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ABTOp-COCTABHUTEJIb:

Kananaatr s5KkOHOMHUYECKHX HaAYK,
JOTICHT Kadenprl yueTa, aHau3a 1 ayIuTa Yy6 M.B.

3aBeayromuii kKadenpoit yuera, aHam3a 1 ayauTa Skosenko B.B.
KaHAu1aT SKOHOMUYECKUX HAYK, JOLIEHT

PITJI B1. O. 25 KonTpoas u peBusus oqo0peHa Ha 3acejaHnnu Kadeapsl yuera, aHauu3a u
aynurta. [Iporokon ot 31 aBrycra 2022 roga Ne 1.
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1. IlepeyeHb NJIaHUPyeMbIX Pe3y/JIbTATOB 00y4eHHUS 110 JUCHHUILINHE, COOTHECEHHBIX €
IVIAHUPYEMBbIMH Pe3yJIbTaTaMH OCBOEHHS MPOrPaMMbl

1.1. Juctnmnmaa b1.B.05./15.02.02 [lokyMeHTallMOHHOE OOecrieueHne dKOHOMUYECKOM
JESATETLHOCTH 00ECIIEYMBACT OBJIAJICHUE CICAYIONTUMH KOMITCTCHIIHSIMU:

Kon
Kon HaumenoBanue koMnoHeHTa
HanMeHoBaH#e KOMIIETEHIIUN | KOMITOHEHTA
KOMITIETEHIIUH KOMIIETEHIIUU
KOMIIETEHIINH
[TIKc OC-5 paszpabaThiBacT MOJIEIH JleMOHCTpHpYET CIOCOOHOCTH
o0ecriedueHrss IKOHOMHYECKOM oa0OupaTh METOJIbI
0e30macHOCTH B (PUHAHCOBO- HEUTpaIu3aluu yrpo3
3KOHOMUYECKOU SKOHOMUYECKOU
’ . [TKc OC-5.1
BHEUTHEOKOHOMUYECKOM 0€30MMacHOCTH B (PMHAHCOBO-
chepax, Tmpu  peanu3alUu HKOHOMHYECKOM,
Ype3BbIUYAHBIX CUTYyalHil BHEITHEAKOHOMHUYECKOM
pa3IMYHOMN NPUPOIBI cdepax

1.2 B pe3ynbpTare 0CBOCHUS JUCHUIUIMHBI y CTYJCHTA JOJDKHBI ObITh C(HOPMHUPOBAHBI:

OTO/TO
(pu HayIMYUKM ipodcTaHIAPTA)

Konx srama
OCBOEHUS
KOMITETEHIIUN

Pe3ynbTarhl 00yueHus

PyKOBOJCTBO BBITIOJIHEHHEM
ayJJUTOPCKOTO 3aaHusl U
KOHTpOJIb Ka4eCTBa B
OTHOIICHHUH ayJIUTOPCKUX
3aJaHuil/ npoBeJeHUE 0030PHBIX
[IPOBEPOK KAa4eCTBA BHITIOJTHCHUS
ayJIMTOPCKUX 3a/IaHUi, B
KOTOPBIX JaHHOE JIMIO He
npunaumaio yyactus (IIpod.
CTaH/apT «AyAUTODP», YTB.
npuka3zoM MuHHCTEpPCTBa TPy Aa
1 COLMaTLHOM 3amuTel PO ot 19
okTs0pst 2015 . N 728n )
AHanu3 GUHAHCOBBIX OTEPAIHIA
(cmenok) KJINEHTOB
OpTraHU3aIUH B IENIAX
BBIsABICHUS MX cBsizu ¢ OJI/DT
(TIpo¢.cranmapt «Cnenuanuct
1Mo GPMHAHCOBOMY MOHHTOPHUHTY
(B cdepe mpoTUBOACHCTBHS
JIeranu3aluy J10X0/0B,
MOJIYYCHHBIX MPECTYITHBIM
myTeM, 1 GUHAHCHUPOBAHHIO
Teppopu3Ma) (YTIB. IPUKA30M
MuHucTepceTBa Tpyaa U
colpaiabHou 3amuTel PO ot
24.07. 2015 r. N 512H)

ITKc OC-5.1

Ha YpOBHe 3HAHMIi:

- BHYTPEHHHX OPTraHU3AIOHHO-PACTIOPSIIUTEITHEHBIX
[TOKyMEHTOB ~ DKOHOMHYECKOTO CyOBEKTa, perjJaMeHTHPYIONINE]
MOPSIZIOK COCTABIICHUS, XpaHEHHUS W Iepefady B apXHWB IEPBHYHBIX
y4ETHBIX JOKYMEHTOB

HA YPOBHE YMEHHIi:

- aHAJIM3MPOBaTh MH(OPMALMIO O MOJO3PHUTEIILHBIX ONEpalusiX
1 creinKax, o0ecrieunBaTh 0ObEKTHBHOCTD aHaIM3a HH(OPMALH

HA YPOBHE HABBIKOB:

- TPOBEPKU YUPEAUTENBHBIX, PErHCTPAL[MOHHBIX, IUIAHOBBIX,
OTYETHBIX, OYXTanTepCKUX W JAPYTHX ITOKYMEHTOB IO (opme |
COIICPKAHUIO B IIENSAX YCTAHOBIICHHS 3aKOHHOCTH W TPABHIHHOCTH
[MPON3BEICHHBIX OTIEPALIUI




2. O0beM U MeCTO TUCHMILIHHBI (MoayJsi) B crpykrype OIl BO

O0BbeM U CIUIIINHEI

OO01mas TpyA0eMKOCTh TUCHIHUIUINHBI cocTaBiser 3 3.e. (108 a.4.).

KonnuecTBo  akageMH4ecKMX 4YacoB, BBIICIEHHBIX Ha KOHTAKTHYIO paboTy ¢
npernoaaBareneM (1Mo BUAaM y9eOHBIX 3aHSATUI) U HA CAMOCTOSTEIBHYIO pad0Ty 00yYaroIuXCs:
- oyHas ¢opma OOydeHHs: JeKIUH — 16 a.4., mpakTHUecKue 3aHsaTus — 16 a.4., camocTosTenbHas
pabota — 724., KOHTPOJb 4 a.4. 3a4er

- 3aouyHasg ¢opMa OOy4yeHHs: JEeKUMH — 2 a.4., MpaKTUYeCKue 3aHsATHus — 2 a.u.,
camocrositensHas padora — 100 a. 4., KOHTposb — 4 a.4.

MecTto aucunmimasbl B ctpykrype OII BO

HucrunnuHa «/lokymMeHTanmoHHOe oOecnedeHnue SKOHoMHUYeckoi nestenbHocTH» (B1.
B.05.12.02.02) otHOCHTCS K 6230BOI YaCTH M B COOTBETCTBUU C YUEOHBIM IIJITAHOM OCBAaWBAETCS B
9-M cemecTpe Ha 5-0M Kypce ouHOH (HopMbl 00yUeHHs, HA 5-OM Kypce 3a09HON (DOPMBI 00yUEHUS.

HJucnunimuza «lIpakTUKyM IO KOHTPOJIIO U PEBU3MM» SABIISCTCS MPEALICCTBYIOLIEH IS
MOCIEAYIOIUX, OCBaMBAeMbIX B JalIbHEHIIEM IUCHUIUIMH: «DKOHOMHUYECKash Oe30MacHOCTbY,
«IKOHOMHKA opraHuzaiuny, «Hamoru u HanoroobmoxeHuey», «Ayaut», « PBIHOK IIEHHBIX Oymary,
«®DuHaHchy, «Opranusanus 1 METOANKA MPOBEICHHS HAJIOTOBBIX MPOBEPOK», «OIEeHKa PUCKOBY,
«Kontpons u peBmsusi» u apyrue. dopma HpPOMEKYTOUHOW aTTECTAllMM B COOTBETCTBUU C
y4eOHBIM IIJIAHOM 110 OYHOU (hopme oOydeHus: 9 cemecTp — 3a4eT; 1o 3a04HOM popMe 00yUdeHus: 5
KypcC — 3a4erT.



3. CTpyKTypa AMCUMIIMHBI

O0bem qucuuIJIMHBI (MOAYJIA), Yac. ®opma
KonrakTHasi paborta rerymero
KOHTPOJIS
00y4arouuxcs ¢
CP | ycnmeBaeMoOCTH ,
HanmenoBanue Tem npenojaaBarteaeM
Ne i/ . MPOMEKYTOYHO
(pa3aeJioB) Bcero | mo Buaam y4eOHBIX 3aHATHI .
i aTTecTalum
113/
J}g% JIP 20, | KCP
JOT
Ounasn popma odyuenusn
JIOKyMEHT U CHCTEMBI 12 2 2 8
Tema 1 | nokymentanuu. [lonstue K3
JIEJIONPOU3BOJCTBA
TpebGoBanus K 14 2 2 10
COCTaBJIEHUIO u €3
Tema 2 | odhopmiieHHIO
npodecCuoHaNBHOM
JTIOKYMEHTaIluU
CoBpeMeHHBIE  CHIOCOOBI 12 2 2 8 K3
Tema3 |u TexHuKa CO3aHUA
JIOKYMEHTOB
Tema 4 Cocrapnenne OP/] 14 2 2 10 K3
Tema 5 JlenoBelie muchMa 12 2 2 8 K3
Koppecnonnenius, 14 2 2 10
CBsI3aHHAs c
K3
Tema 6 MIPOBEJICHUEM
NEePUOIUYECKHUX
MEpONPUATHI
Kommepueckas 12 2 2 8
Tema 7 nepenucka c K3
3apyOe)HBIMU
napTHepamMu
Opranuzanus 14 2 2 10
K3
Tema 8 | nokymenrooGopora
IIpome:kyTOUHAS aTTeCTANMS 4 3auer
Bcero: 108 16 16 72 4




O0bemM TUCHUIJIMHBI (MOAYJIs1), Yac. ®opma
TeKyLIero
KonTakTHas padora yi
KOHTPOJIS
o0yyaromuxcs ¢ 1
CP | ycmeBaeMOCTH ,
HaumeHnoBaHue TeM npenojgaBartejemM M
Ne i/ . MPOMEKYTOYHOM
(pa3neJioB) Bcero 10 BUJIaM y4eOHbIX 3aHATH I
arTecTalMu
113/
JI/20,
OT? JIP 20, | KCP
JOT
3ao0unas gpopma odyuenusn
JIOKYMEHT U CUCTEMBI 12 K3
Tema 1 | noxymenrauuu. Ilonarue
JIEJIONPOU3BOJICTBA
TpeboBanus k 1 12
COCTaBJICHUIO U K3
Tema 2 | odopMieHHIO
npodeCCHOHATBHON
JIOKYMEHTaIlUU
CoBpeMeHHBIE CITOCOOBI 1 12 K3
Tema 3 | U TeXHUKA CO3/IaHUS
JIOKYMEHTOB
Tema 4 CocraBnenue OPJ] 1 12 K3
Tema 5 JlenoBwle mucrMa 1 12 K3
Koppecnonaenius, 12
CBSI3aHHAs C
K3
Tema 6 IIPOBEICHUEM
NePUOANYECKUX
MEPONPUATHN
Kommepueckas 1 12
Ka
Tema 7 MIEPEINCKA C K3
3apyOe)KHBIMU
napTHEpaAMH
Opraauzanus 1 16
Tema 8 P ! K3
JIOKYMEHT0000pOoTa
IIpome:kyTOUHAS aTTeCTANMS 4 3auer
Bcero: 108 2 2 100 4

[Ipumeuanue: * — dopmbl Tekymero KoHTpois ycrneBaemoctu: KP — xonTponbHas pabora, K3 —
Kec-3amanue, T — TecT.
Hoctyn k JIOT ocymecTBiseTcsl KaXIbIM OOYYarOMIMMCS CaMOCTOSATEIhHO C JIF0OOTO

ycTpoiicTBa Ha mopTaie: https:/moodle.vigr-ranepa.ru/. [laposb ¥ JOrMH K JUYHOMY KaOHHETY /
npod o / yY4ETHOM 3aMuCH MPeloCTaBIsIeTCsl 00yJaromeMycs B IeKaHaTe.

v Ilpumeuanue: HOpMBI TEKyIIETO KOHTPOJS ycrmeBaeMocTH: TectupoBanue (T), mpakTudeckoe
3amanwne (I13). Texymuit KOHTPOIB TpoBOaUTCS ¢ IpuMenerneM JJOT.

2 JIOT - nucTaHIMOHHBIE 00pa30BaTEILHBIC TEXHOIOTHH.
Ilpumeuanue: ek W TPAKTUYCCKUE 3aHATHS, OTMCUYCHHBIC 3BE3J0YKOW, MPOBOJATCS C MPHUMEHEHUEM
JOT. OcranbHble 3aHATHS MPOBOIATCS B OUHOH PopMe.


https://moodle.vlgr-ranepa.ru/

Bce ¢opMbl Tekymiero KOHTPOJS, MPOBOJAMMBIC B CHCTEME JUCTAHIIMOHHOTO OOYYCHWS,
OIICHUBAIOTCS B CHCTEME AUCTAaHIIMOHHOTO o0yueHus (manee - C1O).

