MHUHOBPHAYKH POCCHUH

OEJAEPAJIBHOE I'OCYJIAPCTBEHHOE BIO/IKETHOE OBPA3OBATEJILHOE

YYPEKJAEHUE BBICHIEI'O OBPA30OBAHMUS
«CAHKT-NIETEPBYPI'CKHM I'OCYJAPCTBEHHBIN SKOHOMWUYECKHAN YHUBEPCUTET»
KOJUIE/I’K BUSHECA M TEXHOJIOI M1

COI''TACOBAHO
JupexTop/xomtesKa

M / J1.®. IleneBuna
« AL » /OS' 20 Ar.

YTBEPKJIAIO

[Ipogexktop 1o y4eOHOH

Me gcxgii pabote

3,/ B.I'. llly6aeBa

e P
QAL % < OKTR 20 Z4r.

Se~l
£OK

IIPOT'PAMMA YYEBHOM ﬂncunnnnmvff""

OI1.06 lokyMeHTaJIbHOE o0ecneyeHue YIpaBJdeHusI

Crennansuocts 38.02.01 Dxonomuka u OyxranTepckuil yuer (II0 OTpacisiM)

®opma o0yueHus — o4Has

VYpoBeHb 00pa3zoBaHusl: cpegHee obiee oOpazoBaHue

By moarotoBku: 6a3oBsIi

['ox Habopa: 2021

Cankr-IletepOypr

2021

Created by free version of DocuFreezer


https://www.docufreezer.com

[Tporpamma y4eOHOM aucnuIIIMHBI pa3spaboTana Ha ocHOBe DenepanbHOrO rocyIapCTBEHHOIO
obpaszoBarenpHOro  cragapra (mamee — @OI'OC) 1o  cHeMUaIbHOCTH  CPEIHErO
npodeccnoHansHOro obpaszosanus (naiee - CI10) 38.02.01 DxoHomuKa B OyXranTepckuil yuer
(110 oTpacsM).

Opranusanus-paspaborunk: Komwremk Ousneca u TexHonoruit ®I'BOY BO  «Cankr-
[TeTepOypreckuit rocyjapcTBEHHBIH SKOHOMUUECKUN YHHBEPCUTET»

PazpaboTtunk (u):
Pacmytasik 51.B., mpenonaBarens
Koineka Ou3Heca ¥ TEXHOJIOTHH

®I'BOY BO «CIIoI DY » =
N 7 noanuchk

Penenzenr:

AdanaceeBa A.A., mpenoaBaresb

Kounemxa OusHeca U TEXHOJIOTHMA /

®I'BOY BO «CII6GI Y » -

/ /uénnucs

PaccmoTpero u ono6peHo Ha 3aceqanuy nukiaoBoi komuccuu OITOII mo cnenuanrsHOCTH
38.02.01 DxonomuKa u OyxXranTepcKuil yueT (1o 0Tpacisim).

IIpotokonm Ne I ot {4. ©5 20r.
/ Ipencenarens 1IK </ﬂzj / ?ﬁ[(’afﬁé{,/o z/%

(%



COJIEP)KAHUE

. IACIIOPT ITPOI'PAMMbI YYEBHOU JIUCIUILIUHBI
. CTPYKTYPA U COJAEP)XAHWE YYEFHOU JUCIUILJINHBI

. YCJIOBHUSA PEAJIM3AIIMMA YYEBHOM JUCIUILIUHBI

. KOHTPOJIb MU OLEHKA PE3YJbTATOB OCBOEHUA

YYEBHO JUCLUATLIUHBI

. OCOBEHHOCTH OCBOEHMsA UCHMIIVIMHBI JJIdA

HNHBAJIN10B n JIMIQ C OI'PAHUYEHHBIMUA
BO3MOKHOCTAMMU 310POBbs

CcTp.

10

11

11



1. HACHOPT IPOT'PAMMBI YYEBHOU JUCIHHUITJIMHBI
JIOKYMEHTAIIMOHHOE 00ecrevYeHue ynpaBJeHUus

1.1. Ob61acTh NPpUMeEHEHUsI TPOrPaAMMbI

[Iporpamma  y4eOHOM  AMCUMIUIMHBI  SIBJIIETCA  YacTblO  OCHOBHOM
o0pa3oBaTelbHOM MNpPOrpaMMbl TMOATOTOBKH CHEIUAINCTOB CpPEAHEro 3BEHA B
coorserctBuM ¢ PI'OC mo cmnemmansHocT  CIIO 38.02.01 OxoHOMEKa u
Oyxrantepckuii yd€T (MO OTpacisaM), YKpyOHEHHas TIpyIa CHelHalbHOCTEN
38.00.00 DxoHOMMKA U YIIPABIICHHE.

