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1. TIACIIOPT PABOYEN MPOT'PAMMBbI YYEBHOM JUCIUIIJIMHBI
OIl.4 JOKYMEHTAIHUOHHOE OBECIIEYEHUE YIIPABJIEHUSA

1.1. Ob61acTb NpUMeHEeHUsI TPOrPAMMBbI

PaGouass nmnporpamma y4yeOHOW  JNUCIMIUIMHBI  SIBISIETCS  YacThlO  OCHOBHOM
npodeccoHanbHOl ~ 0oOpa3oBaTeNbHOM  mporpaMmbl  (IpOrpaMMbl  MOATOTOBKHU
crenuanucta cpeaHero 3BeHa) B cooTBeTcTBUU ¢ DPI'OC CIIO mo cnenuanbHOCTH
38.02.06 ®uHaHCHI.

1.2. MecT0 AMCUMIUVIMHBI B  CTPYKTYpe  OCHOBHOH  mnpodeccHOHAILHOM

o0pa3oBaTeIbHOW NPOrpaMMmbl (MPOrpamMMbl NMOATOTOBKH CIHENHUATHCTA CPeAHEro

3B€HA):

VYyebOnas aucuuruinaa OIl.4 JlokymeHTanmoHHOE oOecrieyeHre yNpaBieHUs BXOAMUT B
npodeccuoHaNbHBIM UK pa3jenia o0menpodeccCuoHaIbHbIX IUCIMIUIMH 0a30BOM YacTH
®I'OC CIIO no cnenuanbHocT 38.02.06 OuHAHCHI.

1.3. Heau u 3axa4d AUCUMILUIMHBI — TPeOOBAaHUS K pe3yJbTaTaM OCBOCHUA
AUCIHUNIHHBI.

Henbto n3ydeHus: yueOHOM JUCIUIUIMHBI SBISETCS YCBOCHHE TEOPETHUUECKUX 3HAHUM B
00J1aCTH HOPMATHBHO-TIPABOBOM 0a3bl JTOKYMEHTAlIMOHHOTO OOECTeuYeHUs YIPaBJICHUS U
opraHuzanudd paboT 1O JAENONpPOU3BOJICTBY, OBJAJCHUE MPUEMaMHU COBPEMEHHOTO
JIEJIONPOU3BOJICTBA, a TaKKe POPMUPOBAHUE HEOOXOIUMBIX CIICIIMAIUCTY KOMIETEHIUH.

3a/1auyn OCBOCHUS YUEOHON JUCITUTUIMHBL:

— YCBOGHHME OCHOBHBIX MOHSATUH B OOJACTH JOKYMEHTAIIMOHHOTO OOecleueHUs
yIpaBJICHUS;

— HW3YYEHHUE BUJOB OPUIIMAIBHBIX JOKYMEHTOB U TPEOOBAHUI K UX COCTABICHUIO U
0(OpPMIICHHUIO;

— OCBOGHHME TOpsIKAa OpraHu3aluu  paboT 1O  JEJNONPOU3BOJICTBEHHOMY
00CITy)KUBaHHIO;

— MpPUMEHEHUE TPUEMOB U CPEACTB JEJIONpPOU3BOACTBA, B TOM  YHCIE
KOMITbIOTEPHOTO.

B pe3ynvmame oceoenusn oucyuniunvl 00y4aouwuiica 0014cen:
YMETB:

— 0hOpMIIATH MJIATEKHBIE TOKYMEHTHI (JIEKTPOHHBIE 3as5BKH Ha KACCOBBIE PACXO0/Ibl
U TUIaTEKHbIE OPYUYEHUS) AJIsl IPOBEICHUS KACCOBBIX BBIILIAT;

— IPOBEPATH HEOOXOAUMYIO JOKYMEHTAIUIO AJIs 3aKJIIOUEHHUS] KOHTPAKTOB,;

— MPUMEHATh NPOrpaMMHOE OOEeCHeuYeHHEe IPH OCYIIECTBICHUH (UHAHCOBOIO
KOHTPOJIS,;

— odopMIsITh pe3ynbTaThl TPOBEICHHBIX KOHTPOJBHBIX MEPONPUSTHN IyTEM
COCTAaBJICHHUS aKTOB U CIIPABOK;

— MPHUMEHSTH NPOrpaMMHOE oOecrieueHue GUHAHCOBOTO KOHTPOJIS;