3.1 Conepskanue QM CHUTLINHbBI

Tema 1. JlokymMeHT u cucTeMbl JoKyMeHTanuu. [loHsiTue 1e/10Mpou3BOACTBA

JIOKyMeHT, ero OCHOBHble  (QYHKIMM  (MH(QOpPMALIMOHHBIE, = KOMMYHHKATHUBHBIE,
yOpaBlieHYEeCKHE, IMPaBOBbIE, KYyJIbTypHbIE, HUCTOpuYeckue). JIOKyMEHT Kak MpeaMeT
nenonpousBoAcTBa. OOmas XapaKTepUCTUKA YIPABJICHYECKUX JOKYMEHTOB. YHH(pUKALUs
JOKYMEHTOB; CTaHAapTH3aIUs KaKk opMa IOPHINIECKOTO 3aKPETICHHUs TPOBEICHHOW YHU(DUKALINN
B chepe JIOY. YHudumupoBaHHsie cucTeMbl JoKyMeHTamuu. OOMEepOoCCUCKUi KiacCu(UKaTop
npodeccuoHanbHOM MoKyMeHTanuu. Knaccudukanmm MOKyMEHTOB (IO MECTY COCTaBIEHHS, IO
coJiepkaHuto, o ¢opMe, 1Mo CpoKaM HCIIOJIHEHUS, 110 MMPOUCXOXKICHHIO, IO Cpe/icTBaM (HUKCcalluy,
Mo IOPUAMYECKON CHuie, MO CcTagusM co3fgaHus). Jlemompou3BOACTBO (JOKYMEHTAIMOHHOE
obecrieueHrne YMpaBlICHHs); €r0 MECTO W 3HAYUMOCTh Il MPOdeCCHOHATBHOW JesSTEIHHOCTH.
JIOKyMEHTUPOBaHHE M OpraHu3anus JIOKyMEHTOOOOpOTa KaK COCTaBHBIE JIETONPOU3BOJICTBA.
OcHoBHbIE ATarnbl padOTHl ¢ JOKYMEHTHBIMU (pOpMaMHU, coiepKaHue U XapakTepucTuka. OCHOBHbBIE
tepmuHbl U noHsATHS JJOY (IOCT P 51141 «/lenonpousBoacTBO U apXuBHOE /en0. TepMHUHBI U
OTIPEIICTICHUS ).

HcTopust cTaHOBIEHUS ¥ pa3BUTUS KOHTPOJIS U peBU3nud. CyIIHOCTh, POJTb ¥ PYHKIIMH

Tema 2. TpeGoBanuss K COCTAaBJCHHIO H O(OPMJICHHI0O NPOodecCHOHAIBLHOMI
AOKYMEHTALUH

YHUpHUUUpOBaHHAs CHCTEMa OpraHU3allMOHHO-pacnopsauTensHol nokymentanuu (YC
OPJ]): COCTaB, Ha3HA4YCHHUE, pacrnpocTpaHEHHE. HopMmaruBHo-MeToquueckas 0aza
Jenonpou3BoAcTBa. Mcropuss pa3BuUTHS YHU(QUKAUM M CTaHIAPTU3ALUHM  YIPaBICHYECKHX
nokymeHToB B Poccun. 'OCT P 6.30 xak ocHOBa CO3/1aHUsI OPTraHU3ALMOHHO-PACTOPSAUTEITBHOTO
nokymenta. @opmyisip-oOpaser; - MoJelb MOCTPOCHUS YHHU(PUIMPOBAHHOTO JOKymeHTa. OOmue
TpeOOBaHUs, IPEABIBISIEMbIC K 0(OPMIICHUIO CITY)XKEOHOTO JOKyMeHTa ((opMaThl, pa3Mephl TOJIEH,
NOCTPOCHHE KOHCTPYKLMOHHOM CEeTKH. PeKBM3UT — WH(OPMALMOHHBIA 3JIEMEHT JOKYMEHTA.
Cocras, pacnonoxxeHue, npasuia opopmiaeHus. PEKBU3UTBI IepeMEHHbIE, TOCTOSIHHBIE; OCHOBHBIE
U ciayxeOHsle orMmetrkd. CiyxeOHble  OoTMeTKH. CBsI3b  PEKBHU3UTOB C  JTalamu
JIeJIONIPON3BOCTBEHHBIX paloT.

Tema 3. CoBpeMeHHbBIe CIOCOOBI M TEXHUKA CO3AHUSA IOKYMEHTOB

KoMmmbloTepHbie TEXHONOTHHM JeloBOM mepemucku. Kpartkuii 0030p MmporpaMMHOTO
o0OecrieyeHHsT TEPCOHATBHOTO KOMMbIOTEpa. (OCHOBHBIE METONBI (OPMATHPOBAHUS TEKCTA.
AtpubyTtel odopmienus Tekcta. OdopmieHue ad3aieB, pyOpUK, 3aroJoBKOB, MPHUMEYaHUH,
cHOCOK. Tabmubr

Tema 4. CoctaBienue OPJ]

Knaccudukanmss goxkymentoB B coctaBe YC OPJl: noKyMeHTHI OpraHU3alMOHHEBIE,
pacnopsiAuTeNnbHbIe, CIPaBOYHO-UH(GOPMAIMOHHBIE, O(UIIMATHHO-THYHBIC. BIaHKU JTOKYMEHTOB.
Bunapl, coctaB pexkBu3uTOB, TpaBuia odopwiieHus. ['epOoBbie OmaHku: TpeOOBaHUS K
U3TOTOBJICHUIO, XPAHCHHWIO, WCIIOJNB30BAHUIO W  YHUYTOXKECHHIO. JoroBopa, KOHTPAKTHI:
Pa3HOBUIHOCTH, COCTaB PEKBU3UTOB, OCHOBHble TpebOoBaHus K odopmienuto. IIpukassi:
OCOOCHHOCTH COCTaBJIeHUS W O(OpPMIICHHUs, Pa3HOBUIHOCTH MpuKka3oB. CoCTaB pPEKBU3HUTOB,
OCHOBHBIE  TpeOoBaHHMsI K  OG(OPMIICHHIO, OCOOCHHOCTH  IIOCTPOEHHWS, BHU3UPOBAHHE.
YuupunupoBanueie GopMbl IPHUKA30B MO KaapoBbIM BorpocaM. CrpaBoyHO-WH(DOpPMAIIMOHHBIC
JIOKYMEHTBI: CIy>KeOHBIC 3alHCKH, aKThl, crnpaBku. Kmaccudukamuu, GopMymsipel, 0COOCHHOCTH
nocTpoeHuss Tekcta. (OCHOBHBIE BHIBI OOpamieHWil (kanoba, MpeasioKeHue, 3asBIICHUE,
xoJaTaicTBo, netunus). @opMyspbl, 0COOEHHOCTH MTOCTPOSHUSI TEKCTA.



Tema 5. JlejioBbIe MUCbMA

JlenoBoil MUCBMO Kak CpeACcTBO HH(GOPMAIIMOHHOTO OOMEHa MEXAy OpraHU3alusIMU.
Knaccudpukanus mnucem. J[lenoBoe mnucbMo B YCIOBHSX YHU(UKaIUU (CTPYKTypa TEKCTa,
cTaHaapTHble ¢pa3bl U BelpaxkeHus). @opmymsap nucbMa. OCOOEHHOCTH MOCTPOEHHUS MPOCTHIX U
CIOXKHBIX TekcToB. Kommepueckne muchMa (odepTa, peKiaMamnus W 1p.); BUABI U OCOOCHHOCTH
odopmITeHHUS.

Tema 6. KoppecnonjaeHuusi, CBI3aHHAS ¢ NIPOBeeHUEM MEPUOTHYECKUX MEPONPUATHIA

[Tucpma-npurnameHus, MMChbMa-u3BeIICHUS: CTPYKTYpa, 0COOEHHOCTH MOCTPOSHUS TEKCTa,
cTaHmapTHble (pa3bl M BbeIpakeHHs. [IpoTOKON Kak JOKYMEHT, COJAEp)Kalluil 3amuch Xoja
00CYX/IeHUSI BOIIPOCOB M IPHUHATHUS pEIIEHUH Ha COOpaHuUsX, 3acelaHusX, JIEJOBBIX BCTpeYax.
Bunael mporokosoB. @Dopmymsip mporokona. Crpykrypa Tekcta. OcHOBHBIE TpeOOBaHUS K
0 OpMIICHHIO POTOKOIIA. BhImucka u3 mpoTokoia. TenerpamMma, TeIeKC, IEKTPOHHOE COOOIIIEHNE,
tenepoHOTpaMMa  KaKk  CpPEACTBAa  ONMEPAaTUBHOTO  MH(POPMAIMOHHOTO  OOMEHAa  MEXIy
OopraHu3alusAMU.

Tema 7. Kommepueckasi nepenucka ¢ 3apy0e;KHbIMH NaPpTHEPAMH

Craamaptet UCO nHa odopmienue mnepenucku. dopmarel Oymaru, TpPOESKTHPOBAHHE
O6maHKoB. MeXyHapoaHble MUChMa. BUABI 1 OCOOEHHOCTH MOCTPOSHUS MEXITYHAPOIHBIX IHCEM.
PekBU3UTHI MEXTyHAPOAHOTO MUCHMA.

Tema 8. Opranuszaunusi 10KyMeHTO000pOTA

[Tonatue nokymeHtooO6opoTa. OCHOBHBIE ATalbl: PETHCTPALds BXOISAIIMX IOKYMEHTOB,
pacCMOTpPEHHE M MPUHATUE PELICHUS; HUCIOJHEHHE, KOHTPOJb HCIOJIHEHUSI JIOKYMEHTOB,
¢dopmupoBanue nen. HoMmeHkinarypa nen Kak CHCTEeMAaTH3WPOBAaHHBIN INEepeyeHb HAaUMEHOBAHHM
Jieql, ¢ yKa3aHHEM CPOKOB WX XpaHeHMA. Buapl HOMeHKIaTyp, opopmileHHe, MEePHOIMYHOCTh
BHECEHUS H3MEHEHMH. OKCIEepTH3a LEHHOCTUM JOKYMEHTOB, IOJAIOTOBKAa J€l1 K apXUBHOMY
XpaHeHuto. 3akoH «O KOMMepYecKoW TaliHE», €ro 3HA4€HHE U OCHOBHBIE I0JIOKEHHUS.
Wndopmanus, oTHOCHUMAasi K paspsity «KoMMepuecKoil TaiHbel». MH}opMarus, koTopas He MOXET
OBITh OTHECEHA K paspsny «KoMMmepdeckoil TaiHbl». KoHuaeHInansHoe 1en0npon3BOICTBO KAk
OCHOBa oO0ecledyeHHs aJeKBaTHBIX YCJIOBUH Ui JNOKYMEHTHpoBaHus uH(popmauuu. [IpaBuna
ONpeNieNIeHUs] Kpyra JIML, MMEIOIUX JOCTYN K HH(QOpPMAaLUH, COAEpKaIled «KOMMEPUYECKYIO
TaiiHy». ['pudsl, ucnons3yemsie npu padore ¢ gokyMeHTaMu. OTBETCTBEHHOCTh 3a HapylIEHUE
npaBuil pabOThl ¢ JOKyMEHTaMH, COJEpXallMMU KOH(UICHLUUAIbHbIE CBEIEHUS. TEeXHOJIOTus
paboTbl C oOpameHusMH rpaxzaaH. Perucrtpauus, yuer. KOHTpoiab CpOKOB HCHOJIHEHUS
obpamenuii. OdopmiieHne aen NHUCBMEHHBIX oOpamieHuid Tpaxmad. [IpaBuna ydera yCTHBIX
oOparieHu.

4. MaTtepunaJbl TeKylero KOHTpPOJIsl yCleBaeMoCTH 00y4aroluxcs u
(oH/I 01I€eHOUYHBIX CPeCTB MPOMEKYTOYHON aTTecTAlMHU 10 AUCHHUILINHE

4.1. ®opmMbl M MeTOAbI TEKYIIEro KOHTPOJIS YCIEBAEMOCTH O0OyYalOIuxXcsi |
NMPOMEKYTOYHOM aTTeCTANM.

B xone peammzanuu mucrummuabel bl. B.05.J13.02.02 «/lokymeHnTannonHoe obecriedeHue
YKOHOMHUYECKOU ACATCIIBHOCTU) HUCIHOJIB3YIOTCA CICAYIOIIUC MCTOAbI TCKYHICTO KOHTPOJIA
YCIIEBaEMOCTH 00YYaIONTUXCSI:

MeTo/bl TEKYIIero KOHTPOJIS

Ne m/m HaumenoBanue tem (pa3aenos)
YCIIEBAaEMOCTHU




Tema 1 JIokyMeHT u cuctemsl 1oKymeHTauuu. [lonstue Keiic-3amanue
JIETIOTIPON3BOJICTBA

Tema 2 TpebGoBaHMsI K COCTaBICHHUIO ¥ 0(hOPMIICHHUIO Keiic-3amanue
po)eCCHOHAIBHON JJOKYMEHTAITUU

Tema 3 CoBpeMeHHBIE CIOCOOBI M TEXHUKA CO3/IaHuUs Ketic-3amanne
JTOKYMEHTOB

Tema 4 CocraBnenue OPJ] Ketic-3ananue

Tema 5 JlenoBbie IChMa Ketic-3amanue

Tema 6 Koppecnonnenuus, cBsiz3aHHas C MPOBEEHUEM Keiic-3amanue
MIEPUOIUUECKIX MEPOTIPUITHHA

Tema 7 Kommepueckas nepenucka ¢ 3apyOoexHbIMU Keiic-3ananue
napTHEPAMH

Tema 8 Opranuzanus JOKyMEHT0000poTa Keiic-3aganue

4.1.1. 3aver NMpPOBOAMTCH C NPUMEHEHHEM CJEIYIOIIMX MeTOA0B (CpeacTB): 3ayeT
peKOMEHAyeTCsl MPOBOAUTH C MPUMEHEHHEM CIEIYIOIIMX METOJO0B (CPEICTB): KOMIBIOTEPHOE
TECTUPOBAHUE, METOJI YCTHOTO OTBETA HAa BOMPOCHI 110 MaTepHaliaM JUCHUILIAHBIL.