[Iporpamma ydeOHOW JIUCHMIUIMHBI MOXET OBITH HCIOJIb30BaHAa B
JIOTIOJIHUTEIIHHOM npodecCuoHaTbHOM o0pazoBaHUU ISt MOBBIIICHUS
KBATM(UKAIIMKA U TEPENOJIrOTOBKH PAaOOTHUKOB AKOHOMHUUYECKOW M OyXrajaTepcKou
chepnl nearenbHocTd mo crnenuanbHocTd 38.02.01 DxoHOMUKA UM OyXTalTepCcKuit
yu€T (110 OTPaACIISIM).

1.2. MecTo y4eOHOl OMCHUILIMHBI B CTPYKType OCHOBHOI 00pa3oBaTeIbHOM
NMPOrpamMMbl MOATOTOBKH CIENMATUCTOB CPEeHEro 3BeHa: JUCLUUILUINHA BXOAUT B
o0menpodhecCUOHAIBHBINA UK.

1.3. Ieau u 3aga4u y4eOHOH AMCUHMILIMHBI — TPeOOBaHHUS K pe3yJibTaTam
OCBOCHHS Y4eOHOH TUCHUIIMHBI:
Copnepxanue mporpaMMbl «/lokyMeHTallMOHHOE OOEeCIeUeHUe YNpaBICHUS»

HampaBJeHO Ha JTOCTHKEHUE CIICAYIOLUX LIeei:

— SBISIETCS YCBOEGHHE TEOPETUYECKUX 3HAHMM B 00JacTh HOPMATHUBHO
IpaBoOBOil 0a3bl JOKYMEHTALIMOHHOTO 00ECIIEUeHHs YIIpaBICHUs

— OpraHu3anuu padoT Mo JeJI0NPOU3BOJACTBY,

— OBJQJICHUE IpUEMaMH COBPEMEHHOrO JIEJIONpPOU3BOJCTBA, a TaKXKe
(GopMupoBaHuE HEOOXOAUMBIX CIIEIUAINCTY KOMIIETEHIUH.

B pesynbrare ocBoeHUs y4eOHON TUCIMIUIMHBI 00YYArOITUICS TOJDKEH YMETh.
— 0(hOopMIATH TOKYMEHTAIIUIO B COOTBETCTBHU C HOPMATUBHOM 0a30i, B T.4. C
UCITOJIb30BaHUEM MH(POPMAIIMOHHBIX TEXHOJIOTHIA;

— OCBaWBaTh TEXHOJOTUU aBTOMATHU3UPOBAHHON 00paOOTKH TOKYMEHTAINU;

— UCIOJIb30BaTh YHU(DHUIIMPOBaHHBIE (HOPMBI JOKYMEHTOB;

— OCYLUECTBJIATH XPAHEHUE U MOUCK JIOKYMEHTOB;

— HCIOJIB30BaTh TEJICKOMMYHUKAIMOHHBIE TEXHOJOTMA B 3JIEKTPOHHOM
JIOKYMEHTO000pOTE.

B pesynbrare ocBoeHUs yUeOHON TUCIMILUIMHBI O0YJarOITUICS TOJKEH 3HATD!
— MOHATHE, LENW, 33aJa4d W IPUHIMUIBI JEJONPOU3BOJICTBA; OCHOBHBIC
MOHATHUS TOKYMEHTAIMOHHOTO 00ECIIEUeHUs YIIpaBICHUS;

— CHCTEMBbI IOKYMEHTAIMOHHOTO 00eCcrieYeHusl yIpaBIeHuUs;

— KIaccU(UKAIUIO JOKYMEHTOB; TPEOOBAHUS K COCTABICHUIO U OPOPMIICHHUIO
JOKYMEHTOB;



— OpraHmM3aluio JOKYMEHTO00OpoTa: mpueM, 00paboTKy, perucTpaiuio,
KOHTPOJIb, XpaHEHUE JOKYMEHTOB, HOMEHKJIATYPY JeJl.

