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1. ACHIOPT IMPOI'PAMMBI YYEBHOM JTUCIIUILJINHBI
OI1.04 JOKYMEHTALIMOHHOE OBECIIEHEHUME YIIPABJIEHUSA

1.1. ObaacTh npuMeHeHHus1 padoyeil MporpaMmbl

PabGouas mporpamMmma y4eOHON MUCIUIUIMHBI SIBJSETCS YacThIO MPOTPaMMBbI
CpeaHero MnpodecCHOHANIBHOTO O00pa3oBaHMS — IPOTrpaMMbl  IMOJTOTOBKHU
crenanuctoB cpeanero 3BeHa (manee — OI CITO — IIIICC3) B cOOTBETCTBUU €
®I'OC no crienmanbpHOoCTH 38.02.06 dUHAHCHI.

1.2. Mecto y4yeOHo# nucuuiiuebl B cTpykrype IHHIICC3
JucuumnnuHa BXOIUT B MNPOQECCHOHATbHBIA Y4YEeOHBIM IIMKI, B COCTaB
o01enpodecCUOHAIBHBIX JTUCIUILINAH.

1.3. Ienru wu TpedoBaHUA K Ppe3yabTaTaM OCBOCHHA Y4eOHOM
AACHUNTHHBI:
W3yyeHue AWCHMIUIMHBI HAmpaBlIeHO Ha (HOpPMUPOBAHHE  OOMIMX

KOMITETEHITNH, BKIIOYAIONIUX B C€0sI CITOCOOHOCTb:

OK O01. Beibupare crnocoObl pemieHus 3agad  NpodeccuoHaIbHOM
JEATEIIbHOCTH MPUMEHUTEIBHO K PA3JIMYHBIM KOHTEKCTAM;

OK 02. OcymecTBisTh MOUCK, aHAIW3 M HHTEPIIPETAIUI0O MHPOpPMAIIUU,
HE0OXOMMOM ISl BBIMOJIHEHUS 33]1a4 Npo(eCCUOHATBHOM EATEIbHOCTH;

OK 06. [IposBiATH IPaXkJaHCKO-TIATPUOTUYECKYIO IIO3ULMIO,
JEMOHCTPUPOBAaTh  OCO3HAHHOE  TOBEACHHME HA OCHOBE  TPAaJUMLIMOHHBIX
0O0LIEYeIOBEYECKUX [IEHHOCTEM;

I[IK 1.5. Oo06ecneunBarh (HPUHAHCOBO-IKOHOMUYECKOE COMPOBOXKACHUE
NEATEIbHOCTH IO  OCYIIECTBICHHUIO 3aKylNOK i TOCYJAapCTBEHHBIX U
MYHULUTATBHBIX HYX]I.

[1IK 3.4. ObGecnieunBaTh OCYIIECTBICHHE (PMHAHCOBBIX B3aUMOOTHOIICHHH C

OpraHu3auysMd,  OpraHaMM  TOCYJAapCTBEHHOM  BJIaCTU U MECTHOTIO
CaMOYIIPABJICHUS;

[IK 4.1. Pa3zpabaTbiBaTh IJIaH W TPOrpaMMy IPOBEICHUS] KOHTPOJBHBIX
MeponpuaTHii,  OQOPMIISITH  PE3yNbTaThl  MPOBEACHHBIX  KOHTPOJHHBIX

MEpPOMPUITHIA, BbIpaOATHIBATh PEKOMEHIAIMHM IO YCTPAHEHUIO HEJIOCTaTKOB U
PHUCKOB, OIIeHUBATh 3(h(PEKTUBHOCTH KOHTPOJIBHBIX MPOLIEAYD;

[1K 4.3. YuactBoBaTh B peBU3UH (PMHAHCOBO-XO35IMCTBEHHOMN NEATEIbHOCTH
00BbeKTa (PUHAHCOBOTO KOHTPOJIS.

B pe3ynbTaTe 0CBOSHHS AUCIUTUTMHBI O0YUYaIOUIHICS TOJDKEH YMeETh:

— pacro3HaBath 3a7a4y W/win npodaeMy B podheCCUOHATIBHOM U/WITH
COLIMAJIbHOM KOHTEKCTE; aHAJIM3UPOBATh 3a/1a4y U/WIIH MPOOJIeMy U BBIICIATD €€
COCTaBHbIE YaCTH; OMPEIEIATh 3TAIbl PEIICHUS 3a]Ja41; BBISBIATH U 3D (PEKTUBHO
UCKaTh HHGOPMAIUIO, HEOOXOAUMYIO JUIS PEIICHUS 3a/1a4H U/UITU TPOOIEMBI;

— ONpeneNsATh 3aJaud Il TOoMcCKa HH(pOpMAalMH;,  ONpenessTh
HEOOXOIMMBbIE HWCTOYHHMKM HHGOpMAIMM; IIJIAHUPOBATh TPOLECC IIOWCKA;
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CTPYKTYPHPOBATh MOTydaeMylo HH(GOPMAIHMIO; BBIJCISITH HanOoJiee 3HAYMMOE B
nepeyHe HMHQOpPMAIMU; OIEHUBATH MPAKTUYECKYIO 3HAYMMOCTbh PpE3yJbTAaTOB
noucka; 0hoOpMIISITh PE3YJIbTAThl TOUCKA;

- ONMKCHIBATh 3HAYUMOCTh CBOeH mpodeccun  (CHenUanTbHOCTH);
MPUMEHSTH CTAaHAAPTHI AaHTUKOPPYHIITUOHHOTO MOBEICHUS.

- COCTaBJISITh CBOJIHBIC TIEPEYHU TJIABHBIX PACTIOPSIIUTEIICH
(pacmopsimuTeINIei) U moyJdareneil 0l KETHBIX CPEACTB, TJIaBHBIX
aIMUHUCTPATOPOB U AIMUHHACTPATOPOB JOXO0JIOB OI0/KETa 1 HCTOYHUKOB
buHaHcupoBaHuUs AedUIINTa OIOHKETA,;

- dbopMHpOBaTh TOCYAapCTBEHHBIEC (MyHUIIUTIAIbHBIC) 3aJaHUs IS
rOCyAapCTBEHHBIX (MYHULIUMATBHBIX) YUPEKACHUM C HUCIOIB30BaHUEM 0a30BbIX U
BEJIOMCTBEHHBIX MEPEYHEN rOCy/ITapCTBEHHBIX (MYHUIUTIATIBHBIX) YCIYT U paboT U
OTIPEJIEIISTh pa3MepPbl CyOCUTNI;

- (GOpMHPOBATH PEECTPHI PACXOTHBIX 00A3aTEIBCTB MYHUIIUITAIEHOTO
oOpa3zoBaHus;

- MIPOCKTUPOBATH MPEACITbHBIC 00bEMBI OFOPKETHBIX CPECTB TI0
TJIaBHBIM PACHOPAIUTENSAM (PACTIOPSAUTEINSAM) CPEACTB OIOIKETOB,
roCyapCTBEHHBIM U MyHUITUTIATBHBIM YUPEKICHUSIM;

— IPOBOJUTH MOHUTOPHUHT IIEJIEBBIX MPOrpaMM, (GUHAHCUPYEMBIX U3
OroKeToB OroKeTHOM crctembl Poccuiickoii denepannu;

— ONpeneaTh AePUINT OI0KETa U ICTOUHUKHU €r0 (PMHAHCUPOBAHUS;

— COCTaBJISITh CBOJIHYIO OIOJIKETHYIO POCITHCH;

— oQOpPMIISITh TIIATEXKHBIE JOKYMEHTHI (3JIEKTPOHHBIC 3asIBKU HA
KaCcCOBBIE PACXO/bl U TUIATEIKHBIE TTOPYUCHHUSI) JJIsl TIPOBEICHUS KACCOBBIX BBIILIAT;

— MIPOBOJIUTH MTPOBEPKY IIATEKHBIX JOKYMEHTOB TOTyJdaTeIIs
OFO/KETHBIX CPEJICTB, IPEICTABICHHBIX JIJIS IPOBEICHUS KACCOBBIX BBITLIAT;

— PYKOBOJICTBOBATHCS ACHCTBYIOIIIMMH HOPMAaTUBHBIMH ITPABOBBIMHU
aKTaMH, PETYIHPYIOIMMHU MOPSIIOK IIAHUPOBAHUS M (PUHAHCUPOBAHUS
JESATEeILHOCTH TOCYJAPCTBEHHBIX U MYHUITUTIATBHBIX YUPEIKICHUI;

— pacCYMTHIBATh OCHOBHBIE MIOKA3aTEIH JCSITEIIbHOCTH OIO/KETHBIX U
aBTOHOMHBIX YUPEIKICHU;

- UCYHCIISITh PAcX0JIbl Ha OIIATy TPY/Ja paOOTHUKOB rOCYIapCTBEHHBIX
U MYHHITUTATBHBIX YUPEIKICHUN;

- UCIIOJIB30BATh YTBEPKICHHBIC METOIUKH OIIPEICIICHUS PACX0I0B Ha
coJiep kaHne OFOKETHBIX U aBTOHOMHBIX YUPEKICHHIM;

- COCTaBJISITh OFO/IPKETHBIE CMETHI KQ3€HHBIX YUPEKICHUI;

- COCTABJISITh TUTAHBI (PUHAHCOBO-XO3STMCTBEHHOM JIEATCILHOCTH
OFO/KETHBIX M1 aBTOHOMHBIX YUPEKICHUH;

- IIPOU3BOJUTH PACUCTHI MOTPEOHOCTEH JJIsT OCYIIECTBICHUS 3aKyTIOK
JUTSI TOCYTApCTBEHHBIX U MYHUITUTIATBHBIX HYX]T;

— 0000111aTh U aHATU3UPOBATH UH(OPMAITHIO O IIEHaX Ha TOBAPHI,
paboThI, yCIyTH B cepe 3aKymoK;



— OTIHCHIBATh OOBEKT 3aKyNKU U OOOCHOBBIBATH HAYAJIbHYIO
(MakCUMaJbHYIO0) LIEHY 3aKYIIKH;

— OCYIIIECTBISATH MOHUTOPUHT MTOCTABIIUKOB (TIOJPSITYUKOB,
UCTIONTHUTENEH) B cpepe 3aKyIoK;

— OCYILIECTBISATH MPOBEPKY HEOOXOIUMOM TOKYMEHTAIIUHU ISt
MIPOBEJCHUS 3aKyTIOYHOU MPOLEAYPHI; TPOBEPSATH HEOOXOAUMYIO TOKYMEHTAIUIO
TUTSL 3aKJTFOYCHUS KOHTPAKTOB;

