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1. O0mas xapakrepucTHKa pado4eil nporpaMMsl 001eo0pa3oBaTeJbHOM TUCHUTIIHHBI

1.1. MecTo iucuMIJIMHBI B CTPYKTYpPe OCHOBHOI 00pa30BaTe/IbHOM POrpaMMbl

VYuebnas mucnumamaa «OIL.10 OCHOBBI J1EIOMPOU3BOJICTBA» SIBISETCS 00s3aTEIBHON

YacThIO 00MIENPOPECCHOHATBHOTO HUKIIa 00pa3oBaTeNIbHON MporpaMMsbl B cooTBeTcTBUU ¢ PI'OC

o cneruanbHOoCcTH 38.02.01 DKOHOMHUKA M OYXTaNTEePCKUd yUeT (110 OTpacisim).
Ocoboe 3HaueHue qucnuIuinHa umeeT rpu popmupoanuu u pazsutun OK 02; OK 05.; I[IK

1.1.
1.2. Ileu U IUIAHMpPYeMble Pe3yJbTAThl 0CBOCHUS AN CHUIINHBI:
OO0m1re KOMIEeTEeHINH
=
-
5 E @opmypoBKa 3HaHusA, yMeHUs
= KOMIIeTeHIIUH
=
g
OK 02 | Mcronb30BaTh COBpEMEHHBIE | YMEHHUsl:  ONpEACNATh  3aJaud I IIOWCKa
CpeZCTBa IIOMCKA, aHaIM3a U | UHQOPMAIUK; ONpeNeNIATh HEOOXOIUMbIE HCTOYHUKH
UHTEPIIPETALNN uHbOpMaNMY;  TUIAHUPOBATH  MpPOIECC  IIOWCKA;
uHpOpMaLIUU U CTPYKTYpUpOBaTh  IOJy4yaeMylo  HH(pOpMaIHIo;
MH(pOpMalLlMOHHbIE BBICNATH,  HauOoyiee  3HAUMMOE B IIEpEUHE
TEXHOJIOTUH JUISI uH(pOpMalNY; OLEHUBATh MPAKTUYECKYIO 3HAUUMOCTb
BBITNIOJIHEHMSI 3a/1a4 Pe3yIbTATOB MOMCKA; O(OPMIISITh PE3YJIbTAThI IOMCKA
npodeccuoHaIbHON 3Hanus: HOMEHKJIAaTypa MH(POPMALMOHHBIX
JeSTEIbHOCTH HUCTOYHUKOB, NPHUMEHSEMBIX B HPOPEeCcCHOHATbHON
JESTENIBHOCTH; IIPUEMBI CTPYKTYPHUPOBAHUS
uHpopmanuy; ¢opmMaT OQOpPMIIEHHUS PpE3YyIbTaTOB
MIOMCKa HHPOPMALIUU
OK 05 | Ocy1iecTBasiTh yCTHYIO U YMmeHusi: TpaMOTHO  W3JaraTb  CBOM  MBICIH

MUCHbMEHHYIO
KOMMYHHUKAIIMIO HA
rOCYJTapCTBEHHOM SI3BIKE
Poccuiickoit ®enepanuu ¢
y4eTOM 0COOeHHOCTEeH
COLMAIIBHOTO U KYJIBTYPHOTO
KOHTEKCTa

u ohopMIIATE JOKYMEHTHI MO MPOodeCcCHOHATBHON
TEMaTUKe Ha TOCYJAapCTBEHHOM SI3BIKE, MPOSBIATH
TOJIEPAHTHOCTH B pab04YeM KOJICKTHBE

3HaHMsA: 0COOEHHOCTH COLMAIIBHOTO U KYJIbTYPHOIO
KOHTEKCTa; TnpaBwia o(opMJIeHHs JOKYMEHTOB
U IOCTPOEHHUS YCTHBIX COOOIIEHUN

[TpodeccrnonanbHbie KOMIIETEHITUN

OcHoBHBIC BUIbI Kon u IToxa3aTenn ocBOCHHMS KOMIIETCHIIUH
AeATeJbHOCTH HAHMEHOBaHHe
KOMIIeTeHIIUH
Benenne IIK 1.1. CocraBnsate | HaBbiku:
OyXranaTepcKkoro u|Hu 00pabareiBath | cocraBnenue (0GOpMICHHE) MEPBUUHBIX YUIETHBIX

HAJIOTOBOT'O Y4€Ta

JIOKYMEHTBI
¢dakTax

MNEPBUYHBIC YYCTHEBIC

AOKYMCHTOB
IpHUEM NICPBUYHBIX YUCTHBIX TOKYMCHTOB O (I)aKTaX
XO03SICTBEHHOM KU3HU SKOHOMUYECKOIO CY6’BCKT3.

(0]




XO03SMCTBEHHOU
KU3HU
SKOHOMMYECCKOTO
cyOBeKTa.

MIpOBEpKa MEPBUYHBIX YUETHBIX JOKYMEHTOB B
OTHOILIEHUU (POPMBI, TIOITHOTHI O(OPMIICHUS,
PEKBH3HUTOB

CHCTeMaTH3alus IEPBUYHBIX YYETHBIX
JTOKYMEHTOB TEKYIETO OTYETHOTO Mepro/a B
COOTBETCTBHUH C YUETHOH IMOTUTHKON

COCTaBJICHHE HA OCHOBE MEPBUYHBIX YUETHBIX
JIOKYMEHTOB CBOJHBIX YYETHBIX JJOKYMEHTOB
MOJIrOTOBKA MEPBUYHBIX YUETHBIX JOKYMEHTOB IS
nepeaayy B apxuB

Ymenus:

COCTaBIITH (0OhOPMIIATH) IEPBUYHBIC YUETHBIE
JOKYMEHTBI, B TOM YHCJIC DJICKTPOHHbBIE
JTOKYMEHTBI

OCYIIECTBIISITH KOMIUICKCHYIO ITPOBEPKY
MEPBUYHBIX YUYETHBIX JOKYMEHTOB
OJIB30BAThCS KOMITBIOTEPHBIMU IIPOTpaMMaMu
JUTSL BEZICHUST OyXTaJITEPCKOro y4eTa,
WH(POPMAIIMOHHBIMY U CIIPABOYHO-TIPABOBBIMU
CHCTEMaMH

o0ecreynBaTh COXPaHHOCTh MEPBUYHBIX YYETHBIX
JOKYMEHTOB JI0 IIepelaui X B apXUB

3HaHus:

3aKoHoarenbcTBO Poccuiickon denepanyu o
OyXraJTepcKoM y4eTe, apXUBHOM JIeJie
MIPaKTHKA IPUMEHEHUS 3aKOHO1aTEIbCTBA
Poccutickoii deneparnuu mo Borpocam
o(opMIIeHHs EPBUYHBIX YYETHBIX JOKYMEHTOB
BHYTPEHHUE OPTaHU3allMOHHO-PaCIOPSAUTEIbHBIE
JOKYMEHTbI 5KOHOMHUYECKOTO CyOBeKTa,
perIaMEeHTHPYIOLINE TOPSAI0K COCTABIEHUS,
XpaHEHUs U Mepeayu B apXUB MEPBUYHBIX
YYETHBIX JOKYMEHTOB

KOMIIBIOTEPHBIE TPOrPaMMBI [ BEJICHUS
OyXraJITepcKoro yuera

2. CTpyKTypa u coaep:xkaHue 001eo0pa3oBaTe/JbHON AU CHUIIIHHBI

2.1. O0beM JUCHHUILINHBI U BBl y4eOHOH padoThl

Ounas 3aounas
dopma dopma
o0y4eHHUs o0ydeHus
Buj y4yeOHoii paboThI O0BbeM B yacax
O06bemM 00pa3oBaTeJLHON MPOrpaMMbl 108
KouncyabTanuun |




CymMmapHasi ydeOHast HATpy3Ka BO B3aMMO/IeiCTBHH € 79 16
npenojaBarTejieM

B TOM YHCJIE!

