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1. IlepeyeHpb NIIAHUPYEMBIX Pe3yIbTATOB 00y4eHHsI N0 JUCHUIIIHHE

(M01y.110),CO0THECEHHBIX C IUIAHNPYEMBIMH Pe3yJIbTATAMH OCBOEHHS MPOTrPaMMbl

1.1. HI/ICHI/IHHI/IHa «I[OKYMCHTaHI/IOHHoe obecneueHue YIIpaBJICHUA obecrneynBaeT OBJIaACHUC
CICAYIOIMMHA KOMICTCHIUAMUA C YYCTOM DTAIIOB.

Kon
KOMIIETEHI]
Hnn

HaunmenoBaunue
KOMIIETEHIINHU

Kox srama
OCBOCHUA
KOMIICTCHIINN

HaunmenoBaHue 3Tama OCBOCHHUS
KOMIICTCHI U

OIIK OC-5

CrocoOHOCTh MPUMEHSTH
HOPMAaTHUBHO-TIPABOBbIC
aKThl, oOecre4ynBaroye
(byHKIMOHUPOBaHUE
oTpacieil 5KOHOMHUKH

OIIK OC-5.4

Crnioco6HOCTh MPUMEHSITD
HOPMAaTHUBHO-TIPABOBBIE  aKThl U
rpPaMOTHO JOKYMEHTHPOBATh HX.

[TIK OC-52

CIIOCOOHOCTh  IIPUMEHSATH
Ha  IpakTHKE  METOJbl
BbISIBJIICHUS U
JIOKYMEHTHPOBaHUS
HKOHOMUYECKUX U
HaJIOTOBBIX
IIpaBOHAPYLICHUM:
UH(POPMALIMOHHBIE,
pacyeTHO-aHaIUTUYECKUE,
JIOKYMEHTAJIbHBIE,
(aKTUYECKOro KOHTPOJIS

[IK OC-52.1.1

CHOCOOHOCTD
IIPAKTUKE
IIOKYMCHTI/IPOBaHI/Iﬂ
HYKOHOMHYECKUX MIPABOHAPYIICHUI

IMPUMCHATH Ha
MCTOABI

[1K-6

CIOCOOHOCTBIO
OCYIIECTBIISATh
OyXxranTepckui,
(uHAHCOBBIH,
OIIEPATUBHBIM,
YIPaBJICHYECKUI 51
CTaTUCTUYECKUE  YYETHI
XO3AUCTBYIOIINAX
CyObEKTOB U TPUMEHATH
METOJIUKA M CTaHAApThI
BeIeHUsl OyXTajTepcKoro,
HaJIOTOBOr0, OIOIKETHOIO
y4eToB, (OPMHUPOBAHUS U
MIPEIOCTABIICHUS
OyXranTepckoii,
HAJIOTOBOM,  OIOIKETHOMU
OTUYETHOCTH.

[1K-6.1.2

Croco0eH HCHOJIb30BaTh JaHHbIE
UL ydyeTa B pa3iMyYHBIX
XO3SHUCTBYIOLINX CYOBEKTOB

[1K-10

CIOCOOHOCTBIO
OCYIIECTBIISATh
MEpPONPUSITHS,
HaIpaBJICHHBIC HA
npoUIaKTUKY,
IpeNyNpexICHNE
MPECTYIJIEHUN U MHBIX
[IpaBOHAPYLICHUH, Ha
OCHOBE MCHOJIb30BaHUs
3aKOHOMEPHOCTEN
9KOHOMMYECKON

[1K-10.1.2

CIOCOOEH BBISBIATH U YCTPAHSTD
INPUYUHBI U YCIOBUS,
CIOCOOCTBYIOILINE COBEPIIECHUIO
[IPECTYILICHUH;

CIOCOOEH OCYIIECTBISITh
MEpONPUATHSI, HAlpaBJICHHbIE HA
poUIAKTUKY, TPETYTIPEKICHNE
NPECTYIICHUN ¥ UHBIX
MPaBOHAPYIIEHU, HA OCHOBE
MCII0JIb30BaHMs 3aKOHOMEPHOCTEN
HKOHOMUYECKOW MPECTYIHOCTU U




MPECTYITHOCTH U METO/IOB
ee MpeaypeKICHUS;
BBISIBJISITh M YCTPAHATh
MPUYUHBI U YCIIOBHSI,
CIOCOOCTBYIOIIINE
COBEPIICHHUIO
MPECTYIUICHUH, B TOM
YHCIie KOPPYMIIUOHHBIX

METOZIOB €€ IPEAYNPEKICHUS;
BBISBIIAITH U YCTPAHSTH IIPUYUHBI U
YCIIOBHSL, CIIOCOOCTBYIOIINE
COBEPILICHUIO IIPECTYIIICHUM, B
TOM YHCJIE KOPPYILIMOHHBIX
MPOSIBJICHUI

MIPOSIBJICHU I

IK-12 CIIOCOOHOCTRIO BEIABIATEL, | [1K-12.1 CIIOCOOHOCTH BBISIBJIATD,
JIOKyMEHTUPOBATb, JIOKyMEHTHUPOBATb, IPECTYILICHUS
npeceKaTh U PacKphIBaTh Y MHBIC TIPaBOHAPYIICHUS B chepe
MPECTYIUICHUS U UHbIE HKOHOMHKH
npaBOHApYLICHUsS B cepe
SKOHOMHMKH.

[1K-14 CIOCOOHOCTHIO [IK - 14.2 CIIOCOOHOCTh  JIOKYMEHTHUPOBATh
OCYIIECTBIISATh nHpopMaIuio 00
MPOM3BOJICTBO 1O AeIaM aJIMHHHACTPATHBHBIX
00 aAMHUHHUCTPATUBHBIX MIPaBOHAPYIICHUSIX
MIPABOHAPYIICHHUSIX.

I1K-15 criocoOHOCThIO TTpuMeHsaTh | [1K-15.1 CIOCOOCH NMPUMEHSTH B
B npodeccuoHaTBLHON npodeccruoHaIbHOM 1EATEeNbHOCTH
JEeSTEIbHOCTH TEOPETUUECKUE OCHOBBI PACKPBITHUS
TEOPETUYECKHE  OCHOBBI U pacCieIOBaHMSI PECTYIICHHUIA,
PacKpBITHS u CIOCOOEH HCIIONIb30BaTh IS
paccienoBaHHs perreHus mpodeccnoHaIbHBIX
MPECTYIICHUH, 3a/1a4 TeXHUKO-

UCIIONIb30BaTh B IEJISAX KPUMUHAITHUCTUICCKUE METOMIBI 1
YCTaHOBJICHHUS CpEICTBa, TAKTUYECKHE TTPUEMBI
OOBEKTUBHON WCTHHBI TIO MIPOM3BOJICTBA CIICICTBCHHBIX
KOHKPETHBIM Jenam neicTBuil, popMbl OpraHU3aIvy U
TEXHHKO- METOMKY PACKPBITUS U
KPUMUHAIUCTUYECKUE paccieoBaHus OTAENbHBIX BUIOB
METOJIBI W CPEJICTBA, U TPYIIIL.

TaKTUYECKUE MIPUEMBI

MIPOU3BOJICTBA

CIICJICTBEHHBIX JCHCTBUH,
dbopMBI  OpraHU3aMHU |
METO/MKY PAaCKpBITHS U
paccie0BaHus
OTJENbHBIX BUJOB U TPYIII
MIPECTYIICHUH

1.2. B pe3ynbrare 0cBOEHUS AUCHUILIINHBI y CTYJIEHTOB JIOJKHBI OBITH C(HOPMUPOBAHBI:

Kox rana
IpodeccnonanbubIe
N O0CBOEHUSA
AeHcTBUSA
KOMIIETEHIIUH

PesyabTaThl 00yyeHus




CnocoOHOCTh MIPUMEHSATH
HOPMAaTUBHBIC IIpaBOBBIC
NTOKYMEHTBI B  JIEATEILHOCTH]

HKOHOMHUYECKUX CyObEKTOB

OIIK OC-5.4

HAa YPOBHE 3HAHWIA:

- TMPUMEHEHUS HOPMATUBHBIX IPABOBBIX
JIOKYMEHTOB B NesITeIbHOCTH
HKOHOMUYECKUX CYOBEKTOB;

HA YPOBHE YMEHHUIi:

- OPUEHTUPOBATLCA B CUCTEME
3aKOHOAATCJIbCTBA U HOPMATUBHO-
IPaBOBLIX aKTOB

cocTaBiieHUS(0OPMIICHUS )
[EPBUYHBIX YYETHBIX
ITOKYMEHTOB, a TaKXKe MpUeM
[EPBUYHBIX YYETHBIX
ITOKYMEHTOB O (haKTax
X034CTBEHHOM KU3HU
HKOHOMHUYECKOTO CyObEKTa
[TpoBepka NepBUYHBIX YUETHBIX
ITOKYMEHTOB B OTHOIIICHUHT
(bopMBI, TOJIHOTEI OPOPMIICHHUS,
[PEKBU3UTOB

Cucremaru3zanus NepBUYHBIX
YIETHBIX JOKYMEHTOB
TEKYIEro OTYETHOTO NEPUOJIA B
COOTBETCTBUU C YYETHOMN
[TOJTUTUKOU

CocTaBiieHHE HAa OCHOBE
MEPBUYHBIX YYETHBIX
ITOKYMEHTOB CBOJHBIX YYETHBIX
ITOKYMEHTOB

[ToaroToBka mepBUYHBIX
YU4ETHBIX JOKYMEHTOB IS
repeaadn B apxuB

CnocobHocts moarotasiuBare| [IK OC-52.1.1 HA YPOBHE 3HAHMIA:
NTOKYMEHTBI o (bakram - METOJIOB BBISIBJICHUS u
BbISBJICHHBIX IIPaBOHAPYLIEHUH JOKYMEHTUPOBAaHUS  SKOHOMHYECKHUX U
HAJIOTOBBIX MTPABOHAPYIICHHIA.
HA YPOBHE YMEHHIi:
- TOATOTaBIMBATH JOKYMEHTHI MO (haKTam
BBISIBIICHHBIX [TPABOHAPYIICHHUH.
CriocoOHOCTD I1K-6.1.2 HA YPOBHE 3HAHMIA:

OCHOB 3aKOHO/IaTETHCTBA
Poccuiickoii @eneparuu 0 Oyxrairepckom
ydere (B TOM YHCIIE HOPMATHUBHBIE
[IPaBOBBIE AKTHI O JOKYMEHTAaX U
JIOKYMEHTO000pOTE), OOIIEPOCCUNUCKUIT
KJIacCU(UKATOP yIPaBICHUECKOMN
JIOKyMEHTaIMH (B 4acTH, Kacarolencs
BBITIOJTHEHUS TPYOBBIX JICUCTBUN),

Ienu u CTpyKTYpBI CEKTOpa
(MHAHCOBBIX YCIIYT, OCHOBHBIX BUJIOB
(DMHAHCOBBIX YCIYT U MIPOIYKTOB B
npoUILHOM CEKTOpE.

[IpakTiky mpuMeHeHus
3akoHozarenbcTBa Poccuniickon denepaunu
o BompocaM 0pOpMIICHHUS TEPBUYHBIX
YYETHBIX JIOKYMEHTOB

BHyTpeHHHX opraHu3alMOHHO-
pacnopsIIUTENbHBIX IOKYMEHTOB
YKOHOMHUYECKOTO CyOBeKTa,
perjiaMeHTUPYIOUTUE TOPSAIOK
COCTaBJICHUS, XpaHEHUS U TIepeaady B
apXUB MEPBUYHBIX YYETHBIX JOKYMEHTOB

[Topsinka cocTaBIeHUs] CBOJHBIX
YYETHBIX JJOKYMEHTOB B LIEJIAX
OCYIIECTBIICHUS KOHTPOJISI ¥ YIOPSTOUCHUS
00pabOoTKM JaHHBIX O (haKTax
XO3SIUCTBEHHOM KU3HU
HA YPOBHE YMEHUI:

Omnpenensartpb, UCIOIB30BATh U OIICHUBATH
WUCTOYHUKU UHPOpMAITUH,
CTPYKTYPUPOBATh U KJIAaCCU(DUITMPOBATH
uHpOpPMAaLIUIO

CoctaBnsath (0pOpMIIATH) IEPBUUHBIC
Y4ETHbIE JOKYMEHTBI, B TOM YHCIIE
AIIEKTPOHHBIE JOKYMEHTBI, ITOJIb30BaThCS




KOMIThIOTEPHBIMH IPOTPAMMaMH JIJIS
BeJICHUS OyXTaJITepCKOTOo y4erTa,
WH(pOPMAITMOHHBIMH M CTIPABOYHO-
MPaBOBBIMU CUCTEMAMU, OPITEXHUKOMN
Binanets npueMamMu KOMIUIEKCHOM
MIPOBEPKHU MEPBUYHBIX YIETHBIX
JIOKYMEHTOB M 00€CIIeYnBaTh COXPAHHOCTh
MEPBUYHBIX YUETHBIX JIOKYMEHTOB JI0
nepeaadn ux B apXuB.

Crioco0eH OCyIIecTBISATh
TOKYMEHTHPOBAHHE
[PE3YyJIbTATOB BBHIMOJTHEHUS
[poIIelyp BHYTPEHHETO ayIuTa
B pa0OUNX TOKYMEHTaX C
MCIIOJIb30BaHUEM
MPOrPaMMHOTO 00eCIICUeHUS
IUIs eIl BHYTPEHHETO ay/IuTa
v 6e3 Hero

[1K-12.1

HA YPOBHE 3HAHMIA:

3akoHomaTeabcTBO Poccuiickoi
denepauuu
BHyTpeHHue opraHu3alMoHHO-
pacnopsiAUTENbHBIC JOKYMEHTBI
SKOHOMHUYECKOI'O
cyOBeKTa, periiaMeHTHPYIOIINE MOPSII0K
COCTaBJICHUS, XPAHEHUs U Ilepeaady B
apXUB MEPBUYHBIX YYETHBIX JOKYMEHTOB
HA YPOBHE YMEHHUIi:
Brnagets npueMamMu KOMILIEKCHOU
MIPOBEPKU NEPBUYHBIX YUETHBIX
JIOKYMEHTOB
ObecrieunBaTh COXPaHHOCTD MTEPBUYHBIX
YYETHBIX JIOKYMEHTOB JI0 MIepead uX
B apXMB

[IK - 14.2

HA YPOBHE 3HAHMA:

OCHOBHBIX 3aKOHOMEPHOCTEM W METOJIOB
HSKOHOMUYECKOH U IIPABOBOM HAYKH;
OCHOBHBIX  3a/1a4y npodeccuoHanbHOMN
JIeATEIbHOCTH;

HA YPOBHE YMEHHUI:

UCIIOJIB30BaTh OCHOBHBIE 3aKOHOMEPHOCTH
DKOHOMHYECKOM M TpPaBOBOM HAyKH B
npodeccHOHAIBHOMN 1 TETbHOCTH

[1K-10.1.2

Ha ypoBHe 3HaHuii:

BbIpabOTKA T'MIIOTE3bI O MOJIETH OTMbIBAHUS
MIPECTYITHBIX JIOXOJIOB,;

ofpeJiesieHue MOTpeOHOCTH B
JIOTIOJTHUTEIHHON HH(OpMAIIAY /ISt
IpoBeIeHNs (PUHAHCOBOTO PACCIIEOBAHUS
B nesix [0/ DT,

KOCBEHHbBIE MPU3HAKN HAJTMYUS
MIPECTYIICHUS

Ha ypoBHe ymeHnmii:

aHAIM3UPOBATh, CTPYKTYPUPOBATh U
KJaccu(puImpoBaTh HHHOPMALIUIO;
BBISIBIISITH IPUYMHHO-CIICICTBEHHBIE CBS3H

[1K-15.1

Ha ypoBHe 3HaHuii:

(GbopM OpraHu3aluu U METOIUK PACKPBITUS
U pacClICaO0BaHUA OTACIbHBIX BUAOB U
IpyII NPECTYIUIEHUH B c(hepe IKOHOMUKHU




2. O0bem 1 MecTO TUCHHUILINHBI B cTpykType OIT BO
O0BeM THCHUILINHBI
OO01mmas Tpy10eMKOCTh TUCIUTUTHHBI cocTaiseT 108 a.4. (3 3.e.)
KonnuecTtBo akageMHU4ecKMX 4YacoB, BBIJCICHHBIX Ha KOHTakKTHYIO paboTy ¢
npernojaBarenemM (10 BUAaM y4eOHBIX 3aHITHUI) U Ha CAMOCTOSATENBHYIO paboTy 00yJaromuxcs:
- oyHas ¢dopma oOydyeHus: jgekiuud — 16 a.4., TpakTHYecKue 3aHATHI — 32 a.u.,
camocrosTenbHas pabora — 60 4.
MecTto nucnumimnabl B crpykrype OII BO
Jucuummna «JlokyMeHTalmoHHOe 00ecrieueHre yIpaBICHUs» OTHOCUTCS K BapUaTHBHON
yacTu Npo(ecCHOHATBFHOTO HUKIA MU SBJsSeTcs oOs3aTenbHOi. W3ywaercs cTyigeHtamu B 6
cemectpe Ha 3 kypce. IlpenonmaBanme aucuuIuiMHbBl «JlOKyMEHTalMOHHOE oOOecCTeYeHHne
YIOPaBJICHUS» OCHOBAHO Ha JUCLUIUIMHAX - «AJMUHUCTpAaTUBHOE NpaBo», «HauuonanpHas
6e3onacHocThY», «lIpaBoBOE perynupoBaHue SKOHOMUKH», bromkernas cucrema Poccuiickoi
®enepaunn, byxrantepckuii yuer, ®uHancsl, AIMUHUCTPATUBHOE ITpaBo. B cBoro oyepenp oHa
co31aéT HEOOXOJUMbIE MPEANOChUIKM JJIi OCBOCHHMS IpOrpaMM TaKWX JUCLUIUIMH, Kak
Koutpons u  peBususi«lIpaBoBoe  oOecriedeHHe  SKOHOMHYECKOHW  OE30MaCHOCTH,
«AHTHUKOPPYIIIMOHHOE 3aKOHOJATENbCTBO U MOIUTHKa», «Hanorooe npaBoy.
dopma MpOMEKYTOYHOU aTTECTAllMU B COOTBETCTBUH C YU€OHBIM IUIAHOM — 3a4ET.

