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1. O0mas xapakTepucTuka padodeil nporpaMmbl y4eOHOM AN CUMIIIMHBI

1.1 MecTo y4eOHOW AUCHUIUIMHBI B CTPYKType OCHOBHOW mnpodeccMoHATbHOM
o0pa3oBaTe/IbHOI NPOrPaMMBbI

Vyebnas pucuumuinHa «OI1.06 JlokymMeHTanMOHHOE oOOecreyeHne YIpaBICHUSD
ABIISIETCS 00sI3aTENIbHON / BapUMATHUBHOW YacThi0 MPOQECCHOHANIBHON MOATOTOBKU OCHOBHOM
npodecCHoHATLHOM 00pa3oBaTeIbHON MporpaMmbl B cootBeTcTBHU ¢ PI'OC 10 crienuansHOCTH
CIIO 38.02.01 DOxoHomMuKa u Oyxraiarepckuii yder (IO OTpaciasM) B YacTH OCBOCHHUS
oOmenpogeccCuoHaNIBHOTO IUKIIA. YueOHast TUCHUIITHHA paciiupera Ha 10 4acoB 3a cuer 4yacoB
BapHaTHUBHONW 4YacTH oOpa3oBaTeNbHON NPOrpaMMbl, 4YTO JaeT BO3MOXKHOCTh YIIIyOJICHUS
MNOJArOTOBKM oOyuaromierocss s oOecrneueHus: KOHKYPEHTOCIIOCOOHOCTH BBITYCKHUKA B
COOTBETCTBUHU C 3aPOCAMH PETHOHAIBHOTO PhIHKA TPY/a.

1.2 Henb n niianupyemble pe3yabTaThl 0CBOCHUS] Y4eOHOM THCIUIIIUHBI:

B pamkax ocBOeHHs MPOrpaMMbl Y4eOHON TUCHHIUIMHBI Y 00yJaromuxcs (GpopMUPYIOTCS
0011[1e KOMIIETEHLIUH:

Kon HaumenoBanue o0Iux KOMIeTEHIINI

OK 1 Bri6upats crioco0s! penieHus 3aaa4d npodecCUOHATBHOM JesITeIbHOCTH
HpI/IMeHI/ITeHBHO K paBJ'II/I‘IHI)IM KOHTCKCTaM,

OK 2 Hcnonb30BaTh COBPEMEHHBIE CpPEJCTBA IOMCKA, aHAW3a M HMHTEpIpeTalnuu

uHpopManuu ¥ HWHGOPMAIMOHHBIE TEXHOJOTWW JJIs  BBIOJHEHHS 3ajad
npogecCUOHATILHOM 1€ TeNIbHOCTH;

OK 3 [InaHupoBaTh M peannu30BbIBATE COOCTBEHHOE MPO(PECCHOHATBHOE M JIMYHOCTHOE
pasBUTHE, NPEANPUHUMATENBCKYIO ESITeIbHOCTh B NpodeccuoHanbHOM cdepe,
UCTIONIb30BaTh 3HAHHUSA IO (MHAHCOBOH TPAMOTHOCTH B Pa3IMYHBIX JKU3HEHHBIX

CUTYalIUsX;
OK 4 D¢ dexTnBHO B3aMMOIECHCTBOBATH M Pa0OTaTh B KOJUICKTUBE M KOMAH/IE;
OK 5 OcCylEeCTBIATh YCTHYIO M TNMHUCHBbMEHHYI0 KOMMYHHMKAIMIO Ha TOCYyAapCTBEHHOM

s3pike  Poccwiickoit ®enmepamuu ¢ yd4eTOM OCOOCHHOCTEH COLMATBHOTO M
KYJbTYPHOT'O KOHTEKCTA,

OK 6 [IposiBnsATh IPaKIaHCKO-ITATPUOTHYECKYO MO3ULIHIO, JIEMOHCTPUPOBATH
OCO3HaHHOE MOBEJICHUE Ha OCHOBE TPAJUIMOHHBIX OOIIEYETIOBEYECKUX LIEHHOCTEH,
B TOM YHCJIE C y4€TOM T'apMOHH3ALUU MEXHALUUOHAIBHBIX M MEXPEIUTHO3HBIX
OTHOLLIEHUH, IPUMEHATH CTAHAAPTHI AaHTUKOPPYILIMOHHOTO NIOBEACHUS;

OK 7 CopeiicTBOBaTh  COXpPaHEHMIO  OKpY)KAIOIIEH  Cpenbl, pecypcocOepekeHuto,
NPUMEHATh 3HAHUS 00 W3MEHEHHHM KIMMaTa, NPUHIOUOBI  OEpexIMBOrO
IPOM3BOJICTBA, YPPEKTHUBHO ICHCTBOBAThH B UPE3BHIYANHBIX CUTYAIUSX;

OK 8 Hcnonb30BaTh cpeacTBa (U3UUECKOM KyJIbTYpbl Ul COXPAHEHUS U YKpEIJIeHHUs
3I0pOBbsSl B Ipolecce MNPOPECCHOHANbHON JAEITEIbHOCTH U MOAJAEpKAHUS
HE00X0IMMOI0 YpOBHS (PM3NUYECKOHM MOATOTOBIEHHOCTH;

OK9 [Tomp30BaTbess  Mpo(decCHOHANIBHOW JTOKYMEHTAallMell Ha TOCYHapCTBEHHOM H
MHOCTPAHHOM SI3BIKaX.

1 ipodeccuoHaIbHble KOMIETEHIIMH:

Kon HaumeHoBaHMe BHAOB AeATEJIbHOCTH U MPO(EeCCHOHATBHBIX KOMIIETCH U

B 1 Jloxymenmuposanue Xo3siCmeeHHbIX onepayuil u eeoexue OyxeaimepcKoco yuema
aKmueo8 op2aHu3ayuu

MK 1.1 OO6pabaTbIBaTh NEPBUUHBIC OyXTaITEPCKUE TOKYMEHTHI;

K 1.2 PazpabarpiBaTh M COTVIACOBBIBATH C PYKOBOICTBOM OpraHU3AIMHU PaOO4Mil TUIaH
CUETOB OYXTaJTepCKOTo yueTa OpraHu3aluu;

K 1.3 [IpoBOmUTh ydYeT JEHEXKHBIX CpPEACTB, OGOPMIATH JCHEXKHbIE W KacCOBBIC
JIOKYMEHTHI;




[IK 1.4 ®opmupoBaTh OyXraiarepckue MIpPOBOJAKH [0 YYETy aKTHBOB OpraHM3alid Ha
OCHOBE padouero IiaHa CYeTOB OYXTaaTepCKOro yueTa.

