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Pabouass mporpamma gucuumiauHbBl «OCHOBBI  JENOBOW JOKYMEHTAllMM W JICJIONPOU3BOJACTBA B
opranmzauuny. Hanpasnenue noarorosku 38.03.01 DxoHOMHKa, HATIPABIEHHOCTD (TPOQHIL): « IKOHOMHKA
opranuzanuit» / T.JI. Mumenko. — M.: UMIID um. A.C. I'pudoenosa — 39c¢.

Pabowas mporpaMMa JMCHUUIUIMHBI COCTaBJieHa Ha OCHOBAaHUHM (elepalibHOTO TOCyIapCTBEHHOTO
00pazoBaTeILHOTO CTaHAAapTa BEICIIETO OOpa3oBaHUS — OakajgaBpwaT 10 HAIMPaBICHUIO IOATOTOBKH
38.03.01 OxoHoMuKa, YTBEp)KACHHOTO MpHUKa3oM MUHHCTEpCTBA HAyKM W BBICIIEro 00pa3oBaHUs
Poccuiickoii @enepanyu ot 12 asrycra 2020 r. Ne 954 u IIpodeccronanbHoro cranaapra «OKOHOMHUCT
npeanpuatus» oT «30» mapra 2021 r. Ne 1611 (3apeructpupoBan MUHHUCTEPCTBOM IOoCTUINU Poccuiickoi
Oenepanuu «29» anpenst 2021 1., peructpanmuonubrii Ne 63289).

Pazpaborunku: KaHAUJAT 9KOHOMUYECKHUX HayK, 1o1eHT, T.JI. Murienko
OTBETCTBEHHBIN PEIICH3CHT: Kpapdenko A.B., TOKTOp 5KOHOMHYECKHUX HayK, TOICHT, JeKaH

3KOHOMHYECKOTO (haKkynbTeTa ABTOHOMHOM HEKOMMEPUYECKOM
OpraHU3aIMH BBICIIETO 00pa3oBaHus ""MOCKOBCKHUH
TyYMaHUTapHO-2KOHOMUYECKUN YHUBEPCHUTET"

(D.U.O., yu. cmenens, yy. 38anue, 00JIHCHOCHb)

Pabouass mporpamma IMCHMIUIMHBI paccMOTpeHa M OAO0OpeHa Ha 3aceJaHuu Kadeapbl ayauTa,
¢unancoB u kpeaurta 06.06.2023r., mpotokon Ne§

3aBeayromuii kadeapoi /k.3.H. T.B. HoBrkoBa/

CortacoBaso ot bubanorekn /O.E. Crénkuna/

PA3E 1. IIEJM U 3AJJAYM OCBOEHUS TUCIMILINHDI
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Ilenvto ocBoenus aucuuIIMHbl OCHOBBI AETOBOM JOKYMEHTAllUM M JIEIONPOU3BOJCTBA B
opraHm3zainuu sBiugercs (opMHUpOBaHME y  OOYyYalOUIMIiCS CHCTEMbl TEOPETUYECKHUX U
KOHIICTITYyaJbHBIX MPEJACTaBICHUA B OONACTH BEICHHUA IOKYMEHTAllMM U JOKYMEHTO0000pOoTa
OpraHM3ali M CTPYKTYpPHBIX MOJAPA3Je/IeHuH, a TakkKe MPAaKTUUYECKUX HABBIKOB M YMEHHH,
MO3BOJIAIOMIMX UM B OyAylleM pemaTh B YCIOBUSX HEONpPEICNCHHOM W M3MEHYMBOW BHELIHEH
Cpelbl CIIOXKHbBIE 3a]Ja4l JIEJIONPOU3BOICTBA.

OcHoBHBIE 3a0auu TUCUUIIIVHBL

— MpuoOpeTeHre HaBBIKOB CAMOCTOATEILHOTO HHULMATUBHOTO U TBOPUECKOTO UCTIOIb30BaHUS
TEOPETUYECKUX 3HAHUN B IPAKTUYECKON AESITEIbHOCTH HIKOHOMUCTA;

— H3y4yeHHe OCOOEHHOCTEW AENONpPOM3BOACTBA B (DMHAHCOBOM NEATEIBHOCTH TOCYAAapCTBa,
cyobekToB P®, wMyHununanbHbeIX 00pa3oBaHul, (PUHAHCOBO-IIPABOBOrO CTaTyca OpPraHoB
rocynapctBeHHo  Bimactd, OMCY, (uUHAHCOBBIX W HHBIX YIOJHOMOYCHHBIX OPTaHOB,
rOCyJapCTBEHHBIX M MYHULHUNAIBHBIX YUPEXKACHUH HOBOro THNA (Ka3€HHBIX, aBTOHOMHBIX,
OIOJKETHBIX ), OPTaHU3AIIMNA, YACTHBIX TIPEANPUHUMATENICH U (U3UIECKUX JIUIT,

— OBJIAJCHUE IIPaBOIIPUMEHUTEIBHOM, [IpaBo UCIIOJTHUTENIbHON, JKCIIEPTHOMH,
KOHCYJIbTAIlMOHHOW, HOPMOTBOPYECKON MpOo(eCCHOHATBLHON AESITEIBHOCTEIO B cdepe eIoBOi
JOKYMEHTAIMU U JI€J0IPOU3BOJICTBA.

PA3JEJ 2. IINTAHUPYEMBIE PE3YJIbTATHI OBYYEHMS 110 JUCIHUILIMHE COOTHECEHHBIE

C IJIAHAPYEMBIMM PE3YJIbTATAMM OCBOEHUSI OBPA3OBATEJILHOM ITPOT'PAMMBI

KoMmereHTHOCTHASI KapTa THCHIHUIIJIMHBI

Tabnuya 2.1.
YHuBepcajibHbIe U 001IEKYJIbTYPHbIE KOMIIETCHIIMT
NuaukaTopsl 10cTHKEHU KOMIIETeHIMHU
Kareropus Kon @opmympoBKa (1151 IVIAHUPOBAHUSA Pe3yJIbTATOB
(rpymnma) KOMIIEeTeH 00y4eHus MO dJIeMeHTaM
KOMITeTeHI M 197071 KOMITETEHIHH o0pa3oBaTeIbHONM NPOTrPaMMBbI B
COOTBETCTBYIOIIMX OLIEHOYHBIX CPE/ICTB)
YHuBepcajabHble KOMIIETEHINH
Pazpabotkau | YK-4 Crniocoben NYK-4.1. 3naer npaBuia OCyLIECTBICHUS
peanuzanus OCYIIECTBIISTh JEIOBbIX KOMMYHUKAllMiH B YCTHOH H
IIPOEKTOB TIEJIOBYIO NUCbMEHHOW (hopMax Ha rocyaapCTBEHHOM
KOMMYHHKAITMIO B | U HHOCTPAHHOM (BIX) SI3BIKE
YCTHOU u | HYK-4.2. Ymeer oCylIeCTBISATh JEJIOBYIO
MHUCbMEHHOMN KOMMYHHUKAIlMI0 B YCTHOM M NHCHMEHHOM
dopmax Ha | popmax Ha rocyapCTBEHHOM U
TOCYJapCTBEHHOM | HHOCTPAHHOM (BIX) SI3bIKE
s3pike Poccuiickoit | MYK-4.3. Baaneer HaBBbIKAMH
Oenepanuu U | OCYILIECTBJICHUS JI€I0BOM KOMMYHUKALIUU B
MHOCTPaHHOM(BIX) | YCTHOM W THCbMEHHOW ¢opmax Ha
s3bIKe(ax) TOCYJapCTBEHHOM W HMHOCTPAaHHOM  (BIX)
S3BIKE
Tabnuya 2.2
IIpodeccnonanbHbIe KOMIIETCHIIUM.
TpynoBbie
TR TR (3T T2 dynkuuu (kox, NuaukaTopbl 10CTHKEHUS] KOMIIETeHIIUH (151
HanMMeHOBaHue)\ IJIAHUPOBAHUS Pe3y/JIbTATOB 00y4eHHUS 110
npo¢ecCHOHANbHBIX .
KOMITeTeH il YPOBEHb 3JIeMeHTaM 00pPa30BaTeJIbHOM MPOrPpaMMbl U
(moxypoBeHb) COOTBETCTBYIOIIMX OLIEHOYHBIX CPEICTB)
KBAJTH(PUKANNH

OT® (kox, HaumeHoBanue) / [lpodeccnonanbHbIN CTAHAAPT (KOJ, HAMMEHOBaHHE)

Tun(sl) 3axa4(1) npodecCHOHAIBLHON 1eATeIbHOCTH




A Pacuer u aHaIM3 5KOHOMHUYCCKUX [TOKa3aTelIel pe3yIbTaToB aesaTe/IbHOCTH opranu3anun/ 08.043
[IpodeccrnonanbHplii cTaHAAPT «DKOHOMUCT NPSIIPUSTHS

AHanuThueckas, OpraHu3alliOHHO-YIIPaBJIEeHYECKast

ITK-2

CriocoOeH Mpor3BOIUTh
pacder u aHajau3
IKOHOMMYECKHUX
IOKa3aTeliei
PE3yIIBTaTOB
JIEATENLHOCTH
OpraHHu3aIuu

Pacuyet n ananuz
YKOHOMHYECKHX
rnokasaresei
pe3yabTaTOB
JIeITETLHOCTH
OpraHu3anuu
A/02.6

HIIK-2.1.

3HaTh:

HopmatuBHBIe IpaBOBbIE aKThI, PETYIUPYIOLINE
(hMHAHCOBO-XO3SIMCTBEHHYIO ACSATEIBHOCTD
OpraHu3aluu

[Nopsimok pa3pabOTKH HOPMATUBOB MaTepUATILHBIX,
TPYAOBBIX, GPUHAHCOBBIX PECYPCOB B COOTBETCTBHH C
0TpacjeBOi HaPaBICHHOCTHIO

MeToapl 5KOHOMUYECKOT0 aHaJIN3a U yueTa
NOKa3aTenei 1esTeIbHOCTH OPraHu3aliy U ee
MoApa3aeaeHui

MeTtoandecknue MaTepuasl O INIAHUPOBAHUIO, yUETY
U aHAIN3Y JeSTEIbHOCTH OpPraHu3aluu

[Topsimok pa3paboTku OU3HEC-TIIAHOB B COOTBETCTBUH
C OTPACIEBOU HANPABIECHHOCTHIO

[Mopsinok pa3paOOTKH MEPCIEKTUBHBIX M FOAOBBIX
TUTAHOB X03HCTBEHHO-(HUHAHCOBOW U
MPOU3BOJCTBEHHOH JIeITEIbHOCTH OpPraHU3alluH
Knaccugukanust METOI0B U IPUEMOB, HUCIOIb3YEMBIX
Ipu aHanu3e (PUHAHCOBO-X03IHCTBEHHON
JeSITeIbHOCTH OPraHn3aliN

TpeboBanus oxpaHbl TpyAa

[opsimox BeneHHUs ZOTOBOPHOM pabOTHI

MeToabl OpraHu3aIiK OTIEPATHBHOTO H
CTaTUCTHYECKOTO yUeTa

TexHonorn4eckrue 1 OpraHU3aluoOHHO-3KOHOMUYECKUE
YCIIOBHSI IPOU3BOJICTBA B COOTBETCTBHH C OTPACIICBON
HAINpPaBJIEHHOCTBIO JCATEILHOCTH OPTaHN3aIH
HIIK-2.2.

Ymern:

[IpuMeHTH METOANKHY ONPEAeIeHNs] SKOHOMUYECKOH
3¢ (EeKTUBHOCTH IPON3BOJICTBA

AHanM3upoBaTh NPOU3BOACTBEHHO-XO3IHCTBEHHBIE
TUTaHBl OPTraHU3aLUH

PaccunThiBaTh SKOHOMHUYECKHE 1 (PUHAHCOBO-
9KOHOMHYECKHE TIOKA3aTeI, XapaKTepU3YIOIIHe
JeSITeIbHOCTh OPTraHU3aIuH

BrInonHATE HEOOXOAUMBIE [T COCTABIICHHS
9KOHOMHYECKHX Pa3/eioB IJIAHOB PacueThl,
00OCHOBBIBATh UX U MPEICTABIATH PE3yIbTATHI
paboThI B COOTBETCTBHH C MIPUHATHIMHU B OPTaHU3ALNN
CTaHJapTaMu

CTpouTh CTaHAAPTHBIE TEOPETHUECKUE U
3KOHOMETPUYECKHUE MOAEIH, aHAJIU3UPOBaTh U
UHTEPIPETUPOBATH MOJTYYECHHBIE PE3yJIbTaTh
AHanu3upoBaTh U UHTEPIPETUPOBATh (PUHAHCOBYIO,
OyxTayTepcKyro HH(OOPMAIIHIO, COISPKAITYIOCS B
OTYETHOCTH OPTaHU3alMH1, U UCIIOIb30BATh
NOJTY4YEHHBIE CBEJICHUS ISl IPUHATHS
yIpaBJIEHYECKUX PELICHUH

Vcnonp30BaTh Ui pelIeHs aHATUTHYECKUX U
MCCIIEIOBATENbCKUX 3a]]a4 COBPEMEHHBIE TEXHUUECKHE
cpeAcTBa M MHPOPMALIMOHHBIE TEXHOJIOTHH
HIIK-2.3.




Baanern:

dopMHUpOBaHUEM U POBEPKOH IIAHOB (PHHAHCOBO-
9KOHOMHUYECKOI'0 Pa3BUTHSI OpraHU3alun

Br16opoM 1 IpUMEHEHHEM CTaTHCTHIECKUX,
IKOHOMHKO-MaTEeMaTUYECCKUX METOHAOB U
MapKETUHTOBOTO UCCIIEAOBAHMS KOJIUYECTBEHHBIX U
KaueCTBCHHBIX IOKA3aTeJICH NeATCIIbHOCTU
OpraHu3aluu

IIpoBeaeHneM pacueToB IKOHOMUYECKUX U
(hMHAHCOBO-3KOHOMHYECKUX MTOKA3aTeIeld Ha OCHOBE
TUIOBBIX METOAMK C YYETOM HOPMATHBHBIX IIPABOBBIX
aKTOB

PacueToMm BHSHWS BHYTPEHHUX W BHEITHUX (PaKTOPOB
Ha HYKOHOMHMYECKHE MMOKA3aTENIH OpraHu3aluu
OnpeneneHneM SKOHOMHYECKOH 3 EKTHBHOCTH
OpraHu3alMK TPYJa U MPOU3BOJICTBA, BHEIPECHHE
WHHOBAIIMOHHBIX TEXHOJIOT UM

[IpoBeneHreM SKOHOMHUYECKOTO aHAIIA3a
XO3SIICTBEHHOU JIESITENIbHOCTH OpraHu3alun
IToaroToBKkoit 0TIETOB O GPMHAHCOBO-XO3SIICTBEHHOM
JIEATEIbHOCTA OpraHU3alun

OmnpefeneHrneM pe3epBOB MOBBIIIEHUS () ()EKTHBHOCTH
JIeATEIbHOCTA OpraHU3alun

CoBepIilieHCTBOBaHHEM (hOPM OpraHU3aAIUH TPYJa U
YIIpaBIICHUS], a TaK)Ke TJIAHOBOM U yYETHOM
JIOKYMEHTAIIUU OpraHu3alluu

PA3IEI 3. MECTO IMCIHUNIJINHBI B CTPYKTYPE
OBPA3OBATEJIbHOM ITPOI'PAMMBbI

Juctunimaa OCHOBBI J1€710BOM JOKYMEHTAIlMHU U JeJIONPOU3BOCTBA B OpraHU3allii BXOJIUT B
cocTtaB 00s3aTeNbHBIX JUCIHUIUIMH 4YacTd, (OPMUPYEMOH Yy4YaCTHHKaAMHU 0OO0pa30BaTeIbHBIX
oTHomeHn! Oioka 1 «/lucuumimHbl (MOIYIH)» OCHOBHOHM TpodecCHOHATbHON 00pa30BaTEIbHON
IIpOTrpaMMBbI 110 HarpasieHHIo moaAroToBk 38.03.01 Dxonomuka (ypoBeHb OakagaBpuaTa).

B MeroanueckoM ImiaHe AaHHas [OUCLUUIUIMHA OINUpaeTcs Ha 3HAHUS, MOJyYEHHBbIE Mpu
W3YYCHHH CIIEAYIOIUX yueOHbIX auciuiuinH: «lIpaBoBoe perynupoBaHHe 3KOHOMHUYECKON
NEATeIbHOCTHY, «MUKPOIKOHOMUKAY, «MaKpOIKOHOMUKaY, «ByXrairepckuil y4eT WU aHaju3»,
«DuHaHCBHD) U .

[TorydyeHnHble 00y4aIOMMMUCS 3HAHUSI CIIOCOOCTBYIOT YCBOEHUIO TaKUX KypcoB, Kak «OleHka
CTOMMOCTH Ou3Hecay, « IHOCTpaHHbIE HHBECTHIIUU» U JIP.

VYkazaHHble CBSI3M U cofAepKaHME AUCHUILUIMHBI OCHOBBI JETOBOM JOKYMEHTAllMM U
JIEIOTPOU3BO/ICTBA B OPraHU3AlMU JAI0T 00YYaroMIeMycsi CHCTEMHOE TPECTaBIEHUE O KOMIUIEKCE
n3ydaeMbiX auchuiuiiH B cooTBeTcTBUM ¢ PI'OC BO, uyto obecrneunBaeT COOTBETCTBEHHBIN
TEOPETUYECKUIl ypOBEHh W MPAKTHUYECKYIO HAMPABICHHOCTh B cucTeMe oOydeHus Oymymiei
NesATEeILHOCTH OaKkanaBpa 1o HanpasieHuto nmoAarotoBku 38.03.01 DxoHoMuka.

PA3JEJT 4. OBBEM (TPYJOEMKOCTD) JUCHUILIAHBI
(OBIIASL, IO BUJIAM YYEBHOM PABOTHI, BUJIAM ITPOMEXYTOUYHOM ATTECTAIIMN)
TpynoeMKoOCTb TUCHUILUIMHBI U BUJbI Y4eOHOW PpadoThl

Tabnuya 4.1
HA 04HOI1 (popme 00yUeHHUsI
3.e.| Bcero KonrakTtHas pabora Yacel CP | Mnas |Kontpons
4acoB Ha Cp
MOJITOTOBK




y Kyp.pao.
3aHSITHS 3aHATHA CEMUHAPCKOTO Konrakr
TEKLIMOHHO T2 Hasd
ro TMna pabota
Jlaboparopu [[IpakTuueckue no-
Lre KYpCOBOI1
pabore
CEMUHAPCKU
e
7 cemecTp
3 108 36 18 52 2
3a4ueT
Bceero no pucriuniuze
3] 108 | 36 | | 18 \ | 52 | 2
Tabnuya 4.2
HA 3204HOI1 (popMe 00yUeHH S
3.e.| Bceero KonrakTtHas pabora Yace1 CP | Wnas [KoHTpoab
9aCOB | 3apsTHs 3aHATHA CEMUHAPCKOTO Konrakr Ha Cp
MEKINOHH Has MOJIr0TO
Oro THMna paboTta BKY
Jlaboparop |[IpakTudeckue/ 1o Kyp-pad.
HBIC CEMUHApPCKHE KYpeoBo
i pabote
7 cemecTp
3 108 4 4 96 4
3auer
Bceero no pucruniuze
3] 108] 4 | 4 | | 96 4
CPYKTYPA U COAEP KAHUE JUCHUITJINHBI
Ilepeuyensb pa3nesioB (MoayJiei), TeM IMCHUIIMHBI U pacnpenejieHue y4eO0HOr0 BpeMeHH
no pasjaejam\reMaM JUCHUIJIMHBI, BUIAM YUeOHbIX 3aHATHI (B T.4. KOHTAKTHOM
padoThl), BUAAM TEeKYyIIero KOHTPOJIA
Tabauya 4.3
Ha 04YHOM (hopMe 00yUeHUs
KonTakTHas pabora
3aHATus
Tembl\ CeMHHAPCKOTO Yacer CP na Vnas Beero
paznensi(MO | 3aHATHA . KoHTakTH | NOATCOTOBKY CP KonTpons HACOR
JTyJIN) JIEKITMOHH ast pabora Kyp.p.
Oro THIIa o Kyp.p.
JTab.p [Tpak.
/ceMm.
Tewma 1.
Opranuzanu
OHHBIE 4 ) 6 12
OCHOBBI
AJIIEKTPOHHO
ro




JIOKYMEHTOO
O6opoTta B
udpoBo
9KOHOMHUKE.
DNEeKTPOHH
13174
JIOKYMEHTOO
6opoT

Ha 0a3ze
0(HUCHBIX
POTPaMM.

Tema 2.
Opranuzanu
OHHO-
pacnopsiiut
eJIbHas
JIOKyMEHTAI]
usl.

14

Tema 3
CnpaBouHo-
uHpopmaru
OHHas
JIOKYMEHTAI]
us. JlenoBast
NepernucKa.

12

Tema 4.
Pacnopsinut
CJIBHBIC 1
opraHu3aIm
OHHBIC
JIOKYMEHTHI.

12

Tema 5.
Opranuzanu
A
JIOKYMEHTOO
Oopora,
perucTpamu
Hu
KOHTPOJIA
JIOKYMEHTOB

12

Tema 6.
Opranuzanu
A
OTIEPATHBHO
ro
XpaHeHUs
JIOKYMEHTOB

dopmuposa
HUE el

12

24

Tema 7.
ITonroroBka
JIOKYMEHTOB

10

22




K
MTOCJIETYFOIIT
en
nepeaadd B
apXuB UJIH
Ha

YTI/I.HI/IB anun
10

3a4ecT

Bcero
JacoB

36

18

52

108

HA 3204HOI1 (popMe 00yUeHH S

Tabnuya 4.4

KonraktHas pabora

Tembi\
pazaenbi(MOIYIIH)

3auaTus
JIEKIITMOHHOTO
THIIA

3auarus
CEMHHAPCKOTO
THUIIA

JTab.p [Tpak.

/ceM.

KonraktHas
pabora 1o

Yacwr CP
Ha
MOATOTOBKY

HNuas
CP

Kontpons

Bcero
JacoB

Tewma 1.
Opranu3zanoHHbIE
OCHOBBI
AIIEKTPOHHOTO
JIOKyMEHTO000pOTa
B LU pOBOH
SKOHOMHKE.
ONEeKTPOHHBIN
JIOKyMEHTOOO0OPOT
Ha 0aze

OUCHBIX
IPOrPaMM.

12

12

Tewma 2.
Opranu3annoHHO-
pacnopsauTenbHas
JIOKYMEHTAIIUS.

12

12

Tema 3 CpaBouHO-
UH(pOPMAaLIMOHHAS
JIOKYMEHTaIH.
JlenoBas
NepernucKa.

