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1. TACHIOPT PABOYEM IMPOT'PAMMBI YUEBHOM JIUCHOUTLTAHBI
JOKYMEHTAIMOHHOE OBECIHEYHEHUE YIIPABJIEHUSA

1.1 O01acTh NPUMEHEHUsI TPOTrPAMMBbI

Pabouast mporpamma y4eOHON AUCHMIUIAHEI SBISIETCS YACThIO TPOrPAMMBbI TTOJITOTOBKU
crenuainucToB cpeaHero 3BeHa B cooTBeTcTBUM ¢ PI'OC CIIO mo npodeccun /
cnenuaibHocTH 38.02.01 DkOHOMUKA U OyXTaITePCKUl YUET (110 OTPaCIIsiM)

1.2. MecTro AUCHMIUVIMHBI B CTPYKTYpe OCHOBHOW mpodeccHoHaAIbLHOM
o0pa3oBaTe/IbHOIl MPOrpaMMbl: JUCIUIUIMHA BXOJUT B 00menpodeccuoHambHbINH
ITUKIL.

1.3. llesiu m 3agaum IUCHUIIMHBI - TPe0OOBAHNS K Pe3yJIbTaTaM OCBOCHUA
AUCHMUILINHBI:

B pe3ynbraTe 0CBOEHUS AUCHUIUIMHBI O0YUYaIOIIUIICS T0JKEH YMETh!

-0()OpMJISITh TOKYMEHTALIUIO B COOTBETCTBUU C HOPMAaTUBHOMN 0a30i, B T. 4. C
MCIIOJIb30BaHNEM MH(POPMAITMOHHBIX TEXHOJIOTHIA;

-0CBaMBaTh TEXHOJIOTUU aBTOMATU3UPOBAHHON 00pabOTKU JOKYMEHTAIUY;
-HCII0JIb30BaTh YHU(PHUIIMPOBAHHBIE (DOPMBI TOKYMEHTOB;

-OCYILIECTBIISITh XPAHEHNE U MIOUCK JJOKYMEHTOB;

-HUCII0JIb30BaTh T€JIEKOMMYHUKALMOHHBIE TEXHOJIOTUU B JIEKTPOHHOM
JOKYMEHTO000pOTE.

B pe3ynbraTe 0CBOSHUS NUCHUIUIMHBI 00YYaOUINICs JOJIKEH 3HATh:

-TIOHSITHE, LIEJIH, 3a/1a4H U IPUHIIUAIIBI 1eJI0MPOU3BOICTRA;

-OCHOBHBIE TIOHATHUS JOKYMEHTAIMOHHOTO 00ECTICUeHHs yIPaBJICHHS;

-CHCTEMBbI JOKYMEHTAallMOHHOT'O 00€CIIeUeHUs YIPaBICHUS;

-KJ1acCU(UKALNIO JOKYMEHTOB;

-TpeOOBaHMS K COCTaBICHUIO U O(OPMIICHUIO TOKYMEHTOB;

-OpTaHU3aIMI0 TOKYMEHTOO0OpOTa: TipreMa, 00pabOTKy, pETHCTPAIIIO0, KOHTPOJIb,

XpaHEeHue JOKYMEHTOB, HOMEHKJIATYpYy Je.



1.400bem yueOHO# JucuMIUIUHbI «CTaTHCTHKA» U BUAbI Y4e0HOIl padoThI

Bua yueO6Hoi1 padoThI

Oo0BeM yacoB

Bcero 1 2
ceMecTp | ceMecTp

O0beM 00pa3oBaTe/IbHOI NPOrPaMMBI (BCEro) 48 48 -
CymMapHasi Harpy3ka Bo B3aMMO/IeiiCTBHH € 46 46 -
npenoaasareseM (Bcero)
B TOM UYHCIIE

TEOPETUUYCCKHUE 3aHITHS 26 26 -

MPAKTHUYECKUEC 3aHSATUS 20 20 -
U3 HUX B OpME MPAKTUYECKOMN MOATOTOBKH 28 28 -
IIpomeskyTouHasi aTTecTanNs 2 2 -
CamocrosiTesibHasi padboTa o0yyariuerocs (Bcero), - - -
pacueTHo — rpaduyieckas pabota

