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1. MACIMOPT PABOYE MPOIrPAMMBbI yL-IEEHOI7I,£I,I/ICLI,I/II_IﬂI/IHbI
[lOKyMeHTaLOHHOe obecneyeHre ynpaBneHus

1.1. O6nacTb NPUMeHeHNA NPorpamMmmbl
Paboyas nporpamma y4yebHON AMCUMMMHBI ABMSETCA YaCTbO MPOrpaMmbl
MOArOTOBKM CreuuasincToB CpefHero 3BeHa B COOTBETCTBUMM C PefepasibHbIM
rocyfapCcTBeHHbIM 06pa3oBaTe/ibHbIM CTaH4APTOM CpPeAHEro npog)eCCMOHaIbHOIo
o6pa3oBaHus No cneunanbHoCcTU 38.02.01 «3KOHOMMKA U BYXranTepCKuil yyet
(no oTpacnam)».

1.2. MecTo yuyebHoM AncumMnanHbl B CTPYKTYPE NporpamMmmbl NOAroTOBKU
cneunasnCcToB CpeaHero 3BeHa:
O6uwenpodeccnoHanbHbI LmkKn (ONM- 04)

1.3. Llenb 1 3agaun yue6HoM AucumnavHbI; TpeboBaHMs K pesy/ibTaTam
OCBOEHMS YUe6HOW ANCLMNANHDI:

B pesynbTaTe OCBOEHUSI YYebHOM AMUCUUNIMHBI 0BGYYaKOLLMIACS O0MKEH
YMETb:

- 0(hOPMANATb JOKYMEHTaLMIO B COOTBETCTBMM C HOPMATMBHON 633014,

B T.Y. C UCMOJIb30BaHNEM WH(OPMALMOHHBIX TEXHOMOT WA

- 0OCBamBaTb TEXHO/OMMN aBTOMATU3MPOBAHHON 06PabOTKN LOKYMEHTALNW;

- UCMO0/b30BaTb YHU(PULMPOBaHHbIE (HOPMbI JOKYMEHTOB;

- OCYLLeCTB/ATb XPaHEeHWE N NOUCK LOKYMEHTOB;

- UCMO0/1b30BaTh TeNIEKOMMYHUKALMOHHbIE TEXHOIOTUW B 3/1EKTPOHHOM
AOKYMeHToO060poTe 1 T.4.

B pesynbTate OCBOEHMSI Yy4ebOHON AUCLUUMNINHBI 00YYatoLWMACA [OSKeH
3HaThb:

- NMOHATYE, LIeNK, 3aa4m 1 NPUHLWMLI AeN0NPOU3BOACTBA;

- OCHOBHbIE MOHATUA LOKYMEHTALNOHHOIO 06ecneyeHns ynpasieHus;

- CUCTEMbI JOKYMEHTALMOHHOIO 06eCreyeHuns yrpasieHns;

- KnaccuurKaumo OKYMEHTOB;

- Tpe60BaHMA K COCTaB/IEHNIO Y OPOPMIIEHUNIO [OKYMEHTOB;

- opraHusauuio [JOoKymMeHTOO6opOoTa: npuemM, 06paboTKy, perucrpauuio,
KOHTPO/1b, XpaHeHe LOKYMEHTOB;

- HOMEHKaTypy Aen u 1.4,

B pesynbtate U3yyeHWUs  OUCUMMAMHBLI - CTYAEHT [O/DKEH  OCBOMUTb
CreflytoLme KOMMeTeHLMN:
OK 1. NMoHMMaTb CYLLHOCTb U COLManbHYH 3HAUYMMOCTb CBOEI ByayLLeit
npoeccum, NPoNABAATL K HE YCTOMUMBBINA MHTEpPEC.
OK 2. OpraHun30BbIBaTb COOCTBEHHYIO [eATeNbHOCTb, BbIOVMPATL TUMNOBbIE METO/bI
1 CNOCOObI BbINO/HEHWSA NPOJeCcCMOHabHBIX 3a4a4, OLeHUBATb MX
3 heKTUBHOCTb U Ka4YecTBO.
OK 3. MNMpuHUMaTh peLleHns B CTaHAAPTHbLIX U HECTaHAAPTHBIX CUTYaUUAX N HECTU
3@ HUX OTBETCTBEHHOCTb.



OK 4. OcyLLeCTBNATL MOUCK U UCMOMb30BaHNe MH(OPMALK, HE0OXOAMMOIN ANs

3 (heKTMBHOI O BbIMOMHEHNSA NPOdecCnoHa/IbHbIX 3afa4, NPOMeCcCMOHaIbLHOIO Y
NIMYHOCTHOTO PasBUTUSA.

OK 5. Bnagetb MH(opMaLMOHHON KyNbTYpPO, aHanM3npoBaThb 1 OLeHMBaTb
NH(OPMALMIO C MCNONb30BaHEM NH(POPMALMOHHO-KOMMYHUKALMOHHbIX
TEXHONOI UM,

OK 6. PaboTatb B KON/IEKTMBE M KOMaH/E, 3P¢eKTMBHO 06LLATLCA C KOMIneramu,
PYKOBOACTBOM, NOTPeOUTeNAMM,

OK 7. bpatb Ha cebs 0TBeTCTBEHHOCTb 3a PaboTy Y/1IeHOB KOMaH/b!
(NOAYMHEHHbIX), pe3ynbTaT BbINOSHEHNS 3aaHWiA.

OK 8. CamocToATe/IbHO onpeaensaTb 3a4aym NPogecCMOHaIbHOro 1 IMYHOCTHOIO
pa3BUTUA, 3aHNMATLCA CaM00bpa30BaHNEM, OCO3HAHHO M/1aHMPOBATh MOBbILLEHWE
KBaMuKauun.

OK 9. OpueHTMpoBaTbCA B YCMNOBUSAX 4acTOM CMEHbl TEXHOMOrMi B
NPOMEeCCUOHA/IBHOW AeATENIbHOCTU.

MK 1.1. O6pabaTbiBaTb NepBUYHbIE BYXTranTepcKmne JOKYMEHTDI.

MK 1.2. Pa3pabaTtblBaTb 1 COracoBbIBaTh C PYKOBOACTBOM OpraHu3auunm pabounia
MJaH CYeToOB ByXraiTepcKoro y4yeTta opraHusauuu.

MK 1.3. NMpoBoAnTb YYET AeHEXHbIX CPeACTB, 00OPM/SATL AEHEXHbIE N KAaCCOBble
NOKYMEHTBI.

MK 1.4. ®dopmupoBaTb Oyxrantepckme nNPOBOAKM MO YYeTy WMYyLLEeCTBa
OpraHu3aLmmn Ha oCHoBe paboyero nsjaHa cCYeToB OyXranTepcKoro yyera.

MK 2.1. dopmMmpoBaTb byxrantepckue NPOBOAKM MO YYETY UCTOUHMKOB
MMYLLLECTBa OpraHM3auumy Ha OCHOBe paboyero rnsaHa CHeToB OyXranTepcKoro
yueTa.

MK 2.2. BbINONHATL MOPYyYeHUs pPYKOBOACTBA B COCTaBE KOMWUCCUW MO
NHBEHTapu3aL MM UMYLLECTBA B MeCcTax ero XxpaHeHus.

MK 2.3. OTpaxkaTb B OyXrantepckux NpoBOAKax 3a4eT U CnmcaHne HefocTaum
LIeHHOCTel (perynmpoBaTh MHBEHTapM3aLNOHHbIE pa3HULbl) MO pesy/ibTaTam
WNHBEHTapu3auun.

MK 2.4. MpoBoanTb NpoLesypbl UHBEHTapPMU3ALMK (PUHAHCOBbLIX 0643aTeNbCTB
opraHusauun.

MK 3.1. ®opmMmpoBaTb OyxranTepckue NPoBOAKM MO HAUYUCIEHUIO U
NepeyncneHnIo HaoroB 1 cG0POB B BIOIKETLI Pa3INUHbLIX YPOBHEN.

MK 3.2. OhopmnsaTh nnaTexHble JOKYMEHTbI A5 MePeYNCIEHNS HAI0roB U
COOPOB B OHOIKET, KOHTPOIMPOBATL UX NMPOXOXAEHME MO PaCYETHO-KaCCOBbIM
6aHKOBCKMM Onepauusm.

MK 3.3. ®opmmpoBaTb 6yxrantepckue NPOBOAKM MO HAUMCNIEHUIO U
MepeyvnCcrIeHNIO CTPaxoBbIX B3HOCOB BO BHEOKOKETHbIE (DOHAbI.

MK 3.4. OopmnaTe nNnatexHble AOKYMEHTbI Ha MepeyncrieHe CTpPaxoBbiX
B3HOCOB BO BHEOMOMKETHble (OH/AbI, KOHTPO/MPOBATL WX MPOXOXAEHME Mo
Pac4eTHO-KaccoBbIM HaHKOBCKUM OMnepauusm.

MK 4.1. OTpaxkaTb HapacTaroLLMM UTOrOM Ha cYeTax OyXrasTepckoro yyerta
NMYLLIECTBEHHOE U (DMHAHCOBOE NOJIOXKEHWE OpraHu3aLu, onpesenaTb
pe3ynbTaTbl XO3NCTBEHHON AeATE/IbHOCTW 3a OTUYETHbIN MepUoL,.



MK 4.2. CocTtaBnatb (hopMbl OyXrasiTepCKoin OTYETHOCTU B YCTaHOB/IEHHbIE

3aKOHOAaTEeNbCTBOM CPOKW.

MK 4.3. CocTaBnaTb Ha0roBble AeKnapauum no Hasoram n céopam B GHOKET,
Ha/1I0roBble Aeknapauuun no EgnHomy coumanbHomy Hanory (ganee - ECH) n
(hopMbl CTAaTUCTUYECKOW OTHETHOCTU B YCTAHOB/EHHbIE 3aKOHO4aTe/TbCTBOM

CPOKM.

MK 4.4. TpoBoAWTb KOHTPO/Ib W aHaM3 WHGopMauum 06 uMyLLecTBe U
(PMHAHCOBOM MOJIOXEHUW OpraHn3aLum, ee naaTexecnocobHOCTU U LOXOAHOCTU.

1.4. PeKoMeHyemoe KONMYEeCTBO HYacoB Ha 0CBOEHME paboyei nporpaMmmbl
YUeOHOM ANCUMNNVHBI:

OuHas thopma 06y4yeHUs

MakcrManbHast yue6Has Harpyska
O6s3aTeNibHas YacTb
BapuaTuBHas 4acTb

74 yacoB, B TOM YyuCre:
44 yaca
30 yaca

MaKCUMaribHas yuyebHas Harpyska o6y4atoLlerocs 74 4yacos, B TOM UUCHE:
- 06s13aTeNbHas ayauTOpHas yue6Has Harpyska obydatollerocst 48 4acos,
- CaMOCTOsITeNbHas paboTa 0ByyatolLlerocs 26 4acos.

3aoyHas hopma 06yyeHns
MaKcuMmasibHasa y4yebHas Harpyska obyvarouierocs 74 4acoB, B TOM YACTIE:
- 06a3aTeNIbHasA ayAMTopHasA y4yebHaa Harpyska obydatolleroca 10 yacos,
- caMOoCToATe/IbHaa paboTa obyyatoLlerocs 64 4acos.