B2 Beoenue  Oyxeanmepckoco  yuema — UCMOYHUKOS — (DOPMUPOBAHUS  AKMUBOS,
8bINOIHEHUE PpAOOm NO UHBEHMAPU3AYUU AKMUBO8 U (UHAHCOBbIX 0013amenbCems
opeanuszayuu

MK 2.1 NMpoBoAMTL NpoLEeAypbl MHBEHTAapMU3aLMKU GUHAHCOBbLIX 06A3aTENILCTB OPraHU3aLmK;

[K 2.2. BrinonHATs TOpyYEHUsT PYKOBOJICTBA B COCTaBE KOMHUCCHUM IO MHBEHTApU3aIlid aKTUBOB B
MCCTaX UX XPAHCHUS,

[IK 2.3. [TpoBOIUTH MOATOTOBKY K MHBEHTApU3AllMU U MPOBEPKY JACHCTBUTEIHLHOTO COOTBETCTBHS
(aKTHYECKHMX TaHHBIX HHBCHTAPU3ALUH JaHHBIM yUeTa;

[1IK 2.4. Otpaxkatb B OyXraarepCckmx IPOBOJKAX 3a4eT M CHHCAHWE HEIOCTadYd IIEHHOCTEH
(perynupoBaTh HHBEHTAPU3AIIMOHHBIE Pa3HHUIIBI) MO pe3yIbTaTaM WHBEHTApU3aIlUY;

[IK 2.5. [TpoBoaUTE MpOIETYpbl MHBEHTAPU3AIMU (PUHAHCOBBIX 0053aTENILCTB OpPraHU3alINY;

B/l 3 IIposedenue pacuemos ¢ 6100xcemom u 8HeOHAHCeMHbLMU POHIAMU

[IK 3.1 ®opmupoBaTh OyXrajJTepcKUe MPOBOAKU [0 HAYMCICHUI0 U TMEPEUUCICHUIO
HAJIOTOB U COOPOB B OIOKETHI pAa3IMYHBIX YPOBHEH;

K 3.2 OdopmiaATe TIATEKHBIE JAOKYMEHTBHI U TEPEUYHCICHHS HAJIOTOB M COOpPOB B
OIOKET, KOHTPOJIUPOBATh MX MPOXOXKACHUE MO PACUYETHO-KACCOBBIM OAHKOBCKUM
onepauusm;

[IK 3.3 @opmupoBaTh OyXraaTepcKue MPOBOAKU [0 HAYHCICHUIO U TMEPEYHCICHUIO
CTPaxOBBIX B3HOCOB BO BHEOIODKETHBIC (DOHJIBI M HAJIOTOBBIC OPTaHBI;

[IK 3.4 OdopMnsaTe MIaTeKHbIE JOKYMEHTHI Ha IEPEYUCIICHHE CTPaxOBBIX B3HOCOB BO
BHEOIO/DKETHBIC (DOHIBI M HAJIOTOBBIC OPTaHbI, KOHTPOIMPOBATh WX MPOXOKICHHE
110 PACYETHO-KACCOBBIM OAHKOBCKHM OTEPALIHSIM.

B/l 4 Cocmasnenue u ucnoav3osanue dyxearmepckou ((hunancosou) omuemuocmu

1K 4.1 OtTpaxaTh HapacTAalOUIMM HUTOTOM Ha CYETaX OyXTalTepCcKOro ydera MMYIICCTBCHHOE U
(GuHAHCOBOE TMOJIOKCHHE OPraHU3allld, ONPEACIATh PE3yJbTaThl  XO3SUCTBEHHOM
JIeATEIBHOCTH 32 OTYCTHBII EPHOJI;

1IK 4.2 CoctaBnate (opmbl Oyxranrepckodl ((DMHAHCOBOW) OTYETHOCTH B YCTAHOBJICHHBIC
3aKOHOJIATENILCTBOM CPOKH;

1K 4.3 CocraBmsiTh (OTYETBI) W HAJIOTOBBIC JCKIApallMd IO HajoraM u cOopamM B OOKET,
YUWUTBIBasE OTMEHEHHBIN enuHblil comuanbHbll Hamor (ECH), oTd4eTsl mo CTpaxoBbIM
B3HOCaM B T'OCYAapCTBCHHBIC BHEOWJKETHBIC (OHIBI, a TaKKe (OPMBI CTATHCTHYCCKOU
OTYETHOCTH B YCTAHOBJICHHBIC 3aKOHO/IATEIILCTBOM CPOKH;

IIK 4.4 [IpoBomWTE KOHTPOJH W aHaMM3 WH(pOpMaruu o0 aKTHBaX W (PUHAHCOBOM ITOJIOKEHUH

Oopranuvsanuu, €€ IUIATEXKECIIOCOOHOCTHU U JOXOJHOCTH,

B pamkax ocBoeHuss mporpammbl yuyeOHOW AUCHUIUIMHBI OOYYarOUIMMKCS OCBAaUBAIOTCS
YMEHHUS ¥ 3HAHHSL:

Kon YMenus 3HaHuA
IIK, OK

OK 1 - OCYIUIECTBJIATH IIOMCK, aHauu3 U | - CoZiepKaHue aKTyaJbHON
OK 2 WCIMOJb30BAaHHE HOPMATHUBHO-IIPABOBBIX | HOPMATUBHO-IIPABOBOM
OK 3 JIOKYMEHTOB B MPUMEHEHUU K 3ajadyaM | JOKYMEHTAallUH;
OK 4 JOY; - OCHOBHBIE MMOHSTHS
OK 5 - COCTaBJISATh u o(hopMIIATH | TOKYMEHTAIHOHHOTO obecrieueHHs
OK 6 YIPaBICHYECKYI0 M MPOPECCHOHAIBHYIO | YIIPABIICHHUS;
OK 7 JOKYMEHTAllMI0O B  COOTBETCTBHE C |- KJIacCU(UKAIMS  YHPABICHYECKHX
OK 8 HOPMAaTHBHOM 6a30ii; JIOKYMEHTOB;
OK9 - HCHOJb30BaTh  YHU(UIMPOBAHHBIC | - PABUJIA COCTABICHUS U OPOPMIICHHS
K 1.1 ($hOpMBI TOKYyMEHTOB; YIPABICHYECKUX  JOKYMEHTOB u
K 1.2 - OCYLIECTBJISITh JEJOBYIO IEPENNCKY U | BEAEHHUs IEJIOBOW NMEPENUCKH;




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

MNoAACPIKUBATH SJICKTPOHHBLIC
KOMMYHHKaAIIUM;

- IMPUMCHATH cpeacTBa
I/IH(bOpMaI_II/IOHHBIX TEXHOJIOT U JUIA

co3nanus U 0hOpMIICHUS IOKYMEHTOB;
pa3dupatbcsi B CHCTEME BHYTPEHHETO
JIOKYyMEHTO000pOTa OpraHU3aIiy;

- OCYHICCTBJISITH XpaHEHHE U TOUCK

JIOKYMEHTOB;
- UCIIOJIb30BATh COBPEMEHHOE
MIPOrPaMMHOE obecrnieueHne B

AIIEKTPOHHOM JIOKYMEHTO000pOTE;

