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1. OGmras xapakTepucTUKa pabovei mporpaMMbl JUCITUTITHHBI

1.1. MecTo TUCIUIUIMHEI B CTPYKTYPE OCHOBHOM 00pa30BaTeIbHOM MPOTPaMMBI
VYueonas mucnumumaa OIL13  «/lokyMeHTanmmoHHOE O0OecTeueHue YIPaBICHUS
SBIIICTCS. BapUATUBHOM YacThl0 OOMICPOPECCHOHAIBHOTO IMKIa 00pa3oBaTEIbHOM
nporpammbl B cooTBeTcTBUU ¢ PI'OC CIIO mno cneumansHoctu 38.02.01 DxoHOMHMKaA U
OyXraJITepCKUil y4yeT (10 OTpacisiM).
Ocoboe 3HavyeHHe AUCIUIUIMHA uMeeT npu GopmupoBanuu u pazsutuu OK 01, OK 02, OK 05,
OK 09, IIK 1.1.

1.2. lens 1 miianupyembie pe3yiabTaThl OCBOCHUS TUCHUTIIIUHBI:
B pamkax nporpamMmbl yueOHON AUCHUILIMHBI CTYACHTAMU OCBAaUBAIOTCS YMEHUS U 3HAHUSA:

Kon YmMmenusa 3HaHUs

OK, ITIK

OK 01 OCYLLECTBIIATD MIOUCK, aHanu3 U | COJiepKaHuEe aKTyaJbHOH HOpPMAaTHUBHO-

OK 02 HCIOJIb30BaHUE HOpPMaTHBHO-TIPaBOBBIX | IIPAaBOBOM IOKYMEHTALIUN;

OK 05 JOKYMEHTOB B IPUMEHEHUM K 3a/Ja4aM | OCHOBHBIC HOHATHS JOKYMEHTALMOHHOTO

OK 09 JOY; oOecrnieueHus yrnpaBIcHUs;

IIK 1.1 | cocraBusaTh U oOpMIIATH YIpaBICHUYECKYIO | Kiaccuukanus yIpaBJIEHYECKUX
U TPOPECCHOHATBHYIO JOKYMEHTAIMIO B | TOKYMEHTOB;
COOTBETCTBHE C HOPMATUBHON 0a30H; IpaBUIa COCTaBIEHUS M O(GOpPMIICHUS
WCTIOJIb30BaTh YHUDHUIIMPOBAHHBIE (HOPMBI | YIIPABICHYECKUX JOKYMEHTOB U BEICHUS
JIOKYMEHTOB; JIeJIOBOM MEPENNCKHU;

OCYIIECTBIISITH  JIEJIOBYIO  TEPENUCKY W | COCTaB  JOKYMEHTOB  CIEIHAJIbHBIX
NOJIAEP)KUBATh 3JIEKTPOHHBIE | CUCTEM JOKYMEHTALUY;
KOMMYHUKAIIHH; MpaBUja OpraHU3allid BCEX OTaloB

OPUMEHATh CpelcTBa HMH(MOPMAIMOHHBIX | pabOThI ¢ JOKYMEHTaMH;
TEXHOJIOTUH Uil co3maHus ¥ O(OpMIICHHUs | IpUIIokKeHus: — mporpammbl  Windows,

JOKYMEHTOB; UCIIONB3YyEMBIE Ul peall3allMy  3a1ad
pazbupatbcs B cucteme BHyTpeHHero | JJOVY;

JOKYMEHTO000pOTa OpraHu3allny; COBPEMEHHBIE MH(pOPMalMOHHbIE
OCYLIECTBIATh XpaHEHUE u nouck | Texuonoruu JJOY

JOKYMEHTOB; IIPaBWJIA U CPOKU XPaHEHUsI TOKYMEHTOB;
KCMOJIb30BaTh COBPEMEHHOE NPOrpPaMMHOE | 3aKOHOJIATEIbCTBO Poccuiickoit
obecrieyeHne B anekTpoHHOM | Denepanin 0 OyXraiaTepcKoM ydeTe,
JIOKYMEHTO000pOTE; apXUBHOM Jiejie

IIPOBEPATh HAJIMYME B  IPOU3BOJIBHBIX | IPAKTHKA MIPUMEHEHHUS
MEPBUYHBIX OYXTaldTepCKUX JIOKYMEHTax | 3aKOHOAATEIbCTBA Poccuiickoit
00513aTeNIbHBIX PEKBU3UTOB; ®enepanuu o Borpocam 0(GOpMIICHUS
pa3buparbcs B HOMEHKIIATYpE JeT; MEPBUYHBIX YUETHBIX TOKYMEHTOB;
COCTaBIATh  aKThl W CIOPaBKM 110 | BHYTPEHHUE OpraHMU3alOHHO-
pe3ylibTaTaM BHYTPEHHETO KOHTPOJIS; pacnopsauTeNbHbIe JTIOKYMEHTBI
¢dbopmMHpoOBaTE  MPOEKTHl  NMPUKA30B MO | SKOHOMHUYECKOTO cyObeKTa,
MIPOBEJICHUIO BHYTPEHHETO KOHTPOJIS; perJaMeHTHpyolne MOPSATIOK
pa3pabarbIBaTh BHYTPEHHHUE | COCTABJICHUS, XpPaHEHWs W Iepelayu B
OpraHMU3aIIOHHO-PACIOPSAUTENbHbIE apXUB MEPBUYHBIX YYETHBIX IOKYMEHTOB

