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1. OBIIASA XAPAKTEPUCTHUKA MNPUMEPHOM PABOYEW ITPOI'PAMMBI
YYEBHOHU JUCHHUIIVIMHBI «OIL.04JOKYMEHTAIMOHHOE OBECIIEYEHHUE
YIIPABJIEHU S

1.1. MecTo TMCUMIJIMHBI B CTPYKTYP€e OCHOBHOM 00pa30BaTe/IbHOM MPOrpaMMbI:

VYyeOnass gucnumuinHa «JlOKyMEHTAllMOHHOE OOeCleueHUe YMpaBiICHUS» SBISIETCA
00s3aTeNIbHOM  YacThi0  00IENPO(EeCCHOHANILHOTO LUKJIAa OCHOBHOW MpodeccHoHaIbHON
obpazoBarenbHoli miporpammbl B cooTBeTcTBHM ¢ PI'OC CIIO mo cnenumansHoctr 38.02.06
DUHAHCHI.

Mecro puctumuimabel B cTpykType OIIOIL: obmenpodeccnonanpHas TUCIUTIIMHA
npodeccroHaabHOro nukia. Jucuummna u3yyaercs B 6 cemectpe.

1.2. Heas 1 niIaHupyeMble pe3yJabTAaThl OCBOCHUS JUCIUIJIMHBI:

Henabio ocBoeHuss y4yeOHOM  IUCHUIUIMHBI  «JlOKyMeHTalloOHHOEe oOecredyeHue
YIpaBIECHUS SBISLCTCS (POPMUPOBAHHUE y OOYUAFOIIUXCS COBPEMEHHBIX TEOPETUUCCKUX 3HAHUU
0 TOKyMEHTallMOHHOM O0ECIICUeHUH YIPaBICHHUS

3agaum JUCIUTUINHBL:

— BbIpa0OTKA MPAKTUYECKUX HABBIKOB [0 COCTABICHUIO U O(OPMIICHUIO YIIPABICHYECKUX
JIOKYMEHTOB,

— MPAaKTHUYECKOE O3HAKOMJICHUE CTYCHTOB C TEXHOJIOTHSIMHU PAOOTHI C yIPaBICHUECKUMHU
JIOKYMEHTaMHU;

— OCBOEHHE COBPEMEHHBIX METO/IOB U IIPUEMOB OpraHU3aIlK paboThl C JOKYMEHTAMH.

B pesynbprare ocBOCHUS TUCHUILUIMHBI 00YYarOITUICS JOTIKEH

3HATh:

— 0COOEHHOCTH COCTaBIJICHHSI 3aKYITOYHON JOKYMEHTAIlUN

— UH(POPMAIMOHHBIE TEXHOJIOTHH B MPO(PECCUOHANBHOMN 1eATeIbHOCTH

— OCOOCHHOCTH OpraHM3allii W TMPOBEJICHUS KOHTPOJIBHBIX MEPONPUSITHI OpraHaMu,
OCYIIECTBISIONUMHU (PUHAHCOBBIN KOHTPOITb.

— OCOOEHHOCTH TIPOBEICHMS 3aKyNMOK TOBAapOB, PabOT, yCIyr OTIAEIbHBIMH BUIAMU
FOPUINYECKUX JIMII.

yMeTh:

— oopmIIATh TUTaTEXKHBIE JOKYMEHTHI (JIEKTPOHHBIE 3asSBKH Ha KAaCCOBBIE PACXOHbl U
TJIaTE)KHBIC TTIOPYUYEHUS) I MPOBEJCHUS KACCOBBIX BBITLJIAT

— IPOBEPSITh HEOOXOIUMYIO JOKYMEHTAIIHIO JIJISl 3aKIF0OYEHHUS] KOHTPAKTOB

— MPOBEPATH HEOOXOIUMYIO JOKYMEHTAIIMIO JIJISl 3aKIFOUEHUS KOHTPAKTOB; MPUMEHSTh —
porpaMMHOe 0OecriedeHre P OCYIIEeCTBICHUH (PUHAHCOBOTO KOHTPOJIS.

— o(opMIsATE  pe3yNbTaThl MPOBEACHHBIX KOHTPOJBHBIX MEPONPUITHH  IMyTeM
COCTaBIICHUS aKTOB U CIIPABOK; MPUMEHSATH IporpaMmMHoe obecriedenrne (GUHaHCOBOTO KOHTPOIIS.

B nporuiecce ocBoeHUS TUCHIUTIIIMHBL y CTYIEHTOB JIOJKHBI OBITH COPMUPOBAHEI CIEAYIONTUE
ob6mue kommnerenmu (OK):

Kon
Coaep:xanue KOMIETEeHUNH

KOMIEeTeHI[HH

I[IK 1.5 ObecneunBaTh (HPMHAHCOBO-IKOHOMHYECKOE COIPOBOXKJICHHUE JIEATEIbHOCTH
10 OCYIIECTBJICHUIO 3aKYIIOK ISl TOCYAAPCTBEHHBIX M MYHHIIMTTIAIBHBIX HYXK]

[1K 3.4 ObecrieunBaTh ~ OCYLIECTBJIICHHE  (PMHAHCOBBIX  B3aMMOOTHOIIEHUH ¢
OpraHu3alMsIMM, OpraHaMHM TOCYJapCTBEHHOHM BIacTH M MECTHOTO
CaMOYIIPABIICHHS

[1IK 4.1 PazpabaTbiBaTh IJIaH ¥ MPOrpaMMy IPOBEAECHUS KOHTPOJIBHBIX MEPOIPUATHH,
oopMIISITE  pe3yNbTaThl  MPOBEACHHBIX  KOHTPOJBHBIX  MEPONPHUSITHIA,




BbIpabaThIBaTh PEKOMEHJAIMHM [0 YCTPAaHEHHUIO HEIOCTaTKOB M PHCKOB,
OLleHUBaTh 3((PEKTUBHOCTh KOHTPOJIBHBIX MPOLEAYP

I1K 4.3

VY4acTBOBaTh B pPEeBU3HUU (PUHAHCOBO-XO3SMCTBEHHOU NEATEIBHOCTH OOBEKTa
(UHAHCOBOIO KOHTPOJISI

2. CTPYKTYPA U COJIEP)KAHUE YUEBHOM JUCIHUILIAHBI
2.1. O0beM yueOHOI JMCHMIIJIMHBI M BUABI Y4e0HOH padoThl

Buna yueOHoii padoThI Oo0bem B
yacax

O0bem 00pa3oBaTeJIbHOM NPOrPpaMMbl Y4eOHOM U CIIUTIIIHHbI 42
O0beM padoThl 00YYAOIIHMXCS BO B3AMMO/IeliCTBHY € NPenoiaBaTesemM 32

B TOM YHCJIE:

TeOpeTHIEeCcKoe 00yueHne (JICKIUU, YPOKH) 8

IPAKTUYECKUE 3aHATUS 24

Camocmosmenvuas paboma 10
IIpome:xxyTouHasi arTrecTanus B popme 3auera




2.2. TemaTu4ecKuii JIAH U coJep:KaHue Y4eOHOM TMCUMILIUHBI

HaumeHoBaHue Conep:kanue y4yeOHOro Marepuasa u GopMbl OPraHu3anuM JAesiTeJIbHOCTH Oo0bem Koabi
pa3eaoB U TeM 00y4alomuXcsi, B TOM YHC/Ie ¢ IPUMEHeHHeM 3JIeKTPOHHOr0 00y4eHus 1 B 4acax KOMIIEeTEHIIHI,
JAMCTAHIMOHHBIX 00Pa30BaTeJIbHbIX TEXHOJIOTHH ¢popmupoBanmnio
KOTOPbIX
crocoocTByeT
3JIeMeHT
IpPOrpamMmbl
1 2 3
Paznein 1. JlokymeHTHPOBaAHME YIIPABJEHYECKOH 1€ATEJIbHOCTH.
Tema 1.1 Ilonsitue n Copnepxxanue yueOHOro MmarepuaJia 1K 3.4,
HPOUCXOKICHAC CuMBonMYECcKas U YCJIOBHAs CUTHAIM3alUs. BO3HUKHOBEHHME IHCHMEHHOCTH U 1K 4.1,
nokymenta. Hpasuia NOKyMeHTa. VI3MeHeHHe CONEpKaHMsl TOHATUS <«IOKyMEHT» HAa pasHBIX OTamax K 4.3
ODOPMIICHHUS PEKBH3UTOB | yeronyeckoro pasuTHs oOmectsa. COOTHOMIGHHE MOHATHH «MHGOPMAIHSY U
¥ 0JIAHKOB JIOKYMEHTOB «IOKyMeHT». McTouHukoBemueckas M HMH(GOPMALMOHHAS KOHIEHIMU JIOKyMEHTA.
OnpezienieHne JOKyMEHTa B 3aKOHaX M craHgapTaX. Iloau@yHKIMOHAIBLHOCT
JOKyMeHTa: (DYHKIUS 3aKpeluieHHss U COXpaHeHHs MH(MOPMAIMH, KOMMYHUKATHUBHAS,
KyIbTypHas,  yIOpaBleHuYeckass, IpaBoBas, CTaTUCTHYECKas,  II03HABATENbHAs,
oOpasoBaTenbHas, MOIMTUYECKAs, WUJEONOTUUECKas, XyJI0)KECTBEHHO-ICTETHUECKAs, ;

JI0CyToBasi, ToBapHasi GYHKIMHU, (PyHKIUS UCTOPHUUYECKOTO UCTOUHUKA. KoianuecTBeHHbIE
U KAayeCTBEHHbIE XapaKTEPUCTUKH OGYyHKIUH. DyHKUMU ONEpaTUBHOIO XapakTepa H
IIOCTOSTHHO J€MCTBYIOIIKE.

[lenb ¥  OCHOBHBIE METOABI  KJAacCU(pUKALMU:  HEpapXUUecKuil,  (aceTHbIH.
CemanTHueckre U (QyHKLUMOHANbHbIE Kiaccupukauuu aokymeHToB. Kiaccuduxanmn
MaTepuaibHbIX  Hocutenedl  uHpopmammu.  Kmaccudukamus  mo  cmocoOy
nokyMeHTHpoBaHus. Kiaccudukanum mo ypoBHIO OOOOIIEHHS W OTHOIIEHUIO K
OpUTHHAJILHOCTU HWH(GOpMalUU, 10 M[EPUOJUYHOCTH, [0 PpEeXKUMY JAOCTyNa, IO
IOPUJIMYECKOMY CTaTycy, MO reorpaduyeckoMy MpHU3HAKY. Buabl JOKyMEHTOB IO
BpPEMEHHU MOSBJICHHS B COLMAIbHOW KOMMYHMKAIIMHM: YePHOBOM, O0€I0BOM, MOJIMHHUK U




KOIIUS.
CoctaB peKBU3UTOB OQUIMAIBHOrO JOKyMeHTa. CucreMa CTaHAapTOB IO MHGpOpMaluy,
O6ubnmoreyHoMy UM H3AaTenbckoMy  Aedy.  OpraHu3anoOHHO-paclopsiAuTeNIbHAs
nokyMmeHTtauusi. TpeOoBaHus K O0QOpPMIIEHHIO JHOKYMEHTOB». OdopmiieHHe PEeKBU3UTOB
0JlaHKa U OrpPaHUYMUTENBHBIX OTMETOK. PEKBU3UTEI, ONPEAEIAIOIINE IOPUINIECKYIO CUITY
JOKyMeHTa, U uX odopmieHue. PekBU3UTHI, oTpakarouye oOpabOTKy U JABHIKEHHE
JIOKYMEHTA (J1€71011POU3BOICTBEHHBIE OTMETKH )

Oco0eHHOCTH M3rOTOBJICHUS U NIPUMEHEHHsI OJIAaHKOB. YTJIOBOM U MPOJOJIbHBIN ONaHKH.
[TpaBuiia pa3MenieHusi OCHOBHBIX PEKBMU3UTOB. biiaHk nucema, oOmmii OnaHk, OJiaHK
BUJA JJOKYMEHTA, OJTaHKH JOJKHOCTHBIX JIMI] U CTPYKTYPHBIX MOApa3eeHUH, OJaHKH Ha
JIBYX sI3bIKax. TUNHYHBIC OMIMOKM B TIOATOTOBKE OJAHKOB

B ToM ync/ie NpaKTHYECKUX 3aHATHI

1. OTBeThI Ha BONPOCH! YCTHOTO (MMCbMEHHOT0) OMpoca.
2. PedepaThl ¥ Ipe3eHTALUH 110 BOIIPOCAM TEMBI.

3. Perienue npakTH4ecKUX 3aaHuil (3aga4)

4. Pabota ¢ uatepHer-pecypcamu 1 9bC

Tema 1.2 Cuctema
OpraHU3alMOHHO-
pacnopsIUTENbHON
JOKyMEHTallUU

Conep:xxanue yueOHOro MaTepuasa

CDYHKHI/II/I OpTraHHU3allMOHHBIX TOKYMCHTOB. OcHOBHBIE BUJbL: YCTaB, IIOJIOXCHHUC,
UHCTPYKUIHSA  (JOJDKHOCTHAs MHCTPYKLHMS), perjamMeHT, CTPYKTypa M IITaTHas
YUCJICHHOCTbh, INITATHOE pacliMcaHue, MpaBujia BHYTpPEHHETo pacnopsiaka. CTpykrypa u
0COOEHHOCTH MOATOTOBKH U 0(pOPMIIEHUS JOKYMEHTOB.

[TonsiTue noroBopa (KOHTpakTa), corjalleHus, nportokosa. TumoBas ¢opma gororopa.
OcHoOBHBIE pa3zesnsl JoroBopa. Buasl 1oroBopoB: KyIUIM-IPOiaXkH, TOCTaBKU, KOMUCCUU
u 1p. Buasl noroBopos B cdepe 3akynok. OcoOeHHOCTH MPOBEEHUS 3aKyIIOK TOBApPOB.
OYyHKUMU  pacHoOpSIIUTENbHBIX  JIOKYMEHTOB. Kpurepun BbIOOpa  BHJIOB
pacnnopsaauTCIIbHBIX  TOKYMCHTOB. Ocobennoctu IIOATOTOBKH. OcHOBHEBIE BUBI:
NIOCTaHOBJICHUE, PUKA3, paclopsHKEHHE, pelIeHUe, yKa3aHHe

B Tom uMciie MPAKTHYECKHUX 3aHATHH

1. OTBeTHI Ha BOIIPOCH! YCTHOTO (MMMCBMEHHOT'0) OIpoca.

1K 3.4,
K 4.1,
I1K 4.3




2. PemieHne mpakTUYeCKHX 3a/1aHuUi (3a71a4)
3. Paborta c unaTepHer-pecypcamu u ObC

Tema 1.3
HNudopmarmorHo-
CIPaBOYHBIC JOKYMEHTBI

Conep:xanue yueOHOIro MaTepuasia

(DYHKHI/II/I I/IH(bOpMaI_II/IOHHO'CHpaBO‘IHBIX JAOKYMCHTOB. OcobenHoctTH IIOJATOTOBKH
OCHOBHBIX BUJOB JOKYMCHTOB: aKTa, IIPOTOKOJIA, I[OKH&I[HOﬁ 3allMCKH, 00BSICHUTEIILHOU
3aIIMCKHU, CIIPpABKH, ITMCbMA.

