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1. OBIIASI XAPAKTEPUCTUKA PABOYEN TPOT'PAMMbBI YYEBHOM
JAAUCHUIIINHBI OI11.04 «/lokymMeHTAlMOHHOE 00ecrneyeHue ynpaBjaeHus»

1.1. MecTO IUCHUILIUHBI B CTPYKTYpe OCHOBHOI 00pa30BaTe/ibHON NPOrpaMMbI:

Vuebnas gucuuminHa OII/1.04  «/lokyMeHTaMOHHOE OOecreyeHre YIpaBJICHUS»
SIBJISIETCSL 00513aTENTbHON YacThI0 00IEenTPO(PECCHOHATBHOTO IIMKJIAa OCHOBHOW 00pa30oBaTeNbHOM
nporpamMmbl B cootBeTcTBUU ¢ PI'OC no cnenmanbHocTh 38.02.01 «OKOHOMMKA U OyXTalITepCKHii
yderT (110 OTPacsiM)».

Vuebnas gucnuminHa OII/1.04  «/lokyMeHTaMOHHOE OO€ecreyeHre YIpaBJICHUSD
obOecnieunBaeT (QopMuUpoBaHUE NPO(ECCHOHATIBHBIX M OOIIMX KOMIETEHLMH IO BCEM BHUAAM
nesitenbHOCTH DPI'OC mo cnenumansHOocTH  38.02.01  «OKOHOMHMKA M OyXrainrepckuid yder (Imo
OTPACIISIM)».

Oco0oe 3HaueHKE JUCUMITIIMHA UMeeT Ipu (popmupoBanuu u pazsutuu OK:

OK O01.BpiOupars crnocoObl pemnieHuss 3anad  Opo(eccHoHANbHON  AesITeNbHOCTH
MPUMEHUTEIHFHO K PA3IMIHBIM KOHTEKCTaM;

OK 02.Ocy1iiecTBasTh MOUCK, aHAIU3 U UHTEPIIPETAINI0 HH(OPMALMK, HEOOX0IMMOM aJ1st
BBINIOJIHEHUS 3a71a4 PO(HeCCUOHATILHOM JIeSITEIbHOCTH;

OK 03.I1nanupoBaTh U peaqu30BbIBaTh COOCTBEHHOE MPOPECCHOHAIBHOE M JMYHOCTHOE
pa3BUTHE;

OK 04.PaboraTte B KOJUIEKTHMBE U KoMaHze, 3((EeKTHBHO B3aUMOJECHCTBOBATH C
KOJUIEraMH, PyKOBOJICTBOM, KIIMEHTaMH;

OK 05.0OcymiecTBisiTh YCTHYIO M NHUCBMEHHYI0 KOMMYHHMKAI[MI0 Ha TOCYJapCTBEHHOM
sa3pike  Poccuiickoit ®denepauuu ¢ yd4eToM OCOOEHHOCTEM COLMAIBHOTO M KYJIBTYPHOTO
KOHTEKCTa;

OK  06.IlposiBnaTh  rpa’kJaHCKO-NATPUOTHYECKYIO  IO3UILIMI0,  JEMOHCTPHUPOBATh
OCO3HAHHOE IMOBEJICHNE Ha OCHOBE TPAJWLIMOHHBIX OOIIEYEIOBEUECKUX [IEHHOCTEN, IPUMEHSTh
CTaHJApPTHl aHTHKOPPYIIIHOHHOTO TTOBEICHHS;

OK 07.CopeiicTBOBaTh COXpAaHEHHUIO OKpYXKaIOLIEH cpeabl, pecypcocOepexeHuto,
3P PEKTUBHO ACHCTBOBATH B UPE3BBIYAHBIX CHUTYAIINSX;

OK 09.Ucnosnb3oBath  HMH(OpPMALIMOHHBIE  TEXHOJOTMHM B  MNPOQeCcCHOHATbHOU
NeSITeNIbHOCTH;

OK 10.Ilonb3oBarbcst mpodeccUOHANbHON JOKyMEHTAallMe Ha TOCyJapCTBEHHOM U
WHOCTPAHHOM SI3BIKaX;

OK 11.Hcnonb3oBarh 3HaHMsi 1O  (UHAHCOBOM  TIPaMOTHOCTH, IJIAHUPOBATh
MPEANPUHNMATENBCKYIO ACSITEIHHOCTH B TPo(eccHoHaIbHOMU cdepe.

[IpodeccrnonanbHbie KOMIIETEHITUU:

IIK 1.1. O6pabatpiBaTh NEPBUUHBIE OyXTralTEPCKUE JOKYMEHTHI

[Iporpamma pa3paboTaHa B COOTBETCTBHHM C OCOOEHHOCTSIMH 0Opa30BaTEIbHBIX
noTpebHocTel nHBanuAoB u jul ¢ OB3, ¢ yueroM BO3MOXHOCTEN MX MCUXO0(DU3UOIOTUYECKOTO
Pa3BUTHS, WHAWBHIYAITBHBIX BO3MOXXHOCTEH W METOJAMYECKHX PEKOMEHJIAIMHA MO pa3paboTKe
peayi3allii aJanTUPOBAHHBIX 00pPA30BATENBbHBIX MPOTPAMM CpPEAHEro MpPOo(ecCHOHATBHOTO
o0Opa3oBaHus, YTBEpKJIEHHbIE TUPEKTOpoM JlenmapTaMeHTa rocyJapcTBEHHOM NOJUTUKU B cdepe
noarotoBku padounx kaapos u JAI1O Hayku Poccun ot 20 ampens 2015 r. Ne 06-830.

OO6pa3zoBaHue WHBAIMJIOB U O0YJarOIIMXCS C OTPAaHUYEHHBIMUA BO3MOXKHOCTSIMHU 3/I0POBBS
OpraHM30BaHO COBMECTHO C JAPYrUMH oOOydarollMMHCS. AJalNTUpPOBaHHAs IporpaMmma
pa3zpaboTaHa B OTHOUICHMM OOY4YaOLIUXCS C KOHKPETHBIMU BUAAMM OTPaHUYEHUN 370POBbS
(HapyIIeHUs CITyXa, HApYIISHHsI IBUTATeIbHON aKTUBHOCTH, HAPYIICHUS 3pEHHSI, COMAaTHIECKHE
3a0o0JieBaHMsI), 0OOYUYaAIOLIUXCSI COBMECTHO C JIPYrMMH OOy4arouuMucsi B y4eOHOH rpymme 1o
npodeccuu.

Peanuzanusi aganTupoBaHHOM MPOrpaMMbl  OCYILECTBISETCS C  HCIHOJIb30BaHHUEM
pa3nuuHbIX GopM 00y4eHHUs, B TOM YHCIIE C UCIOIb30BAaHUEM AMCTAHLUOHHBIX TEXHOJOTUN U
AJIEKTPOHHOTO 00Y4EHUS.



