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1. HacnopT KOMILJIEKTA (1)011113 OICHOYHBLIX CPEACTB

1.1 O0mme noJiokeHust

@®onn  oneHounblx cpeacts  (POC) mnpenHasHaueH Uil KOHTPOJS M OLIEHKH
00pa30BaTeNbHBIX JIOCTIKCHHH, oOydarommxcs mo crenuanbHocTH 38.02.01 DxoHOMUKA U
OyxranTepckuil yder (1o OTpaciisiM), OCBOMBIIMX Nporpammy ydeOHou maucuurumnsl OI1.00.06
JIOKyMEHTallMOHHOE ~ OOecreueHne yIpaBieHHs, KOTOpas SBISETCS YacThbl0 OCHOBHOM
npodeccnoHaIbEHON 00pa3oBarebHON mporpaMMel B cooTBeTcTBHE ¢ PI'OC 1Mo crienuaibHOCTH
38.02.01 DOxonomuka u Oyxraiarepckuid yuer (mo otpacisam). @OC BKIOYAIOT KOHTPOJIbHBIE
MaTepHaJIbl JUTSl POBEJCHUS TEKYIIETO, pyOe)KHOTO KOHTPOJSI M NMPOMEKYTOYHOM aTTeCTalluy B
¢dopme (ykazarb popMy IPOMEKYTOUHOM aTTECTALIH).

®OC pazpaboran B cootrBercTBUM ¢ PI'OC mo cnenumanpHoctu CIIO cnenuaibHOCTIM
38.02.01 DOxonomuka u Oyxraiarepckuil yder (mo orpacisiM) B yactu ocBoeHus OIL.00
ObuenpodeccnoHalbHOTO I1MKJIa W B COOTBETCTBUUM C pabouel mporpammoit y4deOHOMU
mucuumnHel 38.02.01 DxoHOMEKA M OyXTanTepcKuil yueT (Mo OTpaciisiM).

1.2 ®OC yuebnou muctmmumaasl OI1.00.06 Joxymenmayuonnoe obecneuenue ynpasieHus
MIO3BOJISIET OCYIECTBUTH KOMIICKCHYIO OLIEHKY OBJIa/IEHUS CIEAYIOINUMU NPO(eCcCHOHANBHBIMU U
obmumMu komreTeHIusIMU  nipeaycMoTpeHHbiMH PI'OC mo cmenmansnoctn CITIO  38.02.01

Oxonomuxa u byxearmepckuii yuem (no ompaciim).

Kon HanmeHoBaHMe 001X KOMIIETEHUH

OK 1 BriOupate cmocoObl  pemieHHs 3amad  MPpOPECCHOHANBHOW  ACSATEIBHOCTH
MPUMEHHUTENBHO K Pa3JIMUYHBIM KOHTEKCTaM;

OK 2 Hcnonb3oBaTh COBpEMEHHBIE CpPEICTBA IOMCKA, aHajiW3a W HUHTEpPIIpEeTaluu

uHdpopmauud ¥ UHGOPMALMOHHBIE TEXHOJOTMHM JUIA BBINOJHEHUA 3a7ad
podecCHOHAIBHOM IS TEIIbHOCTH;

OK3 [InanupoBaTh U peamn30BBIBaTh COOCTBEHHOE MPO(ECCHOHANBFHOE U JIMYHOCTHOE
pa3BHUTHE, MPEANPUHUMATEIBCKYIO NIEATENIbHOCTh B MpodeccuoHanbHOM cdepe,
WCIOJIb30BaTh 3HAHUS MO (PUHAHCOBOM I'PAMOTHOCTH B PA3JIMUYHBIX >KU3HEHHBIX

CUTYaIUsIX;
OK 4 D¢ddexTrBHO B3auMOAEHCTBOBATH U pabOTaTh B KOJUIEKTUBE M KOMaH/IE;
OK'5 OcyllecTBIATh YCTHYKO M NHCbMEHHYI0 KOMMYHHUKALIMIO Ha TOCYJapCTBEHHOM

s3pike  Poccuiickoit denepanuyu ¢ y4eToM OCOOCHHOCTEH COIMAIIBHOTO H
KYJIbTYPHOT'O KOHTEKCTA;

OK 6 [IposiBnATH IPaKIaHCKO-NTATPUOTHYECKYIO TTO3HUIIHIO, JEMOHCTPUPOBATH
OCO3HAHHOE MOBEJCHUE Ha OCHOBE TPATUIIMOHHBIX O0IIEUEI0BEYECKUX [IEHHOCTEH,
B TOM YHMCJI€ C YYE€TOM TapMOHHU3ALMHM MEXKHAIMOHAIBHBIX U MEXPEITUTHO3HBIX
OTHOILIEHUW, TPUMEHSTh CTAaHJAPThl AaHTUKOPPYIIIMOHHOTO NOBEJCHNUS;

OK 7 ConelicTBOBAaTh  COXPAHEHUIO OKpYXKalollel Cpedbl, pecypcocOepexeHuIo,
MNPUMEHSITh 3HaHWS 00 W3MEHEHWH KJIMMara, TMPUHIUIB  OepeKINBOrO
MIPOU3BOJICTBA, Y(PPEKTHBHO NEHCTBOBATH B UpPE3BBIYAIHBIX CUTYAIIUAX;

OK 8 Hcnonb3oBath cpenctBa (GU3MUECKON KyIbTYPBI JUIS COXPAHEHUS U YKPEIUICHUS
3I0pOBbsI B TIpollecce MpPoecCHOHATHHON NESITENTbHOCTH W IMOJIePKAHUS
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HE0OX0IMMOTO YPOBHS (PU3UUECKOM MOATOTOBICHHOCTH;

OK9 [Tonp30oBaThcss TPOQECCHOHATBHON JOKyMEHTallMeld Ha TOCyIapCTBEHHOM H
MHOCTPAaHHOM $I3bIKaX.

Kona HaumeHoBaHHMe BH/IOB /1eSITeJIbHOCTH M IPO()eCCHOHATbHBIX KOMIIeTeH il

B 1 Jloxymenmupoganue x03AUCMEEHHbIX ONEpayull u geoerue 0yxeaimepcKozo yyema
aKmue08 op2aHu3ayuu

K 1.1 OO6pabaTpIBaTh NEPBUYHBIE OYXTANTEPCKUE JOKYMEHTHI;

K 1.2 Pa3pabareiBaTh W COTIACOBBIBaTH C PYKOBOJCTBOM OpraHH3aIK PabOuYMil IiaH
CUETOB OYXTJITEPCKOTO Y4eTa OpraHu3alliu;

K 1.3 [IpoBoauTh y4yeT JEHEKHBIX CpPEACTB, OQOPMIATH JEHEKHbIE U KAacCOBbIE
JTIOKYMEHTBHI;

K 1.4 ®dopmupoBaTh OyXraaTepckue NpOBOAKH MO yUETY aKTUBOB OpraHM3alli Ha OCHOBE
paboyero mjiaHa cueToB OyXTaJTEPCKOro y4yera.

B/ 2 Beoenue  Oyxeanmepckoco yuyema  UCMOYHUKO8 — (HOPMUPOBAHUSL  AKMUBOS,
8bINOIHEHUE pabom no UHEEHMAPU3AYUU AKMUBOS U (DUHAHCOBLIX 00:A3ameNbCms
opeanuzayuu

K 2.1 [IpoBouTH IpolIeAYpbl HHBEHTapU3aIKi ((MHAHCOBBIX 0053aTEIbCTB OpraHU3allly;

[IK 2.2. BrInonHATE MOpydeHuss pyKOBOJACTBA B COCTaBE€ KOMHUCCUM 0 WHBEHTAPU3ALUH
aKTUBOB B MECTaX UX XpaHEHUS;

[IK 2.3. [IpoBoaWTE MOArOTOBKY K HWHBEHTApWU3ALMM W IPOBEPKY JEHCTBUTEIBHOIO
COOTBETCTBUS (PaKTUYECKUX JAHHBIX NMHBEHTAPU3aIlMH JaHHBIM YUeTa;

[IK 2.4. OtpaxkaTh B OyXrajaTepcKuX MPOBOJIKAX 3a4€T M CHHCAHUE HEIOCTa4d IICHHOCTEH
(perynupoBaTh HHBEHTApU3aLMOHHBIE PA3HUIIBI) [0 pE3yabTaTaM HHBEHTApU3aLUU;

IIK 2.5. [TpoBoaMTH IpOLIETypHI MHBEHTApU3AIIMY (PMHAHCOBBIX 0053aTEIILCTB OPraHU3alllH,

B/l 3 IIposedenue pacuemos c 6100cemom u 6HeOIOAHCEMHBIMU HOHOAMU

IIK 3.1 dopmupoBaTh OyXranaTepCcKue MPOBOIKH IO HAYMCICHHUIO U TIEPEUNCIICHUIO HAJIOTOB
1 cOOpOB B OIO/IKETHI PA3INYHBIX YPOBHEH;

[IK 3.2 OdopmisaTh TUTATEKHBIE JTOKYMEHTBHI ISl TIEPEUMCIICHUS HajJoroB M cOOpOB B
OIO/IKET, KOHTPOJIUPOBATh UX MPOXOXKACHUE MO PACYETHO-KACCOBBIM OaHKOBCKUM
onepanusm;

K 3.3 dopMupoBaTh OyXTAITEPCKUE TPOBOJIKH 110 HAYMCICHUIO M TIEPEUHCIICHUIO
CTPaxoOBbIX B3HOCOB BO BHEOIO)KETHBIE (DOH/IBI M HAJIOTOBBIE OPIaHbl;

[IK 3.4 OdopmiaTe TIaTeKHBIC JOKYMEHTHI Ha TEPEUMCICHHE CTPAXOBBIX B3HOCOB BO
BHEOIO/KETHBIE (POHJIBI U HAJOTOBBIE OPTraHbl, KOHTPOJIUPOBATH UX MPOXOKICHHUE
10 PaCYeTHO-KAaCCOBBIM OAHKOBCKUM OTEPAIIHSIM.

