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Penenszus
Ha pabouyro nporpammy yaeOHoi aucruminabl OI1.05 JlokyMeHTanmoHHoe o0ecrieueHne
yIIpaBIICHUS
POTPaMMBI ITOJATOTOBKH CIEIIMATMCTOB CPEHET0O 3BEHA
38.02.01 DxoHOMUKA U OyXTanTepCcKUuil y4eT (110 OTpacisiM)

Pazpaborunk: UHnycTpuanbHpiii UHCTUTYT (hunnan) gemaepaibHOTro TOCy1apCTBEHHOTO
O10JKETHOTO 00pa30BaTEIBHOTO YUPEKACHUS BhICIIEro o0pa3oBanus «HOropckuii
TOCYJapCTBCHHBIH YHUBEPCUTETY
(Mua!A (pumman) ®T'BOY BO «OI'Y»).

PaGouass nporpamma y4eOHOW JUCHMIUIUHBI MMEET YETKYIH0 CTPYKTYpY, U BKIIOYAECT
CJICAYIOIINE HEOOXOAUMBIE JIEMEHTHI:

-0011as1 XapaKTepUCcTHKa pabodeil mporpaMmMbl y4eOHOM TUCIUTUTUHBL
-CTPYKTYpa U coJiep:KaHne yueOHON AUCIUITITUHBI

-YCJIOBHUS peaiu3aluy y4eOHON AUCLUIIINHBI

-KOHTPOJIb U OLIEHKA PE3YyIbTaTOB OCBOCHHUS YUeOHOU JUCIMITITUHBI

Jlannasi pabo4ast mporpaMmMa yYUTHIBA€T BO3MOKHOCTH PeaM3aluy ydyeOHOTro mMarepuaia u
CO3JaHUsl CHELHUAIbHBIX YCJIOBHM JUIsi WMHBAIMIAOB U JIML C OTPAaHUYEHHBIMH BO3MOYKHOCTSIMU
3/10pPOBBA.

PaGouas mporpamMma MokeT OBITH peaii30BaHa C MPUMEHEHHEM JJIEKTPOHHOTO O0ydYeHUs,
JUICTaHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTHH B MPETYCMOTPEHHBIX 3aKOHOAATEIBCTBOM (opmax
oOydeHHs WU TpPH HX COYETAHUHU, NPU TMPOBEACHUU YUEOHBIX 3aHITHHA, MPAKTUK, TEKYIIETO
KOHTPOJISI YCIIEBAEMOCTH, IPOMEKYTOUHON aTTeCTallui 00y4aroluXCsl.

Peanuzanust yueOHON TUCHUILIMHBI MPEAYCMATPUBAET MPOBEICHUE MPAKTHUYECKUX PadoT B
(dopMe NPaKTUUECKOI MOATOTOBKE 00YYarOIIUXCS.

PaGouass mporpamma y4eOHOIl IUCHUIUIMHBI COCTaBJIEHA JIOTUYHO, CTPYKTypa paboueit
IIPOrpPaMMbl  COOTBETCTBYET MNPUHLUIY €IUHCTBA TEOPETUYECKOTO M IMPAKTUYECKOrOo OO0y4yeHUS,
pa3ziernbl BhIICICHbI TUAAKTHYECKH 1IeIeCO00pasHo.

B paOoueii mporpamme y4eOHOM IUCHMIUIMHBI ONPEAENEHbl LENM W 3aJayd, YCIOBUS
peanu3ainuu, TpeOoBaHMs K pe3yibTaTaM OCBOEHHUS.

VYuebHast Harpy3ka oOydarommxcsi, ¢GopMa MNPOMEKYTOYHOW aTTeCTAllUM 10 Yy4eOHOM
JTUCIUTIIIMHE onpeenseTcs yueoHbM mranoM [TTTCC3.

MartepuanbHo-TeXHUUYEeCKass 0aza y4eOHOH IUCHMIUIMHBI OOEecreunBaeT MPOBEACHHUE BCEX
BUJIOB 3aHATHI, IPETYCMOTPEHHBIX YU€OHBIM ITLIAHOM.

[lepeueHp pexkoMeHAyeMOW JIUTEpaTypbl BKIIOYAeT OOIIEAOCTYIIHbIE OCHOBHBIE U
JIOTIOJTHUTEIbHbIE UCTOYHUKH.

B paboueit nporpamme onpezeneHbl OpMbl U METOABI KOHTPOJIS, HCIIOIb3yEMbIE B ITPOLIECCE
TEKYLIEr0 M TMPOMEXYTOYHOTO KOHTPOJs, B cooTBeTcTBUM ¢ TpeboBanusiMu PI'OC CIIO mo
crenanbHOCTH 38.02.01 DxoHOMEKA U OyXTaNTepCKUi y4eT (110 OTpacisim).

3akmouenue: PabGouas mporpamma  yueOHoit mucuumiauasl OIL0S JlokymeHTanmoHHOE
oOecrieyeHre yrpaBieHHUs 00eCleurBaeT OCBOEHUE 3HAHUM M YMEHMH IO y4yeOHON NUCHUIUIMHE U
HampaBlieHa Ha (popMHUpoOBaHUE OOIIUX U MPOPEeCCHOHATBHBIX KOMIETEHITHIA.

