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1. IMacnmopt KomIIeKkTa (pOHIA OLIEHOYHBIX CPEACTB

1.1 O0mue moI0:KeHUS

@®onx  omneHounslx cpeacts  (POC) mnpeaHasHadeH Ui  KOHTPOJS M OLCHKH
00pa3oBaTeNbHBIX JTOCTHKEHUH, oOyuarommxcsa 1o crnenuanbHoctd 38.02.01 DxoHOomMHMKa U
OyXranTepckuii y4eT (1Mo oTpacisiM), OCBOMBIIMX Tporpammy ydeOHou mucruruimabel OI1.00.06
JIoKyMeHTaIluOHHOE ~ OOecrieueHre ympaBlIeHHUs, KOTopas sSBISETCA 4YacTbl0  OCHOBHOM
npodeccnoHanbHOM 00pa3oBaTenbHON porpaMMbl B cooTBeTcTBHE ¢ PI'OC 1o crenuanbHOCTH
38.02.01 Dxonomuka u Oyxranarepckuit yuer (mo otrpacisim). @OC BKIIOYAIOT KOHTPOJIbHBIE
MaTepuasbl sl MPOBEACHUS TEKYLIETo, pyOeKHOTO KOHTPOJIA U NMPOMEKYTOYHON aTTECTAallUU B
dopme (ykazatb popMy MPOMEKYTOUHOM aTTECTAIIHH).

®OC paspaboran B cootBercTBUH ¢ PI'OC mo cnenmansHocT CIIO crnenmanbHOCTAM
38.02.01 DOxonommka u OyxraiaTepckuit yder (mo otpacisiM) B yactd ocBoeHus OI1.00
O6menpodeccHoHaTbHOTO IMKJIA W B COOTBETCTBHM C pabodeil mporpamMMoil y4ueOHOM
mucuuiuinael 38.02.01 DkoHOMUKA M OyXTaiTepcKuil yueT (1o oTpacisim).

1.2 ®OC yuebnoit quctmmmmuasl OI1.00.06 [Joxymenmayuonnoe obecneuerue ynpasieHus
MO3BOJIIET OCYUIECTBUTh KOMIUIEKCHYIO OLIEHKY OBJIAJCHUS CIEAYIOLUMHU NPOo(dhecCHOHATBHBIMU
u oOuumu komrereHuusMu npeaycmorpeHHbiMu @I'OC mo cnenumansHoct CIIO 38.02.01

OxoHomuka u byxearmepckuil yuem (R0 ompacisim):

Kon HanMeHoBaHHe 00IIUX KOMIIETEHITHIA

OK 1 BoiOupate  cnocoObl  pemieHuss  3agad  MPOPECCHOHANBHOM  AESTEIbHOCTU
IPUMEHHUTEIBHO K Pa3IMYHbIM KOHTEKCTaM;

OK 2 Hcnonb30BaTh COBpEMEHHBIE CpEJICTBAa IIOWMCKA, aHAJIW3a W HUHTEpIpETaluu

uapopmanui W HHOOPMALMOHHBIC TEXHOJOTMH U1  BBIMOJHEHHS —3a/1ad
po(heCcCHOHAITLHOM JISATEIIPHOCTH;

OK3 [TmanupoBaTh M peaqnu30BBIBATh COOCTBEHHOE MPO(ECCHOHAIBHOE U JHUYHOCTHOE
pasBHUTHE, MPECANPUHUMATEILCKYIO EATSIBHOCTh B IpodeccHoHaNbHON cdepe,
UCIIONb30BaTh 3HAHUA MO ()MHAHCOBOW TPAaMOTHOCTH B PA3IMYHBIX KHU3HEHHBIX

CUTYaIUsIX;
OK 4 D} dexTuBHO B3auMOICHCTBOBATh U PabOTaTh B KOJUIEKTHBE U KOMAaH/IE;
OK 5 OcCymIeCTBISATh YCTHYI0 W TNMHCHBbMEHHYI0 KOMMYHHMKALMI0 HA TOCYJapCTBEHHOM

s3pike  Poccmiickoit ®emeparuu ¢ yd4eTOM OCOOCHHOCTEHM COIMAIBHOTO U
KYJBTYPHOT'O KOHTEKCTa;

OK 6 [IposiBnsTH IPaKJIaHCKO-TATPUOTHYECKYIO MO3HULINIO, JIEMOHCTPHUPOBATH
OCO3HAHHOE MOBE/ICHUE Ha OCHOBE TPAJULIMOHHBIX OOLIEUYETOBEUECKUX LIEHHOCTEH,
B TOM YHCJIE C yY4E€TOM T'apMOHHU3AIMU MEXHALUOHAIBHBIX M MEXPEIUTHO3HBIX
OTHOIIEHUN, TPUMEHSATh CTAHAAPTHl AaHTUKOPPYILIUOHHOTO MOBEACHUS;

OK 7 CopeiicTBOBaTh  COXpPaHEHHMIO OKpY)KAIOIIEeH Cpelbl, pecypcocOepeskeHuIo,
NPUMCHATh 3HAHUS 00 W3MEHEHUM KIUMaTa, TPUHIUIBI  OepeKIUBOTO
POU3BOJCTBA, YQ(PEKTUBHO AEHCTBOBATH B UPE3BhIUANHBIX CUTYAIIUSIX;

OK 8 Hcnonp3oBare cpenctBa (U3NYECKON KyJIbTYPHI JUII COXPAHEHUS W YKPEIUICHUS
30POBbSl B Mporecce NpodecCHOHATbHOW JESTETbHOCTH U TOJJICPXKaHUS
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HEOOXO0IUMOT0 YPOBHS (PU3HUECKOH MOATOTOBIEHHOCTH;

OK9 [lonb3oBatbess MpogecCHOHAIBHOW JTOKyMEHTAllMed Ha TOCYJapCTBEHHOM U
MHOCTPAHHOM SI3bIKaX.

Kon HanmeHoOBaHMe BUAOB 1eSITEJIbHOCTH M NPO¢)eCCHOHATbHBIX KOMIIETEHIUI

B 1 Jloxymenmuposanue Xo3alCmMEeHHbIX Onepayull u 6edeHue Oyxeaimepckozo yuema
aKmueo8 op2aHu3ayuu

K 1.1 O0pabaThIBaTh MEPBUYHBIC OYXTAITEPCKHUE TOKYMEHTBI;

K 1.2 Pa3pabaTpiBaTh U COIIACOBBIBATH C PYKOBOACTBOM OpraHHU3alluu pa0ouuil TUiaH
CUETOB OYXTaJTepCKOI0 yueTa OpraHu3aluu;

K 1.3 [IpoBOANTH ydYeT JEHEXKHBIX CPEACTB, OQOPMIATH JICHEKHBIE U KacCOBBIC
JIOKYMEHTHI;

[IK 1.4 @dopmupoBaTh OyXraiarepckue MPOBOJKH [0 YYEeTy AaKTUBOB OpraHU3alUud Ha
OCHOBE paboyero 1mjiaHa CYeTOB OYXTaJTEPCKOTO yUeTa.

B2 Beoenue  Oyxearmepckoco  yuema — UCMOYHUKOS — (OPMUPOBAHUS — AKMUBOS,
8bINOIHEHUE PpaOOm NO UHBEHMAPU3AYUU AKMUBO8 U (UHAHCOBbIX 0013amenbCms
opeanuszayuu

[IK 2.1 [TpoBoaNTh MpoleTypbl HHBEHTAPHU3AIMH (PMHAHCOBBIX 0053aTENILCTB OPraHU3AIIHH;

K 2.2. BrinonHsaTe mOpydYeHUsT pyKOBOJACTBA B COCTaBE KOMHCCHH TIO WHBEHTapHU3aLUU
AKTHBOB B MECTaxX X XpPAHECHUS;

[IK 2.3. [IpoBoauTh NOATOTOBKY K HWHBEHTApU3ALMM W IPOBEPKY JIEHCTBHUTEIBHOIO
COOTBETCTBUS (haKTUUECKUX JAaHHBIX MHBEHTAPHU3AIMH IaHHBIM YUETa;

IIK 2.4. Otpaxxath B OyXTraJTepCKUX IMPOBOJIKAX 3a4eT M CIHCAHHE HEIOCTa4M IEHHOCTEH
(perynupoBaTh MHBEHTAPU3AIMOHHBIEC PA3HHUIIbI) IO PE3yIbTaTaM MHBEHTAPU3ALINH;

I1K 2.5. [TpoBOANTH MpOIIEAYPHI HHBEHTApH3AIIMK (DMHAHCOBBIX 0053aTEILCTB OPraHU3AIINH,

BJI 3 Ilposedenue pacuemos c 6100x4cemom u 6HebrONCeMHbIMU POHIaAMU

[IK 3.1 @opmupoBaTh OyXraaTepcKue MPOBOAKU [0 HAYHCICHUIO U TMEPEUYHCICHUIO
HAaJIOTOB U COOPOB B OI0OJIKETHI PA3JIMUHBIX YPOBHEH;

[IK 3.2 OdopMnsaTh TUIaTEXKHBIE JOKYMEHTHI ISl TIEPEYHCICHUS HAJIOroB U cOOpOB B
OI0/KET, KOHTPOJIMPOBATh UX MPOXOXKIACHUE MO PACUETHO-KACCOBBIM OAHKOBCKUM
ONepaLMsIM;

K 3.3 ®opmupoBaTh OyXrajJTepcKue MPOBOAKU [0 HAYMCICHUI0 U TEPEUHCICHUIO
CTPaxOBbIX B3HOCOB BO BHEOIOIXKETHBIE (DOH/IBI M HAJIOTOBBIEC OPTaHBI;

IIK 3.4 OdopmiIsaTh MUIaTEKHBIE JOKYMEHTHI Ha TEPEUMCICHHE CTPaXOBBIX B3HOCOB BO
BHEOIOKeTHBIE (DOHIIBI U HAJIOTOBBIE OPTaHbl, KOHTPOJIUPOBATh UX MPOXOXKICHUE
10 PaCYE€THO-KAaCCOBBIM OaHKOBCKHM ONEPALIHSIM.