1.2. Heab n nuianupyemble pe3yabTaThbl ocBoeHus Aucnumiannasl OI11.04
«JlokyMeHTauMOHHOe o0ecrieyeHre YIpaBJICHUS»:
B pamkax mporpaMmbl y4eOHON TUCIHUIUIMHBI OOYYarOIIMMUCS OCBAaWBAIOTCS YMEHHUS U

3HAHUS
Kon YMenus 3HaHuA
1K, OK
PacnioznaBate 3agauy w/miu npoGiemy B AxTyanbHbI podecCHoHaIbHbINA U
po¢heCcCHOHATBHOM H/HIIA COITUATBHOM COITMAIBHBIM KOHTEKCT, B KOTOPOM
KOHTEKCTE; aHAJIM3UPOBaTh 3a7a4y U/ UiIu MIPUXOAUTCS pabOTaTh U XKUTb;
npoOeMy U BBIJIENATh €€ COCTaBHbIE YaCTH; | OCHOBHbIE HCTOUYHUKH HH(OpMALMK U
OTPEENATh ATAlbl PEUICHUS 331a4U; pecypchl Ui pellieHus 3a1a4d u
BBIABJIITH M 3(PPEKTUBHO UCKATh mpo6sieM B MpoeCCUOHATHFHOM /WK
nH(pOopMaLKI0, HEOOXOIUMYIO JUISl pELICHUS COLIMAJIbHOM KOHTEKCTE; aJIfOPUTMBI
3a/1a4uM U/Uiu IpoOIeMbl; COCTaBUTh IJIaH BBITNIOJIHEHUS palOT B
NEeUCTBUS; ONPEAETUTh HEOOXO0AUMbIE podeccuoOHaIbHON U CMEXHBIX
pecypchl; BIaJ€Th aKTyalIbHBIMU METOJaMU o0racTsx; METO bl pabOThI B
paboThl B TPOPECCHOHATHHOM U CMEKHBIX poheCcCHOHATBHON U CMEKHBIX
OK 1. cdepax; peaan30BaTh COCTABICHHbBIN TUIaH; cdepax; CTpyKTypy IJIaHa s
OLICHUBATh PE3yJIbTaT U MOCIEACTBUS CBOMX | pEICHMs 33/1a4; MOPAIOK OLEHKU
NeUCTBUM (CaMOCTOSATENBHO WK C TIOMOILBIO | pe3Yy/IbTaTOB PELIECHUs 3aau
HacTaBHUKA); coON0AaTh TpeOOBaHUS K npodeccruoHaIbHOM 1eATENbHOCTH;
OyXrajTepckoMy y4deTy; cilefoBaTb METOJaM | MOHATUE OyXTaJITEPCKOro YUeTa;
Y IPUHLIKAIIAM OyXTrajaTepcKoro y4dera CYLIHOCTb U 3HaUEHUE
OyXrajTepcKkoro y4yera; HCTOPHIO
OyXTaJnTepCKOro y4eTa; OCHOBHbBIC
TpeOOBaHUS K BEACHHUIO
OyXrajTepckoro y4yera; npeamer,
METO/1 ¥ IPUHLIUIIBI OyXTaJITePCKOro
yuera.
Omnpenenars 3a1a4u JUIsl IOUCKA Homenknarypa nnhpopMamoHHbIX
nH(pOpMaLUK; OTIPENENIATh HE0OOX0IUMBbIE MCTOYHHUKOB NIPUMEHSIEMBIX B
MCTOYHUKU MH(OPMALIMH; TUTAHUPOBATh npodeccrnoHaIbHOM 1€ TENbHOCTH;
MIPOLIECC TIOUCKA; CTPYKTYPUPOBATh MIPUEMBI CTPYKTYPUPOBAHUS
OK 2 MOJIy4aeMyI0 HH(POPMALIKIO; BBIIEISATh uHpopmanuu; GopMar opopmMIEHUS
' HauboJee 3HauuMoe B IiepeyHe nHpopMaluy; | pe3yiabTaToB MOMCKa HHPOpMaIUY;
OILICHUBATh MMPAKTUUYECKYIO 3HAUUMOCTh IUIaH CYETOB OyXTaJTepCKOro y4yerTa;
pe3yJbTaTOB MOUCKA; 0QOPMIISTH pe3ysbTaThl | (OPMbI OyXTaJITEpCKOro yuera
MIOMCKA; HCIOJb30BaTh POPMBI U cUETa
OyXrajTepckoro yyera
Onpenensars akTyaJlbHOCTh HOPMATHUBHO- ConepxaHue akTyaJIbHON
IIPaBOBOM JOKYMEHTAILIMH B HOPMaTUBHO-IIPABOBOU
npodeccrnoHalIbHOM 1€ TENbHOCTH; JOKYMEHTAI[M1; COBPEMEHHAas
[IPUMEHSITh COBPEMEHHYIO HAyUHYIO HayyHas ¥ npodeccuoHaIbHas
podeccroHaIbHYIO TEPMUHOJIOTHIO; TEPMHUHOJIOTHS; BO3MOKHbIE
OK 3. OTPEJENATh U BbICTpauBaTh TPAEKTOPUU TpaeKTopuu IpohecCUOHATBLHOTO

poheCCHOHANTBHOTO PAa3BUTHUA U
camM000pa3oBaHUs; IPUMEHITh HOPMATUBHOE
peryaupoBaHue OyXraJlTepCKOTO y4eTa;
OPHUCHTHUPOBATLCA HA MCKAYHAPOAHBIC
cTaHAapThl ((MHAHCOBOW OTYETHOCTHU

pa3BUTHS U CaMOOOPa30BaAHUS;
HOPMaTHBHOE PETYINUPOBAHHE
OyXTaJTepCKOro y4eTa U OTYETHOCTH,
HAIMOHAJIBHYIO CUCTEMY

HOPMAaTHBHOI'O PEryJIUpOBaHN;




MEXAYHapOIHbIE CTAHAAPThI
(UHAHCOBOW OTYETHOCTH;

OpranuzoBbIBaTh pab0OTy KOJUIEKTHBA U
KOMaH/Ibl; B3aUMO/ICHICTBOBATH C KOJIETraMH,

