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1. llesu u 3212494 AU CIUILIHHBI

[lenbr0 OCBOCHUS JUCHUIUIMHBI «/[OKyMEHTUPOBAHUE XO3IUCTBEHHOU AEATEIBHOCTI)
SIBIISIETCSI OCBOCHHE KOMIIETEHITUH, HEOOXOIUMBIX JJISl TIOJTOTOBKH YIPABIECHYECKIX
KaJIpOB, BIAJCIONIUX TEOPUEH U MPAKTUKON OpraHU3ally TOKYMEHTAIMOHHOTO
obOecrieueHus1 yIpaBiIeHUs Ha OCHOBE PAIIMOHAIBHBIX, HAYYHO 00OOCHOBAHHBIX MPUHIUIIOB
Y METOJIOB €T0 COBEPILICHCTBOBAHUS. 3aJjauaMy JUCIUILINHBI «J[OKyMEHTUpOBaHUE
X035IUCTBEHHOM ESTEILHOCTIY SIBJISIOTCS: OCBOEHHUE COBPEMEHHBIX METO/IOB U
TEXHOJIOTHI 00pabOTKU IOKYMEHTOB Ha OCHOBE MCIOJIb30BAHUSI CPEJICTB
OpraHU3allMOHHON Y BBIYMCIUTEILHON TEXHUKH; BBISIBIICHHE CBOCOOpa3usl OpraHu3aliu
paboTHI ¢ JOKYMEHTAMH B 3aBUCHUMOCTH OT Pa3BUTHS rOCYIapCTBEHHOIO amapara
YIIPaBJICHUS, COCTABJICHUE MPOEKTOB OCHOBHBIX JOKYMEHTOB yIIPaBJICHUSI B COOTBETCTBUU
¢ TpeOOBaHUSAMHU K X 0OPMIICHUIO; YMEHHE OPTaHU30BaTh CIIYk Oy TOKyMEHTAIMOHHOTO
obecrnieueHus yIpaBiIeHUs U pabOTy €e COTPYIHHKOB B YUPEKISHUH, OPTaHU3AINHN U Ha
PEINPUSTHH; BBISBIICHHE 3aKOHOMEPHOCTH U3MEHEHHS 00beMa IOKyMEHTO000pOTa,
BHEJIPEHUE PALIMOHAIBHOM TEXHOJIOTUHU MTPUEMa, MPOXOKICHHUSI, OJTOTOBKH U OTIPABKHU
JIOKYMEHTOB B TPAJUIIMOHHBIX YCIOBUSIX U B YCIOBUSX pabOThI C MPUMEHEHUEM CPEJICTB
BBIYUCIIUTEIBLHON TEXHUKH; OpraHu3alys PEerucTpalyu JTOKyMEHTOB; OpraHu3alus
KOHTPOJIS 32 UCITOJIHEHUEM JJOKYMEHTOB; OPTaHU3aIIMs OTIEPATUBHOTO XPaHEHUS
JIOKYMEHTOB; CAMOCTOSATEJIbHBIM MOUCK MH(POPMALIMK TI0 MOTYYSHHOMY 3alaHut0, cOOp U
aHaJiM3 HOBOW HOPMAaTHUBHO-NPAaBOBOM MHGOPMAITUH, HEOOXOAUMOH ISl TPABUIILHOTO
odopMIICHHS YIIPABICHYECKUX IOKYMEHTOB; aHAJIN3 U BBISBICHUE TTpo0jIeM B paboTe
CITY’KOBI JIOKYMEHTAITMOHHOTO 00ECTICUCHHS YIIPABJICHUS B OPraHU3AIMH; IPUMECHEHHUE
COBPEMEHHBIX TEXHOJIOTHI ¥ METOJIMK JIJISI COBEPIICHCTBOBAHHUS Pa0OThI CITY>KObI
JTIOKYMEHTAIIMOHHOTO 00SCIICUeHUsI YIIPABIICHHUS B OPTaHU3AIMAX, YUPSKICHUAX U Ha
MPEANPUSITUSX.

Kparkoe cogepkanue TUCHUIIIMHBI

B pesynbrare usydeHus Kypca CTyA€HTHI I0JKHBI 3HaTh OCHOBHBIE MpaBuia 0(OpMICHHUS
JOKYMEHTOB, UCIIOJIb3YEMBIX B IIPAKTHUKE yIIpaBIeHHs opranu3anuei. CTyqeHTsl
3HAKOMSATCS ¢ 00pa3ljaMy OCHOBHBIX BUJOB YIIPABIEHYECKUX JOKYMEHTOB, UCIIOJIb3YEMBIX
B POCCUICKON MPAKTHKE, MOTyYaloT IPAKTUYECKUE HABBIKU COCTABIECHUS U O(OPMIICHHS
YIPABIEHYECKUX JOKYMEHTOB; TAK)KE U3Y4YaloT IPUHIUIBI U [TpaBUjIa OpraHu3alnu
paboThI ¢ TOKyMEHTaMHU, BBIIOIHSIIOT ONepaluy 1o 00paboTke JOKYMEHTOB.

2. Komnerenuuu ody4yawmerocsi, opmupyemMbie B pe3yJbTare 0CBOCHMSI
AUCIHUANIMHBI

[Inanupyemble pe3yabTaThl OCBOCHUS [Tnanupyemble pe3yabTaThl
OII BO (xomnieTeH1un) o0yuenust o gucuuruinHe (3Y Her)

3HaTh:MHCTPYMEHTAJIbHbIE CPEJICTBA /Ui 00pabOTKU
YKOHOMHUYECKHUX JaHHBIX, METObl aHAIN3A
pPE3YIBTaTOB SKOHOMUUECKUX PACUETOB U
000CHOBAHHUS MOJTyYEHHBIX BHIBOJOB

OIIK-3 cnocoOHOCTBIO BEIOPATh
WHCTPYMEHTAIBHBIE CPEACTBA I 00padOTKH

HSKOHOMHUYECKHX JIaHHBIX B COOTBETCTBUH C
IIOCTABJICHHOM 3aJjadyeii, IPOAHAIN3UPOBAThH
pEe3yJIbTaThl PACYETOB U OOOCHOBATH MOIyUYEHHbIE
BBIBO/JIbI

