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Pa6ovas nporpamma qucuuIInHe! paspaboTaHa Ha OCHOBE:

1. Ilpukaza MunucrepctBa obpazoBanus u Hayku PD ot 5 despans 2018 r. Ne 69 «O6
YTBEPIKIEHHH (peiepaJbHOTO TOCYJapCTBEHHOr0 00pa30BaTe/bHOTO CTaHAapTa CpEIHEro
npoeccHoHanbHOro obpazoBanus mo crerpanbHocT 38.02.01 DxoHOMUKA U GyXraaTepCKuil
y4eT (110 OTpacysaMm)» .

2. IlpodeccuonansHoro cranmapra «bByxrantep», yTBEep)KAEHHOrO  IPUKA30M
MunucrepcTBa Tpysa U cormanbHOM 3amuthl Poccuiickoit ®enepanuu ot 21 ¢espans 2019 .
Ne 103u (3aperucTpupoBan MunnCcTepcTBOM FocTrinn Poccuiickoit ®enepanuu 25 mapra 2019
I., perucTpaioHHbIi Ne 54154)

3.Ilpumepnoif mporpammsl aucuuminHel  OIL06 JlokymeHTanHOHHOE obecreyeHHe
YIPaBJICHHUST IO CIEMHAIBHOCTH CpeIHero mnpodeccuoHanbHOro oobpazosanus 38.02.01
OKoHOMHKa M OyXranTepckuit yder (o oTpacisim), paspaGoTaHHOl DenepaibHbIM ydeOHO-
METOIMYECKMM OOBEJIMHEHHEM B CUCTEME CpeIHero Mpo(ecCHOHAIBHOrO 00pa30BaHHs I10
YKpYIHEHHBIM Tpymiam npodeccuit, cnennansHoctedt 38.00.00 DxoHOMEKA U yIIpaBlieHHE

Opranusanus-pa3zpadoT4uk: ['ocynapctBenHoe Oro/ukeTHOE MPOGECCHOHATBHOE
obpa3oBarenpHOe yupexaeHue VpkyTckoit obnactu «BpaTckuil TOProBO-TE€XHONOTHYECKHIt
TexHUKyM» (ganee — 'BIIOY MO BTTT)

Paszpaborunk(n):
Kaprniosa Huna MBanoBHa, npenonasareib, BeICIuas KBATM()UKALMOHHAS KATErOpHs

g Mf W.B. Asucumona
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IMACIIOPT PABOYEHN TPOT'PAMMBI TUCIHUITIIAHBI
OI1.06 JIOKYMEHTAIIMOHHOE OBECITEYEHHUE YIIPABJIEHUS

1.1. O6saacTh npuMeHeHusi pado4eil NPOrpamMmbl

Pabouas mporpamma aucuuruinael OI1.06 JlokymMeHTarmoHHOE OOecriedeHrne YIpaBIeHHS
ABIIIETCS 00s3aTEeIbHOM 4YacThio OOMIEIPOPECCHOHANIBHOIO YYEOHOr0o LHKIA IPUMEPHOU
OCHOBHOI oOpa3zoBarenbsHOM mporpammbl B coorBercTBuu ¢ OI'OC CIIO mo crenuanbHOCTH
38.02.01 DxoHOMUKA U OYXTAITEPCKHU YUET (110 OTPaCIIsM).

Huctmmumaa  OI1.06  JlokymeHTalimoHHOE oOecredeHrue yIhpaBiIeHHs O0eCTeunBaeT
dbopmupoBanue MpodeccHoHANbHBIX M OOHIMX KOMIETEHIMM MO0 BCEM BUAAM JESTEIbHOCTH
@I'0OC CIIO no cnenmansrocTH 38.02.01 DKxOoHOMUKA M OyXTranTepcKuil yder (10 OTpacisMm).
Ocoboe 3HaueHHE TUCHUILIMHA UMeeT Tpu dopmupoBannu u passutuu OK 01; OK 02;0K 03;
OK 04; OK 05; OK 09; OK 10; OK 11; IIK 1.1.

PabGouass mnporpamma IUCHUIUIMHBI  SBISETCS YacCThIO MPOrpaMMbl  MOATOTOBKH
cnenuanucToB cpennero 3eHa (manee - IITICC3) B coorBerctBuu ¢ ®I'OC CIIO 38.02.01
JKOHOMHKA M OyXraJrepckuil yder (IO OTPAc/siM), BXOJSUIEH B COCTaB YKPYIMHEHHOU
rpynnsl cnenuanbHocTei 38.00.00 DxoHOMUKA U yIIPaBIIEHUE.

