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1. MACIHOPT IPOI'PAMMBbI YYEBHOM JUCHUITINHBI
JIOKYMEHTAIIMOHHOE 00ecneYeHue VIIPABJICHUS

1.1. O6s1acTh NPUMEHEHUs] IPOTPAMMbI

[Iporpamma  y4yeOHOM  AMCHMIUIMHBI  SIBJIIETCS.  4YacTbl0  OCHOBHOM
00pa30BaTeNbHOM MPOTPaMMbl TOJATOTOBKM CHEIMAIMCTOB CPEAHETO 3BEHA B
cootBerctBUM ¢ PI'OC mno cneumansHoctn  CIIO 38.02.01 DOxoHOMHKA H
Oyxranrepckuil ydé€r (IO OTpacisiM), YKpyNHEHHas TIpynna CHEUaJIbHOCTEN
38.00.00 DxoHOMUKA U YIIPABIICHUE.

[Iporpamma y4eOHOW JIUCHUIUIMHBI MOXET OBITh HWCIIOJIb30BaHA B
JOTIOTHUTEIBHOM ~ MPO(GECCHOHAIBHOM ~ 00pa30BaHUM  JJIi  TOBBIIICHHUS
KBATM(PUKALUKA U TEPENOATOTOBKA PAOOTHUKOB IKOHOMHUYECKOW M OyXrajaTepckoit
cdepsl nesarenbHOCTH 1o cnenuaibHocTu 38.02.01 DxoHOMEKa M OyXxraiaTepckuit
y4€T (110 OTpacisim).

1.2. MecTo y4eOHOIl NMCHUILIMHBI B CTPYKType OCHOBHOH 00pa3oBaTe/IbHOM
NMPOrpaMMbl MOATOTOBKH CHEHUAJINCTOB CPeIHEro 3BeHAa: JUCLHUILUINHA BXOJUT B
oO1ienpodecCuoOHaNbHBIN ITUKIL.

1.3. leau u 3a7a4d y4eOHOM AMCUMILIMHBI — TPe0OBaHUSA K pe3yabTaraM
OCBOCHUSA YU4eOHOM TMCHUTIIUHDI:
Conepxxanue nporpamMmbl «JlOKyMEHTAllMOHHOE OOECIEUCHUE YIPABICHUSD)

HaIlpaBJIEHO Ha JOCTHKEHHE CIEAYIOIIMX LEeeH:

— SBJSIETCSI YCBOGHHME TEOPETHMUECKMX 3HAHUM B 00JaCTM HOPMATHUBHO
IpaBOBOM 0a3bl JOKYMEHTAI[MOHHOTO O0ECIIeUEHUs yIpaBICHHUs

— OpraHuzanuu padoT 1o JeJ0NPOU3BOJICTBY,

— OBJAJICHHE TNPUEMAaMH COBPEMEHHOIO JEJIONPOU3BOJACTBA, a TaKKe
(dbopMupoBaHrEe HEOOXOJUMBIX CIIELUATUCTY KOMIIETSHIIUH.

B pesynbTaTe ocBoeHUs y4eOHOW JUCITUTUIMHBI 00YYaIONTUNCS JOJIKEH:

yMeTh:

0hOpMIISITH IOKYMEHTAIMIO B COOTBETCTBUM C HOpMAaTHUBHOW 0a30ii, B TOM
YHUCJIe C UCTIOIb30BaHUEM UH(POPMAITMOHHBIX TEXHOJIOTHIA;

3HATH:

MOHSITUE, LIEJIN, 338]1a491 U NPUHIKIBI AEJIONPOU3BOJICTBA;

OCHOBHBIE TTOHSTHUSI IOKYMEHTAIIMOHHOT'O 00ECIICUCHUS YIIPABICHUS;

CUCTEMBI IOKYMEHTAITMOHHOTO 00ECTICYeHHS YIIPABIICHUS;

yMeTh:

OCBaMBaTh TEXHOJOTUM aBTOMATU3UPOBAHHON 00PAaOOTKHU TOKYMEHTAIINH;

MCIIOJIh30BaTh YHU(UITMPOBAHHBIC (DOPMBI TOKYMEHTOB;

3HATh:

MOHSITUE, LIEJIN, 38]1a41 U IPUHLMIIBI AEJI0NPOU3BOICTBA;

OCHOBHBIE TTOHSTHS IOKYMEHTAIIMOHHOTO 00ECIIeUeHH sl YIIPaBIICHUS;

CHUCTEMBI JOKYMEHTAI[MOHHOTO 00EeCTIeYeHHUs YIIPaBIICHHUS;



KJIaCCU(PHUKAIUIO JOKYMEHTOB;

yMeTh:

OCBaMBaTh TEXHOJIOTHHA aBTOMATU3UPOBAHHON 00paOOTKHU JOKYMCHTAIINH,

HCIIOJIh30BaTh YHU(HUITUPOBAHHBIE (POPMBI IOKYMEHTOB;

OCYIIIECTBJISATH XPaHEHUE U TIOUCK JOKYMEHTOB;

3HATh:

CUCTEMBI IOKYMEHTAITMOHHOTO 00ECTICUCHUS YIIPABIICHUS;

KJIaCCU(PHUKAITUIO JOKYMEHTOB;

TpeOOBaHUS K COCTABICHHUIO i O(OPMIICHHIO IOKYMEHTOB;

yMeTb:

OCYIIECTBIISITH XPAaHCHHUE U TIOUCK IOKYMECHTOB;

UCTIONb30BaTh TEICKOMMYHUKAIIMOHHBIE TEXHOJOTHH B JJIEKTPOHHOM
JIOKYMEHT0000pOTE;

3HATh:

TpeOOBaHMS K COCTABICHHUIO U OPOPMIICHUIO JOKYMEHTOB;

OpraHU3aINI0 JOKYMEHTO000pOTA:

npueMa, 0OpabOTKy, PETUCTPALMIO, KOHTPOJb, XpaHEHUE JOKYMEHTOB,
HOMEHKJIATypy JIeT;

yMeTh:

HCITOJIh30BaTh TEJIEKOMMYHHUKAIIMOHHBIC TEXHOJOTHH B  3JIEKTPOHHOM
JIOKYMEHTO000pOTE;

3HATh:

OpraHu3aInIo JOKYMEHTO000pOoTa:

npuema, 00pabOTKy, PpErucTparuio, KOHTPOJb, XPaHEHHUE JIOKYMEHTOB,
HOMEHKJIATypy JIeT;

yMeTh:

WCITOJIB30BaTh TEJIEKOMMYHHUKAIIMOHHBIC TEXHOJOTHH B JJIEKTPOHHOM
JIOKYMEHTO000pOTE;

3HATh:

OpraHU3aIHI0 JOKYMEHTO000pOoTa:

npueMa, 0OpabOTKy, PETUCTPALMIO, KOHTPOJIb, XpaHEHHUE JOKYMEHTOB,
HOMEHKJIATYpy JIeT;

yMeTh:

OCBaMBaTh TEXHOJIOTUM aBTOMATU3UPOBAHHON 00PAaOOTKHU TOKYMEHTAIINH;

UCIIOJIb30BaTh TEJIEKOMMYHUKAIIMOHHBIE TEXHOJOTMH B DJIEKTPOHHOM
JIOKYMEHTO000pOTE;

3HATh:

MOHSITUE, TSN, 33]1a4U ¥ TIPUHIIUIIB JIEJIONPOU3BOJICTBA;

OCHOBHBIC TTOHSTHUS JOKYMEHTAIIMOHHOTO 00€CTICUCHUS YITPABICHMUS;

CUCTEMBI IOKYMEHTAITMOHHOTO 00SCTICUCHUS YIIPABIICHUS;

yMeTh:

0pOpMIIATH TOKYMEHTAIIUIO B COOTBETCTBHHM C HOPMATHBHOHN 0a3oii, B TOM
YHCJIC C UCITOJIB30BaHNEM HH(DOPMAITMOHHBIX TEXHOJIOTHIA;

3HATh:

KJ1IacCU(UKAIUIO TOKYMEHTOB;



TpeOOBaHUS K COCTABICHUIO U O(DOPMIICHHIO TOKYMEHTOB;

OpraHM3aIfIo JOKYMEHTO000pOTa:!

npuema, 00pabOTKy, PErucTpaluio, KOHTPOJIb, XPaHEHHWE OKYMEHTOB,
HOMEHKJIATYpy JI€T;

Byxranrtep nomken o6ianaTh 0OOIMUMHA KOMIETCHIUSIMHU:

OK 1. Bribupate cnocoObl pemieHHs 3afad Mpo(ecCHOHATBHOM esSTEIbHOCTH
IPUMEHUTENBHO K Pa3IMYHBIM KOHTEKCTaM

OK 2. OcymiecTBiaTh TMOUCK, aHAIKM3 M HHTEpIpeTaluo uHbopmauu,
HEOOXOMMOM I BBIIOJHEHUS 3a7a4 IPOo(eCCUOHATIBHON JeSTENIbHOCTH

OK 3. IlnanupoBaTh M peajM30BBIBATH COOCTBEHHOE MPO(YECCHOHAIBHOE MU
JUYHOCTHOE Pa3BUTHE

OK 4. PaboraTp B KOJUIEKTHBE U KOMaHje, 3()(PEKTUBHO B3aMMOJEHCTBOBAThH C
KOJUIETaMH, PyKOBOJCTBOM, KJIMEHTaMHU

OK 5. OcymecTtBiasaTe yCTHYHO M IHUCBMEHHYI0O KOMMYHHUKAllMIO Ha
rocygapcTBeHHOM si3bike Poccuiickoit @expepauuu ¢ y4eToM OCOOEHHOCTEN
COLIMAJIBHOTO U KYyJIbTYPHOTO KOHTEKCTa

OK 9. Hcnonb3oBaTh HH(POPMALMOHHBIE TEXHOJOTMU B MPOQPECCHOHATBHON
NeATEIbHOCTH

OK 10. ITonp3oBatbcst pohecCHOHaIbHON TOKYMEHTALMEW HAa rOCY1apCTBEHHOM
Y UHOCTPAHHOM $I3bIKaX

1po(hecCHOHATBHBIMA KOMITETCHIUSMHU:

[1K 1.1. OGpabarbiBaTh epBUYHBIE OyXTadTePCKUE JOKYMEHTHI

1.4. PexomMenayeMoe KOJMYECTBO YACOB HA OCBOEHHME NMPOrpaMMbl y4eOHOM

AUCHMILIMHBI:

MaKCUMaJbHOU yueOHOU Harpy3ku oOydatomierocs 84 yac, B TOM 4ucCIe:
00s13aTeNTbHON ayIMTOPHOM y4eOHOM Harpy3ku oOydaromierocst 64 yacos
camMoCTOsITeNbHas paboTa — 8§ 4acoB

2. CTPYKTYPA U COJAEP)KAHUE YUEBHOM JJUCIHUILJINHBI
2.1. O0bem yueOHO# JUCHMIUIMHBI M BUAbI Y4e0HOH padoThl

Bupx yueOHoi1 padoThI Oovem uacos
MakcumasibHasi yueOHasi HAarpy3ka (Bcero) 84
Oo0s3aTeIbHAS ayAUTOPHAs YUeOHAasi HATPY3Ka (BCero) 64

B TOM YHCJIE:
JabopaTopHbie pabOThI -
PAKTUYECKUE 3aHATHUS 34
KOHTPOJIbHBIE Pa0OTHI -
KypcoBas pabora (IpoekT) (eciu npedycmompero) -
MIPOMEKYTOUHAS ATTECTAIIHS 12

CamocTosiTesibHasi padboTa 00y4arierocst (Bcero) 8

B TOM YHCJIC:
caMOCTOsTeNIbHAasg paboTa HajJ KypcoBOW paboTou -




(IpoeKTOM)

Umoeosas ammecmayus 6 ghopme (ykazamy)