3HaHus 00y4arouIerocs: Ha 3a4eTe OI[EHUBAIOTCS KaK «3aUTE€HO» WM «HE 3a4TCHO». Y MEHUs
U HaBBIKM OOY4YaloIIerocss Ha OJK3aMEHE OLEHUBAIOTCI C BO3MOXHOCTBIO MOCIEIYIONIETO
koHBepTHpoBaHus B cucTeMy ESTC u BPC?. MToropas oneHka Mo AUCLIUIUIMHE SBJISETCS CyMMOM
0aJIOB Pe3yJIbTaTOB TEKYIIETO KOHTPOJIS U POMEKYTOUHBIX aTTeCTAIUH.

«IIpouenypa  oLeHUBaHUA  PE3YJIbTATOB  OOyUYEHHUsS,  XapaKTEpU3YIOLIUX  ATarbl
(dbopMHpOBaHUS KOMIIETCHLUH, OCYIIECTBISIOTCS B COOTBETCTBUM ¢ llonokeHHeM O TeKyllem
KOHTPOJIE YCIIEBAEMOCTH U MPOMEXYTOuHOU arTectauuu ctyaeHToB B ®PI'bOY BO PAHXul'C u
Pernamentom o OamIbHO-PEHTHHIOBOM cHucTeMe B BonrorpaackoM HWHCTUTYTE YIpaBIICHUS -
dbumnane PAHXul Cy.

[Ipu moaroroBke Kk 3adery OOydYAOIIUKCS BHUMATEIBHO IMPOCMATPUBAET BOMPOCHI,
MPEAYyCMOTPEHHBIE pabodeil MTpOrpaMMoi, M 3HAKOMHUTHCA C PEKOMEHIOBAHHOW OCHOBHOM
autepatypoil. OCHOBOHM JuIst cmauu 3adera OOYy4aroIIMMCS SIBJISIETCS M3yYeHHE KOHCIIEKTOB
0030pHBIX JIEKLIUH, MPOCTYIIaHHBIX B TEUEHHUE cemMecTpa, MH(OpMalKs, oJyuyeHHas: B pe3yJibTaTe
CaMOCTOSITENILHON pabOoThl, U MPAKTUYECKUE HABBIKM, OCBOCHHBIC MU PEIICHUU 33/7a4 B TCUCHUE
ceMecTpa.

4.2. PekoMeHyeMble MaTePUAJIbl TEKYLIET0 KOHTPOJISI YCIIeBAeMOCTH
IIpuMepHBbIe BONPOCHI 1J1s1 MPOBEIEHUS ONMPOCA HA 3AHATHAX

Tema 1. JlokymeHT u cucTembl foKyMeHTanuu. [lonsiTue nesonpoussoacrea

1. lokymeHT, ero ocHOBHBIC (pyHKIMHU. Kiaccupukanum JOKyMEHTOB.

2. JenonpousBonactBo ([IOY); ero wmecro W 3HAUYUMOCTh B HPOQecCHOHATHHOM
NEeSITETbHOCTH.

3. JIOKyMeHT Kak TMpeIMeT JeloNnpou3BoACTBA. 4. YHUQUIMPOBAHHBIE CHCTEMBI
JOKYMEHTALUH.

5. OcHoBHbIe TepMUHBI U NOHATHS [JOY

Jlureparypa:

1. Kopnees, U. K. JlokymeHTHpOBaHHE YIPABICHUYECKON NEATEIBHOCTH | yUYEOHUK JUIS

By30B / U. K. Koprees, A. B. ITimenko, B. A. MamryprieB. — 3-e u3z., mepepad. u mon. — Mocksa :

3 Tlpu ycnosuu, ecinu GamibHO-peiiTuHroBol cuctema (BPC) BHespeHa B yueOHBIN MpoLECC CTPYKTYPHBIM
noipa3iesieHneM/puimuaioMm AKaaeMun

10



WznarensctBo FOpaiit, 2023. — 438 c. — (Bwicmee obpazoBanue). — ISBN 978-5-534-16001-7.
— Texer : onekrtponnsd // OOpa3oBatenbHass 1uatdopma  IFOpailt  [calfiT]. —
URL.: https://urait.ru/bcode/523610

Tema 2. YmnpasieHuyeckass [OKYMEHTAUMsi: TPeOOBAHUA K COCTABJEHHID H
0(pOpMJICHHIO

1. YaudunuupoBaHHas CHCTEMa OpPTaHW3alMOHHO-pacropsauTebHON nokymeHTanuun (YC
OPJ).

2. HopmaTuBHO-MeTOIMUECKas 6a3a AeI0mpPOU3BOICTBRA.

3. Pa3BuTHe yHUUKALMK U CTaHIAPTU3AINH YIIPABICHUYECKUX JOKYMEHTOB B Poccum.

4. T'OCT P 6.30 xak 0CHOBa CO3/IaHUsI OPTaHU3AIMOHHO-PACTIOPSAUTEILHOIO IOKYMEHTA.

5. ®opmynsip-oOpasels - MOAEIb IMOCTPOCHUS YHU(PHUIIMPOBAHHOTO JJOKYMEHTA.

6. OOmue TpeOOBaHUS, NpPEAbIBIsIEMble K OQGOPMICHHUIO CIIY)KEOHOTO JOKyMEHTa
(dopmartsl, pazMepsl MmoJiel, TOCTPOCHNUE KOHCTPYKIIMOHHON CETKH).

7. PexBu3uT — MHGOPMAITMOHHBIA AIeMEHT nokyMeHTa. CocTaB, pacrojoKeHHe, IpaBuia
oopmieHus.

8. PexBU3UTHI IEpEMEHHBIE, TOCTOSHHBIE; OCHOBHBIE U CITYKEOHbIE OTMETKHU.

Jlureparypa:

1. Kopnees, U. K. JlokyMeHTHpOBaHWE YIPaBIEHYECKON JCSITCIBHOCTH | YUCOHUK IS
By30B / 1. K. Kopnees, A. B. [Timenko, B. A. Mamypues. — 3-e u3f., nepepad. u gom. — Mocksa :
WznarensctBo FOpaiit, 2023. — 438 c. — (Bwicmiee obpazoBanue). — ISBN 978-5-534-16001-7.
— Texer : osnekrtponnsd // OOpa3oBatenbHass 1uatdopma  FOpailt  [calfiT]. —
URL.: https://urait.ru/bcode/523610

Tema 3. CoBpeMeHHbBI€e CIOCOOBI U TEXHUKA CO3AHUSA IOKYMEHTOB
1. KoMIbploTEpHBIE TEXHOJIOTUHU JETIOBOM MEPETTUCKH.
2. OcHOBHBIC METOBI (HOPMATUPOBAHUS TEKCTA.
3. AtpuOytsl opopmitenus tekcra. Odopmienue ad3anes, pyOprK, 3ar0JI0BKOB,
MPUMEYAHUH, CHOCOK.
4. TaGauupl u 6ubnuorpaduyeckre onucaHusl.
Jlureparypa:
1. Muxaiinosa, JI. JI., Opranusanusi TOKyMEHTallMOHHOTO O0ECTIeYeHHs YIIPABICHUS U
(GyHKIIMOHUPOBAHUS OpraHu3aiuii : yaeonoe nocobue / JI. JI. MuxaitnoBa. — Mocksa : KaoPyc,
2023. — 211 c. — ISBN 978-5-406-11801-6. — URL.: https://book.ru/book/949731

Tema 4. CocraBieHue u odopMileHHE OPraHU3ANMOHHBIX, PACTOPSAUTENbHBIX H
0pHUIHATBHO-THYHBIX JOKYMEHTOB

1. Knaccudukanus nokymeHToB B coctaBe YC OP/l: HazHaueHUEe U BUIBIL.

2. bnaHku JOKYMEHTOB. Bupl.

3. JloroBopa, KOHTPaKThl, OCHOBHbIE TPEOOBaHUS K O()OPMIICHUIO.

4. Tlpukas, hopmysap, 0COOEHHOCTH TOKYMEHTHPOBAHUSI.

5. IIpukassl 10 KaApOBBIM BOIIPOCAM.

6. OcobenHoCTH O(hOpPMIICHUS CITPABOYHO-UH(OPMAITMOHHBIX JOKYMEHTOB:

(cmy>xe0HBIX 3aITUCOK, aKTOB, CIIPABOK).

7. OOparienus rpaxaad (kago0a, mpeaioKeHHE, 3asBIICHUE, X0/1aTaliCTBO).

8. OcHoBHBIE Oprann3anroHHbie JokyMeHTsl HOU KemI'V.

Jlureparypa:

I. [Mupokosa, JI. B., JlokymMmeHTanmOHHOE 00eCIeYeHHE yIPaBICHYSCKUX MPOIECCOB :
yueonoe mocodoue / JI. B. lllupokosa, . A. AcrapreBa. — Mocksa : Pycaitac, 2023. — 110 ¢. —
ISBN 978-5-466-01887-5. — URL: https://book.ru/book/947278

Tema S. Jle1oBbIie H KOMMepYecKHe MMCbMA
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1. CnyxebHoe MIUChMO KaK CPeACTBO MHPOPMAIIMOHHOTO 0OMEHA MEX Ty OpraHU3aIHUsIMU.

2. Knaccugukanum ciayKeOHbIX MHCEM.

3. @opMmymsip ciyxebHOro muchbMa. OCOOCHHOCTH TOCTPOEHHUS TPOCTHIX M CIIOKHBIX
TEKCTOB.

4. JlenoBoe MHCHMO B YCIIOBUSIX YHHU(HKAIUU (CTPYKTypa TEKCTa, CTaHIApTHbIE (pasbl U
BBIPAXKECHMUS).

5. Kommepueckue nucema (odepra, pexaamanus U ap.); BUIBI 1 0COOCHHOCTH 0()OPMIICHHS.

Jlureparypa:

1. Kopnees, U. K. JlokyMeHTHpOBaHWE YNPABIEHYECKON JCSITCIBHOCTH | YUCOHUK IS
By30B / 1. K. Kopnees, A. B. [Timenko, B. A. Mamypues. — 3-e u3f., nepepad. u gorm. — Mocksa :
WznarensctBo FOpaiit, 2023. — 438 c. — (Bwicmiee obpazoBanue). — ISBN 978-5-534-16001-7.
— Texer : onekrtponnsd // OOpa3oBatenbHass 1uatdopma  FOpailt  [calfiT]. —
URL.: https://urait.ru/bcode/523610

Tema 6. KoppecnonjaeHuusi, CBI3aHHASI ¢ IPOBeeHUEM MEPUOAHUYECKUX MEPONIPUATHIA

1. Ilpotokou, popmyssip nporokosna. CTpyKTypa TeKcTa.

2. Buasr npoTokosioB. OcHOBHBIE TpeOOBaHUS K O()OPMIICHHIO.

3. Beinucka u3 npoTokoa.

4. IluceMa-npurianieHus, TMCbMa-u3BEUICHUS.

5. Tenerpamma, Tenekc, TenedoHOTpaMMa, SJIEKTPOHHOE COOOIEHHE — KaK

CpeJlICTBa ONepaTUBHOTO HH(POPMAIIMOHHOTO OOMEHa.

Jlureparypa:

1. Kopnees, U. K. JlokyMeHTHpOBaHWE YNPaBIEHYECKON JCSITCIBHOCTH | YUCOHUK IS
By30B / 1. K. Kopnees, A. B. [Timenko, B. A. Mamrypues. — 3-e u3f., nepepad. u gom. — Mocksa :
WznarensctBo FOpaiit, 2023. — 438 c. — (Bwicmiee obpazoBanue). — ISBN 978-5-534-16001-7.
— Texer : onekrtponnsd // OOpa3oBatenbHass 1uatdopma  IFOpailt  [calfiT]. —
URL.: https://urait.ru/bcode/523610

Tema 7. IlpaBuiia 1 (popMbI KOMMEPUYECKOH NMEPENUCKH € 3apy0esKHBIMH MAPTHEPaAMHU

1.Crangaptel UCO Ha oopMieHHE IEPETTUCKH.

2.DopmMatkl Oymaru, MPOSKTUPOBAHUE OJIAHKOB JJIs MEXTyHAPOIHBIX MTHCEM.

3.MexayHapoiHble MUChbMa. BUIbI 1 peKBU3HUTHI.

Jlureparypa:

1. Kopnees, U. K. JlokyMeHTHpOBaHWE YNPABIEHYECKON JCSITCIBHOCTH | YUCOHUK IS
By30B / 1. K. Kopnees, A. B. [Timenko, B. A. Mamrypues. — 3-e u3f., nepepad. u gom. — Mocksa :
WznarensctBo FOpaiit, 2023. — 438 c. — (Bwicmiee obpazoBanue). — ISBN 978-5-534-16001-7.
— Texer : onekrtponnsd // OOpa3zoBatenbHass 1uiatdopma  IOpaiit  [calfiT]. —
URL: https://urait.ru/bcode/523610

Tema 8. IIpaBuniia n popMbI KOMMEpPYECKOH MEePEeNMCKH € 3apy0e;KHbIMHU NapTHEPaMH

1. ITonsTe oKyMeHTO0OOpOoTa. OCHOBHBIE ATAIIbI, UX XapaKTEPUCTHKA.

2. Homenknarypa nen. Buael HomeHknaryp.

3. DKcnepTu3a HEHHOCTU JOKYMEHTOB, ITOATOTOBKA JIEJI K apXUBHOMY XPAHEHHUIO.

4. 3akoH «O KOMMepUeCcKO# TaiiHe», ero 3HaAYeHUE U OCHOBHBIE TOJIOKECHHUS.

5. [IpaBuna opranusaniu KOH(QpUIEHIUAIBHOTO JAEJI0NPOU3BO/ICTBA.

