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Pabouas nporpamMmma cocTaBjeHa ¢ y4eTOM TPeOOBaHHIA:

- (QenepanbHOrO TOCYAApCTBEHHOT0 00pa30BaTENIbHOTO CTaHAApTa CpPEIHEro
npodeccuoHanbHOr0 oOpa3zoBaHus 1o crenuanbHocTH 38.02.01 DkoHOMMKA U
Oyxrantepckuii y4er (1Mo OTpacisiM), YTBEpKIESHHOTO TpHKa3zoM MUHHCTEPCTBA
oOpazoBanus U Hayku P® ot 5 despaina 2018 r. Ne 69;

- mpukaza MuHucTepcTBa mpocBemieHusi Poccuiickorr  ®epepannu  «O0
yrBepkaenun [lopsinka opraHu3and M OCYIIECTBJICHHS 00pa3oBaTEIbHOU
JESITEIbHOCTH 10 00pa30BaTENIbHBIM MPOrpaMMaM CPEIHEr0 MPOQPECCHOHATHHOTO
oOpazoBanusi» oT 24 aBrycrta 2022r. Ne 762.

ABTOp-COCTaBUTENb — ITpenogaBaTelib Kageapbl S)KOHOMHUKHU U arpoOu3Heca
YexomaszoBa A.A.



Jluer paccmoTpeHusi/nepecmMorpa
padouei nporpaMmMbl y4eOHOH TUCHMIITIMHBI
«JlokyMeHTaIMOHHOE 0O0ecnedeHue yIpaBJIeHusD)

Pabouas nporpamma ogo0pena Ha 2025-2026 yueOHBIi To/1.

[Tpotokon Ne9 ot «23» mast 2025 r. 3acenanus kapeapbl IKOHOMHUKU U
arpoOu3Heca.
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COJEPKAHUE

OBIIAS XAPAKTEPUCTHKA ITIPOTPAMMEI YYEBHOM
JTACHMUILIAHBI

CTPYKTYPA Y COJEP)KAHME YYEBHOM JUCHMUILIMHBI
YCJIOBUSI PEAJIM3ALINHA YYEBHOM JUCHUATLIAHBI

KOHTPO.JIb U OLIEHKA PE3YJIbTATOB OCBOEHHUSI YYEBHOI
JUCHUIINHBI



1. OBIIAA XAPAKTEPUCTHUKA TIPOTPAMMBI YUYEBHOM
JUCTIUIIVINHBI
11. MecTo AUCHUIUIMHBI B CTPYKType OCHOBHOH 00pa3oBaTe/IbHOI

NMporpaMMBbl:

Yyebnas gucnuiimHa J{OKyMEHTallMOHHOE OOECTICUCHHE YIPABIICHHUS
ABJIAETCS. 00S3aTENBHOW YaCThIO OOIIECPOPECCHOHAIBHOIO IMKJIA MPUMEPHOU
OCHOBHOM o0Opa3oBaTeiabHOM mporpammbel B cootBerctBUM ¢ PI'OC 1o
cneruanbHocTh 38.02.01 DkOHOMUKA U OyXTaNTEPCKU y4eT (M0 OTpacisim).

VYyebnas npucuuiuiiHa «J{OKyMEHTallMOHHOE OOecreyeHUe YIpPaBICHUS
oOecrieunBaeTr (popMupoBaHuE NMPOGECCUOHANBHBIX W OOMIMX KOMIIETEHIUH M0
BceM BumaM aestenbHoctd PI'OC mo cnemumanbHoctr 38.02.01. DxoHOMUKA U
Oyxrantepckuil yuer (mo otpacisim). Ocoboe 3HaueHue AMCLIMILUIMHA UMEET MpH
dbopmupoBanuu u pazsutuu OK 2,0K 3,0K 5, OK 9, TIK 1, [1K 2.7

1.2. IIe.m; H IVIAHUPYEMBIC PE3YJIbTATbI 0OCBOCHUA NTUCHUIIJIMHBI:

Heab — popMupoBaHue y CTyACHTOB 3HAHUW U YMEHUN MO COCTaBICHUIO U

OopOpPMIICHUIO  JTOKYMEHTOB, TMPUMEHSEMBIX B TPOIECCE OCYIIECTBICHUS

YIIPABJICHYECKON AEATEIBHOCTH.

Kon YMmeHus 3HaHuA

1K,

OK

[IK | npuHMMAaTH MIPOU3BOJIbHBIE | O0IIME TpeOOBaHUs K

1.1 | mepBUYHBIE OyXxrajnTepckue | OyXraJTepckoMy y4eTy B 4YacTH
JIOKYMEHTBI, PACCMATPUBAEMBIE KaK | IOKYMEHTUPOBAHUS BCEX
MMUCbMEHHOE JI0KA3aTENbCTBO | XO3UCTBEHHBIX JNEUCTBUN v
COBEPIIECHUS XO35IMCTBEHHOM | OTIepaIlni;
oneparuu W MOJIYYCHHE | IOHATHUE TIEPBUYHOM OyXTranTepcKkon
pa3pelleHts Ha €€ MPOBEJICHHUE; JOKYMEHTAIINH;
MPUHUMATh MIEPBUYHBIC | OTIPE/ICIICHUE MEPBUYHBIX
OyXrajaTepcKkue JOKYMEHThl Ha | OyXraaTepcKuX JOKYMEHTOB;

OyMa)XHOM HocuUTesne U (Wih) B
BUJIC DJIEKTPOHHOTO JIOKYMEHTA,

IO CAaHHOIO AJIEKTPOHHOMN
HOJIITUCHIO;

IPOBEPSITH HAJIM4YHUe B
IPOU3BOJIBHBIX HNEPBUYHBIX
OyXraiaTepcKkux JOKyMEHTaX

00s13aTeIbHBIX PEKBU3UTOB,;

IPOBOAUTH (POPMATIbHYIO MPOBEPKY
JIOKYMEHTOB, IPOBEPKY o
CYILECTBY, apupmMeTHUIeCcKyIo

(GOopMBI IEPBUYHBIX OYXTaJITEPCKUX

JIOKyMEHTOB, coJiepKaImx
o0s13aTeIbHBIC PEKBU3UTHI
MEePBUYHOTO YYETHOTO IOKYMEHTA,;
MOPSIIOK ~ TIPOBEJICHUST ~ TIPOBEPKH
MEePBUYHBIX OyXTanTepCcKux
JIOKYMEHTOB, dbopmanbHOU
MPOBEPKH JIOKYMEHTOB, TIPOBEPKH
Mo CyHmIeCTBY, apu(pMeTHIecKou
MIPOBEPKH;

