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1. llesu u 3212494 AU CIUILIHHBI

[lens AMCIMTUIMHBI - 1aTh 3HAHUSI, HEOOXOAMMBIE VISl TIPABMIIBHOTO COCTABIICHUS U
oopMIIEHUST JOKYMEHTOB, BO3HUKAIOIINX B MPOIIECCE MPUHATHUS U peain3aIiiu
yIPaBICHYECKUX PEIICHUH, OCBOUTH OOIIECTIPUHATHIC B MUPE MPEATIPUHAMATEIHLCTBA
JICKCUKY ¥ CTHJIb JIEJIOBOM M KOMMEPYECKOU KOPPECTIOHACHITUH JJI CBOOOTHOTO H
PaBHOIIPABHOTO OOIICHMS C MMAPTHEPAMH Ha MPEANPHUITHAX. 3a1a91 TUCIIUTUIAHEI -
03HAKOMHWThH CTYJICHTOB C OOIIMMH MPUHIIMITAMH JTOKYMEHTAIIMOHHOTO 00CCIICUCHHMSI
JEATETBHOCTH MPEANPHATHS, C IIOPSIKOM JOKYMEHTHpOBaHUs nHMopmanyu. Hayunts
CUCTEMATH3UPOBATh MH(POPMAIIUIO MO KATETOPUAM U YPOBHSIM JI0CTyTa K HEH.
O3HAKOMUTHCSA € TIOPSIKOM MPABOBOM 3aIUTHI IOKYMEHTUPOBAHHON MH(MOPMALINH U C
OpraHu3alMen parMoHaIbHOTO JBUKEHUS JOKYMEHTOB Ha Tpennpusitud. Hayuuts
Ka4eCTBEHHO U OBICTpO 00padarbiBaTh HHGOPMALIUIO B IEJISIX COBPEMEHHOTO MPUHSATHUS
COOTBETCTBYIOIIUX YIIPABICHUECKUX PEIICHUH. YCBOUTH MIpaBuia U OPMBI JIEJTOBON U
KOMMEPYECKOU MEePENUCKH HA MIPEATPUITHSIX.

Kparkoe cogepxxaHue IuCHUIIIMHBI

[TonsiTHe JOKYMEHTa, CUCTEMBI IOKYMEHTAIIUU U YIIPABICHYECKOM TOKYMEHTAITNH:
TpeOOBaHUS K COCTABICHHIO U opopmiteHHIo, hopMymsip-o0pasell, CocTaB U
PacIoiOKeHNE PEKBU3UTOB; COCTABICHHE U 0()OPMIICHHE OCHOBHBIX JOKYMEHTOB:
JIOTOBOPOB, KOHTPAKTOB, MPUKA30B, CIIY)KEOHBIX 3aMHICOK, IPOTOKOJIOB, aKTOB, CIIPABOK U
JOKYMEHTOB JIMYHOTO XapaKTepa; OpraHu3aus TOKyMEHTO000pOTa; CHCTeMaTH3aITs
JIOKYMEHTOB, HOMEHKJIATypa JIsl X (POPMUPOBAHUS U XPAHCHHS; COBPEMEHHBIC CITOCOOBI
Y TEXHUKA CO3/IaHUS JOKYMEHTOB; JICJIOBBIC 1 KOMMEPUYECKHE MUChMa: KiacCU(pUKAIIHS,
CTPYKTYypa, CTaHIApTHBIE ()pa3bl M BRIPAKCHUS; TIpaBuiIa U POPMbI KOMMEPUYECKOMH
NEPENUCKN; OpraHu3arus paboThl ¢ JOKYMEHTaMH, COJICP KAIUMHK KOH(MUICHIINATbHBIC
CBE/ICHUSI.

2. Komnerennuu odyuyawuerocsi, opmMupyembie B pe3yJibTaTe 0CBOCHUS
AUCIHUTIJIMHBI

[TnanupyemMble pe3yabTaThl OCBOCHUS [Mnanupyemblie pe3yabTaThl
OII BO (xommnieTeH1Iun) 00y4YeHHUs 10 AUCITUTUTHHE

3HaeT: - CUCTEMBI JJOKYMEHTUPOBAHUS HA
NPEANPUITUH; - CTAHAAPTHI CTYKEOHBIX
TTOKYMEHTOB, TIOPSIIOK JIOKYyMEHTHPOBAHUS
XpaHEHUs JEJI0BOM TOKYMEHTaIlUH
YMeeT: - olleHHBaTh XapakTep HH()OPMaMOHHbIX
[IOTOKOB Ha MPEANPUATUH; - COOMpaTh U
[TIK-1 CriocoGeH ucmnoib30BaTh 00pabaTpiBaTh SKOHOMUYECKYIO HHPOPMAIIHIO; -
aBTOMAaTH3UPOBAHHBIE CUCTEMBI COOpa U 0OPAaOOTKH [CHCTEMAaTH3UPOBATH MH(OPMALIHIO [0 KaTETOPHUIM U
HKOHOMHUYECKOW MHPOPMAITUH [T IPOBEICHNST  [YPOBHSIM JJOCTYTIA K HEH
pacyeToB SKOHOMUYECKHUX MOKa3aTenei VmeeT mpakTUYECKUI OMBIT: - pa3paboTKH
OpTaHu3aIIH OCHOBHBIX CITY)K€OHBIX JOKYMEHTOB,
pPEerIaMEHTUPYIOIIUX YIPaBIEHYECKYIO
NesITeTTbHOCT; - OPTaHU3aIMH JOKYMEHTO000pOoTa
Ha MPEIIPUATHH C UCTIOJIb30BAaHUEM CTaHJAPTHBIX
CPEZCTB; - HCIIOIH30BAHUS TIPUKIIATHBIX
MPOrPaMMHBIX TPOITYKTOB JJIsl aBTOMATH3AIIUU
OpraHu3aIy JOKYMEHT0000pOoTa