PerienseHr:

npenojasarenb Uuak (puanan)
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1. OBIIASI XAPAKTEPUCTUKA PABOYEHN TPOT'PAMMBI YUEBHOM
JUCHUIIJINHBbI
OI1.06 «/lokymeHTaliMOHHOE O0ecnievYeHre YIIPABJICHUSD)

1.1. MecTo IMCHUILINHBI B CTPYKTYPe OCHOBHOM 00pa30oBaTe/bHOIl MPOrpaMMbl:

VyeOnas jgucuumumHa  OILOl  DkoHoMHMKa — OopraHu3aluu  SIBJISIETCS  4YacThIO
o01mienpoeccuoOHaIBbHOrO y4eOHOro LUKJa MPOorpaMMbl MOATOTOBKU CIELUAINCTOB CPEIHETO
3BeHa B cootBercTBUHM ¢ PI'OC CIIO no cnenmansaoctu 38.02.01 DxoHOMUKA U OyXTaaTepCKHii
ydeT (110 OTpacisim).

Ocoboe 3HavyeHne AucHUIuIMHA uMeeT npu ¢popmuposanuu u passurun OK 2, OK 3, OK
5,0K09,1IK 1.1, 1K 2.7.

1.2. IIe.m: H INIAHUPYEMBIC PE3YyJbTAaThl OCBOCHUA IUCIHUIIJIMHBI:

B pesynbrare ocBoeHUs y4eOHON AUCIUILTMHBI 00YJaIOIIHICS JOIKEH
yMeTh:

— OCYIIECTBJISATh IOMCK, aHAJIM3 U HCIIOJIb30BAHHE HOPMATHUBHO-NPABOBBIX JOKYMEHTOB B
npuMeHeHuu K 3a1adam JJOVY;

— COCTaBIISITh U O(GOPMIIATH YNPABICHYECKYIO U MPO(ECCHOHAIBHYIO JTOKYMEHTAIMIO B
COOTBETCTBUE C HOPMATUBHOM 0a30ii;

—  HCIIOJIb30BaTh YHH(PHIUPOBAHHBIE (POPMBI TOKYMEHTOB;

—  OCYLIECTBIIATH JICJIOBYIO IEPENUCKY U MOAJIEPKUBATH IEKTPOHHbIE KOMMYHHKALINY;

— TPUMEHSATH CpelncTBa HMH()OPMAIIMOHHBIX TEXHOJOTUH ISl CO3MaHHUsI W O(GOpPMIICHUS
JIOKYMEHTOB;

— pa30upaThCs B CUCTEME BHYTPEHHEIO JOKYMEHTO000pOTa OpraHu3aluy;

— OCYILIECTBJISTh XpPaHEHHE U MOUCK IOKYMEHTOB;

— WCIOJNIb30BaTh  COBPEMEHHOE  MIpOrpaMMHOE  oOecrieueHHe B DJICKTPOHHOM
JIOKYMEHTOO000pOTE;

— TMpOBEpATh HaJIMYMe B MPOMU3BOJIBHBIX IEPBUYHBIX OyXTaJTepCKUX JIOKYMEHTax
00s13aTeNIbHBIX PEKBU3UTOB;

— pa30upaThCcs B HOMEHKIIAType JIeT;

— COCTaBIIATh aKThl U CIIPABKU IO PE3yJbTaTaM BHYTPEHHETO KOHTPOJIS;

— (opMHpoBaTh NPOEKTHI IPUKA30B M0 MPOBEACHUIO BHYTPEHHETO KOHTPOJIS.
B pe3ynbrate ocBoeHUs yueOHON AUCIUILTMHBI 00Y4atOLHiics JOIKeH
3HATh:

— COJEpJKaHue aKTyaJbHOW HOPMAaTUBHO-TIPABOBOM JOKYMEHTALUH;

— OCHOBHBIE OHATHUS IOKYMEHTALIMOHHOTO 00eCIeueH sl yIpaBIeHus;

—  KJIAaCCU(HKAIHMIO YIIPABIEHYECKUX TOKYMEHTOB;

— TIpaBWJIa COCTABICHUSA U OPOPMIICHHS YNPaBIEHUYECKUX JOKYMEHTOB U BEICHUS JI€IOBON
NIEPETINCKH;

— COCTaB JJOKYMEHTOB CIIELIUAJIbHBIX CUCTEM JOKYMEHTAIUH;

— IpaBWJIa OPTaHU3AIMK BCEX 3TAIIOB padOTHI C JOKYMEHTaMU;

— npwiokeHus nporpammsl Windows, ucronb3yemslie 11 peanuzanuu 3a1ad JJ0VY;

— coBpeMeHHble HH(popMarmonHsle TexHogoruu 10V,

— TpaBWJIA U CPOKU XPAHEHMsSI JOKYMEHTOB;

— (OpMBI IEPBUYUHBIX OYXTaJITEPCKUX JOKYMEHTOB, COAEPIKAIINX 00s13aTeNIbHbIE PEKBU3HUTEI
NEPBUYHOIO YYETHOT'O IOKYMEHTA;



— IpoLEAypa COCTABIEHUS aKTa M0 pe3yjbTaTaM MHBEHTapHU3alMH, IPOEKTOB MPUKA30B 10
IIPOBECHUIO KOHTPOJIBHBIX MPOLEAYD.

