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1. MACIHIOPT ITPOI'PAMMbBI YYEFHOM JUCIIUILINHBI
OIl.11 JOKYMEHTAIIMOHHOE OBECIIEYEHME YIIPABJIEHUSA

1.1 O6aacTh NPpUMEHEHHUs] IPOTrPaMMbI

Pabouast mporpamMma y4eOHOM AUCITUIUIMHBI SIBISCTCS YaCThIO IIPOTrPAMMBI
MOATOTOBKH CIICIIMAIIMCTOB CpeaHero 3BeHa B cooTBerctBuu ¢ DPI'OC mo
crneruainbHocta CITIO 38.02.07 bankoBckoe 1eJio.

1.2 Mecto yyeOHo# aucuunanHbl B cTtpykrype IHIICC3
VY4eOHast AUCIUIUIMHA BXOIUT B 00IIeTpoheCCHOHATBHBINA UK TPOTPaMMBbI
MOJATOTOBKHU CHELUATIMCTOB CPEIHETO 3BEHA.

1.3. Hesan u TpeOGOBaHHMS K pe3yibTaTaM OCBOECHHUsI YUeOHOH AUCHUILIUHBI:

N3yuyeHnue AUCIUIUIMHBI HAIIPaBJiI€HO Ha ()OPMUPOBAHKE OOIMX KOMIIETEHIHIA,
BKJIFOYAIOUIUX B c€0s CTOCOOHOCTH:
OK 02. OcymiecTBisTh NOHMCK, aHAJIW3 W HHTEPIPETALUI0 HH(OpManuH,
HEOOXOMMOM I BBIIOJIHEHUS 3a7a4 POo(eCCUOHATBHON AESITEIbHOCTH
OK 06. IIposBnATH IPa)XXJaHCKO-TIATPUOTUYECKYIO ITO3ULHIO,
JEMOHCTPUPOBAaTh  OCO3HAHHOE  IIOBEJACHME HA OCHOBE  TPaJULMOHHBIX
00I11eY€eI0BEYECKUX LIEHHOCTEN
OK  07. ConelicTBOBaTh  COXPAaHEHUIO  OKPYXKAIOLIEW  CpElbl,
pecypcocOepexeHuto, 3PpPEKTUBHO 1EUCTBOBATh B UpE3BbIUAHBIX CUTYaAIUSX;

B pe3ynbTaTe 0CBOCHUS TUCUUIIIMHBI 00YYaOMUNACs 10JIKeH YMeTh:

—  pacmo3HaBaTh 33/1auy B IPO(ECCHOHAIBHOM U COL[UAIbHOM KOHTEKCTE;

—  OompeneNATh 3aJayd NI MOMcKa MH(GOpPMalLUU; ONpeAesTh HEeOoOXOAUMbIE
UCTOYHUKHY UHPOpMAIUH;

—  OmpeneNsITh AaKTyaJbHOCTh HOPMATHBHO-TIPABOBOM  JTOKyMEHTAllUd B
npodeCCUOHATILHON JIEATEIbHOCTH;

—  OpraHu30BBIBaTh pabOTy KOJUJICKTMBA M KOMAaHJbI; B3aWMOJCHCTBOBATH C
KOJJIEraMH, PYKOBOJCTBOM, KIHEHTaMH B XoJe MpodeccrnoHalIbHOMI
NeSITEIIbHOCTH;

— TIpaMOTHO HU3JaraTb CBOM MBICIM W OQOPMIIATH  JTOKYMEHTHI IO
npo(ecCUOHaNbHON TEMAaTUKE Ha PYCCKOM SI3bIKE, MPOSIBISATH TOJIEPAHTHOCTh
B pab0oyeM KOJJIEKTHBE;

—  TPUMEHATh CpeAcTBa HH(MOPMAIMOHHBIX TEXHOJOTHUH 17 odOopMIICHUS
JTIOKYMEHTOB;

—  THCaTh CBSI3HBIE TEKCTHI HAa MPOQECCHOHATbHBIE TEMbI TyTeM (POPMHUPOBAHUS
TEKCTa COCTABISIEMBIX IOKYMEHTOB;

—  o(opMIISTH Pa3IMYHbBIC BUBI TOTOBOPOB OaHKA,

—  OpUEHTHpPOBaThCS B (hopMax pacueTHON JOKyMEHTAIMU OaHKa;

—  0(hOpMIIATH BBIUCKH U3 JTUIEBBIX CUETOB KIHEHTOB;



opOopMIISTh JTOKYMEHTAllUI0 B COOTBETCTBMM C HOPMATHBHOW 0a3oM,
UCIIOJIb3YsI HHPOPMALIMOHHBIE TEXHOJIOTHH U CPEACTBA OPITEXHUKHU;
UCIT0JIb30BaTh YHU(PUIIUPOBAHHBIE CUCTEMBI IOKYMEHTALIUN;

OCYIIECTBIISITh XPAHEHUE, TOUCK JOKYMEHTOB;

WCIMOJIb30BaTh  TEJIIEKOMMYHUKAIIMOHHBIE TEXHOJOTHMM B  JJIEKTPOHHOM
JIOKyMEHTOO00O0pOTE;

B pe3ynbTaTe 0CBOCHHUS TUCHUILIMHBI 00YYaIOIUNCS JOJIKEH 3HATh:
OCHOBHbIE HMCTOYHUKM HWH(MOpPMAIMU MU PECYpPChl IS PEIICHHs 3aaad |
po6seM B Tpo(heCCHOHATEHOM M COIMATLHOM KOHTEKCTE;

HOMEHKJIaTypa  HMH(QOPMAIIMOHHBIX  HMCTOYHHUKOB,  TMPUMEHSEMBIX B
npo(hecCHOHANBFHON JEATENBHOCTH MyTEM H3YyYEHHS HOPMAaTHBHO-TIPABOBOM
nokyMenrauu J10Y;

OCHOBBI ITPOEKTHOH J1€ATEIBHOCTH;

npasuiia opOpMIIEHUSI JOKYMEHTOB;

COBpEMEHHBIE CpEJICTBA W YCTpPOWCcTBa WH(MOpPMATHU3ANU; TOPAIOK UX
OpPUMEHEHUsT W MporpaMMmMHOe o0ecredyeHue B MPOQPECCHOHAIBHON
NESITEIIbHOCTH;

OpaBwjia  MOCTPOEHUS  MPOCTBIX U CJIOXKHBIX  MPEIIOKEHUH  Ha
po(ecCUOHANIBHBIE TEMBI IYyTEM COCTABJIEHUS TEKCTOB IOKYMEHTOB;
OCHOBHBIE MTOHSATHSI JOKYMEHTAMOHHOT'O 00ECIICUEHHUs yIIPaBIICHMUS;
OCHOBHBIE  3aKOHOJATEJIbHBIE W HOPMAaTHUBHBIE aKThl B  oOjacTu
JIOKYMEHTAIIMOHHOTO 00ECTICUeHHs yIPaBIICHHUS;