B/l 4 Cocmasenenue u ucnoav3osanue dyxearmepckou ((uHancosol) omuemuocmu

IIK 4.1 OTpakaTh ~ HapacTalOIUM HWTOTOM Ha  CcYeTaXx OyXTraJTepcKoro  yudera
MMYIIIECTBEHHOE U (DMHAHCOBOE MOJIOKEHUE OPTaHU3AINH, OMIPEICISATh PE3yIbTaThl
XO3SIICTBEHHOM J€SITEIbHOCTH 33 OTYETHBIN NEPUO;

[IK 4.2 CoctaBnarb (opMbl Oyxrantepckoi (pUHAHCOBOI) OTYETHOCTH B yCTAHOBJICHHBIE
3aKOHO/IaTEJIbCTBOM CPOKH;

K 4.3 CocraBnaTh (OTYETHI) M HAJIOTOBBIE JCKIapalii Mo HajoraMm U cOopaMm B OIO/IKET,
YUUTHIBas OTMEHEHHBIN eanHbIi connanbHblii Hanor (ECH), oTueTsl mo cTpaxoBbiM
B3HOCaM B TOCYJapCTBEHHbIC BHEOIO/DKETHBIC (OHABI, a Takke (Hopmbl
CTATUCTUYECKON OTUETHOCTH B YCTAHOBJICHHBIE 3aKOHOATEICTBOM CPOKH;

[IK 4.4 [IpoBomuTh KOHTpOJNIL W aHanM3 HHQOpMamuun 00 akTuBax H (HUHAHCOBOM

ITIOJIOKCHHUM OpTraHu3aluu, €€ IUIATEKECTIOCOOHOCTH U JOXOJHOCTH,




1.3 ®opMbI KOHTPOJISI M OlleHUBAHUS Y /]

®opmMoii UTOrOBOM aTTeCTalMy, MPEIyCMOTPEHHON yUeOHBIM IUIAHOM CIIEUAIBHOCTH, IO
yueOnort aucuurummae OI1.00.06 [loxymenmayuonnoe obecneuenue Ynpaeienuss SIBISETCS
oughghepenyuposannwlil 3auem.

2. Pe3yjbTaThl 0CBOEHHS YUeOHO JUCUMILIIMHBI, MOJIeKAlHe POBEPKe

2.1 B pesynapTaTte OCBOCHHS YYEOHOW JUCHMIUIMHBI (HAa3BaHUE JTUCIIUTIIINHBI)
oOyuaromuiicst 1oimkeH obnanates npexycMmorpeHHbiME @I'OC no cnenmansHocTi CIIO 38.02.01

Oxonomuka u oyxearmepckuti yuem (no ompacisam) yMEHUSIMU, 3SHAHUSIMH.

TpeOoBaHMsl K YPOBHIO OATOTOBKH, NepeYeHb KOHTPOJIUPYEMbIX KOMIIETEH U

Kon Ymenus 3HaHus
IIK, OK
OK 1 - OCYILLIECTBJIATH TOUCK, AaHATIU3 U - coJIepKaHMe aKTyalbHOM
OK 2 MCIIOJIb30BaHNE HOPMATUBHO-IIPABOBBIX | HOPMATHUBHO-IIPaBOBOM
OK 3 JIOKYMEHTOB B IIPUMEHEHUH K 3a7ja4aM JIOKYMEHTalUH;
OK 4 J10VY; - OCHOBHBIC TTOHSATHS
OK 5 - COCTaBJIATh U 0OPMIIATH JIOKYMEHTALMOHHOTO 00eCTIeUeHHs
OK 6 YIPaBIEHYECKYIO U MPO(YECCUOHANIBHYIO | YIPaBJICHMUS;
OK 7 JIOKYMEHTALUIO B COOTBETCTBUE C - KlTaccu(UKanus yrnpaBIeHUECKUX
OK 8 HOPMAaTHBHOI 0a30ii; JIOKYMEHTOB;
OK9 - NCTOJIb30BATh YHU(DUIIMPOBAHHBIE - IpaBUJIa COCTABJICHUS U 0(OPMIICHUS
K 1.1 (OpMBI TOKyMEHTOB; YIIPaBJICHYECKUX JOKYMEHTOB U
IK 1.2 - OCYILECTBIIATH JEJIOBYIO MEPENUCKY U BEJICHUS JI€TI0BOM MEPENUCKY;
K 1.3 MOJJIEP’KUBATh 3JIEKTPOHHBIE - COCTaB JIOKyMEHTOB CIIEIIUAJIbHBIX
[IK1.4 KOMMYHHKAIUU; CHUCTEM JOKyMEHTAIUU;
K 2.1 - IPUMEHATH CPEACTBA - IIpaBUJIa OPraHU3aluU BCEX JTAIlOB
IK 2.2 MH(POPMALMOHHBIX TEXHOJIOTUH AJIs paloThI ¢ JOKyMEHTaMU;
K 2.3 CO37aHMs U OPOPMIIEHHS JOKYMEHTOB; npuiIokeHus nporpaMmmbl Windows,
IIK 2.4 pa3buparbcs B cCUCTEME BHYTPEHHETO UCTIOJIb3YEMBIE JJIS pealn3alliy 3a/1a4
K 2.5 JOKYMEHTOO0OpOTa OpraHU3aIHiH; J0VY;
IK 3.1 - OCYILECTBIIATh XPAaHEHUE U IOUCK - COBpEeMEHHbIe HH(OPMAIIMOHHbIE
K 3.2 JIOKYMEHTOB; texHozioruu JOY
IK 3.3 - HCIOJIb30BATh COBPEMEHHOE - IpaBUJIa U CPOKHU XPaHEHHUS
[IK 3.4 MIPOrpaMMHOE 00ECIICUCHHE B JIOKYMEHTOB;
[IK 4.1 3JIEKTPOHHOM JIOKYMEHTO000pOTE; - (hOpMBI IEPBUYHBIX OYXTITEPCKUX
K 4.2 - IPOBEPATH HAIUYUE B POU3BOJIHBIX JIOKYMEHTOB, COAEPKAIINX
I1K 4.3 NEPBUYHBIX OYXTaJITEPCKUX TOKYMEHTaX | 00s3aTebHble PEKBU3UTHI IEPBUYHOTO
K 4.4 00s13aTeTbHBIX PEKBU3UTOB; YYETHOTO IOKYMEHTA;
- pa3bupaTbcsi B HOMEHKJIATYpe Jell; - IpOLelypa COCTABICHHS aKTa 110
- COCTaBJIATH AKThI U CIIPaBKHU 110 pe3ysibTaTaM MHBEHTapU3allUH,
pe3yabTaTaM BHYTPEHHET0 KOHTPOJIS; IIPOEKTOB MPUKA30B MO MPOBEIECHUIO
- (hopMupOBaTH MPOEKTHI MPUKA30B IO KOHTPOJIbHBIX MTPOLIEYP
HPOBE/ICHUIO BHYTPEHHETO KOHTPOJIS




3. Ouenka ypoBHsi ocBoeHus1 Y ][

3.1. ®opmbl M MeTOAbI OLIEHUBAHMSI

[IpenmMeroM OLEHKM cCIOyXaT yMEHMs M 3HaHus, npegycMorpeHHele PI'OC mo
muctumuae  OI1.00.06  [lokymenmayuonnoe obecneyeHue ynpasieHus, HaNpaBICHHBIE Ha
dopmupoBaHne 00MHUX U MPO(HECCHOHAIBHBIX KOMITeTeHIIMNA. KOHTpOIbh U OIeHKa pe3ylbTaToB
OCBOGHHUSI Y4YeOHOW IUCIUIUIMHBI OCYLIECTBISETCA B TMpOIecce MPOBEACHHS ayAUTOPHBIX
3aHSITHIA, @ TAK)KE BBITIOJTHEHHS 00YYaIONIMMHICS HHIUBUIYaTbHBIX 3aTaHUM.

[Ipu oneHuBaHUM HCIONB3YyeTCs S5 - OannbHas cucreMa. Kpurepuu ONEHKH pa3iIuyHbIX

(GopM KOHTPOJISE pe3yIbTaTOB 00yUEHHsI OTOOpa’KEeHBI B TaOIHLIE.

KoHTpPOJIb M 0lleHKa Pe3yJIbTATOB 0CBOEHHsI Y4eOHOH TUCHUIIMHBI

Pe3yabTaThl 00y4yeHHsI

Kputepun onenkn

‘ MeTo/1bI OLIEHKH

B pe3ysibTare 0ocBOeHUS Y4eOHOM TUCHUILIHHBI 00YYAIOIIMIACH 10JI7KEH 3HATD:

Ilepeuenn 3HaHui, | TecTupoBanue. TectupoBanue.
ocBaMBaeMbIX B  pamkax | «5» - 85-100% BepHBIX OTBETOB YcTHBII oIpoc.
JYCIHUNINHBI: «4» - 70-84% BEepHBIX OTBETOB [TuceMenHBI  ompoc.
- cojaepKaHME aKTyalbHOU | «3» - 51-69% BepHBIX OTBETOB Juddepenunpoan-
HOPMAaTHBHO-IIPABOBOM «2» - 50% u meHee HBII 3a4eT.

JIOKYMEHTAIIH;
- OCHOBHBIE MOHATUS
JOKYMEHTallMOHHOT'O
obecrieueHusl yIIpaBIeHUS;

- KIaccupuKanus
yIpaBIE€HYECKUX
JIOKYMEHTOB; IpaBuiIa
cocTaBiIieHUS U 0(pOpMIICHHUS
yIpaBIeHYECKUX
JOKYMEHTOB W BEICHHS
JIeIOBOM MEPETNCKH;

- COCTaB JIOKYMEHTOB
CHelHaTbHbIX cucTeM
JIOKYMEHTaIUH;

- IpaBUJIa OpraHU3aluy Bcex
ATaNoB paboTsl C
JOKYMEHTaMU;

- TPUIOXKEHHUS TPOTPAMMBI
Windows,  ucnoib3zyemble
JUIsL  peanu3alud  3a4a4
HOY;

- COBpPEMEHHBIE
UH(POPMALIMOHHBIE
texHonornu JIOY monsTHE
MEPBUYHON  OyXrantrepckoi

Ompoc.

Ounenka «5» - «OTJIIMYHO» CTaBUTCA,
eciu OOyYaromIuiicsl TOJNHO U3JaraeT
Marepuan (OTBEYaeT Ha BOIIPOC), JACT
IIPaBWJIBHOE OIPEAEIEHUE OCHOBHBIX
MOHATUM; OOHApYy)KMBAaeT IOHWMaHHE
MaTtepuana.