B pesynbrare ocBocHHsS y4eOHOW ITUCHUIUIMHBI OOYYaIOUIMICS JOJDKEH OBJAJIeTh
o0mmMHu ¥ npogecCHOHATBHBIMH KOMIIETEHIIUSIMU, BKIIIOUAIOLTUMU B c€051 CIOCOOHOCTD:
OK 2 Hcnonb30BaTh COBpEMEHHBIE CPEJCTBA MMOMCKA, aHAIN3a U UHTEPIPETallii UH(OpMAIHH,
¥ MHGOPMAIIMOHHBIE TEXHOJIOTUH JIJISl BBIMOJIHEHHUS 33a]1a4 Mpo(eccCHnoHalbHOM 1eTeIbHOCTH
OK 3 [IlnanupoBaTh M peaM30BBIBATH COOCTBEHHOE NPOPECCHOHATBHOE W JMYHOCTHOE
pa3BUTHE, TPEIIPUHUMATEIBCKYIO JI€ATEIbHOCTh B MpodeccuoHaIbHON cdepe, MCIOoIb30BaTh
3HaHUS MO (PUHAHCOBOM IPAMOTHOCTHU B PA3IMUHBIX )KU3HEHHBIX CUTYaLUAX
OK 5 OcyuecTBisTh YCTHYIO U INHCBMEHHYIO KOMMYHHUKAIIMIO Ha TOCYJApCTBEHHOM S3bIKE
Poccuiickoit denepanuu ¢ yueToM 0COOEHHOCTEN COLMAIBHOTO U KYJIbTYPHOI'O KOHTEKCTa
OK 9 Ilonw3oBarbest mpodecCHOHANBHON TOKYMEHTAIMEH Ha TOCYapCTBEHHOM M HMHOCTPAHHOM
A3BIKAX
I1IK 1.1. O6pabaTsiBaTh NEPBUYHBIC OYXTAITEPCKHUE TOKYMEHTHI;

I[IK 2.7. BbINOMHATH KOHTPOJIBHBIE MpPOLEAYPhl M HX JIOKYMEHTUPOBAHHME, TOTOBUTH U
0hOpMIIATH
3aBeplLIalOIINE MaTEePUaJIbl [0 pe3ysIbTaTaM BHYTPEHHETO KOHTPOJIS.

1.3. Peanu3auus pa6oueii mporpaMmbl JJisl JIMI ¢ OTPAHUYEHHBIMU BO3MOKHOCTSMU
310poBbs (1aee — OB3).

PaGouass mporpamma y4uTBHIBa€T BO3MOKHOCTH peallu3allud y4yeOHOro maTepuana u
CO3JIaHUs CICIHAIBHBIX YCIOBUN IS MHBAJIUOB W JIUI[ C OTPAaHUYEHHBIMH BO3MOXKHOCTSIMU
310poBbs (nanee — OB3).

OOyuenne wHBaMIOB u Jmn ¢ OB3 ocymecTBisiercs ¢ y4eToM OCOOCHHOCTEH
NCUXO(U3UUECKOTO Pa3BUTHUS, UHIUBUIYATbHBIX BO3MOXKHOCTEH M COCTOSHUS 310pPOBbS TaKHX
oOyuaromuxcsi. B ¢unmane cosparorcss crneuuangbHble YCIOBHS Ul IOJYYEHUS CPEIHETro
npodeccuoHanbHOr0 00pa3oBaHUs OOYYAIOIIMMUCA C OTPAaHMYEHHBIMH BO3MOXKHOCTSIMHU
3np0poBes (Uacts 10 crateu 79 denepanbHoro 3akoHa oT 29 aexadps 2012 r. N 273-03 «O6
obpazoBanuu B Poccuiickoii denepanun»).

OO6pazoBaTenbHBIN Mporece s MHBAIUIOB U Juil ¢ OB3 ocymiecTBiseTcss B €IMHOM
MOTOKE CO CBEPCTHUKAMH, HE UMEIOIIMMHU TaKUX OTPaHUYEHUH.

1.4. Peanu3anusi y4eOHO#l AUCHMIIMHBI B (popMe NMPAKTHYECKOH NMOJATOTOBKH U €
NpUMeHeHHeM 3JIeKTPOHHOI0 00y4YeHHu .

Pabouas mnporpaMma MoOKeT OBITH peEaJM30BaHA C TPUMEHEHHUEM HIIEKTPOHHOIO
oOydeHHUs, JUCTAHLMOHHBIX  OOpa30BAaTEIbHBIX  TEXHOJOTMH B  MPEAYCMOTPEHHBIX
3aKOHOJIATeNILCTBOM (popMax OOyueHHs] WIM HpPU UX COUETAaHWHU, NMPHU HPOBEIECHUH Y4EeOHBIX
3aHATHM, TPAKTUK, TEKYIIEro KOHTPOJII YCIIEBAEMOCTH, IPOMEXKYTOYHOM aTTecTaluu
oOyJaromuxcs.

Peanuszanus yueOHON AUCHMIUIMHBI IPETyCMaTPUBAET MIPOBEJECHUE MTPAKTUYECKUX paboT
B (hopMe MPAKTUUYECKON MOJATOTOBKE 00YUArOIIUXCS.

