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

1.1 Ob6s1acTh NpUMEHEHUS IPOTPAMMBI

Pabouast mporpamma y4eOHON IUCHUIUIMHBI SIBISETCS YaCThIO 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 obmenpodeccuonanbubiid ki [TIICC3

1.3. Heau u TpeGoBaHus K pe3yJibTATAM OCBOEHHS YUeOHOI TUCHUILINHBI:

W3yyenue AUCHUIUIMHBI  HalpaBleHO Ha  (OpMHUpPOBaHHME  OOMX H

npogecCHOHAIBHBIX KOMIIETEHIMI, BKIIFOYAIOUIUX B €01 CHOCOOHOCTD:

OK 01. Broibupats cmocoObl pemeHus 3aaad MpodeccuOHATBbHON e TeNIbHOCTH
MPUMEHUTEIBHO K Pa3JIMUYHBIM KOHTEKCTaM;

OK 02. Hcnonb30oBaTh COBPEMEHHBIE CpPEIACTBA IOMCKA, aHajlW3a M HMHTEpPIpETaluu
uH(popManuu ¥ HHOOPMAIMOHHBIC TEXHOJIOTHH I BBITIOJHEHUS 3a7ad MPOoQeCCHOHATHHOU
JIeATEIbHOCTH;

OK 03. IlmanupoBaTh W peann30BBIBATH  COOCTBEHHOE  Npo(decCHOHANbHOE H
JUYHOCTHOE pa3BHUTHE, MPEANPUHUMATENHCKYIO NEATEIbHOCTh B NPO(hecCHOHATBHOU cdepe,
WCIIOJIb30BaTh 3HAHUS 110 (PMHAHCOBOW TPAMOTHOCTH B Pa3IMYHBIX KU3HECHHBIX CHUTYAIUsX;

OK 04. 3¢ddexTrBHO B3aMMOIEIICTBOBATh U Pa0OTATh B KOJUIEKTUBE U KOMAHJIE;

OK 05. OcyuiecTBiTh YCTHYI0 U HHCbMEHHYIO KOMMYHHKAIMIO HA TOCYAapCTBEHHOM
s3pike  Poccuiickoit ®epeparuu ¢ y4eToM OCOOEHHOCTEW COLMATBHOTO U KYJIBTYPHOTO
KOHTEKCTAa;

OK 09. Ilonmb3oBatbes mpodeccHOHANBHOM TOKyMEHTallMell Ha TOCYJapCTBEHHOM U
WHOCTPAHHOM SI3bIKaX.

[IK 1.1. OGpabarbiBaTh NepBUYHBIE OYXTaATEPCKUE JOKYMEHTHI;

B pesynbTaTe 0CBOCHUS TUCIUTIITUHBI 00YUYaIOIIUNACS 10JIKEH YMETh:

— pacrmosHaBaTh 3ajladyy W/WiaM TpoOsiemMy B NpodeCcCHOHATBHOM — W/WIH
COIIMAJIbBHOM KOHTEKCTE;

— aHaJM3UpPOBaTh 33724y H/WIM IPOoOJIeMy U BBIICIATH €€ COCTaBHBIC YaCTH;

— ONPEACIIATH dTallbl PEIICHUS 33/1a4H;

— BBISIBJIATH U 9PHEKTUBHO UCKATh WH(HOPMAITNIO, HEOOXOAUMYIO JIJISl PEIICHUS
3a/1ayyl W/WIH POOIIEMBI;

— COCTaBWTH IUIAH JACUCTBUS; OTIPEICTUTH HEOOXOIUMBIE PECYPCHI;

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

— peanu30BaTh COCTaBJICHHBIN IJIaH;

— OIICHMBATh PE3YJIbTAT U MOCIEACTBUS CBOUX JEHCTBUN (CAMOCTOSTEIHHO WIIH
C MOMOUIBIO HACTABHUKA)

— ONpeneNaTh 3aJadyd sl MOUCKa WHQPOpPMAIUH; OIMpenesaTh HEOOXOAUMBbIe
WUCTOYHHUKHU MH(GOPMAIIMH; TNIAHUPOBATH TPOIIECC TTOUCKA;



CTPYKTYPUPOBATH MOTy4aeMyt0 HHPOPMAIIHIO;

BBIICNIATh HauOoliee 3HAYUMOE B IMepeyHe HUH(OpMaIUMU; OIICHUBATh
MPAKTHYECKYIO 3HAYUMOCTD PE3yJIbTAaTOB IMOUCKA;

oopMIIATH pe3yabTaThl IOUCKA;

ONpEAENATh  aKTyaJlbHOCTh ~HOPMATHBHO-TIPABOBOM  JIOKYMEHTAIlMM B
npodeccuoHaNbHOM eI TeIbHOCTH;

NPUMEHSATH COBPEMEHHYI0 HAy4HYI0 MNpo(ecCHOHAIbHYI0 TEPMUHOJIOTHIO;
ONPEENATh U BBICTPAUBATh TPACKTOPUU MPOPECCHOHAIBHOIO Pa3BUTHS U
caMo00pa3oBaHus;

OpPraHHU30BHIBATH PA0OTY KOJIJICKTUBA U KOMAH/IbI,

B3aMMOJICHICTBOBATh C KOJUIETAaMHU, PYKOBOJCTBOM, KIHMEHTAMH B XOJE
npodecCUOHaNbHOM eI TEIbHOCTH;

rPaMOTHO M3JlaraTb CBOM MbBICAIM M OQOPMISATH JOKYMEHTBI IO
npoecCHOHANPHOM TEeMaTHKe Ha TOCYJAapCTBEHHOM SI3BIKE, TMPOSBIATH
TOJIEPAHTHOCTH B pab0OYEM KOJIJICKTHBE,

OPUMEHATH CpeACcTBa HMHGOPMAIMOHHBIX TEXHOJOTHUH JUIS  PEUICHHS
npo¢eCCUOHANIBHBIX 33]1a4;

UCIIOJIb30BaTh COBPEMEHHOE IPOrPaMMHOE 00ECTIEUEHHE;

NOHMMATh OOUIMM CMBICI YETKO MPOM3HECEHHBIX BBICKA3bIBAHUN Ha
U3BECTHBIC TeMbl (TIpodeccHOHaNIbHbIE U OBITOBBIC), TOHUMATh TEKCTHI Ha
0a3oBble MTPOGHECCUOHATIBHBIC TEMBI;

y4acTBOBATh B IMAJIOTaX Ha 3HAKOMBIE 001Me 1 MPOQPECCHOHATBHBIE TEMBI;
CTPOUTH NPOCThIE BBICKA3bIBaHUS O cede M O CBOEW MpodecCHOHATBHON
NeSITEIbBHOCTH; KPaTKO 0OOCHOBBIBATH U OOBSICHUTH CBOM AEHCTBUS (TEKYyIIHE
U TJIAaHUPYEMBIE);

nucaTh NPOCTBIE CBA3HBIE COOOIIEHMS HAa 3HAKOMBIE WM HHTEPECYIOIIHE
npo¢eCCUOHATIbHBIC TEMBI;

OPUHUMATh TPOW3BOJBHBIE TEPBUYHBIE OyXTalTEpPCKUE JTOKYMEHTHI,
paccMaTpuBaeMble  KaKk ~ NHCBbMEHHOE  JIOKa3aTeIbCTBO  COBEPIICHUS
XO3SIIICTBEHHOM OIepaliy WK MOoJTy4YeHHE pa3pelleHus Ha ee IPOBECHHUE;
IPUHUMATh NIEPBUUHBIE OYXTaNTepCKUe JOKYMEHThl Ha OyMa)KHOM HOCHUTEIE
U (UIM) B BHJE DJIEKTPOHHOTO JOKYMEHTA, IMOANHUCAHHOTO 3JIEKTPOHHOM
HOJIITUCKIO;

NpOBEpATh HaJWMYWe B  TMPOUW3BOJBHBIX TEPBUYHBIX  OyXTaJITePCKUX
JIOKYMEHTaX 00s13aTEIbHBIX PEKBU3HUTOB,;

IPOBOANUTH (OPMATBHYIO MPOBEPKY TOKYMEHTOB, MPOBEPKY MO CYIIECTBY,
apu(PMETHIECKYIO TTPOBEPKY;

IPOBOAUTH TPYNIHUPOBKY MEPBUYHBIX OyXTaJITEPCKUX JOKYMEHTOB IO PSIY
PU3HAKOB,;

OPOBOJAWTH TAKCUPOBKY W KOHTHPOBKY TEPBUYHBIX OyXTaJTepCKUX
JTIOKYMEHTOB;

OpraHU30BbIBATH JOKYMEHTOOOOPOT;

pa30upaThCcsi B HOMEHKIIAType JAed;



