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PA3aEJ 1. IIEJIN ¥ 3ATAYNA OCBOEHU A JTUCIUTLIINHBI

Ilenvto ocBoeHMsT quCUUIUIMHBI OCHOBBI JIETOBOM JTOKYMEHTAllUM M ACJIONPOU3BOACTBA B
OpraHm3aluu sBISeTCs (HOPMUPOBAHHE Y OOYYAIONIMICS CHUCTEMBI TEOPETHYECKHX U
KOHIIENITYaJIbHBIX MPEACTaBICHUH B 00JacTH BEACHHS JOKYMEHTAIlMM W JOKYMEHTO0OOpOoTa
OpraHMu3ali U CTPYKTYPHBIX NOAPA3NAECIECHUN, a TAaKKE MPAKTUYECKUX HABBIKOB W YMEHUM,
MO3BOJISIIOIIMX MM B OyAyIIeM pemiaTth B YCIOBHSIX HEONPEACICHHONW M W3MEHYMBON BHEIIHEH
CpEAbI CIIOXKHBIE 33/1a4U JIEITONPOU3BOICTBA.

OCHOBHBIE 3a0auu TUCIAIUINHEL:

— NOpUOOPETEHHE HABBIKOB CAMOCTOATEIbHOIO HHUIIMATUBHOTO U TBOPUECKOT'O UCIOIb30BaHUS
TEOPETUYECKUX 3HAHUN B MPAKTUYECKOHN JEATEIbHOCTH YKOHOMUCTA;

— M3y4YeHHE OCOOEHHOCTEH MIENOMpPOM3BOACTBA B (DMHAHCOBOWM MESATEIBHOCTH TOCYAapCTBa,
cyObekToB P®, MyHUIIMNAIBHBIX OO0pa30BaHWM, (PUHAHCOBO-TIPABOBOTO CTaTyca OPraHoOB
rocynapctBeHHoil  Bmacth, OMCY, (UHAHCOBBIX M UWHBIX YIIOJIHOMOYEHHBIX OPIaHOB,
rOCYJapCTBEHHBIX M MYHHUIIMIIAJBHBIX YUPSXKICHHH HOBOTO THMa (Ka3eHHBIX, ABTOHOMHBIX,
OFO/PKETHBIX ), OpraHU3aIui, YACTHBIX MPEANPUHUMATENCH 1 (PU3NIESCKIX JIHII,

— OBIIaJICHUE MPaBONPUMEHUTEIBHOM, MpaBo HCTIOJTHUTEIIbHOM, SKCIEPTHOM,
KOHCYJIbTAIIMOHHOM, HOPMOTBOPYECKOW MpOo(eCCHOHATBLHON MAESITENbHOCTRIO B cdepe eToBOM
JOKYMEHTAIMU U JAeJIONPOU3BOICTBA.

PA3JEJ 2. INTAHAPYEMBIE PE3YJIBTATHI OBYUEHUS 11O JUCHUILJIMHE COOTHECEHHBIE
C INIAHUPYEMBIMHU PE3YJIBTATAMHA OCBOEHUSI OBPA3SOBATEJIBHOM TPOI' PAMMBbBI

KoMmnerenTHOCTHaAS KapTa TMCHUIIMHbI

Tabauya 2.1.
YHuBepcaabHbIe H 001IEKYJIbTYPHbIC KOMIICTCHIIHH
NHaukaTopsl 10CTHKEHU KOMIIETeHINH
Kareropus Kona DopryapoBKa (11 IVIAaHUPOBAHUS Pe3yJIbTaTOB
(rpynma) KOMIIETEH 00y4eHus Mo jIeMeHTaM
. KOMIIeTeHIIUH .
KOMIIeTeHI U 101071 00pa3oBaTe/IbHON NPOrPaMMbl
COOTBETCTBYIOIIMX OLIEHOYHBIX CPE/ICTB)
YHuBepcaabHble KOMIIETCHIINH
Pazpaborkau | YK-4 Crnocoben NYK-4.1. 3naer npaBuia OCyIIECTBICHUS
peanuzanus OCYILIECTBIISATh JIEJIOBBIX KOMMYHUKallUd B YCTHOH U
IIPOEKTOB JIEJIOBYIO NUCbMEHHOW (hopMax Ha rocynapCTBEHHOM
KOMMYHHKAIMIO B | U HHOCTPAHHOM (BIX) SI3bIKE
YCTHOU u | HYK-4.2. YMeer OCyHIECTBIIATH [JEIOBYIO
MMACbMEHHOU KOMMYHUKAIlM}0 B YCTHOW M NHMCbMEHHOM
bopmax Ha | (opmax Ha roCy/1apCTBEHHOM "
rOCy/IapCTBEHHOM | MHOCTPAHHOM (bIX) SI3bIKE
s3pike Poccuiickont | HYK-4.3. Baageer HaBBIKaMHU
®denepauuu U | OCYILIECTBJICHHS JI€0BOM KOMMYHHUKAIUU B
MHOCTpaHHOM(BIX) | YCTHOH ¥  THCbMEHHOM (¢opmax Ha
SI3bIKe(ax) rOCy/1JapCTBEHHOM M HMHOCTPAHHOM  (BIX)
A3BIKE
Tabnuya 2.2
IIpodeccnoHabHBIE KOMIIETCHLIUM.
TpynoBbie
RO, TG ¢ynkuun (kox, NuaukaTopsl 10CTHKEHHST KOMIIETEHIMH (1JIs1
HAMMeHOBaHMe)\ IUIAHMPOBAaHUS Pe3y/JbTATOB 00y4eHHUs 110
npogecCHOHANBHBIX .
KOMITETeH i YPOBEHb 3JIeMeHTaM 00pa30BaTeJbHOH NPOrPaMMbl U
(moxypoBeHb) COOTBETCTBYIOIIMX OLEHOYHBIX CPEACTB)
KBAJIM(PUKaANNHU




OT® (xon, HaumeHnoBanue) / IlpodeccuonaabHblil cTaHAAPT (KOJ, HAMMEHOBAHME)

Tun(pl) 3axa4(u) npodeccHoOHAIBLHOM 1eATETHLHOCTH

A Pacuer u aHaIM3 95KOHOMHUYCSCKUX [TOKa3aTelIel pe3yIbTaToOB IeATeIbHOCTH opranu3anun/ 08.043
IIpodeccrnonanbplii cTaHAAPT « IKOHOMHUCT MPEIAIPUSTHS

AHaJ'II/ITI/ILICCKaH, OpraHnu3allMOHHO-YIIPaBJICHYCCKAas

K-2

Cnocoben npou3BOAUTH
pacyeT u aHaIu3
SKOHOMHYECKHX
IOKa3aTelie
pe3yIbTaTOB
JIEITEIbHOCTH
OpTraHHU3aIiA

Pacuet n ananus
SKOHOMHUYECKUX
nokasareJiei
pEe3yIbTaTOB
eI TELHOCTH
OpraHu3aluu
A/02.6

HIIK-2.1.

3HaTh:

HopMmaTuBHBIE IPaBOBBIE aKThI, PETYIHPYIOIINE
(PMHAHCOBO-X03IHCTBEHHYIO JCSATEIbHOCTh
OpraHu3aLHU

[opsinok pa3pabOTKN HOPMAaTHBOB MaTePHATHHBIX,
TPYIOBBIX, ((HHAHCOBBIX PECYPCOB B COOTBETCTBHUH C
OTpacieBON HAPaBICHHOCTBIO

Metoasl 5KOHOMUYECKOIO aHajau3a U ydeTa
ToKa3zaTesiell 1eATeNbHOCTH OpraHu3aliy U ee
MoApa3eiICHUN

MeTtoauueckre MaTepHaisl Mo MIIAHUPOBAHUIO, YUETY
Y aHaJU3y JIeATeIIbHOCTH OPTaHN3alun

INopsinok pa3paboTKK OU3HEC-TIJIAHOB B COOTBETCTBUU
C OTpacJIeBOM HAMPaBICHHOCTHIO

[Nopsinok pa3pabOTKH MEPCIIEKTHBHBIX U TOAOBBIX
TUTAHOB XO3HCTBEHHO-(DUHAHCOBOW 1
MPOU3BOICTBEHHON AESATEIBHOCTH OpraHU3alun
Krnaccudukarms METoI0B 1 IPHEMOB, HCIIOJIb3YEMBIX
Npy aHaiu3e UHAHCOBO-X03IHCTBEHHON
JIesITeIbHOCTH OpTaHN3aluN

TpeboBaHus oxpaHbl TPyAa

[Nopsinok BeeHUsS TOTOBOPHOM pabOThI

MeTopl OpraHu3alyy ONepaTuBHOTO U
CTaTUCTUYECKOr0 yyeTa

TexHonornyeckre U OpraHu3aluOHHO-3KOHOMUYECKHE
YCIJIOBHSI POU3BOJACTBA B COOTBETCTBUH C OTPACIEBOI
HaIPaBJIEHHOCTHIO IEATEIBHOCTH OpTraHU3aIuN
HIIK-2.2.

Ymern:

IIpuMeHATh METOIUKH OTPEIEIEHUS IKOHOMHUECKO
3¢ (HEeKTUBHOCTH IPOU3BOJICTBA

AHanu3upoBaTh MPOU3BOJCTBEHHO-X035IICTBEHHbIE
TUTaHBI OpraHU3aIul

PaccunthiBaTh SKOHOMUYECKHE U (PHHAHCOBO-
SKOHOMHUYECKHUE MOKA3aTENIH, XapaKTEPU3YIOIIHE
JIEATEIbHOCTh OPraHU3aluu

BremonHATh HEOOXOIUMBIE 111 COCTABJICHUS
SKOHOMHYECKUX Pa3/EOB [JIAHOB PACUYETHI,
000CHOBBIBaTh UX U MPECTABIATH PE3YIbTATHI
paboThI B COOTBETCTBUY C MMPUHITHIMHU B OpTraHU3aIIH
CTaHmapTaMu

CtpouTh CTaHJAPTHBIE TEOPETUIECKUE U
SKOHOMETPHUYECKHE MOJIETIH, aHAIN3UPOBATh U
MHTEPIPETUPOBATH MOITYUYEHHBIE PE3YIbTATHI
AHanm3upoBaTh U HHTEPIPETUPOBATH (HPUHAHCOBYIO,
OyxranTepcKyto HHPOPMAIHIO, COAECPIKALIYIOCS B
OTUETHOCTH OpPraHU3aliH, U UCII0JIb30BATh
MOJTyYEHHBIE CBEICHUS IS IPUHATHS
YIPABJIECHUYECKUX PELICHUN

Vcnonp30BaTh ISl pelIeHus] aHATUTHYECKUX U




HCCIICIOBATENbCKUX 3a]ad COBPEMEHHbIE TEXHUUECKHE
cpeacTBa M MHPOPMAIOHHbBIE TEXHOJIOTHU

HIIK-2.3.

Baagers:

DopMupoBaHHEM H MTPOBEPKOI TUIAHOB (PMHAHCOBO-
9KOHOMHUYECKOT0 Pa3BUTHS OpraHU3aliH

Br100poM U IpUMEHEHNEM CTAaTUCTHYECCKHX,
9KOHOMHUKO-MaTEeMaTHYECKUX METOJIOB U
MapKETUHIOBOT'O UCCIIEN0BAHUS KOJMUECTBEHHBIX U
Ka4eCTBEHHBIX ITOKa3aTelel AeATeIbHOCTH
OpraHu3alyu

ITpoBeneHreM pacueTOB 3KOHOMUYECKUX U
(MHAHCOBO-?KOHOMHMYECKHX T0Ka3aTeleld Ha OCHOBE
TUTIOBBIX METOJIMK C Y4E€TOM HOPMAaTUBHBIX PABOBBIX
aKTOB

PacueTom BIMsSHHUS BHYTPEHHHUX M BHEITHUX (aKTOPOB
Ha SKOHOMHYECKHE TI0Ka3aTeal OpraHu3aiu
OnpeneneHneM SKOHOMHYECKOH 3 EKTHBHOCTH
OpraHu3alyy TpyJa U IPOU3BOACTBA, BHEAPEHUE
WHHOBALIMOHHBIX TEXHOJIOTHIA

IIpoBeneHrEM 3KOHOMHYECKOTI'O aHAIN3a
XO03UCTBEHHOH AESITEIIBHOCTH OPraHU3aluu
[TonroToBKo# OTYETOB O PHHAHCOBO-XO3AHCTBEHHOMN
JIesITeIbHOCTH OpTaHN3aluN

OmnpeienieHreM pe3epBOB MOBBIIIECHUS ) (HEKTHBHOCTH
JIesITeIbHOCTH OpTaHN3aluN

CoBepiieHCTBOBaHHEM (POPM OpraHU3alUU TPyAa U
YIPABICHHUS, a TAK)KE IJIAHOBOU U YYETHOU
JOKYMEHTAlM{ OpraHu3aluu

PA3JEJ 3. MECTO JMCHUILTAHBI B CTPYKTYPE
OBPA3OBATEJIbHOI IPOIPAMMBI

Hucnunmuaa OCHOBBI J1€JI0BOM JJOKYMEHTAIIMK U JIEJIOMPOU3BO/ICTBA B OpraHU3AIMK BXOJUT B
cocTaB 00s3aTeNbHBIX JUCIHUIUIMH 4YacTd, (OPMUPYEMO yJacTHHKaMH 00pa30BaTeIbHBIX
oTHoIeHnH Ornoka 1 «/lucuummmHbl (MOIYNIHM)» OCHOBHOM TpodeccHOHanbHON 00pa3oBaTebHON
MpOrpaMMBI 1o HampaBieHuto noaArotoBku 38.03.01 DxoHomuKa (ypoBeHb OakanaBpuaTa).

B Meroamueckom TaHe MaHHAs AWCIUIUIMHA OMHUPAETCS HA 3HAHUSA, IOJy4YEHHBIE MPHU
M3YYEHUH CIEAYIOUMX Yy4eOHbIX aucuuiuinH: «lIpaBoBoe perynupoBaHHe SKOHOMHYECKOMH
nesaTenbHoCcTH», «MHUKpOIKOHOMUKA», «MakKpo’KOHOMHUKA», «byXraaTepCcKui ydeT M aHalIu3»,
«DUHAHCBI» U JIp.

[ToyyenHbie 00yJarOMMUMHUCS 3HAHUSI CTIOCOOCTBYIOT YCBOGHHUIO TaKUX KYpCOB, Kak «OleHka
CTOMMOCTH Ou3Hecay, «IHOCTpaHHbIE HHBECTULIUN» U JIP.

VYka3zaHHbIE CBS3W M COJEpKaHME JUCHUIUIMHBI (OCHOBBI JIETTOBOM JIOKYMEHTallUd U
JIENIOTIPOU3BOJICTBA B OPTraHU3AlMU JAI0T 00yJaroeMycsi CAICTEMHOE TPEJICTaBlIEHHE O KOMIUIEKCe
M3y4aeMbIX JUCHUIUIMH B cooTBeTcTBUU ¢ DPI'OC BO, 4yto obecmeymBaeT COOTBETCTBEHHBIN
TEOPETUYECKHII ypOBEHb M TPAKTHUECKYIO HAIMpPaBICHHOCTh B CHUCTeME OOy4deHHus Oymymieit
NesATEeTLHOCTH OaKkamaBpa 1o HampasieHuto nmoarotoBku 38.03.01 DxoHomuka.

PA3JEJ 4. OBBEM (TPYJIOEMKOCTbD) JUCUMILIAHBI
(OB[HAH, IO BUJAM YUYEBHOM PABOTHI, BUJAM IIPOMEXXYTOUYHOM ATTECTAHI/II/I)
TpyaoeMKocTh IMCUMIJIMHBI M BUABI y4eOHOH padoThI

Tabnuya 4.1
HA 04HOI1 (hopMe 00yUeHHS



3.e.| Beero KonraktHas pabora Yacel CP | Unas [KoHTponb
4acoB Ha CP
MIOATOTOBK
y Kyp.pao.
3aHITHS 3aHATHSI CEMUHAPCKOTO KonTakr
JIEKIIMOHHO THmna Hasd
ro Tumna pabora
JlaGoparopn [[IpakTHueckue no -
Lle KypCOBOM
pabore
CEMHHApPCKU
e
7 cemecTp |
3 108 36 18 52 2
3aueT
Bcero no pucuunimnze ‘
3] 108 | 36 | \ 18 \ | 52 | 2 |
Tabnuya 4.2
HA 3204HOI1 (hopme 00yueHUs
3.e.| Beero KonraktHas pabora Yacet CP | Huas [KoHTposb
9aCOB | 3apsTHst 3aHATHA CEMUHAPCKOIO Konrakr Ha CpP
MEKIHOHH TUIA Has HOJIrOTO
Oro THIIa pabota BKY
Jlaboparop [[IpakTuueckue/ 1o Kyp-pad.
HBIC CEMHUHapPCKUe KYPCOBO
i pabote
7 cemecTp
3 108 4 4 96 4
3auer
Bcero no nucramninae
3] 108| 4 | 4 | 96 4
CPYKTYPA U COAEP)KAHUME JUCHUIIJIMHBI
Ilepedyens pasaenos (MoayJiei), TeM JMCOMILIMHBI M pacnpeaeeHue y4e0HOro BpeMeHH
no pa3aejaM\TeMaM JUCHMILINHBI, BUIAM YY4€OHBIX 3aHATHI (B T.4. KOHTAKTHOM
padoThl), BUIAM TEKYyLIero KOHTPOJIs
Tabnuya 4.3
HA 04HOI (popMe 00yUeHHS
KonrtakTHas padota
3aHATHS
Tempbr\ CCMHHAPCKOTO Yacer CP Ha Mnas Beero
pasnenbi(Mo | 3aHSATHS THITA KoHTakTH | MOArOTOBKY CP Kontposnb HACOB
JUyJIN ) JIEKITHOHH ast pabora Kyp.p.
Oro THIa 0 Kyp.p.
JTab.p ITpax.
/ceM.
Tewma 1.
Opranuzanu 4 2 6 12
OHHBIE




OCHOBBI
DIIEKTPOHHO
ro
JIOKYMEHTOO
O6opoTta B

1 poBoi
9KOHOMHUKE.
ONEeKTpOHH
Bl
JIOKYMEHTOO
6opoT

Ha 0a3ze
0(HUCHBIX
IPOTPaMM.

Tema 2.
Opranuzanu
OHHO-
pactopsiiuT
eJbHas
JIOKYMEHTAI]
usl.

14

Tema 3
CrnpaBouHo-
uHpopmaru
OHHas
JIOKYMEHTAI]
us. [lenoBas
MEePENUCKA.

12

Tema 4.
Pacnopsiour
€JIbHBIE U
opraHusanu
OHHBIE
JOKYMEHTBI.

12

Tema 5.
Opranuzanu
o
JIOKYMEHTOO
Oopora,
perucrpanu
15871
KOHTPOJIA
JIOKYMEHTOB

12

Tema 6.
Opranuzanu
o
ONEPATUBHO
ro
XpaHeHust
JIOKYMEHTOB

dopmupoBa
HUE Jel.

12

24




Tema 7.
ITonroroBka
JIOKYMEHTOB
K
MTOCJICTYFOII]
ei 8
nepeaavd B
apXUB WIH
Ha
YTHJIM3AIU
10

10

22

3a4€T

Bcero
JacoB

36

18

52

108

HA 3204HOI (hopme 00yueHUs

Tabnuya 4.4

KonraktHas pabora

Tembr\
pasnenbi(MOyIIn )

3auarTus

JICKOMOHHOI'O

THUIIa

3ausarus
CEMHHAPCKOI0
THIIA

JTab.p [Ipak.

/ceM.

KonraktHas
pabora 1o

Kyp.p-

Yacer CP
Ha
MOATOTOBKY

Kyp.p.

Nuasa

CP

Kontpouns

Bcero
JacoB

Tema 1.
Opranu3zanuoHHbIe
OCHOBBI
AIIEKTPOHHOTO
JOKYMEHTO0000poTa
B 1Iu(poBOI
9KOHOMHUKE.
ONEKTPOHHBIN
JIOKYMEHTO000pOT
Ha 0a3ze

0(HUCHBIX
IPOTPaMM.

12

12

Tewma 2.
Opraau3anuoHHO-
pacropsiauTeabHas
JIOKYMEHTAITHSI.

12

12

Tema 3 CnpaBouHO-
uH(pOopMalOHHAas
JIOKYMEHTaIUsl.
Jlenopas
NepEenucKa.

10

13

Tema 4.
PacniopsimutenbHbie
58
OpTraHU3aI[IOHHBIE
JIOKYMEHTBHI.

10

10

Tema 5.
Opraau3zanust
JIOKYMEHT0000poTa,

10

11




perucTpaiuu u
KOHTPOJISL
JIOKYMEHTOB.

Tewma 6.
Opranuzanus
ONEPATUBHOIO
XpaHEHUs
JIOKYMEHTOB.
DopMHUpOBaHUE
JEl.

10 10

Tema 7.
ITonroroska
JIOKYMEHTOB K
nocieayronen
nepeiavu B apXxuB
WJIM Ha
YTHJIM3AIUIO

3auer

Bcero yacos

4 96 4 108

Tabnuya 4.7

Coaep:xkaHue pa3ieioB TUCHHILINHBI

HaumeHoBanue
pasaesia \TeMbl
JTUCIHHUILINHBI

Conep:xaHue pa3ena THCHHILTHHBI

Tewma 1. OpranuzannoHHbIe
OCHOBBI 3JICKTPOHHOTO
JIOKYMEHT000O0poTa B

UG POBOI IKOHOMHUKE.
DNEeKTPOHHBIN
JOKYMEHTOO00O0pOT Ha Oaze
OdducHBIX Iporpamm.

MecTo 31eKTPOHHOTO JOKYMEHTO000POTa B JACATEIHHOCTH OpTaHU3aLni.
[ToHsATHE 37EKTPOHHOIO JOKYMEHTOO00pOTa. ABTOMATH3AIUs COCTABICHUS
JOKYMEHTOB. DIIEKTPOHHBIN JIOKYMEHTOO0OPOT Ha Oa3e 00IauHbIX
TEXHOJIOTUH. YHU(UKAIKA U CTaHAAPTU3ALUS AETI0BOI TOKYMEHTALMH.
CnoBapb-MUHUMYM TEPMHUHOB U ompenaenaeHuil. O01re HopMbl U TpaBUIIa
oopmieHus JOKYMEHTOB (pa3Mepsl Oymaru, rmosieil, Hymepauus CTpaHHIl U
T.J1.) IPUMEHSIEMOE B JIEJIONPOU3BOJICTBE.

