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npodeccuoHaibHOrO  oOpa3zoBanus 1o  cnenuanbHoctd  38.02.06  dunaHCH"
(3apeructpupoBano B Muntocte Poccun 26.02.2018 N 50134)

[IporpaMmma coctaBneHa B COOTBETCTBMM ¢ TpeboBanusimu DeaepaabHOTO
rocygapcTBeHHOro obOpazoBatenpHoro crangapra CIIO mo cmenmanbrocTn 38.02.06
«DuUHAHCHD.

PazpaboTunk(n):

TuxoHoB Anekcanap BiaguMupoBH4, IPENOAABATENb NEPBOM KATETOPUU DKOHOMHUKO-
TYMaHUTApHOTO Koyuie/mka ['yManutapHo-nienaroruueckor akagemuu (punuan) GrAOY
BO «K®VY um. B.U. Bepnaackoro» B r. fire.

PaGouast mporpamMmma paccMOTpeHa Ha 3acelaHUU LUKJIOBOM KOMHUCCHUU MPOTOKOT Ne
10 ot 25. 05. 2018 r. u npuzHaHa cooTBeTcTBYIONIEH TpeboBaHusiM ®I'OC u ydyeOHOrO
1aHa o cunenuaibHocT 38.02.06 «dunanCch.

[Ipencenarens HMUKIOBOM Komuccuu o moArotoBke cnenuanuctoB CIIO B cdepe

(uHaHCOB

I'. H. Maptupocsx

PaGouass mporpamma paccmorperna Ha Ne 10 ot 25. 05. 2018 r. u mnpusHana
cootBeTcTByMOIICH TpeboBanusM PI'OC u yuyebHoro miana mo crenranbHocTH 38.02.06
«DHUHAHCHI»
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1. TACIIOPT PABOYEM MPOT'PAMMBI YYEBHOM TUCIUTIIMHBI
OIl.4 JOKYMEHTAIMOHHOE OBECIIEYEHUE YIIPABJIEHUSA

1.1. Ob6aacTh NPpUMEHEHHUS MPOTPAMMBI

PabGouass nmnporpamma  y4yeOHOM  JUCUMIUIMHBI  SIBJSIETCS  4YacTbl0  OCHOBHOM
npodeccuoHanbHOl  oOpa3oBaTenbHOM  mporpaMmbl  (IPOrpaMmbl  MOATOTOBKHU
cnenuanucta cpeanero 3BeHa) B coorBercTBUU ¢ PI'OC CIIO mo chnenuanbHOCTU
38.02.06 ®uHaAHCHI.

1.2. MecTo JIMCUMIUIMHBI B  CTPYKTYpe OCHOBHOW  mpodeccHOHAIbHOMI

o0pa3oBaTeIbHOWH NMpPOrpaMmbl (MPOrpaMMbl MOATOTOBKH CIHENUAJNCTA CPeIHEro

3B€HA)!

VYyeOnas mucruruimaa OIl4 JlokymeHTanMoHHOE oOecrieueHre YIpaBiIeHUs BXOIUT B
npodecCHOHaNBHBIN HUKI pa3zena o0menpodecCHOHaIbHBIX AUCHUIUIMH 0a30BOM 4acTH
dI'OC CIIO 1o cienmansHocTH 38.02.06 dUHAHCHI.

1.3. Hean um 3aga4u AUCHMILIMHBI — TPe0OBAaHUAA K Ppe3yabTAaTaM OCBOCHUA
AUCHUIJINHBI.

[enpto uzydeHus: yueOHOM JUCIUTUIMHBI SBISIETCS YCBOCHUE TEOPETHUECKUX 3HAHUM B
00J1aCTH HOPMATHUBHO-TPABOBOW 0a3bl JOKYMEHTAIIMOHHOTO OOECIEYeHUs YIpaBJiICHUS U
opraHuzainuu paboT MO JENIONPOW3BOJCTBY, OBJIAJIEHUE TMPUEMAMH COBPEMEHHOTO
JIEIONIPOU3BOICTBA, a TaKkKe (POPMUPOBAHNE HEOOXOAUMBIX CIEIIUATUCTY KOMITIETCHIIUM.

3amaun OCBOCHUS YUEOHOM TUCIIUTIITUHBI:

— YCBOEHHE OCHOBHBIX MOHSATHH B OOJACTH TOKYMEHTAIIMOHHOTO OOeCreYeHHs
YIPABJICHHUS,

— W3Yy4YeHHUE BUIOB OPHUIIMATBHBIX JOKYMEHTOB U TPEOOBAHMI K MX COCTABJICHHUIO U
o opMIICHUIO;

— OCBOGHHME TMOpsAKa OpraHu3anuud  paboT 1O  JEJIOMPOU3BOJACTBEHHOMY
00CITy>KMBaHUIO;

— TpPUMEHEHHWE TPUEMOB U CPEICTB JIEJONPOMU3BOJICTBA, B TOM YHUCIE
KOMITBIOTEPHOTO.