- IPOBEPATH HAJTMYKE B IPOU3BOIBHBIX
NEPBUYHBIX OYXTaITEPCKUX JOKYMEHTaX
00s3aTeNbHBIX PEKBU3UTOB;

- pa3OupaTbcsi B HOMEHKIIAType e,

- COCTaBJIATH AaKThl M CHpPaBKH TIO
pe3ysbTaTaM BHYTPEHHETO KOHTPOJIS;

- (opMHUpPOBATH TPOEKTHI IMPHUKA30B IO
NPOBEJICHUIO BHYTPEHHETO KOHTPOJIS

- COCTaB JOKYMEHTOB CHEHUAIbHBIX
CHCTEM JIOKyMCHTAIINH;

- TpaBWJa OPraHU3allMd BCEX ATAIOB
paboThI C JOKyMEHTaMU;

npwiokeHuss mnporpammel  Windows,
UCIIOJIb3YEeMBbIC JUTS Peallu3aluy 3a1adq
HOY;

- COBpPEMCHHBIC HWH(OPMAIMOHHBIC
texnojoruu JJIOY
- mpaBWia M CPOKH XpaHCHHUs

JIOKYMEHTOB;

- (hopMBI IEPBUYHBIX OYXTaNTEPCKUX
JIOKYMEHTOB, COAEpKAIINX
00s3aTeNbHBIE PEKBU3HUTHI IEPBUYHOTO
YYETHOTO JIOKyMEHTA;

- TIpollelypa COCTAaBJIEHHUS aKTa IO
pe3ysibTaTamMm MHBEHTapU3alui,
MIPOEKTOB MPHKA30B IO MPOBEACHUIO
KOHTPOJIbHBIX MTPOLIEYP




2. CTpykTypa H coaep:kaHue y4eOHOH AUCUMIIIMHBI.

2.1 O0beM y4eOHOM TUCHHUILVIMHBI U BUbI Y4eOHOH padoThl.

Buj yueOHoii padoThl Obrem 5
yacax
O0bem o0pa3oBaTeIbHON NPOrpaMMbl Y4eOHOM 1M CIHIIIMHbI 48
B T.4. B (hOpMe MPAKTHUECKOH MOITOTOBKH 4
U3 o6mmero oowsema:
TeopeTHYecKoe 00yueHue 6
[IPaKTUYECKUE 3aHATUS 4
caMOCTOsITeNIbHAs paboTa 30
KOHCYJIbTAIIUU 8

[TpomexxyTounas arrectamus B opme nudhepeHIInpoBaHHOTO 3a4eTa




2.2. TemaTnuyeckuii IVIaH U cofiep:KaHue Y4eOHOMH TUCHHUIINHBI.

HaumenoBanue Conep:xanue yuyeOHOro marepuasa u GopmMbl OPraHu3anuM AesITeJIbHOCTH O0bem B yacax / Koabt
pa3iesioB U TeM o0yyarommxcst TOM 4YHCJIe B KOMIIeTeHIIHI,
dbopme ¢dopmupoBanmnio
NMPaKTHYeCKOM KOTOPBIX
NOATOTOBKH Crmoco0cTBYeT
3JIeMEHT
NPOrpamMMbl
1 2 3 4
AVYIMTOpPHBIE 3aHATHS 18
Pazgen 1 /lokymeHTHpOBaHHE YIIPABJIEHYECKOH 1eATEIbHOCTH 10/4 OK 1-9
Tema 1.1 Bgrencnue. | Conepxxanue yueOHOro MaTepuaia 4
JlokyMeHT H  cucTeMma | 3HaueHHWEe W COJIep)KaHHWe JIUCHUIUIMHBI «J{OKyMEHTAIllMOHHOE OOecreYeHue
JOKYMEHTalu1 ynpasieHus».  [loHATHE  TEPMUHOB:  «JIOKYMEHT»,  «JOKYMEHTHPOBAHUEY,
«JIOKyMEHTallMOHHOE 00eCreYeHHEe yIPaBICHU.
[ToHsATHE cHCTEM TOKYMEHTAWU. Y HUGUKAIMS U CTAaHIAPTU3AIUS YIIPABICHUECKUX
JOKYMEHTOB.
HopmartuBHo-npaBoBasi 0a3a opraHu3anuy JOKYMEHTAllMOHHOTO oOOecredeHus
yTpaBIeHUS
Tema 1.2 Cucrema | Coaep:xkaHue y4eOHOI0 MaTepuaJia 2
OpraHu3alMOHHO- I'OCTer Ha OPJH. TpebGoBanuss K OQOPMIICHHIO JOKYMEHTOB, TpeOOBaHUS K
pacropsiANTEILHON OJIlaHKaM.
JOKYMEHTaIu1 IIpakTHYecKkHe 3aHATHSA: 4
1. CocraBnenue u 0GOpMIICHHE OPraHU3alMOHHBIX JOKYMEHTOB: ITOJIOKEHUE O 2
OyXraJTepuu, 10HKHOCTHAS. HHCTPYKIUS IETONPOU3BOIUTENS
2. CocraBienne W o(GOpMIIECHUE paCIOPSAUTEIBHBIX JOKYMEHTOB: TIPHUKa3, 2
pacrnopsbKeHHe
KoncyabTanum 8 OK 1-9
Tema 1.2 Cucrema opraHu3allMOHHO-PacOPSIAUNTEIbHON JOKYMEHTAIUU 2 K 1.1 -1IK 1.4
Tema 2.1 JlokyMeHTaIMs 10 TPYAOBLIM IPABOOTHOLIEHUSIM 2 IK 2.1 -1IK 2.5
Tema 2.2 JloxymeHTaIus o (MHAHCOBO- PACYETHBIM OTEPALIUAM 2 IK 3.1 -1IK 3.4

