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1. HEJIX 1 3AJAYHN OCBOEHUA JUCIUITJIMHbI

Llensamu OCBOGHHMSI IUCHUIUIMHBI «JlOKyMEHTAI[MOHHOE OOECIeYeHNe YIpPaBICHHSD
SBIISIIOTCS: TPUOOpETEHHE CHUCTeMbl 3HAHWM B 00JAaCTH JOKYMEHTAllMOHHOTO 00ecreueHus
yTIpaBJICHNUS, U HCIIOIb30BAaHHUE MX B IIPAKTUIECKON padore.

3a0auamu IUCUMIIINHBL «J{OKyMeHTallMOHHOE OOECIeYeHHe YIpPABICHUS» SBISIOTCS:
O3HAaKOMHTBCS C COCTAaBOM DPEKBHU3UTOB JIOKYMEHTOB M NPAaBHJI UX O()OPMIICHHS; pacCMOTPETh
HOPSIOK  COCTABJICHUS, WCIOJB30BAHUSA M TOPSIOK MEPECMOTPa OpraHU3allMOHHO-TIPABOBBIX
JOKyMEHTOB; OBJQJETh TAaKUMH HAaBBIKAMH, KaK KJIaCCH(UIUPOBATH M  COCTaBIATh
pacnopsauTeabHble JOKYMEHTBI; W3YYWUTh IIOJb30BAHUE M COCTaBICHHE WH(OPMAIIMOHHO-
CIIPaBOYHON JOKYMEHTAlMM M 3HATh €€ OCOOCHHOCTH; OBJAJACTh HABBIKAMH COCTABIICHUS
CJTy’K€OHBIX MMUCEM M YMEHHIO BECTH MEPEIUCKY; 3HATh KIACCU(PHUKAIMIO TTHCEM; U3YUUTh ATAIIbI
JOKyMEHTOOOOPOTa OpraHM3alli{; O3HAKOMHUTBCS C IOPSIKOM XPaHCHHS JIOKYMEHTOB,
opopmieHreM M cHayd 1€l B apXWB; O3HAKOMUTCS C YHU(UIMPOBAHHBIMU (opMaMH O
KaJIpOBOMY JIETIONIPOM3BOACTBY, TIOyYUTh HABBIKM UX COCTABIICHUS.

2. MECTO JUCHUIIJIMHBI B CTPYKTYPE OIIOII

Jucrnmaa «/lokyMmeHTaiimonHoe obecriedenne yrpasieHus» B crpykrype OOIT CITO
BXOJUT B BapWaTUBHYK® 4YacTh, B TOM YHCIIE  aJaNTallMOHHBIC  TUCIUTUIHHBI
obmenpodeccuonanpHoro mukna (OILB.4) mo cmemmansHOocTH 38.02.01 DkoHOMHKA U
OyxraiTepckuii yder (MO OTpacisM)d HaXOAWTCS B JIOTUYECKOW U  COJAEpIKATEIHHO-
METOAMYCCKON CBSI3U C IPYTUMU JTUCIMILIMHAMU (MOJTYJISIMH).

[IpeamecTByroMME TUCIUTLTAHB [Tocnenyromue TUCIUATITUHBI (KYpPChI, MOJTYJIH,
(Kypchl, MOJTyJIH, IPAKTHKH ) MIPAKTHUKH)
OI1.01 OxoHOMHKA OpraHU3ALU OI1.05Haoru u Hairoroo0JI0KeHne
OIIL.B.1MenepxMeHT

TpebGoBaHMsI K BXOAHBIM 3HAHUSIM, YMEHUSM U KOMIIETCHIIUSIM CTyIeHTa (OPMUPYIOTCS
Ha OCHOBE MPOTpaMMBbl CPeIHEro o0Iero 00pa3oBaHus MO0 SKOHOMHUKE.

3. TPEBOBAHUSI K  PE3YJIbBTATAM OCBOEHUA COIEPXAHUA
JANCHUIIIINHBI

[Tpouecc n3yyeHHs] TUCIUIUIMHBI HANpaBiieH Ha (GOPMUPOBAHUE DJIEMEHTOB CIIETYIOIINUX
KOMIIETEHLIMH N0 TAHHOM CIEUUAIBHOCTH:

a)oowux (OK)

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

MHOCTPAHHOM SI3bIKAX.

TpeGoBanuss K 3HAHUSIM, YMEHUSIM H NPAKTHYECKOMY ONBITY N0 IWCHUILIHHE

«JlokyMeHTAIlHOHHOE o0ecreuyeHne YIPABJIEHU»:

1) 3HaTh:

- TIOHSTUE IOKYMEHTA, €ro CBOMCTBA, CIIOCOOBI TOKYMEHTHUPOBAHUS;

- TIpaBUJIa COCTaBICHUS U 0)OPMIIEHHUST OpraHU3aAIMOHHO-PACTIOPSTUTEILHBIX TOKYMEHTOB
(OPJD);

- CHUCTEMY M THUIIOBYIO TEXHOJIOTHMIO JOKYMEHTAI[MOHHOTO OOECIICUeHUs] YIpaBIICHUS
(10Y);

- OCOOCHHOCTH [ICJIONPOM3BOJICTBA IO OOpAIICHUSIM TPaXJAaH U KOH(PHUICHIIMAIHHOTO
JIEeTIONPOU3BO/ICTBA.

2) yMeTh:

- 0hOpMIATh OPraHU3ALUOHHO-PACIIOPSIUTENBHBIE JTOKYMEHTHI B COOTBETCTBUHU C
nerictBytomum ['OCTowm;

- OCYIIECTBIISITh 00pa0OTKy BXOMSIINX, BHYTPEHHUX M UCXOISAIINX JOKYMEHTOB, KOHTPOIh
3a UX UCTIOJIHEHUEM;



- 0(OpMIISTH JOKYMEHTHI JJIsl IEpEeIaul B apXUB OpraHU3aluu.

3) npaKTHYeCKHH OMBIT: Pa3/IesioM HE MPEITyCMOTPEH.

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

(0100]0)
Bun yueGHOMI paboThI Bcero uacos CemecTpsl
2(CO0O*)
4(000**)
YuebOHble 3aHsITHSI (BCEr0) 40 40
B TOM YHUCJIE:
Jlexmuu (JIK) 20 20
[Tpaktuueckue 3ausrus (113) 20 20
Cemunapsi (C)
JlaGopatopusie 3anstus (JI3)
KoncynpTanuu
CamocrositesibHas padora (Bcero) (CP) 4 4
B TOM YHUCJIE:
KypcoBoii mpoekT (pabota)
PacuerHo-rpaduueckue paboTbl
KontponbHas padora
Pedepar
CamoroaroToBka (CaMOCTOSATENIbHOE U3yUEHHE Pa3/IeioB, 4 4
npopaboTKa U MOBTOPEHHUE JIEKIIMOHHOTO MaTepHralia 1 Marepuala
y4eOHHMKOB U Y4eOHBIX MOCOOUH, IIOATOTOBKA K JIAOOPATOPHBIM H
MPAKTUYECKUM 3aHATHSIM, KOJUIOKBHYMaM, pyOeKHOMY KOHTPOJIIO U
T.]1I.)
IIpomes:kyTOUHAS aTTeCTANMS 2 2
Buja npomexyTouHOli aTTecTanuu Koutpoabnasi | KonrpoabHas
padora pabora
O60muiiodbeM, yac 46 46
300
Bun yueGHOMI paboThI Bcero uacos CemecTpsl
2(CO0O*)
4(000**)
YuebOHble 3aHsITHSI (BCEr0) 6 6
B TOM YHUCJIE:
Jlexmuu (JIK) 2 2
[Tpaktuueckue 3austus (113) 4 4
Cemunaps! (C)
JlaGopatopusie 3anstus (JI3)
Koncynbranuu
CamocrositesibHasi padora (Bcero) (CP) 38 38
B TOM YHUCJIE:
KypcoBoii nmpoekt (pabora)
PacuerHo-rpaduueckue paboTbl
KontponbHas pabota
Pedepar 10 10
CaMonoaroToBka (caMOCTOATEIHLHOE 3YUCHHE PA3/ICIIOB, 28 28




mpopaboTKa ¥ MOBTOPEHHUE JICKIIMOHHOTO MaTepralia U MaTeprala
Y4eOHHKOB M y4eOHBIX MOCOOUA, TOATOTOBKA K JJAOOPATOPHBIM U
MPAKTUYECKUM 3aHATHUSAM, KOJJIOKBHYMaM, pyOeKHOMY KOHTPOJIIO U

T.J.)

HpOMe)KyTO'-lHaﬂ aTrecranus

2 2

Bun npomexyTodHOM arTecTanuu

padora padora

OO0mmii 00eM, yac

46 46

* Ha 6a3e cpeaHero olmero 0opa3oBaHus
** Ha 6a3e OCHOBHOTO 001Iero 0Opa3oBaHus

5. COAEP)KAHUE U CTPYKTYPA JUCIIUITJINHbI

5.1. Conep:xanue TUCUUIJIMHBI

Ne
HaunmenoBanue pasnena
paszzaena Coneprxanue paszena (TemMbl)
(Tembl)

(Tembl)

Tema 1. | OcHOBHEIE noHsTHs | JJOkyMeHTanMOHHOE OOecledeHne yIpaBlIeHUs, Kak
JIETTONTPOU3BO/ICTBA. onHa w3 GYHKUMNA yOpaBieHHs, YHUDHUKAUS U
HopmaTtuBHo-nipaBoBoe CTaHJapTU3aLUs JIOKYMEHTOB, KIIacCU(UKALIUS
oOecrieuenne noxkymeHToB.Llenn, 3aJauu u MPUHIIUIIBI
JIOKYMEHTAIlMOHHOTO JIOKYMEHTAIlMOHHOTO obecrieyeHust
oOecrieyeHus yrpaBiieHus1. CUCTEMBI JIOKYMEHTAIIHOHHOTO
yIpaBieHUs obecrieyeHns yIpaBieHUs, 150:¢

aBToMaTu3alnui./JokyMeHTUpOBaHHE  YIIPABICHUYECKOU
JNEeATEeIbHOCTH.  ['OCynapCcTBEHHbIE  CTAaHIApPThl  HA
JIOKYMEHTAIIUI0, OOIIEPOCCUICKHE KIaCCHU(PUKATOPHI
TEXHUKO-YKOHOMHYECKOH M COIMAIbHON HH(pOpMAaIIHH.