B ToM unc/ie NpaKTHYECKUX 3aHATHI

1. OTBeTHI HAa BOIPOCHI YCTHOTO (MMMCBMEHHOT0) OIpoca.
2. Pemenue npakTuyeckux 3agaHuil (3a1a4)
3. Pabora c unrepuer-pecypcamu u 9bC

1K 3.4,
1K 4.1,
I1K 4.3

Tema 1.4 JleHexxHbIC U
(uHAHCOBO-pacUYeTHBIC
JTIOKYMEHTBI

Coaep:xxanue yueOHOro MaTepuaJia

OcoOenHocT cocTaBieHUs U O(OpPMIICHUS JEHEXHBIX U (UHAHCOBO-PACUETHHIX
nokyMeHToB. OdopmiieHrne JOBepeHHOCTEH oHUIMaIbHON U JIMIHOU

B TOM 4nc/ie NPaKTHYECKUX 3aHATHH

1. Pemrenue nmpakTHYECKUX 3a1aHU (3a1a49)
2. Pabora c untepHer-pecypcamu 1 9bC

CamocrosiTeJbHAS paﬁoTa CTyaeHrTra:

Cucremaruueckass NpopabOTKa KOHCHEKTOB 3aHATHH, Yy4eOHOW U cHenuaaIbHON
auTepatypsl (1o BompocaMm K maparpadam, riiaBam y4ueOHbIX mocoOuii). [loaroroBka k
OpaKTUYeCKUM  paboTaM € HCIOJb30BaHMEM  METOJIMYECKUX  pEeKOMEHAALui
npenojaasartesns, opopMIIEHHE IPAKTUUYECKUX paboT, MOArOTOBKA K UX 3amure. M3yueHue
ouIManbHBIX MaTepHUajoB, paboTa ¢ HHTepHeT-pecypcamu U DbC.

3ananus AJ1s1 BHEAYIUTOPHOH CAMOCTOATEIbHON padoThl.

coctaBpTe ciuenywomue AokyMeHTel 000  «Jlyu» (392000, r.TamboB, yi.
WnrepnannonansHas, 54, MTHH/KIIIT 6829330124/682901001, OI'PH 1026848810923,
p/caer 40702810800000000367 B AKB «TIIKB» (OAOQO), BUK 046850755, xop/cuer
40702810200000000755) na 21 sauBaps 2010 r.:

— noBepeHHOCTh Ha nosydeHue kcepokca oT OO0 «Kom/luB» mo cuery Ne23 ot

IIK 1.5




20.01.2010 na corpynuuka CamoxsanoBa lOpusi I[lerpoBuua, macmopt 6801 654456,
BbiIaH OkTsa0psckum PYB/] r.Tam6oBa 20.02.2002;

— TOProOBYIO HAaKJIAJHYIO Ha mosydeHue 3 mayek Oymaru mo ueHe 135 py6meit 00 koneex
ot OO0 «Mudopmary (r.Tam60B, yi.CoBerckas, 7);

— aBaHCOBBIM OTYeT (MOKYNKa KaHITOBapoB Ha cymmy 365 pybneit 00 komeek o
toBapHOMY 4eky Ne 65 ot 19.01.2010).

Pasnea 2. Opranusanus padoThl ¢ ynpaBjieH4YeCKHMH JOKYMEHTAMH

Tema  2.1. Ilonsarue
JIOKyMEHTO000pOTAa,
perucTpanus
JIOKYMEHTOB,

HCIIOJIHCHUC TOKYMCHTOB

Coaep:xxanue yueOHOro MaTepuaJia

[TonsiTue " 1OKyMeHTOOOOPOT", €ro KOJUYECTBEHHbIE U KaU€CTBEHHBIE XapaKTEPUCTUKH.
Macmrab nokymeHToo6opota. CTpykTypa U 0011asi XapaKTepUCTUKA TOKYMEHTOIIOTOKOB
B opranu3auuu. llonsatuss "Bxomdmuid — JOKyMeHT", "HCXOASIIMK  JAOKYMEHT",
"BHYTPEHHUN JOKYMEHT"

TexHonoruu 00pabOTKH MOCTYyHAOIIUX MOKYMeHTOB. [lpuem m mepBuuHas oOpaboTka
JIOKYMEHTOB, OpTraHW3alUs MPOXOXKICHUS M TMOPAJOK HCIOJHEHHS MOCTYMAIOLINX
JOKyMEHTOB. BHyTpeHHuii nokymentoobopor. IlpenBapurensHoe paccMoTpeHUE
nokyMeHTOB. Ilepemaya pokymMeHTOB B mnozpasnencHus. OpraHuszanus JBUKCHUS
JIOKYMEHTOB MexX1y noapaszaeneHussMu. KynbTypa paboThl ¢ JOKyMEHTaMH Ha pabouyux
mectax. [lopsiiok opranu3zanuu paboThl ¢ OTHPABIIEMBIMU IOKYMEHTaMH. Y4eT o0beMa
Y OMTHUMU3ALNS IOKYMEHTO000POTA.

[TonsiTue "perucrpaumst AOoKyMeHTa'. Perumcrpanus HOKyMEHTOB KaK COCTaBHAas 4acTh
TEXHOJOTMM 00paboTku jaokymeHToB. Llemm peructpanum gokymMeHToB. OCHOBHBIE
IPUHLIMAIIB PETUCTPAalUU JOKYMEHTOB. MHaekcanus nokymeHToB. DOpMBI perucrpanuu
JOKYMEHTOB M TOpSAJAOK UuxX 3anoiHeHusd. JKypHaibHas ¢opMa perucrparui.
PerucrpaninoHHO-KOHTpOJIBbHAs KapTOuka. KOMIBIOTEpHBIE TEXHOJIOTMH PETUCTPALMH
JToKyMeHTOB. MHbopMaIimoHHOe coiepKaHne PETUCTPAITMOHHON 0a3bl JaHHBIX

B ToM 4yKc/Ie IPAKTHYECKHUX 3aHATHH

1. OTBeTHI HAa BOMPOCHI YCTHOTO (MTMCBMEHHOTO0) OIpoca.
2. PenieHre mpakTHYeCKUX 3a1aHUH (3a/1a4)
3. Pabora c untepHer-pecypcamu u 3bC

IIK 3.4




Tema 2.2 Opranuzanus

OIICPATUBHOI'O u
APXUBHOI'O XpaHCHUA
JOKYMEHTOB

Coaep:xxanue y4eOHOIro MaTepHuaJia

[Toustue "HoMeHknaTypa nen". HaznaueHne HOMEHKIATyphl Jeid. Buabl HOMEHKIATYPBI
nen  (TMmoBas, TpUMEpHas, WHAWBUAyalbHas), WX OCOOCHHOCTH, MOPSIOK
UCIONIb30BaHusA. TpeOoBaHUs, MpPEIbsABISEMbIE K COCTABJICHHUIO HOMEHKIATYphl el
opranuzanuu. HomeHnknarypa aen noapasziencHus U HOMEHKIATypa JeJl OpraHHu3aliH.
PernamenTanus TpeOOBaHMI K COCTaBICHHIO HOMEHKJIATYpbl 1€l B HOPMAaTHUBHO-
METOAMYECKHX JOKyMEHTaX. YHupuuupoBaHHas GopMa HOMEHKIATypsl Aen. [IpaBuia
COCTaBNIEHUS HOMEHKIATypel Jnen. KiaccupukannonHas cxeMa HOMEHKIIATYpHI.
@opMyIUPOBKH 3aroyioBKOB Jei. CucremaTu3alus 3arojoBKOB JI€JI B HOMEHKJATYpeE.
HcTounuku omnpeneiaeHusi CPOKOB XpaHeHus aen. [Topsanok coctaBieHus: U yTBEPKICHUS
HOMEHKJIATyphbl JI€]1 OpraHu3aluu

[Tonstue "dopmuposanue aen". OOmume npuHUMNBl GopmupoBanus Aen. OCHOBHBIC
TpeOOBaHUs, NPEAbIBISIEMble K (OPMHPOBAHUIO €N B TEKYIIEM JEIOIPOU3BOJICTBE.
[TpaBuna GopmupoBaHUS pa3IMUHBIX KaTeropuil JOKYMEHTOB B nena. dopmupoBaHUe
Jiell B OpraHu3alMM, B €€ CTPYKTYpHbIX MojpasjaeiaeHusXx. OTBETCTBEHHOCTh 3a
COXPAaHHOCTb JOKYMEHTOB. Bplaua IOKyMEHTOB JUIi BPEMEHHOIO IOJIB30BaHUS IIPU
XpaHEHUU UX B CTPYKTypHOM mnojpasaeneHuu. I[lonstue '"sxcmepTusza LEHHOCTH
nokyMeHTOB". HopMmaTHBHO-METOOMYECKHE M TEOPETUYECKUE OCHOBBI IPOBEACHMUS
9KCIEPTU3bl LIEHHOCTU JOKYMEHTOB. TpeOoBaHUS, MPEIbSBISEMblE K OpraHHU3alMd U
IPOBE/ICHUIO SKCIEPTU3bl LEHHOCTH JOKyMeHTOB. OcHOBHblEe (yHKIMHM LleHTpanbHON
skcniepTHOoi kKomuccuu (LI9K) u sxcnepthbix komuccuit (9K) opranuzanuu. [lonoxenune
00 skcrepTHOW komuccuH. IIpaBa WM (DyHKIIMM KOMMCCUM, OpraHu3alus M HOpPsI0K
JIOKYMEHTHPOBAHHUS €€ pa0doThl. DTarbl IPOBEIEHUS SKCIIEPTH3bI IIEHHOCTH JOKYMEHTOB.
OdopmiieHne pe3ysbTaToOB SKCHEPTU3bl LIEHHOCTH JOKYMEHTOB. OIUCH JTOKYMEHTOB.
[Tonsitue "odopmnenue aena". OCHOBHbIE TpeOOBaHUS, IPEAbIBIAEMbIE K OPOPMIICHUIO
nen. IMomxoe opopmiienue aen. [Nommuska nen. Hymepanus nucroB ngena. CocraBieHue
3aBEpUTENIbHON HaJIuCH, BHyTpeHHel omucu. Odopmienue obnoxku nena. Ilepenaua
JIEJ1 HA XpaHEHHE B apXHUB.

B Tom uMciIe MPAKTHYECKUX 3aHATHH

IIK 3.4




1. OTBeThI Ha BONPOCH! YCTHOTO (MMCbMEHHOT0) OMpoca.
2. PerieHre npakTHYeCKHX 3adaHUM (3a1a9)
3.Pabora ¢ unTepuer-pecypcamu u ObC

CamocrosiTesibHAsi padoTa CTy/leHTa:

Cucrematuveckas MmpopadOTKa KOHCIIEKTOB 3aHATHUN, Y4eOHOH W crenuaibHOU
auTepatypsl (1o BompocaMm K maparpadam, riiaBam yueOHbIX mocoOwuii). [loaroroBka k
NPAKTHYECKUM  paboTaM ¢ HCIOJB30BAHHEM  METOJIWYCCKUX  PEKOMEHIAINN
npernoaBaressi, oGOpMICHHE MPAKTUYECKUX Pa0OT, MOJArOTOBKA MX 3amute. M3yueHue
odunManbHbIX, padoTa ¢ uHTEepHET-pecypcamu 1 IbC.

3ananus 1J151 BHEAYAUTOPHON CAMOCTOSATEIbHON PadoThI.

1. CocraBpTe oOIeporpaMMy JBIDKEHUS BXOISIIUX W HUCXOISIIUX JOKYMEHTOB 4
OpraHu3aIuy.

2. Omnpenenure TNEpeYHH IAHHBIX JUIsl 3aHECCHUS B PETUCTPAMOHHBIE (POPMBI TIpH
pPETUCTpAIlMK BXOJSIIAX, HUCXOMSIIUX W BHYTPCHHUX JIOKYMEHTOB, PEKOMEHJIYyEMbIX
Pa3TUYHBIMU THUTIOBBIMH U WHAWBHUIYAIBHBIMU WHCTPYKIUSMU IO JICTONPOU3BOJICTBY U
MPOBEUTE UX CPABHUTEIBHBIN aHAIU3.

3. Pa3pabotaiiTe HOMEHKIATYpy A€ sl HEOONIBIIONW OpraHUu3aIiH.

4. 3anoTHUTE «IHCT-3aMECTUTENb» U «KapTy-3aMECTUTEIbY.

IIpomexyTouHas arrectauus B gopme 3auera

Bcero: 42

BOHpOCBI JJIA TIOATOTOBKHU K HpOMe)KYTOqHOP’I aTTeCTallku, 3adaHus JJI CaMOCTOSITEIbHOM pa6OTI>I U MCTOANYCCKUC PCKOMCHAALUU 10
BBITIOJTHEHHUTO SaI[aHI/Iﬁ CaMOCTOSITCILHOM pa6OTBI CTYACHTOB BKIIIOYCHEI B q)OHJI OLCHOYHBIX CPCACTB JUCHUIIIINHBI.




2.2.3. B xoze 3aHATHI ¢ IPUMEHEHUEM JIEKTPOHHOI0 00y4eHHUsI M JUCTAHIMOHHBIX
00pa3oBaTeIbHBIX TEXHOJIOTHI HCNIOJIB3YIOTCSA cileaylomue 00pa3oBaTebHble TeXHOJOTHHU!