B/l 4 Cocmasnenue u ucnoivzosauue 6yxeanmepckou (puHancosol) omuemuocmu

[IK 4.1 OtpaxkaTh ~ HapacTalOIIMM HWTOTOM Ha  cyeTax OyXraJTepckoro ydera
HMMYIIECTBEHHOE U (PUHAHCOBOE MOJIOKEHUE OPraHU3alluu, ONPEIEISITh PE3yabTaThl
X035lCTBEHHOM JIeATEIbHOCTH 3a OTUETHBIN NEPUOT;

IIK 4.2 CocrtaBnsath (opMbl Oyxranrepckoit (pUHAHCOBOM) OTYETHOCTH B YCTaHOBJICHHBIE
3aKOHOJATEIBCTBOM CPOKH;

1K 4.3 CocTaBiaTh (OTYETHI) U HAJIOTOBBIE JIEKIApalMK 1O HaJloTaM U cOopaM B OIOJIKET,
YUUTBIBasi OTMEHEHHBIN enHbIN cormanbhbiil Hanor (ECH), oTueTsl 1o cTpaxoBbIM
B3HOCAM B TOCYJapCTBEHHbIE BHEOIO/DKETHBIE (OHIBI, a Takke (QOpMBI
CTaTHUCTUYECKOM OTYETHOCTH B YCTAHOBJICHHBIE 3aKOHOIATEILCTBOM CPOKH;

[IK 4.4 [IpoBomuTh KOHTpPONH u aHamuM3 uHpoOpManuu 00 aKTUBaX W (PUHAHCOBOM

TTIOJIOKCHUU OpraHru3aluu, €€ MJIATEIKECIIOCOOHOCTU U JOXOJHOCTH,




1.3 ®opmbI KOHTPOJISI M OLleHUBaHus Y /|
®opMoil UTOTOBOM aTTeCTalMH, IPETYCMOTPEHHOM Y4EOHBIM IJIAHOM CIIEIUATBHOCTH, TI0
yuebHoit aucuumumae OI1.00.06 [Jokymenmayuonnoe obecneuenue ynpaeienus SBISETCS
oughghepenyuposanmwlii 3auem.

2. Pe3yJ’lBTaTLI OCBOCHUSHA yqeﬁﬂoﬁ AUCHUIIJIMHBI, MMOAJICKAIUE IIPOBEPKE

2.1 B pe3ynbrate 0CBOCHUS y4eOHOM AUCIUIUINHGI (Ha3BaHUE TUCIUTUIMHBL) 00yJaromuncs
noikeH obimanare npexycMoTpeHHsiME PI'OC mo cnenmansHocT CIIO 38.02.01 Oxonomuxa u
byxeanmepckuil yuem (no ompacisim) yMEHUsIMU, 3HAHUSIMU.

Tpeﬁonam/m K YPOBHIO MMOATOTOBKH, MEPECICHb KOHTPOJIMPYEMbBIX KOMIIeTeHIMii

Kon YMmenust 3nanus

IIK, OK

OK'1 - OCYLIECTBJIATH [IOUCK, aHAIIU3 U - COJEpIKAHNE AKTYaJIbHOMU

OK 2 WCIIOJIb30BAHNE HOPMATUBHO-TIPABOBBIX | HOPMATHUBHO-IIPABOBOM

OK 3 JIOKYMEHTOB B TPUMEHEHUH K 3a/1a9aM JIOKYMEHTAIINH;

OK 4 JOY; - OCHOBHBIE TTIOHSITHS

OK 5 - COCTaBJISITh 1 0(DOPMITSITH JTOKYMEHTAIIMOHHOTO O0eCTiedeHUs
OK 6 YIPABJICHUECKYIO B MPO(PECCHOHAILHYIO | YIIpaBJICHUS,

OK 7 JIOKYMEHTAIMIO B COOTBETCTBHUE C - KaccuuKaIys yrpaBIeHIECKUX
OK 8 HOPMaTUBHOM 0a30ii; JTIOKYMEHTOB;

OK 9 - UCTIOJIb30BaTh YHU(DUIIMPOBAHHBIC - TIpaBWJIa COCTABJIECHUS U O(OPMIICHUS
I[K 1.1 (hopMBI TOKYMEHTOB; YIPaBJICHUYECKUX JOKYMEHTOB U

I[IK 1.2 - OCYHIECTBJISIT JEIOBYIO IEPETUCKY U BEJICHUS JICJIOBOM MEPENNCKY;

IIK 1.3 MOIJIEPKUBATH JIEKTPOHHBIE - COCTaB JIOKYMEHTOB CIIELIMAIbHBIX
IIK 1.4 KOMMYHUKAIUH; CHCTEM JOKYMEHTAIINH;

[IK 2.1 - IPUMEHSTH CPEACTBA - IpaBUJia OPraHU3AIMU BCEX ATAIOB
[IK 2.2 UH()OPMAITMOHHBIX TEXHOJIOTHUN IS paboTHI C TOKYMEHTaMU;

K 2.3 co3/iaHus 1 0(OPMIICHUS IOKYMEHTOB; npuiokeHus mporpamMmmer Windows,
[IK 2.4 pa3buparbCcs B CUCTEME BHYTPEHHETO UCIIOJIb3YEMBbIE JUIS peain3aliuy 3a/1a4
IIK 2.5 JOKYMEHTOO0OPOTa OpraHU3AIINH; H0Y;

[IK 3.1 - OCYILECTBIISITh XPAaHEHUE U MTOUCK - COBpEMEHHbIE HHPOPMAIIHOHHBIE
11K 3.2 JIOKYMEHTOB; texnonoruu JJOY

[IK 3.3 - UCIOJIb30BaTh COBPEMEHHOE - IPaBUJIa U CPOKU XPAHEHUS

[IK 3.4 IporpaMMHO€E 0OecIriedeHUE B JIOKYMEHTOB;

[IK 4.1 AIIEKTPOHHOM JJOKYMEHTO000pOTE; - opMBI IEPBUYHBIX OYXTANTEPCKUX
[IK 4.2 - IPOBEPSATH HAMYKME B IIPOU3BOJIBHBIX JIOKYMEHTOB, COJIepKaIINX

1K 4.3 MEPBUYHBIX OYXTaITePCKUX TOKYMEHTax | 00s3aTeNbHbIE PEKBU3UTHI IEPBUYHOTO
[IK 4.4 00s3aTeNbHBIX PEKBU3UTOB; YYETHOTO JIOKYMEHTA;

- pa361/1paTLc51 B HOMCHKJIATYPEC ACII;

- COCTABJIATH aKThI U CITPABKH I10
pe3yiibTaTaM BHYTPCHHCTO KOHTPOJIA;
- (I)OpMI/IpOBaTL IMPOCKTHI IIPUKA30B T10
MOPOBCACHUTIO BHYTPECHHET'O KOHTPOJIA

- Hponeaypa COCTaBJICHUS aKTa I10
pe3yiibTaTaM HHBCHTAPHU3allUH,
IMPOCKTOB MMPHUKA30B I10 MTPOBCACHUTIO
KOHTPOJIBHBIX ITPOLICAYP




3. Ouenka ypoBHsi ocBoeHust Y /|

3.1. ®opMBbI U MeTO/IbI OLIEHUBAHUA

[IpenmeTom OLEHKH CITy’KaT yMEHUS U 3HaHus, npeaycmorpernbie @I'OC mo aucruminHe
OI1.00.06 [loxymenmayuonHoe obecneuenue ynpasieHus, HaNpaBlICHHbIE Ha (OPMHPOBAHUE
00mmX 1 IpoQecCHOHATBHBIX KOMIEeTeHIINH. KOHTPOIIb 1 OTIeHKa pe3yIbTaTOB OCBOCHHSI YIeOHOH
JTMCUUIUIMHBL OCYHIECTBISIETCS B TIPOLIECCE NPOBEACHUS ayIUTOPHBIX 3aHATHHA, a TakKe
BBITIOJTHEHUS 00YUJaIOIMIMMHUCS UHANBUIYATbHBIX 33 JaHHUH.

[Ipn oneHuBaHUM HcIONB3YyeTCsl S5 - OayuibHas cucteMa. KpuTepuu OLEHKH Pa3IUyHBIX

(hopM KOHTPOJIS PE3yABTATOB OOYUEHHS] OTOOPAKEHBI B TAOJIUIIE.

KoHTpoJIb ¥ olleHKA pPe3YJbTATOB OCBOEHHS Y4eOHO# JUCIUNJIMHBI

Pe3yabTaThl 00y4eHHs

| Kpurepun onenkn

‘ MeToAabI OLIEHKHU

B pe3yabTaTe 0cBOeHHs Y4eOHOI TMCHUTIIIHMHBI 00y4al0IIMIACA 10JI2KEH 3HATh:

3HAHHIA,
paMKax

[Iepeuenn
OCBanBaeMbIX B
JUCLMIUTAHBI:

- COIEpKaHUE AaKTyaJIbHOU
HOPMaTUBHO-TIPABOBOU
JOKYMEHTAIIH;

- OCHOBHBIE  TOHSTHS
JOKYMEHTAIL[MOHHOTO
obecrieueHus yrpaBJICHHUS;

- Kiaccuukanys
YIPABIEHUYECKUX
JNOKYMEHTOB; IpaBUiIa
COCTaBJICHUS U 0(hOPMIICHHSI
YIPABICHUYECKUX
JOKYMEHTOB W BEACHUS
JIEJIIOBOM MEPENUCKH;

- CcOCTaB  JOKYMEHTOB
CHelUaIbHbIX CUCTEM
JOKYMEHTAIUU;

- IpaBWja OpraHu3aluu
BCEX OTamoB paboOThl C
JNOKYMEHTaMu;

- IPWIOKEHUsI MPOTrpaMMBbl
Windows, wucnoss3yembie
JUIsL  peanu3aluu - 3a1a4
HOVY;
- COBPEMEHHBIE
MH(pOpPMaIMOHHbIE
texHojoruun JIOY mnounsarue
NEepBUYHON OyXranrepckoi
JOKYMEHTalUY;
- (opmsl
OyXranTepckux
JOKYMEHTOB, COJAEp KALIUX
00si3aTeNIbHbIE  PEKBU3UTHI

NEPBUYHBIX

TectupoBanue.

«5» - 85-100% BepHBIX OTBETOB

«4» - 70-84% BEpHBIX OTBETOB

«3» - 51-69% BepHBIX OTBETOB

«2» - 50% u meHee

Omnpoc.

Ouenka «5» - «OTJIWYHO» CTaBUTCH,
ecid 0O0ydarolUiCs TOJHO H3Jlaraer
Marepuan (OTBEYaeT Ha BOMPOC), JacT
IPAaBUJIbHOE OIpEe/Ie]ICeHHEe OCHOBHBIX
MOHATHM; OOHapy)XHBaeT MOHUMAaHHE
MaTepuaa.

