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1. OBIIIASI XAPAKTEPUCTHUKA PABOYEN MPOT'PAMMbBI YYEBHOW TUCIIATIIAHBI
«OI1.06 JOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHUS»

1.1. MecTo iMcUMIJIMHBI B CTPYKTYPe OCHOBHOM 00pa30BaTe/IbHOM IPOrPaMMBbI:

VYyeOnass nucuuiuinHa J{OKyMEHTallMOHHOE OOecreueHue YIpaBlIeHUs —SBISETCS
00s3aTebHON  YacThl0  OOIIENpPO(EeCcCCHOHATBHOTO IIMKJIA OCHOBHOH  00pa3oBaTelbHOM
nporpammbl B cooTBercTBUM ¢ DI'OC mno cnemmansHocTH 38.02.01 JxoHOMHMKA H
Oyxrajarepckuii yuer (110 0OTpacjsim).

VYyeOHast aucuuIuinHa «JloKyMeHTallMOHHOE oOecreueHue YIpaBiIeHUs» oOecreunBaeT
¢dopmupoBaHue MPO(PECCHOHANBHBIX M OOLIMX KOMIIETEHIMH MO BCEM BHJAM JESATEIbHOCTH
OI'OC mo cnerumanpHOocTH 38.02.01. IKOHOMHUKA M OyXrajaTepckuii yder (M0 OTPAC/IsiM).
Ocoboe 3HayeHne TUCHMIUIMHA UMeeT npHu ¢popmupoBanuu u passuruun OK 02, OK 03, OK 05,
OK 09, OK 10.

1.2. Heab ¥ muiaHupyembie pe3yJbTAThl 0CBOEHHUS JUCUMILIUHBI:
B pamkax mporpamMmbl y4eOHOW AUCHUIUTMHBI OOYYalOIIMMUCS OCBAaMBAIOTCS YMEHUS H
3HAHUS

Kon Ymenus 3HaHus
1K, OK, JIP
OK 02 OCYIIECTBIIATh IIOUCK, aHAJIU3 U coJiepyKaHue aKTyaJIbHOU
OK 03 WCIIOJIb30BaHUE HOPMATHUBHO- HOPMAaTHBHO-IPABOBOI
OK 05 [PABOBBIX JOKYMEHTOB B AOKYMCHTAINH,
OK 09 IpUMeHeHuu K 3a1adam JJ0V; OCHOBHDIC TOHATHA
JOKYMEHTAI[HOHHOTO  o0ecrevYeHus
OK 10 COCTaBIISATH U OPOPMIISTH VIIDARIICHHS
IK 1.1 YHPAaBJICHUCCKYTO 1 KIacCU(UKAIMS  YIIPABICHIECKHUX
K 2.7 npodeccHoHATEHY IO JIOKYMEHTOB;
JTOKYMEHTAIHIO B COOTBETCTBHE C MpaBUjIa COCTaBIEHHUS U opopMIIeHHUs
HOPMATHUBHOM 6a30if; yIPaBICHYECKUX  JTOKYMEHTOB M|

BEJICHUS [1€JI0BOU NIEPENUCKH;

COCTaB JIOKyMEHTOB CIIELIHAJIbHBIX
CUCTEM JOKYMEHTAlUH;
IIpaBWJIa OpPraHM3alMM BCEX HTAIOB
paboThI ¢ JOKyMEHTaMH;

HCIOJIb30BaTh YHU(PHUIIMPOBAHHbBIE
(hopMBI TOKyMEHTOB;

OCYIICCTBIISITH JACTIOBYIO IIEPEIHCKY U
noAACPIKHUBATDL DJICKTPOHHBIC

KOMMYHHKAIIUH; MpUIIOXKEHUs: TporpamMmbl Windows,
NPUMEHATh CPEJICTBA UCIONB3yeMble I peanu3aluu
MHPOPMALMOHHKIX TexHonorui ana | 3a1a4 JJOY;

co3Manms 1 ohopMICHHS COBPEMEHHBIE UH(OPMALIUOHHEIE

texHosioruu JJOY
IIpaBUJIa U CPOKU XPAHEHUS

JIOKyMEHTOB;
pa3buparbcs B cUCTEME

JTOKYMEHTOB;
BHYTPEHHETO 10KyMEHTO060pOTa (OopMBI IEPBUYHBIX OYyXTalTePCKUX
OpraHH3allnu, JIOKYMEHTOB, COJIEpKaIlUX
OCYIIECTBIIATh XPAHCHUE U IOUCK | 00s3aTeNIbHBIC PEKBU3HUTHI
JIOKYMEHTOB; HNEPBUYHOTO YYETHOTO IOKYMEHTa,
UCII0JIb30BaTh COBPEMEHHOE nporenypa  COCTAaBICHU — aKTa 110
pesyibTaTam WHBEHTapU3aLUH,

MpOrpaMMHOE 0OecIieueHUE B

MPOEKTOB IMPHUKA30B IO MPOBEIACHUIO
ANIEKTPOHHOM JIOKYMEHT0000pOTE;