1K 4.1 -1IK 4.4




1 | 2 3 4
Tema 2.3/loroBopHO-IpaBoBasi JOKyMEHTALUs 2
CamocTrosiTeibHas padoTa 30
Pa3nes 1 /loKyMeHTHpPOBaHHE YIIPABJIECHYECKOM eI TeIbHOCTH 10 OK 1-9
Tema 1.2 Cuctema | Conep:kaHue y4eOHOI0 MaTepuaJia 6 OK 1-9
OpraHu3aIMOHHO- OpraHu3annoHHBIE JOKYMEHTHI.
pacnopsauTeabHON PacnopsinutenbHble 1OKYMEHTBI
JOKYMEHTaLUU CrpaBo4HO-HH(OPMAIIMOHHBIE JOKYMEHTHI.
NuuBuayajibHoe 3a1aHne 4
1. CocraBnenne u o¢GOpMIIEHHE CHPABOYHO-WH(POPMAIMOHHBIX JTOKYMEHTOB!
IIPOTOKOJI, JIOKJIaJHAas 3alucKa, OObsICHUTENbHAs 3alMCKa, 3asiBJICHUE, CITy>KeOHOe
(1enoBoe) MUChbMO, TenedOoHOrpaMMa
Paznen 2 CucremMbl JOKYMeHTAUHA 12 OK 1-9
Tema 2.1 Jlokymenramnus | ConepskaHue y4eOHOr0 MaTepuaJia 2
10 TPYAOBBIM Bunpl nepBHUHON YYeTHOW JOKYMEHTAIlMM 1O JHUYHOMY COCTaBy M IpaBHja UX
IIPaBOOTHOLIEHUAM oopmnenus. O0mue cBeACHUS 0 JOKYMEHTax 10 JJUYHOMY cOocTaBy. JInuHoe nerno
pabotHuka. CocTaB JOKyMEHTOB BXOJISIIIUX B JIMYHOE JIEJIO
NuauBuayaibHoe 3a1aHUe 2
1. CocraBienue u OoQopmIICHHE AOKYMEHTOB IO TPYAOBBIM IPAaBOOTHOLICHHUSM:
pe3oMe, XapaKTepUCTHKA
Tema 2.2 Jloxymentanus | CogepxxaHue y4eOHOro MaTepuaJia 2 OK 1-9
1o puUHAHCOBO- OOmast xapakTepucTHKa M TpeOOBaHUS, MNPEABSABISIEMblE K COCTABICHHUIO U IIK1.1-TIK 1.4
pacyeTHBIM OIlepanysIM oopmieHnI0O TOKYMEHTOB MO (pMHAHCOBO-pacueTHBIM omeparusaM. CrocoOs! K 2.1 -TIK 2.5
UCTpaBJICHUsl OMIMOOK B (PMHAHCOBO-pacyeTHOM JOKyMeHTaluu. OCHOBHBIE BHJIbI IIK 3.1 -TIK 3.4
JIOKYMEHTOB 110 () MHAHCOBO-PACYETHBIM OIEPALUSIM [IK 4.1 -1IK 4.4
NuuBuayajibHoe 3a1aHne 2
1. CocraBieHue 1 0popMIIeHHE JOKYMEHTOB 110 (PMHAHCOBO-PACUETHBIM ONEpaLisIM
Tema 2.3 Coaepxxanue y4eOHOro MaTepuaJia 2 OK 1-9
JloroBopHO-TIpaBOBas [Tonsitne noroBopa (koHTpakrta). Tumosas opma gorosopa. [IpaBuna odopmieHus K 1.1 -1IK 1.4
JOKyMEHTaLUs IIPOTOKOJIA PA3HOTIACUM K IOTOBOPY, IPETECH3UOHHBIX ITUCEM. I[IK 2.1 -TIK 2.5
NuauBuayaabHoe 3a/1aHHE 2 IIK 3.1 -TIK 34
1. Cocrapienue u 0(pOPMIIEHUE TIPETEH3UOHHBIX TTHCEM [IK 4.1 -11IK 4.4




10

1 2 3 4
Paznen 3 Opranmn3anusi padoThbl ¢ JOKYMEHTaMH 8 OK 1-9
Tema 3.1 Opranuzanus | Conepxxanue y4eOHOro MaTepuasia 2
JOKYMEHTO000pOTa, CocraB u yueT o0beMa JOKyMEHT0000poTa opranuzauuii. Opranuzanus paboThl ¢
perucrpanus J0KyMEHTOB, | JOKYMEHTalMel, mocTtynaromei B opranusauuio. Ilepenaya HOKyMEHTOB BHYTpHU
UCIIOJIHEHUE JOKYMEHTOB | OpraHU3aiuu
Peructpamuss nokymeHToB. KoHTpoJIb MCHOJHEHUST AOKYMEHTOB. OpraHu3anus U
TEXHUKA KOHTPOJISI UCIIOJIHEHUSI. THUIIOBbIE M MHAUBUIYAJbHBIE CPOKU HCTIOJHEHUS
JOKYMEHTOB.
NuauBuayajibHoe 3a1aHue 2
1. CocraBnenne u odopmieHue ¢GoOpM KypHAIOB BXOAAIIUX, HCXOIAIIMX U
BHYTPEHHUX JOKYMEHTOB
Tema 3.2 Coaep:xxanue y4eOHOro MaTepuaJia 2 OK 1-9
Opranuzanus Cucremaru3zanus JOKyMEHTOB U UX XpaHEHUE. IIK 1.1
OTIepaTHUBHOTO U Homenxknarypa nen. [IpumepHbie U THIIOBBIE HOMEHKIIATYPHI Al
ApXUBHOTO XpaHEHUS TpebGoBanust kK opopmienuto nen. [loaroroBka u NopsI0K NMEpeaadn I B ApXUB.
JIOKYMEHTOB NuauBuayajibHoe 3a1aHue 2
1. CocraBienne u opOPMIICHHE BHYTPECHHEH OIMHMCH JOKYMEHTOB, HOMEHKIIATYPBI
aen
IIpome:kyTouHasi arrectauus B gopme n1udpPepeHIUPOBAHHOIO 3aUeTa OK1-9
K 1.1-TIIK 1.4
K 2.1 -TIK 2.5
[NK 3.1 -IIK 3.5
1K 4.1 -1IK 4.4
Bcero: 48
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3. YcaoBus peaausanum yueOHOH AUCHUIIIMHBI.

3.1. CneunanpHbIe MOMEILIEHUS AJIs peau3aliy IporpaMMbl yUeOHOM JTUCIIUILTHHBL

Jnst peanu3anyy MPOrpaMMBl yU4eOHOW MUCHMIUIMHBI JOJDKHBI OBITH TPEITyCMOTpPEHBI
CIEIyIOIINE CIICIUAIbHBIC TOMEIICHHUS:

KaOuner «®uHaHCOB, [EHEXHOrO0 OOpamleHuss M  KPEeIuTa», OCHAIlEHHBIH
000pyaOBaHUEM:

- Habop mebenu cron + cryn-15mr.;

- HOyTOYK P 550;

- HoyTOyK Rover Computers Promo Pro 401 WH;

- 9KpaH Ha IITaTHBE;

- MyneTUMeua-mpoektop Toshiba TDP-xpl;

- npuHTep nasepHbiii Canon LBP -2900-6;

- ckanep CANON CanoScan LiDE 700F.