B pe3ynomame océoenua Oucyuniunsvt 00y4aouuiica 0014Cen:
YMETh:

— o(opMIIATH TIIaTEKHBIE TOKYMEHTHI (9JIEKTPOHHBIE 3asiBKM Ha KACCOBBIE PACXOJIbI
Y TUTATEXKHBIE TIOPYUCHHUST) JIJIsl TIPOBEICHUS KACCOBBIX BBITLIAT;

— TMPOBEPATH HEOOXOIUMYIO TOKYMEHTAIMIO JJISl 3aKJIFOUCHHSI KOHTPAKTOB,

— TPUMEHITh TPOrpaMMHOE OOECTeUYeHHEe TMPH OCYIIECTBICHUN (HUHAHCOBOTO
KOHTPOJIS;

— ohopMIsITE pe3yabTaThl MPOBENCHHBIX KOHTPOJIBHBIX MEPOMPUITHA IMTyTEM
COCTABJICHUSI aKTOB U CIIPABOK;

— TMPUMEHSTH MPOTpaMMHOE obecrieueHrne (PUHAHCOBOTO KOHTPOJIS;

— 0COOEHHOCTHU COCTaBJICHUS 3aKYIOYHOU IOKYMEHTAlUU;

— HMH(POPMALIMOHHBIE TEXHOJIOTHH B TPO(HEeCCUOHATBHON IEATETbHOCTH;

— OCOOEHHOCTM OpraHu3all M MPOBEACHUS KOHTPOJBHBIX MEPONPUITUN
OpraHaMu, OCYILECTBISIOUMMHU (PUHAHCOBBIN KOHTPOJIb;

— O0COOEHHOCTM TMPOBENEHUS TOBAapOB, pabOT, YCIyr OTIEIbHBIMU BHIAMHU
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FOPUANYECKUX JTULL.

1.4. Pe3yabTaThl 0CBOEHUsS padoyveil MporpaMmbl y4eOHO JUCHUIJINHBI:
Pesynbrarom ocBoeHust pabouel mporpaMMbl y4eOHON TUCHUIUIMHBI SBIISETCS OBJIAJICHUE
oOyyaroumcs B coorBeTcTBUU ¢ @I'OC 1o crnennanbHOCTH

1. TIpodeccuonanbupiMu (I1K) koMneTeHITUAMMU:

Kon HanMeHoBaHHe pe3ynbTaTa O0y4eHHsI
[IK 1.5 ObecrieunBaTh  (PUHAHCOBO-3KOHOMHYECKOE  COIPOBOXKICHUE
JEATEIbHOCTH 110 OCYHIECTBIEHUIO 3aKYIOK JJI1 TOCYJapCTBEHHBIX
Y MYHULIMTAJIbHBIX HYX].

[IK 3.4 ObecnieunBaTh OCyIIECTBICHUE (PMHAHCOBBIX B3aUMOOTHOILEHUH C
OpTraHM3aIMsIMK, OpraHaMH TOCYJapCTBEHHOH BJIACTH U MECTHOTO
caMOYIIpaBJICHUSI.

[IK 4.1 Pa3zpabareiBaTh IUIAH U TIpOrpamMMy MPOBEJACHUS KOHTPOJIBHBIX
MEpPOTIPUATHIA, oQopMIISATH pe3ynbTaThl IPOBE/ICHHBIX

KOHTPOJIBHBIX MEPONPUITUHA, BbIpAOATHIBATh PEKOMEHAALNU IO
YCTPAaHEHHUIO HEIOCTAaTKOB U PHUCKOB, OLEHUBATH 3(PPEKTUBHOCTD
KOHTPOJIBHBIX MPOLIEYD.

[IK 4.3 YyacTBOBaThH B peBU3UU (MHaHCOBO-XO03SIIICTBEHHOM
JeATEIbHOCTH 00bEeKTa (PMHAHCOBOTO KOHTPOJIS.




