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1. Ilean ocBoeHHSI AUCHHUILINHDI

Lensimu npenogaBaHust AMCUUIIINHBI ««CHcTeMa BHYTPEHHETO U BHEITHETO JI€JI0BOTO
JOKYMEHTO000pOoTa B IU(PPOBOI IKOHOMHUKE» SIBIISTFOTCSI:

- opmupoBaHue 1 pa3BUTHE KOMIETCHIINN, HEOOXOAMMBIX JIJIsl OPraHU3aluu U

OCYIIECTBIICHUS JICATEIHHOCTH TI0 YIIPABICHHUIO TOKYMEHTAIMEH C y4€TOM BO3MOXKHOCTEH UPPOBOIA
SKOHOMUKH;

- OCBOCHHE HE00XOIMMOr0 MaTepHaia O 3aKOHOJATEIbHONW U HOPMATUBHO-METOUYECKON Oa3e
BHEUIHET0 ¥ BHYTPEHHETO JIeJIOBOT0 JTOKYMEHTOO00pOTa B IU(PPOBOI SKOHOMUKE;

- 3HAKOMCTBO C (PYHKIIMOHAJIBHBIMU BO3MOXKHOCTSMU COBPEMEHHBIX CUCTEM 3JIEKTPOHHOTO
JOKYMEHTO000pOTa U UX MPEUMYILECTBAMU;

- MIOJy4Y€HHE MPAKTUYECKUX HABBIKOB MO JJOKYMEHTHPOBAHUSI OpPraHU3allMOHHO-TTPaBOBBIX,
pacopsSANTENbHBIX, HHPOPMAIIMOHHO-aHATTUTHYECKUX, CIIPABOYHBIX JOKYMEHTOB.

3. O61mas TpyA0eMKOCTh AUCLUHUIUIMHBI COCTABISAET 2 3a4ETHBIE €IMHUIIBI, /2 aKaJeMHUYECKIX YacoB.

2. Mecto aucuuiuinibl B ctpykrype OIl 6akanaBpuara
Hucnummmaa ««CrcTeMa BHYTPEHHETO M BHEIIHETO JIEJIOBOTO JOKYMEHTOOOOpOTa B HH(POBOIA
HSKOHOMHMKE)» OTHOCHUTCS K IUCLUUIUIMHAM IO BBIOOPY BapuaTuBHOMN yactu broka 1.
Jlist OCBOCHHMSI TaHHOHM JHCHIUIUIMHBI HEOOXOIUMBI «BXOIHBIC» 3HAHUS W YMCHHS IO CIICIYIOIIHM
TUCHUIUTMHAM: «YUYeTHO-aHAJIUTUYECKOe OOECIeUeHUEe YIpPAaBICHUS NESTEIBHOCTHIO OpraHU3alUuN,
«CoBpeMeHHbIe HH()OPMAIIMOHHBIC TEXHOJOTHH B IKOHOMHUKE», «H(POpPMAIIMOHHBIE TEXHOJOTUH B
00paboTKe BHEIIHUX JAHHBIX», «3ammTa HHQOpMaIi B KOMMEPUYECKHX OPraHU3aIHIX ).

YMeHHsT U HaBBIKH, MPUOOPETEHHBIE B IMPOILIECCE OCBOCHUS JAHHOW AUCIUIUIMHBI, OYIyT
MOJIE3HBl MPHU  JalbHEWIIEeM OOy4YeHMH, TIpU BBIIOJIHEHWH MM KYPCOBBIX U  BBITYCKHOM
KBIM(DUKAIIMOHHOW paboT, a TJIaBHOE B NajbHEHIIEH TpodeCcCHOHATBHON ACSITEILHOCTH CTYICHTA.

3. [lnanupyemble pe3yabTaThbl 00y4YeHHsS] MO JAUCIHUILUINHE, COOTHECEHHbIE C TUIAHHUPYEMBIMH
pesyabratamu ocBoenns OII 0akanaBpuara

IIponiecc wm3yueHHss JOUCHMIUIMHBI HampaBieH Ha (QOpPMHUPOBAHUE CJIEIYIOIIUX AJIEMEHTOB
koMmnetreHiui B coorBeTcTBuM ¢ ®I'OC BO, OIl BO u npuoOpereHus ciaeayroumx 3HaHUH, yMEHUH,
HAaBBIKOB U (WJIM) OMBITA 1€ATEIbHOCTH:

dopmupyemas NnaukaTop qocTu:keHust IlepeyeHb MUIAHUPYEMBIX Pe3yJabTATOB
KOMIeTeH U KOMIeTeHIuH (Ko U (opMyIMpoBKa) o0yueHust
(xox u popmyIHpPOBKA)

IIpodeccuonaibHble KOMIETEHIIUH

3HaTh:
MK(®)-1 MNK(®P)1.3. - 3aKOHOZATEIbHYIO 1 HOPMAaTHBHO-
CriocobOeH BecTH OpraHu30BbIBAET JJIONPOU3BOACTBO | METOAMYECKOIi 0a3y BHENIHETO 1
(pMHAHCOBBIH 1 B GyXranTepcKoii ciyxk0e, mianupyer | BHYTPEHHETO Ie0BOrO .JIOKYMGHTOO60pOTa
YIIPABIICHYECKHIT yUeT, U pacnpenenseT 00beM yUeTHBIX B WHPOBOIi SKOHOMHKE; .
60T MeXTy PAGOTHIKAMH - COBPEMEHHbIE CHCTEMbI JJOKYMEHTAIINH;

COCTaBJIATb pa - OCHOBHBIE TPEGOBaHMSA 110 0)OPMIICHHIO
OyXralrepekyo (rpymmamu paq()THHKOB) BHELIHEH 1 BHYTPEHHEH 1e0BOM
(uHAHCOBYI0) OTUETHOCTH | OYXTQITEPCKOM CIy:KOBI, IIIaHUpPYeT JIOKYMEHTAIUM;

CPOKH, IIPOAOIDKUTEILHOCTD U - (DYHKIIMOHAILHBIC BO3MOXKHOCTH CHCTEM

TCMAaTHUKY IMOBBIIICHHUA 9JIEKTPOHHOTO JOKyMEHTO000pOoTa JUIst

KBaJH(pUKaLUK PaOOTHUKOB HOCTPOCHHS

OyXTajaTepCKOM CITyXOBbI. JIOKYMEHTO000pOTa;

YMmern.




- YMETb NpaBHIBHO 0(QOPMIISITH OCHOBHBIE
THIIBI AETOBON TOKYMEHTAINH;

- IPAaKTHYECKHU BBITIOJIHATE TEXHOJIOTHIECKHUE
OTIepaINH I10 3aIuTe U 00padoTKe
JOKYMEHTOB B CHCTEMaX 3JIEKTPOHHOTO
JIOKYMEHTO0000POTa;

- (hopmynmupoBaTh 3ama4uu 1Mo pa3zpadoTke
MOTPEOUTENHCKUX TPEOOBAHUIH K
ABTOMATH3HPOBAaHHBIM CHCTeMaM 00paboTKu
U XpaHEHUsI JJICKTPOHHBIX IOKYMEHTOB;

- paccUUTHIBaTh 3PPEKTUBHOCTH BHEIPEHHUS
9JIEKTPOHHOTO JOKYyMEHTO000pOTa B
KOMITaHUU

Baapers:

- HaBBIKAMH JICJIOTIPOM3BOACTBA U
JOKyMEHTO000pOTa OpraHU3aLHii;

- METOJaMH U IPOrPaMMHBIMH CPEICTBAMHU
00paboTKH /enoBON HHPOPMALINH,

- CIIOCOOHOCTBHIO K B3aUMOJICHCTBHIO CO
ciyx0aMu HHPOPMAITMOHHBIX TEXHOJIOTHH 1
3¢ (EKTHBHOMY UCIIOJIb30BaAHHIO
KOPHOPaTUBHBIX I/IH(bOpMaI_[I/IOHHI)IX CHCTCM,
- METOIMKOH pacyera 3 (HEeKTUBHOCTH
BHEJJPEHHUSI 3JICKTPOHHOTO
JOKyMEHT0000pOTa B KOMIIAHUH

4. O0beM, CTPYKTYpa U cOjiep KaHue TUCHUTIHHBI

Ounas ¢opma
OO0w1ast TPyA0EMKOCTh IUCLUILIMHBI COCTABISAET 2 3a4€THBIX €JMHULIBL, /2 aKaj. 4acoB.

Ne Tembl (pa3aesbl) Buabl yueGHbIX 3aHSITHI, ®DopMbI TEKYIETr0
n/n JUCIHUTTHHBI, BKJIIOYAS CAMOCTOSITEIbHYIO Pa00Ty | KOHTPOJIS YCIIeBAeMOCTH
HX CO/IepIKAHue o CTY/1€HTOB,
5 U MX TPYA0EMKOCTh Dopma NPOMeKYTOUHOT
S (B akajjeMH4YeCKHX Yacax) aTTecTaluu
S (no cemecmpam)
Dopmur 30 u 10T
(npu nanuuuu)
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1 Texuonoruu 1udpoBoi 7 4 4 1 8  |AnpoGauus Ha
TpaHchOpMaluU U UX POJIb IPaKTHYECKOM IIPUMEPE
KaJbKyJIATOpA IS pacueTa
B UBMCHCHUU OCJI0OBOTO
3¢ GEKTHBHOCTH BHEIPCHUS
,Z[OKYMCHTOO60pOTa 3JIEKTPOHHOTO
opraHu3anuu JIOKyMEHTO000poTa B
KOMITAaHUHU
6 mom yucie c 0 u ﬂOT 4 Hcnonvzosanue 1. cepsuca
onsl pacuema

aghgpexmusnocmu
6HEOPEHUSL INEKMPOHHOZO0
JOKYyMeHmoobopoma 8




KomMmnaHuu
(https://www.nalog.gov.ru/r
n77/service/edo/

2 BHYTpeHHI/Iﬁ U BHCILHUN 7 6 6 1 8 [IpakTuueckue 3ananus Mo

JIOKYMEHTO0GOpOT 0(pOPMIICHHIO PA3ITUIHOTO
THUIA JIOKYMEHTOB.

OpraHu3aluy B Pedepatsr.

COBPCMCHHBIX YCIIOBUAX

3 HpaBOBOG pETyJIHUpOBaHKE 7 4 4 1 4 TectupoBaHue.

JOKYMCECHTAIITMOHHOI'O

o0ecrieyeHns yrpaBJIeHUs

6 mom yucne ¢ 20 u JOT 1 1 Tecm 0131 camonposepxu
DVK ¢ LMS Moodle

4 HNudopmannonnas cucrema | 7 2 6 1 8  |3nakomcTBO C

JUISL yIIPaBICHHSI KOHTCHTOM byHKIHOHANBHEIMH

(ECM-CHCTeMa) Bo3MoxkHOCTsIMU Directum
RX.

Brmonnenue
MPaKTHYECKUX 3aIaHUN B
I1O Directum RX.

6 mom yucne ¢ 20 u JOT 6 Paboma c demo-sepcuetl
UHmeJlieKkmyajlbHou
cucmembl Ynpasiens
yupposviMu npoyeccamit u
odoxymenmamu Directum RX)|
(https://www.directum.ru/pr
oducts/directum )

0,3 3,7 |3auer

Bcero 3a cemectp 72 16 20 4 0,3 31,7

6 mom wucne ¢ 20 u JJOT 11

Ouno-3a04Hast popma

OO01mmas Tpy10eMKOCTh TUCIUTUTHHBI COCTABIISECT 2 3a4STHBIX SIUHUIIBI, /2 aKaJl. 9acoB.