10

13

Tema 4.
PacniopsiaurensHbie
n
OpraHU3aIMOHHBIC
JOKYMEHTEL

10

10

Tewma 5.
Opranuzanus
JIOKyMEHTO000pOTa,
perucTparyu u
KOHTPOJIA
JIOKYMEHTOB.

10

11




Tema 6.
Opranuzanus
ONEPATUBHOTO
XpaHeHUs
JIOKYMEHTOB.
dopmupoBaHHe
JIC]L.

10 10

Tema 7.
ITonroroska
JIOKYMEHTOB K
MOCIEAYOLIEH
nepeaadr B apXxuB
WM Ha
YTHIIU3AITHIO

3auer

Bcero gacos

4 96 4 108

Tabauya 4.7

Conep:xaHue pa3iejoB JUCIUNIHHBI

HauMeHoBaHHe
pa3nesa \TeMbl
JTACHHUILTHHBI

Conepxxanue pasaesia I CHUNTHHBI

Tema 1. OpranuzauiOHHbIE
OCHOBBI JICKTPOHHOTO
JIOKyMEHTO000pOTa B

U POBOI SKOHOMHUKE.
DJIEKTPOHHBIN
JOKYMEHTOO0O0pOT Ha Oaze
OducHBIX TPOrpamMm.

MecTo 371eKTPOHHOT0 JOKYMEHTO000pOTa B IEATEIbHOCTH OpraHu3alui.
[ToHsATHE 3TEKTPOHHOTO JOKYMEHTOO0OPOTa. ABTOMATU3AIUS COCTABICHHS
JOKYMEHTOB. DJIEKTPOHHBIN JOKYMEHTOOOOPOT Ha 0a3e 00JauHbIX
TEXHOJIOTUH. YHU(PHUKAIMA U CTaHAAPTH3ALMSA ACTIOBOI TOKYMEHTAIINH.
CrnoBapb-MUHUMYM TEPMHUHOB U orpezeneHnii. O01mue HOpMbI U TIpaBUIa
oopmieHnss JOKYMEHTOB (pa3Mepsl Oymaru, 1oJieil, Hymepamus CTpaHull 1
T.J1.) IPUMEHSAEMOE B I€JIONPOU3BOCTBE.

Tema 2. Opranu3aiiOHHO-
pacnopsIuTENbHAS
JIOKyMEHTAITHS.

Knaccudukanus nenoBoit nokymentanuu. [IpaBuna opopmieHns peKBU3UTOB
OJaHKa U UX PACIIONIOKEHHSI HAa CTaHAAPTHOM (popmate Oymaru, pasmMepsl
nosieit. @opmyJisip- oOpaser rpymnibl TOKYMEHTOB, TPUHAIICKAITNX K OJTHON
cucreme. [IpoekTupoBanue OIaHKOB IOKyMEHTOB opranu3aruu. CocTas,
odopmileHre, U3rOTOBJIEHNE, XpaHeHHEe OJIaHKOB opraHu3anuu. biank
JOKYMEHTA: TIOHSTHE, HA3HAYCHUE, BUABI OJJAHKOB (00ImIuii OJiaHK, OJIaHK
MrUchMa, 0J1aHK KOHKPETHOTO BHIa IOKyMeHTa (Kpome muchMa). CocTas,
odopmiieHre PeKBU3UTOB OJ1aHKa. OCOOEHHOCTH SI3bIKa CITYKEOHBIX
nokyMmeHToB. Kommosunus qokymenTta. CTpykTypHble om0k, HeymectHoe H
HEONpaBJaHHOE YNOTpeOIeHHe HHOCTPAHHBIX CJIOB.

Tema 3 CnpaBo4HO-
nH(popMaImoHHas
noKyMeHTauus. JlemoBast
Mepenucka.

Oukcanus (onucaHue) JOKaIbHBIX TPABUII, HOPM, MOJIOKEHHIH,
OIIPEACIAIONIMX CTaTyC OpraHU3aliy, €€ CTPYKTYpY, IITATHYIO YUCIEHHOCTD
Y JOJDKHOCTHOM COCTaB, KOMIIETEHIIMH JIOJPKHOCTHBIX JIUI M CTPYKTYPHBIX
noJpasnenenuii, QyHKIMOHAIBHOE COJepKaHNE IeATEIbHOCTH OpraHu3auu
B IIEJIOM, €€ MOPA3CIICHUI 1 paOOTHUKOB, UX MpaBa, 00s13aHHOCTH,
OTBETCTBEHHOCTbH U JP., B OpraHU3allMOHHO-PACTIOPSIUTENBHBIX JOKYMEHTaX
opranuzanuu. CTpykTypa, Ha3Hau€HUE, MOPSI0K Pa3pabOTKH, COTJIaCOBAHUS
u yTBepxkaenus [IpaBun BHyTpeHHero TpynoBoro pacnopsjika, [lomnoxenus o
nepcoHaie, [1o10xeHus o CTpyKTypHOM MOapa3ieeHut, JJomKHOCTHON
nHCTpyKuuu. llITaTHOE pacnyucaHue Kak EPBUYHBIN YUYETHBIN JOKYMEHT I10
yuery kaapoB. O3HaKOMIIeHHE PAOOTHUKOB C JIOKaJIbHBIMU HOPMaTUBHBIMU
aKTaMu opraHu3anuu. Buasl 1 HazHaYeHHE WH()OPMAIMOHHO-CIIPABOYHON
JNOKyMeHTauu 1o kagpam. [Topsaok odopmieHusi, OCHOBHbIE PEKBU3UTHI U
MIPaBONPUMEHUTENIbHAS IPAKTHKA MCIOIh30BAHUS TOKJIAIHBIX, CIIY)KEOHBIX U




OOBSCHHUTEIBHBIX 3aMMCOK, IPEICTABICHHUH, TPEJIOKEHUH, 3asBJICHHM,
aKTOB, CIIPAaBOK U Jp. B KAYE€CTBE OCHOBAHUM IS IPUHATUHN PELICHUN B
cdepe ynpapiieHUs IEPCOHATIOM OpPTraHU3aIun

Tema 4. PacniopsinurenbHble
Y OpraHu3allOHHbIE
JOKYMEHTHI.

Oprann3alroHHO-PACIIOPAIUTENIBHBIE TOKYMEHTHI: IOHATHE, HA3HAUYEHUE,
OCHOBHBIE BU/Ibl (OpraHU3allMOHHbIE, PACTIOPSAAUTENbHBIE, CIIPABOYHBIE).
Opranu3alioHHbIE JOKYMEHTBI: YCTaB, I0JI0KEHNE, CTPYKTYpa U IUTaTHAsI
YHUCIEHHOCTD, IITaTHOE paclucaHue, IpaBuia, J0JKHOCTHAS HHCTPYKIINS,
UX Ha3HAUYEHUE, XapaKTepUCTHUKA U COCTaB, TPeOOBaHUS K 0(hOPMIICHHIO,
HOPAAOK YTBEPXKIEHUA. PacniopsaauTenbHble TOKYMEHTBI: IIOCTAHOBJIEHUE,
IIpHKa3 (110 OCHOBHOM JI€ATEIbHOCTH U 110 JINYHOMY COCTaBY),
pacnopsiKeHHue, COBMECTHBIN pacriopsUTEIbHbII JOKYMEHT, UX Ha3HauYEHHE,
XapaKTepUCTHKA U COCTaB, TpeOoBaHus K oopmieHuto. CrpaBoyHO-
MH(GOpPMAaLlMOHHbBIE JOKYMEHTHI: CIy*KeOHbIE IMMChbMa, CIIPABKH, JOKJIAAHbIE
3aIMCKH, TPOTOKOJIBbI, AKThI, 3asIBJICHUS], UX XapaKTEPUCTHKA U COCTaB,
TpeboBaHus K opopmiaeHnto. TUIBI JOKYMEHTOB: OAJUHHUK, KOMHS,
TyOJIMKaT, BRIMCKA, X HazHaueHue. [lopsnok oopmieHus 1 BbIaYH
KOIMH U 1yOJIMKATOB JOKYMEHTOB, BBIUCOK U3 HUX.

Tema 5. Opranuzanus
JTOKYMEHTO000pOoTa,
PETHCTPAIH U KOHTPOJIS
JOKYMEHTOB.

Perucrpanus 10KyMEHTOB: IOHATHE, LIEH, 3a/1a4H, MECTA PETUCTPALIUH
Pa3IMYHbIX KaTeropuil 10KyMeHTOoB. CuctemMbl U GOPMBI PETUCTPALIUU
(>kypHasbHasi, KapTOUHasl, ABTOMATU3UPOBAHHAs ), X JOCTOMHCTBA U
HegocrtaTku. [lokazaTeny, BBOAUMBIE B pErHCTPAIIHOHHBIE (JOPMBI.
OCOOEHHOCTH PEruCTPALUHU BXOAALINX, UCXOSIINX U BHYTPEHHHUX
nokyMeHTOB. CocTaB BBIMOJIHSAEMBIX padOT MPU OTIPABKE UCXOISAIINX
JTOKYMEHTOB: IIPOBEPKa MPaBMILHOCTU O(hOPMIICHUS, HATTMYUS TIPUIIOKEHUH,
azpecara, COpPTUPOBKA 10 aJpecaTaM U BUJAM OTIIPABIEHUMN, COCTABICHHE
OIUCH pacchbUIKU. TpaJuIIMOHHBIN CIOCOO OTIPABKU JOKYMEHTOB (IIOYTON).
OTtmpaBka TOKYMEHTOB ¢ TToMoIbo Tenedona, pakca. KoHTpoas
HCIIOJIHEHUS TOKYMEHTOB: ITOHATHE, Ha3HaUeHUE, BUbL. [TpuHIMIIBI
opranu3anuu KOHTposl. CpOKM UCIIOJTHEHUS: TUTIOBOW, WHANBU Ty aIbHBIN.
TexHosorus BeieHUs1 KOHTPOJIA. AHAJIN3 UCIIOIHEHUS JOKYMEHTOB B
yupexeHnu. B3auMocBs3b peructpaiiy J0KyMeHTOB U HH(POPMAIIMOHHO-
cripaBoyHOU paboThl. Opranuzanus paboThl C MOMOIIBIO CITPABOYHBIX
KapTodek. J0JKHOCTHBIE JIMIA, OCYIIECTBIISIFOIIUE PETUCTPALUIO U KOHTPOJIb
WCIOJIHEHUS], MX (DYHKITUH U MpaBa.

Tema 6. Opranuzanus
OIICPATUBHOI'O XpaHCHUA
JTOKYMEHTOB. POpMUPOBaHUE
Jen.

Homenkiatypa nen: noHstue. 3HaueHUEe HOMEHKIIATYPhI IeJT JIs
KJ1accU()UKALMU TOKYMEHTOB, ONIEPAaTUBHOIO XPAaHEHUS U UX MPeJl apXUBHOM
noArotoBku. Bunel Homenknaryp aen. [lopsaok coctaBnenus, opopmIIeHuUs,
YTBEPKIACHUS U IPUMEHEHMSI KOHKPETHOM HOMEHKIATyphl aei. [lopsiiok
dbopmupoBanus nen. OpraHuzais XpaHeHus! UCTIOTHEHHBIX JOKYMEHTOB.
OcHoBHBIE TpeOOBaHMSI HOPMATUBHBIX JOKYMEHTOB, PETJIAMEHTUPYIOLINX
JaHHBIN ATal JOKYMEHT0000poTa. OTBETCTBEHHOCTh 32 COXPAHHOCTh
JOKYMEHTOB.

Tema 7. Iloaroroska
JOKYMEHTOB K IOCJIEYIOLIEH
nepeaayy B apXuB WU Ha
YTUIN3ALHAIO

OcCHOBHBIE 3Talbl Iepeaul JOKYMEHTOB B apXUB WM HA YHUUTOKCHHUE:
MOJITOTOBUTEINIbHBIN (000CHOBaHUE BHIOOpPA CIIOCO0a COXPAHEHUS HITU
YHUUYTOXEHUS ITyTEM MPOBEJCHUS HKCIIEPTU3bI IEHHOCTH JJOKYMEHTOB),
OCHOBHO (ITOArOTOBKA €I AJIs IEPEJauM B apXUB), 3aBEPIIAIOIINI
(mepenada B apXMB WIM YHUUTOXKEHHE). DKCIIEPTU3A ICHHOCTH JOKYMEHTOB:
MOHATHE, Ha3HaueHHe. [IpMHIMIIBI M KpUTEPUU ONPENEIICHNS HAyUHOM,
HWCTOPUYECKON U MPAKTUYECKON IEHHOCTH JOKYMEHTOB. JKCIIEPTHBIE
KOMHCCHUH, UX (DYHKIIUH, IpaBa. DTaIlbl IPOBEACHUS SKCIIEPTH3HI.
Odopminenne pe3yabTaToB dKcnepTu3bl. CpoKH XpaHEHUs JOKYMEHTOB.
Ilepeunu 1OKyMEHTOB € yKa3aHUEM CPOKOB XpaHEHUs, UX BUbI, HA3HAUYEHUE,
cxeMbl ocTpoeHus. Ilopsiok nepenaun Aen B apXyUB WIK YHUUTOXKEHUS
JTOKyMeHTOB. TpeboBaHusi K 0OPMIICHHUIO JeJ TOCTOSTHHOT'O, BPEMEHHOTO




CPOKOB XpaHEHHS U 10 JINYHOMY cocTaBy. [IpaBuia odopmienus u
cocraBieHus onucu aen. [lopsinok nepenaun aen B apXuB. ApXUB: ITOHITHE,
Ha3HavyeHue. Buapl apXvBOB: TOCY1apCTBEHHBIE, BETOMCTBEHHBIE,
00bETMHEHHBIE BEZIOMCTBEHHBIE, 00bETUHEHHbBIE MEKBEIOMCTBEHHBIE T10
JUYHOMY COCTaBY. ApXUBHBIE (DOHABI: JOKYMEHTAIbHBIN, TOCYAapCTBEHHBIN.

3AHATUA CEMUHAPCKOI'O TUITIA
It 04HOi popMbI 00yUeHM I

Cemunapckue 3anamus
OO01mure peKOMEHJAINH 110 TIOJITOTOBKE K CEMUHAPCKUM 3aHSITHSIM:
1. TIo3HaKOMUTBHCS C pEKOMEHI0BAaHHOM JTUTEPATypOU;
PaccMoTpeTs pa3nuyHble TOYKH 3pEHUS IO BOTIPOCY;
BrimenuTs npoGiemHabie 00s1acTu;
CdhopmynupoBaTh COOCTBEHHYIO TOUKY 3PEHUS;
[IpenycMoTpeTh criopHbIe MOMEHTHI U CPOPMYIUPOBATH AUCKYCCUOHHBINA BOMPOC.

ol

JISL 04HOM GopMBbI 00yUeHHsI

Tema 1. Opranu3anuoHHbIE OCHOBBI 3JIEKTPOHHOI'0 IOKYMEHT0000pOTa B
IM(pPOBOIi IKOHOMHKE. DJIEKTPOHHBII JOKYMEHT0000pOT Ha 6a3e 0(pMCHBIX MPOrPaMM.
MecTo 3JIeKTPOHHOTO JOKYMEHTOO0O0pOTa B ACSTEIbHOCTH OpraHU3aluii.
[ToHsATHE 3JEKTPOHHOTO JOKYMEHTOO0OPOTa. ABTOMATH3AIMS COCTABICHUS JOKYMEHTOB.
DNEeKTPOHHBIN TOKYMEHTOOOOPOT Ha Oa3e 00JIaYHBIX TEXHOJIOTHA.
YHuukanus u CTaHaapTH3aIMs 1eJI0BON JOKYMEHTAIIHIH.
OO6mme HOpMBI U TpaBuiia 0HOPMIICHHS JOKYMEHTOB (pa3Mepsl OyMaru, moJieid, HyMeparus
CTpaHMII U T.J.) IPUMEHIEMOE B JAEJIONPOU3BOICTBE.

Nk W=

Ocnosnasn numepamypa’

CannukoB A.B. CucreMsl 3JIeKTPOHHOTO JOKYMEHTO000pOTa : yueObHoe mocodue /
CannukoB A.B.. — Mocksa : At [Tu Ap Menua, 2023. — 106 c. — ISBN 978-5-4497-2200-3.
— Texcr : anexrponnsiii // IPR SMART : [caiiT]. — URL:
https://www.iprbookshop.ru/130529.html

Kysnenora 1.B. KonduaennuanpHoe 1eT0MPOU3BOACTBO U 3ANTUIIICHHBIA 3JIEKTPOHHBINA
JTOKYMEHTOO000pOT : yueOHoe nocobue ais 6akanaBpos / Kysznenosa WU.B., Xauatpsu [ A.. —
Mockaa : Aii [In Ap Menua, 2020. — 192 ¢. — ISBN 978-5-4497-0588-4. — TekcT :
anexktpouHbI // IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/97083.html

Jononnumensnasn numepamypa’

Pa6o U.B. ABromaTtn3upoBaHHbIe HHPOPMALIMOHHO-YTIPABIIAIONINE CUCTEMBI : yueOHOe
nocobue / Psi6oB U.B.. — Mocksa, Bonoraa : Uadpa-Urxenepus, 2023. — 208 ¢. — ISBN
978-5-9729-1374-9. — Tekcr : anekrponnsiii // [IPR SMART : [caiiT]. — URL:
https://www.iprbookshop.ru/132916.html

Data Science u HHTeIEKTYalbHBII aHANN3 JaHHBIX : yueOHoe nmocobue / JI.M. Hazapos [u
ap.].. — Mocksa : At [In Ap Menna, 2023. — 304 c. — ISBN 978-5-4497-1931-7. — Tekcr :
anexktpoHHbI // IPR SMART : [caiiT]. — URL: https://www.iprbookshop.ru/127201.html

Tema 2. Oprann3anuoOHHO-PACHIOPSAUTEIbHASL JOKYMEHTAIUS.
1. TToncucremsl aenoBoit fokymMeHTauu. [lonarue «/lokymMeHTHpOBaHHEY.

'"N3 3BC
2 U3 3BC



https://www.iprbookshop.ru/130529.html

2.Ilonstue: "pexkBu3ut" nokymeHTa. CoOCTaB IMOCTOSIHHBIX M IIEPEMEHHBIX PEKBU3UTOB
OpPraHMU3aIOHHO- PACTIOPSIAUTEILHON JOKYMEHTAIUH.

3. HopmartuBHO-TIpaBOBbIE aKTBl, PETYJIHPYIOIME JIOKYMEHTAIMOHHOE obecreueHune

yIpaBlIeHUSI.

4. CoBpeMeHHbIE TpeOOBaHUS K S3BIKY U CTUIIIO YIPABICHYECKUX JOKYMEHTOB.

Ocnosnas numepamypa’

CannukoB A.B. CHcTeMBI 3IEKTPOHHOTO JOKYMEHTO000pOoTa : yueOHOoe mocobue /
CannukoB A.B.. — Mocksa : Ait [Tu Ap Meaua, 2023. — 106 c. — ISBN 978-5-4497-2200-3.
— Texkcr : anekrponnslit // [IPR SMART : [caiiT]. — URL:
https://www.iprbookshop.ru/130529.html

Kysznenosa 1.B. KondunenmansHoe AeI0MPOU3BOICTBO U 3AIIUIIICHHBINA JIEKTPOHHBII
JIOKyMEHTOO000POT : yueOHOoe mocobue nist 6akanaBpoB / Kysnernosa U.B., Xavarpsu I'.A.. —
Mockga : Aii [Iu Ap Menua, 2020. — 192 c. — ISBN 978-5-4497-0588-4. — Texkcr :
anektponHsid / IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/97083.html

Jononanumenvnan iumepamypa*

Ps6oB U.B. ABTOMaTn3upoBaHHbIe HHGOPMAIIMOHHO-YIPABIISIONINE CUCTEMBI : yaeOHOE
noco6ue / Psi6os N.B.. — Mocksa, Bonoraa : Undpa-Unxenepus, 2023. — 208 c. — ISBN
978-5-9729-1374-9. — Texcrt : anekrponnsiii // IPR SMART : [caiit]. — URL:
https://www.iprbookshop.ru/132916.html

Data Science 1 MHTEJUICKTyaJIbHBIA aHATU3 JaHHBIX : yaeOHoe mocobue / JI.M. Hazapos [u
ap.].. — Mocksa : Aii [Tu Ap Meaua, 2023. — 304 c. — ISBN 978-5-4497-1931-7. — Texker :
anektponHsid // IPR SMART : [caiiT]. — URL: https://www.iprbookshop.ru/127201.html

Tema 3 CnpaBouHo-uHGoOpMaUMOHHAs NOKYMeHTanus. /le1oBasi mepenucka.

1. OpraHu3anoHHbIE TOKYMEHTHI IPEANPUATHUS.

2. PacnopsauTenbHble  JTOKYMEHTBl  NPENNPUITHSA: TPUKA3bl IO  OCHOBHOM
JESTENIbHOCTH; PAaCIOPSHKEHHUS, PELLICHUS.

3. HudopmanroHHO-CIIpaBOYHBIE JOKYMEHTHI: MPOTOKOJBI, MTOJIHASA U KpaTkas popma
ux 0popMIICHHUSL.

4. HudbopMalilmoOHHO-CIPABOYHbBIE TOKYMEHTBI: aKThl; CIIy>KeOHbIE U 0OBACHUTEIbHbBIE
3allUCKU; CIpPaBKH; CIyXeOHble MOBEPEHHOCTH; IMHUChbMa, MX KiaccU(UKaIus, CTPYKTYypa,
CTaHJIapTHbBIE (pa3bl U BBIPAKECHUS

Ocnoenas riumepamypa’

CannukoB A.B. CHCTeMBI 3IEKTPOHHOTO JOKYMEHTO000pOoTa : yueOHoe mocobue /
CannukoB A.B.. — Mocksa : Ait [Tu Ap Meaua, 2023. — 106 c. — ISBN 978-5-4497-2200-3.
— Texkcr : anexkrponnslit // [IPR SMART : [caiiT]. — URL:
https://www.iprbookshop.ru/130529.html

Ky3znenosa 1.B. KonpuaenumansHoe AeI0MPOU3BOICTBO U 3AIIUIIICHHBINA JIEKTPOHHBIN
JTIOKyMEHTOO000POT : yueOHoe mocobue nist 6akanaBpoB / Kysnernosa U.B., Xavarpsu I'.A.. —
Mockga : Aii [Iu Ap Menua, 2020. — 192 c. — ISBN 978-5-4497-0588-4. — Texkcr :
anektponHsid // IPR SMART : [caiiT]. — URL: https://www.iprbookshop.ru/97083.html

Jlonoanumenvhan iumepamypa®

Psi6oB U.B. ABTOMaTn3upoBaHHbIe HH(GOPMAIIMOHHO-YIPABIISIONINE CHCTEMBI : yaeOHOE
noco6ue / Psioos N.B.. — Mocksa, Bonoraa : Uadpa-Unxenepus, 2023. — 208 c. — ISBN
978-5-9729-1374-9. — Texcrt : anekrponnsiii // IPR SMART : [caiit]. — URL:
https://www.iprbookshop.ru/132916.html
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Data Science n HHTeIEKTYalbHBII aHANN3 JaHHBIX : yueOHoe nmocobue / JI.M. Hazapos [u
ap.].. — Mocksa : At [In Ap Menna, 2023. — 304 c. — ISBN 978-5-4497-1931-7. — Tekcr :
anektpoHHbIH // IPR SMART : [caiiT]. — URL: https://www.iprbookshop.ru/127201.html

Tema 4. PacnopsiinTejibHbIe H OPraHU3AIUOHHBIE IOKYMEHTBI

1. IToHATHS TOKYMEHTOOOOPOT ¥ OpraHU3aIus JOKyMEHTO000pOTa.

2. HopMaTuBHO-METOAMYECKAS PETJIAMEHTAIUsI JOKYMEHTO000pOTA.

3. OcHOBHBIE MpaBHIIa OPraHU3aIHH JOKYMEHTO000POTa Ha MPEATIPHUSITHH.

4. KayecTBeHHBIE XapaKTEPUCTUKU JOKYMEHTOOO0POTA.

5. Knaccudukammst ~ JOKYMEHTOIIOTOKOB:  TOPWU3OHTaJbHBIC,  BEPTUKAJIbHBIE,

BOCXO/ISIIIINE, HUCXOISIIUE, BXOASIINE, HCXOIAIINE U BHYTPCHHHUE.