6. TexHomorust paboThI C OOpAIICHUSIMHU TPAKIAH

Jlureparypa:

1. Kopnees, U. K. JlokymMeHTHpOBaHME yNpPaBIEHYECKON ACATEIBHOCTH | YUSOHHK IS
By30B / U. K. Kopnees, A. B. [Tmenko, B. A. Mamypue. — 3-e u3sf., nepepad. u qorm. — Mocksa :
WznarensctBo HOpaiit, 2023. — 438 ¢. — (Bsicmiee obpazoBanue). — ISBN 978-5-534-16001-7.
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— Tekcr : osnextponssii // OOpa3oBatenpHas 1uiargopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/523610

IIpuMepHBbIe BADHAHTBI TECTOBBIX 3aJaHU I

1./lenonpon3BoACTBO — 3TO. ..

a) CUCTEMa COCTAaBJICHUSI U XpaHEHUS JOKYMEHTOB;

0) 3anuch HH(GOPMAIIUK HA PA3TUYHBIX HOCUTENISX 110 YCTAHOBICHHBIM MTPABUIIAM;

B) OTpaciib AESITEIbHOCTH, 0OCCTICUnBAIONIasl TOKYMEHTHUPOBAHNE U OPTaHU3AIIUIO PAOOTHI C
O(QUITATEHBIME IOKyMEHTAMHU.

2. [loHsiTHE «TOKYMEHTUPOBAHUE) - ATO. ..

a) 3anuch UHGOpMaIK U 0hOpMIICHUE TOKYMEHTA;

0) 3anuch nH(GOPMALIMK Ha PA3TUYHBIX HOCUTENSX 110 YCTAHOBJIEHHBIM MTPaBUIIaM;

B) XpaHEHHE TOKYMEHTA.

3.JlokymeHT0000pOT — 3TO. ..

a) yciaoBHOE 0003HaUEHHE, IPUCBAEMOE IOKYMEHTY B IIPOIIECCE YUETa M UCIIOTHEHHUS;

0) IBW)KEHUE JOKYMEHTOB B OpPraHM3allMM C MOMEHTA MX CO3JIaHUS WU MOJIy4eHUS /10
3aBEpIICHUS HCIIOTHEHUS WU OTIPABICHUS aJIpecary;

B) OTpaciib AESITEIbHOCTH, 00CCTICUnBAIONIAsl TOKYMEHTHUPOBAHNE U OPTaHU3AIIUI0 PAOOTHI C
OQUITATEHBIME IOKyMEHTAMHU.

4. OpuruHan JOKyMEHTa — 3TO ...

a) MepBOHAYAIBHBIN SK3EMIUISP JTOKYMEHTA;

0) PK3eMILISAp TOKYMEHTA, SBJSIOUINIICS UCXOIHBIM MaTEPUAIIOM ;

B) BCE€ OTBETHI BEPHBHI.

5.3akoHbl PO nenarcs Ha:

a) Ykassl Ipe3uieHTa u nocrasosseHus [IpaBurensctea PO;

0) HopmaTuBHbIe akThI (efiepaibHBIX OPTAaHOB HUCTIOTHUTEIBHOM BIACTH

B) BCE€ OTBETHI BEPHBHI.

6. Konus — 310 ...

a) UICHTUYHOE, BOCIPOU3BENICHUE MOUIMHHUKA, OCTAIOMIAsCS B JeNaX MPEeANPHUSNTHS, KaK
MIPAaBUJIO, HE 3aBEPSETCS MOANUCHIO JOKHOCTHOTO JIULIA;

0) UACHTUYHOE, 3aBePEHHOE JOHKHOCTHBIM JIMIIOM BOCIIPOU3BEACHHE MOITUHHUKA;

B) HET BEPHOTO OTBETA.

7.PalliOHAJIBHO OpraHW30BaHHbBIA KOMILUIEKC B3aUMOCBS3aHHBIX JOKYMEHTOB, CO3JaHHBIN 10
€MHbIM MpaBUjaM U TpeOOBAHUAM U MPUMEHSEMBIH B OINpeneraéHHOW o01acTu AedaTeIbHOCTH,
Ha3bIBAIOT. ..

a) CTaHJIapTU3AIHCH;

0) yHH(PUIIPOBAHHOW CUCTEMOH JTOKYMEHTAIIHH,

B) KJIacCCU(PUKATOPOM yIIPABICHUECCKOW IOKYMEHTAIIUH.

8. PEKBU3UT 1OKyMEHTA — 3TO. ..

a) 00s13aTeNbHBIN AIeMEeHT opopMiIeHUST ODUITUATTEHOTO JOKYMEHTA,;

0) moMeTKa, yKa3bIBaloIas Ha 0COObII XxapakTep;

B) yCJIOBHOE O0O3HAYCHHE, MPUCBAEMOE JAOKYMEHTY B MpOIlecCe ydeTa (perucTparuu) u
UCTIOJTHEHUSI.

IIpumepHbIe TEMBbI 10KIA10B

Tema 1 /lokymMeHT u cucTembl JOKyMeHTanuu. [loHsiTHE 1EJIONPOU3BOACTBA

1. [Tonsarue o nokymente. Kimaccudukanuu 10KkyMEeHTOB.

2. Yuudukanuss U CTaHIAApTH3AIMS YIPABICHUYECKUX JOKYMEHTOB. YHU(DUIIMPOBaHHbIE
CUCTEMBI TOKYMEHTALUH

Tema 2. TpeGoBanmss K COCTAaBJCHHI) H O(OPMJICHHI0O NPOodecCHOHAIBLHOI
AOKYMEHTALUH
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1. TOCT P 6.30-2003. CocTaB crangapTa, 3Hau€HHUE JJIs1 yIPABICHYECKOU NS TEIbHOCTH.
2. ®@opmymsp-oOpazery Kak oOmas MoJenb TOCTPOSHUS  PEerJaMEHTHPOBAHHOTO

YIPaBIEHYECKOTO JOKYMEHTA.

3. PexBusutsl nocrostuble (01-04); xapakTepucTKa, mpaBuia 0hOpMIICHHS.

4. PexBuzuthl nocrosinabie (05-09); xapakrepucTrka, mpaBuiia 0hOpMICHUS

5. Bnauk, BubI OJIAaHKOB.

6. PexBu3uThl 3aronoBoyHO dYacth gokymeHTa (10-14), xapakTtepucTuka, IpaBuja

oopmieHus.

Tema 3. CoBpeMeHHbBIe CIOCOOBI M TEXHUKA CO3AHUSA IOKYMEHTOB

1. CoBpeMeHHBIE CITOCOOBI U TEXHUKA CO3JaHHsI JOKYMEHTOB.

Tema 4. CocraBienue OP/]

1.JlomxHOCTHAS HHCTPYKITUS; 0COOCHHOCTH TOKyMEeHTHUpoBaHus. CTPYKTypa TeKCTa.

2. CucremMa pacniopsiauTeNbHbBIX JOKYMEHTOB. HazHaueHue, BUAbI TOKYMEHTOB.

3. Ilpukassl, Buabl npukazoB. OCOOCHHOCTH IOKYMEHTHUPOBaHHS NpUKa3oB. CTpyKTypa

TCKCTA.

. YauduuupoBaHHbie (POPMBI KaIPOBBIX IPHUKA30B.

. Pactiopsixenus. OcobenHoctu 0hopM-JIeHUs, CTPYKTypa TEKCTa.

. IlocTanoBnenus, pemenusi. OcoOeHHOCTH OPOPMIICHHS, CTPYKTYpa TEKCTA.

. Cucrema cripaBo4HO-MHGOPMAIIMOHHBIX TOKYMEHTOB. HazHaueHue, BUABL.

. JloxagHas 3anucka, BUIbl; 0coOeHHOCTH oopmiteHusi. CTPyKTypa TEKCTa.

9. Cnpagka, BubI cripaBok. OcoOeHHOCTH 0pOpMIIEHUS, CTPYKTYpa TEKCTA.

10. Axt, Buabl akToB. OcoOeHHOCTH O(OpMIIEHUs, CTPYKTypa Tekcra. OOpamieHus

03N DN K

rpaxzaan. Haznauenue, Bunpl, Oco0eHHOCTH 0OpMIIEHHS, CTPYKTYpa TEKCTa.

Tema 5. /lesioBbIe MUCbMA
1. [lenoBbie mucbMa. XapaKTEPUCTHKA U KIIACCU(DUKAITUH.
2. Kommepueckue nucbMa. XapakTepucTUKa U Kiaccupukauu. OCOOEHHOCTH MOCTPOCHUS

TEKCTa CIIy>keOHOTO MHUChMA.

Tema 6. KoppecnionaeHnusi, CBi3aHHasi ¢ IPOBeeHHEM NMEPUOIMYCCKUX MEPONPUSITHIH
1. MexayHapoIHbIE THChMA.

2. Cranpaptel MCO Ha odopmiieHne 1eI10BOM NEPENUCKU

Tema 7. KomMepueckasi mepenucka ¢ 3apy0e;KHbIMU IapTHEPaAMU

3. [IpoTokoi, BUABI IPOTOKOJIOB. OCOOEHHOCTH MOCTPOCHUS TEKCTA.

4. CpencrtBa omepaTHBHOM CBs3M (TelerpaMma, TeEJIEKC, OJJIEKTPOHHOE COOOIICHHE,

tenedonorpamma). TpeboBanus K opopMIIeHHIO

Tema 8. Opranuszanusi 10KyMeHT0000pOTA

1. Xapaxrepuctuka I'C JIOY. Conep:xanue 1en10npon3BOCTBa.

2. Co3naHue NpoeKTa JOKyMEHTa, COTIaCOBaHME KaK ITalbl JOKYMEHTHPOBAHUSI.
3. YaocToBepeHue 10KyMEHTOB, BUBL.

4. Peructpanus BXOAALUIMX U UCXOASIIHMX JOKYMEHTOB.

5. IlpaBuna 06pabOTKH ¥ paCCMOTPEHHSI BXOSAIINX JOKYMEHTOB.

6. IIpaBuia opraHu3anuy KOHTPOJISL UCTIOJIHEHHS JOKYMEHTOB.

1. OueHouHbIe cpeACTBA A NPOMEKYTOYHOI aTTeCTallMU.

5.1. MeToabl npoBeieHUs1 IK3aMeHa
3auer ¢ OHCHKOﬁ MpoOBOAUTCA C NPUMCHCHUCM CJIICAYIOMIUX MCETOHNOB: MCTOJ YCTHOTO
orpoca o BOIpocaM U3 MepeyHs MPUMEPHBIX BOIPOCOB U3 11.5.2.

1.2. OueHouHbIe MaTEPHUAJIbI IPOMEKYTOUHON aTTeCTANNM

Komnonent [TpomexyTouHBI / KITIOYEBOH UHIUKATOD Kpurepuii oneHuBanus
KOMIETEHINH OLICHUBaHUSA
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Komnonent ITpomexxyTOUHBIH / KIFOUeBON UHIAUKATOP Kpurepuii oneHnBanus

KOMIIETEHIIUH OLIEHHMBaHUs
ITKc OC-5.1 — y4acTByeT B  opranuzauud  cucrembl | — CoOmogaer TpeGoBaHus
paspabarbiBaeT MOJIEIH BHYTPEHHETO KOHTPOJIA HA TIPEIPUATHH. HOPMAaTUBHO-IIPABOBOIO
obecreyeHus pETyIUPOBaHUS B obmacTu
3 KOHOMMYECKOI peanu3anuy BHYTPEHHETO KOHTPOIS
0€30macHOCTH B (PMHAHCOBO- Ha HpeATpUATHHI

. — Peanusyer 3IIEMEHTBI
SKOHOMHYECKOH,

BHYTPEHHETO KOHTPOJIS B

BHCIITHEIKOHOMUYECKOM

OpraHM3alMH{ B IIOJHOM 00beMe
cdepax, IIpu pean3alun

— CocraBisieT OTAeNbHbIE Pa3/eIibl
4pE3BLIYANHBIX CUTyAIUH JIOKyMEHTallud B 0O0JacTH MopsaKa
Pa3IMYHOMN MPUPOIBI OpraHu3alud M  OCYLIECTBJICHUS
BHYTPEHHETO KOHTPOJIS

TunoBble oOlleHOYHbIE CPEACTBA
PexoMenayemblie BONPOCHI AJIsl MOATOTOBKH K 3a4€Ty MO JUCHHUIJIMHE

1. [TonATne «Iemonponu3BOACTBO» U «IOKYMEHTAIIHOHHOE 00ECTICUCHNE YIIPABICHU.
Posb 1oKkyMeHTalmOHHOTr0 00ecrieueHus B yIpaBlIeHUH OpraHu3alyen.

2. XapakTepuCTUKa COBPEMEHHON 3aKOHOJATEIbHOM M HOPMATHBHO-METOIUYECKOM
0a3bl IETONPON3BOICTRA.

3. [Monarne wunHpopmanuu. TpeOoBanus, npeAbABISEMbIE K  IPaBICHYECKOM
uHpopmaruu. MadopmarmoHHbie pecypcehl.

4. [lonarue noxymenta. Ponb 1OKyMeHTa B ynpaBleHHH. XapaKTEepUCTHKA (DyHKIHI
JIOKYMEHTA.

5. Bunsl nokymentos. KOpunndeckas cuna nokymenTa. Criocoobl TOKyMEHTHPOBAHUS.

6. DJIEKTPOHHBIN JOKYMEHT.

7. Yuudukanus u ctanaaptusanus jokymeato. OKY /1.

8. YHudumpoBaHHasi CHUCTeMa OPTraHU3aIMOHHO-PACTIOPSAUTEIBHON JTOKYMEHTAIINH:

XapaKTEePUCTUKA, HA3HAYEHHE U COCTAaB.
0. I'OCT P 7.0.97-2016. O6mias xapakTepuCTHKA.

10.  Tlomarus «popMynsip AOKYMEHTa» UM  «PEKBH3UT JOKyMeHTa». CrocoOsl
PacroJIoKeHUsI PEKBU3UTOB.

11.  Tlomarue Onanka JgOKyMeHTa. Buael OllaHKOB JOKyMeHTOB. TpeGoBaHuUs,
npenbsaBIseMble K OJlaHKaM TOKYMEHTOB. PeKBU3UTHI OJlaHKA JJOKYMEHTA.