Ne Tembl (pa3aesbl) Buabl yueOHbIX 3aHATHH, @opMblI TeKYLIET0
n/m TUCHHILTAHBI, BKJIIOYAsi CAMOCTOSITEILHYI0 Pa00Ty | KOHTPOJS YCIEeBAeMOCTH
HX COIEpIKaHne o CTYIEHTOB,
5 H UX TPYA0EMKOCTH dopmMa npoOMeKyTOTHOMH
; (B akaieMHYEeCKHX 4Yacax) aTTeCcTAllNH
S (no cemecmpam)
@opmovt 30 u JIOT
(npu nanuuuu)
KounrakTHasi padora
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1 Texnonoruu 1udpoBoii 74 4 1 8  |Anpobarus Ha
TpaHnchopmaIuu U ux poJib TIPaKTHYECKOM MpUMepe
KaJbKYJISATOpa AJIs pacueTa
B UIBMCHCHHUH ACTOBOI'O
3¢ exTHBHOCTH BHEAPEHUS
JTIOKyMEHTO000pOTa >TEKTPOHHOTO
OpraHu3anuu JIOKyMEHT0000pOTa B
KOMIIaHHU
6 mom yucne ¢ 20 u JOT 4 Hcnonvzoeanue a11. cepsuca
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078 pacuema
aghghexmusnocmu
BHEOPEHUsL INEKMPOHHO20
doKkymenmoobopoma é
KOMRAHUU
(https://www.nalog.gov.ru/r
n77/service/edo/

2 BHYTpeHHI/Iﬁ U BHEIHUMN 6 6 8 IIpakTuueckue 3aganus 1Mo

JIOKyMEHTO06OPOT 0(hOpMITEHHIO Pa3INYHOTO
THIA JJOKYMEHTOB.

OpraHu3aluy B Pedepars.

COBPCMCHHBIX YCIIOBUAX

3 ITpaBoBO€ perynupoBaHue 4 4 4 |Tecrupopanue.

JOKYMCECHTAIIMOHHOI'O

o0ecrieyeHns yrpaBJIeHUs

6 mom yucie ¢ 0 u ﬂOT 1 Tecm Ons camonpogepku
OVK ¢ LMS Moodle

4 Nudopmannonnas cucrema 4 4 8  |3HaKoMCTBO C
JUISl YIIpaBJI€HUSI KOHTEHTOM (yHKIHOHATLHBIMH
ECM-CI/ICTeMa) BO3MOkHOCTsIMU Directum

( RX.

Brinonnenue
MPaKTUYECKUX 3aJaHuil B
I10 Directum RX.

6 mom uucie ¢ 0 u ﬂOT 6 Paboma c oemo-sepcueti
uHmeJlieKkmyalbHou
cucmemsl ynpaejierHust
yughposviMu npoyeccamu u
ooxymenmamu Directum RX]
(https://www.directum.ru/pr
oducts/directum )

0,3 3,7 3a4eT

Bcero 3a cemectp 72 18 18 0,3 31,7

6 mom yucne ¢ 30 u J[OT 11

Conep:xanue pa3iesioB IUCHUIIHHBI:

1. TexHosornu nugpposoi TpancGopManuy U UX PoJib B M3MEHEHHUH /1€710BOI0
JOKYMEHT0000p0Ta OpraHu3aumuu
Pazsutue nungposuzanun B Poccun. Texnonoruu undpooii Tpanchopmaiyiv U onpeaeneHus.
be30ymaxHbIil TOKYMEHTOOOOPOT - HOBBIN CTUJIb PA0OTHI MPEIPUATHS: IIEKTPOHHBIH
JIOKYMEHT, CCTEMa AJIEKTPOHHOI0 JJoKyMeHToobopoTa (CO/]), ympasiieHne KOprnopaTuBHBIMU

uHpopMmarmoHHbIMU pecypcamu (ECM).

Knaccugukaius cuctem 3J1eKTpOHHOTO TOKYMEHT0000poTa
[TpoGnembl BHEAPEHUS U UCIIOIB30BAHMUS AIIEKTPOHHOTO IOKyMEHTO000pOTA.
O0630p 0TEYECTBEHHBIX CUCTEM JIEKTPOHHOT'O TIOKYMEHTO000pOTa U UX (PYHKIIMOHAIbHbBIE

XapaKTEPUCTUKH.

3apy6e>i<Ha;1 IMpaKTHUKa pa60TBI C 3JICKTPOHHBIMU NOKYMCHTAMHU.
KaJ'IBKy'J'IﬂTop IJIg pacyeTa 3(1)(1)6KTI/IBHOCTI/I BHCAPCHUSA 3JICKTPOHHOT'O JIOKYMGHTOO60pOTa B

KOMIIaHUHU

2. BHyTpeHHMIi U BHELIHHIT JTOKYMEHT000OPOT OPraHU3alui B COBPEeMEHHBIX YCJIOBHAX
[ToHsATHE «1OKYMEHTOOOOPOT» U €ro aHaau3. BHYTpeHHUI 1 BHEIIHUI JOKYMEHTOOOO0POT.
Opranuzanus AeATeIbHOCTH CITY>KObI JOKyMEHTAIIMOHHOTO 00eCTIeYeHus YIPaBICHHUS.


https://www.nalog.gov.ru/rn77/service/edo/
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CoBpeMeHHbIE CUCTEMBI IOKYMEHTALIUH.

Odopmiienne 6J1aHKOB M PEKBU3UTOB JTOKYMEHTOB.

OpranuzanvoHHbIE JOKYMEHTBI OpraHU3aL|H.

PacniopsimuTenbHble TOKYMEHTHI.

HudopmalinoHHO-CIIPaBOYHbBIE TOKYMEHTHI.

JIOKYMEHTBI 10 INYHOMY COCTaBYy.

Pabota ¢ BXOAIMMHU U UCXOJAIIMMHU JOKYMEHTaMU

Pabora ¢ BHyTpeHHUMH JOKYMEHTaMHU.

KonTposnb ucnonnenus 1 “tHPOPMAIMOHHO-CIIPAaBOYHAas padoTa ¢ JOKyMEHTaM1

3. IlpaBoBoe peryjJHpoBaHue JOKYMeHTALHOHHOI0 o0ecrieYeHusl ynpaBJieHust
3aKoHOAATEIbHbIE U HOPMATUBHO-IIPABOBbBIE aKThl, PETYJIUPYIOLIUE IEIONPOU3BOICTBO.
HopmaTtuBHO-MeTOIMYECKHE JOKYMEHTBI, PETYIUPYIOLIUE J1ET0POU3BOJICTBO.

3amuTa “HPOPMAIMK B CUCTEMaX 3JIEKTPOHHOTO TOKYMEHTO000pOTa. DIEKTPOHHAS MOIITHUCH.
Opranu3zanys TEKyIEro XpaHeHus: OyMaXXHbIX U 3JIEKTPOHHBIX JTOKYMEHTOB.

Cnava JTOKYMEHTOB B apXUB.

4, Nudopmanuonnas cucrema aJisi ynpaspjiaenuss KOHTeHTOM (ECM-cucrema)
3anaun u notpedutrenu ECM. CriocoObl paboThI ¢ CUCTEMOM.

Buenpenne ECM-cuctemsl.

Pucku nipu pabote ¢ nanasiMu B ECM-cucremax.

Jlyumiue npakTHKU opranusanuu 6usnec-npoueccoB B ECM-cucteme.

[TocTpoeHus cucTembl yIpaBiIeHUs TOKYMEHTaMHU C UCTIOJIb30BAaHUEM IIPOTPaAMMBbI
«1C:1okyMEeHTOOO0pOT 8».

Directum RX —cepBuc ¢ HaOOpOM TrOTOBBIX OM3HEC-pEIIeHUH TSt H(POBU3AIMH ITPOIIECCOB
pa3HbIX HaMpaBIEHUI EATEIbHOCTH

5. O0pa3oBare/ibHbIe TEXHOJIOTHM, HCIOJIb3yeMble IPH OCYUIECTBJIEHHH 00pa30BaTeJIbHOI0
npouecca no AMCUHIINHE

B nponecce 00yueHust Mcnob3ylTcs cieayonue o0pa3oBaTeibHble TEXHOJIOTHH:

AkagemMuyecKasi JEKIUA € JIeMEHTaAaMHU JeKIMU-0eceIbl — MOCIIEI0BATEIbHOE U3JI0KEHUE
MaTepuaia, OCyLIECTBIsIEMOE MPEUMYIIECTBEHHO B BMJI€ MOHOJOra mnpenojasarens. TpeOoBaHus K
aKaJeMHYeCKON JIeKIIMU: COBPEMEHHBIM HAay4HBI ypOBEHb M HACHIIICHHAs HHPOPMATHBHOCTS,
yoenuTenbHasi apryMeHTaIus, JOCTyIMHAas U TOHSATHAs peub, YeTKas CTPYKTypa U JIOTMKA, HAJIMYUE
SPKUX TPUMEPOB, HAYYHBIX [TOKA3aTeNbCTB, 00OCHOBaHMM, (hakToB. ColepikaHue JIEKIHHU JOTHKHO
OXBaThIBaTh JMOO TEMy B L€JOM, JHOO €€ JOTrMYEeCKH 3aBEpIICHHYI 4acTb. llocienoBaTenbHOCTh
M3II0KEHUS JICKIIMOHHOTO MaTepuaia JOJHKHA 10 BO3MOKHOCTH YUUTHIBATh €r0 BOCTPEOOBAaHHOCTH B
MapajuleIbHO BBINOJHAEMBIX 3afaHusX. OJHOBPEMEHHO ISl JIYYLIEro BOCHPHUATHS JIEKIIMOHHOIO
Marepuaia MCIOIb3YETCS BHU3YyaJbHOE IIPEJICTABICHUE Marepuajia B BHUJAE 3alUced Ha JOCKE U
pa3aToyHOro Marepuanga. OTO II03BOJSIET OJHOBPEMEHHO 3aJE€HCTBOBAaTh HECKOJIBKO KAaHAJIOB
BOCIIPUATHS M 32 CYET IMMOCTOSTHHOTO MEPEeKITI0YCeHHsS] KaHAIOB, MOCTUYh OOJbIICH KOHIIEHTPALUU
BHUMAaHMSL.

Jlexius-6ecena WM «IHANOT C ayJaUTOpHUEi», sBIsSETCS Hamboiee pactupoCTpaHEHHOW H
CPaBHUTEIBHO MPOCTON (POPMOIT aKTUBHOTO BOBJICUCHHUS CTY/ICHTOB B YUCOHBIN MPOIECC. DTa JEKIIH
MPEAIOIaracT HEMOCPEACTBEHHbIM KOHTAKT IpernojaBareiia ¢ ayauropuen. IlpenmyinecTBo nekuuu-
Oeceqpl COCTOUT B TOM, YTO OHA MO3BOJIET MPHUBJIEKaTh BHUMaHUE CTYACHTOB K HamOosee Ba)KHbIM
BOIIPOCaM TEMBI, OMPENEIATh COACpPNKAHME U TEMI H3JIOKEHHS Y4eOHOro Marepuala C Y4eToM
0COOEHHOCTEH CTY/IEHTOB.