Ouenka «4» - «XOpOIIO» CTaBUTCH,
ecnd  oOyyarouuiicss Jaer  OTBET,
yIIOBJIETBOPSIOLINIT TeM xKe
TpeOOBaHUSM, YTO U JUISl OLIEHKH
«OTJIIMYHO», HO  Jomyckaer  1-2
OLLINOKHU.

Onenka «3» - «yIOBIETBOPUTEIHHO
CTaBUTCH, eciu oOyuaromuiics
oOHapy)XHBaeT 3HaHHE U IMOHHUMaHHE
OCHOBHBIX TOJIOKEHUN TaHHOW TEMBI,
HO W3JIaraeT MaTepuall HEMOJIHO W
HENoCIe0BaTeNbHO, JOITyCKaeT
HETOYHOCTU U OUIMOKH B OIpEIeICHUH
HNOHITUH WIH (POPMYIUPOBKE MPABHUIL

OreHka «2» - «HEYIOBIETBOPUTEIHHO
CTaBUTCH, eciu oOyuaromuiics
oOHapyXMBaeT He3HaHHe OOJIbIIeH
YacTH COOTBETCTBYIOIIETO BOIIpOCa,
JOITYCKaeT OMUOKU B (OPMYITHPOBKE
OTIpeIeIeHU U TPaBUJI, UCKAKAIOIINE
UX CMBICI, OECHopsIOYHO H3JIaraer
MaTepua.

JuddepeHurpoBaHHbIN 3a4eT

TectupoBanue.
YcrHbIi OIpoc.
[TuceMenHBIN  OmpoC.
Huddepenunponan-
HBIW 3a4eT.




MIEPBUYHOTO YYETHOTO
JOKYMEHTA,;

-  IpaBWwIa U CPOKH
XpaHEHUs IIEPBUYHON
OyXranTepckoit
JOKYMEHTAILUH;

- mIpoueaypa COCTABJICHHUA
aKkta 10  pe3yJbTaTaM

WHBEHTAPU3ALUH, TTPOCKTOB
MPUKA30B MO MPOBEICHUIO
KOHTPOJIBHBIX ITPOLIEAYD

Ouenka «5» - «OTIUYHOY
BBICTABJISICTCS OOy4aromemMycs, eciiu
JEMOHCTPUPYETCS BCECTOpPOHHEE,
CUCTEeMATHUYECKOEe U TIIyOOKOE 3HaHHE
y4e0HOr0 MPOrpaMMHOIO MaTrepuara,
CaMOCTOSITEJIbHO ~ BBITIOJIHEHBI  BCE
MPETYyCMOTPEHHBIE MporpamMmmoi
3a/laHus, aKTHBHO pa0oTaBIIeMy Ha
MPAKTUYECKUX 3aHATHUSAX, TTOKA3aBIIEMY
CUCTEMAaTUYECKUM XapaKTep 3HAaHWMU, a
TaKKe CIOCOOHOCTh K ux
CaMOCTOSITEIbHOMY TOTIOJTHEHHUIO.

OreHka «4» - «XOpOIII0» BBICTABIISIETCS
oOyyJaroriemycs, eciu
JTEMOHCTPHUPYIOTCS IOCTATOYHO TIOJIHOE

3HAHUE y4eOHO-TIPOrPAMMHOTO
Marepuania, CaMOCTOSITEIILHO
BBINIOJTHEHBl BCE TMPEIYCMOTpPEHHBIE
MIpOTrpaMMOM 3a7aHus, OJJHAKO
JOMYIIEHbl ~ HETOYHOCTH TMpH  HUX
BBITIOJTHEHHH.

Ouenka «3» - «yIOBJIETBOPUTEIHHO
BBICTABIIICTCS OO0YyJaromEeMycs, €CIH
JIEMOHCTPHUPYIOTCS TPOOEIIBI B 3HAHUAX

OCHOBHOTO y4eOHO-TIPOrPaMMHOTO
marepuara, CaMOCTOSITEIIEHO
BBITIOJTHEHBI OCHOBHBIE
peayCMOTPECHHBIC poTrpamMMoit

3aJaHusl, OJHAKO JOMYILEHbl OIIMOKU
IPU UX BBITIOJIHEHUH.

OneHka«2» - «HeyI0BICTBOPUTEIHHO
BBICTaBIIIETCA OOy4arouemMycs, eciiu
00HapyKMBAIOTCS MPOOENbI B 3HAHUSX

WIH OTCYTCTBHE 3HAHUU 1o
3HAUUTENIBHOH  YacTM  OCHOBHOTO
yueOHOTO MaTepuana, HE
BBITIOJTHUBILIEMY CaMOCTOSTEIHHO
peyCMOTPEHHbIE MIPOrpaMMoi
3a/1aHus, JOIMYCTUBIIEMY
NPUHIIUIHATbHBIE OILIMOKHU B
BBITIOJTHEHUH MIPETYyCMOTPEHHBIX

IIPOrpaMMOil 3aJaHuM.

B pe3ysbTaTe 0cBOeHHs Y4eOHOM M CUUIIIMHBI 00y4al0IMICH 10JI2KeH YMeTh:

- OCYIIECTBJIATh  TOWUCK,
aHaJlM3 ¥ HCIOJIbh30BAHUE
HOPMAaTHUBHO- NIPaBOBBIX
JOKYMEHTOB B MPUMEHCHHUU
K 3amauam JI0OV;

- COCTaBIATh U OGOPMIIATH
yIPaBJICHYCCKYIO u
po(heccCHOHATBHYIO

Ouenka «5» - «OTJIIMYHOY
BBICTABIISIETCSA, €CIU  OOydJaromuiics
JEMOHCTPUPYET  TIIyOOKHE  3HAHHUS
TEOPETUUYECKOTO U MPAKTUYECKOTO

Marcepuajla 10 TEMC HpaKTquCKOﬁ
pa6OTLI, IIOKa3bIBaCT YCBOCHHUC
OCHOBHBIX HOHHTHﬁ, HCIIOJIb3YEMBIX B

OneHka pe3ynbTaToOB
BBITOJIHEHUS
MIPaKTUYECKOU
paboTbl  DKCHepTHOE
HaOroieHne 3a
XO/ZIOM  BBITOJIHEHUS
[IPaKTUYECKOU
paboThI




JTOKYMEHTAIIHIO
COOTBETCTBHUE C
HOPMAaTHUBHOM 0a30ii;

- UCIOJIb30BATh
yHU(DUIUPOBAHHbBIE (HOPMBI
JTOKYMEHTOB;

- OCYIIECTBJIATH JEJIOBYIO
MEPENUCKY U MOAJCP)KUBATh
AIIEKTPOHHBIE
KOMMYHHKAIIVH;

- TPHUMEHATH
MH(OPMALMOHHBIX
TEXHOJIOTUH ISl CO3JIaHUS U
ohopMIIeHHS TOKYMEHTOB;

- pa3dbuparbCcsi B CHCTEME
BHYTPEHHETO
JOKYMEHTO00OopoTa
OpraHu3aIm;

- OCYIIECTBIIATH XpaHCHUE U
MOWCK JJOKYMEHTOB;

- pazbupatscs B
HOMEHKJIATYpE JIeT;
WCTIOJIH30BaTh COBPEMEHHOE
MporpaMMHOE OOecTrieueHue
B AIIEKTPOHHOM
JTOKYMEHTOO0O0POTE;

- TpoOBepATh HaIW4YUE B
MIPOU3BOJIBHBIX TMEPBUYHBIX
OyXTalTepCKUX JOKYMEHTaX
00s3aTeNbHBIX PEKBU3UTOB;
- COCTaBJSITb aKThl U
CIpPaBKH IO pe3ylibTaTaM
BHYTPEHHETO KOHTPOJIS,;

- (QopmMupoBaTh MPOEKTHI
MPUKA30B U PaCHOPSHKEHHMA
1o MIPOBEJICHHUIO
BHYTPEHHETO KOHTPOJISL.

cpencTaa

pabore, 06€30MMO0YHO W B IOJHOM
00BbeMe BBITIOJHSCT 3a/1aHUE.

Onenka «4» - «Xopo1o».
OOyyaromuiics 1eMOHCTPUPYET 3HAHUS

y4eOHOTO  Marepuana 10  TeMe
IPAKTUYECKOM  paboThl,  JIOMycKas
HE3HAUMTENIbHbIE  HETOYHOCTH  MpH

BBITIOJTHEHHUH 33JaHHSI TPH TIPABHIILHOM
BBIOOPE aTOpUTMa PEIICHUS 3aaHHUS.
Onenka «3» - «yIOBJIETBOPUTEIHHO»
BBICTABJIICTCS, €CITUM OOYJaronIuiics B
LEeJIOM OCBOMJI Marepuan
MPAKTHYECKOH  paboOThI, JIOMyCKaeT
OIMMOKY TIPH BBITIOJHEHUU 3aJaHMUS,
BEIOOD aIropuT™Ma BBITIOJTHCHHUSI
3alaHusl BO3MOXKEH TIPH HABOJISIINX
BOIIPOCAX MPETO/1aBaTelis.

OueHka «2» - «<HeYAOBJIETBOPUTEIIHHO)
BBICTABIIACTCS OO0YyJaromEeMycs, €CIH
OH HMMEET CYIICCTBCHHBIC MPOOETHI B
3HAHUAX OCHOBHOTO yaeOHOTO
Marepuaiga TMPaKTUYeCKOW  paboThl,
JOITYCKaeT ONIMOKH TMPHU BHITIOJHCHHUH
3aJaHus, HENpaBUJIBHO  BbIOMpaer
AJITOPUTM JIEUCTBUM.

