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1. HEJIA U 3AJIAYU OCBOEHUSA JUCHUITIJIMHbI

Ilensmu OCBOCHHS JWCHHILIUHBI «JlOKYMEHTAITMOHHOE OOECICYCHHUE YITPABJICHUSDY
SBIIIOTCS: TPUOOPETEHHE CHUCTEMBI 3HAHMI B 00JacTH TOKyMEHTAIIMOHHOTO OOecTeueHUs
yIpaBJIeHUs, U UCIIOJIb30BAHUE UX B MPAKTUUYECKOU padoTe.

3adauamu nucuUIINHBL «/[OKyMEeHTaIlMOHHOE O0eCTIeUeHre YIIPaBICHUSD SBIISIOTCS:

— O03HAKOMHUTKCS C COCTAaBOM PEKBH3UTOB JIOKYMEHTOB U MPABUII UX OPOPMIICHHS;

— paccMOTpeTh TOPSJAOK COCTABJICHUS, WCIOJNB30BAHUS W TOPSJIOK IEpPecMOTpa
OpraHHU3AIOHHO-TIPABOBBIX IOKYMEHTOB;

— OBJIaACTH TaKUMU HaBBbIKaAMH, KaK KHaCCI/I(bI/IIII/IpOBaTB u COCTAaBJIAATH
pacrnopsAuTeIbHbIe JOKYMEHTHI;

— H3YYUTH MOJIH30BAHUE U COCTAaBIIEHNE NHPOPMAITMOHHO-CIIPABOYHON TOKYMEHTAIIUU U
3HATh €€ 0OCOOCHHOCTH,

— OBJIQ/IETh HABBIKAMH COCTABJICHUS CIY>KECOHBIX MMMCEM M YMEHUIO BECTH MEPEIUCKY;

— 3HaTh KJIACCU(UKAIMIO MUCEM; U3YUHUTh ITAlbl JOKYMEHTOO0OPOTa OpraHU3AIIHH;

— O3HAKOMUTBCA C MOPAAKOM XpaHCHUA JOKYMCHTOB, O(bOpMJICHI/ICM U caadyu A€l B
apXuB;

— O3HAKOMHUTCS ¢ YHU(DUIMPOBAHHBIMH (HOpMaMU TIO KaJAPOBOMY JEIOMPOU3BOJCTBY,
IMOJIYYNTh HAaBBIKU UX COCTABJICHUA.

2. MECTO JUCHUIIJIMHBI B CTPYKTYPE OOII

Juctummaa «JlokyMeHTalnmoHHoe obecrnieuenne ynpasieHus» B ctpykrype OOII CIIO
BXOJAUT B  BApUAaTUBHYID 4YacTh, B TOM UHWCJIE€ QJaNTallMOHHBIE  JUCITUILIAHBI
obmemnpodeccuonanbioro 1wkiaa (OILB.1) mo cnemuansHOocTH 38.02.01 DKOHOMHKA W
Oyxrantepckuid y4yeT (IO OTpaciisiM) W HAXOJUTCS B JIOTHUECKOH U COJEpKaTENbHO-
METOJIMYECKOU CBSI3U C APYTMMH JTUCIUILUIMHAMU (MOIYJIISIMH).

[IpenmecTByomuUe TUCIUTIITTHBI [Tocneyronue AUCUUTUTHHBI (KYPChI, MOTYJIH,
(KypcChl, MOJTYJIH, IPAKTHKH) MTPAKTHUKH)

OI'C2.B.1  OcnoBel ¢unancosoii | OI.B.3 Aynut

rPaMOTHOCTH

OIN1.02. OcuoBel Oyxranrepckoro | OIl.B.3 MenemxkMeHT

ydera
[IM.01.[JlokyMeHTUpOBaHUE XO3SIMCTBEHHBIX OIEpaIUit
U BeJeHUE  OyXrajarepckoro yuyera  aKTUBOB
OpraHH3aIIH

TpeGoBaHusI K BXOJHBIM 3HAHHUSAM, YMEHHSIM U KOMITETEHIIASAM CTYACHTa (POPMUPYIOTCS
Ha OCHOBE IPOrPaMMBbI CpeJHEro o011ero 00pa3oBaHus M0 3KOHOMUKE.

3. INIMHUPYEMBIE PE3YJIbTATBI OBYUYEHUS 110 JUCHUITJIMHE

[Iporecc M3ydeHUs: TUCIMIIMHBI HAIpaBiIeH Ha (OPMUPOBAHUE DIIEMEHTOB CIIETYIOLINX
KOMIIETEHIIMH MO CHeUalbHOCTH:

a) oouekynbTypHbIX (OK):

OK 01. BriOupats cmocoObl pemieHuss 3aAady  NpPO(EeCcCHOHANBHOM  JIesTeTbHOCTH
MPUMEHHUTEIIHHO K Pa3IMYHBIM KOHTEKCTaM;

OK 02. Hcnonb3oBaTh COBpPEMEHHBIE CpEICTBA IOMCKAa, aHalIM3a M MHTEPIpETalUH
uHpOpMAaMKU U WHPOPMALMOHHBIE TEXHOJOTMH JJIS BBHITIOJHEHHUS 3a1a4 NpoQecCHOHATHHON
NesTeNbHOCTH;

OK 03. [InaHnupoBaTh U peain30BbIBaTh COOCTBEHHOE MPO(ECCHOHATBHOE U JUYHOCTHOE
pa3BUTHE, NPEANPUHUMATENIBCKYIO AEATEIbHOCTh B NPOQECCHOHAIBHON cdepe, HCIOoIb30BaTh
3HAHUS 10 (UHAHCOBOM IPaMOTHOCTH B Pa3IMYHBIX KU3HEHHBIX CHTYaIlUsX;

OK 04. DddexTrBHO B3aMMOAECHCTBOBATH U pabOTaTh B KOJUIEKTUBE U KOMaH/IE;



OK 05. OcymecTBiiTh YCTHYH0 U NHCBMEHHYK) KOMMYHHMKAIMIO Ha TOCYJapCTBEHHOM
s3pike  Poccuiickoit ®enepanuu ¢ y4eToM OCOOEHHOCTEH COLMAIBHOTO U KYJIbTYPHOTO

KOHTCKCTA,

OK 06. ITposBasTh rpakIAHCKO-MATPUOTUYECKYIO MO3UIUI0, JEMOHCTPUPOBATH OCO3ZHAHHOE
MOBEJICHUE Ha OCHOBE TPATUIIMOHHBIX OOIIEYEIOBEYECKUX IIEHHOCTEH, B TOM UYHUCIE C yU4ETOM
rapMoHu3ali MCKHAOUOHAJIIBHBIX W MEXPCIUTHO3HBIX 0THOIH€HI/II71, IMPUMCHATE CTaHOAPThI

AHTHKOPPYNIIMOHHOI'O TOBCACHUA,

OK 09. Ilonb3oBatbcst mNpodeccHOHATBbHOM JOKYMEHTAlMeil Ha TrocyJapCTBEHHOM U

HHOCTPAHHOM A3bIKaX.

B pe3ynbraTe 0CBOCHUS TUCHUIUIMHBI 00YYatOIHICs TOMKEH:

3HATb:

— OCHOBHBIC TMOHATHA: LCIIHU, 3adda4d W MPUHOUIIBI JOKYMCHTAIIMOHHOI'O obecrneueHus

YHOPaBJICHUA,

- 06H.[HI>1 BUJ U COCTAaB PCKBU3UTOB JOKYMCHTA,

— CHUCTeMa JIeJIOBOM IEPENNCKY;

— cocraBiiecHHE U O(OPMIICHHE OTAEIbHBIX

HAOKYMCHTOB,

OpraHHU3allMOHHO-ITPAaBOBBIX

— TpoIenypy U3JaHHS, COCTABICHUS U 0(POPMIICHUS PACTIOPSAUTENBHBIX IOKYMEHTOB;

— CHCTEMY CIIPaBOYHO-UH(OPMALIMOHHON JOKYMEHTAIINH;

BHUJIbI HOMCHKJIATYPBI OCJI;

— MCTOAHKA MPOBCACHUSA SKCIICPTU3BI ICHHOCTU NOKYMCHTOB.

yMeTh:

- O(i)OpMJ'IﬂTB U IIPOBEPATH IPABHUIIbBHOCTD O(bOpMJ'IeHI/IH JOKYMCHTAlMU B COOTBCTCTBHUU

C YCTAHOBJICHHBIMHU TpGGOBaHI/ISIMI/I, B T.4. UCITIOJIB3YA PIH(l)OpMaIII/IOHHBIC TEXHOJIOI'UH,

— MPOBOJUTH ABTOMAaTU3UPOBAHHYIO 00PaOOTKY TOKYMEHTOB;

— OCYHICCTBJIATH XPAHCHUC U ITOUCK JOKYMCHTOB;
— HCIIOJb30BaTh TCIICKOMMYHHUKAIIMOHHBIC

JIOKyMEHTOO0OPOTE;

TCXHOJIOTHH B

SJICKTPOHHOM

npakTudeckuii onbIT: paznenom VI ®I'OC CIIO «TpeboBaHus K CTPYKTYpe MPOrpaMmMbl
MMOATOTOBKH CIICIIMAIMCTOB CPEHETO 3BeHa» [Tabnuiia 3] He mpeycMOTpeH

4. OFbEM JUCHUIIJIMHBI 1 BUJbI YYEBHOM PABOTHI
OO011ast TPYZA0EMKOCTh AUCHUILIMHBI COCTABISET 66 aKaJeMUYECKHX yaca.

Bunx yuebnol paboThl Bcero vacos CemecTphl

2(COO0*)
4(000**)

YueOHble 3aHATHA (BCET0) 38 38

B TOM YHCIJIE:

Jlexmuu (JIK) 18 18

[Tpaktrueckue 3ausatus (I13) 20 20

Cemunapsl (C)

Jlaboparopusie 3ansTus (JI3)

KoHcynbTanuu

CamocrositesbHas padora (Bcero) (CP) 28 28

B TOM YHCJIE:

KypcoBoii ipoekT (pabota)

PacuetHo-rpadnueckre paboThl

KonTponbHas padbota

Pedepar 10 10

CamomnoaroToBka (CaMoCTOSITEIbHOE U3YUYEHHE Pa3/IesoB, 18 18




npopaboTKa ¥ MOBTOPEHUE JIEKIIMOHHOTO MaTepHala i MaTeprana
y4eOHHKOB ¥ YU4E€OHBIX MTOCOOUI, TOATOTOBKA K JTA0OPAaTOPHBIM U
NPaKTUYECKUM 3aHATHIM, KOJUIOKBUyMaM, pyOeKHOMY KOHTPOJIIO U

T.J.)