IIpakTnyeckoe 3aHATHE — 3aHATHE, NOCBALICHHOE OCBOCHHUID KOHKPETHBIX YMEHUN U
HAaBBIKOB M 3aKPEIUICHUIO MTOJIYYEHHBIX Ha JIEKIUH 3HAHUH MO MPEAIOKEHHOMY aITOPUTMY.



[TpakTHdeckoe 3aHATHE MPOBOAUTCS PA3TMYHBIMUA CIOCOOaMHU, KaK TPAJWIIMOHHBIMH, B BHJIE
OIIpoca, B CIy4yae €Clid €CTh He0OXOUMOCTh MPOBEPUTH YPOBEHb MOJTOTOBKU U HAJIMYWE 3HAHUHU, AJIs
BBITTOJIHEHUS MTOCIEAYIOIUX 00JIee MPaKTUKO- OPUEHTUPOBAHHBIX 33JaHUH (pElIeHHe CUTYallMOHHBIX
3a/1ay4).

Ha mnpakTtuueckux 3aHITHSX CTYACHTHI PEMIAIOT TOCTABICHHBIC MEpe] HUMHU 3aJayd IOJ]
PYKOBOJCTBOM (KOHTpoJeM) mpernonaBarens. OOCyxaeHHE Mpoliecca pelieHHsl 3aJadud U OLIEHKa
MPAaBUIBHOCTH TOJTYYEHHOTO pe3yNbTar (MMOCTaHOBKH 3aJlau, BEIOOpa METoa ee pPelieHus, PoBepKa
MOJIyYEHHOTO pe3ysibTaTa U T.1.) B XOJE MPAKTUYECKOrO 3aHATUS MPOU3BOAUTCA  KOJUIEKTHBHO
CTYIGHTaMH TI0J] pyKOBOJICTBOM ITPEIIO/1aBaTellsl.

Ha mnepBoM mnpakTHUeCKOM 3aHATHM BO BBOJHON YacTH JaeTcs INEpBOE IEIOCTHOE
npeacraBieHne o aucuuiuiHe. CTyIeHThl 3HAaKOMATCS. C Ha3HAYeHUEM M 3aJjadyaMH JTUCHUILUIMHEL, €&
pOJIBI0 U MECTOM B 00Opa3zoBaTesibHOM Mporpamme. [Ipu 3TOM 03ByUHMBAIOTCS METOAMYECKHE U
OpraHu3alOHHBIE 0COOEHHOCTH Pa0OTHl B paMKax JaHHOW IMCUMIUIMHBI, a TAaKKe JAeTCs aHaJW3
peKoMeHayemMol  yuyeOHO-MEeTOAu4ecKoi nuTeparypbl. IIpoAomkuTenbHOCTh BBOJHON — 4acTu
coctaisieT He 6onee 10-15 MuHyT.

KoncynbTauum — TrpynmnoBble 3aHATHS, SBISIOMIMECS OAHOM U3  (GOpM  KOHTPOJA
CaMOCTOSITENTbHON PabOTHI CTyAeHTOB. Ha KOHCYIbTAMAX MO MPOCHOE CTYICHTOB PACCMATPUBAIOTCS
HaumOoJee CJIOXKHBIE MOMEHTHI B pEIIEHWH 3a/7ay, KOTOpbIE BO3HHMKAIOT Y HHUX B Ipolecce
CaMOCTOSITENTLHON paboThI, 00CYKIAIOTCS PE3YyIbTAThl PEIICHUS 3aJaHHU, BBITIOJTHEHHBIX CTYJICHTaMHU
CaMOCTOSITENILHO.

DJIEKTPOHHBII YueOHbIi Kypc ««CHcTeMa BHYTPEHHEr0 M BHEIIHEr o /1eJIOBOr0
JAOKYMeHT0060opoTa B u(poBoii 3xoHoMuKe» B LMS DJjiekTponHblii ynusepcurer Moodle
ApI'Y, B KoTOpPOM:

- MpeACTaBIICHBI 3a/IaHUs AJI1 CAMOCTOSTENbHOM pad0Thl 00YJAIOIIUXCS IO TEMaM JIUCIUTLITUHBL

- OCYIIECTBIICTCS TPOBEIEHUE OTACIHHBIX MEPONPHUSATHA TEKYIIEro KOHTPOJS YCIEeBAaEMOCTH
CTYJCHTOB;

- MPEeACTaBIICHBI TEKCTHI JIEKIIUN IO OTACIBHBIM TEMaM JIUCIIUTUTHHEI;

- MpeACTaBIIEHBI MMPaBUIIAa TPOXOKACHUS TPOMEKYTOUHOMN aTTeCTAI[MH 110 AUCHHUIIINHE,

- TPEICTaBIIEH CITUCOK YUeOHOH JUTepaTyphl, pEKOMEHIYEMOH ISt OCBOSHHSI TUCIIMILIHHEI,

- mpezactaBineHa uHGpopMmaius o GopMe U BpeMEHU MPOBEACHUS KOHCYIbTAIUI 10 TUCIUTUIMHE

B PEKUME OHJIANH;

- MOCpencTBOM (opyMa OCYIIECTBISIETCS CUHXPOHHOE M (MJIM) aCUMHXPOHHOE B3aWMoJleiicTBHE

MEXy 00yUJarOIIMMUCS ¥ TIPETIOIaBaTENIEM B paMKaX W3ydeHUs! TUCIIUILIHHEI.

6. IlepeyeHb  MHGOPMALMOHHBIX  TEXHOJOIMH, HMCHOJAb3yeMbIX MPH  OCYLIeCTBJIEHUH
o0pa3oBaTeIbHOIO IpoLecca MO0 JAUCHMILIMHE, BKJIKYAasg MepedYeHb JIMIEH3HMOHHOIO
NPOrpaMMHOr0 odecrne4eHus 1 HHPOPMALMOHHBIX CIIPABOYHBIX CHCTEM (IIPH HEO0XOIMMOCTH)

B Mponecce OCYCCTBICHUA O6p2130BaTeJ'IBHOFO nmpoueccca UCIoJIb3YIOTCA:

1) mporpamMMHOe obecrieueHue:

- oniepanroHHas cucrema Windows;

- nporpammbl MicrosoftOffice;

JIEMO-BEpPCHsl HMHTEJUIEKTyaJIbHOM CHUCTEMBbl yIpaBieHHs UU(QPOBBIMU TIpollecCaMu U
nokymentamu Directum RX (https://www.directum.ru/products/directum )

2) uahopMalOHHBIE CIIPABOYHBIE CUCTEMBI, B T.4. MPo(deccCHoHaNbHbIE 0a3bl TaHHBIX:
- cipaBovHas mpaBoBas cucrema 'APAHT;
- cripaBoyHas npasoBas cucreMa KoncynsrantlIntoc.



7. IlepeyeHb COBpeMEHHBIX NPOdeccCHOHAIBHBIX 023 JAHHBIX U HHPOPMALMOHHBIX CIIPABOYHBIX
CHCTEM, HCIO0JIb3YeMbIX NPH O0CYLIECTBJICHUH 00pPa30BaTeJbLHOIO Npouecca Mo AMCHUILVINHE (IPH

HEe00X0UMOCTH)
B nponecce ocymectBiaenust 00pa3oBaTesIbHOro Mpolecca Mo AUCLUILINHE UCTIOIb3YIOTCS:
ABTOMaTH3UPOBAHHAA O6u6IMoTeYHO-MH(POPMAITUOHHAS cucrema «BYKU-NEXT»

http://www.lib.uniyar.ac.ru/opac/bk_cat_find.php

8. [lepeyeHb OCHOBHOW M JONOJHUTEILHOI Y4yeOHOM JMTepaTypbl, pecypcoB HHGOPMAIHOHHO-
TeJIeKOMMYHUKAIMOHHOH ceTH «/HTepHeT» (IpM HEOOXOAMMOCTH), PEKOMEHAYeMbIX ISl
OCBOEHHS TUCIHUILITUHBI

a) OCHOBHAasl JIUTepaTrypa:

1.Ky3nenos, 1. H. JlokymMeHTanmoHHoOe o0ecriedeHre ynpasieHus. JJokyMeHToo00poT u
JIeJIONIPOU3BOCTBO : yUeOHUK U npakTukyM aiis By3oB / W. H. Ky3nenos. — 3-e u3a., nepepad. u jo1.
— Mocksa : U3natensctBo FOpaiit, 2021. — 461 ¢. — (Briciiee obpazoBanue). — ISBN 978-5-534-
04275-7. — Tekcr : anexrponusbiii // DBC FOpaiir [caiit]. — URL: https://urait.ru/bcode/468462

2. loponuna, JI. A. OpraHuzainus 1 TEXHOJOTHS JOKYMEHTAIMOHHOTO 00eCTIeUeH sl YIIPaBICHUS
y4eOHUK U npakTUKyM ais By30B / JI. A. Jloponuna, B. C. Uputukoa. — MockBsa : M31aTenscTBO
IOpaiit, 2021. — 233 ¢. — (Bsicmiee oopazoBanue). — ISBN 978-5-534-04568-0. — Texkcr :
anekTpounbii / DBC KOpaiit [caiit]. — URL: https://urait.ru/bcode/468850

0) 10MOJIHUTEJIbHAS JINTepaTypa:

1.llysanosa, H. H. Opranusauus u TEXHOJIOTUs TOKYMEHTALIMOHHOIO 00eCIIeYeHUs YIIPaBICHHUS
yueOHMK 1 ipakTukyMm 1uist By3oB / H. H. IllyBanoBa. — 2-e u3z., mepepad. u gomn. — Mocksa :
WznarensctBo FOpaiit, 2021. — 265 ¢. — (Boiciee obpazoBanue). — ISBN 978-5-534-12358-6. —
Tekcr : anextponnsiit / IBC HOpaiit [caiit]. — URL: https://urait.ru/bcode/469831

2. lludpoast 5KOHOMHUKA: KOHLENTYaJlbHble OCHOBBI IPAaBOBOI'0 perynpoBaHus OuzHeca B Poccun :
monorpadus / JI. B. Aunpeesa, 1. A. I'aBpun, I1. E. Eropos u ap. ; otB. pexa. B. A. Jlantes, O. A.
Tapacenko. — Mockaa : IIpocnekT, 2021. — 488 c. - ISBN 978-5-392-33520-6 ; [DnexTpoHHBIi
pecypc]. - URL: http://ebs.prospekt.org/book/43811

3. boOreBa ML.I1. YnpaBieHueckuii JOKyMEHTOOOOPOT: OT OyMa)KHOT'O K 3JIEKTPOHHOMY. Borpocs!
Teopuu U npakTuku. — M.: Tepmuka, 2019. -470 c.

4. Vipsauuena C.O. YnpasieHue T0KyMeHTaMu: ObICTpo, 3P dexTuBHO, cBouMH cuitamu. Ha npumepe
«1C:Joxymenroobopota 8». — M.: OO0 «1C:ITabmumunary», 2015. — 148 c.

