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HanpasieHue noaroTroBku
46.03.02 JlokyMEHTOBEJEHUE U APXUBOBEICHUE

IMpoduiab NOAroTOBKHU
JlokyMeHTalnoHHOe o0ecrieueHre yIpaBIeHUs

Pacrlpezle.ﬂelme YaC0B JMCHUIIVIMHBI IO CeMeCTpaM

Cemectp
(<Kypc>.<Cemectp | 5(3.1)
Ha Kypce>) Hroro
Henens 14
Bun zanaruit VII | PI | VIO PI1
Jlexuu 28 |28 (28 |28
ITpakTuyeckue 28 |28 (28 |28
Texymuit koutpons |15 |15 |15 |15
Hroro ayn. 56 |56 |56 |56
KontakTHast padora |71 |71 |71 |71
Cam. pabota 100 | 100 | 100 | 100
Yacsl Ha KOHTPOJIb 9 9 9 9
HUrtoro 180 [ 180 [ 180 | 180




[Iporpammy coctaBun(n):
cm. np. Cybepask Hamanvsa Buxmoposha

PaGouast mporpamma JUCIUILTAHBL
JoxymeHTALIMOHHOE 00ecneyeHue OyXrajaTepcKoil e TeJJbHOCTH

paspaborana B coorBetcTBuu ¢ PI'OC BO:
denepanbHBIA TOCYJAPCTBEHHBIN 00pa3oBareIbHbIN CTaHAAPT BBICHIETO 00pa3oBaHUs - OakaiaBpwar IIo

Harpasienuto noarotoBku 46.03.02 JlokymeHTOBeneHHE M apXuBoBeleHHE (mpuka3 MuHoOpHayku Poccun
0T 29.10.2020 r. Ne 1343)

COCTaBJICHAa HAa OCHOBaHNH y‘IG6HOFO I1aHa

« JlokyMeHTOBe/eHUE W apXMBOBEJCHHUE», YTBEP)KICHHOIO YUYEHBIM COBETOM By3a, mpoTokosn Ne 11 or
24.04.2024 r.

Pabouas mporpamma omoOpeHa Ha 3aceqaHuM Kadeapbl OMOINOTEYHO-UH(OPMALMOHHOW JEATETBHOCTH,
JOKYMEHTOBEICHHSI U apXUBOBEICHHS

npotokon Ne 9 ot 15.05.2024 1.
3aB. kapenpoii Kauanosa Enena FOpreBHa



BusupoBanue PIIJI 1151 ucrioiHeHUSI B 0UepPeTHOM Y4eOHOM roay

Pabouas nporpamMma nepecMoTpeHa, 00CyxkIeHa U o100peHa 1
ucrionHeHNs B 2025-2026 yueGHOM roy Ha 3aceJaHu! Kadeaphl

GI/IGJII/IOTe‘lHO-HH(I)OpMalII/lOHHOﬁ AEATEJIbHOCTH, JOKYMEHTOBCACHUA U aPXUBOBECACHUA

[IpoTtokon ot 2025r. Ne
3ag. kapenpoit Kaganosa Enena FOpbeBHa

Buzuposanue PII/] 1y ncnosiHenusi B ouepeaHOM y4eOHOM oy

PaGoyas mporpamMma nepecMoTpeHa, 00CyxkaeHa 1 0100peHa s
ucnonHeHus B 2026-2027 yyeGHOM roy Ha 3aceaHuM Kadeapsl

O0MOIMOTeYHO-UH(POPMALIMOHHOIH 1eSITeIbHOCTH, TOKYMEHTOBE/IEHUS U aPXUBOBeIeHUSI

IIpoTtokon ot 2026r. Ne
3ag. kadenpoit Kauanosa Enena FOpbeBHa

BusupoBanue PIIJ] 1151 ucrioiHeHUSI B 0UepPeTHOM Y4eOHOM roay

Pabouas nporpamma nepecMoTpeHa, 00Cyxk/IeHa U o100peHa s
ucrionHeHus B 2027-2028 yueGHOM roy Ha 3aceJaHu! Ka(eaphl

GI/IGJII/IOTe‘lHO-HH(I)OpMalII/lOHHOﬁ AEATEJIbHOCTH, JOKYMEHTOBCACHUA U aPXUBOBECACHUA

[IpoTokon ot 2027r. Ne
3ag. kapenpoit Kaganosa Enena FOpbeBHa

Buzuposanue PII/] 1y ncnosiHenusi B ouepeHOM y4eOHOM roay

PaGoyas mporpamMma nepecMoTpeHa, 00CyxkaeHa 1 0100peHa s
ucnonnenus B 2028-2029 yyeGHOM rony Ha 3aceaHuM Kadeapsl

0M0IMOTeYHO-UH(POPMALIMOHHOIH 1esITeIbHOCTH, TOKYMEHTOBE/IEHUS U aPXUBOBeIeHUSI

IIpoTtokon ot 2028 r. Ne
3aB. xadenpoit Kauanosa Enena FOpreBHa




1. IEJIX OCBOEHUS JTNCHUITJIMHBI (MOAYJIS)

@DOopMHPOBaHNE y CTYACHTOB PAIMOHATHGHBIX IIOAXOMOB K OpraHM3anuy paboTHl ¢ OyXTalTepCKUMH MOKyMEHTaMu (OT

CO3J1aHus 10 oOecneueHus UX COXPaHHOCTH).

2. MECTO JIJACHUILIAHBI (MOJYJISI) B CTPYKTYPE OBPA3OBATEJBHOM ITPOTPAMMBI

Luxn (pasaen) OIL: | B1.B.JIB.04

2.1 | TpeGoBaHusi K IpeIBAPUTEILHON OATOTOBKE 00y4aI0LErocs:

2.1.1 | ApxuBoBeneHwme

2.1.2 | Mudpopmauronnas 6e30acHOCTh U 3alnTa HHPOPMALHH

2.1.3 | Opranuzanyst ¥ TEXHOJIOTUS JOKYMEHTAIMOHHOTO 00ECIIEYEH s yIPABICHHS

2.2 | JucummiinHbl (MOYJIM) M NPAKTHKH, VI KOTOPBIX OCBOEHME JAHHON AUCUMIIMHBI (MOAYJIs1) HEOOX0AUMO KaK
npejauecTByollee:

2.2.1 | MoxkymeHTalMOHHOE 0OeCIIEUCHIE TOCYIaPCTBEHHOTO W HETOCYapCTBEHHOTO YIIPaBICHUS

222 Ka,Z[pOBOG ACJIONPOU3BOACTBO U apXUBbI JOKYMCHTOB I10 IMYHOMY COCTaBYy

2.2.3 | DaeKkTpOHHBII JOKyMEHTOOGOPOT OpraHH3aIHi

3. KOMIIETEHIIIY OBYYAIOIIETOCSI, ®OPMUAPYEMBIE B PE3YJIETATE OCBOEHUS JUCIUTLTAHBI
(MOJTYJIST)

IIK-4: Baaneer HaBbIKAaMH OpraHm3anvu JAOKYMEHTHPOBAaHUSA ynpaBnqueCKoﬁ AeATECJIbHOCTH B OPraHu3alnuun

3HaThb:

- TUIIbI 1 BUJbI I[OKyMCHTaHI/IOHHLIX CHCTEM, COCTaB " l'IOpf{Z[OK nux (byHKL[I/IOHI/IPOBaHI/ISI B CUCTEMC praBJ'[eHI/IH OpFaHHSaHPIefI;

- HOPMAaTHBHO-TIPABOBYIO U METOIUUYECKYIO 0a3y, peryIHpyIOIIy0 paboTy ¢ JOKYMEHTaMHU Pa3HBIX JOKYMEHTAIMOHHBIX CHCTEM;

- IpaBUJIa COCTABIECHUSI U 0POPMIICHHUST YNPaBICHYECKUX JOKYMEHTOB Pa3HBIX THUIIOB U BUIOB;

- IPaBHUJIa OPTaHU3AIMY JTOKYMEHTAIIMOHHOTO COTIPOBOKIACHUS YIIPABJICHHS U OPTraHU3alMH apXUBHOTO XpaHEHHS JOKYMEHTOB
YMmerTh:

NPUMCHATL HOPMATHBHO-IIPABOBLIC AaKTbl W HOPMAaTrUBHO-MCTOAWYCCKUC JOKYMCHTBI IIpU COCTaBJICHHU H O(I)OpMJ'IeHI/II/I

YIPaBICHYECKUX JOKYMEHTOB;
- IPOBOJUTH YHU(UKAIUIO POPM JOKYMEHTOB, IPUMEHSIEMbIX B YIIPaBICHUECKON EATeIbHOCTH OPraHn3alliy;
- IPUMEHSATh KOHKPETHBIC BUJIbI TOKYMEHTOB JIJISl pean3aluy GYHKIUH yIIpaBICHUs B OpraHU3aluH;
- COBepIHeHCTBOBaTL CI/ICTeMy IIOKyMCHTPIpOBaHI/ISI praBJIeH‘IeCKOﬁ ACATCIIBHOCTH OpI‘aHI/IBaHI/II/I
Baanerb:

- HaBBIKAMH pa3pabOTKH TpeOOBaHMUH K HH(OPMAIINH, BKIIFOYAEMO B JOKYMEHTHI OpTaHU3aIlHH;
- OpraHu3alOHHON O(UCHON TEXHUKON B paMKax CBOEH MpodecCHOHATFHON e TeIbHOCTH;

- Oprainu3allMOHHBIMU W TEXHUYCCKUMHU CpPEACTBAMH [Jid INECpCBOAAa B SHGKT‘pOHHLIfI BUIA IOOKYMCHTOB H ,I[OKyMeHTHpOBaHHOﬁ

HHOPMAIIX OpraHU3auI

B pe3yabTaTe 0CBOEHHSI TUCHUILIMHBI (MOIYJIs1) 00Y4AIOUIHIACH T0IKEH

31

3.2

33

3HaTh:

- TUOBI W BUABl JOKYMEHTAMOHHBIX CHCTEM, COCTaB W MOPSANOK HMX (YHKUMOHUPOBAHHS B CHCTEME YIIPaBICHHS
OpraHuzanuen;

- HOPMAaTHBHO-IIPAaBOBYI0O W METOJHMYECKYIO 0a3y, Perylupylollylo padoTy ¢ JOKyMEHTaMH PasHbIX JOKYMEHTAlOHHBIX
CHCTEM;

- [IpaBUJIa COCTABJICHUA U O(I)OpMJ'IeHI/Iﬂ YHpaBJICHYCCKUX JOKYMCHTOB padHbIX THIIOB U BUI0B;

- IpaBuja Opraiu3alud JOKYMCHTAIIMOHHOI'O COINPOBOXIACHHUA YIIPABJICHHUA MW OpraHu3allud apXWBHOI'O0 XpaHCHUSA
JAOKYMCHTOB.

Y™mern:

- TIPUMCHATh HOPMATHBHO-TIPABOBBIC aKTHl W HOPMAaTHBHO-METOAWYECKHE TOKYMEHTHI IPH COCTaBICHHH M O(GOPMIICHHU
YIPaBIECHYECKUX JOKYMEHTOB;

- MPOBOJIUTH YHU(PUKAIUIO POPM JOKYMEHTOB, IPUMEHIEMBIX B YIIPaBICHUSCKON EATEILHOCTHA OPraHN3allny;

- IPUMEHSATh KOHKPETHBIC BUJIBI TOKYMEHTOB JIJISl peaTn3aliiy (PYHKIUI YIIPaBICHUS B OpraHU3aIUH;

- COBEpIIICHCTBOBATh CHCTEMY JOKYMEHTHPOBAHUS YIIPABICHYCCKOH NeATeIbHOCTH OPTraHH3allHu.

HNmeTth HABBIKH U (MJIH) ONBIT 1eSITETbHOCTH:

- pa3paboTKK TPeOOBaHMI K MH(POPMAIHH, BKIFOYaCMOil B IOKYMEHTHI OpPraHH3allHH;

- pabOTHI ¢ OpPraHU3alMOHHON O(PHCHOI TEXHUKOW B paMKax CBOCH MPO(heCCHOHATPHOMN A TeIbHOCTH;

- paboTbl C OpPraHU3ALMOHHBIMM M TEXHMYECKIMHU CPEACTBAMM AT IIepeBoJa B IJIEKTPOHHBIM BHJ HOKYMEHTOB U
JIOKYMEHTHUPOBaHHON MH(OPMAIIN OpraHH3alUH.

4. CTPYKTYPA M COJEPKAHUE JUCIHUATIINHEI (MOLYJIST)




Cemectp

HaumeHnoBaHue pa3/iesioB U TeM /BU 3aHATHS/ / Kype Yacos Komnerenuuu Jlutepartypa
Paznen 1. OcoOeHHocTH PpadoTbl € OyXrajarepcKHUMH
noxkymeHntamu /Paznen/
Tema 1. Byxrantepckoe IeONPOU3BOICTBO: Ha3HAUCHHE, 5
3a1a4n, CTPYKTYpa, COCTaB, HOIOKCHUE
Byxranrepckoe Aemonpou3BOACTBO: HA3HAYCHHE, 3a/IayuH, JI1.1 J11.2 J11.3J12.1
CTPYKTypa, COCTaB, MoJiokeHue (Jekmms) /JIex/ 2 ITK-4 J12.2 J12.3 J12.4 J12.5
J12.6 J12.7
Byxranrepckoe Oenompou3BOJICTBO: HA3HAYCHUE, 3aiadH, JI1.1 J11.2 J11.3J12.1
CTPYKTypa, COCTaB, MOJOXEHUE (CaMOCTOsTENbHas paboTa) 8 [1K-4 JI2.2J12.3 J12.4 J12.5
/Cp/ J12.6 J12.7
Tema 2. MHCTpyKIus 1m0 AETONPOU3BOACTBY B OyXralnTepuu 5
WHCTPYKIUS 1O JAETONPOU3BOACTBY B OyXrantepuu (JICKIHS) JI1.1 J11.2 J11.3J12.1
/JTex/ 2 I1K-4 JI2.2J12.3 J12.4 J12.5
J12.6 J12.7
WHCcTpyKuusT 1O  JEJONPOU3BOACTBY B OyXranTepuu JI1.1J11.2 JI1.3J12.1
(Texkymuit koHTpOIh) /TK/ 2 [TK-4 J12.2 J12.3 J12.4 J12.5
J2.6 J12.7
WHCTpyKIIMS 1O JETONpOM3BOACTBY B OyXTalnTepHH JI1.1 J11.2 J11.3J12.1
(camocTositenbHas pabora) /Cp/ 8 I1K-4 JI2.2J12.3 J12.4 JI2.5
J12.6 J12.7
WHCTpYKIIMST 1O  JACNONPOM3BOACTBY B  OyXrantepuu JI1.1 J11.2 J11.3J12.1
(mpakTnaeckoe 3ansartue) /IIp/ 6 I1K-4 J12.2J12.3 J12.4 J12.5
J12.6 J12.7
Tema 3. Homenknarypa nen OyXraaTepud: Ha3Hau€HHE U 5
HOPAIOK pa3pabOTKH
Howmenknarypa pen OyxraaTepuu: Ha3sHaYeHHE U HOPAIOK JI1.1 J11.2 J11.3J12.1
pazpaboTku (exuus) /Jlex/ 2 I1K-4 JI2.2 J12.3 J12.4 J12.5
J12.6 J12.7
HomeHkiarypa nen OyXraiTepuu: Ha3HAUYCHHE M MOPSJIOK JIT.1 J11.2 JI1.3J12.1
pa3paboTku (Texyumii KoHTpousb) /TK/ 1 [1K-4 JI2.2 J12.3 JI2.4 J12.5
J12.6 J12.7
HomeHnkiarypa nen OyXralTepuu: Ha3HAYCHHE M MOPSIO0K JI1.1J11.2 J11.3J12.1
pa3paboTku (camocTosiTeNbHas padota) /Cp/ 8 ITK-4 J12.2 J12.3 J12.4 J12.5
J12.6 J12.7
Howmenknarypa pmen OyxraaTepuu: Ha3sHadeHHE U HOPAIOK JI1.1 J11.2 J11.3J12.1
pa3paboTku (mpakTudeckoe 3aHstue) /IIp/ 6 I1K-4 J12.2 J12.3 J12.4 J12.5
J12.6 J12.7
Tema 4. ®opmupoBanne u ohopMIICHHE AeT OyXTanTepun 5
®opmupoBanue 1 odopmieHue Aen OyxranTepuu (JIEeKLus) JI1.1 J11.2 J11.3J12.1
/J1ex/ 2 I1K-4 J12.2J12.3 J712.4 J12.5
J2.6 J12.7
®dopmupoBaHue U OQOpPMIICHHE el OyXTaITepuu (TEKyITHid JIT.1 J11.2 JI1.3J12.1
koHTpoJb) /TK/ 1 I1K-4 J12.2J12.3J712.4 J12.5
J12.6 J12.7
dopmupoBaHne W opopMICHHE  JeT  OyXrajarepuu JIT.1 JI1.2 JI1.3J12.1
(camocrosiTensHas pabota) /Cp/ 8 I1K-4 JI2.2J12.3 J12.4 J12.5
J12.6 J12.7
Tema 5. Opranuzanus XpaHeHHs (TEKYILETO U apXHBHOIO) 5
JOKYMCHTOB OyXTalTepUH
Opranusanus ~ XpaHeHHs  (TEKyImIeETO U apXHUBHOIO) JI1.1 J11.2 J11.3J12.1
JOKyMeHTOB Oyxrantepun (ekuus) /JIex/ 2 I1K-4 JI2.2 J12.3 J12.4 J12.5
J12.6 J12.7
OpraHusanyss ~ XpaHeHHs  (TEKyOIeTo W apXHWBHOIO) JI1.1 J11.2 J11.3J12.1
JOKyMEHTOB Oyxrantepuu (Texkyurumid KoHTpomns) /TK/ 1 I1K-4 J12.2J712.3 J12.4 J12.5
J12.6 J12.7
OpraHuzanusi  XpaHeHusT  (TEKyWIEro W apXUBHOIO) JI1.1J11.2 J11.3J12.1
JOKyMEHTOB OyXTanTepuu (camoctosTtenbHas padora) /Cp/ 8 I1K-4 J12.2J12.3 J12.4 J12.5

