MuHUCTEPCTBO 00pa30BaHus, HAYKH W MOJIOICKHON TOJUTHKA
KpacHonmapckoro kpas
["ocynapcTBeHHOE OrOKETHOE MPOPECCUOHAIBHOE 00PAa30BATEIBLHOE YUPESIKICHUE
KpacHonmapckoro kpas
«ApMaBUPCKUIT MEXaHUKO-TEXHOJIOTUUYCCKUI TEXHUKY MY

PABOYAS ITIPOT'PAMMA YYEBHON AUCHUILIAHBI

OI1 06 TOKYMEHTAIHMNOHHOE OBECHHEYEHHUE YIIPABJIEHUSA

i cnenranbHOCTH 38.02.01 DkoHOMMKA M OyXTaJITEPCKU yUeT (IO OTPaCIIsiM)

2023 r.



OJJOEPEHA

[MuxnoBoit KoMuCccHeR

OKOHOMUYECKHX, OyXTalTepCKUX
mucruiuine 1 MJIK

IIpencenarens % Jlorsunenxo C. U.
IIpotokom Ne 10 or« 19 » 05. 2023 r.

Paccmotpena

Ha 3aCeJaHuU [1eJarorn4eckKoro coBeTa
npoTokoia Ne _9 ot 30.05.2023_r.

Paboy4as nporpamMMa yaeOHON AUCIUILTHHEL Pa3paboTaHa Ha OCHOBE
@enepalbHOr0  IOCY[APCTBEHHOIO  00pa30BaTeNBHOrO  CTaHmapra IO
CIIE[UAIBHOCTH
38.02.01 OxonomuKa B OyXralTepcKui yder (II0 OTpaciisiM), YKpYIIHEHHAas
rpymma 33.00.00 «DxoHOMMKA U yIIpaBIeHUE», YTBEPKAEHHYIO IPHUKA30M
Munucrepcrsa obpazosanus PO ot 05.02.2018 Ne69, 3aperucTpupoBaHHYIO
Musnrocrom ( Ne 50137 ot 26 despans 2018 r);

Opranmszanus-pa3zpaboTuuk: I'ocymapcTBeHHOE O10KETHOE

npodeccuoHanbHOe 00pa3oBaTenbHOE yupexaeHue KpacHOmapcKoro Kpas
«ApMaBUpCKyU MexaHUKO-TexHonorndeckuit Texuukym» (I'b ITOY KK AMTT)

Pa3 OTUYAK:

g ; Hogranesa E.E. - mpenogaBaTens rocy1apcTBEHHOIO OIOIKETHOTO
npo@ecc\B{OHanLHoro oOpa3oBarenpbHOTO yupexaeHus KpacHomapckoro Kpas

«ApMaBUPCKUI MEXaHUKO-TEXHOJIOTrMueckuit TexHukym» (namee - I'BIIOY KK
AMTT)

PefieH3¢HTBI:
Kapa6axtsa A.C., rmaBasri 6yxrantep OO0 «Buicon» KBaTupUKAIHs
0 IVAIIOMY «DKOHOMHCTY» IO CIeIHalbHOCTH «byXranTepckuil yder, ayJuT U
aHaII3»

; /Cepaﬂ H.B., rmasuerit Oyxrantep OOO «ApMIutacT) KBATH(QUKAIUS 110

ouruioMy «byxranrepy 1o CrieuantbHOCTH
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2. HACIHOPT PABOYE [TPOI'PAMMUBI JNCIIAITJINHBI
110 06 /lokyMeHTALIHOHHOE 00ecIeYeHe VIIPABJICHHAS

2.1. OdbaacTb NpuMeHEHUsI IPOrPAMMbI

Pabouas mporpamMMa y4yeOHOM AMCLMIIMHBL SBJISETCS YacTbK) OCHOBHOH
npodeccruoHanbHoil 00pa3zoBareabHON MmporpaMMbl B cooTBeTcTBUU ¢ DI'OC 1o
cnenranbHocTH 38.02.01 DkoHOMHMKA M OYXTanTEPCKHWd y4eT (10 OTpacisiM)
(0a30BbIif yPOBEHb MOATOTOBKH) — BXOJSIIECH B COCTAB YKPYNMHEHHOW TIPyIIIbI
cnenuanbHocTel 38.00.00 DKOHOMUKA U yIIPABJICHHE.

Pabouas mporpamma y4eOHOM IMCUHMIUIMHBI MOXKET OBITh MCIOJIB30BaHA B
JOTMOJIHUTENBHOM TPO(ECCUOHATBHOM 00pa30oBaHUM (B MPOrpaMMax IMOBBIIICHUS
KBAIM(pUKALIMA W TEPENOArOTOBKM) Ppa0OTHUKOB B O0JIaCTU 3KOHOMUKH W
YIPABIICHUS.

1.2. MecTo AHCUMIUIMHBI B CTPYKTYpe OCHOBHOH Mpo(eCcCHOHANbHOIM
00pa30BaTe/IbHOI MPOrpaMMBbl: JUCLUIUIMHA BXOIUT B MPOQPECCHOHAIBHBIA LUK
KaK o01enpodeccnoHaibHast AMCLUATIIMHA.

1.3. ]_Ie.]'lb H IVIAHUPYEMbIE PE3YJIbTATBI 0CBOCHHA NUCHUIIJIHHBI

Kon Ymenus 3HaHuA

IIK, OK, JIP
OK 02. OCYLIECTBJISTh TOUCK, AHAJIN3 U conepkaHue aKTyaJbHON
OK 03 HCIOJIb30BAHNE HOPMATUBHO- HOPMaTHBHO-TIPABOBOH
OK 05 IPABOBbIX JIOKYMEHTOB B AQKYNMEHTAIL,

OCHOBHbIE MIOHSITHS
OK 09 npuMeHeHuu k 3agadam 10V,

JOKYMEHTAILMOHHOTO  o0ecredyeHus
OK 10 COCTaBIISATh  OPOPMIIATH ,

yIIpaBlIeHus,;
IK 1.1 FHPABICHACCKY O I KJIacCu(pUKALUs  YIPABIEHIECKHUX
K 2.7 poeCCHOHATTLHY O JIOKYMEHTOB;
JIP 2 JOKYMEHTALIUK) B COOTBETCTBUE C MpaBWJia COCTABJICHUS U OQOpPMITEHUS
JIP 3 HOPMAaTHBHOH Ga30if; yIpPaBIEHYECKUX  JTIOKYMEHTOB U
JIP 13 UCTIONIb30BaTh YHU(PULIUPOBAHHBIE BCACHIT ICTIOBOU IICPCITHCKH,

COCTaB MOOKYMECHTOB CICHHUAJIbHBIX
CUCTEM NOKYMECHTAIHUU,
npasujia OpraHu3allii BCEX HSTAIIOB
paboOThI C TOKYMEHTAMH;

JIP 14 (bOpMBI TOKYMEHTOB;
OCYILECTBJISATh JeJIOBYIO MEPEIICKy U
NOAACPKUBATE JJICKTPOHHBIC

KOMMY HUKALIH, NpUJIOXKeHUs: mporpamMmel Windows,
MIPUMEHATH CPENCTBA HUCIOJB3YEMBIE I pPeaau3aluu
I/IH(bopMauI/IOHHbIX TEXHOJIOTUH s | 3a7a4 HOVY;

coszanust u opOpMIIEHNST COBPEMEHHbBIE UH(POPMAILTMOHHBIE

texHonoruu J10Y

JIOKYMEHTOB,

TPaBHJIA U CPOKH XPAHEHUsI
pa3dupaThCs B CHCTEME ,

JIOKYMEHTOB;
BHYTPEHHEro JIOkyMeHToobopoTa GOPMBI TEPBUYHBIX OyXTaNTepCKUX
OpraHu3anuu, JOKYMEHTOB, COAECPIKALLNX
OCYLIECTBIISITh XPAHEHUE M IOUCK | 00SA3aTENbHbIE PEKBU3UTHI
JOKYMEHTOB; NEPBUYHOIO YUETHOI'O AOKYMECHTA,
MCTIOJIb30BaTh COBPEMEHHOE VPSP EOCIABICHEE diTe. Mo

pesynbTaTtam VHBEHTAPU3ALINH,

nporpaMMHoOe oOecreyeHue B




3IEKTPOHHOM JAOKYMEHTOO00pOTe, | MPOEKTOB MPHKA30B MO MPOBEICHHIO
MNPOBEPATHL HATUYHE B KOHTPOJIBHBIX NPOLECAYD
MPOU3BOJIbHBIX TIEPBHYHBIX
OyXTanTepCKUx TOKYyMEHTax
00s13aTeNIbHBIX PEKBU3UTOB;
pazOuparbcsi B HOMEHKJIATYpe e,

