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1. AHHOTAIIAA PABOYEW ITPOT'PAMMbBI YYEBHOM AU CITUIL/TMHBI

JlokymMeHTanoHHOe ofecrieueHHe yrpaB/IeHUs

Pabouasi mporpamMma yuyeOHOW [JUCLIMIUIMHBI — SIBJSIETCS YAaCThIO TPOrPaMMbl TOJTOTOBKU
Criel[ManucToB cpefHero 3BeHa (fanee - [IIICC3) B cootBeTcTBUU ¢ PI'OC no crneruansHocTy CITO
38.02.01 «DKoHOMHKA U OyXranTepcKuil yueT».

Pabouasi mporpaMmMa y4eOHOMN JUCLIMIUIMHBI MOXKeT OBbITh MCII0/Ib30BaHa B JIOTIOJTHUTEbHOM
npodeccoHaTbHOM 00pa30BaHUM — B MpOrpaMMax TMOBBIIIEHUsT KBaM(PUKaLMd PabOTHUKOB Cdepsl
OyXranTepckoro yueTa Ha 6a3e 0CHOBHOTO 0011jero ob6pa3oBaHusl.

PekomeH/yeTCs UCIO/Tb30BaHKe pabouell porpamMmbl B IpodecCHOHATBHOM 00pa30BaHUU TIPU
o0yueHUH CTYZEHTOB [0 OYHO-3a04YHO (BeuepHel) U 3a0uHOM hopMaM 00yUeHus TI0 CrielaTbHOCTH:
38.02.01 «DKoHOMHUKA U OyXTanTepCKuil yueT».

2. PE3YJIbTATBI OCBOEHUS YUYUEBHOM AUCITUIL/TMHBI

Pe3y/ibTaTOM 0CBOEHUsI TTPOrPaMMbl yueOHOM TUCIUTIIMHBI SIB/ISIETCS TIOATOTOBKA CTYJIEHTOB K
ocBoeHuto mpodeccroHanbHbix Moayned ITITICC3 mno crenuanbHocT 38.02.01 «DKOHOMUKA U
OyXranTepcKuil yueT» v OBa[IeHHI0 OOLMMY KOMIETeHLIUSIMHU:

OK 01. BbiOupate  criocoObl  pelieHdsi  3a7ad  MPO(ECCHOHA/NILHOW  /IeATebHOCTH
MIPUMEHUTEeTbHO K Pa3/IMUHbIM KOHTEeKCTaM

OK 02. Ocyl11ecTBAATh TIOMCK, aHAaM3 U UHTepPHpeTaluio WHdopMalud, HeobxoqumMou s
BBITIOJTHEHUSI 3a/1au NpodeCcCUOHAMbHOM AesTe/TbHOCTH

OK 03. [TnaHupoBaTh U peasu30BbIBaTh COOCTBEHHOE TpPOQecCHOHaTbHOe U JIMUHOCTHOE
pa3BUTHE

OK 04. PaboraTh B KoJUleKTHBe W KOMaH/e, 3¢ GheKTHUBHO B3aUMO/IeHiCTBOBATh C KOJIJIeramMH,
DPYKOBOZICTBOM, K/TMEHTaMHU

OK 05. Ocy11ecTBIATb YCTHYIO U MMCbMEHHYH0 KOMMYHHUKALIUIO Ha TOCYJapCTBEHHOM SI3bIKe
Poccwuiickoii ®esepaiii ¢ yueToM 0COOEHHOCTEM COLMANBbHOTO U KYJIBTYPHOTO
KOHTEKCTa

OK 06. [IposiBiSTE rpa’KJaHCKO-MIaTPUOTUYECKYHO MO3ULIUI0, JEMOHCTPHUPOBATh OCO3HAHHOE

TOBe/IeHre Ha OCHOBE TPAJMLIMOHHBIX OOIeue/I0BeUeCKHX L[€HHOCTeM, TIPUMEHSTh
CTaHAAPThl aHTUKOPPYILMOHHOTO MOBeIeHUsI

OK 07. CogeiicTBOBaTb ~ COXPaHEHHIO  OKpY’Karollel  cpefibl,  pecypcocOepesxeHHro,
3(()eKTHUBHO [IeMCTBOBATh B UPe3BbIYANHBIX CUTYALUSIX
OK 08. Vcnonb3oBath cpefcTBa (DM3UUYECKON KyJ/bTYPbl [JI1 COXpaHEHWs U YKpeIlleHHs