LeJIH, 33]]a41 U IPUHLUIIBI JOKYMEHTAMOHHOTO 00ECIIeUeHHs yIIpaBICHUS;
CUCTEMBI IOKYMEHTALIMOHHOTO 00€CIIeYeHHsI YIIPABIICHUS;

TpeOOBaHUS K COCTABICHHUIO M O()OPMIICHHUIO Pa3IMYHBIX BHIOB JOKYMEHTOB;
oO01IHe MpaBuiia OpraHu3aIuy paboThI C JOKYMEHTaMH,

COBpEeMEHHbIe HWH(OPMAIMOHHBIE TEXHOJOTUU CO3/1aHusl JOKYMEHTOB U
aBTOMAaTU3AlMU JOKYMEHTO000pOTa;

1.4 Koin4yecTBO 4YacOB HA OCBOEHHUE MPOrPaMMbI M CIIUNJIMHBI:

MaKCUMaJbHOW yueOHOU Harpy3ku oOydaromierocs 50 yacoB, B TOM 4HcIe:
00s3aTeIbHON ayAUTOPHON yueOHON Harpy3ku oOy4aronierocs 42 yaca,
CaMOCTOSITENIbHOM paboThl 00yyaromierocs 8 4acos.



2. CTPYKTYPA U COJAEPKAHUE YYEBHOUW JUCIUILINHBI

2.1 O0beM yueOHOM IUCHMILIMHBI M BHABI Y4e0OHO padoThI

Bua yueO6Hoii padoThl Qovem uacoe
MakcuMasibHasi yyeOHasi HArpy3Ka (Bcero) 50
O0s13aTesibHasi ayIMTOPHasi yueOHasi HAarpy3Ka (Bcero) 30
JIEKLIIUH, YPOKH
MIPAKTUYECKNE 3aHATHUS 12
CamocrosiTtesibHasi pabora o0y4aromerocst (Bcero) 8

IIpomexyTouHas arrectauus 1udPepeHIMpOBaHHbIN 3a4eT




2.2 TemaTu4yeCcKMid IJIAH U COAEPKAHUE YUe€OHOM JUCHUIJINHbBI

OIL.11 JOKYMEHTAIIMOHHOE OBECIIEYHEHME YIIPABJIEHUSA

Koapl
Coaeprxanue yueOHOro MaTepuaJa, JabopaTopHble M NPAKTHYECKHE 3aHATHS, WOMICTERIHH,
HaumenoBanue camocTosiTe/IbHAsl padoTa o0y4yarouierocsi, Kypcopasi paéora (IIpoeKr) (eciu Oo0bem YpoBeHnnb (bopmupoBanuio
pa3aesioB 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. /lokymenmuposanue ynpagieHueckoil 0eameaibHocmu
Coaep:xaHue y4eOHOIro MaTepHuaJia 4
3HaueHUe U COJAEpXKaHUE AUCLMILUIMHBI U €€ MEXIPEIMETHbIE CBSI3U C APYTUMU 4 OK 02,06,07
mucuuruinHamu. Mcropust passutus genonpousBoactsa B Poccuu. CoBpemeHHOE
COCTOSTHUE JOKYMEHTAllMOHHOIO olecredeHus yrnpasieHUs. OCHOBHbBbIE MOHSATHUS:
JIOKYMEHT, JIOKyMEHTOBEJCHHE, JTOKYMEHTALMOHHOE OOEeCIeUeHne YIpaBICHUS
Tema 1.1 (10Y). HopmarusHo-tipaBoBas 6a3za JIOY. Ponp uHpopManuu B COIHMATHHO-
IIpeamer, mesim m | 3KoHOMHYeckux  mpoueccax. DegepanpHplii 3akoH  «O0  mHpoOpMmanuy,
3agaum yyeOHoOi |uH(popMarmzauuu UM 3ammre  uUHQopManuu».  DyHKUMH ~ TOKYMEHTOB:
AUCHHUTIHHBI. UH(POPMaLMOHHAs,, KOMMYHUKAaTUBHAsl, COLIMANbHAs, KYIbTypHas, ylpaBleHYecKas, 1
JIOKyMeHTBI 1 [IpaBoBas, HCTOpPHYECKas W Jpyrue, UX XapakTepucTuka. JloKyMeHTHUpOBaHUE:
€1ocoo0bl NOHATHE, Ha3HAYeHHE, OCHOBHBIE CHOCOOBL. ~ MaTepuanbHble  HOCHUTENHU
AOKyMeHTHpOBaHusl |uHpopmanuu. Kraccudukannms AOKYMEHTOB 1O  crmoco0y  H3TrOTOBJIEHHS,
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 4
CTAHAAPTH3AUMSA | noKkyMEHTALlMM: MOHITHE, NpU3HAKK. DYHKIIMOHAIbHBIE M OTPACJIEBBIE CHCTEMBI !
)




JTOKYMEHTOB.
CucreMbl
JOKYMEHTAIUH

JOKyMEHTauuu. MexoTpaciieBble CUCTEMBI JOKYMEHTALIHH.

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

Tema 1.3
PexkBHU3UTLI N
0JIAaHKHU JOKYMEHTOB

Coaep:xaHue yueOHOro MaTepuaJa

10

PexBusut, hopmynsp 1oKymMeHTa, TUIIOBOU Gopmydsap, popmymsp oOpasel, Tabenb
¢dbopM JTOKYMEHTOB, anbOOM (GOpM YHUPHUIMPOBAHHBIX 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 opranm3amuu. CocraB, odopMieHHE, H3TOTOBJICHHE, XpaHEHHE
OJaHKOB OpraHu3anuu. biaHK TOKyMEHTa: MOHSATHE, Ha3HAuCHHE, BUJbI OJIAHKOB
(oOmmii, OnaHk muUchbMa, OJIAaHK KOHKPETHOro BHjaa JokymeHTta). Cocras,
oopmieHre peKBU3UTOB OJIaHKA.

IIpakTnueckoe 3ansaTue Ne 1 [IpoextupoBanue 6J1aHKOB OpraHU3aIuu

N

CamocrosiTeibHasi padoTa odyuyaromuxcssi Ne 1 CpaBHeHue pa3iM4HBIX BUIOB
JOKYMEHTOB 10 Ha3HAYEHUIO, COAEPKAHUIO U 0(OPMIICHHUIO