Bxurouaet B ce0s: macnopt paboueil mporpaMMbl JUCHUILTUHBL, CTPYKTYPY U COACpKaHHE
JVCIUTUTMHBL, YCIOBUS pPEAM3allii JTUCIHUIUIMHBI, KOHTPOJIb U OLIEHKY PE3yJIbTaTOB OCBOCHUS
JTUCIUTUIAHBI.

1.2. Mecro aucuummmmuabl B crpykrype IIIICC3: aucnunnuna BXOIUT B
obmenpodeccruonanbHbiil yueonsiit muki [ITICC3

1.3. Henu wm 3amauyMm JMCHMILVIMHBI — Tpe0OBaHHUSl K Ppe3yJbTaTaM OCBOCHHS
AUCUMILIUHBI:

B pesynbrate Ne
OCBOCHUS JUCHUILINHEI | THIAKTHYECKO dopmupyemast TUIAKTHIECKas ¢IUHHUIA
00yJaromuics qOJDKeH | W eTUHHIBI
VYmMethb

oopMIIATh M TIPOBEPATH NPABHIBHOCTH OPOPMIICHNSI TOKYMEHTAINH B
COOTBETCTBMM C YCTAHOBJICHHBIMH TpEOOBAaHMAMH, B TOM YHCIE
WCTIOJIb3Ysl HH(OPMAIOHHBIE TEXHOJIOTHH;

MIPOBOJINTH aBTOMATH3HPOBAaHHYIO 00pab0TKy JOKyMEHTOB;
OCYIIECTBIISITh XpPaHEHHUE W TIOUCK JJIOKyMEHTOB,;

WCTIONIb30BaTh TEJIEKOMMYHHKAIIOHHBIE TEXHOJOTUH B BJIEKTPOHHOM
JIOKYyMEHT0000pOTE;

—_—

<< <
BN LVS] IS

3HaTh

OCHOBHbBIC TMOHSTHS: IIEJIH, 334l U MPUHIIHIBI JOKYMEHTAIUOHHOTO
obecrieueHns: yIpaBJIeHHUS,

3.2 CHCTEMBI IOKYMEHTAIIHOHHOTO 00ECIIeYeHH sl yIIPABICHHSI, UX
ABTOMATHU3AIINIO

CHUCTEMBI TOKYMCHTAITMOHHOT' O obecrnieueHus YIpaBJICHUA
KJIacCH(UKAINIO TOKYMEHTOB

TpeOOBaHMs K COCTABICHUIO U 0()OPMIICHUIO JOKYMEHTOB
OpraHu3anuio JOKyMEeHTO000poTa: IpreM, 00paboTKy, PETHCTPAIIHIO,
KOHTPOIIb, XpPAHEHHE JOKYMEHTOB, HOMEHKIIATYPY /el

3.1

| afw

dopmupyembie
KOMIIETEHIIUH

OK.01 Bribupats crioco0s! pemeHus 3a1a4 npogecCHOHANBHON eI TeNbHOCTH,
MIPUMEHHUTEIRHO K Pa3NUIHBIM KOHTEKCTaM

OK 02. OcCymiecTBISTh OUCK, aHAIN3 U MHTEPIIPETAINIO HH(OpMAIIHH,
HE0OXO0IUMO IS BEITIOTHEHMS 3a/1a4 PO ECCHOHATHHOM
JIeSITeIIbHOCTH

OK 03. [TanupoBath 1 peaM30BEIBaTH COOCTBEHHOE NPO(ECCHOHAIBHOE U
JMYHOCTHOE Pa3BHUTHE.
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OK.04

Paborats B KOJIIEKTUBE U KOMaHJC, 3(1)(1)6KTI/IBHO B3aHMOﬂeﬁCTBOBaTL C
KOJIJICTaMH, PYKOBOJICTBOM, KJIIMCHTAMM.

OK.05

OcCyImecTBIATh YCTHYIO ¥ HUCBMEHHYIO KOMMYHHUKAIIUIO Ha
TOCYAAapCTBEHHOM SI3BIKE C YIETOM OCOOEHHOCTEH COIMAaIbHOTO U
KyJIbTYPHOTO KOHTEKCTA.

OK.06

[TposBIATE TPakAAHCKO-TIATPUOTHIECKYIO TIO3UIIHIO, IEMOHCTPHPOBATh
OCO3HaHHOE ITOBE/ICHIE Ha OCHOBE TPAIUIIMOHHBIX O0IIEYETIOBEUECKIIX
LIEHHOCTEMN.