Byxranrep nomken o01agaTh 00IIMMU KOMIIETCHITUSMU:

OK 1. Beibupars cnocoObl pemieHust 3ajgad npohecCUOHAIbHON AesITeIbHOCTH
MPUMEHUTENIBHO K Pa3IMYHbIM KOHTEKCTaM

OK 2. OcymecTBiasiTh TMOUCK, aHajJU3 W HUHTEpHpeTanuo HUHGOpMaIHH,
HE0OXOIMMOM ISl BHIOJHEHUS 3a]1a4 Npo(eCCUOHANBHON e TENbHOCTH

OK 3. IlnaHupoBaTh U peaqu30BbIBATH COOCTBEHHOE MPOPECCUOHANIBHOE M
JUYHOCTHOE Pa3BUTHE

OK 4. PaboraTh B KOJUJIEKTHBE W KoMaHje, 3P(HEKTUBHO B3aUMOJECHCTBOBATH C
KOJUIEraMU, pyKOBOJCTBOM, KIIMEHTAMHU

OK 5. OcymecTtBisTh yCTHYHO M TUCBMEHHYKD KOMMYHHUKAIIMIO Ha
rocy1apcTBeHHOM si3blke Poccuiickoit ®enepanu ¢ y4eToM OCOOEHHOCTEH
COLIMAJIBHOTO U KYJIbTYPHOTO KOHTEKCTa

OK 9. Hcnonp3oBarh WH(MOpPMAIMOHHBIE TEXHOJOTMU B MpodeccrHoHaIbHOM
JEeSITENBHOCTH

OK 10. Tlons3oBaThcs mpodecCHOHANTBHON JOKYMEHTAIMEeH Ha TOCYJapCTBEHHOM
Y MTHOCTPAHHOM SI3bIKaX

npodeccuoHaTbHBIMU KOMIIETEHIUSIMU

IIK 1.1. OOpabaTbiBaTh NEepBUYHBIE OyXTraaTePCKUE JOKYMEHTHI

1.4. PexoMeHnayemoe KOJMYECTBO YAaCOB HA OCBOECHHE NMPOrpamMMbl y4eOHOM

AUCHMUTIIMHBI

MaKCUMaJIbHOHN ydeOHOM Harpy3ku oOyuatomierocs 84 yac, B TOM 4ucIe:
o0s13aTeNbHON ayUTOPHON Y4eOHOM Harpy3Kku odyuaromierocs 64 yacoB
camocTosiTelbHasl paboTa — 8 yacoB

2. CTPYKTYPA U COJAEP)KAHUE YUYEBHOMN JUCIUTLIAHBI
2.1. O0bem yueOHOM TUCHUIIMHBI M BUIbI Y4e0HOH padoThl

Bua yyeOHoi padoThI Oovem yacoes
MakcumaJjibHasi yuyeOHasi HArpy3Ka (Bcero) 84
Oo0s13aTes1bHAS aYyAUTOPHAA y4eOHAasl HATPY3Ka (Bcero) 64

B TOM YHCIIE:
nabopaTopHbie pabOTHI -
NPAKTUYECKUE 3aHATUS 34
KOHTPOJIbHBIE PaOOTHI -
KypcoBas paboTa (IpoeKT) (eciu npedycmompeno) -
IPOMEKYTOYHAsI aTTECTaLIMs 12

CamocTosiTeqibHasi padoTa odyuyaronierocsi (Bcero) 8

B TOM YHCJIE:
caMocTosATeNnbHAasT paboTa HaA KypcoBOW paboToi -

(mpoekToMm)