COCTaBJSATb aKTbl W CIpPaBKU IO
pesyJipTaTam BHYTPEHHEr 0O
KOHTPOJISL;

(bopMHPOBATH POEKTHI MPHUKA3OB
IO [TPOBEJIEHUIO BHYTPEHHETO
KOHTPOJISI

1.4. Koin4ecTBO 4aCOB HA 0CBOEHHE NMPOrPaMMbI AUCHUIIIHHBI:
O0beM 00pa3oBaTebHOM HArpy3ku o0y4aromierocs 36 4acoB, B TOM YHUCIIE:
00s13aTeNbHON ay IMTOPHOUM yUeOHOH Harpy3ku oOy4varonierocs 36 4acos;




2. CTPYKTYPA U COJAEP)KAHUE YUEBHOU JUCIUILTAHBI

2.1. O6bem yueOHOI AMCUMIIVIMHBI M BUABI Y4e0HOI padoThI

Bun yueoHoii padoTsl

O0BeM B yacax

Oo0bem o0pa3oBaTebHOI NporpaMmmbl y4eOHOMN JUCUHIJIMHBI 32
B T .4. B (popMe NpaKTHYECKOH MOATOTOBKH 20
BT. 4.

TeopeTudeckoe oOydeHue 12
MPAKTUYECKUE 3aHATHSA 18
Camocmosimensnas paboma -
IIpomexkyTouHast aTTecTALUSA 2




2.2TemaTH4eCKHH NJIAH U coAep:KaHHe YU4eOHOI JHCIUNIHHBI

HaumenoBanue
pa3aesioB U TeM

Coaepxanue yyeOHoro marepuaa u GopmMbl OpraHUu3aALMH 1eATeTbHOCTH 00yYAaIOIIUXCSA

Oo0bem, ak. 1/
B TOM YHUCJIC

Koanl
KOMIIeTeHUHH U

B popme JUYHOCTHBIX
NPAKTHYECKOH | pe3yabTaTosl,
NMOAroOTOBKH, | (P)OPMHPOBAHHIO
aK. 4 KOTOPbIX
crnoco0cTByeT
3JIEMEHT
NPOrpamMmsl
1 2 3
PA3JIEJ 1. TOKYMEHTUPOBAHHUE YIIPABJIEHUYECKOM AEATEJIBHOCTH 20/14
Tema 1.1 Coaepxanue yyeOHOro marepuaJia OK 02, 0K 03.,
BBeaenue. 1. 3HavyeHMe U CoAepKaHue TUCHUTLINHBI « JIOKYMEeHTAIMOHHOE O0eCTIeUeHUE YITPABICHUS . OK 10,
JHOKYMeHT 1 [ToHsiTHE TEPMHUHOB: «TOKYMEHT», «IOKYMEHTHPOBAHUEY, « JOKYMEHTALMOHHOE O0eCTIeHeHHE JIP 3, JIP 14
cHCTEeMA YIIPABJICHUS . 2
AOKYMEHTALIUH 2 IloHATHE CUCTEM JOKYMEHTAUWN. Y HUPUKALMS U CTAHAAPTH3ALMS YIIPABICHYSCKHUX
JOKYMEHTOB.
3. HopmaruBHO-1ipaBoBasi 6a3a OpraHU3aLiy JOKYMEHTALMOHHOTO O0ECTICUeHHS YIIPABJICHUS
Tema 1.2. Coaepxanue yueOHOro MmarepuaJia 14 OK 03, OK 04.,
Cucrema 1. TOCTst Ha OP/I. TpeboBanust k 0QOPMIIEHHIIO JOKYMEHTOB, TPeOOBaHUS K OJIaHKAM. OK 05., OK 09,
OPraHU3aLHOHHO- 2. OpraHMzallMOHHbIE JOKYMEHTBHI: yCTaB, JOJDKHOCTHas MHCTpykuus. PacropsauTtenbHble OK 10.
PACOPAAMTENbHON | TOKYMEHTBI: MPHUKA3bl, PACTIOPSIKEHHS. IIK 2.7.
AOKYMEHTALUM 3. CnpaBO4YHO-MH(POPMAITMOHHBIE JOKYMEHTBI. TOKJIAIHAS 3aMUCKa, OOBICHUTEIbHAS 3aMHCKA, JIP 2, JIP 3,
aKT, crpaBka, ciyskebHoe nmuceMo. CoctaB 1 0COOEHHOCTH OQOPMIIEHHUS TOKYMEHTOB IO JINYHOMY JIP 14
COCTaBy
B ToM 4nc/ie NpaKTHYECKHUX U J1A00pATOPHBIX 3aHATHH 8
1. Odopmienune nOKyMeHTOB ¢ oMotk mporpammsl Microsoft Word. Co3nanue madiona 5

JOKYMEHTA.

1 B cooTseTcTBUM C MpUnoxennem 3 MOOI.




2. CocraBnenue U opOpMIIEHUE OTEIBbHBIX BUIOB PACTIOPSAIUTENBHBIX U CIIPABOYHO-

UH(OPMALIMOHHBIX TOKYMEHTOB. 2

3. CocraBnenue u opoOpMIICHHE OTAENIBbHBIX BUOB OPTraHU3ALMOHHBIX IOKYMEHTOB 2

4. JIokyMEHTUPOBaHUE TPYAOBBIX MPABOOTHOLIEHUH. 2
Tema 1.3. Coaep:kaHue yue0HOro MaTepuaJa 5 OK 02.,0K 03,
JeHexHbIE U 1.0cobenHocTH coctaBieHust 1 0QOPMIICHHUS IEHEXKHBIX 1 (PUHAHCOBO-PACUETHBIX JTOKYMEHTOB. OK 05., OK 09.,
(puHAHCOBO- B ToM 4nc/ie NPAKTHYECKHX H JIA00PATOPHBIX 3aHATHI 2 OK 10, IIK 1.1.
pacyeTHbIe
AOKYMEHTbI 1. Odopmienue miaaTeXHbIX TOKYMEHTOB 2
Tema 1.4. Coaepxanue yueOHOro MmarepuaJia 2 OK 02, OK 04.,
JlorosopHo- 1.IlonsiTe morosopa (koHTpakta). TumoBast ¢opma moroBopa. OCHOBHBIE pa3felsibl TOTOBOPA. OK 05., OK 09.,
NnpaBoBast [IpaBuna opopmIIeHHS MPETEH3MOHHBIX THCEM. OK 10, IIK 2.7.
AOKYMEHTALHSA B Tom unc/ie NpaKTHYECKHX U J1a00PATOPHBIX 3aHATHIH 2 JIP 14

1 .CocraBnenue 1 opopMIIeHHE MPETEH3UOHHBIX ITHCEM. 2
PA3JEJI 2 OPTAHU3AIIUA PABOTHI C JOKYMEHTAMU 10/6
Tema 2.1 Coaepxanue yueOHOro marepuaJia OK 02, 0K 03.,
Opranuzanus 1. CoctaB u yuer odpema qokyMeHTO000poTa opranuzaunii. OpraHuzars padoThI ¢ OK 09.
AOKYMEHT0000p0Ta, | MOKyMeHTalMeH, MOCTynaroLiei B opranusaiuio. [lepeqaya 10KyMeHTOB BHYTPH OpraHU3aUN JIP 14
perucTpauus 2 Perucrpauus nokyMeHTOB. KOHTpOSh HCronHeHns: fOKyMeHTOB. Opranu3anus U TEXHUKA 5
AOKYMEHTOB, KOHTPOJIsI UCTIONTHEHUs. THIIOBBIE M MHAWBUAYAJIbHBIE CPOKU HUCTIONIHEHHSI JOKYMEHTOB.
HCTIOJTHEHHE
AOKYMEHTOB
Tema 2.2. Coaep:kaHue y4eOHOro MmarepuaJa 4 OK 04., OK 05,,
Nudopmanuonnnie | 1.Mcnons3oBaue mporpaMMHOTo oOecrieueH st IUIs PeLIeHns: MpopecCHOHATbHBIX 3a1a4 OK 09., OK 10.
TEXHOJIOTHH B B ToM uyHc/Ie NPAKTHYECKHX H J1a60PATOPHBIX 3aHATHI 4 JIP 13, JIP 14
AeJONIPOU3BOACTBE 1. OdopmieHne JOKYMEHTOB ¢ MOMOIIBIO nporpammbel Microsoft Word. Pabora ¢ snekTpoHHBIMU 5

nokymeHtamu. Pabora ¢ 3ampocamu.