3aHOCUTh JaHHbIE [0 CrPYNNUPOBAHHBIM JOKYMEHTaM B PETUCTPHI
OyXTrajaTepcKoro y4era;

nepeaaBaTh  MEpPBUYHBIE  OyXraaTepcKue  JOKYMEHTbI B TEKyIIUi
OyXTaJTepCKUN apXHB;

nepeaaBaTh MEPBUYHBIE OyXTanTepCKHe JOKYMEHTHI B TOCTOSTHHBIA apXHB IO
UCTEUYCHUHU YCTAaHOBJIICHHOTO CPOKA XpaHECHHUS,

UCTIPABJIATH OIIMOKH B IEPBUYHBIX OYXTalTEPCKUX TOKYMEHTAX;

B pe3ynbTaTe 0CBOCHHUS TUCHHUIIITUHBI 00YYaOMUNACS T0JIKEeH 3HATh:
aKTyaJlbHBIA MPO(ECCUOHATBHBIM M COIMATIBHBIA KOHTEKCT, B KOTOPOM
NPUXOAUTCS pabOTaTh U KUTh;

OCHOBHBIC HMCTOYHHMKH HWH(OpPMALMA M PECYypChl Ui pPELICHUS 3aaad u
npo6JieM B Mpo(heCCHOHATIEHOM U/UITH COLUAIIbHOM KOHTEKCTE;

aJITCOPUTMBI BBIMIOJHEHUSI pabOT B MPOPECCHOHATBHON U CMEKHBIX 001aCTAX;
MeTO/Ibl paboThI B PO(ECCHOHATILHON U CMEXHBIX chepax;

CTPYKTYpY IUIaHa JJisl PeIIeHHs 3a1a4;

NOPSAJIOK  OUEHKH pe3ylbTaTOB pEIIEHUs 3aJad  NpoQecCHOHATBHON
NEATEIbHOCTH

HOMEHKJIaTypa  WH(OPMALMOHHBIX  HCTOYHUKOB  IPHUMEHSAEMBIX B
npo¢eCCUOHATILHON JIEATEIbHOCTH;

OpUEeMbl  CTPYKTypUpoBaHHMs  uH(popmanuu;  gopMar  odopMieHUs
pe3ynbTaTOB MOUCKA HHPOPMALIMH

COJZIEp’KaHME aKTyaJIbHON HOPMAaTUBHO-TIPABOBOW TOKYMEHTALWU;
COBpeMEHHas Hay4yHasl U podeccuoHaibHasi TEPMUHOJIOTUS;

BO3MO>KHBIE TPAEKTOPUHU MPOGECCUOHATIBHOTO Pa3BUTHUS U cCaMO00pa30BaHUs
MICUXOJIOTUYECKHE OCHOBBI JICSITEIBHOCTH  KOJUIEKTHBA, MCHXOJOTHYECKUE
0COOEHHOCTH JIMYHOCTH; OCHOBBI IPOEKTHOM EATEIBHOCTH

0COOEHHOCTH COLIMAJIbHOTO U KYJIbTYPHOTO KOHTEKCTA;

npasuiia opOpMIIEHUSI JOKYMEHTOB U ITOCTPOCHUS YCTHBIX COOOIICHUH.
rPAaMOTHO U3JlaraTb CBOM MBICIM M OQOPMIISATH  JTOKYMEHTHI IO
npo(ecCUOHANBbHON TEMaTUKE Ha TOCYJapCTBEHHOM SI3bIKE, MPOSBISATH
TOJIEPAHTHOCTH B pab04YeM KOJIJIEKTUBE;

COBpEMEHHBIE CPEJICTBA U YCTPOHCTBA HHPOPMATH3ALIHH;

NOpSAOK WX  NPUMEHEHWss W MporpaMMHOe  oOecrieyeHne B
npo¢eCCUOHAIBHON JIeATEIbHOCTH,

npaBuia  MOCTPOCHMSI  MPOCTBIX M CIOXKHBIX  NPEIJIOKEHHA  Ha
podeCCUOHAIIBHBIC TEMBI;

OCHOBHBIE O0OIICYNOTPEOUTEIbHBIE I1arojbl (ObITOBas U MpodeccuoHaIbHas
JIEKCHUKA);

JEKCUYECKHI MHUHMMYM, OTHOCAILMKCA K ONUCAHUIO MPEAMETOB, CPEACTB U
MPOLIECCOB MPOPECCUOHAIBHOMN ACSITEIbHOCTH;



— 0COOCHHOCTH MPOM3HOIICHUS; MTPaBUJia YTEHUSI TEKCTOB MPOodecCHoHaTLHOM
HaIpaBJICHHOCTH o0O0IIHue TpeOoBaHUs K OyXrajaTepckoMy Y4yeTy B YacTH
JIOKYMEHTUPOBAHUS BCEX XO3AMCTBEHHBIX JICHCTBUM U OIIEPALIU;

— TIOHSITHE MEPBUYHON OyXrajaTepcKou TOKYMEHTAIUH;

— OIpEACIICHUE MTEPBUYHBIX OYXTAITEPCKUX JOKYMEHTOB;

— ¢opMbl MIEPBUYHBIX OyXTraiaTepCcKux JIOKYMEHTOB, CoAEepKaIIUX
o0s13aTeNIbHbIC PEKBU3UTHI IEPBUYHOTO YUETHOTO JIOKYMEHTA;

— TIOPSIIOK TPOBEJICHUSI MPOBEPKH IMEPBUYHBIX OYXTaITEPCKUX JTOKYMEHTOB,
dbopMalbHON ~ TPOBEPKHM  JOKYMEHTOB, TIPOBEPKHM 1O  CYIIECTBY,
apu(MeTHYeCcKOi MPOBEPKU;

— TPUHUUIIBL W T[PU3HAKK TPYNIUPOBKU  TEPBUYHBIX  OyXTaITEPCKUX
JIOKYMEHTOB;

— TIOPSIJIOK TIPOBEJICHUS TAKCUPOBKU M KOHTUPOBKH MEPBUYHBIX OYXTaITEPCKUX
JIOKYMEHTOB;

— TIOPSIIOK COCTABJICHHUS PETUCTPOB OYXTaITEPCKOIO yUeTa;

— TIpaBUJia U CPOKHU XPAHEHUS MEPBUYHON OyXTalTepCKOU TOKYMEHTAIUU

1.4 KosimyecTBO 4aCOB HA OCBOEHUE MPOrPAMMbI IMCUMILINHBI:
MaKCHUMaJIbHOW y4eOHOM Harpy3ku oOyuaromierocsi 36 4acoB, B TOM YHUCIIE:

00s3aTeIbHON ayAUTOPHOM yueOHOM Harpy3ku oOydaromierocs 32 yaca,
CaMOCTOSATENbHOM paboThl 0OyyJaromierocs 4 yaca.



2. CTPYKTYPA M COJAEPKAHUE YYEBHOUN JUCIUILIVHBI

2.1 O0beM yueOHOM IUCHMILIMHBI M BHABI Y4e0OHO padoThI

Bup yueOHo# padoThI Oobem

4acoB
MakcuMasibHasi yyeOHasi HArpy3Ka (Bcero) 36
O0s13aTesibHAs ayIMTOPHAaA yueOHasi Harpy3ka (Bcero) 32

B TOM YUCJIE:

PAKTHYECKUE 3aHATHUS 12
....JICKIIUH, YPOKU 20
CamocrosiTesibHas paboTa o0yuaruerocs (Bcero) 4