B) pecypchl cetu « UHTEpHET

1. ECM-Journal (https://ecm-journal.ru/)/

2. Kanpkynstop s pacdera 3(QQPEeKTHBHOCTH BHEAPEHHUS SJIEKTPOHHOTO JOKYMEHTOO0OpOTa B
kommanuu https://www.nalog.gov.ru/rn77/service/edo/

8. MarepuajbHO-TeXHHYecKasi 0a3a, HeoOXoaAMMasi JAJs OCYUIECTBJIEHUS 00pPa30BaTeIbHOIO
npouecca no TUCIHUIINHE
MarepuanpHo-TexHUYeCKass 0a3a, HeoOXoaumasl i OCYIICCTBJICHHS 00pa30BaTEIHLHOTO
mpolecca 1Mo AUCIUILINHE BKJIFOYAET B CBOM COCTaB ClielUalbHbIe TOMEIICHHUS:
-y4eOHbIC ayJIUTOPUU JUISI TIPOBEICHUS 3aHATHHA JICKIIMOHHOTO THINA W TPAKTUYCCKUX 3aHATHH
(cemuHapoB);
- y4eOHBIC ayTUTOPUH JJIs1 IPOBEICHHUS TPYITIOBBIX ¥ HHIUBUIYATBHBIX KOHCYJIbTAINH,
- yueOHBIC ayIUTOPUU AJIsI IPOBEICHHS TEKYIIETO KOHTPOIIS U MPOMEKYTOYHON aTTeCTallUu;
-TIOMEIICHHSI JIUTSI CAMOCTOSTEILHOU PabOTHI;
-TIOMEIICHUS JTsI XPaHEHUS U TPOPUIAKTHIECKOTO 00CTYKUBAHUS TEXHUYECKUX CPENICTB 00yUeHUSI.
CrenuajabHBIe TTOMEIICHUS YKOMIUIEKTOBAHBI CPEJCTBAMHU OOYYCHHS, CIIYKAIUMHU JUIS
npecTaBieHus yaeOHoi nHpopmanuu OOIBIION ayAUTOPHH.


http://www.lib.uniyar.ac.ru/opac/bk_cat_find.php
https://ecm-journal.ru/)/

Jlist mpoBeeHUs 3aHATHI JICKIIMOHHOTO THIIA TPEIaraloTcss HaOOphl JEMOHCTPAIIHOHHOTO
o0Opy/MoBaHUsT M Y4YeOHO-HAIJISIHBIX TMOCOOWH, XpaHSANIMECS Ha DIIGKTPOHHBIX HOCHUTEISIX U
o0ecreunBaIe TEMAaTUYECKHE WIUTIOCTPALMH, COOTBETCTBYIONIME pPabOYMM  IporpaMMam
JIACLIMIUIMH.

[Tomemenust JUIsi CaMOCTOSITENILHOW pPa0OTHl O0YdYaIOMIUXCSl OCHAIICHBI KOMITBIOTEPHOM
TEXHUKOM € BO3MOXXHOCTBIO IOJAKIIOUCHUS K ceTH «MHTepHeT» M o00ecleYeHUueM JIOCTyIla B
ANEKTPOHHYIO HH(DOPMAIIMOHHO-00Pa30BATEIILHYIO CPEy OpraHU3aIiH.

YmHcI1o mocalouHbIX MECT B JIKIIMOHHOM ayIUTOPUU OOJIbIIIE JTMO0 PaBHO CIIMCOYHOMY COCTaBY
MOTOKA, & B ayJIUTOPUU IS MPAKTUUCCKUX 3aHITHHA (CEMHUHAPOB) — CIIMCOYHOMY COCTAaBY TPYIIIBI
o0y4Jaronmxcs.

ABTOD:

JlouieHT Kadeapbl OyXraiTepckoro y4era, aHalu3a U ayJInuTa, K.3.H. Bosuenko I'.H.



IIpunoxenne Nel k paGoueii nporpamMme AU CHHUIIIMHBI
«CucremMa BHYTPEHHEI0 M BHEIIHEI0 1eJ10BOr0 JOKYMEHT0000poTa
B M (pPOBOI1 IKOHOMHUKE

DoH/1 OLIEHOYHBIX CPEICTB

AJIsI MIPOBEACHUSA Telcymei/i H leOMC)KyTO‘lHOﬁ aTTeCTalui CTYACHTOB

Mo AUCHUILINHE

1. TunoBbIe KOHTPOJIbHBbIE 32/IaHUS UJIM NHbIE MATEePHUAJIbI,
Heo0XoaMMbIe /1JIs1 OLleHKH 3HAHWH, YMEeHUIi, HABBIKOB H (MJIN) ONbITA 1eATeJIbHOCTH,
XapakTepu3youmXx 3Tanbl popMupoBaHus KOMIETEHIIUI

1.1 KoHTpoJibHbIE 321aHUs U HHbIE MAaTEePUAJIbI,
HCIoJIb3yeMble B Npouecce TeKyuieil aTrecTanuu

Tema 1. Texuogorunm uudpoBoii TpanchopManMid H HUX POJb B HW3IMEHEHHH J1eJ0BOI0

JTOKVYMEHTO0000PO0TAa Oprauu3annm
3ajanue:.

00O «JIoToc» 3aayManock o rnmepexojie Ha AEKTPOHHBIN JOKYyMEHTO000poT. Heobxoaumo ¢

IIOMOIIIBIO KaJ'IBKyJ'ISITOp IJIA pacdycTa 3(1)(1)6KTI/IBHOCTI/I BHCAPCHUS 3JICKTPOHHOI'O ,I[OKYM@HTOO60pOTa
B kommanuu (https://www.nalog.gov.ru/rn77/service/edo/) BBecTu Bce HCXOMHBIE JaHHBIE (CM.
Ta6J'II/II_Ia) H BBIYUCIINTb CTOUMOCTD IIEPCXO/Ja, OHCHUTh S9KOHOMHIO HA 3aTparax I10 BUJaM BO3MOKHBIX
3¢ heKTOB U CpoK OKymaeMocTu. [Ipoananmu3upoBats cOopMHUPOBaHHBIE B IPOrpamMMe rpaduku 1
cenaTh BbIBOABI 3(P(HEKTUBHOCTH BHEAPEHHS 3JEKTPOHHOTO ToKymMeHToo0opoTa B OO0 «JloTocy»

Tabmuua 1. Bxogasle 1aHHbBIE

IToka3arens N3mepenune 3HaueHue

Ucxoasmue mr./roxa IIT./TOJ 40 000
Bxopgsamue mr./rox IIIT./TOJ 70 000
BHyTpeHHNE TOKYMEHTBI IIT./TO/ 20 000
Hcxoasmipe 10roBopsI LIT./TOLX 10 000
Bxoasmue 10roBopbI LIT./TOLX 20 000
LleneBas moyst TOKYMEHTOB K nepeBoay Ha 910 % 80

CpenHsist 10JIs CYeTOB-(PaKTyp, MOCTYIMAOIINX TTOCIIEe CPOKA IMOTadN % 30



https://www.nalog.gov.ru/rn77/service/edo/

IToka3arens N3mepenune 3HaueHue

KBapTaJibHOU HajoroBoi aexmnapanuu (HC)

I"'onoBOI IPOrHO3UPYEMBII pOCT KOMIIAHUU % 3

I1naHOBBINM CPOK JOCTHKEHMS LIEJIEBOU TOJIM TOKYMEHTOB Ha

033510 JIeT 5
Tema 2. BHYTpeHHMI M BHEIIHUH JOKYMEHTOOOOPOT OPraHU3alMy B COBPEMEHHLIX
YCJIOBHAX

[Tpumeps! 3a1aHNi Ha TIpaBUIIa 0HOPMIICHHUS JIOKYMEHTOB
1. VYcrpanure ommbku B opopminennu pexusuta «lIpunoskenue)
[Tpunoxenus:nuceMa B.M.NBanosoii ot 10.01.21 r. Ne 26750 u C.A.IlerpoBoii 16 05.01.21 r. Ne
27542, Bcero 6 1. B 1 3k3.

2. OrpenakTupyiTe MpeacTaBiICHHBINA TOKYMEHT, BHECHTE HEOOXOIMBIC UCTIPABIICHUS B PCKBH3HTHI
Y TEKCT JaHHOTO JIOKYMEHTA, J00aBbTE HEIOCTAIOIINE PEKBU3UTHI

Muuucrepcrao Tpyaa P®
MEPBLIN
SAMECTHUTEND
MHHHCTPA

N? 27-BK 12.04.00 1

CIIYAKEBHOE IHCHBMO

B ceram ¢ nopyvensem npasurenscrsa Poccuu N* OC-1117-03421 |
no peaamsanmy Yrasa lpesngenra PO «O kpoandurkaumonunx tpebo
BAHMAX M0 MNOCYAAPCTBCHHBM AO/TKHOCTAM (:n-,;vp.l THHON FOCYAAPCTRCH- |
Hoi cayxOus Musuncreperso Tpyaa PO nanpamwiser A NpaKTHYecKornro |
HCTIOALIOBAHNMA B p.u')nl'(- PEKOMEHAALIMH 1O Pa '.p.n'un'l-.«- JOIDKHOCTHRIX |
HHCTPYKIMI N0 AOKHOCTAM NOCYAAPCTBEHHMX CayRammx deaepans
HHX OPrasos HCNOAHUTEILHOH BaacTH PP
[Mepsuiit 3aMeCTHTCNL MHHHCTPA Koaobos H, A
CTenanoea

Tema 3.IlpaBoBoe peryjnupoBaHue JOKYMEHTALMOHHOIO 00ecneueHnsl YIIPaBJIeHU

IIpuMep TECTOBBIX BOMPOCOB JJIsi CAMONPOBEPKU B DYK B LMS Moodle:

1. Kaxue cywecmgyrom n0KaibHble HOPMAMUBHbBLE AKMbL, pe2yIupyroujue 0esmeibHOCmb ClyHCObl
00KyMenmayuoHHo2o obecneyenus ynpaesienus ([{OY) 6 yupexcoenuu:

A) Tlonoxenue 06 opranuzauuu; [lonoxenue o cnyx6e JIOY; mraTHOE pacncaHue

b) YcraB; MHCTpYKIIUY 11O 1€IONPOU3BO/ICTBY; ITpaBUiia BHYTPEHHETO TPYAOBOTO paclopsiaKa

B) [Monoxenue o ciyx6e J0OY; 10mKHOCTHBIE HHCTPYKITUU COTPYAHUKOB CyKO0b1 JIOY;
MHCTPYKIIUU TIO AEJONPOU3BOJICTBY

2. Ilpasosoti akm, onpedensiowuii mecmo cayxcool JJOY 6 annapame ynpasnenus, yCmanasiusarouull
npagogoe nonodicenue ciyrcovl, NOpsa0oK ee 00pa308aHus, npasa, 0OA3AHHOCIU U 83AUMOOECTNEUSL
CMPYKMYPHO20 NOOPA30eeHUs 8 YUPEeHCOeHUU:




A) Tlonoxenwue o ciyx6e JIOY BepHO

b) JlomKkHOCTHAS HHCTPYKILIMS

B) UncTpykius 1o 1es10npon3BOICTBY

3.Kaxoii 0oxymenm obaadaem svicuietl opuoudeckoll cunoi Ha meppumopuu Poccutickoii
Deoepayuu?

