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Pabouast mporpamma TUCHHITIHHBI «J{eTOMpON3BOICTBO B YIIPABICHUH OPTaHH3AINCH.
Hanpasnenue nmoaroroBku 38.03.02 MenemxMeHT, HAMpaBICHHOCTh (Ipoduib): «YIpaBieHHue
npoektamuy / 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 MeHEIKMEHT, YTBEP)KICHHOIO IpPUKa30M 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 (3apeructpupoBan MunucrepcTBoM roctuiuu Poccuiickoit denepanun 9
anpens 2015 r., peructpanmonnsiii N 36805), nmpodeccronanbHoro crangapra « CernuaimcT mno
BHYTPEHHEMY KOHTPOJIO (BHYTPEHHUN KOHTPOJIEP)», YTBEPKIACHHBIN MprUKazoM MUHHUCTEpCTBA
TpyAa H couuaibHOW 3amuThl Poccuiickoit @enepamuu ot 22 HosOps 2022 N 731H
(3apeructpupoBan  MunucrepctBoM toctuiinu Poccuiickoit ®denepamun 22nexabpst 2022 .
peructpauroHHblid Ne 71783).

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

HazapoBa H.A., Kk.3.H., [OLEHT, 3aMECTHUTEINb

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 OCBOCHMSI NHUCLMIUIMHBL «/l€IOMpPOU3BOACTBO B YIIPABICHUU OpraHU3ALUC»
aBisgercs (GopMmupoBaHHE Yy OOYyYaIOUIMIICS CHUCTEMBl TEOPETHYECKHX U KOHIENTYaJbHBIX
NpPEJCTaBICHUN B OOJIACTH BEJCHHMS JOKYMEHTAIlMM W JOKYMEHTOOOOpOTa OpraHu3alif u
CTPYKTYPHBIX MOJpa3JeICHUH, a TAKKEe IPAKTUYECKUX HABBIKOB U YMEHUM, TTO3BOJISIOLIUX UM B
OyaymieMm pemarb B YCIOBUSX HEONPENEICHHOW M WM3MEHYMBON BHEIIHEH Cpeibl CIOXKHBIC

3aJIa4M JICJIONPOU3BO/ICTRA.
OCHOBHBIE 3a0a4u TUCIATUINHEL:

— TpUOOpETECHHE

HAaBBIKOB

CaMOCTOATCIIBHOI'O

WHHUIUATHUBHOI'O n TBOPYCCKOTO

HCIIOJIb30BAHUA TCOPECTUICCKUX 3HAaHUH B HpaKTI/I‘ICCKOﬁ ACATCIIBHOCTH MCHCIKCPA,
— HU3y4eHHe 0COOEHHOCTEH NenoNnpon3BOACTBAa B (PUHAHCOBOM JESITENbHOCTH TOCYAAPCTBA,
cyobekToB P®, MyHHMIMNANbHBIX OOpa3oBaHWW, (UHAHCOBO-TIIPABOBOTO CTaTyca OPraHoOB

FOCYI[&pCTBGHHOﬁ BJ1aCTH,

OMCY, GHUHAHCOBBIX W WHBIX YIOJHOMOYCHHBIX OpPraHOB,

roCyJapCTBEHHBIX M MYHHUIIMIAIBHBIX YUPEXKACHUNH HOBOrO THUMA (KA3€HHBIX, aBTOHOMHBIX,
OIO/PKETHBIX ), OpraHu3aluil, YaCTHBIX MpeANpUHUMATENel 1 PU3NYECKUX JULL;

— OBJIaACHUC

MPaBONPUMEHUTEIBHOM,

paBo

HCIIOJIHUTEILHOM, 3KCIEPTHOM,

KOHCYJIbTAIlMOHHOM, HOPMOTBOPUYECKON MPOECCHOHATBHON JIeATENbHOCTRIO B cepe AenoBOi

AOKYMCHTAIMKU U ACIOIMPOU3BOACTBA.

PA3JEA 2. INIAHUPYEMBIE PE3YJBTATHI OBYUEHMSA MO JUCIHUIIJIMHE
COOTHECEHHBIE C INTIAHUPYEMBIMU PE3YJIbTATAMU OCBOEHMS OBPA3OBATEJILHOM

INPOI'PAMMBI

KomMmnerenTHOCTHas KapTa JTHCHUIIJIMHBI

Tabnuya 2.1.

YHuBepcanbHble H 00IEKYJIbTYPHbIC KOMIICTCHIMH

NuaukaTopsl 10cTHKEHUS] KOMIIETeH MU
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 HaBBbIKAMH
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 yctHoil u | HYK-4.2. VYMeerocymecTBIsTh JICJIIOBYIO
MIACbMEHHOU KOMMYHUKAaIMl0 B YCTHOW U IIMCbMEHHOHN
dhopmax Ha | popMax Ha roCyJapCTBEHHOM U MHOCTPAHHOM
roCylapCTBEHHO | (BIX) SI3bIKE
M n | NYK-4.3. Baapneer HaBbIKAMU




MHOCTPaHHOM OCYIIECTBIICHUSI JICJIOBOM KOMMYHUKAIIMH B
(BIX) sI3BIKE YyCTHOM W  THUCbMEHHOW  (dopmax  Ha
rocyAapCTBEHHOM M  HMHOCTPAHHOM  (bIX)
A3BIKE
o0menpodeccnoHaTbHbIe KOMIIETCHIIUH
O6menpodeccu | OIIK-2 Cnocoben HOIIK-2.1. 3naet MmeToasl cOopa, 00pabOTKH
OHAaJIbHBIE OCYIIECTBIISATh W aHallM3a JaHHBIX, HEOOXOIUMBIX JIJIS
cbop, 00paboTKy | pelieHus: HOCTABICHHBIX YIPABICHYECKUX
U aHaJIn3 3a]1a4, ¢ UCIOJIb30BAHUEM COBPEMEHHOIO
JTAaHHBIX, MHCTPYMEHTApUS U UHTEJUIEKTYaIbHbBIX
HE0OXO0TMMBIX WH(OPMAIIMOHHO- AHATUTHYECKUX CUCTEM
JUISL pelIeHUs NOIIK-2.2. YMmeeT ocymiecTBIsATh cOop,
IIOCTABJIEHHBIX 00pabOTKyY U CTATUCTHYECKUH aHAIN3
YIPaBICHUYECKUX | JAHHBIX, HEOOXOAUMBIX JJIs PEIICHUs
3aja4, ¢ IIOCTABJICHHBIX YIIPaBJIEHUYECKUX 3a/ad, C
WCIIOJIb30BAHHUEM | UCIIOJIb30BAHUEM COBPEMEHHOTO
COBPEMEHHOT0 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 UHHOPMAIIMOHHO-
AHATUTUICCKUX CUCTEM
TpynoBbie
Kon, nammenoBanmne
(pynknum (kox,
npoq)ecCMOHaanblx . NHauKaTopsl A0CTHKEHHS KOMIeTeHINU (15 NJIaHAPOBAHHS
KOMIIeTeHIUI R pe3yJbTaTOB 00yUeHHs M0 dJieMeHTaM 00pa30oBaTeIbHOi
NMPOrpaMMbI M COOTBETCTBYIOIIHUX OI[EHOYHBIX CPEICTB)
(moaypoBeHb)
KBaJIN(pUKaAuu

OT® (kon, HaumenoBanue) / [Ipodeccuonaibublii cTaHAapT (KOA, HAUMEHOBaHME)

Tun(sl) 3axa4(1) npodeccHoHAIBLHON AeATeIbHOCTH

C PykoBOJICTBO CTPYKTYPHBIM Mojipa3zeicareM BHyTpenHero koutposts / 08.006 IIpodeccruonanbHbIi

CTaHAapT

««CrienuaaicT Mo BHYTPEHHEMY KOHTPOJIIO (BHYTPEHHHI KOHTPOJIEP)»»

OpFaHI/B aL[I/IOHHO'YHpaBJ'IqueCKI/Iﬁ

IIK-1
Cnocoben
OCYIIECTBIIATh
TUTAHUPOBAHHE
paboThI
CTPYKTYPHOTO
OIpa3IeIeHuUs

[InanmpoBanue | UIIK-1.1.

paboThI 3HaTh:

CTPYKTYPHOTO TpynoBoe ¥ TpaxAaHCKOE 3aKOHOJATENBCTBO Poccuilckon
nozapazaenenus | Pexepanyiu B 4aCTH BUAA JESATEIBHOCTH

Co03/6 [IpaBoByt0 M HOpMaTuUBHYIO 0a3y, BHYTPEHHHUE pEIJIaMEHTHI

HKOHOMHUECKOTO CyOheKTa

OcHoBBl MH(MOPMALMOHHBIX TEXHOJOTUH U HMH(POPMAIIMOHHOM
Oe3omacHoCcTH

[TporpamMMHBIE CpeICTBa aBTOMATH3AIINH OPUCHOHN IeTETHHOCTH
OCHOBBI ~ JI€TIOBOM  JOKYMEHTallMW,  JENONPOU3BOJCTBA B
HKOHOMHUYECKOM CYOBEKTE

TpeboBanus npohecCHOHaIBHONW ATUKH

Kpunrorpaduro Ha ypoBHE NOHUMaHMsI IPUHIUIIOB IEKTPOHHOTO
JOKYMEHTO0000poTa
OCHOBBI  TEOpHUHU

QITOPUTMOB,  TPOTPAMMHUPOBAHUA  H




KOMITbIOTEPHBIX HAYK
TexHonornu aBTOMAaTU3alUU JIEJIONPOU3BOJICTBA: HUCKYCCTBEHHBIH
WHTEJUIEKT, OJTIOKYEHH, 00TauHbIe CEPBUCHI

DTHKY (UHAHCOBBIX TEXHOJOTHA

HIIK-1.2.

Ymersn:

Pa3pabarbiBaTh  OpraHM3allMOHHO-PACIIOPSIIUTENbHBIE ITPUKA3bI,
CIIOCOOCTBYIOIIME  TOBBIMICHUIO  3(PPEKTHBHOCTH  pabOTHI
CTPYKTYPHOTO MOJpa3/ieIeHUsI BHYTPEHHETO KOHTPOJIS
PazpabGaTpiBaTh ~ BHYTpEHHHE  CTaHIApThl M TpeOOBaHUSA
npoecCuOHaNbHOM ITHUKH, COBPEMEHHbIE METOAMKU IPOBEICHHUS
BHYTPEHHET0 KOHTPOJIS

Pa3pabarbiBaTh MEepCHEKTUBHBIE T'OJIOBBIE U ONEPATUBHbBIC IUIAHBI
paboThI

KoncynpTupoBaTh 0 NpUMEHEHUIO PUHAHCOBBIX TEXHOJIOTUN
Hcnonp3oBaTh  NpUMEHSiEeMble B OTPacid  COBPEMEHHBIE
WH(OPMALIMOHHBIE TEXHOJIOTMM JUIsl  OCYILECTBJICHHS  BHUAA
JIeSITEIIbHOCTH :

- OJIOKYElH U JIeleHTpaIn30BaHHbIC PACIIpe/IeTICHHbIE PEeCTPhI;

- HCKYCCTBEHHBI NHTEIJIEKT;

- 00J1aYHbIE CEPBUCHI;

- OoJIbIIMIE TAHHEIC;

- BUPTYaJbHYIO U JOTIOJHEHHYIO peajbHOCTh

HIIK-1.3.

Baagern:

IlogroroBkoi  3ajaHMii  HA  INPOBEAEHUE  KOHTPOJBHBIX
MEPONPHUATHI MO BHYTPEHHEMY KOHTPOJIO, MO (OPMHUPOBAHUIO
uHpopManoHHOW  0aspl, oOTpaxkarouieii  paboTy  00BeKTa
BHYTPEHHETO KOHTPOJIA, U 110 €€ aHATU3Y

Opranuzanueil nMpoBeeHusl aHaIu3a HHPOPMAIMK O pe3ysibTaTax
MPOBEACHUS  KOHTPOJBHBIX  MEPONPUITHN ISl  BBISBICHUS
3HAYUMBIX OTKJIOHEHUH OT TpeOOBaHHUI MPaBOBOM U HOPMATHUBHOM
0a3bl ¥ BHYTPEHHUX PETJIaMEHTOB

Pa3paboTkoil pUCK-OPHUEHTUPOBAHHBIX T'OJIOBBIX M OINEPATUBHBIX
IUIaHOB  paboTBl CTPYKTYPHOTO IMOJPAa3/€ieHUs BHYTPEHHETo
KOHTpOJIS, ux IIPEIOCTaBICHUE Ha YTBEPKACHUE
YIIOJIHOMOYEHHBIM PYKOBOIMTEISIM SKOHOMHUYECKOTO CyOBEKTa,
KOHTPOJIb BBIIIOJTHEHUS

Opranuzanueit pa3pabOTKH TPOEKTOB PHCK-OPUEHTHPOBAHHON
IUTAHOBOM JIOKYMEHTALlUK U MPEIOCTaBIIEHNE UX Ha YTBEpPXKICHUE
YIIOJIHOMOYEHHBIM PYKOBOIMTEISIM SKOHOMHUYECKOTO CyOBEKTa,
KOHTPOJIb UX HCIIOTHEHUS

Opranuzanueil MOArOTOBKU PaclOPSAUTEIbHBIX JTOKYMEHTOB IIO
IIPOBEJICHUIO KOHTPOJIBHBIX MEPOIPHUATHIA

ITonroroBKOM NpoeKTa BHYTPEHHErO pErVIaMEHTa O MPOBEACHHUH
BHYTPEHHET0 KOHTPOJIS

CornacoBaHMeM OCHOBHBIX HAIPaBJICHWN BHYTPEHHEIO KOHTPOJIS,
MPElyCMOTPEHHBIX YCTAHOBJICHHBIM JKOHOMUYECKUM CYOBEKTOM
MOPSZIKOM, C €ro 3aKa34rMKaMu

Paccmotpenunem 000CHOBaHHOCTH MIpeI0KEHU N 1o
COBEPLIEHCTBOBAHUIO METOJINYECKOTO o0ecrieyeHus
OCYIIECTBJICHUS] BHYTPEHHETO KOHTPOJIS




PA3/EJ 3. MECTO JUCLIUILTAHBI B CTPYKTYPE
OBPA30BATEJIBHOI ITPOrPAMMBI

Juciumumaa OCHOBBI J€JIOBOM [JOKYMEHTAallMM M JEJIOINPOM3BOACTBA B OpraHU3aluu
y4acTHUKaMU
00pa3oBaTeNbHbIX OTHOIIEHUH O10Ka 1 «/{uciumiInHb! (MOyJIN)» OCHOBHOM MPO(ecCHOHaNbHOM
o0pa3oBaTenbHON MporpaMMbl 1Mo HampasieHuro nmoarotoBku 38.03.02 MenemxkmeHT (ypOBEHB
OakajaBpuaTta).

B MeronnueckoMm miaHe JaHHas AMCLUMILIMHA ONMPAETCS Ha 3HAHMS, MOJIYYEHHbIE NpU
U3YYEHUM CIeIyIoIuX Yy4eOHbIX JucuuIuiMH: «lIpaBoBO€ perynupoBaHue 3KOHOMUYECKOH
NEeATEIbHOCTHY, «MHUKPOIKOHOMHUKA», «MaKpOIKOHOMHKA», «ByXralTepckuil y4eT U aHaausy,
«DUHAHCBD) U 1Ip.

[TonydyenHble OOYy4YaIONIMMUCSA 3HAHUS CIIOCOOCTBYIOT YCBOCHHIO TaKUX KYpCOB, Kak

BXOJHUT

((OI_ICHKa CTOMMOCTHU 6H3Heca», «I/IHOCTpaHHI)Ie HHBCCTHLUN U OP.

B CoCTaB

00s13aTENIBHBIX

JTUCLUIUINH

YacTH,

bopmupyemoii

VYka3aHHble CBA3M M cOAEpXkaHUE AUCUUIUIMHBI OCHOBBI JEIOBOM JIOKyMEHTalUU U
JIeJIONIPOU3BOCTBA B OpraHU3alMM Jal0T OO0YYaroLEMYCsl CHUCTEMHOE IIPEACTaBIECHUE O
KOMIUIEKCE U3y4aeMbIX JucuuIUIMH B cooTBeTcTBUM ¢ PI'OC BO, urto obecneunBaer
COOTBETCTBEHHbII TEOPETHUYECKUIl YpPOBEHb M IPAKTHUUECKYIO HAIIPABICHHOCTb B CHUCTEME

oOydyenus Oynymiei JesTenbHOCTH OakajlaBpa IO HampaBieHHIO moArotoBku 38.03.02
MeneKMeEHT.

(OB1IASL, IO BUJAAM YUEBHOM PABOTbI, BUJAM IPOMEKYTOUHOM ATTECTALIVH)

PA3JE] 4. OBBEM (TPYJIOEMKOCTB) TUCIHILTAHBI

TpyaoeMKOCTh JUCHUILIMHBI U BUAbI Y4eOHOH padoThI

Tabnuya 4.1
HAa 0YHOH (hopMe 00yUeHHsI
3.4 Beer Konrakrnas pabora Yace1 CP | Unas | KonTponb
49aco| 3ausaTHS 3aHATus ceMuHapckoro tuna | KoHrakTHas Ha CP
TEKLIHOHHOTO pabota o | MOATOTOBKY
THIA KypCOBOI Kyp.pab.
Jlabopatopusbie [[IpakTuueckue/ pabore
CEeMHMHApCKHe
2 ceMecTp
T 72| 16 18 36 2
3a4er
Bcero no qucuuiuimze
1 72| 16 | | 18 | | 36 | 2
Tabnuya 4.2
HA 32049HOMI (popme 00yUeHHUs
3.e.| Beero KonraktHas pabota Yace1 CP | Hnas KonTpons
YaCOB | 3apsaTHst 3aHATUS CEMUHAPCKOTO Konrakr Ha CP
MeKIMOHH TUIIA Hast HOJTrOTO
Oro TUmna pabora BKY
JlaGopatop [[IpakTrueckue/ 1o Kyp-pabd.
HbIE CeMUHapCKHe KYPCOBO
i paboTte
7 cemecTp
3| 18| 4 4 9% 2
3auer
Bcero no nucuuiuimze
3] 108| 4 4 96 2




CPYKTYPA U COAEPKAHUE JUCIHUIIJINHBI

Ilepeuensb pa3aesioB (MoayJiei), TeM QUCHUILIMHBI U pacipeneieHue y4eO0HOro
BpEeMEHH 110 pa3jejaM\TeMaM JUCHHUILIMHBI, BUIAM y4eOHbIX 3aHATHIA (B T.Y.
KOHTAKTHOM padoThl), BUJIaM TeKYIIero KOHTPOJIs
Tabauya 4.3

Ha 04HO# (hopme 00yUeHUsI

KonTakTHas pabora

3auarus

TCMBI\( ; CeMHHAPCKOTO K Yacer CP Ha Mnas « Beero
a3JIeNbI(M AHATHS OHTAaKTH | MOJTOTOBK OHTPOJIb
pasi THUIIA A y CP P 4acoB
OJIyJIN) JICKITAOHHOT ast pabora Kyp.p.

0 THIA o Kyp.p.
[Mpak.
Jlab.p pax

/ceM.

Tema 1.
Opranuzan
HOHHEIE
OCHOBEI
JIEJIOTIPOU3 2 2 6 10
BOJICTBA.
bnanku
JIOKYMEHTO
B

Tema 2.
Opranuzan
MOHHO-
pacniopsiiu 2 2 6 10
TEeJIbHAS
JIOKYMEHTa
IS,

Tema 3
CnpaBoun
o-
uH(popMmall
HWOHHAs
JIOKYMEHTA
LIHSL.
Jlenopas
nepenucka

Tewma 4.
Pacnopsian
TeIbHBIC U
opraHm3art 2 2 6 10
WOHHBIE
JIOKYMEHT
BI.