YMETh:BBIOpATh HHCTPYMEHTAIBHBIE CPEJICTBA IS
00pabOTKH IKOHOMUYECKUX JTAHHBIX B
COOTBETCTBHH C IIOCTABJICHHOM 3aIadeii,
QHAJIM3UPOBATh PE3YJbTAaThl PACYETOB U 00OCHOBATH
MOy YCHHBIC BBIBOJIBI




BrnaseTs:criocoOHOCTHIO BEIOpATh
WHCTPYMEHTAIBHBIC CPEICTBA JIJIs1 00pabOTKH
DKOHOMHNYCCKUX JAaHHBIX B COOTBETCTBUMH C
MMOCTaBJIECHHOM 3a7a4eid, MPOaHAIU3UPOBAThH
[pEe3yJIBTaThl PACY€TOB U 00OCHOBATH MOJIyYEHHBIE
BBIBOIbI

ITK-7 criocoOHOCTBIO, UCTIONB3Ysl OTEUECTBEHHBIE U
3apyOexHble HCTOYHUKH UHPOPMAIH, COOpaTh
HEOOXOIMMBIE TaHHBIE TIPOAHATM3UPOBATh UX U

HOATOTOBUTH MH(OPMAIIMOHHBIN 0030p W/Win
AHAJUTUYECKUNA OTYET

3HATh:0TEUECTBEHHBIE U 3apPYOEIKHBIE HCTOYHUKHU
uHGOpPMAIH, METOBI COOpa HEOOXOAMMBIX
TaHHBIX, METOJIBI AHAJTM3a MX U TIOATOTOBKH
WHGOPMAITMOHHBIX 0030POB W/MJIH aHATUTHYECKUX
OTYETOB

'YMETh:UCIIONIB3YsI OTEUECTBEHHBIE U 3apyOEKHbIE
HUCTOYHUKHU MH(pOpMAaLUU, cOOUpaTh HEOOXOANMBbIE
TaHHbIE, aHAJTN3UPOBATh UX U TOTOBUTH
WHGOPMAITMOHHBIN 0030p W/UIIM aHATUTUYECKUN
OTYeT

BiianeTh:cClIoCOOHOCTHIO, UCTIONB3YS OTEUCCTBECHHBIC
1 3apyOeXKHbIE HCTOYHHKH WH(OPMAITIH, COOPaTh
HEOOXOMMBbIE JTAHHBIC POAHATTU3UPOBATh X U
MOJITOTOBUTH MH(GOPMAIIMOHHBIN 0030p W/WIH
QHAIUTUYECKUN OTUET

[1K-14 cnocoOHOCTBIO OCYIIECTBISATh
JOKYMEHTHUPOBAHUE XO35IMCTBEHHBIX OIEpaLNii,
MPOBOJIMTH YUET JICHE)KHBIX CPEJICTB,
pa3pabatsiBaTh pabOUUil MIIaH CUETOB
OyXTaJTepCKOTO y4eTa OpraHu3aluu U
(hopMUpOBaTH Ha €T0 OCHOBE OyXTalaTepCKue
MPOBOAKHU

3HATH:METO/IbI U CIIOCOOBI JOKYMEHTHPOBAHUS
XO35ICTBEHHBIX ONepaIui, IPOBEACHUS yUeTa
NICHEeXKHBIX CPECTB, Pa3pabOTKU pabouero riaHa
CUETOB OyXTaJITepPCKOTO y4eTa, OpraHu3alnuu ’
(dbopMUpOBaTH Ha €r0 OCHOBE OyXTaJITePCKUE
TIPOBOJIKH

YMETh: OCYIIECTBISATh JOKyMEHTUPOBAHHE
XO3SICTBEHHBIX ONEpalnuil, IpOBOIUTH YUET
TEHEXHBIX CPEJICTB, pa3padaThiBaTh pabOUYMil TUIaH
CUeTOB OyXTalNTEePCKOTO y4eTa OpraHu3aIuu 1
dbopMHpOBaATH HA €TO OCHOBE OYXTaJITEPCKHE
MPOBOAKHU

BrianeTh:cloCOOHOCTHIO OCYIIECTBISATh
TOKYMEHTHUPOBAHUE X035 MCTBEHHBIX ONEPALUH,
MPOBOAUTH YUET JACHEKHBIX CPECTB,
pa3pabaThiBaTh pabOYMil TUIaH CYETOB
OyXranTepcKoro yyeTa OpraHu3alud U
(dopMupoOBaTH Ha €r0 OCHOBE OyXTraJITepCKue
MPOBOAKHU

3. Mecro nucuuninnbl B ctpykrype OII BO

[TepeveHp NpeaIIECTBYOMUX TUCIUILINH,
BUJIOB pabOT y4eOHOTro IyIaHa

[lepedeHs MOCIETYIOMNX AUCITUTLTHH,
BUJIOB paboT

b.1.21 Byxrantepckuii yuer,
/1B.1.01.01 ITpaBoBeneHue,
J1B.1.03.01 Uudopmatrka

[Ipon3BoACTBEHHAS IPAKTHKA, TPEITUTTIOMHAS
npakTuka (10 cemectp)

Tpe6OBaHI/I}I K «BXOOHBIM» 3HAHUAM, YMCHUAM, HABBIKAM CTYIACHTA, HCO6XO,Z[I/IMBIM
IIpu OCBOCHUU ,ZIaHHOfI JAUCTUITIINHBI 1 HpI/I06p€T€HHBIM B PC3YJILTATC OCBOCHUA

MPEAMICCTBYONTUX JUCITUTIIIAH:

Hucuunimnza

| TpeboBanus




3HAHUS TPOTPAMMHOTO 00€CTICUEHUS
MPUMEHSIEMOTO JIJIs1 aHAJIN3a X035MCTBEHHON
TOKyMEHTAIlMU Ha IPEINPUATUN YMEHUS
WCITOJIb30BaHUS TTPOTPAMMHOTO 00ECIICUSHUS
J1B.1.03.01 UudopmaTuka MPUMEHSEMOTO ISl aHAJIU3a X031UCTBEHHOU
TOKyMEHTAIIMW Ha Tpeanpustuu HaBbik
WCTIOJIB30BaHUS POTPAMMHOTO 00ECTIeUeHUs
MIPUMEHSIEMOTO JIJIS1 aHAJIN3a XO35MCTBEHHON
TOKyMEHTAIMU Ha IPEIIPUSTUN