TIPUHIIATIBI u MIPU3HAKU




MPOBEPKY; IPYyNIUPOBKU NEPBUYHBIX
IPOBOJIUTH IPYNIUPOBKY | OyXraaTepCcKuX JOKYMEHTOB;
MIEPBUYHBIX OyXTaJNTEepPCKUX | TIOPSAIOK MPOBEACHHS TAKCUPOBKH U
JIOKYMEHTOB T10 PsITy MPU3HAKOB; KOHTHUPOBKHU NEPBUYHBIX
IPOBOIUTH TaKCHPOBKY U | OyXTalnTepCKUX TOKYMEHTOB;
KOHTHUPOBKY NEPBUYHBIX | IOPAJIOK COCTABJICHUSI PETUCTPOB
OyXTanTEepPCKUX TOKYMEHTOB; OyXTaJITepPCKOTO yUeTa;
OpraHU30BbIBATH mpaBuja W CPOKHM  XpaHEHHUs
JTIOKyMEHTO000POT; MIEPBUYHOMN OyXxranaTepckoi
pa30upaThCsi B HOMCHKJIATYpPE JIe; | JOKYMCHTAIINH,
3aHOCHUTH JTAaHHBIC 1o
CTPYIIUPOBAHHBIM IOKYMEHTaM B
PETUCTPBI OyXTaNTEPCKOro yUeTa;
nepenaBaTh NEePBUYHBIC
OyXrajaTepckue  JTOKYMEHThl B
TEKYIIU OyXraaTepCcKuil apXuB;
nepenaBaTh NEePBUYHBIC
OyxrajaTepcKkue  JOKYMEHTHl B
MOCTOSIHHBIA apXHUB 10 MCTEUEHUU
YCTaHOBJICHHOTO CPOKa XpaHEHUS;
UCIIPABJIATh OMIMOKHA B TIEPBUYHBIX
OyXTraJaTepCKUX TOKYMEHTaX;

TTK COCTAaBJIATD aKT I10 PE3yJibTaTaM OPsSI IOK COCTaBJICHU CIIMYUTCIIbHBIX|

2 . 7 I/IHBeHTapI/IBaHI/II/I; BCHOMOCTCﬁ B 6YXFaHTepI/II/I H
COCTABJISITh CIIMYUTEIILHBIC YCTAHOBJICHUC COOTBCTCTBUA JAHHBIX O

(I)aKTI/ILIeCKOM HaJIMYHUU CPCACTB JaHHBIM
BCIOMOCTH 1 6YXFEU'IT€pCKOFO yucTa, nmpoucaypy
yCTaHaBJINBATb COOTBCTCTBHC cocrapnmenust akTa MO  pe3yibTaTaMm
JaHHBIX O WHBEHTAPHU3ALNH.
(baKkTHUYeCKOM HaJIMYUU  CPEJCTB
JTAHHBIM
OyXTaJITepCKOTo yueTa;
BBITIOJTHATH KOHTPOJIbHBIE
MPOLIETYPHI U
UX JIOKYMEHTUPOBAHUE, TOTOBUTH U
oOpMIIITH 3aBEpIIAIOIINE
MaTepHuabl
mo  pe3yjJbTaTaM  BHYTPEHHETO
KOHTPOJISI
OK | ompenensth 3amayu 1Jisi MOWCKA | HOMEHKJIATypa  WH(MOPMAIMOHHBIX
2. uHdopMaIuy; OTIpeNeNATh | HICTOYHUKOB MIPUMEHSEMBIX B

HEO0OXOMMBbIC UCTOYHUKH | MPO(HEeCCUOHATBHOU NIeSITEIIbHOCTH;
uHdopMaIuy; TUTAHUPOBATH | TPUEMBI CTPYKTYPUPOBAHUS
MpoIIecC TIOUCKA; CTPYKTYpHUpOBaTh | nHpopManuu; hopmat odopMIieHUs
MOJTy4aeMYO uH(OpMAITHIO; | PE3YNIHTATOB MOUCKA HH(MOPMAITUT
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BBIICNISATh Hanbojiee 3HAaUMMOE B
nepedyHe uMHGOpMAaIMU; OLEHUBATDH
MPaKTUYECKYIO 3HAYUMOCTh
pe3ynbTaTOB MOMCKA; OQPOPMIISATH
pe3yabTaThl IOUCKA

OK | ompenensrs AKTyaJIbHOCTb | COACPIKaHUE aKTyaJIbHOU
3. HOPMATHBHO-IIPAaBOBOM HOPMAaTHBHO-IIPAaBOBOM
JTOKyMEHTAIUU B | JOKYMEHTAI1H; COBpPEMEHHas
npodhecCHOHANBPHON JEATENIbHOCTH; | HAydyHass W mpodeccHoHaIbHas
IIPUMEHSATH COBPEMEHHYIO | TEPMHUHOJIOTUS; BO3MOYKHBIE
HAy4YHYIO npo(eCCUOHATIBHYIO | TPAEKTOPUU  MPOPECCHOHATBHOTO
TEPMHUHOJIOTHIO;  ONPEAENATh U | Pa3BUTHUSA U CaMOOOpPa30BaHUsA
BBICTPANBaTh TPacKTOPUH
npo(eCCUOHANIBHOTO Pa3BUTHS U
caM000pa3oBaHUs
OK | rpaMOTHO M3naratb CBOM MBICIH U | OCOOCHHOCTH COLIMAIBHOTO u
S. oQopMIIATH JTOKYMEHTBI 10 | KyJbTYPHOTO KOHTEKCTa; IpaBuja
npo(ecCHOHAIbHON TeMaTHuKe Ha | opopMiIeHUs JOKYMEHTOB 151
roCyapCTBEHHOM A3BIKE, | IOCTPOEHUS YCTHBIX COOOIIECHUI
IPOSBISITH  TOJEPAHTHOCTH B
paboyeM KOJUIEKTHBE
OK | npuMeHATh CPEIICTBA | COBPEMEHHBIE cpencTBa "
Q. MH(OPMAIMOHHBIX TEXHOJIOTHH | yCTpOKCTBa uH(pOpMaTH3aLUY;
JUISL pelIeHUs] MPO(PECCUOHANBHBIX | MOPSAJOK ~ MX  NPUMEHEHUs U
3aJlay; UCIOJIb30BaTh COBPEMEHHOE | MPOrpaMMHOE  oOeclieyeHue B

porpaMMHOE 0OecriedeHue

npo¢heCCUOHATIBHOU AESTETLHOCTH




2. CTPYKTYPA U COJEP)KAHUE YYEBHOU JUCHUTIJIUHBI

2.1. O0bemM yueOHOM JUCHUILIUHBI M BUABI Y4€0HOI padoThI

B mu. [
. O0bem opme
Buj yueOHoii padoThl bop -
4acoB | nMpakmuueckoi

no020moeKu

O0bem 00pa3oBaTe/IbHON MPOrpaMMbl y4eOHOM AU CHMIIIMHBI 86

B TOM UHCIIE:

TeopeTHyecKoe 00yueHue 32

MPAKTUYECKUE 3aHATUS 32 32

CamocrosrenbHas padoTa 8

KoHncynbranus 2

IIpoMeskyTOUHasI aTTeCTALIUS 12

DJK3aMEH




2.2. TemaTu4ecKuii IVIaH U coJep:KaHue Y4eOHOI TUCHUILUINHBI «/I0OKyMEeHTaIMOHHOE 00€CTICYeHHNE YIIPABICHID)

HaumenoBanue | Comep:xxanue y4deOHOro wmartepuana u ¢opmbl opranmsamuu | Oobem | B 1u.  B| Koasl
Pa3aesioB M TeM | AeTeJIbHOCTH 00y4alouXxcs B popme KOMITETEeH LY
yacax ;paKTI/I‘IeCKO Hﬁ,
NOAr0OTOBKH (popmupos
AHUIO
KOTOPBIX
CIoco0CTBY
€T 3JIEMEHT
nporpamMmm
bl
1 2 3 4 3)

Pa3znen 1. Cucrema 10KyMeHTAllHOHHOTO O0ecrieYeHHus yIpaBJIeHHUs

Tema Conepikanue yueOHOro Mmarepuajia 6 OK 2,0K 3,0K
5,0K9,TIK 1,
K 2.7

1.BBenenme. 1.3nadyenne © coaepkaHUE JUCIUIUIMHBI «JlOKyMEHTaIlMOHHOE

JdoxymeHT U | obecrieueHrue ympaBieHUs». [IOHSATHE TEPMHUHOB  «JIOKYMEHT»,

cucreMa «JIOKYMEHTHUPOBAHUEY, «JIOKYMEHTallHOHHOE obecnieueHue | 6

AOKYMEHTAIlUM | yOpaBieHUs». YHUPUKAUMA W CTaHAAPTU3ALUU YIPABICHYECKUX

JOKYMEHTOB.
Paznen 2.0¢opMmiieHne ynpaBjieH4eCKOM JOKYMEHTALIMH
Tema 2. Copnepxanue yueOHOro MaTepuasa 14 OK 2,0K
3,0K 5, OK 9,
[1K 1, ITIK 2.7

Opranmsanmonn | 1. OpraHuzalnuoHHBIE JOKYMEHTHI - YCTaB, YUPEAUTEIbHbIE TIOTOBOD,

0- MoJIOKEHUE. PacniopaiuTenbHble TOKYMEHTHI - IPUKA3, PACIIOPSHKEHUE,

pacnopsiiMTeJbH | yKa3aHHe, TOCTaHOBJICHHE, PEIIEHNEe, MHCTPYKLHUS, TPOTOKOJL. 6




bI€ TOKYMEHTBI

2. CrpaBouHO-UH(DOPMALIMOHHBIE JIOKYMEHTBI: ciyxeOHas
3anucKa, OObsICHUTEIbHAS 3aMKCKa, aKT, CTIpaBKa, CIIy>KeOHbIe MChMa

B ToM 4unciIe, NpaKTHYEeCKUX 3aHATHI U J1a00PATOPHBIX padoT 6

IIpakTuyeckoe 3anarue Ne 1.CocraBnenue wu odopmicHue | 6

pacropsiKeHuUs

CamocrosiTesibHas padora. 2

[IpaBuna oopmiieHHs TOKYMEHTOB
Tema 3. 26 OK 2,0K
Kaaposas Conepxanue y4eOHOTro MaTepuasa 3,0K 5, OK
AOKYMEHTALUSA 1.JlIokyMeHTUpOBaHUE TPYJOBBIX IpaBooTHomeHU. CocTtaB U 9,IIK 1, IIK

0COOEHHOCTH O(POPMIICHHS TOKYMEHTOB IO JIMYHOMY COCTaBY. 6 2.7

2.KoMmmuiekToBaHue JuU4YHOTO jena. ABtobuorpadus. Pesrome.

3asBieHue o npueme Ha padory. [Ipukassl o JIMYHOMY COCTaBY.

B ToM 4ucie, MpakTHYeCKUX 3aHATHI U JIAa00PATOPHBIX padoT 18

IpakTuueckoe 3ansaTue Ne 2. OpopmieHue MPUKA30B MO JTUUHOMY 5

COCTaBY.

IpakTuueckoe 3ansaTue Ne 3.0dopmieHne CrpaBoK, TOKIATHOU U 5

CITy>KeOHOM 3aIlMCKH, aKTa.

IIpakTuueckoe 3ansitue Ne 4.0OgopmieHue TPyIOBOrO JOTOBOPA, 6

MpuKa3a o mpueme Ha padboTty, opopMIICHHE TPYIOBON KHIKKHU.

CamocrosiTe/ibHast padoTa. 2

brnanku opranuzanuu u 006pasiibl JOKYMEHTOB
Tema Conep:xkanue yueOHOro MaTepuaJia 22 OK 2,0K
JdorosopHo- 1. ITonsatust noroBopa. Bujsl 10roBOpoB. 3,0K 5, OK
npaBoBasi 2.TIpaBuiia oopmiteHUs IPETEH3UOHHBIX MceM. DOopMyIIsIp UCKOBOTO | 6 9,IIK 1, IIK
AOKYMeHTAaIUsl | 3asBJICHUs, TpeOOBaHUs K €ro 0(hopMIICHUIO 2.7

B ToM 4unciIe, MpaKTHYECKUX 3aHATHI U J1a00PATOPHBIX padoT 8

IIpakTuyeckoe 3ansaTue Ne 5. OdopmiieHne g0TOBOpa KYILIHU- 3

MIPOJIAXKHU
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Py0e:xxHasi KOHTPOJIbHAS TOUYKA M0 pa3jaeny 2 OK 2,0K
3,0K 5, OK
9,IIK 1, I[IK
2.7

Pa3nes 3. [IpuHIUIIBI OPraHU3aLMN JOKYMEHT0000pOTa

Tema 5. Conep:xkanue yueOHOro MarepuaJjia 8 OK 2,0K

IHousiTue 1.CoctaB u yder o0beMa JOKYMEHTOOOOpOTa MPEANPHUSITHII. 3,0K 5, OK

JAOKYMEHT0000po | Opranuzanusi padOThl C BXOJSMIIEH, HCXOIANICH H BHYTPCHHEH 9,IIK I, IIK

Ta, perUCTPAlMA | JOKYMCHTAIHCH 2.7

AOKYMEHTOB 2. Basbl maHHBIX 171 XpaHEHUs NOKyMEHTOB. PaGora c¢ 3ampocamu. | 6

Pabota ¢ 31eKTpOHHBIMH JOKYMEHTaMHU.

CamocrosiTesibHas1 padora. 2
JIOKyMEeHTOOOO0pOT U €ro cocrapiisitonue. OpraHuzamus
JIOKYMEHTO000pOoTa

Tema 6. Copepxanue y4eOHOro MaTepuaJsia 4 OK 2,0K

Opranuszauus 1.Homenknarypa aen. MHauBuayanbHble, CBOAHBIE, IPUMEPHBIE U 3,0K 5, OK

OIEPATHBHOIO M | TUIIOBBIE HOMEHKJIATYPBI JIEII. 9,IIK I, IIK

apXMBHOIO 2.TIoAroTOBKA M MOPSIOK IIEpeNadu JAed B apXWB. 3aKOHOIATENbHBIE | 2 2.7

XpPaHeHHust aKTbl ¥ HOPMATUBHO-METOAMYECKUE JOKYMEHTHl 110 apXUBHOMY

AOKYMEHTOB XPaHEHHIO IOKYMEHTOB.

