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

1.1 O6s1acTh NpUMEHEHUA POTPAMMBI

Pabouas nporpamMma y4eOHOM TUCHUIUTMHBI SIBISETCA YaCTbI0  MPOTPaMMBI
MOATOTOBKHU CIIELIMANIMCTOB cpeaHero 3BeHa B coorBeTrcTBuM ¢ PI'OC  mo
cnenrasibHOCTH 38.02.01 JxoHOMMKA M OyXTrajaTepcKuil yuer (1m0 oTpacjism).

1.2 Mecto yueOHoi#l nucuunannbl B cTrpykrype HIICC3
JucuunnuHa BXoaAuT B obmenpodeccuonanbubiid ki [IICC3

1.3. Hean u TpeOGoOBaHMS K pe3yabTaTaM OCBOECHUsI YUeOHOH JUCHUIITUHBI:

N3yyeHnne AUCHUIUIMHBI HAIIPaBJiIeHO Ha ()OPMHUPOBAHKE OOIIMX H
npodecCHOHAIBbHBIX KOMIIETEHIM A, BKIIOYAIOIUX B c€0s CHOCOOHOCTH:
OK 01. Boeibuparb cnocoObl pemieHus: 3aaad npodhecCUOHATBHOM NESITeIbHOCTH
MPUMEHUTENHHO K Pa3IMYHBIM KOHTEKCTaM;
OK 02. OcymectBiarh TMOUCK, aHAIM3 W HWHTEpHpeTanuio uHpopmaiuu,
HE0OXOIMMOM ISl BBIMTOJTHEHUS 3a]1a4 MpodhecCUOHATBHOM IEeATeTbHOCTH;
OK 03. IlmanupoBaTh M peaM30BBIBATH COOCTBEHHOE MPOQPECCHOHAIBHOE H
JUYHOCTHOE Pa3BUTHUE;
OK 04. Pabotath B KOJUIEKTUBE M KOoMaHjae, 3(P(HEKTUBHO B3aUMOJECHCTBOBATH C
KOJUIETaMU, PYKOBOJCTBOM, KJIMEHTAMU;
OK 05. OcymecTBiasiTh YCTHYIO W NHCBMEHHYK0 KOMMYHHUKAIMIO Ha
rocyaapcTBeHHOM s3bike Poccuiickoit denepanum ¢ ydeToM 0coOEHHOCTEN
COLIMAJIBHOTO U KYJIbTYPHOTO KOHTEKCTA;
OK 09. Hcnonws3oBarb WH(OPMAIIMOHHBIE TEXHOJOTMH B NpOo(dhecCHOHATBHOM
NesATEeIbHOCTH;
OK 10. Tlons3oBatbest mpodeccuoHaIbHOM TIOKYMEHTaIlMed Ha TOCyAapCTBEHHOM
Y UHOCTPAHHOM $I3bIKAX;
[1K 1.1. OGpabatbiBaTh epBUYHBIE OyXTaaTEPCKUE JOKYMEHTHI;

B pesynbTaTe 0CBOCHUS TUCIUTIITUHBI 00YUYaIOMUNACS 10JIKEH YMETh:

— pacrmo3HaBaTh 3ajadyy W/WiaM TpoOsieMy B NpodeCcCHOHATBHOM W/WIH
COIIMAJIBHOM KOHTEKCTE;

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

— ONpPEACINATH dTallbl PEIICHUS 3a/1a4H;

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

— COCTaBHTH IUIaH JACHCTBUS; ONIPEICTUTH HEOOXOIUMBIE PECYPCHI;

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

— peanu30BaTh COCTABJICHHBIN IJIaH;



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

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

CTPYKTYPHPOBATH MOTyIaeMyI0 HH(HOPMAITHIO;

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

oQOpMIISTH pe3yJIbTaThl MOUCKA,

OTPENENSITh  AKTyalbHOCTh HOPMATHBHO-TIPABOBOW  JOKYMCHTAIIMH B
npodecCuoHaNBEHOM eI TETbHOCTH;

MPUMEHSATh COBPEMEHHYI0 HAy4HYI0 NPO(EeCCHOHATBHYI) TEPMHUHOJIOTHIO;
OTIPEENSTh U BBICTPAUBATh TPACKTOPUU MPOQPECCHOHAIBHOIO Pa3BUTHUS U
caMo00pa3oBaHus;

OpraHU30BbIBATh PAOOTy KOJIJIEKTUBA U KOMaH/IbL;

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

TPaMOTHO U3JlaraTh CBOM MBICIH W OQOPMIISATH  JTOKYMEHTHI  TIO
npodecCUOHANbHON TEMaTUKE Ha TOCYJIapCTBEHHOM SI3bIKE, MPOSBISTH
TOJICPAHTHOCTH B pa004YeM KOJIJICKTUBE;

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

WCITOJIF30BaTh COBPEMEHHOE MTPOTrpaMMHOE 00eCIIeUCHHE,

MOHUMATh OONMH CMBICT YETKO TPOW3HECCHHBIX BBICKA3bIBAHWM HA
U3BECTHBIE TeMbI (MPOQeCcCHOHANbHBIE M OBITOBBIC), TOHUMATh TEKCTHI Ha
06a30BbIe PO ECCUOHATBHBIE TEMBI,

y4acTBOBaTh B IMAJIOTaX HA 3HAKOMBIE 001IMe U TPO(PECCHOHATILHBIE TEMBI;
CTPOUTH MPOCThIE BBICKA3bIBaHUS O cede M O CBOEW MpodecCHOHATBLHON
JEATEIIbHOCTH; KPaTKO 0OOCHOBBIBaTh U OOBICHUThH CBOU JCHCTBUSI (TEKYyIIUE
U TUTAaHUPYEMBIE);

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

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

NPOBEPATh HAIWYME B  TPOU3BOJIBHBIX  TEPBUYHBIX  OyXTaJTepCKHUX
JIOKyMEHTaX 0053aTeIbHBIX PEKBU3UTOB;

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

MPOBOJUTH TPYIIUPOBKY MEPBUUYHBIX OYXTaITEPCKUX JOKYMEHTOB IO PSITy
MIPU3HAKOB;



OPOBOJAUTH TAKCUPOBKY W KOHTHPOBKY TEpPBUYHBIX OyXraiaTepcKux
JIOKyMEHTOB;

OpPraHH30BbIBATh JOKYMEHTOOOOPOT;

pa3dupaThCcsi B HOMEHKIIAType Jed;

3aHOCUTh JAaHHBIE MO CIPYNIUPOBAHHBIM JOKYMEHTAM B PETHUCTPHI
OyXraiaTepcKoro y4era;

nepefaBaTh  MEpBUYHBIE  OyXrajaTepckue  JIOKYyMEHTbl B TEKYLIMi
OyXraiaTepckuil apxus;

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

UCITPABJIAThH OLIMOKH B IEPBUYHBIX OyXTaJITEPCKUX JOKYMEHTAX;

B pe3ynbpTaTe 0CBOCHMS TMCUUILUIMHBI 00YYaroHics J0JIKeH 3HATh:
aKTyaJIbHBIA TPO(ECCUOHATBHBIM M COIMATBHBIA KOHTEKCT, B KOTOPOM
MPUXOIUTCS pabOTaTh U KUTh;

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

QJIITOPUTMBI BBITIOJIHEHUS PAa00T B MPOPECCHOHATILHON M CMEXHBIX 00J1acTsIX;
MeTO/Ibl paboThI B PO(HECCHOHATILHON U CMEXHBIX chepax;

CTPYKTYpY IUIaHa JJisl PeIIeHHs 3a1a4;