3HaHUS CTPYKTYPHI M COAEpkKaHUs OyXTranTepcKoi
TOKyMEHTAllMW Ha IPEANPUATUNLAN Ha
NPEIIPUATUN YMEHUS aHAJIM3UPOBATD,
KOPPEKTUPOBATh U MCIOIb30BaTh CTPYKTYPBI U
coiep>KaHus OyXraiaTepcKoil JOKyMEeHTallul Ha
npeanpuaTid HaBbIKM MCTIOJIB30BaHMS CTPYKTYPHI U
coiep>KaHus OyXraiaTepcKoil JOKyMEeHTallul Ha
NpeanpUiITUN

b.1.21 Byxrantepckuii yuer

3HaHUA [TPABOBBIX HOPM U MPABUJI
(GYHKIMOHUPOBaHUS NPEANPUATHS YMEHUS O
MCIIOJIb30BaHUIO MIPABOBBIX HOPM M IPaBUII
(byHKUIMOHUpPOBaHUS peanpusTus HaBbik
MCIIOJIb30BaHMsI IPABOBBIX HOPM U IIPABUIT
(YHKIMOHUPOBAHMS IPEAIPUATHS

J1B.1.01.01 IIpaBoBeneHue

4. O0béM 1 BUABI YUeOHOI padoOTHI

OO0mas Tpya0eMKOCTh TUCHUILUIMHBI cocTaBiseT 3 3.e., 108 4.

Pacnpenenenue
Bcero M0 CEMECTpaM B yacax
Bun yuebHoit paboThl
4acoB Homep cemectpa
9
OO6mmas Tpya0EMKOCTh AUCIIUTLITMHBI 108 108
Ayoumopnvie 3aHAmus: 12 12
Jlexumu (JI) 8 8
[IpakTueckue 3aHATUS, CEMUHAPHI U (WJIN) IPYTHE BUIIBI 4 4
aynuTopHbIxX 3aHsaTui (I13)
Jlabopartopusbie pabotsI (JIP) 0 0
Camocmosmenvuas paboma (CPC) 96 96
MOATOTOBKA K 3a4ETY 48 48
[ToaroroBka K TEKyIeMy KOHTPOJIIO 18 18
BBITIOJTHEHHE KOHTPOJILHOM paboThl paboTel Ha Temy " [IpaBuiia 30 30
ogopMIIeHHsI OCHOBHBIX BUJIOB TOKyMEHTOB"
By uToroBoro KOHTposs (3auet, Aud.3a4yeT, SK3aMeH ) - 3a4eT

5. Conep:kaHue IMCUUIIMHBI

O0beM ayTUTOPHBIX 3aHATHH TIO

No
HanMeHoBaHue pa3iesioB JUCIUTITHHBI BHJaM B Yacax

pasena Bcero J | II3 JIP

1 |[lesonpon3BOACTBO HA IPEIITPHUITHH. 3 2 1 0




) [TpaBuia opopMIIeHHS OCHOBHBIX BHJIOB OPTaHU3aLIMOHHO 6 4 ) 0
pacoOpsANTEIbHBIX TOKYMEHTOB
3 |OcHoBHbBIE IPUHIUIIBI PAOOTHI C TOKYMEHTaMU 3 2 1 0
5.1. Jlekuum
Ne Ne Kon-
HammenoBaHMe WM KpaTKO€e COAEPKAaHUE JIEKIIMOHHOTO 3aHATUS BO
neKuujpasaena
4acoB
[lenonpounsBoacTBO Ha npeanpusaTuu. JJokyment. HopmMatuBHO-MeTOAMUECKAS
1 1 OoCHOBA jaenonpousBoacTea. lOpuanueckoe 3HaueHNe JoOKyMeHTa. Buapl OaHkoB 1 | 2
TpeOOBaHUS MPEAbSIBIIEMbIe IPU UX 0(hOPMIICHUU
OpraHu3anvoHHbIE JOKYMEHTBI: 3HaueHUs, QYHKIMHU U IIPaBUiIa UX OPOMIICHUS.
'YctaB opranuzaruu. [lonoxkenne 06 opraHu3anuu. YdpeauTeIbHbINA JOTOBOP.
2 2 |MHcTpyKuMs. IpaBuiia BHyTPEHHETO TPYAOBOro pacnopsaka. [lonoxenue o 2
nepcoHane. PernmaMment. cTpykTypa u mratHas yucieHHocTs. [lITarnoe
pacnycaHue.
PacriopsiauTenbHble TOKYMEHTHI. [Iprka3. pacriopsbkeHue U ykazaHue. Beinncka u3
3 5  |MPHKa3a. pacmopsTUTENbHbIE IOKYMEHTBI, IPUHATHIC KOJUIETHANBHBIMH OpraHamH. |
CripaBouHO-MH(pOPMALMOHHBIE TOKyMeHTHI. CiryskeOHoe muchbMo. [IpoTokosn. AKT.
Crnpaska. Jloknaanas 3anucka. ObsICHUTENbHAS 3alUCKa.
4 3 OcHOBHBIE IPUHLUIIBI PaOOTHI C TOKyMeHTaMU. OniepaTUBHOE XpaHEHUE AeT U )
MOJTOTOBKA K [Iepe/laue B apXUB Ha NPEANPUATHUAX
5.2. IlpakTHyecKne 3aHATUS, CEMUHAPBI
Ne Ne Koa-
HanmeHnoBanue niam KpaTkoe coepKaHue MPaKTUYECKOTO 3aHATHS, CEMUHApa BO
3aHATHA|pa3IeNa)
4acoB
1 1 |dokymeHTHI U cucTeMa AoKkyMeHTanuu. CTpyKTypa HOpMaTuBHOM 0a3bl 1
3 ) Cocrapnenne u ohopMIIeHHE OPTaHU3aAMOHHON JOKYMEHTAIMH PEATNPHUSTHS. )
CocrapneHue u 0hopMIIEHUE pacliopsIUTEIbHON TOKYMEHTALUU NPEeTPUATUS
2 3 |Opranuzanms TOKyMEHTOOOOpOTa Ha MPEANPHUATHN B TIOPA3ACICHHIX 1