3. Coaep:xanue U CTPYKTYPA AWM CUHUILIHHBI
CTpyKTypa AUCHUNIHHBI

Tabnuna 1.
O0beM TMCUMILUTHHBI (MOYJIs1), Yac. dopma
KonrakTHasi pa6oTta TeKylIero
o0yyarommuxcs ¢ KOHTPOJIS
Ne HaumenoBanue Tem npenojaBaTeieM Mo ycneBaeMocT
°n/m N
(pa3nenoB) Bcero | Buaam yueOHBIX 3aHATHIA H
NMPOMEKYTOY
JI JP | I3 | KCP | CP HOH
aTTecTalnuu
Ounas popma odyuenun
Brenenue. OcHOBHBIE
Tema 1 | moHATHA U oNIpenENECHUS. 14 2 4 7 O
TpebGoBanust k
Tena 2 | COCTABICHHIO 1 14 5 4 7 L3
oopmIIeHHIO
JIOKYMEHTOB.
OdopmieHne peKBU3UTOB
Tema 3 | mokymeHToB. branku 13 2 4 8 9, KP
JIOKYMEHTOB.
OpraHu3anuoOHHO-
Tema 4 | pacnopsauTenpHas 13 2 4 8 Huc, O
JIOKYMEHTAITHSI.
Tema s | A8 13 | 2 4 8 | K3.C3
KOPPECTIOH ICHITHS.
CnpaBouHo-
Tema 6 | uHbOpMAaITIOHHAS 13 2 4 8 K3, C3,
JIOKYMEHTAITHSI.
Tema 7 | JlokyMeHTHpOBaHUE 14 2 4 7 K3, C3, KC
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O0bem TUCHMIIMHBI (MOTYJIsA), Yac. dopma
KonrakTHasi pa6oTa TeKyl1ero
00y4aronmuxcs ¢ KOHTPOJISA
Ne /i HaumeHnoBaHue TemM npenojaBaTeJieM Mo ycneBaemMocT
(pa3nesioB) Bcero | Buaam y4yeOHBIX 3aHSITHIA U
NPOMEKYTOY
JI JIP | I3 | KCP | CP HOM
aTTecTamuu
Ounasa hopma odyuenusn
TPYIOBBIX
MPABOOTHOLICHMI.
Toma § | OPrasmsami 14 2 4 7 o, T
JIOKYMEHT0000poTa.
ITpomexyTouHas aTTecTanus 3auer
Bcero: 108 | 16 | | 32 | | 60 |

Ipumeuanue: 1 — popmer mexyueeo konmpoas ycnesaemocmu. Keticol 3a0anus (K3), pewenue
cumyayuonnwvix 3a0ay (C3), mecmuposanue(T), onpoc (O),00xnao (/), 3adanus (3), ouckyc
(Huc), scce (3), konmpoavuas paboma (KP), kpyenvii cmon (KC)

Coaepixkanue JUCHHUIINHBI

Tema 1: BBegenne. OcHOBHbIC IOHATHS U ONpe/ieIeHUSA

OcHOBHBIE TOHATHS JEJIONPOU3BOACTBA. BO3HUMKHOBEHHE U Pa3BUTHE OTEUYECTBEHHOIO
nenonpousBojcTBa. HopmatuBHas 0a3za. XapaKTepUCTUKU YIpPaBJIEHYECKOW HHMOpMaLUU.
OcHoBHbIe OHATUSA U onpenenenus. Jlokyment. Onpenenenue u GyHKIuU. J{ea0npon3BoACTBO.
JlokyMeHTHpOBaHHUE YMPABICHUECKONU NeaTeNbHOCTU. JJokyMmeHT0000pOT. BUibI TOKYyMEHTOB B
nenornpousBojcTe. Knaccupukanus HOKyMEHTOB 1O BUAAM JESATEIbHOCTH MPEANPUATHS, TIO
Ha3HAYCHUIO, COACPKAHUIO, IPOUCXOKICHHUIO, HOCUTENAM UH(OpMAaLIUH.

Tema 2. TpeGoBaHuUs K COCTaBJIEHHUIO U 0()OPMJIEHHIO IOKYMEHTOB

TpeGoBaHMs K COCTaBIEHUI0O M O(QOPMIICHHMIO IOKYMEHTOB. TpeOoBaHus Kk Oymare.
Pasmepsr noneit B nokymentax. Hymeparus crpanuil. Crioco6sr opopmienust gat. OdopmieHue
Tabaui, B J0KyMeHTaX. OCHOBHBIE pEKBU3UTHI JOKYMEHTOB. dopMmynsp IOKyMeHTa.
Vuupukauuss u  craHgaptuzauus  JokyMeHTOB.  KoHcTpykunonHast — cetka. Enunas
['ocynapcTBeHHas cucTeMa JAeJI0NpPOU3BOACTBA. YHU(DUIIMPOBAHHAS CUCTEMAa OpPTraHU3alMOHHO-
pacnopsAUTENbHON TOKYMEHTAIUH.

Tema 3. OdpopMiieHUe PEKBU3UTOB TOKYMEHTOB. BJIaHKH 10KYMEHTOB

PexBu3nTH eM0BBIX JOKyMEHTOB. OQopMileHHe PEeKBU3UTOB JOKYMEHTOB. TpeGoBaHus
K O(QOpMJIECHHI0O PEKBU3UTOB B TMoje yriaoBoro mrammna. OdopmieHue peKBU3UTOB,
pa3MeraeMbpIx Ha paboueM mojie ToKyMeHTa. Pa3smenieHne pekBu3uToB. biiaHku JOKYMEHTOB.

Tema 4. Opranu3anMoOHHO-PACIOPSAAUTEIbHAS TIOKYMEHTALMA.

KJ’IaCCI/I(i)I/IKaHI/IS[ OpTraHU3allMOHHO-PACTIOPAANUTCIBHBIX JOKYMCHTOB. OpFaHI/IBaIII/IOHHaH
JOKyMeHTanus. YcraB opranusauuu. llonoxenune. Muctpykuusa. CrTpykTypa W IITaTtHas
yucieHHocTs. [lItatHoe pacnincanue. /JJoroBop. PacnopsanrensHas nokymentanus. [Ipukassl o
OCHOBHOM jesTenbHOCTH. [IpuKa3bl Mo JIMYHOMY cocTaBy. Beimucka u3 mpukasza. Odopmienue
pacniopsbkeHuil u ykazanui. Pemenue. [locranoBnenue.

Tema 5. JlesioBasi KOppeCcnOHIeHIIUS
Ha3nauenue nenoBoll KOpPpECHOHICHLMU. BUAbI KOPPECHOHAEHUMHM Ha IPEINPUITHU.
Cnyxebnple ucbMa. Tenerpammel. TenedoHorpamMmel.
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Tema 6. CnipaBo4yHO-UHPOPMALMOHHAS JOKYMEHTAUSA
Knaccudukanus CIPaBOYHO-UH(POPMAITUOHHON JIOKYMEHTAIUH. Odopmienne
NPOTOKOJIOB, CIIPaBoK. Jokiaanas 3anucka. OObSCHUTENIbHAS 3aIIMCKa. AKTHI. 3asBICHHUS.

Tema 7. JJoOKyMeHTHPOBaHHE TPYAOBBIX NPAaBOOTHOLIECHUH
Knaccudukanust kaapoBoit mpokymeHtanuu. [Ipukasel 1mo JudHOMYy cocTaBy. TpymoBoi
J0roBop (KoHTpakT). TpynoBas KHWXKKa. 3agBiieHue. JInunoe aeno.

Tema 8. Opranmn3zanus 10KyMeHT0000poTa

OYHKIMKM U CTPYKTypa CIyKObl Aenonpou3BoAcTBa. OpraHuzanusi T0KyMEHTOOOOpOTa.
OO0paboTka BXOASIIUX TOKYMEHTOB. KOHTpPOJIb MCTIONHEHUS JHOKyMEeHTOB. CHucreMaTusanus U
XpaHeHue JO0KyMeHTOB. CpoKHM XpaHEHHsI JIOKyMEHTOB. ApPXHMBHOE XpaHEHHE JIOKYMEHTOB.
MeTtobl 1 cpencTBa 3anuThl KoHGUACHIHaIbHOU nHpopmanuu. DT u mudposanue.

4. MaTepuajbl TEKyIero KOHTPOJIsl yCIieBaeMOCTH 00y4YaloUXCs H
(hoHJ OLIECHOYHBIX CPEACTB MPOMEKYTOUYHOM aTTeCTALMH N0 JMCIUIIIHHE

4.1. ®opMbl M MeTOAbI TEKYHIEr0 KOHTPOJS YCHEeBAEMOCTH OO0yYalOUIUXCH H
NMPOMEKYTOYHOM aTTeCTAllUM.

41.1. B xome peamm3anuu aucuuniuHbl  Bb1.B.04  JlokyMeHTanuoHHOe
o0ecneyeHUEYNPABJICHUSI HCHOJBL3YIOTCA CJeIYyIOlIHe MeToAbl TeKYyIlero KOHTPOJIs
yCIEeBaeMOCTH 00y4Yal0IMXCH:

Tema (pa3znen) MeTo1bl TEKYIIEro KOHTPOJIS YCIIEBAEMOCTH

1.BBenenue. OcnoBHble | Onpoc
TIOHATUA u
OTpeJieNIeHusI.

2.TpeboBanus K | Joxman, 3aganus
COCTaBJICHUIO u
0o opMIIEHUIO
JIOKYMEHTOB.

3.0dopmnenue Occe, KOHTpOJIbHAsA paboTa
PEKBU3UTOB
JIOKYMEHTOB. branku
JTJOKYMEHTOB.

4.0Opranu3alnuoHHO- Huckyc, acce
pacnopsiuTenbHas
JOKYMCHTAI M.

5.[enosas Keiicel 3ananusi, penieHue CUTYyallMOHHBIX 3a7a4
KOPPECIIOHICHIIHS

6.CnpaBouHoO- Kelichl 3a1aHus, pelLIEHNE CUTYallMOHHBIX 3aJa4
uH(pOpMalOHHAs
JIOKYMEHTaIusl.

7.JIokymMmeHTUPOBaHUE Kelichl 3a1aHus, pellIeHUE CUTYallMOHHBIX 3aJa4
TPYAOBBIX
IIPaBOOTHOLICHUM.




11

8.Opranusanus Onpoc

JIOKYMEHTO0000pOTa.

4.1.2. 3ayeT MPOBOAUTCS C MPUMEHEHNEM CJIEYIOIUX METO10B (CPeICTB)
MeTo yCTHOTO OTBETa HA BOIPOCHI, ONMpOca U JaNbHEWIIEH Oeceapl MO HOpMaM
JIOKYMEHTOBEICHUS, a TAK)KE PEIICHUE CUTYAIlMOHHBIX 33J]1a4 M BBIMIOJHEHUS Keica 3a1aHusl.

4.2. MaTtepuaJjbl TEKYlIIero KOHTPOJISI yCIeBAeMOCTH 00y4al0IIUXCs

TumnoBble oOleHOYHbIe MaTepuajbl Mo Teme 1. BBenenue. OCHOBHbBIE NMOHATHS H

onpeaejicHus.

Bonpocwi k onpocy

1. Dranbl cTaHOBIEHUS AETONPOU3BOICTBA U apXUBHOTO Jena B Poccun.
1.1. Jlenonpou3BoACTBO B opeBotoninonHon Poccuu (mo 1917 r.).
1.2. denonpoussoactso B CCCP (1917-1991 rr).
1.3. CoBpeMeHHOE POCCUICKOE IeTIOPOU3BOJICTBO.

o

[IpenpicTopust u onwiT co3aanus B Poccun 'CHOY.
CocraButsb cinoBapb TepMuHOB JIOY (10-20 cioB). Boi6opka uz 'OCT
[Tpusenure

IIPpUMCEPLI O(l)I/II_[I/IaJ'ILHLIX AOKYMCHTOB, HCIIOJIB3YCMbBIX B  YIIPABJICHUU

OpraHu3aluen.

oo

Jaiite knaccudukanuio ynpapieHIecKol HHGOpMaIUU.
Uto BXOIUT B MOHATHE «JIOKYMEHT» U €ro (QyHKITUH.

TunoBbie oLeHOYHBbIE MaTepuaabl mo Teme 2. TpeGoBaHMs K COCTABJEHUIO U
o(popMIICHUIO JOKYMEHTOB.

Tembt ooknaoa

ok

OcHoBHBIE JTambl pa3BUTUS  JEJNONpOM3BOACTBA B Poccum: mpukasHoe
JIEI0NIPOU3BOJICTBO, KOJUIEIKCKOE JIEIONPOU3BOJICTBO, MUHHUCTEPCKOE
JEJIOIIPOU3BOJCTBO.

Hcropust nenompous3BOACTBA B TOABbI COBETCKOM BJIACTH — OCHOBHBIE JTallbl
pa3Butus. OpraHu3allMOHHOE U HOPMaTUBHOE 00ecreueHre JIeI0POr3BOJICTBA B
CCCP.

CoBpeMEeHHOE COCTOSIHHE OpraHM3aluu paboT B OpraHax TIoOCyJapCTBEHHOHN
BJIACTH U MECTHOT'O CaMOYIIPABJIEHUS 110 Pa3BUTHUIO U coBeplIeHcTBOBaHUIO [IOY.
CoBpeMeHHOE IETONPOU3BOACTBO: 1€, 3aa4/ U OCHOBHBIC IIPUHIIAIIBI.

MecTo nemonpou3BoACTBa B CTPYKTYPE YIIPABIEHYECKOTO TPYa.
I'ocynapcTBeHHas CTPYKTypa yIIpaBICHUS JEJIONPOU3BOJCTBOM,
JIOKYMEHTO000pOTOM U apxuBamu PO.

3aoanun

=

How

o

Kaxue ocHOBHBIE 3aKOHBI perynupyoT JJOY?

Kakoii  cranmapr  ucmons3yroT Juis  o(opMIIeHHS ~ OpraHU3alMOHHO-
pacropsaANTENbHBIX JOKYMEHTOB?

Yro moHUMaeTcs moJ yHUPHUKAIMEH U cTaHAapTU3alueii?

Yro npeacraBisieT coboit YHuUIMpoBaHHas cucteMa 1okymeHToB (JJOY)?

C xakoii wnenpto paspaboran u BBeneH B geiicteue ['OCT P 6.30-2003
«YHuduuupoBaHHbIe CHCTEMBI JOKYMEHTAllMU. YHU(UIMPOBAHHAs CHCTEMaA
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OpraHU3al[MOHHO-PACIIOPSAAUTEILHON JOKYMEHTALMH. TpeboBanus K
O0(OPMIICHUIO TOKYMEHTOBY?

6. OOmas xapakTepuCcTHKa HOBOTO CTaHIapra. Kakue OCHOBHBIC H3MCHCHHS B

0(OpPMIICHUU JOKYMEHTOB OH BBOJIUT?

[TucemenHas mpoBepovHas padoTa IO MPOUICHHBIM TEMaM.

8. M3yuuTh HOPMAaTHUBHO-NPAaBOBYIO 0a3y JOKYMEHTAIlMOHHOTO OOecreyeHus
YIpaBJIEHUS BKIIOYAIOIIYIO:

~

*  3axonvl PP:

e @enepanpubiii  3ak0oH «O0 wHOOpMaIuu, WHPOPMAITMOHHBIX
TEXHOJIOTUSX M O 3amure uHpopMmarum» ot 27 urons 2006 r. Ne
149-03;

o ®denepanbublii 3ak0H Poccuiickoit denepaunn «O TEXHUYECKOM
perynupoBanun» ot 27 nexadps 2002 r. Ne 184-D3;

e 3akoH Poccuiickoit ®enepanun «O rocy1apcTBEHHON TallHE» OT
21 urons 1993 1. Ne 5485-1.

» [OCTer POD:

e ['OCT P 6.30-2003 «YHudunupoBaHHbIE CHUCTEMBI
JOKYMEHTAIMU. YHUDUIMPOBAHHAS CHCTEMa OPTaHU3alMOHHO-
pacnopsiAUTeIbHOW JOoKyMeHTanuu. TpeboBaHus K 0hOpMICHUIO
JIOKYMEHTOB;

e TOCT 6.10.5-87 «YHuGMUUUPOBAHHBIE CHUCTEMBI JOKYMEHTAIIHH.
TpeboBaHus K MOCTPOEHUIO POpMyIIsipa-odpasmay;

e T'OCT P 51141-98. «Jlenonpous3BOJCTBO M apXHUBHOE JEJO.
TepMuHBI U OIIpeeICHUs

Ilepeuenv munosvix ynpasienuyeckux OOKYMEHMO8, 00pas3ylwuxci 6 OesamenbHOCmu
opeanuzayutl, ¢ yKaszamuem cpokoe xpawenus (yme. Pocapxusom 6 oxmsabpsa 2000 2.) (c
usmenenuamu om 27 okmsaops 2003 2.)

Tunoseie oneHoYHBbIe MaTepuaibl 0 Teme 3. OdopMileHHe PeKBU3UTOB I0KYMEHTOB.
Bianku 10KyMeHTOB.

Temuwt 3cce

1. OcHOBHBICE TOHSTHS, MPUHIUIIBI W 0a30BbIC MpaBWJa BEACHHUS JEJIOMPOU3BOJICTBA
W3JI0KEHHBIE B [ 0OCYy1apCTBEHHBIX CTaHapTaxX.

2. CaMOCTOSATENIbHBIH KOMIUIEKC CTaHJIApPTOB Ha  YHU(QUIMPOBAHHBIE CHUCTEMBI
JokyMeHTauu U Enunyro cucremy kimaccuuKamuy U KOJUPOBAHUS TEXHUKO-
HKOHOMHYECKOW HHPOPMALIUH.

3. TOCT 6.01.1-87. Enmnas cuctema KIacCU(PUKAIMA H KOIUPOBAHHS TEXHHKO-
HKOHOMHYECKOW HHPOPMALIUH.

4. TOCT 6.10.3-83. YHUGUIHPOBaHHBIE CUCTEMBI TOKyMEHTAINU. 3aMuCch HHPOPMAITUH
YHU(DUIUPOBAHHBIX JOKYMEHTOB B KOMMYHUKAaTHBHOM (opmare.

5. TOCT 6.10.4-84. VuaudpuuupoBaHHbIE CHCTEMBbl JoKyMmeHTaruu. Ilpumganue
IOpUJIMYECKON CHUJIBI JOKYMEHTaM Ha MAaIlMHHOM HOCUTEJIE W MAIIUHOTPAMME,
CO3/1aBa€MbIM CPEJICTBAMHU BBIYMCIUTEIbHON TeXHUKUA. OCHOBHBIE TIOJIOKCHHUS.

