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1. IACIIOPT IPOT'PAMMbI YYEBHOM JJUCIIUILINHBI

1.1. MecTo AMCUUIIUHBI B CTPYKTYPe OCHOBHOI 00pa3oBaTe/ibHOI NPOrpaMMbl

VYuebnas aucuumuinHa OII.06 «JlokyMeHTalMOHHOE OOecleYeHne YIPABICHUS) SBISCTCA
00s3aTEIbHOM  YacThO0 OOMIENPOPECCHOHATBHOTO IUKIa NPUMEPHOW OCHOBHOM 00pa3oBaTeIbHOM
nporpamMmbl B cootBeTcTBUM ¢ @PI'OC CIIO no cnenuansHoctd 38.02.01 DxoHOMUKA U OyXraJTepCKHi
y4et (110 oTpacysim).

VYuebnas mucuumiuimHa OIIL.06 JlokymeHTanmmoHHOE oOecredYeHrne ynpaBieHHs 00ecreunBaeT
(dhopmupoBanre TPOPECCHOHATBHBIX M OOIIMX KOMITETEHIIUH 110 BceM Buaam aestensHoctu I'OC CITIO
no crneruainbHocTH 38.02.01. DxoHomMuka u Oyxranrepckuit ydeT (mo oTpacisim). Ocoboe 3HaueHue
TUCIUIUIMHA uMeeT npu GopmupoBanuu u pazsuruu OK 01, OK 02, OK 03, OK 04, OK 05, OK 09,
OK10, TIK 1.1.

1.2. Hear u njaanupyemblie pe3yabTarbl ocBoeHus aucuumuiuabl  OIIL.06 JJoxkymeHnTanuonHoe
olecreyeHne ynpaBjieHHs

Oomue komnerenuuu OK

Kon Conepxanne

OK 02 OcyliecTBIATh TIOMCK, aHalW3 W HMHTEPIpETanuio WHPOPMAIUK, HEOOXOIUMOHN s
BBITIOJTHEHUSI 337124 TPOPEeCCHOHAILHOMN JIESITENbHOCTH

OK 03 [InanupoBath W peann30BBIBATH COOCTBEHHOE NPOPECCHOHAIBHOE W JIMYHOCTHOE
pa3BUTHE

OK 05 OcCyIIecTBIATh yCTHYIO M TMHUCHPMEHHYI0O KOMMYHHUKAIIMIO Ha TOCYJZAapCTBEHHOM S3bIKE
Poccuiickoit ®Denmepariuun ¢ ydeToM OCOOEHHOCTEH CONHMAIBLHOTO M KyJBTYPHOTO
KOHTEKCTa

OK 09 Hcmonp30BaTh HHGOOPMAMOHHEIE TEXHOJIOTHH B IMTpodeccnoHaANbHON IeSITENEHOCTH

OK 10 ITonp30BaThCS MpodeccCHoHaTHLHOM JOKYMEHTAITUEH Ha TOCYIapPCTBEHHOM M MHOCTPAaHHOM
A3BIKAX

IIpodeccuonaibubie komnerenuuu IK
| IIK 1.1. | OO6pabaTpIBaTh MEPBUYHBIE OYXTaNTEePCKHE JOKYMEHTHI

JIN4YHOCTHBIE Pe3yJIbTATHI:

Kon XapaKkTepucTrka

JIP 4 [IposiBsirolmyii ¥ AEMOHCTPUPYIOLIMI yBa)XKEHUE K JIIOAIM TPYyJa, OCO3HAIOIIMNA LIEHHOCTh
cooctBeHHOTO Tpyna. Crpemsmuiicss k (OPMHUPOBAHUIO B CETEBOM Cpele JTUYHOCTHO U
podecCHOHANBHOI0 KOHCTPYKTUBHOTO «IIM(POBOTO CIear»

JIP 13 | Cobmomatormii B cBoeil Mpo()eCCHOHANBHON JESTeNhbHOCTH ASTHYECKHE IPUHIIHIIGL:
YECTHOCTH, HE3aBHCUMOCTH, NPO(ECCHOHATIBHOTO  CKENTHLM3MA, MPOTUBOACHCTBUS
KOPPYILHMH U 3KCTPEMHU3MY, 00Ia a0l CHCTEMHBIM MBIIIJICHHEM H YMEHHEM NPUHUMATh
peLIeHKE B YCIOBHUAX PUCKA U HEONPEIEeTICHH OCTH

JIP 14 | T'oTOBBIIl COOTBETCTBOBATH OXHAAHUSIM pabOTOAATENEH: TPOSKTHO-MBICTSAIINN, 3PPEKTUBHO
B3aMMOJICUCTBYIOIIMKA C WIEHaMHW KOMAaHIbl M COTPYOHHYAIOIIMH C JIPYTUMH JIIOABMU,

OCO3HaHHO  BBIIOJHAIOUIMKA  mpodeccuoHanbHblE  TpeOOBaHUS, OTBETCTBEHHBIH,
MyHKTYaJdbHbIM, IUCUMIUIMHUPOBAHHBIM, TPYHOMIOOWBBIM, KPUTUYECKH  MBICIISALINM,
HaleJIeHHBIN Ha JOCTHXKEHUE MOCTaBJICHHBIX Lenew; JEMOHCTPHUPYIOLIUH

podecCHOHANBHYIO KU3HECTOMKOCTD

B paMKax nmporpaMmmal yqe6H01>'1 JUCIUITIINHBI O6y‘{aIOH_II/IMI/IC}I OCBAUBAKOTCA CICAYIOIIUC YMCHHUA U
3HaHU.