3. Mecto aucuumiaibl B cTtpykrype Ol BO

[Tepeuens npenmecTBYOMUX AUCIHUILINH,
BUJIOB pabOT y4eOHOro IjiaHa

[TepeyeHs MOCICTYIONIMX AUCIATLINH,
BUJIOB paboT

Her

1.®.05 Opranuszanus npeanpuHIMaTeIbCKON

eI TEIbHOCTH,

1.®.17 ABTOMaTU3UpPOBAHHBIE CUCTEMBI YIIPABJICHUS
WHBECTULIUSMU,

[Ipou3BoaCTBEHHAS MPaKTHKA (TEXHOIOTUYeCKas,
POEKTHO-TEXHOJIOrH4YeckKast) (6 cemectp)

Tpe6OBaHI/I$I K «BXOAHBIM)» 3HAHHUAM, YMCHHAM, HaBbIKaM CTYJCHTA, HCO6XOI[I/IMI>IM
IIpu OCBOCHHUHU I[aHHOfI JUCHUITIINHBI 1 HpI/I06peTeHHI>IM B PC3YJIbTATC OCBOCHUA

MPEAIECTBYOIINUX TACIUTLIINAH:
Her

4. O0béM 1 BUABI YUeOHOI padOTHI

OO6uas TpyA0€eMKOCTh JUCHUILIMHBI cocTaBisieT 3 3.e., 108 4., 54,25 4.

KOHTAKTHOM paboThI

Pacrnipenenenue o cemectpam
. Bcero B Jacax
Brn yueouoi padoret 4acoB Homep cemectpa
1

OO61mmast TpyI0EMKOCTh AUCIIUTLITTHBI 108 108

Ayoumopnvie 3aHAmMuUsL: 48 48
Jlextuu (JI) 32 32
[IpakTuyeckue 3aHATUS, CEMUHAPHI U (WIIN) IPYTHE BUIBI

ayuTOpHbIX 3aHsaTHi (I13) 16 16
JlaGoparopubie paboTsI (JIP) 0 0

Camocmosmenvuas paboma (CPC) 53,75 53,75
BBINOJIHEHHE CEMECTPOBOM pabOTHI 30 30
BBITIOJTHEHUE KOHTPOJIBHBIX 3aJIaHUI 14 14
MOATOTOBKA K 3a4ETy 9,75 9.75

KoHCynbTranyum 1 poMeKyTouHasl aTTeCTalus 6,25 6,25

Bu koHTpOs (3aueT, qud.3a4et, IK3aMeH) - 3a4eT

5. Coneprkanue TUCUMILIIIMHBI

O0beM ayTUTOPHBIX 3aHIATHH 110
pa:j;(_;na HaumeHnoBanue pa3aenoB JUCHHUILIMHBI BHJIaM B Jacax
Bcero JI I3 | JIP

1 |denonpou3BoiCTBO HA MPENTPUITHH. 12 8 4 0
) [TpaBuia opopMIIeHHS OCHOBHBIX BHJIOB OPTaHU3aLIMOHHO 24 14 10 0

PacCIOpPsSIIUTENBHBIX JOKYMEHTOB
3 OCHOBHBIE IPUHIIUIIBI PAOOTHI ¢ TOKyMEHTAMHU. DJIEKTPOHHBIN 12 10 ) 0

TOKYMEHTOOOOPOT.