30pOBbsi B Tipoljecce TMpodecCUOHaNbHOW /IeATe/IbHOCTH W TOAJep KaHus
He0OX0IMMOT0 YPOBHS (hHM3UUeCKOH MOATr0TOBIEHHOCTH

OK 09. Vicniosib30BaTh MHGOPMAaL[MOHHbIE TEXHOJIOTUHU B NPOdeCCUOHANbHOM JeaTe/lbHOCTH
MK 1.1 O6pabatbiBaTh MepBUUHbIE OyXTanTepCcKhe JOKYMEHTHI
[IK 1.2 Pa3pabaThiBaTh W COTr/IACOBBIBAaTH C PYKOBOJACTBOM OpraHM3aluyd pabouuii TiiaH

CueToB OyXrasTepCcKOro ydyeta opraHU3aruu

K 1.3 [IpoBOAUTL yueT [eHEeXHbIX CpeJCTB, OGOpPM/ISATh [JeHeKHble W KacCOBble
JOKYMEHTBI




K 1.4 dopmHupoBaTh OyXraaTepcKue MPOBOJKU IO yYeTy HMYIeCTBa OpraHW3aluv Ha
OCHOBe pabouero TiaHa CueToB OyXranTepcKoro ydyera

[IK 2.1 dopmupoBaTh OyXraaTepckue TIPOBOJKM IO YYeTy WCTOYHUKOB HMYIIeCTBa
OpraHv3aljii Ha OCHOBe pabouero riaHa cueToB OyXranaTepckoro yuyera

[IK 2.2 BeirosHATe MOpyuyeHUs PYKOBOACTBA B COCTaBe KOMUCCHUU II0 WHBEHTapU3aluu
VIMYILleCTBa B MeCTax ero XpaHeHusl

[IK 2.3 [IpoBOAUTL TOATOTOBKY K WHBEHTapu3allid W TIPOBEPKY [1eHCTBUTEIBLHOIO
COOTBeTCTBUS (PAKTUUYECKUX JIaHHBIX MHBEHTapU3alU1 JaHHbIM yueTa

IIK 2.4 Otpaxkath B OyXranTepCcKuX MPOBOAKAX 3aueT U CIIMCAHHE HeJOCTaud L|eHHOCTel
(perynvupoBaTh MHBeHTapU3aLjMOHHbIE Pa3HULIBI) [0 pe3y/ibTaTaM MHBeHTapu3aluu

I1K 2.5 [TpoBOAMTS TpOLIeAyPhl MHBeHTapU3aii (PUHAHCOBBIX 00s13aTe/ILCTB OPraHu3alin

IIK 2.6 OcyuecTBasTs cO0p HHPOPMAIUK O /IeSITeTbBHOCTH 00beKTa BHYTPEHHETO KOHTPOJIS
10 BBITO/THEHUIO TpeOOBAHWI TMPAaBOBOM W HOPMAaTHUBHOM 0a3bl M BHYTPEHHUX
peryiaMeHTOB

K 2.7 BrInoyHATE KOHTPOJIBHBIE TIPOLeAypbl M UX [OKYMEHTUPOBaHWe, TOTOBUTb U
oopM/ISTh 3aBepluaolle MaTepUaJbl M0 pe3y/ibTaTaM BHYTPEHHeI0 KOHTPOJIS

[IK 3.1 dopmupoBaTh Oyxrantepckue MPOBOJKYU 10 HAUMC/IEHHIO U TIepeurC/IeHHI0 HaJIorOB
¥ cOOPOB B OFO/KETHI Pa3/IMYHBIX YPOBHEH

IIK 3.2 OdopmraTe TIaTeXXHbIe [JOKYMEHTHl [Jisi Tepeurc/ieHdsi HajoroB U cOOpOB B
Oro/pkeT, KOHTPOJMPOBATb UX TIPOXOXKJEHHe IO PacyeTHO-KaCCOBLIM OAaHKOBCKUM
orepanusam

I1K 3.3 dopmupoBaTh OyxraaTepckue TIPOBOJKM I10 HAUUC/IEHHI0 U Ilepeurc/eHrIo
CTPaxOBbIX
B3HOCOB BO BHeOI/PKeTHbIe ()OH/IbI Y HaJIOTOBble OpraHbl