[IpakTHueckast IOArOTOBKA IPU peannu3aly ydeOHON AUCHUIIIMHBI OPraHU3yeTCsl TyTeM
IPOBEIECHUS TMPAKTUUYECKUX 3aHATUH, MpeIycMaTpUBAIOIIUX Y4acTHE OOydaroluxcs B
BBITIOJIHEHUH OTJCJIBHBIX DJIEMEHTOB pPabOT, CBSA3aHHBIX C Oyaymed mnpodeccuoHaTbHON
JNEATEIBHOCTBIO, @ TakkKe JEMOHCTPALlMI0  TPAKTUYECKUX  HABBIKOB,  BBINOJIHEHHUE,
MOJIEJTMPOBaHUE OOYUYaAIOIIUMUCS OMPEIECNIEHHBIX BHUJOB PA0OT [Js PELICHUS MPAKTHUYECKUX
3aja4, CBA3aHHBIX C Oyaymiei npodeccHoHaIbHOM e TeNTbHOCTHIO B YCIOBUAX, MPUOIMKEHHBIX
K peasIbHbIM NTPOU3BOICTBEHHBIM.



2. CTPYKTYPA U COAEPXKAHUE YUEBHOM JUCIIUILIVHBI

2.1. O0beM y4eOHOM TMCHUIIMHBI U BUAbI Y4eOHO# padoThl

Bun yyeOHoi padoTsl

O0BLeM B yacax

O0bem o0pa3oBaTeIbHON NPOrpaMMbl y4eOHOM THCHUTINHBI 38
B T.4. B JopMe IpaKTH4eCKOH NOATOTOBKH -
BT. 4..

TeopeTnieckoe o0ydeHne 22
nabopaTropHbie PabOTHI -
MPaKTUYECKUE 3aHITHS 10
KypcoBasi pabora (IpoeKT) -
Camocmoamenvhas paboma 6

HpOMe)KyTO‘lHaH aTrecranmuda




2.2. TemaTH4ecKuii IUVIaH U CO/lep:KaHUe Y4eOHOU AU CHMIIIMHBI

O0bem, akaj.

Koabsl koMneTeHIui 1

9/ B TOM JIMYHOCTHBIX
HaumenoBanue qyucie B pe3yJbTaToB,
Coaeprxanue yue0HOro MaTepuasa U (popMbl OPraHU3AIUHU AeATEIbHOCTH 00yYaAIOIUXCH
PAa3IesioB U TeM ¢popme ¢dopmupoBaHuIo
NPAKTHYECKON | oTopBIX CHIOCOGCTBYET
TOATOTOBKH, 3JIEMEHT NMPOrpaMMBblI
aKasl. 4
1 2 3 4
Pa3nen 1. JlokyMeHTHpPOBaHMeE YIIPABJIEHYECKOI 1eATeTbHOCTH 22/8/0
Tema 1.1 Conep:xanue 2/0/0
Beenenue. Jlokymenr | 1. 3HadeHwe W cofiepKaHHWe TUCIUILTAHBI «J[OKyMEHTallMOHHOE OOECTIeueHHUE YITPABICHUS. OK 02,
U cCHCTeMAa [loHsITHE TEPMHHOB «IOKYMEHT», «JIOKYMEHTUPOBAaHUE», «IOKYMEHTAIIMOHHOE OOeCTieueHHe OK 03,
JTOKYMEHTAIHH yIPaBJICHUSD. 2 OK 09,
2. YHudukauus u CTaHJAPTH3ALUN YIPABICHYECKUX JOKYMEHTOB. K 1.1
3. HopmaTtuBHO-TIpaBoBasi 0a3a opraHu3aliy JOKYMEHTAMOHHOTO 00€CIICYSHUs! yITPABICHHS
B Tom uncie npakTHYEeCKUX 3aHATHI M J1a00pPaTOPHBIX padoT -
CamocTrosiTesibHasi padoTa 00y4Yarommxcst -
Tema 1.2 Conep:xanue 8/4/0
Cucrema OK 02
1. T'OCTs1 Ha OP/I. TpeboBaHus K 0POPMIIEHUIO JOKYMEHTOB, TPEOOBaHUS K OJIaHKaM. OK 03’
OpPraHM3aluoOHHO- :
_ . OK 05
PaCHOpSINTELHOI 2. OpraHuzaloHHbIE JIOKYMEHTHI: yCTaB, JIOJKHOCTHAs WHCTPYKIUS. )
PacriopsiiutenibHbIe IOKYMEHTBI: TIPHKA3bl, PACTIOPSKECHHSL. 4 OK 09,
JOKYMEHTAIlMH . K 1.1
3. CripaBoYHO-MH(POPMAIIMOHHBIE TOKYMEHTBI: CIyKeOHas 3alUCcKa, 00bICHUTEIIbHAS -1y
3aIKcKa, akT, CIpaBKa, ciykeOHble mucbMa. CocTaB M 0COOCHHOCTH 0(OPMIIEHUS JOKYMEHTOB T10 K27
JMYHOMY COCTaBY
B ToM yucie IpakTHYeCKUX 3aHATHI U J1a00PATOPHBIX padoT 4
[TpakTudeckas pabota Nel OdopmiieHrne opraHu3aOHHO-PACTIOPSAUTEIEHOM OK 02,
JIOKYMEHTAIUH C MOMOIII0 TporpaMmMbl Microsoft Word. OK 03,
2 OK 05,
OK 09,
MK 1.1,




