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PaGouas mporpamma yue6HOM mucrturmmabl OI1.06 « JIOKYMEHTAIIMOHHOE
OBECIIEYUEHUE VIIPABJIEHUS» pa3spabotana Ha oOcHOBE TpeOOBaHUM
denepadbHOr0  TOCYJIapCTBEHHOTO  00pa3oBaTeNbHOIO  CTaHAapTa IO
cneruanbHocTu CITO 38.02.01 DxoHOMUKA U OyXranTepckui ydeT (110 oTpacisim)
(mpuka3z MwunucrepcTBa obpazoBanusi u Hayku Poccuiickoiti denepanuud ot 5
depans 2018 r. Ne 69 r. (¢ usmeHeHusiMu u gonoiaHeHussmMu 17 nexadps 2020 r., 1
ceHTsa0pss 2022 T1.)) B COOTBETCTBHU C NpPUMEpPHON pabdoueld MporpamMmou mo
JUCUUTIIINHE OI1.06 «IOKYMEHTAIIMOHHOE OBECITEYEHUE
VYIIPABJIEHWS» (mpumepHO# 00pa3oBaTeabHON NPOrpaMMbl IO CIIELHATIBHOCTH
38.02.01 DOkoHoMMKa U OyxXraiaTepckuid yder (IO OTpacisiM); OpraHU3alMs
paszpabotunk: DemepasbHOEC YUEOHO-METOINYECKOE OOBEAUHEHUE CPEIHETO
npodeccuonansaoro obpazoBanus YITIC 38.00.00 DxoHOMHKA W YIIpaBJICHHE,
npuka3 o0 yreepxkaenuu: npukaz GI'bOY IO UPIIO Ne I1-194 ot 28.06.2022

r.).

Opranuzanus-pazpadotunk: PI'6OY BO Anraiickuii 'AY
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1. OBIIIASI XAPAKTEPUCTHUKA PABOYEM ITPOT'PAMMBI YYEBHOM
JANCIHOUITIMHBI

1.1. O6saacTb npuMeHeHus1 padoyeil MPOrpaMmbl

PabGouass nmnporpamma yueOHoit mucummuiiabl  OI.06  «JlokyMeHTanMoHHOE
oOecrieyeHuEe yMpaBICHUS»  SBISIETCS 4YacTbl0O OCHOBHOW  0Opa3oBaTebHOU
porpamMMbl B COOTBETCTBUH ¢ DeiepalibHbIM FoCyJapCTBEHHBIM 00pa30BaTeIbHBIM
cragaaprom 1o crnenranbHoctu CIIO 38.02.01 DkoHoMuKa U OyXraaTepckuil yder
(o oTpacism).

1.2. Mecro y4eOHOW AMCUMILIMHBI B CTPYKType OCHOBHOM 00Opa3oBare/IbHOM
nporpammbl: yuyeOHas jucuumuimHa OIL.06  «/loxkymeHTanmonHoe oOecrieyeHue
VIOPABJICHUS» OTHOCUTCSA K 00mIenpo(ecCHOHATBbHOMY LHMKIY OOsA3aTENbHONW YacTh
OCHOBHOW oOpa3oBaTenpHOM mporpammbl 1o crenuansHocTrn  CIIO  38.02.01
DKOHOMUKA M OyXTaldTepCKHUil yUeT (110 OTpacisiM).

1.3. Heanm um 3agaum y4yeOHOW JMCHUIUIMHBI — TpPeO0OBaHUS K pe3yJabTaTam
OCBOCHUS Y4eOHOM JUCHUIIMHBI:

Heanb:

B pe3ynbraTe ocBoeHUs y4eOHOM TUCIUIUIMHBI 00yYaroUIecs T0JIKHbl YMeTh:

- OCYILIECTBJIATH IIOUCK, aHAJIU3 U UCII0JIb30BaHHE HOPMATUBHO-TIPABOBBIX JOKYMEHTOB
B IpUMEHEHUU K 3a1a4aM [J0Y;

