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1. TIOACHUTEJIBHASA 3AIITMCKA

JlaHHBIE ~ METOAMYECKHE YKa3aHWsl  HANpaBiICHBl Ha  peau3alfio
CaMOCTOSITENILHOM paloThl MO yueOHOW JucHuIUIMHE —«JlOKyMEHTaIlMOHHOE
oOecrieueHue ympaBleHUus» sl cryiaeHToB mo crenuansHocT CITO 38.02.01
DOKOHOMUKA Y OyXTalnTepcKuii y4eT (110 oTpacism)

CamocTosiTenbHass paboTa CTYJEHTa B KOJUICIKE SIBISETCS OJHUM U3
OCHOBHBIX ~METOJIOB TMpUOOpPETeHHs U  yIAyOJIeHHWs 3HAHUM, TO3HAHMS
OOIIECTBEHHOMN MPAKTUKH.

['maBHOW 3amadyeil caMOCTOSATEIBHON pabOTHI SBISACTCS Pa3BUTHE OOIIUX U
po(heCCHOHATFHBIX KOMITETEHITNH, YMEHUH MPHUOOpETaTh HayYHbIC 3HAHUS ITyTeM
JUYHBIX TOMCKOB, (DOPMUPOBAHKME AKTUBHOTO MHTEpECa U BKyCa K TBOPUYECKOMY
noaxoay B yueOHOi paboTe.

CamocrosiTennbHasi paboTa CKJIQAbIBACTCS U3 M3YYCHHS y4eOHOH U
CHeIMaIbHON TUTEPaTyphl, KAK OCHOBHOM, TaK U JOMOJTHUTEIBHONU, HOPMATUBHOTO
MaTepHuaia, KOHCIIEKTUPOBAHUSI HCTOYHUKOB, MOJATOTOBKH YCTHBIX M MUChbMEHHBIX
COOOIIICHUH, BBITIOJTHEHHUS 3aIaHHH.

Meronuueckue — yKazaHUsl 110 BBITIOJIHEHUIO  CaMOCTOSTEJIbHON
BHEAYJAUTOPHON paboThl pa3paboTaHbl B COOTBETCTBUM C MPOTPaMMOM
«/loxymeHTanmoHHoe oOecrieueHue YIPABICHUS. Hucnuninza
«/loxymeHTanmoHHoe obecrieueHue YIPABJICHUS OTHOCHUTCS K

npodeccuoHanbHoMy 1ukiy (OIL4) mporpamMMbl MOATOTOBKH CHEIUATUCTOB
cpendero 3BeHa (IIIICC3) mno cmemmanmpHOCcTH 38.02.01 DKOHOMHMKA U
OyxranTepckuid yuet (110 OTpaciisam)

B pesynaprare ocBOCHUS AMCIUILIMHBI «JlOKyMEHTAaIIMOHHOE obOecredueHue
yOpaBieHUs»  OOydYalIuics JOJDKeH 00J1aiaTh  CICAYIOMHUMH  OOIIUMH

komriereHuusamu (OK) u npodeccuonanbupiMu kommnerenusimu (11K):
OK 1. [Tonnmarp CymIHOCTh M COLMAJIBHYIO 3HAUMMOCTh CBOeW Oymymieit mpodeccun,
MIPOSIBJIATE K HEHW YCTOWYUBBINA HHTEPEC

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO JEATEIBLHOCTH, ONPEACNISATh METOJBI U CIIOCOOBI
BBITIOTHEHUS MPOPECCHOHANTBHBIX 3a/1a4, OIIEHUBATh X d(PGEKTUBHOCTH U KAUeCTBO.

OK 3. Pemats Hp06HCMLI, OICHUBAThb PUCKU U IPUHHUMATH PCHICHUA B HCCTAHAAPTHBIX
CUTyalluAgX.

OK 4. OcymiecTBiasiTh MOUCK, aHATU3 W OLEHKY HH(OpManuu, HEoOXOAUMOH JUIs
MIOCTAHOBKM W pelleHHus NpodecCHOHANBbHBIX 3ajad, MPOPECCHOHATBHOIO U JMYHOCTHOTO
pa3BUTHS.

OK 5. Hcnomp3oBath HHGPOPMANMOHHO-KOMMYHUKAIIMOHHBIE  TEXHOJIOTHH  JUISI
COBEPILIECHCTBOBAHMS MPOGECCUOHATILHON EATEIIbHOCTH.

OK 6. PaboraTh B KOJJIEKTHBE M KOMaHJe, o0ecreunBarh ee crjioueHue, 3¢pGHeKTUBHO
00IIaThCs ¢ KOJIJIETaMH, PYKOBOJICTBOM, TOTPEOUTENSIMHU.



OK 7 CTaBI/ITI: neiu, MOTI/IBI/IpOBaTb ACATCIIBbHOCTh IMMOAYMHCHHBIX, OpFaHI/IBOBBIBaTb nu
KOHTPOJIUPOBATh X PabOTy ¢ MPHUHATHEM Ha ce0sl OTBETCTBEHHOCTH 3a PE3YJIbTaT BBHITOTHEHUS
3aJIaHUH.

OK 8. CamocrosTenbHO OIpeneisaTh 3agadd Mpo(ecCHOHATBLHOTO H JUYHOCTHOTO
pasBUTHS, 3aHUMAThCI  CcaMOOOpa3oBaHWMEM, OCO3HAHHO  IUIAHUPOBAaTh  IOBBIIICHHUE
KBaJTM(PUKALHH.

OK 9. BBITh TOTOBBIM K CMEHE TEXHOJIOTHI B IPO(ECCHOHATBLHOM JESITEIIBHOCTH.

1K 1.1. O6pabaTsiBaTh IEPBUUHBIC OYXTaNTEPCKUE TOKYMEHTHI.

1K 1.2. Pa3pabareiBaTh ¥ COTJIACOBHIBATH C PYKOBOJICTBOM OPTaHU3AIMK PaOOUMii TUIaH
CUETOB OYXTaJITEpPCKOI0 y4yeTa OpraHu3aluH.

IIK 1.3. IlpoBoAuWTh y4eT AEHEXKHBIX CPEACTB, OGOPMIIATH [IEHEKHBIE M KAaCCOBBIC
JOKYMEHTBI.

[1K 1.4. ®opmupoBaTh OyxranTepckue IpOBOAKH MO y4eTy UMYIIeCTBAa OpraHUu3aluy Ha
OCHOBE PabOoyYero IJIaHa CYeTOB OYXTalTepCKOTo y4era.