3.2. TunoBble 3aJaHUA J1JI51 OLIEHKH OCBOEHHUS] Y4eOHOMH THCIUIIUHBI.

3.2.1 KommiekT ¢poHAA OLEHOYHBIX CPEACTB /ISl BXOJHOI0 KOHTPOJIS.

1. Uto BKJIIOUAET B ce0sl MOHATUE TOKYMEHT?

2. Kakue s13bIKu 1 ciocoObl JOKyMEHTHpOBaHUs Bbl 3HaeTe?

3. HazoBuTe coBpeMeHHbIE BUbI HOCUTENENH HHPOPMAIIH.

4. Yem oTiM4aeTcst JOKyMEHT JJMYHOTO MPOUCXOKACHUS OT OPULIUAIBHOTO JOKYMEHTa?

3.2.2 KommiekT () OHAA OLEHOYHBIX CPEeACTB /ISl TEKyIero KOHTPOJIs.

Pa3nes 1 JlokyMeHTHpPOBaHHE YNIPABJICHYECKOH NeATEJIbHOCTH




Tema 1.1. Benenue. /IokymMeHT U cucreMa JOKYMEHTALUU
Teopernueckue BOIPOCHI:

[Tonsarue OV, nenu, 3a1auu, TPUHIUIIBL
HopmaTuBHO-MeTOtMuecKkas 6aza periiaMmeHTupyromnas paboTy ¢ JOKYMEHTaMH.
[Tonarue noxymenrta. @yHKIMHU JOKYMEHTA.
Knaccugukanus nokymeHToB. [Ipru3naku kiaccupukanuy T0OKyMEHTOB.
Kakue 3akoHOJaTeNbHBIE aKThl MPEANUCHIBAIOT 005S3aTEIbHOCTh JAOKYMEHTHPOBAHUS
nHpopmanun?

6. Kakue TpebGoBaHMS K JOKYMEHTaM H3JI0’KEHBI B 3aKOHOAATEIBHBIX aKTaxX?

7. Ha Koro BO3JI0KE€HO METOJWYECKOE PYKOBOJICTBO ITOCTAHOBKOM JEJIONPOU3BOJICTBA B
cTpane?

8. Kakoso 3nauenne ['CJIOY u 4to oHa perimaMmeHTHPYET?

CamocrosTensHas pabora:
[ToaroroBka cooOIIeHNS 110 TEMAM:

ko

1. MecTo ci1y’)ke0HOTO JOKYMEHTA B COBPEMEHHOM PYCCKOM SI3bIKE
2. ®opMblI 1€710BOM peun

3. CoBpeMeHHbIE CITy’KeOHbIE JOKYMEHTHI U cepa X MPpUMEHEHHS
4. TunuvHbIe OMUOKH B SI3BIKE U CTUJIC ICTTOBOM JOKYMEHTAIIUN

5. DTHKET AeI0BOro Muchma

Tema 1.2 Cucrema opraHu3allMOHHO-PACIOPSIAUTEILHON JOKYMEHTAUN

Tecr (TpeboBanus Kk 0POPMICHHIO JOKYMEHTOB, TPEOOBAaHHUS K OJaHKaM):
Br10epuTe BEpHOE YIBEpIKICHUE:
1.CnyxebHOE€ 1moJjie TOKyMEeHTa IPeIHa3HAYeHO Il HAHECCHUsI CTICIIMAIBHBIX N300payKeHU
2. TTocTOosSTHHBIN PEKBU3UT — PEKBU3UT, HAHECEHHBIN MPU U3TOTOBJIICHUH OJIaHKa
3. IlepeMeHHBIN PEKBU3UT HAHOCUTCS TPU COCTABJICHUH JOKYMEHTA
4. JIeBoe 1ojie MOXKET OBITh YBEIMUECHO
5. CTpaHuIBl TOKYMEHTA HY)KHO HyMEpPOBaTh Ha HHYKHEM I10JIE JIUCTA
6. YcTaHOBIICHO JIBa BapuaHTa PacIioI0KEeHUs PEKBU3UTOB Ha OJIaHKaX
7. Ha OmaHke MOXXHO IOMECTHUTH COKpAalleHHOE Ha3BaHUE OpPraHU3AIMH, JaKE €CIU OHO HE
3aKpEIUICHO B Y CTaBE 3TOM OpraHU3aIuu
8. JIokyMEeHT MOKET ObITh YTBEP)KJICH JIOJDKHOCTHBIM JIMIIOM
9. B xoHI1e 3aroJIoBKa K TEKCTY JIOKYMEHTa TOYKA HE CTABUTCS
10. Tekct nokymenTa Ha popmate A4 oopmirsieTcst MOTYTOPHBIM MEKCTPOYHBIM HHTEPBATIOM
11. Tekct noKymMeHTa MOKET OBbITh MpeACTaBIeH B (popme TaOIHIIbI
12. Konu4ecTBo JINCTOB B MPUJIOKEHUH K TEKCTY HE YKa3bIBAETCS
13. B pacmmdpoBKe MOAMMCH HHUITUAIBI BCETIa CTOAT 10 (haMuiInu
14.0OtmeTka 006 UCHOTHEHUH AOKYMEHTA MPOCTABISIETCS B JIEBOM HIDKHEM YIJy MEpBOIO JIMCTA
JOKyMEHTa
15.0TMmeTka 0 MOCTYIIICHUH MPOCTABIIAETCS TOJIBKO HA MPUCHUTAEMBIX (BXOISIIINX )
JOKYMEHTaxX
Br10epuTe IpaBUILHBIN OTBET:
1. JIucTel HyMepyrOTCHA. . .
a) MocepeIMHe HIDKHETO OIS JIMCTa
0) mocepeHe BEPXHETO IM0JIs JINCTA
B) B IIPaBOM BEpPXHEM YTIIy
2. Hymepanus ctpanui opopMIISIIOT Tax. ..
a) 25
0) -25-
B) cTp.25




3. Ot neBoro noJist 0hopMIISIOT. . .

a) HAMMEHOBaHME BUA JJOKYMEHTA

0) agpecar

B) TpHU(] YTBEPKICHUS

4. Jlata noxymeHTa 0(opMIISETCS:

a) 23.12.2017

0) 23.XI11.2017

B) 23.12.17

5. MecTo n3nanus 10KyMeHTa 0(opMIIsSeTCs TaK:
a) r. bpsHck

0) bpsiack

B) rop. bpsHck

6. Texcr nokymenTta Ha hopmare A4 0OPMIISIOT..
a) Yepe3 OJIMH UHTEPBaJ

0) yepes MmoyITopa UHTEpBaJa

B) yepe3 J1Ba MHTepBajia

7. Pe3omroruto ohopmiIser. ..

a) pyKOBOJIUTEIb

0) cekpeTapnb

B) UCIOJTHUTEIb

8. B pexkBU3HUTE «ITOAMUCH) MHUIIAAIBI CTaBST. ..
a) 1o GpamMunuun

0) mocne dpamunuu

B) HE UMEET 3HAUYCHHUSI

9. OTmeTKa 0 mocTyrIeHu: opopmisieTcs. ..

a) Ha TIOCTYMAMOIINX JOKYMEHTaX

0) Ha OTIPaBISIEMBIX JOKYMEHTaX

B) Ha BCEX JOKYMEHTaX

10. Pe3ynbTaT paccMOTpeHHUs JOKYMEHTA PYKOBOIUTENEM O(opmIIsieTcs. ..
a) TpudoM yTBEpKICHUS

0) pesomonuei

B) rprdOM COTTaCOBaHUS

Tect (Opranu3aioOHHO-IPaBOBAs TOKYMEHTAIHS):
Br10epuTE BEpHOE VIBEPIKICHUE:
1. TpeGoBanus K 0POPMIICHHIO OPraHU3AUOHHO-TIPABOBBIX JOKYMEHTOB
ycranasnuBaeT ['OCT P 6.30 — 2003
2. B npunoxenuu k 'OCT P 6.30 — 2003 nansr 06pa3iibl OJaHKOB IOKYMEHTOB
3. B opranu3zanuu no ycMOTPEHHUIO PYKOBOJICTBA JI0JDKHA ObITH pazpaboTaHa
WHIUBUAYyaJIbHAS UHCTPYKLHUSA 110 AETOTNPOU3BOICTBY
4. OpraHu3aliMOHHO-TIPABOBBIE TOKYMEHTHI MOJIIEXKAT YTBEPKICHUIO
5. Oprann3allMOHHO-TIPABOBBIE JOKYMEHTBI HE MOJIEKAT YTBEPKIACHUIO
6. B oprann3aninoHHO-IPABOBBIE JOKYMEHTBI MOXHO BHOCUTh U3MEHEHUS
7. Ha oprann3aliluOHHO-TIPABOBBIX IOKYMEHTaX HE CTABUTCS ME€YaTh
8. Bce oprann3alinioHHO-IIPABOBbIE JOKYMEHTHI COCTABISAET PYKOBOIUTEIh OpraHU3aluu
Br10epuTe IpaBUILHBIN OTBET:
1. B cocTaB opraHu3aliuOHHO-TIPABOBBIX JOKYMEHTOB HE BXOJUT. ..
a) yCTaB OpraHu3aiuu
0) mTaTHOE pacnucaHue
B) IpUKa3
2. JlomKHOCTHAs UHCTPYKIUSL COTPYTHUKA. ..
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a) MOJICKUT YTBEPKACHUIO

0) He yTBepKIaeTcst

B) YTBEPXKIAETCS [0 YCMOTPEHUIO PYKOBOIUTEIIS

3. Kakoit HopMaTHBHBII JOKYMEHT OTpeeNsieT 00s3aHHOCTH COTPYAHUKA?

a) IITATHOE PACIINCAaHUE

0) ycTaB mpennpusTus

B) JIOJDKHOCTHASI MHCTPYKIUS

4. Opranu3alioHHO-TIPaBOBbIE JOKYMEHTBI HOCAT ... XapakTep

a) 00s13aTeIIbHBIN

0) peKOMEeH/TaTeIbHBIN

B) 03HAKOMUTEJIbHBIN

5. B xakom mazexe GopMymupyercst 3aroJ0BOK K TEKCTY JOIDKHOCTHOW WHCTPYKIIUH ?
a) B UMEHUTEIILHOM

0) B pOAUTEIHLHOM

B) B IIPEI0KHOM

6. Llens cozmanus opraHn3allMOHHO-TIPABOBBIX JIOKYMEHTOB:

a) PerylIMpoBaHHE NESTEIHFHOCTH, MO3BOJISIONICE aNMapaTy YIpaBJICHHUS pelaTh MOCTaBICHHBIC
niepes HAM 3a/1a49H;

0) maHHBIC JOKYMEHTHI CITy)KaT OCHOBAaHUEM JUISl IPUHSTHS YIIPABICHYSCKUX PETICHHH
B) JIOKyMEHTHI OTIPENIEIISIOT CTaTyC MPEANPHUITHN, TIOPSIIOK X paObOTHI