[TpomexyTounas arrectanus B hpopme auddepeHupoBaHHOIO 3a4eTa




2.2 TemaTudyeckuii miian u coaep:xxkanue yaeonoi gucuumianabl OIL.06 JOKYMEHTAIIMOHHOE OBECIIEYEHUE

YIIPABJIEHUSA
Koapl
Coaeprxanue yueOHOro MaTepuasa, JadopaTopHble M NIPAKTHYECKHE 3AHATHSA, WOMICTERIHH,
HaumeHoBaHue camocTosiTe/IbHasi padoTa o0y4yarouierocsi, Kypcopasi paéora (IIpoexr) (eciu Oo0bem YpoBeHb (bopmupoBanio
pa3iesioB U TeM npedycmompensi), MHble BUAbI Y4eOHO# padoThl B COOTBETCTBHU € YUeOHBIM 4acos OCBOCHMA KOTOPBIX
LIAHOM crocoocTByeT
3JIeMEeHT
NPOrpaMMbl
1 2 3 4
I'naga 1. /lokymenmupoganue ynpagienueckoii 0eameapbHocmu
Coaep:xaHue y4eOHOIro MaTepHuaJia 4
3HaueHue U CojepXaHUe AMCLMUILIMHBI U €€ MEXIPEIMETHbIE CBSI3U C JPYTUMU 4 OK 01-05,
nucuummHamu. Mctopust pasButus aenornpousBojactBa B Poccun. CoBpeMeHHOE OK 09,
COCTOSTHUE JOKYMEHTAI[MOHHOTO oOecrnedeHus yrpaBieHus. OCHOBHBIC TOHSTHS: K 1.1
JIOKYMEHT, JIOKyMEHTOBEJCHHE, JTOKYMEHTALMOHHOE OOEeCIeUeHne YIpaBICHUS
(10Y). HopmarusHo-tipaBoBas 6a3za JIOY. Ponp uHpopManuu B COIMATHHO-
Tema 1.1 HPKOHOMHMUECKHX  mporeccax. DenepanbHblii  3akoH  «O06  uHbopManuH,
Beenenue. uHpopMaruzauud U 3amure  uUHpopManuuy».  DyHKUMHM ~ JTOKYMEHTOB:
JoKymeHT n UH(POPMAaLMOHHAs,, KOMMYHUKAaTUBHAsl, COLIMANbHAs, KYIbTypHas, ylpaBleHYecKas, 1
cucremMa IIpaBoBas, HCTOpPUYECKas M Jpyrue, UX XapakTepucTuka. JloKyMeHTHUpOBaHUE:
AOKYMEHTAIlMM  |TIOHSATHE, Ha3HAueHUWEe, OCHOBHbIE CMOCOOBI.  MarepuanabHble  HOCHUTENIH
uHpopmanuu. Knaccudukanuss TOKyMEHTOB 1O CHOCOOY  M3rOTOBJICHMS,
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 (OKY I, OKIIO), ux kpaTkas XxapakTepUCTHKA.
Tema 1.2 Conep:kanue y4e0OHOIro MaTepuaa
YHuQuKaUMA M | Vygpukanus W CTAHAApPTU3alMs  JOKyMEHTAIMM:  HOHATHE.  CHCTEMBI
CTAHAAPTU3ANMSA | noKyMEHTAllMU: TNOHATHE, NpU3HAKU. DYHKIMOHAJIBHBIE U OTPACIEBBIE CHUCTEMBI !
)




JOKYMEHTOB.
CucreMbl
MOKYMEHTAIIHH

JOKyMEHTauuu. MexoTpaciieBble CUCTEMBI JOKYMEHTALUN.

YHuuuupoBaHHas cuctemMa JoKyMeHTauuu: nouarue. CocraB yHU(UIIUPOBAHHBIX
CUCTEM JOKYMEHTALUHN: OpraHU3alMOHHO-PACIIOPAAUTENbHAS, OTUYETHO-
CTaTUCTHYECKas, NEepBUYHAsA, yd4yeTHas, (uHaHcoBas u Jap. HaumonampHbIE
CTaHJAPThl, BXOAALINE B COCTAB YHU(PHIHUPOBAHHBIX CUCTEM JOKYMEHTAIMH.

Tema 1.3
PekBU3UTHI U
0JIaHKH
AOKYMEHTOB

Conep:xaHue y4eOHOro MaTepuaJia

I

PexBusut, hopmynsp 1oKymMeHTa, TUTIOBOM GopMyIisip, hopMyisap obpaszel, Tabenb
¢dbopM JTOKYMEHTOB, aabOOM (GOpM YHUPHUIMPOBAHHBIX JTOKYMEHTOB: IIOHSTHE,
xapakrtepuctuka. [IpaBuia opopMiIeHHUsS PEKBU3UTOB OJaHKA M MX PACHOJIOXKCHHUS
Ha craHzaptHoM (opmare Oymaru, pasmepsl noiei. Dopmymsp-oOpasern rpymmsl
JOKYMEHTOB, TPHUHAJISKAIIUX OJHOM cucrteme. I[IpoekTrpoBaHue OJIaHKOB
IOKyMeHTOB opraHm3amuu. CocraB, o(OpMIICHHE, H3TOTOBJICHUE, XpaHEHHE
OJaHKOB OpraHu3anuu. biaHK TOKyMEHTa: MOHSATHE, Ha3HAuCHHE, BUJbI OJIAHKOB
(oOmmii, OnaHk mucbMa, OJIAHK KOHKPETHOro BHaa JokymeHTta). Cocras,
oopMIIeHHE 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 OpTraHU3aLUHU.

Tema 1.4
Opranu3anmoHHoO-
PacnopsinuresbHa

sl JOKYMEHTALHA

ConepxaHue y4eGHOro MaTepuaJjia

OpraHu3aliOHHO-PACIIOPAIUTENIbHbIE  JOKYMEHTBI:  IOHSTHE,  Ha3HaueHHe,
OCHOBHBIE BU/IbI (OpraHU3allMOHHbIE, PACTIOPSAUTENbHBIE, CTIPABOYHBIE).
OpraHuzalliOHHBIE JIOKYMEHTBI: YyCTaB, IIOJOKEHUE, CTPYKTypa U IITaTHas
YHUCJIEHHOCTh, INTAaTHOE DPACIHACAaHUE, NPaBWJIA, JOJDKHOCTHAs HMHCTpyKuus, Mx
Ha3HAaYeHHe, XapaKTepUCTHKAa U cocTaB. TpeboBaHUS K OPOPMIICHHIO, MOPSIOK
YIBEpXKACHUs. PacnopsaurenbHble [TOKYMEHTBHI: IIOCTAaHOBJIEHHME, IpuKa3 (1O
OCHOBHOI J1€ATEIbHOCTH W N0 JUYHOMY COCTaBy), yKa3aHue, peuieHue. Mx
HazHaueHue, TpeOoBaHUs K odopmiieHuto. THIBI JTOKYMEHTOB: MOJJIMHHUK,
nyonukar, komwus, BbIMHMCKAa. Mx HazHauenwe. CrpaBoyHO-HH(OPMALIMOHHBIE
JOKYMEHTBI:  CIy)XeOHble  NHCbMa,  CIpPaBKH, JIOKJIAQJHBIE,  CIy>KEOHBIE,
OOBSICHUTENIbHBIE 3alUCKU, MPOTOKOJIBI, aKThl, 3asBieHHs. VX XapakTepHCTHKa,
TpeboBaHUs K 0(hOPMIICHHIO.

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

IIpakTnyeckoe 3ansiTue Ne 3 OhopmiieHne NpruKa3oB 1Mo JUIHOMY COCTaBY.
OdopmiieHre Tpy10BOro J0roBopa, prKasa o npueme Ha padboty, opopmiieHue
TPYJOBOM KHHMKKH.

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

Tema 1.5
byxraarepckas u
¢punancoso-
pacyeTHasi
AOKYMEHTalus

Conep:xanue yueOHOIro Marepuasia

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

CamocrosTebHas padora odyqarommxest Ne 1 Odopmienne popm nepBUIHON
OyXTalTepCcKOi JOKyMEHTAIH

I'nasa 2 Opzanuzayusn pabomuel ¢ 00KymeHmamu

Coaep:xanue yueOHOT0o MaTepHaJia

Cayx6a IOV B opranuzanusx: 1eiu, 3aa4i, Ha3HaueHue, (YHKIUU, TUIIOBbIC

CTPYKTYpbl,  JOJDKHOCTHOM  coctaB. Permamentamuss  paborer  CHOVY.

JIOKyMEHTO060POT: MOHSTHE, oOrmrue TIPUHIIUIIBI OpraHu3aIyu

Tema 2.1 JTOKYMEHTOO0OpOTa, €ro  CTPYKTypa, HEOoOXOJAMMOCTh  y4yeTa oObema
OpFaHPBa.IH/IH JOKYMEHTO000pOoTA. Hopmartunbie JIOKYMEHTHI, perJaMeHTHpYIOIIne
OpTraHU3aIMIo JOKyMEeHTO0OOpoTa. Perucrpamus JTOKyMEHTOB: TOHSTHE, IEITH

AOKYMEHT0000poTa p M p P ™ > LI,

3a/la4, MECTa PETUCTPALMM PA3JIMYHBIX KaTeropui AokymeHToB. Cucrema H
¢dbopMbl peructpauuy (KypHaibHasl, KapTO4YHas, aBTOMATU3UpPOBaHHAas), HX
JOCTOMHCTBA M HenocTarku. Ilokasatenu, BBOAUMBIE B PErMCTPAl[MOHHBIE
¢opMbl. OCOOEHHOCTH PETUCTPALMU BXOJSALIMX, HCXOAAIIUX W BHYTPEHHHUX
JIOKYMEHTOB.

OK 01-05,
OK 09,
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. TexHonmorus BeIeHUs] KOHTPOIS. AHaIM3 HCHOJHEHUS
JIOKYMEHTOB B OpraHu3anuu. B3auMMOCBsI3b perucTpauvu JOKYMEHTOB U
MH()OPMAIIMOHHO-CIIPAaBOYHON paboTel.  Opranusamus padoOThl C TTOMOIIBIO
CIOpaBOYHBIX KapTouek. HoMmeHkiatypa pgen: TOHSATHE, 3HAYEHUE s
KJIAaCCU(UKALUN JIOKYMEHTOB, OIECPATUBHOTO XPAaHEHUS W WX NPEIapXUBHOU
MOATOTOBKU. BUibl HOMEHKIIATYp AEl.