Onenka «4» - «XOpOIIO» CTaBUTCA,
ecnu  oOydvarommiics  JaeT  OTBET,
YIAOBJIETBOPSAIOIIUI TeEM xKe
TpeOOBaHUSM, YTO M [N OLEHKHU
OTIIMIHOY, HO JIOTYCKaeT 1—2 OmmoOKH.
Onenka «3» - «yIOBIETBOPUTEIHHO
CTaBUTCH, ecnu oOyyaromuics
oOHapy»XMBaeT 3HAHUE M TMOHUMaHUE
OCHOBHBIX TIOJIOKCHHUM JAaHHOM TEMEI,
HO W3JaraeT MaTepuan HemoiIHO |
HEIOCIE0BATEIbHO, JIOITyCKaeT
HETOYHOCTH M OIIMOKU B OMpEEeICHUN
MOHATUH UM POPMYJIUPOBKE MPaBUIIL.
OneHka «2» - «HEYJOBIETBOPUTEIHHO
CTaBUTCH, ecnu oOy4aromuics
oOHapyXUBaeT He3HaHHE  OoJbIIei
4acTH COOTBETCTBYIOIIETO  BOIIPOCA,
JIOTyCKaeT OIMMUOKA B (HOPMYIHPOBKE

JIOKyMEHTAINK; ONpEIEICHUN U IpaBUJl, MCKaXarolue
- bopmbI HNEPBUYHBIX | UX CMBICH, OECHOPSIOYHO H3JIaraeT
OyXraiaTepcKkux JOKYMEHTOB, | MaTepHall.

COACpKalux 00s13aTeNbHEIE
PCKBU3HUTLL MNEPBHUYHOTO
YUYCTHOI'O 1OKYMCHTA,

JuddepeHurpoBaHHbIN 3a4eT
OueHka «5» - «OTINYHO» BBICTABIIACTCS
oOydaroniemycs, ecIu




- IpaBUJIa U CPOKU XPaHEHHUS
MEePBUYHON  OyXTaJITepCKON
JOKYMCHTAIlUU,

- Tpolexypa COCTaBJICHHUS
aKTa o pe3ysbTatam
WHBCHTAPH3AIUH, TPOCKTOB
MPUKA30B TI0 TPOBEACHUIO
KOHTPOJIBHBIX TIPOIICTYP

JEMOHCTPUPYETCS BCECTOPOHHEE,
CHUCTEMaTHUYECKOEe M INIyOOKOe 3HaHHE
yu4eOHOTO MPOrpaMMHOIO MaTepuaa,

CaMOCTOSITENIbHO ~ BBINIOJIHEHBI ~ BCE
IIPEyCMOTPEHHbIE IpOrpaMMOii
3a/laHusl, AaKTUBHO paboTaBIIeMy Ha

MPAKTUYECKHUX 3aHATHIX, MOKA3aBIIEMY
CHCTEMaTUYECKUN XapakTep 3HaHW, a
TaKKe CIIOCOOHOCTD K HX
CaMOCTOSITEIIBHOMY TIOTIOJTHEHHIO.

OueHka «4» - «XOpOIIO0» BBICTABISETCS
oOyyaromemycs, ecim
JEMOHCTPUPYIOTCS JOCTATOYHO IOJHOE

3HaHUE y4eOHO-TTPOrPaMMHOTO
Marepuania, CaMOCTOSITENIBHO
BBITIOJTHEHBI  BCE  MPEAyCMOTPEHHbBIE
IIpOrpaMMon 3a7aHus, OJIHAKO
JOTIYIIEHBl ~ HETOYHOCTH  MHpH  HX
BBITIOJTHEHUH.

Ouenka «3» - «yJOBJIETBOPUTEIHHO
BBICTABIISICTCA OOydYaromeMmycsi, ecliu
JTEMOHCTPHUPYIOTCS TPOOENTbl B 3HAHMSIX

OCHOBHOTO y4eOHO-TIPOrPaMMHOTO
Marepuana, CaMOCTOSATEIIEHO
BBIINTOJIHCHBI OCHOBHBEIC
IPeAyCMOTPEHHBIE pOrpaMMOii

3aJaHus, OJIHAKO JIOMYIIEHBI OIINOKHU
IIPU UX BBINOJIHEHUH.

OneHka«2» - «HEYJOBIETBOPUTEIBHO»
BBICTABJIsIETCA  O0yvaroleMycs, €ciiu
O00HAPYKUBAIOTCS TPOOENBI B 3HAHUAX

WA OTCYTCTBUE 3HAHUH o
3HAYUTEIILHOU qacTHu OCHOBHOTI'O
y4eOHOT0 Marepuana, HE
BBIITOJITHUBUICMY CaMOCTOATCIBHO
MPeyCMOTPECHHBIC POTPaMMOi
3aJaHusd, AONIYCTUBIICMY
MPUHITUTTHATEHBIE OIITNOKH B
BBITIOJIHCEHU N npeaAyCMOTPCHHBIX

MPOrpaMMOH 3aTaHUM.

B pe3yabTate 0cBOeHUsI YUeOHOM IMCUMILVINHBI 00y4YaIOMINICA 10/2KEH YMeTh:

- OCYIIECTBISTH  TIOWCK,
aHaM3 M HCIIOJB30BaHUE
HOPMAaTHBHO- HPaBOBBIX
JOKYMEHTOB B TNPHUMEHEHUH
K 3agadam JIOVY;

- COCTaBIATH M O(OPMIIATH
yTIPaBICHYECKYIO "
npo¢eCCUOHATBLHYIO
JIOKYMEHTAIHIO B
COOTBETCTBHUE c

OneHka «5» - «OTIINYHOY
BBICTABIISICTCSA, €CIH  OOydJaromuiics
JEMOHCTPHPYET  TIyOOKHME  3HAHUA
TEOPETUYECKOT0 U IPAKTUYECKOTO

Marepuaga IO TeMe MPaKTHYEeCKOH
paboThI, MTOKA3bIBACT YCBOCHHE
OCHOBHBIX TOHSTUH, HCIOJB3YEMBIX B
paborte, 0€30MMO0YHO W B TOJTHOM
o0BbEME BBITIOJIHAET 3aJJaHHeE.

OreHKa «4» - «XOpouIoy.

Ouenka pe3yibTaTOB
BBITIOJIHCHUA
MPaKTUYECKONU pabOoThI
DKCnepTHOE
HaOJIIOEHUE 32 XOO0M
BBITIOJIHCHUA
MPaKTUYECKOU PabOThI




HOPMAaTUBHOW 0a30M;

- UCTIONIb30BATh
yHU(ULIEpOBaHHBIE  (POPMBI
JIOKyMEHTOB;

- OCYILECTBIISITH JEIOBYIO
HEePeNnCcKy U MOJACPKUBATH
AIIEKTPOHHBIE
KOMMYHUKAIINY;

- TIPUMEHSTH
UH()OPMAITMOHHBIX
TEXHOJIOTUH IS CO3/aHUS U
ohopMIICHHS TOKYMEHTOB;

- pasbupaTbcs B CUCTEME
BHYTPEHHETO
JOKYMEHTO000poTa
OpraHH3aLuH;

- OCYILIECTBIATh XpaHEHHE U
HIOMCK TOKYMEHTOB;

- pa3buparbcs B
HOMEHKJIaType JIel;
UCTIOJIb30BaTh COBPEMEHHOE
nmporpaMmMHoOe oOecreueHne

cpexacTBa

B AIIEKTPOHHOM
JIOKyMEHTO000POTE;
- IpOBEpATh Haauyue B

IPOM3BOJIBHBIX HEPBUYHBIX
OyXraJITepCKUX JOKyMEHTaxX
00s13aTeNIbHBIX PEKBU3UTOB;
- COCTaBJATh AaKThl U
CIpaBKM IO pe3yJibTaTaM
BHYTPEHHETO KOHTPOJIS;

- ¢opMupoBaTh MPOEKTHI
IIPUKA30B U PACIHOPSIKEHUN
o IIPOBEICHUIO
BHYTPEHHET0 KOHTPOJIS.

OOyuatouuiicss 1€MOHCTPUPYET 3HAHHS

y4eOHOro  Marepuajga 1O  TeMe
MPaKTUYEeCKOW  paboThl,  JOIycKas
HE3HAYMUTEIIbHBIE  HETOYHOCTH  TPHU

BBITTOJIHEHUH 33JaHHsI TIPU TPAaBUIHLHOM
BbIOOpE aIrOpUTMa PEICHUs 3a1aHusL.
Onenka «3» - «yIOBJIETBOPUTEIBHO»
BBICTABJISIETCS, €CJIM OOydaroluiics B
LIEJIOM OCBOWJI MaTepuai MpaKkTHIECKON
paboThl, JOMyCKaeT OIMOKH  TpH
BBITTOJIHEHUH 3aJ1aHus, BBIOOp
QITOPUTMA  BBIMOJHEHUS  3aJaHMs
BO3MOXXEH IPU HABOASIIMX BOIPOCAX
IIPEernoiaBaTes.

OneHka «2» - «HEYJOBIIETBOPUTEIBHO»
BBICTABJISIETCS 00YyYarOEMYyCsl, €ClIi OH
UMEeT CYLIeCTBEHHbIE TpoOenbl B
3HaHUAX OCHOBHOT'O y4eOHOro
MaTepuana  IPAaKTHYECKOH  paboTsl,
JIOITyCKAaeT OMIMOKU TNpH BBIIOJIHEHUU
3aJaHus,  HENPaBWIBHO  BBIOMpAET
AJTOPUTM JIEUCTBUM.