NOPSAJIOK  OUEHKH pe3ylbTaTOB pEIIEHUs 3aJad  NpoQecCHOHATBHON
NEATEIbHOCTH

HOMEHKJIaTypa  MH(POPMAIMOHHBIX  HCTOYHUKOB  NPHUMEHSEMBIX B
npohecCuOHANBHOM NeSTENbHOCTH;

npueMbl  CTPYKTypupoBaHuss  uHopmainuu;  dopmar  opopMIleHUs
pe3ynbTaTOB MOUCKA HHPOPMALIMH

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

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

0COOEHHOCTH COLMATIBHOTO M KYJBTYPHOIO KOHTEKCTA;

npaBuiia opOpPMIICHHUSI JOKYMEHTOB U MMOCTPOCHUS YCTHBIX COOOIICHUA.
TPaMOTHO U3JlaraTh CBOM MbICIH W OGOPMIISATH  JOKYMEHTHI  TIO
npo(ecCUOHaNbHON TEeMaTUKE Ha TOCYJapCTBEHHOM SI3bIKE, MPOSBISATH
TOJIEPAHTHOCTH B pab04YeM KOJIJIEKTUBE;

COBPEMEHHBIE CPEICTBA U YCTPOWCTBA MH(POPMATU3AINY;

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

npaBuia  MOCTPOCHHMS  MPOCTBIX W CIOXKHBIX  NPEAJIOKEHHM  Ha
podeCCUOHAIIBHBIC TEMBI;

OCHOBHBIE OOIIEYNOTPEOUTEIbHBIE I1arojbl (ObITOBas U NMpodeccuoHaIbHas
JIEKCHUKA);



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

— 0COOEHHOCTH MPOU3HOUIEHMS; TIPaBUJIa YTEHUS TEKCTOB MPO(ecCHOHAIBHOM
HaIIPaBJICHHOCTH OOIIMEe TpeOOBaHUS K OYXTaJTEpCKOMY Y4YeTy B 4YacTH
JIOKYMEHTHPOBAHUS BCEX XO35IMCTBEHHBIX JICVCTBUI U ONIEPALIHIA;

— TIOHSTHE NMEPBUYHOMN OyXTalTepCKON JOKYMEHTAIUH;

— ONpEJeNIeHNE NEPBUYHBIX OYXTalTepCKUX JOKYMEHTOB;

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

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

— MNPUHLMIBI W TPU3HAKKM TPYNIUPOBKH  MEPBUYHBIX  OyXraaTepcKux
JIOKYMEHTOB;

— MOPAJIOK MPOBEIEHUS TAKCUPOBKU U KOHTUPOBKU MEPBUYHBIX OyXralaTepcKux
JIOKYMEHTOB;

— TOPSAOK COCTABIICHUS PETUCTPOB OYXTalITEPCKOrO YUETa;

— IMpaBWJIa U CPOKU XPAHEHUS MEPBUYHON OyXTanTepCcKOn JOKYMEHTAIH

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

00s13aTeTbHON ayTUTOPHON yueOHOM Harpy3ku obydaromerocs 32 yaca,
CaMOCTOSITeNIbHOM paboThl oOyuatromierocs 4 yaca.



2. CTPYKTYPA M1 COJAEPKAHUE YUYEBHOU JUCIUILIVHBI

2.1 O0beM yueOHOM IUCHMILIMHBI M BHABI Y4e0OHO padoThI

Bup yueOHo# padoThI Oobem

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

B TOM YUCJIE:

NPAKTUYECKUE 3aHATHS 12
....JICKIIUH, YPOKU 20
CamocrosiTesibHas paboTa o0yuaruerocs (Bcero) 4

[TpomexyTounas arrectanus B hpopme auddepeHupoBaHHOIO 3a4eTa




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

YIIPABJIEHUSA
Koapl
Coaeprxanue yueOHOro MaTepuasa, JadopaTopHble M NIPAKTHYECKHE 3AHATHSA, WOMICTERIHH,
HaumeHoBaHue camocTosiTe/IbHasi padoTa o0y4yarouierocsi, Kypcopasi paéora (IIpoexr) (eciu Oo0bem YpoBeHb (bopmupoBanio
pa3iesioB U TeM npeodycmompensi), MHble BUAbI Y4eOHOii 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 COJAEpXKaHUE AUCLMILUIMHBI U €€ MEXIPEIMETHbIE CBSI3U C APYTUMU 4 OK 01-05,
nucuummHamu. Mctopust pasButus aenornpousBojactBa B Poccun. CoBpeMeHHOE OK 09-10,
COCTOSTHUE JOKYMEHTAI[MOHHOTO oOecrnedeHus yrpaBieHus. OCHOBHBIC TOHSTHS: K 1.1
JIOKYMEHT, JIOKyMEHTOBEJCHHE, JTOKYMEHTALMOHHOE OOEeCIeUeHne YIpaBICHUS
(10Y). HopmarusHo-tipaBoBas 6a3za JIOY. Ponp uHpopManuu B COIHATBHO-
Tema 1.1 HPKOHOMHMUECKHX  mporeccax. DenepanbHblii  3akoH  «O06  uHbopManuH,
Beenenue. uHpopMaruzauud U 3amure  uUHpopManuuy».  DyHKUMHM ~ JTOKYMEHTOB:
JoKymeHT n UH(POPMaLMOHHAs,, KOMMYHUKAaTUBHAsl, COLIMANbHAs, KYIbTypHas, ylpaBleHYecKas, 1
cucremMa IIpaBoBas, HCTOpPUYECKas W Jpyrue, UX XapakTepucTuka. JloKyMeHTHUpOBaHUE:
AOKYMEHTAIlMM  |TIOHSATHE, Ha3HAueHHWEe, OCHOBHbIE CMOCOOBI.  MarepuanabHble  HOCHUTENIH
uHpopmanuu. Knaccudukanuss TOKyMEHTOB MO  CHOCOOYy — M3TOTOBIICHUS,
IIPOUCXOXKICHNIO, COJEPKAHUIO, HAaUMEHOBAaHWIO U JPYyrMM IpU3HaKaM. Buubl
JIOKYMEHTOB: TEKCTOBBIE, Tpaduyeckue, MalluHOYUTaeMble, (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 Conep:kanue y4e0OHOIro MaTepuaa
YHuQuKaUMA M | Vygpukanus W CTAHAApPTU3alMs  JOKyMEHTAIMM:  HOHATHE.  CHCTEMBI
CTAHAAPTU3ANMSA | noKyMEHTAllMU: TNOHATUE, NpU3HAKU. DYHKIMOHAJIBHBIE U OTPACIEBBIE CHUCTEMBI !
)




JOKYMEHTOB.
CucreMbl
MOKYMEHTAIIHH

JOKYMEHTauuu. MexoTpaciieBble CHCTEMbI JOKYMEHTALIUH.

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

Tema 1.3
PekBU3UTHI U
0JIaHKH
AOKYMEHTOB

Conep:xaHue y4eOHOro MaTepuaJia

I

PexBusut, hopmynsp 1oKymMeHTa, TUIIOBOU Gopmydsap, popmymsp oOpasel, Tabenb
¢dbopM JTOKYMEHTOB, anbOOM (GOpM YHU(PHUIMPOBAHHBIX JTOKYMEHTOB: IIOHSTHE,
xapakrtepuctuka. [IpaBuia opopMiIeHHUsS PEKBU3UTOB OJaHKA M MX PACHOJIOXKCHHUS
Ha craHzaptHoM (opmare Oymaru, pasmepsl noiei. Dopmymsp-oOpasern rpymmsl
JOKYMEHTOB, TPHUHAJICKAIIUX OJHOW cucrteme. IIpoekTupoBaHue OJIAHKOB
IOKyMeHTOB opraHm3amuu. CoctaB, odopMieHHE, H3TOTOBICHUE, XpaHCHHE
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. OpranusanonHo-
pacriopsiiuTenbHas JOKyMeHTanus. TpeOoBaHMs K O(QOPMIICHHIO JOKYMEHTOB.
Pacnionoxxenne pekBu3nuToB Ha jucte popmara A4. PazpaboTka (MpOEKTHPOBAHUE)
0JIaHKOB OpTraHU3aIUHU.