6. [Togcuer o6beMa TOKYMEHTOOOOpOTA
Ocnosnasn numepamypa’

CannukoB A.B. CucteMsl 3JIeKTPOHHOTO JOKYMEHTO000pOTa : yuebHoe mocodue /
CannukoB A.B.. — Mocksa : Al [Tu Ap Menua, 2023. — 106 c. — ISBN 978-5-4497-2200-3.
— Texcr : anextponnsiii // IPR SMART : [caiiT]. — URL:
https://www.iprbookshop.ru/130529.html

Kysnenora 1.B. KonduaennuanpHoe 1e10MPON3BOACTBO M 3ANTUIIICHHBIA 3JIEKTPOHHBINA
JTOKYMEHTOO000pOT : yueOHoe nocobue ais 6akanaBpos / Kysznenosa W.B., Xauatpsu [ A.. —
Mockaa : Aii [In Ap Menua, 2020. — 192 ¢. — ISBN 978-5-4497-0588-4. — TekcT :
anexkTpoHHbIi // IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/97083.html

Hononnumensnasn rumepamypa’

Pa6os 1.B. ABromaTtn3upoBaHHbIe HHPOPMALIMOHHO-YTIPABIIAIONINE CUCTEMBI : yueOHOe
nocobue / Psi6oB N.B.. — Mocksa, Bonorna : Uadpa-Urxenepus, 2023. — 208 ¢. — ISBN
978-5-9729-1374-9. — Tekcr : anekrponnsiii // [IPR SMART : [caiiT]. — URL:
https://www.iprbookshop.ru/132916.html

Data Science n HHTeIEKTYalbHBII aHANN3 JaHHBIX : yueOHoe nmocobue / JI.M. Hazapos [u
ap.].. — Mocksa : At [In Ap Menna, 2023. — 304 c. — ISBN 978-5-4497-1931-7. — Tekcr :
anektpoHHbI // IPR SMART : [caiiT]. — URL: https://www.iprbookshop.ru/127201.html

Tema 5. Opranuzanusi 10KyMeHTO000pPOTa, PErUCTPAIMUA M KOHTPOJISI JOKYMEHTOB.

1. Dranbl paboTHI ¢ BXOJAIMNUMH TOKYMEHTaMH.

2. Pabora ¢ uCXOaAIMMHU JOKyMEHTaMHU.

3. TexHonorust paboThI C BHYTPEHHHUMHU JOKYMEHTAMH.

4. VYmpaBieHuecKkne JOKYMEHThl U TMOPAJOK PETUCTPAllUU  YNPaBICHYECKOTO

JTOKyMEHTA.
7. Buabl KOHTPOJIS UCIOJHEHUS TOKYMEHTOB M OINEpaliy MO KOHTPOJO HCIIOTHEHUS
JTOKYMEHTOB.
Ocnosnas numepamypa’

CannukoB A.B. CHcTeMBbI 3IEKTPOHHOTO JOKYMEHTO000pOoTa : yueOHoe mocobue /
CannukoB A.B.. — Mocksa : Ait [Tu Ap Meaua, 2023. — 106 c. — ISBN 978-5-4497-2200-3.
— Texkcr : anexkrponsslit // [IPR SMART : [caiiT]. — URL:
https://www.iprbookshop.ru/130529.html

Ky3znenosa 1.B. KondpuaenumansHoe AeI0MPOU3BOICTBO U 3AIIUIIICHHBINA JIEKTPOHHBIN
JTIOKyMEHTOO000POT : yueOHOoe mocobue nist 6akanaBpoB / Kysnernosa U.B., Xauarpsu I'.A.. —
Mocksa : Aii IIu Ap Menua, 2020. — 192 c. — ISBN 978-5-4497-0588-4. — Texkcr :
anektponHsid / IPR SMART : [caiiT]. — URL: https://www.iprbookshop.ru/97083.html

Jlonoanumenvras numepamypa’’
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https://www.iprbookshop.ru/130529.html

Psa6oB 1.B. ABromaTtn3upoBaHHbIe HHPOPMALIMOHHO-YTIPABIIAIONINE CUCTEMBI | yueOHOe
nocobue / Psi6oB U.B.. — Mocksa, Bonoraa : Uadpa-Urxenepus, 2023. — 208 ¢. — ISBN
978-5-9729-1374-9. — Tekcr : anekrponnsiii // [IPR SMART : [caiiT]. — URL:
https://www.iprbookshop.ru/132916.html

Data Science n HHTeIEKTYalbHBII aHANIN3 JaHHBIX : yueOHoe nmocobue / JI.M. Hazapos [u
ap.].. — Mocksa : At [In Ap Menna, 2023. — 304 c. — ISBN 978-5-4497-1931-7. — Tekcr :
anektpoHHbIi // IPR SMART : [caiiT]. — URL: https://www.iprbookshop.ru/127201.html

Tema 6. Opranu3anusi onepaTUBHOIO XpaHeHUs 10KyMeHTOB. @opMHUpoOBaHuUe J1eJ1.

1. Homenknatypa nen: mHoOHATHE. 3HAUE€HUE HOMEHKJIATYpbl Jei A Kiaccu(uKaiuu
JOKYMEHTOB, OMIEPATUBHOTO XPAHEHUS M UX MPE]] ApXUBHON MOATOTOBKU. BUIbI HOMEHKIATYD JEII.

2. Tlopsimox coctaBineHus, OGMOPMIICHHS, YTBEPXKICHUS W TPUMEHEHHS KOHKPETHOMU
HOMEHKJIATYPHI JIeJ.

3. [Mopsimox hopmupoBaHus €.

4. Opra#uzainyss XpaHEHHs MCIOJHEHHBIX JOKyMEHTOB. OCHOBHbIE TpeOOBaHUS K
JNOKYMeHT0000poTy. OTBETCTBEHHOCTD 32 COXPAHHOCTH JJOKYMEHTOB.

Ocnoenasa numepamypa’’

CannukoB A.B. CucreMsl 3JIeKTPOHHOTO JOKYMEHTO000pOTa : yueObHoe mocodue /
CannukoB A.B.. — Mocksa : Aii [Tu Ap Menua, 2023. — 106 c. — ISBN 978-5-4497-2200-3.
— Texcr : anexrponnsiii // IPR SMART : [caiiT]. — URL:
https://www.iprbookshop.ru/130529.html

Kysnenora 1.B. KonduaennuanpHoe 1eT0MPOU3BOACTBO U 3ANTUIIICHHBIA 3JIEKTPOHHBINA
JTOKYMEHTOO000pOT : yueOHoe nocobue ais 6akanaBpos / Kysznenosa WU.B., Xauatpsu [ A.. —
Mockga : Aii [Tu Ap Menua, 2020. — 192 c. — ISBN 978-5-4497-0588-4. — Tekcr :
anexktpouHbI // IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/97083.html

Jononnumensvnas rumepamypa’?

Pa6o U.B. ABromaTtn3upoBaHHbIe HHPOPMALIMOHHO-YTIPABIIAIONINE CUCTEMBI : yueOHOe
nocobue / Psi6oB N.B.. — Mocksa, Bonoraa : Uadpa-Urxenepus, 2023. — 208 ¢. — ISBN
978-5-9729-1374-9. — Tekcr : anekrponnsiii // [IPR SMART : [caiiT]. — URL:
https://www.iprbookshop.ru/132916.html

Data Science n HHTeIEKTYalbHBII aHAIN3 JaHHBIX : yueOHoe nmocobue / JI.M. Hazapos [u
ap.].. — Mocksa : At [In Ap Menna, 2023. — 304 c. — ISBN 978-5-4497-1931-7. — Tekcr :
anektpoHHbI // IPR SMART : [caiiT]. — URL: https://www.iprbookshop.ru/127201.html

Tema 7. IloaroroBka NOKYMEHTOB K IMOCJHeAyIOLIeH Iepelayd B apXuB WJIH HaA
YTHJIN3ALHUIO
1. ®opmupoBaHue €1 B OpraHU3alMsIX Pa3IMuHbIX YPOBHEH yIPaBICHUS.
2. lIpaBuna hopMupoBaHUs Pa3TMIHBIX KATETOPUH JOKYMEHTOB B JIeTa.
3. TpeboBaHUS K COCTAaBICHHIO HOMEHKJIATYpHI JIeJ, UX pPErjlaMeHTalus B HOPMaTHBHO-
METOJIMYECKUX MaTepHaax.
4. Tlopsmox oQOpMIICHHS, COTJIACOBAaHUS M YTBEPXKICHHUS HOMEHKIATypbl nen. Cpoku
XpaHeHUs! JOKYMEHTOB.
5. Hcnonb30BaHME HOMEHKIATYpBl JACJI B ONEPATUBHOM XPAaHCHUU MU BEJOMCTBEHHOM
apxuBe.
Ocnoenasa numepamypa’>
CannukoB A.B. CucreMsl 3JIeKTPOHHOTO JOKYMEHTO000pOTa : yueObHoe mocodue /
CannukoB A.B.. — Mocksa : Al [Tu Ap Menua, 2023. — 106 c. — ISBN 978-5-4497-2200-3.
— Texcr : anexrponnsiii // IPR SMART : [caiiT]. — URL:
https://www.iprbookshop.ru/130529.html

10 113 3BC
1113 3BC
12 113 BBC
13 13 3BC
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Kysnenosa 1.B. KondpunenmansHoe AeI0MPOU3BOICTBO U 3AIIUIIICHHBINA JIEKTPOHHBIN
JIOKyMEHTOO000POT : yueOHoe mocobue aist 6akanaBpoB / Kysnernosa U.B., Xavarpsn I'.A.. —
Mocksa : Aii [Iu Ap Menua, 2020. — 192 c. — ISBN 978-5-4497-0588-4. — Texkcr :
anextponHsid // IPR SMART : [caiiT]. — URL: https://www.iprbookshop.ru/97083.html

Jlonoanumenvras numepamypa’

Ps6oB U.B. ABTOMaTn3upoBaHHbIe HHGOPMAIIMOHHO-YTIPABIISIONINE CUCTEMBI : yaeOHOE
noco6ue / Psi6os N.B.. — Mocksa, Bonoraa : Uadpa-Unxenepus, 2023. — 208 c. — ISBN
978-5-9729-1374-9. — Texcrt : anekrponnsiii // IPR SMART : [caiit]. — URL:
https://www.iprbookshop.ru/132916.html

Data Science 1 MHTEJUICKTyaJIbHBIA aHATU3 JaHHBIX : yaeOHoe nocobue / JI.M. Hazapos [u
ap.].. — Mocksa : Aii [Tu Ap Meaua, 2023. — 304 c. — ISBN 978-5-4497-1931-7. — Texker :
anektponHsi // IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/127201.html

JJIS1 3204YHOM ()OPMBI 00yYeHUs

Tema 3 CnnpaBouHo-uHGOpMaNMOHHAs NOKYMeHTanus. /le1oBasi mepenucka.

1. OpraHu3anoOHHbIE TOKYMEHTHI IPEANPUATHUS.

2. PacnopsauTenbHble  JTOKYMEHTBl  MPENNPUITHSA: TPUKA3bl IO  OCHOBHOM
NESTENIbHOCTH; PAaCIOPSHKEHHUS, PELLICHUS.

3. HMudopmairoHHO-CIIpaBOYHBIE JOKYMEHTHI: MPOTOKOJbI, MTOJIHASA U KpaTkas popma
ux 0popMIICHHUSL.

4. HudbopMalilmoOHHO-CIPAaBOYHbBIE JOKYMEHTHI: aKThl; CIIy>KeOHbIE 1 0OBACHUTEIbHbBIE
3allUCKU; CIpPaBKH; CIyXeOHble MOBEPEHHOCTH; IMHUChbMa, MUX Kiaccu(UKalus, CTPYKTYypa,
CTaHJapTHbIE (pa3bl U BBIPAKECHUS

Ocnosnan numepamypa’’

CannukoB A.B. CHcTeMBI 3IEKTPOHHOTO JOKYMEHTO000pOTa : yueOHoe mocobue /
CannukoB A.B.. — Mocksa : Ait [Tu Ap Meaua, 2023. — 106 c. — ISBN 978-5-4497-2200-3.
— Texkcr : anexkrponnslit // [IPR SMART : [caiiT]. — URL:
https://www.iprbookshop.ru/130529.html

Ky3znenosa 1.B. KonpunenmansHoe AeI0MPOU3BOICTBO U 3AIIUIICHHBINA JIEKTPOHHBIN
JTIOKyMEHTOO000POT : yueOHoe mocobue nist 6akanaBpoB / Kysnernosa U.B., Xavarpsu I'.A.. —
Mocksa : Aii IIu Ap Menua, 2020. — 192 c. — ISBN 978-5-4497-0588-4. — Texkcr :
anektponHsid // IPR SMART : [caiiT]. — URL: https://www.iprbookshop.ru/97083.html

Jlonoanumenvras numepamypa’®

Ps6oB U.B. ABTOMaTH3upoBaHHbIe HHPOPMAIIMOHHO-YIPABIISIONINE CUCTEMBI : yaeOHOE
noco6ue / Psioos N.B.. — Mocksa, Bonoraa : Undpa-Unxenepus, 2023. — 208 c. — ISBN
978-5-9729-1374-9. — Texcrt : anekrponnsiii // IPR SMART : [caiit]. — URL:
https://www.iprbookshop.ru/132916.html

Data Science 1 MHTEJUICKTyaJIbHBINA aHATU3 JaHHBIX : yueOHoe nocobue / JI.M. Hazapos [u
ap.].. — Mocksa : Aii [Tu Ap Meaua, 2023. — 304 c. — ISBN 978-5-4497-1931-7. — Texker :
anektponHsid // IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/127201.html

Tema 6. Opranusanusi OnNepaTUBHOIO XPaHeHHs JOKYMeHTOB. @opMupoBaHue JeJl.

1. Homenknatypa nen: TOHATHE. 3HAU€HWE HOMEHKIATYPHI JeN s KiacCu(DUKAINH
JOKYMEHTOB, ONEPATUBHOIO XpaHEHUS U UX Mpe] apXUBHON MOATOTOBKU. BUIbI HOMEHKIATYD eIl

2. Topsmox cocraBneHusi, O(GOpMIICHUS, YTBEPKICHUS W TPUMEHEHHUS KOHKPETHOM
HOMEHKJIATYpBhI JIe.

3. Iopsimok popMUPOBAHUS JIEII.

14 113 BBC
1513 BBC
16 113 3BC
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4. Opra#uzainyss XpaHEHHs MCIOJHEHHBIX JOKyMEHTOB. OCHOBHbIE TpeOOBaHUS K
TOKYMEHTO000pOTYy. OTBETCTBEHHOCTD 32 COXPAaHHOCTh IOKYMEHTOB.
Ocnoenasn numepamypa'’

CannukoB A.B. CucteMsl 3JIeKTPOHHOTO JOKYMEHTO000pOTa : yuebHoe mocodue /
CannukoB A.B.. — Mocksa : At ITu Ap Menua, 2023. — 106 c. — ISBN 978-5-4497-2200-3.
— Texcr : anextponnsiii // IPR SMART : [caiiT]. — URL:
https://www.iprbookshop.ru/130529.html

Kysnenora 1.B. KonduaennuanpHoe 1eT0MPOU3BOACTBO U 3ANTUIIICHHBIA 3JIEKTPOHHBINA
JIOKYMEHTOO000pOT : yueOHoe nocobue ais 6akanaBpos / Kysznenosa WU.B., Xauatpsu [ A.. —
Mockaa : Aii [In Ap Menua, 2020. — 192 ¢. — ISBN 978-5-4497-0588-4. — TekcT :
anexktpoHHbIi // IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/97083.html

Jononnumensvnas rumepamypa’®

Pa6os 1.B. ABromaTtn3upoBaHHbIe HHPOPMALIMOHHO-YTIPABIIAIONINE CUCTEMBI : yueOHOe
nocobue / Psi6oB N.B.. — Mocksa, Bonoraa : Uadpa-Urxenepus, 2023. — 208 ¢. — ISBN
978-5-9729-1374-9. — Tekcr : anekrponnsiii // [IPR SMART : [caiiT]. — URL:
https://www.iprbookshop.ru/132916.html

Data Science n HHTeIEKTYalbHBII aHANN3 JaHHBIX : yueOHoe nmocobue / JI.M. Hazapos [u
ap.].. — Mocksa : At [In Ap Menna, 2023. — 304 c¢. — ISBN 978-5-4497-1931-7. — Tekcr :
anektpoHHbI // IPR SMART : [caiiT]. — URL: https://www.iprbookshop.ru/127201.html

Tema 7. IloaroroBka NOKYMEHTOB K IOCJHeAyIOLIeH Iepelayd B apXuB WM HaA
YTHJIN3ALHU IO
1. ®opmupoBaHue €1 B OpPraHU3alMsIX Pa3IMuHbIX YPOBHEH yIPaBICHUS.
2. lIpaBuna hopMupoBaHUs Pa3TMIHBIX KATETOPUH JOKYMEHTOB B JIeTa.
3. TpeboBaHUS K COCTAaBICHHIO HOMEHKJIATYpHI JIeJ, UX pPErjlaMeHTalusi B HOPMaTHBHO-
METOJIMYECKUX MaTepHaax.
4. Tlopsimox oQOpMIICHHS, COTJIACOBAaHUS M YTBEPXKICHHUS HOMEHKIATypbl nen. Cpoku
XpaHeHUusl JOKYMEHTOB.
5. Hcnosb30BaHME HOMEHKIATYpBl JAC]I B ONEPATUBHOM XPAaHCHUU MU BEJOMCTBEHHOM
apxuBe.
Ocnoenasa numepamypa’®
CannukoB A.B. CucreMsl 3JIeKTPOHHOTO JOKYMEHTO000pOTa : yueObHoe mocodue /
CannukoB A.B.. — Mocksa : Aii ITu Ap Menua, 2023. — 106 c. — ISBN 978-5-4497-2200-3.
— Texcr : anexrponnsii // IPR SMART : [caiiT]. — URL:
https://www.iprbookshop.ru/130529.html
Kysnenora 1.B. KonduaennuanpHoe 1e10MPOU3BOACTBO U 3ANTUIIICHHBIA 3JIEKTPOHHBIN
JTOKYMEHTOO000pOT : yueOHoe nocobue aist 6akanaBpos / Kysznenosa WU.B., Xauatpsu [ A.. —
Mockga : Aii [Tu Ap Menua, 2020. — 192 c. — ISBN 978-5-4497-0588-4. — Tekcr :
anexkTponHbIi // IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/97083.html

Jonoanumensvnas rumepamypa®’

Pa6o 1.B. ABromaTn3upoBaHHbIe HHPOPMALIMOHHO-YTIPABIIAIONINE CUCTEMBI : yueOHOe
nocobue / Psi6oB N.B.. — Mocksa, Bonoraa : Uadpa-Urxenepus, 2023. — 208 ¢. — ISBN
978-5-9729-1374-9. — Tekcr : anekrponnsiii // [IPR SMART : [caiiT]. — URL:
https://www.iprbookshop.ru/132916.html

Data Science n HHTeIEKTYalbHBIN aHANN3 JaHHBIX : yueOHoe nmocobue / JI.M. Hazapos [u
ap.].. — Mocksa : At [In Ap Menna, 2023. — 304 c¢. — ISBN 978-5-4497-1931-7. — Texkcr :
anexktpoHHbI // IPR SMART : [caiiT]. — URL: https://www.iprbookshop.ru/127201.html
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PA3IEJ 5. OBPA3OBATEJIBHBIE TEXHOJIOT MU

B  memix peanM3anuu  KOMIIETEHTHOCTHOIO  IOAXOAa B yuyeOHOM  mpolecce
IPeAyCMaTPUBAETCSl IIMPOKOE HCIOIb30BaHUE HMHTEPAKTHBHBIX (OpM TPOBEACHUS 3aHATHH B
COUYETaHWH C BHEAYIUTOPHOMN pabOTOM.

B mporiecce npenonaBanyst JEKIMOHHBIA MaTepyall MPEMoJHOCUTCS B HHTEPAKTUBHON (hopme, B
TOM YHCIIE C UCIIOJIB30BAHUEM CPEICTB MYJIbTUMETUMHON TEXHUKU.