Buasbi . MeTtoanuyeckue
N Buabl ucnoJib3yeMbIX TEXHOJI0THI
3aHATHH pa3bsiCHEHUS
Od dnaitn wm oHNANH TEXHOJIOTHH: 3aHsTHE TPOBOJUTCS C
BeOMHApBbI, BUICOKOH(PEPEHIINH, pUMEHEHHEeM HH(OPMaLMOHHO-
BUPTYyaJIbHbIC IPAKTUYECKUE 3aHATUSA U | TEIIEKOMMYHHUKAI[HOHHBIX CETEH
T.J. IIPU ONOCPETOBAHHOM (Ha
KelicoBas-TeXHOJIOTHA: UCIIOJIB30BAHNUE | PACCTOSIHUM) B3aUMOAECHCTBUU
Ha0OpOB (KEHCOB) TEKCTOBBIX, oOyyJaromuxcs u
ayTIMOBU3YAIBHBIX U MYJbTUMEIUUHBIX | TIEIarorHYeCKiX PaOOTHHUKOB.
y4e0HO-METOIMYECKUX MaTEePHAIOB U JuctaHunoHHbIE
JAucTaHIHOHHOE
sAHSITIE UX PacchbUIKa JJIsl CAMOCTOSITEIbHOTO o0pa3oBaTesibHbIC TEXHOJOTHH
M3YYCHHUSI YUAIIUMCS IPU OPraHU3alK | IPEeoaraoT yaaaeHHbINH
PETYJSIPHBIX KOHCYJIBTAIUN Y pexuM paboTHI.
npernoaaBareneil.
WuauBuayanbHbIE ¥ TPYITIOBBIC
KOHCYJITAIlNH, pealli3yeMble BO BCEX
TEXHOJOTMYECKHUX CpeJax: AEeKTPOHHAas
nourta, chat-koHdepenuuu, Gopymsl,
BUJACOKOH(EPEHIINHU H T.JI.
TexHoNIOrnM NHTEPAKTUBHOTO 3aHsTHE IPOBOJUTCS C
00y4eHus1, TPYNIIOBOM U KOJIJIEKTUBHOM | PUMEHEHHEM COJIEpIKallehcs B
paboThl HA OCHOBE MCIIOIH30BAHHUS 0a3ax JaHHBIX U UCIOIB3YEMOU
CBOOOJTHBIX PECYPCOB, PAa3MEIICHHBIX B | MIPH peaTH3aluu
UHTEpHETE, 00pa3oBaTeNbHBIX IPOrpaMM
AJIEKTPOHHBIX 00Pa30BaATEIbHBIX uH(popMaluu U
pecypcoB, BKIIFOUEHHBIX B KOMITJIEKT o0ecreunBaroIux ee 00paboTKy
DJIEKTPOHHOE | yueOHMKA, METOJINYECKUX MAaTEPHUAIOB M | HH()OPMAITMOHHBIX TEXHOJIOTHIA,
3aHsITHE AIIEKTPOHHBIX 00Pa30BaATEIHHBIX TEXHUUYECKHUX CPEJICTB, a TAKKE
pecypcoB, pa3pabOTaHHbIX WH(POPMAIMOHHO-
npenoaaBaTeNsiMu TEJIEeKOMMYHUKAIIMOHHBIX CETEH,
oOecreynBaroIIMX Nepeaaydy 1mno
JUHUSM CBSI3U YKa3aHHOM
uHpOpMaINNH, B3aUMOACHCTBHIE
00y4JarIuXCs U
MeIarOTMYECKUX PA0OTHUKOB.

BOHpOCBI n 3aaaHusg i1 IIOATOTOBKH K HpOMe)KYTOHHOﬁ arreCTaiuu, 3adaHusg I
CaMOCTOSITCILHOM pa6OTBI U  MCTOAWYCCKUC PCKOMCHAAIIMU 110 BBIITOJHCHHIO 3aJIaHui
CaMOCTOSTEIbHOM pa60TBI CTYACHTOB BKJIFOYCHELI B (I)OH,Z[ OICHOYHBIX CPCACTB JUCHUIIIINHBI.

PexomMeHnaanmuu no TeopeTu4ecKoMy 00y4eHH IO

N3ywenne mucuumana OIl CIIO TpebGyer cucTeMaTH4eCKOro M MOCIEA0BATEIHHOIO
HaKOIIJICHUS 3HaHUI, OCHOBHAs YaCTh KOTOPBIX MpUOOpeTaeTcs CTyJeHTaMu Ha Jiekuuu. C 1ebio
ONTUMAJIBHOI'O UCITIOJB30BaHUA JICKIMOHHOT'O BpEMEHHU, CTYACHTY, KaK U K 3aHATHAM HHBIX (bOpM,
HE00X0IMMO OBITh MOATOTOBIECHHBIM. B paMkax Takoi MOATOTOBKHU CTYAEHT JOJDKEH:

— Tepel KakIoW JieKuueW MpocMarpuBaTh pabouyr MPOrpaMMy IJUCHUIUIUHBL, YTO
MO3BOJIMT CAKOHOMHTH BpeMsl Ha (POPMYJIMPOBKY TEMBbI JIEKIIMOHHOTO 3aHATHUS, pACCMAaTPUBAEMBIX
BOITPOCOB, PEKOMEHTyEMOW JINTEPaTypHl;

— Iepel O4YepeHOM JIEKIMEH MPOCMOTPETh II0 KOHCIEKTY MaTepuall IPeablAyIIen
JICKITUH. HpI/I 3aTPYAHCHUAX B BOCIPUATHU MaTCpuala CICAYyET 06paTHTBC$I K OCHOBHBIM
UCTOYHHKaM JuTepaTypsl. Eciu pazoOparbes B MaTepualie onsaTh HE yJIalloch, TO 0OpaTUTECh K



JexTopy (1o rpaduKy ero KOHCYJNbTAIMi{) WK K MPETo1aBaTelio Ha IPAaKTUYeCKUX 3aHsaTuax. He
CJIEZyeT OCTABIATh «OEJbIX MATEH» B OCBOCHUU MaTEpHaa;

— oOpaiath BHUIMaHKE Ha 3allJIAHUPOBAHHYIO ()OPMY MPOBEICHUS JIEKLIMOHHOTO 3aHATHS,
JUI TOT'O 4TOOBI TPUEMBI U METO/Ibl, UCIIOJIb3YEMBIE JIEKTOPOM, HE CTaJIM HEOXKHUIAHHOCThIO, OBbLIH
3 PEKTUBHBI 32 CYET YCTAHOBJICHHUS KaYeCTBEHHONH 0OpaTHOM CBSI3U C ay TUTOPUEH.

IIpn npoBepke yKa3aHHBIX 3aJaHUM OLICHUBAETCS OPUTHMHAIBHOCTH, CAMOCTOSITEIIBHOCTD,
TBOPYECKUH ITOAXO, IOTUYHOCTb U3JI0KEHHUS, IPAKTUKOOPUEHTUPOBAHHOCTD U JIP.

PexomeHaannu Mo NPaKTHYECKOMY 00y4eHUIO0

OTtpaboTka yMeHHI U BBIPAOOTKA MPAKTUYECKUX HABBIKOB CTYACHTOB B MEPBYIO OYepe/b
CBA3aHa C HX [JIEATEJIbHOCTHIO HA TMPAKTUYECKUX 3aHATUAX. [IpakTuyeckoe 3aHsATHE
npeaHa3Ha4dyacTcsa Jid yI‘JIyﬁ]ICHHOI‘O HU3Yy4YCHUA OUCHUIUIMHBI W OBJIAACHUA MCTOIIOJIOFI/Ief/'I
MPUMEHUTEIBHO K OCOOCHHOCTSIM M3y4aeMoil oTpaciu Haykd. Bo MHOroM MOArOTOBICHHOCTh
CTYACHTAa K IPAKTHUYECKOMY 3aHITHUIO OMNPEACTSCT pa3BUTHE €ro KOTHUTUBHOW c(epbl, pocT
npoecCHOHaNBFHOTO MacTepcTBa, (OPMUPOBAHHE KOMIIETEHUUH cornacHo peanuszyemon OI1
CIIO. B cBs3u € 3TUM, CTYyA€HT AOKEH:

— UMeTh Ipu cebe Ha MPAKTUYECKOM 3aHSATHH PEKOMEHIOBAHHYIO IpernojaBaTelieM
JUTEPaATypy U UHBIC yUeOHBIC MaTCPUAITBI;

— 3a0JaroBpeMEeHHO B COOTBETCTBUHM C PEKOMEHJIOBAaHHBIMU JUTEPATypPHBIMH
HMCTOYHHKAMHU MTPOPadO0TaTh TEOPETUUECKUN MaTepUal, COOTBETCTBYIOIIECH TEMbI 3aHATHS;

— TpU TOATOTOBKE K TPAKTHMUYECKUM 3aHSTHUSAM HCIIOJIb30BaTh HE TOJBKO JIEKIHH,
KOHCIIEKTbI, OCHOBHYIO U JOIOJIHUTENIbHYIO Y4eOHYIO JUTEpaTypy, HO U MaTepuajbl y4eOHBIX
MOPTAJIOB, POCCUIICKUX, a TPU HEOOXOIMMOCTH MeXAyHapOoAHbIX 0a3 nanubix, PUHII, ecinu aToro
tpedyet nzyuenue aucruiuinabl OI1 CI1O unu otaensHOTO ee pasjaena (TeMbl);

— B TIpOIECCE TOJTOTOBKU K MPAKTUYECKOMY 3aHSITUIO C(HOPMYIUPOBATH, a BIIOCIEICTBUI
3aaTh MPEIOIaBaTeII0 BOMPOCH! 110 MaTepHally, BBI3BABIIEMY 3aTPyIHEHHS B €r0 TIOHUMAHUU U
OCBOGHHHM, a TakKe TMpU BBINOJIHEHWU 33/IaHUW, BBIJACIEHHBIX IMpenojgaBaTesieM s
CaMOCTOSITENIbHOM pabOThI CTY/IEHTA;

— B XOJ€ NPAaKTUYECKOTO 3aHATUS J1aBaTh KOHKPETHbIE, YETKHUE OTBETHI IO CYLIECTBY
BOIIPOCOB;

— Ha NPAKTUYECKOM 3aHATUU JOBOJUTH KAKAYIO 337adyy 10 OKOHYATEIBbHOTO PELICHMS,
JIeMOHCTPUPOBATh IMOHMMAaHHE TPOBEJCHHBIX pAacyeToB (aHAJIM30B, CHUTyalWdd), B Ciydae
3aTpyAHEHUH 00paIaThCs K MPero aBaTeto.

[Ipy mpoBepke yka3aHHBIX 3aJaHMM OLEHUBAETCS OPUTHMHAIBHOCTh, CAMOCTOATEIBHOCTD,
TBOPYECKUN TOJXO/I, IOTHYHOCTh U3JI0XKEHUS, TPAKTUKOOPUEHTHPOBAHHOCTD U JIP.

PexoMeHaauum mo 3JeKTPOHHOMY OOYYEeHHI0 M TPHUMEHEHHI0 JTUCTAHIHOHHBIX
0o0pa3oBaTeIbHBIX TEXHOJIOTHIA.

Cornacho ct. 16 ®@enepanpHoro 3akona Ne 273-D3 ot 29.12.2012 «O6 Ob6pa3zoBaHuu B
Poccuiickoit ®eneparuu» 1MOA IEKTPOHHbIM 00y4deHHeM TIOHMMAeTCs OpraHU3alus
00pa3oBaTEeIbHON JIEATSIIBHOCTH C TPUMEHEHHWEM CoJiepKamieiics B 0a3aX JaHHBIX U
UCIIONIE3YEMOM TIPH pealn3aliii 00pa30BaTeIbHBIX MPOrpaMM UHGOPMAIIUU U 00ECTIEYNBAIOITIX
ee 00paboTKy WH(GOPMAITMOHHBIX TEXHOJIOTUH, TEXHHYECKUX CPEJICTB, a TakKe WH(HOPMAIMOHHO-
TEJICeKOMMYHUKAIIMOHHBIX ceTel, OO0eCHeunBaIIUX TMepeAady IO JMHUASAM CBS3U YKa3aHHOU
nH(popMaIu, B3auMOICHCTBIE O0YJAIOIINXCS U TTeJarOTHIECKUX paOOTHUKOB.

[Ton  AUCTAHUMOHHBIMH  00pPa30BATEJLHBIMH  TEXHOJOTMSIMH  TIOHUMAIOTCA
o0Opa3oBaTelbHBIC TEXHOJIOTHH, Pealn3yeMble B OCHOBHOM C NPUMEHEHHEM WH(OPMAIMOHHO-
TEJICeKOMMYHUKAIIMOHHBIX CETEH TpU OMOCpPEeNOBaHHOM (HA pACCTOSHUU) B3aWMOJCUCTBUU
00YYJaOIINXCSI U TTearorMIeCKuX pabOTHUKOB.

DNeKTpoHHOEe OOy4YeHHE MPEANOoiIaracT MCIOIb30BaHHe WH(pOpMAIMU, CONepKalleics B
0a3ax JaHHBIX, U HHOOPMAIMOHHBIX TEXHOJOTUH W WH(POPMAIMOHHO-TEIICKOMMYHHKAITMOHHBIX
ceTeil st ee 0OpabOTKM W Mepefayu MpU B3aMMOACHCTBHHM OOYYAIOIIUXCS M IMEJarormuecKux
paboTHUKOB.  JlMCTaHIMOHHBIE  OOpa3oOBaTebHBIE  TEXHOJIOTUHM  PEATU3YIOTCA  Yepes
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UH(POPMALIMOHHO-TEIICKOMMYHHUKAITMOHHBIE CETH, KOrJa oOydvaromuecss W IeJaroruuyeckue
pabOTHUKU HAXOASATCSI HA PACCTOSTHUU.

To ecTb U B TOM, U B IpyroM cilydae NpeaycMaTpUBAETCS UCIOIb30BaHUE KOMIIBIOTEPA U
CeTeBOM  HMH(PPACTPYKTYpbl, HO TMPU  IJIEKTPOHHOM  OOYYEHHMH O3TO  HHCTPYMEHTHI
HENOCPEJICTBEHHOIO B3aUMOJICHCTBUSL OOYy4arOUIMXCs M IEAarornyeckux paOOTHHUKOB, a IpPHU
JTUCTAaHIIMOHHBIX 00Pa30BaTEIbHBIX TEXHOJIOTUSAX — yJIAJI€HHOTO.