Bua npomexyTo4HOM aTTecTaluu Konrpoabsnas | KoHTpoibHas
padora padora

Oo0muii 00beM, Yac 66 66

* Ha 6a3e cpemHero odIero oopa3oBaHus
** Ha 6a3e OCHOBHOTO 00111ero 00pa3oBaHUs

5. COAEP)KAHUE U CTPYKTYPA JTUCIUIIJIMHBI

5.1. Coaep:kaHue TUCHUNJIMHBI

Ne HaumenoBanmue paznena

pasznena Copepxanue pazzeina (TeMbl)

(Tembi) (Tembr)

Tema 1. | OcHOBHBIE noHsATHs | JlokymMeHTallMoHHOEe oOecredeHre yrIpaBlIeHUs, Kak
JIEJIONPON3BOACTBA. omHa w3 (QyHKUMA ynpaBieHus, YHUDUKAIHUSA U
HopmatuHo-nipaBoBoe CTaHJapTU3AIH JIOKYMEHTOB, KJ1accupuKanus
obecrieueHue JOKYMEHTOB. Lenn, 3a/1a4u u TIPUHIIATIBI
JIOKYMEHTAIlMOHHOT O JIOKYMEHTAIlMOHHOT O obecrnieyeHus yIOpaBiIeHUS.
obecrieyeHus Cucremsl JIOKYMEHTallMOHHOT'O obecrieueHHs
yIpaBlICHUs yOpaBlieHus, UX aBToMaTu3anus. JlOKyMeHTHUpOBaHUE

yIPaBICHUYECKONH  JEATENBHOCTH. [ 'OoCyJapCTBEHHBIE
CTaHIapThl HA JIOKyMEHTallMIo, OOIIepoccuiickue
KJ1acCU(UKATOPBI TEXHUKO-3KOHOMHUYECKOMN "
coLMaJIbHON MH(OpMaLIUH.

Tema2. | CoctaB pekBu3UTOB U | OOUIMIA BUJ M COCTAaB PEKBH3UTOB JOKYMEHTa; OOIIUE
npaBuiia ux opopmiieHus | TpeOoBaHUS K OGOPMIICHUIO PEKBU3UTOB JIOKYMEHTA;

TpeOOBaHUS K U3TOTOBJICHUIO, YUETY, UCIIOJIIb30BAaHUIO U
XpaHEHUIO OJIaHKOB c BOCIPOM3BEICHUEM
rocyaapcTBeHHOro repoa P®, repooB cyobekToB PD.

Tema3. | IlpaBuna nenooro | OdunuanibHO-ACIOBON CTWUJIb. Ynorpebnenue
CTWIA U MAallIUHOIIMCHOTO | CIIELIMAJIbHOW  JIEKCHKM,  YCTapeBIIEH  JIEKCUKH,
odopmiteHus TEKCTa. | HEOJIOTU3MOB,  3aMMCTBOBAaHHBIX  CJIOB, CJOB C
Cucrema JIEJIOBOM | «yHMBEPCAJIbHBIM 3HAUEHUE», COKPALLEHUH, SI3bIKOBBIX
MIEPETIUCKH. ¢dbopmyn. Cucrema nenoBoi mnepenucku: [loctpoenue

npemioxkeHuil.  TunuuHble  OomMOKH B TEKCTax
JOKYMEHTOB. Bu/Ibl 1€710BOM MEepenuCcKy U UX HA3BAHMUSL.
ConeprxaHue mucem, TeJlerpamMm, TEJIEKCOB, (pakcorpamm
(dbakc) Tenedonorpamma. A6O6peBHuarypa.

Tema4. | OpranuszanroHHO- Ha3znauenne u cocTaB OpraHU3alMOHHO - IPaBOBOMU
MpaBoBast JIOKYMEHTAIUH. Yupeaurensckue JOKYMEHTHI.
JIOKYMEHTAIUSI. CocraBinenne u oQopMIEHHE OTHENBHBIX BHJIOB
JlokyMeHTupoBaHue OpraHMU3aIlOHHO-TIPABOBBIX JTOKyMEHTOB. OpraHuzamnus
JBUKEHUSI KaJIpOB pabotel peructparuu. KoMIIEKChl JOKYMEHTOB II0

odopMIIeHHIO: TIepeBoJia Ha APYTYI0 paboTy, OTIYCKOB,
MOOUIPEHUN pabOTHUKOB, JUCIUTUINHAPHBIX
B3BICKAHMI, aTTecTalui pPabOTHUKOB, CIYKEOHBIX
KOMaHIMPOBOK, YBOJIbHEHHS.

Tema5. | Cuctema OcHOBHOE Ha3HAYEHHE PACTIOPSAUTEIBHBIX TOKYMEHTOB.
pacnopsAUTEIbHON PacniopsiiuTesibHble TOKYMEHTBI COJIEpKAIe PELICHMUS,

5




JOKYMEHTaI1H. UAYLIME CBEPXY BHU3 110 CHCTEME YIIPABJICHMS.
Cucrema crpaBo4HO- | FOpunnueckas — cocTaBistolmas  pacHoOpPsIUTEIbHBIX
MH(POPMALMOHHOM nokyMeHToB. llponenypa wusgaHus, CcOCTaBIE€HUA W
JOKYMEHTAIUU. o OpMIIEHHUS PACTIOPSIIUTENBHBIX TOKYMEHTOB.

[lonaTue cnpaBOYHO-UH(POPMALMOHHON JTOKYMEHTAIIHUH.
[IpoTOKOBI, BBIMMCKKM W3 MPOTOKOJIA, IOKJIAJHBIE U
00BSICHUTENIbHBIE 3aIIMCKH, 3asBJICHUS, TIPEACTABICHUSI.

Tema6. | Opranuzanus [TonsiTEe MOKYMEHTOOOOPOTAa W €ro OCHOBHBIC JTarlbl.
JTOKyMEHTO0000poTa Opranuzanust paboThl ¢ JOKYMEHTaMU: YKCTIETUIIHOHHAS

00paboTKa BXOJISIINX, UCTIOJTHEHHBIX U OTIPABIISIEMBIX
JIOKYMEHTOB; IIPEIBAPUTEIBHOE paccMOTpeHue
JIOKyMEHTOB B ciyxoe JOKYMEHTAI[MOHHOTO
o0ecrieyeHns; palloHAIBHOE BM)KEHHE JOKYMEHTOB
BHYTPM  OpraHM3alid; HCIOJIHEHUE  JTOKYMEHTOB;
UHJEKCUPOBAaHUE TOKYMEHTOB.

Tema7. | ApxuBHOe A€o. [lonsTne apxuBa u  wucropus  GOPMUPOBAHUS
Homenknarypa U | TOCYJapCTBEHHOMN apXUBHOU CITY>KOBI P®.
(hopMupoBaHHE JIEI. l'ocynapctBennast 4yactb apxuBHoro ¢onma PO.

ApxXUBHBIH (OHJ OpraHM3aLUU, KOMMEPUYECKOH (PUPMBI.
Odopmrenue Jaen UIMTENbHBIX CPOKOB  XpaHEHUS;
COCTaB Y4YETHBIX JIOKYMEHTOB apXWBa; Iepedada u
WCII0JIb30BaHUE JOKYMEHTOB apXHUBa.

Bunel HOMEHKIIATyphl Jei; TUIIOBbIE M IPUMEpHBIE
HOMEHKJIaTypbl ~ JIe]1  OpraHu3allid;  COCTaBIICHUE
HOMEHKJIATyphl,  coOirojeHue  TpeOOBaHMU  TIpU
(GbopMUpOBaHUU JI€; XpaHEHUE el y HCIHOIHUTENS;
JIOKYMEHTBI BHYTpPH JEJI.

Tema8. | Okcneptuza  neHHoctd | [loHSATHE IIEHHOCTH NTOKYMEHTOB, CUCTEMa SKCHEPTHBIX

JIOKYMEHTOB. OpraHoB, NEPEYHU JOKYMEHTOB C YKa3aHHEM CpPOKOB
XpaHEHUs], METOJIMKA MPOBEICHUS SKCIEPTU3bI LIECHHOCTH
nokyMmeHToB. IlonroroBka u mepenada Jel B apXuB
OpraHu3alllM, TOpANOK MepeJadyd JOKYMEHTOB Ha
roCy/1JapCTBEHHOE XpaHEHHE.

5.2. CTpyKTypa I¥CHUIITHHBI
Ne KoangecTBo yacos

;Eiziﬁll)a HaumenoBanwue pazaena (Tembl) Beero | JIK m CP

Temal. | OcHOBHBIE MOHATHUS EJIOMPOU3BOJICTBA.

HopmaTtuBHO-ipaBoBOE 0OECTICUCHHE 7 2 2 3

JOKYMEHTAIIMOHHOT'O 00€eCTIeYeHHUs yIIPaBJICHH

Tema2. | CocTaB peKBU3UTOB M MpaBmia UX oGopmieHuUs 7 2 2 3

Tema3. | [IpaBuia gem0BOTO CTUJIS U MAITMHOTIMCHOTO
odpopmieHus Tekcta. Cucrema JaeIoBon 8 2 2 4
MIEPENHUCKH.

Tema4. | OpraHuzalOHHO-NIPABOBAas JOKYMEHTAIHS. 9 ) 4 3
JIOKYMEHTUpOBaHUE JABHKEHUS KaIPOB.

Tema5. | Cuctema pacnopsAUTEIbHON JOKYMEHTALMH.

Cucrema cripaBO4HO-MH(POPMAIIIOHHOM 12 4 4 3

JOKYMEHTaIMH.

Tema6. | Opranuzamnmsi JOKYMEHTO000pOTa 8 2 2 4

Tema7. | ApxuBHOE A€IO. 3 ) ) 4
Howmenknarypa u dopMupoBaHue Jel.




Tema8. | DkcnepTusa IEHHOCTH JOKYMEHTOB. 8 2 2 4
KoncynbTanus - - - -
[IpoMexkyToUyHas arrectauus - - - -
OO0t 00BeEM 66 18 20 28

5.3. IlpakTHyecKue 3aHATHSI M CEMHHAPBI
Ne | Ne pazpena Tema KonnuectBo
1/ (Temsr) 4acoB
1 Tema 1. CocTtaB HOPMaTUBHO-TIPABOBOTO OO0ECTICYEHUS
JIEJIONPOU3BO/CTBA. 3aKOHOAaTenbcTBO PD, npaBoBbIe
akThl [Ipe3unenta, [IpaButensctBa PO, dhenepanbHbIx 2
OpTraHOB UCIOJHUTEBHOM BJIACTH B 001aCTH
JIOKYMEHTAIMOHHOTO 00eCIeYeHHUS.
2 Tewma 2. CocTaB peKBU3UTOB U IIPaBHIIA X OHOPMIICHHS 2
3 Tema 3. | JIOKyMEHTBI, BBICTYIIAIOIINE B KAYECTBE NHCTPYMEHTA
OTIEepPaTUBHOTO WH(POPMAIIMOHHOTO 0OMEHA MEXTy 2
OpraHU3aLUsIMU.
4 Tewma 4. Komriekcsl 1okyMeHTOB 110 0(hOpPMIICHHIO: TIEPEBOIA HA
JIpyryro paboTy, OTIyCKOB, MOOIIPEHHI paOOTHUKOB, 4
JMCIUTITMHAPHBIX B3BICKAHUH, aTTECTAIlUN paOOTHUKOB,
CITyeOHBIX KOMAaHANPOBOK, YBOJIbHEHHS.
5 Tema 5. [TonsiTue cripaBOYHO-UH(GOPMALMOHHOMN TOKYMEHTAIUH.
[IpoTOKOMBI, BHIMUCKHU U3 TPOTOKOJIA, TOKJIAHBIE U 4
00BSCHUTEINIbHBIE 3aMCKH, 3asIBJICHHUSI, IPEICTABICHHUSL.
6 Tema 6. Opranusaius paboThl ¢ TOKYMEHTaMU: YKCIIEAUIIMOHHAS
00paboTKa BXOJAIINX, HCTIOTHEHHBIX U OTIPABISIEMBIX 2
JIOKYMEHTOB.
7 Tema 7. ApXUBHOE JI€JI0. )
Howmenkiarypa u popMupoBaHue ged.
8 Tema 8. [ToaroroBka u nepenaya Jiejl B apXyMB OpraHu3aluu,
MOPSAJIOK Mepeaadn JOKYMEHTOB Ha FOCy1apCTBEHHOE 2
XpaHEHHE.
5.4. JlabopaTopHbie padboThI
No Ne paznena HanmenoBanue mabopatopHbBIX paboT KonnuectBo
/11 (TembI) 4acoB
5.5. CamocTosiTeJIbHOE M3y4YeHHe pa3le/oB (TeM) JUCIUIINHbI
Ne paznena Tembl, BBIHOCUMBIE HA CAMOCTOSITEIILHOE U3YUEHHE KonuuectBo
(TEMBI) JacoB
Temal. OcCHOBHbIE TIOHSTHS JICJIONPOU3BO/ICTBA.
HopmatuBHo-npaBoBoe obecrieueHre JOKyMEHTallnOHHOTIO 3
oOecrnieueHys ynpaBiIeHUS
Tema?2. CocTtaB peKBU3UTOB U MpaBUiIa UX 0(OPMIICHUS 3
Tema3. [IpaBuna 1e10BOTO CTHIIS M MAIIMHOITMCHOTO O()OPMIICHHS 4
TekcTa. Cucrema Je0BOM NEPENUCKH.
Temad4. OpraHu3aloOHHO-TIPaBOBask JOKYMEHTAIHS. 3
JlokyMeHTHpOBaHUE ABMKEHUS KaJIpOB.
Temas. Cucrema pacnopsIuTeIbHON T0KyMEHTALNH. 3




