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PabGouas mporpamma ydeOHoi mucuuruimHabl OI1.04 JlokymeHTallMOHHOE
o0ecrieueHre YMpaBieHHs] OCHOBHOW MpodeccHoHanbHOM 00pa3oBaTeIbHOMN
MIPOTPAMMBI CTICTIMAIEHOCTH CPEIHETO MPoheCCHOHATRFHOTO 00pa3oBaHus (fanee —
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PabGouas mporpamma y4eOHOW AUCHUILIUHBI MPOGECCHOHAIBHOTO ITUKIIA
OIl.04 «J/loxkymeHTalmoHHoe oOecrieueHUe yhpaBjieHUs» pa3padoTaHa B
COOTBETCTBUHU C TpeOOBAHUSIMU denepanbHOTO rocyaapCTBEHHOTO
oOpazoBatenbHOro cranaapra (magee — PI'OC) mo crnenuajibHOCTH CPEIHETO
npodeccuoHanbHoro oobpaszoanus (manee CIIO) 38.02.01 DkxoHoMuKa U
OyxranTepckuid yuer (110 OTpaciisim).



1 TACHOPT PABOYE NPOTPAMMBLI  VUYEBHOW
JUCLHUTIJIMHBI

1.1 ObaacTh npuMeHeHUs1 padoveil MPOrpaMmbl

[Iporpamma  yueOnodt  mucuurumael O[04  «JlokymeHTalmoHHOE
oOecrieyeHUEe YOpPABJICHUS» SBISETCS YacThl0 OCHOBHOW MpodeccHoHaNbHOU
o0pa3oBaTeNbHON MNpPOrpaMMbl CpelIHEro MNpodeccHoHaTbHOrO 00pa3oBaHMs IO
MIPOrpaMMe MOJATOTOBKH CIIEIUATIUCTOB CpeAHEro 3BeHa B cooTBeTcTBUU ¢ PI'OC
CIIO mno cnenuansHocT 38.02.01 OkoHoMuka u Oyxraiatepckuii yder (1o
OTPACIISIM).

1.2 Mecro y4yeOHOW JMCHUIUVIMHBI B  CTPYKType OCHOBHOH
npogeccnoHaIbLHONH 00pPa30BaTEJIbHON MPOTPAMMBI

Vyeonas gucuumummHa  OIL04  «JlokymeHTallMOHHOE  oOecredeHue
YIPABJICHHS» OTHOCHUTCS K 00Ienpo(ecCHOHAaTbHOMY LUKITY.

1.3 Heau u 3apa4n yueOHOI JUCHMILIMHBI — TPEOOBAHUA K pe3y/ibTaTaM
OCBOEHUSI JUCIHUTITTHHBI

B pesynbTaTe ocBoeHUs y4eOHON JUCITUTUITMHBI 00YYaIOMUNACS JOJIKEH

yMeTh:

— TPUHUMATH TPOU3BOJBHBIC TEPBUYHBIC OyXTalTEpPCKUE TOKYMEHTHI,
paccMaTpuBaeMble Kak MMChbMEHHOE JI0Ka3aTebCTBO COBEPIIEHUS XO35HCTBEHHON
OIIepalliy W MOJTyUYeHUE pa3penicHus Ha ee mpoBeaeHue (Y1);

— TPUHUMATH TIEPBUYHBIC OYyXTaITEPCKHE JOKYMEHTH Ha OyMa)KHOM
HOCcHUTeINE U (MJIM) B BUJE DJIEKTPOHHOTO JOKYMEHTA, MOAMMUCAHHOTO AJIEKTPOHHOMN
noanuceio (Y2);

— TPOBEPSITh HAJIMYKME B IMPOU3BOJIBHBIX TMEPBUYHBIX OyXTalaTepCKUX
JOKYMEHTaX 00sI13aTeIbHBIX PEKBU3UTOB (VY3);

— TPOBOAWUTH (OpMaIbHYIO TPOBEPKY JTOKYMEHTOB, TMPOBEPKY TIO
cyliecTBy, apudmerndeckyro npoBepky (Ya);

— TPOBOJUTH TPYNIUPOBKY IMEPBHUYHBIX OYXTAJITEPCKUX JTOKYMEHTOB IIO
psiny npusHakoB (Vs);

— TMPOBOJUTH TAKCUPOBKY U KOHTHUPOBKY TEPBUYHBIX OyXTalITEPCKUX
nokyMeHTOB (Y);

—  OpraHu30BBIBaTh TOKyMeHTO000pOT (Y7);

— pasbupathcsi B HOMEeHKIaType aei (Ysg);

— 3aHOCWUTHh [IaHHBIE MO CrPYNIUPOBAHHBIM JOKYMEHTAM B PETUCTPHI
oyxrantepckoro yuera (Yo);

— TepedaBaTh IEPBHYHBIC OYXTaJITEPCKHE JOKYMEHTBI B  TCKYIIHHA
oyxranrepckuii apxuB (¥Y1o);



— [epedaBaTh IMEpPBUYHBIE OyXrajaTepCcKue AOKYMEHTbl B TOCTOSHHBIN
apXHB 10 UCTEUYCHUH YCTAaHOBIIEHHOTO CpoKa XpaHeHus (Y11);

—  HCIPABIIATH ONIMOKY B TIEPBUYHBIX OYXTalTepCKUX TOKyMeHTax (Y12);

3HATh:

- oOmue TpeboBaHHUS K  OyXrajaTepckoMy y4eTy B 4YacTH
JOKYMCHTHPOBAHUS BCEX XO3HCTBCHHBIX JCUCTBUM U onepanui (31);

- TIOHSTHUE MIEPBUYHON OYXTaJITEpCKOM TOKyMeHTaruu (32);

- OIpE/ICIICHUE TTEPBUYHBIX OyXTaNTepCKUX JOKYMEHTOB (33);

- GbopMBbl MEPBUYHBIX OYXTaJTePCKUX JOKYMEHTOB, COJEPKAIIUX
00s13aTeNIbHBIC PEKBU3UTHI IIEPBUYHOTO YUETHOTO JTOKyMEHTa (34);

- NOPSIIOK  MPOBEJEHUS MPOBEPKU  TMEPBUYHBIX  OYXTalTEpPCKUX
JOKYMEHTOB, (OpMaibHOW MPOBEPKU JTOKYMEHTOB, IMPOBEPKU IO CYIIECTBY,
apupMeTHIECKON TPOBEPKH (3s);

