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1. OBIIAST XAPAKTEPUCTHKA PAEOYEI ITIPOI'PAMMBI YYEBHOI
JUCLUILIMHBI
OI1.06 TOKYMEHTAIIMOHHOE OBECIEYEHUE YIIPABJIEHUSI

1.1. MecTo ancuuminus: B CTPYKTYpe ocHOBHOII 0o6pa3oBaTe/bHOI NpOrpamMmal:

Yaebnan jmcuunmmmuaa  OI1.06 «JlokymenTanuonnoe  oGecneyenue VIIpaBIEHUS »
ABJIACTCA  00A3aTENbHON YacThiO O0IIENPOYECCHOHATBHOIO IMKIa IIPUMEPHOH  OCHOBHOMH
00pa3oBaTebHOM MpPOrpaMMBbI B COOTBETCTBUH ¢ @I'0OC mo cnemmansHocTd 38.02.01
OKOHOMHUKA H GyXranTepckuii Y4eT (110 oTpacisim).

OcoGoe 3nauenne mucuumiMHa nveer npu GopmMupoBanuu 1 paszsutun OK 02, OK 03,
OK 05, OK 09, OK 10.

1.2. Uear u nannpyempie PE3yJIbTATHI 0CBOECHHS THCITHILIHHDI:
B pamkax nporpamme! yueGHoi mucrpmimmss 00y 4aIOLMMHCS OCBAUBAIOTCS YMEHHS 1 3HAHHS

Kon YMenus 3Hanus
[1IK, OK,
JIP
OK 02. OCYIIECTBIIATH MIOUCK, aHATH3 H cojiepxkanue aKTyaJbHO
OK 03 HCIIO0JIb30BaHHE HOPMATHBHO-IIPABOBEIX HOPMaTHBHO-IIPaBOBOIA
OK 05 JOKYMEHTOB B IPUMEHEHHH K 3a7a9am AOKYMEHTAIHH;
OK 09 JIOV: OCHOBHbIE IOHSTHS
AOKYMEHTALIHOHHOTO  oDecreyeHus
OK 10 COCTaBJIATE U OOPMIISTH YIIPaBJIEHYECKYO yIpaBicHus:
[IK 1.1 H PO(ECCHOHATBHYIO 10OKYMEHTALHMIO B KIaCCHDUKAAA  ympaBieHyeckix
[K 2.7 COOTBETCTBHE C HOPMATHBHOM 6a30i; JOKYMEHTOB;
JIP 2 HCIIO/Ib30BaTh YHU(HUMPOBaHHble pOpMEI | paBua COCTaBJICHUS u
JIP 3 JIOKYMEHTOR: odopmiienus YHPaBICHYECKUX
JIP 13 OCYILECTBIIATH JCNIOBYIO MEPEIHCKY M AIOKYMEHTOB M BE/ICHHS J€I0BOiA
JIP 14 MOMACPAKHUBATE 3/IEKTPOHHBIE KOMMYHHUKaLy; | CPCITHCKH;
NPHMEHATE CPE/CTBA HHPOPMAHOHHEIX CO°TaB JOKYMEHTOB CreLHMANEHBIX
CHCTEM JIOKYMEHTALIHH;
TEXHOTOTHI 21 CO37aHNs 1 0OPMIeHIS IPaBHIIa OPraHH3alMH BCEX 3TAIOB
AOKYMCHTOB, paboThl ¢ TOKyMeHTaMu;
Pas0upathbes B CHCTEME BHYTPEHHETo Npuiokenus nporpammel Windows,
,HOKYMGHTOOGOPOTEI OpraHH3aIny; HCUOIIb3yeMBIC JLISL peatu3anuu
OCYIIECTBIIATH XPAHEHHE U TTOHCK 3anaq JIOY;
HOKYMEHTOR: COBpEMEHHEIe HH(pOpMaNHOHHbIE

TexHonoruu JJOY

OJIKRORATE BpeMeHnn ;
. FORPENMEREDS IFOr PAMBEIOS IPaBHJIa ¥ CPOKH XPAHEHHS

obecrieueHne B IEKTPOHHOM JIOKYMEHTOB:

AOKYMEHTO0G0pOTE; (bopmbI nepBHunEIX GyxratTepekux
[IPOBEPATH HAJTMYKE B IIPOU3BOJILHBIX JNOKYMEHTOB, COEPIKaIIHX
NEPBUYHBIX OyXraarepckux JOKYMEHTax o0s3aTeNbHbIE PeKBA3UTHI

MEPBHYHOIO YYETHOTO JOKYMEHTa;
[Iponieaypa COCTaBJIEHHS daKTa no
pe3ybTaram HHBEHTapH3aIuu,
IIPOEKTOB MPHKA30B I10 IIPOBETIEHATIO
KOHTPOJIBHBIX nponoenyp

00513aTeNIbHBIX PEKBU3HTOB;

pa3buparscs B HOMEHKJIAType JIe;
COCTABIATE  aKTBl M COPaBKH 110
PE3yIbTaTam BHYTPEHHET0 KOHTPOJIS;
(opmupoBaTs npoexTh IIPHKA30B 110
POBCAICHUIO BHYTPEHHETO KOHTPOJIS |

F=Y




2. CTPYKTYPA U COAEP)KAHUE YYEBHOI ANCIUITJINHBI

2.1. O6bem yuebHOI AMCHHIIMHBI H BHALI y4eOHoit padoTe!

Buz yueGnoii paGors

O0bem B yacax

O6nem 00pasoBaTeabHOlt IporpaMMeI y4eOHOM JIHCUHILTHHBI 64
B T.9. B popMe npakTHYecKoii MOAroTOBKH 20
BT. 4.

TEOpeTHYECKOe 00yueHue -
MPaKTUYECKUE 3aHATHUS 20
Camocmosmenvnas patoma -
IIpomexkyTouHas arrecrauus 2
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3. YCJIOBUSI PEAJIM3AIIAY YYEBHOI JUCHUILIAHBI

3.1. Jins  peammzammu  mporpammbi Y4e0HOH AHCUMIVIMHBI JOKHBI  OBITH
NPEe1yCMOTPEHBI ClIeYIONINe CleNHATbLHbIE OMeIeHHSI:

Jlabopatopust  JlokyMeHTAlMOHHOTO O0CCIEYEeHNsT  ynpaB/ICHHS,  OCHALIEHHAS
HEOOXOMMBIM  JUI  pealH3aliiu IpOrpaMMbl  y4eOHOW  AMCHHMILIMHBI  06OpyZOBaHHEM,
IIpUBENCHHBIM B 1. 6.1.2.3 mpuMepHO#i OCHOBHOI 00pa3oBaTeNLHON MpOrpaMMBI 10 JAHHOIN
CHEIHAIbHOCTH,

3.2. Undopmannonnoe obecneuenne PeaM3alHN IPOrpaMmMel

Jins peanusanum mporpamMMmbl  6MGTHOTEYHELIH $onx oOpazoBare/bHON OpraHU3aIUy
AIOJDKCH UMETh IeYaTHbIC H/WIIH JJICKTPOHHBIE 06pa3oBaTebHble 1 HH(OpMaHOHHEIE pecypchl
JULL UCTIOTIB30BaHMUA B 0OpasosaresibHOM mpornecce. [1Ipu (bopmupoBarul 6uGMHOTEUHOrO onna
00pa3oBaTenbHOM opraHm3anueit BBIOMPAETCsl He MEHee OJHOTO W3/AaHUs U3 HEePEUNCIIEHHBIX
HUIKC TNICYATHBIX M3JIaHWH ¥ (WJIM) JJIEKTPOHHBIX M3JAHMI B KauecTBe OCHOBHOI'O, TPH 3TOM
CITHCOK MOJKET OBITH JIOIOJIHEH HOBBIMH H3IAHMSIMH.