[IK 2.1. ®opmupoBaTh OyXraaTepckue MPOBOJKHA IO YYETy HCTOUYHHUKOB HMYILIECTBA
OpraHu3alK Ha OCHOBE pab0Yero IiaHa CYETOB OyXTraJTepCKOro yderTa.

[1K 2.2. BbInoyiHATh NOPYYEHHUS] PyKOBOJCTBA B COCTaBE KOMHMCCHUU IO MHBEHTapU3aluu
HMMYIIECTBA B MECTaX €r0 XpPaHCHHUS.

[IK 2.3. OtpaxaTb B OyXraaTepCcKuX TMPOBOJKAX 3aueT M CIHHCAHHE HEIO0CTauu
LIEHHOCTEH (peryinpoBaTh MHBEHTAPU3aLMOHHbBIE PA3HULIBI) [10 pe3yJIbTaTaM MHBEHTapU3aLUH.

1K 2.4. IIpoBoauTh mpoLeaAypbl HHBEHTapU3aluu (PUHAHCOBBIX 0053aTENbCTB
OpraHM3alMH.

1K 3.1. ®opmupoBaTh OyXrajatepckue NpoBOJIKH [0 HAYUCICHUIO U IEPEUUCIICHUIO
HAJIOTOB U COOPOB B OIO/KETHI PA3TUYHBIX YPOBHEH.

1K 3.2. OpopMisTh MIaTeKHble JOKYMEHTHI JUIsl IEpEYUCICHUS HAJIOTOB U cOOPOB B
O10JKET, KOHTPOJIMPOBATH MX MPOXOKIACHUE 110 PACUETHO-KACCOBBIM OAHKOBCKUM OIEPALIUSIM.

I1K 3.3. ®opmupoBaTh OyxXraiarepckue MpoBOIKH MO HAUYHCIEHUIO U EPEUHCICHUIO
CTPaxoOBbIX B3HOCOB BO BHEOIOKETHBIE (POH/IBI.

[1K 3.4. OdbopmisTh mIaTeKHble JOKYMEHTHI Ha MEpeUYHCICHHE CTPAXOBBIX B3HOCOB BO
BHEOIOJDKETHbIE  (DOHMABI, KOHTPOJUPOBAaTH MX MPOXOXKICHHE IO PacuyeTHO-KACCOBBIM
OAHKOBCKHUM OIEpalusiM.

I[IK 4.1. Otpaxkarp HapacTalOIIMM HMTOTOM Ha cuUeTax OyXrajaTepcKoro ydera
UMYIIECTBEHHOE W  (UHAHCOBOE TMOJIOKEHHE OpTaHHW3allid, OMNPEACNATh pPe3ylIbTaThl
XO3SIICTBEHHOM ESITEIbHOCTH 33 OTYETHBIN MEPHOI.

I[IK 4.2. CocraBusite (¢GopMbl OyXraaTepcKo OTYETHOCTH B  YCTAHOBIICHHBIE
3aKOHOJaTEILCTBOM CPOKH.

[IK 4.3. CocraBiarh HaJOTOBBIE [EKJIApalldd IO HaJloraM U cOopaM B OIOKET,
HanoroBeie neknapanuu Mo ECH u dopmbl cTaTucTUYecKoil OTYETHOCTH B YCTaHOBJIEHHBIC
3aKOHOJIATEITLCTBOM CPOKH.



[1K 4.4. IIpoBOAUTh KOHTPOJb M aHAIW3 MHPOpPMALUU 00 MMYIIECTBE U (PMHAHCOBOM
MOJI0)KEHUH OPTaHU3ALNH, €€ TUIATeKECTOCOOHOCTH M JOXOAHOCTH.

B pesynabrare ocBocHHMS Y4eOHOW JIHUCIUILUIMHBI OOYYarOIIMKCSA JTOJDKEH
YMETh:

ohopMIISATh JTOKYMEHTAIIMIO B COOTBETCTBHM C HOPMATHBHOW 0a30i, B TOM
YHCIIC C UCIIOIh30BaHHEM HH()DOPMAIIMOHHBIX TEXHOJIOTHH;

OCBaMBaTh TEXHOJOTHH aBTOMATU3UPOBAHHON 00paOOTKH IOKYMCHTAIINN;

HCII0JIb30BaTh YHU(DHIIMPOBAHHBIE (POPMBI JOKYMEHTOB;

OCYIIECTBIISATh XPAaHCHHE U TTOMCK JIOKYMCHTOB;

HCIIOJIb30BaTh TEJICKOMMYHUKAIIMOHHBIC TEXHOJIOTHH B  AJICKTPOHHOM
TIOKyMEHTO000pOTE;

B pesynprare ocBOeHUs Yy4eOHOW ITUCHUIUIMHBI OOYyYarOIIMUICS JIOJDKEH
3HATh:

MOHSTHE, 11€J1, 33]]Ja4K U MPUHIUIIBI IETIOTPOU3BO/ICTBA;

OCHOBHBIC TTOHATHUS JOKYMEHTAIIMOHHOTO 00€CTICUCHUS YIIPaBICHMUS;

CUCTEMBI JIOKYMEHTAIIMOHHOTO 00eCTIeYeHUs YIIPaBIICHUS;

KJIacCU(DUKAITUIO TOKYMEHTOB;

TpeOOBaHMS K COCTABICHHUIO U OPOPMIICHUIO JOKYMEHTOB;

OpraHM3aIfio JOKYMEHTO000pOTA!

npueMa, 0OpabOTKy, PETHCTpPALNIO, KOHTPOJIb, XpaHEHUE JOKYMEHTOB,
HOMEHKJIATYpY JIe.

Bosnbiryto ponbs B NpPUOOPETEHUM W PAa3BUTHM KOMIETEHIUA UTpaeT
caMoCTOsITeNIbHasI padoTa.

CamocrosiTenbHasi paboTa CTyJeHTa JI0JDKHA HAYMHATHCS ¢ 0O3HAKOMIICHUS C
JAHHBIMH METOJUYECKUMHU YKa3aHUSMHU U HU3YyUYECHUS, OCMBICICHUS H3JI0KEHHOU
TEMBI B y4e€OHOM, CIIPaBOYHOMN JTUTEPATYE.

Meroauueckue peKOMEHJAIMU HUMEIOT ONMPEACICHHYIO CTPYKTYPY.

B mepBoMm paznmene mpencraBieHa TeMaTHKa CaMOCTOATEIBHBIX pPaboT,
MPOIKMCAHBI 33/IaHUsI JJISI CAMOCTOATENLHON paboThl U (POPMBI UX TPEICTABIICHNUS,
BpeMsl, OTBEICHHOE Ha MX BBIMIOJHEHHUE.

