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1.MMACHOPT PABOYEN ITPOT'PAMMBI YUEBHOM JJUCHUTLTAHBI
OI1.06. JOKYMEHTALIMOHHOE OBECIIEYHEHME YIIPABJIEHUSA

1.1 Ob6s1acTh NpUMEHEHUS IPOTPAMMBI

Pabouass mporpamma y4eOHON IUCHUIUIMHBI SIBISETCS YaCTbIO IPOrpamMMmbl
MOATOTOBKHU CIIELIMANIMCTOB cpeaHero 3BeHa B coorBeTrcTBuM ¢ PI'OC  mo
cnenrasibHOCTH 38.02.01 JxoHOMMKA M OyXTrajaTepcKuil yuer (1m0 oTpacjism).

1.2 Mecto yueOHo#l aucnunannbl B cTpykrype IHIICC3
JucuumnuHa BXoAUT B obmenpodeccuonanbubiii ki [IICC3

1.3. Hean u TpeOGoOBaHMS K pe3yabTaTaM OCBOECHUSI YUeOHOH AUCIHUIITHUHBI:

W3yyenue AUCHUIUIMHBI  HalpaBleHO Ha  (OpMHUpPOBaHHME  OOMX H
npogecCHOHAIBHBIX KOMIIETEHIMI, BKIIOYAIOUIUX B €0 CHOCOOHOCTD:

OK 01. Beibuparb cnocoObl pemieHus: 3aaad npodhecCUOHATbHOM NeSITeIbHOCTH
MPUMEHUTENHHO K Pa3IMYHBIM KOHTEKCTaM;

OK 02. OcymectBiarh TMOUCK, aHAIM3 W HWHTEpHpeTanuio uHpopmaiuu,
HE0OXOIMMOM ISl BBIMTOJTHEHUS 3a]1a4 MpodhecCUOHATBHOM IEeATeTbHOCTH;

OK 03. IlmanupoBaTh M peaM30BBIBATH COOCTBEHHOE MPOQPECCHOHAIBHOE H
JUYHOCTHOE Pa3BUTHUE;

OK 04. Pabotath B KOJUIEKTUBE M KOoMaHze, 3(P(HEKTUBHO B3aUMOJEHCTBOBATH C
KOJUIETaMU, PYKOBOJCTBOM, KJIMEHTAMU;

OK 05. OcymecTBiasiTh YCTHYIO W NHCBMEHHYK0 KOMMYHHUKAIMIO Ha
rocyaapcTBeHHOM s3bike Poccuiickoit denepanum ¢ ydeToM 0coOEHHOCTEN
COLIMAJIBHOTO U KYJIbTYPHOTO KOHTEKCTA;

OK 09. Hcnonws3oBarb WH(OPMAIIMOHHBIE TEXHOJOTMH B NpOo(dhecCHOHATBHOM
NesATEeIbHOCTH;

OK 10. Tlons3oBatbest mpodeccuoHaIbHOM TIOKYMEHTaIlMed Ha TOCyAapCTBEHHOM
Y UHOCTPAHHOM $I3bIKAX;

[1K 1.1. OGpabatbiBaTh epBUYHBIE OyXTaaTEPCKUE JOKYMEHTHI;

B pesynbTaTe 0CBOCHUS TUCHUTIITUHBI 00YUYaIOMUNACS 10JIKEH YMETh:

— pacrmosHaBaTh 3aladyy W/WiaM TpoOieMy B NpodeCcCHOHATBHOM /WM
COIIMAJIBHOM KOHTEKCTE;

— aHAJIM3UPOBATH 33/1aUy /WK MPOOJIEMY U BBIJICIATH €€ COCTaBHBIC YacTH;

— ONpPEACINATH dTallbl PEIICHUS 3a/1a4H;

— BBISIBJIATH U 9PGHEKTUBHO UCKATh WH(HOPMAITUIO, HEOOXOIUMYIO JIJISl PEIICHUS
3a/1a4u W/ WK TPOOIIEMBI;

— COCTaBHTH IUIaH JACHCTBUS; ONIPEICTUTH HEOOXOIUMBIE PECYPCHI;

— BJIQJICTh aKTyaJIbHBIMH METOJaMHU pabOThI B TPO(PECCHOHAIEHON M CMEKHBIX
chepax;

— peanu30BaTh COCTABJICHHBIN IJIaH;



OIICHUBATh PE3YJIbTAT U MOCIEACTBUS CBOUX JECUCTBHI (CAMOCTOATEILHO WU
C MOMOIUILIO0 HACTABHUKA)

ONpENENATh 3aJauu Il ToMcKa WHGOpPMAIU; ONpeNeisaTh HE0OXOIUMbIe
WMCTOYHUKHU MHGOPMAIIHH; TNIAHUPOBATH TIPOIIECC TTOMCKA;

CTPYKTYPHPOBATH MOTyIaeMyI0 HH(HOPMAITHIO;

BBIICNIATh HauOoJiee 3HAYMMOE B TMepeyHe WH(POpPMAIUK;, OIEHUBATH
MPaKTUYECKYIO 3HAUMMOCTb PE3YJIbTATOB MOUCKA;

oQOpMIISTH pe3yJIbTaThl MOUCKA,

OTPENENSITh  AKTyalbHOCTh HOPMATHBHO-TIPABOBOW  JOKYMCHTAIIMH B
npodecCuoHaNBEHOM eI TETbHOCTH;

MPUMEHSATh COBPEMEHHYI0 HAy4HYI0 NPO(EeCCHOHATBHYI) TEPMHUHOJIOTHIO;
OTPEENATh U BBICTPAUBATh TPACKTOPUU MPOPECCUOHAIBHOTO PA3BUTHUS U
caMo00pa3oBaHus;

OpraHU30BbIBATh PAOOTy KOJIJIEKTUBA U KOMaH/IbL;

B3aMMOJICUCTBOBATh C KOJUIETAaMH, PYKOBOACTBOM, KIHEHTAMH B XOJe
npo¢eCCUOHATIBHON JICATEIIbHOCTH,

TPaMOTHO U3JlaraTh CBOM MBICIH W OQOPMIISATH  JTOKYMEHTHI  TIO
npoecCHOHANbHON TEMAaTUKE Ha TOCYJIapCTBEHHOM SI3bIKE, MPOSBISATH
TOJICPAHTHOCTH B pa004YeM KOJIJICKTUBE;

OPUMEHATh CpelAcTBa HMHGOPMAIMOHHBIX TEXHOJOTHUH Il pelIeHUs
npodeCCUOHANIBHBIX 33]1a4;

WCITOJIF30BaTh COBPEMEHHOE MTPOTrpaMMHOE 00eCIIeUCHHE,

MOHUMATh OONMH CMBICT YETKO TIPOM3HECCHHBIX BBICKA3bIBAHWM Ha
U3BECTHBIE TeMbI (MPOQeCcCHOHANbHBIE M OBITOBBIC), TOHUMATh TEKCTHI Ha
06a30BbIe PO ECCUOHATBHBIE TEMBI,

y4acTBOBaTh B IMAJIOTaX HA 3HAKOMBIE 001IMe U TPO(PECCHOHATILHBIE TEMBI;
CTPOUTH MPOCThIE BBICKA3bIBaHUS O cede M O CBOEW MpodecCHOHATBLHON
JEATEeIIbHOCTH; KPaTKO 0OOCHOBBIBATh U OOBICHUTH CBOU JCHCTBUS (TEKYyIIUE
U TUTAaHUPYEMBIE);

MUCaTh TMPOCTHIC CBSI3HBIC COOOIICHUS HAa 3HAKOMBIC WM HHTEPECYIOLINE
po¢heCCUOHAIIbHBIC TEMBI;

NPUHUMATh  TPOU3BOJIbHBIC  TEPBUYHBIE  OyXTalTEpPCKUE JOKYMEHTHI,
paccMaTpuBaeMble  Kak  TUCBMEHHOE  JIOKAa3aTeIbCTBO  COBEPIICHHS
XO3SIICTBEHHOM OIEPALMU WM MOJIyYCHUE PA3PEIIECHUS HA €€ NIPOBEICHUE;
NPUHUMATh TICPBUYHBIC OYXTAJITEPCKHUE JOKYMEHTHI Ha OYMa)KHOM HOCHTEJIS
u (W) B BHUJAE DJICKTPOHHOTO JTOKYMEHTA, MOJMUCAHHOTO JJICKTPOHHOMN
MOJIMKCHIO;

MPOBEPATh HAIWYME B  TPOU3BOJIBHBIX  TMEPBUYHBIX  OyXTalTepCKHUX
JIOKyMEHTaX 0053aTeIbHBIX PEKBU3UTOB;

MPOBOJUTE (OPMAIIBHYIO TPOBEPKY TOKYMEHTOB, MPOBEPKY IO CYIIECTBY,
apu(PpMETHUYECKYIO TPOBEPKY;

MPOBOJUTH TPYIIUPOBKY MEPBUUYHBIX OYXTaITEPCKUX JOKYMEHTOB IO PSITy
MIPU3HAKOB;



OPOBOJAUTH TAKCUPOBKY W  KOHTHPOBKY TEpPBUYHBIX OyXralTepcKux
JIOKyMEHTOB;

OpPraHH30BbIBATh JOKYMEHTOOOOPOT;

pa3dupaThCcsi B HOMEHKIIAType Jed;

3aHOCUTh JAaHHBIE MO CIPYNIUPOBAHHBIM JOKYMEHTAM B PETHUCTPHI
OyXraiaTepcKoro y4era;

nepefaBaTh  MEpBUYHBIE  OyXrajaTepckue  JIOKYyMEHTbl B TEKYLIMi
OyXraiaTepckuil apxus;

nepeaaBaTh MEPBUYHBIE OyXTanTepCKHe JOKYMEHTHI B TOCTOSTHHBIA apXHB IO
VCTEUYECHUH YCTAaHOBJICHHOTO CPOKA XPAHECHUS;

UCITPABJIAThH OLIMOKH B IEPBUYHBIX OyXTaJITEPCKUX JOKYMEHTAX;

