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Pabouast mporpamma TUCHHITIHHBI «J{eTOMpON3BOICTBO B YIIPABICHUH OPTaHH3AINCH.
Hanpasnenue noaroroBku 38.03.02 MeHekMEHT, HAMPaBICHHOCTh (MPOGUih): «YIpaBieHHue
MaJsiM 1 cpeaHuM ouznecom» / T.JI. Mumenko. — M.: UMIID um. A.C. I'puboenosa. — 35 c.

Pabowas mporpamma cocTaBieHa Ha OCHOBaHHMU (HeAECpPATLHOTO TOCYJapCTBEHHOTO
0o0pa30BaTeNpHOrO CTaHAapTa BbICHIEr0 oOOpa3oBaHUS — OakanaBpuaT [0 HamNpaBICHUIO
noarotoBku 38.03.02 MeHEKMEHT, YTBEPXKACHHOIO IpUKa3oM MUHUCTEPCTBA HAyKu U
BbIcIiero oOpaszoBanmsi Poccmiickort @enepanuu ot 12 aBrycra 2020 r. Ne 970 wu
npodeccuoHaIbHOro cTanaapTa «Crenuanuct no (UHAHCOBOMY KOHCYJIBTHPOBAHUIO» OT «19»
Mapta 2015 r. N 167n (3apeructpupoBad MunucrepcTBoM octuiiuu Poccuiickoit denepanuu 9
anpens 2015 r., peructpanmonnsiii N 36805), nmpodeccronanbHoro crangapra « CernuaimcT mno
BHYTPEHHEMY KOHTPOJIO (BHYTPEHHUN KOHTPOJIEP)», YTBEPKIACHHBIN MprUKazoM MUHHUCTEpCTBA
TpyAa H couuanbHOW 3amuThl Poccuiickoit ®enepaumu ot 22 wHosbps 2022 N 731u
(3apeructpupoBan  MunucrepctBoM toctuiinu Poccuiickoit ®denepamun 22nexabpst 2022 .
peructpauroHHblid Ne 71783).

Pazpaboruuku: KaHIUJaT 5SKOHOMUYECKUX HaykK, goueHrt, T.JL
Mumienko

HazapoBa H.A., Kk.3.H., J[OLEHT, 3aMECTUTEIh

OTBETCTBEHHBII PYKOBOAMTENA JIeIapTaMEHTa HaJOroB U HAJIOTOBOIO

PELICH3EHT: aIMUHUCTpUpOBaHUsT DUHAHCOBOTO YHUBEPCHUTETA IIpU

[IpaBuTensctBe Poccuiickoit denepanuu

(D.U.0., yu. cmenens, yu. 36anue, 00JIIHCHOCHb)

Pabovas mporpaMma JUCHMIUIMHBI PacCMOTpEHa U OJ00peHa Ha 3aceJaHuM Kadeapsl
MHHOBALIMOHHOTO MEHE/DKMEHTa U npeanpuHumMarensersa 06.06.2023r., mpotokoi Neb

3aBegyrommii  kadeapoi / /ka.H.  AA.
[lectemupos/

(moamuce)

CortacoBano ot bubnuorexu /O.E. Crenkuna/




PA3EJ 1. IIEJIH U 3ATAYM OCBOEHUS TUCIUILIMHBI
Ilenvro OCBOEHHS IUCLMIUIMHBL JI€IONPOU3BOACTBO B YIPABJICHUM OpraHU3aLlUCH
aBisgercs (GopMmupoBaHHE Yy OOYYAIOUIMICS CUCTEMBl TEOPETUYECKMX M KOHIIETITYyaJbHBIX
NpeJCTaBICHU B OOJIACTH BEJCHUS IOKYMEHTAIlMM W JIOKyMEHTOOOOpOTa OpraHu3alid Hu
CTPYKTYPHBIX MOJpa3JeICHUH, a TAKKEe IPAKTUYECKUX HABBIKOB U YMEHUM, TTO3BOJISIOLIUX UM B
OyaymieMm pemiatb B YCJIOBHUSIX HEONPENEICHHOW W W3MEHYMBON BHEIIHEH Cpeabl CIIOKHBIC

3aJIa4M JICJIONPOU3BO/ICTRA.
OCHOBHBIE 3a0a4u TUCIATUINHEL:

— TpUOOpETECHHE

HAaBBIKOB

CaMOCTOATCIIBHOI'O

WHHUIUATHUBHOI'O n TBOPYCCKOTO

HCIIOJIb30BAHUA TCOPECTUICCKUX 3HAaHUH B HpaKTI/I‘ICCKOﬁ ACATCIIBHOCTH MCHCIKCPA,
— H3y4YeHHE OCOOCHHOCTEH JEIONPON3BOICTBA B (DMHAHCOBOM AEATEILHOCTH IrOCYIapCTBa,
cyobekToB P®, MyHHMIMNANbHBIX 00pa3oBaHMi, (PUHAHCOBO-NIPABOBOTO CTaTyca OPraHoOB

FOCYI[&pCTBGHHOﬁ BJ1aCTH,

OMCY, GHUHAHCOBBIX W WHBIX YIOJHOMOYCHHBIX OpPraHOB,

roCyJapCTBEHHBIX M MYHHUIMMAIBHBIX YUPEXKJACHUH HOBOrOo THIA (Ka3eHHBIX, aBTOHOMHBIX,
OI0/IKETHBIX ), OpraHu3aluil, YaCTHBIX MpeANpUHUMAaTeNeil 1 PU3NUECKUX JIHLI,

— OBJIaACHUC

MPaBONPUMEHUTEIBHOM,

paBo

HCIIOJIHUTEILHOM, 3KCIEPTHOM,

KOHCYJIbTAIlMOHHOM, HOPMOTBOPUYECKON MPOECCHOHATBHON JIeATENbHOCTRIO B cepe AenoBOi

AOKYMCHTAIMKU U ACJIOIMPOU3BOACTBA.

PA3JEA 2. INIAHUPYEMBIE PE3YJBTATHI OBYUEHMSA MO JUCIHUIIJIMHE
COOTHECEHHBIE C INIAHUPYEMBIMU PE3YJIbTATAMU OCBOEHUS OBPA3OBATEJILHOM

INPOI'PAMMBI

KomMmnerenTHOCTHas KapTa JTHCHUIIJIMHBI

Tabnuya 2.1.

YHuBepcanbHble H 00IEKYJIbTYPHbIC KOMIICTCHIMH

NuaukaTopsl 10cTHKEHUA KOMIIETeHIMHU
Kareropus Kox @opmympoBKa (1J1s1 IIIAHUPOBAHUSA Pe3yJIbTaTOB 5
(rpynmna) 00y4eHMs 110 3JIeMeHTaM 00pa3oBaTeIbHOI
. KOMIIEeTeHIIUH KOMIIETeHIIUH
KOMIIeTeHIIHI NPOrpaMMbl M COOTBETCTBYIOIIMX
OLICHOYHBIX CPEJCTB)
YHuBepcaibHble KOMIIETCHIIUH
Komananas YK-3 Cnocoben NYK-3.1. 3Haer 0COOEHHOCTH
paGoTa u OCYILIECTBIISTh OCYIIECTBIICHUS COLIMAJILHOTO
JHIEPCTBO counainbHoe B3aMMOJICICTBYS U pealu3aluy CBOEH poiiu B
B3aUMO/ICIICTBUE | KOMaHJe
n peann3oBeiBath | UYK-3.2. YMeer ocyliecTBIATh COLMAIBHOE
CBOIO pPOJb B | B3aUMOJEHCTBHUE U PEAIN30BBIBATH CBOIO POJIb
KOMaH/Ie MEHeKepa B KOMaHIe
HNYK-3.3. Baageer HaBBIKAMH
OCYIIIECTBIIEHUS COLIMAJIbHOTO
B3aMMOJICHCTBUS M pealin3allid CBOEH poin
MEHe/Kepa B KOMaH/e
Kommynukamus | YK-4 Crnocoben HNYK-4.1. 3naer mnpaBwia OCYLIECTBICHUS
OCYILIECTBIATH JINIOBBIX ~KOMMYHUKAallUH B YCTHOM U
JIEJIOBYIO MUCbMEHHOU (opMax Ha rocyJapCTBEHHOM U
KOMMYHHUKAIIMIO | HHOCTPAHHOM (bIX) SI3BIKE
B ycrHoii u | UYK-4.2. YMeeToCymecTBISITh  JICJIOBYIO
MIACbMEHHOU KOMMYHUKAaIMl0 B YCTHOW U IIMCbMEHHOHN
dhopmax Ha | popMax Ha roCyJapCTBEHHOM U MHOCTPAHHOM
roCylapCTBEHHO | (BIX) SI3bIKE
M n | NYK-4.3. Baapneer HaBbIKAMU




WHOCTPaHHOM OCYIIECTBIICHUSI JICJIOBOM KOMMYHUKAIIMH B

(BIX) sI3BIKE YyCTHOM W  THUCbMEHHOW  (dopmax  Ha
rocyAapCTBEHHOM M  HMHOCTPAHHOM  (bIX)
A3BIKE

o01enpogeccuoHalbHbIe KOMIETEHIMH
O6menpodeccu | OIIK-2 Cnocoben HOIIK-2.1. 3naet MmeToasl cOopa, 00pabOTKH
OHaJIbHbIC OCYIIECTBIATh W aHallM3a JaHHBIX, HEOOXOIUMBIX JIJIS

cbop, 00paboTKy | pelieHus: HOCTABICHHBIX YIPABICHYECKUX

U aHaJIn3 3aj1a4, ¢ UCTOJIb30BAHUEM COBPEMEHHOTO

JTAaHHBIX, MHCTPYMEHTApUS U UHTEJUIEKTYaIbHbBIX

HE0OXO0TMMBIX MH(POPMALIMOHHO- aHATUTHYECKUX CUCTEM

JUISL pelIeHUs NOIIK-2.2. YMmeeT ocymiecTBasTh coop,

IIOCTABJIEHHBIX 00pabOTKyY U CTATUCTHYECKUH aHAIN3

YIPaBICHUYECKUX | JAHHBIX, HEOOXOAUMBIX JJIs PEIICHUs

3aja4, ¢ MIOCTABJICHHBIX YIPABICHYECKHX 3a7ad, C

WCIIOJIb30BAHUEM | UCIIOJIb30BAHUEM COBPEMEHHOTO

COBPEMEHHOTO WHCTPYMEHTAPUS U MHTEIUICKTYAITBHBIX

WHCTpYMEHTapusi | UHPOPMAILIMOHHO-aHATUTUYECKUX CUCTEM.

u NOIIK-2.3. Bnageet HaBbikamMu cOopa,

MHTEJUJIEKTYallbH | 00pabOTKH U aHaJIM3a JaHHBIX, HEOOXOIUMBIX

BIX JUTSI PEIICHUS TTOCTABIICHHBIX

MH(OPMALIMOHHO | YIPaBIEHYECKHUX 3a/1a4, C UCTIOJIb30BAaHUEM

- QaHAJTUTHYECKUX | COBPEMEHHOTO MHCTPYMCHTAPHS U

CUCTEM MHTEJJIEKTYaIbHBIX UH(POPMAIIMOHHO-
AHATUTUICCKUX CUCTEM

TpynoBbie
Kon, nammenoBanmne
pynknun (kox, NuaukaTopbl 0CTHKEHUS KOMIIETEHIIUM (I
npodeccuoHaIbLHBIX
KOMITeTe Ml HaMMeHOBaHMe) IUVIAHUPOBAHUSA Pe3yJIbTATOB 00y4YeHHs O
\ ypoBensn 3JIeMEeHTaM 00pa30BaTe/IbHON NMPOrpaMMbl
(moxypoBeHb) COOTBETCTBYIOIIUX OLIEHOYHBIX CPEICTB)
KBaJIN(pUKaAuu

OT® (kon, naumenoBanue) / [Ipodeccnonanbublii cTanaapT (KoJ, HAUMEHOBAHNE)

Tun(sl) 3axa4(1) npodeccHoOHAIBLHON AeATeIbHOCTH

C PykoBOZICTBO CTPYKTYPHBIM IOJIpa3jieiecHneM BHyTpeHHero kouTpods / 08.006
[IpodeccronanbHbIM cTaHAAPT
««CrienuagncT 1o BHyTPEHHEMY KOHTPOJIIO (BHYTPEHHUIN KOHTPOJIEP)»»

OpraHI/I3aI_II/IOHHO'YHpaBJ'IqueCKI/Iﬁ

IK-1 [InanupoBanue | UITK-1.1.

Crnocoben paboThI 3HaTh:

OCYILIECTBIISATh CTPYKTYpPHOTO TpynoBoe W  rpaXAaHCKOE  3aKOHOJATEJIbCTBO
IUIAaHUPOBAaHUE nonpazaenenus | Poccuiickoil @enepanuu B 4aCTH BUA AESITEIBHOCTH
paboThI Co03/6 [IpaBoByt0 u HOpMaTUBHYIO ©0a3y, BHYTpEHHHUE
CTPYKTYpPHOTO periaMeHThl 3KOHOMUYECKOT0 CyObeKTa
IoJpa3IeJICHUs OCHOBBI MH(OPMaLMOHHBIX TEXHOJIOTUU U

UH(POPMALIMOHHOM 6€30MacCHOCTH

[IporpammHbIE CcpelncTBa aBTOMAaTH3aMH O(DUCHOM
JIeATETbHOCTH

OCHOBEI EIIOBON JTOKYMEHTaIWH,
JIeTTOTIPOU3BOJICTBA B SKOHOMUYECKOM CYOBEKTE
TpeboBanus mpodeccuoHaTbHON YTHKH
Kpuntorpaduro Ha ypoBHE MOHUMAHUS MPUHIIUTIOB
AIIEKTPOHHOT'O JOKYMEHT0000pOTa




OCHOBBI TEOPUU AITOPUTMOB, MPOTPAMMHUPOBAHUS U
KOMITBIOTEPHBIX HAYK

TexHomornu aBTOMATU3ALUU  JIEIOMPOU3BOJICTBA!
HCKYCCTBEHHBI HWHTEIJIEKT, OJIOKYEHH, 00JayHbIe
CEPBUCHI

DTHKY (UHAHCOBBIX TEXHOJOTHA

HIIK-1.2.

Ymersn:

PaspabarbiBaTh OpTraHU3aI[MOHHO-
pacmopsiIuTeNIbHbIC  MPUKA3bl, CIIOCOOCTBYIOIIUE
MOBBIICHUIO 3((HEKTUBHOCTH PAOOTHI CTPYKTYPHOTO
MOJIpa3/IelIeHUs BHYTPEHHETO KOHTPOJIS
Pa3pabarbiBaTh BHYTpEHHUE CTaHapThI u

TpeGoBaHUs npogeccuoHaIBLHON STUKH,
COBpEMEHHbIE METOAHMKHU IPOBEICHUS BHYTPEHHETO
KOHTPOJIS

Pa3zpa0OaTbiBaTh ~ NEpCIEKTUBHBIE  TOJOBBIE U
OTIepPATHUBHBIC TUTAHBI PAOOTHI

KoHcynbTupoBaTh 10 NPUMEHEHUIO (UHAHCOBBIX
TEXHOJIOTUI

Hcnonp3oBarh IIPUMEHSIEMBbIE B oTpaciu
COBpEMEHHbIE MH(OPMALMOHHBIE TEXHOJIOTUU IS
OCYILIECTBIICHUS BUAA JEATEIBHOCTH:

- OJI0KYEIH u JELIeHTPaIN30BaHHbIE
pacnpeielIeHHbIE PEECTPBI,

- HCKYCCTBEHHBI UHTEIJIEKT;

- 00J1ayHbIE CEPBUCHI;

- OoJIpIIVIE JTAHHEIC,

- BUPTYaJIbHYIO U JOTIOJIHEHHYIO PE€aIbHOCTh
HIIK-1.3.

Baagernb:

IToaroToBKOM 3a1aHUI HA TPOBEACHUE KOHTPOJIBHBIX
MEPONPUATHM 110 BHYTPEHHEMY KOHTDOJIO, II0
(bopMHUPOBAHHIO nH(pOpMaITMOHHOM 0a3bl,
oTpaxkaromed  paboTy  00bEeKTa  BHYTPEHHETO
KOHTPOJIS, U TIO €€ aHAJIU3Y

Opranuzanueil TpoBeieHUs aHaau3a UH(OPMAIK O
pe3ynbTaTax MIPOBEJCHUS KOHTPOJIbHBIX
MEPOIPUATHH TUISL BBISIBJICHUS 3HAYUMBIX
OTKJIOHEHHII ~ OT  TpeboBaHMI  MpPaBOBOM U
HOPMAaTHUBHOM 0a3bl M BHYTPEHHUX PEraMEeHTOB
Pa3paboTkoil pUCK-OpPUEHTHPOBAHHBIX TOJOBBIX U
ONEpaTUBHBIX  IUJIAHOB  pabOThl  CTPYKTYPHOTO
MoJpa3fiefieHuss ~ BHYTPEHHEro  KOHTPOJS,  UX
IIPEIOCTABIIEHUE HA YTBEPXKICHNUE YIIOJTHOMOYEHHBIM
PYKOBOIUTEINSAM SKOHOMHYECKOT O cyOBeKTa,
KOHTPOJIb BBIIIOJIHEHUS

Opranmzanueir  pa3pabOTKH  TPOEKTOB  PHUCK-
OpUEHTHUPOBAHHOW IIJIAHOBOM  JIOKyMEHTallUu |
IIPEI0OCTaBIICHUE ux Ha YTBEPKACHHE
YIOJTHOMOYEHHBIM PYKOBOJIUTENISAM SKOHOMHUYECKOTO
CyObeKTa, KOHTPOJIb UX UCTIOIHEHUS

Opranuzanueil  MOATOTOBKM  pPacHOpSAMTEIbHBIX
JOKYMEHTOB  II0  TNIPOBEIEHUI0  KOHTPOJIBHBIX




MEpOINPUATHN
[ToaroroBkol MpoeKkTa BHYTPEHHETO pErjiaMeHTa O
MPOBECHUU BHYTPEHHETO KOHTPOJIS

CormacoBanueM OCHOBHBIX HaIpaBJICHUN
BHYTPEHHETO KOHTpOJIA, PEAyCMOTPEHHBIX
YCTaHOBJICHHBIM SKOHOMUYECKUM CyOBEKTOM

IIOPSAJIKOM, C €r0 3aKa34ruKaMu

PaccmoTpenneM 000OCHOBaHHOCTH MPEAJIOKEHHH 110
COBEPIIEHCTBOBAHUIO METOJUYECKOro O00EeCIeUeHHUs
OCYIIECTBJICHUS] BHYTPEHHETO KOHTPOJIS

PA3EJ 3. MECTO AUCLIUILTAHBI B CTPYKTYPE
OBPA30BATEJBHOI ITPOrPAMMBI

Juctunnmna OCHOBBI JIEJIOBOM TOKyMEHTAallMd M JIEJIONPOM3BOJCTBA B OpraHU3alUuu
BXOJIUT B COCTaB O0S3aTeNbHBIX JTUCIHUIUIMH YacTH, (QopMupyemMol  ydaCTHHUKaAMHU
o0pa3oBaTenbHbIX OTHOIICHUN Osoka 1 «Jlucuumiuael (MOIyNN)» OCHOBHOU MpodeccnoHanbHOM
oOpa3oBaTenbHON MporpamMmbl 1o HarpasieHuio moarotoBku 38.03.02 MenemxmeHnT (YpoBeHb
OakajaBpuaTa).

B meroamueckoM milaHe JaHHAs AMCUUILUIMHA OIMPACTCS HA 3HAHUS, IMOJNyYEHHBIC IPH
W3YYEHUH CJCAYIOMMX Yy4YeOHBIX MOUCHUIUIMH: «MHKPOIKOHOMHKAY, «MaKpOIKOHOMUKA,
«DuHaHCH U Ap.

VYka3aHHbIE CBSI3M U COJAEpKaHHE ITUCHUIUIMHBI OCHOBBI JE€TOBOM JOKYMEHTAlluu |
JETONIPOM3BOACTBA B OpTaHU3alMHM JAal0T OOYYAIOMEMYCSl CHUCTEMHOE TIPEACTaBICHUE O
KOMIUIEKCE U3Yy4aeMbIX JUCHUIUIMH B cooTBeTcTBUM ¢ PI'OC BO, uyro obecrneunBaeT
COOTBETCTBEHHBI TEOPETHUYECKUII YPOBEHb M TPAKTHUYECKYIO HAIPABICHHOCTh B CHCTEME
oOyueHusi Oynymield JeATenbHOCTH OakajaBpa Mo HampaBieHutro mnoaroroBku 38.03.02
MeHemKMEHT.