JOKYMEHTBI, B TOM 4YHCJIE€ CTaHIAPTHI
OyXraJITepCKOr0  y4eTa 3KOHOMHYECKOTO
CyOBeKTa,

cocTaBisITh  (0OpPMIISITH)  TIEPBUYHBIC
yUeTHBICE JOKYMEHTHl, B TOM 4YHCIIe
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OJICKTPOHHBIC TOKYMCHTHBI.

2. CTtpyKTypa U cofiepaHue AUCIUILITUHBI

2.1. O6beM TUCHMITIMHBI U BUJIBI y4eOHOU paboThI

Bun yuebnol paboThl OO6bem yacoB

O6bem 06pa3oBaTenbHOM MPOrpaMMbl y4eOHOW AUCIUTUINHBI 43
O6bem paboThl 00YJaIOIUXCS BO B3aMMO/ICHCTBHH C TIPENOaBaTeIeM 35
B TOM YHCIJIE:

TEOPETHUECKOE 00yUeHue 12
MPAKTUYECKHUE 3aHSITUS 20
CamocTosTenbpHas paborta 8
[TpomerxyTouHas arrectanusi B opMe KOMIUIEKCHOTO IK3aMeHa 3




2.2. TemaTuyeckuil 1JIaH U COAEpKaHUE TUCIUTUTMHBI

Koasl koMIIeTeHITNH,

(bopMHUPOBAHHIO
HaumenoBanue Copepxanne yaeOHOro MaTepuaina u GopMbl OpraHU3aIUH IEITETHHOCTH CTYICHTOB Ob6beMm KOTOPBIX
pasziesnoB U TeM B 4acax | CIOCOOCTBYET 3JIEMEHT
IPOrpaMMBbI
1 2 3 4

Paznen 1. JlokyMeHTHpOBaHKE YIIPABICHYECKON JIEITEIHLHOCTH 26
Tema 1.1. Coneprxanue yueOHOro MaTepuasa 1 OK 01
Beenenue. JlokymeHT | 1. 3HadeHWEe W COACpKAHUE JUCHUILIMHBI «J[OKYMEHTAIIMOHHOE OO0CCIICUCHUE YIIPABICHHUS. OK 02
u cucrema | [IoHsaTue TEPMHUHOB: «IOKYMEHT», «IOKYMEHTHPOBAHUEY», <«IOKYMEHTAllMOHHOE o0ecreueHue OK 05
JOKYMEHTaluu YIIPaBICHUS. OK 09

2. llonsatue cucteM JOKyMEHTalMHM. YHU(QUKAUS W CTAHAAPTHU3ALUSA  YIPABICHYECKHX 1

JIOKYMEHTOB.

3. HopmaTtuBHO-nipaBoBas 6a3a opraHu3aly JOKYMEHTAIMOHHOIO O0ECTIeYEeHUs YyIIPaBICHUS.
Tema 1.2. Copnepxanue yueOHOro Marepuana 13 OK 01
Cucrema 1. TOCTst Ha OPJI. TpeboBanust K 0OPMIIEHHIO TOKYMEHTOB, TPEOOBAHUS K OJIaHKAM. OK 02
OpraHH3allMOHHO= 2. OpraHu3anioOHHBIC JOKYMEHTHI: YCTaB, [OJDKHOCTHAs HHCTPYKIHS. PacrmopsanuTensHbie OK 05
pacopsAIUTEIbHON JIOKYMEHTBI: ITPUKA3bI, PACTIOPSKCHUSL. 1 OK 09
AOKYMCHTAlLlNH 3. CrpaBouHO-MH(POPMAIIMOHHBIC TOKYMEHTHI: JOKJIAJHAS 3alKCKa, OOBICHUTEIbHAS 3alliCKa, HK 1.1

aKT, CIIPaBKa, ciiy’keOHoe nmrucbMo. CocTaB U 0COOEHHOCTH 0(OPMIIEHHUS JOKYMEHTOB 110 JTUYHOMY

COCTaBy

B TOM uncne npakTH4ecKuX 3aHsATHH 12

1. Ilpaktuueckoe 3ansatue «OPopmiIeHHE JOKYMEHTOB C MOMOIUIbIO MPOrPaMMHOTO 00eCIIeUeHHUSI. 9

Co3nanue mabaoHa JOKYMEHTOB)

2. Ilpaktudeckoe 3anstne «CocTaBieHHEe W OQOPMIICHHE OTIENBHBIX BHJIOB OPTaHU3AI[MOHHBIX )

JJOKYMEHTOB»