— OCOOEHHOCTU COCTaBJICHUS 3aKYNOYHOU TOKYMEHTAIUU;

— uH(OpPMALMOHHbIE TEXHOJIOTUHU B MPO(ECCUOHAIBHON €SI TENHHOCTH;

— OCOOCHHOCTM OpraHu3alMd ¢ TMPOBEJICHUS KOHTPOJIBHBIX MEPONPUITUN
OpraHaMH, OCYIIECTBISIOMIMMU (DUHAHCOBBIA KOHTPOJIb;

— OCOOEHHOCTH TMPOBEJCHUSI TOBAPOB, pPabOT, YCAYr OTAEIbHBIMH BHUAAMU
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IOPUANYCCKUX JIUII.

1.4. Pe3ysbTaThl 0OCBOCHHS padoyeil NporpaMmbl Y4eOHON JUCHMIIMHbI:
Pe3ynpTaToM ocBOeHMS paboueill mporpaMMbl y4eOHON TUCUUILIMHBI SBISETCS OBJAJE€HUE
oOyyaromumcs B cooTBeTcTBUU ¢ PI'OC 1o crnenuanbHOCTH

1. Tlpodeccuonanbubimu (I1K) koMnereHuusIMu:

Kon HaumeHnoBaHue pe3ynbpTaTa 00yueHus
IIK 1.5 ObecneunBaTh  (UHAHCOBO-DKOHOMHYECKOE  COIPOBOXKIEHUE
NEATEIbHOCTH 10 OCYIIECTBIEHUIO 3aKyIOK JJIsl TOCYAapCTBEHHBIX
U MYHUIIMTIAJIBHBIX HYX].

[IK 3.4 OGecrnieunBaTh OCYIIECTBICHUE (DMHAHCOBBIX B3aMMOOTHOIIEHUM C
OpraHU3aIysIMH, OpraHaMH TOCYJapCTBEHHOM BJIACTU U MECTHOTO
caMOyTIpaBJICHUSI.

I[IK 4.1 PazpabaTeiBaTh TIaH W TporpaMMmy MPOBEACHUS] KOHTPOJBHBIX
MEPOTPUITHH, oOpMIIATH pe3yabTaThl MIPOBEACHHBIX

KOHTPOJIBHBIX MEPOINPUSTUN, BbIpaOaThIBATh PEKOMEHIALUU IO
YCTPAHEHUIO HEIOCTAaTKOB M PHUCKOB, OLEHUBATH 3(PPEKTUBHOCTH
KOHTPOJIBHBIX MPOLIEYD.

IIK 4.3 YyacTBOBaThH B peBU3UH (b1HaHCOBO-X03SIIICTBEHHOM
JesITeIbHOCTU 00BEKTa (PMHAHCOBOTO KOHTPOJIS.




2. CTPYKTYPA U COJAEP)KAHUE YUEBHON JUCIUILJINHBI
OIl.4 TokyMeHTaUMOHHOE o0ecneueHue ynpaBJIeHUs
2.1. O0bem y4eOHOI IMCUUILIHHBI M BUJbI Y4eOHO# padoThl

Bup yyeOHol padoThI Oovem
Yacos
MakcuMasibHasi yueOHasi HArpy3Ka (Bcero) 32
Oo6s13aTesIbHAA AYAUTOPHAA yueOHAsi HATPY3Ka (BCero) 30
B TOM YHUCJIE:
MIPAKTUYECKUE 3aAHATUS 15
CamocTosiTesibHasi padoTa o0yuyaromerocs (Bcero) 2