IIpomexkyTounas arrecrauus B popme /13




2. TemaTtnueckuii miian u cogepxxkanue ydeoHoi rucuuiiinibl « JOKYMEHTAIIMOHHOE OBECIIEYEHHUE

YIIPABJIEHU S
HaumenoBanmue Coaep:xanue yueOHOIro MaTepuasia, JJadopaTtopHbie H NIpaKkTu4Yeckue padorel, | O0bem Yposens | [Ipumeuanus
pa3iesioB M TeM CaMOCTOfITeIbHAsl padoTa o0yyarommxcst 4acoB yCBOEHHS
1 2 3 4 5
1 cemecTp
Pasznea 1. 8
«/lokymMeHTHPOB
aHue
AeATeTbHOCTH
npeanpusATHIN
Tema 1.1. No | Conep:xxanue yueOHOT0 MaTepHaJia 2 2
Conepxanue u n/n
OCHOBHBIC 1 [Tpenmer, conepxanue u 3agaun JJOY.
3a/1a4um 2
MecTo u posib TOKyMEHTOB B YIIPaBJICHUU HA COBPEMEHHOM JTarle.
COBPEMEHHOI0
JAOKYMEHTAIMOH 3 JIOKyMEHT: CyIIHOCTb, GYHKIINH, TPeOOBaHUS K OPOPMIICHUIO.
HOI0 4
ob0ecrieveHust VYnpasieHnue J0KyMEHTaMH.
ynpasJieHHs
Tema 1.2. Ne | Conep:kanue yueOHOro MaTepuasia 2 2
Opranuzanus n/n
cayxoe1 10Y 1 ®opmbl U CTpYKTypa ciiyxk0b1 JJOVY.
2 [Tonoxxenue o cnyxoe 1OY.
Tema 1.3. No | Conep:xxanue yueOHOT0 MaTepHaJia 2 3
OcHoBHbIE n/n
Tpe6oBaHMsI K 1. biiaHKM JOKYMEHTOB U TpEOOBAHUS K HUM.
COCTABJICHUIO U 2 C P
odbopmenIo . CtpykTypa moKkyMeHTa. PeKBU3UTHI JOKYMEHTA.
JOKYMEHTAa 3. IIpaBwuiia opopmiteHUst peKBU3UTOB, periiaMmeHTupoBaHHbIX ['OCT P 6.- 2003.
2 3 B ¢opme
IIpakTuueckoe 3ansaTue Nel [IpoexktupoBanue u opopmieHrne 6IaHKOB $op .
MIPaKTUICCKON

OpraHu3aIu

IIOATOTOBKH




Paznen 2. 30
«Cucremsl
AOKYMEHTAIHOH
HOI'0
odecneyeHus
yIpaBJIeHUs»
Tema 2.1. | Mo | Conep:xaHue y4eOHOTr0 MaTepuaJsa 2
Cucrema n/n
OPraHM3auMOHH | 1 .
. Hasnadyenue u coctaB OpraHu3alMOHHO-IIPABOBON JOKYMEHTAUU
0-TIPaBOBOI
AOKYMEHTAluu | 2 Cocrasnenue u opopmiieHHE OTAENIbHBIX BUOB OpraHN3allMOHHO-TIPABOBBIX 6 B dopme
JIOKYMEHTOB MPAKTUYECKOU
IIpakTuyeckoe 3ansaTue Ne2 [Topsinok odhopmieHust Ycrapa npeanpusiThs MOATOTOBKU
IpakTnyeckoe 3ansaTue Ne3 [lopsnok opopmienus [lomoxxeHus.
IIpakTuyeckoe 3ansaTue Ned OdopmieHne yupeauTeNbHbIX JOTOBOPOB,
WHCTPYKIUH.
Tema 2.2. | Mo | ConepxaHue y4eOHOI0 MaTepuasia 4
Cucrema n/n
pacnopsiauTenas | 1 HazHauyeHue 1 cocTaB pacopsiAUTEIbHON JOKYMEHTAIUH.
HOU 2 ITpouenypa n3nanus paciOpsAUTEIBHBIX TOKYMEHTOB B YCIOBHSX
AOKYMEHTAIlUH €AMHOJINYHOTO NPUHSTHS PEIICHHUS.
3 ITpouenypa n3nanus paciOpsAUTENBHBIX TOKYMEHTOB B YCIOBHUAX
KOJUIETMAJIbHOTO MPUHSITHS PEIICHHUS.
4 CocraBnenue u 0OpMIICHHE PACTIOPSIUTEIBHBIX TOKYMEHTOB.
IpakTuyeckoe 3ansaTue Ne5 CocraBieHue MpoeKTa MOCTAHOBICHUS 6 B popme
IIpakTnuyeckoe 3anaTue Ne6 [lopsnok odopmieHus pacnopsbKeHHs | IPAKTUYECKON
pelieHus MOATOTOBKH
IIpakTyeckoe 3ansiTue Ne7 OdopmieHre NpuKka3oB U yKazaHUH
Tema 2.2. | M | ConepxaHue y4eOHOI0 MaTepuaja 2
Cucrema n/n
pacnopsiaurens | 1 Odopmienne NpuKka3oB U yKazaHu
HOM 2 OdopmiieHne MPUKa30B U YKa3aHUH
AOKYMCHTAIMHU IIpakTnyeckoe 3ansiTue Ne§ OcobeHHOCTH 0(OPMIIEHHUS AKTOB M IPOTOKOJIOB B ¢opme
IpakTuueckoe 3ansaTue Ne9 CocraBieHue TOKIATHBIX, OOBSICHUTEIBHBIX U 6 MPAKTUYECKOMN