Tema 5.
Opranusain




ust
JIOKYMEHTO
obopora,
peructparg
u¥ 1
KOHTPOJISI
JOKYMEHTO
B

Tema 6.
Opranusai
us
ONEpaTUBH
oro
XpaHeHust
JOKYMEHTO
B.
DopmupoB
aHue Jied.

10

Tema 7.
IloaroroBk
a
JIOKYMEHTO
B K
MOCJIEIYIO
e
nepeaayu
B apXUB
WY Ha
yTUIU3alu
10

10

3a4CT

Bcero
qacoB

16

18

36

HA 3204HOI opme 00ydyeHHs

Tabnuya 4.4

Tempi\
pa3aenbI(MOTYIIH)

KonrtakTHas pabora

3auaTus

JICKIIMOHHOI'O

THUIIA

3auaTus
CEMHUHAPCKOTO
THIIA

[Tpaxk.
Jlab.p pax

/ceM.

KouraktHas
pabora 1o

Kyp.p-

Yacwl CP
Ha
MOATOTOBKY

Kyp.p.

Nuasa

CP KonTpons

Bcero
JacoB

Tema 1.
OpranuzanvoHHbIe
OCHOBBI

ACJIOMPOU3BOJACTBA.

bnauku
JIOKYMEHTOB.

14

14

Tewma 2.
Opranu3aluoHHO-
pacnopsAuTeNnbHas
JIOKYMEHTAIHSI.

14

14




Tema 3 CpaBouHO-
UHPOpPMAaLIMOHHAS
JIOKYMEHTAIHSI.
Jenopas
NepernucKa.

Tema 4.
PacniopsiqurensHble
u
OpraHU3al[IOHHBIE
JIOKYMEHTBI.

14 14

Tewma 5.
Opranuzanust
JIOKyMEHTO000pOTa,
pEerucTpanuu u
KOHTPOJISI
JIOKYMEHTOB.

14 15

Tema 6.
Opranuzauus
OTIEPATUBHOTO
XpaHeHus
JIOKYMEHTOB.
dopMupoBaHUE
JEl.

14 14

Tema 7.
ITonroroBka
JIOKYMEHTOB K
MOCHEAYIOIIEN
nepeaur B apXuB
WM Ha
YTHJIM3ALUIO

3auer

Bcero yacos

4 96 2 108

Tabnuya 4.7

Conep:xaHue pa3iesi0B M CHUILTHHbBI

HaumeHoBanue
pa3aena \teMbl
JUCIHHMIIIMHBI

Conep:xaHue pa3aena THCHHILTHHBI

Tema 1. Opranu3zaniiOHHbIE

OCHOBELI ACIOITPOU3BOACTBA.

biraHKM 1OKYMEHTOB.

YHuUKanusa u cTaHAapTU3anus AeI0Boi fokymeHTauuu. CnoBapb-
MUHUMYM TEPMHUHOB U omnpezeneHuii. OOuie HOpMbI U paBuiIa
oopmieHns JOKYMEHTOB (pa3Mepsl Oymaru, rmoseil, Hymepauus CTpaHHIl U
T.J1.) IPUMEHSEMOE B JICIIONPON3BOJICTBE.

Tema 2. OpranusanoHHo-
pacnopsiAuTenbHas
JOKYMEHTAIUS.

Knaccudukanus nenoBoit nokymenraiuu. [IpaBuna odhopMiaeHs peKBU3UTOB
OJlaHKa ¥ UX PaCIIOJIOXKEHHS Ha CTaHAapTHOM (hopmare OyMaru, pasmepsl
nosieit. dopmysisip- oOpaser rpynnsl JOKYMEHTOB, MPUHAAIEKAIINX K OJTHON
cucteme. [IpoexkTupoBanue OJIAHKOB TOKYMEHTOB opranu3anuu. CocTas,
odopmIiieHre, U3TOTOBJICHNE, XpaHeHHE OJIaHKOB opraHu3anuu. biank
JIOKYMEHTA: TIOHATHE, Ha3HAYCHUE, BUBI O1aHKOB (001uii OJ1aHK, OJaHK
nruchbMa, OJJaHK KOHKPETHOTO BUAA JOKyMeHTa (kpoMe nuchma). CocTas,
odopmiteHre peKBU3UTOB OJ1aHKa. OCOOEHHOCTH S3bIKA CITY)KEOHBIX
nokyMmeHToB. Kommosunus qokymenta. CTpykTypHbie omuOku. HeymectHoe U
HEONpaBJaHHOE yNOTPeOIeHHEe HHOCTPAHHBIX CIIOB.




Tema 3 CpaBo4HO-
nH(pOpMaLMOHHAS
nokyMmeHTanus. [lenosas
Iepernucka.

@dukcarus (OMUcaHue) JOKATBHBIX IPABHI, HOPM, MTOJIOKCHHIA,
ONPENENAIONINX CTaTyC OPraHu3aluu, €€ CTPYKTYPY, IITATHYIO YUCIEHHOCTh
U TOJ>KHOCTHOM COCTaB, KOMIETEHIIMU JOJKHOCTHBIX JIUL U CTPYKTYPHBIX
no/ipa3iesieHui, GyHKIIMOHAIBHOE COJICpyKaHUE JIeATEIbHOCTH OPraHnu3aluu
B IIEJIOM, €€ MOApa3/IeIICHH 1 PaOOTHUKOB, UX MpaBa, 00sI3aHHOCTH,
OTBETCTBEHHOCTbH U JIp., B OPraHU3allMOHHO-PACIOPSAAUTEIbHBIX JOKYMEHTaX
opranuszanuu. CTpyKTypa, Ha3Hau€HUE, MOPsII0K Pa3pabOTKH, COITIaCOBAHUS
u yrBepkeHus [IpaBuil BHyTpeHHEro Tpy10Boro pacnopsaka, [lonoxenus o
nepcoHaie, [1010xeHus 0 CTpyKTYpPHOM NOAPA3AEIEHUH, [JOIKHOCTHOM
nHeTpykuuu. llltaTtHoe pacnyucaHue Kak NepBUYHBIN yUYETHBIN JOKYMEHT I10
yueTy KapoB. O3HaKOMIIEHUE PAaOOTHUKOB C JIOKATbHBIMU HOPMATUBHBIMU
aKTaMM Opranu3anuu. Buasl 1 Ha3HaueHne HH(HOPMAITMOHHO-CIIPAaBOYHON
JOKyMeHTauu no kajgpam. [lopsgok odhopmieHusi, OCHOBHbIE PEKBU3UTHI U
MIPaBONPUMEHHUTENbHAS PAKTUKA UCTIOJIb30BAHMS JJOKJIAJIHBIX, CITYKEOHBIX U
OO0BSICHUTENIBHBIX 3alUCOK, MPEACTABICHUN, IPEAIOKEHUH, 3asBICHHUIH,
aKTOB, CIIPAaBOK U Jp. B KAY€CTBE OCHOBAHUM U1 IPUHATUHI PELICHNN B
cdepe ynpapieHHUs IEPCOHAIOM OpraHU3aluu

Tema 4. PacniopsautenbHbIe
Y OPTaHU3ALMOHHBIE
JOKYMEHTBI.

Opranu3anroOHHO-PACOPSIAUTENIbHbIE JOKYMEHTHI: TIOHATUE, HA3HAUEHHUE,
OCHOBHBIE BH/Ibl (OpraHU3al[MOHHBIE, PACIIOPSAUTEIbHBIE, CIIPABOYHBIE).
Opranu3alnvoOHHbIE JOKYMEHThI: YCTaB, MOJ0KEHNE, CTPYKTYpa U IITaTHAS
YHUCJIEHHOCTD, IITATHOE PacCHUCAHUE, IPABUIIA, TOJDKHOCTHAS MHCTPYKLUS,
WX Ha3HauUCHUE, XapaKTePUCTHKA U COCTaB, TpeOOBaHUs K 0(OPMIICHHIO,
MOPSAZIOK YTBEpKIeHus1. PaciopsauTenbHble JOKYMEHTBI: IOCTAaHOBJICHUE,
MpHKa3 (II0 OCHOBHOM JIeATEIbHOCTH U 10 JINYHOMY COCTaBY),
pacrnopsiKeHHe, COBMECTHBIN pacloOpsAUTENIbHBIN IOKYMEHT, UX Ha3HAYEHHE,
XapaKTepUCTHKA U cOCTaB, TpeboBaHus k odopmienuto. CripaBovHO-
nH(OpPMALIMOHHBIE JOKYMEHTBI: CITyKeOHbIE MUChMa, CIIPABKH, TOKIaIHbIE
3aMMCKH, TPOTOKOJIbI, aKThI, 3asIBJICHUS, UX XapaKTEPUCTHKA U COCTaB,
TpeboBaHus K ohopmieHuto. TUIBI JOKYMEHTOB: MOAIUHHUK, KOMHS,
nyOnuKaT, BHIIUCKA, UX Ha3HadeHue. [lopsaaok odopmieHus u Bolgaun
KONMH 1 1yOJIMKATOB TIOKYMEHTOB, BBIITUCOK U3 HUX.

Tema 5. Opranuzanmus
JTOKYMEHT0000pOoTa,
perucTpaluny U KOHTPOJIA
JTIOKYMEHTOB.

Peructparust JOKyMEHTOB: MOHATHE, [IEJIH, 33]IJa4H, MECTa PETUCTPAIIH
Pa3IUYHBIX KaTeropuil TOKyMeHTOB. CHCTEMBI U ()OPMBI PETUCTPALHH
(>kypHasibHasi, KapTOYHasl, aBTOMATU3HUPOBAHHAS ), UX IOCTOMHCTBA U
HegocTaTky. [loka3aTenn, BBOJAUMEIE B PETHCTPAIIHOHHBIE (JOPMBI.
Oco0eHHOCTH PETUCTPALIUU BXOSIINX, HCXOISAIINX U BHYTPECHHHUX
NOoKyMeHTOB. COCTaB BBHITIOTHSIEMBIX pa0OT IPH OTIIPABKE UCXOISATIIIX
JIOKYMEHTOB: TIPOBEPKa MPaBUILHOCTH OPOPMIICHHUS, HATUYUS TPUIIOKEHHH,
ajzipecara, COpTUPOBKa I10 aJipecaTaM U BUJaM OTIPABIIEHUH, COCTaBIECHUE
OIMHCH PacChUIKH. TpaJuIlMOHHBIN cIOCO0 OTIPaBKU JOKYMEHTOB (ITOYTOM).
OTtmpaBka TOKYMEHTOB ¢ TToMoIbo Tenedona, pakca. KoHTpoias
WCIIOJTHEHUS IOKYMEHTOB: MMOHATHE, Ha3HaYeHHe, BUbL. [[pUHIIUTIBI
opraHu3anyy KOHTPoJsi. CpOKH UCTIONTHEHUS: THIIOBOH, WHIUBUYATbHBIH.
TexHOoJIOTHS BeJIeHUSI KOHTPOJIA. AHAJIN3 HCITOJIHEHUS JOKYMEHTOB B
yupexaeHuu. B3auMoCBsI3b perucTpanuu JOKyMEHTOB U HH()OPMAIIMOHHO-
cripaBOYHOM paboThl. OpraHuzamus paboThl C TOMOIIBIO CIIPABOYHBIX
KapTouek. J0KHOCTHBIE NI, OCYIIECTBISIFOIINE PETUCTPALIUIO U KOHTPOJIb
WCTIOJTHEHUS!, MX (DYHKITUH | TTpaBa.

Tewma 6. Opranuzauus
OTIEPaTUBHOTO XPAHEHUS
nokymeHToB. opmupoBanue
JIEI.

Homenkiarypa nen: noHsTue. 3HaueHUE HOMEHKIIATYPhI €T IS
KJ1accU(UKALUU TOKYMEHTOB, ONIEPATUBHOIO XPAHEHUS U UX MIPE]] apXUBHOU
noJAroToBkU. Buasl HomeHkiatyp nein. [lopsaok cocraBienus, ohpopMmieHus,
YTBEPKICHUS U IPUMEHEHNS] KOHKPETHOM HOMEHKIIATyphl nei. [lopsanok
(bopmupoBanus Aen. OpraHu3anys XpaHEeHHUs UCTIOHEHHBIX JOKYMEHTOB.
OcHOBHBIE TPEOOBaHMSI HOPMATHBHBIX JOKYMEHTOB, PETJIaMEHTUPYIOITHX




JTAHHBIA 3Tan JOKYMEHT0000poTa. OTBETCTBEHHOCTbH 38 COXPAHHOCTh
JOKYMEHTOB.

OcHOBHBIE Talbl Iepeaay JOKYMEHTOB B apXHB WM HA YHHUYTOXKECHHUE:
MOATOTOBUTEIBHBIN (000CHOBaHME BHIOOpA CITOCO0a COXpaHECHUSI HITH
YHUYTOXXEHUS IyTeM MPOBEACHUS SKCIIEPTU3HI IIEGHHOCTH IOKYMEHTOB),
OCHOBHOI1 (ITOATOTOBKA JIJT JJIs Mepeiadll B apXUB), 3aBEPIIAIOIINN
(mepenaua B apXuB WIM YHUUTOKEHUE). DKCIEPTHU3a LIEHHOCTU JOKYMEHTOB:
MOHsTHE, Ha3HaYeHue. [IpUHIUIIBI U KpUTEpUN ONpeAeSieHUs] HAyYHOM,
UCTOPUYECKON M MPAKTHUYECKON IIEHHOCTU JTOKYMEHTOB. DKCIIEPTHBIC
KOMUCCHUH, UX (YHKIIMH, TpaBa. DTaIlbl MIPOBEACHUS IKCIIEPTHU3BIL.
Odopmiienne pe3yiabTaToB dKcrepTu3bl. CpOKH XpaHEHHS JOKYMEHTOB.
[lepeunu JOKYMEHTOB € yKa3aHHUEM CPOKOB XpaHEHHS, UX BUbI, HA3HAUCHUE,
cxeMbl noctpoeHus. Ilopsiiok nepenayn en B apXyUB WIH YHUUTOKEHUS
JTOKYMeHTOB. TpeOoBaHus K O(OPMIICHUIO JIe] TOCTOSHHOTO, BPEMEHHOTO
CPOKOB XpaHEHHs U TI0 JINYHOMY cocTaBy. [IpaBuna odopmienus u
cocraBieHus onucu aen. [lopsinok nepenaun aen B apXuB. ApXUB: MOHSITHE,
Ha3zHaveHue. Bupl apXuBOB: TOCYAapCTBEHHBIE, BEIOMCTBEHHBIE,
00BbEIMHEHHBIE BEIOMCTBEHHbBIE, 00bETMHEHHBIE MEXBEIOMCTBEHHBIE T10
JMYHOMY COCTaBy. ApXUBHBIE (POHIBI: TOKYMEHTAIBHBIN, TOCYIapCTBEHHBIN.

Tema 7. Ilonroroska
JOKYMEHTOB K ITOCJIEIYIOLIEH
nepeaady B apXuB WM HA
YTHIM3ALUIO

3AHATUA CEMUHAPCKOI'O THUIIA
AJIs1 04HOI (popMBbI 00yUCHUS

Cemunapckue 3anamus
OO0me peKOMEHIAIMH 110 TTOATOTOBKE K CEMHUHAPCKUM 3aHITHSIM:
1. Tlo3HaKOMHUTKCS C pEKOMEHAOBAHHOM JINTEPATYPOI;
2. PaccMoTpeTh pa3iuyuHbIe TOYKH 3PEHUS TT0 BOIIPOCY;
3. Breimenuts npoOieMHbie 00acTH;
4. CdopmynupoBaTh COOCTBEHHYIO TOUKY 3PCHUS;
5. IlpegycMoTpeTh CHOpHBIE MOMEHTBI U CHOPMYIUPOBATH JUCKYCCHOHHBIN
BOTIPOC.

AJIsl 04HOI (popMBI 00yUeHHS

Tema 1. Opranu3anuoHHbIe OCHOBBI J1€JIONPON3BOACTBA. BilaHKM 10KYyMeHTOB.
1. YHucdukanms u cTangapTU3aus 1e10BON JOKYMEHTAIUH.
2. CnoBapb-MUHHMYM TEPMUHOB U OTIPEIEIICHUIA.
3. Obume HOpMBI M TpaBuiIa o(OpMIIEHHS JOKYMEHTOB (pa3Mepbl Oymaru, MoJeH,
HyMepalus CTPaHHMII U T.J.) TPUMEHIEMOE B JI€TIOITPONU3BOICTBE
Ocnognas numepamypa
DNEKTPOHHOE NMPABUTENIBCTBO. DIEKTPOHHBIN JOKYMEHTO000POT. TepMUHBI U
omnpenenenus : yued. nocodue / C.10. Kabamos— M.: UHOPA-M, 2019. — 320 c.
— (BpIcmiee obpazoBanue: bakanaspuar). - Pexxum goctyna:
https://znanium.com/read?id=333614
OcHOBBI 1€710BO# (Ci1y>keOHOI) MMCBMEHHOI peun B chepe yrnpaBieHus : yued.
nocobue / C.10. Kabamos. M.: UHOPA-M, 2019. — 163 c. + Jlon. MmaTepuansl
[DnexTpoHHBIH pecypc; Pexxum nocrymna: http://www.znanium.com]. — (Beiciiee
oOpasoBanme: bakanaBpuar). —
www.dx.doi.org/10.12737/textbook _5bd2d52ef2e4e4.18824396. - Pexum nocryna:
https://znanium.com/read?id=335870
Jononnumensnas numepamypa



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

KonduaenmmanpHoe JIETTONTPOU3BOICTBO u 3alIUIIEHHBIN 3JIEKTPOHHBIN
nokymentoobopot : yueOnuk / H. H. Kynses, A. C. Iémymkun, T. B. Konnpamiosa,
A. T'. ®abpuunoB ; nmox oom. pea. H. H. KynseBa. - 2-e u3n., nmepepab. u gorm. -
Mocksa : Jloroc, 2020. - 500 c. - (HoBas yHuBepcuterckas Oubnuoreka). - ISBN
978-5-98704-711-8. - Tekct : anekTpoHHbIid. - https://znanium.com/read?id=367431
JlenoBoe mucbMo: y4eOHO-CIpaBOYHOE Tocobue it OakanmaBpoB / aBT.-cocT. 1. H.
Kyznenos. 10-e u3z., nepepad. - Mocksa : Jlamkos u K, 2020. - 161 c. - ISBN 978-
5-394- 03842-6. - Tekcr : anekTpoHHBI. -https://znanium.com/read?id=358429

Tema 2. Oprann3auMOHHO-PACTIOPAIUTETbHAS TOKYMEHTALMA.

1. IToncuctemsl aenoBoit fokymeHTanuu. [lonarue «lokyMeHTUpOBaHHE.

2.Ilonstue: "pexkBu3uT" nokymeHTa. CocTaB MOCTOSIHHBIX M IEPEMEHHBIX PEKBU3UTOB
OpraHHU3aIOHHO- PACTIOPSIAUTEIHLHON JOKYMEHTAINH.