3. OCHOBHBIE BUJIbl YYEBHOM JAESATEJBHOCTH C IPUMEHEHHUEM
NAOT:

— JIEKUUH, pealu3yeMbleé BO BCEX TEXHOJOTMYECKUX cCpefax: pabdoTra B ayJIUTOpUHU C
3JIEKTPOHHBIMU yUYEOHBIMU KypCaMU O] PyKOBOJICTBOM METOJUCTOB-OPraHU3aTOPOB, B CETEBOM
KOMITBIOTEPHOM KJlacce B cucTeme on-line (cucrema oOmeHus npenogaBaress U 00ydJarommxcs B
peKUME peaJbHOTO BpeMeHH) U cuctemMe off-line (cuctema oOmeHUs, NpU  KOTOPOM
npernoiaBaTesb U odydaronirecs oOMEHUBAIOTCA MHPOpMaLKell ¢ BPEMEHHBIM ITPOMEXYTKOM) B
dbopme Tene — ¥ BUACOICKIINHA U JISKIHUH-TIPE3EHTAIUH];

— IpaKTUYECKHE, CEMHHAPCKUE M J1ab0OpaTOpPHBIE 3aHATUS BO BCEX TEXHOJOTMYECKUX
cpenax: BuaeokoH(pepeHIH, codecenoBanusl B pexxuMme chat (cucrema oOIIeHUs, TIPU KOTOPOH
YYaCTHHKH, MOJKIIOYEHHBbIE K VHTEpHET, 00CYKIat0T 33/IaHHYI0 TEMY KOPOTKHMHU TEKCTOBBIMHU
COOOILIEHUSIMU B PEKUME PEaIbHOrO BPEMEHH ),

— 3aHATHS B y4eOHO-TPEHHPOBOYHBIX KJIACCAX, KOMIIBIOTEPHBIH J1a0OpaTOpHBIMA
MPAKTUKYyM, MpodeccHOoHalbHbIE TPEHUHTH C UCIHOJIb30BAHUEM TEICKOMMYHHUKAIIMOHHBIX
TEXHOJIOTHIi;

— y4yeOHas MpaKTHKa, peann3anusi KOTOPOW BO3MOXKHA MOCPEACTBOM HH(MOPMALMOHHBIX
TEXHOJIOTHH; WHIWBHUIYadbHBIC W TPYNIOBBIC KOHCYJIBTAlMH, pEaTH3yeMble BO BCEX
TEXHOJIOTHYECKHUX cpenax: AIIEKTPOHHAS 1ouTa, chat-kondepenmumu, bopymBbl,
BUJICOKOH(pepeHIH;

— camocrosTenpHas paboTa oO0yyaromIMXcs, BKIIOYAIONAs W3YYEHHE OCHOBHBIX H
JIOTIOJTHUTEIBHBIX Y4eOHO-METOANYECKIX MATEpHAJIOB; BBHIMOJIHEHHE DPACYCTHONPAKTHYECKUX U
pacueTHO-TpaUUYECKUX, TECTOBBIX M WHBIX 3aJaHUil; BBHIIOJHEHHE KYpPCOBBIX MPOEKTOB,
HalMCaHWe KYypCOBBIX PabOT, TeMaTHYECKHX pedepaTroB U 3cce; padoTy ¢ HMHTEPAKTHUBHBIMU
y4eOHUKaMd U Yy4eOHO-METOAMYECKMMHU MaTepualaMd, B TOM 4YHCIE C CETEBBIMH WU
ABTOHOMHBIMH MYJIbTUMEANHHBIMU 3JICKTPOHHBIMH yUCOHUKAaMH, IMPAKTUKyMaMH; paboTy ¢
0a3aMu TaHHBIX yIaJeHHOTO JAOCTYIIA;

— TeKymue W pyOeKHbIE KOHTPOJIH, MPOMEXKYTOUYHBIE aTTECTAllMM C NPUMEHEHHEM
TUCTAHIIMOHHBIX 00Pa30BaTEIbHBIX TEXHOIOTHH.

OCHOBHBIE BHbl YYEBHOH JESATEJBHOCTH C MNPUMEHEHHUEM
SJIEKTPOHHOI'O OBYYEHMUA:

CaMOCTOsITeNIbHAsE MHTEPAKTUBHAs M KOHTPOJIMpyeMas MHTEHCHBHas paboTa CTyAEHTa C
y4eOHBIMH MaTepuajaMH, BKIIOYAIOIIMMU B ce€O0sl BHUJACOJEKIMM, Claibl, METOANYECKHE
PEKOMEHJALMA [0 H3YYEHUIO JUCLUIUIMHBI W BBINOJIHEHUIO KOHTPOJIBHBIX 3aJaHMM,
KOHTPOJIbHBIE U UTOIOBBIE TECTHI.

4. YCJIOBUS PEAJIM3ALIUU ITPOT'PAMMBI JUCHUTIJIMHBI

4.1. Jlns peaqu3alMd NpPOrpaMMbl Y4YeOHOWH JMCHMINIMHBI [JOJKHBI ObITh
NpeAyCMOTPEeHbI cJIeAyIolHe creluaabHble OMelleHUs:

Peanuzarust mporpaMMbl yueOHOW TUCIHUIUIMHBI MpEArojaraeT Haaudue IadbopaTropuu
«lHpopMalIMOHHBIE TEXHOJOTMM U JIOKyMEHTAalMOHHOE o0ecredyeHne MnpogecCuoHaIbHON
nesiTenbHOCTH» — 316.

Ilepeuenv ocHosH020 060pYyOOBaAHUSL:

Cron npenogaBarens - 1 mrT.

Cryn npenogasarens - 1 mr.

Jocka menoBag - 1 mmir.
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CroJs1 KOMIIBIOTEPHBIH - 15 mT.

Cryn yyeHnueckud - 11 mr.

Komnbiotep (MOHHTOpP, CHCTEMHBIH OJIOK, MBIIIb, KJIaBHAaTypa) C BO3MOXKHOCTBIO
nojkitoueHus Kk cetu «/HTepHeT» M obecrieueHueM J0CTyIa B 3JIEKTPOHHYIO HHGOPMAIMOHHO-
00pa3oBaTesibHYI0 Cpey Opranu3anuu - 12 mr.

Cron yuennueckui - 10 mr.

Kadenpa — 1 mr.

Cxambs yueHnueckas — 10 mr.

WNHurepaktuBHas qocka — 1 mir.

Ckanep — 1 wr.

CerteBolt npunTep — 1 1T

Y4eOHO-HAMISTHBIC TOCOOUS

Ilepeuens npoepammnozo obecneuenus:

Omnepanuonnas cucremMa Microsoft Windows XP SP3

OnepannonHas cucrema «AnbT OOpa3zoBaHuE»

Kaspersky Endpoint Security mis 6usneca — Crangaptabiid Russian Edition. 1500-2499
Node 1 year Educational Renewal Licence

CoreIDRAW Graphics Suite X3

Adobe Photoshop

1C:Ilpennpusitue 8

DneKTpOoHHBIN nepuoandeckuit cripaBouHuk «Cucrema TAPAHT»

IBM SPSS Statistics 20

Oracle VM VirtualBox 3.2.10

DneKkTpoHHBIN nepuoanueckuii cnpaBouyHuk «Cucrema TAPAHT»

Adobe Reader X1 (11.0.08) - Russian Adobe Systems Incorporated 10.11.2014 187,00 MB
11.0.08

Statistica Base 10 for Windows RU

Microsoft Office I[Ipodeccronanshslii mioc 2007

4.2. NudopmManuoHHOe odecrieueHne 00ydeHust

OchosHble UCOYHUKU:

1. HlysanoBa H.H. JlokymeHTanmoHHOEe oOecnieueHHe YIpaBiIeHUs : YYEeOHUK U
NPaKTUKYM JUIS cpefHero mpodeccrnoHanbHoro oodpazosanust / H. H. llyBanoBa. — 2-e uzng. —
Mocksa : M3narensctBo IOpaiit, 2020. — 265 c. — (IIpodeccuonanbHoe oOpa3oBaHUE). —
ISBN 978-5-534-00088-7. — Tekctr : snektponusid // DbC IOpaiir [caiit]. — URL:
https://urait.ru/bcode/451067

2. Kopuees N.K. JlokymeHTalMOHHOE 00ecrieueHne yIpaBieHUs : Y4eOHUK U MPaKTUKYM
s cpeaHero npodeccuonansHoro obpaszoBanus / M.K. Kopnaees, A.B. Ilmenko, B.A.
MamrypreB. — 2-e u3j., nepepad. u norn. — Mocksa : M3parensctBo FOpaiit, 2021. — 384 ¢. —
(ITpodeccuonansroe obpazoBanue). — ISBN 978-5-534-05022-6. — TekcT : 31€KTPOHHBIN //
3BC IOpaiir [caiit]. — URL.: https://urait.ru/bcode/472550

Jlononnumenvhvie UCMOYHUKU:

1. Kopnees 1. K., [Tmenko A. B., Mamypues B. A. JlokyMeHTHpOBaHKE YIIpaBIE€HUYECKOM
nesatenbHOCTH + TecThl B OBC : YueOHUK W MpakTUKyM JJIS BY30B. — I€p. W JOM; 2-€ H3M.. —
Mocksa: FOpaiit, 2020. — 384 c. — Tekcr : snekrponHsii / DBC «FOPAUT» [caiit]. — URL:
https://urait.ru/bcode/450470

2. Kprokosa H.II. JlokyMeHTHpOBaHHE YIPaBICHYECKON JESITEIbHOCTH : yuel. mocodue. —
M.: UH®PA-M, 2014. - 268 c.

3. Kynses, H. H., Ypanos, [I. H., ®abpuunos, A. I'. JIokyMeHTOBeZeHHE : YIEOHUK. —
2021-09-20; JoxymenroBeaenue. — Mocksa: Jloroc, 2015. — 352 ¢. — Tekcr : anekTponHsIi // [PR
BOOKS [caiit]. — URL: http://www.iprbookshop.ru/70692.htmi
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Hopmamusnvie npasosvie akmol:

1. TOCT P 7.0.8-2013. Cucrema craHmapToB 1o HH(popManuu, OUOIMOTEHHOMY H
U3JIaTeNbCKOMY neny. Jlenonpous3BoACTBO U apXuUBHOE Jeno. TepMuHsl U onpezeneHus. — Been.
01.03.2014. — Mocksa :Ctanmaptundopm, 2014. — 12 c.

2. TOCT P 7.0.97 — 2016. Cucrema cranmapToB no uHpopmainuu, OHOINOTEUHOMY H
u3garenabckoMy neny. OpraHu3alMOHHO-PAcIOpSIUTeNbHass JOoKyMeHTauusi. TpeOoBaHus K
odopmiieHuro n1okymeHToB. — Been. 01-07-2018. — Mocksa :Ctangaptuadopm, 2014, — 28 c.

3. Meroauueckue peKOMEHIAIMH 110 Pa3pabOTKe MHCTPYKIMM M0 JEJIONPOU3BOJICTBY B
(benepanbHBIX OpraHax UCIOTHUTENbHOH BiacTH (yTB. [Ipukazom Pocapxusa ot 23.12.2009 Ne 76
//[B pea. ot 11.02.2013] // CIIC KoncynsrantlImoc. — URL.: http://www.consultant.ru.

4. Metoanueckue peKOMEeHIAIMH « DKCIEPTU3a HEHHOCTH U 0TOOp B COCTaB APXUBHOTO
donga Poccuiickoit denepanuu JOKyMEHTOB 10 JJUYHOMY cocTtaBy» / Pocapxus, BHUNIA/. —
Mockaa, 2014 —29 c.

5. O rocynmapctBeHHOH TaifHe: 3akoH P®: mpunsar 21 wurons 1993 r. [B pen. oT
29.07.2018] // CIIC Koncynprantllmoc. — URL: http://www.consultant.ru.

6. OO0 apxuBHOM Jnene B Poccuiickoit denepauuu :denep. 3akon : npunar 22.10.2004 :
Ne 125-®3 // CIIC Koncynperantllntoc. — URL: http://www.consultant.ru.

7. OO0 undopmaryu, THPOPMAIIMOHHBIX TEXHOJOTUSAX U O 3amuTe HHpopmaiuu: deaep.
3akoH: mpuHT 8 urosist 2006 1.: Ne149-d3 [B pea. ot 03.04.2020] // CIIC Koncynsrantlloroc. —
URL: http://www.consultant.ru.

8. OO0 yTBep)KIeHHHU TEepPeUHs CBEJCHUN, OTHECEHHBIX K TOCY/IapCTBEHHOW TaliHe : YKa3
[Ipesunenta Poccuiickoit ®epeparuu: npunsat 30.11.1995 (pem.or 08.08.2019)// CIIC
Koncynprantllmoc. — URL: http://www.consultant.ru.

9. OO0 snextponHoi noanucu :deaep. 3akoH : OpuHAT 25.03.2011 : Ne 63-®3 [c uzm u
nom., Beryi. B cuity ¢ 31.12.2017] // CIIC KoncynprantlImtoc. — URL: http://www.consultant.ru.

10. OK 011-93. O6mepoccuiickuii kiaccupukaTop yHpaBIeHYECKOW TOKYMEHTAIlUH :
y1B. [Tocranosnenunem I'occrangapra Poccuu ot 30.12.1993 N 299) [pen. ot 17.07.2019] // CIIC
KoncynerantlImoc. — URL: http://www.consultant.ru.

11. TlepedeHb THUTIOBBIX apXMBHBIX JOKYMEHTOB, 00pa3yIOMIMXCs B HAyYHO-TEXHUICCKON
U TPOU3BOJCTBEHHOHN JESATENbHOCTH OpTraHM3allfii, C yKa3aHHeM CpPOKOB XpaHEHHUS :@ VTB.
npukazom ot 31 wmroms 2007 1. Nell82 //  CIIC Koucynbrantllmoc. —
URL: http://www.consultant.ru.

12. TlepedeHb THIIOBBIX YIIPABJIICHYCCKUX APXUBHBIX JOKYMEHTOB, OOpa3yrOIIMXCS B
MpoIecce NESTENBHOCTH TOCYAapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIPABJICHUS U
OpraHu3allfii, ¢ yKa3aHHEM CpPOKOB XpaHEHHsS : YyTB. NpukazoM @DenepaibHOrO apXHBHOTO
areurctBa 20 neKaopst 2019 T. No236 // CIIC KoncynbranTlIntoc. -
URL: http://www.consultant.ru.

13. [IpaBuna nenonmpou3BOACTBA B TOCYJApCTBEHHBIX OpraHax, OpraHax MECTHOTO
caMOyTpaBlieHUus : yTB. yTB. mpukazoM DenepanpbHoro apxuBHOro areHTcTBa 22 Mas 2019 r.
Ne71. // CIIC Koncynbrantllntoc. — URL: http://www.consultant.ru.