2. CTPYKTYPA 1 COAEPXXAHWE YUYEBEHOW ANCUMMINHbBI

2.1 O6beM yUyebHOI ANCUNNNVHBI N BUAbI Y4eOHOM paboThl

Bug y4ebHol paboThbl

O6bem yacoB
OuyHas (hopma

O6bem yacoB
3ao4yHasa opma

MaKcumasibHast ydebHasi Harpyska (Bcero) 74 74
O6sa3aTenbHad ayNTopHas yyebHas 48 10
Harpyska (Bcero)
B TOM YuCNe:
TEOpPEeTUYeCKOoe 00yYeHme 28 6
NPaKTUYeCKNE 3aHATUSA 20 4
CamocTodATenibHas paboTa o06y4yaroLlerocs 26 64
(Bcero)
B TOM YuC/e:
NoAroToBKa K  ayAMTOPHbIM  3aHATUAM 26 64

(M3yyeHve nuTepaTtypbl MO 3afaHHbIM Temaw,
HanucaHve peteparoB)

NoAroToBKa K NPOMEXYTOYHOI aTTecTaLuy




NTorosas artectauma B (hopme (ykasaTb) U B
KaKOM CemecTpe

3aver
B 4 cemMecTpe

3ayer
Kypce

Ha
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2.2. MpyMepHbI TeMaTUYECKUIA NJ1aH N CoAep>KaHne y4ebHoM ANCLUNINHDI

[OKyMeHTaLMOHHOe 06ecreyeHne ynpasieHuns
OuyHas opma 06y4yeHns

HanmeHoBaHVe pasfnenoB CopepxaHue y4ebHOro matepuana, NPakTNYecKmne 3aHATUS, O6bem YpoBeHb
N Tem caMoCcToATe/IbHas paboTa obyyatoLmxcs 4yacoB OCBOEHUSA
1 2 3 4
Pasnen 1. [JOKyMeHTUPOBaHMe ynpaBneHYecKom AedaTelbHOCTY 58
Tema 1.1. UcTtopus 3aHATUA Ha YPOKax 2
OTEYECTBEHHOIO [MpaKTnyecKme 3aHATUA
[1eN10Npon3BoACTBaA. CamocTosTe/NIbHas paboTa 06yyaroLLMXCS 2*
JOKyMeHTaLoHHOe CofepxxaHue yuebHoro marepuana 03HAKOMUTENBHBIA
obecneyeHvie ynpaBneHnst |1, MecTo, poib U 3HAYeHWEe [AOKYMEHTALWOHHOTO 06ecrneveHus
Kak OfHa 13 PYHKLMIA yrpaB/eHns B OTPaC/IsAX Ye0BEYECKOW AeATeNbHOCTY.
ynpasneHus 2. WcTopusa hopMmpoBaHUs LenonponsBoACcTsa B Poccuu.
Tema 1.2. 3aHATUA Ha YpOKax 2
JOoKyMeHTUpOoBaHMe [MpaKTMyecKune 3aHATUA
yrpaB/ieHY4eCKOoM CamocTosTe/nbHasa pabota 06y4yaroLmxcs 2*
AeATeNbHOCTW. HopMaTMBHO- CofepxxaHue yyebHOro marepuana 03HAKOMUTENbHbIA
METOANYECKNE NOKYMEHTbI |1,  OCHOBHble  TEPMWHbI W oOMnpejeneHus B 06nactu
No AOKYMEHTAUVOHHOMY [AOKYMEHTaLMOHHOIo 06ecneveHuns ynpasneHus.
obecneyeHnto yNpaBneHnst 2. HopMaTUBHO-METOANYECKME [JOKYMEHTbI MO [JOKYMEHTALMOHHOMY
06ecneyeHuto yrnpas/eHus.
Tema 1.3. YHUtpukaums n 3aHATMA Ha YpOoKax 1
cTaHgapTm3aums [MpaKTUYecKme 3aHATUA 2
[IOKYMEHTOB. CamocTosTeNlbHaa paboTa 06y4yatoLLMXCS 2% .
['ocyfjapcTBeHHbIe Cojiep>KaHue y4e6HOro Matepuana PENPOAYKTNBHBIN
YHU(MLMPOBaHHbIE CUCTEMbI (1, MPUHLMMBI YHUPUKALMW U CTaHAAPTU3aLAN JOKYMEHTOB
AOKyMeHTauuw. 2. YHU(NLMPOBaAHHbIE CUCTEMbI YMNPAB/IEHYECKOW JOKYMEHTALNN.




3. Buabl 6naHkoB AoKymeHTOB. Tpe6osaHua TOCT P 6.30-2003 k
6naHkam OP/.

Tema 1.4. PeKBU3nNTbI 3aHATMA Ha YPOKax 2
[OKYMeHTOB. VX HasHaueHwue, \IMpakTnyeckmne 3aHATuS 4
MpaBuna pacnonoXxeHna n  |CamocTosATeNlbHad paboTa 06yyaroLmxcs 2* .
ochopmIeHNA. CogepxaHue y4e6HOro Matepuana PENPOAYKTUBHbIN
1. CocTaB 1 Ha3Ha4yeHWe PEKBU3UTOB AOKYMEHTOB.
2. MpaBuna nx pacnonoxXeHns 1 ohopMIEHNS.

Tema 1.5. 3aHATUA Ha YPOKax 3
OpraHu3aunoHHo- [MpakTnyeckune 3aHATUA 3
pacrnopsanTesibHas CamocTosTe/nbHas paboTa 06y4aroLmxcs 2* .
AOKYMEeHTaLyA. Cofep>XaHie y4ebHOro Matepuana PEMPOAYKTUBHbLIN
CTpykTypa 1 cofepXaHue |1, TloHATME, Ha3HaueHWe W KnacCUUKaLuus OpraHn3aLyOHHO-
OpraHn3aloHHbIX pacnopsaanTeNilbHbIX JOKYMEHTOB.
AOKYMEHTOB 2. OyHKUMK, COCTaB, CTPYKTypa U CoAepXKaHme OpraHm3auMOHHbIX

LOKYMEHTOB.
Tema 1.6. 3aHATUA Ha YpOKax 2
[MpaBuna cocTaBneHns [MpakTnyeckune 3aHATUA 2
1 ohopmeHMA CamocTtodaTesnibHas paboTa 06y4yaroLmMXCs 2% .
pacropsanTeNbHOI CofepxaHue y4ebHOro matepuana PENPOAYKTUBHLIN
AOKyMEHTaLMK. 1. HasHaueHve 1 BUAbl pacrnopsaanTenbHbIX JOKYMEHTOB.

2. TpeboBaHMA 1 NpaBKn/ia X COCTaBEHMSA U OPOPM/IEHUS.
Tema 1.7. 3aHATMA Ha YpOKax 2
H(opmaLoHHO- NpaKTnyeckune 3aHATUS 3

CMPaBOYHbIE JOKYMEHTbI.

CamocCTosTe/NbHas paboTa 06yYaroLLIMXCs

CofepXaHvie yuye6HOro Matepuana

1. TMoHATNE, Ha3HaYeHwUe, KﬂaCCI/I(pI/IKaLI,I/IFI " BNAbI I/IHqJOpMaLI,I/IOHHO-
CNpPaBOYHbIX AOKYMEHTOB.

2. [MpaBuna nx cocTaBneHMs 1 0hopMIeHUS.

PENPOAYKTMBHBIIA




Tema 1.8. 3aHATUA Ha YPOKax 2
[OKYMEHTbI M0 IMYHOMY [MpaKTNYeCKME 3aHATUA 2
coctasy. lNpaBuna CamocTtodaTesnibHaa paboTa 06y4yaroLLMXCS 2% .
COCTaB/IEHNA 11 OPOPMIEHNS. CofiepxXaHue y4yeb6HOro mateprana PENPOAYKTUBHBLIN
1. MoHATMe, Ha3HayeHWe, Knaccuukauua U BUAbl LOKYMEHTOB MO
NINYHOMY COCTaBy.
2. lNpaBuna cocTaBneHns U O(OPMIEHUS MPUKas30B MO JINYHOMY
COCTaBy, TMEPBUYHbIX  YYeTHbIX [JOKYMEHTOB MO  Kajpam,
aBTO6GMOrpatnin, pesrome, XapakTepUCTUK 1 3asBIEHNIA.
Tema 1.9. 3aHATUA Ha YpOoKax 2
OcobeHHOCTY 0rLMaNbHO-  MpakTiyecke 3aHATUS 2
e/10BOro CTU/IA
A CamocTosTenbHasa paboTa 0byyaroLmxcs 2*
Cofiep>kaHne y4yebHOro marepurana PENPOAYKTMBHbIVA
1. TunuyHble OWNGKM B A3blKE U CTWIEe OMPULMATIBHO-AEN0BbIX
LOKYMEHTOB: MOP(OIOTMYECKUE, IEKCUYECKUE, CUHTaKCUYeCKNe.
2. ©paseosiorM3mMbl 4e10BoM peyn. JIormyeckme 0CHOBbLI COCTaB/IEHMS
[1€/10BbIX MUCEM.
3. CocrtaBneHne U1  pefakTMpoBaHWe — OMLMaNbHO-AEN0BbIX
[LOKYMEHTOB.
Tema 1.10. 3aHATUA Ha YpOKax 2
Aenosoe nucbMo. MPUHLMMLI MpakTiyeckue 3aHATUS 2%
COCTaB/IeHIA. OCHOBHbIE CamocTosTeNlbHas paboTa 00y4yatoLLMXCS 2*

TpeboBaHUs K OPOPM/IEHMIO
KOMMEPYECKO
[AOKYMeHTaumm.

Copep)kaHue y4e6HOro maTepuana

1. OCHOBHbIe BU/lbl 1 NOABWbI CYXKEOHbIX MUCEM U KOMMEPUECKO
NOKyMeHTaLUmmn. KnaccugurkaLms KoppecnoHaeHLmum
2. [puHUMNbI  COCTaBMEHWS U MpaBuna
PEeAaKTMPOBAHMSA CMYXEOHbIX NMUCEM.

oopmsieHns  w”

3. OCO06eHHOCTN COCTaBMeHNs, OMOPMIEHUS U pefaKTUPOBaHUA

PENPOAYKTMBHBIIA
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KOMMEPYECKOW JOKYMeHTaLMN.

Pasgen 2. OpraHusaums paboTbl C JOKYMEHTaMM 16
Tema 2.1. OpraHunsaumsa 3aHATMA Ha YPOKax 2
[OKYMEeHTO060pOTa B [MpaKTUyecKmne 3aHATUS
opraHusauun. CamocTosTeNbHaa paboTa 06yyatoLLMXCS y
CoZepXaHue y4e6HOro Matepuana O3HAKOMUTENHLIV
1. MoHATUA «JOKYMEHTO060POTa» N «LOKYMEHTOMOTOKA.
2. CocTtaB JAOKymMeHTOO60poTa. Buibl [OKYMEHTOB: BXOAsLLMe,
NCXoAALLME N BHYTPEHHME.
3. OCcobeHHOCTM NX 06PabOTKM N ABUXKEHMS.
4. Qtanbl [JOKymMeHTOO6opoTa (npuvem, nepsBuyHasd 06paboTKa,
pacnpeeneHve n perucTpaums LOKYMeHTOB).
Tema 2.2. 3aHATUA Ha YPOKax 1
KoHTponb ncnonHeHus | MpakTuyeckme 3aHATUS
AOKyMeHTOB.  OpraHu3aumsCamocTosiTeNlbHas paboTa 06yyatoLmnxcs 2* .
TEXHNKY KOHTpONA CoZepXaHue y4e6HOro Matepuana O3HAKOMUTENEHBIN
NCMNO/THEHNA 1. 3HauyeHWe 1 nNpoBeeHNe KOHTPONA UCMOTHEHMSA JOKYMEHTOB.
2. TUnoBble N UHANBUAYAIbHbBIE CPOKM UCMOMTHEHNSA LOKYMEHTOB.
3. Cwuctema aBTOMATU3MPOBAHHOINO  KOHTPOAS  WCMOJSIHEHUS
AoKymeHTOB (ACKWA)
4. TexHoNnorna nHHopMaLMoHHO-CNPaBoYHOM paboThl.
Tema 2.3. 3aHATMA Ha YpOKax 1
CucremaTunsaums [MpaKTuyecKme 3aHATUS
[IOKYMEHTOB CamocTodTe/IbHaa paboTa 06yyaroLmnxcs 2% .
HomeHKnaTypa fien. CoZepXaHue y4e6HOro Matepuana O3HAKOMUTENEHLIV

1. TlpaBuna cucTemaTnsaumu
(hopMMpoBaHUIO fen.
2. Bwngbl HoMeHKnatyp fgen (nNpvMepHble, TUNOBble, CBOAHbLIE U

[AOKYMEHTOB. TpeﬁoBaHI/lﬂ K
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NHANBUAYaNbHbIE). HOMeHKNaTypa fen byxrantepun.
3. OdopmneHne HomeHknatypbl fen. CoctaB W cofep)KaHue
3aro/I0BKOB fieN, NopAf0K cucTematumsaunm aen.