Konx IIK, OK,| YMmenus 3HaHus
JIP




OK 02. OK 03
OK 05

OK 09

OK 10

K 1.1

K 2.7

JIP 4

JIP 13

JIP 14

OCYIIECTBIISTh TIOUCK, aHaJMN3 u
HUCIIOJIB30BaHUC HOPMAaTUBHOIIPABOBBIX
AOKYMCHTOB B IIPUMCHCHHH K 3ajJadyaM
JOY; COCTaBJIATh u 0pOpMIIATH
YIIPaBIIEHYECKYIO U MPO(HECCHOHATBHYIO
JOKYMEHTAIlMl0 B COOTBETCTBHE  C
HOPMAaTUBHOI 0a30ii;

WCIOJBb30BaTh YHU(PHUIMPOBAHHBIE (HOPMBI
JOKYMEHTOB;
OCYLLECTBIATH
MOJJIEP)KUBATH
KOMMYHHKAIIUH MMPUMCHAITH cpeacrtBa
MH(OPMALMOHHBIX TEXHOJIOT U e
co3manusg W oQopmIIeHUS JTOKYMEHTOB;
pa3bupatbcsi B CHUCTEME BHYTPEHHETO
JOKYMEHTOO00POTa OpraHU3AIINH;
OCYIIECTBIIATh ~ XpaHEHHE W
JOKYMEHTOB;

WCTIONH30BaTh COBPEMEHHOE IPOTPAMMHOE
obecrnieueHue B AIIEKTPOHHOM
JTOKYMEHTOO0O0POTE; TMPOBEPSTh HAJTHIUE B
MIPOU3BOJIBHBIX MEPBUYHBIX OyXTralTepPCKUX
JTOKYMEHTaxX 00s3aTeNbHBIX PEKBH3HUTOB;
pa3OupaTbcsi B HOMEHKIIATYpe e,
COCTAaBIATh  aKThl W CIIPaBKH
pe3ynpTaTaM BHYTPEHHETO

KOHTPOJIS;

¢dopMHpOBaTE  HPOEKTHl  IPUKA30B
MIPOBEJICHUIO BHYTPEHHETO KOHTPOJIS

IEIOBYI0 IEpPENUCKYy U

AIIEKTPOHHbIE

IIOHUCK

10

110

COACPKAHUE aKTyalbHOUN
HOPMAaTUBHO-IIPABOBOU
JOKyMEHTAIUH;

OCHOBHBIE  TOHATUSA
JIOKYMEHTAllMOHHOTO 00ecredeHus
yIpaBJICHUS;

KJIacCUPUKAIUA YIIPaBJIEHUECKUX
JIOKYMEHTOB; IpaBWJia COCTABIIEHUS U
opopMIIEHHUS YIIPaBJIEHYECKUX
JIOKYMEHTOB U

BEJICHUS JEJOBOM MEPENUCKHU; COCTaB
JOKYMEHTOB  CIIEUANIbHBIX CHUCTEM
JOKYMEHTAIUH;

IpaBWjia OpraHu3alMi BCEX ATAINoB
paboThl ¢ TOKYMEHTaMU; MPUIIOKEHUS
nporpamMbl Windows, KCIOb3yeMblie
JU1s peanuzanuu 3aga4d JJOVY;
COBPEMEHHbIE HHPOPMAIIHOHHBIE
texHosioruu JIOY mpaBuna u Cpoku
XpaHEHUs JOKYMEHTOB;

GOopMBbI TEPBUYHBIX OYXTalTEPCKUX
JIOKYMEHTOB, COJIeprKaIInX
o0s13aTeNbHbIe PEKBHU3UTHI
IIEPBUYHOTO YYETHOTO JOKYMEHTA4;
IpoLeaypa COCTaBICHUS aKTa II0
pe3yapTaTaM HHBEHTapH3alllH,
IIPOEKTOB IPHUKA30B II0 IPOBEICHUIO
KOHTPOJIBHBIX ITPOLIELYD

1.4

KoJsmyecTBO 4acoB Ha 0CBOeHHE Padoyeil MPOrpaMMbl Y4eOHOH TUCUMIIJIMHBI:

MaKCUMAaJIbHOW y4eOHOW HArpy3Kd CTyACHTa 32 4acoB, B TOM YHUCIIE:

00s13aTeILHOM ayJUTOPHON yU4eOHOM HArpy3Ku 00yJaronierocs - 32 4acoB, B TOM YHCIIC
JIEKLIMOHHBIX 3aHATHH — 22 4acoB;
npakTuueckux 3ansaTuil — 10 gaca;
MIPOMEKYTOYHAS aTTeCTalus — TUPPEPESHIIMPOBAHHBIN 3aUET.