5.1. Jleknun

Ne Ne Koa-
HanmeHnoBaHue nim KpaTkoe COAepKaHue JIEKIIMOHHOTO 3aHATHS BO
leKIuulpasaenal
4acoB
12 1 Jlenonpon3BoAcTBO Ha npeaAnpusaTusx . JJokyment. HopmarusHo-meToanueckas 4
OCHOBA JIeJI0NPon3BocTBA. IOpuanyeckoe 3HaYeHUE JOKYMEHTA.
3-4 1  |Buzasl 6;1aHKOB U TpeOOBaHUS MPEABIBIAEMBIC PU UX 0(POpPMIICHIH 4
5.6-7 5 PacrniopsinutenpHble 10KyMeHThI. [Iprkas. pacnopsikeHue 1 ykazaHue. Beinucka u3 6
[IpHUKa3a. pacoOpsIUTENIbHbIE JOKYMEHTBI, IPUHATHIE KOJJIETHAJIbHBIMUA OpraHaMH.
7.8 ) CripaBouHO-UH(pOPMALMOHHBIE TOKyMeHTHI. CirykeOHoe nmuchbmo. [IpoTokosn. AKT. 4
Cnpaska. Jloknagnas 3anucka. ObsICHUTENbHAS 3aIIMCKa.
OpraHu3alvOHHbIE JOKYMEHTHI: 3HaU€HUs, PYHKLHU U MpaBuia UxX opopmieHus.
YcraB opranuzanun. [lonoxenue 06 opranuzanuu. YupenauTeabHbli 10r0BOD.
9-10 2 [AHCTpyKIMS. MpaBWiIa BHYTPEHHETO TPYAOBOTO pacnopsaka. Ilomoxenne o 4
nepcoHane. PermaMeHT. cTpykTypa u mrTaTHast YuciieHHOCTh. LlltatHoe
pacnucaHue.
11-12 3 |OnepartuBHOE XpaHEHUE JI€J1 U IOATOTOBKA K NIEpeaye B apXUB HA NpeAnpusaTHsIx | 4
13-14 3 DJKcIepTr3a IEHHOCTH JIOKyMEHTOB. PaboTa ¢ KoH(pUACHIINATLHBIMU 4
JTOKyMEHTaMU
15-16 3 [9NeKTpOHHBIN JOKYMEHTOOOOPOT 2
5.2. llpakTyeckue 3aHATHS, CEMHUHAPbI
Ne Ne Kox-
HaunmeHoBaHue WM KpaTKoe cojiepKaHue IPAKTUYECKOro 3aHATH, CEMUHApa BO
3aHATUA[pa3eNna
4acoB
1-2 1 |McTopust BOSHUKHOBEHMSI I OCHOBHBIE PEKBU3UTHI JJOKYMEHTA. 4
YcraB opranuzaiun. [lonoxxenue 06 opranuzanuu. YupeauTeabHbli 10T0BOP.
3.4 5 M HCcTpyKIMsA. IpaBUia BHYTPEHHET0 TPY0BOro pacnopsaka. [lonoxenue o 4
nepcoHaie. Pernmament. cTpykrypa u mraTHas uucieHHocTs. [lItatHoe
pacnucaHue.
5.6 ) [Ipuka3. PacnopsxkeHne n ykazanue. Beinncka u3 rnpukasa. pacropsiAuTelIbHbIe 4
JTOKYMEHTBI, IPUHATHIE KOJUIETHATIbHBIMU OPTaHaAMHU.
7 ) Cayxe6Hoe ucbeMo. [Iporokon. Akt. CripaBka. JlokiaiHas 3anmcka. )
ObsicHUTEIbHAS 3aIMCKa.
8 3 |Homenkuarypa nen 2
5.3. JlabopaTropHbie padoThI
He npenycmorpensl
5.4. CamocrosiTesqibHasi padoTa CTyIeHTa
Beinonnenne CPC
Crmcok nurepaTypsl (C yKa3aHHEM Kon-
[Monsux CPC pa3zienos, as, CTpaHuIl) / ccbuika Ha  [CemecTp| BO
pecypc qacoB
[lyBanosa, H. H. Opranuzanus u
. TEXHOJIOTHUS JOKYMEHTALlMOHHOTO
BBITIOJTHEHHUE CEMECTPOBOM PabOTHI 1 30

oOecreueHus ynpasieHus : y4eOHUK U
npakTukyMm juist By3oB / H. H. IllyBanoBa. —




2-e u3M., nepepad. u gomn. — Mocksa :
W3narenscTBo FOpaiit, 2021. — 265 c./
https://urait.ru/bcode/469831

BBIITOJTHCHUC KOHTPOJIBHBIX 3a)IaHHﬁ

[lysanosa, H. H. Opranusanus u
TEXHOJIOTHUS JOKYMEHTAIlMOHHOTO
obecriedeHus yIpaBiIeHHs | yYeOHUK U
npakTukyMm Juis By3oB / H. H. IllyBanoBa. — 1
2-e u31., nepepad. u gorn. — Mocksa :
W3narenscTBo FOpaiit, 2021. — 265 c./
https://urait.ru/bcode/469831

14

IIOArOTOBKA K 3a4€Ty

[lysanosa, H. H. Opranusanus u
TEXHOJIOTHUS JOKYMEHTAIlMOHHOTO
oOecriedeHus yIpaBiaeHHs | yUeOHUK U
npakTuKyM Juig By3oB / H. H. IllyBanoBa. — 1
2-e u3., nepepad. u gon. — Mocksa :
W3narensctBo FOpaiit, 2021. — 265 c./
https://urait.ru/bcode/469831

9,75

6. @oH/1 OLIEHOYHBIX CPEICTB /1JIfA NMPOBeAeHUsI TEKYIIero KOHTPOJISA YCIeBaeMOCTH,
NMPOMEKYTOYHOM aTTecTalumn

KoHTpons kauecTBa 0CBOCHUS 00pa30BaTEILHOMN MPOrPaMMbI OCYIIECTBIISICTCS B
cootBercTBHH ¢ [TonokeHreM 0 OaTbHO-PEUTUHTOBOW CHCTEME OTICHUBAHUS PE3YIbTaTOB
y4eOHOM IeSITENIHHOCTH 00yYarOIIUXCSl.

