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1. OBIIIASI XAPAKTEPUCTUKA MIPUMEPHOM PABOYEM ITPOT' PAMMBI
YYEBHOU JUCIATLIAHBI
OI1.06 JIOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHUSA

1.1. MecTo tcuMIVIMHBI B CTPYKTYPe OCHOBHOM 00pa30BaTe/IbHOM NPOrPaMMBbI:
VYuebnas aucuurumna OI1.06 «/lokyMeHTanmoHHOEe obecrieueHre yIpaBIeHUs» SBISETCS

00s13aTeIbHOM YacThI0 00IIenpodeCcCHOHATFHOTO IIUKJIa TPUMEPHONW OCHOBHON 00pa30BaTEIbHOM
nporpammsbl B cooTBeTcTBUM ¢ PI'OC 10 crienmanbrocTr 38.02.01 DKOHOMEKA U OYXTaNTEPCKUMA
ydeT (110 OTpacisim).

Ocob6oe 3HaueHue qucnuIuinaa umeeT pu popmupoanuu u pazsutun OK 02, OK 03, OK
05, OK 09, OK 10.

1.2. llesap 1 niIaHUpyeMble pe3yJbTaThbl 0CBOCHHUS M CIMIIJIMHBI:
B pamkax mporpammbl y4eOHON IUCIUIUTUHBI OOYYaIOUIMMUCS OCBAMBAIOTCS YMEHUS

Y 3HaHUs
Kon YmMenus 3HaHuA
1K, OK, JIP
OK 02. OCYUIECTBJISATh MMOUCK, aHATIU3 U coJiepKaHue aKTyaJIbHOMN
OK 03 HCI0JIb30BAaHNE HOPMATUBHO- HOPMaTHBHO-TIPABOBOH
OK 05 IPABOBBIX JIOKYMEHTOB B AOKYMCHTAIINH,
OK 09 npuMeHeHuu k 3agadam JJ0OY; OCHOBHBIC TIOHATHA
JOKYMEHTAIlMOHHOTO  00ecrevyeHus
OK 10 COCTaBJISITH M OPOPMIIATH T ——
IK 1.1 YUPABJICHYCCKYIO 1 KinaccupuKalys  YIpaBIEHUYECKHX
[IK 2.7 po¢eCCHOHATHHYIO JIOKYMEHTOB;
JIP 2 JOKYMEHTAIMIO B COOTBETCTBUE C MpaBHJIa COCTABJICHUS U OPOPMIICHUS
JIP 3 HOPMATHBHOI1 6Ga30ii; VIOpPaBIEHYECKUX  JOKYMEHTOB W
JIP 13 UCIOJIb30BATh YHU(DHUIIMPOBAHHBIE BECHU IETIOBON IICPCIHCKH,
P 14 (bOPMBI JIOKYMCHTOB: COCTaB JOKYMEHTOB CIIEUaTbHbBIX

OCYIIECTBJIIATH JEJIOBYIO IIEPENUCKY U
noAACPKHUBATDH DJICKTPOHHBIC
KOMMYHHKaIIUH;

IIPUMEHATH CPENCTBA
WHGOPMAIIMOHHBIX TEXHOJIOTHHA JJIs
co3aaHus 1 0hOpMIICHUS
JTOKYMEHTOB;

pazOupaThcs B CHCTEME
BHYTPEHHETO JIOKyMEHT0000poTa
OpraHH3aIiiy;

OCYHICCTBJIATH XPAHCHUC U ITOUCK
JTOKYMEHTOB;

UCTIOJIh30BaTh COBPEMEHHOE
porpaMMHOE 00eCIIeYeHUE B
AJIEKTPOHHOM JIOKYyMEHTO000pOTE;
MPOBEPATH HATNYHE B
MMPONU3BOJIbHBIX IEPBUIHBIX

CHCTEM JIOKyMEHTAIIUH;
IpaBWJia OPraHU3AIMM BCEX ATAIoOB
paboThI ¢ JOKYMEHTaMU;
MpUIoKeHus mnporpammbl Windows,
UCTIOJIb3yeMbIE [T pean3alnu 3a/1a4
HOVY;

COBpPEMEHHBIE UH(OPMAIIMOHHBIC
texnonoruu [JOY

NpaBUJIa U CPOKH XPaHCHHSI
JTOKYMEHTOB;

(opMBI IEPBUYHBIX OYXTalTePCKUX
JTOKYMEHTOB, COJEPIKaIINX
00s13aTeNIbHBIE PEKBU3UTHI
MEPBUYHOTO YYETHOTO JJOKYMEHTA;
mporelypa COCTaBJIEHUS akTa IO
pe3ynbTaram MHBEHTapHU3alnHy,
MPOEKTOB IMPHUKA30B MO IMPOBEACHUIO
KOHTPOJIBHBIX IIPOLIEAYP




OyXralaTepcKux JOKyMEHTax
00513aTeNbHBIX PEKBU3UTOB;
pa3OupaThbcs B HOMEHKJIAType A€,
COCTaBIISITh aKThl W CHPAaBKH II0
pe3yibTaram BHYTPEHHETO
KOHTPOJISL;

(bopMHUPOBATh POEKTHI IPHKA30B
IO TPOBEJICHUIO BHYTPEHHETO
KOHTPOJIS

2. CTPYKTYPA U COJAEP)KAHUE YUEBHOM JUCIUILIAHBI

2.1. O0beM y4eOHOM TMCHUIIMHBI U BUbI Y4eOHO# padoThl

Buna yueOHoii padoThI

O0BeM B yacax

O0beM 00pa3oBaTeIbHOM NPOrpaMMbl YUeOHOM TMCHMILIHHBI 42
B T .4. B opMe NpaKkTHYECKON NOATOTOBKHU 18
BT. Y..