3. IlpakTrueckoe 3aHsTHe «CocraBieHne U 0QOpMIICHHE OTIENBHBIX BHIOB PACHOPSIUTEIBHBIX 5

JJOKYMEHTOB

4. Tlpaktudeckoe 3aHaTHe «CocraBieHne W OQOPMIICHHE OTAEIBHBIX BHUIOB CIIPAaBOYHO- 9

MH(POPMALIMOHHBIX JTOKYMEHTOB)

5. [Mpaktuueckoe 3anstue «Cocrasienue u opopmiaenue OPJ]» 2

5




6. [IpakTrueckoe 3aHsTHE «/[OKYMEHTHUpPOBAaHKE TPYIOBBIX MTPABOOTHOIIIEHU)

Tema 1.3. Copneprxanue yueOHOro MaTepuaa OK 01
JleHexxHbIE u 4 OK 02
¢uHaHCOBO- OK 05
paCUeTHE® 1. OcobeHHocTH COCTaBICHUS U O(b(:pMJIeHI/ISI JICHE)KHBIX U (PMHAHCOBO-PACUETHBIX JOKYMEHTOB. 2 OK 09
NIOKYMEHTEI B Tom uucie npakTH4eCKUX 3aHATUN 2 K 1.1

1. Ilpaktuueckoe 3anstue «OdopMieHre TeHEKHBIX U (PMHAHCOBO-PACYETHBIX TOKYMEHTOB) 2
Tewma 1.4. CopepxaHne yaeOHOro Marepuaa 4 OK 01
JorosopHo-nipaBoBas | 1. Ilonsrue moroBopa (koHTpakta). TumoBas ¢opma moroBopa. OCHOBHBIC pa3jieibl JOrOBOpA. 5 OK 02
JOKyMEHTalus [TpaBuia opopmiIeHHs TPETEH3MOHHBIX THCEM. OK 05

B TOM 4nciie IPaKTHYECKUX 3aHATHII 2 OK 09

1. Ilpaktudeckoe 3anarue «CoctaBineHne U 0hOpMIICHUE TPETEH3MOHHBIX TTHCEM» 2

CamocrosTenbHas paboTa CTyI€HTOB

CocTaBUTh KOMIUIGKT CYHICCTBYIOIIMX INAOJOHOB JOKYMEHTOB JUISi JOKYMEHTHPOBAHHS 4

yIpaBIECHUYECKON NEATEIbHOCTH, HCIONIb3Ys HH(POPMAIMOHHO-TIPABOBYIO cucteMy U WHTepHeT-

pecypcesl
Paznen 2. Opranu3anust paboThl ¢ JOKyMEHTaMHU 14
Tewma 2.1. Cojepkanne ydeOHOro Marepuana 2 OK 01
Opranuzanus 1. CoctaB u yuer oObemMa [OOKyMeHTOOOOpoTa opranu3zanmii. Opranuzanus paboTel ¢ OK 02
JOKyMEHTOO00pOTa, | JOKYMEHTAIlUEeH, MoCTymnaroleil B opranu3zanuto. [lepenada TOKyMEHTOB BHYTPU OpraHU3aIUH OK 05
perucrpanus 2. Peructpamus noxkyMeHTOB. KOHTponb HcHONHEHUs AOKyMEHTOB. OpraHuzanuss M TEXHHKa 9 OK 09
JIOKYMEHTOB, KOHTPOJISI UCTIOJIHEHUS. THUIIOBbIE U MHAMBUAYAJIbHBIE CPOKU HCIIOIHEHUS JOKYMEHTOB.
UCIIOJIHEHUE
JIOKYMEHTOB
Tema 2.2. Copneprkanue yueOHOTro MaTepuaa 4 OK 01
Nudopmannonnsie 1. Vcnonb3oBaHue NpOorpaMMHOTo o0ecrieueHus i peleHus: npoecCHOHaIbHBIX 3aau. OK 02
TEXHOJIOTHH B | B TOM umCIie MPaKTHYECKUX 3aHSATHI 4 OK 05
AACTIOTIPOM3BOAICTEE 1. Tlpaktuyeckoe 3ansiTue «OpopmMieHre TOKYMEHTOB C IIOMOIIBIO TPOrPaMMHOTO 00eCTIeYeHHS. OK 09

Pabora ¢ snekTpoHHBIMH JTOoKyMeHTaMu. OTeyecTBEHHBIE Pa3pabOTKU MPOrpaMM aBTOMATH3AIMH 2

JOY u apxuBHOTO J€1a»

CamocrosTenbHas paboTa CTyI€HTOB

CocTaBuTh TaONMIly CPAaBHUTEIBHOTO aHalM3a MpOrpaMM JUisl BEIAEHHsS JOKYMEHTO00OpoTa C

nepeyHeM (YHKIMHA, KOTOpbIE MpOrpaMMa pean3yeT, HUCHOJb3ys HH()OPMAIMOHHO-IIPABOBYIO 4

cucreMy U MIHTEpHET-pECypCHI.




