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AHHOTanMs K padoueii mporpamMMe yueOHOM TUCHHMILIMHBI JIOKyMeHTallMOHHOE
o0ecrneyeHnue ynpanjienus no cnenuaabHoctu 38.02.01 dxonomnka u
Oyxrajrepckuid ydet (10 OTPACJIsAM)

1.MecTo yueOHo# qucuuiuinabl B crpykrype IHIICC3

VYyeOHast AUCUUILIINHA BXOAUT B 001IeNpOdeCCHOHATBbHBIN ITUKIL.

2 . OxknaemMble pe3yJbTaThl 00pa30BaHUs U KOMIIETCHIMH 110 3aBePIICHUHN
OCBOCHUS Y4eOHOH IMCHUILIHHBI

B pesynbTaTte ocBoeHUs y4eOHON AUCIUIUITMHBI O0YYAIOIIUICS JOKEH:

3HATh:

-MIOHATHE, LIEJH, 33Ja41 U IPUHIUIIBI 1eJIONPOU3BO/JICTBA;

-OCHOBHBbIE TIOHATHUS JOKYMEHTAI[MOHHOTO 00EeCIIeUeHus yIpaBIeHMS;

-CHCTEMBbI JOKyMEHTAIMOHHOTO 00ECIICYCHUS YIIPaBICHUS;

-K1accu(UKaIUIO JOKYMEHTOB;

-Tpe0OBaHUs K COCTaBJICHUIO U O(POPMIICHUIO IOKYMEHTOB,;

- OpraHu3aI|io JT0KyMEHTO000poTa: npuema, o0paboTKy, perucTpaluio, KOHTPOJIb,
XpaHEHHUE TOKyMEHTOB, HOMEHKJIATYPY JIe.

yMeTh:
-0(hOpMIISITH TOKYMEHTAIIUIO B COOTBETCTBUM C HOPMATHUBHOM 0a30ii, B T. 4. C
UCITI0JIb30BAaHUEM MH(DOPMAIMOHHBIX TEXHOJIOTHH;

-0CBaMBaTh TEXHOJIOTUU aBTOMATU3UPOBAHHON 00pabOTKH TIOKYMEHTAINN;
-MCTIONB30BaTh YHU(DUIIMPOBAHHBIE ()OPMBI JOKYMEHTOB;

-OCYIIECTBIISITH XPaHEHUE U TIOUCK JOKYMEHTOB;

-MCTIOJIb30BaTh TEIEKOMMYHHUKAIIMOHHBIE TEXHOJIOTHUU B AJIEKTPOHHOM
JIOKYMEHTO000pOTE;

Komnerenuun:

OK 1. BeiObupars crocoObl pemieHus 3aaad  Mpo(PEeCcCHOHATBHON  IESITEIbHOCTH
MPUMEHUTENIBHO K PA3IUYHBIM KOHTEKCTaM.

OK 2 OcyiecTBasiTh NOUCK, aHAJIW3 U UHTEPHPETALNIO HHPOPMALIUHU, HEOOXOIUMOMN IS
BBITIOTHEH U 3a71a4 NMpo(ecCuoHaIbHOM AeSTEILHOCTH.

OK 4. PaboTtath B KOJUIEKTUBE U KOMaH i€, 3O PEKTUBHO B3aUMOJIEHCTBOBATh C KOJIJIEraMHu,
PYKOBOJICTBOM, KJIMEHTAMH.

OK 5. OcymiecTBisiTb YCTHYIO UM MHCBMEHHYIO KOMMYHHMKAIIMIO Ha TOCYJIApCTBEHHOM
s3b1ke PO ¢ yueToM 0COOCHHOCTEH COMATBHOTO U KYJbTYPHOTO KOHTEKCTA.

OK 09. HWcnonb3oBaTh WH(OOPMAIMOHHBICE TEXHOJOTHMH B  MPOQPECCHOHATBLHON
JEATEeIIbHOCTH.

OK 10 TIlomp3oBatbesi mpodecCHOHANBHOM JOKyMEHTAIlMel Ha TOCYIapCTBEHHOM U
WHOCTPAHHOM SI3bIKaX.

OK 11 Hcnonp3oBaTh 3HaHUS 10 (MHAHCOBOM TPAMOTHOCTH, TUIAHUPOBATH
MPEANPUHUMATETHCKYIO IEATEITLHOCT B IPO(ecCHOHaIbHOM cdepe.

[1IK 1.1. OGpabaThiBaTh NMepBUYHBIC OYXTaITEPCKUE JOKYMEHTHI.

[1IK 2.7 BbINOAHATH KOHTPOJIbHBIE TPOLEAYPHl U MX JOKYMEHTHUPOBAHHME, TOTOBUTH U
0(OpMJISATH 3aBEPILAIOIINE MATEPUAIIBI IO pe3yJIbTaTaM BHYTPEHHETO KOHTPOJIS.