Cucrema cipaBOYHO-UH(POPMALMOHHON JOKYMEHTAIUH.

Temab. Opraauzanus J0KyMeHT0000poTa 4

Tema7. ApXHBHOE J€TI0.
Howmenknarypa u ¢popmupoBanue aei.

Tema8. DKcnepTu3a HEHHOCTU JOKYMEHTOB. 4

6. OBPABOBATEJIBHBIE TEXHOJIOTI' MU

W3yuenne MUCHUILIMHBI «/[oKyMeHTamoHHOE OOeclieueHue yrpaBieHHs» OCHOBAHO Ha
NPUMEHEHHE MHHOBAIIMOHHBIX 00Pa30BaTENIbHBIX TEXHOJIOTUH, OCHOBAaHHBIX Ha WCIOJIh30BAHUU
aKTHUBHBIX U HHTEPAKTUBHBIX METOJIOB OOYy4EHUSI.

OCHOBHBIE BUJIBI HCIIOIB3yEMbIX 00pa30BaTEIbHBIX TEXHOJIOTHIA:

-IeITETbHO-OPUEHTUPOBAaHHOE ~ OOyueHHE  CTYACHTOB. JlesTenpHBIE  TEXHOJIOTUH
BKIIIOYAIOT B Ce0s aHalIM3 CUTYyalllid, pEIICHWE CUTYAllMOHHBIX 3aJa4, MOJCITHPOBAHUE
npodeCCUOHATILHOM IeATEILHOCTH B Y4€OHOM MPOLIEcCe;

-TMYHOCTHO-OPUCHTUPOBAHHOE OOydeHue. l3yueHWe AUCHUIUIMHBI —IPEAIoiaracT
BO3MOYKHOCTh BBIOOpA Ui CTYJCHTOB M TOCIEAYIOIIEE BBIMOJIHEHHE PAa3IUYHBIX TBOPUYECKHUX
3agaHuid. Tak, CTYACHTBI MOTYT TOJITrOTOBUTH MHUCBMEHHOE pEIICHUE 3a7ady; MOJIrOTOBUTH
KPOCCBOP/IBI ¥ TECTHI [0 H3yYaeMbIM TEMaM; BBICTYIIUTH ¢ pedepaToM (JOKIATIOM).

-aJaTUBHAsT  TEXHOJOTHs  (HMCCIeqoBaTeibckoe  OOydeHHWe), OCHOBaHHAs  Ha
MaKCHUMAaJIbHOM BOBJICYEHUH CTYJICHTOB B MHIUBUIYaIbHYIO CAMOCTOSATENBHYIO paboTy.

AKTHBHbIE W WHTEPAKTHBHbIE 00pa3oBaTe/IbHbIe TEXHOJIOTHH, HCIOJb3yeMble B
ayIMTOPHBIX 3aHATUSAX

Ne paznena Bun Hcnonb3yemMble HHTEpaKTUBHBIE 00pa30BaTEeIbHbIC KonunuectBo
(Temsr) 3anarusa (JI, TEXHOJIOTUH* 4acoB
113, C, JIP)
3 113 Huckyccus 2
5 113 Pabora B rpynmax (mpoBeeHHE COBEIIAHUS 1 2
COCTaBJICHUE TPOTOKOJIA)
7 113 KommnbroTepHasi npe3eHTanus 2

*PacnipeneneHue SBIAETCS npumepHuiM, T.K. IpPENojaBaTellb MOXET BapbHUPOBATH
06pa30BaTeJIBHBIe TCXHOJOI'MM B 3aBUCUMOCTHU OT KOHerTHOI\/'I TEMbI, a4 TAKXKC C Yy4YCTOM
YPOBHS OCBOCHUS 3HAHWW, YMEHHUH U HABBIKOB CTYJEHTAMM 110 JUCLUAIIIMHE.

Ilepeyenn HH(pOpMALMOHHBIX TeXHOJIOTUH, HCII0JIB3YEMbIX npu
OCYLIECTBJIEHHH 00Pa30BaTeIbHOIO MPOLECcCa M0 JUCIUILIHHE:
— 00paboTKa TEKCTOBOM MH(pOPMAITUH;
— cOop, XpaHeHHe, CUCTeMaTH3alys ¥ Bbl1aya Y4eOHOW U HaydHOH MH(OPMALIIH;

— IOJrOTOBKA, KOHCTPYHPOBAHHME M IMPE3EHTAlMsl WUTOTOB MCCIEI0BATENbCKOW U
AHAJIINTUYECKOU NEATEIBHOCTH;

— CaMOCTOSITENIbHBI INOUCK JIONOJHUTEIBHOTO YYeOHOro M HAy4yHOro Marepuaia, ¢
HCII0JIb30BAaHUEM ITOMCKOBBIX CUCTEM U CalTOB ce€TH MHTEpHET, 2NEKTPOHHBIX YHIUKIONEANN
u 0a3 JTaHHEBIX;

— HCIOJb30BaHHE OOpa3oBaTeNbHBIX TexHoJoruil B pamkax OMOC st pacchUIKH,
MEPENUCKU U 00CY>KACHUS BOSHUKILUX YUYEOHBIX POOIEM.

7. ONEHOYHBIE CPEICTBA JJIA TEKYLIEI'O KOHTPOJIA
YCINEBAEMOCTH U ITIPOMEXXYTOUYHOM ATTECTAIIAH
Jns atrectanuy 0OydyarOIIMXCSl Ha COOTBETCTBUE HMX MEPCOHAJBHBIX JOCTHXKEHHM
no3tanHeiM TpedoBanusiM OIIOII o cneunansHocTH 438.02.010K0HOMUKA U OyXTanTepCKUid
yueT (110 0TpacisiM) CO3/1at0TCs (POHABI OLIEHOUYHBIX CPE/ICTB.
Tunosbie Tembl pedepaToB

1. I/ICTOpI/IH BO3HHMKHOBCHUS ACIOIIPOU3BOACTBA B Poccumn.




CucteMa JOKyMEHTAIIHOHHOTO 00ECTIeYEeHHUs YIIPABICHHS.

HokymenT. Kitaccuukanusi TOKyMEHTOB.

bnanku ctporoit orueTHOCTH. OCOOEHHOCTH XpaHEHUs OJIaHKOB CTPOTON OTYETHOCTH.
Bupl 6;1aHKOB M TpeOOBaHUS K HAM.

OyHKIMH U 0053aHHOCTH CeKpeTapsi-pedepeHTa.

Kanpogsriit mogbop nepconarna.

Texuuueckue cpencTBa, oOecreyuBaroIre Tpy/1 cekpeTaps, opuc-MeHeKepa.

9. be3onacHOCTh IIEHHBIX HH()OPMALIMOHHBIX PECYPCOB.

10. OpranuszanoHHO-IIpaBOBas KaApoBasi JOKyMEHTALIMS.

11. Dtuueckue TpeboBaHUS K 0UC-MEHEIKEDY.

12. TpeboBaHus1, mpeabsBiIsieMble K 0)OPMIICHUIO TTHCEM.

13. IlpaBuna peructpanuu BXOASIIEH U UCXOISAIIEH KOPPECTIOHICHITUH.

14. JIoOKyMEHTONOTOKHU: BHyTPEHHUE U BHELIHHE.

15. TlpaBuna ydera u XpaHeHHsI TPYOBBIX KHIbKEK. OQopmiieHne nprueMa Ha padoTy.

16. Pa3HOBHJIHOCTH CITyEOHBIX IHUCEM.

17. IlpaBuna Benenus 3acenanus. [I[poTokon 3acemanusi, BUAbl MPOTOKOJIOB.

18. XpaHeHHE UCIIOIIHEHHBIX JOKYMEHTOB B IOAPA3IEICHHUIX OPraHU3alM U €€ apXUBE.
19. OdopmiieHre pactiopsiIUTEILHON JOKYMEHTAITHH.

20. TpeGoBaHus K 0(OPMIICHUIO TUYHBIX JIE.

21. Pabota ¢ koH(UAEHIMATBHBIMUA JJOKYMEHTAMHU.

22. CrtpykTypa KajpoBoil HH(OPMAIIMOHHO-TOKYMEHTAIIMOHHOM CUCTEMBI.

23. Homenknatypa nen. Buast Homenkinatyp. CocraBienne u 0opMIeHHEe HOMEHKIIATYPBI JET.
24. ]JIoKyMEHTBHI 110 IMYHOMY COCTaBY.

25. DKcnepTu3a HEHHOCTH JTOKYMEHTOB.

26. DTHKa CEKPETApCKOro TPyJa.

27. JlenmoBble M TUYHBIE Ka4e€CTBA CEKpeTapsl.

28. KoHTpoib 32 UCIIOJTHEHHUEM JIOKYMEHTOB (TeKYIIMH, IpeaynpeAUTENbHBIA, HTOTOBBIN).
29. Knaccudukanus 1e10Boi JOKyMEHTAIUH.