IIpomesicymounas ammecmayust 8 popme oughpepenyuposannozo zauéma




2.2. TeMaTu4eCKHH IUIaH U COAepPKaHUe Y4eOHOM IMCUUIIMHBI
OIl.4 lokyMeHTaUMOHHOE o0ecneyeHue ynpaBJeHUs

HaumenoBanue Conep:xkanue yueOHOro MaTepuaja, 1a00paTopHble U MPaKTHYeCKUEe PadoThl, CAMOCTONATEIbLH A OBLeM YaCoB YpoBennb
pa3aesioB U TeM padoTa odyyawuuxcsi, KypcoBasi padéot (mpoexT) OCBOCHUS
1 2 3 4
Paznen 1. JlokymMeHTOBeIeHHE
Tema 1.1. Conep:xkanue y4eOHOro MaTepuaia
Baenenue. JleKIIMOHHBIE 3aHATHS 2 1
HOKYMeHTHpOBaHVHe 3HaueHWe U COJCPKAHKME MUCIHMILIMHBI «JlOKyMEHTAIlMOHHOE O0ECIeUeHHEe YIPABJICHUS» U CBS3b €€ C
YUPABJICHUCCKOH JPYTUMHU  TUCIMILUTHHAMH  O0II[e00pa30BaTEIbHOTO U CIEIHMAJILHOIO LUKIOB. [lOHSATHE TEPMHHOB
ASATCILHOCTH «IOKYMEHT», «JIOKYMEHTHPOBAHUE», <«JIOKYMEHTAIIMOHHOE oOOecleueHne ympasieHus». Mcropus
pa3BUTHA HAYYHBIX IPEACTaBICHUH O JOKyMEHTAllMOHHOM oOecredeHuM yrpasieHus. CoBpeMeHHOe
COCTOSIHME JIOKYMEHTAI[MOHHOro oOecriedeHus ynpasiieHus. HopmatuBHO-mipaBoBasi 0asza opraHu3aliu
JIOKYMEHTAIIMOHHOI0 00eCIieueHHs yIpaBjIeHUs KaK OCHOBA TEXHOJOIHH IPOIeCCOB yrpasieHus. CocTar
YIIPABJICHYECKUX JTOKYMCHTOB. TlonsiTe cucrem OTOKYMCHTAIHH. (DYHKHI/IOHEUIBHBIG u OTpaciICBBIC
CHUCTCEMBI TOKYMCHTAIINHU. YHI/I(i)I/IKaHI/IH 1 CTaHJapTHU3alnd YIIPaBJICHYCCKUX JOKYMCHTOB.
CamocTosiTeIbHAsA pad0Ta 00y4aIOIIUXCA: 2 3
Hcnonb3yst nHGOpMAIIMOHHO TPAaBOBYIO CHCTeMY W MIHTepHET pecypchl COCTaBHTL 0030 CYIIECTBYIOIINX
1a0JIOHOB JIOKYMEHTOB JIJIsl IOKYMEHTUPOBAHHS YITPABICHYECKOH JIEITEIBHOCTH.
Tema 1.2. Conep:xkanue y4eOHOro MaTepuaia 11
Cucrema JleKIHOHHbIE 3aHATHS 3 1
OpraHU3anOHHO VHuUIMPOBAaHHAS CHCTEMAa OPraHW3allMOHHO-pacnopsaauTenbHoi gokyMmentanuu (OPJI). TOCTH Ha
PpacHOpAAUTCILHON OPJI. TpeGoanus k opOpMIEHHIO JOKyMEHTOB. Kiaccupukanus opraHM3alHOHHO-PACIOPAIUTENLHOI
AOKYMCHTAIlNH JIOKYMEHTAIIUH: OpraHM3aLHOHHBIE, pacHopsIUTENbHBIE, CITPaBOYHO-MH(OPMALUOHHEIE.
OpraHu3alMoOHHBIC JIOKYMGHTBHI: yCTaB, MOJOXKEHUe. PacrmopsanuTenbHble JOKYMEHTHI: IPHKA3bI,
pacmopspKeHusl, yKa3aHus, moctaHoBieHus. ChpaBoYHO-HH(OOPMAIIMOHHBIC JIOKYMEHTBI: JIOKJIAHAS
(cmyxebOHast) 3anucKa, OObICHUTENbHAS 3alMCKa, aKT, CIIpaBKa, CIy)KeOHbIe MUchMa. JloOKyMeHTHpOBaHUE
TPYIOBBIX NpaBooTHOMEeHNH. COCTaB U 0COOCHHOCTH O(OPMIICHHS TOKYMEHTOB IO JINYHOMY COCTABY.
IIpakTH4YecKHue 3aHATHSA 8 2
1. Odopmienre TOKyMEHTOB ¢ ITOMOIIbIo mporpaMMbl MicrosoftWord. Coznanue mabioHa JOKyMEHTOB.
2. CocraniieHre ¥ 0pOpMIICHUE PACIOPAAUTENBHBIX U CIPABOYHO-UH(OPMAIIMOHHBIX JJOKYMEHTOR.
3. [IpoBepka MpaBUIBHOCTH OGOPMIICHHUST OPraHU3AIUOHHBIX JOKYMEHTOB.
4. KagpoBoe 1e10npon3BOACTBO.
Tema 1.3. Copaep:xxanne yueOHOro MaTepuana 4
HenexHbie u JIeKIMOHHbIE 3AHATHS 2 1

(uHaHCOBO-pacyeTHBIE
JOKYMEHTBI

OcCOOeHHOCTH COCTaBJICHHUS M OQOPMIIEHUS JIEHEKHBIX H ()MHAHCOBO-PACYETHBIX JIOKYMEHTOB.
Odopmiienne ohUIMaNbHON U THYHON JOBEPEHHOCTEH .