14. TlpaBuia nenonpousBoJIcTBa B (peiepabHBIX OpraHax MCIOJHUTEIBHON BIACTH © YTB.
nocranoBienueM [IpaBurensctBa PO ot 15.06.2009 Ne 477. [B pen. ot 01.02.2020] // CIIC
Koncynbrantllnroc. — Pexxum goctyma: http://www.consultant.ru.

15. IlpumepHoe moOJOXKEHHE 00 PKCIEPTHOM KOMHUCCHU YTB. mpukazoM dDenepaibHOro
apxuBHoro arentctBa or 11 ampems 2018 1. Ned3 // Koucymprantllmoc: — URL:
http://www.consultant.ru/

CneyuanuzupoeanHuvle nopmaibsl

1. http://www.vniidad.ru/ — caiitr BcepoccHiickOro  Hay4YHO-HCCIIEI0BATEIHCKOTO
MHCTUTYyTa IOKYMEHTOBeeHus U apxuBHoro aena (BHUMJIA L)

2. http://archives.ru/ — caiitr ®enepanpHoro apxuBHoro arentcra (Pocapxusa)

3. http://gaspito.ru/ — caiit TOI'BY «I'ocynapcTBeHHBIN apXHB COLMATBHO-NMOTUTUIECKON
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uctopuu TamMOOBCKOM 06IACTI
4. https://www.constmb.ru — — CIIC Koucynsrautlltroc B r. TamboBe
5. https://www.e0s.ru — «2nekrpontsie OdpucHbie CHCTEMBI»
6. https://www.sekretariat.ru/ — sxypuan«PRO-enonpou3BoacTBo»

DnekmpoHHO-CNpagoyHvle CUCeMbL:

1. DnexkTpoHHO-OMONMMOTEYHAsS cUCTeMa «Y HUBEpCUTETCKass OnbimoTeka oHaiH» — 6as3a
JaHHBIX y4eOHOM, yueOHO-METOJUUYECKOH M HAy4YHOH JIUTEpaTypbl IO OCHOBHBIM H3yYaeMbIM
mucnuuraam — http://www.biblioclub.ru

2. DnexkTpoHHO-OnOMoTeuHast cucrema «HOpaiit»: komnekuus «JlereHgapHbie KHHUTH
u kosutekius CIIO — aiekTpoHHBIE BEpCUU y4eOHON M Yy4eOHO-METOAUYECKOHN JIMTepaTyphl IO
HYKOHOMHYECKUM, HOPUIMYECKUM, TyMaHUTAPHBIM, HH)KEHEPHO-TEXHUYECKHMM M €CTECTBEHHO-
Hay4YHBIM HampaBicHusM — http://www.urait.ru

3. Hayunas onextponnas Oubmuoreka eLIBRARY.RU — kpynmelmmii poccuiickuit
MH(GOPMALIMOHHBI TMOpTad B 00JaCTM HAyKW, TEXHOJOTUH, MEIOUIMHBI M 00pa3oBaHUS
(9JIEKTPOHHBIC BEPCHU POCCHIICKUX HAYYHBIX KypHaiioB) — http://elibrary.ru

4. TocynapctBeHHass  uHbopManmoHHass cucreMa «HamuoHanpbHast  AIIEKTPOHHAS
Ooubmmoreka» — (OHJ AIEKTPOHHBIX BEPCHH NEYATHBIX HW3JaHHUN, SJCKTPOHHBIX H3JaHUN WU
pecypcoB, MyJIbTUMEAUNHBIX U3AaHui U 1p. — https://H306.pd

5. DnextpoHHas Oubmmoreka TI'Y— 0a3a JaHHBIX Hay4YHBIX TPYJOB IpENojAaBaTeIeii—
https://elibrary.tsutmb.ru

6. OBC «IPRbooks» — 6a3a maHHBIX y4eOHOW M HAyYHOH JTUTEPATyphl, ICPUOTHUCCKUC
U3JIaHUsl, AyAUOKHWTH, BHJEOKYpPChI, OHJIAWH TECTbl 1O HAmNpaBiICHHUSIM  OOYy4YCHHS
http://iprbookshop.ru/

3apybecnvie npogheccuonanrbhvle 6a3bl OAHHBIX:

1. SpringerOpen (pecypcbl Springer OTKPBITOTO JAOCTyma): ©0a3a JaHHBIX. —
URL.: https://www.springer.com/gp/open-access/springer-open

2. WebofScience: nojauTeMaTHueckas — pedepaTuBHO-OmbOnuorpapuyeckas U
HayKOMETPHUYECKast Oa3za JTaHHBIX. —
URL.: http://apps.webofknowledge.com/WOS_GeneralSearch_input.do?product=WOS&search_
mode=GeneralSearch&SID=Q1qfWXIiB25bAcrIBPM&preferencesSaved

3. Scopus: 6a3a ganubix. — URL: https://www.scopus.com/

Hcnonvsyemvle 06pazoeamenvHble niamgpopmol:

1. DnektponHas obpazoBarenbHas cpena MOODLE http://moodle.tsutmb.ru/
2. [Inardopma 11 opranuzaiuy oHlaitH-KoHpepeHuii Zoom https://zoom.us/
3. JlneBHUK.pY

5. KOHTPOJIb W OIIEHKA PE3YJIbTATOB OCBOEHHUSI YYEBHOW
JUCHUTLINHBI

Kox n HaumeHnoBanue Kpurtepun ouenku Mertoabl oneHKH

npodeccuOHAIBLHBIX U

00IUX KOMIIEeTEeH U,
(¢popmupyembIX B
paMKax MOIYJIf

[TpodeccrnonanbHbIe KOMIIETEHITUN

I[IK 1.5 OG6ecneunBath | — NpaBWIBHOCTL U 00OCHOBaHHOCTH | OleHKa pe3yabTaTOB
(uHaHCOBO- noTpeOHOCTEH /7Sl OCYIIECTBIEHHS | YCTHBIX (MMCbMEHHBIX)
HKOHOMHUECKOE 3aKyNOK JUIi TOCYAAapCTBEHHBIX U | ONPOCOB; OIICHKa
COIPOBOXKICHHE MYHMIMIAIbHBIX HYX]I; pE3yJIbTaTOB BBIIOJHEHUS
ACATCIIbHOCTHN II0 | — TIIOJHOTAa MW TOYHOCTH aHaJIn3a HpaKTquCKOﬁ pa60TI)I;
OCYHIECTBJICHUIO uHpOpMallMM O IIeHaX Ha TOBapbl, | TEKYIIUH U pyOeKHBIN
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npodeccHOHATIBLHBIX U

001IIMX KOMIIETEeH A,
¢popmupyembIx B
paMKax MoayJisi

Kpurtepun onenkn

MeToabl OIEHKH

3aKyIIOK JUISL
rOCYIapCTBEHHBIX u
MYHULMIIAJIBHBIX HYX]]

paboTHI, yCIyTH B chepe 3aKyIoK;

— apryMEHTUPOBAHHOCTH BBIBOJIOB TIO
pe3yJbTaTaM aHaJIN3a;

— TMOJHOTAa W TOYHOCTh OIHCAHUS
00BbEKTa 3aKyNKH W TPaBUIBHOCTD
000CHOBaHUS HaYyaJIbHOU
(MaKcUMaJTbHOM) TICHBI 3aKYIIKH;

KOHTPOJIb C MPUMEHEHUEM
JCTAHIIMOHHBIX
00pa3oBaTeIbHBIX
TEXHOJIOTHH,

BBIIIOJIHEHHE
KOHTPOJIbHBIX 3aIaHUH U
TECTOB C IPUMEHEHUEM

—  [OJHOTa U TPaBWIBHOCTH | DJIEKTPOHHOIO OOY4YEHUs

npoBeAcHUs aHanu3a 3(h(PEeKTUBHOCTH

OCYILECTBIICHUSI ~ TOCYJapCTBEHHBIX

(MYHHIIMTIIAJIBHBIX ) 3aKYIIOK
[1K 3.4. ObecnieunBath | — colOuoieHne TpeOOBaHUH | OLIEHKA pe3yIbTaToB
OCYIIIECTBIICHHE HOPMAaTHBHBIX IIPaBOBBIX AaKTOB B | YCTHBIX (MTMCHMEHHBIX)
(UHAHCOBBIX nporecce OCYIIECTBICHUS BHEIIHUX | OIPOCOB, OLICHKa
B3aUMOOTHOIICHHH C (MHAHCOBBIX B3aUMOOTHOIICHHIA; PE3yJIbTaTOB BBITOTHEHUS
OpraHu3aLUSIMH, — 00OCHOBaHHOCTh pPa3pabOTAHHBIX | IPAKTUYECKOH  paboTHI;
opraHamu MEpOTPUATHIA o CHIDKCHUIO | TEKyIIMA U pyOEKHBIHI
rOCyIapCTBEHHOM (peoTBpaIIEeHUIO) KPEIUTHBIX | KOHTPOJIb C MPUMEHEHUEM
BJIACTH U MECTHOTO PHCKOB; JTMCTaHIMOHHBIX
caMOyIIpaBJICHUS — T[paBWIBHOCTH BbIOOpa  (hopM | 0Opa3oBaTEIBHBIX

O€3HAIMYHBIX PACUYETOB;
— 00OCHOBAHHOCTH HEOOXOIMMOCTH
UCTIOJIB30BaHUS KPEAUTHBIX PECYPCOB,

ITOJIHOTA 51 MPABHIILHOCTH
COCTaBJICHHUA TEXHUKO-
9KOHOMHYECKOTO o0ocHOBaHHUs
KpEenTa;

— O0OOCHOBaHHOCTb HEOOXOJIUMOCTHU
HCIIOJIb30BaHUS CpENCTB
TOCYJapCTBEHHON  (MYHHUITUTIATHHOM )
¢buHaHCOBOMU MOJAJIEPAKKH,
coOIroIeHNE MIPUHITUTIOB
UCIIONIb30BaHUsl CPEACTB OIO/KeTa U
TrOCYJIapCTBEHHBIX BHEOIO/IKETHBIX
(G OHI0B, TOTHOTA U TOYHOCTh aHAIIK3a
3¢ (PEeKTUBHOCTH UX UCTIONB30BAHUS;

— palroHaIbHOCTh BEIOOPA BAPUAHTOB
YCJIOBHH CTPaxOBaHUS;

— Ppe3yJIbTATUBHOCTb HCIIOJIb30BAHUS

MH(OPMALIMOHHBIX ~ TEXHOJOTHUH B
rporecce OCYILECTBIICHUS
(UHAHCOBBIX B3aUMOOTHOILIEHUN C
OpraHu3alusaIMu, opraHamu

TOCYJapCTBEHHOM BJIACTH M MECTHOTO
CaMOYTPAaBJICHHUS.

TEXHOJIOTMH; BBIIOJHEHUE
KOHTPOJIBHBIX 3aJlaHhil U
TECTOB C TIPUMEHEHUEM
AIIEKTPOHHOTO 00y4eHUs

[1K 4.1 Pa3zpabarbiBaTh | — cOOJIIO/IEHNE HOPMATUBHBIX U UHBIX | OleHka pe3yabTaTOB
IUTaH U IPOrpaMMmy AKTOB, PErYIMPYIOLINX YCTHBIX (MMCbMEHHBIX)
IPOBEJCHUS OpraHHU3aI[IOHHO-TIPABOBBIE OIIPOCOB; OLICHKA
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001IIMX KOMIIETEeH A,
¢popmupyembIx B
paMKax MoayJisi

Kpurtepun onenkn

MeToabl OIEHKH

KOHTPOJIbHBIX HIOJIOKEHUS U (PMHAHCOBYIO pE3yJIbTATOB BBINOJIHEHUS
MEPONPUITHH, JeSITeTbHOCTh 00BEKTOB (DMHAHCOBOTO | MPAKTUYECKOM paboTsI;
0(OpPMIIATH pe3yabTaThl | KOHTPOJIS; TEeKyIMH U  pyOexHbI
IIPOBEJCHHBIX Ymenne: KOHTpPOJIb C NPUMEHEHUEM
KOHTPOJIbHBIX — aHWIM3MPOBAaTh JOKYMEHTbl U | AUCTaHLMOHHBIX
MEPONPUITHH, oTOuparhb CYLIECTBEHHYIO | 00pa30BaTEIbHBIX
BbIpaOaThIBaTh UH(pOpMaLHIO, HOJUIEKALYIO | TEXHOJIOTUH; BBIIOJIHEHUE
PEKOMEH 1ALl 110 IIPOBEPKE; KOHTPOJIBHBIX 3aJaHUi U
YCTPaHEHUIO - opopMIIATH pe3yabTaThl | TECTOB C IPUMEHEHUEM
HEJ0CTaTKOB U PUCKOB, | IPOBEIEHHBIX KOHTPOJIBHBIX | AJIEKTPOHHOTO O0yYCHHS
OLIEHUBATb MEpONPUATHIA IyTEM COCTaBICHUS
3 PEKTUBHOCTD aKTOB U CIIPAaBOK
KOHTPOJIbHBIX ITPOLIETYP
IIK 4.3. YuacTtBOBaTh B | YMeHHe: Ornenka pe3yJIbTaTOB
peBU3UH (PUHAHCOBO- — HpPOBOJIUTH IPOBEPKH, PEBU3UHU | YCTHBIX (MTMCHMEHHBIX)
XO03UCTBEHHOU (MHAHCOBO-X0341CTBEHHOU OIIPOCOB; OLICHKA
NeSITeIbHOCTH O0BEKTa | JAESATEIbHOCTH 0OBEKTOB (PUHAHCOBOTO | pe3yJbTaTOB  MOATOTOBKU
(MHAHCOBOTO KOHTPOJISI | KOHTPOJISI B COOTBETCTBUU C BUJOM U | pedepaTtoB u
IpOrpaMMoii KOHTPOJIBHOTO | IIPe3eHTalMH; OLIEHKa
MEPOIPUITHS; pE3yJIbTaTOB BBIIOJHEHUS
MPAKTUYECKON paboTHI;
OLIEHKa BBITIOJTHEHUS
TECTOBBIX 3aJJaHUH;
TeKymMid U pyOexHbIN

KOHTPOJIb C MPUMEHEHUEM
AUCTAHIIUOHHBIX
00pa3oBaTeNbHBIX
TeXHOHOFHﬁ; BBITIOJTHCHUEC
KOHTPOJIbHBIX 3a/IaHUil |
TECTOB C TNPUMEHEHUEM
AJIEKTPOHHOT'O O0YYCHHUS

6. OCOBEHHOCTHU OPIAHHU3ALIMNU OBPA3OBATEJIBHOI'O INTPOLECCA
JJs1 HUHBAJIMAOB U JIMIL C OIPAHUYEHHBIMU BO3MOXHOCTSIIMHA
310POBbA

OOyueHrne WHBAIUIOB U
OCYILIECTBIISIETCS] B COOTBETCTBHH C:

[lopsinkoM opraHu3alii M OCYLIECTBIIEHUSI 0Opa3oBaTeNIbHOM JEATEIbHOCTH IO
o0Opa3oBaTeNbHBIM  TpOrpaMMaM  cpenHero mnpodeccruoHanbHoro oopasoBanus  (IIpuxa3
MunucrepctBa o6pazoBanus u Hayku PO ot 14.06.2013 Ned64);

MeTtoanyecKUMH PEKOMEHJIAIMSMHM [0 OpTraHu3allMi 00pa30BaTENbHOrO Mpolecca st
00y4eHHs MHBAJIUAOB M JIUI C OTPAaHMUYEHHBIMH BO3MOXHOCTSIMHU 3/10pOBbsI B 00pa30BaTeIbHbIX
OpraHu3alsaX BBICIIEro 00pa3oBaHus, B TOM YHCIIE€ OCHALIEHHOCTH 00pa3oBaTeIbHOTO Ipoliecca
(yrBepxkaens! 08.04.2014 r. Ne AK-44/058h);

TpeboBanusiMU K OpraHu3anuy 00pa3oBaTeIbHOrO Mpolecca s 00yueHUs] HHBAIUIOB U
JUI] C OrpaHUYEHHBIMH BO3MOXKHOCTSMHU 3[I0POBBSI B IMPO(ECCHOHAIBHBIX 00pa30oBaTEIbHbBIX

OpraHu3alsXx, B TOM YHCIIE OCHAIIEHHOCTH O0Opa30BaTeNIbHOrO TMpouecca (yTBEPKICHBI
26.12.2013 Ne 06-2412BH).