Ilcuxonornyeckme OCHOBEI
JIEITCILHOCTA KOJUICKTHBA,

OK 4. PYKOBOJCTBOM, KJIMEHTAMH B X0OJI€ MICUXOJIOTMYECKHE 0COOEHHOCTH
npodeccrnoHalIbHOM 1€ TeNbHOCTH JIMYHOCTH; OCHOBBI ITPOEKTHOM
JeSITEIbHOCTH
['pamoTHO M3NMAraTh CBOM MBICIU U Oco6eHHOCTH COLMATBLHOTO U
0(pOpPMIIATH TOKYMEHTHI 110 KYJIbTYPHOT'O KOHTEKCTa; IpaBuiia
OK 5 npodeccruoHalIbHON TeMAaTHKE Ha o(popMIIEHHS TOKYMEHTOB U
' roCyAapCTBEHHOM s3blke Poccniickoit MIOCTPOEHHUSI YCTHBIX COOOLIECHU.
®denepanyu, NPosBIATH TOJEPAHTHOCTD B
paboueM KOJIJIEKTUBE
OnuceiBaTh 3HAUUMOCTb CBOEH CyIIHOCTb rpakJIaHCKO-
CHEIHaIbHOCTH MaTPUOTUYECKON MO3ULUHY,
OK 6. 00I1IeYEeTI0BEUECKUX LIEHHOCTEN;
3HAYUMOCTb MPO(ecCcrOHANBHON
JEeSITEIbHOCTH 10 CHEeUaIbHOCTU
ColmrogaTh HOPMBI IKOJIOTHIECKOI [IpaBusa sxoI0rHYECKON
0€30MacCHOCTH; ONPENENISTh HAPABICHUS 0€30MacCHOCTH NPHU BEJIECHUU
pecypcocOepekeHus B paMKax pohecCHOHANTBHOM JIEATETLHOCTH;
OK 7. npodeccuoHalbHOM 1€ TENbHOCTH 110 OCHOBHBIE PECYPCHI, 33J€ICTBOBAHHbIEC
CHEIHaIbHOCTH B IIpOo(ecCHOHAIbHOM 1€ TEIbHOCTH;
yTH 0OecreyeHus
pecypcocOepekeHHs
[IpumensTs cpeacTBa HHGOPMALIMOHHBIX CoBpeMeHHbIE CPEJICTBA U YCTPOIICTBA
TEXHOJIOTUH JJISl pEeLIeHUs nH(popMaTHU3aLMK; TOPSIIOK UX
OK 9. podeccroHalIbHBIX 3a/]1a4; UCII0JIb30BaTh MIPUMEHEHHS U TPOrPAMMHOE
COBPEMEHHOE IIPOrPAMMHOE 00ECTICUCHHE obecrieueHne B mpodeccuoHaIbHO M
JeSITEIbHOCTH
[TorumaTth 00K CMBICT YETKO [IpaBuiia moCTpoOEHUs MPOCTHIX U
MIPOM3HECEHHBIX BbICKA3bIBaHUI Ha CJIOXHBIX NMPEIJIOKEHUN Ha
U3BECTHBIE TEMBI (MpodecCHOHaTbHbIE U npodeccroHallbHbIE TEMbI; OCHOBHbBIE
OBITOBBIE), TOHUMATh TEKCTHI Ha 0a30BbHIC 0011eyTOTPEOUTENHHBIC TI1ar0JIbI
npodeccruoHalIbHbIE TEMbI; Y4aCTBOBAThH B (ObrTOBast M poeccuoHanbHas
JMaiorax Ha 3HaKoMble OOIIHe U JIEKCUKA); JIEKCUUYECKU MUHUMYM,
OK 10. | npodeccuoHanbHbI€ TEMBI; CTPOUTH IPOCTHIE | OTHOCSIUMNCS K ONMCAHUIO
BBICKAa3bIBaHUS O ce0€ 1 O CBOEH MPEIMETOB, CPEACTB U MPOLECCOB
podeccroHaIbHOM 1eATENbHOCTH; KPaTKO npodeccrnoHaIbHOM 1€ TENbHOCTH;
000CHOBBIBATh U OOBSICHUTH CBOU JAECHCTBUS 0COOEHHOCTH MPOU3HOLLIECHUS;
(Texyliue U MIaHupyeMble); MUCaTh MPOCThIE | MPaBUJIa YTEHUS TEKCTOB
CBSI3HBIE COOOILIEHUS HA 3HAKOMbIE WU npodeccroHaIbHON HANPaBICHHOCTH
MHTEPECYIOIINE MPOPeCcCHOHANTbHBIE TEMbI
BbIsSBISATE JOCTOMHCTBA U HEIOCTATKU OCHOBBI IPEeITPUHUMATEIBCKON
KOMMEpPUYECKON UeH; IPE3EHTOBATh UJEH NeSITeIbHOCTH; OCHOBBI (DMHAHCOBOM
OTKPBITHSI COOCTBEHHOTI'O JIeJia B IPaMOTHOCTH; IIPaBUiIa pa3pabOTKU
OK 11. pohecCHoHANTBHOM IEATEITLHOCTH; OM3HEC-TIJIAHOB; TIOPSIIOK

ohopMIIATh OM3HEC-TIIaH; PACCUUTHIBATH
pa3Mepsl BBITUIAT IO MTPOIIEHTHBIM CTaBKaM
KPEAUTOBAHHUS;, OTIPEICIIATh
WHBECTUIIMOHHYIO TIPUBJICKATEIILHOCTD

BBICTPAUBAHHUS IPE3EHTALUY;
KpeAUTHbIE OAHKOBCKHUE MPOTYKThI




KOMMCEPUYCCKUX I/II[Gﬁ B paMKax
pohecCHoHANTBHOM IEATEITLHOCTH;
MIPE3CHTOBATh OM3HEC-U/ICIO; OTIPENIENIATh
VCTOYHUKU (DPUHAHCHPOBAHUS

K 1.1.

[TpuHUMATH TPON3BOJIBHBIC TIEPBUYHBIE
Oyxranrepckue JOKYMEHTHI,
paccMaTrpuBaeMble Kak MUCbMEHHOE
JI0KA3aTeIbCTBO COBEPUICHUS XO35IMCTBEHHOM
orepanuy WM NOJydeHHe pa3pellieHns Ha ee
MIPOBECHUE; IPUHIMATh TICPBUYHBIC
Oyxrantepckue JOKyMEHThl Ha OyMaKHOM
HOCHTENE U (W) B BUJE 3JIEKTPOHHOTO
JOKYMEHTA, MOJIUCAHHOTO AIEKTPOHHON
MIOIMTUCHIO; TIPOBEPSITH HATMYHE B
MIPOU3BOJIBHBIX MIEPBUYHBIX OyXTaITEPCKUX
JOKYMEHTaX 00s13aTeJIbHBIX PEKBU3UTOB;
MIPOBOJIUTH (POPMATIBHYIO TIPOBEPKY
JOKYMEHTOB, IIPOBEPKY IO CYILLECTBY,
apu(MeTHYeCcKyro IPOBEPKY;

MIPOBOJIUTH TPYIITUPOBKY MIEPBUIHBIX
OyXranTepCKuX JOKYMEHTOB TIO PSIILy
MPHU3HAKOB; IPOBOIUTH TAKCUPOBKY U
KOHTHPOBKY TIEPBUYHBIX OYXTalITePCKUX
JOKYMEHTOB.

B  pe3ymbraTe  ocBOEHUA
00yyarouuiics 10KEH yMETh:
- 0(hOpMJIISATH TOKYMEHTALIUIO B COOTBETCTBUHU
C HOpMaTUBHOM 06a30ii, B TOM 4uCIIE C
MCTIOJIb30BaHNEM HH()OPMAITMOHHBIX
TEXHOJIOTHH;

- 0OpMIIATH TOKYMEHTALIUIO TIO TPYIOBBIM
MIPaBOOTHOIIICHHSIM;

- OCBaMBaTh TEXHOJIOTHH
aBTOMaTU3UPOBAHHOM 00pabOTKU
JTOKYMEHTAIIVH;

- HCTI0JIb30BaTh YHU(PUIIMPOBAaHHBIE (POPMBI
JTOKYMEHTAIIHH;

- OCYUIECTBJISITh XpaHEHUE U TIOUCK
JOKYMEHTOB;

- HCTI0JIb30BaTh T€JIEKOMMYHHUKAIIMOHHbBIE
TEXHOJIOTUH B DJIIEKTPOHHOM 000pOTE.