B pe3ynbpTaTe 0CBOCHMS TMCUUILUIMHBI 00YYaroMics J0JI2KeH 3HATh:
aKTyaJIbHBIA MPO(ECCUOHATBHBIM M COIMATBHBIA KOHTEKCT, B KOTOPOM
MPUXOIUTCS pabOTaTh U KUTh;

OCHOBHbIE HMCTOYHUKH HWH(MOpPMALMU M PECYpPChl Uil pEHIeHHs 3adad |
npo0JieM B Ipo(ecCuoHaIbHOM U/UIIH COLMAIbBHOM KOHTEKCTE;

QJIITOPUTMBI BBITIOJIHEHUS PAa00T B MPOPECCHOHATILHON M CMEXHBIX 00J1acTsIX;
MeTO/Ibl pabOThI B MPO(ECCHOHATIBHON U CMEXHBIX chepax;

CTPYKTYpY IUIaHa JJisl PeIIeHHs 3a1a4;

NOPSAJIOK  OUEHKH pe3ylbTaTOB pEIIEHUs 3aJad  NpoQecCHOHATBHON
NEATEIbHOCTH

HOMEHKJIaTypa  MH(POPMAIMOHHBIX  HCTOYHUKOB  NPHUMEHSEMBIX B
npohecCuOHANBHOM NeSTENbHOCTH;

npueMbl  CTPYKTypupoBaHusi  uH@opmainuu;  dopmar  opopMIeHUs
pe3ynbTaTOB MOUCKA HHPOPMALIMH

COJZIEp’KaHME aKTyaJIbHON HOPMAaTUBHO-TIPABOBOW TOKYMEHTALWU;
COBpPEMEHHas Hay4yHas U podecCuoHaIbHAS TEPMUHOJIOTHS;

BO3MO>KHBIE TPAEKTOPUHU NPO(ECCUOHATIBHOTO Pa3BUTHSI U caMO00pa30BaHUs
MICUXOJIOTUYECKHE OCHOBBI JESTEIBHOCTH  KOJUIEKTUBA, MCHUXOJIOTHYECKUE
O0COOEHHOCTH JIMYHOCTH; OCHOBBI MPOEKTHOM ESITEIbBHOCTU

0COOEHHOCTH COLMATIBHOTO M KYJBTYPHOIO KOHTEKCTA;

npasuiia 0pOpPMIIEHHUSI JOKYMEHTOB U MOCTPOCHUSI YCTHBIX COOOIICHUH.
rPaMOTHO U3JlaraTh CBOM MBICIH W OGOPMIIATH JOKYMEHTHI  TIO
npo(ecCUOHaNbHON TEeMaTUKE Ha TOCYJapCTBEHHOM SI3bIKE, MPOSBISATH
TOJIEPAHTHOCTH B pab04YeM KOJIJIEKTUBE;

COBPEMEHHBIE CPEICTBA U YCTPOWCTBA MH(POPMATU3AINY;

NOpSAIOK WX  NpPUMEHEHMss M T[porpaMMmHoe  oOecliedeHue B
npo(hecCHOHANBHON e TEIbHOCTH;

npaBuia  TMOCTPOCHHMS  MPOCTBIX W CIOXKHBIX  NPEAJIOKEHHM  Ha
podeCCUOHAIIBHBIC TEMBI;

OCHOBHBIE OOIIEYNOTPEOUTEIbHBIE I1arojbl (ObITOBas U NMpodeccuoHaIbHas
JIEKCUKA);



— JIEKCHUYECKUU MUHHMMYM, OTHOCSIIMWCS K ONMMCAHUIO NMPEIMETOB, CPEICTB U
IIPOLIECCOB NMPO(PECCUOHAIBHON 1EATEIbHOCTH;

— 0COOEHHOCTH IMPOU3HOUIEHHUS; IPaBUjIa YTEHUSI TEKCTOB MPO(ecCHOHAIBHOM
HaIIPaBJICHHOCTH OOIIMEe TpeOOBaHUS K OYXTaJTEpCKOMY Y4YeTy B 4YacTH
JIOKYMEHTHPOBAHUS BCEX XO35IMCTBEHHBIX JICVCTBUI U ONIEPALIHIA;

— TIOHSTHE NMEPBUYHOMN OyXTalTepCKON JOKYMEHTAIUH;

— ONpEJeNIeHNE NEPBUYHBIX OYXTalTepCKUX JTOKYMEHTOB;

— (opmbl  MEpBUYHBIX  OyXrajTepCKUX  JOKYMEHTOB,  COZEpXallux
00s13aTeNIbHbIE PEKBU3UTHI IEPBUYHOTO YUETHOTO TOKYMEHTA;

— MOPSAOK MPOBEACHUS IMPOBEPKU IEPBUYHBIX OYyXTaJdTEpPCKUX JOKYMEHTOB,
dopManbHOW  TPOBEPKM  JOKYMEHTOB, TPOBEPKH IO  CYIIECTBY,
apu(MeTHIeCcKOi MPOBEPKHU;

— MNPUHLMIBI W TPU3HAKKM TPYNIUPOBKH  MEPBUYHBIX  OyXraaTepcKux
JIOKYMEHTOB;

— MOPAJIOK MPOBEIEHUS TAKCUPOBKU U KOHTUPOBKU MEPBUYHBIX OyXralaTepcKux
JIOKYMEHTOB;

— TOPSAOK COCTABIICHUS PETUCTPOB OYXTalITEPCKOrO YUETa;

— IpaBWJIa U CPOKU XPAaHEHUS MEPBUYHON OyXTanTepCcKon JOKYMEHTAIH

1.4 Kosin4ecTBO YacOB HA OCBOEHHE MPOrPaMMbI TUCHHUIJIUHBI:
MaKCUMaJbHOW yueOHOU Harpy3ku oOydaromierocs 36 4acoB, B TOM YHCIIE:

00s13aTeTbHON ayTUTOPHON yueOHOM Harpy3ku oOydaromerocst 32 Jaca,
CaMOCTOSITeNIbHOM paboThl oOyyatromierocs 4 yaca.



2. CTPYKTYPA M COJAEPKAHUE YYEBHOUN JUCIUILIVHBI

2.1 O0beM yueOHOM IUCHMILIMHBI M BHABI Y4e0OHO padoThI

Buna yuyeo6Hoii padoThl Oo0bem

4acoB
MakcuMasibHasi yyeOHasi HArpy3Ka (Bcero) 36
O0s13aTesibHasi ayIMTOPHasi yueOHasi HAarpy3Ka (Bcero) 32

B TOM YUCJIE:

IPAKTHYECKNE 3aHSATHS 12
....JICKIIUH, YPOKU 20
CamocrosiTesibHas paboTa o0yuaruerocs (Bcero) 4

[TpomexyTounas arrectanus B hpopme auddepeHupoBaHHOIO 3a4eTa




2.2 TemaTudyeckuii miaan u coaep:xxkanue yaeonoi gucuuminabl OIL.06 JOKYMEHTAIIMOHHOE OBECIIEYEHUE

YIIPABJIEHUSA
Koapl
Coaeprxanue yueOHOro MaTepuasa, JadopaTopHble M NIPAKTHYECKHE 3AHATHSA, HOMITETCHIIHH,
HaumeHoBaHnue camocTosiTe/IbHAsl padoTa o0y4yarouierocsi, Kypcopasi paéora (IIpoeKr) (eciu Oo0bem YpoBeHnnb (bopmupoBanuio
pa3iesioB U TeM npedycmompenvl), AHbIe BUbI y4e0HOH pa0doThl B COOTBETCTBUH C Y4eOHBIM 4acos OCBOCHMA KOTOPLIX
LIAHOM crocoocTByeT
3JIeMEeHT
NPOrpaMMbl
1 2 3 4
I'naga 1. /lokymenmupoganue ynpagienueckoii 0eameapbHocmu
Coaep:xaHue y4eOHOIro MaTepHuaJia 4
3HaueHUe U COJAEpXKaHUE AUCLUIUIMHBI U €€ MEXIPEIMETHbIE CBSI3U C APYTUMHU 4 OK 01-05,
mucuuruinHamu. Mcropust passutus genonpousBoactsa B Poccuu. CoBpemeHHOE OK 09-10,
COCTOSTHUE JOKYMEHTAllMOHHOIO olecredeHus yrnpasieHUs. OCHOBHbBbIE MOHSATHUS: [K1.1
JIOKYMEHT, JIOKyMEHTOBEJCHHE, JTOKYMEHTALMOHHOE OOEeCIeUeHne YIpaBICHUS
(10Y). HopmarusHo-tipaBoBas 6a3za JIOY. Ponp uHpopManuu B COIMATBHO-
Tema 1.1 HPKOHOMHMUECKHX  mporeccax. DenepanbHblii  3akoH  «O06  uHbopManuH,
Beenenue. uHpopMaruzauud U 3amure  uUHpopManuuy».  DyHKUMHM ~ JTOKYMEHTOB:
JoKymeHT n UH(POPMaLMOHHAs,, KOMMYHUKAaTUBHAsl, COLIMANbHAs, KYIbTypHas, ylpaBleHYecKas, 1
cucremMa IIpaBoBas, HMCTOpPHYECKas W Jpyrue, UX XapakTepucTuka. JloKyMeHTHUpOBaHUE:
AOKYMEHTAIlMM  |TIOHSATHE, Ha3HA4YeHUWE, OCHOBHbIE CIOCOOBI.  MarepuanabHble  HOCHUTENIH
uHpopmanuu. Krnaccudukanuss TOKyMEHTOB MO  CHoco0y  M3TOTOBIICHUS,
IIPOUCXOXKICHNIO, COJEPKAHUIO, HAaUMEHOBAaHWIO U JPYyrMM IpU3HaKaM. Buubl
JIOKYMEHTOB: TEKCTOBBIE, Tpaduyeckue, MalIuHOYUTaeMble, (OTOIOKYMEHTHI.
Bmusane HTII Ha nokyMeHT um nokyMeHTupoBaHue. PenepanbHblil 3akoH «Ob
AJIEKTPOHHOU U(PPOBOI TTOATTHCH
Ob6mepoccuiickue knaccuduraropsl (OKVY ]I, OKIIO), ux kparkas XxapakTepHCTHKA.
Tema 1.2 Coaep:xanue yueOHOro MaTepuaJia
Yuudpukauus u VHudukanus W cTaHmapTu3anms — JOKyMeHTaruu:  moHatue.  Cucremsl
CTAHAAPTH3ANMSA | noKyMEHTAllMU: NOHATUE, NMpU3HAKU. DYHKIMOHAJIBHBIE U OTPACIEBBIE CHUCTEMBI !
)




JOKYMEHTOB.
CucreMbl
MOKYMEHTAIIHH

JOKyMEHTauuu. MexoTpaciieBble CHCTEMbI JOKYMEHTALIUH.

