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1. MACIIOPT PABOYEN ITPOI'PAMMBI YUEBHOM JUCHUILIAHBI
«1OKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHUS»

1.1. O0aacTh NPpUMEHEHUsI NPOTrPaAMMBbI
Pabouas mporpamma yueOHOU aucrumuabl OI1.04 JlokymMeHTannoHHOE obecnieueHmne
yIIpaBJIeHUs] COOTBETCTBYET PDeiepaabHOMY roCy1apCTBEHHOMY 00pa30BaTeIbHOMY CTaHAAPTY (Jajiee
- ®I'OC) mo cnenmanksHOCTU CpeHero npodeccuonansHoro oopazosanus (nainee — CI10) 38.02.01
DKOHOMUKA 1 Oyxranrepckuil yuer (1o orpacism) u TpedoBanusaM [IpodeccnonanbHoro cranaapra

Bbyxranrep.

IIporpamma yueOHOM JUCLUIUIMHBL SABISETCA YaCThIO IPOTrPAMMBI IOJITOTOBKH CIELIMAINCTOB
cpennero 3BeHa (naiee — [IIICC3) B coorBercTBUuM ¢ I'OC CIIO no cnenumansHoctu 38.02.01
DKOHOMUKA U OyXTalTepcKuil yder (1o OTpacisiM) YKPYITHEHHOM rpynmbl cneruansaocteit: 38.00.00
DKOHOMUKA U yIpaBJIeHUE.

Pabouas nporpamma yuebnoit qucuurumael OI1.06 JlokymeHTanmonHoe obecrieyeHne
ynpasiieHus u3ydaercs npu ocsoenuu [IIICC3 npu ouHoit popme oOyueHust - Ha 6a3e OCHOBHOTO
o0miero o0pa3oBaHusI.

Pabouas nporpaMma MOXeT ObITh MCIIOJIb30BaHA B JONOIHUTEIBHOM ITPO(ECCHOHATIEHOM
o0pa3zoBaHuH (B MporpaMMax MOBHIIIEHUS KBATM(UKAMH U TiepenoarotoBku 20336 byxranrep).

1.2. MecTo IMCUMILIMHBI B CTPYKTYPe MPOrpaMMbl MOATOTOBKYU CIENHAINCTOB CPeIHEro

3BC¢HA

JucuunianHa BXOIUT B 00s13aTenbHyr0 YacTh HUKI0B [IIICC3, sBaseTcs AUCIUTUTMHON
obuienpodeccuoHanbHOTrO IuKIa. M3ydeHrne TUCIUILUIMHBI IPEAIIECTBYET OCBOCHUIO
poeCCHOHATTLHOTO MOIYJIS:

- I[IM.01 [dokyMeHTHpOBaHHE XO3SWCTBEHHBIX ONepaluii U BeACHHE OyXTralTepcKOro
ydeTa UMYIIECTBA OPraHU3aluu.

1.3. Ieau u 3aa4u AUCUUILVINHBI — TPe0OBAHNUSA K Pe3yJIbTATAM OCBOCHUS IMCIHUIIIMHBI:
B pamkax nporpammsl yueOHON AMCHUIIIMHBI 00y4alOIMMUCS OCBAUBAIOTCSl YMEHUS U 3HAHUS!

Kox IIK, OK

YmMmenusa

3Hauug

OK'1

Bo16upats ciocoObt
peleHus 3a1aq
npodecCuOHATbHON
NeSITeTbHOCTH,
MMPUMCHHUTCIIBHO K
pa3IuYHBIM
KOHTCKCTaM

pacrio3HaBaTh 3aJa4y W/uin npoodiaemy
B IPO(eCCUOHATBHOM H/UIIH
COITMAIbHOM KOHTEKCTE;
aHaAJIM3UPOBATh 33/1a4y U/UIN
poOJIEeMy | BBIIEATH €€ COCTaBHBIC
YaCTH; ONPEEIATh 3TAlbl PEIIeHUs
3a/1a4d; BBISBISATH U

3¢ HEKTUBHO UCKATh HH(POPMAIIHIO,
HEOOXOUMYIO JIJISI PEIICHUS 3a/1a41
W/WIM TIPOOJIEMBI,

COCTaBHTH TUTAH JCUCTBUS; ONIPEICITUTh
HEOOXO/IMMBIE PECyPCHI; BIAJICTh
aKTyaJlbHBIMH METOJIaMU PabOTHI B
npoeCCHOHATTLHON M CMEXHBIX
cdepax; peaar30BaTh COCTaBICHHBIN
IUTaH; OLIEHUBATh Pe3yibTaT U
MOCJIEACTBUS CBOUX AEHCTBUI

aKTyaJlbHbIH MpodecCHOHATBHBIN U
COLIMAJIbHBIA KOHTEKCT, B KOTOPOM
MPUXOJIUTCS PabOTATh U KUTh;
OCHOBHBIE HCTOUYHUKH WH(DOPMAIIUU U
pecypchl AJis pelieHus 3ajad u npodiem
B po¢eCCHOHATHHOM H/HIIH
COLIMAJIbHOM KOHTEKCTE;