3. HopMmaTHBHO-TIPaBOBBIE AaKThHI, PETYIUPYIOIIHE JOKYMEHTAIIMOHHOE obOecreueHue
yIpaBiIeHUS.

4. CoBpeMeHHbIE TpeOOBaHUSA K S3BIKY U CTHIIIO YIPABICHUYECKUX JOKYMEHTOB.

Ochnognasa numepamypa

DNEKTPOHHOE MPaBUTENBCTBO. DJIEKTPOHHBIN IOKYMEHTOO0OPOT. TEpMUHBI U
onpexaenenus : yueo. mocoodue / C.1O. Kabamos— M.: UHOPA-M, 2019. — 320 ¢. —
(Beiciee oopazoBanue: bakanaspuar). - Pexxum gocryna:
https://znanium.com/read?id=333614

OcHOBBI JI€TTOBOM (CITy>keOHO# ) MMCEMEHHOU peduu B cepe yrpaBieHus : yueo.
nocobue / C.10. Kabamos. M.: UHDOPA-M, 2019. — 163 c. + [lon. MmaTepuansl
[DnexTponHbIi pecypc; Pexxum nocryma: http://www.znanium.com]. — (Beiciiee
oOpasoBanme: bakanaBpuar). —
www.dx.doi.org/10.12737/textbook 5bd2d52ef2e4e4.18824396. - Pexum noctyma:
https://znanium.com/read?id=335870

Jlonoanumensnan numepamypa

KondunennuanpHoe  IeJONPOM3BOJACTBO M 3alIMIIEHHBIM  3JIEKTPOHHBIN
nokyMmeHnToobopor : yueOHuk / H. H. Kynses, A. C. Iémymkun, T. B. Konapamosa, A. T
®abpuynoB ; nmox obut. pen. H. H. Kynsesa. - 2-e u3z., nepepa. u gon. - Mocksa : Jloroc,
2020. - 500 c. - (HoBas ynuepcuterckas oubmmoreka). - ISBN 978-5-98704-711-8. - Tekct
: BIIEKTPOHHBIH. - https://znanium.com/read?id=367431

HenoBoe nmuchbmo: yueOHO-CIIpaBOYHOE Mmocobue aisa 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 3 CnpaBouHo-uH(popManmoHHasi JoKyMeHTauus. /le;ioBasi mepenucka.

1. Opranu3annoHHbIE JOKYMEHTHI PEIIPUATHS.

2. PacnopsimuTenvHbIe JTOKYMEHTBI TPEONPUSATHS: TPHUKA3bl IO OCHOBHOW
NeSTeIbHOCTH; PACTIOPSHKEHUS, PEILICHHS.

3. HubpopmanmoHHO-CTIpaBOYHBIE JOKYMEHTBI: TPOTOKOJIBI, IOJHAS W KpaTKas
¢dopma ux opopmIiIeHHS.

4. VHpopMamOHHO-CIIpaBOYHBIE JIOKYMEHTHI: aKTBI; CIIy’)keOHbIe "
OOBSICHUTENIbHBIE ~ 3allUCKW;  CIPABKU;  CIYy)XKEOHBbIE  JIOBEPEHHOCTH; IHCbMA, HX
Kiaccu(uKanus, CTpyKTypa, CTaHIapTHBIE (Ppasbl U BEIPAKEHUS

Ocnosnas numepamypa

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

OCHOBHI J1€7T0BO# (CITy’)kKeOHOM) TUCEMEHHOW peun B chepe ynpaBieHus : yueo.
nocodue / C.1O. Kabamos. M.: UHOPA-M, 2019. — 163 c. + [lon. marepuas
[DnexTponHbIi pecypc; Pexum goctyna: http://www.znanium.com]. — (Bsicmiee


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

oOpasoBanmue: bakanaBpuar). —
www.dx.doi.org/10.12737/textbook 5bd2d52ef2e4e4.18824396. - Pexum nocryma:
https://znanium.com/read?id=335870

Jononnumensnasn a1umepamypa

KoHduneHnuaapbHoe  OENONPOU3BOJACTBO M 3aAIMIICHHBIA  3JICKTPOHHBIH
nokymentoobopot : yueOnuk / H. H. Kynses, A. C. JIégmymkun, T. B. Kongpamosa, A. T
®abpuunoB ; moxa obur. pea. H. H. Kynsiesa. - 2-e u3z., nepepad. u mon. - Mocksa : Jloroc,
2020. - 500 c. - (HoBas ynuepcuterckas 6ubnmnoreka). - ISBN 978-5-98704-711-8. - Tekct
: aeKTpoHHBIH. - https://znanium.com/read?id=367431

JlenoBoe mucbMoO: yueOHO-CIpaBOYHOE TTocodme s O6akanaBpos / aBT.-cocT. U. H.
Kysnenos. 10-e uzn., mepepad. - Mockga : [lamkos u K, 2020. - 161 c. - ISBN 978-5-394-
03842-6. - Tekcr : anekTpoHHsIi. -https://znanium.com/read?i1d=358429

Tema 4. PacnopsiiuTe/ibHbIe M OPraHU3aLHOHHBIE JOKYMEHTbI

1. TToHsITHS JOKYMEHTOOOOPOT U OPTaHU3aIHsl JOKYMEHTO000POTA.

2. HopMaTuBHO-MeTOAMYECKast periaMeHTalusl JOKYMEHT0000poTa.

3. OCHOBHBIC TpaBUIIa OPTaHU3AIMH JOKYMEHTOO00POTA Ha TPEANIPHSITHY.

4. KauecTBEHHBIE XapaKTEPUCTHKHU TOKYyMEHTOO0O0POTA.

5. Kiaccudukanuss JTOKyMEHTOIIOTOKOB: TOPH30HTAJIbHBIC, BEPTUKAJIbHBIC,
BOCXOJISIIIIME, HUCXOSIINE, BXOSIINE, NCXOISIIIE U BHYTPEHHHE.

6. [Toncuer oObemMa JOKyMEHTOOOOpOTA
Ocnosnas numepamypa
DJIEKTPOHHOE MTPABUTENIBCTBO. JJICKTPOHHBIN JOKYMEHTO000pOT. TepMUHBI U ONpe/IeICHUS
: yueb. nmocobue / C.1O. Kabamos— M.: UHOPA-M, 2019. — 320 c. — (Bricmiee
obpasoBanue: bakanaBpuar). - Pexxum nocryna: https://znanium.com/read?id=333614
OcHOBBI JIeTI0BOH (CITy>KeOHOW ) MUCBMEHHOW peuu B cdepe yrnpasieHus : yuaeo. mocobue /
C.IO. Kabamos. M.: UH®PA-M, 2019. — 163 c. + [lon. maTepuansl [ DIeKTPOHHBIN
pecypc; Pexxum noctyma: http://www.znanium.com]. — (Briciiee o6pa3zoBanue:
Bakanaspuar). — www.dx.doi.org/10.12737/textbook_5bd2d52ef2e4e4.18824396. - Pexum
noctyna: https://znanium.com/read?id=335870
Jlononnumensnan numepamypa
KondunennmansHoe A€I0NPON3BOICTBO U 3alIMIICHHBIA AJIEKTPOHHBINA JOKYMEHTOOOOPOT :
yuebnuk / H. H. Kynses, A. C. Iémymkun, T. B. Kongpamosa, A. I'. ®abpuunoB ; noj
obmr. pex. H. H. Kynsiea. - 2-¢ u3a., nepepad. u gon. - Mocksa : Jloroc, 2020. - 500 c. -
(HoBast yHnuBepcuterckas Oubmuoreka). - ISBN 978-5-98704-711-8. - Tekct
AJIEKTPOHHBIN. - https://znanium.com/read?id=367431
JlenoBoe mHUChMO: yueOHO-CIIpaBOYHOE Tocobme i OakamaBpoB / 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

Tema 5. Opranuszanusi 1J0KyMeHTO000pPOTa, PErHCTPALIMM M KOHTPOJISI JOKYMEHTOB.

1. Dranel paboThI ¢ BXOAAMMMH JOKYMEHTaMHU.

2. PaboTa ¢ HCXOAIINUMHU TOKYMEHTaMH.

3. TexHosorus paboThl ¢ BHYyTPEHHUMH IOKYMEHTAMHU.

4. VYmpaBieHYeCKHME [OKYMEHTBI M MOPSJOK PETUCTPALMU YIPABIEHYECKOTO
JOKYMEHTA.

7. Buaipl KOHTPOJISl UCIIOJHEHUSI IOKYMEHTOB M OIl€palvM 110 KOHTPOJIIO UCIIOJIHEHUS
JIOKYMEHTOB.

Ocnosnas numepamypa

DNEeKTPOHHOE MPaBUTENILCTBO. DJIEKTPOHHBIN TOKYMEHTO000pOT. TepMUHbI U
omnpenenenus : yuebd. nocodue / C.10. Kabamos— M.: UTHOPA-M, 2019. — 320 c. —
(Bricmiee oopazoBanue: bakanaspuar). - Pexxum gocryna:
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
https://znanium.com/read?id=333614

OCHOBHI J1€7T0BO# (CITy’)keOHOM) TUCEMEHHOW peun B chepe ynpaBieHus : yueo.
nocodue / C.1O. Kabamos. M.: UHOPA-M, 2019. — 163 c. + Jlon. marepuans
[DnexTponHbIH pecypc; Pexxum goctyna: http://www.znanium.com]. — (Bsicmiee
obpaszoBanue: bakanaBpuar). —
www.dx.doi.org/10.12737/textbook 5bd2d52ef2e4e4.18824396. - Pexxum nocryma:
https://znanium.com/read?id=335870

Jlononnumensnasn 1umepamypa

KonpuaeHnuansHoe  IEIONPOU3BOJACTBO M 3AlIUIICHHBIA  3JIEKTPOHHBINA
nokymeHToo0opot : yueObnuk / H. H. Kynses, A. C. JIémymkun, T. B. Konnpamosa, A. T
®abpuunoB ; nox oomr. pen. H. H. Kynsesa. - 2-e usn., nepepab. u gon. - Mocksa : Jloroc,
2020. - 500 c. - (HoBas ynuBepcurerckas o6uommoreka). - ISBN 978-5-98704-711-8. - Tekcr
: QIIEKTPOHHBIH. - https://znanium.com/read?id=367431

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

Tema 6. Opranu3anusi onepaTHBHOrO XpaHeHUs JOKYMeHTOB. PopMupoBanme jieJ.

1. Homenknatypa nen: moHsATHE. 3Haue€HHE HOMEHKJIATYphl JeN Ui Kiaccu(UKauu
JTOKYMEHTOB, OTIEPATUBHOIO XPAaHEHUS U MX MpeJ apXMBHOW MOJATrOTOBKH. Buabl HOMEHKIATYp
aed.

2. Tlopsnok cocTaBieHusi, OGOPMIICHUS, YTBEPXKACHHS W TPHUMEHEHUS KOHKPETHOMN
HOMEHKJIATYPHI eIl

3. Ilopsimox popMupoBaHus aei.

4. Opranuzanysi XpaHEHUS WCIOJHEHHBIX TOKYMEHTOB. OCHOBHBIE TpeOOBaHHS K
JTOKyMEHTO000poTy. OTBETCTBEHHOCTb 32 COXPAHHOCTH JOKYMEHTOB.

OcHoenan numepamypa

DNEeKTPOHHOE MPABUTENBCTBO. DIEKTPOHHBIN JOKYMEHTO000pOT. TepMuHsl 1
ompenenenus : yaed. nocodue / C.10. Kabamos— M.: THOPA-M, 2019. — 320 c. —
(Boiciiee obpazoBanue: bakanaspuar). - Pexum nocryna:
https://znanium.com/read?id=333614

OcHOBBI 1€T0BOH (ClTy>ke0HOI1) MUCEMEHHOM peun B cdepe yrpaBieHus : yueo.
nocobue / C.10. Kabamos. M.: UHOPA-M, 2019. — 163 c. + Jlon. MmaTepuansl
[DnexTpoHHBIH pecypc; Pexxum nocrymna: http://www.znanium.com]. — (Beiciee
oOpasoBanue: bakanaBpuar). —
www.dx.doi.org/10.12737/textbook_5bd2d52ef2e4e4.18824396. - Pesxum goctyma:
https://znanium.com/read?id=335870

Jononnumensnasn r1umepamypa

KonduaennuaibHoe  IEIOMPOU3BOJICTBO M 3ANIUIICHHBIA  DJIEKTPOHHBIN
nokymeHtoobopot : yueOnuk / H. H. Kynses, A. C. [Iégmymkun, T. B. Konzgpamosa, A. T
®abpuunoB ; ox oomr. pex. H. H. Kynsesa. - 2-e u3n., nepepad. u jon. - Mocksa : Jloroc,
2020. - 500 c. - (HoBas ynuBepcuterckas 6ubnmnoreka). - 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 IOCJIe1yIOLlel Nepejayd B apXuB WJIH Ha
YTHJIM3ALHUIO

1. ®opmupoBaHue €1 B OPraHU3alMAX Pa3InYHbIX YPOBHEH YIIPaBICHHUS.

2. IlpaBuna hopMupoBaHUs pa3TUUHBIX KATETOPHI TOKYMEHTOB B Jefa.

3. TpeboBaHMs K COCTABJICHUIO HOMEHKJIATYPHI A€, UX perjaMeHTallsi B HOPMaTUBHO-
METOINYECKUX MaTepHalIax.

4. Tlopsanok odopMIIeHHUS, COTJIACOBAHUS M YTBEP)KICHHUS HOMEHKIATYpbl aen. Cpoku
XPaHEHUs JOKYMEHTOB.


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

5. Hcnonp30BaHHE HOMEHKIJIATYPHI NI B ONEPATHBHOM XPaHEHHH M BEIOMCTBEHHOM
apXxuBe.

OcHosnas numepamypa

DNEKTPOHHOE MPABUTEILCTBO. DIIEKTPOHHBIN TOKYMEHTO000POT. TepMUHbBI U
onpeneneHus : yued. mocooue / C.10. Kabamos— M.: UTHOPA-M, 2019. — 320 ¢. —
(Bricmiee oOpazoBanue: bakanaBpuar). - Pexxum qocryma:
https://znanium.com/read?id=333614

OcHOBBI 1€TI0BOM (CITy>keOHOI) MMCEMEHHOU pedr B cepe ynpapieHus : y4eo.
nocobue / C.}O. Kabamos. M.: UH®PA-M, 2019. — 163 c. + Jlomn. MmaTepuaibl
[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

Jononnumensnasn r1umepamypa

KoHduneHnuaapbHoe  IENONPOU3BOJACTBO M 3AIMIICHHBIA  3JICKTPOHHBIH
nokymentoobopot : yueonuk / H. H. Kynses, A. C. [Iémymxkun, T. B. Konapamosa, A. T
®abpuunoB ; noa odbur. pen. H. H. Kynsesa. - 2-e uzn., nepepab. u ngon. - Mocksa : Jloroc,
2020. - 500 c. - (HoBas ynuepcuterckas oubnmoreka). - ISBN 978-5-98704-711-8. - Tekct
: BJICKTPOHHBIN. - https://znanium.com/read?id=367431

JlenoBoe mucbMO: yueOHO-CIIpaBOYHOE TTocoOme s O6akanaBpos / aBT.-cocT. . H.
Ky3znenos. 10-e uza., mepepad. - Mocksa : Jlamko u K, 2020. - 161 c. - ISBN 978-5-394-
03842-6. - Tekcr : anekTpoHHsIid. -https://znanium.com/read?id=358429

AJ1s1 32049HOM (popMBI 00yUeHH s

Tema 3 CnpaBouHo-uH(popManmoHHasi fJOKyMeHTauus. /lejioBasi mepenucka.

1. Opranu3anuoHHbIE JOKYMEHTHI IPEIIPUATHSL.

2. PacnopsimuTensHble  JTOKYMEHTBI TPEANPUSATHS: TNPHUKA3bl IO OCHOBHOW
NeSTeIbHOCTH; PACTIOPSHKEHUS, pEILICHHS.

3. HudpopmanmoHHO-CTIpaBOYHBIE JOKYMEHTBI: TPOTOKOJIBI, IOJHAS W KpaTKas
¢dopma ux opopmiieHHs.

4. VHpopManmOHHO-CIIPaBOYHBIE JOKYMEHTHI: aKTBhI; ci1y’)keOHbIe "
OOBSICHUTENIbHBIE ~ 3allUCKU;  CIPABKU;  CIY)XEOHbIE JIOBEpEHHOCTH; IHCbMa, UX
KJIacCUpUKaLUs, CTPYKTypa, CTaHJapTHbIE (Ppa3bl U BbIPAKEHUS

Ocnosnas numepamypa

DNEKTPOHHOE MPaBUTENIbCTBO. DJIEKTPOHHBIN TOKYMEHTOO00pOT. TepMHUHBI
onpexaenenus : yueo. mocooue / C.1O. Kabamos— M.: UHOPA-M, 2019. — 320 ¢. —
(Beicmiee oopazoBanue: bakanaspuar). - Pexxum gocryna:
https://znanium.com/read?id=333614

OCHOBHI J1€TT0BO# (CITy’)keOHOW) TUCEMEHHOW peun B chepe ynpaBieHus : yueo.
nocodue / C.10. Kabamos. M.: UHOPA-M, 2019. — 163 c. + Jlon. marepuans
[DnexTponHbIi pecypc; Pexum goctyna: http:// www.znanium.com]. — (Bsicmiee
obpasoBanue: bakanaBpuar). —
www.dx.doi.org/10.12737/textbook_5bd2d52ef2e4e4.18824396. - Pexxum noctyma:
https://znanium.com/read?id=335870

Jononnumenvnan r1umepamypa

KondunennuaabHoe  IeMONPOU3BOACTBO M 3AIIMUICHHBIA  3JIEKTPOHHBIH
nokymeHnToobopor : yueOnuk / H. H. Kynses, A. C. Iémymkun, T. B. Konapamosa, A. T
®abpuynoB ; nmox obur. pen. H. H. Kynsesa. - 2-e u3z., nepepa. u gon. - Mocksa : Jloroc,
2020. - 500 c. - (HoBas ynuBepcuterckas oubimoreka). - ISBN 978-5-98704-711-8. - Tekct
: QNIEKTPOHHBIH. - https://znanium.com/read?id=367431

JenoBoe muchbmMo: ydeOHO-CIIpaBOYHOE Mmocooue 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 6. Opranu3anusi oNepPaTUBHOIO XpaHeHUsl JOKyMeHTOB. @opMupoBaHuUe e

1. Homenknatypa nen: mMOHsATHE. 3HAUY€HHE HOMEHKJIATYpPHI AEN UIS Kiaccu(UKaluu
JOKYMEHTOB, OICPATHBHOIO XPAaHCHUS W UX IMPE] apXUBHON MOJArOTOBKU. BUabl HOMEHKIATYP
el

2. Tlopsimox coctaBiieHus, OGOPMIICHHS, YTBEPXKICHHS W NPUMEHEHHUS KOHKPETHOU
HOMEHKJIATYPHI JICII.

3. opsinok GpopmMupoBaHus aed.

4. OpraHuzanysi XpaHEHUS WCIOJHEHHBIX JTOKYMEHTOB. OCHOBHbBIE TpEOOBaHHS K
JTOKYMEHTO0000pOTy. OTBETCTBEHHOCTD 32 COXPAaHHOCTh IOKYMEHTOB.

OcHosnan ntumepamypa

DNEeKTPOHHOE MPABUTEIIBCTBO. DIEKTPOHHBIA JOKYMEHTO000pOT. TepMUHbI 1
onpeneneHus : yued. mocodue / C.10. Kabamos— M.: UTHOPA-M, 2019. — 320 ¢. —
(Bricmiee oOpazoBanue: bakanaBpuar). - Pexxum nocryma:
https://znanium.com/read?id=333614

OcHOBBI J1€TTOBOH (CITy>keOHO# ) MMCEMEHHOU peduu B cepe yrpaBieHus : yueo.
nocob6ue / C.10. Kabamos. M.: UHDOPA-M, 2019. — 163 c. + [lon. MmaTepuansl
[DnmexTpoHHEIH pecypc; Pexxum nocryma: http://www.znanium.com]. — (Bricmree
obpasoBanue: bakanaspuar). —
www.dx.doi.org/10.12737/textbook 5bd2d52ef2e4e4.18824396. - Pexum noctyma:
https://znanium.com/read?id=335870

Jlononnumensnasn n1umepamypa

KoHduneHnuaapbHoe  IENONPOU3BOJACTBO 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 non. - Mocksa : Jloroc,
2020. - 500 c. - (HoBas ynuepcuterckas 6ubnmnoreka). - ISBN 978-5-98704-711-8. - Tekct
: BJICKTPOHHBIN. - https://znanium.com/read?id=367431

HenoBoe nmucpbmMo: yuyeOHO-CIIpaBOYHOE 1mocobue aisa 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 7. IloaroroBka AOKYMEHTOB K HoOcjelyiolleil nepejayd B apXuB WJIM Ha
YTHIH3ALUI0

1. ®opmupoBaHue J1€1 B OpraHU3aLMIX Pa3JIUYHbIX YPOBHEH YIIPABICHMUS.