5.3. JIaboparopHbie padoThI

He npenycmorpensl

5.4. CamocrosiTesqibHasi padoTa CTyIeHTa

Brimonmaenne CPC

Bun pabots! u conepkanue 3aaHus

Crincox nureparypsl (¢ yKa3aHUEM
pasnesnoB, IiiaB, CTPAHUII)

Kom-Bo yacos

CorracHO OCHOBHOM U TOMOJIHUATEILHOM

[loaroroBka K TEKyIeMy KOHTPOIIO [PEKOMEH/I0BAHHOM JIUTEPATYPHhI MO 18
TTUCITATIITNHE
BBITIOJTHEHHE KOHTPOJIbHOUM paboThl paboThl |CoIvIacCHO OCHOBHOM U JTOTIOJIHUTEIbHON
Ha Temy " [IpaBuia odopMieHHsI OCHOBHBIX [PEKOMEHIOBAHHOM JTUTEPATYpPhI MO 30
BHJIOB JJOKyMEHTOB" TTACLIUTUTMHE
CormnacHO OCHOBHOM U JOIOJHUTEIBHON
[ToaroroBka K 3a4€Ty [PEKOMEHIOBAHHOM JINTEPATYPHI 11O 48

AUCHUITIIINHC




6. UnHOBauMOHHbBIE 00pa30BaTe/IbHbIEC TEXHOJOT UM, UCII0JIb3yeMble B Y4eOHOM

npoiiecce
Koi-Bo
NuHoBanmonHbie GopMbl Bun paboter KpaTkoe olHCAHHe -
y4eOHBIX 3aHATUI (JI, 113, JIP) p Y.
JacoB
KaxIplil CTYIEHT TOTOBUTCSA U VUACTBYET B
[IpakTHueckue AABTH CTYA y et B
JlenoBas urpa NI€JI0BOM UTPE ITUKE BEJICHUS IIEKTPOHHOU 1
3aHATHUS U CEMUHAPBI
MepEenucKu

Co0cTBeHHBbIC HHHOBALIMOHHBbIE CIIOCO0BI M METOAbI, HCIIOJIb3yeMble B
o0pa3oBaTeJIbHOM IpoLecce

HNHHOBaIMOHHBIE
dbopmbl 00yUeHus

Kpatkoe onucanne u npuMepsl UCIONIb30BAHUS B TEMaX U pas3zenax

pazbop keiico

Kakaplil CTyIEHT penaeT KeHChl Ha 3aJaHHYIO NIPENoJaBaTeeM TEMY UCTIONb3Ys
HOBEWIIINE UCTOYHUKHU MH(OpMAIUU 10 Hell. Ha 3aHATHSAX POHCXOTUT
COBMECTHOE 00CYXJIeHHE UX COOOLICHUH, BbIpadaThIBaeTCsl 00Iask O3ULUS 110
OTHOULIEHUIO K TEME.

Hcnonp3oBaHue pe3yabTaTOB HAYYHBIX HCCIIEIOBAHUM, POBOAUMBIX YHUBEPCUTETOM, B
paMKax JJaHHOW nucHuIuInHbL: Mcnonbs3oBanue metona ananuza kontenta (MKC)

7. ®ona oueHouHbIX cpeacts (POC) aist npoBeAeHNs TEKYLIEro KOHTPOJIS
yCIIeBaeMOCTH, IPOMEKYTOYHOM aTTeCTALMHU I10 UTOraM OCBOCHUS JUCHUIIIMHbBI

7.1. IlacnopTt ¢oHIa OLIEHOYHBIX CPEACTB

HanmenoBanune pas3aciioB

Bun xonTpOIs

KonTponupyemas komnerenius 3Y Hor (BKITFOUAS NoNe 3aganuii
JUCTTUTUTAHBI .
TEKYIIHUN)
OIIK-3 cnocoGHOCTBIO BEIOPATh
WHCTPYMEHTAJIbHBIC CPEACTBA ISt
by pesl g BOTIPOCHI K
00pabOTKU SKOHOMUYECKUX TAHHBIX B
Bce paznenbt . . 3a4er 3a4eTy 1o
COOTBETCTBUU C ITOCTaBICHHOM 3aja4yeil,
JTUCITUTITAHE
MIPOaHATH3UPOBATh PE3YAbTATHl PACUETOB
1 000CHOBATH TIOJTYYCHHBIC BBIBOIBI
[TK-14 ciocoOHOCTHIO OCYIIECTBIATD
JIOKYMEHTUPOBAHUE XO35IICTBEHHBIX
orepauii, MPOBOAUTH YUET JICHEHKHBIX BOTIPOCHI K
Bce pazgensr CpEICTB, pa3pabarbiBaTh pabounii miiaH 3a4er 3a4eTy 1o
CUETOB OyXTaJITEpPCKOTO ydeTa TUCITUTLTAHE
opranuzanuu u GopMHUpOBaTH Ha €r0
OCHOBE OyXrajaTepckue MpOBOJIKH
[TK-7 cniocoOHOCTEI0, UCTIONB3YS
OTEUYECTBEHHBIE U 3apyOeKHbIE
BOTIPOCHI K
WCTOYHUKHU MH(pOpMAIH, COOpaTh
Bce pazgensr 3a4er 3a4eTy 1o
HE0OXOMMbIE JaHHbIE POAHATN3UPOBATH [E—
WX U TIOJTOTOBUTH HH(POPMAIIMOHHBIN
0030p W/Wu aHATUTHYECKUNA OTYET
[IpaBuna opopmneHus [1K-14 cnocoOHOCTBIO OCYIIECTBISATh BBITIOJTHEHHUE
OCHOBHBIX BUJIOB JIOKYMEHTUPOBAHUE XO35ICTBEHHBIX KOHTPOJIBHOM 1-13
OpTraHHU3aIIOHHO orepaIyii, MPOBOJUTH YUET JICHEKHBIX paboTHI