Bo BTOpOM paznene coaepkarcs peKOMEHAAIMH 10 BBIOJHEHUIO 3aJaHuH,
B YAaCTHOCTH, JaH JTOPUTM BBIMOJHECHUS 3aJaHus, BUIbI KOHTPOJIS KadyecTBa
BBITIOJTHEHHON pabOThI, PEKOMEH1yeMble UCTOYHUKH MH(OPMAIIUH.

BueayauTopHas camocTosiTebHas pa0oTa BBITIOIHAETCS CTYJICHTOM 10
3aJlaHdI0  TpernojaBaTens, HO 0e3 ero  HemoCPeACTBEHHOTO  Y4YacTHs.
[Ipennaraempie  pekOMEHAAIMM  pa3pabOTaHel B TOMOINb  CTY/ACHTY,
BBITIOJTHSIOIIIEMY BHEAYJTUTOPHYIO CAMOCTOSITEIIbHYIO padoTy.

Kpurepuu oreHku pe3yabTaTOB BHEAYIUTOPHON CaMOCTOSTEILHON PabOTHI

CTYJEHTOB:
. YpoBeHb OCBOCHHMSI CTYJEHTOM Y4eOHOT0 MaTepurara.
. YMeHusi CTyleHTa WCIOJb30BaTh TEOPETUUYECKUE 3HAHUS NIpU
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BBIIIOJIHCHHUH NIPAKTUYCCKUX 3a/1a4.

. OOG0CHOBaHHOCTD U YETKOCTh M3JI0KEHUS OTBETA.
. Bnanenue TepMuHOIOTHEN U TPaMOTHOM YCTHOM/TTMCEMEHHOM peUblo.
. OdopmiieHne Matepuana B COOTBETCTBHH C TPEOOBAHUSIMHU.

2. METOAUYECKHE PEKOMEHJIAIIAY 11O BBIIIOJTHEHUIO
3AJJAHUH B ITPOLHECCE CAMOCTOSATEJIBHOU PABOTHBI

CamocTtosTenpHas padora Nel

Tema 1. IloHsiTHe, e H 324U JIOKYMEHTALIMOHHOIO o0ecrnevyeHust
yIpaBJIeHUS

Iesb: packpbITb OCHOBHBIE MMOHATHS TEMbI; CHCTEMATU3UPOBATH 3HAHUS

3amaHue: COCTaBJIEHHUE OMTOPHOTO KOHCIIEKTA MO TEME.

dopMa npeacTaBIEHUSA 32[aHUS; KOHCIICKT

KonTposb KadecTBa BBINOJHEHHOH PadoOThI: IPOCMOTP KOHCIIEKTA,
YCTHBIN OIIPOC.

Kputepun o1ieHKH BBITIOJTHEHHON pabOTHI: COOTBETCTBHE KOHCIIEKTa TEME;
aKKypaTHOCTh WU TPaBWIBHOCTh HAMMCAHUS OIMOPHOIO KOHCIEKTA; JIOTUYHOCTH;
MPAaBUJILHOCTH UCIIOJIb30BAHUS TEPMUHOJIOTHUH.

TpeOoBaHus K BBINOJHEHUIO:

HNcnonw3yss JEKUMOHHBIM Marepuajl U JONOJIHUTENIbHBIE HWCTOYHUKHU
uHpopMalMu 3amucaTh OCHOBHBIE TMOHSTUS TeMbl. BeImucaTh omnpeaeneHue
«JlOKyMEHTAIlMOHHOTO OO0ECMEUeHHs] yMNpaBiICHUS», CPAaBHUTh C TMOHATHEM
«Jlemonpon3BOICTBO»: HAWTH o0O0IIee B ITUX TEPMHHAX, MOHATH YEM, OHU
OTJINYAKOTCS; BBIJICIUTh OCHOBHBIC OTEpaIliu JeTONPOU3BOICTBRA.

[ToaroToBUTHL OTBETHI HA CJICAYIOIINE BOIIPOCHI:

1. Ponr  JgOKyMEHTallMOHHOTO  obOecmedeHuss B JEATEIbHOCTU
MIPEINIPUSITHUA.

2. JlokymeHTaImoHHOe 00ecTieueHre yIpaBICHUS U JIETIOTPOU3BOICTBO.

3. Hctopus pa3BuTHs AEIOIPOU3BOICTBA.

CamocTosTenbHas padorta No2
Tema 2. JIOKyMEHT, ero 0CHOBHbI¢ (YHKIIUMH U IPABUJIA 0(hOpPMIICHUS
Hean: cucrtemaTu3upoBaTh 3HAHMS MO OQOPMIICHUIO O(UIIMAIBHBIX
JIOKYMEHTOB, IO 0()OPMIIEHUIO 3ar0JI0BOYHOM, OCHOBHOM U 0GOopMIISIFOIIIEH YacTel
JOKyMEHTa
3ananme: ucnpaBuTh OMIMOKK B O(DOPMIICHHHM PEKBU3UTOB HA JOKYMEHTE,
MTOJIYYEHHOM OT ITPENOAABATEIIS.




Bapuanrt 1. UcnpaBbre OIMOKHM B CAEAYIONIEM JOKYMEHTE:

Mocksa, 125129 Cpetenka, 23
b.Axanemuyeckas yi, 12 Mocksa, 117232
tein./¢pakce 154-80-20

T'APAHTUIMHOE ITMChMO
['eHepa/ibHOMY AUPEKTOPY
Ne 14 15.03.2011 3A0 «AcKoHT»
oT 24.02.2011 ga Ne 2
A.E.BepOuixomy

VYBaxaemblii Anekcansip EBrenneBuu!

[IpocuM MOATBEPAWNTH BO3MOYKHOCTH OTIIPABKA B HaIl aapec JBYX

KOHTEMHEPOB U3eiuil Bamei koMITaHuu.
Mzr 3aMHTCPCCOBAHBI B X MMOJTYYCHUHU 1O KOHIIA TCKYLICTO MECAla.

[Ipenonnarty rapaHTHUpyeM.

Ham pacuetnsiii cuet 40707026060423242409 B Coepbanke PO.

['naBHBIN OyxranTep I'.B.BacunseBa

Jupekrop A.E.KoHoHOB

M.IL



Bapuant 2. McnpaBbTe OIIMOKH B CIEAYIONIEM JTOKYMEHTE:

000 «KVYPT»

Mocksa, 125129 A.E.Bep6uikomy
b.Axanemuyeckas yi, 12

tein./¢pakce 154-80-20

['enepanbHOMY AUPEKTOPY
3A0 «ACKOHT»

15.03.2011
HaNe2 o124.02.2011

TAPAHTUMHOE ITMCbMO
VYBaxaemblii Anekcansip EBrenneBuu!