3.2.1. OcHoBHbIE Te4aTHBIE H JJIEKTPOHHBIE U3IAHHA

1. M.H.Bacakos, Jlenonpouzsoactso, yueOHuk, @enuxc, 2012r

2. B.C Coxonos, Jlokymentansnoe oGecreuenue ynpasjienus, yaebuuk, dopym,
2012r

3 M.B.Kupcanosa, Kype AC/IONPOU3BO/ACTBA, JIOKYMEHTaJbHOE o0ecreyenne
ynpasienus, yuebHoe nocobue, Undpa-M, 2012r.

4. Bapmynn, B.B. JlokymeHTammonHoe ofecreuenie yHnpaBjeHHus. : y4yeOHHK /

Bapmynn B.B. — Mocksa : FOctumms, 2020, — 271 ¢, — (CITIO). — ISBN 978-5-4365-3439-8.
— URL: https://book.ru/book/932046

5. JloxymenTaumonnoe obecrneyenne ynpasieHus : y4eOuuk / Boikoa T.A., nox
pen., I'norosa C.A., Konpkosa A.1O., Kykapuna [O.M., Ckpunxo E.A. — Mocksa : KnoPyec,
2021. — 266 ¢. — ISBN 978-5-406-08272-0. — URL: https://book.ru/book/939282

6. HokymenTaunonnoe obecrevenme ynpaeinenus : y4ebnuk / T.A. Beikosa, E.A.
Ckpunxo, }0.M. Kykapuna, A.IO. Konrxopa, C.A. I'notoBa. — Mocksa : KnoPyc, 2018, 2020r
https://www.book.ru/book/926891

i JloxyMeHTaumonnoe obecneyenmue YUPaBI€HHs (C OCHOBAMH apXMBOBEICHHS)
ydebnoe nocoue / M.U. Bacakos. — Mocksa KnoPyc, 2018, 2020r — 216 ¢. — Jlts CITO u
HITO. https://www.book.ru/book/926606

8. JlokyMeHTHpOBaHYe X03SHCTBEHHBIX OIepaluii H BeJleHHe GyXTalTepeKoro yuera
MMYIIECTBa Opranusanuy : yyeGnoe nocodue / H.IT. JTioGymmws, mox pea. — Mocksa : KnoPye,
2017. — 345 ¢. — CIIO. https://www.book.ru/book/922216

3.2.2. lonomauTeAbHbIE HCTOYHHKH

1. Koncturyuus Poccuiickoit @enepariuu ¢ U3MEHEHUSIMH.

2. I'paxnanckuit komekc Poceuiickoi Oenepanun (YacTb nepsas) ¢ U3MEHCHHSIMA.

3. Tpynosoit kogexc Poccuiickoii Denepanuy ¢ UIMEHEHUSIMH

4. @enepanbHbii 3akom or 02.07.2006 Ne 149-3 (pen. or 23.04.2018) «O6
HH(OpMAaIMH, HHPOPMATH3ALKNY | 3aIHTe uHbOpMAaIHK .

5. @enepanbHbli 3akoH or 06.12.2011 N 402-®3 (pex. or 26.07.2019) «O
OyXranrepckom yuyere

6. 'OCT P 7.0.97-2016 "Cucrema CTaHAApTOB MO HMH(OPMAIMH, GUOGTHOTEUHOMY N
H3narenbekomy neny. OPJL. TpebGopanus k ohopmieHuo JIOKyMEeHTORB".




7. TOCT P.7.08-2013 «CHBH/I. Henonpou3sBoacTBo u apxuBHOE jejI0. Tepmuner u
OTPEICTICHH ).

8. Ilpumepuas mucTpyKIMS 110 ACJIONPOH3BOJCTBY B IOCYNApPCTBEHHBIX OPraHM3AIMSIX
(yTBepixaena npukazom Pocapxusa or 11.04.2018 Ned4q),

9. CnpaBouno-npaBoBas cucrema «Koncynerant ITmoc» [OnexTponnsrii pecype]. URL:
http://www.consultant.ru

10.  CnpaBoyHo-npaBoBas  cucTema «'apanty  [DnekTpoHHbII pecypc]. URL:
http://www.garant.ru

11. leno-Ben: Bce o ACTIOIPOU3BOAICTBE [ DnekTponHbId pecype]. URL: http://delo-ved.ru

12. Ilysanosa H.H. HoxymeHTaunonnoe obecneuenue YOpaBlIeHHA: y4yeOHHK u
npaktukym / Illysanosa H.H. - M.: Usnarensctso IOpaiit, 2019 [SnekTponusIii pecype; Pesxum
JocTyna mps://biblio-online.rufbcodef433679] ;

