBo
(TempI) 4acoB
O0P0O | 3®0
Temal. OCHOBHBIE TOHSATHS ACJIONPOU3BOCTBA.
HopMmaTtuBHo-npaBoBoe 06ecredeHne JOKYMEHTAIMOHHOTO 3 6
o0ecrieyeHns ynpaBieHUs
Tema2. CocTtaB peKBH3UTOB U MpaBHUiIa UX 0(OPMIICHUS 3 4
Tema3. [IpaBumna 1e10BOTO CTHIIS M MAITMHOIIMCHOTO O(DOPMIICHHS 4
TekcTa. Cucrema JeI0BOM MePEenucKHu. 8
Tema4. Opranu3anoOHHO-TIPaBOBask JOKYMEHTAIUA. 3
JIoKkyMEeHTUpOBaHUE ABUKEHUS KaJIPOB. 6
Temal. Cucrema pacnopsIUTENbHON TOKyMEHTALIUN. 3 10




Cuctema cipaBOYHO-MH(POPMALMOHHON JJOKYMEHTAIUH.
Temab. Opranuzanus 10KyMEeHT0000poTa 4 8
Tema7. ApXHBHOE A€I0. 4 6
Homenknarypa u ¢popmupoBanue aei.
Temas. DKcnepTu3a HEHHOCTH JOKYMEHTOB. 4 8

6. OBPA3OBATEJIBHBIE TEXHOJIOT' U

W3ydenne nuciuruimHbl «J{OKyMeHTaIIMOHHOE 00ECIIeYCHNE YIPABICHUD OCHOBAHO Ha
MPUMCHCHHUC MHHOBAIIMOHHBIX O6paBOBaT€.HBHBIX TGXHOHOFHﬁ, OCHOBAHHBIX Ha UCITOJIb30BaHUHN
AKTUBHBIX U MHTEPAKTHBHBIX METOIOB O0YUYCHHSI.

OcHOBHEIE BUbI UCITOJIB3YyCMbIX O6paBOBaT€.HBHBIX TEXHOJIOTUH:

-IeSITENILHO-OPUCHTUPOBAaHHOE ~ OOy4eHHEe  CTYINCHTOB. JledTenbHbIE  TEXHOJOTHH
BKJIKOYAaKOT B C66}I aHaJIn3 CHTyaHHﬁ, pCHICHUC CUTYAOUOHHBIX 3aJda4d, MOACIUPOBAHUC
poeCCHOHAIBHON JEATETHFHOCTH B Y4€OHOM IPOIIECCE;

-TMYHOCTHO-OPUEHTUPOBAaHHOE OO0ydeHue. M3ydeHue OUCHMIUIMHBI —Mpearojaraer
BO3MOXXHOCTh BBIOOpA UISL CTYJIEHTOB W TIOCJIEIYIOINIEE BBIMOJTHEHUE PA3IUYHBIX TBOPUYECKUX
3aI[aHHﬁ. TaK, CTYACHTBI MOT'yT HNOATOTOBUTHL HNHUCBMCHHOC PCIICHUC 3adavdu; MOATOTOBUTH
KPOCCBOP/IBI M TECTHI TTO H3y4aeMbIM TEMaM; BBICTYIIUTD ¢ pedepaToM (JOKIAI0M).

-aJJalITUBHAsd  TEXHOJOT'Us (ucciie1oBaTENbCKOE oOydeHue), OCHOBAaHHas Ha
MaKCHMaJIbHOM BOBJICUCHUH CTYICHTOB B MHINBUAYAILHYIO CAMOCTOSTEIBHYIO paboTy.

AKTHBHbIE U HHTEPAKTHBHBLIE 00pa3oBaTe/IbHbIe TEXHOJOTHH, UCIOJIb3yeMble B
ayIMTOPHBIX 3aHATHHAX

Ne paznena Bun Hcnonb3yeMble HHTEpaKTUBHBIE 00pa30BaTeIbHbBIE KomnuectBo
(TeMbr) sanstast (J1, TEXHOJIOTHH* 4acoB
113, C, JIP) 0®0 [ 300
3 113 Juckyccus 2
5 I13 Pab6ota B rpynmnax (mpoBeieHUE COBEILAHHS U 2
COCTAaBJICHHE MPOTOKOJIA)
7 113 KomMnbroTepHas npe3eHranus 2 2

*PacnpeneneHuesBIsAETCANPUMEPHLIM,T. K.IIPENOaBaTEIbMOXKETBAPbUPOBATEOOPA30BaT
€JIbHBIETEXHOJIOTUUB3aBUCUMOCTHOTKOHKPETHONTEMBI,aTaKKECYydeTOMYPOBHIOCBOCHUI3HAHU
1, yMEHUMHNHABBIKOBCTY JEHTAMUIIOJUCLIUILIAHE.

IlepeyeHbMH(POPMALMOHHBIXTEXHOJIOT Hil, M CII0Ib3YEeMBIXITPHOCYLIECTBJICHHH
00pa30BaTeIbHOTrONPOLECCATIOAUCIUIIIMHE:
—00pabOTKAaTEeKCTOBOMUH(pOPMALIIH;
—cOop,XpaHeHue,cucTeMaTH3aMsIMBbIIaua yueOHOMHay YHOHHH(pOpMalny;

—IOJATOTOBKAa, KOHCTPYHPOBAaHHUE M MPE3CHTAIMs] MTOTOB HCCIEJOBATEIBCKONH H
AHATUTHYECKONUICSITETLHOCTH;

—CaMOCTOSATEIbHBIMIIONCKAONIOIHUTEIBHOT0y4e0HOTOMHAYYHOT OMaTepHala,CUCIIONb30
BaHHEM HIOUCKOBBIX CHCTEMHUCANTOB ceTulIHTepHET,NIEKTPOHHBIXHIUKIIONE TN
n0a3MaHHbIX;

—HCTOJIb30BaHUE 00pa3oBaTeNbHBIX TexHonorui B pamkax OUOC nmns pacchuikw,
NEePenuCKH HOOCYKICHUABOZHUKIINXYYEOHBIXIIPOOIIEM.

7. OUEHOYHBIE CPEJACTBA JJISA TEKYLIEI'O KOHTPOJIA
YCIEBAEMOCTH UITPOMEXKYTOUYHOM ATTECTALIUA

Jlns atrectanMy OOy4YaIOUIMXCS Ha COOTBETCTBME HX IEPCOHAIBHBIX JAOCTHKEHHUH
nostanubiMTpeboBanusaM OIIOII no cnenmansHocty 438.02.019Kk0HOMUKA M OyXrantepcKkui
y4eT (110 OTPacIsiM)Co3Aar0TCA(POHIBIOIICHOYHBIXCPEICTB.

Tunosbie TeMbl pedepaToB




XN B W=

Hctopus BO3HUKHOBEHUS Je0Ipon3BoicTBa B Poccum.

CucreMa JOKyMEHTAIIMIOHHOTO O0ECTICUeHUS YIIPaBICHHUS.

HoxymenTt. Knaccuduxarus 10KyMEHTOB.

bnanku crporoit orueTHOCTH. OCOOCHHOCTH XpaHEHUsI OJJAHKOB CTPOTOM OTYETHOCTH.
Byl 651aHKOB M TpeOOBaHUS K HUM.

OyHKIMY U 003aHHOCTH CeKpeTapsi-pedepeHra.

Kanpogsriit monbop nepconaina.

TexHu4yeckue cpeacTBa, 00ecednBaronIie TPy ceKpeTapsi, opuc-MeHeKepa.
be3zonacHOCTh LIeHHBIX HHPOPMAITMOHHBIX PECYPCOB.

Opranu3anvoOHHO-TIPAaBOBAas KaJApOBas JOKYMEHTALIUS.

. DTHdeckue TpeOoBaHUs K oprc-MeHEKEPY.

TpeboBanust, npeabaBiIsieMble K 0QOPMIICHHUIO TIHCEM.

. IIpaBuna peructpamuu BXOJAENH U UCXOIAIIECH KOPPECTIOHACHIINH.
. I[OKYMCHTOHOTOKI/IZ BHyTpeHHI/Ie 1 BHCIIIHHUC.
. IIpaBuna yuera u XpaHeHUsI TPyAOBBIX KHIKEK. OopmieHue npruema Ha padoTy.