- OPUHIUOB U TMPU3HAKK TPYHIUPOBKU MNEPBUYHBIX OYXTaJITEPCKUX
T0KyMeHTOB (3);

- NOPSAIOK IPOBEACHUS TAaKCUPOBKM M KOHTHUPOBKM IEPBUYHBIX
OyXraiarepckux T0KyMeHTOB (37);

- HIOPSIIOK COCTABJICHHS PETHCTPOB OyXranrepckoro yuera (3g);

- npaBuida W CPOKM  XpaHEHWs  MEPBUYHOM  OyXrajiTepckoi
nokyMeHTaruu (3g);

Pa3BUTh CHOCOOHOCTH, HeoOXoaMMble s (GopMHUpOBaHHMS OOLIUX
komneteHnui (nainee OK):

OK 1 Beoilbupars cmocoObl pemieHus 3amad  npodecCHOHANTbHON
NEeSATEIbHOCTH IPUMEHUTEIBHO KPa3IUYHbIM KOHTEKCTaM

OK 2 OcyiecTBisiTh MOUCK, aHAIN3 W HHTEPIPETAIUI0 HHPOPMAIINH,
HEOOXOMMOM I BBIIOJHEHUI3aau TPO(HeCCHOHATBHOM JesSTeIbHOCTH

OK 3 IlnanupoBaTh M peann30BbIBaTh COOCTBEHHOE MPO(ECCHOHATBLHOE U
JUYHOCTHOE Pa3BUTHE

OK 4 Pabortarh B KOJUIEKTUBE U KOMaH1€, 3P(HEKTUBHO B3aUMOJIECTBOBATh
C KOJUJIEraMH,pyKOBOACTBOM, KIIMEHTAMHU

OK 5 OcymecTBisiTh yCTHYO W IHCBMEHHYK) KOMMYHHUKAIMIO Ha
rocyaapcTBeHHOM si3blke Poccuiickoii®enepani ¢ ydyeToM OCOOEHHOCTEH
COLIMAJIBHOTO U KYyJIbTYPHOTO KOHTEKCTa

OK 9 Hcnonws3zoBath HHPOPMAIIMOHHBIE TEXHOJOTUN B TPO(HECCUOHATHLHOM
NEATEIbHOCTH

OK 10 Tlomp3oBaThcs  mpod)eCCHOHANBHOW  JIOKyMEHTAIlMeld  Ha
rOCyAapCTBEHHOM U MHOCTPAHHOM S3bIKaX

Pa3BUTLCIOCOOHOCTH, Heo0X0AMMbIe IS (¢popmupoBanus
npogeccuoHaNbHBIX KomneTeHnuuii (nanee 11K):

IIK 1.1. OOpabatbiBaTh epBUYHbIE OyXTraaTEPCKUE JOKYMEHTHI.



2 CTPYKTYPA U COJAEP)KAHUE YYEBHOM JUCIUILINHBI

2.1 O0bem yuyeOHOM IMCUMILIMHBI M BUABI Y4eOHOIl padoThI

Buj yueOHoit padoThI Koawiecrso
4acoB

O0beM 00pa3oBaTeIbHON HATPY3KH (BCEro) 72
O0s3aTesIbHAsI Ay AUTOPHAs1 YueOHasi Harpy3Ka (Bcero) 72
B TOM YHCJIE:

TEOPETHUUECKUE 3aHIATHS 48

MpaKTUYECKKe/1abopaToOpHbIC 3aHATUS 18

KOHTPOJIbHBIE 3aHATHS/ TOUKU PYOEKHOTO KOHTPOJIS 4

KypcoBasi paboTa/poeKT -
CamocrosiTenbHas yueOHas padora ody4yaomerocs (Bcero) -
KoncyabTanumu -
IIpome:xkyTouHasi aTTrecTanus (WTOTOBas 1O TUCHMIUDIMHE)— B (opme 2

nuddepeHIMPOBaHHOTO 3a4eTa

2.2 TeMaTH4YeCKUH IVIaH Y4eOHOM JUCHMIIHHBI

Oos3aTesbHAs1 HATPY3Ka
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BBenenue B npeaMeTHoe

coaepraHue AMCUMILTHHBL. | 5 5

CraptoBas JIAarHOCTHKA

00yJaronmxcs.

Paznen 1. OCHOBBI

AOKYMEHTAIHOHHOTO 8 8 8 - - - - - -

olecrieyeHusi ypaBJIeHHSA

Tema 1.1 Bo3nukHoBenne u 2 5 5

Pa3BUTHUC OCITOIPOU3BOJCTBA

Tema 1.2 OcCHOBHBIE TIOHATHUS
JIOKYMEHTHUPOBAHUS 2 2 2 - - -

yIpaBIeHYECKON JesITeIbHOCTH




Tema 1.3 HopmaTtuBHO-IIpaBoBas
Oaza JIOKYMEHTHUPOBAHHUS
yIpaBJIEHYECKOH IS TEbHOCTH

Tema 14 CucreMnl
JIOKYMEHTAIUU

Pa3zgen 2. OcHoBHBIE BHALI U
CHCTEMBI yIpaBJieH4eCKOM
AOKYMEHTAIlUM M TpaBWJja ee
opopMmieHus

16

16

Tema 2.1 bmankum wu cocTaB
PEKBU3UTOB YIPABICHUECKUX
JOKYMEHTOB W  TpaBWjia HUX
0 OpMIICHUSI.

Tema 2.2 OcobeHHoOCTH
Oo(OpMIICHHST OpraHU3aAIMOHHBIX
JIOKYMEHTOB

Tema 2.3 OcobenHoctu
o(OpMIICHHS PACIIOPSIUTEIBHBIX
JIOKYMEHTOB

IIpakTuyeckoe 3anmsitue Ne 1.
Odopmnenue PEKBU3HUTOB
OpraHU3aIMOHHO-
pacnopsaIuTEIbHON
JIOKYMEHTaIluu

IIpakTuyeckoe 3ansitue Ne 2.
HenoBass wurpa «Co3maii cBoe
npeanpustTue»CocTaBlIeHUEe u
oopMIIeHHE OpTraHU3AIOHHON
JIOKYMEHTAIUU

IIpakTuyeckoe 3ansitue Ne 3.
CocraBnenue U  opopmileHHUE
npukKaza 00 Y4YeTHOM IOJIUTUKE
OPEIPUSATHSL.