JICKIIUHU, YPOKH 36 10
MIPAKTUYECKHE 3aHATHUS 36 6
JlabopaTtopHnast pabora

CamocTrosiTeJibHasi padoTa 36 92
IIpomeskyTOUHAS aTTeCTALMS — 3a4eT ¢ OLEHKOM

2.2. TemaTHYeCKHUIi NJIAH U cOIeP:KaHNe YIeOHOH AU CHUIIIMHBI

Ounas popMma 00yueHusn

®opMUpyeMBbI
HarnMeHoBaHe Coneprkanre yueOHOTO MaTepraa, 5 O0pe | e obmuue u
Pa3ICIIOB 1 TeM mabopaTopHbIE U MpaKTUIECKHe paboThI, MPUKIATHON MOIYIIb M npodeccruona
(ecnu mpexyCMOTpPEHBI) YacoB | JIbHBIC
KOMIIETCHIINN
1 2 3 4
Tema 1. Conep:xaHue y4eOHOro MaTepuaJa. 6
TeopeTuko- Jemonpou3BoACTBO:  LEIH, 3aJadydd U OCHOBHBIE
IIpaBOBBIC U IMPUHLOUAIIBIL. OcHOBHBIE IIOHATHUA JACJIOIPOU3BOACTBA.
HOpMaTHBHBIC [onsTus «uHGOpPMALIAD» U «ITOKYMEHT», X CBs3b. DyHKIINU
OCHOBBI JIOKYMEHTA.
AenonpousBoAc | CamocrositesqibHass ~ padora:
TBa CpoiicTBa W  Tpu3HaKu  JokymeHTa. Knaccudukanms | 5
JOKYMEHTOB.
Coaep:xanue y4eOHOro MaTepuaJia 5
Tema 2. [onstue CUCTEMBI JIOKYMEHTAIIHH. OcHoBHBIE
CreTeMb (YHKIMOHAILHBIE CHCTEMBI JOKyMEHTalmu B Poccuiickoit
JTOKYMEHTAITHH (Denepaulxm.v YHUpUIUPOBaHHBIE CHUCTEMBI I[OKyMeHTauI/II/IV.
Oo6mepoccuiickue KI1acCupUKaTOPbl TEXHUKO-IKOHOMUYECKOH
1 COIMAJIBHOM MH(OPMAITUH.
Conep:xanue y4eOHOro MaTepuaJia 5 OK 02
l'ocynapctBeHHbIE CTaHJIAPTHI Ha JTOKYMEHTAITHIO. OK 05
3aKoHOAATEIbHBIE U HOPMATHBHBIE AKThI, YCTAHABIUBAIOIIHE MK 1.1
npaBwia oQopmiieHUs: A0KyMeHTOB. OOmme TpeOoOBaHUS K
CO3JIaHHIO JIOKyMEHTOB. HopMaTuBHBIE TpeOOBaHHS K COCTaBY
PEKBH3HTOB JIOKYMEHTOB M UX 0(hOpMIICHHE.
Tema 3 B Tom unciie npakTHYECKUX 3aHATHIA
CrammapTsanm OdopmieHne cxeM pacroyOXKEeHUs PEKBU3UTOB JOKYMEHTOB U
s poriecca rpaHunel 30H Ha (opmare A4, TPOAONBHOTO M YIIIOBOTO
JOKYMEHTHPOBA 6nankoB. OdopmieHne PEeKBU3UTOB JOKYMEHTOB. PekBH3HTHI | 8
S nokyMeHTa. CXeMbl pacIioJIoKeHHS PEKBU3UTOB. MEXCTPOUYHBIE
HUHTCPBaJibl, MCIIOJIB3YEMbIC IIpH O(i)OpM.HeHI/II/I PEKBU3UTOB.
pudte1, ucronabs3zyemMsie aj1st 0pOPMIICHUS! PEKBU3UTOB
CamocrosiTeibHast  padora:
Bugsl u HasHaueHwe OyiaHkoB. TpeOoBaHust K OJiaHKaM
NOKyMeHTOB. CXeMBI PacloI0KEeHUS! pEKBU3UTOB TIOKYMEHTOB U | 6
rpaHunbl 30H Ha Qopmate A4, TPOJOIBHOTO W YIJIOBOTO
6rankoB. OdopmierHne 0JaHKOB JOKYMEHTOB
T 4 Coaep:kanue yueOHOro MaTepuaja 5
OeMa " | MI3yyeHure nakeTa OpraHn3alOHHbIX JOKYMEHTOB OpraHU3aliH.
pPraHn3alliOHH

BI/I):[LI OpPraHu3aluOHHBIX




ast
TIOKyMEHTAITHS

JIOKYMEHTOB (YCTaBBI, IIOJIOKCHHUS, TPABUIA, HHCTPYKIIUH).
Crpykrypa Ttekcra. IlpaBunma odopmitenns. OcoOeHHOCTH
oopMIICHHSI.

B ToM yuc/Ie MpaKTHYECKUX 3aHATHIA
OdopmiieHre OpraHu3aluOHHBIX JOKYMEHTOB

CamocrosiTeibHAsE ~ padoTa:
XapakTepucTuka  OCHOBHBIX
JIOKYMEHTOB.

BHIO0B OpraHu3anuOHHBIX

Tema 5.
Pacnopsaurens
Has
JOKyMEHTalus

Conep:xaHue y4eOHOro MaTepuaJia

PacriopsimurensHble  TOKYMEHTHI, H3/1aBacéMble B  YCIIOBHSX
eIMHOJIMYHOTO NPUHATHSA pPeIIeHNH (TPUKa3bl, paclopsHKEHUS,
yKazaHus). PacmopsauTensHble JOKYMEHTHI, H3[aBa€MbIC B
YCIOBUSAX  KOJJICTHAIBHOCTH  (TIOCTAHOBIICHUS, PEIICHHUS).
Hasnauenme pmokymentoB. Crpykrypa Tekcta. CocraB
pexBusuToB. IIpaBuna odopmienus. [lopsmok coriacoBaHus
MPOEKTa JOKYMEHTA U €r0 NOANKCAHHSI.

B Tom unciie npakTHYECKUX 3aAHATHIA

Cocrasnenue, oopMIIEHHE U pEIAKTUPOBAHUE NIPHKA3a MO
OCHOBHOM J€STETLHOCTH, PacIOpsDKEHUs], YKa3aHUs, PeIIeHNUs.
[Nopsimox odopmIleHHS, COCTABICHUS U PEIAKTHPOBAHUS
MIPOTOKOJIOB U BBIMIMCOK M3 HUX.

CamocrositeibHast ~ padora:

[IpoTokomn Kak 0coObIi BU JOKYMEHTA, OTHOCSIIIIUICS K pa3HbIM
CHUCTEMaM HJIU oA CUCTEMaM JOKyMeHTaunu. [TomHble 1 kpaTkne
NpoToKOoJbl. Beinmucka u3 nmporokosa. Konus mpotokora.

Tewma 6.
CrnpaBouHo-
WHPOPMAITUOHH
asi ¥ CIIpaBOYHO-
aHaJIMTHYeCKast
JIOKYMEHTAaIHS

Conep:xanue y4eOHOro MaTepuaJia

Buasl  cnpaBoYHO-HH(GOPMALIMOHHON JTOKYMEHTALIUH,
XapaKTEPUCTHKA, ocobenHoctd.  CTpykTypa  TeKkcra.
CocraB pexBuzutroB. IlpaBuna odopmieHuss W MOXNHCAHUS.
[lopsimox odopmieHHss M PEAAKTUPOBAHMSA CIPABOYHO -
aHaNMTUYeCKO JokyMmeHTanmu. [lopsimok odopmieHus u
PEAAKTHPOBAHMSA CBOJOK, 3aKIIOYECHHH, OT3BIBOB, NMEPEYHEH U
CIIMCKOB.

B TOM YHc/Ie NPAKTHYECKUX 3aHATHI

OdopmieHue ciry)xeOHast 3aMUCKY, JOKJIAJHOMN 3alMCKH U
00BsicHUTENbHOM 3amucku. OdopmiieHHEe aKTOB, CIPABOK,
sagBieHni. CoctaBneHne W OQOPMIICHHE PAa3HBIX BHJIOB
JCJIOBBIX ITHNCEM

CamocrosiTeibHast  padora:

HemoBas mepenucka. Buapl mucem: ciy)keOHOE MHUCHMO,
nepenucka ¢ 3apyOexHbiMH MapTHEpamu. (OCHOBHBIC BHJIBI
ciyx)ebHnbix muceMm. CTpykrypa Tekcta. CocTaB peKBU3UTOB.
[TpaBuna opopmIIeHUS | TTOIITUCAHMSL.

Tema 7.
JoxymeHTHpOBa
HHE KaJIpOBOMU
paboThI

Coaep:xanue yueOHOro MaTepuaJia

KanpoBast nokyMeHTaIus KaK 4acTh yIIPaBIE€HYECKON
noxyMmeHTaruu. O01ue TpeOOBaHMS K COCTABIICHUIO KaIPOBBIX
nokyMeHTOB. Mcnonb3oBanrne yHU(DUIIMPOBAHHBIX POpPM
NEPBUYHOM YUETHON JOKYMEHTALMU 10 YUYETY TpyJa.

B ToM unciie npaKTHYeCKUX 3aHATHI

Obmme npaBwia  odopMileHHS  TPYZOBOTO  JIOTOBOpA.
Odopmnenne nprkazoB 1Mo JUYHOMY coctaBy. Odopmienue u
BE€JICHUE JIMYHOTO JieNla PaOOTHHUKA.

CamocTosTeILHASA pabora:
TpebGoBanus k 0pOPMIICHUIO KaAPOBBIX IOKYMEHTOB.
OcobenHocTy 0hopMIICHHS JOKYMEHTOB 110 JIMYHOMY COCTABY.