Tema 2. OpranusanioHHo-
pacrnopsiAuTeabHas
JOKYMEHTAIHS.

Knaccudukanus nenooit nokymenrtainuu. [IpaBuia odhopMiaeHs peKBU3UTOB
0JIaHKa U UX PaclOJIOXKEHHs Ha CTaHAapTHOM (popmare Gymaru, pazmepsl
nonieit. dopmyssip- oOpaser] rpynisl JOKYMEHTOB, MPUHAAIEKAIINX K OJTHON
cucteme. [IpoekTupoBanue OJaHKOB TOKYMEHTOB opranu3amnuu. CocrTas,
odopmiieHre, U3rOTOBJICHNE, XpaHeHHe OJIaHKOB opraHu3anuu. biank
JIOKYMEHTA: TIOHATHE, Ha3HAYeHWe, BUIbI OJaHKOB (00muii O1aHK, OJTaHK
nuchbMa, OJaHK KOHKPETHOTO BUAA JOKyMeHTa (kpoMe nuchma). CocTas,
oopmiieHrne peKBU3UTOB Os1aHka. OCOOEHHOCTH SI3bIKA CITYKEOHBIX
nokyMmeHnToB. Kommnosunus gokymenta. CTpykTypHbie omuOku. HeymectHoe U
HEOMpaBAaHHOE YIOTpeOIeHNE WHOCTPAHHBIX CIIOB.

Tema 3 CripaBo4YHO-
nH(pOpMaIMOHHAS
noKkyMeHTanud. [lenoBas
Mepenucka.

@ukcanus (onrcaHue) JOKaIbHBIX IPaBUII, HOPM, TIOJIOKEHUH,
ONPEIEAIONINX CTaTyC OpPraHNu3ally, €€ CTPYKTYPY, IITATHYIO YUCIEHHOCTb
U JOJDKHOCTHOM COCTaB, KOMIIETEHIIMH JTOJKHOCTHBIX JIMI U CTPYKTYPHBIX
NoJIpa3/ieneHnil, PyHKIMOHAIBHOE COJEepKAHNE IEATEIIbHOCTH OpraHU3aluu
B IIEJIOM, €€ I0JIpa3/ieleHuii 1 paOOTHUKOB, UX MpaBa, 00s3aHHOCTH,
OTBETCTBEHHOCTb U Jp., B OPraHU3ALIMOHHO-PACIOPSAUTEIbHBIX JOKYMEHTAaX
opranuzanuu. CTpyKTypa, Ha3HaueHUEe, MOPSAA0K pa3pabOTKH, COTJIacOBaHUS
n yrBepaeHus [IpaBuit BHyTpeHHEro TpyI0BOTO pacnopsaaka, [lonoxenns o
nepcoHaiie, I1oyoxenus o CTpyKTypHOM IOApa3AciieHuH, [J0JKHOCTHOU
nHCcTpykuuu. lllTaTHOE pacnricaHne Kak NepBUYHBIN YUETHBIN JTOKYMEHT 10




yueTy kanpoB. O3HaKOMIIEHUE Pa0OOTHUKOB C JIOKATbHBIMA HOPMATHBHBIMH
aKTaMH opraHu3anuu. Bunbl n HazHaueHue HHGOPMAITMOHHO-CITPABOYHOM
JOKYMEHTAIuu 1o Kajapam. [lopsaok odhopmieHs,, OCHOBHBIE PEKBU3UTHI U
MPaBONPUMEHUTEIbHAS TTPAKTHKA HCTIOIB30BaHMS JTOKJIATHBIX, CITY)KEOHBIX U
OOBSICHUTEIILHBIX 3alMCOK, MPEACTABICHUH, MPEJIOKECHUN, 3asBICHUH,
aKTOB, CIIPaBOK M JIp. B KAUYECTBE OCHOBAHUU JIJIsl IPUHATUN PEIICHU B
cdepe yrnpaBiaeHUsS EPCOHATIOM OpraHU3aluu

Tema 4. PacniopsaiuTenbHbIe
Y OpraHU3allMOHHbIC
JIOKYMEHTBHI.

Oprann3anoOHHO-PacCoOpPsAUTENbHbIE JOKYMEHTHI: IIOHATUE, HA3HAYEHHUE,
OCHOBHBIE BH/Ibl (OpraHU3al[MOHHBIE, PACTIOPSIAUTEIbHBIE, CIIPABOYHBIE).
Opranu3anvoOHHbIE JOKYMEHTHI: YCTaB, MOJ0KEHNE, CTPYKTYpa U IITaTHAS
YUCJICHHOCTD, IITATHOE paCIUCaHue, IIpaBuia, JOJKHOCTHAS HHCTPYKIUA,
UX Ha3Hau€HUE, XapaKTepUCTHKA U COCTaB, TpeOOBaHUs K 0(OPMIICHHIO,
MOPSIIOK YTBEPXKACHUSA. PacniopsIUTeNIbHbIE JOKYMEHTHI: IOCTAHOBJICHHE,
npuKa3 (10 OCHOBHOM JIEATEIbHOCTH U 10 JINYHOMY COCTaBYy),
pacropsKeHNe, COBMECTHBINA PAaCIIOPAIUTEIbHBIN TOKYMEHT, UX HA3HAYCHUE,
XapaKTepUCTHKA U cOCTaB, TpeboBaHus k opopmiieHuto. CripaBo4HO-
MH(OPMAIMOHHBIE JOKYMEHTHI: CITY)KeOHBIE ITMChMA, CITPABKH, JOKJIAIHbIC
3alUCKHU, TPOTOKOJIbL, aKThl, 3aBJICHHS, UX XapaKTEPUCTUKA U COCTAB,
TpeboBanus kK opopmieHnto. TUITBI JOKYMEHTOB: IMOJJIMHHUK, KOTIHS,
nyOnuKaT, BRITUCKA, MX HazHadyeHue. [lopsaaok odhopmieHus u BoIAauN
KOIUHM 1 1yOJMKaTOB TIOKYMEHTOB, BBINMCOK U3 HUX.

Tema 5. Opranuzanus
JTOKYMEHTO0000pOTa,
perucTpanuy U KOHTPOJIA
JOKYMEHTOB.

Perucrpanus 10KyMEHTOB: IOHATHUE, IIE]IH, 3a/1a41, MECTa PETUCTPAIUH
Pa3IMYHBIX KaTerOpuil TOKyMeHTOB. CHCTEMBI U (JOPMBI PETUCTPALIH
(>kypHaJIbHAsI, KAPTOYHASI, aBTOMATH3HUPOBAHHAs ), UX JJOCTOUHCTBA U
HenocraTku. [lokazaTeny, BBOAUMBIE B pErHCTPALIMOHHBIE (POPMBI.
Oco0eHHOCTH PETUCTPALIUU BXOSIINX, UCXOIAIINX U BHYTPECHHHUX
AOKYMCHTOB. CocTaB BBEIIOJIHIAEMBIX pa60T IIpU OTHPABKEC UCXOAAIINX
JOKYMEHTOB: IIPOBEPKa MPaBUILHOCTH O(DOPMIICHHUSI, HATTMYUS TIPUIIOKCHUIH,
azipecarta, COpTHPOBKA I10 apecaTaM U BHIaM OTIPABJICHUHN, COCTaBIICHHE
OIHCHU PAcChUIKH. TpaJuIIMOHHBIN cIOCO0 OTIIPaBKU JOKYMEHTOB (ITOUTOM).
OTtmpaBka IOKYMEHTOB ¢ TToMoIbio Tenedona, hakca. Kontpons
WCIIOJTHEHUS IOKYMEHTOB: MOHATHE, Ha3HaYeHHe, BUbL. [[puHIMITBI
opranusanuu KoHTpoJss. CpoKy UCTIOTHEHUS: TUTIOBOM, MHIUBUAYAIbHBIN.
TexHonorus BeeHUS! KOHTPOIISA. AHAIIU3 UCTIOIHEHUS JOKYMEHTOB B
yupexieHnu. B3zauMocBsi3b perucrpaiy JOKyMEHTOB U HH(POpPMaIlMOHHO-
crpaBo4YHOU paboThl. Opranuzaiiys paboThl ¢ TOMOIIBIO CIIPABOYHBIX
KapTouek. J[OIKHOCTHBIE JTUIA, OCYIIECTBISIONINE PETHCTPALINIO U KOHTPOJIb
WCIIONTHEH U, UX (QYHKIMH U TIpaBa.

Tema 6. Opranuzanus
OIIEpaTUBHOTO XPaHEHUs
nokymeHToB. @opmupoBaHue
Jel.

Homenxknarypa aen: noustue. 3HaueHUE HOMEHKJIATYpPbI A€ s
KJ1acCU(UKALMU TOKyMEHTOB, ONEPaTUBHOIO XPAaHEHUS U UX Ipe]l apXUBHOM
noArotToBku. Buasl HomeHknatyp aein. [lopsgok cocraBnenust, ohopmIIeHHS,
YTBEPKIECHHS U IPUMEHEHNS] KOHKPETHOM HOMEHKIIATypsl fAei. [lopsaaok
(dbopmupoBanus fnen. Opranuzanys XpaHeHus! UCIIOTHEHHbBIX JOKYMEHTOB.
OcHoBHBbIE TpEOOBaHMSI HOPMATUBHBIX JOKYMEHTOB, PETJIaMEHTHPYIOLIHX
JaHHBIN 3TaI JOKYMEeHT0000poTa. OTBETCTBEHHOCTh 32 COXPAHHOCTD
JOKYMEHTOB.

Tema 7. IloaroroBka
JIOKYMEHTOB K I1OCJIEIYIOIIEH
repenayu B apXuB WIK Ha
YTHIIU3ALUIO

OcHOBHBIE 3Tanbl NEepeadn JOKYMEHTOB B apXUB WM HA YHUYTOXEHUE:!
MOJITOTOBUTEJNIbHBIN (000OCHOBaHHE BBIOOpa Cr1oco0a COXpaHEHUs UITH
YHUUTOKEHHUS ITyTEM MTPOBEJIEHUS IKCIIEPTU3bI LIEHHOCTH JIOKYMEHTOB),
OCHOBHOI (ITOATrOTOBKA J€J1 JJIs IEPEIauy B apXUB), 3aBEPIIAIOIININ
(mepenaya B apXuB WIM YHUUTOKEHHUE). DKCIEPTU3a IEHHOCTU JOKYMEHTOB:
MOHATHE, Ha3HAaYeHUe. [[pMHIUIIBI U KPUTEPUH OIPEAEICHUS HAy4YHOH,
HCTOPUYECKON U MPAKTUYECKOM LIEHHOCTH TOKYMEHTOB. DKCIIEPTHbHIE
KOMHCCHH, UX (PYHKITMH, IpaBa. DTarlbl MPOBEACHUS KCIIEPTU3HI.




Odopmiienne pe3yiabTaToB SKcnepTu3bl. CpOKH XpaHEHUS JOKYMEHTOB.
Ilepeunn 1OKYMEHTOB ¢ yKa3aHUEM CPOKOB XpaHEHUs, UX BUIbI, HA3HAUYCHUE,
cxemsl noctpoeHus. [lopsaaok nepenayuu Aeil B apXuB UK YHUUYTOKECHUS
JIOKyMEHTOB. TpeboBaHus K 0hOPMIIEHHUIO A€ TOCTOSTHHOTIO, BDEMEHHOT'O
CPOKOB XpaHEHHs U 10 JINYHOMY cocTaBy. [IpaBuia opopmienus u
cocrasieHus onucu aen. [lopsnok nepenaun nen B apxuB. ApXuB: OHSTHE,
Ha3HaveHue. Buasl apXUBOB: TOCY1apCTBEHHBIE, BEJOMCTBEHHBIE,
00bEeIMHEHHBIE BEIOMCTBEHHbIE, 00bEJMHEHHBIE MEKBEOMCTBEHHBIE 10
JMYHOMY COCTaBY. ApXUBHBIC (JOHIBI: TOKYMEHTAJIbHBIN, TOCY1apCTBEHHBIN.

SAHATUA CEMUHAPCKOI'O TUITIA
IJI O4HOU (popMBbI 00yUEeHHS

Cemunapckue 3anamus
OO0m11e peKOMEeHIAlMH 110 MTOATOTOBKE K CEMUHAPCKUM 3aHITHSIM:
1. T1o3HaKOMUTBCS C PEKOMEHIOBAHHOW JIUTEPATYPOU;
2. PaccMoTpeTh pa3inuuHbIe TOYKH 3PEHUS IO BOIIPOCY;
3. Beigenuts npobiieMHbIe 00J1aCTH;
4. CdopmynupoBaTh COOCTBEHHYIO TOUKY 3PCHUS;
5. IpemycMOTpeTh CIOPHBIE MOMEHTHI U CPOPMYIIUPOBATH TUCKYCCUOHHBIH BOTIPOC.

AJIs1 04HOM (popMBbI 00yUeHUSs

Tema 1. Oprann3zanuoHHbIe OCHOBBI 3JIEKTPOHHOI'0 IOKYMEHT0000pOTa B
G poBoii IKOHOMHKeE. JIeKTPOHHBIH T0KYMEHTO000pPOT Ha 0a3e 0(pMCHBIX MPOrpamMM.
MecTo 37eKTPOHHOTO JOKYMEHTOO00POTa B JESITEILHOCTH OpraHu3alni.
[ToHsITHE 7EKTPOHHOTO JOKYMEHTOO0OpOTa. ABTOMATHU3AIIMS COCTABICHUS JOKYMEHTOB.
DNEKTPOHHBINA JOKYMEHTOOOOPOT Ha 06a3e 00JIAYHBIX TEXHOJIOTHH.
YHuUKanusa U cTaHAapTU3aLUs 1JI0BOM JOKYMEHTALINH.
OO01me HOpMBI M TIpaBUiIa OPOPMIIEHHUS TOKYMEHTOB (pa3mMepbl OyMaru, 1nojiei, Hymepauus
CTpaHMII U T.J.) IPUMEHSIEMOE B JEJIONPOU3BOICTBE.

arLONOE

Ocnoenas numepamypa*

CannukoB A.B. Cuctemsbl 3J€KTPOHHOTO TOKYMEHTO000poTa : yueOHoe mocodue /
CannukoB A.B.. — Mocksa : Aii [Tu Ap Menaua, 2023. — 106 c. — ISBN 978-5-4497-2200-3.
— Texcr : anextponnsiit // [IPR SMART : [caiiT]. — URL:
https://www.iprbookshop.ru/130529.html

Kysnenona 1.B. KondunennuanbHoe 1e710MpOU3BOICTBO U 3AIUIIEHHBIN 3JI€KTPOHHBIN
JOKYMEHTO000POT : yuebHoe nocobue ains Oakanaspos / Kysnenosa U.B., Xauatpsu [ A.. —
Mockaa : Aii [In Ap Menua, 2020. — 192 ¢. — ISBN 978-5-4497-0588-4. — TekcrT :
anekTponnbii / IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/97083.html

Jlonoanumenvras numepamypa’

Pa6oB 1.B. ABTromMaTtu3npoBaHHbIe HHPOPMAITMOHHO-YIIPABIISIOLINE CUCTEMBI : yueOHOe
nocobue / Psioos N.B.. — Mocksa, Bonorna : Uadpa-NUrxenepus, 2023. — 208 ¢. — ISBN
978-5-9729-1374-9. — Tekcr : anekrponnsiii // IPR SMART : [caiiT]. — URL:
https://www.iprbookshop.ru/132916.html

Data Science u MHTeIEKTYalbHbIM aHAIN3 JaHHBIX : yueOHoe nocobue / J[.M. Hazapos [u
ap.].. — Mocksa : At [Tu Ap Menua, 2023. — 304 ¢. — ISBN 978-5-4497-1931-7. — TekcT :
anektpoHHbIi // IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/127201.html

1 3 3BC
2 U3 3BC



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

Tema 2. OpraHu3anHOHHO-PACTOPSAUTEIbHAS IOKYMEHTALHS.
1. TToncucremsl aenoBoit fokymeHTanuu. [louarue «/{okyMeHTUpOBaHUE.
2.Ilonstue: "pexkBu3ut" nokymeHTa. COCTaB IOCTOSHHBIX M IIEPEMEHHBIX PEKBU3UTOB
OpraHHU3aIOHHO- PACTIOPSAUTEILHON JOKYMEHTAINH.

3. HopmaTuBHO-TIpaBOBBIE aKTHI, PETYIHPYIOIIUE JJOKYMEHTAIMOHHOE oOOecreueHune

yIpaBiIeHUS.

4. CoBpeMeHHbIE TpeOOBaHMS K S3BIKY U CTUJIIO YIPABICHUYECKUX JOKYMEHTOB.

Ocnosnan numepamypa’

CannukoB A.B. CHucTeMBI 2IEKTPOHHOTO JOKYMEHTO0000poTa : yuebHoe mocodbue /
CannnkoB A.B.. — Mocksa : Ait [Tu Ap Menua, 2023. — 106 ¢c. — ISBN 978-5-4497-2200-3.
— Texkcr : anexkrponnsiit // [IPR SMART : [caiiT]. — URL:
https://www.iprbookshop.ru/130529.html

Kysnenosa 1.B. KondunennuanbHoe 1e10NpOU3BOACTBO U 3AIUIIEHHBIN 3JIEKTPOHHBIH
JOKYMEHTOO000pOT : yueOHoe mocobue s 6akanaBpoB / Kysnenosa U.B., Xauatpsu 'L A.. —
Mocksa : Aii [Iu Ap Meaua, 2020. — 192 ¢. — ISBN 978-5-4497-0588-4. — TekcrT :
anektpouubii // IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/97083.html

Hononnumensuasn numepamypa®

Pa6os 1.B. ABromMaTtu3upoBaHHbIe HH(MOPMALIMOHHO-YIIPABIISAIOLINE CUCTEMBI : yueOHOe
nocobue / Psioos N.B.. — Mocksa, Bonoraa : Uadpa-Nmxenepus, 2023. — 208 ¢. — ISBN
978-5-9729-1374-9. — Tekcr : anexktponnsiii // IPR SMART : [caiiT]. — URL:
https://www.iprbookshop.ru/132916.html

Data Science u MHTeIEKTYyallbHbIM aHAIN3 JaHHBIX : yueOHoe nocooue / J[.M. Hazapos [u
ap.].. — Mocksa : At [Iu Ap Menua, 2023. — 304 ¢. — ISBN 978-5-4497-1931-7. — TexcrT :
anekTponubii / IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/127201.html

Tema 3 CnpaBouHo-uHpopMannoHHas JoKyMeHTanusA. /lesioBas nepenuncka.

1. Opranu3anvoHHbIE JOKYMEHTBI IPEITPUATHSL.

2. PacnopsiiutenpHble  JTOKYMEHTBl  HPEIIpPUATHS:  IMpHUKa3bl 10  OCHOBHOM
NESITeIbHOCTH; PACHOPSHKEHUS, PELLICHUS.

3. HHupopmanoHHO-CIIpaBOYHbIE JOKYMEHTHI: IPOTOKOJIbI, OJHAs ¥ KpaTkas Gopma
ux ohopMIIeHUS.

4. HWHpopMallMOHHO-CIIPAaBOYHbIE JOKYMEHTBI: aKThl; CIyKeOHble U OOBSICHUTENIbHBIE
3alUCKH; CHpPAaBKHU; CIyKEOHbIE JOBEPEHHOCTH; MHMCbMA, WX KIAacCUpUKaLUs, CTPYKTYpa,
CTaHJapTHBIE (Ppa3bl U BhIPAKEHUS

Ocnoenas numepamypa®

CannukoB A.B. Cuctemsl 3J€KTPOHHOTO TOKYMEHTO000poTa : yueOHoe mocodue /
CannukoB A.B.. — Mocksa : Aii [Tu Ap Meaua, 2023. — 106 c¢. — ISBN 978-5-4497-2200-3.
— Texcr : anextponnsiit // [IPR SMART : [caiiT]. — URL:
https://www.iprbookshop.ru/130529.html

Kyznenora 1.B. Kondunennuanibsaoe Ae10MpOU3BOACTBO U 3AIIUIICHHBINA AIEKTPOHHBIN
JOKYMEHTO000POT : yuebHoe nocobue ais Oakanaspos / Kysnenosa U.B., Xauatpsu [.A.. —
Mockaa : Aii [In Ap Menua, 2020. — 192 ¢. — ISBN 978-5-4497-0588-4. — TekcrT :
anektponHbii // IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/97083.html

Jlonoanumenvras aumepamypa®
Pa6oB .B. ABTromMaTtu3upoBaHHbIe HHPOPMAITMOHHO-YIIPABIISIOLINE CUCTEMBI : yueOHOe
nocobue / Psioos N.B.. — Mocksa, Bonoraa : Uadpa-NUrxenepus, 2023. — 208 ¢. — ISBN
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978-5-9729-1374-9. — Tekcr : anexktponHsiii // IPR SMART : [caiit]. — URL:
https://www.iprbookshop.ru/132916.html

Data Science 1 HHTEIUICKTyaJIbHBIN aHATN3 JaHHBIX : yaeOHoe nocooue / J[.M. Hazapos [u
ap.].. — Mocksa : Aii [Tu Ap Menua, 2023. — 304 c. — ISBN 978-5-4497-1931-7. — Tekcr :
anektpouubii // IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/127201.html

Tema 4. PacniopsiiuTe/ibHbIe H OPraHU3ANNOHHbIE JOKYMEHTbI

1. [ToHsITHSI TOKYyMEHTOOOOPOT U OpraHU3aIUs TOKYMEHTO000pOTa.

2. HopMaTuBHO-MeTOAMYECKAsT PErJIaMEHTAaIUs IOKYMEHTO000pOTa.

3. OcHOBHBIE MpaBUIIa OPTAaHU3AIMH JJOKYMEHTO000POTa Ha MPEATIPHUITHH.

4. KayecTBECHHbBIC XapaKTEPUCTHKHU JIOKYyMEHTOO0OPOTA.

5. Krnaccudukanus  JOKYMEHTONOTOKOB:  TOPH3OHTaJbHBIC,  BEPTHUKAIILHEIC,

BOCXO/ISIIIIME, HUCXOJISIIUE, BXOSIINE, UCXOASIINE U BHYTPEHHHE.

