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1. O0mas xapakTepucTHKa pado4eil NporpaMmbl Y4eOHOM TUCHUTIMHbBI

1.1 MecTo y4yeOHO#Wl AUCUMILIMHBI B CTPYKTYpe OCHOBHOIl MNpo(ecCHOHATILHOM
o0pa3oBaTeIbHON NPOTrPaAMMBbI

VYuebnas gucrummHa «OI1.06  JlokyMeHTanmMOHHOE OOECTICUeHHE YIPaBICHUS
SBIISICTCS 00sI3aTENIbHON / BapHMAaTUBHOW YacThi0 NMPO(EeCCHOHAIBHOW IMOATOTOBKH OCHOBHOM
npodeCCHOHAIBHON 00pa3oBaTeIbHOM MporpaMmbl B cooTBeTcTBHH ¢ PI'OC mo cnenuaibHOCTH
CIIO 38.02.01 DOxoHomMHuKa W OyxraiaTepckuii yder (IO OTpacisiM) B YacTH OCBOCHHUS
obmenpodeccuoHaIBHOTO ITMKIIA. YueOHash TUCIUILIMHA paciupera Ha 10 9acoB 3a cueT 4yacoB
BapUaTUBHOW 4YacTW 0Opa30BaTENIbHOM MPOrpaMMbl, 4YTO JaeT BO3MOXHOCTh YIIIyOJeHHUs
MOJATOTOBKM oOyyaromierocss s oOecreyeHus] KOHKYPEHTOCIOCOOHOCTH BBITYCKHUKA B
COOTBETCTBUHU C 3allpOCaMM PETMOHAIBHOIO PbIHKA TPYAA.

1.2 Henb 1 miIaHupyemble pe3yabTaThl OCBOCHUS] Y4eOHOM JMCIUIIIHHBI:

B pamkax ocBOeHHs MPOrpaMMbl Y4eOHON AUCHUIUIMHBI Yy 00ydaromuxcs GOpMUPYIOTCS
001[MEe KOMIIETEHLIUU:

Kon HaumenoBanue o0ux KoMIeTeHIINA

OK 1 Bribupath criocoOsl pernienns 3a1ad npopecCuOHANbHOMN NesTeTbHOCTH
IPUMEHUTEIBHO K Pa3JIMYHBIM KOHTEKCTaM;

OK 2 Hcnonp3oBarb COBpEMEHHBIE CPEACTBA IIOMCKA, aHAIW3a W HUHTEPIPETALUU

uHpopManui W UHGOPMANMOHHBIC TEXHOJOTMH JUIS  BBIOJHEHHUS  3a1a4
po(hecCHOHATLHON IS TEIILHOCTH;

OK 3 [InanupoBaTh W peaqu30BbIBATh COOCTBEHHOE MPO(ECCHOHATBHOE W JIMYHOCTHOE
pa3BuTHE, MPEINPUHUMATENBCKYIO JeSITEeIbHOCTh B NpOQecCHOoHaTIbHON cdepe,
UCIOJIb30BaTh 3HAHUA MO (UHAHCOBOW TPaMOTHOCTU B PA3UYHBIX >KU3HEHHBIX

CUTYaIMsX;
OK 4 D¢ heKTUBHO B3aMMO/ICHCTBOBATh U Pa00TATh B KOJIJIEKTUBE M KOMAH/IC;
OK 5 OcCylecTBISATh YCTHYIO M IIHMCBMEHHYI0 KOMMYHHKAIMI0 Ha TOCYIapCTBEHHOM

s3pike  Poccmiickoit denmeparuu ¢ yd4eToM OCOOCHHOCTEH COIMAIBHOTO H
KYJIbTYPHOT'O KOHTEKCTA;

OK 6 [TposiBrATH rpak1aHCKO-MMATPHUOTHYECKYIO MO3UIHIO, JIEMOHCTPUPOBATH
OCO3HAHHOE TOBE/ICHUE Ha OCHOBE TPAJAUIIMOHHBIX OOIIEUYETIOBEUECKUX [IEHHOCTEH,
B TOM 4YHCIIE€ C YYETOM T'apMOHM3AIMH MEXKHAIIMOHAJIbHBIX U MEXPETUTHO3HBIX
OTHOILLICHUH, IPUMEHATH CTaHJAPThl aHTUKOPPYHNLIMOHHOIO ITOBECHUS;

OK 7 ConeiicTBOBaTh  COXPAHEHUIO  OKPYXKAIOIMIEH  Cpelbl, pecypcocOepexeHuto,
MMPUMCHATH 3HaAHUA 06 N3MCHCHUU KJIMMara, IMPUHIUIIBI 6epe>1<JmBoro
IIPOU3BOJICTBA, 9P PEKTUBHO NEHCTBOBATH B UPE3BBIYAIHBIX CUTYAIHSIX;

OK 8 Hcnonb3oBath cpenactBa (pU3MYECKONW KyIbTYpBI JJISi COXPAHEHUS U YKPEIUICHHS
3I0pOBbs B Tpolecce MNpoPecCHOHAIBbHON NEATENbHOCTH U MOAJEp’KaHus
HE00X0IMMOT0 YPOBHS (PM3UYECKOHN MOATOTOBIEHHOCTH;

OK9 [Tonp30oBaTbcst TPOQPECCHOHAIBHONW JOKYMEHTAIME Ha TOCYJAapCTBEHHOM U
HHOCTPAHHOM A3bIKaX.

1 1po(hecCHOHATIbHBIE KOMIIETEHITNH:

Kon HaumeHoBaHMe BUI0B 1€ATEJILHOCTH U NMPO(eCCHOHATBHBIX KOMIIETEeH Uil

B 1 Hokymenmuposanue x03aUCMBEHHbIX onepayuli u gedeHue 0yxeaimepckKo2o yyema
AKmMUB08 opeanu3ayuu

K 1.1 OO6pabaThIBaTh EPBUYHBIC OYXTAITEPCKUE TOKYMEHTHI;

K 1.2 Pa3pabarbiBaTh M COTJIACOBBIBATH C PYKOBOACTBOM OpraHU3AMHM padO4Mil TUTaH
CYETOB OYXTaJITEPCKOT0 Yy4eTa OpraHu3aIuy;

K 1.3 [IpoBomUTh y4YeT JEHEKHBIX CPEACTB, OQOPMIATH JCHEKHBIE W KACCOBBIC
JIOKYMEHTHI,




I[IK 1.4 dopMupoBaTh OyXTaJITepCKHE TPOBOIKHA IO YyYETy AaKTUBOB OpraHU3allud Ha
OCHOBE pa0b0oyero riaHa C4eToB OYXTraaTepCKoro y4era.