OK.07

CopeficTBOBaTh COXPaHEHUIO OKPYXKAOIICH CpeIbl,
pecypcocOepekeHnio, 3h(HeKTHBHO AEHCTBOBAThH B UPE3BRITaHBIX
CUTYaIUSIX.

OK.08

Hcnonp3oBaTh CpeacTBa (1)I/I3I/I‘~ICCKOI‘/‘I KYJbTYPbI 1JId COXpaHCHUA U
YKPEIJICHUSA 3J0POBbs B IPOLIECCE HpO(l)eCCI/IOHaHLHOﬁ JACATCIbHOCTU U
TMOAJACPIKAHUA HeO6XO,HI/IMOFO YPOBH: (1)1/[31/1‘1601(0171 IIOATrOTOBJICHHOCTH.

OK.09

Hcnonp3oBaTh I/IHqJOpMaHI/IOHHLIe TCXHOJIOTHHU B HpO(l)eCCHOHaHLHOfI
JACATCIBbHOCTHU

OK.10

Ilons3oBaThCs HpO(l)eCCHOHaHLHOﬁ Z[OKyMeHTaHPIeﬁ Ha
roCy1apCTBCHHOM M MHOCTPAHHBIX A3BIKaX.

OK.11

Hcnonb3oBaTh 3HaHUS 110 (PUHAHCOBOW IPaMOTHOCTH, IUTAHUPOBATh
MPENPUHUMATEIBCKYIO JSSITEIbHOCTh B IPO(PECCHOHANBHOM chepe.

K 1.1.

O0pabaTpiBaTh NEPBUYHBIC OYXTaITEPCKUE JOKYMEHTBI.

1.4. PexoMeH1yeMoe KOJIMYECTBO YaCOB HA OCBOEHHE MPOTrPaAMMBbI TN CIHILIAHBI:
00s13aTeIbHON ayJTUTOPHOM yueOHOM Harpy3ku odydatomerocst 10 gacos;
CaMOoCTOSITeNbHOM paboThl oOyuaromierocs 40yacos.

2. CTPYKTYPA U COAEPKAHUE JUCIUIIJIMHBI

2.1. O0beM IMCUMILUIMHBI M BUABI Y4e0HOI padoThI

Bun yae6HOI paboTh O0beM gacoB
O0s3arenpHAs ayAUTOpHAs yaeOHas Harpy3ka (Bcero) 10
B tom uncne:

[IpakTryeckue 3aHATHS 4
CamocTtosaTenpHast pabota oOydaromerocs (Bcero) 40
Hrorosas arrecrarus B hopme AuddepenuupoBaHHoro 3ayera

2.2. YuyeOHas pabora

1 xkypc 2 Kypc Beero
Buns! yue6HO# paboThI P P 4acoB

2cemMecTp 3cemectp | 4 cemectp

O6BeM 00pa3oBaTeNbHON HATPY3KH 50
OO0s3aTenbHast ayAUTOpHAsT yueOHast Harpy3ka 2 2 2 6
(Bcero)
B TOM YHCJIE: 4 4
MMPaKTUYCCKUEC 3aHATHUA
CamocrosiTenbHas padora 40