2. CTPYKTYPA U COJAEPKAHUE YUYEBHOHN JUCHUITIINHBI
2.1. O0beM y4eOHOl JUCHUIIIMHBI U BUIbI Y4eOHOH padoThl

Bup yueOHo# padoThl O0bem yacoB
O0bem o0pa3oBaTeIbHOI NPOrpaMMbl Y4eOHOM JMCIUIIIHHbI 32

B TOM YHCJIE:

TEOPETUUYECKOe O0yUeHHE 22
IPAKTUYECKHUE 3aHATH 8
CamocrositenbHas paborta -
IIpomexyTounas atrecTanus (Aud¢epeHIHPOBAHHBII 3a4eT) 2




2.2. TemaTnueckuii miad u coaep:xxkanue yueoHoi mucunmiauabl OIIL.06 JOKYMEHTAIMOHHOE OBECIIEYEHUE YIIPABJIEHUSA

HaumenoBanme Conep:xxanue yueOHOro MaTepuaJa, JJadoparopubie padoThl U NPAKTHYECKHE Kon
pa3aesioB M TeM 3aHSATHS, CAMOCTOSITe/IbHASA padoTa o0yuawuuxcs, KypcoBasi padbora (poeKT) O0bem | YpoBeHb | KOMIETeH
(ecnu npedycmompenvt) yacoB | ocBoeHus | mnuii OK,
1K, JIP
1 2 3 4
BBenenue Jlekiusa 1. Beenenue OK 02.,
1. «JloxymeHTamnmoHHoe obecnieuenue ynpasieHus» (JJOY) kak yuebnas OK 03.,
TUCIMILTAHA. OK 10
2. Hcropus BozHUKHOBEeHHS U pa3BuTHs Llenb n 3amaun «/{oxkyMeHTanmoOHHOTO 2 1 ’
oOecrieueHHs YIIPaBICHUS» KaK JTACITUTIINHBL. JIP 4, JIP
3. Ca3b «/10Y» ¢ apyrumu y4eOHBIMH JUCIUTUTMHAME U 00JIACTSIMH 3HAHUH. 14
4. Ee ponb B 1 MECTO B IOJATOTOBKE CIEIUAINCTA MO COIMAIBLHOM padoTe.
Paspnen 1. JlokyMeHTHPOBaHUE 1eATEIbHOCTH MPEINPUATHS 18
Tema 1.1 IousiTue o Copepxanue yueOHOro Marepuaia 4 OK 02.,
A0y Jlekius 2. Ilonsitue o JIOY OK 03.,
1. Tlonsatus «10Y», «gemonpousBoactBo». OcHoBHEIE 1enn u 3aaaun JIOY u OK 10,
JIeIONIPOU3BOCTBA.
2. 3nauenue JIOY u nenonpou3BOACTBA B ACATEILHOCTH CIICIIHAINCTA TI0 JIP 4, JIP
coLlMaNbHOM paboTe. 5 14
3. TloHATUA: «IOKYMEHTUPOBAHHEY, «IOKYMEHT», «PEKBU3UT, «OIaHK, 2
«hopmyisipy.
4. Hopwmsl u mpaBuiia opopmiieHus J0KyMeHTOB. COCTaB peKBU3UTOB IOKYMEHTOB.
5. bnank nokymeHra.
6. IlpaBuna oopmiieHus: peKBU3UTOB JOKYMEHTOB.
IIpakTHyeckasi padora 1. 2
Odopmienue 10HKHOCTHOM MHCTPYKIIMU OyXranrepa
Tema 1.2 Cucrempl Copepxanue yueOHOTro MaTepuala 14
AOKYMEHTALMHU 1 Jlexnus 3. Oprann3allnOHHO-NIPABOBas JOKYMEHTAIIUS OK 05.,
1. Cucrema opraHu3aIMOHHO-TIPABOBOM TOKYMEHTAIUH. 5 OK 09.,
2. Ha3nauenue W cocTaB OpraHMU3aIMOHHO-TIPABOBOW JOKYMEHTAIMH (yCTaB 2
OpraHW3aIliy, TMOJOXEHHs, IITaTHOE  paclucaHue, JOJDKHOCTHBIC OK 10.
WHCTPYKIIHH).




Jlexuus 4. PacniopsiautesibHasi JOKyMEHTAIUs

1. Cucrema pacniopsiiuTeNbHON JOKYMEHTALIUU.

2. Ha3zmauenme u coctaB (yka3, NpuUKa3, pacIOpsOKCHUE, ITOCTAaHOBIICHHE,
MOJIOKEHUE, MHCTPYKIIUS ).

3. HopmaTuBHBIN XapakTep pacoOpsSIUTEIbHBIX JOKYMEHTOB.

Jlekmus 5. CripaBoYHO-MH()OPMAIIMOHHAS JIOKYMCHTAIIHSI

Cucrema cripaBOYHO-UH(DOpPMAITMOHHOW AOKyMeHTanuu. HazHauenue u cocras
CIIPaBOYHO-MH(POPMAITMOHHON JTOKyMEHTAIlMU (MPOTOKOJ, aKT, JOKJIaJHas
3amucKa, MpeJIoKEHue, CIy>keOHas 3aIucKa, OObsICHUTEIbHAS).