6.1. Kontpoabubie meponpusitust (KM)

Ne | Ce- Bun
KM|mectp| KoHTpOs

HasBanue
KOHTPOJIBHOTO
MEpPONPUATHUS

Bec

Makc.
Ooain

HOpH,I[OK HA4YHCJIEHNS 0aII0B

Yuu-
TBEIBA

ercs
B [TA

Texymmi
KOHTPOJIb

3aganue "OTHKA
JEJIOBOU
nepenucku”

3aJJaHUE BBIIIOJIHEHO B MTOJIHOM 00BEME,
pelieHbl Bee 3aaHus (6), MIMEIOT MECTO
HECYIIECTBEHHbIE OMMOKH, KOTOPhIE HE
BIIMSIFOT HE PE3yNbTaT, KAa4eCTBEHHO
odopMIIeHO -5 6aIITOB;

- 33/1aHKE BBITIOJTHEHO HE MOJIHOCTBIO,
pelieHsl 4-5 3aJaHNil, UMEIOT MECTO
HECYIIECTBEHHBIC, HEPEIICBAHTHBIC
omMOKH, 0hOPMIICHO HE Ka4eCTBEHHO - 4
Oasia;

-3aJ]aHHE€ BHITIOJTHEHO TOBEPXHOCTHO,
UMEIOT MECTO PEJICBAHTHBIC OLTUOKHY ,
0o opMIIEHO HEKAYeCTBEHHO - 3 Oasa;

- 3aJ1aHKe BBINOIHEHO Ha 50%, UMeIoT
MeCTO TpyObIe OMOKH B (POPMYITUPOBKAX
OCHOBHBIX JJICMEHTOB CITy>KEOHOTO
nuchbMa, 0hOpMIICHO HEKaYeCTBEHHO - 2
Oasia;

- 331aHKe BbINoIHEeHO Ha 40%, rpyObie
OLIMOKY B coiepkaHu - 1 6amn
-3aJ]aHKE€ HE BBIMOIHEHO - 0 0asioB

3a4YCT]

2 1 Texynmi

ceMecTpoBast paboTa

CemecTpoBasi paboTa BBIIACTCS CTYICHTAM

3a4CT




KOHTPOJIb

"IIpaBuiia
opopMmeHUs
OCHOBHBIX BUJIOB
JIOKYMEHTOB"

Ha TIEPBOM MPAKTUIECCKOM 3aHSITHH.
CemecTpoBasi paboTa COCTOUT U3 JABYX
qacTei. | 4acTh- KOMIUIEKT JOKYMEHTOB
(ABToOuorpadus, pestome ¢ potorpaduei,
MpHUKa3 TI0 OCHOBHOM JI€ATEIHLHOCTH,
pacnopsikeHHe, JOKJIagHas 3amrcka,
00BSICHUTENbHAS 3aITUCKa, CITy)KeOHOe
MUCHMO, aKT, CIIPaBKa, MPOTOKOJI,
oOpalleHus Tpaxaan) 2 9acTh - COCTaBUTH
TEKCT IPOU3BOJILHON TEMBI , KOTOPBIN
CONEPIKUT pasfie, Moapa3ies, PUCYHOK,
Ta0nuila, nurara, Gopmysa ¢
pactmdpoBkoii, bubnmuorpadudeckuii
CIIMCOK MUHUMYM 5 UCTOYHHUKOB. TEKCT
COCTABIISIETCS COTJIACHO MPaBUIIaM
HOPMOKOHTpOJIs B cooTBeTcTBUH ¢ ['OCT).
[Topsiok HauMCIeHUs OAILIIOB:

[Ipu orileHUBaHUM PE3yIBTATOB
MEPOTIPHUSITUS UCTIONB3YETCs OaITbHO-
[PEUTHHIOBAsI CHCTEMa OLIEHUBAHUS
[pPE3yaBTaTOB YUEOHOU e TEIBHOCTH
oOydarormuxcs (yTBepKIeHa MPUKa30M
pekropa ot 24.05.2019 . Ne
179).0tangno: Onenka «OTINIHOY
BBICTABJISIETCS 32 CEMECTPOBYIO paboOTYy, IO
KOTOPOW HAYMCIICH MaKCUMAJIbHBIN Oaut
"5". Oto paboTa, KOTOpast MOTHOCTHIO
COOTBETCTBYET 33JaHHIO, TOKYMEHTBI
COCTAaBJICHBI B IIOJIHOM 00beMe, 00€ YacTh
3aJJaHHUs BLIIIOJHEHBI O0€3 OIIHOOK,
odopmitenue padotsl coorBercTByeT CTO
HOVYpI'Y 21-2008. ITpu 3amure CTyAeHT
MOKa3bIBaeT INIyOOKOe 3HaHHE BOTIPOCOB
TEMBbI, CBOOOIHO ONEPUPYET TaHHBIMH,
JIETKO OTBEUAET HA MMOCTABICHHBIE
Bonpocsl. Peiitunr 85-100% Xopomo:
Ornenka «XopoIIio» BBICTABIISETCS 32
paborty, Mo KoTopoi HauucieHo "4" Gana,
KOTOpasi TOJTHOCTHIO COOTBETCTBYET
3a/1aHUIO0, JOKYMEHTHI BHITIOJIHEHBI C
HE3HAYUTEITHHBIMU OITUOKAMH,
odopmiieHue B 1iesoMm cootBeTcTByeT CTO
IOYPI'Y-21-2008. IIpu 3ammre CTyIEeHT
MOKa3bIBa€T 3HAHUE BOIPOCOB TEMBI,
OTepupyeT JTaHHBIMU, 6€3 0COOBIX
3aTpy/IHEHUI OTBEYaeT Ha MOCTaBICHHbIE
Bonpocsl. Peitunr 75-85%
YnosieTBopuTeNbHO: OlleHKa
«YIOBIETBOPUTEIHLHOY BBICTABIISETCS 32
paborty, 3a KOTOpyro HauKciieHo "3" 6ana.
10 paboTa, KOTOpasi He MOTHOCTHIO
COOTBETCTBYET 331aHUI0, OOJIbINIAs YacTh
TOKYMEHTOB BBITIONTHEHA ¢ omuOkamu. [Ipu
€€ 3alIUTe CTYACHT NPOsIBIISIET
HEyBEpEHHOCTh, MIOKa3bIBaeT caboe