Kouncyabranus OK 2,0K

5 3,0K 5, OK 9,
[K 1, I1IK 2.7
IIpoMeskyTOUYHAS aTTECTALUA 12
Bcero: 86 32
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3.  YCJOBUSI PEAJM3ALINU
JUCHUILIAHBI

ITPOT'PAMMBbI YUYEBHOM

3.1 TpeGoBaHusi K MATepPHAJIbHO-TEXHHYECKOMY 00ecleYeHHn 0

Peanuzanust yaeOHON AUCIUTIIMHBI TpeOYyeT HaIUUKs y4eOHOTO KabnHeTa

AOKYMCHTAIIMOHHOI'O oOecrieueHus YHpaBJICHUS.

n/n | HaumenoBanue y4eOHbIX moMmerieHnid u | OCHAIIEHHOCTh Y4€OHBIX

MTOMEIICHUH JIJI1 CAMOCTOSTEIILHON pabOThl | TOMEIIICHHA 51

MOMENIEHU N TS

CaMOCTOSITEIIbHOMN pa6OTI>I

ynpasienus (YJIK-402)

Kabuner nokyMmeHTaunoHHoro odecneuenus: | [Ipoektop (mepeHOCHOM)

— 1, skpaH (nepeHocHo) -
1, HoyTOyx -1, cron
npenoaaBaTebCKuii-1,
cTyn-1, miakarsel, CTOI —
15, cryn — 43, GaHKeTKa —

1, nocka -1, xamnro3u - 3

Ilepeyenr  MHGPOPMALMOHHBIX

TEeXHOJIOTHH, HCHOJb3yeMbIX  IIpH

oCylIecTBJIEeHUH 00Pa30BaTEJIbHOI0 MPoLecca Mo JUCHHILJIMHE

obyuenuem Moodle

No | Hazpanue (muuensus\ceoboaHoe [10)
1 | Windows 7 JULICH3US

2 | Paint.NET csoboauoe [10

3 | CucremMa ynpaBJICHHS THCTAHIIHOHHBIM cBoboanoe I[10

4 | UudopmarmioHHO-TIPaBOBBIC CUCTEMBI"

cBoOoauoe [10 misa

I'apant" u "Koncynprant+" 00yJaroIMXCst
5 | Microsoft office 2007 JIALEH3US
6 | Acrobat Reader cBobomnoe 10
7 | CucreMbl aHTUBUPYCHOM 3aIIIUTHI JIUIEH3US

naboparopuu Kacnepckoro

CneunanusupoBannoe 110

1 FreeCAD

cBoooauoe [10

2 | Windows Hyper-V Server

cBoooauoe [10

3 | NotePad++

csoboauoe I10
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4 | Microsoft SQL server JTULICH3US
5 | HiediSQL cBobomnoe I10
6 | BlueStaks S5(amynsatop AHIpOIi ) cBoboanoe 110
7 | OneSolisScouting csoOoguoe I10
8 | DirectFarm cBoboaHoe [10
9 | AutoCAD JIALICH3US
10 | VisualStudio Code cBoOoHoe [10
11 | CorelDraw Graphics Suite 2021 JMIICH3HS
12 | Realtime Landscaping Architect 2020 JMIICH3HS
13 | Ham cag Kpuctamn 10.0 JUTICH3US
14 | Dia cBoboarHoe I10
15 | KOMIIAC 3D v19 JIAIICH3US
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3.2 HNudpopmanuonHoe obecneyeHne peaaTu3aluu NpPorpaMmbl

OcHoBHas TuTEpaTypa
1. Kysnenos, 1. H. JlokymeHTannonHoe o0ecredeHne ynpaBaeHUs..
JIOKyMEHTOOOOPOT 1 JCIONMPOU3BOJICTBO : YICOHUK U MTPAKTUKYM JIJIS BY30B /
. H. Ky3nenoB. — 5-e uzj., nepepad. u gon. — Mocksa : M3narensctBo FOpaiit,
2025. — 425 c. — (Briciee oopazoBanue). — ISBN 978-5-534-20027-0. —
URL.: https://urait.ru/bcode/581143.— TekcT : 37€KTPOHHBIA.

JlonoiHMTEIbHAA JIUTEpaTypa:

1. Bapwmynn, B. B., JlokymeHTanimoHHoe ooecrieueHue yrpaBiieHus : yueOHukK / B.
B. Bapmyna. — Mocksa : FOctumus, 2022, — 271 ¢. — ISBN 978-5-406-12551-9. —
URL: https://book.ru/book/951739 . — TekcrT : 2eKTpOHHBIH.

2. TioneneBa, T. A., JlIokyMeHTallMOHHOE OO€CE€YCHUE YIPABICHUS : Y4EOHO-

Metoauueckoe mocobue / T. A. TroneneBa. — Mocksa : Pycaiine, 2022. — 100 ¢. —
ISBN 978-5-466-04276-4. — URL: https://book.ru/book/951568 . — Tekct
3JIEKTPOHHBIN.

3.  JlokymeHTanuoHHoe oOecriedyeHue ympasienus : yueOnuk / C.A. ['nmotona,
A.}O. KonskoBa, FO.M. Kykapuna [u np.] ; nox pen. T.A. beikoBoii. — Mocksa : KnoPyc,
2021. — 266 c. — ISBN 978-5-406-08272-0. — URL.:https://book.ru/book/939282. —

TekcT : JIIEKTPOHHBIN.

O¢unuanbHbie, cIpaBOYHO-0MOIMOrpaduuecKne U NepuoguIeCKue N31aHusA
HopmartuBHas auTeparypa:

1.TTOCTP7.0.97-2016 Cucrema crannapToB 1o uHpopmaiuu, Ou0IM0oTeUHOMY U
u3aaTeNIbcKoMy Aeny. OpraHu3aluoHHO-PaCIOpSIANTENbHAs JOKyMeHTalus. TpeOoBaHUsIK
ohopMIICHUIO IOKYMEHTOB : BBeJieH B AeicTBue 1 urons 2018 roga.—
URL:http://docs.cntd.ru/document/554123263.—Pexumunoctyna:Koncopunym Komekc:
3JIEKTPOHHBIN (DOH]T TPAaBOBOM M HOPMATHUBHO-TEXHUUECKON JOKYMEHTAIINH ; TOCTYII
CBOOOJIHBIN.—TEKCT : AJIEKTPOHHBIN.