TEOpETHUECKOe 00yUueHne 18
MPAKTUYECKUE 3aAHATHUSA 18
Camocmosmenvuas paboma 4
IIpomeskyTouHas arrectauus JuddepeHIMPOBAHHDBIN 3a4eT 2




1.2. TemaTuyeckuii NJIaH U co/iep:KaHue Y4eOHOM TUCIMIIIIHHBI

HaumeHoBanme Conep:xkanue yuye0HOro marepuaja u (pOpMbl OPraHu3aNuM AeSITeJIbHOCTH Oo0bem, ak. 1/ Koanl
pa3aesioB U TeM 00yJaromuxcs B TOM YHCJIe | KOMIETEeHIHUi U
B popme JIMYHOCTHBIX
NPaKTHYecKol | pe3yabTaToB!,
MOArOTOBKH, | (hopMHPOBAHHIO
aK. 4 KOTOPBIX
crnocodcTByer
3JIeMEeHT
NPOrpaMmblI
1 2 3
PA3JEJ 1. IOKYMEHTUPOBAHUE YIIPABJIEHUECKOMW JESATEJIbHOCTH 16/12
Tema 1.1 Coaeprxanue yueOHOro MaTepuaa OK 02., OK 03.,
Beenenne. 1. 3HaueHue u copepkaHue TUCHUIUIMHBI «/{oKyMeHTannoHHOe obecnieueHne OK 10,
JoxkymeHT u ynpasieHus». [[oHATHE TEPMUHOB: «IOKYMEHT», «IOKYMEHTHUPOBAHHUEY, JIP 3, JIP 14
cucreMa «TOKyMEHTallMOHHOE 00ecrieueHre yrpaBIeHUs. )
AOKYMEHTALUH 2.IlonsTHe cucreM fOKyMeHTalMK. Y HUGUKALNA U CTAaHIaPTU3AIMS YIIPABIEHYECKUX
JIOKYMEHTOB.
3. HopmartuBHO-npaBoBasi 6a3a opraHu3anuu JOKYMEHTAIIHOHHOTO o0ecreueHus
YIpaBICHUSA
Tema 1.2. Conep:xanue yueOHOro MaTepuasa 10 OK 03., OK 04.,
Cucrema 1. 'OCTes1 Ha OP/I. TpeboBanus k 0OpMIICHHIO TOKYMEHTOB, TpeOOBaHUS K OJaHKaM. OK 05., OK 09.,
OpPraHU3alMOHHO- 2. OpranuzaiyoHHbIE JIOKYMEHTHI: yCTaB, JIOJKHOCTHAs WHCTPYKIIHUS. OK 10.
pacnopsauTebHOM | PacnopsnuTenbHble TOKYMEHTHI: TPUKA3bl, PACTIOPSIKEHUS. [IK 2.7.
AOKYMEHTal U 3. CipaBo4HO-UH()OPMAITMOHHBIE TOKYMEHTHI: TOKJITHAS 3aMHCKa, 0O bSICHUTEIIbHAS JIP 2, JIP 3,
3amucKa, akT, ClipaBKka, ciry>keOHoe mucbMo. CocTaB M 0COOEHHOCTH OPOpMIICHUS JIP 14
AOKYMCHTOB 110 JIMYHOMY COCTaBy
B ToM 4nciie NPaKTHYECKUX U JJA00PaTOPHBIX 3aHATHI 8
1. OpopmieHue TOKyMEHTOB ¢ MOMOIIIBIO TTporpammbl Microsoft Word. Co3nanue 5

mabJioHa JOKYMEHTA.

' B cootserctuu ¢ [Ipunoxkennem 3 ITOOIL.




2. CocraBicHue u O(bOpMHeHHe OTACJIbHBIX BUAOB PACTIOPAANUTCIBHBIX U CIPABOYHO-

MH(POPMALMOHHBIX JOKYMEHTOB. 2

3. CocraBienue u 0pOpMIICHHE OTJCIBHBIX BHJIOB OPraHU3AlMOHHBIX JTOKYMEHTOB 2

4. JlokyMEeHTHpOBaHUE TPYAOBBIX TPABOOTHOLIEHU. 2
Tema 1.3. Conep:kanue y4e0OHOIro MaTepuasa OK 02.,0K 03.,
JleHeKHbIE U 1.0cobenHocTi cocTaBieHuss U OGOPMIICHUS ICHEXKHBIX M (UHAHCOBO-PACUETHBIX 2 OK 05., OK 09.,
¢punancoso- JIOKYMEHTOB. OK 10.,IIK 1.1.
pacyeTHbIe B ToM umHciie IPAaKTHYeCKUX U JIA00PATOPHBIX 3aHATHI 2
AOKYMEHTBI 1. OcdbopmineHue mIaTeKHbIX JOKYMEHTOB 2
Tema 1.4. Conep:kanue y4e0OHOro MaTepuasa 2 OK 02., OK 04.,
JorosopHo- 1.ITonstue noroBopa (koHTpakTa). TumoBas ¢opma moroBopa. OCHOBHBIE pa3IeibI OK 05., OK 09.,
npaBoBasi norosopa. [IpaBuina opopmiieHUS TPETEH3UOHHBIX ITHCEM. OK 10, IIK 2.7.
JOKYMEHTAIMs B ToM Yncile NPAKTHYECKUX U JIA0OPATOPHBIX 3aHATHI 2 JIP 14