12.  XapakTepucTHKa pEKBU3UTOB, OIPEIEISIIOIIMX IOPUANYECKYIO CHITYy TOKYMEHTA.

13. PexBu3uTHI, oTpaxkaromue 00paboTKy U IBM)KCHHUE IOKYMEHTA.

14.  PexBM3UTHI COJEP/KATENBHON YaCTU JOKYMEHTA.

15.  SI3BIK ¥ CTUITB CITY’KEOHBIX JJOKYMEHTOB.

16.  Hasnauenwue, coctaB 1 0(opMIICHHE OPraHU3aLMOHHO-TIPABOBBIX IOKYMEHTOB.

17. [TonsiTue mOroBOpa, €ro cocTaBiecHUE U 0PopMIICHHUE.

18.  Hasnauenwue, coctaB 1 0opMIICHHE PACTIOPSAAUTEIBHBIX JOKYMEHTOB.

19. [Tpouenypa moAroTOBKU pacnopsiAUTEIbHBIX JOKYMEHTOB.

20. [Iprka3el 1O OCHOBHOM AESITENBHOCTH U JINYHOMY COCTaBY.

21. CnpaBoyHO-MH(GOPMAIIMOHHBIE ~ JOKYMEHTBHI:  Ha3HAuY€HWEe, BHIBI,  IOPSJIOK
pa3paboTku U 0OpMIICHHSL.

22.  TlpaBwmia coctaBieHus 1 0OPMIICHHUS CITy>KEOHOTO MHUChMA.

23.  IlpaBuna cocrtaBieHUS U OPOPMIICHHS CITy>KEOHOH, TOKIaTHOW U OOBICHUTEIHHON
3aMUCKH.

24. [IpoToKOII KaK crpaBOYHO-UH(OPMAIIMOHHBIN U PACHOPSAUTEIbHBIA JOKYMEHT.
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25. [Topsimok cocraBieHust 1 0HOPMIICHHS aKTa.

26.  Hasnauenue, coctaB ¥ 0()OpPMIICHUE TUYHBIX JTOKYMEHTOB.

27. Cnyx6a JIOY, ee TuUmMOBBIE OpPraHU3allMOHHBIE CTPYKTYpbl, TIpaBa W
OTBETCTBEHHOCTb. 3a7auu 1 QyHKIHMH ciyx0b1 JIOY.

28. JIOIDKHOCTHOM M YHCHEeHHBIM coctaB ciuyx6 JIOY. @OyHkuum, mnpaBa u
OTBETCTBEHHOCTb COTPYIHUKOB Ci1y>x0b1 JIOY.

29.  HopmartuBHO-MeToamueckas 06a3a ciyxos [JOVY.

30. HopmaruBHbIE M HOPMATHBHO-METOJUYECKUE JTOKYMEHTBI, DPErJIAMEHTHUPYIOLIHE

MOPSAOK COCTaBJICHUS HWHCTPYKUUMU IO JOKYMEHTAIlHOHHOMY OOECIEYeHHIO YIpPaBICHUS
OpraHu3aIiu.

31. AHanM3 ¥ opra"u3aiys J0KyMeHT0000poTa.

32. O0beM 10KyMEeHTO00O0poTA.

33. CucremMa yrnpaBiieHUsI JOKYMEHTAMU: XapaKTEPUCTUKA U Tallbl BHEAPECHUSI.

34.  Ilpuem, nepBuuHas 00paboTKa U MPEIBAPUTEIEHOE PACCMOTPEHUE IOKYMEHTOB.

35. CornacoBaHue JOKYMEHTOB.

36.  YT1BepxkaeHHE JOKYMEHTOB.

37. VYuer u peructparnusi J0KyMeHTOB. TH(POpMaIIMOHHO-TIONCKOBBIE CHCTEMBI.

38.  KOHTpOJIb UCIIOJHEHUS TOKYMEHTOB.

39. Cuctema aBromatuzanmu nenomnpousBojctBa (CAJl) u cucreMa 3IEKTPOHHOTO
nokymeHtoobopota (CO/I).

40.  CompemeHnHoe nmporpaMMmHoe obecrieueHue B cepe J0VY.

41.  Kou¢uaeHumansHOCTh  HWH(MOpPMAIHH. [lpaBuna  paboTel M 3aIIMUTHI
KOH(UICHIIMATBHBIX JOKYMEHTOB.

42.  Opranuzauys XpaHeHUs JTOKYMEHTOB.

43. [TonsTue «aemno». @opMupoBaHue Jedl.

44.  HomeHxiarypa aeil.

45. ITogroroBka JOOKYMEHTOB K Iiepeqaye B apXuB opranu3anuu. OpraHuzanus

HCIIOJIb30BAHUA apXUBHBIX JOKYMCHTOB.

6. Meronuyeckue yKa3aHus sl 00y4alOUIMXCH 110 OCBOCHUIO JUCHMIIIIMHBI

MeToanyeckne pEKOMEHIALMHU 10 HANTMCAHUIO pedepaToB

Pedepar sBnseTcs MHAWBUIYATbHOM CaMOCTOSTENBLHO BBINOJHEHHON pabOTOH CTydeHTa.
Temy pedepata CTyAeHT BBIOMpAET U3 MEPEUHS T€M, PEKOMEHIYEMbIX MPENoJaBaTeieM, BeIyIuM
COOTBETCTBYIOIIYIO JHCUUIUIMHY. PedepaT, Kak NpaBuiIo, JODKEH COAEPKaTh CIEIYIOLIUe
CTPYKTYpHBIE dieMeHThl: TutynbHbid uct Conepxkanne Beenenne OCHOBHAsA 4acTh 3aKIIOUCHUE
Criucok nureparypsl [Ipunoxenus (mpu HEOOXOIUMOCTH).

TpeboBanus k 00bemy: He Oonee 15 crpanun. Odopmienue: [lpudt Times New Roman,
12 mpudrt, 1,5 unrepnaina, 1,5 cm ab3anublil oTcTyn. OpUrHHANBHOCTD 110 CUCTEME AHTHUILIArHUar.
PAHXul'C — He menee 60 mpo1eHTOB.

PexoMeHganmnu no nJaHMPOBAHUIO M OPraHU3AIMU BpeMeHH, He00X0AUMOr0 HA U3y4YeHHue
JUCIUILTHHBI

CTpyKTypa BpeMeHH, He00X0AUMOIr0 HA U3y4YeHHe TN CHUIITHHbI

dopma u3yueHHs TUCIUTLIHHEI Bpewms, 3aTpauniBaeMoe Ha H3yUYCHHE
JUCIUTUIMHEL, %
Wzydenue nuteparypbl, peKOMEH/I0BaHHOH B y4eOHOMH 40
nporpamMMe
Pewienue 3aaa4, IpaKTUYECKUX YIPAKHEHUN U 40
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CHUTYAllMOHHBIX IIPUMEPOB

N3ydenue TeM, BBIHOCUMBIX Ha CAMOCTOSITEILHOE 20
paccMOTpeHue

Hroro 100

PexkomMeHganmm 1o moaAroToBKe K NPpaKkTH4YeCKOMY (CEMHMHAPCKOMY) 3aHATHIO

[TpakTudeckoe (CeMHUHAPCKOE) 3aHATHE - OJIHA U3 OCHOBHBIX ()OPM OpPTaHU3AIUU yIeOHOTO
nporiecca, MPeICTaBIsIoOmas co00il KOJUIEKTUBHOE OOCYXKICHUE CTYACHTAMH TEOPETHYCCKHX U
MPAKTUYECKUX BOMPOCOB, PEIICHUE MPAKTHUECKUX 3a7ad TOJ PYKOBOACTBOM IIPEMOAaBaTels.
OCHOBHOI TIETBI0 MPAKTUYECKOTO (CEMHHAPCKOTO) 3aHSATHS SBISICTCS TPOBEpKAa TIIyOHHBI
MOHWMAHUS CTYJCHTOM H3y4yaeMOW TEMbI, y4eOHOro Marepuajlia W YMEHHUS W3JI0KHUTh €ro
COJIepKaHUE SICHBIM M YETKUM SI3BIKOM, Pa3BHTHE CaMOCTOSITEIHHOTO MBIIUICHHS W TBOPYECKOM
AKTUBHOCTH y cTyaeHTa. Ha mpakTuyeckux (CEMHHAPCKHUX) 3aHATHUSX MPEATONAracTcs
paccMaTpuBaTh HanOOJIee BaXKHbIE, CYIIECTBEHHBIC, CIIOKHBIE BOIIPOCHI KOTOPBIE, HAUOO0IIee TPYTHO
YCBaMBAIOTCS CTyACHTaMU. [IpW 3TOM TOTOBUTHCS K MPAKTHYECKOMY (CEMHHAPCKOMY) 3aHSITHIO
BCET/a HY)XKHO 3apaHee. [1oaroToBka K MpakTHYECKOMY (CEMHHAPCKOMY) 3aHSTHIO BKIIFOUAET B CeOsI
cieyromiee:

- 00s3aTeNbHOE O3HAKOMJICHHE C IIJIAHOM 3aHSATHS, B KOTOPOM COJEpPXKATCs OCHOBHBIC
BOTIPOCHI, BBIHOCUMBIC Ha 00CYKICHHE,

- W3y4YCHHWE KOHCIEKTOB JIEKIUH, COOTBETCTBYIOUIMX pa3leioB Y4eOHHKA, Y4eOHOTO
nocoOwus, CoIepKaHUS PEKOMEHIOBAHHBIX HOPMATHBHBIX MPABOBBIX aKTOB;

- paboTa ¢ OCHOBHBIMH TEPMUHAMH (PEKOMEH]TYETCSI UX BBIYUHUTH);

- U3y4YeHUE JOTMOJHUTEIBHON JTUTEPATYPHI [0 TEME 3aHATHS, eJasi IPU STOM HEOOXOUMbIE
BBINTACKH, KOTOPBIC TIOHAI00TCS TIPU 00CYKIICHIH HA CEMUHApE;

- (GOpMyJIHPOBAHHE CBOETO MHEHHS IO KAXKIOMY BONPOCY M apryMEHTHPOBAHHOE €ro
000CHOBaHHE;

- 3alKUCh BO3HUKIIUX BO BPEMsl CaMOCTOSTEIbHOW pabOThl ¢ y4eOHMKAMH W HAay4IHOU
JUTEPaTyphl BOIPOCOB, YTOOBI 3aTEM Ha CEMUHAPE TTOIYYUTh HA HUX OTBETHI;

- oOparieHne 3a KOHCYJIbTaIluel K MperoaBaTesio.

[IpakTryeckue (CeMUHAPCKUE) 3aHATHUS BKIFOYAIOT B C€0sl U CICIUAIBHO MOITOTOBICHHBIC
pedepathl, BBICTYIJICHUS IO KaKOW-THOO CIOKHOW MM 0co00 aKTyaJdbHOW mpoldiieMe, pelicHHe
3agad. Ha mpakTudeckoM (CEMHUHApCKOM) 3aHSTHU CTYJEHT IMPOSBISET CBOE 3HAHWE MpPEIMETa,
KOppPEKTUPYeT MH(OPMAIIHIO, TIOTYYCHHYIO B TPOIlecCce JEKIMOHHBIX U BHEAYUTOPHBIX 3aHSTUH,
dopmupyeT ompeieTeHHBI 00pa3 B Tja3ax IMPENoAaBaTelis, MOJydyaeT HABBIKM YCTHOW pevd H
KYJbTYPBI AUCKYCCHH, HABBIKH MPAKTUYECKOTO PEIICHUS 3a]1a4.

PexoMeHganum no u3y4eHHI0 METOAUYECCKUX MATEPHUATIOB

Meroandeckue MaTepuaibl MO JUCHUTIINHE MO3BOJSIOT CTYJIEHTY ONTHMAJIBHBIM 00pa3om
OpPraHu30BaTh MPOLECC H3YYEHUS JAHHOM JUCHMUILUIMHBL. MeETOAMYECKHE MaTepuaibl 10
JTUCIUTIIINHE TIPU3BaHBl MOMOYb CTYJCHTY TMOHATh CHENMU(UKY H3ydyaeMOTo MaTepuajia, a B
KOHEYHOM HUTOre€ — MAKCHUMAJIBHO MOJIHO U KAYECTBEHHO €r0 OCBOUTH. B IepByr0 ouepeap CTyAeHT
JIOJDKEH OCO3HaTh MpeAHa3HAYeHUE METOJAMYECKHX MATepUalioB: CTPYKTYpPY, Lenu U 3amadu. s
9TOr0 OH 3HAKOMHUTCS C TPeaMOyJIoi, OTJIaBJICHHEM METOJAMYECKHUX MaTepuaoB, TOBOPSI MHAUE,
OCYIIECTBJISIET TEPBUYHOE 3HAKOMCTBO C HHUM. B pa3zzgene, MNOCBSIINIEHHOM METOAUYECKUM
PEKOMEHJIalMsAM [0 H3YYEHUIO JAUCUHUIUIMHBIL, TPUBOAATCA COBETHl MO IUIAHUPOBAHHUIO U
OpraHu3aIuu HEOOXOIMMOI0 IS W3yYCHUS U CITUITINHEI BPEMEHH, OITMCaHHE
MOCIIEIOBATEIPHOCTH JICUCTBUN CTyJIeHTa («CICHAPUN M3yUeHUs AUCIUILIMHBD)), PEKOMEHIAIIN
1o paboTe ¢ IUTEPaTypPOr, COBETHI IO MOJATOTOBKE K 9K3aMEHY U Pa3bSICHEHHS 110 TIOBOLY PaOOTHI C
TECTOBOM CHCTEMOM Kypca M HaJ JOMAIIHMMM 3aJaHHsMU. B 1IeJIOM JaHHBbIE METOIUYECKHE
PEKOMEHIalluK CIIOCOOHBI OOJIETYUTh WM3Y4YEHHE CTYJICHTAMH IUCUUILIMHBI M TOMOYb YCIICITHO
cHaTth JK3aMeH. B pazgene, comepikameM y4eOHO-METOIWYECKHE MaTepHalbl JIUCIUILINHBL,
coepKaHue MPAKTUYECKUX 3aHITUHI 10 JUCHUIUIUHE, CIIOBAPh OCHOBHBIX TEPMUHOB JTUCIUIIIINHBI.
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PexomMeHaanuu mo caMoCTOSATEJILHOM padoTe CTyIeHTOB

HeorbemieMbIM 351eMEHTOM y4eOHOro Ipolecca SBISETCS CaMOCTOATENbHas padoTa
cryaenra. llpu camocToATenbHOM paboTe AOCTUraeTcss KOHKPETHOE YCBOGHHE YUeOHOTO
MaTepuaia, pa3BUBAIOTCS TEOPETHYECKUE CIIOCOOHOCTH, CTOJb BaXKHbIE [UI1 COBPEMEHHOHN
HOJATOTOBKM CHENHMAIUCTOB. POpPMBI CaMOCTOSTENbHOW pabOThl CTYIEHTOB MO JAMCLUMIUIMHE:
HalMCcaHue KOHCIEKTOB, OJrOTOBKA OTBETOB K BOIPOCAM, HallMCaHHE pedepaToB, PELICHHUE 3a/ad,
UCCIieIoBaTeIbCcKas paboTa, BEIINOJIHEHHE KOHTPOJIbHON PaOOTHI.

