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1. OBIIAA XAPAKTEPUCTHUKA INPUMEPHOH PABOYEN IMPOTI'PAMMBI
YYEBHOHU AUCIUIIJIMHBI «OI1.04 JOKYMEHTAIIMOHHOE OBECIHEYEHHUE
YIIPABJIEHU S »

1.1. MecTO AUCHUIJIMHBI B CTPYKTYPe OCHOBHOI 00pa3oBaTe/ibHOM NPOrpaMMbl:

VYyebnas paucnuiimHa «JloKyMeHTaIlMOHHOE OOecCleueHrue YIpaBiICHUS» SBISICTCS
00s13aTeNbHOM  YacThi0  00IIENPO()EeCCHOHAILHOTO IUKJIAa OCHOBHOM TPO(heCCHOHATBHOU
obpazoBarenbHoll miporpammbl B cooTBeTcTBHM ¢ PI'OC CIIO mo cnenumansHoctr 38.02.06
DuHAHCHI.

VYyebHas mucuuiuimHa «JlOKyMEHTAIIMOHHOE 00€CIIeUueHHUEe YIPABIICHHS» 00ECIeYHBACT
dbopmupoBaHrue MPo(HecCHOHATBHBIX W OOMIMX KOMIIETCHIIMHA MO BCEM BHJAM JESATEIbHOCTH
®OI'OC mo 38.02.06 dunancel. Ocoboe 3HaYEHWE MUCHUILIMHA WMEET MpU (GOPMHUPOBAHUU U
Pa3BUTHU:

IIK 1.5 OGecrnieunBarh (hPHHAHCOBO-DPKOHOMHYECKOE COIMPOBOXKICHHE JESITEIBHOCTH IO
OCYIIECTBJICHUIO 3aKYIOK JUIsl TOCY/IapCTBEHHBIX U MYHULIUITAJIBHBIX HYXI;

IIK 3.4 ObecrnieunBaTh OCyIIECTBICHUE (PMHAHCOBBIX B3aUMOOTHOIIEHUI ¢ OpraHu3aIu-
SIMH, OpTaHaMH T'OCYJJAPCTBEHHOM BJIACTH M MECTHOTO CAMOYITPaBJICHUS;

[IK 4.1 Pa3pabartbiBaTh 1I1aH U IPOrpaMMy MIPOBEICHUS KOHTPOJIBHBIX MEPOIIPUSITHIH,
0hOpMIIATh pe3yibTaThl MPOBEACHHBIX KOHTPOJIBHBIX MEPOIMPHUSTUH, BbIpaOaThIBATh PEKOMEH-
JAIUK 110 YCTPAHEHUIO0 HEAOCTAaTKOB M PUCKOB, OIIEHUBATh 3(PPEKTUBHOCTH KOHTPOJIBHBIX MPO-
nenyp;

IIK 4.3 YuacTtBoBaTh B peBU3HH (DMHAHCOBO-X035HCTBEHHOM JESITEIIBHOCTH 00BbeKTa (hu-
HAHCOBOTO KOHTPOJIS

1.2. Heap u njiaHupyeMble pe3yJbTAThbl 0CBOEHHUS TMCUHHUIIJIMHbI:

B pamkax nporpaMmbl y4eOHOH TUCIUIUIMHBI 00YUYAIONUMKCS OCBAUBAIOTCS YMCHHS U 3HAHUS:

Kon YMeHus 3HaHud

I1K, OK

IIK 1.5 oopMIATH IJIaTEKHBIE JIOKYMEHTBI | 0COOEHHOCTH COCTaBJICHUSA

IIK 3.1 (27IEKTPOHHBIE 3asIBKM HA KaCCOBBIE PAacXObl | 3aKyIIOYHON JOKYMEHTAIUH,

I1K 4.1 U IUIATeKHBIE MOPYYEHUs) A NPOBENEHUS | MHPOPMALMOHHBIE TEXHOJIOTUU

K 4.3 KAaCcCOBBIX BBIIIAT; B npo¢ecCuoHATBHOM
IPOBEPATh HEOOXOTUMYIO JOKYMEHTAIHUIO | AEATeIbHOCTH,;
JUIS 3aKJIFOYEHUS] KOHTPAKTOB,; OCOOCHHOCTH OpraHu3aluu H
IPOBEPATh HEOOXOIUMYIO JOKYMEHTAIUIO | IPOBEIECHUS KOHTPOJIbHBIX
JUISL 3aKJTFOYEHUSI KOHTPAKTOB; MEpPOIPUITHIA opraHami,
OPUMEHATHh MPOrpaMMHOE OOEeCreyeHHe MpH | OCYLIECTBISIOIIMMHU
OCYIIECTBJIEHUU (PUHAHCOBOTO KOHTPOJIS; (rHaHCOBBIN KOHTPOJIb;
0OpMIIATH pe3ynbTaThl MPOBEIEHHBIX KOH- | 0COOGHHOCTH IIPOBEICHUS

TPOJIBHBIX MEPOIIPUATHN ITyTEM COCTABIICHHUS
aKTOB M CIPABOK; NMPUMEHSATH MPOrpPaMMHOE
oOecrnieyeHre (PMHAHCOBOTO KOHTPOJIS.

3aKyIloOK TOBapoB, paboT, YyCIyr
OTJEeNbHBIMU BUJIaMH
IOPUANYCCKUX JINII.




2. CTPYKTYPA U COJIEP)KAHUE YYEBHOM U CIHUILIMHBI
2.1. O0beM yueOHOI JMCIHMIJIMHBI M BUABI Y4e0HOH padoThl

Buj yueOHoi1 padoThI O0bvem B
yacax

O0bem o0pa3oBaTeIbHON NPOrPaMMbl Y4eOHOM U CHMIIJIMHbBI 64
O0bem padoThl 00YYAKIIMXCS BO B3aUMOIEHCTBUM € NMPeENnogaBaTeieM 54

B TOM YUCIIE:

TEOpPETHYECKOe 00yueHue (JICKIIUH, YPOKH) 18

MPAKTUYECKHE 3aHATH 36

Camocmosmenvras paboma 10

IIpome:kyTouHasi arrectauusi B popme 3a4yera




2.2. TemaTnyeckuii IUIAH U COJlep:KaHMe Y4eOHOM AU CUMILIMHBI

HaumeHoBaHue Conep:kanue yueOHOro MaTtepuasa u GopMbl OPraHU3aAMUM JAeITeJIbHOCTH Oo0bem Koabi
Pa3/IesIoB M TeM 00yualoIMXcsi, B TOM YHCJIe ¢ IPHMeHeHHeM 3JeKTPOHHOro 00y4eH st 1 B yacax KOMIIeTeH M,
JAMCTAHIIMOHHBIX 00Pa30BaTEJbHBIX TEXHOJIOTHIA ¢popmupoBanmnio
KOTOpPBIX
Crmocoo0cTByeT
3JeMeHT
NpPOrpaMMbl
1 2 3
Paznea 1. lokymeHTHpPOBaAHME YIIPABJEHYECKOM 1€ATEILHOCTH.
Tema 1.1 IlonsiTue n Copepxxanue yuyeOHOIro MaTepuasa 1K 3.4,
IIPOUCXOXKICHIE OKY- CuMBOIMYECKas M YCIIOBHAS CUTHAIM3ALKsA. BO3HUKHOBEHNE MUCHMEHHOCTH M JIOKYMEH- [IK 4.1,
menta. [IpaBuia opOpM- | 14 Vsvienenue conepKaHus MOHATHS «IOKYMEHT» Ha PAsHBIX STANax HCTOPHUECKOTO K 4.3
JICHWS PCKBU3UTOR U pasBuTus 00mecTBa. COOTHOIIEHHE MOHATUH «MH(GOPMALMA» U «IOKYMEHT». McTounu-
ONIaHKOB JIOKYMEHTOB KOBea4ecKkass ¥ MH(POPMALMOHHAS KOHLENIUM JOoKyMeHTa. OnpeselicHHe TOKYMEHTa B
3aKoHaxX M craHfaprax. [loaudyHKIHOHANBHOCTE JOKYMEHTa: (BYHKIMS 3aKpeILIeHUs U
coxpaHeHus MH(GOPMAaIMK, KOMMYHHKATUBHAs, KyIbTypHas, YIIpaBleHYecKas, IpaBoBas,
CTaTUCTUYECKAsA, MO3HABATENBHAS, 00pa30BaTENbHas, TOJUTHYECKAs, MIEOJIOTUIECKas,
Xy/I0KECTBEHHO-ICTETHYECKAs, OCYTOBas, ToBapHas (yHKIMH, (PYHKIHS HCTOPHUECKO- 0

ro ucrouyHuka. KonuyecTBeHHbIE U KaUECTBEHHbIE XapaKTepUCTUKH (QyHKIMHA. DyHKIMN
ONIEpaTUBHOIO XapaKTepa U MOCTOSHHO JIEHCTBYIOIIHE.

Ilens U OCHOBHBIE METOIBl KJIACCH(PUKAIMU: HMepapxudeckui, gacetHsll. CemaHTHYe-
cKkHe U (YHKIMOHANIbHBIE KJacCU(pUKaluu JokyMeHToB. Kiaccuduxamm MaTepraibHbIX
Hocuteneil nuagopmaru. Knaccudukanus no cnoco0y nokymentuposanusi. Knaccudu-
KallU{ MO0 YPOBHIO O0OOIIEHMSI U OTHOLIEHUIO K OPUTMHAIBHOCTH MH(OpMaluU, Mo Ime-
PUOAMYHOCTH, 10 PEXHUMY JOCTYIa, M0 IOPUIUUYECKOMY CTAaTyCy, MO reorpapuueckomy
npu3HaKy. Buasl JOKYMEHTOB 1O BpPEMEHHU MOSBIEHUS B COLUAIBHON KOMMYHHUKAIUU:
YepHOBOM, OETOBOM, TOJUTHHHUK U KOTIHS.

CocTaB pekBU3UTOB oduiinagbHOro JokymeHnTta. Cucrema cTaHIapToOB MO MH(OpMaLuu,




OMOMMOTEeYHOMY W HM3AaTeIbCKOMY Jneny. OpraHu3aloHHO-PACTIOPSIUTENbHAS JIOKY-
MmeHTanus. TpeGoBaHus K opopMIICHHIO TOKYMEHTOBY. OQopMileHHEe PEKBU3UTOB OJIaHKA
U OTPaHUYHUTEIFHBIX OTMETOK. PEKBU3UTBI, ONMpPENEeISIIONINe IOPUANISCKYIO CHITY JOKY-
MeHTa, ¥ uX oopmiieHue. PEKBU3UTHI, OTpaxkarolue o0paboTKy U IBIKCHHE JOKYMEHTA
(1emonpon3BOICTBEHHBIE OTMETKH )

OCOOCHHOCTH M3TOTOBJICHUS M MIPUMEHEHHsI OJIAHKOB. YTJIOBOH W MPOJOJIBHBIN OJaHKH.
[TpaBuiia pa3MenieHnsi OCHOBHBIX PEKBU3UTOB. bllaHk muchMa, 0Omuid O1aHK, OJaHK BU-
Jla TOKyMEHTa, OJIAaHKW JOJDKHOCTHBIX JIMII U CTPYKTYPHBIX MOJpa3/ieieHU i, OJIaHKU Ha
JIBYX si3bIKax. TUITMYHBIC OMMMOKYU B MOJTOTOBKE OJIAHKOB

B ToM Yuc/ie NpaKTHYeCKUX 3aHATHI

1. OTBeTHI HAa BONPOCHI YCTHOTO (MMMCBMEHHOT0) OIpoca.

10

2. Pedepatsl 1 mpe3eHTAIMH IO BOIIPOCAM TEMBI.

3. Perienue npakTH4ecKuX 3aaHuii (3aga4)

4. Pabota ¢ unrepuet-pecypcamu u 9bC
Tema 1.2 Cucrema opra- | Coaep:kanue y4eGHOro MaTepuaJjia 10 1K 3.4,
HH3a[IHOHHO- OYHKIMKA OPraHU3alMOHHBIX JOKyMEHTOB. OCHOBHBIE BHJIBL: YCTaB, ITOJIOKCHUE, HH- 11K 4.1,
pacTopATUTENbHON 10~ | orpykimst (OKHOCTHAS MHCTPYKIIHS), PEITIAMEHT, CTPYKTYPa M IITATHas YHCICHHOCTS, K 4.3
KyMCHTallNH IITATHOE PACIHCAaHWe, TPaBUIa BHYTPEHHETo0 pacropsaka. CTpyKTypa U OCOOCHHOCTH

HOATOTOBKH U O(OPMIICHUS TOKYMEHTOB.