— OCYIIECTBISATH MOHUTOPUHT MTOCTABIIUKOB (TIOPSITYUKOB,
HCIIOJHUTENEeN) B chepe 3aKyIoK;

— UCTIOJIb30BaTh MHPOPMAIIMOHHBIC TEXHOJIOTHH B TIPOIIECCE
(dbopMUpOBaHUA U UCTIOIB30BaHUS (PMHAHCOBBIX PECYPCOB OpraHU3auil U
OCYyIIECTBICHUS (PMHAHCOBBIX OMepaIuii,

B pesynbrate 0CBOCHUS TUCHUILIMHBI 00YUYaIOIIUICS JOJDKEH 3HATh:

- aKTyalbHBIM TPO(ECCHOHATBLHBIH U COIMAIBHBIH KOHTEKCT, B KOTOPOM
MPUXOIUTCS pabOTaTh U )KUTh; OCHOBHBIE HICTOYHUKHA UH(GOPMALIUK B PECYPCHI IS
peleHus 3a71a4 ¥ mpodjieM B MpodecCHoHAIBFHOM H/UIIA COIMATbHOM KOHTEKCTE,

- aJTOPUTMBI BBIMOJHEHUS PpabOT B TPOQECCHOHATBHOM U CMEXKHBIX
00J1acTSX; METOIbI pabOThI B NMPOGECCHOHAIBHOM U CMEKHBIX cepax; CTPYKTYpY
IJaHa JUIs pelIeHWsl 3ajad; MOPSJ0K OIICHKM pe3yJbTaTOB pEIICHUS 3aaad
npodeCCUOHAILHON JeATEeIbHOCTH;

- HOMEHKJIaTypy HWH(POPMAIMOHHBIX HCTOYHUKOB TPUMEHSIEMBIX B
npodeCCUOHAIBHONW JIESTELHOCTH; MPUEMBbl CTPYKTYpUPOBaHUS HWH(poOpMaIny;
dbopmar odopmiieHHs pe3yIbTaTOB NOUCKa MH(GOPMALIHH;

- CYIIHOCTh TPaXKJIAHCKO-TIATPUOTHYECKON TMO3UIMU, OOIICUYEIIOBEUECKUX
IIEHHOCTEHW; 3HAYMMOCTh MNPO(ECCUOHANIBHON AEATETbHOCTH Mo mpodeccuun
(cnenuanbHOCTH); CTAHJIAPTHl AHTUKOPPYIILIMOHHOTO TMOBEACHUS M IMOCIEICTBUS
€ro HapyIIeHuUs;

-  HOpPMAaTHBHBIC IIPaBOBBIC aKThl, pEryJHpYyOmKe  (PUHAHCOBYIO
JIESITEIIbHOCTh OpPTaHU3aInK;

- OCHOBHBIC IIOJIOKEHUSI 3aKOHOAAaTenbCcTBa Poccuiickon dDenepanuu u
HOPMAaTHBHBIC IPABOBBIC AKTHI, PETYIHPYIOIIHE ACITSILHOCTD B cpepe 3aKyIIOK;

- CYIIHOCTh (PMHAHCOB OpraHM3alliid, UX MECTO B (DHMHAHCOBOH CHCTEME
rocyJ1apcTBa;

- MPUHITUTIBI, JOPMBI U METO/IbI OpraHu3aIuy (PUHAHCOBBIX OTHOIIEHUI;

- XapaKTEePUCTUKY KallUTajla OpraHu3alid U €ro DJEMEHTOB, MPUHIUIIBI
ONTUMU3AIUU CTPYKTYPHI KanuTana;

- XapaKTEPUCTUKY JOXOJ0B U PACX0JI0B OpraHU3alllH;

- CYITHOCTb U BUJIbI IPUOBUIA OpPraHU3AINY;

- CHUCTEMY IIOKa3aTeliel peHTa0eNbHOCTU, CYIIHOCTh HWHBECTUIIMOHHOMN
JESATCIIbBHOCTH OPTaHW3aIu, METOABI OIEHKH 3(P()EKTHBHOCTH WHBECTHIIMOHHBIX
MPOEKTOB;

- opMBI 1 METOIbI aHATN3a (PUHAHCOBO-XO03MCTBEHHON NEATCILHOCTH,

- METOOJIOTUIO (PMHAHCOBOTO TUTAHUPOBAHUS JIEATEILHOCTH OPTaHU3AINY;



- 0COOEHHOCTH MPOBEJCHHS 3aKyNOK TOBAapOB, pabOT, YCIYr OTAEIbHBIMU
BUJIaMH FOPUTUICCKIX JINIT;

- C1O0COOBI CHUKEHUS (TIpeoTBpaIeHNs) (UHAHCOBBIX PUCKOB;

- DKOHOMHYECKYI0 CYIIHOCTh H BHUABl CTPaxOBaHUS OpTraHHU3aIUi,
0COOCHHOCTH 3aKJIFOYCHHS JOTOBOPOB CTPaXOBaHUS;

- TEOPHUIO W TIPAKTHKy MPUMEHEHHs METOJOB, MPUEMOB M TIPOIEAYD
MOCIIEAYIOIETO KOHTPOJIS;

- ”H()OPMALIMOHHBIE TEXHOJIOTUU B TIPO(HECCHOHATIEHOM e TEIIbHOCTH

1.4. KoanuyecTBO 4YacoB Ha OCBOeHHE TMPOrpaMMbl Yy4eOHOM
TUCUMILIAHBI:

MakcumanbHOU yueOHOM Harpy3ku o0yuaroiierocst 74 yaca, B TOM YHCIIE:
00s3aTeIbHON ayAUTOPHOM yueOHOU Harpy3ku oOy4aromierocs: 70 4yacos;
CaMOCTOSITENIbHOM paboThl 00y4aroierocs 4 4acos.



2. CTPYKTYPA U COJIEP)KAHUE YYEFHOM JUCIUILIAHBI

2.1 O0beM yueOHOM IUCHMILIMHBI M BHABI Y4e0OHO padoThI

Bun yueOHo# padoThI Oovem uacos
MaxkcumajibHasi ydaeOHast Harpy3Ka (Bcero mo mporpamMme JUCIHHILIAHBI) 74
O0s13aTesIbHAsI Ay AUTOPHAs1 YueOHasi Harpy3Ka (Bcero) 70
B TOM YHCJIE!
JIEKLHMH, YPOKH 50
NPAKTUYECKHUE 3aHATHS 20
CamocrosiTesbHasi padoTa 00y4arinerocs 4

HpOMe)KYTOtIHaSI arrecranus 110 JUCHHUITIIMHE B (1)0pMe IK3amena




2.2 TemaTu4ecKuil I1aH U coaepxkanne yueOHoi aucuuiuinabl OI1.04 lokyMeHTanMOHHOE o0ecneueHne yIpaBJIeHus!

Conep:kanue y4yeOHOro MaTepuasa, Jad0paTopHble U MPAKTHYECKHUE O0bem yacoB | YpoBeHb Koani
3aHSATHS, CAMOCTOSITe/ILHAsI padoTa o0y4alonierocs, Kypconasi padora OCBOCHMSA KOMIIETEeHIU,
H (mpoeKT) (eciu npedycmompetvi), NHbIE BUABI Y4eOHOI padoThl B ¢opmupoBanuio
AuMeHoBamue COOTBETCTBHU € Y4eOHBIM IJIAHOM KOTOPBIX
pa3aenoB U TeM
crocoo0cTByeT
3JIEMEHT
MPOrpaMMbl
1 2 3 4 5
Pazoen 1. Jlokymenmuposanue ynpasieHuecKoii 0esameabHocmu OK 01,02,06
ConepsxkaHue y4eGHOro MaTepuasia 6 IIK 1.5,
3HauCHHE U COACPNKAHUE [UCLUMUIUIMHBI M €€ MEXIPEAMETHBIE CBS3H C JOPYTUMHU IIK 3.4,4.1,4.3
nucuurimHamu. Mctopust paseutusa nenomnpousBoictBa B Poccun. CoBpeMeHHOE
COCTOSIHUE JJOKYMEHTAIIMOHHOTO 00EeCTICUEeHUS YIIPaBICHHS.
Tema 1.1 OCHOBHBIC TIOHATHS: JTOKYMEHT, JOKYMEHTOBEICHHE, TOKYMEHTAI[HOHHOE 00eCIeUeHue
Mpenmer, nes u ynpasnerns ({OY). HopmaTtusHo-tipaBoBas 6aza JJ0VY. §
samauH yuebHoi Pons nHpOpMaIuK B conmansHO-3KOHOMUYECKUX mponeccax. denepanbhbiii 3akoH «O0
[ ——— uHQopMauy, HOOPMATU3AIUH 1 3aIUTe HHPOPMAIIUN.
ToKyMeHTEI H @OyHKIUM ~ TOKYMEHTOB:  MH(OpManMOHHAs, KOMMYHHMKaTHBHAs, COLHaJIbHAs, 1
CIIOCOGLI KyJIbTypHas, yIIpaBICHYECKas, IPaBOBast, HICTOPUUIECKAs U APYTHE, UX XapaKTEPUCTUKA.
OKYMEHTHPOBAHHSE JlokyMeHTHpOBaHWe: TOHSTHE, Ha3HAYeHHe, OCHOBHBIE CHOCOOBI. MarepuanbHbie
Hocutenn uH(popMmanuu. Kiaccupukanuss DOKYMEHTOB IO CIIOCOOY H3rOTOBICHUS,
NPOUCXOXKJICHUIO, COJACPKAHUIO, HAUMEHOBAaHMIO W JPYIMM IpH3HaKaM. Busl
JIOKYyMEHTOB: TEKCTOBbIC, Ipa)uyecKue, MallMHOYUTAeMbIe, ()OTOAOKYMEHTHI. BinsHue
HTII na nmoxymeHT u nokyMmeHTHpoBaHue. ®dexepanbHblii 3akoH «Ob anexTpoHHOM
1 pOBOH MOIITHCH»
Oo6mepoccuiickue knaccudukatopsl (OKY /I, OKIIO), ux kpaTkas XxapakTepUCTHKA.
Conep:xanue yueOHOro MaTepuaJia 6
Tema 1.2 YHau¢ukanus M craHmapTH3alMs JOKyMeHTaruu: noHsATtue. CHCTeMBbl JOKYyMEHTAlluH:
Vuudpuranus u NOHATHE, MpH3HAKW. DYHKIMOHAJIBHBIE M OTPACIEBbIE CHUCTEMBI JIOKYMEHTAIUH.
CTaHgapTH3ANMs MeskoTpacneBble CHCTEMBI IOKYMEHTALUU.
JIOKYMEHTOB. YaudunupoBanHas cucteMa JOKyMeHTanuu: moHsTHe. CocTaB yHU(DHUIMPOBAHHBIX 1
CHeTeMbI CHCTEM JOKYMEHTAIUU: OpraHN3allMOHHO-PACIIOPSANTENBbHAS, OTYETHO-CTaTUCTHYECKAs],
JTOKYMeHTAIHH NepBUYHAs, ydeTHas, (¢uHaHcoBas U Ap. HalumoHanbHBIE CTaHIApPTHI, BXOIAIINE B

cocTaB YHI/I(i)I/IHI/IPOBaHHBIX CUCTEM JOKYMCHTAlMU.