ITpakTHYecKHe 3aHATHS

5. OdopMmIieHrE TIIATEKHBIX JOKYMEHTOB.

Tema 1.4. Coaepikanue yueOHOro MaTepuajia
HorosopHo-nipaBoBast | JlekuOHHBIE 3AHATHS
AOKYyMCHTalW [Monsitie moroBopa (KOHTpaKTa), COTNAIICHHS, HPOTOKoima. TumoBas Qopma moroBopa. OCHOBHbIC
pazzensl 1oropopa. Buasl 1OroBopoB: KyIUIM-TIPOJaKd, MOCTaBKH, KOMUCCHM U JAp. Buisl J0roBopoB B
cdepe 3akynok. JJoKyMeHTHI, OGOPMIISIONINE TOPSII0K PACCMOTPEHHUSI CIOPOB MEXKIY HOPUANYCCKUMU
munamu. [IpaBuna odopmiieHHst MpeTeH3nOHHBIX mrceM. OcOOSHHOCTH MPOBEACHUS 3aKYIIOK TOBAPOB.
IIpakTHYecKkne 3aHATHS
6. OCOOEHHOCTH COCTABIICHHUS 3aKyITOYHOH IOKYMEHTAIIHH.
Pazgen 2. Opranu3anusi padoThl ¢ JOKYMEHTAMHU
Tema 2.1. Conep:xkanue y4eOHOro MaTepuaia
[Mousitue JleKnMOHHBIE 3aHATHS
JIOKYMEHTO000pOTA, CoctaB W yuer o0ObeMa JOKYMEHTOOOOPOTa MPEANPHUATHH W opranu3zanuid. OpraHuzanus padoThl €
perucrpannd JOKYMEHTallMEeH, IIOCTyHALEed B YUYPESKICHUS, NPEANPUSITHS, OpraHU3alUU; [pPUEM BXOIALIUX
AOKYMEHTOB, JMOKYMEHTOB, OKCHETUIIMOHHAsA 00paldoTKa, WPEABapUTEIIbHOE pACcCMOTPEHHE W  paclpenerneHue,
HCIIOJIHCHHE perucrpanys, pacCMOTPEHHE TOKYMEHTOB PYKOBOJCTBOM, McCHoOJHEHHE. Ilepenada TOKyMEHTOB BHYTPU
AOKYMCHTOB OpraHW3allMd. YYeT KOJWYECTBA TOKYMEHTOB. KOHTPOIh HCIONHEHHSI JOKyMEHTOB. OpraHu3amus U
TEXHHKa KOHTPOJISI UCIIOJIHEHUs. THUIIOBbIE U MHIMBUYaJIbHBIE CPOKH HCIIONHEHUS JOKYMEHTOB, CHCTEMa
ACKMU/] (aBTOMaTH3WPOBAHHBIN KOHTPOJIb UCIIOHEHUSI TOKYMEHTOB).
Tema 2.2. Conep:xkanue y4eOHOro MaTepuaia
NudopmannonHble JleKIIMOHHBbIE 3aHATHS
TEXHOJIOIMH B Hcronp3oBanre IpOrpaMMHOTO 0OECTICUCHHS TS pelteHus podecCHoOHaNbHBIX 3a1ad.
ACIONPOU3BOACTBE Hcnonb3oBaHne WHTETPUPOBAHHBIX CHCTEM JEIONPOM3BOJACTBA U YIOPABICHUA [UIsl aBTOMAaTU3alUU
pabouero mecta. Pabora B cpenme Internet n moiab3oBaHHME 3IEKTPOHHOM MOYTHI. DJIEKTPOHHAs IOYTA!
[IOHSATHE, Ha3HAYCHUE, CO3JaHUE U OTIPAaBKa CBOMX COOOLIEHUH, momydeHue moyTsl. O3HAKOMHUTBECS C
npodeccrnonanbHo opueHTHpoBaHHBEIM IO B obmactu JIOVY. Ilomck HeoOxomuMol wHpOpMauu B
obmactu mokymeHTHpoBaHusa. OTedecTBEHHBIE pa3paboTku nporpamm aBToMatuzamuu J1OY u apxuBHOTO
nena. OCHOBHBIE YIPO3bI PO eCCHOHATBHON 0€30IMacHOCTH.
IIpakTyecKue 3aHATHS:
7. Odopmienne TOKYMEHTOB C TMOMOIIb0 mporpamMMel MicrosoftWord. PaGora ¢ amexkTpoHHBIMHU
JokymeHTamu. Co3gaHue cepuiHBIX muceM. Paccpuika rotoBeix nuceM. llpuknagHas cpema - cucrema
yrnpasiieaus 0Oasamu  gaHHbBIX MicrosoftAccess. basbl nmaHHBIX [UIA  XpaHeHHS HHGOpPMaUuH —
KOHCTPYHpOBaTh 0a3y AaHHBIX; BBOAWTH, PENAKTHPOBATh, KONMUPOBATh M yHAIATh 3amucu. Pabora c
3anpocamu. PopmupoBanue orderoB. [lonck mokymeHnToB. XpaHeHue M 0OpaboTka OONMbIIMX 00BEMOB
JAHHBIX.
Tema 2.3. Copep:xanne yueOHOro MaTepuana
Opranuzanus JleKnMOHHBIE 3aHATHSA