[Ipocum mNOATBEPAUTH BO3MOXXHOCTH OTIPAaBKM B HAIl aapec JBYX
KOHTEHWHEPOB u3Jenuil Bamen koManuu.
Mp1 3aUHTCPCCOBAHBI B X MMOJTYUYCHUHU JO KOHIIA TCKYLICT'O MECiAla.

[Ipenonnarty rapanTupyem.

Ham pacuetnsiit cuer 40707026060423242409 B Coepbanke PO.

Jupekrop Kononos A.E.

['maBHbI Oyxranrep BacuiseBa I'.B.

M.IL



Bapuant 3. McnpaBbTe OIIMOKH B CIEAYIOUIEM TOKYMEHTE:

22.04.2011

ObBACHUTEJIBHAS 3AIIMCKA

byxeanmepus

Bune-npesugenty 3A0
0.0. f16n0K0BY
Mocksa

20.04.2001 ne BpUTaueHa 3apriata padotHukam 3AQ. [IpuyrHA COCTOMT B TOM, YTO
pabotHuk Oyxrantepun MBanoa A.M. HecBoeBpeMeHHO 0(OpMuMIIa HEOOXOIUMBIE JOKYMEHTHI.
OTcyTCcTBHE HAUIEKAIIETO KOHTPOJISI HE TO3BOJIMIIO CBOEBPEMEHHO BBIABHTH 3TOT (hakT. [locme
INPUHITUS CPOYHBIX MEp 3apruiata Oblia BblIUTaueHa coTpynHukam 3A0 22.04.2011. MBanoBa
AWM. nmpeaynpexieHa O HEIONYCTUMOCTH TIOAOOHOTO OTHOIICHHS K TMOPYYCHHBIM

00s3aHHOCTAM. [IpHUHATHI MEpBI IO YCUJIEHUIO KOHTPOJISL IEIbHOCTH paOOTHUKOB OyXraiTepuu.

['maBubIif Oyxrantep Cuskos B.B.

BapuanT 4. UcnpaBbTe OIIMOKU B CJIEIYIONIEM JOKYMEHTE:

KOHTpOIbHO-PEBU3MOHHBIN OTAET
AOKIIAZTHAA SAITMCKA HavanpHuky nenapramenra
22.05.2012 TOprosiu

O Ha3HAaYeHUHU JOKYMEHTAIbHOU
peBusuu B Marazuse Ne 001

MocxkBa

ITpu nposenenun 09.04.2012 unBeHTapu3anuu ToBapHBIX (oHIOB MarazuHa Ne 001
oOHapyXeHbl HEYYTEHHbIE TOBAPBI HA CYMMY 128 MIIH. pyOuiei.

IIpomy Bac Ha3HauuTh JOKYMEHTaJbHYIO PEBU3MIO TOBAPHBIX OIlEpaluil Mara3uHa
Ne0O1 3a mepuog ¢ 10.01.2012 o 09.04.2012.

Tropun B.B. HauansHuk otaena
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Bapuant 5. McnpaBbTe OMIMOKH B CAEAYIONIEM JTOKYMEHTE:

OAO «Crapt»
115218, Mocksa, yi. HoBas, 28

110020, Mockaa,
ten. 349-45-45

yi. Boctpsikoa, 118

dakc 349-69-56 r TupexTopy 1
[ 06 Y4acTHH B BBICTaBKE ]
12.2.11 Ne25 BeictaBoyHoro llenTpa

«IKcro-buzuecy

VYBaxkaemblii FOpuii Bukroposuu!
O3HaKOMHUBIIUCH C pekjiaMoi M mporpammoil padotsl Bamero BricraBounoro Llentpa,
onyosukoBaHHbIMH B Ne 5 «OkoHoMHueckoi razets» oT 15.01.2011, nanpasisem Bam 3asBky
Ha y4yacTue B BeceHHel skcno3unuu LlenTtpa.

HpOCI/IM BKJIFOUUTH HAIC NPCAIIPUATHC B YUCJIIO YHACTHUKOB BBICTABKHU.

[Ipunoxenue: Ha 3 1. B 2 9K3.

Jupekrtop Hexkpacos O.H.

[Terpos 181 07 09
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Bapuant 6. McnpaBbTe OIIMOKH B CIEAYIOLIEM TOKYMEHTE:

BeicraBounsii LienTp

«Oxkcno-busnec» [ JTupexropy AO «Crapr» 1
110020, Mockaa, r-uy O.H. HekpacoBy

yn1. Boctpsikosa, 118 Ha anapec: 115218, Mockaa,
T?ﬂ./(baKC 223-25-47 yi. [lopwiBaeBoii, 23

p/cu

Ha Ne 25 or 12.02.2011
25.02.2011 Ne 63

e PacCMOTPEHHH 3as1BKU ]
Ha y4aCTUC B BBICTABKC

VYBaxkaemsiii r-H Hekpacos O.H.!

Coobmraem Bam, uro 3asBka Bamiero nmpeanpusaTs Ha y9acTHe B BECCHHEU IKCIIO3UITHH
Hamiero BeictaBounoro LleHTpa paccMoTpeHa 0TOOPOYHBIM COBETOM M IMPUHSTA K UCTIOJHEHUIO.

JUis MOArOTOBKM BBICTABOYHOM 3Kcno3uiuu Bam HeoOxoanmo koManaupoBaTh B BIL|
«9kcno-buznecy He mo3gHee 10.03.2011 cpokom Ha 3 AHS OTBETCTBEHHOI'O MCIOJHMUTENS IO
BOIIPOCAM y4acTHs B BbICTaBKe Bamiero npeanpusrusi.

C yBaxxeHuem

Hupektop Llenrpa 0. Gmpaxoa

dopma npeacTaBIeHUs: 3aaHus: JUCTHl popMara A4 C BBITOJTHECHHBIMU
3aIaHUSIMU

KonTposab kavyecTBa BBINOJHEHHOH Pad0ThI: IPOBEPKA 3a1aHUIA.

Kpurepuu oreHKkud BBINOTHEHHOW pabOTHI: COOTBETCTBUE OGOPMIICHUS U
pacnionoxxeaus: pekBu3uToB 'OCT P 6.30-2003; akkypaTHOCTh UM MPaBHIBHOCTb
odopMIICHUS 3aaHU.

