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1. lacnopt ¢oHIA OLIEHOYHBIX CPEICTB

1.1 Obs1acTh NpUMEHEHUSs

q)OHI[ OLOCHOYHBIX CPCACTB IIPCAHAZHAYCH AJIA ITPOBCPKHU PE3YJIbTATOB OCBOCHUA

muciuuinasl Ol 06 JlokyMeHTanMoHHOE oOOecnedeHue yIpaBieHUs pOrpaMMbl

noarotoBku crenuanuctoB cpexnero 3BeHa (IITICC3) mo crenmanprocTH 38.02.01

DKOHOMHUKA U OyxXranTepckuil yuér (Mo oTpacisim).

®OC BKIIOYAET KOHTPOJIbHBIE MAaTepUabl JUIsl IPOBEACHUS TEKYILIEr0 KOHTPOJISA

YCIICBACMOCTH, HpOMC)KYTO‘IHOﬁ aTTcCTallu B q)opMe 9K3aMeHa. MtoroMm sk3ameHa

ABJICTCA OLICHKA B Oamnax: 5 — OTJIMYHO, 4 — XOopo1o, 3 - YAOBJICTBOPHUTCIIBHO, 2 -

HCYIOBJICTBOPUTCIIBHO.

@OC 1O03BOJIIET OLICHUBATh YPOBEHb OCBOCHHS 3HAHUW W YMEHUH IO

TUCIHUILIAHE.

1.2 Pe3yabTaThbl 0CBOCHUSA TUCUMILIMHBI, MOAJIEKANIHE KOHTPOJIIO

B pesynbrare

KOHTPOJIS

N OHOCHKHM II0 JUCHUIIIINHEC

OCYIICCTBIIACTCA

KOMIUJIEKCHAs TPOBEPKA CIEAYIOIIMNX 3HAHUN U YMEHUU MO IMOKa3aTEeIsAM:

Tabmuma 1
PesyabTaTnl 00yyeHus Iloka3aTenu oneHKH ®opmupyemble
pe3yJabTara odue u
npogdeccuoHaIbHbI
€ KOMIeTEeHIINH
Y1- odopMasTh JOKYMEHTAIUIO B - TpaMOTHAasi OpUEHTALINA B OK 01, OK 02,
COOTBETCTBUU C HOpMaTI/IBHOf/'I 6330ﬁ, B o0JIacTu O(l)OpMJ'IeHI/IH OK 03, OK 04,
TOM HHCJIC € HCTONb3OBAHUCM nokymeHTanuu B coorBercTBuu ¢ | OK 05, OK 09,

MH(POPMAIIMOHHBIX TEXHOJIOTHIA;

HOpPMAaTHUBHOM 6a30ii, B TOM 4HCIIe ¢
HCIIOJIb30BAHUEM
MH(OPMALIMOHHBIX TEXHOJIOTHIA;

OK 10

V2 -
aBTOMAaTHU3HPOBAaHHON 00pabOTKH

OCBaMBaTh TCXHOJIOI'NHU

AOKYMCHTAIUH,

- IOCTaTOYHOE OCBOCHUE
TEXHOJIOTUHU aBTOMaTHSHpOBaHHOﬁ
00paboTKN JOKYMEHTAIIHH;

OK 02, OK 04, OK
05, OKO09,IIK 1.1.

V¥ 3- ucnonp3oBarh yHU(PUIIMPOBAHHbBIE
(bOpMBI TOKyMEHTOB;

- TpaMOTHas OpUEHTAINS B
00J1acTH Ha3HAYECHUs
pa3paboTaHHBIX
YHU(DUIUPOBAHHBIX (HhOpM
JTIOKYMEHTOB;

OK 01, OK 02, OK
03, OK 04, OK 05,
OK 09, OK 10, IIK
1.1.

V4 - ocymiecTBIATh XpaHEHUE U TTOUCK
JIOKYMEHTOB;

- IpaBUJIbHASI OPUEHTAIUS B
00J1acTH XpaHEHUS U IMOUCKa
JTIOKYMEHTOB;

OK2OK 3
OK40OK7,0K 10

V5 - ucroan30BaTh

- FpaMOTHAasi OpUEHTALUs B

OK 02, OK 03




TCIICKOMMYHUKAITUOHHBIC TCXHOJIOTUU
B 3JIEKTPOHHOM JIOKYMEHTOO00POTE;

00JIaCTH TEIEKOMMYHHUKAITHOHHBIX
TEXHOJIOTHI B 3JIEKTPOHHOM
JOKYMEHT0000pOTe

OK 04, OK 05,
OK09,IIK 1.1

31 - momsgTHe, 1ENH, 3a0a4H U
MIPUHITUIIBI IETTOTIPOU3BO/ICTBA,

- BEpHOC HU3JI0KECHUC ITOHATHUA,
oeiiv, 3a1a4 1 IIPpUHIOUIIOB
ACIOIIPONU3BOACTBA,

OK 01, OK 4, OK
09, IIK1.1

32 - OCHOBHEIE ITIOHATHUS
JOKYMEHTAIMOHHOTO 00ecreyeHust
yIpaBJICHUS;

- BEpHOE U3JI0KCHUE OCHOBHBIX
MOHSATHH AOKYMCHTAIITMUOHHOTI'O
o0ecrieyeHus yrpaBieHHs;

OK 1, OK 2, OK 4,
OK§,0K9,IIK 1.1

33- cucTeMbl JOKYMEHTALMOHHOTO
o0ecrieueHns1 yIpaBIeHUs;

- MPaBWJIBHOE OMUCAHUE CUCTEM
JOKYMEHTAIlMOHHOTO 00ecredeHus
yIIpaBJICHHUS;

OK 01, OK 2, OK 4,
OK 09, OK 10, TIK
1.1

34 - knaccuUKaLUIO JOKYMEHTOB;

- BCPHOC U3JIOKCHHUC
KJ'IaCCI/I(bI/IKaI_II/II/I JAOKYMCHTOB,;

OK 01, OK 02, OK
04, OK 05, OK 09,
OK 10, IIK 1.1

35 - TpeOoBaHUS K COCTABICHHUIO U
0(pOpMIICHHUIO TOKYMEHTOB;

- MPaBUJIBHOE ONHCAHUE
TpeOOBaHMIT K COCTaBICHUIO U
0(hOpMIICHHIO TOKYMEHTOB;

OK 01, OK 02, OK
03, OK O4, OK 09
K 1.1.

36 - opraHu3aiuio J0KyMEHTO000pOTa:

npueM, 00paboTKy, perucTpaluio,
KOHTPOJTb, XpaHCHHE JJOKYyMEHTOB,
HOMEHKJIATYPY JeIT;

- IPaBUJILHOE ONKCAHUE
OpraHM3aIfIo JOKYMEHTO000pOoTa,
npuéma, o0pabOTKH, peruCTpaIlHH,
KOHTPOJIS, XpaHEHHsI TOKYMEHTOB;
MpaBUJIbHOE OOBSICHEHHE
Ha3HAYEHUS] HOMEHKJIATYPHI JIEI.

OK 01, OK 02, OK
03, OK 04, OK 05,
OK 09, OK 10,
K 1.1.

1.3 CuctemMa KOHTPOJISI M OLIEHKH OCBOEHHS MPOrpaMMbl TUCHUILINHBI

1.3.1 ®opmbl mpomexytounoii arrecramuu mo IIMICC3 npu ocBoeHun

nmporpaMmbl TUCHUAIIJIMHBI

Tabnua 2

Cemectp Ha 0a3e ®opmbl

HanmenoBaHue THCHHILIHHDI OCHOBHOI'O cpeaHero NPOMEKYTOYHOH
o0ero o0mmero aTrecTanuu
o0pa3oBaHusi o0pa3oBaHusi
OI1.06 JlokymMeHTaIMOHHOE 3 1 9K3aMeH
obecrieyeHre ynpaBaeHHs

1.3.2 Oprasu3zanguss KOHTPOJISE M OLEHKM OCBOCHHS TMPOrpaMMbl

AUCHUIIINHBbI

OcHoBHBIMU (hOpMaMU TMPOBEICHUS TEKYILEr0o KOHTPOJISI 3HAHWN Ha 3aHSATHIX

ABJISIFOTCS: YCTHBIN U MUCbMEHHBIN OMPOCHI, BHITIOJIHEHHE MPAKTHYEeCKuX padboT. @opma

HpOMe)KYTO‘-IHOI\/JI aTTeCTalluy — DK3aMCH.