Jlexius 6. CnyxxeOHast nepenucka

1. OG6mas xapakTepucTHUKa CITy>KEOHO! MepenucKu.

2. Pa3HOBWIHOCTH CIY)KEOHBIX THCEM (COMPOBOIUTEIHHOE MUCHMO, IMHCHMO-
mpoch0a, MM CHMO-3a1poc, MMCHbMO-OTBET, MHMCHbMO-COOOIIEHHE,
MH(OPMalMOHHOE TUCHMO, TUCHMO-TIPUTJIAIIEHHE U T.]1.).

Jlekiusa 7. JIOKyMEHTBHI, IlepelaBacMbI€ 110 KaHajlaM CBSI3U
JloKkyMeHTBI, Iiepe/laBaeMble 110 KaHaJlaM CBSI3H (TeJlerpaMMa, TeJleKe,
(hakcorpamma, TenedoHorpamma).

IIpakTHYeckoe 3aHATHE 2.
«[TpaBuna ohopmIiIeHUs! M COCTABJICHUSI OCHOBHBIX BUJIOB IOKYMEHTAIIUNY

IIpakTHyeckoe 3aHsATHE 3.
«[TpaBuna ohopmMIIeHHUS 1 COCTABIICHNS OCHOBHBIX BUJIOB JIOKYMCHTAIIUN))

Pasznesn 2. TexHoJ1I0rMHM JOKYMEHTAMOHHOTO 00eceYeH sl YIIPaBJIEeHHS

10

MK 2.7.
4P 4,
JIP 14

Tema 2.1. Opranuszauus
AOKYMEHT0000poTA.
XpaHeHHe JOKYMEHTOB

Copepxanue yueOHOro Marepuaia

Jleknusa 8. JJokyMeHTO000pOT

1.

2.

[TonsiTHe «10KyMeHTO000pOTY». Buibl TexHom0THil NenonpousBoacTa. [lonstue
Y IIPUHIIUIIBI OPraHU3aluu JOKYMEHTO000pOTa.

OcobenHoctu 06pabOTKU BXOIAIINX JOKYMEHTOB, UCXOSIIUX U BHYTPEHHUX
JOKYMEHTOB.

Cucrema xpanenus uanopmanuu. [IpaBuna cocraBiaeHs HOMEHKIATYPHI JIE.
Odopmnenue nen. BHyTpeHHSS OMUCH, aKT O BBIJCIEHUU JOKYMEHTOB K
YHUUYTOKEHUIO U CHATHIO C y4eTa.

JlononHuTEIbHAS OATOTOBKA JIEN ISl JJIUTENbHOTO XpaHeHus. Hymepanus,
BEpUTEINIbHAS 3alUCh, O0I0XKKA AeTa.

ObecrieyeHre COXpaHHOCTH JOKYMEHTOB. [IpoBepka HaIM4Yus U COCTOSIHUS

OK 02.,
OK 03,,
OK 09.
JIP 14

7




JIOKYMEHTOB.
6. ApxuBHBIC ClIpaBKH U Komuu. OT[eHKa 3HAYMMOCTH M CPOKOB XpaHEHUS
JIOKYMEHTOB

IIpakTnueckas padora 4.

2
OdopmiieHue nmuceM 1o (PUHAHCOBBIM BOIIPOCAM
Tema 2.2 Opranmsanus | Conep)kanue yaeOHOro Marepuasia 2
padoThI ¢ Jlexnust 9. Opranusaiiys padoThl ¢ KOH(GUIEHIINATHHBIMU JIOKYMEHTAMU OK 02.,
KOHpuAeHIUAILHBIMH | 1. TloHSATHS: «1IIEHHOCTH U 0€301aCHOCTh HHMOPMAITUNY, «KOH(DUIEHIIUATEHOCTDY, OK 04.,
AOKYMEHTaMHU «yrpo3a KOHQUACHINATLHOCTUY, «3allluTa HHHOPMALTUN. OK 05.,
2. be3omacHOCTh IIEHHBIX HHPOPMAIIMOHHBIX PECYPCOB.
3. llennas uapop™MaHs 1 KO%{HH@HHHaHBHbfe ﬂ}(;I;(YMeHTBI. 5 85 ?g’
4. PernamenTanus cocTaBa KOH(PHICHIIMAIBHBIX CBEJCHUHN U JOKyMeHTOB. [lopsaok K 2.7.
paboThl ¢ KOH(UIEHITUATEHBIMHU JJOKYMEHTAMH M MaTeprajaMHu. JIP 14
5. Odopmrnenue, 06paboTka 1 XpaHeHHEe KOHPUICHITMATBHBIX MaTEPUATIOB.
Koudunenmnuansnas uadopmanus 1 cBeieHUs B ACITEIbHOCTH CHEIHAINCTA 110
COITMAILHOM paboTe.
Tema 2.2. Copepxanue yueOHOro Marepuaia 2
JdoxkymeHTHpOBaHME Jlekums 10. JIOKyMEHTHUPOBAHUE OTHOLICHUN C IEPCOHAIOM OK
OTHOIIIEHHH C 1. TloHsTHE M CTPYKTypa NMEPCOHANTBHBIX JTAHHBIX. 02.,0K
MEePCOHAIOM 2. IlpaBa paboTHuKa. 03.,
3. OcHOBHbIE BHUJIbl KaJAPOBOW JOKYMEHTALUW: HOpPMAaTHBHAs; OpPraHU3allMOHHO- OK 05.,
MIpaBoOBasi; MepCOHANIbHAS; JOTOBOPHAS; [IJIAHOBAS, PACHIOPSAAUTENbHAS; OTYETHAS. 9 OK 09.,
4. Tlopsanok ot6opa nepconaina. JlokyMeHTHpOBaHUE IpueMa Ha padoTy. OK 10.,
5. JlokyMeHTbI, He0OX0AMMBIE JUIsl TpuemMa Ha paboTy M YBOJIBbHEHHS C paOOTHI. MK 1.1.
IIpakTuyeckas padora 6.
1. Odopmienue akta «O cICAaHUU UMYIIECTBAY.
2. OdopmieHre JOKYMEHTOB 110 JUYHOMY COCTaBY
Pa3nea 3. Texunueckne cpeacrsa 0puCHOM AesAITEIbHOCTH 2
Tema 3.1. Texuuueckne \ CopepxaHue yueOHOTro MaTeprala 2 OK 04.,