pacnopsAUTEIbHBIX CpPEeACTB, pa3pabaThiBaTh paboUMii TIIaH
JIOKYMEHTOB CUeToB OyXTaJTepCKOro yuera
OpraHu3anyu U GopMHUPOBATH HA €TO
OCHOBE OyXrajaTepckue MpOBOJIKH
[TK-7 crmocoOHOCTBIO, UCTIONB3YS
OTEUECTBEHHBIE U 3apyOeKHbIE TEKYIUN
OCHOBHBIE IPUHIIMIIBI HCTOYHHUKHU UHPOpPMALIUU, cCOOpaTh (pemenue 1.4
paboThI C TOKyMEHTaMH |[HE0OXOMMbIE JaHHBIE MPOAHAIN3UPOBATE| MPAKTUIECKUX
WX ¥ MIOATOTOBUTH WH(POPMAITMOHHBINA 3aza4)
0030p W/ UITU aHATTUTUYECKUI OTYET
[TK-14 cnocoGHOCTHIO OCYIIECTBIATh
[IpaBuia opopmiienus JIOKyMEHTHUPOBAHHE XO3SHCTBEHHBIX Texyuuil
OCHOBHBIX BHJIOB ONEpAaLHii, MPOBOJUTH yUET JEHEKHBIX
OpPraHU3alMOHHO CpEeNCTB, pa3padaThiBaTh pabOYMil TUIaH (pemerme 1-4
MPAKTUYECKUX
pacnopsIUTENbHBIX CUeTOB OyXTalTepCKOro ydera
JIOKyMEHTOB opraHmsanuu u ¢GopMHUpOBaTh Ha €r0 3anas)
OCHOBE OyXraJTepcKue NpOBOAKH
OIIK-3 crmocoOHOCThIO BEIOpATH 3ayane s
UHCTPYMEHTAJIbHBIE CPEACTBA IS Texymni
OCHOBHBIE TPUHITUTIBI 00pabOTKH SKOHOMHUYECKHX JaHHBIX B |(3amanue "DTHKa BHHOHI,{,eHHﬂ
paboTHI C IOKYMEHTAMH | COOTBETCTBHU C TIOCTABIICHHOW 3a]1aueH, JIETTIOBOM paGoret STHKa
MIPOAHATU3UPOBATh PE3YABTATHl PACUETOB | TEpEnucKu’) JICTIOBOH "
1 000CHOBATH MOJTyYEHHBIE BHIBOIBI fepenmerH

7.2. Buabl KOHTPOJIsI, IPOLEAYPHI IPOBeIeHNsI, KPUTEPUH OLICHMBAHUS

Bun xonTpOIS

[Iponienypsl npoBeACHUS U OLIEHUBAHUS

Kpurepun onieHuBaHus

3a4cT

3adeT NpoBOAUTCS B (pOpME UTOTOBOTO KOMIIBIOTEPHOT'O
TECTUPOBAHUS, IO PE3YNIbTaTaM KOTOPOTO CTYJIEHT MOXKET
MONy4YuTh MakcuManbHo 50 6annos. torosoe
TECTUpOBaHUE coAep UT 50 BOIIPOCOB, 3aTparuBaroInX Bce
pazzaensl kypca "JlokyMeHTOOO0POT U IEIOMPOU3BOACTBO"
Y TIO3BOJISIIOLINX OLIEHUTH C(HOPMUPOBAHHOCTH
kommneteHuil. Ha orBets! orBoauTcs 1 yac. [lpu
OLICHUBAHUU PE3YJITATOB MEPONPUSITHS UCIIOIB3YETCS
OaITbHO-PEUTUHTOBAsI CUCTEMA OIICHUBAHUS PE3YIBTATOB
y4eOHOM e TeIbHOCTH 00y4aromuxcst (yTBepxaeHa
npukazoM pekropa ot 24.05.2019 . Ne 179) I1paBuibHbIii
OTBET Ha BOIIPOC cooTBeTcTBYET 1 Gammy. HenpaBunbHbIi
OTBET Ha BoMpoc cooTBeTcTBYyeT () OamioB. MakcuManbHOE
Konu4ecTBo O6aiioB — 50. Munumansubii 6amt - 30. Ilocne
MIPOXOXK/IEHHSI HUTOTOBOTO TECTUPOBAHMS, €TO PE3YJIBTAThI
CYMMUPYIOTCS C pe3yJIbTaTaMH, OJy4YE€HHbIMU B TEUEHUE
yuebHoro cemectpa. [Ipu HeynoBIETBOPUTEIHHOM
MIPOXOXKICHUH TECTUPOBAHUS CTYJEHTY MOXET OBbITh
NPEIOKEH TEOPETHUECKUI OMIIeT, BKIIIOYAIOIIHA 2
BOIpOCa U3 pas3zenoB Kypca. Ha moaroroBky orseToB
CTYACHTY Aaetcs 45 MUHYT, IOCJIE YEro MPOUCXOAUT
WHIUBUyallbHAs Oecena ¢ npemnojasareieM. B ciayuae
HEKOPPEKTHO WJIM HEMPABWIBHO JAHHBIX OTBETOB CTYJECHTY
MOTYT OBITH 33/IaHBI YTOYHSIONIHE BOMIPOCHI U3 3TON TEMBI.
[Ipu onleHMBaHUY pE3yIBTATOB MEPONPUATHS UCTIONB3YETCS
OaJIIbHO-PEUTUHIOBasl CUCTEMA OLICHUBAHUSI PE3YyJIbTaTOB
yueOHOIl iesTenbHOCTH 00yuaromxcs (YTBepKaeHa

npuka3zoM pexropa ot 24.05.2019 . Ne 179) Becooii

3a4TeHO: BeIMYNHA
peliTuHra o0y4aromero
ot 60%

He 3auTeHo: BenuunHa
peiTHHra 00y4aroIiero
menee 60%




ko3¢ durmenr -1.