1 .CocraBnenue u opopmiieHuEe MTPETEH3MOHHBIX MHCEM. 2
PA3JEJI 2 OPI'AHU3AIMA PABOTHI C JOKYMEHTAMU 6/6
Tema 2.1 Conep:kanue y4e0OHOIro MaTepuasa OK 02., OK 03.,
Opranusanus 1. CoctaB u yyet o0bemMa JOKyMeHTO000poTa opranu3anuid. Opranu3zamus paboTsl ¢ OK 09.
JAOKYMEHT0000poTa, | JOKyMEHTalUeH, MoCcTynaroleil B opranuzanuio. [lepenaya 10KyMeHTOB BHYTpHU JIP 14
perucTpauus OpraHu3aIu 5
JAOKYMEHTOB, 2.Peructpauus 1oKkyMeHTOB. KOHTpoJIb NCTIOTHEHMS TOKYMEHTOB. Opranu3anus u
HCIIOTHEHHE TEXHHKA KOHTPOJI UCTIOTHEHUS. THUTIOBbIE M MHAWBHIyaJIbHbIE CPOKH MCTIOJIHEHUS
JAOKYMEHTOB JIOKYMEHTOB.
Tema 2.2. Conep:kanue y4eOHOIro MaTepuasa 5 OK 04., OK 05.,
Nudpopmanuonnslie | 1.Mcrnonb30BaHNe IPOrPaMMHOTO 0OECTICUSHHUS TS pellieHHsI PO ECCHOHATBHBIX 3a1a4 OK 09., OK 10.
TEXHOJIOTHH B B TOM 4nciIe IPAKTHYECKHUX U JIAGOPATOPHBIX 3aHATHIA 4 JIP 13, JIP 14
AeJonpousBoiacTBe | 1. OdopmiieHHE TOKYMEHTOB C TMOMOINBI0 mporpammbl Microsoft Word. Pabora c 5

JIEKTPOHHBIMU JIOKyMeHTaMu. PaboTa ¢ 3anpocamu.

2. OredecTBeHHbIE pa3pabOTKH MporpaMm aBromaruzanuu JJOY u apxusHoro gena. 2
Tema 2.3 Conep:xanue yueOHOro MaTepuasa 4 OK 03., OK 05.,
Opranu3anus 1. Cucremaruszanus JOKYMEHTOB U UX XpaHEHHE. 5 OK 09.,
ONEPATHBHOIO U 2.Homenknarypa aen. IlpumepHblie 1 TUIIOBBIE HOMEHKJIATYpPBI JEJI. IK 1.1.




JIP 14

apXMBHOI'0 3.TpeboBanus k opopmienuto aein. [IoaroToBka u MOPSIOK Mepeadn Ael B apXUB.
XpaHeHUus B ToM 4nciie npakTHYeCKUX 3aHATHI U JIa0OpPaTOPHBIX padoT 2
AOKYMEHTOB

1. CocraBienue u opopmiIeHHE HOMEHKIIATYPhI JIeJT 2
IIpome:kyTounasi arrecrauusi B popme n1udpPepeHIUpPOBAHHOIO 3a4eTa 2
Bcero: 42




3. YCJIOBUA PEAJIN3AIIMM YYEBHOM TUCIHUILIVHBI

3.1. [Jas peanu3anmuM NPOrpaMMbl Y4eOHOH JMCHMIUIMHBI [JOJKHBI OBITH
NpeayCMOTPEHbI cJIeAyIHe ClielHaJbHble OMelleHUs:

JlaGopatopus ~ JIOKyMEHTalMOHHOTO  OOECIIEYEHUsI  yNpaBJIECHUS,  OCHAICHHAs
HEOOXOAUMBIM Ul peanu3alil NporpaMMbl  y4eOHOW JUCHMIUIMHBI  00OpYAOBaHHEM,
NpUBEJEeHHBIM B 1. 6.1.2.3 mpuMepHOl OCHOBHOW 00pa3oBaTeNbHOW MPOTPaMMBI 1O JTaHHOU
CHELHUATbHOCTH.

3.2. UnopmannonHoe odecnevyeHne peajau3amun NporpaMmmbl

Jns peanu3anuu MporpaMMmbl  OMOIMOTEUHBIH (OHJI 00pa3oBaTeNbHON OpraHU3aluu
JIOJDKEH MMETh MeYaTHbIC W/UIIH JIEKTPOHHBIE 00pa3oBaTeibHble U MH()OPMAIIMOHHBIE PECYPCHI
JUIS KCIIOJIb30BaHUs B 0Opa3oBarenbHOM npouecce. [Ipu popmupoBanumn 6ubimorednoro ¢poxaa
o0pa3oBaTeNbHON OpraHM3alueil BHIOMpAeTcs HE MEHEe OJHOTO HM3JaHUs U3 MEePEeYHCICHHBIX
HIDKE T€YaTHBIX M3AaHUM M (WIHM) DJIEKTPOHHBIX M3JAaHUI B KauyecTBE OCHOBHOTO, NPH 3TOM
CIIHCOK MOYET OBITh JIOTIOJTHEH HOBBIMHU M3/IaHUSIMH.