QITOPUTMBI BBHITIOTHEHUS padoT B
npoecCHOHATBHON M CMEXHBIX
00JacTsx; METoIbl paboThI B
npoecCHOHATBHON M CMEXHBIX
cdepax; CTPYKTypy IJIaHa A7 pelIeHHs
3a/1a4; MOPSIIOK OLIEHKHU PE3YJIbTaTOB
peleHus 3a1a4 npopecCuOHaTbLHON
JESATEIbHOCTH

(caMOCTOATENHHO WM C TOMOIIBIO
HaCTaBHHKA)




OK 2
Ocy1iecTBIsITh
MIOWCK, aHAJTIU3 U
UHTEPIPETALNIO
uHpopManuy,
HEOO0X0IUMOM IJ1st
BBITIOJIHEHUS 3a/1a4

OTIPEACTIATH 339U IS TOMCKA
nH(OPMALIUY; OTIPECIIATh
HE0OXO0TMMBIC UCTOYHUKHU
nH(OpMaLNY; TNIAHKPOBATH TPOIIECC
MOKCKA; CTPYKTYPUPOBATH
MOJTy4aeMyr0 HHPOPMAITUIO; BEIICTATh
HanboJiee 3HAaUUMOE B TIepeuHe

HOMEHKJIATypa HH(POPMAITUOHHBIX
HMCTOYHHUKOB IIPUMEHSIEMBIX B
npodeccrnoHaBHOMN e TEIbHOCTH;
MIPUEMbI CTPYKTYPUPOBAHUS
nHpopmanuu; Gopmar opopmMIICHUS
PE3yJIbTATOB MOMCKA WH(MOPMAITUN

npodeccuoHaIbHON | MHpOpPMAaLKK; OLEHUBATh
JIeATEITbHOCTH MPAaKTUYECKYIO0 3HAYMMOCTh

PE3yNIbTATOB MOUCKA; OPOPMIISTD

pe3yibTaThl IOUCKA
OK 3 ONPEACIISITh AKTYyalIbHOCTh CoZIEp)KaHUE aKTyaJIbHOM HOPMaTUBHO-
[InanupoBath 1 HOPMaTUBHO-IIPABOBOM JOKYMEHTAlMU | IPaBOBOM TOKYMEHTAlIMH; COBPEMEHHAs
peann30BbIBaTh B Ipo(heccCHoHaNbHOM IeATENbHOCTH; | Hay4Has U mpodeccuoHanbHas
coOCTBEHHOE MIPUMEHATH COBPEMEHHYIO Hay4YHYIO TEPMUHOJIOTUS; BOBMOKHBIE TPAEKTOPUHU
npodeccuoHansHoe U | IPo(hecCHOHANBHYIO TEPMUHOJIOTHIO; | MPO(PECCUOHANIBHOTO PA3BUTHS U
JMYHOCTHOE OIIpEeAEIATh U BBICTPaUBAaTh camoo0pazoBaHus
pa3BUTHE. TPaeKTOpUH MPO(PECCHOHATBHOTO

pa3BUTHS U cCaMO0Opa30BaHuUs
OK 4 OpPraHMU30BbIBATh PAOOTY KOJIJIEKTUBA U | ICUXOJIOTMYECKHE OCHOBbI
Paborats B KOMaH/bl; B3aUMOJIEMCTBOBATh C NESTEIbBHOCTH KOJUIEKTHBA,
KOJUJIEKTHUBE U KOJUIEraMH, PyKOBOJICTBOM, KJIMEHTAMH | IICUXOJIOTHYECKUE OCOOEHHOCTH
KOMAaHJIE, B X0/I¢ PO ECCHOHATBHON JIMYHOCTHU; OCHOBBI IPOEKTHOMN
a3 pexTuBHO JEATEIIbBHOCTH JEATEIIbHOCTH
B3aMMOJIEMICTBOBATH
C KOJIJIETaMH,
PYKOBOJCTBOM,
KJIMEHTaMH.
OK 5 IPaMOTHO U3J1araTb CBOM MBICIIU U 0COOEHHOCTH COIMATIBHOTO U
OcyiecTBiATh 0(hopMIIATH TOKYMEHTHI 11O KYJIbTYPHOTO KOHTEKCTa; IpaBuia
YCTHYIO U npodeccCHOHAIBLHON TEMaTHKE Ha oopmieHNs JOKYMEHTOB U IOCTPOCHUS
MUCbMEHHYIO rOCyapCTBEHHOM $SI3bIKE, IPOSBIATH YCTHBIX COOOIIEHUI
KOMMYHHUKAIIMIO HA | TOJIEPAHTHOCTH B pab0YeM KOJUIEKTHBE
roCy/1apCTBEHHOM
A3BIKE C yYETOM
0coOeHHOCTEeH
COLIMAJILHOTO U
KYJIbTYPHOTO
KOHTEKCTA.
OK 9 IIPUMEHATH CPELCTBA COBPEMEHHBIE CPECTBA U YCTPOMCTBA
Hcnonp3oBare MH(POPMAIIMOHHBIX TEXHOJIOTUN IS nH(pOpMATHU3ALINH; TOPSIIOK UX
UH(POPMAaILMOHHbIE peteHust mpoeCCUOHANBHBIX 3a/1a4; | MPUMEHEHHs U IPOrpaMMHOE
TEXHOJIOTHH B UCII0JIb30BaTh COBPEMEHHOE oOecrieyeHre B Mpo(ecCuOHANbHOM
npodecCHOHATIBHON | mporpaMMHOe oOecrieueHune JESATEIbHOCTH
JESATEIIBHOCTH