3 cem. - axz3amen




2.2. TemaTu4yeCcKMid IJIAH U COlEePKAHUE Y4eOHOI JUCHUILINHBI [[OKyMeHTaJIbHOE 00ecledeHue yIpaBJieHusI

HaunmeHnoBanue Copep:xanue y4eOHOr0 MaTepHaJia, JIa6opaTopHble PadoThHI U MPAKTHYECKHe 3aHATHSA, CAMOCTOATeIbHasA padoTa O0BeM yacoB YpoBeHn
pa3aesioB M TeM 00y4yaloIuXxcs, KypcoBasi padora (IPOeKT) (eciu npedycmompeHvl) 0CBOEHHS
1 2 3 4
Paznen 1. IlonsiTHE 0 JOKYMEHTAIIMOHHOM O0ecTeYeHNH YIIPaBJIeHHsI. 1
BTeMa L Coneprkanue y4eOHOro MaTepuasa 2
3},];212““]?;, Hcropus pa3BUTHS HAYYHBIX TIPEACTABICHUH O JOKYMEHTAITMOHHOM OOCCIICYCHHUH YITPaBICHUS.
contepanme CoBpeMEHHOE COCTOSIHUE JTIOKYMEHTAIIMOHHOTO OOeCTieueHusl yrpaBieHus. HopmaTuBHO-TIpaBoBast
e — 0a3za opraHu3alui JOKYMEHTAIMOHHOTO OOCCIICUYCHMsI YIpPaBJICHUS KaK OCHOBAa TEXHOJOTHUHU
«JlokyMeHTauMOHHOe OponcecCoB yIPaBJICHUA.
ofecneyenme OHSITHE JOKYMEHTA, IOKYMEHTUPOBAHHUSI, JOKYMEHTAI[MOHHOTO OOSCIICUCHUS yIIPABICHHUS.
yIpaBIeHus» Knaccudukalius u BUAB JAOKYMEHTOB. YHU(UKAIMS U CTaHAAPTH3ALUS YIPABICHUYECKUX
Knaccnuxanust u AOKYMCHTOB
BH/bI JOKYMEHTOB.
Tema 1.3 Cojiepkanue yaeOHOro MaTepuajia 2 1
Tpasuna opopmuenns | [TpaBuiia ohOpMICHHS OCHOBHBIX PEKBHU3HUTOB.
ocHoBHbIX pekpusutos. | [IpakTHueckue 3aHATUA 2 2 3
Paspaborka (mpoektupoBanue) OjlaHKa opranusamnun. M300paxkeHne peKBU3UTOB.
Paznmen 2. I[OKYMeHTHpOBaHI/Ie vnpaB.ﬂquecxoﬁ ACATCJIBbHOCTU.
Tema 2.1 Coaepkanve yueOHOro MaTepuaiia 4 1
Cucrema Cucrema OpraHu3allMOHHO-PACIOPSAAUTEIBHON JOKYMEHTALMM : YCTaB, MOJIOKEHUE, MHCTPYKLUS,
OpraHu3aHOHHO- MpaBujia  BHYTPEHHErO0  Paclopsaka. YHupumupoBanHas ~ CHCTEMa  OPTaHU3AIMOHHO-
pacnopsmuteasnoii | pacnopsaauTeasHor gokyMmenTamuu (OPJ1). 'OCTe1 na OP/I.
JOKYMEHTALMH [IpakTnueckue 3aHsaTHSA 3 2 3
Odopmrenne cay)eOHbIX TOKYMEHTOB B COOTBETCTBHH ¢ TpeboBanusmMu 'OCTa na OP/I.
[Ipaktuueckue 3ansatus 4 2 3
OdopMIleHHE OpraHU3aMOHHBIX JIOKYMEHTOB: YCTaB, IMOJIOKEHUE, TOTKHOCTHAS MHCTPYKIIHSL.
[IpakTrueckue 3aHATHS O 2 3
CocraBieHHE OpraHU3allMOHHOr0 JoKyMeHTa «lllTaTHoe pacurcaHuey.
Tema 2.2. Copep:xaHue y9eOHOr0 MaTepuaia 4 1
Pacnopsutenbusie | PacliOpsiAMTENIbHBIE JOKYMEHTBI: NMPUKa3bl, MOCTAHOBIECHHUS, PEIICHUS, yKa3aHUs. |peOOBaHUS K
noKyMeHTBI: puKasel, | O(QDOPMIICHHIO TOKYMEHTOB. Kiaccudukaiys opraHU3allMOHHO-PACTIOPSIUTEIHFHOM JOKYMEHTAIINH:
0CTAHOBJICHHSI, OpPraHMU3AIMOHHBIE JTOKYMEHTHI, PaCHOpsSIUTENbHbIE, CIPaBOYHO-UH(POPMAIIMOHHBIE, CIYXEOHbIE
pelienusi, yKasaHusi nucbMa.
[IpakTnueckue 3auatus 6 2 3
CocTrapicHHE MPUKA30B 0 OOIIEH IeITEIbHOCTH
ITpakTnueckue 3aHATHS 7 2 3
CocTaByieHHE IPOTOKOJIOB, COBEIIAHNM, 3aceJaHmil, KoHMDepEeHIMi, cOOpaHMi U T.II.
Tema 2.3 Cojnepxanne yaeOHOro MaTepuaja 4 1
Cocrapenne Cocrasrienne nHGOPMAITMOHHO-CIIPABOYHBIX MAaTEPUATIOB: CIIPABKH, JOKIATHBIE U OObSICHUTEIbHBIC
HH(OPMALMOHHO-
CIPABOYHBIX 3aMMCKHU, aKThl, CITY)KEOHBIC TTHCbMa, 0030pbl, CBOAKU. [locTaHOBIEHHUS, pEIICHHS, POTOKOJIBI Ha
MAaTepHajioB OCHOBE KoeruaabHocTu. MHCTpyKIu. CripaBoYHO-HHPOPMAITMOHHBIE TOKYMEHTHI, aKT;

JoKJIaaHas (ciykeOHas) 3anucka; cnpaBka. OhopmIIeHHe aKTOB HAJIOTOBBIX MHCIIEKITHA.