Tema 2.4 OcobeHHocTH
odopMIIeHHUS CIPaBOYHO-
MH(OPMaLMOHHBIX TJOKYMEHTOB

IIpakTuyeckoe 3ansitue Ne 4.
CocraBnenue u  odopmieHHE
CHPaBOYHO-MH(POPMALMOHHBIX
JIOKYMEHTOB

Paznen 3. CayxeOHas u
JeJ10Basi KOPPeCHOH/IeHIHA

10

10

Tema 3.1 [Iucemennas
KOPPECTIOHICHITUS

Tema 3.2 Koppecnonnenuus,
nepeaaBaeMast o Ka”aJlaM
AJIEKTPOCBSI3U

Tema 33 Buner n
Pa3HOBUJHOCTH CIYXKEOHBIX U
JIEJIOBBIX ITUCEM

IIpakTnyeckoe 3ansitue Ne 5
CocraBnenue u  odopmieHue
JICJIOBBIX MTUCEM




KonTposbHoe 3ansaTme Ne 1.
HenoBas wurpa «Co3maii  cBoe
npeanpusTie» (2-3 sramnsl)

Pazpen 4 Opranuzanus
TeKyLen padoThI c
JAOKYMEHTaMH

Tema 4.1
JIOKYMEHTOO0O0pOTa

Opranuzanus

Tema 4.2 Peructpauus u
KOHTPOJIb UCIIOJIHEHUS
JIOKYMEHTOB

Tema 4.3 OpraHuzallMOHHOE
IIOCTPOEHHUE CILYKOBI
JOKYMEHTAI[UOHHOTO
o0ecrieueHnsl ypaBiIeHUs

Pa3nen 5. Ocob0eHHOCTH
OpraHu3anuu JOKAJILHBIX
cucTeM padoThl ¢ JOKYMEHTAMHU

20

20

12

Tema 5.1 Opranu3zanus padoThI C
oOpallleHUsSIMU TPAXKJIAH

Tema 5.2 JlokyMeHTHpOBaHHE
paboThI ¢ IEPCOHAIIOM

Tema 5.3 JlokymeHTHpOBaHUE
ydeTa U OTYETHOCTH 110 KaJapam

IIpakTuyeckoe 3ansitue Ne 6.
Odopmnenne  mpuKa3oB 1O
JUYHOMY COCTaBY.

IIpakTuyeckoe 3amsitue Ne 7.
Odopmnenue TPYZOBOTO
JIOTOBOpA, MpHKa3a 0 MpueMe Ha
paboty, odopmiieHne TpPyHOBOM
KHHNXKXKH.

IIpakTnyeckoe 3ansitue Ne 8.
CocraBnenue u  odopmieHHE
JIOKYMEHTOB I0 y4yeTy pabouero
BPEMEHH IepPCOHANA

Tema 5.4 Opranuzanus paOoTbI
c JIOTOBOPHO-ITPAaBOBOM
JIOKYMEHTalHen

Tema 5.5 IlpaBuia opopmieHus
PETEH3UOHHBIX TIUCEM.
DopMyIsip MCKOBOTO 3asiBICHUS,
TpeOOBaHUs K ero 0(OopMIICHHIO

IIpakTuyeckoe 3anmsitue Ne 9.
CocraBnenue u  odopmieHue
JIOTOBOPHOM JIOKYMEHTAIlUH

Tema 5.6 Opranuzarust paboTHI ¢
KOH(UICHINATEHBIMH
JOKYMEHTaMU

Pa3nen 6. Opranmn3anus
ONEPATUBHOTO W APXHUBHOIO
XpPaHeHUsl JOKYMEHTOB

Tema 6.1 Homenknatypa aen.




Tema 6.2 [TonroroBka u mOPsAI0K
niepeayun el B apXHB.

Tema 6.3 PasnoBugnoctn
nH(}pOpPMaAITMOHHBIX chcreM |, 5
YIPaBJICHUS JOKYMEHTAI[MOHHOTO
obecreueHus MPeTPUSITUS

KonTposbHoe 3ansaTme Ne 2.
3anmTa TPYIIOBBIX IPOEKTOB.
3aK/IFOYUTEIbHBIA 3Tall JIEJIOBOM | 2 2
UTPBI «Co3pnait CBOE
PEANPUITHEY

JunddepenunpoBannblii 3a4eT 2 2

Hroro: 12 12

48

18

4

3 YCJOBUS PEAJIM3AIIMA YUEBHOM JUCHUTLIUHBI

3.1 TpeGoBaHusT K MHHUMAJIbHOMY MATEPHAJIbHO-TEXHHYECKOMY U

y‘lCﬁHO-MeTOIIH‘{eCKOMy o0ecre4YeHn10

Peanuzanus yuyeOHOM NUCHMIUIMHBI TpeOyeT Haluyus y4eOHOro kabuHeTa

O9KOHOMHNYCCKHX JUCHUITIINH n J'Ia60paT0pI/II/I

«adpopmatuku  u

HH(POPMAITMOHHBIX TEXHOJIOTUH B MPO()EeCCHOHATBHOMN IEATEILHOCTH.
OcHoBHOE 000py/IOBaHHE, KOMIIBIOTEPHAS
IporpaMMHOE o0ecIieueHre, 00eCIIeUnBaloIIee MPOBEICHUE BCEX BUJIOB 3aHATHIA:
KabuneTr sKOHOMUYECKUX TUCITUTLIINH

1) [TepeHocHOM TTPOEKTOP,

2) Kommrstotep,

3) Brixon B MHTEpHET,

4) [IporpamMmMHoOe obecrieueHue:

— Windows XP Professional,

— MS Office,

— 7-Zip.

5) Harnsmasie cpenctsa oOydeHus:

— IUIAKTUYECKUN MaTepual

JlabopaTopus «adopmatukn U UHPOPMAITMOHHBIX

poeCCHOHAIILHON JEITSIIBHOCTH

1) [Tpoekrop,

2) Kommstorep,

3) Brixon B MHTEpHET,

4) [IporpamMmMHOe oOecrieueHue:
O Windows7,

[ MSOffice,

O Photoshop

O CorelDraw

O 7-Zip.