CITy’k€OHBIX 3aMHCOK. MOATOTOBKH
IIpakTuyeckoe 3ansaTue Nel) Oco6eHHOCTH 0(hOPMIICHUS CITY>KEOHBIX THCEM.
Tema 2.4. Ne | Copep:xxaHue y4eOHOTro MmaTepuasa 4 B dopme
Joxkymenranusi | n/n IIPaKTUYECKON
10 JINYHOMY 1 [TonsiTvie 0 TOKYMEHTaXx MO JIMYHOMY COCTaBY. MOATOTOBKH
COCTaBy 2 Bupl JOKYMEHTOB 10 TMYHOMY COCTaBY.
3 Cocrasnenue u opopmiieHHuEe JOKYMEHTOB 0 JUYHOMY COCTaBY.
Pasnea 3. 8
«TexHosorus
AeJIONPOU3BOACT
Ba)
Tema 3.1. No | Conep:xkaHue yueOHOT0 MaTepHaJia 2 B dopme
Opranmszaums | n/n PAKTUYECKON
AOKyMeHToo00p | 1 [ToHsiTHEe ¥ IPUHLIMITBI OPraHU3alMU JOKYMEHTO000pOTA. MOATOTOBKH
ora 2 [TpoxoxaeHne U MopsJOK UCTIOTHEHHUS! BXOISAIINX JTOKYMEHTOB.
3 [TpoxoxaeHne NCXOIMIIMX U BHYTPEHHUX JIOKYMEHTOB
4 Pabora ¢ KoH(pHIeHIIMATBHBIMH JOKYMEHTAMH.
Tema 3.2. Ne | Conep:xxaHue yueOHOT0 MaTepHaJia 2 B dopme
Cucrematuzan | n/n PAKTUYECKON
usli U XpaHenme | 1 CocraBieHre HOMEHKJIATyphl Jell. IIOIrOTOBKH
AOKYMEHTOB 2 dopmupoBanue U opopmIIeHHE Ae.
3 [ToarotoBka u nepenavya JOKYMEHTOB Ha apXMBHOE XpaHEHHE.
Tema 3.3 No | Conep:xxanue yueOHOT0 MaTepHaJia 4
Nndopmauuonn | n/n
ble U 1 HMHpopManmoHHbIE TEXHOJIOTHH B JISIOTPON3BOJICTBE.
KOMMYHHKaNuo | 2 CuHcTeMBbI SJIEKTPOHHOTO JOKYMEHT0000pOTA.
HHbIE 3
TEXHOJIOTHH B CucteMsl ynpaBieHuUs JOKyMEHTO000pOoTOM Ha ocHOBe Web — TEXHOJIOTHH.
A0Y
CamocrosiTesibHast padoTa 00y4aKOLINXCH -
JnddepenunpoBannbiii 3249eT 2
Bcezo: 48




3. YCJIOBUS PEAJIMBAIIUU TPOT'PAMMBI INCIATIJINHBI
3.1. MarepuajibHO-TEXHHYECKOE O0ecIeYeHue

Peanmuzanus mporpaMMbl JHCHHILIMHBI TMPEATIoNaracT Haaudue Y4eOHOTO
KaOuHeTA.