B/l 2 Beoenue  Oyxeanmepckoeco  yuema  uUCmMouyHuKo8 — OpMuposamusi  AKMuUBos,
8bINOIHEHUe pabom no UHEEHMAPU3AYUU AKMUBO8 U (UHAHCOBbIX 00A3AMeNbCmE
opeanuzayuu

K 2.1 NMpoBoAMTL NpoLEeAypPbl MHBEHTAPKU3ALLMKU GUHAHCOBbLIX 06A3aTENILCTB OPraHU3aLuy;

11K 2.2. BuInosHITE TOpyYEHUs PYKOBOJICTBA B COCTaBE€ KOMHCCUHU 1O MHBEHTApU3allMd aKTUBOB B
MECTaxX MX XPaHCHHUS,;

I1K 2.3. [TpoBOIUTH MOATOTOBKY K MHBEHTAPHU3AIlMU M NPOBEPKY JCHCTBUTEIHLHOIO COOTBETCTBHS
(haKTHYECKUX TaHHBIX HHBEHTAPU3AINH JaHHBIM y4eTa;

[IK 2.4. Otpaxarh B OyXraaTepcKuX TMpPOBOAKAX 3a4eT M CIMCAHUE HEIOCTAaud ICHHOCTEH
(perynupoBaTh HHBEHTAPH3ALMOHHBIC Pa3HMIIB) IO pe3yJIbTaTaM WHBEHTAPH3AIHY;

IIK 2.5. [TpoBOANTB MPOLIEAYPHI HHBEHTAPH3AIMU (DUHAHCOBBIX 0053aTEIILCTB OPraHNU3aALHH;

BJ1 3 IIposedenue pacuemog ¢ 6100xcemom u 8HeOIAHCeMHBIMU POHOAMU

IK 3.1 dopMupoBaTh OyXTanTEpCKUE TPOBOJKH 110 HAYUCICHUIO W TIEPEUHCIICHUIO
HAJIOTOB U COOPOB B OIO/KETHI PA3TUYHBIX YPOBHEM;

IIK 3.2 OdopmisiTh TIIATEXKHBIC TOKYMEHTHI IS TIEPEUMCICHUS HAJOTOB M COOpPOB B
OIO/KET, KOHTPOJIUPOBATh MX MPOXOXKACHHUE O PACUETHO-KACCOBBIM OaHKOBCKUM
onepanusm;

K 3.3 ®opmupoBaTh OyXrajaTepckue IMpPOBOJKH [0 HAUUCICHUIO U IEPEYHCICHUIO
CTPaxoOBbIX B3HOCOB BO BHEOIOIXKETHBIE (DOH/IBI M HAJIOTOBBIE OPTaHbI;

[IK 3.4 OdopmIATh TIaTEXHbIE JOKYMEHTHl Ha IEPEUMCIIEHHE CTPAXOBBIX B3HOCOB BO
BHEOIO/KETHBIE (DOHABI U HAJIIOTOBBIE OpPraHbl, KOHTPOJIUPOBATh WX MPOXOXKIACHHE
10 PACUYETHO-KACCOBBIM OAHKOBCKUM OTIEPAIIHSIM.

BJ1 4 Cocmasnenue u ucnoav3osarue 0yxeaimepckou ((puHarncosol) omuemuocmu

[IK 4.1 OtpaxkaTh HapacTalOUIMM HUTOTOM Ha CYETaX OYXTaJTepCKOro ydyeTa MMYILECTBEHHOE U
(UHAHCOBOE TMOJOKCHHE OpraHU3allld, ONPEACNATh Pe3yJbTaThl  XO3SHCTBEHHOM
JESTSIILHOCTH 33 OTYCTHBIN MEPUOL;

[IK 4.2 CoctaBisate (GopMmbl OyxranTepckoil ((pUHAHCOBOW) OTYETHOCTH B YCTAHOBIJICHHBIC
3aKOHO/IATEILCTBOM CPOKH;

1IK 4.3 CocTaBnaTh (OTYETHI) M HAJOTOBBIC JCKJIApaIliyd IO HajoraM W cbopam B OOIKET,
YUUTBIBas OTMEHEHHBIH eauHbld commanbHeiid Hamor (ECH), oTyeTrbl mo cTpaxoBBIM
B3HOCaM B TOCY/AapCTBEHHBIC BHEOIOKETHBIC (OHIBI, a TaKkKe (OPMBI CTATHCTHYCCKOU
OTYETHOCTH B YCTAHOBJICHHBIC 3aKOHO/IATEILCTBOM CPOKH;

11K 4.4 [IpoBoaKuTh KOHTPOJIb W aHaiu3 HMHGOPMAIMH 00 akTHBaX W (DPUHAHCOBOM IIOJIOKEHUH

OpraHusanuu, € MJIATEKECIIOCOOHOCTH U JOXOOJHOCTH,

B pamkax ocBoeHHMs HporpaMMbl y4eOHOM AMCUUIUIMHBI OO0YYalOIIMMHCS OCBAaUBAIOTCS
YMEHUS U 3HAHUS:

Kon Ymenns 3HaHus
IIK, OK

OK 1 - OCYIUECTBJIATb IIOMCK, aHAIU3 H | - colepxKaHue aKTyaJIbHOHN
OK 2 WCIOJIb30BAaHHE HOPMATHBHO-IIPABOBBIX | HOPMATUBHO-IIPABOBOM
OK 3 JOKYMEHTOB B IIPUMEHEHUH K 3a7adaM | JOKYMEHTAlLlUH;
OK 4 J0Y; - OCHOBHBIE MMOHSITHS
OK 5 - COCTaBJIISITh u o(hopMIATH | TOKYMEHTAIHOHHOTO o0ecrieueHus
OK 6 YIPABJICHUYECKYI0 M MPOQPECCHOHAIBHYIO | YIIPaBICHNUS,
OK 7 JOKYMEHTAIlMI0O B  COOTBETCTBHE C |- KJacCH(UKAIUSA YIPaBICHYECKUX
OK 8 HOPMAaTHBHOM 0a30ii; JIOKYMEHTOB;
OK9 - HCHOJb30BaTh  YHU(DUIIMPOBAHHBIE | - IPABUJIA COCTABICHUS U O(OPMIICHUS
K 1.1 (GhOpMBI JOKYMEHTOB; YOPaBICHUYECKUX  JOKYMEHTOB  H
K 1.2 - OCYILECTBJIATH JEJIOBYIO IEPENUCKY U | BEACHUS JEIOBOM NEPEINUCKH;




IIK 1.3
[IK 1.4
IIK 2.1
K 2.2
IIK 2.3
[IK 2.4
IIK 2.5
K 3.1
[IK 3.2
I[IK 3.3
I1K 3.4
[IK 4.1
[1K 4.2
[IK 4.3
I1K 4.4

MOJJEP)KUBATH 3JIEKTPOHHbBIE
KOMMYHUKAIIUU;

- MIPUMEHSTh CpeacTBa
WH(OPMALIMOHHBIX ~ TEXHOJOTHH st

CO3aHUs U OOPMIICHUS JJOKYMEHTOB;
pa3bupaTbcs B CHCTEME BHYTPEHHETO
JIOKYMEHTO000pOTa OpraHu3aluy;

- OCYILIECTBIATh XpaHEHUE U IOMCK

JIOKYMEHTOB;
- UCIOJIb30BAaTh COBPEMEHHOE
MIpOrpaMMHOE obecrieueHne B

AIIEKTPOHHOM JOKYMEHTOOOOPOTE;