30. OOume HOpMBI W TpaBwia odopmieHHs AOKyMEHTOB: Pa3mepsl Oymaru, Hymeparus
CTpaHull, 1aT, COKpAIIEHUs CJIOB B TEKCTE, HAMCAHNUE YHCET.

e A ol

Tunosble 3a1aHUs B TECTOBOM (popme

1. 3akoH4nTE HAYaTOE MpeJI0KEeHHe OJHUM U3 TPeX BAPHAHTOB
oTBeTa:

JloKyMeHT0000pOT - IBUKEHHUE JOKYMEHTOB B OpraHU3allMi CMOMEHTA X CO3JaHus J10:

1.1. mepenayu Ha UCTIOJIHEHUE

1.2. moAmuBKH B J1€JI0

1.3. 3aBepuieHUs UCIIOIHEHUS WU OTIPABKU

2.IlonyepKkHHUTE NMPABUJIBHBIN OTBET

JloykHA T UHCTPYKLMA 110 JI€JI0NPOU3BOACTBY OpraHU3alMi YCTAHOBUTh TEXHOJIOTHIO BCEX
JIEJIONPON3BOACTBEHHBIX OIEpalUi, BHIIIOJIHAEMbIX B OpraHu3aluu?

2.1. na

2.2. Her

3. KeM ycTaHaBJIMBAIOTCH HHAHMBUAYAJIbHbIE CPOKH MCIIOJIHEHHSA
AOKYMEHTOB?

3.1. pykoBOAMTENEM CTPYKTYPHOTO MOAPA3ICICHHUS, I /1€ UCTIOTHAETCS JOKYMEHT

3.2. kaHuenspuen

3.3. pPYKOBOJMTEJIEM OpraHU3alUuU

4. Kakue ¢popMbl perucTpanum 10kyMeHToB B Poccun?

4.1. xypHaiabHas

4.2. xapTo4Has

4.3. aBTOMaTHU3UpPOBAHHAS '



4.4. Bce BbIIIENIEPEUYUCITICHHBIE

5. Ilpu perucTpanuy Kakux 10KyMEHTOB BMeCTe ¢ MOPAJIKOBbIM PerucTpaMOHHbIM

HOMEpPOM IPOCTABJIAETCS HOMEP Aej1a, B KOTOPOM XPAHUTCS KONMSA JOKyMeHTa?
5.1. mpuxkassl

5.2. TPOTOKOJIbI
5.3. axTeI
5.4. nucema
6. B kaknXx 10KyMeHTaxX psiAOM C PerucTPallHOHHBIM HOMEPOM YKa3biBaeTcs OykBa «JI»
u «K»?
6.1. axTel
6.2. NOKJIaaHbIE 3alIUCKU
6.3. mpuKasbl 10 OCHOBHOM JIESITETbHOCTH
6.4. npukassl 110 JINYHOMY COCTaBY
6.5. cmpaBku
7. Ilpn perucTpanuy KaKoro J0OKYMEHTAa JATy PericTPalii YKa3bIBAIOT He B J€Hb
ero moANMCaHusA?
7.1. npukas
7.2. mpOTOKOI
7.3. peuieHue
7.4. TOCTaHOBJIEHUE
8. Eciin J0KyMEHT OTIpaBJIsieTcs1 B IBa ajipeca 110 104Te, TO CKOJILKO He00X0MMO
NOATOTOBMTH IK3eMILISIPOB 3TOI0 JOKYMeHTa?
8.1. uetnIpe
8.2. nBa
8.3. Tpm
9. Kakne MOryT ObITh HOMEHKJIATYPBI J1eJ1?
9.1. KOHKpeTHas
9.2. mpumepHas
9.3. Ttumnosas
9.4. Bce BbIIIEIIEPEYUCIICHHBIE
10. B HoMeHKJIaType AeJ1 JOKYMEeHThI CHCTeMaTU3HPYIOTCS:
10.1. mo BugaM qOKyMEHTOB
10.2. 1m0 coaepxaHuto
10.3.1m0 cpokam XpaHEeHHs
10.4. Bce BhILIENIEPEUNCIIEHHBIE
11. K10 Mo:xeT padoTaTh ¢ JOKYyMEHTAMH, MMEKIIMMHU KOMMEPYECKYI0 TaiHy?
11.1. TONIBKO pyKOBOIUTEID
11.2.Bce pabOTHUKH OpraHU3alNN
11.3.pykoBoauTenu CTpYKTYPHBIX NIOJIpa3eIeHUNA, OpraHu3aluii
11.4.paGoTHUKH, OTIpEICTICHHBIC PYKOBOIUTEIEM
12. PeKBU3HUT JOKYMEHTA - 3TO:
12.1.ero oTeNbHBINA dJIEMEHT
12.2.9acTh caykeOHOTro muchmMa
12.3. pupmeHHbIi 6i1aHK
13. B kakoM ciy4ae npaBuJIbHO 0OpPMJIeH PEKBU3UT «Anpecar»?
13.1. Jupexropy mkossl Ne 26 MartseeBoii Tamape IleTpoBHe
13.2. Tupexropy mxoisl Ne 26 MarseeBoit T.I1.
13.3.355000, r. Crapomnons, np. FOnoctn, 7 Jdupekropy mkonsl Ne 26 r-xe MaTBeeBoi
T.IL
13.4. qupexropy CraBpononbckoi mkossl Ne 26 T.I1.MatBeeBoii
14. B pexkBH3uTe «ApecaT» HHHUIHAJBI CTABAT:
14.1.nepen dpamunueit agpecara
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14.2.mocne hamunuu agpecara

15. B kakoMm ciay4dae npaBuJbHO opopmiieH peKBU3UT «OTMETKA 0 HAJUYMH
NPUJI0KEHHUS», €CJIH B TEKCTe CONPOBOJAUTEIBLHOI0 MHCHbMA He YIIOMHHAJIOCH 0
NPHJI0KEeHUH ?

15.1. Ilpunoxenune: 1. CrnpaBka o corylacoBaHWU IIPOeKTa Ha 4 1. B 1 7K3.

2. OT3BIB 11O IPOEKTY Ha 2 1. B 1 3K3.

15.2. Ilpunoxenue: Ha 6 1. B 1 7K3.

16. C kakoi 1eJIbI0 HA CJYKEeOHOM NMUCbMe YKa3bIBAKT pamMuiunio u tejaedoH
HUCIOJTHUTENsSA?

16.1. 11 orIepaTUBHOM CBSI3M C UCTIIOJHUTEIIEM

16.2. 1151 mpuiaHns JOKyMEHTY FOPUINYECKON CUIIBI

17.B kakoM cjiy4ae npaBuibHO opopmiieH pekBU3UT «Iloanuce» Ha OJ1aHKe

AOKyMeHTa?
17.1. Jupextop mkoisr Ne 25 B.A. IlerpoBa
17.2. JlupeKTop mIKOIbI IleTpoBa B.A.
17.3. Hupektop B.A.IleTpoBa

18. Il.nan padorsl mkoJbl Ha 2001—2002 y4yeOHBbIi o yTBep:K/leH pelieHHeM
neJaroru4eckoro copera. B kakom ciydyae npaBujbHO opopmieH pekBU3UT «['pud
YTBepP:KAeHUS JOKYMEeHTa»?

18.1. YTBEPXJIAIO

Pemenne negarorndyeckoro coeta oT 12.08.2006 r. Ne 14

18.2. YTBEPXJIEH

Pemennem nemarorunyeckoro copera ot 12.08.2006 Ne 14
18.3. YTBEPXJ/IEH
Pemenwne negarormueckoro cosera ot 12.08.2006 . Ne 14
19. PexkBU3HT corjiacoBanusi 0pOopMJISAIOT CaeIyH0IUM 00pa3om:
19.1. COI''TACOBAHO
[TpoTokosiom 3acenanust
IIpaBnenus crpaxoBou
koMnaHuu «lImaneray
oT 21.06.2006 Ne 10
19.2. H.A. Opiios
NOONUCH
19.3. HayanbHUK FOpUANYECKOTO OTAENA
JINYHAS IIOIHNCH T'H. Cunopos
21.12.2006

20. 111 fOKyMeHTa, NOAJJUHHUK KOTOPOIr0 OCTAeTCS B OPraHU3aluu, BU3bI
NMPOCTABJAOTCH:

20.1. HI>KE MOANUCH PYKOBOAUTENS, MOAMUCABIIETO JOKYMEHT

20.2. B HIDKHEH 9acT OOOPOTHON CTOPOHBI IMOCIIETHETO JINCTA TIOUTHHHUKA JOKYMEHTA

20.3. Ha MEpHOM JIMCTE JOKYMEHTa Ha €ro 000POTHOW CTOpPOHE

21. /111 IOKYMEHTAa, NOAJTMHHUK KOTOPOr0 OTNPABJAETCH U3 OPraHU3aluu, BU3bI
NPOCTABJISIIOTCA:

21.1. B HWKHEHN YaCTH JIMIIEBOM CTOPOHBI MOCIETHETO JIUCTA KOTUU
JOKYMEHTa, HAXOIAIIEHCS B OpraHUu3aluu

21.2. B HIDKHEW 4acTH 00OPOTHOM CTOPOHBI MOCIIEIHETO JINCTA KOMMUH IOKYMEHTA,
HaxoJdIlIeNcs U OpraHu3aluu

21.3. Ha IepBOM JIHCTE 0OOOPOTHOM CTOPOHBI JOKYMEHTA

22. B oTrcyTCcTBHE PYKOBOAMTEJISA MOANUCAHNE JOKYMEHTA 3aMeCcTUTeIeM HJIN
HCIOJHAKIIUM 00SI3aHHOCTH PYKOBOAMTEJIA:

22.1. 3a nupexTopa A.UN. Iletpos

(moxmuck ero 3ama Cumopona)
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22.2. lupexrop ' AN. Iletpos
(monmuck ero 3ama Cumopona)
22.3. N.0O. nupekropa I'.B. Cunopos
(JInyHast TOJITHUCH)

23. ITonsTHe «/leJonpou3BoOACTBO» - 3TO:

23.1. cucrema XpaHEHHsI TOKYMEHTOB

23.2. cocTaBiieHUE JOKYMEHTOB

23.3. TOKYMEHTHUPOBAHHUE U OPTaHU3AIM PabOTHI C TOKYMEHTaAMHU

24. C noMoOIbI0 KaKOr0 PeKBU3UTA 0(popMIIsieTcsl BHELIHEe COrIacOBaHMe JOKyMeHTa?

24.1. BU3bI, COTJIaCOBAHUS

24.2. rpuda cornacoBaHus

25. Eciii 1Be OPpraHu3anmu cOCTaBJISIIOT COBMECTHBIH JOKYMEHT,
TO OH ohopMmasieTcH:

25.1. Ha 6raHKe MepBOW OpraHu3auu

25.2. Ha 6;aHKe BTOPOW OpraHu3aluu

25.3. na nucre 6ymaru gpopmata A4

26. KeM noanuchIBalOTCs J0OKYMEHThI, COCTABJISIeMble KOMHCCHET ?

26.1. pyKOBOMTENEM OpTaHU3AIUN

26.2. npencenarenem

26.3. npencenareneM U YJI€HAMU KOMUCCHH

26.4. mpexncenareneM U CEKpeETapeM

27. Ha kakoM cJ1y:ke0HOM NMHUCbMe NpocTaBJ/isieTcsl peKBU3UT «CcebliIKa Ha
perucTpanuoOHHbIN HOMEP H ATy JOKYMEHTa»?

27.1.mpocrbax

27.2.conpoBOIUTENbHBIX

27.3. uHpOpMaITMOHHBIX

27.4.oTBeTax

28. SiBasiercst Jiv 00513aTEJIbHBIM /IJISl PErHCTPALIMM OPTraHU3ALUH, YUPEKACHUS
HaJIM4ue Ycrapa?

28.1. na 28.2. HeT
29. Kakue opranu3aniuOHHbIE IOKYMEHTbI YTBEPKAAIOTCS PYKOBOIUTEIEM
opraHusauuu?

