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1. [lepeyeHb KOMNETEHIIMA, MHAMKATOPOB JOCTHKEHUSI KOMIIETEHIIUI M ONMCaHMe NMOKAa3aTe/ieil U KpUuTepreB OLleHNBAHUSA Pe3yJibTAaTOB
00y4eHMsI M0 QM CHUILINHE (MOIYJII0)

dopmupyemas Kon u Pe3yabTarsl IMoka3aresu M KPpUTEPUH OLIEHUBAHMSI Pe3YJIbTATOB 00y4YeHHS 110 Bun
KOMIleTeHI U (¢ HaMMEHOBaHUe 00yueHus no AUCHHUILIMHE (MOIYJIIO) OLICHOYHO
yKa3aHHeM Ko/a) HHIMKATOpPa AUCHUILINHE ro
JOCTHKEHU S (Mony.110) cpeacrsa
KOMIIETEeHI[UH
1 2 3 4 5
Hey/I. YIOBJI. XOpOIIOo OTJIMYHO
[IK-1. Cnocoben I1K-1.2. OO6yuatrouuiics OTCYTCTBUE  ciaOble yMEHUS = YMEHHUs O OTIIUYHBIE TECTBI
COCTaBIIAATh OcymecTBisier JIOJKEH: yYMEHUH o (OpPMHUPOBAHHUIO = YMEHHS I10
MPEJICTaBISTh dbopMupoBaHHe | 3HAThH MOPSIAOK (OpPMUPOBAHUIO  YHCIIOBBIX dbopMUpOBaHUIO
OyXTaJITePCKYIO YHUCJIOBBIX coopa, YHUCIIOBBIX noKazaTeJyen YHUCIIOBBIX
(¢punancoByI0) MoKa3aTeen 00001IeHUS 1 ToKa3aTeNeu OTYETOB, MoKa3aTeeu
OTYETHOCTH OTYETOB, 00paboTkH OTYETOB, BXOJISIIIIUX B OTYETOB,
9KOHOMHUYECKOTO BXOJISIIIUX B uH(popMaIumy, BXOJIAIIUX B COCTaB BXO/JISIINX B
cyOBeKTa, COCTaB JIOKYMEHTHUPOBaH COCTaB OyxrajnTepckon COCTaB
aHaJIM3UPOBATh U Oyxrantepckoit ue Oyxranatrepckoit (punaHCOBOIN) Oyxraiatrepckoit
WHTEPIPETUPOBATH (punancoBOIN) XO03AMCTBEHHBIX (¢punancoBOIN) OTYETHOCTH, (¢punancoBoit)
uH(pOpMaIIHIO OTYETHOCTH, orepanui, OTYETHOCTH, o0ecreyeHun o OTYETHOCTH,
CoJIepXaIIyrocs B Hel  o0ecrieuynBaet OTpaKEeHUE obecrieueHunto COCTaBJICHHS U obecreueHuno
COCTaBJICHHE U X039HCTBEHHOM COCTaBJICHUS U NPEJICTaBICHUS  COCTaBIICHUS U
MPEJCTaBICHHE  OIepaliy Ha MPEICTaBICHUS  OyXTalTepCKOM NpeCTaBICHUS
OyXranTepckol  cuerax OyXranTepckoit (¢punancoBoit) OyXranTepckoit
(¢puHaHCOBOIN) OyXranatrepckoro (¢punancoBO¥) OTYETHOCTHU (¢punancoBoit)
OTYETHOCTHU yueTa OTYETHOCTHU OTYETHOCTHU
IK-1.1. OO6yuaronuiics OTCYTCTBHE  Clla0ble 3HaHUs UMEIOTCS 3HAHUS ~ OTJIMYHBIC YCTHBIN
OcymecTBisieT JIOJKEH: 3HAHUU o o 3HaHUS IO onpoc
coop, yMETh JOKYMEHTHUPOBAaH JIOKYMEHTUPOBAH JOKYMEHTHPOBAH
00o0mIeHne 1 dbopmMupoBaThH U0 U0 U0
00paboTKy YHCIIOBbIE XO3STUCTBEHHBIX  XO3AWCTBEHHBIX  XO3SIMICTBEHHBIX




nH(popManuy, MOKa3aTesn onepauui, onepauui, onepauui,
JOKYMEHTUPOBAaH OTYETOB, OTPaXKEHUIO OTPaXKEHUIO OTPaXKEHUIO
ne BXOJSIIIUX B XO3SIICTBEHHOM XO3SIICTBEHHOM XO3SIICTBEHHOMN
XO34MCTBEHHBIX  COCTaB onepanuy Ha omnepaluy Ha omnepanuu Ha
onepauui, OyXxranTepckomn cyeTrax cyerax cyerax
OTpakaeT (puHaHCOBOIN) OyXTaJITepPCKOTO  OyXTaJTePCKOro  OyXraJlTepcCKOro
XO03SIICTBEHHOMN OTYETHOCTH, y4yera y4yera y4yera
onepanuy Ha obecrieunBaTh
cuerax COCTaBJICHUE U
OyXTraJTepcKOTro  TPEACTaBIICHUE
ydera OyXrantepckoit
(punancoBoit)
OTYETHOCTHU
IK-1.3. OO6yyarommiics OTCYTCTBHE  cClla0ble HAaBBIKM  XOpPOIIUE OTJINYHBIE KOHTPOJIbH
AHanmu3upyeT 1 JIOJDKEH: HaBbIKOB aHaJu3a u HaBBIKM aHAJIM3a  HABBIKW aHajHM3a  as pabora
WHTEpPIPETUPYET = BIAAEThH UHTEpOpeTalul U u
nHpopmarIuio, HaBBIKAMHU nHpopManuu, WHTEPIpETAllMd  HUHTEPIpETAIIN
COJIEpIKallYIOCd | aHaIu3a u coliepkarieiics B uHpopmanuu, uH(pOopMaIuy,
B OTYETHOCTH MHTEpIpETALNU OTYETHOCTH COJIepIKAIIEICs B COZEpIKALIEHCs B
HKOHOMHYECKOT0 = HH(pOpMAaIHH, SKOHOMHMYECKOTO =~ OTYETHOCTH OTUYETHOCTHU
cyobekTa coJieprKalieics B cyObeKTa SKOHOMHMYECKOTO = 3KOHOMHYECKOIO
OTYETHOCTHU cyObeKTa cyObeKTa
HKOHOMUYECKOTO
cyOBeKTa
[1K-3. Cnocoben I1K-3.3. OO6yyarommiics OTCYTCTBHE  clla0ble HABBIKM  WMEIOTCS HABBIKU =~ OTJIMYHBIC KOHTPOJIbH
OCYIIIECTBIISATh Opranusyer JTOJIKEH: HaBbIKOB 10 HAJIOTOBOMY  T10 HAJIOTOBOMY  HAaBBIKH 110 as pabora
HAJIOTOBBIM YUeT U HaJOroOBOE 3HATh NOPSAIOK IJAHUPOBAHUIO | IJIAHUPOBAHUIO HaJIOTOBOMY
HaJIOrOBOE IUIAaHUPOBAHUE U UCYUUCIICHUS U SKOHOMHMYECKOTO = 3KOHOMHYECKOI0  IUIAHWPOBAHMIO U
MJIaHUPOBAHUE obecrniednBaeT yIUIaThl HAJIOTOB, cyOBeKTa cyOBeKTa (bopMUPOBAHUIO
dhopmupoBanue B3HOCOB BO HAJIOTOBO
HaJIOrOBOM BHEOIO/DKETHBIE MOJIUTUKHU
TTOJTUTHKHU (hOHIBI, TOPSIOK 9KOHOMHYECKOTO