[IpakTrueckue 3aHsATUS 8

CocraBiieHHE CIIPaBOK.

[IpakTueckue 3aHsATHS 9

CocraBneHre BHYTpPEHHEH | BHEIIHEW MokiagHo 3amucku. CocraBiieHHe OOBSICHUTEIBHON
3aIHUCKU.

IIpaxkTrueckue 3anarus 10
CocraBiieHHE aKTOB MHBEHTAPU3ALNH, IpPUEMa-TIepeadn, HEIOCTauH, SKCIEPTU3bl JTOKYMEHTOB.

CamocTosTenpHas pa60Ta CocraBneHue I/IHd)ODMaI_[I/IOHHO'CH]I)aBO‘IHBIX MaTcpHualioB

Tema 2.4

Pa3HOBHIHOCTH MHCEM.

Cozepxkanne yaeOHOro MaTepuaja

PaznoBunnoctu mucem. CiykeOHble THUChbMa. J[€10BOe MUCHMO B YCIOBUSAX yHUUKauK. branku
s nuceM. Kimaccudukanys KoppecroHIeHIMH; UHUIIMATUBHAS U OTBETHAsI, J€JI0Bast U
KOMMep4YecKast. SI3bIK ¥ CTHIIb AETI0BOI KOppECTIOHACHIINH. THITOBBIC U TpadapeTHbIe Ciry)KeOHbIe
nucbMa. IHMIMaTUBHbIE U OTBETHBIE CIyXeOHble iuchbMa. IIrcbMa - 3a1pockl U MUCbMa - OTBETHI
OpraHu3aluil -KpeaAuTopoB. TUIOBBIE rapaHTUHHBIE TMCbMa OT OpraHu3alui (rapaHToB) OaHKaM O
IIOTalIeHUH KpeauTa. TUIoBOe COMPOBOAUTENBHOE MUCHMO K JI0TOBODY.

[TpakTnueckue 3ansatus 11

CocraBneHrue nUCEM-TIPUTTIANICHUE, MUCEM-pa3pelieHusi, MHUCEM - MOATBEPKICHMS, IHUCEM —
HallOMUHAHUE, COIPOBOJUTEIBHBIX ITUCEM.

[IpakTuueckue 3anarus 12

Cocrapiienrue nHGOPMAIIMOHHBIX, PEKIAMHBIX, TAPAHTHIHBIX MMMCEM M MHCEM HAIIOMUHAHUSI.

CamocrositenbHas padbota CocTaBlI€eHUE TUIOBBIX FApaHTUHHBIX MUCbM OT OpraHu3alui (rapaHTOB)
0aHKaM O TIOTAIICHUU KpeauTa. THIIOBOE COMTPOBOAUTEIHLHOE MUCHMO K JIOTOBODY.

Pasznen 3

OdopmiieHne JOKYMEHTOB 110 JUYHOMY COCTaBY.

Tema 3.1
IIpuka3ssl N0 JUYHOMY
€OCTaBY.

ConepxaHue yueOHOro Matepuaia

[Ipuka3pl MO0 JMYHOMY COCTaBy. 3asBIIEHHME O IpUEME Ha pabdoTy, O MEPEeBOAE Ha JPYTyIO
JOJKHOCTh, O TpenocTaBieHUU oTmycka. ConaepxaHue TPYAOBOM KHUXKKH, JUYHOM KapTOUKH,
KOHTpakTa.CTpykTypa ¥ (QYHKIUU CIyKO JOKYMEHTAIIMOHHOTO OOECIeUYeHUsl YIpaBJCHUSI.
anaBneHHeEenaMH, CEeKpeTapuart, KaHLEISIpHs, SKCeAuIus. JJOJKHOCTHOM M YMCIIEHHBIA COCTaB
cinyx0. JIOIDKHOCTHBIE = WHCTPYKUMH  COTPYIOHHKOB  chmyx0. OpraHu3alMOHHBIE  CXEMBbI
JOKYMEHTAI[MOHHOTO ~ OOeCledYeHHsl  ympaBieHus. HWHCTPYKIUsS 10  JOKYMEHTAI[MOHHOMY
00eCre4eHunIo yngaBneHm.

Cocrap u y4eT 00bEMa JOKYMEHTOO0OPOTA NPEANPUATHI W opranu3anuii. Opranusauus paboThI C
JOKYMEHTAlME, MOCTYNAIOMEe B YUYPEXKACHUS, MPEANPUATUSA, OpraHU3aluu: TPUEM BXOISIIMX
JOKYMEHTOB. ABTOMaTH3allMsl IPOLECCOB JOKYMEHTALIMOHHOIO 00eCeYeH s YIIpaBIeHUsI.

ITpakTnueckue 3ansatus 13 . .
CocraBieHrue NpUKA30B MO JUYHOMY cocTaBy. CocTaBieHHE 3asdBICHUNA. 3anucud B TPYIOBOH
KHUXKKE.

ITpakTnueckue 3ansatus 14
Pabora ¢ nureparypoii_ «M3ydeHHe 3aKOHONATENBHBIX AKTOB M HOPMaTHBHO-METOJAMYECKHX
JOKYMEHTOB (efiepalibHON apXUBHOMU ci1yObl Poccuu o apXMBHOMY XpaHEHUIO JOKYMEHTOBY.

Paznen 4

JloroBopHo-npaBoBas JOKYMEHTAIHS.

Tema 4.1
Tpynosoii morosop.

