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1. IACIIOPT PABOYEM ITPOT'PAMMBI
YUYEBHOM JUCIHUILIUHBI
OI1.06 JOKYMEHTAIMOHHOE OBECIIEYEHUE YIIPABJIEHUSA

1.1 ObaacTh NpUMEHEHHUA MPOrPaAMMBbI Y4eOHOM TMCUMILINHBI

PabGouas nmporpamma y4eOHON AUCHUIUIMHBI (Jlajiee — pabodasi mporpaMmma)
OI1.06 /TokymMeHTaIlHOHHOE o0ecTeyeHne YIPaBJIeHusl SBISICTCS 00s3aTeIbHON
4acThIO0 00MIepodheCCHOHATBHOTO IMUKJIA IPUMEPHON OCHOBHOW 00pa30BaTEIbHON
nporpammbel B cooTBeTcTBUU ¢ PI'OC mo cnemmansHoctu CIIO 38.02.01
JKOHOMHUKA U OyXTaJITepCKHH y4eT (10 0TPac/isim).

PabGouast mporpamMma MOKET OBITH HCIOJB30BaHA B MPO(EecCHOHATHLHOM
OOYy4YEeHHH U JOTIOJHUTEIBHOM MPOPECCUOHATBHOM 00pa30BaHUH.

1.2 llesin ¥ 3a7a4u Y4eOHOM TUCUMIUIMHBI — TPeOOBaHUS K pe3yJibTaTaM
OCBOCHMS Y4eOHOM IUCHUIINHBI

B pesynbrare ocBoeHHs] y4e€OHON JUCIUIUIMHBI (MEXKIUCHUILTMHAPHOTO
Kypca) 00y4aromuics J0JKeH

yMeTh:

OCYUIECTBJISATh MOMWCK, AHAJIM3 W HCIOJIb30BAaHUE HOPMATUBHO-TIPABOBBIX
JOKYMEHTOB B IPUMEHEHMH K 3aaadam OV

COCTAaBJISAITH M O(GOPMISATH YHNPABIECHYECKYID U  MPOPECCUOHAIBHYIO
JIOKYMEHTAITUIO B COOTBETCTBUE C HOPMATUBHOM 0a30M;

UCIIOJIb30BaTh YHUPHUITUPOBAHHBIE (DOPMBI JOKYMEHTOB;

OCYILECTBJISATh JIEIOBYI0 MEPENUCKY M TOJAJIEPKUBATh 3JIEKTPOHHBIE
KOMMYHUKAIINH;

OPUMEHSTh CpeACcTBAa WHOOPMAIIMOHHBIX TEXHOJOTUH ISl CO3JaHusl |
oopMIICHUS] JOKYMEHTOB;

pa30upaThCsl B CUCTEME BHYTPEHHETO JOKYMEHTO000pOTa OpraHu3allvy;

OCYILECTBIISITH XPAHEHUE U TTOUCK JIOKYMEHTOB;

UCIIOJIb30BaTh COBPEMEHHOE MPOrpaMMHOE OOECIeuYeHHE B 3JIEKTPOHHOM
JIOKyMEHTO000pOTE;

MPOBEPSTh HAIWYME B MPOU3BOJBHBIX TEPBUYHBIX OyXTadTEPCKUX
JIOKyMEHTaX 00513aTeTbHBIX PEKBU3UTOB,;

pa30upaThCsi B HOMEHKJIAType JE;

COCTaBJIATh aKThI M CIIPABKH MO pe3yJibTaTaM BHYTPEHHETO0 KOHTPOJIS;

dbopMupoBaTh MPOESKTHI MPUKA30B 10 MTPOBEACHUIO BHYTPEHHETO0 KOHTPOJIS

3HATH:

COAEPKAHNE aKTYyaJIbHOM HOPMATUBHO-IIPABOBOW JIOKYMEHTAIWH;

OCHOBHBIC TTOHSTHUS JOKYMEHTAIIMOHHOTO 00€CTICUeHUS YIIPABICHMUS;
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KJIacCU(UKaLUs yPaBICHUECKUX TOKYMEHTOB;

IpaBUiIa COCTAaBJIEHUS W OQOPMIIEHUS YNPABICHYECKHX TOKYMEHTOB H
BEJICHUS JIETIOBOM MEPEennCKy;

COCTaB JIOKyMEHTOB CIEIMAJIbHBIX CUCTEM JIOKYMEHTAIHH;

MpaBHJia OpPraHU3aIK BCEX ITAMOB pabOThI C JOKYMEHTAMU;

npuioxenus nporpammbel WiNndows, ucmonb3yembie sl peain3ainuu 3a1aq
HOY;

coBpeMeHHbIe nH(popMannoHHbIe TexHonoruu J10Y

MpaBUiIa U CPOKH XPaHEHHS JJOKYMEHTOB;

GopMBI  TEPBUYHBIX  OYXTalITePCKUX  JIOKYMEHTOB,  COZAEpIKaIINX
00s13aTeNIbHbIE PEKBU3UTHI IIEPBUYHOTO YUETHOTO JOKYMEHTA;

Ipoleaypa COCTaBICHHS aKTa MO pe3yidbTaTaM HHBEHTApU3aIlMH, TPOEKTOB
MIPUKA30B M0 MIPOBEICHUIO KOHTPOJIBHBIX TPOIEAYD.