BBIIIOJIHEHHE
KOHTPOJIBHOU
paboThI

[IpoBepka npakTUUECKHUX 3aJaHU, BXOASIIUX B COCTaB
CEeMEeCTPOBOM PabOTHI 1O AUCIUIUIMHE. 3aJaHue Ha
CEMECTPOBYIO pabOTy BBIAETCS Ha IEPBOM 3aHATUU
yueOHoro cemectpa. [locne npoBepku paboThl U
yCTpaHEeHUH Bcex 3aMeyaHuil paboTa JIolmycKaeTcs K
3amute. [Ipu onleHUBaHUM PE3yabTaTOB MEPOTIPUSATHS
UCTIONb3yeTcs OaIbHO-PEHUTUHTOBAs CUCTEMA OLIEHUBAHUS
PE3YJIBTAaTOB YUEOHOU JMeATeTbHOCTH 00yYarOIIIXCs
(yTBepxeHa npuka3oM pekropa ot 24.05.2019 . Ne 179).
MaxkcumanbHoe koiandecTBo — 50 6anoB. MuHUManbHOe
Koin4yecTBO 6amioB-30. BecoBoit koappuuueHT
MeponpusTus — 1.

3aureHo: ot 60% u BbILIE
BBITMIOJTHEHUE 3aJJaHU,
MPaKTUYECKUX 3a/1a4,
BKJIFOYCHHBIX B
CEMECTPOBYIO paboTy

He 3auteno: peiiTunr
oOyuaromierocs 3a
Mepornpustue meHee 60
%

Texymni
(3amanue "DTHKa
JIETTIOBOM
Nepenucku’)

[IpoBepka mpakTUYeCKOro 3aiaHus "ITHKa J1eJI0BOM
nepenucku". 3aaHue COCTOUT U3 TPEX BAPHUAHTOB ITUCEM,
OTIPABJICHHBIX 110 3JICKTPOHHOM MOYTE, B K)KJJOM BapHAHTE
nBa 3a1aHust. Heo6Xo1uMo BBINOIHUTG BCE TPU BapUaHTA.
3amaHue BBIIAETCS CTY/IEHTY Ha TIEPBOM 3aHATHH YI€OHOTO
cemectpa. [Ipu oleHuBaHUM PE3yabTaTOB MEPONIPUATHS
UCTIONB3YeTCs OaJUTbHO-PEHTUHTOBASI CUCTEMA OLICHIUBAHUS
Pe3y/IbTaToB yUeOHOH e TeNbHOCTH 00yUYaroIMXCs
(yTBepikaeHa npuka3om pekropa ot 24.05.2019 . Ne 179).
MakcuMasabHOe KOJIM4eCcTBO 0aioB — 5 0asioB.
MunnMansHOe KonudecTBo 6ainos-0. BecoBoit
ko3¢ urmeHt meponpusTus — 1.

3a4TEeHO: pEUTUHT
oOyJaromierocs 3a
Mepornpustie ot 60 %
He 3auteno: peiiTuHr
oOyuyarorierocs 3a
MepornpusTie Menee 60
%

TEKYILUN
(pemenue
MIPaKTUYECKUX
3a/1a9)

Ha npaktuueckux 3aHATUSX CTYACHTY BBIIACTCS
IPAaKTHYECKOE 3aJaHHE (COCTABIIEHUE OIPEIEICHHOIO BUAA
JIOKYMEHTA) COIVIACHO €r0 BapuaHTy (BapuaHT Ha3HAYaeTCs
10 crucKy). CTy[IeHT BBIIOJIHSET 3a/1aHUE Ha KOMIIBIOTEPE

Ha MPAKTUYECKOM 3aHATUU. BrInonHeHHoe 3a/1aHne
OTIIpaBJIIET HA IPOBEPKY B COOTBETCTBYIOLEH BKJIA/IKE
kypca Onekrponnoro FOYpI'Y 2.0. Becero crynent
BBINOJHSET 4 MpakTU4YecKux 3aaanud. [Ipu oneHnBanun
PE3YIABTaTOB MEPOTIPUSTHUS UCTIONB3YETCs OAIBHO-
pPEUTHHIOBas CCTEMa OLICHUBAHUS PE3yIbTaTOB yueOHOM
NEeSITeNIbHOCTH 00yJaromuxcs (yTBepxkaeHa MPUKa30M
pekropa ot 24.05.2019 . Ne 179). MakcumainbsHoe
KOJTMYECTBO — 5 0aJuIoB 3a Kaxkaoe 3ajanue. MuHuManbHOe
KouecTBO 06amtoB-0. BecoBoii koaddunment
MeponpusaTus — 1.

3a4TEeHO: pEUTUHT
oOyuarormierocs 3a
MeponpusaTue ot 60 %
He 3auTeno: pedTuHr
oOyyaromierocs 3a

MeponpusTiue MeHee 60
%

7.3. TunoBbie KOHTPOJIbHBbIE 3aJaHUS

Bun xonTpONs

TwumoBeie KOHTPOJIBHBIC 3aJIaHUA

3a4cT

2.PeKBU3UTHI TOKYMEHTOB
3. TpeboBaHus K JOKyMEHTaM
4.OCHOBHBIE T'PYTIITHI YIIPABIEHYECKUX JTOKYMEHTOB

opopMieHuUs

KoHTposibHBIE BONPOCHI U 3aJIaHUs JJIsl IPOBEACHUS 3a4eTa:
1.0OcHOBHBIE TpeOOBaHUS 110 OOPMIICHHUIO YIIPABIEHYECKON JOKYMEHTAILIUH

S.HpI/IKaSLI 110 OCHOBHOMH JI€STEIbHOCTH: IIOHATHCE, 0COOCHHOCTH COCTABIICHHS U

6.ITpoToKOIBI: TOHSATHE, 0COOEHHOCTH COCTABICHHS U O(hOPMIIEHUS

7.AKTBI: IOHATHE, 0COOEHHOCTH COCTaBICHUS U 0)OPMIICHUS

8.Jlok1aiHbIe 3aIMCKU: TOHATHE, OCOOEHHOCTH COCTABICHUS U 0(OPMIICHUS
9.00bsICHUTEIbHBIE 3aITUCKU: TOHSITHE, 0COOEHHOCTH COCTABIICHUSI U 0O)OPMIICHUS