2.3. TemaTuueckuii miian u coaep:xxkanue qucuuniaunsl OI1.04 lokymenTannonHoe odecneyenne ynpapjieHus

HaumeHoBaHue pa3ienoB u Conep:xanue y4eOHOT0 MaTepHuaJa, MeTtoanueckast Oo6bem Ne qupakt | @opmupyembie| Yposeus | Tewcymmii
TeM NMpaKTHYeCKHe PadoThl, CAMOCTOATETbHAS XapaKTEepPHCTHKA YPOKa 4acoB
eIMHUIBI KOMIIETEHIIHH | OCBOEHHSI | KOHTPOJIb
paboTa CTyIeHTOB
1 2 3 4 5
Paznen 1.
JlokymMeHTHpOBaHue
Tema 1.1. 1,2 | Copnep:xanue yueGHOro MaTepualia Tun ypoka: YpoK ycBOECHUS 2 v.1,3.1,34 | OK.1,0K2, |2 +
OCHOBHEBIC TOHATHS OCHOBHbIE [IOHATHS JJOKYMEHTALHOHHOTO HOBOT'O MaTepuaia OK.3, OK.9,
TIOKYMEHTAIHOHHOTO 0BeCIieueHys yIIPABIEHUS: 10KYMEHT, Mertox ypoka: OOBSICHUTEIBHO- OK.10,
obecrieyeHUs JIOKYMEHTO0GOPOT, AEIOIPOU3BOCTBO. I/IJIJHOCTpaTUI/IBHLIﬁ, YaCTUYHO- K 1.1
YIPAaBJICHAA HopmatuBHo-MeTonMuecKas 6aza I0Y ITOMCKOBBIN
OyHKUMU JIOKyMEHTA, CBOMCTBA
JOKYMCHTOB, TpPH3HAKH IOKYMEHTA, BHIBI
JIOKYMCHTOB HX KJIaccupukanus
Paznen 2.
OcHoBHBIE TpeOOBaHMS K 0(POPMIICHHIO OPraHU3AIMOHHO-PACTOPSTUTSIbHBIX JOKYMEHTOB
Tema 2.1 3,4 | Coaep:xkanme yueGHOro MaTepuaia Tun ypoka: Ypok yCBOEHUs 2 V.1,33 OK.1,0K.2, | 2
®opmyisp — obpasell, TpeboBanusi k O(QOPMIICHHIO PEKBU3UTOB | HOBOI'O MaTepHaia OK.4, OK.5, +
PEKBU3UTHI U ONaHKK OpraHu3alMOHHO- pacriopsiauTenbHbIX | Metoa ypoka: OObACHUTENBHO- MK 1.1
nokymenros. I'OCT P 630 -2003. | wiirocTpaTHBHBIHN, YaCTHYHO-
TpeboBaHus k OaHKAM MTOUCKOBBIN
Tema 2.2 5,6 | Mpakruyeckoe 3ansitue Ne 1 Tun ypoka: ypok mpUMEeHEeHUs U 2 v.1,33 OK.1, OK.2,
OdopmiieHne peKBU3UTOB dopmyisip-odpaserr JIOKYMEHTa. | COBEPIICHCTBOBAHUS 3HAHUH. OK .4, OK.5,
OpraHu3aIMOHHO- OdopmiieHue OCHOBHBIX PEeKBU3UTOB | MeTobl ypoKa: MpaKTU4eCKUH K 1.1
pacmopsAUTEIbHBIX JOKYMEHTOB (MICHTU(MUKAIMOHHBI HOMEp
JIOKYMCHTOB HAJIOTOILIATE IbIIMKA, CIPABOYHBIC IaHHBIC
00 opraHu3zaiuy, nata JOKyMeHTa, aapecar,
rpud yTBEpKICHHS JOKYMEHTA, MOIIUCH H
ap.) B cootBerctBun ¢ ['OCT P 6.30-2003.
Pa3nen 3.
JIOKyMEeHTHpOBaHHE OPTaHU3AIMOHHO-PACTIOPSTUTEIBHON NesTeIbHOCTH
Tema 3.1. ‘ 7,8 ‘ IpakTnyeckoe 3anaTHe Ne 2 Tun ypoka: ypok NIpUMEHEHHs U 2 V.1,33 OK.1, OK.2,




Oprasu3alnuoHHO- CocraBneHue u odopmIiIeHHE | COBEPILCHCTBOBAHMUS 3HAHUIA. OK .4, OK.5,
pacnopsauTEIbHbIE OpraHu3alMOHHO-PACIOPSAUTEIIBHBIX Metozs! ypoka: mpaKTHUECKUil MK 1.1
JOKYMEHTBI nokymeHtoB.  IlltatHoe  pacmmcanue.
(OPL) JomxHoctHast wHCTpykuus. [Ipmkas 1o
OCHOBHOMY BUAY JIESITEIbHOCTH.
TpeboBaHus K WX COCTaBICHUIO U
odopmiieHnr0. 3HaUeHHE U QYHKINH.
JuddepenurpoBaHHbIi 9,10 | Coaep:xaHue yueGHOro MaTepuaia Tun 3auATHA: YPOK IPUMEHEHUS 2 v.1,35 OK.1, OK.2,
3a4yer 3amanme gt guddepeHuuposanHoro | YMCHHHM M HABBIKOB OK.4, OK.5,
3a9eTa IIpakTHyeckuii K 1.1
Bcero 10