2. IlpaBuna ¢popMUpPOBaHUS PA3TUUYHBIX KATETOPHH JOKYMEHTOB B JIeJia.

3. TpebGoBaHMsI K COCTaBICHHIO HOMEHKJIATYpPhl JeJl, UX perjaMeHTalusi B HOPMATHBHO-
METOJINYECKUX MaTepHuaax.

4. Tlopsaok odopMmileHHUs, COTJIacOBaHUSA M YTBEP)KJIEHUS HOMEHKJIATypbl nen. Cpoku
XpaHEHUs JTOKYMEHTOB.

5. Wcnonbp3oBaHuE HOMEHKJIATYpPHI JI€]1 B OMEPATUBHOM XPAHEHHWU M BEJOMCTBEHHOM
apXuBe.

Ocnosnas numepamypa

DJNEeKTPOHHOE MPABUTENIBCTBO. DIEKTPOHHBINA JOKYMEHTO000pOT. TepMUHbI 1
onpeaenenus : yue0. nocoodue / C.1O. Kabamos— M.: UHOPA-M, 2019. — 320 c. —
(Boiciiee obpazoBanue: bakanaspuar). - Pexum nocrtyna:
https://znanium.com/read?id=333614

OcHOBBI 1€T0BOM (CITy>keOHOI) MUCEMEHHOM peun B cdepe yrpaBieHus : yueo.
nocobue / C.10. Kabamos. M.: UHOPA-M, 2019. — 163 c. + Jlon. MmaTepuansl
[DnexTpoHHBIH pecypc; Pexxum nocrymna: http://www.znanium.com]. — (Beiciiee
oOpasoBanmue: bakanaBpuar). —
www.dx.doi.org/10.12737/textbook _5bd2d52ef2e4e4.18824396. - Pexum nocryma:
https://znanium.com/read?id=335870

Hononnumenvnan numepamypa


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
nokymentoobopot : yueOnuk / H. H. Kynses, A. C. JIégmymkun, T. B. Kongpamosa, 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
: aIeKTpoHHBIH. - https://znanium.com/read?id=367431

JlenoBoe mucbMoO: yueOHO-CIIpaBOYHOE 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

PA3IEJ 5. OBPA3OBATEJIbHBIE TEXHOJIOT A

B memix peanu3auuum  KOMIIETEHTHOCTHOTO — IoAXoJa B ydyeOHOM  Iporecce
MPeAYyCMaTPUBAETCS IIUPOKOE HCIOIb30BAaHHE WHTEPAKTUBHBIX (HOPM TPOBENCHUS 3aHATHI B
COYETaHUU C BHEAYTUTOPHON pabOTOM.

B nporiecce nmpenogaBanus JEKIMOHHBIA MaTeprai MPENoJHOCUTCS B UHTEPaKTUBHOH (hopme,
B TOM YHCJIE C UCIIOIb30BAHUEM CPEICTB MYIbTUMEANINHON TEXHUKH.

HNuTepakTUBHBbIE 00pa3oBaTe/bHbIE TEXHOJIOTUH,
HCMOJIb3yeMble HA ayIUTOPHBIX NPAKTHYECKUX 3aHATHAX

Tabnuya 5.1
Ounas popma 00yueHus

I/ICHOJ'II)3yeMLIe 06p33OBaTeJILHbIe

HaumenoBanue pa3aejioB, TEM
TEXHOJOI'MN

Tewma 2. [Ipeamer u cucrema
(¢uHaHCOBOIrO MpaBa
Tewma 3. [IpaBoBOE€ perynupoBanue
(MHAHCOBOTO KOHTPOJIS
Tema 4. PactiopsiautensHbie U
OpraHMU3alIOHHBIE JOKYMEHTHI.

CeMHHapCKOE 3aHITHE — «KPYTJIBIA CTOI»:

CCMI/IHapCKOG 3aHATUC — ((prT.]'ILIﬁ CTOJI»:

CeMI/IHapCKOG 3aHATUC — ((prrﬂblfl CTOJID»:

Tema 5. OcHoBBI HazoroBoro npasa | CeMUHapCKOe 3aHATHE — KKPYIJIBII CTOIDY:

Tewma 7. IIpaBoBO€ perynupoBaHue

(UMHAHCOBOM JEATETHLHOCTH CeMHHaApCKOE 3aHATUE — KKPYTJIBIN CTOID»:
OpraHu3aluin

Tema 8. IIpaBoBbIE OCHOBBI

0aHKOBCKOI0 KpEeIUTOBAHUS

CeMHuHaApCKOE 3aHATUE — KKPYTJIBIN CTOID»:

Tabnuya 5.3
3aounas popma o0yueHust

Hcnoab3yembie 00paszoBaTelbHbIe

HaunmenoBanue pa3ieiios, TeM
TEXHOJIO0IMHN

Tewma 3. [IpaBoBo€ peryanpoBaHue
(bUHAHCOBOTO KOHTPOJIS CeMHHapCKOE 3aHATUE — «KPYTJIBINA CTOM»:

Tema 7. IIpaBoBO€ peryanpoBaHue

N . CeMUHApCKOE 3aHATUE — «KPYTIIBIA CTOM»:
(hUHAHCOBOM JESITENLHOCTH OpraHU3aIuil

Tema 8. [IpaBoBbIE OCHOBBI OAaHKOBCKOTO

CeMHHapCKOE 3aHITHE — «KPYTIIBIA CTO»:
KPEIUTOBAHUS

IIpakTukym
Keinic 1
Keiic «Kmo eunoeam?»



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

Bl siBisieTech MHCIEKTOPOM HAJOrOBOIO OpraHa, M BO BpeMsl MPOBENEHUs KaMepallbHOMN
npoBepku OropkeTHoro yupexaenus (HUM PAH) Bel BbIsBisieTe 3HAUUTENBHOE yMEHBIICHUE
HajoroobjaraemMoii 0a3pl Hajora Ha NpuObUTH opraHu3anuii. [IpoBepka romoBoro OanaHca
YUpEeXKACHUS TOKa3ayna, uyTto B cTpoke «[IpuObuip» HapacTaromuMm HUTOroM 3a 12 wmecsies
MOKa3aTesb MPUOBLIN PaBHSIICS HYIIIO.

B uem, no eawemy mmuenuro, npuuunsl cirodxcusuetics cumyayuu? Kmo eunoeam? Kaxue
Oeticmaust 8bl Obl NPeONPUHALU 01 YIAVHUEHUS CUmyayuu?

PA3JEJ 6. YYEBHO-METOJAYECKOE OBECITEYEHUE
CAMOCTOSTEJBHON PABOTBI OBYUAIOIIUXCA IO TUCIUATIIVHE

Hapsiny ¢ uTeHumem jeKUMH M NPOBEAEHHEM CEMMHAPCKUX 3aHATUH HEOThEMIIEMBIM
3JIEMEHTOM y4eOHOTO mpoliecca SBISIETCS camocmosamenvhas paboma. 1lpu caMoCTOATENBHOM
paloTe 10CTUraeTcss KOHKPETHOE YCBOEGHHE yu4eOHOIro MaTepuala, pa3BUBAIOTCS TEOPETUUYECKHE
CIIOCOOHOCTH, CTOJb BaXKHBIC ISl YCIEUIHONW MOATOTOBKM M 3allUTHl BBIMTYCKHOH pabOTHI
oOyuaromierocsi.  PopMbl  caMOCTOSITENbHOM  paboThl  oOyuaromuiics  MOTryT  OBITh
pasHooOpa3HsIMu. CaMocTosTenbHast paboTa 00ydJaronerocs: BKIYACT: H3yYeHHE CTIICIUATBHOM
nuTeparypsl, 3akoHOB Poccuiickoil ®enepanuu, OLEHKY, OOCYXIEHHE M pPELEeH3UPOBaHHE
myOJIMKYeMBIX CTaTeil; OTBETHI HA KOHTPOJIBHBIE BOIPOCHI;, PEUICHUE 3a/1a4; CAMOTECTUPOBAHHE.
BeinonHenue Bcex BUAOB CaMOCTOSTENIBHOW paOOThl YBSA3BIBAETCS C M3YYEHHEM KOHKPETHBIX
TEM.

Tabnuya 6.1
CamocrosiTesibHas padora
HaunmenoBanue Bomnpocekl, BBIHOCUMBIE
pa3aesioB, TeM HA CAMOCTOSITEJIbHOE H3yYeHHe

Tema 1. Opranusanuonssle | YHuUKauus U cTaHAapTU3aLUS 1€I0BON JOKYMEHTAIUH.
OCHOBBI JE€JIONPOU3BO/ICTBA.
bilaHKM TOKYMEHTOB.

Tewma 2. Oprann3anoHHO- Kommosurus nokymenta. CTpyktypHble omuoku. HeymectHoe u
pacrnopsiAuTeabHas HEONpaBJaHHOE yIOTPeOIeHNEe HHOCTPAHHBIX CIIOB.
JIOKYMEHTAIHSI.

O3HakoOMJICHHE pa6OTHI/IKOB C JIOKAJIbHBIMX HOPMATHBHBIMU aKTaMU

opraHu3anuu. Buspl 1 HazHaYeHMe HHPOPMAIMOHHO-CIIPABOYHOM
Tema 3 CrpaBodHO- p 1t A thopmarg p

nH(pOpMalMOHHAS

U NIPaBONPUMEHHUTEIIbHAS [TPAKTUKA UCIIOJIb30BaHUs JTOKJIAIHBIX,
ToKyMeHTanusd. [lenoBas . N
nepermcka CITYEOHBIX U OOBSICHUTEIbHBIX 3aITUCOK, TTPEICTABICHUM, TIPEIJIOKEHHH,

penieHut B cepe yrnpapieHUs IEPCOHATIOM OpraHU3aIuu

CHpaBO‘{HO'I/IHq)OpMaLII/IOHHBIe JAOKYMCHTBI: CJ'IY)KC6HI>IC nucbMa,
Tema 4. PaCHOpﬂJII/ITeJ'H)HI)Ie CIIpaBKH, JOKJIAJHBIC 3aIIMCKHU, IIPOTOKOJIBI, AKThI, 3asBJICHUA, UX

1 OpraHMU3allIOHHBIE XapaKTepUCTHKA U cOcTaB, TpeboBaHus K oopmienuto. [Topsaok
JOKYMEHTBHI. o(opMIIeHH U BbIIa4M KOMUN U TyOJIUKATOB TOKYMEHTOB, BBIMHCOK U3
HUX.
TexHonorus BeieHUs! KOHTPOJIA. AHAJIU3 UCIIOJIHEHUS JOKYMEHTOB B
Tema 5. Opranusanus yUpexJIeHNU. B3auMocBs3b perucTpany JOKyMEHTOB U
JIOKYMEHTO000pOTa, WH(POPMAITMOHHO- CTIPABOYHOU paboThl. Opranu3arus paboThI ¢
pEruCTpany U KOHTPOJIS IIOMOUIBIO CIIPABOYHBIX KapToueK. J[0JDKHOCTHBIE JINIIA,
JIOKYMEHTOB. OCYIIIECTBIISIOLINE PETUCTPALIUIO U KOHTPOJIb UCTIOTHEHUS, UX QYHKIIMH U
Ipasa.
Tema 6. Opranuzanus OcHoBHbIE TPeOOBAHNS HOPMATUBHBIX JOKYMEHTOB, PErJIaMeHTHPYIOIINUX
OIIEpaTUBHOTO XpaHEHUs JAHHBIA 3Tan JOKYMEHT0000poTa. OTBETCTBEHHOCTb 38 COXPAHHOCTh
JTOKYMEHTOB. JOKYMEHTOB.

DopMHUpOBaHUE JEII.

Tema 7. Ilogroroska ApXUB: IOHSATHE, HA3HAYCHKE. BUJIbI apXMBOB: rOCy1apCTBEHHBIE,

JOKyMeHTauu 1no kagpam. [lopsaok odopmieHusi, OCHOBHbIE PEKBU3UTHI

SaHBHeHHﬁ, AKTOB, CIIPABOK U JIP. B KAUCCTBC OCHOBAHMU JIJIs HpI/IHSITI/Iﬁ




HaumeHoBaHue Bomnpocel, BBIHOCHMBIE

pa3aesioB, TeM HA CAMOCTOSITEIbHOE M3YUCHHE
AOKYMCHTOB K BCIOMCTBCHHBIC, 06’LG,Z[I/IHGHHI>IC BCAOMCTBCHHBIC, OGT:GIII/IHGHHBIC
MOCJIEIYIOLIEH NIepeiauu B MEXBEJOMCTBEHHBIE 10 TUYHOMY COCTaBY. ApXUBHBIE (DOHIBI:
apXMB WK HA YTHJIM3ALUIO JOKYMEHTAJIbHBIN, FOCYAAPCTBEHHBIM.

6.1. TempbI 3ccel

1. HopmaTuBHas OCHOBa npolecca JOKYMEHTUPOBAHUS YIIPaBIECHUS IEPCOHAIIOM.

2. OpraHu3anroHHbIE KaJIpOBbIe JOKYMEHTBI: COCTaB, COACPIKAHUE, TOPAJOK ITOATOTOBKH
1 0OpMIICHHUS.

3. JIoMKHOCTHAsI UHCTPYKIMSI KaK OPTaHU3allMOHHBINA KaIpOBbI IOKYMEHT.

4. TlonoxeHue O CTPYKTYpPHOM HOJpPA3JEIEHUN KaK OpPraHU3allMOHHBIM KaJpOBBIH
JTOKYMEHT.

5. JlokyMeHTHpOBaHUE MPOLIECCa YBOIbHEHUS COTPYIHUKOB.

6. JlokyMeHTHpOBaHHUE MPOLIecca OTKOMaHANPOBAHUS ITEPCOHAIA.

7. CocrtaB ¥ BUJIbI KaJJpOBOM TOKYMEHTALIHUH.

8. AytcopcuHr u ayrctadGUHT ITepcoHaNa: MpaKTHKa MPUMEHEeHHs. JJOKyMECHTHpOBaHME
npolecca Npe0CTaBICHHsI OTITYCKOB.

9. JlokyMeHTHpOBaHHUE TIporiecca OPOPMIICHHS TPYAOBBIX OTHOUICHUH.

10. TpynoBoif m0roBop M TpPYAOBOE COIVIALIEHHE: TOHATHE, (GopMa, Hpolexypa
oopMIICHHUS U 3aKITIOYCHUSI.

11. CoBpemeHHblE NpPOrpaMMHBIE MPOAYKTHI JJs CIYKO YIpaBlieHHs IEepCOHAIOM:
o01Iast XapaKTepUCTHKA.

12. Cucremarusanus 1 onepaTUBHOE XpaHEHHE JOKYMEHTOB I10 JUYHOMY COCTaBY.

13. Peructpauust 1 KOHTPOJIb UCIIOJIHEHUS JOKYMEHTOB I10 YIIPABJICHUIO IIEPCOHATIOM.

14. BonbHUYHBIN JIUCT: IMOHSTHE, NPaBOBas OCHOBA IPEIOCTABIEHUS, OCOOEHHOCTH
o OpMIICHHUS U OILIATHI.

15. MHCTpyKTaXX MO TeXHUKE OE30MacHOCTU: MOHATHE, MPABOBas OCHOBA MPOBEACHUS,
OCHOBHBIE BHJIbI 1 OCOOCHHOCTH JOKYMEHTAIEHOTO O(OPMIICHHS.

16. YHu¢unupoBaHHble JOKYMEHTHI 10 JMYHOMY COCTaBY: MOHSATHE, BUJIbI, COJCPKAHUE,
MOPSIIOK 3aMTOJTHEHHUS.

17. IOKyMeHTBI [0 y4eTy KaJpoB: MOHATHE, POPMBI, MOPSAA0K 3aMOJTHEHUS U BEICHHSL.

18. TpynoBast KHUKKa: OpOpPMIIEHUE U BEICHUE.

19. JlokyMeHTHUpOBaHHE IIpoliecca pOTaluH epcoHaa.

20. JlokyMeHTHpOBaHHE TpoIlecca aganTaldi, MOTUBAIIMH, TPEHHHTa U KOHTPOJUIMHTA
NepcoHaa.

6.2. IIpumepHbIe 3aaHNs IS CAMOCTOATEIbHON PadoThI

1. laTh TOTKOBaHUE CIIOBaM, COCTABUTh C HUMHU MpeanoxkeHus: 1) aBu3o; 2) 1006wu; 3)
BEKCEJlb.

2. JlaTh TONKOBaHHE CJIOBAM, COCTaBUTh C HUMH MPEUIOKEHUs: 1) maTeHT; 2) IeMIIHHT;
3) ambapro.

3. JlaTb TOJKOBaHHE CJIOBaM, COCTaBUTh C HUMHU MpejioxkeHHs: 1) pexnamauus; 2)
MapKupoOBKa; 3) crarHamus.

4. JlaTb TONKOBaHHME CJIOBaM, COCTAaBUTh C HMMHM MpeajiokeHus: 1) mpeseHtauus; 2)
JIM3UHT; 3) 1umep.

5. JlaTp ToNKOBaHME CcIIOBaM, COCTaBUTb C HHUMHU MpemsiokeHus: 1) uaptep; 2)
IUCTPUOBIOTOP; 3) OpoKep.

6 [arb ToNKOBaHHE CJOBaM, COCTaBUTh C HUMHU MpenjoxkeHus: 1) osepapadr; 2)
uHOISAIMS; 3) KOHCAITHHT.

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




7 JlaTh TOJNIKOBaHWE CI0BaM, COCTaBUTh C HUMU Tpeaiokenus: 1) odepra; 2) xonauur; 3)
MapKHpOBKa.

8 JlaTh TOJIKOBaHWE CIIOBAaM, COCTAaBUTh C HUMH MpeIoKeHus: 1) mpaiic-nuct; 2) neber;
3) rpud.

9 JlaTh TONKOBaHWE CIOBaM, COCTaBUTh C HUMH MpejiokeHus: 1) akment; 2) akT; 3)
peectp.

10 laTh TOJIKOBaHHE CJIOBaM, COCTAaBHTh C HUMHU MpemioxkeHus: 1) ceprtuduxar; 2)
JUMUT; 3) aKKpEAUTHUB.

11 Haitt ommOku, ucnpaBuTh ux: 1) BBIBOAB KOMHCCHM TPOTHBOpPEYAT C MHEHHUEM
TPYJIOBOTO KOJUIEKTUBA; 2) Mablii OM3Hec pacTBopsieTcst u3-3a OpemeHu Hanoros; 3) Hanoru ¢
Ka)KJI0T0 aBTOMOOMIISI B3bIMAIOTCSI C YUETOM CYMMBI PACTaMOXKKH.

12 Haiitu ommOku, ucnpaButh ux: 1) IlpenpsBisis npeTeH3UH, PYKOBOIUTEISIM
HE0oOXOIMMO yKa3bplBaThb MPHUUYMHBI, 2) ['apaHTHpPOBaHHOE MUCHMO OTIPABJICHO BOBpeMs; 3)
Apengatop 00s3yeTcs 3aKII0YUTh BCE HEOOXOMMBbIE IOTOBOPA HA CTPAaXxOBaHHE.