OK 10 ITonb3oBaThes
npohecCHOHABLHOM
JIOKYMEHTaluel Ha
rOCy/IapCTBEHHOM U

HOHUMATh OOIINI CMBICIT YE€TKO
HPOU3HECCHHBIX BBICKA3bIBAHUI Ha
HU3BCCTHBIC TCMBI
(mpoeccronanbHbIe U OBITOBBIE),
HOHMMATh TEKCTHI Ha 0a30BbIC

MpaBHJIa MOCTPOSHUS MPOCTHIX U
CJIOKHBIX TPEITIOKCHAN Ha
npodecCHOHaIbHBIC TEMbI; OCHOBHBIC
00IIeYTOTPEOUTENHHBIC TJIATOJIBI
(ObrToBast U mpodeccruoHaIbHAS

WHOCTPAHHBIX
SI3BIKAX. pOQeCCHOHATLHBIE TEMBI, JICKCHUKA); JICKCUYECKU MUHUMYM,

y4acTBOBATh B AMajIOorax Ha 3HaKOMBIC OTHOCﬁHlHﬁCﬂ K OIIMCAHUIO NIPEIMETOB,

obmrue u mpodecCHOHABLHBIC TEMBI, CPEICTB H IIPOLECCOB

CTI6)OI/ITB TPOCTHIE BLICKA3BIBAHMS O PodeCcCHOHANBHOM AEATENBHOCTH,

cebe 11 0 cBoeti MpodecCHOHANBHOU 0COOCHHOCTH MPOU3HOIIEHUS; TIPaBUiIa

NesITeNIbHOCTH; KPaTKO 00OCHOBBIBATh .

. YTEHUsI TEKCTOB PO(HeCcCUOHATILHOM
1 OOBSICHUTH CBOU JCHCTBUS
HaIlpaBJIEHHOCTH

(TexkylMe U MIaHupyeMble); MUCaTh

IIPOCTBIE CBA3HBIE COOOIIEHUS Ha

3HAKOMBIE MJIM UHTEPECYIOINE

npodeccCHnOHATLHBIC TEMBI
[K.1.1 MIPUHUMATh MTPOU3BOJILHBIC TIEPBUYHBIC | 00IIHE TPeOOBAHUS K OyXTalTepCKOMy
Ob6pabaTsiBaTh OyXxranTepckue JTOKyMEHTHI, Y4€Ty B YaCTH JJOKYMEHTHPOBAHHUS BCEX
NCPBUYHBIC paccMaTpuBacMbIC KaK MIUCbMEHHOC XO35IICTBEHHBIX JICUCTBUIA M OTICPAIINii;
Oyxraiarepckue JI0KA3aTeJIbCTBO COBEPIICHUS MOHSTHE [IEPBUYHOIT OyXraaTepcKoi
JIOKYMEHTBI XO3SIUCTBEHHOM OIEepaIid Uin AOKYMCHTAIINH,

MOJTyYCHHE pa3peIlCHUs Ha e¢
MPOBEJICHUE; IPUHUMATH IIEPBUYHBIC
OyXraJTepCKue JTOKyMEHTHI Ha
OyMa)xHOM HocHTeNe U (WIH) B

ONPEACIICHUE NTEPBUYHBIX
OyXTaJITepPCKUX JOKYMEHTOB;