J2.6 J12.7




Cemectp

HaumeHnoBaHue pa3/iesioB U TeM /BU 3aHATHS/ / Kype Yacos Komnerenuuu Jlutepartypa
Tema 6. OOecredeHne COXPaHHOCTH KOH(HACHIMATHHON
uHpOpManMy, HaXOAAMmEHCS B  COCTaBE JIOKyMEHTOB 5
Oyxranrepun
Obecnieuenne COXPaHHOCTH KOHQUIEHIIHATTLHOH JI1.1 J11.2 J11.3J12.1
uHpoOpManMy, HaxXOAAmIeHCs B  COCTaBE  JOKyMEHTOB 2 ITK-4 JI2.2J12.3 J12.4 JI2.5
oyxrainrepun (ekius) /Jlex/ 2.6 12.7
Obecnieuenue COXPaHHOCTHU KOH(pHICHINATBHON JI1.1 JI1.2 J11.3J12.1
I/IH(i)OpMa].[I/II/I, Haxojdleics B  COCTaBe  JIOKyMEHTOB 2 TIK-4 J12.2 J12.3 J12.4 J12.5
Oyxrainrepun (TeKyIud KoHTposb) /TK/ J12.6 J12.7
Obecneuenne COXPaHHOCTH KOH(PUICHIHATTBHON JIL.1 J11.2 J11.3J12.1
uH(pOpMalMKM, HAXOJAUICHCS B  COCTaBe  JOKYMECHTOB 8 I1K-4 JI2.2J12.3 J12.4 J12.5
Oyxrantepuu (camocrosiTenbHas pabota) /Cp/ J12.6 J12.7
HaumeHnoBaHue pa3/ies0B U TeM /BUJ 3aHATHS/ C/ellvg;[cjzp Yacos Komnerenuuu Jlutepartypa
Paznen 2. Oco0eHHOCTH NMOArOTOBKHM Pa3/IHYHbLIX BHI0B
Oyxrajrepckux A0KyMeHTOB /Pa3nen/
Tema 7. OcoOCHHOCTH ITOATOTOBKH HEPBHYHBIX YYETHBIX
JOKyMEHTOB 3
OcobeHHOCTH MOJrOTOBKU NIEPBUYHBIX Y4ETHBIX JI1.1 J11.2 J11.3J12.1
JokyMeHTOB (yekiusi) /Jlex/ 2 I1K-4 JI2.2 J12.3 J12.4 J12.5
J12.6 J12.7
OcobeHHocTH HOATOTOBKHU MIEPBUYHBIX YUETHBIX JI1.1 J11.2 J11.3J12.1
JIOKYMEHTOB (TipakTuieckoe 3ansrtue) /I1p/ 4 ITK-4 J12.2 J12.3 J12.4 J12.5
J2.6 J12.7
OcoberHocTH HOJATOTOBKU HEPBUYHBIX Y4ETHBIX JI1.1 J11.2 J11.3J12.1
JIOKYMEHTOB (TeKyIIud KoHTpoib) /TK/ 1 I1K-4 JI2.2J12.3 J12.4 JI2.5
J12.6 J12.7
OcobeHHOCTH MIOJTOTOBKU [IEPBUYHBIX Y4ETHBIX JI1.1 J11.2 J11.3J12.1
JIOKyMEHTOB (camocTosiTenbHas pabota) /Cp/ 4 I1K-4 J12.2J12.3 J12.4 J12.5
J12.6 J12.7
Tema 8. OcoOEHHOCTH MOATOTOBKU IOKYMEHTOB IO YYeTy
TpyJa U €ro OIIaThl >
OcoOCHHOCTH MOATOTOBKH JOKyMEHTOB IO y4eTy Tpyda U JI1.1 J11.2 J11.3J12.1
ero oruiarel (j1exmus) /Jlex/ 4 I1K-4 J12.2 J12.3 J12.4 J12.5
J12.6 J12.7
Oco0CHHOCTH TOATOTOBKH OKYMEHTOB IO y4eTy TpyZa H JI1.1 J11.2 J11.3J12.1
ero omarsl (pakTrdeckas pabota) /TIp/ 4 I1K-4 JI2.2 J12.3 J12.4 J12.5
J12.6 J12.7
Oco0eHHOCTH MOATOTOBKM JOKYMEHTOB IO YYeTy Tpyla H JI1.1 J11.2 J11.3J12.1
ero orurarsl (TeKymmi KoHTpois) /TK/ 1 I1K-4 J12.2J12.3 J712.4 J12.5
J2.6 J12.7
OcoOCHHOCTH MOATOTOBKH JOKyMEHTOB IO y4eTy Tpyaa U JI1.1 J11.2 J11.3J12.1
ero oruiarel (camocTosTenbHast pabora) /Cp/ 12 I1K-4 JI2.2 J12.3 J12.4 J12.5
J12.6 J12.7
Tema 9. OcoOEHHOCTH MOATOTOBKH JOKYMEHTOB IO YUYETy
pe3yIbTaTOB MHBEHTAPH3AINU 3
OcoOeHHOCTH ~ TMOATOTOBKUM  JOKYMEHTOB IO  YYeTy JI1.1 J11.2 J11.3J12.1
pe3yIbTaToB MHBEHTapH3anuu (JIekiws) /JIex/ 4 I1IK-4 J12.2J12.3 J12.4 J12.5
J12.6 J12.7
OcoOeHHOCTH ~ TOATOTOBKM  JOKYMEHTOB 1O  Y4eTy JI1.1 J11.2 J11.3J12.1
pe3yabTaTOB WHBEHTapu3aluu (TpakTudeckas padota) /TIp/ 4 I1K-4 J12.2 J12.3 J12.4 J12.5
J12.6 J12.7
OCOOCHHOCTH ~ TIOATOTOBKH  JOKYMEHTOB MO  y4eTy JI1.1 J11.2 JI1.3J12.1
pe3yabTaTOB WHBEHTapH3alMH (TeKyIIUd KOHTpoib) /TK/ 2 [1K-4 JI2.2 J12.3 J12.4 J12.5
J12.6 J12.7
OcoGeHHOoCTH MOATOTOBKH JOKYMEHTOB o  y4ery JI1.1 J11.2 JI11.3J12.1
pe3yNbTaTOB HMHBEHTApU3alluK  (CaMOCTOsATeNbHAsT —paboTa) 12 ITK-4 J12.2 J12.3 J12.4 J12.5

/Cp/

J12.6 JI12.7




HaumeHnoBaHue pa3/iesioB U TeM /BU 3aHATHS/ C/elnca;lc)zp Yacos Komnerenuuu Jlutepartypa

Tema  10. OcobeHHOCTHM  TOATOTOBKH  JTOKYMEHTOB 5

OyXTalnTepCcKOil OTYETHOCTH

OcoOCHHOCTH  IMOATOTOBKM ~ JOKYMEHTOB — OyXTalnTepcKon JI1.1 J11.2 J11.3J12.1

otdyeTHOCTH (Jrekims) /JIex/ 4 I1K-4 JI2.2J12.3 J712.4 J12.5
JI12.6 J12.7

OcoOEHHOCTH TOATOTOBKH JOKYMEHTOB  OyXTanTepcKon JI1.1 J11.2 J11.3J12.1

OTYETHOCTH (TeKyIIUd KOHTpoJb) /TK/ 2 IK-4 J12.2 J12.3 J12.4 J12.5
J2.6 J12.7

OcoOCHHOCTH  IMOATOTOBKM ~ JOKYMEHTOB OyXTalnTepcKoi JI1.1 J11.2 J11.3J12.1

OT4ETHOCTH (camocTosTenbHas pabota) /Cp/ 12 I1K-4 J12.2J12.3J712.4 J12.5
JI12.6 J12.7

OCOOCHHOCTH  TOJATOTOBKH  JOKYMEHTOB  OyXTalTepCKOn JIT.1 JI1.2 JI1.3J12.1

OT4eTHOCTH (TpakTHdeckoe 3amsarue) /I1p/ 4 I1IK-4 J12.2J12.3 J12.4 J12.5
JI12.6 J12.7

Tema 11. OcoGeHHOCTH JOKYMEHTHPOBAHHUS PEBH3HHA U 5

HPOBEPOK JEATENEHOCTH OyXranTepuu

OCOOCHHOCTH JOKYMEHTHPOBAHHS PEBU3UH M IPOBEPOK JI1.1 J11.2 J11.3J12.1

JestenbHOCTH Oyxrantepun (nekuus) /Jlex/ 2 I1K-4 J12.2J12.3 J712.4 J12.5
J12.6 J12.7

OcoOCHHOCTH JOKYMEHTHPOBAaHHS PEBHU3UA ¥ IPOBEPOK JI1.1 J11.2 J11.3J12.1

JeATePHOCTH OyXrantepun (TeKymmil KoHTpois) /TK/ 2 I1K-4 J12.2J12.3 J12.4 J12.5
JI12.6 J12.7