3.2.1. OcHOBHbBIE H3IAHUSA

1. Kopnees, U. K. JlokymMeHTanmmoHHOE 00ECIIEYeHNE YIIPABICHUS | yYeOHUK U MPAKTHKYM
IU1s cpenHero mpodeccuonansHoro oopazosanusi / M. K. Kopuees, A. B. ITmenko,
B. A. Mamypues. — 2-e u3a., nepepad. u gon. — Mocksa : M3narensctBo FOpaiir,
2023. — 384 c. — URL: https://urait.ru/bcode/523611

2. JloponuHa, JI. A. JlokymeHTanimoHHOE OOECIIeUCHUE YIIPaBICHUS | YI€OHUK U
MPaKTUKYM I cpeaHero npodeccruonanbHoro oopazosanus / JI. A. JloponnHa,
B. C. UputukoBa. — 2-e u3n., mepepad. u gom. — Mocksa : U3narensctBo FOpaiir,
2023. — 270 ¢. — URL: https://urait.ru/bcode/530252

3. Bapwmynn, B. B., JlokymeHnTanmonHoe o0ecriedyeHue ynpasieHus : yueOnuk / B. B.
Bapmyna. — Mocksa : FOctumms, 2024. — 271 c.. — URL: https://book.ru/book/951739

I[OHOJIHI/ITCJIBHLIC HCTOYHUKH

1. Abynanze, /1. I. JlokymeHTanmmoHHOE 0OecTieueHre yIpaBICHHsI TIEPCOHATIOM ;| YICOHHUK
Y TIPaKTUKYM JIJIA cpeaHero npodeccruonanbHoro oopazosanus / J. I. AGyman3e,
. b. Bempsoxkuna, B. M. MacnoBa. — 3-e u3n., mepepa6. u qomn. — Mocksa :
WznarensctBo FOpaiit, 2023. — 374 ¢. — URL: https://urait.ru/bcode/531449

2. JlokyMmeHTauoHHOe obecrnieueHue ynpapieHus. CocraBienne 1 0hopMIICHUE JIETOBBIX
nokyMeHTOB : yueoHoe nocodue ans CIIO / cocraButenu E. U. bammakoBa. — Capatos,
Mockaa : [IpodobpazoBanue, At [Tu Ap Menua, 2021. — 144 c¢. — URL:
https://profspo.ru/books/103343

3. bacakos, M. U., JlokymMeHTaIIMIOHHOE 00ECTIEYeHIE YIIPABIEHUS (C OCHOBAMH
apxuBoBeneHus) : yueOHoe nocodue / M. U. bacakoB. — Mocksa : KnoPyc, 2024. —
216 c. — IS[IN 978-5-406-12836-7. — URL: https://book.ru/book/952778
HopMmaTuBHBIE TOKYMEHTbI

1. Konctutynus Poccuiickoit @enepanyu ¢ U3MEHEHUSIMH.

2. I'paxxnanckuii kogexc Poccuiickoit denepanuu (yacTh nepBasi) ¢ U3BMECHEHUSIMHU.

3. TpynoBoii kogekc Poccuiickoit @enepanun ¢ 3MEHEHUSIMHU



4. ®enepanbubiii 3ak0H 0T 02.07.2006 Ne 149-D3 (pen. ot 23.04.2018) «O6 undopmanuu,
nH(popMaTU3aIuy 1 3a1uTe HHOOPMAITII .

5. ®enepanbubiii 3akoH 0T 06.12.2011 N 402-D3 (pea. ot 26.07.2019) «O Oyxranrepckom
yueTe»

6. TOCT P 7.0.97-2016 "Cucrema crangapToB mo uH(poOpManuu, OUOIMOTEYHOMY H
uznarenbckoMy neny. OPJl. TpeGoBanus k opopmiieHHIO JOKYMEHTOB".

7. TOCT P.7.08-2013 «CUBN/I. [emonpou3BOACTBO W apXUBHOE J€JI0. TepMUHBI U
ONpeICTICHUS.

8. IlpumepHass MHCTPYKLMS IO JEJIONPOU3BOACTBY B IOCYJApPCTBEHHBIX OPraHU3aLUAX
(yrBepxaeHa nmpuka3zoMm Pocapxua ot 11.04.2018 Ned4).

9. CnpaBouHo-tipaBoBas cucrema «Koncynerant I[lmtocy [Dnexrponnsiii pecypc]. URL:
http://www.consultant.ru

11. deno-Ben: Bce 0 aenonpousBoAcTBe [ DnekTponHsiid pecypc]. URL: http://delo-ved.ru



4. KOHTPO.Ib U OLIEHKA PE3YJIbTATOB OCBOEHMUSI
YYEBHOM JUCLHUILINHEI

PesynbTaTsl 00yyeHus

Kpurepun onenkn

MeToabl OIEHKH

[lepeuenn 3HaHUI, OCBAMBAEMBbIX
B paMKaXx TUCIUIUIUHBIL:

cozepKaHue aKTyaJIbHOU
HOPMAaTUBHO-ITPABOBOM
AOKYMCHTAIUH;