Tema 2.4, 3aHATMA Ha YPOKax 1
OpraHu3ayms TeKyLero|l'lpakTuyeckme 3aHATUA
XpaHeHns  AOKYMEHTOB  B/CamocTtosTe/ibHas pabota 0by4aroLimxcs .
CTPYKTYPHbIX Cofiep>KaHue y4ebHOro Matepuana PENPOAYKTUBHBIN
NOAPa3Ae/IeHNAX. 1. [MopsAAOK TeKyLlero XpaHeHus [LOKYMEHTOB B CTPYKTYPHbIX
nogpasaeneHnax u NpoBeaeHNs 3KCNepTU3bl LLEHHOCTU JOKYMEHTOB.
2. [MpaBmna NoMHOro N YaCTUYHOro ONOPM/IEHUS fAen.
3. CocTaBnieHne onucu f[en W akta O BblaeneHUn fAen K
YHUUTOXeHUI0. IopafoK nepefayn aen B apxume.
Tema 2.5. 3aHATUA Ha YpOKax 2*
OpraHusaLns paboTbl MpakTuyecKme 3aHATUA
C AOKyMEHTaMW B CamocTosTeNbHaa paboTa 06y4yatoLLMXCS 2*
oyxrantepuu. .
Cofep>xaHune y4yebHOro marepvana PENPOAYKTUBHbIIA
1. Buabl JOKYMEHTOB, CO3[jaBaeMbIX B OyXrantepum.
2. Cneundmka opraHn3aLMOHHO-PacnopsANTENIbHON LOKYMEHTaLMK
oyxrantepum, ee ponb B CUCTEMe YMpaB/ieHUs, oOpraHu3aumn u
BefleHUst ByxXranTepckoro y4era.
3. OcHOBHble TpeboBaHMA K  OCGOPMNEHUIO  OYXranTepcKux
[OKYMEHTOB.
Tema 2.6. 3aHATMA Ha YpoKax 1
ABTOMATU3aLNA  MPOLECCOBIMnaytueckie 3aHATUS 2% y
[LOKyMeHTaLUNOHHOro PENPOAYKTVBHbLIN

obecreyeHns yrnpas/eHus.

CamocTosTeNlbHaa paboTa 06y4yatoLLMXCS

CopiepkaHue y4e6HOro maTeprana

1. MepcoHanbHbId - KomnbtoTep (MK) B AOKYMEHTaLUMOHHOM
obecneyeHUn ynpaeneHUs. PPEKTUBHOCTL NpumMeHeHns TK B
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[OKYMEHTMPOBaHUN 1 OpraHu3auumn paboTtbl C JOKYMEHTaMMU,

2. CocTaBnieHne 1 oopmsieHne  AOKymMeHToB Ha  [K.
icnonb3oBaHWe cneunanbHbIX  NporpaMMm  [JOKYMeHTalUMOHHOro
06ecneyeHns ynpas/eHns

Bcero:

74

* - BapuaTMBHas YaCTb 13y4aeMOin ANCLIANINHI
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3ao4yHasa opma 06yyeHns

HanmeHoBaHMe pa3fienos CofepykaHune yyebHOro matepuana, NpakTU4ecKue 3aHATUS, Obbem YpoBeHb
N TeM camocCToATe/IbHaA paboTa 06yyaroLmxca 4yacos 0CBOEHUA
1 2 3 4
Pasgen 1. JOKkyMeHTUpOBaHMe ynpaB/ieHYeCKON [eATelbHOCTH
Tema 1.1. Uctopwus 3aHATUA Ha YPOKax 2
OTEYECTBEHHOI O [MpaKTnyecKme 3aHATUA
[1eN10Npon3BOACTBaA. CamocTosTeNbHaa paboTa 06y4atoLLMXCS 4
JlOKyMeHTaLoHHOe CofepxxaHue yyebHoOro marepuana 03HAKOMUTENBHbIA
obecneyeHvie ynpaBneHnst |1, MecTo, pPo/ib U 3HAYeHWEe [AOKYMEHTALWOHHOTO 06ecneveHus
Kak OfHa 13 PYHKLMI yrpaB/eHns B OTPAC/IsAX YeN0BEYECKOW AeATeNbHOCTY,
ynpaBneHus 2. WcTopusa hopMrpoBaHUs LenonponsBoACcTBa B Poccuu.
Tema 1.2. 3aHATUA Ha YpOKax 2
LJOKyMeHTUpoBaHme [MpaKTMyecKune 3aHATUA 2
yrpaB/ieHYeCKOM CamocTosTe/nbHas pabota 06y4aroLmxcs 4
AEeATeNbHOCTW. HopMaTMBHO- CofiepxaHune y4yebHOro marepurana 03HAKOMUTENbHbI
METOANYECKNE NOKYMEHTbI |1,  OCHOBHble  TEPMWHbI W OMpejeneHus B 06nacTu
No AOKYMEHTAUVOHHOMY [AOKYMEHTaLMOHHOIo 06ecneveHuns ynpasneHus.
obecneyeHnto yNpaBneHnst 2. HopMaTUBHO-METOANYECKME [JOKYMEHTbI M0 [JOKYMEHTALMOHHOMY
06ecneyeHuto yrnpas/eHus.
Tema 1.3. YHUtpukaums n 3aHATMA Ha YpOoKax 2
cTaHAapTU3auus [MpaKTUYecKme 3aHATUA 2
[IOKYMEHTOB. CamocTosTeNlbHaa paboTa 06y4yatoLLMXCS 4 .
ocyfapcTBeHHble CoZep>aHie y4ebHOro Matepuana PENPOAYKTMBHBIN
YHU(MLMPOBaHHbIE CUCTEMbI (1, MPUHLMMBI YHUPUKALMW U CTaHAAPTU3aLAN JOKYMEHTOB
AOKyMEHTaL K. 2. YHU(NLUMPOBaAHHbIE CUCTEMbI YIPaB/IEHYECKOW JOKYMEHTaLNN.

3. Bugbl 6naHkoB foKymeHTOB. Tpe6osaHua TOCT P 6.30-2003 k
6naHkam OP/],

Tema 1.4. PekBU3UTDI

3aHATMA Ha YpOoKax
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AOKYMEHTOB. VX Ha3HaueHwe,
rpasuna PacnoioXeHUs 1
ohopmneHus.

NpaKTnyeckne 3aHATUS

CamocTtodaTesnibHaa paboTa 06y4yaroLLMXCS

CopiepkaHue y4e6HOro mateprana

1. CocTaB U Ha3HaueHVe PEKBI3NTOB IOKYMEHTOB.
2. MpaBuna nx pacrnonoXXeHms n 0PopPMIEHUS.

PENPOAYKTUBHbIN

Tema 1.5. 3aHATUA Ha YpOKax
OpraHun3auoHHo- MpaKTUYecKme 3aHATUA
pacnopsanTesibHas CamocTodTefnibHaa paboTa 06yyatoLLMXCS .
LOKYMeHTaLMs. Cofiep>KaHue yuebHOro Matepuana PENPOAYKTUBHbIN
CTpyKTypa u cofepxaHve |1, TIoHATUE, Ha3HAueHWe W KIacCU(MKaLMs OpraHM3aLyoHHO-
OpraHn3aloHHbIX pacnopsaanTeNibHbIX JOKYMEHTOB.
AOKYMEHTOB 2. ®YHKUMKN, COCTaB, CTPYKTypa M CopaepXkaHume OopraHm3auMOHHbIX
LOKYMEHTOB.
Tema 1.6. 3aHATUA Ha YPOKax

[NpaBuna cocTaBieHNs
1 0hopMIeHNS

[NpaKTnyeckmne 3aHATUS

CamocTonTesnibHas paboTta 06yyatoLLmMXcs

pacnopsAnTeNbHON CofiepxaHue yyebHoro Matepuana PENPOAYKTUBHbIN
AOKyMeHTauun. 1. HasHaueHve 1 BUAbl pacrnopaanTenbHbIX JOKYMEHTOB.
2. TpeboBaHNA 1 NpaBuaa UX COCTaB/EHNSA N OPOPMIEHMS.
Tema 1.7. 3aHATUA Ha YPOKax
HpopmaLoHHo- [NpaKTMyeckKune 3aHATUA

CNpPaBOYHbIE JOKYMEHTHI.

CamocTosTe/lbHaa paboTa 06y4yatoLLMXCS

CojiepkaHue y4e6HOro MaTeprana

3. TMoHsTWe, Ha3HaueHWe, KnaccuguKaLms n Buibl MHPOPMALIMOHHO-
CMpPaBOYHbIX JOKYMEHTOB.
4. TpaBunia NX COCTaBNEHNSI 1 OPOPMIEHMS.

PenpoAyKTUBHbIN

Tema 1.8.
JOKYMEHTbI Mo INYHOMY
cocTaBy. lNpaBuna

3aHATMA Ha YPOKax

I'IpaKTvlquKme 3aHATUA

CamocTosTeNnibHaa paboTa 06y4yatoLLMXCS
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COCTaB/IEHUNSA 1N OPOPMEHNS.

CojiepXaHuie yue6HOro Matepuana

1. ToHATVE, Ha3HaueHue, Kraccuukaums U Buabl AOKYMEHTOB MO
NIMYHOMY COCTaBy.

2. MpaBuna COCTaBNEHUS W OOPMAEHUS MNPUKA30B MO NIMYHOMY
COCTaBy, MNEPBMYHbIX  YYETHbIX  [OKYMEHTOB MO  Kajgpam,
aBTOBMOrpathnii, pe3rome, XapakTEPUCTUK U 3asB/IEHNIA.

PENPOAYKTUBHbIN

Tema 1.9.
Oco6eHHOCTM opuLManbHO-
AeN0BOro CTUNS

3aHATUA Ha YpoKax

[MpaKTMyeckune 3aHATUA

CamocTosTe/bHas paboTa 06y4aroLLmMXCs

CojepxaHuie yue6HOro Matepuana

1. TvnWyHble OWWOKN B A3blKe W CTWIE O(MLMaNbHO-AeN0BbIX
[AOKYMEHTOB: MOP(ONOrnMYecKmne, neKCUYeckme, CUHTaKCUYecKue.

2. ®pa3eonorn3mbl 4enoBov peyn. JIormyeckme 0CHOBbI COCTaB/EHNS
NeN1I0BbIX M1CEM.

3. CoctaBneHve 1  pefakTUpoBaHve — OPULMAIBHO-AEN0BbIX
NOKYMEHTOB.

PENPOAYKTUBHbIN

Tema 1.10.

[enosoe nucbMo. MNprHLMNGI
cocTasneHns. OCHOBHbIe
TpeboBaHMsA K OPOPMIEHNUIO
KOMMepYeCKOW
LOKYMeHTaL MK,

3aHATMA Ha ypOKax

[NpaKTMyeckune 3aHATUA

CamocTosTe/bHas paboTa 06yUaroLLmMXCs

CopepxaHvie yue6HOro Matepuana

1. OCHOBHble BUAbl ¥ MOABUAbI CNY>KEOHBIX MUCEM Y KOMMEPYECKOM
LOOKYMeHTaumun. Knaccugumkaums KoppecrnoHgeHLMN

2.  [pvHuMnbl  cocTaBfieHWs W npasuna  OOPMIIEHUS U
PefaKTMPOBaHUSA CYXEOHbIX MUCEM.

3. OcobeHHOCTV cocTaBneHus, OOPMIEHNA W pPefakTMPOBaHUA

KOMMEPYECKOW JOKYMEHTALIMN.

PenpoAyKTUBHbIN

Pasgen 2. OpraHusaums paboTbl C JOKYMeHTaMu

Tema 2.1. OpraHunsaumsa

3aHATWSA Ha ypOKax
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[IOKYMeHT0060poTa B
OpraHm3aLmu.