2.'OCT P 7.0.8-2013. HantuonanbHbIl cTanaapt Poccuiickoit deaepanuu.
Cucrema ctanaapToB 1o uHGOpMaIui, OUOIMOTEUHOMY U U3/IaTEITLCKOMY JICTTY.
Jenonpon3BOACTBO U apXUBHOE Aei0. TepMuHbI U onpeaesenus : yTB. [Ipukazom
Poccrangapra or17.10.2013 N 1185-cTt.~URL:
hhttp://docs.cntd.ru/document/1200108447.—Pexxum noctyna: KoncoprmymKomekc :
AJIEKTPOHHBIN (OH/T TPABOBOI HHOPMATHBHO-TEXHUYECKOMN TOKYMEHTAIIUH ; JOCTYI
CcBOOOAHBIN.— TEKCT : JIEKTPOHHBIM.
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Ilepeyenb pecypcoB HHGOPMANUOHHO-TEJICEKOMMYHUKALIMOHHOM CeTH
«AHTEepHET», HEOOXOAMMBIX /1JI51 OCBOCHUS AU CHUILIUHBI

1.Bcepoccuiickui HAY4YHO-UCCIIEAOBATEIBbCKUMN WHCTUTYT
noKyMeHToBeaeHus 1 apxuBHoro nena (BHUMA) : caitr.—URL:
http://www.vniidad.ru/.—Pexwm moctyma : cBOOOTHBIA.—TEKCT : 3JIEKTPOHHBIH.

2.CripaBouHO-TipaBoBas cucteMa «I'apanty : cat.—URL:
http://www.aero.garant.ru.— Pesxkum noctyma: ¢cBOOOTHBIN.—TEKCT : JJICKTPOHHBIH.

3.1leHTp KOMITETEHIINH 10 BOTIPOCaM JOKYMEHTAIIMOHHOTO 00€CTICUCHHUS
yIpaBJcHUS ¥ apXuBHOTro jAena : cait.— URL: http//www. https://olimpoks.ru/.—Pexum
JOCTyMa: CBOOOAHBIN.— TEKCT : AJIEKTPOHHBIH.

Kypnausbi:

1.Jlenonpon3BoICTBO.

3.3 OcoOeHHOCTH peajM3alMU JUCHUIUVIMHBI UIS HHBAJIWIAOB H JIMI C

OrPAHMYECHHBIMH BO3MOKHOCTSIMHU 310POBbS
[Ipy oOydyeHMH 7MLl C OrpaHUYCHHBIMH BO3MOXKHOCTSIMU  3JI0POBbS

VUHUTBIBAIOTCS WX WHAMBUAYaJbHblE THcuUXxodusnueckue ocoOeHHOCTH. OO0yuyeHue
MHBAJIMJOB OCYILECTBIIETCS TAKXXE B COOTBETCTBUU C MHAWBUAYAJIBHON MPOrpaMMON
peaOunuTanMyu MHBaIWAA (IpU Haiauuuu). s Jui ¢ HapylleHHeM ciiyXxa BO3MOKHO
npenocTaBieHue y4eOHOM uH(opmanuu B BuU3yaldbHOU (opMe (KpaTKUil KOHCIEKT
JIEKUUH; TEKCThl 3aJaHUi, HalledaTaHHbIE YBEIUYEHHBIM HIPpU(TOM), HAa ayJAUTOPHBIX
3aHATUSAX JOIYCKAETCsl IMPUCYTCTBUE ACCHCTEHTA, a TaKXKe CYpAONEPEBOTYMKOB MU
TU(DIOCYpAOTIEPEBONUMKOB. TeKylIMil KOHTPOJb YCINEBAEMOCTH OCYLIECTBIISIETCS B
MMCbMEHHOU (popme: oOydarouuiicss MMCbMEHHO OTBEYAeT Ha BOMPOCHI, MUCbMEHHO
BBINIOJIHSACT TpakTudeckue 3ananus. Jlokman (pedepar) Takke MOXKET ObITH
MIPEAICTABIECH B MUCBMEHHON (popMe, Mpu 3TOM TpeOOBaHUS K COJACPIKAHUIO OCTAIOTCS
TEMHU Xe, a TpeOOBaHUS K KAuyeCTBY HM3JIOKEHHUs maTepuana (MOHATHOCTh, KaYECTBO
peur, B3aUMOJCHCTBUE C ayAMTOPUEHd M T. 1.) 3aMEHSAIOTCS Ha COOTBETCTBYIOLIUE
TpeOOBaHMUSI, PEABABISIEMbIE K MUCbMEHHBIM padoTaM (KayecTBO O(POPMIIECHHUS TEKCTa
U CHHCKa JIUTEPATypbl, TPAMOTHOCTh, HAJIMYUE WIUIIOCTPALMOHHBIX MAaTE€pUAlIOB U
T.1.). IlpomexxyTouHas aTTectauus IUisl JIML C HAPYLIEHUSIMHU CiIyXa MPOBOJIUTCS B
NUCbMEHHON (opMe, MpU ITOM HUCHOJB3YIOTCS OOIIMe Kputepuu oreHuBaHus. [Ipu
HEOOXOUMOCTH BpeMsl MOATOTOBKM K OTBETY MOXET ObITh yBenuuyeHo. i aui ¢
HapyILICHUEM 3PEHUS IOMYCKAETCs ayAHalibHOE MPEeJoCTaBIeHIEe NHPOPMAIUH, a TaKXKe
WCIIOJIb30BAaHUE HAa  AyJUTOPHBIX  3aHATHAX  3BYKO3ANMCHIBAOIIMX  YCTPOWCTB
(nukrooHoB u T.4.). JlomyckaeTcss TPUCYTCTBHE Ha 3aHATHSIX ACCHUCTEHTA
(MOMOUTHUKA), OKa3bIBAIOUIETO O00YYaIOMMCS HEOOXOJUMYIO0 TEXHUYECKYIO MOMOUIb.
Tekyuuii KOHTPOJIb YCIIEBAEMOCTH OCYIIECTBISETCS B yCTHOUM opme. [Tpu npoeaeHun
IPOMEKYTOYHOM aTTecTalluy ISl JIUI] C HApYLIEHUEM 3pEHUs TECTUPOBAHHE MOXKET
OBITh 3aMEHEHO Ha YCTHOE cobeceloBaHUEe MO Bompocam. st Ul ¢ OrpaHUuYEeHHBIMU
BO3MOXHOCTSIMU 3/10POBBS, UMEIOIINX HApYIIEHUS ONMOPHO- JIBUTaTEIBHOrO arapara,
Ha ayJIUTOPHBIX 3aHATHSX, a TAKXKE MPU MPOBEAEHUU MPOLENYpP TEKYIIEro KOHTPOJIS
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YCIEBAaeMOCTH U TPOMEKYTOYHOM aTTECTallMM MOTYT OBbITh IPEIOCTABIICHBI
HEOOXOUMbIE TEXHMYECKHE CpeAcTBa (NEpCOHANbHBIN KOMIBIOTEP, HOYTOYK WIIH
APYToH rajiKeT); JOIyCKaeTCsl MPUCYTCTBUE aCCUCTEHTA (ACCUCTEHTOB), OKa3bIBAIOIIETO
oOydaromuMcsi HEOOXOIUMYI0 TEXHMYECKYI0 TMOMOIIs (3aHATH pabouee MecCTo,
HepeBUraThCs 10 ayAMTOPUH, MPOUYUTATh 3aJaHue, O(POPMUTH OTBET, OOLIATHCS C
HpenoaBaTesieM.