PazHOBUIHOCTH CITY>KEOHBIX ITHCEM.

. IIpaBuna Begenus 3acenanus. [IpoTokos 3acenanmsi, BUABI TPOTOKOJIOB.
. XpaHEeHHUeE UCTIOJIHEHHBIX JIOKYMEHTOB B MOJIpa3/ICICHUSX OPTraHU3allUU U €€ apXUBeE.

Odopmiierre pactiopsiAMTEILHON JOKYMEHTAITUH.
TpeboBanust kK 0(OPMIICHHUIO JIMYHBIX €.

. Pabota ¢ koHpUAEHITHATHPHBIMHU TOKYMEHTAMH.

. CtpykTypa kaapoBoii HHGOPMAITMOHHO-TOKYMEHTAIIHOHHOW CHCTEMBI.

. Homenkiarypa aen. Buasl Homenkiatyp. CocraBiienue u o(hopMIIeHUE HOMEHKIIATYPBI JeII.
. JIOKyMEHTBI 110 JIMYHOMY COCTaBY.

. DKcrepTu3a IeHHOCTH JOKYMEHTOB.

OTHKa CeKpeTapcKoro Tpyza.

. JlenoBbIe M JIMYHBIE Ka4yeCTBa CeKpeTapsl.
. KoHTpo:b 32 ucnonHeHneM JOKYMEHTOB (TEKYIIUH, peaynpeIuTebHbINA, HTOTOBBIH).
. Knaccudukanms nemoBoit T0KyMeHTaIUH.

OOue HOpMBI W TpaBuia O(GOpPMIICHHS JOKyMEHTOB: Pa3mepbl Oymaru, Hymepauus

CTpaHul, AaT, COKpAIICHHA CJIOB B TCKCTC, HAITMCAHUEC YHUCCII.

TunoBble3aganus BTecToBOipopme
1. 3akoH4YHMTe HAYaTOE MpeaJI0KeHHe OTHUM U3 TPeX BAPUAHTOB

OTBETAa:

JloKyMeHTO000pOT - IBMIKEHUE JOKYMEHTOB B OpraHU3allMi CMOMEHTA MX CO3JaHHS JI0:
1.1. mepepgauym Ha UCTIOJIHEHUE

1.2. moAIIMBKH B €TI0

1.3. 3aBepuieHUs UCTIOJTHEHUS WU OTIPABKHU

2.IlopyepkHHUTE NPABUJIBHBIN OTBET

JloipKHA M MHCTPYKIMS MO JAETONPOU3BOJCTBY OPraHU3AlMA YCTAHOBUTHh TEXHOJIOTHIO BCEX

ACJIOMPOU3BOJACTBCHHBIX onepaunﬁ, BBIINIOJIHACMBIX B OpFaHI/IBaI_II/II/I?

2.1. na
2.2. HeT
3.KeM ycTaHaBIMBAIOTCS HHAMBUAYAIbHbIE CPOKH MCTIOJTHEHHS

JOKYMEHTOB?

3.1. pyKOBOJIUTENEM CTPYKTYPHOIO NOAPA3AEIECHUs, TJ€ UCTIOIHACTCS JOKYMEHT
3.2. kaHuenspuen

3.3. PYKOBOJMTEIEM OpraHU3alNN

4. Kakue ¢opMbI perucrpanuu 10KyMeHToB B Poccun?

4.1. xypHanabHas

4.2. xapTo4Has
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4.3.
4.4.

aBTOMAaTHU3UPOBAHHAS '
BCC BBIIICTICPCUUCIICHHBIC

5. Ilpu perncTpanyuu KaKuX J0KyMEHTOB BMecCTe € MOPS/IKOBbIM PerucTpanioOHHbIM
HOMEPOM NMPOCTABJIAETCS HOMeEP /e/1a, B KOTOPOM XPAaHUTCS KONMUA JOKyMeHTa?

5.1.
5.2.
5.3.
5.4.

MIPUKA3bI
MPOTOKOJIBI
aKTBI
nUuchMa

6. B kakux 10KyMeHTaxX pPSAJA0M C PerucTPallMOHHBIM HOMEPOM YKa3biBaeTcsi OykBa «JI»

u «K»?
6.1.
6.2.
6.3.
6.4.
6.5.

aKTbI

JOKJIJHBIE 3aIIUCKU

IIPUKAa3bl 10 OCHOBHOM JEATEIbHOCTH
IIPUKA3bI [10 TUYHOMY COCTaBY
CIIpaBKHU

7. Illpn perncTpauuy KakKoro J0KyMEHTAa ATy PerucTpauMd YKa3bIBalOT He B J€Hb
ero nmoanucanusa?

7.1.
7.2.
7.3.
7.4.

TpHUKa3
HPOTOKOI
pelieHne
IIOCTaHOBJICHHE

8.Eciii JOKyMEHT oTHpaBJIsieTcs B IBa ajipeca 110 Mo4Te, TO CKOJIBKO He00X0 MO
NOAr0TOBUTH IK3eMILIAPOB 3TOI0 JOKYMEHTa?

8.1. detbIpe

8.2. nBa

8.3. Tpm

9. Kakne MOryT ObITh HOMEHKJIATYPHI J1€eJ1?
9.1. xoHKpeTHas

9.2. mpumepHas

9.3. Tunosas

9.4. Bce BhIIIENEPEUNCICHHBIE

10. B HoOMeHKJ1aType AeJ1 AOKYMEHThI CHCTEeMAaTH3HPYIOTCH
10.1. mo BuaaM JOKYMEHTOB
10.2. mo coaepkaHuto
10.3. mo cpokaM xpaHeHUS
10.4. Bce BhILIENIEPEUNCIICHHBIE
11. K10 Mo:xeT padoTaTth ¢ JIOKYyMEHTAMH, MMEKIIMMHU KOMMEPYECKYI0 TaHy?
11.1. TOIBKO pyKOBOJIUTEID
11.2. Bce paOOTHHUKHN OpTraHU3ALUH
11.3. pyKOBOAUTENN CTPYKTYPHBIX MOApa3AeICeHU, OpraHu3alui
11.4. paboTHUKH, OTIpEICIICHHBIC PYKOBOIUTEIEM
12. PeKBU3HUT JOKYMEHTA - 3TO:
12.1. ero oTOEILHBINA DJIEMEHT
12.2. yactp cimyxeOHOro Muchma

12.3.

(bupMeHHBIN OJIaHK

13. B kakoM ciy4ae npaBuJbHO 0hopMIIeH 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 CraBponosnbckoi mkoiasl Ne 26 T.I1.MarBeeBoi
14. B pexBu3uTEe «AApecaT» HHUIHAJBI CTABAT:
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14.1. mepen ¢pamunuent agpecara

14.2. mocne hamunum anpecara

15. B kakoMm cJjy4ae NpaBUJbHO 0popMiIeH PeKBU3UT «OTMETKA 0 HAJIUYUH
NPHJIOKEHH D), €CJIM B TEKCTe COMPOBOJUTEJBbHOI0 NUCHhMa He YIIOMHHAJIOCH 0
NPUJIOKeHUun?

15.1. Ilpunoxenue: 1. CrpaBka o corinacoBaHMM NPoeKTa 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 kakoii HeJbI0 HA CIYKEeOHOM NMUCbMe YKa3bIBAKT pamMuiunio u tejaedoH
HCIOJHUTESA?

16.1. st oniepaTUBHOM CBSI3U C UCITOJHUTEIEM

16.2. nys npuaHys TOKYMEHTY IOPUAMYECKON CHUIIBI

17.B kakoMm cayuyae npaBuJibHO opopmiieH pekBU3UT «Iloanmuch» Ha OJIaHKe

AOKyMeHTa?
17.1. IupekTop mkosl Ne 25 B.A. IlerpoBa
17.2. lupexTop HIKOJIbI [lerpoBa B.A.
17.3. lupextop B.A.IletpoBa

18. [I;nan padoThl koAbl HA 2001—2002 y4yeOHBIN o YyTBep:K/AeH pellleHueM
neJaroru4eckoro copera. B kakom ciayuyae npaBuiibHo ogopmiieH pekBu3uT «I'pud
YTBepP:XKAeHUSA TOKYMEHTa»?