BUJIE DJIEKTPOHHOTO JOKYMEHTA,
MTOATIMCAHHOTO JIEKTPOHHON
MIOJIMCHIO; TPOBEPSITH HATMYHE B
MIPOU3BOJILHBIX TTEPBUYHBIX
OyXraiaTepckux JOKyMEHTax
00513aTENbHBIX PEKBU3UTOB; MPOBOINUTH
(bopManbHyI0 TPOBEPKY JTOKYMEHTOB,
HPOBEPKY IO CYILECTBY,
apu(pMETHUYECKYIO TPOBEPKY;
MIPOBOJIUTH TPYIITUPOBKY TEPBUIHBIX
OyXTraJTepCKUX TOKYMEHTOB II0 PSITY
MPHU3HAKOB; IPOBOUTH TAKCHPOBKY U
KOHTHPOBKY TIEPBUYHBIX
OyXraJaTepcKuX JOKYMEHTOB;
OpPraHU30BBIBAThH IOKYMEHTOOOOPOT;
pa3buparbcs B HOMEHKIIAType Jel;
3aHOCUTH JIaHHBIE 110
CTPYNIIMPOBAHHBIM JJOKYMEHTaM B
PErucTphl OyXraJTepCcKOro yuera;
nepeaaBaTh NepBUYHbIE OyXraiTepckue
JOKYMEHTHI B TEKYIIHI OyXrantepcKkuii
apXxuB; MepeaBaTh NEPBUYHBIE
OyXrajaTepckue T0KyMEHTHI B
MIOCTOSIHHBIM apXUB 110 HCTCUEHUHU

(hopMbI IEPBUYHBIX OyXTraJlTepCKUX
JOKYMEHTOB, COZIep KallluX
00s13aTeNbHbIE PEKBU3UTHI IEPBUYHOTO
YUETHOT'O TOKYMEHTAa; MOPAI0K
MIPOBEICHUS TIPOBEPKU TIEPBUIHBIX
OyXraJTepCKUX JOKYMEHTOB,
(hopManbHON MPOBEPKU JOKYMEHTOB,
IIPOBEPKU 110 CYILLIECTBY,
apu(pMeTHUECKON MPOBEPKH;
HPUHIUIBI U TPU3HAKU TPYIITUPOBKU
HNEPBUYHBIX OYXTaJITEPCKUX
JIOKYMEHTOB;

MOPSAZIOK POBEACHUS TAKCUPOBKHU U
KOHTHPOBKH MEPBUYHBIX OYXTaJITEPCKUX
JIOKYMEHTOB; MOPSA0K COCTABIICHUS
PErUCTPOB OYXTaNTEPCKOro yueTa;
MIpaBHJIA U CPOKHU XPAHEHUS TIEPBUYHON
OyXrajaTepckoil TOKyMeHTalluu;




YCTaHOBJICHHOTO CPOKA XPaHEHUS;
WCIIPABIIATH OIMIUOKY B IEPBUYHBIX
OyXralaTepCKux JOKYMEHTAX;

1.3. Ilnanupyemble pe3yabTaThbl padodeil MPOrpaMMbl BOCIIMTAHUSA

DOpMYTUPOBKH JIMYHOCTHBIX PE3YJbTATOB YYUTHIBAIOT TpeOOBaHUA 3aKoHa B YacTH
¢dbopMupoBaHus Yy 0OydarolIUXCsl YyBCTBA MAaTPUOTH3MA, TPAKJAHCTBEHHOCTH, YBAXKEHHUS K MaMATH
3amuTHUKOB OTevyecTBa U noasuram I'epoeB OTeuecTBa, 3aKOHY U MPAaBOMOPSAIKY, YEIOBEKY Tpyda U
CTaplieMy MOKOJICHUIO, B3aUMHOTO YBa)KEHUS, OCPEKHOI0 OTHOMICHUSI K KYJIbTYpPHOMY HACIEAUIO U
TpaJuLIUIM MHOTOHALIMOHAIBHOTO Hapona Poccuiickoit denepanuu, npupoje U OKpyxarlei cpee,
OepeXKHOT0 OTHOIICHHUS K 3JI0POBBIO, SCTETHUECKUX YYBCTB M YBAXKCHHUSI K IICHHOCTSIM CEMbH.

JInuHOCTHBIE Pe3yJabTaThI
peanu3anuu NporpaMMbl BOCIIUTAHUS
(Oeckpunmopuwi)

Koa JTMYHOCTHBIX
pe3yabTaToB
peaju3anuu NporpaMmmal
BOCIIUTaHUSA

[IposBrsomUi aKTUBHYIO TPAKIAHCKYIO MMO3ULINIO, JEMOHCTPUPYIOIIUI
MIPUBEPKEHHOCTh MPUHIUIIAM YE€CTHOCTH, MOPSIOYHOCTH, OTKPBITOCTH,
SKOHOMMYECKH AaKTHUBHBI UM YYacTBYIOUIMH B CTYJCHYECKOM H
TEPPUTOPUATIBHOM CaMOYIPABJICHUH, B TOM UYHCJIE Ha YCIOBHSX
JT0OPOBOJIHUECTBA, MPOAYKTUBHO B3aWMOJICUCTBYIOUINI M Y4aCTBYIOLIUI
B JICATEIILHOCTH OOIIECTBEHHBIX OPTaHU3AIINN.