[TonsiTue noroBopa (KOHTpakTa), corjalieHus, nmpoTokosa. TumoBas ¢opma A0roBopa.

OCHOBHBIE pa3/ienbl T0roBopa. Busl JOroBOPOB: KYIUIH-TIPOIaXKH, TOCTABKH, KOMUCCHU

u 1p. Buzasl noroBopos B cdepe 3akynok. OcoOeHHOCTH MPOBEEHUS 3aKyIIOK TOBApPOB.

OyHKIMK pacmopsANTENbHBIX TOKYMEHTOB. Kpurepun BbIOOpa BHUAOB pPacHopsIUTETb-

HBIX JJOKyMeHTOB. OCOOCHHOCTH MOAroToBKH. OCHOBHBIC BUJIbI: TOCTAHOBIICHHE, IPHKa3,

pacnopsKeHUe, pelieHne, ykazaHue

B Tom unciie NpaKTHYECKHUX 3aHATHH

1. OTBeTHI Ha BOIPOCHI YCTHOTO (TMCEMEHHOTO) OIpoca. 4

2. PenieHne mpakTUYECKHUX 3aaHui (3a71a49)
3. Pabota ¢ unrepuer-pecypcamu u 9bC




Tema 1.3 Undopmarmon-

Coaep:xanue yueOHOro MaTepuaJia

1K 3.4,

HO-CIIPABOYHBIC TOKYMEH- | DyHKIUKU HWHGOPMALMOHHO-CIPABOYHBIX JOKYMEHTOB. OCOOEHHOCTH MOATOTOBKH OC- 6 1K 4.1,
ThbI HOBHBIX BHJIOB JIOKYMEHTOB: aKTa, MPOTOKOJA, JOKJIAJHON 3aluCKH, OOBSICHUTEIHHOU K 4.3

3aMCKU, COPABKH, TUCHhMA.

B Tom unciie npaKTHYEeCKHUX 3aHATHH

1. OTBeThI Ha BONPOCH! YCTHOTO (MMCbMEHHOT0) OMpoca. 10

2. Pemienne npakTu4ecKux 3aaHui (3a1a4)

3. Pabora c unrepuer-pecypcamu u 9bC
Tema 1.4 Jlenexxubie u Conep:xxanue yueOHOro MaTepuaJia 6 I[IK 1.5
(uHaHCOBO-pacUETHEIE OcoOenHocTH cocTaBieHHS U OQOPMIICHUS IEHEXKHBIX U (PUHAHCOBO-PACUETHBIX JIOKY-
JOKYMEHTBI MeHTOB. OdopMiieHne T0BepeHHOCTEH OPHUIIMAIBHON U INYHOM

B ToM 4nciie NpaKTHYeCKHUX 3aHATHH

1. Pemrenue nmpakTHYECKUX 3a1aHUi (3a1a9) 4

2. Pabora ¢ uaTepHeT-pecypcamu 1 IbC

CamocrosiTeibHas padoTa cTyAeHTa:

Cucrematuueckas mpopaboTKa KOHCIEKTOB 3aHITHM, Y4eOHOW M CHEIMalbHOM JIuTepa-

Typsl (110 BompocaM K naparpadam, riaBaM yuyeOHbIX nocoOuit). [loaroroBka k mpaxkTu-

4ecKuM paboTaM C HCIIOJIb30BAaHHEM METOJUYECKHX PEKOMEHIAIUil IMpernoaaBaTes,

oopmIIeHHE MTPAKTHYECKUX paboT, MOArOTOBKA K MX 3auure. M3yueHne opuuuaibHbIX

MaTepHaloB, paboTta ¢ uHTepHeT-pecypcamu U ObC.

3ananus 1J151 BHEAYAUTOPHOH CaMOCTOATEIbHO padoThl. 6

coctaBbTe caenyromue qokyMeHTel OO0 «Jlyu» (392000, r.Tam6oB, yn. MaTepHanuo-
HanbHast, 54, WHH/KIIIT 6829330124/682901001, OI'PH 1026848810923, p/cuer
40702810800000000367 B AKB «TIIKb» (OAO), BUK 046850755, xop/cuer
40702810200000000755) na 21 auBaps 2010 r.:

— JoBepeHHOCTh Ha nosydeHue kcepokca or OOO «KomluB» mo cuery Ne23 ot
20.01.2010 na corpynuunka Camoxsanona IOpus I[lerpoBuua, naciopt 6801 654456, BbI-
naH Oxts6pbckum PYBJI r.Tam6oBa 20.02.2002;




— TOProBYIO HaKJIaJHYIO Ha noaydeHue 3 nadyek Oymaru 1o uene 135 pyounei 00 xomeek
ot OO0 «Mudopmary (r.Tam60B, yin.CoBerckas, 7);

— aBAHCOBBIN OTYET (IOKYIMKA KaHIITOBAPOB Ha cymMMy 365 pyoueit 00 koreek mo ToBap-
Homy 4ueky Ne 65 ot 19.01.2010).

Pasznen 2. Opranmaunﬂ paﬁoTbI C YHIPaBJCHYCCKUMHU TOKYMECHTAMHU

Tema 2.1. Ilowsarue no-
KYMEHTO000pOTa, peru-
cTpamnusi  JIOKyMEHTOB,
WCIIOJTHEHUE IOKYMEHTOB

Conep:kanue y4eOHOT0 MaTepuaJia

[Tonsitue " 1OKyMEHTOOOOPOT", €ro KOJIMYECTBEHHBIE U KaUeCTBEHHbIE XapaKTEPUCTUKH.
Macmrab nokymenToobopota. CTpyKTypa 1 00111asi XapaKTepUCTUKa JOKYMEHTOIIOTOKOB
B opranuzanuu. [lousarus "Bxomsmuid gokyMeHT", "ucxondmuidi JOKyMeHT", "BHYTpEH-
HUW JOKYMEHT"

TexHonornu 00pabOTKH MOCTYMAOMMX JOKYMEHTOB. llpuem u mepBuuHasi o0OpaboTKa
JIOKYMEHTOB, OpraHM3alus MPOXOXKICHUS U MOPAJOK MCIOJHEHUS MOCTYMNAIOUIUX JT0KY-
MeHTOB. BHyTpeHHuii npoxymeHTo000poT. [IpenaBapurenbHOE pacCMOTPEHUE TOKYMEH-
ToB. Ilepenaua nokymeHTOB B mnojpaszaeneHus. OpraHuzanusi IBM)KEHUS JIOKYMEHTOB
MeXIy noapasneneHusiMu. Kymbrypa paboTsl ¢ TOKyMeHTaMu Ha paboumx mecrax. Ilo-
PSIOK OpraHu3anuu paboThl ¢ OTHPABISIEMBIMU TIOKYMEHTaMU. Y4eT 00beMa U ONTHUMHU-
3a1ust JOKyMEHTO000poTa.

[Tonsitue "perucrpaumst nokymeHTa". Permctpanus NOKYMEHTOB KakK COCTaBHAs 4acTh
TEXHOJOTUM 00paboTku aokymeHToB. lLlemm peructpanum gokyMmeHTOB. OCHOBHBIE
IPUHLMIBI PETUCTpAalUU JOKYMEHTOB. MHnekcanus nokymeHToB. DOpMBI perucTpanuu
JIOKYMEHTOB U MOPSAOK MX 3anonHeHus. JKypHanbHas ¢opma peructpaiuu. Perucrpa-
LIMOHHO-KOHTPOJIbHAsI KapTouka. KOMIBIOTEpPHBIE TEXHOJOTMH PETUCTPALMH JTOKYMEH-
toB. MH(opmanimonHoe copepkanne perucTpaliiOHHON 6a3bl TaHHBIX

B ToM unciie NPAKTHYECKHUX 3aHATHH

1. OTBeTHI HAa BOMPOCH! YCTHOTO (MMMCBMEHHOTO0) OIpoca.
2. PenieHre mpakTHYeCKUX 3a/1aHUH (3a/1a4)
3. Pabora c untepHer-pecypcamu u 9bC

IIK 3.4

Tema 2.2 Opranuzanus

Conep:kaHue y4eGHOr0 MaTepuasa

11K 3.4




OIICPAaTUBHOI'O U aAPXHB-
HOro XpaHC€HUA  OOKYy-
MCHTOB

[Tonsitue "HoMeHKkaTypa aen". HazHaueHne HOMEHKIATyphl Jeil. Bulibl HOMEHKIATypbl
nen (TumoBas, MpUMepHas, UHANBUAYAIbHAsA), UX OCOOCHHOCTH, MOPAIOK HCIIOIb30Ba-
HUs. TpeOoBaHuUs, MPEABSBISIEMbIE K COCTABICHHIO HOMEHKJIATYPHI /€] OpraHU3allHu.
Homenkiatypa aen noapaszieiieHuss 1 HOMEHKJIaTypa J1eJ Opranu3auuu. PermaMenranus
TpeOOBaHUI K COCTaBICHUI0 HOMEHKJIATYpBI A€l B HOPMATUBHO-METOJMYECKUX JOKY-
MeHTax. YHuduiupoBanHas ¢opMa HOMEHKIATYphI aen. [IpaBuia coctaBieHus HOMEH-
kiarypsl gen. KimaccudukanuonHas cxema HOMEHKIAaTypbl. DopMyITUpOBKY 3ar0JIOBKOB
nen. CucremaTu3anys 3arojloBKOB JieJ B HOMEHKJIaType. McTounuku onpenenenus cpo-
KOB XpaHeHus naen. [lopsiiok cocTaBieHUs U yTBEPKICHUS HOMEHKIIATYphl Jesl OpraHu-
3aLuu

[Tonsitue "hopmuposanue nen". O6mue npuHIUIB GopmupoBanus aei. OCHOBHBIC Tpe-
OoBaHuUs, MpeAbsBiIseMble K (OPMUPOBAHUIO JET B TEKyIleM aenonpousBojicTse. [Ipa-
BUIa ()OPMHUPOBAHUS PA3TMUHBIX KaTErOpHUid JOKYMEHTOB B jena. opMupoBaHue 1emn B
OpraHu3aluy, B €e CTPYKTYPHBIX HojpazjenacHusix. OTBETCTBEHHOCTh 3a COXPAHHOCTh
JIOKYMEHTOB. Bbljaua TOKyMEHTOB /Jii BPEMEHHOTI'O I0JIb30BaHMsI MIPU XPAaHEHUH UX B
CTPYKTYpHOM mnojapazaeneHuu. [lonstue "sxcneprusa neHHoctu aokyMeHToB'. Hopma-
TUBHO-METOAMUYECKHUE U TEOPETUYECKUE OCHOBBI MTPOBEIEHUS KCIEPTU3BI LIEHHOCTH J10-
KyMeHTOB. TpeOoBaHMs, NMperbsABIsIeMble K OpraHU3allUUd U IMPOBEICHUIO 3KCIEPTU3I
LEHHOCTU JO0KyMEHTOB. OcHOBHble (yHKIMM LleHTpanbHONW SKCIEpPTHON KOMHCCHUU
(I9K) u sxcneptHbix komuccuit (IK) opranuzanmu. [Tonoxenue 006 SKCIEPTHOM KOMHUC-
cuu. [IpaBa u QyHKIMU KOMHCCHM, OpraHU3alUs U MOPSA0K JOKYMEHTUPOBAHUS €€ pa-
00TBI. DTarbl MPOBEACHUS SKCIEPTU3BI LICHHOCTH TOKyMeHTOB. OopmiieHre pe3ynbTa-
TOB JKCHEPTHU3BI IIEHHOCTH JOKyMeHTOB. Omucu noxkymeHTOB. [loHsitue "odopmienue
nena". OcHOBHbIE TpeOOBaHUs, peabsaBiIsieMble K opopmienuto aen. Iloanoe opopmie-
nue nen. [loammeka nen. Hymepanus nuctoB nena. CocTaBieHUE 3aBEpUTEITLHON HAITN-
cH, BHyTpeHHel onucu. Odopmienne obmoxku nena. [lepenava gen Ha XpaHeHHE B ap-
XUB.