4  KOHTPOJIb M OLIEHKA PE3YJbTATOB OCBOEHMS
YYEBHOW JUCHUATIIMHBI

4.1 KouTtpoinb U OlleHKAa Ppe3yJbTATOB OCBOEHMS
Y4eOHOM TUCUMILIMHBI

Tekylmuii KOHTPOJIb MPEACTaBIseT CO0OM TMPOBEPKY YCBOCHUS Y4EOHOTO
Marepualia TEOPETUYECKOr0 U MPAKTUYECKOT0 XapaKTepa, PETYISIPHO OCYLIECTBIIIEMYIO
Ha TPOTSHKEHUU CEMECTPA.

OcHoBHbIE (POPMBI TEKYIIETO KOHTPOJIS: ONPOC, TECTUPOBAHUE, HAMTMCAHUE
pedeparta, co3gaHue MyJIbTUMEIUHHON MTPE3EHTAIIMH, PEIICHNE CUTYalIMOHHBIX 3a/1a4.

Texymuii KOHTPOJIb TPAJAUIIMOHHO CIIYKUT OCHOBHBIM CPEJICTBOM OOeCredeHUs
B y4eOHOM TIpoliecce «00paTHOM CBSI3U» MEXKAYIIPENo1aBaTesieM U 00y4aroIIumcs,
HEO0OXOIUMOM ISl CTUMYJIUPOBAHUS pabOThIO0YYAIONIUXCS M COBEPIICHCTBOBAHUS
METOJIMKH TIPETOJaBaHus YYCOHBIX TUCIIUILIVH.

[ens xkaxa0ii GopmMbl KOHTPOJIS — 3aUKCUPOBATH TPUOOPETEHHBIE 00YJAOIITUMCS
B pe3yJIbTaTe OCBOCHUS YU€OHOM TUCIIMIUIMHBI 3HAHUSI, YMEHUSI, HABBIKH,
CrocoOCTBYOIIE POPMUPOBAHUIO KOMIETEHIIUMN.
®opMBbI YCTHOTO KOHTPOJIS 110 YY4EOHOM JUCIUTIIIMHE: OTPOC.

@®opMbl TTUCBMEHHOTO KOHTPOJISI 1O Yy4yeOHOM mucimmuiiae: Tectel — 3To
npocredimass  ¢opMa  KOHTPOJIA, HampaBJ€HHAass HAa  TPOBEPKY  BJIAJACHUS
TEPMUHOJIOTHYECKUM aIllapaToM, COBPEMEHHBIMU MH(OPMAIIMOHHBIMU TEXHOJIOTHSIMU
Y KOHKPETHBIMU 3HAHUSIMH.

KonTposbHble paboOThI MO PENICHUI0 CUTYAllMOHHBIX 3a71ad JaeTcs s

POBEPKH 3HAHWM W yMeHMU oOydaronuxcs. MokeT 3aHMMaTh 4acTh y4eOHOTO

3aHATHUS C pa300pOM MPABUWIBHBIX PEIICHUHN Ha CIACAYIOIIEM 3aHATUH.

16



Pe3yabTaThl 00y4eHus

Kpurepuu oueHku

MeToabI OLIEHKH

B pesynbprare oCBOCHUA
JUCHUTUTAHBI 00yYaroIuiCst
JOJDKEH 3HAMb:
Oco0eHHOCTH COCTaBIECHMUS
3aKyIIOYHOM JOKYMEHTAIIUU
HNudopmarrionHbie
TEXHOJIOTUH B
npodeccrnoHaIbHOM
JEeSTEIbHOCTH
Oco0eHHOCTH OpraHU3auy 1
IIPOBEICHHS KOHTPOJIbHBIX
MEPOIPUATHI OpraHaMHU,
OCYIIECTBIIIOIUMU

[TomHOTa OTBETOB, TOYHOCTH
dbopmynupoBok; 6osee 50 %
IIPAaBIJILHBIX OTBETOB.

bonee 50 % npaBunpHBIX
OTBETOB.

AKTyaJIbHOCTb TEMBI,
aZIcKBaTHOCTb PE3YyJIbTATOB
IIOCTABJICHHBIM LIETIAM,
MOJIHOTA OTBETOB, TOUHOCTh
(OpMyJIMPOBOK,
aJI€KBATHOCTb ITPUMEHEHUS
TEPMUHOJIOTHH.

Texymmn
KOHTPOJIb

npu
MIPOBEICHUM:

- [lucbmen

H

oro/ycTHOr

0 0mpoca;

- TECTUPOBAHUE;

- OLICHKA
PE3yJIbTATOB
CaMOCTOSTEIHHOM

17




(MHAHCOBBII KOHTPOJIb. paboThI

B pesynbprare ocBoeHUs (pedepara,
JUCIMILTAHBI 00yYaroIuiics MOJITOTOBKA
TOJKEH YMETh: KOHCTIEKTa
Ob6ecneunBaTh (PUHAHCOBO- y4e0HOro
HKOHOMHUYECKOE MaTepuaia,
COIIPOBOXKJICHHE COCTaBJICHUE
JESTEIbHOCTH 10 IUIaHa OTBETA,
OCYILIECTBIICHUIO 3aKyTIOK IS oopmnenme
roCyJ1apCTBEHHBIX U TaOJIULIBI,
MYHUIUITATBHBIX HYXK]I. peleHue
ObecneunBaTh CUTYallMOHHBIX
OCYILIECTBJICHUE (PUHAHCOBBIX 3a71a4)

B3aMMOOTHOIIEHUM C
OpraHu3alUsIMU, OpraHaMH
rOCyapCTBEHHOM BIIACTHU U
MECTHOI'O CaMOYIIPABIICHUA.
Pa3pabateiBaTh 1iaH u
MporpaMmy MPOBEICHUS
KOHTPOJILHBIX MEPOTIPUSITHH,
0(OpMIISITH PE3YIIBTATHI
MIPOBEJICHHBIX KOHTPOJIbHBIX
MEpONPHUSITHIL, BEIpaOaThIBAThH
pPEKOMEHAAIUH 10
YCTpPaHEHUIO HEJOCTATKOB U
PHCKOB, OLICHUBATH

3¢ PEKTUBHOCTD
KOHTPOJIBHBIX MPOLETYD.
Y4acTBOBaTh B pEBU3UU
(UHAHCOBO-X03CTBEHHON
NeSITeTbHOCTH 00BbEKTA
(MHAHCOBOTO KOHTPOJIS.

4.2®dopma NpoOMeKYTOYHON aTTeCTALMU CTYAEHTOB MO AUCHHUILINHE.
Meroauka mnposeneHuss 3k3ameHa. IlpumepHsie Bompocsl u
3aJaHuA K dk3amMeHy. Kpurepun oneHKku Ha JK3aMeHe.

dopma MpoMexKyTOUHOM aTTecTaly Mo JUCHUILTUHE «J[OKyMeHTallMoHHOE o0ecriedeHrne
YIPABJICHUS», YCTAHOBIICHHAS] pA00OYMM y4€OHBIM TUIAHOM, - KOMIUIEKCHBINA 3K3aMeH (110
JUCHMILINHAM «/lOKyMEHTallMOHHOE O0ecTieueHue YIpaBlIeHUs» U « MEHEIKMEHTY).