OCHOBHBIE MOHATHUSA
AOKYMCHTAIIMOHHOT O

oOecrieueHus yIpaBicHUs;
KIIacCU(UKAIUS yIIPABICHUECKUX
JIOKYMEHTOB;

npaBuIia COCTaBJICHUS u
odopmiieHus yIpaBIECHUYECKUX
JOKYMEHTOB U BEACHHS JEIOBOI
MEPETHCKY;
COCTaB
CHelHalIbHbIX
JOKYMEHTAIINH;
MpaBWjia  OpraHu3allud  BceX
ATaroB paboTHI C JOKYMEHTAMU;
MIPUIIOKEHUS MIPOrPaMMBI
Windows, ucnonb3yemble s
peanuzanuu 3a1a4 J{OVY;
COBpEeMEHHBbIC HH(OPMAIIOHHBIC
texnonoruu [JOY

MOHSTHE IEPBUYHOU

OyXTraJTepcKoil TOKyMEHTAIINH;
(hopMBI TIEPBUYHBIX

JIOKYMEHTOB
CUCTEM

OyXraiaTepcKux JOKYMEHTOB,
coJiep Kamux o0s3aTeNbHbIC
PEKBHU3UTHI IEPBHYHOTO YIETHOTO
JTIOKYMEHTA;

MIpaBUJIa U CPOKU XPAHEHUS
MIePBUYHOMN OyXTaaTepCcKoi

JOKYMEHTAINH;

MpoLeaypa COCTaBJICHHs aKTa Mo
pe3ynbraTaM  HHBEHTapU3allUu,
MIPOEKTOB MIPUKA30B o
IIPOBEJIEHUIO KOHTPOJIbHBIX
IIpoLEeayp

TectupoBanue.

«5» - 85-100% BepHBIX OTBETOB
«4» - 70-84% BepHBIX OTBETOB
«3» - 51-69% BepHBIX OTBETOB
«2» - 50% u meHee

Ompoc.

OmneHka «5» - «OTIMYHO»
CTaBUTCS, €CITH 00 yJarOIIHICs
TIOJTHO M3JIaraeT MaTepual
(oTBeUaeT Ha BOMPOC), AT
MPaBUIILHOE OTIpEe/ICTICHUE
OCHOBHBIX TIOHSITHI;
OoOHapyKMBACT MOHUMAHUE
MaTepuana.

Onenka «4» - «xopoio»
CTaBUTCS, €CITH 00 yJarOIIHICs
JTAeT OTBET, YAOBJICTBOPSIOIINMA
TeM K€ TpeOOBaHUSIM, UTO U JIJIsI
OIICHKH «OTIUYHOY, HO JTOITyCKAET
1-2 ommOKwH.

Ouenka «3» -
«YIOBIETBOPUTEIILHO» CTABUTCH,
eciu o0yJaronuics
OoOHapyXHBaeT 3HAHUE U
MMOHUMAaHHUE OCHOBHBIX
MMOJIOKEHUH NAHHOM TEMBI, HO
M3JIaraeT MaTepray HeTOJIHO U
HETIOCJIeI0BATENLHO, I0ITYCKaeT
HETOYHOCTH U OIIMOKH B
ONPEACIICHUY MTOHATHI WIN
(bopMyIHPOBKE MPaBHIL.
Ouenka «2» -
«HEYIOBJICTBOPUTEIHHOY
CTaBUTCS, €CITH O0yJarOIIHICs
0oOHapyXHBaeT

He3HaHue OoJIbIlIel YacTu
COOTBETCTBYIOIIETO BOMPOCa,
JIOMTYCKAaEeT OIINOKHU B
(hOopMyIUPOBKE ONpeIeIeHUIN 1
MIPaBIJI, UCKAXKAIOIINE UX CMBICI,

TectupoBanue.
VYcTHbI onpoc.
[TuceMeHHbI
orpoc.
Juddepenunpopan-
HBI 3a4eT.




OecIopsIIOYHO U3JTaraeT
Marepuall.

JuddepeHunpoBaHHbIN 3a4eT
OrneHKa «5» - «OTINYHO)
BBICTaBIIIETCS 00yUaromemMycs,
€CIlIi EMOHCTPUPYETCS
BCECTOPOHHEE, CUCTEMATUYECKOE
U T1yO0O0KO€ 3HaHuE y4eOHOTro
MIPOrPaMMHOTO MaTepuana,
CaMOCTOSTENIHO BHITIOJIHEHBI BCE
MpeAyCMOTPEHHBIE TPOTPaMMON
3aJlaHusl, aKTUBHO pabOTaBIIEMY
Ha MPaKTUYECKUX 3aHATHIX,
MOKAa3aBIlIEMy CUCTEMaTHYECKU
XapakTep 3HAHMM, a TaKKe
CHOCOOHOCTH K UX
CaMOCTOSATEIbHOMY TOTIOJHEHHUIO.
Onenka «4» - «xopoio»
BBICTaBIIICTCS 00ydaromeMycs,
€CJIM IEMOHCTPUPYIOTCS
JIOCTATOYHO IOJIHOE 3HAHHE
y4eOHO-TTPOrPaMMHOTO
MaTepuana,

CaMOCTOSITENTLHO BBITIOJIHEHBI BCE
MpeAyCMOTPEHHBIE MPOTPaMMOM
3aJlaHusl, OJJTHAKO JTOMYIICHBI
HETOYHOCTH TIPH UX BBIMIOJIHEHUH,
Ouenka «3» -
«yOBJIETBOPUTEIILHO
BBICTaBIIIETCS 00ydaromemMycs,
€CJIi JEMOHCTPUPYIOTCS POOEbI
B 3HAHUSAX OCHOBHOT'O Y4eOHO-
MIPOrPaMMHOTO MaTepuana,
CaMOCTOSITEITLHO BBITTOJIHEHBI
OCHOBHBIE MTPEAYCMOTPEHHBIE
IIpOrpaMMoOM 3aJjaHus, OJHAKO
JOTYILEHbI OMIMOKH MPH UX
BBITIOJTHEHUH.