- IPOBEPSATH HATUYKE B IPOU3BOJIBHBIX
NEPBUYHBIX OYXTAJITEPCKUX TOKYMEHTAX
00s13aTeIbHBIX PCKBU3UTOB,

- pa3dupatbcs B HOMEHKIIATYPE JET;

- COCTaBJSITh aKThl W CIPaBKH 10
pe3yJiibTaTaM BHYTPEHHErO0 KOHTPOJI;

- (GopMHpOBaTh MPOEKTHI MPUKA30B 10
[IPOBEICHUIO BHYTPEHHETO KOHTPOJIA

- COCTaB JIOKYMEHTOB CIEI[HAbHBIX
CUCTCM JOKYMCHTAIIUU,

- TIpaBWJIa OpPTaHU3aI[MM BCEX 3TaIloB
paboThI C JOKYMEHTaMU;

NpUIOXKeHUsT TporpaMmbl  Windows,
HCIIOJIB3YCMbIC JIA pCaIu3allui 3aaa4
HOY;

- COBpEMEHHble HWH(POPMALUOHHbIE
texHonoruu JJOY
- IpaBUjla K CPOKH XpaHEHHSA

JOKYMEHTOB;

- (hopMBI IEpPBUYHBIX OyXTaITEPCKUX
JOKYMEHTOB, COJICPIKAIINX
00s13aTeNIbHBIE PEKBU3UTHI IEPBUYHOTO
YYETHOTO JIOKYMEHTa;

- Tpoleaypa COCTaBJICHHS aKTa II0
pe3ynbraTaMm MHBEHTapHU3alHH,
IPOEKTOB NPUKA30B IO IMPOBEICHHIO
KOHTPOJILHBIX IPOLIEAYP




2. CTpyKTypa M coep:kaHue y4eOHON AUCHHUIIIMHBI.

2.1 O0beM yueOHOM AMCUMILIMHBI U BUABI Y4eOHO padoThl.

Bun yueOHo# padoThbI Obven b
yacax
O0bem o0pa3oBaTeIbHON NPOrpaMMbl y4eOHOM AU CHHUIIIMHBI 48
B T.4. B (hOpMe MPaKTHUECKOM MOITOTOBKH 4
U3 o0mero oowrema:
TEOPETHUECKOE 00yUeHne 6
MPAKTUYECKUE 3aAHATHUSA 4
camocTosTeNnbHas paboTa 30
KOHCYJIbTallu1 8

[TpomexxyTounast arrectamus B popme auddhepeHIInpoBaHHOTO 3a4eTa




2.2. TemaTnyeckuii IVIaH U cofiepKaHue y4eOHOH TUCHUIINHBI.

HaumeHoBaHue Conep:xxanue y4eOHOro MmaTepuaja U (pOpMbI OPraHU3aAIHUHU AeSITeJIbHOCTH Oo0bem B yacax / Koani
pa3fesioB U TeM o0yyaromuxcst TOM YHCJI€e B KOMIIeTeHIIHIA,
dopme ¢dopmupoBanmnio
NMPAKTHYECKOH KOTOPBIX
NOATOTOBKH Crocoo0cTByeT
JJIeMEeHT
NPOrpamMMmbl
1 2 3 4
AVIUTOPHEIE 3aHATHS 18
Pa3nesn 1 /lokymMeHTHpOBaHMe YIIPaBJeHYECKOH 1esATeIbHOCTH 10/4 OK 1-9
Tema 1.1 Bgegenue. | Coneprkanue yueGHOro MaTepuajia 4
JIokyMeHT M cucTema | 3HaueHHue U COJepKaHWe ITUCIUIUIMHBI «J[OKyMEHTAIllMOHHOE oOecnedeHne
JOKYMEHTAII! ynpapneHus».  [loHATHE  TEPMUHOB:  «IOKYMEHT»,  «IJOKYMEHTHPOBAHHE,
«IOKYMEHTAIMOHHOE 00eCTIeYeHUE yIpaBICHH.
[TonsiTre cucreM AOKyMEHTAlUH. Y HU(UKAIKS U CTaHIapTU3alKs YIPaBIEHYECKUX
JIOKYMEHTOB.
HopmartuBHo-nipaBoBasi 0aza opraHu3zaiui JOKYMEHTAIlMOHHOTO oOOecreueHus
yIpaBieHUs
Tema 1.2 Cucrema | Coneprxanue y4eOHOro MaTepuajia 2
OpraHHU3alOHHO- I'OCTer ma OPJl. TpeGoBanuss kK OGOpPMIIEHHIO JOKYMEHTOB, TpeOOBaHUS K
pacnopsaIuTeIbHON OJIaHKaM.
JOKYMCHTALUU IIpakTu4yeckue 3aHATHSA: 4
1. CocraBnenue u 0GOPMIICHHE OpPraHU3AMMOHHBIX JOKYMEHTOB: ITOJIOXKEHUE O 2
OyXrajaTepuu, TOJHDKHOCTHAS HHCTPYKIUS I€ITONPOU3BOIUTENS
2. CocraBrenue #u O(OPMIICHHE PACHOPSAUTENBHBIX JOKYMEHTOB: IIpHKa3, 2
pacnopsbKeHue
Kouncyabranuu 8 OK 1-9
Tema 1.2 Cucrema opraHn3aliMOHHO-PACTIOPSIUTEIILHON JOKYMEHTAIIMU 2 IIK1.1-TIK 1.4
Tema 2.1 JlokymeHTanMsi 10 TPYIOBBIM IPAaBOOTHOILIEHUSIM 2 K 2.1 -TIK 2.5
Tema 2.2 JlokyMeHTanus o (UHAHCOBO- PACUETHBIM OIIEPaLUsIM 2 IIK3.1-TIK 3.4