Tema 1.4
Opranu3anuoHHO-
PacnopsiaurenbHasn

IlOKyMeHTaIII/[H

ConepxaHue y4eGHOro MaTepuaJjia

oo

OpraHu3alliOHHO-PACTIOPATUTENbHBIE  JOKYMEHTBI:  TOHSATHE,  Ha3HAYeHUE,
OCHOBHBIE BU/Ibl (OpraHU3aI[MOHHBIE, PACTIOPSIAUTENbHBIE, CTIPABOYHBIE).
OpraHuzallioHHbIE JOKYMEHTBHI: YCTaB, TMOJOXXEHHE, CTPYKTypa U IITaTHas
YHUCIIEHHOCTh, IITAaTHOE pPAacCIHCaHWe, TpPaBHWIA, JODKHOCTHAS HWHCTPYKIHs, Mx
Ha3HAYeHHe, XapaKTepUCTHKAa U cocTaB. TpeOoBaHUS K OGOPMIICHHIO, MOPSIOK
yTBepKAeHUs. PacnopsauTenbHble JIOKYMEHTBHI: IIOCTAHOBJIEHHME, TMpuKa3 (1o
OCHOBHOU JIeATENhHOCTH W TIO0 JUYHOMY COCTaBy), yKa3aHue, perieHune. Ux
Ha3HaveHWe, TpeOoBaHus K oOdopMIeHHI0. THUIBI JOKYMEHTOB: TIOJIMHHUK,
nyOonukar, komwus, BbIMKMCKAa. VX HasHaueHue. CrpaBoyHO-WH(DOPMALIMOHHBIC
JOKYMCHTBI: CJ'Iy>KG6HI)Ie nuceMma, CITpaBKH, JOKJIaAHBIC, C.]'Iy}Ke6HBIe,
OOBSICHUTENbHBIC 3aMUCKU, MPOTOKOIBI, aKThl, 3asBICHUA. VX XapaKTepUCTHKA,
TpeboBaHUs K 0(hOPMIICHHIO.

OK 02,06,07

IIpakTunyeckoe 3ansitue Ne 2 CoctaBieHue U 0hOpMIIEHHE paCTIOPSIUTETbHON

OK 02,06,07

9




JIOKYMEHTAIUN
IpakTuyeckoe 3ausaTue Ne 3 Cocrasiienue u opopmiieHue HHPOPMAITMOHHO- 2
CIIPABOYHOM JOKYMEHTAIUU 0K 02,06,07

Tema 1.5 Conep:xanue yueOHOro MaTepuaJia 6
JloKyMeHTBI 110 JloroBopHo-TIpaBoBas JoKyMeHTalus. Buabl 1oroBopos B 6anke. @opmysip 2
npogecCHOHAIBLHOM | 10roBopoB. OcoOeHHOCTH 0OPMIICHUS
AeSITeJIbHOCTH IpakTuyeckue 3auaTus Ne 5 OdopmiieHre J0roBOpoB 2 2

I'nasa 2 Opzanuzayusn pabomot ¢ 00KymeHmamu

Coaep:xanue yueOHOro MaTepHuaJia
Cnyx6a IOV B opranuzanusx: 1eiu, 3a7a4u, Ha3HaueHue, QyHKIMHI, TUTIOBbIE 4

oo

CTPYKTYpbl,  JTOJDKHOCTHOM  coctaB. Permamenrtamuss  paborer  CHOYVY.
JIOKyMEeHTO000POT: IIOHSTHE, oOmue ITPUHLIMIIBI OpraHu3alyx
JOKYMEHTOO0OpOTa, €ro  CTpPyKTypa, HEoO0XOAMMOCTh  ydera oObeMa
JIOKYMEHTO000pOTa. Hopmarunbie JIOKYMEHTHI, periaamMeHTHpyoIne
OpraHu3alMI0 JOKyMEHT0o000poTa. Perucrpanusi HOKyMEHTOB: MOHSTHE, LEIH,
3aJlaul, MECTa PETUCTPAllUU PA3JIMYHBIX KaTeropuil gokymeHToB. Cucrema u
¢dopmbl peructpanuu (KypHajdbHas, KapTO4yHas, aBTOMAaTH3UpPOBaHHAs), MX
JOCTOMHCTBAa M HenocTarku. lloka3aTenu, BBOJUMBIE B PErMCTPALlMOHHBIE
Tema 2.1 ¢opmbl. OCOOEHHOCTH pPETUCTPAllMM BXOASAIIMX, HUCXOMSAIIMX M BHYTPEHHHX
Opranusanus NOKyMeHTOB .CrocoObl OTIpaBKU JAOKYMEHTOB (TPaJULMOHHBIH, C MOMOIIbIO
AOKyMeHTooGopoTa |TenedoHa, ¢akca, MHTepHeTa. KOHTPOIb HCIONHEHUS JOKYMEHTOB: MOHSTHE,
HazHaueHue, BuAbl. [IpuHIUNBl opraHuzanuu KOHTposis. CpOKH HCHOTHEHUS:
TUNOBOM. VHIMBUAYaIbHBIN. TexHosorust BeneHUsT KOHTPOJIs. AHamu3
UCIIOJIHEHUSI  JOKYMEHTOB B  OpraHu3aunuu. BsauMocBs3b — perucrpanuu
JOKYMEHTOB U MH(OPMALMOHHO-CIIPaBOYHOM paboTbl. Opranuzamus paboThl ¢
MOMOUIBIO CIPAaBOYHBIX KapTouek. HoMeHKkaTypa nei: MOHSATHE, 3HAYEHUE JUIs
KJacCcU(UKAUU JOKYMEHTOB, OMNEpPaTHMBHOTO XpAaHEHUS W UX MpelapXUBHON
MOATOTOBKU. Buibl HOMEHKIATYp Al
JIOMKHOCTHBIE JHIA, OCYLIECTBIISIIOIINE PETUCTPALMIO, KOHTPOJIb HCIIOJIHEHHUS,
X (PYHKIIMU U TIpaBa.
CamocrositeibHast pabdora oOywyarommxes Ne 2 M3yunte THHOBYIO 4 3

OK 02,06,07
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HHCTPYKIUIO 11O ACTIOIIPOU3BOACTBY