CamocTosiTe1bHAs yueOHAs1 padoTa 00y4yaromuXxcs

Paznen 2.
OcHOBHBIE TpeOOBaHMs K 0()OPMIICHHIO OPraHU3alIOHHO-PACHOPSIUTENBHBIX TOKYMEHTOB
Tema 2.1 Copep:xaHue yueOHOI0 MaTepHuaJia Meronuueckue yka3aHus Juist
SI3BIK ¥ CTHIIb CIyKEOHBIX | OcoOeHHOCTH O(GHIMATBHOTO — JENOBOTO CTHJISA. YHOTPEOJICHHE MPOMHCHBIX W CTPOYHBIX | CAMOCTOATENBHOM yIeOHOH paboThI
JIOKYMEHTOB Oyxs. Hambonee ymoTpeGnsemple cokpamenus cnoB. OdQopmieHne maT M 9YHMCEN B | 0OydYaroIIUXCS
nokyMmeHTax. IlpuMeHeHne Ha mpakTHKE 0COOEHHOCTEH O(UIMaNbHO — AEIOBOTO CTHIISA TPH
oopMIICHHH JOKYMEHTOB
Paznen 3.
JlOKyMEHTHpOBaHNE OpPraHN3aMOHHO-PACTIOPSANTEIbHON e TENEHOCTH
Tema 3.1. Conep:kaHue y1e0HOT0 MaTepHuaia Metoauyeckue ykasaHus AJs 2
Buibl 10KyMEHTOB U X OCHOBHBIE TIPH3HAKK KJIACCU(PHKAMKM JOKYMEHTOB. XapaKTepPUCTHKM M Ha3HadyeHHE | CAaMOCTOSTEIbHOW yueOHOU
Kaccuukanus OCHOBHBIX BHJIOB OPraHU3allMOHHO — PaCIOPSIUTEIBHBIX JOKYMEHTOB, TPCOOBAHUSA K HX paboThI 0OYYAOIIIMXCSI
odopmiernto B coorsercteun ¢ TOCT P 6.30 — 2003.
Tema 3.2. Copep:xaHue yueOHOro MaTepuaJa Metoanyeckue yka3aHUs IS 6
OpraHu3anMoHHO-TIPaBOBHIC - " CaMOCTOATENLHOM yueOHOI paboTh
JIOKYMEHTHI XapakTepHucTHKa U COCTaB OPTaHU3AIOHHBIX JOKYMEHTOB: YUpEIUTeIbHbIH JOr0BOp, YCTaB, O
MIOJIOKEHHE 00 OpraHM3alli, CTPYKTYPHOM I0/Ipa3AeieH!H, CTPYKTypa 1 ITaTHas yaaom
YHUCIICHHOCTb, IITATHOE paclHCaHue, JOIDKHOCTHBIE HHCTPYKIMY. TpeGoBaHus K HX
COCTaBJICHUIO U 0OPMIICHUIO. 3HAUEeHHE U ()YHKIHH.
CocraBieHne u opopMIIeHHE OpraHU3alNOHHO-TIPABOBBIX JOKYMEHTOB. Y CTaB IIPEANPHUSTHS.
[IItatHOE pacnucanue. JlOIKHOCTHAS HHCTPYKLIUS.
Tema 3.2 Copep:xanue yue0HOro MaTepHuaJa Metoauueckue ykazaHus AJ1s 6




PaCHOpSIL[I/ITCHI)HI)IG

XapaKTepI/ICTI/IKa 1 COCTaB paCopAAUTECIbHbIX JOKYMCHTOB (HOCTaHOBJ’IeHI/IH, IpUuKasa,

CaMOCTOSATENILHOM y4eOHOH paboThI

TOKYMEHTEI pelIeHus, pacopsKeHHs, yKa3aHus U Ap.). TpeOoBaHMA K UX COCTABICHUIO ¥ OQOPMICHUIO | 00yJarOIIUXCS
CocraBieHne u O(QOpPMIICHHE DPACHOPIAWUTENHFHBIX IOKYMEHTOB C y4eToM TpeOOBaHUM,
MIPEeIbIABISEMBIX K UX oopmieHnio B coorBeTcTBHHU ¢ neiictByromuM ['OCTowm. [Ipuka3 mo
OCHOBHOMY BHJY JEATECIbHOCTH.
Tema 3.3 ConepxaHue y4eGHOT0 MaTepuaJja Meroauyeckue yKa3aHus s
WnadopmannonHo — XapaKkTepHUCTHKA U COCTaB MH()OPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB ( CIIPaBOK, CaMOCTOSATENIFHON ydeOHON paOoTHI

CIIPABOYHBIC JOKYMCHTBI

3asBIICHHUH, TOKJIATHOM 1 CITy>KeOHOM 3aIlMCKH, aKTa, POTOKOJIA, TEeIeTpaMM,
teneororpamm). TpeOOBaHMS K HX COCTABICHUIO ¥ O(OPMIICHHIO.