10.CnpaBku: OHATHE, OCOOCHHOCTH COCTABJICHUS ¥ O(OPMIICHHS
11.KoHTpaKThI: TOHATHE, OCOOEHHOCTH COCTABJICHUS U OPOPMIICHUS
12.JloxymeHTaIus 10 JINYHOMY COCTaBYy

13.I1pukassl 10 JIMYHOMY COCTaBY: MOHITHE, 0COOCHHOCTH COCTABJICHUS U
odopmiteHus

14.0cobeHHOCTH cocTaBa peKBU3UTOB M o(hopMIIeHHs 001Iero OinaHka, OJaHka
MUChbMa, OJTAHKOB KOHKPETHOTO BHJa JOKYMEHTa

15.®naroBeiii ¥ IIEHTPOBOM CITOCOO PACIIONIOKEHHSI PEKBU3UTOB

16.I1onstus: "opunmaneusiii fokymeHt", "Opurunan”, "Konus", "yonukat"
17 Knaccudukanus 10KyMEHTOB, CO3/IAIOIINUXCS B TIPOIIECCE YIPaBIEHYECKOM
e TEIBHOCTH

18.0OcHOBHBIE QYHKITUN JOKYMEHTOB

19.CymHOCTh YHU(DUKAIIUY U CTAHIAPTU3AINH JOKYMEHTOB
20.DopMupoBanue aein

21.IToaroroBka Jien K MOCIEAYIOMIEMY XPaHEHHUIO U UCTIOJb30BAHUIO
22.CoBpeMEHHOE JET0BOE MTUCHMO

23[Topsiiok paboThl C BHYTPEHHHUMHU JOKYMEHTaMH

24 Homenknatypa aen. OOIIue moaoKeHus

25.00paboTka MOCTYMAIOIINX JOKYMEHTOB

26.3amura 10KyMEHTOB, COJIEPKAIIUX KOMMEPUYECKYIO TallHY

277.CBenieHus1, OTHOCSIIUECS K KOMMEPUYECKOM TallHe MpeapUsITHS
[IPUMEPHBIN TECT AJI MOATOTOBKH K 3a4eTy.docx

BBIITOJIHEHHE
KOHTPOJIbHOM
paboThI

3aaHue Ha KOHTPOJIbHYIO paboTy:

CocTaBUTb OCHOBHBIE BUJIbI TOKYMEHTOB, & IMEHHO JIMYHBIE JIOKYMEHTHI
(1.aBTOOHMOTpadus, 2.pe3romMe), OpraHU3aUOHHO - PACTIOPSIUTEITBHBIE TOKYMEHTHI
(3.I1pukas, 4.pacniopspkeHue,S. CIy>)KeOHYIO 3aIHCKY, 6./10KJIaJHYIO 3aIHCKY,
7.00BSICHUTENIBHYIO 3aITUCKY, 8.pemeHue, 9.mpoToko, 1 0. BRIMUCKY W3 IPOTOKOIA,
11.axT 12.cripaBKy JIU4YHOrO Xapakrepa. 13. cripaBKy IpOU3BOJICTBEHHOIO
XapaKkTepa).

Texymuii (3amanue
"DTHKa OeN0BOt
nepenucku')

3amanne - OTUKA nenoBoit nmepenucku.docx

TEKyIINH (pereHue
PaKTUYECKHX 3a/1a4)

3a/IlaHUA TCKYIICTO KOHTpOJ'IH.dOCX; SaHaHI/IH.dOCX

8. YueOHO-MeTOAMUYECKOE M MH(OPMAIIMOHHOE O0ecTedeHue TUCHUIIIMHBI

ITeyaTHas yuyeOHO-MeTOAUYECKAS JOKYMEHTALMS
@) OCHOBHAs Tumepamypa:

1.

Jenonpon3BoacTBo HHMOPM.-TIPAKT. KypH. McTtopuko-apx. un-t Poc.

roc. rymanutap. yu-ta (PI'TY), Bcepoc. Hayd.-uccien. uH-T JOKYMEHTOBEACHUS U
apx. nena Pocapxusa xxypnain. - M., 2006-2018

2.
TCXHOJOI'us
CHCTCMBI 10

HenonpousBoactBo: O6pasiibl, JOKyMeHThl. OpraHu3anus u
pabotel. C yuetom HoBoro I'OCT P6.30-2003 "VYuudunrpoBaHHbie
KyMEHTaluu. YHU(PUIMPOBAHHAS CUCTEMa OPTaHU3aI[MOHHO-

pacnopsaIUTeIbHON ToKyMeHTauu. TpeboBanus K 0pOpMICHUIO JOKYMEHTOB"

[Texct]| bon
nox pexn. U.

ee 120 nok. B. B. I'anaxos, U. K. Kopnees, I'. H. Kcangonymno u ap.;
K. Kopueesa, B. A. Kyapsesa. - 2-e uzn., nepepab. u jom. - M.:

ITpocnexkt, 2006. - 455 c.

0) OononHumenvbHas Iumepamypa:

1.

Kupcanosa, M. B. Kypc nenmonponsBoacrsa: J[JokymMeHTalIMOHHOE

obecnieuenue ynpasieHus [ TekcT] yue6. mocodue aJisi By30B MO CHEIUATBLHOCTH




"MenemxmenT" M. B. Kupcanosa, 0. M. AkcenoB; HoBocu6. roc. aka.
SKOHOMUKH " y1Ip.; Anmunauctparus [Ipesunenta Poc. ®eneparnuu; Cub. akas. roc.
CITykOBblI. - 5-e u3., uctp. u jgom. - M.; HoBocubupck: UHOPA-M: Cubupckoe
cornamienue, 2002

8) omeuecmeenHvle U 3apyOedtCHble HCYPHANbL O OUCYUNTUHE, UMelouwuecs 6 bubnuomexe.
He npenycmorpenst

2) MemoouuecKue yKasaHus 0 Cmyo0eHmos8 no 0C80EHUI0 OUCYUNTUHDL:
1. A.B.Imuar, H.IO. Bapkosa, FO.M.KaBuyra Yue6Hoe nocobue
" lenonpounsBoAcTBO Ha npeanpustun'. 1M3-so OYPT'Y, 2014
2. A.B.Imuar, H.IO. Bapkosa, FO.M.KaBuyra Yue6Hoe nocobue
" [lenonpounsBoAcTBO Ha npeanpusatun'. M3-so OYPTY, 2014
3. T. H. Konaparsera. JOKYMEHTAILIMOHHOE OBECITEHEHUE
YITPABJIEHUA: yaebnoe nmocodue. Tromens: M3narenscTBo TFOMEHCKOTO
rocynapcTBeHHoro yuusepcurera, 2010. 296 c.