HpOMe)KYTO‘lHaﬂ aTTeCTanusAa — 3a4€T C OL[GHKOﬁ

Bcero: 108
3aounas ¢opma 00yyeHUs
dopMUpyeMBbI
HarnMeHoBaHe Coneprkanue yueOHOTo MaTepuaa, } O0be | e obOmue u
Pa3IeNIOB 1 TeM mabopaTopHbIe U MpaKTHYEeCKHe paboThI, MPUKIATHON MOIYIIb M npodeccruona
(ecnu mpeayCMOTpPEHBI) 4acoB | JIbHBIE
KOMIICTCHIIUU
1 2 3 4
Tema 1. Conep:xaHue y4eOHOr0o MaTepuaJa. 2
TeopeTuko- Jlemonpou3BoJACTBO:  LIeJH, 3aJadd U OCHOBHBIC
MPaBOBBIC U npuHimnbel.  OcHOBHBIE MIOHSTHSI JICJIONIPOU3BO/ICTBA.
HOPMaTHBHBIC CamocrosiTeibHasi  padora:
OCHOBBI [onsTusa «uHQOpPMAIHSI» M «IOKYMEHT», UX CBs3b. DYyHKIHH 6
JCNIONIPOU3BOJIC | nokyMeHTa. CBOICTBa M MpU3HAKU AoKyMeHTa. Kimaccudukanms
TBa JIOKYMEHTOB.
Coaep:xanue y4eOHOro MaTepuaJia
CamocrosiTeibHass  padora:
Tema 2. ITonsiTue CUCTEMBI JIOKyMEHTAIAH. OcHOBHBIE
Cucrembl (YHKIMOHAIBHBIE CHCTEMBl JOKyMEHTalmu B Poccuiickoit 16
nokyMmeHTanuu | degepanud. YHUQUIMPOBAHHBIC CHCTEMBI JOKYMCHTAIIUH.
OO61epoccuiickue KI1acCu(pUKaTOphl TEXHUKO-3KOHOMUYCCKOM
Y COIMAIBHOM MH(OPMAITUH.
Conep:xanue yyeOHOro MaTepuaJia 2
l'ocynapctBeHHBIC CTaHJIAPTHI Ha JTOKYMEHTAITHIO.
3akoHOJaTeNbHbIE W HOPMATHUBHBIC aKThHI, YCTaHABIMBAIOIIUE
npaBwia oQopmiieHUs A0KyMeHTOB. OOmme TpeOoBaHUS K
CO3/IaHUIO JIOKyMEeHTOB. HopMaTuBHBIE TpeOOBaHUS K COCTaBY OK 02
PEKBU3UTOB JIOKYMEHTOB H X 0(hOpMIICHHE. OK 05
Tema 3 B ToM yHc/Ie MpaKTHYECKUX 3aHATHI K 1.1
Cramaprisany OdopMieHHe CXeM PACIIOIOKEHUS PEKBU3UTOB JIOKYMEHTOB U
s porecca rpaHunel 30H Ha (opmare A4, TPOAONBHOTO M YIIIOBOTO
JTOKYMEHTHPOBA 6nankoB. OQopMieHHEe PEKBU3UTOB JIOKYMEHTOB. PEeKBH3HTHI | 2
HIIS nokyMeHTa. CXeMbl pacrioyIoKeHHS PEKBU3UTOB. MEKCTPOUYHBIE
WHTEPBAJbl, KCIOJB3yeMble TpH O(GOPMIEHUH PEKBU3UTOB.
IpudTsl, Hcnob3yemble g 0popMIIeHUS] pEKBU3UTOB
CamocrosiTelbHAast  padoTa:
Bunet u HazHauenwe OnankoB. TpeOoBaHuss K OlaHKaM
JTOKYMeHTOB. CXEMBI PacCIIONIOKEHUSI PEKBU3UTOB JJOKYMEHTOB 1 | 16
rpaHunbl 30H Ha Qopmate A4, TPOJOJIBHOTO W YIIOBOTO
6rankoB. Odopmierne 0JaHKOB JOKYMEHTOB
Coaep:xaHnue y4eOHOro MaTepuaJia 2
NzydeHune makeTra opraHU3aIl[MOHHBIX JOKYMEHTOB OpraHU3aIlHiH.
Buapl opraHn3alMoHHBIX JIOKYMEHTOB (yCTaBBl, IOJIOKEHUS,
Tema 4. | mpaBwia, MHCTPYKIIAH).
Opranuzanuons | B Tom 4yncie npakTuyecKux 3aHATUH
ast OdopmiieHne OpraHu3aluOHHBIX JOKYMEHTOB
JokymeHTanus | CamocTosiTeqibHAsE ~ padora:
Crpykrypa tekcra. [IpaBuna odopmienus. OcoOeHHOCTH 14
oopmieHus. XapakTepucTuka OCHOBHBIX BUJIOB

OpraHu3anrOHHbLIX JTOKYMCHTOB.

Conep:xkaHue y4ueOHOro MaTepuaJa




Tema 5.
Pacnopsiaurens
Has
JIOKyMEHTAIIHS

PacnopsiqutenbHble  JOKYMEHTHI, H3/1aBacMble B YCIOBHSX
€IMHOJIMYHOTO TIPHHATHS PEelIeHUi (MPUKa3bl, pacropsKeHus,
yKa3aHus;).

B ToM yuc/Ie MpaKTHYECKUX 3aHATHIA

Cocrasnenue, oopMIIeHHE U pEIaKTUPOBAHUE TIPHKA3a MO
OCHOBHOM J€STENBbHOCTH, PACHOPSDKEHUS, YKa3aHUs, PELICHUS.
[opsinox odopmiieHHs, COCTaBICHUS U PEIAKTUPOBAHUS
MIPOTOKOJIOB U BBIMHUCOK U3 HUX.

CamocrosiTeibHast  padora:

PacnopsimurenbHble DOKYMEHTBI, H3[aBaeMbleé B YCIOBHSAX
KOJIJIETHANIbHOCTH  (TIOCTaHOBJICHUS, pelneHus). Hasnauenue
nokyMeHToB. CTpykTypa Tekcta. CocTaB pekBU3UTOB. [IpaBuna
oopmnenus. Ilopanok cornacoBanus MPOEKTa JOKYMEHTA U €TO
moamucanus. IIpoTokom kak o0coOblii  BUA —JOKyMEHTA,
OTHOCSIIMHCS K pa3HbIM CHUCTEMaM WM TMOJCHCTEMaM
nokyMeHTanmu. [lomHple W KpaTkue HpoTOKobl. Belmucka u3
npoTtokoia. Konus npotokosna.
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Tewma 6.
CnpaBo4HO-
HHPOPMATUOHH
as ¥ CIIpaBOYHO-
aHaJIMTHYECKast
JOKYMEHTAaIHS

Conep:xanue y4eOHOro MaTepuaJia

Buasl  cnpaBoYHO-MH(GOPMALIMOHHON JIOKYMEHTALIUH,
XapaKTEPUCTHKA, ocobenHoctu.  CTpykTypa  TeKkcra.
CocraB pexBuzutroB. IlpaBuina odopmieHuss W MOXMHCAHUS.
[lopsimox odopmieHHs M PEAAKTUPOBAHMSA CIPABOYHO -
aHaNMTUYeCKO JokymeHTanuu. llopsimok odopmiueHus u
PEOAKTUPOBAHUS CBOJOK, 3aKIHOYECHHM, OT3BHIBOB, MEpEYHEH U
CIIMCKOB.

B ToM yHc/Ie MpaKTHYECKUX 3aHATHIA

OdopmieHue ciry)xeOHast 3aMUCKY, JOKJIAJHOMN 3aliCKH U
oOBsicHuTENTbHON 3ammckd. OdopMieHHe akToB, CHPaBOK,
3asBieHuii. CocraBneHwe u oGOpMIICHHE pa3HBIX BHIOB
JCJIOBBIX ITHNCEM

CamocrosiTeibHast ~ padora:

HemoBas mepernucka. Buapl mucem: ciy)keOHOE MHUCHMO,
mepenucka ¢ 3apyOexHbiMH MapTHEpamu. (OCHOBHBIC BHJIBI
ciyx)ebHnbix nuceMm. CTpykrypa Tekcta. CocTaB peKBHU3UTOB.
[TpaBuna oopmIIeHUS | TTOIITUCAHMSL.

12

Tema 7.
JoxymeHTHpoOBa
HHE KaIpOBOU
paboThl

Copaepxanune yueOHOr0 MaTepHaJIa

KanpoBas jokyMeHTaIus Kak 4acTh yIPaBICHUSCKOM
noxyMmeHTaru. OO01ue TpeOOBaHMS K COCTABICHUIO KaIPOBBIX
JIOKYMEHTOB.

B Tom unciie npakTHYECKUX 3aHATHIA

Obmme npaBwna  odopMIleHHS  TPYIOBOTO  JIOTOBOpA.
Odopmienne nprkazoB Mo JUYHOMY coctaBy. Odopmienue u
BEJICHHE JINYHOTO Jie1a paOOTHHKA.

CamocrosiTenbHast ~ padora:

HUcnonb3oBanne yHHOUIMPOBAHHBIX (POPM MIEPBUYHON YUETHOM
JNOKYMEHTalluu 10 y4ery Tpyaa. TpeOoBaHus K o(opMIIEHHIO
KaJpOBBIX JIOKyMEHTOB. OcobenHnoctu ohopmiIeHHs
JJOKYMEHTOB I10 JINYHOMY COCTaBYy.