OneHka«2» -
«HEY/I0BJIETBOPUTEIILHO
BBICTaBIIIETCA  oOywaroniemycs,
eclii 0OHapYKUBAIOTCS TPOOEITHI B
3HAHUSAX WM OTCYTCTBHE 3HAaHUU
o 3HAYUTEIbHOU 4acTH




OCHOBHOI'O y4eOHOro Marepuaia,
HE BBIITOJIHUBLIEMY
CaMOCTOSATEIIEHO
IIPEAYCMOTPEHHBIE  [TPOTrpaMMOM
3a/1aHus, JOIYCTUBILIEMY
NPUHLIUIINATIBHBIE OIIMOKU B
BBIIIOJIHEHUU  IIPEAYCMOTPEHHBIX

MPOrpaMMoON 3aTaHUH.

[lepeuens ymMeHU, OCBaUBAEMBIX
B PaMKax TUCIUILIHHBI:
OCYIIECTBISITh TIOUCK, aHATH3 U
UCTIOJIh30BaHUE HOPMATHBHO-
MIPAaBOBBIX IOKYMEHTOB B
npuMeHeHuH K 3aaadam [0V
COCTaBJISITH M OPOPMIISATH
YIpaBIEHYECKYIO U
npo¢eCCUOHATTEHYIO
JOKYMEHTAIUIO B COOTBETCTBUE C
HOPMAaTHUBHOM 0a30ii;
WCTIOJIh30BaTh YHUDHUITMPOBAHHBIC
(hOpMBI TOKYMEHTOB;
OCYIIECTBIISITH IETIOBYIO
MIEPEIHCKY U TIOICPKUBATH
ANEKTPOHHBIE KOMMYHUKAIIUH;
MPUMEHSITh CPE/ICTBA
WH()OPMALIMOHHBIX TEXHOJIOTHI
TUTSL CO3JIaHUS ¥ O OPMIICHHS
JIOKYMEHTOB;

pazOupaThcs B CHCTEME
BHYTPEHHETO JIOKyMEHTO000pOoTa
OpraHu3aIlNH;

OCYIIECTBIISATH XPAHEHUE U TIOUCK
JTIOKYMEHTOB;

pa3zbuparbcs B HOMEHKIIATYpe
ACI;

MCIIOJIb30BaTh COBPEMEHHOE
MporpaMMHOE 00eCIIeYeHUE B
AJIEKTPOHHOM
JIOKYMEHTOO0OPOTE;

MPOBEPATH HATNYHE B
MPOU3BOJBHBIX TIEPBUYHBIX
OyXralaTepcKux JOKyMEHTax
00513aTeNbHBIX PEKBU3UTOB;

OrneHka «5» - «OTIIMYHO»
BBICTABIISICTCS, €CITH
00y4YaroIuics 1EMOHCTPUPYET
riy0OKH€e 3HaHUS TEOPETHIECKOTO
U IPAaKTHYECKOro MaTepuaia 1o
TEeM€ MPAKTHIECKOU padboTHI,
MOKa3bIBAET YCBOCHHE OCHOBHBIX
MOHATHIA, UCTIONB3YEMBIX B
pabote, 6€30MHMO0YHO U B TTOJIHOM
00BEME BBITIONIHSCT 3aJaHHE.
Onenka «4» - «xopoio»
OOyuaromuiicst IeMOHCTPUPYET
3HaHUS y4eOHOTO MaTepHalia 1o
TEeM€ MPAKTHIECKOU paboTHI,
JIOTTyCKasi He3HaYUTeNbHbIE
HETOYHOCTH TIPH BBITIOIHEHUT
3aJlaHus IPU TIPABUIILHOM BBIOOpE
ITOPUTMA PEIICHUS 3a/1aHuS.
Ouenka «3» -
«yOBJIETBOPUTEIILHO
BBICTABIIAETCS, €CIIU
00yJaroIIuiics B 1IETIOM OCBOMJI
Marepuas MpakTHIECKON paboThI,
JOTTyCKaeT OIMUOKH MpH
BBHITIOJTHEHUH 3a/IaHUS, BEIOOD
QJITOPUTMA BBITIOJIHCHUS 3a/IaHUS
BO3MOXKEH ITPU HABOISTIINX
BOIPOCAX MPETOAaBaATEIS.
OrneHKa «2)» -
«HEY/I0BJIETBOPUTEIILHO
BBICTaBIIIETCS O0ydaromemMycs,
€CJIM OH UMEET CYIIECTBEHHbBIE
MPOOEITBI B 3HAHUSX OCHOBHOTO
yueOHOro Marepuana
MPAKTUIECKON PabOTHI, TOMYCKaeT
OIITMOKY TIPU BHITIOTHEHUH

Ouenka
pEe3yIbTaToB
BBITIOJTHEHUS
MPAKTUYECKOMN
paboThI
DKCIEPTHOE
HaOJIroIeHue 3a
XOJIOM BBITIOTHEHUS
IIPAaKTUYECKOU
paboThI




COCTaBJIATh aKThl U CIPABKH 110 3aJJaHMs, HeTPaBHIIbHO BEIOMpPAET
pe3yJibTaTaM BHYTPEHHETO ITOPUTM JIEUCTBUM.