3.2. UudopmanmronHoe obecriedeHrne pean3aiuy IporpaMMbl Y4eOHOM TUCITUTUIUHEI.

3.2.1. OcHOBHbIE N€YaTHBIE U 3JIEKTPOHHBIE U3/1aHUS.
1. Batonuna M.B. Opranuzanus # TEXHOJOTHS JOKYMEHTAllMOHHOTO oOOecreyeHus
ynpasienus: yue6. nocodue. — M.; PoctoB v//]: JJamkoB u K; Hayka-Cnextp, 2018. — 315 c. —
10 sk3.
2. JIOKyMEHTAIlMOHHOE O0OeclieueHue ympaBieHusl [DJIEKTPOHHBIM pecypc]| : y4eOHMK Jyis
CTYJEHTOB BY30B, OOydYalOIIMXCSi [0 HampaBieHUsIM «OKOHOMHKa» U «MeHemKMeHT»,
cnenuanbHocTAM «MHpOpMaTuka», «JloOKyMEeHTOBEIEHHE M JOKYMEHTAIIMOHHOE OOecrieueHHe
yopaBieHus», «ABroMarmzaius u ynpasieHue» / A.C. I'punbepr [u ap.]. — DnekTpoH.
TekcTtoBble maHHble. — M. : JOHUTU-JAHA, 2021. — 391 c¢. — 978-5-238-01770-9. —
Pexxum noctyma: http:/ www.iprbookshop.ru/71213.html
3. JokyMmeHTanmoHHoe oOecriedueHue ympamienus. CocTaBieHue W O(QOpMIICHHE JETOBBIX
ToKyMeHTOB : ydeOHoe mocooume mist CIIO / cocraButenmu E. WM. bammakoBa. — Capatos,
Mockaa : [IpodoOpaszoBanue, Aii [Iu Ap Meaua, 2021. — 144 c. — ISBN 978-5-4488-1080-0,
978-5-4497-0964-6. — TekcT : SMEKTPOHHBIN // DNEKTpOHHO-OMOMMOTeYHas cuctema IPR
BOOKS : [caiiT]. — URL: https://www.iprbookshop.r Ky3uerosa, 1. B.
4. VHpopManMOHHbIE TEXHOJIOTUH B JOKYMEHTAIIHOHHOM OOECHEYEeHHWU YIpaBlIeHUS U
apxXUBHOM Jene [DneKTpoHHBIN pecypc] : yueOnuk mis By3oB / T.B. Konnpamosa [u ap.]. —
OINIeKTpOH. TeKCTOBble AaHHble. — M. : Jloroc, 2018. — 408 c. — 978-5-98704-786-6. —
Pexxum noctyma: http://www.iprbookshop.ru/70714.html
5.  Kysnuenosa 1.B. JlokymeHTaIimoHHOE OOeCTieUeHUE yMpaBlIeHUs [DIEKTPOHHBIN pecypc] :
yaeoHoe mocooue s CCY3os / U.B. Ky3nenosa, ' A. XauarpsH. — DJIEKTPOH. TEKCTOBBIC
nannbie. — CapartoB: Ai [Ilu Op Menua, 2018. — 109 c. — 2227-8397. — Pexum pocrtyna:
http://www.iprbookshop.ru/44181.html
6. Kopsnees, U. K. JlokymeHTarimoHHoe o0ecrieueHrue yIpaBiIeHHs : y9eOHUK U TPAKTUKYM JIJIst
CpeHero pohecCHOHATBEHOTO oOpa3oBaHwus / . K. Kopnees, A. B. [Tenko,
B. A. Mamypues. — 2-¢ usg., nepepad. u mon. — Mocksa : M3natensctBo FOpaiitT, 2022. —
384 c. — (IIpodeccuonanproe obpazoBanue). — ISBN 978-5-534-05022-6. — Tekct
anexkTpoHHbd  //  OOpasoBarenbHas  1uiatrpopma  FOpait  [caiit] —  URL:
https://urait.ru/bcode/492541 (nara obpamenus: 04.07.2022).
7. JlapekoB H.C. [loxymenrtoBenenue: yueonuk. — M.: [Ipocnekr, 2016. — 412 c. — 3 aKks.
Coxonoa O.H. JlokymeHTallMOHHOE obecrieueHue ynpasieHus B opranuzauuu. — M.: KaoPyc,
2018. — 155 c. — 2 ak3.

3.2.2. JIomOJIHUTEIbHBIC UCTOUYHUKH.
1. Koncturyuus Poccuiickoit @enepanuu ¢ ”3BMEHEHUSIMHU.
2. I'paxnanckuii kogekce Poccuiickoii @enepanyu (4acTb nepsasi) ¢ U3MEHEHUSIMHU.
3. Tpynosoii koaekc Poccuiickoii denepanyiu ¢ U3SMEHEHUSIMU
4. ®enepanbubiii 3akoH oT 02.07.2006 Ne 149-®3 (pen. ot 23.04.2018) «O6 unpopmarumy,



http://www.iprbookshop.ru/71213.html
http://www.iprbookshop.ru/44181.html
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UHPOPMATU3AIUH U 3alIUTE HH)OPMAITUI.

5. ®enepanbHblit 3akoH oT 06.12.2011 N 402-®3 (pen. ot 26.07.2019) «O Oyxranrepckom
yaeTe»

6. TOCT P 7.0.97-2016 "Cucrema crtaHmapToB 1O HH(poOpMaMK, OUOIMOTEUHOMY U
uznarensckomy gery. OPJl. TpeboBanus k opopMICHUIO TOKYMEHTOB" .

7. TOCT P.7.08-2013 «CHUBUJI. [lenonpous3BOACTBO M apXuUBHOE Jei0. TepMuHBI U
OTIpEeICTICHUS.

8. IlpumepHas HHCTPYKUUS 1O JEJIONPOU3BOACTBY B TOCYIAAPCTBEHHBIX OpraHM3aLUAX
(yTBepkaeHa npukasoM Pocapxusa ot 11.04.2018 Ne44).

9. CmpaBouHno-npaBoBas cucrema «Koncynprant IDmroc» [Onexkrtponssiii pecypc]. URL:
http://www.consultant.ru

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

11. eno-Bex: Bce o nenonpousBoactBe [DnekTpoHHbli pecypce]. URL: http://delo-ved.ru

12. llysanmoBa H.H. JlokymeHTanmmoHHOe oOecrieueHne ympaBieHUs: YIeOHUK U TPAKTHKYM /
[ysanosa H.H. - M.: U3narensctBo IOpaiit, 2019 [OnexTponHslil pecypc; Pexum noctymna
https://biblio-online.ru/bcode/433679] .

13. Ky3nenosa, 1. B. JlokymeHTanimonHoe oOecrieueHre yrpaBieHus : ydeOHoe mocodue s
CIIO / M. B. Ky3nenosna, I'. A. Xauyarpsn. — 2-e uzg. — Caparos : [IpodoOpa3zoBanue, Aii [1u
Op Menua, 2019. — 166 c. — ISBN 978-5-4486-0404-1, 978-5-4488-0216-4. — TexkcT :
ANIEKTPOHHBIN //  DNeKTpoHHBIM pecypc mudpoBoit obpazoBarensbHoil cpensr  CIIO
PROFo6pa3oBanue : [caiit]. — URL: https://profspo.ru/books/80326.html

3.3. OcobeHHOCTH OpraHM3alyu 00pa30BaTENILHOTO IMpoIlecca AJisi HHBAJTUAOB U JUI] C
OrPaHUYEHHBIMU BO3MOKHOCTSMH 3/J0POBbsl OCBAWBAIOLIMX MPOrpaMMy yu4eOHOH TUCIUILIMHBI.