Coziepkanue yaeOHOro MaTepuaia

ITonstne moroBopa (KOHTpakTa), CorjialieHus. TumoBas (opMma KoHTpakrta. IIpumepnas (opma
Joropopa mocrtaBku. [IpoTokosbl  pa3Hornmacuii K jgoroopam.TumoBas ¢opma gororopa




0ankoBckoro BkianalloHsTHe Tpy10BOro 10roBopa, ero 3HaueHue. 1pynoBoi koaekc PO. CTopoHbl
TpynoBoro porosopa. Coxep:kaHue TpynoBOro Aorosopa. Buael TpynoBbeix mnoroBopos. Tpynosoi
JOTOBOp (KOHTpAaKT) M MOpPSAOK €ro 3akiroueHus. IIpaBoBoe peryaupoBaHuE€ JOTOBOPHBIX
OTHOWICHUH. JIOKYMEHTBI, MpeaoCTaBIsIeMble IMPH TOCTYIUIGHWH Ha padborty. Odopmienue Ha
%a60Ty. HcnblTanus npu npueme Ha padoTy.

OHATHE M BHUABI IIEPEBOJOB IO TPyHOBOMY IMpaBy. OTiuuue NEPEeBOAOB OT IEPEMELIEHUS.
CoBMECTUTENBCTBO.
OcHoBaHMsI NpeKpalieHus TpynoBoro goropopa. Odopmienue yBonbHeHUs paboTHUKa. [IpaBoBble
IIOCJIC/ICTBHS] HE3aKOHHOI'O YBOJIbHEHHUS.

[IpakTueckue 3anarue 15

CocraBieHre TUIOBBIX IOTOBOPOB. 3
Pazgea S. S3bIK M cTHJIb 0QUIIHAIBHBIX JOKYMEHTOB
Tema 5.1 Cojzepxkanue yaeOHOro Marepuaia 1
OcobGennocTn Oco0eHHOCTH O(UIMAIBHOTO — JAEJIOBOIO CTWJIA. YIOTPEOJEHUE MPONUCHBIX M CTPOUYHBIX OYKB.
o(pUIHAILHOIO — Haubonee ynorpebnsiembie cokpaiieHus cioB. OdopMieHue 1aT U 9ucel B JOKYMEHTaX.
JeJI0BOr0 CTHJIS JIOKyMEHTBI OTHOCSIIMECS K BHEIIHEAKOHOMUYECKOW JEATEIbHOCTM OpraHu3aluu:  JeJoBas
Kommepueckas MepenucKa; JOKYMEHTHI, 0(pOPMIISIOIINE BHEITHETOPTOBBIE CACIKH; MPETEH3NOHHbBIE TOKYMEHTHI.
nepenuckKa npu
BHCIHIHCOIKOHOMHUYECK H 16 3
oii 1eATeNLHOCTH PaKTUYECKOE 3aHSITHE .
[IpuMeHeHne Ha TPAKTUKE OCOOCHHOCTEH OQUIMAIBLHO — JEJIOBOTO CTWJISA NMPU O(QOPMIICHHH
JIOKYMEHTOB 110 BHEITHESIKOHOMHUYECKON ACATSIbHOCTH
Pa3nen 6 Opranun3anus paéoTsl ¢ JOKYMEHTaMH.
Tema 6.1 Copepxanre yueOHOro MaTepuaia 1
Perucrpauns, yser u | PErucTpanus, y4eT U MHACKCUPOBAHUE JIOKYMEHTOB, NOPSIAOK ABMXKEHUS ITOKYMEHTOB. [lopsaok
MHIEKCHPOBAHNE 00pabOTKH MOCTYMAIIUX JOKYMEHTOB. [lopsnok 00paboTKu OTHpaBiIsieMbIX TOKyMeHTOB. [IpaBuia
JIOKYMEHTOB. perucTpalvii U WHAEKCUpPOBaHWE JOKYMEHTOB. [IpoBepka mpaBUIBHOCTH OGMOPMIICHHS, HATUUHS
NpUIOKEHUH, anpecata. COpTUpPOBKAa MO BUAAM OTIPABICHHI, COCTABIEHHE OMHUCEH, PEECTPOB
PaCCBLIKH.
[TpaxkTnueckoe 3ansatue 17 3
CocTaBJIEHHE OIMCEH, PEECTPOB PACCHLUIKH.
CamocrositenbHass pabotra CocTaBlIieHHE OINUCEH, PEECTPOB pacChUIKU. [IpoBepka MpaBUIBHOCTU 3
odopMIIeHHUS, HAJTWYK IPUJIOKECHHUH, ajipecara.
Tema 6.2 Cojzepkanye y9eOHOro MaTepuaia 1
Opranusanus Opranuzanys KOHTPOJSl 332 MCIOJHEHUEM JOKYMEHTOB. KapTOUKM KOHTPOJUPYEMBIX TOKYMEHTOB.
KOHTPOJIS 32 dopmupoBaHue Jell. XpaHEHUE JOKYMEHTOB, COCTABIECHUE HOMEHKIIATYD JIEII.
HNCIIOJTHCHHUEM
JOKYMEHTOB [IpakTuueckoe 3ansitue 18 3
Perucrparus BXoASImKX, UCXOANIUX U BHYTPEHHUX IOKYMEHTOB B JKypHaJle U Ha KapTOuKe (B T.4.
B DJIIEKTPOHHOH dopme).
CamocrositenbHas padota @opMupoBaHue JieJ. XpaHEHHE TOKYMEHTOB, COCTaBICHUE HOMEHKIIATYP 3
JICIL.
Tema 6.3 1

Conepkanuie yaeOHOro MaTepuania
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Homenkiatypa nei
OpraHu3alMH.
Hopsagoxk nepenaun
JOKYMEHTOB B ApXHB
WJIH YHHYTOKEHHe.

TunoBas u mnpuMmepHas HOMEHKiarypa nen. HomeHknaTypa paen  opranusauuu. OOpasen
HOMEHKJIATyphl JieJ1, 0hopMIIeHHE JOKYMEHTOB B zienax. O010KKa Aell, OIHUCH .

OcHoBHbIE 3Tanbl NEpeJayd JOKYMEHTOB B apXUB WIM Ha YHMUYTOKEHHE. DKCIIEpTH3a LIEHHOCTU
JOKYMEHTOB: ~ TIOHSATHE,  HasHadeHue. [IpuHOMNBI W KPUTEPUM OIPENEIICHUS HAYy4HOW,
UCTOPUUYECKON M MPAKTUUECKOW LEHHOCTHU JOKYMEHTOB. DKCIEPTHbIE KOMUCCUM, HMX (QYHKIUM U
mpaBa. JTambl TPOBENEHHUS OSKcrepTu3bl M odopmienue ee PesdympratoB. Cpoku ~XpaHEHUs
JOKyMEHTOB. [lepeyHu NOKYMEHTOB C yKa3aHMEM CpPOKOB XPaHCHWS.