Harmsinaeie cpenctBa 00yueHus:
- TUJAKTUYECKUN MaTepual,
- CpEICTBA KOHTPOJIS.

TCXHHUKA,

YCTAHOBJICHHOC

TEXHOJIOTUHA B




3.2 UndopmannonHoe odecnevyeHne 00yueHust

OcHoBHasi iuTEpaTypa

1. IyBanoBa, H. H. JlokymeHTaumoHHOEe oOO€cCleUYEeHUE YIPABICHUS :
YU4E€OHUK M MPAKTHKYM AJis1 cpefHero mpodeccuonansHoro obpasosanus / H. H.
lyBanoBa. — 2-e uza. — Mocksa : MU3natensctBo FOpaiit, 2020. — 265 ¢. —
(ITpodeccuonanpuoe obpazoBanue). — ISBN 978-5-534-00088-7. — Tekcr :
anextporHbii // DBC FOpaiir [caiiT]. — URL: https://urait.ru/bcode/451067

2. KysmenoB, M. H. JlokyMeHTallMOHHOE OOECIICUYCHUE YIPABICHUS.
JIOKyMEHTOOOOPOT U JIEIOMPOU3BOJCTBO : YUYCOHUK M MPAKTHKYM IS CPEIHETrO
npodeccuonanbHoro odpazopanus / M. H. Ky3nenoB. — 3-e u3z., nepepad. u J01I.
— Mocksa : MzpatensctBo HOpaiit, 2020. — 462 c. — (Ilpodeccronanshoe
oOpazoBanue). — ISBN 978-5-534-04604-5. — Tekct : anexrponnbit // DbC
FOpaiir [caiiT]. — URL: https://urait.ru/bcode/451242

JlonoJTHUTeIbHAS JIUTepaTypa

l.bacakoB M. W. JlenonpousBoAcTBO [/lokyMeHTanmoHHOE OOecIeueHue
ynpasinenus| [Texcr] : yueOnuk / M. U. Bacakos, O. U. 3ambiukoBa. — P/aa/l:
®denukc, 2017

2.Ky3nenos, . H. [lenonpousBoAcTBO: yueOHO-cripaBoyHOE nocodue / 1. H.
Ky3uenos. —-M., 2013

3.Kopnees, U. K. JlokymeHTanimoHHOE 0O€CI€UeHHUE yIPaBICHUS | yUeOHUK
U MPaKTUKYM i cpenHero npodeccuonanbHoro obpazosanus / Y. K. Kophees,
A. B. ITmenko, B. A. MamypueB. — 2-e uzn., nepepad. u mon. — Mocksa :
M3narenscTBo IOpaiit, 2020. — 384 ¢. — (IlpodeccnonanpHoe oOpazoBaHue). —
ISBN 978-5-534-05022-6. — Texkcrt : anekrponHsiii / ObC FOpaiitr [caiiT]. —
URL.: https://urait.ru/bcode/453688

4 KOHTPOJb M OILEHKA PE3VJLTATOB OCBOEHUS
YYEBHOM TUCHUTIIMHBI

4.1 ®opMbI U METOJbI KOHTPOJISI M OLIEHKH Pe3yJabTATOB 00y4eHH s

Pesynbratel  00y4eHMsI pPACKpBIBAIOTCS Ye€pe3 YCBOCHHBIE 3HAHMA,
npUOOpETeHHBIE OOYYaIOIMMUMUCS YMEHHUS, CPOPMUPOBAHHBIE KOMITCTEHIIUU.
PesynpTaTel 00ydeHHsT COOTHECeHBI cO 3HaHWsAMU u ymeHusMu DOI'OC 1o
CHELMANBHOCTU. J[Js1 KOHTPOJS M OLEHKH pEe3yJIbTaToB OOyuYeHHUs BblOpaHbl
dbopMbl M METOABI C Yy4eTOM cheuu@ukd oOydeHHs TO MporpaMMe JaHHOU
JUCUUTUTUHBI.

Pe3yabTarnl 00yyeHus ®opMbI U METOAbI
(ocBOEHHBIE YMEHHUS1, YCBOCHHbIE 3HAHUA, GopMupyeMble KOHTPOJISA M OLIEHKH
KOMIICTCHIIHH) pe3yJbTaToB 00y4eHHs
YMEHHUA: Bxoonoit konmponys:
— IpPUHUMATh NPOM3BOJBHBIE IE€PBUYHBIE OyXrajaTepcKue —  TECTHPOBAaHHE
JOKYMEHTBI, paccMaTpUBaEMBbIE KaK nceMeHHoe | TeKywuii Konmpoin:




JIOKa3aTelIbCTBO COBEPLICHUS XO35AMCTBEHHOW OIEpAlMU WIH
HOJTy4eHHUE pa3peleHus Ha ee mposeneHue (Yi);

— TNpUHUMATh MEPBUYHBIE OyXTraaTepcKUe JTOKYMEHTHl Ha
OyMa)KHOM HOCHUTEJE U (WIH) B BUJE AJIEKTPOHHOTO IOKYMEHTA,
HOAIMMCAHHOTO 3JIEKTPOHHOM NoAIHChIO (V2);

— IpOBEpPATh HAJIWYUME B  IPOU3BOJBHBIX  IEPBUYHBIX
OyXTalTepCKUX JOKyMEHTaX 00s3aTeIbHBIX PEKBU3HUTOB (Y3);

— HIPOBOJIUTH (HOPMAIBHYIO IIPOBEPKY TIOKYMEHTOB, IIPOBEPKY
0 CYLIECTBY, apU(PMETHUECKYIO MPOBEPKY (V4);

— TpPOBOJIUTH TPYNIHUPOBKY TEPBUYHBIX  OYXTalTEPCKUX
JOKYMEHTOB I10 Psily Npu3HAKoOB (Vs);
— NPOBOAUTb TAKCHUPOBKY U  KOHTUPOBKY IIE€PBUYHBIX

Oyxrantepckux 10KyMeHTOB (Ve);

— OpraHM30BBIBaTh JOKYMEHTO000pPOT (Y7);

— pasoupartbcs B HoMeHKIarype aen (Ys);

— 3aHOCUTH JAHHBIE IO CrPYNIHUPOBAHHBIM JOKYMEHTaM B
peructpel Oyxranrepckoro yuera (Yo);