Umoeosas ammecmayus 6 popme (yrkasams) 1 cem. - aK3aMeHn




2.2. TeMaTH4eCKHH IUIAH U COAepPKaHUe Y4eOHOH AMCUMILIMHBI [loKyMeHTa/IbHOe o0ecnieyeHne yIpaBIeHUus

HaumenoBanue Conep:xanue y4eOHOr0 MaTepHnaJa, JJabopaTopHbie padoThl U MPAKTHYECKUE 3aHATHS, CAMOCTOsITeIbHAasI padoTa O0BeM yacos Yposenns
pAa3iesioB U TeM o0yJanmmxcsi, KypcoBasi padora (IpoeKT) (eciu npedycmompeHvl) OCBOEHHS
1 2 3 4
Paznen 1. ITousiTue o JOKYMCHTAIIMOHHOM o0ecrmeyeHun YupaBJi€HUs. 1
BTeMa L Conepkanue yaeOHOrO MaTepraia 2
3;;?{1‘;"“?;, Hcropust pa3BUTHS HAYIHBIX MPEJICTABICHUN O JOKYMEHTAIIMOHHOM 00€CTICUeHUH YIIPABJICHHUS.
contepikanme CoBpeMeHHOE COCTOSIHME JOKYMEHTAIIMOHHOTO obOecrieueHus ympasieHus. HopMaTuBHO-1paBoBas
MCIMILIHHBI 0a3a opraHuzalvy JOKYMEHTAI[MOHHOTO OOECHeUeHHs] YIpaBJICHUS KaK OCHOBA TEXHOJOTHUHU
«Jlokymentanuonnoe | IPOIECCOB YIIPABJICHHUAA.
obecIedeHHe OHATHE TOKYMEHTA, JOKYMEHTUPOBAHUA, I[O%)/MGHTEIHI/IOHHOFO obecrieueHus yrpaBJICHHUS.
yHpaBenns» Knaccudukaius w1 BUOB JOKYMEHTOB. YHH(PHUKalMUsS ¥ CTaHAAPTU3AIUS YIIPABICHUYECKUX
Knaccupukanus u HOKYMCHTOB
BU/AbI JOKYMEHTOB.
Tema 1.3 CosepkaHre y9eOHOr0O MaTepHraia 2 1
IIpaenaa opopmiaenust HpaBI/IJ'Ia Od)OpMJ'IeHI/ISI OCHOBHBIX PCKBU3HUTOB.
OCHOBHBIX PEKBU3HTOB. HpaKTI/I'-IeCKI/Ie 3aHATUS 2 2 3
PaspaboTtka (mpoekTupoBanue) OgaHka opranusanuu. M300pakeHne peKBU3UTOB.
Paznen 2. JloKkyMeHTHpOBaHHE YIIPABJIeHYECKOI JIesiTeJIbHOCTH.
Tema 2.1 CojepkaHue yueOHOro MaTepuana 4 1
Cucrema Cucrema OpraHM3alMOHHO-PACTIOPSAUTENIFHON JTOKYMEHTAIlMU : YCTaB, MOJIOKEHHUE, WHCTPYKIHUS,
OpraHM3auMOHHO- MpaBujia  BHYTPEHHEro  pacrnopsiika. YuudumupoBaHHas ~ cucTeMa  OpraHU3aIOHHO-
pacnopsurensnoii | pacopsaauTeasHo# gokymenTanuu (OPJ1). 'OCTrl na OP/I.
MIOKyMEHTAIHH [TpakTuyeckue 3aHATUS 3 2 3
OdopmieHue ciry>keOHBIX TOKYMEHTOB B cOOTBeTCcTBUH ¢ TpeboBanusmu [’ OCTa na OP/I.
IIpakTudeckue 3aHAaTHA 4 2 3
OdopMileHHE OPraHU3alMOHHBIX JOKYMEHTOB: YCTaB, MOJOKCHUE, TOTKHOCTHAS MHCTPYKITHUS.
[IpakTrueckue 3aHATHS O 2 3
CocraBjeHHe OprairM3aloHHOro AokymenTa «lltatHoe pacnucanue.
Tema 2.2. CoaepxaHue ydeOHOro MaTepuaja 4 1
Pacnopsymrensusie | PacriopsaurenbHple JOKYMEHTBI: IIPUKa3bl, IIOCTAHOBIICHUS, PELICHUs], yKa3aHWUs. [peOoBaHuUs K
noKymMenThI: npukassl, | OpopmileHHI0 T0KyMeHTOB. Kiaccugukanus opraHu3alMOHHO-PACHOPSAIUTENFHON JOKYMEHTALIUU:
HOCTAHOBJICHHS, OpraHU3aI[MOHHBIE JOKYMEHTBI, pPacHOpsSIUTEIbHbIE, CIHPaBOYHO-UH(GOPMAIIMOHHBIE, CIyXEOHbIE
peLueHusi, yKasaHusl IIMCbMaA.
IIpakTrueckue 3aHaTus 6 2 3
CocTaBJICHHE IIPHKA30B 10 O0IIEH IeITeIbHOCTH
IIpaxkTrueckue 3auatus 7 2 3
CocTaBJicHHE IIPOTOKOJIOB, COBEIIAHMH, 3aceTaHuil, KOH(PEPEHIMA, COOpaHUi U T.II.
Tema 2.3 CojepkaHue yuebHOro Marepuania 4 1
Cocrab.tenne CocraBnenue nH(GOPMAIIMOHHO-CIIPABOYHBIX MAaTEPUAJIOB: CIPABKH, JOKIATHbIC U OObSICHUTETIbHBIC
““3:,";’::;‘,{‘,‘,‘,‘,’:;‘ 0 3aIHCKH, aKThI, CITy»KEOHbIE MHChMa, 0030pbI, CBOAKU. [locTaHOBIEHMUS, pElIeHNs, TPOTOKOJIBI Ha
MaTepuajioB OCHOBe KoyuierunanbHocTu. MHCcTpykmu. CripaBo4HO-UHGOPMAIIMOHHBIE IOKYMEHTHI, aKT;