K 2.7

[TpakTuueckas padora No2 CocraBieHue U opopMiIeHHE CIPaBOYHO-HHPOPMAIIMOHHON OK 02,
OK 03
JOKYMCHTAIIUU ,
o ) OK 05,
OK 09,
K 1.1,
11K 2.7
CamocTrosiTeibHasi padoTa 00y4YaroIMXcst -
Tema 1.3 Conep:xanue 6/2/0
JdeHexubie u 1. Ocobennoctu cocraBieHua U 0hOPMIIEHUS IEHEKHBIX U (PMHAHCOBO-PACYETHBIX 4 OK 02,
p P
dunancono- JIOKYMEHTOB. OK 03,
pacyeTHbIe 2. JIoKyMeHTHpOBaHHUE TPYAOBBIX MpaBooTHOIeHHH. COCTaB M 0COOCHHOCTH OK 05,
TOKYMEHTBI oopMIICHHSI JOKYMEHTOB I10 JTHYHOMY COCTaBY. OK 09
Ka1boBast 3. KowmmiekroBanue nudyHoro jaena. Aproouorpadus. Pesrome. 3asBieHne o mpueme Ha K 2.7
P pabory. [Ipuka3sl 10 JIMYHOMY COCTaBY.
JAOKYMEHTAIUSsI
B Tom uncie MNPAKTHYCCKHUX 3aHATHI U J'[aﬁOpaTOpHI)IX paﬁoT 2
[Tpaktudeckas padora Ne3. OdopmiieHUE MIATEKHBIX JOKYMEHTOB, KaJpOBOU 2 0K 02,
OK 03
JOKYMCHTAITUU ,
o OK 05,
OK 09
TIK 2.7
CamocrosiTeqibHasi paboTa 00y4YaroImXxcst -
Tema 1.4 Conep:xanue 6/2/0
HorosopHo- 1. Tlonstue norosopa (koHTpakTa). Tunosas Gopma noroBopa. OCHOBHBIE pa3/Ieibl 4 OK 02,
npaBoBas JI0TOBOpA. OK 03,
OKyMEHTAINs 2. IlpaBuna opopmiieHUS IPETEH3UOHHBIX TTHceM. DOPMYJIsip UCKOBOTO 3asBJICHUS, OK 05,
TpeboBaHUs K ero 0(hOpMIICHUIO OK 09
B ToM unciIe MPpaKTHYECKUX 3aHATHIA M J1a00PATOPHBIX PadoT 2
[Mpaktuyeckas padora Ned OdhopmiieHHe TOTOBOPHO-TIPABOBOI TOKYMEHTAIIUU 2 OK 02,
OK 03,
OK 05,




OK 09

CamocTrosiTebHasi padoTa 00y4yarommxcst

Paznen 2 Opranun3anus padoTsl ¢ AOKYyMeHTaMHU 12/2/0
Tema 2.1 Copaep:kanue 4/2/0
Opranusanus 1. CocraB u y4yer obbema JokyMeHTOOOOpoTa npeanpustuil. Opranuzanusi padboTsl C 2 0K 0.2,
JOKYMEHT0000poTa, BXOJISILEH, UCXOJAIIEH U BHYTPEHHEN TOKYMEHTALUEN OK 03,
perucrpauusi 2.  Perucrpanus n1okymMeHTOB. KOHTpOJIb MCHONHEHUS JOKYMEHTOB. OpraHusanus u (())II<< (())95’
IOKYMEHTOB, TEXHUKA KOHTPOJIA HCIIOIHEHUs. TUIOBBIE M WHIUBUIYAJIBHBIE CPOKH MCIIOJHEHUS K 1 1’
HCIIOJIHEHHE AOKYMCHTOB.
JI0OKyMEHTOB B ToM 4Hc/Ie NPAKTHYECKHX 3aHATHI M J1a00paTOPHLIX padoT -
CamocTosiTeIbHAsA padoTa 00y4al0LUXCS -
Tema 2.2. Conep:xanue 2
HNudopmanuonnsie | 1. Vcnons30BaHHE MPOrPaMMHOIO OOECIICUCHMS JUIS PEIICHUS MPO(eCCHOHATBHBIX 2 0K 0.2,
TEXHOJIOT'UH B 3a1a4 OK 03,
A€JIONPOU3BOICTBE 2. basbl JaHHBIX U1 XpaHeHus 10KyMeHTOB. Pabora ¢ 3anpocamu. Pabora ¢ (())II<< %95’
EKTPOHHBIMHU JOKYMEHTAMH. ’
b oM K 1.1
B ToM uMciIe NPAKTHYECKUX 3AHATHIT M J1a60PAaTOPHBIX PadoT -
CamocTosiTeIbHAsA padoTa 00y4al0LUXCS -
Conep:xanue 10/2/6
1. Cucremarusanusi JOKyMEHTOB M UX XpaHEHHUE. 4 0K 0.2,
Tema 2.3 2. Howmenknarypa nen. UnauBuyanbHble, CBOJHbIC, IPUMEPHBIE U TUIIOBbIE OK 03,
Oprauusanus HOMEHKJIATYPHI [ 0K 0.5,
ONepaTuBHOIO U 3. [TloaroroBka M MOpsAOK Mepeaadu Jes B apXUB. 3aKOHOJATEIbHbBIE aKThI U 1(_)& (1)91’
APXHBHOTO HOPMAaTHUBHO-METOJNYECKHAE JOKYMEHTBI 110 apXUBHOMY XPaHEHHIO JOKYMEHTOB. :
XpaHeHust _
B ToM 4mcie npakKTHYeCKUX 3aHATHI M 1a00pPaTOPHBIX padoT 2
AOKYMEHTOB
[TpaxTrueckas padota Ne5 Odopmienue aena. OpopmieHre HOMEHKIATYPHI JIe. 2 0K 0.2,
OK 03,
0K 0.5,
OK 09,
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K 1.1