HSKOHOMHYECKOTO = COCTaBJICHUS cyObeKTa
cyObekTa HaJIOTOBBIX

JIeKIapalui u

OTYETHOCTHU BO

BHEOIOJKETHBIC

(hoHIBI
IK-3.1. OO0yyvarommiics OTCYTCTBHE  CJIaDO 3HAET 3HAET 3HAeT OTIIUYHO 3HAET YCTHBIN
OcymecTBiser JIOJKEH: 3HaHUH HOPS0K HOPSIIOK 3HAeT MOPAI0K orpoc
WCUHUCIICHUE U YMETh VCYHCIICHUS VCUHUCIICHUS U WCUHUCIICHUS U
yIjaTy HajJoroB, OpPraHU30BBIBATH, yIJaThl HAJIOTOB, = YIUIAThl HAJIOTOB, = YIUIAThl HAJIOTOB,
a TaKk)Ke B3HOCOB  KOOPAWHUPOBATH B3HOCOB BO B3HOCOB BO B3HOCOB BO
B u BHEOIOJKETHbIE ~ BHEOIOJDKETHbIE = BHEOIOKETHBIE
roCy/lapCTBEHHbl =~ KOHTPOJIUPOBATH (boHBI (GOoHIBL, TOPSIIOK  (POHIBI, TOPSTOK
e BeJICHUE COCTaBJICHUS COCTaBJICHUS
BHEOIOJDKETHBIE = HAJOrOBOTO HaJIOTOBBIX HaJIOTOBBIX
¢boHBI, yuyeTa B JeKyIapanui u JieKIapanui u
COCTaBIISICT HKOHOMHYECKOM OTYETHOCTH BO OTYETHOCTHU BO
HAJIOTOBBIE cyOobekTe BHEOIOJKETHBIE | BHEOIOKETHBIE
pacdeTsl U (bhoHIbI boHIbI
JieKJIapaluy,
OTYETHOCTH B
rOCyJapCTBEHHbI
e
BHEOIO/IKETHBIE
(hoHIBI
[1K-3.2. Obyyaromuiics OTCYTCTBHE  clla0ble 3HaHUs 3HAET HAJIOTOBBI = OTJIMYHO 3HAET TECTBI
Opranusyer, JIOJKEH: 3HAHUH 10 HAJIOTOBOMY  Y4YeT M MOPAJOK  HaJOTOBBIN y4er
KOODJMHUPYET U BIIAJICTh yUeTy B €r0 BEJICHHS B Y TIOPSIJIOK €T0
KOHTPOJIMPYET HaBBIKAMHU SKOHOMHYECKOM  JKOHOMHMYECKOM  BEJICHHS U
BEJICHHE HAJIOTOBOT'O cyOBeKTe cyOBeKTe KOHTPOJIS B
HAJIOTOBOT'O TUTAHUPOBAHUS U 9KOHOMHYECKOM
yuera B o0OecnieunBaTh cyObeKTe



IT1K-4. I'oToB
BBIIIOJIHCHUIO
ayJIUTOPCKOTO
3a/1aHUS U OKa3aHUIO
IPOYMX YCIYT,
CBSI3aHHBIX C
ayJAUTOPCKOMU
JIEATEIbHOCTBIO

YKOHOMHYECKOM
cyOBeKTe

[1IK-4.1.
OcyecTBisieT
MOATOTOBKY U
IIPOBOAUT
ayTUTOPCKYIO
IIPOBEPKY
(BHYTpEHHIOIO
ayJIUTOPCKYIO
MIPOBEPKY) B
COOTBETCTBUH C
MPOrpaMmmoit
ayIUTOPCKOMN
IIPOBEPKH
(BHYTpeHHeMH
ayJIUTOPCKOMN
IIPOBEPKH)
I1K-4.3.
OcymecTBisiet
OLICHKY
MOJTYYEHHBIX
ayJTUTOPCKUX
JI0Ka3aTeNIbCTB U
WHOU
uHpopManuy,
o0ecrnieuyrBaeT
IIPE/ICTaBICHHE
pE3yJIbTaTOB

dbopMupoBanue
HaJIOroBOM
TIOJIUTUKH
HKOHOMUYECKOTO
cyOBeKTa
OOyuarommiicst
JIOJIKEH:

3HATh
porpaMmy
ayAUTOPCKOMN
MIPOBEPKHU

OOyuaromuiics
JIOJDKEH:

YMETH
BBINOJIHATh
ayJIUTOPCKHE
IPOIETYyPBI U
OCYIIECTBJIIATh
coop
ayTUTOPCKHUX
JI0Ka3aTesIbCTB

HE 3HaeT

IIporpammy
ayJIMTOPCKO
1 IIPOBEPKU

OTCYTCTBHE
HaBBIKOB
OLICHKH
MOJIYYEHHBIX
ayIUTOPCKU
X
JIOKa3aTeJIbC
TB U MHOH
uH(popManu
I/Ib
obecneyeHn

6

ci1abo 3HaeT
porpamMmy
ayJIUTOPCKOI
MIPOBEPKH

cja0ble HaBBIKU
OIICHKU
MTOJTY9IEeHHBIX
ayTUTOPCKUX
JIOKa3aTeIbCTB U
WHOM
nHpopmanuu,
obecneueHUs
MPEJICTABIICHHE
pe3yIbTaToB
BBITIOJTHEHUS

3HaeT
[IPOrpaMMy
ayJIUTOPCKOMN
IPOBEPKU

HMEIOTCS HAaBBIKU
OLICHKH
MTOJTY9IEeHHBIX
ayTUTOPCKUX
JIOKA3aTeJILCTB U
HHOM
nHpopmanuu,
obecneucHUs
TIpeCTaBICHUE
pE3yNbTaTOB
BBITTOJTHEHUS

OTJIMYHO 3HAET
nporpammy
ayJIUTOPCKOMN
IPOBEPKU

OTJIMYHBIE
HAaBBIKU OI[CHKU
TIOJTyYEHHBIX
ayTUTOPCKUX
JIOKA3aTeJIbCTB U
WHOM
nHpopmanuu,
obecneueHus
MpeCTaBICHUE
pe3yIbTaToOB
BBITTOJTHEHHS

YCTHBIN
orpoc

KOHTPOJIbH
ast pabota



[IK-2. Cnocoben
OCYILECTBIISATh
BHYTPEHHUH
KOHTPOJIb BEICHUS
OyXrajaTrepckoro
ydeTa U COCTaBJICHUS
Oyxraiarepckoi
(¢unHaHCOBOI)OTUETH
OCTH

BBITIOJTHEHHU S
ayTUTOPCKUX
IIpoLEayp

[1K-4.2.
Beimonusier
ayJTUTOPCKUE
MPOIIEAYPHI
(meiicTBus) M
OCYIIECTBIISIET
coop
ayJIUTOPCKUX
JI0Ka3aTeNbCTB

IK-2.2.
PazpabatbiBaeT
BHYTpPCHHHE
OpraHU3aIIOHHO
pacropsIuTeIbH
bI€ IOKYMEHTHI,
periaMeHTHPYIO
1me

OO6yyaromuiics
JIOJKEH:
BJIAAETh
HaBBIKAMH
OLIEHKH
MOJTyYEHHBIX
ayJIUTOPCKUX
JI0Ka3aTelIbCTB U
HHOU
uH(popMaluuy,
obecneunBaTh
MIPEJICTaBICHHE
pe3ynbTaToB
BBITTOJTHEHHS
ayJTUTOPCKUX
MpoLeIyp
OOyuaromuiics
JIOJKCH:

3HATH MPOIIECC
BHYTPEHHETO
KOHTPOJIS
BEJICHUS
OyXranatepckoro
yuera u
COCTaBJICHUS