18.1. YTBEPXKXJIAIO

Pemenue negarornueckoro cosetra ot 12.08.2006 1. Ne 14

18.2. YTBEPX/IEH

Pemennem negaroruueckoro cosera ot 12.08.2006 Ne 14
18.3. YTBEPXIEH
Pemenue negarornueckoro cosera ot 12.08.2006 r. Ne 14
19. PexkBHM3HT corjiacoBaHusi 0popMJIAIOT CJeyIIIUM 00pa3om:
19.1.  COI''TACOBAHO
[IpoTokosom 3acenanus
[IpaBnenus crpaxoBou
koMranuu «Ilmanera»
oT 21.06.2006 Ne 10

19.2. H.W. Opios
nOONuUCh
19.3. HayanbHUK IOPUANYECKOTO OTAETA
JUYHAs! OJIUCH T.H. CunopoB
21.12.2006

20. Ins1 fOKyMeHTa, NOAJUHHUK KOTOPOIr0 OCTAeTCH B OPraHU3aluu, BU3bI
NpPOCTABJISAIOTCA:

20.1. HUKE MOANMCH PYKOBOAUTENS, MOJIUCABUIETO JOKYMEHT

20.2. B HIKHEH YaCcTH OOOPOTHOM CTOPOHBI MTOCIICTHETO JINCTA MOUTMHHUKA JOKYMEHTA

20.3. Ha MEpHOM JIUCTE TOKYMEHTa Ha ero 000POTHOM CTOPOHE

21. Il IOKYMEHTAa, NOJJIMHHUK KOTOPOTO0 OTIPABJISIeTCH U3 OPraHu3alu, BU3bI
NMPOCTABJISTCH:

21.1. B HUKHEHN YaCTH JIUIIEBOM CTOPOHBI MOCIEAHETO JIUCTa KOTTUU
JIOKYMEHTa, HaXOIAILEHCS B OpraHu3aliu

21.2. B HIKHEH yacTH 00OPOTHOM CTOPOHBI MOCIIEIHETO JINCTA KOIMUH IOKYMEHTA,
HaxoJdIIelcs U OpraHu3aluu

21.3. Ha IepBOM JINCTE OOOPOTHOM CTOPOHBI JOKYMEHTA

22. B oTCcyTCTBHE PYKOBOAMTEJIS MOANUCAHNE JOKYMEHTA 3aMeCcTUTe/IeM UJIN
HCHOJHAIOINM 00SI3aHHOCTH PYKOBOIMTEJI:

22.1. 3a qupexTopa A.N. Iletpos
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(moamuck ero 3ama Cuyopona)

22.2. lupexrop ' A.N. Ilerpos
(moamuck ero 3ama Cuymopona)
22.3. 1.0O. nupexTopa I'.B. Cunopos

(JTMYHAS TTOTNCH)

23. IlonsaTHe «/leJonpou3BOACTBO» - ITO:

23.1. cucrema XpaHeHHUs] JOKYMEHTOB

23.2. cocTaBieHUE TOKYMEHTOB

23.3. TOKyMEHTUPOBAHHUE U OpPTaHU3AIMs PabOThI C TOKYMEHTaMHU

24. C noMoIIBbI0 KaKOI0 PeKBU3UTA 0(popMIIsieTCsl BHELIHEe COIVIacCOBaHUe JOKyMeHTa?

24.1. BU3EBI, COTJIaCOBaHHUS

24.2. rpuca cormacoBaHus

25. Eciix 1Be OpraHu3anum coCTABJISIOT COBMECTHBIN JOKYMEHT,
TO OH oopMJIsieTcs:

25.1. Ha G;maHKe TIepBOM OpraHu3aIuu

25.2. Ha 6raHKe BTOPOW OpraHU3alun

25.3. na nucre Oymaru ¢popmata A4

26. KeM nmoanuceIBalTCs JOKYMEHThI, COCTaBJsieMble KOMHUCCHET?

26.1. pyKOBOJUTENEM OpPTraHU3aIUN

26.2. npencenarenemM

26.3. npeacenareneM U YJI€HAMU KOMUCCHH

26.4. mpeacenareneM U CEKpeTapeM

27. Ha kakoM cJ1yKeOHOM NUCbMe NMPocTaBJsieTcss peKBU3HT «CChLIIKA HA
PerucTpalMOHHBbINA HOMEP U ATy JOKYMeHTa»?

27.1. mpocrbax

27.2. conpOBOIUTENbHBIX

27.3. uHpopMaIMOHHBIX

27.4. otBeTax

28. sIBasieTcst ik 00513aTeJILHBIM JIJIS1 PETHCTPAIMUA OPTaHU3ALMH, YYPesKIeHU I
HaJn4umne Ycrasa?

28.1. na 28.2. HeT

29. Kakue oprann3anuoOHHbIE JOKYMEHTBI YTBEP/KIAKTCH PYKOBOIUTEIEM
opraHusauum?

29.1. DOMKHOCTHBIE HHCTPYKLIUHU

29.2. I0N0KEHUS O CTPYKTYPHBIX MMOJIpa3ACICHUSIX

29.3. mTaTHOE paclnyucaHue

29.4. mpaBuiia BHYTPEHHETO pacnopsiaka

29.5. Bce nepeunciaeHHbIE BbIIIE TOKYMEHTBI

30. B kakoM 10KyYMeHTe MOTYT ObITh OrOBOPEeHbI YCJIOBUS PEOPraHU3alNM U
JUKBUAAUWH OPraHu3anuu?

30.1. B YcTaBe opranuzanuu

30.2. B [lonoxkeHnu 0 CTPYKTYPHOM MOAPA3AEIEHUN

30.3. B 1OTKHOCTHOW MHCTPYKIIUU

31. C kakuMH JOKyMEHTAMM NPHU NOCTYIUVICHUH I'PakIaH HAa pa0oTy B OPraHu3anMIo ux
OJIKHBI MO3HAKOMHUTE ?

31.1. YcTaBoMm opranuzaiu

31.2.TlonoxeHueM o CTPyKTYPHOM MOAPA3ACTCHUH, Ky a MOCTYIaeT
Ha paboTy rpakaaHuH

31.3. 1OMKHOCTHON MHCTPYKIIMEN

31.4.co BceMu NEPEUNCICHHBIMU BbIIIE JOKYMEHTAMHU

32. Kakue pacnopsiiuTejJbHbIe JOKYMEHTBI H31al0TCS HA OCHOBE eIMHOHAYAJIMSA?

32.1. Pemenus
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32.2. npukasbl
33. KT0 HeceT OTBETCTBEHHOCTD 32 M3JaHHe NPpUKa3a?
33.1. AOKHOCTHOE JIMII0, MOATOTOBUBIIIEE MPOEKT MPHUKa3a
33.2. pyKOBOAMTEIb OpPraHU3aIuu
33.3. OKHOCTHOE JIMIIO, MOANUCABIIEE TPUKA3
34. Kakoii peKBH3HUT He BXOJAUT B cOcTaB hopMyJisipa-o0pa3ua npukasa?
34.1. BuI IOKyMEHTa
34.2. nara nOoKymeHTa
34.3. agpecat
34.4. HauMeHOBaHUE OPTraHU3ALNHI
34.5. moamuce
34.6. Tekct
34.7. 3arojoBOK K TEKCTY
35. Kakast yacTh TeKkcTa NpUKa3a siBjsiercst 00s13aTe1bHOM?
35.1. koHCTaTHpyOIas
35.2. pacniopsiAUTENbHAS
36. 3aBepsieTcs JiM MOANMUCH PYKOBOJAMUTE/ISI HA IPUKA3e NeYyaTbio?
36.1. na 36.2. Her
37. B kakom ciaydae npaBuIbHO 0opMiIeH peKBU3UT «OTMETKA 0 3aBepPeHUMN KOMUI)?