CamocTrosiTeibHasi padoTa 00y4yarommxcst 6
CamocrositenbHas padora Nel [Toaroroska k audhepeHIIMpOBaHHOMY 3a4eTy 6
IIpoMe:xyTOoUHAasI aTTECTALUA
Bcero: 38
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3. YCJIOBUS PEAJIM3AIIMN YYEFHOM JUCITATLTAHBI

3.1. [Jlas peanu3anmuM NPOrpaMMbl Y4YeOHOH [JMCHMIUIMHBI [JOJIKHBI OBITH
NpeayCMOTPEeHbI cJIeAyIue clielHaJbHble OMelleHUs:

Kabuner «/lokyMeHTamOHHOTrO  OOecHeueHHsl  YIpaBJICHUSA», OCHAIICHHBIA B
COOTBETCTBUU C OOpa3oBarenbHOW mporpammoir mo crnenumanbHocTH 38.02.01 DxoHOMUKA U
OyXTaJITEPCKHI yUeT (110 OTPaciIsiM).

O6opynoBanue y4eOHOT0 KaOMHETa!

— TI0CaJI0YHBIC MECTA 110 KOJIUYECTBY 00yUaroInXCs;
— pabouee MeCTO IpernoaaBaress.
TexHuueckue cpencTBa 00ydeHus:
—  MyJbTUMEANA-IPOEKTOP;
— MEpPCOHAJIbHBIA KOMIIBIOTED;
—  KaJIbKYJIATOD.

3.2. UndopmannoHHoe obecniedeHHe peajn3alui NporpaMmMbl

Jns peanuzanuu mporpamMmbl OMOIHOTEYHBIH (OHA 00pa3oBaTENFHONW OpraHU3aINN
JIOJDKEH MMETh NIeYaTHBIC W/WIIN 3JIEKTPOHHBIE 00pa3oBaTeIbHble U HH()OPMALMOHHBIE PECYPCHI
JUISL MCTIONIb30BaHUs B 0Opa3oBarenbHOM mporecce. [Ipu dopmupoBanuu 6ubamoreyHoro Gponaa
00pa3oBaTeNIbFHON OpraHU3alMy BHIOMpPAETCs HE MEHEe OJHOTO HM3JaHUS W3 NEepPeYHCICHHBIX
HMXXE II€YaTHBIX I/I3IIaHI/1ﬁ n (I/IJII/I) QJICKTPOHHBIX I/I3[[aHI/II\/JI B Ka4C€CTBC OCHOBHOI'O, IIpHU 3TOM
CIHCOK MOJKET OBITh JOITIOJIHEH HOBBIMH U3 JaHUSIMMU.

3.2.1. OcHOBHBIE YJIEKTPOHHBbIE U3IAHUSA

1. beixoBa, T. A. J[lokymMeHTanmoHHOE oOecreueHne yrpaBiIeHUs (IeTONPOU3BOACTBO) :
yuebHoe mocobue / T.A. beikoBa, T.B. Ky3nenona, JI.B. Cankuna ; mox obu. pen. T.B.
Ky3HnenoBoii. — 2-e u3j., nepepad. u gomn. — Mocksa : UHOPA-M, 2021. — 304 c. - ISBN
978-5-16-013913-5. - URL: https://znanium.com/catalog/product/1141796 (mata
obpamenus: 20.03.2023). — TekcT : 2IeKTPOHHBIH.

2. I'posoBa, O. C. JlenonpousBoACTBO : yueOHOe mocoOue A CpeHero nmpodhecCuoHaIbHOTO
obpazoBanus / O. C. I'pozoBa. — 2-e uzn. — Mockasa : FOpaiir, 2023. — 131 c. —ISBN 978-
5-534-15986-8. — URL: https://urait.ru/bcode/517797 (nara obpamenus: 18.03.2023). —
Texcr : 31eKTPOHHBIN.

3.2.2. lonoaHUTEIbHbIE HCTOYHUKHU
1. KazakeBuu, T. A. JlokymMeHTalMOHHOE OOecleueHue yNnpaBiIeHUs : YIEOHUK U MPAKTUKYM

Ut cpenHero mpodeccuonansHoro odpasosanus / T. A. Kazakesnu, A. U. Tkammy. — 2-¢
U3, ucnp. u pomn. — Mocksa : FOpaiit, 2023. — 177 c¢. — ISBN 978-5-534-06291-5. —
URL: https://urait.ru/bcode/513745 (mata oOpamenus: 18.03.2023). — Tekcr
JJIEKTPOHHBIN.