KOHTpOJIS;

(bopMHpPOBATH POEKTHI MPUKA30B
Y pacropsHKeHU 10 MPOBEACHUIO
BHYTPEHHET0 KOHTPOJIS;

5. ATATITAIIMS PABOYEH ITPOT'PAMMBI ITPH OBYYEHUU WHBAJIMIOB U
JINL C OTPAHUYEHHBIMU BO3MOKHOCTAMMH 3/10POBbSA

Ananrtanus pabodeit mporpammbl  guctumimHael - OIT 06 JlokymMeHTaImoHHOE
oOecrieyeHne YMpaBICHHUs MPOBOAUTCS MpH pealu3aluy aJanTHBHOM 00pa3oBaTeNbHOM
IporpaMMbl — HPOrPaMMbl MOATOTOBKH CHEIHAIIMCTOB CPEIHEro 3BEHa M0 CIEeNHaIbHOCTU
38.02.01 DxoHoMuKa W OyXraiaTepckuid yder mo (OTpaciisiM) B IENSX OOecleueHus IMpaBa
WHBAJIMAOB M JIMI C OTPaHMYEHHBIMH BO3MOXHOCTSMH 3[0pOBbSI Ha IOJIy4E€HUE
npodecCHOHATBLHOTO 00pa30BaHUs, CO3JaHHUS HEOOXOMUMBIX JUISl TOJYYEHHUS CpPEIHEro
podeCCHOHAIBHOTO 00pa30BaHMS YCIIOBHH, a TAK)KE 00ECIIEYSHUS TOCTHKEHUS 00YIarOIITIMUCS
WHBAIMJaMA W JHUIAMH C OrPAaHUYCHHBIMH BO3MOXKHOCTSIMH 3JIOPOBBSI  Pe3yJbTaTOB
(dbopMUpPOBaHUS TPAKTUYECKOTO OTBITA.

Obopyodosanue yuebHo20 KabuHema 0OKyMeHmMayuoHH020 0OecneyeHus ynpasieHus O
00Y4arOWUXcs ¢ paziudHbiMU 8UOAMU O2PAHUYEHUs 300P08bS

OcHarmienre KabuHeTa JOKyMEHTAllMOHHOTO 00eCIIeUeHNs YIIPaBICHNUS B COOTBETCTBHH
c 1. 3.1. TOJDKHO OTBEYaTh OCOOBIM 00pa30BaTENHHBIM MMOTPEOHOCTAM 00YUYaIOIINXCS WHBAJIHIOB
U JIMI C OrPaHMYCHHBIMH BO3MOXKHOCTSAMH 370pOBbs. KaOWHET H0IKeH OBITh OCHAIEHBI
o0opynoBaHHEM U Yy4eOHBIMH MeECTaMH C TEXHUYECKHMMH CpEICTBAMH OOy4YeHUsS MAJis
00y4aromuXxcst ¢ pa3TUYHBIMU BUAAMU OTPAaHUYEHUH 310pOBbSI.

KabuneT, B KoTOpOM 00yJaroTcs JuIla ¢ HAPYIICHUEM CIIyXa JI0JDKEH ObITh 000pyI0BaH
PaauOKIACCOM, KOMIIBIOTEPHOM TEXHUKOW, ayIMOTEXHUKOW, BHUJICOTCXHUKOH, 3JIEKTPOHHOU
JIOCKOM, MYJTbTUMEUUHON CUCTEMOM.

Hns  cnaboBuasmmx oOydalmuUXcs B KaOWHETE MPEIyCMaTPHUBAIOTCS MPOCMOTP
ylaJeHHBIX OOBEKTOB NPH TMOMOUIM BHJICOYBEIMUUTENEH [UId YyIAJIeHHOrO MPOCMOTpa,
UCIIOJIb30BaHUE bpalieBCKOM KOMIIBIOTEPHOM TEXHMKH, JJIEKTPOHHBIX JIyI, IpOrpamm
HEBU3YAJIIbHOTO JOCTyNa K WHGOpMaIluU, TEXHUYECKHX CPEACTB IMpHUeMa-lepenadyu yuyeOHOH
UH(OPMALIMHU B TOCTYIHBIX (pOpMax.

Jliis oOyyaronxcs ¢ HapylueHHeM OMOPHO-ABUTaTENbHOIO anmnapaTa KaOWHEeT TOJIKEH
OBITH 000PYIOBAH MEPEIBUKHBIMU PETYTUPYEMBIMH MAPTAMH C UCTOYHUKOM IMUTAHUS.

BrieykazanHoe ocHallleHHE yCTaHABIMBACTCS B KaOMHETE P HATMYUHU 00Yy4arOIIUXCs
[0 aJanTUPOBAHHOM 0Opa30BaTEIbHONH MpPOTpaMMe C yYeTOM HMMEIOLIErocsl THUIA HapylIeHUH
3I0POBBS y 00YyUaIOMmEerocs.