11K 4.1 -1IK 4.4




1 | 2 3 4
Tema 2.3 /loroBopHO-nipaBoBasi JOKYMEHTaLUs 2
CamocrosiTesibHasi padora 30
Pa3nesn 1 /lokymMeHTHpOBaHMe YIIPaBJeHYECKOH 1esATeIbHOCTH 10 OK 1-9
Tema 1.2 Cucrema | Coaep:xanue y4eOHOro MaTepuaJia 6 OK 1-9
OpraHU3aIOHHO- Opranu3zalvoHHbIE JOKYMEHTHI.
pacropsauTeIbHON PacnopsinutensHble TOKYMEHTHI
JOKYMEHTAII1 CrnipaBouHO-UH()OPMAIIMOHHBIE JOKYMEHTBI.
NuauBuayajibHoe 3a1aHue 4
1. CocraBnenue u o¢popMIeHHE CIPaBOYHO-UH(DOPMALIMOHHBIX JTOKYMEHTOB:
MPOTOKOJ, JIOKJIagHAas 3alucKa, OObSICHUTENIbHAS 3alKCKa, 3asBICHHE, CITyKeOHOe
(memoBoe) MUChMo, TenehoHOorpaMmMa
Pa3nes 2 CucremMbl JOKYMEHTAIUH 12 OK 1-9
Tema 2.1 Jlokymenrauus | Comepskanue y4eGHOro MaTepuajia 2
10 TPYIOBBIM Buapl mepBUUYHON y4eTHOW JOKYMEHTAllMM 1O JHMYHOMY COCTaBy M IpaBHJa UX
MIPaBOOTHOILIEHUSAM odopmiienus. OOue cBeeHHs 0 JOKYMEHTaxX o JIMYHOMY cocTaBy. JIndHoe neno
pabotHuka. CocTaB TOKYMEHTOB BXOJSIIUX B JJUYHOE JIEJIO
NuauBuayajibHoe 3a1aHue 2
1. CocraBienue u oQopmiIeHHE AOKYMEHTOB IO TPYIOBBIM IMPABOOTHOIICHUSIM:
pe3oMe, XapaKTEepUCTHKA
Tema 2.2 Jlokymenrauus | Comepskanue y4eOHOro MaTepuajia 2 OK 1-9
1o (hMHAHCOBO- OOmast xapakTepucTUKa M TpeOOBaHHWS, NPEABSABISEMbIE K COCTABICHHIO H [K1.1-TIK 1.4
pacyETHBIM OIEpALUSIM 0o(pOpPMJICHHUIO JOKYMEHTOB 110 (HMHAHCOBO-pAacYCTHBIM omepanusiM. CrocoOs K 2.1 -TIK 2.5
WCIIPaBIICHUs] OMMOOK B (PMHAHCOBO-PACUYCTHON NOoKyMeHTanuu. OCHOBHBIE BHUIBI IIK 3.1 -TIK 34
JIOKYMEHTOB 10 (PTHAHCOBO-PACUYECTHBHIM OTIEPAITHSIM [IK 4.1 -1IK 4.4
NuauBuayajibHoe 3a1aHue 2
1. CocraBnenue u oopmiieHHEe JOKYMEHTOB 110 (PMHAHCOBO-PACUYETHHIM OIEpalisIM
Tema 2.3 Coaeprxkanue yueOHOro MaTepuaa 2 OK 1-9
JIoroBOpHO-IIpaBoOBast [Tonsarue noroBopa (koHTpakra). Tunosas ¢popma norosopa. IIpaBuna opopmiaeHus I[IK 1.1 -TIK 1.4
JOKYMEHTALUSI MIPOTOKOJIA PA3HOTIIACUM K IOTOBOPY, NPETEH3UOHHBIX MTHCEM. MK 2.1 -1IK 2.5
NuauBuayanbHoe 3a1aHue 2 IIK 3.1 -TIK 34
1. Cocrapienue 1 opopMIIEHUE TPETEH3UOHHBIX TTHCEM IK4.1-1IK 4.4




10

1 2 3 4
Pasznen 3 Opranusanus pa6oThl ¢ JOKYMEHTAMH 8 OK 1-9
Tema 3.1 Opranuzanus | Coaepkanue yueGHOro MaTepuajia 2
JTOKYMEHT0000pOTa, CoctaB u yueT oObeMa JOKYMEHTOOOOpoTa opraHu3anuii. Opranu3zaius paboTsl ¢
perucrpanys J0KyMEHTOB, | JOKYMEHTaIMel, moctynaromed B opranuzanuio. Ilepenaya nOKyMeHTOB BHYTpHU
UCIIOJIHEHUE JOKYMEHTOB | OpraHu3aiuu
Peructpamusa noxkymeHToB. KOHTpoJb MCHONHEHUS JOKYMEHTOB. Opranuzamus u
TEXHUKA KOHTPOJS UCIOJHEHUs. TUIIOBbIE M MHAUBUIYAJIbHBIE CPOKH HCIIOJHEHUS
JIOKYMEHTOB.
NuauBuayanbHoe 3a/1aHuE 2
1. CocraBnenue u odopmieHne ¢GoOpM >KYpHAIOB BXOAAIINX, HCXOIAIIUX H
BHYTPEHHUX JOKYMEHTOB
Tema 3.2 Coaeprxanue yueOHOro MaTepuaa 2 OK 1-9
Opranuzanus CucreMaru3anusi JOKYMEHTOB M X XpaHECHHUE. IIK 1.1
OMEepPaTUBHOTO U Homenknarypa nen. [lpumepHbie U TUIOBbIE HOMEHKIATYPBI JE.
aApPXUBHOTO XpaHEHUS TpeGoBanus k opopmiienuto nein. [loaroroska u nopsiok nepenavyu 1ei B apXuB.
JIOKyMEHTOB UnauBUHAyaIbHOE 32JaHHE 2
1. CocraBnenue U opopMieHHE BHYTPCHHEH OMHCH JOKYMEHTOB, HOMEHKJIATYPHI
nel
IIpome:kyTounasi arrectauusi B popme n1udpPepeHIUpPOBAHHOIO 3a4eTa OK1-9
K 1.1 -1IK 1.4
K 2.1 -TIK 2.5
K 3.1 -1IK 3.5
[IK 4.1 -TIK 4.4
Bcero: 48
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3. YcaoBus peaju3annu y4eOHOM IUCHUTINHBI.

3.1. CnenmanbHble MOMEIIEHUS I pealiu3aliy IPOrpaMMbl YIeOHOU TUCITUTUINHEIL.

Jlia peanu3zanuu MporpaMMbl Y4eOHON AMCHUUIUIMHBI JOJDKHBI OBITH MPEAYCMOTPEHBI
CIIEYIOIINE CIIEIUAIBHBIC TOMEIICHUS:

Kabuner «®unHaHcoB, MACHEKHOro oOOpamieHUss ©  KpeauTa», OCHAIICHHBIN
o0opyoBaHuEM:

- Habop mebenu cToi + cTyn-15mT.;

- HOyTOYK P 550;

- HoyTOyK Rover Computers Promo Pro 401 WH;

- 9KpaH Ha IITaTHBE;

- myasTUMena-mpoektop Toshiba TDP-xpl;

- npuHTep nazepHbiii Canon LBP -2900-6;

- ckanep CANON CanoScan LiDE 700F.