JAUCHUITIIMHBI

OO6mme TpeboBaHUS K
OyXrajarepckoMy y4eTy B 4acTH
JOKYMEHTUPOBAHHUS BCEX
XO3SIICTBEHHBIX IEUCTBUN U
OTIepalLHii;

MOHATHE MEPBUYHOMN OyXranTepcKoit
JOKYMEHTaIUU; OTpeiesieHUue
MEPBUYHBIX OyXTaaTepCKUX
JOKYMEHTOB; ()OPMbI IEPBUYHBIX
OyXrajaTepckux JT0KyMEHTOB,
coJIepKaIux 00s3aTebHbIC
PEKBU3UTHI IEPBUYHOTO YUETHOIO
JOKYMEHTA; OPSAJOK MPOBEACHUS
MIPOBEPKHU MEPBUYHBIX OYXTralTepCKux
JOKYMEHTOB, (POpMaIbHOM MPOBEPKU
JOKYMEHTOB, IIPOBEPKH 10 CYIIECTBY,
apumMeTnyecKoi IpoOBEPKHU;
MPUHIIMIBI ¥ TIPU3HAKK TPYIITAPOBKU

IIEPBUYHBIX OyXrajaTepcKux
JOKYMEHTOB; IOPSNOK IPOBEACHUS
TaKCUPOBKH u KOHTHPOBKH
IIEPBUYHBIX OyXraiaTepcKkux

TOKYMEHTOB. B pesynbrate ocBOeHUS
JTUCIUTIIAHBI  00yYaronuics J0JKEH
3HATB!

- TIOHATHE, LM, 3a/1a9H ¥ TPUHIIAITHI
JEeTOTIPOU3BOICTBA;

- OCHOBHBIC TIOHSATHS
JOKYMEHTAITMOHHOTO 00eCTICUeHHSI
yIIpaBJICHUS;

-CHCTEMBI JIOKYMEHTAITMOHHOTO
oOecrieueHusl yrpaBJIeHUS;

- KJ1acCU(UKAIUIO TOKYMEHTOB;

- TpeOOBaHUS K COCTABJICHHUIO 1
0(hOPMIICHHIO TOKYMEHTOB
OpraHu3aIMOHHO-PACTIOPSAIUTEITHHOTO
XapaxkTepa;

- TpeOoBaHUs K 0OPMIICHUIO
JOKYMEHTOB TIO TPYAOBBIM
MIPABOOTHOIICHUSIM;

- OpraHMU3alHrIo JOKYyMEHTO000POTa:
npueM, o0paboTKy, PErUCTPAIIHIO,
KOHTPOJIb, XpAHCHUE JOKYMEHTOB H
(hOPMHUPOBAHUK HOMEHKJIATYPHI JEII.




2. CTPYKTYPA Y COJIEP)KAHUE YUEBHOM JUCIIUILINHBI

OI11.04 «/loxymMeHTallMOHHOe o0ecnieyeHne yIpaBJIeHus»

2.1. O0bem yueOHOM JMCHUIIMHBI M BBl Y4e0OHOH padoThl

Buja yueOHo# padoThl

O0neM yacoB

O0beM 00pa3oBaTeIbHONM NPOrpaMMbl Y4eOHOM TUCHMIINHBI 36
B TOM YHCIJIE:

TEOPETHYECKOE 00yUeHre 12
nabopaTopHbIe PaOOTHI -
NIPAKTUYECKUE 3aHATUS 20

KypcoBas paboTa

KOHTpOJIbHAas paboTa

Camocmosmenvhas paboma

HTorosas arrecranusa




2.2. TemaTnueckuii miad u coaep:xanue yuyeonoi nucuunaunsi OIJ1.04 «[lokymeHTannonnoe odecneyeHue ynpaBjaeHus»

HaumenoBanue

Conep:xkanue yue0HOro Matepuajia i ¢opMbl OPraHU3aI UM AeSITeILHOCTH 00yYalonIuxcs O6BeM Koabl
pa3aesioB U TeM B KOMIETeHIHi,
Hacax ¢dopmuposanuio
KOTOPBIX
CIoCOOCTBYeT
3JIeMeHT
MPOrpaMMBbI
1 2 3
Coaepxkanue y4eOHOro MaTepuaia OK 01, OK 03, OK
1. | 3HaueHue u copepKaHUE JUCIUILTUHEI U €€ CBS3b C IPYTUMU JUCIUILUIMHAMHA 06, OK 09, OK 11
2 | IloHsATHE TEPMHUHOB «JIOKYMEHTY, «JIOKYMEHTOBEICHHE) 2
Beenenmue 3 | Acropus pa3sBUTHs HAyYHBIX IPEICTABICHHIT O JOKYMCHTALHOHHOM 00ECTICYCHUH YIIPABIICHHSI.
CoBpeMEeHHOE COCTOSIHME JIOKYMEHTAIIMOHHOTO 00ECIICUCHHUS YIIPABJICHHUS
4 | HopmatnBHO-mpaBoBast 0a3a opraHu3alMy JOKYMEHTAIIMOHHOTO 00CCTICUCHHUSI YIIPABIICHHS KaK
OCHOBA TEXHOJIOTHH ITPOLIECCa YIIPABICHHUS.
B ToM unciie, NpakTHYECKUX 3aHATHI U J1a0OPATOPHBIX PadoT 0
CamocTosiTeIbHASA Pad0Ta 00y4aIOIIUXCS 0
Coaepxanue y4eOHOro MaTepuaia OK 01, OK 03, OK
l'ocynapcTBeHHast cucTeMa JOKyMEHTAIlMOHHOTO 00ecTieueH sl yIpaBJIeHHs — CBOJ MPaBHJI, 06, OK 09, OK 11
| | YCTaHABIIMBAIOLINX CMHBIC TpeOOBaHUS K JIOKYMECHTHPOBAHUIO YIIPABICHUCCKOM JIEITEILHOCTH U
Tema 1 OpTraHM3aIMy paboThI ¢ JOKYMEHTAMU Ha MPEINPUITHSX PA3JIMUYHBIX OPTaHU3aIMOHHO MTPABOBBIX 2
JoxymeHTHpOBaHueE dopm.
yIIpaBJIeHeCKOiA 2 | CocraB ynpaBIeHYeCKHX JOKYMEHTOB. IIOHATHE CHCTEM JTOKYMCHTALMH.
HeSTeTLHOCTH 3 | PYHKIUHOHATIBHBIC M OTPACIICBBIC CUCTEMBI JJOKYMCHTALIHI. VYHudukaius 1 craHaapTH3alusl
VIPaBJICHYECKUX JTOKYMEHTOB.
B ToM unciie, NpaKTHYECKUX 3AHATHI U JIaDOPATOPHBIX PadoT 0
CamocTosiTeJibHasA padoTa 00yYalOUIMXCS 0
Tema 2 Coaep:xkanue y4eOHOro MaTepuaia OK 01, OK 03, OK
Cucrema 1 YHI/I6(1)I/IHI/Ip0BaHHa$I cucTeMa OpraHu3alMoOHHO-pactopsauTeasHON nokyMeHTaruu. ['OCTer na OP/I. 06, OK 09, OK 11
OPraHU3alHOHHO- TpeboBaHus K OOPMIICHHIO JIOKYMEHTOB.
pacnopsiiuTeIbHOI o) Knaccuukanust opraHM3anOHHO-PaCIOPSIUTENbHON JOKYMEHTALUU: OpraHu3al[HOHHBIE
AOKYMCHTAIIUH " | IOKYMEHTBI, pacOPsSIUTENIbHBIE, CIPABOYHO-UH(DOPMAIIMOHHBIE, CIYKEOHbBIC ITHUChMA.
3 OpraHu3aiuoHHbIE TOKYMEHTBI: YCTaB, OJ0KEHUE, JOTOBOP YUpEIUTENeH, MpaBuiia BHyTPEHHEr O
TPYAOBOIr'O pacopsaKa. 8
PacrniopsiqutenbHble JOKYMEHTBI: TPUKa3bl HA OCHOBAHUM €IMHOHAYaMsl (110 OCHOBHOH
4. | mesaTenbHOCTH M 10 JIMYHOMY COCTaBy). Pacnopsbkenusi, ykazanus. [loctaHOBIIGHHE, PEIICHUS,
MIPOTOKOJIEI HA OCHOBAHHMHU KOJUIETHATBHOCTH. MHCTpYKIIHH.
CrpaBo4HO - HH(OPMaIIMOHHBIC JOKYMEHTHI: aKT, JIOKJIaHas (Ciiy)keOHas) 3almcka, CrpaBKa.
5. | OdopmiieHHE aKTOB HAJIOTOBOM MHCIIEKI[UYU, PEBU3UHU KacChl, paCcUYeTOB C ACOMTOpPAMHU U