A) I'paxnanckuii kojgekc PO

b) Koncturynus PO

B) ®enepanbublii koncTUTyHHOHHBIN 3akoH «O [NocynapcrBennom repoe Poccuiickoit denepanum
4. I[Ipasosoti akm, ycmanasiugarowuil cocmas Apxuenoco gponoa PD, nopsook eKkiovenust aApXusHuix
OOKYMEHMO8 8 e20 COCMas, Onpedestiowuli npasa coOCMEeHHOCMU Ha apXueHble OOKYMeHMmbl,
VCMAHABIUBAIOWULL CDOKU BPEMEHHO20 XPAHEHUsl OOKYMEHMO8 00 nepeoadu ux 6 20CyoapcmeeHHtbvle u
MYHUYUNATbHBIE APXUBLL — IO

A) Pacnopsixenue IlpaButensctBa PO «O0 ynydmieHHH XpaHEHUS! U UCIIOIB30BAHUS IOKYMEHTOB 10
JTUYHOMY COCTaBY»

B) 'OCT P 7.0.8-2013 «/lenonpou3BoACTBO U apXUBHOE €J10. TEPMUHBI U OIPEECIICHUS

B) ®enepanbhblii 3akoH «O0 apxuBHOM Jieie B Poccuiickoit denepanumy

5.Kakou eocyoapcmeennvlti  cmanoapm —coolepiicum mepMunbl U onpedeieHuss 8 obiacmu
OOKYMEeHMAayuoHH020 0becneyeHus YynpaeieHus:

A)TOCT P 7.0.97-2016

b) 'OCT P 7.0.8-2013

B) 'OCT P UCO 15489-1-2007

Tema 4. Nudopmanuonnas cucrema 1Jis ynpasJjenuss KoHTeHTOM (ECM-cucrema)

IIpumep npakTHyeckoe 3ajaHus 1o pabore ¢ moayieM «JlenonpousBosactBo» ECM  cucrtemsl
Directum RX

CryneHTraM HEOOXOUMO BBIIIOJHUTD CIEIYIOLINE ONEepaLUu:

1) O6paboTKa ¥ perucTparys JOKYMEHTOB

3anecmu 6 cucmemy 6x00auULL OOKYMEHM

2) PaccmoTpenune BXOJISIIeH KOPPECTIOHICHIINT

Ilocne peructpanuy BXOAAIIErO JOKYMEHTA CO3AAETCS 3allaHue PYKOBOAMTEIIO HA PACCMOTPEHHE, B
KOTOpPOM OH: BBIHOCUT PE30JIIOLMI0; MPUHUMAET JOKYMEHT K CBEJCHHI0, €CIM TOT HOCUT
O3HAKOMUTENbHBIN XapakTep U He TpeOyeT BBIOJHEHUs paboT; co37aeT MOpyUeHHs U OTIIPaBIIsIeT Ha
UCIIOJIHEHUE; MIepeagpecyeT 3aaHue IpyroMy COTpYAHHUKY.

Heobxo0umo - co30ame nopyuenue u omnpagumy €20 Ha UCNONHEHUE

3) Ucnonuenue nopyueHui

MexaHu3M TNOpPY4YEHMM IO3BOJISIET BbIAABATh 3aJaHUA  COTPYIHUKAM, KOHTPOJIMPOBATh XOJ
WCIIOJIHEHUS U TIPOBEPATH CAETaHHbIE PA0OTHI.

Heobxo0umo oams 3a0anue Ha ucnonnenue nopyyeHus

HcnonuuTenb mopydyeHus MOXKET CO34aTh MOAYMHEHHOE MOpydeHHue, yToObl Mepeaarh 4acTb padboT
JIPYyroMy COTPYAHHUKY. A eciu paboThl HE BBINOJHEHBI B CPOK MO BECKUM MPHUYMHAM, TO 3aMPOCUTh
IIPOJJICHHUE CPOKa.

Ecnu mopyueHne Ha KOHTpOJEe, TO IOCIE BBIMOJHEHUs paboOT KOHTpOJepy NpUAET 3aJaHue Ha
npueMky. Korga KOHTpoib HE HYKEH, CHCTEMa OTIPABUT aBTOPY IOPYUYEHHUS YBEAOMIIEHHE O
3aBepIIeHUH padoT.

CoTpyIHHK MOXET MOJHOCTBIO JAENerupoBaTh HopydeHue Kojuiere. Jljis 3TOro HY)XHO IPOCTO
YCTAHOBUTH ()JIaYKOK MIPU CO3JIAaHUH MTOTYMHEHHOTO TIOPYYEHUS.

4) MOHUTOPHHT paboT MO MOPYUYECHUAM

Jl1st MOHUTOpHHTA paboT MO MOPYUYEHHUSM CHCTEMA TaKXkKe MPEIOCTaBIIeT YA0OHbIE MHCTPYMEHTBI:
CIHMCOK JJIs IOMCKa MOpYYEHUH 1Mo 3aJaHHBIM ITapaMeTpaM 4yepes3 MaHeb QUIbTpaluy;

3aknazaka «[lopydenuey ans KOHTpOIIs paboT MO ONpeIeIEeHHOMY MTOPYUYEHHIO.

OTYET JIJIsl KOHTPOJISL CPOKOB UCTIOJTHEHMSI TIOPYUYEHU 32 ONPEIeNIEHHBIN MePUO/.




Hyoicno cgpopmuposams omuem 0151 KoHmponsi CpoKo8 UCNOJIHEHUS NOPYHUEHUUl 3ad OnpeoesieHHbll
nepuoo.

4) OrnpaBka MuceM KOPPECIoHIeHTaM

Heobxooumo cozoamv ucxooswee nucomo

Jis co3maHus NTOKYMEHTOB B CHCTEME €CTh IMa0JOHBI, B KOTOpPBIE JaHHBIC IOACTABISIOTCS
ABTOMATHUYECKU. DTO COKpAIIAeT BpeMsl Ha IMMOJTOTOBKY JOKYMEHTOB.

Jis  co3maHus JTOKYMEHTOB B CHCTEME €CTh IMa0JOHBI, B KOTOpPBIE JaHHBIC IOJCTABISIOTCS
ABTOMATHUYECKU. DTO COKpaIlaeT BpeMsl Ha IMOJATOTOBKY JOKYMEHTOB.

IIpumepHasi TeMaTuka pedepaTon
1. O630p cucrem i HUPPOBU3AIMK BHEIIHETO M BHYTPEHHETO JIOKYMEHTO000pOTa KOMITAHUU
2. KangpoBble cepBUCHI TN KaK NIEPEBECTH BCEX COTPYAHUKOB B IUDPY
3. DIEeKTPOHHOE JIEIOMPOU3BOJICTBO M AIEKTPOHHBIN JOKyMEeHT0000poT. [Ipenmymiectsa
nudpoBuzanuu
O030p 0TEYECTBEHHBIX CUCTEM AIIEKTPOHHOTO JOKYMEHT0000pOTa
3apyOexHast mpakTuKa paboThl C AIEKTPOHHBIMH TOKYMEHTaMHU
Hudposuzamus HR-mporecco
[udposuzamus GUHAHCOBOTO U YIPABICHUYECKOTO yueTa
Hcnonp3oBanne 00JIaYHBIX TEXHOJIOTHIA U1 BHEIIHETO W BHYTPEHHETO IOKyMEHTO000poTa
KOMITaHUHU
9. HopmatuBHO-TIpaBOBOE I0JIE HCIIOJIB30BAHMS AIEKTPOHHON TOAIACH
10. Pucku u 3amuTta HHQOPMAILMH B 3JIEKTPOHHOM JOKYMEHTO000pOTe

NG

1.2 Cnucok BOnpocoB u (MJIM) 3aJaHU J1J151 MPOBeIeHUs MPOMEKYTOUHOM

aTTreCralumn
1.2.1. CiicOK BONIPOCOB /IS MOATOTOBKHU K 324YeTy

1) PasButue nudposusaimu B Poccun.

2) TexHonoruu unuppoBoii TpaHCHOPMAIMH H OITPEICIICHHUS.

3) DIJeKTPOHHBIN JOKYMEHT, CUCTEMa AIEKTPOHHOTO JoKyMeHToobopoTta (CO/1), ynpasieHue
KOpPIOPAaTUBHBIMU HH(DOpMaMOHHBIME pecypcamu (ECM).

4) Knaccudukaius CHCTeM IEKTPOHHOTO TOKYMEHTO000pOTa

5) TIpoOiembl BHEIPEHHS M UCIIOIBb30BAHUS YIEKTPOHHOTO JOKYMEHTO000POTA.

6) O030p OTEUECTBEHHBIX CUCTEM JICKTPOHHOTO TOKYMEHTOO00POTa U UX (DYHKIIMOHABHBIC
XapaKTePUCTHKH.

7) 3apyOexHas nIpakTHKa padOThI C JIEKTPOHHBIMU TOKYMEHTaMHU.

8) Buapl 3¢ pekTHBHOCTH BHEAPECHUS HIICKTPOHHOTO TOKYMEHTO000POTa B KOMITAaHUH

9) TlousTHE «IOKYMEHTOOOOPOT» U €T0 aHANIHU3.

10) BuyTpeHHuU# 1 BHEIIHUN TOKYMEHTOOOOPOT.

11) Opranuzanus IesTeIbHOCTH CITY>KOBI TOKYMEHTAIIMOHHOTO 00CCIICUCHHUS YIIPABICHHS.

12) CoBpeMeHHbBIE CUCTEMBI IOKYMEHTAIINH.

13) Odopmitenne G1aHKOB ¥ PEKBU3UTOB JOKYMEHTOB.

14) Opranu3anuoHHbIe TOKYMEHThI OpraHU3aI[HH.

15) PacniopsimuTenbHbIEC TOKYMEHTHI.

16) luhopmanimoHHO-CIIPaBOYHbBIE JOKYMEHTHI.

17) JIokyMEHTBI 110 JTHYHOMY COCTaBY.

18) PaboTa ¢ BXOASIIUMH U HCXOIAIIUMHU JTOKyMEHTAMHU

19) PaGoTa ¢ BHYTpEHHUMH JOKYMEHTaMH.

20) KoHTpouss HCNOTHEHHS M HH(POPMAIIIOHHO-CITPaBOYHAsl paboTa C JOKyMEHTaMHu



21) 3akoHOIATEIbHBIC U HOPMATUBHO-TIPABOBBIE AKThI, PETYIHPYIOIIHE IEIONMPOU3BOICTBO.

22) HopMaTHBHO-METOIMYECKUE JJOKYMEHTHI, PEryJIUPYIOLIHE JeT0MPOH3BOACTRO.

23) 3amuTa HHGOPMAIMU B CUCTEMaX 3JICKTPOHHOTO TOKYMEHTOO00POTa. DIIEKTPOHHAS MOIITHCh.

24) Opranusaius TeKyIero XpaHeHus: OyMaKHbIX U SJIEKTPOHHBIX JIOKYMEHTOB.

25) Craua JOKYMEHTOB B apXUB.

26) 3agayn u norpedurenn ECM. CriocoObl paboThI C CHCTEMOIA.

27) Dranel BHenpenue ECM-cuctemsl.

28) Pucku nipu pabote ¢ manusiMu B ECM-cucremax.

29) JIyumine mpakTHKH opraHu3anuu ousnec-mnpoueccoB B ECM-cucreme.

30) OcHoBHBIC (PYHKIIMOHATHHBIC BO3MOKHOCTH CUCTEMBI YIIPABJICHHS JOKYMEHTAMH C
ucnoisib3oBanueM nporpammsel «1C: JJokyMeHTO000pOT 8.