JIP 2

[IposBisifolMit W JIEMOHCTPUPYIOIIMN YBa)KEHUE K JIOIAM TpyAa,
OCO3HAIOIIMK LEHHOCTh CcOoOCTBeHHOro Tpyna. Crpemsmumiicss K
(OpMHpPOBaHHIO B CETEBOW cCpefe JIMYHOCTHO U MPO(ecCHOHATBHOTO
KOHCTPYKTUBHOTO «IIU(POBOTO CIIENIay.

JIP 4

Oco3HaromMii  NPUOPUTETHYKD  LEHHOCTh  JIMYHOCTH  YEJIOBEKa;
yBaXKalOIUi COOCTBEHHYIO U UYXKYI0 YHUKAJIBbHOCTb B PA3JIUYHBIX

CUTYyalluidX, BO BCCX (I)OpMaX " BUJAax JCATCIbHOCTH.

JP 7

1.4. PekomeHyeMoe KOJIMYECTBO YaACOB HA OCBOCHHE NMPOTrPAMMBbI M CHHUILINHBI:

MaKcUMalibHas yaeOHas Harpyska ooydatomierocs 40 yacoB, B TOM 4HCIIE:
- 00s13aTeNIbHAS ayIUTOPHAs ydeOHas Harpy3ka oOydaromierocs - 34 vaca;
- caMoCToOsTebHAs paboTa o0yJaronierocsi — 6 4acos.

Bce npakmuueckue 3amamus nO OUCYUNIUHE NPOBOOAMCA 6 dopme NpaKmuieckou

n0020MOBKU.




2. CTPYKTYPA 1 COJEP)KAHUE YUEBHOM JUCIHUILJIAHBI
2.1. O0beM y4eOHOM TMCHUILIMHBI U BUbI Y4eOHOI padoThl

Bup yuedHoii padoTbl

Oobvem uacos

b depeHIIMPOBAaHHOMY 3a4eTy

MaxkcuMajibHasi ydeOHas Harpy3ka (Bcero) 40
Oo6s13aTesibHAsI ayUTOPHAsI ydeOHAasi HATpy3Ka (Bcero) 34
B TOM YHCIIE:
MIPAKTUYECKHUE 3aHATUS 28
B (hopMe MPAKTUYECKON TOJTOTOBKH 28
CamocrosiTeibHas padora o0yuyaouerocs (Bcero) 6
B TOM YHCIJIE:
HamnucaHue JO0KJIaa0B U pedeparoB, ohopMiIeHHE JOKYMEHTOB, IOJATOTOBKA K 6

IIpome:xkyTouHast arrecranus B popme nuddepeHupoBaHHOIO 3a4eTa




2.2. [IpuMepHBIH TEMATHYECKUI IJIAH U CO/lepPKaHue Y4eOHOM TN CHUIUINHBI «[0OKyMeHTAallnOHHOe 0o0ecriedeHue YIPaBJIeHUsD)

HaumeHoBaHue pa3/iesioB U TeM Conep:xanue y4eOHOIro MaTepuasia, IPAKTHYECKUX H CAMOCTOATEbHBIX padoT Oo0bem | YpoBeHb
o0yyawmmxcs Mo AMcHUILINHE «/JloKyMeHTalnoHHOe o0ecniedeHUe YIPaBJIeHHD) YacoB | OCBOEHMA
1 2 3 4
4
Coaeprxanue yueOHOro MaTepuasa 2 1
BBEJIEHUE.
OcHOBHBIE TEPMUHBL: JOKYMEHTAIIMOHHOE oOecnieueHue yrpasienus (1OY),
JIOKYMEHTUPOBAHUE, TOKYMEHT.
IIpakTuyeckoe 3anaTue Nel: 2 1
Knaccudukanus nokymento. Dtamnbl cranoBiaenus JJOY B Poccun. HopmatusHo-
Meroaudeckas 6a3a JIOY B Poccun.
Pasznea 1. 18
JOKYMEHTHUPOBAHUE
YIPABJIEHYECKOM
JAEATEJBHOCTHU
Tema 1.1. Coaep:xanue yueOHOro MaTepuaJia 2 2
TpebGoBanus Kk cocraBjeHuIo U | TpeboBaHus K 0pOPMIIEHUIO JOKYMEHTOB.
O(OPMIEHIIO TOKYMEHTOR IIpakTnuyeckoe 3ansitne Ne2: 2 2
dopmysp-odpazel JOKyMeHTa.
IIpakTnyeckoe 3ansaTHe Ne3: 2 2
OCHOBHbBIE PEKBU3HUTHI JOKYMEHTa; IpaBuiIa opopmieHus, B coorBeTcTBIH ¢ ['OCTom.
IpakTuyeckoe 3anaTue Ned: 2 2
OCOO6EHHOCTH TEKCTOB IOKYyMEHTOB
IIpakTuyeckoe 3anaTue Ne5: 2 2
Pazpabotka (mpoexkTupoBanue) 6yanka opranuzauu. OpopmiieHHe U pacioioKeHne
OCHOBHBIX PEKBU3UTOB Opranu3anuu Ha popmate A4 mpoJOJIBHOrO U YIIIOBOTO OJIaHKA.
Tema 1. 2. Conep:xaHue yueOHOro MaTepuasa 2 2
CucreMa OpraHu3anMoOHHO- Opranu3annoHHbIe JOKYMEHTHL. PacniopsauTenbHbie ToKyMeHThl. ClipaBOYHO-
pacnopsiAuTe bHOi WH(POPMAIIMOHHBIE TOKYMEHTHI.
poxkymentanuu (OPJ) IIpakTunyeckoe 3ansiTue Ne6: OdopmiieHue opraHu3allMOHHbBIX JOKYMEHTOB. 2 2