- COCTaBJIATh U OPOPMIIATH YIPABIECHUYECKYIO U MPOPECCUOHATIbHYIO TOKYMEHTALINIO B
COOTBETCTBHE C HOPMATUBHOM 0a30i;

- HCTIOJIb30BATh YHU(DULIIMPOBAHHBIE (POPMBI TOKYMEHTOB;

- OCYILECTBIIATH JIEJIOBYIO MEPENHUCKY U MOAAECPKUBATH FIEKTPOHHBIE KOMMYHUKALIHH;
- IPUMEHSTh CPEJICTBA UHPOPMALMOHHBIX TEXHOJOTUN JUIsl CO3AaHUS U OPOpPMIICHUS
JIOKYMEHTOB;

- pa30upaThCs B CUCTEME BHYTPEHHETO JOKYMEHTOO00POTa OpraHu3alluig;

- OCYILECTBIIATh XPAaHEHUE U MOUCK IOKYMEHTOB;

- HCNOJNb30BaThb COBPEMEHHOE TMpOrpaMMHOE OOecreYeHHe B  DJIEKTPOHHOM
JIOKYMEHTO000pOTE;

- TMPOBEPATh HAJIMYUE B MPOU3BOJIBHBIX IMEPBUYHBIX OyXTralTEpPCKUX JOKYMEHTaX
00s13aTeIbHBIX PEKBU3UTOB;

- pa30upaThcsi B HOMEHKIIAType Ael;

- COCTaBJIATh aKThI U CIIPABKH I10 pe3yJbTaTaM BHYTPEHHETO KOHTPOJIS;

- (popMuUpOBaTH MPOEKTHI MPUKA30B M0 MPOBEICHUIO BHYTPEHHETO KOHTPOJIS.

3HaTh:

- COJIep’KaHMEe aKTyaJbHOM HOPMATUBHO-IIPABOBOM JOKYMEHTALIUY;

- OCHOBHBIE MOHATUS TOKYMEHTAMOHHOTO 00ECIIeYeHHs YIIPABICHUS;

- KJIaCCU(PUKALIMIO YIIPABIEHYECKUX JOKYMEHTOB;

- TIpaBWJIa COCTaBIICHUS M OQOPMIICHUS YIPaBICHUYECKUX JOKYMEHTOB M BEICHUS
JIEJIOBOW MEPEIUCKH;

- COCTaB JJOKYMEHTOB CIELIMAIBHBIX CUCTEM JIOKYMEHTALUN;

- IpaBUJIa OpPraHU3aIMH BCEX ATANOB PAOOTHI C TIOKYMEHTAMU;

- IpuJIoKeHus rporpammbl Windows, ucronb3yemsbie s peanusaruu 3a1a4 [0V

- cOBpeMeHHbIe MHhopManroHHbIe TexHoioruu JJ0Y



- IpaBUJIa U CPOKHU XPAHEHUS JOKYMEHTOB;
- (GopMbl TMEPBUYHBIX OYXTrajaTepCKUX JJAOKYMEHTOB, COAEpKaluX O00s3aTeIbHbIE
PEKBU3UTHI IEPBUYHOTO YUETHOTO JOKYMEHTA;

- IPOLIETypa COCTABJIEHUS aKTa IO Pe3yJibTaTaM MHBEHTAPU3AIUHU, IPOEKTOB MTPUKA30B
10 IPOBEACHUIO KOHTPOJIBHBIX IPOLIEAYD.

B pesymbrare OCBOGHHA JUCHMIUIMHBI  (OPMUPYIOTCS  BJIEMEHTHl  0OUUX
KomnemeHuyuii:

OK 09. Ilonp3oBatbesi MpodhecCHOHANBPHON TOKyMEHTallMel Ha TOCYJapCTBEHHOM H
WHOCTPAHHOM SI3bIKaX.

B pesynbTaTe 0CBOEHUS AUCUUIUIMHBI (POPMUPYIOTCS 3IEMEHTHI BPOogheccuoHanbHbIX
KOMRnemeHuuii:

[IK 2.7. BpINOJHATS KOHTPOJIBHBIE IPOLIEAYPHI U UX JOKYMEHTUPOBAHHUE, TOTOBUTH U
O0(QOpPMIISITh 3aBEPILIAOIINE MAaTEPUAIIBI IO pe3yIbTaTaM BHYTPEHHETO KOHTPOJIS.