Tema 1.4
Opranu3anmoHHoO-
PacnopsinuresbHa

sl JOKYMEHTALHA

ConeprxaHue y4eGHOro MaTepuaJjia

OpraHu3aliOHHO-PACIIOPAIUTENIbHbIE  JOKYMEHTBI:  IOHSTHE,  Ha3HaueHHe,
OCHOBHBIE BU/IbI (OpraHU3allMOHHbIE, PACTIOPSAUTENbHBIE, CTIPABOYHBIE).
OpraHu3alliOHHbIE JIOKYMEHTBHI: YCTaB, IOJOXEHHE, CTPYKTypa U ILUTaTHas
YHUCJIEHHOCTh, INTAaTHOE pACIHCAHUE, NPAaBWJIA, JOJDKHOCTHAs MHCTpyKuus, Mx
Ha3HAaYeHHe, XapaKTepUCTHKAa U cocTaB. TpeboBaHUS K OPOPMIICHHIO, MOPSIOK
YIBEpXKACHUs. PacnopsaurenbHble [TOKYMEHTBHI: IIOCTAaHOBJIEHHME, IpuKa3 (1O
OCHOBHOI J1€ATENbHOCTH M 1O JUYHOMY COCTaBy), yKazaHue, pemieHue. Wx
HazHaueHue, TpeOoBaHMs K odopMieHUI0. TUIBI JTOKYMEHTOB: MOJJIMHHUK,
nyonukar, komwus, BbIMHMCKAa. Mx HazHauenwe. CrpaBoyHO-HH(OPMALIMOHHBIE
JOKYMEHTBI:  CIy)XeOHble  NHCbMa,  CIpPaBKH, JIOKJIAQJHBIE,  CIy>KEOHBIE,
OOBSICHUTENIbHBIE 3alUCKU, MPOTOKOJBI, AKThI, 3asBieHHs. VX XapaKTepHCTHKa,
TpeboBaHUs K 0(hOPMIICHHIO.

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

IIpakTnyeckoe 3ansiTue Ne 3 OhopmiieHne NpruKa3oB 1Mo JUIHOMY COCTaBY.
OdopmiieHne TpyL0BOro J0roBopa, puKasa o npueme Ha padboTty, opopmiieHue
TPYJOBOM KHHMKKH.

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

Tema 1.5
byxraarepckas u
¢punancoso-
pacyeTHasi
AOKYMEHTalus

Conep:xanue yueOHOro MaTepuaJia

OOm1ast xapaKTEpUCTHKA 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: 1enu, 3aa4u, Ha3HaueHue, QyHKINHI, TUTIOBbIS

CTPYKTYpbl,  JOJDKHOCTHOM  coctaB. Permamenrtamuss  paborer  CJIOV.

JIOKyMEHTO060POT: MOHSTHE, oOrmrue TIPUHIIUIIBI OpraHu3aIyu

Tema 2.1 JTOKYMEHTOO0OpOTa, €ro  CTPYKTypa, HEOoOXOJAMMOCTh  y4yeTa oObema
OpFaHPBa.III/IH JOKYMEHTO000pOoTA. Hopmartunbie JIOKYMEHTHI, permamMeHTHpYoIIne
OpTraHU3aIMIo JOKyMEHTO00OpoTa. Perucrpamusi HOKyMEHTOB: TOHSTHE, LENIH

AOKYMEHT0000poTa p M p P y > HCIH,

3a/la4, MECTa PETUCTPALMM PA3JIMYHBIX KaTeropui AokymeHToB. Cucrema H
¢dbopMbl peructpauuy (KypHaibHasl, KapTO4YHas, aBTOMATU3UpPOBaHHAas), HX
JNOCTOMHCTBA M HenocTarku. llokazatenn, BBOJUMBIE B PErHMCTPALlMOHHBIE
¢dopMbl. OCOOEHHOCTH PETUCTPALMU BXOJALINX, HCXOASIIUX W BHYTPEHHUX
JIOKYMEHTOB.

OK 01-05,
OK 09-10,
IK 1.1
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CriocoObl OTIPaBKH TOKYMEHTOB (TpaJAULIMOHHBIN, C TOMOIIKIO TenedoHa, (akca,
vHTEpHETA. KOHTPOJIb MCHOJHEHUS JOKYMEHTOB: MOHSTUE, Ha3HAYEHUE, BUBIL.
[TpunIUIIBI

opraHu3aiu KOHTpoJis. CpOKM UCIOJHEHHsS: TUMoBOW. WHIMBHIYaTbHBIN.
TexHonmorus BeACHUS KOHTPOJsA. AHamu3 HCIOJHEHUS JOKYMEHTOB B
opraHm3anuu. B3auMOCBS3b pPErUCTpAllUU JOKYMEHTOB M HH(OPMAIMOHHO-
CIpaBOYHON paboThl. OpraHuzanus pabOThl ¢ TOMOIIBIO CIIPABOYHBIX KapTOUEK.
Homenkmarypa nen: TOHSATHE, 3HAYCHHE IS KIACCU(PUKANHUH JIOKYMCHTOB,
ONEpPAaTUBHOTO XPAHEHMS U MX MPEIapXUBHOM MOATOTOBKU. BUJbl HOMEHKIATYp
JEL.

JIOJDKHOCTHBIE JIUIIA, OCYIIECTBISIOIINE PETHUCTPALUIO, KOHTPOJIb HCIIOIHEHUS,
ux ¢yHkuuu U npasa. [lopsgox dopmupoBanust nen.OpraHu3anus XpaHEHHs
UCIIOJIHEHHBIX JOKYMEHTOB. OCHOBHbIE TPeOOBAaHUS HOPMATUBHBIX TOKYMEHTOB,
periIaMeHTHPYIOIUX TaHHBIM 3Tam JOoKyMeHTooOopoTa. OTBETCTBEHHOCTh 32
COXPaHHOCTh JOKYMEHTOB.

I'nasa 3. Komnvromepu

3auus 00Kyfnenmauuounozo obecneuenusn ynpaejieHun

Coaep:xanue yueOHOro MaTepHaJia

Tema 3.1
Komnbrorepuszanus
AOKYMEHTAIHOHHOT0
obecnevyeHus
ynpaBjieHust

Komnerorepuzanus JJOY Ha npeanpusatuu, 3Ha4€HUE, MEPCHEKTUBBI Pa3BUTHSL.
Hcnons3oBanue [IK B opranuzanuu paboTsl ¢ 1okyMeHTaMu. CocTaBHbIE YaCTH
KOMITBIOTEPHOTO JIETIOTIPOM3BOICTBA: aBTOMATHU3MPOBAaHHBIN cOOp, 00paboTKa,
XpaHeHHe JOKYMEHTAllMM, NpeAOoCTaBlIeHHe pa3HOOOpa3HOi HHbOpMaIHH.
ONeKTpOHHAas IoYTa: MOHATHE, Ha3HauYeHUe. THUMbl CUCTEM DJIEKTPOHHON MOYTHI
(rmobanbHble, KOPIOpPATUBHbBIE), HX KpaTKas XapaKTEepUCTHKA. XpaHEHHe
JIOKYMEHTOB B AJIEKTpOHHOW moute. MHpopmanmonHo-cnpaBouHas paborta B
YCIOBUSAX PUMEHEHUS] KOMITBIOTEPHBIX TEXHOJIOTUH.