W3ydenue NUCHMIIMHBI MHBAJIUIAMU M JUIIAMUA C OTPAaHUYEHHBIMH BO3MOXKHOCTSIMHU
300POBbS  OpraHM3yeTcsi C  Y4eTOM  OCOOEHHOCTEH  NCHUXO(U3NYECKOrO  Pa3BUTHA,
UH/IMBUAYAIbHBIX BO3MOKHOCTEH M COCTOSIHHS 3/I0POBbsI TAKUX OOYUYaIOIIHXCSI.

[Ipu mnpoBeneHnn y4yeOHBIX 3aHATHNA OOECIEYMBACTCS COOJIOMCHHUE CIIEIYIONINX
TpeGoBaHuil:

- yueOHble 3aHATUS MPOBOAATCA [ MHBAIMAOB U JIMI C OrPAaHUYEHHBIMHU
BO3MOXXHOCTSIMH 37I0POBBSI B OJIHOM ayJAMTOPUH COBMECTHO C OOYyYalOIIMMUCS, HE UMEIOIIMMU
OTPaHUYEHHBIX BO3MOXKHOCTEH 370POBbS, €CIIM 3TO HE CO3JaeT TPYAHOCTEN AJIs 00yUaromuxcs B
X0/ Y4EOHBIX 3aHATUH;

- TPUCYTCTBHUE AacCUCTEHTa U3 uyMciaa paboTHUKOB BI'TY wnaM mpuBiIeYEHHBIX JIHIL,
OKa3bIBAIOLIET0 OOYyYaroIMMCSl HEOOXOAMMYIO TEXHHMUYECKYI0 IOMOIb C YYEeTOM MX
WHIMBUAYAIBHBIX OCOOCHHOCTEW (3aHATH paboyee MeECTO, IEPEIBUTATHCS, MPOYHTATh U
oOopMUTH 331aHKe, OOIIATHCS C IEAATOTUIECKUM paOOTHUKOM U T. U.);

- oOyuarommecsi ¢ y4eTOM WX HHIUBUAYAIbHBIX OCOOEHHOCTEH MOTYT TOJIBh30BATHCS
HEOOXOIMMBIMU UM TEXHUYECKUMU CPE/ICTBAMU;

- MaTepUaIbHO-TEXHUYECKUE  YCIOBHMA  JIOJDKHBI  0oOecrnednBaTh  BO3MOXKHOCTh
OecIpensaTCTBEHHOr0 10CTyNa 00y4atolMXCsl B ay IMTOPUHU, TyaleTHbIE U Apyrue MOMEIEHHs, a
TaKKe UX TpeObIBaHMA B YKa3aHHBIX MOMEUICHUAX (HAJIMYME MAHAYCOB, IOPYYHEH,
pacIIUPEHHBIX JBEPHBIX MPOEMOB, JUQPTOB, MPU OTCYTCTBHUM JUPTOB AyAUTOPHUS AOJKHA
pacrmosaratbcsi Ha EPBOM 3TaXKe; HAIMYKE CIEIUANBHBIX KPECeN U IPYTHX MPUCTIOCOOICHUH).

JIOTIOTHUTENBHO TIPU TPOBEJACHUW YUYEOHBIX 3aHATHH 00ecIeunBacTCsl COONIOACHUE
CIEIYIOUIMX TpeOOBaHMI B 3aBUCHUMOCTH OT KaTeropuil OOYyYaroIMXCs C OTpaHUYCHHBIMU
BO3MOXHOCTSIMH 3/I0POBbSL:

a) JUIA CIENbIX: 3aJaHds M MHbIE MaTepHaibl JUIsl W3YyYeHHs JAMCUUIUIMHBI
oopmisitoTes penbedHO-ToueuHbIM pupTOM bpailigd nian B BUAE NEKTPOHHOIO JTOKYMEHTA,
JOCTYITHOTO C MOMOIIBIO KOMITBIOTEPA CO CIIEHUAIM3UPOBAHHBIM MIPOrPaMMHBIM 0OecrieueHueM
JUIS CIIENBIX, UM 3a4UTHIBAIOTCSA ACCUCTEHTOM; NMCbMEHHBIE 3a/1aHUs BBINOJIHAIOTCS HA Oymare



http://www.consultant.ru/
http://www.garant.ru/
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penbeHO-TOYCHHBIM MmpUPTOM bpaiis mim Ha KOMIBIOTEpPE CO CIENUATH3UPOBAHHBIM
MPOrpaMMHBIM 00ECTIEYeHUEM [T CIETIBIX, MU HAJUKTOBBIBAIOTCS ACCHCTEHTY; 00yJaromuMcs
AJId  BBIIIOJIHCHUA 3aJaHud IIpU H€O6XOI[I/IMOCTI/I npeaoCTaBIACTCA KOMIIUJICKT HNHCbMCHHBIX
MPUHAJICKHOCTEH W OyMara Jiisl MUchbMa penbeHO-ToYeUHbIM 1mpudToM bpaiins, koMmmnboTep
CO CIICHHAIM3UPOBAHHBIM IIPOrpaMMHBIM o0ecrieueHreM JUIA CIICIIBIX,

0) ans cnaboBUIALINX: 00ECTIeYNBACTCS MHANBHUIyAIbHOE PABHOMEPHOE OCBEILIEHUE HE
meHee 300 JIFOKC; TIpH HEOOXOAMMOCTH OOYYAIOIIUMCS MPEIOCTABISICTCS YBEIUYHUBAIOIICE
YCTPOMCTBO; 3a/laHusl JUIS BBIIIOJHEHUS W WHBIE MaTepuaibl OQOPMISIOTCS YBEIUYCHHBIM
mpudTom;

B) [UIS TIyXUX M CIa0OCHBIMIANINX: O0ECIeYnBACTCS HAIMYME 3BYKOYCHIIMBAOIIEH
arrapaTrypbl KOJIJICKTUBHOT'O I10JIb30BaHUA, npu HCO6XOI[I/IMOCTI/I O6y‘~IaIOHlI/IMC$[
MPEIOCTABIISACTCS 3BYKOYCHIIMBAIOIIAs annapaTypa HHAUBUyaIbHOTO MOJIb30BaHUS;

I) A8 JIML C TSOKENbIMU HapyIIEHUSMU pEYH, TIyXHX, cJadocibllaliuX BCe
KOHTPOJIbHO-OLIGHOYHbIE MEpOMPUATUS MO JKEITAHUIO OOYYalOUIMXCS MOTYT MPOBOJIUTHCS B
MMCbMEHHOU (hopme;

n) AN JUI € HapyUICHUSIMH  OIMOPHO-JIBUTaTEeNIbHOTO  ammapara  (TSKeIbIMH
HApYyLIICHUSIMU JIBUTaTEIbHBIX (YHKIMHA BEPXHUX KOHEUYHOCTEH WM OTCYTCTBHEM BEPXHUX
KOHEYHOCTE): MMChbMEHHBIE 3aJIJaHUS BBIMOIHSIOTCS Ha KOMIIBIOTEPE CO CHEIHAIN3UPOBAHHBIM
mporpaMMHBIM OGGCHC‘IGHI/ICM HJIM HATUKTOBBIBAIOTCSA aCCUCTCHTY, IO KCJIAHUTIO 06yanOH_II/IXCSI
BCE KOHTPOJIbHO-OLIEHOYHBIE MEPOIIPHUATHS MOTYT IIPOBOJIUTHCS B YCTHOM (popMe.