— TepeAaBaTh MEPBHYHBIE OyXTalTepCKue IOKYMEHTHI B
TeKymi Oyxranrepckuii apxus (Y1o);

— IepenaBaTh MEpBUYHBbIE OyXTralTepcKUe JOKYMEHTHI B
MOCTOSIHHBIM apXWB 1O HCTEYCHHHM YCTAaHOBIEHHOTO CpOKa
xpanenus (Y1i1);

— HCIIPaBISATH
nokymenTtax (Yi2);

3HAHMSA:

— obOmue TpeboBaHHs K OyXraiarepckoMy ydeTy B YacTH
JOKYMEHTUPOBAHHUSI BCEX XO3AMCTBEHHBIX JIEUCTBUM U ONEpaLIUi
(31);

— TMOHATHE MEPBUYHOI OyXrantepckoil nokymenTanuu (32);

— OIpe/eICHUE MEPBUYHBIX OyXTalTePCKUX JTOKYMEHTOB (33);

— (opmbl  NEpBUYHBIX  OYXTaNTepCKUX  JIOKYMEHTOB,
CoJZIep KalINX 00s3aTebHbIE PEKBH3UTHI MEPBUYHOTO YYETHOTO
nokymenTa (34);

— TIOPSIOK MTPOBEICHUS MPOBEPKU NIEPBUYHBIX OYXTalITEPCKUX
JTOKYMEHTOB, ()OPMaIIbHON MPOBEPKHU JOKYMEHTOB, IIPOBEPKH I10
CYILIECTBY, apupMeTHIecKoi npoBepkH (3s);

OIIIMOKHU B IICPBHUYHBIX 6}’Xl"aJ'ITCpCKI/IX

— MNPUHIUNBI W NPU3HAKU  TPYNNUPOBKU  MEPBUYHBIX
OyXTanTepcKkux I0KyMeHTOB (36);
— MOpPSIIOK  TNPOBEACHHUS  TAKCUPOBKM W KOHTHUPOBKH

NEPBUYHBIX OYXTraaTepCcKUX JOKYMEHTOB (37);

— TMOPSIIOK COCTaBJIEHUSI PETUCTPOB OYyXTalTepcKOro yuera
(38);

— MpaBWIa M CPOKM XpaHEHUS MEPBUYHON Oyxraiarepckoit
nokyMeHTaruu (39);

oomme komnerenuuu (nanee OK):

OK 1 BriOupats crioco0b! pelieHus 3aaa4 npodeccruoHaibHON
JESATENIbHOCTH IPUMEHUTEIBHO K

pa3IMYHbIM KOHTEKCTaM;

OK 2 OcyuecTBisiTh MOUCK, aHAIW3 W HWHTEPHPETALNIO
nH(popManuy, HeOOXOAUMOM /1JIs1 BBITIOJHEHUS

3a1a4 IpogeCcCHOHATIBHOMN 1S TebHOCTH;

OK 3 [IlnanupoBarb M  peajn30BbIBAThH
po(eCCHOHATTLHOE M IMYHOCTHOE Pa3BUTHE;

COOCTBEHHOE

— aHaum3 OTBETOB
oOyuatomuxcst  (YCTHBIX,
MMUCHMEHHBIX )

— penieHue
CUTYaIMOHHBIX u
PAKTHKO-
OPUEHTUPOBAHHBIX 33134

— 3ammura
Mpe3eHTalnI

— IOJArOTOBKA u
3aIuTa COOOIIEHHI,
JIOKJIa7IOB,

— IOJArOTOBKA K
JTUCKYCCHUSIM, KPYTJIBIM
CTOJIaM

— HaOmoAcHHE 3a
oOyyJaronmMucs B
npoiiecce yueOHOI

JACATCIIBHOCTH, B T.4. BO

BpeMsi aKTHBHBIX (opm
OpTraHU3aIuN
00pa3oBaTeILHOTO
npoiecca (muckyccui,

KPYTJIBIX CTOJIOB U TIp.)
Pyoesrcnolit KOHmpons:
— JenoBas Urpa
Hmozoewtii Konmponw:

— TECTUPOBAHHUE




OK 4 Paborath B KOJUIEKTHBE U KOoMaHIe, 3((HEeKTUBHO
B3aMMO/ICIICTBOBATD C KOJIJIETaMU,

PYKOBOJCTBOM, KJIMEHTAMHY,;

OK 5 OcyiiecTBisiTh YCTHYIO U TUCbMEHHYIO KOMMYHHKAIIHIO
Ha rOCyJIapCTBEHHOM s13bIKe Poccuiickoi

Qenepallii ¢ Y4eToM OCOOEHHOCTEH COLHUAIbHOIO U
KYJIbTYPHOI'O KOHTEKCTA;

OK 9 MWcnons3oBath HWH(MOPMAIMOHHBICE TEXHOJIOTHH B
npodeccHoHaABHOM IeATEIBHOCTH;

OK 10 TTonp3oBaThcs podeCcCHOHATBHON JOKYMEHTAIIUEH Ha
roCy/1apCTBEHHOM U MHOCTPAHHOM SI3bIKaX;

npogeccnonanbubie komnerenunu (nanee [1K):

1K 1.1. O6pabaTsiBaTh IEPBUYHBIEC OyXTaNTEpCKUE

JOKYMCHTBI

.2 KPUTEPUU OHEHKU

Kpurepuu oneHku tecra:

85-100% - «oTauHO»

70-84% - «xopom1o»

51-69% - «yI0BIETBOPUTETHHOY
MeHee 50% - «HEeyIOBIETBOPUTEIBHOY

Kpurtepuu olleHKH CUTYaALIMOHHOM 3a1a4u:

O1ieHKa «OTJIMYHOY» CTAaBUTCS B TOM CJIy4dae, €CJIU CTYJICHT:

- cBOOOJHO TMPUMEHSET TIOJYYEHHBIC 3HAHUS TIPH  BBITIOJHCHUH
MPAKTUYECKUX 3a/IaHUM;

- BBITIOJIHWI PpabOTy B TOJHOM OOBEME C COOIIOJCHHEM HEOOXOIUMOM
MOCJIEAOBATEIIbHOCTH JICHCTBUI;

- B IIMCBMEHHOM OTYETe 10 paboTe MPaBHIIBHO U aKKYPATHO BBITIOJTHEHBI BCE
3alIlHCH;

- NpU OTBETaX HA KOHTPOJIbHBIE BOIMPOCHI MNPABWIBHO MOHUMAET MX
CYIIIHOCTh, JA€T TOYHOE OMNPEIECICHHE M HCTOJKOBAHME OCHOBHBIX IOHSTHUH,
HCMOJIB3YET CIENUAIBHYI) TEPMHUHOJOTHIO JTUCHUIUIMHBI, HE 3aTPYIHSETCA IPHU
OTBETaxX Ha BUJIOM3MEHEHHBIE BOITPOCHI, COMPOBOXKAAET OTBET IIPUMEPAMHU.