2. OrevecTBeHHBIE pa3paboTku nporpamm apromMarm3aimu JJOY u apxuBHOTO Aena. 2
Tema 2.3 Coaep:kaHue yue0HOro MaTepuaJa 4 OK 03., 0K 05,,
Opranu3anus 1. Cucremaruzanus JOKyMEHTOB U UX XPaHEHHE. 5 OK 09.,
OIEePATHBHOIO H 2 Homenknatypa aen. IIpuMepHble 1 TUIIOBBIE HOMEHKJIATYPBI JEJI. IIK 1.1.




APXHBHOIO 3. Tpebosanus k opopmiennto nen. [ToaroroBka u MoOpsSAOK Mepeaayu Iei B apXHuB. JIP 14
XPaAHEHUSA B Tom 4mciie NpaKTHYECKHUX 3aHATHH U JIA00pPATOPHBIX padoT 2
AOKYMEHTOB 5
1. CocraBnenue u opopmIleHIe HOMEHKIIATYPbI e
IMpomesxxkyTounas arrectauus B ¢popme 1udPpepeHUNPOBAHHOIO 3a4eTa 2
Bcero: 32

JU11 XapakTepHCTHKU YPOBHA OCBOCHHA Y4e€OHOI0 MaTepHana HCIOb3YIOTCA CISIYOIHE 0003HAUCHUS:

1. — O3HAKOMUTEIBbHBIHN (Y3HABAHUC PAHEE U3YUCHHBIX OOBEKTOB, CBOHCTB);

2. — penpOAYKTHBHBIN (BBITOJHEHHE ACSATEIBHOCTH 0 00Pa3Iy, HHCTPY KUK WK MO, PYKOBOJICTBOM)

3. — MPOAYKTHBHBIH (IITAHUPOBAHUE U CAMOCTOSTEILHOE BHITIOJHEHUE ACATCIBHOCTH, PEIICHHUE MTPOOICMHBIX 33/1a4)




3. YCJIOBUSA PEAJIN3AIIAY YYEBHON JUCIUTLINHBI

3.1. TpeOoBaHNS K MATEPHAIbHO-TEXHHYCCKOMY 00€CTICYCHUIO

JlabGoparopus JI0KyMEHTaMOHHOTO 00€CIEUEHUSl YIIPABACHUS, OCHAIIICHHAS
HEOOXOJUMBIM  JUIsl  peaju3alMd  OporpaMmbl  y4eOHOH  JAMCIMILTAHBI
o00OpyJIOBaHWEM, TPHUBEACHHHIM B 1. 6.1.2.3 nOpuMEpHOH  OCHOBHOM
o0pazoBareabHOM MPOrpaMMBbl IO JAHHOHN CHEIUATBHOCTH.

3.2. HapopmanuonHoe obecnedeHne 00y4eHust

Ilepevens yueOHbIX u3aanuii, UHTepHeT-
pecypcoB, JONIOJTHUTEIbHOM JIUTEPATYPbl
OCHOBHBIEC HCTOYHUKH:

1. Opranuzauus apxvBHOW W CHPaBOYHO-MH(POPMALMOHHOW padoThl MO
JOKYMEHTaM oOpraHuzauuu., noj peda. byposoid E.M.. yueOHuMK s
cryaenToB yupexacHui CIIO, B 2-x wactax, Ul., 3-e u3n., crep., M.:
NI «Axagemusy», 2019, 336 c.

2. OpraHm3anvsi apxXxvBHOW W CIPABOYHO-MH(POPMALMOHHOW paboThl MO
JOKYMEHTaM oOpraHuzauuu., nog peda. byposoid E.M.. yueOHuMK s
cryaenToB yupexacHuii CIIO, B 2-x wactax, U2., 3-e u3na., crep., M.:
NI «Axanemusy», 2019, 400 c.

3. Opranuzauus apxXWBHOH W CHPABOYHO-WH(POPMALMOHHOW pabOTHI MO
JOKYMEHTaM oOpraHuzauuu., nog peda. byposoid E.M.. ydeOHuMK s
cryaeHToB yupexacHui CI1O, B 2-x wactax, Ul., M.: UL «Akanemusy,
2016,336 c.

4. OpraHu3anusi apxXWBHOW W CIPABOYHO-MH(POPMALMOHHOW padoThl MO
JOKYMEHTaM oOpraHuzauuu., mnog pena. byposoid E.M.:. yueOHuMK uis
cryaeHToB yupexacHui CI10, B 2-x wactax, U2., M.: UL «Akanemusy,
2016, 400 c.

JIOMOJIHUTE/IbHbIC HCTOYHUKH:

1. XKypnan «Xopowmii cekperapey» 2020

2. JlokyMeHTalMoHHOE odecneueHue ynpaeieHus., [Tmenko A.B | M.:

N1 «Axagemusy», 2020
DJIEKTPOHHBIE PeCypChI:

[Tmenko A.B.  JlokyMeHTalMOHHOE  OOECIECUEHUE  YIPABJICHUS.
[Tpaktukym, M, A, 2020 (www.academia-moscow.ru) 9bC

3.3 TpeOGoBaHusl K OpraHu3anuu 00pa30BaTe/ILHOIO NMpouecca

[Ipn yCBOCHMM COAEpP)KAHUS JUCLMIUIMHBI PEKOMEHIYETCS TUIAHUPOBATH
JEATEILHOCTHBIN MOAXO0/ C Pa3BUBAIOLIMM XAPAKTEPOM OOYUEHHS, BKIIFOUAFOIIUI
npOOJIEMHBIE,  HMCCIEAOBATENBCKUE, MPOEKTHBIE  METOABL,  3(P(PEKTHBHOCTH
OPUMEHEHUS KOTOPBIX OOECHEUMBACTCA TAKMMHW JMJAKTHUYECKUMHU TPUHLUANIAMHA
KaK JIMYHOCTHAs 3HAYMMOCTb, CHUCTEMHOCTb, HAy4YHOCThb, MPOOJEMHOCTb,
KOHTEKCTHOCTb, BAPUATUBHOCTb, JTOTMOTHUTEIBHOCTb.
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4. KOHTPOJIb 1 OLIEHKA PE3Y.JIbTATOB OCBOEHUS
YUYEBHOM JUCIHUATILTHHBI

Pe3yabTaTbl 00yyeHHus

Kputepuu ouenkn

MeToan! OLleHKH

Ilepeuens 3HaHMIA, OCBAUBAEMBIX B
paMKax IUCLUILIUHBL

COAEpIKaHUE aKTyaJbHON
HOPMAaTHBHO-NIPABOBOM
JOKYMEHTALUH,

OCHOBHBIE MOHATUSA

JIOKYMEHTAILMOHHOTO 00ecreueHHsI
yTIpaBIICHHUS,

KJIacCU(UKALIUS  YIPABICHYECKHX
JIOKYMEHTOB,

npaBuia COCTaBJICHUS u
oopmnenns yIPaBICHYECKUX
JOKYMEHTOB W BEACHHUS MAEJIOBOM
NePEUCKH,

COCTaB JIOKYMEHTOB CIT€LIUAJIbHBIX
CHCTEM JOKYMEHTALUH;

NpaBUJIa OPTraHU3alMN BCEX TAIOB
paboThI C TOKYMEHTaMH;

NP UIIOKEHHUS MPOrPaMMBI
Windows, wucmonb3yemble IS
peanmmzauuu 3ana4 JJOY;
COBpeMeHHble  HH(pOPMALMOHHBIE
texHoyoruu JJIOY

MOHATHE NIEPBUYHON
OyXTanTepcKOl TOKyMEHTALIHH;
(bopMBI IEPBUYHBIX

OyXranTepckux JOKYMEHTOB,
conepkammx ods3aTeNbHbIe
PEKBH3UTHI TIEPBUYHOTO YUETHOTO
IOKYMEHTa,

NpaBHJia U CPOKU XPAHEHHS
NEePBUYHON Oyxrantepckoi
JOKYMEHTALIH;

nporenypa COCTaBJICHUS aKTa II0

pesyJipTaTam WHBEHTAPU3ALIHH,
MPOEKTOB MIPUKA30B o
MIPOBENICHHUIO KOHTPOJIbHBIX
[IpOUEAyp

Tectuposanue.

«5» - 85-100% BepHBIX OTBETOB
«4» - 70-84% BepHBIX OTBETOB
«3» - 51-69% BepHBIX OTBETOB
«2» - 50% u meHee

Ompoc.