2. CTPYKTYPA U COAEP KAHUE YUEBHOUN JAUCHUIIJINHBI
OIl.4 ToxyMeHTAaNMOHHOE o0ecnevyeHne ynpasBJeHust
2.1. O0beM y4eOHOH JUCHUIIIMHBI U BUbI YU4eOHOH padoThl

Bun yueoHoii pa6oTbi Oovem
uacog
MaxkcumasnbHasi ydeOHasi Harpy3Ka (Bcero) 32
O0s13aTesibHasi ayIMTOPHasi yueOHasi HArpy3Ka (Bcero) 30
B TOM YUCJIE!
NPAKTUYECKUE 3aHITHUS 15
CamocrosiTesibHas padoTa o0y4awuerocsi (Bcero) 2

IIpomesxcymounas ammecmayus 6 ghopme oupgepenyuposannozo 3auéma




2.2. TemaTu4eCKHMil IJIAH U COEPKAHNE Y4eOHOM JUCUUIINHBI
OI1.4 JlokyMeHTALIHOHHOE o0ecneYeHne YIIPaBJICHUs

HanmenoBanue Coaepsxanue y4eO0HOro MaTepyuaJia, JJabopaTopHbie H MPaKTHYeCKHe PadoThl, CAMOCTOATEIbHAS OB1eM Y2COB YpoBennb
pa3nesioB U TeM pa6oTa o0yualomuxcs, KypcoBasi padoT (IIpoeKT) OCBOCHUSA
1 2 3 4
Pazpnen 1. lokymeHTOBEIeHUE
Tema 1.1. Coaeprxanue yuedOHOro MaTepuajia
Beenenue. JleKIMOHHEBIE 3aHATHSA 2 1
HOKyMeHTHpOBaHer 3HadyeHHe W coJep)KaHhe AMCUUILIMHBI «/lokyMeHTaloHHOe oOecriedeHre YHpaBICHUS» U CBS3b €€ C
YTpaBJICHICCKON JPYTMMH JUCHMILIMHAME 00IIe00pa30BaTelbHOr0 ¥ CHENHATbHOTO IHKIOB. IIOHATHE TEPMHUHOB
ACATENBEHOCTH «IOKYMEHT», <«JOKYMECHTHPOBAaHHE», «IOKYMEHTAllMOHHOE obecriedyeHne ymnpasieHus». cropus
pa3BUTHS HAYYHBIX MPEICTABICHWH O JOKYMEHTAIlHOHHOM obecrieueHnH ynpasieHus. CoBpeMeHHOE
COCTOSIHME JIOKyMEHTAI[MOHHOTO o0OecredeHus ymnpasieHus. HopMmaTuBHO-TIpaBoBasi 0a3a opraHHM3anuu
JTOKYMEHTAIlMOHHOTO 00eCIIeueH s yIpaBIeHHsI Kak OCHOBA TEXHOJIOTHH TIPOIeccoB ynpasieHus. CoctaB
yIpaBlICHUECKUX JOKYMEHTOB. [loHsiTe cucTreM noKymMeHTanud. QOYHKIUOHAIBHBIE H OTpPAacieBbIC
CHCTEMBI IOKYMEHTANH. Y HU(DUKAIMS U CTAaHIapTH3AIMS YIPaBICHYECKUX JOKYMEHTOB.
CamocTosiTeIbHAs padoTa 00yJaloIIuXCs: 2 3
Hcnons3yst mHGOPMAIIMOHHO NMPABOBYIO cHcTeMy M VIHTEpHET pecypchl COCTaBUTH 0030 CYIIECTBYIOIINX
1a0JIOHOB JIOKYMEHTOB ISl IOKYMEHTHPOBAHHsI YIIPaBJICHUECKON IATEILHOCTH.
Tema 1.2. Conep:xanue yyeOHOro MaTepuaJia 11
Cucrema JIeKIIHOHHbIE 3aHATHS 3 1
OpraHH3alHOHHO~ VHUpUIMPOBAHHAS CHUCTEMAa OpPraHU3alMOHHO-pacnopsauTebHol gokymentanuu (OPIT). TOCTs Ha
PactopAUTCIBHON | OPJ], TpeGoBanus K 0pOPMIEHHIO JOKyMEHTOB. Kiaccupukanus opraHu3alMOHHO-PACTIOPSAIUTENLHOM
AOKYMEHTALINH JIOKyMEHTAIIUH: OpraHU3alMOHHBIE, pacropsIUTENbHbIE, CIIPaBOYHO-UH(OPMAIMOHHBIE.
OpraHM3aliOHHBIE JOKYMEHTBI: yCTaB, IOJIOKEHHE. PacnopsauTenbHble JOKYMEHTBI: IIPHKa3bl,
pacnopspKeHusl, yKa3aHus, INocTaHoBieHHs. CrpaBOYHO-MH(POPMAIMOHHBIE JIOKYMEHTHI: JOKJIaIHAs
(cmyxeOHast) 3armucka, OOBSICHATENbHAS 3aIIMCKa, aKT, CIIPaBKa, CIy)KeOHbIe muchMa. JIoKyMeHTHpOBaHuUe
TPYAOBBIX ITpaBooTHoIIeHUH. CocTaB u 0c0OeHHOCTH 0(hOpMIICHHSI JOKYMEHTOB 110 JITUYHOMY COCTaBY.
IIpakTHYecKue 3aHATHS 8 2
1. Odopmienne TOKyMeHTOB ¢ momoltbto mporpamMmel MicrosoftWord. Coznanue ma0nona JOKyMEHTOB.
2. Cocrasiienue u ohopMIICHHE PACTIOPSTUTEIBHBIX H CIIPABOYHO-UH(POPMAIIMOHHBIX JOKYMEHTOB.
3. IIpoBepka npaBUIBHOCTH OGOPMIICHHS OPTaHU3AIMOHHBIX JIOKYMEHTOB.
4. KagpoBoe 1enonpou3BOACTBO.
Tema 1.3. Copaepxanne yueOHOr0 MaTepHaJia 4
JeHexHnpie n JlekKIMOHHBIE 3aHATHA 2 1