KpEAUTOpaMHu.

N

Cryxxebuble nucbMa. Kimaccndukaims KOppecnoHASHIIMH : HHUIIMATHBHAS M OTBETHAs, JCIOBas U




KoMMepuecKast. SI3bIK M CTHIIb JISTIOBOM KOppecnoHAeHIMU. THIoBBIE U TpadapeTHbie MHChMa.
WuuimaTiBHBIC U OTBETHBIC CITYy)KeOHBIC THUChbMa. [TuchMa-3amnpockl ¥ MTUChMa-0TBEThHI OpraHU3aIUil
KpenuTopoB. THUITOBBIC rapaHTUHHBIC TUChbMa OT OpraHU3aIMii (TApaHTOB) — OAHKAaM O MOTAIICHUU
KpenuTa. THIIOBOE COMPOBOUTENBbHOE MUCHMO K JoroBopy. CocTaBienne u opopmieHne
BHYTPEHHUX TeJierpamm, Tee) OHOrpaMM U Tee(aKkcoB.
B ToM unciie, NpaKTHYECKUX 3AHATHI U JIaDOPATOPHBIX PadoT 6
1 | CocraBieHne pacropsIMTeIbHON TOKYMEHTAIIUN 2
2 | CocraBjieHHE aKTOB 2
3 | CocraBieHue nuceMm 2
CamocrosiTeJibHAsL pad0Ta 00y4aIOIIUXCSA 0
Coaepxkanue y4eOHOro MaTepuasia OK 01,
1 | Homsitue noroBopa (koHTpaKra), corailesue, nporokona. Turosas gpopma koHTpakTa. OCHOBHBIC 06, OK
" | pa3nensl KOHTpPAKTA.
IIpuMepHsBIi JOrOBOp KYIUIM NPOAaKU. TUIIOBOM JOrOBOp MEHBI TOBapa. [JoroBop mocTaBKu.
dopmyisip 10roBOpa Ha BO3ME3AHOE okazaHue ycryr. OdopmieHue 10roBopa MapKeTHHIOBBIX
5 | YCIYT, CTPaxOBEIX YCIIYT.
[TpumepHbIe TOTOBOPHI MOPYUECHUS, KOMUCCUM, aT€HTCKOTO COTJIAMIEHUs, KPEAUTHOT'O JOTOBOpa U
JIOTOBOpA MOPYYHTENBCTBA, 3aJI0TOBOT0 00513aTENLCTBA, OaHKOBCKOI rapaHTHH, I0TOBOpa 6
Tema 3. 0aHKOBCKOI'O cyeTa M BKJIAJIa.
JoxyMeHTAJIbHO- 3 OdopmiieHue IPUIOKCHUH K 10oroBopaM. 1IpoToKosib! pasHoriacuii k 1orosopam. Gopmet
npaBoBas MIPOTOKOJIOB Pa3HOIIACUH.
JOKYMeEHTAUMs 4 | YHuouuuposanHas (popma COralleHuii 00 M3MCHEHHH U JIONONHEHNH K J0TOBOPY.
YHugumpoBaHHas (popMa coryialieHrs 0 U3MEHEHHH JIOT0BOPa, PACTOPKEHHUH JIOTOBOpa.
5 | Kommepueckue akThl. bliaHku KOMMEPYECKHX aKTOB. OdopmiteHue aKTOB IPUEMKH MTPOAYKIIUHU 110
KOJIMYecTBY KauecTBy. OdopmiieHre aKTOB 10 OKa3aHUIO BO3ME3AHBIX yciyr. OOpasiibl aKTOB.
6 | JoBepeHHOCTh: pa3oBble, cliennaibHble, rTeHepaibHble. OOpasibl 10BepeHHOCTEH.
B ToM unciie, NpaKTHYECKUX 3AHATHI U JIaDOPATOPHBIX PadoT 4
1 OdopmiieHHE TUIIOBBIX OJAaHKOB JIOTOBOPOB 2
2 OdopmMieHre J0BEPEHHOCTH 2
CamocTosiTeIbHASA Pad0Ta 00y4aIOIIUXCS 0
Coaepxkanue y4eOHOro MaTepuaia OK 01, OK 03, O
1. | O0mas xapakTepUCTHKA JJOKYMEHTAIIUH 110 TPYIOBBIM IIPAaBOOTHOILICHHSIM 06, OK 09, OK 1
Tema 4. 2. | IIpuka3sl 1o 1uuHoMy cocTaBy. lllTaTHoe pacnucanue 6
JloKyMeHTaIus1 110 431 Tpynosoit 1orosop
TPY0BBIM - | JInunag kaprouka. TpynoBas KHI/I)KIfa.
PABOOTHOIIEHASIM B ToM unciie, NpakTHYECKUX 3aHATHI U J1a0OPATOPHBIX PadoT 4
1. | CocraBieHre MPUKA30B 110 JIMYHOMY COCTaBY. 2
2. | CocraBnenue 1 opopMIIeHHE TOKYMEHTOB 110 TPYAOBBIM MPABOOTHOLICHHSIM 2
CamocTosiTeibHASA Pad0Ta 00y4aIOIIUXCS 0
Tema5s Copaep:xanue yueOHOro MaTepuaia OK 01,
JIOKYMEHTBI 110 1. |Knaccugukanus JOKyYMEHTOB [0 BHEIITHEIKOHOMHYECKOM IS TEIbHOCTH 06, O
.. | 2 [Tunosbie (hopMbI KOMMEPUYECKHX MTUCEM 2
BHEHTHEIKOHOMMHECKON ™" TpeGoBants ME/K/yHAPOAHOr0 apOHTPaka K COCTABICHHIO i O)OPMIICHHIO PETEH3HOHHO- HCKOBBIX
ACATEIbHOCTH JTOKYMEHTOB 110 BHEITHEIKOHOMUYECKOU JACSITEIbHOCTH.
B ToM unciie, NPAKTHYECKUX 3AHATHI U JIaDOPATOPHBIX PadoT 0
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CamocTosiTeJibHasA padoTa 00yYaIOIIMXCS 0
Copaep:xxanne yueOHOT0 MaTepuaia
JIOKyMEHTBI 0 OpMIISIFOILIME MTOPSIOK PACCMOTPEHHUS CIIPOCOB MEKAY IOPUANYCCKUMU JTUIIAMH.
1. | [IpaBuna opopmieHus IpereH3noHHBIX muceM. OOpasibl IpeTeH3nH K mepeBo3urKy. dopMa oT3bIBa 4
Tema 6 Ha nperen3uio. O0pasibl 0T3LIBOB.
IIperensnonno- o) dopmyisip UCKOBOTO 3asiBlicHUs. TpeOoBaHMs K O(POPMIICHUIO U UCKOBBIX 3asiBiicHUs. [1opsiiok
HCKOBas " | HampaBJieHHs ¥ O OPMIICHUS OT3bIBA Ha HCKOBOE 3asBJICHHE.
AOKyMCHTAIIAS B Tom yncie, npakTHYeCKUX 3AHATHIL M J1a00PATOPHBIX padoT 2
1. CocraBiieHHE UCKOBOTO 3asIBIEHUS 2
CamocTosiTeqibHAsA padoTa 00y4aroIuXcs 0
Coaep:xkanue y4eOHOro MaTepuaia OK 01, OK 03, OK
1. | CTpyKTypa u (GyHKIMH C1y)0 JOKYMEHTAllMOHHOTO 00ECIICUCHHUS yIIPABICHUS. Y IPaBICHUC 06. OK 09. OK 11
" | menamu, ceKTapuaT, KaHIeIsIpHsl, SKCeauns. JJoIKHOCTHBIE MHCTPYKIIMH COTPYIHUKOB CITYKO. ’ ’
CocraB u y4er o0beMa JOKYMEHT0000pOoTa NpeANpUsATHs U opranu3anuii. Opranuzaius padoThI C
JOKYMEHTalIMEeH, TOCTYNAIoIel B yUpeXAeHUs: TPUEeM BXOJIIeN JOKYMEHTAllUH, SKCIIeAUIIMOHHAs
2. | obpabotka, mpeaBapUTEIbHOE PACCMOTPEHUE U PACIIPEIENEHUE, PErUCTPALHsl, PACCMOTPEHHE
JIOKYMEHTOB PYKOBOJICTBA, HcnoiHeHne. OTnpaBka ucxoadueil fokymenTanuu. [lepenayda
JIOKYMEHTOB BHYTPH OpraHu3allii. Y4YeT KOJIMYecTBa JOKYMEHTOB.
KonTpone ucnonHenus JokyMeHTOB. OpraHu3alys U TEXHUKA UCIIONHEHUS JOKyMEHTOB. THIIOBBIE U 6
3. | MHAMBHIyaJIbHBIE CPOKH MCIIOIHEHUS TOKYMEHTOB. ABTOMAaTH3UPOBAHHbBIE KOHTPOJIb UCTIOIHEHUS
JIOKYMEHTOB.
Cucremarusanust JOKYMEHTOB M MX XpaHeHue. HomeHknatypa aen. UHauBuyansHble, CBOJIHbIE,
Tema 7. 4. | HPMMEPHBIC U THIIOBEIC HOMCHKIIATYPBI JICIL. Odopmnenne nen. XpaHeHHe JOKYMEHTOB B
Opraﬂngaunﬂ paﬁo"n,] Cc : CTPYKTYPHBIX ITOAPA3ACICHUAX. 3KCHepTI/I3a IHEHHOCTU JOKYMCHTOB. HOZ[FOTOBKa JCJI K c1auc B
JOKYMEHTaMHu BCIOMCTBCHHEBIC apXHB.
3aKoHOAATENbHBIC AKTHl U HOPMaTHBHO- METOIMYECKHE JOKYMEHTHI APXHUBHOH CITYKOBI.
Bzanmopeiicteue ciy:x6 JOY u BeIOMCTBEHHBIX apXHBOB IPH (POPMUPOBAHUN OCHOBBI JUIS
MOCTIEIYIOIIEr0 XpaHeH!s! IOKYMEHTAIINH B JISIONPOU3BOJICTBE U JJOKYMEHTOBEICHHUU.
B ToM ynciie, MpakTHYeCKUX 3aHATHI U JIA00OPaTOPHBIX padoT 4
1. | Homenknarypa jei. 2
2. | Odopmienue nen 2
CaMocTosiTeJbHAsg padoTa 00y4aronIuXcs
1.CocraBneHu pe3roMe Il yCTPOCTBa Ha paboTy 2
2.CoctaBuTh KpoccBOpA «PEKBU3UTHI IOKYMEHTOBY
IIpomMexyTOUYHAs1 aTTECTAIUS 2
Bcero: 36
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3. YCJOBHUS PEAJIN3AIIUU ITIPOIT'PAMMBI YYEBHOM JUCIUTLIAHBI
3.1. s peaau3zanuu nporpamMmmsel yueoHoi nucunmiuabl OIIL.04 «/lokymenTanuonHoe