Tema 1.3
PexBu3urbl 1
0JIaHKHU IOKYMEHTOB

Conep:xanue yueOHOro MaTepuaJia

PexBusut, dopmynsap mokymeHTa, THUIOBOH (opmynsp, dopmynsp obOpasen, Tabensb
¢bopM HOKyMEHTOB, amp0oM (opM YHUDUIIUPOBAHHBIX TOKYMEHTOB: TIOHATHE,
XapaKTePUCTHUKA.

[IpaBuna odopmileHHs PEKBU3UTOB OJlaHKA W HX PACIIOJIOKEHUS HA CTaHIAPTHOM
¢opmate Oymarm, pasMepsl monel. Dopmymsip-oOpaszer] TPYMIBl JOKYMEHTOB,
MPUHAJISKANUX OJJHOM CUCTEME.

[IpoextupoBanue OJIaHKOB JOKyMeHTOB opranusaiuu. CocraB, odopMIeHHE,
W3TOTOBJICHUE, XPaHEHUE OJIAHKOB OpraHHU3aIINY.

brnank nokymeHTa: MOHSATHE, HA3HAYSHHE, BUBI OJIaHKOB (00IIHiA, OJIaHK MMHMChMa, OJaHK
KOHKPETHOTO BUa JokyMeHTa). Coctas, 0(hOpMIICHHE PEKBU3UTOB OJIaHKA.

1-2

IpakTnyeckoe 3ansiTue Nel: PacronoxeHne peKBU3UTOB Ha JucTe popmara A4 B
cootBercTBum ¢ ['OCT «YHu(uImpoBaHHas cucTeMa OpraHu3aIiOHHO-
pacropsAUTENIbHON TOKYMEHTALUN .

IpakTnyeckoe 3ansiTue Ne2: [IpoekTupoBanue OIaHKOB OpraHU3AIHH.

CamocrosTenbHas padora odyuyarommxcs Nel: Pazpaborars cxeMy KiIacCUQHUKAIIH
JOKYMEHTOB M0 Pa3JIMYHbIM NPU3HAKAM.

Tema 1.4
OpraHu3auoHHO-
pacnopsiiuTeIbHbIE
AOKYMEHTBI

Conep:xanue yueOHOro MaTrepuaJa

OpraHn3aiuOHHO-pacTIOPSAUTENbHBIE JOKYMEHTBI: TMOHATHE, Ha3HAueHHWe, OCHOBHBIC
BUJIBI (OpraHU3aOHHBIC, PACTIOPSAUTEIbHBIE, CIPABOYHBIC).

OpraHu3aioHHbIE JOKYMEHTHI: YCTaB, MOJI0XEHUE, CTPYKTYpa U IITAaTHAS! YUCIIEHHOCTD,
HITAaTHOE paclMCaHue, TpaBWia, JODKHOCTHAs HMHCTPYKIMs, MX HazHadeHHe,
XapakTepuCcTHKa W cocTaB. TpeOoBaHus K O(GOPMIICHUIO, TOPSAOK YTBEPIKACHUS.
PacniopsiiuTenbHble JOKYMEHTBI: TOCTAaHOBJICHHE, IPUKa3 (110 OCHOBHOM JEATEIBHOCTH U
M0 JIMYHOMY COCTaBy), YKa3aHWe, pemieHue. Ix HazHaueHwe, TpeOOBaHHA K
odopmienuto. Tumbl AOKyMEHTOB: TOJJMHHUK, JyONUKAaT, KOMHUS, BhIMHUCKAa. Mx
Ha3HauCHHE.

CripaBouHO-MH(OPMAIIIOHHBIE JOKYMEHTHI: CIIy>KeOHbIE IHCbMa, CIIPAaBKH, JOKJIAJHBIE,
ciy)keOHble, OOBSICHUTENbHBIE 3alHCKH, MPOTOKONBI, aKThl, 3asBicHUs. Mx
XapaKTepUCTUKa, TpeOoBaHUs K odopmieHHio. KoMmepueckne MUCbMa, KOHTPAKTHI.
Knaccugpukanus xommepueckux mucem. Odepra (nmpeasoxkeHne) — OTBET Ha oQepTy
(aknent). TunoBele hopMbl KOMMepUYeckuxX muceM. [luchbma o mepeBo3Ke, JOCTaBKE U
CTpaxOBaHUU rpy30B. [IpeTeH3MOHHO-UCKOBAs JIOKYMEHTAITHSL.

IIpakTnyeckoe 3ansiTue Ne3: CocraBiieHre U opOpMIICHHE IPHKA30B IO OCHOBHON
JIETEIbHOCTH ¥ INYHOMY COCTaBY U BBIMMCOK U3 HUX.

IpakTuueckoe 3ansaTue Ned: Cocrasienue u ohopMiacHHE HHPOPMAIIMOHHO-

OK 01,02,06
IIK 1.5,
IIK 3.4,4.1,4.3
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CHpaBO‘lHOﬁ JOKYMCHTAIMU.

[pakTuyeckoe 3ansaTue Ne5: CocrasicHue U 0hOpMICHHE IPOTOKOJIOB.

CamocrosiTesibHas padora odyuaromuxcsi Ne2: COCTaBUTh CPABHUTEIHHYIO TAOJHUILY:
Buapl JOKyMEHTOB 10 Ha3HAYEHHIO, COJCP)KaHUIO X 0(hOPMIICHHIO.

Tema 1.5
JlokymMeHTBI 110
npogdeccuoHaNbHOMI
JesiITeJIbHOCTH

Conep:xanue yueOHOro MaTrepuaJia

JoroBopHo-TipaBoBas moKyMeHTaIus. [loroBop (KOHTPaKT): MOHSITHE U €T0
crpykrypa IIpunoxxenus k noropopam. JJoKyMeHTHI 110 BHEIIHEIKOHOMUYECKOM
JIEATEITLHOCTH.

IpakTnyeckoe 3ansitme Ne6: OdopmiieHHE HCIOTHUTENBLCKUX (OMpPaBAATEIBLHBIX)
JOKyMEHTOB: TPHUXOIHBIE OpAepa s O(OPMIICHUS INpHEMa MaTEepHaloB Ha CKIAZ,
NpPHEMO-CIATOYHbIC HAKJIaJHbIC, KBUTAHIIMH.

IpakTuyeckoe 3anaTue Ne7: OdopmiieHre TOrOBOPOB, MPUIIOKECHUN, IIPOTOKOJIOB
pasHorjacui

OK 01,02,06
IIK 1.5,
IIK 3.4,4.1,4.3

Pazoen 2 Opzanuzauus pabomesl ¢ 00OKyMeHmamu

Tema 2.1
Opranusaunus
JIOKYMEHT0000poTa

Conep:xanue yueOHOro MaTrepuaJa

Cnyx6a [1OY B opranuzanmsx: 1y, 3a1a4u, Ha3HaYCHUE, PYHKIIUU, TUIIOBBIC
CTPYKTYPBI, TOJDKHOCTHOU cocTaB. Permamenrarnus padotsr CJIOVY.
JoKyMeHTO0OOPOT: MOHSATHE, O0IIFe MPUHIIUIIBI OPraHU3aliN JTOKYMEHTO000pOTa, eTo
CTPYKTypa, HEOOXOIUMOCTh yueTa o0beMa IOKyMeHToobopoTa. HopmatuBHbIe
JOKYMEHTBI, perjaMEeHTHPYIOIINE OPraHU3alHUio JOKYMEHT0000poTa.

Perucrpanust JOKyMEHTOB: OHATHE, LIEJH, 331241, MECTA PETUCTPALIUHU PA3INIHBIX
KaTeropuit JokymeHToB. CricteMa U popMbI peructpanyu ()KypHajibHas, KapTOYHas,
aBTOMAaTH3UPOBAHHAsI), UX JOCTOMHCTBA U HeJocTaTkh. [lokazaTenu, BBOJUMEIE B
peructpaunonHbie Gopmbl. OCOOEHHOCTH PErHCTPALIMH BXOAALINX, HCXOAAINX U
BHYTPEHHHX JIOKYMEHTOB.

CriocoObl OTIIPaBKH JOKYMEHTOB (TpaJUIIMOHHBIN, ¢ TOMOIIBIO TesedoHa, dakca,
MHTEpHETA.

KoHTponb ucnonHeHNs: JOKYMEHTOB: IOHITHE, Ha3HAUYCHHE, BUbL. [I[pHHINIBI
oprau3anuy KoHTpois. CpoKy UCTIOTHEHHUS: TUIOBOM. HANBH Ty ambHBIN.
TexHONOTHs BelleHUs KOHTPOJISL. AHAIN3 UCTIONIHEHHS JIOKYMEHTOB B OpTaHU3aIUH.
B3anMocBsI3b peructpanny J0KyMEHTOB U HH)OPMAIMOHHO-CIIPAaBOYHOM padoThI.
Opranun3zaiust paboThI C IIOMOIIIBIO CIIPABOYHBIX KAPTOYEK.

JIOIDKHOCTHBIE JIMIIA, OCYIIECTBISIONINE PETUCTPAIINIO, KOHTPOIb UCIIOIHEHUS, UX
(GbyHKUIMH U TIpaBa.