NpaKTnyeckne 3aHATUS

CamocTtodaTesnibHaa paboTa 06y4yaroLLMXCS

CopiepkaHue y4e6HOro mateprana

1. ToHATUA «JOKYMEHTO060pOTa» N «AOKYMEHTOMOTOKA.

2. CoctaB J[OKymMeHTOO60pOTa. Buibl [LOKYMEHTOB: BXOAALLME,
NCXOAALLME N BHYTPEHHNE.

3. OCO6eHHOCTM NX 06PabOTKM N ABUXKEHMS.

4, QOtanbl [0KYmMeHTOOGOpoTa (npuvem, nepsBuyHasd 06paboTKa,
pacnpegeneHve n perucTpauus LOKYMeHTOB).

03HaKOMUTE/bHbIi

Tema 2.2.
KoHTpOsb
[LOKYMEHTOB.
TEXHUKN
NCNONIHEHUSA

NCMNONHEHWS
OpraHusauns
KOHTpONA

3aHATMA Ha YPOKax

npaKTI/ILIECKI/Ie 3aHATUA

CamoCTosTe/bHas paboTa 06yUaroLLIMXCS

CojiepXaHuie yue6HOro Matepuana

1. 3HayeHne 1 NPoBeAeHNE KOHTPO/IA UCMONHEHNS JOKYMEHTOB.

2. TvnoBble N HAVBULYa/IbHbIE CPOKW UCMOTHEHNS LOKYMEHTOB.

3. Cwncrtema aBTOMaTM3MPOBAHHOIO  KOHTPONA  WUCMOJSIHEHUA
AOKyMeHTOB (ACKWNA)

4. TeXHO0rnsa MHPOPMaLMOHHO-CNPaBOYHON PaboThl.

03HaKOMMTE/bHbI

Tema 2.3.
Cuctemartumsaums
[OKYMEHTOB
HomeHknaTypa gen.

3aHSATMA Ha YPOKax

I'IpaKqueCKme 3aHATUA

CamoCTosTe/bHas paboTa 06y4aroLLIMXCs

CofepxxaHue yyebHOro matepumana
3. TpaBuna cucrtematmsauum  [JOKYMEHTOB.
(hopMMpOBaHUIO fen.
4. Buabl HOMeHKnaTyp fen (NpumepHble, TUMOBbIE, CBOAHbIE U
NHAMBUAYaNbHbIE). HOMeHKnaTypa aen byxrantepun.
3. OdopmneHne HomeHKnatypbl fen. CocTaB M COAep)kaHue
3arofIoBKOB fieN, NOpAfOoK cuctematmsauuy aen.

TpeboBaHNA K

03HAKOMUTESbHbIN

Tema 2.4.

3aHATMA Ha YPOKax
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OpraHunsaums TEKYyLLero

[NpaKTnyeckune 3aHATUS

XpaHeHUa  AOKYMeHTOB  B|CamocTosTe/ibHas paboTa 06y4yatoLmxcs 5
CTPYKTYPHbIX CopepyaHue y4ebHOro matepuana PENPOAYKTUBHbIN
noApasaeneHnax. 4. [MopAfOK TeKyLlero xpaHeHWs AOKYMEHTOB B CTPYKTYPHbIX

noApasfenieHnax 1 NpoBefeHNs IKCNepTU3bl LLEHHOCTN OKYMEHTOB.

0. [MpaBunia NosHOro M YaCTUYHOIro OhOPMIEHMA fen.

6. CocTaBneHMe onucu fJen W aKta O BblAeNneHuM Jen K

YHUUTOXeHWI0. [opafoK nepefayn e B apxumB.
Tema 2.5. 3aHATUA Ha YpoKax

OpraHu3sayms paboTsl
C LJOKYMeHTamMu B
oyxrantepuu.

[NpakKTnyeckne 3aHATUS

CamocTosTeNbHas paboTa 06yyaroLLImMXCs

CopepxaHue yue6HOro Matepuana

1. Buabl JOKYMEHTOB, CO34aBaeMblX B OyXraitepum.

2. Cneymnguka opraHm3aLMoHHO-pacnopsanTe/lbHON [OKYMeHTaLmm
oyxrantepum, ee posib B CUCTEME YMpaB/ieHUs, OpraHu3auum u
BeleHnsA ByXranTepcKoro yyera.

3. OcHoBHble TpeboBaHWA K O(OPMIEHUIO  BOYXranTepcKux
[LOKYMEHTOB.

PenpoAyKTUBHbI

Tewma 2.6.

ABTOMaTM3aLMA  MpOLECCoB
LLOKYMEHTALMOHHOIO
obecneyeHns ynpaBneHns.

3aHATMA Ha ypOKax

paKTnyeckne 3aHATUS

CamocTosTe/bHas paboTa 06yYaroLLMXCs

CofepxaHue yuye6HOro Matepuana

3. MepcoHanbHbIM - KoMMbloTep  (MK) B LOKYMEHTaUMOHHOM
obecneveHnn ynpasneHnsa. DMMeKTUBHOCTbL npumMeHeHuss MK B
[OKYMEHTMPOBaHUN 1 OpraHu3auumn paboTtbl C JOKYMEHTaMMU,

4. CocTaBneHme U1 oopmnieHne  OOKyMeHToB Ha  [K.
icnonb3oBaHne cneumanbHbIX  NporpaMM  JOKYMEHTaUuWOHHOro

obecneyveHns ynpasneHns

PENPOAYKTMBHBIIA
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Bcero:

74
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3. YCNOBUA PEAJIN3ALINN YUYEBEHOW AVNCLMTNHBI

3.1. TpeboBaHUsA K MaTepUasibHO-TEXHNYECKOMY 06ecrneyeHuto

Peannsauma y4ebHON [OWUCUMNIMHBI TPebyeT Hannumsa Cnegyrowmnx y4vebHbIX
ayaUTOPUIA;

KabunHeTa JOKYMEHTALNOHHOI0 06ecreveHns yrnpaB/ieHNs

ObopyfoBaH/e - TeMaTUYeCKMe CTeHAbl, KOMIMbIOTEP, TMPUHTEP, CTENIaXN,
MeTOAMYecKas fmTepatypa, HOYTOYK, MEPEeHOCHOW MPOEKTOP, 3KpaH MPOeKUMOHHbIN
MepeHOCHOI Ha LTaTuBe.

3anbl:

— O6M6/IMOTeKa, YATASTbHBIN 3a C BbIXOLAOM B CETb VIHTEPHET;

— aKTOBbI 3a/.

3.2. HdhopmaLmoHHOe 06ecneyeHme 00yYeHNA

OCHOBHbIE UICTOYHUKMU
1. Cokonos, B. C. JokymeHTaLMOHHOE 0becrneyveHne yrnpasneHns: y4ebHnK

ans cno / B. C. Cokonos. - 3-e u3g. - M.: POPYM : UH®PA-M, 2012. -
176 c.

1. bacosckas, E. H. [denonpon3soacTeo: yyebHoe nocobue / E.H. bacosckas, T.A.
BbikoBa, J/1.M. Banosa, E.M. EmbIwweBa; nog o6bw,. pes. T.B. KysHeyoBoil. - M.: ®opym:
HL MHDPA-M, 2014. - 256 c. - pexxum goctyna ZNANIUM.COM

2. naguii E. B. [JoKymMeHTaUMOHHOe obecrneyeHne ynpasnieHus: yyebHoe nocobue /
E.B. Mnaguin. - M.: UL, PUOP: HUL, VHppa-M, 2013. - 249 c. - (IMpodeccmoHabHoe
obpa3zoBaHue) - pexxum goctyna ZNANIUM.COM

[0ono/THNTETbHbIE UICTOYHUKN

1. MpaxkgaHCKMin Kogeke Poccuiickoi degepaumm

2. TpynoBoi Kogekc Poccuinckoin defepaunn.

3. Ky3HeuoB, V. H. [JoKkymeHTaLMOHHOE 0b6ecrneyveHme yrpaBneHns 1
[enonpons3BoacTBo [TekcT] : yyebHuK . - M. : KOpaiiT, 2011. - 576 c. - (OCHOBbI HayK)



3.3. [epeyeHb NHGOPMALMOHHBLIX TEXHOOTMIA, MPOrPaMMHOI0 06ecrneyeHns n

NH{OPMAaLMOHHO-CNPaBOYHbIX CUCTEM:
1. Microsoft Office Word 2009;
2. Internet Explorer

34. TepeyeHb pecypcoB MHHOPMALNOHHO - Te/IEKOMMYHUKALVOHHOM CeTu

«HTepHeT» 6a3bl JaHHbIX, WH(POPMALMOHHO- CNPaBOYHbIE N NMONCKOBbIE CUCTEMBbI:
1. ANeKTPoHHO- brubnmnoteyHaa cuctema ZNANIUM.COM - pexxum goctyna
WWW.znanium.com
2. Hay4yHas anekTpoHHas 6mu6nmoteka eLIBRARY.RU — pexxum goctyna
http://elibrary.ru
3. YHuBepcasibHas CrpaBoyYHO-NHHOPMALMOHHAA MOSIHOTEKCTOBAA 6a3a faHHbIX
nepuoanyeckmx nsgaHuii East View — pexxum goctyna http://ebiblioteka.ru/
4, http://www.garant.ru
5. http://www.consultant.ru
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AMETOANYECKHUE PEKOMEHJIALIIMHU 1O U3YYEHUIO JUCHUIIVINHBI

TECTOBBIE 3AJIAHUA

1. OhheKTUBHbIV 1 NPO3paYHbIi JOKYMEHTOO60POT ABNSETCA
1.1. 3a/10roM ycneLuHow paboTbl NPeanpUATHS.
1.2. 0eaTenbHOCTBIO CNYXObl JOKYMEHTaLMOHHOIO 06ecneyeHus.
1.3. ycnexom o6Luero otaena.
2. Y10 BXOAMT B NOHATUE A€/I0NPON3BOACTBA?
2.1. 06paboTKa BXoAALLE KOPPEeCNOHAEHLMMN.
2.2. LOKYMEHTOOO0POT U JOKYMEHTMPOBaHMe.
2.3. HOMeHK/aTypa fern.
3. lokyMeHTaLNOoHHOe 0becrneyveHne yrnpaseHus 3To -
3.1. paboTa annapata ynpasfeHus.
3.2. 06paboTKa OKYMEHTOB.
3.3.4eATeNbHOCTb, 0XBaTbIBAOLLAA OPraH13aLuio OKYMEHTUPOBaHNS U YNpaB/ieHNs JOKYMeHTaLmWel.
4.CyLLeCTBYIOT TpY (POPMbI OpraHn3aL M Le/ionpou3BoACTBa:
4.1. ueHTpanM30BaHHas, AeLeHTpan30BaHHasa U CMeLlaHHas.
4.2. afMHNCTPaTMBHasA, BNacTHas, KpynHas.
4.3. npegnpvHUMaTenbcKas, CpeAHAA, KpynHas.
5. OCHOBHOI1 Lie/1bio CY>KObl JOKYMEHTaLNOHHOI0 06ecneveHns yrnpasneHus SBAsSeTCs
5.1. perucTpaLms, oTnpasneHye, Co3LaHne JOKYMEHTA.
5.2.opraHu3sauus, pyKoBOACTBO, KOOPAMHALMA, KOHTPO/b 1 peanu3aums pabot no JOY.
5.3. co3gaHue 6a3bl faHHbIX, pa3paboTka LWaboHOB.
6. UTo pernameHTUPYIOT CTaHAapPThl B 061aCTV JOKYMEHTaLMOHHOr0 06ecnevyeHns yrnpasieHus
6.1. pa3nuyHble METOAbI N TEXHOOTUN.
6.2. 06paboTKy AOKYMEHTOB B OpraHu3aLuu.
6.3. B3aMMogencTBMe CNyX6 ynpasneHus.
7. IHCTpYKLMA NO Lenonpov3BOACTBY pernaMeHTupyeT
7.1. opraHunsaumto, npasma, NPMEeMbI U MPOLIECCHI CO3A4aHUA LOKYMEHTOB.
7.2. cnocobbl nepeayn MHHopMaLmu.
7.3. OpraHu13aunoHHbIE YCNOBUA AEATENLHOCTY NPELNPUATUS.
8. [lIOKyMeHT - 3aTO
8.1. MH(OPMALMOHHBIA NCTOUYHWK.
8.2. NCbMEHHbIe NCTOYHMKM, COOTBETCTBYIOLLMM 06pa3oM O0(hOpPMIIEHHbIE.
8.3. 0(hOpM/IEHHBIN NUCbMEHHBIV UCTOYHVK, UMEIOLLMIA FOPUANYECKYIO CUTTY.
9. Obwme hyHKLUMN JOKYMeHTA
9.1. pekniamHble, yKasaTe/lbHble, 06pa3oBaTesibHbIe.
9.2. yCNOBHble, MOTMBALMOHHbIE, B/IACTHbIE.
9.3. MH(hopMaLMOHHas, coLmnanbHas, KOMMYHUKATUBHAS, NPaBOoBas, YNpaB/ieHYecKas.
10. PeKBU3UT — 3TO
10.1. oTAENbHO B3SIThIN 0653aTe/bHbIA 3/1EMEHT NHO60r0 AOKYMEHTA.
10.2. cneumanbHble 3HaKW.
10.3. 3HaKu, 6yKBbl, PUCYHKM.
11. dopmynsap LOKYMeHTa — 3TO
11.1. TEKCT pacnonoXeHHbIM MPOU3BOJILHO.
11.2. Habop peKkBM3NTOB O(ULMILHOMO MUCbMEHHOIO AOKYMEHTA, PacnofioXXeHHbIX B OMNpefeneHHow
nocnesoBaTe/IbHOCTH.
11.3. npaBW/IbHbIA TEKCT, COrNacHoO Knaccuukaunm JOKYMEHTOB.
12. Y10 BXOAMT B 61aHK JOKYMEHTA
12.1. HdopMaums 415 pasmblLLIEHNS.
12.2. Habop peKBU3UTOB, MAEHTUPULIMPYIOLLMX aBTOPA.
12.3. cneupnanbHbIin TEKCT.
13. deno
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13.1. JOKYMEHTBI.