ol0ecrnieyeHue ynpaBJaeHUs»
AOJIKHBI OBITH NPeIyCMOTPEHbBI CJeIyIolHe clielHaJbHble IOMelleHUs:

1 KaOunersi:

1.1 Kabuner «JlokyMeHTaIIlMOHHOTO 00eCeYeH s YIIPaBICHUS
2 Jlaboparopun:

2.1 Jlaboparopust HHYOPMAILIMOHHBIX TEXHOJIOTUN

OCHAIL[EHHbIE 000PY/I0BAaHUEM:
Kabunem «JloxymeHTaIIMOHHOTO 00€CTICUCHUSI YIIPaBICHUS
e ABTOMAaTH3MpPOBAHHOE pabouee MECTO MPETOaBaATEIIS;
e Crou mpemnoaaBaTest
e CroJibl OOy4JarOIIHXCS
e Peructpsl ¢ METOIMYECKUMHU YKa3aHUSAMH T10 TPOBEACHUIO JIA00OPATOPHBIX H
MPAaKTUYECKUX paboT MO AUCHUIUTHHE «/|oKyMeHTanmoHHOe oOecneueHne
YIIPaBJICHUS
e Peructpsl c mpakTHuecKUMH paboTaMu 00YJarOITIXCS
Jlabopamopus ungopmayuoHHbIX MexHoI02Ul
ABTOMaTH3MPOBaHHOE paboydee MECTO MPETIOIaBaTels;

e ABTOMAaTH3MpPOBAHHBIC pabovre MecTa 00yJatOITIXCS;

o JloKasibHAs CETh

e DOKpaH

o IIpoekrop

e Microsoft Office

o IIporpammusiii nponykt (1C:byxranrepus);

Jnst oOydJarommxcsi ¢ HapyOIeHHSMH OIIOPHO-ABHTATEeNIFHOTO ammapara B ydeOHOM
ayJIUTOPHUHU TIPETYCMOTPEHBI:

-yBEJIMYCHHUE 30HBI Ha OJJHO MECTO C YYETOM IMOABE3[a M Pa3BOpOTa Kpecia-KOJSICKH,
YBEJIMYCHUS IUPHHBI IPOX0Ja MEXKTy PSIIaMH CTOJIOB,

-MHIMBHlyalbHOE (OTIEIbHOE) paboyuee MeCTO CTyIeHTa (YIeHUUECKUi CTOJI),

-perynupyeMble TapThl C HMCTOYHUKOM THTAaHUS ISl WHAWBUIYAIBHBIX TEXHUYECKHUX
CpeACTB, 00ECTICYNBAIOIINE PEATU3ALNI0 )PrOHOMUYECKUX MTPUHIIUTIOB;

-nBepHOU mpoem (6e3 mopora) 1000 mwm;

-IOTIOJTHUTENILHBIA ICTOYHUK OCBEUICHHUS - HACTOJIbHAS JIAMIIA;

-IOTIOJTHUTEIIbHBIA KOMILIEKT OaTapeex.