O6opynoBaHue yueOHOTO KabrHETa U pabounx MeCcT KabuHeTa:

J MOCaJ0YHBIC MECTA MO KOJHYECTBY O0YJArOIINXCS;

o pabouee MeCcTo MPEeTo1aBaTells;

o KOMIUIEKT pabodeil TeTpamu «JloKyMeHTaIlMOHHOE oOOecreueHue
yIpaBICHUNY,

. CTIPaBOYHO-METOINICCKAsI no100pKa u TeMaTHYeCKast

CUCTEMaTHU3ALIMSI HEOOXOJMMOM CIIPaBOYHOM JINTEPATYPHI;

TexHuueckue cpeacTsa 00ydeHus:
o KOMITBIOTED;
o MYJIbTUMEIHANPOEKTOD;

3.2. UndopMaunoHHoe o0ecneyeHne 00yueHust
OcCHOBHbBIE HCTOYHUKH:

1 Ky3snenoBa T.B., Cankuna JI.B. JlokymMeHTalmoHHOEe oOecrneueHue
yrnpasienus YueOnuk. - M.: MIIOOP,2011.- 432c.

2 Ky3nenoB CJI. Jlemonmpou3BOJACTBO HA KOMIBIOTEPE.- 3-€ H3J. HCHp. U
nom. - M.: OOO «Kypuan ynpasnenue nepcoHamom», 2013.

3 bounpipeBa T.H. Cekperapckoe neno. - M.: Beicmas mkona, 2010. Kypc
JlokyMeHTaluoHHoe oOecrieueHue ympapieHus: YueO0.  Ilocobue. 6-¢ wu3f.,
uctp. u gon.- M.: THOPA-M Hosocubupck 2011.- 367 c.

4 AnnpeeBa B. U. JlemompousBojacTBO B KajapoBoil ciayxkbe/ - M. : AO

"busznec-mkoiua "Uuren-Cunres", 2012.

DJIEKTPOHHBIE PecypChl

1. [IpaBoBoe  obOecrieueHue  MPO(ECCHOHATBHOM  JEATEILHOCTH
[DnexkTponHBbIN pecypc]. — M. : U3aaTenbCKuil HEHTP «AKaIESMUSD)
2. Texuuyeckas nuTeparypa [DJEKTpOoHHBIN pecypc]. — Pexum noctymna:

http//www.tehlit.ru, ceo6oaubIit. — 3ari. ¢ skpaHa.



3. TlopTam HOpMATHBHO-TEXHUYECKOMN JOKYMEHTAIUU [ DIIEKTPOHHBIN pecypc].
— Pesxum moctyma: http//www.pntdoc.ru, ceo6ogabIi. — 3ari. ¢ sKpaHa.

Jlono/IHUTEe IbHbIE HCTOYHUKHU
1. YauduumpoBaHHBIE CUCTEMBI JOKYMEHTAIIUH.
Cucrema opraHu3alMOHHO-PACIOPAAUTENBHON JOKYMEHTALUH.

3. TpeboBanus Kk 0OpMIIEHUIO TOKYMEHTOB. - M.: M31-Bo cTaHAapTOB, -

2010.
4, TlpaBuna coctaBiieHUss U OGOPMIICHHUS CIY)KEOHBIX JOKYMEHTOB. - M.
"Mocknura", 2009.