OrieHKa «5» - KOTIUYHO» CTABUTCS,
eciu 00yYarOIUNACS TTOJTHO
u3jaraeT MaTepua (OTBeJaeT Ha
BOIIPOC), JAeT NPABUIBHOE
OnpeAesIeHe OCHOBHBIX MOHATHH,
oOHapy KUBaET MOHUMAHUE
Marepuana.

OreHka «4» - «XOpOIIIO» CTABUTCS,
ecu 00yJarOIUNACS JaeT OTBET,
YAOBJIETBOPSAIOIIUI TEM K€
TpeOOBaHUSM, YTO U JIJIsl OLEHKU
«OTJINYHOY», HO Jomyckaer 1-2
OIIUOKU.

Ouenka «3» -
«yIOBJIETBOPUTEILHO» CTABHUTCA,
ecyu oOyJaromuiicst oOHapy KUBaeT
3HaHHWE U MOHMMAaHUE OCHOBHBIX
TOJIOKEHUN TAaHHON TEMBbI, HO
u3JaraeT MaTepual HeToJHO U
HETIOCJIEA0BATENBbHO, IOy CKAeT
HETOYHOCTHU U OLTHOKH B
ONpeAEIeHUN MOHATUI WIN

(bopMy THPOBKE MTPABHLIL.

Ouenka «2» -
«HEYIOBJIETBOPUTEIILHOY» CTABHUTCA,
ecyu oOyJaromuiicst oOHapy KUBaeT
He3HaHue OobLIeH YacTu
COOTBETCTBYIOILETO BOMPOCA,
JOMYCKAeT OLTUOKHU B
(bopMyTHPOBKE OTpPEAeSICHUN 1
MPABUJI, UCKAKAOLINE UX CMBICI,
OecropsiI0YHO H3J1araeT MaTepual.

HuddepeHnmpoBaHHbIi 3a4eT
OueHka «5» - KOTIUIHOY
BBICTABJIICTCS O0yHaAIOIEeMYyCsl,

Tectuposanue.

Y cTHBI onpoc.
ITucbmeHHbIH
onpoc.
Huddepennmponan-
HBIN 3a4eT.
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€CJIH IEMOHCTPUPYETCS
BCECTOPOHHEE, CUCTEMAaTHYeCKOe U
riyboKkoe 3HaHue y4eOHOTO
MPOrpaMMHOrO MaTepuania,
CaMOCTOSATENIbHO BBIMIOJHEHbBI BCE
npeayCMOTPEHHbBIE MPOrPaMMOi
3aaHus1, AKTUBHO paboTaBIeMy Ha
NPaKTUYECKHUX 3aHSITUSX,
MOKa3aBLIEMY CUCTEMATUYECKUN
XapakTep 3HAHUM, a TAaKKe
CHOCOOHOCTD K HX
CaMOCTOSATEIbHOMY TOTMOJHEHHIO.
OtueHka «4» - «XOpOLIO»
BBICTABJIICTCS O0yHaAIOIEeMYyCsl,
€CJIH IEMOHCTPUPYIOTCS
IOCTATOYHO MOJTHOE 3HAHUE
yueOHO-NIPOrpaMMHOTO MaTepuaa,
CaMOCTOSTENIbHO BBIMOJHEHbBI BCE
npeayCMOTPEHHbBIE MPOrPaMMOii
3aaHMs1, OTHAKO JOIMY [IEHbI
HETOYHOCTHU ITPU UX BBIMOJHEHHH,
Ouenka «3» -
«yIOBJIETBOPUTEITLHO»
BBICTABJIICTCS O0yHaAIOIEeMYyCsl,
€CJI IEMOHCTPUPYIOTCS IPOOEIBI B
3HAHUSIX OCHOBHOTO y4eOHO-
NPOrpaMMHOIO MaTepuania,
CaMOCTOSTENILHO BBITIOJTHEHbI
OCHOBHbIE MPENyCMOTPEHHbIE
pOrpaMMoii 3aJaHusl, OTHAKO
JOTYIIEHBI OLIHOKU TIPU MX
BBIMTOJHEHHUH.

Ouenka«2» -
«HEYJOBJIETBOPUTEIBHOY
BBICTABJISICTCS ofyJaromemMycsi,
ecnu OOHApPYKUBAKOTCST MPOOENTBI B
3HAHUSIX WM OTCYTCTBUE 3HAHUIl
0 3HAYUTEJIbHOH YaCTH OCHOBHOIO
yaeOHOro Mmarepuana, He
BBIMIOJHUBLIEMY  CaMOCTOSITENIbHO
NpeyCMOTPEHHbIE  MPOrpaMMOoit
3aaHuUs, JOMYCTHBIIIEMY
NPUHIUITHAIBHBIE OIUOKH B
BBIMOJHEHUH  MPEIyCMOTPEHHBIX

MPOrpaMMoON 3aaHUN.

Ilepeuenp ymeHHii, OCBAMBAEMBIX B
paMKax IUCLUIUIAHBL
OCYLIECTBJISATh TOUCK, aHAJIU3 U

OueHka «5» - KOTIUIHOY
BBICTABJISIETCS, €CJTH O0YHYarOIUICs
JIEMOHCTPUPYET ITyOOKHe 3HAHHUS

Oruenka
Pe3yJIbTaTOB
BBITIOJIHEHUS
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HCIOJIb30BAHIE HOPMATHBHO-
NPaBOBBIX JOKyMEHTOB B
npuMeHeHuu k 3agadam J10Y;
COCTaBIISATh I OPOPMIIATH
YIPABICHYECKYIO U
poeCCHOHATTBHY O
JIOKYMEHTALUIO B COOTBETCTBHUE C
HOPMAaTHUBHON 0a301;
UCIOJIb30BATh YHUPULIMPOBAHHBIE
(hOpMBI TOKYMEHTOB,;
OCYILECTBIISITh JIENOBYIO
MEePENnUCKy U MOAAEP>KUBATD
HJIEKTPOHHBIE KOMMYHUKALINH,
MPUMEHSITh CPEACTBA
HUH(pOPMALIMOHHBIX TEXHOIOTHt
111 CO3MaHMsI U opopMIeHHs
JOKYMEHTOB,

pa3dupaThCs B CHCTEME
BHYTPEHHETO IOKYyMEHTO000pOoTa
OpraHHU3aLHH;

OCYLIECTBJISITh XPaHEHUE U MOKHCK
JIOKYMEHTOB,

pa3buparbcsi B HOMEHKIJIATYPE Jel;
UCTIOJIb30BaTh COBPEMEHHOE
nporpaMMHoOe oOecrieyeHue B
3JIEKTPOHHOM JOKYMEHTO000POTE;
NPOBEPSTH HAJIMYHE B
MPOU3BOJIbHBIX TEPBHUYHBIX
OyXranTepckux JOKyMEHTaxX
00s13aTeNIbHBIX PEKBU3UTOB;
COCTaBJIATh aKThI U CIIPABKH MO
pe3yJsibTaTaM BHYTPEHHErO
KOHTPOJIS,

(opMUPOBATH MPOEKTHI MPHKA30B
1 PACMOPSIKEHUI 1O NPOBEAEHUIO
BHYTPEHHEr0 KOHTPOJISL;

TEOPETHUYECKOTO U MPAKTHIECKOTO
MaTepuania 1o TeMe MpPaKTU4eCKOn
paloThI, MOKA3bIBAET YCBOCHUE
OCHOBHBIX TTOHSITUM,
UCTIONBb3YEMBIX B padore,
6e301mHnO0YHO U B ITOJTHOM 00BEME
BBIMOJIHSET 3a/1aHUeE.

OtueHka «4» - «XOpOLIO»
OOyyaromuiicst IEMOHCTPUPYET
3HaHMA y4eOHOro MaTepuaa 1o
TeMe MPAKTHIECKOH paboThI,
TOTTyCKast HE3HAUUTEJIbHBIC
HETOYHOCTH TPH BIMOJHEHUH
3aaHus TIPH MPABUIIbHOM BBIOOpE
NTOPUTMA PELICHUS 3a1aHUS.
Ouenka «3» -
«yIOBJIETBOPUTEILHO»
BBICTABJIICTCS, €CJTN O0YJarOIIUNACS
B 1IEJIOM OCBOMJI MaTepHa
NPaKTUYeCKOH paboThl, OMyCKaeT
OLIHUOKH MPH BBIMOIHEHUH
3aaHus, BEIOOp aNropuTMa
BBIMIOJHEHUSI 3a/[aHUsT BO3MOKEH
NPY HABOSIIMX BOMPOCAX
NPEnoaaBaTes.