[lopsanok nepenadu A€l B apXUB WIM YHUUTOKEHUS JOKYMEHTOB. APXHUB: IIOHATUE, HA3HAYCHUE.

IIpakTueckoe 3ansatue 19 2 3
dopMupoOBaHUE A€ U IOATOTOBKA UX K apXUBHOMY XPaHEHHUIO.
ITpakTuueckoe 3ansitue 20 B 2 3
CocraBneHue axkTa Ha YHUYTOXKEHHE JOKYMEHTOB. (CocTaBieHuE oOmnuced,  mepenadyu el
YHUYTOXKCHUS.
HpOMe)KYTO‘IHaH aTTecTanus 12

Hroro 84

Jns XapaKTepUCTUKH YPOBHSI OCBOCHHS YI€OHOTO MaTepHaa HCIOIB3YIOTCS CIIEAyIONIHe 0003HAYCHUS:

1. — o3HaKOMUTENBHBIH (Y3HABAaHHE paHEe NU3YYCHHBIX 00BEKTOB, CBOHCTB);

2. — penpOoIyKTUBHBIN (BBIMOIHEHHE AEATSILHOCTH IO 00pasily, HHCTPYKIIMU WITH O]l PyKOBOJICTBOM)

3. — IPOAYKTUBHBIN (ITAHKPOBAHUE U CAMOCTOSITEIIFHOE BHITIOJTHEHHE JIESITEIbHOCTH, PEIICHHE TPOOIEMHBIX 3a/1a4)
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3. YCJIOBUS PEAJIU3AIIMN YUEBHOM JUCIHUILIVHBI
3.1. TpeOoBanuss K  MHHUMAJIbHOMY

o0ecIeYeHNIo

Aya. 1304 KaOuHeT JOKYMEHTALMOHHOIO 00€CTIeUYeHUs YIIPaBICHUS
Yyebnast mebens Ha 30 TOCaIOYHBIX MECT, pabodee MeCTO MperoaaBaTes, T0CKa
MmenoBas-1 mrT., mkadsl KHWKHBIE 5 T. KomnbioTep npenogaBatens Pentium
E5300. ITpoexTop NEC ¢ npoeknionHsiM 3kpanoM Star. [lepeueHb
JUIIEH3UOHHOTO mporpammHoro obecriedenus: Microsoft Windows Professional
(KOHTPAKT Ne 244/20 «26» utons 2020 r, Microsoft Office Professional
(KOHTPAKT Ne 244/20 «26x» uronst 2020 ), 7-Zip (freeware).
1224 TlomerieHue 111 CaMOCTOSITEIbHOM paboThl 00YUYarOIIMXCS
Kommbrotepasie cToiibl -15 mt. CTon 1715 COBEIIaHHM ¢ KOMIUIEKTOM CTYJIbEB Ha
26 genosek. Hoyroyk HP Intel(R) Core (TM) 2.7 Hz- 15 . M®V Laser Jet
1132MFP- 2 mr. [Ipoektop SANYO c skpanom Media. [lepeuenb TUIIEH3MOHHOTO
nporpamMmmHoro obecrnieueHus: Microsoft Windows Professional (KOHTPAKT Ne
244/20 «26x» urons 2020 r, Microsoft Office Professional (KOHTPAKT Ne 244/20

«26y» ntons 2020 1), 7-Zip (freeware).

3.2. UudopmanmnonHoe odecnevyeHne o0yueHust

MaTCPUHAJIBHO-TCXHUYICCKOMY

Bbubauorpaduyeckoe onvucaHue U31aHUA
(aBTOp, 3ar/1aBue, BUA, MECTO M IO U3JaHUs, KOJ. CTP.)

OcHoBHas/

JOIMOJIHUTEJIbHAsA

JuTepaTypa

Knuroo6ecne4eHHOCTb

KoJua-Bo. 3k3.
B 010J1.
CIIoI'Dy

DJIeKTPOHHBbIE
pecypchl

Kazaxesuu T. A.

JlokyMeHTanmoHHOe 00ecTIeueHIEe yIPaBICHHUS
Yuebnuk u npaktukym s CI1O / Kazakeruu T.
A., Tkamuu A. . — 2-¢ u3n., ucrp. 4 aon .—
OnekTpoH. JaH. — Mocksa : M3natensctBo FOpaidt,
2019-177c.

OCH

ObC FOpaiit

[Tysanosa H. H.

/loKkyMeHTallMOHHOE 00eCTIeYeHUE YIIPaBICHHS
Yueonuk n npaktukym st CI1O / Hlysanosa H. H.
— DnexTpoH. naHn. — MockBsa : 3nateinsCcTBO
FOpaiit, 2019 .— 221c .— (IIpodeccuonansHoe
oOpa3oBanme)

OCH

9bC KOpaiirt

Pymbiauna JI. A.
JIOKyMEeHTallMOHHOE 00eCIIeUeHNE YIIPABICHUS

yIeOHUK JIJIs1 CTYJIEHTOB 00pa30BaTEIbHBIX
YIpPEXISHUH CpetHero mpodecCnoHaIbFHOTO
oOpaszoBanus / JI.A.Pymbianaa .— 10-e u3m., crep. —
Mocksa : Akagemus, 2012 .— 224 ¢. — (Cpennee
npodecCHoHaANBHOE 00pa3oBaHKe

OCH

66

bsnr B. C.

/lokyMeHTaroHHOE 00ecTieueHre YIPaBICHHS.
FOpunudeckas TexHuka : Yueonoe mocobue s
CIIO / bsnt B. C. — 2-e u3n., ucnp. u gomn .—
OnekTpoH. 1aH. — Mocksa : UznatensctBo FOpaiiT,
2019 .— 103c.