Tewma 2.3. Coneprkanue ydeOHOro MaTepurana 4 OK 01
Opranuzanus OK 02
1. Cucremaru3anus J10KyMEHTOB U UX XpaHEHUE. 2
ONEpPaTUBHOTO U OK 05
2. Homenknarypa nen. IlpumMepHbie U TUITOBBIE HOMEHKIIATYPHI JIEII.
ApXUBHOI'O XPaHEHMSI OK 09
NIOKYMEHTOB 3. TpeboBanus k opopmieHuto aein. [loaroroska u mopsIoK nepegadu Jaeil B apXuB.
B Tom uucie npakTH4eCKNX 3aHATUN 2
1. Ilpaktudeckoe 3anarue «CocraBieHnue 1 0hopMIIeHHE HOMEHKIIATYPbI J1EJ» 2
[TpomesxyTounas arrectanus B popMe KOMIUIEKCHOTO 9K3aMeHa 3
Bcero: 43




3. YcnoBus peanu3anuu JUCIUILTAHBI

3.1. JIns peanu3anuy MporpaMMbl TUCIUILIMHBI IPEIyCMOTPEH KaOMHET 00menpodeccunoHanbHbIX
mucrmuind U1 MJIK, ocHaneHHbIN 000py/I0BaHNEM, TEXHUIECKIMH CPEACTBAMH O0YUCHHS:

Ne ‘ HaumenoBanue o0opy1oBaHus ‘ KoangecTso

I Cl'IeHI/IaJ'II/ISI/IpOBaHHa}I MeOeNb U CUCTEMBI XpaHCHUA

OcHoBHOE 000py/IOBaHUE

Cron yueHndeckuit 13

Cryn yueHndeckuit 25

Cron npenoaaBaTCiid C AIUKaMU I XPaHCHUS

Kpecno npenonasarens

[kad nns xpaneHust yaeOHbIX TOCOOUH

N[OOI~ WINEF

1
1
Jlocka MarHUTHO-MapKepHas 1
3
7

CTCHI[BI HaCTCHHBIC

IT Texanueckue cpencTa

OcHoBHOE 000py1I0BaHUE

1 CereBoil GpuibTp 1

2 MynbTuMeauiHbINA KOMIUIEKC (MyJIbpTUMEANA-TIpOeKTOp Beng, akycTuueckas 1
cucTeMa Sven ), HACTCHHBIN SKpaH

3 | Kommsiorep npenonasatens (°€ A HNX cipapouno-npasosas cucrtema 1

Koncynprant [Intoc (cereBas (aiin-cepBepHast Bepcus), antuBupyctoe 110
Kaspersky)

111 JIeMOHCTpaIioHHbIE Y4€OHO-HArJISITHBIE TIOCOOUS

OcHoBHOE 000py/IOBaHUE

1 Hupposeie YMK | Pabouue nmporpaMmbl TUCHUILINH, KAJICHIAPHO-TEMAaTHYECKUE TIJIaHBI,
(OH/IBI OLIEHOYHBIX CPEJCTB M0 JUCHUIUIMHAM, METOJUYECKUE
PEKOMEH/IAIIMH 110 BBIOJHEHUIO caMOCTOsTeIbHOM padoTel, LMS Moodle

3.2. UadopmannoHHoe o0ecreyeHrne peain3aluy MporpaMmbl

JUia peanmu3zanuu MporpaMMbl OMOIMOTEUHBI (OHJ MMEET IeyaTHble M 3JIEKTPOHHBIE
oOpa3oBaTenbHble M WH(GOPMAIMOHHBIE pPECYpChl MJIi MCIOJNb30BaHUS B 00pa3oBaTEIbHOM
nporecce.

OcCHOBHBIE TT€YaTHBIE U OJICKTPOHHBIC U3JaHUA:

1. boikoBa, T. A. JlokymMeHTanlMOHHOE oOecreueHue YIpaBiIeHHs (J1eJIONpPOU3BOJCTBO) :
yuebHoe mocobue / T. A. beikoBa, T. B. Ky3nenosa, JI. B. Cankuna; nmoxg o6m. pen. T. B.
Ky3nenoBoil. — 2-e u3a., nepepad. u gon. — Mocksa: UTHOPA-M, 2021. — 304 c. + [om.
matepuaisl. — (Cpennee npodeccuonanbHoe oopazosanue). — ISBN 978-5-16-013913-5. — ObC
Znanium. — URL.: https://znanium.com/catalog/product/1141796

2. Kopuees, U. K. JlokymeHTalmoHHOE OOecrieueHue ynpaBleHHUs: YYeOHUK U MPAKTUKYM
s cpenHero mnpodeccuonansHoro ob6pazoanus / WU. K. Kopuees, A. B. Ilmenko, B. A.
MamryprieB. — 3-e wu3m., mepepad. m gom. — Mocksa: [Opaiit, 2024. — 438 c¢. —
(ITpodeccronansHoe obOpazoBanme). — ISBN  978-5-534-16002-4. — OOpa3zoBarenbHas
mwiatdopma FOpaiit. — URL: https://urait.ru/bcode/539262

3. Ilmenko, A. B. JlokyMeHTalMOHHOE OOECIICUCHUE YIPaBICHHS: MPAKTHKYyM: ydeOHOe
nocoOue JuIst 00pa30BaTENIbHBIX YUPESKICHUN CpefHEro npodeccuoHaibHoro oopaszosanus / A. B.
[Tmenko, JI. A. JloponwmHa. — 5-e¢ wm3a., crep. — MockBa: Axagemus, 2014. — 160 c. —
(ITpoeccuonansroe oopazoBanue). — ISBN 978-5-4468-0979-0.