6. [Toncuer o6beMa JOKyMEHTOOOOpOTA
Ocnosnas numepamypa’

CannukoB A.B. CHucTeMBI 3IEKTPOHHOTO JOKYMEHTO0000poTa : yuebHoe mocodbue /
CannnkoB A.B.. — Mocksa : Aii [Tu Ap Menua, 2023. — 106 ¢c. — ISBN 978-5-4497-2200-3.
— Texkcr : anexkrponnsiii // [IPR SMART : [caiiT]. — URL:
https://www.iprbookshop.ru/130529.html

Kysnuerora 1.B. KondunenmanbHOe 1eI0MPOU3BOJICTBO U 3AIUIIICHHBIN 3JICKTPOHHBIH
JTOKYMEHTO000pOoT : yuebHoe nocodbue g 6akanaBpoB / Kysnernosa U.B., Xauarpsu [ A.. —
Mockaa : Aii [Iu Ap Menua, 2020. — 192 ¢. — ISBN 978-5-4497-0588-4. — TekcrT :
anekTponnbii / IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/97083.html

Jononnumensnasn rumepamypa®

Ps60B 1.B. ABTroMaTu3upoBaHHbIC HH)OPMAIMOHHO-YIIPABJISIONINE CUCTEMBI | y4eOHOE
nocobue / Psioos N.B.. — Mocksa, Bonoraa : Uadpa-NUmxenepus, 2023. — 208 ¢. — ISBN
978-5-9729-1374-9. — Tekcr : anexkrponnsiii // IPR SMART : [caiiT]. — URL:
https://www.iprbookshop.ru/132916.html

Data Science n HHTEIUIEKTYaIbHBIH aHAIU3 JaHHBIX : yueOHOe mocooue / JI.M. Hazapos [u
ap.].. — Mocksa : Aii [Tu Ap Menua, 2023. — 304 ¢. — ISBN 978-5-4497-1931-7. — Tekcr :
anekTponubii / IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/127201.html

Tema 5. Opranuszanusi J0KyMeHTO000pOTa, pErHCTPALMM M KOHTPOJISI JOKYMEHTOB.
1. Drambl pabOTHI ¢ BXOSAIIUMH TOKYMEHTAMHU.
2. Pabota ¢ ucXoASIIUMHU JOKYMEHTaMH.
3. TexHonorus paboThl C BHYTPEHHUMH JOKYMEHTAMH.
4. VYmupaBieHYecKHE JOKYMEHTHI M TOPSAJOK PETHCTPAIMU  YIPaBICHYECKOTO
JTOKyMEHTA.
7. Buasl KOHTPOJIS MCIIOMHEHHUS TOKYMEHTOB M ONEPAIMH 110 KOHTPOIIO HCIOTHEHUS
JOKYMEHTOB.
Ocnoenas rumepamypa®
CannukoB A.B. CructeMsbl 2IeKTPOHHOTO JOKYMEHT000opoTa : yuebHoe mocodbue /
CannnkoB A.B.. — Mocksa : Aii [Tu Ap Menna, 2023. — 106 ¢. — ISBN 978-5-4497-2200-3.
— Texkcr : anexkrponnsiit // [IPR SMART : [caiiT]. — URL:
https://www.iprbookshop.ru/130529.html
Kysnenosa 1.B. KondunennuaabHoe 1e100pOU3BOACTBO U 3alUIIEHHBIN 3JI€KTPOHHBIH
JIOKYMEHTOO000pOT : yueOHoe mocobwue st 6akanaBpoB / Kysnenosa U.B., Xauatpsu I A.. —

"U3 3BC
8 U3 DBC
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Mocksa : Aii [Tu Ap Menua, 2020. — 192 ¢. — ISBN 978-5-4497-0588-4. — Tekcr :
anektpoHHbii // IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/97083.html

Jononnumensnas nrumepamypa*®

Ps6oB .B. ABromMaTtu3npoBaHHbIe HHPOPMAITMOHHO-YIIPABIISIOLINE CUCTEMBI : yueOHOE
nocobue / Psi6oB 1.B.. — Mocksa, Bonoraa : Uadpa-Umxenepus, 2023. — 208 ¢. — ISBN
978-5-9729-1374-9. — Tekcr : anekrponnsiii // IPR SMART : [caiiT]. — URL:
https://www.iprbookshop.ru/132916.html

Data Science u HHTEIIEKTyaIbHBINA aHAINU3 TaHHBIX : ydeOHoe mocobue / JI.M. Hazapos [u
ap.].. — Mocksa : Aii [Iu Ap Menua, 2023. — 304 ¢. — ISBN 978-5-4497-1931-7. — Tekcr :
anekTponHsbii // IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/127201.html

Tema 6. Opranu3anusi onepaTUBHOI0 XpaHeHus 10KyMeHTOB. @opMupoBaHue J1eJl.

1. Homenknatypa pgen: moHsATHE. 3HAYEHHE HOMEHKIATYphl A€l Uil KiacCUpUKaLUU
JOKYMEHTOB, OTIEPATUBHOTO XPaHEHHS U MX MPEe] apXUBHON MOATOTOBKU. BHIbI HOMEHKIATYp €.

2. llopsmox cocraBneHusi, o(opmieHUs, YTBEPXKIEHUS U TNPUMEHEHUS KOHKPETHOU
HOMEHKJIATYpPHI Je]l.

3. Iopsnok hopmMupoBaHUs Je.

4. Opra#uzaiys XpaHEHHWsS WCHOJHEHHBIX JOKyMeHTOB. OCHOBHBIE TpeOOBaHUS K
JTOKYMEHT0000poTy. OTBETCTBEHHOCTh 32 COXPAHHOCTh JJOKYMEHTOB.

Ocnoenasa numepamypa''

CannukoB A.B. Cucremsl 31€eKTPOHHOTO JOKYMEHT0000poTa : yuebHoe nocodue /
CannnkoB A.B.. — Mocksa : Aii [Tu Ap Menua, 2023. — 106 ¢. — ISBN 978-5-4497-2200-3.
— Texkcr : anekrponnsiit // IPR SMART : [caiiT]. — URL:
https://www.iprbookshop.ru/130529.html

Kysnenona 1.B. KondunenuanbHoe 1e10Mpou3BOICTBO U 3aIUIICHHBIN 3JIEKTPOHHBIH
JTOKYMEHTO000POT : yuebHoe nmocodue ais O6akanaBpos / Kysnenosa U.B., Xauatps [.A.. —
Mocksa : Aii [Tu Ap Menua, 2020. — 192 ¢. — ISBN 978-5-4497-0588-4. — Tekcr :
anekTponnsii // IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/97083.htmi

Jonoanumenvnas nrumepamypa*?

Ps60oB 1.B. ABToMaTu3npoBaHHbIE HHPOPMALIMOHHO-YIIPABJIAIOIINE CUCTEMBI : yueOHOe
noco6ue / Ps6os N.B.. — Mocksa, Bonoraa : Uadpa-Nnxenepus, 2023. — 208 ¢. — ISBN
978-5-9729-1374-9. — Texkcr : anmekrponnsiii // IPR SMART : [caiiT]. — URL:
https://www.iprbookshop.ru/132916.html

Data Science u UHTEIIEKTYaJIbHBINA aHATU3 JITAHHBIX : yaeOHoe nocobue / J[.M. Hazapos [u
ap.].. — Mocksa : Aii [Tu Ap Menua, 2023. — 304 c. — ISBN 978-5-4497-1931-7. — Tekcr :
anekTponHsbii // IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/127201.html

Tema 7. IloaroroBka AOKYMEHTOB K MOC/JeAylOllell IepeAayd B apXuB WJIM Ha
YTHIM3ALUI0

1. ®opmupoBaHue J1€71 B OpraHU3aLMIX Pa3JINYHbIX YPOBHEH YIIPABIICHMUS.

2. IlpaBuna ¢popMUpPOBaHUS PA3TUYHBIX KATETOPHH JJOKYMEHTOB B JIeJIa.

3. TpeGoBaHusi K COCTaBJIEHUIO HOMEHKJIATYphl JI€], UX pEerjlaMeHTalusi B HOPMaTHBHO-
METOANYECKUX MaTepHUaJIax.

4. Tlopsimox odopMieHHs, COTJacOBaHUS W YTBEPXKAECHUS HOMEHKIATypbl jaen. Cpoku
XPAaHEHUS TOKYMEHTOB.

5. Hcnonp30oBaHME HOMEHKJIATYPBI JI€]1 B ONEPATHBHOM XPAHEHHMM U BEIOMCTBEHHOM
apXxuse.

Ocnosnas rumepamypa®>

10113 5BC
1 13 3BC
1213 BBC
13 13 BBC


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

CannukoB A.B. Cuctemsbl 3JIeKTPOHHOTO JOKYMEHTO000poTa : yueOHoe mocodue /
CannukoB A.B.. — Mocksa : Aii [Tu Ap Menaua, 2023. — 106 c. — ISBN 978-5-4497-2200-3.
— Texcr : anextponnsiit // [IPR SMART : [caiiT]. — URL:
https://www.iprbookshop.ru/130529.html

Kysnenopa 1.B. KondunennuanbHoe ASI0NPOU3BOACTBO U 3AIIMIICHHBINA AJICKTPOHHBIN
JTOKYMEHTO000POT : yuebHoe nocobue ais O6akanaBpos / Kysnenosa U.B., Xauarpsn [.A.. —
Mocksa : Aii [Tu Ap Menua, 2020. — 192 ¢. — ISBN 978-5-4497-0588-4. — Tekcr :
anekTponnsii // IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/97083.htmi

Jonoanumensvnas rumepamypa*

Ps6oB U.B. ABromaTtu3npoBaHHbIe HHPOPMAITMOHHO-YIIPABIISIOLINE CUCTEMBI | yueOHOE
nocobue / Psi6oB 1.B.. — Mocksa, Bonoraa : Uadpa-Umxenepus, 2023. — 208 ¢. — ISBN
978-5-9729-1374-9. — Texkcr : anekrponnsiii // IPR SMART : [caiiT]. — URL:
https://www.iprbookshop.ru/132916.html

Data Science u HHTEIIEKTyaIbHBINA aHAIHU3 TaHHBIX : ydeOHoe mocobue / JI.M. Hazapos [u
ap.].. — Mocksa : Aii [Iu Ap Menua, 2023. — 304 ¢. — ISBN 978-5-4497-1931-7. — Teker :
anekTponnsbii // IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/127201.html

AJ1s1 3209HOM (popMBbI 00yUeHHns
Tema 3 CnpaBouHo-uH(popManuoHHasi JoOKyMeHTauus. /le;1oBasi nepenucka.

1. Opranu3annoHHbIE JOKYMEHTHI IPEIPUATHUS.
2. PacnopsimutensHple  JTOKYMEHTBI — NPEOUPUATHS: MPHKa3bl IO  OCHOBHOU

ACATCIIbHOCTU,; PACIIOPSIKCHUA, pCIICHUS.

3. HudpopmanmoHHO-CIIpaBOYHBIE JOKYMEHTBI: IIPOTOKOJIBI, TOJTHAS ¥ KpaTkas Gopma

ux opopMiICHUS.

4. HWupopManmoHHO-CIIPABOYHBIE JOKYMEHTHI: aKThI; CIIy>KEOHbIE M OOBSICHUTEIbHbIC

3allUCKU; CHPABKM; CIyXKeOHble JOBEPEHHOCTH; IUCbMA, UX KiIacCUPUKALMs, CTPYKTypa,
CTaHJapTHBIE (Ppa3bl U BBIPAKEHHS

Ocnoenasa numepamypa®®

CannukoB A.B. CucreMsl 31€eKTPOHHOTO JOKYMEHT0000poTa : yuebHoe nocodue /
CannnkoB A.B.. — Mocksa : Aii [Tu Ap Menna, 2023. — 106 ¢. — ISBN 978-5-4497-2200-3.
— Texkcr : anexkrponnsiit // IPR SMART : [caiiT]. — URL:
https://www.iprbookshop.ru/130529.html

Kysnenosa 1.B. KorduneHnuansHoe 1eT0NPOU3BOICTBO M 3AlUIICHHBIN 3JICKTPOHHBIH
JIOKYMEHTOO000pOT : yueObHoe nmocobue st 6akanaBpoB / Kysnenosa U.B., Xauatpsu I A.. —
Mocksa : Aii [Iu Ap Menua, 2020. — 192 ¢. — ISBN 978-5-4497-0588-4. — TekcrT :
anekTponnsbii // IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/97083.htmi

Jononnumenvuas aumepamypa'®

Ps6oB 11.B. ABTOMaTu3npoBaHHbIE HHPOPMALIMOHHO-YIIPABJIAIOIINE CUCTEMBI : yueOHOe
noco6ue / Psi6os N.B.. — Mocksa, Bonoraa : Uadpa-Nnxenepus, 2023. — 208 ¢. — ISBN
978-5-9729-1374-9. — Texkcr : anmekrponnsiii // IPR SMART : [caiiT]. — URL:
https://www.iprbookshop.ru/132916.html

Data Science u HHTEIIEKTyaJIbHBINA aHATU3 JIJAHHBIX : yaeOHoe nocooue / J[.M. Hazapos [u
ap.].. — Mocksa : At [Tu Ap Menua, 2023. — 304 ¢. — ISBN 978-5-4497-1931-7. — TekcT :
anekTponnbii // IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/127201.html

Tema 6. Opranuzanusi onepaTHBHOr0 XpaHeHUus1 J0KYyMeHTOB. @opMupoBaHue J1el.

14 13 BBC
15 13 BBC
16 13 B5BC


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

1. Homenknatypa pgen: moHsATHE. 3HAUYEHUE HOMEHKJIATYpbl Jei s Kiaccu(UKaiuu
JOKYMEHTOB, ONIEPaTUBHOTO XPaHEHHsSI U UX MPEJ apXUBHOUN MOATOTOBKU. BUIBI HOMEHKIATYp JIe.

2. Tlopsimox coctaBieHus, OGMOPMIICHHS, YTBEPXKICHUS W TPUMEHEHHS KOHKPETHOMN
HOMEHKJIATYPHI JIeI.

3. [Topsinok popmMupoBaHus .

4. Opra#uzaiyss XpaHEHHs MCIOJHEHHBIX JOKyMEHTOB. OCHOBHBIE TpeOOBaHUS K
JTOKYMEHTO0000poTy. OTBETCTBEHHOCTD 32 COXPAHHOCTh JJOKYMEHTOB.

Ocnosnas numepamypa®’

CannukoB A.B. Cuctemsbl 3JIEKTPOHHOTO JOKYMEHTO000poTa : yueOHoe mocodue /
CannukoB A.B.. — Mocksa : Aii [Tu Ap Menua, 2023. — 106 ¢. — ISBN 978-5-4497-2200-3.
— Texcr : anexrponnsiit // IPR SMART : [caiiT]. — URL:
https://www.iprbookshop.ru/130529.html

Kysnenopa 1.B. KondunennuaibHoe AeI0NPOU3BOACTBO U 3AIUIICHHBIA AJICKTPOHHBIN
JTOKYMEHTO000POT : yuebHoe nocobue ais O6akanaBpos / Kysnenosa U.B., Xauarpsn [.A.. —
Mocksa : Aii [Tu Ap Menua, 2020. — 192 ¢. — ISBN 978-5-4497-0588-4. — Tekcr :
anexTponnsii // IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/97083.htmi

Jononnumensvnas aumepamypa'®

Ps60oB 1.B. ABTOMaTu3npoBaHHble HHPOPMALIMOHHO-YIIPABJIAIOIINE CUCTEMBI : y4eOHOE
nocobue / Psi6oB 1.B.. — Mocksa, Bonoraa : Uadpa-Umxenepus, 2023. — 208 ¢. — ISBN
978-5-9729-1374-9. — Texkcr : anekrponnsiii // IPR SMART : [caiiT]. — URL:
https://www.iprbookshop.ru/132916.html

Data Science u HHTEIICKTyaIbHBINA aHAIHU3 TaHHBIX : yaeOHoe mocobue / JI.M. Hazapos [u
ap.].. — Mocksa : Aii [Iu Ap Meaua, 2023. — 304 ¢. — ISBN 978-5-4497-1931-7. — Teker :
anekTponHsbii // [IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/127201.html

Tema 7. IloaroroBka JOKYMEHTOB K IOCJIeAyIOLIeHd Iepelayd B apXuB WJIH HaA
YTUIU3AIUIO
1. ®opMupoBaHue [N B OpraHU3aMAIX pPa3IHIHbIX YPOBHEH yIIPAaBICHHUS.
2. IIpaBuna hopMupoBaHHs pa3TUUHBIX KATETOPHI IOKYMEHTOB B Jefa.
3. TpeOoBaHUS K COCTAaBICHHIO HOMEHKJIATYPHI JIENI, UX pEerjaMeHTaIs B HOPMATHBHO-
METOAMYECKUX MaTepHaax.
4. Tlopsinox o¢opMIeHHs, COTJIacOBaHUS W YTBEPXKJIEHUS HOMEHKIATypbl nen. Cpoku
XpaHEeHUs JOKYMEHTOB.
5. Hcnonp3oBaHWE HOMEHKIATYPHI el B ONEPATHBHOM XPAaHEHWHW W BEIOMCTBEHHOM
apxuBe.
Ocnoenas numepamypa®
CannukoB A.B. CucreMsl 31€KTPOHHOTO JOKYMEHT0000poTa : yuebHoe nocodue /
CannnkoB A.B.. — Mocksa : Aii [Tu Ap Menna, 2023. — 106 ¢. — ISBN 978-5-4497-2200-3.
— Texkcr : anexktponnsiit // IPR SMART : [caiiT]. — URL:
https://www.iprbookshop.ru/130529.html
Kysnenosa 1.B. KondunennuanbHoe 1e100pOU3BOACTBO U 3alUIIEHHBIN 3JI€KTPOHHBIH
JTIOKYMEHTOO000pOT : yueOHoe mocobue st 6akanaBpoB / Kysnenosa U.B., Xauatpsu I A.. —
Mockga : Aii [Tu Ap Menua, 2020. — 192 c. — ISBN 978-5-4497-0588-4. — Texkcr :
anekTponnsii // IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/97083.html

Jlononnumensnaa numepamypa®®

Ps60oB 1.B. ABTroMaTu3npoBaHHbIe HHPOPMAILIMOHHO-YIIPABIIAIOIINE CUCTEMBI : yueOHOe
noco6ue / Ps6os N.B.. — Mocksa, Bonoraa : Uadpa-Nuxenepus, 2023. — 208 ¢. — ISBN
978-5-9729-1374-9. — Texkcr : anmekrponnsiii // IPR SMART : [caiiT]. — URL:
https://www.iprbookshop.ru/132916.html

113 BBC
18 13 BBC
¥ 13 BBC
2 Y13 5BC


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

Data Science 1 HHTEJUICKTyaJIbHBIN aHAIN3 JaHHBIX : yueOHoe mocooue / JI.M. Hazapos [u
ap.].. — Mocksa : Aii [Tu Ap Menua, 2023. — 304 c. — ISBN 978-5-4497-1931-7. — Tekcr :
anektpouHbii // IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/127201.html

PA3JEJ 5. OBPA3OBATEJILHBIE TEXHOJIOT A

B memsx  peanmm3anuMu  KOMIETGHTHOCTHOTO — IOjAXoJa B y4eOHOM  IIpolecce
[IPEAYCMaTpUBAETCSl IIMPOKOE HCIONb30BaHUE HMHTEPAKTHBHBIX (OPM IPOBEICHUS 3aHATUI B
COYETaHUU C BHEAYTUTOPHON pabOTOI.

B npouecce npenogaBaHus JIEKIMOHHBINA MaTepuall NPENoAHOCUTCS B HHTEpaKTUBHOM (GopMme, B
TOM 4YHCJIE C UCIIOJIb30BAHUEM CPEJICTB MYJIbTUMEINHHON TEXHUKH.

I/IHTepaKTI/IBHLIe 06pa30BaTeJ’IBHLIe TEXHOJIOI'UH,
HCII0Jb3YEMbI€ HA AYAUTOPHBIX NPAKTHYCCKHUX 3AHATUAX

Tabauya 5.1
Ounas popma o0yueHust
Hcnoab3yembie 00pa3oBaTeibHbIe
HaumenoBaHue pa3jiesioB, TeM Yacel
TeXHOJIOTHH
Tema 2. IIpeamer u cuctema CeMuHapcKoe 3aHATHE — «KPYIJIbIH 4
(¢uHaHCOBOIO IIpaBa CTOJI»:
Tema 3. IIpaBoBoe perynupoBanue | CeMUHApCKOE 3aHATUE — «KPYIJIbIH 4
(MHAHCOBOI'O KOHTPOJIS CTOJI»:
Tema 4. PacniopsaurenbHbie U CeMuHapcKoe 3aHATHE — «KPYIJIbIH 4
OpraHU3aI[MIOHHbIE JOKYMEHTHI. CTOI»:
CeMuHapcKoe 3aHATHE — «KPYIJIbIH
Tema 5. OCHOBBI HAJIOTOBOTO TIPaBa p pyE 4
CTOJ»:
Tema 7. [IpaBoBO€ peryiaupoBaHue N
. CeMuHapcKoe 3aHATHE — «KPYIJIbIH
(buHAHCOBOH AESITETLHOCTH 6
. CTOJI»:
OpraHu3anui
Tema 8. IIpaBoBbIe OCHOBBI CeMHHapCcKOe 3aHATHE — «KPYIJIbIH 5
0aHKOBCKOI'0 KpeAUTOBAHHUS CTOJ»:
Tabnuya 5.3
3aounas popma oOyueHus
Hcnonb3yembie 00pazoBaTenbHbIE Yacol
HaumeHnoBaHue pa3aesioB, TeM
TEXHOJIOTHH
Tema 3. [IpaBoBO€ peryaupoBaHue . 2
CeMHHapcKoe 3aHATUE —  «KPYIJIBII
(UHAHCOBOTO KOHTPOJIS
CTOI»:
Tema 7. I[IpaBoBO€ peryanpoBaHue CeMHHApCKOE 3aHATHE —  «KPYTJIBINA 2
(MHAHCOBOH EATEIILHOCTH OpraHu3alui CTOJI»:
Tema 8. IIpaBoBbIe OCHOBBI OAHKOBCKOTO CeMuHapcKkoe 3aHATHE — «KPYIJIBII 2
KpEAUTOBaHUs CTOI»:
IIpakTUKyM

Keiic 1

Keiic «Kmo eunosam?y

Bbl siBnsieTech MHCIEKTOPOM HAJIOTOBOTO OpraHa, U BO BpeMsl IMPOBEIEHHUS KamepalbHOU
npoBepku OroxeTHoro yupexnaenuss (HUM PAH) Bel BbIABIsSieTe 3HAUUTENBHOE YMEHBIIECHUE
HajorooOnaraemMoii 0a3sl Hajora Ha MNpuObUIL opranm3anuid. [IpoBepka TomOBOTO Oananca
yUpexIeHus MoKa3aja, 4To B cTpoke «lIpnObuib» HapacTarommM UToroM 3a 12 mMecsieB nokasareib
MpUOBUIN PaBHSUIICS HYIIO.