1011

ObC HOpaiit
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http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=676&TERM=%D0%9A%D0%B0%D0%B7%D0%B0%D0%BA%D0%B5%D0%B2%D0%B8%D1%87,%20%D0%A2%D0%B0%D1%82%D1%8C%D1%8F%D0%BD%D0%B0%20%D0%90%D0%BB%D0%B5%D0%BA%D1%81%D0%B0%D0%BD%D0%B4%D1%80%D0%BE%D0%B2%D0%BD%D0%B0%5B1,1004,4,101%5D&LANG=rus
https://www.urait.ru/bcode/437587
http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=676&TERM=%D0%A8%D1%83%D0%B2%D0%B0%D0%BB%D0%BE%D0%B2%D0%B0,%20%D0%9D%D0%B0%D1%82%D0%B0%D0%BB%D0%B8%D1%8F%20%D0%9D%D0%B8%D0%BA%D0%BE%D0%BB%D0%B0%D0%B5%D0%B2%D0%BD%D0%B0%5B1,1004,4,101%5D&LANG=rus
https://www.urait.ru/bcode/433679
http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=804&TERM=%D0%A0%D1%83%D0%BC%D1%8B%D0%BD%D0%B8%D0%BD%D0%B0,%20%D0%9B%D1%8E%D0%B4%D0%BC%D0%B8%D0%BB%D0%B0%20%D0%90%D0%BD%D0%B4%D1%80%D0%B5%D0%B5%D0%B2%D0%BD%D0%B0%5B1,1004,4,101%5D&LANG=rus
http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=676&TERM=%D0%91%D1%8F%D0%BB%D1%82,%20%D0%92%D0%B8%D0%BA%D1%82%D0%BE%D1%80%20%D0%A1%D0%B5%D1%80%D0%B3%D0%B5%D0%B5%D0%B2%D0%B8%D1%87%5B1,1004,4,101%5D&LANG=rus
https://www.urait.ru/bcode/441885

I'pozora O. C. imort ObC HOpair.
emonpoun3soacTBo : YueoHoe nocodue / I'posora O.
C. — DnekTpoH. nadn. — MockBsa : 3natenscTBo
IOpaiit, 2019. -126¢.

JTopormna JI. A. mon
JTokymenTOBeIeHHE | YUEOHUK U TpaKTHKyM [t PBC I0paiir.
CIIO / non pen. Hopouunoit JLA. — 2-e u3., niep. u
Imon .— DnexkTpoH. naH. — Mocksa : U3natenscTBo
FOpaiit, 2019 .— 309c.

Abymanze II.T. mor OBbC IOpaiir

JlokyMeHTannoHHOE 00ecTieYeHUE yIpaBIecHHS
nepcoHasioM : Y4ueOHuk u npaktukym s CIIO /
Abynanze /1. I'., Bempsokkuna M. b., Macnosa B.
M. — Dnektpon. 1aH. — Mocksa : M3naTenscTBo
IOpaiit, 2019 .— 299¢c.— (IlpodeccuonanbHOE
obpazoBaHue) .

Kysnenos U. H. mon OBbC Opaitr.
/IoKyMEHTallMOHHOE 00ECTIEUEHUE YIIPaBICHHS
nepcoHanoM : YueOnuk u npakrukym s CI1IO /
Ky3uneuos U. H. — OnexktpoH. gan. — Mocksa :
UznatenscTBo HOpaiit, 2019 .— 521c .—
(ITpodeccronanpaoe 0OpazoBanue)

4. KOHTPOJIb 1 OIIEHKA PE3YJIBTATOB OCBOEHUS YUYEBHOU
JUCHHUIIJINHBI

Kontposb M omeHka pe3yJbTaTOB OCBOCHUSA Y4eOHON  JUCHUIUIMHBI

OCYIIECTBIISIETCS  MPEMOJABATEIEM B IPOLECCE TMPOBEIACHUA IPAKTUYECKUX

3aHSATUM, TECTHUPOBAHMS, BBINOJHCHUS OOYYAIOIMIMMHUCA  WHIUBUIYAIbHBIX

3aJaHUIl.

(I)OpMI)I H METOAbI
KOHTPOJIAl M OLIEHKH pPe3yJIbTaTOB
o0yueHust

1 2
Ymemy: ITpoBepka mpakTHYECKUX padoT,
- opopMISTH JOKYMEHTAI[MI0O B COOTBETCTBUU ¢ | YCTHas OICHKA
HOpPMAaTUBHOM 0a3oii, B T.4. C HCIOJIb30BAHUEM
MH(OPMALIMOHHBIX TEXHOJIOTHH;
- OCBaWBaTh TEXHOJOTMH aBTOMAaTH3UPOBaHHON 00paboTku | IlpoBepka mnpaxrtudeckux pabor,

PesyabTaTsl 00yyeHust
(ocBOEHHBbIE YMEHNs, YCBOCHHbIE 3HAHNSA)

JIOKYMEHTAIlUH; yCTHAsI OIICHKa

- HCTIONIb30BaTh YHU(PHUITUPOBAHHBIE (DOPMBI TOKYMEHTOB; [IpoBepka mpakTHYECKUX pador,
YCTHAs OIICHKA

- OCYLLECTBIISITH XPAaHEHHUE U IIOUCK TOKYMEHTOB; [IpoBepka mpakTHYeCKUX paboT,

YCTHAd OLCHKaA

- HCIIONIb30BaTh TEIEKOMMYHUKAIMOHHBIE TeXHOJOruH B | [IpoBepka mpakrtudyeckux pador,
3JIEKTPOHHOM JIOKYMEHT0000pOTE; YCTHas1 OLICHKA

3namo:
- TIOHATHE, 1IeNH, 3a7a4dl U MPUHILIUIIBI AEJIONPOU3BOJICTBA; | Y CTHBII ONIPOC
OCHOBHBIE TOHATUS JOKYMEHTAI[MOHHOTO oOecnedeHus
YIPaBICHHUS,