OcoOEeHHOCTH OKYMEHTHUPOBAaHHSI PEBU3UH M IPOBEPOK JI1.1 J11.2 J11.3J12.1

JEeATeNBPHOCTH OyXrantepun (camocTtosiTenbHas pabota) /Cp/ 12 I1K-4 J12.2J12.3 J12.4 J12.5
J2.6 J12.7

HaumenoBaHue pa3iesioB U TeM /BUJ 3aHATHS/ C/elnca;lc)zp Yacos Komnerenuuu Jlutepartypa

Ix3ameH /Paznen/

Tema 12. IIpoMexXyTOUHBI KOHTPOJIb 5

ITpomexyTOUHBIH KOHTPONE /DK3aMeH/ JI1.1 J11.2 J11.3J12.1

9 I1K-4 J12.2J12.3 J12.4 J12.5

J12.6 J12.7

5. ®OHJ ONEHOYHBIX CPEICTB

5.1. KoHTpo/bHBIE BONPOCHI U 3a/1aHUS

Bonpocs! 11 caMOKOHTPOJISL:

1.3akoHOIaTeBPHBIC M HOPMATHBHBIE akThl PO pernaMeHTHpYIOIINE PadoTy ¢ OyXTaITePCKUMHE JOKYMEHTaMU?

2. HazoBHUTE OCHOBHBIE 3TaIlbI JOKYMEHTOO0OPOTa B OyXTanTepckoi ciyxoe?
3. Llens OyXranTepcKoro y4yera, ero 0OBbEKTHI U 3aa49n?

4. Yro Takoe EeHTPATU30BaHHbIN CrI0CO0 OpraHu3alny JIEJI0NPOU3BOACTBA OyXTanTepun?
5. Yto TaKkoe AeneHTpaIN30BaHHbIN CII0CO0 OpraHHU3aluy JEeI0IPOU3BOICTBA OyXTanTepuu?

4. Yto Takoe CMEIaHHbIH CITI0c00 OpraHn3alliy AETOPON3BOACTRBA OyXranTeprn?
6. 3amauu HHCTPYKIUH MO OyXTaaTepcKOMy AEIONPOU3BOACTRY?

7. OcoGEHHOCTH COCTABICHUS MHCTPYKIUH MO JOKYMEHTHPOBAHHIO OTJEIBHBIX BUIOB AEATEIBHOCTH OyXTranTepuu?
8. OmpenenuTe cOCTaB OyXTaITepCKON TOKYMEHTAIINH ?

9. OyHKIIMOHATPHOE Ha3HAYEeHHE HOMEHKJIATYPhI 1€l OyXranTepuu?

10.
11.
. Otansl pa3paboTku Tabemns u arbboMa GopM JOKYMEHTOB OyXTanteprun?
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
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OyHKIMOHATBHOE Ha3HaueHHe Tabenst (GopM TOKYMEHTOB Oyxraiarepun?
DyHKIMOHATFHOE HAa3HAYEHNE ATb00Ma ()OpM JOKYMEHTOB OyXraiartepun?

OOBEKTHI ¥ OCHOBHBIE HAIIPABICHUS KOHTPOJIS UCTIONHEHUS OyXTaITEPCKUX JOKYMEHTOB?

Kak npoBoanTcs mpoBepka MOJHOTH! UCIIOTHEHUS OyXTalTepPCKUX TOKYMEHTOB?
HazoBuTte obume npasmia GopMHpOBaHHS OyXTaITEPCKUX TOKYMEHTOB B Jiena?

HazoBure 0co6eHHOCTH (OPMHUPOBAHUS OTACIBHBIX BHIOB OyXTaITepCKUX JOKYMEHTOB B Jefa?
Copeprkanue MEpONpUsATHIA IO OPraHU3aluy TEKYLEro XpaHeH!s el (JOKyMEHTOB) Oyxrantepuu?
CozepxaHue MEpOIPUSTHH 110 OPraHU3aluy apXUBHOTO XpaHEHHs JIel (IOKyMEeHTOB) Oyxranrepun?

OcoOeHHOCTH 00eCTIeYeHNS] COXPAHHOCTH CBEICHUI OTPAaHMYCHHOTO JIOCTYIIA, MIMEIOIIUXCS B OyXTanTepun?

HazoBure TpeOOBaHUS K COAEPKAHUIO OyXTATTEPCKUX JOKYMEHTOB?
HazoBure TpeboBaHns K 0OPMIICHHIO JTOKyMEHTOB OyXrantepuu?
HazoBuTe TpynIThl HEPBUYHBIX YUSTHBIX OYXTITEPCKUX TOKyMEHTOB?
HazoBute rpynimsl JOKyMEHTOB 110 YUETy Pe3yJIbTaTOB MHBEHTapH3aUH !




24. HazoBuTe TPYMIIBl JOKYMEHTOB OYXTaITEpPCKOH OTYETHOCTH?
25. TIpaBuita JOKyMEHTHPOBAHHS IPOBEPOK M PEBU3UIT ACATEIBLHOCTH OyXranrepun?

Bonpocs! k 5k3aMeHy:

1.Opranu3aioHHO-IPaBOBBIE OCHOBBI OYXTalITEPCKOro AeIONPOU3BOJICTBA.

2. 3anaun u ctpykrypa [lonoxeHus o rpynme OyXraarepckoro JeI0Ipou3BOCTBA.

3. 3amaun paboTEI M MEPONIPHSATHS, PEATH3yEeMBIE TPYIIION OYXTalTepCKOro JIEIOPOU3BOJICTBA.

4. 3amaun 1 0COOEHHOCTHU MOJTOTOBKU HHCTPYKIIUH 10 AETONPOU3BOACTBY B OyXTalTepHu.

5. O6uMit MOpAOK pa3pabOTKM HOMEHKIIATYPBI JIe] OyXTanTepyu.

6. IIpsmok BHECCHNS M3MEHEHUH B HOMEHKIIATypy Je OyXTralTepru.

7. Obume npasmia 0OpMIIEHHS OyXTaITepCKUX JOKyMEHTOB B JieJia.

8. OcobeHHocTr (GOPMHUPOBAHUS B JIeN1a OTACIBHBIX BUAOB OYXTaITEPCKUX JOKYMEHTOB

9. Opranuzanust TEKyIIero XpaHeHHs 1elT (JOKyMEHTOB) OyXTalITePCKOH CITy KObI

10. Opranu3arys apXuBHOTO XpaHEHUS Jel (ZOKYMEHTOB) OyXTalnTepcKon CIIyKOBI

11. opsanok opopmieHus aen (ZOKyMEHTOB) OyXTranTepcKoi cIy kOBl IS Iepeiadl Ha apXUBHOE XpaHEHUE
12. OcoOEHHOCTH TEKYIIETo XPaHEHHs MEKTPOHHBIX JIe OyXTanTepuu.

13. ObecnieueHre COXPaHHOCTH KOHPHUICHINATHHON HH(MOpMAIHH, HAXOIANICHCS B COCTaBE JIOKYMEHTOB OyXTalTepHH
14. Kimaccuduxanus mepBUYHBIX YIETHBIX OyXTaITepCKUX TOKYMEHTOB.

15. Ocobennoct 0pOpMIICHHS EPBUYHBIX YUETHBIX OYXTalTePCKUX JOKYMEHTOB.

16. Bunpl 1 Ha3Ha4YeHKE JTOKYMEHTOB MO Y4€Ty TPpyAa U €ro OIJIaThl.

17. OcoGeHHOCTH MOATOTOBKHU aKTa O IIPUEMKE PaboT, BHIIOJHEHHBIX IO TPYIOBOMY JOTOBOPY.

18. OcobGeHHOCTH TOATOTOBKHY Tabems yueTa pabodero BpeMeHH.

19. OcoOEHHOCTH MOTOTOBKY IIIATE)KHON BEOMOCTH.

20. OcoOeHHOCTH TTOITOTOBKY JIMIIEBOTO CYETA.

21. OcoOeHHOCTH MTOATOTOBKH 3aMICKH-PacyeTa O MPEeJOCTABICHUH OTITyCKa pabOTHHKY.

22. Oco0eHHOCTH MOATOTOBKHU 3AMCKU-pacueTa MPpH MPeKpalleHu JeHCTBUS TPYA0BOIO I0TOBOPa ¢ PAOOTHUKOM.
23. Bunpl ¥ Ha3Ha4YeHHE JOKYMEHTOB I10 YYETy pe3yabTaToB MHBEHTApU3aLHH.

24. Oco0eHHOCTH TTOATOTOBKY HHBEHTApPHU3AMOHHOM OITICH OCHOBHBIX CPEICTB.

25. OcoOeHHOCTH MOATOTOBKY HHBEHTApHU3AHOHHON OITICH HEMaTepPHUATbHBIX aKTHBOB.

26. OcoOCHHOCTH HOArOTOBKH MHBEHTAPH3ALMOHHOI OITHCH TOBAPHO-MATCePHAIBHBIX IIEHHOCTEH.

27. OcoOEHHOCTH TTOITOTOBKY MHBEHTapHU3alMOHHOM OITUCH IIEHHBIX OyMar U OJIaHKOB JIOKYMEHTOB CTPOTOH OTYETHOCTH.
28. Buzsl 1 Ha3Ha4YeHHE TOKYMEHTOB OyXTalTepCKOH OTYETHOCTH.