CocraBneHne NOKYMEHTOB W3 TpyNn  HWH(POPMAIMOHHO — CIIPAaBOYHOM IOKYyMEHTAlHH:
CIpaBKa, 3asABJICHHWE, NOKJIAIHAs M CIy)KeOHas 3alMCKH, akT, mnporokos. OO6nacte
MIPUMCHEHHS nH(pOpMaIMOHHO-CIIPAaBOYHBIX JOKYMEHTOB. Hcnons3oBanue
YHU(DHULIUPOBAHHBIX (GopM.

o0yJaroImuxcs

Tema 3.4
Hudopmanmonno —

CIIpaBOYHBbIC TOKYMCHTHI.

Jenosas nepenucka

Coaep:xkanue yueOHOr0 MaTepuasia

XapaKkTepUCTHKA U COCTaB MH(DOPMAI[OHHO-CIIPABOYHBIX JOKYMEHTOB. [TucbMa. TpeboBanus
K UX COCTaBJICHHIO 1 0(hOPMIICHUIO.

Meronuueckue yka3aHus Ui
CaMOCTOATENILHOM y4eOHO# paboThI
oOygaromuxcs

Tema 3.5 Copep:xaHue yueOHOI0 MaTepHuaJa Metoandeckue yKa3aHus s
JloxymeHnTanus o OdopmiieHre yHUPHUIUMPOBAaHHBIX TIOKYMEHTOB I10 JIMYHOMY cocTaBy. Pestome. TpynoBoii CaMOCTOSATENFHON y4eOHOU paboTHI
TPYZAOBBIM norosop. [Ipuka3sl 1o tuaHOMY cocTaBy. TpyaoBbie KHIKKH. ABTOOHOTpadus. JInunoe o0yJarommxcs
MPaBOOTHOMICHUAM JeIo.
Tema 3.6 Coaep:xkanue yueOHOro MaTepuasa MeTtoandeckue yKa3aHus A

Opranunszanust paboTsl ¢
00paleHus MU IpaxaaH

Buzbl OKyMEHTOB, KOTOPBIE OTHECEHBI K 00paleHusIM rpaxaad. HopMaTuBHbIE TOKYMEHTbI
opraHuzaiyu padboTel ¢ rpaxaaHaMu. OTBETCTBEHHOCTD 32 OPraHU3aLUI0 PadoThI C
obpamerusamu rpaxaad. Ciryx0st JJOY Bernonsstoriue 1O paboTsl ¢ 0OparieHusIMu
rpaxcIaH.

CocraBnenne n opopmieHue xano0, oOparieHnid rpaxian

CaMOCTOSATENFHON y4eOHOH paboThI
00y4JarImuxcs

Paznen 4

Opranusanus padoThl € 10K

MEHTAMH

Tema 4.1. Copep:xanue yue0HOro MaTepuaJia Metoandeckue yKa3aHus A
Opraunuszanus TToHSATHE «IOKYMEHTO060POT». [IPHHIKIIBI OpPraHM3aIii JOKYMeHT0000poTa. Opranu3amus | CAMOCTOSTEIbHOMN y4eOHOH paboThl
JIOKYMEHT0000pOTa JTOKyMEHTO060pOTa: TpHEM, 00paboTKa, PETMCTPAIMs, KOHTPOJb, XPAaHEHWE IOKYMEHTOB. | OOyHarommxcs
Paborta ¢ koH(pHACHINATEHBIMI TOKYMEHTAMH.
OIEeKTPOHHBINA TOKyMEHTOO0O0POT.
Co3aHue perucTpaiioHHON (OPMBI AJIsl PETHCTPALIMN BXOASIIETO JOKYMEHTA, pErUCTpaList
HCXOJSIIET0 TOKYMEHTA.
Tewma 4.2. Copep:xanue yueOHOT0 MaTepHuaJia Metoandeckue yKa3aHus AJs




Opraﬂnsaunﬂ XpaHCHUA

OCHOBHEIE Tpe60BaHI/I$I K OpraHu3aly ONEPATUBHOTI'O XpaHCHUS JOKYMCHTOB. CocraBlieHHE