OK 02,06,07

Coaep:xanue yueOHOTro MaTepHaJia 4
HoMmenknarypa nen: mHOHATHE, 3HAa4eHUE JUISI KIacCU(UKALUU JIOKYMEHTOB, 4
OIIEpaTUBHOI'O0 XpPaHEHMsI U UX IPEJApXUMBHOM MOATOTOBKU. Buabsl HOMEHKIATYp
T 29 nen. Ilopsanok cocraBieHus, OGOPMIIEHUS, YTBEPXKICHUS U IPUMEHEHHUs
Oprzll\:;?sa.uuﬂ KOHKPETHOW HOMEHKNaTypbl aen. llopsimox dbopmupoBanust men. Opranuzamus
XpaHEHMs HUCIOJHEHHBIX JOKYMEHTOB. OCHOBHBIE TpeOOBaHHS HOPMATHBHBIX
OH;II::}T[:::;)FO JOKYMEHTOB,  PErJaMeHTHUPYIOIIMX  JaHHBIA  dTalm  JOKyMEHTOoOOopoTa.
OTBETCTBEHHOCTh 32 COXPAaHHOCTb JOKyMEHTOB. Ilopsmok cocraBieHus,
Hoszzllczrf:;(;;mn oQopMIIEHHUS, YTBEPKICHUS U IPUMEHEHUS KOH“erTHOf/i HOMEHKJIATyphl JEdl.
[TonssTe M Ha3HA4YeHHE HKCHEPTHU3bl LEHHOCTEH NOKyMEHTOB. lIpuHnummnel u
JOKYMEHTOB B apXHB o . o
WM HA YHHUTOKEHHE KPUTEPUU OIPENEICHUs] HAy4yHOW, HMCTOPUYECKOH, NPAKTHUUYECKOH LIEHHOCTU
NoKyMeHTOB. Cpoku XpaHeHus NOKyMeHTOB. llopsnok mepenauu nen B apxuB
WIM YHUUYTOKEHUE JOKYMEHTOB, IIpaBuiia OOPMIICHHS WUJIM COCTABIIEHUS ONMCU
Jel.
I'nasa 3. Komnviomepu3sayua 00KyMEeHmMAyLOHHO20 0Decneyenus ynpagieHus
Coaep:xanue yueOHOro MaTepuaJia 4
Komnerorepuzanus JIOY Ha npeanpusatuu, 3Ha4€HUE, MEPCHEKTUBBI Pa3BUTHSL. 2
Ucnonw3zoBanue 1K B opranuzanuum pabotsl ¢ nokymeHTamu. CocTaBHbIE YacTu
Tema 3.1 KOMITBIOTEPHOI'0 JIeJIONPOMU3BOJICTBA: ABTOMATH3UPOBaHHbBIM cOOp, 00paboTKa,
Komnblorepuzanus | XpaHeHUEe JOKYMEHTAllMM, [PEIOCTaBICHUE pa3HOOOpa3HOM uH(pOpMaIuy.
AOKYMEHTAIIMOHHOT0 | DJIEKTPOHHAs IOYTa: MOHATHE, Ha3HaueHUe. TUIIbI CUCTEM 3JIEKTPOHHOM MOYTHI
obecneueHust (rmobasibHbIE, KOPHOpaTHBHBIE), HX KpaTKas XapaKTepUCTUKA. XpaHEHHe
yIpaBJIeHUS JIOKYMEHTOB B 3JEKTpOHHOH mnoure. MH(popmanmoHHO-cipaBoyHast paboTa B
YCIOBUSX MPUMEHEHHS] KOMITbIOTEPHBIX TEXHOJIOTUH.
IIpakTnyeckue 3anatus Ne 6 OpopmieHre opraHu3amoOHHO 2
pacropsAIUTEIIbHON JOKYMEHTAMKU ¢ ToMoIIsi0 [I9BM.
IIpome:xyTouHast arrecranus. {updepeHunpoBaHHbIN 3a4eT 2
HToro mo nucuumnjinue 42
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3. VCJIOBHUS PEAJIN3ALIAM ITPOTPAMMEBI YYEBHOM
JACHUTILIAHBI

3.1. TpeOoBaHUS K MUHMMAJILHOMY MAaTePHUAJIbLHO-TEXHUYECKOMY 00eCIeYeHH IO

y4eOHOH TUCHUIIMHBI

Peanuzanmsi mporpaMMbl TUCHUTIIMHBI TPeOyeT HamW4usi KaOWHETa COIHAIBHO-

TYMaHUTAPHBIX JUCHUIUIMH JUIsl TPOBEACHUS 3aHSATUNA JIEKIIMOHHOTO THIIA,

MPAKTUYECKUX 3aHATHM, B TOM YHUCJE TPYINIOBBIX, UHIUBUIYAIbHBIX, MMChMEHHBIX,

YCTHBIX KOHCYJIbTALMH, TEKYIIETO KOHTPOJIS U IPOMEKYTOUHOU aTTECTALUH.

O6opynoBanue:

- pabodee MecTo Iperno1aBaTers;

- CIeIMaaIu3upoBaHHas MeOelb (CTOJBI, CTYJIbS 1O KOJUYECTBY 00yUaIOIMIMXCs);

- JIOCKa YYEHHYECKasl.

TexHuyeckue cpeacTBa 00yueHUs:

- KOMIIbIOTEP (HOYTOYK);

- MYJIbTUMEIUNHBIN TPOEKTOP, IKPaH.

VY4ueOHo-HarIsI AHEIC TOCOOHSI: TIaKaThlI, y4eOHO-HAarJIsIHbIC rmocoowus,

oOecrnieunBaONIMe TEMAaTHUUYECKUE  WIUTIOCTpallMM 1o  pabodell  mporpamme

JTVCLIUIUIMHBI, B TOM YUCIIE, BUJICO-ayAN0 MaTepHaibl, KOMILIOTEPHBIC MPE3CHTALIUH.
KomnbprloTep wuMeeT AOCTYI K 3JIEKTPOHHO-OUOIMOTEYHBIM CUCTEMAaM, BBIXO]

B ro0anpHyl0 ceTh VIHTEpHET, OCHAIEH JMIICH3UOHHBIM MPOrPaMMHBIM

00eCIICUCHUEM.

3.2. YueOHo-MeTOAu4YecKOe U HH(OPMALMOHHOE 00eceueHre peaTu3aiun
Y4eOHOM JUCHMILIUHE

HOpMaTI/IBHO-HpaBOBbIe AKTbI

1. "TOCT P 7.0.97-2016. HammonansHbiii cTangapT Pocculickoii
@®enepanmu. Cucrema craHgapToB 1o  uHPoOpManuu, OUOTUOTEUHOMY U
u3nareabCckoMy  Aeny.  OpraHu3alMOHHO-paclopsauTeNbHas  JOKYMEHTAIMs.
TpeGoBanus k odopmienuto gokymeHToB" (yTB. Ilpukazom Poccranpapra ot
08.12.2016 N 2004-ct) (pen. ot 14.05.2018)

OcHoBHBbIE yueOHbIE U3IaHUSA

2. JlokyMeHTaluoHHOe obecrieueHue ymnpasieHusi : y4deOHuUK / bbikoBa
T.A., mox pen., ['noroBa C.A., KonskoBa A.1O., Kykapuna I0.M., Cxpunko E.A. —
MockBa : KnoPyc, 2021. — 266 c. — ISBN 978-5-406-08272-0. — URL.:
https://book.ru/book/939282

3. Hekpaxa, A.B. Opraau3aiys KOHQHUICHIMAIBHOTO JISJOMPON3BOICTBA U
3amuTa uHGOpManuu [DIEKTPOHHBIN pecypc]: yueOHoe mocooue/ A.B. Hekpaxa,
I'.A. IlleBuoBa.— DJIEKTPOH. TEKCTOBbIE HaHHbIe.— M.: Akaaemuueckuil [Ipoekr,
2019.— 222 c.— Pexum pocryna: http://www.iprbookshop.ru/36849.— 3SBC
«IPRbooks», mo maposro
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4, [Tono, C.JI. Jlemonmpou3BOACTBO U CEKpeTapckas paboTa Ha
NepcoHaNbHOM KommbioTepe [DnexTpoHHbiii pecypce]/ C.JI. TlomoB.— DnekTpoH.
tekcTtoBble gaHHbie.— M.: COJIOH-IIPECC, 2018.— 424 c.— Pexwum nocryna:
http://www.iprbookshop.ru/26915.— BbC «IPRbooks», o maposto