PA3JEJ 4. OBBEM (TPYJOEMKOCTbD) JUCIUILIUHBI
(OB1IASL, IO BUJAAM YUEBHOM PABOTbI, BUJAM IPOMEKYTOUHOM ATTECTALIVH)
Tpya1oeMKOCTh TUCHUILJIMHBI M BUAbI Y4e0HOI padoThI

Tabnuya 4.1
HA 04HOI1 (popMe 00yUeHH S
3.| Beer KonrakTHas paboTa Yace1 CP | Mua | Kontpon
0 SansTus | 3aHATHA ceMuHapckoro thmna | KonrtakTHa Ha aCP | b
44CO| 1 eKIHOHHOT g paboTa | IOJArOTOBK
0 THUIa o y Kyp.pao.
KYpCOBOM
£a60paT0pHLI [TpakTuueckue pabore
CEMHHApPCKU
e
7 cemecTp
1 72 16 18 36 2
3a4er
Bcero no nucraninae
i 721 16 | \ 18 \ | 36 | 2
Tabnuya 4.2

Ha 3204HOH popMe 00yUeHHs

| 3.e.| Beero | KonraktHas paboTa | Yacet CP | Wuas | KoHTponb




YaCOB | 3ausaTus 3aHATHSI CEMUHAPCKOTO KonTakr Ha CP
eKIMOHH TUMA Hast MOJATOTO
Oro THIa padora BKY
Jlaboparop [[IpakTudeckue/ 1o Kyp-pab.
HBIE CEMHHapCKHe KXYpeoBo
i pabote
7 ceMecTp
2l 72| a4 4 62 2
3auer
Bcero no nucnumninze
3] 72| 4 | 4 | | 62 2
CPYKTYPA U COAEP KAHUE JUCIHUITJINHBI
Ilepeuenn pa3aenoB (MoayJieii), TeM JUCUMIJIMHBI M pacnpeiesieHue y4e0Horo
BpeMeHH 1o pa3jaesamM\reMaM JHCHHIUIMHbI, BUIAM Y4eOHbIX 3aHSITHIi (B T.4.
KOHTAKTHOMH padoThl), BUAaM TeKYIIero KOHTPOJIs
Tabnuya 4.3
HAa 0YHOH (popme 00yUeHHsI
KonrtakTHas padota
3aHsaTus
Tembi\ CeMHHAPCKOTO Yacer CP Ha nas Beero
pasaensi(m 3aHsATUs — KonTakTH | IOATOTOBKY CP KonTpons 4ACOR
OJlyJIN) JICKITAOHHOT ast pabora Kyp.p-
0 TUIa o Kyp.p.
JIab.p Hpar.
/ceM.
Tema 1.
Opranusan
WOHHBIE
OCHOBBI
JIEJIOTIPOU3 2 2 6 10
BOJICTBA.
bnanku
JIOKYMEHTO
B.
Tewma 2.
Opranusan
HMOHHO-
pacropsu 2 2 6 10
TeTbHAS
JIOKyMEHTa
sl
Tema 3
CnpaBouH
o-
uipopMman 2 2 6 10
MOHHAs
JOKyMEHTa
sl
JlenoBas




nepenrcka

Tema 4.
Pacnopsian
TEIbHBIE U
opraHu3ar|
HOHHBIE
JIOKYMEHT
B

10

Tewma 5.
Opranuzan
us
JIOKYMEHTO
obopora,
peructparg
170787
KOHTPOJIS
JIOKYMEHTO
B

10

Tema 6.
Opranuzai
us
orepaTUBH
oro
XpaHEHUs
JOKYMEHTO
B.
dopmupos
aHue Jen.

10

Tema 7.
IToaroroBk
a
JIOKYMEHTO
B K
MOCEAYIO
111(S)7
nepeaadu
B apXUB
WK Ha
YTHJIM3ALU
10

10

3a4€T

Bcero
qacoB

16

18

36

72

HA 3204HOiI1 ¢opme 00ydeHHs

Tabnuya 4.4

TembI\

pazaenbi(MOIYIIH)

KonraktHas pabora

3auaTus
JIEKIITMOHHOTO
THOA

3auaTus
CEMHUHAPCKOTO
THIIA

Kouraktaas
pabora 1o

Kyp.p.

Yacel CP
Ha
MOATOTOBKY

KYp.p.

Nuasa
CP

KonTpons

Bcero
4acoB




JIab.p

[Tpak.

/ceM.

Tema 1.
Opranu3zaiuoHHbIe
OCHOBEI
JIeI0NPOU3BO/ICTBA.
bnanku
JIOKYMEHTOB.

10

10

Tema 2.
Opranu3alnuoHHO-
pacnopsiauTeabHas
JIOKYMEHTAITHSI.

10

10

Tema 3 CpaBouHO-
UH(POPMALIMOHHAS
JIOKYMEHTAIHSI.
Jenopas
nepernucKa.

13

Tema 4.
Pacniopsiautenbabie
n
OpraHu3aIHOHHBIE
JIOKYMEHTBI.

10

10

Tewma 5.
Opranu3zanus
JIOKYMEHT0000poTa,
pEerucTpamuu u
KOHTPOJIA
JIOKYMEHTOB.

Tewma 6.
Opranu3zanust
OIIEpaTUBHOTO
XpaHEHUus
JIOKYMEHTOB.
dopmHpoBaHHE
JElL.

Tema 7.
ITonroroBka
JIOKYMEHTOB K
R D13% 011 &7
nepeaur B apXuB
WK Ha
YTHJIN3AIUIO

10

3auer

Bcero yacos

4 62 2

72

Tabnuya 4.7

Conep:xkanue pa3ienoB JTUCUUIIIHHbBI

HaumenoBanue
pasnaena \TeMbl

AUCHHUILTHHBI

Conep:xanue pa3jena IMCHUILIUHBI




Tema 1. OpranuzanOHHbIE
OCHOBBI JIEJIONTPOU3BO/ICTBA.
bianku 1OKyMEHTOB.

YHuUKanusa U cTaHAapTU3anus AeJI0Boi qokymeHTanuu. CnoBaphb-
MHHHMYM T€PMUHOB U omnpeeneHuid. OO1e HOpMBI U TpaBuIIa
oopmieHns JOKYMEHTOB (pa3Mepsl Oymaru, rmoseil, Hymepauus CTpaHHIl 1
T.J.) IPUMEHSIEMOE B ICTIOIPOU3BOJICTBE.

Tema 2. OpranusanoHHo-
pacnopsiIuTenbHas
AOKYMCHTAaI M.

Knaccudukanus nenoBoit nokymenrtanun. [IpaBuna opopmieHust peKBU3UTOB
OJlaHKa U UX PaCIOJIOKEHHs Ha CTaHAApTHOM (hopmare Oymaru, pasmepbl
noseit. opmysip- oOpaszel rpynibl JOKYMEHTOB, TPUHAAJIEKAITUX K OJTHON
cucteme. [IpoexktupoBanue 61aHKOB TOKYMEHTOB opranusanuu. Cocras,
odopmIieHre, U3TOTOBJICHNE, XPaHCHHE OJIAaHKOB OpraHu3anuu. biank
JOKYMEHTA: TIOHATHE, HA3HAYCHUE, BUIbI 0J1aHKOB (001uii OJ1aHK, OJaHK
nMchMa, OJJaHK KOHKPETHOTO BUAA TOKyMeHTa (KkpoMe nuchma). CocTas,
odopmiieHHe PeKBU3UTOB OJ1aHKa. OCOOEHHOCTH S3bIKA CITY)KEOHBIX
nokymeHnToB. Kommosunus qokymenta. CTpykTypHbie ommOku. HeymectHoe U
HEONpaBJaHHOE yNOTpeOIeHHe HHOCTPAHHBIX CIIOB.

Tema 3 CnpaBouHo-
nH(pOpPMaOHHAS
nokyMmeHTanus. [lenosas
nepernucka.

@ukcanus (ONUcaHUe) JOKAIBHBIX IPABUII, HOPM, [TOJIOXKEHUH,
ONPEIEIAIONINX CTaTyC OpraHu3aluu, €€ CTPYKTYpY, IITATHYIO YUCIECHHOCTh
Y JOJDKHOCTHOM COCTaB, KOMIIETCHIIMH JIOJDKHOCTHBIX JIUI] M CTPYKTYPHBIX
Mo/ipa3aesieHui, GyHKIIMOHAIBHOE COJIEpyKAaHUE JIeATEIbHOCTH OPTaHUu3aluu
B 1LIEJIOM, €€ MOPA3CICHUI 1 paOOTHUKOB, X MpaBa, 00I3aHHOCTH,
OTBETCTBEHHOCTbH U Jp., B OPraHU3allMOHHO-PACIOPAIUTEIbHBIX JOKYMEHTaX
opranuzanuu. CTpyKkTypa, Ha3HauYeHUe, OPAI0K pa3pabOTKH, COTIACOBAHMS
u yrBepxkeHus [IpaBuil BHyTpeHHEro Tpy10BOro pacnopsaka, [lonoxenus o
nepconaie, [1onoxeHus o CTpyKTypHOM NOAPA3AEIEHUH, [JOIKHOCTHOM
nHcTpykuuu. llltatHoe pacnycanne Kak NepBUYHbBIN YUYETHBIN JOKYMEHT I10
yudety kajapoB. O3HaKOMIIEHHE PAOOTHUKOB C JIOKaJTbHBIMU HOPMATUBHBIMU
aKTaMH OpraHu3anyu. Bunbl u HazHaueHUue HHGOPMAITMOHHO-CITPABOYHOM
JOKYMEHTAIuu 1o kKaapam. [lopsaok odhopmiieHNs, OCHOBHBIC PEKBU3UTHI U
MPaBONPUMEHUTENbHAS IPAKTUKA HCIIOIb30BAHMS TOKIAIHBIX, CITY>KEOHBIX U
OOBSCHHUTEINIBHBIX 3aMTUCOK, TTPEICTABICHUM, TPEAJIOKEHUH, 3asBIICHUM,
aKTOB, CIIPaBOK U Jp. B KAU€CTBE OCHOBAHUM ISl IPUHATUHN PELICHUN B
ctepe ynpapieHUs IEPCOHATIOM OpPraHU3aIuu

Tema 4. PacniopsinurenbHbie
1 OpraHU3allMOHHbIE
JOKYMEHTBI.

Opranu3annoOHHO-PACIOPAIUTENBHBIE TOKYMEHTHI: MIOHATUE, HA3HAUYEHUE,
OCHOBHBIE BH/IbI (OpraHU3al[MOHHBIE, PACTIOPSIAUTEIbHBIE, CTIPABOYHBIE).
OpranuzannoHHbIE JOKYMEHTHI: YCTaB, IIOJOKEHUE, CTPYKTYpa U IITaTHAs
YUCIIEHHOCTb, IITATHOE PAaCIUCaHUE, TPABUJIA, TOJDKHOCTHAS HHCTPYKLIUS,
UX Ha3HauYEHUE, XapaKTepUCTUKA U COCTaB, TPeOOBaHUS K 0(hOPMIICHUIO,
MOPSIAOK YTBEPXKACHUS. PacniopsiUTENbHbBIE TOKYMEHTHI: TIOCTAHOBJICHHE,
IIPUKa3 (110 OCHOBHOM JIEATENBHOCTH U 10 JINYHOMY COCTAaBY),
pacnopsiKeHHe, COBMECTHBIN PaCOPSAINTENbHBIN TOKYMEHT, UX HA3HAYCHUE,
XapaKTepUCTHKA U COCTaB, TpeOoBaHuUs K oopmieHuto. CrpaBoyHO-
nH(OpMaLMOHHBIE JOKYMEHTBI: CITyKEOHbIE MUChMa, CIIPABKH, TOKIaIHbIE
3aIIUCKHU, ITPOTOKOJIBL, aKThI, 3asBJICHU, UX XapaKTEPUCTUKA U COCTAB,
TpeOoBaHUs K opopMiieHHI0. TUIBI JOKYMEHTOB: MOUIMHHUK, KOIUS,
TyOJIuKaT, BBINKMCKA, X HazHaueHue. [lopsnok oopmiieHus 1 BbLIAYH
KOMUHN U 1yOJMKAaTOB IOKYMEHTOB, BBIMHCOK U3 HUX.

Tema 5. Opranuzanus
JTOKYMEHT0000pOoTa,
perucTpaluny U KOHTPOJIA
JIOKYMEHTOB.

Perucrpanus JOKyMEHTOB: IIOHATHE, LIEIH, 3a/1a4l, MECTA PETUCTPALIUN
Pa3IMYHBIX KaTeropuil 10KyMeHToB. Cuctemsbl U GOPMbI perucTpanuu
(>kypHasIbHas1, KAPTOUHAsl, aBTOMATU3UPOBAHHAS ), UX JOCTOMHCTBA U
HegocraTku. [lokazaTenn, BBOAUMBIE B pErHCTPAIIHOHHbBIE (OPMBI.
OCOOEHHOCTH PEruCTPALUU BXOISAIINX, UCXOAAIINX U BHYTPEHHUX
NOKyMeHTOB. COCTaB BBIMOIHIEMBIX paOOT MPH OTIPABKE UCXOIAIINX
JOKYMEHTOB: IIPOBEPKA MPaBMUIbHOCTH 0()OPMIICHUS, HATTMYUS IPHIIOKEHHIH,
azpecara, COpTUPOBKa I10 afipecaraM U BUJaM OTIPABIECHUM, COCTABICHUE
OIUCH pacchbUIKU. TpaJuIIMOHHBIN CIOCOO OTIPABKU JOKYMEHTOB (TI0YTOI).




OTnpaBka JOKyMEHTOB ¢ TIOMOIIIbIO TenedoHa, pakca. Kontpospb
UCTIOJTHEHNUS IOKYMEHTOB: IOHSATHE, Ha3HaueHHe, BUAbL. [IpuHInms!
opranu3any KOHTpoJisi. CpOKH UCTIOTHEHUS: TUIIOBOW, HHIUBUAYaJIbHBIN.
TexHosorust BeieHUsI KOHTPOJISA. AHAJIN3 CIIOJIHEHHS JOKYMEHTOB B
yupexaeHuu. B3auMocBs3b perucTpanun J0KyMEHTOB U HH(POPMaIMOHHO-
crpaBo4HOU paboThl. Opranu3zanys padoThl ¢ ITOMOIIBIO CIIPABOYHBIX
KapTouek. JIoJKHOCTHBIE JIMIIA, OCYIECTBIISIONINE PETUCTPALIMIO U KOHTPOIIb
UCIIOJIHeHUS, UX (DYHKIMH U TpaBa.

Tema 6. Opranuzanus
OIIEpaTUBHOTO XPaHEHUs
nokymeHToB. opmupoBanue
Jell.

Homenknarypa aein: noustue. 3HaueHUE HOMEHKJIATYpPbI A€l s
KJaccupuKalUU JOKYMEHTOB, OIIEPaTUBHOTO XPAHEHUS U UX IIpeJl apXUBHOM
noAroToBKH. Buasl HoMenkiatyp aein. [lopsnok cocraBienus, ohopMieHus,
YTBEPXKACHUS U TPUMEHEHUS KOHKPETHOW HOMEHKIIATyphlI fen. [lopsamox
¢dopmupoBanus aen. Opranu3zanyst XpaHeHUs UCTIOHEHHBIX TOKYMEHTOB.
OcHoBHbIE TPeOOBaHUS HOPMATUBHBIX JOKYMEHTOB, PErJIaMEHTHPYIOIINX
JaHHBIN 3Tall JOKYMEHT0000poTa. OTBETCTBEHHOCTh 32 COXPAHHOCTD
JIOKYMEHTOB.

Tema 7. IToaroroska
JOKYMEHTOB K ITOCJIEIYIOLIEN
repesladyy B apXvB WM Ha
YTUIIU3AL U0

OcHOBHBIE 3Tarbl Iepeaun JOKYMEHTOB B apXUB HJIM Ha YHUYTOXKECHUE!
MOATOTOBUTENBHBIN (000CHOBaHKE BHIOOPA CIIOCO0a COXpaHEHUs WIH
YHUYTOXEHUS ITyTeM MPOBEICHUS SKCIIEPTU3bI LICHHOCTU TJOKYMEHTOB),
OCHOBHOI (ITOATOTOBKA JIeJT JJIs Mepeiadll B apXHB), 3aBEPIIAIOIINN
(mepenaya B apXuB WJIM YHUUTOXKEHHUE). DKCIEPTU3a [ICHHOCTH IOKYMEHTOB:
MOHSATHE, Ha3HaYeHHe. [[pUHIUIIBI U KPUTEPUU OTpeAeTICHUs] HAyYHOM,
HMCTOPUYECKOM U MPAKTUUECKOU IIEHHOCTU JOKYMEHTOB. DKCIIEPTHHIE
KOMHUCCHUH, UX (QYHKIIMH, TpaBa. DTallbl MPOBEACHUS SKCIIEPTHU3BIL.
OdopmieHne pe3ybTaToB 3KCTIepTU3bl. CPOKH XpaHEHUS JIOKYMEHTOB.
[lepeunu TOKYMEHTOB € yKa3aHUEM CPOKOB XpaHEHUS, UX BUbI, HA3HAUCHUE,
cxembl noctpoenus. [lopsaok nepenayu Aes B apXuB WIN YHUUTOKECHHS
TOKyMeHTOB. TpeboBaHus K 0(OPMIICHHIO JIe MOCTOSHHOTO, BPEMEHHOTO
CPOKOB XpaHEHHUS U T10 JITYHOMY cocTaBy. [IpaBuia ohopmiienus u
cocraBieHus onucH aen. [lopsanok nepeaauu nen B apxuB. ApXHB: TOHSTHE,
Ha3HaveHue. Buapl apXuBOB: TOCYIapCTBEHHBIC, BEJOMCTBEHHEIE,
00BEIMHEHHBIE BEIOMCTBEHHbBIE, 00beTHHEHHBIE MEKBETOMCTBEHHBIE TTO
JIUYHOMY COCTaBy. ApXuBHbIE (DOHBI: TOKYMEHTAIbHBIN, TOCYIapCTBEHHBII.

3AHATUA CEMUHAPCKOI'O THUITA
AJIsi 04HOM (popMBI 00yUeHHS

Cemunapc:cue 3anamun

OO01mre peKOMEHAI|H 10 TIOJITOTOBKE K CEMUHAPCKHUM 3aHSITHSIM:
1. Tlo3HaKOMHUTKCS C pEKOMEHIOBAHHOM JINTEPATYPOI;
2. PaccMoTpeTh pa3iiuHbIe TOYKH 3PEHUS 10 BOIIPOCY;
3. Bwimenuts npoOneMHbIe 001acTH;
4. CdopmynupoBaTh COOCTBEHHYIO TOUKY 3PCHUS;
5. IlpegycMoTpeTh CHIOpHBIE MOMEHTHI U CHOPMYIUPOBATH JUCKYCCHOHHBIN

BOIIPOC.

AJIs1 04HOI (popMBbI 00yUECHUS

Tema 1. Oprann3zaniuoHHbIE OCHOBBI 1€JIONPOU3BOACTBA. BiIaHKH 10OKYMEHTOB.




1. YHudwukamms u cTangapTU3AIM 1EI0OBON JOKYMEHTAIHH.

2. CnoBapb-MUHUMYM TEPMHUHOB U OTIPEACICHUH.

3. Obmue HOpMBI W TpaBuiIa o(GOpMIICHHS JOKYMEHTOB (pa3Mephl Oymaru, IOJeH,
HyMepaIus CTPaHUIl ¥ T.J.) IPUMEHSIEMOE B IEJIONPOU3BOICTBE

OcHosHnas n1umepamypa

DJIEKTPOHHOE MTPABUTENBCTBO. DJICKTPOHHBINA JOKYMEHTO000POT. TepMUHBI U

onpeneneHus : yued. mocodbue / C.10. Kabamos— M.: UTHOPA-M, 2019. — 320 c.

— (Bricmiee oopa3oBanue: bakanaBpuar). - Pexxum nocryna:

https://znanium.com/read?id=333614

OcHOBBI JIeTIOBOH (CITy>KeOHO ) MUCBMEHHOU peuu B cepe yrnpaBieHus : yueo.

nocobue / C.}O. Kabamos. M.: UH®PA-M, 2019. — 163 c. + Jlomn. maTepuaibt

[DnexkTpoHHEI pecypc; Pexxum noctyma: http://www.znanium.com]. — (Beicmiee

oOpasoBanue: bakanaBpuar). —

www.dx.doi.org/10.12737/textbook 5bd2d52ef2e4e4.18824396. - Pexum nocryma:

https://znanium.com/read?id=335870

Jononnumensnan rumepamypa

KondunennuanbHoe  IENONPOU3BOJACTBO M 3AIIUIICHHBIA  3JCKTPOHHBIN

nokymentoobopot : yueonuk / H. H. Kynsies, A. C. Iémymkun, T. B. Konnpamiosa,

A. T. ®abpuunoB ; nmox odmr. pen. H. H. Kynsesa. - 2-e u3z., nepepab. u gorm. -

Mocksa : Jloroc, 2020. - 500 c. - (HoBas yHuBepcuterckas Oubmuoreka). - ISBN

978-5-98704-711-8. - Tekct : anekTpoHHbIH. - https://znanium.com/read?id=367431

JlenmoBoe muchbMo: y4eOHO-CIpaBOvYHOE Tocobue i OakanmaBpoB / aBT.-cocT. 1. H.