29. Oco0eHHOCTH MOATOTOBKU OyXTalITepCKOro OanaHca.

30. OcoOeHHOCTH NOATOTOBKH OTYETa O (PUHAHCOBBIX PE3yJIbTarax.

31. OcOOEHHOCTH MOATOTOBKH OTYETA O NBHYKEHUH JICHEKHBIX CPEICTB.

32. OcoOeHHOCTH MOATOTOBKU OTYETAa O IIEJIEBOM HCIIOJIB30BaHUU CPE/ICTB.

33. Cioco0b1 1 0cOOEHHOCTH O(DOPMIICHHUS PE3yIbTATOB PEBU3UH (IIPOBEPOK) ACATCIBHOCTH OyXTAITEPHH.

5.2. ®oHJ OLICHOYHBIX CPEACTB
DOHJT OIIEHOYHBIX CPEACTB CM. TI0 CCBUIKE

DoHn KOHTPOJIbHO-U3MEPHUTCIIbHBIX MAaTCPUATIOB CM. 11O CCBIJIKE

5.3. Iloka3zarean u KpUTEPpUH OICHUBAHUA KOMIIeTeHIM i

OueHkoil "OTIMYHO" OIEHHBAETCA OTBET, €CNIU CTYACHT JEMOHCTPHPYET CUCTEMHBIC IIOJHBIC 3HAHMUS M YMEHHUS II0 MOCTaBICHHOMY
Bonpocy. CozepxaHue BOIpOCa W3JAraeT CBSI3HO, B KParkoi (opme, pacKkpblBaeT MOCIEIOBATEILHO CyTh W3YyYEHHOI'O Marepuaia,
JEMOHCTPHPYS NPOYHOCTh M NPHKIAAHYIO HAIPaBICHHOCTH IIOJyYCHHBIX 3HAHWH M YMEHHH, HE JIOMyCKaeT TEPMHHOJIOTHMYECKUX
oIMOOK ¥ (haKTHIECKIX HETOUHOCTEH.

OrneHkon "XOpOH.IO" OICHUBACTCA OTBET, B KOTOPOM OTCYTCTBYIOT HC3HAUWUTCJIbHBIC JJICMCHTBI COACPIKaHUA WJIN IMPUCYTCTBYIOT BCC
HGOGXOIII/IMLIG OJICMEHTBI COACPKAHUA, HO JTOITYIICHBI HECKOTOPBIC OHJI/I6KI/I, WHOTJa HapyIalach IMOCIE€A0BATCIIbHOCTD U3JIOKCHUA.

OHCHKOﬁ ”y,[lOBJ'IeTBOpI/ITCJ'ILHO" OLICHUBACTCS HEMOJIHBIN OTBCT, B KOTOPOM OTCYTCTBYIOT 3HAQUUTCJIBHBIC DJJIEMEHTBLI COACPIKaHUA
WIN JOIMYIIEHBI CYIIECTBEHHBIC OHJI/I6KI/I, HCJIOTMYHO, IMTPOCTPAHHO U3JIOKCHO OCHOBHOC COACPIKAHNUEC BOIIpOCa.

OneHkoil "HEYJOBIETBOPUTENBHO" OIIEHUBAETCS OTBET, NPH KOTOPOM CTYAEHTHl JAEMOHCTPUPYIOT OTPBIBOUHBIE, OECCHCTEMHBIE
3HaHMs1, HEyMCHHUE BBIICIUTH TT1aBHOE, CYIIECTBEHHOE B OTBETE, JOIYCKAIOT IPyObIe OIHMOKH.



6. METOANYECKHUE YKA3ZAHUSA JJIS1 OBYUYAIOIIUXCS IO OCBOEHUIO JUCHUIIJIMHBI (MO YJIS)

CamocrosiTensHas paboTa ABISAETCS BOKHBIM AICMEHTOM H3Y4eHHs AUCHUIUIMHBEL YCBOCHHME MarepHala JUCHUILIMHBI HA JICKIUSX,
CeMUHapax, MPaKTUYECKUX 3aHATUSIX U B pe3ylbTaTe CaMOCTOATEIbHOW MOATOTOBKM U HW3Y4YEHHUs OTIENBHBIX BOIPOCOB
JUCHUIUIMHBI, TO3BOIAT MOJONTH K IMPOMEXYTOUHOH arTecTalid IOATOTOBIEHHBIM. 3HaHMsA, HaKalJMBacMble IIOCTENIEHHO U B
Pa3IMYHBIX paKypcax, C HCIOJB30BaHHEM IIPOTHBOIONOXKHBIX MHEHHH W B3MJIIOB HAa Ty WIH HHYI0 TPOOJIEMy SBISIOTCA
TIyOOKAMHM ¥ KAueCTBEHHBIMM, M TIO3BOJISIOT (JOPMHUPOBATh COOTBETCTBYIOIIME MpPO(ecCHOHANbHBIE KOMIETCHIMH KaK HUTOT
00pa3oBaTenbHOrO Mpoliecca.

Jns cucteMarm3anndé 3HAaHWH MO JUCHUIUIMHE IIePBOHAYATFHOC BHHUMAaHHE CIIeIyeT oOpaTHTh Ha pabodylo IIporpamMMmy Kypca,
KOTOpas BKIIIOYAaeT B ceOsi OCHOBHBIE MPOOIEMbI AUCHUILIMHBI (TEMATHKy 3aHATHH), B paMKaX KOTOPBIX U (YOPMHUPYIOTCS BOIPOCHI
JUIsL KOHTPOJIS U arrectaiuy. 11o3ToMy CTyJeHT, 3apaHee O3HAaKOMUBILIHCH C IPOrpaMMON Kypca, MOXKET JIydllle COPHEHTUPOBATLCS B
MOCIIEZIOBATEILBHOCTH OCBOEHHUS Kypca C O3UIUHA OpraHU3aluy CaMOCTOSTEIbHOI paboTEI.

IIpu opraam3anuu mporecca OCBOSHHS AUCIUIUIIHEL CIICTyeT yIUTHIBATH:

1. ITnanupoBaHue BpeMeHH, OTBEIEHHOTO Ha OCBOCHUE IHUCIUILUINHEL.

Ilpy nnaHMpoBaHMM BpPEMEHM HA OCBOEHUE IUCLUILIMHBI CIEIYeT PYKOBOJCTBOBATbCS: CTPYKTYPOH TUCHUIIIMHBI, B KOTOPOI
yKa3aHBl KOJHMYECTBO aKaIeMHYECKMX YacoB B pa3pe3e KaKTOM TeMBl, BHAa 3aHATHH (JIEKIHOHHOE, CEeMHHApCKOe WIH
MPAKTHYECKOE) U Yachl Ha CAMOCTOSITENIFHYIO PaboTy; GOpMOif MPOMEKYTOUHOH arTecTanuy (IK3aMeH).

2. [TocnenoBarenbHOCTh IEHCTBUI IPH OCBOSHUU AWCLIUILIIMHEL.

N3ydeHne KakIOH TeMbl AUCLIUIUIMHBEI IIEI€COOOpa3sHO HAaYMHATh CO 3HAKOMCTBA C COJCP)KaHWEM IHCUUIUIMHBI B pa3pese TeM;
3aTeM CclexyeT JTalm MoAdOpa WMCTOYHHKOB M3 YHCIIA PEKOMEHIYEeMBIX ¥ TOAOOPaHHBIX CaMOCTOSTENBHO (HAy4HBIC CTarbH;
uH(popMalMsa NpaBOBBIX 0a3 MaHHBIX; HHGpOpPMALUS ¢ OGHIMATEHBIX CalTOB TOCYJApPCTBEHHBIX OPraHOB, OPTaHOB MECTHOTO
caMOoyIpaBJIeHUs U Jp.). V3ydeHne nCTOYHMKOBEAYECKOH 0a3bl MOKET CONPOBOXKIATHCS KOHCIIEKTHPOBAHHEM.

IlenecooOpa3sHO BecTH TepedeHb NMPOOJIEMHBIX BOMPOCOB KaK MO CYIIECTBY TEMBI, TaK W B CIy4ac 3aTpyIHEHHH C YySICHEHHEM
CMBICTIa W3T0KEHHOTO B HCTOYHHMKAax Marepuaia (yKa3aHHBIC BOIPOCHI MOTYT OBITh pa3pemIeHBl CAMOCTOSATEIBHO, BO BpeMs
CECCHOHHBIX 3aHATHI MM HAa KOHCYJBTAI[HH C MIPEO1aBaTesieM).