- CHCTEMBI JOKYMEHTAIMOHHOI'O obecnieuenus | TectupoBanue
YIIPaBICHUS,
- KIaccuukanMoo  JOKYMEHTOB;  TpeOoBaHHMsS K | YCTHBIIA OIpoC
COCTABJICHUIO M OOPMJICHHIO JOKYMEHTOB,;
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http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=676&TERM=%D0%93%D1%80%D0%BE%D0%B7%D0%BE%D0%B2%D0%B0,%20%D0%9E%D0%BB%D1%8C%D0%B3%D0%B0%20%D0%A1%D0%B5%D1%80%D0%B3%D0%B5%D0%B5%D0%B2%D0%BD%D0%B0%5B1,1004,4,101%5D&LANG=rus
https://www.urait.ru/bcode/438791
http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=676&TERM=%D0%94%D0%BE%D1%80%D0%BE%D0%BD%D0%B8%D0%BD%D0%B0,%20%D0%9B%D0%B0%D1%80%D0%B8%D1%81%D0%B0%20%D0%90%D0%BB%D0%B5%D0%BA%D1%81%D0%B5%D0%B5%D0%B2%D0%BD%D0%B0%5B1,1004,4,101%5D&LANG=rus
https://www.urait.ru/bcode/433551
http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=676&TERM=%D0%90%D0%B1%D1%83%D0%BB%D0%B0%D0%B4%D0%B7%D0%B5,%20%D0%94%D0%B0%D1%80%D0%B5%D0%B4%D0%B6%D0%B0%D0%BD%D0%B8%20%D0%93%D0%B8%D0%B2%D0%B8%D0%B5%D0%B2%D0%BD%D0%B0%5B1,1004,4,101%5D&LANG=rus
https://www.urait.ru/bcode/433411
http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=676&TERM=%D0%9A%D1%83%D0%B7%D0%BD%D0%B5%D1%86%D0%BE%D0%B2,%20%D0%98%D0%B3%D0%BE%D1%80%D1%8C%20%D0%9D%D0%B8%D0%BA%D0%BE%D0%BB%D0%B0%D0%B5%D0%B2%D0%B8%D1%87%5B1,1004,4,101%5D&LANG=rus
https://www.urait.ru/bcode/444432

- OpraHu3aluio JOKyMeHTooOopoTa: mpueM, o0paboTky, | TectupoBanue
pETHCTpalMio,  KOHTPOJIb,  XpaHEHHE  JOKYMEHTOB,
HOMEHKJIATYpY A€l

5. OCOBEHHOCTH OCBOEHUA JUCHUIIJIMHBI AJ1s1 UHBAJINJ1OB
N Jil C O'PAHUYEHHBIMUA BO3MOXHOCTAMMU 310POBbSA

OOyueHne oOydYalOIIUXCA C OTPAHUYEHHBIMU BO3MOXKHOCTSIMU 370POBbSI TIPHU
HEOOXOJMMOCTH OCYIIECTBIISIETCSI HA OCHOBE aJalTHPOBAHHOW pabodell mporpamMmbl €
UCTIOJIb30BAHUEM CIICIIUAIBHBIX METOJIOB OOy4YeHHS W JTUAAKTUYSCKUX MAaTepHalioB,
COCTaBJICHHBIX C YYETOM OCOOCHHOCTEH MCUXO(PU3NIECKOTO Pa3BUTHS, HHIUBUIYAIbHBIX
BO3MO>KHOCTEH U COCTOSIHUS 3I0POBBS TAKMX 00yUaromuxcs (00yJaromerocs).

B memsix ocBoeHust yueOHON NporpamMMbl AUCIUTUTHHBI MHBAIUIAMH M JTUIIAMH C
OTPaHWYCHHBIMH BO3MOKHOCTsIMH 3710poBBsi Kb uT obecrieunBaer:

JUT MTHBAJIUZOB U JIUI] C OTPAHUYCHHBIMH BO3MOKHOCTSMHU 3JI0OPOBbSI 110 3PEHUIO:
pasMelieHue B JOCTYNHBIX I OOyYalOIIMXCs, SBISIONINXCS CICMBIMA WA
CJTAa0OBHIAIIMMH, MECTaX W B aJaNTHPOBaHHOW (opMe crpaBOYHOW HH(MOPMAIUU O
pacicaHUM ~ y4eOHBIX  3aHATHN;  TNPHUCYTCTBHE  AaCCUCTEHTA,  OKAa3bIBAIOIIETO
oOydaromeMycss HEOOXOJAMMYIO IIOMOINb; BBINYCK aJbTEPHATUBHBIX (OPMATOB
METOMYCCKUX MaTEePHUaIOB (KPYITHBINA MPUPT WK ayaruodaiib);

JUTIT WHBAJIUIOB W JIMI[ C OTPAHMYCHHBIMU BO3MOXKHOCTSIMH 3JIOPOBBS IO CIYXY:
Ha/IJISKAIMHA 3BYKOBBIMH CPEJICTBAMH BOCIIPOM3BEIeHIE WH()OpMAIINY;

JUTST WHBAJIMIOB W JIMII C OTPAaHMYEHHBIMHA BO3MOYKHOCTSIMH 370POBbS, HMEIOIIIX
HApYIICHUS OIMOPHO-JBUTATEIIBHOTO aIapara: BO3MOXHOCTh OECHpensITCTBEHHOTO
JOCTyNa OOyYaImuXcss B YyYeOHBIE TOMEIIEHHs, TyaJeTHbIe KOMHATBI W JIPYyTHE
MIOMEIICHHUS, a TAK)KE MPeObIBaHNE B YKA3aHHBIX MOMEIICHHSX.

OO0pa3zoBaHue OOy4YaOIUXCS C OTPAaHUYCHHBIMH BO3MOXHOCTSMH 30POBBS
MOXKET OBITh OpPraHM30BaHO KaK COBMECTHO C JPYTUMH OOYYaIOUIMMHCS, TaK U B
OTJIENIbHBIX TPYIIAX WK B OTJIEIBHBIX OpTaHU3aIHSIX.
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