31) OcHoBHBIE (DYHKIIMOHAIBHBIE BO3MOKHOCTH CHCTEMBI Directum

1.2.2. IIpuMep TECTOBLIX BOIIPOCOB K 324€TY

1. Kakue cymiecTByoT opranu3alioHHble (YOpPMbI IOCTAaHOBKH JEIONPOU3BO/ICTBA:

L[eHTpa.HI/I?;OBaHHaSI, JACLCHTPAJIN30BaHHasd, CMCIIaHHAas BEPHO
L[eHTpaHI/ISOBaHHaﬂ, JACUCHTPAIN30BaHHAas

]_[eHTpaJ'II/ISOBaHHaSI, CMCIIaHHasA

2. Kakue cymiecTByIOT JJOKaJIbHbIE HOPMATHUBHBIE AKThl, PETYIUPYIOIINE JEATEIbHOCTD CITYKOBbI
JOKYMEHTAIlMOHHOT0 obecnieueHus ynpasieHus (JIOY) B yupexaeHuu:

[Tonoxenue 06 opranuzaruu; [lonoxenue o cnyx6e 1OV ; mraTHoe pactiucanue
YcTaB; MHCTPYKIIUU 10 JeTOMPON3BOACTBY; MPaBHia BHYTPEHHETO TPYIOBOTO PaclopsIKa

0

[Tonoxenue o ciyx6e I0OY; N0KHOCTHBIE HHCTPYKLIUU COTPYIHUKOB ciaykO0bl IOV
WHCTPYKIUU IO IEJONPOU3BOJICTBY BEPHO

3. Kakue BHyTpeHHHE CTPYKTYPHbIE OJIpa3/IeleHUsI MOTYT BKJIIOUaThcs B cocTaB ciyxOb1 JJIOY:

Cekperapuar, apxus, skcrnenuuus, IT-ciyx0a
Otpnen peructpanui, oTAea HHGOPMAIMOHHO-CIIPABOYHOI'0 O0CITY)KUBAHUS, OT/IEJI KOHTPOJIS

byxranrepus, puHAHCOBBIN OT/AET, OTAET MPOJAK
BEpHO

4. I'me MOXKHO YTOUHUTH Ha3BaHUA AOJDKHOCTEH paboTHUKOB ciyxkObl /IOY u XapakTepHble U TUX
JOJDKHOCTEH 0053aHHOCTH:

v o o .
KBaJ'II/I(I)I/IKaI_II/IOHHBII/I CIIPaBOYHHUK JOJIKHOCTCU PYKOBOIUTCIICHU, CIICLIUATIMCTOB U CIIYKAIIUX



v o o o .
O6mepoccutickuii kaaccupukaTop mpodeccuit pabounx, TOHKHOCTEH CIyKaluX 1 TapuHBIX
paspsanoB (OKIITP)

Oo6mepoccuiickuii kKiaccupukaTop cnenuansaocted mo oopazosanuto (OKCO)
BEPHO

5. IlpaBoBoii akT, onpenensromuil mecto ciyxosl JJOY B anmapate ynpaBieHus, yCTaHABIMBAIOIIUH
IIPaBOBOE MOJI0KEHHE CIIykKOBbI, IOPSAI0K ee 00pa30BaHus, IpaBa, 00s3aHHOCTU U B3aUMOIEHCTBUS
CTPYKTYPHOTO IOJIPA3/IeICHUS B YUPEIKICHUHU:

[Tonoxenue o ciyx6e JI0Y BepHo
JlomKkHOCTHAS MHCTPYKITUS

WNHCcTpyKIus 110 1€I0IPOU3BOACTBY

6. KTo HeceT OTBETCTBEHHOCTH 3a Pa3pabOTKy JODKHOCTHBIX HHCTPYKIMHA COTPYTHUKOB CIYKOBI
JOYV:

PykoBoauTens opraHu3aniu
PykoBoauTens city:x0bl BEPHO

byxranrepus
7. Oxcnenuuus — 3To:

Otaen, BRIMOMHSIOMUN (YHKIIMH 110 00padOTKe BXOAAIIEH U UCXOIAIIEH KOPPECTIOHICHITNH,
KOH(UIEHIMATBHBIX JOKYMEHTOB, OpPraHU3aIUH I TEILHOCTH KyphEpPOB BEPHO

OTI[GJ'I, OTBEYAIOIIUN 3a BECHHUE perucTpanu U y4eTa BXOAAIUX, UCXOAANIUX U BHYTPCHHUX
HAOKYMCHTOB

Otaen, roToBsmuit THGOPMAITMOHHO-AHATTUTUYECKHE CITPABKH IO 3alpocaM PYKOBOACTBA
OpraHu3aIu

8. ABTOMaTI/I3I/Ip0BaHHLIe TCXHOJIOTHU ACTIOIMPOU3BOACTBA IMTO3BOJIAIOT:

ITomy4aTs ¥ perucTpupoOBaTh JOKYMEHTHI [IECHTPAIU30BAHHO
(e

[TosmyuaTh ¥ perucTpupoBaTh JOKYMEHTHI ACLIEHTPAIIN30BAHHO, HO MPU 3TOM OOBEAUHSITH UX B
eIMHYI0 0a3y JaHHBIX O JOKYMEHTaX OpraHU3alli BEPHO

[Tony4dars U perucTpUpOBaTh JOKYMEHTHI JEHEHTPATU3OBAHHO

9. JlokanbHBIi HOPMATUBHBIN aKT, YCTAaHABJIMBAIOUIMNA €AMHBIA MOPSI0K COCTaBICHUS, OpopMIIeHHUs
JOKYMEHTOB U pabOThI C HUIMU B OPTaHU3AIMH — 3TO:

[Tonoxxenue o ciayxoe [JOY



JlomKHOCTHAS MHCTPYKIIUS

i

WHCTpyKIIUs 1O EI0NPOU3BOJCTBY BEPHO

10. Kak MOeT Tak)ke Ha3bIBaThCs B Opranu3anuu (YUpekJIeHUU, TOCYAapCTBEHHOM OpraHe) ciyxo0a
JOKYMEHTAIMOHHOTO o0ecrieueHus ynpasienus (ciayxoa J0VY):

OO0mui oTaen
DduHaHCOBBLIN OTIEN

Kanuensapust

11. lns gero co3nan Equnbliii nopTall rocy1apcTBEHHbIX U MyHULIIMNAIbHBIX yeuyr (EITTY):

Jnist perynupoBaHusi OTHOIICHUH, CBSI3aHHBIX C paclpoCTpaHeHHEM HH(POPMAIUH, TPUMEHECHHEM
MH(OPMAIIMOHHBIX TEXHOJIOTUH, 3aIIUTON HH(POPMAIMH, B TOM YUCIIE U BOIIPOCHI JOKYMEHTHPOBAHHS
nH(pOpMAIIHH;

Jlist peanuzanuu eqMHON GeaepaTbHON TOCYIapCTBEHHON CHCTEMBI, KOTOpasi 00ecrieunBaeT
MPEOCTaBICHUE TOCYIaPCTBEHHBIX U MYHHUIIMITATBHBIX YCIYT B QJIEKTPOHHOU (opMme;

e

Jlist obecriedeHust TocTyna GU3NISCKUX U IOPUIUYSCKUX JIUI] K CBEJACHHUSM O TOCYAapCTBEHHBIX U
MYHHULMIIAIBHBIX yeiyrax B PD; npenocraBienue rocy1apCTBEHHBIX 1 MyHULIUIIAIBHBIX YCIYT B
NEKTPOHHOU (hopMe; BOZMOKHOCTH 3JICKTPOHHOM 3alMCH HA TIPUEM JJIS TTPEICTABICHHS 3asIBIICHUNA 1
JOKYMEHTOB, HEOOXOIUMBIX IS MOJIYYEHHUs TOCYIapCTBEHHON WIJIM MYHUIIMIIATBHONW YCIYTH U
JIp. BEPHO

12. Kakoii 1oKyMeHT 00J1a/1aeT BBICIIEH FOpUIMUECKON CHIIoi Ha TeppuTopun Poccuiickoii
Denepauun?

I'paxxnanckuii kopexkc PO
is
* B Konctutynus PO BepHo
B. ®enepanbublii KoHCTUTYLIMOHHBIN 3akoH «O ['ocynapcTtBeHHOM repbe Poccuiickoit
denepauun»

13. Kakue npodeccnonanbHble CTaHAAPTHI PETYIUPYIOT BOIPOCH! JOKYMEHTAIMOHHOTO 00ecieueHus
YIpaBJICHUS:

I .
[Tpodeccnonanbublil cranaapT «CHenUaNINCT 110 YIPABICHHUIO TEPCOHATIOM»

v .
[Tpodeccuonanpubiif cranaapT «CrienuaIucT Mo OPraHu3allMOHHOMY U JOKYMEHTAllMOHHOMY

00eCneueHnI0 yIpaBIeHusl OpraHu3aluei»

v . .
[Ipodeccuonanbupiii crangapT «CIeHauCT M0 YIPABISHUIO TOKYMEHTAIMEeH OpraHu3aIiy.

BEPHO



14. HopMaTuBHO-METOIUYECKUIA TOKYMEHT, 3aKPEIUISIONINI Ha3BaHUs AEHCTBYIOIINX
YHUDUIIMPOBAHHBIX CHCTEM IOKYMEHTAIIUH U MTOACUCTEM JIOKYMEHTAIINH, a TAK)KE HAUMEHOBAHUS U
KOJIbI BUOIOB U paSHOBHI[HOCTeﬁ IIOKYMGHTOB, BXOIAIIUX B OTU CUCTEMBI U ITOJACUCTEMBI
JIOKYMEHTAIIUH — 3TO:

v . . o
* O6mepoccuiickuii knaccupukaTop ynpapienueckor qokymeHTanuu (OKY ) BepHo

OO6mmepoccuiickuii KiaaccupukaTop BUI0B dKOHOMHUYECcKOH nesrenbHocTd (OKBD/I)

Oo6mepoccuiickuii knaccudukarop napopmaruu o Hacenenuu (OKHH)

15. IIpaBOBOIi aKT, yCTaHABIMBAIOMINN cOCTaB ApXuBHOTO GoHaa PD, MopsaoK BKIOUYESHHS apXUBHBIX
JIOKYMEHTOB B €0 COCTaB, OIPEIEISIFOIINIA ITpaBa COOCTBEHHOCTH HA apXUBHBIC JOKYMEHTHI,
YCTaHABIIMBAIOIINN CPOKH BPEMEHHOT'O XpaHEHUS TOKYMEHTOB JI0 Iepe/ladll UX B TOCYJapPCTBEHHBIE U
MYHHIIMIIATBHBIE aPXUBBI — 3TO:

Pacniopsixenue [IpaButenbctBa PO «O0 ynyurieHnn XpaHeHus ¥ UCIIOIb30BaHUSI TOKYMEHTOB T10
JTUIHOMY COCTaBY»
i

I'OCT P 7.0.8-2013 «/lemonpon3BOACTBO U apXUBHOE J1€710. TEPMUHBI U OIIPEICTICHUS

®denepanbHbIi 3ak0H «O0 apxuBHOM Jiene B Poccuiickoit deaepannny BEpHO

16. OcHOBHBIM pa3padOTINKOM HOPMATUBHO-METOANYECKON OCHOBBI COBPEMEHHOTO
JOKYMEHTAI[MOHHOTO 00ECTIeYeHUs SBISFOTCS:

®denepanibHOE apxUBHOE areHTcTBO (PocapxuBs)