1.3 Ucnosib30BaHHEe 4YacOB BapUATHBHOI 4YacTH B MNporpamMme
MOATOTOBKHM CHENMAJTUCTOB CpPeIHero 3BeHA (OaHHblll NYHKM 3aNOJHAEMCS
obpazosamenvHoll opeanusayuel (yupedxicoeHuem) npu paszpabomke pabdouel

npocpammoi)
JIoOTHUTEIbHBIC Ne, O6ocHOBaHME
No JlonomHuTENbHBIE KoauuectBo
npodeCCHOHAIIbHBIC HAaWMCHOBAaHHS BKJIFOUCHHS B
/i 3HAHUS, YMCHHUS 4acoB
KOMITCTCHIIMH TEMBI nporpaMmmy
1

1.4 KoauvyecTBO 4YacoB Ha OCBOCHHE MpPOrpamMMbl  y4eOHOMH
TUCHUNIHHBI:

Bcero — 38 yacoB, B TOM YHCJIE:

MaKCHUMaJIbHOW y4eOHOM Harpy3ku oOyuaromierocs: — 38 4acoB, BKIIIOUAs:

00s13aTeIHHON ayAUTOPHOM y4eOHON HArpy3ku oOydarommxcs — 32 yaca,

CaMOCTOSTEIILHON paboThl 00yJaronuxcs — 6 9acos.
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2. PE3YJIBTATBI OCBOEHUSI YUEBHOM JIUCIUATLIAHBI

PesynbraToM ocBoeHusi paboueld mporpaMMmbl YYEOHOW JIUCHUILIMHBI

SIBIIIETCSL OBJIAJICHUE OOYYAIOMIMMCSI BHJIOM JICATEIBHOCTH, B TOM YHUCIE
npodeccuonanbubiMu (I1IK) ' o6mumMu (OK) koMneTeHIUsIMU B COOTBETCTBUU C
®I'OC CIIO P® no cnenuaibHOCTH.

Kon HaumeHoBaHue pe3yjibTaTa 00y4eHUust

IIK 1.1. |O6pabaTeiBaTh MEPBUYHBIC OYXTaITEPCKUE JOKYMEHTHI.

[IK 2.7. |BBIIOTHATH KOHTPOJBHBIC IPOLEAYPHI U KX JOKYMEHTHUPOBAHUE, TOTOBUTH U
0(OpMIISITH 3aBEpLIAIOIIIE MaTEPHUAIIBI [0 PE3yJIbTaTaM BHYTPEHHETO KOHTPOJIS

OK 01 |BpeiGuparh crmocoOsl pemeHus 3a1a4 npohecCuoOHAIbHOM IeATeIbHOCTH,
MPUMEHUTEIBHO K PA3JIMYHBIM KOHTEKCTaM

OK 02  |OcyiecTBusTh MOUCK, aHATIU3 U UHTEPIIPETALHI0 HH(OPMALIUU, HEOOXOAUMOM
JUTSL BBITIOJIHEHUS 3a]1a4 TPO(ECCHOHATBHOMN IeATEIbHOCTH

OK 03 |[ImanupoBaTh U pearn30BbIBaTh COOCTBEHHOE MPOGECCHOHATBHOE U JINYHOCTHOE
pa3BuTHE

OK 04 |Pabortarh B KOJUIEKTHBE ¥ KOMaH/E, 3P HEKTHBHO B3aUMOJICHCTBOBATH C
KOJJIETaMH, PYKOBOJICTBOM, KIIMEHTaMU

OK 05 |OcyiecTBisTh YCTHYIO U TUCbMEHHYIO KOMMYHHUKAIUIO HA TOCYAapCTBEHHOM
S3BIKE C YYETOM OCOOEHHOCTEH COLMAIbHOTO U KYJIbTYPHOTO KOHTEKCTa

OK 06 |[IposiBAsATE Ipak1aHCKO-MATPUOTUYECKYIO MO3UIINIO, IEMOHCTPUPOBATH
OCO3HAHHOE MOBEJICHNE Ha OCHOBE TPAUIIMOHHBIX 00IIEUYETIOBEUECKUX
[IEHHOCTEH, MPUMEHSTh CTAaHAAPThl AHTUKOPPYHIIHOHHOTO MTOBEICHUS

OK 07 |CogeiicTBOBaTh COXPAHEHUIO OKPYXKAIOIIEH Cpelibl, peCypcocOepeKeHUIO,
7 ()EKTUBHO AEHCTBOBATH B UPE3BBIYANHBIX CUTYAIIHIX

OK 08 |Hcnonk3oBath cpeacTBa GU3NUECKON KYIbTYPHI A COXPAHEHUSI U YKPETITICHUS
3/10pOBbS B ITpoliecce NPOPEeCCHOHANTBHON AESITEIbHOCTH U MO AEPKAHUS
HE00X0IMMOT0 YpoBHS (hU3MUECKON MOATOTOBIEHHOCTH

OK 09 |Ucnonp3oBarh HHGOPMALIMOHHBIE TEXHOJIOTUU B IPOHECCHOHATBHON
JIeATETbHOCTH

OK 10 |[Tonmb3oBatbes mpodeccnoHaNbHOM JOKyMEHTAIMEH Ha TOCYIapCTBEHHOM U
WHOCTPAHHOM SI3BIKE