B ToM 4nciie NpaKTHYECKUX 3aHATHH




1. OTBeTHI HAa BOPOCHI YCTHOTO (MUCBMEHHOT0) OIpoca.
2. PeriieHre npakTHYEeCKHUX 3adaHUl (3a1a9)
3.Pabora ¢ unaTepuer-pecypcamu u ObC

CamocrosiTeJibHAsi padoTa CTy/leHTa:

Cucremarnueckas mpopabOTKa KOHCIEKTOB 3aHATUH, yd4eOHOW M CIeIHaTbHOU JHUTEpa-
Typbl (MO Bompocam K maparpadam, riiaBaM yuyeOHbIX rmocoowuii). [ToarotoBka k mpakTu-
YeCKUM paboTaM C HCIOJIB30BAaHMEM METOJIMYECKUX PEKOMEHJALUH IperoaaBaTes,
oopmIIeHHE MPAKTHYECKUX pabdoT, MOJArOTOBKA MX 3amuTe. M3yueHue oduumaibHBIX,
pabora ¢ unrepuer-pecypcamu u IbC.

3aganus AJ19 BHeAyAUTOPHOI caMOCTOSITeJIbHOM PadoThlI.

1. CocraBbTe omeporpaMmy ABUKEHUS BXOMASIIUX M UCXOMASIIUX JOKYMEHTOB OpraHu3a- 4
1007078

2. OnpenenuTe MEePeYHU NaHHBIX JIJIS 3aHECCHUS B PETHCTPAIMOHHBIC (DOPMBI TIPH PETH-
CTpalliy BXOJAIIUX, UCXOJSIIMX U BHYTPEHHUX JIOKYMEHTOB, PEKOMEHIyeMbIX pa3liny-
HBIMU THUIOBBIMH U WHJIWBHAYAIbHBIMH MHCTPYKIHUSIMH MO JEJIOMPOU3BOACTBY U MPOBE-
JUTE UX CPAaBHUTEJIHHBIN aHAIIU3.

3. Pa3pabotaiiTe HOMEHKIATYpY €T JJI HEOOJIbIIIONH OpraHU3aIIHH .

4. 3anonHUTe «JIMCT-3aMECTUTEIB) U «KAPTY-3aMECTUTEIIbY.

IIpomexyTouHas atrecTanus B gopme 3auera

Bcero: 64

BOHpOCH JJIs1 TIOATOTOBKHU K HpOMe)KYTOLIHOI‘/’I aTTeCTaluu, 3aJaHusA I CaMOCTOSITEIbHON pa6OTI>I U MCTOANYCCKUC PCKOMCHAAINHU 110
BBITIOJTHEHHUTO SaI[aHI/Iﬁ CaMOCTOSITCILHOM pa6OTBI CTYACHTOB BKJIIOYCHEI B q)OHZI OLCHOYHBIX CPCACTB JUCIHUIIIINHBI.




2.2.3. B xoze 3aHATHI ¢ IPUMEHEHHUEM 3JIeKTPOHHOI0 00y4eHHs ¥ JMCTAHIMOHHBIX
0o0pa3oBaTe/IbHBIX TEXHOJIOTHIl HCNIOJb3YIOTCS cileaylone o0pa3oBaTeibHble TEXHOJIOTHN

Buasbi . MeTtoanuyeckue
N Buabl ucnoJib3yeMbIX TEXHOJI0THI
3aHATHH pa3bsiCHEHUS
Oddnaiin wim OHIAH TEXHOIOTUU: Be- | 3aHATHE MPOBOAUTCS C IPUMe-
OuHAapBI, BUJCOKOH(EPEHINH, BUPTY- HEHUEM UH()OPMAIOHHO-
QJIbHBIC TPAKTUYECKHUE 3aHATHS U T.11. TEJIEKOMMYHHUKAIIHOHHBIX CETEH
KelicoBasi-TeXHOJIOTHS: UCIIOJIb30BAHUE | IIPU OMOCPEI0BaHHOM (Ha pac-
Ha0OpPOB (KEWCOB) TEKCTOBBIX, ayJJUOBU- | CTOSIHUW) B3aUMOJICHCTBUU 00Y-
3yaJIbHBIX U MYJbTUMEAUMHBIX YU€OHO- | YaIOLIUXCS U MeAarornyeckux
METOAMYECKHX MaTepHajIoB U UX pac- paboTHUKOB. /lcTaHIIMOHHBIE
I[nc::::;al(d):ﬂoe CBUIKa JJI1 CAMOCTOSITENILHOTO U3yueHusi | oOpa3oBarebHbIe TEXHOJOTHH
yUYaIIUMCs TIPH OPTraHU3alMy PEryisap- | MPeanoaraioT yAaJeHHbIH pe-
HBIX KOHCY/IbTALIUN y MpenoiaBaTesie. | )KUM paboThl.
WuauBuayalbHBIE B TPYITIOBBIC KOH-
CyJbTaIlH, pealiu3yeMble BO BCEX TEX-
HOJIOTHUECKUX Cpeax: EKTPOHHAS
nourta, chat-koHdepenuu, Gopymsl,
BUICOKOH(EPEHIINH H T.JI.
TexHoNIoruu HHTEPAKTUBHOTO 00yUe- 3aHsTHE IPOBOAUTCS C IPUME-
HUS, TPYNIIOBON M KOJUIEKTUBHOW pabo- | HEHHEM cojepialieiics B 6a3ax
Thl Ha OCHOBE UCIIOJIb30BaHUs CBOOO/I- | JAHHBIX U UCTOJIB3yEeMOH MpH
HBIX PECYPCOB, Pa3MEIIEHHBIX B UHTEP- | peaiu3aiy 00pa30BaTeIbHBIX
HeTe, nporpamm uHdopmaiuu u odec-
AIIEKTPOHHBIX 00PA30BATEIBHBIX PECYp- | MEYMBAIONINX ee 00pabOTKy MH-
JeKTpoHHOE COB, BKJIFOYEHHBIX B KOMIUIEKT Y4eOHU- | (POpPMAIIMOHHBIX TEXHOJIOTHH,
Ka, METOJIMYECKUX MAaTEPUAIIOB M AJIEK- | TEXHUYECKHUX CPEJICTB, a TAKKE
JamsTae TPOHHBIX 00pa30BaTENbHBIX PECYPCOB, UH(OPMALIMOHHO-
pa3paboTaHHBIX TMPENOaBATEISIMA TEJIEKOMMYHHUKAIIHOHHBIX CETEH,
o0ecreunBaroIuX Mepeaayvy mno
JIMHUSM CBSI3U YKa3aHHOW WH-
dbopMmaruu, B3auMOIeiCTBHE
00ydJaromuxcs u neaaroruye-
CKHUX paOOTHHKOB.

Bonpocs!l u 3aganus 171 TOATOTOBKU K TPOMEKYTOYHOM aTTECTallMH, 3aJaHus JUIsl caMo-
CTOATENHHOU PabOTHl M METOINYECKUE PEKOMEHAAINY TI0 BHIMIOJHEHHIO 3a/IaHUN CaMOCTOSITENb-
HOM paOOThI CTYIEHTOB BKJIIOYEHBI B (JOH/T OIEHOYHBIX CPEJCTB JUCIUTIIINHBI.

PexomeHnaauuu no reopeTu4ecKomMy 00y4eHHIO

Nzyuenne npucuummud OII CIIO Tpebyer cucTeMaTH4ecKoro M IOCIEI0BATEIbHOIO
HAKOIUICHUS 3HaHWM, OCHOBHAs YacTh KOTOPBIX IpHoOpeTaeTcs cTyAeHTaMu Ha jJeKuu. C 1embio
ONTUMAJILHOTO UCIOJIb30BAHUS JIEKIIMOHHOTO BPEMEHHM, CTYACHTY, KaK U K 3aHATUSAM HUHBIX (HopM,
HE00X0UMO OBITh OJATOTOBJIEHHBIM. B pamMKax Takoi MOATOTOBKU CTYJIEHT JIOJIKEH:

— Tepea KakIOW JEKIMeH NpocMaTpuBaTh pabO4yylo MpPOrpamMMmy IJUCHUIUIMHBI, YTO
MO3BOJIUT COKOHOMUTH BpeMsi Ha (POPMYITUPOBKY TEMBI JIEKIIMOHHOTO 3aHSTHSI, pACCMAaTPUBAEMBIX
BOIIPOCOB, PEKOMEH1yEMOM JIUTEPATYPhI;

— Tepel OuYeperHON JeKIued NPOCMOTPETh MO KOHCHEKTYy MaTepuan Mpeablayiien
aekiuu. [lpu 3aTpyaHEHHMSX B BOCHPUSATHM MaTepuajia cleayeT OOpaTUTbcs K OCHOBHBIM
MCTOYHUKaM JuTepaTypsl. Eciu pazobpaThcsi B MaTepuasne onsTh HE YAallOCh, TO 00paTHTECh K
JeKTopy (1o rpaduKy ero KOHCYJIbTalMii) WM K MPEro1aBaTelio Ha MPaKTHIYeCKuX 3aHiaTusaX. He
CJIETyeT OCTaBIIAThH «OeNbIX MSATEH» B OCBOCHUH MaTepHaa;



— oOpaiath BHUIMaHUE Ha 3alJIAHUPOBAHHYIO (OPMY MPOBEACHHUS JIEKIIUOHHOTO 3aHITHSA,
JUISL TOTO YTOOBI IPUEMBI M METOJIBI, UCTIONIb3YEMBbIE JIEKTOPOM, HE CTAIH HEOXKUIAAHHOCTHIO, OBLIH
3¢ PEKTUBHBI 32 CYET YCTAHOBJICHUS Ka4eCTBEHHON 0OpaTHOM CBSI3U C ayJUTOPUEH.

[Tpu mpoBepke yka3aHHBIX 3aJaHUIl OIEHWBACTCS OPUTHMHAIBHOCTH, CAMOCTOSTEIHLHOCTD,
TBOPYECKHUN TOJXO/1, JIOTHYHOCTD U3JI0KEHHUS, TPAKTUKOOPUEHTUPOBAHHOCTH | JIP.

PexoMeH1aluM M0 NPAKTHYECKOMY 00YYeHHIO

OtpaboTka yMeHHH U BbIPaOOTKA MPAKTUYECKUX HABBIKOB CTYAECHTOB B IEPBYIO O4epelb
CBfi3aHA C UX JEATEIbHOCTbIO HAa NPAKTUYECKUX 3aHATUAX. [IpakThueckoe 3aHsTHE
npeHa3HayaeTcs A yriayOJIeHHOrO H3y4YeHHMsS AWCUUIUIMHBI U OBJAJCHHUS METOAOJIOTHEH
IPUMEHUTEIBHO K OCOOCHHOCTSAM H3ydaeMoW OTpaciu Haykd. Bo MHOrom mnoJroToBlI€HHOCTb
CTYACHTa K MPAKTUYECKOMY 3aHITHUIO ONPEAEISeT Pa3BUTHE €ro KOTHUTHUBHOW cepbl, pocT
npoeCCHOHATIBHOIO MAacTepCTBa, (OPMHUPOBAHHWE KOMIETEHLMH coryacHo peanuszyemoit OI1
CIIO. B cBsI31 ¢ 3TUM, CTYJI€HT JI0JIKEH:

— UMeTh Ipu cebe Ha IPAKTUYECKOM 3aHATHM PEKOMEHIOBAaHHYIO IIperojaBaTelieM
JUTEPATypy U MHBIC YUeOHbIC MaTepUAIIbI;

— 3a0JaroBpeMEHHO B COOTBETCTBMM C PEKOMEHJOBAaHHBIMHM  JIUTEPaTypHBIMU
HCTOYHHKAMU MPopadoTaTh TEOPETUIECKUI MaTepHal, COOTBETCTBYIOLICH TEMBI 3aHATHS,

— MpU TOATOTOBKE K IPAKTUYECKUM 3aHATUAM HCIOJIb30BaTh HE TOJBKO JIEKIHH,
KOHCIIEKTHI, OCHOBHYIO U JIOTIOJIHUTEIIbHYIO YY4E€OHYIO JIUTEpaTypy, HO U MaTepHaibl yueOHBIX
HOPTAJIOB, POCCUNCKHUX, a IIPU HEOOXOIUMOCTH MEXIyHapoaHbIX 0a3 nanHbix, PUHILI, ecnu sToro
tpedyet uzydenue aucuuiuinasl OI1 CI1O unm otaensHOTO ee paszaena (Tembl);

— B IIpoOLIeCCE MOATOTOBKU K MPAKTUUYECKOMY 3aHATUIO C(HOPMYIMPOBATH, & BIIOCIEICTBUU
3aaTh MPEOIaBaTeII0 BOMPOCH! 110 MaTepHally, BBI3BABIIEMY 3aTPyJHEHHS B €0 TIOHUMAHUU U
OCBOCHMM, a TaKKe TMpU BBIIOJHEHUM 3aaHUM, BBIIEICHHBIX MperojaBaTeneM s
CaMOCTOSITENILHOM pabOThI CTYIEHTA;

— B XOJI€ IPAaKTUYECKOI'O 3aHATUS /1aBaTh KOHKPETHBIE, YETKHUE OTBETHI 10 CYLIECTBY
BOIIPOCOB;

— Ha IPAKTUYECKOM 3aHATUU JOBOJIUTH KKAYI 3a7ady J0 OKOHYATEIBHOTO PELICHMS,
JeMOHCTPHPOBATh TMOHMMAaHHE IPOBEJACHHBIX pAacyeToB (AHAJIM30B, CUTYyalluii), B Ciydae
3aTpyAHEHUI 0OpalaThCs K MPero aBaTelto.