Jun; € OrpaHUYCHHBIMU  BO3MOXKHOCTAMH  3JOPOBLA
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MeToauyecKMMH  PEKOMEHJALMSAMU 10 pealu3alud 00pa30BaTeNbHBIX IMPOrpaMM
cpemHero MpoQeCcCHOHAIBHOTO 00pa3oBaHMs W MPOPECCHOHAIBHOTO OOYYECHHS JHUI[ C
HWHBAJIMAHOCTBIO U OIrPpaHUYCHHBIMU BO3MOKHOCTSAMU 3J0POBbSA C MPUMCHCHUCM J3JICKTPOHHOI'O
o0yueHHs u JIMCTaHITUOHHBIX 00pa3zoBaTeIbHBIX TEXHOJIOTHI (YyTBEpKIICHBI
MUHITPOCBEHIEHU S POCCHU 10.04.2020 1. Ne 05-398).
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JIMCT BHeCeHHUs U3MEHEeHU I
B pabouyro mporpammy mo auctumiiuHe «OI1.04 JlokyMeHTanmMOHHOE oOOecreYeHue
ynpaBieHus» 1o crnenuanbHocTi «38.02.06 duHaHCh» YTBEP)KIACHHYIO HA 3aceJaHuu Kadeapsl
OoubmMoTeyHO-nH(pOpMaMOHHBIX pecypcoB 24 suBapst 2021 r., mpotokoa No7 ¢ U3MEHEHUSIMH OT
14 anpens 2021r., npotokon NelO.

Howmep TekcT u3mMeHeHust [Ipotokon 3acenanus Kadeapsl
W3MEHEHU No Jara
S
1 AXTyaju3upoBaHa OCHOBHAs M JOMOJHHTEIbHAS 10 14.04.2021
JuTepaTypa
2
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Ipuio:xkenne 1.

DoHO 0UEHOUHBIX CPeOCm8 OUCHUUNIUHDL «/[OKYMEeHmayuoHHoe 0Decneyuenue ynpasieHus )

1. TPEBOBAHUA K PE3YJBTATAM OCBOEHUSA JUCHUIIJINHbBI
IIponiecc wn3ydeHuss AUCUUIUIMHBI «J{OKyMEHTaLlMOHHOE OOecleuYeHUe YIPaBICHUS
HarpasieH Ha GOpPMUPOBAHHE CIEAYIONINX KOMIIETCHIIUHI:

Kon
Coaeprxanue KOMIeTeHUMHU

KOMIIETeHIIHU U

[IK 1.5 OGecneunBaTh (PMHAHCOBO-PKOHOMHUYECKOE COMPOBOXKICHHUE JEATEILHOCTH II0
OCYIIECTBIICHUIO 3aKYIIOK JUIsl TOCY/IAPCTBEHHBIX M MYHUIIMITAJIbHBIX HY XK

IIK 3.4 OOecneunBaTh  OCYHIIECTBICHHE  ()MHAHCOBBIX  B3aMMOOTHOIICHHH  C
OpraHM3alUsIMH, OpraHaMd TOCYJapCTBEHHOHM BJIaCTU U MECTHOIO
caMOyIpaBJIeHUs

I1K 4.1 Pa3pabarbiBaTh miIaH M MPOrpaMMy IPOBENEHUS KOHTPOJIBHBIX MEPOIpPHUITHH,
opopMIISITH  pe3yJbTaTbl  MPOBEACHHBIX  KOHTPOJBHBIX  MEPOIPHUSITHH,
BbIpa0aThiBaTh PEKOMEHJAIMK [0 YCTPAHEHUIO HENOCTaTKOB U PHUCKOB,
O1IeHUBATh () (PEKTUBHOCTH KOHTPOJIBHBIX MIPOLIEAYP

I1K 4.3 VY4yacTBOBaTh B pEBU3MU (DHMHAHCOBO-XO3SIICTBEHHOW NESATEIBHOCTH OOBEKTa

(bUHAHCOBOT'O KOHTPOJISI

2. TPEBOBAHMSI K
JUCHUIINHbBI

YPOBHIO OCBOEHMA COJEPKAHUA
N TIOKA3BATEJSIM OLEHKH YPOBHA OCBOEHUA U

OCBOEHHBIX KOMIOETEHIIMIA

Ne HaumenoBanue OC
n/n HanMeHoBaNM Pe3yabTarhl } IIpomexyT
e TeMbI Komnerenuusi| (0CBOCHHbIC YMEHUs, Texkymmii ouyHAas
YCBOCHHbIEC 3HAHHUSA) KOHTPOJIb arrecrauu
s
1 [lonsiTne n [IK 3.4,4.1, | ymeer: KoHnTtposbHbIi 3a4er
npoucxoxaenu | 4.3 -aHaJIU3UPOBATh 334y orpoc,
€ JIOKyMEHTA. U OTIPE/IETISATh 3TAIbI pedepatsl u
IIpaBuiia peleHus IIPE3EHTALNH,
odopmiieHus — CTPYKTypUpOBAaTh MIPaKTUYECKHE
PEKBHU3UTOB U MI0JIy4aeMy0o 3a/laHus
0JIaHKOB nH(pOpMaLINIO; — (3agaun)
JOKYMEHTOB 0(pOPMIIATH Pe3yIbTATHI
2 Cucrema [IK 3.4,4.1, | noucka KonTponbhblit
opranuzanuoHs | 4.3 — OIIPENETATh orpoc,
o- aKTyaJIbHOCTb MIPaKTUYECKHE
pacrnopsAuTenb HOPMaTUBHO-TIPaBOBOM 3a/laHus
HOM JIOKyMEHTallun (3amaun)
JOKYMEHTaIu1 — B3aUMOJICHCTBOBATH C
3 Nndpopmanuonn | 11K 3.4, KOJUIETaMH, KoHnTtponbHbIi
0-CIIPaBOYHbBIE 4.1,4.3 PYKOBOJCTBOM, orpoc,
JIOKYMEHTBI KIIMEHTaMH MPaKTUYECKHE
-IPaMOTHO 0(OPMIISATH 3aaHus
JIOKYMEHTHI 110 (3amaun)
4 JlenexHble U K 1.5 npodeccHoHaNbHON TECTOBBIC
(buHaHCOBO- TEMaTUKE 3a/laHusl,
pacyeTHBIC — IIPUMCHATD CPEACTBA | MIPAKTHYCCKUC
JTOKYMEHTBI MH(POPMALMOHHBIX 3amaHus
TEeXHOJIOTHH JJIs (3amaun)
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n/n

HaunmenoBanu
€ TeMbI

KoMnerennus

Ilousarue
JOKYMEHTO000p
oTa,
perucrpanus
JIOKYMEHTOB,
HCIIOJHEHHUE
JIOKYMEHTOB

IIK 3.4, IIK
4.1

Opranuzanus
OIIEPATUBHOTO U
apXUBHOIO
XpaHCHHS
JIOKYMEHTOB

IIK 3.4, IIK
4.1

PesyabTarsl
(ocBOeHHBbIE yMEHMNS,
YCBOEHHbIE 3HAHUS)

peleHHs
po(hecCHOHATBHBIX
3a1a4

-HCIIOJIb30BATh
OIOIKETHOE
3aKOHOJIATEIBCTBO
-oopMIIATH
TUTATE)KHBIE JOKYMEHTBI
-IIPOBEPSTH
HEO0XO0IUMYIO
JIOKYMEHTAIIUIO JIJIS
3aKITIOYCHUS
KOHTPAaKTOB
0(pOpPMIISITH PE3yJIbTAThI
-IIPOBEJICHHBIX
KOHTPOJIBHBIX
MEPONPUSATHIA  IyTEeM
COCTaBJICHUS AaKTOB U
CIPaBOK

HaumenoBanue OC

Texymmi
KOHTPOJIb

IIpomexyT
o4Hast
arrecranu
s

KonTponbHblii
orpoc,
TECTOBbBIE
3a/1aHus,
MPAKTUYECKHE
3a/laHus
(3amaun)

TecToBrie
3aJaHus,
MIPAKTUICCKUE
3aJaHus
(3amaun)
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3. IMKAJIA OHEHUBAHUSA

Ouenka / YpoBeHb

3aureno / HeynosaerBopureibHo / Komnerenuus He
chopMHPOBAHHOCTH N
1-3 ypoBHH c(hOpMHPOBAHHOCTH KOMIIETEHIN chopmupoBaHa
KOMIIeTeHIIHH
KadecTBO 0OTBeTOB mNpH | MOJHO  UW3JaraeT  M3yuyeHHBIH  MaTepuain, JaéT  MpaBWIbHOE | OOHApYKMBaeT HE3HAHUE OoJbIei 4acTU

KOHTPOJILHOM 0O1poce

ONpe/eNiCHHOE TMOHATHI; OOHapyKHMBaeT IOHHMMAaHHUE MaTepHaa,
M3JIaraeT marepuai IMOCJIeI0BaTEeIbHO U IPABWIBHO C TOYKHU 3pPEHUs
HOPM JINTEPATYPHOTO SI3bIKA

COOTBETCTBYIOLIETO pazjesia U3y4aeMoro marepuaia,
JIOTyCKaeT OMMOKU B (POPMYIMPOBKE OINpeNeICHUNA 1
TEOPHiA, HCKAXKAIOIINE X CMBICT

KauyecTBO  BBINOJIHEHUSA oonee 50% Menee 50%

TeCTOBLIX 3aJaHUH

KauecTtBoO pewmenuii | IIpaBuabHBINA OTBET, OTCYTCTBHE W3JIOKECHHS JIOTMKM pelieHHe win ee | HempaBunbHbIL — OTBET, OTCYTCTBHE  W3JIOXKCHUS
NPAKTHYECKUX 3aJaHUH HaJIMYUE CO 3HAYUTEIbHBIMU HEAOCTATKAaMU, B IIPOLIECCE apTyMEHTAlUH | JIOTMKU peleHus, CTYJEHT HE MOKET

CTYJICHT HCITOJIb3yET OBITOBOW WJIM MPUMUTHBHBIN SI3BIK

APIrYMCHTHUPOBATH MJIK IMOACHUTH PCIICHUA 3a1aHUA

KauectBO NOATOTOBKH
pedepaTa u npe3eHTAIIUA

BeimonHeHnsl Bce TpeOoBaHWS K HAMCaHUIO W 3aluTe pedepara:
obo3HayeHa mpobisemMa M O00OCHOBaHa €€ aKTyallbHOCTb, CJeJlaH
KpPaTKMH aHaJIM3 pa3MYHBIX TOYEK 3PEHUS Ha pacCMaTPUBACMYIO
npobieMy M JIOTHYHO — H3JI0OKEHAa  COOCTBEHHAs  IO3MLMS,
copmMyTHpOBaHBl BBIBOJBI, TEMa PACKPHITA IIOJHOCTBIO, BBIIEPIKAH
00BEM, CcOOMIOCHBI TPeOOBAaHMS K BHEIIHEMY O(OPMIICHHUIO, JaHbI
NPaBUIBHBIC OTBETHI HA JJOTIOJHUTEIBHBIE BOIIPOCHI.

HpeSeHTaHI/IH IMOATrOTOBJICHA HA BBICOKOM YPOBHE

Tema pedepara He packpbiTa, OOHapYy>KHUBAETCS
CYILLIECTBEHHOE HETIOHUMAaHHE MPOOIIEMBI.
[Ipe3enTarnys He MOATOTOBIICHA.

KauectBo
BOIIPOCHI
auddepeHIMPOBAHHOTO
3a4yera

OTBE€TOB Ha

CI/ICTeMaTI/ISI/IPOBaHHI)Ie, I‘Hy6OKI/IC U TIIOJIHBIC 3HAaHHUA II0 BCEM

pasaciamMm JAUCHUIIIINHBI, TOYHOC HCITIOJIBb30BaHUC H&y‘lHOﬁ
TCPMUHOJIOTUU CUCTCMATUYCCKU I'PAMOTHOC U JIOTUYCCKHU IMPABUJILHOC
HU3JI0KCHHUC OTBCTAa Ha BOIIPOCHI; 6e3ynpeque BJIaJICHHUC

MHCTPYMEHTapUeM Y4eOHOW AMCHMIUIMHBI, yMEHHE ero 3¢ ¢eKTHBHO
HCIIONB30BaTh B IIOCTAHOBKE HAyYHBIX M IPAKTUYECKHUX 3a4ad;
BBIPA)KEHHAsl CIOCOOHOCTb CAaMOCTOSITEIBHO M TBOPYECKHM pEIIaTh
CJIO’KHBIE MPOOJIEMBl U HECTAHJAPTHBIE CUTYALMH; IIOJHOE U TITyOOKOe
YCBOECHHE OCHOBHOM 51 JOTIOJTHUTENBHON JINTEPaTypHl,
PEKOMEH/IOBaHHOM y4eOHOH mporpamMMol MNO IUCLUILINHE; YMEHHE
OpDHEHTHPOBATBCI B  TEOPHSAX, KOHIENIMUAX W  HAIPAaBICHHAX
JUCLUIUIMHBI U JaBaTh UM KPUTHYECKYIO OLEHKY, MCIOJIb3ysl Hay4YHbIE
JOCTHKECHHSI IPYTUX TACIHILINH

Oo6napyxuBaet HE3HAHUE OombIIen YacTH
COOTBETCTBYIOLIETO pa3fesia U3y4aeMoro marepuaa,
JIOIyCKAeT OMMUOKH B (JOPMYJIUPOBKE OIpPECICHUN U
TEOopuil, HCKaXKaIOLIHe UX CMBICII




4. COIEP)KAHME 3AJJAHUM TEKYIIETO KOHTPOJIA

Bonpocsl 1uist onpoca

Tema 1.1 IlonsitTue u mnpoucxoxaenue maoxkymenta. IIpaBuia odopmieHus
PEKBHU3HUTOB U OJIAHKOB JOKYMEHTOB

1.