KOHTPOJIBHBIX MPOLENYP
IIPOBEPSATH HAJIMYKE B




MPON3BOJIbHBIX MCPBUYHBIX
OyXraiaTepcKux JOKyMEHTax
00s13aTeNIbHBIX PEKBU3UTOB;
pa30upaThcsi B HOMEHKIIATYpE JIelT;
COCTaBJISITb AKTBI W CIPAaBKU 110
pesynbTaTam BHYTPCHHETO
KOHTPOJIS;

(bOopMHpOBaTh MPOCKTHI PHKA30B
10 IPOBCACHUTIO BHYTPCHHETO
KOHTPOJIS

2. CTPYKTYPA U COJAEPXKAHUE YYEBHOM JUCIUILIAHBI

2.1. O6beM y4eOHO# TMCHUIINHBI U BUABI Y4eOHOH padoThI

O0bem B
O0bem B
yacax
yacax
Buj yueOHoit padoThl 3204HOI0
0YHOI0
OT/1eJIeH!
oT/1eJIeHus
|
O0Bem 00pa3oBaTeJIbHOM MPOrPaAMMBbI Y4eOHOM U CIATIIMHbBI 42 42
O0bem padoTbl OO0y4YyalOMIUXCS BO B3aMMOJEHCTBHU C
32 8
npenojaaBarejieM
B TOM YHCJIE:
TEOpETUIEeCKOe 00yIeHNE 12 4
[IPAKTUYECKUE 3aHATUA 20 4
CamocrosTenpHas paboTa 10 34

IIpomesxkyTounasi atrectauusi B ¢popme nuddepeHunpoBaHHOrO

3a4€Ta




2.2. TemaTyecKkuii IJIaH M coJep:KaHue Y4eOHOH TMCUMILUIUHBI «/[OKYMeHTallMOHHOE o0ecnieYeHne YIIPABJIEHHUD)

Koabi
KOMIeTEeHIUI,
HaumenoBanne O0Bem (popmupoBanmio
A p— Conep:xanue ydueOHOro MaTepuaja u ¢popMbl OPraHU3alUuM J1esiTeILHOCTH 00yUalomuxcs B gaCaX KOTOPBIX
CIoCcoOCTBYET
3JIEMEHT
MPOrpaMMbI
1 2 3 4
Pazzea 1. JOKYMEHTUPOBAHUE YIIPABJEHYECKOM AEATEJIBHOCTH 34
Tema 1.1. lokyMeHT u Conep:kanue y4e0HOIro MaTepuaJa 2
CHCTeMA TOKYMEHTAMN | 3gayeHne U COACpKAHUE TUCITUIUINHBI «J[OKYMEHTAIIHOHHOE 00ECIICYCHHE YIIPABICHUSD).
IlonsiTiE  TEPMHHOB  «IOKYMEHT», <«JIOKyMEHTHPOBAHHME», «JOKYMEHTAallHOHHOE
o0ecrieyeHre yrpaBieHHUs.
Hctopus pas3BUTHA HAy4yHbIX [PEICTABICHUH O JOKYMEHTAlMOHHOM OOecCHeueHuu
ynpasieHusi. COBpeMEeHHOE COCTOSIHUE TOKYMEHTALMOHHOTO 00ecieueH sl YIPaBICHUSI. ) OK 02. OK 03
HopmartuBHO — mpaBoBas 6a3a opraHM3aluy JOKYMEHTAlHOHHOTO 00eceuyeH s yIpaBIeHUs OK 10 ’ ’
KaK OCHOBA TEXHOJIOTMH IIPOLIECCOB YIIPABJICHMUS.
CocraB ymnpaBieHYeCKUX TOKyMEHTOB. lloHATHEe cuctem noxkymeHranuu. OyHKIMOHAIBHBIE
U OTPACIIEBBIE CUCTEMBI IOKYMEHTALUN.
YHuduKanus u craHiapTU3alus YIpaBJIeHUYECKUX JOKYMEHTOB.
Tema 1.2. Copep:xanue yuedOHOI0 MaTepuaJia 18
Opranuszannonno— YHu}uuupoBaHHAs CUCTEMA OpraHU3allMOHHO-paciopsauTeabHoi fokymenTanuu (OP/I).
pacnopsiinTeILHbIE I'OCTs1 Ha OP/I. TpeGoBanust kK 0pOPMIICHHIO JJOKYMEHTOB.
AokymeHTeI (OPD) Knaccugukarms opraHu3aliMOHHO-PaCcOPsIUTEIbHON TOKyMEHTALNN:
Opranu3aliuoHHblEe JOKYMEHTbl — yCTaB, IITAaTHOE paclMCaHue, MHCTPYKLUS, MOJIOKEHUE,
periiaMeHT. 14 OK 02, OK 03,
PacniopsimutenbHble TOKyMEHTBI — IIpUKa3, paclopsDKeHHE, yKa3aHue, IOCTaHOBJICHUE, OK 05, OK 09,
penieHue, MpOTOKOJ. OK 10, IIK 2.7
CrpaBo4HO-HH(pOpPMAIIMOHHBIE JJOKYMEHTHI: CITy>)KeOHast 3amicKa, 00bsICHUTENIbHAS 3aInCKa,
aKT, CIIPaBKa, CJIy>KeOHbIe MUChMa
B TOM YHCJIe MPAKTHYECKUX 3AHATHIA: 12