JIOJKHOCTHBIE JIMIIA, OCYLIECTBIIAIOIINE PETUCTPALMIO, KOHTPOJIb HCIOIHEHUS,
ux (¢ynkuuun u npasa. [Hopamox dopmupoBanus nen.OpraHuzanus XpaHEHUS
UCTIOJTHEHHBIX TOKYMEHTOB. OCHOBHBIC TPEOOBAaHUS HOPMATUBHBIX JOKYMEHTOB,
pPErJaMeHTUPYIOIIUX JAaHHBIA 3Tall JOKyMEHT00O0opoTa. OTBETCTBEHHOCTH 3a
COXPaHHOCTh JIOKYMEHTOB.

I'nasa 3. Komnvromepuzayua 00KyMeHmMAayuoOHHO20 00ecneyueHus ynpasienus

Conep:xanue yueOHOTo MaTepHaJia

o

Tema 3.1
Komnbrotepuzanus
AOKYMEHTAIMOHHOI0
odecreuyeHus
ylpaBJieHUSs

Komnerorepuzanus JIOY Ha npeanpusatuu, 3Ha4€HUE, MEPCHEKTUBBI Pa3BUTHSL.
Hcnonws3zoBanue 1K B opranuzanuu padoTsl ¢ nokymMmeHTamMu. COCTaBHbIE YacTH
KOMITBIOTEPHOI'0 JIeJIONPOMU3BOJICTBA: ABTOMATHU3UPOBaHHbBIM cOOp, 00paboTKa,
XpaHeHHE JOKYMEHTAIlMH, WPEJOCTaBIeHUE pa3HOoOpa3HoOW HWHGOPMAIIHH.
OJNEKTpOHHAs IoYTa: MOHATHE, Ha3HAUYEHUE. THUIBI CUCTEM DJIEKTPOHHOM IOYTHI
(rmobasibHbIE, KOPHOpaTHBHBIE), HX KpaTKas XapaKTepUCTHUKA. XpaHEHHE
JOKYMEHTOB B 3JEKTpOHHOH mnoure. MH(popmanuroHHO-cipaBoyHas paboTa B
YCIOBUSX IPUMEHEHHS] KOMITBIOTEPHBIX TEXHOJIOTUH.

N

IIpakTuyeckue 3ansiTusi Ne 6 OpopmiieHne OCHOBHBIX JOKYMEHTOB
OpraHU3alMOHHO-PACIOPSAUTENBHON JOKyMeHTauu ¢ noMousko [1K.

OK 01-05,
OK 09,
IK 1.1

IIpome:xxyTounas arrecranus. {udgdepeHunpoBaHHblil 3a4eT

HTOro nmo xucuuiinHe

36
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3. VCJIOBHUS PEAJIN3ALIMM ITPOTPAMMEI YYEBHOM
JACHUTILIAHBI

3.1. TpeOoBaHUS K MUHMMAJILHOMY MAaTePHUAJIbLHO-TEXHUYECKOMY 00eCIeYeHHI0

y4eOHOH TUCHUIIMHBI

Peanuzamus MPOTPaMMBbI JTUACIATLINHEI TpedyeT HATUYIHS KaOMHETa

JTOKYMEHTAITMOHHOTO ~ OOECIICYEHUs]  YIpaBJICHHUS JJII TPOBEACHHS  3aHITHMA

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

WHJIMBUIYaJIbHBIX, MUCbMEHHBIX, YCTHBIX KOHCYJbTAIlMWA, TEKYILIETO KOHTPOJS U

MIPOMEKYTOUYHOU aTTECTAIUU.

O6opynoBanue:

- pabodee MecTo IpernoiaBaTers;

- cTIeIMaaIu3upoBaHHas MeOelb (CTOJBI, CTYJIBS MO KOJUYECTBY 00YyUaIOIINXCs);

- JIOCKa YYEHHYECKasl.

TexHuyeckue cpecTBa 00yUeHUs:

- KOMIIbIOTEP (HOYTOYK);

- MYJIbTUMEIUNHBIN TPOEKTOP, IKPaH.

VY4ueOHo-HarIsI AHEIC ITOCOOMS: IIaKaThlI, y4eOHO-HATJIS THbIE rmocoowus,

oOecrnieunBaONIMe TEMAaTUUYECKUE  WIUTIOCTpallMM 1o  pabodell  mporpamme

JTVCLIUIUIMHBI, B TOM YUCIIE, BUJIEO-ayAMO0 MaTepHabl, KOMILIOTEPHBIC MPE3EHTALIUH.
KommploTep wuMeeT A0CTYI K 3JIEKTPOHHO-OUOIMOTEYHBIM CUCTEMAaM, BBIXO]T

B ro0anpHyl0 ceTh VHTEpHET, OCHAIIeH JMIICH3MOHHBIM TMPOrPaMMHBIM

00eCIICUCHHUEM.

3.2. YueOHO-MeTOoAMUeCKOe M HHPOPMALIMOHHOE O0ecliedeHre peajn3amumn
Y4eOHOM TUCUMIIJIMHE

HopMmaTuBHO-IpaBOBbI€ AKThI

1. K®3-2 or 25.12.2000 r. «O T'ocymapctBeHHOM TepOe Poccuiickoii
deneparumy» 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 1. N 59-®3 «O mnopsake
paccMoTpeHus oOparieHuid rpaxmaad Poccuiickoit deaeparum» (¢ M3MEHECHUSIMH 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 TEXHOJOTHSX M O 3amure uHbopManum» (C U3MEHEHHSIMHU U
nonoaHeHussMu oT 27 nexadps 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 JIOTIOJHEHUSIMU OT 28 nekadps 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» (pemaxuust oT 12.03.2014).
http://www.garant.ru/
7. ['ocynmapcTBeHHass ~ cucTeMa  JIOKYMEHTAIIMOHHOTO  OOecreueHus

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

8. Hannonansnueiid  crangaptr P® T'OCT P 7.0.97-2016 «Cucrema
CTaHAapTOB 10 wWHpOpManuu, OUOIUOTEUHOMY ©  HM3AATCIILCKOMY  JCIy.
OpraHu3aImoHHO-pacTIOpSAIUTENbHAS TOKyMEHTalus. TpeboBaHus K O(POpPMIICHUIO
TOKyMEHTOB» (yTB. mpukazoM @DeaepanbHOTO areHTCTBA IO TEXHUYECKOMY
pEryJIMpOBaHUIO W  MeTposorud oT 8 gekadbps 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 npukazoMm 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 HHpOpManuu, OUOIMOTEYHOMY U  U3JATEIBCKOMY  JIETy.
Jlenonpou3BOACTBO U apXUBHOE Jeja0. TepMUHBI U omnpeaencHus» (yTB. IpPUKa3oM
denepaibHOTO areHTCTBA MO TEXHUYECKOMY PEryJIMPOBAHUIO U METPOJIoruu ot 17
okTa0ps 2013 . N 1185-ct)http://base.garant.ru/70650732/#1xzz3Y axaOM2A

11. O6mepoccuiickuii kiaccupuxkaTop ynpapieHuecko qokyMmeHntanuu 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. JloxymeHTarmoHHoe obecrieuenre 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 apXHBOBeCHU): yueOHoe nmocodue / bacakoB M.U. — Mocksa: KunoPyc,
2020 — 216 ¢c.  https://book.ru/

15. Joponuna, JI. A. JlokyMeHTallUOHHOE OOECIIEUYEHUE YIPABJICHUS:
y4eOHMK U TPAKTHKYM IS  CpeaHero mnpoeCCHOHAIBLHOTO 00pa3oBaHUs /
JI. A. loponuna, B. C. UputuxoBa. — MockBa: MzparensctBo IOpaiit, 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. — Mocksa: KuoPyc, 2020. — 266 c. https://book.ru/

17.  Kopnee, . K. JlokymeHTaIlMOHHOE OOECTCUCHHUE YIPaBICHUS +
tectbl B OBC: y4eOHMK W TPaKTUKyM Il CpenHero mpodecCHOHAIBHOTO
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obopazoBanus / U. K. Kopnuees, A. B. Ilmenko, B. A. Mamypues. — 2-e u3fm.,

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

18. Base Doc.ru - KpyIHeHIas

N3parensctBo  FOpaiir,

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

o0Omactu

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/IC YKazaHusg IJIA 06yqa10m1/1xc;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 Pe3y/JIbTATOB 00y4YeHUs!