Tect (PaciopsiauTenbHast JOKYMEHTAIINSA):
Bri6epute BepHOE YTBEPKICHHE:
1. Pemenne u3gaercs Ha OCHOBE KOJIETHAJIbHOTIO PYKOBOJICTBA
2. TekcT npukasza 1o OCHOBHOM JIEATEIIbHOCTH, KaK IPaBUJIO, COCTOUT U3 JIBYX YaCTEil
3. KoHcTatupyromasi 4acTh TEKCTa B MPHUKA3€ M0 OCHOBHOM JAEATEIBHOCTH MOXKET
OTCYTCTBOBATb
4. ITyHKTBI TEKCTA MPHKa3a B paCMoOPSAUTEILHON YacTH HYMEPYIOTCS apaOCKuMu Iudpamu
5. IIpuka3bl MO0 OCHOBHOM JIEATEILHOCTH | 110 JUYHOMY COCTaBy UMEIOT OOITYIO
HyMepaIuio
6. PekBU3UT «OTMETKA O HAIMYUU MPUIIOKEHHS TOCIIE TEKCTa MPUKa3a He 0POopMIISETCs
7. 3aroyioBOK K TEKCTY IIpHKa3a 0 OCHOBHOM AEATEIbHOCTH (GOPMYITUPYETCS B
POAUTENHHOM MaJeKe
8. [Ipuka3 mo OCHOBHOM 1eATENbHOCTH, KaK IPABUJIO, MOANUCHIBAET PYKOBOIUTEIb
OpraHu3aIuu
9. [locTaHoBNEHUS U PEIICHUSI UMEIOT OJIHY MOJIMUCH
10. PacniopsiaurenbHble JOKYMEHTBI BCTYIAIOT B CUJTYy C MOMEHTA MX MOANUCAHUS
BribepuTe npaBUIbHBINA OTBET:
1. PacniopsiuTeNnbHbIN JOKYMEHT, KOTOPBIN U31aeTCS Ha OCHOBE €IMHOHAYAIIHS
a) pelIeHue
0) nmpukas
B) MIOCTaHOBJICHHE
2. PacniopsiiuTenbHbIN TOKYMEHT, KOTOPBIM U3/1a€TCs Ha OCHOBE KOJUIETHAIbHOTO
PYKOBOJCTBA
a) MpHKa3
0) pelieHue
B) pacHopsKEeHUe
3. VI3 CKOJIBKHUX COCTABHBIX YACTEH, KaK MPABUIIO, COCTOUT TEKCT PACTIOPSAAUTENHHOTO TOKYMEHTA
a) U3 IByX
0) U3 oJTHOM
B) U3 Tpex
4. ®aMuUNuUI0 U TOJKHOCTH UCTIOJTHUTENS B PACHIOPSAIUTENHHOM YaCTH TEKCTa MPUKa3a 0 OCHOBHOM
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NESITEIbHOCTH YKa3bIBAIOT

a) B UMEHUTEJILHOM Na/IeXkKe

0) B pOAUTEIILHOM Ha/IeXKe

B) B JJaTEJIbHOM I1aJIEKE

5. B cocTaB peKBU3UTOB IIpUKa3a 110 OCHOBHOM ACATEIBHOCTU HE BXOJUT PEKBU3UT
a) TpuQ YTBEPKIACHHUS

0) 3aroJI0BOK K TEKCTY

B) HOMEp AOKYMEHTA

6. [Ipuka3 o 0OCHOBHOM A€ATEILHOCTU MOMUCHIBAET

a) pyKOBOJUTEIb

0) cexperapnb

B) UCIIOJTHUTEIb

7. C10BO «IpUKa3bIBat0» B TEKCTE MPUKa3a IO OCHOBHOM JESITENTbHOCTH 0(hOPMIISIIOT B CIEIYIOIIEM
HaIMCaHUU

a) [IPUKA3BIBAIO

0) mpHKa3bIBaIO

B) [Ipuka3zpiBato

8. PacnopsiiuTenpHas 4acTh B PacOpsKEHUU HAUMHAETCS CIIOBOM

a) [IPEJVTATAIO

0) PELHLIAET

B) [IOCTAHOBIJIAET

9. U3 cKOIBKUX YacTei COCTOUT, KaK MPaBUJIO, TEKCT MPHUKa3a MO JUYHOMY COCTaBY
a) U3 OJTHOM

0) U3 AByX

B) U3 TpexX

10. B kako# cpok OJ>KHBI 03HAKOMUTH C IMTPUKA30M JIUIIO, YKa3aHHOE B TEKCTE MpUKa3a
a) 1 nenp

0) 3 nHs

B) 5 nHEH

AKT (Tecr):

Bri6epute npaBUIbHBINA OTBET:

1. CnyxeOHBIN aKT COCTABIISIET U MOITUCHIBAET
a) PYKOBOJHUTEIb

0) UCTIOJTHUTEh

B) KOMHCCHSI

2. OcHOBaHHUEM 7151 U3JAHUS KAKOTO PACHIOPSAIUTEILHOTO TOKYMEHTA MOXKET ObITh aKT
a) [Tpuxkas

0) Pemmenue

B) [loctanoBnenue

3. JlaToii akTa aBiseTCs

a) [lata yrBepkaeHus

6) lata akTupyemMoro coObITUS

B) Jlara monnucanus

4. B cocTaB peKBHU3UTOB aKTa BXOJUT PEKBU3UT
a) I'pud cornacoBanus

6) I'pud yrBepxaeHus

B) OTMeTKa 00 UCTIOTHUTENE

5. B cocTaB peKBU3UTOB aKTa HE BXOJUT

a) ['pud yrBepxnenus

0) ['puc cornmacoBanus
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B) 3aroJIOBOK K TEKCTY JIOKYMEHTa

6. CKOJIBKO YacTel COAEPKUT TEKCT aKTa

a) OJIHY

0) nBe

B) TpH

7. 3aroyioBOK K TEKCTY akTa (OpMyJIupyercs
a) B UMEHUTEJILHOM Na/IeXkKe

0) B POJIUTEIIEHOM ITaJIeKE

B) B IIPEVIOAKHOM aJIeXkKe

8. Cinenyer nu yKa3bIBaTh JOJDKHOCTH YWICHOB KOMHUCCHU TIPU O(hOPMIICHUN PEKBU3HUTA
«TTO/ITTUCHY

a) Jla

0) Her

B) Ilo sxenanuro cexkperapst

9. B ckonbKuX 3K3eMIuIIpax 0QOpMIISETCS aKT
a) B tpex

0) B uetbIpex

B) B croibpkux HEOOX0UMO

10. Kakast yacTp TE€KCTa akTa MOYKET OTCYTCTBOBATH
a) BBogHas yacTth

6) Koncratupyromas

B) 3aKIIIOUMTEIbHAS

IMPOTOKOJI (Tecr):
Bri6epute BepHOE YTBEPKICHHE:
. B xpaTkoM pOTOKOJIE€ NPUBOIATCA TEKCTHI BHICTYINIEHUN
. Jlatoii mpoToKOJIa ABJISIETCS JaTa MPOBEICHUS 3aCeIaHus
. B mporokose 00s3aTeIbHO yKa3bIBAETCS KOJIMYECTBO MPUCYTCTBYIOIIUX
. B Tekcte mporokosia MoxkeT oTcyrcTBoBaTh MyHKT BBICTYIINJIN
. B mpoToKoIie yKa3bIBarOTCs PE3yNIbTaThl FOJIOCOBAHUS
. IIpoTOKOJI coCTaBsETCS B OJTHOM 3K3EMILISPE
. [IpoTOKOJI NOANKCHIBAOT MPEICENATENb U CEKPETAPh KOJIJIETHAJIBHOIO OpraHa
8. Ha pacmmpeHHbIX 3aceJaHUsIX COCTAB MPUCYTCTBYIOLIUX YKA3bIBAETCS KOJIUYECTBEHHO
9.Brinucka W3 MPOTOKOJAa yAOCTOBepsieTcss OGOpPMIICHHEM PEKBU3UTA «OTMETKA O 3aBEPEHUU
KOTIMH
10.laToii BBINMUCKYU U3 MIPOTOKOJIA SABJISETCS JaTa, yKa3Has Kak aara noanucanus [Iporokona
BribepuTe npaBUIbHBINA OTBET:
1. JIaToii mpoTOKOJa SABJISIETCS
a) aTa 3acelaHus
0) mata ohopMIICHUS
B) JlaTa MOANUCAHUS
2. V3 CKONBKHUX YacTeil COCTOUT TEKCT MPOTOKOJIA
a) OJTHOM
0) mByx
B) Tpex
3. Bompockl moBecTKU AHS B MPOTOKOJIE (POPMYITUPYIOTCS
a) B UMEHUTEIHHOM Ta/IekKe
0) B IIPEII0KHOM TIaJIeKe
B) B BUHUTEIHHOM TaJIekKe
4. ITpoTOoKOJ MOAMUCHIBAET
a) pyKOBOIUTEIb
0) cexpeTapb

NN N kW=
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B) IIpeJiceaAaTeNb U CEKpeTaph KOJUIETHAIbHOTO OpraHa

5. Kakast gacTh B cxeMe OCTPOCHHS OCHOBHOM YacCTH MPOTOKOJIA MOXKET OTCYTCTBOBATh
a) CJIVIOAJIA

6) BBICTYIINJIN

B) IOCTAHOBUJIN

6. [TpoTokos1 0POPMIISIOT

a) B OJJHOM DK3EMILISIpE

0) B IBYX 3K3EMIUISIPax

B) B TPEX 3K3EMIUISIPax

7. J1aTo# BBIIMCKHU U3 MPOTOKOJIA SABIIAETCA

a) nata o(hopMIICHUS IPOTOKOIA

0) mata, ykazaHHasi B OTMETKE O 3aBEPEHUU KOTIUHU

B) JlaTa MOJANKUCAaHUS IPOTOKOJIA

8. BeIUCKyY U3 POTOKOJIA TIOIMHCHIBAET

a) pyKOBOJUTEIb

0) 3aBeqyIOIMN KaHIETIsIpreit

B) CeKpeTaph, 0()OPMHUBIIUHN BBHITTUCKY

9. Kak oopMIISIFOTCSI B TEKCTE MPOTOKOJIA, TPUCYTCTBYIOIINE, €CITH X 22 YeloBeKa
a) [IpucyrcTBoBanu: 22 yenoBeka (CIUCOK MpHUIIaraeTcs)