3HAHKUEC BOIIPOCOB TEMbI, HC BCCT1a JACT




WCUEPIBIBAIOIIUE APTYMEHTUPOBAHHBIC
OTBETHI HA 3a/IaHHBIE BONIPOCHI. PeTHHT
60-75% HeynosnerBopurenbHo: OeHka
«HeynoBneTBOpUTENBHOY BHICTABISIETCS 3a
paborty, o KoTopoi HauuciaeHo "2" unu
"1" Gasu1, KOTOpas HE COOTBETCTBYET
3aJaHHIO U HE OTBEYAET TPEOOBAHMSIM,
U3JI0KEHHBIM B METOAMYECKHUX
pexomeHpanuax kadeapsl. O6e yactu
PabOTHI BBITIOIHEHBI C CEPhE3HBIMU
omnoOkamu. [Ipu 3ammre paboThI CTYIEHT
3aTpyIHSAETCS OTBEYATh HA MOCTaBICHHbBIE
BOIIPOCHI 10 TEME, HE 3HACT TEOPHHU
BOMPOCA, MPU OTBETE JI0IMyCKAET
CYIIIECTBEHHBIC OIIHUOKH.

Texymmii
KOHTPOJIIb

KonTponbnas
paborta

Ha xoHTpobHOM paboTe cTyaeHTaM
BBIIAIOTCS J1BA JIOKYMEHTa, 0(pOpPMIICHHBIC
HE BEPHO, IOKYMEHTHI coJiepKar 1o 5
OIIMOO0K B 0()OPMIIEHHH OCHOBHBIX
[PEKBU3UTOB. BPeMsI BHITTOITHEHUS 3aJaHUS
15 munyT. Heo6xonumo HallTH OmMOKH B
TOKYMEHTaX, IPH 3TOM HE JIOMYCTUTh
HOBBIX OITHOOK.

- 3aJIaHKE BBINOJIHEHO B MIOJIHOM 00beMe,
perieHs! Bee 3aganus (2), Bce omunoku (10)
B 0()OPMIICHUH HalIeHBI-5 0aJIoB;

- 33/1aHH€ BBIMOJIHEHO HE MOJIHOCTHIO,
UMEIOT MECTO HECYILECTBEHHBIE OIINOKH,
HalijeHo 7-8 omuoOoK - 4 Oamna;
-3a/1aHUE BBITIOJIHEHO HE MOJHOCTHIO,
HaliIeHo 6-701nO0K, JOMYIICHBI HOBBIE
rpyOble ommoOk - 3 Oanna;

- 3aJ1aHMe BIMOIHEHO Ha 50%, UMEIOT
MECTO rpyOble OIMOKH B O(OPMIICHUN
OCHOBHBIX JJIEMEHTOB TIPE/ICTABICHHBIX B
KOHTPOJIbHOW paboTe TOKYMEHTOB - 2
Oaa;

- 3a/1aHKe BhIMOTHEHO Ha 40%, rpyObie
ook B pabore - 1 Gamn

-3a/1aHUe HE BBINOJIHEHO - 0 6ayioB

3a4CT

Texymmii
KOHTPOJIb

CocraBneHue
pacropsauTeEIbHbBIX
JIOKyMEHTOB

10

-3a/1aHUE BBHITIOJIHEHO B TIOJTHOM 00beME,
pelieHbl Bee 3aAaHus (2), IMEIOT MECTO
HECYIIeCTBEHHbIE OLIMOKH, KOTOPhIE HE
BIIMSIFOT HE PE3YNbTaT, KaYeCTBEHHO
odopmiieHo -5 6aioB;

- 33/1aHHE BBITNIOJIHEHO HE MOJIHOCTHIO,
pelieHsl 4-5 3aJaHuil, UMEIOT MECTO
HECYIIECTBEHHbIE, HEPEJIEBAHTHbBIE
olMOKH, 0hOPMIIEHO HE KaYeCTBEHHO - 4
Oayia;

-3aJJaHKE BBITIOJTHEHO IOBEPXHOCTHO,
MMEIOT MECTO PEJICBAaHTHBIC OIIHOKH ,
o(opMIIEHO HEKaueCTBEHHO - 3 Gailna;

- 3aJ1aHMe BIMONIHEHO Ha 50%, UMEIOT
MECTO rpyOble OIMOKH B (POPMYITHPOBKAX

OCHOBHBIX 3JICMCHTOB CJ'Iy>K€6HOFO

3a4CT




nuchbMa, 0(hOPMIICHO HEKAYeCTBEHHO - 2
Oaia;