NuTepakTUBHBbIE 00pa3oBaTe/ibHbIE TEXHOJIOTHUH,
HCMOJIb3yeMble HA AyIUTOPHBIX NPAKTHYECKUX 3aHATHAX

Tabnuya 5.1
Ounas ¢popma o0ydeHus1
Hcnonb3yemblie 00pa3oBaTelbHbIE
HanmeHoBaHMe pa3aeiioB, TeM Yacel
TEXHOJIOTHH
Tema 2. [Ipeamer u cucrema CeMuHapcKoe 3aHATHE — «KPYIJIbIH 4
(HHAHCOBOTO TMpaBa CTOJI»:
Tema 3. IIpaBoBoe perynupoBanue | CeMUHApCKOE 3aHATHE — «KPYTJIbIN 4
(pMHAHCOBOT'O KOHTPOJISI CTOII»:
Tema 4. PacniopsinurenbHble U CeMuHapcKoe 3aHATHE — «KPYIJIbIH 4
OpPraHU3alMOHHBIC JTOKYMEHTBI. CTOII»:
CeMuHapcKoe 3aHATHE — «KPYIJIbIHA
Tema 5. OCHOBBI HAJIOTOBOT'O MpaBa P by 4
CTOI»:
Tema 7. [IpaBoBO€ peryaupoBaHHe N
o CeMuHapcKoe 3aHATHE — «KPYIJIbIH
(uHAHCOBOM AEATEIBHOCTU 6
. CTOI:
OpraHu3anui
Tema 8. [IpaBoBBIE OCHOBBI CeMUHApCKOE 3aHATHE — «KPYTJIBIM 6
0aHKOBCKOT'O KpEIUTOBAHUS CTOJI»:
Tabauya 5.3
3aounas popma oOyueHust
Hcnonb3yembie 00pa3oBaTesbHbIE Yacel
HaumeHoBaHue pa3jiesioB, TeM
TEXHOJIOTHH
Tewma 3. [IpaBoBo€ peryanpoBaHue N 2
CeMuHapckoe 3aHATHE — «KPYIVIBII
(uHAHCOBOTO KOHTPOJIS
CTOI»:
Tema 7. I[IpaBoBO€ peryanpoBaHue CeMuHapCcKOe 3aHSATHE — «KPYTJIbIA 2
(UHAHCOBOM JEATEIbHOCTH OpraHU3aHi CTOJI»:
Tema 8. [IpaBoBBIE OCHOBBI OAHKOBCKOTO CeMUHapCcKOE€ 3aHATHE — «KPYTJIbIA 2
KpeAUTOBaHUs CTOII»:
IIpakTUKyM

Keiic 1

Keiic «Kmo eunosam?y

Bbl siBnsieTech MHCIEKTOPOM HAJIOTOBOTO OpraHa, U BO BpeMsl IMPOBENEHUS KamepaibHOU
npoBepku OromketrHoro yupexnaenus (HUM PAH) Bbl BbIsIBIsSIeTe 3HAYUTENHLHOE YMEHBIICHHE
HajorooOnaraemMoii 0a3el Hajora Ha mnpuObUTh opranm3anuid. [IpoBepka romoBoro OamaHca
yUpexKIeHHUs MoKasana, 4To B cTpoke «[Ipubbuib» HapacTaromuM UToroM 3a 12 MecsieB moka3aTelb
MPUOBUIHA PaBHSUIICS HYIIIO.

B uem, no eawemy mmuenuio, npuuunel croxcuswetics cumyayuu? Kmo eumnosam? Kaxue
Oeticmaust 8bl Obl NPeONPUHAIU OJ1 VIVHULEHUS. CUMYayuu?



PA3IEJI 6. YYEBHO-METOJUYECKOE OFECIIEYEHWE
CAMOCTOSITEJABHOM PABOTHI OBYYAIOLIUXCA MO JUCLHATNIIAHE

Hapsiny ¢ ureHuem neKkiuil ¥ NpPOBEACHUEM CEMUHAPCKUX 3aHATHH HEOTHEMIIEMbIM
3JIEMEHTOM Y4YeOHOro mpolecca SBISETCS camocmosamenvhas paboma. Ilpm camocTosTeNbHOU
paboTe nocTuUraercsi KOHKpETHOE YCBOEHHE y4eOHOro MaTepualia, pa3BUBAIOTCS TEOPETHUECKHE
CIOCOOHOCTH, CTOJIb BaXKHBIE JJISi YCIEUIHOM MOJATOTOBKM M 3aIIMUTHl BBIIYCKHOH pabOThI
oOyyarorierocs. @opMbl CaMOCTOSITEIIBHOW PadOTHl 00YJArOITUICS MOTYT OBITh PA3HOOOPA3HBIMH.
CamocrosarenbHass paboTa OO0YyYaroIIerocst BKJIIOYACT: H3YYCHHE CIEHUAIBHOW JIMTEpaTyphl,
3akoHOB Poccuiickoit denepariun, OLEHKY, 00CYKICHHE U PEIEH3UPOBAHNUE MyOIUKYEMbIX CTaTeH;
OTBCTHI HA KOHTPOJIbHBIC BOIIPOCHI; pCHICHUC 3aaa4; CAMOTCCTUPOBAHUC. BrimoaHenune Bcex BUIO0B
CaMOCTOSITENIbHOM pabOThI YBA3BIBAETCS C U3YUYEHHUEM KOHKPETHBIX TEM.

Tabauya 6.1
CamocTosiTesibHasi padoTa

HaunmenoBanue
pa3iesioB, TeM

Bonpocel, BBIHOCHMBIE
HA CAMOCTOSATEJIbHOE H3YYCHH e

Tema 1. OpranusanioHHbIe
OCHOBBI JIEKTPOHHOTO
JOKYMEHTO000pOTa B

(G poBOI IKOHOMHUKE.
ONEeKTPOHHBIN
JIOKyMEHTOO0OPOT Ha Oa3ze
OducHBIX TpOTrpaMM.

MecTo 351eKTPOHHOTO JJOKYMEHTO000POTa B ACSITEILHOCTH OpraHU3aIiil.
[ToHsITHE STEKTPOHHOTO TOKYMEHTOO000pOTa. ABTOMATH3AIUS
COCTaBJICHUS

JIOKYMEHTOB. DJIEKTPOHHBII TOKYMEHTO000pOT Ha 6a3e 00JIauHbIX
TEXHOJIOTHI. YHU(PUKAIMS ¥ CTAaHIAPTU3AIMS JICTOBOM JOKYMECHTAIIMH.
CrnoBapb-MUHUMYM TEPMHUHOB U omnpeaeneHuil. OOIre HOpMbI 1
npaBuia opopMIIeHUS JOKYMEHTOB (pa3Mepbl OyMaru, moJieu,
HyMepaIus CTpaHUIl U T.J.) IPUMEHSIEMOE B JIEJIONPOU3BOJICTBE.

Tema 2. Opranu3aliOHHO-
pacnopsIuTEIbHAS
JIOKYMEHTAITHSI.

Kommo3zurus gokymenTa. CTpykTypHbIe ook, HeymecTHoe u
HEOIpaBJaHHOE yHOTpeOIeHUEe HHOCTPAHHBIX CIIOB.

Tema 3 CnpaBo4HO-
nH(popMaImoHHas
noKyMeHTauus. JlemoBast
Iepenucka.

O3HakoMJICHHUE paGOTHI/IKOB C JIOKaJIbHBIMW HOPMATHBHBIMU aKTaMU
opranu3zanuu. Buabsl u Ha3HaueHNe HHPOPMAIIMOHHO-CITPABOYHOM
JOKyMEHTaIuu 1o kajapam. [lopsnok odpopmiieHus, OCHOBHBIE
PEKBHU3UTHI U TIPABONPUMEHUTEIbHAS MPAKTHUKA UCIIOJIb30BAHUS
JOKJIadHBbIX, C.Hy)KGGHBIX n OGBHCHHTGHBHBIX 3aIIMCOK, HpGI[CTaB.HeHI/II\/'I,
MPEJI0KEHU M, 3asBJICHHM, aKTOB, CIIPABOK U JIp. B KAUECTBE OCHOBAHUH
JUIS IPUHSATHHA penieHuid B cepe ynpaBieHus IepPCOHATIOM OpraHu3alyu

Tema 4. PacniopsinurenbHble U
OpraHu3alIOHHbIE
JOKYMEHTHI.

CripaBo4HO-HH()OPMAIIOHHBIE IOKYMEHTBI: CITy>KEOHBIE TUChMA,
CIIpaBKH, JOKJIAAHBIC 3alTMCKU, ITPOTOKOJIbI, AKThI, 3aABJICHUS, UX
XapaKTEPUCTUKA U COCTaB, TpeOoBaHus K opopmieHuto. [Topsimok
Oq)OpMJ'IeHI/I}I U BbIAa4YU KON U ,Z[Y6JII/IKaTOB AOKYMCHTOB, BBIIIUCOK U3
HUX.

Tema 5. Opranuzanus
JTOKYMEHTO000pOoTa,
PETHCTPAIH U KOHTPOJIS
JOKYMEHTOB.

TexHon0rHsI BeIeHUS KOHTPOJIS. AHAIN3 UCIIOJHEHUS IOKYyMEHTOB B
yupexaeHnu. B3anMocBsA3b perucTpanuu 10KyMeHTOB U
UH(POPMALIMOHHO- CIIPaBOYHOU paboThl. Opranuzanus paboTsl C
HIOMOIIBIO CIIPABOYHBIX KapToueK. JI0JKHOCTHBIE JINIIA,
OCYILECTBIISIOLINE PETUCTPALMIO U KOHTPOJIb UCIIOTHEHHUS, UX (PYHKLIUU
¥ IIpaBa.

Tema 6. Opranuzanus
OIIEpaTUBHOTO XPaHEHUs
nokymeHToB. DopmupoBaHue
JEIL.

OcHoBHBIE TPeOOBaHMSI HOPMATHBHBIX JOKYMEHTOB,
periIaMeHTHPYIOIIUX JaHHBIM Tan JOKYMEHTO000pOoTa.
OTBETCTBEHHOCTH 32 COXPAHHOCTh JTOKYMEHTOB.

Tema 7. ITonroroBka
JIOKYMEHTOB K TTOCJIeIYIOIEeH
nepeaaydy B apXuB WIM HA
YTHITU3ALHIO

ApXI/IBZ INOHATHUC, HA3HAYCHHUC. BI/I,Z[bI APXUBOB: ITOCYJapCTBCHHBIC,
BEJIOMCTBEHHbIE, 00bEAMHEHHbBIE BEIOMCTBEHHbIE, 00BETUHEHHBIE
MEKBEJIOMCTBEHHBIE 110 TMYHOMY COCTaBY. ApXUBHBIC (POH/IBI:
JIOKYMEHTaJIbHbIN, TOCYIapCTBEHHBIN.




6.1. Tembl 3cce?!

1. HopmaTuBHas ocHOBa Ipolecca JOKyMEHTHPOBAHUSI YIIPABICHUS IIEPCOHATIOM.

2. OpraHu3zaluoHHbIE KaJIpOBbIE TOKYMEHTHI: COCTaB, COJIEPKaHUE, MOPSIIOK OATOTOBKU U
oopmienus.

3. JomKHOCTHAsA MHCTPYKIUS KaK OpraHU3allMOHHBIN KaJIpOBbIN JOKYMEHT.

4. IlonoxeHue O CTPYKTYPHOM TIIOJAPA3ACICHUM KaK OpraHMU3allMOHHBIM KaJIpOBbIi
JOKYMEHT.

5. IOKyMEHTUPOBAaHUE MPOLECCA YBOJIBHEHNS COTPYIHUKOB.

6. [lokymeHTHpOBaHKE Mpollecca OTKOMAaHANPOBaHHUS MIEPCOHAIIA.

7. CocTaB 1 BUIbI KaPOBOW JJOKYMEHTALMH.

8. AyrtcopcuHr u ayrctaddUHT TepcoHana: MpPaKTHKa MpUMEHEHHs. [|oKyMeHTHpOBaHHE
IporLecca NpeaoCTaBICHHs OTITYCKOB.

9. loxymeHTHpOBaHUE TIporiecca 0OpMIICHUS TPYAOBBIX OTHOIIICHHH.

10. TpynoBoii TOTOBOP U TPYAOBOE COTJIANIICHHE: TIOHATHE, opMa, MPoIIeTypa 0POPMIICHHUS
1 3aKJIFOYEHUSI.

11. CoBpemeHHbIE POTrpaMMHBIE MPOAYKTHI AJIS CIIY>KO yIpaBJIEHUS MEPCOHATIOM: 0o0mIast
XapaKTEepPUCTHKA.

12. Cucremarusanus 1 ONepaTUBHOE XPaHEHHUE JOKYMEHTOB I10 JIMYHOMY COCTaBY.

13. PerucTpaius u KOHTPOJIb UCIIOJIHEHUS TOKYMEHTOB IO YIIPABJICHUIO IEPCOHATIOM.

14. BonbHUYHBIN JHUCT: TOHSATHE, NpPaBOBasi OCHOBAa INPEAOCTABICHHS, OCOOEHHOCTH
o(OpMIICHHUS U OTLIATHI.

15. MHCTpyKTaX MO TeXHUKE OE30MacCHOCTH: IMOHATHE, MPaBOBasi OCHOBA IPOBEACHUS,
OCHOBHBIE BUJIbI U OCOOCHHOCTH JTOKYMEHTAILHOTO 0(OpMIICHUS.

16. YHUpHUUHUPOBAHHBIE TOKYMEHTHI IO JINYHOMY COCTaBY: MOHSTHE, BHJbI, COJACpXKaHUE,
MOPSAIOK 3aMOJTHEHUSI.

17. IOKyMEHTBHI 110 y4eTy KaJpOoB: MOHATHE, (OPMBI, TOPSAAOK 3aIIOTHEHUS U BEICHUSL.

18. TpynoBast kHIKKa: 0pOpMIICHHE U BEJICHHUE.

19. JlokymeHTHpOBaHME MTPOLiecca pOTALMK IIEPCOHAA.

20. JloxymeHTHpOBaHHME Mpollecca afanTallluyd, MOTHUBALMW, TPEHUHTa M KOHTPOJUIMHTA
IepcoHaIa.

21. DNeKTpOHHBIM JOKYMEHT B IM(QPOBOM HKOHOMHKE. THIBI JTOKYMEHTOB B
MH(POPMAIIMOHHOIN cHcTeMe: OyMaXKHBI JOKYMEHT, 00pa3 JHOKYMEHTa, 3JEKTPOHHBIA JTOKYMEHT,
CTPYKTYpUPOBaHHbIE TOKYMEeHThI, XML — npeacraBieHue.

22. TeHaeHIH Pa3BUTHSI CUCTEM JIEKTPOHHOTO T0KyMeHTooOopoTa. PeiHok CO/I.

23. CranmapTsl B 001aCTH 3JIEKTPOHHOTO AoKyMeHTooOopoTa (EDI).

24. Mecto C3O/1 B nH(GOPMALIMOHHON CUCTEME PEAIPUSTHSL.

25. CucTtemMbl aBTOMAaTH3AIUH JEIOMPOU3BOICTBA B IIU(DPPOBOI IKOHOMHUKE.

6.2. [IlpumepHbIe 321aHUS AJIS1 CAMOCTOATEILHON PadoThI

1. JlaTh TONKOBaHWE CJIOBaM, COCTaBUTh C HUMH MpeaiiokeHus: 1) aBuzo; 2) mooou; 3)
BEKCEIb.

2. JlaTh TOJIKOBaHUE CIIOBaM, COCTaBUTh C HUMHU MPEJIOKEeHUs: 1) maTeHT; 2) 1eMIuHr; 3)
ambapro.

3. JlaTb TOJIKOBaHUE CJIOBaM, COCTaBUTh C HUMH MpesiokKeHus: 1) pekinamanus; 2)
MapKHpOBKa; 3) cTarHaIusi.

4. JlaTh TOJIKOBAHUE CIIOBaM, COCTAaBUTh C HUMHU MPEJJIOKEHUs: 1) mpe3eHTanus; 2) JIU3UHT;
3) nunep.

21 HepequL TCM HC ABJIACTCA UCUCPIIbIBAIOLIUM. 06yqa}omnﬁca MOXKET BI)I6paTL HWHYIO TEMY 110 COTJIaCOBAHUIO C
IIpernoaaBaTCICM.



5. JlaTb TOJNKOBaHME CJIOBAM, COCTaBUTb C HHUMH HpeajoxeHus: 1) wyaprep; 2)
TUCTPUOBIOTOD; 3) OpoKep.

6 JlaTh TOJIKOBaHUE CJIOBaM, COCTABUTh C HUMU Npeaoxenus: 1) oepapadt; 2) uHpIAIms;
3) KOHCAJITUHT.

7 JaTh TOJIKOBaHHWE CIIOBaM, COCTaBUTh C HUMH mpeioxkenus: 1) odepra; 2) xonaunr; 3)
MapKUpPOBKa.

8 JlaTh TOJNKOBaHME CIIOBAM, COCTaBUTh C HUMHU TIpeioKeHus: 1) mpaiic-nuct; 2) neber; 3)
rpud.

9 JlaTh TOJIKOBaHUE CIOBaM, COCTABUTh C HUMU MpeioxKeHus: 1) akuenrt; 2) akT; 3) peecTp.

10 Jlath TOTKOBAaHUE CIIOBAM, COCTABUTH C HUMHU IpEaJIOKeHUs: 1) cepTudukar; 2) JTUMUT;
3) akKpeAUTHB.

11 Halitn ommOku, ucnpaBuTh uX: 1) BBIBOABI KOMHCCHMH MpPOTHBOpPEYAT C MHEHHEM
TPYAOBOTO KOJUIEKTHBA; 2) Manslii Ou3Hec pacTBopsieTcs u3-3a Opemenu Hajoros; 3) Hamoru c
Ka)KJJOT0 aBTOMOOMIISI B3bIMAIOTCSI C YUETOM CYMMBI PACTaMOXKKH.

12 Haiitn ommOku, wucnpaButh ux: 1) IlpeabsBnsas npeTeH3UH, PYKOBOIUTEISIM
HeoOX0aUMO YKa3bplBaTh MNpUYMHBI; 2) [‘apaHTUpOBaHHOE NHCHMO OTHIPABICHO BOBpeMs; 3)
ApeHgatop 00s3yeTcs 3aKIIIOYUTh BCE HEOOXOMMbIE JOTOBOPa Ha CTPAaxOBaHUE.

13 Haiitu ommbku, ucrpaBuTh ux: 1) Beerma HeoOxoaumMo 000CHOBBIBATH CBOM BBIBOJIBI Ha
pacuerax; 2) IlognuceiBast 10roBopsl, oriara rapantupyercs; 3) OmnnauynBas HOBYIO TEXHUKY, BaM
HE00XOIMMO Y4eCTh BCE HAJIOTH.

14 3akoHunTh JaHHBIE npemoxkeHus: 1) B cBI3M ¢ BOZHUKIIMMU (UHAHCOBBIMHU
TPpyAHOCTAMH. .. 2) CchulasCh Ha YCTHYIO JIOTOBOPEHHOCTh... 3) B menmsx ckopeiimero pemeHus
BOIIpOCa. ..

15 3akoHuuTh HaHHbIC Tpeaoxkenus: 1) Ha ocHoBaHuM mpecTaBIeHHBIX TOKYMEHTOB. .. 2)
B cBs3u ¢ HapymieHueM rpaduka MOCTaBOK MPOAYKIHWH... 3) Bo m30ekaHue KOHQIUKTHBIX
CUTYyalU. ..

16 3akoHunTe naHHble NpennoxkeHus: 1) Ilo mpuumHe 3amepkku 3apruiatel... 2) Beuny
3aJIep’KKH MOTy4YeHUs rpy3a... 3) Beneacrsue nu3MeHeH s 1IeH Ha SHEPTrOHOCUTEIH. ...

17 CoctaBUTh TUCHEMO-3aIIPOC.

18 CocTaBUThH OTBET Ha MUCHMO-3aIIPOC.

19 CoctaBUTh TUCHEMO-PEKIIAMALIHIO.

20 CocTaBUTh MPE3EHTAMOHHOE MUCHMO.

21 CocTaBUTh TUCHEMO-TIOJITBEPKICHUE.

22 CocTaBUTH aKT.

23 CocTaBUTh rapaHTUHHOE MUCHMO.

24 CocTaBUTh MUCHMO-TIPUTIIAILICHUE.

25 CocTaBUTh TUCBMO-PE3IOME.

26 CocTaBUTh CONMPOBOAUTEIBLHOE MUCHMO.

27 CocTaBUTh MUCHMO-TIPOCHOY.

28 CocTaBuTh 0J1ar0/1apCTBEHHOE TUCHMO.

29. CocTaBUTh NMCBMO-TIPUTTIAIICHHUE.

30 CocTaBUTh MHUCHbMO-0TKA3.

31 CocraBUTh NHUCHMO-JIEKIIAPALHUIO.

32 CocTaBUTh TUChMO-PEKIaMAIIHIO.

33 CocTaBUTb NIPUKA3 KaK pacOpPsIUTENbHbBIN TOKYMEHT.

34 CocTaBUTh OOBSCHUTEIBHYIO 3aMKCKY.

35 CocTaBUTh NUCHMO-TIPEAIIOKEHUE.

36 CocraBuTh MUCHMO-0hEPTY



Pa3aen 7. OHEHOYHBIE U METOAUYECKHUE MATEPHUAJIBI 11O
OBPA3OBATEJIbHOM ITPOT'PAMME (®@OHJI OIIEHOUYHBIX CPECTB) JIJIs
MPOBEJAEHUA TEKYIIEIO KOHTPOJISI YCIIEBAEMOCTHU Y TPOMEKYTOYHOM
ATTECTALIUA

Tabauya 7.1

IUIAHUPYEMBIE PE3VJIbTATbI OBYUYEHWS 1O JUCLMITIMHE «OCHOBBI JEJIOBOI

JOKYMEHTAIIMN U AEJIOITPON3BOACTBA B OPITAHU3AILIM», COOTHECEHHBIE C

[IJIAHUPYEMBIMU PE3YJIbTATAMU OCBOEHNSI OBPA3OBATEJIBHOI ITPOI'PAMMEBI
B COOTHOILIEHMHM C OHUEHOYHbLIMU CPEJJCTBAMU

ILnanupyemsle Mpamepsr
PEyILTATDL, KOHTPOJIbHBIX MeToabi\
XapakTepu3ymouue Coaepixanue .
3TANbI y4eOHOro maTepuaJia BOIPOCOB M 3aAaHMIH cpercrba
JJIs1 OleHKHU 3HAHUIA, KOHTPOJIS
(opmupoBanus . .
YMEHMUIi, BJIa/IeHUi
KOMIIEeTEeHIIUH
YK-4 Cnocoben ocywmecmenams 0€108y10 KOMMYHUKAUUIO 8 YCIMHOU U RUCbMEHHOU (hopmax
Ha 2ocyoapcmeennom azvike Poccuiickou @edepayuu u unocmpannom(vix) azvike(ax)

YK-4.1. 3naer | Tema 1. Opranuzanuonnsie | Tuner COJI. Cucrema | [lucbmeHHbIN

npaBuIia OCHOBBI 3JIEKTPOHHOTO JENONPOU3BOJCTBA  H | KOHTPOIb /

OCYIIIECTBIICHUS JIOKYMEHTO000pOTa B CHUCTEMa DJJIEKTPOHHOIO | 3cce (TEeMBI

JIEIOBBIX u(POBOH IKOHOMUKE. JOKYMEHTO000pOoTA. moxyneit 1,3

KOMMYHUKaIWN B | DIEKTPOHHBII Knaccudukamms ),. YCTHBIN

YCTHOM M MUCBMEHHOM | JOKYMEHTOOOOPOT Ha Oa3e aBTOMATU3HPOBAaHHBIX KOHTPOJIb /

dhopmax Ha | O()MCHBIX TIPOTPAMM. CUCTEM OTIPOC Ha CEM

rocygapctBeHHOM U | Tema 2. OpraHu3allMOHHO- | JEJONPOU3BOJCTBA U | 3aHATHH ,(T.1-