CaMOCTOSATENILHOM y4eOHOH paboThI

JOKyMEHTOB HOMEHKJATypsl Aen. Popmuposanue u odpopmienue aei. Ilopsaaok nepenaun T0KyMEHTOB Ha | 00ydarOIMXCs
XpaHEHHE B apXUB.
CocraBieHune u opopMIICHHE HOMEHKIIATYPHI JIeII.
Tema 4.3. ConepxaHue y4eGHOro MaTepuaJjia Meroandeckne yKa3aHus Ui 4
Cucremaruzanus u IlpueM u nepBu4Has o0paOOTKa BXOAAIUX JOKyMEHTOB. PaboTa ¢ HCXOIALIMMH | CaMOCTOSTEIBHON yIeOHOU paGoThI
XpaHEHHue e (oTnpaBmseMBIMH) TOKyMeHTaMH. PaboTa ¢ BHYTpEHHHNMH JOKYMEHTaMH. Perucrparms 00yJaroIuxcs
JOKyMeHTOB. KOHTpOIIb HCTIOMHEHUS JOKyMEHTOB. CPOKH UCTIOTHEHUSL.
DKcnepTu3a HEHHOCTEH JOKYMEHTOB, ITOJTOTOBKA JOKYMEHTOB K CAa4€ B apXUB.
Paznen 5
ABTOMaTH3aIUs NPOLECCOB JOKYMEHTAIMOHHOI0 00ecneyeHUs! ypaBJeHUus
Tema 5.1. ConepaxaHue y4eGHOro MaTepHuaJja MeToandeckne yKasaHus UL 2
Komnerorepnbie OOm1ast XapaKTepUCTHKA OPTaHU3AIIMOHHBIX TEXHUUECKUX CPEICTB B ICIONPOH3BOICTBE. CaMOCTOSATENIbHON y4eOHON paboThI
TEXHOJIOTUH KomrmsroTepHsie cpecTBa MoAroTOBKH JOKYMEHTOB. V3roToBIeHNE, KOMHPOBAHHE U o0ydJaromuxcs
JTIOKyMEHTAI[HIOHHOTO THUPAXUPOBaHUE TOKyMeHTOB. CpencTBa 00paboTku qokyMeHTOB. [IpaBuia 6e3onacHOi
ofecneyeHns ynpasjieHds | pabOTHI ¢ OprrexHUKoi. I1opaaok opraHu3ayu JOKyMEHTOO00pOTa ¢ HCIIOIB30BAHHEM
CPEACTB TEJICKOMMYHHKAIUH.
Bcero: 50

Jln1st XapaKTepUCTHKN YPOBHSI OCBOEHHS Y4€OHOT0 MaTepHraiia NCTIOIb3YIOTCS ClIeyIoNe 0003HaYCHUS:

1. — o3HaKOMHTENBHEIN (Y3HaBaHHE paHee U3YYEHHBIX 00BEKTOB, CBOICTB);

2. — penpoAyKTHBHBIH (BBINOJIHEHHE JIESITEILHOCTH 110 00pa3ily, MHCTPYKIMH HIIH MO PYKOBOJICTBOM)

3. — IPOJYKTHBHBIH (INIAHUPOBAHUE U CAMOCTOSITENILHOE BBHITIOJIHEHHUE JESTEILHOCTH, PElIeHHE IIPOOJIEMHBIX 3a/1a4)




3. YCJIOBUA PEAJIM3AIINU ITPOI'PAMMBI TN CIIMITIMHBI

3.1. TpeGoBanusi K MUHUMAJILHOMY MATePHAJbLHO-TEXHNYECKOMY o0ecrnedeHUuI0
Peanuzanus paboueil mporpaMMbl AUCHMIUIMHBL TpeOyeT HATU4UUs y1eOHOTO KaOUHETa.

O6opynoBanne yueOHOTO KabnHeTa!

- IOCAI0YHBIC MECTA 110 KOJIIMYECTBY 00Y4aIOLINXCS;

- pabouee MecTO TperoaBaTelIs;

- KOMIUTIEKT OJIAaHKOB

- KOMITJIEKT y4eOHO-METOANYECKOH JOKYMEHTAIINY;

TexHMuecKHe cpeacTBa 00yUeHHUS:

- KOMIBIOTEP C JIMIIEH3NOHHBIM IPOTPaMMHBIM 00€CIIEYeHHEM M MYJIbTHMEINAIIPOESKTOP.

3.2. Uudopmannonnoe odecrieyenue 00y4eHus

Ilepeuens pexkoMeHIyeMbIX y4eOHBIX U3gaHW, HTEpHET-pecypcoB, IOTOIHHUTEIHHOMN
TUTEPaTypPhI

OCHOBHBIE HCTOYHHKMH:
1. A.B. Ilmenko. JlokymeHTalluoHHOE oOecnedeHue ympaBieHus. — Mocksa:
W3narenbckuii ieHTp «Akanemusi». 2018.