IpakTnyeckoe 3anaTue 1. CocraBienne u oGopMiIeHHE OPraHU3ANUOHHBIX JTOKYMEHTOB 10
(mwTaTHOE pacmnucaHue)
IpakTnyeckoe 3ansitue 2. CocrasieHne U oHOPMIICHHE PACTIOPSIIUTENHEHBIX JTOKYMEHTOB
(mpukas)
IIpakTnyeckoe 3ansitue 3. CocraBieHne U oHOPMIICHHE PACTIOPSIIUTENHEHBIX JTOKYMEHTOB
(pacnopsixeHue)
IIpakTHyeckoe 3anaTHe 4. CocTaBieHue U opopmieHHe HH(DOPMALMOHHO-CIPABOYHBIX
JOKYMEHTOB ([TOKJIaHas ¥ CIy>KeOHast 3amicKa)
IIpakTnyeckoe 3ausitue 5. CocraBneHne u opopmiieHHe HHGYOPMAIMOHHO-CIIPABOYHBIX
JOKYMEHTOB (cy>keOHble mrchbMa). OdopmiieHne CripaBoK, aKTOB
IIpakTuyeckoe 3anaTue 6. Konrposannas padora 2
CaMocTosiTeibHasi padoTa o00y4alOUIUMXCSi: TOJArOTOBKAa pedepaTtoB, COOOIIECHU,
nokianoB. [I[puMepHas TeMaTHka BHEAY IUTOPHOU CAMOCTOSITEIHHOM pabOTHI:
«Opranu3zalMoHHbIE JOKYMEHTHI - JOrOBOp yupeauTesneil, paBuia BHYTPEHHETO TPYyI0BOrO
pacropsiKa;
«CripaBOYHO-MH(POPMAITUOHHBIE JOKYMEHTbl — OOBSCHHUTENbHAs 3allUCKa, 3asBIICHHE, 4
CIpaBKay;
«[TopsioK cocTaBIEHUS aKTOB CBEPKU PACUETOB MEXKAY 1€OMTOpAMH U KPEIUTOPAMIY;
«SI3BIK ¥ CTHIIB IEIOBOW KOPPECTIOHACHIINNY;
«/HULIMATUBHBIEC U OTBETHBIEC CITY>KEOHBIE TUCHMAY;
«BHyTpeHHHE U MEXTyHAPOTHBIE TEICTPAMMBI, TEICPOHOTPAMMBI U TeJIe(aKChI».
Tema 1.3. Kaxposas Conep:xaHne y4eGHOr0 MaTepHaJia 8
AOKYMCHTAIUA JIOKyMEHTHUPOBaHHE TPYAOBBIX TMpaBooTHOMICHHH. CocTaB M OCOOCHHOCTH O(OPMIICHHS
JOKYMEHTOB I10 INYHOMY COCTaBY. 4
KommiekroBanue muunoro aema. Aproouorpadus. Pesrome. 3asBnenue o npueme Ha padboTy. OK 02. OK 03
[Ipuka3sbl 0 JUYHOMY COCTABY. _ OK 0 5: OK 09:
B TOM YHCJIe MPAKTHYECKUX 3aHATHIA: OK 10
IpakTnyeckoe 3ansitue 7. OhopMiieHne MPUKA30B M0 TUIHOMY cocTaBy. OdopmieHne
TPYJAOBOM KHHUKKH. 2




CaMmocTosiTe;1bHasi paGoTa 00y4alIIMXCs: MOATOTOBKA pedepaToB, COOOIICHHH,
nokianoB. [IpuMepHas TemMaTuka BHEAyAUTOPHON CaMOCTOSITEILHON pabOThI:

OdopmiieHre TOMOTHEHNH U crielu(PHUKANi K KOHTPAKTaM.

«TpeboBaHus MEXAYHAPOIHOTO apOUTpaka K COCTABICHUIO U O(POPMIICHHIO TPETEH3UOHHO -
MCKOBBIX JJOKYMEHTOB 110 BHEITHEOKOHOMUYECKOH NI TETLHOCTH.

Tema 1.4. loroBopHO—
NpaBoBas
JOKYMeHTAL U

Conep:kaHue y4e0HOI0 MaTepuaa

[TonsiTne noroBopa (KOHTpaKTa).

TumnoBast popma goroBopa (KOHTpPAKTa).

OCHOBHBIE pa3/IeIbl JOTOBOPA. BBl TOTOBOPOB: KYIUTH-TIPO/IaXKH, TOCTABKH, KOMUCCHU U
ap. Buner noroBopos B chepe 3aKymok.

JloKyMeHTBI, 0(pOpMIISFOIIINE TIOPSIOK PACCMOTPEHHS CIIOPOB MEXTY FOPHINICCKAMHU
munamu. [IpaBuna opopmiteHus NpeTeH3nOHHbBIX TceM. OCOOEHHOCTH MPOBEACHUS 3aKyIIOK
TOBApOB.

B TOM YMCJI€¢ NPAKTUYICCKHUX 3aHSTHH:

IIpakTuyeckoe 3ansaTue 8. OhopmieHne 10ropopa KyImiu-nmpoaaku

CamocTtosiTe1bHAsA padoTa 00y4aloIMXcs: IOr0TOBKa pedepaToB, cCOOOLICHNUH,
NoKJIa10B. Mcnomnb3yst ”HGOPMALMOHHO NPaBOBYIO cUCTeMy M MIHTEpHET pecypchl COCTaBUTh
0030p CYyILIECTBYIOMINX Ia0JIOHOB JOKYMEHTOB JUIS JOKYMEHTHPOBAHUS YIPaBIEHUECKON
NESATEIBHOCTH.