Ta0muma 3

TekylInii KOHTPOJIb YCIIEeBAEMOCTH Hpomesyrounas
Pazgen / Tema yi P y ATTecTanus
aucuunanHbl (ITM) IIpoBepsiembie DopMbl IIpoBepsiembie
DopMmbI KOHTPOIS Y, 3, OK, IK xontpoast | V,3, OK, IIK
Pa3znen 1 JlokyMeHT U cucTemMa JOKYMeHTAUH Ox3amen | Y1, VY2, V3, V4,
Tema 1.1. Beenenue. - YCTHBIN (POHTANBHBIH, 31,32, OK 01, OK ;/45’321’322’0312’
JIOKyMEHT B cucTeMe TEMaTHUYECKUH OIPOC; 02, OK 03, OK 09, 01’ OI& 02’ OK
JIOKyMEHTAILNH OK 10, IIK 1.1 03’ OK 0 4’ OK
- - 05, OK 09,
Tema 1.2. - YCTHBIN (pOHTAIBHBIH, 33, OK 01, OK 02, OK 10.TIK 1.1
JlokyMeHTHpOBaHHAs TEMaTUYECKUIA OTPOC; OK 03, 0K 04, OK 9, ’
nHpopMams - BBITIOJIHEHUE MK 1.1.

MIpaKTHIECKOH paboTHI 1;

Tema 1.3. JIoKyMeHTHI U
JOKYMEHTOOOOPOT B
OyXrajaTepcKkoM yuére

- YCTHBIN QpOHTATBHBIH,
TEMaTUYECKHUI OIpOC;

V4,35, OK 01, OK 02,
OK 03, OK 04, OK 05,
OK 10, TIK 1.1.,

Paznen 2 O6mue HopMbI M IpaBUJIa 0(popMIIeHHE TOKYMEHTOB H paGoThl

¢ HUMH
Tewma 2.1. IpaBuna - IUCHMEHHBIH OIPOC OK 01, OK 02, OK 03,
oopmienus OK 4, OK 5,

K 1.1
JIOKyMEHTOB.

Pa3znen 3 Opranuzanus

OKYMEHT0000pOTa H TEXHOJIOTHS

AeJONPON3BOJICTBA
Tema 3.1 - yctHBIH QpoHTaneHb | Y 4,. OK 02, OK 03,
Opranu3anoHHO- onpoc, OK 04, OK 05, OK
pacnopsaIuTeNIbHbIE - BBINIOJIHEHUE 09, 0K 10, IIK 1.1.
JOKYMEHTBI MPAKTUIECKON pabOThI

2,3,4,5,6
Tema 3.2 - YCTHBIN pOHTANBHBIN 36, OK 02, OK 03,
Hudpopmarimonto- ompoc, OK 04, OK 05, OK
CIIpaBOYHAs U - BBIIIOJTHEHUE 09, OK 10, IIK 1.1.
nH(GOPMAITMOHHO- MIPaKTHUIECKOH paboTHl 7,
aHAJUTHYECKas 8,9, 10,11, 12
JOKYMEHTalHus

Tema 3.3 JlokyMeHTauus
10 TPYJIOBBIM
OTHOIIIEHUSM, (pUHAHCAM,
CHAa0XXEHUIO U COBITY

- YCTHBIN QpOHTATBHBIN
OIIpOC;

- BBITNIOJIHEHHE
MPAKTUIECKON pabOThI
13,14, 15

¥4, OK 02, OK 03,
OK 04, OK 05, OK 9,
OK 10 IIK 1.1.

Tema 3.4 Opranuzamms
JIOKyMEHTO000pOTa

- YCTHBIN (PpOHTATBHBINA
OIIpOC;

34,35, 0K 01, OK
02, OK 03, OK 10,
OKO09IIK 1.1.

Tema 3.5 Opranuzanus
OIIEPaTHUBHOTO U
ApXUBHOT'O XpaHEHUs
JIOKYMEHTOB
HNudopmarmonHo-
CrpaBOYHAs
JOKYMEHTalus

- YCTHBIN (PpOHTATIBHBIH,
TeMaTUYECKHI OIpoc;

36, OK 02, OK 03,
OK 04, OK 05, OK
10, 11K 1.1




JuddepeHunpoBaHHbIi 3a4ET MPOBOIUTCS B CPOKH, YCTAHOBIICHHBIE Y4€OHBIM
IUIAHOM, W OmpefensieTcss y4eOHbIM TpapukoM 00pa3oBaTENbHOTO —Ipolecca.
HuddepenurpoBanuplii 3a4€T NpoBoAUTCA B GopMme TecTupoBaHusi. Pacmpenenenue
IPOBEPSEMBIX PE3yJIbTAaTOB 00YUYECHHS 110 TUCIUILTNHE 110 BUIaM KOHTPOJISI IPUBOIUTCS
B CBOHOI TabnuIIe.

Tabnuna 4 CBogHas TabnuIla MO JUCIUILINHE

Pesynbrarsl Texymui KOHTPOJIb IIpomexxyrounas
o0OyueHus mo aTTecTanus
JUCHUIIIINHE YcTHBIN IIncem. 3amura KonTpoJibHbI DK3amMeH
ompoc onpoc MIPaKT. € paboThl
pabor
YMmerp | V1 + + + + +
V2 + + +
V3 + + +
V4 + + +
V5 + + +
3uarp | 31 + + + +
32 + + + +
33 + +
34 + + + +
35 + + + + +
36 + + + +

2. ®OoH/ OUEHOYHBIX CPEACTB [JIsi OLEHKH YPOBHSI OCBOEGHHSI YMEHUH U
3HAHUM 10 TUCHHUILINHE
2.1 MarepuaJjibl TeKylIEero KOHTPOJISI YCIIEeBAeMOCTH

BxoaHoil KOHTpOIb 1O y4eOHON JTUCHUIUIMHE MpeAHa3HAYEH JUIsl TPOBEPKHU 3HAHUIMA
U ypOBHS MNOAroToBKM yyammxcss no aucuumuiHe OIL 06. JlokyMeHTalmoHHOE
o0OecrieueHre ympaBiaeHUs. BXOJHOW KOHTPOJb TNPOBOAUTCA TMEpell H3YYCHHEM
JUCLMILIMHBI B BUJIE CAMOCTOSTENbHOM paboThl. Ha BrimonHenue padbotsl otBoguTcs 10
MUHYT.
Kpurepun ouenku:
«OTIIMYHO»- BCE 3aJIaHMS BBIIIOJIHEHBI BEPHO;
«XOpOILIO»- BCE 3aJaHUs BBIOJHEHBI BEPHO, HO UMEIOTCS HEKOTOPbIE HETOYHOCTH B
OTBETAX;
«YZOBJIETBOPUTEIBHO» - BBIIIOJIHEHA IOJOBMHA 3aJaHUsl WIM B 33JlaHUSAX HMEIOTCS
CYLIECTBEHHbIEC HETOPAOOTKH;
«HEYJIOBJIETBOPUTEIIBHO» - BBIIIOJIHEHO MEHBIIE ITOJIOBUHBI 3aJIaHUM M B 33JIaHUSX
HMMEIOTCS CYILIECTBEHHbIE HEAOPAOOTKHY;
Conepxanue 3aJaHus:
OTBeThTE Ha CIEAYIOINE BOIIPOCHI:

1. IlpuBeaute npUMepbl TOKYMEHTOB, UCIIOJIb3YEMbIX Ha MPEAPUITHH.



2. Onummure coqepkaHue NpeyiIoKeHHOT0 BaMU IOKYMEHTA.

3. Kto moamnuceiBaeT TOKyMEHTHI?
4. Kto pa3pabaTbiBaeT TOKYMEHTHI?

OTBETHI:

1. Hampumep: 10oroBop, KOHTPAKT, PUXOIHBII KaCCOBBII OpAep, IPOTOKOI U Ap.

2. OmnmcaHue CBOETO JIOKYMEHTA.
3. ToT KTO ero cocTaBisieT, PyKOBOJAUTEb.
4. Cneumanpueie ciayx0bl (Poccrat, Poccrammapr u T..), camu pabOTHUKU

CTPYKTYPHBIX TIOJIpa3/ieJIeHII OpraHu3aIuu.

Texkymmii KOHTPOJIb yCIeBaeMOCTH (YCTHbIA M MMCbMEHHBIH OIPOC) M0 TEMAM:

Tema

‘ Bun konTpOns ‘

3aganue

Pazgen 1. JJokyMeHT U cucTeMa JOKYMEHTALUU

Tewma 1.1. Beenenue.
JIoKyMeHT H cucreMa

VYceTHBI onpoc

Bompocsr:
1.OcCHOBHBIE TTOHATUSA JIEJIONIPOU3BOCTBA.