B pesyinbrare 0CBOCHUS JUCLUILUIAHBI JOCTUTAIOTCS IUYHOCHIHbIE PE3YIbIambl:

JIP 2 IIposBIAOIMIA AKTUBHYIO TPAXKIAHCKYIO IO3MIMI0 HA OCHOBE YBAKCHMS
3aKOHa W IMPaBOIOps/IKa, IPaB U CBOOO COTrpa)kJaH, yBaXKEHUs K UCTOPUUYECKOMY U
KyJlbTypHOMY Hacnequio Poccun. OCO3HaHHO M IEATENIBHO BBIPAKAIOIINNA HETIPUATHE
JUCKPUMHMHALIMK B OOIIECTBE MO COLMAJIBHBIM, HAlMOHAJIBHBIM, PEIUTHO3HBIM
IIpU3HAKaM; OJKCTPEMM3Ma, TEPPOpU3MA, KOPPYILMUHU, aAHTUTOCYIAPCTBEHHOMN
nestenbHOCTH.  OONajaroluil  ONBITOM TIPAXKIAHCKOM  COLUMAIBbHO 3HAYUMOMU
NEATEIIbHOCTH (B CTYJIEHYECKOM CaMOYIIPaBJICHUH, 100OpPOBOJIBYECTBE,
HKOJIOTUYECKUX, PUPOIOOXPAHHBIX, BOCHHO-IATPUOTHYECKUX U ApP. OOBEIUHEHUSX,
akuusx, nporpammax). [lpuHuMarommii  ponb u30uparens H  y4acTHHUKA
OOILIECTBEHHBIX OTHOUIEHUH, CBS3aHHBIX C B3aUMOJICWCTBHEM C HAPOJAHBIMU
M30paHHUKAMU.

JIP 13 CoOGmropatomuii B cBoeil mpodecCuoHaIbHON AESTEIBHOCTH ITHYECKUE
OPUHLIMIIBI: YECTHOCTH, HE3aBHUCUMOCTH, MNPO(ECCHOHAIBHOTO  CKENTULU3MA,
OPOTUBOJEUCTBUSA  KOPPYINUMU U  IKCTPEMU3MY, OOJaJalolUil  CHUCTEMHBIM
MBIIUICHUEM M YMEHHMEM [IPUHMMAaTb pELICHUME B  YCIOBUAX pHUCKA W
HEOIIPEACIEHHOCTH.

JIP 14 ToTOBBIi COOTBETCTBOBATh OXKHMJAHUSIM palbOTOJATENCH: TPOEKTHO-
MBICTAIUN, 23(G(PEKTUBHO  B3aMMOJCHCTBYIOIIMA C  YJICHAMH KOMAaHIbl M
COTPYAHMYAIOIIMM €  JOPYTMMM  JIIOABMH,  OCO3HAHHO  BBIITOJIHSAIOIIMM
npodecCuOHANIbHbBIC TpeOoBaHuUsI, OTBETCTBEHHBIM, MTYHKTYaJIbHbIM,
JTUCUUTUIMHUPOBAHHBIN, TPYAOJIOOUBBIA, KPUTUUECKH MBICISALIUN, HAUEICHHBIA Ha
JOCTH)KEHHE TOCTaBJIEHHBIX ILEJe; JEMOHCTPUPYIOIIUNA MPOPECCHOHAIBHYIO
YKU3HECTOUKOCTb.