37.1. Bepno:
NHcnekTop oTnena kaApoB JIMYHAA N.N.Iletposa
HOJITUCH
37.2. Bepno
HNucnekrop oraena kaapoB JIU4HAs N.N. Ilerposa
MOJIHCH
37.3. Bepuo
NHcniekTop oTaena KaapoB JIMYHAs N.N. Ilerposa

noamnuck 16.03.2006
38.YTo o3HavyaeT BU3a IOPUCTA HA MpHUKa3e?
38.1. BHyTpeHHEE COIIaCOBAHUE, TOATBEPKAAIOILEE, YTO MPUKA3 HE IPOTUBOPEUUT 3aKOHY
38.2. 00s13aTeNbHBIN PEKBU3HT MPHKa3a, TPUAAIOIINN eMy IOpUINYECKYIO CUITY
39.Yro siBAsIeTCA AATOM NPOTOKOJIa?
39.1. naTa moanucaHus MPOTOKOIA
39.2. nara 3acenanus
39.3. naTa perucTpauuu NpoTOKoJIa
40. CtaBuTCSA J1¥ HA NOANKUCH B IPOTOKOJIE e4YaTh?
40.1. na 40.2. Her
41. Kakoii HOpMaTHBHBIN JOKYMEHT B OPraHU3alMu onpeeisieT NOPsA0K padoThl ¢
JOKyMEeHTaMu?
41.1. uHCTPYKUUS 1O JEIOIPOU3BOJICTBY
41.2. periiaMmeHT pabOTHI
42. Kem yTBepaaeTcsi CBOIHAsi HOMEHKJIATypa /ieJl OpraHu3anuu?
42.1. pyKOBOAUTENEM CTPYKTYPHOIO MOJAPA3ACICHUS OPraHU3aANKI
42.2. pyKOBOAMUTEISIMH CITYKOBI 1€IIONPOU3BOICTBA
42.3. pyKOBOIUTEIAMHU OpTraHU3aln1
42.4. 3amecTUTElIeM PYKOBOJIUTEINSI OpTaHU3aIK, OTBEYAIOLIUM 32
CITY>KO0y JIeJIOTpPOU3BOJICTBA
43. IIpuka3bl 10 NpHeMY, YBOJbHECHHIO PAa0OTHHKOB IOMEIIAKOTCS:
43.1. B nene BMecTe ¢ MpUKa3aMu O KOMaHAMPOBAaHUHA PAOOTHUKOB
43.2. oTIENBbHO OT NPUKA30B O KOMAaHUPOBAHNUU
43.3. BMecTe ¢ MpUKa3aMH 10 OCHOBHOM AEATEIbHOCTH
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44. IIpoToK0JIbI COOpaHUIl KOJJIEKTHBA U 3aCeJaHUil KOJJIerul
PerucTpUpPYIOTCS:
44.1. BmecTe
44.2. oTHeIbHO
45. Cpok MCNOJIHEHUS JTOKYMEHTAa UCHYUCISIeTCs:
45.1. coHs NOCTYIJIEHUSI JOKyMEHTA
45.2. co IHS HaNMCaHUsI PYKOBOJIUTEIIEM PE30JIOIUU
46. Kakoii Mo:keT ObITH 001 PACTIOPSAANTEIBHBIN JOKYMEHT IBYX OpPraHu3anui, u
OJIHOM M3 KOTOPBIX M3/1aeTCs MPUKA3, B APYIoH - pacnopsikeHue?
46.1. npukas
46.2. nocTaHOBJIEHUE
46.3. perienue
46.4. ykazaHve
47.CoBMeCTHOE MMCHMO JIBYX OPraHM3anui opopmJisieTcs:
47.1. Ha G1aHKe OAHOM OpraHu3aIu
47.2. na OGnaHke Ipyroil opraHuzanuu
47.3. na nucte 6ymaru gpopmara A4 unu AS
Ku1104 1151 O1leHKH pe3yJIbTATOB TeCTHPOBAHHUS

KosnuyecTBO NpaBHJIbHBIX OTBETOB Onenka
ot 46 no 47 OTJIMYHO
ot 39 no 40 XOpOIIO
ot 20 o 38 YIOBJIETBOPUTEIHLHO
ot 0 mo 15 HEYJIOBJIETBOPUTEIHHO

Tunosble 3aJaHUA IS IPAKTHYECKOH padoThI

Cmooenupytime peuwtenue K cumyayuouuwvim 3aoadam, ucnoavsys CIIC Koucyrvmaum
Inioc (popmet 0oKymMeHmoas).
3aganue 1.

B ponu cnenmanucra KagpoBoOi CiyObl HA OCHOBaHMU TapH(PHO-KBAIU(UKAITIOHHOTO
CIPAaBOYHHMKA JOJKHOCTEH CHEIMAIMCTOB U M3JIOKEHHBIX B HEM TpeOOBaHMM K CIEUANINCTaM
COCTaBbTe, OHOPMUTE, MOJMUIIUTE U YTBEPIUTE JOKHOCTHYIO HHCTPYKIIMIO IOPUCKOHCYIIBTA.

1. 3apmanue

CocTaBuTh HWHCTPYKIIMIO Ha OCHOBE 3akoHojarenbcTBa P®. OtaenbHyro rpynmy
COCTaBIISIIOT JTOJDKHOCTHBIE MHCTPYKIIUU, KOTOPBIE TAaK:Ke OBIBAIOT THUIIOBBIMHU, OTPACIICBBIMU U
WHAUBUAYaTbHBIMU.

WNHcTpykuus 10KHA UMETh:

- HAaMMEHOBaHUe OpraHu3alnu;

- HANMEHOBAHUE BUJIA JJOKYMEHTA;

- IaTy;

- HOMEp;

- 3ar0JIOBOK K TEKCTY;

- rpud yTBEpKICHHUS;

- TEKCT;

- TIOAITUCH COCTaBUTEIICH;

- meyath (pu HE0OXOIUMOCTH);

- BU3BL.

3aganue 2.
Hcnonb3ya nepeuenb pekBu3uTOB aokymMeHToB B I'OCT P 7.0.97-2016, onpenenure,
MIPABUJIBHO JIM Ha3BaHbI EPEUNCICHHbIE PEKBU3UTHI:
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PCKBU3HUT IMPaBUJILHOC HA3BAHUC

1) 'ep6 Poccutiickoit deneparuun

2) JOrOTUI OpraHU3aLMH

3) xox opranuzanuu

4) KoJ1 TOKyMEHTA

5) HaMMEHOBAaHUE OPraHU3ALUU

6) agpec opraHu3aluu

7) perucTpallMOHHbI HOMEP TOKYMEHTA

8) mevartp

9) BU3BI cOIIacOBaHMs IOKYMEHTA

10) wuaeHTUUKATOP  INEKTPOHHOW  KOMHHU
JIOKYMEHTa

3ananue 3.

O3nakombTech ¢ DenepanbHbiM 3akoHOM OT 02.05.2006 Ne 59-®3 «O mnopsake
paccMmoTpenus obparenuit rpaxkaan Poccutickoit denepanum.

BrinosiHuTe 3a1aHus, UCTIOIB3Ys YKa3aHHBIA HOPMATHUBHBIN JOKYMEHT.

Ne 1. Bowmure B MpUBEJICHHBIC HWKE MPEAJIOKEHHUs MPOMYIICHHBIC BUABL 0OpalieHui
Cpa)KIaH:

1)Korga rpakaaHuHy HEOOXOJUMO COJEHCTBHE B pealM3allMd €ro MpaB M CBOOOJ, OH
MUIIET .

2)[Ins BOCCTAHOBJICHUS WJM 3alllUThl CBOMX HAPYUIEHHBIX MpaB TpakJaHUH JOJHKEH
00paTUThCS B COOTBETCTBYIOIINE OPraHbl C ..

3)Ecau rpaxkiaHuH XO4YeT BbICKA3aTh CBOM PEKOMEHAAIMU MO YIYUIICHUIO JACSTEIbHOCTU
rocy/apcTBa, TO OH JOJKEH COCTaBUTh JOKYMEHT, Ha3bIBa€MbIil

Ne 2. Boumure B npuBeACHHBIC HUXKE MPEAJIOKEHUS TPOIYIIIEHHBIE CI0BA:

1)Unnexc oTBeTa Ha 3asBICHUE I'Pa)XTAHUHA COCTOMUT U3 U HOMEpa Jefna Mo
HOMEHKJIAType 1€, B KOTOPOE MOIINBACTCS JaHHAs MTEPEIUCKA.