cpeacrsa, Jlexuus 11. Texuuueckue cpeacTBa, UCMOJIb3yEMbIE B IEJIOPOU3BOJICTBE OK 05.,
UCHOJb3yeMble B 1. TloHATHE «OPTTEXHUKA. OK 09.,
JeJI0NPOU3BO/ICTBE 2. KommbroTepHble CpecTBa OATOTOBKU JJOKYMEHTOB.
3. OcHOBHBIE BUJIbI OPTaHU3AIMOHHON TEXHUKH. 2 OK 10.
4. W3rotojeHne, KONMPOBAHUE U THPAKUPOBAHUE JTOKYMEHTOB. JIP 13, JIP
5. Cpencra 06pabOTKH JOKYMEHTOB. 14
6. IlpaBuna 6e3omacHO pabOTHI C OPTTEXHUKOM.
JAudpepeHupoBaHHbIN 3a4eT 2
Bcero: 32

J1s XapaKTepUCTUKU YPOBHSI OCBOCHHsI y4eOHOI0 MaTepualla UCIOJIb3YIOTCA CIEAYONIe 0003HaYeHUs:

1. — 03HaKOMUTENBHBIH (y3HaBaHUE paHee U3yYEHHBIX 00OBEKTOB, CBOMCTB);

2. — peTpOAYKTUBHBIN (BBITIOTHEHUE IEATEILHOCTH 110 00pa3Ily, HHCTPYKIIMH WIJIH TTOJT PYKOBOJICTBOM)

3. — IPOAYKTHBHBIH (TUTAHUPOBAHKUE U CAMOCTOSITEITHHOE BBHITIOJTHEHUE IEITEITLHOCTH, PElICHHE POOIEMHBIX 3a/1a4)




3. YCJIOBUS PEAJIMBAIIAN YYEFHOU JUCHUILIAHBI

3.1. TpeOboBaHus K MaTepHAJILHO-TEXHUYECKOMY 00ecneYyeHHI0
Peanuzanus yaeOHON AMCHUIIMHBI TPeOyeT HaM4UUs y4eOHOro KaOHHeTa.
Ob6opynoBanue yueOHOTO KaOMHETA:

I10Ca/I0YHbIE MECTA CTYJICHTOB,

paboyee MecTO IpernoaaBaTes

3.2. UudopmanuonHoe odecneyenne 00yueHus

Ilepeuens pexkoMeHAyeMbIX Y4eOHBIX H3AaHUil, HHTepHeT-pecypcoB, I0MOJTHHUTEILHOM
JINTEPaTypsbl

OCHOBHBIE HCTOYHHUKH:

Xavarpsa . A. Opranuszaius U TEXHOJOTUS pabOThl ¢ KOH(MOUICHINATLHBIMA JTOKYMEHTAMH :
yuebHuk 1t CI1O / Xauarpsn ['.A., Ky3nenosa 1.B.. — Capatos, Mocksa : [Ipodobpa3zoBanue, Aii [1Iu
Ap Memua, 2020. — 283 ¢. — ISBN 978-5-4488-0742-8, 978-5-4497-0783-3. — TekcT : dJIEKTPOHHBIH //
IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/97087.html. — Pexum mocryma: mis
aBTOpU3Mp. moJsik3oBareneit. - DOI: https://doi.org/10.23682/97087

Ky3nenora, 1. B. JlokymeHTanmmonHoe oOecrieueHre ympaBieHHS [DIEeKTpOHHBIA pecypc] :
yaeoHoe mocobue mus CITO / U. B. Ky3nernora, I'. A. XauarpsH. — 2-e u3a. — DIJIEKTPOH. TEKCTOBBIE
nanaele. — CapatoB : [IpodoOpaszoBanue, At [Tu Op Memma, 2019. — 166 ¢. — 978-5-4486-0404-1,
978-5-4488-0216-4. — Pexxum poctyma: http://www.iprbookshop.ru/80326.html
JdonmosiHuTeILHAS JIUTEPATYpA:

1. Koncturymus Poccuiickoit deneparuy ¢ "3BSMEHECHHSIMU.

2. T'paxnanckuit konaeke Poccutickoit @enepanuu (4acTh mepBas) ¢ U3SMEHCHHUSIMHU.

3. Tpynosoii koaekc Poccuiickoit deneparuy ¢ "3BMEHEHUSIMU

4. ®enepanbubiii 3akoH oT 02.07.2006 No 149-®3 (pen. ot 23.04.2018) «O6 wunHbOpMaImu,
nH(pOpMAaTH3AIUH U 3aITUTe HHPOPMAITHI.

5. ®enepanpubrii 3akoH oT 06.12.2011 N 402-D3 (pex. ot 26.07.2019) «O Oyxrantepckom ydere»

6. TOCT P 7.0.97-2016 "Cucrema ctangapToB 1o uHGOpMAIH, ONOIMOTEIHOMY M U31aTEIIbCKOMY
nery. OPJI. TpeboBanus K 0(popMICHHIO TOKYMEHTOB" .

7. TOCT P.7.08-2013 «CUBW/I. [enonpon3BoACTBO ¥ apXUBHOE AeJI0. TepMUHBI U OTIPEICIICHUS.

8. IlpumepHas MHCTPYKLHMS IO AETONPOU3BOACTBY B TOCYIapCTBEHHBIX OpraHu3anusx (yTBepikaeHa
npuka3zom Pocapxusa ot 11.04.2018 Ned4).

9. CnpaBouno-tipaBoBas cuctemMa «Koncynprant Ilmroc» [Dnekrponnsiii  pecypc]. URL:
http://www.consultant.ru

10. CripaBouHo-TipaBoBas cucteMa «l apant» [nexktponHsiii pecypc]. URL: http://www.garant.ru

11. Teno-Bexn: Bce 0 aenomnpousBoacTBe [DnekTponublii pecypc]. URL: http://delo-ved.ru

12. Ky3nenoBa, 1. B. JlokymeHTannoHHoe obecnieueHue ynpasieHus : yuebHoe nocoodue s CIIO /
N. B. Kysnenona, I'. A. Xavarpsu. — 2-e uzn. — CaparoB : [Ipodobpazosanue, At [lu Dp Menua,
2019. — 166 c. — ISBN 978-5-4486-0404-1, 978-5-4488-0216-4. — TekcT : DJIEKTPOHHBIN //
DneKTpOoHHBIH pecype unudpoBoii obpazoBatenbHoil cpeast CITO

13. PROFo6pa3zosanue : [caiit]. — URL: https://profspo.ru/books/80326.html
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4. KOHTPOJIb 1 OLIEHKA PE3YJIbTATOB
OCBOEHHSA YUYEBHOM JUCIIUILIVHBI

KonTpoib u oOmeHka pe3ylnbTaTOB OCBOCHHS Yy4YeOHOW JMCIUIUIMHBI OCYIIECTBIISIETCS
[IpernojaBaTelieM B IpPOLEcCe MPOBEACHUSA MPAKTUUYECKUX 3aHITHUM M J1abopaTOpHBIX pPadoT,
TECTUPOBAaHUS, a TAaKKE BBIIOJHEHUS OO0YyYaloIUMUCA WHAUBUAYAJIbHBIX 3aJaHUil, IPOEKTOB,

HUCCJIEJOBAHUM.

Pesynbrathl 00yyeHus

Kputepnu ounenku

MeTtoabI OlIEHKH

Ilepeyennb 3HaHUIl, OCBaHBaeMbIX B
paMKax AU CUUIJIMHBI:

COJIEP)KAHUE  aKTYaJIbHOU
HOPMATUBHO-IIPABOBOU
MOKYMEHTaIINH;
OCHOBHBIC TIOHSITHSI
TOKYMEHTAIIMOHHOTO O0ECTIEYEHHUS
YIpaBJICHUS; KJIaCCHU(BHUKAIUS
[YIIpaBJIeHUYECKUX TOKYMEHTOB;
MpaBujIa COCTABICHUS U OQOPMIICHUS
yIIpaBJIEHYECKUX JOKYMEHTOB U
BEICHUS [1€/1I0BOM MEPENHUCKH;

COCTaB JOKYMEHTOB CIICIIUMAJIbHBIX
CHUCTCM

NOKyMEHTALlUU;
[IpaBUjIa OPTaHU3ALNHU BCEX ITAIIOB
[paboTHI C TOKyMEHTaMHU;
MPUJIOKEHUST  TporpaMMbl Windows,
UCIOJIb3YEeMBbIe IS
peanmm3anuu 3amad JJOY;
COBpEMEHHbIC NH(OPMALMOHHBIE
rexHoioruu JJOY nonsTHE
MEepPBUYHON OyXTanTepcKoi
MOKyMEHTaLUH; (OPMBI IEPBUYHBIX
OyXIaJaTepcKUX IOKYMEHTOB,
CoJlepKaInX 00I3aTebHbIC
[PEKBU3UTHI IEPBUYHOTO yYETHOTO
NOKYMEHTA;
MpaBuja ¥ CPOKU XpaHEHUs
MEepPBUYHON OyXraiaTepcKoin
NOKyMEHTAaLlMH; IpoLenypa
COCTaBJICHUS aKTa MO PE3yJIbTaTaM
WHBEHTapU3aLIH,

Tecruposanue.