13 Haiitu ommbku, ucnpaButh ux: 1) Beerma Heo6Xo1umMo 000CHOBBIBATH CBOM BBIBO/IBI
Ha pacuerax; 2) [loamuceiBas noroBophl, omiata rapantupyercs; 3) OmiauuBasi HOBYIO
TEXHHUKY, BaM HEOOXOIUMO Y4eCTh BCE HAJIOTH.

14 3akoHUMTH JaHHBIE TNpemIoXkeHus: 1) B cBA3M C BO3HUKIIUMH (HHAHCOBBIMH
TpYIHOCTSAMHU. .. 2) Ccbliasich Ha YCTHYIO IOTOBOPEHHOCTb. .. 3) B 1ensx ckopeiimiero pemenus
BOIIpOCa. ..

15 3akoHunTh NaHHbIe npeanoxkenus: 1) Ha ocHoBaHuU npeCcTaBIeHHBIX JOKYMEHTOB. ..
2) B cBsi3u ¢ HapylieHHneM Tpaduka MOCTaBOK MPOAYKIHWH... 3) Bo m3bexanne KOHQIMKTHBIX
CUTYAaLHIL. ..

16 3akoHuuTh naHHble npennoxenus: 1) [lo npuunHe 3anepxku 3apriarsl... 2) Beuay
3aJIepP>KKH MOTYy4YeHUs rpy3a... 3) BeneacTBue n3MeHeHus 1ieH Ha SHEPTOHOCUTEIH. . .

17 CocTaBUTh MUCHMO-3aITPOC.

18 CocTaBUTh OTBET Ha MUCHMO-3AMPOC.

19 CocTaBUTh TUCHMO-PEKJIAMAIIHIO.

20 CocTaBUTh IPE3ECHTAMOHHOE MUCHMO.

21 CocTaBUTh TUCHEMO-TIOJITBEPKICHUE.

22 CocTaBUTH aKT.

23 CocTaBUTh rapaHTUHHOE MMHUCHMO.

24 CocTaBUTh MUCHMO-TIPUTIIAIICHHUE.

25 CocTaBUTh TUCEMO-PE3IOME.

26 CocTaBUTh CONMPOBOAUTEIIBHOE MUCHMO.

27 CocTaBUTh TUCEMO-TIPOCHOY.

28 CocraBuTh 0J1aroapCTBEHHOE MUCHMO.

29. CocTaBUTh MUCEMO-TIPUTTIAIICHHUE.

30 CocTaBUTh MHUCHMO-OTKA3.

31 CocTaBUTh TUCHMO-/IEKIAPAIHUIO.

32 CocTaBUTh MHUCHbMO-PEKIIAMALIHIO.

33 CocTaBUTh NpUKa3 KaK PaCHOPSIUTEIbHBIN TOKYMEHT.

34 CocTtaBUTh OOBSICHUTEIIBHYIO 3aIUCKY.

35 CocTaBUTh NHCBMO-TIPEIOKEHUE.

36 CocTtaBUTh MUCHMO-0(EPTY



PA3JEJ 7. OHEHOYHBIE U METOAUYECKHUE MATEPHUAJIBI 110
OBPA3OBATEJIbHOM ITPOT'PAMME (®OH/I OLIEHOYHBIX CPEJICTB) IS
IMPOBEJAEHUA TEKYIIEI'O KOHTPOJISL YCHHEBAEMOCTH 1
MMPOMEXYTOYHOM ATTECTAIIUA

Tabnuya 7.1

[NTAHUPYEMBIE PE3VJIbTATbBI ObYUEHUA 110 JUCHUIUIMHE, COOTHECEHHBIE C
IIJIAHUPYEMBIMU PE3VJIBTATAMU OCBOEHN A OFPA30BATEJILHOM
I[TPOI'PAMMBI B COOTHOILIEHNHM C OEHOYHbLIMU CPE/ICTBAMU

ILnanupyemsle
pe3yJbTaThl,
XapakTepu3ylolue
Tanbl GopMUPOBAHMS
KOMIIEeTEeHIIUH

Conep:xkanue
y4eOHOro MmaTepuaJia

IIpumepsl
KOHTPOJIbHBIX
BOIIPOCOB U 3aJaHUil
JJIS1 OLeHKH 3HAHMIA,
YMEHUI, BJIaJeHuil

MeTtoabi\
cpeacraa
KOHTPOJISt

YK-4 Cnocoben ocywecmenams 0e108y10 KOMMYHUKAYUIO 8 YCIMHOI U NUCbMEHHOU (hopmax
Ha 2ocyoapcmeennom azvike Poccuiickoii @edepayuu u unocmpannom(vix) azvike(ax)

NYK-4.1. 3naet | Tema 1. Ilonstue ®uHaHCOBasA [TuceMenHbI
[IpaBUJIa OCYILECTBIICHUS | (PUHAHCOBOM JeSITebHOCTD KOHTPOJIb /
JIEJIOBBIX KOMMYHMKAIUH | AESITEIbHOCTU rocy/iapcTBa U ee 3cce (TeMbl
B YCTHOM M NHUCBMEHHOH | rocynapcrsa. cdepsl: OroKeTHas monayiei 1,3
dhopmax Ha | Tema 2. cucremMa, OrO/DKETHBIN | ),. Y CTHBIN
roCyJJapCTBEHHOM u | OpraHu3annoHHO- npoiiecc, KOHTPOJIb /
MHOCTPAHHOM (bIX) | pacniopsiaUTEIbHAS HAJIOroo0JI0)KEHUE, OIIPOC Ha CEM
A3BIKE JIOKYMEHTAIHSL. . 0aHKOBCKOE U 3aHATUH ,(T.1-
Tema 3 CripaBo4HO- CTpaxoBoe JIeJI0, 3,8,9),
UH(pOpPMaLMOHHAs perynaupoBanue PIIb | ak3ameHe (B.
JToKymeHTanus. Jlenosas | ¥ BAJFOTHOTO 1-17,25-31)
NEPETNCKA.. obopora, oTpaciieBble | TecTupoBaHue
Tema 8. IIpaBoBbIe yuetsl; [IpaBoBoe /TecToBBIE
OCHOBBI OAaHKOBCKOTO peryJInpoBaHue 3agaHus 1-
KpEAUTOBaHUS. (dhopMupoBaHus, 3,8,9 xaxnaoro
Tema 9. ®uHaHCOBO- pacrpezneneHus, BapuaHTa
IIPaBOBbIE OCHOBBI nepepacnpeesieHus u
OTpacJIeBOrO y4eTa. VCIIOJIb30BaHUS
(hOHIOB TEHEKHBIX
CPEICTB OIOIKETOB
Pa3JINYHBIX YPOBHEH.
KittoueBbie moHATHS:
MpeaMeT, 00BEKT,
CYOBEKT ¥ METOJIbI
(uHaHCOBOTO IMpaBa.
NYK-4.2. VYmeer | Tema 1. [lonsTue [IpaBoBBIE OCHOBBI [IncemenHsbIi
OCYILIECTBIATh JEJIOBYIO | (prHAHCOBOM OpraHM3aLuu U KOHTPOJIb /
KOMMYHHKAIUIO B | J€SATEIBHOCTH OCYILIECTBICHUS 3cce (TeMBl
YCTHOH M THCBMEHHOH | TOCyJapcTBa. roCy1apCTBEHHOIO Monynen 1,3
bopmax Ha | Tema 2. (uHaHCOBOTO ),. YCTHBIN
rocyJ1lapCTBEHHOM u | OpranuzanyoHHO- KOHTpOJIsi. CyOBEKTBl | KOHTPOJIb /
MHOCTPAHHOM (pIX) | pacmiopsiAUTEIbHAS (uHaHCOBOTO OIpPOC Ha CEM
SI3BIKE JOKYMEHTALH. . KOHTPOJIA U UX 3aHATHH ,(T.1-
Tema 3 CripaBo4HO- TIOJITHOMOYMS. 3,8,9),
UH(OpPMAaLIMOHHAS Cuernas nanata PO JK3aMeHe (B.




ILnanupyemble IIpumepsl
pe3yabTarhl, Conepsanne KOHTPOJIbHBIX } Metoan1\
XapaxkTepusymwoume BONPOCOB U 3aaHUil cpeacTBa
y4eOHOro MmarepuaJjia N
Tanbl (POPMUPOBAHUS JJISI OLleHKHU 3HAHMIA, KOHTPOJIsA
KOMIIeTEHIUH YMEHHUI, BJIaJeHuil
nokymeHTanus. Jlenosas KaK opras 0romkerno- | 1-17,25-31)
MepenuckKa.. (uHAHCOBOTO TectupoBanue
Tema 8. [IpaBoBbIE KOHTpOJIsA. CYyOBEKTHI | /TECTOBBIC
OCHOBBI 0AHKOBCKOT'O YUETHBIX 3agaHug 1-
KpEIUTOBAHUS. MPABOOTHOLIECHUM. 3,8,9 kaxaoro
Tema 9. ®unancoBo- BapuaHTa
MIPaBOBBIC OCHOBHI
OTPACIIEBOTO yUeTa.
NYK-4.3. Baapeer | Tema 1. Iloasarue IlonsTe 1 TUIIBI IInceMeHHEBIH
HaBBEIKAMH ¢dbuHaHCOBOU OTpACIIEBbIX YYETOB: KOHTPOJb /
OCYILIECTBIICHUS JCIOBOM | 1eATEIbHOCTH OI0DKETHOTO, acce (TeMbl
KOMMYHHKAIUU B | rocy1apcraa. HaJIOrOBOTO, monyinent 1,3
YCTHOM M mnHUCbMeHHOH | Tema 2. BaJIOTHOTO, ),. YCTHBIT
bopmax Ha | Opranu3anoHHO- CTPaxoBOro, y4era KOHTPOJIb /
roCyJ1apCTBEHHOM U | pacropsiAuTeIIbHAs OTIEpAIlMi C IIECHHBIMU | OIPOC Ha CeM
MHOCTPAHHOM (bIX) | IOKYMEHTALUSI. . Oymaramu, 3aHATHH ,(T.1-
SI3BIKE Tema 3 CpaBouHoO- OyXraiarepckoro 3,8,9),
uH(pOpMAMOHHAS ydeTa B KPeIUTHBIX JK3aMeHe (B.
JnokyMmeHTanus. Jlenosas OpraHu3aIMsIX. 1-17,25-31)
Mepenucka.. VYuerHoe TectupoBanue
Tewma 8. [IpaBoBbIe peryiupoBaHue: /TeCTOBBIC
OCHOBBI 0AHKOBCKOI'O MOHSITUE, KpaTKas 3agaHus 1-
KPEIUTOBAHUS. XapaKTEePUCTUKA 3,8,9 xaxnoro
Tema 9. ®uHaHCOBO- OCHOBHBIX BApUAHTa
MIPaBOBbIE OCHOBBI 3JIEMEHTOB.
OTpacIIEBOTO y4eTa. HcTouyHMKH y4ETHOTO
peryIupoBaHuUs.

YK-3 Cnocoben ocyuiecmesiamb couuailbHoe eé3aumodeiicmeue u peaiusosvleamsb C60H0

POb 8 Komanoe

HNYK-3.1. 3Haer
0COOEHHOCTH
OCYUIECTBJIECHUS
COLIMAJILHOTO
B3aNMOJEHCTBUSA Hu

peanu3anuyu CBOEH poJn
B KOMaH/Ie

Tema 1. [lonsarue
(buHaHCOBOM
JeSTeTbHOCTH
rocyJapcraa.

Tewma 2.
Opraan3aluoHHO-
pacnopsiuTeIbHas
JIOKYMEHTAIHS. .
Tema 3 CpaBouHO-
uH(pOpMaIOHHAS
ToKyMeHTanus. JlemoBast
MepenuckKa..

Tewma 8. [IpaBoBbIE
OCHOBBI 0AaHKOBCKOT'O
KPEIUTOBAHUS.

Tema 9. ®unancoBo-
IIPaBOBBIE OCHOBBI
OTpacIEBOr0 yuera.

®uHaHCOBas
JeSITeNbHOCTD
roCy/IapcTBa u ee
cdepsl: OroKEeTHAS
cucreMa, Or0IKETHBIN
rpotiiecc,
HaJIOT000JI0KEHHE,
0aHKOBCKOE U
CTpaxoBoe JIeJIo,
perymupoBanue PLIb
Y BJTFOTHOTO
o0oporta, oTpaciieBble
yuetsl; [IpaBoBoe
perynupoBaHue
dhopmupoBanus,
pacmpeneneHus,
nepepacnpeesieHus u
WCIIOJIb30BAHUS
(hOHIOB TIEHEKHBIX
CPEICTB OFOIKETOB

[TuceMenHbII
KOHTPOJIb /
acce (TeMbl
monyinen 1,3
),. YCTHBIT
KOHTPOJIb /
OIIPOC HAa CEM
3aHATUH ,(T.1-
3,8,9),
JK3aMeHe (B.
1-17,25-31)
TectupoBanue
/TecToBbIE
3ajanus 1-
3,8,9 kaxaoro
BapHaHTa




ILnanupyemble IIpumepsl
pe3yJbTaThl, Conepsanne KOHTPOJIBHBIX MeTtoani\
XapakTepu3ymolnue BOMPOCOB U 3a/1aHUI cpeacTBa
y4eOHOro MmarepuaJjia N
Tanbl (OPMUPOBAHUS AJIsl OleHKYU 3HAHUM, KOHTPOJIs
KOMIIETEHIIM U YMEHHUI, BJIaJeHuil
Pa3IUYHBIX YPOBHEH.
KnroueBbie noHsTHA:
peaIMET, OOBEKT,
CYOBEKT ¥ METOJIbI
(uHaHCOBOTO IpaBa.
HNYK-3.2. VYmeer | Tema 1. [lonsitue [IpaBoBBIE OCHOBBI [TucpbmeHHBII
OCYILECTBIIATH ¢dbuHaHCOBOU OpraHu3alu u KOHTPOJIb /
COLHABHOE JESTEIIbHOCTH OCYIIIECTBICHUS acce (Teiv[bl
B3AHMOeHiCTEHE 4 | Tocynapersa. rocyJIapCTBEHHOTO MoAyJein 1,3
Tewma 2. (hrHAHCOBOTO ),. YCTHBIT
Pealli3oBbIBATE CBOIO | Opraumzanmomnmo- KOHTpOJIs. CyOBEKTHI | KOHTPOJIB /
POk MCHCIUKECpA B | pacropsiauTenbHas (UHAHCOBOTO OIIPOC Ha CEM
KOMaHJ1e JOKYMEHTALU. . KOHTPOJIA U UX 3aHATHH ,(T.1-
Tema 3 CpaBouHoO- IOJTHOMOYHS. 3,8,9),
UH(POPMAaLMOHHAS Cuernas nanata PO JK3aMeHe (B.
JnokyMmeHTanus. Jlenosas KakK opras Oromkerrno- | 1-17,25-31)
TIePEeTIHCKA. . (uHAHCOBOTO TectupoBanwue
Tema 8. [IpaBoBbIe KOHTpoJist. CyOBeKThl | /TeCTOBBIC
OCHOBBI 0QaHKOBCKOT'O YUETHBIX 3amanus 1-
KpEIUTOBAHUSI. MPABOOTHOIIECHUM. 3,8,9 kaxnaoro
Tema 9. ®unancoBo- BapuaHTa
MIPABOBHIE OCHOBBI
OTpacJIEBOTO yyeTa.
NYK-3.3. Baageer | Tema 1. [Tousatue IlonsTHe 1 THIIBI IInceMeHnHsbIi
HaBBIKaMHU (dbuHaHCOBOU OTpacCJICBBIX YUETOB: | KOHTPOJb /
OCYIIIECTBIICHHS JESITEIbHOCTH OIOIKETHOTO, acce (TeMBI
COIMAIBHOTO rocyJapcTaa. HaJIOTOBOTO, moxynen 1,3
B3aHMOJCHCTBUSA u | Tema 2. BaJIFOTHOTO, ),. YCTHBIM
peanu3anuu cBoeil posu | OpraHu3alMOHHO- CTPaxoBOTo, y4eTa KOHTPOJIb /
MeHe/Kepa B KOMaHIe pacropsiauTeabHas oriepalyii ¢ IEHHBIMU | OIPOC Ha CeM
JIOKYMEHTAIU. . Oymaramu, 3aHATHH ,(T.1-
Tema 3 CnpaBouHo- OyXraiaTepckoro 3,8,9),
uH(pOopMalOHHAas ydeTa B KPEIUTHBIX JK3aMeHe (B.
JoKkymeHTanus. JlenoBas | opraHu3anusx. 1-17,25-31)
TIeperrcKa. . Y4yetrHoe TectupoBanwue
Tema 8. [IpaBoBbIC PETyIHUpPOBAHHE: /TecToBbBIE
OCHOBBI 0QaHKOBCKOT'O MTOHATHE, KpaTKast 3amanus 1-
KPEIUTOBAHUS. XapaKTEePUCTUKA 3,8,9 xaxnoro
Tema 9. ®uHanCcOBO- OCHOBHBIX BApUAHTA
MIPABOBBIE OCHOBBI JJIEMEHTOB.
OTpacIIeBOTO y4eTa. HcToYHHMKH yUEeTHOTO
pErynupOBaHMSI.