[lepuoauyeckue n3aanus (OTE€YECTBEHHBIE )KYPHAJIbI):
1 «I'naBHbI1 Oyxrantepy,
2 «HopmatuBHBIEC aKTBD».
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4. KOHTPOJIb U OIIEHKA PE3YJIBTATOB OCBOEHUA

JACHUTILIAHBI

Pe3yabTaThl 00yyeHus
(ocBOEeHHBbIE YMEHUS, YCBOEHHbIE
3HAHUA)

OcHOBHBIE MOKA3ATEIN OIEHKH
pe3yJbTaTa

Ymenus

opopMIIATH JOKYMEHTAIIUIO B
COOTBETCTBUH C HOPMATUBHOM 0a30ii,
B T. 4. C HCIIOJIb30BAHUEM
UH(GOPMAIIMOHHBIX TEXHOJIOTHI;

- MpaBWIbHOE (TOYHOE) 0(hOpMIICHHE
JIOKyMEHTAITUU B COOTBETCTBHUH C
HOPMAaTUBHOW 0a30M;

- opMupoBaHUE TOKYMEHTAIIUH C
MCITI0JIb30BAaHUEM MH(OPMAITMOHHBIX
TE€XHOJIOTUH,

OCBaMBaTh TEXHOJOTUU
aBTOMAaTU3UPOBAHHOUN 00pabOTKU
JIOKyMEHTAIUH;

- MPaBWJIbHOE IPUMEHEHUE TEXHOIOT U
aBTOMATU3UPOBAHHOUN 00pabOTKU
JIOKyMEHTAIUH,

WCIIOJIb30BaTh YHU(DUIIMPOBAHHBIC
(GhOopMBI IOKYMEHTOB,;

- TOYHOE HMCIIOJIb30BaHHE
YHU(ULIHUPOBAHHBIX (DOPM TOKYMEHTOB,;

OCYILECTBIISITh XPAHEHUE U TTIOUCK
JIOKYMEHTOB;

- OCYIIECTBIICHHE N0100pa CIOCOO0B
XPaHECHHSI ¥ TIONCKA TOKYMEHTOB,;

UCITI0JI30BaTh
TEJICKOMMYHHUKAIIMOHHBIC TEXHOJIOTHU
B DJICKTPOHHOM JJOKYMEHTOOOOPOTE.

- hopMupOBaHUE JOKYMEHTAIINH C
HCTIOJIb30BAaHUEM
TEJIEKOMMYHUKAIIMOHHBIX TEXHOJIOTUH;

3HaHud
MOHSATHE, 1IN, 3a/1a91 U IIPUHITUIIBI
JIETIOTIPON3BOICTRA,;

- TOYHOC OIIPCACICHHUC IIOHATHUA, LICIIN,
3a71a4 ¥ NPUHIMUIIOB ACJIONIPOM3BOJICTBA,

OCHOBHBIE TTOHSITHS
JOKYMEHTAIIMOHHOTO 00eCIeYeHUs
YIPABJICHHUS,;

- oJiHast GOpMyJTUPOBKA MOHSATUI
JTOKYMEHTAITMOHHOTO 00ECTICYCHUS
YIPABJICHMS;

CHCTEMBI JOKYMEHTAIHOHHOTO
o0ecrnieuyeHus yrpaBJeHHUs;

- TOYHOCTD OIIMCaHHUA CUCTCM
JAOKYMCHTAIIMOHHOI'O oOecrneyeHus
YHOPaBJICHUA,

KJIacCU(DHUKAITNIO TOKYMEHTOB,;

- TOYHAs CUCTEMAaTHU3allus IOKYMEHTOB B
COOTBETCTBHH C KJIacCH(PUKaIUCH;

TpeOOBAHUSI K COCTABJICHUIO U
0(OPMIICHHIO TOKYMEHTOB;

- IepedeHb TPeOOBaHMI K COCTaBJICHHIO
1 0()OPMJIEHUIO TOKYMEHTOB,

OpraHU3aIMI0 TOKYMEHTO000pOTa!
npuemMa, 00paboTKy, perucTpaluio,
KOHTPOJIb, XpaHEHHE JOKYMEHTOB,

HOMEHKJIATypy JIeTl.

- TOYHOE | TOJTHOE OTPEICTICHIE
OpraHM3aIfH JOKYyMEHTO000pOoTa:
npuemMa, 00paboTKy, perucTpauio,
KOHTPOJIb, XpaHEHHE JOKYMEHTOB,
HOMEHKJIATypy JIeJ
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