JIOKyMEHTaILUH 2. CraHoBicHUe JIETONPOU3BOICTBA B Poccun:
JIEJIOTPON3BOJICTBO B JOPEBOMONMOHHON Poccun (1o
1917r.).

3.CoBeTckuil meproj pa3BUTHS IEJIOMPON3BOICTBA.
Tema 1.2. VYcTHBI onpoc Bompocsr:
HOKyMeHTHpOBaHHaﬂ 1. HOpMaTI/IBHO'HpaBOBOC obecrieuenne pOCCI/II\/'ICKOFO
ua(opMALHs JIEJIONIPOU3BOCTBA.
2. OmpeniesieHre NOHATHA «JOKYMEHTUPOBAaHHAs
HHGpOPMAITUS.
3. [lepeunciuTe CBOWCTBA JOKYMEHTHPOBAHHON
WH(pOPMAITIH.
4. Kinaccuduxanus 1e10BOH TOKYMEHTALHH.
JIOKYMEHTAITIH.
5. [loHsaTHe yHUDUKAIIUY U CTaHIAPTH3ALUN
YIPaBIEHYECKOMN

Tema 1.3. JlokyMeHTHI 1 YcTHbIM onpoc Bompocsr:

JIOKYMEHTO00O0POT B
OyXTanTepcKoM y4dére

1. Ilepeuuncnure TpeboBanus K 0QOPMIICHHIO PEKBU3UTOB
NEPBUYHBIX YYETHBIX JOKYMEHTOB,;

2. KakoBbI npaBuiia cOCTaBICHUS OyXTralTepCKOro
JIOKYMEHTa;

3. [IpaBuia ucnpaBieHus IEPBUYHBIX JIOKYMEHTOB;

4. IlpaBuia opraHu3anny J0KyMEHT0000poTa B
OyXTaJITepCcKOM y4eTe,

Paznmen 2. O6mue HOpMBI 1 TIpaBmiia opopmiieHre

Tewma 2.1. IlpaBuna

o opMIIEHUS TOKYMEHTOB

ITnceMeHHBIH
onpoc

JIOKYMEHTOB.
1 Bapuant

1. Yro Ttakoe Qopmar Oymarm u Kakue QopMaThl
MPUMEHSFOTCS ULt odopmIiIeHus CITY’KEOHBIX
JTOKYMEHTOB?

2. Kak odopmiisieTcst Hymepaius CTpaHHIl Ha CITy)KeOHBIX
JIOKyMEHTax?

3. UYro Takoe Tabmuma W KaK OCYIIECTBIISETCS

odopmIieHrE Ta0IHUIL B JOKyMEHTaX?
4. TlpuBeanuTe OOUICTIPUHSATHIC COKPAIICHHUS CICTYIOIIMX

CJIOB W CJIOBOCOYETAHWUU: TO €CTh, W TOMY IOIOOHOE,

8



WHCTUTYT, KeJIe3HOAOPOKHBIN, IPETo1aBaTeb.

5. OnuIInuTe aHKETHBIN U TpadapeTH3UPOBAaHHBIN BapUaHT
odopmieHus: nokymeHtoB. [lpuBeanTe mpUMepHl Takux
JIOKYMEHTOB.

2 BapHWaHT

1. Kakue pazmepsl noneit 1uist cay»keOHOH JOKyMEHTaluu
ycranosiensl [OCT P 7.0.97-20167

2. Ilepeuncaure cnocoObl U Pa3HOBUIHOCTH O()OPMIICHHS
JIaT B JOKYMEHTaX.

3. Kak ocymecTBisieTcs B CIy)K€OHBIX JTOKyMEHTaX
HanMcaHue YnceN ¥ PU3NIecKuX BEMUIHH?

4. IlpuBenuTe OOMICTIPHHATHIE COKPAIIEHHS CIIEIYFOIINX
CIOB U CJIOBOCOYETAHMH: W Tak Jjajiee, WUIIOCTpauus,
PHUCYHOK, 3aBE€IYIOIINI, MTOMOIIHHUK.

5. U3znoxure OCHOBHBIE TpeOOBaHUS K O(OPMIICHHIO B
JIOKyMEHTaX MaTeMaTU4YeCKUX (hopMyJI.

Paznmen 3. Opranuszanus TOKyMEHTOOOOPOTa M TEXHOJIOTHS AEIOMPOU3BO/ICTBA

Tema 3.1. OpranuzauroHHO-
pacropsiAUTEILHEIC
JOKYMEHTBI

ITucrMeHHbIH
omnpoc
(koHTpOSIBHASL
pabota)

1 Bapuant

1. Uto co0oii MpeacTaBlIICT PETUCTPAIMOHHBIN HOMEp
JIOKyMEHTa W KaKOB MOPSIOK ero opopmIieHus?

2. KakoBbl Ha3HaueHue pekBusznuTa «Pesomonus» u
MOPSZIOK ero oopMIIeHHUS?

3. KakoBel TpeOoBaHHSA K O(QOPMIICHHIO pPEKBH3UTA
«TexcT» nmpukasza o OCHOBHOMN JACSATEIHHOCTH?

4. KakoBo HazHaueHusi pekBusuta «llewats» wu
TpeOOBaHUS K MPOCTAHOBKE IeYaTH Ha JIOKyMEHTaX?

5. YUto BX0oAUT B cocTaB pekBu3uTa «lloamucek» u KakoB
MOPSZIOK ero 0POpMITEHUS?

2 BapuaHT

1. KakoBbl BO3MOXKHBIH COCTaB PEKBHU3UTA «AIpecar» U
TpeOOBaHU K €r0 0POPMIICHUIO?

2. Kak 0opMuUTh peKBH3UT «3aroioBOK K TEKCTY)

3. Kak odopmusieTcst pacropsauTensHas 4acTh TEKCTa
MIpUKa3a M0 OCHOBHOM JESITETLHOCTH?

4. Usnoxure TpeboBaHUS K O(GOPMIICHHIO PEKBH3HUTOB,
pasmeraeMbIx Ha ciyxeOHoM mosie OP/I.

5. Uto MoxeT ObITh BKJIIOYEHO B COCTaB CIIPaBOYHBIX
JTAHHBIX OpraHu3aluu?

Tect

Tect mnpexacraBisier €000 KOHTPOJBHBIN MaTepHad,
cocrosaumit u3 10 TeCTOBBIX BOMPOCOB C BEIOOPOM OTBETa
(mBa BapmaHTa).

TecToBbIE BONPOCH TNPHUBEAEHBI Cpa3y IOCIE IaHHON
TaOJIALBL.

Tema 3.2.
WndopmanmonHo-
CrpaBOYHAS U
nH(pOpPMAITMOHHO-
aHaJMUTHYeCKas

YeTHBI onpoc

Bonpocs! ajist onpoca:

1. Bubpl n”HQOPMAIIMOHHO-CIIPABOYHBIX IOKYMEHTOB.
2. Ponb foKyMeHTAaIMU B pEIICHUN (PUHAHCOBBIX 32,124
OpraHu3aliu.

3. PekBU3UTHI, BXOASIIUE B COCTaB HH(OPMAIHOHHO-
CIIPAaBOYHOMN JOKYMEHTAIUU.




AOKYMCHTal Ui

Tema 3.3. JlokyMeHTaIUs 110
TPYJOBBIM OTHOIICHUSIM,
(uHaHCAM, CHAOXKCHHIO H
COBITY

YcTHBIM onpoc

1. Ilepeuucnure HOKYMEHTbHI, BXOHSILIME B COCTaB
JOKYMEHTOB IO JIHYHOMY COCTaBY.

2. KakoBel mocienoBaTeIbHOCTE ODOPMIICHHS M COCTaB
JIOKYMEHTAIIIH TIPH [TOCTYIUIEHUH Ha padoTy?

3. Ha3oBuTe peKBU3UTHI TPYJOBOTO JOTOBOPA, U3IOKUTE
€ro cozepKaHue

4. KakoB cocTtaB OOKyMeHTaluu, OGOpMIIsIEMOH TNIpU
YBOJIBHEHUH PaOOTHHUKA?

5. KakoB mopsimok oopMIIeHUsT M 3al0THEHHS TPYIOBOH
KHIDKKHU?

Tema 3.4. Opranuzammst
JTOKYMEHTO000poTa

YcTHBIM onpoc

Bompocsr:

1. Uto Takoe JOKyMEHTOOOOPOT M KaKOBBI IPUHITUIIBI €T0
OpraHu3aIuu?

2. Kakue TOTOKH NOKYMECHTAI[MH MOXHO BBIJCIUTH B
JIOKYMEHT0000pOTe TpeANpUsTHsI?

3. KakoB mOpsSAOK TIOATOTOBKH U ITPOXOXKICHUS
BXOJSIINX ¥ UCXOJSIINX JOKYMEHTOR?

4. KakoBbl OCHOBHI PabOTBI C MUCHMaMH M 00paIIeHUSIMA
rpaxnan?

5. YUro Takoe skcnepTH3a HEHHOCTH JOKYMEHTOB U KTO €&
OCYIIECTBISET?

Tema 3.5. Opranuzauus
OIICPATHUBHOI'O U apXHUBHOI'O
XpaHEHUs TOKYMEHTOB

VYcTHBI onpoc

Bompocsr:

1. HomenknaTtypa fein: MOHsITUE, PEKBU3UTHI,
coJiepKaTesIbHasl YacThb.

2. TpeboBaHus K COCTABICHUIO HOMEHKJIATYPHI AE.
3. Busibl apXuBHBIX JJOKYMEHTOB.

4. IloaroroBKa 1€y Ui CAa4YH B apXUB.

5. ObecrieyeHne COXpaHHOCTH JJOKYMEHTOB.

6. XpaneHnue 1 y4€T apXUBHBIX JOKYMECHTOB.

7. JlocTym K apXWBHBIM JIOKYMEHTaM H UX
WCIIOJIb30BaHHE.

8. DkcnepTH3a LEHHOCTH I0OKYMEHTOB: ITOHSTHE,
(YHKIIUH, COCTaB SKCIEPTHBIX KOMUCCHH.

TecTt mo Treme «Opranu3aluOHHO-PACIOPSAUTENbHBbIE JOKYMEHTHD)

Bapuanr 1.
1. JlokyMeHT — 3T0:

a. 3adukcupoBaHHas Ha MaTepUAIBLHOM HOCUTEIe HHGOPMAIMS C PEKBU3UTAMH,

ITIO3BOJIAIOIIIUMHA €€ I/II[eHTI/I(bI/II_II/IpOBaTL.

6. Hocurtenr uHpoOpManuy, HCHOIb3YEMOW B LEISAX PEryJIMPOBAHUS COIMAIBHBIX

OTHOIIIEHUH.

B. Undopmanus, 3apukcupoBaHHas Jr00bIM CIOCOOOM Ha JTH0OOM HOCUTETIE.
2. IlopgnMHHUK TOKYMEHTa — 3TO:
a. [lepBblil UM €AMHCTBEHHBINW YK3EMIUIAP TOKYMEHTA.
0. JlokyMeHT, 00Jaaromui FOPUIUIECKON CUIION.
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B. [lepBblil 3x3eMILISIp ¢ 00s3aTEIBHON MEYaThIO

3. Kakossl B cootBercTBUEe ¢ [OCT P 7.0.97-2016 TpebGoBanus k pazmMepam mnoJien
JICJIOBBIX JIOKYMEHTOB:

a. 0. B.

30- 1eBoe; 20- neBoe; 20- n1eBoe;

10 — npaBoe; 10 — npaBoe; 10 — npaBoe;
20 — BepxHee; 20 — BepxHee; 20 — BepxHee;
20 — HIKHEeE. 20 — HmKHEe. 10 — HmKHee.

4. Ilepeuncnure 3nemMeHThl pekBu3nuTa «lloanuce» (B MpaBUILHOM MOPSIKE).

a. O003HaueHHE JTOJKHOCTH JIMIA, MOJAMUCABIIETO JTOKYMEHT; PYKONHCHAs MOJIHKCH;
pacmrdpoBKa NOAMUCH (MHUIUABI, (paMuius);

0. PacmmdpoBka noanucu (MHUIMANBI, (pamMuiaus), PYKONUCHAs IMOJNUCH JIUIA,
MOJIMCABILIETO TOKYMEHT; 0003HaYeHHE JOJIKHOCTH JINLIA;

B. PykomucHas noanmuce Juua, MOANMCABIIErO JOKYMEHT, paciiu(ppoBKa MOANHCH
(mHULIAAIIBI, (haMUITHS )

5. Kakoii BapraHT 3arojoBKa K MUCbMY Bbl CUUTAETE MPABUILHBIM?
a. O 1oroBope MOCTaBKH.

0. O HeBbINIOIHEHUH JTIoToBOpa nmoctaBku ot 12.08.2005 Ne 45/67.

B. O HEBBINOJHEHUH JIOTOBOPA.

o

['e pacnonararoTcsi MHUIIUAIBI B peKBU3HTE «[loamuchy:
. mocine hamMuiny;
. iepen hamuueit.

Q&

7. Kakoe muchMO 3aBepsieTCs MeUaThio?

a. [lucemo-npocroa;

0. KomMepueckoe npenioxkeHue;

B. ['apaHTHiiHOE MUCHMO.

8. Kakoii BapraHT 0pOopMIICHHUS PE3OJTIONNN K TUCHMY SIBIISICTCS TIPABHIILHBIM?

a. Kpasuory M.IL 0. Kpasnosy M.II.
[Ipomy mnoaroToBUThH [Ipomy paccMoTpeTh.
3akmoueHue k18.04.2007. [Toanucs pykoBoaUTEIS
[Tonnuce pykoBoaUTENS 10.04.2007
10.04.2007

9. Kakoi#t BapumanT (HOPMYIUPOBKM TMYHKTA PACTIOPSIUTEIBHOW YacTH TMpHUKa3a
SIBJISIETCS MPABUIIHHBIM?

a. 'maBnomy Oyxrantepy I1.JI. JIEMUHY MOArOTOBUTH M MPEACTaBUTH HA YTBEPKIACHHUE
CMETY pacxojioB Ha komaHaupoBkU B 2007 r. B cpok 10 20.01.2007.

6. I'maBaomy Oyxrantepy OOO «Arar» ILJI. JIEMuHY NOATOTOBUTH U MPEICTABUTH Ha
yTBepxkaeHue B cpok 10 20.01.2007 cmeTy pacxonoB Ha KomaHaupoBku B 2007 T.
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B. [lopyuuts rmaBHoMy Oyxrantepy Jdémuny [1.JI. moaAroToBUTh U NpPEACTaBUTH HA
yTBepxkaeHue B cpok 10 20.01.2007 cmeTy pacxonoB Ha komaHaupoBku B 2007 T.

10. Kakue Tpu Buaa OJAHKOB YCTAaHOBJICHBI ISl OpraHU3allid, €€ CTPYKTYPHOTO
NOAPA3AEIEHUS U JOJKHOCTHOTO JIUIa?

a. bmaHk BHyTpeHHUMN, BHEITHUHN U 111 (haKCOB

0. biank a1 pacnopsAuTENbHBIX JOKYMEHTOB, JUIsl TUCEM U JIJISl CIIPABOK

B. O0muii 6;1aHK, 0J1aHK MUChMa, OJJaHK KOHKPETHOTO BUA JOKYMEHTA

Bapuanr 2.

1. JlokyMeHTOO0OpOT — 3TO:

a. [lepenaua nokyMeHTa U3 OJHOM MHCTAHLIUU B JIPYTYIO B IPOLIECCE €T0 PACCMOTPEHHUS.
0. JIBmKeHne JOKYMEHTOB B OPTaHU3allii C MOMEHTA MX CO3aHUS WJIH TOJYICHHUS JI0
3aBEpUICHMSI UCIIOJIHEHUS WIN OTIIPABKHU.

B. J[BI)KEHNE KOMIUIEKCA TJOKYMEHTOB B IIPOLIECCE BHIPAOOTKH, IPUHATHS U
VCIIOJTHEHUSI PEIICHUH.

2. Kakue peKkBU3HUTHI BKIIOUAIOTCS B OJJaHK ITUChMa?
a. 3aroJIOBOK K TEKCTY.

6. HaumMeHoBaHue opranu3aium.

B. HanmeHnoBaHue BUa TOKyMEHTA.

r. Anpecar.