IIK 3.4 OdopmiisiTe MIaTe)KHble [TOKYMEHThl Ha Iepeurc/ieHue CTPAaXxOBbIX B3HOCOB BO

BHeOH/KeTHbIe (DOH/IbI ¥ HAJIOTOBBIE OPraHbl, KOHTPOJIMPOBATh UX MPOXO’KAEHHE TI0
PaCcyeTHO-KaCCOBBIM OAHKOBCKHMM OTepalysM

C uenblo OBJaZieHUs] YKa3aHHbIM BHUAOM Mpo¢deCcCUOHANbHOU JesiTelbHOCTA / BUIOM

AedaTeJIbHOCTH

N COOTBETCTBYHOLIMMU HpO(i)eCCI/IOHaJ'IBHbIMI/I n 06H_II/IMI/I KOMIIeTEHLIUSAMU,

oOyuaroluiics B X0/le OCBOeHHsT yueOHOW AUCLIUTITMHBI/TIPO(eCCHOHALHOTO MOAY/IS 10/KEH UMeTh
MPAKTUUECKUW OMbIT, YMEHUS U 3HAHUS

Pe3y/IbTaThl Kop n Koj 1 HanMeHOBaHKMe yMeHHH Kop n
HauMeHOBaHHUe HavMeHOBaHue
(ocBoennbie IIK u NPaKTUYeCKOro 3HaHUM
ombITa
OK2.0OpranuzoBsiBa | [11. OdbopmsATh Y1. Odpopmasite gokymenTanuto | 31.IToHsiTHe,
Thb COOCTBEHHYIO | IOKYMEHTALUIO B B COOTBETCTBMY C HODMAaTUBHOM | Lie/H, 3a/jaui U
[lesITe/IbHOCTb, COOTBeTCTBUU C ba3zoii (2u.) TIPUHLUIIBI
OIpefiesIiTb MeTO/bl | CTaHZAAapTaMH, J,eJI0IIPOU3BO/CTB
¥ Cr1oco0bl perjiaMeHTHUPYIOLLY a, HOpMaTHBHO
BBITO/THEHUsI MU TIPOLeCC MeTOMYeCKYI0




ripoecCHoHaTbHBIX
3ajiau, OL|eHUBaTh
1x 3¢ (eKTUBHOCTh
Y KauecTBO

JOKYMEHTHUPOBAHU
A

0a3y, ee cocTas,
I'C JIOY (2u.)

[12.0¢opmnenue

Y?2.0cBauBaTh TeXHOJIOTU

32.0cHOBHBIE

PEKBU3HUTOB aBTOMATHU3UPOBAHHOW 00PabOTKK | TPOTPAMMBI JIIsT
AOKYMEHTOB JOKyMeHTaruu (24.) ABTOMAaTU3UPOBAH
Pa3paboTka N
OKS5.Ucnonb3oBath 6/1AHKOE HOM 00paboTKM
HHMOPMalIMOHHO- KVMEHTOB (24.
(bopmany JIOKyMeHTa JIOKYMEHTOB (24.)
KOMMYHUKaL[1OHHbI
[TocTtpoeHnue
e TexXHOJIOTUH [Jise .
coBepreHcTBoBaHus1 | KOHCTPYKIHMOHHOM
npodeccroHanbHoM | CETKH OKyMEHTa
JeATeIbHOCTU cpenctBamu I1K. .
Odopmnenue
6/1aHKOB B
3/1eKTPOHHOM
BU/IE.
[TK1.1.06pabatbiBa | I13.Pa3paboTka u ¥Y3.Wcnonb3oBaTh 33.Cucrema,
Tb NepBUYHBIE | ohopmiieHHe YHUPULIMPOBaHHbIE (HOPMBI KJlacCuuKaLus
OyxranTepckue IITaTHOIO JOKYMEHTOB (24.) JOKyMeHTaLu! U
JIOKYMEHTbI
pacnucaHusl. YHUPULIMPOBaHH
ble JOpMbI
3aro/jiHeHue
6 JIOKYMEHTOB,
Tabesnst popm
(bop NIpUMEHsIEMbIX B
[1e7I0NpOM3BO/ICTB
e B OpraHu3aluu
(2u.)
[14.0OnepaTtuiBHOE ¥Y4.0cy111ecTBIATE XpaHeHue U 34.TpeboBanust K
XpaHeHue TOUCK I0KyMEHTOB (2u.) XPaHEeHUIO,
OK4.0OcymectBsiATh | AOKYMEHTOB cpefCTBa U
TIOMCK, aHa/U3 U Opranusanys CIOCOOBI
OLIEHKY TeKYIIero XpaHeHUst
vH(bopMalLuy, (onepaTUBHOIO) JIOKYMEHTOB (24.)
HeobxoquMo Jjist XpaHeHus Jel.
TIOCTAHOBKU U Herno.