IpakTuyeckoe 3ansaTue Ne7: OdopmiieHrne pacopsIUTEIbHBIX TOKYMEHTOB. 2
IIpakTHyeckoe 3anaTHEe Ne 8: 2
Odopmiienne cpaBo4YHO-UH(POPMAIIMOHHBIX JOKYMEHTOB.
Pazgen 2. OPIAHU3AIUA 12
PABOTBI C
JOKYMEHTAMUM
Tema 2.1. IIpakTuyeckoe 3ansaTue Ne 9: 2
Opranusanus Cayx6a JOY B  oprammzamusax.  Jlokymentoobopor.  DyHKUIUU  CIIYkKObI
JOKYMEHT0000poTa JOKYMEHTAIIMOHHOTO 00ECTICYCHHUS YIIPABIICHHS U PETJIAMEHTAIUS €€ ACITEeIbHOCTH
IIpakTHyeckoe 3anaTue Nel0: 2
Perucrparus TOKyMEHTOB KaK OCHOBA ITOCTPOSHUST HH(POPMAIIMOHHO-TIOUCKOBBIX CUCTEM
IIpakTuyeckoe 3ansaTue Nell: 2
Oco0eHHOCTH UCTIOTHEHHSI U OTIPABKH TJOKYMEHTOB
IIpakTnyeckoe 3ansaTue Ne 12: 2
Cocrasiienue rpaduka JOKyMEHTO000pOTA.
Tema 2.2. IpakTuyeckoe 3ansitue Ne 13: 2
Opranu3anusi XxpaHeHust Oco0eHHOCTH HOMEHKJIATYpHI JieN. BUbl HOMEHKIATyp Jel.
JOKYMEHTOB IpakTuyeckoe 3anaTue Ne 14: CoctaBineHrne KOHKPETHOW HOMEHKIIATYPHI JIeIl. 2
CamocrosiTesibHast pabora 6
CamocTosTenbHast paboTa — MOJATOTOBKA YCTHBIX COOOIIEHUHN IO TeMe 3aHATUI 2
CamocTosiTenpHast paboTa — MOAr0TOBKA K MU depeHIIIPOBAHHOMY 3a4eTy 4
JAu¢ppepeHunpoBaHHbIN 3a4eT
Hroro: 40
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Jli XapakTepUCTUKH YPOBHS OCBOCHMSI yU€OHOI0 MaTepualla UCIOIb3YIOTCS CIeyIoIue 0003HaYeHNU:

1. — o3HaKOMUTENBHBIH (Y3HaBaHUE paHEee U3YUYEHHBIX OOBEKTOB, CBOWCTB);

2. — penpOAYKTHUBHBIHN (BBIIOIHEHUE JIEATEIBHOCTH 110 00pa3ily, HHCTPYKLUH WIH O]l PyKOBOJACTBOM)

3. — IPOAYKTHBHBIH (IUTAHWPOBAHUE U CAMOCTOSTEILHOE BBIIIOTHEHHE JAEATEIBHOCTH, pEIIeHHe MPOOJIEMHBIX 3aj1a4)
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3. YCJIOBUSA PEAJIMZALINUA ITPOT'PAMMBbI TIUCIHUTIJINHBI
3.1. TpeGoBaHusi K MUHUMAJIbHOMY MATEPUAJIBLHO-TEXHUYECKOMY 00ecrevyeHUuIo