WHOCTPAaHHOM (pIX) | pacTiopsiAUTENHHAS 3JIEKTPOHHOTO 3,8,9),

SI3BIKE JIOKYMEHTAIIUS. JOKYMEHTO000pOoTA. dK3aMeHe (B.
Tema 3 CpaBouHO- Turnsl texuosoruit | 1-17,25-31)
uH(pOpMalMOHHAS 3JEKTPOHHOTO TectupoBanue
nokyMmeHTanus. Jlemosast yIpaBlIeHUS /TecToBbIE
MEPEINCKA. nokymentamu (DY ]]). 3agaHus 1-
Tewma 4. Pacniopsimurensabie | Cuctemsl 3,8,9 xaxoro
U OPTaHU3AIMOHHBIC aBTOMAaTH3ALUH BapHaHTa
JOKYMEHTEIL. ACJIONPONU3BOJICTBA B
Tema 5. Opranuzanus 1M (GPOBOH SKOHOMHKE
JIOKyMEHTO000pOTAa, CrpaBo4HoO-
pPErucTpanyuu U KOHTPOJIs HH(OPMALHOHHEIC,

JIOKyMEHTOB OpraHHU3alOHHBIE u
Tema 6. Opranuzanus pacropAAATEIbHBIC
ONEPaTUBHOTO XPaHEHUSI AOKYMCHTBI.
JIOKYMEHTOB. Crpykrypa u
DopMHUpOBaHUE JEII. coJiepKaHNe KaapoBOH
Tema 7. IlonroToBKa AOKYMCHTAaINH.
JIOKYMEHTOB K OpranuzanuoHHO-
MOCJEAYIOUIEH Mepeiadu B KaJpOBBIC NOKYMCHTHI.
apXMB MIM Ha yTuIms3amuio | [107ICHCTeMa apXuBa
JOKYMEHTOB,
yIpaBJICHUs] KOHTEHTOM
U Cpe/ICTBa
CTPYKTYpHU3AIUH.
(Opranuzarnus
XpaHuwiuina ¢anios;




Ilnanupyembie

IIpumepsl
pe3yJbTaThl,
XapakTepu3ylolme Coaep:xanue KOHTPOJBHBIX Meronen
BOIPOCOB U 3aJaHM cpeiacTBa
JTalbI y4eOHOro MmarepuaJia N
(bopmupoBanus AJIs OLEHKH 3HAHMI, KOHTPOJIS
YMEHMUI, BJIa/IeHUi
KOMMETEeHI[HN
Opranuzanus
MeTaIaHHbIX;
Hurterpanus ¢
oducHBEIMU
MPWIOKEHUSIMU U JP.).
YK-4.2. VYmeer | Tema 1. Opranuzanuonnsie | Tuner COJ[. Cucrema | [luceMeHHbIN
OCYIIECTBIISTh OCHOBBI 3JIEKTPOHHOTO NENIONPOU3BOACTBA U | KOHTPOJb /
JIEJIOBYIO JOKYMEHTO000pOTa B CUCTeMa DJIIEKTPOHHOTO | 3cce (TEMBI
KOMMYHUKAIIAIO B | I POBOH SKOHOMUKE. JIOKyMEHTO000POTA. Moxyneit 1,3
YCTHOH M NUCBMEHHOW | DJIEKTPOHHBII Knaccudukanus ),. YCTHBIN
dhopmax Ha | TOKyMEHTOOOOPOT Ha Oa3e aBTOMATU3HPOBAHHBIX KOHTPOJIb /
rOCy/IapCTBEHHOM U | O(UCHBIX IPOTPAMM. CUCTEM OIIPOC Ha CEM
WHOCTPaHHOM (p1x) | Tema 2. OpraHu3alluOHHO- | JACIONPOU3BOACTBA U | 3aHATHH ,(T.1-
SI3BIKE pacrnopsiAuTeNbHast 3JEKTPOHHOTO 3,8,9),
JIOKYMEHTAITHS. JIOKyMEHTO000POTA. JK3aMeHe (B.
Tema 3 CpaBouHO- Tunsl TexHojaoruit | 1-17,25-31)
uH(pOpMalOHHAs ANEKTPOHHOTO TectupoBanue
noKyMmeHTarus. JlemoBast yIpaBIICHUS /TecToBbBIE
Mepenucka. nokymentamu (DY [1). 3amanus 1-
Tema 4. Pacniopsaurensabie | CucTeMsl 3,8.9 kax10ro
U OpraHU3alOHHBIE aBTOMAaTH3aLUH BapHaHTa
JOKYMCHTHIL. ACJIOIIPOU3BOJACTBA B
Tema 5. Opranuzanus 1H(pPOBOH IKOHOMHKE
JIOKYMEHTO000pOTa, CrpaBo4HO-
pETUCTpaLK U KOHTPOJIA MH(OpMAIHOHHBIE,
JIOKyMEHTOB OpraHHU3aIOHHBIC u
Tema 6. Opranuzanus pacropsAIUTCIIbHBIC
OIIEPATUBHOI'O XPAHEHUS AOKYMCHTBI.
JIOKYMEHTOB. CrpykTypa 1
DopMUPOBAaHUE JICIL. COZIePIKaHUE KaPOBOi
Tema 7. [logroroBka AOKYMCHTalllH.
JIOKYMEHTOB K Opranu3zanuoHHO-
MOCJEAYIOLIEH Mepelavu B KaZpOBBIC NOKYMCHTBI.
apX¥B WM HA yTHIH3aIuio | LIOZICHCTEMA apXuBa
JTOKYMEHTOB,
yIIpaBICHUS] KOHTEHTOM
U CpecTBa
CTPYKTYPH3AIHH.
(Opraamzanus
XpaHuwiuina Gpanios;
Opranmzanus
METaaHHbIX;
Wnrerpanus c
0(pUCHBIMU
MPWIOKEHUSIMU U JP.).
YK-4.3. Baaneer | Tema 1. Opranuzaunonnsie | Tunsl C3OJ[. Cucrtema | [lucbMeHHbIH
HaBBIKaMU OCHOBBI 3JIEKTPOHHOTO JENONPOU3BOACTBA  H | KOHTPOIb /
OCYIIECTBIICHUS JIOKYMEHTO000pOTa B CHUCTeMa »JJIEKTPOHHOIO | 3cce (TEMBI
JIEJI0BOM 1M ppPOBON IKOHOMHUKE. JOKYMEHTO000pOTa. monayuen 1,3




Ilnanupyembie

IIpumepsl

pe3yJbTaThl,

KOHTPOJIbHBIX MeTtoan\

XapakTepu3ylolme Coaep:xanue .
BOMPOCOB U 3a/1aHUI cpeiacTBa
JTalbI y4eOHOro MmarepuaJia N
JJIs1 OeHKHU 3HAHUIA, KOHTPOJIS
¢dopmupoBanus . N
YMEHMUI, BJIa/IeHUi

KOMMETEeHI[HN

KOMMYHUKAaIUH B | DIEKTPOHHBII Knaccudukamnms ),. YCTHBIN

YCTHOM M MUCBMEHHOM | JOKYMEHTOOOOPOT Ha Oa3e aBTOMAaTU3HPOBAaHHBIX KOHTPOJIb /

dhopmax Ha | O()UCHBIX TIPOTPAMM. CUCTEM OTIPOC Ha CEM

rocygapctBeHHOM U | Tema 2. OpraHu3allMOHHO- | JEJONPOU3BOJCTBA W | 3aHATHH ,(T.1-

WHOCTPaHHOM (pIX) | pacTiopsiIUTENBHAS 3JIEKTPOHHOTO 3,8,9),

SI3BIKE JIOKYMEHTAITHS. JOKYMEHTO000pOoTA. dK3aMeHe (B.
Tema 3. CnpaBo4HO- Tumnsl texuosoruit | 1-17,25-31)
uH(pOpMaMOHHAS ANEKTPOHHOTO TectupoBanue
nokyMmeHTanus. Jlemosast yIpaBlIeHUs /TecToBbIE
MIEPEINCKA. nokymentamu (DY ]]). 3agaHus 1-
Tewma 4. Pacniopsimurensabie | Cuctemsl 3,8,9 xaxoro
U OPTaHU3AIMOHHBIC aBTOMAaTH3ALUH BapHaHTa

JIOKYMEHTBI.
Tema 5. Opranuzanus
JIOKyMEHTO000pOTa,
pPEruCTpalii U KOHTPOJIS
JIOKYMEHTOB

Tewma 6. Opranuzanus
OTIEPAaTUBHOTO XPaHEHUS
JIOKYMEHTOB.
DopMHUpOBaHUE JEII.

Tema 7. Ilogroroska
JIOKYMEHTOB K
MOCJEAYIOUIEH Mepeiavu B
apXUB WJIN HA YTHIM3AIUIO

JIeTTOTIPOM3BO/ICTBA B
I (pOBOI SKOHOMHKE
CnpaBoyHo-
MH(pOpPMAIMOHHBIE,
OpraHu3alOHHbIE "
pacnopsiiuTeNIbHbIE
JOKYMEHTBHI.
CrpykTypa u
CoJIep)KaHUE KapOBOU
JIOKyMEHTAIUH.
OpranuzanuoHHO-
KaJIpOBbIE IOKYMEHTHI.
[Toncucrema apxuBa
JOKYMEHTOB,
yIpaBlIeHUsI KOHTEHTOM
U Cpe/ICTBa
CTPYKTYpPHU3AIUH.
(Opranuzarnus
XpaHWIUIa Qaios;
Opranuzanus
MeTaJaHHBIX;
Huarterpanus ¢
oucHBIMU
MPWIOKEHUSIMU U JP.).

IIK-2 Cnocoben MMPOU3BOJUTH paCyYCT U aHAJIN3 SKOHOMHNYCCKUX IoKa3aTeeh PE3YIbTATOB ACATCIBHOCTHU

OpTraHu3alnu

UIIK-2.1. Tema 1. Opranuzauuonnsie | Tuner COJl. Cucrema | [luceMeHnHbIf
3HaTh: OCHOBBI 3JIEKTPOHHOTO NENIONPOU3BOACTBA U | KOHTPOJb /
HopMmatuBHbIe JIOKYMEHTO000pOTa B CUCTeMa DIIEKTPOHHOTO | 3cce (TEMBI
MPaBOBBIE AKTHI, 1M (ppoBOI IKOHOMHKE. JIOKyMEHTO000POTA. Moxyneit 1,3
peryimpyronme DNEeKTPOHHBIN Knaccudukanus ),. YCTHBIN
(hUHAHCOBO- JIOKyMEHTO00OPOT Ha Oa3e aBTOMATU3HPOBAHHBIX KOHTPOJIb /
XO3SHCTBEHHYIO O(UCHBIX MMPOTPAMM. CUCTEM OMpPOC Ha CEM
NEITENbHOCTD Tema 2. Opranu3zaliMOHHO- JEeJI0TPOU3BOJICTBA U | 3aHsATHN ,(T.1-
OpraHMu3aLuu pacnopsauTenbHas AJEKTPOHHOTO 3.,8,9),
[Topsimok pa3paboOTKH | MTOKyMEHTAITHS. JIOKYMEHTO000POTA. JK3aMeHe (B.




Ilnanupyembie

IIpumepsl
pe3yJabTaThl,
KOHTPOJIbHBIX MeTtoan\
XapakTepusymouue Coaepxanue .
BOIPOCOB U 3aJaHM cpeacTBa
JTalbI y4eOHOro MmarepuaJia N
JJIS1 OLICHKHU 3HAHMH, KOHTPOJIA
¢dopmupoBanus . N
YMeHM, BJIaJeHU I
KOMIIeTEeHIIUHU
HOPMAaTHBOB Tema 3. CnpaBo4HO- Tumnsl texnosoruit | 1-17,25-31)
MaTepuaibHBIX, uH(pOpManOHHAS 3JEKTPOHHOTO TectupoBanue
TPYIOBBIX, nokymeHTauus. Jlenoas yIIpaBICHUS /TecToBbIE
(UHAHCOBBIX PECYPCOB | MEPETHCKA. nokymentamu (OY ). 3anaHus -
B COOTBETCTBUU C Tewma 4. Pacniopsimurensabie | Cuctemsl 3,8,9 xaxoro
oTpacieBoit Y OpraHU3alMOHHbIE aBTOMAaTH3alUU BapUaHTa
HaIIpaBJIEHHOCTHIO JTOKYMEHTHL. ACJIONPOU3BOJICTBA B
Metonasl Tema 5. Opranuzanus 1M (GpOBOH SKOHOMHKE
SKOHOMHUYECKOTO JIOKyMEHTO000pOTa, CrpaBo4HoO-
aHaju3a U yJera perucTpanyuu ¥ KOHTPOIsL HH(OPMAIHOHHEIC,
IOoKa3areiiel JIOKYMEHTOB OpraHrh3allMOHHBIC u
JeITeIbHOCTHU Tewma 6. Opranuzanus pacropAAATEIbHBIC
OpraHM3allM U €€ ONEPaTUBHOTO XPaHEHUSI AOKYMCHTBI.
MOJpa3IeJICHUI JIOKYMEHTOB. Crpykrypa 1
Metoanueckue DopMUpOBaHUE JICII. COACPKAaHNUEC KaAPpOBOU
MaTepHabl 1o Tewma 7. IlogroroBka AOKYMCHTAaIINH.
IJTAHUPOBAHUIO, YUETY | TIOKYMEHTOB K OpraHu3aluoHHO-

Y aHAITU3Y
NesITeIbHOCTH
OpraHu3aIu
[Mopsimok pa3paboTku
OM3HEC-TIJIAaHOB B
COOTBETCTBUU C
OTpaciIeBOI
HaIpaBJIECHHOCTHIO
[Topsimok pa3paboTku
MEePCTIEKTUBHBIX
TOJIOBBIX IJIAHOB
XO3SI1ICTBEHHO-
(hUHAHCOBOH U
MIPOU3BOJACTBEHHOMN
NesITeNIbHOCTH
OpraHmu3aIu
Knaccudukamnms
METOJIOB U NMPUEMOB,
UCIOJIb3YEMBIX TIPU
aHanmn3e (UHAHCOBO-
X0351iCTBEHHOU
NEesATEIbHOCTH
OpraHu3alu
TpeboBanust oXpaHsbl
Tpyna

[Topsinok BeneHus
JIOTOBOPHOU pabOThI
Mertobl Opranu3auuu
OIEepaTUBHOTO U
CTaTUCTUYECKOTO
yuera

MIOCJIEYIOLIEH IIepelauu B
apXUB WIM Ha yTUIU3ALUIO

KaJIpOBbIE IOKYMEHTHI.
[Toxcucrema apxuBa
JOKYMEHTOB,
yIpaBlIeHUsI KOHTEHTOM
U Cpe/ICcTBa
CTPYKTYpPHU3AIUH.
(Opranuzarnus
XpaHwHIa Qaiios;
Opranuzanus
MeTaJaHHBIX;
HuTterpanus ¢
oucHBIMU
MPUIOKEHUSIMU U Ap.).




Ilnanupyembie

IIpumepsl
pe3yJabTaThl,
KOHTPOJIbHBIX MeTtoan\
XapakTepu3ylolme Coaep:xanue .
BOIPOCOB U 3aJaHM cpeacTBa
JTalbI y4eOHOro MmarepuaJia N
JJIs1 OeHKHU 3HAHUIA, KOHTPOJIS
¢dopmupoBanus . N
YMeHM, BJIaJeHU I
KOMIIeTEeHIIUHU
TexHomornueckue u
OpraHU3alMOHHO-
SKOHOMUYECKHE
YCIIOBHS
MIPOM3BOJICTBA B
COOTBETCTBUU C
OTpaciIeBOI
HaIpaBJIECHHOCTHIO
NeSITeIbHOCTH
OpraHu3aluu
HUIIK-2.2. Tema 1. Opranuzanuonnsie | Tuner C3OJ[. Cucrtema | [lucbMeHHbIN
Ymersn: OCHOBBI 3JIEKTPOHHOTO JENONPOU3BOACTBA W | KOHTPOI /
Ymers: JIOKyMEHTO000pOTa B CHUCTEMa DJIEKTPOHHOTO | 3cce (TEMBI
HIpuMeHsTh METOAMKH 1u(pPOBOH IKOHOMUKE. JOKYMEHTO000pOTA. moaynei 1,3 ),
OnpeAeneHus DJIEKTPOHHBIN Knaccudukamms VYcrHbii
SKOHOMHMIECKOH JOKYMEHTOOOOpOT Ha 0a3e | aBTOMaTHU3UPOBAHHBIX | KOHTPOJIb /
dbdexTnBHOCTH O(HCHBIX IIPOrPaAMM. CHCTEM OIIPOC Ha CEM
ipom’BOﬂCTBa Tema 2. OpranusaiMoOHHO- | JEIONPOU3BOACTBA U | 3QHATHH ,(T.1-
HAI3HpOBATH pacropsuTeIbHAs 3JIEKTPOHHOTO 3,8,9),
MMPOU3BOJACTBECHHO-
N JIOKYMEHTAIIUS. JOKYMEHTO000pOoTA. JK3aMeHe (B.
XO3AMCTBCHHBIC ITJIaHbI o
Tema 3. CnpaBo4HO- Tumnsl texnosoruit | 1-17,25-31)
OopraHuvsanuu
uH(pOpMalMOHHAS 3JEKTPOHHOTO TectupoBanue
PaccuuteiBaTh
nokyMmeHTanus. Jlemosast yIpaBlIeHUs /TecToBbIE
OKOHOMHWYECCKHNEC 1 3y 1
(buHAHCOBO- Mepenucka. éOKyMeHTaMH OY ). 3aganus |-
SKOHOMIUCCKIE Tema 4. PacniopsiauTenbHbIe HCTEMBI 3,8,9 xaxoro
TIOKa3aTelTH, Y OpraHU3alMOHHbIE aBTOMATH3ALUH BapHaHTa
XapaKTePU3YIOIIUe JOKYMEHTEIL. ,I[CJ'IOHpOI/ESBOI[CTBa B
NeSTebHOCTb Tema 5. Opranuzanus 11 (POBOIT SIKOHOMHKE
OpraHu3aluu I[OKYMCHTOO60p0Ta, CHpaBquo_
BBIMOTHSATS perucTpanuu U KOHTPOJIS HH(pOPMALHOHHBIC,
HEOOXOIMMBIE IS JIOKYMEHTOB OpraHu3alliOHHBIC Hu
COCTaBJICHUS Tewma 6. Opranuzanus pacropAAATEIbHBIC
HKOHOMHUYECKUX OTIEPAaTUBHOTO XPaHEHUS AOKYMCHTBI.
Pas3/IeNoB IIAHOB JIOKYMEHTOB. Crpykrypa 1
pacyeThl, 000CHOBBIBATE | (DOPMHUPOBAHKE JIET. coJiepKaHue KaJpOBOU
UX 1 IpEACTABIIATH Tema 7. HOHFOTOBKa AOKYMCHTAIUH.
pe3yJIbTaThl Pa0OTHI B JIOKyMEHTOB K OpraHu3anuoHHO-

COOTBETCTBHH C
MPUHATHIMH B
OpraHHU3aIuu
CTaHIapTaMu

CtpouTh cTaHIApPTHHIC
TEOPETUIECKUE H
HKOHOMETPUIECKUE
MOJIEJN, aHATU3UPOBATh
W UHTEPIIPETUPOBATH
MOJTyYCHHBIC
pe3yJIbTaThI

MOCJEAYIOUIEH Mepeiadu B
apXI/IB nJIn Ha YTI/IJII/BaI_II/IIO

KaJpOBbIE€ IOKYMEHTHI.
[Toxcucrema apxuBa
JIOKYMEHTOB,
yIpaBlIeHUsI KOHTEHTOM
U CpeJCTBa
CTPYKTypHU3alluu.
(Opranuzarnus
XpaHwHIa Qaiios;
Opranuzanus
MeTaJaHHBIX;
Harerpamms ¢




Ilnanupyembie
pe3yJabTaThl,
XapakTepu3ylolme
JTaMNbI
¢dopmupoBanus
KOMIIeTEeHIIUHU

Conep:xxkanue
y4eOHOro MmarepuaJia

IIpumepsl
KOHTPOJIbHBIX
BOIIPOCOB U 3alaHUil
JJI1 OeHKH 3HAHUM,
YMEHU, BJIaJeHUi

MeTtoan\
cpeacTBa
KOHTPOJIA

AHanu3upoBaTh U
UHTEPIPETUPOBATh
(huHAHCOBYIO,
OyXTaJITePCKYIO
nH(popMaImio,
COJEPKaIIIyIOCS B
OTYETHOCTH
OpraHu3aluy, 1
HCIIOJIb30BaTh
MOJTyYE€HHBIE CBEICHUS
JUISL IPUHSTHUS
YIPaBIEHYECKUX
peuieHuit
Hcnonb3oBaTh 1ist
pemeHus
aHAJMTUYECKUX U
HCCIIEI0BATEIbCKUX
3aJa4 COBpEMEHHEBIC
TEXHUYECKUE CPEJCTBA U
WH(pOPMAITMOHHBIE
TEXHOJIOTHH

oucHBEIMU
MPWIOKEHUSIMU U JP.).

HIIK-2.3.

Baagern:
DopMUPOBAHUEM U
MIPOBEPKOM IJIAHOB
¢uHaHCOBO-
SKOHOMUYECKOTO
pa3BUTHS OpraHU3aluu
Bribopom u
MIPUMEHEHUEM
CTaTHCTUYECKHX,
9KOHOMUKO-
MaTeMaTHYECKUX
METOJIOB H
MapKETHUHTOBOTO
HCCIIE0OBAHUS
KOJIMYECTBEHHBIX U
Ka4eCTBEHHBIX
rnokaszareJien
JeSITeTbHOCTH
OpTraHM3alnN
IIpoBenenunem pacyeToB
SKOHOMUYECKHUX U
(huHAHCOBO-
SKOHOMHUYECKUX
MoKa3areJyieid Ha OCHOBE
TUIOBBIX METOAUK C
Y4€TOM HOPMATHUBHBIX
MIPaBOBBIX aKTOB
PacueTom BiusiHUS

Tema 1. OpranuzanroHHbIe
OCHOBBI 3JIEKTPOHHOTO
JIOKyMEHTO000pOTa B
U(PPOBON IKOHOMHUKE.
DJIEKTPOHHBIN
JTIOKYMEHTOO0OpOT Ha Oa3ze
O(HUCHBIX MMPOTPAMM.
Tema 2. Opranu3anuoHHO-
pacnopsauTenbHas
JIOKYMEHTAITHS.