2. CTPYKTYPA U COJEP)KAHUE YUYEBHOM JIUCITUIIIMHBI
2.1 O0bem y4eOHOM TUCHMIIIMHBI U BUAbI Y4e0HOH padoThI

Bup yueOHoil padoThI Oo6bem
4acoB

O0beM yueOHOH 1 CHUIIIMHBI 46

B TOM YHCJIE:

TEOPETUIECKOE 00yUCHHE 22

camMoCTosITeNIbHAs paboTa -

MPAKTHYECKUEC 3aHATHS 18

B TOM YHCJIC:

MIPAKTUYECKON TTOATOTOBKHU 18

IIpome:kyTouHasi aTTecTanus (3K3aMeH) 6




2.2. TemaTuyeckuii IJIaH U coaep:xkanue yueoHoi qucuunianabl OIL.06 «/lokyMeHTalIMOHHOE 0O0ecneyeHne YIpaBJIeHUus »

Haumenosanue

Cooepotcanue yuednozo mamepuana u Qopmvl opzanuzayuu 0esameabHOCmu

Oovem uacos, 6

Koovt komnemenyuii

pazoenoe u mem odyuarowguxcs mom uucine U TUYHOCMHBIX
6 popme pe3yibmamos,
nPaKmuuecKoil dopmuposanuio
no020moeKu Komopuix
cnocoocmeyem
2J1eMeHm nPOZPaAmMMbl
1 2 3
PA3JIEJI 1. IOKYMEHTHUPOBAHME YIIPABJEHUYECKOM JEATEJBbHOCTH 26/12
Tema 1.1 Coaep:xaHue yueOHOro MaTepuaJia OK 09, JIP 3, JIP 14
Beenenne. 1. 3nauenue u cogepkaHue TUCHMILIMHBI «/{0KyMeHTallMOHHOE obecrieueHue
JloKyMeHT u yrpasieHus». [IoHATHE TEPMUHOB: «TOKYMEHT», «TOKYMEHTUPOBAHHE,
cucreMa «IOKyMEHTallMOHHOE 00ecreueHre yIpaBICHU. 4
AOKYMEHTAIUU 2 IlonaTne cucTeM JOKyMEHTAUHU. YHU(PHUKAINS U CTaHAapTU3ALUS
YIIPaBJIEHYECKUX TOKYMEHTOB.
3. HopmaruBHO-TIpaBoBasi 0a3a opraHu3aliy JOKYMEHTAIIHOHHOTO 00ECTIeYeHHUS
yTIpaBJICHUs
Tema 1.2. Conep:xaHue yueOHOro MaTepuaJia 14/8 OK 09, TIK 2.7.
Cucrema 1. TOCTw nHa OPJl. TpeGoBaHus K O(QOPMIICHHIO JTOKYMEHTOB, TpeOOBaHHS K JIP 2, JIP 3,
OpPraHu3alMOHHO- OJiaHKaMm. JIP 14
pacnopsiguTeJbHOM | 2.  OpraHu3allMOHHbIE  JIOKYMEHTBI:  YCTaB, JOJDKHOCTHAsh  WMHCTPYKIIHS.
AOKYMEHTAIUU PacniopsinnTensHbie JOKYMEHTBI: IPUKA3bI, PACTIOPSIKCHHSL. 6
3. CnpaBo4HO-UH(pOpPMAIMOHHbIE JOKYMEHTHI: TOKJIQJHAs 3aIlUCKa,
00BsSCHHUTEINbHAS 3aITUCKa, aKT, CIIpaBKa, ciy)keOHoe mucbMo. CocTaB u
0c00eHHOCTH 0(OpMIIEHHS TOKYMEHTOB 10 JINYHOMY COCTaBY
B ToM uHciIe MPaKTHYECKUX 8
1. Oopmienue n1oKyMeHTOB ¢ momolIbio nporpamMmmsl Microsoft Word. Coznanue 5
mabJioHa JOKYMEHTA.
2. CocraBnenne 1 oopMIICHHE OTIEIIBHBIX BHIOB PACTIOPSIUTEIHHBIX U 9
CIPaBOYHO-MH(OPMAIIMOHHBIX IOKYMEHTOB.
3. CocTaBneHue u opopmiIeHHE OTAENbHBIX BUJJOB OPraHU3allMOHHBIX IOKYMEHTOB 2
4. JIOKyMEHTHUPOBAHHUE TPYIOBBIX TPABOOTHOLICHUH. 2
Tema 1.3. Copep:kanue y4eOHOIro MaTepuaJa 4/2