3.2. UadopmannoHHoe obecrieueHre peaan3aliy IporpaMMbl Y4eOHOH TUCIUITUHBIL.

3.2.1. OcHOBHBIE MIEYATHBIE U JICKTPOHHBIC U3TAHUS.
1. Baronruna M.B. Opraamzanus © TEXHOJOTHS JOKYMEHTAIMOHHOTO OOecredyeHus
ynpasieHus: yue6. mocooue. — M.; PoctoB v//l: Jlamkos u K; Hayka-Cnekrtp, 2018. — 315 ¢. —
10 7k3.
2. JIoKyMeHTalMoOHHOE oOecleueHrne ympaBlIeHHs [DIEKTPOHHBIH pecypc| : y4eOHHMK st
CTYJIEHTOB BY30B, OOYYAlOIIMXCS 1O HAmpaBlIeHUsIM «OKOHOMHKA» U «MEHEIKMEHTY,
cnenuanbHocTsIM «MHpopmaTHKay, «JlOKyMEeHTOBEAEHHE M JAOKYMEHTAIlMOHHOEe oOecredeHue
yIpaBiIeHUsS», «ABToMatm3aius W ynpaeienue» / A.C. I'punOepr [um ap.]. — DiaekTpoH.
tekctoBele AanHble. — M. : FOHUTU-HAHA, 2021. — 391 c. — 978-5-238-01770-9. —
Pexxum noctyna: http://www.iprbookshop.ru/71213.html
3. JlokymeHTanmoHHoe obOecrieueHue ympasieHus. CocraBieHue W OGOPMIICHHE IEJTOBBIX
TOKyMeHTOB : yueOHoe mocobue miusi CIIO / cocraButenu E. U. BammakoBa. — Capatos,
Mockaa : IIpodhobpazosanue, Ait [Tu Ap Meaua, 2021. — 144 ¢. — ISBN 978-5-4488-1080-0,
978-5-4497-0964-6. — TekcT : 3IeKTPOHHBIN // DnekrpoHHO-OMONMoTeyHas cucrema I[PR
BOOKS : [caiiT]. — URL: https://www.iprbookshop.r Ky3neroga, 1. B.
4. HVHpopMaMOHHBIE TEXHOJOTMA B JOKYMEHTAIIMOHHOM OOECHEYEeHUU YIpPaBIEHUS U
apXHBHOM Jienie [DIeKTpoHHBINH pecypc] : yueOnuk st By3oB / T.B. Konmpamosa [u ap.]. —
DNEeKTpOoH. TeKCToBble AaHHble. — M. : Jloroc, 2018. — 408 c. — 978-5-98704-786-6. —
Pexxum noctyna: http://www.iprbookshop.ru/70714.html
5. Ky3unenosa U.B. JlokyMeHTaIlMOHHOE OOCCIICUCHHE YIIpaBIeHUs [DIEKTPOHHBIN pecypc] :
yaebnoe nocobue miusi CCY3oB / NU.B. Ky3nenosa, I'.A. XadaTpsiH. — DJIEKTPOH. TEKCTOBBIC
nanubie. — Caparos: At [Iu Op Menua, 2018. — 109 c. — 2227-8397. — Pexum gocrymna:
http:// www.iprbookshop.ru/44181.html
6. Kopuees, . K. JlokyMeHTanIMOHHOE OOecIieUeHne YyIPaBICHHS | YUeOHUK U MPAKTUKYM JIJIs
CpEeIHEro poQeCCHOHATBHOTO obOpazoBanus / . K. Kopnees, A. B. ITmenko,
B. A. MamypreB. — 2-e u3a., nepepad. u gomn. — Mocksa : M3narensctBo FOpaiit, 2022. —
384 c.— (Ilpodeccuonansuoe ob6pazoBanue). — ISBN 978-5-534-05022-6. — Tekct
NeKTpoHHBIH  //  OOpazoBarenbHas  1iatgopma  FOpaiir  [caiit]. —  URL:
https://urait.ru/bcode/492541 (nara obpamienus: 04.07.2022).
7. JlapekoB H.C. JloxymenrtoBenenue: yueOonuk. — M.: [Ipocnekr, 2016. — 412 c. — 3 aks.
Coxomnosa O.H. JlokymeHTalimoHHOE oOecrieueHue yrnpasieHus: B opranuzauuu. — M.: KaoPyc,
2018. — 155 c. — 2 7k3.

3.2.2. JlomoJIHUTEIbHEIE UCTOYHHUKH.
1. Koncturyuus Poccuiickoit @enepanuu ¢ ”3BMEHEHUSIMHU.
2. I'paxxnanckuii kogexe Poceniickoit @enepanuu (4acTb nepsasi) ¢ U3MEHEHUSIMH.
3. TpynoBoii koaekc Poccuiickoit denepannu ¢ U3BMEHEHUSIMA
4. ®enepanbhpiii 3akoH oT 02.07.2006 Ne 149-®3 (pen. ot 23.04.2018) «O6 unpopmanuy,
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nH(pOpMaTH3aAMK 1 3aIUTe HHHOPMAITII.

5. ®enepanbubiit 3akoH oT 06.12.2011 N 402-®3 (pexa. ot 26.07.2019) «O Oyxrantepckom
yuere»

6. TOCT P 7.0.97-2016 "Cucrema craHgapToB 10 uH(pOpMAIMH, OUOIMOTEUHOMY U
nznarensckomy aeny. OP/l. TpeGoBanus k opopMICHHIO TOKYMEHTOB".

7. TOCT P.7.08-2013 «CHUBW/I. [enonpou3BOACTBO M apXUBHOE JAeN0. TepMUHBI U
OTIpEeIeTICHUS.

8. IlpumepHas HHCTPYKLHUS 1O JEJIONPOU3BOACTBY B TOCYIAPCTBEHHBIX OpraHU3aIMIX
(yrBepxaeHa npukazoM PocapxuBa ot 11.04.2018 Ned4),

9. CmpaBouHo-nipaBoBasi cuctema «Koncynprant Ilmroc» [Onektponssiii pecypc]. URL:
http://www.consultant.ru

10.  CopaBouHo-npaBoBast ~ cucrema  «l'apanT»  [OnektpoHHbli  pecypc].  URL:
http://www.garant.ru

11. Jleno-Bex: Bce o penonpon3BoacTBe [DnekTpoHHbIid pecypce]. URL: http://delo-ved.ru

12. HlyBanora H.H. /lokymeHTanimoHHOe oOecriedyeHHe YyMpaBlICHUs: YYCOHUK W TPAKTUKYM /
[ysanoa H.H. - M.: U3narensctBo IOpaiit, 2019 [OnexTponHblii pecypc; Pexxum nocryna
https://biblio-online.ru/bcode/433679] .

13. Ky3nenona, 1. B. JlokymMeHTallMOHHOE obecnieueHue yrpaBieHus : yueOHoe mocolue s
CIIO / N. B. Ky3nenona, I'. A. XauatpsiH. — 2-e u3a. — Capatos : [Ipodo6pazoBanue, Aii [1n
Op Menua, 2019. — 166 c. — ISBN 978-5-4486-0404-1, 978-5-4488-0216-4. — Texkcr :
SJICKTPOHHBIA //  DNeKTpoHHBIM pecypc 1mdpoBoit  obpazoBartenbHOU cpeast  CITIO
PROFo6pa3zoBanue : [caiiT]. — URL: https://profspo.ru/books/80326.html

3.3. OcoOGeHHOCTH OpraHu3alud 00pa30BaTEIBLHOTO Mpoliecca IS WHBAIUIOB U JIUIL C
OTpaHUYEHHBIMU BO3MOKHOCTSIMU 3[JOPOBbS OCBANUBAIOIINX IMPOTPaMMy y4EOHOM TUCIUILIIHHBI.