Tema2. | CocTtaB pEKBU3UTOB U
npaBuiIa uX 0QPOPMIICHHS

OO0mwmii BUI W COCTaB PEKBH3UTOB JOKyMEHTa; oOIIne
TpeOoBaHUS K OGOPMIICHHIO PEKBU3UTOB JOKYMEHTa;
TpeOOBaHUS K U3TOTOBJICHUIO, YUCTY, UCIIOJIBb30BAHUIO U

XpaHEHUIO OJIaHKOB C BOCIIPOM3BEICHUEM

rocyaapcTBeHHOTO repba P®D, rep6oB cyOnekToB PD.
Tema3. | IlpaBuna nenoBoro | OpuimambHO-/1eT0BOM CTUJIb. VYnorpebienue
CTWJISl U MAIMHOMMCHOTO | CIIEUUAJIbHOM  JIGKCUKH,  YCTapeBIIEH  JIEKCUKH,
oopmienus TEKCTa. | HEOJOTU3MOB,  3aMMCTBOBAaHHBIX  CJOB, CJIOB C
Cucrema JIEJIOBOM | «YHMBEPCAJIbHBIM 3HAUYECHHUE», COKPAILICHHH, S3BIKOBBIX
MIEPEIUCKH. ¢opmyn. Cucrema nenoBoil mepernucku: Iloctpoenue

npemiokeHuid.  Tunuyeble  OMHMOKM B TEKCTax
JIOKYMEHTOB. BUIbI 1€7T0BOM NEPENUCKU U UX HA3BaHUS.
ConeprkaHue uceM, TelerpaMM, TEIEKCOB, (pakcorpaMm
(paxc) renedonorpamma. AGOpeBHATYpA.

Tema4. | OpraHu3aOHHO-
npaBoBast
JIOKYMEHTAIIHSI.
JlokymeHTupoBaHue
JIB>KEHUS KaJpOB

HasnaueHne W cocTaB OpraHU3allMOHHO - TPABOBOM
JOKYMEHTAIUH. VYupenutenbckue JIOKYMEHTBI.
CocraBnenne ©  OQOpPMIIEHHE OTACIBHBIX BHJIOB
OpraHU3aIMOHHO-TIPABOBBIX JTOKYMEHTOB. Opranuzanus
pabotel  peructpanuu.Kommiekcsl TOKyMEHTOB IO
oopmIeHHIO: TIepeBoia Ha JIPYTyI0 paboTy, OTIYCKOB,
HOOLIPEHNIN pabOTHHKOB, JMCIUTIITMHAPHBIX
B3bICKaHMM, aTrTecTalul pPaOOTHUKOB, CIY>KEOHBIX
KOMaH/INPOBOK, YBOJIbHEHHUSL.

Temas. | Cucrema

OcHOBHOE Ha3HAYEHHUE PACIOPSIUTENIBHBIX JOKYMEHTOB.

5

KonTpoabHas | KoHTposbHas




pacnopsauTENbHON PacniopsutenbHble JOKYMEHTBI COEPKALLUE PELLEHUS,
JIOKYMEHTal1H. UAylOIMe CBEepXy BHU3 II0 CHCTEME YIpaBICHUS.
Cucrema cnpaBouHO- | FOpunuueckass  cocraBisitomiasi — pactopsIUTEIbHbIX
nH(pOpMalOHHON nokyMmeHToB. [lpouemypa wu3maHus, COCTaBJICHHUS U
JIOKYMEHTAIUH. 0 OpPMIICHHUS PACTIOPSIAUTENHHBIX IOKYMEHTOB.
[TonsiTne crpaBOYHO-MH(POPMAIIMOHHON JTOKYMEHTAIIUH.
[IpoToKoJbI, BBIMUCKA W3 NPOTOKONA, IOKIATHBIE H
00BSICHUTENIbHBIC 3aICKH, 3asIBJICHHUSI, TPEICTABICHHUSL.

Tema6. | Opranusanus [lonarne nOKyMEHTOOOOPOTa M €ro OCHOBHBIC 3TaIlbl.
JIOKYMEHTO0000pOoTa Opranuzanus paboThl C TOKYMEHTaMH: SKCIEAULIMOHHAs

00paboTKa BXOJISNINX, UCMIOJHEHHBIX U OTIIPABIISIEMBIX
JIOKYMEHTOB; MpeIBapUTEIIbHOE paccMoTpeHue
JIOKYMEHTOB B ciryxoe JOKYMEHTAllMOHHOI'O
o0OecrieyeHus; palMoOHAIbHOE JBUKEHHE JIOKYMEHTOB
BHYTPHM  OpraHu3alid; HCIOJHEHUE  JIOKYMEHTOB;
MHICKCUPOBAaHUE TOKYMEHTOB.

Tema7. | ApXUBHOE A€IO. [lonatne apxuBa u  uctopuss  (GOPMHPOBAHUSA
Homenknatypa U | TOCYJapCTBEHHOMN aApXUBHOMU CITY OBl P®.
dbopmupoBaHue €. locynapctBennass wactb apxuBHOro ¢onmga PO.

ApxuBHBII (OHJ OpraHU3alUd, KOMMEPUYECKOH (HUPMBI.
Odopmnenne nen UIMTETBHBIX CPOKOB XPAHCHHS,
COCTaB Y4YETHBIX JIOKYMEHTOB apXHBa;, Iepegadya Hu
UCII0JIb30BaHUE TOKYMEHTOB apXUBa.

Bunsl HOMEHKJIATypbl Jeil; THUIIOBbIE U IPUMEpPHBIE
HOMEHKJIaTypbl ~ JIe1  OpraHu3allid;  COCTaBIICHHE
HOMEHKJIATypbl;  COOJIOJieHne  TpeOOBaHWUW  TIpH
dbopMUPOBaHUM JI€T; XpaHEHUE e y HWCIOIHUTEIS,
JIOKYMEHTBI BHYTPH JIe.

Tema8. | Okcnepruza  neHHoctu | [IoHATHE LIEHHOCTH TOKYMEHTOB, CHUCTEMa SKCIIEPTHBIX

JIOKYMEHTOB. OpraHoOB, MEPEYHH JOKYMEHTOB C YKa3aHHEM CPOKOB
XpaHEeHUs, METOIMKA TPOBEICHUSI SKCIIEPTU3bI IEHHOCTH
nokymeHToB. [loaroroBka u mepemaua Jen B apXuB
OpraHu3aly, TOPSJIOK MepeJayd JOKYMEHTOB Ha
rOCy/apCTBEHHOE XpaHEHHUE.

5.2. CTpyKTypa IMCHUILIHHBI
00
Ne KosnuecTBo yacoB

IZiZieBJ:)a HanmMenoBanwue pazyiena (TeMbI) Beero | JIK m3 CP

Temal. | OcHOBHBIE TOHATHS AEIOMPOU3BO/ICTBA.

HopmartuBHO-1IpaBoBOE obecnieueHue 4 2 2 -

JIOKYMEHTAIlMOHHOT'O 00ecrieueHus yIpaBIeHUs

Tema2. | CocTaB peKBU3MTOB M MPABUIIA UX OPOPMIICHHS 4 2 2 -

Tema3. | [IpaBuia 1en0BOrO CTUJIS U MATMHOMUCHOTO
odopmiienus Tekcta. Cucrema ae0BoH 4 2 2 -
HEPENUCKH.

Temad. | OpraHu3allMOHHO-TIPABOBAs TOKYMEHTAIIHS. ] 4 4 i
JlokyMeHTHpOBaHUE ABUKEHUS KaJIPOB.

Tema5. | Cucrema pacnopsiAMTEILHON TOKYMEHTAIIUH.

Cucrema cipaBOYHO-MH(POPMALIMOHHOM 8 4 4 -

JIOKYMEHTal1H.

Tema6. | Opranmuzanus JTOKyMEeHTO000poTa 6 2 2 2




Tema7. | ApxuBHOE J€JO. 6 ’ ) )
Howmenknarypa u dopMupoBaHue Jel.

Tema8. | DkcnepTu3a IEHHOCTH JOKYMEHTOB. 6 2 2
KoncyabTanus - - - -
IIpome:kyTouHAas aTTecTANNS 2 - - -
Oo0mmii 00bem 46 20 20 4

300
Ne KosnuecTBo yacoB

1221{;1:)3 HanmenoBanwue pasjiena (TEMbI) Beero | JIK m CP

Temal. | OcHOBHBIE TOHATHS AEIONPOU3BO/ICTBA.

HopmartuBHo-1IpaBoBOe obecnieueHue 5 - - 5
JIOKYMEHTAIlMOHHOTO 00ecrieueHus yIpaBIeHUs

Tema2. | CocTaB peKBU3MTOB M MIPABWIIA UX OPOPMIICHHS 7 2 - 5

Tema3. | IIpaBuia Aei0BOro CTUJIA U MAITMHOIIMCHOTO
odopmiieHus Tekcra. Cucrema aenoBoit 5 - - 5
MEPETUCKH.

Tema4. | OpraHuzallMOHHO-IIPaBOBAask JOKYMEHTAIUSI. 7 i ) 5
JIOKYMEHTHpOBaHUE ABUKCHUSI KaJIPOB.

Tema5. | Cuctema pacnopsAMTEIbHON JOKYMEHTALUH.

Cucrema cripaBoYHO-HHGOPMAITMOHHON 5 - - 5
JIOKYMEHTAIUU.

Tema6. | OpraHuzamnusi JOKYMEHTO000pOTa 5 - - 5

Tema7. | ApXuBHOE JI€IIO. 7 ) 5
Howmenknarypa u hopMupoBaHue Jell.

Tema8. | DkcnepTusa IEHHOCTHU JOKYMEHTOB. 5 - - 3
IIpome:kyTOouHAas aTTecTANNS 2 - -

OO0 00BbeEM 46 2 4 38
5.3. IlpakTHUyecKHne 3aHATHS U CEMHHAPBI
Ne Ne paznena Tema KonnuectBo
/I (TeMbr) 4acoB
00 | 390

1 Tema 1. CocraB HOpMaTUBHO-TIPABOBOTO O0ECTICUCHUS
JEJI0NPOU3BOJICTBA. 3aKOHOAATENbCTBO PD, mpaBoBbIe
aktol [Ipesunenta, [IpaButenscTBa PO, dhenepanbHbIx 2
OpPTraHOB UCIOJHUTEIBHOMN BIACTH B 00JaCTH
JIOKYMEHTAIlMOHHOTO 00eCeUeHHI.

2 Tema 2. | CocTaB peKBU3HUTOB M MPAaBUIIA UX 0OPMIICHUS 2

3 Tema 3. JIoKyMEHTBI, BRICTYNAIOIINE B KAU€CTBE HHCTPYMEHTA
OTIEpPaTUBHOTO MH(POPMALIMOHHOTO OOMEHA MEX Ty 2
OpTraHHU3aIUsIMU.

4 Tema 4. | KoMmiieKkcsl JOKyMEHTOB 110 0(OPMIICHHIO: TIEpeBOa Ha
JIpYTyio paboTy, OTITYCKOB, OOIIPEHUH PaOOTHUKOB, 4 )
TUCITUTIIMHAPHBIX B3BICKAHHM, aTTeCTallud PAOOTHHUKOB,
CI1yeOHbIX KOMaHAUPOBOK, YBOJIbHEHHUSI.