1. CripaBouHbI€ JaHHBIE 00 OpraHU3AINH.

3. Kak oopmiiseTcst Hymepaius CTpaHull IPU COCTABICHUU MHOTOCTPAHUYHBIX
nokymeHToB cornmacao ['OCT P 7.0.97-20167

a. HAUMHAas CO BTOPOM CTPAHMIIBI HA HUYKHEM TI0JIE Y PABOT0 Kpas JTUCTa apaOCKUMHU
nuQpamu;

0. HaYMHAas CO BTOPOM CTPaHUIbI Ha BEPXHEM IOJI€ JINCTA MOCepeInHe apaOCKUMU
nuQpam;

B. HAUMHAasl CO BTOPOM CTPaHUIIbl HA BEPXHEM II0JI€ Y IIPAaBOro Kpas JINCTa apaOCKUMU
udpamu.

4. Kakoil TOKYMEHT COCTaBJIsETCS MPU HEOOXOAMMOCTH 3a(UKCUPOBATH CIOKUBIITYIOCS
CUTYALIMIO WIN OOHApyKEHHbIE (PaKThI?

a. [Iporoxour.

6. CripaBka.

B. AKT.

5. C kako# LeTbI0 Ha CITy’)KEeOHOM MUChME YKa3bIBalOT MHULIUAIBL, (amMuInio U TeneoH
VCTIOJTHUTEJIA:

a. JIma onepaTuBHOM CBSI3U C UCIIOJIHUTEIIEM;

0. Jlyia nmpunanusi JOKYMEHTY IOPUANUECKON CHIIBI,

6. CKOJIbKO K3eMILISIPOB MPHKa3a MOAMKUCHIBACT PYKOBOIUTEIH?
a. HeckobKko 3K3eMILISApOB;
0. JIBa;
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B. OnuH.
7. Kakue cranmapTHbie ¢opMaThl OyMard MPUMEHSIOTCS JJIS M3TOTOBJICHHS OJJaHKOB

nokymeHToB B cootBeTcTBHe ¢ [[OCT P 7.0.97-2016:
a. Adu AS;

0. A3 u A4;

B. A4, A5 u A6.

8. Hy>xHO 111 TMCHMO, TIOATOTOBJICHHOE HA OJIAHKE, YIOCTOBEPATH MeUaTHI0?
a. /la, Bcerma

0. Het, Huxornaa

B. Hy»HO TOJIbKO TapaHTHITHOE TUCHMO

9. Kaxkoit 'OCT perinameHTHpyET paBuiia pa3MeIneHust 1 0hOpMIICHHS] pEKBU3UTOB
OpraHU3alMOHHO-PACTOPSIANTENBHBIX JOKYMEHTOB?

a. TOCT 9327-60

6. 'OCT P 6.30-2003

B. 'OCT P 7.08.-2003

10. Ha xakue nokymentsl pactpoctpansercs [OCT P 7.0.97.-20167

a. Ha opranuzanuoHHo-pacniopsauteabubie JokyMeHThl (OP/l), oTHOCsmMecs k
yHuuuupoBanHoil cucreme OPJ]

0. Ha Bce TOKyMEHTBI, COPOBOXKAAIOLIUE AESITEIIBHOCTD JIF0O0W OpraHu3alui,
YUPEKIACHUS WIH NPEIIPUITUS

B. Ha ynpaBiieHueckne 1 3KOHOMUYECKHE JOKYMEHTBI

Kurou k 3amanusam.

Ne Borpoc/ 1 2 3 4 516 7 8 9 |10
3aJaHue

| a| A | 06| a |0 0] B | a |a

1 6| 6,1 | © B a | B a B |0

MeToanYeCKHe YKA3AHNS 110 BbINOJTHEHHIO MPAKTHYECKHX PadoT

MeTtoanueckne yka3aHUs TIO BBITTOJIHEHUIO TPAKTUYECKUX padoT, pa3paboTaHbl B
COOTBETCTBMM ¢  paboued  mporpammoil  yueOHoW — guctummasl  OI1.06
JlokyMeHTallMoHHOe ~ o0ecreueHre ympabieHuss i cnenuanbHoct  38.02.01
DkoHOMHMKA W Oyxranrepckuii yuér (mo otpacisiM), 1 Ha ocHoBe DeaepaibHOro
rocyJapCTBEHHOr0 00pa30BaTENbHOTO CTaHJAapTa MO CHELHAIbHOCTH CPEAHEro
npodeccuonanbuoro odpazoBanus 38.02.01 DxoHommka u Oyxranrepckuii yuér (mo
oTrpacisM). MeTonuueckne yka3zaHWs TpeTHA3HAYEHBI ISl CTYJIEHTOB OYHOU (hOPMBI
oOy4eHwus.

! Merozmka BBITOMHEHHS PAKTHYECKHX PAOOT ¥ 3aJaHHS IPHBOISTCS B METOAMUCCKHIX YKA3aHMSX 110 BBITOTHEHHIO
npakTudeckux padot quctumuinael OI1.06 JlokyMeHTaIMoHHOE 00ecTIedeHIe YIIPaBISHUS ISl CIICTIHAIbHOCTH
38.02.01 DxoHOMHUKA K OyXTanTepcKuit yu€T (110 0Tpacisim)
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Kputepuu oieHKH NpakTUYECKOM pabOThI:
«OTJIMYHOY»: 00YyYaIOIIUKCs BBIOJHUI padOTy B TIOJHOM 00BEME C COOJIOJIECHUEM BCEX
TpeOOBaHU K TMOPSAKY €€ BBINOJIHEHHs, padoTa BBHINOJHEHA MPABUIBHO, OTBETHI
000CHOBaHbBI, APIYMEHTUPOBAHBI, TIOTUYECKU MOCIIEI0BATEIbHBI.
«XOpOILIO»: 00YYAIOIIUNCS BHIMOIHWI TPeOOBaHUS K OIeHKe "5", HO IpU BBIMOJIHEHUU
paboOTHI MOMYIICHB! ABA-TPW HEIOYETa, WM HE 0ojiee OAHOW HErpyOOil ONMMOKH U
OJIHOTO HEJ0YeTa; PU OTBETE Ha KOHTPOJIbHBIE BOMPOCHI JOIMYIIEHbl HE3HAUYUTEIbHBIE
HETOYHOCTH.
«YJOBJICTBOPUTEIHHO»: 00yJarouuiics paboTy BBIMOJIHSAET MPABMWIHLHO HE MEHEE YeM
HaIOJIOBUHY, OJHAKO OOBEM BBIMOJHEHHOM YacTW TaKOB, YTO IO3BOJIAET MOJIYYUTh
IIPaBUJIbHBIE PE3YNIBTAThI U BBIBOJBI IO OCHOBHBIM, IPUHIMIIMAIBHO BaKHBIM 33J1a4aM
paboTsl. [To TpeboBaHUIO MpenoiaBaTes UCIIPABIAET TOMYIICHHBIE OIIUOKH.
«HEYJOBJIETBOPUTEIBHO» CTABUTCS, €CJIM OOyYarOUIUiCsA BBIIOJHWI paboTy He
MOJIHOCTHI0, OOBEM BBINOJIHEHHOW YacTH pabOThl HE MO3BOJISET CAENATh MPAaBHIBHBIX
BBIBOJIOB. B X0/1€ BBINOMHEHUS pabOThI 10ITyCKAET IrpyOble OMMOKH, KOTOPHIE HE MOXKET
UCIIPABUTH JaXKe MO0 TPEOOBAHUIO MIPETIOAABATEIS.

2.2 Martepuajbl IPOMEKYTOYHOM aTTeCTAllUH

3amaHus U1 OLEHKM OCBOEHUS 3HAHWMM IMPEACTABISAIOT TEOPETHYECKHE BOIPOCHI
no Temam paboueidl yueOHOl mporpammbl aucuuiinHbel OI1.06 JlokymMeHTalroHHOE
oOecnieuenus ynpasienus. [[pomexyToyHas aTTecTals IpOBOAUTCS B BUIE IK3aMEHA.
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OEJIEPAJIBHOE ATEHTCTBO XEJIE3HOJJOPOXKHOI'O TPAHCIIOPTA
VnaH-Y 13HCKUI KOJUIEIK KEJIE3HOLOPOKHOIO TPAHCIIOPTA -
¢unan enepaabHOro rocy1apcTBEHHOI0 OF0KETHOTO 00pPa30BaTEILHOIO YUPEKAECHUS
BhIcIero oOpa3oBanus «MpKyTCKuil rocy1apcTBEHHBIH YHUBEPCUTET IyTEH COOOIIEHUS»

(YVKXKT UpI'VIIC)

PACCMOTPEHO Jucuunnnuna: COTI'JTACOBAHO
IIMK OIL.06. lokyMeHTAaMOHHOE O0ecneyeHne 3am. aupekTopa KoJute/pka o YBP
38.02.01, 43.02.06 ynpaBJjeHnue ¢ .-~ O.H.VBaHoBa

npoTokos No oT «___ » 2022 r. CrenmanpHocTh: 38.02.01 «“» 2022 r
AT Kuumenko DKOHOMHKA U GyXTaNTepcKuil yder (110
(moamuce) (1.0.9.) oTpacisam)

1 xypc, 1 cemectp, 2 kypce, 3 cemecTp

Bujer Ne 1

OneHuBaemMble yMEHUS U
Coneprxanue 3agaHus

3HAHUSA

1. IloHaTHEe O TOKYMEHTAIMOHHOM OOECTICUeHUH YIIPABICHHUS, v3,V5,31,32,35

JTIOKYMEHTE M CI0co0ax TOKYMEHTHPOBAHUSI.