YHuuuupoBaHHas cuctemMa JoKyMeHTauuu: nouarue. CocraB yHU(UIIUPOBAHHBIX
CUCTEM JOKYMEHTALUHN: OpraHU3alMOHHO-PACIIOPAAUTENbHAS, OTUYETHO-
CTaTUCTHYECKas, NEepBUYHAsA, yd4eTHas, (uuHaHcoBas u Jp. HaumonambHbIE
CTaHJAPThl, BXOAALINE B COCTAB YHU(PHUIIMPOBAHHBIX CUCTEM JOKYMEHTAIMH.

Tema 1.3
PekBU3UTHI U
0JIaHKH
AOKYMEHTOB

Coaep:xaHue yueOHOro MaTepuaJa

SN

PexBusut, hopmynsp 1oKymMeHTa, TUIIOBOU Gopmydsap, popmymsp oOpasel, Tabenb
¢dbopM JTOKYMEHTOB, anbOOM (GOpM YHU(PHUIIMPOBAHHBIX JTOKYMEHTOB: IIOHSTHE,
xapakrtepuctuka. [IpaBuia opopMiIeHHUsS PEKBU3UTOB OJaHKA M MX PACHOJIOXKCHHUS
Ha craHzaptHoM (opmare Oymaru, pasmepsl noiei. Dopmymsp-oOpasern rpymmsl
JOKYMEHTOB, TPHUHAJICKAIIUX OJHOW cucrteme. IIpoekTupoBaHue OJIAHKOB
IOKyMeHTOB opraHm3amuu. CoctaB, odopMiIeHHE, H3TOTOBJICHUE, XpaHCHHE
OJaHKOB OpraHu3anuu. biaHK TOKyMEHTa: MOHSATHE, Ha3HAuCHHE, BUJbI OJIAHKOB
(oOmmii, OnaHk muUchbMa, OJIAaHK KOHKPETHOro BHjaa JokymeHTta). Cocras,
oopmieHre peKBU3UTOB OJIaHKA.

N

IIpakTnueckoe 3ansiTe Ne 1 'OCT P I'OCT P 7.0.97-2016. OpranusanionHo-
pacriopsiiuTenbHas JOKyMeHTanus. TpeOoBaHMs K O(QOPMIICHHIO JOKYMEHTOB.
Pacnionoxxenne pekBu3nuToB Ha jucte popmara A4. PazpaboTka (MpOEKTHPOBAHUE)
0JIaHKOB OpTraHU3aIUHU.

Tema 1.4
Opranu3anmoHHoO-
PacnopsinuresbHa

sl JOKYMEHTALHA

Coaep:xanue yueOHOro MaTepuaJia

OpraHu3aliOHHO-PACIIOPAIUTENIbHbIE  JOKYMEHTBI:  IOHSTHE,  Ha3HaueHHe,
OCHOBHBIE BU/IbI (OpraHU3allMOHHbIE, PACTIOPSAUTENBHBIE, CIIPABOYHBIE).
OpraHuzalliOHHbIE JIOKYMEHTBHI: YCTaB, IIOJOXEHHE, CTPYKTypa U IITaTHas
YHUCJIEHHOCTh, IITAaTHOE pACIUCAHUE, NPAaBWJIA, JOJDKHOCTHAs HMHCTpyKuus, Mx
Ha3HAaYeHHe, XapaKTepUCTHKAa U cocTaB. TpeboBaHUS K OPOPMIICHHIO, MOPSIOK
YIBEpXKACHUs. PacnopsaurenbHble [TOKYMEHTBHI: IIOCTAaHOBJIEHHME, IpuKa3 (1O
OCHOBHOI J1€ATENbHOCTH M 1O JUYHOMY COCTaBy), yKazaHue, pemieHue. Wx
HazHaueHue, TpeOoBaHMs K odopMiIeHUI0. THIBI JTOKYMEHTOB: TOJJIMHHUK,
nyonukar, komwus, BbIMHMCKAa. Mx HazHauenwe. CrpaBoyHO-HH(OPMALIMOHHBIE
JOKYMEHTBI:  CIy)XeOHbIE  NHCbMa,  CIpPaBKH, JOKJIAJHBIE,  CIy>KEOHBIE,
OOBSICHUTENIbHBIC 3alUCKU, MPOTOKOJBI, aKThI, 3asBieHHs. VX XapaKTepHCTHKa,
TpeboBaHUs K 0(hOPMIICHHIO.

OK 01-05,
OK 09-10,
K 1.1
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IIpakTuyeckoe 3ansaTue Ne 2 CocraBieHue 1 0popMICHUE PaCTIOPSHKEHUSI.

IIpakTnyeckoe 3ansiTue Ne 3 OhopmiieHne NpruKa3oB 1Mo JUIHOMY COCTaBY.
Odopmiienne Tpy0BOro J0roBopa, puKasa o npuemMe Ha paboty, odpopmiieHue
TPYJOBOM KHHMKKH.

IIpakTuyeckoe 3anaTue Ne 4 OdopmiieHre CripaBoK, JOKIATHON U CITYKEOHOM
3aIMCKHU, aKTa.

Tema 1.5
byxraarepckas u
¢punancoso-
pacyeTHasi
AOKYMEHTalus

Conep:xanue yueOHOro MaTepuaJia

OOm1ast XxapaKTEepUCTHKA TOKYMEHTOB 110 (PMHAHCOBO-PACYETHBIM OIIEPALIUSIM.
Knaccugukanus pacueTHbIX JOKYMEHTOB. CriocoObI HCIIpaBiIeHHs! OIINOOK B
(UHAHCOBO-PACYETHON JOKYMEHTAIIH.

IIpakTnueckue 3ausaTusa Ne 5 Odopmienne Joropopa Kymin-nmpoaaku

CamocTosTenbHas padora odyuarwmmxess Ne 1 Odopmienne popm nepBuyHON
OyXTalTepCcKOi JOKyMEHTAIH

I'nasa 2 Opzanuzayusn pabomol ¢ 00KymeHmamu

Conep:xanue yueOHOTo MaTepuaJia

Cayx6a IOV B opranuzanusx: 1enu, 3aa4u, Ha3HaueHue, QyHKINHI, TUTIOBbIS

CTPYKTYpbl,  JOJKHOCTHOM  coctaB. Permamentamuss  paborer  CIOV.

JIOKyMEHTO060POT: MOHSTHE, oOrmrue TIPUHIIUIIBI OpraHu3aIyu

Tema 2.1 JTOKYMEHTOO0OpOTa, €ro  CTPYKTypa, HEOoOXOJAMMOCTh  y4yeTa oObema
OpFaHPBa.III/IH JOKYMEHTO000pOoTA. Hopmartunbie JIOKYMEHTHI, permamMeHTHpYoIIne
OpTraHU3aIMIo JOKyMEHTO0OOpoTa. Perucrpamus HOKYMEHTOB: TOHSTHE, ENIH

AOKYMEHT0000poTa p M p P M > HCIH,

3aJla4, MECTa PETUCTPALUM PA3NIMYHBIX KaTeropuil AokymeHToB. Cucrema u
dbopMbl peructpauuu (KypHalbHasl, KapTO4YHas, aBTOMAaTU3UpPOBaHHas), HX
JNOCTOMHCTBA M HenocTarku. llokazatenn, BBOJUMBIE B PErHMCTPALlMOHHBIE
¢opMbl. OCOOEHHOCTH PETUCTPALMU BXOJALINX, HCXOASIIUX U BHYTPEHHUX
JIOKYMEHTOB.

OK 01-05,
OK 09-10,
IK 1.1
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CriocoObI OTIPABKH JTOKYMEHTOB (TPaIUIIMOHHBIN, C TOMOIIBIO TenedoHa, (akca,
nHTepHETAa. KOHTPOJIb MCHOJHEHUS JOKYMEHTOB: MOHSTHE, Ha3HAYEHUE, BHJIBL.
[Ipuniuner  opraHuzanuv  KOHTpoJigs. CpOKM  WCHOJHEHHUS:  THUIIOBOM.
NunuBuyanbHbIN. TexHonorus BeneHUS KOHTPOIS. AHaIM3 HCHOJHEHUS
JIOKYMEHTOB B OpraHu3anuu. B3auMMOCBsI3b perucTpauvu JOKYMEHTOB U
MH()OPMAIIMOHHO-CIIPABOYHON paboTel.  Opranusamus padOThl C TTOMOIIBIO
CHOpaBOYHBIX KapTouek. HoMmeHkiatypa pgen: TOHSATHE, 3HAYEHUE s
KJIAaCCU(UKALMN JIOKYMEHTOB, OICPATUBHOTO XPaHEHUS W WX NPEIapXUBHOU
MOATOTOBKU. BUibl HOMEHKIIATYp AEl.

JIOJKHOCTHBIE JIMIIA, OCYLIECTBIIAIOIINE PETUCTPALMIO, KOHTPOJIb HCIOIHEHUS,
ux ¢Gyskuuu U npasa. [lopsmox dopmupoBanus gen.OpraHuzanus XpaHeHUs
UCTIOJTHEHHBIX TOKYMEHTOB. OCHOBHBIC TPEOOBAaHUS HOPMATUBHBIX JOKYMEHTOB,
pPErJaMeHTUPYIOIIUX JAaHHBIA 3Tall JOKyMEHT00O0opoTa. OTBETCTBEHHOCTH 3a
COXPaHHOCTh IOKYMEHTOB.