5 Tema 5. | IlonsTHE cripaBOYHO-UH(POPMALIMOHHOMN TOKYMEHTALINH.
[1IpoTOKOIBI, BRIMUCKHU U3 MPOTOKOJIA, TOKJIAIHbIE U 4
00BSICHUTEINIBHBIC 3aIMCKH, 3asIBJICHHSI, TPEICTABICHHSI.

6 Tewma 6. Opranu3anus padoThl C JOKYMEHTAMH: SKCIISTUITMOHHAS
00paboTKa BXOSIINX, HCTIOJTHEHHBIX U OTIIPABIISIEMbIX 2
JTOKYMEHTOB.




7 Tema 7. | ApxuBHOE JI€JI0. 7 2
Howmenknarypa u dopMupoBaHue Jel.
8 Tema 8. | IloaroroBka u nepenaya Aeil B apXUB OpraHU3aLNH,
MOPSAJOK Mepeaadn JOKYMEHTOB Ha TOCyIapCTBEHHOE 2
XpaHEeHHeE.
5.4. JlabopaTopHbIepadOTHI
Ne No paznema HaunmenoBanue 1a00paTopHbIX padboT KonunuectBo
/11 (Tembl) 4acoB
5.5. CamocTosiTesibHOE N3YyYeHHE Pa31esoB (TeM) TUCIHUIITTHHBI
Ne paznena Tembl, BBIHOCUMBIE HA CAMOCTOSATEIIBHOE U3YUEHUE KommaectBo
(Tembl) 4acoB
O0P0O | 300
Tema 1. OcHOBHbIE MOHSTHS ACIONPOU3BOACTBA.
HopMmaTtuBHo-1paBoBO€ 0OecredeHne JOKYMEHTAIMOHHOTO - 5
o0ecrieyeHus ynpaBieHUs
Tema 2. CocraB peKBU3UTOB U MpaBujIa X 0QOPMIICHHS - 5
Tewma 3. [TpaBumna 1e10BOTO CTHIIS M MAITMHOIIMCHOTO O(DOPMIICHHS
TekcTa. Cucrema eI0BOM MEPEnucKH. ) >
Tema 4. OpraHu3alliOHHO-IIPaBOBask JOKYMEHTALUS.
JIoKyMEeHTHUPOBaHUE ABUKEHUS KaJIPOB. i >
Tema 5. Cucrema pacnopsIUTENbHON TOKyMEHTALINN.
Cucrema cripaBOYHO-UH(POPMAIIMOHHON JOKYMEHTAITHH. i >
Tewma 6. Opranuzanus J0KyMeHT0000poTa 2 5
Tema 7. ApXUBHOE JIEJIO.
Homenknarypa u ¢oopMupoBaHue Jei. 2 >
Tema8. OKcnepTu3a HEHHOCTU JOKYMEHTOB. - 3

6. OGPA3OBATEJIbHBIE TEXHOJIOT'UHA

W3ydenne AUCIUIUIMHBI «J{OKyMEHTallMOHHOE OOECIeYeHrEe YINpPaBICHUD OCHOBAHO Ha
NpUMEHEHHE WHHOBAIIMOHHBIX 00Pa30BaTEIbHBIX TEXHOJIOTUH, OCHOBaHHBIX HA MCIIOJIb30BAaHUH
AKTUBHBIX U HHTCPAKTUBHBIX MCTO/I0B O6y‘I€HI/I5I.

OCHOBHBIE BUJIBI HCIIOJIB3yEMbIX 00pa30BaTEIbHBIX TEXHOJIOTHIA:

-IeATEeIbHO-OPUEHTUPOBAHHOE  OOy4YeHHE  CTyJIeHTOB. JlesTenbHbIE  TEXHOJOTUH
BKIIIOYAIOT B Ce0s aHalmM3 CHUTYallMii, pPEIICHWE CUTYallMOHHBIX 3ala4, MOCIHPOBAHHE
po(hecCHOHABEHOM e TEILHOCTH B Y4€OHOM IMPOIIECCE;

-TAYHOCTHO-OPUEHTUPOBaHHOE OO0y4eHue. V3ydeHue TUCHMIUIMHBI —Mpearojaraet
BO3MOXHOCTH BI:I60pa A1 CTYACHTOB U MOCJICAYIOUICC BBIIMOJIHCHUC PA3JIMYHBIX TBOPUYCCKHUX
3agaHuid. Tak, CTYICHThI MOTYT MOJTOTOBHUTH NMHUCBMEHHOE pEIICHHE 3aJlaud; IOATOTOBHUTH
KPOCCBOP/BI U TECTHI 110 U3Yy4aeMbIM TeMaM; BBICTYIIUTh C pedepaToM (JOKIATIOM).

-QIalITUBHAsL ~ TEXHOJOTUS  (MCCIeAOoBaTelIbckoe  OOydYeHHe), OCHOBaHHash  Ha
MaKCUMaJIbHOM BOBJICHCHHUU CTYACHTOB B MHAUBUAYAJIbHYIO CAMOCTOATCIILHYTO pa60Ty.

AKTHBHbIE W HMHTEPAKTHBHbIE 00pa3oBaTe/ibHbIe TEXHOJIOTHH, HCNOJb3yeMble B
ay/IMTOPHBIX 3aHATHSAX

Ne pazpena Bun Hcnonp3yeMble HHTEpaKTUBHBIE 00pa30BaTEIbHbIC Komnunuectso
(Tembl) 3anstus (J1, TEXHOJIOTHU * 4acoB
113, C, JIP) 0®0 | 300
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3 113 Juckyccus 2

5 113 Pabota B rpynmax (mpoBefieHuEe COBEIIaHUS U 2
COCTaBJIEHHE NTPOTOKOJIA)

7 113 KomnberorepHas npe3eHTanus 2 2

*PacnpeeneHUESABISICTCANPUMEPHBIM,T.K.TIPENI0IaBaTeIbMOKETBAPHHUPOBATHOOPA30BaT
€JIbHBIETEXHOJIOTMHB3aBUCUMOCTUOTKOHKPETHONTEMBI,aTaKKECYYETOMYPOBHIOCBOCHUA3HAHU
i, yMEHUUNHABBIKOBCTYICHTAMHITOJUCIIUILIHHE.

IlepeyenbUH(pOPMALHOHHBIXTEXHOJIOTHH,MCI0Ib3YeMbIXIIPUOCYIIECTBJICHUH
o0pa3oBaTeIbHOrONpoIeccaANoAUCHUILINHE:
—00paboTKaTEKCTOBOMMH(MOPMAITHH;
—c0op,XpaHeHHE,CHCTeMaTH3aIlusIUBbIIadayYeOHOMNHAy YHOMMH(DOpMAIINK;

—TIOATOTOBKAa, KOHCTPYHPOBAHME U TPE3EHTAI[Usl HUTOTOB HCCIEAOBATEIbCKON H
AHATUTUYECKOUIEATEIHbHOCTH;

—CaMOCTOATEIbHBIUITONCKIOIOIHUTEIbHOI0y4e0HOTOMHAY YHOTOMaTepHaa,CUCIIONb30
BaHUEM TTOUCKOBBIX CHCTEMHUCAUTOB CETHHTEPHET, 3K TPOHHBIXYHITMKIONEANIIOa3TaHHBIX;

—HCTOJIb30BaHUE 00pa3oBaTeNbHBIX TexHonoruii B pamkax OUMOC nmns pacchuikw,
HEePenUCKH HOOCYKICHUABO3HUKIINXYYEOHBIXITPOOIIEM.

7. OUEHOYHBIE CPEJICTBA JJIsA TEKYLIEI'O KOHTPOJIA
YCIEBAEMOCTHU UITIPOMEXKYTOUYHOM ATTECTALIUA
Jlnga arrectanuu oOydyalolUXCs Ha COOTBETCTBHE HMX IEPCOHAIbHBIX JOCTHXKEHUN
nostanubiMTpeboBanusaM OIIOIIl mo cnenmansHOcTH 38.02.010K0HOMMKA M OyXranrepckui
y4eT (110 OTPacIsiM)CO3Aar0TCA(POHIBIOIICHOYHBIXCPEICTB.
Tunosbie TeMbl pedepaToB

Hctopus BO3HUKHOBEHUS J€I0Mpon3BoicTBa B Poccum.

Cucrema JOKyMEHTAI[HOHHOT'O OOECIIEYCHHUS YIIPABICHHS.

Hoxyment. Knaccuduxarus 10KyMEHTOB.

Bbnanku crporoit otueTHOCTH. OCOOCHHOCTH XpaHEHHUsI OJJAHKOB CTPOTOM OTYETHOCTH.
Bupl 651aHKOB ¥ TpeOOBaHUS K HUM.

OyHKUIMHU U 0053aHHOCTH CEKpeTapsi-pedepeHTa.

Kanpogsriit monbop nepconaia.

TexHuueckue cpencTna, oOecrneynBaromye Tpy/1 cekpeTraps, opuc-MeHeKepa.
be3omnacHOCTh LIeHHBIX HHPOPMAITMOHHBIX PECYPCOB.

10. Opranu3anioHHO-IIpaBOBasl KaJpoBasi JOKyMEHTALIMSL.

11. Druueckue TpebOBaHUS K 0(hHUC-MEHEIKEDY.

12. TpeboBanus, npeabsBiIsieMble K 0(OPMIICHHUIO TTHCEM.

13. IlpaBuna peructpanuu BXOAAMIENH U UCXOAIIECH KOPPECTIOHACHIINH.

14. JIoOKyMEHTONIOTOKU: BHYyTPEHHUE U BHEILLIHUE.

15. TlpaBuna y4yeTa u XpaHEHUs TPYIOBbIX KHIKEK. OdopmiieHre mprueMa Ha padboTy.

16. Pa3HOBHIHOCTH CITyEOHBIX ITHCEM.

17. TlpaBuna Benenus 3aceganus. [Iporokos 3aceqanusi, BUIbI IPOTOKOJIOB.

18. XpaHeHHE UCTIOJHEHHBIX TOKYMEHTOB B MOAPA3ACIICHUSIX OPraHU3alluu U €€ apXUBE.
19. Odopmiienne pacnopsaIuTEIbHON TOKYMEHTAIIHUH.

20. TpeGoBanus k 0pOPMIICHUIO TUIHBIX JICII.

21. Pabota ¢ KOH(pHUIESHIMATHHBIMH JOKYMEHTAMHU.

22. CrtpykTypa KaapoBoi HH(HOPMAITMOHHO-TOKYMEHTAIIMOHHON CHCTEMBI.

23. Homenknarypa aen. Buast Homenknaryp. CocraBiieHue u opopmiaeHre HOMEHKIATYPBI JeII.
24. JIOKyMEHTHI MO JINYHOMY COCTaBY.