13. Kysnenosa, 1. B. JlokymeHTannoHHOe obecrnieyenue ynpasienus : yueGHOe TOCOGHe
awist CIIO / Y. B. Kysnenosa, I. A, Xavarpsan. — 2-e w3, — Caparos : [TpodobGpazoranne, At
ITn 5p Menua, 2019. — 166 ¢. — ISBN 978-5-4486-0404-1, 978-5-4488-0216-4. — Texker :
NICKTPOHHBIH  // DnekTpomHblii  pecype uudposoif  o6pazoparesbHOM cpeasl  CIIO
PROFo6pasosanne : [caift]. — URL: https://profspo.ru/books/80326.html
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4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHMSI
YUYEBHOM JUCHUTIIMHBI

PesyabraTel 00yuennsn

Kpurepnu ouenkn

MeToabl oueHKH

[lepeuens 3naumii, ocBanBaemuIx B
pamMKax JUCIHILUINHBL:

COJ/IepKaHHUE aKTyasjlbHON HOPMATHBHO-
NPaBOBOH JOKYMCHTALMH;

OCHOBHEIE HOHATHUS
OOKYMCHTAIHOHHOI O oOecrieueHHyg
YIIpaBJICHHUS;

Knaccuduxanms YIIpaBJIEHYECKHX
JIOKYMEHTOB;

paBUJIa COCTABJICHUS U ODOPMICHUS

YIIpaBIeHYECKHUX JIOKYMEHTOB H
BEJICHUA JICIIOBOM NEPEUCKH;

COCTaB  JIOKYMEHTOB  CIEMAIBHBIX
CHCTEM JIOKYMEHTAITHH;

NpaBHNa OpraHH3allMd BCEX JTAIoB
paboThI ¢ TOKyMeHTaMH:;

NPHIOKEHHs 1porpamMMbl  Windows,

UCTIONIB3yeMble JUIS peaH3alHH 3ajay
HOY;
COBpeMeHHbIe
TexHonoruu JIOY
[TOHATHE NEPBHYHOM OyXrarrepckoit

JOKYMEHTAlUH;
(hopMBI epBHYHEIX GyXranTepekux
JAOKYMEHTOB, COJIepIKaIuX
00s3aTe/bHbIE PEKBU3HTHI IEPBHYHOLO
YIE€THOTO JOKYMEHTa;

NIPaBHJIa U CPOKH XPAHEHHs IEPBUYHOMN
OyXranTepckoi JOKyMeHTaluu;
MpOUEypa COCTaBICHHS aKTa [0
pesynbTaTam MHBEHTapU3al[1H,
IIPOCKTOB TIPUKA30B 110 IPOBEICHHUIO
KOHTPOJIbHEIX IPOLIETYp

uH(pOpMaHOHHEIE

Tecruposanue.

«3» - 85-100% BepHBIX OTBETOB
«4» - 70-84% BepHBIX 0TBETOB
«3» - 51-69% BepHBIX 0TRETOR
«2» - 50% u mMenee

Ompoc.

OneHka «5» - «OTIIHYHOY» CTaBHTCS,
eciu 00yJaloUMiCs MONIHO H3naraeT
MaTepua’ (OTBeYaeT Ha BOIpoc), gaeT
[IPABUJIBHOE OIpejie/IeHHe OCHOBHBIX
NIOHATHI; OOHAPY)XXUBAET IOHUMAHNE
Marepuasna.

Ouenxka «4» - «xopomro» craButes,
ecsin 00yyaroNuiics 1aeT OTBeT,
YAOBJIETBOPSIONINN TEM Ke
TpeOOBAHHSAM, YTO H JUISI OLEHKH
«OTJIMYHOY», HO JOomycKaeT |—2
OIIUOKH.