Jnst HOATOTOBKH K IPAKTHUECKHM 3aHATHUSM PEKOMEHIYETCs ITOJPOOHO M3YUHTh KOHCIIEKT JIEKIMH U HOPMAaTUBHO-TIPABOBYIO 0a3y U
Jp. WCTOYHWKH, (GOpMHpYyIOmHne O0a30Bble 3HAHWSA HEOOXOAMMBIC ISl BBEIOJHEHHWS NPAKTHYECKHX pa0OT, INPeIyCMOTPEHHBIX
KypCOM.

Taroke peKOMEHIYeTCsl 03HAKOMHTBCS C TEXHOJOTHEH MPOBEICHUS MPAaKTUUECKUX 3aHATUIL, KOTOpas BKIIOYAET CIIETYIOLIME JTallbl:
OOBSCHEHNE 3alaHMsd W HAaBBIKOB (KOMIICTEHIHIT), KOTOPHIE 3aKPEIUIIIOTCS B XOJE €r0 BBINOJHEHHS; 3HAKOMCTBO C KOHKPETHBIMH
UCTOYHMKAMH HWH()OPMAIMU AT BBINOJNHEHHS 3aJaHHS; OOCYXKICHME M YTOYHCHHE BOIPOCOB B XOAE AaHAIN3a HCTOYHHKOB
uH(OpMaIMK; COBMECTHBIH MPOCMOTP MEPBUYHBIX PE3yIbTaTOB, OLEHKA HX COOTBETCTBHSA IO (OPMATBbHBIM U COJAEP)KATEIbHBIM
TpeOOBaHMUSM.

3. Vcnonp3oBaHne yaeOHO-METOANIECKIX MaTepHaIoB B paboTa ¢ JINTEpaTypoii.

Crenyer MNpUMEHATh CHEAYIOMIYI0 IIOCIEJOBaTeIbHOCTh M3YUCHHMS WCTOYHHMKOB AT (OPMHUPOBAHUS 3HAHUM MO TeMaM
JUCHUIIIMHBI: HOPMAaTHBHO-METOAMYECKHE MaTephalbl M0 AMUCIMIUIMHE; KOMMEHTapUU K 3aKOHOAATENIbHBIM aKTaM; Hay4yHyH H
y4eOHYIO IUTEparypy, a TakKe IPYTHe HCTOUHHKH.

4. IIoaroToBKy K TEKyIEMY KOHTPOJIIO yCIEBAEMOCTH.

OcHOBHOH 3amayel TEKyIero KOHTPOJIS YCIEBAeMOCTU OOYYarOLIMXCs SBISETCS MOBBIINIEHHE KauecTBa 3HAHMM, MpUOOpeTeHHe U
pa3BUTHE HMH HAaBBIKOB CaMOCTOSTENbHON paboThl. Tekyluid KOHTpONb 3HAaHWH OOYYarOIIMXCsl IO IUCLMILUIMHE MOXET HMETh
CIIeYTONINE BUABL YCTHBIM OMPOC HA JICKIHUAX, MPAKTHICCKUX 3aHATHAX; IPOBEPKA BBIIOIHEHHS MHCEMEHHBIX CaMOCTOSTEIBHBIX
paboT U JOMAITHUX 3aJaHUH; TECTUPOBAHUE.

Jnst 5 PexTBHONH MOATOTOBKM K TEKYIIEMY KOHTPOJIO IO JUCHMIUIMHE HEOOXOAMMO HCIIONb30BAaTh PEKOMEHJOBAHHYIO OCHOBHYIO
U JIOTIONHUTENBHYIO JIUTEParypy, KOHCHEKTH JICKIWH, pa3palOTKW CTYJCHTOB, BBIIOJHCHHBIE B pe3yinbTare IOATOTOBKH U
BBIIIOJTHEHHSI CEMHHAPCKUX U MIPAKTUUCCKUX 3aJaHHH.

7. YAEBHO-METOJNYECKOE U UTHOOPMAIIMOHHOE OBECIIEYEHHUE JUCHUIIVIMHBI (MO VYJIST)
7.1. Pexomenayemasi iureparypa

7.1.1. OcHoBHas1 JUTEpaTypa

ABTOpBI, COCTaBUTENN 3aryaBue W3parenscTBo, o, KOlI-BO

J1.1 | Mucnasckas H. A., ByXxrantepckuii yueT: yueOHuK Mocksa: Nauikos u K°, 2018.

ITonenosa C. H. https://biblioclub.ru/index.php?page=book&id=496141 -591 c.

JI1.2' | Porosxun M. 1O. JloKyMeHTaIMOHHOE oOecTieueHne yIpaBIeHus: yIeOHO- Mocksa, bepaun: Jlupexr-
MpaKTU4YecKoe nocodue: yuedHoe mocodue Menua, 2014. - 384 c.
https://biblioclub.ru/index.php?page=book&id=253704

JI1.3 | Monxosckuit A. J1., ByXxranrepckoe JeNo: y4eOHuK Mocksa: Jauikos u K°, 2017.

Ionkosckuit JI. M. https://biblioclub.ru/index.php?page=book&id=495820 - 288 c.
7.1.2. Jlono/HUTEIbLHAS JJUTEPATYpa
ABTOpBI, COCTaBUTENU 3ariaBue W3znparenscTBO, TOI, KOJI-BO

JI2.1 | I'puropsesa M. B. Byxranrepckuii ygaer: yaeOHoe mocodne Tomck: TYCVYT, 2016. - 262

https://biblioclub.ru/index.php?page=book&id=480805 c.




ABTOpBI, COCTaBUTENH 3araBue W3znarenscTBO, 101, KOJI-BO

J2.2 | Kmumoswu JI. I1., ByxranTtepckuii yuer: Teopus ydeTa: yue6HOe mocobue Kpacuosipck: CuOupckuii

Mpakuna U. 1. https://biblioclub.ru/index.php?page=book&id=428866 roCyJapCTBEHHBIH
TEXHOJIOTHYECKHI
yauBepcutet (Cuol'TY),
2014.-323 c.

JI2.3 | Bespykux II. C., Byxranrepckoe neno: yaedHOE ocodne Mocksa: FOnuty, 2015. - 271

Kommuccaposa U. I1. https://biblioclub.ru/index.php?page=book&id=114749 c.

JI2.4 | Bacunwesa M. B. Byxrantepckuii u yrpaBieHUECKUil yUeT: CTyieHYecKas Mocksa: CtyneHueckas
Hay4JHas paboTa Hayka, 2012. - 815 c.
https://biblioclub.ru/index.php?page=book&id=225498

JI2.5 | Poroxun M. 1O. Jenonpou3BoJICTBO: Kypc JIeKLUUi: yueOHoe mocodue Mocksa, bepaun: upexr-
https://biblioclub.ru/index.php?page=book&id=253702 Menma, 2014. - 229 c.

JI2.6 | IMankosckas I1. 4., Byxrantepckuii yueT: yuebHOe nocoOue Munck: PATIO, 2015. - 380 c.

Cobonesckas A. H., https://biblioclub.ru/index.php?page=book&id=463276

Oenopkesud A. B.,

TTarkoBckas /1. B.,

CmomnsrxoBa O. M.,

[Tankosckas I1. 4.

JI2.7 | Monkosckuit A. J1., Teopust OyxranrTepckoro y4dera: yaeOHHK Mocksa: Jamkos u K°, 2018.

Ionkosckuit JI. M. https://biblioclub.ru/index.php?page=book &id=495822 -272c.

7.3.1 llepeyenb NporpaMMHOro odecneveHust

6.3.1.1 | Microsoft Windows

6.3.1.2 | Microsoft Office 2010

6.3.1.3 | Adobe Creative Suite 6 Master Collection

6.3.1.4| Libre Office

6.3.1.5| AIMP

6.3.1.6 | Windows Media Classic

6.3.1.7| Chrome

6.3.1.8 | Kaspesky Endpoint Security

6.3.1.9 | OpenOffice

6.3.1.1| Acrobat Reader

0
7.3.2 TlepeyeHb HHPOPMALUOHHBIX CIIPABOYHBIX CHCTEM

6.3.2.1 | BJI Dnexrponnas Cucrema «KynbTypay

6.3.2.2 | Dnexrponno-6udimoreunas cucrema ®I'BOY BO «XT'UKy». ®T'BOY BO «XTUK»

6.3.2.3 | Web NPBUC XabapoBCcKHi roCy1apCTBEHHBIA HHCTUTYT HCKYCCTB M KYJIBTYPBI (3IEKTPOHHBIN KATaIor)

6.3.2.4 | DBC «YHuBepcuteTcKas GHOIHOTEKA OHJIANH

6.3.2.5 | TlonnoTekcToBas 6asa naHHbIx Web of Science u Scopus

6.3.2.6 | Tapant

8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYHEHUME JUCHUIIJIMHBI (MOAYJIS)
Aypuropus Haznauenue ObopynoBanue IIporpammHoe
obecrieueHne
[Tomemenne st XpaHeHUS U CrnenmanmnsupoBanHast Mebenp Ha 1 | Microsoft Windows
PO HUITAKTHIECKOTO pabouee Microsoft Office
o0cITy>KuBaHus y4eOHOTO MecTo (mKapsl 2 mWr., cremaakd 3 wr., | 2010
03 000pyI0BaHuUs CTYJIbS, Kaspesky Endpoint
ctox). Ilepconampubiii kommbioTep (1 | Security
IIT.)