Ky3znenos. 10-e uzn., nepepad. - Mocksa : JlamkoB u K, 2020. - 161 c. - ISBN 978-

5-394- 03842-6. - Tekcr : anekTponHbIi. -https://znanium.com/read?id=358429

Tema 2. Oprann3auHOHHO-PACTOPAIUTETbHAS TOKYMEHTALMA.
1. ITogcucremsl nenoBoit nokymenrtanuu. [lonsarue «JlokyMeHTHpOBaHUEY.
2.Ilonsitue: "pexkBu3uT" nokymeHTa. CocTaB MOCTOSIHHBIX M NEPEMEHHBIX PEKBU3UTOB
OpraHU3aIIOHHO- PACTIOPIUTEIbHON TOKYMEHTALINH.
3. HopmaTUBHO-TIpaBOBBIE AaKTHI, PETYIUPYIOIIAE JOKYMEHTAIIMOHHOE obOecredeHune
yIpaBlICHHS.
4. CoBpeMeHHbIE TPeOOBaHUS K SA3bIKY U CTHIIIO YIIPaBICHYECKUX IOKYMEHTOB.
Ocnosnas numepamypa
DNEeKTPOHHOE MPaBUTENBCTBO. DJIEKTPOHHBIN TOKYMEHTOO00pOT. TepMHUHBI
onpexaenenus : yue0. mocooue / C.1O. Kabamos— M.: UHOPA-M, 2019. — 320 ¢c. —
(Beicmiee oopazoBanue: bakanaspuar). - Pexxum gocryna:
https://znanium.com/read?id=333614
OcHOBHI J1€7T0BO# (CITy’)keOHOM) TUCEMEHHON peun B chepe ynpaBieHus : yueo.
nocodue / C.10. Kabamos. M.: UHOPA-M, 2019. — 163 c. + [lomn. matepuaisl
[DnexTponHbIi pecypc; Pexum goctyna: http://www.znanium.com]. — (Bsicmiee
obpa3oBanue: bakanaBpuar). —
www.dx.doi.org/10.12737/textbook_5bd2d52ef2e4e4.18824396. - Pexxum nocryma:
https://znanium.com/read?id=335870
Jononnumenvnan r1umepamypa
KondunennuaabHoe  IeNONPOU3BOJACTBO M 3AIIMUICHHBIA  3JIEKTPOHHBIH
nokymeHnToobopor : yueOnuk / H. H. Kynses, A. C. Iémymkun, T. B. Konapamosa, A. T
®abpuynoB ; nmox obul. pen. H. H. Kynsesa. - 2-e u3z., nepepad. u gon. - Mocksa : Jloroc,
2020. - 500 c. - (HoBas ynuBepcuterckas 6ubiamnoreka). - ISBN 978-5-98704-711-8. - Tekct
: QIIEKTPOHHBIH. - https://znanium.com/read?id=367431
HenoBoe muchbMo: yueOHO-CIIpaBOYHOE Mmocobue ais OakanaBpoB / aBT.-cocT. . H.
Kysnenos. 10-e uzn., nepepad. - Mocksa : Jlamkos u K, 2020. - 161 c. - ISBN 978-5-394-
03842-6. - Tekcr : anmexTpoHHbIA. -https://znanium.com/read?id=358429


https://znanium.com/read?id=333614
https://znanium.com/read?id=335870
https://znanium.com/read?id=367431
https://znanium.com/read?id=333614
https://znanium.com/read?id=335870
https://znanium.com/read?id=367431

Tema 3 CnpaBouHo-uHpopMaunoHHasi JoOKyMeHTanus. /le1oBasi mepenucka.

1. Oprann3anvoHHbIE JOKYMEHTBI IPEAPUATHSL.

2. PacnopsinurenbHble  JOKYMEHTBHI MPEANPUATHSA: TPUKa3bl IO OCHOBHOU
JESTEeIbHOCTH; PACTIOPSHKEHUS, PEILICHHS.

3. HudopManmoHHO-CIIpaBOYHbIE JOKYMEHTBI: IPOTOKOJBI, TOJHAs W KpaTKas
dopma ux opopmIiIeHHS.

4. VHdpopMamoHHO-CIIPAaBOYHBIE JIOKYMEHTBI: aKThI, CIIy>)kKeOHbIe u
OOBSICHUTENIbHBIC ~ 3allUCKW;  CHPABKU;  CIY)XKEOHBbIE JIOBEPEHHOCTH; IHCbMA, HX
KJaccuuKalus, CTpyKTypa, CTaHapTHbIe (ppa3bl U BbIPAKEHUS

Ocnosnas numepamypa

DIEKTPOHHOE MPABUTEIBCTBO. DJIEKTPOHHBIN TOKYMEHTO000pOT. TepMuHBI 1
omnpenenenus : yuaebd. nocodue / C.10. Kabamos— M.: THOPA-M, 2019. — 320 c. —
(Beicmiee oopazoBanue: bakanaspuar). - Pexxum gocryna:
https://znanium.com/read?id=333614

OCHOBHI J1e7T0BO# (CcITy’)keOHOM) TUCBMEHHOW peur B chepe ynpaBieHus : yueo.
nocobue / C.10. Kabamos. M.: UHOPA-M, 2019. — 163 c. + [lon. marepuanst
[DnexkTpoHHBIH pecypc; Pexxum nocryma: http://www.znanium.com]. — (Beiciiee
oOpa3oBanue: bakanaBpuar). —
www.dx.doi.org/10.12737/textbook_5bd2d52ef2e4e4.18824396. - Pesxum nocryma:
https://znanium.com/read?id=335870

Jlonoanumensvnan numepamypa

KonpuaeHnuansHoe  IEIONPOW3BOJACTBO M 3AIIUIICHHBIA  3JIEKTPOHHBIN
nokymentoobopot : yueOnuk / H. H. Kynses, A. C. JIémymxkun, T. B. Konngpamosa, A. T
®abpuunos ; o oomr. pen. H. H. Kynsesa. - 2-e usn., nepepab. u mgon. - Mocksa : Jloroc,
2020. - 500 c. - (HoBas ynuBepcurerckas oubnuoreka). - ISBN 978-5-98704-711-8. - Teker
: aIeKTpOHHBIN. - https://znanium.com/read?id=367431

JlenoBoe mucbMo: yueOHO-CIpaBOYHOE Tocobue s O6akanaBpos / aBT.-cocT. U. H.
Kysnenos. 10-e uzn., mepepad. - Mocksa : Jlamkos u K, 2020. - 161 c. - ISBN 978-5-394-
03842-6. - Tekcr : anekTpoHHBIi. -https://znanium.com/read?id=358429

Tema 4. Pacnopsizute/ibHbIE€ M OPraHNU3ANHOHHBIE TOKYMEHTbI

1. [ToHATHS TOKYMEHTOOOOPOT M OpraHU3AIMS TOKYMEHTO000pOTa.

2. HopMaTuBHO-MeTOAMYECKas perjlaMeHTalus JOKyMEHT0000poTa.

3. OcHOBHBIE TIpaBUIIa OPTAHU3AINH JOKYMEHTOO00POTa Ha IPEATPUSITHH.

4. KauecTBEHHbIE XapaKTEPUCTHKHU IOKYMEHTOO0O0pOTA.

5. Kiaccudukanus  ITOKyMEHTOMOTOKOB: TOPHU3OHTAJbHBIC, BEPTUKAJIBHBIE,
BOCXOJISIIINE, HUCXOSAIINE, BXOSAIINE, UCXOASIINE U BHYTPEHHHE.

6. [Toxcuer o6beMa TOKYMEHTOOOOPOTA
Ocnoenas numepamypa
DNEKTPOHHOE NMPABUTENIBCTBO. DIEKTPOHHBIN JOKYMEHTO000pOT. TepMUHBI U OlpeeneHus
: yae6. mocobue / C.}O. Kabamos— M.: UHDPA-M, 2019. — 320 c. — (Bricmiee
obpasoBanwue: bakanaspuar). - Pexxum goctyna: https://znanium.com/read?id=333614
OcHOBBI J1eTI0BOH (CITy:ke0HOM ) MUCHMEHHOU peuu B cdepe yrnpasieHus : yuel. mocobue /
C.IO. Kabamos. M.: UH®PA-M, 2019. — 163 c. + [lomn. matepuansl [ DneKTpOHHBIN
pecypc; Pexxum gocryma: http://www.znanium.com]. — (Briciiee o6pa3oBanue:
bakanaBpuar). — www.dx.doi.org/10.12737/textbook _5bd2d52ef2e4e4.18824396. - Pexum
nocryma: https://znanium.com/read?id=335870
Jlononnumensnasn n1umepamypa
KondunenmnuanbHoe 1e100pOU3BOICTBO U 3aIMIICHHBIH 3J1€KTPOHHBIA JOKYMEHTOOO0POT :
yuebnuk / H. H. Kynses, A. C. Iémymkun, T. B. Konapamosa, A. I'. ®abpuunoB ; mnoa
obmr. pen. H. H. Kynsiesa. - 2-e u3a., nepepad. u mon. - Mocksa : Jloroc, 2020. - 500 c. -
(HoBass ynuBepcurerckas OuOmmoreka). - ISBN 978-5-98704-711-8. - Tekct
ANIEKTPOHHBIN. - https://znanium.com/read?id=367431


https://znanium.com/read?id=333614
https://znanium.com/read?id=335870
https://znanium.com/read?id=367431
https://znanium.com/read?id=333614
https://znanium.com/read?id=335870
https://znanium.com/read?id=367431

JlenoBoe mHUCHMO: ydeOHO-CIpaBOYHOE IMocobue s OakamaBpoB / aBT.-coct. M. H.
Kysnenos. 10-e uzn., nepepad. - Mocksa : Jlamkos u K, 2020. - 161 c. - ISBN 978-5-394-
03842-6. - Tekcr : anmexTpoHHbIA. -https://znanium.com/read?id=358429

Tema 5. Opranuzanusi J0KyMeHTO000pPOTA, pErucTpalluy U KOHTPOJIsi JOKYMEHTOB.

1. Dranel paboOThI ¢ BXOAAMMMH JOKYMEHTaMHU.

2. Pabora ¢ ucxoaamummMu JOKyMEHTaMH.

3. TexHonorus paboThl C BHYTPEHHHUMHU JOKYMEHTAMH.

4. VYmpaBieH4YecKue JIOKYMEHTBHI M TMOPSJIOK PETUCTPAllMU YIPABICHYECKOTO
JTOKYMEHTA.

7. Buaipl KOHTPOJISL UCTIOTHEHUSI IOKYMEHTOB M OIEpAIMH 110 KOHTPOJIIO UCIIOIHEHUS
JTOKYMEHTOB.

Ochnoenaa numepamypa

DNEeKTPOHHOE MPABUTEIIBCTBO. DIEKTPOHHBINA JOKYMEHTO000pOT. TepMUHbI 1
onpeneneHus : yued. mocooue / C.10. Kabamos— M.: UTHOPA-M, 2019. — 320 ¢. —
(Beiciiee oopazoBanue: bakanaspuar). - Pexxum gocryna:
https://znanium.com/read?id=333614

OcHOBBI J1€TTOBOH (CITy>keOHO# ) MMCEMEHHOU pedun B cdepe yrpaBieHus : yueO.
nocobue / C.10. Kabamos. M.: UHDOPA-M, 2019. — 163 c. + [lon. MmaTepuansl
[DnmexTpoHHEIH pecypc; Pexxum nocryma: http://www.znanium.com]. — (Bricmiee
oOpasoBanue: bakanaBpuar). —
www.dx.doi.org/10.12737/textbook 5bd2d52ef2e4e4.18824396. - Pexxum noctyma:
https://znanium.com/read?id=335870

Jlononnumensnasn n1umepamypa

KonduaennuansHoe  IeNIONPOM3BOJACTBO M 3AlIUIICHHBIH  DJIEKTPOHHBIM
nokymentoobopot : yueOnuk / H. H. Kynses, A. C. JIégmymkun, T. B. Kongpamosa, A. T
®abpuunoB ; noa odbur. pen. H. H. Kynsesa. - 2-e uzn., nepepab. u non. - Mocksa : Jloroc,
2020. - 500 c. - (HoBas ynuepcuterckas 6ubimnoreka). - ISBN 978-5-98704-711-8. - Tekct
: QIIEKTPOHHBIH. - https://znanium.com/read?id=367431

HenoBoe nmuchbmo: yuyeOHO-CIIpaBOYHOE 1mocobue ais OakanaBpoB / aBT.-cocT. . H.
Kysnenos. 10-e uzn., nepepad. - Mocksa : Jlamkos u K, 2020. - 161 c. - ISBN 978-5-394-
03842-6. - Tekcr : anekTpoHHsIi. -https://znanium.com/read?id=358429

Tema 6. Opranu3anusi onepaTUBHOI0 XpaHeHus T0KyMeHTOB. @opMupoBaHue aeJ.

1. Homenknatypa 1en: MOHsATHE. 3HAuU€HHWE HOMEHKJIATyphl AeN Ul Kiaccu(UKaluu
AOKYMCHTOB, OIICPATUBHOI'O0 XpaHCHHUA U UX NPE apXI/IBHOfI IIOATOTOBKH. BI/II[I)I HOMCHKIJIATYyp
Jel.

2. Tlopsimox cocTaBiieHUs, OQOPMIICHMS, YTBEPXKICHHS M NIPUMEHEHUS KOHKpPETHOMU
HOMEHKJIATypHI Jedl.

3. Iopsimox popMupoOBaHUS JIe.

4. OpraHuzanysi XpaHEHHUs MCIOJHEHHBIX JTOKyMEeHTOB. OCHOBHbIE TpeOOBaHUS K
TOKYMEHT0000pOoTy. OTBETCTBEHHOCTD 32 COXPAaHHOCTh IOKYMEHTOB.

Ocnosnas numepamypa

DNEKTPOHHOE MPaBUTENILCTBO. DJIEKTPOHHBIN TOKYMEHTOO00pOT. TepMHUHBI 1
omnpenenenus : yuebd. nocodue / C.10. Kabamos— M.: THOPA-M, 2019. — 320 c. —
(Beicmiee oopazoBanue: bakanaspuar). - Pexxum qocrymna:
https://znanium.com/read?id=333614

OcHOBHI J1€7T0BO# (CITy’)kKeOHOM) TUCEMEHHOW peur B cpepe yrmpaBieHus : yueo.
nocodue / C.1O. Kabamos. M.: UHOPA-M, 2019. — 163 c. + [lon. matepuanst
[DnexTponHEIi pecypc; Pexum goctyna: http:// www.znanium.com]. — (Bsicmiee
obpa3oBanue: bakanaBpuar). —
www.dx.doi.org/10.12737/textbook _5bd2d52ef2e4e4.18824396. - Pesxxum gocTyma:
https://znanium.com/read?id=335870

Jlononnumensnasn r1umepamypa


https://znanium.com/read?id=333614
https://znanium.com/read?id=335870
https://znanium.com/read?id=367431
https://znanium.com/read?id=333614
https://znanium.com/read?id=335870

Konduaenmnuanpaoe JIETTONTPOU3BOICTBO u 3aIUIIEHHBINA 3JIEKTPOHHBIN
nokymentroobopot : yueOnuk / H. H. Kynses, A. C. [Iégmymkun, T. B. Konngpamosa, A. T'.
®abpuunos ; mox obur. pea. H. H. Kynsiera. - 2-e u3z., nepepad. u mon. - Mocksa : Jloroc,
2020. - 500 c. - (HoBas ynuepcuterckas 6ubnmoreka). - ISBN 978-5-98704-711-8. - Tekct
: ayeKTpoHHBIH. - https://znanium.com/read?id=367431

JlenoBoe mucbMoO: yueOHO-CIpaBOYHOE TTocobme s O6akanaBpos / aBT.-cocT. U. H.
Kysnenos. 10-e uzn., mepepad. - Mocksa : [lamkos u K, 2020. - 161 c. - ISBN 978-5-394-
03842-6. - Tekcr : anekTpoHHsIi. -https://znanium.com/read?id=358429

Tema 7. IloaroroBka AOKYMEHTOB K MOCJeIyIOLlell nepeaayd B apXuB MJIM Ha
YTHJIM3AIUI0

1. ®opMupoBaHue JeN B OpraHU3alMAX pPa3IMYHbIX YPOBHEH yIPaBICHHUS.

2. llpaBuina popMUPOBAHUS PA3IUYHBIX KATETOPHA JJOKYMEHTOB B JIEJIa.

3. TpeboBaHMs K COCTABICHUIO HOMEHKJIATYPHI A€, UX PErilaMeHTaIusi B HOPMaTHBHO-
METOAMYECKUX MaTepHaliax.

4. Tlopsamok odopMIIeHHUS, COTJIACOBAHUS M YTBEPXKICHHUS HOMEHKIATYpbl aen. Cpoku
XpaHCHHUS JOKYMEHTOB.

5. Hcnonp30BaHME HOMEHKIJIATYPHI JIe B ONEPATHBHOM XPaHEHHH M BEIOMCTBEHHOM
apXxuBe.

OcHoenas numepamypa

DNEKTPOHHOE MPABUTEIILCTBO. DJIEKTPOHHBIN JOKYMEHTO000pOT. TepMUHbI 1
ompeneneHus : yaed. nocodue / C.10. Kabamos— M.: UTHOPA-M, 2019. — 320 c. —
(Boicuiee oopa3zoBanue: bakanaBpuar). - Pexxum nocryna:
https://znanium.com/read?id=333614

OcHoBBI 1€70BO (ClTy>ke0HOI1) MUCEMEHHOM peun B cdepe yrnpaBieHus : yueo.
nocobue / C.10. Kabamos. M.: UHOPA-M, 2019. — 163 c. + [lon. marepuanst
[DnexkTpoHHBIH pecypc; Pexxum nocryma: http://www.znanium.com]. — (Beiciiee
oOpa3oBanue: bakanaspuar). —
www.dx.doi.org/10.12737/textbook_5bd2d52ef2e4e4.18824396. - Peskum goctyma:
https://znanium.com/read?id=335870

Jononnumensnasn r1umepamypa

KonduaennuaibHoe  IEIOMPOU3BOJICTBO M 3ANIUIICHHBIA  DJIEKTPOHHBIN
nokymeHtoobopot : yueOnuk / H. H. Kynses, A. C. JIégmymkun, T. B. Konzgpamosa, A. T
®abpuunoB ; ox oomr. pexn. H. H. Kynsesa. - 2-e u3n., nepepab. u jon. - Mocksa : Jloroc,
2020. - 500 c. - (HoBas ynuBepcuterckas 6ubiamnoreka). - ISBN 978-5-98704-711-8. - Tekct
: aeKTpoHHbIH. - https://znanium.com/read?id=367431

JlenoBoe mucbMo: yueOHO-CIIpaBOYHOE 1mocodue it GakanaBpoB / aBT.-cocT. M. H.
Kysnenos. 10-e uzn., mepepad. - Mocksa : Jlamkos u K, 2020. - 161 c. - ISBN 978-5-394-
03842-6. - Tekcr : anekTpoHHbIi. -https://znanium.com/read?id=358429

AJIs1 3209HOM (pOpMBI 00yUeHH S

Tema 3 CnpaBouHo-uH(popManmoHHasi AOKyMeHTanus. /le;oBasi mepenucka.

1. OpraHu3anoOHHBIE JOKYMEHTHI TPEIIPUSTHS.

2. PacnopsiiutenbHble JOKYMEHTBI NPEANPUATHS: TNPHUKa3bl IO OCHOBHOU
JESTeTbHOCTH; PACTIOPSHKEHUS, PEIICHHSL.

3. HupopmanoHHO-CIIpaBOYHBIE JOKYMEHTBI: TPOTOKOJBI, IOJIHAs M KpaTkas
¢dbopma ux opopMiIeHHUS.

4. WupopMallMOHHO-CIIPaBOYHbIE  JOKYMEHTBI: aKThI; ClIly’)keOHbIE |
OOBSICHUTENIbHBIC ~ 3allUCKW;  CIPaBKW; CIY)KEOHBIE  JTOBEPEHHOCTH; IHChMa, WX
Kiaccuukanus, CTpyKTypa, CTaHAapTHBIE (Ppasbl U BEIPAKEHUS

OcHosnas numepamypa

DNEeKTPOHHOE MPABUTEIIBCTBO. DIEKTPOHHBINA JOKYMEHTO000pOT. TepMUHbI 1
onpeneneHus : yued. mocobue / C.10. Kabamos— M.: UHOPA-M, 2019. — 320 ¢. —


https://znanium.com/read?id=367431
https://znanium.com/read?id=333614
https://znanium.com/read?id=335870
https://znanium.com/read?id=367431

(Beiciiee oopazoBanue: bakanaspuar). - Pexxum nocrymna:
https://znanium.com/read?id=333614

OCHOBHI J1e7T0BO# (CITy’)kKeOHOM) TUCEMEHHON peur B cepe ympasieHus : yueo.
nocodue / C.1O. Kabamos. M.: UHOPA-M, 2019. — 163 c. + [lon. marepuans
[DnexTponHbIi pecypc; Pexum gocryna: http://www.znanium.com]. — (Bsicmiee
obpaszoBanue: bakanaBpuar). —
www.dx.doi.org/10.12737/textbook 5bd2d52ef2e4e4.18824396. - Pexxum gocryma:
https://znanium.com/read?id=335870

Jlononnumensnasn 1umepamypa

KonpuaeHnuansHoe  IEIONPOU3BOJACTBO M 3AlIUIICHHBIA  3JIEKTPOHHBIN
nokymeHToo6opot : yueObnuk / H. H. Kynses, A. C. JIémymxkun, T. B. Konnpamosa, A. T
®abpuunoB ; ox oomr. pen. H. H. Kynsesa. - 2-e usn., nepepab. u gon. - Mocksa : Jloroc,
2020. - 500 c. - (HoBas yuuBepcurerckas o6uoimorteka). - ISBN 978-5-98704-711-8. - Tekcr
: aIeKTpOHHBIN. - https://znanium.com/read?id=367431

HenoBoe nmuchbMo: ydeOHO-CIIpaBOYHOE Mmocodue aisa OakanaBpoB / aBT.-cocT. . H.
Kysnenos. 10-e uzn., mepepad. - Mocksa : Jlamkos u K, 2020. - 161 c. - ISBN 978-5-394-
03842-6. - Tekcr : anexTpoHHbIi. -https://znanium.com/read?id=358429

Tema 6. Opranuzanusi onepaTUBHOI0 XpaHeHUs J0KyMeHTOB. @opMHUpoBaHue J1eJl.