14

4. KoHTpoJb H OLIeHKA Pe3y/IbTATOB OCBOCHHUS Y4eOHON JUCIUIIMHBI.

Pe3yabTarnl 00yyeHust

| Kpurepuu onenkn

\ MeToabl OIEHKH

B pe3yabTate 0cBOeHUs1 YUeOHOM TMCUMILUIMHBI 00y4AIONIUIICS 10/2KEH 3HATD:

Ilepeuens 3HAHUU,
OCBalBaeMbIX B  paMKax
JTUCUUTLITUHBI:

- COJIep)KaHME aKTyaJbHOU
HOPMAaTUBHO-IIPaBOBOU

JOKyMEHTAINH;
- OCHOBHBEIC IIOHATUA
JIOKyMEHTAIIOHHOTO
o0ecrieueHus yrpaBlIeHUS;

- KJIaccu(pUKaIHs
YIPaBIEHYECKUX
JIOKYMEHTOB; npaBmiIa
COCTaBJICHUS ¥ O(OPMIICHUS
yIPaBICHYCCKUX
JOKyMEHTOB ¥  BEICHHS

JIEJIOBOM MEPEIUCKH;

- COCTaB  JIOKYMEHTOB
CHeIaJIbHBIX CUCTEM
JIOKyMEHTaIUH;

- IpaBWIa OpraHU3alMH
BCEX O3TamoB paboThl ¢
JIOKYMEHTaMU;

- NPUIOXKEHUS TMPOrpaMMbl
Windows,  wucnonb3yemble
JUIs  peanu3alMM  3a/1ad
HOY;

- COBpPEMEHHBIE
UH(POPMAIMOHHBIE
texHonorun JIOY mnonstue
HNEPBUYHON OyXranarepckoi

JOKyMEHTALUH;
- GbopMBI  TIEPBUYHBIX
OyXTanTepcKux
JOKYMEHTOB, COJIEpIKaIInuX
o0s3aTeNbHBIE  PEKBU3UTHI
NIEPBUYHOTO YYETHOTO
JOKyMEHTA;

-  TpaBWiIa M CPOKH
XpaHEHUsI MepBUYHON
OyxranTepckoi
JOKyMEHTALUH;

- IpoLEeypa COCTaBICHUS
aKTa 10 pe3yJibTaTaM
WHBEHTAPU3AL1UH, [IPOEKTOB
IIPUKA30B 110 IPOBEICHUIO
KOHTPOJIBHBIX MPOLEAYP

TectupoBanue.

«5» - 85-100% BepHBIX OTBETOB

«4» - 70-84% BEpHBIX OTBETOB

«3» - 51-69% BepHBIX OTBETOB

«2» - 50% u meHee

Ompoc.

OueHka «5» - «OTJIMYHO» CTaBUTCH,
ecid OO0ydyarouuiicss MOJHO U3Jaraer
MaTtepuan (OTBEYaeT Ha BOIMPOC), JAET
MPaBUJIBHOE OIPEEICHNE OCHOBHBIX
MOHSTHIA, OOHAPYXMBAeT TOHUMAaHUE

Marepuana.

Onenka «4» - «XOpOIIO» CTaBUTCA,
ecnmu  oOydJarouuiicss  JaeT  OTBET,
yIOBJIETBOPSIOLIUI TeEM Ke
TpeOOBaHUSAM, YTO W JUIS OLCHKH
«OTJAMYHO», HO  jJomyckaer  1-2
OIIIHOKH.

Onenka «3» - «yIOBIETBOPUTEIHLHO»
CTaBUTCH, eclin oOyJaromuiics

OoOHapy’>KMBaeT 3HAHWE M TOHMMAaHUE
OCHOBHBIX TOJOKCHHM JaHHOM TEMEI,
HO M3JlaraeT MaTepuajl HENoJIHO U
HETIOCJIeZIOBATENLHO, JIOTTyCKaeT
HETOYHOCTH M OIIMOKH B ONpPE/IEeTICHUU
MOHATUH WK HOPMYITUPOBKE TPABUIL.
OneHka «2» - «HEyAOBIETBOPUTEIHLHO»
CTaBHTCH, eciu o0yJaromuincs
oOHapyXMBaeT He3HaHuWe Ooubliei
9acTH COOTBETCTBYIOIIETO BOMPOCA,
JIOMyCKaeT OIMOKH B (HOpMYIUpPOBKE
OTIpEICIICHUI 1 TIPaBHWJI, MCKAXKAIOIINE
UX CMbICH, OECHOpsIouHO H3JIaraer
MaTepHal.

JudbdepeHunpoBaHHbIH 3a4eT

Onenka «5» - «OTJIIMYHO»
BBICTABJISIETCS  0Oy4YaroLIeMycsi, €cliu
JEMOHCTPUpYETCS BCECTOPOHHEE,
CHUCTEMaTH4YeCKOoe U TIIIyOOKOe 3HaHue
y4eOHOro MpOorpaMMHOIO MaTepuala,
CaMOCTOSITEJIbHO ~ BBINIOJIHEHBI  BCE
MIpeyCMOTPEHHBIE IIporpaMMon

3aJjaHMs, AaKTHBHO pa0oTaBIIeMy Ha
MPAKTUYECKHUX 3aHITHSX, TTOKa3aBIIEMY
CHCTEMATHUYCCKUI XapakTep 3HAHWM, a
TaKXKe CIIOCOOHOCTD K ux

TectupoBanue.
YcrHbIi ompoc.
[IuceMenHBIN  Ompoc.
JMuddepennmponan-
HBI 3a4€T.
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CaMOCTOSTEIILHOMY TIOTIOJTHEHHIO.
OreHKa «4» - «XOPOILI0» BBICTABIISICTCS
oOyJarormemMycs, ecim
JEMOHCTPUPYIOTCS TOCTATOYHO MOJTHOE

3HAHUE y4eOHO-TIPOrPaMMHOTO
MaTepuana, CaMOCTOSITENILHO
BBITIOJIHEHBl BCE  MPEAYCMOTPEHHBIC
MPOrpaMMoit 3a/laHus, OJIHAaKO
JOMYIIEHbl ~ HETOYHOCTH TpU  HX
BBITIOJTHEHHH.

Onenka «3» - «yIOBJIETBOPUTEIHLHO
BBICTABIIAECTCA OOyYalolEeMyCsl, €cliu
JEMOHCTPUPYIOTCS TPOOEIBI B 3HAHUSIX

OCHOBHOTO y4eOHO-ITPOrpaMMHOT0
MaTepuana, CaMOCTOSITEIIBHO
BBITIOJTHEHBI OCHOBHBIE
[IpelyCMOTPEHHBIE IIpOorpaMMon

3aJJaHMs, OJIHAKO JIOMYyIIEHbl OIINOKU
IIPU UX BBIITOJIHEHUHU.