Ouenka «2» -
«HEYJOBJIETBOPUTEIBHOY
BBICTABJIICTCS O0yHaAIOIEeMYyCsl,
€CJIM OH UMEET CyIeCTBEHHbIE
npoOeIbl B 3HAHUSIX OCHOBHOTO
y4eOHOro Marepuaia
NPaKTU4IeCKOH paboThl, OMyCKaeT
OLITHOKH MPH BBIMOIHEHUH
3aJaHUs1, HEMPABHIILHO BHIOMpAET
AJITOPUTM JIEUCTBHIA.

MPAKTUYECKON
paboThI
DKCIEepTHOE
HabJroIeHne 3a
XOJIOM BBITIOTHEHHS
MPAKTUYECKOU
paboThI

13




Peuensus
no cneunanbHocTr_ 38.02.01 DxoHOMUKaA 1 OyXranTepckuil yder (o oTpacisim)
BBITIOJJHEHHYIO MpenoaaBaTesieM Josranesa E.E.
(®.1.0)
Pabouas mporpamma  TpodeCCHOHATBLHOTO  MOAYJst  pa3paboTaHa Ha  OCHOBE

®DenepallbHOTO TOCYIAPCTBEHHOTO 00pa30BaTENBHOIO CTaHmapTa 1o crenuaipbHoctd 38.02.01
DKOHOMHKA U Oyxrairepckuii yueT (1o oTpacisim)

B pesynbrare m3y4eHus: mporpaMMHOrO Martepuaia oOy4arolIuecsi OBIAACIOT 3HAHUSIMHU
U YMEHHSIMHU 110 BOIPOCAM:

- odopmieHHss W TIPOBEPKH MPABHILHOCTH O(OpMIIEHHsS] JOKyMEHTALUU B
COOTBETCTBUH C YCTAHOBJICHHBIMH TPeOOBAHHUSMH, B T.4. UCIOJB3YsI HHPOPMALHOHHbIE
TEXHOJIOTHH;

- NPOBEICHHUS ABTOMATH3MPOBAHHON 00pabOTKH JOKYMEHTOB,

- OCYLIECTBJICHHs XPaHEHHS U MOMCKA TOKYMEHTOB;

- UCMOJIb30BAHUSI TEJEKOMMYHHMKALMOHHBIX TEXHOJOTUH B 3JIEKTPOHHOM
JIOKYMEHTO000pOoTE;

- OCHOBHBIX MOHSATHH: LEJH, 334a4d W MPUHLHUIBI JOKYMEHTALIMOHHOTO
o0ecrieyeHus1 yIpaBJIeHUs,

- CHCTeM JAOKYMEHTALOHHOro oOecredeH sl yIpaBIeHUs], UX aBTOMATH3ALHH;

- KJaccu(MKaLUU TOKYMEHTOB;

- TpeOOBaHMUIl K COCTABICHUIO U OPOPMIICHHUIO TOKYMEHTOB,

- OpraHM3alU{ JOKyMEHTOOOOpoTa: mpueMa, OOpadOTKH, pEerucTparu,
KOHTPOJIS, XPAaHEeHHsI JOKYMEHTOB, HOMEHKJIATY PbI JeJT.

O1eHKa CTPYKTYPBI pabodeit mporpaMmMbl (XapaKTePUCTHKA PA3JIEIIOB)

Pabouas mnporpamma yueOHOW IUCHUIUTMHBI «JlOKyMeHTAlMOHHOE OOecredYeHue
YIPABJICHUS» COCTOUT U3 2 Pa3IesioB.

Paznen 1 «/lokyMeHTHpOBaHUE YIIPABICHUECKON NEATEIBHOCTI .

Paznen 2 «Opraanzaumst paboThl ¢ JOKYMEHTAMI .

ConepxaHre BCEX pa3gesioB IOJIOCTBIO COOTBETCTBYeT TpebOosanusM IlomoskeHus o
paboueii mporpamme yueOHON TUCIUTIIIHHBL.

OLleHKa COOTBETCTBUS TEMATUKU MPAKTUYECKHUX 3aHATHH TPEOOBAaHUSM IOATOTOBKHU
BBINTY CKHUKA I10 CMIEINATbHOCTH U COAEPIKaHUI0 pabouel NporpaMMel:

TemaTuka MpakTUYECKUX 3aHATUH CHOCOOCTBYET (POPMHPOBAHUIO YMEHUH O(OpMIICHUS
U MPOBEPKHU MPABHJIBHOCTH O(POPMIIEHHUS] TOKYMEHTAlMU B COOTBETCTBHM C yCTAHOBJIEHHBIMHU
TpeOOBaHUSAMH, B T.M. UCHONB3Ys HMHPOPMALMOHHBIE TEXHOJOTHH, OCYIIECTBICHHS
aBTOMATH3UPOBAHHOW 00pabOTKM JOKYMEHTOB, OCYILIECTBJICHHsS XpAaHEHHs W IIOMCKA
IOKYMEHTOB, HCIOJb30BAHUS  TEICKOMMYHHUKALMOHHBIX TEXHOJOTHMH B  3JIEKTPOHHOM
IOKYMEHTOOOOPOTE, HYTO COOTBETCTBYeT TpPEOOBAHUSIM TMOATOTOBKH  BBIMYCKHHKA IO
cnenuanbHocTH 38.02.01 DxoHOMEKa u  Oyxrantepckuil y4er (1o OTpacisiM) U COACPIKAHUIO
paboueii mporpaMmbl TUCLUIUTHHBL «J{OKyMEeHTaMOHHOE OOecrieueHIe YIPABICHUSD .

J3BIK ¥ CTUIIb U3JI0KEHUS, TEPMUHOJIOTUS
S3bIK ¥ CTUJIb HM3JIOKEHUS], TEPMHUHOJIOTHSI COOTBETCTBYIOT TPEOOBaHUSAM K HAyYHOMY
CTHJIIO U3JIOJKEHUS.

CootBercTBHE comepikaHus pabodel ImporpaMMbl COBPEMEHHOMY YPOBHIO Pa3BUTHS
HAYKH, TEXHUKHU U IPOU3BOJICTBA

Jlnis ydinero yCBOeHHUs! y4eOHOro MaTepuaa ero M3JIoKeHHe HeoOXOIUMO MPOBOAHTH C
NPUMEHEHUEM TEXHUYECKHIX, TPEHUHIOBBIX U ayIHOBH3YAJIbHBIX cpencTB oOydenus. [lpu
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HU3JIO)KEHUU AUCHUILIMHBI MO COOTBCTCTBYHOIIMM TEMaM HCIOJIB3YIHOTCA 3aKOHOAATCIIBHBIC U
HOPMATUBHBIC AKTHI MO JOKYMCHTALITHUOHHOMY 00ecneYeHUI0 YIpaBJICHUA.

PexoMeHnaalnu, 3aMevaHus
PabGoyass  mporpamma  MOXeT  ObITb  HCIONB30BaHA B JOMOJIHUTEILHOM
npodecCuoHaTbHOM 00pa3oBaHUU U MPO(ECCHOHANTBHON MOATOTOBKE.

3akuouenue:

Pabouast mporpamMma mo aucuuIuInHE «JlOKyMEHTAMOHHOE O0eCIIeYeHne yIpPaBICHUSD)
MOXeT  OBITh  WCHOJB30BaHAa Ui obecreueHus:  OCHOBHOH  (mpod)ecCHOHANbHOI)
oOpazoBaTesbHON nmporpammsl 1o crienuanbHocTH 38.02.01 DkoHOMUKA U OyXTaJdTepPCKHil yder
(o orpacsim)

Peuensenr :
Kapabaxtsan A.C., rmasssiii Oyxrantep OO0 «Buiicon» kBamuduKanus no AUIIIOMY

«DKOHOMHUCTY MO CHELUANbHOCTU «byXrantepckuil yuer, ayJuT U aHaJIu3»

M.IL
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PELIEH3UA
Ha pabouyto mporpammy mo aucumminHe OI1.06 «JlokymeHTaimonHoe obecnedeHue

YIPABJICHUA»

no crneunanpbHocTU__ 38.02.01 OkoHOMHKAa U Oyxrantepckuii  yuer (1o
OTPACJISIM)BBITIOJTHEHHYIO TIPETIOIaBaTeNieM JloBranesa E.E.
(®.1.0))