W3ydyeHne OUCHUIUIMHBI MHBAIUIAMU U JIMLIAMU C OTPAHUYEHHBIMH BO3MO>KHOCTSIMH
3I0pPOBbsI  OPTaHU3yeTCsl C  y4eTOM  OCOOEHHOCTEH  NCHXO(U3MYECKOrOo  pa3BUTHS,
WMHAUBUAYaAIbHBIX BO3MOXKHOCTEN M COCTOSIHUS 3I0POBbS TAKUX 00YyJaroIInXCs.

[Ipn mnpoBeneHWM y4eOHBIX 3aHATUH oOOecreYMBAEeTCS COONIOACHHE CIEAYIONUX
TpeOOBaHUI:

- yuyeOHble 3aHATUS TPOBOAATCS JJIsI WHBAIMAOB U JIMI C OrPaHUYECHHBIMHU
BO3MOXHOCTSIMH 370POBBSl B OJHOI ayAUTOPUU COBMECTHO C OOYYArOIMIMMUCS, HE MMEIOUIMMU
OTPaHUYEHHBIX BO3MOKHOCTEH 3/10POBbSI, €CIIH 3TO HE CO3J]aeT TPYAHOCTEH JUIsl 00yJaromuxcs B
X0J1e y4eOHBIX 3aHSTHIA,

- TPHUCYTCTBHE aCCHUCTEHTa M3 4Yucia paboTHUKOB BI'TY wmum mpuBIEUEHHBIX JIHII,
OKAa3bIBAIOLIETO OOYyYArOIMMCS HEOOXOAMMYIO TEXHHYECKYI0 TIOMOIIb C YYEeTOM HX
UHAUBUAYAIbHBIX OCOOEHHOCTEH (3aHATh paldouee MecTO, NepelBUraTbcs, MNPOYUTaTh U
oopMuUTh 3a1aHKE, OOIIATHCS C MEAATOTHYECKUM PAOOTHUKOM H T. H.);

- oOyyaromuecs C y4eTOM HMX HMHJWBUIYaJbHBIX OCOOCHHOCTEH MOTYT MOJIb30BATHCS
HEOOXOIMMBIMU UM TEXHUYECKUMHU CPE/ICTBAMH;

- MaTepHalbHO-TEXHUYECKHE  YCIOBUS  JIOJDKHBI — oOecredyuBaTb  BO3MOXHOCTH
OeCIpEensATCTBEHHOTO JI0CTYIa 00YJalOUINXCsl B ayJTUTOPUHU, TyaleTHbIC U APyrUe MOMEIIEHHs, a
Takke MX NpeOblBaHMS B YKa3aHHBIX MOMELIECHUSAX (HAJIWYME TMaHIYCOB, MOPYYHEH,
pacIIMpEeHHBIX JABEPHBIX IMPOEMOB, JTU(PTOB, MPHU OTCYTCTBHM JU(PTOB ayIUTOPHS JOJDKHA
pacrojaratbCs Ha MEpPBOM 3Ta)Ke; HAIMYHUE CTIEHUATbHBIX Kpeced U IPYTUX MPUCIIOCOOTICHUN).

JIONOJTHUTENBHO TpPU TPOBEIACHUM YYEOHBIX 3aHATHH 00ecrednBaeTcst COOJIIOJCHHE
CIEIYIOIUX TpeOOBaHMI B 3aBUCHUMOCTH OT KAaTEropuil OOy4aromuxcs ¢ OrpaHUYEHHBIMU
BO3MOXHOCTSIMH 3JI0POBBSL:

a) JUISL  CJEMbIX: 3aJlaHusl M UWHbIE MaTepuanbl A M3YyYeHUS JUCHUIUIMHBI
oopmsitoTest penbedHO-ToueuHbIM mpudTOM bpaiing umm B Bue 3JIEKTPOHHOTO JTOKYMEHTA,
JOCTYITHOTO C IMOMOIIBI0 KOMIIBIOTEPA CO CHEIUATU3UPOBAHHBIM IIPOrPaMMHBIM 00eCIIeYeHUEM
JUISL CIICTIBIX, MJTM 3aYMTHIBAIOTCA aCCUCTEHTOM; MUChbMEHHBIC 3a/1aHUS BBINOIHAIOTCS Ha Oymare



http://www.consultant.ru/
http://www.garant.ru/
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penbedHO-TOUeUHbIM mIpupTOM bpaiing wuiam Ha KoMIObIOTEpE CO CIEHHUATU3UPOBAHHBIM
MPOrPaMMHBIM OOECTICUCHHUEM JIJIS CIIETIBIX, MM HAJUKTOBBIBAIOTCS ACCHCTEHTY; 00yJatomuMCs
JUIsL BBITIOJIHEHUS 3aJaHUsl NPU HEOOXOIMMOCTHU MPEAOCTABISIETCS KOMIUIEKT MHCbMEHHBIX
MPUHAJISKHOCTEH U Oymara JiIs mUchMa penbepHO-TOUCYHBIM MIpUupTOM bpaiins, KoMmbroTep
CO CIIEUAIU3UPOBAHHBIM ITPOrPAMMHBIM 00€CTIeYeHUEM TS CIICTIBIX;

0) I ciaboBUAAIIMX: 00ECTIEYMBACTCS WHANBHIyaJIbHOE PABHOMEPHOE OCBEIICHUE HE
menee 300 Irokc; TpH HEOOXOAMMOCTH OOYYAIOIIMMCS TMPEJOCTABIISIETCS YBEIUYHBAIOIICE
YCTPOMCTBO; 3a/laHusl JUIS BBITIOJIHEHUS W WHBIE MaTepuaabl OQOPMISIOTCS YBEIUYCHHBIM
mpudTOoMm;

B) NS TIIYXUX W CHaOOCHBIIIANMX: OOECHeunBaeTCs HATUYHe 3BYKOYCHIIMBAIOIICH
anmapatrypbl  KOJUIGKTMBHOTO  IOJIb30BaHUS, TIPU  HEOOXOAMMOCTH  OOydaromumcs
MPEIOCTABIISIETCS 3BYKOYCHITUBAIOIIAS alapaTypa HHAUBHYaTbHOTO ITOTh30BAHMUS;

r) A7 JIMLO C TSOKENbIMH HApyIIEHUSMH pEYH, [IIyXHX, CIa0oCibIIIalmux Bce
KOHTPOJIbHO-OIICHOYHBIE MEPOTPUATUS MO >KEIAHUIO O0YYarOMMXCS MOTYT IMPOBOJIUTHCS B
MMCbMEHHOU (popme;

) A JUIl C HApYUICHUSMH  OIOPHO-JIBUTATENLHOTO  ammapara  (TsSHKeIbIMU
HApYIICHUSAMH JBUTATEIbHBIX (QYHKIHM BEPXHUX KOHEYHOCTEW WM OTCYTCTBHEM BEPXHHX
KOHEYHOCTEH ): MMChMEHHBIC 33aJIJaHUs BBIMOIHIIOTCS Ha KOMITBIOTEPE CO CHEIHATN3HPOBAHHBIM
IPOrpaMMHBIM OOECIIEYeHHEM MJIM HAaJUKTOBBIBAIOTCS ACCUCTEHTY; MO JKEJaHUI0 00YyJaromuxcs
BCE KOHTPOJIbHO-OLIEHOYHBIE MEPOIIPUATHS MOTYT IPOBOJUTHCS B YCTHOH (opme.
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4. KoHTpOJIb M OlIeHKA Pe3y/IbTATOB OCBOCHHS YUeOHOH THCHMILINHBI.