4. Pympiauna, JI. A. JlokyMeHTanmMOHHOE oOecredeHue YIpaBiIeHUs: YYCOHHK Jis
00pa30BaTeNbHBIX YUPEKACHUHN cpeqHero npodeccuonanbHoro oopasosanus / JI. A. PymbiHuHa. —

12-e w3n., crep. — MockBa: Akamemusi, 2014. — 288 c¢. — (IIpodeccuonanpHoe 00pa3oBaHuE). —
ISBN 978-5-4468-1533-3.




I[OHOHHI/ITG.HBHBIC NCTOYHHUKHN
1. lemo-Bex: Bce o aemomnpomsBoactee. — URL: https://delo-ved.ru/.

2. llyeanosa, H. H. JlokymeHTarimonHoe o0ecriedyeHue yIpaBIeHU: YICOHUK U TPAKTHKYM
JuIs cpeaHero npodeccuonanbHoro oopasoanus / H. H. IllyBanoBa. — 3-e u3g., nmepepad. u JIoOIL.
— Mocksa : FOpaiit, 2024. — 247 ¢. — (Ilpodeccuonanbroe oopazoBanue). — ISBN 978-5-534-
16538-8. — Oo6pasosarenbhas mwiatdopma tOpaiir. — URL: https://urait.ru/bcode/536969

HopMmatuBHO-TIpaBOBBIE TOKYMEHTHI:

1. Koncturymust Poccuiickoit ®denepanuu: (npuHsITa BCEHAPOAHBIM T'OJIOCOBAHHEM
12.12.1993 ¢ uzmeHneHussMH, 0JI0OpPEHHBIMHU B X0/Ie oOmepoccuiickoro roiocoBanus 01.07.2020). —
Pexxum nocrtyna: cipaBoyHo-npaBoBas cucrema «KoncynprantlImoc».

2. I'paxxnanckmii komekc Poccuiickoit ®eneparuu (dacte miepBas): DeaepaabHbIN
3akoH OT 30.11.1994 Ne 51-®@3 : mpunsar ['ocynapcrBennont Jymoit 21 oxtsiOpst 1994 rona : (B
JeHCTB. pell. ). — Pexxum focrtyma: crpaBouHo-npaBoBas cucrtema «Koncynbrantllinrocy.

3. TpynoBoii konekc Poccuiickoit @enepanun: enepanpublii 3akoH oT 30.12.2001 Ne
197-@3 : mpunsat ['ocynapctBennoii Jymoit 21 nexadbps 2001 roga : ono6pen Coserom Denepanuu
26 nexabps 2001 roxa : (B ;eiicTB. pem.). — Pexxum JocTyma: CrpaBOYHO-IIPABOBas CHCTEMa
«Koncynsrantllmroc».

4. O6 wnHbpopManuy, WHPOPMAIMOHHBIX TEXHOJOTHSIX W O 3ammure WH(OOpMAUu
®enepanbubiii 3akoH OT 27.07.2006 Ne 149-D3 : npunsar ['ocynapcrBennoit gymoi 08 utosss 2006
roga : ogoopen Coserom ®deneparmu 14 utons 2006 roxa : (B meiicTs. pea.). — Pexum mocryma:
crpaBO4HO-IIpaBoBas cucreMa «Koncynprantlirocy.

5. O Oyxranrepckom ydete: DexnepanbHbiii 3akoH oT 06.12.2011 Ne 402-D3: mpunsr
['ocymapctBennoit J{ymoii 22 Hostopst 2011 roma : omobpen Coserom Deneparuu 29 HosOps 2011
roza : (B AeicTB. pea.). — Pexxum noctymna: cpaBo4Ho-1paBoBasi cucrema «KoncynprantIlinocy.

6. O 3akynkax TOBapoB, pabOT, YCIyr OTAEIbHBIMH BHJIAMH IOPUIUYECKUX JIUIL:
®enepanpubiit 3ak0H oT 18.07.2011 Ne 223-®3 : npunsar [N'ocynapcrBennoit Jlymoit 8 urons 2011
roaa : omobper Coserom Deneparuu 13 urons 2011 roxa : (B mAelcTB. pea.). — Pexxum pocTyma:
crpaBo4HO-TIpaBoBas cucreMa «Koncynbrantlirocy.