Tema 3. CnpaBo4HO-
UH(POpPMAaLIMOHHAS
nokyMmeHTanus. JlenoBas
MeperucKa.

Tema 4. PacniopsiautenbHbIe
U OPTaHU3AIHMOHHBIC
JIOKYMEHTBI.

Tema 5. Opranuzanus
JIOKyMEHTO000pOTa,
pEeruCTpaIy U KOHTPOJIS
JIOKYMEHTOB

Tewma 6. Opranuzanus
OTEepaTUBHOTO XPAHEHUS
JIOKYMEHTOB.
DopMUPOBAHUE JICII.

Tema 7. [logroroBka
JIOKYMEHTOB K
MOCJICIYIOLIEH IIepeladu B

Tuner CBJ[. Cucrema
NENONPOU3BOACTBA U
CHUCTEMa »JIJIEKTPOHHOIO
JOKYMEHTO000pOoTA.
Knaccudukamms
ABTOMATU3HPOBAHHBIX
CUCTEM
JENONPON3BOACTBA U
AIEKTPOHHOTO
JOKYMEHTO000pOoTA.
Tumnsl TEXHOJOTHUI
AIEKTPOHHOTO
yIpaBlIeHUs
nokymentamu (DY ]]).
Cucrembl
aBTOMATH3ALUH
JIeTIONPOU3BOJICTBA B

1 poBOI IKOHOMHKE
CrnpaBouHo-
nH(pOpMaIMOHHEIE,
OpraHHU3aIOHHBIC u
pacrnopsAUTENbHbIE
JOKYMEHTHI.

CtpykTypa u
coJiepKaHUe KaJIpOBOU
JOKYMEHTaI1H.
Opranu3zanuoHHO-
KaJIpOBBIE IOKYMEHTBHI.

ITucebmeHHbIN
KOHTPOJIb /
acce (TeMbl
monyien 1,3
),. YCTHBIN
KOHTPOJIb /
OIIPOC Ha CEM
3aHsATUU ,(T.1-
3.8,9),
JK3aMeHe (B.
1-17,25-31)
TectupoBanue
/TecToBbIE
3agaHus |-
3,8,9 xaxmoro
BapHaHTa




Ilnanupyembie
pe3yJabTaThl,
XapakTepu3ylolme
JTaMNbI
¢dopmupoBanus
KOMIIeTEeHIIUHU

Conep:xxkanue
y4eOHOro MmarepuaJia

IIpumepsl
KOHTPOJIbHBIX
BOIIPOCOB U 3alaHUil
JJI1 OeHKH 3HAHUM,
YMEHU, BJIaJeHUi

MeTtoan\
cpeacTBa
KOHTPOJIA

BHYTPEHHUX U BHEITHUX
(haxkTopoB Ha
9KOHOMHUYECKHE
MTOKa3aTeH
OpTraHM3alNN
OmpeneneHueM
SKOHOMHUYECKOU
a¢hekTuBHOCTH
OpraHM3alluy TPya U
MTPOU3BOJICTBA,
BHEJIpEHUE
WHHOBAIIMOHHBIX
TEXHOJOTHUI
IIpoBenenuem
9KOHOMHYECKOTO
aHalii3a X03sUCTBEHHOMN
JESTSILHOCTH
OpTraHHU3aIUU
IToaroToBKOM OTYETORB O
¢uHaHCOBO-
XO3SMCTBEHHOU

eI TeTbHOCTH
OpTraHM3alNN
OmpeneneHueM
PE3epBOB MOBBIIIEHUS

s dexTrBHOCTH
JESATSILHOCTH
OpraHHU3aIUU
CoBepITIcHCTBOBAaHUEM
dhopm OpraHU3aIHNH
TpyJa W YNpaBJICHUA, a
TaKk)k€  IJAHOBOM U
YYETHOW MOKyMEHTAIlu!
OpraHu3aluu

APXUB WK Ha YTUIU3AUIO

[Toncucrema apxuBa
JOKYMEHTOB,
yIpaBJIeHUS] KOHTEHTOM
U Cpe/icTBa
CTPYKTYpPH3aIUH.
(Opranuzarnus
XpaHWIUIa Qaisos;
Opranmzanus
METaIaHHBIX;
Wnrerpanus c
oducHBIMU
MPWIOKEHUSIMU U JP.).

7.2 IlepedeHb BONPOCOB JIsl MOATOTOBKHU K MPOMEKYTOYHOM aTTecTalliy 3a4eTy

. UTo moHMMAaeTCs o1 OpraHu3aIend JOKyMeHToo0opoTa?
. HOHHTI/IG I[OKYMGHTOO60pOTa, €0 KOJIMYCCTBCHHBIC U KAYCCTBCHHBIC XapaKTepI/ICTI/IKI/I.
. MecTo u posib TOKYMEHTOB B YIIpaBJICHUU HAa COBPEMEHHOM dTarle.
. cI)yHKI_[I/II/I ,Z[@HOHpOI/ISBO,Z[CTBa.

. CoctaB HOpMaTUBHO-MeTOoIMuUecKoi 6a3bl JIOY.
. UTo moHuMaeTcs moJ| TOKyMEHTAllMOHHBIM 00ecrieueHIEeM yIpaBIeHUs ?
. [TonsiTHE OpraHU3aIMOHHBIX JOKYMEHTOB

. Crannaptuzanus u yaudukanus cucremsl J10Y.

. O6mepoccuiickue KiaacCu(UKaTOpbl TOKYMEHTAIIUH.

10. l'ocymapcTBeHHAs CUCTEMA IOKYMEHTAIIHOHHOTO 00ECTICYCHHUs YIIPaBICHHSL.
11. bnaHku TOKYMEHTOB U TPEOOBAHHS K HUM.

O 00 1N DN K W=



12. Crpyktypa nokymenrta. TpeboBanus k opopmieHuto gokymentos no ['OCT P 6.30-2003. 13.
[TpaBuna opopmnenus pexkpusura "aapec”, "mata", "ungexc", "pu3a", "3aromoBok", "moamnuce".

14. C kakoii 1enpio pa3pabaThIBalOTCsI HHCTPYKIIMHU IO JICIOMPOU3BOJICTBY, YTO B HUX HEOOXOIUMO
MpeyCMOTPETH?

15. Cucrema opranu3allMOHHON JOKYMEHTAI1H.

16. Cucrema pacnopsiANTENLHON TOKYMEHTAIWH.

17. JlaiiTe onpeneneHue TepMUHa ''pacriopsinTENbHbIE TOKYMEHTHI" .

18. HazoBuTe BUIbI pacOpSAUTEIbHBIX JOKYMEHTOB.

19. Busbl 1 Ha3HaYEHUE TUYHBIX TOKYMEHTOB.

20. [laiiTe onpeneneHre TeEpMUHA "OpraHU3alMOHHBIE TOKYMEHTHI'.

21. Ha3zoBuTe BUIbI OPraHU3aLMOHHBIX TOKYMEHTOB.

22. Cuctema nH(GOPMAITMOHHO-CITPABOYHON TOKYMEHTAITUH.

23. Ciy>xebHas epenucka Ha IpeAnpUsSTHH.

24. I1paBuna opopMieHHUs CIyKeOHOTO MTUChMA.

25. CTpyKTypa J€N0BbIX U KOMMEPUYECKUX MTHCEM.

26. Kimaccudukanms 1e10BbIX 1 KOMMEPUYECKHUX TTHUCEM.

27. TloHsiTHe ¥ IPUHLIMIIBI OPTaHU3AIUHN TOKYMEHTOO00pOTA.

28. O6paboTka BXOIAIINX TOKYMEHTOB.

29. O6paboTKa UCXOIAIINX TOKYMEHTOB.

30. BuyTpeHHHE IOKYMEHTHI OpraHu3alyu.

31. VYkaxuTe TEXHOJOTHMUYECKYI0 TOCJIEIOBATENIbHOCTh 3TaloB paboThl €  BXOIAIIMMHU
JOKYMEHTaMH.

32. Yro Takoe HOMEHKJIATypa e, C KaKOH LeNbio pa3padaTbIBalOTCs TUIIOBbIE HOMEHKIIATYPhI Je?
33. PaGota ¢ nuchmMamMu U 0OpaIeHUsIMA TPaK/IaH.

34. IlpuBenuTe NpUMEpPHI PErUCTPALIUU TOKYMEHTOB.

35. CocTaBiieHHE HOMEHKIATypbl Je.

36. ®opmupoBaHue 1 0pOpMIICHHE eIl

37. IloaroToBka u mepeaada JTOKyMEHTOB Ha ApXHUBHOE XpAHEHUE.

38. Yro Takoe KOH(PUACHIINATBHBIN TOKYMEHT?

39. Opranm3anus paboThI C TOKYMEHTaMH, KOTOPbIe OTHECEHBI K TOCYIapCTBEHHON TalHE.

40. YkaxuTe 0cOOCHHOCTH BEIEHUS AEIONPOU3BOJICTBA, 00ECIICUNBAIONIETO YUET U COXPAHHOCTh
KOH(pHUACHITMAITBHOW HH(POPMAIIUU U TJOKYMEHTOB.

41 TunoBsle OpraHU3alMOHHbBIC CTPYKTYPHI CIIYKOBI 1€7I0MPOU3BOICTBA

42 YcnoBus Tpyia pabOTHHUKOB CITYKOBbI JEIONPOU3BOICTBA

43 KoMIbIOTEpHBIE TEXHOJIOTUH B JIEIONPOU3BOJICTBE

44 OGecrieueHNE COXPAHHOCTH JJOKYMEHTOB B 3JIEKTPOHHOU popMme

45 YcTaB Kak OCHOBHOM OpraHU3allMOHHBINA JJOKYMEHT.

46 CrangapTHbie (pa3bl U BRIPAXKEHUS JETOBBIX 1 KOMMEPUYECKUX MTHCEM.

47 ITpoxoxaeHNE UCXOIAIINX U BHYTPEHHUX JTOKYMEHTOB.

48 OCOOEHHOCTH SI3bIKA U CTUJISL CITY)KEOHBIX JOKYMEHTOB.

49 PexBU3UTBI MEKIYHapOJHOro nucbMa. OCHOBHBIE PEKOMEHIALMM IO COCTABIEHUIO TEKCTOB
MEXIyHApOJHBIX MMHCEM.

50 Yrto ompenenser ¢GopMyIsap IOKyMEHTa M 4YeM OTJIn4aeTcss (opMyJsip TOKyMEHTa OT
dhopmynsipa-o6pasma?

51 Ha3zoBuTe OCHOBHBIE TPYIIIBI (YHKIMNA JOKyMEHTa. UeM XapaKTepu3yeT KaxIyro rpymnimy?

52 Yrto oOycnaBnuBaeT IOPUIUICCKYIO CUITY O(DUIIMATIBHOTO JJOKyMEHTa?

53 OyHKIMM OCHOBHBIX MOJIPA3/IEIECHUI CITyKObl TOKYMEHTALIMOHHOTO 00ECTIeUeHH sl YIPaBICHUSI.
54 ABTOMaTHM3MpOBaHHbIE TEXHOJOTUU OOPaOOTKM [OKYMEHTOB M HX BIUSHUE HA CHUCTEMY
JIEJIONPOU3BO/ICTBA KOHKPETHOM OpraHu3aluy.

55 CnpaBouHO-HHGOPMAIIMOHHBIE TOKYMEHTHI.

56 CtpykTypa 1 coaep:kaHue KaapoBoi JoKyMeHTaluu. OpraHu3aliOHHO-KapOBbIe JOKYMEHTHI.
57 OCHOBHBIE aCMEKTHI KYJIbTYPHhI I€JIOBOM PEUH.

58 Crannmaptuzanusi s3plka JTOKyMEHTa. SI3bIKOBbIE TpeOOBaHUS K OGOPMIICHHIO PEKBH3UTOB
JOKYMEHTA.



59 TunuuHbIe OMUOKHU B S3BIKE U CTHIIC JOKYMEHTOB.

60 SI3p1KOBOE OhOpMIICHUE JIMYHBIX IOKYMEHTOB

61 Tumsr COJ]. Cuctema enonporu3BOICTBA U CHCTEMA JIEKTPOHHOTO JTOKYMEHTO000pOTA.
62 Knaccudukanmsi aBTOMaTH3MPOBAHHBIX CHCTEM JIEJIONPOU3BOJICTBA U JIEKTPOHHOTO
JOKYMEHTO000pOoTA.

63 Turbl TEXHOJIOTHH AJIEKTPOHHOTO yIpaBiieHus fokyMeHTamu (DY ]1).

64 CucremMbl aBTOMATH3aLUH JICJIOTIPOU3BO/ICTBA B IU(PPOBON IKOHOMUKE.

65 Iloxcucrema apxuBa JJOKyMEHTOB, YIIPABICHUS KOHTEHTOM U CPEACTBA CTPYKTYPHU3ALHH.
(Opranmsanusa xpanunuma (aiinos; Opranuzanust MetananHbix; MaTerpamnus ¢ ohucHsIMU
MPWIOKEHUSIMU U JP.).

7.3 IllpumepHbIe TeCTOBbIE 3aJaHUS TS
KOHTPOJIA (MOHMTOPMHIA) KAYeCTBA YCBOEHHS MaTepHaJia, B T.4. B PAMKaxX py0e:KHOro

KOHTPOJIS 3HAHMIi 22

IlepBblii BapuaHT

1. UTo He OTHOCUTCS K yYpPeaAUTeJIbHbIM JOKYMEHTAM IOPUINYECKOr0 Juna?

+ IIpoTokoin coOpanus yapeauTeneii;

— Ycras;

— YupeauTenpHblid JOTOBOP.

2. IToJs10:keHMeE O CTPYKTYPHOM MOAPA3JAeJeHUM — ITO:

+ MpaBOBOM aKT, KOTOPBIN YCTaHABIMBACT CTaTyC, (QYHKIIUH, MPaBa, 00sS3aHHOCTH U
OTBETCTBEHHOCTb CTPYKTYPHBIX MTOAPA3ACIICHUNA U UHBIX OPTraHOB;

— MPaBOBOM aKT, KOTOPKIA ONPEENISIeT CTaTyC OPraHU3alliH, ee 3a7a9d U QYHKIINH, TIpaBa,
OTBETCTBEHHOCTh, OPAJIOK AEATEIbHOCTH;

— JIOTOBOP, CTOPOHBI KOTOPOTO 00S3YIOTCS CO37aTh IOPUINYECKOE JIUIIO M YCTAHABIUBAIOT MOPSIOK
COBMECTHOMH JI€ATEIbHOCTH 110 JAaHHOMY (PaKTy.

3. JlaToii 10I)KHOCTHOM MHCTPYKIMH SIBJISIETCS 1aTa:

+ €€ YTBEPXKIACHUA,

— €€ COCTaBJICHUS;

— 03HAKOMJICHHUS C Hel pabOTHHUKA.

4. IIpaBoBO#i aKT, B KOTOPOM 0TO0pPAakaeTcsi NOPSAOK IeATEIbHOCTH PYKOBO/ICTBA
OPraHM3alMHU, 2 PABHO KOJJIETHAJBHOI0 HJIH COBEIIATEILHOI0 OPraHa — 310:

+ perjiamMeHrT;

— IITATHOE PaCIUCaHUE;

— yCTaB.

5. ITo cdepe cBoero aeiicTBUsI pacopsiiuTe/IbHbIE JOKYMEHTBI AeJIATCS Ha:

+ (henepanbHOTO YPOBHS, PETHOHATLHOTO YPOBHS, TPABOBHIE AKTHI OPTaHU3AIU;

— KOJUIEKTUBHBIE U UHAUBUIYAJIbHBIC;

— IIPaBOBBIC AKThl OPraHU3alMi, TPABOBBIE AKThl UX CTPYKTYPHBIX MOAPA3ACICHUMN.

6. Pacnopsizkenne u3gaercs:

+ €IMHOJINYHO;

— KOJUIETUAJIBHO;

— B YCIIOBUSIX BEJIOMCTBEHHOTO PETYJIMPOBAHUS.

22PyGexkHBbIi KOHTPOJIb 3HAHHI IIPOBOJUTCS JJIsl CTY/IEHTOB OYHOM (JOPMBI OOYUEHUS 1M OLEHUBAETCS MO IIKAJIE
«3aYTEHOY/(HE 3aYTECHO)



7. Konusi 4acTu J0KyMeHTa, KOTOpasi 3aBepeHa B ONpeaeIeHHOM MOPsiIKe, ITO:

+ BBINIMCKA,

— 3JIEKTPOHHASI KOTIHS;

— nyOnuKar.

8. He siBasieTcst JOKYMEHTOM, KOTOPbIi HHUIIMHPYET pelleHune:

+ OPOEKT JOKYMEHTA,

— 3aKJIIOYCHHUE;

— JIOKJIa/IHAsl 3aIMCKa.

9. Uem BHellIHE OTJIMYAETCH MPOEKT JOKYMEHTA OT €ro OKOHYATeJIbHOI0 BApUaHTa?

+ Hannuceero «poekT» B BEpXHEM MOJIE CIIPaBa;

— IIpoekT He 00s3aTenbHO 0GOPMIIATEH B TAKOH ke popMe, Kak OyAyIIuid JOKYMEHT, T0OCTaTOYHO
CaMOT0 TEKCTa;

— IIpoekT oopmisieTcs Ha crielagIbHOM OJIaHKe.

10. Kakasi yacTh OCTAHOBJIEHHS COAEPKUT HOPMATHBHbBIE MOJIOKEHUSI UJIM MOPYYeHUus?
+ PacniopsiaurenbHas;

— KoncraTupytomas;

— BBogHas.

11. B cocraB uH(OPMAITHOHHO-CIIPABOYHbIX JOKYMEHTOB He BXOIUT:

+ ykazaHue;

— JIOKJIa/THas 3aIIUCKa;

— CBOJIKA.

12. Bua uH(pOpMaIHOHHO-CIIPABOYHOM TOKYMEHTALMHU, SABJISIIONICHCS CIIOCO00M
ONepaTUBHOTO HHGOPMAIIMOHHOT0 00MEHA MesKAy OPraHU3alusIMU, HA3bIBACTCS:

+ nepenucKoii;

— NOKYMEHTAIMEH ISl CITY»KEOHOTO TIOJB30BaHUS;

— CTaTUCTUYECKON OTUYETHOCTBIO.

13. Yo npeacrasJsieT co00ii 3asiBJIeHHE B JOKYMEHTO000pOTe OpraHu3anumn’?

+ DTO NOKYMEHT, KOTOPBIH apecoBaH JI0JKHOCTHOMY JIUILY U COJAEPKUT KaKyI0-1100 Mpoch0y
paboTHUKa;

— OT0 TOKYMEHT C MpeUI0KEHUEM Ha3HAYUTh, IEPEMECTUTD WIIH MTOOLIPUTH PAOOTHHKA;

— DTO TOKYMEHT, OOBSCHSIONINI MPUYHHBI CITyYUBIIETOCS, KOTOPBIN COCTaBIsIeT pabOTHUK HA UM
PYKOBOAMTEIS.

14. YTo He siBJsIeTCS NPU3HAKOM aKTa?

+ cocTaBieHue B CBOOOIHOU (hopme;

— ycTaHOBIIeHHE (PaKTUYECKOTO COCTOSIHUE JIeT M OTPAKEHUE €TO B aKTE;

— KOJUIETHAIbHOCTh COCTABIICHHUS.

15. lokyMeHTBI, KOTOpPbIe U3IaHbI BHYTPH YUpesKAeHHUsI U OTIPaBJIEHbI 32 ero nmpeaesibl sl
PYKOBOACTBA HUKECTOSIIIIMM OPraHaM yNpPaBJIeHUs JIU00 B LeJsIX HCIIOJTHEHHUs MUCbMEHHBIX
YKa3aHU# BbICHICH HHCTAHIUH, HA3bIBAKOTCH:

+ HCXOASIIMMU TOKYMEHTAMU;

— BXOJSIIUMH JIOKYMEHTaMU;

— MEPENHUCKOM.

16. Uto BKIIOYaeT B ce0s1 TEXHUYECKOE UCIIOJTHEHHE IOKYMEHTA:

+ MOArOTOBKY MPOEKTa JOKyMEHTa, Ha0Op U pacredaTKy TeKCTa MPOeKTa, KOPPEKTUPOBKY
COJIepKaHus JOKYMEHTA MOCJIe COTTIacoBaHus, opopMiieHne (PMHATHLHOTO BapUaHTa IOKYMEHTA;
— IIPEIOCTABICHUE PACIIEYATAHHOTO MMPOEKTA JOKYMEHTA PyYKOBOJUTEIIO HA COIJIaCOBaHUE,
yCTpaHEHUE HETOYHOCTEH, HAOOp OKOHYATEITLHOTO JOKYMEHTA;

— COCTAaBJICHHE IOKYMEHTA Cpa3y B OKOHYATEJIbHOM BAPUAHTE, €r0 MOANUCAHUE Y PYKOBOAUTEIS,
OTMpaBKa JOKYMEHTa aJipecary.

17. Korapa 1oKyMeHT sIBJISIeTCS MCTIOJTHEHHbIM?

+ Korna paccmarpuBaeMblil B JOKYMEHTE BOIIPOC pa3pelleH MOJIHOCThIO U MEPENucKa Mo HeMy
3aBEPILIECHA;

— Kak TonbKO TOKyMEHTY NMPUCBOEH PErUCTPALIMOHHBIN HOMED;

— Korzaa 1oKkyMeHT nosty4eH KOHEYHBIM aIpeCaTOM.



18. Kakue pa3mepbl mIpu()TOB pEKOMEHAYETCSl HCI0JIb30BATh NPU 0()OPMJIEHHH TIOKYMEHTOB
corsiacio I'OCT P 7.0.97-2016?

+ No 12, Ne 13, Ne 14;

—Ne 12, Ne 14, Ne 16;

—Ne 11, Ne 12, Ne 14.

19. HudposBoii nian 0yKBeHHO-IU(PPOBOH HACHTU(PUKATOP TOKYMEHTA, BKJIKOYAKOIIM I
NMOPSAKOBBII HOMeP, JONMOJIHSIEMbIi 10 KeJJaHUI0 MHAEKCAMH COIJIACHO MCIO0JIb3YyeMbIM
KkJIaccupuKaTopam, Ha3bIBaeTCs:

+ pETUCTPALIUOHHBIM HOMEPOM HOKYMEHTA,

— rpudom;

— JJaTOM JOKYMEHTA.

20. Kakoii ¢popmaTt OymMaru ucnoJjib3yercs 1Jsi U3roToBJIeHHsI OJJAHKOB Pe30JII0uuii?

+ AS, A6;

— A4, AS;

— A6, A4.