1. Homenkmnatypa nen: moOHsATHE. 3HAUY€HHE HOMEHKJIATYpPHI AEN IS Kiaccu(UKauu
JOKYMEHTOB, OIIEpPaTUBHOIO XPaHEHUsI U UX Ipe]l apXUBHOM MOJATrOTOBKU. Buabl HOMEHKIATyp
Jell.

2. Tlopspok cocraBieHus, OQOpMICHHUS, YTBEPXKACHUS U NPUMEHEHUS KOHKPETHOMH
HOMEHKJIATYPHI JeIl.

3. Ilopsiiok GpopMUpOBaHUS JIEII.

4. Opranuzanusi XpaHEHUs HCIOJIHEHHBIX JOKyMeHTOB. OCHOBHbIE TpeOOBaHMS K
JOKYMEHTO0000pOoTYy. OTBETCTBEHHOCTb 32 COXPAHHOCTh JIOKYMEHTOB.

Ocnosnas numepamypa

DNEeKTPOHHOE MPABUTENILCTBO. DIEKTPOHHBINA JOKYMEHTO000pOoT. TepMHuHbI U
onpeaenenus : yue0. nocoodue / C.1O. Kabamos— M.: UTHOPA-M, 2019. — 320 ¢. —
(Boiciiee obpazoBanue: bakanaspuar). - Pexum nocryna:
https://znanium.com/read?id=333614

OcHOBBI 1€T0BO (CITy>ke0HOI1) MUCEMEHHOM peun B cdepe yrnpaBieHus : yueo.
nocobue / C.10. Kabamos. M.: UHOPA-M, 2019. — 163 c. + Jlon. MmaTepuansl
[DnexTpoHHBIH pecypc; Pexxum nocrymna: http://www.znanium.com]. — (Bbiciee
oOpasoBanue: bakanaBpuar). —
www.dx.doi.org/10.12737/textbook_5bd2d52ef2e4e4.18824396. - Pesxum goctyma:
https://znanium.com/read?id=335870

Jononnumensnasn r1umepamypa

Konduaenmnuanpaoe JIEJIOTIPOU3BOICTBO u 3aIUIICHHBIA BJIEKTPOHHBIN
nokymentoobopot : yueOnuk / H. H. Kynses, A. C. JIégmymkun, T. B. Konapamosa, A. T
®abpuunoB ; ox oomr. pex. H. H. Kynsesa. - 2-e u3n., nepepad. u jon. - Mocksa : Jloroc,
2020. - 500 c. - (HoBas ynuBepcuterckas 6ubnuoreka). - ISBN 978-5-98704-711-8. - Tekct
: aeKTpoHHBIH. - https://znanium.com/read?id=367431

JlenoBoe mucbMo: yueOHO-CIIpaBOYHOE 1mocodue it GakanaBpoB / aBT.-cocT. M. H.
Kysnenos. 10-e uzn., mepepad. - Mocksa : Jlamkos u K, 2020. - 161 c. - ISBN 978-5-394-
03842-6. - Tekcr : anekTpoHHsIi. -https://znanium.com/read?id=358429

Tema 7. IloaroroBka AOKYMEHTOB K MOCJeIyIOLlell nepeaayd B apXMB MJIM Ha
YTHJIM3ALHUI0

1. ®opmupoBaHue €1 B OPraHU3alUAX Pa3InYHbIX YPOBHEH yIIPaBICHHUS.

2. lpaBuna hopMupOBaHUS PA3TUIHBIX KATETOPUI JOKYMEHTOB B Jieja.

3. TpeboBaHMs K COCTABJICHUIO HOMEHKJIATYPHI A€, UX periaMeHTallsi B HOpPMaTUBHO-
METOINYECKUX MaTepHraax.


https://znanium.com/read?id=333614
https://znanium.com/read?id=335870
https://znanium.com/read?id=367431
https://znanium.com/read?id=333614
https://znanium.com/read?id=335870
https://znanium.com/read?id=367431

4. Tlopsimoxk odopMIICHHUS, COTJIACOBAHUS U YTBEPXKICHUS HOMEHKIATyphl Aeil. Cpoku
XpaHCHHUS JJOKYMECHTOB.

5. Hcnonp30BaHHE HOMEHKJIATYPHI NI B ONEPATHBHOM XPaHEHHH W BEIOMCTBCHHOM
apxuBe.

OcHosnan n1umepamypa

DNEKTPOHHOE MPABUTEILCTBO. DIIEKTPOHHBIN TOKYMEHTOO00pOT. TepMHUHBI 1
onpeneneHus : yued. mocooue / C.10. Kabamos— M.: UTHOPA-M, 2019. — 320 ¢. —
(Bricmiee oOpazoBanue: bakanaBpuar). - Pexxum nocryma:
https://znanium.com/read?id=333614

OcHOBBI 1€TT0BOM (CITy>keOHO#) MMCEMEHHOM pedu B cepe yrpaBieHus : yueO.
nocobue / C.}O. Kabamos. M.: UHD®PA-M, 2019. — 163 c. + Jlomn. maTepuaibt
[DnexkTpoHHEIH pecypc; Pexxum nocryma: http://www.znanium.com]. — (Beicmiee
oOpasoBanue: bakanaBpuar). —
www.dx.doi.org/10.12737/textbook 5bd2d52ef2e4e4.18824396. - Pexum nocryma:
https://znanium.com/read?id=335870

Jlononnumensnasn r1umepamypa

KoHduneHnuaapbHoe  JIENONPOU3BOJACTBO M 3aAIIMIICHHBIA  3JICKTPOHHBIH
nokymentoobopot : yueOnuk / H. H. Kynses, A. C. JIégmymkun, T. B. Kongpamosa, A. T.
®abpuunoB ; noa oot pen. H. H. Kynsesa. - 2-e uzn., nepepab. u npon. - Mocksa : Jloroc,
2020. - 500 c. - (HoBas ynuepcuterckas 6ubnmoreka). - ISBN 978-5-98704-711-8. - Tekct
: BJICKTPOHHBIN. - https://znanium.com/read?id=367431

JlenoBoe mucbMO: yueOHO-CIpaBOYHOE TTocoOme s O6akanaBpos / aBT.-coct. . H.
Ky3zuenos. 10-e uza., mepepad. - Mocksa : Jlamko u K, 2020. - 161 c. - ISBN 978-5-394-
03842-6. - Tekcr : anekTpoHHsIii. -https://znanium.com/read?id=358429

PA3IEJ 5. OBPA3OBATEJIbHBIE TEXHOJIOT A

B memix peanu3anMu  KOMIETEHTHOCTHOTO — IMOAXOJa B ydyeOHOM  Iporecce
MIPEeIyCMaTPUBACTCS IIUPOKOE HCIOJIb30BAHUE WHTEPAKTUBHBIX (OPM IMPOBENCHMS 3aHITUN B
COYETaHUU C BHEAYTUTOPHON pabOTOM.

B nporiecce mpenogaBanus JEKIMOHHBIM MaTteprai MPEnoHOCUTCS B UHTEPaKTUBHOM (hopMme,
B TOM YHCJIE C UCIIOJIb30BAHUEM CPEICTB MYIIbTUMEANINHON TEXHUKH.

I/IHTepaKTI/IBHbIe OﬁpaSOBaTeﬂbele TEXHOJO0I'MM,
HUCII0JIB3YyEMbIC HA AYIUTOPHBIX NPAKTUYCCKUX 3AHATUAX

Tabnuya 5.1
Ounas ¢popma 00yueHus
Hcnonb3yembie o0pasoBaTebHbIe
HaumeHnoBaHue pa3aesio, TeM Yacwpl
TEXHOJIOTHH
Tema 2. [Ipenmer u cucrema CeMHHapcKoOe 3aHATHE — «KPYTJIbIA 4
(uHaHCOBOTrO MpaBa CTOJI:
Tewma 3. [IpaBoBoe perynupoBanre | CeMHHApPCKOE 3aHATHE — «KPYTIIbIA 4
(MHAHCOBOTO KOHTPOJIS CTOJI:
Tewma 4. PacniopsiaurenbHele U CeMHHapcKoOe 3aHATHE — «KPYTJIbIA 4
OpraHMU3alIOHHBIE JOKYMEHTHI. CTOJI»:
CeMuHapcKoe 3aHATHE — «KPYTJIbIH
Tema 5. OcHOBBI HaJIOIOBOI'O IIpaBa P Py 4
CTOJDY:
Tema 7. I[IpaBoBO€ peryanpoBaHue N
. CeMHHapCcKOe 3aHATHE — «KPYTJIBbINA
(GbUHAHCOBOH AESITENTFHOCTU 6
. CTOJI»:
OpraHu3anuit
Tema 8. [IpaBoBbIE OCHOBBI CeMUHApCKOE 3aHSTUE — «KPYIJIBII 6
0AaHKOBCKOT'0 KpEAUTOBAHUS CTOJI:



https://znanium.com/read?id=333614
https://znanium.com/read?id=335870
https://znanium.com/read?id=367431

Tabnuya 5.3
3aounas popma oOyueHust

Hcnonb3yembie 00pa3soBaTebHbIe Yacol
HaunmeHnoBaHue pa3ieiioB, TeM
TEXHOJIOTHH

Tema 3. [IpaBoBO€ peryiupoBaHue N 2

CeMuHapckoe 3aHATHE —  «KPYIJIBIM
(bUHAHCOBOTO KOHTPOJIS

CTOJI»:
Tema 7. IIpaBoBO€ peryimpoBaHue CemMuHapCcKOe 3aHATHE —  «KPYIJIbIA 2
(MHAHCOBOH EATEILHOCTH OpraHU3alun CTOJI»:
Tema 8. [IpaBoBBIE OCHOBBI OAaHKOBCKOTO CeMuHapckoe 3aHATHE —  «KPYIJIBIM 2
KpeAUTOBaHUs CTOJI»:

IIpakTukym

Keiic 1

Keiic «Kmo eunosam?y

Bpl siBsieTech MHCIIEKTOPOM HAJIOTOBOTO OpraHa, U BO BpeMs IMPOBEACHUS KaMepaabHOM
npoBepku OroketHoro yupexaenus (HUM PAH) Bbl BbIsBiIsieTe 3HAUUTENbHOE YMEHbBIICHUE
HajorooOnaraeMoii 0a3pl Hajora Ha npuObUIL opraHuzamuii. [IpoBepka romoBoro OanaHca
yUpEeKIEHHUS MOKa3zajna, uyTo B cTpoke «[IpuObuib» HapacTarommm HTOroM 3a 12 wmecsieB
MOKa3aTeNb MPUOBLINA PaBHSJICS HYJIIO.

B uem, no eawemy muenuro, npuuunsl crodxcusweics cumyayuu? Kmo eunosam? Kaxue
Oeticmausl 8bl Obl NPeONPUHAIU 01 YAVHUEHUsL CUmyayuu?

PA3JEJ 6. YYEBHO-METOJAYECKOE OBECIIEYEHUE
CAMOCTOSTEJbHON PABOTBI OBYUAIOHIUXCSA MO JUCIHUATIIIMHE

Hapsmy C YTCHHUEM JICKIII/Iﬁ U MOPOBCACHUECM CCMHUHAPCKUX 3aHATHN HEOTHhEMIEMBIM
3JIEMEHTOM y4eOHOro mpoliecca sIBISIeTCS camocmosamenvhas paboma. 1lpu caMoCTOATENbHOM
paboTe 1ocTUraeTcsi KOHKPETHOE YCBOEHHE y4eOHOro MaTepuaia, pa3BUBAIOTCS TEOPETUUYECKHE
CIOCOOHOCTH, CTOJb BaXKHBIE JUIsl YCHEUIHOM MOATOTOBKM M 3alllUThl BBIMTYCKHOH paboThHI
oOyuatomierocsi.  ®opmbl  camocTOsTENbHOM  paboThl  OOydaromuiics  MOTYT  OBITh
pasHooOpa3HbIMU. CaMocTosITeNIbHAsE paboTa 00yJaroIerocsi BKIIOYaeT: U3y4eHUE ClIeUalbHOM
nuTeparypsl, 3akoHOB Poccuiickoii ®enepaiuu, OLEHKY, OOCYXJIEHHE M pPELEeH3UpOBaHHE
MyOJIMKYEeMbIX CTaTei; OTBETHl HA KOHTPOJIbHBIE BOIIPOCHI; PELICHUE 33]1a4; CAMOTECTHPOBAHHUE.
BeinonHenue Bcex BUAOB CaMOCTOSITENILHOW paOOThI YBS3BIBACTCA C M3yUYEHHUEM KOHKPETHBIX
TEM.

Tabnuya 6.1
CamocrosiTesibHas padora
HaumeHoBaHue Bonpocekl, BBIHOCHUMBbIE
pa3jaeiioB, TeM HA CAMOCTOAATEIbHOE H3yYCHHUE

Tema 1. Opranu3zaniiOHHbIE YHudukanus u craHIapTU3anus 1eJI0BOU TOKYMEHTAIUH.
OCHOBBI JICJIONPOU3BOJICTBA.
biraHKM TOKYMEHTOB.

Tewma 2. Opranu3anoHHO- Kommosurus nokymenta. CTpyktypHble omuoku. HeymectHoe u
pacnopsiAuTenbHas HEOoNpaBJaHHOE yNOTpeOIeHNe HHOCTPAHHBIX CIIOB.
JIOKYMEHTAIHSI.

O3HaKOMIICHHE pa6OTHI/IKOB C JIOKAJIbHBIMHA HOPMATHUBHBIMU aKTaMH

opranu3zauuu. Buiel n Ha3HaueHHEe HH()OPMALTMOHHO-CIIPABOYHON
Tema 3 CrpaBouHo- P 1L A hopmarg p

nH(pOpMaLMOHHAs

Y MIPaBONPUMEHUTENbHAS IPAKTUKA UCTIOIB30BAHUS TOKIIATHBIX,
nokyMeHTanus. [lenoBas o o
Hepenmcka CITYEOHBIX U OOBSICHUTEIBHBIX 3aITUCOK, TPEICTABICHUM, TTPEIJIOKEHUH,

pemnieHwuid B cepe ynpapIeHHs IEPCOHATIOM OpraHU3aIin

JTOKyMEHTAIuu 1o kaapam. [Topsgox opopmieHusi, OCHOBHBIC PEKBU3UTHI

3asBJICHUH, aKTOB, CIIPABOK U Jp. B KAY€CTBE OCHOBAHUM ISl IIPUHATUI




HaumeHoBaHue Bomnpocel, BBIHOCHMBIE
pa3iesioB, TeM HA CAMOCTOSATEIbHOE H3YYeHHE

CripaBo4HO-HH(OPMAIIMOHHBIE TOKYMEHTHI: CIy»)eOHbIE THChMa,

Tema 4. PacniopsinurenbHble | CIIPABKH, NOKJIAJHBIE 3aIIMCKHU, IIPOTOKOJIBI, AKTHI, 3asBICHUS, UX

1 OpraHU3allOHHBIE XapaKTepUCTHKA U COCTaB, TpeOoBaHus K oopmienuto. [Topsaox

JOKYMEHTBI. oopmieHus 1 BbIIAYU KOMUH U JyOJIMKAaTOB JOKYMEHTOB, BHIITMCOK U3
HUX.
TexHosorNs BeeHus: KOHTPOJIA. AHAJIN3 HCIIOJIHEHUS JOKYMEHTOB B

Tema 5. Opranusanus y4pexacHUU. B3auMOCBA3b perucTpanuu J0KyMEeHTOB U

JTOKYMEHTO0000pOoTa, MH(GOPMALMOHHO- CIIPaBOYHON paboThl. Opranusanus padboTsl C

perucTpanyu U KOHTPOJIs IIOMOLIBIO CIIPABOYHBIX KapToueK. Jl0JDKHOCTHBIE JIMLIA,

JOKYMEHTOB. OCYILECTBIISIOLINE PErMCTPALMIO U KOHTPOJIb UCTIONHEHUS, UX QyHKIMY 1
Ipasa.

Tema 6. Opranusanus OcHoBHbIE TpeOOBaHMsI HOPMATUBHBIX JOKYMEHTOB, PEIJIAMEHTUPYIOLINX

OIIEpaTUBHOT'O XPaHEHUs JaHHBIN ATaIl JOKYMEHT0000poTa. OTBETCTBEHHOCTh 32 COXPAHHOCTD

JIOKYMEHTOB. JOKYMEHTOB.

DopMHpOBaHUE JE.

Tema 7. [logroroBka ApXHUB: IOHATHE, Ha3HaUEHUE. BUIbI apXUBOB: rOCY1apCTBEHHBIE,

JIOKYMEHTOB K BEJIOMCTBEHHbIE, 00bEMHEHHbIE BEIOMCTBEHHbIE, 00BETUHEHHBIE

NOCJIEAYIOLIEN Nepeaaydn B MEXBEJJOMCTBEHHBIE 110 INYHOMY COCTaBY. ApXUBHbIE (POHIBI:

apXuB WIN Ha YTUIN3ALUIO JIOKYMEHTaJIbHBIN, TOCYapCTBEHHBIH.

6.1. Templ 3cce!

1. HopmaTuBHast OCHOBa Mpolecca JOKYMEHTUPOBAHU YIIPaBJIEHUS IIEPCOHAIOM.

2. OpraHu3alMOHHBIE KaJIpOBbIE TIOKYMEHTBI: COCTAB, COJIEPKAHUE, TOPSAOK OATOTOBKU
1 0OPMIICHHUS.

3. JIoMKHOCTHAsI UHCTPYKIMS KaK OPTaHU3allMOHHBINA KaIpOBbI IOKYMEHT.

4. TlonoxeHHe O CTPYKTYpPHOM HOJpAa3JeIEHUN KaK OpraHU3allMOHHBIM KaJpOBBIN
JIOKYMEHT.

5. JIokyMeHTHpOBaHUE MPOLIecca YBOIbHEHUS COTPYIHUKOB.

6. JlokyMeHTHpOBaHHE Mpoliecca OTKOMaHIUPOBaHUs IEPCOHAIA.

7. CocrtaB ¥ BUJbI KaJPOBOM TOKYMEHTAIIHUH.

8. AytcopcuHr u ayrctadGUHT epcoHana: MpakTHUKa npuMeHeHus. JJOKyMeHTUpOBaHUE
Iporecca NpeaoCTaBICHHsI OTIIYCKOB.

9. JlokyMeHTHpOBaHUE Mpoliecca 0POPMIIEHUS TPYAOBBIX OTHOLIEHHI.

10. TpynoBoif m0roBOp M TpPYAOBOE COIVIALIEHUE: TMOHATHE, (Qopma, Mpouesypa
o(OopMIIEHUS U 3aKITIOUYCHUSI.

11. CoBpemeHHblEe NPOrpaMMHBIE MPOAYKTHI JJsl CIYKO YIpaBlieHHs IEepCOHAIOM:
o01mast XapakTepUCTHKA.

12. Cucremarusanus 1 ONepaTUBHOE XPAHEHNE JOKYMEHTOB 110 INYHOMY COCTAaBY.

13. Peructpanus 1 KOHTPOJIb UCIIOJHEHHUS TOKYMEHTOB 110 YIIPaBJIEHUIO IIEPCOHAIOM.

14. BonbHUYHBINA JUCT: TMOHATHE, MPABOBas OCHOBA IMPEAOCTABICHHS, OCOOEHHOCTH
o(OpMIICHHUS U OTUIATHI.

15. MHCTpyKTaXX MO TeXHUKE OE30MacHOCTH: MOHSATHE, MPAaBOBas OCHOBA IMPOBEACHUS,
OCHOBHBIE BUJIbI U OCOOEHHOCTH JIOKYMEHTAJIbHOTO 0(OpPMIICHHUS.

16. YHu¢unupoBaHHbele JOKYMEHTHI 110 JUYHOMY COCTaBY: MOHATHUE, BUJIbI, COJCPKAHUE,
MOPSAIOK 3aII0JTHEHUS.

17. IoKyMeHTHI [0 yueTy KaJpOB: MOHATHE, POPMBI, TOPSAAO0K 3aMIOJTHEHUS U BEICHHS.

18. TpynoBas kHMkKa: 0pOpMIIEHHE U BE/ICHHUE.

19. JlokymMeHTHpOBaHME ITpOLIECca POTALIMU [IEPCOHAA.

L HepequL TEM HC SBJIACTCA UCUCPIIbIBAIOLIUM. O6yqa10mﬂﬁca MOXET BI)I6paTI) HWHYIO TEMY I10 COIJIaCOBAHUIO C
npenoaaBaTeyeM.




20. JloxkymeHTHpOBaHHE Mpoliecca aJanTalii, MOTUBALMU, TPEHUHTAa U KOHTPOJUIMHTA
IepcoHaIa.

6.2. IlpumepHble 3a1aHNs JAJI51 CAMOCTOSITEJIbHOI PadoThI

1. laTh TOTKOBaHUE CIIOBaM, COCTABUTh C HUMHU MpeaniokeHus: 1) aBu3o; 2) 1006wm; 3)
BEKCEIb.