[Tpu mpoBepke yKa3aHHBIX 3aJIaHUI OLEHUBACTCS OPUTHHAIBHOCTH, CAMOCTOSTEIBHOCTb,
TBOPYECKUN MOJXO/, JIOTHYHOCTDb U3JI0KEHHUS, TPAKTUKOOPUEHTUPOBAHHOCTD U JIP.

PexoMenaauum 1Mo 3JIEKTPOHHOMY OOYYeHHMI0 W TNPHMEHEHHI0 AUCTAHIMOHHBIX
o0pa3oBaTeIbHBIX TEXHOJIOTHii.

CormactHo cT. 16 ®enepanbaoro 3akona Ne 273-d3 or 29.12.2012 «O6 O6pa3oBanuu B
Poccuiickoit @enepanun» MOA  3JEKTPOHHBIM O0y4eHHEeM TIIOHMMAETCsl OpraHM3alus
o0pa3oBaTeNbHONW JIEATENIFHOCTH C TPHUMEHEHHEeM cojepikamieiics B 0a3aX JJaHHBIX U
UCMOJIb3yeMOH MPH peaan3alu o0pa3oBaTeNbHBIX IPOrpaMM HH(GOPMAIUK U 00ecIeunBaOLINX
ee 00paboTKy MH(POPMAITMOHHBIX TEXHOJOTHIA, TEXHUIECKUX CPEICTB, a TaKke HH()OpMaImoHHO-
TEJIEKOMMYHHUKAIIMOHHBIX CeTel, 00ecleuMBaoUMX Iepeaady MO JIMHUSAM CBS3M yKa3aHHOMN
uH(pOpMaLH, B3aUMO/IEHCTBHE O0YUaIOLIUXCS U IEAarorn4eckux paboTHUKOB.

[lon  OUCTAHUMOHHBIMH  00pa3oBaTeIbHbBIMH  TEXHOJIOTHSIMM  TTOHHMAIOTCS
o0Opa3oBaTelbHbIE TEXHOJIOTHH, Pealn3yeMble B OCHOBHOM C IpHMEHEHHEeM HH(OpMaImoHHO-
TEJIEKOMMYHHUKAIIMOHHBIX CETeH TNpU ONOCPEIOBAHHOM (HAa PACCTOSHUHU) B3aUMOJICHCTBUU
00y4aromuXxcst ¥ eJarornIecKux pabOTHUKOB.

DnekTpoHHOE O0yueHHe IMpeanojaraeT MCIOJIb30BaHWE MH(OPMALUH, coJepKalleiics B
0azax NaHHBIX, © WHPOPMAITMOHHBIX TEXHOJOTHI M WH(OPMAIIMOHHO-TEIEKOMMYHHKAIIMOHHBIX
cerell s ee 0OpabOTKM M TNepefayd MpH B3aMMOJAEHCTBHM OOYYaroIIMXCs W MeJaroru4eckux
paboTHUKOB.  JlucraHIMOHHBIE  00pa30BaTENbHBIE  TEXHOJOTHH  pPEaNM3YyIOTCS  depes
UH(GOPMALIMOHHO-TEJIEKOMMYHHUKAIIMOHHBIE CETH, KOrJa oOydJaloluecss W IeJaroruuyeckue
pabOTHUKM HAXOJSATCS HA PACCTOSTHHH.
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To ecTh ¥ B TOM, U B IPYroM Cily4yae MpeaycMaTpUBAETCSl UCIOJIb30BaHUE KOMIIbIOTEpA U
CeTeBOM  HMH(PPACTPYKTYpbl, HO TPHU  DJIEKTPOHHOM OOYYEeHHMH 3TO  HHCTPYMEHTHI
HEMOCPEJICTBEHHOTO B3aUMOJICHCTBUSL OOYYaIONIMXCS M TMEJarormyeckux pabOTHHKOB, a MPHU
JTUCTAaHIIMOHHBIX 00Pa30BaTEIbHBIX TEXHOJIOTHUSAX — YIAJIEHHOTO.

3. OCHOBHBIE BUJIbl YUYEBHOM JAESTEJBHOCTH C INPUMEHEHHUEM
HOT:

— JIeKUUH, pealu3yeMbleé BO BCEX TEXHOJIOTMYECKUX cpelax: paboTa B ayIUTOPUU C
3JIEKTPOHHBIMU y4EOHBIMU KypCaMU O] PyKOBOJCTBOM METOJIHUCTOB-OPraHU3aTOPOB, B CETEBOM
KOMITBIOTEPHOM KJIacce B cucTeMe on-line (cucteMa OOIICHUS MperogaBaTeis U 00yJaroImuxcs B
pexkuMe peanbHOro BpemeHu) u cucreme off-line  (cucrema oOmieHHs, NPH  KOTOPO
mpernoaaBaresib U o0ydaronuecs 0OMEHUBAIOTCs WH(pOpMaIueld ¢ BPEMEHHBIM TIPOMEXKYTKOM) B
dbopme Tene — ¥ BUACOICKIINHA U JISKIUH-TIPEe3EHTAIUH];

— MpPaKTUYECKHE, CEMHHAPCKHUE W JIA0OPATOPHBIC 3aHSATUS BO BCEX TEXHOJIOTHYECKUX
cpenax: BUIACOKOH(pEpEHIMH, codeceoBanms B pexkume chat (cucrema oOIIeHUs, TIPH KOTOPOH
YYaCTHUKH, MOAKIIOUEHHBIC K MHTEpHET, 00CYKIAI0T 33JaHHYI0 TeMY KOPOTKHMH TEKCTOBBIMU
COOOILIEHUSIMU B PEKUME PeaIbHOr0 BPEMEHH ),

— 3aHATHS B y4eOHO-TPCHHUPOBOYHBIX KJIACCAX, KOMIIBIOTEPHBINH J1ab0paTOpHBI
MPAKTUKYyM, MTpo(ecCHOoHaNbHbIE TPEHUHTH C UCIHOJIb30BAaHUEM TEICKOMMYHUKAIIMOHHBIX
TEXHOJIOTHI;

— y4yeOHas MpakTHKa, peanus3alus KOTOPOH BO3MOKHA MOCPEACTBOM HH(POPMAIIMOHHBIX
TEXHOJIOTHH; WHIWBUIYyalbHbIE U TPYIIOBBIC KOHCYJIbTAllMH, pEAH3yeMble BO BCEX
TEXHOJOTUYECKHIX cpenax: AIIEKTPOHHAS 1ouTa, chat-kondepenuuu, bopymsl,
BHJICOKOH(DEpPEHIINH;

— camocrosTenbHas paboTa oOy4arommxcs, BKIIOYAON[as W3Y4Y€HHE OCHOBHBIX U
JIOTIOTHATEIBHBIX YIeOHO-METOUYCCKUX MATePUAIOB; BBIMOTHCHHE PACYCTHONPAKTHYCCKUX WU
pacueTHO-TpaUUYECKUX, TECTOBBIX M WHBIX 3aJaHUl; BBIIOJHEHHE KYpPCOBBIX MPOEKTOB,
HAITMCaHWE KYPCOBBIX pPadOT, TEMaTHYECKHX pedepaToB U 3cce; padoTy C HHTEPAKTUBHBIMHU
yueOHMKaMd U Y4eOHO-METOAMYECKMMH MaTephallaMd, B TOM 4YHCIE C CETEBbIMH WU
ABTOHOMHBIMH MYJbTUMEAUHHBIMU 3JICKTPOHHBIMH yYCOHHKAMH, MPAKTUKyMaMH; paboTy C
0a3aMu TaHHBIX yJAJIEHHOTO JOCTYIIa;

— TEKyIMe W pPYOEKHBIC KOHTPOJIHM, NPOMEKYTOUHBIC aTTECTAllMd C MPUMCHCHHEM
TUCTAHIIMOHHBIX 00Pa30BaTEIbHBIX TEXHOIOTHUH.

OCHOBHBIE BHJbl YYEBHOH JESATEJbHOCTH C MNPUMEHEHHUEM
SJIEKTPOHHOI'O OBYUYEHMUAA:

caMOCTOsITeNIbHAasi MHTEPAKTUBHAs M KOHTPOJIMpyeMas MHTEHCHBHas paboTa CTY/AEHTa C
yu4eOHBIMH MaTepuajamMH, BKIIOYAIOIIMMU B Ce€0sl BHUAEOJIEKIMH, CJIaiJIbl, METOJIUYECKUE
PEKOMEHJALMA [0 H3YYEHUIO JUCUMIUIMHBI U BBINOJIHEHUIO KOHTPOJIBHBIX 3aJaHHM,
KOHTPOJIbHBIEC U UTOIOBBIE TECTHI.

4. YCJIOBUS PEAJIM3ALIMU ITPOTI'PAMMBI IMCHUTIJIMHBI

4.1. Jlns peaiu3anMd NPOrpaMMbl Y4YeOHOW JMCHMINIMHBI [JOJKHBI ObITh
NpeAyCMOTPEeHbI cJIeAyIolIue crielaabHble IOMeIeHns:

Peanuzanus mporpamMMbl y4eOHOW JUCHMIUIMHBI TIpearnojiaraeT Hajauuue JJadopaTopuu
«MHpopMallIOHHbIE TEXHOJOTMM U JIOKYMEHTallMOHHOE obecrneueHne MnpodeccHoHanbHON
nesitenbHOCTH» — 316.

Ilepeuensv ocnoeHo20 060pY008aHUA:

Cron npenogaBarens - 1 mrT.

Cryn npenogaBarens - 1 mr.

Jocka menoBag - 1 mmir.

CT01 KOMIBIOTEPHBIH - 15 mT.

Cryn yuenndeckuii - 11 mr.
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Komnbrotep (MOHUTOpP, CHCTEMHBIH OJIOK, MBIIIb, KJIABUATypa) ¢ BO3MOXKHOCTBIO TOJ-
KkioueHus: Kk cetu «MHTepHeT» M obecredeHHeM AOCTYyNa B 3JIEKTPOHHYIO HH(POPMAIMOHHO-
00pa3oBaTeNbHYIO Cpely OpraHu3auu - 12 mrT.

Cron yuennyeckuit - 10 mr.

Kadenpa — 1 mir.

Cxambs yuenunueckast — 10 mr.

WHuTepakTuBHas nocka — 1 wmrT.

Cxkanep — 1 mir.

CerteBoli npunTep — 1 1T,

Y4eOHO-HarIsAIHbIE TOCOOHS

Ilepeuens npoepammnoco obecneyenus:

Omneparmonnas cuctema Microsoft Windows XP SP3

Omnepanmonnas cucrema «Anbt OOpa3oBaHue»

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

CoreIDRAW Graphics Suite X3

Adobe Photoshop

1C:Ilpennpusitue 8

DneKTpOoHHBIN nepuoandeckuit cpaBounuk «Cuctema TAPAHT»

IBM SPSS Statistics 20

Oracle VM VirtualBox 3.2.10

DneKTpoHHBIN nepuoanueckuii cnpaBoyHuk «Cuctema 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 IIpodeccuonanbusiii miroc 2007

4.2. UndopmannoHHoe obecniedeHue 00yueHust

OchosHble UCMOYHUKU:

1. [yBanosa H.H. JlokymeHTanmoHHOe oOecriedeHre yrnpaBlieHUs : y4eOHUK U MPaKTH-
KyM Ui cpefHero mpodeccrnonansHoro oopazosanus / H. H. lllyBanoBa. — 2-e uzn. — Mockaa :
NznarensctBo FOpaiit, 2020. — 265 c. — (IIpodeccronansnoe odpazoBanue). — ISBN 978-5-
534-00088-7. — Tekctr : oanekrponHei // 3OBC  Hpaitir [caiit]. — URL:
https://urait.ru/bcode/451067

2. Kopuees UK. JlokymeHTalMOHHOE 00eCrieYeHrEe YIpaBJIeHUs : Y4€OHUK U MPAKTUKYM
Ui cpeaHero npogeccuonansHoro oopasosanus / M.K. Kopuees, A.B. ITmenko, B.A. Mamryp-
1eB. — 2-¢ u3., nmepepad. u jpon. — Mocksa : M3mparensctBo FOpaiit, 2021. — 384 ¢. — (IIpo-
deccuonanpHoe obpazoBanue). — ISBN 978-5-534-05022-6. — Tekct : snextponHslil // 3bC
FOpaiir [caiit]. — URL.: https://urait.ru/bcode/472550

Jlonoanumenvhvle UCMOUHUKU.