3amaHusl JUId CaMOCTOSITENIBHOM pPa0OThl BKIIIOYAIOT B Ce0s KOMIUJIEKC aHAIUTHYECKUX
3aJaHUil BBINIOJHEHHE, KOTOPBIX, MpEArojiaraeT THIATEeIbHOE H3yUeHHE HAay4YHOW M y4deOHOU
JUTEPATYypHhl, NEPUOINYECCKUX M3IJAHHUM, a TAKXKE 3aKOHONATENBbHBIX U HOPMAaTHUBHBIX JOKYMEHTOB
npeyiaraeMeix B 1m.6.4  «YuebHas  smTeparypa M pecypchl  MH(pOpPMalMOHHO-
TEJIEKOMMYHHUKAIIMOHHOM ceTu "Untepnert", y4eOHO-METOIMIECKOE obecrieueHne
CaMOCTOSITENIbHOW paboThl 00ydaromMXcsi MO JUCHMIUIMHEY». 3aJaHus NpPEJOCTaBIIAIOTCS Ha
IIPOBEPKY B IIEYaTHOM BH/IE.

Pexomenganuu no padore ¢ JJurepaTypou

[Ipu u3ydeHuu Kypca ydueOHOM AMCIUIUIMHBI 0cO00€ BHHUMAHHUE CleAyeT OOpaTuTh Ha
PEKOMEHyeMYI0 OCHOBHYIO M JJONOJHUTEIBHYIO JTUTEPATYPY.

BaxxHBIM 371€MEHTOM MOJATOTOBKH K CEMUHApy SIBISIETCS TIyOOKOE M3yueHHE OCHOBHOHM U
JIONOJTHUTEIILHOM JINTEPaTyphl, PEKOMEH/IOBAHHON MO0 TEME 3aHSTHSA, a TaKKe NMEPBONCTOYHUKOB.
[Ipu 3TOM TOJE3HO MPOYUTAHHYIO JINTEPATYPy 3aKOHCHEKTHPOBaTh. KOHCIEKT IOJKEH OTBEYaTh
TpeM TpeOoBaHUAM: OBITh COJCP)KATEIbHBIM, IO BO3MOXXHOCTH KpaTKUM ¥ HPaBHIBHO
0(OPMIICHHBIM.

Conep)kaTenbHBIM €T0 CIIAYET CYMTaTh B TOM CIydae, €CIM OH IEpeaaeT BCE OCHOBHBIC
MBICJIM aBTOPOB B LIEJIOCTHOM BHJE. VI3OKHUTH TEKCT KPaTKO — 3TO 3HAYHUT NEPEAaTh COACpIKaHUEe
KHUTH, CTaTbU B 3HAYMTEIFHOH Mepe CBOMMH CioBaMHu. [Ipm 3TOM criemyer mpuaepKuBaThCs
IpaBUJIa - 3aMKMCHIBaTh MBICIH aBTOPa PadOTHI JIUILb MOCJIE TOr0, KaK OHa XOpOUIO NMoHATa. B Takom
cllydae TIOCTaBJICHHAs LeNb OyJeT NOCTHrHyTa. lluTmpoBaTh aBTOpPOB H3ydaeMbIX paboT (c
00513aTeIbHOM CCBHUIKOM Ha HCTOYHHUK) CJEIyeT B TeX ClIydasX, €CId HajJ0 3alHChiBaThb OYCHb
BaKHOE OTPEJICIICHUE WIIH TTOJI0KEHNE, 00000 BBIBO/I.

Baxno u BHenHee opopmiieHne KOHCIIeKTa. B ero Havane Hago yka3aTh TeMy CEMHHApa,
JIaTy HaNWCaHWs, HA3BaHHS JINTEPATyPHBIX HICTOYHUKOB, KOTOPbIE OyIyT 3aKOHCIEKTHPOBAHBI.
I'myGokast camocTosATenbHas paboTa HaJl HUMU 00ECIICUUT YCIECIIHOE YCBOCHUE U3y4aeMOi
JVCITUTIIIMHBL

OnHuM W3 BaXHEWIIMX  CPEACTB  CEPbE3HOTO  OBIAACHUS  TEOpHeH  sBIseTCA
KOHCHEeKmuposanue nepeoucnmo4HuKos.

JInst cocTaBieHUs] KOHCIIEKTa PEKOMEH/IYeTCsl CHavyajla MpOYUTaTh pabOTy LIEIUKOM, YTOOBI
YACHHUTH ee OOIIMI CMBICT U cofepkaHue. [Ipu 3TOM MOKHO cenaTh HOMETKH O €€ CTPYKType, 00
OCHOBHBIX TIOJIOKEHHSX, BBIBOJAX, HAA0 CTapaTbCsi OTIMYaTb B TEKCTE OCHOBHOE OT
BTOPOCTEIICHHOT'O, BBIBO/IBI OT apryMEHTOB M JIOKa3aTelbCTB. ECIM ecTh HENMOHATHBIE CIIOBa, HA/IO0 B
SHUUKJIONEIMYECKOM CIIOBape HAMTH, YTO 3TO CIOBO 00O3HauaeT. 3aKOHUYMB uTeHue (maparpada,
TJIaBbI, CTaThU) HAJIO 33/1aTh ce0e BOMIPOCHI TaKoro pozaa: B uem rimaBHas Mpicinb? KakoBbl OCHOBHBIE
3BEHBS JI0Ka3aTesbCTBa ee? UTo BhITEKaeT U3 yTBep kaeHui aBTopa? Kak 310 cornacyercs ¢ TeM, 4To
y’Ke 3HaeTe O MPOYNTAHHOM U3 IPYTHX UCTOYHUKOB?

SICHOCTb M OTUETJIMBOCTH BOCIIPUATHS TEKCTA 3aBUCUT OT MHOTOTO: OT COCPEIOTOUEHHOCTH
CTy/IeHTa, OT TEXHHWKH YTCHHS, OT HACTOHYMBOCTH, OT SPKOCTH BOOOPaKEHHUS, OT TEXHUKHU
(GUKCUPOBaHMS MPOYUTAHHOTO, HAKOHEII, OT 3PYJUIIMU — OOIIEH M B KOHKPETHO pacCMaTpUBaeMOM
npoOieme.

Pe3ynbraToM nepBOHAYaNIbHOTO YTEHUS JOJDKEH OBITH NMPOCTOU HJIGH MEKCma u Yemkoe
npeocmaseienue 0 HEACHLIX Mecmax, OTMEUYCHHBIX B KHure. [locie mpeaBapuTeNbHOTO
O3HAKOMJICHHUS, TIPU TOBTOPHOM UTEHUH CIICAYET 6blOEIUNb OCHOBHbIE MbBICIU ABMOPA U WX
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pa3BUTHE B IPOU3BEJCHHUH, OOpaTHUTh BHUMaHME Ha OOOCHOBAaHHE OTJIENbHBIX IOJOXKEHHUH, Ha
METO/BbI U (POPMBI I0Ka3aTeNbCTBA, Hauboee sipkue mpuMepsl. B xoze 3Toit paboThl OKOHYATEIBHO
oTOMpaeTcs MaTepHuall AJs 3alMCU U ONPEAEIseTCs €€ BU: NIaH, me3uchl, KOHCREKm.

[Inan 3TO KpaTKuii, MOCIIENOBAaTENbHBIM IE€PEUYEHb OCHOBHBIX MBICIEH aBTOpa. 3aIuch
IPOYNUTAHHOTO B BUJE TE€3MCOB — 3HAYUT BBISIBUTH M 3alMCaTh ONOPHBIE MBICIM TeKcTa. PazHuna
MEXY TUITAHOM U Te3UCaMU 3aKJIF0UaeTCsl B CIEAYIOIIEM: B IJIaHE MBICIh Ha3bIBaeTCs (CTaBb BCEra
BOIIPOC: O YeM TOBOpHUTCA?), B Te3ucax — GhopMmyaupyercs — (4T0 UMEHHO 00 3TOM TOBOPHTCS?).
3anmuch OMOPHBIX MBICIEH TEKCTa BakKHA, HO MOJHOTO MPEACTaBICHUS O MNPOYUTAHHOM Ha
OCHOBAaHMU NOJOOHOM 3alMCH HE COCTaBHIIb. BaKHO OCMBICIUTH, KaK aBTOp J0Ka3bIBAET CBOIO
MBIC]Ib, KaK yOeXJaeT B HCTUHHOCTH CBOMX BBIBOJIOB. Tak BO3HMKaeT KoHcrekT. Popma 3ammcy,
KaK MbI YK€ OTMETHJIU, YCIOXKHSAETCS B 3aBUCMOCTH OT LieJiel paboThI: IJIaH — 0 4YeM?; TE3UCHI — O
yeM? YTO UMEHHO?; KOHCIIEKT — O YeM? 4TO MMEHHO? Kak?

KoHcrekT 3TO KpaTKoe IIOCIeNOBaTeIbHOE H3JI0KEHHe conepxkaHus. OCHOBY €ro
COCTaBJIIET IUIAH, TE3WChl M BBIOIUCKU. HenocTaTku KOHCIEKTHUPOBAHUSA: MHOTOCIOBHUE,
LIUTUPOBAHUE HE OCHOBHBIX, @ CBA3YIOLIMX MBICIEH, CTPEMIICHHE COXPAaHUTh CTUIIMCTHYECKYIO
CBSI3aHHOCTh TEKCTa B ymiepO ero JIorndeckoil cTpoiHocTd. IlpucTynaTh K KOHCIIEKTUPOBAHHIO
HEOOXOIMMO TOrJa, KOTJa CIIOKWIMCHh HAaBBIKM COCTABICHMS 3allCH B BHUJE DPA3BEPHYTOrO
MoIPpOOHOTO IJIaHAa.

dopMa 3amWcH MPU KOHCHEKTHPOBAHWU TpeOyeT 0coO0ro BHHMAHUS: Ba)XXHO, YTOOBI
COOCTBEHHBIC YTBEPXICHUS, Pa3MBIIUICHUS HaJl MPOYUTAHHBIM, YETKO OTACIUTUCH MPU 3allMCH.
PazymHee BBIHOCHUTH CBOM IOMETKHM Ha IIMPOKHME TOJsI, 3aIUCHIBATh HAa HUX JOIOJHHUTEIbHbIE
CIpaBOYHBIC JaHHBIE, TIOMOTAIOIINE YCBOCHHUIO TEKCTa (JaTa COOBITHS, YHOMSHYTOTO aBTOPaMHU;
CBEJICHUS O JIMIle, Ha3BaHHOM B KHUIE; TOYHOE COJEp:KaHUEe TepMHHA). EciaM KoHCHEeKTHpyeTcs
TEKCT BHYIIMTEIBHOTO 00beMa, He0OOXOANMO YKa3bIBaTh CTPAHULIBI KHUTH, KOTOPBIE OXBAaTHIBACT Ta
WJIN MHAsl 4acTh KOHCIIEKTA.

Jlns ynoOcTBa TOJB30BAHMS CBOMMM 3alMCAMU BaXXHO 03arjaBUTh KpPYMHBIE YacTH
KOHCIIEKTa, TMOAYEpKHUBas 3a207106ku. CleqyeT TOMHUTh O Ha3HAYEHMHM KpacHOM CTPOKH,
CTPEMHTBHCS K YETKOH rpaduke 3amuceil - ycTynamu, KoJloHKamu. V3naraTs riaBHbIe MBICIH aBTOpa
U UX CUCTEMY apryMEHTOB - HEOOXOAMMO NPEUMYILECTBEHHO CBOMMHM CJIOBaMHM, IepepadarbiBast
TakuM 00pa3oM HH(pOpPMALHIO,— TaK MPOXOAUT YySICHEHHE ee CyTH. MBbICib, (pa3bl, MOHATHIC B
KOHTEKCTE, MOTYT MpHOOpecTH Oosiee MpOCTpaHHOE M3JI0KeHHe B 3anucu. Ho Tekcr opurmHana
CBEpPTBIBACTCS, U CTYJEHT, OTpabaThIBasi JIOTMUECKOE MBIIUICHUE, YUYUTHCS BBIACIATH TJIaBHOE U
000011aTh OJHOTHUIIHBIE CYXJAEHUS, OJHOpOAHbIE (akThl. Kpome Toro, nemas 3amucu CBOUMH
cJIoBaMH, 0000111asi, CTYICHT YUYUTCS TUCbMEHHOM peyH.