IIK 4.7. IIpoBOAUTE MOHUTOPUHI YCTPAHEHUSI MEHEKMEHTOM BBISBIICHHBIX HApPYIICHUN,
HEJIOCTATKOB U PHUCKOB

3. CTpykTypa u coaepkaHue y4eOHON TUCHMILIHHbBI

BBenenue

Pasznen 1. [JokyMEHTUPOBAaHKE NEATEIBHOCTH NPEIIPUITHS

Paznen 2. Cuctembl JOKYMEHTAIIMOHHOTO 00€CTIEYeHUs! YIIPaBICHUs

Paznen 3. TexHonorus nenonpon3BOACTBA

4. MeTtoabl 1 (popMbI 00ydeHHS

- JICKLIUS;

- IPaKTUYECKHE 3aHITHS;
- KOHTpOJIbHAs padoTa;
- CaMOCTOsITENbHAs padoTa.

5. ®opMbl KOHTPOJIS
Texyias aTrecranus:
- OIIPOC;

- (poHTATBHBINA OITPOC;

- caMOoCTOsTeNbHAs padoTa;

- KOHTpOJIbHast paboTa;

- TECTUPOBAHUE.

JuddepenurpoBannsblii 3a4eT B 1 cemectpe.

6.001mast Tpy10eMKOCTb Y4eOHOU AMCIHUTIIUHBI
MakcumanbHas yueOHasi Harpy3ka ctyzeHTa 48 4acoB, B TOM YHCIIE:

-00s13aTeNbHast ayAUTOpHas yueOHas Harpy3Ka CTy/ieHTa 48 4acoB, B TOM YHUCJIE:
- 26 4aCcOB TEOPETUUYECKUX 3AHSATHI;
- 20 yacoB NPaKTUYECKUX 3AHSATHI;

- 2 yaca mudpepeHImpOBaHHBIN 3a4eT.



1. OBIIAS XAPAKTEPUCTHUKA TIPUMEPHOI PABOYEIl ITPOTPAMMBI YUEBHOI
T CHATITAHBI

1.1. Ob61acTh NPpUMEHEHHUS POrPaAMMBI
Pabouass mporpamma yueOHOW AMCUMIUIMHBI «/|OKyMEHTallMOHHOE OOecreueHue
yIpaBICHUS) SBISETCS YaCThbI0 OCHOBHOM 00pa3oBaTEIbHON MPOTrpaMMbl B COOTBETCTBUU

¢ ®I'OC no cneunansHocTH 38.02.01 DKOHOMHKA M OyXTaNTEPCKUi ydeT (110 OTpaciisiM)

1.2. leab u njiIaHMpyeMble pe3yabTaThbl 0CBOEHHUS IMCUMILINHBI:

Kox IIK, OK YMeHus 3HaHus
[IK 1.1. Oo6pabatsiBaTh | OGOpMIIATH Knaccudukanuro
HEPBUYHBIE JOKYMEHTALUIO B | JOKyMEHTOB
Oyxranrepckue COOTBETCTBUU c | TpeboBanus K
JIOKYMEHTBI HOpMaTUBHOW 0a30H, B T. | COCTaBJICHUIO U
4. C HCHOJb30BaHUEM | OPOPMIIEHUIO JOKYMEHTOB
UH(POPMaLIMOHHBIX
TEXHOJIOTUH
Hcnonp3oBath
YHU(PULUPOBAHHBIE
(GbOopMBI TOKYMEHTOB
[IK  2.7. Bomonuars | OcBauBath  TexHoJoruu | TpeboBaHus K
KOHTPOJIbHBIE TPOUEAYPHI | ABTOMATU3UPOBAHHOU COCTaBJICHUIO u
U UX JIOKYMEHTHUPOBaHUE, | 00pabOTKH JOKYMEHTaINH | 0hOPMIICHUIO TOKYMEHTOB
rotoBuTh U odopmisats | Mcnonas3zoBaTh Opranusanuro
3aBEPILAIOIINE TEJIEKOMMYHHUKALMOHHBIE | JOKYMEHTO0OOpOTA:!
MaTepualibl 0 | TEXHOJIOTUU B | IpU€EMa, 00paboTKy,
pe3ynbTaTaM BHYTPEHHETO | JJIEKTPOHHOM pEruCTpannio, KOHTPOJIb,
KOHTPOJIS JOKYMEHTO000poTE XpaHEHHE JOKYMEHTOB,
HOMEHKJIaTypy 1
I[IK 4.7. IIpoBoauts | OcBauBath  TexHOJOTHH | CHCTEMBI
MOHUTOPUHI YCTPAHEHHUsI | aBTOMATU3UPOBAHHOU JOKYMEHTAI[MOHHOTO
MEHEIKMEHTOM 00pabOTKM TOKYMEHTAlUU | 00eCTieYeHHs yIpaBICHUs
BBISIBJICHHBIX HapylleHui, | Mcnosb3oBaTh TpebGoBanus K
HEJOCTATKOB U PUCKOB YHU(PUIMPOBAHHbBIE COCTABJICHUIO 17§
(OopMBbI TOKYMEHTOB 0 OPMIICHHIO TOKYMEHTOB
Opranuzanuto
JIOKyMEHTO000pOTa:
npuema, 00paboTKy,
pErucTpannio, KOHTPOJIb,
XpaHEeHHE JIOKYMEHTOB,
HOMEHKJIATYpy JIeJl
OK 01. BriOupats | OcBauBath  TexHosioruu | [lonstue, nenu, 3agaun u