O1neHKa «XOpOII0» CTaBUTCS, €CIIN:

- BBITIOJIHEHBI TPEOOBAaHUSI K OIEHKE «OTJIMYHO», HO AOMYIIEHbl 2 — 3
HEJ04YeTa MpU BBINOJIHEHUU MPAKTUYECKUX 3aJaHUM U CTYIAEHT MOXET HuX
HCIIPABUTh CAMOCTOSITEILHO HJIN IIPU HEOOJIBIION ITOMOIIM TPETIO1aBaTes;

- B IUCbMEHHOM OTHYETE IO padoTe JiejlaeT He3HAYNTEIbHbBIC OIIMOKH;

- IPY OTBETAX HA KOHTPOJIHHBIC BOIIPOCHI HE JOMYCKAET CEPhE3HBIX OIMUOOK,
JIETKO YCTPAaHSAET OTAEIbHbIE HETOYHOCTH, HO 3aTPYIHSETCS B NPUMEHEHUH
3HAHUU B HOBOW CUTYyallH, IPUBEACHUN IPUMEPOB.

O1ieHKa «yJI0BJIIETBOPUTEIIBHO» CTABUTCS, €CIIN:

- MpaKTU4YecKasi paboTa BHIMOJIHEHA HE TTOJIHOCTHIO, HO 00bEM BBITIOJTHEHHOM
YaCTH MO3BOJISIET MOJIYUYUTh TPABUIILHBIC PE3YJILTATHI U BHIBOJbI,

- B XOJI€ BBINMOJHEHUS PAOOTHl CTYJAEHT MPOJEMOHCTPUPOBAT cllaldble
MPAKTUYECKHUE HABBIKW, ObLUIN JOMYIICHBI OITUOKH;




- CTYJIEHT yMEeT MPUMEHATH MOJIyYeHHbIC 3HAHUS MPU PEUICHUU MPOCTHIX
3aJ1a4 110 TOTOBOMY QJITOPUTMY;

- B TUCbMEHHOM OTYETE 10 paboTe NOMYIICHbI OINOKH;

- TpW OTBETaX Ha KOHTPOJBHBIC BOMPOCH MPABUIBLHO TMOHUMAET WX
CYITHOCTh, HO B OTBETE MMEIOTCSI OTACIIbHBIC MPOOETHI U MPU CAMOCTOSTEIHLHOM
BOCIIPOM3BEJICHUU MaTepraia TpeOyeT OMONHHUTEIBHBIX W YTOUHSIOIIMX
BOIIPOCOB TTPETIO1aBaATEIIS.

OneHka «HEyI0BIETBOPUTEIIBHOY» CTABUTCS, €CIIH:

- MpakThyeckas paboTa BBINOJHEHA HE MOJHOCTHIO U 00BEM BBITIOJHEHHOMN
paboThI HE TIO3BOJISIET CAENIATh MPABWIBHBIX BHIBOJOB, Y CTYJIEHTa UMEIOTCS JIUIIIb
OTJIeJIbHBIEC MIPEICTABICHHS 00 U3YYEHHOM Marepuase, OoJbllas YacTh MaTepuana
HE YCBOCHA;

- B MUCBbMEHHOM OTYeTe IO paboTe AOMYIIEeHbI TPyOble OMMOKHU, JIHOO OH
BOOOIIIE OTCYTCTBYET;

- Ha KOHTPOJIBHBIE BOIMPOCHI CTYJECHT HE MOXKET JaTh OTBETOB, TaK KaK HE
OBJIaJIe]T OCHOBHBIMH 3HAHWSIMH W YMEHUSMH B COOTBETCTBUH C TPEOOBAHUSIMH
MIPOTPAMMBI.

Kpurepuu oueHKH yCTHOIO 0TBETA:

«OTIIMYHO» — JIaH ITOJIHBIM, Pa3BEPHYTHIM OTBET HA MOCTABJIEHHBIA BOMIPOC,
[IOKa3aHa COBOKYIHOCTb OCO3HAHHBIX 3HaHUIl 00 00BEKTE, MPOSBISIOMIAACS B
CBOOO/IHOM ONEPUPOBAHUM MOHATHUAMH, YMEHUHU BBIACIUTH CYIIECTBEHHbIE U
HECYLIECTBEHHbIE €r0 MPHU3HAKW, NMPUYMHHO-CIIECICTBEHHbIE CBSI3U. MOTYT OBITH
JONYIIEHbl HENOYETbl B OIPEACICHUWM IOHSATUH, HCIPABICHHBIE CTYIEHTOM
CaMOCTOSTEIIBHO B IIPOLIECCE OTBETA.

«XOpOLIO» — JTaH MOJIHBIM, PAa3BEPHYTHIM OTBET HA MOCTABJICHHBIN BOIPOC,
NOKa3aHa COBOKYNMHOCTb OCO3HAaHHBIX 3HaHMM 00 0O0BeKTe, J0Ka3aTeNbHO
PACKpBITBl OCHOBHBIE TIOJIOKEHHSI TEMBI; B OTBETE MPOCIEKUBACTCA YETKas
CTPYKTypa, JIOTHYECKas  IOCIEAOBATEIbHOCTh,  OTpaXkaromas  CyLIIHOCTb
pPacKpbhIBa€MbIX TMOHATUN, TEOPUi, sIBICHHI. MOryT ObITh JOMYUIEHBl HEIOYETHI
WIM HE3HAYUTENbHbIE OIIMOKH, HWCIPABIEHHBIE CTYAEHTOM C [OMOIIbIO
IIPENOAABATEIIS.