OK 11 |[InaHupoBaTh NpeANPUHUMATENHCKYIO ASSITENFHOCTH B MPOQECCHOHANBHOMN cdepe
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3. CTPYKTYPA U COJAEPKAHUE YUEBHOM JIUCHOUTLTAHBI

3.1 TemaTnueckuii niian yyeonou nucuuminnabl OI1.06 JlokyMeHTanmonHoe odecrneyenne ynpapjieHus

O0beM BpeMeHH, OTBeIeHHBII Ha 0OCBOeHHUe
Y4eOHOM IMCHUTINHBI

Oos3aTenbHas ayIMTOpHas yuyeOHast
HArpy3Ka 00y4alouuxcs

CamocrosiTesabHast padora

o0yJarmuxcs

Konapl HaumeHnoBanue Bcero B T.4Y.
KOMIMeTeHIHI TEM 4acoB JaGopaTopHbIe B T.A
KypcoBasi B T.4.
Bcero, padoThI Bcero,
paGora KypcoBasi padora
JacoB ) JacoB
(npoekr), (MpoeKT), 4acos
NMpaKTU4YeCKue
qacoB
3aHATHSA, 9aCOB
1 2 3 4 5 6 7 8

Pa3pnen 1. [lokyMeHTHPOBaHMeE YIIPABJIEHYECKOM
JAeATeJbHOCTH
OK 01-11 Tema 1.1 JlokyMeHT U cuctema JOKyMEHTaluu 2 2
OK 01-11, Tema 1.2. Cucrema opraHu3almoOHHO- g 6 )
IIK 2.7. pacnopsaIUTENBHON JOKYMEHTAIIUN
OK 01-11, Tema 1.3. JlenexxHble U PUHAHCOBO-pACUETHBIE 4 »
IK 1.1. JIOKYMEHTBI
1(_)15 (2)17- 11, Tema 1.4. JloroBopHO-TIpaBOBasi TOKYMEHTALIHS 4 2
Pa3nes 2. Opranusanus padoThl ¢ JOKYMEHTAMH

Tema 2.1 Opranuzanus J0KyMEHTO000pOTa,
OK 01-11 perucTpanms JOKyMEHTOB, UCIIOJTHEHHE 2

JIOKYMEHTOB

Tema 2.2. UndopmanimoHHbIe TEXHOJIOTUH B
OK 01-11 4 2

JIEJIONPOU3BOJICTBE
OK 01-11, Tema 2.3 Opranuzanus onepaTUBHOTO U 6 4
IIK 1.1. apXMBHOI'0 XpaHEHUsl JOKYMEHTOB