A
IIPENICTaBJICH
ue
pE3yJIbTaTOB
BBIIIOJIHCHUS
ayJIUTOPCKH
X Ipouexyp
OTCYTCTBHE
yMEHUI

OTCYTCTBHE
yMEHUH

ayJIUTOPCKUX
MpoIeayp

ciabble yMEHHUS
10 BBIMOJIHEHHIO
ayJUTOPCKUX
pouenyp
(meiicTBus) U
OCYIECTBIICHUIO
cbopa
AyJAUTOPCKUX
JI0Ka3aTelbCTB

ciabple yMEHUS
1o pa3paboTke
BHYTPEHHUX
OpraHH3alMOHHO
pacnopsiIuTeIbH
BIC TOKYMCHTOB,
pErJIaMeHTHPYIO
X

ayJIUTOPCKUX
npoueayp

UMCIOTCSI YMEHUS
110 BBITIOJTHEHUIO
ayJUTOPCKUX
npoueayp
(neiicTBus) U
OCYIIECTBIICHUIO
cbopa
ayTUTOPCKUX
JI0Ka3aTelbCTB

XOpOoIne
YMEHHSI 110
pa3zpaboTke
BHYTPEHHUX
OpTaHU3aIIOHHO
pacnopsiaiuTenbH
bIe TOKyMEHTOB,
perIaMeHTHPYIO

ayJIUTOPCKUX
npoueayp

OTJINYHBIC
YMEHHUS 110
BBITIOJTHEHHIO
AyJIUTOPCKUX
npoueayp
(meticTBus) U
OCYIIECTBICHHIO
cbopa
ayAUTOPCKHUX
JI0Ka3aTeIbCTB

OTJINYHBIC
YMEHHSI 110
pa3zpaboTke
BHYTPEHHUX
OpTraHU3aIOHHO
pacnopsiaiuTenbH
bI€ JOKYMEHTOB,
persIaMeHTHPYIO

TCCThI

TCCTBI



HKOHOMHYECKOTO OpraHu3alMio U OyXraJiTepcKoi OpPraHu3alMIo U IIUX 1111304

cyObeKTa ocymiectBiaeHne  (puHaHCOBOI) OCYILIECTBIICHME  OpPraHU3alUI0 U OPTaHU3alHUIO U
BHYTPEHHETO OTYETHOCTHU B BHYTPEHHETO OCYILIECTBJIEHUE  OCYLIECTBIIEHUE
KOHTPOJIS COOTBETCTBUHU C KOHTPOJIS BHYTPEHHETO BHYTPEHHETO
BEJICHUS JEHCTBYIOIINUM BEJICHUS KOHTPOJIS KOHTPOJIS
OyXrajaTepckoro  3aKOHOJATelIbCTB OyXrajarepckoro  BeleHUs BEJICHUS
ydeTa u oM ydeTa u OyXrajTepckoro | OyXralTepcKoro
COCTaBIICHUS COCTaBIICHUS ydeTa u yuera u
OyXranTepcKou Oyxraiarepckoi COCTABJICHUS COCTaBJICHUSA
(bunancoBoiN) (dpuHaHCOBOI) OyxrajiTepcKkon OyxrajTepcKkon
OTYETHOCTH OTYETHOCTH (buHaHCOBOK) (buHaHCOBOI)
HKOHOMHYECKOTO HKOHOMHYECKOTO = OTYETHOCTH OTYETHOCTHU
cyObeKTa cyObeKTa SKOHOMHMYECKOTO = 3KOHOMHYECKOTO

cyObeKTa cyObeKTa

[1K-2.3. OO0yuaronuiics OTCYTCTBHE  cialOble HABBIKM | WMEIOTCSI HABBIKM ~ OTJIIMYHBIC KOHTPOJIbH
BrisnsieT u JTOJIKEH: HABBIKOB M0 BBISIBICHUIO IO BBIABICHUIO  HAaBBIKH IO ast pabora
OILIEHUBAET YMETh U OLICHKE 1 OLICHKE BBISIBIICHUIO H
PUCKH, paspabarbIBaTh PHCKOB, PHCKOB, OLIEHKE PUCKOB,
CIIOCOOHBIE BHYTPEHHHE CITOCOOHBIX CITOCOOHBIX CITOCOOHBIX
MOBIIUATH Ha OpraHU3aIMOHHO MOBJIHSTH Ha MOBJIUATH HA MOBJIUATH HA
JOCTOBEPHOCTH - JOCTOBEPHOCTH JIOCTOBEPHOCTH JIOCTOBEPHOCTH
OyXrajaTepckoil  pacrnopsauTenbH OyXranTepckoit OyXranTepckoit OyXranTepckoit
(punaHCOBOIN) bI€ JIOKYMEHTHI, (¢punancoBOIN) (¢punancoBo}#t) (¢punancoBoit)
OTYETHOCTH, B periIaMeHTHPYIO OTYETHOCTH, B OTYETHOCTH, B OTYETHOCTH, B
TOM YHCJIC PUCKH = IIHE TOM YHCJI€ PUCKH = TOM YHWCIIC PUCKHA = TOM YHCIIE PUCKH
oT OpraHu3aIuio 1 oT oT oT
3JI0yTOTPEOJIEHH = OCYIIECTBIICHHE 3JIOYMOTPEOJIGHH  3JIOYIMOTPEOJICHH  3JI0YIOTPEOJICHH
W, U OIIpENENsieT  BHYTPEHHEIO , u W, u U, u
MIPOIIETyPHI, KOHTPOJIS OTIpeIeNICHUIO0 OTIpeIeNIEHUIO0 OTIpeIeNIEHUIO
HarpaBJIeHHbIE BEJICHUS MPOLETYPHI, MPOLETYPHI, IpOLETYypHI,
Ha OyXTanTepcKoro HaTpaBJICHHBIC HaTpaBJICHHBIC HaTpaBJICHHBIC
MUHHMH3ALUIO yuera u Ha Ha Ha




3TUX PUCKOB

COCTaBJICHUA

MHWHHUMHU3ALHUIO

MHWHHUMHU3AL IO

MHWHUMU3AIIHUIO

OyXranTepckoit 9TUX PUCKOB 9THX PUCKOB 9THX PUCKOB

(punancoBoii)

OTYETHOCTHU

HKOHOMUYECKOTO

cyOBbeKTa
I1K-2.1. OO6yuaronuiics OTCYTCTBUE  cialOble 3HaHUS XOpOILKUE 3HAaHUS =~ OTJIMYHBIE YCTHBIN
Opranusyer, JIOJKEH: 3HaHUH npoiecca npoiecca 3HaHUA Mpolecca  OIpoc
TUTAHUPYET U BJIAJICTh BHYTPEHHETO BHYTPEHHETO BHYTPEHHETO
OCYILECTBISET HaBBIKAMHU KOHTPOJIS KOHTPOJIS KOHTPOJIS
mporece BBISIBIISICHUS 1 BEICHUS BE/ICHUS BE/ICHUS
BHYTPEHHET 0 OLIEHKU PUCKOB, OyXrajaTepckoro  OyXraiarepckoro = OyXraarepcKoro
KOHTPOJIS CIIOCOOHBIX ydyeTa u yuyeTa u yuera u
BEJICHUSA HOBIUATH HA COCTaBJICHUS COCTaBJICHUS COCTaBJICHUS
OyXraJTepcKoro  JOCTOBEPHOCTH Oyxraiarepckoi Oyxraiarepckoi Oyxraiarepckoin
ydeTa u OyXrantepckoit (buHaHCOBOIN) (buHaHCOBOIN) (buHaHCOBOK)
COCTaBJICHHUS (punaHCOBOIN) OTYETHOCTH B OTYETHOCTH B OTYETHOCTH B
OyXrajaTepckol  OTYETHOCTH, B COOTBETCTBUM C  COOTBETCTBHM C  COOTBETCTBHU C
(punanCcoOBOIN) TOM YHCJIE PUCKH JENCTBYIOIINM JENCTBYIOINM JIEHCTBYIOIIAM
OTYETHOCTHU B oT 3aKOHOJATEIbCTB  3aKOHOJATENbCTB = 3aKOHO/ATENILCTB
COOTBETCTBUM C  3JI0yNOTPEOIeHU oM oM oM
JENCTBYIOIIUM 1, ¥ ONIpENENATh
3aKOHOAATEIbCTB ~ IPOLEAYPHI,
oM HarpaBJIeHHbIE