pelileHust
rpodeccroHanbHbIX
3aziay,
nipodeccroHaIBLHOT
0 Y JINYHOCTHOTO
pa3BUTHUS

dopMupoBaHue U
odopmsieHue fier.
OcobeHHOCTH
dbopMrpoBaHus
Pa3IMYHbIX TPy
JIOKyMEHTOB.
TurioBble CPOKU
XpaHeHUs1
JIOKYMEHTOB




IToaroroBka u

nepeziaua

JIOKyMEHTOB Ha

apxvBHOE

XpaHeHue.

JKCIiepTr3a

L[eHHOCTH

JOKYMEHTOB.

I15.0dopmiieHue ¥Y5.Ucnosib30BaTth 35.0pranusanuro

JOKyMEHTOB B TeJIEKOMMYHUKAIIMOHHBIE JOKyMEHTO000pO
OK5.Vcronb30Bath | apromaTisupoBaHH | TEXHOIOTHMHU B 3IEKTPOHHOM Ta: TpueM,
HE()OPMAIAOHHO- oii cucreme JOY. | mokymeHTOoOOOpOTE (2U.) 00paboTKy,
ROMMYFMRAWIORTLL | b 1o smapanme perucTpaLuio,
€ TexXHOJIOTUU [IJist
CoBepleHCTBOBaHHs | AOKYMEHTOB. KOHTPO/JTb,
npodeccronanpHol | OpraHusaiys XpaHeHue
JesITeTbHOCTH 3JIeKTPOHHOT O JIOKYMEHTOB,

JOKyMeHTOoOopoTa HOMEHK/IaTypy

Jen (2u.)




3. CTPYKTYPA U COJEPKAHUE YYEBHO! JUCIIUTIAHBI

3.1. TemaTuyecKuid IUIaH Y4Ye0HOM JUCIUIVIMHBI «/lOKyMEHTallMOHHOE o0ecrmeyeHHe

yrpaB/ieHHSA»
O6beM BpeMeHM, OTBe/IeHHBIM Ha OCBOEHHe
yueOHOMN JUCLIUTUTUHBI / IIpakTrka
o < § MeXIMCLUMITMHAPHOTO Kypca (KypCcoB)
= cex O0s3aTenpHas CamocTogTe/bH [Ipou
9 S g = @ | aypuTopHas yueOHas ast pabora 3B.
% JE— 5 g o g S | Harpyska oOyuatouerocst | o0yuaromierocs (1o
@]
S I 5< & 2 9 BT.U. | BT.U. B T.U. npod
SE| BEgd = = 6 Vue6 | P
Q9| BT o i 2 J1ad0paT | kypco KYypCo WTEO
SE| 85K = & OpHBbIe Bast Basi Hasl,
83| 2E¢S o E | Beer aboTbI crenu
E2| 8 =3 fE & p pa6or | Bcero, | pa6or | 14C0 | o010
— E = ] ( [+7] =~ 0, nu B
=4 N o @ ¢ = =) a YacoB a )
= 2 B < : S T | YacoB | MpPaKTUY CTH),
N = =] ¢ S o eckue | (Tpoe (rpoe 4aco
( = g 3aHATHS, | KT), KT), B
R = = YacoB | yacoB 4acoB
1 2 3 4 5 6 7 8 9 10 11 12
K | OI1.04
1.1, | Jokyme
1.3, HTal[OH
2.2 HOe
’ 44 | 44 12 24 20 - - - - -
2.7 obecriey
eHue
yTipaBie
HUSI
Bcero: 44 | 44 12 24 20 - - - - -