6. TOCT 6.10.5-87. YHupuIMpoBaHHBIE CUCTEMbl JOKYMEHTAllMHU. TpeOoBaHUS K
MOCTPOEHHUIO popMyIIsipa-oopasia.


http://eokd.tolgas.ru/euk/dou/fz/zakonobinf.doc
http://eokd.tolgas.ru/euk/dou/fz/zakonobinf.doc
http://eokd.tolgas.ru/euk/dou/fz/zakonobinf.doc
http://eokd.tolgas.ru/euk/dou/fz/reg.doc
http://eokd.tolgas.ru/euk/dou/fz/reg.doc
http://eokd.tolgas.ru/euk/dou/fz/taina.doc
http://eokd.tolgas.ru/euk/dou/fz/taina.doc
http://eokd.tolgas.ru/euk/dou/gost/6_30_2003.rtf
http://eokd.tolgas.ru/euk/dou/gost/6_30_2003.rtf
http://eokd.tolgas.ru/euk/dou/gost/6_30_2003.rtf
http://eokd.tolgas.ru/euk/dou/gost/6_30_2003.rtf
http://eokd.tolgas.ru/euk/dou/gost/6_10_5_87.doc
http://eokd.tolgas.ru/euk/dou/gost/6_10_5_87.doc
http://eokd.tolgas.ru/euk/dou/gost/51141_98.rtf
http://eokd.tolgas.ru/euk/dou/gost/51141_98.rtf
http://eokd.tolgas.ru/euk/dou/gost/pere.rtf
http://eokd.tolgas.ru/euk/dou/gost/pere.rtf
http://eokd.tolgas.ru/euk/dou/gost/pere.rtf
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7. TOCT 6.10.6-87. Enunas cucreMa BHEIIHETOProBOW AOKyMeHTauuu. Dopmyssp-
obpaserr.

8. T'OCT 6.10.7-90. Enunas cucremMa BHEIIHETOPTOBOW JOKyMeHTauu. Cyer.

9. TOCT 7.32-91 (2000). Cuctema cranmapToB mo uHdopmauu, OMOIUOTECUHOMY H
u3are’abckoMy Jeny. OT4eT O HaydHO-HCCIIeNoBaTeNnbcKoi pabote. CTpykTypa H
npaBuiIa OPOPMIICHHUS.

10.TOCT P 6.30-2003. VYuuduuupoBaHHble CHCTeMBl JHoKyMeHTanuu. Cucrema
OpraHU3alMOHHO-PACTIOPSANTENILHON JTOKyMEeHTaluu. TpeOoBaHUs K O(QOPMIICHHIO
JIOKYMEHTOB.

11. TOCT P 51141-98. Jlenonpou3BOACTBO U apXUBHOE J1€710. TEPMHUHBI U ONIPEACIICHHUS.

Koumponvnana paboma

1. MU3noxure cBOE IPEACTAaBICHHE O JEJIONPOM3BOACTBE M €ro HCToKax. Kakwe BHIIBI
JeATEIBHOCTH OXBaThIBAIOTCS 3THUM ITOHATHEM?

2. Kak cooTHOCATCS MEXIy COOOH TEPMUHBI «IEIOMPOU3BOJCTBO» U «IOKYMEHTAIIHOHHOE
obecriedeHre yIpaBICHUS.

3. Ompenenure NOHATUS «TOKYMEHT», «OQHUIINANbHBINA TOKYMEHT», «CIYKEOHBIH TOKYMEHTY,

«QIIEKTPOHHBIN TOKyMeHT». KakoBbl QyHKIMH JOKyMEHTa?

Knaccugukarus 10KyMeHTOB.

5. Crpykrypa nokymeHTa. PekBU3UTHIL.

&

TunmoBple  KOHTPOJIBHBIE MaTepuagbl 1o Teme 4. OpraHu3anHOHHO-
pacnopsiiuTe/ibHasi JOKYMeHTalus.

Bonpocwl ona ouckyca

1. VuuduuupoBaHHas cucTeMa OPraHU3ALMOHHO-PACHIOPSAUTEILHON JIOKYMEHTAlLUU.
TpeboBaHus K 0OPMIIEHUIO TOKYMEHTOB?

2. VByuuTh WHCTPYKIHIO TIO JIEJIONPOU3BOJICTBY, pa3pabOTaHHYI B OpraHU3aIlNU.
[pencraButh Ha cemuHape (nekTpoHHas komus Word nim Ha GyMa)kHOM HOCHUTEIE)

3. Paccmorpure mpaBuia opopMIIeHHS TOKYMEHTOB (IIPOTOKOJ, TPHKa3, PACTIOPSHKEHUS 110
OCHOBHOHM JI€TEIbHOCTH U JINYHOMY COCTaBY), UCIOJIb3YEMBIX Ha TMPEANpPUATHU BHE
3aBHCHUMOCTH OT ero cnennuduku. [IpuBeanrte nmpumepsl.

Temwt 3cce
1.Opranu3anmoHHO - pacnopsIuTeNbHas JNOKYMEHTALUS
@DopMBbI U BUABI IOKyMEHTOB.
2. O0ecrieueHre YKOHOMHUYECKOW OE€30MTaCHOCTH OPTaHU3alNU H JOKYMEHTOBEICHHE.
3.  OpraHu3anMOHHO-PACTIOPAAUTENbHBI  JOKYMEHT: ONWCAaHWe, BHUIbL, TpeOOBaHUSI U
OCOOEHHOCTH.
TunoBble OLlEeHOYHbIE MaTepPHAJIbI 110 TeMe S./[e10Basi KOppecnOHAeH U,

Keiic 3a0anue

1. Kakume pekBU3UTHI BXOmAT B QopMyisp-oOpaser; ciayxkeOHoro muchbma? Paccmorpute
MPEUI0KEHHBIE 00Pa3LIbl CITYKEOHBIX MTHUCEM.
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2. Kak pacnonaraiorcs peKBU3UTHI Ha OJaHKax ciy>keOHbIX nmucem? Ha3zoBuTe peKBH3UTHI Ha
OnaHke.

3. KaxoBa cTpykTypa nucpMa-3anpoca, IuCbMa-IpochObl, THCbMa-0TBETA, COMPOBOAUTEILHOTO
nucpma?

4. TloAroTOBHTH MpPUMEpPHI CIYXKEOHBIX NUCEM (IHCBMO-TIPOCKOA, MUCHMO-OTKA3, MHCHMO-
IIPETEH3Us1, OTBET Ha NPETEH3UI0, COIPOBOIUTEIBHOE TUCHMO U T.[.)

3aoaua
5. TloxroroBbre Opud 06 01HOM U3 AECTOBHIX TapTHEPOB Xieb3aBona, banka, [Ipeanpustus X.

JIns MUHMMU3aUMUA PUCKOB, CBA3AHHBIX C JOTOBOPHBIMU OTHOIIEHUSMH, UHOT/IA BO3HUKAET
HEOOXOIMMOCTh IPOBEPKHU JEJIOBBIX MapTHEPOB, KIWEHTOB. B 3aBucumoctu oT
MOTPEOHOCTEN ¥ BOSMOXKHOCTEH (DPUPMBI TIPOBEPKH MPOBOJIATCS C IEIBI0 YCTAHOBJICHHMS:

- TUYHOCTH IMAPTHEPa, KIMECHTA, €T0 JISJIOBOM peITyTaIlHH;

- YCTOWYMBOCTH (PMHAHCOBOTO TOJIOKCHHUS MOTCHIIMAILHOTO MAPTHEPA, KIIMCHTA;

- CTPYKTYPBI ¥ COCTaBa KanmuTaia, BUJAOB U CTOUMOCTH aKTHBOB ITAPTHEPA;

- COCTOSIHUS, CCTMEHTOB M MECTa aHAJIM3UPYEMOTO TTapTHEPA Ha PHIHKE.

Pewienue cumyayuonnulx 3a0ay

3aoaua cmyoenma b10pame UCMOYHUK UHGOPpMAYUU U NPOKOMMEHMUPOBAMb CE80U 8b1OOP.

Pewenue. Heobxonumyro uWHGOPMAIIMI0O MOXKHO TMOJYYUTh B UCTOYHHUKAX O(UIIMATBHBIX
(cpeactBa MaccoBod  HMH(OpMamMM, OpraHbl TOCYJApCTBEHHOH  pETUCTpalliu) U
Heopunmaneubix  (MHTEpHET, WHBIE  TI00adbHBIE W KOPIIOPATHBHBIE  CETH,
MPaBOOXPaHUTENbHbIE, KOHTPOIHUPYIOIIKEe, (UCKATbHBIE OpPTaHbl, JEJIOBbIE CBSI3U U JP.).
Pexnama He MOXET SIBIISATHCS IOCTOBEPHBIM UCTOYHHKOM UH(OPMAITUH.

TunoBbie KOHTPOIbHBIE MAaTEePHAJIbI IO TeMe 6. CipaBo4YHO-MH(pOPMAaLHOHHAS
JAOKyMeHTalusl.

Keiicol 3a0anus, pewienue cumyayuoHHbIX 3a0ay

Ketic 1 «Vnpasnenue covimosoti oesmenvrnocmoio 340 «Hoeeopoockuii xneb63aso0»

3A0 HoBropoackuii xje63aBo» SBISETCS MPOU3BOJIUTENEM XJI€OOOYIOYHBIX H
KOHIUTEPCKUX W3ICIUH, TAKMX KaK MPSHUKH, TIeYCHbe, OapaHkH, Cymikd, Badiu, BadelbHBIC
KOH(GEThl W TOPTHI, BOCTOYHBIC CIAJOCTH, MaKapoHbl U T.N. ACCOPTHMEHTHBIH IepeueHb
cocraBigeT 6osee 150 HaMMEeHOBaHU.

[Ipenmpusitue o0mamaeT MPOU3BOJCTBEHHBIMU I€XaMH (MaKapOHHBIA, MPSHUYHO-
OapaHOYHBIM, KOHAWTEPCKUH, Ba(ebHBII) W  BCIOMOTATEIbHBIMH  TOJPA3ACICHUIMU
(amMuHUCTpanUs, COBIT, CHaOXeHue, Oyxranrepus, TpaHcmopTHbIi oTaen, AXO).

Ananuz pabomsi cobima npeonpusimusi

Otnen cObITa BXOAWT B COCTaB KOMMEPUECKOW CIYKOBI MPEANpUATHS, Kyda TaKKe
BXOJISAT TPAHCIIOPTHBIMA OTAEN U OT/Ie]l MapKeTuHra. [lITaTHbII cocTaB OTAEa CIeAYIONUI:

- Ha4YaJIbHUK OT/IEJIa;
- TUCTIeTYep 0 paboTe ¢ Mara3uHaMHu TOpo/ia;
- CTapIIUi oreparop 1o padoTe ¢ KIHEHTaMU;
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- OTIepaTop OT/eNa COBITA;
- MEHEKEP PEerHOHaIbHbBIX MPOJIAXK;
- MEHEKEpBI 110 paboTe ¢ Mara3uHaMu ropoja (6 4esnoBex);
- peruoHaJIbHbBIE TOPTrOBBIE MPEACTABUTENH (5 UETOBEK);
- KJIQJIOBIMKH CKJIa/I0B TOTOBOM MPOJYKLUHU (4 ueIoBeKa);
- TPY3YHMKH-IKCIIEIUTOPHI oTesa cobita (10 yemosek);
HToro uncneHHocTs oTAeNa cObITa coctanisier 30 yeoBex.
Kananwt pacnpeoenenus npooykyuu 340 «Hoseopoockutl x1e63a600»

1.

[IpenmpusitTie MMeeT TpU COOCTBEHHBIX (PUPMEHHBIX Mara3uHa, OCYIIECTBISIOLIUX
pO3HUYHYIO npoAaxy. OAUH MarasuH HaXOJIUTCS MPH MPEANPUITHH, OCTAIbHBIC B
— B padioHe ropoaa. JlocraBka B Mara3uHbl OCYIIECTBISIETCS COOCTBEHHBIM
ABTOTPAHCIIOPTOM MPEIPUSATHUSA.

[Iponykuusi mpeAnpUsITHS TaKXKe peai3yeTcs 4epe3 Mara3uHbl ropoja. JlocraBka
OCYIIIECTBIISIETCS aBTOTPAHCIIOPTOM MPEANPUATHS TOCPEICTBOM KOJIBIIEBOTO Pa3BO3a.
s sroro aucmneryep oTAeNa cObITa MPUHMMAET 3asBKU MO Tesne(oHy WK yepes
MEHE/KEPOB M0 paboTe ¢ MarasuHamH ropoja U OpraHu3yeT TpH peiica Mo Topojy:
OJlHa MallMHa Ha JBa-TpU paiioHa ropojaa. Pa3Bo3Ky MHpPOAYKLIHUU OCYIIECTBISIOT
TPY3UUKHU-IKCIIETUTOPHI OT/IeIa CObITAa M BOAUTENIN TPAHCIIOPTHOTO OT/IENA.
[Ipoaykuuio OTTpy»,aroT YaCTHBIM MPEIPUHUMATEISM (CAaMOBBIBO3).

[Iponykuust uepe3 pErHOHANBHBIX TOPTOBBIX MPEJACTABUTEICH peanu3yercs B
Ommkamux pervoHax. JlocraBka OCYIIECTBISIETCS B MarasuHbl aBTOTPAHCIIOPTOM
npennpusaTus. B 0053aHHOCTH peruoHaNbHbBIX MPEACTABUTENEH BXOAIT cOOp 3asIBOK C
KIIMEHTOB M KOHTPOJIb IEOUTOPCKOM 3a0KEHHOCTH, aHAJIN3 PErMOHAIBHBIX PHIHKOB
cObITA.

OnToBBIe MPEANPHUATHS TOpoAa, O0NacTH W OmmbKaWmmx obnacTel mpuoOpeTaroT
NPOAYKLUUIO MPEINPUATUS € ULEIbI0 MOCIEAYIOIIEH Mepenpojaxu. IJTOT KaHaj
pacrpeiesieHust oipa3yMeBaeT CaMOBBIBO3 MTPOIYKIIUH.

[IpenycMOTpeHbl WHIWBHAYAJIbHBIE JOTOBOPHI C HE3aBUCHUMBIMH ONTOBHKAMU O
JIOCTaBKE TPOIYKIIMU aBTOTPAHCIIOPTOM MPEANpUsITHS (BHE 3aBUCHUMOCTH OT TOTO,
KyJla OCYIIECTBJISIETCSI TOCTaBKa: B pailOHE TOPOJCKON YepThl WM 3a €€ MPEeJEbl).
Hampumep, mnpeanpuste OCYLIECTBISET TaKyl JOCTaBKyY B MOCKOBCKYIO,
WBanoBckyto, Bragumupckyro, KoctpoMckyto, SpocnaBckyro u Apyrue o0nacTu.
TakuM 00pa3oM MpeanpusTHe UMEET pa3TUYHbIEe KaHAIbl TOBApOBIKEHUS. 13 HuX
NepBbIE YEThIpe KaHalla Hanbouiee 3aTpaTHbIe(CoIepKaHne COOCTBEHHBIX Mara3uHoB,
3apaboTHas TuIaTa WX TEepCOHaNa, TPAHCIOPTHBIE 3aTpaThl HA €AWMHUILY MPOMAYKIIMH
BEJIMKH, TaK KaK JIOCTABKa OCYIIECTBIISIETCS MAJICHBKIUMH TAPTUSIMH | JIP. ).

[Tocneanue nBa KaHalla UMEIOT TOpa3/l0 MEHbIINE TPAHCHIOPTHBIE U3JIEPKKH HE TOJIBKO
3a cueT 6osiee KPYMHBIX MApTHiA, HO 332 CYET TOTO, YTO OOJIBIIMHCTBO ONTOBUKOB OepyT Ha cels
3TOT BHJ 3aTpaT. OfHAKO pa3BUTHE ITHX KaHaJoB cObITa ciaboe. [IpuumnHa 3TOrO Kpoercs B
HE/I0CTaTOYHOM BHUMAaHMU K 3THUM CIIOCO0aM peau3allii TOTOBOM NMPOIYKLUUHU PYKOBOCTBA
MPEIPUATHSL, CIEICTBUEM YETO SBIISETCS OTCYTCTBHE JOJIKHOTO (DMHAHCUPOBAHUSI.

CpenHemMecsyHbIH 00beM peasin3alui NPEeANPUITHS PEICTaBlIeH B Ta0I. 1

Bupa nponaxu O06nem peanuzamnuu, MITH py0. | YaenbHbIH Bec, %

Oupmennass  toprosns B | 0,4 6,2

ropoJjie
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@upmennass  Toprosis B | 0,8 12,3
peruoHax

ToproBeie TOuku ropoaa, B | 1,3 20
TOM qHCIIe YaCTHBIC

IpeAPUHIMATEITH

OnroBeie nocpeauuku ropoga | 1,1 16,9
OnToBrle  mocpenHukd B | 2,9 44,6
peruoHax

HUTOI'O 6,5 100

EMKocTh pbIHKa ropoja cocTapisieT NpuOau3uTeabHO 5,8 MiH pyO. B Mecau. Kak BugHO u3
npencraBieHHon Tadmunel, 3AO «HoBropojckuii xi1e03aBo» MOKPBIBAECT JIUIIb HEOOJBIIYIO
4acTh 3TOM MOTPEOHOCTH. AHANU3 JEATEIBbHOCTH MEHEIKEPOB IO TOPOJACKUM IpoJakam
nokazan Hed(ddexkTuBHOCTE UX paboTel. OOBeM peanu3anuii NPEANpHUATHS TI0 ITOMY
HalpaBJIEHUIO BO3MOXKHO YBEIMUYUTh Oosee uyeM Ha 50 %. OpHako Juis yBeiauueHHs 00bEMOB
cObITa CYIIECTBYIOT U IPYrUe NPEnsTCTBU:
- BBICOKAs 1IE€HA MPOIYKIMH [0 CPABHEHUIO C KOHKYPEHTaMU (BbICOKasi CE0ECTOMMOCTD);
- CUJIbHAsi KOHKYPEHIIUS Ha PBIHKE;
- HECOOTBETCTBHE KaUeCTBa €€ LIEHE.
Ananuz pabomsi mpancnopmuo2o omoena npeonpusimus
B ob6cnyxuBanuu norpedureneii 3aneiictBoBano 14 mamuH rpy3onoabeMHocTsio 10; 5; 3; 1,5 T.
AHanu3 paboThl TPAHCIOPTHOT'O 11€Xa MOKa3ajl CIEAYIOUINE Y3KHE MECTa.