Pe3yabTaTsl 00y4eHus

DopMbI 1 METOABI
KOHTPOJISI M OLIEeHKHU
pe3yJabTaToB 00y4eHH s

OK 0l. BeoiOupate cnocoObl — pemieHus — 3agad
poeCCHOHATIBHON J1eSTETbHOCTH MPUMEHUTEIBHO K pa3InYHbIM
KOHTEKCTaM;

OK 02. HMcnonp3oBaTh COBPEMEHHBIE CpPEICTBA IOUCKA,
aHaJlu3a M MHTEpHpeTanuu HHQoOpMaluu U HUH(OPMALMOHHBIE

TEXHOJIOTUM U1  BBIIOJHEHMS 3a7ady  NpodhecCHOHAIbHON
NeSITeNIbHOCTH;

OK 03. [InanupoBaTh U pealn30BBIBATH COOCTBEHHOE
po¢eCcCHOHATIBHOE u JUYHOCTHOE pa3BUTHE,

NPEINPUHUMATENbCKYIO JEATENbHOCTh B MPO(ECCHOHATBLHON
cdepe, UCTONB30BATh 3HAHUS 1O (PUHAHCOBOH TI'PaMOTHOCTH B
Pa3IUYHBIX KU3HEHHBIX CUTYalUsX;

OK 04. DddextnBHO B3aMMOJEHCTBOBATh M padOTaTh B
KOJIJICKTHBE U KOMaH/IE;

OK 05. OcymectBisiaTh YCTHYIO U TNHCbMEHHYIO
KOMMYHHUKAIIMIO Ha TOCYJapCTBEHHOM si3bIke Poccuiickoit
®denepai ¢ y4€TOM 0COOCHHOCTEH COIMANIBbHOIO U KYJIbTYPHOTO
KOHTEKCTa;

OK 09. ITonb3oBaThCcs MPOPECCUOHATHHON TOKYMEHTAIUEH
Ha rocy/1IapcTBEHHOM M MHOCTPAHHOM S3BIKaX.

Texkymmi KOHTPOJIb:

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

- TECTUPOBAHHUE;

- BBITIOJTHEHUE NMHChMEHHOM
paboThI;

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

O1ieHKa BBINOJIHEHHUH
CaMOCTOSATEIbHOU
paboThI.

[TpomMexyTouHast aTTeCcTalus
mud pepeHnpoBaHHbII
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IIK 1.1. O6pabaTsiBaTh MIEPBUYHBIC OYXTAITEPCKHUE TOKYMEHTHI;
3HATh:
—  aKTyaJbHBIH MPOPECCHOHATBHBIN U CONMANBHBIA KOHTEKCT, B
KOTOPOM TPUXOAUTCS paboTaTh U KUTh;
— OCHOBHbBIC UCTOYHHKH HH()OPMAIUH M PECYPCHI IS PEIICHHSI
3ama4 U mpoOsieM B TPOGECCHOHATHHOM W/WIH COIMATLHOM
KOHTEKCTE;
— aJIrOPUTMBI BBINOJHEHHA paboT B NpodeccCHOHANbHON U
CMEKHBIX 00JIaCTSX;
— METOJIbl pabOTHI B IPO(ECCHOHATBHON U CMEKHBIX chepax;
— CTPYKTYpY IUIaHA JUTS PEIICHHUS 3a]1a4;
— MOPSAZOK  OIEHKH  pe3yJIbTaTOB  pEIIeHHWs  3a/aad
po(hecCHOHATTLHOM e TEIEHOCTH

— HOMEHKJIaTypa UH()OPMAIIMOHHBIX HCTOYHHUKOB
NPUMEHSEMBIX B MPO(ECCUOHATEHOM JIESITEbHOCTH;

— NpPHEMBbl  CTPYKTypupoBaHus  HHpopmanuu;  ¢dopmar
oopmIeHHs pe3yNbTaTOB MOUCKA HHPOPMALIUU

— coJep)KkaHHe aKTyaJIbHON HOPMaTHBHO-IIPABOBOM
JOKYMEHTALUH;

— COBpEMEHHAas Hay4YHas U MPo(ecCHOHATbHAS TEPMUHOIOTHS;
— BO3MOKHBIE TPaeKTOPUH TNPO(PECCHOHANTBHOTO Pa3BUTHS H
camMoo0pa3zoBaHus

— IICUXOJIOTUYECKHE OCHOBBI JESATEIbHOCTH KOJUIEKTHUBA,
IICUXOJIOTMYECKUE OCOOEHHOCTH JINYHOCTU; OCHOBBI NMPOEKTHOU
JIEATETbHOCTH

— 0COOEHHOCTH COIIMAJIBHOTO U KYJIbTYPHOI'O KOHTEKCTA;

— npaBuia o(QOpMIIEHUST JOKYMEHTOB M IOCTPOEHHUS YCTHBIX
COOOILIEHUH.

— TpaMOTHO H3JaraTh CBOM MBICIH M O(DOPMISATH JOKYMEHTHI
Mo MpoQecCUOHANBHON TeMaTHKe Ha TOCYIapCTBEHHOM SI3BIKE,
MPOSIBIISATH TOJEPAHTHOCTH B pabo4yeM KOJJIEKTHBE;

— COBpPEMEHHBIE CPEJICTBA U YCTPOICTBAa HHPOPMATU3ALINY;

— MOPSAZOK MX NPUMEHEHHUS U NporpaMMHOe oOecleyeHHe B
npodeccuoHaIbHOMN 1S TeTbHOCTH;

— MpaBujia MOCTPOEHUS MPOCTHIX M CIOKHBIX NMPEIJIOKEHUNH Ha
npodeccuoHaIbHbBIE TEMBI;

— OCHOBHBIE OOUIEYNOTPEOUTENbHBIC TJaroibl (ObITOBAs U
npodeccuoHalIbHAS JIEKCHKA);

— JIGKCUYECKUH MHUHUMYM, OTHOCSALIMHCA K  ONHCAHUIO
OpEeMETOB, CpPEACTB U  IPOLECCOB  MpodecCHOHATBLHON
JeSITEIbHOCTH;

— OCOOCHHOCTH TIPOM3HOILIEHUS; IpaBUja YTEHUS TEKCTOB
npodeCCHOHATBLHOM HANpaBJICHHOCTH oO0Imue TpeOoBaHUSA K
OyxrajarepckoMy y4yeTy B 4YacTH JOKYMEHTHPOBaHHUS BCEX
XO3SIMCTBEHHBIX JIECTBUM U ONIEPALIUI;

— TOHATHE NEPBUYHON OyXTanTepcKol JOKyMEHTAIUH;

— OIpeeleHHe MEPBUYHBIX OyXTaaTepCKUX JOKYMEHTOB;

— (opmbI IIEPBUYHBIX OyXraiaTepckux JOKYMEHTOB,
coJiepKaliux 00s3aTeNIbHble PEKBU3UTHI MEPBHUYHOTO YYETHOIO
JIOKYMEHTA;

Ba4YCT

Meto IpoBeICHUS
[TPOMEKYTOYHON
ATTECTAllMU: BHIMIOJIHEHHE
KOMILIEKCHOTO 3aJJaHusl JJIs
mudpepeHIpoBaHHOTO
BayeTa.
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— MOPSA0K IPOBEJCHUS MPOBEPKU MEPBUYHBIX OyXTalTepCKUX
JIOKYMEHTOB, (hOopMabHON MPOBEPKU JTOKYMEHTOB, IIPOBEPKU 10
CYIIECTBY, apu(hMETHIECKOI MPOBEPKH;

— NPUHUOUOBI U TPU3HAKM  TPYNIHUPOBKU  MEPBUUYHBIX
OyXrajaTepcKux JOKYMEHTOB;

— TMOPSAZOK MPOBEACHHS TAKCUPOBKH M KOHTHPOBKHU MEPBUYHBIX
OyXTaJITepCKUX JTOKYMEHTOB;

— TMOPSI0K COCTABIICHUSI PETUCTPOB OyXTaJlITEPCKOTO YUETa;

— mpaBujla U CPOKM XPaHEHUs TMEPBUYHOU OyXrairepckoi
JIOKYMEHTaIu!

yMeTh:

— pacrno3HaBaTh 3aJauy U/WiH NpodieMy B IpohecCHOHATEHOM
W/WIIN COITMAIEHOM KOHTEKCTE;

— aHaNU3MUpOBaTh 3aJadyy W/WIKM NpoOIeMy U BBIICIATH €&
COCTaBHBIE YaCTH;

— OIIpeNeNsATh 3Tallbl PEIICHUs 33/1a4H;

— BeBIATE W 3(pdextuBHO  UCKaTh  MH(pOpMAIUIO,
HEOOXOIUMYIO JUTSl PEIICHHMSI 3a/1a49H /I TIPOOJIEMBI;

— COCTaBUTh IUIAaH JICHCTBUS; ONPEIEIUTh HEOOXOJUMBIe
pecypchl;

— BIIAJICTh aKTyaJIbHBIMH METOJaMHU paboThI B
poheccCuoHANBbHOM U CMEXHBIX cepax;

— peanu3oBaTh COCTABIICHHBIH IJIaH;

— OLEHMBATh pE3yJbTaT M TOCIEACTBUS CBOMX JIECUCTBHIA
(caMOCTOATEIBHO MM C TOMOUIbIO HACTABHUKA)