3.2. Cojiep>kaHue 00yuyeHHs 10 yueOHOH AUCHUILUIHHE «/I0OKyMeHTallioHHOe ofecrnieyeHHe ynpaBIeHHsA»

HaumenoBaHue Copepxanue JlabopaTopHbIe, Oo6s3aTeNbHasA Ywvenusi, | inpopmanuoHHO- DopmbI U
pas3fesioB U TeM y4eOHOr0o MaTepuasa NnpakTHYecKue u yuyeOHas Harpy3ka 3HaHMA TeXHUYecKoe BH/bI
KOHTPOJ/IbHbIE (uac) obecneueHue KOHTPOJIsA
paboThI,
caMoCTosATeTbHask o g 2
S | ¢5| % £ x
pabora < z 3 2 S £ T =
< ] = -
oGyuarmuxcs g e g E E| vy 3 5 B 5 E
8 5 T o X =
o &El B z E g2 >
2 | O < e = e
S S 8 S =9 = O ©°
S |2 E| 2 w
= T =
& =
1 2 3 4 5 6 7 8 9 10 11
Pasgen 1. 3nauenue JIOY B opraHM3aniy ¥ ero HOpMaTHUBHO-IIPAaBOBOe
peryJiMpoBaHue
Tema 1.1. Bepnenue. Cojep)xaHue yueOHOro MaTepHasia
CogepyxaHuve u
OCHOBHbIE 33/]auk O6bekt, mnpeamer JOY. Lens | - 2 - - 1 1,2, 1llc. 1.3,1.4 | Ompoc o teme
COBPEMEHHOI'0 W3yueHUss JUCLUTUIMHBL OO1mas 3 40-47 3aHATUSA
AOKYMEHTALMOHHOTO | yanakTepucTuka Kypca, CBS3b C
obecrieueHus p
R ——— OPYTMMH  [UcCLUIIMHaMU.  PoJib
ooy B JleaTeIbHOCTH
OpraHu3aLuu. 3HaueHue
3HaHUM M yMeHH# B obsacTu
HOY pnsa cneyuanvcra
Tema 1.2. [Tonsarue «yHUDHUKALUSI». | - 2 - - 3 4 1.1, 13,14 Ormpoc o Teme
HopmatuBHo- l'ocypapcTBeHHbBIE c.34-39 3AHSITUS
[IPABOBOE 1 YHUPULIMPOBAHHbIE CHCTEeMBI
MeTOIUYEeCKOe
JOKyMeHTaliu [MonsiTHE
perynvpoBadue [JOY
«CTaH/apTH3aLHsl  IOKYMEHTOB».
TpeboBaHus K pa3paboTke




YHUGULIMPOBAHHBIX ¢dhopm

JIOKYMEHTOB. Knaccudukanys
YHUPUITMPOBAHHBIX hopm
JokyMeHTOB.  O6Ijepoccuiickue

K/1aCcCU(UKATOPbI JJOKYMEHTarH.
Cnyx6a JOKYMEHTaIlMOHHOT'0
obecrieueHus1  ympaB/ieHUs, ee
3a/lauv, CTPYKTYpa, JO/DKHOCTHOMN
coctaB. PernameHTtanusi paboThI
cnyx6n1 IOY

Paspgen 2. lokymenTHpoBaHue. CucTeMbl AOKYMeHTAaL[UH.