Hugppopmayuonnoe u memoouueckoe obecneuenue 06y4aouuxcs

Joctyn k nHpOpMaIMOHHBIM U OuOIHorpaduIecKuM pecypcam, yKa3aHHBIM B II. 3.2.
pabodeil mporpamMmbl, JOHKEH OBITH MPEACTaBIeH B (hopMax, aIanTHPOBAHHBIX K OTPAHUYCHUSIM
3I0pOBBsl 00YUaAIOIIUXCSI UHBAJUIOB U JIUII C OTPAHUYEHHBIMU BO3MOKHOCTSIMH 3710POBbSI:

Jlnst a1 ¢ HapyIeHUsIMH 3peHust (He MeHee OTHOTO BUJI):

- B IeYaTHOU (hopMe YBEITMUYCHHBIM MIPUPTOM;

- B (hopMe 3JIEKTPOHHOTO JOKYMEHTA;

- B popme ayaunodaiina;

- B IeyaTHOH opme Ha si3bike bpaiiis.

Jlnig U1 ¢ HapyIICHUSIMH CiyXa:

- B ICYaTHOH (opme;



- B (hopMe 3JIEKTPOHHOTO IOKYMEHTA.

JUist 1 ¢ HapyIeHUsIMH OTIOPHO-/IBUTATENIBHOTO anmnapara (He MeHee OJTHOTO BUJA):

- B ICUaTHOH (opme;

- B (hopMe 3IEKTPOHHOTO JOKYMEHTA;

- B (hopme ayanodaiina.

JU1s1 U1 ¢ HEpBHO-NICUXWYECKUMHU HAPYHIEHUAMH (PacCTPOICTBO ayTHUECKOTO CIEKTPa,
HapyIIEHUE ICUXUUECKOT0 pa3BUTHs) (HE MEHEE OJTHOTO BUA):

- HCIOJIb30BAHNE TEKCTA C MILTIOCTPALUSAMY;

- MYJIbTUMEIUHHBIE MAaTEPUATIBL.

Bo BpeMs caMOCTOATENBHOM MOATOTOBKM OOydaroluecs WHBAIMAbl W JIMLA C
OTPaHUYEHHBIMH BO3MOXXHOCTSIMU 3/0POBBSl JTOJDKHBI OBITH OOECHEUYeHBl JIOCTYIIOM K CETH
Nurtepner.

Dopmbl u MemMoObl KOHMPOJIAL U OYEHKU Pe3ylbmamos 00yuenus

[Ipumensiemple mnpu peanuzanuu  padodeit mporpammel  maucnuiumasl - OIT 06
JloKkyMeHTaIlMoHHOE obecreueHue yrpaBieHUs: (OPMbI M METOJAbI KOHTPOJS HPOBOISATCS C
Y4ETOM OI'paHUUYEHUS 310POBbs 00Y4AIOLINXCS.

Ilenbro TEKyHIEro KOHTPOJS SBISIETCS CBOEBPEMEHHOE BBISBICHUE 3aTPyIHEHUN U
OTCTaBaHMsA OOY4YaIOLIEroCsl C OrPAaHMYEHHBIMH BO3MOXHOCTSIMM 370pPOBbS U BHECCHHE
KOPPEKTHBOB B Y4EOHYIO ESTEIHHOCTD.

dopMa IPOMEKYTOUYHOM AaTTECTALMU YCTAaHABIMBACTCA C YYETOM HHIAMBHIYalbHbBIX
NCUXO(PHU3MUECKUX OCOOCHHOCTEH OOYy4alomMXCsl HMHBAJIWAOB W JMII C OTPaHUYCHHBIMH
BO3MOXHOCTSIMH 3/10pOBbsI (YCTHO, MUCbMEHHO Ha Oymare, MMCbMEHHO Ha KOMIIbIOTEPE, B (hopme
TECTUPOBAHUSA U T.IL.).

ITpu npoBeeHUN TPOMEKYTOUHOM aTTeCTaluy 00yJaroIeMycs IPEeI0CTaBISIETCS] BpEMs
Ha TOJATOTOBKY K OTBETYy, YBEIMYEHHOE He Oojiee 4yeM B TpU paza YCTAaHOBJICHHOTO IS
HOJArOTOBKH K OTBETY O0yUarOIIUMCsl, HE UMEIOIUM OIpPaHUUYEHUH B COCTOSHUU 370POBBSI.



6. JUCT BHECEHHBIX U3BMEHEHUI

JomosiHeHns1 M U3MeHeHHsI B padoueil mporpamme
3a / yueOHBbIil roa

B pa6ouyro mporpammy OII 06 JlokyMeHTalIMOHHOE 00€CTICUeHUE YIPaBICHUS
no cnenuanbHocTh 38.02.01 DxoHOMUKA M OyXTaNTEpPCKHM yueT 1Mo OTpaciisiM

BHOCATCA CICAYIOIHNEC JOMOJHCHUSA U U3BMCHCHU:

JlononHeHWsI 1 U3MEHEHUS BHEC N.I". bpexuena
(moxnuce)

Pabouass mporpamma mepecMOTpeHa W OJ0OpeHa Ha 3aceJaHUuU TPEAMETHON (IIMKIOBOW)
KOMFCCHHY SKOHOMHUKH U YIIPaBJICHHUS, CEPBUCA U TypH3Ma

« » 20 T.

[Ipencenarens npeamMeTHON

(LIMKIIOBO¥ ) KOMHCCHH C.K. IumxoBa
(oanucey