PesyabTaThl 00yYeHHs

| Kpurepun onenkn

\ MeToABI OLIEHKH

B pe3yabTare ocBOeHUS y4eOHOM TUCHUIUIMHBI 00y4Yal0IUIiCH T0JKEeH 3HATh:

[Iepeuenn 3HaHUM,
OCBaMBaeMbIX B  paMKax
JUCUUTLITUHBIL:

- COJIep’KaHHE AaKTyaJbHOU
HOPMAaTUBHO-IIPaBOBOU

JOKYMEHTAINH;
- OCHOBHBIE  TTOHSATHS
JOKYMEHTAI[IOHHOTO
o0ecrieyeHus yrpaBleHUs;

- KJIaccupuKamms
YIIPaBICHYECKUX
JOKYMEHTOB; npaBuiIa
cocTaBJieHUS U 0(hOpMIICHHUS
YIIPaBICHYECKUX
JOKYMEHTOB ¥  BEICHHS

JIETTIOBOM MEPENHICKH;

- coCTaB  JIOKYMEHTOB
CHeIalIbHbIX CUCTEM
JIOKYMEHTAIUH;

- MpaBWIa OpraHU3allH
BCEX OJTamoB paboTel C
JIOKyMEHTaMU;

- TPWIOKEHHS] MPOTPAMMBI
Windows,  wucmnosb3yembie
UL peanu3aludd  3a/1a4
HOY;

- COBpEMEHHBIC
nH(pOpMaIMOHHBIC
texHojorun JIOY mnousrue
MEePBUYHON OyXTanTepcKon

JIOKYMEHTAIIH;
- dbopmbl MIePBUYHBIX
OyXrajnTepcKux
JIOKYMEHTOB, COJAEpKaIIuX
00s13aTeNIbHbIE  PEKBU3UTHI
NEPBUYHOTO YUETHOTO
JOKYMEHTa;

- ImpaBWwiIa U CPOKH
XpaHEHHS IIEPBUYHOU
OyXxTaJITepCKOn
JIOKYMEHTAIIH;

- IpoLIeTypa COCTaBICHUS
aKTa 1o pe3yJabTaTam
WHBEHTapH3alliH, IPOEKTOB
IPUKA30B 1O IPOBEICHUIO
KOHTPOJIbHBIX MPOLIETYP

TectupoBanue.

«5» - 85-100% BepHBIX OTBETOB

«4» - 70-84% BEpHBIX OTBETOB

«3» - 51-69% BepHBIX OTBETOB

«2» - 50% u menee

Ompoc.

Ouenka «5» - «OTIMYHO» CTaBUTCA,
eciii O0ydYaromuiicsi MOJHO U3JaraeT
Marepuan (OTBEYaeT Ha BOMNPOC), JAET
MIPaBUJILHOE OIPEEICHNE OCHOBHBIX
MOHATHI, OOHApYXHBaeT MOHUMAHUE

MarepHana.

Onenka «4» - «XOpoIo» CTaBUTCH,
ecnmu  oOydJaromuiicss  JaeT  OTBET,
YAOBJIETBOPSIOLIUNA TEeM ke
TpeOOBaHUSAM, 4YTO M [ OLEHKH
«OTJINYHO», HO  Jolyckaer 1-2
OLIMOKHU.

Onenka «3» - «yIOBIETBOPUTEIHHO)
CTaBUTCA, ecim oOyyJaroruiics

OoOHapy>KUBaeT 3HAHWE M TOHHUMAaHUE
OCHOBHBIX TOJIOKCHUM JAaHHOM TEMBEI,
HO M3JIaraeT MaTepuajl HENOoJIHO |
HEMOCJIE0BaTENbHO, JIOIyCKaeT
HETOYHOCTH U OIIMOKH B OIpE/IeIIeHUU
HNOHATUHN U (POPMYITUPOBKE MPaBUIL
OneHka «2» - «HEyIOBIETBOPUTEIBHOY
CTaBUTCA, ecim oOy4Jaroruics
oOHapyKHBaeT He3HaHWe OobIneil
YacTH COOTBETCTBYIOILEIO BOMpPOCA,
JOMyCKaeT OWMOKH B (HOPMYITHPOBKE
OIIpENIeNIEHUI U MpaBWJI, UCKaXKAIOIUE
UX CMBbICT, OECHOpsIOYHO H3JIaraer
MaTepuail.

JuddepeHurpoBaHHbIN 3a4eT

OneHKa «5» - «OTJINYHO)
BBICTABIIICTCS OOYyYalomEeMycs, €Clin
JTEMOHCTPHUPYETCS BCECTOPOHHEE,
CUCTEeMaTUYECKOEe U TIIyOOKOE 3HaHUE
y4eOHOT0 MPOTPaMMHOIO Marepuala,
CaMOCTOSITEILHO  BBINIOJIHEHBI ~ BCE
MPEAYCMOTPEHHBIC porpamMmoit

3ajaHus, AaKTHUBHO paboTaBIIEeMy Ha
IIPAKTUYECKUX 3aHATUAX, I0KA3aBLIEMY
CUCTEMAaTUYECKUM XapakTep 3HAHWM, a
TaKxKe CHOCOOHOCTh K ux

TectupoBanue.
YcrHbiit orpoc.
[IuceMenHBIN  OmpOC.
Huddepenumnponan-
HBI 3a4€T.
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CaMOCTOSTEIILHOMY TIOTIOJTHEHHUIO.

OreHka «4» - «XOpOIlI0» BBICTaBISETCS
oOyyJaromemycs, ecim
JEMOHCTPUPYIOTCS TOCTATOUYHO MOJTHOE

3HaHUE y4e0HO-TIPOrPaMMHOTO
MaTepuania, CaMOCTOSITENIBHO
BBINIOJIHEHBI BCE  MPEAYCMOTPEHHBIE
IIpOrpaMMon 3a7aHusd, OJHAKO
JOIYIIEHbl  HETOYHOCTH IIPU  HX
BBITIOJTHEHUH.

Ouenka «3» - «yIOBJIETBOPUTEIHLHOY
BBICTABIIICTCS OOyYalomeMycs, €cliu
JEMOHCTPUPYIOTCS TIPOOEIBI B 3HAHUSX

OCHOBHOTO y4eOHO-TIPOrPaMMHOTO
Mmarepuana, CaMOCTOSTEIIEHO
BBIINTOJIHCHBI OCHOBHBIC
IPeLyCMOTPEHHBIE IpOrpaMMOi

3aJJaHus, OJHAKO JIOMYIIEHBI OMIMOKU
P UX BBIOJIHEHUU.