- 3a/1aHKe BBIMOTHEHO Ha 40%, rpyObie
OIMOKH B COAEpKaHuu - 1 6ann
-3aJIaHUE HE BBITOIHEHO - () 0ajIoB

Texymmii
KOHTPOJIb

MPaKTUYCCKHUE
3aJJaHus 0
0(OpMIIEHHUIO
JTUYHBIX JOKYMEHTOB

-3a/1aHUE BBHITIOJIHEHO B TIOJTHOM 00beMe,
pelIeHbl Bee 3aAaHus (2), IMEIOT MECTO
HECYIIECTBEHHbIE OLIMOKH, KOTOPhIE HE
BIIUSIIOT HE PE3yJIbTaT, KaYe€CTBEHHO
ogopmiieHo -5 6aioB;

- 33/1aHK€ BBIMIOJIHEHO HE MOJIHOCTHIO,
perieHs! 4-5 3a1aHuil, UMEIOT MECTO
HECYIlIeCTBEHHbIE, HEPEJIEBAHTHBIE
onOkH, 0hOpMIIEHO HE KaYeCTBEHHO - 4
Oaa;

-3aJJaHKE BBITIOJTHEHO IIOBEPXHOCTHO,
MMEIOT MECTO PEJICBAHTHBIE OITUOKH ,
oopMIIeHO HEKaueCTBEHHO - 3 Gailna;

- 3aJ1aHMe BIMOIHEHO Ha 50%, UMEIOT
MECTO rpyOble OIMOKH B (POPMYITHPOBKAX
OCHOBHBIX JIEMEHTOB CITy>K€OHOTO
nrcbMa, 0(OPMIIEHO HEKaYeCTBEHHO - 2
Oaa;

- 3a/1aHKe BhIMOTHEHO Ha 40%, rpyObie
OLIMOKYU B copiepxKaHuu - 1 6an
-3a/1aHUe HE BBINOJIHEHO - 0 6ayioB

3a4CT

IIpome-
9 1 KyTOUHas
aTTecTarys

Hrtorosoe
TECTUPOBaHUE

50

[Ipu HeOCTaTOYHOM W/WIH HE
yCTpanBaIOILIEH CTYICHTA BEJIMYNHE
pelTHHTa eMy MOXET OBITh MPETIOKEHO
PONTH TECTUPOBAHKE IO OCHOBHBIM
paznenam AMCUMIUIUHBL. KOHTpObHO-
[PEUTUHIOBOE MEPONIPUATHE
MPOMEKYTOYHOM aTTeCTALMH MPOBOIUTCS
B (hopM€ UTOTOBOTO0 KOMITbIOTEPHOTO
TECTUPOBAHUS, C aBTOMAaTUYECKUM
BBEIOOPOM BOTIPOCOB. MTOorosoe
TECTUPOBaHUE coAepkKUT 50 BOIIPOCOB,
3aTparuBarollUX BCE pa3lensl Kypca

" JlIokyMeHTaIlMOHHOE 00ecTieueHIe
VIIPABJICHHS" U MTO3BOJISIONINX OLICHUTD
c(hOpMHUPOBaHHOCTH KOMIIETEHIIUH.
HToroBeIil TeCcT cocToUT U3 50 BOMPOCOB.
[IpaBUIIBHBIN OTBET HA BOIIPOC
cooTBeTcTBYeT 1 O6aymy. He BepHbIif oTBET
= 0 OamioB

3a4CT

6.2. Ilpouenypa npoBeaeHusi, KpUTEPHUH OLlEHUBAHUS

Bun
IIPOMEKYTOYHOMN
aTTeCTalllx

[Ipouenypa nposenenus

Kpurepun
OLICHUBAHUs

3a4€CT

Ha 3auere nponcxoauT OLlEHNBAHKE 3HAHUN, YMEHHUN U
pUOOPETEHHOT0 OMBITA O0YYAIOLIUXCS [0 JUCLIUIUIMHE Ha OCHOBE
MTOJIYYEHHBIX OIIEHOK 32 KOHTPOJIbHO-PEUTUHIOBBIE MEPOTIPUATHS

TeKy1ero kourposs. Ilpu HeocTaTouHOM /MK He

mm. 2.5, 2.6

[lonoxeuus

B cooTBeTCTBUM C




yCTpauBaloIIeH CTyJIeHTa BEIMIMHE PEUTHHTA €My MOXKET OBbIThH
MpeIOKEeHO MPOoTH cobeceoBaHNe ¢ TpernoaBaTesieM 1o
OCHOBHBIM pazjiesiaM JUCIHUIUIHHBL. B pe3ynbraTe ckiaabiBaeTcs
COBOKYITHBI PEUTHHT CTY/I€HTA, KOTOPBI MO3BOJISET MOJTYUYHUTh
3a4eT MO0 JUCHUIUIMHE, KOTOPBII MPOCTABIAETCS B BEOMOCTb,
3aUETHYIO KHWKKY CTy[eHTa. 3auTeHo: BennunHa peitunra
oOyuaromierocs mo aucuuruinae 60% u 6omnee. He 3aureHo:
Benmuuuna peiituara ody4varorierocs mo aucuuruimae 0...59 %.