JlonosiHUTEIbHBIE YUeOHbIe U3IaHUs

S. Hoponuna, JI. A. JlokyMeHTalMOHHOE OO€ecleYeHUue YIpaBICHUS :
y4eOHMK U TPaKTHKYM I cpenHero mnpodeccMoHabHOTrO —0o0Opa3oBaHus /
JI. A. loponuna, B. C. UputukoBa. — Mocksa : U3natensctBo FOpaiit, 2020. —

233 c. — (IIpodeccuonanpHoe obOpa3zoBanue). — ISBN 978-5-534-05783-6. —
Texcr : oanextponnbii // O6pazoBatenpHas Tutatrgopma HOpait [caiiTt]. —
URL: https://urait.ru/bcode/453767

6. Kopuee, W. K. JlokyMeHTallMOHHOE OOECIIEUCHHE  YINPABJICHUS :

y4eOHHK U TPAKTHKYM ISl  CpemHero mnpoeCCHOHAIBLHOTO 00pa3oBaHUs /
. K. Koprees, A. B. Ilmenko, B. A. MamypieB. — 2-¢ u3f., nepepad. U gom. —
MockBa : MzparensctBo  FOpaiit, 2020.— 384 c.— (IIpodeccuonanproe
ooOpazoBanue). — ISBN 978-5-534-05022-6. — Tekctr : DSJEKTpOHHBIA //
OopasoBarenbHas wiatdopma FOpaiit [caitr]. — URL: https://urait.ru/bcode/453688

HNHuTepHer — pecypcsl

7. Base Doc.ru - KpyIHeuIas 0a3za JOKYMEHTOB
http://basedoc.ru/individual businessman/1247-trudovoy-dogovor-ip-s-rabotnikom-
obrazec.html

8.  Odunmanbubiii CaliT AIMUHUCTPAMM MYHULUIIAIBHOIO 00pa3oBaHUs
«[opox Capatos» http://www.saratovmer.ru/
9. Odunmaneupii  noptann  IIpaButensctBo  CapatoBckoil — obiactu

http://saratov.gov.ru/
10. CnpaBounsIlii mpaBoBO# mopTai ["apanT www.garant.ru
11. CopaBounas mpaBoBasi cucreMa KoHcynprant + Www.consultant.ru

MeToanyeckue yKa3aHusi JAJ1si 00y4arIIMXCs M0 0CBOEHHIO TUCITUTIIIMHBI

12. Meroauueckue ykazaHus JJIi  OOY4YalOIIMXCA IO  BBIMOJHEHUIO
MPAKTUYECKUX PadOT.

13. MeToandueckre yKa3aHHs IS OOYYArOITUXCS IO BBHITIOJHCHUIO 3aJaHUN
CaMOCTOSATEIIbHON paOOTHI.
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4. KOHTPO.Ib Y OIIEHKA PE3YJIbTATOB OCBOEHUWS YUYEBHOU

JACHUTILIAHBI

4.1. ®opMbI ¥ METOAbI KOHTPOJISI U OLIEHKH Pe3yJIbTATOB 00y4eHH s

PesyabTaTnl 00yyeHus
(ocBOEHHBIE YMEHHUSs1, YCBOCHHbIE 3HAHUSA)

®opMbI U METOAbI
KOHTPOJISl M OlleHKH
pe3yJabTaToB 00y4eHHst

OK 02. OcymecTBiasaTh IMOUCK, aHaIU3 M HUHTEPIPETALHUIO
uH(popMaluuy, HEOOXOANUMOMN TUTSI BBITIOJTHEHUS 3a1a4y
npodeCCHOHATIBHOM 1eATEbHOCTH

OK 06. IIposiBISITE TPakIaHCKO-TIATPUOTUYECKYIO TO3UIHIO,
JIEMOHCTPUPOBATh OCO3HAaHHOE MIOBE/ICHUE Ha OCHOBE
TPaJULIMOHHBIX 00IIEYeIOBEYECKIX [IEHHOCTEH

OK 07. CopnelicTBOBaTb COXpPaHEHHMIO OKpYXaloLIel cpelbl,
pecypcocoepexeHnto, 3pQPEeKTUBHO IEeHCTBOBaTh B UYPE3BbIUAMHBIX
CUTYaITUSX;
yMeThb:

—  pacmo3HaBaTh 3aJady B IHPO(EecCHOHAIBHOM U COLUAIbHOM
KOHTEKCTE;

— OTpEeAeNATh 3aJaud JUid TMOHCKAa HHQOpPMAIMH; OMpPEIesTh
HE00XO0UMbIe UCTOYHUKU UH(POpMAIUY;

— OIpEEIATh aKTyaJIbHOCTb HOPMaTUBHO-IIPAaBOBOM
JOKYMEHTAlH B IPO(ECCHOHATbHON AESITEIbHOCTH;

- OpraHM30BBIBaTH  pabOTy  KOJUIGKTMBA W KOMAaH/IBI,
B3aMMOJICIICTBOBATh C KOJIJIETaMH, PYKOBOJACTBOM, KIIMEHTaMHU
B X0/I€ MPO(eCCUOHANTBHOM 1€ATEIbHOCTH;

—  TpaMOTHO M3JIaraTh CBOM MBICIU M O(OPMIISTH TOKYMEHTHI 10
npodecCHOHATIBHON TeMaTHKe Ha PYCCKOM S3bIKE, MPOSBIATH
TOJIEPAHTHOCTH B paboyeM KOJIJIEKTUBE;

- NPUMEHSTh CpeAcTBa HWH(GOPMAIMOHHBIX TEXHOJIOTHUN IS
oopMIIeHHs JOKYMEHTOB;

- NUCaTh CBSI3HBIE TEKCThl Ha MPOQPECCHOHANbHBIE TEMBI IYyTEM
(bOopMHPOBaHHUS TEKCTA COCTABIIEMBIX IOKYMEHTOB;

- 0hOpMIIATH pa3InYHbIE BUIBI JOTOBOPOB OaHKa,

- OPUEHTHPOBATHCS B (OpMaxX pacueTHOM JOKYMEHTAIIUU OaHKa;

— 0(OPMIIATH BBIMIMCKH U3 JINIIEBBIX CYETOB KIIMEHTOB;

— 0QOpMIISITh AOKYMEHTAIIMI0 B COOTBETCTBHUH C HOPMAaTHUBHOM
0a30#, UCTONB3ysl MHOOPMAITMOHHBIE TEXHOJIOTHU M CPEICTBA
OpPTTEXHUKH;

— UCIOJIb30BaTh YHU(DUIIMPOBAHHbBIE CUCTEMBI JOKYMEHTALINH;

— OCYIIECTBIISITH XpaHEHHE, TOUCK TOKYMEHTOB;

- UCMOJIb30BaTh  TEJIIEKOMMYHHKAIIMOHHBIE
3IIEKTPOHHOM JIOKyMEHTO000pOTE;

3HATh:

- OCHOBHBIC UCTOYHUKU MH(OPMAIMHU U PECYPChl JJIsl PELICHUS
3agad ¥ npo0ieM B NPOPECcCHOHATBHOM M COLMAIBHOM
KOHTEKCTE;

TCXHOJIOT MU B

Texymmii KOHTPOJIb:
- OIIPOC YCTHBIN H
MMCbMEHHBIN
(MHIUBUYaTIBHBIN 1
(bpOHTANIBHBIN);

- TECTUPOBAHHUE;

- BBIIIOJIHEHHE
NUCHbMEHHOU PabOTHI;
- BBIIIOJIHEHUE
IPAKTUYECKON pabOThI
(MuHIUBUAYaNIbHAS U
rpynnosas popma
paboThI);

O1eHKa BBIMOIHEHUH
CaMOCTOATEIBHON
paboTHI.