B uem, no eawemy mmenuro, npuuunvl croocusuweiics cumyayuu? Kmo eunosam? Kaxue
Oeticmeusi 6bl Obl NPEONPUHANU OJIA YIYYUEHUS. CUmyayuu?

PA3JEA 6. YYEBHO-METOAUYECKOE OBECIIEYEHUE
CAMOCTOSTEJIbHOM PABOTHI OBYYAIOIIUXCS MO U CHUILTIUHE

Hapsiny ¢ 4yreHuem nekuMid M IIPOBEIACHHEM CEMHHAPCKUX 3aHATUM HEOThEMIIEMbBIM
3JIEMEHTOM Y4eOHOro Ipouecca SBISETCS camocmosmenvhas paboma. Ilpu camocTosTeNbHON
paboTe nocTUTAaeTCs KOHKPETHOE YCBOCHHE Y4€OHOrO MaTepuaia, pa3BUBAIOTCS TEOPETUYECKHE
CIIOCOOHOCTH, CTOJIb BaXKHbIC JJIS YCIEHIHOM NOArOTOBKM M 3alllUThl BBITYCKHOH pabOThI
oOyyarorerocst. @OpMbl CaMOCTOSTETLHON pabOThl 00YYAIOIIUICS MOTYT OBITH pa3HOOOpPA3HBIMHU.
CamocrosarenbHass paboTa 00YydYaroLIErocs BKJIIOYACT: H3Y4YEHHUE CIELUAIbHOW JIUTEpaTypshl,
3akoHOB Poccuiickoit @eneparuu, OeHKY, 00CYXICHNUE U PELIEH3UPOBAHHE MTyOJIMKYEMBIX CTaTeH;
OTBETHI Ha KOHTPOJIbHBIE BOIPOCHI; PELICHHUE 3aja4; CAMOTECTUPOBaHuE. BhINoIHEHNE BCeX BUIOB

CaMOCTOSITENTbHON Pa0bOTHI YBSI3BIBACTCS C M3YUYEHUEM KOHKPETHBIX TEM.

Tabnuya 6.1
CamocTrosiTesibHast paboTa

HaunmenoBanue
pa3iesioB, TeM

Bonpocekl, BBIHOCUMbBIE
HA CAMOCTOSATEIbHOE H3YUYCHHUE

Tema 1. OpranuzanuoHHbIe
OCHOBBI JIEKTPOHHOTO
JOKYMEHTO00O0pOTa B

U POBOI FKOHOMHUKE.
DNEeKTPOHHBIN
JTIOKYMEHTOO0OpOT Ha 6a3ze
OducHBIX IpOrpamm.

MecTo 21eKTPOHHOr0 JOKYMEHTOO00POTA B AEATEIBHOCTH OpraHU3alUil.
[ToHsATHE 37EKTPOHHOTO JOKYMEHTOOO0POTa. ABTOMATH3ALIMS
COCTaBJICHUS

JIOKYMEHTOB. DJIEKTPOHHBII TOKYMEHTOO0OpOT Ha 6a3e 00JauHbIX
TEXHOJIOTUH. YHU(DHUKAINSA U CTAaHAAPTU3ALMUS I€T0BOI TOKYMEHTALIUH.
CnoBapb-MUHUMYM TEPMHMHOB U onpeeneHnil. O61mue HopMbl U
npaBuiIa OPOpPMIICHHS JOKYMEHTOB (pa3Mepsl Oymaru, moJie,
HyMepauus CTPaHMIl ¥ T.J1.) IPUMEHIEMOE B AEJIONPOU3BOICTBE.

Tema 2. OpranusanoHHo-
pacnopsituTeabHas
JOKYMEHTAaIH.

Komnosunus nokymenra. Ctpykrypssle omnoku. Heymectnoe u
HEOIPaBJaHHOE YNOTpeOIeHNEe HHOCTPAHHBIX CJIOB.

Tema 3 CnpaBo4HO-
nH(pOpMaLMOHHAs
JNoKyMeHTauus. [lenosas
HEepenucKa.

O3zHakoMIIeHHE PAOOTHUKOB C TOKAIBHBIMU HOPMATUBHBIMU aKTaMHU
opranuzaiuu. Buasl 1 Ha3HaueHHe HHGOPMAIIHOHHO-CITPABOYHON
JOKyMeHTaluu 1o kaapam. [Topsaok opopmienus, oCHOBHBIE
PEKBU3UTHI ¥ TPABONPUMEHUTENbHAS TPAKTHUKA UCTIOJIb30BAHUS
JOKJTaTHBIX, CITY>KEOHBIX M OOBSICHUTEIBHBIX 3aMHCOK, IPEICTABICHUN,
MPEJI0KEHU M, 3asIBJICHHI, AKTOB, CIIPABOK U JIp. B KAUECTBE OCHOBAHUH
JUTSI IPUHSTHI penieHuid B cdepe ynpaBiaeHHs MepCOHAIOM OpraHu3alluu

Tema 4. PacniopsinnrenbHblie U
OpraHU3alOHHbIE
JOKYMEHTBI.

CnpaBouHO-UHGOPMAIIMOHHBIE JOKYMEHTBI: CITy>K€OHBIE MIChMA,
CIIPABKH, IOKJIAHbIE 3aIIMCKH, IPOTOKOJIBI, aKThI, 3asIBJICHMS, UX
XapaKTepUCTHKA U COCTaB, TpeboBaHus Kk opopmienuto. [Topsiok
odopmiIeHHs U BbIJAYU KO U JyOJIUKAaTOB JOKYMEHTOB, BBIIMCOK U3
HUX.

Tema 5. Opranuzanus
JTOKYMEHT0000pOoTa,
perucTpaluuy U KOHTPOJIA
JIOKYMEHTOB.

TexHonorus BeieHus1 KOHTPOJIA. AHAJIN3 UCIIONIHEHUS JOKYMEHTOB B
yupexJieHuu. B3anMocBs3b perucrpaiu JOKyMEHTOB U
MH(POPMALMOHHO- CIIPaBOYHON paboThl. Opranuzamnus paboTsl C
MOMOIUIBIO CIIPAaBOYHBIX KapToueK. JIOJKHOCTHBIE JINIIA,
OCYILECTBIISIOLINE PETUCTPALIMIO U KOHTPOJIb UCTIOHEHUS, UX (PYHKIUH
U TIpaBa.

Tewma 6. Opranuzanus
OTIEPAaTUBHOTO XPAaHEHUS
nokymeHToB. opmupoBanue
JIell.

OcHoBHBIE TpeOOBaHMSI HOPMATHBHBIX JJOKYMEHTOB,
perJaMeHTHPYIOIIUX JAaHHBIN 3Tan JOKyMEHTO000poTa.
OTBETCTBEHHOCTH 32 COXPAHHOCTh IOKYMEHTOB.

Tema 7. IlonroToBKa
JIOKYMEHTOB K IOCJIETYIOIIEH

ApXI/IBZ INOHATHUC, HA3HAYCHUC. BI/II[BI APXUBOB: TOCYAapCTBCHHBIC,
BEAOMCTBCHHBIC, O6’I)eJII/IHeHHI)Ie BCAOMCTBCHHBIC, O6’I)e)II/IHeHHI)Ie




HaumenoBaHue Bomnpocel, BBIHOCMMBIE

pa3aeioB, TeM HA CAMOCTOSITE/IbHOE H3YUYCHHE
nepcaayun B apxXuB WA HA MCKBCAOMCTBCHHBIC 110 JIMYHOMY COCTAaBY. ApXI/IBHLIC (pOHI[BII
YTUIIU3AIUI0 JIOKYMEHTaJIbHbIN, TOCYIapCTBEHHBIM.

6.1. TembI 3cce?!

1. HopmaTuBHas ocHOBa Ipolecca JOKyMEHTUPOBAHUS YIIPABICHUS [IEPCOHATIOM.

2. OpraHu3alMOHHbIE KaJIpOBbI€ TOKYMEHTBI: COCTaB, CO/EP/KAHUE, MOPSIOK TOJATOTOBKH U
odopmiteHusI.

3. JIoMKHOCTHAsE MHCTPYKLIMS KaK OPraHU3alMOHHBIN KaJpPOBbIM JTOKYMEHT.

4. IlonoxeHne O CTPYKTYpPHOM MOJPA3AEICHUM KaK OpraHU3aLMOHHBIA KaJpOBBIH
JOKYMEHT.

5. IOKyMEHTUPOBAHKE IPOLECCA YBOJIBHEHUS COTPYIHUKOB.

6. JlokyMeHTHpOBaHUE MpoLecca OTKOMaHANPOBAHUS IIEPCOHAIA.

7. CocTaB ¥ BUIbI KaJIpOBOW JJOKYMEHTAIMH.

8. AyrcopcuHr u ayrcrad@uHr mepcoHana: NnpakTHKa IpuMeHeHus. JlOKyMEeHTHpOBaHHE
IpoLecca NpeaoCTaBICHHs OTIIYCKOB.

9. JlokyMeHTHpOBaHUE Mpoliecca 0POPMIIEHHS TPYAOBbIX OTHOLIEHUH.

10. TpymoBoii TOTOBOP M TPYAOBOE COTJIAIIICHHE: MMOHATHE, popMa, rporeaypa ohopmireHus
U 3aKJIFOYEHUS.

11. CoBpemeHHbIE TIPOTPaMMHBIE MPOAYKTHI JJISI CIIYKO YIpaBJIEHUS MEPCOHATIOM: 0OOmIast
XapaKTepUCTHKA.

12. Cucremaru3zanus 1 ONEepaTUBHOE XPaHEHUE JOKYMEHTOB I10 JJUYHOMY COCTaBY.

13. Perucrpanus 1 KOHTPOJIb UCIIOJIHEHHSI JOKYMEHTOB 110 YIPABJICHUIO [IEPCOHATIOM.

14. BonpHUYHBIA JMCT: MOHSITHE, IpPaBOBas OCHOBAa IPEJOCTABICHUS, OCOOEHHOCTU
o(opMIIeHHs U OIUIATHI.

15. MHCTpYKTa)X 1O TEXHHKE OE30MacHOCTH: MOHSATHE, MPaBOBas OCHOBA MPOBEICHHUS,
OCHOBHBIE BU/Ibl 1 OCOOEHHOCTH JOKYMEHTAJILHOTO O(POPMIICHHUS.

16. YHuduuupoBaHHble JOKYMEHTHI 10 JIMYHOMY COCTaBY: IOHSATHE, BUJIbI, COJEpKaHUE,
MOPSAIOK 3aII0JIHEHUS.

17. JIokyMEHTBI 110 y4eTy KaJIpoB: MOHATHE, (POPMBI, TOPSIIOK 3aIIOJHEHUS U BEACHHUS.

18. TpynoBas kHIKKa: opopMIIEHHE U BEJICHUE.

19. JlokymMeHTHpOBaHUE MPOIIecca pOTAI[UU TIEPCOHATIA.

20. JIoKyMEHTHpOBaHME Ipoliecca ajanTally, MOTHUBALMHU, TPEHUHra M KOHTPOJUIMHIa
IepcoHaIa.

21. DnekTpoHHBIH JOKYMEHT B IU(PPOBOH HKOHOMHKE. THIBI JOKYMEHTOB B
MH(OPMALIMOHHON cucTeMe: OyMaXKHbI JTOKYMEHT, 00pa3 JOKyMEHTa, 3JEKTPOHHBIA JTOKYMEHT,
CTPYKTYypUpOBaHHbIE T0KyMeHTbl, XML — npencraBnenue.

22. TenaeHIIUM pa3BUTHS CUCTEM 3JIEKTPOHHOTO T0KyMeHTooOopoTa. PerHok CO/I.

23. CrangapThsl B 00JIaCTH JIEKTPOHHOTO JoKyMeHToobopoTa (EDI).

24. Mecro CO/] B uHpOpMAIIMOHHOMN cucTeMe NPeaIpUITUS.

25. CucreMbl aBTOMAaTHU3allUU AETIONPOU3BOJICTBA B IM(POBOM IKOHOMHUKE.

6.2. IlpumepHbIe 321aHUS AJIS1 CAMOCTOSATEIbHON PadoThI

1. JIaTh TONMKOBaHWE CJIOBaM, COCTaBUTh C HUMH MpeioxeHus: 1) aBuzo; 2) mo06wm; 3)
BEKCEITb.

2. JlaTh TONKOBaHWE CIIOBaM, COCTaBUTh C HUMH MPEIJIOKEeHUs: 1) maTteHt; 2) 1eMnuHr; 3)
ambapro.

2L Tlepeuens TeM He sABISETCS UCYEPTbIBAIOMNM. OOYUArOIMICS MOKET BRIOPATH MHYIO TEMY T10 COTJIACOBAHHIO C
IIperoiaBaTeseM.




3. Jlath TOJIKOBaHWE CIIOBaM, COCTaBUTh C HUMH NpemJIokKeHus: 1) pekmamanms; 2)
MapKupoOBKa; 3) crarHarus.

4. JlaTh TOJIKOBAHUE CJIOBaM, COCTAaBUTh C HUMH MPEUIOKEHU: 1) mpe3eHTarus; 2) JU31HT;
3) nunep.

5. JaTe TOJKOBaHWE CJIOBaM, COCTAaBUTh C HHMH TpemjokeHus: 1) wyaprep; 2)
TUCTPUOBIOTOP; 3) OpoKep.

6 [laTh TONKOBaHME CIIOBaM, COCTaBUTh C HUMHU Npeasiokenus: 1) oBepapadt; 2) nundasus;
3) KOHCAJITHUHT.

7 JlaThb TOJKOBaHHE CIIOBaM, COCTaBUTh ¢ HUMH NpejioxkeHus: 1) odepra; 2) xonauHr; 3)
MapKUpPOBKa.

8 JlaTh TOJIKOBaHWE CIIOBaM, COCTABHTh C HUMU MpeyIoKeHus: 1) mpaiic-nmuct; 2) nedet; 3)
rpud.

9 JlaTh TOJIKOBaHUE CJIOBaM, COCTABUTh C HUMHM NpeIIOKeHus: 1) akienT; 2) akT; 3) peectp.

10 [aTp TONKOBaHUE CIOBAM, COCTABUTh C HUMH IpeIoKeHus: 1) cepTudukar; 2) JIMMUT;
3) akKKpeAUTHB.

11 Haiitu ommOku, ucnpaBuTh uX: 1) BBIBOAB KOMHCCHM NPOTHBOpEYAT C MHEHHUEM
TPYZIOBOTO KOJUICKTHBA; 2) Maublii OM3HEC pacTBOpsieTCs M3-3a OpeMmeHun Hayoros; 3) Hamoru c
Ka)KJIOr0 aBTOMOOMIISI B3bIMAIOTCSI C YUETOM CYMMBI PACTaMOXKKH.

12 Haiitu omubku, wucnpaButh ux: 1) IlpegpsBiss mnpeTeH3ud, PYKOBOAUTEISM
HEOOXOJMMO YKa3blBaTh MPHYUHBI; 2) ['apaHTHpOBaHHOE IMHCHMO OTIPABIEHO BOBpeMs; 3)
Apenpaarop 00s3yeTcs 3aKJIIOUUTh BCE HEOOXOAMMBIE IOTOBOpa HA CTPAXOBaHUE.

13 Haiitu ommOku, ucnipaButh ux: 1) Beerma HeoOXoauMo 000CHOBBIBATH CBOM BBIBOJIBI Ha
pacuerax; 2) [lonmuceiBast 4OTOBOPHI, OIUIaTa rapantupyercs; 3) OmnaunBas HOBYIO TEXHUKY, BaM
HE0OXO0IMMO Y4eCTh BCE HAJIOTH.

14 3akoHuYNTH JaHHBIE NpemIokeHUs: 1) B cBA3M ¢ BO3HUKIIUMU (UHAHCOBBIMU
TpyAHOCTSIMHU. .. 2) CcbutasicCh Ha YCTHYIO JOTOBOPEHHOCTH... 3) B mensx ckopewiero pemeHus
BOMpOCa. ..

15 3akoHunTh AaHHbIE NpeiokeHus: 1) Ha ocHoBaHMM NpeCTaBIEHHBIX JOKYMEHTOB. .. 2)
B cBs3u ¢ HapymieHueMm rpaduka MOCTaBOK HpoAyKuuu... 3) Bo uzbexanue KOH(DIUKTHBIX
CUTYyalHil. ..

16 3akoHuuTh AaHHble npemiokeHus: 1) Ilo mpuumHe 3aaepkku 3apruiathel... 2) Beuny
3aJIep’KKH MOTy4YeHus rpy3a... 3) BeneacTBue n3mMeHeHMs IEH Ha SHEPTOHOCUTEIH. ..

17 CocTtaBuTh NHCHMO-3a1IPOC.

18 CocTaBUTH OTBET HA MUCHMO-3AMPOC.

19 CoctaBUTh NMCHEMO-PEKIAMALIHIO.

20 CocTaBUTh PE3EHTAIMOHHOE MMUCHMO.

21 CocTaBUTh TUCHEMO-TIOJITBEPKIACHUE.

22 CoCTaBHTH aKT.

23 CocTaBUTh FapaHTUHHOE MTHCHMO.

24 CocTaBUTh MUCHMO-TIPUTIIAIIICHUE.

25 CocTaBUTh TUCBMO-PE3IOME.

26 CocTaBUTh COMPOBOAUTEIILHOE MTUCHMO.

27 CocTaBUTh MUCHMO-TIPOCHOY.

28 CocTaBuTh 6J1ar0/1apCTBEHHOE TTUCHMO.

29. CocTaBUTh NUCBMO-TIPUTJIAIICHHUE.

30 CocTaBUTh TUCHMO-OTKA3.

31 CocraBUTh NHUCHMO-JIEKJIAPALUIO.

32 CocTaBUTh MMCHbMO-PEKIIAMALIHIO.

33 CocTaBUTb NIPUKA3 KaK PaCOPSIUTENBHBIN TOKYMEHT.

34 CocTaBUTh OOBSICHUTENBHYIO 3aIIHCKY.

35 CocTaBUTh NUCHEMO-TIPEAIIOKEHUE.

36 CoctaBUTh NMUCEMO-0(EPTY



PA3EN 7. OIEHOYHBIE U METOJJMYECKUE MATEPHA.IBI IO
OBPA30OBATEJILHOII IPOTPAMME (®OH/J] OIEHOYHBIX CPEJCTB) JIIsI
MPOBEJEHUSI TEKYIIETO KOHTPOJISI YCIEBAEMOCTH U TIPOMEKYTOUYHOI
ATTECTALIUU

Tabnuya 7.1

IIJIAHUPYEMBIE PE3YJIBTATEI OBYUEHHS 110 JIUCLIUIIJIMHE «OCHOBEI JIEJIOBOM
JOKYMEHTAIIMN U AEJIOITPON3BOACTBA B OPITAHU3ALIMN», COOTHECEHHBIE C
IIJIAHUPYEMBIMU PE3VJIbTATAMU OCBOEHNS OEPA30BATEJILHOM ITPOI'PAMMBI

B COOTHOILIEHMHM C OUEHOYHbLIMU CPEJICTBAMU

Ilnanupyembie
pe3yJabTarhl,
XapakTepu3ymolue
3TaMNbl
¢dopmupoBanus
KOMIIeTEeHIIUH

Conep:xkanue
y4eOHOro MmaTepuaJia

IMpumepsbl
KOHTPOJIbHBIX
BOIIPOCOB U 3aIaHUil
JIJIS1 OLIeHKH 3HAHMIA,
YMeHMU, BJIaJeHuil

Metoabi\
cpeacTBa
KOHTPOJIS

YK-4 Cnocoben ocywecmenameo 0e106y10 KOMMYHUKAUUIO 8 YCIHOU U RUCLMEHHOI hopmax

Ha zocydapcmaenn

om sa3vike Poccuiickoit Dedepayuu u unocmpannom(vix) azvike(ax)

YK-4.1. 3Haer
npaBuja
OCYILIECTBJICHUS
JIEJIOBBIX
KOMMYHUKaUK B

YCTHOW M MUCHbMEHHOMN
bopmax Ha
rOCYyJapCTBEHHOM U
MHOCTPAHHOM (bIX)
A3BIKE

Tewma 1. OpranuzanroHHbIe
OCHOBBI 3JIEKTPOHHOTO
JIOKyMEHTO000pOTa B
u(pOBON IKOHOMUKE.
ONEeKTPOHHBIN
JIOKyMEHTO000pOT Ha 6aze
O(UCHBIX POTrpamMM.

Tema 2. Opranu3zalMOHHO-
pacrnopsiAuTeNIbHast
JIOKYMEHTAIHSI.

Tema 3 CpaBouHO-
uH(pOpMalOHHAs
JToKyMeHTauus. JlemoBast
MepEenucKa.

Tema 4. PaciopsiaurenbHbie
Y OpraHU3alOHHbIE
JIOKYMEHTBI.

Tewma 5. Opranuzanus
JTIOKYMEHTOO000pOTAa,
pPEruCTpallui U KOHTPOJIS
JIOKYMEHTOB

Tema 6. Opranuzauus
OTIEPAaTUBHOTO XPaHEHUS
JIOKYMEHTOB.
dopMHUpOBaHUE JEINI.

Tema 7. IlogroroBka
JIOKYMEHTOB K
MOCJEAYIONIEN MTepelavu B
apXUB WM HA YTUIU3AIUIO

Tuner C3J[. Cucrema
JEJNONPOU3BOJICTBA U
CHUCTEMa DJIEKTPOHHOTO
JOKYMEHTO000pOoTa.
Knaccudukanms
ABTOMAaTU3HPOBAHHBIX
CUCTEM
JeJONPOU3BOJICTBA U
3JIEKTPOHHOTO
JTOKYMEHTO000pOoTA.
Tumst TEXHOJOTHI
3J€KTPOHHOTO
YIPABJICHUS
nokymentamu (OV []).
Cucrembl
aBTOMaTH3aLuU
JIeTIOTIPON3BO/ICTBA B
IU(PPOBOH IKOHOMHUKE
CrnpaBouHo-
nH(}OpMaILIMOHHBIE,
OpraHU3aIMOHHbIC u
pacnopsiAuTeNbHbIE
JIOKYMEHTBI.