Tema 2.2

Conep:xanue yueOHOro MaTepuaJia

1-2

OK 01,02,06
MK 1.5,
MK 3.4,4.1,4.3
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Opranuzauust Homenknarypa nen: noHsTue, 3Ha4eHUE I Ki1acCU(PUKALUN JOKYMEHTOB, 6
ONepaTHBHOIO OTIEpaTHBHOTO XPaHEHHS U MIX TPEJapXHBHON MOATOTOBKH. Brs
XpaHeHusi HOMEHKIaTyp nen. [lopsnok cocraBneHust, 0pOPMIICHUS, YTBEPKACHUSI U
JOKYMEHTOB. NPUMEHEHUs] KOHKPEeTHONH HOMEHKIaTypsl aed. [lopsanok ¢opmupoBanus nemn.
IMopsaaok nepenaun | Opranuzanys XpaHeHUs] HCIIOTHEHHBIX JOKyMEHTOB. OCHOBHBIE TpeOOBaHUS
JAOKYMEHTOB B ApXUB | HOPMaTHBHBIX JOKYMEHTOB, PEIVIAMEHTUPYIOIIUX JaHHBIHM 3TaI
WM Ha JIOKyMeHT0000poTa. OTBETCTBEHHOCTH 32 COXPAHHOCTH JOKYMEHTOB.
YHUUTOXKEHHE CocraBbTe m1aH-koHcTeKT «[lopsmok coctaBnenus, opopmieHus,
YTBEPXICHUS U MPUMEHEHN KOHKPETHON HOMEHKIIATYPHI Jell.
IIoHsATHE M HA3HAYEHUE SKCIEPTU3bI IEHHOCTEN TOKYMEHTOB. [IprHIHNIIBI U
KPUTEPHUH OIIPEAEIICHUS] HAYYHON, HICTOPUYECKON U ITPAKTUYECKON LIEHHOCTH
JoKyMeHTOB. CpOKH XpaHEHUs T0KyMEHTOB.
[opsinok mepenayn Aen B apX¥UB WIH YHUUTOKEHUE IOKYMEHTOB, ITPaBHiIa
0 OPMIICHHUS HITH COCTABIICHHS OIUCH JIedl.
Pazoen 3. Komnoviomepusauusa 00KyMeHmMAYUOHHOZ0 00eCneueHUus YRPAGIeHUs OK 01,02,06
Copep:kaHue y4eGHOT0 MaTepuaJia 6 IIK 1.5,
Komnberorepuzanuss JOY Ha npennpusiTuu, 3HAUCHUE, TMEPCIEKTHBBI Pa3BUTHSL. IIK 3.4,4.1,4.3
UcnonezoBanue IIK B opranmzanum paboTel ¢ JgokyMeHTamu. CocTaBHBIE YacTh
KOMITBIOTEPHOTO JICJIONPOU3BOCTBA: aBTOMATU3UPOBAHHbBIN COOp, 00paboTKa, XpaHEHHUE
Tema 3.1 JIOKYMEHTAIINH, MPEJOCTaBIeHHe pa3HooOpa3HOoW WH(pOpMaUu. DIEKTPOHHAS IOYTa!
KomnbloTepuzauus .
IIOHATHE, Ha3Ha4YCHUC. Tumner CHUCTEM SJICKTPOHHOU II0YThI (FHO63HBHBIC,
AOKYMEHTAIIHOHHOTO KOPITOPATHUBHBIE), UX KpaTKas XapaKTePHCTHUKA. XpaHEHHE JOKYMEHTOB B 3JIEKTPOHHOU
obecmedeHud noute. MH(DOpManmoHHO-CcIIpaBoyHas paboTa B YCIOBUSX NMPUMEHEHUS KOMIBIOTEPHBIX
ynpapaeHusd TEXHOJIOTHH.
IMpakTnyeckoe 3ansiTue Ne8: OdopmiieHrne OCHOBHBIX JOKYMEHTOB OpPTraHH3alMOHHO- 2
pacopsINTEIHLHOM TOKYMEHTAINH ¢ TOMOIIEI0 [I9BM.
IIpakTnyeckoe 3ansiTue Ne9: Pabota ¢ 351eKTpOHHON OYTOM 4
IIpome:xyTouHnasi aTTecTanus - JK3amMeH
HToro no qucuuminHe: 74
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3. YCJOBUS PEAJIM3AIIMN ITPOTPAMMbBI YYEFHOM JUCIHUTLINHBI

3.1. TpeboBanusi K MUHUMAJbHOMY MATEPUAIbLHO-TEXHUYECKOMY

o0ecne4eHNI0 y4eOHOH TUCHUILIHHBI

Peanuzammss mporpaMMmbl  AUCIUIUIMHBI  TpeOyeT Hanmwuus KaOWHETa
COITMAIbHO-TYMAaHUTAPHBIX JUCHUIUIMH JJIA MPOBEACHUS 3aHATHN JIEKITMOHHOTO
TUIMA, NPAKTHYECKUX 3aHITUH, B TOM YHCJIE TPYNIOBBIX, WHIWBHUIYaJIbHBIX,
MUCHbMEHHBIX, YCTHBIX KOHCYJIbTAIIUM, TEKYIIEro KOHTPOJS U IPOMEKYTOUHOU
aTTeCTalllH.

O6opynoBaHue:

- pabouee MecTo MpernoaaBaTes;

- CHeUHAIU3UpOBaHHAsE MeOenb (CTOJNbI, CTYJbSl 1O KOJUYECTBY
oOyyJaromumxcs);

- IOCKa YYEHHUYECKasl.

TexHuyeckue cpencTBa 00yueHuUs:

- KOMIIbIOTEP (HOYTOYK);

- MyJBTUMEAUNHBIN TPOEKTOP, IKPAH.

YueOHo-HarNIsIIHBIE TOCOOMS: TUIaKaThl, Y4eOHO-HArjsiHblE MOCOoOus,
oOecreynBaIIe TEMAaTUYECKWE WILIIOCTpAllMM 1O pabodeil  mporpamme
JUCIUIUIMHBI, B TOM UHCJE, BHUJEO-ayJdO MaTepHajbl, KOMIIBIOTEPHBIE
MpE3CHTAIUU.

KomMmmproTep uMeeT JOCTYI K AJEKTPOHHO-OMOIMOTEYHBIM CUCTEMAM,
BBIXOJ B TJI00AIbHYIO ceThb MIHTepHET, OCHAICH JUIICH3MOHHBIM MPOrPaMMHBIM
o0ecrieyeHueM.

3.2. YueOHo-MeTOoOMYeCKOe oO0ecrmedyeHHe W  HHMOPMAIMOHHOE

o0ecrnevyeHne peajn3anuu y4eOHoOM JUCHUIIINHBI

1. Hamvonaneneii crangapt PO T'OCT P 7.0.97-2016 «Cucrema
CTaHAApTOB 1O WHPOpMaLMKM, OUOIMOTEYHOMY U HW3JAaTEIbCKOMY JeIy.
OpraHu3aiMOHHO-PaCIIOPAIUTETbHAS JOKYMEHTAIUSL. TpeboBanus K
opopmieHuto JokymeHTOB» (yTB. mpukazom DenepanbHOro areHTCTBa IO
TEXHUYECKOMY PEryJMpOBaHUIO0 U MeTposioruu ot 8 nexadps 2016 r. N 2004-ct)
http://www.consultant.ru

OcHoOBHBbIE yueOHbIE U3IaHUSA

2. JloKkyMeHTaIMoHHOe oOecrieueHne ynpapieHus : yueOHuk / beikoBa
T.A., nox pen., 'motoa C.A., KonbkoBa A.1O., Kykapuna F0.M., Ckpurniko E.A.
— Mockasa : KnoPyc, 2021. — 266 c. — ISBN 978-5-406-08272-0. — URL.:
https://book.ru/book/939282

3. Hekpaxa, A.B. Opranuszanus KOH(UIEHIINATEHOTO
JEJIONPOU3BOJACTBA M 3aliuTa MHpopMauuu [DNEeKTpoHHBIA pecypc]: yueOHoe

nocooue/ A.B. Hekpaxa, I'.A. llleBiioBa.— DJNEKTPOH. TEKCTOBBIE JaHHbIE.— M.:
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https://book.ru/book/939282

AxazeMu4ecKuit [Tpoekr, 2019.— 222 C— Pexum JoCTymna:
http://www.iprbookshop.ru/36849.— BBC «IPRbooks», o mapoJto

4, Hoponuna, JI. A. JlIokyMeHTaIllMOHHOE OOeCTieueHne YIPaBICHUS:
y4eOHUK W TIPAKTUKyM JUIA CPEJHEro NpoPeCCHOHAIBLHOrO 00pa3oBaHus /
JI. A. loponuna, B. C. UputukoBa. — MockBa: U3garensctBo Opaitt, 2021. —
233 c. — (IIpodeccuonanpHoe obOpazoanue). — ISBN 978-5-534-05783-6. —
Tekct: anexkrponnsiii // OBC Opaiir [caiit]. — URL.: https://urait.ru

JlonoiHUTEIbHBbIE y4eOHbIe U3TAHUS

S. JloKyMeHTaIlmoHHOEe oOecrieueHue yrpaBieHus: yueOHuk / BrbikoBa
T.A., mox pen. u np. — Mocksa: KnoPyc, 2020. — 266 c. https://book.ru/
6. Kopuees, 1. K. JlokymeHTalmoOHHOE ObOecrieueHne yrpaBieHHUs —+

tectbl B OBC: y4eOHMK M TPaKTUKYM Uil CPEAHEro MpoghecCHOHAIbHOrO
obopazoBanus / M. K. Kopuees, A. B. Ilmenko, B. A. Mamypues. — 2-¢ u3n.,

nepepad. u gon. — MockBa : WzmarensctBo IOpaiit, 2020. — 384 c.
https://urait.ru/

HNuTepHer — pecypcsl

7. TpynoBoit  komekc  Poccuiickoit ~ ®enepamuu //  Tapant:
uHpopmManroHHO-1paBoBoii mopran. — URL: http://base.garant.ru/12125268/

8. OdunmanbHbIi Caitt AJIMUHUCTpauuu MYHHIUIIAIIBHOTO
obpazoBanus «I'opox Caparos» http://www.saratovmer.ru/

Q. Odunuaneueiit  nopran IIpaBurensctBo CapaToBckod 00JacTu

http://saratov.gov.ru/

10. CmopaBouHblil IpaBOBOM mopTai ['apanT www.garant.ru

11. CopaBounas nmpaBoBasi cucreMa Koncynprant + Www.consultant.ru

12. TOCT P 7.0.97-2016. HamumonanbHblii cTaHgapt Poccuiickoit
®enepauuu. CucremMa CcTaHAapTOB MO HHPOpMALMH, OMOIMOTEYHOMY H
u3nareabckoMy Aeny. OpraHu3alMOHHO-pacHopsAIMTENIbHAS  JTOKyMEHTAIUS.
TpeGoBanus k odopmieHuto 10KyMeHTOB oOecneuenus // Koncynerant Ilmroc:
UH(GOPMaLlMOHHO-TIPAaBOBOM MOPTAJL.