OIICPATUBHOIO U
APXUBHOI'0 XpaHCHUA

Cucremaruszanysi [OKYMEHTOB M HX XxpaHeHue. Homenknatypa pen. IlpumepHble U TUIOBBIE
HOMEHKJIATyphl nen. OdopmieHne HOMEHKIATyphl Aen. TpeOoBaHus K OQOpPMIIEHHUIO nell. XpaHEHHE

JOKYMEHTOB JOKYMEHTOB B CTPYKTYPHBIX noapa3aeneHusx. ITonroroska gen K ciaue B BETOMCTBEHHBIN apXUB.
IIpakTHYecKHue 3aHATHSA 1
8. [IpoBepka MpaBUIBHOCTH COCTABJICHMSI HOMEHKJIATYPHI JIE.
Bcero: 32

J1s XapaKTepUCTUKU YPOBHSI OCBOCHMsI y4eOHOI0 MaTepualla UCIIOJIb3YIOTCA CIIEAYIONIe 0003HaYeHUs:

1. — 03HaKOMUTENBHBIH (y3HaABaHUE paHEe U3yYEHHBIX OOBEKTOB, CBOICTB);

2. — peTpOAYKTHUBHBIN (BBITIOJTHEHUE IEATEILHOCTH 110 00pa3Iy, HHCTPYKIMH WM TT0JT PYKOBOJICTBOM)

3. — IPOAYKTHBHBIH (TUTAHUPOBAHKUE U CAMOCTOSITEIHHOE BBITIOJHEHUE JIEITELHOCTH, PEIICHHE POOIEMHBIX 3a/1a4)




3. YCJOBUS PEAJIN3ALIMA MTPOT'PAMMBI YYEBHON JUCIUIIJIAHBI
3.1. TpeGoBaHusi K MMHUMAJBHOMY MAaTePHAJIbHO-TeXHUYECKOMY 00ecredeHN 0
Peanuzaums mnporpaMMbl JUCUMIUIMHBL TpeOyeT Hauiuyus Yy4yeOHOro KaOWHETa
MEHEKMEHTa U MPeAPUHUMATENIbCTBA, Ja00OpaTOpun MH(OPMAIIMOHHBIX TEXHOJIOTHI
U JOKYMEHTAIIMOHHOTO o0ecneyeHus: Mpo(ecCuOHaIbHOM 1eATeTbHOCTH.
Ob6opynoBanue yueOHOro kabmHera:

-[10CaJI0YHBIE MECTA 10 KOJIMYECTBY 00YyUarOUIUXCs;

-pabouee MecTo MpernoaaBaTeis;

-JI0CKa KJIaCCHAs;

-KOMIUIEKT y4eOHO-HArJISAHBIX MMOCOOMM (CTeHHAbI, CXeMbl, TaOIUIbl, OMOPHBIE
KOHCIIEKTHI, yd4eOHbIE TOCOOUSI, CIPABOYHbIE MAaTEPHUAIbI).