13.2. nHdopmayus.

13.3. COBOKYMHOCTbL JOKYMEHTOB.

14. ®opmMUpoBaHue fena

14.1. noalIMBKa JOKYMEHTOB.

14.2. cucrematmsauma JOKYMEHTOB.
14.3. n3yyeHve JOKYMEHTOB.

15. HomeHKnNaTypa fen

15.1. cMcTemMaTu3npoBaHHLIN MepeyeHb.
15.2. pernameHTUpYOLWNIA NepeyeHsb.
15.3. aAMVHUCTPATMBHBIA NEPeYeHb.
16. AenonpownssoacTtso, JOY

16.1. pesTenbHOCTb, 06eCneyMBaroLLlas [LOKYMEHTMPOBaHME M OpraHu3aumio paboTtbl € OfULMabHBIMM

[OKYMEHTaMM.

16.2. 06ecreumBaeT eIMHCTBO AOKYMEHTUPOBAHMS 1 JOKYMEHTALMM KaK B paMKax OfIHOTO YUPEXAeHWs, Tak

M B LIENIOM MO CTPaHe.

16.3. yHKUMA co3aaHHas 415 Leneid ynpasneHns.

17. loKymMeHT0060pOT — ABMXKEHWNE JOKYMEHTOB B OpraHu3aumm ¢ MOMeHTa UX Co3aaHus fo:

17.1. nepefia4ym Ha UCNONHEHNe.

17.2. nofLUnBKN B 4eno.

17.3. 3aBepLUeHNA NCMONHEHWSA U OTMNPaBKW.

18. CKo/1bKO YCTaHOBMeHO pekBu3nToB ctaHgapTom MOCT P 6.30-2003

18.1. 20

18.2. 22

18.3. 30

19. BocrnipousBegeHve pekBuMsnTa «l ocyAapcTBeHHbIA repb Poccuidickoin dDefepaunmn» SABISETCS

o6sa3aTeNIbHbIM Ha

A.C.

19.1. Ha JOKyMeHTax opraHusauum

19.2. Ha fOKyMeHTax (heflepasibHbIX OpraHoB BNacTu

19.3. Ha fokymeHTax MNpe3ungeHTa PO, MNpasutensctea PP, 1 gpyrux gegepasbHbX OpraHoB BacTw.
20. infA yero cny>knT pekBu3UT «Kog opraHusaumm»

20.1. ona ycKopeHus nepejayn 4OKYMeHTUPOBAHHOM MH(opMaLmK.

20.2. ong yyeta JOKYMEHTOB.

20.3. o5 co3faHns JOKYMEHTOB U XpaHEHUS UX.

21.PekBU3NT «HanmeHoBaHWe opraHu3aLmm» 3To

21.1. opraHu3saums, NpeanpuaTue, yupexzaeHue.

21.2. opraHu3saums, ee CTPYKTYpHOe nogpasaeneHve, L0MKHOCTHOE NnL0.

21.3. CTPYKTYpHOe nogpasgeneHve, huivan, fo4epHee npeanpusaTue.

22. Cnocob HanucaHns pekBu3nTa «artbl» 3aBUCUT

22.1. 0T XapaKTepa AOKYMeHTa.

22.2. 0T MecTa co3faHuns JOKYMeHTa.

22.3. 0T Mua, KOTOPOe OTBEYAET 3a PErUcTpaLmio OKYMeHTa.

23. MecTo npocTaB/ieHNs PeKBU3NTA «PerncTpaumoHHOro Homepa» 3aBuUcuT
23.1. OT XXypHana perucrpauumn.

23.2. 0T JOKYMeHTO060pOTa OpraHm3aLun.

23.3. 0T 6n1aHKa 1 BUJa JOKyMeHTa.

24. B KaKOM c/lyyae npasu/ibHO 0DOPMIIEH PEKBU3UT «AfpecaT»?
24.1.Bonrorpafckas rocyfapcTBeHHas akafeMus (mn3nyeckoi KyibTypbl
Yu4ebHO-MeToAMYeCKOe YrpaB/eHve

Crapwuemy cneunanucty A.C. Hukonaesy

24.2. Bonrorpazckas rocyapcTBeHHas akageMus (prU3nyeckoin KynbTypbl

A.C. Hukonaesy

24.3.Bonrorpaackas rocygapcTBeHHas akageMmus hnanyeckon KynbTypbl
Y4ebHO-MeTOANYECKOe YMpaB/ieHne

Hwkonaesy

25. PeKBU3NT AOKyMeHTa «[ pud) yTBepXKAeHNSA JOKYMEHTa» COCTOUT U3 C/I0Ba
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25.1. COTMACOBAHO

25.2. YTBEPXXJAKO

25.3. «YTBEPXAEHO»

26. Kem ohopmsieTcss PeKBUSUT JOKYMeHTa «Pe3ontiouns»

26.1. cnyx6o0in 4OY

26.2. LOMKHOCTHBIM NNLLOM

26.3. OTBETCTBEHHbLIM JIULOM.

27. PeKBU3NT JOKyMeHTa «3aro/ioBOK K TEKCTY» 0TBeYaeT Ha BOMpOocCh!

27.1. rpe? Korpa?

27.2. CKOMbKO? uT0?

27.3. 0 Yem? 0 KOM?

28. TUNoBOM CPOK NUCMONHEHNSA OKYMEHTa

28.1. CPOK UCMOMTHEHNS JOKYMEHTa, YCTaHOB/EHHbI HOPMATUBHO-NPaBOBbLIM aKTOM.
28.2. CPOK UCNONHEHUA JOKYMEHTA, YCTaHOBNEHHbIN PYKOBOAUTENEM.

28.3. CPOK UCNONHEHUS JOKYMEHTa, YCTaHOB/EHHbI 06LLMM cobpaHueM.

29. HaMBMayasibHbIA CPOK UCMONIHEHNS JOKYMEHTa

29.1. CPOK MCNONHEHUA JOKYMEHTA, YCTaHOBNEHHbI HOPMATUBHO-NPaBOBbLIM aKTOM.
29.2. CPOK UCMONHEHUS JOKYMEHTA, YCTaHOB/EHHbIV pacnopsanTe/ibHbIM JOKYMEHTOM.
29.3. CPOK UCMOMHEHWS JOKYMEHTA, YCTaHOB/EHHbI PYKOBOAUTENIEM.

30. B Kakom cnyyae npaBuibHO 0hOPMIIEH PeKBU3NT «OTMETKA O Ha/IMUMU MPUSIOKEHUSA», eC/N B
TeKCTe COMpPOBOAUTE/ILHOMO MMCbMa He YNOMUHA/I0Ch O MPUIOKEHUN?

30.1. MpwunoxeHue: 1. Cnpaska 0 COrnacoBaHMM NPOEKTa PeLleHns obLero cobpaHmst Ha 4 1. B 1 3K3.

30.2. MpunoxeHune: TpoTokon 3acefaHuns Kaeapbl «MeHepkMeHT» BITA®K Ha 511. B 1 3Ks3.

30.3. MNprnoxeHwue: B 2 3K3.

31. B KakoM criy4dae npaBu/ibHO 0(POPMIIEH PEKBU3NT «IMoANNCL» Ha 6naHKe JOKyMeHTa?

31.1. AunpekTop rumHasum Ne3 / nnyHas nognuce /| A.A. Bopo6bes

31.2. 'naBHbI 6yxrantep / nnyHas nognucb /  JIOHKMHa E.N.

31.3. AunpekTop [/ nuyHasa nognuce /  B.A.MeTposa

32. PekBu3unT «I"purch cornacoBaHns JOKYMeHTa» 0POPMASAIOT CNeayoLmM 06pasom:

32.1. COI'JTACOBAHO

"eHepa/ibHbIM AMPeKTOpOM TPaKTOpPHOro 3aBoja

[NMwnuHada nognucs/ M.B. MackoneBa

23.07.2009

32.2 [NvuHasa nognuck/ M.B. Mackonesa

32.3. HayanbHUWK topuanyeckoro otaena

/NununHas nognuce/ 1. Cugopos

21.12.2001

33. PekBU3nT «OTMeETKA 0 3aBepeHn KOMUN» 0HOPMASIOT C/eayHoLmnmM 06pasom:

33.1. BepHo

WHcnekTop otaena kagpos/ inyHasa nognuck/ M.B. Cokosa

07.12.2009

33.2. HcnekTop oTgena kaapos/ nuuHasa nognucs/ M.B. CokoBa

07.12.2009

33.3. BepHo

WHcnekTop otaena kagpos/ nnyHaa nognuck/ M.B. CokoBsa

34. PekBu3uT ""OTMeTKa 06 UCNONHUTENE'" BKOYaeT

34.1. haMuIMio 1 HOMep ero TenedoHa

34.2. iHuupmansl 1 hamuinio UCMOMHUTENA OKYMEHTa, U HOMEP ero TeseoHa

34.3. haMuIMio UCNONHUTENA LOKYMEHTa U HOMEp ero TesetoHa

35.9nemeHTamMu pekBusnTa' OTMETKA 0 MOCTYMNNEHUM JOKYMEHTa B OpraHmnsaunio " ABnAsoTCA:

35.1. NOpsAKOBbIV HOMep, AaTa MNOCTYM/eHWs JOKYMEHTa B OpraHun3aLuio.

35.2. fata nocTynseHna 4OKYMeHTa B OpraHusauuio.

35.3. NopsAKOBbIV HOMep, AaTa, Yacbl U MUHYTbI, NOCTYM/IEHNS LOKYMEHTa B OpraHn3aumio.

36. Korga npocTaBnisieTcs peKBM3NT "'aeHTU(RNKATOP 3/1IEKTPOHHON KONUK JOKYMeHTa""

36.1. B MOMEHT U3JaHNA JOKYMEHTA.
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36.2. B MOMEHT Mepejayn JOKYMeHTa.