«YIOBJIETBOPUTEIIBHO» — JaH ITOJIHBIM, HO HEJIOCTaTOYHO
IIOCJIEA0BATENbHBI OTBET HA IIOCTABJICHHBIA BOIPOC, HO IIPU 3TOM IIOKAa3aHO
YMEHHE BBIIEINTHh CYLIECTBEHHBIE M HECYLIECTBEHHBIC NPU3HAKA W IPUYUHHO-
ClIeICTBEHHBbIE CBsI3U. OTBET JIOTUUYEH U U3JIOKEH B TEPMUHAX HayKd. MoryT ObITh
JOTyIIeHbl 1-2 ommOKU B ONpPENEICHUH OCHOBHBIX MOHSTHH, KOTOpPBHIE CTYIEHT
3aTPYAHSAETCS UCIIPABUTH CAMOCTOSITEIIBHO.

«HEYJIOBJIETBOPUTENIBHO» — JaH HEAOCTATOYHO IIOJHBIM M HEAOCTATOYHO
pa3BepHyTBIM OTBeT. JlorMka # IOCIENOBATENBHOCTh H3JI0KEHUS HMEIOT
HapywieHus. JlonymieHsl OIMOKM B PACKPBITUM TOHSATUH, YHNOTPEOJIECHUU
TepMUHOB. CTYJEHT HE CIOCOOEH CaMOCTOATENbHO BBIACIUTHh CYLIECTBEHHbIE U
HECYLIECTBEHHBIE NPU3HAKU W MPUYMHHO-CIEACTBEHHBIE CBA3U. CTYIEHT MOMKET
KOHKPETU3UPOBATh OOOOLIEHHBIE 3HAHUA, JOKa3aB Ha MpPHUMEpPax UX OCHOBHBIE
IIOJIO’KEHUSI TOJBKO C MOMOIIbIO NpenojaBatens. PeueBoe oopmiienue tpedyer
IIOIPABOK, KOPPEKIIHMH.



KpuTtepun oieHKH KPYIJo0ro croJia:

No Kpurepuii(makc.) OaJIbI
1 [TonHoTa M3n0XeHus Borpoca. CaMOCTOSITENBHOCTD U3JIOAKEHUS 1
9 ApPTryMEHTHPOBAaHHOCTH U JI0KA3aTeILHOCTh OCHOBHBIX TTOJIOKEHUH 1

Bompoca (TemMbl). KauecTBO OTBETOB Ha TOTIOJTHUTEIHHBIC BOIIPOCHI
3 Hanuawne, kauecTBO 1 aJIeKBAaTHOCTD MPAKTUYECKUX TTPUMEPOB U 1
(WK) WILUTIOCTPATUBHOTO MaTepualia
MeTtoaudeckasi TpaMOTHOCTh YCTHOTO OTBETA: - JIOTHUECKasI
4 MIOCTIEIOBATEIHPHOCTD - MPaBUIIBHOCTH MPOU3HOIICHUSI TEPMUHOB, 1
dbamunuit 1 T.1. - GUKCUPOBAHUE Ha JOCKE cxeM, (pamunii, hopmyn
U T.0.
5 YMeHure fenath BBIBOIbI, BRITEKAIOIINE U3 BOIIPOCca (TEMBI) U 1
PE3IOMHPYIOIINE OCHOBHBIE MOJIOKEHHS MaTepHraia
Hroro 5

Onenka 5 — 5 6ayuoB
Onenka 4 — 4 6auta
Onenka 3 — 3 6ayuta
Orenka 2 — MeHee 2 0aIoB

Kpurtepuu olleHKH 1eJ10BOH UI'PbI:

OLEHKY «OTINYHO» PEKOMEHAYETCS BBICTABIAT,
ecJii 00yJarolyecs B MOJHOM 00beMe YCBOUITU
MPOTrpaMMHBIN MaTepuai, MPUHUMAIN aKTHBHOE
y4acTHe B JIETIOBOM UTpe, COOTIOAAN PETJIaMEHT

BBICTYIINICHUWA, ITPABUJIbHO BBIABUIIN, NUCUHCPIILIBAIOIIC «OTINYHO»

pacKpbUId MPoOJIEMY, 3aJI0KEHHYIO B CLIOPHOM
CUTYalllH, BbIpabOTaIN TOYHOE, 00OCHOBAHHOE
pElIeHNe CIIOPHOTO BOMPOCa, a TAKXKE MPABUIIBHO U
MOJIHO OPOPMUIIH TIPOLECCYATbHYIO TOKYMEHTAIUIO.

OLEHKY «XOpOIII0» PEKOMEHIYETCS BBICTABIIATH, €CIIH
oOy4aronrecs: MpaBMWIbHO, TIO CYIIECTBY H
MOCJIEIOBATENBHO U3JI0KUIIN B BBICTYIUUIEHUH 3TAIlbl
JIEJIOBOW UTPBI, YCBOWIIM OCHOBHBIE YMEHUS U
HaBBIKH, HE JOMYCTWIN CYIIECTBEHHBIX OIIMOOK U
HETOYHOCTEH.

«Xopouro»

OI1ICHKY «yJIOBJICTBOPUTEIHLHO» PEKOMEHIYETCS
BBICTABJIATh, €CJIM 00yUYaAIONIUECs HE MPOSIBIIIH
JIOCTaTOYHOW aKTHBHOCTH TIPU BBICTYIUICHUH U
COAEP>KAaHUE CIOPHOM CUTYAIIUU WU3J10KUIU
MMOBEPXHOCTHO, 0€3 TOIHKHOTO 00OCHOBAHMUS,

«Y IOBIIETBOPUTEIBLHO»




AO0IMYCTHUJIM HCTOYHOCTHU U OHII/I6KI/I, HEAOCTAaTOYHO

npaBuiIbHbIE 0()OPMUIIU MPOLIECCYATBLHYIO

AJOKYMCHTAIINIO, HAPYIIUJIN ITOCIICAOBATCIbHOCTDL B

H3JIOKCHUU MaTCpHaid, a TAKXKC PCIIIaMCHT
BBICTYILJICHUA.

OlLIeHKY «HEYIOBIETBOPUTEIBHO» PEKOMEHIyEeTCS
BBICTABJISITh, €CJIM O0OyYarolUecs: IPU BBICTYTUICHUU
JIOTYCTUJIU CYIIIECTBEHHbIE OIUOKH, HE CMOTJIN
MpaBUILHO 0OOCHOBATH MPOOJIEMY, 3AI0KEHHYIO B
CIIOPHOM CUTyalluu, BEIpAOOTaTh OKOHYATEIHHOE
pelieHue, He COOTI0AANN PETJIAMEHT BBICTYILIICHUS

HJIX OTKA3aJIHUCh IIPUHUMATDb YHaCTHUC.