1. B cnoxuBlIelcs CUTyallud B peHC MO TOPOAY OTIPABISIIOTCS B OCHOBHOM MAaIlIMHbI

TPY30MOABEMHOCTHIO 5 T. DTO IOCTATOYHO OOJIBIIIME MAIIUHBI, YIOOHBIE JJIS TPY3YHMKOB
OpU pasrpy3ke NPORYKIUH, OJHAKO MMEroIue OOJBIION pacxo]l TOIUIMBA B YCIIOBHSX
ropojackon e3npl. IIpy 3TOM cpeaHMii TOHHaX OJHOTO peiica MO TOPOAY BIIOJIHE
MO3BOJIIET MCIOJIB30BAaTh MAlIMHBI I'PY30NOABEMHOCTBIO 1,5 T, rae pa3mecTUTcs BeCh
ACCOPTUMEHT U HUCKJIIOUEHBl MEPeCcOPTHULbl MPH IMOrpy3Ke/pasrpy3ke. DKOHOMHUS Ha
TOIIMBE MIPU Takoi pabore coctaBuT 50 %

2. Tlokymka TOIJIMBAa BOJIMTENSIM aBTOTPAHCIIOPTA OCYIIECTBIISIETCS 32 HAIWYHBIN pacyer,
YTO BEJIET K CJIOKHOCTSIM B KOHTPOJIE 32 pacXoJaMH.

3. ABTOMamuWHBI MpeanpuaTusi (B OCHOBHOM KPYITHOTOHHAXXHBIE) CIEIYIOT M3 PETHOHOB
nopoxHue. HeT BapHaHTOB HCMHOJb30BAHUS AaBTOTPAHCIIOPTa BO BpeMs OOpPaTHOIO
CJIEIOBaHMSL.

Pewienue cumyauOHHbLX 3a0au

1. JlaiiTe kpaTKyl0 XapaKT€pUCTHKY XO34WCTBEHHOM cuTyaluu, cioxkupueiics B 3A0
«HoBropoackuii xne03aBoay.

2. Ha3zoBuTe ympaBieHYeCKHE W  OPraHM3allMOHHO-PACHOPSIUTENbHBIE  JOKYMEHTHI
OpraHu3aluu

3. TloaroroBuTh TaOMUIly AN JAajbHEWIIEH CaMOCTOATENbHOW paldoThl, pPa3BUTh Ha
KOJIOHKH:
3.1. cucrema yuypeauTelbHBIX TOKYMEHTOB;
3.2. cucTema OpraHU3alMOHHBIX IOKYMEHTOB;
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3.3. cucrtema pachopsaIuTeIbHbIX JOKYMEHTOB;

3.4. cucrema JOKYMEHTOB II0 JINYHOMY COCTaBY;

3.5. cucrema puHAHCOBO-OYXTalNTEPCKUX JOKYMEHTOB;
3.6. cucrema cpaBOYHO-WH(POPMAIMOHHBIX JOKYMEHTOB;
3.7.  cucrema IUIaHOBBIX JJOKYMEHTOB,;

3.8. cucrema OTYETHBIX JJOKYMEHTOB;

3.9. cucrema opuIMATBLHO-INYHBIX JOKYMEHTOB.

4. B KaxI0il KOJOHKE OTpa)kaThb T€ JOKYMEHTHI, KOTOpbIe OyIyT COCTaBJ€HBI BO BpeMs
CEMHUHApOB.

5. [lpoananmu3upyiite KaHajabl pacHpeeieHUsT TOTOBOW MPOAYKIUU TMPEIIPHUSTHUS.
Onpenenure Kakue KaHaIbl SBIAIOTCS MPSIMBIMH, @ KaKhie€ — KOCBEHHBIMHU; KaKHE —
OJTHOYPOBHEBBIMH, a KAKHE MHOTOYPOBHEBBIMHU.

6. Ilpoanamms3upyiite naHHBIe 00 OOBEMax peaNM3alMy MPOAYKIUU mpeanpustueM. C
YU4ETOM JAPYTUX HMEIOLIUXCS JaHHBIX CHeNaiTe BBHIBOABI O Hambosee MepCrHeKTUBHOM
KaHaje cOblTa TroToBOMl mpoaykuuu. Kakwe mnpoOremMbl HEOOXOJUMO PEUIUTh s
pa3BUTHUSA ITUX KaHAJIOB?

7. TlomymaiiTe U MpeACTaBbTE CIHUCOK MEPOIPHUSATHI, HEOOXOAUMBIX IJIsl peopraHU3aluu
WA MOJU(HKAINN KAaHAJIOB PACIpPEIENICHUs] C IeJbI0 TOBBIICHUS SKOHOMHYECKUX
pe3yabTaTOB MPEANPHUATHS (CHIKEHHE JIOTHCTUYECKUX 3aTpar, yBeJIMYeHHE O00BEMOB
peanu3aiuu U T.11.).

8. OtBerpTe Ha BONPOC, OyAyT JIM HEOOXOAWMBI MEPONPHUATHS IO PACIIMPEHHUIO HIIH
COKpAIIIEHUIO IITaTa KOMMEPYECKOH CIyXObl MPEANpUATUS B YCIOBUSX BHEAPEHUS
BalllNX MPEIJIOKEHUH, a Takke Kak JOJDKeH CTaBUTHCS BOMPOC O (PUHAHCHPOBAHHH,
BO3MOXKHBIX PUCKaX U WH(GOPMAIMOHHBIX MMOTOKAX.

9. BHecuTe CBOM MpEUIOKEHHS] TO ONTUMH3AIUN CTPYKTYpHl Mpeanpuatvs. Beidepute
OJIMH W3 BapHUaHTOB: a) YBEIWYEHHE MPHUOBUIM 32 CUET COKpAIEHUS CTPYKTYpHI; 0)
BHYTpEHHEE IIepepaclpesieieHHe pecypcoB; B) pa3BUTHE KOMIAHMM 3a CYET
YBEIMYCHUS/PACIIUPEHUS COTPYAHUKOB.

10. ITogroroBsTe HOBOE MTAaTHOE pacnucanue. OGopmuTe opraHU3aIMOHHBIC TOKYMEHTEHI.

TunoBbie KOHTPOIbHBIC MATEPHAJIBI IO TeMe 7. JlJoOKyMeHTHPOBaHHEe TPYAOBBIX
NPAaBOOTHOIIEHHIA.

Keiicvl 3a0anus, pewenue cumyayuoHnvlx 3a0a4

1. BaumarenbHO H3yuHTe NMpodeccuoHanbHble CTaHAAPTHI podeccuii B o0aacTu
HKOHOMHYECKOH O€30MaCHOCTH UCIOb3Ys CalT
http://profstandart.rosmintrud.ru/obshchiy-informatsionnyy-blok/natsionalnyy-reestr-
professionalnykh-standartov/reestr-professionalnykh-standartov/

2. Paccmotperts Ha caiite MUHHCTEPCTBA TPY/Aa U COIHATBHOMN 3amuThl PO mpodcTanmapTe U
BBIOpATh IpUMED JJIsi CAMOCTOSITETbHON paOOTHI.

3. WMByuuTh mpaBmIiIa COCTABJICHUS JTOJDKHOCTHON HHCTPYKIIHH.

Tema kpyanozo cmona

[TpobnemMbl W TEpCHEeKTUBBI COBPEMEHHOTO JEIONpon3BoJACTBa. Llenmyu, 3amaun M OCHOBHBIC
IIPUHIUIIBIL.

TunoBbie KOHTPOJIbHBIE MaTepHAJIBI 110 TeMe 8. Opranu3anus A0KyMeHT0000poTA.


http://profstandart.rosmintrud.ru/obshchiy-informatsionnyy-blok/natsionalnyy-reestr-professionalnykh-standartov/reestr-professionalnykh-standartov/
http://profstandart.rosmintrud.ru/obshchiy-informatsionnyy-blok/natsionalnyy-reestr-professionalnykh-standartov/reestr-professionalnykh-standartov/
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Temwt onpoca
1. Kak nmo-HOBOMY OpOPMIISATE TOKYMEHTHI.
Tpe6osanus [OCT P 7.0.97-2016.
3. Beaenme >xypHama peructpanuu koppecrnonaeHnuu B MS  Office Excel 2010.
Jlenonpou3BoCTBO B KOMIIAHUU: KaK B3SITh O] CBOW KOHTPOJIb.
CeMb II1aBHBIX IIATOB - HHCTPYKIIHS O JIEJIONPOU3BOICTBY.
Opranu3zanys UCTIOJTHEHHS TIOKYMEHTOB U TIOPy4YEHUH.
6. Kak mo-HoBoMmy odopmisate nokymeHtei? TpeboBanus I'OCT P 7.0.97-2016
CocraBieHue onucei Ha Jiena, mepeiaBaeMble B apXUB OPraHU3AIH.
W3nanne npuka3oB: BaKHbIC HIOAHCHI.
8. Ocobennoctu (hopMHUPOBAHHUS B JIENIa OTICIHHBIX KATETOPUN JOKYMEHTOB

N

oA~

~

Ilpumepvr mecmuposanus

1.K rpymnmne uCTOYHHKOB, MPEACTABISIONINX CO00M 3aKOHOAATENBHO 3aKpEeIUICHHbIE MTPaBHUiIa U
HOPMBI pabOThI C JOKYMEHTAMH OTHOCHUTCH ...

A .IINCHbMOBHUK;

b. bopmynsapHuk;

B. I'enepasibHbIl perilaMeHT.

2.IloHsATHE CTaHAAPTH3AIMHU, KaK IEATEIFHOCTH 10 YCTAHOBICHHUIO IPABUII U XapaKTEPUCTHK B
LeNAX UX J0OPOBOJIBHOIO MHOTOKPAaTHOIO MCIIOJIb30BaHMS, HAINPABJICHHONM Ha JIOCTUIKEHUE
YIIOPSIOYCHHOCTH B chepax MPOU3BOICTBA U OOPAIICHHUS, 3aKPETIISETCS B ...

A. ®enepanbHoM 3akoHe PO "O crangapruzanun';

b. ®enepanbHom 3akoHe PO "TexHuueckoM peryaupoBaHun';

B. ®enepanbaom 3akone PO "O6 nnpopmanyu, nHGOpMaTH3aMK U 3aIIuTe HHOopMau'.

3.IloHaTne AOKyMEHTa Kak MaTepHaJbHOro OOBEKTa, COJAEprKallero HHGOpMaIMio A ee
pacmpocTpaHeHHsl B MPOCTPAHCTBE W BPEMEHH (BKIIOYAas W TaK HA3bIBAEMBIE TPEXMEpPHBIC
NPOM3BEACHUS UCKYCCTBA - ApXUTEKTYPY U CKYJIBITYpPY) - TO ...

A. y3KO0€ MOHSTHE TOKYMEHTA;

b. mupokoe noHsTHE TOKYMEHTA;

B. camoe mmpoxoe noHATHE JOKYMEHTA.

4.3. OueHo4HbIe CpeacTBA I IPOMEKYTOYHOM aTTecTaluH.

4.3.1. ®opmMupyemMbie KOMIIETEHIIUH

Kon HaumenoBanue Kopx srana HaumeHnoBaHue 3Tana oCBOCHUs
KOMIICTCHI] KOMIICTCHIIN U OCBOCHUA KOMIIETCHIIHN
U KOMIIETEHINH
OIIK OC-5 | Cnocobnocts npumenars | OIIK OC-5.4 | CnocoOHOCTB NPUMEHSI T
HOPMAaTHBHO-TIPaBOBbIE HOPMATHBHO-TIPABOBbIE ~ aKThl H
aKkThl, oO0ecHeYnBaoIne rpaMOTHO JOKYMEHTHPOBAThH UX.
(bYHKIMOHUPOBAaHUE

OTpacyeil SKOHOMHUKH

[IK OC-52 | coco6HocTh mpumeHsTh | [IK OC-52.1.1 | cnocoOHOCT, ~ TpPUMEHSTH  Ha

Ha  IIPAaKTHUKE  METOAbI IIPaKTHUKE METO/bI
BBISIBIICHUS u JOKYMEHTUPOBAHUA
JOKYMEHTUPOBAHUSA SKOHOMUYECKUX IIPAaBOHAPYLICHUN

3KOHOMHNYECCKHX n
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HaJIOTOBBIX
IIpaBOHAPYLICHUM:
UH(POPMALIMOHHBIE,
pacueTHO-aHAIUTUYECKUE,
JIOKYMEHTaJIbHBbIE,
(haKTHIECKOro KOHTPOJIS

[1K-6 CIIOCOOHOCTBIO [1K-6.1.2 CIIOCOOEH HCIIOJIL30BATh JaHHBIE
OCYIIECTBIISATh JUIs  ydyeta B pa3IMYHbIX
OyXxraaTepckui, XO3SHCTBYIOLINX CYOBEKTOB
(UHAHCOBBIH,

OIepaTHBHBIMH,
YIIPaBJICHYECKUI U
CTaTUCTHYECKUE  Y4YEThl
XO3AUCTBYIOIINX
CyObEKTOB U TPUMEHATH
METOAMKH ¥ CTaHIapTHI
BeICHUsl OyXTajTepcKoro,
HAJIOTOBOTO, OIOHKETHOTO
y4eToB, (OPMUPOBAHUS U
IIPEIOCTABIICHUS
OyXraiaTepckon,
HAJIOTOBOM,  OIOMKETHOU
OTYETHOCTH.

[1K-10 CIIOCOOHOCTHIO [1K-10.1.2 CIOCOOEH BBISABIATH U YCTPAHSTD
OCYILECTBIISATh IPUYMHBI U yCIOBUS,
MEpOTIPHUSATHS, CIOCOOCTBYIOLINE COBEPIIECHUIO
HarpaBJIeHHbIE Ha NpeCTYIUICHUH;

MPOPUITAKTHUKY, CIOCOOEH OCYIIECTBISITh
IIpeNyNpexICHNE MEpONPUATHSI, HallpaBJIeHHbIE HA
NPECTYIUICHUH W WHBIX POPIIAKTHKY, IPETYTIPEKICHIES
IpaBOHApYLICHUH, Ha NPECTYIICHUH ¥ UHBIX

OCHOBE UCIOJIb30BaHUS [IpaBOHAPYIICHU, HA OCHOBE
3aKOHOMEPHOCTEN HCIIOJIb30BaHMsI 3aKOHOMEPHOCTEH
SKOHOMUYECKON HYKOHOMHYECKOHN IIPECTYITHOCTU U
IPECTYIHOCTH U METOI0B METOZIOB €€ NPEAYIPEKICHUS;

ee NMpeAynpeKICHUS; BBISIBIISITh M YCTPAHATH IPUYHHBI U
BBISIBIISATh M YCTPAHATh yCIIOBHS, CIIOCOOCTBYIOIINE
NPUYHHEI U YCIOBUS, COBEPIIEHUIO MPECTYILICHHH, B
CHOCOOCTBYIOLIHE TOM YHCII€ KOPPYINIIUOHHBIX
COBEPILIECHUIO MIPOSIBIICHUN

NpPECTYIUIEHUH, B TOM

YrcIie KOPPYIMITUOHHBIX

IIPOSIBIICHU N

I1K-12 CITOCOOHOCTRIO BRIABIATE, | [1K-12.1 CIIOCOOHOCTH BEISBIIATD,
JIOKYMEHTUPOBATh, JIOKYMEHTHPOBATh, MIPECTYIUICHUS
IpeceKaTh U PacKpPbIBaTh Y WHBIE ITPaBOHAPYIICHHS B cepe
NPECTYIUICHUS U UHBIE HKOHOMHKH
npaBoHapylieHus B chepe
HKOHOMHMKH.

I1K-14 CITOCOOHOCTHBIO IIK - 14.2 CITIOCOOHOCTBIO  IOKYMEHTHUPOBATh
OCYILIECTBIISITh uHpOpMaLIUIO 00
POM3BOJICTBO 1O JeJaM aJIMUHUCTPATUBHBIX
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00 aJIMUHHCTPATUBHBIX IIPABOHAPYLICHUAX
[IPaBOHAPYLICHUSX.

ITK-15 crnocobHocThi0 TpuMenaTh | [1K-15.1 CIOCOOEH NMPUMEHSTH B
B npodeccuoHaIbHON npodeCCUOHAIBHON AEATEIbHOCTH
JIeATEIbHOCTH TEOPETUYECKUE OCHOBBI PACKPBITHS
TEOPETUYECKHE  OCHOBBI U paccie0OBaHusl IPECTYIIICHUH;
pacKphITUS 51 CIOCOOEH HCITI0JIb30BaTh JUIs
paccie0BaHus peleHust MpohecCuOHaNIbHbIX
IIPECTYILICHUH, 3aa4 TEXHUKO-
UCIIOJB30BaTh B LEIAX KPUMHUHAJIUCTUYECKUE METONBI U
YCTaHOBJICHUS CPENCTBA, TAKTUYECKUE ITPUEMBI
O00BEKTHBHON MCTUHBI I10 IIPOU3BOACTBA CIEACTBCHHBIX
KOHKPETHBIM JenaMm neiicTBui, popMbl OpraHu3aluy u
TEXHHUKO- METOAMKY PACKPBITUS U
KPUMHMHAIMCTUYECKHE paccieioBaHus OTAEIbHBIX BUIOB
METOOBl M CPEACTBA, Y TPYIIIL.
TaKTU4YECKHE IIPUEMBI
IIPOU3BOJICTBA
CIICACTBCHHEIX JICHCTBHIA,
dbopMbl  OpraHu3zaLuu U
METOAMKY PAaCKpBITHS H
paccie0BaHus
OTZEIIBbHBIX BUJOB U IPYIIII
MIPECTYIIICHUN

4.3.2 TunoBble OLIEHOYHBIE CPEACTBA

BOl'lpOCbI AJId 3a4€Ta 1Mo ATMCHUIIJIMHE «I_[OKyMeHTaIII/IOHHOQ odecneyeHue

1.

ok

yHnpaBJIeHUsD)

OcHOBHBIE 3Talbl Pa3BUTHS AETIONPON3BOICTBA B Poccun: mpukasHoe
JIeNTOTIPOU3BOICTBO, KOJIIEKCKOE JIEJIONPOU3BOJICTBO, MUHUCTEPCKOE
JeNIOTIPOU3BOCTBO.

Hcropus aenonpon3BoACTBa B F0JIbl COBETCKOM BIACTH — OCHOBHBIE 3TaIlbl
pa3Butus. OpraHuzaloOHHOE ¥ HOPMAaTUBHOE O0eCcIieueHue IeJI0NPOU3BO/ICTBA B
CCCP.

CoBpeMeHHOE COCTOSIHME OpraHu3aluy padoT B OpraHax rocyJapCTBEHHOMN
BJIACTH M MECTHOTO CaMOYIPABJICHHUs 10 Pa3BUTHIO U coBepiieHcTBoBaHuio JIOY.
[TonroroBka KaJapoB JUIsl 1€IOMPOU3BOJICTBEHHBIX CITYKO.

Kakune pekBU3HUTHI BXOJAT B (hopMysip-oOpasels Ciry>keOHOro nucbMa?