1. Kopnees 1. K., ITmenko A. B., Mamypues B. A. JlokyMeHTHpOBaHKE yIIpaBlIeHUYECKOM
nestenbHOCTH + TecThl B OBC : YueOHUK W MpakTUKyM HJis BY30B. — I€p. W JOM; 2-€ U3M.. —
Mocksa: FOpaiit, 2020. — 384 c. — Tekcr : snektpoHsii / DBC «FOPAUT» [caiit]. — URL:
https://urait.ru/bcode/450470

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

3. Kynsies, H. H., Ypanos, 1. H., ®abpuunoB, A. I'. JlokyMeHTOBeIeHNE : YUCOHHK. —
2021-09-20; ToxymenroBeaenue. — Mockaa: Jloroc, 2015. — 352 ¢. — Tekcr : anektponnsiii // IPR
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5.

KOHTPOJIb W OIEHKA PE3YJBTATOB OCBOEHMSI YYEBHOMN
TACIATIIAHBI

PesynbTaTnl 00yyeHus1

Kpurtepuu ouenku |

MeToabl OIEeHKH

l'[epeqeﬂb 3H3HPII7[, O0CBAUBACMbIX B paMKaX JUCHUIIJIMHBI

OcHOBHbBIE UCTOYHUKU UH(POPMAIUU U
pecypchl AJis peleHus 3aaad

dbopmat odopmieHHS pe3ylbTaTOBIO-
ucka uHpopmarmu CopepxkaHue ak-
TyaJbHOW HOPMATHUBHO-TIPABOBOM J10-
KyMEHTALUU

[Icuxonoruueckre OCHOBBI JIEATENb-
HOCTHU KoJulekTHBa COBpEMEHHbIE
CpEeICTBa U MPOrpaMMHOE o0ecreue-

[IpaBUIBHOCTH OPOPM-
JIEHUSI IOKyMEHTaIIH,
IIpUMeEHsIeMOMB npodec-
CUOHAJIBHOU JIEATEIIbHO-
CTH

CooTtBeTcTBHE BBIOOpA
TEXHOJIOTHUH 0opmIIe-
HUS JOKYMEHTOB COBpe-

VYcTHBIN (MTUCHMEHHBIN)
ompoc.

TectupoBanue, BKIOYas
HCITOJIb30BaHNE AUCTAHIII-
OHHBIX TEXHOJIOTHH, DJICK-
TPOHHOTO O0yUYEHHUH.

HHE B IPO(ECCUOHANBHOMN JIeSTeIbHO-| MEHHBIMTPEOOBAHUAM [IpoBepka npakTu-
ctu I1paBuia ohopmiieHHs TOKYMEH- | JOKyMEHTO000poTa YecKkux pabor u
toslIpaBuia opopmieHus 3akymnoy- OLIGHKAa  pe3yJibTa-
HOMJIOKyMEHTaluu TOB.
WNHdpopMannoHHbIE TEXHOJIOTHH B
poeCCHOHAIBHOMN eI TEIbHOCTH 3auér
Oco0OeHHOCTH OpraHU3alH U IPOBe-
JE€HUS] KOHTPOJIbHBIX MEPOIPUITHIA
OpraHamH, OCYIIECTBISIOIUMHE (Hu-
HaHCOBBII
KOHTPOJIb

l'[epeqem) yMeHI/Iﬁ, OCBAaUBAEMBIX B paMKaXxX JTUCHUIIJINHBI
AHanM3upoBaTh 3aauy U OnpenessaTh | Bianenue npaBunamu DKCcHepTHOE

STarbl PeIICHUS
CTpyKTYypHpOBaTh MOJIy4aeMyIOHH-
dbopmanuro.

OdopMIsTs pe3yabTaThl IOUCKA
OnpenensTh aKTyaTbHOCTh HOpMa-
TUBHO-TIPABOBOM IOKYMEHTAIIUU B3a-
MMOJICCTBOBATH C KOJJIETaMH, PYKO-
BOJICTBOM, KITHEHTaMU
I'pamMoTHOODOPMIIATH TOKYMEHTHI 11O
poeCCHOHAIbHON TEMAaTHUKE
[TpumensTh cpencTBa HHGOPMALIUOH-
HBIX TEXHOJIOTHUH IS PEIICHUS TIPO-
deccroHanbHBIX 3a/1a4
Hcnonp30BaTh OFOKETHOE 3aKOHO-
JaTeIbCTBO

0(OPMIISTH TUIATEKHBIE IOKYMEHTHI
IIPOBEPATH HEOOXOAUMYIO
JTOKYMEHTAITUIO JUIS 3aKTFOUCHUSKOH-
TPaKTOB

cocTaBJIeHUS U 0(OpM-
JICHUSIOKYMEHTALlUU B
COOTBETCTBHUH C HOP-
MaTHBHBIMH JJOKYMEH-
TaMH.

Odopmnenue pe-
3yJIbTATOBIIOMCKA
nHpopMaLnH.

HasbIku ocymiecTs-
JICHUS TTPOBEPKH He-
00X0AMMOI1 TOKY-
MEHTAIUH JIJIs 3a-
KITIOYEHHUsI KOHTPaK-
TOB./leMOHCTpanus
aHaJn3a cojeprka-

HUS yIIpaBJIeHYe-

CKUX JJOKYMEHTOB.
HaBbIku B ucnosp3oBa-
HUU NIPOrPaMMHOT0
o0ecrnieueHrneB OpraHu-
zanuu JJOVY.

HaOJIIOJICHUE U
OIICHKA Ha MPAKTH-
YCCKUX3AHATHUAX
IIPU BBITIOJTHEHU T
paboTHI.

Onenka peueHuicu-
TYaIllMOHHBIX 3a/1a4.

OneHka pe3yinbTaTOBBbI-
HOJHEHUs IPAKTUYECKOMH

paboTHI.

3auér
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6. OCOBEHHOCTHU OPI'AHM3ALIMU OBPA3OBATEJIBHOI'O ITPOLHECCA
JJIs1 HHBAJINJIOB U JIULl C O'PAHUYEHHBIMU BO3MOXHOCTAMU 310PO-
Bbs

OOyyeHne WHBAIMAOB M JIMI[ C OrPAaHUYCHHBIMH BO3MOXKHOCTSMH  3JIOPOBBS
OCYIIIECTBJISIETCS] B COOTBETCTBHH C:

[lopsinkoM opraHu3alii M OCYIIECTBIICHUS 0Opa3oBaTENIbHON JEATEIbHOCTH IO
oOpa3oBaTeNbHBIM  TporpaMMaM  cpenHero mnpodeccuonansHoro obpasoBanust  (IIpukas
MunucrepcTBa ob6pazoBanus U Hayku PO ot 14.06.2013 Ne464);

MeToauyeckuMi peKOMEHAALUSIMH [0 OpraHu3aluud o0pa3oBaTeNbHOTO IMpoliecca s
00y4YeHHsI MHBAIHMJIOB M JIMI] C OTPAaHMYCHHBIMH BO3MOKHOCTSIMHU 37I0POBbsI B 00pa30BaTeIbHBIX
OpraHM3aIusaX BeICHIEr0 00pa30BaHUs, B TOM YHUCII€ OCHAIIEHHOCTH 00pa30BaTeIbHOro Mpolecca
(yrBepxkaenst 08.04.2014 r. Ne AK-44/058H);

TpeboBanusiMu Kk opraHu3zali 00pa30BaTEILHOTO Mpoliecca s 00yYeHHs] UHBATUAO0B U
JHII C OTPAaHWYECHHBIMH BO3MOXKHOCTSIMH 3/I0pOBBbSI B MPO(PECCHOHANBHBIX 00pa30BaTeIbHBIX
OpraHM3alysaX, B TOM YHCJIE OCHALICHHOCTH 00pa30oBaTENbHOrO IMpouecca (yTBEpkKIACHbI
26.12.2013 Ne 06-2412BH).

MeToauyeckuMi  PEKOMEHJAIMSIMU 10  peanu3aly  o0pa30BaTeIbHBIX MPOrpaMM
cpenHero mpo(ecCHOHATBLHOTO O0pa3oBaHWsT H  MPOPECCHOHATBHOTO OOYYECHHS JUI[ C
WHBAJIUIHOCTHIO U OTPAHMYEHHBIMH BO3MOXXHOCTSIMU 37I0POBBSI C MPUMEHEHUEM JJIEKTPOHHOTO
o0yueHus u JUCTAaHIIMOHHBIX o0pa3oBaTeIbHbIX TEXHOJIOTH (YyTBEpKIEeHBI
MUHITPOCBEIIEHNW S POCCHUH 10.04.2020 1. Ne 05-398).
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JIMCT BHeCeHUs] M3MEHEeHU
B pabouyro mporpammy mo guciumuHe «OI1.04 JlokyMeHTalMOHHOE OOecTeYeHUe
ympaBieHus» 1o crenuanbHocTH «38.02.06 OuHAHCH YTBEPKACHHYIO Ha 3acelaHuu Kadeapsl
O6ubmoTeyHo-nHpOopManMOHHBIX pecypcoB 11 suBapst 2022 r., mpoTokos Neb.

Howmep TekcT u3MeHEeHUs ITpoTtokon 3acenanus kagpeapsl
H3MEHEe- Ne naTta
HUSI
1
2
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Ipuio:xkenue 1.

Dono OUECHOUYHbIX cpedcms 0uCl(ul’lJlqul «ﬂoxymenmauuonnoe obecneuenue ynpaejienus)

1. TPEBOBAHUA K PE3YJBTATAM OCBOEHUS JUCIUIIJINHbI
[Iponiecc wn3ydeHuss AUCHUIUIUHBI «/loKyMeHTalmOHHOE oOecneueHne YIpaBICHUSA
HarpasieH Ha GOpMUpOBaHHE CIEIYIOUINX KOMIIETCHIIUHI:

Kona xomme-
Conep:xaHue KOMIETEeHUNH
TEHIUH

[IK 1.5 OGecneunBaTh (PMHAHCOBO-PKOHOMHUYECKOE COIMPOBOXKICHHUE JEATEILHOCTH II0
OCYIIECTBJICHUIO 3aKYIOK JUIsl TOCYIAPCTBEHHBIX U MYHUIIUITAIIBHBIX HYXK]]

IIK 3.4 OOecneunBaTh OCYIIECTBICHHE (DMHAHCOBBIX B3aMMOOTHOIIEHUH C OpraHu3a-
UMM, OPraHaMH TOCYJJaPCTBEHHOM BJIACTH M MECTHOTO CAaMOYITpaBJICHUS

1K 4.1 Pa3zpabarbeiBaTh 11aH W MpOTpaMMy MPOBEAEHUS KOHTPOJIBHBIX MEPONPHUITHH,
0oQOpPMIISITh PE3YyIbTATHl MPOBEIECHHBIX KOHTPOJBHBIX MEPOIPHUSITHH, BhIpada-
THIBaTh PEKOMEHJIAIIUU 10 YCTPAHEHHUIO HEJIOCTATKOB M PHCKOB, OLICHUBATH 3(-
(EKTUBHOCTH KOHTPOJBHBIX MPOIEAYP

[1K 4.3 Y4acTBOBaTh B PEBHU3UU (DUHAHCOBO-XO3SUCTBEHHOW JEATEIHHOCTH OOBEKTa
(MHAHCOBOI'O0 KOHTPOJISI

2. TPEBOBAHMS K
JUCHUTIIMHBI A
OCBOEHHBIX KOMIETEHIINIT

YPOBHIO

OCBOEHMUAA
N TIOKA3BATEJISIM OINEHKHM YPOBHA OCBOEHUA U

COJAEPKAHUSA

Ne HaunmenoBanue OC
Pesyabrarsl
n/n | HaumeHnoBa- K T . IIpome:xy-
e TeMb oMneTeHuusi | (OCBOEHHbIE YMEHMS, eKy LU TOUHAN AT~
YCBOEHHbIE 3HAHHUS) KOHTPOJIb
TecTalus