6.3. ITaciopt oHIa OLIEHOYHBIX CPEACTB

Kommnerenuu Pesynbrarsl 00yueHus

[1K-1

3HAET: - CUCTEMbI IOKYMEHTHPOBAHHUS HA NPEANPUATHH; - CTAaHIAPTHI

C.]'Iy}Ke6HI>IX JOKYMEHTOB, IMOPAAOK TOKYMCHTUPOBAHHA U XPaHCHUA I[CJ'IOBOf/i AR
JOKYMCHTAIIUN

[1K-1

'YMeeT: - OllCcHHUBAaTh XapakTep I/IH(I)OpMaI_II/IOHHBIX IMOTOKOB Ha MPECANPUATHUN, -

coOupatrh U 00padaThIBaTh 3KOHOMUYECKYIO HHPOPMALIMIO; - CUCTEMAaTU3UpOBaTh| [+ [+
MH(OPMAIIUIO 10 KaTErOpusiM M YPOBHSIM JIOCTYTIA K HEel

[1K-1

MMmeet HpaKTI/I‘leCKI/Iﬁ OIIBIT: - pa3pa60TI<I/1 OCHOBHBIX CJ'Iy)KC6HBIX JAOKYMCHTOB,
PECINIAMCHTUPYIOINNX YIIPABICHYCCKYIO ACATCIIBHOCTD, - OpraHnu3anuu

I[OKYMCHTOO60pOTa Ha IpeANpUsATU C UCITIOJIb30BAHUEM CTAaHAAPTHBIX CPCACTB;
- UCITOJIB30BAaHUA MPHUKIIAAHBIX ITPOTPAMMHBIX IPOAYKTOB IJIA aBTOMATHU3allun
OpraHu3alun JIOKYMCHT0060pOTa

Tumnosslie KOHTPOJIBHBIC 3aaHUs 110 KAXKAOMY MCPOIIPHUATHIO HAXOAATCS B

ITPHUIIOKCHUAX.

7. YueOHO-MeTOANYeCKOe M HH(POPMaIHOHHOE 00ecTrieyeHne TUCIUIINHBI

IHeuaTHas yyeOHO-MeTOAUYECKAS] JOKYMEHTALMS
@) OCHOBHAs TUMepamypa:

He nipenycmorpena

6) OononHumenbHas IUmepamypa:

1. Kupcanora, M. B. CoBpemeHHOE J1e10mponu3BoACTBO TeKcT yueo.
nmocoOue JJ1s By30B 110 3KOH. crienranbHocTsiM M. B. Kupcanosa ; Poc. akan. roc.
cyx0n1 ipu [Ipe3unente Poc. ®eneparuu, Cubd. akas. roc. CayKObl. - 4-¢ U3 . -
M.: UIH®PA-M, 2012. - 312, [1] c. un.

2. OxorHukoB, A. B. JIokyMeHTOBEICHHE U JIETOTMPON3BOACTBO Yueo.
nocobue A. B. Oxotnukos, E. A. bynaBuna. - 2-e u3z., nepepab. u gorm. - M.: Mapr,
2005. - 301 c.

8) omeyecmeenHbvle U 3apydedicHble HCYPHATLL N0 OUCYUNIUHE, UMelowuecs 8 bubiuomexe:

He npenycmorpeHnsl

2) MemoouuecKkue YKazaHus 0 Cmyo0eHmos8 no 0C80EHUI0 OUCYUNTUHDL.

1. Tadypos, H. IlI. Kputndeckuit anaanu3 opraHu3aliioHHO-
pacnopsiAUTEIbHON TOKyMEHTaluu [ TeKCT : HeMmOoCpeACTBEHHBIM | METO/I. YKa3aHUs
mutst Hanpaenenus 38.03.01 u ap. H. L. IM'adypos ; FOx.-Ypan. roc. yH-T, Beici.
IIK. KOHOMUKH U yrp., Kad. [Ipuknazn. sxonomuka ; FOYpI'Y. - UensOunck:
M3narensckuii LHentp FOYpI'Y, 2020. - 77, [1] c. anekTpoH. Bepcus




U3 HUX: y4eOHO-Memoouyeckoe obecneyerue camocmosmenvpHol pabomsl CmyoeHma:
1. Tadypos, H. I1I. Kputnueckuii anaau3 opraHu3aiiioHHO-
pacnopsiAUTEIbHON TOKyMEHTaIMu [ TeKCT : HeMmoCpeACTBEHHBIH | METO/I. YKa3aHUS
s HanpasiaeHus 38.03.01 u xp. H. III. I'adypos ; FOx.-Ypair. roc. yH-T, Beic.
K. SKOHOMUKH U yrp., Kad. [Ipuknan. sxonomuka ; FOYpI'Y. - UensOunck:
M3narensckuii LHentp FOYpI'Y, 2020. - 77, [1] c. anekTpoH. Bepcus