Kaxk pacnonararorcst pekBU3UTHI Ha OJ1aHKax ciykeOHbIX ucem? HazoBute
PEKBU3UTHI Ha OJIaHKE.

KakoBa cTpykTypa nucsma-3amnpoca, michbMa-mpockObl, MMChMa-0TBETa,
COITPOBOJIUTENILHOTO TUChbMa?

[ToAroToBUTE NMPUMEPHI CIYKEOHBIX MHCEM (TUCHbMO-TIPOCh0a, MUCbMO-0TKA3,
NUCbMO-TIPETEH3HUs, OTBET Ha MPETEH3HI0, COPOBOAUTEIBHOE MUCHMO H T.JI.)

Hopmamusno-wemoouuecxas 6aza JJOY:

Kaxkue ocHOBHBIE 3aKOHBI perynupyoT JJOY?
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10. Kakoii cranmapt UCHONb3YIOT ISl 0(OPMIICHHS OpraHU3alliOHHO-
pacrnopsiAUTEIbHBIX IOKYMEHTOB?

11. Yro nonumaercs noj yHu(pHUKaLuen U CTaHaapTU3ANeH?

12. Yro npencrasiser codolt YHubUIMpoBaHHAs cuctema 1oKymMmeHToB (JI0Y)?

13. C xakoii uenpto pazpadoran u BeezeH B aerictsue [OCT P 6.30-2003
«YHuduuupoBaHHbIE CUCTEMBI IOKYMEHTALUU. Y HUPHUIIMPOBAHHAS cUCTEMa
OpraHU3aIMOHHO-PACTIOPSAIUTENBHON TOKyMeHTauu. TpeboBanust K
O0(OPMIICHUIO TOKYMEHTOBY?

3aoanus, évinecennbvle HA 3AHAMUA

2. IluceMeHHas mpoBepoYHas padoTa 1Mo MPOUICHHBIM TEMaM
3. H3yuuTh HOPMATHUBHO-IIPABOBYIO 0a3y MOKYMEHTAIIMOHHOTO 00ECIICYCHHSI
yIpaBIeHUS BKIIOYAIOIYIO:
»  3axonwvi PO:

o DenepanpHbiii 3ak0H «O0 MHGOpMAaIUK, HHOOPMAIIMOHHBIX
TEXHOJIOTHSX U 0 3ammre nadopmarmmny ot 27 nroisg 2006 . Ne
149-D3;

o  @Denepanbublii 3akoH Poccuiickoit @enepanun «O TEXHHYECKOM
peryaupoBanuny ot 27 nexadps 2002 r. Ne 184-D3;

e 3akoH Poccuiickoii @enepanun «O rocy1apcTBEHHONM TalHE» OT
21 uronsg 1993 1. Ne 5485-1.

= JOCTw PP:

e JT'OCTP 6.30-2003 «YHUPHUIHPOBAHHLIE CUCTEMBI
JIOKYMEHTAMWU. Y HUDUIMPOBAHHAs CUCTEMA OPraHU3allMOHHO-
pacnopsANTENLHON JOKYMEHTAUU. TpeboBaHus K 0hOpPMIECHHUIO
TOKYMEHTOBY;

e J'OCT 6.10.5-87 «YHHbHUIIMPOBAHHBIE CUCTEMBI JOKYMEHTALIMH.
TpebOoBaHus K TOCTPOCHHIO (hopMyIsIpa-o0pa3uan;

e T'OCTP 51141-98. «J/lenonpou3BOJICTBO U apXUBHOE JICJIO.
TepMHUHEI B OIIPEICICHUS

= [lepeuensb munogulx ynpasieHyeckux 00KYMeHmos, 0opazyiouuxcs 6
0esimebHOCIU OP2AHU3AUUL, C VKA3AHUECM CPOKO8 XPAHEHUs (YE.
Pocapxusom 6 okmsadops 2000 2.) (c usmenenusmu om 27 okmsabopsa 2003

2)

Temvt Ouckyca: «Victopusi pa3BUTHS CHUCTEMBI TOCYIApPCTBEHHOTO JTOKYMEHTHPOBAHMS.
HopmarusHo-meToanyeckas 6aza JJOY»

KOHmpOJleble 680npocol:

e OCHOBHBIE ATalbl PA3BUTHUSI CUCTEMBI TOCYIAPCTBEHHOT'O TOKYMEHTUPOBAHUS U
BBIJICJICHUE OMPEICIICHHBIX TPATUIIUI CO3aHuUs JOKYMEHTOB;
e (denepanpubie 3akousl ['OCToB

Tunogwvie mecmut
1.YnopsimoueHHast COBOKYITHOCTh JaHHBIX WM JIOKYMEHTOB, HEOOXOMMMBIX IS PEIICHUS
3a]a4 OIpeIeIeHHONW 00IacTH AeSTETbHOCTH - 3TO ...
A. nHGOPMAIIOHHBIE CHCTEMBI;
b. unpopmannoHHbie pecypchl;
B. nHpOpMaIoHHbIE MacCHBHI.


http://eokd.tolgas.ru/euk/dou/fz/zakonobinf.doc
http://eokd.tolgas.ru/euk/dou/fz/zakonobinf.doc
http://eokd.tolgas.ru/euk/dou/fz/zakonobinf.doc
http://eokd.tolgas.ru/euk/dou/fz/reg.doc
http://eokd.tolgas.ru/euk/dou/fz/reg.doc
http://eokd.tolgas.ru/euk/dou/fz/taina.doc
http://eokd.tolgas.ru/euk/dou/fz/taina.doc
http://eokd.tolgas.ru/euk/dou/gost/6_30_2003.rtf
http://eokd.tolgas.ru/euk/dou/gost/6_30_2003.rtf
http://eokd.tolgas.ru/euk/dou/gost/6_30_2003.rtf
http://eokd.tolgas.ru/euk/dou/gost/6_30_2003.rtf
http://eokd.tolgas.ru/euk/dou/gost/6_10_5_87.doc
http://eokd.tolgas.ru/euk/dou/gost/6_10_5_87.doc
http://eokd.tolgas.ru/euk/dou/gost/51141_98.rtf
http://eokd.tolgas.ru/euk/dou/gost/51141_98.rtf
http://eokd.tolgas.ru/euk/dou/gost/pere.rtf
http://eokd.tolgas.ru/euk/dou/gost/pere.rtf
http://eokd.tolgas.ru/euk/dou/gost/pere.rtf
http://eokd.tolgas.ru/euk/dou/gost/pere.rtf
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2. ... - MaTepUaIbHBIA OOBEKT, CIECIHAIBLHO CO3/IaHHBIM YEJOBEKOM, MOCPEICTBOM KOTOPOTO
MO>KHO XpPaHHUTb U NepeaBaTh HHPOPMAIUIO

A. MaTepuanbHbIi HOCUTEINb;

b. maTepuanbHast OCHOBa IOKyMEHTa;

B. MaTepuanbHas cocTaBistonias J0KyMeHTa.

3. ... OTpa)kKaeT KauYeCTBEHHOE, T.€. BHYTPEHHE MPUCYILIEE JOKYMEHTY OTIHYHE.

A. CBOWCTBO JJOKYMEHTA;

b. npusnak noxymeHra;

B. crpykTypa nokymeHTa.

4. Kakum CBOWCTBOM MOXXHO OXapaKTepU30BaTh HAIWYUE Y JIOKYMEHTA HEOTHhEMIIEMbIX
craraeMbix, 0€3 KOTOPBIX OH CYIIECTBOBATh HE MOXKET?

A. BEIlIECTBECHHOCTD;

b. aTpuGyTUBHOCTH;

B. cTpykTypHOCTS.

5. YTO OTHOCHTCA K IPU3HAKAM JTOKYMEHTA!
A. GyHKIIMOHATBHOCTH UH(POPMAIUY;

b. ToxxnecTBeHHOCTH camoMy ceOe;

B. 3aBepiieHHOCTH COOOIIEHUS.

6. Kakast pyHKIIMSI OTHOCUTCS K 0OIIMM (DYHKIIMSIM JOKYMEHTA?
A. 001IEeKYyTBbTYypHAS;

b. uadopmarmonHnas;

B. npasosast.

7. Kakast yHKIMSI OTHOCUTCS K CHIEIUAIbHBIM (QYHKIMSIM JTOKyMEHTa?
A. ynops104nBaroas;

b. B. ynpaBneHueckas;

UH(POPMAaLIMOHHAS.

8. ...- NelicTBMe WM COBOKYNHOCTb JEHCTBUMN, MPUMEHSIEMBIX HpU 3amMcH WHPOpMalUU Ha
MaTepualbHOM HOCHTEIIE.

A. MeTOJl TOKyMEHTUPOBaHMS;

b. cnocob noxymMeHTHpOBaHuUs;

B. cpencTBo 1OKYMEHTHPOBaHUS.

9. Kakoe mpaBHII0 UCITIONB3YeTCsl B CUCTEME KOJUPOBaHUSI HHGOpMAIuu?
A. 9em JJIMHHEE KOJI, TEM KOpOoYe CJIOBO;
b. ueM Kopoue 3ByKH, TEM KOPOUE S3bIK;
B. yem kopoue Ko, TeM JJIMHHEE TEKCT.

10....- 3To mporecc ymopsAOYEHHUS WINM PACHpENesIeHHs JOKYMEHTOB IO KilaccaM C IENbIo
OTpa’KeHHs OTHOIICHUI MEXly HUMHU U COCTaBJICHUS KIaCCU(PUKAIIMOHHON CXEMBI.

A. CTpyKTypUPOBaHUE;

b. xnaccudpunuponanue;

B. noxymeHnTupoBaHue.

11. Kak 10/KHO TPOUCXOIUTH JIeTICHUE JOKYMEHTOB?
A. Ha poJIbl, MOJABU/IBI, TOAPOIbI, PA3HOBUIHOCTH;

b. Ha pobl, BHJIBI, TOJIBHIBI, PA3HOBUIHOCTH;

B. Ha BUbI, IIOABUABI, paBHOBI/IIIHOCTI/I, pOI[BI.
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12. CornacHo iaccupuKalMu JOKYMEHTOB II0 XapakTepy CpeAcTB (UKCUPOBAHMS
UHPOPMALIUU PA3THYALOT ...

A. TEKCTOBBIE U HETEKCTOBBIE JOKYMEHTHI;

b. 1OKyMEHTBI Ha €CTECTBEHHOW U UCKYCCTBEHHOM MAaTepUaIbHON OCHOBE;

B. nepuoanueckue u HENEPUOANYECKUE TOKYMEHTBHI.

13. JloxkymeHT, conepxxamuii uHpOpMaLUIO, HE NpPEeIHA3HAYCHHYIO IS [IUPOKOIo
pacipocTpaHeHuUs

A. HeonyOJIMKOBaHHBIH;

b. HenyOnukyeMmslii;

B. Henepuoanveckuii.

14. JlokyMeHT, BOCHPOHM3BOIAIINN HH(OPMALIMIO OPYroro JAOKYMEHTa M BCE €ro BHEIIHHE
MIPU3HAKU

A. BTOpUYHBIN;

b. BU3yanbHBbIN;

B. xonus.

Tunoevie cumyauyuoOHHblE 3a0auu

JupekTop anTeku chenala 3aMed4aHue MOJIOJOMY CIEUUATUCTY-IPOBU30PY, OTIYCTUBLIEMY
JICKapCTBEHHBIE CPECTBA 10 3TUM PEIICNITaM, M IOTpeOoBasia O0BICHUTEILHYIO 3aITUCKY.

B 00bsacHUTENBHON 3alKCKe MPOBHU30p yKazana, YTO OHa OTHmycTuia numib 10 ammyn pactBopa
«CoMOpeBUHaY, T. K. TPEACIBHO JOMYCTUMOE KOJIHMYECTBO ITOr0 IMpermapaTa 3aBbIIICHA, a
cooTBeTcTBYyMoMIeH Haanucu «Ilo cnenuansHOMY Ha3HAYEHHUIO» Ha peliernTe He ObLIO.

JupexTop anTeku MpoBU30PY OOBSBHIIA BEITOBOP M 00s3a1a y3HATh aapeca OOJbHBIX, KOTOPHIM
OTMYIIEHBI JICKAPCTBEHHBIE CPEJICTBA, U3BATHh UX, U3BUHUTHCS U BEPHYTH JE€HBIH (32 CBOM CUET).
Ha cnenyrommii neHb IUPEKTOpP AanTeKud IMO3BOHWIA pykoBoauressim JIIIY, u3 KoTOpbIX
MOCTYIUJIM YKa3aHHBIE PEIENThI, U TOTpeOOBaa OT CBOETO UMEHH OOBSBUTH BHITOBOpA Bpayawm,
BBINIMCABILIMM JJAHHBIE PELIETITHI.

3aoanue.IlpoaHnanu3upyiTe CUTYallMI0 U JIaWTe KPUTHUECKYIO OIIEHKY MOPSAKY OpraHu3aluu
OTIYyCKa JIEKAPCTBEHHBIX CPEACTB M3 alTEeKH, ACUCTBUSAM JUPEKTOpa alTeKd U MPOBU30pa C
MOJIHBIM TEOPETUYECKUM U HOPMATUBHBIM 000CHOBaHHWeM. OOpaTuTe BHUMAHHE Ha CIEIYIONINE
BOITIPOCHI:

1.KakoB mopsiIoK BBIMUCHIBAHUS M OTITYCKA JAHHBIX JIEKAPCTBEHHBIX CPEICTB?

2.Kakue HapyiieHus JEHCTBYIOIIUX PETJaMEHTOB JIOMYIIEHBl TPOBHU30POM U  KaKue
MOCJIEJICTBHSI MOTYT BBI3BaTh MOJ00HBIE HAPYIIICHUS B anTeke?

3.Jaiite omeHky mnpodeccHOHANIBHBIM NEUCTBUSAM AUpeKTopa anteku. OTBeYaroT JH OHU
OCHOBHBIM TPEOOBAHUSM, TPEABIBISIEMBIM K YIIPABIEHYECKUM PEIICHUSIM?

4. JlaliTe XapaKTepUCTHKy TIPABOBBIM U YIPABICHUYECKUM pEHICHUSM, YKKUTE KaKue
JIOKYMEHTHI JIOJDKHBI COTIPOBOK/IATh IaHHBIE JICHCTBUS.

MIxkana oueHUBaAHUA

JTan ocBOCHUs! Iloka3zaTenn Kpurepnii CpencrBa (MeTOabI)
KOMIIETeHIIUH OlLleHUBAHUSA OlLleHUBAHUS OlLleHMBAHUS
OIIK OC-5.4 AHanusupyer AHanus TectupoBanue, orpoc,
Cnoco6HOCTB npoOJIeMHbIE npoOIEMHBIX AOKJIaJ, 3alaHusd, ANCKYC,
NPUMCHATH CUTYaIlHH, chyaum“I MPOBEACH 9CCC, KOHTPOJIbHAA pa60Ta
HOPMAaTUBHO-
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IIPaBOBBIC AKTHI U ABIIAIOIINXCS B IIOJTHOM O00ObEME.
IPaMOTHO o0BeKTaMu
AOKYMCHTUPOBATh HX. | npodecCHOHAIbHON
JESTEIIBHOCTH.

I[IK OC-52.1.1 JleMoHCTpHUpYET PackpsiTo Ompoc, TECTHPOBAHHUE,
CnocobnocTh 3HAHME OCHOBHBIX | COJICPIKAHUE pEIlICHHE  CHUTYal[MOHHBIX
OPUMCHSITD Ha | meTOOB METOJ0B 3a1ad4, KOHTPOJbHAs
IIPaKTUKE MCTOMBI | grigBreHUs U | BBISIBJICHUS u | pabota, 1OKIad,
AOKYMCHTHPOBAHUA | joxymeHTHPOBaHHUS | JOKYMEHTHPOBAHHUS | KElic,
SKOHOMIICCKIX HKOHOMUYECKUX 9KOHOMMYECKUX JUCIIYT,
TpaBOHAPYILICHHH. IIPABOHAPYUICHUM. | IpaBOHApPYIUECHUU. | 3cce

O6ocHOBaHO ux

IPUMEHEHHE B

3aBUCHUMOCTH oT

KOHKPETHOM

CUTYallUU.
I1K-6.1.2 JlemoHCTpHUpYyeT PackpeiTo  3HaHUE Tectuposanue, ornpoc,
CTIOCOOeH 3HaHUE OCHOB | TEOPETUYECKUX JIOKJIaJ, 3a/1aHHE,
HCII0JIB30BATh ydeTra B Pa3JInYHbIX [ OCHOB, METOJOB H KOHTpOJIbHas paboTa,
JAHHBIE JUI y4eTa B | XO3SMCTBYIOLIUX IIPUEMOB B y4deTa B KPYTJIbI CTOJI, KEHC
pa3IMYHBIX CyOBEKTOB pa3IMYHbIX
XO3SIMCTBYIOIINX XO3SIMCTBYIOIINX
CyOBEKTOB CyOBEKTOB
[1K-12.1 JeMoHCTpHpYyeT PackpsIThI BUIBI 1 TectupoBanue, ompoc,

3HAHHE OCHOBHBIX | CYIIHOCTb KOHTpOJIbHas paboTa,

CIIOCOOHOCTD CII0COOO0OB JOKYMEHTOB. pe(bepaT, JUCITYT, 3CCC,
BBIABJIATD, BbISIBJICHUS O60ocHOBaHO PCIICHUC 337121
AOKYMEHTHPOBATb, NpaBOHApPYUICHUI | IPUMCHEHHE
IIPECTYIUIEHUS U JleMOHCTPHpYeT METO/I0B
MHBIC 3HAHWE OCHOBHBIX | BBIABIICHHS
NpaBOHAPYIICHUA B JOKYMEHTOB JJ1s1 | 9KOHOMHYICCKUX
chepe SKOHOMHUKH BeJIEHUS e MIPECTYIIIEHUN B