Texnnueckue cpeacTBa 00yYeHUsI:

-KOMITBIOTED,

-MYJIbTUMEIUNHBIN IIPOEKTOP;

-9KpaH

NudopmanunonHoe odecnevyenne 00y4eHus:

B nporiecce ocBoeHus mporpaMmbl Y4eOHOU JTUCHUTUTHHBI JOJIKHA OBITh BOZMOXKHOCTh
J0CTyNa CTYJIEHTOB:

® K JJIEKTPOHHBIM y4eOHBIM MaTepHaliaM, UMEIOIIMMCS B CBOOOJAHOM JIOCTYIIE B
cety IHTEpHET (3JIEKTPOHHBIM KHUTaM, IIPAKTUKyMaM, TECTAM);

e caiiTaM rocyJapCTBEHHBIX, MyHUIIMIIAIBHBIX OPIaHOB BJIIACTU U YIIPABJICHUS;

e K NpaBoBOW MH(poOpManNH (3aKOHAM, MOA3aKOHHBIM aKTaM U UHBIM HOPMAaTHUBHBIM
NOKYMEHTaM, a TakKe HMX IpPOoeKTaM), B TOM UYHCJIE 4Yepe3 IPaBOBBIC
uHpopmanmonHble cucteMbl «KoHcynbTanT [Lntocy, «I'apanT».

Ilepeyennb PeKOMEeHIyeMbIX yueOHBbIX U3IaHMH, HNuTepHeT-pecypcos,
JAONMOJTHUTEJIbHOM JIUTEPaTypPhI

OcHoBHasi iUTEpaTypa

1. JloxymMeHTanMOHHOE OOecIleueHne yrpaBlieHHs: yueOHUK U mpaktukym s CITO/
N.K. Kopnees, A.B. ITmenko, B.A. Mamypies. — 2-¢ u3a., nepepad. u gomn. — M.:
WznatensctBo  FOpaiir, 2019. — 384 c¢. - https://www.biblio-
online.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-testy-v-ebs-
438491#page/1;

2. JlokyMEeHTaIlMOHHOE o0OecIlieueHue yrpaBieHus: ydeOHuK u mpaktukym st CI1O/
T.A. KazakeBnu, A.M. Tkammu. — 2-¢ u3n., ucnp. u jgomn. — M.: M3marenbcTBo
Opaiit, 2019. - 177 c.;

3. llyBamoa H.H. JlokymeHTalMOHHOE OOCCIIEYCHUE YIPABICHUSA: YYCOHUK U
npaktukym s CIIO. — M.: WzpmarensctBo IOpaiit, 2019. — 221 c. -
https://www.biblio-online.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-
433679#page/1.

JonosHuTeIbHASA JIUTEPATYPA

1. beikoBa, T. A. JlokyMeHTaIlMOHHOE OOECIIeueHUE YIpaBiaeHUs (JIeTOMPOU3BOIACTBO):
yue0. nocobue / T.A. beixoBa, T.B. Ky3neuosa, JI.B. Cankuna ; non o6mi. pea. T.B.
KysnenoBoit. — 2-¢ uzj., iep. u gon. — Mocksa : UTHOPA-M, 2018. — 304 c.;
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2.

3.

4.

Henonpoussonactso / E. H. bacosckas, T. A. beikosa, [u 1p.]; mox od0mei pen. T. B.
Kysuenosoit. — M. : ®OPYM, 2011. — 256 c.;

I'mamguit, E. B. JlokymeHTanmoHHoe oOecrieueHue ympaBiieHus: YudeOHoe
noco6ue/I' manuitE.B. - Mockga : U1 PUOP, HUL] UHDPA-M, 2016. - 249 c.;
Kynses H.H. HoxymentoBenenue: yueonuk / H.H. Kynses, JI.H. Vpanos, A.l'.
®abpuunos; nox pexa. npod. H.H. Kynsesa. 2-e usa., crep. - M.: Jloroc, 2017. - 352
c.;

HOpMaTI/IBHbIe MMPpaBOBLIC AKThI

. ((KOHCTI/ITYLII/ISI Poccuiickoit CDGI[epaL[I/II/I)) (HpI/IHHTa BCCHAPOIHBIM T'OJIOCOBAHUCM

12.12.1993) (c y4eToM MOTIPABOK) -
http://www.consultant.ru/document/cons_doc_LAW _ 28399/;

. @enepanpHbIil 3aK0H «O TEXHUUYECKOM perynupoBaHum» ot 27.12.2002 r. Ne 184-

@3 - http://www.consultant.ru/document/cons_doc_LAW 40241/;