2. JlaTh TOJIKOBaHUWE CIIOBaM, COCTABUTh C HUMU MPEJIOKEHUs: 1) MaTeHt; 2) JeMIUHT;
3) ambapro.

3. JlaTb TOJKOBaHHWE CJIOBaM, COCTaBUTb C HUMH HpelioxkeHus: 1) pexnamauus; 2)
MapKHUpOBKa; 3) cTarHarusl.

4. JlaTb TOJNKOBaHME CJIOBaM, COCTAaBUTh C HMMHM IpeajiokeHus: 1) mpeseHrauus; 2)
JIU3HHT; 3) aumep.

5. JlaTp ToJNKOBaHME CIIOBaM, COCTaBUTb C HHMMM HpeioxeHus: 1) uaprep; 2)
TUCTpUOBIOTOD; 3) OpoKep.

6 JlaTe TONKOBaHWE CJIOBaM, COCTaBUTh C HHUMH TpeanoxeHus: 1) osepapadt; 2)
nHQIIAIKS; 3) KOHCAITHHT.

7 JlaTh TOJIKOBAaHWE CIIOBAM, COCTaBUTh C HUMH NpeuioskeHus: 1) odepra; 2) XonauHr; 3)

MapKHUpOBKa.
8 JlaTb TONKOBaHUE CIIOBaM, COCTaBUTh C HUMH IpeuIoKeHus: 1) mpaiic-nmuct; 2) neber;
3) rpud.
9 [artb TONKOBaHME CJIOBaM, COCTaBUTb C HUMHU IpejjioxeHus: 1) akuent; 2) axT; 3)
peecrp.

10 JlaTp TONMKOBaHHWE CIIOBaM, COCTaBUTh C HUMH MpemiokeHus: 1) ceprudukar; 2)
JUMMT; 3) aKKPEIUTHB.

11 Haiitn ommbku, ucnpaButh ux: 1) BeIBoabl KOMHCCHM NPOTHBOpPEYAT ¢ MHEHUEM
TPYAOBOrO KOJUIEKTHBA; 2) Maunblil OuM3Hec pacTBopsieTcs u3-3a OpeMeHu Haioros; 3) Hamnoru c
Ka)KJIOT0 aBTOMOOMIISI B3bIMAIOTCSI C YUETOM CYMMBI PACTaMOXKKH.

12 Haittu ommOku, ucnpaButh ux: 1) IlpenbsBiuss mnpereH3uu, pyKOBOJUTEISIM
HeoOXOIMMO yKa3blBaThb NMpPHUUYMHBI, 2) ['apaHTHpPOBAHHOE MUCHMO OTIPABJIEHO BOBpeMs; 3)
ApeHaatop 00s13yeTcs 3aKJII0YUTh BCEe HEOOXOJMMbIE JOTOBOPA Ha CTPaxOBaHUE.

13 Haiitu ommbku, ucnpaButh ux: 1) Beerna Heo6Xo1uMo 0600CHOBBIBATH CBOM BBIBO/IBI
Ha pacuerax; 2) IloamuceiBasg 1OTOBOpHI, omjaTa rapantupyercs; 3) OrutauuBas HOBYIO
TEXHHUKY, BaM HEOOXOIMMO Y4€CTh BCE HAJIOTH.

14 3akoHUMTH JaHHbIE NpeanoxeHus: 1) B cBA3M ¢ BO3HMKIIMMH (UHAHCOBBIMHU
TPYAHOCTSIMHU. .. 2) CchlIasich Ha YCTHYIO JOTOBOPEHHOCTH. .. 3) B 1ensx ckopeiiero permeHus
BOIIpOCA. ..

15 3akoHunTh NaHHbIe npeanoxenus: 1) Ha ocHoBaHuuM npeacTaBlIeHHbBIX JOKYMEHTOB. ..
2) B cBs3u ¢ HapylleHHeM rpaduka MOCTaBOK MPOAYKIMHU... 3) Bo mzbexxanne KOH(IMKTHBIX
CUTYyalUil. ..

16 3akoHuuTh naHHbIe npepiokeHus: 1) Ilo mpuunHe 3axepKku 3apmiartel... 2) Beuay
3aJIep’KKH MOTy4eHus rpy3a... 3) BeneacTBue n3MeHeHus ieH Ha S3HEPTOHOCUTEINH. . .

17 CoctaBUTh TUCHMO-3aITPOC.

18 CocTaBUTh OTBET Ha MUCHMO-3aIPOC.

19 CocraBUTh NTMCHMO-PEKIAMALIHIO.

20 CocTaBUTh MPE3EHTAINOHHOE MHUCHMO.

21 CocTaBUTh MUCHMO-TIOATBEPKACHHUE.

22 CocTaBUTH aKT.

23 CocTaBUTh rapaHTUIHHOE MHCHMO.

24 CocTaBUTh NUCHMO-TIPUTJIAIICHHE.

25 CocTaBUTh TUCBMO-PE3IOME.

26 CocTaBUTh COMPOBOAUTEIBLHOE MUCHMO.

27 CocTaBUTh MUCHMO-TIPOCHOY.

28 CocTtaBuTh 0J1ar01apCTBEHHOE TUCHMO.



29. CocTaBUTh MUCHMO-TIPUTJIAILICHHE.
30 CocTaBUTh MHUCHMO-OTKA3.

31 CocTaBUTh TUCHMO-JIEKIAPAIHUIO.
32 CocTaBUTh MHUCHMO-PEKIIAMALIHIO.
33 CocTaBUTh IPUKa3 KaK paclopsIUTEIIbHbIN JOKYMEHT.
34 CocTtaBUTb OOBSICHUTEIBHYIO 3aIUCKY.
35 CocTaBUTh TUCHMO-TIPEITIOKEHHUE.

36 CocTaBUTh TUCHMO-0EPTY

Pa3aen 7. OHEHOYHBIE U METOAUYECKHUE MATEPHUAJIBI 11O
OBPA30BATEJIbHOM ITPOI'PAMME (®OHJI OLIEHOUYHBIX CPEJICTB) J1JIs
MMPOBEJAEHUA TEKYIIEI'O KOHTPOJIAA YCIIEBAEMOCTHU !
MNPOMEXYTOYHOM ATTECTALIUA

Tabauya 7.1

IIJTAHUPYEMBIE PE3YJIPTATBI ObYYEHMA 11O JUCHUTUIMHE, COOTHECEHHBIE C
[INIAHMPYEMBIMU PE3VJIbTATAMU OCBOEHUA OBPA30OBATEJIBHOU
I[TPOI'PAMMBI B COOTHOILIEHNHN C ONEHOYHbLIMU CPE/ICTBAMU

Ilinanupyemsbie
pe3yJbTarhl,
XapaKTepu3ylomue
3ransl (POPMUPOBAHUSA
KOMIICTCHIIUH

Conep:xanue

yueOHOro MmaTepuajia

IIpumepobl
KOHTPOJIbHBIX
BOINPOCOB U 3aJaHUi
JUISI OLlEHKU 3HAHU,
YMeHMH, BJIaJeHUI

Metoani\
cpeacTBa
KOHTPOJISt

YK-4 Cnocoben ocywiecmenameo 0en06y10 KOMMYHUKAUUIO 8 YCIMHOU U RUCOMEHHOIL (hopmax
Ha 2ocyoapcmeeHnom a3vike Poccuiickoit Dedepayuu u unocmpannom(vix) azvike(ax)

NYK-4.1. 3naert | Tema 1. Ilonsatue ®duHaHCOBas [InceMenHbI
MpaBujia OCYIIECTBICHUS | (UHAHCOBOM JIEATEIIbHOCTh KOHTPOJIb /
JIEJIOBBIX KOMMYHHMKAIUH | A€ATEIbHOCTH rocyznapcTBa u ee scce (TeMbl
B YCTHOW M NMHUCBMEHHOH | rocyJapcTBa. cdepsl: OroKEeTHAS Moaynen 1,3
dbopmax Ha | Tema 2. cucTema, OFOKETHBIN | ),. Y CTHBINM
rocy/1apCTBEHHOM u | OpranusainoHHO- Tpoliecc, KOHTPOJIb /
WHOCTPAHHOM (pIX) | pacniopsiIUTeNbHAs HaJIOr000JI0KEHHE, OIIPOC Ha CEM
SI3BIKE JIOKYMEHTAIH4. . OaHKOBCKOE U 3aHsATUH ,(T.1-
Tema 3 CnpaBouHo- CTpaxoBoOE JEJ0, 3,8,9),
nH(pOpMaLOHHAas perynupoBanue PIIb | sx3amene (B.
JokymeHTanus. JlenoBas | ¥ BaIIOTHOTO 1-17,25-31)
nepernucka.. o0opoTa, oTpacieBble | TecTupoBaHuE
Tema 8. IIpaBoBbIe yuersl; [IpaBoBoe /TecToBbIE
OCHOBBI 0aHKOBCKOI'O perynupoBaHue 3ananus 1-
KPEIUTOBAHUS. (dbopmupoBaHus, 3,8,9 xaxnoro
Tema 9. ®uHaHCOBO- pacnpeneneHus, BapHaHTa
IIPABOBBIE OCHOBBI NepepacipeesIeHus U
OTpacJIeBOTO yyeTa. WCIIOJIb30BAHUS
(hOHIOB TEHEKHBIX
CPEICTB OIOIKETOB
Pa3JINYHBIX YPOBHEW.
KittoueBbie moHATHS:
peaMeT, 00BEKT,
CYOBEKT ¥ METOJIbI
(hrHAHCOBOTO TMpaBa.
NYK-4.2. Ywmeer | Tema 1. Ilonstue IIpaBOBBIE OCHOBBI IInceMeHHBIN




ILnanupyemble IIpumepsl
pe3yJbTaThl, Conepsanne KOHTPOJIBHBIX MeTtoani\
XapakTepu3youme BOINPOCOB U 3aJaHUIi cpeacTBa
y4eOHOro MmarepuaJjia N
Tanbl (OPMUPOBAHUS AJIsl OleHKYU 3HAHUM, KOHTPOJIs
KOMIIETEHIIM U YMEHHUI, BJIaJeHui
OCYILIECTBIIATh JIEJOBYIO | (PMHAHCOBOM OpraHu3aIy U KOHTPOJIb /
KOMMYHHKAITUIO B | ACATEIBHOCTH OCYIIECTBICHUS scce (TeMBl
YCTHOM M TIMCbMEHHOM | TOCYJapCTBa. roCyJ1apCTBEHHOIO MoxyJei 1,3
dhopmax Ha | Tema 2. (uHAHCOBOTO ),. YCTHBIN
roCyJ1apCTBEHHOM u | OpranusairoHHO- KOHTpoJIst. CyOBEKThl | KOHTPOJIb /
WHOCTPaHHOM (bIX) | pacniopsguTEIbHAS (uHAHCOBOTO OIIPOC Ha CEM
SI3BIKE JIOKYMEHTaIusl. . KOHTPOJISL U UX 3aHsTHd ,(T.1-
Tema 3 CripaBo4HO- IIOJIHOMOYUS. 3,8,9),
uHpopmMaIrmoHHas Cuernas nanara PO JK3aMeHe (B.
nokymeHraius. JlenoBas | kak opran O ketHo- | 1-17,25-31)
MepernucKa.. (uHaHCOBOTO TectupoBanue
Tema 8. IIpaBoBbIe KOHTpOJIs. CYOBEKTHI | /TECTOBBIC
OCHOBBI 0AaHKOBCKOT'O YUETHBIX 3ananus 1-
KpEAUTOBaHUS. IPABOOTHOLIECHUH. 3,8,9 xaxnoro
Tema 9. ®uHancoBo- BapuaHTa
IIPaBOBBIE OCHOBHI
OTpaCJIEBOTO y4eTa.
NYyK-4.3. Buaaneer | Tema 1. [Toustue Ilonsarue u THIEI IInceMeHHBIH
HaBbIKaMU ¢dbunaHcoBOU OTpacCIIeBbIX YUYE€TOB: | KOHTPOJb /
OCYIIECTBIICHHSI IETIOBOM | IEATETLHOCTH OIOJIKETHOTO, acce (TeMBl
KOMMYHHKAITUU B | rocyaapcTBa. HAJIOTOBOTO, monyneit 1,3
ycTHOM U mucbMeHHoH | Tema 2. BAJIFOTHOTO, ),. YCTHBIN
dbopmax Ha | Opranu3anroHHO- CTpaxoBoOro, y4yera KOHTPOJIb /
rOCYJapCTBEHHOM W | pacnopsiAuTeNbHAs OTepanuii C HEHHBIMHU | OIPOC HA CEM
MHOCTPAaHHOM (bIX) | TOKyMEHTALH. . Oymaramu, 3aHATUH ,(T.1-
SI3BIKE Tema 3 CripaBo4HO- OyXrajaTepckoro 3,8,9),
uH(pOpMalMOHHAs ydeTa B KpeIUTHBIX 9K3aMeHe (B.
JToKyMmeHTalus. Jlenosas | opraHu3anusx. 1-17,25-31)
Hepenucka.. VY4erHoe TectupoBanue
Tema 8. IIpaBoBbIe peryiupoBaHue: /TecToBBIE
OCHOBBI OAHKOBCKOTO MOHSITHE, KpaTKas 3ananus 1-
KpEAUTOBAHUS. XapaKTepUCTHKA 3,8,9 kaxxaoro
Tema 9. dunaHcoBo- OCHOBHBIX BapHaHTa
IIPaBOBBIE OCHOBEI JJIEMEHTOB.

OTpPacCJICBOTO YUCTaA.

Hcrounukmu Y4E€THOI'O

peryaupoBaHusl.

YK-3 Cnocoben ocywecmenamo coyuanvnoe ezaumooeiicmeue u peaiu3o08vbleamsp CE0I0

POJIb 8 KOMaHoe

HNYK-3.1. 3naer
0COOEHHOCTH
OCYIIIECTBIICHHS
COLIMAILHOTO
B3aHUMOJICHCTBHUSA 51

pcajmm3anumn cBOEH poiin
B KOMaHJAC

Tema 1. [lonsatue
(¢brHaHCOBOM
JeATETbHOCTH
rocyaapcTBa.

Tewma 2.
OpraHu3anuoHHO-
pacnopsiuTenbHas
JIOKYMEHTALU. .
Tema 3 CpaBouyHO-
nHpopmarmoHHas
JOKyMeHTauus. JlemoBast

dunancosasa
NEeITEIbHOCTE
rocyJ1apcTBa u ee

cthepsl: OroKeTHAS
cHCTEMA, OIOIKETHBIN

mporiecc,

HaJIOT000JI0KEHHE,

OaHKOBCKOE U
CTpaxoBoOe JIeTIO,

perynupoBanue PLIb

1 BaJIFOTHOI'O

ITucemeHnHbIH
KOHTPOJIb /
acce (TeMbI
moaynei 1,3
),. YCTHBIH
KOHTPOJIb /
OTIPOC HA CEM
3aHATUH ,(T.1-
3,8,9),
JK3aMeHe (B.
1-17,25-31)




ILnanupyemble IIpumepsl
pe3yJabTarhl, Conepsanne KOHTPOJILHBIX MeTtoani\
XapaxkTepusymwoume BONPOCOB U 3aaHUil cpeacTBa
y4eOHOro MmarepuaJjia N
3ranbl (OPMUPOBAHUS JJIS1 OLlEHKHU 3HAHMH, KOHTPOJIA
KOMIIETEHIIM U YMEHHUI, BJIaJeHui
MEPENUCKA.. o0opoTa, oTpacieBble | TecTupoBaHUE
Tema 8. [IpaBoBbie yuetsl; [IpaBoBoe /TecToBBIE
OCHOBBI 0AaHKOBCKOI'O peryaupoBaHue 3amanus |-
KpEAUTOBaHUS. (dbopmupoBaHus, 3,8,9 xaxnoro
Tema 9. ®uHancoBo- pacnpeneneHus, BapUaHTa
MIPaBOBBIE OCHOBBI repepacnpeieieHus u
OTPAaCIEBOIO y4eTa. UCITIOJIb30BaHUSA
(hOH/IOB ICHEIKHBIX
CpencTB OKOKETOB
Pa3JINYHBIX YPOBHEH.
KiroueBbie nouatus:
peaMeT, 0ObEKT,
CYOBEKT ¥ METO/IbI
(uHAHCOBOTO TIPaBa.
HNYK-3.2. Ymeer | Tema 1. [lonsitue [IpaBoBBIE OCHOBBI [TuceMenHbI
OCYLIECTBIATh q)HHaHCOBOﬁ OpraHu3anuu 1 KOHTPOJIb /
COLHANBHOE JeATETbHOCTH OCYIIECTBJICHUS acce (Teiv[bl
B3aMMOzEHicTEHe 4 | rocynapersa. rocyJapCTBEHHOTO MoayJein 1,3
Tema 2. (uHAHCOBOTO ),. YCTHBIN
PeallM30BLIBATE CBOIO | OpranmzanmomHo- KOHTpoJist. CyOBeKThl | KOHTPOJb /
poib  MCHEIUKCPA B | pacropsanTeapHas (UHAHCOBOTO OIPOC Ha CeM
KOMaHaC JOKyYMEHTalu:.. KOHTPOJIS M UX 3aHATHU ,(T.l-
Tema 3 CripaBo4HO- IIOJIHOMOYUSI. 3,8,9),
uH(pOpMalOHHAs CuerHas nanata PO JK3aMeHe (B.
nokymeHTtanus. JlenoBast | kak opraH OwpkeTHo- | 1-17,25-31)
MEePEnucKa.. (uHAHCOBOTO TectupoBanue
Tema 8. IIpaBoBbIe KOHTpOJIs. CyObEKThl | /TECTOBBIE
OCHOBBI 0AaHKOBCKOT'O YUETHBIX 3amanus 1-
KpEAUTOBAHUS. MIPaBOOTHOLLEHUI. 3,8,9 xaxnaoro
Tema 9. ®uHaHCOBO- BapHaHTa
MIPaBOBBIE OCHOBBI
OTPACIEBOI0O yYeTa.
NYK-3.3. Baaneer | Tema 1. [Tonsatue [TonsiTue ¥ TUIBI [TuceMenHbI
HaBbIKAMH ¢dbuHaHCOBOM OTpacCIIeBbIX YUETOB: | KOHTPOJb /
OCYILIECTBIICHUS JeSITEIIbBHOCTH O10KETHOTO, 3cce (TeMBI
COLIMAJIBHOTO rocyJapcraa. HaJIOTOBOTO, moxaynen 1,3
B3aHUMOJICHCTBHUS u | Tema 2. BaJIFOTHOTO, ),. YCTHBIT
peanuzauun cBoeil posu | OpraHu3alMOHHO- CTPaxoBOro, yueTa KOHTPOJb /
MEHEKEpa B KOMaH/IE pacnopsiuTeIbHas OTIepallvii C IEHHBIMU | OMPOC Ha CeM
JIOKYMEHTAIHS. . Oymaramu, 3aHsITHH ,(T.1-
Tema 3 CripaBo4HO- OyXrajaTepcKoro 3,8,9),
uH(pOpMaIOHHAS y4eTa B KPeAUTHBIX JK3aMeHe (B.
JTOoKyMeHTarus. JlenoBas | opraHu3anusx. 1-17,25-31)
MepPEenuckKa.. VYuerHoe TectupoBanue
Tema 8. [IpaBoBbIE peryJrpoBaHue: /TeCTOBBIE
OCHOBBI 0AaHKOBCKOT'O MOHSATHE, KpaTKas 3ajanus 1-
KpEeIUTOBAHUS. XapaKTepPUCTUKA 3,8,9 kaxxaoro
Tema 9. ®uHaHCOBO- OCHOBHBIX BapHuaHTa




ILnanupyemble
pe3yJabTarhl,
XapakTepu3yloue
Tanbl GopMHUPOBAHMS
KOMIIEeTEHIIUH

Conep:xanue
y4eOHOro MmarepuaJjia

IIpumepsl
KOHTPOJIbHBIX
BOIIPOCOB U 3aJaHUi
JJIS1 OLeHKH 3HAHMIA,
YMEHHUI, BJIaJeHui

MeTtoabi\
cpeacraa
KOHTPOJISt

IMpaBOBLIC OCHOBBI
OTpPacCJICBOIO YUCTa.

JJIEMEHTOB.
Hcroynuku y4eTHOro
perylupoBaHusl.