OneHka«2» - «HeyJOBIETBOPUTEIBHO
BBICTaBJISIETCS. 00YYarOIEMYCsl, €CIIH
00OHapy>KUBAIOTCS MPOOEIbl B 3HAHUAX
WM OTCYTCTBUE 3HAHUH 1O
3HAYUTEJILHON YaCTH OCHOBHOI'O
y4eOHOro Marepuasa, He
BBITIOJIHUBIIIEMY CAMOCTOSITEIIEHO
IIPEAYCMOTPEHHBIE TPOTPaMMOM
3a/laHus, 10y CTUBLIEMY
MPUHLMUIINAATIbHBIE OLIMOKHU B
BBITIOJTHEHUH NTPENYCMOTPEHHBIX
IPOrpaMMOM 3aJJaHUM.

B pe3yabTarte 0CBOCHHUS yue

OHOM TMCIUIIMHBI 00Y4aIOUIHIICH 10/IKEeH YMeTh:

- OCYIIECTBIISITh  TOWCK,
aHaJIM3 M HCIOJIb30BaHUE
HOPMAaTHUBHO- MIPABOBBIX
JOKyMEHTOB B NPUMEHEHHHU
K 3agadam J[OV;

- COCTaBJATH U OQOPMIATH
yIPaBIEHYECKYIO u
npodeccrHoHaIbHYIO
JOKYMEHTAITUIO B
COOTBETCTBUE c
HOpPMaTUBHOM 0a30i;

- UCTIONIb30BATh
yHu(pHUIIIpOBaHHBIE (HOPMEI
JOKYMEHTOB;

- OCYIIECTBIISATH JICJIOBYIO
HEPENUCKY U MOICPKUBATH
AIIEKTPOHHBIE
KOMMYHUKAIIHY;

- IMPUMCHATH CpcacTBa

«5» - «OTIIMIHO»
ecnu  oOyyaromuiics
JNEMOHCTPUPYET  TIyOOKHEe  3HAHUA
TEOPETUYECKOTO U MPAKTUYECKOTO
Marepuaiga II0 TeMe IPaKTHYECKOU
paboThl, MOKa3bIBaeT YCBOCHHUE
OCHOBHBIX TOHSTUH, HCIIOJIb3YEMBIX B
pabote, 0e30mMOOYHO M B TOIHOM
00bEMeE BBITIONTHSET 3aJaHHE.

OueHka «4» - «Xopouioy.
OOyuaronuiicst JeMOHCTPUPYET 3HAHUS

Orenka
BBICTABIISIETCS,

yueOHOro  Marepuaga IO  TeMe
MIPaKTUYECKOH  paboThl,  JOIycKas
HE3HAUUTENIbHbIE  HETOYHOCTH  IpHU

BBIITOJTHCHHHU 3aJaHUs ITPU IMTPAaBUJIbHOM
BBIOOpE aNITOpUTMa PEIICHHS 3aIaHHSL.

Onenka «3» - «yIOBJIETBOPUTEIHLHO
BBICTABJISICTCS, €CJIM OOYyYaroluiics B
EJIOM OCBOMJI MaTepHuai

OreHka pe3yibTaToB
BBITIOJTHCHHUS
MPaKTUYECKOMN
paboThl DKCIIEPTHOE
HalJr0/IeHne 3a
XOJIOM BBITIOJTHEHUS
MPaKTUYECKON
paboThI
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UH(POPMAIIMOHHBIX
TEXHOJIOTUH JUTS CO3/IaHUs U
odopMIIeHUS TOKYMEHTOB;

- pa3duparbCsi B CHCTEME
BHYTPEHHETO
JOKyMEHTOO00pOTa
OpraHu3aINH;

- OCYUIECTBIISITh XPaHCHUE U
TIOUCK JOKYMEHTOB;

- pazbuparbcs B
HOMEHKJIaType JIeT,
UCIIONIb30BaTh COBPEMEHHOE
IporpaMMHOe OOecreueHue
B AIIEKTPOHHOM
JIOKyMEHTOO000POTE;

- TOpOBEpATh HaJIW4YHe B
IPOM3BOJIBHBIX TIEPBUYHBIX
OyXraiaTepcKkux JOKYMEHTax
00s3aTeNbHBIX PEKBU3UTOB;
- COCTaBIATH  aKThl |
CIpaBKH TIO pe3yJbTaTaM
BHYTPEHHET0 KOHTPOJIS;

- hopMHUPOBATH TTPOEKTHI
NPUKA30B U PacIoOpsLKEHUN
10 TIPOBEICHUIO
BHYTPEHHET0 KOHTPOJIS.

MPAKTUYECKOW  pabOThI,  JIOMYyCKaeT
OMMOKA TPH BBIMOJHEHUH 3a/IaHUs,
BEIOOD aNropuT™Ma BBITIOJTHEHUS
3aJjaHisT BO3MOXKEH MPHU HABOMSIINX
BOIIPOCaX MPeroaBaTels.

OrneHka «2» - «HeyA0BIETBOPUTEIHHOY
BBICTABIIICTCS 00yJarOIIEMYCsl, SCITH
OH UMEET CYIIECTBEHHBIE MPOOCIIHI B
3HaHUSIX OCHOBHOTO y4€OHOTO
MaTepHualia MPaKTHUECKOW paboThI,
JOITYCKAET OITUOKH IMPHU BBITOJTHCHUN
3aJJaHHsl, HETIPABIIILHO BHIOUPACT
AJTOPUTM JICUCTBUU.
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JIucr o0HOBJIeHUs padoyeil MporpaMMbl y4eOHOM IMCHUIINHBL.

Pabouas nporpamma y4e0HOM QM CHMILJIMHbBI

OI1.00.01 DxoHOMHKA OPraHU3ALMH

38.02.01 DxonomuKka U OyXrajaTepcKkuii yuer (110 0TpPacasim)
B nensx aktyanuzanuu OCHOBHOM MpodeccHoHaIbHOM 00pa3oBaTelbHOU
nporpaMmbl B pabouyl0 TpOrpaMMmy BHECEHBI CJEAYIOIIME HW3MEHEHUS
(mormosHEeHus ):

Paznen (moapaznen) | ConepskaHnue N3MEHEHUS (JIOTIOTHEHMS)
paboueii mporpaMmMBbl

N3menenus (1onosiHeHHsI) B pabouylo MporpaMmy pacCMOTPEHBI U 0JI00pEHbI Ha
3acenanuu [1IK (HaumenoBanue 11K, oTBETCTBEHHOI 32 peain3ainio
JACITUTIIIAHBI )

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

3amecturens qupekropa [IK BI'TY
1o y4eOHO-MeToInuecKon pabdore, (T.E.banawosa)

(monmuce)
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