Ha

MUHUMM3ALIHIO

ITUX PUCKOB




2. OueHo4YHbIE CPeACTBA, HEOOXOAMMBIE [IJIfl OLIEHKH Pe3yaIbTATOB 00y4YeHus Mo
AUCHHILINHE (MOYJIIO)

IlepeyeHb BONPOCOB K YCTHOMY ONIPOCY

IlepeyeHb BONPOCOB /1Jisl OLlEHKH YPOBHS cpopmupoBanHocTH KomneTeHunu IMK-1
Ha dTane «3HAHuD»

Tema. [loHsiTHE M NIPeACTABJIECHUE O AeJIONPOU3BOACTBE
Bonpocsl
1. CymHocTh moHsTHS "mokyMeHT", "uHpopmaiua" W "MaTepuaNbHBIA HOCUTENB'". DYHKIUU
JIOKYMEHTOB.
2. Knaccudukarus ae10Boi JOKYMEHTAIIMH
3. Yaudukanus u CTaHIapTU3AINs YIPaBICHICCKOW JOKYMEHTAIIUN

Tema. O0mme HOpMBI ¥ PaBUJIA 0()OPMIIEHHSA YIIPABJIEHYECKHX IOKYMEHTOB
Bomnpocsl
1 TpeGoBaHMs K yIIpaBIEHYECKOMY JOKYMEHTY
2. Tlonstue, coctaB M KiaccH(UKalus OpPraHU3aLUOHHO-PACTIOPAIUTEIBHON JOKYMEHTAIUU
(OPLN).
3. biaHku JOKYMEHTOB U X oopMIiIeHHE.
4. Odopmiienue pexBuzutoB OP/I.
5. O0mue TpeboBaHMs K 0OPMIICHUIO TEKCTA I0KYMEHTOB.

IlepeueHn BONMPOCOB /ISl OLIeHKH YPOBHsI cpopmupoBannocTu komnerenuuu IK-2
Ha dTane «3HAHUD»

Tema. OpopmiieHHe OPraHN3aHOHHO-PACTIOPAAUTEIbHOM JOKYMEHTALNU
Bonpocsl
1 OdopmiieHne opraHu3aliOHHO-TIPABOBBIX JTIOKYMEHTOB.
2. OdopmiieHue pacnopsAUTENbHbBIX JOKYMEHTOB.
3. Odopmienue ciy>keOHbIX TUCEM U IPYTUX ONEepaTUBHO-MH()OPMAIIMOHHBIX JOKYMEHTOB.
4. OdopmiieHue aKkTa, MPOTOKOJIA, JOKJIAHON U CIIYKEOHOU 3aIUCKH.
5. OdopmieHre JOKYMEHTOB, MEpeaBaeMBbIX 110 KaHaJlaM 3JIEKTPOCBS3H.

IlepeueHnb BOMPOCOB /ISl OIeHKH YPOBHsI chopmupoBanHocTu komnerenunu IMK-3
Ha dTane «3HAHU»

Tema. OgopMiieHHE JOKYMEHTOB I10 JIHYHOMY COCTABY
Bonpocsl

1. Opopmienne 10KyMEHTOB, UCTIONIb3YEMbIX MIPU IpHUEMe Ha paboTy
2. OdopmiieHre OTITyCcKa

3. O1eHka JesTeabHOCTH epcoHana. ATTecTanus

4. CocTaB 1OKYMEHTOB, HCIIOJIb3YEMBIX MPU YBOJIbHEHUH PaOOTHUKA.

Tema. Byxraarepckue (GpuHaHCOBbBIE) JTOKYMEHTbI
Bonpocsl

1. Vuer xaccoBbIX U 0AaHKOBCKUX OTEpaIlHii
2. YdeT pacyeToB ¢ TOIOTUYETHBIMHA JIMIIAMH, TTOKYITATEISIMK, TTOCTABIIUKAMH
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3. YueT OCHOBHBIX CPEJICTB
4. Yuer mMaTepHualioB, TOBApPOB
5. Yder Tpyna u 3apab0oTHOM TUIaTHI

IlepeyeHb BONPOCOB /ISl OIEHKH YPOBHs chpopmupoBaHHocTH KomneTenuuu [MK-4
Ha Tane «3HaAHU»

Tema. [lokyMeHTOO00OPOT M €ro OpraHu3anmsi
Bonpocsl
1. IlpoxoxaeHre BXOSIINX, UCXOIAUINX U BHYTPEHHUX JOKYMEHTOB.
2. Peructparust JOKyMEHTOB
3. CocraBiieHre HOMEHKJIATyp U TEKyIIee XpaHeHHE el
4. TloaroroBka Jie K cJJaue B apXuB

Tema. MexaHu3anusi 4 KOMIbIOTEPU3aIHsI MPOLECCOB TOKYMEHT0000poTa
Bomnpocsl
1. KonrpoBaIbHO-MHOXHUTEIIbHASI TEXHUKA
2. [IporpaMMHBIE CHCTEMBI aBTOMATHU3AIIUU JIOKyMEHTO000pOTa
3. 3amuTa TaHHBIX U OCHOBBI KOMITBIOTEPHOU O€301MaCHOCTH

Ilepeyenb TeCTOBBLIX 3aJaHMH IS OUEHKH YPOBHA C(OPMHPOBAHHOCTH
komunerenuuu ITK-1 Ha srane «YMenus»

TecToBBIC 3a1aHUA

1. «/le10MPON3BOACTBO»— ITO:
a) Cucrema XpaHeHHs IOKYMEHTOB;
b) CocraBnenue TOKyMEHTOB;
C) JlokyMeHTHpOBaHME U OpraHU3aLus pabOThI C JOKYMEHTAMH

2. Jlo/KkHA JTM MHCTPYKIMA 1O 1eJ0NPOU3BOACTBY OPraHU3alMH YCTAHOBHTH TEXHOJIOTHIO
BCEX ACJIONPOU3BOACTBCHHBIX onepalmﬁ, BbBIINIOJIHAEMBIX B opraﬂu3auuu?

a) [Ma;

b) Her.

3. Kakue ¢opmbl perucrpauun B Pocenn?
a) XypuanbHas;
b) Kaprounas;
C) ABTOMaTHU3UpPOBAHHAS;
d) Bce BbImenepevyncieHHbIE.

Ilepeyenb TecTOBBIX 3aJaHMH JJs1 OLEHKH YPOBHS C(POPMHUPOBAHHOCTH
komnetreHuun IIK-2 Ha stane «Ymenus»

4. DJIeKTPOHHBII JOKYMEHT0000POT — 3TO:

a) MaTepHabHbBIH OOBEKT, cojepkaiiuii WHGOpMANUID B 3a)UKCHPOBAHHOM BHJIE H
CIEMAJIHO NPEAHA3HAUYEHHBIN IS €. IEpejaul BO BPEMEHHU U IIPOCTPAHCTBE;

b) nByKeHHE JOKYMEHTOB B OpPraHHM3allMi ¢ MOMEHTA MX MOJYYCHUS MU CO3JaHUS JI0
3aBEpLICHUS MCIIOIHEHHUS, OTIIPABKU aJpecaTy WM Clayl Ha XpPaHEHHUE;

11



C) 2JEKTPOHHBIA JOKYMEHT - 3TO JOKYMEHT, B KOTOpOM HH(OpMalus MpeACTaBlIcHa B
3JIEKTPOHHO-TIU(PPOBOI hopme;

d) orpaciap JeSTEIBLHOCTH, OXBATHIBAIOIIAS BOMPOCHI XPAaHCHHS W HUCIOJIb30BaHUS
ApXUBHBIX JTOKYMEHTOB.