25. DxkcnepTusa HEHHOCTH JOKYMEHTOB.

26. DTHKa CEKpETapCKOro Tpyaa.

27. JlenoBble U IMYHBIE KaUE€CTBA CEKpPETApSI.

28. KoHTpoJb 32 HCTIOTHEHUEM JOKYMEHTOB (TEKYIIUMA, TPEAYNPEIAUTETHHBIA, HTOTOBBIN).

XN B W=




29. Knaccudukanus 1e10Bor JOKyMEHTAIUH.
30. Obume HOpMBI M TpaBuia O(OpMICHHS JOKyMEHTOB: Pa3mepbl Oymaru, Hymepauus
CTpaHUI], JIaT, COKPAIICHHS CJIOB B TEKCTE, HAITMCAHNE YHCEIL.

TunoBble3aganus BTecToBoiipopme
1. 3akoH4YHMTe HAYaATOE MpeaJI0KeHHe OTHUM U3 TPeX BAPUAHTOB
0oTBeTAa:
JlokyMeHT0000pOT - IBMKEHHE JOKYMEHTOB B OpraHMU3allMi CMOMEHTA UX CO3JaHus J10:
1.1. mepegauyu HA UCIIOJIHEHUE
1.2. TOAIIMBKH B AEJIO
1.3. 3aBepIIeHUS UCIIOIHEHUS WU OTIIPABKHU
2.1lomyepkHUTE NPAaBUWIbHBIH OTBET
JoiKHa T MHCTPYKIUS O JAONPOU3BOJICTBY OpPTraHU3AlMKU YCTAHOBUTH TEXHOJIOTHIO BCEX
JEIIONPOU3BOJCTBEHHBIX OMEPALINiA, BBIMOIHAEMBIX B OpraHU3auu’?
2.1. na
2.2. Her
3.KeM ycTaHABIMBAIOTCS HHAMBUAYAJIbHbIE CPOKH MCTIOTHEHNUS
JIOKYMEHTOB?
3.1. pyKoBOAWTENEM CTPYKTYPHOIO MOJApa3esICHus, TJI€ UCTIONHIETCS JOKYMEHT
3.2. KaHuensipueun
3.3. pYKOBOJHUTENEM OpraHU3aLUU
4. Kakue ¢gopmbl perucrpanuu 10kymeHToB B Poccun?
4.1. XypHanbHas
4.2. KapTtoyHad
4.3. aBTOMaTU3UpPOBaHHAA '
4.4. Bce BbIICNEPEUNCICHHBIE
5. Ilpu perncTpanuy KAKUX JOKYMEHTOB BMeCTe ¢ MOPSIKOBBIM PerucTPpalMOHHBIM
HOMEPOM NPOCTaBJIsieTCsl HOMep AeJia, B KOTOPOM XPAHUTCSH KONMS J0KyMeHTa?
5.1. npukassl
5.2. NOPOTOKOJBI
5.3. akThI
5.4. nucema
6. B kakux 10KyMeHTax PsiioM C PeruCTPallHOHHBIM HOMEPOM yKa3biBaeTcs OykBa «JI»
u «K»?
6.1. akThI
6.2. JOKJIaJHbIC 3aITUCKU
6.3. npuKasbl M0 OCHOBHOU JESTEIIbHOCTH
6.4. mpukassl 110 JIUYHOMY COCTABY
6.5. crnpaBku
7. Ilpn perncrpauuy KakKoro J0KyMEHTAa ATy PerucTpauMi YKa3bIBalOT He B J€Hb
ero nmoanucanusa?
7.1. npuxas
7.2. TPOTOKOJ
7.3. pelieHue
7.4. TmoOCTaHOBJIEHUE
8. Eciiu 1oKyMeHT oTnpaBJisieTcsi B IBa aJipeca 1o mo4re, T0 CKOJIbKO He00X01uMO
NOATOTOBHUTH IK3eMILIAPOB 3TOI0 JOKYMeHTa?
8.1. detbIpe
8.2. nBa
8.3. Tpu
9. Kakne MOryT ObITh HOMEHKJIATYPHI J1€J1?
9.1. KoHKpeTHas
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9.2. mpumepHas
9.3. Tunosas
9.4. Bce BhIIIENEPEUNCICHHBIE
10. B HoOMeHKJ1aType AeJ1 AOKYMEHTbI CHCTEeMAaTH3HPYIOTCS:
10.1. mo BuaaM JOKyYMEHTOB
10.2. mo coneprkaHuio
10.3. mo cpokaM xpaHeHUS
10.4. Bce BhILIENIEPEUNCIICHHBIE
11. K10 Mo:xkeT padoTaTth ¢ JIOKYMEHTAMH, MMEKIIMMHU KOMMEPYECKYI0 TaHy?
11.1. TOIBKO pyKOBOJUTEID
11.2. Bce paOOTHUKHN OpTraHU3aAIUH
11.3. pyKOBOOUTENN CTPYKTYPHBIX MOApa3AeICHUN, OpraHu3alui
11.4. paGoOTHUKH, OTIpEICIICHHBIC PYKOBOIUTEIEM
12. PeKBU3HUT JOKYMEHTA - 3TO:
12.1. ero oTOEILHBIN DJIEMEHT
12.2. yactp cimyxeOHOro Muchma
12.3. dbupmeHHBIH OJ1aHK
13. B xakoM ciy4ae npaBuJbHO 0(hopMIIeH PEKBU3UT «Anpecar»?
13.1. JupekTtopy mkossl Ne 26 MatseeBoi Tamape [leTpoBHe
13.2. lupektopy mikoisl Ne 26 MarseeBoii T.I1.
13.3.355000, r. CraBponoub, nip. FOnoctu, 7 JIupexropy mkossl Ne 26 r-xke MarBeeBoi
T.IL
13.4. Jupexropy CraBponosnbckoi mkosasl Ne 26 T.I1.MarBeeBoi
14. B pexBHu3uTEe «ApecaT» HHUIHAJbBI CTABAT:
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 NUCHMa He YIIOMHHAJIOCH 0O
NPpUJIOKeHUun?
15.1. Ilpunoxenue: 1. CrpaBka 0 coriacoBaHMU NPOeKTa Ha 4 1. B 1 7K3.
2. OT3BIB 110 TPOEKTY Ha 2 JI. B 1 3K3.
15.2. Ilpunoxenue: Ha 6 1. B 1 7K3.
16. C kakoil HeJbI0 HA CIYKeOHOM NMUCbMe YKa3bIBAKT pamMuinio u tejaedoH
HCIOJHUTESA?
16.1. st oniepaTUBHOM CBSI3U C UCIIOJHUTEIEM
16.2. nys npuanys TOKYMEHTY IOPUAMYECKON CHUIIBI
17.B kakoMm cayuyae npaBujibHO opopmiieH pekBU3UT «Iloanmuch» Ha OJlaHKe

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

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

18.1. YTBEPXJIAIO

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

Pemmenniem nmegarornyeckoro cosera oT 12.08.2006 Ne 14
18.3. YTBEPXJEH

Pemenue negarornueckoro cosera ot 12.08.2006 r. Ne 14
19. PexkBHM3HT corjiacoBaHusi 0popMJIAIOT CJaeyIIIUM 00pa3om:
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19.1.  COI''TACOBAHO
[IpoTokoisioM 3acenanust
[IpaBiienust crpaxoBoi
komnanuu «ILimaneray
oT 21.06.2006 Ne 10
19.2. H.1. Opnos
HOONUCD
19.3. HayanbHUK IOPUAMYECKOTO OT/AEINa
JIMYHAS NOIUCH T.H. CunoposB
21.12.2006
20. Jlsist TOKYMEHTa, NOJAJMHHUK KOTOPOI0 OCTAETCS B OPraHM3aluH, BU3bI
NPOCTABJAIOTCA:
20.1. HYXKE MOJANKUCH PYKOBOJIMUTENS, TOANMUCABIIETO JOKYMEHT
20.2. B HIKHEH 4acTH OOOPOTHOM CTOPOHBI OCJIEAHETO JIMCTA MOUIMHHUKA TOKYMEHTa
20.3. Ha MEpHOM JICTE IOKYMEHTa Ha €ro 000POTHON CTOPOHE
21. I TOKyMeHTa, NOAJMHHUK KOTOPOTr0 OTNPABJAETCHA U3 OPraHU3alUuU, BU3bI
NPOCTABJIAITCH:
21.1. B HWXKHEW YaCTH JIULIEBOM CTOPOHBI ITOCIEAHETO JINCTA KOITUU
JIOKYMEHTa, HAXOIAILEHCS B OPraHNu3aliH
21.2. B HWKHEH YacTH 000POTHOM CTOPOHBI MOCIIETHETO JUCTA KOMU JOKYMEHTA,
HaxoJAIIeNcs U OpraHu3aun
21.3. Ha mepBOM JIUCTE 0OOPOTHOI CTOPOHBI TOKYMEHTA
22. B oTcyTcTBHE PYKOBOAUTEJIA MOANMCAHUE JOKYMEHTA 3aMeCTUTeIeM U
HCHOJHAIMNM 0013aHHOCTH PYKOBOIMTEJIA:

22.1. 3a nupektopa A.W. Ilerpos
(moamnuck ero 3ama CuyiopoBa)
22.2. Jlupextop ' A.N. IletpoB
(moamnuck ero 3ama Cuyiopona)
22.3. N.O. nupekropa I'.B. Cunopos

(JIuyHas MOJNHUCH)

23. llonsiTne «/{e1oNpon3BOACTBO» - ITO:

23.1. cucreMa XpaHEHHUs JOKyMEHTOB

23.2. cocTaBlIeHUE JOKYMEHTOB

23.3. TOKYMEHTHPOBAaHNE U OpraHU3aIus paboThI C TOKyMEHTaMHU

24. C noMobI0 KAKOT0 PeKBU3UTA O(popMIIsieTCsl BHELIIHEE COrJIAaCOBaAHMeE JOKYMeHTa?

24.1. BU3BI, COIJIaCOBAHUS

24.2. rpuda coriiacoBaHus

25. Eciin 1Be OpraHM3anyy COCTABJISIIOT COBMECTHBIN TOKYMEHT,
TO OH opopmJIsieTcs:

25.1. Ha GiaHKe MepBOM OpraHU3aluu

25.2. Ha GjaHKe BTOPOW OpraHU3alluu

25.3. Ha nucte Oymaru gopmara A4

26. KeM noanucbIiBaOTCsl JOKYMEHTBI, COCTABJIAeMble KOMUCCHEN?

26.1. pykoBOUTENIEM OpPraHU3aLUN

26.2. npencenarenem

26.3. mpencenaTeseM U WIEHaMH KOMUCCUU

26.4. npencenaTesneM U CEKpeTapem

27. Ha xakoMm cayke0HOM NMHCbMe NPOCTaBJaseTcs peKBU3UT «CchlIKAa HA
perucTpanuoOHHbII HOMEP M AaTy JOKyYMeHTa»?

27.1. mpocrbax

27.2. cCONpOBOAUTEIBHBIX

27.3. uHPOPMAITTOHHBIX
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27.4. otBeTax
28. sIBasiercs 1 00513aTeJBHBIM VIS PerHCTPALMN OPTaHU3alUH, YIPeKAeHHUSA
HaJu4yme Ycrasa?
28.1. na 28.2. HeT
29. Kakue opranu3alMOHHbIe JOKYMEHTHI YTBEP:KAATCHA PYKOBOAUTEIEM
opranm3anum?
29.1. 1OMKHOCTHBIE UHCTPYKIIUH
29.2. I0JI0KEHHUSI O CTPYKTYPHBIX MOAPA3ACIEHUAX
29.3. mTaTHOE pacnucaHue
29.4. mpaBuiia BHYTPEHHETO pacropsiika
29.5. Bce IepEUYUCIICHHBIE BBIIIE JOKYMEHTHI
30. B xakom 10KyMeHTe MOTYT ObITH OTOBOPEHBI YCJI0BHSI PEOPraHU3ANMHU H
JMKBHIAUMHU OpraHu3auuu?
30.1. B YcTaBe opranusanuu
30.2. B [Tosio’)keHMU O CTPYKTYPHOM MOAPA3AETICHUMN
30.3. B 1OMKHOCTHON MHCTPYKLIUU
31. C kakuMHu TOKYMEHTAMM IPH MOCTYIJIEHUH TPAKIAAH HA Pa00Ty B OPraHM3aIHI0 UX
HOJIKHBI IO3HAKOMUTD ?
31.1. YcraBoMm opranuzanuu
31.2.TlonoxkeHneM 0 CTPYKTYpHOM MOAPA3/IEIEHUH, Ky1a IOCTYIaeT
Ha paboTy rpakJlaHuH
31.3. 1OJKHOCTHOM MHCTPYKLHEN
31.4.co BceMH nepeYrCICHHBIMU BbIIIE JOKYMEHTAMHU
32. Kakue pacnopsiiuTe/bHble JOKYMEHTHI H3JAK0TCS HA OCHOBE eIMHOHAYAIHA?
32.1. Pemenus
32.2. npukasbl
33. KTo HeceT OTBETCTBEHHOCTD 32 U31aHUe NPUKa3za?
33.1. IOIKHOCTHOE JIUII0, OATOTOBUBILIEE TPOEKT NPUKa3a
33.2. pyKOBOAUTEIb OPTaHU3ALNHU
33.3. OIKHOCTHOE JIUIIO0, MOANMCABILIEE TPUKA3
34. Kakoii peKBM3UT He BXOAUT B cocTaB (popmy sipa-odpa3ua npukasa?
34.1. BUA JOKyMEHTa
34.2. nata 1OKyMEHTa
34.3. anmpecar
34.4. HaMEHOBAHHE OPTaHU3ALUHI
34.5. nognuck
34.6. Tekct
34.7. 3arojoBOK K TEKCTY
35. Kakast 4yacTh TeKCTa NPUKA3a ABJAETCH 003aTeJIbHOI?
35.1. koHCcTaTupyomas
35.2. pacnopsiauTenbHas
36.3aBepsiercst JIM NOANMCH PYKOBOAMTEJISA HA IPUKA3e NeYaTbIo?
36.1. na 36.2. HeT
37. B kakoMm ciiy4yae NpaBUJIbHO 0opMiIeH peKBH3UT «OTMeTKa 0 3aBepeHHH KOum»?

37.1. Bepno:
HNucnekTop oTaena KagpoB  JIUYHAasd N.N.Ilerposa
MOJIHCH
37.2. BepHo
NHcniekTop oTaena KaapoB JUYHAs N.N. Ilerposa
HOJITUCH
37.3. Bepno

HNucnekrop oraena KaapoB  JIUYHAs N.N. Ilerposa
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noamuck 16.03.2025
38.YTo 03HavaeT BH3a IOPUCTA HA NpHUKa3e?
38.1. BHyTpeHHEE COTilacOBaHUE, TOATBEPKIAIOIIEE, YTO MPUKA3 HE TPOTUBOPEUUT 3aAKOHY
38.2. 00s3aTeNbHBIN PEKBU3UT MPHUKa3a, MPUIAIOIINN eMy IOPUAMUYECKYIO CHITY
39. Yto siBJIsieTCHA 1aTOM MPOTOKOIA?
39.1. nara noanucaHus MPOTOKOJIA
39.2. nata 3acenaHus
39.3. naTta peructpanuu NpoToKoJIa
40. CtaBuTCS JIM HA MOANUCH B MIPOTOKOJIE MeYaTh?
40.1. na 40.2. Her
41. Kakoii HOpMAaTHBHBbIH JOKYMEHT B OPraHU3aLMH ONpeaesieT MOPAI0K padoThl ¢
AOKyMeHTaMu?
41.1. MHCTPYKIMS 11O AEIONPOU3BOJCTBY
41.2. pernameHT pabOTHI
42. Kem yTBep:kIaeTcsi CBOJHASI HOMEHKJIATYPA J1eJ1 Opranusanuu?
42.1. pykoBOAUTENEM CTPYKTYPHOIO IOJIpa3ieIeHHsI OpraHu3alu
42.2. pyKOBOIUTESIMHU CITY>KOBI JEITONPOU3BOICTBA
42.3. pyKOBOAUTENISIMU OpraHU3alUN
42 4. 3amecTuTeneM pyKOBOAUTENSI OpraHU3alluy, OTBEYAIOIIUM 32
city 0y IeIomnpou3BOICTBA
43. [Ipuka3bl 0 NpueMy, YBOJIbHEHUIO PA0OTHUKOB MMOMEAIOTCH:
43.1. B mene BMecCTe C MpHKa3aMHu O KOMaHAWPOBaHUH PaOOTHUKOB
43.2. oTAENBHO OT IPUKA30B O KOMAHAMPOBAHUH
43.3. BMecTe ¢ MpUKa3aMU 10 OCHOBHOMU JIESITEIbHOCTH
44. IIpoToK0JIbI COOpaHUIl KOJJIEKTHBA U 3aCeJaHUil KOJJIerul
PerucTpUpPYIOTCS:
44.1. BmecTe
44.2. oTHeIbHO
45. Cpok MCNOJITHEHUS JOKYMEHTA UCHUUCISIETCS:
45.1. coqHs NOCTYIJIEHUSI JOKyMEHTA
45.2. co THS HaNMCaHUsI PYKOBOJIUTEIIEM PE30JIOIUU
46. Kakoii Mo:keT ObITH 00IIMI PACTIOPSAANTEIBHBIN JOKYMEHT IBYX OpPraHu3alui, u
OJIHOM M3 KOTOPbIX M3/1aeTCs MPUKA3, B APYIOH - pacnopsikeHue?
46.1. npukas
46.2. mocTaHOBJIEHUE
46.3. perienue
46.4. ykazaHue
47.CoBMeCTHOE MMCHMO IBYX OPraHM3anui 0(popmJIsieTcs:
47.1. Ha G1aHKe OAHOM OpraHu3aIu
47.2. na OGnaHke Ipyroi opraHuzanuu
47.3. na nmucte 6ymaru gpopmara A4 unu AS
Ku1104 /151 O1IeHKH pe3yJIbTATOB TeCTUPOBAHUS

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

Tunosble 3aJaHUA IS IPAKTHYECKOH padoThI

Cmooenupytime pewtenue K cumyayuoHuwvim 3aoadam, ucnoavsys CIIC Koucynvmaum

IInoc (ghopmsl 0okymenmos).
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3aganue 1.

B ponu cnenmanucra KaapoBoil CiyObl Ha OCHOBaHMU TapH(PHO-KBAIU(PUKAITIOHHOTO
CIIPaBOYHHUKA JOJDKHOCTEH CIICIMAINCTOB M M3JIOKCHHBIX B HEM TPEOOBaHMU K CHEIHAINCTaM
COCTaBbTE, 0HOPMUTE, MOJMUIIUTE U YTBEPIUTE JOKHOCTHYIO HHCTPYKIIMIO IOPUCKOHCYIIBTA.

1. 3apmanue

CocraBUTh MHCTPYKIIMIO Ha OCHOBE 3akoHojaarenbcTBa P®d. OtaenbHyo Trpynmy
COCTaBJISIIOT JIOJDKHOCTHBIE MHCTPYKIIUU, KOTOPbIE TaK)Ke OBIBAIOT THUIOBBIMHU, OTPACJIEBBIMU U
WHIWBUIYTbHBIMU.

WHucTpyKuus 10MKHA UMETh!

- HANMEHOBaHUE OpraHU3ALINHY;

- HaMMEHOBaHMe BHU/Ia JOKYMEHTA;

- aTy;

- HOMeEp;

- 3aTOJIOBOK K TEKCTY;

- rpud yTBEpKICHHUS;

- TEKCT;

- TIOAITNCH COCTaBUTEJIEH;

- mevyath (Ipu HEOOXOIUMOCTH);

- BU3BI.

3ananue 2.
Ucnonp3yss nepedenb pexkBu3uToB AokyMeHtoB B ['OCT P 7.0.97-2016, onpenenure,
MPaBUJIBLHO JIM Ha3BaHbI IEPEYUCICHHBIC PEKBU3HTHI:

PEKBU3HUT IMPaBHUJILHOC HA3BAHUC

1) I'ep6 Poccwuiickoit denepaiuu

2) TOTOTHUTI OpTraHU3aAIHI

3) KOl opraHu3aIu

4) Kol TOKyMEHTa

5) HaMMEHOBaHUE OpraHU3aLUU

6) agpec opraHu3anuu

7) perucTpaliMOHHbBIN HOMEp JOKYMEHTa

8) reyarp

9) BU3BI cOINIacCOBaHMs IOKYMEHTA

10) wuneHTHdUKATOpP DIEKTPOHHOH  KOIHUU
JIOKYMEHTa

3aganue 3.

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

BrinonnuTe 3a1aHus, UCIIONB3Ys YKa3aHHBIM HOPMATUBHBIN JOKYMEHT.

Ne 1. BrommuTe B OpUBEACHHBIE HIDKS NPEMIOKEHHS MPONYIIEHHBIE BHALI 0OpallcHUI
CpaKJIaH:

1)Korpma rpaknaHnHy HEOOXOIMMO COJEHCTBHE B pealiu3alldd €ro MpaB M CBOOOJ, OH
MHIICT .
2)[Ins BOCCTAHOBJICHUS WJIM 3aIUTHl CBOMX HAPYIIEHHBIX MpaB TPakKIaHWH JIOHKCH
00paTUThCS B COOTBETCTBYIOIINE OPTaHbI C ..

3)Ecam rpakmaHuH XO4YeT BBICKAa3aTh CBOM PEKOMEHIAIMH 10 YJIYUIICHHUIO JACSITSIBHOCTH
rocyJapcTBa, TO OH JIOJDKEH COCTABUTh IOKYMEHT, Ha3bIBaeMbIi

Ne 2. Bruimyrte B IpUBEICHHBIC HIKE TPEJIOKEHHS IPONYIICHHBIC CJIOBA.:

1)UHnekc oTBeTa Ha 3asBIICHUE T'PaKJAHWHA COCTOUT U3 U HOMeEpa jJiefnia 1o
HOMEHKJIATypE JIeJ, B KOTOPOE MOIITNBACTCS JaHHAS TTePEIUCKa.