Peanuzanus nporpamMmbl JUCHUILIMHBL TpeOyeT Hanuuus yueOHoro kabunera «MeHEeIKMEHT.
O6opynoBanue yaeOHOro KabuHeTa!
- IOCA/I0YHbIE MECTa MO KOJUYECTBY 00yUaIOUINXCS;
- pabouee MeCTO IpernoiaBaTers;
- KOMILJIEKT y4eOHO-HArISAHBIX TTOcoOmi «J{oKkyMeHTallMoHHOE 0OecIiedeHe YIpaBICHUS».
TexHuueckue cpencTBa 00ydeHus:
- KOMITBIOTEP C JIMIEH3UOHHBIM IIPOrPaMMHBIM 00€CIIEYeHUEM U MYJIbTUMEAUAIPOCKTOP.
3.2. UndopmanuonHoe odecrnieyeHne 00yueHus
Ilepeyenb pexoMeHAyeMbIX Y4eOHbIX H3AaHuii, WHTepHeT-pecypcoB, A0NMOJHUTEIbHOM
JINTEPATYpPHI.
Ilepeuenb pekoMeHIyeMbIX HOPMATHBHBIX AKTOB:

1. "Konctutynus Poccuiickoit ®enepauuu"(npuHsiTa BCEHAPOIHBIM T'OJIOCOBAHUEM

12.12.1993) (c yuerom mompaBok, BHeceHHBIX 3akoHamMu P® o mompaskax k Kounctutyiuu PO ot
30.12.2008 N 6-®K3, ot 30.12.2008 N 7-®K3.

2. "I'paxxnanckuii konekc Poccuiickoit @eneparuu (dacth mepsas)” ot 30.11.1994 N
51-®3 (pen. ot 23.05.2018) (¢ us3m. u gom., Bcryt. B cuiy ¢ 03.06.2018).

3. "I'paxxnanckuii konekc Poccmiickoit denepanuu (vacts BTOpas)" ot 26.01.1996 N
14-®3 (pen. ot 23.05.2018).

4, "HamnoroBesiii kogekc Poccuiickoit @enepanuu (dacth neppas)" ot 31.07.1998 N 146-
@3 (pen. ot 19.02.2018) (¢ uzm. u gom., Bcrym. B cuiy ¢ 01.06.2018).

5. "HanoroBesiii kogekc Poccuiickoit @enepanuu (yacts Bropasi)" ot 05.08.2000 N 117-

@3 (pex. ot 04.06.2018).

6. Tpynosoit komekc Poccmiickonn ®epepanuun” ot 30.12.2001 N 197-®3
(pex. ot 05.02.2018).

7. @enepanbubiii 3akoH oT 02.07.2006 Ne 149-®d3 (pea. or 23.04.2018) «O6
nH(popManuu, HTHPOpMATU3ALUH U 3alUTE UHPOPMALIUH.

8. @enepanbubiii 3akoH oT  06.12.2011 Ne402-®d3 (pen. ot 30.07.2018) « O
OyXrajaTepckoM y4eTe».

9. I'OCT P7.0.97-2016 "Cucrema ctaHmapToB Mo HH(pOpMaIMM, OUOIMOTEUHOMY H
m3narensckomy aeny. OP/l. TpeGoBanus k opopMICHUIO TOKYMEHTOB".

10. T'OCT 51141-98. Jlenonpon3BOCTBO U apXUBHOE Je710. TepMHUHBI U OTIpeIeIeHusl.

11. TOCT 6.10.5-87. YHu¢puuupoBaHHbIE CUCTEMBI JOKyMeHTaluuu. TpeboBaHus K
MOCTpOeHHIO (popMysipa-oOpasia.

IlepeyeHb pekOMeHyeMbIX YU4eOHBIX U3IAHUIL:

1. lysanosa H. H. [lokymeHTanmoHHOe o0ecriedeHne yrpaBieHus : yueOHUK U IPAKTUKYM
st cpeaHero mpodeccroHanbHoro obpaszoBanmsi / H. H. lllyBanoBa. — 2-e m3nm. — Mocksa :
M3narensctBo FOpaiit, 2021. — 265 c.

2. oponuna JI. A. JlokymMeHTallMOHHOE OOecrieueHUe yIpaBieHUs : Y4eOHUK U MPaKTUKYM
1t cpennero npodeccuonansHoro oopasosanust / JI. A. loponuna, B. C. UputukoBa. — Mocksa :
WznarensctBo FOpaiit, 2021. — 233 c.

JlomostHuTEIbHAS

3. KopneeB U. K. [lokymeHTanmoHHOE oOecriedeHre YIpaBlIeHUs : Y4eOHUK M MPaKTUKYM
s cpenHero  mpodeccuoHanbHoro — oOpasoBanus/  U. K. KopueeB,  A. B. ITmenko,
B. A. MamryprieB. — 2-¢ m3n., mepepad. n gorm. — Mocksa : MzmarensctBo [Opaiitr, 2021. —
384 c.