HNHuTepHer-pecypcesl

Nudopmarmonno - npaBosoii cepeep APAHT - http://www.garant.ru

OoOmepoccuiickas ceTh pacnpocTpaHeHus TmpaBoBor wuHpopMmarun Koucynsrant Ilmoc -
http://www.consultant.

Poccuiickas razera. — Pexxum noctymna: http//www.rg.ru / sujet /671.htm |.

http:// www.gravmma.ru — KyJisTypa MUCbMEHHON PEUH.

http://portal.chuc.ru/Library/kurs_chuc_zem-umush_otnoshen.html
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4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUS JUCLHUIIJIMHBI
KoHnTponp u oneHka pe3yabTaTOB OCBOEHHS JUCIMIIMHBI OCYLIECTBIISAETCS MPENoJaBaTeNeM B
npolecce MPOBEJCHUS MPAKTUYECKUX pPaldOT, TECTUPOBAHUS, a TAKXKE BBIIOJIHEHHS OOYyYalOMIMMHUCS

WHAWBHTyaIbHBIX 33/IaHUH, IPOEKTOB, UCCIIETOBAHHIM.

Pesynprarer 00yuenus
(ocBOEHHBIE YMEHMsI, yCBOSHHBIE 3HAHU)

®DopMBI U METOIBI KOHTPOJISI U OIICHKH
pe3yabTaToB 00yUCHUS

YMeTh:

0 OpMIIATH TOKYMEHTAIIUIO B COOTBETCTBUH C
HOPMAaTUBHOMW 0a30M, B T. 4. C HCIIOJIb30BAHUEM
WH(OPMAITMOHHBIX TEXHOJIOTHIA;

OueHKa pe3yabTaToOB BBITOIHEHHUS
MpaKTUYEeCKuX pabdoT

OCBauBaTh TEXHOJOTHH aBTOMAaTH3UPOBAHHOI
00pabOTKH TOKYMEHTAINH;

OueHKa pe3yabTaTOB BBITOIHEHHUS
MPaKTUYECKUX paboT

WCTIONB30BaTh YHU(UIIMPOBAHHBIE (DOPMBI
JOKYMEHTOB;

OrieHKa pe3yJIbTaTOB BBITIOJHCHHS
MIPaKTUYECKUX padoT

OCYIIIECTBIISTH XpaHEHHE M IOUCK JJOKYMEHTOB;
DKCHepTHAsI OIIEHKA PE3yIbTaTOB BHITIOJHECHUS
MIPaKTHYECKUX paboT

OueHKa pe3yabTaToOB BBITOIHEHHUS
MPaKTUYEeCKUX paboT

HCTIONB30BaTh TEIIEKOMMYHUKAIMOHHbBIE TEXHOJIOIHU
B DJICKTPOHHOM JOKYMEHTOO0OpOTE.

OrmeHKa pe3yJIbTaTOB BBITIOHEHUS
MPAKTHYECKUX padoT

3HaTh:
IIOHATHE, LICTIH, 3aJa49U U HpI/IHHI/IHBI TCCTI/IpOBaHI/IC
JIeTTOTIPOU3BO/ICTBA; OI1leHKA Pe3yJIbTATOB BBITIOHCHUS

MPAKTHYECKUX PadoT

OCHOBHBIC TOHATHA JOKYMCHTALITUOHHOT O
oOecrieyeHus! ypaBJeHs;

KontponbHas pabota, TecTUpOBaHHE
OrieHKa pe3yabTaTOB BBHIMOJTHEHHUS
MPAKTHYECKUX padoT

CHCTEMBI IOKYMEHTALMOHHOTO 00eceueHHs
yIpaBJCHUS;

TectupoBanue
OreHKa pe3yabTaTOB BBITOJTHEHIS
MPaKTUYECKUX paboT

KJ'IaCCI/I(i)I/IKaI_II/IIO JAOKYMCHTOB,;

TectupoBanue, 3a4eT
OreHKa pe3yJIbTaTOB BBHITIOIIHEHUS
MPaKTUYECKUX paboT

TpeOOBaHMUS K COCTABICHHIO M O(OPMIICHHUIO
JTOKYMEHTOB;

TectupoBanue
OreHKa pe3yJIbTaTOB BBITIOIIHEHUS
MPaKTUYECKUX paboT

OpraHU3allMIo JOKyMEHTO000pOTa: IIPUEM,
00paboTKy, perucTpaluio, KOHTPOJIb, XpaHEHHE
JOKYMEHTOB, HOMEHKJIATYpy Aedl.

TectupoBanue
OneHka pe3ynbTaToB BBIIOTHEHHS
MPAaKTHYECKUX paboT
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