2)[Ipy monmydeHUW OT TpaKTAHWHA IMOBTOPHOTO OOpAIEHUS B MPABOM BEPXHEM YTIIy
JIOKYMEHTA JIeJIaeTCsl OTMETKA
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3)PaccMaTrpuBasi TOCTYNUBIIME OOpAlICeHHUs TPaKJaH, OTBETCTBCHHBIC WCIIOIHUTEIN
O6$I3aHI>I MNPpUHUMATh TOJILKO pCIICHUA.
4)IlucekMeHHOE oOOpalieHne TpakJIaHWHa JOHKHO OBITh PAacCMOTPEHO B TEUYCHHUE
CO JTHS €T0 PEerucTpaIiu.
5)Ecnu maTepuainsl, HEOOXOAMMEBIE ISl IPUHSTHS PEIICHHS U OTBETa aBTOpY OOpaIieHHs,
paccMmaTpuBarTCS B CyJlle, TO OOIIMI CPOK paccMOTpeHHUs oOpalleHus MpOoAJIeBaeTCs Ha BECh
nepuo.

3aganue 4.
Oznakombrech ¢ Ilpukazom MuHHcTEepcTBa TpyAa M COLMAIbHOM 3amuTel PO ot
08.09.2015 1. Ne 6161 «OO0 yTtBepknenun [IpaBu BeieHUsI TECHCUOHHON JJOKYMEHTAITAN.
[Ipoananu3upoBaTh OpraHU3alMI0 CIY>KObI JIETONPOU3BOJCTBA B TEPPUTOPHAIBHBIX
nonpaszaenenusix IlencuonHoro ¢onna PO u BBIIBUTH €€ OCOOEHHOCTU: U3YUHUTh OINMCAHUE
OpTaHMW3aIMN M TEXHOJOTUU JOKYMEHTAI[MOHHOTO OOECIeYeHHUs yNpaBleHUS, B T.4. CHCTEMbI
3JIEKTPOHHOTO ToKyMeHTooOopoTta [TIOPy (CO/I [TIDP). AprymeHTHpOBATH OTBET.

IlepeyeHb THNIOBBIX KOHTPOJIbHBIX BONPOCOB

1. IlepeunciauTe OCHOBHBIE HOPMAaTHUBHO-TIPABOBBIE JOKYMEHTBI, KOTOPBIMH CIEIYET
PYKOBOJICTBOBATKCS B 00J1aCTH AeTONpou3BoAcTBa B Poccuiickoit denepanmu.

2. Kakue emg knaccuduxanuy J0OKyMEHTOB BbI 3HaeTe?

3. Kak Bnusier Bug opranuzanuu Ha GOpMbI JOKYMEHTUPOBAHUS U COCTaB IOKyMEHTOB?

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

5. Kak knmaccupuupyot MaTepruaibHble HOCUTENH JOKYMEHTUPOBAHHON MH(POpMAITIH?

6. J[laliTe mMOHSATHE CHUCTEMBbI JOKyMEHTaluu. @OYHKIMOHAJIbHBIE M KOPIOPATUBHBIC
CHUCTEMBI.

7. Yem oTnmuaroTcs HHOOPMAITMOHHBIE PECYPCHI OT BCEX OCTAIBHBIX BUIOB PECYPCOB?

8. Uro Takoe HOpMaTUBHO-MeTOAMUYecKas 6a3za JJOY?

9. Ha xakue rpymnmbl AeTUTCs KOMIUIEKC JOKYMEHTOB, PEryJIHPYIOUINX BOIPOCHl BEACHUS
Jenonpoun3Bojictea B PO?

10. laiiTe XapaKTepUCTUKY OCHOBHBIX (DelepanibHBIX 3aKOHOB, PETJIaMEHTHPYIOIINX
BOIPOCHI JOKYMEHTUPOBAHHON HH(OPMAITHH.

11. Ins dvero HyxHa [ocymapcTBeHHass cHUCTeMa JOKYMEHTAI[MOHHOTO OOeCTeueHus
yIpasieHus?

12. Kakyto pojip WTpaloT WHCTPYKIIMU TIO JCJIONMPOU3BOACTBY B (hemepanbHBIX opraHax
WCIIOTHUTENbHOU BlIacTU?

13. YUto Takoe pekBu3uT nokymeHta? Crpynnupyite pexkBuzutbl OP/[ B 3aBUCUMOCTH OT
UX IIEJICBOTO HA3HAYEHUS U JaiiTe UM KPaTKYIO0 XapaKTEPUCTHUKY.

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

15. Kakue JOKyMEHThI OTHOCATCS K OpraHU3alMOHHO-IIPAaBOBBIM?

16. KakoBa  ocHOBHass  (yHKIHS  OpPTaHU3AlMOHHO-TIPABOBBIX  JOKYMEHTOB B
yIpaBIECHYECKON AESITEIbHOCTUH?

17. Kakue JOKyMEHTBI OTHOCATCS K YUPEAUTEIbHBIM JOKYMEHTaM OpraHu3aiuu?

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

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

20. KakoB cpok JeHCTBUS OPraHU3alIOHHO-IIPAaBOBBIX TOKYMEHTOB?

21. Kakue JOKYMEHTHI PEerjJaMeHTHPYIOT NEATENbHOCTh CTPYKTYPHOTO IMOApA3JCICHUS U
pabOTHHUKOB OpraHu3anuu’?

22.Ha ocHOBe KakuxX HOPMAaTHUBHBIX JIOKYMEHTOB pa3padaThiBacTCs JIOHKHOCTHAS
UHCTPYKLHUA?
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23.
24.

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

37.

38.

39.

40.

41

42.
43,
44,
45,
46.

47.
48.

KakoBo ocHOBHOE Ha3Hau€HUE PaCHOPATUTENBHBIX JOKYMEHTOB?

KakoBo Ha3zHaueHHe HHPOPMAIIMOHHO-CIIPABOYHBIX TOKYMEHTOB B PACHIOPSAUTEIHHOM
NeITeIbHOCTH?

Kakue noKyMeHTBI OTHOCSTCS K HHPOPMAIIMOHHO-CITPABOYHBIM?

KTto umeer npaBo cocTaBiATh JOKJIAaJHbIE 3aMIUCKH, CIIPABKH, MPEI0KEHNA?

KakoBbl 0cHOBHBIE TpaBuiia 0hOpMIICHHUS PA3TUUHBIX Yncel, nudpoBoit nupopmaryn?
KaxoBbl 0COOEHHOCTH sI3bIKa CITY’KEOHBIX TOKYyMEHTOB?

Oxapakrepu3yiite crierupudecKue MPU3HAKK JIETOBOTO CTHIIS S3bIKa?

[To xakoit cxeme HOpPMYJIUPYIOTCS MMYHKTHI PACTIOPSAUTEIHFHOM YaCTH TIpHKa3a?

Kaxkue Buabl cipaBok Bbl 3Haere?

C KaKkoil eNbI0 PETUCTPUPYIOTCS JOKYMEHTHI?

KakoBa ocHOBHas 11€71b KOHTPOJISI UCIIOJIHEHUSI IOKYMEHTOB?

Uto Takoe TUMOBOM CPOK UCIOTHEHUS TOKyMEHTOB? KTO ero ycranaBiauBaet?
HazoBuTe ocHOBHBIE dTarbl 00pabOTKH UCXOASIINX U BHYTPEHHUX TIOKYMEHTOB.

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

C kaxkoii niensio popmupyroTcs aena?

Kakue HOpMaTHBHBIE JOKYMEHTHI YCTaHABJIMBAIOT TpeOOBaHUA K O(OpPMICHUIO
obnoxku nena? Kakue cBeneHusi BHIHOCAT Ha OOJIOXKY Jejia MPU €ro 3aBeeHUH B
JeJIONPOU3BOICTBE?

Kto B opraHmzanmuu ymoJHOMOYEH JaBaTh pa3pellieHHe Ha BBIJAYY M U3BITHE
JIOKYMEHTOB U Jen?

Uto Takoe HOMEHKJIaTypa Aen?

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

MEX1y 3TUMU MOHITUSIMU?

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

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

Kakue 1OKyMEHTBI MpeICTaBiseT TPaKJaHUH B KagpOBYIO CIYKOy UIsl pelIeHUs
BOIpoca o mpuéme Ha padoTy?

Ha xakux O65aHKaX COCTaBIIAIOTCS CITy>KeOHbIe muchma?

Kakue pekBU3UTHI CUMTAIOTCS 00s13aTEILHBIMU JIJIS CITy>KeOHOTOo mrchMa?

Kakue pa3HOBUAHOCTHU CITy>KEOHBIX ITHCEM HCIIONIB3YIOTCS B IPAKTHKE YIIPaBICHUS?
KakoBa  cTpykTypa  mHcbMa-3ampoca, MUCHMa-TPOCHOBI, MMChMa-OTBETA,
COMPOBOAUTENHHOTO MUChbMA?

3adver mo aucuuruHe «/loKyMeHTalmoHHOE 00ecreueHne yIpaBlIeHUs» BKIIOUYAET B ceOs:
co0eceloBaHUE MpeMNoJaBaTesis CO CTYJIEHTAaMH MO KOHTPOJIbHBIM BONpPOCAM M3 MEpEeyHs U
BBITIOJIHEHHUE MPAKTUUYECKOTO 3aJaHUS.

IIPUMEP 3AJTAHUS 17151 KOHTPOJIbHOM PABOTHI

KoHTpoJsibHbIE BONIPOCHI:

1.

Kakue BUIBI paciopsSauTebHBIX JOKYMEHTOB M3AI0T PYKOBOAMTEIIN YUPEKICHUH U
OpraHu3anuii?

IIpakTH4yeckoe 3a1aHue:

Ogopmume u cocmagvme npuxas

CocraBpTe coBMecTHBIN npukaz OO0 «Asmutay u AO «Omurep» 00 HCMOIBL30BAHUH
(dakcUMHUIBHON MOANUCH. B KOHCTaTHpylomled 4YacTH yKaKuTe, 4To (aKCUMHIIE HY>KHA JUIs
onepaTuBHOro pemeHuss BompocoB Mexay OO0 «Asmuray u 3A0 «Onurep». B
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pacnopsAauTensHOM 16 yacTH yKakKuTe NOKYMEHTBI, Ha KOTOPBIX HEOOXOAMMO HCIIOIb30BaTh
dakcumuine. Bo3noxkure KOHTPOJIL 3a HWCHOJHEHHWEM TIpHKa3a Ha HadalbHUKA CITYXKObI
JOKyMEHTaIlMoHHOTO oOecneueHuss ympaiaeHuss OOO «AsnuTay W aIMUHHCTPATUBHOTO
mupektopa AO «fOnurepy.

Odopmute Bu3bl 03HaKkomiieHust HadanbHuka C/IOY u aaMUHUCTPATHBHOTO AUPEKTOPA.