JeHexHblie u 1.0cobenHocTH coctaBiieHust M OpOpMIICHUST JEHEKHBIX U (PHHAHCOBO-PACYETHBIX 2 OK 09, TIK 2.7.
¢unancoso- JIOKYMEHTOB. JIP 2, JIP 3,
pacyeTHbIE B TOM unciIe NPAKTHYECKUX 2 JIP 14
AOKYMEHTBI 1. OdopmiieHHe IaTEKHBIX JOKYMEHTOB 2
Tema 1.4. Copep:kaHue y4eOHOTro MaTepuaia 4/2 OK 09, TIK 2.7.
JorosopHo- 1.IlonsTe noroBopa (koHTpakTa). Tumosas gopma norosopa. OCHOBHBIE pa3ieibl 5 JIP 2, JIP 3,
npaBoBas noroBopa. [IpaBuna opopmiieHNs MPETEH3MOHHBIX ITHCEM. JIP 14
AOKYMEHTalus B ToM 4nciie npaKTHYeCKUX M J1A00PATOPHBIX 3aAHATHI 2

1 .CocraBienue u 0OopMICHHE TPETEH3UOHHBIX MHUCEM. 2
PA3JEJI 2 OPI'AHU3AIIMSA PABOTHI C JOKYMEHTAMU 14/6
Tema 2.1 Coaep:xaHue yueOHOro MaTepuaJia 4 OK 09, TIK 2.7.
Opranmn3anus 1. CoctaB u yuer o0bemMa TOKyMEHTO000poTa opranuzanuii. Opranuszaius padoTsl JIP 2, JIP 3,
JAOKYMEHT0000poTa, | C TOKyMEHTallleH, MOCTymaei B opranuzanuio. [lepenada 10KyMEHTOB BHYTPH JIP 14
peructpamnusi OpraHu3aluu 4
AOKYMEHTOB, 2.Perucrpanus nokymeHTOB. KOHTpOIb MCTIOMHEHUS TOKyMeHTOB. Opranuzanus u
HCIIOJIHEHHE TEXHHKA KOHTPOJIS UCTIOJTHEHHs. TUTIOBBIC M HHIUBUyaIbHbIE CPOKU UCIIOTHEHUS
JOKYMEHTOB JJOKYMEHTOB.
Tema 2.2. Coaep:xxanue yueOHOIro MaTepuaJia 6/4 OK 09, TIK 2.7.
HNudopmanuonnsie | 1.VMcnonp3oBaHue IporpaMMHOro obecreueHus sl peieHus: IpoecCuOHaIbHBIX 2 JIP 2, JIP 3,
TEeXHOJIOTHH B 3a71a4 JIP 14
ACJIONPOU3BOACTBE | B ToM ync/Ie MPAKTHYECKHUX 4

1. OdopmiieHre TOKYMEHTOB ¢ Tomoleio mporpammel Microsoft Word. Paborta ¢ 5

3JIEKTPOHHBIMU JIOKyMeHTaMu. PaboTa ¢ 3anpocamu.

2. OteyecTBeHHBIE pa3pabOTKH porpamm apromarusanuu JI0Y u apxuBHOTO nena. 2
Tema 2.3 Coaepsxanue y4eOHOro MaTepuaa 4/2 OK 09, IIK 2.7.
Opranunsanus 1. CucremaTtu3zanus J0KyMEHTOB U UX XpaHEHUE. JIP 2, JIP 3,
OIEepPaTHBHOIO U 2.Homenknarypa nen. [IpuMepHble 1 TUIIOBbIE HOMEHKIIATYPHI A€. 2 JIP 14
apXHBHOI'O 3. TpeboBanus k oopmireHuto aen. [1onroToBka u MOPSIOK Tepeavn Ae] B apXHUB.
XpaHeHus B ToM 4nciie NPAKTHYECKUX 3aHATHI 2
AOKYMEHTOB 1. CocraByienne u 0hOpMIICHHE HOMEHKJIATYPHI J1EJ 2
IIpomeskyTouHas arrectauus B Gopme IK3aMeHa 12
Bceero: 52