OIIK-2 Cnocoben ocywecmenams coop, 00padomxy

peutenun nocCmaejleHHblX YnpaeileHdYecKux 3(10(1'!,
UHCMpYMERmMapusa U unmeuieKmyajibHblxX um];opmau

U ananui OaHHbBIX, HEOOXO00UMbBIX 0/14
C UCHOIb306AHUEM COBPEMEHHO20
UOHHO-AHATTUMUYECKUX CUCHEM

HNOIIK-2.1. 3naer | Tema 1. [lonsatue ®uHaHCcOBasA [TuceMenHbI
METOBI cbopa, | puHAHCOBOI JeSITeIbHOCTD KOHTPOJIb /
0o0pabOTKM U aHalu3a | 1eATeIbHOCTH rocy/apcTBa U ee acce (TeMbl
JTaHHBIX, HEOOXOIUMBIX | TOCYIapCTBa. cdepsl: OroKeTHAS moxaynen 1,3
IUIA pewenus | Tema 2. cucremMa, OFO/DKCTHBIN | ),. Y CTHBIN
MTOCTABIICHHBIX Opraau3anuoHHO- npoiiecc, KOHTPOJIb /
yIPaBICHUYECKUX 3a/1ay, | paclopsauTelIbHAs HAJIOroo0J0XKeHue, OTIPOC HA CEM
c HCIIOJIb30BAHUEM | JOKYMEHTALMS. . 0aHKOBCKOE U 3aHATHH ,(T.1-
COBPEMEHHOTO Tema 3 CpaBouHoO- CTpaxoBoOe JIEJIO, 3,8,9),
UHCTpYMEHTapUs U | nHpOpMaITMOHHAs perynupoBanue PIIb | sx3amene (B.
MHTEJUIEKTYaTbHBIX nokyMmeHTanus. Jlenosas U BaJIIOTHOT'O 1-17,25-31)
MH(POPMAIIMOHHO- nepernucka.. o0opoTa, oTpacieBble | TecTupoBaHue
aHanutudeckux cuctem | Tema 8. [IpaBoBbie yuetsl; [IpaBoBoe /TecToBbIE
OCHOBBI 0AaHKOBCKOT'O peryinupoBaHue 3amanus 1-
KpEeIUTOBAHUSI. hopmupoBanus, 3,8,9 kaxxaoro
Tema 9. ®unancoBo- pacnpeneneHus, BapUaHTa
MIPABOBHIE OCHOBBI nepepacnpeeneHus u
OTpacJIeBOTO yyeTa. WCTIOIb30BaHMS
(hOHIOB ICHEKHBIX
CpencTB OIOKETOB
pa3IMYHBIX YPOBHEMH.
KnroueBbie moHsTHA:
npeaMeT, 00beKT,
CyOBEKT U METOJIBI
(huHaHCOBOTO TMpaBa.
HNOIIK-2.2. Ywmeer | Tema 1. [lonsarue IIpaBoBBIE OCHOBBI ITncemenHbI
OCYIIECTBIISTh coop, | puHaHCOBOI OpraHu3aIu u KOHTPOJTH /
00paboTKy U | I€SATEebHOCTH OCYIIIECTBICHUS acce (TeMBI
CTaTUCTUYECKHI aHaJu3 | rOCyaapCTBa. rOCYJIapCTBEHHOTO moaynei 1,3
MaHHBIX, HeoOxomuMmeix | Tema 2. (huHAHCOBOTO ),. YCTHBIH
TUTS pemrenus | OpraHU3aMOHHO- KOHTPOJIs. CyOBEKTBl | KOHTPOIIB /
MOCTaBIIEHHBIX pacmopsiiuTeabHas (huHAHCOBOTO OMpOC Ha CEM
YOPaBICHUYECKUX 3a/ad, | TOKYMEHTAITHA. . KOHTPOJIS B UX 3aHSITHHA ,(T.1-
c ucnons3zoBanueM | Tema 3 CripaBouHo- HOJIHOMOYHSL. 3,8,9),
COBPEMEHHOTO uH(pOopMalOHHAas CuerHas nanata PO JK3aMeHe (B.
UHCTPYMEHTApUS U | TokymeHTanus. JlenoBas | kak oprad O ukeTHo- | 1-17,25-31)
WHTEJUIEKTYaTbHBIX TIepeTrcKa. . (buHAHCOBOTO TecTupoBanue
nH(OPMAIIMOHHO- Tema 8. [IpaBoBbIC KOHTpOJs. CyOBEKTBl | /TECTOBBIE
AQHAJIUTUYECKUX CUCTEM. | OCHOBBI OAHKOBCKOTO YUETHBIX 3ananus 1-
KPEIUTOBAHUS. IIPaBOOTHOLIEHUM. 3,8,9 xaxnoro
Tema 9. ®uHaHcoBO- BapHaHTa

IMMPaBOBBIC OCHOBLI




ILnanupyemble IIpumepsl
pe3yJbTaThl, Conepsanne KOHTPOJIBHBIX MeTtoani\
XapakTepu3yloue BOIIPOCOB U 3a1aHUi CpeacTBa
y4eOHOro MmarepuaJjia N
Tanbl (OPMUPOBAHUS AJIsl OleHKYU 3HAHUM, KOHTPOJIs
KOMIIETEHIIM U YMEHHUI, BJIaJeHui
OTpacJIeBOTO y4eTa.
HOIIK-2.3. Buaaneer | Tema 1. [Toustue Tlonsatue v THOEI ITnceMeHHBIH
HaBbIKaMU coopa, | punancoBoii OTpAacIIeBbIX YUETOB: | KOHTPOJb /
00paboOTKM ¥ aHanmM3a | AeSITeTbHOCTH OIOJIKETHOTO, scce (TeMBl
TaHHBIX, HEOOXOIUMBIX | TOCYJapCTBa. HAJIOrOBOTO, monyneit 1,3
JUISL pemienust | Tema 2. BAJIFOTHOTO, ),. YCTHBIN
MOCTaBJIEHHBIX OpranuzairoHHO- CTpaxoBOro, yyera KOHTPOJIb /
YIPaBIEHYECKUX 3ajady, | paclopsAuTeabHas oIepanuil ¢ LEHHbIMU | OIIPOC Ha CEM
C UCIOJIb30BAHUEM | TOKYMEHTAIHSI. . Oymaramu, 3aHsTHd ,(T.1-
COBPEMEHHOTO Tema 3 CripaBo4HoO- OyXTrajaTepcKoro 3,8,9),
UHCTPpYMEHTapus u | uHhOpMaLMOHHAS ydeTa B KpeIUTHBIX JK3aMeHe (B.
HMHTEJUIEKTYyaJIbHBIX JIOKyMeHTauus. JlemoBast | opraHu3zanusx. 1-17,25-31)
nH(OPMAaLIMOHHO- MepernucKa.. YyetHoe TectupoBanue
aHanuTudeckux cucrem | Tema 8. [IpaBoBbie pETyIupOBaHUeE: /TeCTOBBIE
OCHOBBI 0AaHKOBCKOT'O MOHSITHE, KpaTKas 3ananus 1-
KpEAUTOBaHUS. XapaKTepUCTHKA 3,8,9 xaxnoro
Tema 9. ®uHaHCOBO- OCHOBHBIX BapHaHTa
IIPABOBBIE OCHOBBI 3JIEMEHTOB.
OTpacJIeBOTO y4eTa. Hcrounuku yueTHoro
perynupoBaHusl.

03N LN kAW~

9.

11

7.2 IlepedeHb BONIPOCOB JJIsl MOATOTOBKH K NMPOMEKYTOYHOH ATTECTAIMH 324eTy

. brmanku JOKYMCEHTOB U Tpe6OBaHI/I${ K HUM.

. UTo moHMMAaETCs 01 OpraHu3aluei JOKyMeHToo0opoTa?
. [loHsiTHE TOKYMEHTOOOOPOTA, €r0 KOINYECTBEHHBIE H KAUeCTBEHHBIC XapaKTePUCTHKH.
. MecTo 1 poIib JOKYMEHTOB B yIIPaBJICHUH Ha COBPEMEHHOM JTarle.
. OYHKIIMH 1eTOMPOU3BOICTBA.

. CoctaB HOpMaTUBHO-MeTOoIMuecKon 0a3bl JIOY.
. UTo moHUMaeTcs Moj JOKyMEHTAIlMOHHBIM 00eCcriedeHreM yIpaBIeHHs?
. Ilousarune OpraHru3allMOHHBIX JOKYMCHTOB

. Cranngaprusanus u yauduxamus cuctems! JJOVY.
Ob6mepoccuiickue kKinaccuuKaTOpbl TOKYMEHTAIIUH.

10. T'ocynapcTBeHHast cCTeMa JOKYMEHTAIIMOHHOTO 00eCTIeYeHHUs yIPaBICHHUS.

12. Ctpykrypa mokymenrta. TpeboBanus k opopmienuto qokymentoB mo 'OCT P 6.30-2003.
13. TlpaBuma odopmienus pekBuszuta "aapec", "mara", "ungekc", "Buza", "3aromoBok",

HH

OJIITUCH".

14. C xakoi nenbio pa3pabaThIBAlOTCS HHCTPYKIUH IO JAENONPOM3BOJACTBY, UTO B HHX

HC

15.
16.
17.
18.
19.
20.
21.
22.
23.
24.

00X0AMMO MPETyCMOTPETH?
Cucrema OpraHM3allMOHHON JJOKYMEHTAIIH.
Cucrema pacnopsiIUTENILHON TOKYMEHTALINH.

HazoBurte BUJBI paClioOpAAUTCIIbHBIX JOKYMCHTOB.
BI/IHBI M Ha3HAYCHHEC JIMYHBIX JOKYMCHTOB.

HazoBure BHUJbI OpTaHU3alIMOHHBIX JOKYMCHTOB.

Cury>xeOHast Tepenycka Ha IPeATpPHATHH.
[TpaBumna opopmiieHHs C1y)kKeOHOTO THUChMA.

JaiiTe onpeneneHre TEpMHUHA ''PacTIOPAIUTENBHBIE TOKYMEHTHI'.

Jaiite onpeiesieHne TEpMUHA "OpraHU3alMOHHbIE JOKYMEHTHI .

Cuctema HHPOPMALMOHHO-CITPABOYHOM JJOKYMEHTAIUH.




25. CTpyKTypa ACNOBBIX U KOMMEPUYECKUX TTUCEM.

26. Knaccuduxanus 1emoBbIX 1 KOMMEPUYECKUX THCEM.

27. IloHsATHE ¥ PUHITUIIBEI OPTAHU3AIIUN JOKYMEHTOO0O0pOTA.

28. O6paboTKa BXOASMIUX JOKYMEHTOB.

29. O6paboTka UCXOAAIIMNX JOKYMEHTOB.

30. BHyTpeHHME TOKYMEHThI OpraHU3aluy.

31. VYkaxure TEXHOJIOTUYECKYIO IOCIEI0BATEIbHOCTh JTAllOB pPabOThl C BXOJAIIMMHU
JOKYMEHTaMH.

32. Yro Takoe HOMEHKJATypa JAej, ¢ Kakoil Lebio pa3pabaThIBAIOTCS TUIIOBbIE HOMEHKIIATYPbI
aen?

33. PaGota ¢ nmuchbmMamMu U 0OpaIieHUSIMHU TPaXK/IaH.

34. IlpuBenuTe NpUMEPHI pErucTpalii JOKyMEHTOB.

35. CocTaBiieHHE HOMEHKJIATYPHhI JCI.

36. ®opmupoBaHue U 0POPMIICHHE JCIT.

37. IlogroroBka u nepenaya JOKyMEHTOB Ha ApXMBHOE XpPaHEHUE.

38. YUro Takoe KOH(PHUACHIINATBHBIN TOKyMEHT?

39. Opranusanus paboThl ¢ JOKyMEHTaMH, KOTOPbIE OTHECEHBI K TOCYAAPCTBEHHOM TaiiHe.

40. VYkaxure O0COOEHHOCTU BEJIEHHUS JIEJONPOU3BOJCTBA, OOECIEUUBAIOIIETO Yy4YeT U
COXPaHHOCTh KOH(UACHINATEHOW HHPOPMALIMU U JOKYMEHTOB.

41 TunoBble OpraHU3allMOHHBIE CTPYKTYPHI CIYKOBI AETONPOU3BOACTBA

42 YcnoBus TpyJa pabOTHUKOB CITY>KOBbI 1€TI0IPOU3BOICTBA

43 KoMIbIOTEpHBIE TEXHOJIOTUHU B JIEJIONPOU3BOJCTBE

44 ObecrieueHre COXPAaHHOCTU JOKYMEHTOB B 3JIEKTPOHHOMU hopme

45 YcTaB Kak OCHOBHOM OpraHM3allMOHHBINA JOKYMEHT.

46 CrannaptHble (pasbl U BEIPRKEHUS JI€IOBBIX 1 KOMMEPYECKUX ITHUCEM.

47 ITpoxoKaeHHE NCXOJAIINX U BHYTPEHHUX JTIOKYMEHTOB.

48 OcobeHHOCTH SI3bIKa U CTUJISL CIY)KEOHBIX TOKYMEHTOB.

49 PexkBU3UTHl MEXAYHApOAHOro MucbMa. OCHOBHBIE PEKOMEHJALNN MO COCTABIIEHUIO TEKCTOB
MEXYHapOAHBIX ITHCEM.

50 UYto ompenensier GopMmyasip AOKyMEHTa W 4YeM OTIMYaeTcs (GopMynsap TOKyMEHTa OT
bopmysipa-obpasia?

51 Ha3oBuTe oCHOBHBIE TPYIIBI PYHKIMHA JOKyMeHTa. UeM XapaKkTepusyeT Kaxayro Tpymnimy?

52 Yro obycnaBiauBaeT I0pUINUYECKYIO CHITY O(UIIHAIBHOTO JOKYMEHTA?

53 ®OyHKUMHM OCHOBHBIX TOJPA3AEICHUN CIyXObl JTOKYMEHTAllMOHHOTO OOecredeHus
YIIPaBICHUS.

54 ABTOMaTH3UMpPOBAaHHBIE TEXHOJOTMU OOpPAaOOTKM JTOKYMEHTOB U HX BJIMSHHE Ha CHCTEMY
JEJIONPOU3BOCTBA KOHKPETHOM OpraHU3aliy.

55 CrapaBouHo-uHGOPMAIIMOHHBIE JOKYMEHTHI.

56 CrpykTypa M COAEp)KaHUE KaapoBOM JOKyMmMeHTauuu. OpraHu3alMOHHO-KaJpOBBIE
JOKYMEHTBHI.

57 OCHOBHBIE aCNEKTHI KYJIbTYphI 1€JI0BOM pPEUH.

58 CranpapTuzanus si3blka JOKyMeHTa. SI3bIKOBbIe TpeOOBaHUS K O(DOPMIICHUIO PEKBHU3UTOB
JOKYMEHTA.

59 TunuyHbIe ONTMOKY B S3BIKE U CTHIIC TOKYMEHTOB.

60 f3piKOBOE OOpPMIIEHHE JTUYHBIX JOKYMEHTOB

7.3 IlpumepHbIe TECTOBBIE 3aJaHUS ISl

KOHTPOJISi (MOHHTOPHHIA) KAYeCTBA YCBOCHHsI MATEPHAJIa, B T.4. B PAMKAaX Py(esKHOro
KOHTPOJIsI 3HAHUIA?

IlepBbIii BapyaHT

2PyGesxHbli KOHTPOJIL 3HAHMIT TPOBOJIUTCS JUIS CTYIEHTOB O4HOM (OPMBI 00YUEHHS U OLIEHUBAETCS TI0 IIKAJIE
«3aYTEHO»/ «HE 3aUTCHO»



1. YUTo He OTHOCUTCH K YUYPeAUTEIbHbIM IOKYMEHTAM IOPHUINYECKOro Juna?

+ [IpoTokois cobpanus ydpeauTesci;

— ¥Ycras;

— YupeauTeabHblid TOTOBOP.

2. IToJ10:xeHNe 0 CTPYKTYPHOM NOAPA3AeJeHUN — 3TO:

+ MpaBOBOM aKT, KOTOPBIN yCTaHABIMBAET CTAaTyC, (YHKIUH, IpaBa, 0053aHHOCTH U
OTBETCTBEHHOCTH CTPYKTYPHBIX MOAPA3/ACIICHUN WU UHBIX OPTraHOB;

— MPaBOBOM aKT, KOTOPBIM ONpPEENsIeT CTaTyC OpraHu3alliy, ee 3a7aun U GYHKIHNH, [TpaBa,
OTBETCTBEHHOCTh, TOPAJIOK JEATEIBHOCTH;

— JIOTOBOP, CTOPOHBI KOTOPOT'0 00S3YIOTCS CO3AaTh IOPUINUECKOE JIULO U YCTAHABINBAIOT
MOPSITOK COBMECTHOM JISATEIBHOCTH 10 TAaHHOMY (haKTy.

3. JlaToii 10/KHOCTHOM MHCTPYKIMHM SIBJISETCS 1aTa:

+ ee YTBEPXKIACHUS,

— €€ COCTaBJICHHUS;

— O3HAKOMJIEHUS C HEW pabOTHHUKA.

4. IlpaBoBO#i aKT, B KOTOPOM 0TO0pa’kaeTcsl MOPSAIOK JesITeJIbHOCTH PYKOBOJACTBA
OPraHM3alMU, 2 PABHO KOJLIETHAJILHOI0 WM COBEIATeILHOI0 OPraHa — 31o:

+ periiaMeHT,

— IITaTHOE PacluCaHue;

— yCTaB.

5. ITo cepe cBoero aeiicTBUS pacnopsAUTEeIbHbIE JOKYMEHTHI AeJATCH Ha:

+ (henepaabHOTO YPOBHS, PETHOHATILHOTO YPOBHS, IPABOBbIE aKThl OPTaHU3AIIHI;

— KOJUIEKTUBHBIE Y UHAUBUAYAJIbHBIC;

— IIPaBOBBIE AKThl OPraHU3alMi, IPABOBBIE AKThl UX CTPYKTYPHBIX MOAPA3ACICHUMN.

6. PacnopsizkeHue u3zaaercs:

+ €IUHOJIUYHO;

— KOJUIETUAJIBLHO;

— B YCIIOBUSIX BEIOMCTBEHHOI'O PETYIUPOBAHMUS.

7. Konusi 4acTu J0KyMeHTa, KOTOpasi 3aBepeHa B onpeaeeHHOM NMOPsiIKe, ITO:

+ BBIMKUCKA,

— DJIEKTPOHHASI KOTIHS;

— nyonuKar.

8. He siBJIsieTCS TOKYMEHTOM, KOTOPbIii HHUIMUPYET pelieHune:

+ NPOEKT JOKYMEHTA;

— 3aKJIIOYCHHUE;

— JIOKJIa/IHAas 3aIIMCKa.

9. Uem BHellIHE OTJIMYAETCS MPOEKT JOKYMEHTA OT €ro OKOHYATeJIbHOr0 BApuaHTa?
+ Hannuceio «11poeKkT» B BEpXHEM MOJIE CIIPaBa;

— IIpoexT He 00s13aTebHO 0GOPMITATH B TaKOH ke popme, Kak OyAayImuid JOKyMEHT, IOCTaTOYHO
CaMoTo0 TEKCTa;

— IIpoexT oopmisieTcss Ha crierMaaIbHOM OJIaHKeE.

10. Kakasi 4acTh OCTAHOBJIEHHUS COAEPKUT HOPMATHBHBbIE MOJIOKEHUSI MU OPYyYeHus ?
+ PacnopsiaurensHas;

— Kouncrarupyromas;

— BBopanasi.

11. B cocTtaB HH(POPMALMOHHO-CIIPABOYHBIX TIOKYMEHTOB He BXO/JMT:

+ ykazaHue;

— JIOKJIaJIHas 3aIUCKa;

— CBOJIKA.

12. Bux nHopManuOHHO-CIPABOYHOM JOKYMEHTAMH, SBJISIIOLIEICS c1IOCO00M
ONepPATHBHOI0 HHGOPMALIMOHHOT0 00MEHa MeKAy OPraHU3alusIMH, HA3bIBACTCH:
+ nepenucko;

— NOKyMEHTAlUEeN /Ui CIyKeOHOro NOJb30BaHuUs;



— CTaTUCTUYECKON OTYETHOCTBIO.

13. Yto npeacrasJsier co00i 3asiBJIeHHE B JOKYMEHT0000pOTe OPraHu3anum?

+ DTO JOKYMEHT, KOTOPBIHA aipeCcOBaH JTOJPKHOCTHOMY JIMIY U COAEPKUT KaKyl0-TM00 Mpock0y
paboTHUKa;

— OTO IOKYMEHT € NPEeJI0KEHHUEM Ha3HAUNTh, IEPEMECTUTh WIN MOOLPUTh PAOOTHHKA;

— OTO TOKyMEHT, OOBSCHSIOIIMI IPUYNHBI CITyYUBIIETOCS, KOTOPBIN COCTABIIsICT paOOTHUK Ha
UMS PYKOBOJHTEJIA.

14. YTo He siBJIsIeTCA NPU3HAKOM aKTa?

+ cocTaBjeHue B CBOOOIHOH (hopme;

— YCTaHOBJIEHUE (DAKTUYECKOTO COCTOSTHUE JIENl U OTPAXKEHUE €T0 B aKTE;

— KOJIJIETHAJIbHOCTh COCTABIICHUS.

15. JlokyMeHTBI, KOTOpbIe U31aHbl BHYTPH Y4YpeKIeHUs] U OTIPABJICHBI 32 ero npeeJabl
AJIsl PYKOBOACTBA HUKECTOSIIIIMM OPraHaM ylpaBJeHUs JIH00 B LeJIsIX HCIIOJTHeHUs
NMCHbMEHHBIX YKa3aHUH BbICIICH HHCTAHIIUM, HA3BIBAIOTCH:

+ UCXOAIMMH JOKYMEHTaMU;

— BXOJSIIUMHU JOKYMEHTaMU;

— MEPENMUCKOM.

16. Uto BKiIIOYaET B ceOsl TEXHUYECKOE UCIIOJIHEHHE TOKYMEHTA:

+ IOJATrOTOBKY IPOEKTa I0KyMEHTa, Habop U pacreyaTrKky TeKCTa IpOoeKTa, KOPPEKTUPOBKY
coZiep KaHusl JIOKyMEHTA IOCIIe COTacoBaHus, opopmieHre GUHAIBHOTO BapHaHTa JOKYMEHTA;
— IPEJOCTaBICHUE PaCceYaTaHHOTO IIPOEKTA JOKYMEHTA PYKOBOJUTEIIO Ha COTJIACOBAHUE,
yCTpaHEHUE HETOYHOCTEH, HabOp OKOHYATEIILHOTO JOKYMEHTA;

— COCTaBJICHHE JOKYMEHTA Cpa3y B OKOHUYATEIIbHOM BapUaHTE, €ro MOANUCAHNE Y PYKOBOIUTEII,
OTIIpaBKa JJOKYMEHTA aJipecary.

17. Koraa 10KyMeHT IBJIsieTCS HCIIOJTHEHHbIM ?

+ Korna paccMarpuBaemblii B JOKYMEHTE BOIIPOC Pa3pelleH MOTHOCThIO U IEPENUCKA [0 HEMY
3aBEpLICHA;

— Kak TOJIBKO OKYMEHTY NIPUCBOEH PETUCTPALIMOHHBIN HOMED;

— Korza 1oKkyMeHT 1osly4eH KOHEYHBIM aIpECATOM.