Hazopute T'OCT, KoTOphIii periaMeHTHpyeT O(OpPMIICHHE  PEKBHU3UTOB

OpTraHHU3alIMOHHO-PACTIOPAANUTCIIBHBIX TOKYMCHTOB.

O 0N L B~ W

. Ha xakue rpynmnsl MOKHO pa3/IeIuTh PEKBU3HUTHI?

. Kakue pekBU3HUTHI OTpakatoT 00pabOTKy U ABIKEHHE JOKyMEHTa?

. Kakum o6pazom mosxer opopmiiatbes nara?

. Kakue 3nemMeHTbl BXOJAT B pEKBU3UT «IIOAINUCHY?

. Kak odopmiisiercst rep6 PO u Ha kakux JOKyMeHTax?

. Uro Takoe rpud yTBepKIACHUS?

. Uro Takoe Bu3a?

. Kak BBIMISIINT OTMETKA O MOCTYIIJIEHUH JOKYMEHTA B OpraHU3aIiio?

10. Yto takoe ormerka 00 ucriojiHurese?

Tema 1.2 CucreMa OpraHn3aliuOHHO-PACHOPSAAUTEIBHON JOKYMEHTALMHU

CoNor~WNE

Jlis yero npegHa3zHaAYEHbl OPraHU3allMOHHBIE JOKYMEHTHI?

Ha3zoBuTe OCHOBHbIE BU/Ibl OPraHU3ALMOHHBIX JOKYMEHTOB.

N3 kakux pa3qesoB JOKHO cOCTOATh [1osiokeHne o cTpyKTypHOM HOJIpa3AeiieHuu?
KakoBa cTpykTypa AOTKHOCTHOW UHCTPYKUUU?

Uro Takoe Pernament?

Jliis 4ero cocTapiisieTcs ITaTHOE pacnucanue?

Kak cocraBnsiercss gorosop?

KTo umeer npaBo n3aBaTh NOCTaHOBIEHUE?

B uem pa3zHuIa MEXly IPUKA30M U PACIIOPSIKEHUEM?

10. HazoBuTe BUIBI MPUKA30B.
11. KakoBa cTpykTypa npukasa?
12. B kakux cirydasx u3Jaercs ykazanue?

Tema 1.3. Un(opManinoHHO-CIIPABOYHbIE JOKYMEHTHI

agrwbdE

Kakue 1oKyMeHTBI OTHOCST K HH(POPMAIIMOHHO-CITPABOYHBIM?
B dem crienmduka npoTokosia Kak BUja JOKyMeHTa?

Kaxwne BHIBI aKTOB BEI 3HaeTe?

Kewm moryT co3naBathbCsi JOKJIaIHBIE 3aITUCKHU?

HazoBuTte BuAbI CIIpaBoOK.

Tema 2.1 IlonsaTHe IOKYMEHTO000pPOTa, pPerucTpanus JAOKYMEHTOB, HMCIOJHEHHE

JIOKYMEHTOB

1. Yro BXOIUT B MOHATHE «IOKYMEHTOOO0POT»?

2. Kakume MOKYMEHTONOTOKH COCTaBJISIFOT JOKYMEHTOOOOPOT OpraHH3alid, B YeM HX
ocobeHHOCTH?

3. KaxkxoBsl 0CHOBHBIE TPeOOBaHUS K OPTaHU3AIMH JOKYMEHT0000poTa?

4. Kaxkue npaBuiia Jiexar B OCHOBE OpraHU3allUN PETUCTPALIMH JJOKYMEHTOB?

5. Kakue perucrpanrionssie GOpMbI IPUMEHSIOTCS B J€JIOIPOU3BOJICTBE?

6. Kakue npeumyiiecTBa U HEJOCTATKHM MMEIOT HCIIOJIb3yEMbIE B HACTOAIIEE BpeMs

CHUCTEMBI PETUCTPALIH?

7.

KakoBBl TI1aBHBIC Oociim  CO3aaHus I/IH(I)OpMaI_[I/IOHHO-HOI/ICKOBBIX CUCTEM IIO

JOKYMECHTaM opraHmauI/m?



8. Kakme npuHIuMNDbl cucreMaTH3allMd JIOKYMEHTOB HCIIOJIB3YIOTCS IPHU CO3JaHUU
CIIPABOYHBIX KapTOTEK?

9. Ha kakue Be 4acTH JIeIUTCS CIIpaBOYHask KapToTeka?

10. HazoBuTe 1esu 1 3a1a4u KOHTPOJIS 32 CPOKAMHU MCIIOTHEHUS JOKYMEHTOB.

11. Kak onpenenstorcsi CpOKH UCIOIHEHUS J0KYMEHTOB?

12. Krto umeeT npaBo CHUMATh JTOKYMEHTBI C KOHTPOJISA?

TecToBbIC 321aHUA
Tema 1.4 JleHexxknbie 1 (PUHAHCOBO-PACUYETHBIE JOKYMEHTHI

1. Ilpu BHECEHUU HATMYHBIX JICHET Ha OAHKOBCKUI CUET B OPraHU3alul 0POPMIISETCS. ..

a) pacXoJIHbIN KacCOBBIN OopJep

0) 4eK 4YeKOBOM KHMKKU OpraHu3aluu

B) IIPUXOIHBIN KACCOBBIN OpAep

I) THUCbMO B 0aHK € NMPOCHOOW NPUHATH HAIMYHBIE CPEICTBA HAa PACUYETHBIA CUET
OpraHu3aIuu

2. Kakoil JTOKyMEHT MpemoCTaBisieT OaHK sl HMOATBEP)KICHHS BHECEHHS HAJMYHBIX
CpEJICTB Ha pACUETHBIN cUeT?

a) KBUTAHIUS Cpa3y IMpPH BHECEHUM JIEHEXKHBIX CPEACTB U OpJEpP BMECTE C BBIIUCKOMN
0aHKa O JBMKEHHUU CPEJICTB HA PACUETHOM CUETE

0) KBUTAHIIUS

B) opJep

I') BBIIMCKA OaHKa

3. Kakoii nokyMeHT HE0O6Xx0auMo O(GOpPMUTH i CHSATHUS JIEHEr C PacyeTHOro cuera B
Oanke?

a) 4YeK 4YeKOBOW KHIKKU JAHHOTO OaHKa

0) IPUXOIHBIA KaCCOBBIN opep

B) OOBSIBJICHHE O BHECECHHUH JICHET

') IUCBMO B OaHK ¢ IPOCKOOH BbIIATh JEHBIU C PACUETHOTO CUeTa

4. Kakoil 10MOJHUTENbHBIN TOKYMEHT HEOOXOJUMO NMPEABABUTH NPH Moa4e B OaHK yeKa
Ha MOJYYEHHUE C PaCUETHOTO CUETa JEHEKHBIX CPEeICTB?

a) macropT NoJayvares

0) yupenuTenbHbIe TOKYMEHThHI OpTaHU3aIlun

B) JIOBEpPEHHOCTb OpraHU3alluu

I') HUKaKou

5. 3ayeM ornepalvoOHHUCT OTPHIBAET OT YeKa KOHTPOJIbHYIO MapKy?

a) ONEpalMOHMCT IMepeJaeT KOHTPOJbHYIO MapKy IMOJIydaTelnro JUIsl IMpeabsBICHUS
nocjeHe Kaccupy, Ha OCHOBAaHUH YE€ro BBIAAETCS JIEHBIU 1O YEKY

0) omepalMoOHNCT MPUKPEIIISET KOHTPOJIBbHYIO MapKy K BBINHCKE OaHKa 3a TEKYLIHUH 1eHb
Kak 000CHOBaHME JABM)KEHHS CPEJICTB Ha CUeTe

B) OIEPALMOHKUCT TepedaeT KOHTPOJIbHYI0 MapKy B HAaJOTOBYIO HWHCHEKIHUIO Kak
CBU/IETEJILCTBO MOMYYSHHSI OpraHU3alueil HATMYHBIX JICHET

I') ONEPAlMOHUCT MOKET KOHTPOJIbHYIO MapKy HE OTPBIBATH

6. Kakoil JOKyMeHT cocTaBiuseTcss MHpu O(QOPMICHUM OE3HAIMYHOIO JBHXKEHHS
JIEHEXKHBIX CPEACTB?

a) TUIaTeXHOE OpYUYEeHHE

0) HajoroBas JeKiapanus

B) OTYET O MPUOBUIAX U yOBITKAX

T) IJIaTeKHasi BEOMOCTb

7. Ha ocHOBaHMHM KaKOT'0 JIOKyMeHTa O(OPMIISIOTCS IJIAaTeXKHbIE TOPYyUEHUs?

a) [Tonoxxenue o Oe3HanMuHbIX pacueTax B PO, yrBepknenHoe bankom Poccun

6) IlomoxxeHne o Oe3HAIMYHBIX pacyeTax, YTBEpXkJIEHHOE OaHKOM, B KOTOPOM
OpraHM3aIysl OTKPbLIA PAaCYETHBIN cUeT
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B) [Tonoxxenune o Oe3HATMYHBIX pacyeTax, yTBEPKICHHOE OpraHu3amuei

I') IUIaTeKHOE Topy4YeHne ohopMisieTcsi B CBOOOIHOM Gopme

8. Kak HaspIBaeTcsi OyXraJTepCKHil JOKYMEHT, COCTABIISIEMbIi B MOMEHT COBEPIICHHS
XO3HUCTBEHHBIX ONEPAIMI H SBJISIOLUIMNACS MEPBBIM CBHCTEIBCTBOM HX COBEPILICHMUS?

a) IEPBUYHBII TOKYMEHT

0) CBOJIHBII IOKyMEHT

B) JICHE)KHBIN JOKYMEHT

') BHYTPCHHUHN TOKYMEHT

9. KakoBBbI XapaKTepUCTUKHA OAHKOBCKOTO JOKYMEHTa?

a) COICPXKUT BCIO HEOOXOAMMYIO HWH(MOpPMAIMIO s OCYHISCTBICHUS OaHKOBCKHX
onepanui

0) moATBEepKIaeT 3aKOHHOCTh OAHKOBCKHUX OIEpaIuit

B) SIBJIICTCSI OCHOBAHUEM JJISI OTPAYKEHHSI OAHKOBCKHX OTEpAIHid B OyXTaJITEPCKOM y4YeTe

I') paCUETHO-TUIATSIKHBIC U IJIATE)KHBIC BEJOMOCTH Ha BbIIa4y 3apa0OTHOM IIaThl

10. Kakue rpyIiiel OyXraJiTepCKUX TOKYMEHTOB BBIJCIISIOT TI0 TIOPSIIKY COCTABIICHHS ?

a) TICPBUYHBIC U CBOJIHBIC

0) pa3oBbIe U HAKOITUTEIbHbIC

B) MaTepHAaJIbHBIC, ICHE)KHBIC U pACUCTHBIC

7) BHYTpEHHHE M BHEIIHHE

Tema 2.1. [lonsiTHe TOKYMEHTO000POTA, perucTpanus JOKYMEHTOB, HCIIOJTHEHUE
AOKYMEHTOB

1. Ilpopomxkute onpeaeneHue: T0KyMEHTO000POT — ATO ...

a) mepeaaya JOKyMEHTa U3 OJTHOW MHCTAHIMH B APYTYIO B MIPOIECCE €T0 PACCMOTPEHHS

0) IBM)KEHUE AOKYMEHTOB B OpraHH3allMd C MOMEHTA MX CO3JaHHs WIH MOJTYYCHHS 10
3aBepILEHUS UCIIOTHEHUS W OTIPABKH

B) JIBIDKEHUE KOMILJIEKCA IOKYMEHTOB B MpoIlecce BHIPAOOTKH, IPUHATHS U UCIIOJIHEHUS
peLeHu i

2. Kakue 10KyMEHTOIIOTOKH BBIAETSIOTCS B COCTaBE IOKyMEHTO000pOTa OpraHu3aum?

a) MHUIIMATUBHBIC JOKYMEHTBI

0) mocTynaromye B OpraHu3aluio JOKYMEHThI

B) OTMpaBIISIEMbIE U3 OPTaHU3AIUH IOKYMEHTHI

') TOKYMEHTHI, TIepe/laBaeMble Ha apXUBHOE XPAHEHUE

1) BHYTPEHHHE JOKYMEHTBI

3. B kakom ciyyae KOHBEpT, B KOTOPOM MOCTYIWII IOKYMEHT, HE YHUUYTOXKAeTcs?

a) eClii Ha KOHBEpPTE CTOUT oTMeTKa «KoHpuaeHInambpHO»

0) eciu Ha KOHBEPTE CTOUT OTMETKa «JIMuHO»

B) €CJIM TOJIBKO 110 KOHBEPTY MOKHO OTIPEICIHUTD a/IpeC OTIIPABUTEIIS

4. Ecnu IOKyMEHT HOCTYIWII B MOBPEXK/IEHHOM KOHBEpTE, KAKOH JOKYMEHT COCTaBIISET
ciyxb6a JIOY?

a) IPOTOKOJI

0) 0OBsICHUTEIbHAS 3aITHCKa

B) aKT

5. Kakue n0OKyMEHTBHI YYHMTHIBAIOTCA TIpU TOJcUYeTe 00beMa JOKyMEHTO0OOpoTa
opraHu3aiuu?

a) TOJIBKO MOJUTMHHUKY JIOKYyMEHTOB, CO3JTAaHHBIX OpTaHU3aIen

0) MOCTyNUBIINE, OTIIPABICHHBIE U BHYTPEHHHUE JOKYMEHTBI

B) TIOCTYTIHMBIIIHE U OTIIPABJICHHBIC TOKYMEHTBI

6. Kakue 13 nepeyncieHHbIX JOKYMEHTOB OTHOCATCS K HEPETUCTPUPYEMbIM?

a) [Tucemo-3ampoc

6) XKano6a rpaxnanuHa

B) ConpoBOAUTENIHHOE TUCEMO
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r) Pexnamuoe muceMo