Pabouast mporpamma mnpodeccHoHaIpbHOrO MOAyJsl pa3paboTaHa Ha OCHOBE
®DenepallbHOTO TOCYNAPCTBEHHOrO 00pa30BaTENbHOrO CTaHmapTa no crnenuanbHoctu 38.02.01
DKoHOMHKA U OyXxrairepckuil y4er (1o orpacisiM), B pesynprare m3ydeHHs MPOTPaMMHOIO
Matepraia 00ydarolnecs OBIAACIOT 3HAHISIMA U YMEHHSIMHU TI0 BOTIPOCAM:

- odopmIleHHs] W TPOBEPKH NPABUIBHOCTH OQPOPMIICHHS IOKYMEHTAllMHd B
COOTBETCTBUH C YCTAHOBJICHHBIMU TPEOOBAaHUSAMH, B T.4. MCIOJB3YysI MH(POPMALIMOHHBIC
TEXHOJIOTUH;

- NPOBEICHHUS ABTOMATH3UPOBAHHON 00pabOTKH JOKYMEHTOB,

- OCYIIECTBJICHHUS XPAaHEHUs U MMOUCKA JOKYMEHTOB,

- HCIOJB30BAHMS TEJIEKOMMYHHUKALIMOHHBIX TEXHOJIOTUH B 3JEKTPOHHOM
JOKYMEHTOO000pOTE;

- OCHOBHBIX TMOHSTHH: IIeNW, 3aJa4d W TPHHLHUIBl JOKYMEHTALIOHHOTO
o0ecrie4eHns yIIpaBJIeHUs,

- CHCTEM JOKYMEHTAL[MIOHHOrO OOECIIEYEeHHUs YIIPABIEHHs], UX aBTOMATH3ALIHH;

- KJaccu(MKaLUU TOKYMEHTOB;

- TpeOOBaHUH K COCTABIEHHUIO U O(POPMIICHHIO TOKYMEHTOB;

- OpraHM3alny JOKYMEHTOOOOpoTa: mpuema, o0OpabdOTKH, pPEerucTpaLuy,
KOHTPOJISI, XPAaHEHUSI JOKYMEHTOB, HOMEHKJIATY PbI JEJI.

O1eHKa CTPYKTYPBI pabodei NporpaMMsl (XapakTePUCTHUKA PAa3/IeNioB)

Pabouast mporpamma auctuminHbl «J{OKyMEHTAlIHOHHOE OOeCIeYeHne YIIPaBJICHHS
COCTOUT U3 4 pPa3fenos.

Paznen 1 «Ilacopt paboueli mporpamMmbl yueOHOH AUCLUIUIMHBD NpenactasieH. IIyHkT
1.1 «Obnacte mpuMeHeHHsT pabo4eil NMPOrpaMMbl» CONEPKUT HHPOPMALMIO O BO3MOXKHOCTHU
UCTIONBb30BAHUSI MPOTPaMMbl B JOIOJHUTEIBHOM MNpPO(PECcCCHOHATbHOM 00pa3oBaHUU U
npodeccnonanpHoil moarotroBke. IlyHkT 1.2 «Mecto y4eOHOW DUCHMIUIMHBI B CTPYKType
OCHOBHOH Mpo(ecCHOHANBbHOM 00pa30BaTENbHON MPOrPaMMbDy YKa3bIBAET HA MPUHAIIE)KHOCTD
IUCUUIUIMHBL K yueObHomy wmkmy. Ilynkr 1.3 «lenm w 3amaum yueOHOH IHUCLUIUIMHBI —
TpeOOBaHUSI K pe3yJbTaTaM OCBOCHUS IMCLUIUIMHBDY COIAEPXKHUT TPEOOBAHUS K YMEHUSIM H
3HaHusIM B cooTBeTcTBUH ¢ PI'OC CIIO no cneunansuoctu. IlynkT 1.4 «KonmuuecTBo 4acos Ha
OCBOEHHE paboueil mporpaMMel yueOHOH AUCLUILUIMHBD) YCTAHABIUBAET paclpeneieHne oomero
o0beMa BpeMeHH (MakCHUMalibHast HArpy3Ka) Ha 00S3aTENIbHYIO ayAUTOPHYIO YIEOHYIO HArPY3KY
oOyHaromerocsi, Ha CaMOCTOATEIbHYI0 padoTy 0O0ydaromerocs W COOTBETCTBYeT Y4eOHOMY
mwiany. Pazgen 2 « CTpykTypa u conep:kanue y4eOHOM TUCIUTUTMHBD mpenctasiieH. Tabmuua 2.1
«ObbeM yueOHON AMCUUITTHHBI U BUABI y4eOHOH paOOThD) CONEPIKHUT MOYACOBOE paclpeesieHue
BUOoB yueOHbIX pabdor. Tabmuma 2.2 «Temarudeckwii miaH W cofepkaHue y4deOHOH
IVCLUTUIMHBD) COAEPIKHUT IMEPEeYeHb Pa3fesioB YUeOHOH AMCLUIUIMHBI C YKa3aHHEM TeM U HUX
COIepIKAaHUS, TIEPEUeHb MPAKTUYECKUX PalOT, BUAOB U TEMATUKH CAMOCTOSITEIBHON pabOTHL
Paznen 3 «VYcnoBusi peanmusauuu padodell mporpaMMbl y4eOHOW MUCIUTUIMHBD MPENCTaBJICH.
ITynkt 3.1 «TpeboBaHUsS K MaTePHAIBHO-TEXHUUECKOMY O0ECHEUEHHIO» COAEPIKUT MEepPEeUeHb
y4eOHBbIX ToMelneHnii B cootrBercTBuu ¢ pasneiom VII ®I'OC CIIO mo crnenuaibHOCTH |
cpeacts OOydYeHHUs, B TOM YHCJIE€ TEXHUYECKHX, HEOOXOOMMBIX UIA peanm3anuu padoueit
POrpaMMbl yueOHOH TUCIUITIIHHBL

Iynxkr 3.2 «MHpOpMannonHoe obecneueHne oOy4YEeHUSD» COACPIKUT MepeueHb yueOHBIX
n3nanui, MaTepuer-pecypcos, nononHutensHoN nurepatypbl. Pasgen 4 «KoHTposs u oneHka
Pe3yJbTATOB OCBOEHUs yUeOHOH TUCIUILIMHBD MPEACTABIICH.
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OLIeHKa COOTBETCTBUS _TEMATHKH IPAKTHYECKHUX 3aHITHH TD66OBaHI/I$IM IMOATrOTOBKH
BBIITYCKHHMKA 11O CTICHHUAJIBHOCTH U COACPKAHHIO pa6oqeﬁ NporpaMmMabl.

TemaTnka TPAKTUYECKHX  3aHATHH  COOTBETCTBYeT TpPeOOBAaHHMSM  IMOATOTOBKH
BBIITyCKHHKA 1O crieranbHOcTH 38.02.01 DxoHOMMKA U OyXrairepckuii yuer (1o OTpacisiM)u
comep:kaHuI paboueill mporpaMmbl  AUCHUIUIMHBI  «JlOKyMeHTanmoHHOe obecrnedeHne
YIPaBICHUS .

H3bIK ¥ CTWIIb U3JIOKEHUS, TEPMUHOJIOTHUS
A3BIK U CTHIIb U3JIOKEHUS SICHBIM, YETKHUMI, TPAMOTHBIN.

CootBeTcTBHE coneprkaHus pabodeli MpOrpaMMbl COBPEMEHHOMY YPOBHIO Pa3BUTHSI
HAYKH, TEXHUKHU U POU3BOJICTBA

B pesynbrarte uzydeHus: IUCHUILTHHBI CTYIEHT TOIyYaeT MPEACTaBIEHHE O POJIH U MECTE
3HAHUH TIO0 JOKYMEHTAI[HOHHOMY OO€CleueHHI0 yhpaBieHHss B  MpodecCHOHANbHOM
NeSITeJIbHOCTH, CHUCTEME CYETOB OyXrajTepCKOrO yuera, yYeTHOW IONIUTHKE OPTaHH3alWH,
Oyxrantepckoii ((UHAHCOBOI) OTYETHOCTH.

PexoMenaanmnu, 3aMevaHus
PaGoyass  mporpamma  MOXeT  OBbITb  HCIONB30BaHA B JIOMOJHHUTEJIHHOM
npodecCHOHATbLHOM 00pa30BaHUU U MPOQECCHOHANTBHON MOATOTOBKE.