3HaHue oOmIel CTpaTeruu YTEHUs, TEXHUKU COCTABJIEHUE IUIaHA U TE3UCOB ONpENENseT U
TEXHOJIOTUIO KOHCIIEKTUPOBAHUS

e BHUMAaTeNbHO YWTATh TEKCT, MOMYTHO OTMeyas HEMOHSATHbIE MeCTa, HE3HAKOMBIE
TEPMUHBI U MIOHATUA. Botnucams Ha nons 3Ha4eHNE OTMEUEHHBIX TOHATHUI.

e [lpy mnepBOM UTEHHMM TEKCTa HEOOXOAMMO COCTaBUTb €r0 HPOCHMONl NJIaH,
[I0CJIEI0BATENbHBIN MEPEYeHb OCHOBHBIX MBICIIEH aBTOPA.

e [Ipy NOBTOPHOM UTEHMHM TEKCTa BBIICIATH CUCHIEMY OOKA3AmMeabCme OCHOBHBIX
MOJIOXKEHUH pabOThI aBTOPA.

e 3aKJIIOUYUTENBHBIA 3Tanm paboThl C TEKCTOM COCTOUT B OCMBICICHHH paHee OTMEUYEHHBIX
MECT U UX KPATKOU IOCIIE0BATEIBHOM 3aIIUCH.

e Jlpy KOHCHIEKTUPOBAaHMM HYXXHO CTPEMHTHCS GbIPA3UMb MBICIb AGMOPA CEOUMU
c106amu, 3TO IOMOraet 6osee TIIy00KOMY YCBOCHHIO TEKCTa.

e B pamkax pa®oTbl HaJ NEPBOMCTOYHUKOM Ba)KEH yMeINbld omoop yumam. Heobxonumo
YUUTBIBATh, HACKOJIBKO SPKO, OPUTMHAIBHO, CKATO U3JI0’KEHa MbICIb. LluTHpoBaTh HEOOX0AUMO Te
CYXJIEHUS, Ha KOTOpbIE BIIOCIECJCTBUU BO3MOXKHA CCBUIKA KaK Ha aBTOPUTETHOE H3JI0KEHUE
MHEHHS, BbIBO/Ia 110 TOMY WJIM HHOMY BOIIPOCY.

KoncnekTupoBarth 11€71€c000pa3Ho HE Ha OTIEIBHOM JIMCTE, a B OOIIeH TeTpaau Ha OJHOM
crpaHune mucra. OOOpOTHas CTOpPOHA JIMCTa MOXET OBITh MCIOJIb30BaHA [yl JOMOJIHEHWH,
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HEOO0XOIMMOCTh KOTOPBIX BBIACHUTCA B AajbHeeM. [Ipy KOHCTIEKTUPOBAaHUH JIMTEPATYPhI CIEIYET
OCTaBUTbL MIUPOKUC TI10JIA, ‘ITOGBI 3anpcaTh Ha HHUX INIAH KOHcrekTa. llons MOT'yT 6]:ITI>
MCIOJIb30BaHbl TaK)Ke JJIs 3alIMCH CBOUX 3aMeYaHul, TOMOIHEHUH, BorpocoB. [Ipu BeICTyIUIEHHN Ha
CCMHHAPE CTYACHT MOXKCT MOJIb30BATHCA CBOUM KOHCIICKTOM I LHATHPOBAHUA NCPBOUCTOYHHKA.
Bce y4acTHHKM 3aHATUS BHUMATENbHO CIYIIAIOT BBICTYIUIEHUS TOBApHILEH IO IpyMIe, OTMEYaroT
CIIOPHBIC WJIN OH_II/I60‘-IHBI€ IMOJIOXKCHHA B HUX, BHOCAT IOIPaBKU, MPECACTABIAOT CBOU PCUHICHUA U
000CHOBaHUS 00CYKIaeMbIX TIPOOJIEM.

B KOHIIC CCMHUHAapa, Koraa mnpenoaaBarCiib 3aHiATUA NOABOJUT UTOTH, CTYACHTLHI C YYCTOM
peKOMEHAALNN TpenoaaBaTess U BhICTYIUIEHUN COKYPCHHUKOB, JOTIONHSIIOT WM HCIPABISIOT CBOU
KOHCTIEKTHI.

IIkana oueHUBaAHUA

YpoBeHb 3HAHWN, YMEHMH M HaBBIKOB OOyYaloIIerocss INpU YCTHOM OTBET€ BO BpeMs
IPOMEKYTOUHOM  arrecTauuu  ompeaenserca  oueHkamu — «OtamuHo»  /  «Xopowoy/
«Y nosnerBopurenbHo»/ «HeynosnerBoputenbHoy». Kputepusimu orieHHBaHUS Ha 3a4eTe ¢ OLIEHKOH
ABJIACTCS JEMOHCTpPAlMs OCHOBHBIX TEOPETHYECKHX TIIOJOKEHUH, B paMKax OCBauBaeMOH
KOMIIETEHIIUM, YMEHHME NPHUMEHSATH IOJIyYEHHbIE 3HAHMS Ha IPAKTHKE, OBJIAJCHHUE HaBbIKAMHU
aHaJM3a U cucTeMaru3anuu nHdopmaiuu B 006J1acTi (PMHAHCOB.

Jnst muctunauH, (GopMO MPOMEKYTOYHOW aTTeCTallMM KOTOPBIX SIBIISETCS 3a4eT C OILCHKOM,
IMPUHATHI CJICAYIOIHNUEC COOTBCTCTBUA:

- 90-100% - «oTauuno» (5);

- 75-89% - «xopoto» (4);

- 60-74% - «ynoBaeTBopUTENbHO» (3);

- MeHee 60% - «HeyIOBIETBOPUTENBHOY (2).

[Ipu onileHMBaHKUK PE3yIBTATOB YCTHOI'O OIIPOCA UCIIOJIB3YETCS CIIEAYIOIIas IKaJla OLICHOK:

DTarnbl KOMIIETCHIINH, PEyCMOTPEHHBIE 00pa30BaTEILHON TPOTrPaMMOi,

chopMHpOBaHbI Ha BEICOKOM ypoBHE. CBOOOIHOE BIIaZICHUE MAaTEpHAIIOM,
100% - 90%

BBISIBJIEHUE MEXKIIPEIMETHBIX CBSI3€H. Y BEPEHHOE BJIAJCHUE TOHATHIHBIM
) anmaparoM IUCHUIUIMHBL [IpakThueckue HaBBIKH TPO(HECCHOHATHLHON
NEeSTENIbHOCTH CHOPMUPOBAHBI Ha BBICOKOM ypoBHE. CHOCOOHOCTH K

CaMOCTOSITEIbHOMY HECTaHJAapTHOMY PEIICHHIO MPAKTUYECKUX 3a/1a4

Oransl KOMIIETEHIIUHU, IPETyCMOTPEHHBIE 00pa30BaTeILHON POTrPaMMOi,
chopMHUpPOBaHbl J0CTaTOYHO. JleTaqbHOE BOCHPOU3BENEHHE YUeOHOro
MmaTepuana. [IpakTuueckne HaBBIKU MPOPECCHOHATBHON NIEATEIHHOCTH B
3HaYUTEeNbHON  Mepe  chopmupoBaHbl.  [IpUCYyTCTBYIOT  HaBBIKH

89% - 75%

(xoporo)
CaMOCTOSITENIbHOTO ~ pEHIeHMs] MPaKTUYEeCKHX 3a7ad C OTAEIbHBIMU
9JICMCHTAMH1 TBOPYCCTBA.
DTanbl KOMIIETSHIINH, IPEyCMOTPEHHBIE 00pa30BaTEILHON TPOTrPaMMOi,
74% - 60% copMHpOBaHBI HAa MHMHHMAJIBHOM YypoBHe. Hanmume MuHUMAaIBHO

JIOMTyCTUMOTO YPOBHS B YCBOGHHMH Yy4eOHOTO Marepuaia, B T.4. B
(YZOBICTBOPUTENBHO) | caMOCTOSTEIBHOM peLICHUU IPAKTUYECKUX 3a1ad. [IpakTuueckue HaBbIKK
npodecCHOHATIBLHOM e TeNbHOCTH c(hOpMUPOBAHBI HE B TIOJTHOM Mepe.
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Oranbl KOMIIETEHIIUHU, IPETyCMOTPEHHBIE 00pa30BaTEeILHON MPOTrPaMMOi,
He cdopmupoBaHbl. HemocTaTouHblii ypoBEHb YCBOCHHUS TMOHSITUHHOTO
MeHee 60%|anmapata W Haauyue (QparMEeHTapHBIX 3HAHUW 1O JUCHHUIUIMHE.
(HeyIOBIIETBOPHUTEIHHO)|OTCYTCTBHE MHHHUMAJIBHO JIOIYCTUMOTO YPOBHS B CaMOCTOSITEIbHOM
pelIeHnH IIPAKTUYECKHUX 3az1ad. [IpakTnueckue HaBBIKU
po¢eCCHOHAIBHON EATETHFHOCTH HE CPOPMUPOBAHBI.

7. OCHOBHAsI M JONOJTHUTEIbHAS y4eOHAas TUTEPaTypa, He00X0AUMAs 1JIsl OCBOCHHS
JUCIHHUIIMHBI, pecypchbl HHPOPMALMOHHO-TEJIeKOMMYHUKAIIMOHHOM ceTH '""UHTepHeT",
BKJIKOYas NepevyeHb Y4eOHO-MeTOANYEeCKOro odecnevyeHus 1Jis CAMOCTOSTeIbHOM PadoThl
o0yyaromuxcs Mo JUCHUIIIHHE

7.1. OcHOBHas qUTEpaTypa.

1. Kopuees, U. K. JlokyMeHTHpOBaHHE YNPaBIEHUYECKON IEATEIBHOCTH : YYEOHHK JUIS
By3oB/ MU. K. KopueeB, A.B.Ilmenko, B. A. MamypueB. — 3-¢ wu3n., nepepad. u
nor. — Mocksa : M3garenscTBo FOpaiit, 2023. — 438 ¢. — (Briciiee oOpazoBanue). —
ISBN 978-5-534-16001-7. — Tekct : anexktponHbiii / O6pa3oBaTenbHas miatdopma
FOpaiir [caiiT]. — URL: https://urait.ru/bcode/523610

7.2. lonoHUTEIBHAS JIUTEPATYPA

1. JloxymeHTOBe/ieHUE : YUEOHUK W TpakTUKyM s By30B/ JI. A. Jloponuna [u ap.] ; moxg
penakmueit JI. A. loponunoit. — 3-e usn., nepepad. u gomn. — Mocksa : U3natensctBo FOpaiir,
2023. — 336 c. — (Bwicmiee oopazoBanue). — ISBN 978-5-534-15753-6. — TekcT : 37eKTPOHHBIH
// Obpa3zoBarenbHas wiatdopma KOpaiir [caiiT]. — URL: https://urait.ru/bcode/511341

2. llyBanoBa, H. H. OcHOBBI nenonpoun3BocTBa. S3bIK CIIyK€OHOTO TOKYMEHTA : YICOHHK
u mnpaktukym st By3oB/ H. H. IllyBamoma, A.IO.HBanoBa; mnox oOmeil penakuueit
H. H. llyBanoBoii. — 3-¢ u3x., nepepad. u gom. — Mocksa : M3natenscTBo Opaiit, 2023. —
384 c. — (Bwicmiee oOpazoBanme). — ISBN 978-5-534-15217-3. — TekcT : SJCKTPOHHBIA //
O6pazoBarenpHas miaTdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/511417

7.3. Y4eOHO-MeTOAM4YECKOE 00ecreueHre CAMOCTOSITe/IbHOM PadoThl
1. Bapmyna, B. B., [lokymeHranmonHoe oOecrieueHue ympaBieHus : yueOHuk / B. B.
Bapmynn. — Mocksa : HOcrumus, 2022. — 271 ¢. — ISBN 978-5-4365-8902-2. — URL.:
https://book.ru/book/942707

7.4. HopmaTuBHBIE IPABOBbIE JOKYMEHTbI

Konctutynus Poccuiickoit @enepanuu
I'pasxxnanckuit koaexe Poccutickoit @enepannn
Hanorossiii konekc Poccuiickoil @enepannu (4acTe nepBast, BTopas)
Oenepanbublil 3akoH 402-D3 «O OyXranTepcKkoM yueTe»

5. TOCT P 7.0.100-2018. Hanuonanensiii cranaapt Poccuiickoit ®@enepanuu. Cucrema
CTaHJApTOB MO HHpoOpManuu, OMOIMOTEYHOMY M H3JAaTelbckoMy neny. bubmmorpaduueckas
3anmuch. bubnuorpaduyeckoe omnmcanue. OOmue TpeOOBaHWS W TpaBUIA COCTaBICHUS

PO =
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https://urait.ru/bcode/511417
https://book.ru/book/942707

[DnekTpOoHHBIH pecypc] /l KoHncynbpTanT [Tmroc. — Pexxum JOCTYTIA:
https://docs.cntd.ru/document/1200161674

6. T'OCT P 7.0.97-2016. Hammonaneusiii ctannapt Poccuiickoii ®@enepauun. Cucrema
CTaHAapTOB TO0 wWHOpMAIMK, OHOTMOTEYHOMY U HU3JAaTelNbCKOMY neny.OpraHu3zalnnoHHO-
pacropsiiuTeNbHas JOKyMEHTanus. TpeGoBaHus K OQGOPMIICHHUIO JTOKYMEHTOB. [DJIEKTPOHHBIN
pecypc] // KoncynbranT [Troc. — Pexum
nocrtyma:http://www.consultant.ru/document/cons_doc LAW 216461/