[lepedyeHr THMOBBIX 3aJaHUN JUISI KOHTPOJIBHOW pPabOThI, TpeOOBaHHS K MPOIEIype
MMPOBCACHUA U OLCHHUBAHUA OIIPCACIIAIOTCA (bOHI[OM OLICHOYHLIX CPCACTB IO JUCHHUIIIIMHE (HyHKT
4.1. hboHIa OLIEHOYHBIX CPEJICTB).

KpuTtepun onieHKH NpoMe:KyTOUHOM aTTecTanmu (KOHTPOJIBHON PabOThI):

OI.[CHKa «OTJIMYHO» BBICTABJIACTCA CTYACHTY, €CJIM 3HAHUA OTJIUYAIOTCA FHY6I/IHOI>'I n
COJICPKATEIBHOCTBIO, JAeTCs TIOJMHBIA HMCUEPIBIBAIONINN OTBET HAa TECTOBBIC 3aJaHUS;
IMMPaBUJIbHO BBIMMOJIHWJI CUTYallUOHHYIO 3a/1avy.

OrmeHKa «XOpOIIO» BBICTABIISICTCS CTYAEHTY, €CIM 3HAHHS HWMEIOT JIOCTaTOYHBIN
COI[ep)KaTeHBHBIﬁ YPOBCHb, OAHAKO UMCIOTCS HCTOYHOCTU NPU OTBCTC HA TCCTOBBLIC 3aJaHUS,
UMEIOIIMECS] B OTBETE HECYIIECTBEHHBIC (DaKTUUYECKHUE OIIMOKH, CTYIEHT CIIOCOOCH HMCIIPABHUTH
CaMOCTOATCIIBHO, 6J1ar01[ap;1 HaBOAAIIEMY BOIIPOCY; OTBCT MPO3BYyYaJl HCAOCTATOUHO YBCPCHHO,
CTYACHT HE CMOT TPOJIEMOHCTPUPOBATH CIIOCOOHOCTh K MHTETPALMU TCOPETUYCCKUX 3HAHHU U
NPaKTUKHU, JTOIYCTHI HECYIIECTBEHHYIO OIIMOKY MPU BHIMOJIHEHUH CUTYAI[HOHHON 3a1a4H.

OreHKa «yJOBJIETBOPUTEIHLHO» BBICTABISIETCS CTYACHTY, €CIIH COZICP)KaHWE TECTOBBIX
3alaHuil  PacKpeITO cnabo, 3HAHUS WMMEIT (QparMEHTApHBIA XapakTep, OTINYAIOTCS
MIOBEPXHOCTHOCTBIO M MAJIOH COJEepKATEIbHOCThIO, MMEIOTCS HETOYHOCTH IIPH OTBETEC Ha
BOIIPOCHI; MPOrpaMMHBIC MATCPpUAl B OCHOBHOM H3JIAracTtcsd, HO JOMYIICHbI (baKTI/I‘ICCKI/Ie
OImMOKH; CTyACHT HE MOXET 000CHOBaTh 3aKOHOMEPHOCTH W TPHHIIUIBI, OOBICHUTH (DAKTHI,
CTYACHT HC MOXCT IPUBCCTHU IMPUMCP I HIIIOCTpAaOUH TCOPCTHUYCCKOI'O IIOJIOXKCHUS, Y
CTYZICHTa OTCYTCTBYET IOHMMaHHE M3JIaraeMoro MaTepuaia, MaTepuai ciaabo CTPyKTYPHPOBaH;
Yy CTYACHTA OTCYTCTBYIOT INPCACTABJICHUSA O MCKIIPECAMCTHBIX CBA3AX, JOIMMYCTUJI CYIICCTBCHHYIO
OIMOKY TPU BBHITOJHEHUN CHTYAIIMOHHOM 3a/1a4H.

OI.[CHKa «HCYHAOBJICTBOPUTCIILHO» BBICTABISICTCA CTYACHTY, C€CIIN 06Hapy>KeH0 HE3HAaHUC
WIA HEMOHMMaHUE CTYJCHTOM IIpeIMeTa W3y4YeHHsl IUCHUIUIMHBL, COJEPKaHHWE TECTOBBIX
3a/laHuil HE PACKPBITO, JAOMYCKAIOTCS CYIIECTBEHHBIC (DaKTHYECKHE OMHMOKH, KOTOPHIE CTYACHT
HE MOJKET WCIPAaBUTh CaMOCTOSATENBHO; Ha OOJBIIYI0 YacTh JOMOJHHUTEIBHBIX BOIPOCOB IO
KOHTPOJILHOM paboTe CTYAEHT 3aTpyIHSETCS AaTh OTBET WM HE JaeT BEPHBIX OTBETOB, HE
BBITTOJIHWJI CUTYAIIHOHHYIO 3a/1a4y.

8. YYEBHO-METOJUYECKOE U HWH®OPMALMOHHOE OBECHEYEHUE
TUCIHUTIINHBI

8.1. OcHoBHas quTEpaTypa

1. AGymanze, [I. I'. JlokyMeHTanmoHHOE 00€CTIeueHUE YIIPaBICHUS TIEPCOHATIOM : YUYCOHHUK
U TOpakTUKyM Ui cpenHero npodeccuonanbHoro  obpasosanusi/ 1. I'. AOynanmge,
. b. Bempsokkuaa, B. M. MacnoBa. — 3-e¢ u3a., nepepad. u gomn. — Mocksa : U3garenbcTBo
HOpaiit, 2025. — 374 c. — (Ilpodeccuonanbuoe obpazoBanue). — ISBN 978-5-534-16657-6.
— Tekcr : onexktponHwnid // OOpaszoBatenbHas taTdopma HOpait [caiit]. — URL:
https://urait.ru/bcode/562146

2. Kopuees, U. K. JlokymeHTanimoHHOE o0ecriedeHUe ypaBIeHUs : YYCOHUK U TPAKTUKYM
uis  cpeaHero  mpodeccuoHanbHoro — obpasomanus/  U. K. Kopuee, A. B. ITmenko,
B. A. Mamypues. — 3-¢ usn., nepepad. u morn. — Mocksa : M3natensctBo FOpaiit, 2025. —
438 c.— (IlpodeccuonanvHoe oOpazoBanue). — ISBN 978-5-534-16002-4. — Tekcr
anexkTpoHHBId  //  OOpasoBarenbHas  1uiargopma  FOpaiit  [caiit]. —  URL:
https://urait.ru/bcode/563193

18



8.2. lonosiHuTE/IbHAS JIUTEPATYpPa
1. Joponuna, JI. A. JloKyMEHTallMOHHOE OOECIeueHHe YIpPaBICHUS : YUYEOHHK U
MpakTUKYyM s cpeaHero  mpodeccrmoHanmpHOoro  obpasoBanus/  JI. A. JloponwuHa,
B. C. UputukoBa. — 2-e u3z., nepepad. u nom. — Mocksa : UznarensctBo FOpaiit, 2025. —
270 c.— (Ilpodeccuonanbroe obOpazoBanue). — ISBN 978-5-534-16017-8. — Texkcr
NeKTpoHHBIH  //  OOpazoBarenbHas  1iatdopma  HOpaiir  [caiit]. —  URL:
https://urait.ru/bcode/563264
2. Ulysanosa, H. H. JlokymeHTannoHHOe oOecreueHHe YIMpaBlICHUs : yUYEOHUK IS
cpennero npodeccuonanbHoro odpaszosanus / H. H. IllyBanoBa. — 3-e u3z., mepepad. u gom. —
Mocksa : M3parensctBo FOpaiit, 2025. — 234 c. — (IIpodeccuonanbuoe obpazoBaHue). —
ISBN 978-5-534-20349-3. — Texkcr : anekTpoHHbId // O0pa3oBatenpHas miaatdopma FOpait
[caiiT]. — URL: https://urait.ru/bcode/561049
3. Ky3nenos, 1. H. [lokymenTannonHoe obecrieueHre yrpasieHus. JJokyMeHTO000poT
U JICJIONPOU3BOJICTBO : Y4EOHUK U MPAKTUKYM ISl CPEAHETr0 MpoQecCHOHaIbHOr0 00pa3oBaHust /
. H. Ky3nenoB. — 5-e¢ usn., nepepad. u mon. — Mocksa : M3garensctBo HOpaiit, 2025. —
425 c.— (Ilpodeccuonanbuoe obpazoBanue). — ISBN 978-5-534-20025-6. — Tekct
anekTpoHHbd  //  OOpasoBarenvHas  1uiarpopma  FOpaiit  [caiit]. —  URL:
https://urait.ru/bcode/581141
Ilepuoauyeckue u3aaHus:
1. Borpocs! ynpasnenus (kypHai). — EkarepunOypr: YpanbCKuit HHCTUTYT YIPaBICHUS
— ¢umman Poccuiickoil akaeMHH HApOIHOTO XO3SMCTBA M TOCYJIapCTBEHHON CIIY»XOBI TPH
[Ipesunente Poccuiickoit ®@enepauuulSSN: 2304-3369 Joctynusiii apxus: 2017-2024Pexum
noctyra: https://www.iprbookshop.ru/87622.html
2. AxryanbHble TpOOIEMBbl SKOHOMUKM M MeHemkMmeHTa. — CaparoB: CapaTOBCKHiA
FOCYyIapCTBEHHbIA TeXHUYECKU yHuBepcuTeT uMeHu FO.A. T'arapmna ISSN: 2312-5535
Hocrynaslit apxuB: 2019-2024Pexum nocryna:https://www.iprbookshop.ru/98831.html
3. ARS ADMINISTRANDI. UCKYCCTBO VIIPABJIEHUA (xypnan). — Ilepms:
[lepmckuii rocygapCTBEHHBIM HallMOHAJIbHBIA HcCCen0BaTeNbckuil yHUBEpcUTeTISSN: 2218-
9173 Joctynasiii apxuB: 2010-2025Pexum nocryma:https://www.iprbookshop.ru/11588.html
4. AxtyanbHble TpoOJeMbl poccHuiickoro mpaBa (kypHan). — MockBa: M3marenbcTBo:
MockoBckuii TocyaapcTBeHHbIN opuanuecknii yausepceuter umenn O.E. Kyradpuna (MT'HOA).
ISSN: 1994-1471 [Hoctynueni apxus: 2012-2016, 2020-2025. — Pexum pocryna:
https://www.iprbookshop.ru/63202.html