O0bemM BpeMeHHU, OTBe/IeHHbIH HA 0CBOeHHE
yueOHOH M CUMILIMHBI

O0s3aTenbHasi ayIUTOPHASA yuyeOHast
HArpy3kKa o0y4arwmmxcs

CamocTosiTe1bHas padoTa

00yJaromuxcs

Koawbl HaunmeHoBaHue Bcero B T.4.
KOMIIeTEeHI U TeM 4acoB JadopaTropHble BT A
KypcoBasi B T.4.
Bcero, padoTsI Bcero,
padora KypcoBasi paGoTa
4acoB u 4acoB
(npoekr), (poeKT), Yacos
NpaKkTHYeCKHe
94acoB
3aHSITHSI, Y4COB
IIpomexxyrouHas arrecrauus: Au¢@epeHMPOBaHHbINA 3a4eT 2 2
Bcero yacoB: 38 32 16 6
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HaumenoBanue Conep:xanue yueOHOro MaTepuasa, JJadoparopHbie padoThl U NPAKTHYECKUE 3aHATHS, Oo0bem
pa3esioB U TeM caMocCTosiTeJIbHasi paboTa CTYy/IeHTOB, KypcoBasi padora (POeKT) (eciu npedycmompersl) 4yacoB
Y4eOH O TMCIHIJIMHBI
Tema 1.1 Coaeprxkanue y4eOHOI0 MaTepuaJa
JIOKyMEHT U CHCTeMa 1. 3nauenue u cogepkaHue TUCIHUILIMHBI «J{oKyMeHTalMoOHHOEe obecrieueHue yrnpasieHus». [lonsarue
AOKYMCHTaIlUH TEPMHUHOB: TOKYMEHT», «IOKYMEHTUPOBAHUEY, «TOKYMEHTALIMOHHOE 00ECIICUEHNE YIIPABICHUS. 2
[TonsTHe cucTeM TOKyMEHTAUU. Y HU(PHUKAIUS U CTaHJapTU3alUs YIIPABICHYECKUX JOKYMEHTOB.
HopmaTtuBHo-npaBoBas 6a3a opraHu3alyy JOKYMEHTAIMOHHOTO 00eCceueHus yIpaBiIeHUsI
CamocTrosiTesibHasi paboTa CTYJI€HTOB
Wctopuss pa3BuTHs HayyHBIX MPEACTABICHUN O JOKYMEHTAllMOHHOM OO0ECIIEUeHUU YIpaBICHUS. 5
CoBpeMEHHOE COCTOSIHHE JOKYMEHTAIIMOHHOTO 00eCieYeHHs yIpaBICHHUSI.
Tema 1.2. Conep:xaHue y4eOHOro MaTepuaa
Cucrema opranmzanuonso- ['OCTer na OP/I. TpeGoBanus K 0(pOpMIICHUIO TOKYMEHTOB, TpeOOBaHus K Onankam. OpraHu3alMOHHBIE
PacmopsIUTEIbHOM JOKYMEHTBI: YCTaB, JOJDKHOCTHAsI MHCTPYKIMS. PacniopsauTenpHble TOKYMEHTBI: IPUKA3bl, PACTIOPSKEHUS. 2
AOKYyMCHTallun CnpaBoyHO-MH(POPMAIIMOHHBIE JOKYMEHTBI: JTOKJIaJHas 3alMCKa, OOBICHUTENIbHAS 3alliCKa, aKT, CIPaBKa,
ciykebHoe nucbMo. CoctaB M 0COOEHHOCTH 0(hOPMIICHHUS JOKYMEHTOB 110 JUYHOMY COCTaBY
IIpakTnyeckue 3aHATHSA
CocraBnenue u ohopmiIeHUE OTACIbHBIX BUIOB PACTIOPSAUTEIBHBIX U CIIPABOYHO-UH(DOPMAIIMOHHBIX
nokyMeHToB. CocraBieHue U 0pOpMIIEHHE OTAETbHBIX BUI0B OPraHU3aIllMOHHBIX JOKYMEHTOB. 6
JIOKYMEHTHUPOBaHUE TPYAOBBIX TPABOOTHOUIEHUI
CamocTrosiTesibHasi paboTa CTY1eHTOB
Kanposas nokymenranus. KommiekroBanue JMUHOTO €. 4
Tema 1.3. Coaep:xkanue y4eOHOro MaTepuaja
Jlenexnble 1 puHancoBo- |OCOOEHHOCTH COCTABIICHHS U O(QOPMIICHHS JEHEKHBIX U PUHAHCOBO-PACYETHBIX JJOKYMEHTOB. 2
pacyeTHbIe JOKYMEHTBI IIpakTnyeckue 3aHATHSA
Odopmienne niaaTexxHbIX JokyMeHToB. OdopmiieHne 1oBepeHHOoCTeN 2
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HaumeHoBaHue Conep:xaHue yueOHOI0 MaTepuaJa, JjadopaTopHblie padoThl H NPAKTHYECKHe 3aHATHS, OoBbem
pa3/iesioB U TeM caMocCTosITeJIbHasi padoTa CTyAeHTOB, KypcoBasi padoTa (IIpoeKT) (eciu npedycmompenbvt) 4acoB
Y4eOHOM TMCUMILTHHbI
Tema 1.4. Coaep:xaHue y4eOHOIro MaTepuaJia
JIoroBOpHO-IIpaBOBast [TonsTre noroBopa (koHTpakTa). Tumnoast popma moroBopa. OCHOBHBIE pa3felbl 1oroBopa. [IpaBuna 4
JOKyMEHTALHS o OpMIICHUS TPETEH3UOHHBIX MHCEM.
IIpakTnyeckue 3aHsATHS
Cocrasienue 1 0popMIICHHE TPETEH3UOHHBIX MHCEM. 2
Tema 2.1 Coaep:xaHue y4eOHOIo MaTepuaJia
Opranuzanus CoctaB u yuet o0bemMa TI0KyMeHTo000poTa opranuzauuii. Opranuzaius padoThl ¢ JOKyMEHTAIUEH,
JI0OKyMEHTO000pOTA, IIOCTYIIAIOIECH B opranu3anuio. Ilepenaya 10KyMEHTOB BHYTPH OpraHu3aluy. Perucrpanus 10KyMEHTOB.
PCTUCTpAlHA TOKYMCHTOB, | KoHTpOoIIb NCIIOMHEHUS JOKYMEHTOB. OpraHu3aiiys U TeXHUKa KOHTPOJIS UCTIOJTHEHUs. THUITOBBIC U 2
MCIOMHCHIC OKYMCHTOB |y g TyanbHbIE CPOKH UCTIOTHEHHS JOKYMEHTOB
Tema 2.2. Coaep:xkaHue y4eOHOIo MaTepuaJia
HupopManuoHHbie Hcnonb3oBaHue mNporpaMMHOro ooOecriedeHus g penieHus npodeccHoHanbHBIX 3anad. Hocurenw, 5
TEXHOJIOTUH B MpPUMEHsIeMble TpPH  CO3JIaHUU JOKYMEHTOB, M Tp€OOBaHUS K UX 0(DOPMIICHUIO.
JIEJI0NIPOU3BO/ICTBE IIpakTnyeckue 3aHATHSA
Pabota c snexkrponHbIME TOoKyMeHTaMmu. PaboTa ¢ 3ampocamu. 2
Tema 2.3 Coaeprxkanue y4eOHOro MaTepuaJa
Opraunusanmys CucremaTu3aius J0KyMEHTOB U UX xpaHeHue. Homenknarypa nen. [IpumepHbie ¥ TUTIOBbIE HOMEHKIATYPhI 5
OTIEPATUBHOTO U APXUBHOTO |(nen. TpeOoBaHus K opopmiieHuo fen. [1oaroroBka u nopsAaok nepeaayu ieia B apXuB
XpaHCHIA JIOKyMEHTOB IpakTHyecKne 3aHATHS
Cocranenue u oopMIIEHHE HOMEHKIIATYPHI JIE]I. 2
KounrpoJabsnas paéora 2
Ilpome:xkyrounasi arrecrauus: audGEpeHITPOBAHHBIA  3aueT
Bcero yacos: 38
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4. YCJIOBUSA PEAJIN3AIIAN ITPOT'PAMMBI YUEBHOM
JANCHUITIJINHBI

4.1 TpeGoBaHusi K MATEPHATbHO-TEXHHYECKOMY O0ecTieYeHHIo

Peanuzamus mporpamMmbl  y4eOHON AMCHUMIUIMHBI TMPEAIoJiaraeT HaTudue
yuebHoro kabuneta «JloKyMEeHTaIlMOHHOTO 00ECTICUeHHUs YIIPABICHHS.