— ompeneNisaTh 3aladyd g Moucka MHGOpPMAIUU; ONMPENeNsTh
HE00X0/IMMble UCTOUHUKN MH(POPMALUY; MIIAHUPOBATh MPOIIECC
MIOMCKa;

— CTPYKTYpPHpOBATh NOJIy4aeMyro UH(OpMaIHIO;

— BBUIEJATH Haubosiee 3HaYUMOE B IepeuHe HHpopMauwy,
OLIEHUBATh MTPAKTUYECKYIO 3HAUMMOCTb PE3YJIbTaTOB MOUCKA;

— 0opMIIATh pe3yIbTaThl IOUCKA,

— OIpenensTh aKTyaJlbHOCTb HOPMAaTHBHO-TIPABOBOM
JIOKYMEHTAIUH B TPO(HeCCHOHAIbHON AEATENbHOCTH;

— MPHUMEHSATh COBPEMEHHYIO HAaydHYI MpO(EeCCHOHAIBHYIO
TEPMUHOJIOTHIO; OIPENeNATh W BBICTPAMBATh TPACKTOPUU
npo¢eCCHOHATIBHOTO PAa3BUTHUS U CaMOOOPa30BaHUs;

— OpraHu30BbIBaTh pabOTy KOJUIEKTHBA U KOMaH/bI;

— B3aMMOJIEHCTBOBATh C KOJUIEraMH, PYKOBOJICTBOM,
KIIMEHTaMHU B X0/Jie Tpo(eCCHOHATbHON eI TeIbHOCTH;

— TPaMOTHO H3JaraTh CBOM MBICTH B O(DOPMIATH TOKYMEHTHI
1o NMpo¢eCCHOHATBLHON TeMaTHKE Ha TOCYAAPCTBEHHOM SI3BIKE,
MPOSBIISATH TOJEPAHTHOCTH B paboueM KOJJIEKTHBE;

— NPUMEHATh CpeAcTBa WH(OPMALMOHHBIX TEXHOJOTHH IS
peneHus npopecCHOHABHBIX 3aa4;

— HCIOJIb30BaTh COBPEMEHHOE MPOTpaMMHOE 00eCIeUeHHUE;

— MOHWMAaTh  OOMIMA  CMBICT  YETKO  NPOM3HECEHHBIX
BBICKA3bIBAaHUI Ha W3BECTHBIE TeMbl (TMpodeccuoHaNbHbIE U
OBITOBBIE), TOHMMATh TEKCTHl Ha 0a30BBbIC MPOGEeCcCHOHATHHBIC
TEMBI,
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— ydyacTBOBaTh B JMajorax Ha 3HaKOMble oOO0ImMe U
npodeccuoHaNbHbIE TEMBI;

— CTPOUTH TMPOCTHIC BBICKA3bIBAaHUSA O cebe U O CBOECH
npoeCCUOHATIBHON JEATETbHOCTH; KPaTKo OOOCHOBHIBAaTH M
OOBSICHUTH CBOM JICUCTBUS (TEKYyIIHE U TIJIAHUPYEMBIE);

— NMcaTh IPOCThIE CBSI3HBIE COOOIIEHHUS HA 3HAKOMbBIE WM
MHTEpeCyIoIIre NpoQecCuoHaNbHbIE TEMBI;

— NpUHUMaTh TPOU3BOJIBHBIE TIEPBUYHBIE  OyXrainTepcKue
JIOKYMEHTHI, paccMaTpuBaeMbIe KaK MUCBMEHHOE
JI0OKa3aTeJIbCTBO COBEPILICHUS XO3AWCTBEHHOW ONEpallUM WU
MOJIyYEHHUE pa3pelICHUs Ha €€ MPOBEICHNUE;

— NpPUHUMATh [EPBUYHBIC OyXTaJITEPCKUE JIOKYMEHTBI Ha
OyMa)xHOM HocuTene U (WIK) B BUIE AJIEKTPOHHOIO IOKYMEHTA,
MOJMUCAHHOTO 3EKTPOHHON MOJIHUCHIO;

— NpOBEPATh  HAJIWYME B  IPOU3BOJIBHBIX  NEPBUYHBIX
OyXrajaTepcKux JOKYMEHTax 00s3aTeIbHbIX PEKBU3UTOB;

— MPOBOAUTH (HPOPMAITBHYIO TPOBEPKY JOKYMEHTOB, IPOBEPKY
10 CYIIECTBY, apU(PMETHIECKYIO TPOBEPKY;

— MPOBOJUTH  TPYNIHPOBKY MEPBUYHBIX  OyXraiaTepcKux
JIOKYMEHTOB TI0 PsI1y MPU3HAKOB;

— NPOBOJUTh  TAaKCUPOBKY W  KOHTUPOBKY  IEPBUYHBIX
OyXTaJITEPCKUX JJOKYMEHTOB;

— OpraHu30BBLIBaTh TOKYMEHTOO0OPOT;

— pa3z0uparbcsi B HOMEHKJIAType Aell;

— 3aHOCUTH JIaHHBIE [0 CIrPYNIHUPOBAHHBIM JTOKYyMEHTaM B
PETUCTPBI OYXTaNTEPCKOTO YUeTa;

— nepegaBaTh MEpBUYHBIE OyXrajaTepckue JOKyMEHTHl B
TEKYLUI OyXranTepcKuii apxus;

— nepeAaBaTh IEpPBUYHBIE OyXrajaTepcKkue JOKYMEHTHl B
MOCTOSIHHBI apXUB IO HCTEYEHHHM YCTAHOBJIEHHOIO CpOKa
XPaHEHUS;

— HCIpaBJIATh OWIMOKM B MEPBUYHBIX  OyXTaiTepcKux
JIOKYMEHTAaX.

4.2. ®oHJ OLEHOYHBIX CPEACTB ISl NPOBeIeHUS MPOMEKYTOUYHOM ATTeCTAlNHU

ITokazarenu wu KpUTCpHHU OLCHUBAHUSA KOMHGTCHHHﬁ,

oﬁyqamumxm o JIMCIHMIIJIMHE

IToka3aTenn U KpUTEPUHU OLCHUBAHUS KOMIIETEHIIM I

OLICHHUBAHHA COACPIKATCA B IIPUTTOKCHUHA 1.

KOHTpOJ’IbeIe U TECTOBbIC 3a1aHUHA

KonTposnbHbIe 3a1aHus cOAEPKATCS B MPUIIOKEHUU 1.

MeToauveckue MaTepHuaJibl

OIIMCaHUEC IIIKaJa

MeTOI[I/I‘—IeCKI/Ie MaTCpUuaJIbl, OIPCACIIAIOIINC IMPOUCAYPbl OLICHUBAHUA 3H3HPII>1,

YMEHHH,

XapaKTepU3yIux (OopMUpPOBAHUE KOMIETEHITUH,

MPUIOKEHUH 1.

comepxkarcs B
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IIpunosxenne 1

KoHTpoJIbHO-0LIeHOYHBIE CpeIcTBA
JJIS1 IPOBe/IeHNUS POMEKYTOUYHOM aTTeCTAIMH M0 TUCHHUILINHE
OI1.06 loxkymeHTallMOHHOE O0ecnieYeHue YIPaBJIeHUus

1.1. dopma npomexxkyTouHoii arrecramun: J[nddepenmpopannsiii 3auer (5 cemecTp).

1.2. Cucrema oueHMBAHNS Pe3yJIbTATOB BbINOJHEHUS 3aJaHUI

OI_ICHI/IBaHI/Ie PE3yJIbTAaTOB BBIINTIOJIHCHU A 3aI[aHI/II71 HpOMGXCYTOqHOﬁ aTTeCcTaluu
OCYIIIECTBIISIETCS HA OCHOBE CJIEAYIOIINX MPUHIIUIIOB:

JIOCTOBEPHOCTH OLIEHKM — OLIEHUBAETCSl YpOBEHb C(HOPMHUPOBAHHOCTH 3HAHWUW, YMEHHH,
MPAKTUYECKOTO OMbITa, OOHmMX U MpodecCHOHATbHBIX KOMIIETEHLUH, MPOJEMOHCTPUPOBAHHBIX
06y‘~IaIOHII/IMI/ICH B XO/€ BBIITOJIHCHHUS 3aJaHUA,

a/ICKBAaTHOCTHU OIIEHKU — OIICHKA BBITIOJHEHUS 3aJJaHUi JOHKHA MPOBOJUTHCS B OTHOIICHUU
TEX KOMHGTCHHI/If/'I, KOTOpPBIC HCO6XOIH/IMBI JJIsA 3(1)(1)GKTI/IBHOFO BBIINTOJIHCHUA 3a1aHUA,

HAJEKHOCTH OILICHKM — CHUCTEMa OIICHHBAHHS BBINIOJHEHUS 3a/JlaHui JTOJDKHA 00JaaaTh
BBICOKOM CTEIMEHbI0 YCTOMYMBOCTH TPH HEOJHOKPATHBIX OIICHKAX YPOBHS C(HOPMUPOBAHHOCTH
3HAaHUW, YMEHUH, MPaKTUYECKOrO OINbITa, OOMMX ¢ MNPO(EeCCHOHANBHBIX KOMIIETECHIIUMA
00yJaromuxcs;

KOMIUIEKCHOCTH OILIEHKH — CHUCTeMa OICHMBAHUS BBIMOJIHEHUS 3a/laHUui JO0JDKHA MO3BOJIATH
WHTETPATHUBHO OIICHUBATH 00IIHE U MPOPECCHOHATBHBIE KOMIIETCHIIMN 00yJaIONTNXCS;

OOBEKTUBHOCTH OIICHKH — OIICHKA BBIMIOJHEHUS KOHKYPCHBIX 3a/laHUi JIOJDKHA OBITh
HE3aBUCHMON OT 0COOEHHOCTEH MNpOPEecCHOHANIbHONM OpPHEHTAlMUd WM  [PEANOYTEHUN
npenoaaBaresneil, OCyIECTBISIIOIINX KOHTPOJIb WIH aTTECTALIUIO.