IIpomexyrounas
aTTecrauus B popme
QG pepeHIIMPOBAHHOTO
3auera

Meroa nposeneHus
IIPOMEKYTOUYHON
aTTecTaluu:
BBITIOJIHEHHE
KOMIJIEKCHOTO 33/1aHUS
I

b depeHIIMPOBAaHHOTO
3aueTa.
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HOMEHKJIaTypa HH(POPMALIMOHHBIX UCTOYHUKOB, TPUMEHAEMBIX
B NpO(EecCUOHAIBHOW  JEATEIbHOCTH IyTEM  H3Yy4YEHHUs
HOpPMaTUBHO-TIpaBOBOM JokyMeHTanuu JJOVY;

OCHOBBI IIPOEKTHOI I€ATEIBHOCTH;

npaBuiIa 0pOpPMIICHHS JOKYMEHTOB;

COBPEMEHHBIE CpEeACTBA M YCTpoilcTBa HMH(pOpPMaTU3ALNM;
HOPSIOK UX TNPUMEHEHHs M NporpaMMHoOe oOecleyeHue B
po(hecCHOHANTLHOM e TEIbHOCTH,

IpaBUiIa NOCTPOSHUS IPOCTBIX M CIOXKHBIX NMPEATIOKEHUN Ha
npoecCHOHATIBHBIE TEMbl IIYTEM COCTAaBJIEHUS TEKCTOB
JIOKYMEHTOB;

OCHOBHbIC  TOHATHA  JOKYMEHTAl[MOHHOIO  oOecleyeHus
yIpaBJICHUS;

OCHOBHBIC 3aKOHO/IaTeJIbHbIE 1 HOPMAaTUBHbIE aKThl B 00JIACTH
JIOKYMEHTAIMOHHOT0 00eCIeyeH s yIpaBIIeHus;

e, 33]1a491 ¥ TPUHIUIBI JOKYMEHTAIIMOHHOTO 00ECTICYCHNUS
yIIpaBJICHUS;

CHCTEMBI JOKYMEHTALMOHHOTO 00eCIeUeHHs yIIpaBJICHUS;
TpeOOBaHUS K COCTaBJICHUIO U 0(OPMIICHHUIO PA3IMYHBIX BUJIOB
JIOKYMEHTOB;

oO0rIre mpaBuiIa Opranu3anuy paboThl ¢ JOKYMEHTaMH,
COBpEMEHHBIE ~ HMH(OPMAIIMOHHBIE  TEXHOJOTHH  CO3JAHHS
JJOKYMEHTOB M aBTOMAaTH3aI[MH JOKYMEHTO000POTa,

00y4aroIuUXCcs M0 JUCHUIJINHE

4.2. ®oHJ OLEHOYHBIX CPEACTB IJIS MPOBeIeHUS MPOMEKYTOUYHOM ATTeCTANNH

Iloka3aTeu u KPUTEPHUHU OLICHUBAHUA KOMHeTeHHI/Iﬁ

Ilokazarenu wu KpUTCpHH OLCHUBAHUA KOMHCTCHHHﬁ,
OLICHHUBAHHA COACPIKATCA B IIPUTTOKCHUHA 1.

KOHTpOJIbHI)Ie U TECTOBbIC 3a1aHUHA

KonTponbsHble 3a1aHus coaepkarcs B MPUI0KEHUN 1.

MeToauyeckue MaTepHuaJibl

OIMHMCaHUEC IIKaJa

MGTOI[I/I‘-IGCKI/IG MaTCpuaiibl, OIIPCACIIAIOMUC ITPOUCAYPhI OLCHUBAHUA 3HaHHﬁ,

YMEHHH,

XapaKTepU3yIMMX (OopMUpPOBAHUE KOMIIETEHITUH,

MPUIOKEHUH 1.

comepxkarcs B
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IIpunosxenne 1

KoHTpoJIbHO-01IeHOYHBIE CPe/ICTBA
AJISl NPOBEJAeHUs IPOMEKYTOYHONM aTTeCTALIMU N0 JUCHHILIHHE
OIl.11 loxkyMeHTALMOHHOE O0ecnieyeHue yIpaBIeHUs

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

1.2. Cuctema onleHUBAHMS Pe3yJIbTATOB BHINOJHEHHUS 3aJaHUI

OneHuBanue  pe3yiabTaTOB  BBIIOJIHEHUS  3aJaHUi  [IPOMEXYTOYHOM  aTTECTALMU
OCYILIECTBIISICTCSA Ha OCHOBE CJICYIOIIUX IIPUHIIMUIIOB:

JOCTOBEPHOCTH OLICHKM — OILICHHWBAETCsl YPOBEHb C(HOPMHPOBAHHOCTU 3HAHUM, YMEHHH,
NPAaKTUYECKOTO OMbITa, OOMMX U MPO(EeCCHOHAIBHBIX KOMIETEHIUH, MPOAEMOHCTPUPOBAHHBIX
00y4aroIMMUCS B XO/I€ BBITIOJIHEHUS 3a/1aHUS;

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 JO0JDKHA 00JaaaTh
BBICOKOM CTENEHbIO YCTOWYMBOCTH INPH HEOJAHOKPATHBIX OLIEHKAaX YPOBHS CHOPMHPOBAHHOCTHU
3HaHUH, YMEHHH, TPAKTHUYECKOTO OIbITa, OOMMX W MpO(ECCHOHATBHBIX KOMIIETCHIIUN
o0y4aromuxcs;

KOMIUIEKCHOCTH OLIEHKM — CHCTEMAa OLICHMBAHUS BBIITOJIHEHUS 33JaHUN JTOJKHA ITO3BOJISATH
MHTETPaTUBHO OLIEHUBATh 00IIME U MPO(heCCHOHAIbHbIE KOMIIETCHIIMN 00YYarOIUXCs;

OOBEKTHBHOCTH OIICHKH — OIIEHKA BBIMOJHEHUS KOHKYPCHBIX 3a/JaHUil JOJDKHA OBITH
HE3aBUCHUMOIl 0T OCOOCHHOCTEH NpOPECCHOHATBHOM OpUEHTAUUH WIM  [PeANOoYTeHUH
IIPENoIaBaTelIel, OCYIECTBISIOMMNX KOHTPOJIb WU aTTECTALUIO.

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

- METOJ] pacueTa MepBUYHBIX 0aJIJIOB;

- METOJ1 pacueTa CBOJHBIX OAJIIOB.