2. HomeHkiaTypa Jie: MOHSATHE, PEKBU3UTHI, COJIepKaTellbHAsl 4YacTh V1,V3,35,36
HNucTpykuus

1. BHuUMaTeNbHO MPOYUTANTE 3a/IaHHE.

2. Ilpu orBere Bbl MOXKETE MOJIB30BATHCS KATBKYIISITOPOM, TAOTHITAMH.

3. MakcumaiabHOE BpeMsl BBITIOJHEHUs 3a1aHus 30 MUHYT.

4.  Kpurepuu OLEHKU pe3ybTaTa:

- «OTJIMYHO» - TEOPETHUYECKOE COJIEpKaHUE MUCLUIUIMHBI OCBOCHO MOJHOCTBIO, O3 mpoOenos,
HEOOXOIMMBIE TPAKTHYECKHE HABBIKM pabOTHI C OCBOCHHBIM MaTepHajoM Cc(HOpMHUpPOBaHBI, BCE
pelyCMOTPEHHbIE pabodeil mporpaMMoi 3aaHusI BHITTOTHEHBI,;

- «XOPOIIO»- TEOPETUYECKOE COJIEPIKAHHUE TUCIMILIMHBI OCBOCHO IMOJHOCTHIO, €3 TpoOeos,
HEOOXOUMBbIE TPAKTHUECKNE HABBIKK PaOOTHI C OCBOEHHBIM MaTepUaioM B OCHOBHOM C(OPMHUPOBAHHI,
BCE MPEIYyCMOTPEHHbIE pabodeld MpOrpaMMoOl 3aJaHuUsl BBITIOJIHEHBI, HEKOTOPBIE W3 BBITOJHEHHBIX
3a/laHuil coJiepKaT HE3HAUUTENbHbBIE OLTHOKH;

- «YIOBJIETBOPUTEIEHO» - TEOPETUYECKOE COJEpKaHHe IUCIHMIUIMHBI OCBOSHO YaCTHYHO, HO
npoOenbl HE HOCSAT CHCTEMaTHYEeCKOrO XapaKTepa, HEOOXOAMMbIE MPAKTUYECKHWE HABBIKU PabOTHI C
OCBOCHHBIM MAaTe€pHajOM B OCHOBHOM C(OPMHPOBAHBI, OOJIBIIMHCTBO, IMPEIyCMOTPEHHBIX padoueit
MPOrpaMMOii 3a/1aHUi BHITIOJIHEHO, HEKOTOPHIE BU/IBI 331aHUI BBHITIOJHEHBI C OLTHOKaMU;

- «HEYAOBJETBOPUTEIFHO» - TEOPETHUECKOE COJNIEp)KAHWE IUCHUIUIMHBI HE OCBOEHO,
HEOOXOUMBIC MPAKTUYECKHE HABBIKU PAOOTHI HE C(HOPMUPOBAHBI, OONBIIMHCTBO, MPEAYCMOTPEHHBIX
paboueii mporpaMMoOii 3aJaHU HE BBITIOJIHEHO

IIpenonaBareins T. 1. JlaBeroBa
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OEJIEPAJIBHOE ATEHTCTBO XEJIE3HOJJOPOXHOI'O TPAHCIIOPTA
VYnaH-Y 13HCKUI KOJUIEIK 7KEJIE3HOIOPOKHOTO TPAHCIIOPTA -
¢dwinan denepanbHOro rocy1apcTBEHHOI0 O10JKETHOr0 00pa30BaTEIbHOTO YUPEKACHUS
BhIcIero oOpa3oBanus «VMpKyTCKuil rocy1apcTBEHHBIH YHUBEPCUTET IyTEH COOOIIEHUS»

PACCMOTPEHO
[uknoBoi KOMUCCHEN
43.02.06, 38.02.01
MpOTOKOJ Ne OT « »
npencenarens LK

2022 1.

(YVKXKT UpI'VIIC)

COI''TACOBAHO
3am. qupeKTopa Kosiemka no YBP
e PSS O.H. lBaHoBa
P T« o» 2022 r.

A.T". KiimmeHKo
(moamuck) (®.1.0.)
ITaket 9K3aMCHATOpa
JUISL OLICHKH PE3yJIbTaTOB OCBOCHUS YICOHOM MporpaMMBbl JUCITUTIITAHBI
OI1.06. JlokyMeHTalMOHHOE OOeCIieYeHUE YIpPaBIeHUs CIIEIUATbHOCTH
38.02.01 DxoHoMuKka u OyxraaTepckuit yueT (1o OTpacisiM)
Copneprxanue 3aJaHuS TpeboBaHus K pe3yabTaTaM OCBOCHUS [Toka3zaTenu olleHKH pe3yibTara
JICITUTITHEI
1 2 3
Bomnpocsr: CcdopmupoBanHoe npeCcTaBIeHue 0 YMeeT pacnio3HaBaTh 3a7ady H/WiH
1. [TonsiTHE O TOKYMEHTAIIMOHHOM JIOKYMEHTallMOHHOM obecrieuenuu | mpobiemMy B MpodheCcCHOHATHFHOM H/WIH

o0ecreyeHnn ynpaBieHus, JOKYMEHTE U crioco0ax
JTOKYMEHTHPOBAHHUSI.

2. Kiaccuduxanus J0KyMEHTOB.

3. HopmaruBHO-mIpaBoBas 6a3za

ylpaBlieHUsT B  OyXraaTepckoMm  y4ére;
chOpMUPOBAHHOE MOHUMaHUE O(OPMIICHUS
OpraHM3alMOHHO-PACIOPSAAUTEIBbHBIX
JIOKYMEHTOB;

COLIMAJIbHOM KOHTEKCTE; aHAJIM3UPOBATh
3a/1a4y W/WIH Mpo0OJieMy U BBIICTATH €€
COCTaBHBIE YaCTH; ONIPEAEIATH ITaIlb
pelIeHus 3a/1a4M; BBISBIATH U 9PPEKTUBHO

JOKYMEHTAI[HOHHOTO 00eCTieYeHHs yIpaBIeHusl. cOpMHpPOBAHHOE TOHMMAaHUE BAXHOCTU | UCKATh HH(OPMAIIHMIO, HEOOXOIUMYIO IS
4. VYuaudukanus u CTaHJapTU3aLuUs B | TpPaMOTHOM OpraHu3aliy | pelIeHus 3a1a4i 1/1IK IpoOIeMBbl;
JEeII0NIPOU3BOICTBE. JIOKyMeHTooOopoTa (mpuém, 00paboTKa, | COCTaBUThH IJIaH JEHCTBUS; ONPEIEIUTh
5. OcHoBHBIE 3a/1a4u )51 byHKIUN CITy’KOBI | perucTpanus, KOHTpOJIb, XpaHeHue | HeoOXOUMbIE PECYPChI; BIaJIETh
JOKyMEHTaIMoHHoro obecnieyenus ynpasieHus (AOY). | 10KyMEHTOB); aKTyaJIbHBIMH METOJaMU PaOOTHI B




6. CriocoObl 0opMIICHHSI IaT HA TOKYMEHTaX.
7. CrocoObl U npaBuiia CO3JaHUsI JOKYMEHTOB
8. OdopmieHre PEKBU3UTOB Ha JJOKYMEHTAX.
9. TpeboBanus, mpeabsIBIsIEMbIC K OJTaHKaM.
10. Dranel  JOBWKEHUS W TMOPSAIOK
JOKYMEHTOB.

11. Ilopsinok perucrpanuu AOKYMEHTOB M KOHTpPOJIb 3a
HCIIOJIHEHUEM JOKYMEHTOB.

12. Xapakrepucruka u
MH(POPMALIMOHHBIX JTOKYMEHTOB.
13. [lemoBoe obmieHue: GOpMbI 1 KOMITOHEHTHI.

14. Benenuwe nenoBoro  Tele(OHHOrO0  pasroBopa,
OCHOBHBIE ITPaBHJIA U PEKOMEHIAIIH.

15. [lenoBoe BBICTyIUICHHE: BaKHEHIIME TpeOOBaHUS,
CTPYKTYpa U p€YEBOM ITUKET.