[Ipy BBINOMHEHUM TMpPOLENYpP OLEHKU 3aJaHUi HCHOJB3YIOTCS CIEAYIOIIME OCHOBHbBIE
METO/BI:

- MCTOJ pacycTa NEPBUYHBIX 6ann013;

- METOJ pacueTa CBOJIHBIX OalIoB.

PGSYJ'IBTaTI)I BBITIOJTHECHUA 3aI[aHI/Iﬁ OLICHUBAKOTCA B COOTBETCTBHU C pa3pa6OTaHHI)IMI/I
KPUTEPUAMHU OLICHKHU.

Wcnonp3yercs naTubamuibHas MIKaia Juisi OHEHUBAHUS pe3yIbTaToOB O0yUEHUS.

IlepeBon nATHOANBHOM LIKANIBI yueTa pe3yabTaToOB B MATHOATBHYIO OLIEHOYHYIO HIKAITY:

Onenka Konu4yecTBo 021108, HAOpaHHBIX 32 BHINOJIHECHHE
TEOPeTHYECKOro U NPaKTHYeCKOro 3a]aHusl,
cpeaHuii 0a/171 10 UTOraM aTTeCTAlNU

OreHka 5 «OTIIHYHO» 4,6-5
Orenka 4 «X0OpOoIIo» 3,6-4,5
Onenka 3 «yJOBJIETBOPUTEIBHO» 3-3,5
OrneHka 2 «HEYIOBJIETBOPUTEIBLHOY <29

1.3. KOHTpPOJILHO-01IEHOYHBIE CPEICTBA
1.3.1 3apanmne:

1.CobecemoBanue Mo BOMPOCaM.

2. IlpakTiueckoe 3aaHue.

IIpumepHBIe BOMpockI 1J1s1 codece10BAHMSA

19



1.  Tlonsarue «uHpOpMALUA», «TOKYMEHTHPOBAHUEY, «IEIONPOU3BOACTBOY. Poib nHdopMmariu
B COL[MAJIbHO-9)KOHOMMUYECKHUX Ipolieccax.

2. OcHOBHBIE CITIOCOOBI TOKYMEHTHPOBAHUS, HX XapPAKTEPUCTHUKA.

3. MarepuanbHble HOCUTEIN UH(YOPMALIMK U X BIMSHUE HA JOJTOBEYHOCTh U COXPAHHOCTb
JTAHHBIX, COAEPIKAIINXCS B IOKYMEHTaX

4.  Bunbl 1 GyHKIIUUA JOKYMEHTOB

S) CBolicTBa JOKYMEHTOB

6 CrpykTypa JOKyMEHTa

7. lloHsATHE PEKBU3UTA, CIIOCOOBI PACIIOI0KEHUS PEKBU3UTOB. KOHCTpYKTHBHAS CETKa

8 CocraB u npaBuiia opopMieHUs peKBU3UTOB 1-10

9.  Cocras u nmpasuia opopmiieHus: pekBu3uTos 11-20

10. CocraB u npaswia odpopmiieHHs] pekBU3UTOB 2 1-30

11. Tlonstue GiiaHKa, BUIBI OJIAHKOB, COCTAB PEKBU3HTOB

12. TIlpaBuina nenoBoi nepenucku. Buisl 1€10BbIX MKceM, OCOOEHHOCTH CO3/IaHUs U
odopmIteHHUS.

13. CuyxeOHble 3aIIUCKH, CITPABKH: BUJIbl, COCTaB PEKBU3UTOB, CTPYKTYpa TEKCTa, OCOOCHHOCTH
co3nanus u opopMIICHHUS

14. JIokyMeHT OpOTOKOJI: COCTaB PEKBU3UTOB, CTPYKTYpa TEKCTa, 0COOEHHOCTH CO3JJaHUs U
odopmIIeHUs

15.  Jloxyment AKT: cocTaB peKBU3UTOB, CTPYKTYpa TEKCTa, OCOOCHHOCTH CO3/IaHUs U
odopmIieHUs

16. Hasnadenue, BUJbl, GYHKLUU OpraHU3allMOHHO-TIPABOBBIX JOKYMEHTOB.

17. OcoOeHHOCTH Pa3IMYHBIX BUAOB JOKYMEHTOB JJaHHOU rpynmbl. [lopsaok cozmanus,
oopmiIeHHs OpraHU3alMOHHO-IIPABOBBIX TOKYMEHTOB B cooTBeTcTBHU ¢ ['OCToM

18. PacnopsaurenbHbIE JOKYMEHTHI: Ha3HAYEHUE, BUIBI, TOPAIOK OPOPMIICHHSL.

19. JlokyMeHT npuKa3 110 OCHOBHOM J€ITEIbHOCTU: Ha3HAUEHHE, COCTAB PEKBU3UTOB,
CTPYKTYpa TEKCTa, TOPSIIOK CO3JaHHS U O()OPMIICHUSI.

20. JloxyMeHT mpHKa3 10 JIMYHOMY COCTaBY: Ha3HaueHHe, 0COOEHHOCTH CO3JJaHUs U
oopmiieHUs, yHU(PUIIMPOBAHHBIE (POPMBI.

21. TIlpaBumia ohopMIIEHHUSI KOTUHA U BBIITMCOK JTOKYMEHTOB

22. TlepcoHallbHBIC JOKYMEHTHI: COCTaB, HA3HAYCHUE, MOPSIOK PaOOTHI

23. TpynoBas KHUXKKa: Ha3HAYEHUE, TOPATOK BHECECHUS 3aIlucei, IpaBuia opopMIIeHHUS,
BHECEHMSI MCIIPABJICHUIA.

24. JIu4HOe JeNo U JOKYMEHTBI €ro COCTaBIISIOIINE

25. Kparkas xapakTepuCTHKa IPAaBOBBIX aKTOB JIJIsl pealTu3alliy MpaB rpaxkiaH B chepe
NEHCUOHHOTO 00eCNeueH!s] U COLMAIbHON 3aIlUThI

26. Cyx0a mokyMeHTannmoHHOTO obecneueHus. Haznauenue cyx0s1 IOV, Bunbl, GyHKINH,
HOPMAaTUBHBIE JOKYMEHTHI.

27. TlonsTtue mokyMeHTOOO0OpOTa. TeXHOIOTHS 00paOOTKH MOCTYHAIOIINX JOKYMEHTOB.
BuytpenHuii 10kyMeHT0060pOT. JIOKYMEHTOOOOPOT UCXOASIIEH TOKYMEHTAIIUN

28. KOHTpOJb UCTIOTHEHUS TOKYMEHTOB U MPUHSTHIX perieHni. Llenp konTpons. YpoBHU
KOHTpOJIA. 3a1aun KOHTpoJst. CpoKH MCTIOHEHUs ToKyMeHTOB. [locTaHoBKa Ha KoHTpouib. [IpoBepka
xoJ1a ucnoimHeHus. CHATHE TOKyMEHTa ¢ KOHTPOJIS

29. OOmue npuHIMIB GOPMUPOBAHUS €T

30. Howmenkmatypa nen: Ha3HaueHHEe, BUIBI, TOPSAIOK CO3TaHUs H OPOPMIICHHS

31. DxkcnepTu3a HEHHOCTH TOKYMEHTOB

32. ApxuBHOE XpaHEHHE JOKyMEHTOB

33. OOpamienus rpaxxaaH: BUIbI U GOpMbI 0OpalieHHid, TOPsI0K paboThl C 0OpaleHUSIMU
rpaxIaH

34. KoH¢puaeHumanbHble JOKYMEHTHI: JOKYMEHTUPOBaHHE KOH(PHICHIIMAIbHBIX CBEICHUM,
TEXHOJIOTHUS pabOTHI C KOHPHUACHIINATFHBIMHI TJOKYMEHTAMH, OpPTaHU3AINs PA0OTHI C COIEPIKAIINX
KOH(pHICHIIMATIbHBIMHU JOKYMEHTaMHU.
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35.
36.