I'nasa 3. Komnvromepuzayua 00KyMeHmMayuoHH020 00ecneuenus ynpasieHus

Conep:xanue yueOHOTo MaTepHaJia

o

Tema 3.1
KomnbroTepusanus
AOKYMEHTAIHOHHOI0
odecrneyeHus
ylnpaBJeHUs

Komnerorepuzanus JIOY Ha npeanpusatuu, 3Ha4€HUE, MEPCHEKTUBBI Pa3BUTHSL.
Hcnonws3zoBanue 1K B opranuzanuum pabotsl ¢ nokymeHTamMu. CocTaBHbIE 4acTu
KOMITBIOTEPHOI'0 JIeJIONPOMU3BOJICTBA: ABTOMATHU3UPOBaHHbIM cOOp, 00paboTKa,
XpaHeHHE JOKYMEHTAIlMH, WPEJOCTaBIeHUE pa3HOoOpa3HoOW HWHGOPMAIIHH.
OJNEKTpOHHAs IoYTa: MOHATHE, Ha3HAUYEHUE. THUIBI CUCTEM DJIEKTPOHHOM IOYTHI
(rmobasibHbIE, KOPHOpaTHBHBIE), WX KpaTKas XapaKTepUCTUKA. XpaHEHHe
JIOKYMEHTOB B 3JEKTpOHHOH mnourte. MHdopmanmonHo-cipaBoyHast paboTa B
YCIOBUSX MPUMEHEHHS] KOMITBIOTEPHBIX TEXHOJIOTHH.

N

IIpakTuyeckue 3ansiTusi Ne 6 OpopmiieHne OCHOBHBIX JOKYMEHTOB
OpraHU3aIlMOHHO-PAaCHIOPSANTENbHON JOKyMeHTauu ¢ nomousko I1K.

OK 01-05,
OK 09-10,
IK 1.1

IIpome:xkyrounas arrecrauus. lnddepeHunpoBaHHblii 3a4er

HTOro nmo xucuuiinHe

36
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3. VCJOBHUS PEAJIN3ALIAM ITPOTPAMMEI YYEBHOM
JACHUTILIAHBI

3.1. TpeOoBaHUS K MUHMMAJILHOMY MAaTePHUAJIbLHO-TEXHUYECKOMY 00eCIeYeHH IO

y4eOHOH TUCHUIIMHBI

Peanuzamus POTrpaMMBbl JTUCITATLINHEI TpebyeT HaAJTUYIUS KaOMHETa

JOKYMEHTAITMOHHOTO  OO€CIEeYeHUs]  YNPaBJICHUS IS TPOBEIACHUS  3aHSATUN

JICKIIMOHHOTO  THUIA, TMPAKTUYECKUX 3aHATHI, B TOM YHUCJE TPYIIIOBbIX,

WHJIMBUIYaJIbHBIX, MUCbMEHHBIX, YCTHBIX KOHCYJbTAIlMWA, TEKYILIETO KOHTPOJS U

MIPOMEKYTOUYHOM aTTECTALINH.

O6opynoBanue:

- pabodee MecTo IpernoiaBaTers;

- cTIeIMaIu3upoBaHHas MeOelb (CTOJBI, CTYJIBS 10 KOJUYECTBY 00YyUaIOIIHNXCS);

- JIOCKa YYEHHYECKasl.

TexHuyeckue cpecTBa 00yUeHUs:

- KOMIIbIOTEP (HOYTOYK);

- MYJIbTUMEIUNHBIN TPOEKTOP, IKPaH.

VY4ueOHo-HarIsI AHEIC TOCOOHSI: TJIaKaThlI, y4eOHO-HarJIsIHbIC rmocoowus,

oOecrnieunBaONIMe TEMaTUUYECKUE  WJUIIOCTpAallMM 1O  pabodeil  mporpamme

JTVCLUUIUIMHBI, B TOM YUCIIE, BUJICO-ayANO0 MaTepHabl, KOMILIOTEPHBIC MPE3CHTALIUH.
KommploTep wuMeeT A0CTYI K 3JIEKTPOHHO-OUOIMOTEYHBIM CUCTEMAaM, BBIXO]T

B r00aapHyl0 CceTh VHTEpHET, OCHAIeH JMIICH3WOHHBIM MPOrPaMMHBIM

00eCIICUCHHUEM.

3.2. YueOHO-MeToAMUeCKOe M HHPOPMALIMOHHOE o0ecliedeHre pean3amun
Y4eOHOM TUCUMIIJIMHE

HopMmaTuBHO-IpaBOBbIe AKThI

1. K®3-2 or 25.12.2000 r. «O T'ocymapctBeHHOM TepOe Poccuiickoii
®enepauun» http://base.consultant.ru/

2. ®enepanbHblil 3ak0H OT 22 okTA0ps 2004 r. N 125-03 «O06 apxuBHOM
nene B Poccuiickoit @enepanuny (C I3BMEHEHUSIMU U TOTIOJTHEHUSIMU OT 28 nekadps
2017 r.) http://base.garant.ru/12137300/1/#block 100#1xzz30OXI1iDbkk

3. @enepanbHplii 3akoH OT 2 Masg 2006 r. N 59-®3 «O mnopsake
paccMoTpeHus oOpareHuid rpaxmaan Poccuiickoit @enepanumn» (C M3MESHSHHSIMHU U
JTIOTIOTHEHUSIMU OT 27 nekaops 2017 r..)
http://base.garant.ru/12146661/#block_1#ixzz30Xr9AJsd

4, ®enepanbubiil 3ak0H oT 27 utoisg 2006 . N 149-D3 «O6 undpopmanmu,
WH()OPMAITMOHHBIX TEXHOJOTUSIX M O 3amure uHbopManum» (C U3MEHCHHSIMH U
nonomHeHussMu OT 27 nexadbps 2019 r.). http://www.garant.ru/

5. denepanbHbii 3ak0H 0T 9 deBpang 2009 r. N 8-d3 «O0 obecrnieueHuu
JoCcTyna K MHMOpPMAIMU O JAESITENbHOCTH TOCYJApCTBEHHBIX OPraHOB M OPraHOB
MECTHOTO CaMOYyIpaBieHUs» (C U3BMEHEHUSIMU U JIOTOJHEHUsIMU OT 28 nexadps 2017
r.). http://www.garant.ru/
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6. ®enepanbHblii 3akoH OT 13 sHBapa 1995 r. N 7-®3 «O nopsiake
OCBEILEHUS JEATEIBHOCTH OpPraHOB T'OCYJApCTBEHHOM BIACTH B TOCYAapCTBEHHBIX

CpeacTBax MaccoBOM uHopMaIm» (penaxuust oT 12.03.2014).
http://www.garant.ru/
7. [ocynmapcTBeHHass ~ cucTeMa  JOKYMEHTAIlMOHHOTO  OOecreueHus

yIpaBJICHHUs] OCHOBHBIE MoJiokeHHs. OO1ue TpeOoBaHUs K JOKYMEHTaM U CITy:k0am
JTIOKYMEHTAIMOHHOTO obecnieyeHus. - M.: M3natenscTBO cTanaapt, 1991.

8. Hannonansnueiid  crangapr PO T'OCT P 7.0.97-2016 «Cucrema
CTaHAApTOB 10 wWHpOpMANUH, OWUOIMOTEYHOMY U  HM3JATEIBCKOMY  JIETy.
OpraHu3aImoHHO-pacTIOpSAIUTENbHAS TOKyMEHTalus. TpeboBaHus K O(POpPMIICHUIO
TOKyMEHTOB» (yTB. mpukazoM @DeaepanbHOTO areHTCTBA IO TEXHUYECKOMY
pPEryJIMpOBaHUIO W  MeTposiorud oT 8 gekadbpa 2016 r. N 2004-cr)
http://www.consultant.ru

Q. I'OCT P 7.0.8-2013 «Cucrema cTanmaapToB 10 HHGPOPMAIINH,
OMOMMOTEUHOMY M HW3aTEeNbCKOMY Jely. JleJomnpou3BOJACTBO U apXHBHOE JIEJO.
TepMuHbI U onpeneneHus» yTBepxKIAeH npukazoM Pocctangapra ot 17.10.2013 Ne 11
85-ct Bzamen ['OCT P 51141 -98 «J/lenonpousBoACTBO W apXUBHOE JIEIIO.
http://archivekeeping.ru/metod_base/view/gost_archive

10. Hamuonaneueii cranmapt P® T'OCT P 7.0.8-2013 «Cucrema
CTaHJAApTOB 10 HHPOpMalMU, OUOIUOTEUHOMY M  M3AATEIIbCKOMY  JICIy.
Jlenonpou3BOACTBO U apXUBHOE Jej0. TepMHUHBI U omnpenaeneHus» (yTB. MPUKa30oM
denepaibHOTO areHTCTBA MO TEXHUYECKOMY PEryJIMPOBAHUIO U METPOJIoruu ot 17
okTa0ps 2013 . N 1185-ct)http://base.garant.ru/70650732/#1xzz3Y axaOM2A

11. OG6mepoccuiickuiil kiaccudukaTop ynpasieHdeckod nokymentanuu OK
011 - 93 -93 (pex. ot 17.07.2019 r.) http://www.garant.ru/

12. TIlpuka3 PocapxmBa Ned44. ot 11 ampens 2018 1. «O06 yTBepKIaeHUH
MPUMEPHON MHCTPYKITUU TIO JIETIOTPON3BOJICTBY B TOCYAAPCTBEHHBIX OPTaHU3ALIUSIX).
http://www.garant.ru/

OcHoBHBbIE yUeOHbIe U3IaHUSs

13. JloxymeHTarimoHHOe obecrieueHue ynpasienus: yueOHuk / beikosa T.A.,
nox pex. u ap. — Mocksa: KuoPyc, 2020 — 266 c. https://www.book.ru/

14.  bacakoB, M.M. JlokyMeHTanMOHHOE oOecTeUeHHUEe YIpaBICHUS (C
OCHOBaMH apXHMBOBeeHU): yueOHoe nmocodue / bacakoB M.. — Mocksa: KunoPyc,
2020 — 216 ¢c.  https://book.ru/