12

HpOMe)KYTO‘lHa}I aTTeCTanusAa — 3a4€T C OL[eHKOﬁ

Bcero:

108

3.1. lns peaju3anuy nNporpamMMsbl y4eOHOM JTMCUMILIMHBI PE1YyCMOTPEHBI CJIeyIoLue

3. YcaoBus peaju3alu NporpaMMbl y4eOHOM IMCUHMIINHBI




crenuaabHble MOMeLIeHusI:
JlaGopaTtopust ”HpOPMATHUKH,
OCHAIIIEHHBI 000PYJOBaHUEM:
CcTONBI — 12 1T,

CTyJbs — 24 mT.,

CTOJI  CTYJI IIpenojaBaTens — 1 mir.,
MenoBas jocka — 1 miT.,

TeJeBu30p — 1 mrT.,

KoMmnbtoTep — 12 mr.,

TpuOyHa — 1 mrT.,
y4eOHO-HATJISTHBIC TTOCOOUS - B AJICKTPOHHOM BHUIE

3.2. UnpopMmannoHHoOe obecrniedeHne peain3aluu NpPorpaMmbl
3.2.1. OcHOBHBIE NeYaTHBIE U JIEKTPOHHbIC U3/IaHUS
1. AGynamze, [I. I'. JlokymeHTallMOHHOE OOECIICUCHHE YIIPABICHUS MEPCOHATIOM ;| YUYCOHHK
U TOpakTUKyM i cpegHero  mpodeccuoHaibHoro — obpasomanusi/ [ I'. AGynanze,

U. b. Bempsikkuna, B. M. MacnoBa. — 3-e¢ u3n., mepepad. u mom. — Mocksa : M3marenscTBo
IOpaiir, 2025. — 374 c. — (Ilpodeccuonanbroe obpazopanue). — ISBN 978-5-534-16657-6. —
Texct : omekrponHbii // OOpa3oBarenbHas 1uiarpopma IOpaiit [caiit]. —  URL:

https://urait.ru/bcode/562146

2. Kysuenos, U. H. [JlokymeHTallmoOHHOE 00ECIIEYCHHE YIIPABIICHUS IEPCOHATIOM ;| YICOHUK
U TPaKTHUKyM JJs cpenHero mpodeccuonansHoro odpasosanus / WM. H. Kysnenos. — 3-e u3g.,
nepepab. u gom. — Mocksa : UsnmarensctBo IOpaiit, 2025. — 397 c. — (IlpodeccuonanpHoe
oOpazoBanue). — ISBN 978-5-534-09155-7. — Tekcr : »snextponHslii // OOpa3oBaTenbHas
wiatdopma Opaiit [caiit]. — URL: https://urait.ru/bcode/562296

3.

3.2.2. JIonoJHUTEIbHbIE HCTOYHUKH

1. Poccuiickas @enepanus. Koucturynus (1993). Koncturynus Poccuiickoit @eneparuu:
MIPUHSATA BCEHAPOAHBIM rosiocoBanueM 12 nexadps 1993r. / Poccuiickas denepanusi. Koncrurynus
(1993). — Joctym u3 cnpaBouHO-1paBoBoii cuctembl KoncysprantlLmtoc. — TeKCT: 2IeKTPOHHBI.

2. Poccuiickas ®enepanus. 3akoHsl. [ paxmanckuii kogekc Poccuiickoii denepanuu (TekCT
B AeicTByoLIel penakuun): [mpunsat I'ocynapctBennoi lymoii 21 okta6ps 1994 rona). — Mocksa,
2021. - loctym u3 cripaBouHO-TIpaBoBoi cuctembl KoucynbranTILimtoc — TeKcT: 37eKTpOHHBIN.

3. Poccuiickas ®@eneparnus. 3akonsl. Hamorossiii kogekc Poccuiickoit deneparuu (TEKCT B
neiictByromelt penakiun).[npuHsaT I'ocynapctBenHoi [Iymoit 16 wurons 1998 ronma, omoOpen
Coerom @enepanuu 17 urong 1998 rona]. — Mocksa, 2021. - JlocTyn U3 cripaBOYHO-IIPaBOBOM
cuctemsl Koncynprantllntoc — TekcT: 371€KTpOHHBIN.

4. Poccuiickas @enepanus. 3akoHbl. 00 ayIuTOpCcKOil nesTenbHocTH: PeepalibHbIi 3aKOH
ot 30 nexabps 2008r. Ne 307-®3/ Poccuiickas denepauns. 3akoHsl. - Mocksa, 2021. - Jloctyn u3
crpaBO4HO-TIpaBoBOM cuctembl KoHcynbpTaHTIImroc — TekeT: aneKTpOHHBIN.

5. Poccuiickas ®enepanus. [IpaButenscTBo. MexayHapoaHble cTanaapThl ayaura [Ipukas
MunucrepctBa ¢punancos Poccuiickoit denepanun ot 09.11.2016 N207H (TekcT B AeilcTByromeit
penakuuu)/ Poccuiickas ®enepanus. [paButensctBo. - MockBa, 2021. - JlocTyn U3 crpaBo4HO-
nipaBoBoil cucteMbl KoncynbranTlmoc - TekeT: 35eKTpOHHBIM.

6. Poccuiickas ®enepamus. 3akonsl. O OyxrantepckoMm yuete: denepanbHbIi 3aKOH OT
29.11.2011r. Ne402-®3 (texct B nelctByromen penakmuu)/ Poccuiickas ®Deneparusi. 3aKOHBI.

Mocksa, 2021. - [octyn u3 cnpaBouHo-ipaBoBoi cucteMbl Koncynbsrantllmoc — Teker:
AIEKTPOHHBIN.

7. JloKyMeHTOBeJeHHE : Y4YeOHHMK W MPAaKTUKyM IS CPEJHEero MNpodecCHOHAIbHOTO
obpazoBanusi / mon pemaknuen JI. A. Jloponunoit. — 4-e wm3n., mepepab. u gom. — Mocksa :

N3znarensctBo FOpaiit, 2025. — 336 c. — (IlpodeccnonansHoe obpazosanue). — ISBN 978-5-534-


https://urait.ru/bcode/562146
https://urait.ru/bcode/562296

19113-4. — Tekct : anexktponHbt // OOpazoBatenbHas miardopma FOpait [caiit]. — URL:
https://urait.ru/bcode/560925

8. Kysuenos, U. H. JlokymeHTanmonHoe o0ecniedeHne ynpapieHus. JJokyMeHTO000pOT 1
JICTIONPOM3BOCTBO : YYCOHUK U TMPAKTUKYyM ISl CPEeAHEro mpodeccCHoHanIbHOro oOpa3oBaHwst /
. H. Ky3nenoB. — 5-¢ m3xa., nepepad. u mon. — Mocksa : MznarensctBo FOpaiir, 2025. —

425 ¢c. —

ANEKTPOHHBIN

(ITpodeccnonanproe

OO6pazoBatenbHas

https://urait.ru/bcode/581141

obOpa3zoBaHue). —

mwiardopma Opaiit

ISBN 978-5-534-20025-6.

Tekcr
URL.:

[caiiT].