29.1. 10IKHOCTHBIE HHCTPYKIIUU

29.2.110510K€HUs 0 CTPYKTYPHBIX IMOJAPa3IEICHUAX

29.3.mTaTHOE pacnyucaHue

29.4.mpaBuia BHYTPEHHETO pacnopsiaka

29.5.Bce NepeuncIeHHBIE BbIIIE TOKYMEHTBI

30. B kakom 10KyMeHTe MOI'YyT ObITh OrOBOPEHbI YCJIOBUSI PEOPraHU3aALUM U
JIMKBUALMH OPraHu3anuu’?

30.1. B YcTaBe opranuzanuu

30.2. B [lonoxeHuu 0 CTpyKTYpPHOM IOJIpa3AeIeHUN

30.3. B JOJDKHOCTHOM MHCTPYKLUU

31. C kakuMH JOKyMEHTAMHM IPH NOCTYINICHUH IPaKIaH Ha padoTy B OPraHM3anMIo ux
JAOJIKHBI IO3HAKOMHUTH?

31.1.YcraBom opranuzanuu

31.2.I1onoxkeHneM 0 CTPYKTYPHOM MOAPA3AEIICHUH, Ky/1a TIOCTYITAeT
Ha paboTy rpakaaHuH

31.3. JOJKHOCTHOW MHCTPYKIUEN

31.4.co BceMu NepeunCIeHHBIMU BBIIIE JOKYMEHTaMU

32. Kakue pacnopsiiuTe/bHbIe JOKYMEHThI H3/1aI0TCH HA OCHOBE e JMHOHAYAIUA?

32.1. Pemenus

32.2. npukassl
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33. KT0 HeceT 0TBETCTBEHHOCTD 32 H3JaHHe NpuKa3a?
33.1. TOJKHOCTHOE JIMIIO0, TOATOTOBUBILIEE MPOEKT MPHUKa3a
33.2. pyKOBOAMTEIb OpraHu3aliu
33.3. TOJKHOCTHOE JIMIIO, TOAIMCABIIEE ITPUKA3
34. Kakoii peKBM3HUT He BXOAUT B cocTaB ¢opmy.isipa-o0pa3na npukasa?
34.1. BUI MOKyMEHTa
34.2. narta TOKyMeHTa
34.3. agpecat
34.4. HauMEHOBaHMWE OpTraHU3aALUU
34.5. mognuce
34.6. Tekcr
34.7. 3aroJIoBOK K TEKCTY
35. Kakast yacTh TeKcTa NpUKa3a siBjsieTcs 00s13aTeIbHOM?
35.1. koHCcTaTHpyrOmas
35.2. pacniopsiiuTenpHas
36. 3aBepsieTcs JiM NOANMCH PYKOBOJUTEJSI HA MPUKAa3e Me4aTbio?
36.1. na 36.2. Her
37. B kakoMm cirydyae npaBWwibHO 0opmJiieH peKBU3UT «OTMETKA 0 3aBepPeHNH KOMUW»?

37.1. BepHho:
WNHcnekTop oTaena KaapoB JIMYHAs N.N.I1leTpoBa
IIOAIIUCH
37.2. BepHo
WNHcnekTop oraena KagpoB  JIMYHAs N.N. Ilerposa
MTOJIHCH
37.3. BepHo
WNHcnekTop oTnena KagpoB  JIMYHAA N.N. Iletposa

nognuck 16.03.2006

38. UTo 03HauyaeT BM3a IOPUCTA HA NIPUKa3e?

38.1. BHyTpeHHEe cOrIacoBaHue, MOATBEPKIAIOIIEE, YTO MPUKA3 HE IPOTUBOPEUNT 3aKOHY

38.2. 00s13aTeNbHBIN PEKBU3UT MpPUKa3a, MPUAAOIMNN €My IOPUANUECKYIO CHITY

39.Yro siBaAsIeTCSA 1ATOM NPOTOKOJIa?

39.1. naTa noanucaHus MPOTOKOJIA

39.2. naTa 3acenanus

39.3. naTa peructpauuu IpoTOKOJIa

40. CraBuTCSH /14 Ha MOANMCH B IPOTOKOJIE Ie4YaTh?

40.1. na 40.2. Her

41. Kakoii HOpMATHBHBIN IOKYMEHT B OPraHU3alii oNpeeJisieT NOPSAOK padoTsl ¢
AOKYMeHTamu?

41.1. uHCTPYKIUS N0 JEJIOIPOU3BOICTBY

41.2. pernameHT pabOThI

42. Kem yTBep kaaeTcsi CBOJHASI HOMEHKJIATypa /ieJl OpraHu3anuu?

42.1. pyKOBOAUTENEM CTPYKTYPHOIO MMOpa3ACICHUS OPraHU3aINN

42.2. pyKOBOAMTEISIMH CITYkObI IEIOIPON3BOICTBA

42.3. pyKOBOAUTEISIMU OPraHU3aLAN

42.4. 3aMecTUTENEM PYKOBOAUTENS OPraHU3alMH, OTBEYAIOLINM 3a
CITyO0Y JeIOMPON3BOJICTBA

43. Ilpuka3pl 10 NpHeMy, YBOJbHEHHIO PA0OTHHKOB IOMEIAKOTCS:

43.1. B Aene BMeCTe ¢ MPUKa3aMU 0 KOMaHUPOBAaHUHU paOOTHUKOB

43.2. oTIENBHO OT MPUKA30B O KOMaHIUPOBAHUU

43.3. BMecTe ¢ MpuKa3aMu 0 OCHOBHOM J€SATEIIbHOCTH

44. I1poToK0./1bI COOPAHUIH KOJUIEKTHBA M 3aCeJaHUil KOJLJIerul
PerucTpupyloTCcs:



44.1. BmecTe
44.2. oTneIbHO
45. Cpox uCIOJIHEeHHS JOKYMEHTAa HCUYHCJISIeTCH:
45.1. co aHS MOCTYIUIEHUS] JOKYMEHTa
45.2. co 1HA HalMCaHUsl PYKOBOJUTEIIEM PE3OJIIOLIMU
46. Kakoii Mo:keT ObITh 001 pacnoOPsAINTEIbHBIA JOKYMEHT IBYX OPraHu3aluii, u
O/IHOM M3 KOTOPBIX U3aeTCs MPHUKAa3, B APYIoi - pacnopsizkeHue?
46.1. npukas
46.2. noctaHOBJIEHNE
46.3. penieHue
46.4. ykazanue
47.CoBMecTHOE MHUCHMO JABYX OpraHusauui opopmisiercs:
47.1. Ha OIaHKe OJTHOW OpraHU3aAINH
47.2. na Gy1aHKe JPYyroi opraHu3auu
47.3. na nmucte 6ymaru opmarta A4 unu AS
Ku1104 15151 01leHKH pe3yJIbTaTOB TeCTHPOBAHMSA

KosimyecTBO NpaBWIbHBIX OTBETOB Onenka
ot 46 no 47 OTJINYHO
otT 39 no 40 XOPOIIO
ot 20 o 38 YJIOBJIETBOPUTEIBHO
or 0 mo 15 HEY0BJIETBOPUTEIHHO

TunoBble 3aJaHUS 11 IPAKTHYECKOH padoThI

Cmooenupytime pewenue x cumyayuoHuvim 3aoadam, ucnoavsys CIIC Koucyromaum
LIntoc (popmbl Ookymenmos).
3apnanmue 1.

B ponu cnenmanucra KagpoBod ciaykObl HA OCHOBaHUHM TapU(HO-KBATH(PHUKAIIMOHHOTO
CIpPaBOYHMKA JOHKHOCTEHM CHEIMaTUCTOB M M3JO0KEHHBIX B HEM TpeOOBaHUM K CHEHMATUCTaM
cocTaBbTe, 0(pOpMHTE, TOJNUIINTE U YTBEPANUTE JOKHOCTHYIO HHCTPYKIIHIO FOPUCKOHCYJIBTA.

1. 3aganue

CocTaBuTh MHCTPYKIMIO Ha OCHOBE 3akoHojarenbcTBa P®d. OtaenpHyro rpymnmy
COCTaBJISIIOT JOJIKHOCTHBIE MHCTPYKIIMH, KOTOPbIE TakXe ObIBalOT TUIIOBBIMH, OTPACIEBBIMU U
WH/IMBUTYaTbHBIMU.

WHcTpyKuns JOHKHA UMETh!

- HAUMEHOBAHUE OpPraHu3allnu;

- HAaMMEHOBaHUE BHU/Ia JJOKYMEHTA;

- aTy;

- HOMED;

- 3aTOJIOBOK K TEKCTY;

- TpuQ yTBEpKICHUS;

- TEKCT;

- IOJITUCH COCTaBUTEJIEH;

- mevyaTh (Ipu HEOOXOIUMOCTH);

- BH3HI.

3ananmue 2.
Hcnons3yss mepedeHp pekBu3uTOB NoKyMeHTOoB B ['OCT P 7.0.97-2016, onpenenwre,
IIPABWJIBHO JIM Ha3BaHbI IEPEUNCICHHBIE PEKBU3UTHL:

PEKBU3UT IMPaBUJIbHOC HA3BAHHUC

1) 'ep6 Poccuiickoit denepanuu

2) JOTOTHUII OpraHU3AIIH

3) KOl opraHu3aIuu
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4) Ko1 TOKyMEHTa

5) HaMMEeHOBaHUE OPTaHU3AIIH

6) agpec opraHuszanuu

7) peTUCTpAILlMOHHBIN HOMEP TOKYMEHTa

8) mevartpb

9) BH3bI COIJIaCOBAHMA JOKYMCHTA

10) wuneHTHdUKATOp SIEKTPOHHOM  KOIHUHU
JIOKYMEHTa

3ananue 3.
OsznakombTech ¢ DenepanbHbiM 3akoHOM 0T 02.05.2006 Ne 59-@3 «O mnopsnke
paccMoTpeHus oOpalieHui rpaxaan Poccuiickoit deneparum.
Beinonnure 3agaHus, UCNOJb3Ysl YKa3aHHBIA HOPMAaTUBHBINA JOKYMEHT.

Ne 1. Brnwmiure B IpHWBEACHHBIC HIDKE MPEUIOKEHUS MPOMYIICHHBIC BHJIBI OOpaleHUun

CpaXIaH:
1)Korga rpaknannHy HEOOXOIMMO COJICHCTBHE B peaju3allid €ro mpaB W CBOOOJ, OH

IMNIICT .
2)JIns1 BOCCTAHOBJICHUS WJIM 3allMTHl CBOMX HAPYIICHHBIX MpaB TPAXKIAHWH TOJDKEH
00paTUTHCS B COOTBETCTBYIOIINE OPTaHbl C ..

3)Ecnu rpaxmaHuH XOYeT BBICKA3aTh CBOM PEKOMEHAAIMH 0 YIYYIICHHUIO JESITSIbHOCTH
FOCYI[apCTBa, TO OH JOJI’KCH COCTABUTH ,IIOKYMCHT, HaSBIBaeMBIﬁ

Ne 2. BnumnTe B IPUBEACHHBIE HUKE MPEI0KEHUS NMPONYIIEHHBIE CI0BA:

I)Mapexkc oTBeTa Ha 3asBJIEHUE TpaXKIaHWHA COCTOUT U3 U HOMepa Jelia 1o
HOMEHKJIaType JIeJI, B KOTOPOE MOIITMBACTCS JaHHAS TTePEMUCKa.