Crpykrypa n
coIepKaHUE KaJIpOBOU
JIOKYMEHTAIUH.
Opranu3anuoHHO-
KaJIpOBbIE IOKYMEHTHI.
[Toacucrema apxuBa
JIOKYMEHTOB,
YHpaBJICHUA KOHTCHTOM
U Cpe/icTBa
CTPYKTYpPHU3aLIUH.
(Opraamzanus
XpaHuanma (Gannos;

[TucbmMeHHbIM
KOHTPOJIb /
acce (TeMbl
moaynei 1,3
),. YCTHBIN
KOHTPOJIb /
OTIPOC Ha ceM
3aHATHH ,(T.1-
3,8,9),
sK3aMeHe (B.
1-17,25-31)
TectupoBanue
/TecTOBbBIE
3amaHus 1-
3,8.9 kaxxmoro
BapHaHTa




ILnanupyemsie

Ipumepsbl
pe3yJbTaThbl,
KOHTPOJIbHBIX MeToasbi\
XapakTepu3ymoume Coaepxanue .
3TANbI y4eOHOro MmaTepuaJia BOMPOCOB M 3a/aHiu cperctpa
JJIS1 OLleHKY 3HAHMH, KOHTPOJIA
(bopmupoBars YMEHHUIi, BJIaieHUN
KOMIIETEeHIIUH
Opranuzanus
MeTaIaHHbIX;
HuTterpanus ¢
o uCHBIMU
MIPUWIOKEHUSIMU U JP.).
YK-4.2. VYmeer | Tema 1. Opranuzauvonnsie | Tuner COJ[. Cucrema | ITuceMeHHbIN
OCYILIECTBIIATh OCHOBBI 3JIEKTPOHHOT'O JIeTIOTIPOU3BOACTBA M | KOHTPOJIb /
hi (S ():3% ) JIOKyMEHTO0000pOoTa B CUCTEMa DJIJIEKTPOHHOTIO | 3cce (TEMBI
KOMMYHMKAIUIO B | HU(POBOI IKOHOMHUKE. JTOKYMEHTO0000pOTA. monyien 1,3
YCTHOW M TTUCbMEHHOM | DJIEKTPOHHBIM Knaccudukanms ),. YCTHBIN
dhopmax Ha | JOKYMEHTOOOOpOT Ha 0aze ABTOMATHU3HPOBAHHBIX KOHTPOJb /
rOCy/IapCTBEHHOM U | O(UCHBIX MPOTPAMM. CUCTEM OTIPOC HA CEM
WHOCTPAaHHOM (p1x) | Tema 2. Opranu3alliOHHO- | ACJIIONPOU3BOACTBA U | 3aHATUHU ,(T.1-
SI3BIKE pacnopsIuTeIbHas 3JICKTPOHHOTO 3,8,9),
JIOKYMEHTaIUsl. JTOKYMEHTO000pOTa. JK3aMeHe (B.
Tema 3 CnpaBouHo- Tunel texnosoruit | 1-17,25-31)
UHPOPMAaLOHHAS AJEKTPOHHOTO TectupoBanue
JnokyMmeHTanus. Jlenosas yIpaBICHUS /TecToBbIe
IIEPENUCKA. nokymentamu (OY [1). 3agaHus 1-
Tema 4. Pacnopsiautensubie | Cucremsl 3,8.9 kaxmoro
Y OpraHU3allOHHBIE aBTOMAaTH3aLUU BapHaHTa
,I[OKYMGHTLI. ACJIONpPONU3BOJCTBA B
Tema 5. Opranu3anus 1H(POBOI IKOHOMHKE
JIOKyMEHT0000poTa, CrpaBouHoO-
PErucTpanyu U KOHTPOJIS MH(pOPMALNOHHBIC,
JIOKYMEHTOB OpraHU3alIOHHbIE u
Tema 6. Opranuzanus PacIopsAAUTCIIbHbIC
OIIEPaTUBHOTO XpPaHEHUS AOKYMCHTBI.
JIOKYMEHTOB. Crpykrypa u
dopMHUpOBaHUE JEII. cozepKaHue KalpoBOH
Tewma 7. [logroroBka AOKYMCHTAIlUH.
JIOKYMEHTOB K Opranu3anuoHHO-
MOCJEAYIONIEN MTepelavu B KaapOBBIC NOKYMCHTBI.
apXWB WM Ha yTHIm3anuio | [10JCHcTeMa apXuBa
JOKYMEHTOB,
yIpaBJIeHHUs] KOHTCHTOM
U CpeacTBa
CTPYKTYPHU3AIHH.
(Opranuzarnus
XpaHuanma (Gpannos;
Opranuzanus
MCETaJaHHBIX,
Wuterpamms ¢
o uCHBIMU
MPUIOKESHUSIMH U JIp.).
YK-4.3. Baaneer | Tema 1. Opranuzaunonsnsie | Tunsl C3OJ[. Cucrtema | [IucbMeHHbIH
HaBbIKAMH OCHOBBI JIEKTPOHHOTO JIeNIOTIPOU3BOJCTBA M | KOHTPOJIb /
OCYILIECTBIICHUS JIOKyMEHTO000poTa B CUCTEMa DJJIEKTPOHHOTIO | 3cce (TEMBI
JIEJI0BOM 1U(PPOBON IKOHOMHUKE. JOKYMEHT0000pOoTa. monyien 1,3




ILnanupyemsie

Ipumepsbl

pe3yJbTaThbl,

KOHTPOJIbHBIX MeToapi\

XapakTepu3ymoume Coaepxanue .
BOIIPOCOB U 3aaHUM cpeacTBa
JTalbI y4eOHOro marepuaJja N
JJI51 OLleHKH 3HAHWN, KOHTPOJIsA
(opmupoBanus N .
YMEeHMUIi, BJIa/IeHUH

KOMIIETEeHIIUH

KOMMYHHUKaIUU B | DJIEKTPOHHBII Knaccudukanus ),. YCTHBIN

YCTHOM M MUCBMEHHOU | TOKyMEHTOOO0OpOT Ha Oa3ze ABTOMATU3HPOBAHHBIX KOHTPOJb /

dhopmax Ha | OUCHBIX MPOTPAMM. CUCTEM OIPOC Ha CeM

rocynapctBeHHOM U | Tema 2. Opranu3aiiuoHHO- | JI€JONPOU3BOJICTBA U | 3aHATUU ,(T.1-

MHOCTPaHHOM (p1X) | pacopsiIuTeNBEHAS 3JIEKTPOHHOTO 3,8,9),

SI3BIKE JIOKYMEHTAIHSI. JOKYMEHTO000pOoTa. sK3aMeHe (B.
Tewma 3. CnpaBouHo- Tuner texHosoruit | 1-17,25-31)
uH(pOpMalOHHAs 3NEKTPOHHOTO TectupoBanue
JoKyMeHTauus. Jlenosas yIpaBICHUS /TecToBBIC
Mepenucka. nokymentamu (DY [1). 3amanus 1-
Tema 4. Pacniopsinutensubsie | Cuctemsl 3,8.9 kaxxoro
Y OPraHU3aIMOHHBIC aBTOMAaTH3ALUH BapHaHTa

JIOKYMEHTBI.
Tema 5. Opranuzanust
JIOKYMEHTOO000pOTAa,
pErucTpaluv U KOHTPOJIS
JIOKYMEHTOB

Tema 6. Opranuzanust
OTIEPATUBHOTO XPaHEHUS
JIOKYMEHTOB.
dopmMUpOBaHUE JICII.

Tema 7. Iloaroroska
JIOKYMEHTOB K
MOCJEAYIOUIEN MTepelavu B
apXMB WIX HA YTHJIM3ALUIO

JIeTIOTIPON3BO/ICTBA B
IU(pPOBOH SIKOHOMHUKE
CrnpaBouHo-
nH(pOpMaLIMOHHBIE,
OpraHU3alIOHHbIE u
pacnopsiAuTeNIbHbIE
JIOKYMEHTBI.
Crpykrypa u
coJiepKaHue KaJIpOBOU
JOKYMEHTAIUU.
Opranu3anuoHHO-
Ka/IpOBbIE IOKYMEHTHI.
IMoncucrema apxuBa
JIOKYMEHTOB,
yIIpaBJIeHUsI KOHTCHTOM
U CpeacTBa
CTPYKTYpH3aIHH.
(Opranmzanms
XpaHuanma (Gpannos;
Opranmzanus
MeTaJaHHBIX;
HuaTterpanus ¢

o HCHBIMU
MPUIOKEHUSIMH U JIp.).

IIK-2 CnocobeH MMPOU3BOJUTH pACYCT U aHAJIN3 SKOHOMHUYCCKUX IoKa3aTeseh PE3YyIbTATOB ACATCIBHOCTHU

OpraHumsanuvu

NIIK-2.1. Tema 1. Opranuzammonnsie | Tuner C3JI. Cucrema | I[TucemeHHbIN
3HaTh: OCHOBBI 3JIEKTPOHHOTO JEJIONPOU3BOJCTBA U | KOHTPOJb /
HopmatusHsbie JOKYMEHTO000pOTa B CHUCTEMA DJIEKTPOHHOIO | 3cCe (TEMBI
IIPaBOBBIE AKTHI, M (poBON IKOHOMUKE. JIOKYMEHTO000poTA. moxynen 1,3
peryiupymoiune ONEeKTPOHHBIN Knaccudukanus ),. YCTHBIN
(hbUHAHCOBO- JTIOKYMEHTOOO0OPOT Ha Oa3ze aBTOMATU3HPOBAHHBIX KOHTPOJIb /
XO35IIICTBEHHYIO O(pHCHBIX IpOrpamMM. CUCTEM OIpOC HA CEM
NEeATEIbHOCTh Tema 2. Opranu3aliiOHHO- | JI€JONPOU3BOJICTBA U | 3aHATUU ,(T.1-
OpraHM3alyu pacnopsiiuTeabHas AJIEKTPOHHOTO 3,8,9),
[Topsiok pa3paboTKN | JOKYMEHTaIusl. JIOKYMEHT0000poTa. 9K3aMeHe (B.




ILnanupyemsie

Ipumepsbl
pe3yJabTarhl,
KOHTPOJIbHBIX MeToasbi\
XapakTepu3ymoume Coaepxanue .
BOIIPOCOB U 3aJaHM cpeacrsa
JTalbI y4eOHOro marepuaJja N
JJIS OLCHKY 3HAHUIM, KOHTPOJIA
(opmupoBanus N .
YMEHHUIi, BJIaieHUN
KOMIIeTEHIIUH
HOPMaTUBOB Tema 3. CnpaBo4HO- Tumnst texHonoruit | 1-17,25-31)
MarepuaibHbIX, uH(pOopMalOHHAas 3JEKTPOHHOTO TectupoBanue
TPYZIOBBIX, JIoKyMeHTauus. JlemoBast yIIpaBJICHUS /TecToBBIC
(DMHAHCOBBIX PECYPCOB | MEPEIUCKA. nokymeHntamu (DY [1). 3agaHug 1-
B COOTBETCTBUH C Tema 4. Pacniopsinutensusie | CucteMbl 3,8.9 kaxxoro
0TpacieBoi Y OpraHU3alMOHHbIE aBTOMAaTH3alUU BAapUaHTa
HaIIPaBJICHHOCTHIO JOKYMCHTHIL. ACIONPOU3BOZICTBA B
Metonabl Tema 5. Opranuzanust 1M (pOBOI SKOHOMHKE
3KOHOMHUYECKOTO JIOKyMEHTO000pOTa, CrpaBoyHo-
aHanvsa v ydyera pETUCTpALUU U KOHTPOISA MH(pOPMALNOHHBIC,
MoKa3areyeun JIOKYMEHTOB OpraHu3allMOHHBIC u
NEITENbHOCTHU Tema 6. Opranuzanus pacropsAauTCIbHBIC
OpraHM3alLiu U €e OIIEPaTUBHOIO XPaHEHHUs AOKYMCHTBI.
MoJIpa3ieICHUI JOKYMEHTOB. Crpykrypa u
Metoanueckue DopMUpPOBAHUE JICII. COACP!KaHMEC KaAPpOBOU
MaTepralibl 1O Tewma 7. Ilogroroska MNOKYMCHTAaIUH.
[JIAHUPOBAHUIO, YYETY | JTOKYMEHTOB K OpraHu3annoHHO-

U aHaJIU3y
NEeSATeTbHOCTH
OpraHu3aluu
[Topsnox pa3paboTku
OW3HEC-TIAaHOB B
COOTBETCTBUU C
OTpAaCIIeBOI
HaIpaBJIECHHOCTHIO
[Topsimok pa3paboTku
MEePCIEKTUBHBIX U
T'OJIOBBIX IJIAHOB
XO03SIMCTBEHHO-
(brHaHCOBOH U
MIPOU3BOJCTBEHHOMN
NEeSATETbHOCTH
OpraHu3aluu
Knaccudukanms
METO/IOB U NPUEMOB,
HCIIOJIB3YEMBIX TIPU
aHann3e (UHaHCOBO-
XO3SIICTBEHHOMN
NEeSATEIbHOCTH
OpraHU3aINH
TpeboBanust oxpaHsl
Tpyna

[Topsiaok BegeHus
JIOTOBOPHON pabOTHI
Mertoabl opranuzanuu
OTIEPAaTUBHOTO U
CTaTUCTUYECKOTO

ydera

MOCINEeAYIOUIeH nmepeaayu B
apXMB WIA HA YTHJIM3AIUIO

Ka/IpOBbIE IOKYMEHTHI.
[Toxcucrema apxuBa
JIOKYMEHTOB,
yIpaBiIeHUS KOHTEHTOM
U CpeaCTBa
CTPYKTypHU3allUu.
(Opranuzanus
XpaHwHIa Gaiiios;
Opranmzanus
METaIaHHbIX;
HuaTterpanus ¢

o HCHBIMU
MPWJIOKEHUSIMU | 1. ).




ILnanupyemsie

Ipumepsbl
pe3yJbTaThbl,
KOHTPOJIbHBIX MeToasbi\
XapakTepu3ymoume Coaepxanue .
BOIIPOCOB U 3aaHUM cpeacTBa
JTalbI y4eOHOro marepuaJja N
JJIS1 OLleHKY 3HAHMH, KOHTPOJIA
(opmupoBanus N .
YMEeHMUIi, BJIa/IeHUH
KOMIIETEeHIIUH
TexHonornyeckue u
OpraHu3aIOHHO-
SKOHOMUYECKHE
yCIIOBUS
MIPOU3BOJICTBA B
COOTBETCTBHH C
OTpAaCIIEBOM
HaIpPaBJIEHHOCTHIO
NEeSATETbHOCTH
OpraHu3aluu
HIIK-2.2. Tema 1. Opranuzanuonnsie | Tuner COJl. Cucrema | [TuceMeHHbIN
Ymethb: OCHOBBI 3JIEKTPOHHOTO JEIONPOU3BOJCTBA U | KOHTPOIb /
Ymers: JIOKyMEHTO000pOTa B CUCTEMA D3JIEKTPOHHOIO | 3cCe (TEMBI
IIpuMeHsITH METOUKH M (ppoBOI IKOHOMHKE. JOKYMEHTO000pOoTA. monynei 1,3 ),
OIPEACIICHUA ONEKTPOHHBIN Knaccugukanus VYcerHbii
SKOHOMHUYECKOH JIOKyMEHTO000pOT Ha 6aze ABTOMAaTU3MPOBAHHBIX KOHTPOJIb /
dPpdextuHOCTH O(HCHBIX TIPOrpamMM. CHCTEM OIIPOC Ha CeM
ZpomBOHCTBa Tema 2. OpraHu3alldOHHO- | JEJONPOU3BOACTBA U | 3aHATHHU ,(T.1-
HA3POBATE pacropsauTenbHAs 3JIEKTPOHHOTO 3,8,9),
IIPONU3BOACTBEHHO-
N JIOKyMEHTAIHSI. JOKYMEHTO000pOoTA. sK3aMeHe (B.
XO3AUCTBCHHBIC ITJIAHBI o
Tema 3. CnpaBo4HO- Tumnst TexHojorui | 1-17,25-31)
OpraHu3aluu
uH(pOpMalOHHAs ANEKTPOHHOTO TectupoBanue
PaccuuteiBath
nokymeHTanus. Jlenoas YIPABJICHUS /TecToBBIC
3KOHOMHYCCKUC N 3y 1
(buHAHCORO- MepEenucKa. nokymentamu (OV []). 3amaHus 1-
SKOHOMIUCCKIE Tewma 4. Pacniopsimutensabsie | Cuctembl 3,8,9 kaxxmoro
ToKa3aTeNH, Y OpraHU3alOHHbIE aBTOMATH3ALUH BapHaHTa
XapaKTepH3yIOIIe JOKYMEHTHI. ,I[eJIOHpOI/iBBOI[CTBa B
NEATENHOCTD Tewma 5. Opranuzanus 1M (pPOBOH SKOHOMHKE
OpraHu3alux I[OKyMeHTOO60pOTa, CHpaBOqHO_
BEITONHATS pEerucTpaluyu ¥ KOHTPOJIA MH(OPMALMOHHBIE,
HEOOXOIUMBIE TS JIOKYMEHTOB OpraHHU3aIIMOHHBIC n
COCTaBJICHHS Tema 6. Opranuzauus pacnopsAIHTEIbHBIC
9KOHOMHYECKHX OIEPATUBHOTO XPAHEHHUS AOKYMEHTBI.
pa3aciioB IJIAHOB JOKYMEHTOB. CprKTypa u
pacueTsl, 000CHOBBIBATL | (DOPMUPOBAHHUE JEIL. COZIEpIKAHUE KAIPOBOU
HX U IPEACTABIIATH Tema 7. HOI[FOTOBKa JAOKYMCHTAIUH.
pe3ybTaThl paboThl B JIOKYMEHTOB K Oprasu3anroHHO-

COOTBETCTBHH C
MPUHSTHIMH B
OpraHHU3alNN
CTaHIapTaMu

CrtpouTh cTaHIapTHBIE
TEOPETUIECKHE U
9KOHOMETPHUYECKHE
MO/IEJIU, aHAJIU3UPOBATh
Y MHTEPIPETUPOBATH
MOJTy4YEHHBIE
pe3yNIbTaTh

MOCJEAYIONIEN Nepeiadyn B
apXMB WINM HA YTHIM3ALUIO

KaJpOBBIE IOKYMEHTHI.
[Toacucrema apxuBa
JIOKYMEHTOB,
yIpaBIeHUS] KOHTEHTOM
Y CpeJICTBA
CTPYKTypHU3aIlnH.
(Opraamzanus
XpaHWIMIIA pailyios;
Opranmzanus
METaIaHHBIX;
WHterpamusi c




ILnanupyemsie
pe3yJbTaThl,
XapakTepu3yloue
3Tanbl
(opmupoBanus
KOMIIeTeHIIUH

Conep:xanue
y4eOHOro marepuaJja

Ipumepsbl
KOHTPOJIbHBIX
BOIIPOCOB W 3aIaHUil
JIJIS1 OLIeHKH 3HAHMIA,
YMeHMU, BJIaJeHuil

Metoabi\
cpeacTBa
KOHTPOJIS

AHaTM3upOBaTh U
WHTEPIPETUPOBATH
(UHAHCOBYIO,
OyXranTepcKylo
WHpOpMAILHIO,
CoJepKaIIyIocs B
OTYETHOCTH
OpraHu3aluu, U
HCIIONb30BaTh
MOJTy4EeHHbIE CBEICHHUS
TUISL IPUHSTUS
yTpaBICHUECKUX
pelIeHunit
Hcnons3oBate i1
peurenus
AHATTMTUYECKUX U
HCCIIEI0BATEIBCKUX
3a]]a4 COBPEMECHHBIE
TEXHUYECKUE CPENCTBA U
WH(POPMAITMOHHBIC
TEXHOJIOI'UHN

o uCHBIMU
MIPUIOKEHUSIMU U JP.).

HUIIK-2.3.

Baaners:
DopMHUpOBaHUEM U
MPOBEPKOM MJIAHOB
(mHAHCOBO-
SKOHOMHUYECKOTO
Pa3BUTHS OpraHU3aLUuU
Brei6opom u
MIPUMEHEHUEM
CTaTHUCTUYECKHX,
9KOHOMHKO-
MaTeMaTHYEeCKUX
METO/IOB U
MapKETUHIOBOT'O
HCCIIEI0BaHUS
KOJINYECTBEHHBIX U
Ka4eCTBEHHBIX
rokazarenen
JEeSITeTbHOCTH
OpTraHHU3aIiN
[IpoBeneHreM pacyeToB
9KOHOMHUYECKHUX U
(uHAHCOBO-
9KOHOMHYECKHUX
MoKa3aTesell Ha OCHOBE
THTIOBBIX METOJIHK C
Y4€TOM HOPMAaTHUBHBIX
MPaBOBBIX AKTOB
PacueTom BiusiHUA

Tema 1. OpranuzanvoHHbIe
OCHOBBI JIEKTPOHHOTO
JIOKyMEHT0000poTa B
u(pOBON IKOHOMUKE.
ONEeKTPOHHBIN
JIOKyMEHTOO00O0pOT Ha 6aze
O(UCHBIX POTpPamMM.
Tema 2. Opranu3aiuoHHO-
pacropsiAuTeNIbHAas
JIOKyMEHTAIUSI.

Tewma 3. CipaBouHo-
uH(pOpMalMOHHAs
JToKyMeHTauus. JlemoBast
MepPEenucKa.

Tema 4. PactiopsiaurenbHbie
Y OpraHU3alOHHbIE
JIOKYMEHTBI.

Tewma 5. Opranuzanus
JIOKyMEHT0000poTa,
pEruCTpallii U KOHTPOJIA
JIOKYMEHTOB

Tema 6. Opranuzanus
OTIEPAaTUBHOTO XPaHEHUS
JIOKYMEHTOB.
dopMHUpOBaHUE JEINI.