TpeOoBaHus K BbINOJIHEHUIO:

Ucnons3dyss  nekuuonHsld  matepuan u  ['OCT P 6.30-2003
«YHU(UIIMPOBAaHHBIE CHUCTEMbl JIOKYMEHTAIlMU. YHU(PUIUPOBAHHAS CHCTEMa
OPTaHU3ALMOHHO-PACTIOPSAUTEIBLHOU JIOKYMEHTAI1H. TpeboBanus K
0(OPMIICHUIO JTOKYMEHTOBY», MPaBWIBHO OQPOPMHUTH PEKBU3UTHI (TpeOOBaHUS K
COCTABHBIM YaCTSIM U PACIOI0KEHHUI0) JoKyMeHTa. CBOIO (haMUIIMIO U MHUIIMAIIBI,
HOMEp TPyHIbl 0POPMUTH B KAUECTBE PEKBU3UTA «OTMETKA 00 UCTIOJTHUTEIIE)
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CamocTosTenbHas padorta No3

Tema 3. OcHOBHBIE CHCTEMbI JOKYMEHTAIIUM NPeANPUSTHSA

Hean: cucremaTU3upoBaTh 3HAHUA MO O(DOPMIICHHIO OpraHU3alUMOHHO-
MPaBOBBIX, PACHOPSAIUTEIBHBIX, HH(GOPMAIIMOHHO-CIIPABOYHBIX M  OTYETHBIX
JTOKYMEHTOB

3ananme: 1. obopmienue Ha [1K 10KHOCTHOM HHCTPYKIIMU OyXTaliTepa;

2. opopmiienre ¢opmyJisipa pukasa
3. MOATOTOBKA OTBETOB Ha BOMPOCHI

dopma npeacTraBjieHns 3aJaHUsA: JOKYMEHTHI Ha popmaTe A4.

KoHTpoJib KayecTBa BBINOJHEHHOH padoThI: YCTHBIM OIMpOC, MPOBEpKa
JTOKYMEHTOB.

Kputeprun O1IEHKH BBIMOJHEHHOW pabOThl: MPABHIBHOCTH OGOPMIICHHS
3aroJIOBOYHON U 0(OPMIIAIONIEH YacTel JOHKHOCTHOM MHCTPYKIIMH, 3HAKOMCTBO C
TEKCTOM JIOJKHOCTHOM MHCTPYKLIMU OyXranTepa.

TpeOoBanusl K BHIIOJIHECHHIO:

Wcrnionb3yss JNEKIMOHHBIA Marepual U JONOJHUTEIbHBIE HCTOYHUKH
uHOpMAIIMU HAaWTU JOHKHOCTHYIO HMHCTPYKIMIO Oyxraiarepa (B 0Omux
IOJIOKEHUSAX JAHHOTO JOKyMEHTa JOJDKHO OBbITh TpeOOoBaHHME — CpeaHee
npogeccuoHanpsHoe 0o0pa3oBaHue). IIpaBwiIbHO OQOPMUTH 3arojlOBOYHYIO U
opopMIIAIOIIYI0 YAacTH, COJEpKAaHUE TEKCTa OCTaBUTh ©O€3 HW3MEHEHUH,
oTopmMaTupoBaTh JOKYMEHT U pacrevyararh €ro.

Hcnone3ysi JEKIMOHHBIA MaTepuadl M JIOMOJHUTENbHBIE HCTOYHHKHU
MH(pOpMaIU NPABUIBHO 0POPMUTH (POPMYJIIAp IPHKa3a.

[ToaroToBUTHL OTBETHI HA CJICAYIOIINE BOIIPOCHI:

1. Cucrema Oprann3aloOHHO-TIPABOBBIX TJOKYMEHTOB U €€ Ha3HAYCHHE

2. JIoIKHOCTHAsT MHCTPYKIMSA: ONpelneNieHue, MpaBuia oQopMIIeHUs
JnoKkyMeHTa. DopMyJsip TOIKHOCTHOU UHCTPYKIIUU.

3. raTHOEe pacnucaHue: Ha3HAYEHHE JIOKYMEHTa M OCOOCHHOCTH
oopMIIeHUS HA YHU(PUITUPOBAHHOM OJIaHKE.

4. CocTaB 1 Ha3HaYEHHUE PaCHOPAAUTEILHON TOKYMEHTAIUH.

S. [IpaBuna oopmiIeHUs TPUKA30B [0 OCHOBHOM JCSTEIHHOCTH.

6. CrnpaBouyHo-uH(pOpMaAITMOHHAS cUCTeMa  JOKyMEHTAlluu: €€
COJIEp)KaHUE W Ha3HAYCHUE

7. Bunbl 1 ocobeHHOCTH 0OpMIIEHUS CIIPABOK CIYKEOHOTO M JIMYHOTO
Xapakrtepa.

8. JlenoBas nepemnucka 1 TpeOOBaHUS K HEH.

Q. Ha3nauenne, ocoOEHHOCTH O(OpPMIEHUS BHYTPEHHHX W BHEIIHUX

JOKJIATHBIX 3aITUCOK.

10. Ha3nauenwme, conepkaHue M OCOOCHHOCTH O(OPMIICHHS TIJIAHOBBIX
JIOKYMEHTOB.

11. TpebGoBanus K OPOPMIICHUIO TIJIAHOB.

12. CoctaB u o0coOeHHOCTH O(MOPMIICHHS OTYETHBIX JIOKYMEHTOB
OpraHU3allnu.

13. TIlpaBuna oopmiieHUs CPaBKH OTYETHOTO XapaKTepa.

13



CawmocrositenbHas padora Ned

Tema 4. Oco0eHHOCTH PAadOThHI C OYXTAJITEPCKOIi JOKYMEHTAIHEH

Heap: cucremMaTu3upoBaTh 3HAHUS 10 (PUHAHCOBO-OYXTAITEPCKON CHUCTEME
JIOKYMEHTAIUU

3ajanme:; COCTaBICHUE ONTOPHOTO KOHCIIEKTA MO TEME, OTBETHI HA BOMPOCHI.

®opMa npeacTaBJICHUS 32[IaHUSA . KOHCIICKT

KonTposb kadecTBa BBINOJHEHHOH PadOThI: NPOCMOTP KOHCHEKTA,
YCTHBIN ONPOC.

Kpurepuu oOneHKN BBITOTHEHHOW PabOThI: COOTBETCTBHE KOHCIEKTA TEME;
aKKypaTHOCTh W TPABWIHLHOCTh HAMHCAHUS OMOPHOIO KOHCIIEKTA; JIOTUYHOCTb;
MPaBUWIbHOCTh UCIOJIb30BAHUS TEPMUHOJIOTHU.