3.2. TunoBblie 3aJJaHUA 1J9 ONCHKH 0CBOCHUSA y'leﬁHOﬁ AUCIHHUIIJINHBI.

3.2.1 KomniekT ¢oHAa OLEHOYHBIX CPeACTB AJIsl BXOAHOT0 KOHTPOJIS.

1. Yto BKJIIOYAET B ce0sl MOHATUE TOKYMEHT?

2. Kakue s13b1ku ¥ c11ocoObl JOKyMEHTHpOBaHUs Bbl 3HaeTe?

3. HazoBuTe coBpeMeHHBIE BUIBI HOCUTEICH HHPOPMAIIHH.

4. Yem oTiIMYaeTCs JOKYMEHT JIMYHOTO MPOUCXOXKICHUS OT O(PULIMAIBHOTO JOKYMEHTa?

3.2.2 KomniekT ¢)oHAA OLEHOYHBIX CPEICTB 1JIsl TEKylero KOHTPOJIs.

Pa3nes 1 /lokymMeHTHPOBaHHE YIIPABJICHYECKOI 1esITeIbHOCTH

Tema 1.1. BBenenue. JIokyMeHT U cucTeMa JOKYMEHTAIUH
Teoperuueckre BOMPOCH:



1. Tonstue IOV, uenu, 3a1auu, IPUHLIMIIBL.

2. HopmatuBHO-MeTou4eckas 6a3a peraaMeHTHpYomias paboTy ¢ JOKYMEHTaMHu.

3. Tlonsatue noxkymeHta. @yHKIUM JOKYMEHTA.

4. Kmaccudukanus nokymeHToB. [IpusHaky kinaccudukanuu JOKyMEHTOB.

5. Kakue 3akoHOIATENbHBIE AaKThl NPEANUCHIBAIOT 00S3aTEIBHOCTh JOKYMEHTHPOBAHUS
uHdopmanuu?

6. Kaxkue TpeOoBaHMA K JOKYMEHTaM H3JI0’KEHBI B 3aKOHOAATEIBHBIX aKTax?

7. Ha xoro BO3JIOXKEHO METOJUYECKOE PYKOBOACTBO IMOCTAHOBKOW JI€IONMPOU3BOJICTBA B
cTpane?

8. KakoBo 3nauenue ['CZIOY u uTo OHa pernaMeHTupyeT?

CamocTtosTenpHas padora:
[TonroroBka cooOIIEHUS IO TEMaM:

1. MecTo city»)eOHOTro TOKYMEHTa B COBPEMEHHOM PYCCKOM SI3bIKE
2. ®opmbl J€10BOM peun

3. CoBpeMeHHbIE CITyKeOHbIe JOKYMEHTHI U cepa UX MPUMEHEHUS
4. Tunu4HbBIe OMTMOKY B SI3BIKE M CTUJIC JIETIOBOM IOKyMEHTAIIUN

5. DTHUKET AeN0BOro Nuchma

Tema 1.2 Cucrema opraHu3allMOHHO-PacOPSANTEILHON JOKYMEHTAUU

Tect (TpeboBanus k opopMIIeHHIO JOKYMEHTOB, TPEOOBaHUS K OJaHKaM):
Bri6epute BepHOE yTBEpKICHUE:
1.CnyxeOHoe mojie JOKyMEHTa IpeHa3HAYeHO JIJIsl HAHECEHHUS CTIeUAIbHBIX M300paKeHUI
2. ITocTOSTHHBIN PEKBU3UT — PEKBU3UT, HAHECEHHBIN MPU U3TOTOBJICHUH OJlaHKa
3. IlepeMeHHBII PEKBU3UT HAHOCUTCS IIPH COCTaBICHUH JOKYMEHTA
4. JIeBoe 1osie MOXET OBITh YBEIUYCHO
5. CTpaHullbl JOKYMEHTa HY>KHO HyMEpPOBaTh HAa HUKHEM I10JIE JIUCTA
6. YCTaHOBJIEHO JBa BapHUaHTa PacIoyIOKEeHUs PEKBU3UTOB Ha OJaHKaX
7. Ha Gmanke MOXXHO MOMECTHTb COKpAIIEHHOE Ha3BaHUE OpraHM3allld, JJaXKe €CIM OHO He
3aKpEIICHO B Y CTaBe 3TOM OpraHu3aIuu
8. JIokyMeHT MOKeT OBITh YTBEPKACH JOJKHOCTHBIM JIUIIOM
9. B KoHIIe 3aroj0BKa K TEKCTY JOKYMEHTa TOYKa HE CTaBUTCA
10. TexcT mokymeHnTa Ha popmare A4 ohopMIIIETCs MOITYTOPHBIM MEKCTPOYHBIM HHTEPBATIOM
11. TexcT qOKyMEHTa MOXKET OBITh MPECTaBIeH B (hopMe TaOIUIIBI
12. Konn4ecTBO JIMCTOB B IPUJIOKEHUH K TEKCTY HE YKa3bIBaeTCA
13. B pacmmdpoBke MOAMUCH HHUITMAIBI BCETJa CTOST 10 (haMUTTUU
14.0tmeTKa 00 MCIIONHEHUH TOKYMEHTa MPOCTABISIETCS B JIEBOM HM)KHEM YIJIy IEPBOTO JIMCTA
JIOKYMEHTa
15.01™MeTKa O MOCTYIUIEHUH MPOCTABIISIETCS TOJBKO HA MPUCHUIAEMbIX (BXOISAIINX )
JIOKYMEHTax
BriOepuTe mpaBUILHBINA OTBET:
1. JIuctel HyMepyrOTCH. ..
a) MocepeuHe HUKHETO TOJIs JINCTa
0) mocepearHE BEPXHETO IMOJIS JINCTA
B) B IIPaBOM BEPXHEM YTIIy
2. Hymepanus ctpanui; opopMIIsIIOT TaxK. ..
a) 25
0) -25-
B) cTp.25
3. Ot neBoro noiist 0hOPMIISIOT. . .
a) HaMMEHOBaHHUE BUIa JOKYMEHTA




0) agpecar

B) Tpu( yTBEpN)IACHUS

4. lata nokymeHTa o(hopMIIseTcs:

a) 23.12.2017

0) 23.X11.2017

B) 23.12.17

5. Mecto u3nanus J0KyMeHTa ohopMIIsIeTCs TaK:
a) 1. bpsuck

0) bpsiHck

B) Top. bpsHck

6. Tekct nokymenTa Ha popmare A4 opoOpMIISIOT..
a) yepe3 OJuH MHTEpBaI

0) uepe3 mosnrTopa MHTEpBaIa

B) Yepe3 JIBa MHTEpBaJia

7. Peszomronuio opopmiisier. ..

a) pyKOBOJUTEIb

0) cexperapb

B) UCIIOJIHUTEITh

8. B pexBU3NTE «IOAMKMCH» UHUIHAIBI CTABST. . .
a) 1o hbaMuIun

0) mocie pamuuu

B) HE UMEET 3HAUYCHUS

9. OT™MeTKa 0 moCTyMIIeHUN oopmIIsieTcs. . .

a) Ha MOCTYMNAIOMINX JOKyMEHTaxX

0) Ha OTIPaBIIIEMBIX TOKYMEHTaxX

B) Ha BCEX JOKYMEHTaxX

10. Pe3ynbTaT paccMOTpeHUs TOKyMEHTa PYKOBOJAUTENEM OpopmIIseTcs. . .
a) rpud)OM yTBEPKICHUS

0) pe3omtonueit

B) TpU(OM COTTIACOBAHMUS

Tect (Opranu3aliliOHHO-IIPAaBOBast JOKYMEHTAIH ):
Br10epuTe BepHOE VTBEPKICHNUC:
1.TpeboBanus Kk 0pOpMIIEHUIO OPTraHU3AIMOHHO-TIPABOBBIX JOKYMEHTOB
ycranasnuBaeT I'OCT P 6.30 — 2003
2. B mpunoxenuu k [OCT P 6.30 — 2003 nans! 00pa3iisl 01aHKOB JOKYMEHTOB
3. B opranm3anuu 1o yCMOTPEHHIO PYKOBOJCTBA JIOJKHA OBITH pa3paboTaHa
WHJUBUlyallbHasi MHCTPYKIIMS 1O I€JIONPOU3BOJICTBY
4. OpraHu3aIMoOHHO-TIPaBOBBIC TOKYMEHTHI TIOJIJIEKAT YTBEPIKICHHUIO
5. Oprann3allMOHHO-PABOBbIE JOKYMEHTHI HE MOJIEKAT YTBEPKICHUIO
6. B opranmn3zannoHHO-1paBOBbIE JOKYMEHTBI MOKHO BHOCUTh H3MEHEHUS
7. Ha oprann3aiimoHHO-ITPaBOBBIX JOKYMEHTaX HE CTABUTCS M€YaTh
8. Bce opranmn3aiimoHHO-TIPAaBOBHIE JOKYMEHTBI COCTABIISIET PYKOBOJIUTEH OPraHU3aALUN
Br10epuTe IpaBUILHBIA OTBET:
1. B coctaB opranu3aiinoOHHO-TIPABOBHIX JIOKYMEHTOB HE BXOJIHT. ..
a) yCTaB OpraHU3aliU
0) mTaTHOE pacIucCaHue
B) MpHUKa3
2. JIo;KHOCTHASI MHCTPYKIUS COTPYIHUKA. ..
a) TMOAJICKUT YTBEPKIACHHUIO
0) HEe yTBepKaaeTCst
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B) YTBEPKJAETCA 10 YCMOTPEHUIO PYKOBOAUTEIIS

3. Kakoit HopMaTUBHBIN TJOKYMEHT OMpeeseT 00I3aHHOCTH COTPYTHUKA?

a) IITaTHOE PacluCaHue

0) ycTaB peANpUITHS

B) JIOJDKHOCTHASI MHCTPYKIIUS

4. Opranu3alOHHO-TIPaBOBbIE JOKYMEHTHI HOCST ... XapakTep

a) 00s3aTeIIbHBIN

0) peKOMEeH1aTeIbHbII

B) 03HAKOMMTEIJIbHBIN

5. B xakoMm maziexe hopMyIupyeTcs 3aroj0BOK K TEKCTY JOJIKHOCTHOW MHCTPYKITUN?
a) B UMEHUTEILHOM

0) B pOAUTEIILHOM

B) B IIPEAJIOAKHOM

6. Llenb co3ganusi OpraHu3alliOHHO-TIPABOBBIX JOKYMEHTOB:

a) peryJHpOBaHHE IEATEIBHOCTH, MO3BOJIIONICE almapaTy YIpaBlIEeHUS peliaTh MMOCTABJICHHBIC
nepes HUM 3aJauu;

0) TaHHBIC JOKYMEHTBI CIIYKAT OCHOBAHUEM ISl IPUHSITHS YIPABIEHYSCKUX PEIICHUN
B) JIOKYMEHTBI ONPEACISAIOT CTAaTYC MPEIIPUITHIA, TOPSAIOK UX pabOThI