0) [IpucyrcTBOBANN: MEPEUUCIISIFOTCS (PaMHIIMU IPUCYTCTBYIOUINX B ali()aBUTHOM
MOPSIIIKE

B) [IpucyrcTBoBanu: 22 yenoseka

10. IIpoTOKOIIBI yTBEPKAAFOTCS

a) Bceraa

0) yTBEp>KAECHUIO NOJUIEXKAT HEKOTOPBIE BUABI IPOTOKOJIOB

B) 0 YKa3aHUIO PYKOBOJUTES

CJIYXEBHBIE 3AIIUCKH (TecT):
Br10epuTe BEpHOE VIBEpIKICHHUE:
1. BayTpenHss nokinaaHas 3amucka ohopMmiIsieTcst Ha OJaHKe OpraHu3aIuu
2. TekcT JoKIIaIHOM 3aMMUCKU COEPYKUT TOJIBKO 00CTOSATEILHOE H3JI0KEHHE BOITPOCa
3. BHyTpeHHIOI0 JTOKIJIAIHYIO 3aMMCKY IMOMUCHIBAET COCTABUTEIh
4. AnpecaHT B IOKJIaJHOM 3alMCKE YKA3bIBACTCS B UMEHUTEIIHOM Majieke
5. JloknaaHbpIe 3aMUCKU HE TIOJIEkKAT PETUCTPAITUN

BribepuTe npaBUIIbHBII OTBET:

1. BHYTpEHHIOIO JIOKJIaIHYIO 3alUCKY MOAIMUCHIBACT

a) COCTaBUTEIIb

0) pyKOBOAMTENH MOIpa3ACTICHUS

B) CEKpeTaphb

2. B ckoJIbKHX dK3eMIUIsIpax 0(pOPMIISICTCS BHEIIHSS JOKIIaIHAs 3aITiCKa
a) B OJTHOM

0) B ABYX

B) B Tpex

3. PexBU3UTHI 00BACHUTEIBHON 3aMMUCKHU IO TTOBOIy OOBSCHEHUS TTOCTYIKA aHATIOTUYHBI
a) BHYTpEHHEH JT0KJIaJHON 3aIHCKH

0) BHyTpEHHE CcripaBKH

B) CIIy)KeOHOMY MUCHMY

4. TekcT NOKIAIHON 3aMMCKU, KaK MPABUIO, COCTOUT

a) U3 OJTHOW YacTH

0) U3 IByX vacTei

B) U3 TpeX YacTen




5. B cocTaB peKBU3UTOB BHEIIHEW JOKJIAJIHOMN 3aIUCKNA HE BXOJIUT
a) 3aroJIOBOK K TEKCTY

0) mevarthb

B) MOJIHUCH

JAEJIOBOE IIUCBMO (Tecr):
Bribepure BepHOE yTBEPKIACHHUE:
1. Tekct ciryeOHOTO MUChMa MOYKET OBITH IPOCTHIM
2. ToH cimy)e0HOTO MUChMa 3aBUCUT OT €T0 COJCPIKAHUS
3. B tpadaperHom TekcTe He cienyeT HAYMHATH TEKCT CO CBOOOTHOTO MECTa, OTBEACHHOTO IS
IepeMEHHON UHPOpMauU
4. B ciyxeOHOM MUChbMe TEKCT MUIIETCS OT 1-To JMila MHOKECTBEHHOTO Yncia
5. Beienar npuceliiaeMble U OTIPaBIIsieMbIe TUChMa
6. CyxeOHOE€ TTHCBMO MOYKHO 0(OpPMHUTH Ha Gopmate AS
7. MakcumaabHO€ KOJIMUECTBO aJpecaToB B MUCHME - 4
8. [TuceMa 1o GyHKIMOHATHFHOMY MPU3HAKY JENIATCS Ha WHUIIMATHBHBIC U OTBETHBIE
9. Ciry»ebHOe THCEMO MOYKET UMETh JIBE TTOJIITHACH
10. Cny»xe0HO€ THCHMO MOTYT YIOCTOBEPATH TIEYATHIO

BriGepuTe mpaBUIbHBINA OTBET:

1. TekcT city>keOHOTO MUChMa COCTaBIISETCS OT

a) 1-ro nuia MHOXECTBEHHOTO YHCiia

0) 2-To JMIa eIMHCTBEHHOTO YHCIIa

B) 3-TO JIIIa MHOXKECTBEHHOT'O YHCIa

2. PexBU3UT «CChIIKAa HA HOMEP U JIaTy BXOJSIIETO TOKyMEHTa» opopmisercs
a) BO BCEX MUChMax

0) B OTBETHBIX MTUChMaX

B) B MHUIIMATUBHBIX MHCbMaX

3. PykoBoauTens U TNIaBHBINA OyXTanTep MOAMKUCHIBAIOT
a) MUCbMO-HU3BEIICHHE

0) pekJIaMHOE TTHUCHMO

B) rapaHTHIIHOE TUCHMO

4. B cocTaB peKBU3UTOB CITy>KEOHOTO MHChMa HE BXOJUT
a) aapecar

0) Ha3BaHKE BUAA IOKYMECHTA

B) IOJITUCH

5. Teker cimy:ke6HOTO MUChbMa MOKHO 0(popMHTE Ha popmate AS, ecru
a) HeT O6manka gopmara A4

0) TEKCT MUChbMa HE MPEBBIIIAET 6 CTPOK

B) €CTh COOTBETCTBYIOIINE YKAa3aHUS PYKOBOIUTEIS

6. CxoJibko 651aHKOB NOTpeOyeTcs, eciu cayxeOHoe MIChbMO HAIPaBIIAETCs B JBa aapecara
a) OJIMH

0) nBa

B) TpH

7. MakcuMaibHbIH 00beM CITy’)keOHOT0 MUChbMa

a) OJIHa CTpaHHIIA

0) ABE CTpaHUIbI

B) TPU CTPAHHUIIBI

8. [leuaThio ypocToBepsieTcs

a) MMICbMO-HAMIOMUHAHUE

0) mUCbMO-TIpHUTJIALIICHHUE

B) TapaHTHITHOE TUCHMO
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9. OT™MeTKa 0 MOCTYIUICHUH JIOKYMEHTA B OPTaHH3aIMIO ITPOCTABIISICTCS
a) Ha BCEX TOKYMEHTax

0) TOJBKO Ha MPHUCHUIAEMBIX

B) II0 YCMOTPEHHIO CEKpETapst

10. B nucpMe 0TMETKA O TIOCTYIUICHUH JJOKYMEHTA POCTaBIISETCS

a) B IIPAaBOM HI)KHEM YTIIy TIEPBOTO JIUCTA JOKYMEHTA

0) B JIEBOM HID)KHEM YTITy IIOCJIEAHETO JIMCTa JOKYMEHTa

B) Ha JI0O0M CBOOOTHOM MeECTe

[IpakTrueckue 3aHATHS:
1. CocraBnenue u opopmieHue pekBu3utoB OP /]

2. CocraBieHue U 0(GOpMIICHHE OpPraHU3ALMOHHBIX JIOKYMEHTOB: IOJIOKEHHE O OyXrajiTepuu,

AOJDKHOCTHASA MHCTPYKIUA ACTIOIIPOU3BOIUTEIIA

3. CocraBienue U 0QpOpMIIEHHE PACTIOPATUTENbHBIX JOKYMEHTOB: MPUKa3, pacopsyKEHUE
HPOTOKOJ,

4. CocraBneHue u oQopmiieHHE CIPAaBOUYHO-UH(POPMAIIMOHHBIX JIOKYMEHTOB:

JOKJIaJHasl 3alucKa, OOBSCHUTENbHAs 3aluCKa, 3asBlIEHHE, CIy)XeOHOE (JIelI0BOE) MHUCHMO,

TenegoHorpamma

Paspnen 2 CucreMbl JOKYMEHTallUM
Tema 2.1 JlokymMeHTalUs 110 TPYIOBBIM MPABOOTHOIIEHUSM

Teopernueckue BOIPOCHI:

1. Ilenb, ocHOBHOE Ha3HAYCHHUE U IOPUANYECKOE 0OOCHOBAHHME TOKYMEHTOB, OMPEICIISIFOITNX

TPYJOBBIE TPABOOTHOLICHHUS
Buapl nepBUYHOM Yy4€THOM JOKYMEHTALMU IO JIMYHOMY COCTaBY

CocTaB JOKyMEHTOB BXOJSILINX B JJMYHOE /10 PAOOTHHUKA

Kakwue npukassl Ha3bIBAIOTCS MPUKA3aMU IO TUYHOMY COCTaBy?

Kax dhopmynupyercs 3arojioBOK K CBOJTHOMY MPUKa3y?

Kak odopmiisiercss Bu3a 03HaKOMIJICHHUS B IIPUKa3ax M0 JUYHOMY COCTaBy?
Kak numercs 3asBienue?

W3 kakux CTPYKTYPHBIX 2JIEMEHTOB COCTOUT XapaKTepUCTUKA?

KTto noanuceiBaeT xapakTepucTUKy?