Tema 7. IlogroroBka
JIOKYMEHTOB K
IIOCJIEIYIOLIEN IIEpelauu B

Tuner C3JI. Cucrema
JIEJIONPOU3BOJCTBA U
CHUCTEMA DJIEKTPOHHOIO
JOKYMEHTO0000pOoTa.
Knaccudukanms
aBTOMATHU3MPOBAaHHBIX
CUCTEM
JEJIONPOU3BOACTBA U
AEKTPOHHOTO
JOKYMEHTO0000pOoTa.
Turnbl TEXHOJOTHI
IJEKTPOHHOTO
yIpaBlIE€HUs
nokymentamu (OV []).
Cucremsl
aBTOMaTuU3aluu
JeTI0NPOU3BOJICTBA B
U(pPOBOI SIKOHOMHUKE
CrnpaBouHo-
nH(}OpMaLIMOHHBIE,
OpraHMU3alIOHHBIE "
pacnopsAuTeNbHbIE
JOKYMEHTBI.

Crpykrypa n
coJiepKaHue KaJIpOBOU
JIOKYMEHTAI1H.
OpranuzannoHHO-
KaJIpOBbIE IOKYMEHTBHI.

[TucbMeHHBIM
KOHTPOJIb /
acce (TeMbl
moaynei 1,3
),. YCTHBIN
KOHTPOJIb /
OIpOC Ha CEM
3aHATUU ,(T.1-
3,8,9),
sK3aMeHe (B.
1-17,25-31)
TectupoBanue
/TecToBbIE
3amanus 1-
3,8.9 kaxmoro
BapHaHTa




ILnanupyemsie
pe3yJbTaThl,
XapakTepu3yloue
3Tanbl
(opmupoBanus
KOMIIeTeHIIUH

Coaepxanue
y4eOHOro marepuaJja

Ipumepsbl
KOHTPOJIbHBIX
BOIIPOCOB W 3aIaHUil
JIJIS1 OLIeHKH 3HAHMIA,
YMeHMU, BJIaJeHuil

Metoabi\
cpeacTBa
KOHTPOJIS

BHYTPEHHHX M BHEITHIX
(akTOpoB Ha
SKOHOMUYECKHUE
MOoKa3aTeNn
OopraHu3anuu
OnpenenenvueM
SKOHOMHUYECKOU

3 pexTHBHOCTH
OpTraHM3alNY TPyAa U
MIPOM3BOJICTBA,
BHEJpEeHUE
HNHHOBAIIMOHHBIX
TEXHOJIOTHUH
IIpoBeneHuem
SKOHOMUYECKOTO
aHalin3a X035MCTBEHHOMN
JeSTeTLHOCTH
OpraHM3aNnN
IToaroToBKkoOH OTYETOB O
(muHAHCOBO-
XO03IMCTBEHHOU
JeATEeTHFHOCTH
OopraHu3anuu
OnpenenenvueM
PE3EPBOB MOBLILIEHN

3¢ (HEeKTUBHOCTH
JeSTeTLHOCTH
OpTraHHU3aIiA
CoBepIiieHCTBOBaHUEM
dhopm OpraHMU3aIuu
Tpyla ¥ YyIpaBlIeHHUA, a
Takke  IJIAaHOBOM W
Y4ETHOW JTOKyMEHTAIUH
OpraHu3anuu

apXuB WIM HA yTUIU3ALUIO

IToncucrema apxuBa
JIOKYMEHTOB,
yIpaBJiIeHUs] KOHTEHTOM
U CpeJCTBa
CTPYKTypHU3aLluy.
(Opranuzarus
XpaHwiuia ¢Gaiios;
Opranuzanus
METaIaHHBIX;
Wurerpanus c

o uCHBIMU
MIPUIIOKEHUSAMU U 1.).

7.2 IlepedeHb BONPOCOB 1JIsl MOATOTOBKHU K MPOMEKYTOYHOM aTTeCTALMHU 3a4eTy

. UTo moHMMAaETCs o1 OpraHu3aluel JOKyMeHToo0opoTa?
. [loHsiTHE TOKYMEHTOOOOPOTA, €r0 KOJTNYECTBEHHbBIE i KAUeCTBEHHBIC XapaKTePUCTHKH.
. MecTo 1 poJib JOKYMEHTOB B YIIPAaBJIEHUU HA COBPEMEHHOM JTarle.
. OYHKIMH J1eTOMPOU3BOICTBA.

. CoctaB HOpMaTUBHO-MeTOIMUecKoi 0asbl JIOY.
. UTo moHUMaeTcs Mo JOKyMEHTAIMOHHBIM O0eCTIeUeHUEM yIIpaBIeHUs?
. Ilousarue OpraHHu3allMOHHBIX JOKYMCHTOB

. Crannaptuzanus u yaudukanus cucrems! JJ0OY.

. Obmmepoccuiickue KiacCU(PUKaTOPbl TOKYMEHTALUH.

10. l'ocynapcTBeHHas cucTeMa TIOKyMEHTAIIMOHHOTO 00ecTieYeHus YIPaBICHHS.
11. b1aHku TOKyMEHTOB U TpeOOBaHUS K HUM.

O 00 IO\ DN B~ W=



12. Ctpykrypa nokymenrta. TpeboBanus k opopmieHuto nokymentoB mo 'OCT P 6.30-2003. 13.
[TpaBuna opopmnenus pekBusuta "anpec”, "nata", "unnekc", "Buza", "3aronoBok", "moanuce".

14. C kakoii 11enpio pa3padaThIBAIOTCS HHCTPYKIIMH TI0 IETOMPOU3BOJICTBY, YTO B HUX HEOOXO0IUMO
IIPEyCMOTPETH?

15. Cucrema opraHu3allMOHHOM JIOKYMEHTAIIUH.

16. Cuctema pacnopsiAMTEIbHON JJOKYMEHTAIUH.

17. [aiite onpenenenue TepMuHa "pacnopsAuTEIbHbIE JOKYMEHTHI'".

18. HazoBuTe BUIbI paCOPSAUTEIBHBIX TOKYMEHTOB.

19. Buapl 1 Ha3HAYEHUE JTUYHBIX IOKYMEHTOB.

20. daitTe onpejeneHre TepMUHA ""oOpraHU3allMOHHbBIE JOKYMEHTHI" .

21. HazoBuTe BUIbI OPTaHU3ALMOHHBIX IOKYMEHTOB.

22. Cucrema uH(OPMAITIOHHO-CIIPAaBOYHON JTOKYMEHTAIIHH.

23. Ciy>xeOHasi mepernucKa Ha IpeIpUsTHH.

24. TIpaBuina opopMIIeHUS CITYKeOHOTO MUCHMA.

25. CTpyKTypa ACIOBBIX U KOMMEPUYECKUX MTUCEM.

26. Kiaccuduxanus 1emoBbIX 1 KOMMEPUYECKUX THCEM.

27. IloHATHe ¥ NPUHIUIIBI OPraHU3AIUH IOKYMEHTOO000pOoTa.

28. O6paboTKa BXOASIIUX JOKYMEHTOB.

29. O6paboTKa UCXOJAIINX TOKYMEHTOB.

30. BHyTpeHHME TOKYMEHThI OpraHu3aluu.

31. VYkaxuTe TEXHOJOTHYECKYI0 TIOCIEI0BATEIbHOCTh O3TamoB paboThl C  BXOJAALIUMH
JOKYMEHTaMH.

32. Uto Takoe HOMEHKJIATypa Jell, C KaKOH I1eNIbl0 pa3pabaThIBAIOTCS TUIIOBbIE HOMEHKIIATYPHI e ?
33. PaboTa ¢ mucbMaMu ¥ 0OpaleHUsIMH TPakIaH.

34. IlpuBenuTe MPUMEPHI PETUCTPAIIUN TOKYMEHTOB.

35. CocraBneHrne HOMEHKIIATYPHI eIl

36. ®opmupoBanue U 0popMIICHUE JCIT.

37. IloaroToBka U nepejaaya JJOKyMEHTOB HAa apXUBHOE XpaHEHUE.

38. Uto Takoe KOH(PUICHIIUATbHBIN TOKYMEHT?

39. Opranusanus paboThl ¢ JOKYMEHTaMH, KOTOPbIE OTHECEHBI K TOCYIapCTBEHHOM TailHe.

40. YkaxuTe 0cOOEHHOCTH BEIEHUS AEJIONPOU3BOJICTBA, 00ECIEUNBAIOLIETO0 YYE€T U COXPAHHOCTh
KOH(UIeHIMaTbHON HH(pOPMALIUK U JOKYMEHTOB.

41 TunoBsle OpraHU3allMOHHbIE CTPYKTYPBI CIY>KObI 1€TONPOU3BOJICTBA

42 YcnoBus Tpyaa paOOTHUKOB CIYKOBI 1€TONPOU3BOICTBA

43 KoMnbIOTepHBIE TEXHOJIIOTHH B AEJIIONPOU3BOACTBE

44 ObecrieueHre COXpPAaHHOCTU JOKYMEHTOB B JIEKTPOHHOU hopme

45 YcTaB Kak OCHOBHOM OpPraHU3allMOHHBIN JOKYMEHT.

46 CrangaptHbie (pa3bl U BRIPAKEHHUS JETOBBIX 1 KOMMEPUYECKUX THCEM.

47 ITpoxoxkaeHUE NCXOIAIINX U BHYTPEHHUX JTOKYMEHTOB.

48 Oco0eHHOCTH S3bIKA U CTHJISL CITY’)KEOHBIX JOKYMEHTOB.

49 PexBHU3UTBI MEXAYHapoJHOro nucbMa. OCHOBHBIE PEKOMEHJALNU IO COCTaBICHHUIO TEKCTOB
MEXTYHApOJHBIX MHCEM.

50 Yrto ompenenser ¢GopMysp TOKYMEHTa M 4YeM OTiIudaeTcss (GopMysslp TOKYMEHTa OT
dhopmynsipa-o6paszma?

51 Ha3zoBuTe oCHOBHBIE TPyl GYHKIMN JOKyMEHTa. YeM XapaKkTepu3yeT Kaxyto rpymmy?

52 Yrto oOycmaBnuBaeT IOPUIUIECKYIO CHITY ODUIIUATIEHOTO JOKyMEHTA?

53 OyHKIMKU OCHOBHBIX MOJPA3/IeNeHuil cIyKObl TOKYMEHTAMOHHOTO 00eCIeYeHHs YIIpaBIeHUsI.
54 ABTOMaTHU3MpPOBAHHbIE TEXHOJOTMU OOpPaOOTKM JOKYMEHTOB M HUX BIUSHUE Ha CHCTEMY
JEJIONPOU3BO/ICTBA KOHKPETHOW OpraHu3aluy.

55 CnapaBouHo-uHGOPMAIIMOHHBIE JOKYMEHTHI.

56 CtpykTypa u coaepKaHue KaapoBoi JoKyMeHTaluu. OpraHu3aliOHHO-KaIpOBbIE JOKYMEHTBHI.
57 OCHOBHBIE aCTEKTHI KYJIbTYpbI I€JI0OBON PEUH.

58 Crannmaptuzanus s3blka JTOKyMEHTa. SI3BIKOBbIE TpeOOBaHUS K O(QOPMIICHHIO PEKBHU3UTOB
JIOKYMEHTA.



59 TunyHbIe OMMOKYU B S3BIKE U CTHIIC JOKYMEHTOB.

60 f3piKOBOE OOpMIICHHE JTUYHBIX JOKYMEHTOB

61 Tumner COJI. Cuctema nemonpor3BOICTBA K CHCTEMA JIEKTPOHHOTO IOKYMEHTO000pOTa.
62 Knaccuduxanus aBTOMaTH3UPOBAHHBIX CHCTEM JICJIONPOU3BO/ICTBA U 3JICKTPOHHOTO
JOKYMEHTO000pOoTa.

63 Tumnbl TEXHOJIOTUI JIEKTPOHHOI'O yIipaBiieHus JokyMeHTamu (DY [1).

64 CucTtembl aBTOMATH3aLIMHU IETIONPOU3BOJICTBA B IIU(PPOBOM IKOHOMUKE.

65 Iloxcucrema apxuBa JJOKyMEHTOB, YIPABJICHUS! KOHTEHTOM U CPEICTBA CTPYKTYPH3ALUH.
(Opranmzanus xpanuinma (aiino; Opranuzamus MeTagaHHbIX; HTErpanms ¢ opucHbIMH
MPUWIOKEHUSIMU U JP.).

7.3 IlpumepHbIe TECTOBBIE 3aJaHUS 51
KOHTPOJIs1 (MOHUTOPHHIA) KA4eCTBA YCBOCHHUS MAaTepHAaJia, B T.4. B pAMKax pPy0e:KHOro

KOHTPOJISI 3HAHUIT?

IlepBbIii BapuaHT

1. YUTo He OTHOCHTCS K YUPEAUTEIbHBIM JOKYMEHTAM IOPHIMYECKOro Juua?

+ IIpoTokoin coOpanus yupeauTenei;

— Ycras;

— YupeauTenbHbIN JOTOBOP.

2. [los105xeHMe O CTPYKTYPHOM NOJAPa3JeJIeHuH — 3TO:

+ IpaBOBOM aKT, KOTOPBIN YCTaHABIMBAET CTATyC, GYHKLUH, IIpaBa, 005S3aHHOCTH U
OTBETCTBEHHOCTb CTPYKTYPHBIX MOAPA3/IEICHUN WM UHBIX OPraHOB;

— MPaBOBOI aKT, KOTOPBIH ONpeseNsieT CTaTyc OpraHnu3alluy, ee 3a1a4i U GYHKLUH, [1paBa,
OTBETCTBEHHOCTb, ITOPAJIOK €ATEIbHOCTH;

— JIOTOBOP, CTOPOHBI KOTOPOT'0 00S3YIOTCS CO3/7aTh IOPUINYECKOE JIMIIO M YCTAaHABJINUBAIOT MOPSIIOK
COBMECTHOM J1€ATEIbHOCTH 10 JAaHHOMY (DaKTy.

3. JlaToii J0I)KHOCTHOM MHCTPYKIMH SBJISICTCS AaTa:

+ €€ YTBEPXKIACHUS,

— €€ COCTaBJICHHUS,

— O3HAKOMJIEHUS C Hel pabOTHHUKA.

4. IIpaBoBO#i aKT, B KOTOPOM 0TO0pakaeTcsl MOPSAA0K AesAITeIbHOCTH PYKOBOACTBA
OPraHM3alMHU, 2 PABHO KOJ/LIETHAJIBLHOI0 HJIH COBELIATEIHLHOI0 OPraHa — 3T0:

+ perjJaMeHT;

— IITATHOE PaCIUCaHUE;

— yCTasB.

5. ITo cepe cBoero aeiicTBUA pacnopsiAUTEIbHbIE JOKYMEHTHI 1eJIATCH HAa:

+ (eneparbHOrO YPOBHS, PErMOHATILHOTO YPOBHS, IIPABOBBIE aKThl OpraHU3alUi;

— KOJIJIEKTUBHBIEC U UHAUBHIyaJIbHBIE;

— MPaBOBBIE AKThl OPTaHU3alMH, IPABOBBIE AKTHI UX CTPYKTYPHBIX [TOAPA3AEICHUN.

6. Pacnopsizkenmne u3aaercs:

+ €AMHOJINYHO;

— KOJUIETHAJIBHO;

— B YCJIOBHSIX BEJJOMCTBEHHOTI'O PETYJIMPOBAHUS.

22PyGexHbIN KOHTPOJIL 3HAHHM TIPOBOJIUTCS JUIS CTYIEHTOB OYHON (POPMBI 0OYUEHUS 1 OLEHUBAETCS 110 IIKATE
«3aYTEHO»/ «HE 3aUTCHO»



7. Konust 4yacTu JOKyMeHTAa, KOTOpasi 3aBepeHa B ONpeAeIeHHOM MOpsiAKe, ITO:

+ BBINHCKA;

— JJIEKTPOHHAsI KOIIHS;

— nyOnuKar.

8. He siBJ1s1eTCS1 IOKYMEHTOM, KOTOPbI MHUIUMPYeET pellleHue:

+ IPOEKT JOKYMEHTAa;

— 3aKJIFOYECHHUE;

— JIOKJIa/IHas 3alKcKa.

9. YeM BHeEIIHE OTJIMYAETCS MPOEKT JOKYMEHTA OT €ro OKOHYaTeJIbHOIr0 Bapuanra?

+ Hannuchio «1mpoeKkT» B BEpXHEM M0JIE CIIpaBa;

— IIpoekT He 00s13aTeNnbHO 0POPMIIATH B TaKOH ke hopMe, Kak Oyayluil JOKYMEHT, TOCTaTOUYHO
CaMoro TEKCTa;

— IIpoekT oopmiisercs Ha crienraIbHOM OJIaHKe.

10. Kakasi 4acTh NOCTAHOBJIEHHUS COJEPKUT HOPMATHBHBIE MOJIOKEHUS UM MOPYyUYeHusi?
+ PacnopsiaurenbHas;

— KoHcrarupyromas;

— BBoanas.

11. B cocTtaB HH(OPMALMOHHO-CIIPABOYHBIX IOKYMEHTOB He BXO/MT:

+ yKasaHue;

— JIOKJIa/IHas 3aIlHCKa;

— CBOJIKA.

12. Bux nHgopManuoHHO-CIPABOYHOM JOKYMEHTALINH, ABJIsSIIOLIElCS cIoco0om
ONEePATHBHOI0 HHGOPMALIMOHHOT0 00MEHa MeK/Ay OPraHN3alusiMH, HA3bIBACTCH:

+ nepenucko;

— IOKyMEHTAlUe! Ui CIyKeOHOT0 MOJIb30BaHUS;

— CTaTUCTUYECKOW OTYETHOCTBIO.

13. Yro npeacrasasier co00ii 3asiBJIeHHE B JOKYMEHT0000pPOTE OPraHu3anuu?

+ DTO NOKYMEHT, KOTOPBI aJpecoBaH J0JKHOCTHOMY JIMILY ¥ COAEPKUT KaKyr-1100 npocb0y
pabOTHHKA;

— DOTO JOKYMEHT C MPEAJIOKEHUEM HA3HAUYUTD, IEPEMECTUTD UJTH TTOOIIPUTHh PAOOTHHKA;

— OTO TOKYMEHT, OOBSICHSIOIINI MPUYUHBI CTyYUBIIIETOCS, KOTOPBIM COCTAaBIsIeT PAOOTHUK HA UMS
PYKOBOJHTEIIA.

14. Yto He siBJsIeTCS] IPU3HAKOM aKkTa?

+ cocTtaBieHue B cBOOOIHOHU (hopme;

— ycTaHoBIIeHHE (PAaKTUYECKOTO COCTOSIHUE €T M OTPaKEHHUE €T0 B aKTe;

— KOJIJIETHAJIbHOCTh COCTABJICHHUSI.

15. lokyMeHTBI, KOTOpPbIE U3IAHbI BHYTPH Y4Ype:KICHUSI U OTIPABJIEHbI 32 €ro nmpeaesibl st
PYKOBOACTBA HUKECTOSIIIIUM OPraHaM ynpaBJieHus1 JIU00 B 1eJIsIX UCTOJTHEHUSI MUCbMEHHBIX
YKa3aHU# BbICIICH HHCTAHIUM, HA3bIBAKOTCH:

+ UCXOISIIMMH IOKYMEHTaMH,

— BXOJISIIIUMH IOKYMEHTaMU;

— IIEPEUCKOM.

16. Uto BKiIIOYaET B ce0sl TEXHHUYECKOE HCIIOJTHEHHE TOKYMEHTA:

+ MOATOTOBKY MPOEKTa TOKYMEHTa, Ha0Op U pacnevyaTKy TEeKCTa MPOeKTa, KOPPEKTHPOBKY
COJIepKaHus JOKYMEHTA MOCJIe CorjacoBaHus, opopmiieHne GUHATBHOTO BapHaHTa JOKYMEHTA;
— MpeJoCTaBIeHNE pacrevyaTaHHOTO MPOEKTa JOKYMEHTa PYKOBOIUTEIO Ha COTJIAaCOBAHUE,
yCcTpaHEHHE HEeTOUHOCTEH, HaOOp OKOHYATEIHLHOTO JOKYMEHTA;

— COCTaBJICHHE JJOKYMEHTA Cpa3y B OKOHYATEJIbHOM BapUaHTe, €ro MOANKUCAHNE Y PYKOBOIAUTEIIS,
OTIpaBKa JOKYMEHTa aJipecary.

17. Koraa 1oKyMeHT SIBJISIETCS MCIIOJTHEHHbIM?

+ Korna paccmarprBaemblil B JOKYMEHTE BOIIPOC pa3pelieH MOJHOCTHIO U MEPENUCKa 110 HEMY
3aBeplICHA;

— Kak TonbKO JOKyMEHTY MPUCBOEH PErUCTPALlMOHHBII HOMED;

— Korma mokymMeHT moJiy4eH KOHEYHBIM a[peCaToOM.



18. Kakue pa3mepsnl ipudTOB peKOMEHAYeTCS UCI0Jb30BATH NPU 0OPMJIEHUH IOKYMEHTOB
corinacHo 'OCT P 7.0.97-20167?

+Ne 12, Ne 13, Ne 14;

— Ne 12, Ne 14, Ne 16;

—Ne 11, Ne 12, Ne 14.

19. lndposoii niu OykBeHHO-UUPPOBOIl HACHTH(PHUKATOP TOKYMEHTA, BKIIOYAIOIHI
MOPSAAKOBBII HOMeEP, JOMOJTHAEMBbIH 10 JKeJIAHUI0 HHACKCAMH COTJIACHO MCIO0JIb3YeMbIM
KkJaccupukaTopaM, Ha3bIBaeTCs:

+ perucTpanOHHBIM HOMEPOM JOKYMEHTA;

— rpudowm;

— JTaTOM JOKyMEHTA.

20. Kaxkoii ¢popmaT OymMaru ucnoJjib3yercsi A1l HU3roTOBJIeHUsI 0J1AaHKOB Pe30TI0nuii?

+ A5, A6;

— A4, AS;

— A6, A4d.

21. Hocurtenem uHdopmanum siBjisieTcs:

+ MaTepHaIbHbI 00BEKT, KOTOPBIA HYXKEH JIs (GUKCALMU, XPAaHEHUs (1 BOCIIPOU3BEACHNU)
peueBoii, 3BYKOBOH MITM M300pa3nuTeIbHON HHPOPMALINY;

— co3zaTenb JOKYMEHTa;

— CTPYKTYpHOE TOApa3/iesieHHe, BRITOIHSoNIee (YHKINHU 110 BEACHUIO JJOKYMEHTO000pOTA.
22. CBOMCTBO JOKYMEHTA NMOATBEPKAATH AEJIOBYIO AeSITeIbHOCTh JIM00 COObITHE JIMYHOTO
XapakTepa — 3T0:

+ opuandecKas 3Ha4uuMOCTb JOKYMEHTa;

— IOpUJINYECKas CHJIa JOKYMEHTAa;

— AyTEHTUYHOCTb.