Tect (PacnopsimutensHas TOKyMEHTAIINSA):
Bribepute BepHOE yTBEpKICHHE:
1. Pemenue u3gaercs Ha OCHOBE KOJUJIETMAIbHOTO PYKOBOJICTBA
2. TekeT nprKas3a 10 OCHOBHOM J€ATENBHOCTH, KaK IPaBUJI0, COCTOUT U3 JIBYX YacTeH
3. KoHcratupyromas 4acTh TEKCTa B MPUKA3E IO OCHOBHOM AEATEIBHOCTH MOXKET
OTCYTCTBOBAaTh
4. ITyHKTHI TEKCTa MPHUKa3a B paCIOPIIUTEILHON YaCTH HyMEpYIOTCs apabckuMu mudpamu
5. Ilpuka3bl MO0 OCHOBHOM JESATENBHOCTH U MO TUYHOMY COCTaBY UMEIOT OOIIYIO
HyMepaluio
6. PekBU3UT «OTMETKA O HATMYMH MPUIIOKEHUSD) TIOCTIE TEKCTa MpHKa3a He oopmiisercs
7. 3aroI0BOK K TEKCTY MPHUKa3a 10 OCHOBHOW JAEATEIBHOCTH (POPMYITHPYETCS B
POIUTENILHOM TaJIexke
8. Ilprka3 mo OCHOBHOM €A TENbHOCTH, KaK MPaBUJIO, TOJMUCHIBAET PYKOBOAUTEIH
OpraHu3aIuu
9. IlocTaHoBEHMS U PELLIEHUS UMEIOT OJHY MOINCH
10. PaciopsiautenbHble JOKYMEHTHI BCTYMAIOT B CUTy C MOMEHTA UX MOANUCAHUS
Brei0epute npaBUIbHBINA OTBET:
1. PacniopsimuTenbHbIN JOKYMEHT, KOTOPBIA U3a€TCsl HA OCHOBE €AMHOHAYAHUS
a) peleHue
0) mpukas
B) IIOCTAHOBJICHUE
2. PacniopsaauTenbHbII TOKyMEHT, KOTOPBINA N3/Ia€TCSl HA OCHOBE KOJUIETHAIBHOTO
PYKOBOJCTBA
a) MpuKa3
0) pemieHue
B) pacropshKeHHUe
3. VI3 CKONBbKUX COCTABHBIX YACTEH, KaK MPaBUIIO, COCTOUT TEKCT PACTIOPSIAUTEIBHOIO JOKYMEHTA
a) U3 IByX
0) U3 oIHOM
B) U3 Tpex
4. ®aMunuioo U JOHKHOCTh HCIHOJHUTENS B PAcCIOpPSIUTENbHONM 4YacTW TEKCTa IpHUKaza 10
OCHOBHOI1 JIeATEIHbHOCTH YKa3bIBAIOT
a) B UMEHUTEIHHOM MaJeKe
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0) B pOUTEILHOM TaJIeXKe

B) B JaTEIHHOM IT1aJIC)Ke

5. B cocTaB peKBU3UTOB MPHUKA3a 110 OCHOBHOM AEATEIIBHOCTH HE BXOAUT PEKBU3HUT
a) Tpu@ yTBEpKICHUS

0) 3aroJIOBOK K TEKCTY

B) HOMED JIOKYMEHTa

6. [Ipuka3 mo OCHOBHOM J€STEIBHOCTH MOAMKUCHIBAET

a) pyYKOBOJUTEIb

0) cexperapb

B) UCIIOJIHUTEITh

7. CIOBO «IpHKa3bIBalO» B TEKCTE IMPHKa3a IO OCHOBHON JAESITENbHOCTH OQOPMISIOT B
CJIeTyIOIIEM HallMCaHUU

a) [TIPUKA3BIBAIO

0) mpuKa3bIBaIO

B) IIpukaspiBaro

8. PacniopsautenpHas 4acTh B paclopsyKEHUU HAUMHAETCS CIIOBOM

a) [TIPEJIJTAT AIO

6) PELIHAET

B) [IOCTAHOBIJIAET

9. 13 CKONBKHUX YaCTE COCTOUT, KaK MPABUIIO, TEKCT MPUKA3a MO JIMYHOMY COCTABY
a) U3 OJIHOMU

0) U3 IByX

B) U3 TpeX

10. B xako# CpoK JOJKHBI 03HAKOMHTH C TPUKA30M JIMIIO, YKa3aHHOE B TEKCTE MPHUKa3a
a) 1 nenp

0) 3 ous

B) 5 nHeH

AKT (TecT):

BribepuTe npaBUIbHBINA OTBET:

1. City’eOHBIi aKT COCTABIIACT U MOAMUCHIBACT
a) pyKOBOJUTEIb

0) UCTIOTHUTEH

B) KOMHCCHS

2. OcHOBaHHEM JIs1 M3AaHUS KAKOTO PACTIOPSAIUTEIHHOTO TOKYMEHTA MOKET OBITh aKT
a) [Ipukas

0) Pemenne

B) [locTanoBnenue

3. JlaToii akTa sBIISICTCS

a) [lata yTBepxxaeHus

0) lata akTupyeMoro coObITHS

B) JlaTa moanucanus

4. B cocTaB peKBH3HUTOB aKTa BXOAUT PEKBH3UT
a) I'pud cormacopanus

0) I'pud yrBepkaeHHS

B) OT™MeTKa 00 UCTIONHUTENE

5. B cocTaB peKBH3UTOB aKTa HE BXOJIUT

a) I'pud yrBepxkaeHus

0) I'pud cormacoBanus

B) 3aroJIoBOK K TEKCTY JIOKyMEHTa

6. CKOJIbKO YacTell COAEPHKUT TEKCT aKTa
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a) OJIHy

0) nBe

B) TpHU

7. 3aroJI0BOK K TEKCTY akTa POpMYyITHpPyETCs

a) B UMEHUTEIHLHOM aJIeKe

0) B pOAUTEIILHOM TaJIeHKE

B) B IIPEUI0KHOM Ta/IekKe

8. CnenyeT 1M yKa3bIBaTh JOHKHOCTH YJICHOB KOMUCCUU MPU O(POPMIIEHUN PEKBU3UTA
TIOMTIHCHY

a) Jla

0) Her

B) Ilo sxemanuro cexperaps

9. B ckoipKuX K3eMIUTSIpax 0OpMIISETCS aKT

a) B tpex

0) B ueTsipex

B) B ckonmbkux HEOOX01UMO

10. Kakas gacTh TekcTa akTa MOKET OTCYTCTBOBATh
a) BBogHas yacte

6) Koncratupyromas

B) 3aKIIOYUTEIbHAS

ITPOTOKOJI (tecr):
Bribepute BepHOE YTBEpKJICHHE:
. B KpaTkoM IpOTOKOJI€ MPUBOAATCSA TEKCThI BBICTYTIICHUI
. JlaToii MpoTOKOJIa SIBJIAETCS aTa IIPOBEACHUS 3aCEIaHUs
. B mpoTokose 00s13aTenbHO YKa3bIBAETCSI KOJMYECTBO MPUCYTCTBYIOMINX
. B Tekcre mporokosna moxeT orcyrcTBoBaTh MyHKT BBICTYIIMJIN
. B mpoTokosie yka3bIBaloTCs pe3yIbTaThl TOJIOCOBAHUS
. IIpoTokoJI cocTaBsAeTCs B OJHOM 3K3EMILIAPE
. [IpoToKO0JI MOANMUCHIBAIOT NMPEACEIATEND U CEKPETAPD KOJIJIETHAIbHOIO OpraHa
. Ha pacmmpeHHBIX 3acejaHUsX COCTaB MPUCYTCTBYIOIIMUX YKa3bIBAETCS KOJIMYECTBEHHO
9.Brimucka W3 MPOTOKOJIA YAOCTOBEpSETCS O(GOPMIICHHEM PEKBH3HTAa «OTMETKAa O 3aBEPEHUH
KOIIUN»
10./laToii BEITUCKU U3 TPOTOKOJIA ABJISETCS J1aTa, yKa3Has Kak fara noanucanus [Iporokomna
BribepuTe npaBUIbHBINA OTBET:
1. JaToif mpoTOKoOJIa ABJISIETCS
a) JlaTa 3ace/laHus
0) nara opopmIIeHUS
B) JlaTa MOJMUCAHUSA
2. V3 CKONBKUX YaCTeH COCTOUT TEKCT MPOTOKOIa
a) OJTHOM
0) nByX
B) Tpex
3. Bonpocsl OBECTKY JIHA B IPOTOKOJIE (POPMYIUPYIOTCS
a) B UMEHHUTEJIBHOM MafieKe
0) B MPEIIOKHOM TAJCKe
B) B BUHUTEJILHOM MaJIexke
4. IIpoTOKOJI MOANUCHIBAET
a) PYKOBOJIUTEIb
0) cekpeTapb
B) MpeJiCeAaTeNb U CEKpeTaph KOUIETHaIbHOIO OpraHa
5. Kakast yacTb B cxeMe OCTPOEHUsI OCHOBHOM YacTH NMPOTOKOJIa MOXKET OTCYTCTBOBATH

0N DN~ W —
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a) CJIVIIIAJIN

6) BBICTYIINJIN

B) [IOCTAHOBWJIN

6. [IpoTokos opopMIIsIIOT

a) B OJIHOM SK3EMIISIpE

0) B IBYX 2K3eMILTIIpax

B) B TPEX dK3EMIULIpax

7. laToi BBIMMCKH U3 IPOTOKOJIA SIBJISIETCS

a) nata ohopmIieHUs TPOTOKOIA

0) mara, ykazaHHas B OTMETKE O 3aBEPEHUHU KOIIUU

B) J1aTa MOJITUCAHUSI POTOKOJIA

8. Beimucky U3 mpoToKoIa MOAMUCHIBAET

a) pyKOBOJIUTEIb

0) 3aBeqyIONTNI KaHIIEIsIpuen

B) CEKpeTaph, 0hOPMHUBIINI BBITUCKY

9. Kak oopMIISIFOTCSI B TEKCTE MPOTOKOJIA, TPUCYTCTBYIOIINE, €CITU UX 22 YeoBeKa
a) [IpucyrcTBoBanu: 22 yenoBeka (CIUCOK MPUIIAraeTcs)
0) IIpucyTcTBOBAIM: IEPEUHUCIIAIOTCS (haMUIIUU TTPUCYTCTBYIOIMIMX B aj(haBUTHOM
MOPSIKE