3. YCJII0OBUA PEAJIM3ALINN PABOYEN MNPOI'PAMMBI
JANCIHOUITIMHBI

3.1 O0pa3oBaTe/ibHbIE TEXHOJIOTHHU

Jns  peanuzanuu  pabouedd mporpamMmbl  yueOHoM — nucuumiuHel - OI1.06
«/lokymeHTallmoHHOE OOEeCleYeHUEe YIPABICHUS» MPUMEHSIOTCA CIEIYIOUUe
oOpa3oBaTeNbHbIE TEXHOJIOTHU:

- mpo0OIeMHOe 00yUYeHHUE;

- muddepeHIpoBaHHOE 00yUCHUE;

- IPOEKTHBIE METOJIbI O0yUYEHHUS;

- HCCJIeI0BATEIbCKIE METOIbI O0yUCHUS;

- 00y4eHue B COTpyIHUYECTBE (KOMaHHasl, TpynnoBas padboTa);

- UH()OPMALTMOHHO-KOMMYHHUKAITIOHHBIE TEXHOJIOTHH;

- 3JI0pOBbECOEPETAIOIINE TEXHOJIOTHH.

3.2. TpeOoBanuss K MHHMMAJIBHOMY  MATEPHAJIbHO-TEXHHYECKOMY
o0ecrneYeHn 1o

Peanuzanus y4eOHOW JUCHUIUIMHBI TpeOyeT Hamuuug ydeOHOro KkaOuHeTra
«JlokyMeHTallMOHHOE O0eCTIeUeHUE YIIPaBICHUS.

O6opynoBanue yueOHOTO KaOMHETA:

- I0CAJJOYHBIE MECTA MO KOJUYECTBY CTYACHTOB;

- pabouee MecTO MpenoaBaTelis;

- [IK, MynpTMMeEnMiTtHAsL yCTAHOBKA, YKPaH

- Kommuiekt npe3eHranmii.

3.3. UudopmannonHoe odecnevyeHne o0yueHust

OCHOBHBIE UCTOYHUKH:

1. Kopnees, . K. JlokymeHTallMOHHOE OO€cleueHrne YNpaBICHUs: YYEOHUK U
NPaKTUKYM Uil cpeaHero npodeccuonansHoro oopazosanus / M. K. Kopnees, A.
B. ITmenko, B. A. MamypueB. — 2-¢ u3z., nepepab. u gom. — Mockaa:
N3narensctBo FOpaiit, 2022. — 384 c.

JonoJHUTENbHBIE U3AHUS

1. Konctutynus Poccuiickoit denepaunn ¢ ”3BMEHEHUSIMH.

2. I'paxxnanckuii konekc Poccuiickoit deneparuu (4acThb repBasi) ¢ U3BMEHEHHSIMU.
3. TpynoBoii kogekc Poccuiickoit deaepanviv ¢ U3MEHEHUSAMU

4. ®enepanbubiii 3akoH oT 02.07.2006 Ne 149-d3 (pen. ot 23.04.2018) «O6
uH(popmanuu, THGOPMATH3ALMH U 3aIIUTE UH(HOPMALIII.

5. ®enepanbubiii 3akoH oT 06.12.2011 N 402-®3 (pen. ot 26.07.2019) «O
OyXTaJNTEPCKOM yUyeTe»

6. 'OCT P 7.0.97-2016 «Cucrtema cranaapToB 1no uHbopMaruu, OuOIMOTEHHOMY
u uznareiabckomy neny. OPJl. TpeboBanust kK 0POPMIIEHUIO JOKYMEHTOBY.