Pe3ynbpTaThl BBINOJHEHMs 3a/JaHUIl OLIEHMBAIOTCS B COOTBETCTBUM C pa3pabOTaHHBIMU
KPUTEPUSMH OLICHKH.

Hcnonb3yercs naTubauibHas mKajia Ui OLEHUBaHUS Pe3yIbTaTOB O0yUESHHUS.

[lepeBoa nATHOATBHON LIKANBI yYeTa PE3yJIbTaTOB B MATHOAIBHYIO OLIEHOYHYIO IIKAJY:

Ouenka KonuyectBo 0215108, HAOpaHHBIX 32 BHINOJIHEHHE
TEOPEeTHYECKOr0 M NPAKTHYECKOIr0 3aJaHus,
cpeaHMii 0aJ171 10 HTOraM aTTecTaluu

O1eHKa 5 «OTIUIHOY 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.CobecenoBanue Mo BOMpPOCAM.

2. IlpakTideckoe 3aaHue.

[IpumepHbIe Bonpockl 1151 cobece0BaAHUSA
1.  Tlonsarue «uHpOpMaLUA», «TOKYMEHTHPOBAHUEY, «IEIONPOU3BOACTBOY. Poib nHdopmaru
B COLIMAJIbHO-3KOHOMMYECKUX MPOIIeCccax.
2. OcHOBHBIE CITIOCOOBI JOKYMEHTHPOBAHUS, UX XapaKTEPUCTHUKA.
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3. MarepuanbHble HOCUTENIN HH()OPMAITUH U UX BIUSHUE HA JOJTOBEYHOCTh U COXPAHHOCTD
JTAHHBIX, COAEPIKAIINUXCS B JOKYMEHTaX

4.  Buapl v (QyHKIMK JOKYMEHTOB

5 CBolicTBa TOKYMEHTOB

6 CtpyKTypa JOKyMEHTa

7. lloHsATHE PEKBU3UTA, CIIOCOOBI PACIOI0KEHUS PEKBU3UTOB. KOHCTpYKTHBHAs ceTka

8 Cocra u npasuiia ohopmieHus: 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. CuyxeOHbIe 3aIIUCKH, CIIPABKH: BHJIbI, COCTAB PEKBU3UTOB, CTPYKTYpa TEKCTa, 0OCOOCHHOCTH
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 OPraHU3AIIMOHHO-TIPABOBBIX JOKYMEHTOB.

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

18. PacnopsaurenbHble JOKYMEHTBI: Ha3HAYE€HUE, BUJIbI, IOPSI0K 0(OPMIICHUS.

19. JlokyMmeHT nmpuKas3 110 OCHOBHOM JESTEIbHOCTH: Ha3HAUCHHE, COCTaB PEKBU3UTOB,
CTPYKTYpa TEKCTa, IOPSIIOK CO3JaHUs U O(hOPMIICHUS.

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

21. TIlpaBmia ohOpMIICHHUS KOTIMIA M BBIIIMCOK JJOKYMEHTOB

22. TlepcoHalibHBIE JOKYMEHTBI: COCTaB, HA3HAYE€HUE, MOPSAAOK PabOTHI

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

24. Jlu4HOE NeNo 1 JOKYMEHTHI €T0 COCTaBIISIFOIINE

25. Kparkas xapakTepUCTHKa IPAaBOBBIX aKTOB JJIs pealu3alliy MpaB rpax/iaH B chepe
NIEHCHOHHOTO 00€CIeUeHNs U COMAIbHON 3alUThI

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

27. TlonsaTtue foKyMeHT0000poTa. TexHomaorus 00paboTKH MOCTYNAIOUINX J0KYMEHTOB.
BuyTtpennuii 1okyMeHT0000pOT. JIOKyMEHTOOOOPOT UCXOASIIEH TOKYMEHTALIUN

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

29. OOmme npuHIMITE GOPMUPOBAHHUS T

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

31. DxkcnepTH3a IEHHOCTH TOKYMEHTOB

32. ApxuBHOE XpaHEHHE JOKYMEHTOB

33. OOpamieHns rpaxxad: BUIBI U GOPMBI 0OpaIieHuid, TOPSIOK padOThI ¢ 0OpaIIeHUSIMH
rpaxiaH

34. KoH(puaeHnmanbHbIe JOKYMEHTHI: JOKYMEHTHPOBaHHE KOH(PHICHIINATHHBIX CBEICHUH,
TEXHOJIOTUS pabOTHI C KOHPHUAECHIIMATBHBIMI JOKYMEHTaMH, OpraHu3alus padoThl C COAEPIKAIINX
KOH(HICHIIHATHHBIMHI TOKYMEHTAMHU.

35. Hudpopmarmonnsie TexHonoru B JI0OVY.

36. OOmIas xapakTepuCTHKa JOKYMEHTOB 110 ()HAHCOBO-PACUYETHBIM 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 cnyxeOHyI0 HH()OPMAIIMOHHYIO 3aITUCKY
3. Coszpath nmpHKa3 0 BHIHECCHUH TUCIUILTHHAPHOTO B3BICKAHUS
4. Co3znate 3asBJI€HUE IPaKJaHNHA B OPTraHbl COLIMAIbHOM 3alllUThI
5. Cozpate MMCHMO HAIIOMUHAHUE

1.3.2. Kputepuu omeHKH
MaxkcumanbHOE KOJIMYeCTBO OalioB 3a BBIIOJHEHNUE TEOPETHUYECKOTo 3ananus «CobecenoBanue mo
BOonpocam» — 2 Oasia.

Kpurepun oieHk# pe3y/ibTATOB BHIINOJIHEHHS T€OPETHYECKOT0 32 JaHUA base! B
COOTBETCTBUU C
KPUTEPUSIMHU OIICHKU

MakcuMaabHBIA
oama—-2,0
1 | HemoHcTpupyer riayOOKoe, TIOJIHO€ 3HAaHHE W [OHUMaHUE 2,0
MIPOrPaMMHOTO MaTepHaia.
[TocnenoBatenbHO, CaMOCTOSITEIIEHO 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
MOHMMAaHKE POTPAMMHOTO MaTepHualia.

Henocrarouno mocnenoBaTeabHO, HO CAMOCTOSITENBHO PACKPBIBAET
OCHOBHOE COjIepKaHie BOIPOcCa.

BI)IBOI[BI OCHOBaHBI Ha CaMOCTOATCIIBHO BBIIIOJJHCHHOM aHaJIUu3e€,
0000IIIEeHNN JaHHBIX, HO B OTAETBHBIX CIy4asX HEJOCTATOYHO
apryMEHTUPOBAHBI.

HenocTaTouHO 4€TKO ¥ BEpHO JIaHbI ONpPEAETICHUS MOHITUNH U HAYYHBIX
TEPMUHOB.

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

3 | JleMOHCTpUpYeT B OTIENbHBIX BOINpOCaX, HETIyOOKOe BiaJleHUE 0,8
3HaHMUSIMH [TPOTPAMMHOI0 MaTepuaa.