15. Joponuna, JI. A. JlokyMeHTallUOHHOE OOECIIEUYEHUE YIPABJICHUS:
y4eOHMK U TPAKTHKYM IS  CpeaHero mnpoeCCHOHAIBLHOTO 00pa3oBaHUs /
JI. A. Joponuna, B. C. UputukoBa. — MockBa: M3ngarensctBo Opaiit, 2021. —
233 c.— (IIpodeccuonanbHoe o6OpazoBanue). — |ISBN 978-5-534-05783-6. —
Texcr: anexkrponnsiit / DBC I0paiit [caiit]. — URL: https://urait.ru/

JlonoJiHUTEIbHbIE YUeOHbIe U3IaHUs

16. JloxymeHtaunoHHOe oOecrieueHue ynpapieHus: yueonuk / beikosa T.A.,
nox pex. u ap. — Mocka: KuoPyc, 2020. — 266 c. https://book.ru/

17.  Kopnees, . K. JlokymeHTallmOHHOE OOECIICYCHHE YIIpaBICHUS +
tectbl B OBC: y4eOHMK W TPaKTUKyM Il CpenHero mpodecCHOHAIBHOTO
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obopazoBanus / U. K. Kopnees, A. B. Ilmenko, B. A. Mamypnes. — 2-¢ wu3f.,

nepepad. u gon. — MockBa
https://urait.ru/
HNuTepHer — pecypcsl

18. Base Doc.ru - KpyIHeHIas

N3parensctBo  Opaiir,

2020. — 384 c.

0aza HJOKYMCHTOB

http://basedoc.ru/individual businessman/1247-trudovoy-dogovor-ip-s-rabotnikom-

obrazec.html

19.  Odunmaneueiii CallT AIMUHHUCTpAIMA MYHHUIIUIAIBHOTO OOpa30BaHMUS

«[opox Caparos» http://www.saratovmer.ru/
20. Odwummansupiii  moprtan  IIpaBuTenscTBO
http://saratov.gov.ru/

CaparoBckoit

oOiactu

21. CnpaBouHBIi mpaBoBO# mopTtai ['apantT www.garant.ru

22. CupaBouHas npaBoBas cucreMa Koncynprant + Www.consultant.ru
MeTOJIH‘leCKHe YRazaHus 1Jisd oﬁyqamnmxcsl 10 OCBOCHHUIO U CHHUIIJINHBI

23. MeTOI[I/I"ICCKI/Ie YKazaHusg IJIA 06yqa101u1/1xc;1 II0 BBIIIOJJHCHHUIO IIPAKTHYCCKHUX

pabor.

24,  Meroanueckue YyKazaHMs JUIsI OOYYaloOMMXCA TIO0 BBHIMIOJIHEHHUIO 3aJaHUN

CaMOCTOSITCJIbHOM pa6OTI>I.

4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHUS YUYEBHOU

JANCIUIIJIMHBI

4.1. ®opMbI U METOAbI KOHTPOJISI M OLICHKH Pe3yJIbTATOB 00y4YeHUsI

Pe3yabTaTsl 00y4eHus

DopMbI 1 METOABI
KOHTPOJISI M OLIEeHKHU
pe3yJabTaToB 00y4eHH s

OK 01. BpibupaTs croco0bl pemieHus 3ajad NpogeccHoHanbHON
JEATEIbHOCTH IPUMEHUTEIBHO K Pa3IMYHbIM KOHTEKCTaM;
OK 02. OcymecTBisTh TMOUCK, aHaIM3 M HHTEPIPETALHNIO

uHbopMalMy,  HEOOXOAMMON 1 BBINOJIHEHUS  3a7ay
po¢eCCuOHAIBHON eATETbHOCTH;
OK 03. [IlnanupoBaTh M  peaJU30BBIBATH  COOCTBEHHOE

npodeccnoHanbHOE U JMYHOCTHOE Pa3BUTHE;

OK 04. Paboratb B KOJUIEKTHBE M KOMaHzAe, 3(PQeKTHBHO
B3aMMO/ICHICTBOBATH C KOJJIEraMU, PYKOBOJICTBOM, KJIMEHTAMH;
OK 05. OcymiecTBisaTh YCTHYIO U IUCBMEHHYIO KOMMYHHKAIUIO
Ha TOCyIapCcTBEHHOM s3blke Poccuiickoit denepanuu ¢ ydeTom
0CcO0EHHOCTEH COLMANTBHOTO U KYJIbTYPHOT'O KOHTEKCTA,

OK 09. MHcnonb3oBaTb HHPOPMAIIMOHHBIE TEXHOJOTUU B
npoecCHOHATLHOMN 1eATENbHOCTH;

OK 10. ITomb3oBaThesi mpodecCHOHATBHON TOKyMEHTallue Ha
roCy/lapCTBEHHOM U MHOCTPAHHOM SI3bIKaX;

IIK 1.1. ObpabatbiBaTh NepBUYHBIE OyXTalTepCKUe JOKYMEHTHI;
3HATh:

—  aKTyaJIbHBIA TPO(PECCHOHATBHBIA M COIUATBHBIN KOHTEKCT, B
KOTOPOM NPUXOIUTCS paboTaTh U KUTh;

Texkymmi KOHTPOJIb:

- OIIPOC YCTHBIN U
MMHCbMEHHBIN
(MHIUBUYaTIbHBIN U
(GpOoHTaNIbHBIN);

- TECTUPOBAHHUE;

- BBIIIOJIHEHUE MTUCbMEHHOMN
paboThI;

- BBIIIOJIHEHHUE
MPAaKTUYECKON pabOThI
(MHIMBUyaTbHAS U
rpymnmnoBas gopma
paboThl);

O1ieHKa BBINOJIHEHHUH
CaMOCTOSATEIbHOU
paboThI.

[TpomMexyTouHast aTTecTalus
mudpepeHpoBaHHbII
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— OCHOBHBIEC HCTOYHUKH MH(OPMALUHN U PECYPCHI IS PEIICHHS
3a1a4 ¥ 1pobieM B NMPO(ECCHOHANBHOM H/WIM COLUAIBHOM
KOHTEKCTE;

— QITOPUTMBI BBINIOJHEHHUS PAa0bOT B MNPOQPECCHOHATBHON H
CMEXHBIX 00J1aCTsIX;

— MeTOJIbI pabOThI B MPO(ECCHOHATBHON U CMEKHBIX chepax;

— CTPYKTYpY IUIaHa JUIi PELICHUS 33/1a4;

— MOPSAZOK  OHEHKH  pe3yJlbTaTOB  pElIeHHs  3a/1ad
po(hecCHOHATLHOM e TEIbHOCTH

— HOMEHKJIaTypa MH(POPMAaLIMOHHBIX HUCTOYHUKOB
IPUMEHSIEMBIX B IPOPECCHOHATBHON e TETbHOCTH;

— NpPUEMbl  CTPYKTypuUpOBaHus  HH(popmauuu;  ¢dopmar
oopmMieHHs pe3ybTaTOB OUCKA HHPOPMALIUU

— cojaepkaHue aKTyaJbHON HOPMAaTUBHO-TIPABOBOU
JIOKYMEHTALUU;

— COBpEMEHHasi Hay4Has U npodecCHOHaIbHas TEPMUHOIIOTHUS;
— BO3MOXKHBIE TPACKTOPUU MPO(HECCHOHATBLHOTO Pa3BUTHS H
camoo0pazoBaHus

— TICUXOJIOTUYECKHE OCHOBBI JESTEIHHOCTH KOJUICKTHBA,
TICUXOJIOTHYECKHUE OCOOCHHOCTH JIMYHOCTH; OCHOBBI MTPOCKTHOM
JIEATETbHOCTH

— 0COOEHHOCTH COLIMATIBHOTO U KYJIBTYPHOTO KOHTEKCTA,

— npaBuia oopmIileHUsT JOKYMEHTOB U TMOCTPOCHHUS YCTHBIX
COOOILLIEHUN.

— TPaMOTHO W3J1araTh CBOH MBICIH W O(DOPMIIATH JOKYMEHTBI
o MPOQEeCCHOHATBHON TEMAaTUKE Ha TOCYIapCTBEHHOM SI3BIKE,
MPOSIBIISATH TOJEPAHTHOCTH B paboveM KOJIIEKTHBE;

— COBpPEMEHHBIE CPEACTBA U YCTPOICTBA MH(OPMATH3AIINH;

— TIOPAJIOK WX MPUMEHEHMs] U TPOTrpaMMHOE OOECIeueHUe B
MpoeCCHOHAIBHON JESATENHHOCTH;

— TpaBWJIa MOCTPOCHHMS MPOCTBIX U CIOXKHBIX MPEIIOKEHUN Ha
npodeccCuoHaNbHBIE TEMBI;

— OCHOBHBIE OOUIEYNOTPEOUTENbHBIC TJarojbl (ObITOBAa U
npodeccuoHanbHas JEKCHKA);

— JIEKCUYECKHMI ~ MHHUMYM, OTHOCSIIMHCA K  OINHCAHUIO
MpPEAMETOB, CPEACTB M MPOIECCOB  MPOdhecCHOHATBHOMN
JIeATEIbHOCTH;

— OCOOEHHOCTH TIPOW3HOIICHUS; TMpaBUjia YTCHHS TEKCTOB
MpoeCCHOHAIBHONW HAIPaBICHHOCTH OO0IIMe TpeOOBaHUS K
OyXrajaTepckoMy y4eTy B 4YacTH JOKYMEHTHPOBaHHUS BCEX
XO3SIUCTBEHHBIX JIEUCTBUM U OTIEpALNI;

— TIOHSATHE TIEPBUYHON OyXTanTepCKol JOKYMEHTAIINH;

— OIpeleeHHe MEePBUYHBIX OyXTanTepCKUX JOKYMEHTOB;