36.3. B MOMEHT MOAr0TOBKM AOKYMEHTA.

37. Ana opraHusauuu, ee CTPYKTYPHOro noAapasfeneHnd, [LO/HDKHOCTHOIMO /iua  YCTaHOBJIEHbI
cnegyrowme BMAabl 6/1aHKOB JOKYMEHTOB:

37.1. 06wumii 6naHk, 6naHK NMcbMa 1 61aHK KOHKPETHOIO BAa AOKYMeHTa.

37.2. 06WWMii GnaHK, 6naHK NcbMa

37.3. 6naHK nmucbMa 1 611aHK KOHKPETHOTO BUAa AOKYMEHTa.

38. BnaHKM MOryT UMeTb PacrosioXKeHWEe PEKBU3NTOB

38.1. Npofo/IbHOE 1 YTI0BOE.

38.2. NpofosLHOe.

38.3. yrnosoe.

39. CKONbKO rpynn JOKYMEHTOB CYLLECTBYET cornacHo «Knaccnpmnkaumm JOKyMeHTOB»

39.1.2

39.2.3

39.3.5

40. OpraHun3aumoHHo-pacnopsaauTesibHas fokymeHTaunsa (OP/)

40.1. NonoXeHwusl, ycTasbl, UHCTPYKLMW, NMPUKa3bl, peLleHns

40.2. nucbMa, Tenierpammbl, TenetoHOrpamMbl, JOKNaAHbIe, CyXe6HbIe, MOACHUTENIbHbIE, 06 BACHUTE/bHbIE
3armcKu.

40.3. npuKasbl, MMYHbIE [eNa, 3adB/eHNs, TPYLOBbIE KHVXKM, XapaKTepUCTUKK, aHKEThI

41. CnpaBoYHO-NH(hopMaLMOHHaA fjokymMeHTauums (CUO).

41.1. npuKasbl, MYHbIE fena, 3asBNeHNs, TPYA0BbIE KHUKKMN, XapaKTePUCTUKM, aHKETbI

41.2. nucbMa, TenerpaMmel, TeneOHoOrpammbl, AOKMaAHbIE, CYXKEOHbIE 3arUCKK.

41.3. NoNoXeHus, yCTaBbl, UHCTPYKLWW, NPUKa3bl, PELLEHNS

42. oKyMeHTbI No in4Homy coctaBy (4J1C).

41.1. npuKasbl, NYHbIE fena, 3asaBNeHnsA, TPYA0BbIE KHUXKKWN, XapaKTePUCTUKU, aHKeTbI

41.2. NON0XeHus, yCTaBbl, UHCTPYKLWW, NPUKa3bl, PELLEHNS

41.3. n1cbMma, TeferpaMmbl, TenehOHOrpaMMbl, OKNAAHbIE, CYXXeOHbIe 3arnnCKM.

43. YcTaB

43.1. 370 CBOA, MpaBwA, PerynvmpyroLmx gedaTeIbHOCTL OpraHm3aLui.

43.2. 370 JO/HKHOCTHAsA UHCTPYKLMS.

43.3. 3T0 MH(OPMALMOHHO-CNPABOYHbIA JOKYMEHT.

44. FBnseTca M 06a3aTeNIbHbIM 419 PErMcTpauumn opraHmsaunm, yupexzaeHna Hannuve Ycrasa?

44.1. na

44.2. Het

45. VIHCTpYKLUMKN onpesensaoT

45.1. NoNIoYKEHWE OpraHM3aLnn Ha pbiHKe

45.2. CTOPOHbI eATe/IbHOCTM OpraHmn3auum, ee nogpasaeneHnii n AOMKHOCTHBIX L,

45.3. B3aUMO/ENCTBME C KOHKYPEHTaMMU.

46. MNpurkas -

46.1. 3TO JOKYMEHT.

46.2. 370 JOKYMEHT CTPYKTYPHOro noApasaeneHus.

46.3. 3TO NPaBOBOW aKT, N3aBaeMblii PYKOBOAUTENEM NPeANPUATUS.

47. Korfa mMoryT pyKOBOAUTE M U3[aBaTb PacropsKeHNs N yKasaHns

47.1. No Mepe peLleHns 04HON 3afaun.

47.2. MO TeKylMM OnepaTMBHbIM BOMPOCaM MOBCEAHEBHOW MPOW3BOACTBEHHO - XO3AMWCTBEHHOWA
[lesTenbHOCTH.

47.3. N0 He06XOAMMOCTN.

48. Kakune opraHusaLnoHHble JOKYMEHTbI YTBEPXAAKOTCA PYKOBOAMTEIeM opraHusaummn?

48.1. LOMKHOCTHbIE UHCTPYKLMUN.

48.2. MOMOXEHMNSA O CTPYKTYPHbIX MNOAPa3aeneHusx.

48.3. BCe nepeyncrieHHble Bbille JOKYMEHTI.

49. B KakOM [OKYMeHTe MOryT OblTb OFOBOPeHbl YC/I0BMSA peopraHusaumMv u JNKBUaLmu
opraHusaummn?

49.1. B YcTaBe opraHumsauun.
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49.2. B [MonoXeHU 0 CTPYKTYPHOM NOApPa3AeneHni opraHm3saumn.

49.3. B JOMKHOCTHOM MHCTPYKLMMN COTPYAHUKA OpraHn3aumu.

50. C KakMM/ [OKyMeHTamun Mnpu MoCcTYN/eHUN rpaxiaH Ha paboTy B OpraHum3auuio MX LO/MKHbI
NO3HaKOMUTL?

50.1. YcTaBoM opraHu3almm.

50.2. MonoxeHem 0 CTPYKTYPHOM NOAPa3AeneHnn v LOMKHOCTHOW UHCTPYKLUMEN.

50.3. co Bcemu nepeymncieHHbIMU BbiLLIE JOKYMEHTaMK.

51. Kakue pacnopsanTenbHble JOKYMEHTbI U34al0TCA Ha OCHOBE eANHOHaYama?

51.1. pewleHuns

51.2. npuKasbl

51.3. nonoxeHus

52. KTO HeceT 0TBETCTBEHHOCTb 3a M3faHue npukasa?

52.1. 0OMKHOCTHOE NNLIO, MOArOTOBKMBLLIEE MPOEKT NpKKasa

52.2. pyKoBOAUTE b OpraHm3auum

52.3. JOMKHOCTHOE I1LIO, NOANMCaBLLIEE NPUKa3

53. Kakas yacTb TeKcTa nNprKasa AB/sieTcs 0653aTe/IbHON?

53.1. KOHCTaTMpyoLas

53.2. pacnopsagnTensHas

53.3. BBOAHaA

54. 3aBepseTca N1 NOANUCH PYKOBOAUTENA HA NpUKase neyarTbio?

54.1. pa

54.2. Het
54.3. B 0TAEe/NbHbIX Cnyyanx.

55. KeM nsgaetca NocTtaHoBneHWe

55.1. opraHamu heaepanbHON, FrocyAapCTBEHHOIN BNacTy.

55.2. opraHumsalmsamu.

55.3. CTPYKTYpHbIMU Nofpa3aeneHnamm

56. AKT cocTaB/seTcs

56.1. rpynno nud.

56.2. OTBETCTBEHHbIM.

56.3. pyKOBOAUTENEM.

57. KeM noAnucbIBaloTCA JOKYMEHTbI, COCTaB/IsieMble KOMUCCUEIN?

57.1. npeacenarenem

57.2. npeAcenareniem 1 YseHamMmy KOMUCCUK

57.3. npeacenarenem v CeKpeTapem

58. YTo dmkcupyeT MNpoTokon

58.1 yKa3aHus.

58.2. HabntofeHns.

58.3. X0[, 06CyXeHMs BOMPOCOB U NPUHATUS PELLEHWIA.

59. UTto oTpaxaeT NpurKas no iIM4HOMY cocTaBy

59.1. cBeAeHUA 0 Kafpax.

59.2. cBeieHMs 0 NMPOM3BOACTBE.

59.3. cBeieHMs 0 PrHaHCaxX MPeanpuUATUS.

60. YUTo noagTeep>kaaeT TpynoBas KHKKa

60.1. 3apaboTHytO narty.

60.2. LOMKHOCTb.

60.3. 0614, HENpepbIBHbIM 1 CNeLuaibHbIN CTaX paboThbl.

61. KT0 KOHTpONMpyeT NpaBu/IbHOCTb BefeHUs KafpoBoi JOKYMeHTaL MK,

61.1. Hanorosast MHCNEKLKS.

61.2. l'ocapxus 1 PocTpyanHcneKkLms,

61.3. cneupanbHble opraHusaluu.

62. MNMoHATne «[Jenonpon3sBoacTBO» — 3TO:

62.1. cucTeMa XpaHeHUsa JOKYMEHTOB

62.2. cocTaeneHve JOKYMEHTOB

62.3. JOKyMeHTMpOBaHMe 1 opraHu3auus paboTsl C JOKyMeHTaMn

63. JOKyMeHTaLMOHHOE 06ecneveHme
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63.1. BaxKHeMLLIan (yHKUMA ynpaBneHus.
63.2. 0eATenbHOCTL OpraHn3aLun.
63.3. cneupansHaa nporpaMma.

64. O6beM JOKYyMeHTOOGOpOTA

64.1. KONMYECTBO [OKYMEHTOB NOYYEHHbIX.

64.2. KONNYeCTBO [OKYMEHTOB CO3JaHHbIX.

64.3. KONMYeCTBO AOKYMEHTOB, MOJTYYEHHbIX U CO34aHHbIX.

65. Kakue hopMbl peructpaumm JOKYMEHTOB CYLLECTBYHOT?
65.1. >XypHanbHas

65.2. aBTOMaTU3MpOBaHHas

65.3. BCe BblLUenepeyncieHHble

66. KT0 3aHMMaeTcs pernctpaumeli BHyTPeHHUX JOKYMEHTOB
66.1. BCe COTPYAHUKMN.

66.2. OTBETCTBEHHbIE COTPYAHWUKM CTPYKTYPHbIX NOAPa3AeNeHUN.
66.3. pyKoBOAUTENN.

67. KOHTpO/IO nogniexar AOKYMEHTHI,

67.1. TpebytoLme NCMONHEHNS.

67.2. TpebytoLLme CBeAEHWIA.

67.3. TpebytoLme YKazaHWIA.

68. HomeHKNaTtypa fen Ucnosib3yeTcs

68.1. Npy1 NOCTPOEHMN YNPaBIEHYECKON CUCTEMDbI

68.2. Npy NOCTPOEHUW NH(OPMALOHHO-MONCKOBOIN CUCTEMBI.
68.3. Mpy NOCTPOEHUN JOKYMEHTO0BOPOTA.

69. Kakue MoryT 6bITb HOMEHKNATypbI fen?

69.1. KOHKpeTHas

69.2. npumepHas

69.3. TMnoBas

70. [IOKYMEHTbI C rPUOM «/TAYHO»

70.1. He BCKpbIBAIOTCA 1 NepefatoTcs afpecarty.

70.2. BCKpbIBAKOTCA U NepealoTcs B KaHLUENAapuio.

70.3. BCKpbLIBAKOTCA U paccMaTpuBaroTCa.

71. Llenblo KOHTPOA UCMO/IHEHUA ABAETCA

71.1. pernctpaums JOKYMeHTa B YUYETHOIN KapTouke.
71.2.06ecneyeHne CBOEBPEMEHHOIO U Ka4eCTBEHHOI0 UCMOTHEHNSA NOPYYEHWIA,
71.3. cBOEBpEMeHHas rnepefayva UCMOMHUTENHO.

72. KeM ycTaHaB/MBalOTCA MHANBUAYASIbHbIE CPOKU UCMOSTHEHUA JOKYMEHTOB?

72.1. pyKOBOAWTENIEM CTPYKTYPHOIO MoApasfeneHuns, rae UCNoMHAETCH OKYMEHT.

72.2. KaHLensapuei.

72.3. pyKoBOAUTENIEM OpraHn3auumn.