MeTtoauka npoBeieHUusi KOMIIEKCHOI0 IK3aMeHa:

B cootBerctBuu ¢ neiictByromnM B Kypckom ['AY IlonoxeHnem o TeKymem
KOHTpOJIE 3HAHUM M MPOMEKYTOYHOW arTecTanuu oOywatonimxcs (axynsrera CIIO
00yYaroIUiics MOXET OBITh OCBOOOXIEH MpernojaBaresieM OT CAa4d KOMILIEKCHOTO
’K3aMeHa npu yCIIOBUU BBITIOJIHEHUS BCEX pyOEKHBIX
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KOHTPOJIBHBIX ~ TOYEK Ha «XOpOUIO» U «OTIUYHO» o JUCLIUILIMHE
«/lokyMeHTalMOHHOE 00ECIIEYEHNE YIPABICHUSD .

PyOexnas xontponpHas Touka (PKT) no mucuumnnmnse «/lokymeHTalnmoHHOE oOecrieueHue
YIPaBJIEHUs OINpPEAEIIEHAa B BHUJIE WUTOIOBOTO TECTa IO OKOHYaHWUM HM3ydeHus 1-2 pasnpena
JUCUUTUIUHBI.

Bcero npeanonaraercs nposectu 2 PKT B Buge Tecra.

Ecnn cTyneHT He BBINOJHSIET 33/1aHUs B paMKax pyOexHOro KOHTpOJIS Ha
«XOpOoII0» / «OTJIIMYHOY», TO MPOXOJUT NPOMEKYTOUHYIO aTTECTAllUIO B TPAaJUIMOHHOM
¢opme. KoMmriekcHbI SK3aMeH MpEAnonaraeT OTBET CTYAEHTa Ha 2 BOIpOca, U3
KOTOPBIX MEPBBIA MO AUCHMILIMHE «JOKyMEHTaMOHHOE 00OecleYeHne YIpaBJICHUSY,
BTOPOM 110 TUCHUILIMHE «MEHEIKMEHT» U peleHne |-oi CUTyallMOHHOM 3a/1a4u, NpU
pelIeHuu KOTOPOH CTYACHT JEMOHCTPHUPYET YMEHHs MPUMEHSITH B MPOQPeCcCCHOHATHLHON
JESTENIbHOCTH TPHEMbl JIETIOBOIO W YIpaBJICHUYECKOTo oOmieHus. Bo Bpems coauu
PK3aM€Ha B ayJIUTOPHUM MOXET HaXOAUThCS OJHOBPEMEHHO He Oosee 4-5
DK3aMEHYyIOIMXCs.  KOMIUIEKCHBIM  DK3aMEH  NPOBOJUTCA B YCTAHOBJIEHHOE
pacrimcanueM BpeMs. Ha moaroroBky k orBery maercs 30 muHyT. OOMH CTYIEHT
OTBEYAET, OCTAIbHBIE TOTOBATCS.

IIpumMepHbBIe BONPOCHI K KOMIIJIEKCHOMY IK3aMeHY

. Uto Takoe TOKyMEHT?
. UTo Takoe 1enonpon3BOCTBO?
. [lepeuncnure 3a1aum AeIONPOU3BOACTBA.
. KakoBa ocHOBHas (yHKIIMS JOKYMEHTa?
. Kak MoxHO Ki1accupuuupoBaTh JOKYMEHTHI?
. UTO MOKeT BBICTYIIaTh HOCUTEIEM JJOKyMeHTa?
. UTo Takoe peKBU3UT JOKyMEHTa?
. Uto Takoe cucreMa JOKyMEHTaIu?

.'me MOXHO MOCMOTpeTh MpaBuja TO JAOKYMEHTAIIMOHHOMY
00€eCIeYeHHIO YIIPABIICHUSA?
10. Yro Takoe MOCTOSTHHBIEC U IEPEMEHHbBIC PEKBU3UTHI?
11. Yro Takoe O61aHK JOKyMeHTa?
12. Kakue BubI 6J1aHKOB BbI 3HaETE?
13. Kakue pekBU3UTHI JOJKHBI TPUCYTCTBOBATh Ha 00IIIeM O1aHKe?
14. Kakue peKBU3UTHI JOHKHBI MPUCYTCTBOBATH HA OJIaHKE MUChMa?
15. Yro Takoe JOKyMEHTOOO0pOT?
16. HazoBuTe OCHOBHBIE XapaKTEPUCTUKU JTOKYyMEHTOO0OPOTA.
17. Yro Takoe 00BeM TOKyMEeHTOOOOpOTa?
18. Yo Takoe JOKYMEHTOMOTOK?
19. Kakue pa3nnyaroT 10KyMEHTOMOTOKHU 110 HAIIPABJICHUIO?
20. Yo Takoe aenoBas npoieaypa?
21. Kakue THIbl JOKYMEHTOB BbI 3HaeTE?
22. OnummuTe mpoueaypy Co3/1aHns BHYTPEHHETO JOKYMEHTA.
23. Uem ornuyaercss mporenypa oOpaOOTKHM — BXOJSIIETO |

UCXOIAIET0I0OKyMEHTA?

24. OnuimTe Tanbl CO3AaHUs UCXOSIIETO JOKYMEHTA.

©Coo~Nouok~wnN e

19



25. Uro BkmowaeT B ce0s TMpoueAypa IMpHeMa W TEepBUYHON 00pabOTKH
JIOKYMEHTOB?

26. B ueM 3akiiro4aeTcs mpolece perucTpaiuu JOKyMEHTOB?

27. Tlepeuncnnre mpaBuiia PErUCTPallui JOKYMEHTOB.

28. Yto Takoe aeno?

29. Uro npeacTasisieT co00i HOMEHKIIATypa Jei?

30. Kakue BupI HOMEHKJIATYD BBI 3HaETE?

31. Kak hopMupyroTcst JOKyMEHTHI B Jieia’?

32. Kakue cBeieHnst 0 JOKyMEHTaX 3aHOCSITCS B HOMEHKIATYPy?

33. Uto Takoe BHYTPEHHSISI OMUCH U C KAKOM IENIbI0 OHA COCTaBIsIeTCA?

34. Jns yero npenHa3HaueH apxXuB?

35. Yto Takoe mabiaoH?

36. Uto MoryT BKIItOUaTh B €051 1aOIOHBI?

37. Yro takoe popma?

38. 11labmoHbBI KaKUX JOKYMEHTOB BXoadT B maketr Microsoft Word?