Bcepocculickuil HaydHO-MCCIIEI0BATENbCKUM MHCTUTYT JOKYMEHTOBEICHHS U ApXUBHOIO J€1a
(BHUNOAL)

- N
IIpaBurenscTBO Poccuiickon @enepannn

BEPHO

17. B3aumopeiictBue (heaepanbHbIX HHPOPMAIMOHHBIX CUCTEM JIEKTPOHHOIO JOKYMEHTO000pOoTa —
9TO:

Cucrtema MEXBEIOMCTBEHHOTO JIEKTPOHHOTO JoKyMeHTooOopoTa (MDJIO) BepHO
Enunblil mopTan rocyjapcTBeHHbBIX U MyHUIIMNANbHbIX yeuyT (ETITY)

Muoro¢dyukimronansHbii 1eHTp (MOL)

18. Jlnst yero mpumensiercs «KBannpukalnoHHbINA CIIPAaBOYHUK JIOJKHOCTEN PYKOBOAUTENEH
CIELUATIUCTOB U APYTUX CILYXKAIIUX»:

st pa3zpaboTku mosoxenus o ciyxoe JJOY
Jist pa3pa®OTKH MHCTPYKITHH TIO JIETTOTTPOU3BOICTBY

Jnist pa3pa®oOTKH TOIHKHOCTHBIX MHCTPYKIMI BEpPHO



19. Kaxkoii rocy1apCTBeHHBIN CTaHAAPT COACPIKUT TEPMHUHBI U ONIPEICIICHUS B 00JIaCTH
JIOKYMEHTAI[MOHHOT 0 00eCcTieueHus yIpaBIeHHUs:

© TOCT P 7.0.97-2016

I'OCT P 7.0.8-2013 BepHo
'OCT P UCO 15489-1-2007

"
.

20. Kakue BubI 2JIEKTPpOHHBIX noAnuceit ycranaBiuaeT @3 «O0 371eKTPOHHOM MOITHUCH:

HpOCTaH QJICKTPOHHAA MOAINKUCH U YCUJICHHAA 3JICKTPOHHAA MMOAINKUCH BEPHO
CrnoxHas OJICKTPOHHAA MOANUCH U YCUJICHHAA DJICKTPOHHAA MMOATIUCH

HpOCTaH QJICKTPOHHAA MOAIUCH U CJI0XKHAsS 3JICKTPOHHAA ITOAIINCH



1.3. Onucanue npoueaypbl BLICTABJIEHUS OIlEHKH

KpuTepuu onleHMBaHUs MepPONPUATHH TeKyllero KoHTpoJs B PI1JI

> Kpurepuu oueHku pedepara

Kputepusmu oneHku pedepara SBISIOTCA: HOBHU3HA TEKCTa, OOOCHOBAaHHOCTh BbIOOpA
HUCTOYHUKOB JIUTEPATYPhl, CTENCHb PACKPBITHUS CYIIHOCTH BOIPOCA, COONIOJACHHS TpPeOOBaHUU K
0(pOpMIICHHIO.

Oyenxa «omauuno» — BBIIIOJIHEHBI BCe TPEOOBaHUS K HamNHMCAaHUIO pedepara: oOO3HAUEHA
mpobiema u 00OCHOBaHAa €€ aKTyallbHOCTb; CJeJlaH aHajdu3 pa3IMYHbIX TOYEK 3pEHHs Ha
paccMaTtpuBaeMyr0 MpoOJieMy W JIOTUYHO H3JIOKEHA COOCTBEHHAs TMMO3UIUS;, CHOPMYITHPOBAHBI
BBIBOJIBI, TEMa PACKpbITa MOJIHOCTHIO, BBIIEpKaH 00BbEM; COOIOJEHBI TpeOOBaHMUS K BHEUIHEMY
0 OpMIICHHUIO.

Oyenka «xopouio» — OCHOBHBIE TpeOOBaHUs K pedepaTy BBIIOTHEHBI, HO MPU 3TOM JIOMYIIEHbI
HeZ04YEThl. B 4aCTHOCTH, UMEIOTCS HETOYHOCTH B HM3JIOKCHHH MaTepUalia; OTCYTCTBYET JIOTHYECKas
MOCNIEZIOBATEIbHOCTh B CYXKJEHHUSAX; HE BbyIep)KaH o00BEM pedepara; UMEIOTCA YIYIICHUS B
odopmiteHUN.

Oyenka «y0o81emeopumenbHo» — WUMEIOTCS CYIIECTBEHHBIE OTCTYIUICHHsSI OT TpeOoBaHUU K
pedepupoBanuio. B gacTHOCTH, TeMa OCBEIICHA JIUITh YACTHYHO; JOMYIIEHBI (PaKTUICCKHE OIMUOKHU B
coJiep;kaHuu pedepara; OTCYTCTBYIOT BBIBOIBI.

Oyenka «HeyOoosiemeopumenvHoy — TeMa pedepara HE pPACKpbITa, OOHAPYKUBACTCS
CYIIECTBEHHOE HETIOHUMaHUE TIPOOJIeMbI WU pedepar He PECTaBICH BOBCE.

> Kpurepun olleHKH JIA00pATOPHOI padoThI

JlaGopatopHbie pabOThl MPEIIONAral0T MPOBEPKY MPAKTHUYECKUX HABBIKOB CTYICHTOB IPH
BBINIOJTHEHUM 3ajaHuil. JlabopaTopHble pabOThl BBIMONHSIOTCS IO HPUBEIECHHOMY alTOpPUTMYy U
(hOpMUPYIOTCS OTUETHI IO BBIIIEYKa3aHHOMY ILIAHY.

Oyenxa «3aumeHO» CTABUTCA TP YCIOBHH IIOJIHOTO COOTBETCTBHS OTYETa CTYJCHTA
MPE/ICTaBJICHHOMY IIJIaHy.

Oyenxa «He 3aumeHO» CTABUTCA TIPU YCJIOBHUHM HECOOTBETCTBHS OTYETa CTYJEHTA
MpPe/ICTaBJICHHOMY IJIaHy.

> KpuTtepun onieHKH TecTa

Tect — HMHCTPYMEHT OLEHHMBAHUS YPOBHS 3HAHWW CTYJIEHTOB, COCTOSIIMHA W3 CHCTEMBI
TECTOBBIX 33/IaHWH, CTAHAPTU30BAHHON MPOLIEypHI IPOBEICHUS, 00paOOTKHU U aHAIH3a PE3yJIbTAaTOB.

OlnieHKa «OTJIMYHOY» BBICTABJISIETCS TIPU YCIIOBUM MPABUIILHOTO OTBETA CTY/CHTA Ha Oojiee yemM
85 % TecTOBBIX 3aJaHM.

OrieHKa «XOpOII0» BBICTABISICTCS MPH YCIOBUU TMPABWIBHOTO OTBEeTa cTyneHTa Ha 71-85 %
TECTOBBIX 3aJJaHHIA.

OrieHKa «yI0BIECTBOPUTEIIBHO» BBICTABIISICTCS TP YCIOBUU MPABHILHOTO OTBeTa Ha 56-70 %
TECTOBBIX 3aJaHHIA.

OrneHKa «HEYIOBIETBOPHUTEIIBHOY» BBICTABISICTCS NIPH YCIOBUU MPABWIHBHOTO OTBETa Ha 55 %
TECTOBBIX 3aJaHHil 1 MCHEE.

> OneHnBaHHe Pe3VJbTATOB PEIIEHHSI CHTYAIIMOHHBIX 3aIaHUH (KelcoB)

Pemenne cuTyallMOHHBIX 3a]a4 (KEMCOB) — MHCTPYMEHT OLICHUBAHMSI YPOBHS 3HaHHWM CTY/IEHTOB,
COCTOAIIMKA W3 pacyeTHBIX 3aJaHUil MO TeMe, CTaHJApPTHU30BaHHOM MpOIEAYpPhl MPOBEICHUS,
00pabOTKHU M aHAJIN3a PE3yIbTATOB.

Oyenxa «omauyHo» - 3aJJaHNE BBITIOIHEHO 03 OIMMOOK, MPUBEICHA Pa3BEPHYTas apryMeHTaIusl.

Oyenka «xopowioy - 3aa4a perieHa, HoO UMEIOTCS HEKOTOPhIE HECYIIECTBEHHBIC HEIOUETHI.




OM@HKG «yc)oeﬂemeopumeﬂbHo» - 3ala4a peuIcHa 4aCTUIHO, HO X0 PCIICHHA ITPABUJICH.
OueHKa «Hey()oefzemeopumefzbno» - XOJ pC€IICHUA 3aJla4r HC ITPABUJICH, 3a/lada HEC PCIICHA.

> OueHuBaHue pe3y/ibTAaTOB YCTHOIO OIIPOCa
- OYeHKa «OMIUYHO» BBICTABISCTCS CTYIEHTY, €CJIM OH ITIyOOKO M IPOYHO YCBOWJI MaTepuai TeMBI,
HCYEPIBIBAIOIE, IIOCIEAOBATENbHO, YE€TKO M JIOTHYECKUM CTPOMHO €ro H3JjlaraeT, yMeeT TECHO
YBSI3BIBATH TEOPHIO C MPAKTUKOH, CBOOOJHO CHpAaBISETCSs C  BONPOCAMH M APYTUMH BHJIAMHU
IIPUMECHEHHs 3HAHWM, IPUYEM HE 3aTPyAHACTCA C OTBETaMU IIPUM  BHUJIOM3MEHEHUHM 3aJaHHM,
UCTOJIB3yeT B OTBETE MaTepHall IOTOIHUTELHON y4eOHOM TUTepaTyphl
- OYeHKa «XOpoui0» BBICTABISIETCA CTYIEHTY, €CIM OH TBEPAO 3HACT Marepuall, IPpaMOTHO M II0
CYLIECTBY M3JIaracT €ro, He JOIIYCKAeT CYLIECTBEHHBIX HETOYHOCTEH B OTBETE€ HA IOCTaBJICHHBIE
BOIIPOCHI, PABUJILHO IIPUMEHSET TEOPETUYECKUE MOJIOKECHUS IIPU PELICHUH IIPAKTUYECKHUX BOIIPOCOB
W 337124, BJIa/Ie€T HEOOXOAMMBIMH HABBIKAMU U MIPHEMaMH UX BBITOJTHEHHUS;
- OyeHKa «y0061emeopumenbHo» BBICTABIAETCS CTYICHTY, €CIM OH HMEET 3HaHHUS OCHOBHOTO
Marepuanga, HO HE YCBOWJI €ro JeTajei, [IOIyCKaeT HETOYHOCTH, HAPYIIEHHUS JIOTMYECKOMN
IIOCJICZIOBATEIBHOCTH B M3JI0KEHUM IPOTrPaMMHOIO MaTepuaia, HUCIHBITBIBACT 3aTPyJHEHUS IIpU
BBIIIOJTHEHUH NPAKTUYECKUX paboT;
- OYeHKa «HeyO081emeopUmenbHO» BBICTABIAETCS CTYACHTY, KOTOPBIH HEe 3HAET 3HAYMTENbHOM YacTu
IIPOrpaMMHOTO MaTepuaja, JAONYCKAaeT CYIIECTBEHHbIE OLIMOKH, HEYBEPEHHO, C OOJbIINMHU
3aTpyAHEHUSMH U OLIMOKaMU BBIIIOJHSET IPAKTUYECKHUE paOOThl WIIM OTKA3bIBA€TCS OTBEYAThH

Kputepun onienku ¢hopM NIpoMe;KYTOYHOI0 KOHTPOJISI

[IpaBuna BBICTABICHUS OLEHKH II0 HMTOTaM IIPOBEACHHS ITPOMEKYTOYHOH arTecTaluud u
YpOBHIO (OPMHUPOBAHHSA KOMIICTCHIMH MO0 JAHHOW JWCHUUIUIMHE CleAylomue (03BYyYHBAIOTCA
CTyIICHTaM 3apaHee).