TpeOoBaHus K BBINOJHEHUIO:

HNcnonw3ys JEKUMOHHBIM Marepuanl U JONOJIHUTENIbHBIE HWCTOYHUKHU
nHpopManuu 3ampcaTh OCHOBHBIC JIOKYMEHTBI, BXOJflIde B (HHAHCOBO-
OYXTalTepCKyl0 CHCTEMY JOKYMEHTAIIMH, BBIJCIUTh MX Ha3HAuYC€HHUE, OTMETHUTh
0COOCHHOCTH O(POpMIICHUSI TAaHHBIX JTOKYMEHTOB.

[ToaAroTOBUTH OTBETHI HA CIEAYIONINE BOIPOCHI:

1. Hasnauenue, conepxanue U 0coOeHHOCTH o(opmiieHHsT (PMHAHCOBO-
OyXTanTepCKUX JOKYMEHTOB.

2. TpeOGoBanus K 0POPMIEHUIO AKTOB HHBEHTAPHU3ALUH.

3. CoctaB u ocoOeHHOCTH OQopMiIeHUS YHU(PUUUPOBAHHBIX (HOpM

OyXTrajTepCcKoi JOKYMEHTAIIUH.

CamocrosiTenbHas paboTa No5

Tema 5. OcHOBHBIE OIlePALNNH PAOOTHI € TOKYMEHTAMHU

Hean: cucrtemaTu3upoBaTh Marepuan o0 opranusanud padboThl C
BXOJSIUMU, UCXOASIUIUMU U BHYTPEHHUMU JOKYMEHTAMU IPEANPUSITHUS.

3apanue: CocTaBiieHHE KPOCCBOP/AA MO TEME, OTBETHI HA BOMPOCHI.

dopMa npeacTaBJIeHU 32[JaHUSA. KPOCCBOP/I, YCTHBIN OIpOC.

KonTposib KadecTBa BBINOJHEHHON PpadoThI: IPOBEPKA KPOCCBOPAA,
YCTHBIN OMPOC MO BHITTOJIHEHHOMY 3aJIaHHUIO.

Kputepun olieHKH BBITIOTHEHHON pabOTHI: COOTBETCTBUE KPOCCBOP/AA TEME;
aKKypaTHOCTh M  MPaBWIBHOCTh O(QOPMIICHHS KPOCCBOPAA; JIOTUYHOCTH;
MPaBWIBHOCTh MUCIOJIb30BAHUS TEPMUHOJIOTHU.

TpeOoBaHus K BbINOJHEHUIO:

Ucnonb3yst JEKIMOHHBIM MaTepual W  JIONOJHUTEIbHbIE HCTOUYHUKHU
uH(OpMaIUU TMOATOTOBUTH KpoccBopa u3 12 TtepmMuHoB mo Teme. llpum
COCTABJICHMM  KPOCCBOPJOB  HEOOXOAUMO  TMPUICPKHUBATHCS  MPHUHITUIIOB
HarJIsiAHOCTH U JOCTYITHOCTH:

- He nomyckaercs nHanuuue "mutamiek" (HE3alOTHEHHBIX KIIETOK) B CETKE
KpOCCBOP/A;

- He momyckatorcst cirydaiinple OyKBOCOUETAHUS U TIEPECCUCHUS,
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3aragaHHble CJIOBa JOJDKHBI OBITh HMMEHAaMHU CYIIECTBUTEIHHBIMU B
MMEHUTETHFHOM MaJIe’Ke €JMHCTBEHHOTO YHUCIIA;
- JIByxOyKBEHHBIE CJIOBA JOJIKHBI UMETh JIBA MIEPECCUCHMUS;
- TpexOykBeHHBIE CJIOBa JOKHBI UMETh HE MEHEE JIBYX MepeceUeHU;
- He nmomyckatorcst ab0peBuatypsl (JIIIY u T.4.), cokpaienust (IeTAoM u
zp.);
- He pekoMeH1yeTcst 60JbI10€ KOJMYECTBO IBYXOYKBEHHBIX CIIOB;
Bce TekcThl JOMKHBI OBITh HamMCaHbl Ppa300PUMBO, IKEJIATEIBHO
OTIIEYaTaHBbI.
TpeboBanus k 0hOpMICHUIO KPOCCBOP/IA:
- Ha nucte nqomkna ObITH (haMuiHst aBTOPA;
- PucyHOoK KpoccBOp/ia 1OKEH OBITh YETKHUM.

HOI[F OTOBHUTDH YCTHBIC OTBCTBI HA CJIICAYIOIINC BOIIPOCHI:

1. OpraHuzanusi 10KyMeHToo0OpoTa: MmpueM, o0paboTka, perucrparus,
KOHTPOJIb, XPAHEHHUE IOKYMEHTOB, HOMEHKJIATYpa JE.

2. OcHOBHBIE 3TaIlbl pa0OTHI C BXOJAIIMMU JOKYMEHTaMHU

3. OcHOBHBIE 3TaIlbl pa0OTHI C UCXOAIIUMU JOKYMEHTaMHU

4. OcHOBHBIE 3Tallbl pa0OTH C BHYTPEHHUMH JIOKYMEHTAMHU

3. KOHTPOJIb CAMOCTOSTEJBHON PABOThI

BellloniHEHHE ~ CaMOCTOSITENIbBHOM ~ paboThl  SIBJISIETCS  00S3aTENIbHBIM
YCIIOBHEM JJISl AOMYCKA K MPOMEXYTOYHOU aTTecTalliyi 00y4aronierocs.

Hns mpoBepku 3(G(HEKTUBHOCTH CAMOCTOSITEIBHOM paboThl CTyACHTA
HE00X0IUM ee KOHTPOJib. K BUIaM KOHTPOJISI OTHOCHUTCS:

® YCTHBIN OIPOC;

® MIChbMEHHBIE PA0OTHI.

YCTHBIA ONpOC MO3BOJSET OLEHUTh 3HAHUS U KPYro30p CTYAEHTa, YMEHHUE
JIOTUYECKU MOCTPOUTH OTBET, MPOSIBJICHUE KOMMYHUKATUBHBIX HAaBBIKOB. Y CTHBIN
OMPOC OPUEHTUPOBAH HA OIEHKY 3HAHWM. YCTHBIA OMpPOC MPOBOAUTCS B popme
cobecenoBaHusl.