[lonroroBka BHEAyIUTOPHOW pabOTHI JOKHA OOECIEUMBATHCA JOCTYIIOM
KaXX70ro oOyuyaromierocsi k 6a3am JaHHbIX U OumOmuoteyHsiM donmam. Bo Bpems
CaMOCTOSITEIbHOM TOJATOTOBKM, OOy4YaroIIuecs JOJDKHBI ObITh 00eCHEUEHBI
JOCTYIOM K ceTu MHTepHeT.

Oo6opynoBanne yueOHOro kabuHera U pado4nx MecT KadnHeTa:

MOCAaJI0YHbIE MECTa MO KOJIMUYECTBY 00YyUAIOIINXCS;

pabouee MecTo MpenoaaBaTes;

KOMILJIEKT Y4eOHO-METOIUYECKON JOKYMEHTAIUH.

TexHnuyeckue cpeacTBa 00y4eHHs:

KOMIIBIOTEP, MpPOrpaMMHOE obOecrieueHue oOIero u MpodeccrnoHalIbHOTO
Ha3HA4YCeHMUS,

TEJIEBU30D;

oOyyaroniue BUACOPUIbMBI.

4.2 O0mue  TpeOOBaHMS K  OpraHu3anuu o0pa3oBareJIbHOM
HesITeJIbHOCTH

OcBoeHue CTyJIeHTaMH Y4YEOHOW IUCHUIUIMHBI JOJDKHO TMPOXOJHWTHh B
YCIIOBUSIX  CO3JIaHHOM 0OOpa3oBaTelbHOM cpeApl Kak B 00pa3oBaTeNbHOMN
opraHu3anuu (YYpexJIeHnHn), TaKk U B OPTaHU3AIUAX COOTBETCTBYIOIINX MPODUITIO
y4eOHOM JTUCIUIIIAHEI.

[IpenonaBanrie y4eOHOW TUCHUIUIMHBI JOHKHO HOCHUTHh MPAKTUYECKYIO
HaIlpaBJICHHOCTh. B mpoliecce MpakTUYECKUX 3aHSATUH CTYAEHTHI 3aKpEIUISIOT U
YIIIYyOJISIIOT 3HAHUSI, MPUOOPETAIOT HEOOXOAUMBbIE MPOo(EecCuOHATbHBIE YMEHUS U
HaBBIKHU.

N3yuenne Takux o0menpodeccCuoHadIbHbIX AUCHUIUIMH KakK: «DKOHOMHUKA
OpraHu3alm, «CraTtucTukay, «MeHeKMEHT, «JlokyMeHTaloHHOE
o0ecrieueHre  YIpaBJICHUSD, «IIpaBoBoe  obecnieueHre  MPOGECCUOHATLHOM
nesTeabHoCTH», «DUHAHCHI, JIEHEeKHOe oOpamieHue u kpeaut», «Hamorm u
Haj0roo010keHne», «OCHOBBI OyXTraaTepcKoro yderay, «Ayaut, «be3onacHocTh
KU3ZHEICATSIILHOCTHY, JIOJDKHO MPEIIIECTBOBATE OCBOSHUIO MPO(ECCHOHATBHBIX
MOJyJIE WIIK U3y4aeTcsl MapaiesIbHO.
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Teopernueckue 3aHITHS JIOJDKHBI TPOBOAUTHCS B Y4eOHOM KaOWHETe
«JlokymeHTanmonHoro obecrnedyeHus ynpapieHus», corinacHo ®I'OC CITIO Pd mno
CHEIUATBHOCTH.

Texkymuii 1 IpPOMEXYTOYHBIM KOHTPOJIb OOYyUEHHUS JIOJDKEH CKIIAJIbIBATHCA
U3 CIEAYIOIMMNX KOMIIOHEHTOB:

TeKyIIMii KOHTPOJb: ONPOC OOydYaloIMXCSd Ha 3aHATHSAX, IPOBEpKa
BBITIOJTHEHHBIX MPAKTUYECKUX 3aJaHUl, MPOBEJICHHE TECTUPOBAHUS, pPEIICHUE
MPOU3BOJICTBEHHBIX  3a7a4  OOydYaloUMMHUCS B MPOLECCE  MPOBEACHUS
TEOPETUUYECKUX 3aHATHH U T.J.

NPOMEKYTOUYHBII KOHTPOJIb: U] PepeHIInpOBaHHBIN 3aUeT.