7. TOCT P.7.08-2013 «CHUBU/I. lenonpon3BOACTBO U ApXUBHOE AE0. TepMHUHBI
Y ONIPENECIICHUS.

8. IlpumepHas MHCTPYKUMsS 1O JEJONPOU3BOACTBY B TIOCYJapCTBEHHBIX
opranuzanusx (yreepxaeHa npukazoM Pocapxusa or 11.04.2018 Nod4).
HNHTEpHET-PECYPCHL:

1. CopaBouno-npaBoBasi cucrema «KoncynbTanT [lmocy [DnekTpoHHBIN pecypc].




URL: http://www.consultant.ru

2. CmpaBouHo-ipaBoBas cucteMa «[apanT» [OnextpoHHbli pecypc]. URL:
http://www.garant.ru

3. Heno-Ben: Bce o aenonpou3BoicTBe [AnekTponubiit pecypc]. URL: http://delo-
ved.ru

4. Mlysanoa H.H. [loxyMeHTanmoHHOE OOECIEUCHHE YIPABICHUS: YYCOHUK U
npaktukyM / lllyBanosa H.H. - M.: U3natensctBo FOpaiit, 2019 [DnexkTpoHHBIN
pecypc.

5. Kysuenosa, 1. B. JlokymeHnTannonHoe oOecrieueHre yIpaBieHHUsS : ydeOHOe
noco6ue ansa CIIO / U. B. Kysnernona, I'. A. Xauarpsa. — 2-e uza. — Capartos :
[Tpodobpazosanue, Aii [Iu Op Menua, 2019. — 166 c.

4. KOHTPOJIb U OLEHKA PE3VJbBTATOB OCBOEHMS YYEBHOW
T COUTLIAHBI

KOHTpOJIL N OHOCHKAa PpE3yJIbTAaTOB OCBOCHHA AUCHUILIMHBI OCYIOCCTBILICTCA B
IIpoHecCcCe IMpOBCACHUSA YCTHOI'O OIIpOCa, TCCTHPOBAHHUS, BBIIIOJIHCHHUC 3aIIaHHﬁ Ha
MMPAKTHUYCCKUX 3aHATHUAX.

Pe3yabTaThl 00yyeHus Kpurepun onenku MeToabl OIEeHKH
3HaTE: - TpaMOTHO Texkymuii KOHTPOJIb
- COJIEp’)KaHHUE aKTyaJIbHOW HOPMAaTHUBHO- BBICTYIIACT C MIPU TIPOBEJICHUU:
MPaBOBOM JOKYMEHTAIINH; COOOIICHUSMH. -IIMCbMEHHOT'0/yCTHOTO
- OCHOBHBIC TTOHSATHS - BJajeeT ompoca;
JOKYMEHTAIMOHHOTO 00ecrieueHus HNOHSTUSIMH YU€OHOU | -TECTHPOBAHUS;
YIIpaBJICHUS; JTACIIUTUTAHBI 1 OIICHKA PE3YJIbTATOB
- KJ1acCU(UKALMIO YIIPABIEHYECKUX NPUMEHSET UX BBITTOJTHEHUS
JIOKYMEHTOB; aJIeKBaTHO -OLICHKH PE3yJIbTaTOB
- IpaBUJIa COCTABIIEHUS U OpOpMIIEHUS CUTYallVH, BBITIOJTHEHUS 3a/ITaHUH Ha
YIPaBJICHUYECKUX TOKYMEHTOB U BEJICHUS - 3HaeT MPAKTUYECKHUX 3aHITHUSX,
JIEJI0BOM MEPENUCKH; HOPMATHBHBIE perieHue
- COCTaB JJOKYMEHTOB CIEIIUATbHBIX MPaBOBBIC AKTHI, SKOHOMHYECKHX 3a7a9
CUCTEM JOKYMEHTAIUU; NPUMEHSET 3HAHUS - OIICHKA BBIMIOJIHEHUS
- paBUJIa OpraHU3alui BCEX ITAINOB IIpU OTBETAX Ha CaMOCTOSITEIIbHOM
paboTHI ¢ JOKYMEHTaMH; TEOPETHUYECKUE paboTh! (MOArOTOBKA
- IpUJIOKeHUsI TporpaMMbl Windows, BOIIPOCHI, coobieHuit, pedeparon)
HCIIONB3YEMBIE JIJISl peasiu3aliuy 3a/1a4 BBITTOJTHCHUH IIpomexyTounas
HOY; MPAKTUYECKUX aTTecTanus
- COBpEMEHHbIC HH(OPMAITMOHHBIE 3aJaHnN IK3aMeH
texdonoruu JJOY
- MpaBWJIa U CPOKHU XPaHEHUS
JIOKYMEHTOB;
- (hopMBI IEPBUUHBIX OYXTaNTEPCKUX
JIOKYMEHTOB, COJIEpPKAIIUX 00s13aTeNbHbIE
PEKBU3HUTHI IEPBUIHOTO YIETHOTO
JIOKYMEHTA;
- IPOTIEAypa COCTABJICHHSI aKTa 10
pe3yiabTaTaM MHBEHTAPU3ALNH, IPOEKTOB
MIPUKA30B TI0 MPOBEJCHUIO KOHTPOJIBHBIX
MPOLIEAYD.