«5» - 85-100% BepHBIX OTBETOB
«4» - 70-84% BepHBIX OTBETOB
«3» - 51-69% BepHBIX OTBETOB

«2» - 50% u MeHee

Omnpoc.

OrieHka «5» - KOTIMYHO» CTABUTCS, SCIIN
00YJarOIHIACS TIONHO MU3JIaraeT MaTepuat
(oTBeyaer Ha BOMpPOC), AaeT MPABHIbHOE
OIpesieNIeHn e OCHOBHBIX MOHSTHIA;
O0OHapyXMBaeT MOHNMaHHE MaTeprana.

OrneHka «4» - «XOPOII0» CTABUTCS, €CITH

00 yJarOIIHIACS TaeT OTBET,
[VZIOBJICTBOPSIFOLIMI TEM e TPEOOBAHHSIM,
YTO U ISl OIICHKU «OTIIMYHO», HO JIOMyCKaeT
1-2 ommOKwH.

Orienka «3» -

«(YZLOBJIETBOPUTEIIBLHO» CTABUTCS, €CIIU
oO0yJarommiics 0OHApY)KHBAeT 3HAHUE
ITOHMMAHHE OCHOBHBIX MTOJIOKEHUI TaHHON
[TeMBbI, HO U3JIaraeT MaTepua HeloJHO U
HEIOCIIEN0BATEIbHO, JOIYCKAaeT HETOUHOCTH
1 OIIMOKH B ONIpENeNIeHUY OHATHN HITH
(hopMyTHpOBKE MTPaBHIL

Onenka «2» -

«HEYJOBJIETBOPUTEIBHOY CTABUTCSI, €CIIH
oOyuaromuiics 00Hapy)KHBaeT HE3HAHUE
OOJIBIIIEH YaCTH COOTBETCTBYIOIIETO
BOIIPOCA, AOIYCKAeT OLIMOKH B
(hopMyITUpPOBKE ONpEneIeHUi 1 IpaBull,
MCKa)KaIOIINE UX CMBICIH, OECIIOpSAA0YHO

M3J1arac€Tt MmaTepuall.

TectupoBanue.

'Y CTHBII orpoc.
[TuceMeHHBIN ompoc.
TuddepenupoBaHHbIH

3a4CT.
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JAuddepenunpoBannblii 3a4eT
OneHka «5» - «OTIMYHO» BBICTABIISIECTCS
o0ydJaroeMycsi, eciu JeMOHCTPUPYETCs
BCECTOPOHHEE, CHCTEMAaTUUECKOE U
rry0oKOe 3HaHUE y4eOHOro MPOrPaMMHOTO
Marcpuajia, CaMOCTOATCIIbHO BbIITOJIHCHBI
BCE MPEIYCMOTPEHHBIE TPOTrPaMMOi
3aJjaHusl, aKTUBHO paboTaBIIeMy Ha
IMPAKTUYCCKUX 3aHATHUAX, ITOKA3aBIICMY
CUCTEMATUYECKHI XapaKTep 3HAHUH, a
TaKXe CIIOCOOHOCTh K HX
CaMOCTOSITEIIEHOMY IMOIOTHEHHIO.
Ornenka «4» - «XOpOII0» BBHICTABIISETCS
00ydJaroIeMycsi, ecli JeMOHCTPUPYIOTCS
JOCTaTOYHO MOJTHOE 3HAHHE YIeOHO-
POrpaMMHOTO MaTepHala,
CaAMOCTOATEIBbHO BBIIIOJIHEHEBI BCE
MpEaAyCMOTPCHHBIC HpOI‘paMMOﬁ 3a1aHHus,
OJHAaKO OOIMYIIECHbI HETOYHOCTHU IIPU UX
BBITIOJTHCHWH,
Onenka «3» -
«YIlOBJIETBOPUTEIIHHOY BBICTaBIIAETCS
00y4JaroLeMycsl, eciau JeMOHCTPUPYIOTCS
po0esibl B 3HAHUSX OCHOBHOTO
y4eOHOIIPOrpaMMHOI'0 MaTepuana,
CaMOCTOSITEJIbHO BBIIIOJIHEHbI OCHOBHBIE
IIPEAYCMOTPEHHbIE IPOrpaMMOi 3aaHus,
OJJHAKO JIOIyIEHbI OIINOKK IPU UX
BBINOJIHEHUH.
Orneara«2» -
«HEYIOBJIETBOPUTENBHO) BBICTABIIACTCS
00yJaroneMycs, eciim 0OHAPYKUBAIOTCS
[poOebl B 3HAHUSX WIIN OTCYTCTBUE 3HAHUN
10 3HAYUTEIBHOM YaCTH OCHOBHOTO
[yaeOHOro MaTepuaa, He BBIIIOJHUBILEMY
CaMOCTOSITEIIBHO MIPEAYCMOTPEHHBIE
MIPOrpaMMON 3aJaHusl, JOIYCTUBLIEMY
[IPUHLUIHATBHBIE OIINOKH B BBITOJTHEHUH
IPEAYCMOTPEHHBIX MPOrpaMMOM 3aJaHui
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[lepevyenb yMeHUii, OCBauBaeMbIX B
paMKax AU CHUILIHHBI:
OCYLIECTBIIATH TIOMCK, aHAIU3 U
HCTIOJIb30BaHHE
HOPMAaTHBHOIIPABOBLIX TOKYMCHTOB B
MpUMeHeHnH K 3a1a4dam JJOVY;
COCTaBIISITh U OQOPMIISITH
YIIPaBJICHYECKYIO U
npodecCHOHANTBHYIO
JOKYMEHTAIIMIO B COOTBETCTBHE C
HOPMAaTHUBHOH 0a30ii;