3akouenue:

Pabouast nporpamMma nmo aucuuruinHe «JloKyMeHTAMOHHOE O0eCreueHue yIpaBJIeHIsD
MOXeT  ObITh  HWCHOJB30BaHA A obecreueHusi  OCHOBHOH  (mpod)ecCHOHANbHOI)
oOpazoBaTesbHON Mporpammsl 1o creunanbHocTy 38.02.01 DxoHOMUKA U OyXTalNTepPCKHil yder
(o orpacsim)

Periensenr:

Cepas H.B., rmasnbiii Oyxrantep OO0 «ApMrutacty KBatupUKALUS TO TUILIOMY

«byxrantep» no cnenuanbHOCTH «byXranTepckuil y4er, ay IuT U aHaJIN3»
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Penensust
1o crenmanmbrocTr 38.02.01 DKoHOMHUKA U GyXTranTepeKuil yaer (Ho OTpaCJ'U{M)
BBIIOJHEHHYIO IIPEIOAaBaTelIeM Jlorranepa E.E.
' ' £ . (©.H1.0.)

‘PaGowas mporpamMma IpohECCHOHANBHOTO MONYNs pa3paboTaHa Ha  OCHOBE
DenepabHOrO rOCYIAPCTBEHHOIO 00pa30BaTeNbHOTO CTaHAapTa o crenuansHocTd 38.02.01
OKOHOMHUKA B Oyxranrepexuit yuer (1o OTpaCJ';[SIM)

B pesynprare M3y4eHHUs IPOrPaAMMHOTO MaTepHana o6yqa10mnec51 OBJIAJICIOT 3HAHUSIMM
U YMEHHUSIMH 10 BOIIPOCAM:

- 0obOpMIIEHHS X TPOBEPKH IMPABHILHOCTH odoopMJIeHnﬂ ZIOKYMCHTaIII/IPI B

COOTBETCTBHM C YCTAHOBJIECHHEIMHU Tpe6OBaHHﬂMH B T.U. I/ICHOJIBSYSI UH(OPMAITHOHHEIE
. TEXHOJIOTHUH;

- IIPOBeIEeHWS aBTOMATH3UPOBAHHON 0GPAGOTKY TOKYMEHTOR;

- OCYIIECTBJICHMS XPaHEHUS ¥ TIOMCKA TOKYMEHTOB;

-  HCTIONB30BAHWS TENCKOMMYHHKAMOHHBIX TEXHOJNOTHM B  SJIEKTPOHHOM
IOKYMEHTO000pOTe; -

' - OCHOBHBIX IIOHATHMH: IEMH, 3aJaull ¥ MPUHIAILL JIOKYMEHTAIHOHHOT0

obecrieueH s yIIpaBICHNUS;

' - CHCTEM JOKYMEHTAI[MOHHOTO oGecnequmI YIIPaBJICHNUS, HX aBTOMATH3AIINH;

- KraccH(uKanuy JOKyMEHTOB;

- TpebGoBaHMI K COCTABIECHHIO ¥ 0DOPMIICHHIO TOKYMEHTOB;

- OpraHm3aIud JIOKyMEHTOOG0pOTA: npuema, 0OpalOTKH, PETHCTpAIUH,
KOHTpOJIH XpaHEHHS ,D;OK}’MBHTOB HOMCHKIIATYDEI JIET. '

OrleHKa CTPYKTYpPhI pabouell MporpaMMel (XapakTepUCTHKA Pa3IelioB)
‘Pabowas mporpamma y4eOHON OUCIUIUIMHEL  «J[OKyMEHTAIMOHHOE = obecIeueHue
YIIPABJIEHUS» COCTOUT M3 2 Pa3IeloB. i
Pazpen 1 «/lokyMeHTHPOBAHHE YIPABICHICCKOR IEATEIBHOCTI.
Paspmen 2 «Opranmzanus paboTEL ¢ JOKYMEHTAME.
Comepxanve BCEX pA3MENOB IMOJNOCTHIO COOTBETCTBYET Tpe6OBaHmIM [Tonoxenus o
'pa60qu IIporpamMme: yqe6H0H JUCIUTLIAHEL.

OLEHKA COOTBETCTBHS TEMATHKH NPAKTHYECKUX 3aHsTHil TpeOOBAHUAM IIOITOTOBKH
" BBITYCKHUKA [10 CIENAATBHOCTH M COIEPKAHIIO pabodeif IporpaMmeL:

TeMaryka TPAaKTHYECKUX 3aHATHN CIOCOOGCTBYET q)opMHpOBaHmo yMeHu# -0(hOopMITCHHS
U IIPOBEPKH MPABHIBLHOCTH O(QOPMIICHHUS JOKYMEHTAIIMHA B COOTBETCTBUH C YCTAHOBICHHBIMU
TpebOBaHUSIMH, B T.U. HCIONB3YS HHMOPMAIMOHHBIE TEXHOJIOTHH; OCYIIECTBICHHI
ABTOMATH3UPOBAHHOW * 00paOOTKM - [OKYMEHTOB; OCYIIECTBICHMS XpaHEHHUs M IIOUCKa
NOKYMEHTOB, HCIIOIE30BAaHUs  TEJCKOMMYHHMKAIIMOHHBIX ~ TEXHOJNIOTMHA B  OIEKTPOHHOM
JNOKyMEHTOOOOpOTE, UTO COOTBETCTBYeT TpeOOBaHMSIM IIOJrOTOBKM  BBITyCKHHKA IIO
creranbrocT 38.02.01 DkoHOMHEKA M GyXTanTepcKuii ydeT (IO OTpacisM) H COIEPIKAHHIO
pabodeii IpOrpaMMBI THCIUILTHEEL «J[OKyMEHTAMOHHOE 00ECIeYeH e YIIPABICHATY.

SI3BIK M CTHIIb U3JIOKEHUS, TEPMUHOJIOTUS
SI3BIK W CTHJb H3JIOKEHHs, TEPMHHOJOIUS COOTBETCIBYIOT TPeOOBaHMAM K HAYJHOMY
CTHITIO H3JI0KEHHUS. : ‘ ' '

CooTBeTCTBHE cojlepyanns _pabodell TIPOrpaMMBl COBPEMEHHOMY VDOBHIO Da3BUTUS
HAYKH, TeXHUKH ¥ IPOU3BOJICTBA
JUIst TydImero yCBOeHHS yueOHOTO MaTepualia ero M3JI0KeHHe HeoOX0IUMO IIPOBOIHUTE C
MPUMEHEHUEM TeXHHUECKUX, TPEHUHTOBBIX U ayIHOBU3YaIBHBIX CpeicTB 00ydeHus. 11pu
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BBITyCKHUKA 110 cnerrambHocTd 38.02.01 DxoHOMUKA B OyXrantepckuil yder (0 OTpacisaM)d
cofepkaHuIO ~pabodel  IIPOrpaMMbl  IHCIHIUIEHBL  «JIOKYMEHTaIlMOHHOE  OOECICUYCHHUE
YIIPaBIICHUS. s

SI3BIK ¥ CTHIIb M3T0KCHIS, TEPMHHOIOTHS ,
SI3BIK M CTHUIH M3JIOKEHMS SICHBIM, YETKUM, TPAMOTHBIIA.

CooTBercTBrE Ccoepkanus pabodell IPOrpaMMBI COBPEMEHHOMY YPOBHIO DPAa3BUTHS
- HAYKH, TEXHUKH ¥ IPOU3BOICTBA :

B pesynerare u3yueHns UCIUIIMHEL CTYACHT IOIyYaeT IPEICTABIEHHE O PO H MECTE
3HAaHHH 10 JIOKYMCHTAllHOHHOMY OOCCIEYCHWIO yOpaBieHus B  IPOo(eCCHOHAIBHON
NEATENbHOCTH, CHCTEME CYETOB OyXTaJITepCKOTO YdeTa, YUeTHOH IOJHUTHKE OpraHU3alliH,
Oyxranrepckoii (HGUHAHCOBOM) OTUECTHOCTH.

PexoMeHpmaimy, 3aMedanus s
-Pabowas  mporpamma  MOXET ~ OBITh : HUCIIONB30BAHA B JOIOIHHTEIEHOM
npohecCHOHATEHOM 00pa30BaHIy B IPOGECCHOHAIBHOM OATOTOBKE.