37.

WNudopmannonnsie Texnonoru B JJOVY.

OO01as xapakTepucTUKa TOKYMEHTOB 10 (PMHAHCOBO-PacUETHBIM ONEPALUSIM.
Knaccudukanus pacyeTHbIX TOKYMEHTOB.
CriocoOsl ucrpaBieHUs OIIMOOK B PMHAHCOBO-PACUYETHOM TOKYMEHTALIUU.

[IpuMepHbIe NPaKTHYECKHE 32TAHUA:

1.

2
3.
4.
5

CosznaTh 00mmii OJ1aHK, OJIaHK MMChMa U OJaHK TpUKa3a
Co3natk ciry)keOHY0 HH)OPMAITMOHHYIO 3aITUCKY

Co31ath IpUKa3 O BHIHECEHUH TUCIMILTMHAPHOTO B3bICKAHUS
Co31arh 3asBJICHUE TPAXKTAHUHA B OPTaHbl COIIMATBHOMN 3aIUThI
Co3nath NMChbMO HAIIOMUHAHUE

1.3.2. Kpurepuu oneHkun
MakcumanbHOe KOJTMYECTBO OAJUIOB 3a BHIOJIHEHNE TeopeTndecKoro 3aaanus «CobecegoBanue 1o
Bompocam» — 2 faa.

Kputepun oneHK# pe3yibTaTOB BHINOJIHEHHS TEOPETHYECKOTO 32 JaHHUSA Bamer B
COOTBETCTBHH C
KPUTEPHUSIMH OIICHKU
MaxkcumanbHbII
oama—2,0
1 | demoHcTpupyer riyOOKoe, TOJHOE€ 3HAaHWE MW  TMOHHUMaHUE 2,0
IPOrPaMMHOTO MaTepHaIa.
[TocnenoBarenbHO, CaMOCTOSITENILHO pacKpbIBaeT OCHOBHOE
coJiepKaHue BOIIPOCa.
BbiBobI  apryMeHTHpOBaHbI, OCHOBaHbl Ha  CaMOCTOSITEIHHO
BBITIOJIHEHHOM aHaju3e, 0000IICHIH JaHHBIX.
YeTKo U BEPHO JaHbI OMPEICTICHUS] TOHSATHI U HAyYHBIX TEPMUHOB.
JlaeT BepHBIC, CAMOCTOSITEIILHBIC OTBETHI HA BOIIPOCHI.
2 | deMOHCTpUpYeT HEIOCTaTOYHO TIJIyOOKOe, TMIOJIHOE 3HAaHHE W 1,5
MOHMMAaHHE TPOrPAMMHOTO MaTepHaa.
HenocraTouHo mocienoBaTensHO, HO CaMOCTOSITENIBHO PAacKphIBAeT
OCHOBHOE COJIep’KaHHe BOTIPOCa.
BbIBOIBI OCHOBaHBI Ha CaMOCTOSITEHHO BBIMOJIHEHHOM aHANM3E,
0000IeHNN JAaHHBIX, HO B OTICIBHBIX CIIydasx HEIOCTATOYHO
apryMEeHTHPOBAHBI.
HenocraTouHo 4eTKO W BEpHO JAaHBI OTPECIICHUS MOHATHI ¥ HAyIHBIX
TEPMHHOB.
[Ipm oTBeTe Ha BOMPOCH JIOMYCKACT HECYIIECTBEHHBIC OIIMOKH,
KOTOPBIE MOKET UCTIPABUTh CAMOCTOSITENILHO.
3 | demoHCTpHpYyeT B OTACIBHBIX BOIpPOCaX, HETIyOOKOE BIIAJICHUE 0,8
3HAHUSIMH MIPOTPAMMHOTO MaTepuaa.
Wznaraer mporpaMMHbIM Marepuan (parMeHTapHO, He Bceraa
MOCIIE0BATEIHHO.
JlomyiieHbl OMMOKA W HETOYHOCTH B HCIOJIB30BAHUM HAYJHOM
TEPMHUHOJIOTHH.
[Tpu oTBETE HA BOIPOCHI TOITYCKAET HETOYHOCTH.
4 | CTygeHT AeMOHCTpUPYET HE3HAHWE W HEMOHUMaHHE MPOrPaMMHOTO 0
Marepuara.
OcHOBHOE cojiepkaHue yueOHOro MaTepuana He PacKphITO;
JIOMYIICHBI TpyOble OIMMOKA B OINPEACICHUM IOHSATHH, TIPH WC-
MOJIb30BAaHUU TEPMUHOIIOTHH.
3arpyaHseTcsl OTBeYaTh Ha BOMPOCHI, IPU OTBETE AOMYCKAET Cephe3HbIe
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| omm6Kw.

MaxkcuManbHO€E KOJIUYECTBO 0aJIJIOB 3a BBLIITOJIHEHHE IMMPAKTUYCCKOI'O 3aIaHUA — 3 damna.

pe3yabTaThl COOTHOCSTCS C 5-0abHOM CUCTEMON OIEHKH:

Ne KpuTtepuu oieHKH NPaAKTHYECKOT0 3a1aHUA Baer B cOOTBETCTBUM €
KPUTEPUSIMH OIICHKU
MakcumMajabHbIi 0aya — 3,0
1 IIpumenenune onuuu (pOPpMATHPOBAHUA: MaxkcumaiabHhbliii 6a11 - 0,6
0aJI10B
mpudr (Times New Roman), pasmep mpudra (12, 14) (0,05*2) 0,1
moJist JoKyMeHTa (BepxHee — 1,5 cm; HmkHee — 2,0cM; (0,05*4) 0,2
neBoe — 2,5¢Mm; npasoe — 1,5 cm)
oopMIIEHHE 3ar0JIOBOYHOM YacTH B TaOIHUIIBI (BEPHBII 0,1
pa3mMep obenx rpad)
BbIpaBHUBaHKE pekBu3uTa 20 (110 MUPUHE) 0,1
MeXCTpouHbli uHTEepBai (1,5;nepen u nocine On0t.) 0,1
2 | OdopmjieHHE U pacnoJioKeHHe PeKBU3UTOB MaxkcuMaJbHbIi 0aaa - 1 6ana
BepHOE oopmiIeHHE peKBU3UTOB (16 1IT.) (16*0,05) 0,8
BEPHOE PaCIOJIOKEHUE PEeKBU3UTOB (16 1mIT.) (16*0,03) 0,2
3 | TpebdoBanus K Tekcty - 18 pekBH3UTY Makcumanbusiii 6aaa - 0,2
0aJI0B
coOIroaeTcs CTPYKTypa TEKCTa 0,04
TOYHOCTH 0,04
JIOTUYHOCTH 0,04
apryMEeHTUPOBAHHOCTH 0,04
MOCJIeIOBATEIHHOCTD 0,04
3 CoxpaHeHne 10KyMEHTOB MakcumaiapHbIi 0aaa - 0,1
0aJI0B
BEPHOE COXPAHEHUE JOKYMEHTA 0,1
4 Ilepechbliika JOKYMEHTA 110 3JIEKTPOHHOM 1o4Te MaxkcumaibHblii 6am1 — 0,2
0aJu1a
MIOCTIAHHBIA JOKYMEHT MMEET BHUJI BJIOKCHUS 0,1
BEpPHOE HAMMEHOBAaHHE TEMBI IIHCHMa 0,1
PesynmbTaThl  BBIMONIHEHUS TEOPETUYECKOTO 3aJaHUs H  PE3YJbTaThl  BBIIOJHEHUS
NPaKTUYECKOTO 3a/laHusl CyMMHUpyroTcs. DopMmHpyeTcss CBOJA  PE3yNbTaTOB, IOJTy4YEHHBIE

Onenka

KoanuecTBo 0a/1/10B, HAOPAHHBIX 32 BbINOJHEHHE
TEOPEeTHYECKOr0 U MPAKTHYECKOT0 3aJaHUSs

OneHkKa 5 «OTIUYHOY 4.6-5
Orenka 4 «X0poIio» 3,6-45
OneHka 3 «yJOBJIETBOPUTEIBHO 3-35
OneHka 2 «HEeyAOBJIETBOPUTEIBHOY <29

1.4. MaTepnaibHO-TeXHH4YeCKOe o0ecnievyeHne I MPOBeIeHHs MPOMEKYTOYHOM aTTeCTAlMI
ATTeCTaIII/ISI IIPOBOAUTCH B KabuHere JOKYMECHTAIITUOHHOT' O obecrneueHust YHpaBJICHUA

1.5. YueOHo-MeTOoAMYecKOe W HH(pOpMauMOHHOe ofecreyeHHe peaJu3aluu y4eOHOI
AUCHUIIJIMHbI
HopmaTuBHO-IpaBOBBIE aKThI
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