2)[Ipn monmyyeHUH OT TrpaKAaHMHA IMOBTOPHOTO OOpAIEHUS B IMPaBOM BEPXHEM YIIIy
JIOKYMEHTA JeJIaeTCs OTMETKA .

3)PaccmaTpuBasi TNOCTYyNUBIIKME OOpalleHUs TpaxklaH, OTBETCTBEHHBIC HCIOJHUTEIH
00s13aHBI TPUHUMATH TOJIBKO pelIeHusl.

4)IlucekMeHHOe oOOpalieHne TpakJIaHWHa JOJHKHO OBITh pPAacCMOTPEHO B TEUYCHHUE

CO JIHSI €T0 PErUCTpALIIH.

5)Ecnu matepuanbl, HeOOXOIMMBIE Ui IPUHSATHS PEUICHHs U OTBETa aBTOPY OOpalleHus,
paccMmaTpuBarOTCS B CyJlle, TO OOIIMI CPOK paccMOTpeHHUs oOpalleHus MpOoAJIeBaeTCs Ha BECh
nepuos

3aganue 4.
Oznakombrech ¢ Ilpukazom MuHucTepcTBa TpyAa M COLMAIbHOM 3amuTbl PP ot
08.09.2015 1. Ne 6161 «OO0 yTtBepknenun [IpaBui BeieHUsI TIEHCUOHHON JJOKYMEHTAITAN.
[Ipoananu3upoBaTh OpraHU3alMI0 CIYKObI JIETONPOU3BOJCTBA B TEPPUTOPHAIBHBIX
nonpaszaenenusix IlencnonHoro ¢onna PO u BBIIBUTH €€ OCOOEHHOCTU: U3YUHUTh OINMCAHUE
OpPTaHHW3aIMN ¥ TEXHOJOTHUU JOKYMEHTAI[MOHHOTO OOECIeYeHHUs YNpaBleHUS, B T.4. CUCTEMBI
AIIEKTPOHHOTO JOoKyMeHTooOopoTa [IDPy (CO/] [IOP). AprymMeHTHPOBAThH OTBET.

Hepeqem, THMOBBLIX KOHTPOJbHBIX BOIIPOCOB

1. Ilepeuncnure OCHOBHbIE HOPMATHBHO-IIPABOBbIE JAOKYMEHTBI, KOTOPBIMU CIEAYET
PYKOBOJACTBOBATKLCS B 00JIaCTH JIeonpoun3BoicTBa B Poccuiickoit deneparumu.
2. Kakwue emé knaccupukanuy TOKyMEHTOB BbI 3HaeTe?
3. Kak BausieT Bu opranu3anui Ha GOopMbI TOKYMEHTHPOBAHUS U COCTaB JJOKYMEHTOB?
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10.

11.

12.

13.

14.
15.
16.

17.
18.

19.

20.
21.

22.

23.
24.

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

37.
38.

39.

B uém 3akmouaercst yHuUKAIUS yIPABICHUYSCKOW TOKyMEHTAUN?

Kak xnaccudummpyroT MarepraibHbIe HOCUTENN JOKYMEHTHPOBAHHOW HH(pOpMAIUn?
Jlaiite moHsSITHE CHCTeMbl JOKyMeHTauuu. DyHKIMOHAIbHBIE W KOPIOPATUBHBIC
CHUCTEMBI.

UYem oTnnyaroTcss ”HGOPMAIIMOHHBIE PECYPCHI OT BCEX OCTAIbHBIX BUJIOB peCypcoB?
Yro Takoe HOpMaTHUBHO-MeToAuuecKas 6aza JI0Y?

Ha kakue rpynnsl 1e1uTcs KOMIUIEKC TIOKYMEHTOB, PEryJIUPYIOIIUX BOIPOCH BeIEHUS
Jenonpoun3BojicTea B PO?

JlaiiTe XapaKTepUCTHUKY OCHOBHBIX (heJepalbHbIX 3aKOHOB, PErJIaMEHTUPYIOLIUX
BOIIPOCHI JOKYMEHTUPOBAHHON HH(OPMAITUH.

Jns yero HyxHa [ocymapcTBeHHass cucCTeMa JAOKYMEHTAIIMIOHHOTO oOOecredeHus
yIpasieHus?

Kakyio ponp UrparoT MHCTPYKLMHU MO JAEJIONPOU3BOJCTBY B (efepalbHBIX OpraHax
WCIIOTHUTENbHOU Bi1acTU?

Uto Takoe pekBu3uT nokymeHTa? Crpynnupyiite pexkBu3utbl OPJl B 3aBUCUMOCTH OT
UX 1IEJICBOTO HA3HAYEHUS U JaiiTe UM KPaTKYIO0 XapaKTEPUCTHUKY.

Uro takoe popmynsap noxkymenTta? Kakue Buasl popmMyisipoB Bbl 3HaeTe?

Kakue noxyMeHThl OTHOCSTCSI K OpraHU3alluOHHO-TIPAaBOBLIM?

KakoBa  ocHoBHas  (QyHKUUS  OpPraHM3allMOHHO-TIPABOBBIX  JOKYMEHTOB B
YIpaBICHYECKOM eSITeIbHOCTU?

Kaxue 1oKyMeHTBI OTHOCSTCS K YUPEIUTENbHBIM IOKyMEHTaM OpraHU3aIuu?

Kakumu HOpMaTUBHBIMU JJOKYMEHTAMU PETJIAMEHTUPYETCSl CO3JaHUuE yUpPEAUTEIbHBIX
JIOKYMEHTOB?

KakoBbl cnocoObl mpugaHUs IOPUAWYECKOW CHJIBI  OPTaHU3AIMOHHO-TIPABOBBIM
JTOKyMeHTaM?

KaxoB cpok nelicTBHs OpraHU3alMOHHO-IIPABOBBIX JOKYMEHTOB?

Kakue NOKyMeHTHI periiaMeHTHPYIOT AESITEeIbHOCTh CTPYKTYPHOTO MOJpa3ieieHUs U
pabOTHUKOB OpraHu3auu’?

Ha ocHOoBe Kakux HOPMAaTUBHBIX JOKYMEHTOB pa3padaTbIBaeTCs JIOJKHOCTHAS
UHCTPYKLHA?

KakoBo ocHOBHOE Ha3Hau€HUE PaCOPATUTENBHBIX JOKYMEHTOB?

KakoBo Ha3zHaueHHe HHPOPMAIIMOHHO-CIIPABOYHBIX JTOKYMEHTOB B PACHOPSAUTEIHHOM
NeITEeIbHOCTH?

Kakue noKyMeHTBI OTHOCSITCS K HHPOPMAIIHOHHO-CITPABOYHBIM?

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

KakoBbl 0cHOBHBIE paBuiia 0hOpMIICHHUS PA3TUYHBIX Yncel, nudpoBoit nupopmaryn?
KaxoBbl 0COOEHHOCTH sI3bIKa CITY>KEOHBIX TOKYyMEHTOB?

Oxapakrepu3yiite cierupudecKue MPU3HAKK JIETOBOTO CTHIIS S3bIKa?

ITo xakoit cxeme HOpPMyYITUPYIOTCS MMYHKTHI PACTIOPSAIUTEIHFHOM YaCTH TIpHKa3a?

Kaxkue Buabl cipaBok Bbl 3Haere?

C Kakoil eNbI0 PETUCTPUPYIOTCS JOKYMEHTHI?

KakoBa ocHOBHas 11€71b KOHTPOJISI UCIIOJIHEHUSI IOKYMEHTOB?

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

B 4bi0 KOMIETEHIMIO BXOJUT OpraHu3ainus padoThl ¢ JOKyMEHTaMH Ha paboyux
Mecrax?

C kaxkoii niensio popmupyroTcs aena?

Kakue HOpMaTHBHBIE JOKYMEHTHI YCTaHABJIMBAIOT TpeOOBaHUA K O(OpMICHUIO
obnoxku nena? Kakue cBeneHusi BHIHOCAT Ha OOJIOXKY Jejia MPU €ro 3aBeJeHUH B
JeONPOU3BOICTBE?