3aBUCHUMOCTH oT

KOHKPETHOU

CUTYalluu
IIK - 14.2 JlemoHcTpHpyeT ObocHoBaHO TectupoBanue, onpoc,
CIOCOOHOCTh 3HaHHWE OCHOBHBIX | CIOCOOHOCTHIO KOHTpOJIbHas paboTa,
JOKYMEHTUPOBATh METO/I0B OCYILIECTBIIATH pedepart, aucmyT, 3cce,
uH(popMaInIo 00 | mpou3BoCTBA JNOKYMEHTUPOBATh penieHue 3aaa4
aMMHHUCTPATUBHBIX | IPaBOBOW HAyKH. MIPOU3BOJICTBO IO
MIpaBOHAPYIICHUSIX nernam 00

aJIMMHHUCTPATUBHBIX

MIpaBOHAPYLICHUX

B 3aBHCHUMOCTH OT

KOHKPETHOU

CUTyaluu
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[1K-10.1.2
CrocoOCH BBISABIIATD U
yCTPaHATh IPUYUHBI
U yCIIOBUSI,
CrocoOCTBYIOIIHE
COBEPIIICHHUIO
MPECTYIICHMUIA;
ciocoOeH
OCYIIECTBIISATH
MEPOTIPUSATHS,
HanpaBJieHHBIEC HA
PO UIAKTHUKY,
MpeynpexaeHue
MPECTYIUICHUN 1
HHBIX
IIpaBOHAPYLICHUH, HA
OCHOBE
MCIIOJTb30BaHUS
3aKOHOMEpHOCTEN
3KOHOMUYECKOU
MIPECTYIHOCTH U
METOJIOB €€
MIPeyNPEeXICHUS;
BEISIBIISITH H
yCTPaHATh IPUYUHBI
1 yCJIOBUS,
CIOCOOCTBYIOIIHE
COBEPIIICHHUIO
MPECTYIUICHUI, B TOM
quclie
KOPPYIIIMOHHBIX
IIPOSIBIICHU

JleMoHCTpHpYyET
SHAHUC ITPUYIHUH
SKOHOMHUYECKOU
MIPECTYNHOCTU U
METOJIOB €€
peAYIPEKIACHUS

ObocHoBaHO
IIPUMEHEHHE
METO/I0B
IPELyNPEXKICHUS
SKOHOMUYECKHUX
MIPECTYIUICHUH, B
TOM YHCJIE
KOpPPYILHOHHBIX
MIPOSIBJICHUH, B
3aBUCUMOCTH OT
KOHKPETHOU
CUTyaluu

TectupoBanue, onpoc,
KOHTpOJIbHAs paboTa,
pedepar ,Kpyribii
cToJ,Acce

I1K-15.1

CIOCOOEH MPUMEHSITh
B MpodeccroHaNnbHON
JeSITeTbHOCTH
TEOpeTUYeCKHe
OCHOBBI PACKPBITHS U
paccienoBaHus
MIPECTYIUICHU;
ciocoOeH
WCTIOB30BaTh ISt
peteHus
npodecCHoHaTBHBIX
3a1a4 TEXHUKO-
KPUMHHAJIHCTUICCKHE
METO/IbI U CPE/ICTBA,
TaKTUYECKHE TIPUEMBI
MIPOU3BO/ICTBA
CJIC/ICTBEHHBIX
neiictBui, hopmbl
OpraHu3aIyu U

JeMoHCTpHpYyeT
3HAaHUE OCHOB
PacKpbITUS U
paccie0BaHus
IIPECTYILICHUH B
obnactu
SKOHOMMKH

PackpeiTo 3HaHUE
TEOPETUUECKHUX
OCHOB, METOJIOB U
MIPUEMOB
PacKpBITHS U
paccienoBaHus
MPECTYIJICHHU B
obnactu
SKOHOMUKH

TectupoBanue, onpoc,

KOHTpOJbHas paboTa,

pedepar ,aucmyT,>3cce,
pelIeHne 3a1aq
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METOIMKY PaCKPBITUS
U pacclieIoBaHus
OTJICJIbHBIX BUJIOB U

Ipym.

4.4. MeTonnuyeckne MaTepuaJibl

OnenuBanue OO0yYarOMIMXCS B MPOIECCE IMOATAMMHOTO OCBOCHUS WMH KOMIIETCHIIHH,
dbopMupyeMBIX JaHHOW JUCIUILUIMHOM
IperoiaraeT OIEeHUBAaHUE 3HAHUL C TIOMOILBIO YCTHOTO cOOeCeI0BaHMsI 110 y3JI0OBBIM BOIIPOCaM
U yMeHull peliaTh CUTYallMOHHbIC 3314 U/WIN Kelc-3aJaHusl.

3HaHWsT W yMEHHsI OOYyYalolerocss Ha 3a4eTe OICHUBAIOTCS KAaK «3a4TCHO» WU

OCYHICCTBIIACTCA B

3a4eTra, KOTOPBIU

dhopme

«HE3a4YTCHOY.
OueHnBaHue 00y4aKOIIErocsi Ha 3a4YeTe Mo TUCIUILTHHE
Onenka Kpurepun ouenku Pe3yabTarsl 00yueHus
OIIK OC-5.4
- COOTHOCHT Ha YPOBHE 3HAHUIA:
pa3IuYHbIE  I[PAaBOBBIC | — OCHOBHBIX HOHSTHH, KaTEeTOpHH,
SIBICHUS, FIOPUANYCCKHUC | MPUHIIAIIOB CUCTEMBI POCCUMCKOTO MPaBa;
(haxrer, HIPaBOBBIC | — OCHOBHBIX HOPMAaTUBHO-IIPABOBBLIX AaKTOB,
HOpMBI M [PABOBBIC | peryIUPYIOLIAX JICATCIIbHOCTD CYOBEKTOB
OTHOILICHUS, Pa3IMYHBIX OTpaciieil 3KOHOMHUKH;
- JIOTUYCCKU HA YPOBHE YMEHHUI:
BEPHO HHTCPIPETUPYCT | — OIIEpUPOBATH MOHATHUAMH M KaTE€rOpUAMH
HIPAaBOBBIC ABJICHUA, CHUCTEMBI pPOCCUICKOTO MPaBa;
} AcTacT - OPHEHTHPOBATHCS B CUCTEME
aNCKBATHBIC  BBIBOMBI | 3ax0H0aTEIBCTBA M HOPMATHBHO-ITPABOBBIX
OTHOCHUTEIBHO aKTOB;
TCHICHIMH pAasBUTHA | _ MCIIOb30BaTh IIPAaBOBYI0 HH()OPMALHIO
fopuandecKkon Y| mpu paccMOTpeHMM ¥ aHaNIM3€ OTHONICHHIA,
CYAEOHOM IPaKTHKH; BO3HUKAIOIINX B XOJ1e NeSITeITPHOCTH
«3a4TCHO» - OpaBWIBHO M | srogoMHUUeCcKHX CyOBEKTOB;
MIOJTHO OTpakaeT
pe3yIbTaThI
npodeccroHanbHOI K OC-52.1.1
ACATCIBHOCTH B | na yposne 3nanuii:
TOPHIMICCKON M MHOM | _ METOJIOB BBISIBJICHHUS u
AOKYMCHTALLMH JOKYMEHTHPOBAHHUS IKOHOMHYECKUX "
) onepnpyer HAJIOTOBBIX MTPABOHAPYIICHUH.
FOPHANHCCKIMH HA YPOBHE YMEHMIi:
MOHSTUSIMA u
KaTCropUAMH, = OTIPENIENIAITh W HCIOJIB30BaTh HUCTOYHUKH
) aHaJM3npyeT uH(popMaluy,  SABJISIONIMECS  OCHOBOM  JUId
IODHAINTECKHE (AKTEL H | poopnonys  SKOHOMMMGCKMX M HANOTOBBIX
BOSHUKAIOIINE B CBAN C | |\ on oo orenmit;
HHMH MPABOBHIC | _ OpOBEPSATh  KauyecTBO  HH(OpMAINH,
OTHOIIICHUSI. o
HONY4eHHOH B pe3yiabTraTe  MPUMEHCHHUS
UH(OOPMAIIMOHHBIX,  PACYCTHO-aHAJIMTUYCCKUX,
(HC3AUTCHO» ) - HE - COOTHOCHT | o\ MEHTaNBHBIX ~ METOMOB 1 METOJOB
pa3IUYHBIC  [PABOBBIC

(haKTHYECKOT0 KOHTPOJIS;




27

ABJICHUSA, HOPUINYCCKUC

(baxThI, IIPaBOBbIE
HOPMBI M  IIPaBOBHIC
OTHOILICHHS;

- JOTUYECKH  HE

BEPHO HHTEPIPETUPYET
[IPaBOBBIE SIBJICHUS;

- HE Jienaer
aJICKBaTHbIE  BBIBOJBI
OTHOCUTEIILHO
TEHJCHUUNA  Pa3BUTHUS
FOPUANYECKOU 51
CyneOHON MPAaKTHKHY;

- HC IpaBUJIbHO H

MIOJTHO OTpa)kaeT
pe3yJIbTaThl
npodeccnoHanbHOM
NEeSATeTbHOCTH B
OPUANYECKON W HHOMN
JOKYMEHTaluU

- HE  ONEpUpyeT
IOPUINYECKUMHU
MOHSATUSMH u
KaTeropusiMu;

- c omuoKaMu
aHAIU3UPYET

opunuueckre (axkThl U
BO3HHUKAIOIINE B CBS3H C
HUMU MIpaBOBbIE
OTHOIIICHHS.

- MIPOBEPSThH pUMEHEHUE
YCTaHOBJICHHBIX poLeayp B
HCIIOJIb3YEMbIX METO/IOB;

- (¢hopMupoBath 000CHOBAHHBIE BBIBOJBI 10
pedynprataM  uHGOpMalMU, TOJYy4YEeHHOW B
pe3ynbTaTe MPUMEHEHHS METOJIOB BBISBICHUS
HKOHOMMYECKUX U HAJIOTOBBIX ITPaBOHAPYLICHUII;
MOJATOTAaBIUBAaTh  JIOKYMEHTHI 10  (haktam
BBISIBJICHHBIX ITPAaBOHAPYILICHUH.

BCEX
pamKax

IIK-6.1.2

HA YPOBHE 3HAHMIA:

[IpakTuKy TpUMEHEHUs 3aKOHO1aTEIbCTBA
Poccuiickoit denepanu no Bonpocam

0o OopMIICHUS IEPBUYHBIX YUETHBIX JOKYMEHTOB
BHyTpeHHUX OpraHu3alioOHHO-
pacnopsIIUTENbHBIX IOKYMEHTOB
HKOHOMHYECKOTO CyOBEKTa, perJaMeHTHPYIOIINE
MOPSIIOK COCTABIICHUS, XPAaHEHHUS U IIepeady B
apXUB MEPBUYHBIX YYETHBIX JOKYMEHTOB
[Topsiaka cocTaBieHHs] CBOAHBIX YUETHBIX
JIOKYMEHTOB B IEJISIX OCYIIECTBICHUS] KOHTPOJIS 1
yrnopsiAoYeHus: 00pabOTKH TaHHBIX O (hakTax
XO3SIMICTBEHHOW JKM3HU

HA YPOBHE YMEHHIi:

CocraBiith (0hOpMIISTH) IEPBUYHBIE YUETHBIE
JIOKYMEHTBI, B TOM YHCJIE DIIEKTPOHHBIE
JIOKYMEHTBI, I0JIb30BaThCsl KOMITbIOTEPHBIMU
poTrpaMMaMHU JUTsl BEICHHSI OyXTalnTepCKOro
yueTa, UHPOPMALMOHHBIMU U CIIPaBOYHO-
MIPaBOBBIMU CHCTEMaMHM, OPTTEXHUKOM

MK-12.1
HA YPOBHE 3HAHMA:

BuyTpeHHue opraHu3alioHHO-
pacnopsIIUTENbHBIE JOKYMEHTBI SKOHOMUYECKOTO
CyObeKTa, peraaMeHTUPYIOIINE TOPSII0K
COCTaBJICHUS, XPAHEHHUs U IIepefjady B apXHB
IIEPBUYHBIX YUYETHBIX JTOKYMEHTOB

HA YPOBHE YMEHHUI:

Bitagets npuemMaMu KOMILIEKCHOU ITPOBEPKU
MIEPBUYHBIX YYETHBIX JIOKYMEHTOB
ObecnieunBaTh COXPAHHOCTh IEPBUYHBIX
YYETHBIX JJOKYMEHTOB JI0 MEpeIad UX

B apXUB

IIK - 14.2
HAa YPOBHE 3HAHWIA:
OCHOBHBIX  3aKOHOMEpPHOCTEHl M  METOIOB

SKOHOMHWYECKOW U MPABOBOI HAYKH;
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OCHOBHBIX
JeSTENIbHOCTH;
- IPUMEHEHUS SKOHOMUYECKUX 3aKOHOMEPHOCTEH
B IPO(eCCUOHATIBHOM 1A TEIbHOCTH;

3ama4 po¢eCCuOHATBHOM

HA YPOBHE YMEHMIA:

HCII0JIb30BaTh OCHOBHBIE  3aKOHOMEPHOCTH
DKOHOMUYECKOM M  IIpaBOBOM  HAyKM B
IpoeCCHOHATILHOM 1eATEbHOCTH;

- HCIO0JIb30BATh OCHOBHBIE METO/BI

SKOHOMHUYECKOU U MPABOBON HAYKH
[1K-10.1.2

Ha ypoBHe 3HaHwuii:

BBIPa0OTKA TUIIOTE3bI O MOJIEITN OTMBIBAHUS
MPECTYMHBIX J0XO/I0B;

ompezesieHue MOTPEOHOCTH B IOTIOTHATEIHLHON
uH(pOpMAIUH JIJIs TIPOBEICHUST (PUHAHCOBOTO
paccrnenoBanus B neisix [101/DT;

KOCBEHHBIE MIPU3HAKN HATWYHS MTPECTYIUICHUS
Ha ypoBHe ymeHnmii:

aHAJIM3UPOBATh, CTPYKTYPUPOBATH U
KJaccuuupoBars HHGOPMALIHIO;

BBISIBJISIT IPUYMHHO-CIICJICTBEHHBIE CBSI3U

I1K-15.1

Ha ypoBHe 3HaHuii:

dbopM oOpraHuMzaliMi U METOAUK PACKPBITHS H
paccienoBaHusl OTIENbHBIX BUAOB M TIPyII
MIPECTYIUIEHUH B c(hepe SKOHOMUKHU

5. MeToauyeckue yKazaHus JJsl 00y4aOUIUXCS M0 OCBOEHHIO JUCIIHIJIMHBI
K 3auery mo aucuumnnune «JloKkyMeHTAaIlMOHHOE O0EeCTIeUeHUE yIpaBIeHUs» HE00X0IUMO
TOTOBUTCS IIeJIEHANPABIEHHO, PETYISPHO, CUCTEMAaTHYEeCKH U C TEPBBIX JHEH OOydeHHs IO
I[aHHOI\/JI JUCHUITIINHEC. ITonbITKH OCBOUTH AUCHUIUIMHY B NEPUOLI Sa‘IéTHO-C)KBaMCHaHI/IOHHOﬁ
CECCHUH, KaK IIPaBUJIO, TOKA3bIBAIOT HE CIIUILIKOM YAOBJIETBOPUTEIbHBIE PE3YJIbTATHI.
B camoM Hawaiie OCBOEHMSI AMCLUMILIMHBI I[MO3HAKOMBTECh CO ClleAyrolel ydeOHOo-

METONYECKON JOKYMEHTALIUEN:

TEMATUYCCKUMMU ITJIaHAMH SaHHTHﬁ,
KOHTPOJIbHBIMU MEPOTIPHUATUAMU,

paboueit mporpaMMoi TUCIMIUIAHBI «/{oKyMeHTalMoHHOEe 00ecIeueHUE YIpPaBICHUS,;
MepeyHeM 3HAHUHN, YMEHUI KOTOPHIMU O0yUaIOIIUIICs T0JDKEH OBIAACTh,

yLIC6HI/IK0M, y‘leGHLIMI/I HOCO6I/I}IMI/I, a TaK’KC 3JICKTPOHHBIMHA pECYypCaMu,
NEPCUYHECM DK3aMCHAIIMOHHBIX BOIIPOCOB U 3aIaHUil.

Ilocne storo Yy BaC OOJIKHO C(I)OpMI/IpOBaTLCH YCTKOC IMPCACTaBJIICHUC 00 o0Beme u

XapakTepe 3HAHWM, YMEHHH, KOTOPBIMHU

Hago OyneT OBJaAeTh 1O JUCIUIUIMHE.

Cucrematuyeckoe BBIIIOJHEHHE 3aJaHHii y4eOHOHW paboThl Ha JEKUUSAX M CEMHUHApPCKUX
3aHATUSAX IO3BOJUT YCIEIIHO OCBOUTh AMCHUUIUIMHY M CO3/aTh XOpPOLIyr 0a3y Uil chadu

3a4cTa.
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[IpomexxyTouHasi arTecTanmus IO AUCHUIUIMHE «JoKyMeHTannOHHOEe oOecreyeHue
yIpaBJICHUS» MPOBOJUTCS B COOTBETCTBUU C YUEeOHBIM IUIAHOM IO ceMecTpaMm — B 6 cemecTpe
Ui O4yHOU (hopMBI O0YUEHHUS B BUIE 3a4€Ta.

OOyuaromuiicss AONMyCKaeTcss K 3a4eTy IO JMCLUUIUIMHE B CIy4ae BBINOJIHEHUS WM
yu4eOHOro IjIaHa [0 JAWCLHUIUIMHE: BBIIOJHEHHBIX pabor. B ciydyae Hanmuuus yueOHOM
3aJI0JPKEHHOCTH 00ydaroluiicsa oTpabaThiBaeT NPOIYILIEHHbIE 3aHATHS B pOpMe, TPeI0KEHHON
IPENOIaBaTEIEM.

OOyuenune mno jauctMIIMHE  «/loKyMeHTalMOHHOE  oOecrieuyeHHe  yIpaBJICHUS»
IperonaraeT KOHTakTHYyI0 (opMmy paboThl (JIEKIMOHHBIC, CEMHHAPCKHE 3aHATHSA, a TaKKe
KOHCYJIbTAllMH) U CAMOCTOSATENbHYIO paboTy 00yJaromuxcs.

5.1. Memoouueckue pexomeHOayuu no NOO20MOGKe K JEKYUOHHbIM U CEMUHAPCKUM
3aHAMUAM

Hucunmumna  «JlokyMeHTalMoHHOE OO0ecleYeHne YIpaBICHUS» OpPHEHTUPOBaHA Ha
dopmupoBaHue y OOydYarOLMXCA MPEACTaBICHUA O MPaBWIBHOM JIOKYMEHTAllMOHHOM
oopMIIeHHN YITPABICHUYECKUX U TIPABOBBIX PELICHUN.

OcHoBHOI 1Llenpl0 00pa3oBaHUSl MO JAUCHUIUIMHE «J[OKyMEHTallMOHHOEe obecreueHue

yIpaBJIEHUs» SBISAETCS (POPMUPOBAHHUE Y CTYJIEHTOB OCHOBHBIX 3HAaHMN M HOHATHH B 00JIacTH
00pabOTKM JOKYMEHTalbHOM MHpOpMalMM, BO3HHUKAIOIIEH B Ipolecce JeATeIbHOCTH
OpraHu3alliM, COCTaBJICHUS M OPOPMIICHHS JOKYMEHTOB C HCIOJIb30BAHHUEM IE€PCOHAIBHOIO
KOMIIBIOTEPA.