N |

IIpakTnuyeckue 3anaTust Ne 6 OpopmieHre OCHOBHBIX JOKYMEHTOB
OpraHU3aIMOHHO-PACIOPSANTEIBbHON JOKyMeHTauu ¢ nomousro I1K.

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

IIpome:xkyTounas arrecranus. IuddepeHunpoBaHHblii 3a4eT

Hroro no xucuuIiviie

36
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3. VCJIOBHUS PEAJIN3ALIMM ITPOTPAMMEI YYEBHOM
JACHUTILIAHBI

3.1. TpeOoBaHUS K MUHMMAJILHOMY MAaTePHUAJIbLHO-TEXHUYECKOMY 00eCIeYeHHI0

y4eOHOH TUCHUIIMHBI

Peanuzamus POTrpaMMBbl JTUCITATLINHEI TpebyeT HaAJTUYIUS KaOMHETa

JOKYMEHTAITMOHHOTO  OO€CHeUeHUs]  YNpaBJICHUS JJIS TPOBEIACHUS  3aHSATUN

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

WHJIMBUIYaJIbHBIX, MUCbMEHHBIX, YCTHBIX KOHCYJbTAIlMWA, TEKYILIETO KOHTPOJS U

MIPOMEKYTOUYHOM aTTECTALINH.

O6opynoBanue:

- pabodee MecTo IpernoiaBaTers;

- cTIeIMaIu3upoBaHHas MeOelb (CTOJIBI, CTYJIbS MO KOJUYECTBY 00YUaIOIIHNXCS);

- JIOCKa YYEHHYECKasl.

TexHuyeckue cpecTBa 00yUeHUs:

- KOMIIbIOTEP (HOYTOYK);

- MYJIbTUMEIUNHBIN TPOEKTOP, IKPaH.

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

oOecrnieunBaONIMEe TEMAaTUUECKUE  WJUIIOCTpallMM 1O  pabodeil  mporpamme

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

B r00aapHyl0 CceTh VHTEpHET, OCHAIeH JMIICH3WOHHBIM MPOrPaMMHBIM

00eCIICUCHUEM.

3.2. YueOHO-MeTOoAMUeCKOe M HHPOPMALIMOHHOE O0ecliedeHre peajn3amumn
Y4eOHOM TUCUMIIJIMHE

HopMmaTuBHO-npaBoBbI€ aKThI

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

2. ®enepanbublil 3ak0H OT 22 okTs0ps 2004 1. N 125-03 «O6 apxuBHOM
nene B Poccuiickoit @enepanuny (C I3BMEHEHUSIMU U TOTIOJTHEHUSIMU OT 28 nekadps
2017 r.) http://base.garant.ru/12137300/1/#block 100#1xzz30OXI1iDbkk

3. @enepanbHplii 3akoH OT 2 Masg 2006 r. N 59-®3 «O mnopsake
paccMoTpeHus oOpareHuid rpaxkmaan Poccuiickoit @enepanun» (C M3MEHSHHSIMHU U
JTIOTIOTHEHUSIMU OT 27 neKaops 2017 r..)
http://base.garant.ru/12146661/#block_1#ixzz30Xr9AJsd

4, ®enepanbubiil 3ak0H oT 27 utoisg 2006 . N 149-D3 «O6 undpopmanmu,
WH()OPMAITMOHHBIX TEXHOJOTUSIX M O 3amure uHbopManum» (C U3MEHCHHSIMH U
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 JOMOJHEHUsIMU OT 28 nexadbps 2017
r.). http://www.garant.ru/
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6. ®enepanbHblii 3akoH OT 13 sHBapa 1995 r. N 7-®3 «O nopsiake
OCBEILEHUS JEATEIBHOCTH OpPraHOB T'OCYJApCTBEHHOM BIACTH B TOCYAapCTBEHHBIX

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

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

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

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

10. Hamuonaneueii cranmapt P® T'OCT P 7.0.8-2013 «Cucrema
CTaHJAApTOB 10 HHPOpMalMU, OUOIUOTEUHOMY M  M3AATEIIbCKOMY  JICIy.
Jlenonpou3BOACTBO W apXUBHOE J1e710. TEpMUHBI U OmpeaAeieHus» (YTB. MPUKA30M
denepaabHOTO areHTCTBA MO TEXHUYECKOMY PETYIMPOBAHUIO U METPOJOTUU OT 17
okTa0ps 2013 . N 1185-ct)http://base.garant.ru/70650732/#1xzz3Y axaOM2A

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

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

OcHoBHBbIE yUeOHbIe U3IaHUSs

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

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

15. Joponuna, JI. A. JlokyMeHTallUOHHOE OOECIIEUYEHUE YIPABJICHUS:
y4eOHMK U TPAKTHKYM IS  CpeaHero mnpoeCCHOHAIBLHOTO 00pa3oBaHUs /
JI. A. Joponuna, B. C. UputukoBa. — MockBa: N3ngarensctBo Opaiit, 2021. —
233 c.— (IIpodeccuonanbHoe o6OpazoBanue). — ISBN 978-5-534-05783-6. —
Texcr: anexkrponnsiit / DBC I0paiit [caiit]. — URL: https://urait.ru/

JlonoJiHUTEIbHbIE YUeOHbIe U3IaHUs

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

17.  KopneeB, U. K. JlokymeHTallmOHHOE OOECIICYCHHE YIIpaBICHUS +
tectbl B OBC: y4eOHMK W TPaKTUKyM Il CpenHero mpodecCHOHAIBHOTO
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http://www.consultant.ru/

obopazoBanus / U. K. Kopnuees, A. B. Ilmenko, B. A. Mamypues. — 2-e u3fm.,

MockBa

nepepab. ©W JIOIL.
https://urait.ru/
HNHuTepHer — pecypcsl
18. Base Doc.ru -

N3parensctBo  Opaiir,

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

2020.

0Oaza

384 c.

HJOKYMCHTOB

obrazec.html

CaparoBckoit

oOiactu

19.  Odunmaneueiii CallT AIMUHHUCTpAIMA MYHHUIIUIAIBHOTO OOpa30BaHMUS
«[opox Caparos» http://www.saratovmer.ru/

20. Odwummansupiii  moprtan  IIpaBuTenscTBO
http://saratov.gov.ru/

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

22. CupaBouHas npaBoBas cucreMa Koncynprant + Www.consultant.ru

MeTOJII/l‘leCKI/le YRazaHus 1Jisd oﬁyqamnmxcsl 10 OCBOCHHUIO U CHHUIIJINHBI
23. MeTtoanyeckue YKazaHusg IJIA 06yqa101u1/1x051 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 METOJAbI KOHTPOJISI M OLICHKH Pe3y/JIbTATOB 00y4YeHUs

Pe3yabTaThl 00y4yeHus

@opMBbI U METO/IBI KOHTPOJIS U
OLIEHKH Pe3yJIbTaTOB
o0yueHust

perieHus 3a1a4
MPUMEHUTETFHO K

OK 01. Bribupats CIIOCOOBI
npodeccHoHabHOM  JeSTeNbHOCTH
pa3IUYHBIM KOHTEKCTaM;