Kto B opraHumzanuu ymoJHOMOYEH JaBaTh pa3pellieHHe Ha BbIJAYY M U3BITHE
JIOKYMEHTOB U Jien?
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40. Yto Takoe HOMEHKJIaTypa Ae?

41. Yto Takoe JOKYMEHTHI 110 JIUYHOMY COCTaBY U JMYHBIE NOKyMeHTHI? B uém pasHuna
MEXy 3TUMU MOHATUSIMU?

42. Kakue BUABl U Pa3HOBUAHOCTH JOKYMEHTOB OTHOCSTCSI K JTOKYMEHTaM I10 TPYJIOBBIM
OTHOILLUEHUSAM?

43. Kakue CylIecTBYIOT TEXHOJIOTMUECKHE LIENOYKM MpOLEAYyp OpraHu3aluul U
JOKYMEHTUPOBAHHUS Ipolecca npuéma rpaxkaad Ha padboty?

44. Kakue JOKYMEHTBHI MPEACTABISAET TIPakJaHUH B KaJpPOBYIO CIyXOy AN pelIeHHS
BOIpoca o mpuéme Ha padoTy?

45. Ha xakux OlaHKax COCTaBJISIOTCS CIIy)KeOHBIE MUchMa?

46. Kakue peKBU3UTHI CAUTAIOTCS 00s13aTEILHBIME JIJIsI CITY)KEOHOTO TUchMa?

47. Kakue pa3HOBUIHOCTH CIIY>KEOHBIX ITUCEM MCIOJIb3YIOTCS B IPAKTUKE YIPABICHUs?

48. Kakona CTpYKTypa NHChMa-3ampoca, MACHbMa-TIPOCHOBI, MUChbMa-0TBETA,
COMPOBOAUTENHHOTO MUChMA?

3auer no aucuuiuinHe «JlOKyMEeHTalMOHHOE OOeCreueHHe YIpaBICHUsD» BKIIOYaeT B ceOs:
co0eceloBaHKE MpEMNoJaBaTesis CO CTYJIEHTAaMH MO KOHTPOJIbHBIM BOMpPOCAM M3 MEpEeyHs U
BBITNIOJIHEHUE NTPAKTUYECKOTO 3a1aHusl.

[IPUMEP 3AJIAHUSA 17151 KOHTPOJIbHOM PABOTBI

KoHTpoJsibHbIE BONIPOCHI:
1. Kaxue BUABI paclOpsIUTENbHBIX JOKYMEHTOB M3/1Aal0T PYKOBOJIUTENIN YUPEXKJICHUH U

opraHu3anuii?

IIpakTH4eckoe 3aganue:

Ogopmume u cocmasbme npura3s

CocraBpTe coBMecTHbIN npukaz OO0 «Asmutay u AO «Omurep» 00 HCIOIBL30BaHUM
(akcUMHUIBPHON MOANUCH. B KOHCTaTUpylomed 4YacTH yKakuTe, 4To (aKkCUMHIIEC HY>KHA JUIs
onepaTuBHOro pemeHuss BompocoB Mexay OO0 «Asmuray u 3A0 «lOnurep»y. B
pacnopaauTenbHoN 16 yacTu yKakuTe JOKYMEHTBI, Ha KOTOPBIX HEOOXOAWMO HCIIOJIb30BaTh
(daxcumuine. Bo3noxkure KOHTPOJIb 3a MCIOJHEHMEM IIpUKa3a Ha HayaJbHUKA CIIY>KObI
JOKyMEHTalmoHHoro obecnedenus ympasieHuss OOO «Asnuta» W aJIMUHUCTPATUBHOTO
nupektopa AO «tOmutepy.

Odopmure Bu3bl 03HaKoMieHus HadanbHuka C/IOY u afiMUHUCTPaTUBHOTO AUPEKTOPA.

[lepeuenb THUMOBBIX 3aJaHUN JII KOHTPOJIBHOW pabOTHI, TpeOOBaHUS K MPOIEIype
IIPOBEJICHUS U OLEHUBAHUS OINpeNestoTcsl (POHIOM OLEHOYHBIX CPEICTB MO AUCHUILIUHE (MTyHKT
4.1. poHIIa OLIEHOYHBIX CPEJICTB).

Kputepun onieHKH NPOMeKyTOYHON aTTecTAllUM (KOHTPOJIBHOU paboThI):

OneHKa «OTJIMYHOY» BBICTABISETCS CTYICHTY, €CIIM 3HAHUSA OTJIMYAIOTCS TIyOMHOW U
COJICPXKATENbHOCTBIO, JAETCS TMOJHBIM HCYEPNBIBAIONIMI OTBET HAa TECTOBBIC 3aJaHUs;
MPABUJIHO BBIMOJIHUJ CUTYallHOHHYIO 33/a4y.

OneHka «XOpoIIO» BBICTABISIETCSl CTYACHTY, €CIU 3HAHUS MMEIOT JIOCTaTOYHBII
COJIepKaTeNbHbI YPOBEHb, OAHAKO HMMEIOTCS HETOYHOCTH IMpPH OTBETE HAa TECTOBBIC 3aJaHUS;
UMEIOIMECS] B OTBETE HECYIIECTBEHHBIE (PaKTUUECKHUE OIIMOKH, CTYyIEHT CIIOCOOCH HMCIIPABUTH
CaMOCTOSITENIbHO, OJlarofiaps HaBOAIIEMY BOIIPOCY; OTBET MPO3BYYall HEIOCTATOYHO YBEPEHHO;
CTYJIEHT HE CMOT MPOJIEMOHCTPUPOBATH CIIOCOOHOCTh K MHTETPAIMH TEOPETUUYECKUX 3HAHUN U
MPAKTUKH, TOMYCTUJ HECYILIECTBEHHYIO OUIMOKY MPH BBHIIIOJHEHUH CUTYAI[MOHHOM 3a/1a4u.

OneHka «yAOBJIETBOPUTENIBHO» BBICTABISIETCS CTYJEHTY, €CIU COJEpKaHUE TECTOBBIX
3aJaHUN  pacKphITO ciabo, 3HAHMUS HMEIOT (parMeHTapHBI XapakTep, OTIMYAIOTCS
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MIOBEPXHOCTHOCTBIO M MAaJIOH COJEpPKATEIbHOCThIO, MMEIOTCS HETOYHOCTH IIPH OTBETEC Ha
BOIIPOCHI; MPOrpaMMHBIC MATCPUAl B OCHOBHOM H3JIAracTtCsd, HO JOMYIICHbI (baKTI/I‘ICCKI/Ie
OImMOKH; CTyACHT HE MOXET 00OCHOBaTh 3aKOHOMEPHOCTH W TPHHIIUIBI, OOBSICHUTH (DAKTHI,
CTYACHT HC MOXCT IMPUBCCTH IMMPUMCP I HIIIOCTpAOUHU TCOPECTHUYCCKOI'O IIOJIOXKCHUS, Y
CTYZICHTa OTCYTCTBYET IOHMMaHHE M3JIaraeMoro MaTepuaia, MaTepuai ciabo CTPyKTYPHPOBaH;
Yy CTYACHTA OTCYTCTBYIOT NPCACTABJICHUSA O MCKIIPECAMCTHBIX CBA3AX, JOIMMYCTUJI CYIICCTBCHHYIO
OMMOKY TIPU BBITTOJHEHUN CHUTYaIIMOHHOM 3a/1a4H.

OI.[CHKa «HCYHOOBJICTBOPUTCIILHO» BBICTABJICTCA CTYACHTY, C€CIIN 06Hapy>KeH0 HE3HAaHUC
WIA HEMOHMMaHUE CTYJCHTOM IMpeIMeTa W3y4YeHHsl IUCHUIUIMHBL, COJEPKaHWE TECTOBBIX
3a/laHuil HE PACKPBITO, JAOMYCKAIOTCS CYNIECTBEHHBIC (DAKTHYECKHE OMMOKH, KOTOPHIE CTYACHT
HE MOXKET HCIPaBUTh CaMOCTOSATENBHO; Ha OOJBIIYIO YacTh JOMOJHHUTEIBHBIX BOIPOCOB IO
KOHTPOJIbHOM paboTe CTYAEHT 3aTpylIHSETCS AaTh OTBET WM HE JaeT BEPHBIX OTBETOB, HE
BBITTOJIHWJI CUTYAIIHOHHYIO 3371a4y.