Ouenka «3» - «yI0BIETBOPHTEILHOY
CTABUTCH, €CJIH 00yYaromuics
0OHapyKHBaeT 3HAHUE U [OHUMaHHE
OCHOBHBIX IOJIOMKEHUH TaHHON TEMEI,
HO M3J1araeT MaTepHall HeloJHO |
HETIOCJICIOBATENTBHO, JIOIYCKAET
HETOYHOCTH U OLIUOKH B
OIIpENeNICHHU IOHATHH UIIH
(Gopmynuposke npasm.

Onenka «2» -
«HCYJIOBJIETBOPHUTENIEHO)» CTABHTCS,
eciii o0yyarommiicst oOGHapyKHBaeT
He3HaHHue 0obIei yacTn
COOTBETCTBYIOIIETO BOIPOCa,
Aonyckaet omubKku B popmympoBke
ONPEAC/ICHUH H [IPABHJI, HCKaKAIOHe
HX CMBICII, 6ECTIOPSI0YHO U3IaraeT
Marepuall.

Huddepernuposannsiii 3auer

Tectuposanne,
YcTHBI onpoc.
ITucoMenHbIi
ompoc.
Huddepentmpos
aH-HBIH 3a4eT.
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Onenxa «5» - «oTauuHOY
BBICTABIISIETCS 00yUalomeMycs, eciii
JIEMOHCTPUPYETCS BCECTOPOHHEE,
CHCTCMATUYECKOE U INIyOOKOE 3HAHHE
Y4eOHOr0 MPOrpaMMHOTO MaTepHala,
CaMOCTOSTE/ILHO BBINTOJIHEHE] BCE
[IPEyCMOTPEHHbIE IIPOrpamMMOit
3aJlaHusl, aKTUBHO paboTaBIIeMy Ha
NPaKTUYECKUX 3aHATHAX,
IIOKa3aBlIEMy CHCTEMaTHYECKHil
XapakTep 3HaHUH, a TaKKe
CIIOCOOHOCTH K UX CaMOCTOATETEHOMY
TIOTIOJIHEHHIO,

Ouenka «4» - «xopomioy
BLICTABJISIETCS 00yqaloneMycs, eciu
JAEMOHCTPHPYIOTCS JOCTATOYHO
110JIHOE 3HaHHE yueOHO-
IPOrpaMMHOT0 Martepuaiia,
CaMOCTOSTENILHO BEITIOJIHEHEI BCE
HPEeAyCMOTPEHHbIE IPOrPaMMO
3aJlaHusd, 0JIHAKO JOMYIIEHbI
HETOYHOCTH IIPH UX BBIIOJHEHHH,
Onenxa «3» - «yI0BIETBOPHTENIEHO
BBICTABJIsICTCA 00yyaromemycs, eciim
AEMOHCTPHPYIOTCS MPOOEHl B
3HAHUAX OCHOBHOTO y4eOHO-
IPOrpamMMHOr0 MaTepuana,
CaMOCTOSTE/IBHO BEIIOJIHEHBI
OCHOBHEIC IIPEYCMOTPEHHBIE
NIpOrpamMMoii 3alaHus, 0JIHAKO
AONYIIEHBI OIHOKH IPH UX
BbIIIOJIHEHUH.

Onenka«2» -
«HEYJOBJIETBOPUTENILHO »
BBICTABJISIETCA 0OOydaromemMycs, eciu
OOHapYXHBAIOTCS MPOGEIHI B 3HAHUAX
HIIH OTCYTCTBHE 3HAHWH 1o
3HAYUTE/ILHOH  YaCTH  OCHOBHOI'O

yuebHOoro Marepuaa, HE
BBIIOJIHUBILIEMY CaMOCTOSATEJILHO
[IPEIyCMOTPEHHEIE IPOrpamMmoi
3aJaHus, JIOTYCTHBIIEMY

[IPUHIHNIHAIBHBIE OIIHOKH B

12




BBIIIOJIHEHHH IPEyCMOTPEHHBIX

pOrpaMMoii 3a1aHuH.