Onenka«2y» - «HEyAOBIETBOPUTEIHHO»
BBICTABIIIETCS 00yUaIOLIEMYCSl, €CITH
00HAPYKUBAIOTCS IPOOEIIBI B 3HAHUSX
WJIA OTCYTCTBHE 3HAHUH IO
3HAYUTEIHHOM YaCTH OCHOBHOTO
y4eOHOTr0 MaTepuaia, He
BBINOJIHUBIIEMY CaMOCTOSITEIIHHO
MpelyCMOTPEHHbIE MPOTrpaMMOin
3a/laHusl, TOMyCTUBIIEMY
MPUHIMUITHATIEHBIE OIINOKY B
BBITIOJTHEHUH MTPETYCMOTPEHHBIX
MPOrpaMMON 3aTaHUM.

B pesyibTare 0ocCBOCHUHA yue

OHOI JMCIHMIIMHBI 00Y4YAIOIIUHCS JOJKEH YMETh:

- OCYIIECTBISTH  TIOWCK,
aHali3 U HCIIOJIb30BaHHE
HOPMAaTHBHO- HPaBOBBIX
JOKYMEHTOB B NPHUMEHEHUH
K 3agadam JJOVY;

- COCTaBJIATh U O(OPMIIATH

YIIPaBJICHYECKYIO "
npo¢eCCHOHATBLHYIO
JOKYMEHTAITUIO B
COOTBETCTBHE C
HOPMAaTHBHOM 6a30ii;

- MCIOJIb30BaTh
yHU(UIIUPOBAHHBIE (HOPMBI
JIOKYMEHTOB;

- OCYILIECTBISTH JIE€TOBYIO
MEPENUCKY U MOJIEPKUBAThH
3JIEKTPOHHBIE
KOMMYHUKAIIUU;

OneHKa «5» - «OTJINYHO)
BBICTABIIICTCS, €CHM  OOydJaroImuics
JEMOHCTPUpPYET  TIIyOOKHE  3HAHUA
TEOPETHYECKOTO U MPAKTHYECKOTO
MaTepuaga MO TeMe MPaKTUYECKOu
paboThI, IIOKAa3bIBAET YCBOEHHUE
OCHOBHBIX TOHSATUH, HCIIOJIB3yEMBIX B
paborte, 0€30mMMOOYHO M B TIOJTHOM
0o0BbEMe BBITIOJIHAET 3aJJaHHe.

OreHka «4» - «XOpoIIo».
OOyuaromuiicst AGMOHCTPUPYET 3HAHUS

yuyeOHOrOo  Marepuaja IO  TeMe
NPaKTHYECKOH  paboThl,  JOMycKas
HE3HAUUTENIbHBIE  HETOYHOCTH TP

BBITIOJTHCHUH 3aJJaHUs TTPU TPABUIHHOM
BEIOOpPE aNropuT™Ma pelIeHus 3aJaHusl.

Ouenka «3» - «yIOBJIETBOPUTEIHLHOY
BBICTABIIICTCS, €CITU OOydJaroIuics B

- TPUMEHSITh  CpeACTBa

OeJIoM OCBOMIJI MaTcpHrall

OueHka pe3yabTaToB
BBITIOJIHCHU A
MPaKTUYECKOMN
paboThI DKCIepTHOE
HaOJIroIeHue 3a
XO40OM BBIITOJTHEHUA
MPaKTUYECKOMN
paboThI
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nH(}OpPMaAITMOHHBIX
TEXHOJIOTHH JJIsI CO3MaHUs U
odopMIICHHUS TOKYMEHTOB;

- pa3dmpaThCsi B CHUCTEME
BHYTPECHHETO
JOKYMEHTO0000poTa
OpraHu3aIim,

- OCYILIECTBIISATh XpaHEHUE U
TIOUCK JIOKYMEHTOB;

- pa3buparbcs B
HOMEHKJIaType JIe;
UCIIOJIb30BaTh COBPEMEHHOE
porpaMMHOE oOecredyeHne

B ANEKTPOHHOM
JIOKYMEHTOO000POTE;
- IpOBEpPATh HAIUYUE B

IPOM3BOJIbHBIX EPBUYHBIX
OyXranTepcKux JOKyMEHTax
00s13aTeNIbHBIX PEKBU3HUTOB;
- COCTaBJATb AaKThl W
CIpaBKM IO pe3yiapTaTaM
BHYTPEHHETO KOHTPOJIS;

- GopMHUPOBATH TTPOCKTHI
IIPUKA30B U PaCIOPsKCHUN
10 IIPOBE/ICHUIO
BHYTPEHHET0 KOHTPOJISL.

MPaKTUYECKOH  paboOThl,  JOMYyCKaeT
OmMOKY TpPU BBHIMOJIHEHUH 33JaHUS,
BBIOOD aNropuT™Ma BBITIOJTHEHUS
3aJaHUs BO3MOXKEH MpPHU HABOASALINX
BOIIPOCax MpernoaBaTes.

OneHka «2» - «HeyI0BIETBOPUTEIILHOY
BBICTABIIIETCS 00yUaIOLIEMYCsl, €CITH
OH UMeEET CYIIECTBEHHBIE MPOOEIIHI B
3HaHUSIX OCHOBHOTO y4eOHOTO
MaTepHasa MpaKTHUYeCKO padoThl,
JOTMYCKaeT OMIMOKH MPHU BBITOJIHEHUN
3aJJaHMs, HETIPaBUIILHO BEIOMpPAET
AITOPUTM JIEUCTBUA.
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JIucT 00HOBJIeHHUsI padoyeil MPorpaMmbl y4eOHO JUCHUIIIAHBI.

Pabouasi nporpamma y4e0HOM QM CIMIIJIMHbBI

OI1.00.01 DxoHOMMKA OpraHU3ANNH

38.02.01 DOxoHoMuKa 1 OyXrajaTepckuil yuer (110 0TpPacjasam)
B memsx akTyanuzarnuy OCHOBHOW MpodheCcCHOHATBHOM 00pa3oBaTeIbHOM
nporpaMMbl B pa0ouyl0 MporpaMMy BHECEHBI CJEIYIOIIHMEe HW3MEHEHHUs
(monoaHEeHus ):

Pazmen  (mompasmen) | ConmeprkaHue U3MEHEHUs (IOTIOTHEHUS)
pabouell MporpamMMBI

W3meHeHnus (I0MOIHEHMsI) B pab0uyio TporpaMmMy pacCMOTPEHBI U 0JI0OpEHBI Ha
3acenanuu [11IK (HanmenoBanue 11K, 0oTBETCTBEHHOI 3a peann3aiuio
JTUCHUTIAHBI)

«_» 20 r., mnpotokoa Ne
[Ipencenarens [TIK (C.B.Ilon3ux)
(moamuch
)
CoracoBaHo:

3amectutens qupekropa [IK BI'TY
0 y4eOHO-METOMYECKOM padoTe, (T.E.banawosa)

(moamnuce)
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