8. YYEBHO-METOJAUYECKOE U HWH®OPMALIMOHHOE OBECHEYEHUE
JUCIHUTIIVHBI

8.1. OcHoBHas quTEpaTypa

1. A6ymamgze, [I. I'. JlokymMeHTanmoHHOE 00€CTIeueHnEe YIIPaBICHUS TIEPCOHATIOM : YUYCOHHUK
U TOpakTUKyM Ui cpenHero  npodeccuonanbHoro  obpasosanusi/ 1. I'. AOynange,
. b. Bempsikkuaa, B. M. MacnoBa. — 2-e¢ u3a., nepepab. u gomn. — Mocksa : U3garenbcTBo
FOpaiit, 2024. — 370 c. — (Ilpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-15076-6.
— Tekcr : onexktponHwnid // OOpaszoBatenbHas taTdopma HOpait [caiit]. — URL:
https://urait.ru/bcode/513389

2. Kopuees, U. K. JlokymeHTanimoHHOE o0ecriedeHre ypaBIeHUs : YYCOHUK U TPAKTUKYM
uis  cpeaHero  mpodeccuoHanbHoro  obpasomanus/  U. K. Kopuee, A. B. ITmenko,
B. A. Mamypues. — 3-¢ usn., nepepad. u mon. — Mocksa : M3natensctBo FOpaiit, 2024, —
438 c.— (IlpodeccuonanvHoe oOpazoBanue). — ISBN 978-5-534-16002-4. — Tekcr
anexkTpoHHBd  //  OOpasoBarenvHas  1uargopma  FOpaiit  [caiit]. —  URL:
https://urait.ru/bcode/539262

8.2. lonoHuTEIBHAS IUTEPATYPA
1. Hoponuna, JI. A. JloKyMEHTallMOHHOE OOECIICUCHHUE YMPABJICHHS . YYCOHUK U
OpakTUKyM  Juid  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. [lokymeHTanmoHHOe oOO€CI€UEHUE YIMPaABICHUS : Y4YEOHUK U
NOpPaKTUKYM Ui cpenHero npodeccuonanbHoro obpasosanusi/ H. H. lllyBanoBa. — 3-e wu3g.,
nepepad. u pon. — Mocksa : U3garensctBo HOpaiit, 2023. — 247 ¢. — (IIpodeccuonanpHoe
obpaszoBanue). — ISBN 978-5-534-16538-8. — Tekct : anekrpoHHbld // OOpazoBaTenbHas
matdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/531240
3. Kysnenos, 1. H. JlokymeHTalmOHHOE OOecrieueHue yrpaBieHus. JJoKkyMeHTo000poT
U JISTIONIPOU3BOJICTBO : YUEOHUK U MPAKTUKYM JJI CPEAHETO MPOPECCHOHAITBHOTO 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  1iatdopma  HOpaiir  [caiit]. —  URL:
https://urait.ru/bcode/523613

Ilepuoauyeckue u3aaHus:
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1. Boripocs! ynpaBnenust (;xypHai). — ExarepunOypr: YpanbCKuiit HHCTUTYT YIIpaBICHUS
— ¢wman Poccuiickoll akajeMHUH HApOJHOTO XO3MHWCTBAa W TOCYAAPCTBEHHOW CIY>KOBI INpH
IIpesunente Poccuiickont @enepanuulSSN: 2304-3369 Jloctynubiii apxus: 2017-2021 Pexum
nocryna: https://www.iprbookshop.ru/87622.html

2. AxrtyanpHble TpOOJEMBI SKOHOMHUKHM W MeHemkMeHTa. — CaparoB: CapaTOBCKHIA
rOCy/IapCTBEHHBI TeXHUWYeCcKuil yHuBepcuteT uMeHu FO.A. T'arapuna ISSN: 2312-5535
Hocrtynneriit apxus: 2019-2021 Pexxum moctyna: https://www.iprbookshop.ru/98831.html

3. ARS ADMINISTRANDI. UCKYCCTBO VYIIPABJIEHUA (xypuan). — Ilepms:
IlepMckuii roCynapCTBEHHBIM HAIMOHAIBHBIN HCCIEA0BaTENbCKUNA yHUBEpCHUTETISSN: 2218-
9173 Hocrynnsrii apxus: 2010-2021 Pexxum nocrymna: https://www.iprbookshop.ru/11588.html

4. AKTyalbHBIE TIPOOJIEMBI POCCHIMCKOTO TpaBa (KypHai). — MockBa: M3marenscTBo:
MockoBckuii rocyaapcTBeHHbIN topuaudeckuii yausepcuter umenu O.E. Kyrapuna (MI'TFOA).
ISSN: 1994-1471 [Hoctynuseiii apxuB: 2012-2016, 2020-2021. — Pexum pocrymna:
https://www.iprbookshop.ru/63202.html

8.3. IIporpammHoe obecnieueHue

1. Microsoft Office,

8.4. ba3zpl [aHHBIX, HH(OPMANNOHHO-CIIPABOYHbIE W MONCKOBbIE CHCTEMBI,
HNuTepHeT-pecypcebl

1. CnpaBouno-nipaBoBas cuctema «Koncynprantlimtoc» — http://www.consultant.ru/
[udposoii oOpazoBarenbubiii pecypc [PRsmarthttps://www.iprbookshop.ru
O6pazoarensHas mwiarhpopma FOPAUT - https://urait.ru/
OnektpoHHas 6ubimoteka «Bce yueOnukm» - http:// www.sbio.info
[Touckosas cucrema Yandex - https://www.yandex.ru
®oH/T MEHCHOHHOTO U CoIuanbHOro crpaxoBanus P - https://es.pfrf.ru/
Wudpopmannonsslii pecype «IKoHOMHKA U (PUHAHCHD - www.finansy.ru
Odunmanpusiii caiit banka Poccun - www.cbr.ru

9. Odunmanshsiii caiit KaznaueiicrBa Poccunhttps://roskazna.gov.ru/

10.Odunmanbupiii cadT MunucrepctBa ¢punancoB PO - https://minfin.gov.ru

11.0¢unmaneupiii  caiit  MuHHCTEpCTBa SKOHOMHYECKOTo paszButusi Poccuiickoii
®denepanunhttps:// www.economy.gov.ru

12.0¢unmaneubii caiit @enepaibHOM HanoroBou ciryx0s1 PO -www.nalog.ru/

13.Conmanshsrit hona Poccun - https://sfr.gov.ru

14.Tlopran «byxrantepckuii yuer. Hanmoru. Aynut»https://www.audit-it.ru/

15.TTopran o HAJI0T000JI0’)KEHUTO " OyXTaJITepPCKOMY y4eTy
«I'maBOyx»https://www.glavbukh.ru/

16.Odunmansusiii cait 1C http://1c.ru/

17.ba3a  nmaHHBIX  MEXKIYHAPOJHBIX  CTAHAAPTOB  (UHAHCOBOW  OTYETHOCTH  —
MCOOwww.msfofm.ru

18.2nexTpoHHO-O0nbnuoTeunas cucrema ZNANIUMMttps://znanium.com

19.CnipaBoyHUK 17151 SKOHOMHCTahttp://www.catback.ru/

20.2neKTpoHHas OoubIroTeyHast cucrema
«CKCW»https:// www.sksi.ru/Environment/EbsSksi

21.DHnuknone s SJKOHOMUCTaAaWWW. grandars.ru

22.VndopmannoHHbIi pecypc « IKOHOMHKA U (PUHAHCHI»WWW. finansy.ru

23.0¢unmansHbIid cait ®enepanbHOI CITYKOBI rocy/1apCTBEHHOU
cratuctukuhttps://rosstat.gov.ru

9. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JJUCHUIIJIMHbI

OTaenpHOo 0 TUIIAM 3aHITHH:
- ISl IPOBEACHMSI 3aHSATHH JIGKIIMOHHOTO THUIIA - CIICIUATBHOE MOMEIIEHNE, OCHAIIICHHOE

0o0opyZ0BaHHEM, TEXHUYECKHMMH CpelCTBaMU OOyYeHHS U MaTepuallaMd, YYUTHIBAIOIIUMU
TpeOOBaHUS MEXKTyHAPOIHBIX CTAaHIAPTOB.
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- JUIS TIPOBEJICHUS 3aHSITUN CEMHHAPCKOTO THUIIA - CTIEHAIbHOE MTOMEIICHHE, OCHAIIICHHOE
000pyIOBaHHEM, TEXHHYECKUMHU CpEICTBAMH OOyuYeHHs W MaTepuaiaMi, YYHUTHIBAIOLIIMMHU
TpeOOBaHUS MEXTyHAPOIHBIX CTAHAAPTOB.