16. Odopmienue nH(OPMALIMOHHO-CIIPABOYHOMN
JTOKYMEHTAIHH.

17. OOuume TpebOBaHUS K CTPYKTYpE, CTHIIIO U3TI0KEHUS
1 0(hOPMIIEHUIO JAETOBBIX MTHCEM.

18. OdopmiteHHre TPOTOKOIIOB.

19. Odopmiienne akToB.

20. JloxnamHas u oObsiCHUTEbHAs 3anmucku. CripaBka.

21. OcHOBHBbIE IPYIIIBI OpraHu3alMOHHO-
pacropsaNTEIbHBIX JOKYMEHTOB.

22. Kpatkas xapakrepuctuka [OCT P 7.0.97 — 2016 r.
23. OdopmiieHne  OpraHU3alMOHHO-PACTIOPSIUTEIHHON
JOKYMEHTAIIH.

24. TloHaTHe TIOATMHANKA, KOTIUHU, BBITTUCKH, TyOJTUKaTA.
25. KagpoBast ToKyMeHTalus.

26. 3asBICHUS ¥ MPUKA3HI TI0 TUIHOMY COCTaBY.

27. Jlnunas kapTouka Gopmbl T-2 ¥ TUUHBIE AeTa.

28. TlpaBuia BHYTPEHHETO TPYJAOBOTO PACIIOPSIIKA.

29. [lonoxeHne MO 3aIIUTE MEPCOHAIBHBIX JAHHBIX
paboTHHKA.

00paboTKu

coCTaB CIIPaBOYHO-

BIIAJICHUE OCHOBHBIMH MOHATUSAMHU
JOKYMEHTAIL[HOHHOI'O obecneyeHus
yIIpaBJICHMUS;

YBepeHHOE N0JIb30BaHUE
roCcyJ1apCTBEHHbIMU cTa”Haapramu PO, B
TOM uucie deaepaibHbIMU CTaHIapTaAMU
OyXrajaTepckoro yuéra,

YBepeHHoe YMEHHE IIPUMEHSITh
MOJy4YeHHbIE 3HaHUA B  OQOPMIICHUH
JIOKYMEHTOB;

npoeCCUOHATBHON M CMEXHBIX cepax;
pean30BaTh COCTABJICHHBIN TUIAH;
OLIGHUBATh PE3YyJIbTAT U MOCIECICTBUSL
CBOUX JICHCTBHH (CaMOCTOSITEIIBHO HITH C
TTOMOIITbIO0 HACTABHUKA)
3HaeT aKTyaJIbHBIN MTPOPECCHOHAIBHBIN 1
COILIMATILHBIA KOHTEKCT, B KOTOPOM
MPUXOJUTCS PabOTaTh U )KUTh; OCHOBHBIC
VMCTOYHUKH WH(OPMALIUU U PECYPCHI JUIS
peleHus 3a/1a4 1 mpo0ieM B
npodeccCHoOHAIEHOM H/HITH COLUATBbHOM
KOHTEKCTE; aJITOPUTMBbI BHITIOJIHEHUS
paboT B MpoheCCUOHATBFHOM U CMEKHBIX
o0JacTsx; MEeToIbl paboThI B
poeCCHOHATTFHON M CMEXHBIX cepax;
CTPYKTYpY ILJIaHa JJIsl pEIICHUS 3a/1ay;
MOPSIJTOK OIICHKH PE3YJIbTATOB PEIICHUS
3a/a4 npodeccuoHANbHON 1eATeTbHOCTH
YMmeeT onpenensTh 3a1a4u s

MOMICKA MH(POPMAITIH; OTIPEIEIISTh
He00XO0IMMbIE HCTOYHUKU WH(OPMAIIUH;
TUTAHUPOBATH MPOIECC TTOUCKA;
CTPYKTYpHUPOBATH MOy4aEMYIO
nH(pOpMaINIO; BBIAENIATH Haubosee
3HAYMMOE B MepeuHe HHPOpMAIUH;
OIICHUBAThH MTPAKTUIECKYIO 3HAYUMOCTD
PE3yNIbTAaTOB MOUCKA; 0QOPMIATH
pe3yabTaThI TOUCKA

3HaeT HOMEHKJIATypy
MH()OPMAIIMOHHBIX HCTOYHUKOB
MIPUMEHSIEMBIX B POPECCUOHATBHON
NESTSIIbHOCTH; IPUEMBI
CTpYKTypupoBaHus unpopmanuu; Gopmar
oopMIIeHHS PEe3yIbTATOB MTOUCKA
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30. [Tomoxxenne o  Oyxraiarepuu,  JOJDKHOCTHAsS
MHCTPYKIHA Oyxranrepa

31. OOume MmoIoXKeHMs O JOBEPCHHOCTH.

32. TexHOIOTHS OpraHu3aIuy JOKYMEHTO000poTa B
OpraHu3aIMIX.

33. DKcnepTr3a IEHHOCTH JIOKYMEHTOB.

34. Cucremarusanusi T0KyMEHTOB, ()OPMHPOBAHUE HX B
7ie1a ¥ TIepeiada B apXyuB OpraHn3alHH.

35. Pabota ¢ KoH(pHUIeHITMATHHBIMHI TOKYMEHTAMHU.

36. Homenknarypa  jen: NOHSITHE,  PEKBU3UTHI,
cojiep KaTesIbHas YacTh

37. CocraBieHHE HOMEHKJIATYPHI JIElT.

38. VYHuuroxkeHue OyXrajaTepCcKUX JIOKYMEHTOB C
UCTEKIINM CPOKOM XPaHEHHUS.

39. [loxroToBKa Jein ciavya B apXuB.

40. XpaHeHue U y4ET apXUBHBIX JOKYMEHTOB.

uH(pOopMaIU

YMeeT onpenesTh aKTyaaIbHOCTh
HOPMAaTHUBHO-TIPABOBOM TOKYMEHTAIUU B
npodeccroHaIbHOM IeATEIIBHOCTH;
MIPUMEHSITh COBPEMEHHYIO HAyYHYIO
podecCHOHAbHYIO TEPMUHOJIOTHIO,
OTIPE/ICIISATh ¥ BBICTPAUBATH TPACKTOPUU
podecCHOHAILHOTO Pa3BUTHS U
camoo0pa3zoBaHus
3HaeT coAepKaHue aKTyaJIbHOU
HOPMAaTHUBHO-TIPABOBOM JIOKYMEHTAIUH;
COBPEMEHHYIO HAyYHYIO U
npodeccHoHATbHYIO TEPMUHOJIOTHIO;
BO3MOJKHBIC TPACKTOPUHU
poecCHOHALHOTO Pa3BUTHS U
caM000pa3oBaHus

VYMeeT opraHu3oBbIBaTh padboTy
KOJIJIEKTUBA ¥ KOMaH/IbI;
B3aMMOJICCTBOBATH C KOJJIETAMH,
PYKOBOJICTBOM, KITMEHTAMH B XOJI¢
npodeccroHaNbHOI 1eATeTbHOCTH
3HAET MICUXOJO0THUYECKUE OCHOBBI
JEATEIIbHOCTH KOJUUICKTHBA,
IICUXO0JIOTHYECKIE 0COOCHHOCTH
JUYHOCTH; OCHOBBI IPOEKTHOM
JIEATEILHOCTH.

YMeeT rpaMOTHO U3JIaratb CBOU
MBICITH ¥ O(DOPMIISATEH JOKYMEHTHI TIO
npodeccnoHanbHON TeMaTHKe Ha
TOCYIapCTBEHHOM SI3BIKE, TIPOSBIISATH
TOJIEPAHTHOCTH B pab04YeM KOJUIEKTHBE
3HaeT 0COOEHHOCTH COLIHAIILHOIO U
KYJTbTYPHOT'O KOHTEKCTA; TpaBUiia
o OpMIICHUST TOKYMEHTOB W ITOCTPOCHHS
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YCTHBIX COOOIEHUIA.

YMeer npUMeHSTh CpeCTBa
MH(GOPMAIIMOHHBIX TEXHOJIOTHHA 15
pereHust npoecCUOHAIBHBIX 3a/1a4;
HCII0JIb30BAaTh COBPEMEHHOE ITPOrPAMMHOE
obecrieyeHne
3HaeT COBPEMEHHBIE CPEJICTBA U
yCTpOHCTBa HHPOPMATU3ALUH; TTOPSIOK
WX MPUMEHEHHS U TIPOTPaMMHOE
obecrieueHre B MpoeCcCHOHATBHOM
JESITEIbHOCTH.