(uHaHCOBO-pacyeTHBIC
JIOKYMEHTBI

OcoOeHHOCcTH cocTaBieHHsT W OQOPMIICHHS JICHEKHBIX U (MHAHCOBO-PACYETHHIX JIOKYMEHTOB.
Odopmienne opuIUATBHON W THYHON JOBEPEHHOCTEH.




IIpakTHYecKue 3aHATHS

5. OdopmIiieHrE TUIATEXKHBIX TOKYMEHTOB.

Tema 1.4. Copep:kanue y4eOHOIro MaTepuaa
JloroBOpHO-TIPaBOBAs | JleKMOHHBIE 3AHATHS
AOKYMEHTAIHA [Tonsatre morosopa (KOHTPAaKTa), COIJIAINCHHUS, NPOTOKona. Tumosas (opma morosopa. OCHOBHBIE
pazzensl goroBopa. Buasl 1oroBopoB: KyIIM-NMPOAaKH, MOCTaBKM, KOMUCCHH M Jp. Buasl 1oroBopoB B
cdepe 3akymok. J{oKyMeHTHI, 0(OpMIISIONIAE MOPIIOK PACCMOTPEHHS CIIOPOB MEXKAY IOPUIMYCCKUMHU
snuamu. [IpaBuna odopmienus npereH3snoHHbIX nrceM. OCOOEHHOCTH NMPOBEACHUS 3aKYIIOK TOBAPOB.
IIpakTH4yecKue 3aHATUSA
6. OcobeHHOCTH COCTaBICHUS 3aKyIOYHON TOKYMEHTAIIUH.
Paznen 2. Opranusanus padoTsl ¢ JOKYMEHTaMH
Tema 2.1. Conep:xanue y4eOHOro MaTepuaJia
[Tonsrue JleKIIMOHHBIE 3aHATHUSA
JIOKyMEHT0000pOTa, CocraB u yuyer oObeMa JIOKYMEHTOOOOpOTa MpeanpusaThii W opranuzanmid. OpraHuzanus paboThl C
perucTpanus JOKYMEHTallMel, TOCTyNalIled B YYPEXKICHUs, NPEINPHATHA, OpraHW3all{; IPHEM BXOAALIUX
AOKYMCHTOB, JIOKYMEHTOB, JKCICJUIMOHHAs 00paboTKa, MpeIBapUTEIbHOEC pPACCMOTPEHHE U pacIpeseiieHue,
HCIIOJIHEHHE perucTpanys, pacCMOTPEHHE TOKYMEHTOB PYKOBOJACTBOM, UCIIOJIHEHHE. Ilepenaua NOKYMEHTOB BHYTpHU
AOKYMCHTOB OpPraHH3alMM. YYeT KOJWYeCTBAa NOKYMEHTOB. KOHTpOIb HCHONHEHMs AOKYMEHTOB. OpraHuzanus
TEXHUKA KOHTPOJISI UCIIOJHEHUs. TUIIOBBIE U MHANBUAYaJIbHBIE CPOKHM MCIOIHEHHS JOKYMEHTOB, CHCTEMa
ACKU]I (aBTOMAaTH3MPOBAHHBIA KOHTPOJIb HCIIOJTHEHUS] TOKYMEHTOB).
Tema 2.2. Conep:xanue yueOHOro MaTepuasia
Nudopmannonnsie JleKIIMOHHbIE 3aHATHUS
TEXHOJIOT'MH B Hcnonb3oBanue mporpaMMHOTO oOecTiedeHust IjIsl pelieHns: Mpo(ecCHoHa bHbIX 3a/1a4.
AEJI0NPON3BOACTBE Hcnonbs3oBaHME WHTETPUPOBAHHBIX CHCTEM JEJONPOU3BOJACTBA M YIPABICHHS JUIsl aBTOMAaTU3aLUU
pabouero mecra. Paborta B cpexe Internet u mosib30BaHUE HIEKTPOHHOW IMOYTHI. DJIEKTPOHHAS IMOYTA!
MOHSATHE, Ha3HAYCHHE, CO3JaHUE M OTIIPaBKa CBOMX COOOLICHMH, MOJlydyeHHE MOYThl. O3HAKOMUTHCA C
npodeccuonanbHo opueHtupoBanHbiM [10 B oOnactu JIOY. Ilouck HeoOxomumoil WHGOpPMAIUK B
obnactu NokyMeHTupoBaHus. OTeuecTBEHHbIE pa3paboTK nporpamm asromaruzauu JOY u apxuMBHOTO
nena. OCHOBHBIE YTpo3bl IpodecCHOHANBHON 6€301aCHOCTH.
IIpakTHYecKHe 3aHATHSA:
7. OdopmieHne ITOKYMEHTOB C MOMOIIbI0 mporpammbl MicrosoftWord. PaGora ¢ 3ieKTpOHHBIMH
nokyMeHTamu. Co3fnaHue CEepHHHBIX IHceM. Paccpuika rotoBelx muceM. llpuknanHasg cpena - cuctema
ynpasineHus 0a3amu  gaHHbBIX MicrosoftAccess. bas3pl nmaHHBIX A XpaHeHus HHGOpMaUUU —
KOHCTPYHpPOBaTh 0a3y JaHHBIX; BBOJWTH, PENAKTUPOBATh, KOIUPOBAThL W YyIAIsATh 3amucH. Paborta c
3anpocamu. DopmupoBanne oT4eTOB. [IOMCK TOKYMEHTOB. XpaHEHHE U 00paboTKa OONbIIUX 00BEMOB
JAHHBIX.
Tema 2.3. Copaepxanne yueOHOr0 MaTepHuasia
Opraunuzanpust JleKIIMOHHBbIE 3aHATHS