CrocoObl pelnieHust 3ajad | aBTOMaTU3UPOBAHHOM PUHITUIIBI
npodeccuoHanbHON 00pabOTKM TOKYMEHTALIUU | IeONPOU3BOJICTBA
NEeSATEIbHOCTH OcHOBHBIE MOHSTHUS
MPUMEHUTEIHHO K JIOKYMEHTAI[MOHHOTO
Pa3IMYHBIM KOHTEKCTaM oOecrieueHust yIpaBJiIeHUs
OK 02. OcywectBiars | Mcnonap30BaTh Knaccudukanuio
MOUCK, aHaIu3 U | yHU(PUITUPOBAHHBIC JIOKyMEHTOB
MHTEPHPETALINIO (OpMBI TOKYMEHTOB TpeboBanus K
nHbOopMaI, OcymiecTBIATh XPAHEHUE | COCTABICHUIO u
HE0OX0IMMON JUISl | ¥ TIOUCK JIOKYMEHTOB 0(hOPMIICHUIO IOKYMEHTOB
BBITIOJTHCHUS 3aaa4 | Mcnosib30Bath Opranuzanuio
npodeccuoHanbHON TEJIEKOMMYHHUKAIIMOHHBIE | TOKYMEHTO000pOTa:
JeSATEITLHOCTH TEXHOJIOTUU B | IpU€EMa, 00paboTKy,
3IEKTPOHHOM pEeruCTpaluo, KOHTPOJb,
JIOKyMEHTO000pOoTe XpaHEHue JIOKyMEHTOB,
HOMEHKJIATypy JIeJ
OK 04. Pa6orate B | OdopmisaTh [TonsTue, nenu, 3amadyd u
KOJUIEKTUBE M KOMAaHJE, | JOKYMEHTAILIUIO B | IPUHITUTIBI
3 pekTuBHO COOTBETCTBUU C | JETONPOU3BOACTBA
B3aUMO/ICCTBOBATH c | HopmaTuBHOU 0a30H, B T. | OCHOBHBIE MTOHATHS
KOJIJIEramu, 4. C HCHOJIb30BAHHEM | JOKYMEHTAIIMOHHOTO
PYKOBOJICTBOM, MH()OPMAITMOHHBIX obecrieyeHus yrpaBJeHUs
KJIMEHTaMH TEXHOJIOTUI Cucremsl
OcBauBaTh  TEXHOJIOTHH | IOKYMEHTAIIMOHHOTO
aBTOMATU3HPOBAHHOMN oOecrieueHus yIpaBiICHUs
00pabOTKH TOKYMEHTAIIUH
Hcnons3oBath
YHU(DUIIUPOBAHHBIC
(bOpMBI IOKYMEHTOB
OK 05. OcymectBasats | OhopmisiTh [TonsTue, uenu, 3amadd u
YCTHYIO H THCHbMEHHYIO | JOKYMEHTAIIHIO B | IPUHITUTIBI
KOMMYHUKAITHIO Ha | COOTBETCTBUU C | AENOMPOU3BOICTBA
rOCyJIapCTBEHHOM  SI3BbIKE | HOpMATUBHOU 0a30#, B T. | OCHOBHBIC TTOHATHS
P® C YUYETOM | 4. €  MCHOJB30BAHUEM | JOKYMEHTAIlMOHHOTO
0COOEHHOCTEH UHGOPMAITMOHHBIX obecrieueHus yIpaBICHHS
COIIMAJILHOTO U | TEXHOJIOTUH
KyJIbTYPHOTO KOHTEKCTa
OK 09. W cnoap3osath | Mcrionbp3oBaTh Opranuzaiuto
uH(OpPMAITMOHHbBIC TEJICKOMMYHHUKAIIMOHHBIE | TOKYMEHTO000pOTA:
TE€XHOJIOTUU B | TEXHOJIOTUHU B | IpUeMa, 00paboTKy,
npodeccuoHanbHON AIEKTPOHHOM pErucTpalno, KOHTPOJIb,
NEeATETbHOCTH JIOKYMEHTO000pOoTe XpaHEeHHe JIOKYMEHTOB,
OCBaMBaTh  TEXHOJIOTMH | HOMEHKIATYPY Je