2. Ilysanosa, H. H. JlokymeHTanoHHOE obOecrieueHne yIpaBieHUs : y4eOHUK U MPAKTHUKYM
JUIs cpeniHero npodeccuoHanbHoro oopasosanus / H. H. lllyBanoBa. — 3-e u3n., nepepad. u
norn. — Mocksa : IOpaiit, 2023. — 247 c¢. — (ISBN 978-5-534-16538-8. — URL:
https://urait.ru/bcode/531240 (mata obpamenwus: 18.03.2023). — TeKCT : 3IEKTPOHHBIA.



https://znanium.com/catalog/product/1141796
https://urait.ru/bcode/513745
https://urait.ru/bcode/531240

4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUSA

YYEBHOM M CHATINHEI

Pesynomameol 00yuenun

Kpumepuu OUECHKU

Memoowt oyenku

- COZIepyKaHUE aKTyaJIbHON
HOPMAaTHBHO-TIPaBOBOM
JOKyMEHTAIHH;

-OCHOBHBIE ITOHATHSI
JOKYMEHTAI[HOHHOTO
obecrieueHus yrpaBJeHuUs;

- KJTacCU(DUKAIIIO
YIIPABIEHYECKUX
JOKYMEHTOB;

-[IpaBUJIa COCTABIICHUS U
odopmiteHuUs
YIIPaBICHYECKUX
JOKYMEHTOB U BEJICHUS
JIEJIOBOU IIEPETINCKH;

-COCTaB JJOKyMEHTOB
CTICIIATBHBIX CHCTEM
JOKyMEHTAIHH;

-[IpaBUJIa OPTaHU3ALUH BCEX
3TanoB paboThI C
JTOKyMEHTaMH;

-[IPUJIOXKEHUS IIPOrPaMMBbl
Windows, ucrons3yemoie
IUISL peaii3aliiy 3a/1a4
H0Y;

-COBpEMEHHbIE
MH(pOpPMaIIMOHHbIE
texHojoruu JJOVY;

-IIpaBUJIa U CPOKU XPAaHEHUS
JOKYMEHTOB;

-(popMBbI IEPBUYHBIX
OyXranTepcKkux
JTOKYMEHTOB, CO/IEPKAIIHX
00s13aTeNIbHBIE PEKBU3UTHI
MIEPBUYHOTO YYETHOTO
JOKYMEHTa;

-IIPOIIETypa COCTABIICHHUS
aKTa Mo pe3ysbTaramMm
WHBEHTAPH3AIIH,
MIPOEKTOB MPUKA30B 110
MIPOBEICHUIO
KOHTPOJIBHBIX MPOLIEYP

-OpraHU3aINIo
JTOKyMEHTO0000pOTa:
npreM, o0padoTKy,
pEerucTpalyio, KOHTPOJIb,
XpaHEHHE JIOKYMEHTOB,

—  Oruenka «5» -
«OTJIMYHOY CTaBUTCH,
ecli o0yJaronuics
MOJIHO M3JIaraer
MaTepuai (OTBE4aeT Ha
BOIIPOC), AaeT
MIPaBUIILHOE
ornpezesieHue
OCHOBHBIX TTOHSTHH;
00Hapy>XKHBaeT
MOHMMAaHUEe MaTepuana,
MOJKET 00OCHOBATh
CBOM CYXKJICHUS,
MPUMCHHTDH 3HAHUS Ha
MPAKTHKE, PUBECTH
HEO0OXOMMBIC
MPUMEPHI HE TOJIBKO U3
y4eOHHKA, HO U
CaMOCTOSITENILHO
COCTaBJICHHBIC;
u3JaraeT MaTepuan
MOCJIEIOBATEIBHO U
MPABUIIBHO C TOUYKH
3peHUst HOPM
JTUTEPATypPHOTO SA3BIKA.

—  Orenka «4» -
«XOpOIIIOY» CTABUTCH,
€CJIM 00yYarOIIUICs
JaeT OTBET,
YAOBJIETBOPSAIOUIUN TEM
e TpeOOBaHUSAM, UTO U
TSI OLICHKH «OTJIMYHO,
HO Jomyckaet 1-2
OImMOKH, KOTOPBIE CaM
JKe HCTpaBiseT, u 1-2
HeJoueTa B
MOCNEA0BATEIHHOCTH U
A3BIKOBOM O(hOpMIIEHUHN
U3JIaraeMoro.

—  Ounenka «3» -
«YAOBIETBOPUTEIHHO)»
CTaBUTCSI, €CITU
oOyJaromuiics
0OHapyXKMBaAET 3HAHUE
Y TIOHUMaHUe
OCHOBHBIX ITOJIOKEHHUH

YcTHBIM onpoc
IIuceMenHsIit onpoc
TectupoBanue

Pemenne cuTyarmoHHBIX 3a7a4.

[IpakTuueckue 3aHATHUS.
[IpoBepounsbie paboTEHI.
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HOMEHKJIATYypy Je.

JTaHHOM TeMBI, HO
u3JIaraeT MaTepual
HEIOJIHO U JOIyCKaeT
HETOYHOCTH B
omnpezesieHuy OHATU]
Wi GOpMyYITHPOBKE
MIPaBUII; HE YMEET
JI0OCTaTOYHO IIyOOKO U
JI0Ka3aTeIbHO
000CHOBATh CBOU
CYXKICHHS U IPUBECTH
CBOM IPUMEPHI;
u3JlaraeT MaTepuan
HETOCTIEI0BATEIBHO 1
JIOTTYCKaeT OLINOKHU B
S3BIKOBOM O(hopMIIeHUN
U3JIaraeMoro.