1 [lonsTne n I[IK 3.4,4.1, | ymeer: KoHTtposbHbIi 3a4er

MIPOMCXOXKJIC- 4.3 -aHaJIM3UPOBATh 3aJla4y | ompoc, pede-
HUE TOKYMEHTA. Y OTIPEICTISITh ATAIBI paThl U mpe-
[TpaBuna pelieHus 3eHTaluH,
oopmIieHUs — CTPYKTYPUPOBATh MO- | MPAKTUUYECKHE
PEKBU3HUTOB U Ty4yaemyro uHpopma- 3ananus (3a-
0JIaHKOB JIOKY- 110; — 0hOPMIIITH pe- JTa4H )

MEHTOB 3yNbTAThI TOUCKA

2 Cucrema opra- | [IK3.4,4.1, | — onpenenars akryaib- | KOHTpOJBHBII
HU3AI[MOHHO- 4.3 HOCTh HOPMAaTHBHO- oTpoc, MpaK-
pacropsiiu- MPaBOBOM JIOKYMEHTA- TUYECKHE 3a-

TEIBbHOM JOKY- 117051 naHus (3a1a-
MEHTaluU — B3aMMOJICUCTBOBATH C )

3 Nndopmannon- | I1K 3.4, KOJIJIETaMH, PYKOBOJ- KoHnTponbHbIi
Ho-cnipaBouHble | 4.1,4.3 CTBOM, KIIMEHTaMHU oTpoc, Impak-
JIOKYMEHTBI -rPaMOTHO O(OPMIIATH TUYECKHE 3a-

JIOKYMEHTHI 110 TIPO- nanus (3ana-
(eccnonansHoi TEMA- un)

4 JlenexHple u IIK 1.5 THKE TECTOBLIE 3a-
q)HHaHCOBo- — IIPUMCHATDH CPEACTBA JlaHusd, Ipak-
pacyeTHEIE J10- MH(POPMALMOHHBIX THYECKHE 3a-

KYMCHTBI TEXHOJIOTUN JJIsg peic- OaHus (38.,[[8.—
HUS TPOPECCUOHATB- un)

5 [lonsitue noxy- | IIK 3.4, 11K HBIX 3a7a4 Koutponbnblit
MeHTOOOOpOTa, | 4.1 -UCI0JIb30BaTh 001 OIIpOC, TECTO-
peructpanus KCTHOC 3aKOHOATCIIb- BBI€ 32JIaHU,
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n/n

Haumenosna-
HHE TEMBbI

KoMnerennus

JIOKYMEHTOB,
HUCIOJIHCHUE
JIOKYMEHTOB

Opranuzanus

ONEPaTUBHOTO U

apXHUBHOTO Xpa-
HEHUS JI0KY-
MEHTOB

IIK 3.4, IIK
4.1

Pe3yabTaTsl
(ocBOeHHBIE YMeEHMNS,
YCBOEHHbIE 3HAHUS)

CTBO

-0 OpMIIATH IIATEXK-
HBIC TOKYMCHTLIL
-[IPOBEPSITH HEOOXOAU-
MYIO JOKYMEHTALUIO
JUISL 3aKJIF0YECHUS] KOH-
TPaKTOB

0(OPMIIATH Pe3yIbTaThl
-IIPOBCACHHBIX KOH-
TPOJBHBIX ~ MEPOIpPHUSI-
THA IIyTeM COCTaBIIE-
HUS aKTOB M CIIPAaBOK

HaumenoBanue OC

. IIpomesxy-
Texyummit p Y
TOYHAA aT-
KOHTPOJIb
TecTalusa
MPaKTUYECKHE
3amanus (3a-
JIa4un)

TecToBrIe 3a-

JaHus, TpaK-

THUYECKHUE 3a-

nanus (3azna-
9H)
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3. IMKAJIA OHEHUBAHUSA

Ouenka / YpoBeHns cdop-
MHPOBAHHOCTH KOMIIeTeH-
U

3auyreHo /
1-3 ypoBHH c(hOPpMHPOBAHHOCTH KOMIIETEHIH

HeynosaerBopurenbHo / Komnerenuusi He cpopmu-
poBaHa

KauyecTtBo oTBeTOB mpH
KOHTPOJILHOM OIpoce

[IOJIHO M3JIaraeT U3Y4YEHHBIN Marepuan, JaéT MPaBUIILHOE OIpeAeICH-
HOE€ TOHATHH; OOHapyKMBaeT MOHMMAaHWE MaTepuaia, U3Jlaraet mMare-
pHYai nocieoBaTeNbHO U MPABUIIBHO C TOUYKHU 3PEHUS HOPM JIUTEpaTyp-
HOTO SI3BIKa

oOHapyXHBaeT He3HaHue OOoJIbIIEH YacTH COOTBET-
CTBYIOLIETO pasjesia U3y4aeMoro mMarepuana, J0Iyc-
KaeT omurOKH B (OPMYIHPOBKE OIMpPENEICHUA U Teo-
pHii, HCKaYKaIOIIUE UX CMBICH

KauyecTBO  BBINOJIHEHUSA oonee 50% Menee 50%
TeCTOBLIX 3aJaHUH
KauecTtBoO pemienuii | IIpaBuabHBINA OTBET, OTCYTCTBHE WM3JIOKECHMS JIOTMKM pelleHHe WK ee | HenpaBuibHbBINA OTBET, OTCYTCTBUE W3JI0KEHUS JIOTU-

NMPAaKTHIECCKUX 3a)1a1mii

HJINYME CO 3HAYUTEIBbHBIMH HEOCTATKAMM, B IIPOLIECCE apTryMEHTALUH
CTYICHT UCTIOJIB3YeT OBITOBOM MIJIM MPUMHUTHUBHBIN SI3BIK

KW peHICHUA, CTYACHT HC MOXKET apryMmCeHTUPOBATH
WJIN TTOSICHUTD PCHICHUS 3a/JaHU S

KauectBO NOATOTOBKH
pedepara u nmpe3eHTAIUA

BrimonHens! Bce TpeOoBaHMs K HallMCaHHWIO U 3amute pedepara: 060-
3Ha4yeHa npoOsieMa U 000CHOBaHAa €€ aKTyaJbHOCTb, CIEJIaH KPaTKUH
aHAIN3 PA3IMYHBIX TOYEK 3pPEHMs HA PacCMAaTPHBAEMYIO MpoliiemMy U
JIOTUYHO M3JI0)KEHa COOCTBEHHAs MO3UIHMS, CHOPMYITHMPOBAHBI BEIBOJIBI,
TeMa PacKpbITa IOJHOCTBIO, BBIIEP)KaH 00BEM, COOIIONECHBI TpeOoBa-
HHS K BHEIIHEMY O(OpPMIICHHIO, JaHbl IIPABUIIBHBIE OTBETHI Ha JOTOJI-
HHTEIbHBIC BOIIPOCHI.

HpeSeHTaHI/IH IMOATr0oTOBJICHA HA BBICOKOM YPOBHC

Tema pedepara He packpbiTa, OOHAPYKUBAETCS CYIIIE-
CTBCHHOC HCIIOHNMAHHUEC HpO6HeMI>I.
[pe3eHTanus He NOATOTOBJICHA.

KauecTBO 0TBETOB Ha BO-
npocsl  auddepeHuupo-
BAaHHOI0 3a4eTa

CucrteMaTH3UpOBaHHbIE, TIyOOKHE U TOJIHBIE 3HAHMSA IO BCEM pasjie-
JIaM JUCLUIUIMHBL; TOYHOE UCIIOJIb30BaHNE HAYYHOM TEPMHUHOJIOIMH CH-
CTEMAaTUYECKU I'PAMOTHOE U JIOTUYECKU NIPABUIIBHOE U3JI0KEHHUE OTBETA
Ha BOIPOCHI; O€3ylpeyHoe BIIaJICHUE UHCTPYMEHTapHeM y4eOHOU auc-
LUIUIMHBI, YMEHUE ero 3¢ (GEKTUBHO UCIOIb30BaTh B IIOCTAHOBKE Hayy-
HBIX U NPAaKTUYECKUX 3a/1a4; BBIPAKEHHAsA CIOCOOHOCTh CaMOCTOSTEINb-
HO Y TBOPYECKH PEIIATh CIOKHBIE MPOOJIEMBI U HECTAaHAAPTHBIE CUTYa-
LUM; MIO0JIHOE U TITyOOKOE YCBOEHHE OCHOBHOW U JIOMOJIHUTEIbHOM JIU-
TepaTypbl, PEKOMEHIOBAHHOW y4eOHON MpOrpaMMoOi 1O TUCIUIUIMHE;
YMEHHE OpHEHTHPOBATHCA B TEOPHSX, KOHIENIUAX W HAIPaBICHHUAX
JUCIUIUIMHBI U JaBaTh UM KPATHYECKYIO OLICHKY, MCIIOJb3Ysl HAy4HbIE
JOCTHWKEHHSI IPYTUX TACIHAILINH

OO0napykuBaeT He3HaHWE OONbIIEH YacTH COOTBET-
CTBYIOIIETO pazjesia U3y4aeMoro mMarepuana, JI0Iyc-
KaeT OmMUOKH B (POPMYIMPOBKE OINpPENENCHUNH U TEO-
PHiA, ICKa)KaIOIIHE UX CMBICIT




4. COIEP)KAHME 3AJJAHUM TEKYIIETO KOHTPO.IS

Bonpocsl 1uist onpoca

Tema 1.1 Ilonsitue u npoucxo:kaeHue no0kymenrTa. IllpaBuia ogpopmiiennsi peKBU3HU-
TOB M 0JIAHKOB JIOKYMEHTOB
1. Hazoute I'OCT, koTOpBIii perinameHTHPYeT opopMIICHHE PEKBU3UTOB OpPTaHHU3aIlH-
OHHO-PACHOPSIUTEIbHBIX TOKYMEHTOB.
. Ha xakue rpynmnsl MOKHO pa3/ieIUuTh PEKBU3HUTHI?
. Kakue pekBH3HUTHI OTpakaroT 00pabOTKy U ABMKEHHE JOKYMEHTA?
. Kakum o6pazom mosxer opopmiiatbes nara?
. Kakue snemMeHThI BXOJSAT B PEKBU3UT «I1OITUCHY?
. Kak odopmisiercst rep6 PO u Ha kakux JOKymMeHTax?
. Uto Takoe rpud yTBepKICHUI?
. Uro Takoe Bu3a?
. Kak BbITIISIIUT OTMETKA O OCTYIUICHUHU JOKYMEHTA B OPTaHU3aLIUI0?
10. Yro Takoe oTMeTKa 00 ucronHuresne?

O 00 1N DN K~ W

Tema 1.2 CucremMa OpraHn3aliiOHHO-PACHOPSAAUTEIBHON JOKYMEHTAMHU
Jlyist 9yero mpeaHa3HAYCHBI OPraHU3alMOHHBIC JOKYMEHTHI?

HazoBuTe 0OCHOBHBIEC BU/IbI OpPTraHU3AIMOHHBIX TOKYMEHTOB.

W3 xakux pa3zienoB H0KHO COCTOATH [lo0keHne 0 CTPYKTYPHOM MOIpa3ieieHuun?
KakoBa cTpykTypa JOKHOCTHOM HHCTPYKIIUU?

Yro takoe Pernament?

Jls1 9ero cocraBiseTcs MTATHOE paclucaHue?

Kak cocraBnsiercsa norosop?

Kto mMmeer mpaBo n3aBaTh NOCTaHOBJICHUE?

B 4yem pasHuiia MeX1y IPUKA30M U PACTIOPSIKEHUEM?

10 HazoBure Bub! MpUKa3os.

11. KakoBa cTpykTypa npukasa?

12. B kakux cirydasx u3Jaercsi ykazanue?

CoNoR~WNE

Tema 1.3. UH(popManinoHHO-CIIPABOYHbIE JOKYMEHTBI

Kakue 10KyMeHTBI OTHOCAT K MHPOPMALMOHHO-CIIPABOYHBIM?
B uem cnennduka npoTokoia Kak Buja JOKyMeHTa?