. ®enepanbhbiii 3akoH «OO0 wHpOpPMAIMK, UHPOPMALUOHHBIX TEXHOJOTHSAX H O

3alUTe uHOOpMaLTUI oT 27.07.2006 No 149-@3 -
http://www.consultant.ru/document/cons_doc_LAW 339396/;

. ®enepanpubiii 3akoH «OO0 snmekTpoHHON moamucu» oT 06.04.2011 Ne 63-D3 -

http://www.consultant.ru/document/cons_doc_LAW _220806/;

. ®enepanbubiii 3aKk0H «O rocynapcTBeHHOM si3bike Poccuiickoit dexnepanun» oT

01.06.2005 Ne53-D3 -
http://www.consultant.ru/document/cons_doc_LAW_162634/;

. ®enepanpubiii 3akoH oT 05.04.2013 Ned44-®d3 (pen. ot 23.04.2018) "O

KOHTPAKTHOU cucTeme B cepe 3aKylnoK TOBApOB, pabOT, yCIayr it oOecreyeHus
rOCYJapCTBEHHBIX U MYHULIMIAIbHBIX HY X",

. ®enepanbhblil 3akoH OT 18.07.2011 Ne223-d3 «O 3akymnkax TOBapoB, padoOT, yCIyT

OTAECIbHBIMUA BUIAMH IOPUIUYECKHUX JIUIDY;

. ®enepanpubiii 3akoH ot 02.07.2006  Nel49-®3  «O6  uHpopmaruwy,

uH(OpPMaTHU3AIMH U 3aITUTe HHOOPMALIUKY,

. TOCT P 7.0.97-2016 «Cuctema ctaHmapToB 1o HHPOpMaINK, OMOTUOTECUHOMY H

u3nareiabckomy  aeny.  OpraHu3alMOHHO-PACTIOPSAUTENIbHAS  JOKYMEHTAIIHS.
TpeGoBanus kK 0HOPMIICHUIO TOKYMEHTOBY.

10.TOCT P 7.0.8-2013 «Cucrtema crangaptoB 1o uHbopmanuu, OUOIMOTEUHOMY U

WU3JaTeIbCKOMY Jeny. Jlelonpou3BOACTBO M apXWBHOE J1€J10. TepMHUHBI U
ONPEJICIICHUSY;

HNuTepHeT-pecypcebl

www.vniidad.ru — caiitr Bcepoccuiickoro Hay4HO-HCCIIEIOBATEIBCKOTO HHCTUTYTA TOKYMEHTOBEICHHS

" apXUBHOT'O ACJia,

www.rusarchives.ru — moprain «ApxuBsl Poccumy;
http://www.biblio-online.ru/ - snexTpoHHO-OMOIHOTEYHAs cUCTeMa H3aTenbeTBa «HOpaiT;

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

WWW.Pravo.gov.ru — opuiranbHbIi HHTEPHET-IOpTall IPpaBOBON HH(POpMAIIUY;

www.consultant.ru — mpaBoBas cucrema «KoncynbtanT [lnrocy;

www. law.edu.ru — FOpumuueckas Poccust: henepanbHbIii mpaBoBO MOpPTAIT;

www.garant.ru — npasoBast cuctema «I apanr»;
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4. KOHTPOJIb U OHEHKA PE3YJIbTATOB OCBOEHUSA JUCHUIIVIMHBI

Kontpoib u oumeHKa pe3ynbTaToB
MpernojaBareieM B NPOLECCEe MPOBEICHUS MPAKTUYECKUX 3aHATHM,
a TaKKe BBIMNOJHEHUS OO0Yy4YarOIUMUC

MUCBMEHHOI'O  OIpoca,

TECTUPOBAHUS,

VHIMBU1YaJbHBIX 3aJJaHUI, TPOEKTOB U UCCIICTOBAHUM.