5. Ha kakue 10KYMEHTONOTOKH JAeJIUTCH TOKYMEHTAIMSA:
a) MUChbMa, PACHOPSHKECHUS, IOTOBOPA;
b) moroBopa, TOKyMEHTHI OPI'aHOB BIIACTH;
C) BXOJMIINE, HCXOISIINE, BHYTPCHHUE JTOKYMEHTHI;
d) oOpamenust rpaxaad (Kaao0bl, IPEATOKCHHS U 3asSBICHHUN).

Ilepeyenb TecTOBBIX 3aJaHMil JJsl OUEHKH YPOBHA CHOPMHUPOBAHHOCTH
komuerenuuu IIK-3 Ha stane «YMenus»

TecToBblE 3aJaHUA

1. Perucrpauus 3JIeKTPOHHBIX JOKYMEHTOB — 3TO:

d. YCTaHOBJICHME KOJMYECTBAa M COCTaBa apXWUBHBIX JOKYMEHTOB B €IMHHULIAX y4YeTa U
(dukcanys IpUHAUIEKHOCTH KaXJA0W €IMHHULBI yUeTa K ONpeAeIeHHOMY KOMIUIEKCY U 001emMy
UX KOJIMYECTBY B YUETHBIX JOKYMEHTAX;

b. BaxHeimuit 3Tanm pabOThl ¢ JOKYMEHTaMH W ONPEACISICTCS KaK 3allUCh YYETHBIX
JaHHBIX O JIOKyMEHTE IO YCTaHOBIEHHOW ¢opme, Qukcupyromas QakT ero Co3AaHHUS,
OTIPABJICHUS WIN MTOIYYEHUS;

C. ’T0O MaKCHMaJbHO palMOHAJIbHOE COKpAIIeHHE KOJMYEeCTBAa Yero-immbo myTeMm
CTaHJapTU3aLUH K €IUHON popme;

d. opraHu3anus OKYMEHTOOOOPOTa, XpaHEHHs W HCIOJIb30BaHUS JOKYMEHTOB B
TEKYILIEH AESITEIBHOCTH YUPEKIACHUS.

2. Y4eT 10KyMEeHTOB — 3TO:

a. BaXHEHIIMH »Tam paboThl C JOKYMEHTaMHM W OIpENeNseTcsi Kak 3aliCh YYETHBIX
JaHHBIX O JIOKyMEHTE IO YCTaHOBJIEHHOW ¢opme, Qukcupyromas QakT €ero Cco3AaHusd,
OTIIPABJICHUSI UJIU TTOTY4YECHHUS;

b. mBMXKEHHE TOKYMEHTOB B OPTraHU3aI[MK C MOMEHTA UX TOJIYYCHHUS HITH CO3JIaHUS JI0
3aBEpLICHMS UCIIOIHEHNUS, OTIIPaBKHU aJpecaTy WIM CJa4l HAa XpaHEHHUE;

C. YCTaHOBJICHHE U IPUMEHEHHUE MPABUJI C LIEIbIO YIIOPSIOUYEHHUS AESITEIbHOCTH B
OTIpe/IeIHHOM 001aCTH Ha TOJb3Y U NMPU YYaCTHH BCEX 3aMHTEPECOBAHHBIX CTOPOH, B YACTHOCTH,
JUISL TOCTHYKEHUS BCEOOIIeH ONTUMaIbHOM SKOHOMHH MPH COOJTI0IEHUN (PYHKIIMOHATBHBIX
yCIIOBUH U TpeOOBaHUN TEXHUKHU 0€30MaCHOCTH;

d. ycTaHOBJICHHE KOJIMYECTBA M COCTaBa APXHMBHBIX JOKYMEHTOB B SAMHUIIAX yUeTa U
(buKcanys NpUHAAISKHOCTH KaXJOW €IMHUIIBI YUeTa K ONpeIeIEeHHOMY KOMIUIEKCY U 001eMy
UX KOJIMYECTBY B YUETHBIX TOKYMEHTaX.

3. Kakue ¢opMbl perucTpauu 10KyMeHTOB CyIIeCTBYIOT?

a. JKypHaJIbHasl, KApTOYHas U aBTOMaTU3UPOBAaHHAs,

b. meHTpanu3oBaHHas, ICIIEHTPATN30BAHHAS, CMEIIAHHAS;

C. ydeT JOKYMEHTOB, KOHTPOJb 3a HX HCIOJHEHHEM, CIpaBoyHas paboTa 110
JIOKYMEHTaM;

d. anpOOMHasI, KHYKHAS

4. IOKYMEHT — 3TO:
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1) aTO IpaBOBOM aKT PpyKOBOJIUTEINS OPraHU3alluU WK €r0 3aMECTUTENEH, coAepKalnuii
00s13aTesIbHbIe TOPYYEHNUS AJIs IOAYMHEHHBIX CTPYKTYPHBIX NOIpa3AeIeHNH, TOJKHOCTHBIX JIMIL
U PSJIOBBIX paOOTHHKOB;

2) MaTepHuaIbHbII 00BEKT, COAEpKAIINN HHPOPMALIUIO B 3a()MKCUPOBAHHOM BUJIE U
CIIELMAJIbHO MPEIHAa3HAYCHHBIN UL €. IepeAadynd BO BPEMEHHU U IIPOCTPAHCTBE;

3) COBOKYIHOCTh ()OPMAJIbHBIX JIEMEHTOB B COCTABE CAEIKU WU JOKYMEHTA,
OTCYTCTBHME KOTOPBIX JIMIIAET CACNKY WIA JOKYMEHT IOPUIUYECKON CHUIIBI;

4) MoJienb IOCTPOEHNUS JOKYMEHTA, yCTaHaBJIMBaroLIast 00J1acTh IPUMEHEHUs, OPMATHI,
pasMepsl oJIeH, TpeOOBaHUS K TOCTPOCHUIO KOHCTPYKIIMOHHOW CETKH U OCHOBHBIE PEKBU3UTHI.

5./1eJ10npon3BOACTBO — 3TO:

1) oTpacip nesTeaTbHOCTH, OXBaTHIBAIOIIAs BOIPOCH! XPAHEHUS U UCTIOIb30BaHUS
APXUBHBIX JOKYMEHTOB;

2) oTpacib AeSTeTbHOCTH, 00ECIICUYMBAOINAs JOKYMEHTHPOBAHUE M OPTaHU3AIIUI0
paboTsI ¢ opUIIMATEHBIMU JOKYMEHTAMU;

3) IMCUMIUTMHA, U3y4arollas CTPYKTYpy U OOIlue CBOMCTBA HAyYHOW MH(OpMAIUH, a
TaKKe 3aKOHOMEPHOCTH €. CO3/IaHus, IPEoOpa30BaHUs, IepeIadn U UCTIOIb30BaHUS B
pa3InYHBIX chepax YeTOBEUSCKON JACATEIbHOCTH;

4) 510 Hayka 00 00IIecTBE, CUCTEMAaX, COCTABIIAIONINX €T0, 3AKOHOMEPHOCTSIX €ro
(GYHKIIMOHUPOBAHUS U PA3BUTHS, COIMATBHBIX HHCTUTYTAX, OTHOIICHHUSX U OOIIHOCTSIX.