‘3akauenue:

Pabogas mporpamMma 1o AUCHHILIEHE «J[OKyMeHTallMOHHOE 0OECTIeUeHUe yIPABICHUI)
MOXeT OBITh  HCIONB30BaHA . JIS  OOecledeHHs - OCHOBHOH  (podeccHOHATBHOM)
06pa3oBaTENBHOM MPOrpaMMEL TI0 clenuatsHocTd 38.02.01 DKoHOMHUKA B GyXTalTepeKuii yuer
(mo oTpacmaM) . . A ¥ :

s < PAC 2 .
Penenzent s o or'}‘; 2R
‘ "o 1992305, C) O,
3 Oyxranrep OO0 «ApmimacTy KBamu(pHUKaIWsg [0 AUIIIOMY

«ByxranTefEid : THEADYXTaITEPCKUH YUeT, ayIUT U aHAIU3Y
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PEITEH3MT '
Ha- pabouyro nporpaMMy no jgucnumnuHe OIL06  «JlokyMeHTanmoHHOE oOecreueHne

ABJICHUS)
mo . crmenmaneHOocTH  38.02.01  OxoHOMuKa - H Oyxranrepckuii  ydger (1o
OTPACIISIM)BBIIONHEHHYTO TPeTONIaBaTeeM _ Jlosranesa E.E.

(@.1.0.)

Pa6ouas nporpaMMa IpOo(ECCHOHANIBHOTO MOAyJs paspaboTaHa Ha OCHOBE
DelepabHOTO TOCYIAPCTBEHHOTO 00Pa30BaTENBHOrO CTaHAapTa: o crenuatsroctn  38.02.01
OkoHOMHKa ¥ OyXranTepckuil ydeT (0 otpacism), B pesyabTare M3ydeHHs nporpaMMHoro
MaTepuaia 00yJaromuecs: OBIANCIOT 3HAHMSIME U YMEHUSIMHE TIO BOIIPOCAM

- OQOpMIIEHHS M TIPOBEPKH IPABHIBHOCTH OMOPMICHHS IOKYMEHTAIlH B

COOTBETCTBHH C YCTaHOBJICHHBIMI/I Tpe6OBaHHﬂMH B T.4. HCHONB3YsS WHYOPMATHOHHEIE
TEXHOIIOTHH;,

- IPOBEICHUS aBTOMaTHSHpOBaHHOH 06paboTKH JOKYMEHTOB;

- OCYIIECTBICHHS XPAHEHNS U TIOMCKA TOKYMEHTOB;

- HUCTOJIb30BAHUS TEJICKOMMYHHUKALMOHHBIX  TEXHONOTHA B  DNEKTPOHHOM

,uOKyMeHToo6op0Te :
- OCHOBHBIX IIOHATHM: IENH, 3a1aud- U HpHH.anH I[OK}’MGHTB.LII/IOHHOI‘O
- obeclieueHus YIIpaBICHUS; :
' - cHCTeEM ,ZIOKyMGHTaHI/IOHHOI‘O oBecreyerus praBJIeHI/IH MX aBTOMATH3alllH;
- KIaccu(uKayEy JOKYMEHTOB;
TpeGoBaHuil K COCTABIEHHIO H O(BOPMIEHHIO JOKYMEHTOB;
OpraHmM3alud JOKyMEHTOooOOpoTa: IpmeMa, o00paboTKH, PpEerHCTpallHH,
KOHTPOIISL, XPAHEHMS JOKYMEHTOB, HOMEHKIIATYPHI JIENL.
- OreHKa CTpYKTYPBI pa6oqel71 IPOrPaMMBEI (XapaKTEPUCTHKA PA3IEIIOB)
Pabowas mporpamMma IHCHUILIHHEL <<I[0KyMeHTauH0HHoe obecreueHne  yIPaBICHIS
COCTOHWT U3 4 pa3/iemoB. :
, Pazpen 1 <<HacnopT ‘paboueit IporpamMmeL Y‘{€6HOI/I JHCIUTITHHED) TIpencTaBieH. [lyHKT
1. 1 «O6nacTs. npuMeHeHws pa6oqep1 IIPOTPaMMBD» COIEPKUT HHPOPMALUIO O BO3MOMKHOCTH
. MCTIOJIb30BAHHUSA . TIPOTPaMMBEI B, JOMOMHHUTENBHOM IPO(GECCHOHATEHOM 00pa3soBaHHM U
- mpodeccuonanbHO moxrotoBke. Ilyakr 1.2 «MecTto ydeOHOMW IUCIUILIMHEI B CTPYKTYpE
OCHOBHOH TTPO(ECCHOHANBHOM 06pa30BATENBHON IPOrPAMMED) YKA3bIBaeT HA MPUHAIUIEKHOCT
IUCIMIUIAHEL K yueOmomy mwmkiny. Ilymkr 1.3 «lenm u 3amaum y4eOHOM OUCIUIUIAHEL —
TpeGOBaHus K- pe3y/bTaraM OCBOCHHS IUCIUIUIMHBED CONEPKHUT TpeOOBAHMSI K YMCHHAM H
3gaauaM B cooTBeTcTBUM ¢ PI'OC CIIO mo cnemuansnocty. Ilynkt 1.4 «KonmrdgecTBo 9acoB Ha
OCBOEGHHE paBodeil mporpaMMb! y4eOHO! AMCIUIUIMEED) yCTAHABIMBACT PACIIPEeeIeHure O0IIero
o0BeMa BpeMeHu (MakCHUMaNbHas Harpy3ka) Ha 00S3aTelnbHYIO ayJUTOPHYIO YUeOHYIO Harpy3Ky
00ydaromerocs, Ha CaMOCTOSTENbHYIO paboTy 00ydYaroIIerocs ¥ -COOTBETCTBYET ydeOHOMY
mnany. Paszen 2 «CTpykTypa U coepkanue yueGHOM IUCIUILTMHEED IpeacTaies. Tabmma 2.1
«O6beM yuebHOIM UCIMIIIHELL ¥ BUIL y9e6HOH paboTh) COIEPIKUT HOYACOBOE PACIIPEIeTICHHE
BUNOB y4deOHBIX pabor. Tabmuma 2.2 «Tematwdeckuil mmaH U coiepikaHue y4eOHOH
JUCIUILIHHED) COJIEP)KUT IIEpedeHb DPa3JeloB yd4eOHOH NUCIMIUIMHBI C yKa3aHWeM TeM W HX
CoZiepXKaHus, TepedeHb PAKTHUECKUX paboT, BHAOB M TEMATHKH CAMOCTOSTENFHOH pPabGOTHL
Pazmen 3 «VYcnoBus peanusanyu pabodel IporpamMMbl y4eOHOM  JUCIUILIMHBD) IPEACTABIICH.
Tyukr 3.1 «TpeboBanus K MaTepHATbHO-TEXHHYECKOMY ODECIIEUCHMIO» CONEPIKUT MEPEUEHD
y4eOHBIX TOMENIEHUH B COOTBETCTBHE - ¢ paszenom VIL OT'OC CIIO mo crenuaibHOCTH U
CPEIICTB - OOYYEHHs], . B ‘TOM YHCIE TEXHHICCKUX, 'HEOOXOIUMBIX JIJI}I peanmu3anuu  pabogeit
IIPOTPaMMEI YIeOHOH IUCIUILIAHEL
Tlysxr 3.2 «Mndopmanuontoe obecreueHre 00yUeHUS» COACPKUT IepedeHb yueOHbIX
n3nanuii, HTEpHET-pECypCOB, MOMOTHUTENBHOM JmTepaTyphl. Pasnen 4 «KonTporns u oneHka
Pe3yNIBTaTOB OCBOEHMSA yUEOHOH NMCUMILIAHED) IPECTABICH.
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W3JI0KEHUU JUCIUILIMHEL IO COOTBETCTBYIONIMM TEMaM MCIOJB3YIOTCS 3aKOHOJATEIbHBIE U
HOPMATHBHEBIE aKTHI IO JOKYMEHTAITHOHHOMY O0ECIIEUCHHUIO YIIPABICHHUS.

Pexomennanmm, 3amedanus ,
- Pabowas: mporpamma  MOXeT ~ OBITh ~ WCIONB30BAaHA B JIONOJNHHUTEILHOM
npodeccHoHANBHOM 00pa3oBaHUU U IPO(HECCHOHATHHON ITIOATOTOBKE.

3akaiouenmue: . .

‘Pabouas mporpamMMa mo AUCHHIUIAHE «J[OKYyMEHTAIIMOHHOE OOECIIEYeHUe YIIPABICHUL»
MOXET OBITh  HCIONB30BaHA  Jyid  O0ecHedeHHs OCHOBHOM  (IpodhecCHOHATBHOMN)
oOpazoBaTenbHOR MporpaMMEl 1o crenuansHocTr 38.02.01 DxoHOMEKA B OyXTranTepckuil yuer
(o oTpacisim)

b 000 «Buncon» xBanmupUKaIys 10 JAIIOMY
i ydeT, ayIuT U aHaJIu3»
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