Mertoanyeckue ykazaHusi s O0y4almUXcsi 1O  OCBOCHHIO
JAUCHHUILIMHBI

13. Meroauueckue ykazaHus [ OOy4yalOUIMXCA IO  BBIIOJHEHUIO
MPAKTUIECKUX PaOOT.

14. Meroauueckue ykazaHUs Al OOy4arOUIMXCsl 110 BBIMOJHEHUIO 3a/laHui
CaMOCTOSATENbHON pabOTHI.
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4. KOHTPO.Ib Y OIIEHKA PE3YJIbTATOB OCBOEHUWS YUYEBHOU

JACHUTILIAHBI

4.1. ®opMbI U METOAbI KOHTPOJISI M OLIEHKHU Pe3yJIbTATOB 00y4eHUs

PesyabTaTnl 00yueHus

®opmMbI U METOAbI KOHTPOJISI M OLIEHKHU
pe3yJbTaToB 00y4eHust

Obwue Komnemenyuu:

OK 01. BsiOupaTh criocoObl perieHus 3aaad
npohecCHOHATBLHOM NEeSTEIIbHOCTH
NPUMEHHUTEIBHO K Pa3IMYHBIM KOHTEKCTaM;
OK 02. OcymiecTBisiTb MOUCK, aHAIU3 U

UHTEPIIPETAINIO UHOpMAIHH,
HEOOXOMMMOW  JUIsl  BBINIOJHEHHS  3a/1ad
npodeccHoHaIbHON AEATEILHOCTH;

OK 06. [IposiBiaTh IpaX/1aHCKO-
NaTPHOTUYECKYIO MO3UIHIO,
JIEMOHCTPUPOBATh OCO3HAHHOE IIOBE/ICHHE
Ha OCHOBE TPaJAUIIHOHHBIX

0011eYeI0BEYECKUX LIECHHOCTEH;
Ilpogpeccuonanvnvie komnemenyuu:

I[IK 1.5. Oo6ecneunBath  (GUHAHCOBO-
SKOHOMHYECKOE COIIPOBOX/ICHUE
JESITEJIBHOCTH IO OCYIIECTBICHUIO 3aKYIMOK
JUISE TOCYIapCTBEHHBIX W MYHHUIIUTIAIBHBIX
HYX]I.

I[IK 3.4. OGecneunBaTh OCYIIECTBICHUE

(UHAHCOBBIX B3aMMOOTHOLICHUI c
OpraHHu3alUsIMH, OpraHamu
rOCYyJapCTBEHHOM BJIACTH M MECTHOI'O
CaMOYIIPABJICHUS;

I1K 4.1. Pa3pabarbIBaTh IJIaH U MPOrpamMmy
IIPOBEJCHUS KOHTPOJBHBIX MEPOIPHUATHH,
oQOpMIISITH  pe3yNbTaThl  MPOBEAECHHBIX
KOHTPOJIbHBIX MEPONPUATHH, BbIpaOaTHIBAThH
PEKOMEHIallMU M0 YCTPAHEHUIO HEJIOCTATKOB
U PHUCKOB, OLEHHUBaThb APPEKTUBHOCTD
KOHTPOJIbHBIX MPOLIETYP;

1K 4.3. YuacTBOBaTh B peBU3UHU (PHMHAHCOBO-
XO3SIHCTBEHHON  AEATEIbHOCTH  OOBEKTa
(MHAHCOBOT'O KOHTPOJISL.

Texkynui KOHTPOJIb:

- ONPOC YCTHBIN U MUCHbMEHHbBIN
(MHIMBH AT bHBIN U (PPOHTATBHBIN);

- TECTUPOBAHUE;

- BBITIOJIHEHUE MUCbMEHHOU PaldoTHI;

- BBIIIOJIHEHUE MPAKTUYECKOMN pabOThI
(MHOMBHyaT bHAS U TPYMIOBas popma
paboThl);OLeHKa pe3yIbTaTOB BhIITIOJHEHHS
CaMOCTOSTENILHOM paboThI

[TpomexyTouHas aTTectanus B popme —
sK3aMeH (6 cemecTp)

Merton MIPOBEICHUS
arTrectaiuu = 6 cemecTpa:
KOMIUIEKCHOTO 3a/I1aHus

MIPOMEKYTOUHOU
BBIIOJIHEHHE
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B  pesyiaprare  OCBOCHHS  TUCIHIUIHHEI
00yYaromuncs T0JKEH yMeThb:

- pacro3HaBaTh 3a/a4y U/ WiH
mpo0seMy B podecCHOHATLHOM U/WTH
COLMAIbHOM KOHTEKCTE; aHAJTH3UPOBATh
3a7auy W/WiM Ipo0JIeMy U BBIIEIATH e¢
COCTaBHBIE YACTH; OTIPENENIAThH ATAIIBI
pEILICHHS 33]1a9H; BBISBISTH U 3PPEKTUBHO
UCKaTh UH(POPMAIIHIO, HEOOXOTUMYIO /IS
PEIICHUS 3a/1a4i W/UIH TIPOOJIEMBI;

- ONpeNeNATh 3aJauyd Ui  IOHCKa
uHpOpPMALIUK; ONpENeNsITh HEOOXOIMMBbIe
UCTOYHUKA  WHQPOpMAIMK;  TUTAHUPOBATh

nporecc TIOWCKA; CTPYKTYPHPOBATh
NOJy4aeMyr0  WH(POPMAILIMIO;  BBIIACIATH
Hauboee 3HAYUMOE B nepeyHe
UHPOpPMAIIMK; OIICHUBATh IMPAKTHYECKYIO
3HAYUMOCTb pe3yIbTaToB MONCKA;
0oOpMIIATH PE3ysIbTATHI TOUCKA,

- OITMChIBATH 3HAYUMOCTb cBOCH
npodeccuu  (CIEeUAIBHOCTH); TPUMEHSTH
CTaHJAPTHI AHTUKOPPYIIIUOHHOTO
IIOBCACHUS.

— COCTaBJISITh CBOJIHBIE MTEPEUHU
TJIaBHBIX paclopsAuTeNei (pacnopsiauTesneil)
U TIoJTy4aTesneil O10/1KeTHBIX CPECTB,
TJIaBHBIX a]MUHUCTPATOPOB U
a/IMAHUCTPATOPOB JIOXOJIOB OIOJKETa U
HUCTOYHUKOB (PMHAHCUPOBAHUS eduLinTa
Oromxera;

- dbopMUpOBaTH TOCYIaPCTBEHHBIS
(MyHHUIIMTIQJIBHBIC) 3aJIaHUS TS
roCy/1apCTBEHHBIX (MYHHUIIMIAIbHBIX )
YUPEXKJIEHUH C UCTIONIb30BAHUEM 0A30BBIX U
BEJIOMCTBEHHBIX MTEepeUHeH
rOCYyIapCTBEHHBIX (MYHHUIIUTAIBHBIX) YCIYT
U paboT M OTIPEeNeNsITh pa3Mepbl CYOCHIHIA;

- (hopMHUPOBATh peecTPbl PACXOTHBIX
00513aTeNECTB MYHUIIUTIATHHOTO
o0Opa3zoBaHus;

- MIPOEKTUPOBATH MPeIeTbHbIE 00BEMBI
OFO/PKETHBIX CPEJICTB 110 TJIABHBIM
pacropsAuTeNsM (pacopsAUTENsIM) CPEACTB
OIOIKETOB, TOCYAAPCTBEHHBIM U
MYHHIIHITATEHBIM YUPEIKICHUAM;

- MIPOBOJANTH MOHUTOPHHT I[€JIEBBIX
nporpaMM, GUHAHCHUPYEMBIX U3 OIO/IKETOB
OroKeTHOM cucteMbl Poccuiickoit
denepannu;

— ompeaensaTh AePUIHT Or0KeTa U
WCTOYHUKHU ero GMHAHCUPOBAHUS;
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- COCTaBJISITh CBOJHYIO OIOJIKETHYIO
POCIINCE;

— oOpMIIATH IJIATEKHBIC JOKYMEHTBI
(37IEKTPOHHBIE 3asBKM HA KACCOBBIE PACXObI
U TUTaTeXKHbIE TIOPYUYCHUS) ISl POBEICHUS
KAaCCOBBIX BBIILIAT;

- IIPOBOAMTH MTPOBEPKY IIATEKHBIX
JIOKYMEHTOB MOJy4aTelis 010/ PKETHBIX
CPEJICTB, NMPEJACTaBICHHBIX ISl POBECHUS
KaCCOBBIX BBIILIAT;

— PYKOBOJICTBOBAThLCS ACHCTBYIOITUMU
HOPMAaTUBHBIMH ITPABOBBIMU aKTaMH,
PEryJIUpYOIKUMU TOPSAIOK IIITAHUPOBAHUS U
(MHaHCUPOBAHUSA JIEATEITLHOCTH
rOCy/IapCTBEHHBIX M MYHHUIUIAIbHBIX
YUPEKICHUM;

— paccuMThIBAaTh OCHOBHBIE TIOKA3aTeNN
JESITEIbHOCTH OIOJIKETHBIX U aBTOHOMHBIX
YUPEKICHUH;

— WCYHCIISATh PACXO/IbI HA OILIATy TpyAa
PaOOTHUKOB TOCYIAPCTBEHHBIX U
MYHUILIUIIATBHBIX YUPEKIACHUM;

— HCIIOJIb30BATh YTBEPKICHHbBIC
METOMKHU OMPEICTICHUSI PACXOI0B HA
coJiep:kaHre OFOKETHBIX M aBTOHOMHBIX
YUPEKICHUM;

— COCTaBIISITh OIO/IKETHBIE CMETHI
Ka3eHHBIX YUPEKICHUH;

- COCTaBJISITH TUTAHBI (PUHAHCOBO-
XO3AUCTBEHHOM JIEATETLHOCTH OFOKETHBIX
Y aBTOHOMHBIX YUPEKICHUL;

- MIPOU3BOUTH PACUETHI
MOTPEeOHOCTEN I OCYIIECTBICHUS 3aKYTIOK
JUTSI TOCYIaPCTBEHHBIX M MYHHUITUIATBHBIX
HYXI;