OIIK-2 Cnocoben ocywiecmenamo coop, 0opadomky
peuienua nOCMAGNEHHBIX YRPAGIEHUECKUX 3a0ad,
UHCIMpPYMEHmapus u UHMeN1eKmyaibHulX UHgopmay

U anaiu3 OAHHbIX, HE0OX00UMbBIX O/

C UCnoOab306aAHUEM

COBPDEMEHHO20

UOHHO-AHAlUuMuU4YecCKux cucmem

HOIIK-2.1. 3Haer
METOIbI coopa,
0o0paboOTKM W aHaIM3a

Tema 1. IToustue
¢buHaHCOBOM
JIEATENBHOCTH

dunancoBasa
NEeITEIbHOCTE
rocyJ1apcTBa u €e

ITucemeHHBIN
KOHTPOJIb /
acce (TeMbl




ILnanupyemble IIpumepsl
pe3yJbTaThl, Conepsanne KOHTPOJIBHBIX Metoabi\
XapakTepu3yloue BOIIPOCOB U 3a1aHUi CpeacTBa
y4eOHOro MmarepuaJjia N
3Tanbl GOpMHPOBAHUSA AJISl OLleHKHU 3HAHMIA, KOHTPOJIs
KOMIIETEHIIM U YMEHHUI, BJIaJeHuil
JAHHBIX, HEOOXOIUMBIX | FrOCYIapCTBa. cdepsl: OroaKeTHas monayiei 1,3
JUISL pemenust | Tema 2. cUcTema, OFOPKETHBIN | ),. Y CTHBIH
IIOCTaBJIEHHBIX OpraHu3annoHHO- npoiiecc, KOHTPOJIb /
YIPaBIEHYECKUX 3ajad, | paclopsauTeabHas HaJI0roo0JI05)KEHuE, OIIPOC HAa CEM
C UCIOJIb30BAHUEM | IOKYMEHTALUA. . 0aHKOBCKOE U 3aHATUH ,(T.1-
COBPEMEHHOTO Tema 3 CripaBo4yHO- CTpaxoBoOe JIeTIO, 3,8,9),
MHCTPYMEHTAPHSI U | “H(pOpMaIMOHHAas perynupoBanue PIIb | sx3amene (B.
MHTEJUIEKTYyaJIbHBIX JoKymeHTauus. Jlenosas | ¥ BaJIIOTHOTO 1-17,25-31)
MH(pOPMaLMOHHO- Hepenucka.. obopora, oTpaciieBble | TecTupoBaHue
aHanuTueckux cucrem | Tema 8. [IpaBoBbie yuetsl; [IpaBoBoe /TecToBBIE
OCHOBBI OAaHKOBCKOT'O peryianpoBaHue 3agaHus 1-
KpEAUTOBaHUS. (dbopmMupoBaHUs, 3,8,9 xaxnoro
Tema 9. ®unaHcoBo- pacrpeneneHus, BapuaHTa
IIPABOBHIE OCHOBBI nepepacnpeaeneHus u
0TpacieBoro yyera. UCIIOJIb30BaHUS
(OH/IOB JICHEIKHBIX
CpeACTB OIO/IKETOB
Pa3JINYHBIX YPOBHEU.
KitoueBble MOHATHSA:
peaIMeT, 00ObEKT,
CYyOBEKT U METO/IbI
(uHaHCOBOTO MpaBa.
HNOIIK-2.2. VYmeer | Tema 1. [lonsTue [IpaBoBBIE OCHOBBI [IncemenHsbIi
OCYILECTBIIATh coop, | puHaHCOBOM OpraHu3aly U KOHTPOJIb /
00paboTKy U | JeSTeIIbHOCTH OCYILIECTBIICHUS 3cce (TeMbl
CTaTUCTUYECKUN aHaJIN3 | TOCYapCTBa. roCy1apCTBEHHOIO monyien 1,3
NaHHbIX, HeoOxoaumbix | Tema 2. (uHaHCOBOTO ),. YCTHBIN
TUISL pemenns | OpraHu3alOHHO- KOHTpOJs. CyOBEKTHl | KOHTPOJIb /
MTOCTABJIEHHBIX pacnopsauTenbHas (uHaHCOBOIO OIIPOC Ha CEM
YIPABICHUYECKUX 3a/1ay, | JOKYMEHTAIMs. . KOHTPOJISL U UX 3aHATUH ,(T.1-
c ucnosb3oBanueM | Tema 3 CripaBouHoO- IIOJTHOMOYHS. 3,8,9),
COBPEMEHHOTO UH(pOpPMaLMOHHAS Cuernas nanata PO 9K3aMeHe (B.
WHCTPYMEHTapHsI U | TokymeHTanus. JlejqoBasi | Kak opraH OwopkeTHo- | 1-17,25-31)
MHTEJJIEKTYaJIbHBIX HEpENnCKa.. (uHAHCOBOTO TectupoBanue
MH(OPMAaLIOHHO- Tewma 8. [IpaBoBbIE KOHTpOJIs. CyOBEKThl | /TECTOBBIE
AQHAJTMTUYECKUX CHCTEM. | OCHOBBI OAaHKOBCKOT'O YUETHBIX 3anaHus -
KpEIUTOBAHUS. MIPaBOOTHOLIEHUH. 3,8,9 kaxzaoro
Tema 9. ®uHaHCOBO- BapHaHTa
IIPABOBBIE OCHOBBI
OTpacJIeBOTO yyeTa.
HNOIIK-2.3. Baageer | Tema 1. Iloaarue Tloustre n THIIEI IIucrMeHHbIit
HaBbIKaMU coopa, | puHaHCOBOM OTpacjeBbIX YUETOB: | KOHTPOJIb /
00pabOTKHM W aHamu3a | ACSITEIBHOCTU OO KETHOTO, acce (TeMbl
JTAHHBIX, HEOOXOIUMBIX | FTOCYIapCTBa. HaJ0roBOrO, Monynen 1,3
TUISt pewenus | Tema 2. BJIIOTHOTO, ),. YCTHBIT
IIOCTABJIEHHBIX OpranuzanvoHHO- CTpaxoBOro, y4eTa KOHTPOJIb /
yNpaBIEHYECKUX 3ajJad, | paclopsAUTeIbHas olnepanuii ¢ LEHHBIMH | OIPOC HA CEM
C VICIIOJIb30BAHNEM | JTOKYMEHTAIUs. . Oymaramy, 3aHATHH ,(T.1-




ILnanupyemble IIpumepsl
pe3yJbTaThl, Conepsanne KOHTPOJIBHBIX MeTtoani\
XapaxkTepusymwoume BONPOCOB U 3aaHUil cpeacTBa
y4eOHOro MmarepuaJjia N
Tanbl (OPMUPOBAHUS AJIsl OleHKYU 3HAHUM, KOHTPOJIs
KOMIIETEHIIM U YMEHHUI, BJIaJeHuil
COBPEMEHHOTO Tema 3 CpaBouHO- OyXTaJITepCcCKOro 3,8,9),
WHCTPYMEHTApUS U | uH(OpMALMOHHAS y4eTa B KPeJAUTHBIX JK3aMeHe (B.
HMHTEJUICKTYaJIbHBIX nokymeHTanus. Jlenosas OpraHu3aIusIX. 1-17,25-31)
nH(OPMAIMOHHO- MepenuckKa.. VYuerHoe TectupoBanue
aHanutuyeckux cuctem | Tema 8. [IpaBoBbie peryiupoBaHue: /TecToBbIE
OCHOBBI 0AaHKOBCKOT'O MOHSATHE, KpaTKas 3ajanus 1-
KpEeIUTOBAHUS. XapaKTepPUCTUKA 3,8,9 kaxxa0oro
Tema 9. ®uHaHCOBO- OCHOBHBIX BAapUaHTa
MIPABOBHIE OCHOBBI 3JIEMEHTOB.
OTpacIIeBOTO y4era. HcTouyHMKH y4ETHOTO
peryIupoBaHuUs.
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7.2 Hepeqeﬂb BOIIPOCOB AJISl MMOATOTOBKU K l'[pOMe)KyTO‘lHOﬁ aTTeCTaluu 3a49€Ty

. UTo moHuMaeTcs 1oj opraHusanueit 10kymeHToobopora?

. [ToHsITHE TOKYMEHTOOOOPOTA, €r0 KOJINICCTBCHHBIC i KAUeCTBEHHBIC XapaKTePUCTHKH.
. MecTo u poJib TOKYMEHTOB B YIIPaBJIEHUU HA COBPEMEHHOM JTarle.

. OyHKIIMM J1€TIONPOU3BOJICTBA.

. CoctaB HOpMaTUBHO-MeToIMuUecKoi 6aspl JIOY.

. UTo moHMMAaETCs 01 JOKYMEHTAIMOHHBIM 00ECIIeYeHUEM YIIPaBIICHUS?

. [lonsiTrie opraHN3aMOHHBIX JOKYMEHTOB

. Crannaptuzanus u yaudukanus cucrems: JJOVY.

Oo6mepoccuiickue kiaccu(pUKaTopel JOKYMEHTAIMH.
. 'ocynapcTBeHHas cuctemMa JOKyMEHTallHOHHOTO 00€CIIeYeH sl YIIPaBIECHUSI.
. Bl1aHKM TOKYMEHTOB M TpeOOBaHUS K HUM.
. Ctpykrypa mokymeHnta. TpeboBanus k opopmieruro gokymentoB no I'OCT P 6.30-2003.
. IlpaBuna odopmuenus peksusura "aapec", "mara", "unaekc", "Buza", "3arosoBok",
OJIIHUCH".
. C xakoil wnenpio pa3pabaThIBAIOTCA HMHCTPYKLUMHU 110 JIEJIONPOU3BOJACTBY, YTO B HHX
00X0/IMMO TIPEAYCMOTPETH?
Cuctema opraHu3aliMOHHON TOKYMEHTAIIHUH.
Cucrema pacnopsIUTeNIbHON TOKYMEHTALINH.
Jlaiite onpeesieHne TEpMUHA "paclioOpsIAUTENbHBIE JOKYMEHTHI'".
HazoBute Buabl pacrnopsIuTeNbHbIX JOKYMEHTOB.
Bupl 1 Ha3HaYeHUE TUYHBIX TOKYMEHTOB.
JlaiiTe onpeneneHyie TEpMUAHA "OpraHU3allMOHHBIE JOKYMEHTHI".
Ha3zoBuTe BUbI OpraHU3allMOHHBIX TOKYMEHTOB.
Cucrema HHPOPMAIIMOHHO-CIIPABOYHOM TOKYMEHTALINH.
CnyxebOHas nepenucka Ha MpeAnpUsSTHH.
[TpaBumna opopmieHHs C1y)keOHOr0 MHUChMA.
CTpyKTypa JeJIOBbIX U KOMMEPUYECKUX MHCEM.
Knaccugukanus 1e710BbIX 1 KOMMEPUYECKHUX ITHUCEM.
[ToHsiTHE ¥ TPUHLIMIIBI OPraHU3aLKU JOKYMEHTO000POTA.
O06paboTka BXOJAIMINUX TOKYMEHTOB.
O6paboTKa UCXOSIIUX JOKYMEHTOB.
BHyTpeHHHE TOKyMEHTBI OpraHU3aIHH.
VYKaxure TEXHOJIOTHYECKYI I0CIEI0BaTEIbHOCTh JTANoOB pabOThI
KyMEHTaMH.

C BXOISIIUMH



32. Yto Takoe HOMEHKJIATypa JeJ, ¢ KaKOH IeIbI0 pa3padaThIBAIOTCS TUIIOBBIE HOMEHKIIATYPHI
nen?

33. PaGota ¢ nmuchbmMamMu U OOpaIieHUSIMU TPaXK/IaH.

34. IlpuBenuTe NpUMEPHI pEruCcTpalii JOKyMEHTOB.

35. CocTaBiieHHE HOMEHKJIATYPHhI ACI.

36. ®opmupoBaHue u 0pOpMIICHHE JCII.

37. IlogroroBka u nepenaya JOKyMEHTOB Ha ApXMBHOE XpPaHEHUE.

38. Uro Takoe KOH(pHUACHIINATBHBIN TOKyMEHT?

39. Opranmzanus paboThl C TOKYMEHTaMH, KOTOPbIe OTHECEHBI K TOCYIapCTBEHHOW TalHe.

40. VYkaxuTe OCOOCHHOCTH BEIEHHUS JAEJONPOM3BOJICTBA, OO0ECIEUMBAIOLIETO YYeT U
COXPaHHOCTbh KOH(UAECHINATILHOW HHPOPMALIMU U JOKYMEHTOB.

41 TunoBble OpraHU3aIMOHHbIE CTPYKTYPHI CIY>KOBI IeIONPOU3BOJICTBA

42 YcnoBus Tpya pabOTHUKOB CITY>KOBI €JI0NPOU3BOICTBA

43 KoMIbIOTEpHBIE TEXHOJIOTUHU B JIEJIONPOU3BOICTBE

44 OGecrieueHNE COXPAHHOCTH JIOKYMEHTOB B 3JICKTPOHHOU (popme

45 YcTaB Kak OCHOBHOM OpraHu3allMOHHBINA JOKYMEHT.

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

47 ITpoxoKaeHHE NCXOJAIINX U BHYTPEHHUX JTOKYMEHTOB.

48 OcoOeHHOCTH sI3bIKa U CTUJIS CIY)KEOHBIX TOKYMEHTOB.

49 PekBU3UTHl MEXAYHApOAHOro nucbMa. OCHOBHbBIE PEKOMEHJALNN IO COCTABIIEHUIO TEKCTOB
MEXYHapOAHBIX ITHCEM.

50 Yto ompenensier ¢GopMmyisip JOKyMEHTa W 4YeM OTJIMYAeTCs (PopMmMynsap TOKyMEHTa OT
bopmynspa-obpasua?

51 Ha3zoBute ocHOBHBIE TPyNIbI PYHKIUN JOKyMEHTa. UeM XapaKkTepu3yeT KaKIylo rpymnmny?

52 Yro obycraBiauBaeT I0pUIMYECKYIO CHITY O(UIIHAIBHOTO JOKYMEHTA?

53 ®yHKUMHM OCHOBHBIX TOJPA3AEICHUN CIyX Obl JOKYMEHTAllMOHHOIO OOecredeHus
YIIPaBICHUS.

54 ABTOMaTH3UPOBAHHBIE TEXHOJOTMU OOpPAOOTKM JTOKYMEHTOB U HX BJIMSHHE Ha CHCTEMY
JEJIONPOU3BOCTBA KOHKPETHOM OpraHu3aliy.

55 CnapaBouHo-uHGOPMAIIMOHHBIE JOKYMEHTHI.

56 CrpykTypa M COAEp)KaHUE KaapoBOM JOKyMmMeHTauuu. OpraHu3allMOHHO-KaJpOBBIE
JIOKYMEHTBHI.

57 OCHOBHBIE aCIIEKTHI KYJIbTYphI JI€JI0BOM pPEUH.

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

59 TunuyHbIe ONTMOKY B A3BIKE U CTHJIE TOKYMEHTOB.

60 S3piKOBOE OOpMIIEHHE TUYHBIX JOKYMEHTOB

7.3 TlpuMepHbIe TECTOBbIE 3aAHUA 1JIsl
KOHTPOJIsi (MOHHTOPHHIA) KAYeCTBA YCBOCHHsI MATEPHAaJIa, B T.4. B PAMKAaX PyGesKHOro
KOHTPOJIsI 3HAHUIA?

IlepBblii BapaHT

1. YTo He OTHOCHTCS K YYPEAUTEAbHBIM JOKYMEHTAM I0PUINYECKOro Juna?

+ [IpoTokois cobpaHus ydpeauTesci;

— Ycras;

— Y4peauTenbHbIil 10r0BOp.

2. Ilos105keHMe O CTPYKTYPHOM NOAPa3JeJIeHUH — 3TO:

+ MpaBOBOM aKT, KOTOPBIN yCTaHABJIMBAET CTAaTyC, (QYHKIUH, IpaBa, 0053aHHOCTH U
OTBETCTBEHHOCTb CTPYKTYPHBIX ITOAPA3IEICHUNA NN UHBIX OPraHoB;

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



— MPaBOBOI aKT, KOTOPBIM ONpPEENsIeT CTaTyC OpraHU3alliy, ee 3a7aun U GYHKINH, [TpaBa,
OTBETCTBEHHOCTb, ITOPAJIOK 1€ATEIbHOCTH;

— JI0TOBOP, CTOPOHBI KOTOPOT'0 00S3YIOTCS CO3AATh IOPUINUECKOE JIULO U YCTAHABINBAIOT
MOPST0K COBMECTHOH JIETEILHOCTH 110 JTAHHOMY (DaKTy.

3. JlaToii 10/KHOCTHOM MHCTPYKIMHM SIBJISETCS 1aTa:

+ ee YTBEPXKIACHUS,

— €€ COCTaBJICHHUS;

— O3HAKOMJIEHUS C HEW pabOTHHUKA.

4. IIpaBoBOii aKT, B KOTOPOM 0TOOpaKaeTcsi MOPAIAOK 1eATeJIbHOCTH PYKOBO/ICTBA
OpPraHM3anyy, 2 PABHO KOJJIETHAJIBHOI0 MJIM COBEIIaTeIbHOI0 OPraHa — 3To:

+ periiaMeHT,

— IITaTHOE PaclMCAHUE;

— yCTaB.

5. ITo cdepe cBoero aeiicTBUsl paclopsiAMTeIbHbIC JOKYMEHTbI AeJIATCH HA:

+ (henepaabHOTO YPOBHS, PETHOHATILHOTO YPOBHS, IIPABOBbIE aKThl OPTaHU3AIIHIA;

— KOJUIEKTUBHBIE Y UHAUBUAYAJIbHBIC;

— IIPaBOBBIE AKThl OPraHU3alMi, IPABOBBIE AKThl UX CTPYKTYPHBIX MOAPA3ACICHUMN.

6. PacniopsizkeHue uznaercs:

+ €IUHOJIUYHO;

— KOJIJIETUAJIBHO;

— B YCJIOBUSIX BEIOMCTBEHHOI'O PErYJIMPOBAHMUS.

7. Konusi yacT¥ 10KyMeHTa, KOTOpPasi 3aBepeHa B olpe/ieIeHHOM MOpsAKe, ITO:

+ BBIIIMCKA;

— 3JIEKTPOHHAsl KOIUS;

— nyonuKar.

8. He siBi1sieTCsl JOKYMEHTOM, KOTOPbIii MHHULIMUPYET pelleHune:

+ NPOEKT JOKYMEHTAa;

— 3aKJIIOYCHHUE;

— JIOKJIa/IHAas 3aIIMCKa.

9. YeM BHellIHe OTJIMYAETCS MPOEKT JOKYMEHTA OT ero OKOHYaTeJIbHOI0 BapuaHra?
+ Hannucero «f1poekT» B BEpXHEM MOJIE CIIPaBa;

— [IpoekT He 00s13aTeIbHO 0GOPMIIATH B TaKOH ke popme, Kak OyAyIuid JOKYMEHT, IOCTATOYHO
CaMoOTo0 TEKCTa;

— IIpoekT oopmiisercs Ha criennaIbHOM OJIaHKe.

10. Kakasi 4acTh IOCTAHOBJICHUS COAEPKUT HOPMATHBHbIE MOJI0KCHUS WM NOPY4eHusi?
+ PacnopsiaurensHas;

— KoHncratupyromas;

— BBoanasi.

11. B cocTtaB HH(POPMALMOHHO-CIIPABOYHBIX IOKYMEHTOB He BXOJMT:

+ ykazaHue;

— JIOKJIaJIHas 3aIUCKa;

— CBOJIKA.

12. Bua nHopManuoOHHO-CIPABOYHOM JOKYMEHTALMH, SIBJISIIOLIECS c1IOCO00M
ONepaTHBHOI0 HHPOPMALMOHHOI0 00MeHAa MeK/1y OPraHu3alMsIMH, Ha3bIBAETCH:

+ IepenucKo;

— IOKyMEHTAalUEeN /Ui CIyKeOHOro OJIb30BaHuUs;

— CTaTUCTUYECKON OTUETHOCTBIO.

13. Yto npeacrapJisieT co00ii 3asiBjieHHe B IOKYMEHT0000pOoTe Opranu3amum?

+ DTO JOKYMEHT, KOTOPBIN aipecoBaH JOHKHOCTHOMY JIMIY U COJIEPIKUT KaKyt0-T100 Mpock0y
paboTHHKa;

— OTO TOKYMEHT € IPEeJIOKEHHEM Ha3HAYUTh, IEPEMECTUTh WX MOOLIPUTH paOOTHHKA;
— OTO TOKYMEHT, OOBSICHSIONINI MPUYHUHBI CTyYUBIIETOCS, KOTOPBIM COCTaBIIsIeT paOOTHUK Ha
UMSI pYKOBOJMTEIIA.

14. Yto He sAABJISIETCA MPU3HAKOM aKTa?



+ cocTaBieHue B CBOOOIHOH (hopme;

— YCTaHOBJIEHUE (DAKTUYECKOTO COCTOSTHUE JIE]l M OTPAXKEHUE €ro B aKTE;

— KOJIJIETHAJIbHOCTb COCTABIICHUSL.

15. JlIokyMeHTBI, KOTOpbIe U31aHbl BHYTPH Y4YpeKIeHUs] U OTIPABJICHBI 32 ero npeeJabl
AJIsl PYKOBOACTBA HUKECTOSILIIMM OPraHaM yNpaBJeHUsA JIH00 B LeJIsIX HCIIOJTHeHUs
NMCbMEHHBIX YKa3aHUH BbICIICH HHCTAHIIUM, HA3BIBAIOTCH:

+ NCXOIAIMMU JOKYMEHTAMU;

— BXOZJSIIMMHU JOKYMEHTaMU;

— MEPENUCKOM.

16. Yto BKIIOUYAET B cedsl TEXHMYECKOE NCIIOJTHEHHEe TOKYMeHTa:

+ OATrOTOBKY IPOEKTa I0KyMEHTa, Habop U pacreyaTrKky TeKCTa IPOoeKTa, KOPPEKTUPOBKY
coZiep KaHusl JIOKyMEHTa MOCIIe coTiacoBaHust, opopmieHre GUHATBFHOTO BapUaHTa JOKYMEHTA;
— MPEJOCTaBICHUE PACI€YaTaHHOTO ITPOEKTA JOKYMEHTa PYKOBOJUTEIIO Ha COTJIACOBAHUE,
yCTpaHEHUE HETOYHOCTEH, HabOp OKOHYATEILHOTO JOKYMEHTA;

— COCTaBJICHHE JOKYMEHTa Cpa3y B OKOHYATEIIbHOM BapUaHTE, €ro MOANUCAHNE Y PYKOBOIUTEII,
OTIIpaBKa JOKYMEHTA aJipecary.