Aynuropus Haznauenue ObopynoBanue IIporpammuoe
obecrieyeHre
[Tomemenne i1t XpaHeHUS 1 CnennammsupoBanHas Mebens Ha 1 | Microsoft Windows
IIPO(HUITAKTHIECKOTO pabouee Microsoft Office
o0cITy>)KuBaHUs y4eOHOTO mecto  (mkad, cremnax, cryiabs, | 2010
000pyIOBaHUS CTOJTBI). Kaspesky Endpoint
IlepconanbHblit KOMIIBIOTED B | Security
122 KoiuuecTse 1 .
¢ momkiroveHneM Kk cetn «HTepHET»
u
JOCTYTIOM B JMEKTPOHHYIO
HHPOPMAIIMOHHO00PA30BATEIBHYIO
cpeny By3a.
TTomerenue s CrnenuanuszupoBaHHas Mebenb Ha 25 | Microsoft Windows
CaMOCTOSATEILHON pabOThI MOCAI0YHBIX AIMP
(InTATEHBIN 3271 OUOIHOTEKN) mect  (crombl, cTymbs, KHWKHbBIe | Kaspesky Endpoint
mKagsr), Security
TEJIeBU30D, KHUYKHBIH u | OpenOffice
209 JOKYMEHTTbHBIH ¢oua. | Acrobat Reader
[epconanpHbIe KOMIBIOTEPHI (9 MIT.) € NVDA
noJKIoueHreM K cetn «MHTepHET» H
JOCTYTIOM
B DJEKTPOHHYI0  HMH(OPMAIHOHHO-
00pazoBaTeNbHYIO Cpey By3a.
VYuebOHast ayauTopus I IpoBeneHMs 3aHATHH | CnenmammsupoBanHast MeOens Ha 30 | Microsoft Windows
JIEKUMOHHOTO THWIA, 3aHATUH CEMMHApPCKOIO | IOCaTO4HbIX MecCT (cronbr | Microsoft Office
THIIA, 3aHATHH HPAKTHYECKOTO THUIA, | MUCBMEHHBIC, CTYJbs, pabodyee mecto | 2010
IPYIIOBBIX u WHIUBHIYQTBHBIX | TIperofaBareis, jJocka  HacteHHasd, | Kaspesky Endpoint
KOHCYJbTal[Md,  TEKyIIeTOo  KOHTPOJIA W | ayJUTOpHad). JemoHcTpanmonHoe | Security
TIPOMEKYTOYHOH aTTecTaluu. o0opynoBanue (MyJIbTUMEAUHHBINA
213a IIPe3eHTA[OHHBIN KOMILIEKC B
COCTaBe MPOEKTOpa, JKpaHa, AaKTUBHOM
aKyCTHUECKOM CHCTEMBI,
MEPCOHATEHOTO KOMITBIOTEPA) u
y4eOHO-HarsIaHbIe TOcoOus (B T.4. B
AIIEKTPOHHOM BUJIE).
YdaeOHas ayquTopust IIs CrierransupoBanHas MeOensb Ha 50 Microsoft Windows
TIPOBE/ICHUS 3aHATUN IOCAIOYHBIX MECT (crombr | Microsoft Office
JIEKIIMOHHOTO THIIA, 3aHSATHH MMUCbMEHHBIE, 2010
CEMUHAPCKOTO THIIA, MPAKTHYCCKUX 3aHATHH, | CTYJIbS, pabouee mecto | Kaspesky Endpoint
IPYIIIOBBIX IIperoiaBarets, Security
U MHIUBULY ATbHBIX Kadenpa, JIOCKa HaCTEHHA,
KOHCYJIbTAI[HiA, TCKYILETO ayTUTOPHAs).
KOHTPOJIS U IPOMEXKYTOYHOM JleMoHCTpannoHHOe 000pyAOBaHNE
315 arrecrary. [lomemenne mnst paboTEl €O | (MyJIBTUMEIMIHBIN MPE3eHTAIMOHHBII
CHEeUUATN3UPOBAHHBIMH MarepualaMu | KOMIUIEKC B COCTaBe  IIPOEKTOPA,
(IpOCMOTpPOBBII BUICO3aT). JKpaHa,
aKTUBHOM aKyCTHYECKOU CUCTEMBI,
MIEPCOHAILHOTO KOMIIBIOTEPA) u
yueOHO-HarIsAAHbIe 1ocoOus (B T.4. B
ANEKTPOHHOM
BHJIC).

9. BOCIIMTATEJIBHASA PABOTA

Bocnuranue oOydaromuxcsi MpH OCBOCHHM HMH OCHOBHBIX MPO(GECCHOHANBHBIX 00pa3zoBareibHBIX mporpamm (maree — OITOIT)
OCYIIECTBIISIETCSl Ha OCHOBE paboyeid MporpamMMbl BOCIUTAHWS ¥ KAJCHIAPHOTO IUIaHA BOCIIMTATENFHOH pPabOTHI, BKIIOYAEMBIX B
OI1OIL.

Ilenp BoCTUTaTeNBHOW pPabOTHI — CO3MAHHE YCIOBHHA JUISI AKTUBHOM KM3HENCSATENFHOCTH OOYYAIOIIMXCS, WX TPaKIAHCKOTO

CaMOOIIpeieNIeHNs, MPO(PECCHOHATFHOTO CTAHOBICHWS W HWHIWBHAYATFHO-TMYHOCTHOM caMOpeatW3alliii B  CO3HUIAaTeIIbHON
NESTETbHOCTH Il yJOOBJIETBOPEHHS TOTPEOHOCTE B HPABCTBEHHOM, KYJIbTYPHOM, WHTEUICKTY&THbHOM, COLMAIBHOM U
npo(eCcCHOHATEHOM Pa3BUTHU.

3amaun  BOCIUTATECIBHON pabOTBI: pPa3BUTHE MHUPOBO33PEHHS W aKTyaIW3alisl CHCTEMbl 0a30BBIX IICHHOCTEH JIMYHOCTH,

HpI/I06IlIeHI/Ie K O6III€‘-IeJ'IOBe‘-IeCKI/IM HOpMaM MOpaIM, HAOUOHATBHBIM YCTOSIM W aKaJACMHUYCCKUM TpaguluAM, BOCIHUTAHUEC




YBOKEHUS K 3aKOHY, HOPMaM KOJUICKTMBHOM JKU3HHM, DPa3BUTHE TPAKIAHCKOM M COLUAIbHOH OTBETCTBEHHOCTH; BOCIIUTAHUE
HOJIOXKUTEILHOTO OTHOLIEHHMST K TPYyAy, (GOPMHPOBAaHHE KyJbTYpbl M OITHKH MNPO(ECCHOHATBHOrO OOLIeHMs; (OopMUpPOBaHHE
JMYHOCTHBIX KadecTB, HEOOXoAMMBIX s 3(hGeKTHBHOH mnpodeccHOHATBHONH — IESATENPHOCTH; BOCHHTaHWE BHYTPEHHEH
HOTPeOHOCTH JMYHOCTH B 3[0POBOM 00pase JKHU3HHM, OTBETCTBEHHOIO OTHOIICHUS K MPHPOIHOW U COIMOKYJIBTYPHOH Cpesne;
MOBBIIIEHHE YPOBHS KYJIbTYypPbl 6€3011aCHOTO OBEACHHUS.

Ocobennoctn u  Tpagunuu  VHcTuTyTa OOYCIOBIMBAIOT —CHEAYIOIINE OCHOBHBIC HANpaBICHHS BOCHHMTATENLHOW  PabOTHI:
HaTPUOTHIECKOE, TPaKIAHCKOE, ITyXOBHO-HPABCTBEHHOE, KyJIbTYPHO-TBOPYECKOE, HAaydHO-00pa3oBaTeIbHOE, MPO(ECCHOHATBHO-
TPYyZOBOE, BOJIIOHTEPCKOE (JOOPOBOIBUYECKOE), 3KOIOrHdeckoe, (usnueckoe. Bumsl nedarensHOCTH 00ydYarOmIMXCs B BOCIHUTATEIBHON
cucteMe 00pa3oBaTelIbHON OpraHM3alliM: TPOEKTHas JAEATENbHOCTh (KaKk KOJUIEKTMBHOE TBOPUYECKOE JEN0), BOJIOHTEpCKas
JEATENbHOCTh, y4eOHO-HCCIEA0BATENbCKasl M HAay4YHO-HCCIENOBATENbCKas NEATENbHOCTh, JOCYrOBas, TBOpYECKas M COLMATbHO-
KyJIbTYpHasl JESITENbHOCTD U JP.