Ilepeyenb TeCTOBBLIX 3aJaHMH IS OUEHKH YPOBHA C(POPMHPOBAHHOCTH
rkomunerenuuu [1K-4 na srane «YMenus»

TecToBBIC 3a1aHUA

1. KT0 MoO:keT ocyliecTBJIATH NEPBOHAYAIbHBIN NPUEeM 1 00padoTKY JOKYMEHTOB:

1) cexperaps;

2) IUpeKTop;

3) HavaJIbHUK OTJIENA KaJIpOB;

4) cneuunanbHoe nonpasaenenue ciayxosl JI0Y, pabotHuk ciyx6s1 JJOY nnm cekperapb
PYKOBOJUTEIIS.

2. 3aKkoHYHTE HAYaTOE MpeaiokeHue: JIOKyMeHT0000pOT — ITO ABHKEHHE J0KYMEHTOB B
OpraHu3aIiy ¢ MOMEHTA HX CO3IaAHUs J10:

a) Ilepenauu Ha UCTIOJHEHUE,

b) TloamuBku Baemo;

C) 3aBepIeHUs UCIIOJHEHHS M OTIIPABKH.

3. IokyMeHTBI KJIaccCH(PUIHPYIOTCS M0 CJIeAYIIIHM MPU3HAKAM:
a) IO FOPUINYECKON Cuiie
b) mo HaumeHoBaHwMIO
C) 1O BUAAM JEATEIbHOCTH
d) mo MecTy cocTaBieHUsS
€) 1O COCTaBUTEIIO
f) o crenenu pukcanum
Q) IO CTENCHH JeTaTU3alUH

4. ATpMOYTHBHOCTb JOKYMEHTa, 3TO
a) Hamuuue 00sA3aTEeIbHBIX COCTABIIAIONINX: HHPOPMAIIMU, MATEPHATBHOTO HOCUTEIIS
b) npenHa3HaYEHHOCTH IS IepeAadr HHPOPMAIMU B TPOCTPAHCTBE U BPEMEHH
C) TecHasi B3aMMOCBSI3b €TI0 JIEMEHTOB U ITOJICHCTEM
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5. Pe3oJaronus, 310
a) OTMEeTKa O MPOYTECHHH JOKYMEHTA
b) dopma maum ykasaHus PyKOBOIMTEIEM OPraHU3AIMH MMOAYHHCHHOMY OO0 HCIIOJHCHUH
JIOKyMEHTa
C) JNHYHAsS MOAMUCH PYKOBOJIUTEIIS

IlepeyeHb KOHTPOJIBHBLIX PadoT JAJs1 OLEHKH YPOBHSI C(POPMHUPOBAHHOCTH KOMIIETEHUIMHU
IIK-1,2,3,4 na 3Tane «Baagenus»

KonTpoabHasi padora

3aganue 1

Komnanus «Anbda» ocyliecTBiseT MOCTaBKY KOMIIBIOTEPOB MPEANPHUIATUAM Tropoja
VYdbl, ycTaHaBIMBas HAa pealn3yeMble MalIMHBI ornepairoHnyo cucremy Windows XP. ®dupma
«bera» npuobpena 20 KOMIBIOTEPOB y BbIIIEYKa3aHHOH (UPMBI U yCTAaHOBMIJA, YTO BCE OHU
SBIISTIOTCSI HEPaOOTOCIIOCOOHBIMH, TIOCKOJIBKY WX KOH(UTypalus He COOTBETCTBYET CHCTEMHBIM
TpeOOBAHUSM.

Heo0XxoauMo cOCTaBUTH pEKIIAaMHOE MHUCHMO KOMITAHUH «Asb(a», MHCbMO-3ampoc
¢dupmel «beta» u OTBET HA HETO.

3ananue 2

ToBapumectBo «TpuHuka» Hampapiser psay Tanorpaguii  MUCBMO-IPOChOy O
BBITTOJIHEHUH 3aKa3a [0 W3TOTOBJICHUIO OJAHKOB y4eTa M OTYETHOCTH. B oTBeT oT THmorpaduit
HOJY4YEHbI JIBa MHUCbMa C OOOCHOBAaHHBIM OTKa30M M NHUCbMO-OTBeT Tunorpadpuu «Hayka» o
BO3MOYKHOCTH BBITIOJTHEHHS 3aKa3a.

CocTaBuTh BCE BapUaHTHI ITHCEM.

IlepeyeHb KOHTPOJBHBIX PadoT s OLEHKH YPOBHA C()OPMHPOBAHHOCTH KOMIETEeHIMHU
IIK-5 na srane «Baagenus»

KonTtpoabHnas pa6ora

3ananue 1

Opaniry3ckas pupma «OKCUTPOIIb)» 3aMHTEPECOBAHA B YCTAHOBJIICHUH COTPYAHUYECTBA C
o0wvennHeHneM «baricHaOCcOBIT C eNbI0 MOCTAaBKY TOYHOM M3MEPUTENBHOM anmapaTypsl, O 4eM
coobmaer B uHGopManroHHOM THchbMe. OOBbEAMHEHHE TMPOCUT YTOYHUTH PSII TEXHHUUYECKUX
XapaKTepUCTUK TPUOOPOB W OJHOBPEMEHHO TIpeajiaraeT K IMpoJiake COBPEMEHHBIC
rupaBindeckue kpanbl. COCTaBUTh IEMOYKY MHUCEM, HEOOXOAUMBIX JIsi OpPraHU3aIMH BCTPEUn
MpeACTaBUTENCH PUPMBI U 0ObETUHEHHUS.

3ananue 2

3aBoj «ATHJENBY 110 UCTEUYEHUN KOHTPAKTa OTKa3ajcs oT ycayr pupmbl «kKomMepcaHnTy,
OCYLIECTBIISIBILIE MapKETUHIOBBIE HCCIENOBAHUS Il Hero. JlupekTop 3aBoja HampaBwil B
GbupMy COOTBETCTBYIOIIEE MHUCHMO C OOOCHOBaHHMEM NpPHYMH OTKa3a. COCTaBUTh MHUCHMO
mupekTopy ¢upmbl «KoMMmepcaHT» U BO3ZMOXKHYIO IIEMOYKY B3aWMOCBSI3AHHBIX MHCEM, a TaKKe
COCTaBUTH PeKIaMHOE MUCHMO GupmMbl «KoMMepcaHT» ¢ 1IETbI0 MPUBIICUEHUS IPYTUX KIMEHTOB.

KourpoJubHas padora

1.biiaHKu JOKYMEHTOB M UX OOopMIIEHHE.

2.0¢opmiteHHE pacToOpIUTEIBHBIX JOKYMEHTOB.

3.000 «Arar» HampaBiseT psay Tanorpaduil TUCbMO-IIPOCEOY O BBIMOJHEHUM 3aKa3a
[0 M3TOTOBJICHHIO OJAaHKOB y4yeTa M OTYETHOCTH. B oTBeT OoT Tumorpaduii moiydeHsl IBa
nUcbMa ¢ OOOCHOBAaHHBIM OTKa30M M MHUCbMO-OTBeT Tumnorpapuu «Hayka» o BO3MOXHOCTH
BBITIOJTHEHUS 3aKa3a.