2)[Ipu monmyyeHMH OT Tpa)kJaHMHA MOBTOPHOTO OOpallleHHs] B NPAaBOM BEPXHEM YIIIY
JIOKyMEHTA JIeJIaeTCs OTMETKA .

3)PaccmarpuBas TOCTYNUBIIME OOpAaIIeHUs TpakJaH, OTBETCTBEHHBIC HCIIOJIHUTEIN
00s13aHBI MPUHUMATH TOJIHKO pelieHusl.

4)[TuceMeHHOE OOpalieHne TrpakJaHUHA JIOJDKHO OBITh PAaCCMOTPEHO B TEUYCHHE

CO JTHS €T0 PErUCTPAIIHH.

5)Ecnu maTepuansl, HeOOXOAUMBIE JJIs1 IPUHATHUS PELICHUS M OTBETa aBTOPY OOpalleHus,
paccMaTpuBalOTCS B CyJle, TO OOIIMKA CPOK pacCMOTpeHHUs oOpamieHus] MpojIeBacTCs Ha BECh
nepuos

3amanue 4.
O3nakombTech c Ilpukazom MuHHCTEpCTBa Tpylda M COIUAIbHOM 3amuThl PD ot
08.09.2015 r. Ne 6161 «O06 yrBepxaennu [1paBui BeeHUS IEHCUOHHOM TOKYMEHTALUN.
[Ipoananu3upoBaTh OpPraHU3ALUI0 CIYXKObl JEJIONPOU3BOACTBA B TEPPUTOPUAIBHBIX
noapasnenenusix llencnonnoro ¢ouna PO u BBISIBUTE €€ 0COOEHHOCTH: HM3YYHUTh OIHMCAHUE
OpraHM3ali U TEXHOJOTHH JOKYMEHTAIIMOHHOTO OOeCleueHUsl yNpaBieHHs, B T.4. CUCTEMBI
ANEKTPOHHOTO JoKyMeHTooOopoTta [IDPy (COJ] [1DP). AprymeHTHPOBATH OTBET.

HepequL THIMOBBIX KOHTPOJIbHLIX BOIIPOCOB

1. IlepeunciuTe OCHOBHBIE HOPMAaTHUBHO-IIPaBOBBIE JOKYMEHTBI, KOTOPBIMU CIIEIYET
PYKOBOJACTBOBATHLCS B 00JIACTH JIEJIONPON3BOIcTBA B Poccuiickoit deneparuu.

Kakue emé xnaccupukaniy JOKyMEHTOB BBl 3HaeTe?

Kak Bnusier Buj opranuszanuu Ha (JOpMbl JOKYMEHTUPOBAHMS U COCTaB JOKYMEHTOB?
B uém 3akmovaercss yHUpHUKAIMA yIPaBIeHYeCKOH TOKYMEHTaluu?

Kak kmaccuduiupyrotr MarepraabHble HOCUTETH JOKYMEHTHPOBAHHON HHMOpMaIuu?
Jaite mnoHATHE CHCTEMBl NOKyMEHTanuuu. OyHKIHMOHAJIbHBIE M KOPIOPATHUBHBIE
CUCTEMBI.

AN
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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.

40.
41.

Uem oTiinyaroTcss THPOPMAITMOHHBIE PECYPCHI OT BCEX OCTATBHBIX BHIIOB peCypcoB?
Uto Takoe HOpMaTHBHO-MeTOoAuYecKas 6aza JJOY?

Ha xakue rpynmnsl AenuTcs KOMIUIEKC IOKYMEHTOB, PETYJIUPYIOIINX BOMPOCHI BEACHUS
Jenonpon3BoicTBa B PO?

JlaiiTe XapaKTepUCTHKYy OCHOBHBIX (eIepalbHBIX 3aKOHOB, PETIaMEHTUPYIOIINUX
BOIIPOCHI JOKYMEHTUPOBAHHON WH(OpMAITHH.

Hns yero HyxHa [ocymapcTBeHHas cUCTeMa OKYMEHTAllMOHHOTO OOecreYeHHs
yIpaBJIeHUs?

Kakyro ponb WUrpar0T WHCTPYKIMU IO JEIONPOU3BOJICTBY B (pelepalibHbIX OpraHax
HCIIOJIHUTEILHOM BIacTu?

Urto Takoe pekBu3uT nokymeHTta? Crpynnupyite pexkBu3utbl OPJl B 3aBUCUMOCTH OT
HX LEJIEBOr0 Ha3HAYEHUA U JTAUTEe UM KPATKYIO XapaKTEPUCTHUKY.

Uro Takoe hopmysip qokymenTta? Kakue Buasl hopMyIsipoB Bbl 3HaeTe?

Kakune moxyMeHTBI OTHOCSTCSI K OpTaHU3aI[MOHHO-TTPABOBBIM?

KakoBa  ocHOBHas  (QyHKIUS  OpPraHU3AI[MOHHO-TIPABOBBIX  JOKYMEHTOB B
YIIPABJICHUYECKON AEATEIIbHOCTH?

Kakue moxyMeHThl OTHOCSTCS K YUpEIUTEIbHBIM IOKYMEHTAM OpraHu3aiuu’?

Kakvumu HOpMaTUBHBIMHU JOKYMEHTAMH PETIAMEHTHUPYETCS CO3/IaHHUE YUPEIUTEITHHBIX
JIOKyMEHTOB?

KakoBbl cnocoObl mpuaaHus HOPHIAAYECKOW CHUIIBI  OPTaHH3AIMOHHO-TIPABOBHIM
JIOKyMeHTam?

KakoB cpok neicTBusl OpraHM3allMOHHO-IIPABOBBIX JOKYMEHTOB?

. Kakne JOKYMCHTBI PCTIIAaMCHTUPYIOT ACATCIBHOCTDb CTPYKTYPHOI'O IOAPA3ACICHUA U

PabOTHUKOB OpraHu3anuu?

Ha ocHOBe KakMX HOPMAaTHBHBIX JOKYMEHTOB pPa3padaThIBAe€TCs JOJDKHOCTHAS
WHCTPYKIUs?

KakoBo 0CHOBHOE Ha3HauU€HUE PaCIOPAIUTENBHBIX JOKYMEHTOB?

KakoBo Ha3zHaueHne MH()OPMAIIMOHHO-CITPABOYHBIX JJOKYMEHTOB B PacloOpsIUTEIbHON
NEeATEILHOCTU?

Kaxue nokymMeHTbI OTHOCSTCS K HH(POPMAIIMOHHO-CITPAaBOYHBIM?

Kto0 nmeer nmpaBo cocTaBiIsATh JOKJIAAHbIE 3aIIMCKH, CIIPABKH, TPEAIOKEHUS?

KaxoBbl 0cHOBHBIE ITpaBuIa 0OPMIICHUS Pa3IMUHbIX ynces, HudpoBoi nHbpopmanuu?
KakoBbI 0COOEHHOCTH SI3bIKA CITYKEOHBIX JOKYMEHTOB?

Oxapakrepusyiite cnenudpuieckie Npu3Haky JeI0BOT0 CTUJIS S3bIKa?

Mo kakoit cxeme HOpMyITUPYIOTCS MyHKTHI pacoOpsIUTEIbHON YacTH NpUKasza?

Kaxue Bub!I cipaBok Bbl 3HaeTe?

C Kaxoil LeNbI0 pErUCTPUPYIOTCSA JOKYMEHTHI?

KaxoBa ocHOBHasI 11€71b KOHTPOJISI UCTIOJTHEHHSI TOKYMEHTOB?

UYto Takoe TUIIOBOW CPOK UCIIOJIHEHUS NOKyMeHTOB? KTo ero ycranaBnuBaer?
HazoBute ocHOBHBIE ATanbl 00pabOTKH UCXOAAIIUX U BHYTPEHHUX JTOKYMEHTOB.

B ubpl0 KOMNETEHIMIO BXOAMUT OpraHu3alus paboOThl ¢ JOKYMEHTaMU Ha pabodux
MecTax?

C xakoii uenpto popmupyrorcs nena?

Kakue HOpMmaTHBHBIE JOKYMEHTHl YCTaHABIMBAIOT TpeOOBaHUS K OGOPMIICHHUIO
obnoxku nena? Kakue cBeleHHs BBIHOCAT Ha OOJIOKKY JieNla TIPU €ro 3aBeJICHHH B
JIETIONPOU3BOJICTBE?

Kro B opraHmsanuu ynoiaHOMOYEH JAaBaTh pa3pellieHUE Ha BblAAYy WU HU3BATHE
JIOKYMEHTOB U Je?

UYro Takoe HOMEHKIATypa Aen?

Uro Takoe NOKyMEHTHI MO JIMYHOMY COCTaBYy W JIMYHbIE JOKYMEHTHI? B uém pasnuna
MEXy 3TUMHU NOHATUAMU?
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42. Kakue BUIBI U Pa3HOBUIHOCTH JOKYMEHTOB OTHOCATCA K JOKYMEHTaM IO TPYJOBBIM
OTHOIIEHUAM?

43. Kakue CyniecTBYIOT TEXHOJOTMYECKHE LENOYKM MPOLEAYyp OpraHu3allud M
JIOKYMEHTUPOBaHUs Ipoliecca npuéma rpaxkjiad Ha padboty?

44. Kakue JOKYMEHTBI NPEACTaBISECT TPaXJTaHUH B KaJIpPOBYIO CIyXOy A pelieHus
BoIpoca o mpuéme Ha padoTy?

45. Ha xakux OnaHKax COCTaBJISIOTCS CIIy)KeOHbIE MUchMa?

46. Kakue peKBU3UTHI CUUTAIOTCS 00s3aTeIbHBIMU IS CYKEOHOro nmuchbma?

47. Kakue pa3HOBUHOCTH CITY>KEOHBIX ITUCEM MCIOIb3YIOTCS B PAKTHKE YIPABICHUS?

48. Kakona CTPYKTypa nMchbMa-3amnpoca, MACHMAa-TIPOCKHOBI, MHUCbMa-0TBETA,
COINPOBOJUTENIBHOTO MUChMa?

3auer 110 JUCITUITIINHEC ((I[OKYMCHTaLII/IOHHOG obecrnieucHue YHOPpaBJICHUA» BKIIKHOYACT B ceOs:
CO6€C€)IOB3HI/IG npenoagaBareyidc CO CTYACHTAMU I10 KOHTPOJIBHBIM BOIIpOCaAM M3 ICPCUYHA U
BBIITOJIHCHUC IPAKTUYCCKOTO 3aJaHH.

[IPUMEP 3AJIAHIS JIJISI KOHTPOJIBHOM PABOTEI

KoHTpoJibHbBIE BONIPOCHI:
1. Kaxwme BuABI pacHoOpsIUTENbHBIX JOKYMEHTOB M3JAI0T PYKOBOIUTENIH YUPEXKICHUN U

OpraHu3aIuii?