aBTOMaTHSHpOBaHHOﬁ




00pabOTKH TOKYMEHTAIIUU

OK 10. TIlonezoBatbes | OhopmisaTh IlonsaTue, nenu, 3amauu u
npodeccuoHanbHON JIOKYMEHTAIUIO B | IPUHITUIIBI
JIOKyMEHTaIen Ha | COOTBETCTBHUHU C | IeTOMPOU3BOJICTBA
roCyAapCTBEHHOM U | HOpMaTUBHOU 0a30H, B T. | OCHOBHbIE MTOHATHS
MHOCTPAHHOM SI3bIKaX 4. C  HCHOJIb30BAaHUEM | JOKYMEHTALIHOHHOTO
nH()OPMAITMOHHBIX obecrieueHusl yrpaBJICHUS
TEXHOJIOTUHI
OK 11. Hcnomws3zoBath | OGopMIIsaTh [lonsTue, nenu, 3amadyd u
3HaHUSA 10 (HUHAHCOBOU | JOKYMEHTALIUIO B | IPUHITUTIBI
I'PaMOTHOCTH, COOTBETCTBUU C | IeTOMPOU3BOJICTBA
IJIaHUPOBATH HOpMAaTUBHOU 0a3oii, B T. | OCHOBHbBIE MOHSTHUS
NPEANPUHUMATEIBCKYIO 4. C HCHOJIb30BAHHEM | JOKYMEHTAIIMOHHOTO
JEATEIIbHOCTD B | UHOOPMAITMOHHBIX oOecrieueHus yIpaBJIeHUs
npo¢ecCuOHaNIBHON cepe | TEXHOIOT Uil Cucremsbl
OcBauBarh  TEXHOJIOTMH | JOKYMEHTAIIHOHHOTO
aBTOMAaTU3HPOBAHHOMN obecrieyeHus yrpaBJICHUs
00paboTku nokymeHTanuu | Knaccudukaiuto
Hcnonp3oBath JOKYMEHTOB
YHU(PULUPOBAHHBIE TpebGoBanus K
bopMBI TOKYMEHTOB COCTABJICHUIO u
OcyiiecTBiATh XpaHeHHUE | OPOPMIEHHUIO JOKYMEHTOB
Y TIOUCK JTOKYMEHTOB Opranuzanuto
Hcnonb3oBaTh JOKYMEHTO000pOTA:
TE€JIEKOMMYHUKAIIMOHHBIE | TPUEMA, 00paboTKy,
TE€XHOJIOTUU B | pETUCTPALlMIO, KOHTPOJb,
3IEKTPOHHOM XpaHEeHue JIOKYMEHTOB,

JTIOKYMEHTO000pOTe

HOMEHKJIATYPY AEN




2.CTPYKTYPA U COJIEP)KAHUE YYEBHOM JUCIHUITIJINHBI

2.1. O0bem yueOHOM TUCHUIJIMHBI H BU/IbI Y4eOHOH padoThl

Bua yuyeO6Hoil padoThI

O0BLeM yacoB

O0beM yuyeOHO JUCHUIINHBI 48
CamocrosiTenbHast padoTa 0
CymmapHas yueOHasi HATPY3Ka BO B3aMMOJECTBUM € 48
npenoaaBarTejieM

B TOM YHCJIC:

TEOPETUICCKOE 00yUCHHE 26
MPAKTUYECKUE 3aHATUS 20
KypcoBas paboTa (IPOEKT) 0
KOHTpOJIbHAsA paboTa 0
KOHCYJIbTall1 0
[TpomesxyTounas arrectauus (13) 2