Kakue BUbI aKTOB BbI 3HaeTE?

Kem MoryT coznaBaThcs JOKIIAAHbIE 3aITUCKN?

HazoBute BuaBI CIPaBOK.

agrwbdE

Tema 2.1 IlonsiTHe JOKYMEHT0000pPOTA, PETHCTPALUS JOKYMEHTOB, HCIIOJTHEHHE J10-
KYMEHTOB

1. Yro BXOIUT B MOHATHE «ITOKYMEHTO000POT»?

2. Kakume MOKYMEHTONOTOKH COCTaBJISIFOT JOKYMEHTOOOOPOT OpraHH3alllH, B Ye€M HX
ocobeHHoCTH?

3. KakoBbwl OCHOBHBIC TpeOOBaHUS K OpraHU3AIMH JOKYyMEHTO000opoTa?

4. Kaxkue npaBuiia Jiexar B OCHOBE OPraHU3allUN PETUCTPALIMH JJOKYMEHTOB?

5. Kakue perucrpanrionssie (OpMbI IPUMEHSIOTCS B J€IONPOU3BOCTBE?

6. Kakue npeumymiectBa U HEJOCTATKH HUMEIOT HCIIOJIb3yeMble B HACTOSIIEEe BpeMs
CHUCTEMBI PETUCTPALIMH?

7. KaxoBbl rnaBHble IIeTH CO3AaHUS HMH(OPMAIIMOHHO-TIOUCKOBBIX CHUCTEM TII0
JIOKYMEHTaM OpraHU3aIuu?



8. Kakume npuHOuMmel cucreMaTH3allMd OKYMEHTOB MCIIOJB3YIOTCA INPU CO3AaHUU
CIIPABOYHBIX KapTOTEK?

9. Ha kakue /Be 4acTH JIeIUTCS CIIpaBOYHAsk KapToTeka?

10. HazoBuTe 1esn ¥ 3a/1a4u KOHTPOJIS 32 CPOKAMU MCIIOTHEHUS JOKYMEHTOB.

11. Kak onpenenstoTcsi CpOKHU UCIIOTHEHUS I0KYMEHTOB?

12. Kro umeeT npaBo CHUMATh JTOKYMEHTHI C KOHTPOJIS?

TecToBble 3a1aHUSA
Tema 1.4 JleHexknbie 1 (PUHAHCOBO-PacUYeTHBIE JOKYMEHTHI

1. Ilpu BHECEHNU HATMYHBIX JICHET Ha OAHKOBCKUI CUET B OPraHU3alui 0pOPMIISETCS. . .

a) pacXoJIHBIN KacCOBBIN OopJep

0) 4eK 4YeKOBOM KHMKKU OpraHu3aluu

B) NIPUXOIHBIN KACCOBBIN OpAep

I') MUCHMO B 0aHK ¢ IPOCHOOI MPUHATH HATUMYHBIE CPEICTBA HA PACUETHBIM CYET OpraHu-
3aluu

2. Kakoil JMOKyMEHT MpenoCTaBisieT OaHK s MOATBEP)KICHHS BHECCHHS HaJIMYHBIX
CpEJICTB Ha pACUETHBIN cUET?

a) KBUTAHIUS Cpa3y IPU BHECEHUU JEHEXKHBIX CPEJICTB U OpJEP BMECTE C BBIIUCKOMN
0aHKa O JBMKEHHUU CPEJICTB HA PACUETHOM CUETE

0) KBUTAHIIUS

B) opJep

I') BBIIMCKA OaHKa

3. Kakoii mokymeHT HeoO6x0oauMo OhOpMUTH Ui CHATHS JIEHEr C PacyeTHOro cuera B
Oanke?

a) 4YeK 4YeKOBOW KHIKKU JAHHOTO OaHKa

0) IpUXOIHBIA KaCCOBBIA opep

B) OOBSIBJICHHE O BHECCHHUH JICHET

') IUCBbMO B OaHK ¢ IPOCHOOM BbIIATh JEHBIU C PACUETHOTO CueTa

4. Kakoii TOMOTHUTEIbHBIA JOKYMEHT HEOOXOAMMO MPEIbIBUTh IIPH 01aye B OaHK yeka
Ha MOJYYEHHE C PACUETHOTO CUETA JEHEKHBIX CPeICTB?

a) MacmopT MoJay4yaTens

0) yupenuTenbHbIe TOKYMEHTHI OpTaHU3aIlun

B) JIOBEpPEHHOCTb OpraHU3alluu

I') HUKaKou

5. 3ayeM oInepalnoOHUCT OTPHIBAET OT YeKa KOHTPOJIbHYIO MapKy?

a) ONEpalMOHKUCT MEepeJaeT KOHTPOJbHYIO MApKy IMOJYy4aTesto Ui MpeIbsBICHUS MO-
clleZIHEeN KacCupy, Ha OCHOBAHMM YETrO BbIJIACTCA ACHBIH 110 YEKY

0) omeparMoOHUCT MPUKPETUIIET KOHTPOJIBHYIO MapKy K BBITTUCKE OaHKa 33 TEKYIIUN JIeHb
Kak 000CHOBaHME JABMKEHHS CPEJICTB Ha CUeTe

B) ONEPALMOHUCT MEpeaeT KOHTPOJIbHYIO MapKy B HAJIOTOBYIO MHCHIEKIUIO KaK CBUJE-
TEJICTBO MOJYYEHHs OpraHU3alMe HAIUYHbIX JCHET

I') ONEPAlMOHUCT MOKET KOHTPOJIbHYIO MapKy HE OTPBIBATh

6. Kakoii 1okyMeHT cocTaBisieTcsi Mpu OoQOpMIICHUH OE3HAIMYHOIO JBHKEHHUS JIEHEX-
HBIX CpeACTB?

a) MJIaTeKHOE MOPYICHHE

0) HajoroBas JeKiapanus

B) OTYET O MPUOBUIAX U YOBITKAX

T) IJIaTeKHasi BEOMOCTb

7. Ha ocHOBaHMHM KaKOT'0 JOKyMEHTa O(pOPMIISIOTCS MIaTeXKHbIE TOpyYeHHs?

a) [Tonoxenue o Oe3HannuHbIX pacuerax B PO, yrBepknennoe bankom Poccun

6) ITosnoxxeHne o Oe3HATMYHBIX pacyeTax, yTBepxkKIeHHOe 0aHKOM, B KOTOPOM OpraHu3a-
I[Us1 OTKPbLIA PACYETHBIN CUET
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B) [TonosxeHne o0 Oe3HATMYHBIX pacueTax, YITBEpKICHHOE OpraHu3aIueit
I') IUIaTeXKHOE NTopy4YeHue oopmirsieTcsi B cBOOOAHOM popme
8. Kak Ha3bpIBaeTcsi OyXranTepcKuil JOKYMEHT, COCTABIISIEMbI B MOMEHT COBEPIICHHS XO-

3HMCTBEHHBIX onepaunﬁ u HBHHIOLLIHﬁCSI NEPBbIM CBUACTCIILCTBOM UX COBepIJ_IeHI/ISI?

A05051

a) MepBUYHBIN TOKYMEHT

0) CBOJHBIN TOKYMEHT

B) JICHEKHBINA JJOKYMEHT

I') BHYTPEHHUH JOKYMEHT

9. KakoBbI XapakTepUCTUKU OAaHKOBCKOTO JIOKYMEHTA?

a) COJICPIKUT BCIO HEOOXOAMMYIO MH(POPMALIMIO JUIsl OCYIIECTBICHUSI OaHKOBCKUX ONepa-

0) moATBEpKIaeT 3aKOHHOCTh OAHKOBCKHX OIEpaIiuit

B) SIBJIICTCSI OCHOBAHUEM JJISI OTPAKEHHSI OAHKOBCKHX OTEpAIlHii B OyXTaJITePCKOM yUeTe
I') PaCYETHO-TUIATE)KHBIC U TJIATEKHBIC BEIOMOCTH Ha BBIAAYy 3apaOOTHOM IIaThI

10. Kakue rpynmsl OyXraJTepCKUX TOKYMEHTOB BBIJCISIOT 110 TIOPSIIKY COCTABIICHHS ?

a) IEpPBUYHBIC U CBOJHBIC

0) pa3oBbIe U HAKOIIUTEIbHBIC

B) MaTepuaibHbIe, ICHEKHBIC U PACUCTHBIC

7) BHYTpEHHHE M BHCITHHE

Tema 2.1. [lonsiTHE JOKYMEHT0000POTA, perucTpalusi JOKYMEHTOB, HCIIOJTHEHHE
JOKYMEHTOB
1. Ilpopomxkute onpeaeneHue: T0KyMEeHTO000pOT — ATO ...
a) mepejaya JTOKYMEHTa U3 OJTHOM MHCTaHIIUHU B APYTYIO B MPOIIECCE €ro PaCCMOTPEHUS
0) IBIKEHUE JOKYMEHTOB B OpraHH3allMd ¢ MOMEHTA MX CO3JaHHs WIH MOJTYYCHHS 10

3aBCPUICHUA UCITIOJIHCHUS W OTIIPABKU

B) ABUIKCHUC KOMIIJIICKCA JOKYMCHTOB B IIPOLIECCE BBIpa6OTKI/I, INPUHATHA 1 UCIIOJIHCHUA

peLeHni

2. Kakue 10KyMEHTOIIOTOKH BBIACISIOTCS B COCTaBE JOKYMEHTOO00POTa OpraHu3aiin’?
a) MHUIIMATUBHBIC JJOKYMEHTHI

0) mocTynaromye B OpraHu3auio JOKYMEHTBI

B) OTIIPABJISIEMbIC M3 OPTaHU3AIMU TOKYMEHThI

I') IOKYMEHTBI, ITepeaBaeMble Ha apXUBHOE XpaHEHHUE

1) BHYTPCHHHUE JOKYMEHTBI

3. B kakom cirydae KOHBEPT, B KOTOPOM ITOCTYIHII TOKYMEHT, HE YHUUTOXKaeTcs?

a) ecM Ha KOHBepTe CTOUT oTMeTKa «KOH(DUACHIIMATBHOY

0) ec Ha KOHBEPTE CTOUT OTMETKA «JIMuHO»

B) €CJIM TOJILKO MO0 KOHBEPTY MOXHO ONPEIEIUTh a/IpeC OTIPABUTEIIS

4. Ecnu JOKYMEHT MOCTYIHJI B TIOBPEXJCHHOM KOHBEPTE, KAKOH JTOKYMEHT COCTaBIISIET

ciyxo6a JIOY?

3aruun’?

a) IPOTOKOJI

0) 0OBsICHUTEIbHAS 3aITUCKa

B) aKT

5. Kakue MOKyMeHTBI YUMTHIBAIOTCS MpPH MOJACUETe 00beMa JOKYMEHTO00OpOTa OpraHu-

a) TOJIHKO MOJUTMHHUKY JIOKyMEHTOB, CO3JJAaHHBIX OpTaHU3aIien

0) IOCTYNUBIIKE, OTIIPABJICHHBIE U BHYTPEHHHE JOKYMEHTBI

B) IMOCTYIHBIINE W OTIIPABICHHBIE TOKYMEHTHI

6. Kakue 13 nepeyncieHHbIX JJOKYMEHTOB OTHOCSTCS K HEPErHCTPUPYEMbIM?
a) [Tucemo-3ampoc

6) XKano6a rpaxnanuHa

B) ConpoBOAUTENHHOE TUCEMO
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r) Pexnamuoe muceMo

7. Kakas ¢popma peructpaiuu JOKyMEHTOB y100Hee /Il TOMCKa JOKYMEHTOB?

a) XXypHanbHas

0) Kaprounas

8. Mmeet 1 npaBo opraHu3aiys caMa yCTaHaBIUBaTh (POPMY PErHCTPALMOHHBIX JKYpHa-
JIOB IOKYMEHTOB U COCTaB OTPaKa€MbIX B HUX PEKBU3UTOB?