BocnuTarensHblii HOTEHIMAT y4eOHO-HCCIENOBAaTeIbCKOM M HAy4HO-HCCIIEN0OBATENbCKON AEATEeNbHOCTH pealu3yeTcsi B Ipolecce
Pa3BUTHS  HMICCIICJIOBATEILCKOH KOMIIETEHTHOCTH OOYYalOIMXCs Ha MpPOTSDKEHHHM BCEro cpoka wux oOydeHus B HHcruTyTe.
Pe3ynbTarbl CTyHEHYECKOW HAyYHO-MCCIEHOBATEINECKON JEATENBHOCTH TIPOXOMAT ampoOaruio B paMKaXx HAyYHBIX W HaydHO-
MPaKTHYECKUX KOH(GEPEHINH Pa3IMIHOrO YPOBHS, B T.4. KOH(GEPEHINHA, OpraHN30BaHHBIX MHCTUTYTOM.

ColuanbHO-KyJIbTypHas M TBOPYECKas JEATEIBHOCTh OOYHYAIOIIMXCS PEaIU3yeTcst MPU OpPraHu3allMd W IPOBEJCHUM 3HAYMMBIX
COOBITHII W MEpONPHATHH TPOKIAHCKO-IIATPHOTHYECKOH, HAYIHO-MCCICAOBATENECKON, CONHOKYIBTYPHOH W  (H3KYIBTYpHO-
CTIOPTHBHON HANMpaBICHHOCTH. BuABI TBOpUECKOH meATeNbHOCTH oOydaomuxcs B MHCTHTyTE: My3bIKaIbHOE TBOPYECTBO,
xopeorpapuueckoe TBOPIECTBO, TeaTpaTbHOE TBOPUECTBO, HAYUHOE TBOPUECTBO, MEIUANIPOEKTHI U AP.

BosnoHTepckas gesATeNbHOCTE OOy4alOIUXCsh — IIMPOKMH KPYT HalpaBlI€HUH CO3WAATENbHOM JIEATEIBHOCTH, BKIIFOUYAIOIIMI
paznmmuHBle  (GOpMBI TpaKHaHCKOro ydacTusA. [lo wWHHNMartWBe OOydYalOIMMXCS W IIpH WX aKTUBHOM ydYacTWH B IHcTHTyTe
OCYIIECTBISIET CBOIO AEATENBHOCTD JOOPOBOIBUECKHN OTPs «MBI».

Peanmzaruio  PaGoueil mporpamMmbl BOCHHMTAaHMSI IIOMOraeT OOECIIEYMBATh B3aUMOJCHCTBHE C PA3IMYHBIMH  COLMAIBHBIMU
WHCTHTYTaMH, CyOBekTamu BocmuTaHus. Oco0oe 3Ha4deHHe /IS BOCIUTATENFHOTO IIPOIlecca MMEET OpPTaHM3alUs IIPaKTHIeCKOH
JIeITEPHOCTH OOYYalOIUXCA C IENbI0 Pa3BUTHS TNPO(GECCHOHATBHBIX KOMIIETEHIMH B yciuoBusx WHCTHTyTa M HpOdIIIBHBIX
YUpexKIAEeHUN U Opranu3anuil.

10. OCOBEHHOCTH OBYUEHUSI HHBAJIA/IOB U JINL[ C OTPAHMYEHHBIMHA BO3MOKHOCTSIMH 3JOPOBbSI
(OB3)

B mponecce n3ydeHns AMCIMIUIMHBI M OCYIIECTBICHHS MPOIEYpP TEKYIIEro KOHTPOJIS YCIIEBaeMOCTH M IIPOMEKYTOUHOM
arTecTalliy WHBAIMIOB M JIMI C OTPAaHMYEHHBIMH BO3MOXXKHOCTSIMM 310POBbS IPHMEHSIOTCS adalTHpOBaHHbIE (OPMBI 00y4eHHs C
Y4ETOM UHIMBHUIYATBHBIX NCHXO(U3HOIOTHUECKIX 0COOCHHOCTEH.

OOy4eHHe JHI[ C OTrPaHWYCHHBIMH BO3MOXKHOCTSMH W WHBAIAAOB OPraHM3YeTCS Kak COBMECTHO C JPYTHMH
00YyJaroNmMMHUCS HAa JEKIHOHHBIX M NPAKTUYECKHX 3aHATHAX, TaK U M0 MHAUBHUAyalbHOMY ydeOHOMY IUtaHy. Bo Bpems mpuemHoON
KaMIIaHHH, a TaK)Ke BO BpeMs Cllaud Pa3IMYHBIX (POPM IPOMEXYTOUHOH M rOCYIapCTBEHHOH HMTOroBod arrectauuu B MHcTHTyTE
CO3J1aHBl HEOOXOIMMBIC YCIOBHSA JUIA OKa3aHWS TEXHWYECKOH ITOMONIM WHBAIAAAM M JIUIAM C OTPAaHHYCHHBIMH BO3MOXXHOCTSIMH
3I0pOBBsI (TIPH HEOOXOAMMOCTH MOJXET OBITH JOIMYIICHO NPHUCYTCTBHE B ayAUTOPHH ACCHCTEHTOB, CONPOBOXIAIOIIMX JIHI], cOOaKu-
MOBOABIPS  T.IL.).

OOyuaromyecst M3 4nCia MHBAIUJIOB U JIMI C OTPaHUYCHHBIMH BO3MOXHOCTSIMH 3/10POBbS, NP HEOOXOIMMOCTH, MOTYT
OBITH 00eCTeYeHB! SIEeKTPOHHBIMH M TEYaTHBIMH OOpa3OBATENBHBIMH PECypcaMH C y4eTOM WX WHIMBHIYATbHBIX IMOTpEeOHOCTEH.
Jlns peanusanuu HOCTYIMHOM Cpensl MU HEOOXOAMMOCTH B Y4eOHOM IIpoIecce MOTYT OBITh 3aieiiCTBOBaHBI JOKyMEHT-Kamepa Ui
YBEJIMYCHUSI TEKCTOBBIX ()ParMEHTOB W HM300paXEHHMH (Ui JIMII C HApYIICHUSMH 3pEHMS) W IEepPEeHOCHas WHIYKIMOHHas cUcTeMa
Jutst ciabocipimamux «Mctok» A2 co BCTpOSHHBIM IIEepOM — 3BYKOBBIM HH(OpMaTopoMm.

OBbC «YHuBepcuteTcKas OMOMUOTEKa OHJIAMH» MpenocTaBisieT oOydarommMmcs ¢ OB3 (Mo 3peHuio) psia BO3MOXKHOCTEH
g obecrieueHus] d3PQPEeKTUBHOCTH mpouecca oOyueHus. Ilpu yTeHun Mmacmrald CTpaHUIBl CaliTa MOXXHO YBEJIHYUTH C MOMOIIBIO
CIICIMATFHOTO 3Ha4YKa Ha IJIaBHOHM cTpaHWile. MOXKHO HCIIOJNB30BaTh ITOJHOIKPAHHBI PEXUM OTOOpaKEHMS KHHMIU WM BKIIOYHTH
O3BYYHMBaHHE HEMOCPEACTBEHHO C caldTa TpU TOMONIM MpOrpaMM OdKpaHHOro jocTyma (Hampumep, Jaws , «Balabolkay).
CkaunBaeMble (parMeHTsl B (opmare pdf, HMmeromme BBICOKOE KadeCTBO, MOTYT MCIIOJIB30BAaThCS TUQIONPOTpaMMaMH Ui
TOJIOCOBOTO O3BYYMBAHHUSI TEKCTOB, MOTYT OBITh 3arpy>XeHbl B THU(JIOIUIEEPHI, a TAK)Ke CKONUPOBAaHbI Ha JIt00OE YCTPOWCTBO IS
KOM(pOPTHOTO YTCHHS.

CepBuc OBC «lluTaTHUK» TIOMOTaeT MONB30BATENIO0 M3BIEYh NHTATy W aBTOMAaTHUeCKH (opMHPyeT KOPPEKTHYIO
O6uOnuorpaguUEcKyto CCBUIKY, YTO OCOOEHHO aKTyalbHO ISl JIUI C OTPaHMYCHHBIMH BO3MOXKHOCTSAMH M OOJerdaeT MpoLecc
HaIMCaHUsI KyPCOBOM WIIH BBITYCKHOM KBaTN()UKAINOHHON pabOTHI.

Jis moarotoBkH K 3aHATHAM oOydarommecss ¢ OB3 (1o 3peHHI0) MOTYT HCHONB30Bark MoOMIIbHOE mpmioxenne DbC
«Jlanb», mpemHa3HAYeHHOE [UIL O3BYYMBAaHUS TEKCTa KHHUTH. PexuMm [OCTyma: dNEKTPOHHBIM, MPHIOKEHHE CKAudBaeTCs
00y4aroIMMCs CaMOCTOsITeNIbHO ¢ caifta e.lanbook.ru, HeoOxomumoe ycnoBue: ObITh 3apernctpupoBaHHbIM B OBC  «Jlauby.
Hcrronp3yeTcst cBOOOIHO pacipocTpaHsieMas IporpamMma sKpaHHoro goctymna Nvda.

IMogpobuee 00 opraHW3anuy JOCTYNHOH Cpeasl CM. COOTBETCTBYIOIIMH pas3fel OCHOBHOM mpodeccroHaTbHON
00pa3oBaTeIbHON MPOTPaMMEI.
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