— (opMbI MEePBUYHBIX OyXranTepcKux JIOKYMEHTOB,
coJlepKalnx 00s3aTeNIbHbIE PEKBU3UTHI MEPBUYHOTO YYETHOTO
JIOKYMEHTA;

— TOPSIOK MPOBEICHUS MPOBEPKU MEPBHUHBIX OYXTalITEPCKUX
JIOKYMEHTOB, (POpMATBHON MTPOBEPKU JOKYMEHTOB, IIPOBEPKH TIO
CyIECTBY, apu(METUUECKOU MPOBEPKHU;

— OPUHIMOBI W NOPU3HAKM  TPYNNUPOBKA  NEPBUUYHBIX

Ba4YCT

Meto npoBeICHUS
[TPOMEKYTOUYHOU
ATTECTAllMU: BHINIOJIHEHHE
KOMILIEKCHOTO 3aJJaHusl JJIs
mudpepeHIMpoBaHHOTO
3ayeTa.
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OyXranTepckux JOKyMEHTOB,

— TMOPSAZOK MPOBEACHHS TAKCUPOBKH M KOHTUPOBKHU MEPBUYHBIX
OyXTaJITepCKUX TOKYMEHTOB;

— TOPSIIOK COCTABIICHUS PETUCTPOB OYXTaITEPCKOTO y4eTa;

— IpaBWJIa ¥ CPOKHM XpAHEHUs IEPBHYHOI OyXranrepckon
JOKYMEHTALUH

yMeTh:

— pacrno3HaBaTh 3a7ady W/HIM MpodieMy B TpodhecCHOHATbHOM
W/WITH COLMATBHOM KOHTEKCTE;

— aHAIM3MPOBATH 3a/ady W/WIK TpoOIeMy U BBIIEIATH €€
COCTaBHBIC YaCTH;

— OIpPEJENATh TAIBI PEIICHHS 3a1a4H;

— BBIBIATE U 3(pdekTuBHO  HWcKaTh  HH(OpPMAIHIO,
HEOOXOIUMYIO JUTsl pEIICHHMSI 3a/1a4U /I TIPOOJIEMBI;

— COCTaBUTh IUIaH JICHCTBUS; ONPEACIUTh HEOOXOAUMEBIE
pecypcsl;

— BIIAJICTh aKTyaJTbHBIMH METOZaMHU paboThI B
npoheccuoHaNbHOM U CMEXHBIX cepax;

— peann3oBaTh COCTABJICHHBIH IJIaH;

— OLICHMBATh PE3YJAbTaT W TOCIEACTBUS CBOUX JCHCTBHIA
(caMOCTOSITENBHO WM C TOMOIIbIO HACTaBHHKA)

— ONpeAeNsATh 3adadydl I MOMCKa MH(POPMALUHU; OMPEACTATH
HEOOXOMMBbIE HCTOYHUKU MH(OpMALUY; IUTAHUPOBATh MPOIIECC
MIOUCKA;

— CTPYKTYpPHPOBAaTh MOJy4aeMyto HH(pOpMaLuio;

— BBIACNATH HauOoiee 3HAYMMOE B IEpevyHe HH(POPMAIUH;
OLIEHUBATh MPAKTUYECKYIO 3HAUMMOCTb PE3YJIbTaTOB MOUCKA;

— 0hOpPMIIATH pe3yabTaThI MONCKA,

— ONpEAETATH aKTyaJIbHOCTb HOPMaTHBHO-TIPABOBOM
JOKYMEHTAIUH B MPO(HECCHOHAILHON AEITEIbHOCTH;

— NPUMEHATh COBPEMEHHYI0 HayuyHYI0 MpO(eCcCHOHAIBHYIO
TEPMUHOJIOTHIO; OIpeNeNiATh U BBICTpauUBaTh TPAEKTOPUU
MpOQECCHOHAIBHOTO PAa3BUTHS U CaMOOOPa30BaHNS,

— OpraHMU30BbIBaTh PA0OTY KOJJICKTUBA U KOMAaH/Ibl;

— B3aMMO/ICHCTBOBATH C  KOJUITaMH,  PYKOBOJCTBOM,
KJIMEHTaMH B X0JIe TPO(eCCHOHATLHON AEATEIbHOCTH;

— IPaMOTHO M3JIaraTh CBOM MBICIM M O(OPMIIATH JOKYMEHTHI
1o NMpoeCCHOHATBLHON TeMaTHKE Ha T'OCYAAPCTBEHHOM SI3BIKE,
MPOSIBJIATH TOJIEPAHTHOCTH B pab0YeM KOJIJICKTHBE;

— NPHUMEHATh CPEJACTBAa HH(POPMALMOHHBIX TEXHOJOTUH Ui
peleHus npoecCHOHAIBHBIX 3aa4;

— HCIOJB30BaTh COBPEMEHHOE MTPOrpaMMHOE 00ecieueHue;

— MOHWMAaTh  OOMIMA  CMBICK  YETKO  IPOM3HECEHHBIX
BBICKAa3bIBAaHUI Ha W3BECTHBIE TeMHI (TpodeccHOHaNbHBIE U
OBITOBBIC), TOHUMATh TEKCThl Ha 0a30Bble MPO(ecCHOHAIbHBIE
TEMBI;

— yyacTBOBaTh B JMajiorax Ha 3HAaKOMble o0OmmMe W
npodeccuoHaIbHBIE TEMBI;

— CTPOUTHh TMPOCTHIE BBICKA3bIBAaHUS O cede W O CBOEH
npoeCCHOHATILHON JESITEIbHOCTH; KpPaTko OOOCHOBHIBaTh M
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OOBSICHUTH CBOM JICUCTBUS (TEKYIIHE U TIJIAHUPYEMBIE);

— IMHCaTh TPOCTBIE CBSI3HBIE COOOIICHHS HA 3HAKOMBIC WIIH
MHTEpeCyIoIIre NpoQecCuoHaNbHbIE TEMBI;

— NpUHUMAaTh TPOU3BOJIbHBIE TEPBUYHBIE OyXrainTepcKue
JIOKYMEHTHI, paccMaTpuBaeMbie Kak MUCBbMEHHOE
JI0KA3aTeJIbCTBO COBEPIICHUS XO3AMCTBEHHOW OIEpalud WIIH
MOJIyYEHHUE pa3pelIeHUs Ha €€ MPOBEICHNUE;

— OpUHUMATh TEPBUYHBIE OYyXTaJTepCKHE JIOKYMEHTHI Ha
OyMa)xHOM HoOcuTene U (WIK) B BUIE AJIEKTPOHHOIO IOKYMEHTA,
MOJMUCAHHOTO 3EKTPOHHON MOJIHUCHIO;

— TpOBEpATh  HAJUYME B  MPOU3BOJBHBIX  NEPBUUYHBIX
OyXTalTepCKUX JOKYMEHTaX 00s3aTeIbHBIX PEKBU3UTOB;

— NPOBOJIUTH (POpPMANIbHYIO MPOBEPKY TOKYMEHTOB, MPOBEPKY
IO CYILIECTBY, apu(METHUECKYIO TPOBEPKY;

— TPOBOJUTH  TPYNIHUPOBKY  TMEPBUYHBIX  OYXTaJTEPCKHUX
JIOKYMEHTOB TI0 PsI1y PU3HAKOB;

— TPOBOJUTH  TAKCUPOBKY M  KOHTHPOBKY  TEPBUYHBIX
OyXTaJITEPCKUX TOKYMEHTOB;

— OpraHu30BBLIBaTh TOKYMEHTOO0OPOT;

— pa3z0uparbcsi B HOMEHKJIAType Jell;

— 3aHOCUTH JIaHHBIE [0 CIrPYNIHUPOBAHHBIM JOKYMEHTaM B
PErUCTpBl OYXTanTepcKOro y4eTa,

— nepeAaBaTh IEPBUYHBIE OYXTaldTepCKUE JOKYMEHTHl B
TEKYIIUH OyXTanTepCcKuil apXus;

— mepeAaBaTh IEpPBUYHBIE OyXraiarepckue JOKYMEHThl B
IIOCTOSIHHBI apXUB II0 HCTEYEHWU YCTAHOBJIEHHOI'O CpOKa
XpaHEeHUs;

— UCHPABIATh  OMMOKA B  TEPBUYHBIX  OYyXTaJlTEPCKHUX
JIOKYMEHTax;

4.2. ®oHJ OLCHOYHBIX CPEACTB JIsl POBEACHHUS MPOMEKYTOUYHOM ATTECTALMH

[loka3aTrenmn W KpPUTEPUM OLICHUBAHUS KOMIIETCHIIUH,

00y4aroIuXCcs M0 JUCHUIJINHE

Iloka3zaTeu u KPUTEPHUHU OLICHUBAHUA KOMHeTeHHI/Iﬁ

OLICHUBAHUS COAEPIKATCS B MPUIIOKEHUU 1.

KOHTpOJILHLIe H TEeCTOBbIC 3aJaHUA

KonTposnbHbIe 3a1aHus COAEPKATCS B MPUIOKEHUU 1.

MeToanyeckue MaTepuaJIbl

OIMMCaHUC IIKaJa

Meroanueckue Matepuabl, ONPEAEIISIIOIINE MPOLeaypbl OLICHUBAHUS 3HAHUH,

YMEHHM,

XapaKTepU3yromux QopMUpPOBaHUE KOMIIETEHIIUH,

MPUIIOKEHUH 1.

colepkarcs B
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IIpunosxenne 1

KoHTpo/1bHO-011eHOYHBbIEe CPeACTBa
A5 IPOBeIeHHsI MIPOMEKYTOYHOM aTTeCTALMH MO TUCHUTIIHHE
OI1.06 loxyMeHTALMOHHOE O0ecnieyeHue yIpaBIeHUs

1.1. ®dopma npomexyTouyHoii arrectanuu: uddepenunpoBannslii 3auet (5 cemectp).