4. KoHTpOJIb U OlIeHKA Pe3yJIbTATOB OCBOCHHS Y4eOHOMH AU CHMILINHBI

Kon u | Pe3yabrarsl Kpurtepuu oneHku MeToabl OLIEHKHU

HaNMMeHOBaHHUe | 00y4YeHUus

(popmupyemMbIX

KOMIIeTeHI M i

0K 02 Ymenus: Ouyenka «5» - «otnuHo» | Ouenka pe3yromamos

OK 05 ONpEeAeNsATh  3aJa4yM | CTABUTCA, €CIId | YyCHHO20 onpoca

IIK 1.1. JUISL MOUCKA | O0yYarOIIHICs MOJIHO
nH(pOpMaLIUK; u3naraer MaTepuan
OIIpeEIIATh (oTBewaer Ha BOIpPOC),
HE00X0TMMBbIE naet MIpaBUIILHOE
HMCTOYHUKHU ompeJieJIeHue OCHOBHBIX
nH(pOpMaLINK; MOHATHI;, OOHapy>XUBaeT
IIJITAHUPOBATh MPOIIECC | TOHUMAHUE  MaTepHala,
MOKCKA; MOXXET OOOCHOBaTh CBOH
CTPYKTYpPUPOBATh CYXKJIEHUS,  NPUMEHHUTH
MOJTy4aeMyto 3HaHHUA HA  TPAKTHUKE,
nH(pOpMaIHIO; MPUBECTA HEOOXOIUMBIC
BBICTISITh  HamOoJee | MpuMepsl HE TONBKO W3
3HAYMMOE B TIEpEYHE | yueOHUKa, HO u
nH(pOpMaLINK; CaMOCTOSTENIbHO
OIICHUBATH COCTaBJICHHBIC; WH3JIaraet
MPaKTUYECKYIO Marepuanl
3HAYUMOCTD MOCJIeI0BATEILHO u
pe3yabTaTOB MOUCKA; | MIPAaBUIBHO C  TOYKH
opopMIIAThH 3peHus HOpM
pe3yabTaThl IOMCKA; | IUTEPATYPHOTO SI3bIKA.
rpaMOTHO  u3narath | Ouenka «4» - «XOpOoIIo»
CBOM MBICIIU CTaBUTCH, eciu
u oQopMIISITh | 00yUaroImuiics JlaeT
JIOKYMEHTBI 10 | OTBET, YAOBJIETBOPSIOIINMA
npodeCcCuoOHATBHON TEM K€ TPeOOBAHUSM, UTO
TEMAaTHUKe Ha | U U1 OLIEHKU «OTIUYHOY,
roCyJJapCTBEHHOM HO JIOTTyCKaeT 1-2
SI3bIKE, MPOSIBIISATE | OIIMOKHU, KOTOPBIE CaM Ke
TOJIEPAHTHOCTh B | UCIIPaBIISIET, U 1-2
pabodeM KOJUIEKTHBE; | HEIOYETOB
COCTaBJISITh MOCJIEIOBATEILHOCTH |
(ohopmsiTh) SI3BIKOBOM  O(OPMIICHHUH
MEePBUYHBIC YYETHBIC | M3JIaraeMoro.
JIOKyMEHTBI, B TOM | Ouenka «3» -
YUCJI€ DJIEKTPOHHBIC | «YIOBJICTBOPUTEIHLHOY
JIOKYMEHTBI CTaBUTCH, eciu



https://urait.ru/bcode/560925
https://urait.ru/bcode/581141

OCYIIECTBIISITh
KOMILUIEKCHYIO
MIPOBEPKY TMEPBUUHBIX
YYETHBIX JOKYMEHTOB
IOJIb30BAThCSA
KOMITHIOTEPHBIMH
porpaMMaMu
BEJICHUS
OyXTraJiTepcKoro
y4era,
nH()OPMAITMOHHBIMU
" CIIPaBOYHO-
[IPaBOBBIMU
CHCTEMaMH
obecrnieunBaTh
COXPaHHOCTb
MEPBUYHBIX YUYCTHBIX
JTOKYMEHTOB 10
nepeayn uxX B apXuB
3HaHun:
HOMCHKJIATypa
WH(POPMAIIMOHHBIX
HMCTOYHUKOB,
MIPUMEHSEMBIX B
npodeccnoHaTBEHOM
NeSITeIbHOCTH;
[IPUEMBI
CTPYKTYPHPOBaHUS
nH(popMaLuu;
¢dopmar odopmiieHUs
pe3yJIbTaTOB  IMOMCKA
uHpopmManuy,
0COOEHHOCTH
COLIMAJILHOTO U
KYJIbTYPHOTO
KOHTEKCTa;
oopmIieHUs
JIOKYMEHTOB
Y TIOCTPOCHUS YCTHBIX
COOOIIIeHUH;
3aKOHO/ATEITHCTBO
Poccuiickoit
denepanun 0
OyXraaTepcKkom
ydere, apXUBHOM
nene

MIPaKTHKA
MIPUMCHECHHSI
3aKOHOJIATEIILCTBA
Poccuiickoit
denepanun
BOIIpOCaM

JJIA

IpaBHjia

o

oOyJatroruics

0OHapy>XMBaeT 3HAHHWE H
MOHMMAaHUE  OCHOBHBIX
HOJIOKEHUN JAHHOU
TEMBI, HO  M3Jaraer
MaTepuag  HEMOJHO H
JIOMyCKAaeT HETOYHOCTH B
ONpeAeNieHU:  TOHATUHN
W dbopmynHupoBke
MIpaBUII; HE yMeeT
JIOCTaTOYHO INIyOOKO H
J0Ka3aTeIbHO 000CHOBATH

CBOU CYXKICHUS u
MIPUBECTH CBOU MPUMEPHI;
M3JIaraet MaTtepual
HETIOCJIeI0BATEIIbHO u
JIOMyCKaeT OIMMOKH B
SI3BIKOBOM  0(hOopMIICHUH
M3JIaraeMoro.

Ouenka«2» -

«HCYOOBJICTBOPUTCIBHO»
CTaBHTCH, eciu
oOyyaromuics
OoOHapy>KUBacT HE3HAHUE

OoubIIEH qacTu
COOTBETCTBYIOIIETO
BOIIpOCa JIOITyCKaeT

oHOKH B (hOpMYyITUPOBKE
ONpEIEICHUN W TPABUIL,
HCKaXXAIOLMEe HX CMBICI,
OecropsAI0YHO U

HEYBEPEHHO u3naraer
Marepua. Orenka

«2»  OTMeuaeT TakKue

HE/IOCTATKU B

MOJATOTOBKE, KOTOpbIE

SIBIISTFOTCS CepbE3HBIM

MPEMSITCTBHEM K

YCHEIIHOMY  OBJIa/IEHUIO

MOCJe Ty OIUM

MaTepUaJIOM.

«5» - 85- Ouenka pe3ynrbmamoes
100%BepHBIX OTBETOB mecmupoganus

«y - 69-

84%BepHBIX OTBETOB

«3» - 51-

68%BEpPHBIX OTBETOB
«2» - 50% u meHee

Ouenka «5» - «OTIMYHOY
BBICTABIIICTCS
oOyyaromemycs,
JIEMOHCTPHPYIOTCS

€Ciin

Ouenka pe3ynrbmamos
oughghepenyupoeannozo
3auema




odopmiieHus BCECTOPOHHEE,
MEPBUYHBIX YYETHBIX | CHCTEMAaTHYECKOE u
JTOKYMEHTOB rIyooKoe 3HAHUE
BHYTpPEHHUE y4eOHOro0 MpPOrpaMMHOIO
OpraHU3alOHHO- MaTepuaia,
pacnopsAUTENbHbIC CaMOCTOSITENTLHO
JIOKYMEHTBI BBITTOJTHUBIIUI BCE
HKOHOMHYECKOTO MIPelyCMOTPEHHbIE
cyObeKTa, IPOTpaMMOii 3ajaHus,
peraaMeHTHpyronye | riryboko

MOPALOK YCBOUBILIUHI
COCTaBJICHMUS, OCHOBHYIO u
XpaHEHUs U Nepesladyu | JTONOJHUTEIbHYIO

B apXxUB IEPBUYHBIX | JIUTEPATYDY,

YYETHBIX JOKYMEHTOB | PEKOMEHJOBAaHHYIO
KOMITbIOTEPHbBIC MPOrpaMMOii, aKTUBHO
MPOTrpaMMBbI JUisl | paboTaBIIUi Ha
BEJICHUS MIPaKTUYECKUX,
OyXTajaTepcKoro CEMHUHAPCKHX,

ydera nabopaTOPHBIX 3aAHATHUSAX,
HaBbiku: pazbuparomuiics B
COCTaBJICHHE OCHOBHBIX HAYYHBIX
(oopmienue) KOHULENIUAX o
MEePBUYHBIX YYETHBIX | U3y4aeMOW JMCIUILINHE,
JIOKyMEHTOB MPOSIBUBILIUNA TBOPYECKUE
MpHeM  TMEPBUYHBIX | CIIOCOOHOCTH W HAyYHBIN
YYETHBIX JOKYMEHTOB | MTOAXOJ B TOHUMAHUH U
0 (bakTax | U3TOKEHUU y4eOHOTO
XO0351CTBEHHOU IIPOrPaMMHOI'0 MaTepuma,
AKU3HU OTBET OTJINYAETCS
SKOHOMMYECKOTO 00raTcTBOM U TOYHOCTBIO
cyObeKTa WCIIOIb30BAHHBIX
MPOBEPKA MEPBUYHBIX | TEPMHUHOB, MaTtepHal
YUETHBIX JOKYMEHTOB | U3JIaraeTcs

B OTHOUIEHUH (POPMBI, | TIOCIIETI0BATEIBHO U
MTOJIHOTHI JIOTUYHO.

odopmIieHus, Ouyenka «4» - «XOpOIIO»
PEKBU3HUTOB BBICTaBIISIETCA
CHUCTEMaTU3alHs oOyuaroiemycs, eciu
MIEPBUYHBIX YYETHBIX | JEMOHCTPUPYIOTCS
JIOKYMEHTOB JIOCTaTOYHO MOJIHOE
TEKYyLIEr0 OTYETHOTO | 3HAaHUE yuebHo-
nepuojaa B | IPOTPaMMHOTI0
COOTBETCTBUH C | Marepuana, He
YUYETHOM MOJTUTHUKOMN JIOMyCKAIOIUA B OTBETE
COCTaBJICHHE Ha | CYIIECTBEHHBIX

OCHOBE  MEPBUYHBIX | HETOYHOCTEH,

YYETHBIX JOKYMEHTOB | CAMOCTOSITEILHO
CBOAHBIX  YYETHBIX | BBIMOJHUBIINN BCE
JOKYMEHTOB IIPEyCMOTPEHHbIE
MOATOTOBKA MIPOrpaMMoit 3aaHus,
MEPBUYHBIX YYETHBIX | YCBOUBIIMM  OCHOBHYIO




JIOKyMEHTOB
repeaady B apXuB

IS

JIuTeparypy,
PEKOMEHI0BaHHYO

IpOrpaMMoi, aKTUBHO
paboTaBIIHiA Ha
MPAKTUIECCKUX,
CEMHHAPCKHUX,
1a00paTOPHBIX 3aHATHUSX,
MOKa3aBIIUI
CHUCTEMAaTUYECKU I
XapakTep 3HaHUH 1O
JTUCIUILINHE,
JOCTATOYHBIH TUIS
NalbHEWIe y4eObl, a
TaKk)Ke CMOCOOHOCTh K HX
CaMOCTOSITEIIEHOMY
MOTIOJTHEHHUIO.