[IpumepHas TemaThKa BHEAY JUTOPHON CaMOCTOSITEIbHON paOOThI:

«[Ipumepnas popma 10roBopa MOCTaBKNY;

«[Ipumepnas popma 1oropopa 00 HHIMBUAYAIEHOW MaTePHATbHONH OTBETCTBEHHOCTHY;
«OdopMiieHne NPUIIOKEHUH K TOTOBOpaM»;

«O¢dopMIiieHne aKTOB IO PUEMKE MPOIYKIUHU (TOBAPOB) MO KOJIUYECTBY U KaYECTBY.
OO6pa31bl aKTOBY;

OK 02, OK 03,
OK 05, OK 09,
OK 10, [IK 2.7

Pa3nen 2. OPTAHU3ALIUA PABOTHI C JOKYMEHTAMMU

Tema 2.1. [lonsiTHe
JOKYMEHT0000poTA,
perucTpanus
JOKYMEHTOB.

Conep:kaHue y4e0HOIr0 MaTepuaa

CocrtaB m ywer oObeMa JTOKyMeHTOoOOOpoTa mpeanpustuil. OpraHuzanus pabOThI ¢
BXOJSILEH, UCXOIAIIEH U BHYTPEHHEN TOKYMEHTALUEH.

ba3bl manHBIX 11 XpaHeHus] TOKyMeHTOB. Pabora ¢ 3ampocamu. PaGoTta ¢ 37eKTpOHHBIMU
JIOKYMEHTaMHU.

OK 02, OK 03,
OK 09

10




Tema 2.2. Oprannsauns | CopepskaHue yueOHOro MaTepHaJia 6

ONEPATUBHOIO M Cucrtematuzanyst JIOKyMEHTOB M uxX XxpaHeHue. OdopmieHne HOMEHKIATYphl JIell.

ApXUBHOTO XpaHCHU TpeboBanusi kK 0GOPMIICHHUIO JIe]l. XpaHCHUE JOKYMEHTOB B CTPYKTYPHBIX MOJIpa3iCiICHUSIX. OK 03, OK 05,

AOKYMEHTOB Homenkinatypa nen. MHauBuayalbHble, CBOAHBIE, IIPUMEPHBIE U THUIIOBBIE HOMEHKIIATYPBI 6 OK 09,IIK 1.1
i

[loaroroBka u MOpsANOK MHepenayu Aesl B apXHWB. 3aKOHOJATEIbHbIE aKThl U HOPMAaTHUBHO-
MCTOANYCCKUEC NOKYMCHTBI 110 apXMBHOMY XPAaHCHHUIO JOKYMCHTOB.

B TOM YHCJIe NPAKTHYECKUX 3aAHATHIA:

IIpakTnyeckoe 3ausiTue 9. CoctaBjieHHs HOMEHKJIATYphI Je.

IIpakTuyeckoe 3ausaTue 10. [Ilpome:kyTounas arrecrauus

[\OR| \OR NN

Bcero 42

11




3. YCJIOBUS PEAJIMBAIIAU TIPOTPAMMBI YYEFHOM JUCHUTLIAHBI

3.1. [Ins peanu3zanuy nporpaMmbl y4eOHOW TUCIUIUIMHBL TOJIKHBI OBITh MPEAYCMOTPEHBI
CIIEYIOIINE CIEINABbHBIE TOMEIECHU:

Ka6uner JIOKYMEHTAIlMOHHOTO obecrnieueHus yIpaBleHUs, OCHAILEHHBIN
00OpyOBaHUEM: IIOCAJOYHbIE MECTa II0 KOJMYECTBY OOydarommxcs, pabouee MeCTO
npenojaBaTenis, JOCKa, CTEHIbl, JAUJAKTHYECKUH MaTepuasl, TEXHUYECKUMH CpeICTBaMu
00y4YeHHUs: KOMITBIOTEPHI, MyJIbTUMETUITHOE 000pyAOBaHHE, TIPUHTED.

3.2. UndpopmaunonHoe odecrieyeHre peaau3amum nporpaMmmbl
Jlns peanuzanuy MporpaMMbl OUONMMOTEUHBIH (QOHI 00pa30BaTEIBLHOW OpraHU3AIUU
JOJDKEH UMETh TIeYaTHBIC W/WIIH JJIEKTPOHHBIE 00pa3oBaTelbHbIe U MHGOPMAIIMOHHBIE PECYPCHI,
PEKOMEHIyEeMBIX JIJISl HCTIOIh30BaHMsI B 00pa30BaTeIbHOM IPOIIEcCe.
3.2.1. lleyaTHble U3TaHUSA
OcHoBHast iuTEpaTypa