4.3 KaapoBoe o0ecnieuenne 00pa3oBaTebHOI0 nmpouecca

TpebGoBanus K KBaTU(pUKAILMKU TEAArOTMUECKUX KaJpOB, OCYIIECTBIISIONIUX
peammzammio  [IIICC3  mo  cnenuanbHOCTH — JODKHA — OOECIIeuMBATHCSA
neJaroru4ecKuMu KaJipaMu, MMEIOIIUMHU BBICIIIEE oOpa3oBaHue,
COOTBETCTBYIOIIEE NPOPUII0 MpenojaBacMol y4eOHOM AUCHUIIIUHBL.  OMbIT
JEATEIbHOCTH B OpraHU3alldsIX COOTBETCTBYIOIIEH MNpodecCHOHaIbHON cdepbl
ABIIIETCSA O0s3aTeldbHBIM JJII NPErnojaBaresieil, OTBEYAIOIIUX 3a OCBOCHHE
oOyuaromumMmcs mpogeccuoHanbHOro yuyeobHoro mukia. [IpenogaBarenu nomayyaror
JIOTIOJIHUTENbHOE MPOPECCHOHATBHOE 00pa30BaHUE MO IMpOorpaMMaM IMOBBIIICHUS
KBaJIM()UKALIUY, B TOM 4YUCIE B (POpME CTAKUPOBKHU B MPOPHIBHBIX OPraHU3aALUAX
He pexe | pas3a B 5 Jer.

4.4 Nudpopmanuonnoe obecneuyeHnue 00y4eHMus. Ilepeyensn
PeKOMeHAyeMbIX Y4eOHbIX M3aaHuu, UHTEepHeT-pecypcoB, A0NMOJHUTEILHON
JIUTEPATYPHI

OCHOBHbBIE HCTOYHUKMU:

1. HenonpousBoactBo. YueOnuk. moa pen. beikoBa T.A., Cankuna JI.B.,
Bsnosa JI.M.,2012

2. CoxomnoB B.C. [lokymeHTalmoHHOE oOecrieueHue ynpaBieHus. Y YeOHuK,
2010

JlonoTHUTEIbHBIE UCTOUHUKU

1. JlokymMeHTallMOHHOE oOOecTieueHUe YIIpaBICHHUS (IeI0MpPOU3BOICTBO):
VYuebnoe nocobue / Tatesina AnexcanapoBHa brikoBa, TaThsina BsuecnaBoBHa
Kysuenona, Jlapuca BmamumupoBna CankunHa. -2, mepepab. u jgom. -Mocksa :
OO0OO "Hayuno-uzgarensckuii ieatp MHOPA-M", 2013. -304 c..

2. JloxyMeHTalmoHHOE oOOecrieueHue ympaBieHus: YuyeOHoe mocobue /
Enena BanentunoBna ['maguii. -Mocksa: M3narensckuii Lentp PUOP; Mocksa:
OOO "Hayuno-uznarensckuii nuentp MHOPA-M", 2013. -249 ¢
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5. KOHTPOJIb 1 ONEHKA PE3YJIbTATOB OCBOEHUA

JUCHUILIAHBI

KOHTpOJII) N OICHKa PCE3yJIbTATOB OCBOCHUA y‘I€6HOI>'1 JAUCTUITIINHBI

OCYHICCTBILICTCA IIPCIIOAABATCIICM B IIPOHCCCC IIPOBCACHUSA IIPAKTHYCCKHUX

3aHATUN, IPAKTUYECKUX

pabor,

TCCTUPOBAHUA, a

TaK¥KEC

BBIITOJIHCHU S

06yT—IaIOIHI/IMI/IC$I HHAUBUAYaJIbHBIX 3aI[aHHfI, ITPOCKTOB, HCCHCHOB&HHﬁ.

PesyabTaTsl 00yyeHus

OcHOBHbBIE NOKA3aTeJ U OIleHKH
pe3yJIbTaTOB

(I)OprI H METObI
KOHTPOJIA H OCHKH

[lepeueHp 3HaHMI, OCBAMBAEMbIX
B paMKax JUCIHUIUINHBIL:
coaepKaHue aKTyaJIbHOU
HOPMaTHUBHO-IIPABOBOM
JIOKYMEHTAIIUH,
OCHOBHBIC
JIOKYMEHTAIMOHHOT'O
obecriedeHus ynpaBieHuUS;
KJIaccu(UKaus yrpaBIeHIECKUX

IIOHATHUA

JOKYMEHTOB;
npaBuia COCTaBIICHHS u
oopmiieHHs  yHpaBIEHYECKUX
JOKYMEHTOB M BEJCHHS JICJIOBOM
HePETNCKHY;

COCTaB JOKYMEHTOB
CIeUaIbHBIX CHCTEM
JOKYMEHTAIIH;

npaBWjia  OpraHU3alud  BCEX
3TarnoB padoThI C TOKYMEHTAMU;
HNPUIIOKEHUS IIPOTPaMMBI
Windows, wucmonb3yeMbie s

peanuzanuu 3a1a4 JJOVY;
COBpEMEHHBbIC HH(OPMAIIMOHHBIC
texnonoruu JOY

MOHSITHE MEePBUYHOMN
OyXraiaTepckoi TOKyMEeHTAallUH;
dbopMbI MEPBUYHBIX
OyXrajaTepcKux JIOKyMEHTOB,
CoJIepIKaIINX 00s13aTeNbHBIC
PCKBU3HUTHI TIEPBUYHOTO
YYE€THOTO JIOKYMEHTA;

IpaBUjla U CPOKM XpaHEHU:
MIEPBUYHOMN OyXTanTepcKkoun
JIOKYMEHTAIUU;

Mpolelypa COCTaBJICHUS aKTa MO
pe3ynbTaTaM  MHBEHTapHU3allMH,
MIPOEKTOB MPUKA30B o
IMPOBEACHUIO KOHTPOJIbHBIX

TectupoBanue.