OK 02. OcymiecTBidarh MOUCK, aHAIM3 M HWHTEPIPETALUIO

uHpopmanuy, HeoOXOOUMOM  Ajs  BBINOJHEHUS — 3ajad
po¢ecCHOHATILHOMN 1eATeIbHOCTH;
OK 03. [IlnanupoBaTb U peaIU30BBIBATH COOCTBEHHOE

po¢eCCHOHATLHOE U IMYHOCTHOE Pa3BUTHE;

OK 04. PaGorathb B KOJUIEKTHMBE U KOMaHzae, >(PQPEKTUBHO
B3aMMOJIEICTBOBATH C KOJUIETAMH, PYKOBOACTBOM, KJIMEHTAMH;
OK 05. OcymiecTBisITh yCTHYIO M TUCBMEHHYIO KOMMYHUKAIIMIO
Ha IrocyJapCTBEHHOM si3blke Pocculickoit denepanuu ¢ y4eToM
0CcO0EHHOCTEH COLMANBbHOTO U KYJbTYPHOTO KOHTEKCTA,

OK 09. MHcnonb3oBaTh HWHGOPMAIMOHHBIE TEXHOJIOTUU B
npoecCHOHATLHOMN 1eATENbHOCTH;

OK 10. ITomp3oBaThcs mpodeccHOHaTbHON TOKYMEHTAllue Ha
roCy/lapCTBEHHOM M MHOCTPAHHOM SI3bIKaX;

I1K 1.1. O6pabatbeiBaTh epBUYHBIE OYXTaITEPCKUE JOKYMEHTHI;
3HATh:

— aKTyaJIbHBIM MTPOPECCUOHAIBHBIA M COIMATBHBIN KOHTEKCT, B
KOTOPOM NPUXOAUTCS paboTaTh U KUTb;

Texymui KOHTPOJIb:

- OIPOC YCTHBIN U MHUCbMEHHBIN
(MHIUBUTYaTBHBIN 1
(GpoHTANBHBIN);

- TECTUPOBAHUE;

- BBIMOJIHEHUE MUCbMEHHOM
paboTHI;

- BBIMOJIHEHUE NPAKTHYECKON
paboThl (MHANBUYaTbHAS U
rpymnmoBas ¢opma paboThl);
O1neHKa BLITIOJTHEHUH
CaMOCTOSITENTbHON PaOOTHI.

[TIpomexxkyTouHas arrecTanus
nuddepeHIIMPOBaHHBIN 3a4eT

Merton npoBeieHHs
IIPOMEXYTOUYHOM aTTecTaluu:
BBITIOJTHEHNE KOMITJIEKCHOTO
3aaHus AJis

g depeHIIMPOBAaHHOTO
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— OCHOBHBIE HCTOYHUKHN MH(OPMALIUU U PECYPCHI IS PEIICHHS
3aga4 ¥ 1mpobieM B NPO(ECCHOHANBHOM H/WIIM COLUAIBLHOM
KOHTEKCTE;

— QITOPUTMBI BBINOJHEHHS pPA0OT B NPOPECCHOHAIBHON |
CMEXKHBIX 00J1aCTsIX;

— METOJBI pPabOTHI B IPOPECCHOHATLHON M CMEKHBIX cepax;

— CTPYKTYpY IUIaHa JUIS PEIICHHS 3a1a4;

— MOPAJOK  OLEHKH  pPe3ylbTaToOB  pEIIeHHs  3a/1ad
npodeccHoHABLHOM IeATEIBHOCTH

— HOMEHKJIaTypa UH(POPMALIMOHHBIX HCTOYHUKOB
MPUMEHSEMBIX B IPOPECCHOHATBHON NEATETLHOCTH;

— NpUEeMbl  CTPYKTypupoBaHUs  uHpopmauuu;  dopmar
oopmMieHHs pe3ysIbTaTOB OKUCKA HHPOPMALIUU

— coaepKaHue aKTyaJbHON HOPMaTUBHO-TIPABOBOU
AOKYMCHTAIUH,;

— COBpEeMEHHas Hay4Has U mpodeccuoHanbHas TePMUHOJIOTHS;
— BO3MOXKHBIC TPACKTOPUH NPO(HECCHOHATBLHOTO Pa3BUTHSA W
caMmo00pa3oBaHus

— ICUXOJOTHYSCKHUE OCHOBBI JICITCIBHOCTU KOJJICKTUBA,
TICUXO0JIOTHYECKHUE OCOOCHHOCTU JIMYHOCTH; OCHOBBI MPOEKTHOMN
JIeSITEIILHOCTH

— 0COOEHHOCTH COITMAIHOTO U KYJIBbTYPHOTO KOHTCKCTA;

— mpaBuia oQOpPMIICHUS JOKYMEHTOB U IMOCTPOCHUS YCTHBIX
COOOILIEHUH.

— TPaMOTHO M3JIaraTh CBOM MBICTH M O(QOPMIIATH JOKYMEHTBI
Mo MPOPECCHOHATBHON TEeMAaTHKE Ha TOCYJAapCTBEHHOM SI3BIKE,
MPOSIBIISATH TOJIEPAHTHOCTH B pab04YeM KOJUICKTHBE;

— COBpPEMEHHBIE CPECTBA U YCTPOICTBA MH(OpMATU3AIINH;

— TOPSJIOK MX TPUMEHEHHS W IMPOTPpaMMHOE OOECTeueHHE B
po¢eCCuOHAIBHON eATETbHOCTH;

— TpaBuia MOCTPOCHMS MPOCTHIX M CIOKHBIX MPEJI0KEHUN Ha
npodeccroHanbHbIE TEMBI,

— OCHOBHBIE OOIIEYNOTPEOUTENbHBIE TJIaroyibl (OBITOBAas U
npodeccroHanbHas JeKCUKa);

— JIEKCMYECKHMH  MHHUMYM, OTHOCSIIMHCA K  ONMCAHUIO
MPEAMETOB, CPEACTB M  MPOIECCOB  MpodhecCHuOHATHHOM
JesITeIIbHOCTH;

— OCOOEHHOCTH TIPOW3HOIIEHHUS;, TMpaBWIa YTCHHUS TEKCTOB
npoeCCHOHAIIBHONW HAIPaBIEHHOCTH o00IMe TpeOoOBaHUS K
OyXraiarepckoMy y4eTy B 4YacTH JOKYMEHTHPOBAaHHUS BCEX
XO3SIICTBEHHBIX JIEUCTBUN U OTIEPALIHIL;

— TIOHATHE TIEPBUYHON OyXTaNnTepCcKON JOKYMEHTAIINH;

— OIpeneeHNe MePBUYHBIX OyXTalTEePCKUX JOKYMEHTOB;

— ¢opmbI MEPBUYHBIX OyXraiaTepcKux JIOKYMEHTOB,
coJiepKaux 00s3aTeNbHbIE PEKBU3UTHI MEPBHYHOTO YYETHOTO
JIOKYMEHTA;

— TOPSAOK MPOBEIEHUS MPOBEPKH MEPBUYHBIX OYXTalTepCKUX
JOKYMEHTOB, ()OPMAIbHON TIPOBEPKHU JOKYMEHTOB, IIPOBEPKH TIO
CYIIECTBY, apu(METUUECKON MTPOBEPKH;

— OPUHIMOBI W NOPU3HAKK  TPYNIUPOBKU  MEPBUYHBIX

3a4cTa.
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OyXTalITepCKUX JOKYMEHTOB;

— TIOPSAOK MPOBEACHHS TAKCUPOBKH M KOHTHPOBKH ITEPBUYHBIX
OyXraiTepCcKux JTOKYMECHTOB;