1. beikoBa, T. A. JIoKkyMeHTallMOHHOE OOECIICYCHHUE YIPABICHHS (JIEITONPOU3BOJCTBO) :
yuebnoe nocobue / T.A. brikoBa, T.B. Ky3uenona, JI.B. Cankuna ; mox obm. pexa. T.B.
Ky3HnenoBoii. — 2-e u3z., nepepad. u gon. — Mocksa : UTHOPA-M, 2021. — 304 c. — (Cpennee
npodeccuonanbHoe oopazoBanue). — ISBN 978-5-16-013913-5. — TekcT : 2MEKTPOHHBIA. —
URL: https://znanium.com/catalog/product/1141796

2. Kyzuenos, . H. JlokymMeHTanmoHHOE oOecrieueHue yrpasieHus. JJoOKyMeHTOO00pOT U
JEeNONPOU3BOICTBO : Y4YeOHHK W MPAaKTUKyM s CpeJHero npodecCHOHAIbHOTO
obpazosanwms / M. H. Ky3nenos. — 3-e u3j., nepepad. u gomn. — Mocksa : IOpaiit, 2020. — 462
c. — (IIpodeccuonampuoe obOpazoBanue). — ISBN 978-5-534-04604-5. — Tekcr
anextponnbiii. — URL: https://urait.ru/bcode/451242

JlonoiHUTe IbHASL JIUTEpPATypa

3. Ao6ynanmze, J. I'. JlokyMeHTallMOHHOE 00ecrieueHre yIpaBJICHUs IEPCOHAIOM : YUYEOHHUK
U TPaKTUKyM s cpenHero mpodeccuonansHoro obpaszoBanms / JI. I'. AGymamze, U. b.
Bempsixkunaa, B. M. MacnoBa. — Mocksa : FOpaiit, 2020. — 299 c¢. — (IlpodeccuonansHoe
oOpazoBanme). — ISBN 978-5-534-01543-0. — Tekcr : onektponnbii. — URL:
https://urait.ru/bcode/452443

4. BemxkypoBa, A.b. OCHOBBI A€IONMPOU3BOACTBA: Y4eOHOE TOCOOME HJisi CTYJISHTOB
cpeanero mnpogeccruoHambHOrO oOpasoBanus : / A.b. BemkypoBa. — Mocksa ; bepnun :
Hupexr-Menuna, 2020. — 245 c. : win., tabn. — Pexxum nmoctyma: mo moamucke. — URL:
https://biblioclub.ru/index.php?page=book&id=576203

5. I'pozoBa, O. C. Jlenonpou3BoACTBO @ y4yeOHOe TmocoOue Juisl  CpPeIHETo
npodeccuonanabHoro oopasosanus / O. C. I'pozoBa. — Mocksa : FOpaiit, 2020. — 126 c. —
(ITpodeccnonansuoe oopazoanue). — ISBN 978-5-534-08211-1. — TekcT : 3JIeKTpOHHBIHN. —
URL: https://urait.ru/bcode/453970

6. Jloponuna, JI. A. JlokyMeHTallMOHHOE OOECIICUeHHE YIpPaBICHHUA : Y4YCOHUK U
NPaKTUKyM JJs1 cpenHero mpodeccuonanbHoro obpaszoBanus / JI. A. Jloponuna, B. C.
WputukoBa. — Mocksa : FOpaiit, 2020. — 233 c. — (Ilpodeccuonanbuoe oOpa3oBaHue). —
ISBN 978-5-534-05783-6. — Tekct : anexkrponusiid. — URL: https://urait.ru/bcode/453767

7. Kopnees, U. K. JlokymeHTanmonHoe obecrieueHue yrnpaBieHHs : y4eOHUK U MPAKTUKYM
s cpenHero npodeccuonanbHoro oopasosanmst / . K. Koprees, A. B. [lmenko, B. A.
MamypueB. — 2-e usm., mepepadb. u gon. — Mocksa : IOpaiir, 2020. — 384 c. —
(ITpodeccuonanbuoe obpazoBanue). — ISBN 978-5-534-05022-6. — Tekct : 31eKTpOHHBIN. —
URL: https://urait.ru/bcode/453688



https://urait.ru/bcode/453767
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3.2.2. DyIeKTpOHHBIe U31aHNus (JIEKTPOHHBIE pecypchl)

. Kynépa, E.}O. JlokymeHnrannonHoe obecnieueHue ynpasieHus. — M., Axkagemus — Meaua,

2014.
[Tmenko, A.B., [loponuna JI.A. u ap. JlokyMeHTallmOHHOE OoOecTieueHue yrpaBieHus. — M.,
Axagemus —Menaua, 2015.

CrpaBounas npaBoBas cucreMa «KoHcynpranT miroc»:http:// www.consultant.ru
CrpaBounas cuctema «I'apant». http://www.aero.garant.ru

3.2.3. JlonoJIHUTEIbHbIE HCTOYHUKH

. Kypnan «JlenonpousBoacTBO».

Kypnan «Cekperapckoe eo.
XKypHan «YnpapieHue nepcoHaIoM».
HopMaTHBHBIE JOKYMEHTBI:
1. Koncturynus Poccuiickoit @enepanyiv ¢ ”3MEHEHUSIMHU.