39. HazoBure aCTIeKThI dbopmupoBaHus CUCTEMBI 3JIEKTPOHHOTO
JIOKYMEHTOO000pOTA.

40. B dyem  3akirodaeTcsl  MPOIECCHBIM  MOAXOJ  NPUMEHHUTEIhHO K
JIOKyMEHTAIIMOHHOMY 00€eCIeueHnt0?

41. Yto Takoe nporecc J10OY?

42. Yrto Takoe CTpyKTypHupoBaHue mpoueccos JJOY?

43. OnumuTe  MOCIEAOBAaTEIbHOCTh  BHEAPEHHUS ~ CHCTEMBI  DIIEKTPOHHOTO
JOKYMEHTOO00pOTA.

44. Tlepeuncnure BOIPOCHI, KOTOPBIE CIEAYET PEMIUTH PU BHIOOPE CUCTEMBI
AIIEKTPOHHOTO JOKYMEHTO000pOTA.

45, Tlepeuncnute KaTeropuu CUCTEM aBTOMATH3AINH yIpaBJICHUS
JOKYMEHTOOOOPOTOM.
46. [lepeuncnute byHKIIMN UHTErPUPOBAHHBIX CUCTEM YIpaBIICHUS
JTIOKyMEHTOOOOPOTOM.

47. TlepeuncinuTe N3BECTHBIEC BAM CHCTEMbI aBTOMATHU3aIIUH JJIOKYMEHTO000pOTA.

IIpuMepHbIe NPaKTHYECKUE 32TaAHUSA
3aganue Nel.
BnecuTe 3anucu B TpyI0BYIO KHHXKKY O TIpreMe Ha paboTy IpakIaHNHA
ITorioa B.B. Ha MOMKHOCTH MEHEIXKEpa MO MpoAaxaM B otnaen npoaax B OO0
«Hebo» 12.01.2016 r.

3amanue No2.
CocraBbTe MpHKa3 0 IPEMUPOBAHUH PAOOTHHUKOB.

3amanue Ne3.
CocTaBbTe NpHKa3 O BHIIJIATE MaTEPUATILHOM ITOMOIIIN.

3amanue Ne4.
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CocTaBbTe IpUKa3 0 CIyKeOHON KOMaHAUPOBKE.

3amanue No5.
CocTaBbTe IPHUKA3 O COBMEIICHUH JOIKHOCTEH.

3amanue Neb
CocraBbTe CIy)KEOHYIO 3aITMCKY O BBIXOC Ha paOO0Ty B BBIXOAHOU JCHb.

3aganue Ne7
CocraBbTe CIyKeOHYIO 3aMMUCKY O MPEJACTaBICHUN CIIMCKAa PAOOTHUKOB JIJIs
y4acTHsi B CEMUHapeE.

3amanue Ne§
Odopmure OJIaHK MHChbMa C YIJIOBBIM PACIIOJIOKECHHEM PEKBHU3UTOB O
MPEIOCTABICHNUN IOKYMEHTOB Ha MOCTaBKY TOBAPOB.

3amanue Ne9
OdopMmure 61aHK THUCbMa C MPOJOIBLHBIM PACIIOJIOKEHUEM PEKBHU3UTOB O
pEeAOCTaBICHUN JOKYMEHTOB Ha TIOCTaBKY TOBApOB.

3amanne Nel0

CocraBbTe npukas o npueMe padbornuka VMBanosa Ilerpa HukonaeBuua Ha
paboTy Ha JODKHOCTH ymakoBmuka B 1ex B OOO «lllokonannas dabpuka» Ha
MIOCTOSIHHYIO OCHOBY.

Kpurepyu oneHKM KayecTBa 3HAHMH, YMEHUN U C)OPMHUPOBAHHOCTH
KOMIIETEHIMI CTYJIEHTOB B pPaMKax MPOMEXYTOYHON aTTecTaAllud 110
AUCUMILIHHE «JOKyMeHTAaUMOHHOE o0ecneuyeHne ynpaBJIeHusD

Ornenka «5» (OTIWYHO) BBICTABJISICTCS, €CIIU CTYICHT MOKa3bIBaCT:

- r1yOOKHMe 3HAHUS MO0 TEOPETUYECKOMY BOIPOCY, BIaJ€eT OCHOBHBIMHU
MOHSITUAMU, TCPMUHOJIOTHUEM;

- YMEHHUS MPABUIIBLHO, 0€3 OLTMOOK BHITIOJIHSIThH MIPAKTUYECKUE 3a/1aHMUS;

Takum oOpazom, MPOCIIEKUBACTCSA c(hOpMHUPOBAHHOCTh
COOTBETCTBYIOIIIUX KOMIIETEHIIMH, T.K. OTBET IMOJHBINA, JOKA3aTEIbHbBIN, YETKUM,
rPaMOTHBIM.

Ouenka «4» (XOpoI1I0) BBICTABISAETCS, €CJIU CTYACHT NTOKa3bIBAECT:

- TIyOOKHMe 3HAHUS MO0 TEOPETHUYECKOMY BOIPOCY, BJIaJIe€T OCHOBHBIMU
MOHATHUSIMU, TEPMHUHOJOTHUEH, HO JOMYCKAaeT OTACIbHbIE HE3HAUUTEIbHBIC
HETOYHOCTH B (DOPMYIUPOBKAX, OMPEACIICHUSIX U T.11.;

- YMEHUSI BBINIOJHATh MPAKTUYECKUE 3a/IaHUsI, HO JOMYCKAeT OTJEIbHbIC
HE3HAYUTEIbHBIC OIIHOKH;

B nenoMm oTBET MNONHBIA, AOKA3aTENIbHbIA, YETKUWA, T'PAMOTHBIM, T.E.
MPOCJICIKUBAETCA CPOPMUPOBAHHOCTH COOTBETCTBYIOIINX KOMIIETECHIIH.

Ouenka «3» (yIOBIETBOPUTENIBHO) BBICTABISIETCS, €CIU  CTYJEHT
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MOKa3bIBAET:

- 3HaHUSI 10 TEOPETUYECKOMY  BOIPOCY, BIIAJIEET  OCHOBHBIMU
HNOHSITUSMH,

TEPMUHOJIOTHEH, HO TOMTyCKAET ONIMOKH;

- YMEHUS YACTUYHO BBINOJHATH TPAKTUUECKUE 3a/IaHUS;

B 1menom mnpocnexuBaeTcss cHOPMUPOBAHHOCTH  COOTBETCTBYIOLIUX
KOMITETEHLIUHA, OJHAKO OTBET HEJOCTAaTOYHO TOCJIEIOBATEICH, JOKa3aTelieH,
IPaMOTEH.

Ouenka «2» (HEYIIOBIETBOPUTEIIBHO) BBICTABIISIETCS, €CJIM CTYACHT HE
MOKa3bIBAET:

- 3HAHUS TI0 TEOPETUYECKOMY BOIMPOCY, JOMYCKaeT OIMOKH, He
BBIJICTISICT TJIABHOTO, CYIIIECTBEHHOI'O B OTBETE;

- YMEHHUS NPaBUWIbHO, 0€3 OMMOOK BBIMOJIHATH MPAKTHUECKUE 3a/1aHMUS;

Takum 00pa3oM, OTBET MOBEPXHOCTHBIN, O€3/10Ka3aTEIbHbIN,
JOMYCKAaIOTCS PeYEBbIE OMIMOKH, T.€. KOMIETEHIIH HE CHOpM
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