CocTaBuTh BCE BApUAHTHI ITUCEM.
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4. Kommnanus «Mup» OCyLIECTBIISIET MOCTABKY KOMIIBIOTEPOB MPENNPHUIATHIM TOpoja
CrepauTaMaka, yCTaHaBIMBas Ha peajr3yeMble MaIIWHBI orepannonnyro cuctemy Windows XP.
Pupma «Boctok» mpuodpena 15 KOMIBIOTEPOB y BBINICYKAa3aHHONW (PMPMBI U YCTaHOBHIIA, YTO
BCE OHM SBISIOTCS HEPAOOTOCIIOCOOHBIMM, MOCKOJIBKY HMX KOH(UIypalusi HE COOTBETCTBYET
CHCTEMHBIM TPEOOBaHUSM.

Heo6xoanMo cocTaBUTh peKksIaMHOE MMUCbMO KOMIIAHUU «Mup», MHCbMO-3a11poc (pUpMbl
«BOCTOK» M OTBET Ha HEro.

5.0upma  «OnexkTpo»  3aMHTEPECOBAHA B  YCTAHOBIEHUM  COTPYJHUYECTBA C
oObeuHeHneM «TeXHOCOBIT» C IEeNbI0 MOCTAaBKA TOYHOW M3MEPHUTENBHOM ammaparypsl, 0 4eM
coobuiaer B nH(popManMoOHHOM nucbMe. OObEAMHEHHE MPOCUT YTOYHHUTH Psii TEXHUUYECKHX
XapaKTEepUCTUK MpUOOpPOB U OJHOBPEMEHHO IMpeajaraeéT K IMpoJake COBPEMEHHbBIE
ruzpasaudeckue kpanbl. COCTaBUTh LIETIOUKY MHUCEM, HEOOXOIAUMBIX Ul OPraHU3alMd BCTpEUn
npencTaBuTesiei GupMbl U 00bETUHEHUSI.

IlepeyeHb BONPOCOB K 3a4eTy

[TonsTHe, enu, 3a1a4u, 3Ha4eHUE JeJIONPOU3BOICTBA.

YHUUKaMA U CTaHAapTH3ANNS JOKYMEHTOB.

YHUGHUIUPOBAaHHBIE CUCTEMBI IOKYMEHTAIIMHU, OCHOBHBIE MTOJIOKEHMSL.

Pa3Butne nHpOpPMAIMOHHBIX TEXHOJIIOTUH U JJOKYMEHTOB.

Poib joxymMeHTaIMOHHOTO 00ECIIeYeHus YIPABICHHUS B COBPEMEHHOM OpraHn3aIuH.

HopmatuBHo-1ipaBoBas 0a3a JOKYMEHTAILMOHHOI'O YIIPaBIeHUs 00eCIeUeHUs

VYcraB: ompeneneHue, CTPYKTypa, cojlepxkaHue, opopmieHUE, peKBU3HUTHI.

WHcTpykuus:  onpezieneHue, TPYNIUPOBKA,  pa3fieiibl, CoJep)KaHHe, PEKBU3UTHI,

COIJIACOBaHUE, YTBEPKICHUE.

9. TlonoxkeHue: ompeneneHue, BUAbL, COJEp)KaHUE, coriacoBaHue, yreepxaenue. LlltatHoe
pacnucaHue.

11. Buas! pacnopsiAUTENbHBIX JOKYMEHTOB, ITOAMOTOBKA M MPOEKTUPOBAHUE PACTIOPSIUTENbHBIX
JOKYMEHTOB, X 0(OpMIICHHE, PEKBU3UTHI, COTJIACOBAHUE, TTO/INMCAHNE, IOBEICHHE.

12. Tlpuka3s: onpeaeneHue, 06JacTb pacpOCTPAaHEHUs, PEKBU3UTHI, BBIMUCKU U3 IPUKA30B.

13. PactiopspkeHme: omnpeneneHne, BHIIbI, PEKBU3UTHL. YKazaHWE: OmpeseieHue, opopmieHue,
PEKBU3UTBHI.

14. Bunpl uHQOPMAIIMOHHO-CITPABOYHBIX JOKYMEHTOB.

15. AxT: onpeneneHue, cofepKaHue, CXeMa COCTaBJICHUS, PEKBU3UTHI, TEKCT.

16. IIpoTokou: onpeneneHue, coaepKanne, peKBU3UTHI, TEKCT.

17. CnpaBka: onpezeneHue, BUAbI, TEKCT, PEKBU3UTHI.

18. lokmamHasi 3amucKa: ompeaesieHne, BHIBI, PEKBU3UTHI, TEeKCT. OOBSCHUTENbHAS 3aIHCKa:
ofpeieNieHue, PeKBU3UTHI.

19. Tenerpamma: onpeneieHue, BUAbI, 0hopMIICHHUE.

20. ITucemo: yHUUKALMS, TIPaBUiIa, PEKBU3UTHI, BUIIBI.

21. Knaccudukanus nmrceM 1o CoAep KaHuIo U Ha3HAYCHUIO, IX 0COOCHHOCTH.

22. TexcToBoO€ cofepxkaHue. PeKoMEeHIaIMKi 1O COCTaBJICHUIO U OOPMIICHHIO TEKCTOB.

23. MexayHapoIHOE JeTI0BOE MIUCEMO, €T0 OTIINYHEe, PEKBU3UTHI, 0()OPMIICHHE.

24. JIOKyMEHTBI, pPErJIaMeHTHUPYIOIIME YIPaBIECHUE IEPCOHAIIOM U JAEATENbHOCTh KaJIpOBBIX
CITYX0.

25. lokymeHT «CTpyKTypa W INTaTHas YHMCJICHHOCTb»: IOHATHE, COJAEp)KaHUE, PEKBU3UTHI,
U3MEHEHUSI.

26. llltaTHOE pacniucaHue: MOHATHE, COJIEPKAHUE, U3MEHEHUS, PeKBU3UTHI.

27. IlpaBuna BHyTpeHHETO pacnopsaka. [lomoxenne o mepcoHae.

28. IlonoxxeHne o KapoBOH CiIykOe: onpeseseHne, pa3iaessl.

29. JIOKyMEHTUPOBAaHHE TMPOIECCOB JIBWKECHUs KaapoB. [lpwem, mepeBoj, yBOJIbHEHHE

pabOTHUKOB, MPEIOCTAaBICHUE OTIIYCKOB, KOMaH/IMPOBaHHE.
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30.
31.
32.
33.
34.
35.
36.
37.

38.
39.
40.
41.

42.
43.
44,

45.
46.

47.

48.

[Tprkassl O JINYHOMY COCTaBY, X OCOOCHHOCTH, 0(hOpMIICHNE, BU3HPOBAHHUE.

JlnuHoe 3asBNIEHWE, TPYAOBOM KOHTPAKT, MPEJACTaBICHUE O nepeBoe. [ paduk oTImycKoB.
DopMHUpOBaHUE U BEACHUE JIMYHBIX JICI.

TuroBsie TEXHOJIOTHH JOKYMEHTO000pOTA.

Crpykrypa 0a3 JaHHBIX JOKYMEHTAIHHOTO (DOH/IAa OpraHU3aIUH.

TexHonoruu paboThl ¢ KOH(PUICHIINATBHBIMHA JOKYMECHTAMH.

JloKyMeHTaIMOHHOE O0ecIeueHNe B OyXTaJITepHH.

Knaccugukaiuss 10KyMEHTOB MO BHIaM, (OpPME, COACPKAHHIO MPOUCXOXKICHUIO, CPOKaM
XpaHEeHHs, TTIACHOCTH, CPEICTBAM (PUKCALIUH, CTAJAUSIM CPOUYHOCTH.

Llens 1 3HaUCHHE KIacCU(UKAITIH.

Howmenknarypa nen: noHstue, Ha3HaYeHUE, POPMBI, pa3aesbl, BUIBL.

O0paboTKa TOKYMEHTOB, OCHOBHBIC TIOTOKH, JBH)KECHHE.