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

Ormpoc.

Omnenka  «5» - «OTIMYHO»
CTaBHUTCS, €CIU OOy4Yaromuucs
MIOJTHO u3jaraet MaTepHain
(oTBewaer Ha BONIpPOC), JaeT
MPaBUIbHOE OIpe/IeIICHHE
OCHOBHBIX MOHSATHUH;
0OHapyKUBaET MMOHUMAaHUE
MaTepuara.

Onenka «4» -  «XOpOLIO»
CTaBUTCS, €ClIM OO0y4arouuiics

Hac€T OTBCT, YI[OBJ'IGTBOpSIIOIJ_II/Iﬁ
TEM XKC Tpe6OBaHI/I$IM, YTO MU OJIA

OILICHKHU «OTIIUYHOY, HO
nomyckaeT 1-2 omuoKu.

Orenka 3» -
«yIIOBJIETBOPUTEIFHO» CTaBUTCH,
eciu oOyuaromuiics
0oOHapyXHBaeT 3HAHUE u
MTOHUMAaHHE OCHOBHBIX

MOJOXKEHUM JaHHOM TEeMBI, HO
W3JaracT MaTrepuana HENOJHO |

JIOITYCKaeT
OIIMOKK B

HETOCIS0BaTEILHO,
HETOYHOCTH |
OITpEICIICHUN HOHATHHU AN
(hopMyIIHpOBKE MPaBUIL.

Ornenka «2» -

«CHEYAOBJICTBOPUTCIIEHO»

TectupoBanue.
YcTHbli onpoc.
[TruceMeHHbIH omnpoc.
HuddepennupoBan-
HBII 3a4eT.
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PesynbTaTsl 00yyeHHs

OcHOBHBIE TOKA3aTeIU OLEHKHU
pe3yJibTaToB

DopMbI U METOBI
KOHTPOJISI M OLIEHKHU

pOLEYp

CTaBUTCS, €CIU OOydarommucs
0oOHapy>XHBaeT

HE3HAHHE OoubIei 4acTu
COOTBETCTBYIOIIETO BOIIpOCA,
JOITyCKaeT OIITMOKH B
(hOpMyIIMPOBKE OMpeAeeHUu |
MPaBWJI, MCKAXKAIOILINE UX CMBICI,
OecropsII0YHO u3Jaraer
MaTepual.

JuddepennrpoBaHHbIi 3a4eT

OneHka «5» -  «OTJIUYHOY»
BBICTAaBIICTCA  OOyd4aromemycs,
eciu JIEMOHCTPUPYETCS

BCECTOPOHHEE, CHCTEMATHUECKOE
n T1iIyOOKOEe 3HaHUE Y4yeOHOro
MPOrPaMMHOTO Mmarepuara,
CaMOCTOSITENIHO BBITIOJTHEHBI BCE
IPEyCMOTPEHHbIE MPOrpaMMoOin
3aJjaHMs, aKTHUBHO paboTaBLIEMY
Ha  [PaKTUYECKUX  3aHATHUSX,
[IOKa3aBIIEMYy CHCTEMaTUYECKHH
XapakTep 3HAaHWUW, a TaKke
CIIOCOOHOCTh K ux
CaMOCTOSITETbHOMY TTOTIOTHEHUIO.
Omenka «4» -  «XOpOIIO»
BBICTaBJIsIeTCs  oOywaromemycs,
eciu JI€MOHCTPHUPYIOTCS
JOCTaTOYHO  TOJHOE  3HaHUe
y4eOHO-TIPOrPaMMHOT0
MarepHaa,

CaMOCTOSITENTFHO BBITIOJIHEHBI BCE
MIPEAYCMOTPEHHBIE  MTPOTrPaMMOi
3aJaHus, OJHAKO  JIOIYIIEHBI
HETOYHOCTH TIPU UX BBIITOJIHEHHH,
Onenka «3» -
«yIIOBJIETBOPUTEIHHO
BBICTaBJIsIeTCs  oOywaromemycs,
€CITU JIEMOHCTPUPYIOTCS MPOOEIBI
B 3HAHUSIX OCHOBHOTO Y4eOHO-
MIPOTPaMMHOTO Mmarepuaa,
CaMOCTOSITEITHHO BBITTOJTHEHBI
OCHOBHEIE PeIyCMOTPEHHBIC
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PesynbTaTsl 00yyeHHs

OcHOBHbBIE MOKA3aTeJIH OLICHKH

DopMbI U METOBI

pe3yJbTaToB KOHTPOJISI M OLIeHKH
IIpOrpaMMOMN  3aJlaHus, OJHAKO
JOMYILEHbl OMIMOKM TMpH  HX
BBIITOJIHEHUH.
OneHka«2y» -
«HEYJOBJIETBOPUTEIBHO
BBICTaBJIsIeTCA  oOydyaromemycs,

eciii OOHapYXUBAIOTCS MPOOEITBI

B 3HAHUAX WIM  OTCYTCTBHE
3HAHUM 110 3HAYUTEIHLHON YacTH
OCHOBHOTO y4eOHOTO Marepuala,
HE BBINTOJIHUBIIEMY
CaMOCTOSITEILHO
MPEAYCMOTPEHHBIE  MPOrpaMMoOil
3aJIaHus, JIOMYCTUBILIEMY
MPUHIUIIAATIEHBIE OTUOKU B
BBINIOJIHEHUU MPETYCMOTPEHHBIX

IpOrpaMMOM 3aJaHU.