Jliia cnaGoBuUIAIIMX 00ydarouXcs B y4eOHOW ayIUTOPUU MPEAyCMOTpPEHa BO3MOXKHOCTb
MPOCMOTpa YAAJEHHBIX OOBEKTOB (HAampUMep, TEKCTa Ha JOCKE WM Cllalila Ha JKpaHe) MpH
MIOMOIIIX BU/ICO YBEIMUHUTENCH ISl YAAJICHHOTO IIPOCMOTpA.

OOyueHue U ¢ HAPYIICHUSIMH CITyXa MPEAIoIaracT UCIOJIb30BaHIE MYJIbTHMEIUITHBIX
CPE/CTB U IPYI'HX TEXHHUYECKHX CPEACTB MpUeMa-Tepeadn yaeOHoi HHPOPMALIUU B TOCTYITHBIX
dhopmax.

3.2. UudopmanuoHHOe o0ecneyeHre peau3aliu NporpaMmal

IIporpaMma NOJIrOTOBKM CIELUAJIKMCTOB CPEIHEr0 3BE€Ha oOecreunBaercs y4eOHO-
METOAUYECKON JoKyMeHTanuedl mno yuebHoi mucnumuinae OIIl 04 «/loxymeHTannoHHOE
obecrieueHue yrpaBiIeHHsD

OOyuvaromyecs UWHBaJIUAbBl M JMIA C OIPAaHUYEHHBIMH BO3MOXHOCTAMHU 3JI0POBBS
oOecriedeHbl NEYaTHBIMM M (WJIM) 3JEKTPOHHBIMH  OOpa30BaTeIbHBIMU  PECYPCaMU,
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aNanTHPOBAaHHBIMH K  OTPaHWYCHUSM WX 310poBbsi. OOpa3oBarenbHas Iporpamma
obOecnieunBaeTcst yueOHO-METOIUYECKOHN TOKyMEHTaluel 1o yueOHON JUCLUIIIIHE.

3.2.1. IleyaTHble H3AaAHUS
1. I'paxxnanckuii Kogexc PO
2. Hamorossiit konekc PD;
3. Tpynosoi konekc P®D;
4.Ky3neuos, 1. H. JlokymeHTanmonHoe o0ecrieueHne yrnpasieHus EPCOHAIOM : y4EOHUK U
npaxtukym juist CI1O / W. H. Ky3nenos. — M. : U3narensctBo FOpaiir, 2021. — 521 c.
5. lllyBanosa, H. H. JlokymMeHTanimoHHOe oOecriedeHne yrnpapiaeHus : y4eOHUK U MPAKTUKYM JJIst
CIIO / H. H. lllyBanosa. — M. : U3marensctBo KOpaiit, 2021. — 221 c.

3.2.2. DJIeKTPOHHbIE H3TaHUA (3JIEKTPOHHbIE Pecypchl)
1.JlokymeHTalnOHHOE oOOecIlieueHrne yIpaBlIeHUs] [DJIEKTPOHHBIN pecypc|: y4eOHUK s
CTYJICHTOB BY30B, OOYYalOIIMXCS TI0 HAMpaBICHUSIM «DKOHOMHUKa» H «MeHemHKMEeHTY,
cnenuanbHOCTIM «MHpOpMaTHKa», «JlOKyMEHTOBEJICHNE H JOKYMEHTAIIMOHHOE OOecreueHue
yIpaBlIeHUS», «ABToMaTtusamus u ympasiaeHue»/ A.C. I'puabepr [um ap.]— DaeKTpoH.
TekcToBbie gaHHeie.— M.: HOHUTU-IHAHA, 2020.— 391 c¢— Pexum nocryna:
http://www.iprbookshop.ru/71213.html.— DbC «IPRbooks»

3.2.3. JlonoJIHUTE/IbHbIE HCTOYHUKH

1.bacakos M.N. JlenonpounsBoacTBo ([{okymeHTaIbHOE 0OecTIcUeHNE YIIPaBICHHS ):
yueonuk / M.U. bacakos, O.U. 3ampmukoBa. - U3n. 13-e, crep.- PoctoB v//l: ®ennkc, 2020.-
376 c.

4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHUSI YYEBHOM
JAAUCHUIIJINHBI OI11.04 «/lokymMeHTAlMOHHOE 00ecneyeHue ynpaBjaeHus»

Jlist ocymiecTBI€HUST MEPONPUSTHI WTOTOBOM aTTecTanuu wHBaIHAOB U juil ¢ OB3
MPUMEHSIOTCS (OHJIBI OLEHOYHBIX CPEJCTB, aJallTUPOBAHHBIE IS TaKUX OOYyYarolIMXCs M
MO3BOJISIFOIIME OLEHUTh JIOCTUKEHHWE MMM 3aIUIaHUPOBAHHBIX B OCHOBHOW 00pa3oBaTEsIbHOM
[IpOrpaMMe pe3yJbTaTOB OOy4eHHS M YPOBEHb C(HOPMUPOBAHHOCTH BCEX 3asBICHHBIX
KOMIIETEHIUH.

C uenpio ompeneneHus: 0COOCHHOCTEN BOCTIPUATHS OOYYArOIINXCS WHBAIUIOB U JIUIl C
OB3 1 UX rOTOBHOCTH K OCBOCHHIO yU€OHOT0 MaTepuaia IpeyCMOTPEH BXOJHOW KOHTPOJIb B
dbopme TeCTUPOBAHMSL.

Texymuid KOHTPOJIb YCIIEBAEMOCTH OCYHIECTBIISETCS MPENOIaBaTeIsIMU B COOTBETCTBUU
C pa3paOOTaHHBIM KOMIUIEKTOM OLIEHOYHBIX CpPEACTB 1O Y4eOHOW  JUCIUILIMHE,
aJanTHPOBAHHBIM K OCOOBIM MOTPEOHOCTSIM CTyAeHTOB MHBanuAo0B u juil ¢ OB3, B mporiecce
MIPOBEJICHUS] TMPAKTUYECKUX 3aHATUH M Ja00paTOpHbIX padOT, a TakKe BbIIOJHEHUS
WHIUBUAYAIbHBIX pad0T U JOMAIIHUX 3aJaHHil, B peKUMe TPEHHUPOBOYHOTO TECTUPOBAHUS B
LEeJSIX MOJIy4eHUs MHPOPMAIMH O BBIIOJHEHUH 00y4aeMbIM TpeOyeMbIX AEHCTBUI B IpoLecce
yueOHOM AEATEeNbHOCTH; NMPABUIBHOCTU BBINOJHEHUS TpeOyeMbIX IEHCTBUI; COOTBETCTBUU
(dbopMBbI IeMCTBUSI JaHHOMY 3Tally YCBOEHUS yueOHOro marepuana; popMUpOBaHUU JEUCTBUS C
JOJKHOM Mepoit 0000111eHNs, OCBOEHUSI (aBTOMAaTHU3UPOBAHHOCTH, OBICTPOTHI BBINOJIHEHUS U
np.) B oOydyeHun ucnonb3yroTcst KapThl MHAWBUYAJIbHBIX 3aJaHUM (U T.11.).