2.2. TemaTnuyecKMii IVIaH U COAepP:KaHMe YUeOHON nucuMIIMHBI «/lokyMeHTallMOHHOE o0ecnieyeHne YIPaBJIeHUus»

OcBanBaeMble
HaumenoBanue Conep:xkanue yueOHOro MaTtepuasa u GopMbl OPraHU3anUM AeATeIbHOCTH Oo0bem
pa3/iesioB U TeM o0yyarommxcst 4acoB DJACMEHTRE
KOMIeTeH Ui
1 2 3 4
Beenenue Coaepxxanue yuyeOHOIro MaTepuasa
1. IOV - kaKk TeXHOJIOrHs ynpaBIeHUsI. 2 OK 01, OK 02
2. CpencTBa aBTOMAaTH3AIMH JOKYMEHTO000POTA. OK 01, OK 02
CamocTtosiTeibHass padoTa 00y4alOIMXCcs
Pa3nea 1. «/lokyMeHTHpPOBaHue 1eSIT€IbHOCTH MPeINPUATHII» 8
Tema 1.1. | Conep:xanue yueOHOT0 MaTepHaJia
Conep:xanue u | 1. I[Ipeamer, conepxanue u 3amauu JIOVY. OK 10,0K 11,TIK 1.1
OCHOBHDBIC st 5 MecTo 1 posib JOKYMEHTOB B YIIPaBJICHUH HA COBPEMEHHOM 3Tare OK 05, OK 10, OK 11,
COBPEMEHHOTI0 ' ’ IIK 1.1
JOKYMEHTAIIHOHHOTO 3. Jlokymen: ¢ 5 2 OK 09, 0K 10, 0K 11,
P — : y : CYIIHOCTb, (PyHKIIHUH, TpeOOBaHHSI K 0(DOPMIICHUIO. MK 1.1, [TK 2.7
ylpaBJieHUS OK 02,0K 04, OK 09,
4. YrupaBiieHue JOKYMEHTaMH. OK 10,0K 11,IIK 2.7,
11K 4.7
CamocrtosiTeibHAsA padoTa 00y4yaommMxcst *
Tema 1.2. | Conep:xanue yueOHOro MaTepuaJjia
Opranusauus 1. ®opwmel 1 cTpykTypa ciyxob JJOY. 5 OK 02,0K 10, K 2.7
cayxonpt 10Y OK 04, OK 10, OK 11,
2. ITonoxenue o cayxoe 10Y. K 2.7
CamocTtosiTeibHas padoTa 00y4al0IMXCs *
Tema 1.3. OcHoBHble | Conep:kanue yueOHOro MaTepuaJia
TpeOOBaHUs K 1. bnanky JOKYMEHTOB U TpeOOBaHMSI K HUM. 5 OK 09, OK 10, IIK 1.1
COCTABJICHUIO U 2. CTpyKTypa TOKyMeHTa. PEKBU3UTHI JOKYMEHTA. OK 09, 0K 10, IIK 1.1
o(opMIIeHHIO 3. IlpaBmia ohopmieHust pekBU3UTOB, perinameHTHpoBaHHEIX [ OCT P 6.- 2003, OK 09, OK 10, TIK 1.1
AOKYMEHTA TemaTuka NpaKTHYECKUX 3aHATHH M J1a0OPATOPHBIX padoT 2
ITpaktuueckas padot Ne 1. [IpoektupoBanue u odhopmiieHre 0JIaHKOB OpraHU3aIu 2 OK 09, OK 10, TIK 1.1
CamocTtosiTeibHass padoTa 00y4aOIMXCst *
Pa3nes 2. «CucremMbl JOKYMEHTALMOHHOIO o0ecrieyeHusl YIPaBJIeHHUs 30
Tema 2.1. Cucrema | ConepxxaHue y4eOHOro MaTepuaja 2

OpPraHu3aluoOHHO-

1. Ha3znauenwue u coctaB OpFaHI/I3aLII/IOHHO-HpaBOBOI7I JOKYMCHTAlIUN

OK 02, OK 09, OK 10,

9




NMpPaBoOBOM
AOKYMEHTAIlUN

2. CocraBienue 1 0pOpMIICHHE OTICIBHBIX BHIOB OPTraHU3allMOHHO-TIPABOBBIX
JIOKYMEHTOB

OK 11, IIK 1.1,ITK 2.7

OK 02, OK 09, OK 10,
OK 11, IIK 1.1,ITIK 2.7

TemaTuka MPaAKTHIECCKUX 3aHATHI 1 J'[aﬁ()paTOpHLIX paﬁoT

[Tpaktrueckas padora Ne 2. [Topsmok odopmiieHus Y craBa npeanpusaTHs.

OK 02, OK 09, OK 10,
OK 11, IIK 1.1,IIK 2.7

[Tpaktrueckas padora Ne 3. [Topsmok odopmienus [Tonoxenus.

OK 02, OK 09, OK 10,
OK 11, IIK 1.1,IIK 2.7

[Tpaktuyeckas padora Ne 4. OdopmiieHHE yUpeaUTEIbHBIX JOTOBOPOB, HHCTPYKLIUH.