Ouenka «3I» -
«YIOBIETBOPUTEIHHO
BBICTABIISICTCS
oOyuaroiemycs, ecnu
JIEMOHCTPHPYIOTCS
3HAHUS OCHOBHOTO
y4e0HO-  MPOTrpaMMHOIO
Matepuaga B  00bEMe,
HE00X0TUMOM TUTS
nanpHeumeil  y4eObl
npejacrosimen padoThl 1O

npodeccuu, HE
OTJINYABIIUHUCS
AKTUBHOCTBIO Ha
MTPAKTUICCKHIX
(ceMHHApCKUX) u
a00OpaTOPHBIX 3AHATHUSX,
CaMOCTOSITENTEHO
BBITIOJTHUBIITNA OCHOBHEBIC
Mpe1yCMOTPEHHbBIE
MPOrPaMMOit 3aJIaHus,
OJTHAKO JIOTTY CTUBIIHAN

MOTPENIHOCTH TMPH  HUX
BBITTOJIHEHHH U B OTBETE
Ha DK3aMEHE, HO
00J1a1aro i
HEOOXOINMBIMHU
3HAHUSAMHU JUTS
yCTpaHeHHUs 101
PYKOBOJICTBOM
npernojaBaTens Haubosee
CYIIIECTBEHHBIX
MIOTPEIIHOCTEM.

Ouyenka «2» -
«HEYIOBJIETBOPUTETHHOY
BBICTABJISETCS




oOyuJaroiemycs,
0OHapyKUBAIOTCS
mpoOeNbl B 3HAHUSAX WIH
OTCYTCTBHE 3HAHHUI 10
3HAYUTEIBbHOU 4acTH
OCHOBHOTO y4ueOHo-
IPOrPaMMHOTO
Matepuaia,
BBITIOJTHUBIIIEMY
CaMOCTOSITEITLHO
IPEyCMOTPEHHBIE
MPOrpaMMOil  OCHOBHBIE
3aJaHus, JIOIYCTHBILEMY
MPUHLIMITHATILHBIE
OomMOKH B BBIIOJHEHUU
MIPETyCMOTPEHHBIX
[IpOrpaMMoON 3aJaHuil, HE
oTpaboTaBiiemMy
OCHOBHBIE TPAKTUYECKHE,
CEMHUHApCKHeE,
nabopaTopHble
JIOTYCKaIOIIEMY
CYIIIECTBEHHBIC  OILIMOKH
IIpH OTBETE, U KOTOPHIA HE
MOKET MIPOJOIKUTH
oOyueHue WIH
MPUCTYIUTh K
npodeccnoHanbHOM
TSI TeTbHOCTH
JIOTIOTHUTETIbHBIX
3aHATHI
COOTBETCTBYIOLIEH
JMCIUTUIAHE.

€Cin

HE

3aHATHS,

oe3

110

Ouenka «5» - «OTIMYHO»
BBICTaBIISIETCH, eciu
oOyuaroruiics uMeeT
rIy0oKue 3HAHUS
yueOHOro MaTepuana 1o
TeMe IIPaKTUYECKON
paboThI, MOKa3bIBACT
YCBOGHHE  B3aUMOCBSI3H
OCHOBHBIX MOHATH,
UCIOJIb3YEMBIX B padorTe,
CMOI' OTBETHUTh Ha BCE

YTOYHSAIOIIHNEC n
JIOTIOTHUTEIIbHBIC
Borpockl. OOyuaromuics
JEMOHCTPHUPYET  3HAHUSA
TEOPETUIECKOTO u
MIPAKTUIECKOTO
MaTepuaia 1o  TeMe

IPAaKTUYECKOH  paboThl,

Ouenka pe3ynromamog
6bINOTHEHUA
npakmuueckou
paoomul




OIpeAeisieT B3aUMOCBS3U
MEXTY HoKa3aTes MU
3a/1a4uu, Ja€T IPABUIIbHBIN
JITOPUTM peLeHus,
olpenenser
MEXIUCLUITIIMHAPHbIE
CBSI3M 10  YCIIOBHIO
3aJaHMsL.

Ouenka «4» - «xXopouo»

BBICTaBJISIETCS, eciu
oOyJaromuiicss  mokasai
3HaHUE y4eOHOT0
MaTepuaa, YCBOMII

OCHOBHYIO  JIUTEpaTypy,
CMOT  OTBETUTh IOYTH
MOJIHO HAa BCE 3aJlaHHBIC

JOIIOJIHUTCIIBbHBIC u
YTOYHSIIONINE  BOTPOCHI.
OO6yuarommiics
JEMOHCTPUPYET  3HAHUS
TEOPETUYECKOTO u
MPAKTUYECKOTO

Marepuaga IO  TEMe
MPAKTUYECKOH  paboThI,
JOITyCKast
HE3HAUYUTEIIbHbIC
HETOYHOCTH MPU PEIICHUU
3a1a4, MMes HEINOJHOE
TMOHUMAaHHE
MEXKIUCHUTIITMHAPHBIX
CBA3EH IIPU NPABHUIBHOM
BBIOOpA anropuTma
pelIeHus 3aJaHusl.
Ouenka «3In -
«YIOBIIETBOPUTEIHHO
BBICTaBJISIETCA, eciu
oOyyJaronuics B
LIEJIOM OCBOWJI MaTepuall
MPaKTUYECKOH  paboThl,
OTBETHUJI HE Ha BCE
YTOYHSIOLIUE u
JOTIOJTHUTEbHBIE
Bonpocel. OOyyaromuiics
3aTpyIHsAETCS c
MPaBUILHON OLICHKOH
MpEeIJIOKEHHON  3aJ1auu,
TaéT HEMONHBIA OTBET,
TpeOyIOMM  HABOASAIIUX
BOIIPOCOB IMPENo/1aBaTes,
BBIOOp anropuTMa
pelieHus 3aJauu
BO3MOXEH npu




HaBOJSILINX
MpEnoIaBaTeIs.
Ouyenka«2» -
«HEYJIOBJIETBOPUTEIIHLHO
BBICTABJIIECTCS
oOyyaromemycs,

eciu OH UMEET
CYILLIECTBEHHBIE TMPOOEbI
B 3HAHUAX
OCHOBHOTO y4eOHOT0
Marepuana MpakTHIEeCKOU
paboThl, KOTOPBIN
MIOJIHOCTBIO HE PAaCKpbUI
coJiepKaHue BOIPOCOB, HE

BOIIpOCax

cMor OTBCTUTH Ha
YTOUHAIONIUC n
JOIIOJIHUTCIIBHBIC

Bonpockl. OOyuarommiics
Ta€T HEBEPHYIO

OLIEHKY CUTyalluH,
HENpPaBWIbHO  BbIOMpaeT
QJITOPUTM JAECHCTBUI.

Ouenka «5» - «OTIMYHOY
BBICTABJISETCA, ecnu
naercs KOMILJICKCHAs
OLICHKa  MpPeIIOKEHHOU
CUTYyaLlUH;
JI€MOHCTPHUPYIOTCS
rIyOoKue
TEOPETUYECKOT O
Marepuajia U yYMCHUC HX
MIPUMEHSTD;
MOCJIeI0BAaTEIbHOE,
MPaBUIILHOE BBINOJHEHHUE
BCEX 3aJaHUi; YMEHHE
00OCHOBaHHO H3JaraTh
CBOH MBICJIHN, JAcJIaTb
HE00XO/IUMBIE BBIBO/IBI.
Ouenka «4» - «Xopouo»
BBICTaBJISIETCH, eciu
naercst KOMILJIEKCHAs
OIIEHKa
MPEJI0KEHHON
CUTYaIUH;
JIEMOHCTPHUPYIOTCS
riry0okue
TEOPETUIECKOTO
MaTepuaia U yMEHHE HX
IIPHUMCHATD,
nocse10BaTeIbHOE,
IMPaBHUJIbHOC BLIITOJIHCHHUC
BCEX 3aJJaHMii; BO3MOKHBI

3HaHUA

3HaHHUA

Ouenka pe3ynromamog
peuienusn
CUMYAUUOHHBIX 340aY




CANHNYHBIC

OImMMOKH, WCIPABISIEMBIC
CaMHUM CTYICHTOM IIOCIIE
3aMevaHus
MpernoaBaTelis; yMCHHE
00OCHOBaHHO  H3JIaraTh
CBOU MBICJIH, Acj1aTb
HEOOXOIUMBIC BBIBOJIBI.