18. Kakue pasmepsbl lipuTOB peKOMEHAYeTCH UCIO0JIb30BaTh NPU 0popMIIeHUN
aoxkymenToB coriaacio 'OCT P 7.0.97-20167?

+ Ne 12, Ne 13, Ne 14;

—Ne 12, Ne 14, Ne 16;

—Ne 11, Ne 12, Ne 14.

19. lndposoii niu OyKBeHHO-UUPPOBOI HACHTH(PHKATOP JOKYMEHTA, BKIIOYAI0 U
NOPS/AKOBBII HOMep, 10NOJHSIeMbIil N0 KeJIAHUI0 MHAEKCAMH COTJIACHO MCI0JIb3YyeMbIM
KJIaccupuKaTopam, Ha3bIBaeTCH:

+ perucTpanoHHBIM HOMEPOM TOKYMEHTA;

— rpucdowm;

— TaTON JOKYMEHTA.

20. Kaxkoii ¢popmaT OymMaru ucnoJib3yercsi AJ1sl H3roTOBJICHUsI 0JIAHKOB Pe30TI0Nui?

+ A3, A6;

— A4, AS;

— A6, A4

21. Hocurtenem uHpopmanum siBjIseTcs:

+ MaTepuaIbHbIA 00BEKT, KOTOPBINA HYXEH JIJIsl PUKCAIUH, XpaHEeHUs (M BOCIIPOU3BEICHNUS)
peueBoii, 3BYKOBOHM MM M300pa3uTEIbHON HHPOPMALINY;

— CO3/aTelb IOKYMEHTA;

— CTPYKTYpHOE MoApa3/iesieHue, BBITOIHsoIee (YHKINH 110 BEACHUIO JOKyMEHTO000poTa.
22. CBOHCTBO JOKYMEHTA NOATBEPKAATH AEJ0BYIO AeATeIbHOCTD JTU00 COObITHE TUYHOIO
XapakTepa — 3T0:

+ opuandeckas 3Ha4UMOCTb JOKYMEHTA;

— IOpUINYECKas CUJIA JOKYMEHTA,

— AyTEHTUYHOCTb.



23. TUNIOBBIM CPOKOM MCIOJTHEHHSI JOKYMEHTA HA3bIBAETCS:

+ CpOK UCIIOJIHEHUS JOKYMEHTa COTJIACHO HOPMAaTUBHO-TIPABOBOMY aKTY;

— CPOK UCTIOJTHEHHMSI, KOTOPBIM YCTAHOBJIEH B OPraHU3allMOHHO-PACTIOPSIAUTEIHLHOM JOKYMEHTE
WIH B PE30JIIOLINH;

— CPOK UCTIOJTHEHHSI, yCTAHOBJICHHBIN CIIOKUBILIUMCS B OPraHU3aIH 00bIYaeM.

24. CipaBOYHMK, CO/IepKalIUii cBeJdeHNs 0 (POHIAX APXHBA U NMPeIHAZHAYEHHBIH 11
03HAKOMJIEHHUSI € X COCTABOM U COJep:KaHHeM — 3TO:

+ apXUBHBII MyTEBOUTEINb;

— apXUBHBINA CIIPABOYHUK;

— apXMUBHBIN yKa3aTellb.

25. YanguuupoBaHHoil popMoii JOKYMeHTA SIBJISIETCS:

+ hopmyIIsip JOKYMEHTa OIMPEIEICHHOTO BUA, KOTOPBIA COACPKUT MOCTOSIHHYIO YaCTh TEKCTA;
— OyMa)kHBIN WM 3JIEKTPOHHBIN 1IA0JIOH C PEKBU3UTAMHU, II0O KOTOPBIM OIPEIENISIETCS aBTOP
o(pUIHATEHOTO IOKYMEHTA;

— PEKBH3UT O COTJIaCUU OpraHU3aluH, KOTOpas He SIBJISETCS aBTOPOM JIOKYMEHTa, C €ro
COJIEp’KaHUEM.

26. KakoBa 1uinHa caMoii IVIMHHOM CTPOKHM PEKBU3UTA NIPH YIJIOBOM PACHOJI0KECHUH
PEeKBU3UTOB?

+ He Oomee 7,5 cMm;

— He 6onee 12,5 cm;

— He 60nee 10 cm.

27. PekBU3UT JOKYMEHTa — 3TO:

+ sneMeHT opopMIIeHUS JOKYMEHTA;

— PETUCTPAIMOHHBI HOMEP TOKYMEHTA;

— CBEJICHUS O JIaTe U UCIIOJIHUTENE JOKYMEHTA.

28. Bxoasimmii JOKYMEHT NPOXOIUT CJIeAYIONIUe ITAanbl 00padoTKM:

+ COMPOBOXKICHHE U JOCTAaBKa C MOYTHI, IEpBUUHAs 00pab0TKa, perucTpaius, NoAroToBKa Ha
JIOKJIaJ], pACCMOTPEHHE U 0POPMIIEHHE PE3OJIOLUHN, perucTpalysl pe30Io1H, TOCTAHOBKA Ha
KOHTPOJIb UCTIOJHEHUS, OTIIPABKA HA UCIIOJIHEHHE, UCTIOTHEHUE U KOHTPOJIb 32 HUM, TPHUEM
WCIIOJTHEHHOTO JIOKYMEHTA, CHSATHE C KOHTPOJISA, TOMEIIEHHE UCTIOJTHEHHOTO JOKYMEHTA B JIETIO,
paboTa ¢ HUM, TeKyIllee U apXUBHOE XpaHEHHUE, YHUUTOKEHUE U CIIHCAHUE;

— YCTaHOBJIEHHE KOHKPETHOTO aJipecaTa JOKYMEHTa B OpraHU3alliu, PETUCTPaIvs JOKYMEHTA 110
BXOJSIIMM JKypHaJlaM, Iiepeada JOKyMEHTa aJipecary, yKa3aHHOMY €ro B TEKCTE, YCTAaHOBJICHHE
CPOKOB HCTIOJTHEHHUS TOKyMEHTA, UCTIOJTHEHNE JJOKYMEHTA, MPOBEPKA PE3yIbTATOB UCTIOJIHEHUS,
MOMENIEHUE JTOKYMEHTa B HOMEHKJIATYPHOE JIEJI0 U MOCJEAYIOas c/laya B apXHUB;

— perucTtpaius JOKyMEeHTa MO BXOASIICH KOPPECTIOHICHIINH, TTepeada ero pyKOBOAUTEIO JIJIst
onpeeleHUs] UCIIOJIHUTENS, TIepeada JOKyMEHTa HEMOCPECTBEHHOMY HCIIOJIHUTEITIO,
KOHTPOJIb 32 UCTIOJIHEHUEM JOKYMEHTA, UCTIOJIHEHUE TOKYMEHTA, TIPUEM PE3yIbTaTOB
UCIIOJTHEHUS] PYKOBOJIUTENIEM, OTMETKA 00 HCIIOJIHEHUH B CHEIMAIbHOM KypHaJe, ciadya
JIOKyMEHTA B apXUB.

29. IlpeagBapuTeJbHBbIN TEKCT JOKYMEHTA, KOTOPbI JMYHO FOTOBUT MCIIOJHUTEIb HJIH
COMCIOJTHUTEJ/Ib IOKYMEHTA, 3TO:

+ NpPOEKT JOKYMEHTAa;

— IK3EMIUISIP IOKYMEHTA;

— KOIUA JOKYMEHTA.

30. /Iesionpou3BOACTBO — ITO:

+ JIeSTeNbHOCTh M0 JOKYMEHTHPOBAHUIO, TOKYMEHTOOO0OPOTY, ONEPAaTHBHOMY XPAaHSHHIO H
HCIIOJTH30BaHUIO JIOKYMEHTOB;

— IIpoLeypa CO3JaHus, THPAKUPOBAHUS U PETUCTPALIMK BXOISAIIEH U UCXOASIIEH
JIOKYMEHTAIIUN OpTaHUu3aIliH;

— HETIOCPEICTBEHHOE CO37aHke O(UIIMATBHBIX TOKYMEHTOB Ha MPEATPUSTHH.



7.4. Onucanue nokas3arejed U KpuTepueB OLleHUBAHNS C()OPMHUPOBAHHOCTH
KOMIIeTEeHI[UI1 HA PA3JIMYHBbIX 3Tanax ux GopMupoOBaHNS;
LIKAJIbI M IPOLEeAYPHI OLleHMBAHUS

7.4.1. BonnpocoB u 3a1aHui ISl TeKYIIeld ¥ IPOMEKYTOYHOM aTTecTaAlMU
IIpu ouieHKE 3HAHUN YUUTBIBACTCS:
. VYpoBeHb YCBOEHUS TEOPETUYECKHUX MOJOKEHUM JUCUUIUIMHBL, MPAaBUIBHOCTH
(hOpMYIIMPOBKU OCHOBHBIX TIOHATUH ¥ 3aKOHOMEPHOCTEH.
2. YpoBeHb 3HaHUA (PAKTUUECKOTO MaTepuaia B 00beMe MporpamMmbl.
3. Jloruka, cTpyKTypa U I'paMOTHOCTb M3JI0KEHMSI BOIIPOCA.
4. YMeHue CBSI3aTh TEOPUIO C IMTPAKTUKOM.

5. YMmenue genath 00001EHNUs, BBIBOIBI.
Tabnuya 7.4.1.1

[IxaJa oneHUBAHUA HA DK3aMeHe

Onenka KpuTtepunu BbicTaB/IeHUS] OLIEHKHU

OTiinyHO OO0yyaromuiicst T0JIKeH:

- NPOJEMOHCTPUPOBATh IIyOOKOE M HMPOYHOE YCBOCHHE 3HAHUMI
IIPOrPaMMHOI0 MaTepHaa;

- HCYEpIBIBAIOIE, IIOCIENO0BATEIBHO, IPAMOTHO MU JIOTHYECKU
CTPOMHO U3JI0KUTh TEOPETUUECKUN MaTepHall,

- IPaBUIIBHO (OPMYJIMPOBATH ONPEEICHMS;

- TPOAEMOHCTPUPOBATh YMEHHUS CAMOCTOATEIbHOW paboThl C
JIUTEPaTypou;

- YMETb CJENaTh BBIBOJIBI 10 U3JIAra€MOMY MaTepHaILy.

Xoporo OO0yyaromuiicst TOIXKeH:

- MPOAEMOHCTPUPOBATH JIOCTaTOYHO IIOJIHOE 3HAHHE
MIPOTPAaMMHOI'0 MaTepuania;

- NPOJEMOHCTPUPOBATH 3HAHUE OCHOBHBIX TEOPETUYECKUX
MOHSTHH;

JIOCTaTOYHO MOCIEA0BATEIBbHO, TPAMOTHO M JIOTUYECKU CTPOMHO
y3Jaratb MaTepual;

- IPOJIEMOHCTPUPOBATh YMEHUE OPUECHTHPOBATHCA B JINTEPATYPE;

- yMeThb cJlenarh JOCTAaTOYHO OOOCHOBaHHBIC BBIBOABI IO
M3J1araeMoMy MaTepuany.

Y 10BIETBOPUTEILHO OO0yuarouuiics J0KeH:

- IPOJIEMOHCTPUPOBATH O0IIl€e 3HAHNE U3Y4aeMOr0 MaTepuaa;

- Moka3zaTh o0Illee BJIaJeHHE MOHATUHHBIM  amNmapaToM
JUCIUIINHBI,

- YMETb CTPOUTH OTBET B COOTBETCTBUM CO CTPYKTYpOH
U3JIaraeMoro BOIpoca;

- 3HaTb OCHOBHYIO PEKOMEHIYyEeMYyI0 NpOrpaMMoil y4deOHYIo

JIMTEPATYPY.

HeynosnerBopurensno | OOydaronuiics AeMOHCTPUPYET:

- He3HAHME 3HAYUTENIbHOM YacTH MPOrpaMMHOI0 MaTepuaa;

- HE BJIa/ICHUE TIOHATUHHBIM aIllapaToM JAUCLHUIIINHBL

- CYILIECTBEHHBIE OINOKY MPH U3JI0KEHNU y4eOHOro MaTepuana;

- HEYMEHHME CTPOUTH OTBET B COOTBETCTBUU CO CTPYKTYpOH
U3J1araéMoro BOIIpoca;

- HEyMEHHME JIEJIaTh BbIBOJIbI 110 M3J1ara€MOMY MaTepualy.

Tabauya 7.4.1.2



Illka/ia oeHMBAHHUS HA 3a4eTe, pyOesKHOM KOHTpoJIe

Ounenka Kputepun BbICcTaB/IeHUS] OLCHKH

3auteHo OO0yuaromuiics T0HKeH:

- IPOJIEMOHCTPUPOBATH O0IIIee 3HAHNE U3YIaeMOT0 MaTepUaIIa;

- TOKa3aTh oOOINee BIJIaJICHHEC TOHATHHHBIM  aIlllapaToM
JMCIIUIUIMHBL,

- yYMETh CTPOUTh OTBET B COOTBETCTBHH CO CTPYKTYpOH
M3JIaraeMoro BOIpoca;

- 3HaTh OCHOBHYIO PEKOMEHAYEMYIO IpOrpaMMoil y4eOHYIO

JUTEPATYPY.

He 3auteno OO0yyarmuiics 1eMOHCTPUPYET:

- HE3HAHWE 3HAUYUTEIHbHON YacTH MPOrpaMMHOTO MaTepHalia;

- HE BJIa/IeHUE TIOHATUHHBIM alllapaToM JAUCHHUIIINHBL;

- CYIIIECTBEHHBIC OIMUOKHU MPH U3JI0KEHUU y4eOHOTO MaTepurana,

- HEYMEHHE CTPOUTh OTBET B COOTBETCTBUU CO CTPYKTYpOil
M3JIaraeéMoro BOIpoca;

- HEYyMEHHE JIeJIaTh BBIBOJIBI 110 U3J1araéMOMy MaTepuay.

7.4.2. [TucbmenHoi padoTsl (3cce)

IIpu ouleHKE yUNUTHIBACTCA:
1. IIpaBriIbHOCTH OOpPMIIECHUS.
2. YpoBeHb C(OPMHPOBAHHOCTH KOMITETCHIIUH.
3. YpoBeHb yCBOEHUS TEOPETUUECKUX MOJOKEHUN NUCUUIUIMHBI, TPABUIBHOCTD (POPMYITUPOBKH
OCHOBHBIX TOHSTHH ¥ 3aKOHOMEPHOCTEH.
4. YpoBeHb 3HaHUS (DAKTHUECKOTO MaTepuaia B 00beMe IporpaMMBbl.
5. Jloruka, CTpyKTypa ¥ TPaMOTHOCTh M3JIOKEHUSI TUCbMEHHOU pabOTHI.
6. [TonmHoTa M3noXxeHus MaTepuana (packpbITHE BCEX BOMPOCOB)
7.Mcionp30BaHre HEOOXOIUMBIX HCTOYHUKOB.
8. YMeHue cBsI3aTh TEOPHIO C IPAKTUKOM.
9. YMmeHue nenath 0000IIEHNS, BEIBOII.
Tabnuya 7.4.2.1
HIkana oueHnBanus

Ounenka Kputepun BbICTABJICHUSI OLCHKH

OTau4HO OO0yuaromuiics T0KEH:

- TNPOJEMOHCTPUPOBATh IIIyOOKOE M TPOYHOE YCBOEHHE 3HAaHUU
MIPOrpaMMHOT0 MaTepHaa;

- HCUEPIIBIBAIOLIE, ITOCIIEI0BATENBHO, TPAMOTHO U JIOTHYECKH CTPOHHO
U3JI0KUTh TEOPETHUECKUI MaTepua;

- IPaBUIILHO (POPMYIIUPOBATH ONPEICIICHHS;

- TNPOJEMOHCTPUPOBATH YMEHMSI CaMOCTOSATEIbHOW paboThl C
JIUTEpaTypoi;

- YMETb CJIeNaTh BHIBOJIBI 10 U3JIaTa€MOMY MaTepuaiy.

Xoporo OOyuaronuiics JOJKEeH:

- MPOJEMOHCTPUPOBATH JOCTATOYHO IOJIHOE 3HAHHE MPOTPAMMHOTO
Marepuana;

- IPOACMOHCTPHUPOBATE 3HAHHUEC OCHOBHBIX TCOPETHUICCKUX HOHﬂTHﬁ;
JIOCTaTOYHO TIOCIIEIOBATENIFHO, TPAMOTHO M JIOTHYECKH CTPOMHO

3 PyGesxHbIii KOHTPOJIb 3HAHUH POBOJMTCS ISl CTY/IEHTOB OYHOM (POPMBI OOYHEHHSI M OLEHHBAETCS MO MIKAJIE
«3aUTCHOM\ « HE 3aYTCHO»




M3NaraTb MaTepua;
- IPOJIEMOHCTPUPOBATH YMEHNE OPUEHTHUPOBATHCS B JINTEPATYPE;

- yMeTh cJenarth JOCTaTOYHO OOOCHOBaHHBIC BBIBOJABI  I1O
M3JIaraeMoOMy MaTepuany.

Y 10BJIIETBOPUTEIILHO

OOy4Jarommiicst TOJIKEH:

- IPOJIEMOHCTPUPOBATh O0IICe 3HAHUE H3YyIaeMOI0 MaTepHaa;

- I10Ka3aTb 06].].[66 BJIAICHUC HOHATUNHBIM arrapaToM JUCHUIIIIMHBI,

- YMETh CTPOHMTH OTBET B COOTBETCTBUHU CO CTPYKTYPOH M37IaraeMoro
BOIIPOCA;

- 3HaThb OCHOBHYIO PEKOMEHIYeMYI0 MNpOTrpaMMoil  y4eOHYIO

JUTEPATYPY.

HeynosnerBopurensHo

OO0yuaromuiicst 1IeMOHCTPUPYET:

- HE3HAHUE 3HAUYUTEIbHOM YacTH MPOTPaMMHOI0 MaTepHaa;

- HEBJIAJICHHUE MTOHATHIHBIM anmapaToM JUCIHUILINHBL,

- CYIIIECTBEHHBIC OMIMOKH MTPH U3JI0KEHUH y4eOHOTO MaTepurana,

- HEYMEHHE CTPOUTh OTBET B COOTBETCTBHU CO CTPYKTYpOil
M3JIaraéMoro BOIpoca;

- HEYMEHHeE JIeaTh BHIBOJIBI 110 U3JIaraéMOMy MaTepuaiy.

3aureHo

OO0yuaromuiics 10KEH:

- IPOJCMOHCTPUPOBATH 00IIIEee 3HAHUE U3y4aeMOT0 MaTepUaa;

- ITIOKa3aThb O6HIC€ BJIAACHUC HOHATUHHBIM armnapaToM JUCHUILIIMHBL,

- YMEThb CTPOUTHh OTBET B COOTBETCTBHU CO CTPYKTYpPOW H3JIaracMoro
BOIIPOCA;

- 3HaTh OCHOBHYIO PEKOMEHAYEMYI TpPOrpaMMoOil  y4eOHYIO

JUTEPATYPY.

He 3aureno

OOyuaromuiicss JTEMOHCTPUPYET:

- HE3HAHUE 3HAUYUTEIILHON YacTH MPOTPAMMHOT0 MaTepHaa;

- HE BJIaJICHUE MMOHATUWHBIM annapaToM JUCUUTLINHBI;

- CYIIECTBEHHbIE OMIMOKH MPHU U3JI0KEHUU y4eOHOT0 MaTepuana;

- HEYMEHHE CTPOUTh OTBET B COOTBETCTBUU CO CTPYKTYpOu
M3JIaraeMoro BOIPOCa;

- HEYMEHHE JIeJIaTh BbIBOJIbI IO M3J1araéMOMYy MaTepHaly.

HIxaJja oneHUBaAHUA

7.4.3. TecrupoBanue
Tabnuya 7.4.3.1

Ouenka Kpurtepuu onieHuBaHusi TECTHPOBAHUS
OTiinyHO KonnyectBo BepHbIX 0TBETOB B HHTepBaie: 71-100%
Xopo1o KonnyecTBo BepHBIX OTBETOB B HHTepBaie: 56-70%
Y 10BIETBOPUTEIBEHO KomnnuecTBo BepHbIX 0TBETOB B MHTEpBaje: 41-55%
HeynoBneTBopuTenbHO KonnyectBo BepHbIX 0TBEeTOB B HHTepBaie: 0-40%
3a4TeHo KosmaecTBo BepHbIX 0TBeTOB B MHTepBase: 41-100%
He 3auteno KonnyecTBo BepHbIX 0TBeTOB B HHTepBane: 0-40%

7.5. METOAUYECKHUE MATEPHAJIBL, ONPEJAEISIIOIIAE ITPOUEY PbI
OINEHUBAHUSA 3HAHUU, YMEHUU, HABBIKOB U (MJIN) OIIBITA
JAEATEJIBHOCTH, XAPAKTEPU3YIOIUX 3TAIIBI ®OPMHUPOBAHUA

Kauecmeo 3nanuii

KOMIIETEHIIU.
XapaKTepU3yeTcsi  CIIOCOOHOCTBhIO  O0Oy4aromerocss TOYHO,

CTPYKTYPUPOBAaHHO M YMECTHO BOCIPOU3BOJUTh HH(POpPMAIMIO, TOIYYEHHYIO B Ipoliecce
OCBOCHHUS AMCLUUIUIMHBI, B TOM BHJE, B KOTOPOM OHa ObLIa M3JI0kKEHa B y4eOHOM M3IaHUU WU
IIPEIOIaBaTeNeM.