IIpakTH4yeckoe 3axaHue:

Ogopmume u cocmagome npukas

CocraBeTe coBMecTHbI mpukaz OO0 «Asmuray u AO «fOnurep» 00 MCHOIB30BAHUU
(bakcUMUIBHON MOANMUCH. B KOHCTaTtupylomeld yacTu yKaxuTe, 4To (pakcuMuie Hy)KHa JUIs
ormepatuBHOro pemieHuss BorpocoB Mexay OO0 «Asmuray u 3A0 «Onurep». B
pacriopsuTenabHol 16 4acTu yKakuTe AOKYMEHTBI, Ha KOTOPBIX HEOOXOJUMO HCIHOJIb30BATh
¢dakcummne. BoznoxuTe KOHTPOJL 3a WCIOJHEHHWEM TIpUKa3a Ha HavajJbHHUKA CIYXKOBI
JOKyMEHTalMoHHOro obecneuenus ympasiaeHus OOO «Asnuray M aJMUHUCTPATHBHOIO
mupektopa AO «¥Onutep».

Odopmure Bu3bl 03HaKoMIIeHUs HauanbHuka CAOY 1 aIMHUHUCTPAaTUBHOTO AUPEKTOPA.

[lepeyeHs THIOBBIX 3aJaHHMi IS KOHTPOJIBHOH paOoOThl, TpeOOBAaHHUS K MPOIECAYpE
MIPOBEJICHUS M OI[CHUBAHUS OMPEICISIOTCS (POHIOM OIEHOYHBIX CPEJICTB IO JUCIUTIINHE (TyHKT
4.1. hboHaa OLIEHOYHBIX CPEJICTB).

KpuTtepun onieHKH MpoMeKyTOUHOI aTTecTalmu (KOHTPOJIBHON PabOThI):

OHGHKa «OTJIMYHO» BBICTABJIACTCA CTYACHTY, €CJIM 3HAHHA OTIIHMYArOTCsA FJIy6HHOI>'I n
COJICPKATENIBHOCTBIO, JAaeTCsl TIONHBIA HMCYEPIBIBAIONIMI OTBET HAa TECTOBBIC 3aJlaHMUS,
MPaBUJIBHO BBINOJIHWI CUTYallMOHHYIO 3a7a4y.

OrneHKa «XOpOIIO» BBICTABIISCTCS CTYNEHTY, €CIM 3HAHUS WMEIOT JOCTaTOYHBIH
COI[ep)KaTCJII)HI)If/'I YPOBCHBb, OJHAKO HMMCIOTCA HCTOYHOCTH IMPU OTBETC HAa TCCTOBBLIC 3aJlaHUA;
UMEIOIIMECS B OTBETE HECYIICCTBEHHBIC (haKTHUECKUE OMIMOKH, CTYJCHT CIIOCOOCH MCIPaBUTh
CaMOCTOSITENIbHO, OJIarofapsi HaBOAIIEMY BOIIPOCY; OTBET MPO3BYYall HEAOCTATOYHO YBEPEHHO;
CTYICHT HE CMOT MPOJEMOHCTPUPOBATh CITIOCOOHOCTh K MHTETPAIMHA TEOPETHYCCKUX 3HAHUHN W
MIPAKTHKH, TOIYCTUJI HECYIIECTBEHHYIO OUIMOKY IIPU BBIIIOJHEHUHN CUTYaI[MOHHOM 3a/1a4H.

O1eHKa «yJIOBJICTBOPUTEIHLHO» BBICTABISIETCS CTYNEHTY, €CIIM COJCPIKAHHE TECTOBBIX
3aJJaHuil  pacKphITO CJIa0o, B3HAHUA UMEIOT (parMeHTapHBIA  XapakTep, OTIUYAOTCS
MOBEPXHOCTHOCTBIO W MAJIOM COJEPIKATEIBHOCTHIO, UMEIOTCS HETOYHOCTH TIPU OTBETE Ha
BOIIPOCHI; IMPOrpaMMHBIC MATCpUal B OCHOBHOM H3JIAracTCs, HO JOIIYIICHBI (baKTI/I‘IeCKI/IC
OIIMOKH; CTYJICHT HE MOXET O00OCHOBaTh 3aKOHOMEPHOCTH W TPUHIIMIIBI, OOBICHUTH (DaKTHI,
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CTYJEHT HE MOXET IPUBECTU NpPUMEp A WUIIOCTPALlMM TEOPETUYECKOTO IIOJIOKEHUS; Yy
CTYJEHTa OTCYTCTBYET MOHMMaHHUE M3JIaraéMOro Marepuaia, Marepual ciiabo CTpyKTypUpPOBaH;
y CTyJ€HTa OTCYTCTBYIOT IPEJCTABJIEHUS O MEKIIPEIMETHBIX CBS35X, JOMYCTUJ CYIIECTBEHHYIO
OLIMOKY MPH BBIITOJIHEHUU CUTYAIlMOHHOM 3a1a4Hu.

O1eHka «HEYyIOBJIETBOPUTEIHHO» BBICTABIIAETCS CTYJIEHTY, €CJIM OOHAPYKEHO HEe3HaHUE
WIM HENMOHMMAaHHWE CTYJEHTOM IIpeaMeTa H3Y4YeHUsS JWUCUUIUIMHBI; COJEep)KaHUE TECTOBBIX
3aJJaHUi HE PACKpPBITO, JIOMYCKAIOTCS CYIIECTBEHHbIE (PaKTHYECKHE OIIMOKH, KOTOPhIE CTYIEHT
HE MOXET HCIPaBUTh CAMOCTOSITENIbHO; HAa OOJBIIYI0 YacTh JOMOJHUTENIBHBIX BOMPOCOB IO
KOHTPOJIbHOM paboTe CTYAEHT 3aTpyJHSETCs JaTh OTBET WJIM HE JaeT BEpHBIX OTBETOB, HE
BBITIOJTHIJI CUTYallMOHHYIO 3a/1a4y.

8. YYH EBHO-METOIUYECKOE U HUH®OPMAIIMOHHOE OBECIIEYEHHUE
JUCIUIIJINHBI

8.1. OcHoBHas quTEpaTypa

1. Abynanze, /1. I'. JlokyMeHTalMOHHOE OOecrieueHue YIpaBIeHUs IEPCOHAIOM ;| YUEOHUK
U TOpakTHUKyM Ui cpegHero  mpodeccuoHanbHoro  oOpaszosanusi/  JI. I'. AGynanze,
N. b. Bempsoxkkuaa, B. M. MacnoBa. — 2-e u3a., nepepad. u gon. — Mocksa : U3gatenbcTBo
FOpaiit, 2024. — 370 c. — (IIpodeccuonanbuoe obpazoBanue). — ISBN 978-5-534-15076-6.
— Tekct : onextponHwni // OOpaszoBarenbHas tuiatgopma FOpawt [caiit]. — URL:
https://urait.ru/bcode/513389

2. Kopsnees, U. K. JlokymeHTannonHoe o0ecriedeHre ynpapiaeHHs : Y4eOHUK U TPAKTUKYM
s cpeaHero  mpodeccuonansHoro  obpasosanusi/  UW. K. Kopuees, A. B. Ilmenxo,
B. A. Mamypues. — 3-e usn., nepepad. u gon. — Mocksa : WUznarensctBo FOpaiit, 2024, —
438 c.— (IIpodeccuonanpHoe obpazoBanue). — I[SBN 978-5-534-16002-4. — Texkcr
anekTpoHHbld  //  OOpazoBarenpHass  mwiatrpopma  FOpaitr  [caiit]. —  URL:
https://urait.ru/bcode/539262

8.2. lonoqHUTeIbHAS TUTEPaTypa
1. Hoponmuna, JI. A. JlokyMeHTallMOHHOEe oOOecCleYeHUe YIpaBJICHUS : YYEOHUK U
NpakTUKyM  Juii  cpeaHero  npodeccuoHanbHoro  obpaszoBanust /  JI. A. JloponuHa,
B. C. UputukoBa. — 2-e u3a., mepepad. u gon. — Mocksa : MUznatenscTBo FOpaiit, 2024, —
270 c.— (IIpodeccuonanpHoe obpazoBanue). — ISBN 978-5-534-16017-8. — Teker
anekTpoHHbld  //  OOpazoBarenpHass  mwiatrpopma  FOpaitir  [caiit]. —  URL:
https://urait.ru/bcode/539338
2. IllyBanoBa, H.H. JlokyMeHTanuoHHOe oOOecHedYeHHEe YOpaBiIeHUs : y4eOHUK H
NPaKTUKYM I cpelHero npodeccuonaibHoro obdpasosanus / H. H. llyBanoBa. — 3-e w3,
nepepad. u mon. — Mocksa : U3gatensctBo HOpaiir, 2023. — 247 ¢. — (IIpodeccuonanbroe
obpazoBanue). — ISBN 978-5-534-16538-8. — Tekcr : snextpoHHbIH // OOGpa3oBaTenbHas
wiatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/531240
3. Kysueuos, U. H. [lokymeHTanmonHoe obecrieueHue ynpapieHus. JJokyMeHT0000poT
U JICTIOTPOU3BOJICTBO : YUEOHUK U MPAKTUKYM JJISl CPEeTHEro NpogecCHOHaIbHOro 00pa3oBaHus /
W. H. Ky3neuoB. — 4-e¢ u3a., nepepad. u gon. — Mocksa : M3garensctBo FOpaiit, 2023. —
545 c.— (IIpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-16004-8. — Tekct
NIeKTpOHHBIH  //  OOpazoBarenbHas  miatgopma  FOpaiir  [caiit]. —  URL:
https://urait.ru/bcode/523613

Ilepnonuyeckue M31aHUA:
1. Bompocs! ynpasienust (kypHai). — ExatepunOypr: YpanbCKuil HHCTUTYT YIPaBICHHS
— ¢unmman Poccuiickoli akageMuu HapOJHOTO XO3SHWCTBA M TOCYAAPCTBEHHOM CIY>KOBI MpH
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https://urait.ru/bcode/523613
https://urait.ru/bcode/531240
https://urait.ru/bcode/539338%20
https://urait.ru/bcode/539262%20
https://urait.ru/bcode/513389

IIpesunente Poccuiickont @enepaumulSSN: 2304-3369 Jloctynneiii apxus: 2017-2021 Pexum
nocryna: https://www.iprbookshop.ru/87622.html

2. AxrtyanbHble NpoOJIeMbl HKOHOMHKM M MeHekMmeHTa. — CapartoB: CapaToBCKuit
rocy/apcTBeHHbI TexHuueckuil yHuBepcuteT umeHu HO.A. Tarapuna ISSN: 2312-5535
Hoctynusliit apxus: 2019-2021 Pexxum goctyna: https://www.iprbookshop.ru/98831.html

3. ARS ADMINISTRANDI. UCKYCCTBO VIIPABJIEHUA (xypnan). — Ilepms:
IlepMmckuil rocynapCTBEHHBI HALIMOHAJIBHBIN HCCIENOBaTENbCKUNM yHUBEpcUTETISSN: 2218-
9173 Hoctynnsiit apxus: 2010-2021 Pesxxum moctyna: https://www.iprbookshop.ru/11588.html

4. AxtyanbHble IpoOaeMbl poccuiickoro mpaBa (kypHan). — Mocksa: M3aarenscTBo:
MockoBckuil rocyapcTBeHHbI ropuaudeckuii yausepcurer umenu O.E. Kyrapuna (MI'FOA).
ISSN: 1994-1471 [Hoctynueii apxus: 2012-2016, 2020-2021. — Pexxum pgoctyna:
https://www.iprbookshop.ru/63202.html