Ouyenka«3»-
«YIIOBJICTBOPUTEIILHOY
BBICTABIISICTCH, ecln
CTYJIGHT JIEMOHCTPUPYET
3aTpyAHEHUS v
KOMIUIEKCHOH  OLIEHKOH
MPEJI0KEHHON

CUTYyalluu; HETOIHOE
TEOPETUUECKOE
000CHOBaHHE,

TpeOyrolee HaBOIAIINX
BOIIPOCOB IPeTogaBaTes;
BBITIOJIHSACT 3aJaHusl TpU
MOJICKa3Ke
MIpero1aBaTels,
3aTpyIHSAETCS B
(hOpMYIHPOBKE BHIBOJIOB.
Ouenka «2» -
«HEYIOBIIETBOPUTEIHHO)
BBICTABJISIETCS, €CIIM JlaHa

HeTIpaBUJIbHAS OIlCHKa
MPEJI0KEHHON

CUTyallMd;  OTCYTCTBYET
TEOPETUYECKOE
000CHOBaHHE

BBITIOJIHEHUS 3aJaHUH.

Ouenka «5» - «OTIUYHO»
BBICTaBJISIETCH, eciu
00ydJaronuics BBIMOTHUII
paboty 06e3 omuOOK
HE/I0YETOB, JOMyCTHUJI HE
OoJiee OJJTHOTO HEJI0UeTa.

Ouenka «4» - «XOpoIoy»
BBICTaBJISICTCH, eciu
00yJaronuics BBITOTHUII
paboTy TMOJHOCTBIO, HO
JOTIYCTHJI B HEll He Oonee
OJTHOW HerpyOoi OmmoOKu
W OIHOTO HEJO4YeTa, WIH
He OoJiee ABYX HEI0UETOB.

Ouenka «3n -
«YIOBIETBOPUTEIHHOY
BBICTaBJISICTCA, eci

oOyJaronuics

Ouenka pezynomamog u
RUCbMEHHO20 Onpoca




MPAaBUIbHO BBHIMOJIHUI HE
MEHEE MOJIOBUHBI PaOOTHI
WIH JIOyCTHI He Ooee
JIBYX TPyOBIX OIIMOOK,
wm He Oonee OIHOU
rpy0oii 1 0JTHOM HEerpyOoit

OLIMOKH U OJTHOTO
Henmoyera, Wik He Ooiee
IBYX-TPEX HEerpyObIX

omuOOK, WIH  OJHOH
Herpy0oi omuOKu U Tpex
HEJOYETOB, WU  IpH
OTCYTCTBHHM OIIMOOK, HO
IpU HAJIWYUKM YeThIpex-
[ATA HEIO0YETOB, IIJIOXO
3HaeT TEOpEeTUYEeCKUI
Marepual, JIOITyCKaeT
HCKa)KEHUE

(baxToB.

Ouenka «2» -
«HEYAO0BJIETBOPUTEIILHO
BBICTABJISETCA, ecnu
oOy4aroluics JOMyCTHI
YHCIIO O1nO0K u
HEJI0YETOB,
MPEBOCXOAIIEe  HOPMY,
IIPU KOTOPOW MOXKET OBbIThH
BBICTaBIIEHA OIICHKA «3»,
WIM  €CId  NPaBUIBHO
BBITIOJTHUI MeHee
TIOJIOBHHBI

paloTHI.

5. TumnoBble KOHTPOJIbHbIE 33/IaHUSI UJIM HHbIE YU4eOHO-MeTOANYEeCKHEe MATEePHUaJbl,
Heo0X0AUMBbIe ISl OLEHUBAHHUS CTeneHUu CGHOPMHUPOBAHHOCTH KOMIETEHIUH B IMpolecce
OCBOCHUS Y4eOHOM IMCUMIITTHHbBI

5.1. Bonipockl AJis1 YCTHOTO ONpoca
. JIOKyMEHT B CUCTEME YNPABIICHHUS.
. OCHOBHBIE TTOHATHS JEIOMPOU3BOJICTBA U JOKYMEHTOOOOpOTA.
. HopmaTtuBHas 6a3a neiaonpousBo/ICcTBa.
. Kitaccudukanmst 1okyMeHTOB.
. [IpaBuna cocraBieHus: JOKYMEHTOB.
. SI3bIK TOKyMEHTOB.
. Opraumn3anoOHHO-PACTIOPAAUTENBHBIE TOKYMEHTHI.
. [TopsimoK yTBEpKIEHUS U COTIACOBAHUS JOKYMEHTOB.
9. IoKyMEHTBI 110 TUYHOMY COCTaBY.
10. Opranu3anus AeI0NpOU3BOACTBA.
11. Yaudukams v craHgapTU3anus JOKYMEHTOB.
12. FOpunuueckas cuiia JOKyMEHTa.
13. Oco0eHHOCTH JeTONPOU3BOACTBA MO OOPAIICHUAM TPaXKAaH.
14. KonduaeHnmaibHOE AETOMPOU3BOICTBO.

03N N kW



15. Homenknatypa aen, popmupoBanue u opopmiIeHne 1e1 HOMEHKIIaTypa Jel B
OpraHu3aluu
16. IloaroroBka JOKyMEHTOB K Iepeiaue Ha apXUBHOE XpaHEHHUE.

5.2. IlpuMepHbIe BONPOCHI K HTOTOBOM aTTecTaiuu (3a4er)

1. HopmaruBHo-npaBoBass 0a3a opraHu3aluy JOKYMEHTAIlMOHHOTO oOecredeHus
yIpaBJIEHUS KaK OCHOBA TEXHOJIOTHH MTPOILECCOB YIIPABICHHUS.

2. CocraB yrnpaBieHYECKUX T0KyMEeHTOB. [loHsTHE CUCTEM TOKYMEHTalUU.

3. YHu(ukanus u cTaHIapTU3aLuUs YIPABICHYECKHX JOKYMEHTOB.

4, TpeboBanus kK 0hOPMIICHHIO JOKYMEHTOB.

5. Knaccudukanms OpraHu3alMOHHO-PACTIOPSAUTEIBHOM JTOKYMEHTAIUH:
OpraHU3aIMOHHBIE, PACTIOPSIAUTEIbHbIE, CIIPABOYHO-MH(POPMAIIMOHHBIE.

6. OpraHu3anvoOHHbIE JOKYMEHTHI: YCTaB, MOJI0XKEHHUE.

7. PacniopsauTenbHble TOKYMEHTHI: PUKAa3bl, PACIIOPSIKEHUS, YKa3aHUs, IOCTAHOBIICHUS.

8. CripaBo4HO-MH(POPMAITMOHHBIC  JTIOKYMEHTHI:  JIOKJIaaHas  (CIy)KeOHas)  3aIucka,
00BsICHUTENIbHAS 3aMKCKa, aKT, CIPaBKa, CIIyKeOHOe MHCHMO.

9. JIokyMeHTHUpPOBaHUE TPYAOBBIX MpaBooTHomeHU. CocTaB U 0COOCHHOCTH O(opMIIeHUS
JIOKYMEHTOB 110 JJUYHOMY COCTaBY.

10.  OcobenHocTu cocTaBiCHUS W O(POPMIICHHS JIEHEKHBIX M (PHHAHCOBO-PACUECTHBIX
JIOKYMEHTOB.

11. OGs3arenbHble PEKBU3UTHI B IEPBUYHBIX OyXraJITEPCKUX JOKYMEHTaX.

12. Odopmiienue n1oBepeHHOCTEH 0hULIMATbHON U THYHOM.

13. Tlonsitue noroBopa (KOHTpaKTa), COTIAIICHHUS, IPOTOKOJIA.

14. OcHoBHBIE pa3aenbl JOroBopa. Buasl 70roBopos.

15. Heobxonnmas JOKYMEHTAIUMH JJ1s 3aKJIF0OUEHHS IOTOBOPOB.

16. JJoxymeHTbI, 0OpMIISIONINE MOPAIOK PACCMOTPEHUSI CIIOPOB MEXAY HOPHINYECKUMU
JMIIaMHU.

17. IlpaBuna opopmieHHs IPETEH3UOHHBIX IHCEM.

18. CocraB u y4er o0beMa JTOKyMEHTOO00POTa OpraHU3aIlHiA.

19. Opranuzanus paboTel ¢ TOKYMEHTalUeH, OCTYNaoLIel B OpraHu3aIuio.

20. Permcrpamnus JOKyMEHTOB, PACCMOTPEHHUE IOKYMEHTOB PYKOBOJICTBOM, HCIIOJTHEHHE.

21. KoHTpoJb UCTIONHEHHS JOKYMEHTOB.

22. Cucremaruzanus JOKyMEHTOB U X XpaHEHHE.

23. Homenknarypa aen. OdopmieHne HOMEHKJIATYPBI €.

24. TpeboBanus kK 0(OPMIICHHIO JICTI.

25. XpaHeHHe JOKYMEHTOB B CTPYKTYPHBIX M10/Ipa3/Ie€iCHUsX.

26. TloaroToBka Jien K cJiaye B BEJIOMCTBEHHBINA apXUB.

27. Vcnonp3oBaHue MPOrpaMMHOI0 00ecTiedeHus A pelieHus npodeccuoHanbHbIX 3a1ay.

6. TpeOoBaHus K yCJOBHSAM peajM3aliu padoyeil mporpaMMsbl JHCHMIIIMHbI

6.1.00mecucreMHbie TpedOOBaHHUS

DnekTpoHHast ”HPOpPMaAIMOHHO-00pa3oBatenbHas cpera @TBOY BO «KUT'Y»
http://kchqgu.ru- agpec oduraasHOTO caiiTa yHHBEPCHUTETA.
https://do.kchqu.ru- snekrponnas nadopmanronHo-odpa3zoBatenbHas cpena KUI'Y.