WCIOJIb30BaTh YHU(UIIMPOBAHHEIE
(hOpMBI TIOKYMEHTOB; OCYILECTBIISATH
JIETIOBYIO MEPEIUCKY
MMOAACPIKUBATD 3JICKTPOHHBIC
KOMMYHUKAIUK,; IPUMCHATH
cpencTBa HH(PpOPMAITMOHHBIX
TEXHOJIOTUH JUISL CO3JaHus U

o opMIICHHS TOKYMEHTOB;
pa3dupaThCs B CUCTEME BHYTPEHHETO
JOKyMEHTO00O0POTa OpTaHU3aIHH;
OCYIIIECTBIIATh XpaHEHHUE U TIOUCK
JOKYMEHTOB;

pa3ompaThCs B HOMEHKIIATYpE JIEIT;
WCIIOTIB30BaTh COBPEMEHHOE
MIpOrpaMMHOE 0OECTIEYeHNE B
3IEKTPOHHOM JJOKYMEHTO000pOTE;
MIPOBEPATH HAJIMYKE B
MTPOU3BOJIBHBIX MTEPBUIHBIX
OyXranTepcKux JOKYMEHTax
00s13aTeNbHBIX PEKBU3UTOB;
COCTaBJIATH aKTHI M CITPABKH 10
pe3yabTaTaM BHYTPEHHETO
KOHTPOJIS;

(hopMHPOBaTH MPOEKTHI TPUKA30B U
pacropsKEHUH MO MPOBEACHUIO
BHYTPEHHETO KOHTPOJIS;

OueHka pe3yJbTaTOB BHINOJHEHHUS
NPaKTHYeCKOii padoThI

OneHka «5» - «OTIMYHO» BBICTABIISIETCS,
€CIT 00yUaIOMMUICs JEeMOHCTPUPYET
rIyOOKHEe 3HAHHUS TEOPETUIECKOTO U
NPaKTUYECKOr0 MaTepualia 1mo TemMe
MPaKTUIECKON paboThI, MOKa3bIBACT
YCBOEHHUE OCHOBHBIX MOHSTHIH,
UCIOJIb3yEMBIX B paboTe, 0€30MUO04YHO U B
MIOJTHOM 00bEeMeE BBITIONHSET 3a/IaHUeE.
Orenka «4» - «xopormro» O0y4Jaromuics
JEMOHCTPUPYET 3HAHUS yueOHOTr O
MaTepuaia rmo TeMe MPaKTHYeCKOi padoTsl,
JO0MIyCKasA HE3HAYUTCIIbHBIC HETOYHOCTHU
ITPU BBIMTOJITHEHUH 3aIaHU IIPU IIPAaBUJIBHOM
BBIOOpE AITOPUTMA PEIIeHNS 3a1aHusl.
Onenka «3» -

«YIIOBIIETBOPUTENFHO» BBICTABIISIETCS, €CITH
00y4JaroIIHiics B IIEJIOM OCBOMII MaTepral
MIPAKTHYECKON PabOThI, TOMyCKAET OMMOKH
NIPY BBIIOJTHEHUH 3a]]aHus1, BBIOOD
aJrOpUTMa BBITIOTHEHUS 3aJaHHs
BO3MOYKEH TPY HABOSIIIUX BOIIPOCAX
MIPETNOIaBaTENs.

Ornenka «2» -

«HEYIOBJIETBOPUTEIIbHOY BBICTABIISETCA
00y4aromeMycsi, eClii OH HMEeT
CYII[ECTBEHHBIE TTPOOEITBI B 3HAHUSX
OCHOBHOT'O y4eOHOT0 Marepuana
MIPAKTUIECKON PabOoThI, TOITyCKAeT OINOKHI
IIPH BHIIOJTHEHUH 3aJJaHHS, HEPABUIHHO
BBEIOMPACT aITOPUTM JICHCTBHUH.

DKCrnepTHOE
HaOJI0ICHNE 32 XOJ0M
BBITTOJTHEHHU S
MIPaKTHUYECKOU

padoThI
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