- U1 IPOBEACHUS IPOMEXYTOUHOM aTTECTALIUHU - CIIELMAIBLHOE TIOMELIEHUE, OCHAILICHHOE
o0opyaOBaHHEM, TEXHUYECKHMMH CpeICTBaMU OOyYeHHsS U MaTepuallaMy, YYUTHIBAIOIIUMU
TpeOOBaHUS MEKITYHAPOIHBIX CTAaHAAPTOB.

-] CAMOCTOSITENIbHON pabOThl 00yYaromMXCs - CHEUAIbHOE MOMEIEHHE, OCHAIIICHHOE
KOMIIBIOTEPHOM  TEXHUKOM €  BO3MOXKHOCTBIO  MOJAKIIOYEHHS K  HH(POPMAIMOHHO-
TEeJIEKOMMYHUKAIMOHHOW cetn "MHTepHer" u oOecrieueHWEM JOCTyNa B AJICKTPOHHYIO
UH(POPMALIMOHHO-00pa30BaTENbHYIO Cpely 00pa3oBaTeIbHON OpraHu3anuu (Mpu HATUYHH).

10. OCOBEHHOCTH OCBOEHUA JAUNCTIIAITJIMHBI JIMIDAMMU C
OI'PAHMYEHHBIMU BO3MOXHOCTAMMU 310POBbA

OOyyaromMcsi € OrpaHMYEHHBIMH BO3MOXKHOCTSIMH ~ 37I0POBbSI  NPEAOCTABIISIFOTCS
crienuanbHble y4eOHUKH, ydeOHbIE MOCOOMS M JAMJAKTHYECKHME MaTepUallbl, CIIeUAIbHBIC
TEXHUYECKHUE Cpe/lCcTBa OOy4YeHHs KOJUIEKTUBHOTO M WHAMBHUAYAIbHOTO IOJIb30BAHUS, YCIYyTH
ACCHUCTEHTa (THIOTOPA), OKA3bIBAIOLIETO 00YYAIOIIUMCS HEOOXOIUMYIO TEXHUUYECKYIO TIOMOIIb, a
TaK)Ke YCIYTH CYpAONEPEBOAUNKOB U TU(IOCYPIOTIEPEBOTINKOB.

OcBoeHue TUCHUIUIMHBI 00yYarOIUMHUCS ¢ OTPAaHUYEHHBIMU BO3MOXKHOCTSIMHU 310POBBS U
WHBaJINJIaMU MOET ObITh OPraHM30BaHO COBMECTHO C JAPYTMMH OOyYaloIIMMHUCA, a TaKKe B
OTJENBHBIX TPYTIaX.

OcBoeHMe JUCIHUIUINHBI 00YYalOIUMHUCS C OFPaHUYEHHBIMU BO3MOKHOCTSIMH 3/10POBbS U
UHBAJIMJAMU OCYLIECTBISETCS C YYETOM OCOOEGHHOCTEH MCUXO(pU3UUIECKOTO pa3BUTHS,
WHAUBUAYAIbHBIX BO3MOKHOCTEH U COCTOSIHUS 3/I0POBBS.

B memsx AOCTYNHOCTH TOJIyY4€HHsS CpEelHEro NpoQecCHOHAIbHOTO O0pa3oBaHUA 10
o0pa3oBaTeNbHOIl MporpaMMe JIMLIAMU C OTPAaHMYEHHBIMU BO3MOKHOCTSIMH 3JI0pPOBbS MpHU
OCBOCHMHU AMCUUIUIMHBI 00ECTIEYNMBACTCS:

1) ans nui ¢ orpaHUYEHHBIMUA BO3MOYKHOCTSIMU 37I0POBbSI 110 3pEHUIO:

— MPUCYTCTBHE THIOTOPA, OKA3bIBAIOLINI CTYJIEHTY HEOOXOIUMYIO TEXHUYECKYIO TTOMOIIb
C y4eTOM MHAMBUAYAIbHBIX OCOOCHHOCTEH (mOoMoraer 3aHsTh pabouee MecTo, MepeABUTaThCA,
poYnTaTh U 0YOPMUTH 3aJJaHKE, B TOM YHUCIIC, 3aIUCHIBAs MOJ] IUKTOBKY),

— NUCbMEHHBIE 3aJ]aHMs, a TAaKXKe MHCTPYKIMHU O MOPSAIAKE MX BBIIOJHEHHS 0(QOpMIISIOTCS
YBEIMUYEHHBIM IpUPTOM,

— crienuagbHble YUeOHUKH, y4eOHbIE TTOCOOMS W JUIAAKTUUYECKHE MaTepuaibl (MMEIOIIHe
KPYIHBIN WPHQT Win ayauoaitisr),

— UHIMBUyaIbHOE paBHOMEpPHOE ocBenieHue He menee 300 mrokce,

—Npud  HEOOXOAMMOCTH CTYIEHTY JJs BBINOJIHEHUS 3aJaHus  IPEJOCTaBIISCTCS
YBEJIMUMBAIOIIIEE YCTPOMCTBO;

2) n7s UL ¢ OTPAaHUYEHHBIMU BO3MOKHOCTSIMU 3/I0POBbS 1O CIIYXY:

— IPUCYTCTBHE ACCHUCTEHTa, OKa3bIBAIOLIUI CTYACHTY HEOOXOAMMYI0 TEXHHUYECKYIO
[OMOIIIb C YYEeTOM HHIMBHUIYaJbHBIX OCOOEHHOCTEH (ITOMOTaeT 3aHATh pabouee MecCTo,
NepeBUTaThCsl, MPOYUTATh U OPOPMUTH 33JaHHE, B TOM YHCJIE, 3aITUCHIBAS M0 TUKTOBKY),

—obecrieunBaeTCsl  HaJM4YuMe  3BYKOYCHJIMBAIOIIEH  ammaparypbl  KOJUJICKTHBHOTO
MOJIb30BAaHUSA, NpPU HEOOXOIMMOCTH O0O0ydYaromeMmycsi HpeJoCTaBIsSeTCsl 3BYKOYCHIJIMBAIOIIAS
anmaparypa UHANBUIYAIBHOTO TIOJIb30BaAHUS;

—o0ecrnieunBaeTcss  HaJJIeXKAIMMU  3BYKOBBIMH  CpPEACTBAMH  BOCIIPOU3BEACHUS
uHpOpMaLnu;

3) anst A1 ¢ OTPAaHUYEHHBIMU BO3MOKHOCTSIMU 3/I0POBBS, UMEIOLINX HApYLICHHS OTIOPHO-
JBUTATEILHOTO arapaTra:

— NUCbMEHHBIE 3aJaHMsI BBINOJHSAIOTCA HA KOMIIBIOTEPE CO CHEUATU3HUPOBAHHBIM
IPOTpaMMHBIM 00€CTIeYeHHEM MIIM HaIMKTOBBIBAIOTCS THIOTOPY;
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— TI0 XEeJIaHUIO CTYJIEHTA 33J]aHUsI MOTYT BBINIOJIHATHCA B YCTHOM opMe.

[Iporpamma coctaBneHa B coorBercTBuM ¢ TpeboBanusimu ®I'OC mo cmenmansrHoctn CIIO 38.02.01
DKOHOMHKA M OyXTanTepCKuid y4eT (IT0 OTPaCIIsIM)
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