— TOPSJIOK COCTaBJICHHUS PETHCTPOB OYXTalTepCKOro yueTa;

— MpaBWJIa W CPOKH XPaHEHHsS TIEPBUYHON OyXralTepCKOu
JOKYMEHTAIUH

yMeThb:

— pacro3HaBaTh 3a/1a4y W/WIK MPoOieMy B MPO(HecCHOHAITEHOM
W/WIH COIMAIBHOM KOHTEKCTE;

— aHANIM3MPOBATH 3aJadyy W/WiIM TpoOJeMy U BBLICHATH €&
COCTaBHBIC YaCTH;

— ONpEACIATH TAIbl PEIICHUS 3a/1a4H;

— BBIBIATH W 3(pdexTuBHO  UCKaTh  MH(pOpMAIHIO,
HEOOXOIUMYO ISl pEIICHHUS 3a1a9U U/WII TTPOOJIEMBI,

— COCTaBUTh IUIAH JICHCTBHS, ONPEICIUTh HEOOXOIUMbIE
pecypcsr;

— BIIAJIETh aKTyaJIbHBIMH METOIaMHU paboThI B
npoeCCHOHATFHON M CMEXHBIX cepax;

— pearu30BaTh COCTaBJICHHBIN TUIAH;

— OIICHMBATh pE3yJabTaT M TIOCIEJACTBHS CBOUX JICHCTBHM
(caMOCTOSITEIPHO HITU C TIOMOIIBI0 HACTABHUKA)

— OIpenensaTh 3aJa4ul Ui TOWCKa WH(OPMAIMU; OMPEACIsATh
HEOO0XO/IMMbIC UCTOYHUKHA WHPOPMALIUH; TUIAHKPOBATH TPOIIECC
MIONCKA;

— CTPYKTYpPHPOBATh MOJydaeMyro HH(OpMaIuio;

— BBICIATH HamOoyiee 3HAUMMOE B TepeuHe HHpopmaium,
OLICHHUBATh MPAKTUYECKYIO0 3HAYUMOCTb PE3yIbTATOB MOMCKA;

— oopMIIATE pe3yIbTaTHl TIOUCKA,

— ONpEeACTATH aKTyaJIbHOCTh HOPMAaTUBHO-TTPaABOBOU
JOKYMEHTAITUH B IPOPECCHOHATBHON ACSITETLHOCTH;

— TNPUMEHSATH COBPEMEHHYI0O HayuHYI Mpo(decCHOHATHHYIO
TEPMHUHOJIOTHIO; OIpENeisiTh W BBICTPAUBATh TPACKTOPHUH
PO eCCUOHAIBHOTO PA3BUTHUS U CAMOOOPa30BaHMUS;

— OpraHU30BBIBATh PabOTY KOJIIEKTHBA U KOMAH/IbI;

— B3aMMOJEWCTBOBATH c KOJUICTaMH, PYKOBOJICTBOM,
KIIMEHTaMH B X0JI¢ TPO(HECCUOHATILHOM e TSIIbHOCTH,

— TpaMOTHO M3JaraTh CBOM MBICIH M O(QOPMIATH JOKYMEHTHI
Mo MpogecCHOHANBHON TeMaTUKEe Ha TOCYAapCTBEHHOM S3BIKE,
MIPOSIBIIATH TOJIEPAHTHOCTH B pab0veM KOJUICKTHBE;

— TPUMEHATh CpeACTBAa HH(DOPMAIMOHHBIX TEXHOJOTUH s
penieHus mpodecCHoHaNbHBIX 3a7a4;

— HCIIONB30BaTh COBPEMEHHOE MTPOrpaMMHOE 00ecTIeueHHE;

— TOHMMAaTh  OOMMA  CMBICT  YETKO  IPOU3HECCHHBIX
BBICKA3bIBAHUH Ha W3BECTHBIE TEeMBI (MPOo(ecCHOHAIBHBIE H
OBITOBBIC), IOHUMATh TEKCThI HAa 0a30BbIE MpPOeCcCHOHATbHBIC
TEMBI,

— y4JacTBOBaTb B JHalorax Ha 3HAKOMBIE OOIMIME W
npodeccroHanbHbBIE TEMBI,

— CTPOWTH TMPOCTHIE BBICKA3bIBAHMSI O cebe M O CBOCH
npoecCHOHABHON JESTENILHOCTH; KPaTKO OOOCHOBBIBATh U
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OOBSCHHUTH CBOM JICHCTBHSI (TEKYIIHE U TUTAHUPYEMBIE);

— MHCaTh TIPOCTBIE CBSI3HBIE COOOLICHHWS HA 3HAKOMBIC WIIH
MHTEPECYIOIINE MPOPECCHOHATILHBIC TEMBI;

— NPUHMMATh [POU3BOJIbHBIE IE€PBUYHBIE OyXrajaTepckKue
JTOKYMEHTHI, paccMaTpuBaeMble Kak IIUCbMEHHOE
JIOKA3aTelIbCTBO COBEPIICHUs XO3SAMCTBEHHOW OIEpaluyd WIH
MIOJTyYEeHHE pa3pelleHHs] Ha ee IPOBE/ICHUE;

— NPUHMMATh TMEPBUYHBIE OyXraiarepckue JOKyMEHTHl Ha
OyMa)KHOM HOCHTEJE U (MJIM) B BUAE SJICKTPOHHOTO JOKYMEHTA,
HOJITMCAHHOTO IEKTPOHHOMN MOATHUCHIO;

— NpPOBEPSTh  HAIWYUE B  [POU3BOJIBHBIX  [EPBUYHBIX
OyXranTepCKuX JOKYMEHTaX 00s3aTeIbHbIX PEKBH3HUTOB,;

— NPOBOAUTH (HOPMAIBHYIO IPOBEPKY AOKYMEHTOB, IPOBEPKY
IO CYLIECTBY, apU(PMETHUECKYIO IPOBEPKY;

— NPOBOAWUTH  TPYHNIUPOBKY  MEPBUYHBIX  OYXTaldTEpCKUX
JOKYMEHTOB I10 psiy PU3HAKOB,;

— NPOBOJAUTH  TAaKCUPOBKY U  KOHTUPOBKY  IEPBUYHBIX
OyXralTepCKuX JTOKYMCHTOB;

— OpraHM30BbIBaTh JOKYMEHTO0OOPOT;

— pa3buparbcs B HOMEHKJIAType Jell;

— 3aHOCUTb [JaHHbIE II0 CTPYNIHMPOBAHHBIM JIOKYMEHTaM B
PEerucTpel OyXraJTepCcKoro y4era;

— mepefaBaTb IEPBUYHBIE OyXrajaTepcKue JOKYMEHTHl B
TEKyIIUi OyXTaaTepCKuil apXuB;

— nepelnaBaTh IEpBUYHBbIE OyXTaJTepcKUe JOKYMEHThI B
IIOCTOSIHHBIM apXWB 110 HCTEYEHUHM YCTAHOBJIEHHOI'O CpOKa
XpaHEeHHUs;

— HUCHpaBIATh OWIMOKM B  TEPBUYHBIX  OyXTaJTepcKux
JIOKYMEHTaXx;

4.2. ®oHJ OLCHOYHBIX CPEACTB JIsl POBEACHHUS MPOMEKYTOUYHOM ATTECTALMH
00y4aroIuXCcs M0 JUCHUIJINHE

IToka3aTenn U KPUTEPUH OLCHUBAHUS KOMIIETEHIIM I
Iloka3aTrenmn W KpUTEPUM OLICHUBAHUS KOMIIETEHLMM, OINMCAHUE IIIKaJ
OLICHUBAHUS COAEPIKATCS B MPUIIOKEHUU 1.