a) na

0) HeT

B) TOJIBKO IO COIJIACOBAHUIO C FOCYJapCTBEHHBIM apXUBOM

T') TOJBKO C pa3pelIeHHs BBIIIECTOSIIEH OpraHi3alii I MUHACTEPCTBA

9. YTo BXOAMT B COCTAB PETUCTPALIMOHHOIO UHJIEKCa?

a) Jara v MOPsIKOBBII HOMEp TOKyMEHTa

0) cokpallleHHOEe Ha3BaHWE OPraHU3alMU U MOPSIKOBBI HOMED

B) MOPAIKOBBIA HOMEP M UHICKC JIe)Ia TI0 HOMEHKIJIAType Jell

10. Ha xakoM 3Tare perucTpupyroTcst UCXOISIUE TOKYMEHTHI?

a) IpY NOJATOTOBKE MPOEKTa JOKYMEHTa

0) mocIe NOANMCaHus UM YTBEP KJICHHs JOKYMEHTa PYKOBOIUTEIEM

B) TIOCJI€ COTJIACOBAHMSI IOKYMEHTa

I') IpU OTIPABKE U3 OpraHU3aLUU

Tema 2.2 Opranu3anus onepaTHBHOIO U APXUBHOI0 XPAHEHUS JOKYMEHTOB

1. Yro BrIIIOUAET mporieaypa GopMUpPOBAHUS 1€ ?

a) cOOp HYXHBIX JIOKYMEHTOB IO OJHOMY BOIIPOCY

0) TpynnMpoBaHKE MCIIOJHEHHBIX JOKYMEHTOB B IANKW B COOTBETCTBHH C HOMEHKIIATY-
pOIi JieN U cUcTeMaTu3alus JOKYMEHTOB BHYTPH Jieia

B) TUTIOrpad)CKUii IepeTieT Manku ¢ JOKYMEHTaMHU

2. Yo Takoe «1eno»?

a) chepa eATenbHOCTH pabOTHHUKA

0) COBOKYITHOCTb JOKYMEHTOB, OTHOCSAILINXCSA K OJTHOMY BOMPOCY HIIM yYaCTKY JeSTelb-
HOCTH, IOMEUICHHBIX B OT/ACTBHYIO 00JIOKKY

B) KapTOHHAs MarnkKa JJs JOKYMEHTOB

3. Korna HaunHaeT popMupoBaThes Aeio?

a) ¢ 1 sHBaps TEKyIero roja

0) B KOHIIE KaJE€HAAPHOTO rojia

B) C MOMEHTA MOSBICHUS B HEM MEPBOT0 TOKYMEHTA

4. Kakne JOKyMEHTBI MOTYT IIOMEIIATHCS B OJTHO JeTI0?

a) BCE IOKYMEHTHI 32 OJIMH MECSII]

0) Bce BHYTPEHHUE JJOKYMEHTBI

B) IOKyMEHTBI, KOTOpBIE TI0 CBOEMY COJIEPKAHHUIO COOTBETCTBYIOT 3arojIOBKY Jeja

5. MoryT 1 B OIHO JIeJI0 TOMENIAaThCsl JOKYMEHTHI C IIOCTOSTHHBIM M BPEMEHHBIM CPOKa-
MU XpaHEHUS?

a) na

0) HeT

B) B 3aBHCHMOCTH OT MX COJEPIKaHUS

6. B TeueHne kakoro nepuojaa BeAETC OJHO AeI0?

a) moka He nocTurdet 250 JTucToB

0) B TeueHue 3-X JeT

B) KaJIeHIapHbIN TO]

7. Kakoii TOKyMEHT 3amoJIHsETCs IPU BbIaye JieJa COTPYAHUKY i paboThi?

a) JTUCT-3aBEpUTEIb

0) JIMCT-3aMeCTHUTENb

B) KapTa-3aMeCTUTEIb
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8. B ueM ocobeHHOCTH 3aroaHEHUsT 0JaHKOB MEPBHYHBIX JOKYMEHTOB OYXTaJlTEPCKOTO
yuera?

a) 3aIOJTHSIOTCS TOJILKO Ha KOMITBIOTEPE

0) UMEI0T YHU(UITUPOBAHHYIO (POpMy

B) 3aIOJHSIOTCS TOJIBKO PYKOIIMCHBIM CIIOCOOOM

9. M0HO 71 UCTIPABIISTh 3alUCH O TPYAOBOH JIEATEIHHOCTH B TPYAOBON KHIKKE ITyTEM
3a4epKUBaHUS HEIIPABUIIbHBIX ?

a) na

0) HeT

10. Peructpupyrorcs nu OyXranTepcKkue IOKYMEHTHI B OOIIEM JIEJIOMPOU3BOJCTBE (B
KaHIIeJISApUH)?

a) na

0) HeT

Pemenne npakTuyeckux 3aganuni (3aaayq)
Tema 1.1. IlonsiTue U mpoucxoxkaeHne 1okymenTa. [lpaBuiia ogopmiieHus: peKBu-
3UTOB U 0JIAHKOB JOKYMEHTOB
3ananue 1. [loaroroBka OjaHka BHIa JOKYMEHTA.
3ananue 2. [loaroroBka GJ1aHKa CTPYKTYPHOTO MOJIpa3/IeiICHUSI.
3aganue 3. [loaroroska OjaHKa JOJKHOCTHOTO JIMIIA.

Tema 1.2 Cucrema OpraHu3anuoOHHO-PACTOPSIAUTENbHON JOKYMEHTAIUN
3ananue 1. [loaroroBka CTpyKTypbl U IITATHOW YUCICHHOCTA OpPTraHU3aIiH.
3aganue 2. [ToaroToBka mMTaTHOTO PacUCaHUS.
3aganue 3. [loaroToBka 10JKHOCTHON MHCTPYKILIUH.
3aganue 4. 3anonHeHue GopM T0roBOPOB pa3HBIX BUJIOB.
3ananue 5. [logroroska npukasa.
3ananme 6. [loaroroBka pacnopspkeHuUs.
3aganue 7. [logroroska ykasanusl.
3aganue 8. [loaroroBka pemeHus.
3ananue 9. [loaroroska MoCTaHOBIICHU.

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

Tema 1.4 /leHe:kHbIe U (PUHAHCOBO-PAaCUYeTHbIE JOKYMEHTHI

3apanmne 1. CoctaBnenue npuxogHoro opaepa mno ¢popme Ne M-4

3aganue 2. CocTaBieHHE aKTa O MpUeMKe MaTepuasnos 1o ¢popme Ne M-7

3apanmne 3. OdopmieHne akta o0 ONMPHUXOJOBAHUU MaTEpPHAIbHBIX LIEHHOCTEH, MOy-
YEHHBIX NP pa300pKe U JIEMOHTaXe 3/aHuii U coopyxenuit (popma NeM-35).

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

3apganme 5. Opopmiienne TpeboBaHusA-HaKIaAHOM (hopma NeM-11) o ToBapy, oTmycka-
€MOMY CO CKJIaJIa OpTaHU3aIfH B I[eX

3aganue 6. 3amoNHEeHUE HAKIAJHON Ha OTIYCK MaTepUalioB Ha CTOpoHY (o (popme No
M-15)

3ananue 7. 3anosHeHNe KAPTOUKHU yueTa Marepuanos (o popme NeM-17)
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3ananme 8. CocTaBieHHe akTa O IPUEMKeE-TIepeiadye TOBAPHO-MATEPUATbHBIX IIEHHOCTEHN
Ha xpanenue (popma NeMX-1)

3aganue 9. 3anonHeHUE XypHaIa yueTa MoCcTymnammux rpy3os (popma NeMX-4)

3aganune 10. Odopmienue akta 0 BO3BpaTe TOBapHO-MATePHAIBHBIX IIEHHOCTEH CIaH-
HBIX Ha XpaHenue (popma NeMX-3)

3apanue 11. 3anonHeHue XxypHaia o IpueMe-niepeiaue TOBApHO-MaTEePUAIbHBIX [IEHHO-
creii Ha xpanenue (popma NeMX-2)

Tema 2.1. IlonsiTHE TOKYMEHTO000POTA, PErHCTPALMS JOKYMEHTOB, HCII0JI-
HEeHUe JOKYMEHTOB
3aganue 1. [IpoBenuTe peructpanuio KOMIUIEKTa TOKYMEHTOB, MOJIYYEHHOIO OT Hpero-
JaBaTelis, B )KypHAJIC M B PErHCTPAIIMIOHHO-KOHTPOJIBHBIX KapToukax. [IpocTaBpTe Bce HE0OX0-
JTUMble OTMETKH U UHCKCHI HA IOKYMEHTAX.

Tema 2.2 Opranuszanus onepaTuBHOrO 1 APXUBHOI0 XPAHEHHSI JOKYMEHTOB
3aganue 1. 3a110JHUTE AKT O BBIJICICHUU J€]1 K YHUUTOKEHUIO

3aganue 2. OPopMuTH 00pasell apXUBHOM CIIpaBKU

TemaTuka pedepaToB M NMpe3eHTAUUMR

Tema 1.1 IlonsaTue u npoucxo:xaenue jokymenrta. [Ipasuna opopmiiennsi pekBu3u-
TOB U OJIJAHKOB JIOKYMEHTOB
OcHOBHBIE HaIIPaBJICHUS JOKYMEHTHOU JIEATEIbHOCTH.
Busibl JOKyMEHTHOU J€ATEIbHOCTH.
VYnpasnenue nokymeHnranueil B PO.
VYrpasieHue J0KyMEHTaluen 3a pyoexom.

el A\

Bonpocsl qu1s 3ayera:

1. TloHsATHE TEPMHUHOB «IOKYMEHT», <(IOKYMEHTHPOBAaHHE», <«IOKYMEHTALMOHHOE
oOecrieueHne yrnpaBIeHU.

2. Uctopus pa3BUTHs Hay4yHBIX MPEJICTABICHUH O JOKYMEHTAIMOHHOM O0eCredeHUH
yIIpaBIICHUS.

3. CoBpeMeHHOE COCTOSIHUE TOKYMEHTALMOHHOT0 00eCieueH sl yIpaBIeHusl.

4. HopmaTtuBHO-paBOBass 0aza OpraHM3aluUd JOKYMEHTAIMOHHOTO OOeCcredeHus
yIIpaBJIEHUS] KaK OCHOBA TEXHOJIOTHH MTPOLECCOB YIPABICHHUS.

5. CocraB ynpaBieHUYECKUX TOKYMEHTOB.

6. Ilonarue cucrem nokyMeHTauuu. @OyHKIMOHAIBHBIE M OTPACIEBbIE CHUCTEMBI
JIOKYMEHTAITUH.

7. YHuUHKaNMA U CTaHAAPTU3ALUS YIIPABIEHUYECKUX JTOKYMEHTOB.

8. TpeboBanus K 0(HOPMIICHHUIO TOKYMEHTOB.

9. bnaHku TOKYMEHTOB.

10. OpraHu3anvOHHBIE TOKYMEHTHI: YCTaB, IOJIO)KEHHE, WHCTPYKIHUS (JOIDKHOCTHAS
UHCTPYKILIUS), PETJIaMEHT, CTPYKTypa U IITaTHas YUCICHHOCTb, IITAaTHOE paclHcaHue, MpaBuia
BHYTPEHHETO PacTopsIIKa.

11. TlonsTHe nOoroBOpa (KOHTPAKTA), COTJIAIIEHUS, TPOTOKOIA

12. PacmnopsimuTenbHbIE JOKYMEHTHI: TOCTAaHOBIICHHE, IPUKA3, PACTIOpsHKEHHE, PEIICHHUE,
yKa3aHHe.

13. CmpaBo4yHO-HH(DOPMAIIMOHHBIE JTOKYMEHTHI: JOKJamHas (CiIy)keOHas) 3amucka,
OOBSICHUTENIbHAS 3aIMCKa, aKT, CIIPaBKa, CIy>KEOHbIE MTUChMA.

14. OcobeHHOCTH coOcTaBiI€HUS U OQOPMIICHUS JAEHEKHBIX M (PMHAHCOBO-PACUETHBIX
JIOKYMEHTOB.
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15. JloBepeHHOCTH: TOHATHE, OOpMIICHIE

16. Opranmzamust pabOTBl ¢ JAOKYMEHTAIMEW, TOCTyMawmed B  YUpEKICHUS,
PEIPUATHS, OpraHU3aI1H.

17. Ilepenaya JOKYMEHTOB BHYTPU OpraHU3AIINH.

18. Vuer komnuecTBa JOKYMEHTOB.

19. KoHTpoab UCIOTHEHUS TOKYMEHTOB.

20. Opranuzanus ¥ TEXHUKA KOHTPOJIS UCTIOTHEHHUS

21. HomenknaTypa Jiei: MOHSATUE, BUBI, crielindrka ohopMICHHUS.

22. XpaHeHUuE T0KYMEHTOB B CTPYKTYPHBIX MOIPA3/ICICHUSX.

23. TloxroroBka Jen K cadye B apXuB
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