17. Koraa 10KyMeHT SIBJIsieTCH UCIIOJTHEHHbIM ?

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

— Kak TOJIBKO OKYMEHTY NIPUCBOEH PETUCTPALIMOHHBIN HOMED;

— Korza 10KyMeHT 1oJIy4eH KOHEYHBIM aIpeECATOM.

18. Kakue pa3mepbl Ipu(TOB peKOMEHyeTCs HCIOJIb30BATH PH 0(hOPMJIEHUHI
aokymenToB coriacio '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. lln¢pposoii niim 6yKBeHHO-HU(PPOBOH HICHTHPUKATOP JOKYMEHTA, BKJIIOYAI0 LM i
NOPS/AKOBBII HOMeP, T0NOJIHSIeMbIil 10 KeJJAHNI0 MHAEKCAMH COIJIACHO MCIO0JIb3yeMbIM
KJIaccupuKaTopam, Ha3bIBaeTCH:

+ perucTpanoHHBIM HOMEPOM TOKYMEHTA;

— rpucdowm;

— aTOM JOKYMEHTA.

20. Kaxkoii ¢popmaT OymMaru ucnoJib3yercsi AJ1sl H3roTOBJICHUsI 0JIAHKOB Pe30TI0nu?

+ AS, A6;

— A4, AS;

— A6, A4d.

21. Hocurenem uHpopmanum siBIseTcs:

+ MaTepuagbHbId 00BEKT, KOTOPBINA HYXEH JUIs PUKCALUHU, XpaHEHUS (M BOCIIPOU3BEICHNS)
peueBoii, 3ByKOBOH MITN M300pa3uTEIbHOW HHPOPMALINY;

— co3JaTeNb JOKyMEHTa;

— CTPYKTYpHOE MoApa3/iesieHue, BBITOIHSoee (YHKINH 110 BEACHUIO JIOKYMEHTOO00pOTA.
22. CBOHCTBO JOKYMEHTA OATBEPKAATH A€JI0BYIO AeATeIbHOCTD JTU00 COOBITHE TUYHOIO
XapakTepa — 3T0:

+ opuanuecKkas 3HaUMMOCTb JOKYMEHTa;

— IOpUINYECKas CUJIA JOKYMEHTA,

— ayTeHTHUYHOCTb.

23. TMUINOBBIM CPOKOM HCIIOJTHEHHUSI JOKYMEHTA HA3bIBACTCH:

+ CPOK HCITOJIHEHUS JOKYMEHTa COrJIaCHO HOPMaTHBHO-TIPaBOBOMY aKTYy;

— CPOK UCIIOJIHEHMSI, KOTOPBIM YCTAaHOBJIEH B OPraHU3alMOHHO-PACIIOPSIAUTEIBHOM JOKYMEHTE
WIH B PE30JTIOLINH;

— CPOK HCIIOJIHEHUS, YCTAHOBJICHHBIN CIIOKUBIIMMCS B OpTraHU3alUN OOBIYaeM.

24. CipaBoOYHUK, COePKALIUI cBeeHUs 0 (DOHIAX APXMBA U NPeIHAZHAYEHHbIN 11
O03HAKOMJICHHUSI € HX COCTABOM H COJepsKaHMeM — I3TO:

+ apXUBHBIN ITyTEBOIUTEID;



— apXUBHBIN CIIPABOYHMUK;

— apXMUBHBIN yKa3aTellb.

25. YuunduuupoBanHou (popMoii JOKYMeHTA SABJISETCS:

+ dopMyIIsIp JOKYMEHTA ONPEeICHHOTO BI/1a, KOTOPBINA COAECPKUT MOCTOSHHYIO YacTh TEKCTA;
— OyMa)kHBIN WM 3JIEKTPOHHBIN 1IA0JIOH ¢ PEKBU3UTAMHU, IO KOTOPHIM OIPEIENISIETCS aBTOP
Oo(pUIHATEHOTO IOKYMEHTA;

— PEKBH3UT O COTJIaCUU OpraHU3alUH, KOTOpas He SIBJISETCS aBTOPOM JIOKYMEHTa, C €ro
COJIEp’KaHUEM.

26. KakoBa njmHa caMoil JJIMHHOM CTPOKH PEKBU3UTA MPH YIJI0BOM PACIOJIOKEHUH
PEeKBU3HTOB?

+ He Oonee 7,5 cMm;

— He 6onee 12,5 cm;

— He Gomnee 10 cm.

27. PeKBU3UT JOKYMEHTA — 3TO:

+ aeMeHT opopMIIeHHUS JOKYMEHTA;

— pEruCcTpalMOHHbII HOMEP TOKYMEHTA;

— CBEJICHUS O JIaTe U UCIIOJIHUTENE JOKYMEHTA.

28. Bxoasiuuii JOKYMeHT NPOXOIUT CJIeAYIOIIHe ITANbl 00padoTKH:

+ COMPOBOXKICHHE U JOCTAaBKa C MOYTHI, IEpBUUHAs 00pab0TKa, perucTpaius, NoAroToBKa Ha
JIOKJIaJ], pACCMOTPEHHE U OPOPMIIEHHE PE3OJIOLUHN, pErucTpalisl pe30II0L1H, IOCTAHOBKA Ha
KOHTPOJIb UCIIOJIHEHUS, OTIIPaBKa Ha HCIIOJHEHHE, UCTIOJTHEHHE U KOHTPOJIb 32 HUM, IIPUEM
HCIIOJIHEHHOTO JOKYMEHTA, CHITHE C KOHTPOJIS, IOMELIEHUE UCIIOJIHEHHOTO IOKYMEHTA B JIEJI0,
paboTa ¢ HUM, TeKyIlee U apXUBHOE XpaHEHHUE, YHUUTOKEHUE U CIIHCAHUE;

— YCTaHOBJIEHUE KOHKPETHOTI'O a/ipecaTta JOKyMEHTa B OpraHU3alliy, perucTpanus JOKyMeHTa 1o
BXOJIAIIUM JKypHajiam, reperadya JOKyMeHTa aJpecaTy, yKa3aHHOMY €ro B TEKCTE, YCTAaHOBJICHHE
CPOKOB UCIIOJIHEHMSI IOKyMEHTA, UCIIOJIHEHUE JOKYMEHTA, IPOBEPKA Pe3yJIbTaTOB UCIIOIHEHMUS,
MOMEIIEHUE TOKYMEHTa B HOMEHKJIATYPHOE JIeJI0 U MOCIeAYIoIas c/laya B apXuB;

— perucTpanus J0KyMEeHTa [0 BXOsIIeNH KOPPECTIOHAEHIINH, IIepeiada ero pyKOBOAUTENIO JJIs
OIIpeZieNICHUs UCTIOJIHUTES, NIepeaada J0KyMEHTa HENTOCPEACTBEHHOMY HCIIOIHUTEIIO,
KOHTPOJIb 3@ UCTIOJIHEHHUEM JIOKYMEHTA, UCIIOJIHEHUE IOKYMEHTA, IPUEM PE3yJIbTaTOB
UCTIOJIHEHUS pYKOBOJUTENIEM, OTMETKA 00 MCIIOJIHEHUH B CIIELIUAIBHOM XKYypHaje, ciada
JIOKYMEHTA B apXUB.

29. IIpeaBapuTeabHbIN TEKCT JOKYMEHTA, KOTOPBIii JINYHO FOTOBUT UCHOJIHUTEIb WIH
COMCIIOJTHMTEJIb IOKYMEHTA, 3TO:

+ IPOEKT JOKYMEHTAa;

— 3K3EMIUISIP JJOKYMEHTAa;

— KOMMSI TOKyMEHTA.

30. 1es10npou3BOACTBO — ITO:

+ 1eATeNbHOCTb MO JOKYMEHTUPOBAHHIO, JOKYMEHTOOOOPOTY, ONIEpaTUBHOMY XPaHEHHUIO U
HCIOJIb30BAaHUIO JOKYMEHTOB;

— IpOLEypa CO3AAHUS, TAPAKUPOBAHUS U PETUCTPALIMHU BXOIAIIEH U UCXOAAILIEN
JOKYMEHTAI[M! OpTraHu3allNu;

— HETMIOCPEICTBEHHOE CO3aHne O(DUIIHAIBHBIX IOKYMEHTOB Ha MPEIIPUATHH.

7.4. Onucanue nokasareJieil U KpUTeprueB OLCHUBAHUS CPOPMHUPOBAHHOCTH
KOMIIETCHIIMI HA Pa3JIMYHBIX 3Tanax uX ()OpMHPOBAHUS;
IIKAJIbI U MPONEAYPLI OLIECHUBAHUSA

7.4.1. BonnpocoB u 3ajaHuii ISl TEKYLIEH U NPOMEKYTOYHOM aTTecTAluH
IIpu ouieHKE 3HAHUM YUUTBIBACTCS:
. VYpoBeHb YCBOEHUS TEOPETUYECKHUX MOJOKEHUH JUCHUIUIMHBL, MPaBHIBHOCTH
(hOpMYyIMPOBKU OCHOBHBIX TOHATUH M 3aKOHOMEPHOCTEH.
2. YpoBeHb 3HaHUS (aKTHUECKOTO MaTepuajia B 00beMe MporpaMMBI.



3. Jloruka, cTpykTypa v rpaMOTHOCTb U3JI05KEHUS BOIIPOCA.
4. YMeHue cBs3aTh TEOPUIO C IMPAKTUKOM.
5. YMeHue nenath 0000IICHHS, BRIBOILI.

Tabnuya 7.4.1.1

IlIka/a oueHMBAHHUS HA 324eTe, pyOesKHOM KOHTpoJIeS

Onenka Kpurtepun BbicTaB/IeHUS] OLIEHKHU

3auteHo OO0yuaromuiics T0HKEH:
- IPOJIEMOHCTPUPOBATH O0IIIee 3HAHUE U3YIaeMOT0 MaTeprana;
- TOKa3aTh oOOIIee BIJIaJICHHEC TOHATHUHHBIM  aIllapaToM
JMCIIUIUIMHBL,
- yYMETh CTPOUTh OTBET B COOTBETCTBHU CO CTPYKTYPOH
M3JIaraeMoro BOIpoca;
- 3HaTh OCHOBHYIO PEKOMEHAYEMYIO IpOrpaMMoil y4eOHYIO
JUTEPATypy.

He 3aureno OOyyaromuiicst IEMOHCTPUPYET:

- HE3HAHNE 3HAYUTEIILHOM YaCTH IPOrPaMMHOI0 MaTepHaa;

- HE BJIaJICHUE NTOHATUNHBIM alllapaToM JUCLUIIIUHBI;

- CYILIECTBEHHBIE OMNOKY IPU U3JI0KEHUU Y4EOHOTr0 MaTepuana;

- HEYMEHHME CTPOUTb OTBET B COOTBETCTBUU CO CTPYKTYpOH
M3J1araeMoro BOIIPOCa;

- HEYMEHHE Je/1aTh BBIBOJBI 110 U3J1araéMOMY MaTepualy.

7.4.2. [TucbmenHoi padoTsl (3cce)

IIpu oLleHKE yUUTHIBAETCA:
1. IIpaBuiIbHOCTH OhOpMITIECHUS.
2. YpoBeHb c(hOpMHUPOBAHHOCTH KOMIETEHIINH.
3. YpoBeHb yCBOEHUS TEOPETUUECKHUX MOJOKEHUH NUCHUIUIMHBI, TPABUIBHOCTD (POPMYTHUPOBKH
OCHOBHBIX TTOHSTHI M 3aKOHOMEPHOCTEH.
4. YpoBeHb 3HaHUS (DAKTHUECKOTO MaTepuaia B 00beMe MporpaMMBbl.
5. Jloruka, CTpyKTypa ¥ TPaMOTHOCTh M3JIOKEHUSI TUCEMEHHON PaOOTHI.
6. [TonmHoTa M3noXXkeHus MaTepuana (packpbITHE BCEX BOMPOCOB)
7.Ucnonb30BaHne HEOOXOAUMBIX HCTOUHHUKOB.
8. YMeHue cBsI3aTh TEOPHIO C IPAKTUKOM.
9. YMmeHue nenath 0000IIEHNS, BEIBOILI.

Tabnuya 7.4.2.1
HIxaJja oneHUBAHUA

Ounenka

Kpurtepuu BbicTaBJIeHUS OLIEHKHU

OTIu4HO

OO0yuaromuiics T0KEH:

- TNPOJEMOHCTPUPOBATh TIIyOOKOE M IPOYHOE YCBOCHHE 3HAHUH
MIPOrpPaMMHOT0 MaTepHaa;

- HCUEPIIBIBAIOLIE, IT0CIIEI0BATENBHO, TPAMOTHO U JIOTHYECKH CTPOWHO
U3JI0KUTh TEOPETHUECKUI MaTepua;

- IPaBUIILHO (POPMYIIUPOBATH ONPEICIICHHS;

- TNPOJIEMOHCTPUPOBATH YMEHMSI CaMOCTOSATEIbHOW paboThl C
JIUTEpaTypoi;

- YMETb CJIeNaTh BHIBOJIBI 10 U3JIaTra€MOMY MaTepuaiy.

Xopouo

OOyyJarommiicst TOJIKEH:

3 PyGesxHbIii KOHTPOJIb 3HAHUI NPOBOIUTCS ISl CTY/IEHTOB OYHOM (JOPMBI OOYYEHUS M OLEHUBAETCS 110 IIKAJIE
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- MPOJAEMOHCTPUPOBATH JOCTATOYHO IMOJHOE 3HAHHUE MPOrPAMMHOTO
MaTepuaia,;

- MPOJAEMOHCTPUPOBATH 3HAHNE OCHOBHBIX TEOPETHUECKUX MMOHSATHIA;
JOCTaTOYHO TMOCIEAO0BATEIbHO, TPAMOTHO W JIOTUYECKH CTPOMHO
W3JIaraTh MaTepua;

- IPOJIEMOHCTPUPOBATH YMEHUE OPUEHTUPOBATHCS B JINTEPATYPE;

- yMeTh cJenarth JIOCTAaTOYHO OOOCHOBaHHBIC BBIBOJABI  I10
M3JIaraeMoOMy MaTepuany.

Y 10BJIIETBOPUTEIILHO OOyuaronuiics JOJKEH:
- IPOAEMOHCTPUPOBATH 00ILIee 3HAHUE U3y4aeMOr0 MaTepuana;
- IIOKa3aThb O6H.[CC BJIaACHHUC MOHSITHHHBIM arrapaToM JUCHUIIIIMHBI,
- YMETb CTPOUTb OTBET B COOTBETCTBUU CO CTPYKTYpPOH H3JIaraemMoro
BOIIPOCA;
- 3HaTh OCHOBHYIO pPEKOMEHAYEMYI IMpOrpaMMoi  yueOHYIo
JIUTEparypy.
HeynosnerBopurenbHO OOyuaromuiicss AEMOHCTPUPYET:
- HE3HAHUE 3HAYMTEIbHON YaCTH MPOrPAMMHOI0 MaTepHuaa;
- HEBJIaJICHUE NOHATUIHBIM arnapaToM AUCHUIUINHBL;
- CYIIECTBEHHBIC OMIMOKN NIPU M3JI0KEHUHU YIeOHOTO MaTeprana;
- HEyMEHHE CTPOMTb OTBET B COOTBETCTBUM CO CTPYKTYPOH
U3J1araeMoro BOIIpoca;
- HEyMEHHE JIeJIaTh BBIBOJIBI 10 U3JIaTa€MOMY MaTepualy.
3auTeHo OO0yyaromuiics TOJIKEH:
- IPOAEMOHCTPUPOBATH O0Ilee 3HAHUE U3YYaeMOI'0 MaTepUaa;
- ITIOKa3aThb O6HI€€ BJIaACHUC MOHSATHHHBIM armnapaToM AUCHUILIIMHBL,
- YMETb CTPOUTb OTBET B COOTBETCTBUU CO CTPYKTYpPOH H3J1araeMoro
BOIIPOCA;
- 3HaTh OCHOBHYIO PEKOMEHAYEMYI0 IpOrpaMMoil  y4eOHYIo
JUTEpaTypy.
He 3aureno OOyuaromuiicss AeMOHCTPUPYET:

- HE3HAHHE 3HAYUTEIIbHON YaCTH NMPOrPaMMHOI0 MaTepHaa;

- HE BJIaJICHUE MTOHATUHWHBIM alapaToM IUCLUILINHBI;

- CYIIECTBEHHbIE OMIMOKU MPU U3JI0KEHUH y4eOHOIr0 MaTepuraa;

- HEYMEHUE CTPOUTb OTBET B COOTBETCTBUU CO CTPYKTYPOH
M3JIaraeMoro BOIpoca;

- HEYMEHHE JIeJ1aTh BBIBOJBI 110 U31ara€MOMY MaTepHally.

HIxaJjia oneHUBAHUA

7.4.3. TecrupoBanue
Tabnuya 7.4.3.1

Ouenka Kpurepuu onieHuBaHus TeCTHPOBAHUS
OTinyHO KonnyecTBo BepHbIX 0TBETOB B HHTepBaie: 71-100%
Xopo1io KonnyecTBo BepHBIX OTBETOB B HHTepBaie: 56-70%
Y 10BIETBOPUTEIBEHO KomnnuecTBo BepHbIX 0TBETOB B MHTepBaje: 41-55%
HeynoBneTBopuTenbHO KonnyecTBo BepHbIX 0TBeTOB B HHTepBaie: 0-40%
3a4TeHo KosmgecTBo BepHbIX 0TBeTOB B MHTepBase: 41-100%
He 3auteno KonnyecTBo BepHbIX 0TBeTOB B HHTepBaie: 0-40%

7.5. METOAUYECKHUE MATEPHAJIBL, ONPEJE/ITIOLIUE ITPOUEAY PbI
OINEHUBAHUSA 3HAHUU, YMEHUU, HABBIKOB U (MJIN) OIIBITA
JAEATEJIBHOCTH, XAPAKTEPU3YIOIUX 3TAIIBI ®OPMHUPOBAHUA

KOMIIETEHIIUIA.




Kauecmeo 3nanuii  XapakTepusyercsi CIOCOOHOCTbIO  OOy4aromierocsi TOYHO,
CTPYKTYPUPOBAaHHO M YMECTHO BOCHPOHM3BOAUTH HH(OpMAIMIO, TOJIYYCHHYIO B Ipolecce
OCBOEHUS JUCLMUILIMHBI, B TOM BUJE, B KOTOPOM OHa ObLIa M3JI0’KE€HA B YYEOHOM H3JaHUM WU
IIpenojaBaTeieM.

Ymenua, xaxk npasuno, GOpMUPYIOTCS Ha 3aHITUSIX CEMHHAPCKOTO THUIMA 3aHITHIX.
3amaHusi, HaNpaBlICHHBIE HAa OLEHKY YMEHHH, B 3HAUYUTEIBHOW CTENEHH TPEOYIOT OT
00yuaroIerocs MposBIICHUS CTEPEOTUITHOCTH MBIIIJICHHS], T.€. CHIOCOOHOCTHU BBHIMOJIHUTH paboTy
no obpasuam, ¢ KOTOpIMU OH paboTan B mporecce ooydenus. IlpenogaBarens ke OIEHUBACT
CBOEBPEMEHHOCTb U MPABUJILHOCTD BBITTOJHEHUS 3aJaHMUS.