Tema 2.1. OcHoBHble | [ToHsiTue «bnaHK fJoKymeHTa». | PaGora 1.0 3 5,7 1.1,c. 1.3,1.4 ITpoBepka
TpeboBaHus K | OcHoBHbIe TpeOOBaHMUS K Odopmiterne 73-79 BBITIOJTHEHUS
COCTaBJIEHHIO u eKBU3UTOB JIOKYMEHTOB.
obopII0 FORYNEITa | oo e | Ocomie TpeGonannn patoTsi 1.0
0J1aHKY IOKyMeHTa
cocTaB peKBU3UTOB. Crioco6bl
JOKyMEHTHPOBaHMSI.
B03MO>XHOCTH NTPUMeHEeHHUsT
HMH(MOPMAaI[MOHHBIX
TEXHOJIOTUH U TEXHUUECKUX
CpeJCTB B JOKyMEHTHPOBaHUU
Tema 2.2. Bugpt opraHu3alMoHHo- | PaGora 2.0 Paspabotka 1,2,3| 5,7 1.1, 1.3,1.4 ITpoBepka
MIPaBOBBIX JOOKyMeHTOB. | M odopmienne  OIT[] c.147- BBIMO/IHEHUS
Cucrema OPL. PaspaGotka u ogopmiaenue | CTPYKTypa M IITaTHas 151 pa6ots! 2.0
gpiiiiig;ﬁzHHo_ OpraHM3aljAOHHO-NPaBOBBIX | AC/IEHHOCTD
TpaBOBO# JoKymeHTarmy, | AOKYMEHTOB,
Pa3spaboTtka u | PerylaMeHTUPYIOIMX
otopmiieHre JeATeIbHOCT ~ OpPraHM3aluu
OpraHH3aIMOHHO- (yupeauTenbHBIE JJOKYMEHTHI, )
TIPaBOBBIX TOKyMEHTOB PaspaGotka u odopmnenue | Pabora 3.0 Paspa6orka 1,23 | 57 llc. 13,14 ITposepka
OpraHu3alMOHHO-TIPaBOBBIX U odopmieHre JOKyM. 147-151 BBITIO/THEHUS
JlOKyMEHTOB, [MpaBuia  BHYTpPEHHEro pa6otsl 3.0

TPYZAO0BOTO pacropsifika
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peryaMeHTUPYIOIINX
JIeSITeIbHOCTE  CTPYKTYPHBIX

To/ipa3zesieHui u
JO/DKHOCTHBIX JIHL]
(pernameHT, 10JIOKEeHUS,
VHCTPYKL[UM)
Tema 2.3. Tlogcucrema Cucrema pacrnopsauTenbHoii | KoHTpoabHast paboTta 1,2,3| 5,7 1.1c. 1.3,1.4 ITpoBepka
pacropsAuTeTbHON JOKyMeHTaI1H. Buipr Pa6ora 4.0 151-156 paboThI
JOKyMeHTal1H. pacropsiiuTeIbHbIX Paspa6otka n
PaspaboTka u JIOKyMEeHTOB ocopmieHHe HPHKEBE
o(opmienue o OCHOBHOM
PaCITOps/IUTe bHbIX ACATETBHOCTH
JIOKYMEHTOB
Tema 2.4. Cuctema Oco6eHHOCTH COCTAB/IEHHS U 1,2,3| 5,7 1.1 1.3, 1.4 | Ompoc 1o Teme
rH(MOpMaI[OHHO- odopmiieHUs c.156- 3aHSITUS
CMpaBOYHOMN HMH(OPMAL[MIOHHO-CITPaBOYHBIX 159
JIOKyMeHTalH. JJOKYMEHTOB.
PaspaboTtka ToKkymMeHTHUpOBaHMe
oopmieHre JOKyMEHTOB | 3ace[jaHWi KOJUlerHanbHbIX
OpraHoB
Knaccudukarnys, Pa6ota 5.0 1,2,3| 57 1.1 13,14 [TpoBepka
ocobeHHOCTH cocTaB/ieHuss 1 | [lIOKymMeHTUpOBaHUe €.156- BBITIOJIHEHUS
o opm/IeHUsI TOACHUCTEMBI 3acelaHUN 159 pa6otsl 5.0
JOKYMEHTOB KaJIpOBOIr'o KoJl1eruajibHbIX
Ha3HAYeHMUsI OpraHoB. AKTHpOBaHUe
COOBITHI
Tema 2.5. OcobeHHOCTH 1,2,3 | 5,7 1.1 13,14 [IpoBepka
paspaboTKu 1 Oco6eHHOCTH COCTaB/IeHUs U PaGora 6. ¢.156- BBIIIO/THEHMS
odopmsieHus TOKyMEeHTOB O(OPMIIEHUST JOKYMEHTOR OcobGennoctn 159 paboTs! 6.
CHPaBOHHO- JIMYHOTO TIPOMCXOK[EHHSI OhopmIeHHS o
HUH(OPMALHOHHBIX AOBEPEHHOCTEH,