OK 01, OK 02, OK 09,
OK 10, 0K 11, IIK
1.1,IIK 2.7

CamocrosiTesibHass padoTa 00y4YaIIUXCS

Tema 2.2. Cucrema
pacnopsiiuTeIbHOM
AOKYMEHTAI[UH

Conep:xanue yueOHOTr0 MaTepHaJia

1. HazHaueHue u cocTaB paclopsauTeIbHON IOKYMEHTAIIUH.

2. Ilpouenypa u3ganus pacropsAUTEIbHBIX JOKYMEHTOB B YCIOBHAX €IUHOJIMYHOTO
IIPUHATUSA PELICHU.

OK 01, OK 02, OK 09,
OK 10,0K 11, IIK 1.1,
K 2.7,IIK 4.7

3. Ilpouenypa n3ianus pacropsIUTEIbHBIX JOKYMEHTOB B YCIOBHUAX KOJUIETHMAIbHOTO
IIPUHSATHUS PELICHUS.

OK 01, OK 02, OK 09,
OK 10,0K 11, IIK 1.1,
[1IK 2.7,11K 4.7

4. CocraBieHue 1 opopMIIEHHE PACTIOPAAUTENbHBIX JOKYMEHTOB.

OK 01, OK 02, OK 09,
OK 10, 0K 11, IIK
1.1,IIK 2.7,11IK 4.7

OK 01, OK 02, OK 09,
OK 10,0K 11, IIK 1.1,
[1IK 2.7,11K 4.7

TemaTnka NPpakKTHYECKHUX 3aHATHH M J1a00PATOPHBIX padoT

[TpakTuueckas padota Ne 5. CocTaBieHHe IPOEKTa MOCTAHOBICHHUS.

OK 01, OK 02, OK 09,
OK 10, OK 11, TIK 1.1,
MK 2.7,11K 4.7

[Tpaktuyeckas padora Ne 6. ITopsiiok ohopMiteHust pacOpsKEHUS U PELISHHUS.

OK 01, OK 02, OK 09,
OK 10,0K 11, IIK 1.1,
[IK 2.7,11K 4.7

[TpaxkTuueckas padorta Ne 7. OdopmiieHue npuka3oB U yKkazaHui

OK 01, OK 02, OK 09,
OK 10, OK 11, TIK 1.1,
MK 2.7,1TK 4.7
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CamocrosiTesibHasi padoTa 00y4a0IMXcst

Tema 2.3. Cucrema

Coaep:xanue yueOHOT0 MaTepHaJia

CNPABOTHO - 1. HazHadeHue 1 cocTaB CIIpaBOYHO-WH(DOPMAIIMOHHON TOKYMEHTAIIUN OK 02, IIK 1.1, TIK
HH(}OPMALIMOHHOMH ' ' 2.7,1IK 4.7
JOKYMEHTALMHU OK 02, OK 09, OK 10,
2. Cocraiienre u ohopmIIeHUE CIPABOYHO-HH(POPMAIIMOHHON TOKYMEHTAIUH. OK 11, ITIK 1.1, TIK
2.7,1IK 4.7
TemMaTHKa NPAKTHYECKUX 3aHATHI U JIA0OPATOPHBIX PadoT
OK 02, OK 09, OK 10,
[TpakTuaeckast padota Ne 8 Oco6eHHOCTH 0(hOpMIICHUS aKTOB M MTPOTOKOJIOB. OK 11, ITIK 1.1, TIK
2.7,1IK 4.7
[TpakTrdeckas padora Ne9 CocraBieHUe TOKIAIHBIX, OOBICHUTEIBHBIX U CITYKEOHBIX OK 02, OK 09, OK 10,
SATTHCOK. OK 11, IIK 1.1, TIK
2.7,1IK 4.7
OK 02, OK 09, OK 10,
[Tpaktuueckas padota Nel0 OcobenHocT 0OpMIICHHS CITY>KEOHBIX MHCEM. OK 11, IIK 1.1, IIK
2.7,IIK 4.7
CamocrosiTesibHass padoTa 00y4YaIUXCs
Tema 2.4. Coaep:xanue yueOHOTro MaTepuaJia

JoxymeHTauus mo
JIMYHOMY COCTABY

1. ITonsTue o AOKYMCHTAX I10 INYHOMY COCTaBY.

OK 04, OK 05, IIK 1.1,
1K 2.7

2. Bunsr AOKYMCHTOB 110 JINYHOMY COCTaBY.

OK 04, OK 05, IIK 1.1,
1K 2.7

3. CocraBnenue 1 opopMIIeHHE JOKYMEHTOB 10 JUYHOMY COCTaBY.

OK 04, OK 05, OK 09,
OK 10,0K 11, IIK 1.1,
1K 2.7

CamocrosiTeibHas padoTa 00y4alOIMXCs

Pa3nea 3. «Texnonorust 1eJ10pPOM3BOACTBA»