CeBepo-KaBkascKuii coLManbHbIi MHCTUTYT

BUB/IMOTEYHO-UHOOPMALIYOHHbIN
LIEHTP

2024-2025 yye6Hbiiirop,

8.3. [IporpammHoe oGecnieuenune
1. [TakeT mporpamm MicrosoftOffice (iumier3noHHOE)
2. Microsoft Windows (JIMIICH3HOHHOE)
3. 7zip (cBOOOIHO pacHpoCTpaHsIeMOe, OTEYECTBEHHOR)
4. AaTuBHpYC (JIUIICH3HOHHOE, OTEYECTBEHHOE)
5. 1C: Ilpennpusitue 8. KoMruiekT 11t 00ydeHUs B BBICIIMX U CPEAHUX YUCOHBIX 3aBEICHUSIX
(JIMTIEH3MOHHOE, OTEYECTBEHHOE)
6. Spu_orb (cBOOOIHO pacIpoCTpaHIEMOE, OTEYECTBEHHOE)
7. HanoromnarensImuk (CBOOOHO pacmpocTpaHsIieMoe, OTEYECTBEHHOER)

8.4. bazpl JaHHBIX, HH(QOPMAIMOHHO-CIIPABOYHbIE W TOHCKOBBIE CHCTEMBI,
HNHTepHeT-pecypcenbl
1. CnpaBouno-nipaBoBas cuctema «Koncynprantlimtoc» — http://www.consultant.ru/
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[udposoit oOpazoBarenbubiii pecypc [PRsmarthttps://www.iprbookshop.ru
O6pazoarenbHas mwiarhpopma FOPAUT - https://urait.ru/
[TouckoBas cucrema Yandex - https://www.yandex.ru
@DOHJT IEHCHOHHOTO U COIMANILHOTO cTpaxoBaHus PO - https://es.pfrf.ru/
NudopmanmonHslil pecypc « IkoHOMHKA U (PUHAHCHD - WwWw.finansy.ru
Odunuanpuslii caiit banka Poccun - www.cbr.ru
Odunmanpusiii cait MunucrepctBa punancoB PO - https://minfin.gov.ru

9. OdummaneHplii  caiT MuHHCTEpCTBA HSKOHOMHYECKOTO pa3Butusi Poccuiickoii
®denepanunhttps:// www.economy.gov.ru

10.O¢unmansubiii caiit @enepanbHOM HanOroBoi ciryx0s1 PO -www.nalog.ru/

11.Conmanshsrit dona Poccun - https://sfr.gov.ru

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

13.TTopran o HAJI0T000JI0’)KEHHUTO " OyXTaJITepCKOMY y4eTy
«I'maBOyx»https://www.glavbukh.ru/

14.ba3za  fgaHHBIX  MEXAYHAPOAHBIX  CTAaHIAPTOB  (PUHAHCOBOM  OTYETHOCTH  —
MCOOwww.msfofm.ru

15.2Onexkrponno-o6ubnmoreunas cucreMa ZNANIUMAhttps://znanium.com

16.CnpaBouHHK /17151 SKOHOMUCTahttp://www.catback.ru/

17.2OnexTpoHHas OnbMoTeYHas cucremMa
«CKCW»https://www.sksi.ru/Environment/EbsSksi

NN R WD

9. MATEPUAJIBHO-TEXHNUYECKOE OBECIIEYEHHUE JUCHUIIJINHbI

OTaenpHOo 0 TUIIAM 3aHITHH:

- ISl TIPOBEACHMSI 3aHATHH JIEKIIMOHHOTO THIIA - CIIELIMAJIbHOE MTOMEILEHUE, OCHAILICHHOE
000pyZi0BaHHEM, TEXHUYECKHMMH CpelCcTBaMU OOyYeHHsS U MaTepuallaMd, YYUTHIBAIOIIUMU
TpeOOBaHUS MEKITYHAPOIHBIX CTAaHAAPTOB.

- JUIS IPOBEICHUS 3aHSITUNH CEMHHAPCKOTO THUIIA - CTIEUaIbHOE MTOMEIICHHE, OCHAIIICHHOE
000pyIOBaHUEM, TEXHHYECKHMHU CpeJICTBAaMH OOyuYeHHs W MaTepuaiaMi, YYHUTHIBAIOLIIMMHU
TpeOOBaHUS MEXTyHAPOIHBIX CTAaHAAPTOB.

- U1 IPOBEACHUS IPOMEXYTOUHOM aTTECTALUHU - CIIELMAIBLHOE TIOMELIEHUE, OCHAILICHHOE
o0opyZOBaHHWEM, TEXHUYECKHMMH CpelCcTBaMU OOyYeHHsS U MaTepuallaMd, YYUTHIBAIOIIUMU
TpeOOBaHUS MEKITYHAPOIHBIX CTAaHAAPTOB.

-7 CAMOCTOSITENIbHON pabOThl 00YyYaromMXCs - CHEUAIbHOE MOMEIEHNE, OCHAIIICHHOE
KOMITBIOTEPHOM  TE€XHHUKOM €  BO3MOXKHOCTBIO  MOJAKIIOYEHHS K  HH(POPMAIMOHHO-
TEeJIEKOMMYHUKAIMOHHOW cetn "MHTepHer" wu oOecrieuyeHWEM JOCTyNa B AJICKTPOHHYIO
UH(POPMALIMOHHO-00pa30BaTENbHYIO Cpely 00pa3oBaTeIbHOM OpraHu3auuu (Mpu HATUYHH).

10. OCOBEHHOCTH OCBOEHUA JANCIIUAITIIMHBI JIMITAMMU C
OI'PAHMYEHHBIMU BO3MOXHOCTAMMU 310POBbA

OOyuaromuMcs € OTPAaHUYEHHBIMH  BO3MOXHOCTSMU  370POBbsl  MPEIOCTABIISIIOTCS
crienuanbHble y4yeOHUKH, ydeOHbIE MOCOOMS M AMJAKTHYECKHME MaTepUallbl, CIIeHUAIbHBIC
TEXHUYECKHE CPEJCTBA OOYy4EHUS KOJIEKTMBHOTO M MHIMBHIYaJbHOI'O MOJb30BAHUA, YCIYIH
aCCHUCTEeHTa (THIOTOPA), OKA3bIBAIOILIETO 00YYAIOIIUMCS HEOOXOIUMYIO TEXHUYECKYIO TIOMOIIb, a
TaKXe yCIYTH CypJONepeBOAYMKOB U TH(IIOCYPAONIEPEBOTUMKOB.

OcBoeHue TUCHUIUTMHBI 00yYarOIUMUCS ¢ OTPaHUYEHHBIMU BO3MOXKHOCTSIMHU 310POBBS U
UHBAJINJAMUA MOKET OBbITh OPraHW30BAaHO COBMECTHO C APYTUMH OOYyYaroLIUMHCA, a TaKXe B
OTJIEbHBIX TPYIIIaX.

OcBoeHyne NUCHUIUIMHBI 00y4YaroIUMUCS ¢ OFPAaHUYEHHBIMU BO3MOXKHOCTSIMHU 310POBBS U
UHBAJIMJAMU OCYIIECTBISETCS C YYETOM OCOOEHHOCTEH MCUXO(PU3UUECKOT0 pa3BUTHS,
VUHIVBUAYAJIBHBIX BO3MOXKHOCTEN U COCTOSHUSA 310POBBSI.
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B mensix AOCTYNMHOCTH TMOMy4YeHHs] CpeAHero mpo¢decCHOHaIbHOTO 00pa3oBaHUs I10
0o0pa3oBaTeNbHONW MporpaMMe JIMIAMU C OTPAaHMYCHHBIMH BO3MOXHOCTSMHU 3J0POBBS IPH
OCBOEHUU JAUCLUHUIIIMHBI 00ECIIeUNBACTCA:

1) n7st U1 ¢ OTpaHUYEHHBIMU BO3MOXKHOCTSAMU 370POBBS TI0 3PEHHUIO:

— IPUCYTCTBHE THIOTOPA, OKA3bIBAIOLIUIN CTYJEHTY HEOOXOIUMYIO TEXHUYECKYIO MTOMOIIb
C YYETOM MHAMBHUIYaJIbHBIX OCOOCHHOCTEH (IIOMOTaeT 3aHiTh pabodyee MEeCTO, NepeABUraThCs,
IPOYUTATh U OQPOPMUTH 3a/I1aHKE, B TOM YHCIIE, 3alMChIBas MO JUKTOBKY),

— MUChMEHHBIE 3a/1aHUs, @ TAK)KE MHCTPYKLUHU O TOPSIJIKE UX BBIMOJHEHHUS 0QOPMIISIOTCS
yYBEJIMYEHHBIM HIpUPTOM,

— clieUalibHble Y4YeOHUKH, Yy4eOHbIC MOCOOMS M JUIAKTHUECKUE MaTepualibl (MMEIoIue
KpYIHBIA mpudT Uiau ayinodanss),

— MHAMBHlyaJIbHOE paBHOMEpPHOE ocBelleHne He MmeHee 300 Jrokc,

—TOpu  HEOoOXOOUMOCTH CTYINEHTY JJis BBIIOJHEHHS 3aJaHUS  IPEOCTaBISAETCS
YBEJIMUMBAIOILIEE YCTPOMCTBO;

2) AJig UL ¢ OTPAaHUYEHHBIMH BO3MOXHOCTSIMU 3[IOPOBBS IO CIYXY:

— MIPUCYTCTBHE ACCHUCTEHTA, OKAa3bIBAIOIIMN CTYAEHTY HEOOXOIUMYI0 TEXHUYECKYIO
MOMOIIb C YYETOM WHIWBHUAYyaJIbHBIX OCOOEHHOCTEH (IToMOTraeT 3aHATh pabouee MecCTo,
HepeABUraThCs, IPOUYUTATh U 0OQOPMUTH 33JaHHE, B TOM YHCIIE, 3aIIUCHIBAsk TIOJ] TUKTOBKY),

—o0ecrnieurnBaeTcss  HajdM4Me  3BYKOYCWJIMBAIOIICW  ammapaTrypbl  KOJUIEKTHBHOIO
NOJIb30BaHUSA, TPU HEOOXOJUMOCTH OOydaloImeMycsl MPeIOCTaBISIETCsS 3BYKOYCHJIMBAIOLIAS
anmnaparypa UHAUBHAYaIbHOTO MOJb30BaHUS;

—obecrieunBaeTCsl  HAJIEKAIIMMU  3BYKOBBIMH  CPEICTBAMU  BOCIPOM3BEICHUS
nHpopmanuu;

3) 1St U1 C OTpPAaHUYEHHBIMH BO3MOXKHOCTSIMU 3/I0POBbSI, UMEIOIINX HAPYIICHUS OTIOPHO-
JBUTATEIBLHOTO armapara:

— MUCbMEHHBIC 3aJaHMsl BBIMOJHSAIOTCS Ha KOMIIBIOTEPE CO  CIEHUATU3UPOBAHHBIM
IPOrpaMMHBIM 00€CTIeYeHUEM HIIM HaJIUKTOBBIBAIOTCS THIOTOPY;

— I10 JKEJIAHUIO CTYACHTA 3a/IaHUs] MOTYT BBITIOJHSTHCS B YCTHOM (opMme.

IIporpamma coctaBieHa B cootBercTBuu ¢ TpeboBanusmMu OI'OC mo cnermumanprocTH CITO 38.02.01
OKOHOMHKA U OyXTalNTepCKUid y4eT (110 OTpacisim)
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