3ajayn AUCLUMIUIMHBL. B COOTBETCTBMM C yKa3aHHOW LE€JbIO, JUCHMILIMHA JOJDKHA
c(hopMUpOBaTh y CTYIAEHTOB TEOPETUUYECKHE 3HAHUS B 00JacCTH JAEJIONPOU3BOJCTBA U BEICHUS
CIIy’)KeOHOH JOKyMEHTAallMW, JOKYMEHTOOOOpOTa, 3HAHWS M HABBIKM B HCIIOJIE30BAaHUH
HOPMAaTUBHOM 0a3bl, OCBOGHUU COBPEMEHHBIX METOJOB M TEXHOJOIMH 00pabOTKH JOKYMEHTOB
Ha OCHOBE IIPUMEHEHHUs CPEACTB OPTaHU3aLMOHHON U BBIYUCIMTEIBHON TEXHUKH; BBISBICHUU
cBoeoOpa3ust oOpraHu3alMd pabOTBl € JOKyMEHTaMM B 3aBUCUMOCTH OT  pa3BUTHUS
rOCYJapCTBEHHOIO armnapara yIpaBJICHUs; COCTABIEHUM IIPOCKTOB OCHOBHBIX JIOKYMEHTOB
yIpaBJIEHUS] B COOTBETCTBUU C TPeOOBAHMSAMHU K HX O(OPMIIEHHIO; YMEHHHM OpPIraHU30BaTh
CiIy’)k0y JTOKYMEHTAllUOHHOTO OOeCleyeHHus YIpaBieHus M paboTy ee COTPYJHHKOB B
YUPEKICHUH, OPraHU3AMH U Ha IPEANPUATHN; BHEAPEHUH PALlMOHAIBHOW TEXHOJIOTMH IIpUEMa,
IIPOXO0XK/ICHHUSI, TOATOTOBKH U OTIPABKU JOKYMEHTOB B TPAAULMOHHBIX YCIOBHUSAX U B YCIOBUAX
paboThl C MNPUMEHEHHEM CPEACTB BBIYUCIUTEIBHOW TEXHMKH; CaMOCTOSITENIbHBIM IOUCK
uH(pOpMallMl TO TOJY4YEHHOMY 3a/laHdio, cOOp M aHalu3 HOBOM HOPMaTHBHO-IIPaBOBOM
uHpOpMaLUY, HEOOXOIUMOM Il MPAaBUIBHOIO O(GOPMIICHHS YHPABICHUYECKHX JOKYMEHTOB;
aHaM3 M BBIABICHHME MpoOieM B paboTe CciayXObl JOKYMEHTAIlMOHHOTO obOecredeHus
YIPABJICHUS B OpraHU3aluy; [PUMEHEHUE COBPEMEHHBIX TEXHOJIOTMH W METONUK IS
COBEPILEHCTBOBAHUS PabOTHl CIIYy>KOBI JIOKYMEHTAIlMOHHOTO OOECIeYeHHsl YIpaBlIeHUs B
OpraHU3alMaX, YIPEKICHUAX U HA IPEITPUATHAX.

B cBsi31, ¢ uem npeanonaraercs cieayromias Mocie0BaTeIbHOCTh B MOATOTOBKE 00yJaromuXcs
K JICKIIHU:
- 03HAKOMJICHHE C MaTepUaJIOM IMPEIbIYIIeH JIEeKINH;
- 3HAKOMCTBO C TEMAaTUKOH TIPEACTOSIIEH JIeKIUH (M0 TEeMaTHYECKOMY TUIaHYy,
MPEJCTaBICHHOMY B HacTosIIel pabouell mporpaMme TUCIMITIIMHBIL);
- IPOYTEHUE M aHaJlu3 Y4eOHbIX MOCOOWH, Yy4yeOHHMKOB, HAay4HBIX CTaTed IO TeMme
MIPEJCTOSIIErO JIGKLIMOHHOTO 3aHATHS;
- IOJITOTOBUTh BOIPOCHI, KOTOpBIE BBl IpeAINoJaraere 3aaaTh JEKTOpY IO Ipolieme
MPEACTOALEH JICKIIUH.
[lenb ceMHUHAPCKUX 3aHATUH 3aKIIOYaeTCs B O3HAKOMIICHHMHM OOYYalOIIMXCS ¢ HOBBIMU
MOJX0/1aMH K cOOpy M aHaU3y HOBOM HOPMAaTHBHO-TIPaBOBOM MH(OPMAIIUHN, HEOOXOTUMOMN IS



30

IPaBUIBHOTO O(GOPMIICHHS YNPaBJIEHYECKUX JOKYMEHTOB; aHAJIM3y M BBISBICHUIO MpoOJIeM B
pabote ciry>KObl TOKYMEHTAI[HOHHOTO O0ECIIeYEeHHUs YIPAaBICHHU B OPraHU3allu; TPUMEHEHHUIO
COBPEMEHHBIX TEXHOJOTMH M METOAMK Ui COBEPUICHCTBOBAHUSA PabOTBI  CIYKObI
JOKYMEHTAllMOHHOT'O O00ECIIeUeHHUs] YNpaBICHUS B OpraHM3alMsIX, YUYpPEXKACHUAX U Ha
IPEIIPUATUIX.

BO”pOCbl 0J151 CAMOCMOAMETbHOI NOOZOMOGKU K CEMUHRAPCKUM 3AHAMUAM

Tema 1: BBenenne. OCHOBHbIE IOHATHS U ONpPe/leJIeHUs
1.1.0cHOBHBIE MOHATHS 1ETONPOU3BOICTBA.
1.2. Bo3HUKHOBEHHE U Pa3BUTHE OTEUECTBEHHOTO JI€JIONPOU3BOJICTBA.
1.3.HopmaruBHnas 6a3a.
1.4. XapakTepucTUKH yrnpaBieHIeCKOH HHPOpMAIUH.
1.5.0cHOBHBIC OHSTHS U ONPEICIICHHUS.

Tema 2. TpeGoBaHuUsI K COCTABJIEHHIO U 0()OPMJIEHHIO IOKYMEHTOB

2.1.0cHOBHBIE TPeOOBAHUS K COCTABICHUIO U OOPMIICHUIO TOKYMEHTOB.

2.2.0CHOBHBIC PEKBU3UTHl JOKYMEHTOB. QDopMyissp AOKyMeHTa. YHUPUKAIHMS U
CTaH/IapTU3aIMs JOKYMEHTOB.

2.3. KOHCTpYKIIMOHHAs CETKa.

2.4 Enunas 'ocyapcTBeHHast CUCTEMa JeI0IPOU3BO/ICTBA.

2.5.YaudunupoBaHHas CHCTEMa OPTaHU3aIMOHHO-PACTIOPSAUTEIBHON TOKYMEHTAIUH.

Tema 3. OpopmiieHHe peKBU3UTOB JOKYMEHTOB. BJIaHKH 10KYMEHTOB
3.1.PeKkBU3UTHI 1EJIOBBIX JOKYMEHTOB.
3.2.0¢opmiieHne peKBU3UTOB TOKYMEHTOB.
3.3.TpeboBanust K 0hOPMIIEHUIO PEKBU3UTOB B TI0JIE€ YIIIOBOTO IITAMIIA.
3.4.0¢opmiieHne peKBU3UTOB, pa3MellaeMbIX Ha paboueM IoJie J0KyMEHTa.
3.5.Pa3MenicHre peKBU3HUTOB.
3.6.baHKM TOKYyMEHTOB.

Tema 4. Opranu3anMOHHO-PACIOPAANTEIbHAS JOKYMEHTALHS.

4.1 Knaccudukanusi opraHu3allMOHHO-PacopsAUTEIbHBIX TOKYMEHTOB.

4.2.0Opranu3aioHHasi JOKyMeHTaus. Ycras opranuzaiuu. Ilonoxenne. MHCTpyKuus.
Crpykrypa u mraTHass uucieHHocTb. llltatHoe pacnucanue. JloroBop. PacnopsautenbHas
nokyMmeHTanus. [Ipukassl 1o OCHOBHOHM JesTenpHOCTH. [Ipukassl MO JUYHOMY COCTaBy.
Brinucka u3 npukasa.

4.3.0¢opmienune paciopsbkeHu U ykazanuil. Pemenue. [loctanoBnenue.

Tema S. [lej10Basi KOppeCHOHACHIIUA
5.1.Ha3znaueHue e10BOM KOPPECTIOHICHITHIH.
5.2.Bupl KOppecnoHICHIIMM Ha MPeITPUSTHH.
5.3.CnyxeOnbie iicbMa. Tenerpammer. TenedoHOrpaMMBl.

Tema 6. CnpaBoyHO-UH(pOPMALMOHHAS TOKYMEHTAIUSA
6.1.Knaccugukanus cnpaBoYHO-MH()OPMAITMOHHON TOKYMEHTAIIHH.
6.2.0dopmiteHre TpPOTOKOJIOB, CITPABOK.
6.3.Jdoknannas 3anucka. OObsICHUTENbHAS 3alTUCKa. AKTHL. 3asBICHHUS.

Tema 7. JJoOKyMeHTHPOBaHHE TPYAOBBIX NPAaBOOTHOLIECHUH
7.1.Knaccuduxanus KaIpoBOil TOKYMEHTAIIUH.
7.2. [Ipukaspl IO TMYHOMY COCTaBY.
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7.3. TpynoBoii 10roBop (KOHTPAKT).
7.4. TpynoBas KkHWKKa. 3asBieHue. JIMaHoe neno.

Tema 8. Opranusanusi 10KyMeHT0000pOTa

8.1.DyHKIIMY U CTPYKTYpa CIYKOBI JSITOTPON3BOICTBA.

8.2. Opranuzanus J0KyMEeHTO000pOTa.

8.3.06paboTka BXOIAIINX JOKYMEHTOB.

8.4. KoHTpOJIb UCTIOJIHEHUS IOKYMEHTOB.

8.5. Cucremarmzamus u XpaHeHHE JOKyMEHTOB. CpOKM XpaHEHHS JIOKyMEHTOB.

ApXHMBHOE XpaHEHHE TOKYMEHTOB.

8.6.Metoapl M cCpeAcTBa 3alIMThl KOH(HUAECHIHMAILHOH HH(MOpManuu. OIeKTPOHHAs

udposas nmoanuck(DLI) u mmdposanue.

5.2. Memoouueckue pexomenoayuu K camocmosmenvpHou pabome
CamocrositenbHas paboTa 00yJaronuxcsi HarpaBjieHa Ha pelieHre CIeayOInX 3a/1ay:

CHOCOOHOCTBIO BBIINOIHATE H€O6XOI[I/IMI)I€ AJid  COCTaBJICHHUA OKOHOMHUUYCCKHX Pa3aCIOB
IUIAHOB pacueThl, 0OOCHOBBIBATh WX U MPEJCTABIATH PE3yJIbTaThl pabOThl B COOTBETCTBHH C
INPUHATBIMU CTaHAApTaMU,

CHOCOOHOCTBIO  OCYIIECTBIISITH IJIAHOBO-OTUETHYIO paboTy oOpraHusanuu, pa3paboTKy
IMPOCKTHBIX pCHICHHﬁ, pasaciioB TCKYHIUX W HNCPCIICKTHBHBIX IIJIAHOB 3KOHOMHYECKOI'O
pasBUTHsL  OpraHu3alluM, OWM3HEC-IUIAHOB, CMET, YYETHO-OTYETHOH JOKyMEHTaluH,
HOPMAaTUBOB 3aTpaT M COOTBETCTBYIOLIMX MPEUIOKEHUM MO pealn3aluyd pa3padOTaHHBIX
IPOEKTOB, IIAHOB, IPOTPAMM;

CIIOCOOHOCTBIO OCYLIECTBIISATh OyXralnTepCcKui, (UHAHCOBBIH, OIlepaTUBHBIMH,
yIpaBJI€HYECKUH M CTAaTHUCTUYECKHE YYEThl XO3SMCTBYIOIIMX CYOBEKTOB; NPUMEHSATH
METOAMKH W CTaHAAPThl BEICHHUS OyXTalTepPCKOrO, HaJOTOBOTO, OO/DKETHOTO YYETOB,
(dbopMHpOBaHUs U MPEIOCTABICHUS OyXIaaTepCKOM, HaIOrOBOM, OI0PKETHON OTYETHOCTH;
CIIOCOOHOCTBIO BBISBIISATh, JOKYMEHTHUPOBAThH, IMPECEKaThb M PACKPbIBATh IMPECTYIUIEHUS M
UHbIE IPaBOHAPYIIEHUS B c(hepe IKOHOMUKH;

CHOCOOHOCTBIO  MPABWJIBHO ¥ TOJHO  OTPakaTh  pe3yNlbTaThl  MPO(eCCHOHATBLHOU
JeSITeIbHOCTH B IIPOLIECCYaIbHOM U CITY)KeOHOH TOKyMEHTAllUH;

CHOCOOHOCTBIO aHATM3UPOBATh U HHTEPIIPETUPOBATh (PUHAHCOBYIO, OYXTalTEePCKYIO0 U HHYIO
UHPOPMALIMIO, COAEPXKAIIYIOCS B  YYETHO-OTYETHOM  JIOKYMEHTallMd, HCIOJIb30BaTh
IMOJIYYCHHBIC CBCACHHA JId MPUHATUSA peHIeHI/Iﬁ o nNpCAYNpPEIKACHUIO, JIOKAJIIM3allnu U
HEeUTpanu3aum yrpo3 5JKOHOMHUYECKONH O€30MaCHOCTH;

CHOCOOHOCTBIO  OCYIIECTBJISITH  JIOKYMEHTAIIMOHHOE  OOeCTieueHne  YIpaBJICHYECKOU
NeSITeTbHOCTH;

CHOCOOHOCTBHIO TOTOBHUTH OTYCTEI, CHpaBKW W JOKJIaJAbl IIO PE3yJibTaTaM BBIIIOJHCHHBIX
HCCIIeTIOBaHUIM;

CHOCOOHOCTE OPpUMCHATE Ha TIPAKTUKE METOJAbl BBIABICHHA W JOKYMCHTHUPOBAHHA
HKOHOMHUYECKUX M HAJOTOBBIX MPECTYIUICHUH: HH(OPMAIIMOHHBIE, paCU€THO-aHAIUTHUECKUE,
JOKyMEHTaJIbHbIE, PAaKTUYECKOTO KOHTPOJISL.

B PE3YIBTATE OCBOCHUA TUCHUIIJIMHBI CTYACHT JOJIZKCH:
3HaThb:

- OCHOBHbIE BU/IBI JIOKYMEHTOB, perJaMeHTHPYIOIINUX OCYIIIECTBIICHUE
YIPaBIEHYECKON JAESITENBHOCTH;

-OpsiIoK  OpOpMIIEHUSI JTOKYMEHTOB (OpraHW3allMOHHBIX, PpACHOPSAIUTENBHBIX U
UH(POPMALIMOHHO-CIIPABOYHBIX JOKYMEHTOB) B COOTBETCTBUM C HOPMAaTHUBHOU 0a30H,
3aI0JIHEHHE TUMOBBIX (DOPM MPH OCYIIECTBICHUH YIIPABICHUYECKON NESATENbHOCTH;

- IOPSZIOK OPraHU3aLUHU IOKYMEHTO000pOTa;
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YMETh:

- IIOJIB30BAaThCs U3YYCHHBIMU CTAHAPTU3MPOBAHHBIMU TEPMUHAMU;

- COCTaBJIATH ¥ MPABHILHO OPOPMIISTH HauOOJIee pacIpOCTPAHEHHBIE BHIBI
JIOKYMEHTOB;

- I[PUMEHATH HA [IPAKTUKE TOCYJapCTBEHHbIE CTaHAAPTHl U APYTHe HOPMATUBHO -
METOJUYECKHUE TOKYMEHTHI, PErJIaMEHTUPYIOIIME OPraHU3alUI0 yIIPaBICHUYECKON
JESITEIIbHOCTH;

BJIAJIETh:

- HaBBIKAMHU pabOTHI C TOKYMEHTAMH, B TOM YHCJIE HA 3JICKTPOHHBIX HOCUTENAX, UX
CUCTEMATH3AaLNH;

- HaBbIKaMHU JOKYMEHTHUPOBAHUS KOHKPETHBIX YIIPABICHUYECKUX CUTYalUi;

- HaBBIKAMHU IPABUIBHOIO COCTABJICHUS U 0(OPMIIEHUS TOKYMEHTOB 110
YIPaBJICHUIO IEPCOHAIOM U OCHOBHOM JESTEIbHOCTH;

- METOJMKAMU pa3pabOTKU JIOKYMEHTOB, PErJIaMEHTUPYIOLIMX IMPOU3BOICTBEHHYIO

NeSITeIbHOCTh OPTaHU3allH, €€ KaJAPOBOH CIIyKObI, (PUHAHCOBOW CITY>KOBI.

5.3. Memoouueckue pexomernoayuu no peuweHur CUmyayuoHHbLX 3a0ay U Ketc-3a0anuil
1.4. Memoouueckue pekomenoayuu no 8bINOJIHEHUIO MECMOBbIX 3A0AHULL

6. YueOHas 1uTepatypa u pecypcbl HH(POPMALMOHHO-TEJIeKOMMYHUKAIIUOHHOM
ceTn''UHTEpHeT", BKJIIOYASI NIEPeYEeHb Y4eOHO-METOAMYECKOr0 o0ecneyeHus: 1Jis
CaMOCTOSTEJbHOIPA0OTHI 00yUaIOUIUXCH N0 JUCHUNINHE (MOIYJII0)

6.1. OcHoBHas InTEpaTypa

1. JlokyMeHTaIOHHOE oOecreueHne ynpaBieHus (C OCHOBaMH apXUBOBEJEHUS) : yueOHOe
nocooue / M.U. bacakoB. — Mocksa : KaoPyc, 2016. — 216 ¢. — [ CITO u HITO. — ISBN
978-5-406-04715-6., EAH 9785406047156, Homep B ObC: 918426

2. JloxymenToBenenue : yaeOHuk u npaktukym 1yt CI1O / JI. A. Jloponuna [u ap.] ; mox pen. JI.
A. JlopoHuHO#. — 2-¢ u3 ., nepepad. u mon. — M. : U3gatensctBo FOpaiit, 2017. — 309 c. —
(ITpodeccuonanproe oopazosanne). — ISBN 978-5-534-04330-3. D10 HOpaiit
https://www.biblio-online.ru/book/802E2AB0-DB13-492E-8AA7-186AABD0O8F79

3. Kopnees, U. K. JlokymeHTarmmonHoe o0ecriedeHne ynpaBiIeHHs + TECTHI B 30C : y4eOHUK U
npaktukym st CI1O / U. K. Koprees, A. B. ITmenko, B. A. Mamypues. — 2-e uzj., nepepao.
u gon. — M. : U3narensctBo FOpaiit, 2017. — 384 ¢. — (IIpodeccrnonanbroe obpazoBaHue).
— ISBN 978-5-534-05022-6.