((HGYI[OBJ'ICTBOPI/ITCJILHO»

Kpurepuu onieHKH npe3eHTanum:

No 0 6anoB 1 Gamn 2 Oamna
1. | UapopmaruBHoc | MHpOopManus He | Uadopmarmus no | Uudopmanus
Th COOTBETCTBYET npoOieme M0 3asBJICHHOU
0003HAaYEHHON TeMe | U3JI0KEHA He | mpobiieme
UCCJIEIOBAHHUS. B | moaHOCTBIO WM | U3JI0KEHA
TEKCTE C U30BITKOM, | IOJHO U YETKO.
IIPUCYTCTBYIOT IPUCYTCTBYIOT OTcyTCTBYIOT
CEpbE3HBIE HECKOJIBKO dakTuyeckue
dakTrueckue HE3HAUUTETBHBIX | OIIMOKH.
OLUIMOKHU HEJI0YETOB OtcyrcTByeT
U30BITOK
uHdopMaIuu
2. | Au3aitn [Ipe3enTanus Nwmerores DddexTor
U300MITyeT HECOOTBETCTBUSL | CIOCOOCTBYIOT
MYJIbTUMEINA- MEXIy CTHJIEM | aKUEHTUPOBAHU
b dexTamu, opopMieHUsT U |10  BHUMAaHUA,
HECOOTBETCTBYIOIIM | HMH(POPMAIIMOHHBI | CTUIIb
MU COJIEP’KAHUIO | M coJiep:KaHueM | opopmiieHus
clIauJioB, TEKCT He€ | ciaaiga MpE3EHTALIUA
YUTAEM COOTBETCTBYET
COJIEP KAHUIO
NIPE3EHTAlUd U
CIIOCOOCTBYET
HauOoJee
MOJIHOMY
BOCITPUSITHIO
uHpopmaumn
3. | [lorumanue B mpesenranuum He | Hemocratouno B npesenTaunu
JIOTUKHA OTPaXKEHbl  JIOTMKA | YETKO YETKO
UCCJIEI0BAHUS UCCJIEIOBaHMsI, 11€J1b, | 0003HAUEHBIIIENb | 0003HAUEHBI

npoOiema, XOJT

, IipobJiema, Xoj,

11eJ1h, IpodIeMa




UCCIICOBAHUS,  HE | UCCIIEOBAHMS u X0J1
MPUBEJICHBl BBIBOJIbI UCCIIEIOBAHMUS.
yyqauerocs IIpuBenensl
JTAKOHUYHBIE,
€MKHE BBIBOJIbI
y4Jarerocs,
BBIJICTIEH  €r0
JIMYHBIN BKJIAJ]
B pa3paboTKy
3asBJICHHOMN
po0JIeMbl
4. | AKTyanbHOCTb Hccnenoanue Hccnenoanue O6ocHoBaHa
HEaKTyaJIbHO, B | HE sBISIETCS B | aKTYaJIbHOCTD
Mpe3eHTaIuU HE | TOJTHOM Mepe | ucclieIoBaHus.
OTPaXEHBI 00JacTH | akTyalibHbIM 18 | [loka3aHbl
MPUMEHEHUS JTAHHOTO MEePCIIEKTUBbI
pEe3yJIbTaTOB y4YCHUKA. MPAKTUYECKOTO
HCCIIEIOBAHUS [Tokazanbl MPUMEHECHUS
peanbHbIe pE3yIbTaTOB
MIEPCIIEKTUBBI HCCIIETOBAHUS
MPAKTUYECKOTO
MIPUMEHEHUS
pPE3YyIBTAaTOB
MCCIICTOBAHMS
5. | I'nmyOuna Paborta BbimonHena | Pabora [IpoBenén
Ha 0aze | 0asupyercst  Ha | TNIyOOKHUA u
yCTapeBIIUX, YCTOSIBILIUXCS JeTaabHbIN
HEBEPHBIX WU | KOHIICTIHUSX, aHaju3
HEMPOBEPEHHBIX Ha001aeTCs npobiembl. B
Marepuaiax HE3HAUUTETBHBIN | paboTe
pa3pbIiB HCIIOJIb30BaHbI
MOJIOKEHUN MaTepUanbl
UCCIIEIOBAHUSI C | COBPEMEHHBIX
COBPEMEHHBIMHM | HCCJIEIOBAaHUM
MIPEJACTABICHUSM | TI0 MpoOIeMe
u

Ot 9 no 10 GanoB — oleHKa 5 (OTIAUYHO)
Ot 7 no 8 6anoB — o1ieHKa 4 (X0Opo1Io)
Ot 5 10 6 6an0B — o1ieHKa 3 (YAOBJIETBOPUTEIHHO)

4 0anIoB U MEeHee — OlleHKa 2 (HEeYyAOBJIETBOPUTENIHHO)

Kpurepuu oueHku 1oxkaaga:
O1eHKH BBICTABIIIOTCS TIO 5S-0aIbHOM TIKAJIE MO KKIOMY U3 KPUTEPUEB.
1. AKTyanbHOCTb TEMBI;
2. CaMOCTOSTENbHOCTD CYXKICHH, OIICHOK U BBIBOJIOB, UX OOBEKTUBHOCTD;




3. CoOoTBETCTBHE BBIBOJIOB C TMOCTAaBICHHBIMU IEJISIMU M 3aJadyaMu
UCCJIEI0BAHNUS;

Hanuune WitrocTpallMOHHOTO MaTepuana;

AHanu3 HCTOYHUKOB JIUTEPATYPHL;

SICHOCTB, TAKOHUYHOCTh CTHJIS U3JIOKEHUSI MaTEpHalIa;

YMeHune oTBe4YaTh Ha BOIPOCHI S3KCIIEPTOB.

No ok

Ot 31 o 35 6amioB — oreHka 5 (OTJIMYHO)

Ot 23 no 30 6amioB — olieHka 4 (Xopotiio)

Ot 15 1o 22 6amnoB — onieHka 3 (y10BICTBOPUTEIHHO)
14 GanmnoB 1 MeHee — o1leHKa 2 (HeYA0BICTBOPHUTEIHHO)