[TepeyeHb yMeHMit, ocRanRaEeMEBIX B
paMKax QUCIHUTIIHHEI:

OCYIIECTBJIATE HOHCK, AHAIH3 U
HCII0JIP30BAHME HOPMATUBHO-IIPABOBBIX

JIOKYMEHTOB B MIPUMEHEHHH K 3a1a4aM
A0Y;

COCTaBJIATh M OPOPMIIATE
YNPaBIEHYECKYIO U
Npo(GeCCHOHAIBHYIO TOKYMEHTAIHIO B
COOTBETCTBHE C HOPMATHBHOM 6a30ii;
HCIIO0/Ib30BaTh YHH()UIIMPOBAHHEIE
¢opmel TokymeHTOB;

OCYILECTBIIATE JEIOBYIO IICPEMTHCKY H
MOJICPXKUBATD IIEKTPOHHbBIC
KOMMYHHKALUH;

IPUMEHSTh CPeJICTBA
MH(OPMAIMOHHBIX TeXHOIOTHH U
CO31aHHA H OQOPMIICHHS JOKYMEHTOB;
pa3bHpaThCs B CHCTeMe BHYTPEHHET0
AOKYMEHTOOOOpOTa OpraHu3aIum:;
OCYWIECTB/IATD XPaHEHUE U MTOUCK
JOKYMEHTOB;

pasOHpaTbes B HOMEHKIIATYpe J1e;
HCII0JIB30BATh COBPEMEHHOE
lIporpaMMHoOe obecrieyenue B
SJIEKTPOHHOM JI0KyMEHTO0GOPOTE;
HPOBEPATE HATMYHUE B IPOU3BOJIBHBIX
MEPBHYHBIX OyXTralnTepcKux
JIOKyMEHTax 00s3aTe/IbHbBIX
PEKBH3HUTOB;

COCTABJIATh aKThI U CIIPABKH T10
PE3ybTaTaM BHYTPEHHErO KOHTPOJIS;
(hopmupoBatE IPOEKTEI MpHKA30B K
PACIIOPSKEHHIH 110 HPOBEEHHIO

| BHYTPEHHEro KOHTPOJIS;

Ounenka «5» - «oTIMYHO»
BBICTABJISIETCH, €CIIH 00 yyaronmiics
AEMOHCTPHPYET Iy0OKHE 3HAHHS
TCOPETHYECKOI0 U MPAKTHYECKOr0
MaTepuaa 1o TeMe IpakTHYCCKOH
PabOTEL, OKA3bIBAET YCBOCHHE
OCHOBHBIX ITOHSTHH, HCIIOJIB3YEMBIX B
pabote, 6e30m1604HO U B 110THOM
00BeMe BBITIONIHAET 3a1aHue.

Ouenka «4» - «xopormo»
Obyuvaromuiics AEMOHCTPHpYET
3HaHMA y4eOHOro MaTepHana 1o reme
MPAaKTHIECKOH paboTHI, JoMycKast
HE3HAYUTEJIbHbIC HETOYHOCTH MPH
BBINIOJIHEHHH 3a/1aHUS TIPH
NPaBUIILHOM BBIOOpE anropurma
pellieHus 3ananus.

Onerka «3» - «ynoBnerTroputensHOY
BBICTABIIACTCS, eC/IH 00yuaronuiics B
L€I0M OCBOMJI MaTepua
[IPaKTHYECKON paboTkl, Jomyckaer
OMIMOKH IIPH BBINOJIHEHHH 3aJIlaHus,
BBIOOD aIrOPHUTMA BBITOIHEHUS
3a71aHHs BO3MOYKEH IPH HABOISIIHX
BOIIpOCax IpenojaBsaTels.

Onenka «2» -
«HEYIOBJIETBOPHTEIHHO »
BBICTABJIACTCS 00yYalomeMycs, ecu
OH UMECCT CYLIECTBEHHBIE MPOGeIbI B
3HAaHHSX OCHOBHOI'O yyeOHOro
MaTepuaja npakTHYecKOi paGoTsl,
AOITyCKaeT OLUMOKH HPH BBLITOTHEHUU
3a/laHus, HEMIPABUIILHO BhIOHpaeT
AITOPHTM JCHCTBHIA,

Onenka
Pe3yJIbTaToB
BBIIOJTHEHUS
NIPAKTHYECKOMN
paboThI
Okceneprroe
HaOmo1eHue 3a
X0JoM
BBINNOJIHEH U
NPaKTHYECKO
paboTsl