— 000011aTh ¥ aHATH3UPOBATH
uH(}OPMAIIHIO O IIEHAaX Ha TOBaphl, pabOTHI,
yCIIyTH B cdepe 3aKyIoK;

— OTHCHIBATh OOBEKT 3aKYIKH U
000CHOBBIBaTh HAUAIBHYIO (MAaKCUMAIBHYIO)
IIEHY 3aKYIIKH;

- OCYUIECTBJISATH MOHUTOPUHT
MOCTABIIUKOB (TTOJAPSTINKOB,
UCTIOJIHUTENEH) B cdepe 3aKyIoK;

— OCYIIECTBIISITh TIPOBEPKY
HEO0OXOIMMON TOKYMEHTAIIUU JIJIs
MIPOBEICHUS 3aKYIIOYHOU MPOLEAYPHI;
MIPOBEPSTH HEOOXOIUMYIO TOKYMEHTAIHIO
JUTSI 3aKJTFOYCHHSI KOHTPAKTOB;

- OCYIIECTBISATH MOHUTOPUHT
MOCTABIIMKOB (OIS TYUKOB,
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HCIIOJTHUTEIICH) B c(hepe 3aKyIoK;
— MCIOJIb30BaTh UH(GOPMAIMOHHBIE
TEXHOJIOTHH B Iporiecce GOpMUPOBAHUS U
UCIIOJIb30BaHUs (PMHAHCOBBIX PECYPCOB
OPraHu3alMi U OCYILIECTBICHUS
(buHAHCOBBIX OmNepanui,

B pe3yJibraTte OCBOEHUS
JTUCIUIUIMHBI 00yYaroImuiics JOKeH
3HATh:
- aKTyalbHBIH  TpPO(EeCCHOHANBHBIN |
COLIMANILHBI ~ KOHTEKCT, B  KOTOPOM
OPUXOAUTCS paboTaThb M KHUTh, OCHOBHbBIE
UCTOYHUKMA WHGOpPMALUA U PECYpChl s
peleHus 3aaq u npobiem B
npo(eCCHOHATLHOM ~ W/WJIM  COLUAIbHOM
KOHTEKCTE;
- aJIrOpUTMBI  BBITIOJIHEHUS  paboT B
npoecCHOHANBHOM U CMEXHBIX 00JacTsIX;
METOJIbI palbOTBl B TMPOPECCHOHAIBHONH U
CMEXHBIX cepax; CTPYKTypy IUIaHA IS

PCIICHHUA 3aaa4, IMOPAI0K OLCHKU
pe3yJIbTaToB peLieHus 3a1a4
npoeCCHOHAIBHON JESATEIHHOCTH;

- HOMEHKJIATYPY UH(POPMAIIMOHHBIX
NUCTOYHHUKOB MMPUMCHSACMBIX B

npoeCCHOHATIBHON AEATENbHOCTH; MPHEMBI
CTPYKTYpUpOBaHUS HHpopMmanuu; Gopmar
oopmienus pE3yJIBTaTOB MIOMCKa
uH(pOopMaLnu;

- CYWIHOCTb TPaXXAAHCKO-NTATPHOTHYECKON
NO3MLIMK, OOIIEYEIOBEYECKUX LIEHHOCTEH;

3HAYMMOCTh npodeccuoHanbHOM
JeSITeIbBHOCTH o npodeccun
(cenMaNbHOCTH); CTaHJapThl
AHTUKOPPYIIIHOHHOTO MTOBEACHUS u
MOCJICJICTBHSI €70 HAPYIIICHUS;

- HOPMaTHBHBIE TIpaBOBBIC aKThI,
peryiupyoomue (UHAHCOBYIO JESITeILHOCTD
OpraHu3aIui;

- OCHOBHBIE TIOJIOXKEHHUS 3aKOHOIATEJIbCTBA
Poccuiickoit ®Penepaumn W HOPMaTUBHBIE
MPaBOBbBIE aKTBhl, peryJmpyronme
JEeSITENIbHOCTH B cpepe 3aKymoK;

- CYIIHOCTh (PMHAHCOB OpraHU3aIMMA, HUX
MECTO B (PMHAHCOBOI CHCTEME rOCYAapCTBa;
- OpuHOUNB,  (GOpMBI W METOMBI
OpraHu3ai (MHAHCOBBIX OTHOIICHUN;

- XapakTepHUCTUKY KamuTajga OpraHu3aluu 1
€ro 3JIEMEHTOB, IPUHLMUIBLI ONTHUMHU3ALUU
CTPYKTYpPHBI KanuTania;

- XapaKkTEepUCTUKY JOXOJIOB H pacxoa0B
OpraHu3aluy;
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- CYIITHOCTh M BUIBI TPUOBLITN OpraHU3aIINH;
- CHCTEMy IIOKa3aTelieii peHTa0eIbHOCTH;
CYIIHOCTh HMHBECTHUIIMOHHOW JIESITEIIBHOCTH

OpTraHHU3aINH, METO/IBI OIICHKHU
s dexTuBHOCTH WHBECTHITMOHHBIX
MIPOCKTOB;

- (opmbl M Meroabl aHanu3za (pUHAHCOBO-
XO3SICTBEHHOM JeSITCIILHOCTH,

- METO/0JIOTUIO ¢dbuHaHCOBOTO
MJIAHUPOBAHUS JICSITEIIBHOCTH OpTraHU3alliy;
- OCOOEHHOCTHM  TMPOBEIEHUS  3aKYIOK
TOBapoOB, padOT, YCAYT OTACIbHBIMUA BUIAMU
FOPUINYECKUX JINLI;

- crnocoObl CHUXKEHUS (MpegoTBpalleHNUs)
(UHAHCOBBIX PUCKOB;

- DKOHOMHUYECKYI) CYIIHOCTh ¢  BHJIbI
CTpaxOBaHMsI OpraHMU3alMi, OCOOEHHOCTU
3aKJIFOUYEHHUS IOTOBOPOB CTPAXOBAHUS;

- TEOPHUIO U MPAKTUKY TPUMEHEHHUS METOJIOB,
OpUEMOB U TIPOLEAYp MOCIEAYIOIIEro
KOHTPOJIS;

- uH(pOpPMAalMOHHBIE  TEXHOJOTHUH B
poeCCHOHAIBHON e TEIHHOCTH

4.2. ®oH/ OLIEHOYHBIX CPEICTB JIf POBeIeHHUS MPOMEKYTOUYHOM

arrecranmun oﬁyqammnxcsl Mo JTUCIMUIIINHE

IHoka3aTenn U KPUTEPUU OLCHUBAHUSA KOMIIETEHIM U
[Toka3arenmn W KpUTEPUM OLICHUBAHHUS KOMIIETCHIIMM, ONMCAHUE LKAl

OLICHHUBAHHA COACPIKATCA B IIPUTTOKCHUHA 1.

KoHTpoJsibHBIEC M TECTOBBIE 3aJaHUS
KonTponpHbIe 3a1aHus coaepkarcs B MPUIOKEHUN 1.

MeTtoanyeckue MaTepUuabl

Meroauueckie Matepuainbl, ONPESISIONUe MNPOUEAYPHI

OIICHUBAHUA

3HAHWM, YMEHUH, XapaKTepu3yomux GOpMUPOBAHUE KOMIIETCHIIMM, COACPIKATCS

B NIPUJIOKEHUN 1.

KOHTpOJILHO-OIIeHO'{HLIe cpeacrea

IIpunoxenne 1

AJIsI MIPOBECACHUSA IlpOMe)KYTO‘lHOﬁ aTrTeCTAallMi 10 TMCHHUIIJIMHE

OI1.04 lokyMeHTALMOHHOE O0ecredeHHue yIpaBJIeHHs
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1.1. ®opmMa NpPOMeKYTOUHOI aTTecTalMu: YK3aMeH (6 cemecTp).

1.2. Cucrema OLCHUBAHUSA PE3YJbTATOB BBINOJIHCHUS 3agaHni

OueHuBaHue pe3yabTaTOB BHIIOJHEHUS 3alaHUi IPOMEXKYTOUYHON aTTECTALlMM OCYIIECTBISAETCS
Ha OCHOBE CIEAYIOIUX IPUHIUIIOB:

JOCTOBEPHOCTH OIIEHKH — OLIEHMBAETCS YPOBEHb C(POPMUPOBAHHOCTH 3HAHHUM, YMEHHUH,
IPAaKTUYECKOI'0 OMbITa, OOLIMX M MPOPECCHOHATBHBIX KOMIIETEHIIUH, TPOAEMOHCTPUPOBAHHBIX
00y4aroIUMUCs B XO/I€ BBIIIOJIHEHUS 3aJaHUS;

aJIcKBaTHOCTU OLIEHKM — OLEHKa BBIOJIHECHUS 3aJaHui JIOJDKHA IIPOBOJIUTBHCS B
OTHOILIEHUM TEX KOMIIETEHIIMH, KOTOpble HEOOXOAMMBbI aisi 3((EKTUBHOTO BBINOIHEHUS
3aJlaHus;

HAJEKHOCTH OLICHKH — CHUCTEMa OLIEHUMBAHUS BBINOJIHEHMs 3aJaHUN JOKHA 00Janarh
BBICOKOM CTENEHbIO YCTOMYMBOCTH IPU HEOJHOKPATHBIX OLIEHKAaX YpOBHsS C(OPMHPOBAHHOCTHU
3HaHUM, YMEHUH, MPAKTUYECKOrO0 OIbITAa, OOMMX M MpPO(EeCCHOHATBHBIX KOMIETEHLIUN

00y4aromuxcs;

KOMIUJIEKCHOCTH OILIEHKM — CHCTEMa OILIEHHMBAHHUS BBITOJIHEHHS 3aJaHUi JTO/DKHA
MO3BOJIATh ~ MHTETPATUBHO  OLEHWUBAaTH OOmME ©  MPOPECCHOHAIBHBIE  KOMIICTCHIIUN
00y4aromuxcs;

OOBEKTHBHOCTH OLIEHKM — OIIEHKA BBIMOJHEHHS KOHKYPCHBIX 3aaHUN JTOJKHA OBITH
HE3aBUCUMON OT OCOOEHHOCTeW TpOo(GEeCcCHOHAIbHOW OpHEHTALWW WU  [PearoYTeHUuN
npernojaaBaresyieil, OCyIECTBISIFOIINX KOHTPOJIb WIM aTTECTALIMIO.