®dopma npoBeeHUS] MPOMEXKYTOUYHOW aTTeCTallMM JUIsl CTYAEHTOB-MHBAJIUAOB U JIMII C
OB3 ycraHaBiauBaeTcss C Y4YeTOM WHJIUBUIYAIbHBIX IMCUXO(PU3NYECKUX OCOOECHHOCTEH
(MMCbMEHHOE TECTHpPOBAaHHE, KOMIIbIOTEpHOE TecTupoBaHue u T.4.) [lpu HeoOxoaumocTu
uHBanuAaM u gunam ¢ OB3 npenocrapisercs: JOMOJIHUTENbHOE BpeMs JJIs TOJATOTOBKH OTBETA
Ha 3a4eTe UM SK3aMeHe.
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[Ipomexyrounas arrectauusi Juisi oOywaromuxcs wuHBanugoB U jun ¢ OB3 mo
HEOOXOJMMOCTH MOXKET MPOBOJIUTHCS B HECKOJBKO ATaroB, (GOPMBI M CPOK IPOBEIACHUS
KOTOPBIX OTIPEICISIETCS TIPENoIaBaTeIIeM.

B kadecTBe BHEIIHMX OJKCIIEPTOB NPU TPOBEICHUU NPOMEKYTOUYHOW aTTECTAIHU
oOyvarormuxcsi HBaNUI0B U Juil ¢ OB3 npuBiekaroTcs mpeaceaaresb MUKIOBOH KOMHCCHHU
U TIpenoaBaTeh CMEKHOHN TUCIIUIIIIHHEL.

KoHTpoJb 1 olleHKA pe3yJIbTATOB OCBOEHHS YUeOHOMH AMCIUTIIHHBI
oCylIeCcTBJIsIeTCS MpenoJaBaTesieM B Npollecce NPOBeAeHUsI MPAKTHYECKUX 3aHATHIH U
J1a0OpPaTOPHBIX PadoT, TECTUPOBAHUS, a TAKKE BbINOJHEHHSI 00y4alO UMM CS
UHIUBHIYAJIbHBIX 32/1aHUIi, IPOEKTOB, HCCJIEI0BAHU.

Pe3yibTaTnl 00y4eHust

KpuTepml OLICHKH

MeTtoabl OLIEeHKH

YcBOCHHbIC 3HAHUSA:
- OCHOBHBIC TIOHSTHUS
JTOKYMEHTAI[HOHHOTO
oOecrieueHust yrpaBJIeHUS;
-CHCTEMBI
JTOKYMEHTAI[MOHHOTO
oOecrieueHus yrpaBJICHHUS;
- K1accuUKAIIIO
JTOKYMEHTOB;
- TpeOOBaHUS K COCTABJICHUIO
1 0()OPMIICHHIO JOKYMEHTOB;
- OpraHMU3aIHIo
JOKYMEHTOO0O0POTA: TIPHEM,
00paboTKy, pErUCTpAIHIO,
KOHTPOJIb, XpaHEHHE
JOKYMEHTOB 1 HOMEHKJIATYpy
Jell.

JleMOoHCTpanus 3HaHU OCHOBHBIX
MTOHSATHUH, OTIEPUPOBAHNUE TEPMUHAMHU,
Hcnons3oBanre KOMMYHUKATUBHBIX
TEXHOJIOTUI

CrocoOHOCTH perieHus 3a1a4y
npodeCcCHOHANTBHOM IEATETLHOCTH
MIPUMEHUTEIEHO K Pa3TUIHBIM
KOHTEKCTaM.

Haxoxnenue u ucnonb3oBaHue
uHpopmauuu s 3pHEeKTUBHOTO
BBITIOJTHEHUS TPOPECCHOHATIBHBIX 3a/1a4,
poheCCHOHATBHOTO M IMYHOCTHOTO
Pa3BUTHAL

BxonHoi, Tekymmit
KOHTpPOJIb B (opme
TECTUPOBAHUS

Ananuz
HCpBOI/ICTOLIHI/IKOB

Urtorossiii
KOHTpPOJIb B (opme
muddepeHupoBan
HOTO 3a4eTa

OcBoeHHbIEe YMEHUS:

- 0popMIIATH JOKYMEHTAIIHNIO B
COOTBETCTBUU C HOPMATUBHOU
0a30ii, B TOM 4HCJIIE C
HCII0JIb30BAHUEM
MH(OPMALIMOHHBIX
TEXHOJIOTHH;

- OCBaMBaTh TEXHOJIOTHH
ABTOMAaTHU3UPOBAHHOU
00paboTKN JOKYMEHTAIIHH;

- HCTI0JIb30BAaTh
YHU(PUIUPOBAHHBIE POPMBI
JOKYMEHTAI1H;

- 0OopMIIATH JOKYMEHTAIIHIO
10 TPYJOBBIM
[IPaBOOTHOILICHUSIM;

- OCYUIECTBJIATh XpaHEHUE U
MTOUCK IOKYMEHTOB;

- UCII0JIb30BaTh
TEJIEeKOMMYHUKALlMOHHbIE
TEXHOJIOTUU B DJIEKTPOHHOM
obopore.

Ymenue opopmIATh JOKYMEHTALUIO B
COOTBETCTBUU C HOPMATHUBHOH 0a30H, B
TOM YHCJI€ C UCIOJIb30BaHUEM
MH(OPMALMOHHBIX TEXHOJIOTUH ,
UCI0JIb30BaHNE YHU(DUIUPOBAHHBIX
($hopM TOKYMEHTOB

YMEHHE COCTaBIATh U 0POPMIISATH
JIOTOBOpA UCMOJIb30BaHUE
TEJIEeKOMMYHUKATHBHbBIE TEXHOJIOTUU B
3JIEKTPOHHOM JJOKYMEHTO000pOTE
[IpaBunbHOCTH OopMITEHUS
JOKYMEHTOB B COOTBETCTBUE C
TpeOOBaHUAMHU

I'OCT P 7.0.97-2016 «Cuctema
CTaHJIapTOB 110 UH(DOPMALIHH,
OMOITMOTEYHOMY U U3/IaTEILCKOMY JICTTY.
Opranu3aloOHHO-PACIIOPS IUTENbHAS
nokymeHTanus. TpeboBaHus K
0(hOPMIICHHUIO TOKYMEHTOBY

DkcnepTHas
OIICHKA
BBITIOJTHEHUS
MIPAKTHYECKOU
paboThI

NHuTtepnperanus
pe3yIbTaToB
HabOoIeHUH 3a
NEeSITENIbHOCTHIO
oOyyarorierocs B
nporecce
BBITIOJTHEHUS
MIPAKTUICCKHIX
pabot
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