YMeer noHUMaTh OOIIUNA CMBICIT
YEeTKO MPOU3HECEHHBIX BHICKA3bIBAHUH Ha
U3BECTHBIE TeMBI (IpodeccuoHanbHbIe U
OBITOBBIC), IOHUMATh TEKCTHI HA 0A30BBIE
npogeccuoHaIbHbIE TEMBI; YUaCTBOBATh B
Jaiorax Ha 3HaKOMBIE O0IIUe U
npo¢eccCHOHAIIbHBIE TEMBI; CTPOUTH
IIPOCTHIE BBICKA3bIBaHUsA O ce0e U O CBOEH
npodeccnoHabHOM 1eATENbHOCTH; KPaTKO
000CHOBBIBAaTh U OOBSICHUTH CBOU
NecTBUS (TEKyIINE U TUTaHUPYEMBIE);
MUcaTh MPOCThIE CBA3HbBIE COOOIICHHS Ha
3HAKOMBIE WJIM UHTEPECYIOIINE
npo¢eccuOHAIbHbIE TEMBI
3HaeT npaBuiia HOCTPOEHUS IPOCTHIX U
CJIO’KHBIX MPEATIOKEHUN Ha
npodeccroHalIbHbIE TEMbI; OCHOBHbBIE
o011eynoTpeOUTEeNbHbIE IT1ar0JIbl
(ObrTOBas M MpodeccuoHaIbHAas JIEKCHKA);
JEKCUYECKUI MUHUMYM, OTHOCSIIIIUICS K
OIMCAHUIO MIPEIMETOB, CPEICTB U
MIPOIIECCOB NMPO(ecCHOHANBHOM
JIEeITEeIBbHOCTH; 0COOEHHOCTH
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IIPOU3HOUIEHMS]; IPAaBUjIa YTEHHS TEKCTOB
po¢eCCHOHAILHON HANPaBIEHHOCTH
3HaeT obue TpeOoBaHuUs K
OyXraJTepckoMy y4yeTy B 4acTH
JIOKYMEHTUPOBAHHUS BCEX X034HCTBEHHBIX
JICUCTBUI U OIEpallnii;
MOHATHUE TIEPBUYHON OyXTalTepCKOi
JIOKYMEHTAI1H;
OTIpeIeJIEHUE TTIEPBUYHBIX OyXTaITePCKUX
JIOKYMEHTOB;
(hOpMBI IEPBUYHBIX OYXTalTEPCKUX
JIOKYMEHTOB, COJIepKallluX 00s3aTelbHble
PEKBU3UTHI IEPBUYHOTO YYETHOTO
JIOKYMEHTa;
MOPAJIOK IIPOBEAEHUSI IPOBEPKU
NEePBUYHBIX OYXTalTEepPCKUX TOKYMEHTOB,
(hopmanbHON IPOBEPKU JOKYMEHTOB,
MIPOBEPKH I10 CYILIECTBY, apU(PMETUUECKOMN
IIPOBEPKH;
MPUHIUIIBI ¥ TPU3HAKH TPYIITUPOBKU
MEPBUYHBIX OYXTalTEepPCKUX TOKYMEHTOB;
MOPSAJIOK COCTaBJIEHUS pETHCTPOB
OyXraJaTepckoro yuera,
MpaBWJIa U CPOKU XPaHEHUS IEPBUYHON
JIOKYMEHTaIUH,
YMeeT npuHUMaTh NPOU3BOJIbHBIE
NepBUYHBIE OyXTalITepPCKUE JOKYMEHTHI,
paccMmaTrpuBaeMble Kak TUCbMEHHOE
JI0Ka3aTeNIbCTBO COBEPIIECHHUS
XO034MCTBEHHOW OIepaluy WIH MOJy4YeHne
pa3pellieHus Ha €€ IPOBE/ICHUE;
MIPUHUMATD [IEPBUYHbIE OyXTalTepCKue
JOKYMEHTBI Ha OyMa)KHOM HOCHUTENE U
(1nn) B BUJIE AJIEKTPOHHOTO JOKYMEHTA,
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MIOJANKCAHHOTO 3JIEKTPOHHON MOAIHUCHIO;
IIPOBEPATH HAJIMYKE B IPOU3BOJIBHBIX
MEPBUYHBIX OYXTaITEPCKUX TOKYMEHTAX
00s13aTeNIbHBIX PEKBU3UTOB;

MPOBOIUTH (POPMATBHYIO TIPOBEPKY
JIOKYMEHTOB, IIPOBEPKY 10 CYIIECTBY,
apu(METHYECKYIO TPOBEPKY;
IIPOBOJIUTH IPYNIHUPOBKY EPBUYHBIX
OyXraJaTepCKuX JOKYMEHTOB T10 PSIY
MIPU3HAKOB;

pa3buparbcs B HOMEHKIATYpE Ae;
3aHOCUTH JIaHHBIE TI0 CTPYNIUPOBAHHBIM
JOKYMEHTaM B PETUCTPBI OyXTalTepCKOTro
yuerTa;

nepeiaBaTh NEPBUUHBIE OyXTraNTepCKUe
JOKYMEHTBI B TEKYIIHUH OyXTanTepCcKuii
apXUB;

nepeaaBaTh NepBUYHbIE OyXraiTepcKue
JIOKYMEHTBI B TOCTOSIHHBINM apXUB 110
WCTEYEHUN YCTaHOBJIIEHHOI'O CpOKa
XpaHEeHHUs;

WCTIPABJISITh OITUOKH B IEPBUYHBIX
OyXraJTepCKUX TJOKYMEHTAaX;
JTOKYMEHTAIbHOE 0(hOpMIICHIE
MOCTYIJICHUS ¥ pacxo/ia MaTepUaibHO-
MIPOU3BOJICTBEHHBIX 3aI1aCOB.
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VY ¢n0BUSA BBINOJHEHUS 3a1aHUS:

1. MakcumManbHOE BpeMsl BBINOJHEHUS 3a1aHusl 30 MUHYT.

2. Kputepuu olLieHKH:
«OTJIMYHO» - TEOPETHUYECKOE COJACpXaHWE AMCLUIUIMHBI OCBOCHO IOJHOCTHIO, 0€e3 IpoOesoB, HEOOXOAUMBbIE MPAKTUUYECKUE
HABBIKK pabOThI C OCBOCHHBIM MaTEepHAIOM CPOPMHUPOBAHBI, BCE TIPETyCMOTPEHHbIE paboyell MporpaMMoi 3aJaHusI BHITTOTHEHBI
«XOpOULIO» - TEOPETHUYECKOE COJIEpKaHHE TUCLMILIMHBI OCBOEHO IOJIHOCTBIO, 0€3 MpoOenoB, HEOOXOAMMBIE MPaKTHUECKUE
HaBBIKH pa0OThI C OCBOCHHBIM MAaTEPUAJIOM B OCHOBHOM C()OPMHUPOBAHBI, BCE MPEyCMOTPEHHBIE paboYeil mporpaMmMoin 3a1aHus
BBITIOJIHEHBI, HEKOTOPBIE U3 BBINOJIHEHHBIX 33JJaHUI cofiepkKaT HE3HAUUTEIbHbIE OIIHOKH;
«YZOBJIETBOPUTEIIBHO» - TEOPETUUYECKOE COJEp)KaHUE JUCIHUIUIMHBI OCBOGHO YAacCTHYHO, HO MpoOenbl HE HOCAT
CUCTEMAaTUYECKOTO XapakTepa, HEOOXOJMMble NPAaKTUYECKUE HaBbIKM pabOThl C OCBOCHHBIM MAaTEpHajJOM B OCHOBHOM
c(OpMUPOBaHbI, OOJILIIMHCTBO, MPEJYCMOTPEHHBIX padouell ImporpaMMol 3alaHuil BBINOJIHEHO, HEKOTOPbIE BUABI 3aJaHUN
BBITIOJIHEHBI C OIIMOKAMU;
«HEYIOBJIETBOPUTEIIBHOY - TEOPETHUECKOE COACPKAHUE TUCHUIUIMHBI HE OCBOEHO, HEOOXOAMMBbIE PAKTUUECKNE HABBIKU PaOOTHI
He c(hOpMHUPOBAHBI, OOIBIIMHCTBO, TPEAYCMOTPEHHBIX paboyeil MporpaMMoi 3aJaHUi HE BBIIOJIHEHO.

IIpenogaBarenn T.W. JlaBpL10Ba
(moamnwucs) (1.0.9.)
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