B) [IpucyrcrBoBanu: 22 dyemoBeka

10. IIpoToKOIBI YTBEPKAAIOTCA

a) Bceraa

0) yTBEPKACHHIO MOJICkKAT HEKOTOPHIE BHUJIBI IIPOTOKOJIOB
B) 10 YKa3aHUIO PYKOBOJIUTES

CJY/XKEBHBIE 3AIINCKMH (TecT):
Bribepute BepHOE yTBEpKJICHHE:
1. BHyTpeHHss HoKIaHas 3anmucka opopmisieTcs Ha OIaHKe OpTaHU3aIiH
2. TekcT AOKIaHOM 3aITUCKHU COAEPIKUT TOJIBKO 00CTOSTEIBHOE U3JI0KEHHE BOIPOCa
3. BHYTpEHHIOIO JOKJIAIHYIO 3alIUCKY ITOANUCBHIBAET COCTABUTEIIb
4. AnpecaHT B IOKJIaJHON 3aIMCKE YKa3bIBACTCS B MMEHUTEIbHON MaJiexe
5. JIoknaiHble 3alMCKU HE TIOJJIEkKAT PEruCTpalun

Bri0epute npaBUIbHBINA OTBET:

1. BHyTpeHHIOI0 TOKJIaIHYIO 3alMCKY TOIMUCHIBAET

a) COCTaBUTEIIb

0) pYKOBOAMTENH MOAPA3ACTICHUS

B) CEKpETaph

2. B ckoapKkux Kk3eMIusipax ohopMIIsieTcs] BHEIIHSS JOKIaTHAas 3aUCcKa
a) B OJTHOM

0) B IByX

B) B Tpex

3. PexBU3UTHI 00BACHUTENBHOMN 3aITUCKHU TI0 TTOBOLY OOBSICHEHUS MOCTYITKA aHATOTHYHBI
a) BHYTPEHHEH JTOKJIATHOM 3aITUCKH

0) BHyTpEHHEH CIpaBKU

B) ClIy’)k€OHOMY ITUCbMY

4. TekcT AOKIATHON 3aMMCKH, KaK MPaBUIIO, COCTOUT

a) U3 OJTHOW YacTH

0) U3 nByX yactei

B) U3 TpEX yacTei

5. B cocTaB peKBU3UTOB BHEILIHEW TOKJIAJHON 3alIUCKUA HE BXOJIUT

a) 3aroJIOBOK K TEKCTY




0) meyatpb
B) MIOJINHKCH

JAEJIOBOE ITUCBMO (tecT):
BribepuTe BepHOE YTBEpKICHHUE:!
1. TekcT ciy>keOHOTO MUChMa MOKET OBITH MMPOCTHIM
2. ToH cay»keOHOT0 MUChMa 3aBUCHUT OT €T0 COJCPKAHUS
3. B tpadapeTHOM TeKCTe HE ClieyeT HauMHATh TEKCT CO CBOOOJHOTO MECTa, OTBEACHHOIO IS
nepeMeHHO nHpopMaIu
4. B ciyxe6HOM MUChME TEKCT MUILIETCS OT 1-To JIMila MHO>KECTBEHHOTO Yncia
5. BeIiensT mpuchUiaeMbIe U OTIIPABIISIEMbIE TTHChMa
6. City:)xeO0HOe THCbMO MOKHO 0(OpMHUTH Ha opmare AS
7. MakcumanbHOE KOJIMYECTBO aIpecaToB B MUCHME - 4
8. Ilucbma 1o GpyHKIMOHATBLHOMY MPU3HAKY AENATCS HA MHUIIMATUBHBIE U OTBETHbHIE
9. Ciyxe0HO€ MUCHEMO MOXET UMETh JBE MOAMHICH
10. Ciy>keOHOE THCEMO MOTYT YJIOCTOBEPSITH MIEYAThIO

BeiOepure npaBUIIbHBIN OTBET:

1. Tekct city’ke0HOTO MUChMa COCTABISAETCS OT

a) 1-ro nua MHOXECTBEHHOTO YHCIIa

0) 2-T0 NHIa €IMHCTBEHHOTO YHCIIa

B) 3-r0 JIM11a MHOKECTBEHHOTO YnCiIa

2. PEeKBUBHUT «CChIJIKA HA HOMEP U JIaTy BXOSIIETO TOKYMEHTa» 0(hopMIIsIeTCs
a) BO BCEX MHUChMax

0) B OTBETHBIX MUCHMAX

B) B MHUIIMATUBHBIX MUCHMax

3. PykoBoauTeNb U TTIaBHBIN OyXTrauTep MOAMUCHIBAIOT

a) MIChMO-HM3BEIIECHNE

0) pexIaMHOE THUCHMO

B) TapaHTUMHOE MUCHMO

4. B cocTaB peKBU3UTOB CIyK€OHOTO MUChMa HE BXOAUT

a) aapecar

0) Ha3BaHKE BHUJA JOKYMEHTA

B) MOJIHKCH

5. TekcT cimyke0HOro MUchMa MOKHO ohopMUTh Ha hopMmate AS, ecnu
a) Het Osanka opmara A4

0) TEKCT MUChbMa HE MPEBBILIAET 6 CTPOK

B) €CTh COOTBETCTBYIOIINE YKa3aHUS PYKOBOAUTENS

6. Ckonpko O01aHKOB MOTpeOyeTcs, eCiu Cay>KeOHOe MUChMO HAIPaBIIAETCS B JBa ajpecara
a) OJIMH

0) nBa

B) TpH

7. MakcuMmanbHbIN 00beM CITY>KeOHOTO TUChMa

a) OJTHa CTpaHUIlA

0) BE CTpaHUIIBI

B) TPU CTPaHULIBI

8. IleuaTrio ymocToBepsieTcs

a) MUChMO-HAaTIOMUHAHUE

0) MUCHEMO-TIpUTTIAIIICHHE

B) TapaHTUMHOE MUCHMO

9. OTMeTKa 0 MOCTYIUICHUH JJOKYMEHTA B OPTaHU3AIHIO IPOCTABIISAETCS
a) Ha BCEX JIOKyMEHTax
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0) TOJBKO Ha MPHUCHUTAEMBIX

B) TI0 YCMOTPEHHIO CEKpeTaps

10. B nucbMe 0TMETKA O MOCTYIUIEHUH JOKYMEHTA IPOCTABIIAETCS
a) B IPaBOM HIKHEM YTITy TIEPBOTO JINCTA TOKYMEHTa

0) B JIEBOM HM)KHEM YTITy MOCIIEIHET0 JIUCTA JOKYMEHTa

B) Ha JJIOOOM CBOOOJHOM MECTE

[IpakTrueckue 3aHATHS:
1. CocraBienue u opopmiieHre pekBu3uToB OPJ]
2. CocraBiieane U OpOpPMIICHHE OPTaHWU3AIMOHHBIX JTOKYMEHTOB: TOJIOKEHUE O OYyXTaJITepHH,
JOJKHOCTHASI HHCTPYKITUS I€TIOTPOU3BOTUTEIS
3. CocraBnienne u 0OpPMIICHHE PACTIOPSIUTEIBLHBIX TOKYMEHTOB: TIPUKa3, pACIIOPsHKCHUE
4. CocraBiaeane u odopmieHHE CHPABOYHO-MHPOPMAIMOHHBIX JTOKYMEHTOB: MPOTOKOI,
JOKJIaJHasl 3alucKa, OOBSCHUTENbHAs 3alucKa, 3asBIIEHWE, CIy)KeOHOe (IIeJIOBOE) MHUCHMO,
TesneoHorpaMma

Paznen 2 Cucrembl JOKYMeHTAIIUN
Tema 2.1 JlokymMeHTaLMs 10 TPYAOBBIM IIPAaBOOTHOIIEHUSAM

TeopeTruueckre BOMPOCHI:
1. llenp, ocHOBHOE HA3HAYEHHE U IOPUANYECKOE OOOCHOBAHUE TOKYMEHTOB, OIPEIEISIONINX
TPYI0OBbIE PABOOTHOIICHUS
Bupl nepBUYHON y4ETHOM JOKYMEHTAIMH IO JIMYHOMY COCTaBY
CocTaB TOKyMEHTOB BXOJISIINX B JTHYHOE JIEI0 paOOTHHUKA
Kaxkue npukassl Ha3pIBalOTCS MPUKA3aMHU T10 JIMYHOMY COCTaBy?
Kak ¢popmynupyercs 3aroJoBoK K CBOJHOMY HpUKa3zy?
Kak oopmiisieTcst Bu3a 03HaKOMJICHHUS B TIPUKA3ax 110 JIMYHOMY COCTaBYy?
Kak numercs 3asBnenue?
N3 kakuX CTPYKTYpPHBIX 3JIEMEHTOB COCTOUT XapaKTEPUCTHKA?
KTo moanuceiBaeT XxapakTepuCcTUKy?