[Topsiiox 06pabOTKK BXOAAIINX JOKYMEHTOB: IIEpBOHAYaIbHAs 00pabOTKa, MpaBuiia paboThI.
O0paboTKa UCXOISIINX JOKYMEHTOB: ATaIbl 00pab0OTKH, COTJIACOBAHUE, ITPABHJIA.
O06paboTKa BHYTPEHHHUX JIOKYMEHTOB.

@DOopMBI perucTpaIii JOKYMEHTOB, X MPSUMYIIECTBA U HEIOCTATKH, 11€J1b PETUCTPALIHH.
Enunas peructpanmyoHHas —KapToyka, rpadbl perucTpanuu, oQpopMIICHHE KypHAJIOB
pETUCTpAIIHH.

KoHTpomb HCIOTHEeHNs, 3Tabl KOHTPOJIS, CPOKHU ucnoimHeHnss. CripaBOYHBIN ammapar.
dopmupoBanue Jen, npaBuia GopMUpoBaHUs Jen. HomMeHkiaTypa Aen: MOHSTHE, BUIbI,
00JI0KKa, OIIUCH.

XpaHeHUe JIOKyMEHTOB. OKCIEpTH3a LEHHOCTH JIOKYMEHTOB, OIEPAaTUBHOE XPAHCHUE
JOKYMEHTOB, Ilepeiada Jejl Ha apXUBHOE XpaHEHHWEe, IOATOTOBKa, O(GOpMIICHHE Maem
MOCTOSTHHOTO U BPEMEHHOT'O CPOKOB XpaHeHus. Omnuck jaed.

3akoH 00 nnpopmarmnu. OTBETCTBEHHOCTb 3a pas3rialieHne NHPOPMAaLUH.

3. MeToanyeckue MaTepuaJibl, ONpe/e/isiloliue Mpoue1ypbl OLeHUBAHUS Pe3yJIbTATOB
00y4eHHs 1O AUCHHUILIMHE (MOYJII0), ONIMCAHHE IIKAJI OLleHUBAHUSA

Bujabl yueOHoii nesitesibHocTH | bamn 3a Yucio bannnr
CTYACHTOB KOHKpPETHOE | 3aJlaHHi1 MuHumanbHbIl | MakcUManbHBIN
3aaHuc 3a
ceMecTp
Pazgen 1.
Tekyuuii KOHTPOJIb 20
1. AynutopHas paboTa 5 2 10
2. TecToBBIi KOHTPOJIb 5 1 5
3. CamocrostenbHas padoTa 5 1 5
Py0e:xHblii KOHTPOJIb 15
1. IlncpbMeHHast KOHTPOJIbHAsE paboTa 15 1 15
Pa3zpen 2

Texkyuii KOHTPOJIb 20
1. AynuropHas pabora 5 2 10
2. TecToBBIi KOHTPOIIH 5 1 5
3. CamocrosrenbHas pabora 5 1 5
Py0e:kHblii KOHTPOJIb 15
1. ITuceMeHHast KOHTpOJIBHAA paboTa 15 1 15

HoompurenbHbie 6a1IbI 10
1. ITyGnukarws crareit 4 1 4
2. Yyacrue B KoH(pepeHIH 4 1 4
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3. AkTuBHas paboTa Ha ayIUTOPHBIX 2 1 2
3aHATHAX

IHocemaemocTh (0a/1J1bI BLIYUTAIOTCS U3 001Iel CyMMbI HAOPAHHBIX 62J1710B)

1. IToceuieHue JIEKIUOHHBIX 3aHATHI 0 -6
2. Tlocemenue npakTHYECKUX 0 -10
(ceMuHApCKUX, 1a00PATOPHBIX

3aHATHIN)

HTOroBblii KOHTPOJIbL

1. 3auer ¢ oLeHKOMU 30

Pesynprarhl 00ydeHUs MO AMCLUUIUIMHE (MOAYNIO) Y OOYYarolIUXCs OLEHMBAIOTCA I10
UTOTaM TEKYILEro KOHTPOJS KOJIMYECTBEHHOW OLIEHKOM, BBIPQ)KEHHOM B PEHTHHIOBBIX Oaliax.
OneHke NOMJIEKNT KaXkA0€ KOHTPOJIBHOE MEPOIIPUATHE.

[Tpu ouenuBaHuM CHOPMHUPOBAHHOCTU KOMIIETCHLIUH MPUMEHSETCS YETHIPEXYpPOBHEBAs
LIKaJIa «HEYAOBIETBOPUTEIBHO», «YAOBIETBOPUTEIBHOY, «XOPOILIO», «OTIUIHO.

MakcuManbHbId Oalml MO KaXAOMY BHUAY OLIEHOYHOTO CpEACTBAa OIpEAesieTcs: B
peiiTuHr-miane u Beipaxkaet noiaHoe (100%) ocBoeHre KOMIETEHIIUH.

YpoBeHb cHOPMUPOBAHHOCTH KOMIIETCHIIMH «XOPOIIO» YCTAaHABIMBACTCA B CiIydae,
KOrJja 00beM BBINOJIHEHHBIX 3aJlaHUH COOTBETCTBYIOIIETO OLIEHOUYHOT'O cpesicTBa cocTasiseT 80-
100%; «ynoBieTBOpUTENbHO» — BbINOJIHEHO 40-80%; «HEYAOBIETBOPUTEIBHO» — BBIIIOJIHEHO 0-
40%

PeliTunroBbiii Oaml 3a BBIIOJHEHHME YacTH WJIM IIOJHOTO o0O0beMa 3alaHuit
COOTBETCTBYIOLLETO OLIEHOYHOT'O CPEJICTBA BBICTABIISETCA IO (hopMyIIe:

Petitunrossrii 0aiut = k x MakcuMalIbHBIA Oai,
rae k = 0,2 npu ypoBHEe OCBOEHMs «HEYAOBJIETBOpUTENIbHO», k = 0,4 mpu ypoBHE OCBOEHUS
«ynoBieTBopuTensHO», k = 0,8 ipu ypoBHE ocBoeHUs «xopomo» u k = 1 npu ypoBHE OCBOCHUS
«OTJIMYHOY.

OneHka Ha 3Tarne NPOMEKYTOYHOW aTTecTalu BbICTaBisieTcs: cornacHo [lonoxenuto o

MOJyJIbHO-PEHTHHIOBOI cucTeMe 00yUYeHMs U OLEHKH ycrieBaeMocTu cTyaeHToB Y YHuT:

Ha nuddepenurpoBanHoM 3a4eTe BBICTABIISETCS OLIEHKA:

* OTJINYHO - IpH HakomieHuH oT 80 10 110 pelTHHroBbIX 6ayioB (BKiIIOUYas 10 mooumpuTebHbIX
6aiioB),

* XOpOMIO - IIPU HaKoIJIeHUU oT 60 10 79 peHTHHIOBBIX 6AJUIOB,

* YZIOBJIETBOPUTEINILHO - IIPH HAKOIJIEHUH OT 45 110 59 peTUHroBBIX 0asIoB,

* HEYJIOBJIETBOPUTENIBHO - IPU HAKOIJIEHUU MeHee 45 peHTHHTOBBIX OalIoB.

[Ipu nonydeHnH Ha dK3aMEHE OLEHOK «OTJIMYHO», «XOPOIL0Y, «YAOBIETBOPUTEIHHOY, HA
3a4€Te OIIEHKHM «3a4TE€HO» CUMTACTCS, YTO PE3yIbTaThl OOyUeHHs MO JUCLHUIUIMHE (MOMYIIIO)
JIOCTUTHYTBI 1 KOMIIETEHIIMH Ha 3Tale N3y4eHUs JUCHUILTUHBI (MOYJIsl) COPMUPOBAHBI.
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