2. I'paxnanckuii kogexe Poccuiickoit @eneparuu (4acTh rnepBasi) ¢ U3MEHEHUSIMHU.

3. Tpynosoii koaekc Poccuiickoit @enepannu ¢ U3MEHEHUSIMU

4. ®enepanbubiit 3akoH 0T 02.07.2006 Ne 149-D3 (pex. ot 23.04.2018) «O06 undpopmanumy,
WHPOPMATU3AIUH U 3alUTE HHPOPMAITUI.

5. @enepanbubiil 3akoH oT 06.12.2011 N 402-®3 (pea. ot 26.07.2019) «O Oyxranrepckom
yaeTe»

6. TOCT P 7.0.97-2016 "Cucrema cranmapToB 1o uHdopmaiuu, OHOIUOTEUHOMY H
m3narensckomy aeny. OPJl. TpeboBanus k ohOpMICHHIO JOKYyMEHTOB" .

7. TOCT P.7.08-2013 «CHUBUJ. [denonpou3BOJICTBO W apXUBHOE Jej0. TepMuHBI U
OTIpEeICTICHUS.

8. IlpumepHass MHCTPYKIMS MO JAEJIONPOU3BOJCTBY B TOCYIJApCTBEHHBIX OpraHU3aIUAX

(yrBepxkaeHa npukazoM PocapxuBa ot 11.04.2018 Ned4).

4. KOHTPOJIb U OLIEHKA PE3YJbTATOB OCBOEHMSI YYEBHOI

JUCHUTIIMHBI

Pe3ysibTaThl 00y4eHUs

Kputepuu ouesnku

MeTtoabl olleHKH

[lepeueHb 3HaHWIL, OCBaMBacMbIX B
paMKax AUCIHTUINHBL
COZIEp’KaHUE AaKTyalbHOW HOPMAaTHUBHO-
IIPaBOBOM JOKYMEHTAIINH;
OCHOBHBIC TTOHSTHS TOKYMEHTAllMOHHOTO
obecrieueHus yrpaBJieHuUS;
KnaccuPUKaus  YIpaBICHUYECKUX
JIOKyMEHTOB;
npaBuja COCTaBIeHHS H O(OPMIICHUS
YIPaBIECHYECKUX JTOKYMEHTOB M BEICHUS
JIEJIOBOM MEpEeTnCKy;
COCTaB  JJOKyMEHTOB
CHCTEM JIOKYMEHTAINH;
MpaBWjia  OpraHU3aluy
paboThI C JOKyMEHTaMH;
npuwioxkeHus:  nporpamMmbel  Windows,
UCTIONB3YyEMbIE U pealu3aliud 3a1ad
HOY;
COBPEMEHHBIE
texHonoruu JJOY
TTOHATHUE ITEPBUYHOMN OyXTanTepcKoi
JIOKyMEHTAaI1H;
(OpMBI IEpBUYHBIX OyXTaNTEPCKUX
JIOKYMEHTOB, COJIEPIKALTIX

CIICIUAJIbHBIX

BCCX JTaIlioB

nH(OPMaIMOHHBIE

TectupoBanue.

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

Ompoc.

OueHka «5» - «OTIMYHO» CTaBHTCS, €CIN
o0ydJaroImuiics MOJIHO M3/IaracT MaTepral
(oTBewaeT Ha BOMPOC), NaeT MPaBUIHHOE
oIpezieeHNe OCHOBHBIX  IIOHSTHH;
OOHapy>KUBaeT IIOHNMaHUE MaTepraa.
OueHka «4» - «XOpOILIO» CTaBUTCS, €CIH
oOyyatormuiics Jlaet OTBET,
YIOBJIETBOPSAIOIIHNI TEM Xxe
TpeGOBaHI/IHM, 4qTo )41 JJIs1 OLICHKH
«OTIIMYIHOY, HO JIOTTycKaeT 1—2 ommoKy.
Onenka «3» - «yIOBICTBOPUTEIHHO
CTaBUTCH, eciu oOyyJarormuiicst
OOHapy)XMBaeT 3HaHWE W MOHHMaHHE
OCHOBHBIX IOJOXXEHHH JaHHOH TEMBbI, HO
W3JaraeT ~ MaTepHal  HEMoJIHO |
HEeIOoCJIe0BaTENbHO, JIOIyCKaeT

TectupoBaHue.

YTl onpoc.
ITuceMeHnHBI onpoc.
HuddeperunpoBaHHbIi
3a4er.




00s13aTeNIbHBIC PEKBU3UTHI IEPBUYHOTO
YYETHOTO IOKYMEHTa;

TIpaBUJIa ¥ CPOKU XPAHEHUS IEPBUIHOMN
OyXranTepckon TOKyMEHTAIUH;
mpouenypa  COCTaBIEHUS  aKTa 10
pe3yipTaTaM MHBEHTApHU3alluU, IPOEKTOB
MPUKa30B 0 MPOBEICHUIO KOHTPOIBHBIX
Ipoueayp

HETOYHOCTH U OIIMOKHM B OIpPEICICHUH
TOHATHH UK (HOPMYITHPOBKE ITPABUIL.
OueHka «2» - «HEYIOBIETBOPHTEIHHO

CTaBHUTCH, €CITH oOygarommiics
0OHapyKUBaeT
HE3HAHHE OonbIei 4acTu

COOTBETCTBYIOIIEr0 BOIMPOCA, JIOMYCKAaeT
omOKH B (OPMYJIHPOBKE OMpPEICICHUN
W TpaBWI, MCKAKAIOIIUE HX CMBICI,
0ecropsI0UHO U3JIaraeT MaTepual.