YMeHnus:

- OCYIIECTBIISATH OKUCK, aHAIU3 U
WCIIO0JIh30BAHNE HOPMATHBHO-TIPABOBBIX
JOKYMEHTOB B IPUMCHEHHH K 3a/1a4aM
HOVY;

- COCTaBJIATh U 0QOPMIIATH
YIIPaBJICHYECKYIO U MPO(eCcCHOHAITBHYIO
JOKYMEHTAIMIO B COOTBETCTBHUE C
HOpPMaTUBHOM 0a30ii;

- UCIIOJIb30BaTh YHH(DUIIMPOBAHHBIC
(bOpMBI JIOKYyMEHTOB;

- OCYILECTBIIATH JICJIOBYIO TIEPEIUCKY U
MOJIZICPYKUBATH SJICKTPOHHBIC
KOMMYHHUKAITHH,

- IPUMEHSTH CPEJICTBA MH(DOPMAITHOHHBIX
TEXHOJIOTUH JUIsl CO37[aHus U 0HOPMIICHHUS
JOKYMEHTOB;

- pa3bupaThCsi B CUCTEME BHYTPEHHETO
JOKYMEHTO00O0pOTa OpraHu3aIiH;

- OCYIIECTBJIATh XPAHCHUE U TTOUCK
JOKYMEHTOB,

- HCTIOJIH30BaTh COBPEMEHHOE
MPOrpaMMHOE 0OeCIIeYeHUE B
AJIEKTPOHHOM JIOKyMEHTO000pOTE;

- IPOBEPSITh HAJIMYUE B TIPOU3BOJILHBIX
MEPBUYHBIX OYXTAITEPCKUX TOKYMEHTAX
00513aTeNbHBIX PEKBU3UTOB;

- pa3OupaTbcsi B HOMEHKIIATYpE JIeIT;

- COCTaBJISITh aKThI M CIIPABKH 10
pe3ynbTaTaM BHYTPEHHETO KOHTPOJIS;

- (hopMHPOBATH MPOCKTHI IPUKA30B IO
MPOBEJICHNUIO0 BHYTPEHHETO KOHTPOJISL.

-yMeeT 0000111aTh,
aHAJIM3UPOBATh,
MPUHUMATD PEIICHUs
B KOJUIEKTUBHOMN
dbopMe opranuzanuu
yueOHOro Inpoiecca.
- CaMOCTOSITEJILHO U
TBOPYECKUI MOJXOIUT
K

BBITIOJIHEHUIO
CaMOCTOSITENIbHOM
paboTHL.

Texyuuii KOHTPOJIb
IIPU IPOBEICHUH:
-IACEMEHHOT0/YCTHOTO
OIpoca;

-TeCTHPOBAHUS;

OLIEHKA Pe3yJIbTaTOB
BBITTOJTHEHHSI

-OIICHKH Pe3yJIbTaTOB
BBITTOJIHEHUS 32/IaHUH Ha
MPAKTUYCCKHUX 3aHITHSX,
pelieHue
HKOHOMHYECKHUX 3aj]a4

- OIICHKA BBIIOJIHEHUS
CaMOCTOATEIILHON
paboThI (MMOATOTOBKA
cooOrmieHui, pedepaTon)
IIpomexkyTounas
aTTecTanus

9K3aMeH