XAk WD

IIpakTnueckoe 3aHaTue 5
«CocraBneHue ¥ O(OPMJIEHHE JIOKYMEHTOB IO TpPYJIOBbIM IPAaBOOTHOIIEHUSIM: DE3IOME,
XapAKTEPUCTHKA

Tema 2.2. JlokymeHTanus no (MHaAHCOBO-PACYETHBIM OTNEpaLUIM
TeopeTnueckue BOIPOCHL:
1. TpeGoBanus, nmpeabsBiIsieMble K GPUHAHCOBO-PACUETHBIM JTOKyMEHTAM

2. Buasl JOKyMEHTOB 110 (PMHAHCOBO-PACUETHBIM ONEPALUSIM

[TpakTuyeckoe 3aHsTHE 6
«Cocrasnenue u opopmiIeHHE TOKYMEHTOB MO (PMHAHCOBO-PACYETHBIM OTICPALIASIM)

Tema 2.3. JloroBopHo-IipaBoBasi JOKyMEHTALIUS

Teopernueckuie BOIPOCHI:
1.  OcHOBHOE Ha3HauY€HUE NOKYMEHTOB, OTHOCSIINXCS K JOTOBOPHO-IIPaBOBOM TOKyMEHTALUN
2. TpeboBanus, npeabsaBIsieMble K JOTOBOPHO-IIPABOBOM TOKyMEHTALIUH
3. Buasl J0OKyMEHTOB OTHOCSIIUXCS K JOTOBOPHO-IIPABOBOM TOKYMEHTAIUU
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ITpakTnueckoe 3anarue 7
«Cocrapnenue 1 0popMIICHHE TPETECH3MOHHBIX TUCEM»

Paznen 3 Opranmszaunusi padoThbl ¢ JOKYyMEHTaMH
Tema 3.1. Opranuzanms JOKYMEHTOOOOpPOTa, PpETrUCTpalUs JOKYMEHTOB, HCIOJIHEHHUE
JIOKYMEHTOB

Tecr:
Bribepute BepHOE YTBEpKICHHE:
1. B kax/10M y4peXJJeHUN JOJKHBI ObITh pa3paboTaHbl CXEMbl JABMKEHHSI OCHOBHBIX KaTETrOpHH
JIOKYMEHTOB
2. YcKOpeHue T0KyMEHT0000poTa JOCTUraeTcs 3a CUET COKPALEHHUS KOJINYEeCTBA
00pabaTbIBaeMbIX JOKYMEHTOB
3. BCKpBITHIO TOJIEKUT BCS KOPPECTIOHICHIIMS, OCTYNAIONIAsl B OPraHU3aLUI0
4. KoHBepThI IOCJIE BCKPBITUS MPUCHUIAEMON KOPPECTIOHACHIINN BCETa YHUYTOXKAIOT
5. dakT NoCTYIUIEHUs JOKYMEHTA B OpraHU3aLuio o(popMIIsieTcs pe30Ionuell pyKOBOAUTENS
6. OTMeTKa O IOCTYIUICHHUH JIOKYMEHTa B OPraHU3aIUI0 MPOCTABIISIETCS HA JTI000M
cBOOOJTHOM MecCTe IEPBOro JIMCTa JOKYMEHTa
7. OTMETKY O MOCTYIUIEHUH JJOKYMEHTa B OPTaHU3AIMIO MOKHO ITPOCTABIIATH HA KOHBEPTE
8. Bce 1OKyMEHTBI, MOCTYNUBIINE B OPraHU3ALUIO, TOJIEKAT PETUCTPALIIH
9. IlocTynaromme JOKyMEHTBI PETUCTPUPYIOT B ACHb NOCTYIUICHUS
10. CoznaBaemble JOKYMEHTBI PETUCTPUPYIOTCS B ICHb ITOANUCAHNS WIN YTBEPKACHUSA
BriOepuTe mpaBUILHBINA OTBET:
1. JlokyMeHTbI, HOCTYNUBIINE HE MO aJIpecy, CIEAYET
a) BEpHYTb Ha IIOUTY
0) YHUUTOXXUTh
B) MepesiaTh ¢ KypbepoM
2. KoHBEpTHI MOCTYNHUBIINX JOKYMEHTOB
a) YHUYTOXKAIOT
0) OCTaBISAIOT
B) B 3aBUCHMOCTH OT CUTYyalluu
3. dakT NOCTYIUICHHUS IOKYMEHTa B OPTraHU3aLNI0 0(POPMIISIOT PEKBU3UTOM
a) OTMETKa O KOHTpOJIe
0) OTMETKa O OCTYIJIEHUH TOKyMEHTA
B) OTMETKa 00 UCTIOTHUTEIE
4. O0s13aTenbHON PETUCTPALIUU TOJIEKAT
a) sKcmpecc-uHpopMaIus
0) pekJiaMHbIE TUChMa
B) 3asBJICHUS IPaXJ1aH
5. Llenpro perucTpanuu sABisieTCs
a) obecreueHue y4eTa u KOHTPOJIS
0) OBICTPBIN TOUCK JOKYMEHTOB
B) BCE BBILLIENIEPEUHUCICHHOE
6. [Iponienypa peructpaiuu BKIIOYAET B ceOs
a) OJIMH dTan
0) nBa sTamna
B) TpH dTama
7. B MHIEKC TOKYMEHTA HE BXOAUT
a) kox o OKVY[]]
0) HOMep Jeia IO HOMEHKIIaType
B) HOMEp CTPYKTYPHOTO MOJIpa3/ieiIeHus
8. XKanoba nnm 3asBiIeHNE, TIOCTYIHMBIINE B aJ[peC OpPraHU3aIuy, HIMEIOT HHIEKC
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a) Ne 18-M

6) Ne 18

B) Ne 18 o/k

9. IIpuka3 Mo OCHOBHOM JEATEIBHOCTH UMEET UHIEKC
a) 34 n/c

0) Ne 34

B) Ne 34-x

10. He noasexxut peructpanuu

a) MpUKa3 10 OCHOBHOMU J€SATEIbHOCTH

0) >xano0a rpakIaHuHa

B) MHCHbMO WH(POPMALIMOHHOTO XapaKTepa, MPUCIAHHOE ISl CBEICHUS
11. O6s13aTenbHON PeTUCTPAIIAN TTOIICIKUT

a) IOKyMEHT, KOTOPBIN IO CBOEMY COJCPKAHHIO TPEOYET pelIeHHs UITU OTBETa
0) mporpaMMa COBEIIAHUS

B) TIaHOBO-(DMHAHCOBAS TOKYMEHTAIIHS

12. UaauBUIyaabHbIE CPOKUA UCTIOJIHEHUSI YCTAHABIMBAET
a) UCIIOJIHUTENb

0) pyKOBOAUTEIb

B) CEKpETaph

13. Cpok ucnojgHeHHs] JOKYMEHTA HCUUCIISETCA

a) C MOMEHTA MOCTYIUICHHUS JOKYMEHTa B OPTaHU3AIHIO
0) ¢ MOMEHTA MOJTYYEHUS JOKyMEHTA UCTIOTHUTEIEM

B) C JIaThl MOCTYIUBIIETO TIOKyMEHTA

14. Cpok uCHOTHEHHS JOKYMEHTA MOKET MPOTUTh

a) TOT, KTO €r0 YCTaHOBHII

0) UCTIOJTHUTEIb JOKYMEHTA

B) pPYKOBOJIUTENb

15. JIOKyMEHT CUUTaeTCS UCTIOTHEHHBIM

a) KOT/Ia €CTh YKa3aHUE PyKOBOIUTEIS

0) Korja mpocTaBiieHa OTMETKA 00 UCTIOJTHEHUHN

B) TOCJI€ PETUCTPAIK JOKYMEHTa

[TpakTrueckoe 3ansaTue Ne 8
«CocraBrenne u opopmieHne ¢GOpM IKYpPHAIOB BXOJSIINX, HCXOMSIIMX W BHYTPEHHHUX
JIOKYMEHTOB)

[TpakTnueckoe 3ansatue Ne 9
«Cocrasnenue u opopMiIeHnEe BHYTPEHHEH OMHMCH JTOKYMEHTOB, HOMEHKIIATYPBI JEI

3.2.3 KommiekT (oHIa OLEHOYHBIX CPEeICTB /JJsi INPOBeICHUS] NMPOMEKYTOYHOM
aTTecTalMu.

[IpenmMeToM OLIEHKH SBISIOTCS YMEHUsT M 3HaHUSA. [IpoMexyTouHas arTecTaius
npoBoauTCs B popme auddepeHIIMPOBAHHOTO 3a4eTa.

OueHka OCBOEHHUs AUCHUIUIMHBI MPEIyCMaTpPUBAET MCIHOJb30BaHUE HAKOMUTEIbHOU
CUCTEMBI OIICHUBAHUS U MPOBEJCHUE dK3aMeHa. B 3aBUCHMOCTH OT pEHTHHIOBOTO Oayiia CTYICHT
MOKET OBITh OCBOOOXKIEH OT NPOBEPKHM OCBOCHHS Ha OHK3aMEHE TOW WM HWHOM 4YacTH
IUIAKTHUYCCKUX CAUHUII.

Bonpocs! 1151 moaroToBKu K AugdepeHuMpoBaHHOMY 3a4eTy 10 Y4eOHOI JTHCIUILIHHE:
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1. Enunas rocynapcTBeHHass CUCTEMa JI€JIONPOU3BOJCTBA: 11€7b, OCHOBHBIE IOJIOXKEHMUS,
TpeOoBaHUs, JOCTOMHCTBA M HeAocTaTKu. [loHSATHE JOKYMEHTAalMOHHOTO OOecreyeHus
yIpaBieHUsI.

2.  JIOKyMeHT H ero (yHKIIUH.

3. Knaccudukamus nokymeHToB. [Ipu3Haku KinaccupuKay J0KyMEHTOB.

4. YaudumupoBaHHas CHCTEMa OpraHU3aIlMOHHO-PACTIOPAIUTEILHON qoKyMeHTaruu. Cxema
pacnonoxxenus: pekBu3uToB 1-10, mpaBuna ux opopmieHus.

5. VYaudunupoBaHHAs CHCTEMa OPraHU3AIMOHHO-PACTIOPSAAUTEIPHON JOKyMeHTaruu. Cxema
pacrnonoxxeHus: pekBu3uToB 11-20, mpaBuia ux opopmIICHHS.

6. YuudunupoBaHHAs CUCTEMa OPraHU3AIMOHHO-PACTIOPSAAUTEIBPHON JOKyMeHTauu. Cxema
pacnionoxxenus: pekBuzuTos 20-30, mpaBuia ux opopMIICHHS.

7. bnaHku AOKyMEHTOB, BHIbI OJlaHKOB. TpeOoBaHUs, NpeabsBiseMble K O(OpMIIEHUIO
OJIaHKOB JOKYMEHTOB.