ONEPAaTUBHOIO U
ApPXUBHOTO XpaHEHUS

Cucremarm3anus JOKYMEHTOB M WX XxpaHeHue. Homenkinarypa pen. llpuMepHble U THUIIOBBIC
HOMeHKIaTypsl Aen. OdopmiieHne HOMEHKIATYphl Aenl. TpeOoBaHus K odOpMIICHHIO Jel. XpaHEHHE

TOKYMEHTOB JTOKYMEHTOB B CTPYKTYPHBIX Ioapa3aeneHusx. [lonroroBka aen K craue B BeIOMCTBEHHBIN apXUB.
IIpakTHYecKue 3aHATHS 1
8. IlpoBepka nMpaBUIBHOCTH COCTABJICHUSI HOMEHKIIATYPHI €.
Bcero: 32

JUist XapaKTepUCTUKU YPOBHSI OCBOCHHS y4eOHOT0 MaTepralia HCIIOJIBb3YIOTCS CIeayIole 0003HaueHUs:

1. — o3HaKOMUTEBHBIN (y3HABAHHUE paHEe N3YUYEHHBIX OOBEKTOB, CBOMCTR);

2. — penpOAYKTUBHBIN (BBITIOIHEHUE NCATEIHLHOCTH O 00pa3ily, MHCTPYKIIUU WU TTOJI PYKOBOJICTBOM )

3. — IPOAYKTHBHBIN (TUTAHUPOBAHKUE U CAMOCTOSITEIILHOE BBHITIOJHCHUE ICATSIILHOCTH, PEIICHHE TPOOJIEMHBIX 3a/1a4)




3. YCJIOBHUS PEAJIM3AIIMN TPOT'PAMMBI YYEBHOM U CIUATIIMHBI
3.1. TpeboBaHUSI K MUHMMAJIbHOMY MATEPHAIBLHO-TEXHHYECKOMY O0ecredyeHUIo
Peanuzanuss nporpaMmbl  IUCHUIUIMHBI TpeOyeT Hanuuusg Yy4eOHOro KaOuHeTa
MEHEPKMEHTA U MPEeANPUHUMATENIbCTBA, Ja00paTOprun MHMOPMAIIMOHHBIX TEXHOJIOTHM
U JIOKYMEHTAIIMOHHOTO 00ecreueHus MpoPecCuOHAIBHON AESTENbHOCTH.
O6opynoBanmne yueOHOro kadbuHera:

-110CaJI0YHbIE MECTA MO KOJUYECTBY 00YUaIOIIUXCS;
-pabouee MecTO MpenoaaBaTes;
-JI0CKa KJIaCCHAs;
-KOMIUJIEKT Y4€OHO-HATJISAHBIX MOCOOMI (CTEHMbI, CXEMbl, TaOJHIIbl, OMOPHHIE
KOHCIIEKTHI, yueOHbIE TOCOOHSI, CITPAaBOYHBIE MAaTEPUATIBI).
Texnnuyeckue cpeacrBa 00y4eHus :
-KOMIIBIOTED,
-MYJIbTUMEUNHBIA IPOEKTOP;
-3KpaH
NudpopmanuonHoe odecrieyeHne 00y4eHus:
B npouiecce ocBoeHus mporpaMmsbl yueOHOM JUCHMILIMHBL JOJDKHA OBITh BO3MOXKHOCTb
J0CTyIla CTYICHTOB:
® K DJIEKTPOHHBIM Y4YEOHBIM MaTepuanaM, UMEIOLIUMCS B CBOOOJHOM JOCTYIE B
cetu IHTEpHET (2JIEKTPOHHBIM KHUTaM, IPAKTUKyMaM, TECTaM);
e caiiTaM roCylapCTBEHHbIX, MYHULIUIIAJbHBIX OPTaHOB BJIACTH U YIIPABIICHUS;
® K IpaBOBOM MHGOpMaIINK (3aKOHAM, TIOJI3aKOHHBIM aKTaM U MHBIM HOPMAaTHUBHBIM
JOKYMEHTaM, a TakXKe MX IMPOEeKTaM), B TOM YHCJIE YEPE3 MPABOBBIC
uHpopmaimonnsie cucteMbl «Koncynbrant [Lmocy, «apanTy.
Ilepeuensn pPeKOMeHyeMbIX yueOHBIX U31AHUI, HNuTepHeT-pecypcos,
JAOTOJIHUTEJIbHOM JIMTePaTyphbl

OcHoBHas JMTEpaTypa

1. JlokymMeHTaIlMOHHOE OOecriedeHue yrpaBieHus: yueOHuk u npaktukym mis CI1O/
N.K. Kopuees, A.B. [Tmenko, B.A. MamypiieB. — 2-e¢ u3a., nepepad. u gomn. — M.:
H3narenscTBO IOpaiir, 2019. — 384 C. - https://www.biblio-
online.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-testy-v-ebs-
438491#page/1;

2. JlokyMeHTaIoHHOe obOecriedeHne ynpaBieHus: yaeOHuK U mpaktukyMm ans CI1O/
T.A. KazakeBnu, A.W. Txamuu. — 2-¢ wu3a., ucnp. u jgon. — M.: M3maTenscTBO
Opaiir, 2019. - 177 c.;

3. lllyBaioBa H.H. [loxymeHTanmoHHOe oOecleueHrue YIpaBiICHUs: Y4YEeOHUK U
npaktukym g CIIO. — M.: HMzpmarensctBo [Opait, 2019. — 221 c. -
https://www.biblio-online.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-
433679#page/1.

JlonoiHUTEIbHAS JIUTEepaTypa

1. breikoBa, T. A. JlokyMeHTaIIMOHHOE OOECTIeueHNnEe yIpaBiaeHuUs (JIEIOMPOU3BOACTRO):
yue6. nocodue / T.A. beikosa, T.B. Kysnenona, JI.B. Cankuna ; nog oour. pea. T.B.
Ky3nenosoil. — 2-e u3n., nep. u gon. — Mocksa : UHOPA-M, 2018. — 304 c.;
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2.

3.

4.

Henompoussoacteo / E. H. bacosckas, T. A. beikosa, [u ap.]; mox obmie#t pen. T. B.
Kysuenosoii. — M. : ®OPYM, 2011. — 256 c.;

I'mamuii, E. B. JlokymeHTanimoHHOe oOecrieueHue yIpaBieHUs: YdeOHOoe
nocooue/I' maguiiE.B. - Mocksa : 11 PUOP, HULl MH®PA-M, 2016. - 249 c;
Kynses H.H. HoxymentoBeaenue: yueonuk / H.H. Kynses, J.H. Ypanos, A.l.
®dadpuunoB; oA pea. npod. H.H. Kynsera. 2-e uzs., crep. - M.: Jloroc, 2017. - 352
C.,

HOpMaTl/IBHbIe NMpPaBOBLIC AKThHI

. «Kounctutynus Poccuiickoit @enepanuny» (MIpUHATAa BCEHAPOIHBIM T'OJIOCOBAHUEM

12.12.1993) (c y4eTOM MIOIIPaBOK) -
http://www.consultant.ru/document/cons_doc_LAW 28399/,