U3 HUX.: yuebHO-Memooudeckoe obecnedenue camocmoamenbHou pabomul cnyoenma:
1.  A.B.IImunar, H.1O. Bapkosa, F0.M.Kapuyra Yue6Hoe nocobue
" lenonpownsBoacTBo Ha npeanpustun'. M3-so FOYPT'Y, 2014
2. T. H. KougparseBa. JOKYMEHTALIMOHHOE OBECIIEHEHUE
YIIPABJIEHUA: yuebHoe nmocobue. Tromenn: M3narenscTtBo TroMeHCKOTO
rocyapcTBeHHOro yuusepcurera, 2010. 296 c.

JJIeKTPOHHAs Y4e0OHO-MeTOANYeCKAs JOKYMEHTAIlUs

HaumenoBanne
Bun
Ne pecypca B bubnuorpaduueckoe onrcanue
JTUTEPATYPBI .
AIIEKTPOHHOH (opme
[llyBanosa, H. H. OcHoBBI Aenonpon3BoacTsa. SA3bik
CITy»EOHOTO JOKyMEHTa : Y4eOHUK U MPAKTUKYM JIsI BYy30B /
1 OcHoBHas ObpazoBarenvHas  |[H. H. LllyBanoBa, A. 1O. MiBaHoBa ; nmox o6mieit penakuueit H.
nuTeparypa rmatdopma FOpaiir  [H. IllyBanoBoit. — 2-e uzn., nepepad. u gorn. — Mocksa :
W3narensctBo HOpaiit, 2020. — 428 c.
https://urait.ru/bcode/450549
[lyBanosa, H. H. Opranusamnus u TeXHOIOTUs
OCHOBHAS OBpasoBarebHas TTOKYMEHTAI[HOHHOTO 00eCTIeYeHUsI YIIPaBICHUS : YYCOHUK U
2 TeDaTYDA nardopva FOpaiit npaktukyM juist By3oB / H. H. IllyBamoBa. — 2-e u3n.,
paTyp p P nepepad. u gon. — Mocksa : M3narensctBo FOpaiit, 2021. —
265 c. https://urait.ru/bcode/469831
Kazakesuu, T. A. JlokymenToBenenue. JJokyMeHTaIMOHHBIN
JononsurensHas |O6pasoparebHas CepBHC : yUeOHUK U MpakTUKyM ais By3oB / T. A. KazakeBuu,
3 TeDpaTYDA nardopma IOpaitt A. W. Tkanuua. — 2-e u3a., ucrp. u 1on. — Mockaa :
patyp P P W3narensctBo HOpaiit, 2020. — 177 c.
https://urait.ru/bcode/452701

9. I/IHq)OpMaIII/IOHH]JIe TEXHOJOI'MM, HCITOJIB3YEMbIE IPH OCYIIECTBJICHUHA
06p33OBaTeHLHOI‘O nmponoecca

HepequB HCIIOJIB3YCMOT'O IIPOIrpaMMHOIO oOecreueHMS:



1. Microsoft-Windows(6eccpodHo)

2. Microsoft-Office(6eccpouno)

3. ®I'AOY BO "IOVYpl'Y (HNY)"-ITopran "Onexrponnsiii OYpI'Y"
(https://edu.susu.ru)(6eccpodno)

[Tepedenp UCTONB3yeMbIX HHGOPMAITMOHHBIX CIIPABOYHBIX CUCTEM:
Her

10. MarepuajibHO-TEXHUYECKOe O0ecnedeHue TUCIUIIINHBI

No OcHOBHOE 000py/I0BaHKE, CTEH/1bI, MAKEThI, KOMIIBIOTEpHAs TEXHHUKA,
Bun 3anaruii a I_l IPeIyCTaHOBJICHHOE IPOrpaMMHOE 0OecIieueHe, UCTIONIBb3YEeMOE JUIs
YA pPa3IMYHBIX BUJIOB 3aHITUN
238
Jlexuun (36) Kommbrorep, IpoeKkTop, 3KpaH, KOJIOHKH

127 KOMIITbIOTEPHBIN KJIACC Kommsrotep, mpoekTop, 18 — MOHOGIOKOB
3auet,nud.3a4er (36) TSI CTYJIEHTOB, TIOJKJTFOYEHHBIX K ceTH VIHTepHET U ¢ JOCTYIIOM B
HIIEKTPOHHYIO WH(OPMAIMOHHO-00pa30BaTEIbHYIO CPEy YHUBEPCUTETA

KOMIIBIOTEPHBIN KJIACC Komrmbrotep, mpoekTop, 18 — MOHOOJIOKOB
CamocrositenbHast  |127

U1 CTY/IEHTOB, ITOJIKJIFOUEHHBIX K ceTu MIHTEpHET U ¢ JoCTynoM B
pabora ctynenra  |(30)

HIIEKTPOHHYIO HH(OPMAIIMOHHO-00pa30BaTEIbHYIO CPEy YHUBEPCUTETA

KOMIIbIOTEPHBIN KJIACC Komrmbrotep, mpoektop, 18 — MOHOGIOKOB
I CTYACHTOB, INOAKIIFOYCHHBIX K CCTHU I/IHTepHeT " C JOCTYIIOM B
HIIEKTPOHHYIO HH(OPMAIIMOHHO-00pa30BaTEeNIbHYIO CPEy YHUBEPCUTETA

[IpakTnueckue 127
3aHATHSA U ceMuHaphl |(30)