[Tucemennas paboTa mpenHa3HA4YeHA JJIsl POBEPKU BBITIOJIHEHUSI 3aJJaHUMN
CaMOCTOATENbHON PaOOThI, MPOBOJIUTCA HA MPAKTHUYECKUX 3aHATHUAX HaIpaBjeHa
Ha OIICHKY C(POPMUPOBAHHBIX YMEHUH.

[Io wWrOoraM YyCTHBIX OINPOCOB H IPOBEPKH TMHUCBMEHHBIX paldOT
BBICTABJISIETCS OLICHKA IO CJIEAYIOIIEH IIKaJIe

Tabnuua. Illkana oueHWBaHUS 3HAHUM M YMEHHM, CPOPMUPOBAHHBIX IO
UTOTaM BBITIOJIHEHHS] CAMOCTOSITEIIbHON pabOThI

NHnaukaTtopsl HEY/IOBJIETBOPUTEN | YAOBJIETBOPUTE

KOMHCTCHIE)I/II/I LHZ ’ iLHO P XOpotHo OTIIHHO
YpoBeHp  3HaHUN | MUHUMAaNIBHO YpoBeHbp 3HAaHMI B | YPOBEHb 3HAHMI
HIKE JOIYyCTUMBIN o0beme, B o0BbeMme,

[Tonnora MHUHHUMAaJIBHBIX YPOBEHb COOTBETCTBYIOIIEM COOTBETCTBYIOILIE

3HaHUHN TpeOOBaHUIA. 3HaHUM. IporpamMmme M Iporpamme
Nmemn Mecto | JlomyiieHo MOJITOTOBKH. MOArOTOBKH, 0e€3
rpyObie OTHOKH. MHOT0 JlonymieHo HEeCKOJIBKO | OHIHOOK.
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HErpyOBIX HETpyOBIX OMIMOOK
OITMOKHU.
IIponemoucTpu
p p IIponemoncTpup
pOBaHbI IIponemoHcTpUpOBaH
OBaHbI BCE
OCHOBHBIE Bl BCE  OCHOBHBIC
IIpu pelLeHnu OCHOBHBIE
YMEHUSL. ymeHusi. Periensl Bce
CTaHJIaPTHBIX YMEHHSI, PEIICHBI
Pemenst OCHOBHBIE 3a/layll C
3a1a4 HE BCE  OCHOBHBIE
TUIIOBBIE HErpyObIMH
Hanuuue MIPOJIEMOHCTPHUPOB 3a/1a4u c
. 3a/1a4u C | ommOKamu.
yMEHUH aHbI OCHOBHBIE OT/IEJIbHBIMU
HEerpyObIMH Brinonnenst BCE
YMEHHUSI. HECYIIECCTBEHHBI
OLIMOKaMHU. 3a/laHusl, B IIOJIHOM
Nmenu MECTO M  HEI0YETaMH,
BrInonneHsl 00BeEME, HO
rpyObI€ OITHOKHY. BBITIOJIHGHBI  BCE
BCE 3aJlaHMsl HO | HEKOTOpbIE c
3a1aHUS B
HE B TIOJHOM | HEIOYETaMH.
MIOJTHOM 00BbeMe.
oObeMme.
YpoBeHb
c(hOpMUPOBAHHO . . .
c(Tpr p Huzkuit Hwuxe cpennero | Cpennuit Bricokuii
KOMIIETSHIIUA

4. PEKOMEHIAYEMBIE HCTOYHUKU JIUTEPATYPbI

1. JloxkymeHTalMOHHOE oOecTeueHue YyIpaBlIeHUs: YdeOHoe Imocooue /
I'maguit E.B. - M.: 11 PUOP, HUL] UHO®PA-M, 2016. - 249 c. - Pexxum nocryna:
http://znanium.com/catalog.php?bookinfo=468335

JIOTIOTHUTETBHBIC UCTOYHUKH:

1. Aoynanze, JI. T.JlokymMeHTallMOHHOE€ oOO€CeUYeHUEe YIpaBJICHUS
nepcoHajioMm : ydyeOHuk u npaktukym it CIIO / JI. I'. A6ynanze, U. b.
Brimpsikkuna, B. M. MacnoBa. — M. : U3zparensctBo IOpaiit, 2017. — 299 c. —
(ITpodeccuonanbHoe  obOpazoBanume). // Pexum  mocryma:  https://biblio-
online.ru/book/FOB93350-FABA-44E3-9EE7-DS8EFF609E7D3

2. KyszuenoB, WM. H. JokymeHTarimonHoe oOecniedeHrue yIpaBIICHHS.
JIoKyMeHTOOOOPOT U JIETONPOU3BOCTBO : yueOHUK U npaktukym st CITO / . H.
Ky3nenos. — 2-e u3a., nepepad. u non. — M. : U3parensctBo FOpaiit, 2017. —
477 ¢. — (Ilpodeccuonansaoe obpaszoBanue). // Pexxum moctyma: https://biblio-
online.ru/book/47564B60-A9ED-4D95-8866-07A78608DCD4

3. KazakeBuu, T. A.JlokymMeHTallMOHHOE OO€CIEYEHUE YIPaBICHUS
yueOHuk u npaktukyM s CIIO / T. A. KazakeBuu, A. U. Tkanuu. — 2-e u3m.,
ucnp. W JOTL. M. NznarensctBo FOpaiit, 2017. 161 c.
(ITpodeccuonanbroe  obpazoBanue). // Pexum  mocryma:  https://biblio-
online.ru/book/14309A03-1137-4585-91B2-7EBE8IB533AA

4. OdopmisieM ITOKYMEHTH Ha TIEPCOHATBLHOM KOMITBIOTEPE: IPAaMOTHO H
kpacuBo: ['OCT P.6.30-2003. Bo3moxuoctu Microsoft Word / Kypasnesa 1.B.,
Kypasnesa M.B. - M..:HUL] UH®PA-M, 2016. - 187 c. - Pexum pocrymna:
http://znanium.com/catalog.php?bookinfo=555075
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http://znanium.com/catalog.php?bookinfo=468335
https://biblio-online.ru/book/F0B93350-F4BA-44E3-9EE7-D8EFF609E7D3
https://biblio-online.ru/book/F0B93350-F4BA-44E3-9EE7-D8EFF609E7D3
https://biblio-online.ru/book/47564B60-A9ED-4D95-8866-07A78608DCD4
https://biblio-online.ru/book/47564B60-A9ED-4D95-8866-07A78608DCD4
https://biblio-online.ru/book/14309A03-1137-4585-91B2-7EBE89B533AA
https://biblio-online.ru/book/14309A03-1137-4585-91B2-7EBE89B533AA
http://znanium.com/catalog.php?bookinfo=555075