7. Kakas ¢popma peructpanuu JOKyMEHTOB yA0OHee JUIsl TOMCKa TOKYMEHTOB?

a) XXypHanbHas

0) Kaprounas

8. Mmeer nu mnpaBo opraHu3anus cama YCTaHaBJIMBaThb ()OPMY PErucTPaLMOHHBIX
KYPHAJIOB JOKYMEHTOB M COCTaB OTPaXKaeMbIX B HUX PEKBU3UTOB?

a) na

0) HeT

B) TOJIBKO IO COIJIACOBAHUIO C FOCYIapCTBEHHBIM apXUBOM

T') TOJBKO C pa3pelieHHsI BBILIECTOSIIECH OpraHN3aliy NI MUHUCTEPCTBA

9. YTo BXOAMT B COCTAB PETUCTPAL[MOHHOIO UHJIEKCa?

a) Jara v MOPsAIKOBBII HOMEp TOKyMEHTa

0) cokpallleHHOe Ha3BaHWE OPraHU3alMU U MOPSIKOBBIN HOMED

B) MOPAIKOBBIA HOMEP M MHICKC JIeNia TI0 HOMEHKIJIAType Jel

10. Ha xakoM 3Tare perucTpupyroTcss HCXOIAIINE TOKYMEHThI?

a) IPU OJTOTOBKE MPOEKTa JOKYMEHTa

0) moce NOANMCaHus UM YTBEPXKIECHHUS TOKYMEHTa PyKOBOIUTEIEM

B) TIOCJIE COTJIACOBAHMSI IOKyMEHTA

I') IpU OTIPABKE U3 OpraHU3aLUU

Tema 2.2 Opranusanus onepaTUBHOIO U APXUBHOI0 XPAHEHHUS JOKYMEHTOB

1. Uro BrirOUaeT mpoueaypa GopMUpOBaHUS e’

a) cOOp HYHBIX JTOKYMEHTOB I10 OJJHOMY BOIIPOCY

0) TpynmMpOBaHWE WCIOJHEHHBIX JIOKYMEHTOB B TIAllKW B COOTBETCTBHH C
HOMEHKJIATypOil Ie]1 U CUCTEeMaTH3aIusl JOKYMEHTOB BHYTPH €N

B) THIIOTpaCKUil MepEIuIeT MarKy ¢ TOKyMEHTaMH

2. Yto Takoe «J1eno»?

a) cdepa eaTenbHOCTH pabOTHUKA

0) COBOKYMHOCTh JOKYMEHTOB, OTHOCSIIUXCS K OJHOMY BOINPOCY WIH YYacTKy
NeSITeTHHOCTH, TIOMEIIEHHBIX B OT/ICIBHYIO O0JIOKKY

B) KapTOHHAas Manka JJis JOKYMEHTOB

3. Korna HaunHaeT popMupoBaThCs Aei0?

a) ¢ 1 sHBaps TEKyIIero roja

0) B KOHIIE KaJE€HAAPHOTO rojia

B) C MOMEHTA MOSBIICHUS B HEM MEPBOTO TOKYMEHTA

4. Kakne JOKyMEHTBI MOTYT TIOMEIIATHCSI B OJTHO JeTI0?

a) Bce JJOKYMEHTHI 32 OJMH MeCSII

0) Bce BHYTPEHHHUE JJOKYMEHTBI

B) IOKYMEHTBI, KOTOpBIE TI0 CBOEMY COJIEP>KaHHIO COOTBETCTBYIOT 3ar0JIOBKY Jeia

5. Moryr nmu B OJHO /€70 MOMEMIATHCS JOKYMEHTHI C IOCTOSHHBIM ¥ BPEMEHHBIM
CpOKaMHU XpaHeHus?

a) na

0) HeT

B) B 3aBHCHMOCTH OT MIX COJICPIKaHUS

6. B TeueHne Kakoro nepuojaa BeAETCA OJHO €07

a) moka He 1ocTurdet 250 TucToB

0) B TeueHue 3-X JeT

B) KaJIeHJIapHbIN T0]

7. Kakoli TOKYMEHT 3aIoIHsETCs IPU BbIaye JieJa COTPYAHUKY JUIsl paOoThI?

a) JTUCT-3aBEpUTEIb

0) MMCT-3aMECTUTEND

B) KapTa-3aMeCTUTEIb
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8. B ueM ocoOeHHOCTH 3aroHEHUsT 0JaHKOB MEPBHYHBIX JOKYMEHTOB OYXTalITEPCKOTO
yuera?

a) 3aIOJTHSIOTCS TOJILKO Ha KOMITBIOTEPE

0) umeroT yHupHUIUpoBaHHYIO HopMy

B) 3aIOJIHAIOTCS TOJIBKO PYKOIIMCHBIM CIIOCOOOM

9. M0HO 7M1 UCTIPABIISTh 3aIUCH O TPYAOBOH JIEATEILHOCTH B TPYAOBON KHIDKKE ITyTEM
3a4epKUBaHUS HEIIPABUIIbHBIX ?

a) na

0) HeT

10. Peructpupyrorcs au OyXralnTepcKue JOKYMEHTHI B OOIIEM JeIoNnpou3BOJACTBE (B
KaHIeJISApUn )?

a) na

0) HeT

Pemenne npakTuyeckux 3aganuii (3agayd)
Tema 1.1. [lonsiTue u npoucxo:xxaenne 1okymenra. [llpasuia ogpopmienns
PEKBH3UTOB U 0JAHKOB 10KYMEHTOB
3ananme 1. IToaroroBka GiaHKa BUa JOKYMEHTA.
3aganume 2. [loaroroBka OjaHKa CTPYKTYpPHOTO MOAPA3JICICHHUS.
3ananme 3. [loaroroska GiaHKa JOJKHOCTHOIO JIMIA.

Tema 1.2 CucreMa OpraHn3aliiOHHO-PACIOPSAAUTEIBHON JOKYMEHTALMHU
3aganue 1. [loaroToBka cTpyKTyphl U IITATHOW YMCIIEHHOCTH OpraHU3al1H1.
3aganue 2. [ToaroToBka mMTAaTHOTO PacUCAHUS.
3aganue 3. [loaroToBka 10JKHOCTHON UHCTPYKIIMH.
3aganue 4. 3anonHeHue GopM 10TOBOPOB Pa3HBIX BUJIOB.
3ananue 5. [logroroska npukasa.
3aganue 6. [logroroska paciopsKeHHUs.
3ananue 7. [lonroroBka ykazaHusi.
3aganue 8. [loaroroska pemeHus.
3ananue 9. [loaroroska moCTaHOBIICHU.

Tema 1.3 UHdopmaniuoHHO-CTIPABOYHBIE JOKYMEHThI
3apanme 1. [TogroToBka akra.
3aganue 2. [ToaroroBka mpoTokoia.
3aganue 3. I[ToaroToBka JOKIagHON 3aMMMCKH.
3ananmue 4. [loaroroska 0OBICHUTEILHON 3aIIMCKH.
3aganue 5. [ToaroToBka crpaBKy.
3apanue 6. [Toaroroska nuceMa.

Tema 1.4 JleHeskHbie M (PUHAHCOBO-pacyeTHBIE JOKYMEHTHI

3apganme 1. CocraBnenue npuxogHoro opaepa mno ¢popme Ne M-4

3aganue 2. CocTaBieHHe akTa 0 MpueMKe MaTepuasnos 1o ¢popme Ne M-7

3aganme 3. OdopmieHue axkta 00 ONPUXOJOBAHUM MAaTEPUAIBHBIX IEHHOCTEH,
NOJTYYEHHBIX TPH pa30opKe U IEMOHTaXe 37aHuil u coopyxeHuid (popma NeM-35).

3ananue 4. OhopmiieHHe TUMHUTHO-3a00pHO# KapThl (popma NeM-8)

3aganme S. Odopmienue TtpeboBaHus-HaKIagHOH (popma NeM-11) mo ToBapy,
OTIIyCKAaeMOMY CO CKJIaJa OpraHU3alny B IIeX

3aganue 6. 3anonHEeHNWE HAKJIAJHON Ha OTIIYCK MaTepHajoB Ha CTOpOHY (1o dopme Ne
M-15)

3amanue 7. 3anosHeHNe KAPTOUKHU yueTa MatepuanoB (1o ¢popme NeM-17)
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3ananme 8. CocTaBieHHe akTa O IPUEMKeE-TIepeiadye TOBAPHO-MaTEPHUATbHBIX IEHHOCTEH
Ha xpaneHue (popma NeMX-1)

3aganme 9. 3anonHeHue KypHaIa y4eTa MocTynariux rpy3os (hopma NeMX-4)

3aganue 10. OdopmieHue akTa O BO3BpaTe€ TOBAPHO-MATEPHUATBHBIX I[IEHHOCTEH
claHHbIX Ha XpaHenue (hopma NeMX-3)

3aganme 11. 3amonHeHue >KypHaja O IpUEMeE-TIEpeaaye TOBapHO-MAaTEpUAIbHBIX
LICHHOCTeH Ha XxpaHeHue (popma NeMX-2)

Tema 2.1. [lonsiTHE TOKYMEHTO000POTA, pErUCTPALMS JOKYMEHTOB,
HCIOJIHEHHE T0KYMEHTOB
3aganue 1. IlpoBenuTe perucTpanuio KOMILIEKTAa JIOKYMEHTOB, MOJIYYEHHOTO OT
IIPENoaBarellsd, B XypHaJe U B PETHCTPAMOHHO-KOHTPOJIBHBIX KapToukax. [IpoctaBeTe BCe
HEO0OXO0IUMbIe OTMETKH U MHACKCHI HA TOKYMEHTAaX.

Tema 2.2 Opranusanus onepaTUBHOIO U APXUBHOI0 XPAHEHHS IOKYMEHTOB
3aganue 1. 3an0JHUTE aKT O BBIJCJICHUH 1€l K YHUUTOKEHUIO

3aganue 2. OPopMuThH 00paselr apXUBHOM CIIpaBKU

TemaTruka pedepaToB U Npe3eHTALUMI

Tema 1.1 Ilonsitue u npoucxoxneHue foxkymenra. Ilpasuna opopmiaenus
PEKBHU3HUTOB U 0JIAaHKOB JOKYMEHTOB
OcHoOBHbIE HapaBJIeHUS TOKYMEHTHON AESITEIbHOCTH.
Buzbl 1OKyMEHTHOH EATENBHOCTH.
Ynpasnenue qokyMeHTanuei B PO.
VYnpasieHne T0KyMEHTaueH 3a pyoeskoMm.

el A\

Bonpocsl qus 3auera:

1. TloHsATHE TEPMHUHOB «IOKYMEHT», «JOKYMEHTHPOBAaHHUE», <JIOKYMEHTAllMOHHOE
obecrieueHre yIpaBICHU.

2. Uctopus pa3BUTHs HayyHBIX IMPEJICTABICHUH O JTOKYMEHTAllMOHHOM 00ecreueHUH
yTpaBJICHUSI.

3. CoBpeMeHHOE COCTOSIHUE TOKYMEHTALMOHHOTO 00eCieueH sl yIpaBIeHusl.

4. HopwmaTtuBHO-TIpaBOBasi 0a3za OpraHW3alMd JOKYMEHTAIMOHHOTO OO0eCTeYeHuUs
yIpaBJIeHUs] KaK OCHOBA TEXHOJIOTUH MTPOLIECCOB YIIPABICHHUS.

5. CocraB ynpaBiIeHUYECKUX TOKYMEHTOB.

6. Ilonarue cucrem nokyMeHTauuu. @OyHKIMOHAIBHBIE M OTPACIEBbIE CUCTEMBI
JOKYMEHTAIUH.

7. YHuUHUKaIMA U CTaHAAPTU3ALUS YIIPABIEHUYECKUX JOKYMEHTOB.

8. TpeboBanus K 0HOPMIICHUIO JOKYMEHTOB.

9. bnaHku TOKYMEHTOB.

10. OpraHu3anyOHHBIE TOKYMEHTHI: YCTaB, ITOJIOKEHHE, WHCTPYKIHSA (TOIDKHOCTHAS
UHCTPYKIINSA), PErIaMeHT, CTPYKTypa M IITaTHasl YUCIEHHOCTb, IITaTHOE PacHUCaHue, MpaBuia
BHYTPEHHETO PacopsIKa.

11. TlonsTHe nOroBOpa (KOHTPAKTA), COTJIAIIEHNUs, IPOTOKOIA

12. PacmopsimuTenbHbIE JOKYMEHTBI: IOCTaHOBIICHHE, TPHUKA3, paCIIOPsHKEHHE, PEIICHNE,
yKa3aHHe.

13. CrmpaBo4HO-HH(DOPMAIIMOHHBIE JTOKYMEHTHI: JOKJamHas (Ciy)keOHas) 3amucka,
OOBSICHUTENIbHAS 3aIHMCKa, aKT, CIPaBKa, CIy>KeOHbIE MUChMA.

14. OcobenHocT cocTaBieHUs U OGOPMIIEHMS JCHEXKHBIX U (DPUHAHCOBO-PacUETHBIX
JIOKYMEHTOB.
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15. JloBepeHHOCTH: OHATHE, OOopMIICHUE

16. Opranmszamust pabOTBl ¢ JAOKYMEHTAIMEW, TMOCTyMmalied B  yUpPEKICHUS,
OPEIPUATHSL, OpraHU3aI1H.

17. Ilepenaua JOKYMEHTOB BHYTpPU OpraHU3aINH.

18. Vuder komnuecTBa JOKYMEHTOB.

19. KoHTponb UCTIOTHEHHS TOKYMEHTOB.

20. Opranuzanus ¥ TEXHUKA KOHTPOJIS UCTIOTHEHHUS

21. HomenknaTypa Jiei: MOHSATUE, BUBI, crieliudruka 0pOpMICHHUS.

22. XpaHeHue T0KyMEHTOB B CTPYKTYPHBIX MTOAPA3/ICICHUSX.

23. TloxroroBka Jiern K ciaue B apXHB
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