Tema 3.1.
Opranuzanus
AOKYMEHT0000poTa

Conep:kaHue y4eGHOr0 MaTepuasa

1. ITonsTue u NMPUHIUIIBI OpTraHUu3alunu I(OKYMCHTOOGOPOT&.

OK 09, 0K 10, OK 11,
[NK 1.1, I[1IK 2.7

2. HpOXO)KI[eHI/IC U NMOPAAOK UCHOJHCHUA BXOAAIMIUX NOKYMCHTOB.

OK 09, OK 10, OK 11,
TK 1.1, IK 2.7

3. HpOXO)KI[eHI/IC HUCXOOAIUX U BHYTPCHHUX JOKYMCHTOB.

OK 09, OK 10, OK 11,
TK 1.1, IK 2.7
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4. Pabota ¢ KOH(pHICHIIMATHHBIMH JOKYMEHTAMHU.

OK 09,0K 10, OK 11,
K 1.1, I1IK 2.7

CamocrosiTesibHAasi padoTa 00y4a0IMxcst

Tema 3.2. Coaepxxanue yueOHOIro MaTepuaJa
Cucremaruzaumusi M . CocTaBIIcHHE HOMEHKIATYDbI e OK 09, 0K 10, OK 11,
XpaHeHue ) ) 5 [NK 1.1, 1K 2.7
AAOKYMEHTOB 2. ®opmupoBaHue u 0HOPMIICHHE JIeTT OK 09, OK 10, OK 11,
: : K 1.1, I1IK 2.7
3. IloaroToBka u nepeaaya JOKyMEHTOB Ha apXUBHOE XPaHEHUE. OK 09, OK 10, OK 11,
[NK 1.1, IIK 2.7
CamocrosiTeibHasA padoTa 00y4yalOmMXxcst *
Tema 3.3 Coaep:xxanue yue0HOro MaTepHaJia
MupopmatmonusIe u 1. UudopmMalinoHHbIE TEXHOJIOTUU B AETOMPOU3BOICTBE OK 09, OK 10, OK 11,
KOMMYHUKAIMOHHbIE | ) K 1.1
TexHoJsioruu B 1OY 2 OK 09, 0K 10, 0K 11,
2. CucTteMbl 3JIEKTPOHHOTO JIOKYMEHTO000poTa. K 1.1
. OK 09, 0K 10, OK 11,
3. CucteMsl yrpaBiieHUs TOKyMEHTO000pOTOM Ha 0OcHOBE Web — TEXHOJIOTHH. K 1.1
JAudpepeHnupoBaHHbIi 3a4€T 2
Bcero: 48
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3. YCJIOBUSA PEAJIN3ALIMU TPOT'PAMMBI JUCHUIIJIMHBI
3.1. MarepuajbHO-TeXHUYECKOE 00ecTedyeHue

Peanmuzanus mporpaMMbl JHCHMIUIMHBI TMPEIIIONIaracT HaJIWYUe Y4eOHOTro
KaOuHeTA.

O6opynoBaHue yueOHOTO KabrHETa U pabounx MeCcT KabuHeTa:

J MOCaJ0YHBIC MECTA MO KOJHYECTBY O0YJArOIINXCS;

o pabouee MeCcTo MPEeTo1aBaTells;

o KOMIUIEKT pabodeil TeTpamu «JlokyMeHTallmoHHOe oOecreueHne
yIpaBICHUNY,

. CTIPaBOYHO-METOINICCKAsI no100pKa U TeMaTHIecKasl

CUCTEMaTHU3ALIMSI HEOOXOJMMOM CIIPaBOYHOM JINTEPATYPHI;

TexHuueckue cpeacTsa 00ydeHus:
o KOMITBIOTED;
o MYJIbTUMEIHANPOEKTOD;

3.2. UndopMaunoHHoe o0ecneyeHne 00yueHust

3.2.1 OcHOBHBIEC HCTOYHMKH (MeYaTHbIC U3IAHUS):
1 Kysnenoa T.B., Cankuna JI.B. JlokymeHTalnimoHHOE oOecreueHue
yrnpasienus YueOnuk. - M.: MIIOOP,2011.- 432c.
2 Kysnenmos CJI. Jlemonpou3BOACTBO HA KOMITBIOTEpE.- 3-€ W31. UCIIP. U
nom. - M.: OOO «KypHuan ynpasnenue nepconaaom», 2013.
3 bouneipeBa T.H. Cekperapckoe neno. - M.: Beicmas mkona, 2010. Kypc
JlokyMeHTaluoHHoe obOecrnieueHue ympapieHus: YueO0.  Ilocobue. 6-¢ wu3f.,
uctp. u gom.- M.: THOPA-M Hosocubupck 2011.- 367 c.
4 AnnpeeBa B. W. JlemompousBojcTBO B KamapoBoil ciayxkbe/ - M. : AO

"busnec-mkona "Uuaren-Cunres", 2012.