21. HocuresneM nngopmManum siBJIseTCA:

+ MaTepHaIbHBIN 00BEKT, KOTOPBINA HYKEH /Ui (PUKCAIMH, XPaHEHUS (1 BOCIIPOU3BEICHNUS)
pEeYeBOii, 3BYKOBOW MJIM U300pa3UTEIHHOM HHPOPMAIINH;

— co3/1aTeNb JOKYMEHTa;

— CTPYKTYpHOE I0/ipa3/ielIeHre, BRINONHoMIee (GyHKIUU M0 BEJCHUIO JOKYMEHTO000pOTA.
22. CBOMCTBO JOKYMEHTA NOATBEPKIATH 1€JOBYIO 1eSITeJIbHOCTh JTH00 COOBbITHE JIMYHOTO
XapakTepa — 3T0:

+ pUanICeCKad 3HaUYMMOCTb JOKYMCHTA,

— IOpUINYECKas CHJIa JOKYMEHTA;

— AYTCHTUYHOCTb.

23. TUNIOBBIM CPOKOM MCIOJHEHNSI JOKYMEHTA Ha3bIBAETCS:

+ CPOK MCITIOJIHEHUS JOKYMEHTA COIVIACHO HOPMAaTUBHO-IIPABOBOMY aKTYy,

— CPOK UCTIOJTHEHHSI, KOTOPBI YCTaHOBJIEH B OPTaHU3allMOHHO-PACTIOPSIAUTEIHHOM JOKYMEHTE WIIN
B PE30JIIOLINY;

— CPOK UCTIOJTHEHHUSI, yCTAHOBJICHHBIN CIIOKUBIIUMCS B OPraHU3aI[UU OObIYaeM.

24. CnpaBOYHHK, coiep:Kalliii cBeieHUs1 0 (POHAAX apXHBA U NpeIHA3HAYeHHBIH 1J1s1
03HAKOMJIEHHUSI € UX COCTABOM U COJepP:KaHHeM — ITO:

+ apXUBHBII IyTEBOAUTEND;

— apXUBHBIN CIIPABOYHHUK;

— apXUBHBIN yKa3aTellb.

25. YuunduuupoBanHoit popMoii JOKyMeHTA SIBJISIETCS:

+ dopMyIIsip JOKYMEHTA ONPEeIEHHOTO BI/1a, KOTOPBINA COIEPKUT MOCTOSHHYIO YacTh TEKCTa;
— OyMa)kHBIN WM AJIEKTPOHHBIN IA0JIOH ¢ PEKBU3UTAMHU, IO KOTOPHIM OIPEIENISIETCS aBTOP
o(pumaNEHOTO JOKYMEHTA;

— PEKBHU3UT O COTJIaCHM OpraHU3alliu, KOTOPast He SBJSETCS aBTOPOM JOKYMEHTA, C €ro
COJIEP/KaHUEM.

26. KakoBa qyiuHa caMoil JJIMHHOM CTPOKHM PEKBHU3MTA NPH YIJIOBOM PACHOJI0KEHU U
PEeKBU3UTOB?

+ He Oomee 7,5 cwMm;

— He 6onee 12,5 cm;

— He Gonee 10 cm.

27. PeKBU3UT JOKYMEHTa — 3TO:

+ aeMeHT 0OPMIICHUS JOKYMEHTA;

— PErUCTpalMOHHBI HOMEP TOKYMEHTA,

— CBEJICHHUS O JIaTe U UCIIOJIHUTENE JOKYMEHTA.

28. Bxoasimumii JOKYMEHT NPOXOIUT cJeayIolue 3Tanbl 00padoTkm:

+ CONMpOBOXKIEHHE U JJOCTAaBKa C MOYTHI, IepBUYHAs 00paboTKa, perucTpanus, NoroToBKa Ha
JOKJIaJl, PaCCMOTpEHHE U 0(pOpMIICHHE PE30TIONNI, PETUCTPALS PE30IIOIINH, TOCTAHOBKA Ha
KOHTPOJIb UCIIOJIHEHHUS, OTIIPaBKa Ha UCIOJIHEHNE, UCTIOJHEHHE U KOHTPOJIb 32 HUM, IIPUEM



HUCIIOJIHCHHOTI'O IOKYMCHTA, CHATHC C KOHTPOJIA, MOMCIHICHUC UCTIOJITHCHHOI'O IOKYMCHTA B ACJIO,
paboTa c HUM, TeKyIllee U apXUBHOE XpaHEHUE, YHUUTO)KCHHUE U CIIHCAHUE;

— YCTaHOBJIEHHE KOHKPETHOTO aJipecaTa JOKYMEHTA B OPraHU3alliU, PETUCTPALUs JOKYMEHTA O
BXOJIALINM JXKypHajam, reperadya T0KyMeHTa aJpecaTy, yKa3aHHOMY €ro B TEKCTE, YCTaHOBJICHHE
CPOKOB UCITIOJTHCHUA NOKYMCHTA, UCIIOJITHCHUC JOKYMCHTA, ITPOBCPKaA PC3YyJIbTATOB HUCIIOJIHCHUS,
MOMEII[EHUE TOKYMEHTa B HOMEHKJIATYpHOE €0 U MOCIEAYIOIas c1aya B apXUB;

— perucrpanus JOKyMEHTA 110 BXOAAIIEH KOPPECIIOHACHIINY, IIepeiada €ro PyKOBOIUTEIIO JUIs
oTpezieNieHUs] UCTIOIHUTENS, epeaaya J0KyMEHTa HelTOCPEICTBEHHOMY HCIIOTHUTENI0, KOHTPOJIb
3a UCIIOJIHCHUEM NJOKYMCHTA, UCIIOJIHCHUC JOKYMCHTA, IPUCM PC3YyJIbTATOB HUCIIOJIHCHUSA
pYKOBOJUTENIEM, OTMETKa 00 MCIIOJTHEHUH B CTIELIMATBHOM XKypHalle, ciaya IOKyMEeHTa B apXUB.
29. [IpexBapuTeJbHBINA TEKCT JOKYMEHTA, KOTOPbI JINYHO FOTOBUT UCIOJHUTEIb HJIH
COMCIOJTHUTE/Ib TI0KYMEHTA, 3TO:

+ IPOEKT JOKYMEHTA,

— 9K3EMIUISIP JOKYMEHTa;

— KOIIHUA JOKYMCHTA.

30. Jes1onpou3BoOaACTBO — 3TO:

+ AeATeNbHOCTD MO JJOKYMEHTHPOBAHUIO, TOKYMEHTOOOOPOTY, OTIEPATUBHOMY XPaHEHHIO U
UCIOJIb30BaHUIO TJOKYMEHTOB;

— IpOLEaYpa CO3AAHUS, THPAKUPOBAHUSA U PETUCTPALIMU BXOASUIEN U UCXOASALIEN JOKYMEHTAUN
OpraHu3aluiy;

— HETMIOCPEICTBEHHOE CO3aHne O(OUIIHAIBHBIX TOKYMEHTOB Ha MPEIIPUSTHH.

31. OCHOBHBIMHU 321a4aMM ABTOMATH3ALMHU JOKYMEHTO000POTA U CUCTEM JOCTABKH
HHpopManH ABIAIOTCA:

+ MHTEerpamnus TeXHOJIIOTUN JeIONPON3BOACTBA B €IUHBIN MPOLIECC;

- IOATOTOBKA TCKCTOBLIX JOKYMCHTOB;

- HCIIOJIb30BAHKE CPEJICTB BHEUTHIUX KOMMYHHKAIIHIA;

- IPUMCHCHUC ayJHOBU3YAJIbHBIX CPCIACTB.

32. TexH0J10TUM ABTOMATH3HMPOBAHHOI'0 IOKYMEHT0000POTA BKJIKOYAIOT:

- IIJTaHUPOBAHUE U YIIPABICHUE PECYPCAMU;

+ hopMupoBaHue U HaKOIUIEHHE 0a3bl ANEKTPOHHBIX TOKYMEHTOB;

- IPOrpaMMHO-AIIAPaTHYIO I1aThopmy;

- IeTIOBYIO TpaduKy.

33. CeTeBble KOMNIBIOTEPHI B JOKYMEHTAIHOHHBIX CHCTEMAaX 00eCeYnBAKOT:

+ SKCTIEAUITUOHHYIO 00PabOTKY JOKYMEHTOB;

- KOHTPOJIb UCIIOJIHCHUS 110 CYIICCTBY IMMOCTABJICHHBIX 3a/1a4;

- KOJUIEKTUBHBIN JOCTYII K pECypcam CeTH;

- UCCIICAOBAHUE 3HAKOBBIX CUCTEM.

34. Ilpunoxenue Internet Explorer no3BoJsier:

- C03/1aBaTh MH(POPMAITMOHHBIE XPAHUJIHILA;

+ mpocMaTpuBath web-ctpanuilsl B IHTepHeTe;

- o0ecrieyuBaTh HEMPOTHBOPEUYHBOCTH IOKYMEHTOB;

- KAYeCTBEHHO OPOPMJISATh TAOJIMYHbBIC JaHHBIC.

35. ABromMaTH3anMs JOKYMEHTAIlHOHHOIO o0ecneyeHnsl yIpaBJieHHs o0ecrednBaer:

+ CBOEBPEMEHHYIO KOPPEKIIUIO HCXOIHBIX TJIaHOB;

- POCT MOTEPh YaCTU WHPOPMALINH;

- BBIOOp ONTHUMAJILHOM MPOrpaMMHO-aIapaTHON TIaTGopMBI;

- IPEAOCTABJICHUC YCIYT IO UMUTAIUOHHOMY MOJCIIMPOBAHUIO.

7.4. Onucanue nokasarejeil 1 KpuTepreB OLEHNBAHUA CPOPMUPOBAHHOCTH
KOMIIETEHIIMI HA Pa3JIHYHBIX 3TanaxX uX ()OPMUPOBAHUS;
LIKAJIbI U MPole1ypPbl OLlEeHUBAHUSA

7.4.1. BonpocoB M 3a1aHMii I TEKYIIed U MPOMEKYTOYHOM aTTeCTAllMU



IIpu onieHKE 3HAHUM YUUTHIBACTCS:
1. VYpoBeHb YCBOEGHHMS TEOPETHYECKHMX TMOJOKEHHM JHUCHUIUIMHBI, MPAaBUIBHOCTh
(hOpMyJIUPOBKM OCHOBHBIX TTOHSTUN U 3aKOHOMEPHOCTEH.
2. YpoBeHb 3HaHUS (HaKTHUIECKOTO MaTepruaia B 00beMe MPOTrpaMMEI.
3. Jloruka, CTpyKTypa U FpaMOTHOCTb U3JIOKEHUS BOIIPOCA.
4. YMeHue CBSI3aTh TEOPUIO C MTPAKTUKOM.
5. YMmenue nenath 0000IIEHNUs, BBIBOIBI.
Tabnuya 7.4.1.1

Ixasa oneHUBAHUA HA DK3aMeHe

Onenka KpuTtepun BbICcTaB/IeHHsI OLCHKH

OTan4HO OOyyaromuiicst TOJKEH:

- IPOJEMOHCTPUPOBATH TNIyOOKOE W MPOUYHOE YCBOEHUE 3HAHMIA
IIPOrPaMMHOTr0 MaTepHaa;

- HCUYEpIBIBAIOLIE, MOCJIEI0BATEIbHO, IPAMOTHO M JIOTHYECKH
CTPOMHO U3JIOKUTh TEOPETUUECKUN MaTepHall,

- IPaBUWJIBHO (YOPMYITHPOBATH OMPEICICHHUS,;

- TPOJEMOHCTPUPOBATH YMEHHUS CaMOCTOSTENBHOW paboThl C
JUTEPaTypoil;

- YMETh CJieaTh BbIBOJIBI IO U3JIarAEMOMY MaTepHaily.

Xopor1io OO0yyarommiics T0HKeH:

- MPOJEMOHCTPHPOBATH IOCTAaTOYHO IIOJTHOE 3HAaHHUE
MIPOrpaMMHOTO MaTepHaa;

- IPOAEMOHCTPUPOBATH 3HAHUE OCHOBHBIX TEOPETHUYECKUX
TTOHATHIH;

JOCTAaTOYHO IIOCICAO0OBATCIIBHO, I‘paMOTHO N JJOI'MYCCKU CTpOI>'IHO
W3JIaraTh MaTepHa,

- IPOAEMOHCTPUPOBATE YMEHUE OPUEHTUPOBATHCS B JIMTEPATYPE;

- yMeTh cJeNaTh JOCTaTOYHO OOOCHOBAaHHBIE BBIBOJIBI 10
M3JIara€MOMY MaTepually.

VY 10BIIETBOPUTEIIHHO OO0yuarommiics T0HKeH:

- MPOJIEMOHCTPUPOBATH O0IIIee 3HAHUE N3YIaeMOro MaTeprana;

- Tmoka3aTh oOIee BIIAJICHUE TMOHATUHHBIM  almmapaTroMm
JUCIIUIIINHEIL,

- yMeTh CTPOUTH OTBET B COOTBETCTBUH CO CTPYKTypOH
M3JIaraeMoro BOIpoca;

- 3HaTh OCHOBHYIO PEKOMEHIYEMYI TMpOrpaMMON Yy4eOHYIO

JUTEPATYPY.

HeynosnerBoputensno | OOyuaromuiics 1eMOHCTPUPYET:

- He3HaHUE 3HAYUTEIBHOIN YacT MIPOTPaMMHOTO MaTepHaa;

- HE BJIaJICHNE TIOHSATUITHBIM alapaToM JUCIUIUINHBL;

- CYIIECTBEHHBIE OIIMOKH MPU U3J0KEHUN Y4eOHOr0 MaTepHaa,

- HEYMEHHE CTPOWUTh OTBET B COOTBETCTBHH CO CTPYKTYpOH
U3J1araeMoro BOIpoca;

- HEYMEHHE JIeNIaTh BBIBOJIBI IO U3J1araeéMOMY MaTepuainy.

Tabnuya 7.4.1.2
Ilkaja oneHMBAHHUS HA 3a4eTe, PyGesKHOM KOHTpO.e?

Onenka | KpuTtepun BbICcTaB/IeHHsI OLCHKH |

23 PyGeskHbIi KOHTPOJIb 3HAHUH TIPOBOIMTCS JUISL CTYIEHTOB O4HOM (OPMBI 00YUEHHS M OLEHUBAETCS 110 IIKAJIE
«3aYTEHON\ « HE 3aYTECHO)



3ayTeHo OO0yyarommiics T10HKeH:
- MPOJIEMOHCTPUPOBATH O0IIIee 3HAHUE N3YIaeMOro MaTeprana;
- Toka3aTh oOllee BIaJCHHE TOHATUHHBIM  ammapaToM
JUCIIUIIINHEIL,
- yMeTb CTPOUTh OTBET B COOTBETCTBUHM CO CTPYKTYpOM
M3JIaraeMoro BOIpoca;
- 3HAaThb OCHOBHYIO PEKOMEHIyeMyI0 MpOrpaMMoil yueOHYyIo
JUTEPATYPYy.

He 3auteno OOyJarommiics: IeMOHCTPUPYET:

- He3HaHUE 3HAYUTEIBHOIN YacTH IPOTPaMMHOTO MaTepHaa;

- HE BJIaJICHHE TOHSATUITHBIM alapaToM JUCIUIUINHBL;

- CYLIECTBEHHBIE OIIMOKH MPU U3JI0KEHUN Y4eOHOro MaTepHara,

- HEYMEHHE CTPOWUTh OTBET B COOTBETCTBHH CO CTPYKTYpOH
U3J1araeMoro BoIpoca;

- HEYMEHHE JIeNIaTh BBIBOJIBI IO U3J1araeéMOMY MaTepuainy.

7.4.2. IlucbmeHHO# padoThI (3cce)

[Tpu onieHKe yUnTHIBaETCA:
1. IlpaBuIbHOCTH OPOPMIICHHUS.
2. YpoBeHb c(hopMUPOBAaHHOCTH KOMIIETEHITUH.
3. YpoBeHb YCBOEHHSI TEOPETHUECKHUX MOJIOKCHUU TUCIUILIUHBI, MPAaBUIBHOCTH (HOPMYITHPOBKH
OCHOBHBIX TOHSATUM 1 3aKOHOMEPHOCTEH.
4. YpoBeHb 3HaHUS (PaKTUYECKOTO MaTepuasa B 00beMe IpOrpaMMBl.
5. Jloruka, CTpyKTypa ¥ TPaMOTHOCTb WU3JIOKEHUSI TUCbMEHHOU PaOOTHI.
6. IlonHOTA M3MOXKEHU MaTepHraia (packpbhITHE BCEX BOIIPOCOB)
7.Acnonp30BaHne HEOOXOIUMBIX NCTOYHUKOB.
8. YMeHue cBs3aTh TEOPUIO C TPAKTUKOM.
9. YMenue nenaTth 0000IIEHNS, BLIBOIEI.

Tabauya 7.4.2.1
Ixana oneHUBaAHUA

Ounenka

Kputepuu BbicTaBJIeHUS OLIEHKHU

OTJINYHO

OO0yuaromuiics T0KEH:

- TPOAEMOHCTPUPOBATH TIYyOOKOE M TPOYHOE YCBOCHHE 3HAHUI
MIPOTrpaMMHOTO MaTepHaa,

- HCUEPIBIBAIOILIE, [TOCJIEI0BATENBLHO, TPAMOTHO U JIOTHYECKH CTPOMHO
W3JIOKUTH TEOPETUUECKUA MaTepra;

- IPaBWJIHHO (hOPMYJIMPOBATH ONIPEICIICHNUS,

- TPOJAEMOHCTPHPOBATH YMEHHs CaMOCTOATEIbHOW paboThl C
JIUTEPaTypou;

- YMETb CJIeaTh BBIBOJIBI IO M3J1araéMOMY MaTepHay.

Xopouo

OOyJaromuiicst TOJKEH:

- MPOJEMOHCTPUPOBATH JOCTATOYHO IOJIHOE 3HAHHE MPOTPAMMHOIO
Marepuana;

- IPOJIEMOHCTPUPOBATh 3HAHUE OCHOBHBIX TCOPETUICCKUX TOHATHH;
JOCTAaTOYHO TOCJICIOBATEIBHO, TPAMOTHO M JIOTUYECKH CTPOUHO
u3J1arath MaTepHual;

- IPOJICMOHCTPUPOBATh YMEHUE OPUECHTHPOBATHLCS B JIUTEPATYPE;

- yMeThb cJenaTth JOCTaTOYHO OOOCHOBAaHHBIC BBIBOABI IO
M3JaracMoMy MaTepHualy.

VY 10BIIETBOPUTEIIHHO

OO0yuaromuiicst TOKeH:

- MPOJIEMOHCTPUPOBATH O0IIIEe 3HAHUE N3YIaeMOro MaTeprana,

- I0OKa3aTh 00IIee BIIaJICHUE MIOHATHHHBIM aIlliapaToM JTUCITUTITHHEI;

- YMETh CTPOUTHh OTBET B COOTBETCTBUU CO CTPYKTYPOU M3JIAraeMoro




BOIIPOCA;
- 3HaTh OCHOBHYIO PEKOMEHAYEMYI0 TpOrpaMMoil  yueOHyIO

JUTEpaTypy.

HeynosnersopurensHo OOyuaronuiicss AeMOHCTPHUPYET:

- HE3HAHME 3HAYUTENIBHON YaCTH MPOrPaMMHOTIO MaTepHaa;

- HE BJIaJICHUE [TOHATUIHBIM alapaToM JUCLHUILINHBI;

- CYLIECTBEHHBIE OLIMOKH IIPU U3JI0KEHNUU Y4eOHOr0 MaTepuaa;

- HEyMEHUE CTPOUTb OTBET B COOTBETCTBUU CO CTPYKTYpOM
M3JIaraeéMoro BOIpOcCa;

- HCYMEHHME J1e1aTh BBIBOJBI 110 U31araeMOMY MaTepHally.

3ayTeHo OO0yuaromuiicst TOKeH:

- MPOJIEMOHCTPUPOBATH O0IIIee 3HAHUE N3YYaeMOro MaTepurana,

- I0OKa3aTh 00IIee BIIaJICHUE MOHATHHHBIM aIllapaToM JTUCITUTITHHEI;

- YMGTI: CTpOI/ITB OTBET B COOTBCTCTBUU CO CprKTypOﬁ n3jaaracmMoro

BOIIPOCA;
- 3HaTh OCHOBHYID pEKOMEHAYEeMYI TMpOTpaMMoOi  y4eOHYIO
JUTEpaTypy.

He 3aureno OOyyaromuiicst IEMOHCTPUPYET:

- HE3HAHHE 3HAUYUTEIIbHOM YaCTH MPOTPaMMHOI0 MaTepHuaa;

- HE BJIaJICHUE MTOHATUWHBIM anmnapaToM JUCHUTLIUHBI;

- CYILIECTBEHHbIE OMMOKU MPH U3JI0KEHUH y4eOHOr0 MaTepuaa;

- HEYMEHUE CTpPOUTbh OTBET B COOTBETCTBUM CO CTPYKTypOil
M3J1araeMoro BOIpoca;

- HEYMEHME JIeN1aTh BbIBOJIbI 10 U3JIaraéMoOMy MaTepuaiy.

7.4.3. TectupoBanue
Tabnuya 7.4.3.1
HIxkaJja oneHUBaHUA

Ouenka Kpurtepun oueHuBaHNsI TECTUPOBAHUS
OtinyHO KomnnuecTBo BepHbIX 0TBETOB B MHTEpBajie: 71-100%
Xopo1io KosnuecTBo BEpHBIX OTBETOB B MHTEpBaJie: 56-70%
Y IOBJIETBOPUTEIIHHO KonnuecTBo BepHBIX 0TBETOB B MHTEpBasie: 41-55%
HeynoBiieTBOpUTENBbHO KonnuecTBo BepHbIX 0TBeTOB B HHTEpBasie: 0-40%
3a4yTeHo KonnuecTBo BepHbIX 0TBETOB B MHTEpBasie: 41-100%
He 3aureHo KonnuecTBo BepHbIX 0TBeTOB B HTEpBate: 0-40%

7.5. METOJUYECKHE MATEPHAJIBI, ONPEJEJSIOIIUE ITPOLEYPbI
OLIEHUBAHMS 3HAHW I, YMEHUI, HABBIKOB U (UJIH) OIIBITA
NESITEJIbHOCTH, XAPAKTEPU3YIOIIUX STAIIBI ®OPMUPOBAHUS
KOMIIETEHLUIA.