. ®enepanpHbli 3aK0H «O TeXHUYECKOM peryiaupoBanun» oT 27.12.2002 r. Ne 184-

®3 - http://www.consultant.ru/document/cons_doc_ LAW 40241/,

. ®@enepanbHblii 3akoH «OO0 mHpOpMaK, WHMOPMAUUMOHHBIX TEXHOJOTHSX U O

3aIuTe nH(pOpMaITINY oT 27.07.2006 No 149-®3 -
http://www.consultant.ru/document/cons_doc_ LAW 339396/,

. ®enepanbHbiil 3ak0H «OO0 3nexkTpoHHOW moamucu» ot 06.04.2011 Ne 63-D3 -

http://www.consultant.ru/document/cons_doc_LAW 220806/;

. ®enepanpHbld 3aKk0H «O rocynapcTBeHHOM si3bike Poccuiickont @enepaunu» OT

01.06.2005 Ne53-D3 -
http://www.consultant.ru/document/cons_doc_ LAW _162634/;

. ®enepanpubiii 3ak0oH oT 05.04.2013 Ned4-®d3 (pen. ot 23.04.2018) "O

KOHTPAKTHOM cucTeMe B c(pepe 3aKyrnmokK TOBAapOB, pabOT, YCIYT JJIs 0OeCIeUeHHUsI
roCyapCTBEHHBIX U MYHUIIMTIAJIbHBIX HYK]';

. ®enepanbublit 3akoH OT 18.07.2011 Ne223-d3 «O 3akymnkax TOBapoB, padOT, YCIyT

OTJCJIbHBIMU BUJIAMHU IOPHINYCCKUX JIUID,

. ®@enepanbubii 3akoH ot 02.07.2006  Nel49-®3 «OO6  uHdopmanuwu,

uH(pOpMaATH3aLIUY U 3a1UTE UH(OPMAITUNY;

. TOCT P 7.0.97-2016 «Cuctema crannaptoB 1o uHpopmaiuu, OMOIMOTEUHOMY U

U3JATeNbCKOMYy  feny. OpraHu3alMOHHO-PACHIOPAIUTENbHAS — JOKYMEHTaLUs.
TpeGoBanus K 0OPOPMIEHUIO JOKYMEHTOB).

10.'OCT P 7.0.8-2013 «Cucrtema crangaptoB mo uHpopmanuu, OMOIMOTEYHOMY U

U3/IaTeIbCKOMY Jielly. /Jlenonmpou3BoACTBO M apXxuBHOE Jeno. TepMHHBI U
ONpEICIICHUS»;

HNuTepHeT-pecypcenl

www.vniidad.ru — caiit Bcepoccuiickoro HayqHO-HCCIIEI0BATEIbCKOTO HHCTUTYTA JIOKYMEHTOBEICHHUS

" apXHUBHOTO Jc€Jia,

WWWw.rusarchives.ru — moprai «ApxuBsl Poccuny;
http://www.biblio-online.ru/ - snexTpoHHO-OMOIHOTEYHAs cUcTeMa n3aarenbeTBa «HOpaiTy;

http://www.znanium.com/ - DnekrpoHHo-0uOmoTeuHas cucrema «9bC ZNANIUM.COMy»;

WWW.pravo.gov.ru — opuimaibHbIil HHTEpHET-TOpTall IPaBOBOK MHPOPMALIUY;

www.consultant.ru — npaBosast cuctema «Koncynbrant [Lnrocy;

www.law.edu.ru — FOpunmueckas Poccust: ¢enepanbHblii TpaBOBOW MOPTAJT;

www.garant.ru — npaBoBas cuctema «["apaHT;
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4. KOHTPOJIb U ONEHKA PE3YJIBTATOB OCBOEHUA JNCIUIIJINHBI

Kontpoais u omeHka pe3yibTaToB

OCBOCHHA  JUCHHIIIMHBI

OCYHICCTBICTCA

IMpCIogaBaTCjicM B IIPOOCCCC TIPOBCACHUA IIPAKTHYCCKUX SaHSITI/If/'I, YCTHOTO H

IMMCBMCHHOI'O  OIIPpOCa,

TCCTUPOBAHU,

a TakKiKce

HWHAUBUAYAJIBHBIX SaﬂaHI/Iﬁ, ITPOCKTOB " HCCJIC,Z[OB&HPIﬁ.