[Ipy BbINOSHEHUH MPOLIEAYP OLEHKH 3aJaHUN HCIHOJIB3YIOTCS CIENYIOIIUE OCHOBHBIE
METO/IbI:

- METOJ] pacueTa MepBUYHBIX 0aJIJIOB;

- METOJ1 pacueTa CBOJHBIX OAJIIOB.

Pe3ynbpTaThl BBINOJHEHUs 3aaHUN OIIEHHWBAIOTCS B COOTBETCTBUU € pa3pabOTaHHBIMU
KPUTEPUSIMHU OLICHKHU.

Hcnonb3yercs naTubauibHas mKajia Ui OLleHUBaHUS Pe3y/IbTaTOB O0yUSHHUS.

[lepeBon nsaTHOANIBHOM MHIKanbl y4eTa pe3yJbTaTOB B MSATHOAUIBHYIO OLIEHOYHYIO
HIKaJy:

TEOPETHYECKOr0 U MPAKTUYECKOT0 3a1aHNs,
cpeAHMid 0aJ1J1 0 UTOraM aTTeCTALUA

Ouenka Konu4yecTBo 0217108, HAOpaHHBIX 32 BHINOJIHECHHE

OneHka 5 «OTIMYHO» 4,6-5
Orenka 4 «xopoImioy» 3,6-4,5
Onenka 3 «yJOBIETBOPUTEIBHO» 3-3,5
Onenka 2 «HEeyA0BIETBOPUTEIBHO» <29

1.3. KOHTpPOJILHO-0LIEHOYHBIE CPeICTBA
1.3.1 3ananmue:
1.OTBETHTH HA BOMPOCHI.
2. BBINOTHUTB MPAKTUYECKOE 3aJaHHUE.
IIpumepHbIe BONPOCHI /151 cO0ece10BaAHMS
1. IlepeuncnuTh OCHOBHBIE 3HAUEHUSI U COICPKAHUE JUCIUTIIINHBL.

2. OOBSCHUTH MEKITPEAMETHBIC CBSI3U C APYTUMH TACIHUILTAHAMH.
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3. Uctopus pa3zButus aenonpousBozactsa B Poccun. CoBpeMEHHOE COCTOSIHUE
JOKYMEHTAIIMOHHOTO 00eCTIeYeH sl YIIPaBICHUSI.

4. Pa3bsICHUTD MOHITHE YHU(PHUKAIUS ¥ CTaHIAPTU3ANNS JOKYMCHTAIIHH.

5. CucreMbl JOKyMEHTAIUU: TIOHATUE, IPU3HAKH.

6. OYHKIIMOHAIbHBIE U OTPACIEBBIE CUCTEMBI JOKYMEHTALIUH.

7. MexoTpaciieBble CUCTEMbI IOKyMEHTAIUH.

8. OOBACHUTDH MOHATHE - PEKBU3UT, GOPMYIISIp TOKyMEHTA, TUIIOBOW (HhOopMyIIsp,
dbopmyrsp obpaserr, Tabenb GOpM JOKYMEHTOB.

9. Aansoom hopM YHHPHUITMPOBAHHBIX IOKYMEHTOB: IMOHSTHE, XapaKTEPUCTHUKA.

10. Ciyx6a JIOY B opraHuzanusix: ey, 3a/1a4u, Ha3HaueHue, (YHKIIUU, TUTIOBBIC CTPYKTYPHI,
JOKHOCTHOM COCTAaB.

11. PermamenTarust paboter C/{OVY.

12. HopmaTtuBHBIE JOKYMEHTBI, PETJIAMEHTHPYIOIIUE OPraHU3alnio JOKYMEHTO000poTa.
13. Perucrpanust JOKyMEHTOB: MTOHATHE, LIEJIH, 33]]Ja4l, MECTAa PETUCTPAIIMH PA3TUYHbBIX
KaTeropui JOKyMEHTOB.

14. Cuctema u ¢hopMsbl peructpanuu (KypHalibHas, KapTOuHasi, aBTOMAaTU3UPOBAHHASA ), KX
JIOCTOMHCTBA U HEAOCTATKU.

15. Homenknarypa aen: OHSITHE, 3HaYeHUE IS KJIacCU(PUKAIIMHN IOKyMEHTOB, ONIEPaTHBHOTO
XpaHEHUs U X NMpeAapXUBHON MOATOTOBKU. Bl HOMEHKIATYp Je.

16. Ilopsaok cocTaBienus, 0pOpMIICHUS, YTBEPXKICHUS U IPUMEHEHHUS] KOHKPETHON
HOMEHKJIATYpBbI JIEI.

17. Tlopsimox hopMupoBaHUs €]

18. Opranuzanus XpaHeHHs] UCTIOTHEHHBIX TOKYMEHTOB.

19. OcHoBHBIE TpeOOBaHUSI HOPMATUBHBIX JOKYMEHTOB, PETJIAMEHTHPYIOIIHUX

JIAHHBIN 3TaI IOKyMEHTO00O0pOTa.

20. OTBETCTBEHHOCTH 32 COXPAHHOCTh JOKYMEHTOB.

21 JokyMeHTOOOOPOT: MOHATHE, 00IIIME TPUHITUIIBI OPTaHU3aAIMN JOKYMEHTO000POTa, €ro
CTPYKTYpa, HEOOXOAUMOCTb yueTa 00beMa JOKYMEHTO000poTa.

IIpumepHbIe NpakTHUYECKHE 3aJAHUSA:

3aganue 1. CoctaBbTe 001U OJ1aHK U OJaHK MUChMa MPEANPUATUS NIPU YTIIOBOM
pAacIoyIOKEHUU PEKBU3UTOB OJIaHKA.

Ha3Banue npenanpusTHs, ero opraHM3allMOHHO-TIPABOBYIO (OPMY M PEKBU3UTHI
UCIOJIb3YHTE TI0O CBOEMY YCMOTPEHHIO.

3aganue 2. CocraBbTe OOIMN ONaHK W OJAHK MUCbMa NPEANPHUATHS TNpU
IPO/IOJIBHOM PACHOJIO0KEHUH PEKBU3UTOB OJNaHKa.

HasBanue npeanpustvs, €ro OpraHu3aliOHHO-TIPABOBYIO (POPMY M pPEKBU3HUTHI
UCIIOJIb3YHTE TI0O CBOEMY YCMOTPEHHUIO.

3aganmne 3. CocraBbTe mpukaz o0 utorax paboTsl ¢ JokymeHtamu B 2018 1. B
OAO «Askc». B koHcTatupyromeil yacTH yKaXHT€ Ha HHU3KYI0 TpeOOBaTEIbHOCTH
PYKOBOJIUTENEH MOapa3esieHnii K Ka4eCTBY MOJATOTOBKU IOKYMEHTOB M KOHTPOJIIO 33 UX
UCTIOJHEHHeM. B pacnopsiaurensHON 4acTh oOpaTHTe BHMMaHUE PYKOBOJAWTENEH Ha
MOBBIIIEHNE TPEeOOBATEIBHOCTH K paOOTHHKAM B 4acTH pabOTHI ¢ AOoKyMeHTamu. JlaiiTe
3alanue pabOTHHUKY, OTBEYAIOLIEMYy 3a JEJONPOU3BOJCTBO, Ha pa3pabOTKy Mep Mo
YIIYUIICHUIO 3TOM pabOTHI.

3anganme 4. CoctaBbTe IpUKa3 O IepeBOie Ha pabOTy BHYTPH OpraHU3aIUH.

3aganme S. Hanummwmre npoekt mnpukaza no OAO «Oxcup» 00 wutorax
JIOKyYMEHTaabHOU peBu3uHu pabdoTel mpeanpustus ¢ 01.02.2018 mo 01.09.2018. B akte
peBU3UN 3a(pUKCHPOBAHBI CIENYIOIINE HEJOCTAaTKU: HE YHOPSAOYEH Yy4YeT JIHYHOTO
cocraBa, HekoTopble yuyHble nena WTP HaxonmaTrcs B 3amylIeHHOM COCTOSHUH; Y
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3aBeAyrouiero ckiuagom metauioB llerposa JILH. oxazannch M3NMMILKM JIMCTOBOW CTaIU
(320 xr) 1 HemocTaya CTaabHOM JIEHTHI (85 Kr); JOIMycKaeTcss HEOOOCHOBAHHOE CITMCAHHUE
yIIaKOBOYHON OyMaru, IBO3J€M M 3allacHbIX 4acTell AJii peMoHTa OOOpYAOBaHHUS; B
MEXaHMYECKOM IIeXe TOMYUIEH Nepepacxo] Mpunosi B kojaudyecTBe 60 Kr; 3aBeyIOLIUM
ckinaackuM xo3sicTtBoM ILL.UM. SIKoBIEBBIM HECBOEBPEMEHHO OTIPYXEHa IOCTABILIHMKAM
BO3BpaTHas Tapa, 3a 4YTO 3aBOAOM yIulaueH wmtpad B cymme 1,5 ThIc. py6. [dpyrue

PCKBU3HUTHI YKAKHUTC CAMOCTOATCIILHO.

1.3.2. Kputepuu oneHKH

IPOrPaMMHOTO MaTepHaia.
OcHOBHOE cojiepkaHne y4eOHOTO MaTeprala He pacKphITO;
JOTYIIEHbI TPyOble OMMUOKH B OMPEECICHUU TOHATHUN, TIPU HC-
IMOJIb30BAHUU TCPMUHOJIOTHH.