8.3. I[IporpammHoe oGecnieueHue

1. Microsoft Office,

8.4. ba3pl JaHHBIX, HHQOPMALUMOHHO-CIIPABOYHbIE M MOHMCKOBbIE CHCTEMBI,
HNHTepHET-pEcypchI

1. CnpaBouno-npaBoBas cuctema «Koncynprantllmoc» — http://www.consultant.ru/
[{udpoBoii obpazoBarenbHbIid pecypc IPRsmart https://www.iprbookshop.ru
O6pasosatenbHas mwiatdopma FOPAWT - https://urait.ru/
DnekTpoHHas 6ubnmoTeka «Bce yueOHukm» - http://www.sbio.info
[TouckoBas cucreMa Yandex - https://www.yandex.ru
®DoH/T MEHCHOHHOTO U COIMAIbHOTO cTpaxoBaHus PD - https://es.pfrf.ru/
WHpopmannoHHbIi pecypc «DKOHOMUKA U PUHAHCHD) - Www.finansy.ru
Odunmanbueiii caiit banka Poccun - www.cbr.ru
. Odummaneusbiii caiit KaznaueiictBa Poccun https://roskazna.gov.ru/

10 Odunmanbupiii caliT MunucrepcTBa ¢punancoB PO - https://minfin.gov.ru

11.0¢unmanbaeii  caiit  MuUHHCTEpPCTBA HIKOHOMHYECKOTO pa3BUTHA Poccuiickoit
denepanun https://www.economy.gov.ru

12.0¢unmansuelil caiit @epepanbHoi HaOroBo# ¢y 061 PO - www.nalog.ru/

13. Conmanbasiii houa Poccuu - https://sfr.gov.ru

14.Tlopran «byxranrepckuii yuer. Hamoru. Ayaur» https://www.audit-it.ru/

15.1Topran mo  HajoroobmokeHWI0O U OyxrantepckoMy — yuery  «l7maBOyx»
https://www.glavbukh.ru/

16.0d¢wunmanshsiii caiit 1C http://1c.ru/

17.ba3a nmaHHBIX MEXAYHApOJIHBIX CTaHAApTOB (uHAHCOBOH oTdyeTHOocTH — MCDO
www.msfofm.ru

18.2nexTponno-6ubaroTeunas cuctema ZNANIUM https:/znanium.com

19.CnpaBounuk 175 s5koHOMUCTa http://www.catback.ru/

20.2nexkTpoHHas OoubamoreyHast cucrema «CKCIN»
https://www.sksi.ru/Environment/EbsSksi

21.DHIUKIONENs SKOHOMICTa WWW.grandars.ru

22 . MudopmaioHHBbIH pecypc « IKOHOMUKA U pUHAHCHD) www.finansy.ru

23.0¢unmaneHbelii  calT @enepanbHOil  CIyXObl TOCYyIapCTBEHHOW CTATUCTHKH
https://rosstat.gov.ru

9. MATEPUAJIBHO-TEXHUYECKOE OBECITEYEHUE JUCHUIIJINHbI

OTInenbHO MO THITAM 3aHITHH:

- JUIA TIPOBE/ICHUS 3aHATHUN JIGKIIMOHHOTO THUIIA - CHEHaIbHOE MMOMEILICHHE, OCHAIIEHHOE
000pyIOBaHUEM, TEXHHUYECKUMH CpPEICTBAMHA OOYYCHHS ¥ MaTepHallaMH, YYHUTHIBAIOIIAMHU
TpeOOBaHUS MEKAYHAPOIHBIX CTAaHAAPTOB.

- U1 IPOBE/ICHUS 3aHATUI CEMUHAPCKOIrO THIA - CHEHaIbHOE TTOMEUIEeHHE, OCHAIIICHHOE
000pyJOBaHUEM, TEXHHUUECKUMH CpPEACTBAMU OOY4YEHHS M MaTepHallaMH, YYHUTHIBAIOIIUMU

DN U AW
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TpeOOBaHUS MEXTyHAPOJIHBIX CTAaHAAPTOB.

- JUTS TIPOBEJICHUS TIPOMEKYTOYHOM aTTECTAIlUH - CIICIIUAIBHOE ITOMEIICHNE, OCHAIICHHOE
0o0Opy/IOBaHUEM, TEXHHUYECKHMMH CpPEJICTBAMU OOYUYeHUS M MaTepuaiaMH, YUUTHIBAIOIINMHU
TpeOOBaHUS MEXTyHAPOIHBIX CTAaHAAPTOB.

- JUTISL CAaMOCTOSITEIbHON paboThl 00YYAIOIIUXCS - CHEIHATFHOE MTOMEIIEHUE, OCHAIIIEHHOE
KOMHBIOTepHOfI TEXHUKOUN C BO3MOXHOCTBHO IIOOKJIFOYCHUA K I/IH(bOpMaI_[I/IOHHO-
TeJIeKOMMYHUKalIMOHHOU cetn "VMHTepHeT" u oOecriedeHHeM JOCTyma B JIEKTPOHHYIO
nH()OPMAITMOHHO-00pa30BaTENBHYIO Cpely 00pa30BaTeIbHON OpraHu3anuu (Ipy HATUYUH ).

10. OCOBEHHOCTH OCBOEHUA JANCHUIIJIMHBI JIMIAMHU C
OI'PAHUYEHHBIMU BO3MOKHOCTAMMU 310POBbA

OOyuaromuMcss € OrpaHUYEHHBIMH  BO3MOKHOCTSIMH  3JI0POBbSI  IIPEIOCTABIISIOTCS
CTeMaNbHbIC YYeOHUKH, ydeOHbIE TOCOOMS W IUAAKTUYCCKHE MaTepHajbl, CIelHaIbHbIC
TEXHUYECKHE CPEJCTBa OOy4eHHUS KOJUIEKTHBHOTO M HWHAMBHYaJbHOTO MOJb30BAHUS, YCIyTH
accucTeHTa (ThIOTOPA), OKA3bIBAIOIIETO 00YYAIONIUMC HEOOXOIUMYIO0 TEXHHUECKYIO MTOMOIIIb, a
TaKXe YCIYTH CypJONEePEeBOAYMKOB U TH(PIOCYPAOTIEPEBOTUNKOB.

OcBoeHHE IUCIUTUIMHBI 00YYArOIUMUCS ¢ OrPaHHYEHHBIME BO3MOYKHOCTSIMH 3JI0POBBSI U
MHBAJIUAAMHA MOXET OBITh OPraHM30BaHO COBMECTHO C JPYIMMHU OOYyYarOIIMMUCS, a TakXke B
OTACTBHBIX TPYTIaXx.

OcBoeHHe AUCUUIUIMHBI 00YYarOIUMHUCS ¢ OrPaHUYEHHBIMH BO3MOYKHOCTSIMH 3/I0POBbSI U
WHBAIMAAMH OCYIIECTBISIETCS C YYETOM OCOOCHHOCTEH MCHUXO(PHU3NUECKOTO Pa3BUTHIA,
WH/IMBUYaIbHBIX BO3MOXKHOCTEH M COCTOSIHUS 3/I0POBbSL.

B mensix MOCTYMHOCTH TOJNY4YEHHS CPEAHET0 NPOPEeCCHOHAIBHOIO 00pa3oBaHUS IO
o0pa3oBaTeNbHON IMpOrpaMMe JIMIAMH C OrPAaHUYEHHBIMH BO3MOXKHOCTSIMH 37I0POBbSl TIPH
OCBOCHHU JIUCITUTUTAHBI 00€CTIEYHBACTCS:

1) st UL ¢ OTPaHUYEHHBIMU BO3MOYKHOCTSMU 37I0POBBS IO 3pEHHUIO:

— MPUCYTCTBHE THIOTOPA, OKA3BIBAIOIINHA CTYJIEHTY HEOOXOJUMYIO TEXHHUECKYIO TTOMOIIIb
C YYETOM MHJMBUIYAIbHBIX OCOOCHHOCTEH (TMOMoraer 3aHATh pabouee MecTo, IepeBUraThes,
POYUTATh U 0YOPMUTH 3a]IaHKE, B TOM YHUCIIE, 3AIACHIBAS TIO]] TUKTOBKY),

— MUCbMEHHBIC 3a/IaHMs, @ TAK)KEe MHCTPYKIUH O MOPSAIKE MX BBITOTHEHUS O(POPMIISIOTCS
YBEIIMYCHHBIM HIPHPTOM,

— crenualbHble Y4eOHUKHM, y4eOHbIe MOCOOMS M JUIAKTHYECKHEe MaTepualibl (MMEolue
KPYMHBIN WIPUPT UK ayJuodaiiisl),

— UHAMBUIyaJIbHOE paBHOMEpPHOE ocBellieHne He MmeHee 300 ok,

—Tpu  HEOOXOAMMOCTH CTYIEHTY JUIsl BBIMIOJIHEHHS 3aJaHus  TPEIOCTaBISACTCS
YBEJIMYMBAIOLIEE YCTPONUCTBO;

2) anst IUI] ¢ OTPaHUYCHHBIMU BO3MOYKHOCTSIMH 37I0POBBS TI0 CITYXY:

— MPUCYTCTBHE AaCCHUCTEHTa, OKa3bIBAIOIIUN CTYJEHTY HEOOXOJUMYI0 TEXHHUYECKYIO
MOMOUIb € YYEeTOM WHIUBUAYaJIbHBIX OCOOEHHOCTEH (moMoraer 3aHsATh pabodee MecTo,
nepeBUraThCs, IPOUUTaTh U 0QOPMUTH 3aJaHKE, B TOM YHUCIIE, 3alUChIBAs MO]] TUKTOBKY),

—o0ecrieynBaeTcsl  HaJWMYUe  3BYKOYCHWJIMBAMOIIEH  ammapaTypsl  KOJUIEKTHBHOTO
MOJIb30BAHUSA, TPH HEOOXOAMMOCTH OOydvaromeMycs MpeJOCTaBIsSETCs 3BYKOYCHIMBAIOIIAS
anmaparypa WHIABUIYyaIbHOTO TTOJIH30BAHNUS;

—obecrieunBaeTcsl  HAMISKAIIMMU  3BYKOBBIMH  CpPEACTBAMH  BOCIIPOU3BEICHHS
nH(pOopMalnu;

3) nist U1 ¢ OrpaHMYEHHBIMHE BO3MOXKHOCTSIMHU 3/I0POBbS, UMEIOIMX HAPYIICHHUS OITOPHO-
JBUTATEIFHOTO arapara:

— MMCbMEHHBIC 3aJaHHs BBIMOJHAIOTCS HA KOMIIBIOTEpE CO CHEIHAIM3UPOBAHHBIM
MPOTPaMMHBIM 00eCTICUeHHEM WIIN HaTUKTOBBIBAIOTCS THIOTOPY;

— I10 JK€JIaHUIO CTYAEHTA 3a/laHUsI MOTYT BBIMOJIHATHCS B YCTHOH hopme.
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[Iporpamma cocraBiena B coorBercTBuU ¢ TpeboBanmsimMu PI'OC mo cnernmansHOocTH CIIO 38.02.01
DKOHOMHKA U OyXTanTepcKuil yueT (110 OTpaciisim)
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