6.2. lonotHuTEIBHAS IUTEPATYPA
4. bynat P.E. Jlokymentannonnoe obecrieuenue ymnpasienus. — CI16.: buznec-IIpecc. 2012. 314
c.

5. Menonpon3BoactBo: Yueonuk s BY30s/T.A.beikoBa, JI.M.Bsosa, I'.}FO.MakcumoBud,
JI.B.Cankuna; [lox o6mr. Pen. IIpod. T.B.Ky3nenosoit. — M.: MII®IP, 2004. — 544 c.

6. JlokyMeHTHpOBaHNE B YIIPaBICHYECKON AeaTenbHoCcTH: yuel. mocoome / K. A. Bonkos, A. H.
[Ipuxoapko, T. A. Pacuna, . M. Illyrosa; CII6I'ACY. — CII6., 2009. — 140 c.

7. H. KprokoBa JloKkyMeHTHpOBaHHE yIPaBIEHUYECKOH IesATeTbHOCTH. YueOHoe nocodue. — M.:
Undpa-M, 2012. — 267 c.

8. ®enepanbblif 3akoH 0T 02 Mas 2006 r. Ne59-D3"O nopsiake paccMOTpeHus 0OpaleHui
rpaxnaaH Poccuiickoin ®enepaunn’

9.TonkoBsIit cioBaps pycckoro sizbika. Tom 1./ ITox pen. JI.H.Ymakosa. — M.: OT'13, 1935.
1564 c.


https://www.biblio-online.ru/book/802E2AB0-DB13-492E-8AA7-186AABD08F79
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10.'OCT 51141-98 «/lenonpou3BOACTBO M apXUBHOE JIe70. TepMUHBI B ONpeeIeHus». M.
N3n-Bo crangaptos, 1998

11.http://www.consultant.ru/document/cons_doc_LAW 94185/
12.http://hr-portal.ru/pages/P6.30-2003.pdf

6.3. YueOHO-MeTOAMYECKOE 0OOecIiedeHHe CAaMOCTOSATE/IbHOI padoThl
Copep:xaHue TMCHUILINHBI (MOTYJI51)

Tema 1: BBegenue. OcHOBHbIE NOHATHS U ONpe/ieJIeHUsA

JlokyMeHTanmoHHOE oOecrieueHue ynpasieHus (C OCHOBaMH apXUBOBEJICHUS) : yueOHOe
nocooue / M.U. bacakoB. — Mocksa : KnoPyc, 2016. — 216 ¢. — s CITO u HITO. — ISBN
978-5-406-04715-6., EAH 9785406047156, Homep B ObC: 918426

2. JloxymenToBenenue : yaeOHuk u npaktukym s CI1O / JI. A. [loponuna [u ap.] ; mox pexn. JI.
A. JlopoHuHo#. — 2-¢ u3., nepepad. u non. — M. : M3garensctBo FOpaiit, 2017. — 309 c. —
(ITpodeccuonanproe oopazosanne). — ISBN 978-5-534-04330-3. D10 HOpaiit
https://www.biblio-online.ru/book/802E2AB0-DB13-492E-8AA7-186AABD0O8F79

3. Kopnees, U. K. JlokymeHnTanmonHoe o0ecrieyeHne yrpaBieHus + TECTHI B 30C : y4eOHUK U
npaktukym s CITO / U. K. Koprees, A. B. ITmenko, B. A. Mamypues. — 2-¢ u3 ., nepepao.
u gon. — M. : U3narensctBo FOpaiit, 2017. — 384 ¢. — (IIpodeccunonansroe obpazoBaHue).
— ISBN 978-5-534-05022-6.

Tema 2. TpeOoBaHUsI K COCTABJIECHUIO M 0()OPMJICHUIO IOKYMEHTOB

1. JlokyMeHTalMoHHOE o0ecrieueHue yrpasieHus (C OCHOBaMH apXUBOBEJICHUS) !
yuebHoe mocodue / M.U. bacakoB. — Mocksa : KnoPyc, 2016. — 216 ¢. — J{ns CI1IO u
HITO. — ISBN 978-5-406-04715-6., EAH 9785406047156, Homep B DBC: 918426

2. JokymenroBenenue : yueOHuk u npaktukyM aist CI1O / JI. A. Jloponuna [u ap.] ;
nox pen. JI. A. lopornHO#. — 2-¢ u31., nepepad. u gon. — M. : M3garenscTo IOpaiir,
2017. — 309 c. — (IIpoeccuonansHoe odpazoBanue). — ISBN 978-5-534-04330-3.
310 [Opaiir https://www.biblio-online.ru/book/802E2AB0-DB13-492E-8AAT-
186AABD08F79

3. Kopmnees, U. K. JlokymeHTarimoHHOE 00€CTIEUeHHE YITPaBICHUS + TECTHI B 30C :
yuebHuk u npaktukym s CI1O / U. K. Kopaees, A. B. ITmenko, B. A. Mamrypues. —
2-e U3 1., nepepad. u gon. — M. : U3narensctBo FOpaiit, 2017. — 384 ¢. —
(ITpoeccuonansHoe oopazoBanue). — ISBN 978-5-534-05022-6.

Tema 3. OdpopMiieHUe PEKBU3UTOB JOKYMEHTOB. BJIaHKH TI0KYMEHTOB

1. JlokyMeHTaIlMoHHOE o0ecredeHre yupaBieHus (C OCHOBaMH apXHUBOBEJICHHS)
yaeOnoe nocodoue / M.U1. bacakoB. — Mocksa : KanoPyc, 2016. — 216 ¢. — s CI1IO u
HITO. — ISBN 978-5-406-04715-6., EAH 9785406047156, Homep B ObC: 918426

2. HoxymenTtoBeaeHue : yueOHuk u npaktukym st CI1O / JI. A. Jloponuna [u ap.] ;
nox pen. JI. A. lopornnoit. — 2-e uza., nepepad. u non. — M. : U3garenscTBo IOpaiir,
2017. — 309 c. — (ITpoeccuonansuoe oopazoBanue). — ISBN 978-5-534-04330-3.
310 Opaiir https://www.biblio-online.ru/book/802E2AB0-DB13-492E-8AAT-
186AABD08F79

3. Kopnees, U. K. JlokymeHTanmonnoe odecrneueHue yrnpapieHHst + TECTHI B 30C :
yueOnuk u npaktukym 1t CI1O / U. K. Kopuees, A. B. ITmenko, B. A. Mamrypues. —
2-e u3n., nepepad. u gon. — M. : U3narensctBo FOpaiit, 2017. — 384 ¢. —
(ITpodeccuonansuoe oopazosanue). — ISBN 978-5-534-05022-6.



http://www.consultant.ru/document/cons_doc_LAW_94185/
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Tema 4. Oprann3anuoOHHO-PACTIOPSAUTEIbHAS JOKYMEHTAIUS.
1. bynar P.E. Jlokymenranronnoe obecrneuenue ynpasienus. — CI16.: buznec-IIpecc.
2012. 314 c.

2. JlemonpousBoactBo: YueOnuk st BY3o0B/T.A.beikoBa, JI.M.Bsioga,
[".10.MakcumoBuy, JI.B.Cankuna; [Tox o6mr. Pex. IIpod. T.B.Ky3nenoBoii. — M.:
MILI®DP, 2004. — 544 c.

3. JlokyMeHTHpOBaHHE B yIpaBIEHUYECKOH esTenbHOCTH: yueb. nocobue / K. A. Bonkos,
A. H. ITpuxoawko, T. A. Pacuna, 1. M. Illyrosa; CII6I'ACY. — CII6., 2009. — 140 c.

Tema 5. JlesioBasi KOppecnoOHAeHIIUS
1. 4 bynat P.E. Jlokymenrannonnoe obecnedenne ynpasnenus. — CI10.: busnec-IIpecc.
2012. 314 c.

2. JlenmompousBojcTBo: YueOuuk mis BY308/T.A.beikoBa, JI.M.Bsuiona,
[".}F0.MakcumoBuy, JI.B.Cankuna; [Tox o6ur. Pex. I1pod. T.B.Ky3nenosoii. — M.:
MII®DOP, 2004. — 544 c.

3. JIoKkyMEeHTHpPOBaHHUE B YIIPABICHUYECKOM AesATeabHOCTH: yuebd. mocodue / K. A. Boskos,
A. H. Ilpuxoasko, T. A. Pacuna, 1. M. lllyrosa; CII6GI'ACY. — CII6., 2009. — 140 c.

4.
Tema 6. CnpaBo4HO-UH(POPMALMOHHAS TOKYMEHTAI[USA

1. bynat P.E. Jlokymenranuonnoe obecnieuenue ynpasnenus. — CI10.: busnec-Ilpecc.
2012. 314 c.

2. JlenompousBoactBo: Yuebnuk a1 BY308/T.A.beikoBa, JI.M.Bsinoga,
I'.}O.Makcumosuy, JI.B.Cankuna; [Tog o6mr. Pex. [Ipod. T.B.Ky3uemnoBoii. — M.:
MII®DOP, 2004. — 544 c.

3. JlokyMeHTHpOBaHUE B yIPaBICHYECKOH esTeNbHOCTH: yueo. mocodue / K. A. Boikos,
A. H. llpuxoasko, T. A. Pacuna, 1. M. lllyrosa; CII6GI'ACY. — CII6., 2009. — 140 c.

Tema 7. JloOKyMeHTHPOBAaHHE TPYAOBBIX NPABOOTHOILIECHUH

1.H. KprokoBa JlokyMeHTHpOBaHUE YIpaBICHYECKON AeATeNIbHOCTU. Y4yeOHoe mocodue. — M.:
Undpa-M, 2012. - 267 c.

2.®enepanbublil 3akoH oT 02 Mast 2006 r. Ne59-D3"0 nopsgke pacCMOTpeHUs 00palieHuit
rpaxknan Poccutickoit deneparuun’

3.TonkoBblii cnoBapb pycckoro si3bika. Tom 1./ Ion pen. JI.H.Ymakosa. — M.: OI'3, 1935.
1564 c.

4.T'OCT 51141-98 «/lenmonpon3BoACTBO U apXUBHOE Ae10. TepMHUHBI U onpeneneHusi». M.: U3n-
BO CTaHJapTOB, 1998

5.http://www.consultant.ru/document/cons_doc_LAW_94185/
6.http://hr-portal.ru/pages/P6.30-2003.pdf

Tema 8. Opranmnzanusi J0KyMeHT0000poOTa

1.H. KprokoBa JlokymMeHTHpOBaHUE YIpaBICHYECKON AeATeIbHOCTU. Y4ueOHoe mocodue. — M.:
HUndpa-M, 2012. - 267 c.

2.®enepanbublii 3akoH oT 02 Mast 2006 r. Ne59-D3"0 nopsake paccCMOTpeHUs 00palieHuit
rpaxnaaH Poccuiickoin ®enepaunn’


http://www.consultant.ru/document/cons_doc_LAW_94185/
http://hr-portal.ru/pages/P6.30-2003.pdf
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3. TonkoBblii cnoBapsb pycckoro si3bika. Tom 1./ ITox pea. I.H.Ymakosa. — M.: OI'13, 1935.
1564 c.

4.T'OCT 51141-98 «/lenonpou3BOACTBO U apXUBHOE J1e710. TepMuHBbI U onpeaesenus». M.: U3n-
BO CTaHIapTOB, 1998

5.http://www.consultant.ru/document/cons_doc_LAW 94185/
6.http://hr-portal.ru/pages/P6.30-2003.pdf

6.4. HopmaTuBHbIE IPABOBbIE JOKYMEHTbI
®denepanbhbiii 3ak0H OT 22.10.2004 No125-D3 «O06 apxuBHOM nene B Poccutickoii denepamumy
®enepanbublii 3akoH Poccuiickoit @eneparuu ot 27 urons 2006 r. N 149-03

«O06 nHbopMaIu, HHPOPMAIIMOHHBIX TEXHOJIOTUSAX U O 3aIIUTEe HH()OPMAITHI

VYronoublit koaekc Poccuiickoit deneparuu ot 13.06.1996 Ne63-03, I'n. 30 ([Ipecrymienus
MIPOTHUB TOCYIAPCTBCHHOH BJIACTH, HHTEPECOB FOCYIAPCTBEHHOM CITYKOBI M CITy)KOBI B OpraHax
MECTHOT'O CaMOYIIPaBIICHU).

I'paxnanckuii kogexe Poccuiickoit @enepanuu ot 26.01.1996. 1996 Ne14-D3.

TpynoBoii konekc Poccuiickoit @eneparnuu (Pegepanbubiii 3akon ot 30.12.2001r. Ne197-D3) —
M.: u3parensctBo «tOpaitT-M», 188 c.

[Tpukaz MunkynasTypsl PO ot 08.11.2005 N 536 "O TunoBoi HHCTpYKLUU IO
JIEJIONIPOU3BOJICTBY B (he/IepaTbHBIX OPTaHaX MCIIOTHUTEILHOM BIacTH" (3aperucTpupoBaHo B
Munrocte PO 27.01.2006 N 7418).

I'OCT P 51141-98. [denonpon3BoICTBO U apXUBHOE eyi0. TepMUHbI U onpeneacHus. M.:
I'occrannapt Poccun, 1998. 7c.

I'OCT P 6.30-2003. YHuduuupoBaHHble CUCTEMbI JOKYMEHTAllMU. Y HU(PUIIMPOBaHHAS cHCTEMA
OpraHU3alMOHHO-PACHIOPSAUTENBHON JOKyMeHTalu. TpeboBaHus K 0pOPMIICHUIO TOKYMEHTOB.
— M.: T'occrangapt Poccun. 2003. 17 c.

I'OCT 7.32-91 (MCO 5966-82). Cucrema cTan1apToB 1o MHGOpMAIMH, OUOINOTEYHOMY U
u3zaTesnbekoMy Jienny. OTuer o HayyHo-Hccien0BaTenbekoi padore. CTpyKkTypa U npaBuia
opopmnenus. — M.: UTIK uznarensctBo crangapros, 2000. 20 c.

[TepeueHb TUMOBBIX YNPABICHUYECKUX aPXUBHBIX JOKYMEHTOB, 00pa3yroIIKUXCs B IPOLECCE
JIeATEIbHOCTH TOCYIapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIIPABIICHHUS U OPraHU3aLUu,
C YKa3aHHMEM CPOKOB XpPaHEHUs, yTBEPKACHHBIN PUKa30M MUHHCTEPCTBA KYIbTYphl PO ot
25.08.2010 Ne558.

6.5. UnTepHeT-pecypchl.
www.kremlin.rullpesunent Poccuiickoit denepannu
www.goVv.ruCepsep opraHoB rocyaapctseHHou Biactu Poccuiickoit denepannn
http://www.gov.ru/main/page?.htmldenepanbaoe cobparue PD
http://www.duma.gov.ru/T'ocynapcteennas Jlyma ®C PO
www.vsrf.ruBepxosusiii Cyn Poccuiickoit ®eneparyn
www.ksrf.ruKouncturynmnonnstit Cyn Poccutickoit @enepanuun
http://www.cikrf.rullenTpanbhas u3duparenbHas Komuccus PO

a3bl JAHHBIX, HH(POPMAIIMOHHO-CIIPABOYHbIE  MOMCKOBbIE CHCTEMbI
www.consultant.ruCrnpasounas mpaBoBas cuctema «Koncyasrantllnocy»
CIIC I'apanr V.7 - CnpaBouHo-IIpaBoBas Cucrema
OnektponHas bubmmoreka [{uccepramuii Poccuiickoi rocynapctBeHHo 6nbimotexkn Db/
PI'B. Briitouaet moJHOTEKCTOBBIC 0a3bl JaHHBIX aucceptanuid.http://diss.rsl.ru
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4 www.iglib.rudnexkrponHas OubIMOTEKa 00pa30BaTENBFHBIX ¥ HAY4YHBIX H3nanuit 1glib.
5  http://www.cir.ruYausepcurerckas napopmannontas cucrema Poccus. YUC POCCHUSL.
6. www.public.rullaTeprer-oudmmnoreka CMU Public.ru

6.6. UHble HCTOYHUKH
TonkoBsIi crioBaph pycckoro s3bika. Tom 1./ ITox pen. JI.H.Ymakosa. — M.: OI'3, 1935. 1564
c.

4.T'OCT 51141-98 «/lenmonpon3BoACTBO U apXUBHOE Je10. TepMUHBI U onpeneneHusi». M.: U3n-
BO CTaHAapToB, 1998

5.http://www.consultant.ru/document/cons_doc_LAW 94185/
6.http://hr-portal.ru/pages/P6.30-2003.pdf

7. MaTepuajibHO-TEXHUYeCKasA 0a3a, MHPOPMAIIMOHHbIE TEXHOJOTHH, IPOTPAMMHOE
obecnieyeHue U HHGOPMALIMOHHBIE CIPABOYHbIE CHCTEMbI

1. Cneuuanu3upoBaHHBIC 3allbl JJIS MPOBEACHUS JICKIUH W ayJuTOPUU JUIsI TPOBEICHUS
CEMHUHAPCKHUX U MPAKTUICCKHUX 3aHITHHA C UCIIOJIb30BAHUEM MYJIBTUMEIUIHHOTO 000PYIOBAHMS U
BO3MOXKHOCTBIO IPSIMOTO BBIXOJIa B Ce€Th MIHTEpHET.
2. Cneuuanu3upoBaHHas MeOellb W OpICPeACTBa: AYAUTOPUM M KOMIIBIOTEPHBIE KJIACCHI,
000pyI0BaHHBIC TIOCAJI0YHBIMA MECTAMHU.
3. Texuumueckue cpenctBa oOydeHusi: IlepcoHanbHbIE KOMIBIOTEPBI; KOMIIBIOTEPHBIC
IPOCKTOPBI; 3BYKOBBIC JIMHAMHKH, MPOTPAMMHBIC CPEICTBA, OOCCIICYMBAIOIIUE TPOCMOTP
BusieodaitioB B popmarax AVI, MPEG-4, DivX, RMVB, WMV.
4. Jlunensuonnsiesanekrponrbiepecypebl:  Windows, Microsoft Office (Excel, InfoPath,
PowerPoint, Publisher, Word).
5. MudopManimoHHble CipaBOYHbIe U MOUCKOBBIE cucTeMbl «KoncynbranT [Lmtocy, «"apanTy.
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