[lepeyenb ymeHMH, OCBaNBAE€MbIX
B PaMKax JUCLUILINHBI:
OCYLIECTBIISITh TOUCK, aHAINU3 U

UCIIOJIb30BaHUE HOPMAaTHUBHO-
IIPpaBOBbLIX AOKYMCHTOB B
npuMeHeHuu K 3agayam J10Y;
COCTAaBJISITh " oQopMIIATH
YIIPaBIEHYECKYIO "
npo¢eCCHOHATBLHYIO

JIOKYMEHTAIUIO B COOTBETCTBUE C
HOpPMAaTHUBHOM 0a30i;

HCII0JIb30BaTh
YHU(PUIIMPOBAHHBIE (hopMbI
JIOKYMEHTOB;

OCYILECTBIISATh JIEJIOBYIO
NEePEenucKy U MOAJEpPKUBATh

AJIEKTPOHHBIE KOMMYHUKALUH;
IPUMEHSTh
UH(POPMALIMOHHBIX

CpeacTBa
TEXHOJIOTUI
JUISE  co3MaHus W O(hOpPMIICHHS
JIOKYMEHTOB;
paszOupatscs B cucreMe
BHYTPEHHET0 JOKYMEHTO000pOoTa
OpTaHM3aINH;

OCYHICCTBJIATDH XPaHCHUC n

OHeHKa «5» - «OTJIMYHO»

BBICTABIISIETCS, eciu
oOyuaromuiics

riybokue

ACMOHCTPUPYCT

3HaHUA
TCOPECTUUCCKOI'O U MPAKTUICCKOI'O
1o

Marcpuaia TEMEC

MIPAaKTUYECKOU paboTHl,
[TOKa3bIBa€T YCBOEHHE OCHOBHBIX
TOHSITHM,
pabore,

ITOJTHOM

UCTONb3yeMBIX B
6e30mmO0YHO U B
o0beMe  BBINOJHSET
3aJjaHue.
Onenka «4» -  «XOpOLIO»
OOyuvaromuiics  J1€MOHCTPUPYET
3HaHHUA Y4eOHOro MaTepuaia IO
TeME MpaKTU4YEeCKOH  paboThl,
J0nycKas HE3HAUUTENIbHBIE
HETOYHOCTH TPU  BBINOJHEHUH
3aJjaHus TP IPABUIBLHOM BBIOOpE
JITOPUTMA PEIICHUS 3a/1aHusl.

Onenka «3» -
«YIIOBJIETBOPUTEIHLHOY
BBICTaBIISIETCH, ecITu
oOydJaronuiics B IIEJIOM OCBOMJI

MaTepHual MpakTUYeCKOH padoThl,

Onenka pe3yiabTaToOB
BBITTOJIHEHHS
MIPAKTUYECKOTO
3aaHus

DKCIepTHOE
HaOII0IcHUE 3a
X0a0M BBITTOJIHCHU ST
MIPAKTUIECKOTO

3aaHus
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PesynbTaTsl 00yyeHHs

OcHOBHbBIE MOKA3aTeJIH OLICHKH

DopMbI U METOBI

pe3yJibTaToB KOHTPOJISI M OLIeHKH
IIOUCK TOKYMEHTOB; JOITyCKaeT OLINOKH npu
pa3bupartbcs B HOMEHKIAType | BBHIIOJHEHUM  3aJaHus, BBIOOP
Jet; QITOPUTMA BBHITIOJHEHUS 3aJaHUs
UCIOJIb30BaTh COBPEMEHHOE | BO3SMOXKEH  MpU  HABOJALIUX
nporpaMMHoOe  oOecliedeHHe B | BOIPOCAx MpenoiaBaTesl.
AIEKTPOHHOM Ouenka «@» -
JIOKYMEHTOO0O0POTE; «HEYIOBJIETBOPUTEIHHO
HPOBEPATH HaJI4yue B | BBICTABJISIETCST  oOydaromemycs,
IMPON3BOJIBHBIX NEPBUYHBIX | €CJIM OH HMCECT CYHICCTBCHHLIC
OyXxraiaTepckux JOKYMEHTaX | MpoOesbl B 3HAHUAX OCHOBHOTO

00s13aTeJIbHBIX PEKBU3UTOB;
COCTaBIIAITh AKThl U CIIPABKU 110
pe3yJsibTaTaM BHYTPEHHETO
KOHTPOJIS;

(GbopMHUpPOBATH IPOEKTHI IPUKA30B
U PaCHOPSKEHUH 110 NIPOBEACHUIO

BHYTPEHHETO KOHTPOJIS

y4eOHOro Marepuaa
MIPAKTUYECKON paboThl,
JIOITyCKaeT OLIMOKH npu
BBINOJIHEHUH 3aJJaHMs,
HEINIPAaBWIBHO BbIOMpaeT

AITOPUTM JICUCTBUM.