4. Kysueno U. H. JlokymeHnTannonHoe obecrieueHue yrpasieHus. J[okymeHToo00poT u
JICJIOTIPOM3BOICTBO : YUCOHMK M MPAKTUKYM JUIS CPEIHEro MpodecCHOHAIbHOrO oOpa3zoBaHus /
. H. Ky3nenoB. — 3-¢ u3zf., nepepad. u qon. — Mocksa : U3narensctBo FOpaiit, 2021. — 462 c.



4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUA JUCIUIIJINHDbI
KoHTpoJsib M oleHKa PE3yJbTaTOB OCBOCHMS AMCLHUIUIMHBI OCYIIECTBISETCS IPENOAAaBaTelIeM B

MpoLecce IMPOBEACHUS MPAKTUYECKUX 3aHITUH W TECTUPOBAHMSA,

00yJaroNMMHUCS UHIMBUIYAIbHBIX 3a/IaHUM.

a TaKXC BbIIIOJIHCHUA

Pe3ysabTarnl 00yyeHus

Kpurepum oueHkun

MeToabI OLIeHKH

3HaHus:

HOHSTHE, LN, 33]]a4K U TIPHHIHIIBI
JIeTIONPOU3BOICTBA;

OCHOBHBIE TTOHATHUS TOKYMEHTallMOHHOTO
oOecrnieueHus ynpaBIeHUS;

CHCTEMBbI JOKYMEHTALlMOHHOTO 00eCIeYeHuUs
yIIpaBJICHUS;

KJIaCCHU(PHUKALUIO TOKYMEHTOB;

TpeOOBaHUS K COCTABIECHUIO U O(POPMIIEHUIO
JOKYMEHTOB;

[IpaBUABHOCTH OGOPMIICHHS
JOKYMEHTAIUH,
MPUMEHSEMON B
npodecCuoHAITBHON
JeSITeTbHOCTH

CootBercTBHE BBIOOPA

VYcerHbii
(mMCcbMEHHBIN)
oIpoc
TectupoBanue
[IpoBepka
MPAKTUYECKUX

pabor, orieHka

OpraHH3aluIo TOKYMEHTO000pOTa: TEXHOJIOTUH OPOPMITCHHSI pe3ysbTaToB
npueM, 00paboTKy, peruCTpalrio, KOHTPOJIb, JLOKYMEHTOB COBPEMEHHbIM 3auiT
XpaHEeHUE JOKYMEHTOB, HOMEHKIIATYPY €. T —

JOKYMEHTO000pOTa
VMeHust: Bianenue npaBuiaMu DKCHepTHOE

0(QOpMIISITh TOKYMEHTAIIUIO B COOTBETCTBUU C
HOpPMAaTUBHOM 0a30i, HCIIOB3Ys
MH(OpPMaLIMOHHBIE TEXHOJIOTUH;
OCYILECTBIISATh ABTOMATU3ALIUI0 00pabOTKU
JIOKYMEHTOB;

YHU(DUIUPOBATH CUCTEMBI JOKYMEHTALIUH;
OCYIIECTBIISATh XPaHEHUE U MTOUCK
JIOKYMEHTOB;

OCYIIIECTBIISATH aBTOMATU3ALNI0 00pabOTKH
JIOKYMEHTOB;

HCIIOJIb30BaTh TEIEKOMMYHUKAIIHOHHBIE
TEXHOJIOTHH B 2JIEKTPOHHOM
JIOKyMEHTO000pOoTE.

cocTaBlIeHUS U 0(OpMIICHUS
JOKYMEHTAINH B
COOTBETCTBHUH C
HOPMaTHUBHBIMH
JOKYMEHTaMHU

Odopmienue pe3ynbpTaToB
MoMCcKa HHPpOpMaALUN
HaBbiku ocy1iecTBieHUs
MIPOBEPKH HEOOXOAUMOM
JTOKYMEHTAITUH IS
3aKJIFOUYEHHUS JOTOBOPOB.
JleMOHCTpalus aHaIu3a
coJiepKaHus
YIpaBIE€HYECKUX
JIOKYMEHTOB.

HaBbiku B UCTIOIb30BaHUH
IPOrpaMMHOTr0 obecrieueHune

B opranuzanuu JJOVY.

HAOJIFOICHUE U
OIIEHKa Ha
NPaKTUIECKUX
3aHATUSAX TIpU
BBITTOJIHEHUH
paboTsl

Onenka pereHui
CUTYallMOHHBIX
3a1a4

O1ueHka pe3yJbTaToB
BBITTOJTHEHHSI
[IPaKTUYECKON
paboThI

3auéT