1.2. Cuctema onleHUBAHMSA Pe3y/IbTATOB BHINOJHEHHS 3aJaHUI

OneHuBanue  pe3yiabTaTOB  BBIIOJHEHHA  3aJlaHUi  [POMEXYTOYHOM  aTTECTALUU
OCYILIECTBIISICTCSA Ha OCHOBE CJICYIOIIUX IIPUHIIMUIIOB:

JOCTOBEPHOCTH OLICHKM — OILICHHWBAETCsl YPOBEHb C(HOPMHPOBAHHOCTU 3HAHUM, YMEHHH,
NPAaKTUYECKOTO OMbITa, OOIMMX W MPO(ECCHOHATBHBIX KOMIIETEHIIMHA, MPOAEMOHCTPHPOBAHHBIX
00y4aroIUMUCS B X0/I€ BBIIIOJHEHUS 3aaHNUS;

aJICKBATHOCTHU OLICHKHM — OLIEHKA BBIITOJIHEHMS 3aJaHUM JOJDKHA NIPOBOJUTHCS B OTHOLIEHUU
TeX KOMIIETEHIINH, KOTOpble He0OX0AUMBI /151 3(P(PEKTUBHOTO BHITIOIHEHUS 3a/1aHUS;

HAJEKHOCTH OLIEHKM — CHUCTEMa OIICHMBAHMS BBIIOJHEHUS 3aJaHuil JOoJDKHA 00JaaaTh
BBICOKOM CTENEHbIO YCTOWYMBOCTH INPH HEOAHOKPATHBIX OLIEHKAaX YPOBHS CHOPMHPOBAHHOCTHU
3HaHUH, YMEHHH, TPAKTHUYECKOTO OIbITa, OOMMX W MpO(ECCHOHATBHBIX KOMIIETCHIIUN
o0y4aromuxcs;

KOMIUIEKCHOCTH OLIEHKM — CHCTEMAa OLICHHBAHUS BBIIIOJIHEHUS 3aJaHUN JOJDKHA ITO3BOJIATH
MHTETPaTUBHO OLIEHUBATh 001IMEe U MPO(hecCHOHAIbHBIE KOMIIETEHIIMH 00yYaroIuXcs;

OOBEKTHBHOCTH OIICHKH — OIIEHKA BBIMOJHEHUS KOHKYPCHBIX 3a/JaHUil JOJDKHA OBITH
HE3aBUCHUMOI 0T o0coOeHHOCTeH MNpo(ecCHOHANbHON  OpUEHTAUUMU WM  I[PeIHOYTeHUH
IIPEenoAaBareiieid, OCYyIECTBIAIOMNX KOHTPOJIb WIH ATTECTALMIO.

[Ipy BBINOSHEHUM MpOLENYpP OLEHKM 3aJaHUM HCIOJB3YIOTCS CIEAYIOIUE OCHOBHBIE
METO/BL:

- METOJ] pacueTa MepBUYHBIX 0aJIJIOB;

- METOJ1 pacueTa CBOJHBIX OAJIIOB.

Pe3ynpTaThl BBINOJIHEHUs 33/laHU OLIEHUBAIOTCA B COOTBETCTBHM C pa3pabOTaHHBIMHU
KPUTEPUSMH OLICHKH.

Hcnonb3yercs naTubauibHas mKajia Ui OLleHUBaHUS Pe3yIbTaTOB O0yUSHHUS.

[lepeBoa nATHOATBHON LIKANBI yYeTa PE3yJIbTaTOB B MATHOAIBHYIO OLIEHOYHYIO IIKAJY:

Ouenka KonuyectBo 0215108, HAOpaHHBIX 32 BHINOJIHEHHE
TEOPEeTHYECKOr0 M NPAKTHYECKOI0 3aJaHusl,
cpeaHMii 0aJ171 10 HTOraM aTTecTaluu

O1eHKa 5 «OTIUYIHOY 4,6-5
Onenka 4 «XOpoIIo 3,6-4,5
Onenka 3 «yJOBJIETBOPUTEIBHO» 3-3,5
OneHka 2 «HEeyJAO0BIETBOPUTEIBHO» <29

1.3. KoHTpPOJ/IbHO-01IcHOYHBIE CPECTBA
1.3.1 3ananmne:

1.CobecenoBaHue Mo BOMPOCAM.

2. IlpakTideckoe 3aaHue.

[IpumepHbIe Bonpockl 115 cobece0BAHUSA
1.  Tlonsarue «uHpOpMaLUA», «TOKYMEHTHPOBAHUEY, «IEIONPOU3BOACTBOY. Poib nHdopmaru
B COL[MAJIbHO-?)KOHOMHMUECKHUX IpoIieccax.
2. OcHOBHBIE CITIOCOOBI JOKYMEHTHPOBAHUS, UX XapaKTEPUCTHUKA.
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3. MarepuanbHble HOCUTENN HH(POPMAIIK 1 UX BIUSHUE HA JOJTOBEYHOCTh U COXPAHHOCTh
JTAHHBIX, COAEPIKAIINUXCS B JOKYMEHTaX

4.  Buapl v (QyHKIMK JOKYMEHTOB

5 CBolicTBa TOKYMEHTOB

6 CtpyKTypa JOKyMEHTa

7. lloHsATHE PEKBU3UTA, CIIOCOOBI PACIOI0KEHUS PEKBU3UTOB. KOHCTpYKTHBHAs ceTka

8 CocraB u npasuiia opopmieHus: pekBu3uToB 1-10

9.  Cocras u npaBuia opopmieHus: pekBu3uToB 11-20

10. CocraB u npaBuia opopmieHus pekBu3uToB 21-30

11. Tlonsarue GnaHka, BUIBI OJAHKOB, COCTAaB PEKBU3UTOB

12. TIIpaBuia genoBoi mepenucku. BUIbI 1ETOBBIX TUCEM, OCOOSHHOCTH CO3/IaHUS U
odopmIIeHHUS.

13. CnyxeOHble 3aITUCKH, CTIPABKH: BUJIBI, COCTaB PEKBU3UTOB, CTPYKTYpa TEKCTa, 0COOCHHOCTH
co3ziaHus U opopmieHus

14. JIoKkyMeHT IPOTOKOJI: COCTaB PEKBU3HUTOB, CTPYKTYpa TEKCTa, 0COOCHHOCTH CO3JaHUs U
odopMIIeHUS

15.  Joxyment AKT: cocTaB peKBU3UTOB, CTPYKTYpa TEKCTa, OCOOCHHOCTH CO3/IaHUS
odopMIIeHUS

16. Hasnavenue, BUbI, PYHKINU OPraHU3AIMOHHO-TIPABOBBIX JOKYMEHTOB.

17.  OcoOeHHOCTH pa3IUYHbIX BUIOB JOKYMEHTOB JaHHOH rpymnmsl. [lopsaok co3nanus,
odopMIIEHUS OPTaHU3AIMOHHO-TIPABOBBIX IOKYMEHTOB B cooTBeTCTBUU ¢ [ OCTom

18. PacnopsaurenbHble JOKYMEHTBI: Ha3HAUE€HUE, BUIbI, TOPAJOK OPOPMIICHHS.

19. JlokyMmeHT nmpuKas3 110 OCHOBHOM JESITEIbHOCTH: Ha3HAUYEHHUE, COCTaB PEKBU3HUTOB,
CTPYKTYpa TEKCTa, IOPSIIOK CO3JaHUs U O(hOPMIICHUS.

20. JlokyMeHT mpuKa3 10 JHYHOMY COCTaBY: Ha3HAUYCHUE, OCOOCHHOCTH CO3JIaHHS
odopmiieHus, yHupuIrpoBaHHbIE (HOPMBI.

21. TIlpaBmia ohOpMIICHHUS KOTIMIA M BBIIIMCOK JJOKYMEHTOB

22. TlepcoHallbHBIE TOKYMEHTBI: COCTaB, HA3HAYEHUE, MOPATOK PabOTHI

23. TpynoBas KHWKKA: HA3HAYEHHUE, MTOPSAIOK BHECCHHS 3aITMCe, IpaBuiIa 0pOpMIICHHS,
BHECEHHUs UCTIPABICHUH.

24. Jlu4HOE NeNo 1 JOKYMEHTHI €T0 COCTaBIISIFOIINE

25. Kparkas xapakTepUCTHKa IPaBOBBIX aKTOB JUJIs pealiu3alliy MpaB rpax/iaH B chepe
NIEHCHOHHOTO 00€CIeUeHNs U COMAIbHON 3alUThI

26. Cnyx0a nokyMeHTamoHHOro odbecneuenus. Haznauenue cinyx0s1 IOV, Bubl, GyHKINH,
HOPMAaTHUBHBIE JOKYMEHTHI.

27. TlonsTtHe JOKyMeHT0000poTa. TexHoaorus 00paboTKH MOCTYNAIOLIMX JT0KYMEHTOB.
BuyTtpennuii 1okyMeHT00060pOT. JJOKyMEHTOO00POT UCXOASIIEH TOKYMEHTALIUN

28. KOHTpOJIb UCTIOJHEHUS TOKYMEHTOB U NMPHUHATHIX perieHuit. Lenb konTposns. YpoBHU
KOHTpOJIsA. 3aaun KOHTPost. CPpOKH UCTIONHEHUS TOKyMeHTOB. [locTanoBKka Ha KOHTpoIb. [IpoBepka
xoJ1a ucnojgHeHus. CHATHE TOKyMEHTa ¢ KOHTPOJIS

29. OOmme npuHIMITE POPMUPOBAHUS JIEI

30. Howmenkiatypa Jen: Ha3HaueHUe, BUbI, TOPAIOK CO3/1aHUS U OPOPMIICHHS

31. DxkcnepTH3a IEHHOCTH TOKYMEHTOB

32. ApxuBHOE XpaHEHHE JOKYMEHTOB

33. OOpamieHus rpaxxad: BUIBI U GOPMBI 0OpaleHuid, TOPsIIOK paboThI C 0OpaIeHHSIMA
rpaxiaH

34. KoH(uaeHnManbHbIE JOKYMEHTHI: JOKYMEHTHPOBAaHUE KOH(QUICHIINATLHBIX CBEICHUH,
TEXHOJIOTUS pabOTHI C KOHPHUAECHIIMATBHBIMI JOKYMEHTaMH, OpraHu3alus padoThl C COAEPIKAIINX
KOH(HICHIIHATHHBIMHI TOKYMEHTAMHU.