8. OpraHu3alMOHHO-TIPABOBasl JOKYMEHTAallMs: OCHOBHOE Ha3HAuY€HUE, BHJbBI, COCTaB
PEKBU3UTOB.

9. OpraHuzalnoOHHO-paclopsAUTEIbHAs JOKYMEHTAlUsl: OCHOBHOE Ha3HAu€HUE, BHUBI,
COCTaB PEKBU3UTOB.

10. ITpaBuna odopmieHuUs: TPUKA30B MO OCHOBHOM JIEATEIBHOCTH U TIO TUYHOMY COCTaBY.

11. CnpaBouyHO-MH(pOpMAITMOHHAS TOKYMEHTALMs: OCHOBHOE Ha3HAYCHUE, BH/IBL.

12. TIpoTOKOIBHBIE TIOKYMEHTHI: BU/IbI, COCTAB PEKBU3UTOB, IPaBUIa O(hOPMIICHHUS.

13. JlokyMeHTBI, IepelaBacMble 110 KaHajlaM CBSI3M: BHJbl, COCTAaB PEKBU3UTOB, IpaBUia
odopmIIeHHUS.

14. CnpaBo4HbIE TOKYMEHTBI: BHJIbI, COCTaB PEKBU3HUTOB, MTPaBUiIa 0(OPMIICHHS.

15. Cnyxebnoe (1enoBoe nmucbMo). TpeboBanus K AenoBoi nepenucke. CocTaB peKBU3HTOB.

16. Buanl nuceM: HHUIIMATHBHEBIC, OTBETHBIC.

17. JIoKyMeHTbI, OIpEIENSIOIINE TPYAOBbIE MPABOOTHOIIECHUS: OCHOBHOE Ha3HAUYEHUE, BUBI.

18. JIoKyMeHTHI, BXOASIIME B COCTaB JIMYHOTO fena. OdhopMieHne THYHOTO Aena.

19. Xapakrepuctuka: TpeOOBaHUs, IPEIBIBISIEMBIE K €€ O(POPMIIEHHUIO; CTPYKTYpa TEKCTA.

20. OOmias xapakTepucTUKa U TpeOOBaHMUs, MPEAbSIBISIEMbIE K JOKYMEHTaM MO (PMHAHCOBO-
PacUYETHBIM ONEPALUSIM.

21. OdopmiieHne OTKPBITUS CUETOB MPEIIPUATHA.

22. Knaccuduxaius 10KyMEHTOB 10 (PMHAHCOBO-PACUETHBIM ONEPALIUSM.

23. Tlonsatue norosopa. PekBu3uthl qorosopa. OCHOBHBIE pa3elibl TEKCTa JOTOBOPA.

24. Bunbl nporoBopoB. [IpoTokosibl pa3HOrIacHMii K JOTOBOpaM, OCHOBAHUS IS WX
COCTaBIICHUS.

25. Homenkiartypa ned.

26. DxcnepTu3a HEHHOCTH JOKYMEHTOB.

27. OdopmieHHe e U Tiepeadya uX Ha apXUBHOE XPaHCHHUE.

28. Peructpaumst  JOKyMEHTOB, (OpMBI  perucTpanuu JTOKyMEeHTOB. TpeOoBaHwus,
IpEIbABISIEMbIE K PETUCTPALIUN JOKYMEHTOB.

29. IloToKu AOKYMEHTAI1H.

30. DneKTpoHHBIN TOKyMEHT. TpeOoBaHus, MPEABABIIEMbIE K 3JIEKTPOHHBIM TOKYMEHTaM.

4. Cnincok uTepaTypsl
4.1.0cHOBHaf JIUTEpPATYypa

1. Baronmuna M.B. OpraHumzanuss M TEXHOJOIHA JOKYMEHTAllMOHHOTO oOecredeHus
ynpasienus: yued. mocodue. — M.; PocroB u//1: Jamkos u K; Hayka-Cnektp, 2018. — 315 ¢. — 10
9K3.

2. JlokyMeHTalMOHHOE OOecrieueHHe yIpaBieHUs [DJIEKTPOHHBIN pecypc]| : yuyeOHMK i
CTYJACHTOB BY30B, OOY4YalOLIMXCS [0 HAMpaBleHUsIM «ODKOHOMHKAa» U «MEHeIKMEHT»,
cnenuanbHOCTAM «MHpOpMaTuka», «J/loKyMeHTOBeAeHHE M JIOKyMEHTAIIMOHHOE oOecrieueHue
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ynpaBieHus», «ABTomatu3auus u ympasinenue» / A.C. I'punbepr [u ap.]. — DnekTpoH.
texkcToBbie AaHHble. — M. : OHUTU-JIAHA, 2021. — 391 ¢. — 978-5-238-01770-9. — Pexum
noctyna: http://www.iprbookshop.ru/71213.html

3. JlokyMeHTanmmoHHOe obOecmnedyeHue ymnpapieHus. CocraBieHne U 0GOPMIICHHE JETOBBIX
TOKYMEHTOB : yueOHoe nmocobue mist CITO / cocraButenu E. M. bammakosa. — CapatoB, MockBa
: IIpodoOpazoBanne, At [lu Ap Menua, 2021. — 144 c. — ISBN 978-5-4488-1080-0, 978-5-
4497-0964-6. — Tekct : >MeKTPOHHBIN // DnekTpoHHO-OMOAMOoTeuHas cuctema IPR BOOKS :
[catiT]. — URL: https://www.iprbookshop.r Ky3neronsa, 1. B.

4. UVuapopManMOHHbIE TEXHOJOTHMH B JOKYMEHTAI[MOHHOM OOCCIICUEHUU YIPABICHUS U
apXUBHOM Jieie [DneKTpoHHBIH pecypc]| : yueOHuk mis By30B / T.B. Kongpamosa [u ap.]. —
DJIEKTPOH. TeKCTOBbIE ManHble. — M. : Jloroc, 2018. — 408 ¢. — 978-5-98704-786-6. — Pexxum
noctyma: http:// www.iprbookshop.ru/70714.html

5. Kysnenosa 1.B. JlokyMeHTaIlMOHHOE 00€CIICUCHHE YIPABICHHS [ DJIEKTPOHHBIN pecypc]
: yaeoHnoe mocodbue mst CCY3oB / U.B. Ky3nenona, I'.A. XauaTpstH. — DJIEKTPOH. TEKCTOBBIC
nanHsle. — Capatos: Al Ilu Op Menna, 2018. — 109 c. — 2227-8397. — Pexum nocryna:
http://www.iprbookshop.ru/44181.html

6. Kopuees, 1. K. JlokymeHTalmoHHOE OOECIIEUEHUE YNPABICHUS : YUCOHUK U MPAKTUKYM
s cpenHero  mpodeccuonanbHoro  obpaszoBanmsi/  U. K. Kopuee,  A. B. [lmenko,
B. A. MamypuieB. — 2-e u3f., nepepad. u gon. — Mocksa : UznarensctBo IOpaiit, 2022. —
384 c.— (Ilpodeccuonanpsnoe obOpazoBanue). — ISBN 978-5-534-05022-6. — Texkcr
NeKTpoHHBIH  //  OOpazoBarenbHas  mnatgopma  FOpaiit [caiiT]. —  URL:
https://urait.ru/bcode/492541 (nara obpamenus: 04.07.2022).

7. JlappkoB H.C. [lokymenroBenenue: yuebnuk. — M.: Ilpocnekr, 2016. — 412 c. — 3 k3.
Cokomnoa O.H. JlokymenTanmonHoe obecrieueHue ympapiieHus B opranusamnuu. — M.: KuaoPyc,
2018. - 155 c. — 2 3k3.
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1. Koncrurynusa Poccniickoit denepanuu ¢ "3MEHEHUSAMU.

2. I'paxnanckuii kogexe Poccuiickoii @eneparuu (4acTh rneppasi) ¢ U3SMEHEHUSMHU.

3. Tpynosoii koaekc Poccutickoii denepaiinu ¢ ”3MEHEHUSIMU

4. ®enepanbubiii 3akoH oT 02.07.2006 Ne 149-®D3 (pen. ot 23.04.2018) «O6 unbpopmanuy,
UHPOPMATU3AIUH U 3alIUTE HH)OPMAITUI.

5. ®enepanbublii 3akoH oT 06.12.2011 N 402-®3 (pea. ot 26.07.2019) «O Oyxrantepckom
ydere»

6. TOCT P 7.0.97-2016 "Cucrema craHaapToB Mo HuH(popMaluy, OUOIUOTEUHOMY H
uznarensckomy aery. OPJI. TpeboBanus kK opopMICHUIO TOKYMEHTOB" .

7. TOCT P.7.08-2013 «CHBHW/I. [lenonpou3BOACTBO M apxWBHOE Aen0. TepMHHBI Hu
OTIpEeICTICHUS.

8. IlpumepHass HMHCTPYKUHS IO JEJIONPOM3BOJACTBY B TOCYJAapCTBEHHBIX OpIraHU3ALUAX
(yrBepkaeHa npukasoM Pocapxusa ot 11.04.2018 Ne44).

9. CnpaBouHno-mpaBoBast cucrema «Koncynprant Ilmroc» [Onexrtponnsiii pecypc]. URL:
http://www.consultant.ru

10.  CmopaBouHno-npaBoBast ~ cucremMa  «l'apanT»  [Onexkrtponnslii  pecypc].  URL:
http://www.garant.ru

11. [leno-Bex: Bce o aenonpousBoacTBe [DnekTpoHHbli pecypc]. URL: http://delo-ved.ru

12. IllyBanoBa H.H. JlokymeHTannoHHOEe OOECIIeUeHUE YIPABICHUS: YUCOHUK U MPAKTUKYM /
[ysanosa H.H. - M.: HUznatensctBo IOpaiit, 2019 [OnexkrponHbIil pecypc; Pexxum gocryna
https://biblio-online.ru/bcode/433679] .

13. Ky3nenosa, 1. B. JIokymeHTaninoHHoe oOecrieueHre yrnpaBieHus : yueOHoe rmocodue ams
CIIO / W. B. Kysnenosa, I'. A. XauyarpsH. — 2-e uza. — Caparos : [IpodobpazoBanue, Aii [Tn
Op Meaua, 2019. — 166 c. — ISBN 978-5-4486-0404-1, 978-5-4488-0216-4. — TekcT :
JICEKTPOHHBIH  //  DJeKTpoHHBIM pecypc mmdpoBoit  obpaszoBatenbHON  cpensl  CIIO
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PROFob6pa3zoBanue : [caiit]. — URL: https://profspo.ru/books/80326.html

JIucer coriiacoBanus

Jononnenns n u3meHeHus: K KoMiuiekty ®OC Ha yueOHbIN roa

JononHeHuss u usMeHeHuss k kKommuiekty ®OC Ha 2023-2024 yyeOHBIH roj 1o

mucuutummae _ OI1.00.06 Joxymenmayuonunoe obecneyenue ynpasieHus

B xommiext @OC BHECEHBI CNEAYIONINE U3MEHEHHUS:

Jomonnenuss u wu3MeHeHuss B komruiekte DPOC o6cyxknensl Ha 3acemanuu  [1HK

« » 20 r. (mpoTtokos Ne ).

Ipencenarens TILK / /
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