Ymenusa, xak npaBwio, GOpMHUPYIOTCS Ha 3aHATUAX CEMHHApPCKOIO THUIA 3aHATHSIX.
3amaHus, HampaBlICHHbIE HAa OILEHKY YMEHMH, B 3HAUUTENILHOW CTEMEeHH TpeOyloT OT
00y4YaroIerocst NposIBICHUS! CTEPEOTUITHOCTH MBIIUIEHUS, T.€. CIIOCOOHOCTH BBIOJIHHUTH paboTy
o oOpasuam, ¢ KOTOpeIMU OH paboTan B mpouecce oOyueHus. IIpenogaBarens ke OLIEHUBAET
CBOEBPEMEHHOCTh M NIPABUIIbHOCTh BBIIIOJIHEHUS 3a/1aHUS.

Haegviku - 3T0 yMeHHS, Pa3BUThIE U 3aKPEIUICHHbIE OCO3HAHHBIM CaMOCTOSITEJIbHBIM
TpyaoM. HaBblku (QOpMUPYIOTCS HpHU CaMOCTOSITEIbHOM BBINOJIHEHHHM OO0Yy4aroLMMUCA
IIPAKTUKO - OPUEHTUPOBAHHBIX 33JaHUN, MOJCIUPYIOIIUX PEUIEHHE UM IPOU3BOJCTBEHHBIX U
COLMOKYJIBTYPHBIX 33Ja4 B COOTBETCTBYIOILEH 00JacTH NMpo(ecCHOHANBHOM AEATENbHOCTH, KaK
NpPaBUJIO, TPU BBHIIOJHEHUM JOMAITHUX 33JaHUH, KYPCOBBIX IPOEKTOB (paboT), Hay4dHO-
HCCIIEI0BATEIbCKUX paboT, MPOXOXKIAECHUH NMPAKTHK, IPU paboTe MHAMBUIYAIbHO WIN B COCTAaBE
Ipynnsl 4 T.1.

Yemmuwuii onpoc - 3To nponenypa, opraHu3oBaHHasl Kak clieluajibHas Oecesia npenojaBaTess
c rpymmoii oOydatoumxcsi ((QppOHTANbHBIA ONPOC) WIM C OTACIBHBIMH OOYUYaIOIIMMUCS
(MHOUBHYaJbHBIN ONPOC) C LENBI0 OLEHKH CHOPMHPOBAHHOCTU Y HUX OCHOBHBIX NOHSTHUH U
YCBOEHHUS yueOHOro MaTepHaia.

Tecmut sBsOTCA MpocTeiiieil (jopma KOHTPOJIs, HAIIpaBJIeHHAs HA MPOBEPKY BJIAJCHUS
TEPMHUHOJIOTMYECKUM  allapaToM, COBPEMEHHBIMM HH(POPMALMOHHBIMH TEXHOJOTHUAMU U
KOHKPETHBIMU 3HaHMAMU B 00jacTh (yHIAMEHTAIbHBIX M MNPUKIAIHBIX AMCUMIUIMH. Tect
MOJKET TPEIOCTABIATh BO3MOXXHOCTh BBIOOpa M3 TIEpEYHsT OTBETOB; OJWH WM HECKOJBKO
IIPABUJILHBIX OTBETOB.

Cemunapckue 3auamus - OCHOBHOE Ha3HAYEHUE CEMUHAPCKHUX 3aHATHH 1O JUCLMIIIMHE —
obecreynTh TIyOOKOE YCBOEHHE OOYYaroIMMHCS MaTepHajoB JIEKLUH, NMPUBUBATh HaBBIKU
CaMOCTOSITENIbHOM paboThl C JUTEpaTypod, BOCHUTHIBATH YMEHUE HAXOIUTh OINTHUMAalbHbIE
pelieHusT B YCIOBUSAX  M3MEHSIOIIMXCA ~ OTHOIIEHUH, (OpMHpPOBAaTH  COBPEMEHHOE
npodeccHOHaTbHOE MBIIIICHHE oOydarommxcs. Ha ceMHHapCKMX 3aHATHSAX IPErojaBaTellb
IIPOBEPSET BBHIIIOJHEHUE CAMOCTOSITEIbHBIX 3aJaHUI U KaUeCTBO YCBOCHUS 3HAHUI.

PA3JEJ 8. METOJUYECKHUE YKA3ZAHUS JUISI OBYUYAIOLIIUXCSI
O OCBOEHUIO JUCHHUITJIUHBI

8.1. Memoouueckue pekomenoauuu no HARUCAHUIO ICCe

Dcce(oT (PpaHIly3cKOro €ssai — OmbIT, HaOPOCOK) — JKaHp HAYYHO-ITYOJHIIMCTHYECKOM
JTUTEPATyphl, OTPAKAIOIMIUN MOAYEPKHYTO MHIUBUIYATbHYIO TO3UIMIO aBTOpa MO KOHKPETHOU
npobieme.

['maBHBIMH OCOOEHHOCTSMH, KOTOpBIE XapaKTePU3YIOT OCCe, SIBISIOTCS CIEAYIOLIUE
TTOJIOKEHUS

e coOcTBeHHas MO3UIUS 005S3aTeIbHO JOJDKHA OBITH apryMEHTHUPOBaHA M TOJKpEIUIeHa
3aKOHAMH, aBTOPUTETHBIMH TOYKAMH 3PCHHSIMH U 0a3upoBaThcs Ha (DyHIaMEHTaIBHOW HayKe.
He6Gonbmoit 06vem (4—6 ctpanuil), ¢ 0ohOpMICHHBIM CIIUCKOM JIUTEPATYpPhl U CHOCKAMHU Ha ee
HCIOJIb30BaHUE;

® CTWIb  UBIOXKEHUS —  HAYYHO-UCCIICOBATENBCKUM,  TpeOYIOUUH  YETKOM,
MOCJIEIOBATEILHON W JIOTUYHOM CHCTEMBI JIOKA3aTeNIbCTB; MOXKET OTJIMYATHhCS OOpPa3HOCTHIO,
OPUTHUHAJILHOCTHIO, aOPUCTHIHOCTHIO, CBOOOTHBIM JIEKCUUECKHM COCTABOM SI3bIKA;

® ICCIICJOBAaHWE OTPAHWYMBACTCA YETKOW, JAKOHUYHOW TIPOOIEMOM C BBISIBICHHUEM
MPOTUBOPEUYUH U pa3pelieHneM dTUX MPOTHBOPEUHiA B JTaHHON paboTe.

8.2.Memoouueckue pexomenoayuu no ucno1b308aHUI0 Kellcos

Keiic-memoo (Casestudy) — MeTon aHanu3a pealbHOW CHTyalldd, OMMCAHHUE KOTOPOM
OJTHOBPEMEHHO OTpakaeT HE TOJBKO Kakyl-Tu00 MpaKTHYeCKylo mpobieMy, HO U
AKTYaIM3UPYET OMNPEJCICHHBIM KOMIUIEKC 3HaHUH, KOTOPHIM HEOOXOIWMO YCBOUTH IpH
paspernieHnu ganHou npobiemsl. [Ipu aTom cama npoGieMa He UMEeT OJTHO3HAYHBIX PELICHHMA.

Kelic kak MeTol OLIEHKM KOMIETEHUUM JOJKEH YIIOBIECTBOPSTH  CIEIYIOIIUM
TpeOOBaHUAM:



— COOTBETCTBOBATh YETKO IMOCTABJICHHOM 1IEJIU CO3/IaHMS;

— HUMETb MEeXIUCLHUIUIMHAPHBINA XapaKTep;

— HUMETh IOCTATOYHBIN 00BEM MIEPBHUYHBIX U CTATUCTUICCKUX JAHHbBIX;

— HWMCTHb COOTBGTCTBYIOH_[I/Iﬁ YPOBCHb CJIOKHOCTH, HUIUTIOCTPUPOBATH TUITUYHBIC
CHUTYaIllH, UMETh aKTyaJbHYIO MMPOOJIEMY, MO3BOJISIONIYIO MPUMEHHTh Pa3HOOOPA3HBIE METOJIbI
aHaJIM3a MPH MOMCKE PEIICHHS, UMETh HECKOJIBKO PCIICHHIA.

Keiic-MeTo1 oka3piBacT COACHCTBHE PAa3BUTHIO YMEHHS peliaTh MPOOJIEMbI C yIETOM
KOHKPETHBIX YCJIOBUI M Tpu Hamuuuu (aktudecko uHpopmamuu. OH pa3BUBAeT Takue
KBaTM(DUKAIIMOHHBIC XapaKTEPUCTUKH, KaK CIOCOOHOCTh K MPOBEACHUIO aHAIN3a U JHMArHOCTUKH
npo0yieM, yMeHUE 4eTKO (hOPMYJIMPOBATh M BHICKA3bIBATh CBOIO TO3HIIMIO, YMEHUE OOINATHC,
JMCKYTHPOBATh, BOCIIPMHUMAThH M OLICHUBATH WH(POPMAIIMIO, KOTOpasi MOCTYIAET B BepOaIbHOI
1 HeBepOanbHOU (hopMme.

8.3. Tpebosanus Kk KomnemeHmHOCMHO-OPUCHMUPOBAHHBIM 3A0AHUAM
0J151 0eMOHCIMPAYUU 6bINOSIHEHUS NPOPecCUOHATbHBIX 3a0ay

KoMIeTeHTHOCTHO-OpUEeHTUPOBAHHOE 3aJjaHie — 3TO BCErJa MPaKTHYeCKOoe 3a/iaHue,
BBITIOJIHEHUE KOTOPOTO HAllEJIEHO Ha JEMOHCTPUPOBAHHE [IOKA3aTENIbCTB HAIUYHUS Y
o0yJaromuxcs c(hOpMHUPOBAHHBIX KOMTICTCHITHIA HEOOXOTUMBIX IS Oymymieit
npodeccnoHaNbHOM e TeIbHOCTH.

KoMITeTeHTHOCTHO-OpUEHTUPOBAHHBIC 3a/IaHUsI OBIBAIOT PA3HBIX BUIOB:

e HaIpaBJICHHBIC HA MTOJTOTOBKY KOHKPETHOTO MPAKTHKO-OPUEHTUPOBAHHOTO IPOJIYKTA;

® AHAJUTHYECKOTO U JUAarHOCTUYECKOTO XapakTepa, HalpaBieHHbIE Ha aHalu3
Pa3IMYHBIX ACTICKTOB H MPOOJIEM SKOHOMHUYECKOH JIeATeITbHOCTH;

® CBSI3aHHBIC C BBIITOJIHCHUEM OCHOBHBIX IIPO(ECCUOHATBHBIX (PYHKITHIA.

PA3JEJA 9. YYEBHO-METOJAAYECKOE U UH®OPMAIIMOHHOE
OBECHEYEHHUE JUCHUIIJINHbI

Ocnoenas numepamypa*

DNEeKTPOHHOE TMPABUTEIBCTBO. JIEKTPOHHBIH TOKYMEHTOO000pOT. TepMUHBI U ONpeeTICHHS

: yueb6. mocobue / C.IO. Kabamos— M.: UH®OPA-M, 2019. — 320 c. — (Bsicmee

obpasoBanue: bakanaBpuar). - Pexxum goctyna: https://znanium.com/read?id=333614
OcHOBBI €70BOH (CiTy’)keOHOM) MUCHbMEHHOW pedun B cdepe ymnpaBieHUs :@ ydeo.

nocobue / C.JO. Kabamos. M.: MHOPA-M, 2019. — 163 c. + Jlon. marepuasl
[OnexkTpoHHBI pecypc; Pexum nmoctyma: http:/www.znanium.com]. — (Bsiciiee
oOpazoBaHme: bakanaBpuar). —
www.dx.doi.org/10.12737/textbook_5bd2d52ef2e4e4.18824396. - Pexum  jgocryma:

https://znanium.com/read?id=335870

Jonoanumensvnan numepamypa®

KondunennuanbHoe 1e10MpOU3BOACTBO U 3aLUILIEHHBIN 3J€KTPOHHBINA JOKYMEHTOOOOPOT :
yueonnk / H. H. Kynsies, A. C. Aémymkun, T. B. Korapamosa, A. I'. ®adpudHos ; mos o0,
pen. H. H. Kynsesa. - 2-e uzj., nepepa0. u nom. - Mocksa : Jloroc, 2020. - 500 c. - (HoBas
yHHBepcHuTeTckas ouomuoreka). - ISBN 978-5-98704-711-8. - TekcT : AIEKTPOHHBIH. -
https://znanium.com/read?id=367431

HenoBoe muchbmMo: ydeOHO-CIIpaBOYHOE 1mocobue ais OakanaBpoB / aBT.-cocT. . H.
Kysnenos. 10-e uzn., nepepad. - Mocksa : Jlamkos u K, 2020. - 161 c. - ISBN 978-5-394-
03842-6. - Tekcr : anekTpoHHsIi. -https://znanium.com/read?id=358429

4 13 OBC
® 13 9BC


https://znanium.com/read?id=333614
https://znanium.com/read?id=335870
https://znanium.com/read?id=367431

Hopmamueno-npagogsvie akmul (6 oeiicmeyrouieii peoaKyuu)
Konctutymusa Poccuiickoit ®exneparumu.
I'paxxnanckuii kogeke Poccuiickoit @enepauuu. — M., 2019.
Tpynooii kogekc Poccutickoit @enepamnuu. — M., 2019.
3emenbHbIN Kogeke Poccniickoit @enepauuu. — M., 2019.
3akoH P® «O KOHKYpEHIIMM M OTrpaHUYCHUH MOHOIIOJIMCTHYECKOM NEeATEebHOCTH Ha
TOBapHBIX pbIHKax» OT 21 maprta 1991 r. (B wactu, He npoTuBopeyameid 3akony PO «O 3amure
KOHKYPEHLIUN»).
3akoH P® «O 3ammre npaB norpeduteneit» ot 7 deBpans 1992 r. Ne 2300-1.
®enepanbHblii 3ak0H OT 26 o 2006 r. Ne 135-03 «O 3amure KOHKYPEHIIMN.
Oepnepanbubii 3akoH  oT 21 gexadbps 2001 1. Ne 178-®3 «O mnpuBaruzanuu
roCy/1IapCTBEHHOT'O U MYHUIIUIIAIHHOTO UMYILECTBAY.
@DenepanbHblii 3aK0H 0T 26 nexadpst 1995 r. Ne 208-D3 «O06 akIIMOHEPHBIX 00IIECTBAX .
®epnepanbubiii 3ak0H 0T 24 utonst 2007 r. Ne 209-03 «O pa3BUTHUA MAJIOTO U CPEIHETO
npeanpuHumaTenbctBa B Poccuiickoit denepanmmy.
®enepanbublii 3akoH oT 10 suBapst 2002 1. Ne 7-03«00 oxpaHe OKpYKAIOWIEH cpebn».
[Tpuxa3z Munobpuayku Poccun ot 12.11.2015 N 1327 «O6 yrBepxaeHuu QenepaaibHOTO
roCyJIapCTBEHHOT'O 00pa30BaTeIbHOIO CTAaHAApTa BBICHIET0 OOpa30BaHHS MO HAMpPaBICHHUIO
noarotoBku 38.03.02 MenemxmeHT (ypoBeHb OakamaBpHaTa).

KoMnjieKkT JuIeH3MOHHOI' 0 nmporpaMmmHoOro o0ecneyeHus

Microsoft Open Value Subscription ans pemrenuit Education Solutions Ne Tr000544893 ot
21.10.2020 r. MDE Windows, Microsoft Office u Office Web Apps. (cpok aeiicTBust 10
01.11.2023 r)

AnrtusupycHoe nporpammuoe obecreuenne ESET NOD32 Antivirus Business Edition
noroBop Ne M1C00-006348 ot 14.10.2022 . (cpok aeiictBust g0 13.10.2025 )

[Iporpammuoe obecrnieduenue «Mupamnonuc» cucremMa BeOWHApOB - JIMIIEH3MOHHBIN
norosop 244/09/16-x ot 15.09.2016 (Cneuunduxanus k JInnensnonHomy norosopy 244/09/16-x
ot 15.09.2016, ot 11.05.2022 r.) (cpoxk aeictust g0 10.07.2023 1)

OnekTpoHHas MH(POPMaLMOHHO-00pa3oBaTenbHas cpeaa «1C: YHuBepcuTeT» J0roBop OT
10.09.2018 1. NeITPKT-18281 (6eccpouno)

WNudopmanmonnas cuctema «Ilepsoritbur» cybnuunensuonnsiii forosop ot 06.11.2015 .
Ne009/061115/003 (6eccpouno)

Cucrema TectupoBanus Indigo nunensuonHoe cortamenue (Jorosop) ot 08.11.2018 r.
NoJ1-54792 (6eccpouno)

Wudopmanmonno-nouckopass cucrema «Koncynbrant Ilmoc» - 70roBOop 00
nH(pOpMaMOHHO NoAiepkKe oT 26.12.2014, (GeccpouHO)

OnekTpoHHO-6MOIMoTeuHas cuctema |IPRsmart nunensunonnsiii jorosop ot 01.09.2022 r.
Ne9489/22C (cpox aeiictBus mo 31.08.2024 r.)

Hayunas snextponnas 6ubmuoreka eLIBRARY nunensuonnsiii norosop SCIENC INDEX
Ne SIO -3079/2022 ot 12.01.2022 1. (cpok aeiictBust 10 27.01.2024 1)

CB0001HO pacnpocTpaHsieMoe NPOrPpaMMHOe odecrneyeHue
Kommnexkr onmaitn cepsucoB  GNU ImageManipulationProgram, cBoGoHO
pacrpocTpaHsieMoe TPOrpaMMHOe O0ecTiedeHne

Ilpozpammnoe obecneuenue omeuecmeennozo nPouU3600Cmea.

[Iporpammuoe obecnieuenne «Mupamnoauc» cucremMa BeOWHApoB - JIMIIEH3MOHHBIH
noroBop 244/09/16-k ot 15.09.2016 (Cnenuduxanus x Jlnnensnonnomy norosopy 244/09/16-k
ot 15.09.2016, ot 11.05.2022 r.) (cpok aeiictBust go 10.07.2023 r.)

DnexkTpoHHas WHGOpPMaMOHHO-00pa3zoBatenbpHas cpefa «1C: YHuBEpCUTET» JOTOBOP OT
10.09.2018 1. NeITPKT-18281 (6eccpouno)



Nudopmarmonnas cucrema «llepBoeritbury cyonunensnonnsiii qoroop ot 06.11.2015 1.
Ne009/061115/003 (6eccpouno)

Cuctema tectupoBanus Indigo nunensunonnoe cornamenue (JJorosop) or 08.11.2018 r.
NoJ1-54792 (6eccpouHo)

Wudopmanmonno-nouckoBass  cucrema  «Koncynerant Ilmoc» -  mgoroBop 00
nH(popMaImoHHO noauepxke ot 26.12.2014, (6eccpouHo)

OnekrponHo-6nbmoreunas cucrema |IPRsmart nunensuonnsiii forosop ot 01.09.2022 .
Ne9489/22C (cpox aeiictBus 10 31.08.2024 r.)

Hayunast snexrponnas 6ubnnoreka eELIBRARY nunensuonnsiii norosop SCIENC INDEX
No S10 -3079/2022 ot 12.01.2022 1. (cpok aeiictBust g0 27.01.2024 1.)

PA3JEJ 10. MATEPHAJILHO-TEXHUYECKOE OBECITEYEHUE OBPA30BATEJIBHOI'O IMPOIIECCA

111396, r. Mockaa, mipoctl.

yeOHAs ayIUTOPHUH JJIS NIPOBEedeHUS 3aHATHIA .
y ya pyn A POBEL 3enéubli, 1. 66A

JEKIIMOHHOI'0 THIIA, 3aHATHH CEMUHAPCKOIo TUIIA,
rpynnmoBbiX H HHANBUIYAJBbHBIX KOHcyﬂbTaHHﬁ, TEKYyIIero

N Otax 3
KOHTPOJIS M IPOMEKYTOYHOM aTTeCcTAIUH
p p Y A ITomemenue Xl
O6opynoBanue:  chenuanu3upoBaHHass Mmebenb  (MmeOenb Komuara 7
aynutopHas (10 cromoB, 10 crTynbeB, Jd0CKa ayauTOpHAs
ymuTopHai ( ’ YIECB, 1 YAHTOP (kaGumer No315)
HaBeCHas), CTOJI IPeroAaBares, CTyJ MpernoJaBaTes.
(25,2 kB. M.)

TexHuaeckue cpeacTBa 06V‘I€HI/I$II NNEPCOHAJIBHBIC
KOMIIBIOTCPbI

111396, r. Mocksa, ripoctl.
3enénpiii, 1.66A

IHomemenue I CAaMOCTOATEIbHOM Pa00ThI 00yYAOIIUXCS

Ortax 3
CnenmnanmusupoBanHas wmebenb (9 crTonmoB, 9  crTynbeB), Momemerme XII
MEePCOHANBHBIE KOMITBIOTEPHI C BO3ZMOKHOCTBIO TOJIKITIOUYEHUS Komuata 9
K cetn «VHTepHET» U 00ecreYeHneM JIOCTYIIa B AJICKTPOHHYIO (xabuner Ne317)

MH(POPMAaIMOHHO-00pa30BaTENbHYIO Cpely Y HUBEPCUTETA (25.5 k5. M.)