OCBOCHHUA  OHUCHHUIIIIMHBI

OCYIIECTBIISIETCS
YCTHOTO U

Pe3yabTaThl 00yuyeHus (0CBOEHHbIE
YMEHUS, YCBOCHHbIE 3HAHUA)

Koapbl
copMHUPOBAHHBIX
npodeccuoHAIbHBIX
KOMIIETEeHI NI

®opMbI U METOAbI KOHTPOJIS U
OLIEHKH Pe3yJIbTATOB 00y4eHUs

YCBOMJI OCHOBHBIC TIIOHATUSA B O6J'IaCTI/I
JOKYMEHTAIMOHHOT'O obecrieueHust
yIIpaBJICHHSI;

M3YYWT BHUABI ODHUIMATBEHBIX JOKYMEHTOB
u Tpe6OBaHI/I$[ K HUX COCTaBJICHHIO H
o opMIiIeHMIO;

OCBOMJI TIOPSIOK OpraHH3aiud padoT o
JIeTIONPOU3BOCTBEHHOMY OOCITY)KHBaHUIO;

TIPUMEHSIET TIPHUEMBI u cpencTBa
JEIONpPOU3BOJICTBA, B TOM  4YHCIE
KOMITBIOTEPHOTO.

opopmisier  TUTaTeXHBIE — JOKYMEHTHI
(oMeKTpoHHBIE  3afBKM Ha  KacCOBBIE

pacxompl W IUTATEKHBIE TMOPYYEHHS) IS
MIPOBEICHNUS KACCOBBIX BBIILIAT;

MPOBEpAET HEOOXOANMYIO JOKYMEHTAIHIO
TUTS 3aKJTFOUEHS] KOHTPAKTOB;

INpUMEHSET TporpaMMHOe  oOecrieueHne
npu OCYILIECTBIICHUT ¢uHaHCOBOTO
KOHTPOJIS;

ohOpMIISIET  PEe3yJIbTaThl  IPOBEICHHBIX
KOHTPOJBHBIX MEpOTIPHUATHIA yTeM
COCTaBJICHHS aKTOB U CIIPaBOK;

INpUMEHSET TpOorpaMMHOe  oOecrieueHne
(hMHAHCOBOTO KOHTPOJIS;

3HaeT 0COOEHHOCTH COCTaBJICHHS

3aKyHOYHOU TOKYMEHTAIUY;

3HaeT WHGPOPMALMOHHBIE TEXHOJIOTUH B
npodecCHOHAIBHON AESITEIbHOCTH;

3HaeT OCOOCHHOCTM  OpraHu3ald |
MPOBEIEHUS KOHTPOJBHBIX MEPOIPUSTHH
opraHamu, OCYLIECTBIISIOLIMHU
(hMHAHCOBBII KOHTPOJIB;

3HAaeT OCOOCHHOCTH INPOBEACHUS TOBApOB,
pabor, yciIyr OTHENbHBIMH  BUAAMH
FOPUANYECKUX JIUIL.

IIK 1.5

I[IK 3.4
K 4.1

I[IK 3.4

IIK 1.5
[IK 4.1
MK 4.3

IIK 1.5
[IK 4.1

[IK 1.5

[IK 3.4
[IK 4.1
1K 4.3
[IK 1.5
IIK 4.1

IIK 3.4
IIK 4.3
IIK 1.5

I[IK 3.4

IIK 1.5
I[IK 3.4
[IK 4.1
IIK 4.3
IIK 1.5
[IK 4.1

VCTHBEIT M NHUCHMEHHBIA TECTOBBIN

KOHTPOJIb.

Ornenka MIPaBUILHOCTH
HCIIOJIb30BAHUS HOPMaTHBHBIX
JIOKYMEHTOB.

OI_IeHKa BBIITOJIHCHU S HpaKTI/IT-IeCKI/IX
3aJaHUM.

PeHIeHI/Ie TUITOBBIX CI/ITyaIII/IOHHI)IX
3aj1a4.

OrneHka TpPaBUIBHOCTHA BBITIOTHEHUS
MPAKTUYECKUX 3aJaHUM.

OrneHka TPaBUIBHOCTHA BBITIOTHEHUS
MPAaKTUYECKUX 3aJaHUM.
Y CTHBIN U TMCEMEHHBIN OIPOC.

NnguBuayansHeiidi ¥ (POHTAIBHBINA
orpoc.
Pemienve THIOBBIX CHTYaIllMOHHBIX
3aad4.

VYCTHBII W NHUCBMEHHBI KOHTPOJIb
YCBOEHUS 3HAHUU.

[IpoBepka MPaBUIILHOCTU
BBIMOTHEHUS IPOOJIEMHBIX 3aAaHHUH.
[IpoBepka 3HAHUUH  HOPMATHUBHBIX
JOKYMEHTOB.

Pemrenne TecTOBBIX 3aJaHUM.

Pemenne npakTH4ecKUX 3a1aHUM.
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