23. TUNOBBIM CPOKOM MCIIOJTHEHUSI JOKYMEHTA HA3bIBAETCH:

+ CPOK HCIIOJIHEHUS JOKYMEHTA COTJIaCHO HOPMAaTUBHO-TIPABOBOMY aKTYy;

— CPOK UCIOJIHEHMSI, KOTOPBIM YCTAaHOBJIEH B OPraHU3allMOHHO-PACIOPSANTEILHOM JJOKYMEHTE WU
B PE30JIIOLINH;

— CPOK UCTIOJTHEHMSI, yCTAHOBJICHHBIN CIIOKUBILUMCS B OPIaHU3aIMH 0ObIYaEM.

24. CipaBOYHHK, CO/iepKAIIMii cBeAeHNs 0 (POHIAX apXHBa M NMPeIHA3HAYECHHBbIH 11
03HAKOMJIEHHUSI € UX COCTABOM U COJep:KaHHeM — 3TO:

+ apXUBHBII IIyTEBOIUTEID;

— apXMBHBIN CIIPAaBOYHMUK;

— ApXUBHBIN yKa3aTelb.

25. YaupuuupoBanHoii ¢gopmoii J0KyMeHTa SABJISAETCH:

+ dopMyIIsIp TOKYMEHTa ONPEEeNICHHOTO BH/1a, KOTOPBIN COAEP)KUT MOCTOSHHYIO YaCTh TEKCTA;
— OyMa)kHBIN WM 3JIEKTPOHHBIN 11a0JIOH ¢ PEKBU3UTAMHU, IO KOTOPBIM OIPEIEINISIETCS aBTOP
o(uMaNBbHOrO JOKYMEHTA;

— PEKBHU3UT O COTJIaCUM OpraHU3alluu, KOTOpas He SBJISETCS] aBTOPOM JIOKYMEHTa, C €ro
COJIEP/KaHUEM.

26. KakoBa JuimHAa caMOM JJIMHHOM CTPOKH PEKBM3HMTA NPU YIJI0BOM PaCIOJIOKEHUH
PEeKBU3HTOB?

+ He Oonee 7,5 cMm;

— He 6onee 12,5 cm;

— He Gonee 10 cm.

27. PeKBU3UT JOKYMEHTA — 3TO:

+ aeMeHT opOopMIIeHUS JOKYMEHTA;

— PEruCTpalMOHHbII HOMEP JOKYMEHTA;

— CBEJICHHUS O JIaTe U UCIIOJIHUTENE JOKYMEHTA.

28. Bxoasimumii JOKYMEHT NPOXOIUT cjeayouue 3Tanbl 00padoTkm:

+ CONMpOBOXKIEHHE U JOCTaBKa C MOYTHI, IEpBUUHasi 00pab0TKa, perucrpalus, noAroToBka Ha
JIOKJIaJl, paCCMOTpEeHHe U 0(hopMIICHHE PE30ITIOLNH, pETUCTPALHsl PE30JIIOLMH, TOCTAHOBKA Ha
KOHTPOJIb UCIIOJIHEHUS, OTIIPaBKa Ha HCIIOJIHEHNE, UCIIOJIHEHUE U KOHTPOJIb 32 HUM, IIPUEM



HCIIOJTHEHHOTO IOKYMEHTA, CHATHE C KOHTPOJISA, TOMEIIEHHE UCIIOJHEHHOTO JOKYMEHTA B JIETIO,
paboTa c HUM, TeKyIllee U apXUBHOE XpAaHEHUE, YHUUTOXKEHHUE U CITUCAHUE;

— YCTaHOBJIEHHE KOHKPETHOTO aJipecaTa JOKYMEHTA B OPraHU3allH, PETUCTPALUs JOKYMEHTA 110
BXOJAIIMM JKypHajiaMm, liepeiada JOKyMEeHTa aapecaTy, yKa3aHHOMY €0 B TEKCTE, YyCTAHOBJICHHE
CPOKOB MCHOJIHEHUS JOKYMEHTA, HCIIOJHEHUE JOKYMEHTA, IPOBEPKA PE3yIbTaTOB UCIOJIHEHHUS,
[IOMEILEHUE IOKYMEHTA B HOMEHKJIATYPHOE JI€JI0 U NOCIEeAYIoLIas cjlaya B apXUB;

— peructpanusi JOKyMEeHTa O BXOASAIIEH KOPPECIIOHICHIINH, ITepeaada ero pyKOBOAUTEIO s
OIpezieNICHUs] UCTIOJIHUTES, IIepeiada JOKYMEHTA HEITOCPEICTBEHHOMY HCIIOJHUTENI0, KOHTPOJIb
3a UCIOJHEHUEM JOKYMEHTA, UCIIOJHEHUE JOKYMEHTA, IPUEM PE3YJIbTATOB HUCIIOIHEHUS
PYKOBOJIUTENEM, OTMETKA 00 MCIIOJHEHUH B CIIELMAIILHOM XKYpHaJe, c/lada JOKYMEHTa B apXHB.
29. IIpenBapuTeIbLHbIA TEKCT JOKYMEHTA, KOTOPbIi JMYHO FOTOBUT UCIIOJHUTEb N
COMCIIOJTHMTEJIb IOKYMEHTA, 3TO:

+ OPOEKT JOKYMEHTA,

— 3K3EMIUISIP JJOKYMEHTAa;

— KOIUA JOKYMEHTA.

30. 1e10npou3BOACTBO — 3TO:

+ IesTeNbHOCTD 10 JOKYMEHTHPOBAHUIO, TOKYMEHTOOOOPOTY, ONIEPaTUBHOMY XPaHEHUIO U
HCIOJIb30BaHUIO JOKYMEHTOB;

— IIpoLeaypa CO3JaHus, TUPAKUPOBAHUS U PETUCTPALIMH BXOJALIEH U UCXOASAIIEH TOKYMEHTAalUN
OpraHu3aluy;

— HETIOCPEICTBEHHOE CO37aHKe O(UITHAIBHBIX JOKYMEHTOB Ha MPEINPHUSITHH.

31. OcHOBHBIMH 3aJa4aMH AaBTOMATH3AIUH JOKYMEHTO0000pOTA M CHCTEM 10CTABKH
HHPOPMAITUHA ABJISOTCH:

+ MHTEerpanus TEXHOJIOTUI AeTONPOU3BOACTBA B €MHBIN IIPOLIECC;

- IOJrOTOBKA TEKCTOBBIX JJOKYMEHTOB;

- UCII0JIb30BAHUE CPEJICTB BHEIIHUX KOMMYHUKAIINT;

- IPUMEHEHHUE ayJMOBU3YaIbHbIX CPE/ACTB.

32. TexHo10TMH ABTOMATH3HPOBAHHOIO JOKYMEHT0000pOTA BKJIIOYAIOT:

- INIAHUPOBAHUE U YIPABIIEHUE PECYPCAMH;

+ ¢opMHpoBaHUE U HaKOIJIEHUE 0a3bl JJIEKTPOHHBIX JJOKYMEHTOB;

- IPOrpaMMHO-aINapaTHYIO IIaThopMy;

- IeTIOBYIO Tpaduky.

33. CereBble KOMIIBIOTEPBI B JOKYMEHTAIMOHHBIX CHCTEMaX 00eCreYnBaloT:

+ SKCIEIUIIMOHHYIO 00pabOTKYy JOKYMEHTOB;

- KOHTPOJIb MCIIOJIHEHHUS 10 CYILECTBY MOCTABICHHBIX 3a/1a4;

- KOJUIEKTUBHBIN JOCTYII K peCcypcam CeTu;

- ICCJIEI0BAaHUE 3HAKOBBIX CUCTEM.

34. Ilpnaoxenue Internet Explorer nmo3soJisier:

- c03/1aBaTh MH(OPMAIIMOHHBIE XPaHUIIMILIA,

+ nmpocmarpuBaTh Web-ctpanutsl B HTEpHETE;

- o0ecrieunBaTh HEMPOTUBOPEYUBOCTH JOKYMEHTOB;

- Ka4YeCTBEHHO OPOPMIISITh TAOJIMYHbIE TaHHBIC.

35. ABTOMATH3alMsl JOKYMEHTAIHOHHOTO o0ecrnevyeHns ynpaBJieHus: odecneunBaer:

+ CBOEBPEMEHHYIO KOPPEKLIHIO HCXOTHBIX TJIaHOB;

- POCT MOTEPh YaCTU HHPOPMALIUY;

- BBIOOP ONTUMAIBHON MPOTrpaMMHO-aNapaTHON MIaTGOpMBI;

- IPEIOCTABJIEHNE YCIYT 110 UMUTAIMOHHOMY MOJIEIMPOBAHUIO.

7.4. Onucanue nokasareJieil U KpUTepUueB OLCHUBAHUS COPMHPOBAHHOCTH
KOMIIETCeHIIHI HA Pa3/IM4YHbIX 3Tanax uX ()OpMUPOBAHUS;
IIKaJIbI M MPOLEAYPHI OLleHHBAHUSA

7.4.1. BoipocoB ¥ 3aaHuii 1JIl TEKYLIEeH H MPOMEKYTOYHOM aTTecTallui



[Ipu onieHKEe 3HAHUNA YUUTHIBACTCS:
1. VpoBeHb YCBOGHHS TEOPETHUECKHX TMOJOKCHHH JAUCHUIUIUHBI, IPaBUIHHOCTh
(hOpMYITUPOBKH OCHOBHBIX MOHSATHUN U 3aKOHOMEPHOCTEH.
2. YpoBeHb 3HaHUS (PAKTUYECKOTO MaTepuaia B 00beMe IpOorpaMMBl.
3. Jloruka, cTpyKTypa U TpaMOTHOCTh H3JIOKEHHS BOIIPOCA.
4. YMeHue CBsI3aTh TEOPHUIO C MPAKTUKOU.
5. YMeHue nenath 0000IIECHHS, BEIBOILI.
Tabnuya 7.4.1.1

IIxana oueHUBaHUA HA DK3aMeHe

Ounenka Kpurepun BbIcTaBJIeHUS OLEHKHU

OTJIINYHO OO0yyaromuiics T0HKeH:

- TPOJAEMOHCTPUPOBATH TIyOOKOE W MPOYHOE yCBOCHUE 3HAHMIA
MPOrPaMMHOI'0 MaTepuaa;

- HCUYEpNBIBAIONIE, IMOCIEAOBATEIbHO, TPAMOTHO M JIOTHYECKH
CTPOMHO M3JIOKUTh TEOPETUUECKUN MaTepUall;

- IPaBWJIBHO ()OPMYIUPOBATH OTIPECIICHUS;

- TPOAEMOHCTPUPOBATH YMEHHUS CAMOCTOATEIbHOW paboThl C
JUTEPaTypou;

- YMETh CJeNaTh BBIBOJIBI IO U3J1ara€MOMY MaTepHally.

Xopomuio OO0yyaromuiicst 10JIKeH:

- IPOAEMOHCTPHPOBATH  JOCTATOYHO  IIOJIHOE  3HAHUE
IPOTPAMMHOTO MaTepuaa;

- NPOJEMOHCTPUPOBATh 3HAHWE OCHOBHBIX TEOPETUYECKHUX
MMOHSATHH;

JIOCTaTOYHO IOCJIE€0BATEIbHO, I'PAMOTHO U JIOTMYECKH CTPOHHO
u3JaraTh MaTepua;

- IPOAEMOHCTPUPOBATH YMEHHE OPUEHTUPOBATHCS B JIUTEPATYPE;

- yYMeTh cJenaTh JOCTaTOYHO OOOCHOBAaHHBIC BBIBOJBI 10
u3JaraeMomMy MaTtepHainy.

Y 10BIETBOPUTETHEHO OOGyuaromuiics T10HKeH:

- IPOJIEMOHCTPUPOBATH 00IIlee 3HAHNE U3YYaeMOr0 MaTepuaa;

- ToKa3aTh oOlee BIaJCHHE [OHATUHHBIM  ammapaToM
JVCIIUTUTHHBI,

- YMETb CTPOUTh OTBET B COOTBETCTBUU CO CTPYKTYpOU
U3JIaraeMoro BOIMpoca;

- 3HaTh OCHOBHYIO PEKOMEHIYyEeMYI0 MpOrpamMMoi Yy4eOHYIO

JUTEPATypy.

HeynosnersopurensHo | OOyuaronuiicss 1eMOHCTPUPYET:

- He3HaHKE 3HAYUTEIBbHOM YacTH MPOrpaMMHOI0 MaTepHala,

- HC BJIaJICHUC MTOHATHHHBIM amnmnapaTomM AUCHUILIINHBL,

- CyLIIECTBEHHbIE OLUIMOKU MPU U3JI0KEHUH YUeOHOTO MaTepuana;

- HEYMEHHME CTPOUTh OTBET B COOTBETCTBUU CO CTPYKTYpPOU
U3J1araeMoro BoIpoca;

- HEYyMEHME JIeJaTh BBIBOJBI 110 U3JIAra€MOMY MaTEpUaILy.

Tabnuya 7.4.1.2
[lIkayia oueHMBAHMS HA 3a4YeTe, pyOeKHOM KOHTpoJe?

Ounenka \ KpuTtepun BbICTaB/IeHUS] OLCHKH \

23 PyGeskHbIN KOHTPOJIb 3HAHUH NPOBOUTCS JJIs CTY/IEHTOB OYHOM (JOPMBI OOYUEHHS U OLIEHUBAETCS TI0 IIKAJIE
«3a4TCHOM\ « HE 3aYTCHO»



3auTeHo OO0yuarouuiics J0KeH:
- IPOIGMOHCTPHUPOBATH 00IIIee 3HAHUE U3y4aeMOT0 MaTepraa;
- [oKa3aTh o0Ilee BJIAJCHHE MOHATUHHBIM  amapaTom
JVICIIATUTHHEI,
- yYMETb CTpPOUTh OTBET B COOTBETCTBUHM CO CTPYKTYpOM
U3J1araeMoro BoIpoca;
- 3HaTb OCHOBHYIO PEKOMEHIYEeMYyI0 HpOrpaMMOil y4eOHYIO
JUTEPATypy.

He 3aureno OOyuaromuiicst IeMOHCTPUPYET:

- HE3HAHME 3HAYUTEIIBHOM YaCTH IPOrPAMMHOI0 MaTepUaa;

- HE BJIaJICHUE NTOHATUNHBIM alnaparoM JUCLHUILINHBI;

- CyLIECTBEHHbIE OUIMOKHU IPU U3JI0KEHUH YUeOHOT0 MaTepuana;

- HEYMEHHME CTPOUTb OTBET B COOTBETCTBUU CO CTPYKTYPOU
U3J1IaraeMoro BOIIpOCa;

- HEYMEHHE JIeJ1aTh BbIBOJIBI 110 M3J1araéMOMY MaTepHually.

7.4.2. [lucbmenHoi padoTsl (3cce)

IIpu ouleHKE yUUTHIBACTCA:
1. [TpaBUIBLHOCTH OPOPMIICHUS.
2. YpoBeHb c(hOpMHPOBAHHOCTH KOMIICTCHIIUH.
3. YpoBeHb YCBOCHHSI TEOPETHUYECKUX MOJOKEHUN IUCHMILTUHBI, MPABUIBHOCTH (OPMYITHUPOBKHU
OCHOBHBIX TTOHATHH U 3aKOHOMEPHOCTEH.
4. YpoBeHb 3HaHUS (DAKTHUECKOTO MaTepuaia B 00beMe IporpaMMBbl.
5. Jloruka, CTpyKTypa ¥ TPaMOTHOCTh M3JIOKEHUSI TUCbMEHHON PabOTHI.
6. [TonHnoTa n3noxxkeHus mMatepuana (packpbITHE BCEX BOIPOCOB)
7.Mlcionp30BaHre HEOOXOIUMBIX HCTOYHUKOB.
8. YMeHue cBA3aTh TEOPUIO C MIPAKTHUKOM.
9. YMenue nennatb 0000ICHMS, BRIBOEI.

Tabnuya 7.4.2.1
Ikana oneHNBaHUA

Onenka

Kpurtepuu BbicTaBJIeHUS OLIEHKHU

OTIIMYHO

OO0yuaromuiics T0KEH:

- TNPOJEMOHCTPUPOBATh TIIyOOKOE M MPOYHOE YCBOEHHWE 3HAHUU
MIPOrpaMMHOT0 MaTepHaa;

- UCUEPIIBIBAIOLIE, NTOCJIEI0BATEIBHO, TPAMOTHO U JIOTHYECKH CTPONHO
U3JI0KUTh TEOPETUUECKUIA MaTepua;

- IPaBUIILHO (POPMYIIMPOBATH OIPECIICHUS;

- TPOJIEMOHCTPUPOBATH YMEHMSI CaMOCTOSATEIbHOW paboThl C
JIUTEpaTypoi;

- YMETb CJIeNaTh BHIBOJIBI 110 U3JIaraéMOMy MaTepuaiy.

Xoporo

OOyyaromuiics TOMKeH:

- MPOJEMOHCTPUPOBATH JOCTATOYHO IOJIHOE 3HAHHE MPOTPAMMHOTO
MaTepuaa,

- IPOJIEMOHCTPUPOBATH 3HAHNE OCHOBHBIX TEOPETUUYECKUX MOHSITHU;
JOCTaTOYHO TIOCJIEOBATEIBHO, TPAMOTHO M JIOTUYECKHA CTPOHHO
u3J1arath MaTepHal,

- IPOJICMOHCTPUPOBATH YMEHHE OPUEHTUPOBATHLCS B JIUTEPATYPE;

- yMeThb cJenaTh JOCTaTOYHO OOOCHOBaHHBIC BBIBOJBI IO
M3J1aracMoMy MaTepHualy.

Y 10BIIETBOPUTEIIHHO

OO0yuaromuiics T0KEH:

- IPOJIEMOHCTPUPOBATH O0IIIee 3HAHUE N3YIaeMOT0 MaTepraa;

- I1I0Ka3aTb 0611[66 BJIAICHUC HOHSITI/IfIHI)IM annapaTOM JUCHUITIIMHBI,

- YMETh CTPOUTH OTBET B COOTBETCTBUU CO CTPYKTYpPOM M3JIaraeMoro




BOIIPOCA;
- 3HaThb OCHOBHYIO pPEKOMEHAYEMYIO MporpamMmoi  yueOHYIO
JUTEPaTypy.

HeynosnerBopurenbHo OO0yuaromuiicst IeMOHCTPUPYET:

- He3HAHHWE 3HAYMTEIbHOM YacTH MMporpaMMHOro Marcpuala,

- HE BJIa/ICHUE NOHSITUWHBIM aIapaToM AUCLHUILINHBL

- CYIIIECTBEHHBIC ONIMOKH MTPH U3JI0KEHUU y4eOHOTO MaTepurana,

- HEyYMEHHE CTPOUTh OTBET B COOTBETCTBUU CO CTPYKTYpOM
U3JIaraéMoro BOIpoca;

- HEYMEHHeE JIeNIaTh BBIBOJIBI 110 U3JIaraéMOMy MaTepuaiy.

3auTeHo OOyyJarommiicst TOJKEH:

- IPOJIEMOHCTPUPOBATh 00IIee 3HAHKUE H3YIaeMOI0 MaTepHaa;

- [10Ka3aTb 06mee BJIAICHUC HOHSATUINHBIM arrmapaToM OUCHUILIIMHBI;

- YMETh CTPOHMTH OTBET B COOTBETCTBUHU CO CTPYKTYPOH H3J1araeMoro

BOIIPOCA;
- 3HaThb OCHOBHYIO PEKOMEHAYeMYI0 MpOrpaMMoN  y4eOHYIO
JUTEPaTypy.

He 3aureno OOyuaromuiicss JEMOHCTPUPYET:

- HE3HaHME 3HAYUTENIbHOM YacTH MPOrpaMMHOI0 MaTepuaia;

- He BJIaJICHUE MOHATUIHBIM annapaToM JUCLUILINHBI;

- CYIIECTBEHHBIC OUTMOKY NIPU M3JI0KEHUHU YIeOHOTO MaTeprana;

- HEyMEHHE CTPOMTb OTBET B COOTBETCTBHUM CO CTPYKTYpOH
U3J1araéMoro BOIIpoca;

- HEyMEHHE JIeJIaTh BBIBOJIBI 10 U3JIaTra€MOMy MaTepualy.

7.4.3. TectrupoBanue
Tabnuya 7.4.3.1
IIIxana oneHNBaHUA

Ouenka Kpurtepuu onieHuBaHus TeCTHPOBAHUS
OTiinyHO KonnyectBo BepHbIX 0TBETOB B HHTepBaie: 71-100%
Xopo1io KosmaecTBo BepHBIX 0TBETOB B MHTEpBaie: 56-70%
Y 10BJIIETBOPUTEIBLHO KomnnuecTBo BepHBIX 0TBETOB B MHTEpBaje: 41-55%
HeynoBneTBopuTenbHO KonnyecTBo BepHbIX 0TBETOB B HHTepBane: 0-40%
3a4TeHo KosmaecTBo BepHbIX 0TBeTOB B MHTepBase: 41-100%
He 3auteno KonnyecTBo BepHbIX 0TBETOB B HHTepBane: 0-40%

7.5. METOAUYECKHE MATEPUAJIBI, OITPEJIEJISIIOIIUE MTPOIIEYPbI
OLIEHUBAHMS 3HAHUM, YMEHWM, HABBIKOB 1 (MJIN) ONIBITA
JESTEJbHOCTH, XAPAKTEPU3YIOIINUX ITAIIBI ®OPMUPOBAHUSI
KOMIIETEHIIAM.

Kauecmeo  3nanuit  XapakTepu3yercs  CHOCOOHOCTbIO  OOydaromierocs  TOYHO,
CTPYKTYPUPOBAHHO M YMECTHO BOCIIPOU3BOIUTH MH(MOPMAIIHIO, TOTYYEHHYIO B MPOIECCE OCBOCHUS
AUCHUIUIMHBI, B TOM BHJAC, B KOTOPOM OHa 6BIJ'Ia HN3JI0KEHA B y‘leGHOM NU31aHuNn WJIN
npenoaaBaTeCiICM.