HduddeperunpoBaHHbIf 3adeT
OueHka «5» - «OTIMYHO» BBICTABIISCTCS
oOyuarolieMycs, €clId IEMOHCTPHPYETCS

BCECTOPOHHEE,  CHCTEMATH4YeCKOoe |
nIy0oKoe 3HAHHE y4eOHOTo
MIPOrPaMMHOTO Marepuaa,
CaMOCTOSITENILHO BBIITOJIHEHBI BCE

MIPEAYyCMOTPEHHBIE TPOTPaMMOi1 3a/1aHuS,
aKTHBHO PabOTaBIIEMy Ha MPaKTHYECKUX

3aHATHUIX, MOKA3aBIIEMY
CHUCTEMATHUYCCKHI XapakTep 3HAHWHA, a
TaKxkxe CIIOCOOHOCTD K uX

CaMOCTOSTECIILHOMY MOTIOJIHCHHIO.
OrneHka «4» - «XOpOII0» BBICTABIISETCS
00ydJaromeMycs, €ClIl JeMOHCTPHPYIOTCS
JIOCTAaTOYHO TOJHOE 3HaHHE Yy4eOHO-
MIPOTPaMMHOTO MaTepHaa,
CaMOCTOSITEIIEHO BBITTOJTHEHBI BCE
MPeyCMOTPEHHBIC TIPOTPAMMOW 3aIaHHS,
OJHAKO I[OHyH_leHI)I HCTOYHOCTHU HpI/I nux
BBITIOJTHEHUH,

Onenka «3» - «yIOBICTBOPUTEIHHO
BBICTABIIICTCS  OOydaromeMycs, €cliu
JIEMOHCTPHPYIOTCSA TPOOETBl B 3HAHUSIX
OCHOBHOTO y9e0HO-ITPOTPaMMHOTO
MaTepHuaa, CaMOCTOATEIEHO BBITIOTHEHBI
OCHOBHBIE MIPETyCMOTPCHHEIC
POTPaMMOi 3a1aHusl, OJIHAaKO
JIOTTYIIICHBI OIIUOKY MPH UX BBIMOJTHCHHH.
OneHka«2» - «HEYIOBIECTBOPUTEIHEHOY
BBICTABIIICTCS  OOy4alolmeMycs, €Cliu
OoOHApY>KUBAOTCA MPOOETHl B 3HAHMSIX
WIN OTCYTCTBHUE 3HAHUH o
3HAYUTEIBHOMN YacTH OCHOBHOT'O
Y4eOHOTO MaTepraa, He BHITOJIHUBIICMY
CaMOCTOSITEIIEHO MPEyCMOTPCHHBIC
MpOrpaMMoil  3aJlaHus, JONYCTHBIIEMY
TIPUHIUITHATILHBIC OINOKH B
BBIIIOJIHEHUHN Hpe]lyCMOTpeHHBIX
MPOrpaMMOH 3aJaHHM.

Ilepeuenbr yMeHHMil, OCBaWBaeMbIX B
paMKax AUCUUTUIMHBL:
OCYIIECTBIISATh  TIOUCK,  aHAIM3 W

UCIIONIb30BAaHHE HOPMATHBHO-TIPABOBBIX
JOKYMEHTOB B IPHMEHEHHH K 3aJadam
HOY;

COCTaBIISITh u ohopmIIATH
YIPABICHYECKYI0 H NPO(ECCHOHAIBHYIO
JOKyMEHTaIlMI0 B  COOTBETCTBUE C
HOpPMaTHBHOW 0a30#;

OueHka «5» - «OTIMYHO» BBICTABISETCS,
ecny  OOyvaromMics  JAEMOHCTPHUpPYET
rIIyOOKHWEe 3HaHHS TEOPETUYECKOro U
NPaKTHYECKOTr0 Marepuaina [0 Teme
MPAaKTHYECKOW  PaboThl,  IOKa3bIBACT
YCBOEHHE OCHOBHBIX TIOHSATHH,
HCIOJBb3YEeMBIX B paboTe, 6e30MHnO09YHO U
B TIOJIHOM 00BEMeE BBITIOJIHSET 3a/1aHHE.

Ouenka «4» - «xopomo» OOyuaromuiics
JIEMOHCTPHPYET 3HAHHUS yueOHOro

OneHka  pe3ysibTaTOB
BBINTOJTHEHHS
MIPAKTUIECKOI paboTHI
DKCHepTHOE
HaAOJIIONEHUE 3a XOIOM
BBINTOJTHEHUS
MIPAaKTHYECKOH PabOThI




HCIIOJIb30BaTh

(hOpMBI TOKYMEHTOB;

OCYIIECTBISITh JICIOBYIO TIEPEIUCKY U

0/I/IEPKHUBATh AIIEKTPOHHBIC

KOMMYHUKAITHIH;

MPUMEHSATHh CpPEACTBAa WH(OPMAIMOHHBIX

TEXHOJIOTUI JJIs1 CO31aHuA n

0 OpMIICHHUS TOKYMCHTOB;

pa3buparbcsi B CHUCTEME BHYTPEHHEro

JIOKYyMEHTO000pOTa OpraHU3aIiH;
OCYILIECTBIISITH XPAHEHHE U TOHCK

JIOKYMEHTOB;

pa3dupartbcs B HOMCHKIIATYPE JCT;

YHUPHUIHPOBAHHBIE

Marepuaia MO0 TeMe IPaKTHYECKOH
paboThl,  JOMyCKas  HE3HAYUTEIbHBIC
HETOYHOCTH TPH BBIMOIHEHUH 3aaHusI
pYd TPABUIBHOM BBIOOpE aNrOpuUTMa
peIICHUS 3aIaHus.