Haeviku - 3T0 yMeHUS, Pa3BUThIE U 3aKPEIUICHHBIE OCO3HAHHBIM CaMOCTOSTEIbHBIM
TpyaoMm. HaBeik (QopMHpYIOTCS TpPH  CaMOCTOSITEIIBHOM — BBIMIOJIHEHUH OO0Yy4aroIIUMUCS
IIPAKTUKO - OPUEHTUPOBAHHBIX 33JaHUN, MOJECIUPYIOIIUX PEIICHUE UM NPOU3BOACTBEHHBIX U
COLIMOKYJIBTYPHBIX 3aJ]ad B COOTBETCTBYIOLIECH 00JacTH MpodeccrnoHalbHOM 1eATeIbHOCTH, KaK
NpPaBUJIO, TPU BBHIIOJHEHUM JOMAITHUX 33JaHUH, KYPCOBBIX IPOEKTOB (paboT), Hay4dHO-
UCCIIEIOBATENLCKUX PabOT, MPOX0XKICHUHU MPAKTHK, IPU paboTe UHIUBUIYAIbHO UK B COCTaBe
TPYIIIBL U T. 1.

Yemmuwtit onpoc - 1o nponenypa, opraHu3zoBaHHas Kak clieluanbHas Oecena mpernoaaBaress
c rpymnmoil oOy4arommxcs ((QPOHTAIBHBIA ONPOC) WM C OTIACIBHBIMH OOYyYarOIIHMHECS
(MHIMBUIYaTBHBIA OIMPOC) C LETbI0 OLEHKU CPOPMUPOBAHHOCTH Yy HUX OCHOBHBIX MOHATHUU H
YCBOEHHUS yueOHOr0o MaTepHaia.

Tecmut sBIAIOTCS MpocTeiiiiel popmMa KOHTPOJIS, HAMpaBlIeHHAs Ha MPOBEPKY BIIAJICHUS
TEPMHUHOJIOTMYECKUM  allapaToM, COBPEMEHHBIMM HWH(MOPMALMOHHBIMH TEXHOJOTUAMU U
KOHKPETHBIMU 3HaHUSAMU B oOjacTu (pyHAAMEHTaIbHBIX M MNPUKIAJAHBIX JUCHHUIUIMH. Tect
MOJKET TMPEIOCTaBIATh BO3MOXXHOCTh BBIOOpa M3 TIEpEYHs OTBETOB; OJWH WM HECKOJBKO
MIPaBUJIbHBIX OTBETOB.

Cemunapckue 3anamus - OCHOBHOE Ha3HAUE€HUE CEMHHAPCKUX 3aHATUN MO JHUCHUUIUIMHE —
o0ecneunuTh TIyOOKOE YCBOEGHHE OOYyYaroOUIMMKCS MaTepHuajoB JIEKIUN, MPUBUBATH HAaBBIKH
CaMOCTOSITENIbHOM paboThl € JUTEpaTypod, BOCHUTHIBATH YMEHHE HAXOIUTh ONTHMAalbHbIE
pelieHus B YCJIOBUSAX  HM3MEHSIOIMXCA  OTHOIIEHUH, (OpPMHpPOBATH  COBPEMEHHOE
npodeccuoHanbHOEe MbIIIeHHEe oOydarommxcs. Ha ceMumHapckux 3aHITHSX MpernojaBaTeib
MIPOBEPSIET BHIMOJIHEHNE CAMOCTOSATEIbHBIX 3aJaHUI U KAYECTBO YCBOEHHUS 3HAHUM.

PA3JEJ 8. METOJUYECKHUE YKA3ZAHUS JUISI OBYUYAIOLIIUXCSI
IO OCBOEHUIO JUCHHUIJIUHBI

8.1. Memoouueckue pekomenoauuu no HARUCAHUIO ICCe

Occe(oT (paHIly3cKoro €ssai — OmbIT, HAOPOCOK) — JKaHP HAYYHO-MYOIUIMCTHYECKOI
JUTEPaTyphl, OTPAXKAIOMUN MOTUEPKHYTO MHIMBUAYAIBHYIO MO3ULHUIO aBTOpA MO KOHKPETHOU
npobieme.

I'maBHBIMH OCOOEHHOCTSIMH, KOTOpBIE XapaKTEPU3YIOT 3CCE, SBISAIOTCS CIEIYIOIIHe
MOJIOXKEHUS:

e CcOOCTBEHHas MO3MIMA 00s3aTEIBHO JOJDKHA OBITh apryMEHTHPOBAaHA U IMOJAKpEIUIeHA
3aKOHAMH, aBTOPUTETHBIMHA TOYKAMHU 3PEHUSAMH M 0a3MpoBaThCs Ha (pyHIaMEHTaIbHON HayKe.
He6ounpmmoit 00beM (4—6 cTpanui), ¢ 0pOPMICHHBIM CIIUCKOM JIMTEPaTypbl U CHOCKaMH Ha ee
HCIOJIb30BAHUE;

® CTUIb  W3JOXKEHHS —  HAYYHO-MCCIIEIOBATENbCKHM,  TpPeOYIOLIMH  YeTKOM,
MOCJIEI0BATEIbHOW W JIOTMYHOM CHCTEMBI JOKA3aTEeNbCTB; MOXKET OTJIMYAThCSl OOpPa3HOCTHIO,
OPUTMHAJIBHOCTHIO, aOPUCTHUYHOCTHIO, CBOOOAHBIM JIEKCHUECKUM COCTABOM SI3BIKA;

® ICCIICJOBAaHWE OTPAHWYMBACTCA YETKOW, JAKOHUYHOW TIPOOIEMOM C BBISIBICHUEM
MPOTUBOPEYU U pa3pelieHueM dTHX POTUBOPEUUid B TaHHOH paboTe.

8.2.Memoouueckue pexomenoayuu no uCno1b308aHUI0 KellCO8

Keiic-memoo (Casestudy) — mMeTon aHaiu3a pealbHOW CHTyallMH, OMHCAHHE KOTOPOM
OTHOBPEMEHHO OTpakaeT HE TOJBKO Kakylo-Tu0O0 MPaKTHUYECKyl0 mpobieMy, HO U



aKTyaJu3UpyeT ONPEICIICHHbI KOMIUIEKC 3HAaHWM, KOTOpPbI HEOO0XOAMMO YCBOUTH IPHU
paspernieHnu nanHou npobiemsl. [Ipu aTom cama npoGeMa He UMEET OJHO3HAYHBIX PEIICHHH.

Kelic kak MeTol OLIEHKM KOMIETEHIUM JOJKEH YIIOBIETBOPSTH — CIEIYIOIIUM
TpeOOBaHUSM:

— COOTBETCTBOBATh YETKO IMOCTABJICHHON LEIN CO3/IaHMS;

— HMMETb MEXIUCLUIIMHAPHBIA XapakTep;

— HMETb JOCTATOYHBIM 00beM NEPBUYHBIX U CTATUCTUUYECKHUX JAHHBIX;

— HMETb COOTBETCTBYIOLIUH YPOBEHb CIIO)KHOCTH, WJUIIOCTPUPOBATh TUIIMYHbBIE
CUTYallud, UMETh aKTyaJbHYIO MpoOJIeMy, MO3BOJIAIOIIYI0 IPUMEHUTh Pa3HOOOPa3HbIE METO/IbI
aHaJIM3a [IPU IOMCKE PELIEHUS, UMETh HECKOJIBKO PELLIEHUI.

Kelic-meTo oka3bIBaeT COACICTBHE Pa3BUTUIO YMEHHUS peliaTh MPOOJIEMBbI C y4ETOM
KOHKPETHBIX YCJIOBUH M Tpu Hamuuuu (aktudecko uHpopmamuu. OH pa3BUBaeT Takue
KBaJIM(DUKAIIMOHHBIE XapaKTEPUCTUKH, KaK CIOCOOHOCTH K MTPOBEICHUIO aHAIN3a U TUATHOCTHKU
npobieM, YMEHHE YeTKO (OPMYIHPOBATh U BBICKA3BIBATH CBOIO MO3UIMIO, YMEHHE OOIIATHCH,
JTUCKYTUPOBATh, BOCIIPUHUMAThH U OLEHUBATh MHPOPMAINIO, KOTOPasi MOCTYNAeT B BepOaIbHOMN
1 HeBepOanbHOU (hopMme.

8.3. Tpebosanus Kk KomnemeHmHOCMHO-OPUCHMUDPOBAHHBIM 3A0AHUAM
07151 0EMOHCIMPAYUU 6bINOTHEHUA NPOPECCUOHAILHBIX 3a0aY

KoMIeTeHTHOCTHO-OpUEeHTUPOBAHHOE 3aJjaHle — 3TO BCErJa MPaKTHYeCKOoe 3a/iaHue,
BBITIOJIHEHUE KOTOPOTO HAlleJIEHO Ha JEMOHCTPUPOBAHHUE JIOKA3aTENIbCTB HAIUYUS Y
oOyuaromuxcst c(hOpMHUPOBAHHBIX KOMIIETSHIIHA HEOOXOMUMBIX ISt Oymyieit
npodeccnoHaNbHOM e TeIbHOCTH.

KomMmneTeHTHOCTHO-OpMEeHTUPOBAHHBIC 3aaHusl OBIBAIOT PAa3HBIX BHJIOB:

® HaNpaBJICHHBIC HA TTOJATOTOBKY KOHKPETHOTO MPAKTUKO-OPUEHTUPOBAHHOTO MTPOJIYKTA;

® AHAJUTHYECKOTO M JHUAarHOCTUYECKOTO XapakTepa, HalpaBieHHbIE Ha aHalu3
Pa3IMYHBIX ACTICKTOB H MPOOJIEM SKOHOMHUYECKOH JIeATeIThHOCTH;

® CBSI3aHHBIC C BHITIOJIHEHHEM OCHOBHBIX MPO(HEeCCUOHATBHBIX (DYHKITHIA.

PA3JIEJ 9. YUEBHO-METOJNYECKOE 1 MTHOOPMAIIMOHHOE
OBECHEYEHME JUCIATIINHBI

Ocnoenas numepamypa*

DNEeKTPOHHOE TMPABUTEIBCTBO. JIEKTPOHHBINH TOKYMEHTOO00pOT. TepMUHBI U ONpeeTICHHS

: yueb6. mocobue / C.HO. Kabamos— M.: UHOPA-M, 2019. — 320 c. — (Bsicmee

obpasoBanue: bakanaspuar). - Pexxum goctyna: https://znanium.com/read?id=333614
OcHOBBI €70BOH (Ci1y)keOHOM) MUCHMEHHOW pedun B cdepe ympaBieHUs : ydeo.

nocobue / C.JO. Kabamos. M.: MHOPA-M, 2019. — 163 c. + Jlon. marepuaisl
[OnexkTpoHHBI pecypc; Pexum nmoctyma: http:/www.znanium.com]. — (Bsiciiee
oOpa3oBaHme: bakanaBpuar). —
www.dx.doi.org/10.12737/textbook_5bd2d52ef2e4e4.18824396. - Pexum  mocryma:

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

Jonoanumenvnan iumepamypa®

KondunennuanbHoe 1e10IpOU3BOJICTBO U 3alUIEHHBIN 3JIEKTPOHHBINA JOKYMEHTOOO0POT :
yueonnk / H. H. Kynsies, A. C. Aémymkun, T. B. Korapamosa, A. I'. ®adpudHos ; mos o0,
pen. H. H. Kynsesa. - 2-e uzn., nepepad. u gon. - Mockaa : Jloroc, 2020. - 500 c. - (HoBas
yHHBepcHuTeTcKas onommoreka). - ISBN 978-5-98704-711-8. - TekcT : AIEKTPOHHBIH. -
https://znanium.com/read?id=367431

4 13 OBC
® 13 9BC


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

JenoBoe muchbMo: ydeOHO-CIIpaBOYHOE Mmocooue 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

Hopmamueno-npaeoevie akmul (6 oeiicmeyrouieil peoakyuu)
Koncrurynus Poccutickont denepanuu.
I'paxxnanckuii kogekc Poccuiickont @enepauun. — M., 2019.
Tpynosoii konekc Poccuiickoit @enepanuu. — M., 2019.
3emenbHbIN KoAeke Poccuiickoit @eaepanuu. — M., 2019.
3akoH P® «O KOHKYpeHIIMM M OrpaHMYEHUH MOHOIIOJIMCTHYECKOW NEATEIbHOCTH Ha
TOBapHbIX pbIHKax» oT 21 mapta 1991 r. (B uactu, He npoTuBopeyaieil 3akony P® «O 3amure
KOHKYPEHITUN ).
3akoH P® «O 3ammre npaB notpedureneii» ot 7 gpespans 1992 r. Ne 2300-1.
®enepanbhblil 3ak0H 0T 26 urosst 2006 r. Ne 135-03 «O 3ammre KOHKYPEHLIUNY.
®enepanbHbiii 3akoH oT 21  gexabps 2001 1. Ne 178-®3 «O mnpuBaruzanuu
rocyJAapCTBEHHOTO U MYHHUITUTIAIHLHOTO UMYIIIECTBAY.
®denepanbHbIi 3aK0H OT 26 Aekadps 1995 r. Ne 208-D3 «O06 akIMOHEPHBIX 00IIECTBAX .
®enepanbubiii 3ak0H 0T 24 uronst 2007 r. Ne 209-D3 «O pa3BUTHU MAJIOTO U CPEIHETO
npeAnpuHUMaTesbeTBa B Poccuiickon @enepanumy.
®enepanbhblii 3ak0H 0T 10 sHBapst 2002 r. No 7-03«006 oxpaHe OKpyKarolien Cpebh».
[Tpuka3z Munobpuayku Poccun ot 12.11.2015 N 1327 «O06 yrBepxaeHun QeneparbHOTO
roCyJIapCTBEHHOT'O 00pa30BaTeIbHOIO CTAaHAApTa BBICHIET0 OOpa30BaHHS MO HAMpPaBICHHUIO
noarotoBku 38.03.02 MenemxmeHT (ypOBEHB OakalaBprara).

KoMmnuieKT JIMIIeH3MOHHOT0 IPOrPAMMHOI0 o0ecneYeHust

Microsoft Open Value Subscription ams pemennit Education Solutions Ne Tr000544893 ot
21.10.2020 r. MDE Windows, Microsoft Office u Office Web Apps. (cpok neicTBust 10
01.11.2023 1)

AntuBupycHoe nporpammuoe obecrieuenne ESET NOD32 Antivirus Business Edition
noroop Ne 1C00-006348 ot 14.10.2022 r. (cpok aeiictBus go 13.10.2025 )

[Iporpammuoe obGecnieuenune «Mupamnoauc» cucremMa BeOWHApoB - JIMIIEH3MOHHBIH
norosop 244/09/16-k ot 15.09.2016 (Cnenuduxanus x Jlunensnonaomy norosopy 244/09/16-k
ot 15.09.2016, ot 11.05.2022 r.) (cpok aeiictust g0 10.07.2023 1)

OnexTpoHHas MHGOpMaMOHHO-00pa3oBatenbHas cpefa «1C: YHuBepcuTeT» TOTOBOP OT
10.09.2018 1. NeITPKT-18281 (6eccpouno)

Nudpopmanmonnas cuctema «llepBoritbut» cybnuuensnonnsiii gorosop ot 06.11.2015 .
Ne009/061115/003 (6eccpouno)

Cucrtema TectupoBanus Indigo munensuonnoe cornamenue (JJorosop) or 08.11.2018 r.
NoJ1-54792 (6eccpouno)

Nudopmanmonno-nouckoBast cucrema «Koncynsrant Ilmroc» - norogop 00
MH(OPMALIMOHHO MojAepKKe oT 26.12.2014, (6eccpouno)

DnexTpoHHO-0MOIMoTeuHas cuctema IPRsmart nuuensuonnsiif norosop ot 01.09.2022 r.
Ne9489/22C (cpok neiictBus 1o 31.08.2024 1)

Hayunast snexrponnas 6uoamoreka ELIBRARY immnensuonnsiii morosop SCIENC INDEX
Ne SIO -3079/2022 ot 12.01.2022 1. (cpok aeiictBust 10 27.01.2024 1)

CB0001HO pacnpocTpaHsieMoe IPOrpaMMHoe obecrneyeHue
Kommekr onmaitn cepBucoB GNU ImageManipulationProgram, cBo6omHO
pacmpocTpaHseMoe MPOrpaMMHOE OOecTIeueHUE

Hpozpammuoe obecneuenue omeuecmeeHHo20 np0u380()cmea:



[Iporpammuoe obecrniedyenue «Mupamnoauc» cucremMa BeOWHApoB - JIMIIEH3MOHHBIN
noroBop 244/09/16-x ot 15.09.2016 (Cnemuduxamus x Jlnneaznonaomy aorosopy 244/09/16-x
ot 15.09.2016, ot 11.05.2022 r.) (cpok aeiictBust g0 10.07.2023 1.)

DnexTpoHHas uH(opMannoHHO-o0pa3oBarenbHas cpena «1C: YHUBEpCUTET» IOTOBOP OT
10.09.2018 1. NeITPKT-18281 (6eccpouno)

WNudopmanmonnas cuctema «llepsoritbury cybnunensuonnsiii gorosop ot 06.11.2015 .
Ne009/061115/003 (6eccpouno)

Cucrtema tectupoBanus Indigo nuuensunonnoe cornamenue (Jorosop) or 08.11.2018 r.
NoJ1-54792 (6eccpouHo)

Nndopmanmonno-nouckonast  cucremMa  «Koncymprant Ilmoc» - jmoroBop 00
nH(OPMALIMOHHO MOJIEPKKe OT 26.12.2014, (6eccpouno)

DnexkTpoHHO-0nOMMoTeunas cucrema IPRsmart munensuonnsiit qorosop ot 01.09.2022 .
Ne9489/22C (cpok neiictBus 1o 31.08.2024 1)

Hayunas snexrponnas 6uonuoreka eLIBRARY munensuonnsiii goropop SCIENC INDEX
Ne SIO -3079/2022 ot 12.01.2022 1. (cpoxk aeiictBust 10 27.01.2024 1)

PA31EJa 10. MATEPHAJIBHO-TEXHUYECKOE OBECIIEYEHUE OBPA30OBATEJIBHOI'O ITPOIECCA

111396, r. Mocksa, ripoctl.

yeQHAas ayIUTOPUH IJISA NPOBEACHUS 3aHATHIA .
y ya PHH L poBell 3enénnli, . 66A

JEKIIMOHHOI'0 THIIA, 3aHATHH CEMUHAPCKOI'o THUIIA,
rpynnmoBbiX H HHANBUIYAJBbHBIX KOHcyﬂbTaHHﬁ, TEKYIIEero

N Otax 3
KOHTPOJIS M IPOMEKYTOYHOM aTTeCcTAIUH
p p Y A ITomemenue Xl
O6opynoBaHue:  chenuanu3upoBaHHass Mmebenb  (MmeOenb Komuara 7
aynutopHas (10 cromoB, 10 crTynbeB, J0CKa ayauTOpHAs
ymuTopHai ( ’ YIECB, 1 YAHTOP (kaGumer No315)
HaBeCHas), CTOJI IIPeroAaBares, CTyJ MpernoJaBaTes.
(25,2 kB. M.)

TexHuaeckue cpe€acTBa O6VT-I€HI/I$II NEPpCOHAJILHBIC
KOMIIbIOTCPbL

111396, r. Mockasa, mipoctl.
3enénbiii, 1.66A

IMomemneHnue i CAMOCTOSATEIbHOM Pa0OTHI 00yUYAKOIIUXCS

Orax 3
CrnenuanusupoBaHHas wmebenb (9 cTOdOB, 9  CTynbeB), TMomermenwe X1
MEPCOHATBHBIE KOMITBIOTEPHI ¢ BO3MOXKHOCTBIO TIOKITFOUEHHSI Komuata 9
K cetu «/HTepHET» U 00ecreyeHneM J0CTyIa B AJIEKTPOHHYIO (kaGuser Ne317)

MH(OPMAIMOHHO-00pa30BaTEIbHYIO CPEly Y HUBEPCHTETA (25,5 kB. M.)