Ouenka «2» -
«HEY/IOBJICTBOPUTEIILHO
» CTaBUTCS, €CITU
oOyyvaromuncs
0o0HapyXUBaeT
He3HaHue OoJbIen
yacTu
COOTBETCTBYIOIIETO
BOIIPOCa, TOMMYCKaeT
OIIMOKH B
dbopMynupoBke
OIIPENIETICHUI U TIPABUIL,
HCKaXXaIoIIHe UX
CMBICJI, OECTIOPSIOYHO
Y HEYBEPEHHO M3JIaraer
Marepuai. OueHka «2»
OTMEYaeT TaKue
HEJOCTaTKU B
MOJITOTOBKE, KOTOPHIE
SIBIISTFOTCS CEPHE3HBIM
MPETSITCTBHEM K
YCTICIITHOMY
OBJIAJICHUIO
MOCTIETYFOIIIUM
MaTepuaIoM.

TectupoBanue

«5» - 85-100% BepHBIX
OTBETOB

«4» - 69-84% BepHBIX
OTBETOB

«3» - 51-68% BepHBIX
OTBETOB

«2» - 50% u mMeHee
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—-OCYIIECTBIISATh TOUCK, aHAIN3
Y UCIIOJIb30BAHNE HOPMATUBHO-
MIPaBOBBIX JOKYMEHTOB B
npuMeHeHuu K 3aaadam JI0OVY;

-COCTaBIIATh ¥ 0YOPMIIATH
YIPaBIIEHYECKYIO U
poeCCUOHATIBHYIO
JOKYMEHTAIHIO B
COOTBETCTBHE C HOPMATUBHOU
0a3oii;

-HUCIIOJIb30BATh
yHUDHULIUPOBaHHBIE (HOPMBI
JIOKYMEHTOB;

OCYIIECTBIISATD JACTOBYIO
MIEPENUCKY U MOJIEPKUBATh
AIIEKTPOHHBIE KOMMYHUKAIINH,

-IPUMEHSTH CPEICTBA
MH()OPMAIMOHHBIX TEXHOJIOTHI
JUISL CO3JIaHUsL U OOPMIICHHUS
JTOKYMEHTOB;

-pa3duparbCcs B CUCTEME
BHYTPEHHETO
JOKYMEHT0000poTa
OpraHM3aIHH;

-OCYILIECTBIIATH XPAHEHHUE U
MIOMCK JOKYMEHTOB,

-HUCIOJIb30BaTh COBPEMEHHOE
IporpaMMHOe oOecrieueHre B
JJIEKTPOHHOM
JTIOKYMEHTOOOOPOTE;

- IPOBEPATH HAJTMYHUE B
TIPOM3BOJILHBIX TIEPBUYHBIX
OyXralTepCKuX JTOKYMEHTax
00s13aTeNbHBIX PEKBU3HUTOB;

-pa30uparbcsi B HOMEHKIIATYpe
ACI;

- COCTaBJIATh aKThl U CIIPABKU T10
pe3ysibTataM BHYTPEHHETO
KOHTPOJIS;

- (hOopMHUPOBATH MPOEKTHI
MIPUKA30B 10 NPOBEJICHUIO
BHYTPEHHET0 KOHTPOJIS

«OTIIMYHOY
—  paboTa BBINIOJIHEHA
0¢e3 o1nooK;

—  JICMOHCTPHPYIOTCS
3HAHUS TEOPETUIECKOTO
MaTepuajga ¥ YMECHUE HX
MIPUMEHSTH;

—  MOcIeAOoBaTeNIbHOE,
MPaBUIIBHOE BBIITOJTHCHUE
BCEX 3aJaHUH;

—  yMCHHE
000CHOBAHHO H3JIaraTh
CBOU MBICIIH, JCNIaTh
HEOOXOAUMBIC BBEIBO/IBI.
«XOpOIIIO»

—  JI€MOHCTPHPYIOTCS
3HAHHS TEOPETUUIECCKOIO
MaTepuaga ¥ yMEHUE HX
MIPUMEHSITD;

—  MOCIeAOBaTeIIbHOE,
MPaBUIIBHOE BBIITOJTHEHUE
BCEX 3aJIaHUH;

—  BO3MOXKHBI
eIMHUYHBIEC OIITHOKH,
HCIIPABIIIEMbIC CAMUM
CTYJCHTOM TI0CTIE
3aMeYaHMs
MIpeToaBaTels;

—  yMcHHE
000CHOBAHHO H3JIaraTh
CBOU MBICITH, J€NIaTh
HEOOXOAUMEIE BEIBO/IBI.
«yOBIETBOPUTEIHLHO

—  HEIOJHOE
TEOPETHUIECKOe
000CHOBaHHE,
TpeOyroliee HaBOASIINX
BOIIPOCOB
MpernoaaBaTens;

—  BBINOJHEHHE
3aJlaHu¥ MPU TOJCKa3Ke
MIperoIaBaTels;

—  3aTpyJqHEHHS B
(hopMyIIHPOBKE BHIBOJIOB.
«HEYIOBIETBOPUTEIILHOY
—  3aJaHusdg HE
BBITTOJTHEHBI.

- OLICHKA
IIPAKTUYECKHUX
Nel,2,3,4,5

BBITTOJTHEHHUSI
pabor
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