BBIITOJIHCHU L O6y‘{aI-OHII/IMI/IC5I

Pe3yabTaTnl 00yueHus (0CBOEHHbIE
YMeHHs, YCBOCHHbIE 3HAHUA)

Koanbl
chopMUpPOBaAHHBIX
npogeccuoHAIbHBIX
KOMIIeTeHIN i

®opMbI M METOABI KOHTPOJIS U
OLIEHKH Pe3yJbTATOB 00y4eHu sl

YCBOMJI OCHOBHBIE TIOHATHS B OOJIACTH
JOKYMEHTAIIMOHHOTO oOecrieueHust
YIIpaBJICHHUS;

M3YYUI BHJIBI O(PHUIMATIBHBIX JOKYMEHTOB
u TpC6OBaHI/ISI K HX COCTaBJIICHUIO U
odopmIIeHHO;

OCBOWJI TIOPSIIOK OpraHW3aly padoT II0
JE€T0NPOU3BOJCTBEHHOMY 00CITyKUBAHUIO;

PUMEHSIET MIPUEMBI u cpencTaa
JEeJONpPOU3BOACTBA, B TOM  YHCIE
KOMITBIOTEPHOTO.

opopmisier  TIATEXKHBIE  JTIOKYMEHTBI
(omexTpoHHBIE  3afBKM Ha  KacCOBBIE

pacxoAbl M IUIaTEXHBIE TMOPYUYEHUS) IS
MIPOBEICHUSI KACCOBBIX BBITLIAT;

MpOBEPsIET HEOOXOIUMYIO TOKYMEHTALHIO
JUTS 3aKJIFOUEHUS] KOHTPAKTOB;

MPUMEHSIET TpPOrpaMMHOE oOecredyeHue
pu OCYIIECTBICHUN (uHaHCOBOTO
KOHTPOJIS;

oopmiiseT  pe3yNbTaThl  MPOBEACHHBIX
KOHTPOJIBHBIX MEpPOIPUATHI IIyTEM
COCTaBJICHHS aKTOB U CIIPABOK;

NpUMEHSEeT TporpaMMHoe olecrieueHne
(hMHAHCOBOTO KOHTPOJIS;

3HaeT 0cOOEHHOCTH COCTaBJICHUS

3aKyMOYHOM JOKYMEHTAIINH;

3HaeT HWH(POPMAIMOHHBIE TEXHOJOTHH B
po(heCCUOHAIBHON IEATEIIbHOCTH;

3HAET OCOOCHHOCTH  OpTraHu3allh |
IIPOBEJICHMSI KOHTPOJIBHBIX MEPONPUATHI
OpraHaMH, OCYIIECTBISFOIUMH
(bMHAHCOBBIM KOHTPOJIB;

3HAET OCOOCHHOCTH TPOBEJCHUS TOBAPOB,
pabor, yCcIyr OTACTBHBIMH  BHIAAMH
FOPUTUYCCKUX JIHII.

MK 1.5

1K 3.4
IIK 4.1

IIK 3.4

MK 1.5
IIK 4.1
I1IK 4.3

IIK 1.5
K 4.1

IIK 1.5

IIK 3.4
IIK 4.1
1K 4.3
IIK 1.5
IIK 4.1

IIK 3.4
11K 4.3
K 1.5

K 3.4

IIK 1.5
K 3.4
K 4.1
I1K 4.3
K 1.5
K 4.1

VYCTHBEIM UM IHUCHLMEHHBIM TECTOBBIN

KOHTPOJIb.
OueHka NPaBUIBHOCTH
HCIIOJIb30BaHUA HOPMAaTHUBHBIX
JOKYMEHTOB.

O]_[CHKa BBIITOJIHCHU A HpaKTI/I‘IeCKI/IX
3aJaHuM.

PeuieHne THUNOBBIX CHTYalMOHHBIX
3aj11ad4.

OrneHKa TPaBUIHLHOCTH BBITIOTHEHHS
MPaKTUYECKUX 3aJaHUM.

OrneHKa TPaBHJILHOCTH BBIMOTHEHUS
MPaKTUYECKUX 3aJaHUil.
YCTHBIN U TUCBMEHHBIN OIpOoC.

NnnuBunyansHeiii ¥ (PPOHTAIBHBIHN
orpoc.
Pemenne THUMOBBIX CHUTYyallMOHHBIX
3ajay.

VYCTHBII ¥ NHCBMEHHBIM KOHTPOJb
YCBOCHHMS 3HAHUH.

IIpoBepka MPABUIIBHOCTH
BBITIOJTHEHHST TIPOOJIEMHBIX 3a1aHUH.
[IpoBepka 3HaHUA HOPMATHUBHBIX
JTOKYMEHTOB.

Pemienue TeCTOBBIX 3aJaHUM.

PelreHne nmpakTuuecKux 3a1aHui.
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