WCoNOk WD

[IpakTyeckoe 3anaTue S5

«CocraBneaue u O(bOpMJ'IeHI/Ie HJOKYMCHTOB II0 TPYHAOBBIM  IIPABOOTHOIIICHUSAM:

XapaKTepUCTUKA»
Tema 2.2. JlokymeHTanus o (PMHaAHCOBO-PACYETHBIM ONEPALIUAM
Teopernyeckue BONPOCHI:
1. TpebGoBanus, npeabsBiIsieMble K (PMHAHCOBO-PACUETHBIM JOKYMEHTaM

2. Buapl 70KyMEHTOB 10 (PUHAHCOBO-PACUETHBIM ONEpAIUSIM

[IpakTuyeckoe 3aHsTHE 6
«Coctanenue u opopmieHre J0KyMEHTOB MO (PHHAHCOBO-PACUETHBIM OIIEpALHSIM»

Tema 2.3. JloroBopHO-IIpaBoBasi JOKyMEHTALUs

Teopernueckue BOIPOCHI:

pestome,

1. OcHOBHOE Ha3HAYCHUE AOKYMCHTOB, OTHOCAIIUXCA K ﬂOFOBOpHO-HpaBOBOﬁ JOKYMCHTallUH

2. Tpeboanus, MpeabsBIIsEMbIe K JOTOBOPHO-TIPABOBON JOKYMEHTALIUN
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3. Buapl JOKyMEHTOB OTHOCSIIIUXCS K JOTOBOPHO-TIPAaBOBON JOKYMEHTALIUN

[IpakTnueckoe 3ansarue 7
«CocTtaBnenue u 0(popMIIeHNE TPETEH3UOHHBIX THCEM»

Pasznen 3 Opranusanusi pa6oThl ¢ JOKYMEHTAMHU
Tema 3.1. Opranu3zanus JOKyMEHTOO00pOTa, perucTpanus J0KyMEHTOB, UCIIOJTHEHHE TJOKYMEHTOB

Tecr:
Bribepure BepHOE YTBEPKIACHHUE:
1. B kaxJIOM Y4peKJICHUU JOJDKHBI OBITh pa3padOTaHbl CXEMbI JBWKCHHUS OCHOBHBIX KaTeTrOpui
JTOKYMEHTOB
2. YCKOpeHHe TOKyMEHTO000pOTa JOCTHTACTCS 3a CYET COKPAIICHHUS KOJTMYECTBA
00pabaThIBaeMbIX JOKYMEHTOB
3. BCKPBITHIO TTOIIEKUT BCSI KOPPECTIOHICHITHS, TIOCTYMAIOMIAsi B OPraHU3aI[HI0
4. KoHBepTHI MOCIIe BCKPBITHS MTPUCHUIAEMOM KOPPECITOHICHIINN BCET/1a YHUITOKAIOT
5. ®akT mocTyruIeHUs JOKYMEHTa B OpPraHu3amnio 0(popMIIsIeTCs: pe30TIoNreil pyKOBOAUTEIS
6. OTMeTKa 0 MOCTYIUIEHUH IOKyMEHTa B OPTaHHU3aIUIO TIPOCTABIISIETCS] Ha JTFOO0OM
cBOOOTHOM MecTe TIEpBOTO JINCTA IOKyMEHTa
7. OTMETKY 0 TIOCTYIUICHHH JTOKYMEHTA B OPTaHU3AIMI0 MOKHO MTPOCTABIISATH HA KOHBEPTE
8. Bce moKyMeHTHI, MOCTYIHUBIINE B OPTaHU3AIINIO, TIOIIIEKAT PETUCTPAIIUH
9. Noctynaromme JOKyMEHTBI PETHCTPUPYIOT B JICHb MOCTYIUICHUS
10. Co3naBaeMble JOKYMEHTHI PETUCTPUPYIOTCS B JICHD ITOAIMUCAHUS WIH YTBEPKICHUS
Bri6epuTe npaBUIbHBINA OTBET:
1. JIokyMeHTBHI, IOCTYIHUBIIUE HE TIO a/IpECy, CIEIyeT
a) BEpHYTh Ha MOYTY
0) YHUYTOXXUTH
B) MepeaaTh C Kypbepom
2. KoHBepTHI TOCTYNHUBIINX TOKYMEHTOB
a) YHUYTOXKAIOT
0) OCTaBISAIOT
B) B 3aBUCHMOCTH OT CUTYalluu
3. dakT MocTyIUIeHUs JOKYMEHTa B OpPraHU3aiuio 0(popMIISIFOT PEKBU3UTOM
a) OTMETKa O KOHTPOJIC
0) OTMEeTKa O MOCTYIUICHUHU JOKYMEHTA
B) OTMETKA 00 UCIIOJIHUTEIE
4. O06s13aTeIbHON PETUCTPAITMH TIOIeXKAT
a) FKcIpecc-uHPpOopMaIHs
0) pekJIaMHbIC ITMChMa
B) 3asBJICHUS TPAKIaH
5. Llenbto perucTpanuu sBiseTcs
a) obecrieyeHne yyeTa u KOHTPOJIS
0) ObICTPBIN MOUCK JOKYMEHTOB
B) BCE BBIINIETIEPEUUCICHHOE
6. [Ipouieaypa peructpariii BKIrO4aeT B ceost
a) OJIMH dTaI
0) nBa JTamna
B) TpH 3Tana
7. B uHaEeKC TOKYMEHTa HE BXOJUT
a) kox o OKVY/]]
6) HOMep Jena Mo HOMEHKJIAType
B) HOMEp CTPYKTYPHOTO MOAPA3ICICHUS
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8. XKano6a wu 3asBIeHUE, MOCTYIUBIINE B aIpeC OpraHU3allui, UMEIOT WHICKC
a) Ne 18-M

0) Ne 18

B) Ne 18 o/k

9. [Ipuka3 1Mo OCHOBHOM AEATEIILHOCTH UMEET HHJCKC

a) 34 n/c

0) Ne 34

B) Ne 34-k

10. He moanexxuT perucTpariu

a) TIPUKa3 [0 OCHOBHOMU JESATEIHLHOCTH

0) »xanoba rpaxaaHuHA

B) MUCHMO MH(DOPMAIIMOHHOTO XapaKTepa, MPUCIAHHOE JUTSI CBEICHUS
11. O6s3aTenbHOM perucTpaIH MO IICKUT

a) TOKyMEHT, KOTOPBIH TI0 CBOEMY COJICPIKAHUIO TPEOYET PEIICHHS HITH OTBETA
0) mporpaMMa COBEIIaHUs

B) IJTAHOBO-()PMHAHCOBAS JOKYMEHTAITHS

12. IauBuyanbHBIE CPOKH UCTIONHEHUS YCTAHABITMBACT
a) UCTIOJIHUTEITh

0) pyKOBOIUTEIb

B) CEKpETaph

13. Cpok ucIoJTHEHUs JOKYMEHTA NUCYHCIIAETCS

a) ¢ MOMEHTA MMOCTYIUICHUS JOKYMEHTa B OPTaHU3AIIHIO
0) ¢ MOMEHTA MOJTYYCHHS JOKYMEHTA UCTIOJHUTETIEM

B) C JIaThl MOCTYIHUBIIETO JOKyMEHTa

14. Cpox uCTIOTHEHHS JOKYMEHTa MOKET TTPOJTUTh

a) TOT, KTO €ro yCTaHOBHII

0) UCTIOTHUTEh TOKYMEHTA

B) PYKOBOJIHUTEIb

15. JIOKyMEHT CUMTAETCS UCTTOTHEHHBIM

a) KOTrJa eCTh yKa3aHHe PYKOBOAUTEIIS

0) Korja mpocTaBjeHa OTMETKa 00 HCIIOHEHUN

B) IOCJIE PErUCTPALH IOKyMEHTa

[IpakTyeckoe 3austue Ne 8
«CocraBnenne u odopmieHre ¢GOpM KypHAJIOB BXOISIIUX, HCXOMAUIUX M BHYTPEHHHX
JOKYMEHTOB

[Ipaktuueckoe 3ansitue Ne 9
«CocraBnenue u 0(opMJIeHHE BHYTPEHHEH OMUCH JOKYMEHTOB, HOMEHKIATYPHI JIEJI»

3.2.3 KommiekT ¢oHIa OLEHOYHBIX CPEACTB /I NPOBeJeHUS] TPOMEKYTOYHOIM
aTTecTaluu.

[IpenmeToM oLIeHKH SBISIOTCS yMEHUs U 3HaHUL. [I[poMexxyTouHas aTTecTaius IpoBOIUTCS
B (popme nuddepeHMpoBaHHOTO 3a4eTa.

OneHka OCBOGHHS JUCHMIUIMHBI TPEelycMaTpUBAET HCHOJIb30BAHUE HAKONUTEIbHON
CHCTEMBI OLICHUBAHUS U MPOBEJCHUE IK3aMeHa. B 3aBUCMMOCTH OT peHTHHIOBOrO Oajia CTyIeHT
MOXET OBITh OCBOOOXJEH OT IpPOBEPKH OCBOEHHMS Ha JK3aMEHE TOM WJIM MHOM dYacTu
JMJTAKTHYECKUX EAUHUILL.

Bonpocs! 1us1 noaroroBku K auggepeHunpoBaHHOMY 3a4eTy 10 Y4eOHO! JMCIUILIHHE:
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1. EnmunHas rocynapcTBEHHas CHCTEMa JEIONPOM3BOJCTBA: 1€1b, OCHOBHBIC IOJIOKEHHUS,
TpeOOBaHMUs, JOCTOMHCTBA W HEAOCTaTkH. [loHATHE JOKYMEHTAIlMOHHOTO OOecreueHHs
yIpaBJICHUS.

2. JIOKyMEHT M ero (h)yHKIHUH.

3. Knaccudukamus noxkymenTos. [lpu3Haku Kiaccupukanuy J0KyMEHTOB.

4. YHuuIMpoBaHHAS CUCTEMa OPraHU3ALMOHHO-PACTIOPAIUTEIHHON qoKyMeHTaun. Cxema
pacrosioxeHus: pekBu3uToB 1-10, mpaBuina ux oGopMIIeHHUS.

5.  VYauduumpoBaHHas crcTeMa OpPraHU3aMOHHO-PACIOPSAUTENBHON JoKyMeHTanuu. Cxema
pacronoxxenus: pekBu3utoB 11-20, mpaBuiia ux 0(OpMIICHHS.

6. VYauduuupoBaHHas cHCTEMa OPraHU3AMOHHO-PACIOPAANTEIBHON JoKyMeHTanuu. Cxema
pacrionoxxenus pekBu3ntos 20-30, mpaBuiia ux 0(OPMIICHHS.

7. bnaHku JTOKYMEHTOB, BHJIbI OJIaHKOB. TpeOoBaHMs, TpeAbABIsieMble K O(GOpMICHHUIO
OJIaHKOB JOKYMEHTOB.