7. I'OCT P 7.0.8-2013. Cucrema craHmapToB 1no MHGOpMaLuu, OUOIUOTEUHOMY H
U3JIaTeIbCKOMY Jieny. Jlenonmpou3BOJACTBO W apXMBHOE Jei0. TepMHHBI M ONpEIesICHUs:
HauuoHanbHBIM craHnapt Poccuiickon @enepauuu: yreepxknaeH IIpukazom Poccranmapra ot
17.10.2013 Ne 1185-ct: nmata BBemenusi 2014-03-01. — Pexxum mocTyma: crpaBOYHO-TIPABOBAs
cucrema «Koncynprantllmrocy.

8. I'OCT P 7.0.97-2016. Cuctema crangapToB no HHQOpMAaIUu, OUOIMOTEUHOMY U
u3garenbckoMy seny. OpraHu3allMOHHO-paclopsiiuTeNbHas JOKyMeHTanus. TpeGoBaHMs K
0(pOpPMIICHHIO JIOKYMEHTOB. HalMOHaJIbHBIN cTangapt Poccuiickoit ®enepanuu: yTBEpXkIeH
[Tpuka3zom Poccranmapra ot 08.12.2016 Ne 2004-cT : nara BBenenus 2018-07-01 : (B neiicTs. pen.).
— Pexxum foctyna: cipaBouHo-npaBoBasi cucrema «Koncymnbrantllmocy.

9. ['OCT P 7.0.97-2025. Cucrema cTaHgapToB 1o HH(pOpMaIMu, OMOIMOTEYHOMY H
u3garenabckoMy jeny. OpraHu3allMOHHO-paclopsiIiuTeNbHas JOKyMeHTalus. TpeOoBaHus K
0(QOpPMIICHHIO JOKYMEHTOB: HallMOHAIbHBIN cTanaapT Poccuiickoit @enepanuu " (yrB. [Ipukazom
Poccranpgapra ot 26.06.2025 N 622-cT)

10. O6 yrBepxknaenun [lpumepHONl  MHCTPYKUIMH 1O  JAEJNONPOU3BOJACTBY B
roCyJapCTBEHHBIX OpraHu3anusx: npukasz Pocapxusa ot 11.04.2018 Ne 44: (3apeructpupoBaHo B
Muntocte Poccum 17.08.2018 Ne 51922). — Pexxum poctyma: CrpaBOYHO-TIpPABOBas CHCTEMa
«KoncynprantlInrocy.



4. KOoHTpOJIb U OIIEHKA Pe3yIbTaTOB OCBOSHUS TUCLUIIIIMHBI

Pe3ynbratel 00yueHus

Kputepuu oneHkun

MeToOb! OLIEHKHU

IlepeueHb 3HaHUM, OCBAMBAEMBIX
B paMKax JUCLMIUIMHBI:

coaepKanue aKTyaJbHON
HOPMAaTHUBHO-TIPABOBOM
JOKYMEHTALIUH,
OCHOBHBIC
JIOKYMEHTAIHOHHOTO
o0ecrieYeHUs yIpaBIICHHS,
KJIacCUUKAIIHS
YIPaBJICHYECKUX JIOKYMEHTOB;
npaBuia COCTaBJICHUS u
oopMIICHHS ~ yIPaBIICHYECKUX
JIOKYMEHTOB M BEJICHHSI JICJIOBOM
MEPEIUCKHY;
COCTaB
CIEIHATBHBIX
JIOKYMEHTAIIUH,
npaBUia  OpPraHU3allik  BceX
ATaroB paboTHI C JOKYMEHTAMH;
NPUIIOKCHUS POTrPaMMBI
Windows, wucnoab3yembie s
peanuzanuu 3a1a4 10V,
COBpPEMEHHbIC WH(OPMAIIMOHHBIC
texnonoruu JJOY

npaBWiia HM CPOKH  XPaHCHHUS

IHOHATHA

JIOKYMEHTOB
CUCTEM

JIOKYMEHTOB;
3aKOHOATENLCTBO  Poccuiickon
Qenepariii 0 OyXTralTepCKOM

ydeTe, apXUBHOM JIeIie
MPaKTHKA MPUMEHEHUS
3aKOHoJaresbeTBa  Poccuiickoit
Oenepanuu o BOMpOCaM
obopmIteHUS MePBUYHBIX
YUETHBIX JOKYMEHTOB;

BHYTpEHHUE  OpraHW3aI[MOHHO-
pacropsiiuTeIbHbIe  TOKYMEHTHI
HKOHOMUYECKOTO cyOBeKTa,
perJaMeHTUPYIOIINe TIOPSIIIOK
COCTaBIICHMUS, XpaHEHUS "
nepefayd B apXUB IMEPBUYHBIX
YUETHBIX JOKYMEHTOB

TectupoBanue.
«5» - 90-100% BepHBIX OTBETOB

«4» - 70-89% BepHBIX OTBETOB

«3» - 61-69% BepHBIX OTBETOB

«2» - 60% u menee

Omnpoc.