W3naraer mnporpaMMHbIi Marepuan (parMeHTapHO, HE Bcerja
MOCJIe0BATEIBHO.

JlonymieHbl OMMOKM M HETOYHOCTH B HCIOJIB30BAaHUM HAy4YHOM
TEPMHUHOJIOTHH.

ITpu oTBETE Ha BOIPOCHI JONIYCKAET HETOYHOCTH.

4 | CtyneHT AEMOHCTpUPYET HE3HaHHWE W HETOHHMMaHHE MPOTPAMMHOTO 0
Marepuana.

OcHOBHOE coziepkaHue yueOHOTO MaTepralia He PaCKPHITO;

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

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

MaxcuManbHOE KOJIUYECTBO OAJIJIOB 3a BBLIIOJIHECHHUE MMPAKTUYCCKOr'o 3alaHus — 3 Gamna.
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Ne Kpurepun oneHku NpaKTH4eCKOro 3aaHUA banisl B cOOTBETCTBHH €
KPUTEPUSIMH OIICHKU
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 (110 NIMPUHE) 0,1
MEXCTpOYHBINM nHTEpBat (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 Maxkcumasabhbliii 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 COXpAaHEHUE JOKYMEHTa 0,1
4 IlepechlIKa JOKYMEHTA 110 3JIeKTPOHHOM MOYTe MakcumaiabpHbii 0aua — 0,2
o0aJju1a
MTOCIIAHHBIA JOKYMEHT MMEET BUJI BIOXKECHUS 0,1
BEPHOE HAUMEHOBAHHE TEMBI ITUChMa 0,1
Pe3ynbTaThl  BBITIOJHEHUS TEOPETUYECKOTO 3aJlaHhs M Pe3yJbTaThl  BBITIOJHEHUS
MPAKTUYECKOTO 3aJaHusl CcyMMupylorcsa. @DopMHUpyeTcs CBOJ  pe3ylbTaToB, TMOJIy4YEHHBIS

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 KabuHeTe COHMAJIBHO-TYMAaHUTAPHBIX JUCHUIIIINH

1.5. YueOHo-MeToANYecKkoe W HHpOpManMOHHOe ofOecrieyeHHe peaJu3aluu y4eOHOI
AUCHMILIMHBI:
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HOpMaTI/IBHO-HpaBOBbIe AKThbI

1. "TOCT P 7.0.97-2016. Haunmonanbusiii ctanaapt Poccuiickoit @enepanuu. Cucrema
CTaHIApTOB MO HH(pOpMAMK, OUOIMOTEYHOMY U H3AaTeNbCcKoMy aeny. OpraHu3anuoHHO-
pacnopsiauTenbHas JoKymeHTauus. TpeboBanus k odopmiieHuto gokymeHToB" (yTB. IIpukazom
Poccrangapra ot 08.12.2016 N 2004-cT) (pen. ot 14.05.2018)

OcHOBHbIE Y4eOHbIe U3TAHUS

2. JlokymMeHTanmoHHOe obecrieueHne ynpasienus : yueOnuk / beikosa T.A., mon pen.,
I'nmoroBa C.A., KonbkoBa A.1O., Kykapuna 0.M., Cxpunko E.A. — Mocksa : KuoPyc, 2021. —
266 c. — ISBN 978-5-406-08272-0. — URL: https://book.ru/book/939282

3. Hekpaxa, A.B. Opranuzanus KoH(UIEHIIMAIBLHOTO EJIONPOU3BOJCTBA U 3alllUTa
uHpopmanuu [DJEKTpOHHBIA pecypc]: yuebnoe mocobue/ A.B. Hekpaxa, I'.A. IleBnoBa.—
DIIeKTPOH. TEKCTOBBIE AaHHbIe.— M.: Akanemuueckuit [Ipoekt, 2019.— 222 ¢.— Pexum noctyma:
http://www.iprbookshop.ru/36849.— 3bC «IPRbooksy, mo napoJio

4. [Tommos, C.JI. [lenonmpou3BOACTBO M CeKpeTapckas paboTa Ha MEPCOHATBLHOM
KommbioTepe [DnexTponnblii pecypc]/ C.JI. IlomoB.— DIeKTpoH. TEKCTOBBIE JaHHBIE.— M.:
COJIOH-ITPECC, 2018.— 424 c.— Pexum pgocrtyma: http://www.iprbookshop.ru/26915.— 2BbC
«IPRbooksy, mo maposro

JlomoiHUTE/IbHBIE YUeOHbIe H3IAHUS

5. Hoponuna, JI. A. JlokymMeHTallMOHHOE OOecCleYeHne YIpaBlIeHUs : YUYEeOHUK U
MPAKTHUKYM JUTST CpeIHero mpodeccnoHaTEHOTO oOpa3oBanus / JI. A. lopoHuHa,
B. C. UputukoBa. — Mocksa : UznarenbctBo IOpaiit, 2020. — 233 c. — (Ilpodeccuonansuoe
obpazoBanue). — ISBN 978-5-534-05783-6. — Tekct : snekrponnsii // OOpa3oBarenbHas
wiatdopma FOpaiit [caiir]. — URL.: https://urait.ru/bcode/453767

6. Kopuee, W. K. JlokymeHTanmoOHHOE O0OCCIICYCHUE YIPABJICHUS | YYCOHUK U
MPaKTUKyM 17 cpenHero mpodeccuonansHoro obpasosanus / U. K. Kopnuees, A. B. ITmenxo,
B. A. MamyprieB. — 2-¢ u3z., mepepad. u jom. — Mocksa : M3garensctBo FOpaiit, 2020. —
384 c. — (IlpodeccuonanvHoe obOpazoBanue). — ISBN 978-5-534-05022-6. — Tekcr
AJIEKTPOHHBIN // OO6pazoBaTenbpHas mnatdopma Opaiit [caiT]. —
URL.: https://urait.ru/bcode/453688

HNHuTepHer — pecypcbl

7. Base Doc.ru - KpyTNHenmas 6a3a JIOKyMEHTOB
http://basedoc.ru/individual _businessman/1247-trudovoy-dogovor-ip-s-rabotnikom-obrazec.html

8. Odunmansabiit CallT AAMMHUCTpalMM MYyHMLUNAIbHOrO oOpas3oBanus «l'opox
Caparos» http://www.saratovmer.ru/

9. OdunmansHerii noprain [IpaBurensctBo CapatoBckoit odnactu http://saratov.gov.ru/

10. CnpaBounblil mpaBoBoii moptai ['apant www.garant.ru

11.  CopaBounas mpaBoBasi cuctema Koncynprant + www.consultant.ru

MeToan4yeckue yKazaHus I 00y4AIOMIMXCS 110 OCBOCHHUIO TN CHUIIIUHBI

12. MeTonuueckue ykazaHusi Jisi 00YJarOIINXCsl TIO BHITTOJTHEHUIO TTPAKTUYECKUX PadoT.

13. Meronudeckue ykazaHUS Ui OOYYAarOMIMXCS IO  BBIMOJHEHUIO  3aJaHUN
CaMOCTOSITENIbHOM pabOTHI.
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