3arpynHsieTcss OTBeYaTh Ha BOMPOCHL, MPH OTBETE JOIMYCKAET
CePhE3HBIC OMMUOKH.

baier B
Kputepumn oieHKH pe3y/ibTaTOB BHINOJIHEHUS TEOPETHYECKOT0 COOTBETCTBUU C
3alaHus KPUTEPUIMHU
OIICHKH
MaxkcumanbHbII
oana —2
1 | HdemoHcTpupyeT T1iay0OOKOe, TIOJIHO€ 3HAaHWE U IOHHMAaHHE 2
MIPOrpaMMHOTO MaTepHaia.
[TocnenoBarenbHO, CaMOCTOSITENIbHO  PAacKphIBA€T  OCHOBHOE
coJiep;KaHue BOIpOCa.
BbiBOIBI  apryMEeHTUpPOBAaHBI, OCHOBaHbI Ha CaMOCTOSITENHHO
BBITIOJIHEHHOM aHaju3e, 0000IICHIH JaHHBIX.
YeTKo U BEPHO JaHbI OINPEICTICHUS] MOHSATHI U HAyYHBIX TEPMUHOB.
JlaeT BepHBIE, CAMOCTOSITEIIbHBIE OTBETHI HA BOIIPOCHI.
2 | leMOHCTpUpPYET HEIOCTATOYHO TJIyOOKOe, TIOJTHOE 3HAHUE U 15
MOHMMAaHHE MTPOrPaMMHOT0 MaTepHaa.
HenocraTouno mocienoBareabHO, HO CAMOCTOSITEFHO PACKPBIBACT
OCHOBHO€ COJIEpKaHHE BOIIPOCa.
BrIiBOIBI OCHOBaHBI Ha CaMOCTOSATENIBHO BBIMOJHEHHOM aHAIU3E,
0000IIIeHNN MaHHBIX, HO B OTJAEIBHBIX CIydasx HEIOCTaTOYHO
apryMEHTHPOBAHBI.
HenocratoyHo 4€TKO M BEPHO JIaHBl OINpPEACICHUS MOHATHU U
HAyYHBIX TCPMUHOB.
[Ipu oTBeTe Ha BOMPOCHI JOMYCKAET HECYIIECTBEHHBIC OILIUOKH,
KOTOPbIE€ MOXKET UCTIPABUTH CAMOCTOSITEIBHO.
3 | deMoHCTpUpYeT B OTIEIBHBIX BOMPOCAX, HETIYOOKOE BIaJCHHE 0,5
3HAHUSIMU MTPOTPAMMHOTO MaTepHaa.
W3naraer mporpaMMHBIM Marepuanl (parMeHTapHO, HE BCeraa
MOCJIe0BATEIBHO.
JlonyiieHbl OMUOKKM W HETOYHOCTH B HCIIOJIb30BAHWU HAYyYHOM
TEPMUHOJIOTHH.
IIpu oTBeTe Ha BONPOCHI JOMYCKAET HETOYHOCTH.
4 | CtyneHr JEMOHCTPUPYET HE3HaHUE u HEIIOHUMaHHUE 0
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Bananl 3a

Kpurtepuu oieHKH K NPAKTHYECKUM 32/1aHUAM
KpHUTEepPHH OLEHKH

1 | OTBer Ha BONpOCHI MakcuMaabHbIH
0an1-3
BepHo 1 moiHO aHBl OTBETHI Ha BCE NMOCTABICHHBIC BOMPOCHL. B 3

JIOTUYECKOM PACCYKIACHUH M PEIICHUU HET OIMMUOOK, CUTYaI[HOHHAS
3ajaya pelleHa paluoHaIbHBIM criocoOoM. [lomydeH mpaBHIIbHBII
OTBET. SICHO onucaH croco0 peeHusi CHTYallMOHHOM MPOOJIEMBI.

BepHo, HO HE IIOJIHO JaHBI OTBETHI HA BCE IIOCTABICHHBIE BOIIPOCHI 2
OTBeThl B LIEJIOM BEPHBL. B J10rMuyeckoM pacCyXAeHUM U pelIeHUN
HET CYIIECTBEHHbIX OHIMOOK, HO CUTyallMOHHAas 3ajaya pelleHa
HEONTHUMAJIBHBIM CIIOCOOOM WJIM JIONYyLIEHO He Oonee JBYX
HE3HAuuTeNbHbIX omuoOoK. IIpobinema cuTyalMoOHHOM 3ajnaun
BBISIBJIEHA, PELICHUE COOTBETCTBYET YCIIOBUSIM CHUTYallMOHHOMN
3aJ1a4H.

BepHo u moJIHO 1aH OTBET HA 3aJIaHUE 1
B normdeckoM paccykI€HMH U  pPELUICHUH HET OIIHUOOK,
CUTyallMOHHAsl  3ajjaya peIllieHa palMOHAIbHBIM  CIOCOOOM.
[TomyuyeH mnpaBUIBHBIIA OTBET. SICHO omucaH Ccroco0 peueHus
CUTYallMOHHOU IPOOJIEMBI.

BEPHO, HO HE IIOJIHO JIaH OTBET Ha 3a/I1aHHe 0,5
B mormueckom pacCy:xa€HMM MW PCIICHHUU HCT CYIMICCTBCHHBIX
omMOOK, HO CHUTyallMOHHas 3ajada pelleHa HEONTHMAaIbHBIM
CIocoOOM WM JONYyLIEHO He Oojee ABYX HE3HAUUTEIbHBIX
ommbok. [Ipobnema cuTyallMOHHOH 3a1auu BBISBJICHA, PEIICHHE
COOTBETCTBYET YCJIOBHUSIM CUTYAIllMOHHOW 3a/1a4N.

OTCyTCTBYET OKOHYATEJbHBIM BapUaHT pPELIECHUS CUTYallMOHHON 0
3ajauu. PeleHre HeBEpHOE WM OTCYTCTBYET.

1.4. MartepuajbHO-TEXHHUYECKOE oOOecneueHue Jsi NMPOBedEeHHs] MPOMEKYTOUYHOM
arTecTaluu

ATTGCT&III/IS[ IMPOBOAUTCA B KaOHWHeTe COMAJIBHO-TYMAaHTHUPAaHbIX JUCHUIIJINH

1.5. YueOHo-MeTOoAMYeckoe M HMHGPOPMAIMOHHOe oO0ecmeveHHe AJsi NMPOBeACHUS
NMPOMEKYTOYHOM aTTecTalluu

HopMaTuBHO-IpaBOBbIE AKThI:

1. Haummonansueii crangapr PO I'OCT P 7.0.97-2016 «Cuctema cTtaHmapToB 1O
uHpopManuy, OMOIMOTEYHOMY M HM3JATeIbCKOMy zeny. OpraHu3almoHHO-paclopsIuTeIbHAas
nokymeHTarusa. TpeboBaHus K O(GOPMIICHHIO JOKYMEHTOB» (YyTB. mpukazoMm DeneparbHOTO
areHTCTBA MO TEXHUYECKOMY PEryJMpOBaHUIO U MeTpojoruu ot 8 nexadps 2016 r. N 2004-cT)
http://www.consultant.ru

OcHoBHbBIE yueOHbIe H31aHUS

2. JlokyMeHTanmoHHOe obecrnieueHue ynpasieHus : yueOHuk / beikosa T.A., mox
pen., I'noroBa C.A., Konskosa A.1O., Kykapuna FO.M., Cxpunko E.A. — Mocksa : KaoPyc,
2021. — 266 c. — ISBN 978-5-406-08272-0. — URL.: https://book.ru/book/939282

3. Hexkpaxa, A.B. Opranu3zanus KoHQUISHINATBHOTO AEIONPOU3BOICTBA U 3aIIUTA
uHpopmanuu [DneKTpoHHBIH pecypc]: yueObHoe mocobue/ A.B. Hekpaxa, I'.A. llleBuoBa.—
DJNeKTpoH. TekcToBble aaHHble.— M.: Axagemuueckuir I[Ipoekt, 2019.— 222 c.— Pexum
noctyna: http://www.iprbookshop.ru/36849.— DBC «IPRbooksy, o mapoitto

4. Hoponuna, JI. A. JlokyMeHTallMOHHOE OOeCIeYeHUe YIpPaBICHUSA: YYEOHUK U
NpakTUKyM i1 cpeaHero  mpodeccuoHanbHOoro — oOpazomanusi/  JI. A. JlopoHuHa,
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http://www.consultant.ru/
https://book.ru/book/939282

B. C. UputuxoBa. — Mocksa: M3narensctBo FOpaiit, 2021. — 233 c. — (IIpodeccronanshoe
obpazoBanue). — ISBN 978-5-534-05783-6. — Tekct: anektponnsiii / OBC KOpaiit [caiiT]. —
URL: https://urait.ru

JlonoJiHUTe/IbHBIE Y4eOHbIe U3IAHUS

o. JlokyMeHTaImoHHOe o0ecrieueHue ynpasieHus: yaeOHuk / beikoa T.A., mox pex.
u 1p. — Mocksa: KanoPyc, 2020. — 266 c. https://book.ru/

6. Kopuees, 1. K. [lokymenranuonHoe obecneuenue ynpasiaenus + Tectel B ObC:
Y4eOHHMK U TIPAKTUKYM ISl cpefHero npodeccuonaabHoro oopasoanus / M. K. Kopnees, A. B.
[Tmenko, B. A. MamypueB. — 2-e¢ u3j., nepepad. u gon. — Mocksa : U3natensctBo FOpaiir,
2020. — 384 c. https://urait.ru/

HNuTepHeT — pecypcebl

7. TpynoBoit koxexc Poccuiickoit Penepanuu // T'apanT: uHpOpMaAIMOHHO-
npaBoBoii noprain. — URL: http://base.garant.ru/12125268/

8. Odunuanpupii CallT AAMHHHCTpAIMM MYHUILIUIAIBRHOTO oOpa3zoBanus «l opon
Caparos» http://www.saratovmer.ru/

9. OdunmanbHbIT noprai [IpaBuTENHCTBO CapaToBckoit obrnactu
http://saratov.gov.ru/

10. CnpaBouHblil npaBoBoi nmoprtai ["apant www.garant.ru

11.  CopaBounas npaBoBasi cuctema Koncynbrant + wWww.consultant.ru

12. I'oCT P 7.0.97-2016. HamumonaneHblii ctanmapt Poccuiickoit ®enepanuu.
Cucrema cTaHmaproB 1Mo HWHPOpPMALWH, OUOIMOTEUHOMY M M3/ATEILCKOMY  JICiy.
Opranu3anroHHO-pacnopsaIUuTeabHast JoKyMeHTanus. TpeboBaHus K ohOpMIIEHUIO TOKYMEHTOB
obecnieuenns // Koncynprant [nroc: nHGOpMaMOHHO-TIPaBOBOH MOPTAJL.

MeTtoanyeckue yKazaHus VI 00y4arOLIMXCsl 0 OCBOCHHIO THCHMIIIMHBI

13. Meroaunueckue yka3zaHus Ui 00y4aroluXcsl 110 BBIMOJIHEHUIO IPAKTUYECKUX padoT.

14. Meroauueckue yKazaHus JUIsI OOy4YarOIIMXCS 10  BBIIOJHEHUIO 3aJaHUM
CaMOCTOSITENIbHOM pabOTHI.

24


http://base.garant.ru/12125268/
http://www.saratovmer.ru/
http://saratov.gov.ru/
http://www.consultant.ru/