OneHka «3a4TeHO» JOJDKHA COOTBETCTBOBATH IapaMeTpaM JO00H W3 TOJOKHTEIbHBIX
OLIEHOK («OTJIIMYHO», «XOPOILO», «YyIOBJIETBOPUTEIBHO»), «HE 3auTE€HO» - IapamMeTpaM OLECHKHU
«HEYJIOBIIETBOPHUTEIHHO.

AJNTOpUTM OLIEHUBAHUS TECTOBOT'O 3aYETHOTO 3a/IaHUs CIIeIyIOLIHil:

3a MPaBWJIBHBIA OTBET Ha BONPOCHI TecTa — 1o 1 Gamny. Mtoro MakcumanbHas cymma — 20 6aiios.
HToroBas 3aueTHast OILleHKa ONpeAessIeTcs 0 CIEAYIOUIMM IIPaBUIaM:

— «OTJIIMIHO» BBICTABJISICTCS MpH HabpaHHOU cymme OaiioB oT 20 mo 18 Gamios (3a4TeHO);

— «XOPOILI0Y BBICTABIIAETCS NMPH HaOpaHHOM cymme 6aiutoB oT 17 1o 14 6amioB (3a4TeHO);

— «YJIOBJICTBOPHUTEIILHOY BBICTABIIICTCS MTPH HAOpaHHOH cymme 6amtoB ot 13 no 10 6aiioB (3auTeHO);

— «HEYJOBJIETBOPUTEIIHO» BBICTABIsETCA NpU HaOpaHHOM cymme OamnoB menee 10 GamioB (He

3a4TEHO).

B 3aBucuMoOCTH OT OLIEHKH, MOJIYYEHHOM B XOJI€ MPOMEKYTOYHOM aTTECTAlNK, OMPEAeIISIeTCs
ypOBEHb CHOPMUPOBAHHOCTU KAKIOW KOMIETSHIIMH 110 OKOHYAHUU OCBOCHUS JUCIIUILITHHBIL.

OneHKa «3a4YTeHO0» COOTBETCTBYET IapaMerpaMm J00M U3 TMOJOKUTEIBHBIX OIEHOK
(«OTITUYHOY», «XOPOILO», «YAOBIETBOPUTEIHLHO») TpU (OPMUPOBAHMU KOMIETCHIIMH HE HIKE
IIOPOrOBOT'0 YPOBHSI.

OrieHKa «He 3a4TeHO»- MapaMeTpaM OIICHKH «HEYAOBIETBOPUTEIHLHO» MPU (HOPMHUPOBAHHUH
KOMIIETEHIIMU HUKE, YEM HA MIOPOTOBOM YpPOBHE.



IIpunoxenne Ne2 k paGoueil nporpamMme AU CHHUIIIMHBI
«CucremMa BHYTPEHHEr0 M BHEIIHET0 1eJ10BOr0 JOKYMEeHT0000opoTa

B U(POBOIi IKOHOMUKE»

MeToanyeckue yKa3aHUus I CTY/ICHTOB 110 OCBOCHMIO JUCHUILIMHBI
Jlist monmydeHus: HeOOXOIMMBIX 3HAHUM, HABBIKOB U YMEHHH 10 JaHHOMY Y4€O0HOMY KypCy
KaKJOMY CTYACHTY HEOOXOJMMO aKTHBHO Pa0OTaTh Ha JEKIUOHHBIX U AyAUTOPHBIX MPAKTUYECKHX
3aHATHSX, PEIIaTh BCE MpEIJIaracMble THUIbI 3aJ1a4, BBINOJHATH BCE WHIAMBHUAYAJbHbIC JIOMAIHUE
3a/laHusl, aKTUBHO Y4acTBOBAaTh B OOCYKICHUH CUTYallUN U IpobIieM.

YcnemHoe oBianeHue AUCHUIIMHON ««CHcTeMa BHYTPEHHETO U BHEUIHETO JIEJIOBOTO
JOKYMEHTO000poTa B HHU(POBOIl SKOHOMHUKE», MPEIyCMOTpPEHHOEe paboueil  mporpaMMmoi,
MIpeJIIoJiaraeT BhHIIOJHEHHE Psia PEKOMEH Iallui.

1. Cnegyer BHUMATENbHO M3YYUTh MaTepualbl, XapakTepusyroue kypc ««Cucrema
BHYTPEHHEr0 U BHEIIHEro [EJOBOTO JIOKYMEHTO00OpOTa B 1U(POBOH HSKOHOMHUKEM» U
OTIpEEIISAIONINE LIETIEBYI0 YCTAHOBKY. DTO MOMOXET YETKO MPEACTAaBUTh KPYT M3ydaeMbIX MPoOJIeM U
rIIyOUHY X TTOCTHXKEHUSI.

2. HeoOxoauMo 3HATh MOAOOPKY JUTEPATYpPhI, TOCTATOYHYIO U HEOOXOAUMYIO JUISl U3yUCHUs
npeaigaraemMoro kypca. [Ipu 3ToMm ciieyetr UMeTh B BUY, YTO HYKHA JIUTepaTypa pa3IuvHbIX BUJIOB:

a) yueOHUKH, y4eOHbIE U y4eOHO-METOINIECKUE TIOCOOHSL.

06) moHorpaduu, cCOOpPHHMKHM HAy4yHBIX CTaTed, MyONMKAalMi B AKOHOMHUYECKUX >KypHajax,
MPEJICTABISIONINE OMIMPUYECKUM Marepual, a TakKe MHOrooOpa3Hble acHeKThl aHalu3a
COBPEMEHHOTO Pa3BUTHS OpraHU3aIUN;

B) CIIpaBOYHas JHUTEpaTypa — OSHUMKIONEAMM, SKOHOMHUYECKHUE CJIOBapH, PacKpPbIBAIOLINE
KaTeropualbHO MOHATUHHBIN amnmnapar.

I') aHAJUTHYECKHE MAaTepHalIbl, MPEACTABICHHBIC BEIYIIUMHU JKCIICPTHHIMU OpPTaHHU3AIUSMU:
PA «3Qxkcnepr», BUMOM, JleBana-uieHTp U Ap.

3.  Usyuas nureparypy, CcleAyeT YSICHUTb OCHOBHOE COJAEpKaHME TOM WM HHOMN
yIpaBIeHUYECKONH MPOOIEMBbl, TIPUYUHBI €€ BOSHUKHOBEHUS U MOCIEICTBUS AJISl OPraHU3aI|H.

4. AxTuUBHbBIE METOJbl OOy4Y€HUS, UCIOJb3YyeMbIE U1l MPOBEJIEHUS 3aHATHH, CIIOCOOCTBYIOT
BBIPA0OTKE MPAKTHUECKOTO HAaBbIKA PAOOTHI C BHEIIHEH U BHYTPEHHEW JNOKyMEHTalued B OyMaKHOM
U DJIEKTPOHHOM BapHaHTe..

B mporuiecce o0ydenust TpeOyemblil yueOHBIN MaTeprall CTYACHTHl IOJY4al0T Ha JIEKIHIX IO
YCTAaHOBJICHHOMY perjlaMeHTy, a TaKKe IpH CaMOCTOATEIbHOM H3YUYEHUU NpeiaraeMol UM
TUTEpaTyphl MO JAaHHOW AMCHIUIUIMHE, a TaKKe Ha MPAKTUYECKUX 3aHATUSAX IyTEeM pelIeHHS
Pa3IMYHbIX CUTYAallMOHHBIX 3aJay, BBIMOJIHEHUM TECTOBBIX paboT, pabdore ¢ ECM. B xone 3ansaTuit
CTYAEHT JOJDKEH TIpPOJEMOHCTPUPOBaTh;, CBOOOJHYIO OpHEHTalul0 B 00JacTH H3y4eHUs
oubnuorpauueckuXx HCTOYHUKOB; 3HAHUS WHMOOPMAIMOHHBIX HMCTOYHUKOB [UJII TIPOBEICHUS
HSKOHOMHMYECKOTO aHaIM3a MO TEME, OCBOCHHE CMBICIOBOTO UX COJAEpIKAHMs; YMEHHE MPUMEHATh Ha
MIPaKTUKE pa3jIMYHble METOJAbl M NPHUEMbl IKOHOMUYECKOTO aHajln3a; a TaKkKe CIIOCOOHOCTb
KaueCTBEHHO W TPaAaMOTHO O(OPMIISATH COOCTBEHHBIC BBIBOJIBI U MPEIJIOKEHUS, apTyMEHTHPOBAHHO
BECTH HAYYHYIO TUCKYCCHIO.

5. Iporpammer Directum RX wu 1C:[loxymenrtoobopora 8» coaepKaT MHOXECTBO
(GYHKIIMOHATBFHBIX BO3MOYKHOCTEH MHTEIUICKTYAIbHOW CUCTEMBI yIIpaBIIeHUS U(DPOBBIMHE MTPOIlecCaMu
U JOKyMeHTamMu. M3ydeHue HSTUX MporpaMM  MO3BOJHUT CTYIEHTaM MPHOOpecTH HeoOXOoauMbIe
1u(poBbIE KOMIIETEHIMU 1O paboTe C BHEIIHMM U BHYTPEHHUM JOKYMEHTOOOOPOT COBPEMEHHOMN
opraHuzanyu. 9To 6ecCOpHOEe MPEUMYIIECTBO I podeccuonana. [loaToMy ceppe3Hoe OTHOIIEHUE
K pe3yibTaTaM CBOE€H paboThl TpeOyeT HE TOJNbKO 00y4deHusi paboTe C mporpaMMmamMu, HO U
0053aTeNIbHOTO  3HAHMA OOIIMX NPUHIMIIOB  JEJIONPOU3BOJACTBA, BO3MOXKHOCTEH W yrpo3s
nudpoBU3aITUN IKOHOMHKH.

6. CamocrosTenbHas pabora cTyaeHTOB B cucteme Moodle cocrout B Gonee TmaTenbHOM
M3YYCHUH TPEUIOKEHHOTO MpenoiaBaTeieM TeOPETHUECKOT0 MaTepuala, JaHHOTO Ha JIeKIUSAX, Ha



OCHOBE BBUIOXKEHHBIX B Moodle mpe3eHTanuii JIeKIuid U JOTIOJTHUTEIHHBIX UCTOYHUKOB, YKA3aHHBIX B
cnucke Jsureparypbl. J[ns mpoBepku KauecTBa M3ydeHHUs MaTepuaiga K OTACIbHBIM TeMaMm
MIPEAYCMOTPEHBI TECTHI JIJIs CAMOIIPOBEPKH.