KoHTpoJibHBIE U TeCTOBbIE 321aHUS
KonTposnbHbIe 3a1aHus COAEPKATCS B MPUIOKEHUU 1.

MeToanyeckue MaTepuaJIbl
Meroauueckue MaTepuabl, ONPEASTAOMINE TPOLEAYPbl OLICHUBAHUS 3HAHUU,
YMEHUM, XapakTepusyrmux ¢GopMUpPOBaHHWE KOMIIETEHIIHH, CoIlepKaTcs B
MPUIIOKEHUH 1.

18



Ipuioxenne 1

KoHTpo/IbHO-011eHOYHBbIE CPe/ICTBA
JJIS1 IPOBe/IeHNUS POMEKYTOUYHOM aTTeCTAIMH M0 UCHHUILINHE
OI1.06 loxkymeHTallMOHHOE O0ecTieYeHue YIPaBJIeHUus

1.1. dopma npome:xxkyTouHoii arrecramun: J[nddepenmpopannsii 3auet (5 cemecTp).

1.2. Cucrema oueHMBAHNS Pe3yJIbTATOB BbINOJHEHUS 3aJaHUI

OI_ICHI/IBaHI/Ie PE3yIbTAaTOB BBIINTOJIHCHU A 3az[aHm”1 HpOMeXCYTOqHOfI aTTeCTaluu
OCYIIIECTBIISICTCS HA OCHOBE CJIEAYIOIINX MPUHIIUIIOB!

JIOCTOBEPHOCTH OIICHKH — OIIEHWBAETCS YpOBEHb C(HOPMHPOBAHHOCTH 3HAHWIA, YMEHHH,
MPAKTUYECKOTrO OIbITa, OOUmMX U Mpo(ecCHOHATBHBIX KOMIIETEHLUH, MPOJEMOHCTPUPOBAHHBIX
06y‘~IaIOHII/IMI/IC$I B XO€ BBIITOJIHCHUS 3aJaHHUA,

a/IeKBAaTHOCTHU OIIEHKU — OIICHKA BBITIOJHEHUS 3aJJaHUi JOHKHA MPOBOJUTHCS B OTHOIICHUU
TEX KOMHCTCHHI/If/'I, KOTOPBIC H€O6XOIH/IMI)I JJISL 3(1)(1)€KTI/IBHOFO BBITIOJIHCHUA 3aJaHUsA,

HAJEKHOCTH OILIGHKM — CHUCTEMa OIICHHBAHHS BBINIOJHEHUS 3a/JlaHui JTOJDKHA 00JaaaTh
BBICOKOW CTEIMEHbI0 YCTOMYMBOCTH TPH HEOJAHOKPATHBIX OIICHKAX YPOBHS C(HOPMUPOBAHHOCTH
3HAaHUW, YMEHHUH, MPaKTUYECKOro OIbITa, OO0MmMMX ¢ TPO(EeCCHOHATBHBIX KOMIIETEHIUI
00yJaromuxcs;

KOMIUIEKCHOCTH OILIEHKH — CHUCTeMa OICHMBAHUS BBIMOJIHEHUS 3a/laHUui JOJDKHA TO3BOJIATH
WHTETPATHBHO OIICHUBATH O0IINE U MPOPECCHOHATBHBIE KOMIICTCHIIMN 00yJaIONTUX S,

OOBEKTUBHOCTH OIICHKM — OIICHKA BBIMIOJHEHUS KOHKYPCHBIX 3a/laHUi JIOJDKHA OBITh
HE3aBHUCUMOH OT OCOOCHHOCTEH mNpo(ecCHOHAIBLHON  OpHEHTAIMH WM [PEIIOYTESHUH
npernoaaBaresneil, OCyIECTBISIIOIIMX KOHTPOJIb WIIH aTTECTAIIHIO.

[Ipu BBIMOMHEHUH TIPOLIEYP OICHKH 3aJaHUN HCIOJIB3YIOTCS CIEAYIOIINE OCHOBHBIE
METO/bI:

- MCTOJ pacycTa NEPBUYHBIX 6ann013;

- METOJI pacueTa CBOJHBIX OAJIOB.

PG3YJ'II)T3TI)I BBITIOJTHCHUA 3aI[aHI/Iﬁ OLICHUBAKOTCA B COOTBETCTBHU C pa3pa6OTaHHBIMI/I
KPUTEPUSMHU OLEHKH.

Wcnonp3yercs nsaTudauibHas MIKaia Juisl OHEHUBAHUS pPe3yIbTaToOB O0yUEHUS.

[lepeBoa nATHOATBHOM ITKATBI yYeTa PE3YIbTATOB B MATHOATBHYIO OIICHOYHYIO IIKATY:

Onenka Konu4yecTBo 0217108, HAOpaHHBIX 32 BHINOJHECHHE
TeOPeTHYeCKOro U NPaKTHYeCKOro 3aaHusl,
cpeaHuii 0a/171 0 UTOraM aTTeCTAlNHU

O1ieHKa 5 «OTIIHYHOY 4,6-5
OrneHka 4 «xopouioy 3,6-4,5
OreHka 3 «yJOBIICTBOPUTEITHHO 3-3,5
OrneHka 2 «HEYIOBJIETBOPUTEIBLHO <29

1.3. KOHTpPOJILHO-0LIEHOYHBIE CPEICTBA
1.3.1 3apanmne:

1.CobecemoBanue Mo BOMPOCaM.

2. IlpakTiyeckoe 3aaHue.

IIpumepHbIe BONPOCHI 11 co0ece0BaHUA
1. Tlonsarue «uH(DOpPMAIUIY, «TOKYMEHTHPOBAHUEY, «IETONPOU3BOACTBOY. Poith nHbOpMarin
B COI[MAIbHO-9KOHOMUYECKHX MPOIIECCAX.
2. OcHoBHbBIE CIOCOOBI TOKYMEHTUPOBAHMUS, UX XapaKTEPUCTHUKA.
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3. MarepuanbHble HOCUTENN HH(POPMAIIK U UX BIUSHUE HA JOJTOBEYHOCTh U COXPAHHOCTh
JJAHHBIX, COAEPIKAIIUXCS B IOKYMEHTaX

4.  Buapl v (QyHKIMK JOKYMEHTOB

5 CBolicTBa TOKYMEHTOB

6 CtpyKTypa JOKyMEHTa

7. lloHsATHE PEKBU3UTA, CIIOCOOBI PACIOI0KEHUS PEKBU3UTOB. KOHCTpYKTHBHAs ceTka

8 CocraB u npasuiia opopmieHus: pekBu3uToB 1-10

9.  Cocras u npaBuia opopmieHus: pekBu3uToB 11-20

10. CocraB u npaBuia opopmieHus pekBu3uToB 21-30

11. Tlonsarue GnaHka, BUIBI OJAHKOB, COCTAaB PEKBU3UTOB

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

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

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

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

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

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

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

19. JlokyMmeHT nmpuKas3 110 OCHOBHOM JESITEeIbHOCTH: Ha3HAUEHHE, COCTaB PEKBU3HUTOB,
CTPYKTYpa TEKCTa, IOPSIIOK CO3JaHUs U O(hOPMIICHUS.