Onenka «5» - «OTJIMYHO» CTaBUTCS, €CIIU
0oOy4aromuiicss MOJIHO M3JIaraeT Marepual
(oTBe4aeT Ha BOMPOC), JTACT MPABUIHHOE
OIpEICIICHUE OCHOBHBIX TTOHATHIA;
0oOHapyXMBaeT MOHUMAHUE MaTepHaa.
Ouenka «4» - «XOpOILO» CTaBUTCS, €CIU
oOyuaromuiics aer
YIOBJIETBOPSIOUINI TEM ke TpeOOBaHUIM,
4TO0 M NS OUEHKHU

normyckaeT 1-2 omuoKH.

OTBET,

«OTIUYHO», HO

Ouenka <«3» - «yJOBIETBOPUTEIHHO»
CTaBHTCH, eciu o0yJaroImuincs
0oOHapy)XMBaeT 3HAHWE U TOHMMaHUE

OCHOBHBIX TTOJ0KEHWH JAaHHOM TEMBI, HO

u3jaraer MaTepHan HEMOJIHO u
HEIOCJIE0BATENBHO, JIOITYCKaeT
HETOYHOCTH M OLIMOKU B OIpeNeleHUuI
HNOHATUH WK POPMYyTHUPOBKE MPaBUIL.

OI_IeHI(a «2» - «HCYIOBJICTBOPUTCIIBHO»

CTaBUTCH, eciu oOyuaroiuiics
0OHapyXHUBaeT
HEe3HaHue OobIIeH 4acTu

COOTBETCTBYIOILIETO BOIMPOCA, JIOMYCKAeT
OmMOKK B (hOPMYIHUPOBKE OIpPEACTICHUN U
MpaBW,  HCKAKAIOUINE
OecIopsI0UHO U3JIaraeT MaTepual.

nux CMBICII,

HuddepenurpoBaHHbIil 3a4eT
Oneska «5» - «OTIMYHO» BBICTABIISIETCS
oOydJaroeMycsi, eciau JIEeMOHCTPUPYETCS

BCECTOpPOHHEE, CHCTEMaTHUeCKoe |
riryookoe 3HaHUE y4eOHOro
IPOTrPaMMHOTO marepuania,
CaMOCTOATCIIBHO BBIITOJIHCHBI BCC

[IPEAYCMOTPEHHBIE IIPOrpaMMOM 3alaHus,
AaKTUBHO pabOTaBIIEeMy Ha MPAKTUYECKUX

TectupoBanue.
VY cTHBIN ompoc.
ITnceMeHHBIN
Orpoc.
Dk3aMeH
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3aHITHUAX, MOKa3aBIIEMY
CHCTEMaTUUYECKUN XapakTep 3HaHUW, a
TaKKe CIIOCOOHOCTH K HX
CaMOCTOSITEIIBHOMY TTOTIOJTHEHHUIO.

Ouenka «4» - «XOpOILIO» BBICTABIISIETCS

oOyuaromemMycs, €ClIH JEMOHCTPUPYIOTCS

JOCTaTOYHO TIOJIHOE€ 3HaHWE y4eOHO-
IIPOrPaMMHOI0 MaTepuania,
CaMOCTOSITEIILHO BBITIOJTHEHBI BCE

MPEelyCMOTPEHHBIE MPOTrpaMMOM 3aJaHMUs,
OJIHAKO JOMYIIEHbl HETOYHOCTH IpU HX

BBITTOJTHEHUH,
Onenka «3» - «yHAOBJIETBOPHUTEIHLHOY
BBICTABIIICTCS ~ OOydYaromieMmycsi,  €cCiiu

JNIEMOHCTPHUPYIOTCS TPOOEIbl B 3HAHMSIX
y4eOHO-TIPOrPaMMHOTO
mMarcpurajia, CaMOCTOATCIbHO BBIIIOJTHCHBI

OCHOBHOI'O
OCHOBHEIE MPelyCMOTPEHHBIE
POrpaMMOil 3aJlaHusl, OJHAKO JOMYLIEHBI
OIIMOKY MPH UX BBITIOJHEHUH.

Ouenka «2» - «HEYAOBIETBOPUTEIBHO

BBICTABIIICTCS ~ OOydYaromieMmycsi,  €ciiv
00HApY>KUBAIOTCS MPOOEITBI B 3HAHUSIX WUITU
OTCYTCTBHE 3HAHUW MO 3HAYUTEIBHOU
4acTH OCHOBHOT'O y4eOHOro Marepuana, He
BBITIOJIHUBIIEMY CaMOCTOSITEJIbHO
MPEAYCMOTPEHHBIE MPOrpaMMoOil 3a7aHusl,
JOMYCTUBIIEMY MPUHIUMUATBHBIE OITHOKI
B BBITTOJITHEHU U MPEAYCMOTPEHHBIX

IIPOrpamMMoOil 3aJaHuM.