DJIeKTPOHHO-0UOJIMOTEYHbIE CHCTEMBI (3JIEKTPOHHbIE OHOJINOTEKH)

HanmeHnoBaHMe JOKYMEHTA C YKa3aHHEM Cpok neiicTBus

YuyeOHbIii rox
PEKBH3HUTOB JOKYMEHTA



http://kchgu.ru-/
https://do.kchgu.ru-/

2025-2026
Y4EOHBIN TOJT

OnexTpoHHO-0nbaroTeuHas cuctema OO0 «3HaHUYyM».
Horosop Ne 249 36¢ ot 14.05.2025 r.
DsekTpoHHbI aapec: https://znanium.com

ot 14.05.2025r.
o 11.05.2026r.

2025-2026
yueOHBI Tox

DneKTpoHHO-O0ubIMoTeunas cucrtema «Jlaub». JloroBop
No 10 ot 11.02.2025 1.
DnexTpoHHbIi aapec: https://e.lanbook.com

or 11.02.2025r.
1o 11.02.2026r.

2025-2026 OnexrtponHas 6ubmmoreka FOpaiit loroBop Ne 26 or | ot 11.04.2025r.
y4eOHBIN T 11.04.2025 r. 1o 28.05.2026r.
2025-2026 DIeKTPOHHO-0MOIHOTEYHAS cucreMa KUry.
yueOnblid Tonr | [lomoskenne 06 Db yTBepkaAeHO YUEHBIM COBETOM OT Becepoutiii
30.09.2015r. IIpotokom Ne 1.
DnexTponHsiii aapec: http:/lib.kchgu.ru
2025-2026 HannonanwsHas anextponnas oubnuoreka (HOB).
yaeOnbiii o | Jorosop Nel01/HOB/1391-m ot 22. 02. 2023 r. beccpounsiii
OnekrponHsIii aapec: http://rusneb.ru
2025-2026 Hayunas snexrponnas 6ubimoreka «kELIBRARY.RU».
yuebHbiid ro; | JIunensuonnoe cornamenue Nel5646 ot 21.10.2016 r. beccpounsiii
OnekrponHslii axpec: http://elibrary.ru
2025-2026 OnektpoHnHslit pecypc Polpred.com O630p CMU.
yuebnbIii ron | Cornamenue. becrmaTao. beccpounslii

OnekrponHsIi agpec: http://polpred.com

6.2. MaTepuajJbHO-TEXHHMYECKOE U Y4eOHO-MeToquYecKoe obecneyeHue JUCHUNINHBI

3aHATHS] TPOBOASTCS B YUEOHBIX ayAUTOPUSIX, [TPEIHA3HAUYEHHBIX Ul IPOBEACHUS 3aHATUN
JICKOHUOHHOI'O U MPAKTUYCCKOI'0 TUIId, KYpCOBOI'O IIPOCKTUPOBAHUA (BBIHOJ'IHGHI/ISI KYpPCOBBIX pa60T),
IPYIIIOBBIX U MHIUBUYaJIbHbIX KOHCYJIBTALMN, TEKYILETO KOHTPOJIA U IPOMEKYTOYHOM aTTECTALMU
B COOTBCTCTBHUHU C pPacClIMCaHUCM 3aHATUUA 10 O6paSOBaTeJ'IBHOI71 IIporpamme. C OITMCAHUEM
OCHAILICHHOCTH ayIUTOPUI MOKHO O3HAKOMUTBCS HA CAallTe YHUBEPCUTETA, B PA3/EJIe MATEPUAIILHO-
TCEXHUUYCCKOI'O 06CCHC‘ICHI/I$I U OCHAaII€HHOCTHU 06pa3OBaTeJ'H>HOFO nponoecca 1o aapecy:
https://kchgu.ru/sveden/objects/

6.3. Heo0xoauMblIii KOMILIEKT JIMLEH3MOHHOI0 POTPAMMHOI0 00ecneYeHus

— MicrosoftWindows (Jlunensus Ne 60290784), 6eccpounast

— MicrosoftOffice (JIumensus Ne 60127446), 6eccpounas

- ABBY FineReader (munensust Ne FCRP-1100-1002-3937), 6eccpounas

- CalculateLinux (Buecén B EPPII Ilpukazom Munkomcessizu Ne665 ot 30.11.2018-2020),
OeccpouHas

- Google G Suite for Education (IC: 01i1p5u8), 6eccpounas

— Kaspersky Endpoint Security (Jumensus Ne 280E-210210-093403-420-2061), ¢
25.01.2023 r. mo 03.03.2025 .

— Kaspersky Endpoint Security. loroBop Ne0379400000325000001/1 ot 28.02.2025r. Cpox
nevicteus JmneH3un ¢ 27.02.2025r. mo 07.03.2027r.

6.4. CoBpemennblie npogeccnoHanbHble 0a3bl JaHHBIX 1 HHPOPMALMOHHBIE CIIPABOYHbIEC
CUCTEMBI

1. ®enepanbHbiii mopran «Poccuiickoe odpaszoBanue»- https://edu.ru/documents/

2. Enunas xomnekuus mupoBeix 00pazoBatenbHbix pecypcoB (Emunas xomnekuus [IOP) —
http://school-collection.edu.ru/

3. ba3bl jmaHHBIX ScoOpus H3AaTeIbCTBA
display=basic.

4. Tlopran @enepanbHBIX TOCYIAPCTBEHHBIX 00pA30BaTENbHBIX CTAHAAPTOB BBICIIETO
obpazoBanus - http://fgosvo.ru.

Elsevirhttp://www.scopus.com/search/form.uri?


https://znanium.com/
https://e.lanbook.com/
http://lib.kchgu.ru/
http://rusneb.ru/
http://elibrary.ru/
http://polpred.com/
https://kchgu.ru/sveden/objects/
https://edu.ru/documents/
http://school-collection.edu.ru/
http://www.scoрus.сom/search/form.uri?disрlay=basic
http://www.scoрus.сom/search/form.uri?disрlay=basic
http://fgosvo.ru/

5. @enepanbHblii  1EHTp HH(OpMaIMOHHO-00pa3oBaTenbHbIX pecypcoB (PLIMOP) —
http://edu.ru.

6. Enunas xomnekius nudpoBsix oOpasoBarensHbiX pecypcoB (Equnas xomeknus [JOP) —
http://school-collection.edu.ru.

7. Nndopmanmonnas cucrema « EquHoe OKHO TOCTyIa K 00pa3oBaTenbHbIM pecypcam» (MC
«Enunoe oknoy) — http://window/edu.ru.

7. OcobeHHOCTH Oopranmsanuvum OﬁpaSOBaTe.]IBHOI‘O npouecca aJis Jml ¢ OorpaHun4Y€HHbIMUA
BO3MOKHOCTAMMU 310POBbA

B ®I'bOY BO «KapauaeBo-UepkecCckuil rocy/1apCTBEHHBIM YHUBEpPCUTET HMeHU Y.Jl.
AnueBa»  CO3JaHBl YCIOBHS I TIOJIYYEHHUs BbICIIEro oOpa3oBaHUS IO 00pa30BaTENbHBIM
porpaMMaM o0ydaroluXxcsi ¢ OrpaHMYEHHBIMUA BO3MOKHOCTSIMU 3710poBbs (OB3).

CrnenuanbHple YCIOBUS s TodydeHuss oOpasoBanuss mo OIIBO oOywaromumucs c
OTrpaHUYEHHBIMU BO3MOXKHOCTSIMU 3/10pOBbs onpezenieHbl «llonoxennem 06 odyuenuu jauil ¢ OB3 B
KUI'V», pa3meliieHHbIM Ha caiiTe YHHUBEpCHTETA M0 aapecy: http://kchqu.ru.



http://еdu.ru/
http://school-collection.edu.ru/
http://window/edu.ru
https://kchgu.ru/wp-content/uploads/2015/01/Polozhenie-ob-obuchenii-lits-s-OVZ.pdf
http://kchgu.ru/
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