AOKYMEHTOB JIMUHOI'O

pacImcoK, 3asiB/IeHUH,
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TIPOUCXOXK/IEHHS pestoMe
Tema 2.6. O6111e Cny>kebHast IepenucKa Ha Pabora 7.0 1,2,3| 5,7 1.1 1.3,1.4 [TpoBepka
OCHOBBI JIeJIOBO#M npeAnpusATAd. Buasl nucem. Pa3pabortka U c.220- BBITIO/THEHUS
KOpPPeCITOH/|€HLIVH. Kommepueckasi riepenuicka. odopmiieHre TMChbMa 238
Jloruueckoe MoCTPOeHne pabotst 7.0
JokymeHTOB. TpeboBaHus K
JleJIOBOM peyu.
I'pammarnueckue
0Cc00OEeHHOCTH [1eJI0BOY peum.
Tema 2.7. IToacucrema Pabora 8.0 IlpaBuia 3 3,5 1lc 13,14 [IpoBepka
/:[OFOBOPHOﬁ O(bOpMIIEHHH. 274-276 BBITIOJTHEHUS
AOKYMEHTALIH. Oco6eHHOCTH COCTaB/IEHUS U Paspaborka 1 paboter 8.0
Paspa6oTka u odopmieHue J0roBopa
odopmiieHus JOTOBOPOB
odopmiieHHe
JTIOKYMEHTOB.
Tema 2.8. 1,2,3| 3,5 1.1 1.3, 1.4 | Ompoc o Teme
. c.176-
Ilopcucrema KaapoBou Oco6eHHOCTH COCTaBEHUS U 184
AOKYMEHTALAHN. oopM/IeHHs OKYMEeHTOB
Paspabotka u JIMYHOTO JieNa.
oopmieHre KaZipOBbIX
JIOKYMEHTOB.
Pa3zjen 3. Opranu3anus padoThl C JOKyMeHTaMHU.
Tema 3.1. TTpUHIMITEI OpraHU3aIy Pabora 9. OG6pabGotka 4 5,6,7 1.1, 13,14 @poHTaTBHBIN
IoKyMeHT00O0poTa. PopMbl BXOJAILUX, UCXOJAIUX U ¢.105- OIpOC I10 TeMe
OpraHusarys OpraHu3aLyH paboThl ¢ BHYTPEHHMX JJOKyMEHTOB. 108
AOKYMEHTO000pOTa. JOoKyMeHTamu. [IpoxoxxzeHre Vicrionb30BaHme (bopm IIposepxa
PErucTpaiyu JOKYMEHTOB
Y TIOPA/IOK UCTTOJTHEHUS BBITIO/THEHUST
BXOZSIIUX JOKYMEHTOB. paboTel 9
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[MpoxoxxeHre UCXOAIIUX U
BHYTPEHHUX JOKYMEHTOB

Tema 3.2. Odopmserne
HOMEHK/IaTyphbI Jern.
IlogroroBka u nepepaua
IIOKyMEHTOB Ha
apXHMBHOe XpaHeHue

OrneparusHoe
JIOKYMEHTOB Opranusanus
TeKyLero (omepaTrBHOTO)
XpaHeHust Jie.
dopmupoBaHue U odopmieHre
Jer. OcobeHnHocTn
(hopMUpoOBaHUS Pa3/TUUHBIX
IPYII [OKyMeHTOB. THIOBbIe
CPOKU XpaHeHUs1 I0OKyMEeHTOB B
COOTBETCTBUU C
HOMEHKJIaTypOu Jien

XpaHeHHe

Pa6ota 10. O
®opmupoBaHUe 51
odopMeHue Zena.
IlogroroBka u mnepepaua
JIOKyMEHTOB Ha apXHBHOe
XpaHeHue

4,5

1.1
c.105-
112

13,14

IIpoBepka
BBITIOJTHEHUST
paboter 10

Tema 3.3.
ABTOMaTH3aIMsA
Nnpo1eccoB JOY.
TexHuuyeckue cpejacTBa
ylpaB/eHus

Bo3moxxHocTr TpYMeHeHUs
KOMIIbIOTEPHBIX TEeXHOJIOTMM B
JIOKYMEeHTHUPOBaHUU u
OpraHv3aLyy
JIOKyMeHTo0bO0poOTa.
DJIEKTPOHHas
TIOJITUCh

urdpoBas

KonTtposnrHast pabora

4,5

7,8,9

1.1
c.321-
330

13,14

[IpoBepka
BBITIOJTHEHUSI
paboThI

ONeKTpOHHAas TMoYTa. 3aluTa
nHdopmarym. Cucremsbl
OITUYEeCKOrO  pacIio3HaBaHUs
uHpopmauu. lcronbp3oBaHue
NpaBOBbIX HMH(OPMAaLMOHHbIX
CHUCTEM