73. dopmmpoBaHue aen

73.1. rpynnupoBKa UCMOHEHHbIX AOKYMEHTOB B ie/1a B COOTBETCTBUM C HOMEHK/IATYPOIA fen.

73.2. cucTeMaTU3aumns JOKYMEHTOB BHYTPM Aena CoriacHoO CPOKOB UCMOJTHEHNS.

73.3. neyataHue JOKYMEHTOB B CTPYKTYPHbIX NOAPa3ae/ieHnsX.

74. Nena npeanpuaTUA Nogexxar ohopM/IEHMIO

74.1. B KOHUe KBapTa/a TeKyLlero roga.

74.2. Npy UX 3aBefieHNN 1 N0 3aBEPLLEHUN TO4a.

74.3. Npy OCTaTOYHOM HaKOMIEeHUN.

75. UTO onpefenseT aKcnepTmsa LLIeHHOCTU JOKYMEHTOB

75.1. BUA fOKYMEHTA.

75.2. VH(OPMALMOHHYIO COCTaBNAIOLWYHO [AOKYMEHTA.

75.3. LEHHOCTb JOKYMEHTOB C LieNbi0 0T60pa X Ha rocyfapCTBEHHOE XpaHeHWe U YCTaHOB/IEHNA CPOKOB
XpaHeHus.
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76. K 06beKTaM CUCTeMbI 3N1EKTPOHHOMO JOKYMEHT0060p0Ta OTHOCATCA
76.1. CTPYKTYpbI AaHHbIX.

76.2. LOKYMEHTBI.

76.3. CTPYKTypa opraHmsaumm.

77. KapToTeku — 310

77.1. H(hOpMALMOHHO-MOUCKOBAsA CUCTEMA.

77.2. BUPTYaIbHOE NOAMHOXECTBO JOKYMEHTOB.

77.3. BUL, LOKYMEHTA.

78. OCHOBHbIe, 06LLMe TpeboBaHUS K CUCTEME JOKYMEHTO060pOTa
78.1. MacLuTabrpyemocTb, pacrnpeaeneHHOCTb, MOAY/TIbHOCTb, OTKPLITOCTb.
78.2. HafieXXHOCTb, [OCTYMHOCTb, MH(HOPMUPOBAHHOCTb.

78.3. npocTara, CBA3aHHOCTb, AMHAMUYHOCTb.

79. YTo peLuatoT cucTemMbl aBTOMaTM3aumm genonponssogctea (CAL)
79.1. yyeT 3apaboTHON Nnatbl.

79.2. aHaNMTUYeCKme 3aa4n.

79.3. 3aa4m yyeta (perucrpayum) LOKYMEHTOB.

80. CuCTeMbI 3/1EKTPOHHOr0 I0KYyMeHToo6opoTa (C3/]) npexxae BCEro, OpUeHTUPOBaHbI
80.1. Ha paboTy C 3M1EKTPOHHBIMMW LOKYMEHTaMW.

80.2. Ha paboTy Cny>6 AOKYMEHTaLMOHHOIO 06ecneyeHus.

80.3. Ha aHann3 ABMXXeHNA JOKYMEHTOB.

81. KopnopatusHble cuctembl Y 1 obecneumBaroT

81.1. npoxoxaeHne JOKYMEHTOB.

81.2. COBMeCTHYI0 paboTy Haf, LOKYMEHTaMU.

81.3. pernctpaumto 1 y4eT JOKYMEHTOB.

82. Kakue cuctembl, 06ecrneymBatoT nepecblikKy JOKYMEHTOB

82.1. cnykebHble.

82.2. noncKoBble.

82.3. nouTtoBble.

83. Cuctembl ynpasneHUst MHopMaL, e

83.1. 0becneunBatoT CO3aaHNe NHHMOPMALMOHHbBIX NOPTA/IOB.

83.2. He0b6X0AMMbI ANA CO3M4aHNSA LOKYMEHTOB.

83.3. perynunpyroT NOTOKW AOKYMEHTOB.

84. CTpyKTyprpoBaHue JOKYMEHTaLNOHHOI0 06ecrneyeHns ynpasieHns
84.1. (hyHKUMOHa/bHBIA NpoLiecc.

84.2. NpouecCHbI NOAXOA.

84.3. cUTyaUMOHHBI npovecc.

85. Kakoli HopmaTuBHbIV JOKYMEHT B OpraHusauumn onpefenseT nopsfoK paboTbl ¢ JOKYMeHTaMn?
85.1. MHCTPYKLWA MO 4eNonponsBoACTBY

85.2. pernameHT paboTbl

85.3. HoMeHKnaTypa fern.

86. C KaKoro aTarna Ha4MHaeTCs BHeApeHWE CUCTEMbI 3/IEKTPOHHOI0 JOKyMeHTo0obopoTa
86.1. 06cnenoBaHus.

86.2. ycTaHOBKM NporpaMMHOro obecneyeHus.

86.3. co3faHNa HOPMATKMBHOIO JOKYMEHTA M0 BHEAPEHMIO.

Bpems Ha paboTy C MTOroBbIM TECTOM -45 MUH.

cnonb3ys npuBefeHHbIV KoY, onpeenuTe NpaBusibHbIE OTBETbI:

1-1\ 2-2\3-3 \4-1\ 5-2\ 6-1\ 7-1\ 8-3\ 9-3\ 10-1\ 11-2\ 12-2\ 13-3\ 14-2\ 15-1\ 16-1\ 17-3\ 18-3\ 19-3\
20-1\ 21-2\ 22-1\ 23-3\ 24-1\ 25-2\ 26-2\ 27-3\ 28-1\ 29-3\ 30-2\ 31- 1\ 32- 1\ 33-1\ 34-2\ 35-3\ 36-3\ 37-
1\ 38-1\ 39-2\ 40-1\ 41-2\ 42-1\ 43-1\ 44-1\ 45-2\ 46-3\ 47-2\ 48-3\ 49-1\ 50-2\ 51-2\ 52-2\ 53-2\ 54-1\ 55-
1\ 56-1\ 57-2\ 58-3\ 59-1\ 60-3\ 61-2\ 62-3\ 63-1\ 64-3\ 65-3\ 66-2\ 67-1\ 68-2\ 69-3\ 70-1\ 71-2\ 72-1\ 73-
1\ 74-2\ 75-3\ 76-1\ 77-2\ 78-1\ 79-3\ 80-1\ 81-2\ 83-1\84-2\85-1\ 86-1
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4. KOHTPO/Ib 1 OLEEHKA PE3YJIbTATOB OCBOEHUA
YYEBHOU ANCUUNTININHDBI

KOHTpONlb M OueHKa  pe3ynbTaTOB  OCBOEHWS  Y4ebHOW  AUCLMM/IMHGI
OCYLLECTB/AETCA NpenojasaTesieM B MpoLecce MNPOBeAeHNS MNPaKTUYECKUX 3aHATUMN,
BbINO/IHEHMS 06YYaIOLLMMUCS HANBUAYANIbHbIX 3aaHWiA, HanncaHne pegepaTos.

OueHKa KayecTBa OCBOEHMSI Y4eOHON MporpaMMbl BK/KOYAET TEKYLUMIA KOHTPO/b
YCMeBaemoCTH, NMPOMEXYTOUHYHO aTTecTaLMio Mo UTOram OCBOEHWNS AUCLUNIINHBI.

KOHKpeTHble (hopMbl 1 MPOLEAYPbI TEKYLLLETO KOHTPO/IS YCMEBaeMOCTH,
MPOMEXYTOUHOM aTTecTaumMm No AUCUUNIMHE SKOHOMMKA OpraHmn3aumny npeacTas/ieHbl B
(hoHAAX OLLEHOYHbIX CPEACTB MO MPOMEXYTOUYHOM N TEKYLLLEN aTTecTaumm, YyTBePXAeHHbIX
Hay4yHO-MeTOANYeCKMM COBETOM BONrorpafckoro KoonepatusHOro NMHCTUTyTa ((hmunmnana)
Poccuiickoro yHmBepcuTeTa Koornepaumm 03.09.2015 r. npotokon Nel u siBnstoTcs
MPUNOXEHMEM K paboyeli Nporpamme.

Pe3ynbTaTbl 06y4eHUsi (0CBOEHHbIE YMEHUS], YCBOEHHbIE dopmMbl 1 METO/bI
3HaHKS) KOHTPONS N OLEHKM
pe3ynibTaToB 06yYeHUs
YMeThb: YCTHbI
- 0hopMAATbL 1 NPOBEPSTb NPaBUILHOCTL 0OPM/IEHNS onpoc/TecTnpoBaHmne/nog,
AOKYMEHTaLMM B COOTBETCTBUM C YCTAHOBNEHHbIMU roToBKa pethepartos/3aveT
TpeboBaHUAMM,

B T.4. UCMOJIb3yA MH(OPMALMOHHbIE TEXHOMOTUK
NPOBOANTbL aBTOMAaTM3NPOBaHHY 06PaboTKY [JOKYMEHTOB;
- OCYLLUECTBNATb XPaHEHWE N MOUCK AOKYMEHTOB;
-MCMoMNb30BaTh TeIEKOMMYHUKALMOHHbIE TEXHONIOMMM B
3N1IEKTPOHHOM AOKYMEHTO060pPOTE U T.4.

3HaTb:
- OCHOBHble MOHATMA: Uenn, 33agaum 1 NPUHUKUNGI YCTHbLIN
[LOKYMEHTaLMOHHOro 0becneyeHns ynpasneHus; onpoc/TecTMpoBaHMe/nos

- CUCTEMbI [JOKYMEHTALIMOHHOIO 06ecneyeHns ynpaBneHus, | roTOBKa pedepaToB/3ayeT
MX aBTOMAaTU3ALMIO;

- Knaccumkaumo JOKYMEHTOB;

- Tpe60BaHNSA K COCTaBNEHMIO 1 OPOPMIEHNIO JOKYMEHTOB;
- OpraH13aumo JOKYMeHT0060poTa:

- Ipuem, 06paboTKy, perncTpauunto,

- KOHTPO/b, XpaHeHne [AOKYMEHTOB, HOMEHKNaTypy fen u

T.0.
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Kputepum oueHKN 419 NPOBeAEHMS 3a4eTa No AUcunninHe

1. 3HaHua o6yvaloLlMXca OueHMBAOTCA MO NATUOANIbHOW  CUCTEME B
COOTBETCTBMU C TPe6OBAHUSAMN K BbICTaB/IEHWNIO OLLEHKM

1. OueHKa «3ayeT» CTaBUTCA, EC/IN 00yYatoLMnCa:

«  [lokasbiBaeT r/lybokoe W MOMHOE 3HaHWe W MOHWMaHMe BCero o06béma
MPOrpaMMHOro martepuana; rnosIHoe MOHWMaHWe CYLLHOCTU pacCcMaTprBaeMblX MOHATUN,
SBNEHUI 1 3aKOHOMEPHOCTEN, TeOpuiA, B3aMMOCBA3EN;