YMeHu}l, Kak IIpaBuUIIO, (I)OpMI/IpyIOTC}I Ha 3aHATHAX CCMHUHAPCKOI'0 THUIIA 3aHATHAX.
3anaHusi, HalpaBJIeHHbIE HA OLIEHKY YMEHUM, B 3HAYUTENIbHOMN CTENEeHU TPeOYyIoT OT 00y4aronierocs
MpOABJICHUA CTCPCOTUIIHOCTU MBIINUICHHA, T.C. CHOCOGHOCTI/I BBIITOJIHUTH pa60Ty 10 06pasuaM, C
KOTOPBIMH OH paboTal B mporiecce ooydeHus. [IpenonaBarens ke OlEHUBACT CBOCBPEMEHHOCTh U
MPaBUJILHOCTL BBINIOJIHCHUSA 3a/IaHUA.

Haeviku - »T1O YMCHU, Pa3BUTBIC W 3aKPCIUICHHBIE OCO3HAHHBIM CaMOCTOATCIbHBIM
TPpyaAOM. HaBbixn (I)OpMI/IpyIOTCH IIpu CaMOCTOATCIIbHOM BBITTOJIHCHUU O6y‘laIOIJ_II/IMI/IC}I IMMPAKTHUKO -
OPHUCHTHPOBAHHBIX SaJIaHHfI, MOACIIMPYIOIIUX pEeIICHUC um IIPOU3BOJACTBCHHBIX 158
COIMMOKYJIbTYPHBIX 3aJda4 B COOTBGTCTByIOH_Ieﬁ 06J'IaCTI/I HpO(I)CCCI/IOH&J‘ILHOﬁ JACATCIIbHOCTH, KaK




MPaBUJIO, TPU BBHIMOJHEHWW JOMAIIHUX 3aJaHUM, KYpPCOBBIX TPOEKTOB (padboT), Hay4dHO-
HCCIIEIOBATENILCKUX Pa0OT, MPOXOXKICHUU MPAKTUK, IpU PadOTe WHAMBUAYAILHO WU B COCTaBE
IpyNIbl 4 T.1.

Yemmuwtit onpoc - 5o niporieypa, opraHu3oBaHHAs Kak CHelalibHas Oecea mpermoaaBaTenis ¢
rpynmoit  oOydaromuxcst  (PpoHTaIBHBIM  ONPOC) WM €  OTACIbHBIMU  OOYYaIOIIUMHUCS
(MHIMBUYaTbHBIA OMPOC) C IETbI0 OIEHKH C(HOPMHUPOBAHHOCTH y HUX OCHOBHBIX TMOHSTHHA U
YCBOEHHUS yueOHOr0 MaTepHarna.

Tecmut sBrsitoTCS TpocTeiiiell ¢opmMa KOHTPOJIS, HANpaBlieHHAas HA MPOBEPKY BIIAJACHUS
TEPMHUHOJIOTHYECKUM  allllapaToM, COBPEMEHHBIMH HH(POPMAIMOHHBIMH TEXHOJOTHSIMHU U
KOHKPETHBIMU 3HAHHUSIMH B 001acTH ()yHIAMEHTAIBHBIX U MPUKIAJAHBIX JUCIUIUIMH. TECT MOXKET
MIPEIOCTABIIATh BO3MOXKHOCTH BhIOOpa M3 IMEpPEeyYHs OTBETOB; OJWH WM HECKOJIBKO MPABHIBLHBIX
OTBETOB.

Cemunapckue 3anamusa - OCHOBHOE Ha3HAYEHUE CEMUHAPCKUX 3aHATUN MO JUCHUIUIMHE —
obecnieunTh TIyOOKOE YCBOGHHE OOYYAOIIMMHCS MATePUATOB JICKIWA, NPUBHUBATH HABBIKH
CaMOCTOSITENTbHOM pabOThI C IUTEPaTYPOM, BOCIIUTHIBATH YMEHUE HAXOAUThH ONTUMAJIbHBIC PELICHHS
B YCIOBHUSX W3MCHSIIONIMXCS OTHOIICHUH, (OpPMHUpPOBATH COBPEMEHHOE MPOGECCHOHATBLHOE
MBbIIIEHHE o0yuaronuxca. Ha ceMHHApCKUX 3aHSTHUSIX IMPENojaBaTesib MPOBEPSET BBINOJIHEHUE
CaMOCTOSITEJIbHBIX 3aJJaHUd U KAYECTBO YCBOCHUS 3HAHUU.

PA3JEJ] 8. METOJUYECKHUE YKA3ZAHUS 1151 OBYYAIOIIAXCS
110 OCBOEHMIO JUCIUATIINHBI

8.1. Memoouueckue pekomenoayuu no HANUCAHUI ICce

Occe(oT (dpaHIly3ckoro €ssai — OmbIT, HAOPOCOK) — JKaHP HAYYHO-IYOJIHIIUCTUICCKON
JUTEPATyphl, OTPAKAIOLIUN MOAYEPKHYTO HHAMBUAYAJIbHYIO IO3ULHI0O aBTOpa MO KOHKPETHOU
npobieme.

['maBHBIMM  OCOOEHHOCTSIMM, KOTOpBIE XapaKTEpU3YIOT 3CCE, SBIAIOTCS CIEAYIOLIUe
MIOJIOXKEHHUS:

e CcoOCTBEHHasl MO3ULIMSA 0053aTeNbHO JOJKHA OBITh apryMEHTHpOBaHa U IOJAKpEIIeHa
3aKOHAMHU, aBTOPUTETHBIMU TOYKAMH 3PEHUSMU U 0Oa3upoBaTbcs Ha (DyHIAaMEHTaIbHOW HayKe.
He6onbmoit 06beM (4-6 crpanuil), ¢ opOpMICHHBIM CIIUCKOM JIMTEPAaTypbl U CHOCKaMH Ha €€
HCIOJIb30BAHUE;

® CTUIb U3JI0KEHUS - Hay4HO-UCCIIEI0BATEIbCKUH, TpeOyromuii YETKOH,
MOCJIeIOBATENbHON W JIOTMYHOM CHCTEMBI JI0Ka3aTENIbCTB; MOXKET OTJIMYAThCA OOpPa3HOCTHIO,
OPUTMHAJIBHOCTBIO, A(OPUCTUUHOCTBIO, CBOOOIHBIM JIEKCHUECKUM COCTABOM SI3BIKA;

® JCCIel0OBaHME OrPAHUYMBACTCS UETKOW, JIAKOHUYHOW MpoOsieMOl C  BBIBICHHUEM
MIPOTUBOPEYUI U pa3pelieHueM 3TUX MPOTUBOPEUUiA B JaHHOM paboTe.

8.2.Memoouueckue pekomenoayuu no ucno1b306aHUI0 Keicoe

Keiic-memoo (Casestudy) — MeTOA aHanuM3a peaabHOW CHTYallMH, ONUCAHHE KOTOPOii
OJIHOBPEMEHHO OTPA’KaeT HE TOJIbKO KaKyl0-THOO MPAKTHUECKYIO MPOOJIEMYy, HO M aKTyalu3upyeT
OIpeJIeJIEHHbI KOMIUJIEKC 3HaHUM, KOTOPbI HEOO0XOAMMO YCBOUTH IPH pPAa3pelIeHUH JaHHOM
npo6uemsl. [Ipu 3Tom cama nmpoGieMa He UMEET OIHO3HAYHBIX PELICHUH.

Kelic kak MeTO/1 OLIEHKH KOMIIETEHIIUN JOJKEH YIOBJIETBOPATH CISAYIOIINM TPEOOBAHHSIM:

— COOTBETCTBOBATh YETKO MMOCTABJIEHHOM LI€JIM CO3aHUS;

— HMMETb MEXIUCLUUIIIIMHAPHBIA XapaKTep;

— HMETb JOCTATOYHBIM 00beM NEPBUUHBIX U CTATUCTUYECKHUX JaHHBIX;

— HMETb COOTBETCTBYIOIIMNA YpOBEHBb CIIOKHOCTH, WIUIIOCTPUPOBATH TUIIMYHBIE CUTYallUH,
UMETh aKTyaJIbHYIO NMPOoOJeMy, MO3BOJISIONIYI0 MPUMEHUTh pa3HOOOpa3Hble METOJIbl aHaJIu3a Mpu
IIOMCKE PELICHUSI, UMETh HECKOJIBKO PELICHUM.

Kelic-meToq oka3bIBaeT COJACHCTBUE PA3BUTHIO YMEHHs peliaTb MpoOJieMbl C y4ETOM
KOHKPETHBIX YCIOBUH M Tpu Haauuuu (aktudyeckoil wuHpopmarmu. OH pa3BUBaeT Takue
KBaJIN(DUKAIIMOHHBIE XapaKTEPUCTUKH, KaK CIIOCOOHOCTh K MPOBEJIEHUIO aHAM3a U TUATHOCTHKHU
npobaeM, yMeHHe 4eTko (OpMYJIHpOBaTh M BBICKA3bIBATh CBOIO IMO3UIMIO, YMEHHE 0OLIaThes,



JMCKYTUPOBATh, BOCIIPUHUMATh U OLICHUBATh MH(OPMAIIUIO, KOTOPasi MOCTYIMaeT B BepOATbHOW U
HeBepOanpHOU hopme.

8.3. Tpebosanusn Kk KOMnemeHmMHOCMHO-OPUEHMUDOBAHHBIM 3A0AHUAM
07151 0EMOHCIMPAUUU BLINOTHEHUSA NPOPECCUOHAILHBIX 3a0ay

KoMIeTeHTHOCTHO-OpUEHTUPOBAHHOE 3aJaHUE — O3TO BCEr/a MPAaKTHUECKOE 3a/laHue,
BBINTOJIHEHUE KOTOPOTO HAIEJICHO Ha JEMOHCTPUPOBAHUE JOKA3aTEIbCTB HATMYMS y 00YyJatomuXcs
c(OPMHPOBAHHBIX KOMIIETEHIUH HEOOXOAMMBIX /sl Oy Iy1iei mpodecCuoHaTbHON eI TeIbHOCTH.

KoMmeTeHTHOCTHO-OpUEeHTUPOBAHHBIE 3a/1aHuUsI OBIBAIOT PA3HBIX BUIOB:

® HaIpaBJICHHbIE HA MTOATOTOBKY KOHKPETHOTO MPAKTUKO-OPUEHTUPOBAHHOTO MPOJIYKTA;

® AHAJIUTUYECKOIO U JUArHOCTUYECKOTO XapaKTepa, HAIlPaBJIEHHbIE HA aHAIN3 Pa3IU4HbIX
aCMeKTOB U MPOo0JIeM SKOHOMUYECKOH 1eATeIbHOCTH;

® CBSI3aHHBIE C BBIIOJIHEHUEM OCHOBHBIX IIPO(HECCHOHATBHBIX (PYHKIIHIA.

PA3JEN 9. YYEBHO-METOAUYECKOE U TH®OPMAIIMOHHOE
OBECIIEYEHHME JUCIOUITVIMHBI

Ocnoenas numepamypa’*

CannukoB A.B. CHCTEMBI JIEKTPOHHOTO JIOKYMEHT0000pOoTa : ydeOHOe ocodue /
CannunkoB A.B.. — Mocksa : Aii [Tu Ap Menua, 2023. — 106 ¢. — ISBN 978-5-4497-2200-3.
— Texkcr : anekrponnsiit // IPR SMART : [caiiT]. — URL:
https://www.iprbookshop.ru/130529.html

Kysnenosa 1.B. KonduneHnuansHoe 1EI0NPOU3BOICTBO M 3AIUIIECHHBIN 3JICKTPOHHBIH
JTOKYMEHTO000POT : yueObHoe nmocodue aist 6akanaBpos / Kysnenosa U.B., Xauarpsa [.A.. —
Mocksa : Aii [Tu Ap Menua, 2020. — 192 ¢. — ISBN 978-5-4497-0588-4. — Tekcr :
anekTponnsbii // IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/97083.htmi

Jonoanumenvnas nrumepamypa®®

Ps60B 1.B. ABTOMaTu3npoBaHHbIE HHPOPMALIMOHHO-YIIPABJIAIOIINE CUCTEMBI : yueOHOE
nocobue / Psi6oB N.B.. — Mocksa, Bonoraa : Uadpa-Umxenepus, 2023. — 208 ¢. — ISBN
978-5-9729-1374-9. — Texkcr : anmekrponnsiii // IPR SMART : [caiiT]. — URL:
https://www.iprbookshop.ru/132916.html

Data Science u UHTEIIEKTyaJIbHBINA aHATU3 JTAHHBIX : yaeOHoe nocobue / J[.M. Hazapos [u
ap.].. — Mocksa : Aii [Tu Ap Menua, 2023. — 304 c. — ISBN 978-5-4497-1931-7. — Tekcr :
anekTponHsbii // IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/127201.html

Hopmamueno-npaeogvie akmul (6 oeiicmeyrouieil pedakyuu)
Koucturynus Poccuiickont @enepanuu.
I'paxxnanckuii kogexe Poccuiickoit @enepanuu. — M., 2019.
Tpynosoii konekc Poccuiickoit @enepanuu. — M., 2019.
3emenbHbIN Kosieke Poccuiickoit @enepanuu. — M., 2019.
3akoHP D «OKOHKYpEHIIMNNOTPAHUYEHUN MOHOIIOJINCTUYECKON AESTEIbHOCTH Ha TOBAPHBIX
peiHKax» or 21 mapra 1991 r. (B wactu, He mnporuBopeuamed 3akoHy P® «O 3amure
KOHKYPEHLIUNY).
3akoH P® «O 3amure npaB norpedurenein» ot 7 gpespana 1992 r. Ne 2300-1.
®enepanbHblii 3aK0H OT 26 nrois 2006 r. Ne 135-03 «O 3amure KOHKYPEHIIN.
®enepanbubiit 3aK0H 0T 21 gexadpst 2001 r. Ne 178-D3 «O npuBaTH3anuu rocy1apcTBEHHOTO
Y MYHHMIIMIIQTBHOTO UMYIIECTBAY.
®enepalibHbIi 3aK0H OT 26 nekadps 1995 r. Ne 208-D3 «O6 akimoHEpHBIX 00IIECTBAX .
®epnepanbubiii 3ak0H 0T 24 utons 2007 r. Ne 209-O3 «O pa3BUTHUH MaJIOr0 U CPETHETO
npeAnpuHUMaTeNbeTBa B Poccuiickont @enepannm.

2 Y3 OBC
% Y3 OBC


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

®enepanbublit 3ak0H OT 10 ssaBapst 2002 1. Ne 7-D3«O06 oxpaHe OKpYKAIOIIEH CPeIbI».

[Tpuka3z MunobOpuayku Poccum ot 12.11.2015 N 1327 «O6 yrBepxknennn (enepaabHOTO
rOCYJapCTBEHHOTO 00pa30BaTEeNbHOTO CTAaHAApPTa BBICIIEr0 O0Opa3oBaHUs 10 HANpaBJICHUIO
noarotoBku 38.03.01 DxkoHOMuKa (YpOBEHb OakaiaBpHaTa)y.

IlepeyeHb HHPOPMAUMOHHBIX TEXHOJIOTHI, HMCHOJb3yeMbIX MPH OCYIIECTBJIECHUH
00pa30BaTeILHOTO MpoLecca Mo JHCIHIINHE
Humepuem-pecypcul, coepemenHble npogeccuonanvrsle oaswvl OaHHBbIX,
UHOOPMAYUOHHO-CRPABOUHDLE U NOUCKOBbLE CUCIEMDbL
Humepuem-pecypcul,
Opranusanus 0e3omacHOCTH U coTpyaHuyectsa B EBpore: http://www.osce.org/
Opranmsanus O0beauHeHHBIX Hammii: http://www.un.org/
Opranmzanus 1o besonacuoctu u CorpyauunyectBy B EBpore: Www.0SCe.0rg
Coser Espomsr: http://www.coe.int
FOHECKO: http://www.unesco.org
cospemennbvle npogheccuonaivrvle 06a3vl OAHHDIX,
BcemupHnas opranuzanus 3apaBooxpanenus: http://www.who.ch/
BcemupHas ToproBast opranusanms: WWW.Wt0.0rg
EBponeiickuii mapnamenT: http://www.europarl.eu.int
Espomneiickuii Coro3: http://.europa.eu.int
MexnyHnaponHas opranusanus tTpyaa: http://www.ilo.org
UH(OPMAYUOHHO-CRPABOUHDLE U HOUCKOBbLE CUCH EMDbL
3BC «IPRsmarty http://www.iprbookshop.ru
CnpaBounas npaBoBasi cucrema «KoucynsrantlLmrocy: http://www.con-sultant.ru

KoMIuieKT JIMIIEH3MOHHOI0 POTPAMMHOI0 o0ecre4eHust

Microsoft Open Value Subscription ams pemennii Education Solutions Ne Tr000544893 ot
21.10.2020 r. MDE Windows, Microsoft Office u Office Web Apps. (cpok neiictBust mo 01.11.2023

r.)

AnrtuBupycHoe mnporpammuoe obecnieueHne ESET NOD32 Antivirus Business Edition
noroBop Ne 1C00-006348 ot 14.10.2022 . (cpok aeitctust g0 13.10.2025 )

[Iporpammuoe oGecrieuenue «Mupamnoiauc» cucremMa BeOMHAPOB - JIMIIEH3MOHHBINA JOTOBOP
244/09/16-x ot 15.09.2016 (Crenudukarus x JluieHsnoHHOMY jgoroBopy 244/09/16-x ot
15.09.2016, ot 11.05.2022 1. ) (cpoxk nevictBust 1o 10.07.2023 1)

OnexTpoHHass WHGOpPMaIMOHHO-00pa3zoBatenbHas cpena «1C: YHuBepcuTeT» I0TOBOpP OT
10.09.2018 1. NeITPKT-18281 (6eccpouno)

Nupopmanmonnas cucrema «llepseiitbut» cyOnunensuonssiii gorosop or 06.11.2015 r.
Ne009/061115/003 (6eccpouno)

Cucrema tectupoBanus Indigo nunensuonnoe cornamenue (JJorosop) ot 08.11.2018 1. NoJI-
54792 (6eccpouHo)

Wudopmanmonno-nouckopas cucrema «Koncynsrant Ilmtoc» - porosop 06 HHGOpPMAIIMOHHO
noazepkke ot 26.12.2014, (6eccpouno)

OnekTpoHHO-0MOMMoTeuHast cuctema IPRsmart munensuonssiii morosop or 01.09.2022 r.
Ne9489/22C (cpox aeiictBus mo 31.08.2024 1)

Hayunas snexrponnas 6ubmuoreka eLIBRARY nunensuonnsiit goropop SCIENC INDEX Ne
SI0 -3079/2022 ot 12.01.2022 . (cpok neiictus go 27.01.2024 1)

CB000/1HO pacnipocTpaHsieMoe MPOrpaMMHoOe odecnevyeHne
Kommekr  ommaiin  cepeucoB  GNU  ImageManipulationProgram,  c¢BoOomHO
pacnpocTpaHseMoe MporpaMMHOe 00eceueHHE

Hpozpammnoe obecneueHue omeuecmeeHHO20 np0u3300cm8a:


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/

[IporpamMHoe obecnieuenne «Mmupamonucy cucteMa BeOWHapoB - JIMIEH3MOHHBIH JOTOBOP
244/09/16-x ot 15.09.2016 (Cneundukarms k Jlunensnonnomy morosopy 244/09/16-x ot 15.09.2016, ot
11.05.2022 r. ) (cpok aeiictBus qo 10.07.2023 r.)

OnektpoHHas MH(pOpMaMOHHO-00pa3oBaTenbHas cpena «1C: Yausepcuter» gorosop ot 10.09.2018
. NeITPKT-18281 (6eccpouno)

Wndopmanmonnas cuctema «llepBoritbut» cybnuunensuonneiii  goroop ot 06.11.2015 r.
Ne(009/061115/003 (beccpouHno)

Cucrema tectupoBanus Indigo munensnonnoe cormamenue (Jorosop) ot 08.11.2018 r. NeJ[-54792
(6eccpouHo)

WNndopmarnmonno-orickoBas cucrema «Koncymprant Ilmoc» -  moroBop 00 wH(pOpMannOHHO
noanepxke ot 26.12.2014, (6eccpouno)

OnekTpoHHO-0nbMHnoTeuHas cucreMa IPRsmart murtensuonnstit morosop ot 01.09.2022 1. Ne9489/22C
(cpoxk meticteus 10 31.08.2024 1.)

Hayunas snektponnas 6ubnuoreka eLIBRARY munensuonnsiii norosop SCIENC INDEX Ne SIO -
3079/2022 ot 12.01.2022 r. (cpok aetictBus a0 27.01.2024 1.)

PA3JEJa 10. MATEPHAJIBHO-TEXHUYECKOE OBECIIEYEHUE OBPA30OBATEJIBHOI'O IPOIECCA

VYyeOHast aymuTopus AJis IPOBEICHUS OO6opynoBaHue: cCHeUaAlIM3UpOBaHHAs MebOenb

3aHATHUH JIEKIIMOHHOTO THUIIA, 3aHATHI (mebenp aynutopHas (12 cromnoB, 24 crynbes,

CEMHUHAPCKOT0 TUIA, TPYIIIOBBIX U JI0CKa ayIuTOpHas HaBecHas), CTON

WHIMBUIYTbHBIX KOHCYJIbTAIHH, IpenojaBaTesis, CTyJ IPEno1aBaTes.

TEKYIIET0 KOHTPOJIS U IPOMEKYTOUHON TexHUYECKHE CpeCTBA OOYUCHHUS:

aTTeCTaluu MEPCOHAIBHBIN KOMITBIOTEP; MYJIbTUMEIHITHOE
o0opyznoBaHue (MPOEKTOP, IKpaH).

[Tomernienue asst CaMOCTOSATENBHOM CrnenmanusupoBaHHasi Mmeoensb (9 cTomnos, 9

paboThI CTYJIbEB), IEPCOHATBHBIE KOMIIBIOTEPHI C
BO3MOYKHOCTBIO TTO/IKIIIOYCHHUS K CETH
«HTepHeT» U obecrneueHueM 10CTyma B
AIIEKTPOHHYIO NHPOPMALMOHHO-
00pa3oBaTeNbHYIO Cpelly Y HUBEPCUTETA