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

21. TIlpaBmia ohOpMIICHHUS KOTIMIA M BBIIIMCOK JJOKYMEHTOB

22. IlepcoHalibHBIE JOKYMEHTBI: COCTaB, HA3HAYEHUE, MOPSATOK PabOTHI

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

24. Jlu4HOE NeNo 1 JOKYMEHTHI €T0 COCTaBIISIFOIINE

25. Kparkas xapakTepuCTHKa IPAaBOBBIX aKTOB JUIsl peau3aliy paB rpaxkJiaH B chepe
NIEHCHOHHOTO 00€CIeUeHNs U COMAIbHON 3alUThI

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

27. TlonsTtHe JOKyMeHT0000poTa. TexHoaorus 00paboTKH MOCTYNAIOLIMX JT0KYMEHTOB.
BuyTtpennuii 1okyMeHT0000poT. JIOKyMEHTOOOOPOT UCXOASIIEN JOKYMEHTAIIUH

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. OOmmme npuHIHITE POPMUPOBAHUS JIEIT

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

31. DxkcnepTH3a IEHHOCTH TOKYMEHTOB

32. ApxuBHOE XpaHEHHE JOKYMEHTOB

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

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

35. Hudpopmarmonnsie TexHonoru B JI0OVY.

36. OOmIas xapakTepuCTHKA JOKYMEHTOB 110 (PHHAHCOBO-PACUETHBIM OMEPAITHSIM.
Knaccugukarus pacueTHbIX JJOKYMEHTOB.

20



37. CnocoOsl ucpanieHus oMOOK B (PUHAHCOBO-PACUETHOM TOKYMEHTALINH.

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

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

Kpurepun oieHk# pe3y/ibTaTOB BbINOJIHEHHUS TEOPETHYECKOT0 3aIaHUS basel B
COOTBETCTBUU C
KPUTEPUSIMHU OIICHKU

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

coJiepKaHue BOIIPOCa.

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

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

2 | JleMoHCTpUpYyeT HEAOCTATOYHO TJIyOOKO€, TIOJIHO€ 3HAaHHE U 1,5
MOHMMAaHHE MTPOrPaMMHOTO MaTepHaa.

Henocrarouno mocnenoBaTeabHO, HO CAMOCTOSITENBHO PACKPBIBAET
OCHOBHOE COjIepKaHie BOIPOcCa.

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

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

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

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

W3naraer nporpaMMHbIi Marepuan (parMeHTapHO, HE Bcerja
MOCJIe0BATEIBHO.

JlonymieHbl OMMOKM M HETOYHOCTH B HCIOJIB30BAaHUM HAy4YHOM
TEPMHUHOJIOTHH.

ITpu oTBETE Ha BOIPOCHI JONIYCKAET HETOYHOCTH.

4 | CtyneHT AEMOHCTPUPYET HE3HaHHE W HETIOHMMAaHHE MPOTrPaMMHOTO 0
Marepuana.

OcHOBHOE coziepkaHue yueOHOTO MaTepHalia He PaCKPHITO;

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

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

MakcumanabHOe KOJMYECTBO OAJUIOB 3a BBIIIOJIHEHUE IPAKTHYECKOro 3aJaHus — 3 Oaa.
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Ne Kpurepun oneHku NpaKTH4eCKOro 3aaHUA banisl B cOOTBETCTBHH €
KPUTEPUSIMH OIICHKU
MakcumaiabHbIi 0aya — 3,0
1 IIpumenenne onuuu (pOpMATHPOBAHUA: MaxkcumaabHhbiii 6a1a - 0,6
0aJI10B
mpudT (Times New Roman), pasmep mpudra (12, 14) (0,05*2) 0,1
moJisi TIokyMeHTa (BepxHee — 1,5 cm; HmkHee — 2,0cM; (0,05*4) 0,2
neBoe — 2,5¢Mm; mpasoe — 1,5 cm)
o(opmMieHre 3ar0JIOBOYHOM YacTH B TaOIHIIBI (BEPHBIN 0,1
pasmep obenx rpad)
BbIpaBHMBaHME pekBu3uTa 20 (10 MIMPUHE) 0,1
MEXCTPOYHBINH nHTEepBat (1,5;nepen u nocie OnT.) 0,1
2 OdopmileHne U pacnosioKeHue peKBU3UTOB MaxkcumaJbHbIi 0aaa - 1 6aun
BepHOE odopmiieHHE PeKBU3UTOB (16 miT.) (16*0,05) 0,8
BEpPHOE PACIIOIOKEHUE PEKBU3HUTOB (16 mIT.) (16*0,03) 0,2
3 | TpedoBaHus K TeKcTy - 18 pekBU3NTY MaxkcumaibHbliii 6a1a - 0,2
0aJ110B
COOTFOIaeTCs CTPYKTYpa TEKCTa 0,04
TOYHOCTH 0,04
JIOTUYHOCTH 0,04
apryMEeHTUPOBAHHOCTD 0,04
[IOCJIEAOBATEIBHOCTD 0,04
3 | CoxpaHeHHe TOKYMEHTOB MakcumanabHnblii 6aa - 0,1
0aJ110B
BEPHOE COXpAaHEHUE JOKYMEHTa 0,1
4 IlepechlIKa JOKYMEHTA 110 3JIeKTPOHHOM MOYTe MakcumaiabHbIi 0aaa — 0,2
o0aJju1a
MTOCIIAHHBIA JOKYMEHT MMEET BUJI BIOXKECHUS 0,1
BEpPHOE HAMMEHOBAHHE TEMBI IHCbMa 0,1

Pe3y.]'IBTaTI)I BBIIIOJITHCHHUA  TCOPCTHUYCCKOIO  3aJjaHusd W PE3YJIbTAaThl  BBIITOJHCHHA

MMPAKTUYCCKOro  3aAaHusl CYMMHPYIOTCA.

(DOpMI/IpyeTCH CBOA PE3YyJIbTAaTOB, IIOJIYYCHHBLIC

pe3yabTaThl COOTHOCSTCS C 5-0abHOM CUCTEMON OIEHKH:

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

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

1.5. Y4yeOHO-MeTOAMYECKOe W HH(OPMAaLMOHHOE o0ecleYyeHHe peaJu3anuu y4eOHoH

AUCHUIIJIMHBI?
HOpMaTI/IBHO-HpaBOBble AKThbI

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

http://base.consultant.ru/

22




2. @enepanbublii 3akoH OT 22 okTsa0ps 2004 1. N 125-03 «O06 apxuBHOM jene B
Poccuiickoit ®Depepanun» (C W3MEHEHUSAMH W JONONHEHWSAMH oT 28 ngekadbps 2017 r.)
http://base.garant.ru/12137300/1/#block_100#ixzz30XIliDbkk

3. ®enepanpublii 3akoH oT 2 masg 2006 r. N 59-®@3 «O mnopsigke paccMOTpeHUs
oOpammenuii rpaxxaan Poccuiickoit @enepanumy (¢ M3MEHEHUSIMH U JIONOJHEHUSAMH OT 27 nekadps
2017 r..) http://base.garant.ru/12146661/#block 1#ixzz30OXr9AJsd

4. @enepanbubiii 3akoH oT 27 wurons 2006 r. N 149-®3 «O6 wuHbpopmanuwy,
MH(OPMALIMOHHBIX TEXHOJIOTHUSIX U O 3aluTe HHGopMaum» (C U3BMEHEHUSIMU U JOMOJHEHUSIMHU OT
27 nexabps 2019 r.). http://www.garant.ru/

5. ®denepanbubiii 3akoH 0T 9 deBpanst 2009 r. N 8-D3 «O06 obecrnieueHHH J0CTyIa K
uH(GOpPMAIIUK O JAEITEIFHOCTH TOCYJApCTBEHHBIX OPTaHOB M OPraHOB MECTHOTO CaMOYIIPABIICHUSY
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