Onenka «3» - «YIOBICTBOPUTCIHHO
BBICTABJIICTCS, €CJIM OOydYarouuiics B
LIEJIOM OCBOWJI MaTepHajl IMpPaKTHYECKOH
paboThI,  JOmyckaeT  OmMMOKH  TpHU
BBIINIOJIHCHUH 3adaHU, BI)I60p aJiropurMa
BBIMOJHEHUSI 33/IaHKsT BO3MOXCH IpH
HABOASIIMX BOMIPOCAX MPEMOAaBaTes.
OneHka «2» - «HEYIOBICTBOPHTCIHHO

HCIIOJIb30BaTh COBPEMCHHOE | BEICTABJISIETCS OOYYarOMIEMYyCsl, €CIA OH
MIPOrpaMMHOE obecrieyeHme B | UMEET CYIIECTBEHHbIE MpPOOENbl B
9JIEKTPOHHOM JJOKYMEHTO000pOTE; 3HAHUSIX OCHOBHOTO yUeOHOTO Marepuaa
TIPOBEPSATH HATUYHNE B IPOU3BOJILHBIX MPaKTUIECKON paboThI, JIOITyCKaeT
HepBI/IqHBIX 6yXFaJ'ITepCKI/IX HOKyMCHTaX OIJ_II/I6KI/I l'IpI/I BBITIOJTHCHU U 3aaHus,
00s13aTeTFHBIX PEKBU3UTOB; HENPaBUIEHO BEIOMpaeT AITOPUTM
COCTaBIISITh aKTbl M CIPaBKM IO | JAECHCTBHUU.

pe3ynbTataM BHYTPEHHETrO KOHTPOJIS;

(opMHEpOBaTE TPOCKTH MPHUKA30B U

pacrnopspKeHUi o MIPOBEJICHUIO

BHYTPEHHET 0 KOHTPOJIS;

5. JIUCT UBSMEHEHWI, BHECEHHBIX B PABOYYIO ITIPOT'PAMMY
yueOHoi aucuunannabl OI1.06 JlokyMeHTAIMOHHOE 00ecTiedeHue yIpaBJIeHus

N3menenue Ne 1 ot 28.09.2022 r. cTp. 4-6, 9-11

BbIJIO
OK 02. OcymiecTBisiTb TOUCK, aHAIW3 |
UHTEpIpeTanno HHPopMaIu, HeoOX0IUMOM

JUISL BBITIOJTHEHMSI 3a/1ay MpoQecCHOHANbHON
JESITEIbHOCTH.
OK 03. IInanupoBaTh W peaJu30BBIBATH

cOOCTBEHHOE npodeccuoHaIbHOE U
JMYHOCTHOE Pa3BUTHE.

OK 09. Hcnomns3oBaTh HH()OPMAITIOHHBIE
TEXHOJIOTHH B npodeccuoHaIbHOM
NESITEIbHOCTH.

OK 10. ITomws3oBatbesi mpodeccHOHATBHOM
JNOKYMEHTAaIleil Ha TOCyJapCTBEHHOM U

HHOCTPAHHOM A3bIKax.

CTAJIO

OK 02. Hcnonp3oBaTb  COBPEMEHHBIE
CpeIICTBAa TIOWCKA, aHATN3a U WHTEPIPETAIINH
nHpopmanuu u nH(pOpMaITMOHHBIC
TEXHOJOTHHM  JUIsl  BBITIONHEHHWS  3a/a4
npodeccCuoHaNBbHOM e TEIbLHOCTH.

OK 03. IlnanupoBaTh M pEaIU30BBIBATH
coOCTBEHHOE po¢eCCHOHAIBHOE u
JMYHOCTHOE pa3BUTHA,
NPEINPUHUMATEIECKYIO  JESITEIBHOCTh B

MpeIPUHUMATEIHCKON cepe, MCIOoTb30BaTh
3HaHUS 1O (PUHAHCOBOW T'PAMOTHOCTH B
Pa3IUYHBIX KU3HEHHBIX CUTYalUSX.

OK 09. TIlomb3oBaThcsi MpOodeCcCHOHATBHON
JOKyMEHTaIluell Ha TOCYJapCTBEHHOM U
WHOCTPAHHOM $I3bIKaX.

OcHoBanue: 1. 63 Ilpukaza Munnpocsemenus Ne 796 ot 01.09.2022 r. "O BHeceHHH
U3MEHCHUH B (QenepalibHble TOCYIapCTBEHHBIE 00pa30BaTelIbHBIC CTaHAAPTHI CPETHETO

npodeccnoHaTLHOr0 00pasoBaHus"