Kauecmeo  3nanuii  Xapakrepu3yercs  CIOCOOHOCTBIO  OOydYaromierocss  TOYHO,
CTPYKTYPHUPOBAHHO M YMECTHO BOCIIPOM3BOIUTH MH(OPMAITHIO, TTOTYUYSHHYIO B TIPOIIECCE OCBOCHUS
JUCHUIIJIMHBI, B TOM BHUAC, B KOTOpOM OHa GBIJIa N3J10KCHA B y‘-Ie6HOM N3JaHUNU WU
npenoaaBaTeiICM.

Ymenun, xax mnpaBuno, GoOpMHPYIOTCS Ha 3aHATHSAX CEMHHAPCKOTO THMA 3aHITHUSX.
3ajanus, HapaBJICHHBIC HA OIEHKY YMEHUM, B 3HAUUTEIILHON CTETICHH TPEOYIOT OT 00YyUaroImmerocs
HpOHBHeHI/I}I CTepeOTI/IHHOCTI/I MBIIIJIICHHUA, T.C. CHOC06HOCTH BBIITOJIHUTH pa60Ty 110 06pa3uaM, C
KOTOPBIMH OH paboTais B mporecce o0yuenus. [IpenomaBarens e OIEHMBAET CBOEBPEMEHHOCTh U
HpaBI/IJIbHOCTI: BBIITOJIHCHUA 3aaHUA.

Hagviku - 310 YMCHUS, Pa3BUTBIC W 3aKPCIUICHHBIC OCO3HAHHBIM CaMOCTOATCIIBHBIM
TpyaoMm. HaBeiku (OpMHUPYIOTCS TIPU CAMOCTOSITETIHHOM BBITIOJTHEHUH OOYYaIOUIMMHUCS MPAKTHKO -
OpPUEHTHUPOBAHHBIX  3aJaHUi, MOJEIUPYIOIIMX  pEUIEHHE WM  [POU3BOACTBEHHBIX U
COLIMOKYJIBTYPHBIX 33Ja4 B COOTBETCTBYIOLIEH 001acTH MpOopecCHOHATBHON NESATEIbHOCTH, Kak




NpPaBUJIO, TPH BBINOJHEHUM JOMAIIHUX 3aJaHUi, KypCOBBIX MPOEKTOB (paboT), HAy4HO-
HCCIIEI0BATEIbCKUX PA0OT, MPOXOXKICHUN MPAKTUK, NMPHU paboTe MHAMBUAYAIHHO WM B COCTaBe
TPYMIIBI U T.JI.

Yemmuwiit onpoc - 5To iponieypa, opraHM30BaHHAs Kak CIIeUalbHAas Oecena MpernoiaBaTess ¢
rpynnoii  oOywaromuxcs (ppOHTaNbHBIM OMNPOC) WJIM C OTACIBHBIMH  OOYYaIOUIMMHUCS
(MHAMBUAYATBHBIA OIMPOC) C LENbI0 OLEHKH CPOPMHUPOBAHHOCTH y HHMX OCHOBHBIX HOHSATHH H
YCBOCHHS y4€OHOTO MaTepHaa.

Tecmur sBisIOTCS TpocTeiiieil GopMa KOHTPOIIS, HAIpaBIeHHAs Ha MPOBEPKY BIIaJCHUS
TEPMUHOJIOTUYECKUM  alllapaToM, COBPEMEHHBIMH HH(POPMALMOHHBIMU  TEXHOJOTHSAMU H
KOHKPETHBIMU 3HaHMSAMH B 00JacTH (yHAaMEHTAIBHBIX W MPUKIAJHBIX AUCHHUIUIMH. TECT MOXET
MPEJOCTABIATE BO3MOKHOCTh BBIOOpa M3 TEpeyHs OTBETOB; OJUH WJIM HECKOJIBKO MPAaBUIIBHBIX
OTBETOB.

Cemunapckue 3anamusa - OCHOBHOE Ha3HAuY€HHE CEMMHAPCKHUX 3aHATUH MO JAMCLUUIUIMHE —
obecrieunTh TIIyOOKOE YCBOGHHE OOYYAIOIMMKCS MAaTEepHaloB JIEKLUH, NPUBHUBATh HABBIKH
CaMOCTOSITENTbHOU PabOTHI C TUTEPATYPOi, BOCIIUTHIBATh YMEHUE HAXOAUTh ONITUMAIIbHBIE PEIICHUS
B YCIOBHSX M3MEHSIOMNXCSA OTHONICHHH, (OPMUPOBATH COBPEMEHHOE MPOQECcCHOHATBHOE
MBbIIUIeHHE o0ydaromuxcs. Ha ceMHMHapCcKUX 3aHATUSAX MPENoJaBaTeib MPOBEPSET BBHITOTHEHHE
CaMOCTOSATENHBIX 33/IaHIH U KAYECTBO YCBOCHUS 3HAHH.

PA3EJ 8. METOAWYECKHUE YKA3AHHUS 1151 OBYUYAOILIMXCSI
10 OCBOEHMIO JUCIHUTIINHBI

8.1. Memoouueckue pexomenoayuu no HANUCAHUIO Icce

Occe(oT (paHIly3CKOTO €ssai — OIBIT, HAOPOCOK) — JKaHp Hay4YHO-ITyOJUIIMCTHYECKOM
JUTEPATyphbl, OTPAKAIOLIUN MOAYEPKHYTO HHIAUBUAYAIbHYIO MO3MIMIO aBTOpa IO KOHKPETHOM
npobieme.

['maBHBIMM  OCOOEHHOCTSIMHM, KOTOpBbIE XapaKTepU3YIOT 3CCe, SBISIIOTCS ClEAYIoIne
MOJIOXKEHUS:

e coOcCTBEeHHasl MO3ULUA 0053aTeNbHO JOJDKHA OBITH apryMEHTHpPOBaHA W MOAKpPEIieHa
3aKOHAMH, ABTOPUTETHBIMH TOYKAMH 3PEHHUSMH U 0a3HpoBaThCcsl HA (PyHIAMEHTAIBHON HayKe.
HeGonpmoit 06bem (4-6 crpanuir), ¢ opOPMIICHHBIM CIIMCKOM JIUTEPATyphl U CHOCKAMHU Ha €€
UCIOJIb30BAaHUE;

® CTWIb W3JI0KEHUS - Hay4YHO-MCCJIEA0BATEIbCKUN, TpeOYIOIIHi YETKOM,
MOCIIEIOBATEIbHOW W JIOTUYHOW CHCTEMBI JIOKa3aTeNbCTB; MOXET OTJIMYAThCS OOPa3HOCTHIO,
OPUTHHAILHOCTHIO, a(hOPUCTUYHOCTHIO, CBOOOIHBIM JIEKCHUECKUM COCTABOM SI3BIKA;

® UCCIICIOBAaHHE OrPAHUYMBACTCS YETKOW, JAKOHMYHOW TPOOIEMO C BBISIBICHUEM
MPOTHUBOPEUUI U Pa3pEIICHHEM 3THX TPOTUBOPEUYNH B JaHHOU padorTe.

8.2.Memoouueckue pexomenoayuu no Ucno1b308aHUI0 KelICO8

Keiic-memoo (Casestudy) — MeToj aHanu3a peajbHOW CUTYalluM, OMUCAHHE KOTOPOH
OJTHOBPEMEHHO OTPakaeT HE TOJbKO KAKYIO-IHOO0 MPaKTUYECKYI0 MPOOIeMy, HO U aKTyalu3UpyeT
OTIpEJICICHHBI KOMITJIEKC 3HAHUHM, KOTOPBIH HEOOXOIAMMO YCBOWUTH TPH pa3pelIeHUH JTaHHOU
npo6aemsl. [Ipu 3ToM cama npobiemMa He UMeeT OTHO3HAUHBIX PEILIEHH.

Kelic kak MeTO/1 OLIEHKH KOMIIETEHIIUN JOJKEH YA0BIETBOPATH CIESIYIOIINM TPEOOBAHHSIM:

— COOTBETCTBOBATh YETKO ITOCTABJICHHOW LIEIH CO3JaHMs;

— HMMETb MEXIUCLUUIIIIMHAPHBIA XapakTep;

— HMETb JOCTAaTOYHbIN 00BEM NMEPBUUYHBIX U CTATUCTHUYECKUX JAHHBIX;

— HMETb COOTBETCTBYIOIIMH YpOBEHb CIIO)KHOCTH, WJUIIOCTPUPOBATH TUIMYHBIE CUTYAlUH,
UMETh AKTyaJIbHYIO IPOOJIeMy, MO3BOJISIONIYI0O IPUMEHUTh pa3HOOOpa3Hble METO/AbI aHalu3a MpU
IIOMCKE PELIEHMSI, UMETh HECKOJIBKO PELIEHUI.

Keiic-MeTo1 OKa3bIBaeT COACUCTBHE PA3BUTHIO YMEHHs PeEIIaTh MPOOJIEMBI C y4eTOM
KOHKPETHBIX yCIOBMH M Tpu Hamuuuu (akrudeckoit wuHpopmammu. OH pa3BUBAaeT Takue
KBAJTM(UKALIMOHHBIC XapaKTEPUCTHKH, KaK CIIOCOOHOCTh K MPOBEJCHMUIO aHAIN3a U JUAarHOCTUKU
npobieM, yMeHHe 4eTKO (OpMYJIHpPOBATh M BBICKA3bIBATh CBOIO IO3UIUIO, YMEHHME OOIIAThCH,



JTMCKYTHUPOBaTh, BOCIIPUHUMATh U OLIEHUBATh MH(OPMAIMIO, KOTOpasi MOCTYIAET B BEepOATbHON U
HeBepOanbHOU (opMme.

8.3. Tpebosanusa Kk KomnemeHmMHOCMHO-OPUECHMUPOBAHHBIM 3A0AHUAM
0N 0eMOHCMPAUUU 8bINOJHEHUA NPOPECCUOHATbHBIX 340y

KoMIeTeHTHOCTHO-OpUEHTUPOBAHHOE 3aJlaHUe — OSTO BCEr/a NPAKTHUYECKOE 3a/IaHue,
BBITIOJTHEHUE KOTOPOTO HAIleJIEHO Ha JEMOHCTPUPOBAHHE JOKA3aTeIbCTB HAMYMS y 00yUYaOIUXCsl
c(hOpMHUPOBAHHBIX KOMITETEHIIUM HEOOXOIUMBIX TSl Oyay1iel mpodeCCHOHATBHON AeSTEHbHOCTH.

KoMIeTeHTHOCTHO-OpUEeHTUPOBAHHBIC 3a/1aHUsI OBIBAIOT PA3HBIX BUOB:

e HaIPaBJICHHBIC HA MTOJATOTOBKY KOHKPETHOTO MPAKTUKO-OPUEHTUPOBAHHOTO MPOTYKTA;

® AHAJUTHYECKOTO U AMATHOCTUYECKOTO XapaKTepa, HallpaBJIEHHbIE HA aHATIN3 Pa3IUYHbIX
ACTIEKTOB U MPOOJIEM SKOHOMHYECKOH 1eATEeTHbHOCTH;

® CBSI3aHHBIC C BBIMIOJIHEHUEM OCHOBHBIX TTPO(ECCUOHANBHBIX (YHKITUH.

PA3IET 9. YYEBHO-METOJUYECKOE U HHOOPMAIIMOHHOE
OBECNEYEHME JUCLUIIJINHBI

Ocnoenasa numepamypa’*

CannukoB A.B. CHCTeMBI 3IEKTPOHHOTO JOKYMEHTO000pOoTa : yueOHoe mocobue /
CannukoB A.B.. — Mocksa : Ait [Tu Ap Meaua, 2023. — 106 c. — ISBN 978-5-4497-2200-3.
— Texkcr : anexkrponnslit // [IPR SMART : [caiiT]. — URL:
https://www.iprbookshop.ru/130529.html

Kysznenosa 1.B. KonpuaenumansHoe AeI0MPOU3BOICTBO U 3AIIUIIICHHBINA JIEKTPOHHBIN
JTIOKyMEHTOO000POT : yueOHOoe mocobue nist 6akanaBpoB / Kysnernosa U.B., Xavarpsu I'.A.. —
Mocksa : Aii IIu Ap Menua, 2020. — 192 c. — ISBN 978-5-4497-0588-4. — Texkcr :
anektponHsid // IPR SMART : [caiiT]. — URL: https://www.iprbookshop.ru/97083.html

Jlonoanumenvras numepamypa®

Ps6oB U.B. ABTOMaTn3upoBaHHbIe HHGOPMAIIMOHHO-YTIPABIISIONINE CUCTEMBI : yueOHOE
noco6ue / Psi6os N.B.. — Mocksa, Bonoraa : Uadpa-Unxenepus, 2023. — 208 c. — ISBN
978-5-9729-1374-9. — Texcrt : anekrponnsiii // IPR SMART : [caiit]. — URL:
https://www.iprbookshop.ru/132916.html

Data Science 1 MHTEJUICKTyaJIbHBIA aHATIU3 JaHHBIX : yaeOHoe nocobue / JI.M. Hazapos [u
ap.].. — Mocksa : Aii [Tu Ap Meaua, 2023. — 304 c. — ISBN 978-5-4497-1931-7. — Texker :
anextponHsid // IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/127201.html

Hopmamueno-npaesogvie akmul (6 Oeiicmeyrouieil peoakyuu)
Konctutynus Poccutickoit @enepanuu.
I'paxxnanckuii kogekc Poccuiickoit @enepauun. — M., 2019.
Tpynosoii konekc Poccuiickoit @enepanuu. — M., 2019.
3emenbHbIN KoAeKe Poccuiickoit @enepanuu. — M., 2019.
3akoHP ®«OKOHKYpPEHUIMUUOTPAHUYEHUHU MOHOTIOJIUCTUYECKOMN 1eATeIbHOCTH Ha TOBAPHBIX
peiHKax» ot 21 mapra 1991 r. (B wactu, He mnporuBopevamieid 3akoHy P® «O 3amure
KOHKYPCHIIHW ).
3akoH P® «O 3ammre npas norpedureneit» ot 7 ¢pespans 1992 r. Ne 2300-1.
®enepanbHblii 3aK0H OT 26 utoig 2006 r. Ne 135-D3 «O 3amure KOHKYPEHIIUN.
®denepanbubiit 3aK0H 0T 21 gexadps 2001 r. Ne 178-D3 «O npuBaTtu3anuu rocy1apcTBEHHOTO
1 MYHUIUIIAIBHOTO UMYIIIECTBAY.
®denepanbHbIi 3aK0H OT 26 Aexadps 1995 . Ne 208-D3 «O6 akiimOHEpHBIX 00IIECTBAX).
®epnepanbubiit 3ak0H 0T 24 utons 2007 r. Ne 209-d3 «O pa3BUTHH MaAIOro0 U CPETHETO
npeanpuHuMaTenscTBa B Poccuiickoit denepanumy.

2 Y3 BBC
2 U3 BBC


https://www.iprbookshop.ru/130529.html

®enepanbhblii 3akoH OT 10 stHBapst 2002 1. Ne 7-03«006 oxpaHe OKpyKarOIIEH CpeIb».

[Tpuka3 Munobprayku Poccun ot 12.11.2015 N 1327 «O6 yTBepx)aeHuu (enepaabHOTo
roCy/IapCTBEHHOIO0 00Opa30BaTEeIbHOTO CTaHAApTa BBHICIIETO0 OOpa30BaHUS [0 HAIpPaBICHUIO
noarotoBku 38.03.01 DxoHoMuKa (YpoBEHb OakanaBpHara)y.

Ilepeyenb uWHGPOPMANMOHHBIX TEXHOJIOTHIl, HCMOJb3yeMbIX MPH OCYHIECTBJIEHUH
o0pa3oBaTe/IbHOIO NMpolecca Mo IUCIUNIUHE
Humepnem-pecypcet, coepemenHble npogheccuonanvvle oasul OaHHBIX,
uHphopmayuonHno-cnpagouHbvle U NOUCKOGBLE CUCHIEMbL
Humepuem-pecypcei,
Opranmzanus 0€301acHOCTH U coTpyaHnuecTBa B EBporme: http://www.osce.org/
Opranuzanus O0beqMHEHHBIX HalMid: http://www.un.org/
Opranuzanus no bezonacHoctu u CorpyaauyectBy B EBpone: www.osce.org
Coger EBpomnsl: http://www.coe.int
FOHECKO: http://www.unesco.org
cospemennble npogheccuonabHvle 6a3bl OAHHDIX,
Bcemupnas opranuzanms 3apaBooxpanenus: http://www.who.ch/
Bcemupnas ToproBast opranuzariysi: Www.wto.org
EBponeiickuii mapiaamenT: http://www.europarl.eu.int
EBpomneiickuii Coto3: http://.europa.eu.int
Mexnaynapoanas opranuzanus Tpyaa: http:// www.ilo.org
UHDOPMAYUOHHO-CNPABOUHbBIE U NOUCKOBBIE CUCHEMbL
OBC «IPRsmart» http://www.iprbookshop.ru
CrpaBounas npaBoBas cuctema «Koncynbrantllmocy: http:// www.con-sultant.ru

KomiuieKT THIIeH3MOHHOT0 POTPAMMHOI0 00ecrevdeHHust

Microsoft Open Value Subscription mmist pemenuii Education Solutions Ne Tr000544893 ot
21.10.2020 r. MDE Windows, Microsoft Office u Office Web Apps. (cpok aeiictust mo 01.11.2023
r.)

AntuBupycHoe mnporpammuoe obecneuenne ESET NOD32 Antivirus Business Edition
noroBop Ne 1C00-006348 ot 14.10.2022 . (cpok aeictBus g0 13.10.2025 1)

[Iporpammuoe oGecrieduenue «Mmuparonmc» cucteMa BeOMHApOB - JIMIIEH3MOHHBINA JOTOBOP
244/09/16-x ot 15.09.2016 (Cneuuduxanus k JlumensmonHomy poroBopy 244/09/16-x ot
15.09.2016, ot 11.05.2022 1. ) (cpoxk nerictBus no 10.07.2023 1)

OnexTpoHHass WHMOpPMaMOHHO-00pazoBatenbHas cpena «1C: YHuUBeEpCHUTET» IOTOBOp OT
10.09.2018 1. NeITPKT-18281 (6eccpouno)

Nudopmarmonnas cucrema «llepBeriibuty cybmunensunonnsiii goroop ot 06.11.2015
Ne009/061115/003 (6eccpouno)

Cucrema tectupoBanus Indigo nunensnonnoe cornamenue ([Jorosop) or 08.11.2018 . NoJl-
54792 (6eccpodHo)

WNudopmanmonno-nouckopas cucrema «Koncynsrant Ilmoc» - morosop 06 MHGOpPMAITMOHHO
noxnzepkke ot 26.12.2014, (6eccpouHo)

OnekTpoHHO-OMOMMoTeuHast cuctema IPRsmart munensuonssiii gorosop ot 01.09.2022 r
Ne9489/22C (cpox neiictBus mo 31.08.2024 r.)

Hayunas snexrponnas 6ubnuorexka eLIBRARY nunensuonnsiii gorosop SCIENC INDEX Ne
SIO -3079/2022 ot 12.01.2022 1. (cpok aeticTBus mo 27.01.2024 1)

CB000HO pacnipocTpaHsieMoe MPOrPpaMMHOe o0ecneyeHue
Kommnexr  ommaitH  cepBucoB ~ GNU  ImageManipulationProgram,  cBoGoaHO
pacnpocTpaHseMoe IporpaMMHoe obecreyeHre

Hpozpwmnnoe obecneueHnue omeuecmeeHHO20 npou3sodcm6a:


http://www.osce.org/
http://www.un.org/
http://www.osce.org/
http://www.coe.int/
http://www.unesco.org/
http://www.who.ch/
http://www.wto.org/
http://www.europarl.eu.int/
http://.europa.eu.int/
http://www.ilo.org/
http://www.iprbookshop.ru/
http://www.con-sultant.ru/

[Iporpammuoe oOecmiedeHne «Mmupamoiuc» cucTeMa BeOMHApOB - JIMIICH3MOHHBIA JOTOBOP
244/09/16-x ot 15.09.2016 (Cneruduxarus x JlunensnonHomy porosopy 244/09/16-x ot 15.09.2016, ot
11.05.2022 1. ) (cpok metictus mo 10.07.2023 .)

OnexkTpoHHas HHPOpMaInoHHO-00pazoBarensHas cpena «1C: YauBepcuter» morosop oT 10.09.2018
r. NeIIPKT-18281 (6eccpouno)

WNndopmarmmonnass cucrema «llepseritbur»y cybnumensuonHsiii  moroop ot 06.11.2015 .
Ne(009/061115/003 (6eccpodHno)

Cucrema TectupoBanus Indigo nmuriensuonnoe cornamenue (Jorosop) or 08.11.2018 r. NoJ[-54792
(6eccpouno)

WNndopmarnmonno-monckosas cucrema «Koucymprant Ilmoc» -  goroBop o0 wH(pOpMannoHHO
nojnepxke ot 26.12.2014, (beccpouHo)

OnexTpoHHO-OnOMoTeuHast cuctema IPRsmart numensnonsstit norosop ot 01.09.2022 r. Ne9489/22C
(cpox meticTBus mo 31.08.2024 r.)

Hayunas snexrponnas 6uonuoreka eLIBRARY munensuonnstiit morosop SCIENC INDEX Ne SIO -
3079/2022 ot 12.01.2022 r. (cpok aevictBus no 27.01.2024 1.)

PA3AEJ 10. MATEPHAJIBHO-TEXHUYECKOE OBECHEYEHUE OBPA3OBATEJILHOI'O MPOILIECCA

VYyeOHast ay TUTOPHSL U1 IPOBEICHUS OOGopynoBaHue: cCHeUaTU3UpOBaHHAs MeOeb

3aHATUH JICKIIMOHHOTO THIA, 3aHATUN (mebenp aymutopHas (12 cronoB, 24 cCTysbeB,

CEeMHMHAPCKOT'0 TUIIA, TPYIIOBBIX U JI0CKa ayJUTOpHas HaBeCHas), CTOJ

WHAUBUAYAIbHBIX KOHCYJIbTAIUH, IpernoaaBaTes, CTyJ MPenoiaBaTes.

TEKYIETr0 KOHTPOJIA ¥ IPOMEXKYTOUHOM TexHuueckue cpesicTa 00yYeHuUs:

aTTecTaluu NEPCOHAIBHBIN KOMIBIOTEP; MYJIbTUMEINITHOE
o0opyioBaHue (IPOEKTOP, IKPaH).

ITomenienue ai1st caMOCTOATEILHON Crnernmanu3upoBaHHast Meoenb (9 cTosoB, 9

paboTbI CTYJIbEB), IEPCOHATILHBIE KOMITBIOTEPHI C
BO3MO>KHOCTBIO OJIKJTIOYEHHS K CETH
«MHTepHeT» U 0becneueHueM JOCTyIa B
3EKTPOHHYIO UH(DOPMAIIMOHHO-
o0pa3oBaTeNnbHYIO cpey YHHBEpCHTETA
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