3.2.2.91eKTPOHHbBIE U31aHUA (3JIEKTPOHHBIE PecypcChl)

1. [IpaBoBoe  obOecrieueHue  MPO(ECCHOHANTBHOM  JESITEIBLHOCTH
[OnexTpoHHBI pecypc]. — M. : U3naTenbckuil neHTp «Akanemus», 2016.
2. Texuuyeckas nuTeparypa [ODJEeKTpoHHBIN pecypc]. — Pexumm moctyma:

http//www.tehlit.ru, ceo6oaHbIiA. — 3ari. ¢ sxpaHa.
3. TlopTam HOpMATHBHO-TEXHUYECKOHN JOKYMEHTAIIUU [ DIIEKTPOHHBIN pecypc].
— Pesxxum moctyma: http//www.pntdoc.ru, ceo0oaHbI. — 3ariI. ¢ SKpaHa.
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3.2.3. lonoiHUTEIbHbIE MCTOYHUKH (MeYaATHbIE U3TAHUA)

1. 1. VaudumnupoBaHHBIE CUCTEMBI JOKYMEHTAIIHH.

2. 2. CucremMa opraHU3aIMOHHO-PACTIOPSAUTEIIEHON JOKYMEHTAIIHH.

3. 3. Tpebopanus xk odopmiIeHHIO TOKyMEHTOB. - M.: 31-Bo cTaHAapTOB, -
2010.

4. 4. TlpaBuna coctaBiieHUSI U OPOPMIICHUS CITYy)KEOHBIX JIOKYMEHTOB. - M. :

"Mocknura", 2009.

[lepuoauueckuie n3nanus (OTEUYECTBEHHBIE KYPHAJIbI):
1 «I'naBHBI1 Oyxranrepy,
2 «HopmaTtuBHBIEC aKTBD».
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4KOHTPOJIb M OLEHKA PE3YJbTATOB OCBOEHHUSI YYEBHOWM
JIACLHUTIJIMHBI

Pe3ysabTaThl 00yueHus Kpurepun ouenkn MeToabl OLIEHKH
Ilepeyenn 3HAHMM,

OCBaMBaeMbIX B  PpaMKax

TUCHMILTHHBI

MIOHSITHE, TIeJIH, 337291 U
IIPHHIIAIIBI JISJIOTPOU3BO/ICTBA;
OCHOBHBIC TTOHSTHSI
JOKYMEHTAIMOHHOTO
o0ecriedeHus yrnpaBIeHHUs;
CHCTEMBI JIOKYMCHTAIIHOHHOTO
oOecrieueHus ynpaBICHHUS;
KJIaCCU(PUKAIINIO TOKYMEHTOB;
TpeOOBaHUS K COCTABICHHIO H
0(OpPMIICHHUIO TOKYMEHTOR,

- OpraHU3aInIo
JIOKyMEHTO000pOTa: MpremMa,
00paboTKy, perucTpalurio,
KOHTPOJIb, XpaHEHHUE
JOKYMEHTOB, HOMEHKJIATYPY
eI

IlepeyeHsn YMEHMH,
OCBaMBaeMbIX B  paMKax
AUCHUNITHMHBI

0(OpMIISITH JOKYMEHTAIIHUIO B
COOTBETCTBUU C HOPMAaTUBHOU
0a3oii, BT. 4. C
UCII0JIb30BaHUEM
UH(OPMAITMOHHBIX
TEXHOJIOTHH;

OCBaMBaTh TEXHOJIOTUHU
aBTOMATHU3UPOBAHHOMN
00pabOTKH TOKYMEHTAIUH;
HCII0JIb30BaTh
yHU(GUUIHUPOBAHHBIE (POPMBI
JIOKYMEHTOB;

OCYIIECTBIISITH XpaHCHUE U
MOUCK JIOKYMEHTOB;
UCII0JIb30BaTh
TEJIEKOMMYHUKAIIMOHHBIE
TEXHOJIOTUHU B 3JIEKTPOHHOM
JIOKyMEHTO000pOTE;

[TomHOTA OTBETOB,
TOYHOCTD

(bOpMyTHPOBOK, HE
MEHee 75%

IIpaBUJIbHBIX OTBCTOB

[IpaBusbHOCTH
BBITIOJTHEHUS 3aJJaHUN
To4YHOCTB pacueToB
OnTuManbHOCTD
BBIOOpa Croco0oB
JICCTBUM, TEXHUK
PanmonanbHOCTH
JICUCTBUU

TectupoBanue
YcTHBIN 01TpOC
Pemenne
CUTYaIIMOHHBIX 33/1a4

Breimonnenue
MPAKTUYECKUX PabOT
Pemenne
CUTYaIIMOHHBIX 33/1a4
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