5. Illysanoma, H. H. JlokymeHTanmonHoe oOecnedyeHrne YIpaBiIeHUs

yuebnuk u npaktukym it CIIO / H. H. IllyBanoBa. — M. : M3nmarenbcTBO
Opaiit, 2017. — 221 c¢. — (IIpodeccuonanbHoe obpazoBanue). // Pexum
JOCTYTIA: https://biblio-online.ru/book/012C672A-DD8A-4082-B4E7-
38021 7EE5COY

HNuTepHeT-pecypceobl

1. IleHTp KOMIIETEHIIMHU IO BOMPOCAM JOKYMEHTAIIMOHHOTO OOECIICUCHUS
yIpaBJICHUs ¥ apXuBHOTO Aena - http://www.edou.ru/enc/

2. Koncantunrosas rpynma Tepmuka - http://www.termika.ru

3. www.delo.ru

4. www.deloproisvodstvo.ru

5. www.garant.ruwww.delpro.narod.ru

6. http://dogovorlibrary.by.ru/index.htm - xoyIeKIKs TUIIOBBIX TOTOBOPOB,
00pa31oB 3asBJICHUI, HCKOB, OJJAHKOB

7. www.directum.ru/339256.shtml - siekTpoHHOE AETONPOU3BOJICTBO U
KaHICIISPHSI
8. www.directum.ru/340614.shtml - 'OCT P 51141-98.

J1eonpon3BOACTBO M apXUBHOE J1e710. TepMHHBI M OTIPEICICHU.
9. http://img.artlebedev.ru/kovodstvo/sections/102/GOST_R_6.30-
2003.pdf - T'OCTP 6.30-2003 VYHu(HIHPOBAHHBIE CHCTEMbI JOKYMCHTAIIWH.

VYHudunmupoBanHas cucrema OpraHU3aLHOHHO-PACTIOPSAUTETBHON
nokymeHTanuu. TpeboBanus kK 0()OpMIIEHUIO TOKYMEHTOB.

10. www.dis.ru/slovar/deloproizvodstvo, - cimoBappr 1o  paszaeny
«/lemonmpon3BoACTBO»

11. www.ipareqgistr.com/sekretdelo.php, - xypran «Cekperapckoe aeino»
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[Ipunoxenue

OO0BeM "4acoB caMOCTOSITEILHOM pa6OTBI 10 TEMaM

Tabmuma 1 — Temaruyeckuil TUTaH CaMOCTOSTEIBHONH PAOOTHI TO TUCITUTUINHE
«JlokymeHTalmoHHoe obecreueHre ynpasiaeHus» (ouHas popma o0ydeHus )

HaumeHnoBanue pa3nenos u
TEM

TemaTnka caMOCTOATEILHOMU
paboThl

Pacnipenenenue 6rompkera
BPEMEHU Ha BBINOJIHEHHUE
CaMOCTOSITEJIbHON pabOThI

2016 rox Ha 2017 rox Ha
baze 11 baze 11
KJIaCcCOB KJIaCCOB
Tema 2. CamMocrosTenbpHasg padora Ne2
JIOKyMEHT, €ro OCHOBHBIE HcnpaBnenue ommoOOK B 5 2
(GyHKIIUY U IpaBuia oOpMIIECHUH PEKBU3UTOB Ha
odopmiteHHS JIOKYMEHTE
CamocTrosTeabHasg padora Ne
3
1. Odbopmnenue na I[IK
Tema 3. JOJKHOCTHOW MHCTPYKLIUH
OCHOBHBIE CHCTEMBI Oyxrairepa 6 6
JIOKYMEHTAIUU TPeANpUsTUs 2. Oopmnenue popmyuipa
npuKasa
3. IlogroroBka OTBETOB Ha
BOITPOCHI
CamocrosTenpHas padora Ne
Tema 5. 5
OcHoBHBIE oTeparuu padoTsI 1. CocraBienue kpoccBopaa 9 2
C TIOKyMEHTaMH 10 TeME
2. IloaroroBka OTBETOB Ha
BOIIPOCHI
HUTOI'O 10 10

Tabnmuma 2 — TemaTH4ecKWi TUTAaH CaMOCTOSTEIbHOW pabOThl 1O JAUCITUIIINHE
«/loxymeHnTanimonHoe obecrieueHne ynpasieHus» (3aouHas popma oOydeHusl)

Pacnipenenenue 6rompkeTa BpeMeHI
Ha BBIIOJIHEHUE CAMOCTOSITEILHOMN
TemaTtuka
No HanmenoBanwme pasnena, o paboThl
CaMOCTOSITEILHOMI
n/m TEMBI 2015, 2017 rox
paboTHI 2016 ron Ha Gaze
Ha Oaze 11
11 xmaccoB
KJIACCOB
CamMmocTosTenpHas
Tema 1.
[MousTHe 11enH U 3aga4n pabora Nel
1 TOKYMCHTAIHOHHOTO Cocrasnenne 6 8
yM OTIOPHOTO
obecrnieueHus yrpaBlIeHUs
KOHCITIEKTA IT0 TEME
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Tewma 2.
JIOKyMEHT, €ro OCHOBHBIE
GbyHKIIMY U TpaBuiIa
oopMIICHHS

CamocrosTenbHas
pabota No2
Ucnpasnenue
OImuOO0K B
odopmIIeHUH
PEKBU3UTOB Ha
JIOKYMEHTE

Tema 3.
OCHOBHBIE CUCTEMBI
JOKYMEHTAIIUH TPEIIPUSTHS

CamMocTosTenbpHas
pabora Ne 3
1. Odbopmnenue Ha
IIK nomxHOCTHOM
UHCTPYKITUU
Oyxranrepa
2. Oopmienue
bopmyisapa
MpUKasa
3. IloaroroBka
OTBETOB Ha
BOITPOCHI

Tewma 4.
OcoOenHoctu paboTHI C
OyxraiaTepckoi
JOKyMEHTauuen

CamocTosTenbHas
pabora Ne 4
1. CocraBiienue
OTIOPHOTO
KOHCIIEKTA
2. IloaroroBska
OTBETOB Ha
BOITPOCHI

Tema 5.
OcHoBHBbIE OTepanyu padoTsl
C IOKyMEHTaMu

CamocTosTenbpHas

pabora Ne 5

1. CocraBnenue

KpOCCBOp/a MO

TeMe

2. IloaroroBka

OTBETOB Ha
BOIPOCHI

Hroro

38

40

19
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