35. Hudpopmarmonnsie TexHonoru B JI0OVY.

36. OOmIas xapakTepuCTHKA JOKYMEHTOB 110 (PHHAHCOBO-PACUETHBIM OMEPAITHSIM.
Knaccugukarus pacueTHbIX JOKYMEHTOB.
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37. CnocoOsl ucpanieHus oMOOK B (PUHAHCOBO-PACUETHOM TOKYMEHTALINH.

IIpuMepHbIe NPpaKTHYECKHE 32/1aHUA:
1. Coznparp oOmwmii 61aHK, OJTAaHK TMChMA U OJIAaHK TIPHKa3a
2. Co3zpath cinyxeOHyI0 HH(POPMAIIMOHHYIO 3aITUCKY
3. Coszparp nmpHKa3 0 BHIHECCHUU TUCIUIUIMHAPHOTO B3BICKAHUS
4. Co3znate 3asBJI€HUE IPaKJaHNHA B OPTraHbl COLIMAIbHOM 3alllUThI
5. Cozpate MMCHMO HAIIOMUHAHUE

1.3.2. Kputepuu omeHKH
MaxkcumanbHOE KOJIM4YecTBO OaioB 3a BBIIIOJHEHHUE TeopeTndeckoro 3afganus «CobeceqoBanue 1o
BOonpocam» — 2 Oasia.

Kpurepun onieHk# pe3y/ibTaTOB BbINOJIHEHHUS TEOPETHYECKOT0 32 IaHUS base! B
COOTBETCTBUU C
KPUTEPUSIMHU OIICHKU

MakcuMaabHBIA
oama—-2,0
1 | HemoHcTpupyer riayOOKoe, TIOJIHO€ 3HAaHHE W [OHUMaHUE 2,0
MIPOrPaMMHOTO MaTepHaia.
[TocnenoBatenbHO, CaMOCTOSITEIILHO pacKpbIBaeT OCHOBHOE

coJiepKaHue BOIIPOCa.

BpIBOOBI  apryMEHTHpPOBaHBI, OCHOBaHbl Ha  CaMOCTOSITEIBHO
BBITIOJIHEHHOM aHajM3€e, 0000IIEHUH TaHHbIX.

YeTko ¥ BEPHO JaHbI ONPEACIICHUS IOHATHN U HAyYHBIX TEPMHHOB.
JlaeT BepHbIE, CAMOCTOSTEIIbHBIE OTBETHI HA BOIIPOCHI.

2 | JleMoHCTpUpYyeT HEAOCTATOYHO TJIyOOKO€, TIOJIHO€ 3HAaHHE U 1,5
MOHMMaHHE MPOTPAMMHOTO MaTepHraa.

Henocrarouno mocnenoBaTeabHO, HO CAMOCTOSITENBHO PACKPBIBAET
OCHOBHOE COjIepKaHie BOIPOcCa.

BI)IBOI[BI OCHOBaHBI Ha CaMOCTOATCIIBHO BBIIIOJJHCHHOM aHaJIUu3e€,
0000IIIEeHNN JaHHBIX, HO B OTIENBHBIX CIlydasx HEIOCTATOYHO
apryMEHTUPOBAHBI.

HenocTaTouHO 4€TKO M BEpHO JIaHbI ONpPEAETCHUS MOHITUI U HAYYHBIX
TEPMUHOB.

[Ipu oTBeTe Ha BOMPOCH JIOMYCKAET HECYIIECTBEHHBIE OIIMOKH,
KOTOPBIC MOXKET UCTIPABUTH CAMOCTOSITEIILHO.

3 | JleMoHCTpupyeT B OTIENbHBIX BOIpPOCaX, HEMIyOOKOe BiIaJCHHE 0,8
3HaHMUSIMH [TPOTPAMMHOI0 MaTepuaa.

W3naraer mnporpaMMHbIi MaTtepuan (parMeHTapHO, HE Bcerja
MOCJIe0BATEIBHO.

JlonymieHbl OMMOKM M HETOYHOCTH B HCIOJIB30BAaHUM HAy4YHOM
TEPMHUHOJIOTHH.

ITpu oTBETE Ha BOIPOCHI JONIYCKAET HETOYHOCTH.

4 | CtyneHT AEMOHCTPUPYET HE3HaHHE W HETIOHMMAaHHE MPOTrPaMMHOTO 0
Marepuana.

OcHOBHOE coziepkaHue yueOHOTO MaTepHalia He PaCKPhITO;

JOMYIIEHbl TpyOble OMMOKM B OIpEACTCHUH TMOHSATHH, TpH HC-
MOJIb30BaHUU TEPMHUHOJIOTHH.

3aTpyAHseTcs OTBE€YaTh HAa BOIPOCHI, PU OTBETE JOMYCKAET CEPhE3HbIC
OIINOKHU.

MaxkcumanbHOe KOJIMYECTBO OAJUIOB 3a BBIIIOJIHEHUE IPAKTHYECKOro 3aJaHus — 3 Oaa.
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Ne Kpurepun oneHku NpaKTH4eCKOro 3aaHUA banisl B cOOTBETCTBHH €
KPUTEPUSIMHU OLICHKU
MakcumMajabHbIi 021 — 3,0
1 IIpumenenne onuuu (pOpMATHPOBAHUA: MaxkcumaabHnbiii 6a1a - 0,6

0aJI10B
mpudT (Times New Roman), pasmep mpudra (12, 14) (0,05*2) 0,1
moJisi TIokyMeHTa (BepxHee — 1,5 cm; HmkHee — 2,0cM; (0,05*4) 0,2
neBoe — 2,5¢Mm; mpasoe — 1,5 cm)
o(opmMieHre 3ar0JIOBOYHOM YacTH B TaOIHIIBI (BEPHBIN 0,1
pasmep obenx rpad)
BbIpaBHMBaHME pekBu3uTa 20 (10 MIMPUHE) 0,1
MEXCTPOYHBINH nHTEepBai (1,5;nepen u nocie OnT.) 0,1

2 OdopmiieHue U pacnosiokeHne PeKBU3UTOB MaxkcumajbHbli 6aaa - 1 6ajn

BepHOE ohopmiieHHE PeKBU3UTOB (16 miT.) (16*0,05) 0,8

BEpPHOE PACIIOIOKEHUE PEKBU3HUTOB (16 mIT.) (16*0,03) 0,2
3 | TpedoBaHus K TeKcTy - 18 pekBU3NTY MaxkcumasbHbliii 6aaa - 0,2
0aJ110B
COOTFOIaeTCs CTPYKTYpa TEKCTa 0,04
TOYHOCTH 0,04
JIOTUYHOCTH 0,04
apryMEeHTUPOBAHHOCTD 0,04
[IOCJIEAOBATEIBHOCTD 0,04
3 | CoxpaHeHHe TOKYMEHTOB MakcumagbHhblii 6ama - 0,1
0aJ110B
BEPHOE COXPAHCHHE JOKYMEHTA 0,1
4 IlepechlIKa JOKYMEHTA 110 3JIeKTPOHHO MOYTe MakcumaiabpHbii 0aua — 0,2
o0aJju1a
MTOCIIAHHBIA JOKYMEHT MMEET BUJI BIOXKECHUS 0,1
BEPHOE HAUMEHOBAHHE TEMBI ITUChMa 0,1
Pe3ynbTaThl  BBITIOJHEHUS TEOPETUYECKOTO 3aJlaHUs W PE3yJabTaThl  BBIOJHCHUS
MPAKTUYECKOTO 3aJaHusl CcyMMupyrorca. @DopMmMupyercss CBOJI pPe3yabTaToOB, MOJIyUYEHHBIE

pe3yabTaThl COOTHOCSTCS C 5-0abHOM CUCTEMON OIEHKH:

Onenka Konu4yecTBo 021108, HAOpaHHBIX 32 BHINOJIHECHHE
TEOPETHYECKOT0 M MPAKTHYECKOT0 3aJaHusl
OreHKa 5 «OTIAYHO) 4.6-5
OneHka 4 «Xopouo» 3,6-4,5
Orenka 3 «yJOBJICTBOPUTEIHLHOY 3-3,5
OneHka 2 «HEeyJOBJIECTBOPUTEILHOY» <29

1.4. MaTepnaibHO-TeXHH4YeCKOe o0ecrievyeHne I MPOBeJeHHs POMEKYTOYHOM aTTeCTAlMI
ATTeCTaIII/ISI IIPOBOAUTCH B KabuHere JOKYMECHTAIITUOHHOT' O obecrneueHust YHpaBJICHUA

1.5. Y4yeOHO-MeTOAMYEeCKOe W HH(OpMalMOHHOEe o0ecleyeHHe peaJu3anuu y4eOHo
AUCHMILIMHBI:
HopmaTuBHO-IpaBoBbIe aKThl

1. K®3-2 or 25.12.2000 r. «O T'ocynapctBenHoM repbe Poccuiickoit deneparium»

http://base.consultant.ru/
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2. @enepanbublii 3akoH OT 22 okTsa0ps 2004 1. N 125-03 «O06 apxuBHOM jene B
Poccuiickoit ®Depepanun» (C W3MEHEHUSMH W JONONHEHWsAMH oT 28 pgexadbps 2017 r.)
http://base.garant.ru/12137300/1/#block_100#ixzz30XIliDbkk

3. ®enepanbublii 3akoH OoT 2 masg 2006 r. N 59-®@3 «O mnopsigke paccMOTpeHUs
oOpammenuii rpaxxaan Poccuiickoit @enepanumy (¢ M3MEHEHUSIMH U JIONOJHEHUSAMH OT 27 nekadps
2017 r..) http://base.garant.ru/12146661/#block 1#ixzz30Xr9AJsd

4. @enepanbubiii 3akoH oT 27 wurons 2006 r. N 149-®3 «O6 wuHbpopmanuwy,
MH(OPMALIMOHHBIX TEXHOJIOTHUSIX U O 3aluTe HHGopMaum» (C U3BMEHEHUSIMU U JOMOJHEHUSIMHU OT
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