IlepeueHb ymMeHUI, OCBAMBAEMBIX
B paMKax JUCHMUILUINHBI:
OCYILECTBJISATh TOUCK, aHAIU3 W

UCIIOJIb30BaHUE HOPMaTHBHO-
MIPABOBBIX JIOKYMEHTOB B
IpuUMeHeHnu K 3agadyam J10Y;
COCTAaBJISITh " 0pOpMIIITH
YIPaBIEHYECKYIO u
poQeCCHOHAIBHYIO

JOKYMEHTAIUIO B COOTBETCTBHE C
HOpPMaTUBHOM 0a30ii;

HCII0JIb30BaTh
YHU(PUIIMPOBAHHBIE bopMbI
JIOKYMEHTOB;

OCYILECTBIISATh JIEJIOBYIO
NEPENUCKY U MOAJAEPKUBATh

3JIEKTPOHHBIE KOMMYHUKAIUU;
MPUMEHSATD CpeacTBa
MH(OPMALIMOHHBIX  TEXHOJIOTHM

OneHka «5» - «OTJIUYHOY» BBICTABIISACTCS,

eciu  OOydYaroIuics  I€MOHCTPUPYET

rIyOOKHE 3HAHUS TEOPETUYECKOTo U
IIPAKTUYECKOIO
[IPaKTUYECKOU
YCBOEHHE

UCTOJIb3yeMBIX B paboTe, 0e30MnO0YHO U

Marepuaa
paboThI,
OCHOBHBIX

o TeMme
MOKa3bIBaeT
MOHSTHUM,

B [IOJIHOM 00bEeMeE BBITNOJIHSET 3a/1aHHUE.

Onenka «4» - «xopomoy» OOydaroniuiics
yueOHOro

MIPaKTUYECKON

JIEMOHCTPHUPYET 3HAHUS

Marepuaia 10  TeMe
paboThI,

HCTOYHOCTHU IIPU BBINIOJIHCHUN 3alaHUA

A0IyCKasa HC3HAYNUTCIbHBIC

Opd TPaBWIBHOM BBIOOpE aJropuT™Ma

pELIeHUS 3a/IaHus.
B3y -

Onenka «yIIOBJIETBOPUTEIILHO»

Orenka
pe3yJIbTaToB
BBITIOJTHCHHSI
[IPaKTUYECKOU
paboThI.
DKcnepTHOoe
HaOmo/leHne  3a
XO0Z0M
BBITIOJTHCHHUSI
MIPaKTUYECKON
paboThI
DK3aMeH
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Ui co3maHus W o(opMIICHUS
JOKYMEHTOB;
pazOuparbcs B cUcTeMe
BHYTPEHHETO JIOKYMEHTO00O0pOTa
OpraHu3aIuy,
OCYIICCTBIISATH XPAHEHHE U MTOUCK

JIOKYMEHTOB;

UCIIOJIb30BATh COBPEMEHHOE
nporpaMMHOe  OOecriedeHHe B
AJNIEKTPOHHOM
JIOKyMEHTO000pOTE;

IPOBEPATH HaIIN4ne B
HPOM3BOJIEHBIX MEPBUYHBIX
OyXraJTepCKUX JIOKYMEHTaX
00s3aTeNbHBIX PEKBU3UTOB;
pa3dupatbcss B HOMEHKJIAType
AcCT;

COCTABJIATh AKThl M CIIPABKH 10
pe3yibraTaMm BHYTPEHHETO
KOHTPOJIS;

(GopMHUpPOBATH MPOEKTHI MPHKA30B
0 TPOBEACHUIO BHYTPEHHETO
KOHTPOJIS;

pa3pabarbIBaTh BHYTPCHHUE
OpraHM3alUuOHHO-
pacropsAUTEIbHBIC JTOKYMEHTHI,
B TOM  4YHCI€  CTaHIApThI
OyXrajaTepcKkoro yuera

HKOHOMHUYECKOTO CyOBEKTa;

COCTaBIIATh (oopmitsATh)
NEPBUYHBIE YICTHBIEC IOKYMEHTHI,
B TOM

HHUCIIC OJICKTPOHHBIC

JOKYMCHTEIL.

BBICTABJISICTCS, €CIIM  OOydJaloumuiics B
[IEJIOM OCBOWJI MaTepuan NpPaKTUIECKOH
paboThI,  JOMyCKaeT npu

BBITIOJIHCHUHN 3aJlaHusd, BBI60p aJIropuTMa

OILINOKH

BBIIIOJIHEHUST 33JaHUS BO3MOXEH IpHU
HaBOJSIIMX BOIPOCAX MPENOaBaTEINs.

Ouenka «2» - «HEYAOBIETBOPUTEIHHO»
BBICTABIISICTCS OOYyYalomEeMycsl, €CIId OH

HMECT CYHICCTBCHHBIC Hp06eHBI B 3HAHHUAX

OCHOBHOTI'O y4e0HOTO Marepuaiia
MPaKTUYECKOU paboTHI, JIOITYCKAeT
OmMOKH TIpH  BBIMOJHCHUH  3aJaHUA,
HEMPaBUIBLHO BBIOMpAET AITOPUTM
JEUCTBHH.
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