8. OpraHu3alMOHHO-TIPAaBOBas JIOKYMEHTAIMs: OCHOBHOE Ha3HAa4Y€HWE, BH[BI, COCTaB
PEKBU3HTOB.

9. OpraHu3alMOHHO-PACTIOPSIUTENbHAS JOKYMEHTAINS: OCHOBHOE Ha3HAYCHUE, BU/IBI, COCTAB
PEKBU3HTOB.

10. TlpaBmia opopmieHHS IPUKA30B TI0 OCHOBHOH NIESTETHLHOCTH U TI0 JINYHOMY COCTaBY.

11. CnpaBouHO-MHpOPMAIIMOHHAS JOKYMEHTAIIUs: OCHOBHOE Ha3HAUYEHUE, BUbI.

12. TIpoToKOJIbHBIE JOKYMEHTHI: BUJIbI, COCTaB PEKBU3UTOB, MPaBHIIa 0(hOPMIICHHUSI.

13. JlokymMeHTHI, TepelaBaeMble TIO KaHajlaM CBS3M: BHJBI, COCTaB PEKBU3UTOB, IpaBHIIA
ohopMIICHHUSL.

14. CnpaBouHble TOKYMEHTHI: BUbl, COCTAB PEKBU3UTOB, MpaBuiia 0(OPMIICHHUS.

15. Cnyxebnoe (nenoBoe nmucbmo). TpeboBanus K enoBoi nepenucke. CocTaB peKBU3UTOB.

16. Bunpl muceM: HHUIIMATHUBHEIC, OTBETHEIE.

17. JIoKyMeHTBI, OTIpeAeNsIoue TPYI0BbI€ IPAaBOOTHOIICHHS: OCHOBHOE Ha3HAYEHHE, BU/IBL.

18. JlokymeHTBI, BXOSIINE B COCTAB JIMYHOTO Aena. OdhopmiieHre TUYHOTO Aea.

19. Xapakrepucrtuka: TpeOOBaHMS, MPEIBIBIIEMbIE K €€ 0()OPMIICHHUIO; CTPYKTYpa TEKCTa.

20. OO0mast xapakTepucTuKa U TpeOOBaHUs, MPEIBSIBIsIEMbIE K JOKyMEHTaM 10 (pMHAHCOBO-
pacueTHBIM OIEPALIHSIM.

21. OdopmieHHE OTKPBITHS CYETOB MPEATIPHITHI.

22. Knaccudukamus JOKyMEHTOB 10 (PMHAHCOBO-PACUYETHBIM OTIEPAITHSIM.

23. Tlousartue norosopa. PekBusutsl gorosopa. OCHOBHBIE pa3zelibl TEKCTa JOTOBOPA.

24. Buapl noroBopos. [IpoTokoibl pa3HOIIacuii K TOroBOpam, OCHOBAHHUS JISl UX COCTABJICHHUS.

25. HomeHnkiarypa nen.

26. DkcrnepTusa HeHHOCTH JOKYMEHTOB.

27. Odopmienue aen U nepeaaya X Ha apXUBHOE XpaHEHHE.

28. Peructpauust  JTOKyMEHTOB, (OpPMBI  pEeruUCTpallid  JOKyMEHTOB. TpeGoBanus,
MIPEeIbSIBISIEMBIE K PETUCTPALIMH JOKYMEHTOB.

29. TloToku NOKyMEHTAaLUU.

30. DnexktpoHHBIN AJOKyMeHT. TpeOoBaHMs, MPEABIBISEMBIEC K 3JICKTPOHHBIM JJOKYMEHTaM.

4. Cniucok JTUuTepaTyphl
4.1.0cHOBHAas1 TUTepaTypa

1. Baronimna M.B. Opranuzanys ¥ TEXHOJOTHS JOKYMEHTAllMOHHOTO oOOecredyeHus
ympasiieHus: yue6. mocodue. — M.; Pocros n//l: Hamkos u K; Hayka-Cnextp, 2018. —315 ¢. — 10
IK3.

2. JlokyMeHTallMOHHOE oOecledyeHre yrpaBiieHUs [DIeKTpOHHBINH pecypc] : y4eOHMK s
CTYIEHTOB BY30B, OOy4alOIIMXCs MO HampaBleHHsIM «OKOHOMUKa» U «MEHeIKMEeHT»,
cneuuanbHocTAM «MHpopmaTuka», «/lokymMeHTOBelneHHE U JIOKYMEHTAalMOHHOE olecreyeHue
yIpaBlieHUs», «ABTOMaTH3anus u ynpasienue» / A.C. ['pundepr [u ap.]. — DIEKTpOH. TEKCTOBBIE

19



nanneie. — M. : JOHUTU-JAHA, 2021. — 391 ¢. — 978-5-238-01770-9. — Pexum nocryna:
http://www.iprbookshop.ru/71213.html

3. JoxymeHnTtanmonHoe obecrieuenue ympapieHus. CocraBieHHEe U OPOPMIICHHE JEIOBBIX
TOKyMeHTOB : yueOHoe nmocodue anst CITIO / cocraButenu E. 1. bammmakoa. — CaparoB, MockBa
: [IpodobOpazoBanue, At [Tu Ap Menua, 2021. — 144 ¢. — ISBN 978-5-4488-1080-0, 978-5-4497-
0964-6. — TekcT : 3neKTpOoHHBIH // DaekTpoHHO-0nOIMoTeuHas cucrema IPR BOOKS : [caiit]. —
URL: https://www.iprbookshop.r Ky3uemnoga, 1. B.

4. VHpOpMaIMOHHBIC TEXHOJIOTHMH B JOKYMEHTAIIMOHHOM OOCCIICYCHHUH YIIPABICHUS H
apXUBHOM Jienie [DNeKTpoHHBIA pecype] : yueOHuk s By3oB / T.B. Konmpamosa [u ap.]. —
DIeKTpOH. TeKCTOBBIE JaHHbIe. — M. : Jloroc, 2018. — 408 ¢. — 978-5-98704-786-6. — Pexum
noctyna: http://www.iprbookshop.ru/70714.html

5.  Ky3nenosa 1.B. JlokymeHTaIrmoHHOE 0OecrieueHre ypaBaeHus [ JIeKTpOHHBINA pecypc] :
yuebHoe mocobue mist CCY3os / U.B. Ky3nenosa, I'.A. XauaTpsH. — DJEKTpOH. TEKCTOBbIE
nanaele. — CapatoB: Ait [Ilu Dp Memua, 2018. — 109 ¢. — 2227-8397. — Pexum mocryma:
http://www.iprbookshop.ru/44181.html

6. Kopnees, U. K. JlokymeHTalmoHHOE OOECIIEYCHNE YIPABICHUS ;| YU€OHUK M MPAKTUKYM
st cpeadero  mpodeccuonanbHoro  obpaszoBanmsi/  U. K. Kopnee,  A. B. Ilmenxo,
B. A. MamyprieB. — 2-e m3j., mepepad. u jon. — Mocksa : M3narensctBo Opaiit, 2022. —
384 ¢c. — (ITpodeccmonanmpHoe oOpa3zoBanue). — ISBN 978-5-534-05022-6. — Tekct
JNEKTPOHHBIA  // OO6pazoBareapHas margopma Opaiit [caiiT]. — URL:
https://urait.ru/bcode/492541 (nara obpamienus: 04.07.2022).

7. JlapskoB H.C. JloxymentoBenenue: yueOHuk. — M.: Ilpocnekt, 2016. — 412 c. — 3 aKk3.
Cokomoa O.H. JlokymeHTaimoHHOE obOecrieueHre ympasieHus B opranusammn. — M.: KaoPyc,
2018. — 155 c. — 2 7k3.

4.2.JlonoJIHUTE/ILHASA JIUTEpaTypa

1. Konctutyuus Poccuiickoit @enepannivi ¢ U3MEHEHHUSIMU.

2. I'paxnanckuit koaeke Poccuiickoit denepamnuu (4acTh mepBasi) ¢ U3BMEHCHHUSIMHU.

3. Tpynosoi konekc Poccuiickoit denepanuiu ¢ U3MEHEHUSIMHU

4. ®enepanbubiii 3akoH oT 02.07.2006 Ne 149-®3 (pen. ot 23.04.2018) «O6 uHboOopMmaImwy,
nH(pOpPMATU3ALKU U 3a1IUTE UHOOPMALIUNY.

5. ®enepanbubiii 3ak0H oT 06.12.2011 N 402-®d3 (pen. ot 26.07.2019) «O Oyxranrepckom
yaere»

6. TOCT P 7.0.97-2016 "Cucrema cTaHmapToB 10 HH(POpMALHUH, OWOIMOTEYHOMY U
m3narensckomy aeny. OPJI. TpeboBanust K 0popMICHHIO JOKYMEHTOB".

7. TOCT P.7.08-2013 «CHUBU/I. [lenompous3BoJICTBO U apxXuBHOE JAen0. TepMUHBI U
OTIpEICIICHUSD).

8. IlpuMepHass HMHCTPYKLUHSA IO JEJIONPOU3BOJCTBY B TOCYAapCTBEHHBIX OPraHU3aIMIX
(yrBepkneHa npukaszom PocapxuBa ot 11.04.2018 No44).

9. CmpaBouno-npaBoBasi cucrema «Koucynprant Ilmroc» [Onexkrponnsiii pecypc]. URL:
http://www.consultant.ru

10.  CmpaBouHo-mpaBoBasi ~ cucrema  «lapant»  [OnektponHblii  pecypc].  URL:
http://www.garant.ru

11. Teno-Bex: Bce o menmonpousBoacTse [Dnekrponubiii pecype]. URL: http://delo-ved.ru

12. [yanosa H.H. /lokymeHTanioHHOE o0OecriedeHne ynpaBieHHs: YIeOHUK U MPAKTUKYM /
Hlysamoa H.H. - M.: U3narensctBo IOpaiit, 2019 [OnextpoHHbIi pecype; Pexum pocryna
https://biblio-online.ru/bcode/433679] .

13. Ky3nenosa, 1. B. JlokymeHTanmonHoe o0ecriedeHne ynpasjieHus : yueOHoe nmocodue Juis
CIIO / 1. B. Ky3nenosa, I'. A. Xauatpsin. — 2-e u3a. — Caparos : [IpodobpazoBanue, At ITu Dp
Menua, 2019. — 166 ¢. — ISBN 978-5-4486-0404-1, 978-5-4488-0216-4. — TekcT : 2IeKTPOHHBII
// DnexTpoHHBIH pecypc nnudpooit oopazosarenbHoil cpensl CIIO PROFo6pazoBanue : [callT]. —
URL.: https://profspo.ru/books/80326.html
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JIucer coriiacoBanus

JononHennss u u3meHeHus: K KoMmiiekTy ®OC Ha yueOHbIi roa

Homnonaenus u m3meHeHust K koMmruiekty @OC Ha 2023-2024 yaeOHbIN T/ 10 TUCITUTUIHE

OI1.00.06 /loxymenmayuonnoe obecneyerue YupasieHus

B xommexT @OC BHECEHBI CIEAYIONINE U3MEHEHMUS:

HNomnonuenus u wu3MeHeHuss B kKomruiekte POC oOcyxnenslt Ha 3acemanuu  [ILK

« » 20 r. (mpotoxom Ne ).

[Ipeacenarens ITK / /
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