7. TOCT P 7.0.8-2013.Hanuonansuelii crangapt Poccuiickoit ®enepanuun. Cucrema
CTaHJapTOB MO HHpoOpMaAnUU, OHOIMOTEYHOMY M H3AaTeIbCKOMY neiy. [lemompousBoacTBO M
apxuBHOe neno. TepmuHbl U ompexaeneHus. [DnekTpoHHbIH pecypc]| // Koncymprant Ilmroc. —
Pexxum noctyma:http://www.consultant.ru/document/cons doc LAW 163800/

8. IIpuka3z Munduna P ot 31.10.2000 N 94u (pen. ot 08.11.2010) «O6 yTBepkaeHUN
[Inana cdeTroB OyXrayJTepcKoro ydera (pUHAHCOBO-XO3SMCTBEHHOHN NEATEIHHOCTH OpPraHU3AINKN H
WNHcTpyKImu 1Mo ero mpuMEeHEHUIO)

9. Tlonoxenwus no Oyxranrepckomy yuery (I1BY)

7.5. UaTepHeT-pecypchbl

1. CnopaBouno-nipaBoBas cucrema «Koncynprantllmoc» [DnexkTpoHHBI pecype]. Pexum
nocryra: http:// www.consultant.ru/

2. CmpaBouHo-npaBoBasi cucrema «l'apaHT» [DnekTpoHHBIH pecypc]. Pexum nocryna:
http://base.garant.ru/

3. MHurepuer-pecypcsl Hayunoii 6ubmmoreku PAHXul'C [DnexTponHbIid pecypc]. Pexum
nocrtyma: https://vlgr.ranepa.ru/index.php?option=com_content&task=view&id=1413

8. MaTtepuaibHO-TeXHUYecKas 0a3a, MH(POPMAIIMOHHbIE TEXHOJIOTHH, IPOTPAMMHOE
o0ecreyeHue 1 MHGPOPMANMOHHBIE CIIPABOYHbIE CUCTEMbI

MatepuanbHO-TEXHUYECKOE 0OecTieyeHre TUCIUIUIMHBI BKIIOYaeT B ceOsl:

- JIGKIIMOHHBIE ayJUTOPHH, OO0OpPYJOBAaHHBIC BHUICOMPOCKIMOHHBIM OOOPYIOBAHHEM IS
Ipe3eHTalNi, CPEICTBAMU 3BYKOBOCIIPOU3BEICHUS, SKPAHOM;

- TMOMENICHUS ISl MPOBENCHUS CEMUHAPCKUX W MPAKTHUYECKUX 3aHATHH, 000pYyIOBaHHbBIE
y4eOHOI MeOeIbIo.

JlucuumiuHa TOIJepKaHa  COOTBETCTBYIOIIUMHU  JIMIICH3MOHHBIMH  TPOTPaAMMHBIMU
nponykramu: Microsoft Windows 7 Prof, Microsoft Office 2010, Kaspersky 8.2, CIIC I'apanr,
CIIC KoHcynbTaHT.

[IporpamMMHBbIe cpeacTBa obecrieueHs: y4eOHOTO MpoIecca BKIIOYAIOT:

- IporpaMmsl npe3eHTanuonHoi rpaguxku (MS PowerPoint — 1ist HOArOTOBKM ClHaliI0B U
MpPE3CHTAaINN );

- TekcToBbie penakTopsl (MS WORD), MS ECXEL — st Tabnui, quarpamm.

By3 obecnieunBaeT kaxaoro odydaromerocss pabounuM MECTOM B KOMIIBIOTEPHOM KJiacce B
COOTBETCTBUH C 00BEMOM U3YYaeMBIX TUCIHUILTNH, 00eCIieYnBaeT BEIX0 B ceTh MIHTepHeT.

[Tomemienuss Juisi CaMOCTOSITENTBHOM pabOThl OOYyYalOUMXCA BKJIIOYAIOT —CJIETYIOIIYIO
OCHAIIIEHHOCTh: CTOJIbI AyAUTOPHBIE, CTYJIbSI, TOCKU ayUTOPHBIC, KOMITBIOTEPHI C MOAKIIOYCHHEM K
JIOKAJIbHOM ceTH MHCTUTYTA (BKJIIOYas MpaBOBbIE cUcTeMbl) U MIHTepHeT.

Jliis u3yueHus: yueOHON AUCIMILTAHBI UCIIONIB3YIOTCS aBTOMATU3UPOBAHHAS OMOIMOTEUHAs
uH(pOpMallMOHHAsT CHUCTeMa M JJIEKTPOHHbIE OUOIMOTEYHBIE CHCTEMBI: «YHHUBEPCUTETCKAS
oubmuoreka ONLINE», «3OnektponHo-Ombmuoreunas cucrema wu3garensctBa JIAHby,
«DNeKTpOHHO-OMONMMOTeYHast cuctemMa u3aarenberBa «lOpalt»y, «DnekTpoHHO-OMOIHoTeYHAs
cucrema IPRbooks», «Hayunas snexkrponnas 6ubanorexka eLIBRARY» u ap.
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®enepanbHOe rocyIapcTBeHHOE 0I01KeTHOE 00pa3oBaTeIbHOE
yupekaeHue BbICIIero 00pa3oBaHus
«POCCHMICKASI AKATEMHUSI HAPOJJHOT'O XO3SIMCTBA
U TOCYJAPCTBEHHOM CJIYKBbI
ITPU TPE3UJIEHTE POCCUVICKOM ®EJIEPAIIUN»

Bounrorpaackuii uHCTUTYT yripaBneHus - Gunuan PAHXul'C
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DKOHOMHYECKUH (HaKyJIbTET
Kadenpa ydera, ananuza u ayaura

YTBEPXJIEHA

YueHbIM COBETOM

Bonarorpanckoro HCTUTYTa ynpaBieHUS —
¢unmmana PAHXul'C

[Tpotokoi ot «15» cenTsiopst 2022 1. Ne 2

ITPOI'PAMMA CIIEHHUAJIMTETA

JKOHOMMKO-TIPABOBOE 00ecreyeHne IKOHOMHUYECKOH 0e30IacHOCTH

(HaumeHoBaHUe 0OPA308AMENLHON NPOSPAMMbL)

®OH/I OLIEHOYHBIX CPEJCTB MPOMEKYTOYHOI ATTECTALIUM
MO JUCHUTIJINHE

b1.B.05./13.02.02 /lokyMeHTAIIMOHHOE o0ecnedyeHrne IKOHOMUYEeCKOM
AeATeJIbHOCTH

(MH()EK'C U HaumeHosaHue ()MCL[M}’HMHIJZ, 6 coomeemcmeuu Cylte6Hle‘/l VZJZGHOJVI)

38.05.01 «DxoHOMUYECKAsT OE30IIaCHOCTE)

(KOO U HauMeHOBaHUe HANPABJIeHUsE NOO20MOBKU (CReYUdIbHOCMU))

OYHaA, 3a04YHAA

Dopmbl 00yyenus

I'onx mabopa 2023 T.

Bousrorpan, 2022 r.

PeKOMeH[lyeMbIe BOIIPOCKHI IJISl MOJATOTOBKH K 3a4€Ty 10 JUCHUILJINHE

1. l. [loHATHE «IENONPOU3BOACTBO» U  «JIOKYMEHTAI[MOHHOE oOecreueHue
ynpaBieHus». Ponb T0KyMEHTallMOHHOTO 00eCIIeYeHUs B YIPABICHUN OpTaHU3aIHeH.
2. XapakTepucTUKa COBPEMEHHOW 3aKOHOJATEIbHOM W HOPMATHUBHO-METOIUYECKOMN

0a3bl JEIONPOU3BOICTRA.
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3. [Tonsitue wuHpOpManmu. TpeOoBaHUsA, TpPEABABISIEMbIE K  MPABJICHUYECKOU
uHpopmanuu. MHopMaoHHbIE peCypChl.

4. [Tonsitue moxymenta. Poib qokymMeHTa B ympaBJIeHHH. XapaKTEPUCTHKA (yHKIIHMA
JIOKYMEHTA.

5. Bunasr nokymenTos. FOpunnueckas cuia qokymenTa. Criocoosl JOKyMEHTHPOBAHHMS.

6. DNEKTPOHHBIN TOKYMEHT.

7. YHudukanus u cranaaptusamnus 10kyMeHToB. OKVY /1.

8. YHuHUIMpOBaHHAs CUCTEMa OPraHU3aLMOHHO-PACTIOPATUTEILHON JOKYMEHTAIIUU:

XapaKTEepPHUCTHKA, HA3HAYEHHUE U COCTaB.
9. I'OCT P 7.0.97-2016. Obm1ast xapaKTepUCTHKA.

10. [Tonsitus «hopmMynsap JTOKyMEHTa» M  «PEKBU3UT JOKyMeHTa». CrocoOsbl
PacroJI0KEeHUsI PEKBU3UTOB.

11. [lonsitue Omanka JokymeHTa. Bwuasl OJaHKOB JOKyMeHTOB. TpeOoBaHus,
npeIbsBIseMbIe K OJIaHKaM TOKyMEHTOB. PEKBU3UTHI OJlaHKA JJOKYMEHTA.

12. XapakTepucTHKa PEKBU3UTOB, OMPEACISIONINX IOPUINYECKYIO CUITY JOKYMEHTA.

13.  PexBu3uTHI, OTpakarouire o0pabOTKy U JBH)KEHUE TOKYMEHTA.

14. PexBU3HUTHI coaepKATETLHON YaCTH IOKYMEHTA.

15.  SI3BIK U CTUJIB CIYXKEOHBIX JOKYMEHTOB.

16. Hasnauenwue, coctaB u 0opMIICHHE OPraHU3AIMOHHO-TTPABOBBIX IOKYMEHTOB.

17. [Tonsatue noroBopa, €ro cocraBjieHue 1 0popMIICHHUE.

18. Hasnauenwue, coctaB u 0OpMIICHHE PACTIOPSIUTEITBHBIX TOKYMEHTOB.

19.  Ilpouenypa MoAroTOBKH pacloOpsiAUTEIbHBIX TOKYMEHTOB.

20. [IprKasbl MO OCHOBHOM JIEATEILHOCTH U IUYHOMY COCTaRBY.

21.  CnpaBoyHO-MH(OPMALMOHHBIE  JOKYMEHTBHI:  Ha3HAYeHHWE, BHIBL,  MOPSIOK
pa3paboTKu U OPOPMIICHUS.

22.  IlpaBuna coctraBieHus U 0HOPMIICHUS CITY>KEOHOTO MUChMa.

23.  TlpaBwmia coctaBieHus U OQOPMIICHUS CIIYKEOHOM, JOKIAJHOH W OOBSICHUTEIbHON
3aMMUCKHU.

24. [TpoTokom Kak cripaBOYHO-UH(POPMAIIMOHHBIN U PACTIOPSAAUTEIBHBIA TOKYMEHT.

25.  Tlopsaok coctaBieHust 1 OPOPMIICHHS aKTa.

26. Hasnauenwue, coctaB u 0)OpMIICHHE TUYHBIX JOKYMEHTOB.

27. Cayx6a JOY, ee TuUnoBble OpraHU3allMOHHBIE CTPYKTYphl, TIpaBa H
OTBETCTBEHHOCTH. 3a/1aun U GyHKIuH ciry k061 IOV,

28.  JlomwxHOCTHOW M uuCIeHHBIH coctaB ciayx0 JIOY. Oynkuum, mnpaBa U

OTBETCTBEHHOCTh COTPYIHUKOB CiTyk0b1 JIOY.

29.  HopmaruBHO-MeToauueckas 6a3a ciyxos JJOVY.

30. HopmaruBHBIE M HOPMAaTHBHO-METOIAMYECKHE JOKYMEHTBI, pPErIaMEHTHUPYIOIINE
HOPSIZIOK  COCTaBJIICHUS HMHCTPYKUMU TIO JOKYMEHTAI[HOHHOMY OOECIICUEHHUIO YIpaBIICHUS
OpraHH3aIiH.

31. AHanu3 ¥ opraHu3anus J0KyMEHT0000poTa.

32. OOBeM JOKyMEHTOOOOpOTa.

33.  Cucrema ynpaiieHUsl JOKYMEHTaMU: XapaKTEPUCTUKA U ATAIbl BHEAPEHUS.

34. [Tpuem, nepBudHas oOpabOTKa M MPEIBAPUTEITHLHOE PACCMOTPEHUE TOKYMEHTOB.

35.  CornacoBaHu€ JOKYMEHTOB.

36. VYT1BepKaeHUE TOKYMEHTOB.

37. VY4er u peructpanus 1o0kyMeHToB. MH)OpMAIIMOHHO-TTOMCKOBBIE CUCTEMBI.

38. KoHTposb ucnoIHeHUsT TOKYMEHTOB.

39.  Cucrema aBromaTtmzanuu aenonpousBojactBa (CAJl) u cucrema 3JIEKTPOHHOTO
noxkymeHntoobopora (CO/I).

40.  CoBpemenHoe nporpammHoe obecrieuenue B chepe JJOVY.

41.  KonHbuneHINaIbHOCTh nHpopmaruu. [IpaBuna  paboTHI u 3aIIUTHI

KOH(bI/I,Z[GHL[I/IaHBHBIX HAOKYMCHTOB.
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42. Opranuzanus XpaHeHus: JOKYMEHTOB.

43.  Ilonsarue «ueno». PopMupoBaHUE JEII.
44. Homenknarypa gen.
45.  IlomroroBka [IOKyMEHTOB K Iieperade B apxuB opraHuzauuu. OpraHuzanus

HCIIOJIB30BAHHUA ApXHUBHBIX JOKYMCHTOB.
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