4,5

7,8,9

1.1
c.321-
330

13,14

Orpoc 1o Teme

Breppenue
3/1IeKTPOHHOTO
JIOKyMeHT000O0poTa Ha
TIPeITIPUSITHH.
ABTOMAaTH3MPOBaHHbBIE
paboure MecTa
ABTOMaTH3MpOBaHHbIE
CUCTEMBI  [1eJIONIPOM3BO/ICTBA.

CHUCTEeMBbI

(APM).

Cucrema 3/IEKTPOHHOT'O
nokymeHntoobopora (C3/I), ee
CTPYKTypa  HCIIO/Ib30BaHUEM

CpeJICTB Te/eKOMMYHMKAL[1U.

4,5

7,8,9

1.1
c.321-
330

1.3,1.4
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OpFaHI/IBElLU/IH 3JIEKTPOHHOI'O

JIOKyMeHT00060poTa
ATTecTalusi 10 AUCLUILIMHE B opMe aAuddepeHIIMPOBaHHOTO 3aueTa Auddepennup
OBAHHBIN
3a4yeTr
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4. YCJIOBUS PEAJIM3AIINN PABOYEI ITIPOTPAMMBI YUEBHOI
JTACITUTUIAHBI

4.3. O6uue TpeGoBaHMs K OPraHu3anuy 00pa3oBaTe/IbHOIO Mporecca
3.1. TpeﬁoBamm K MUHUMA/IbHOMY MaT€PUA/IBHO-TEXHUUYECKOMY o0ecrneyeHHIo

Peanuzaiyss  mMporpaMMbl  AWCLUILVIMHBI  TpeOyeT  Hanuuus  yuebHOoro  KabuHeTa
«ToKyMeHTallMOHHOTO 00ecrieueH sl YIpaBIeH s».

O0Oopy/oBaHue yueGHOro KabMHeTa:

- T0Ca/I0OYHbIe MeCTa M0 KOJIHUECTBY 00yUaroIuXCs;
- pabouee MecTo Tipero/jaBaTeJis;
- IporpaMMmHoe obecrieueHure 00IIEro Ha3HaUeHMsI
- KOMIIIEKT y4eOHO-MeTOJMUeCKOl [JOKYMEHTal|MH, KOMIUIEKT y4eOHbIX MOCOOUH; pa3faTouHbIH
MeTOMUeCKUi MaTepras 00pasijbl JOKyMeHTOB (0/1aHKH, (POPMbI, UHCTPYKLIUH U T.I1.).
TexHUUYECKHE CPeJCTBa 00yUeHUs:

- KOMITBIOTEpHI C JIMLIEH3MOHHBIM ITPOrPaMMHBIM 00ecrieueHreM;
- MyJIbTUMeJHanpOeKTOop, SKpaH;

3.2. lndopmarmonHoe obecrieyeHne 00yueHust

1.0CcHOBHBIE HCTOYHHUKH:

1. Kys3nenos, Y. H. [lTokymMeHTallMOHHOe o0ecrieueHue yrpas/ieHus. [JoKyMmeHToo60poT U
JIeJIONPOM3BO/ICTBO : yueOHUK U npakThkyM Asisi CI1O / U. H. Ky3HenoB. — 3-e W3/, 1ep. U JIO1.
— M. : UzparenbctBo FOpaiit, 2019. — 462 c. — (Cepus : TIpodeccroHansHoe 06pa3oBaHue).
— ISBN 978-5-534-04604-5. — Pexxum goctyna : www.biblio-online.ru/book/A7E915F2-
DB9B-406C-9ABB-2405EC3AD7E1.

2. [lomosiHUTE/IbHbIE UCTOUHUKH:

1. Tnaguii E.B. [lokyMeHTaLMOHHOe 0OecrieyeHHe yripaBsieHusi: Ydye6Hoe ocobue. CIIO. - M.:
WL PUOP, HUL] UH®PA-M, 2019. - 249 c.: 60x90 1/16. - (TTpodeccronambsHOe 0Opa3oBaHue)

http://znanium.com/bookread2.php?book=468335
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