= YMeeT COCTaBWUTb MOJIHbIA W MNPaBWIbHBIA OTBET Ha OCHOBE W3YYEHHOro
MaTepuana; BblAeNATb [/1aBHbIE MOMIOXEHWUS, CaMOCTOATE/IbHO MNOATBEPXAaTb OTBET
KOHKPETHbIMW MpuvMepamMu, (akTamu; CamoOCTOATENlbHO W apryMeHTMPOBAHO [enathb
aHann3, 0006LLeHNs, BbIBOAbl. YCTaHaBMBaTb MeXMpeaMeTHble (HA OCHOBE paHee
MPUOBPETEHHBbIX 3HAHWIN) W BHYTPUNPEeAMETHbIE CBA3W, TBOPYECKN MNPUMEHSATb
MoflydyeHHble 3HaHMS B He3HAKOMOW cuTyauun. [locnefoBaTeslbHO, YETKO, CBS3HO,
060CHOBaHHO 1 6e30LNBOYHO M3naraTb YYebHbIN MaTepuan; AaBaTb OTBET B /IOMMYECKOM
nocnefoBaTe/IbHOCTU C MCMOJb30BaHMEM NPUHATON TEPMUHOMOTNW; AenaTb COBCTBEHHbIE
BbIBOAbI; (JOPMY/IMPOBaTb TOYHOE OrpeaesieHne M MUCTO/IKOBaHWE OCHOBHbLIX MOHSATUN,
3aKOHOB, TEOpWi; Npu OTBETe He MOBTOPATb [AOCMOBHO TeKCT Yy4ebHMKa; u3naraTb
mMarepvan iTepaTypHbIM  A3bIKOM; MNPaBW/IbHO W 0OCTOATENbHO OTBeYaTb Ha
[ONONHUTE/bHbIE BOMPOChl. CaMOCTOATENbHO M pauMOHaIbHO MCMNONb30BaTh HarnsgHble
nocobusi, CnpaBOYHble  MaTepuasbl, Y4eOHWK, [OOMOSHUTENbHYIO  NNTEPaTypy,
MEePBOMCTOYHWNKN; MPUMEHATb CUCTEMY YC/IOBHbIX 0003HAYeHWIA MpY BeAeHUN 3aruncei,
CONPOBOX/AIOLLMX OTBET; UCMO/b30BaHWe [/11 [L0Ka3aTeIbCTBA BbIBOAOB 13 HAOMOLEHN
1 ONbITOB;

= CamocToATeNbHO, YBEPEHHO M 6e30LIMO0UYHO NPUMEHSET NOMYyYEHHbIe 3HAHUA
B peLleHUM npob/ieM Ha TBOPYECKOM YPOBHE; AOMyCKaeT He 605ee O4HOro HepouvéTa,
KOTOpPbIA Nerko ucnpaenset Mo TpeboBaHWIO npenojasaTens; MMeeT HeobXoAMMble
HaBblKM paboTbl C MpubopamMu, yepTexxamu, cxemamu 1 rpaukamm, conyTCTBYHLLUMY
OTBETY; 3anncu, CONPOBOXAKOLLME OTBET, COOTBETCTBYHOT TPEOOBAHUAM.

2. OueHKa «3a4eT» CTaBUTCS, €CNM 06YHarOLLMIACS:

. [MoKasbiBaeT 3HaHWA BCEro W3y4YeHHOro mnporpamMmHOro marepuana. [Aaét
MO/HbIN N NPaBWUbHBIA OTBET HA OCHOBE N3YUEHHbIX TEOPUIA; HE3HAYUTE/bHbIE OLLUNMOKN U
HeAOYETbl MPU BOCMPOWU3BEAEHMM W3YUYEHHOro martepuana, ornpefeneHust NOHATUIA aan
HEenosiHble, He6OMNbLUME HETOYHOCTU MPU WUCMO/Mb30BaHMM HAy4HbIX TEPMUHOB WU B
BbIBOJAX M 00006LLEHMSAX U3 HABMOAEHWIA 1 OMbITOB; MaTepuas n3naraet B onpegeeHHoM
NOrNYecKom nocnefoBaTeslbHOCTU, NPU 3TOM A0MNYCKaeT OAHY HErpyoyto owmnbKy Unn He
6onee AByX HeJOYETOB 1 MOXET UX UCMPaBUTb CAMOCTOATE/IbHO MpK TpeboBaHUM UK Npw
Heb6ONbLLIOW MOMOLWM Mpenofjasartenis; B OCHOBHOM YCBOW Y4YebHbIA MaTepuarn,
MOATBEPXKAAET  OTBET  KOHKPETHbIMKM  MpUMepamu;  MPaBU/IbHO  OTBEYaeT  Ha
[0MOJTHUTE/bHbIE BOMPOCHI.

=  YMeeT CaMOCTOATE/IbHO BbIAENATb [/1aBHble TMOJIOKEHNA B  W3YYEeHHOM
mMartepvane; Ha OCHOBaHWM (PaKTOB W nNpuMMepoB 06000wWartb, fenatb BblBOAb,
yCTaHaB/NBaTb BHYTPUNpPeAMETHbIE CBSA3N. MPUMEHSAT NOMYYEHHbIE 3HaHWS Ha NPaKTUKe
B BUAOM3MEHEHHOIN CUTyauun, cobnofaTb OCHOBHbIE MpaBuia KynbTypbl YCTHOW peun U
COMpPOBOXAAOLLEN MMCbMEHHOM, UCNO/b30BaTh HaY4HbIE TEPMUHDI;
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«  He obnagaet AOCTAaTOYHbLIM HaBbIKOM PaboTbl CO CrPaBOYHOM NUTEpPaTypoi,
Yy4eOHNKOM, MepBOUCTOYHMKAMKU (MPaBUIbHO OPUEHTUPYETCH, HO paboTaeT MeAJ/IeHHO).
JonyckaeT Herpyoble HapyLleHWs npasun 0OPMIEHNA MUCbMEHHBIX PaboT.

3. OueHKa “3a4yeT” cTaBUTCA, ECNN 00YYatOLLINIACS:

= YCBOM/T OCHOBHOe cojepXaHue y4ebHOro marepvana, MMeeT npobenbl B
YCBOEHMUM MaTepuana, He MNPEenAaTCTBYOWME [a/lbHEelLleMy YCBOEHWUIO MNpPOrpaMmMHOro
marepuana;

-  Marepvan wu3naraet HeCUCTEMaTU3MPOBAHHO, (hparMeHTapHO, He Bcerja
Noc/ef0BaTesbHo;

= [lokasblBaeT HefOCTaTOYHYHCHOPMUPOBAHHOCTb  OTAENbHBLIX  3HAaHUIA 1
YMEHWIA; BbIBOAbI M 0606LLEHNSA apryMeHTUPYeT cnabo, LOMYCKaeT B HUX OLUMOKMN.

= [onycTun owmnbKN 1 HETOYHOCTU B UCNOMb30BAHUM HAyYHOW TEPMUHOOTUN,
onpeaeneHns NOHATUI fan HeAOCTaTOYHO YETKMUE;

« He wucnonb3oBan B KayecTBe [OKa3aTeNbCTBa BbIBOAbI UM 0606LIEHUS U3
Hab/1toAeHWNIA, (haKTOB, OMbITOB WA AONYCTW OLLUMOKM NPW NX U3NOXKEHWU;

= McnbiTbiBaeT 3aTpyAHEHUS B MNPUMEHEHUW 3HaHWIA, HeOOXOAMMbIX AN
PeLleHns 3afa4y pPas/IMYHbIX TUNOB, NPU O0OBACHEHWM KOHKPETHbIX SIBMEHUA HA OCHOBE
TEOPUIn N 3aKOHOB, MW B MOATBEPXKAEHWN KOHKPETHbLIX MPUMEPOB MPaKTUYeCKOro
MPUMEHEHUS TEOPUNA;

«  OTBeyaeT HenosHO Ha BOMPOCHI NpernofasaTens (ynyckas U OCHOBHOE), WU
BOCNPOWU3BOAMT COJEep>KaHWe TeKkcTa y4yebHMKa, HO HeAOoCTaTO4YHO NMOHMMAET OTAE/bHble
MOMIOXKEHUS, UMEIOLLME BAXKHOE 3HAYEHME B 3TOM TEKCTE;

«  06Hapy)XMBaeT HefOCTAaTOYHOE MOHUMaHWEe OTAENbHbLIX MNOMOXEHUA Mpu
BOCNPOWN3BEAEHNN TEKCTa y4ebHMKa (3anunceid, MePBOMCTOYHUKOB) MUK OTBEYAET HEMOJHO
Ha BOMPOCbI, AOMYCKasa OfHY-ABe rpyoble OLMOKMN.

4. OueHka “He 3a4eT” CTaBUTCA, EC/IN 00yYaroLLMACs:

= He YCBOW/ U He pacKpbl/l OCHOBHOE COfepXKaHve MaTepuana;

= He AenaeT BblBOJOB 1 0606LLIEHNA.

= He 3HAaeT M He MOHUMAET 3HaYMTE/IbHYH UK OCHOBHYHO YacTb MPOrpammHOro
martepuana B npefenax noctas/eHHbIX BOMPOCOB;

= WM uMeeT cnabo CHHOPMMPOBAHHbIE W HEMOSIHble 3HaHWUA WM He YyMeeT
MPUMEHSATb UX K PELLEHMIO KOHKPETHbIX BONPOCOB 1 3afady Mo obpasuy;

= WA npu oTBeTe (Ha OAMH BOMPOC) AornyckaeT 6onee ABYX rPybbiX OLLMOOK,
KOTOpbIE He MOXET UCMPaBUTb AadXKe MPU MOMOLLN YUUTENS.

2. OueHKa NMCbMEHHbIX pabor.

1. OueHKa “3ayeT” CTaBUTCH, C/IN 0OYYatOLLNIACS:

= BbINO/IHUA PaboTy NOSIHOCTLIO, 6€3 OLLMOOK 1 HEAO0UETOB;

2. OueHka “ 3aueT ” cTaBUTCS, €CNM 0BYYarOLLMIACS:

= BbINOAHWA paboTy NOMHOCTbIO, HO AOMYCTU/ B Held He 60nee OAHOW Herpy6oit
OLUMOKM M OJHOT0 HefoueTa Un He 6osiee Tpex HeOYEeTOB.

3. OueHka “ 3aueT ” cTaBUTCS, €CNM 0BYYarOLLMIACS:

= NPaBW/IbHO BbIMOHW/ He MEHee NMoJI0BUHbI PaboThbl

= WM JonycTun He 60onee ABYX rpyobIX OLNGOK;

31



= WX gonycTun He 6onee 0HON rpy6or U OAHOM Herpyboi OWMOKM U OAHOIO
HeLoYeTa,;

= WA JONYCTU He 60nee TPeX HerpyobIX OLWKNOOK,;

= WM OJHOI Herpyoboi oLWNGKM N TPeX HeJ0UETOB;

= VAW NPU OTCYTCTBUM OLLMOOK, HO MPU HASIMUNN YETbIPEX-NATU HEJOYETOB.

4. OueHka “He 3a4eT” cTaBUTCS, €CNM 00YyYarOLLMIACS:

= [ONYCTW/ YNCNO OLUMOOK M HEeOYETOB MPEBOCXOAALLEE HOPMY, MPU KOTOPON
MOXXET ObITb BbICTaB/IEHA OLIEHKa *“ 3a4eT ”;

= VAW eCNN NPaBWbHO BbINOMHWI MEHEE MO0BKHbI PaboThl.

MeToandeckne matepuanbl, OMNpefensolwme npoueaypy OUEeHMBAHUA MO
ANCUMININHE

O6Las npouenypa oueHMBaHUA ornpegeneHa MonoxxeHneM 0 (HoHAAX OLLEHOYHbIX
CpeacTs.

1.  Tpouenypa OUEHMBaHWSA Pe3yNbTaTOB OCBOEHWA MNPOrpaMMbl AWUCUMMVHGI
BK/lOYaeT B Ce6A OUEHKY YPOBHA  CHOPMMPOBAHHOCTM  OBLLEKYNbTYPHbIX U
MPOeCCUOHA/IbHBIX KOMMETEHLMIA CTYEHTa, YPOBHEN 00YHEHHOCTU: «3HATb», <YMETb».

2. [Mpw coaye 3a4veTa:

—NpodeccuoHaNbHble 3HaHWA CTyfAeHTa MOryT MNpPOBepATbCA MNpU OTBeTe Ha
TeopeTUYecKme BOMpPOCHI, NPV BbINO/IHEHUN TECTOBbIX 334aHWNiA, NPaKTUYeCKNX paborT;

—CTeneHb BflafleHns MPOECCMOHA/IbHBIMU YMEHUAMMU, YPOBEHb
ChOpPMMPOBAHHOCTN KOMMETEHLMIA (3/IEMEHTOB KOMMETEHLMIA)

—MNPW PELUEHUN CUTYALMOHHBIX 3a4ay, BbINO/HEHUW MPAKTUYECKMX paboT 1 Apyrnx
3afjaHui.
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