3JICKTp0HHaﬂ yqeﬁHO-MeTO)II/I‘leCKaﬂ AOKYMECHTAIIUA

Bun
JTUTEPATyphl

No

HanmenoBanue

pecypca B bubnmorpaduyeckoe onrcanue

AIIEKTPOHHOM (opme

JlononautensHas |OOpa3oBaTenbHast
nuTepaTypa mardopma FOpaiit

[[lyBanoBa, H. H. Opranuzamus u TeXHOJIOTUSA
JTOKYMEHTAI[HOHHOTO 00€CTIeYeHUsI YIIPABICHUS ;| YUEOHUK U
npaktukyM juist By3oB / H. H. IllyBamoBa. — 2-e u3n.,
nepepad. u gon. — Mocksa : M3garensctBo FOpaiit, 2021. —
265 c. https://urait.ru/bcode/469831

JlononautensHas |OOpa3oBaTenbHast
nuTeparypa mardopma FOpaiit

KazakeBuu, T. A. JlokymeHntoBenenue. JJokyMeHTalIMOHHBIN
CepBHUC : YUeOHHK M PakTUKyM Juist By30B / T. A. KazakeBuu,
A. U. Tkanua. — 2-e u3f., ucop. u gomn. — Mocksa :
W3narensctBo IOpaiit, 2020. — 177 c.
https://urait.ru/bcode/452701

[IIyBanoBa, H. H. OcHOBBI fe10npon3BOACTBRA. SA3BIK
CIIy>ke0HOTO JJOKYMEHTA : Y4eOHUK U IPAKTHKYM JJIs BYy30B /

OcHoBHas O6pazoBarenbrast  [H. H. [llyBanoga, A. 1O. lBanoBa ; mox oOmieit penakiueit H.
UTEpaTypa iatdopma FOpaiit  |H. [llyBanoBoit. — 2-e u3n., nepepad. u gomn. — Mocksa :

MN3narenscTBo Opaiit, 2020. — 428 c.
https://urait.ru/bcode/450549

[lepedeHb UCTIONB3YEMOTO MTPOTPAMMHOTO OOECTICUECHHUS:

1. Microsoft-Windows(6eccpouHo)

2. Microsoft-Office(6eccpouno)

3. ®I'AOY BO "IOYpl'Y (HNY)"-ITopran "Onexrponnsiii OYpI'Y"
(https://edu.susu.ru)(6eccpodno)

[Tepedenp ncmonb3yeMpIx MpoheCCHOHABHBIX 0a3 TaHHBIX U WH()OPMAITMOHHBIX

CIIpaBOYHBIX CUCTCM:

Hert

8. MarepuajibHO-TeXHHYECKOe o0ecreyeHne T CIUTITHHBI

OcHoOBHOE O60py,Z[OBaHI/Ie, CTEH/Ibl, MAKETHI, KOMIIBIOTEpHAA TEXHUKA,

o Ne
Bun zangruii ayt Mpe1yCTaHOBICHHOE MPOrPaMMHOE 00€eCIIEUeHHE, UCTIONB3YyEeMOE TS
YA Pa3JIMYHBIX BUJIOB 3aHITUH
KOMITBLIOTED, MOHOOJIOKH, ITOAKIIOYEHHBIE K CeTH VIHTEPHET U C TOCTYIIOM
[IpakTnueckue 3ansatus (127 P- > TTOA P HoCTy
B AIIEKTPOHHYIO HH(OPMAIIMOHHO-00pa30BaTeNIbHYIO Cpey YHHUBEPCUTETA
1 CEMHHAPBI (36)
, IPOEKTOP, dKpaH
127 KOMITBIOTEP, MOHOOJIOKH, TIOJIKJIFOYEHHBIC K ceTH IHTEepHET U ¢ T0CTynoM
3auer (36) B DIIEKTPOHHYIO HH(OPMAIMOHHO-00pa30BaTeNIbHYIO Cpey YHUBEPCUTETA

, IPOEKTOP, IKpaH




KOMIIBIOTCP, MOHOGJIOKI/I, IOAKIIOYCHHBIC K CCTHU I/IHTepHeT " C JO0CTYIIOM

CamMmocTogTeapHas 127
AGOTA CTYICHTA (36) B JICKTPOHHYIO0 HHPOPMAITMOHHO-00pa30BaTEIbHYIO CPENY YHUBEPCUTETA
p y , IPOEKTOP, dIKpaH
127 KOMITBIOTEP, MOHOOJIOKH, TIOAKTIOUEHHBIC K ceTh HTepHeT U ¢ JoCTynoM
Jlekuun B 2JIEKTPOHHYIO MH(OPMALIMOHHO-00PA30BATENBHYIO CPENY YHUBEPCUTETA
(36) Y
, IPOEKTOP, IKpaH
Koutponb KOMITLIOTED, MOHOOJIOKH, ITOAKIIOYEHHBIE K CeTHU VIHTEPHET U C TOCTYIIOM
o 127 ’ ’
CaMOCTOATEIBHOM B JIEKTPOHHYIO MH(OPMAIIMOHHO-00PA30BaATENBHYIO CPENY YHUBEPCUTETA
(36) Y
paboThI , IPOEKTOP, IKpaH
127 KOMITBIOTEP, MOHOOJIOKH, TIOJIKJIFOYEHHBIE K CeTH VIHTEpHET U ¢ TOCTYTOM
Ilepecmaua B MJIEKTPOHHYIO MH(OPMAIIMOHHO-00PA30BaATENBHYIO CPENY YHUBEPCUTETA
(36) Y

, IPOEKTOP, IKpaH