JoknaaHas (ciayxeOHast) 3anmucka; crpaBska. OdopmiieHne aKTOB HAJIOTOBBIX MHCIIEKLIUH.




IIpakTrueckue 3aHATHA 8 2 3
CocraBieHHE CIIPABOK.
[IpakTnueckue 3ansarTus 9
CocraBieHne BHYTPCHHEW W BHEIIHEW MOKIamHOW 3amucku. CocraBieHHEe OOBSICHUTEIBHON
3aIMCKHU.
IIpakTnueckue 3anarus 10 2 2
CocraBiieHHE aKTOB MHBEHTapHU3allMHU, TpHeMa-Tiepeiad, HE0CTau, IKCIEPTU3bl JIOKYMEHTOB.
CamocrostenbHas padora CocrapiaeHne nHGOPMaIlOHHO-CIIPAaBOYHBIX MAaTEPHATIOB 2 3
Tema 2.4 CoyepxaHre yaeOHOro MaTepuaia 2 1
PasnoBuanocTH muceM. | PasgopuaHocTy nmuceM. CriykeOHble muchbMa. J[e70BO€e MUCHMO B YCIOBUSX yHUpUKANMHA. Branku
it muceM. Knaccudukarus KOppecoHIeHIIUY; MHUIIMATHUBHAS U OTBETHAs, JAeJI0Bas U
KOoMMepuecKasi. SI3bIK M CTUJTb JCJIOBOM KOPPECTIOHIEHIIMU. THUTIOBBIE U TpadapeTHbIE CITy>KeOHbIE
nucbMa. VIHUIIMaTUBHBIE M OTBETHBIE CITyKeOHbIe NUchMa. [Irchma - 3arpochl U MUChMa - OTBETHI
OpraHu3aIuil -KpeAUTOPOB. TUITOBBIE TApaHTUIWHBIE TUChMa OT OpraHu3aIuii (rapaHToB) OaHKaM O
MOTalIeHUH KpeauTa. TUIoBoe CONPOBOAUTEIBHOE MIUCHMO K JIOTOBOPY.
[IpaxkTnueckue 3ansatus 11 2 2
CocraBineHne MNHCEM-TIPUTIIAIEHUE, MUCEM-PA3PEIICHUs, MHUCEM - TOATBEPKICHUS, IHCEM —
HAMIOMUHAHUE, COMPOBOIUTEIbHBIX MTHCEM.
[IpakTrnueckue 3anstus 12
CocraBienue nH(GOPMALIMOHHBIX, PEKJIAMHBIX, TAPAHTUMHBIX TUCEM U MM CEM HalIOMHUHAHMSL.
CamocTrositenbHast padoTa COCTaBIEHUE THUIIOBBIX TAPAHTUMHBIX MUCbM OT OPraHU3alMHN (TAPaHTOB) 2 3
0aHKaM O MOraleHuu KpeauTa. TUmoBoe cConpoBOAUTENHHOE MUCHEMO K JIOTOBOPY.
Pa3nen 3 OdopmiieHre JOKYMEHTOB 110 JIUYHOMY COCTABY.
Tema 3.1 CojeprkaHue yueOHOro Marepuana 2
Mpukaser no smunomy | [IpUka3bl MO JIMYHOMY COCTaBy. 3asBICHUE O HpueMe Ha pabOTy, O MEpPEBOAE Ha JPYryro 1
cocrasy. JOJKHOCTh, O NpPENOCTaBlIeHMH oOTimycka. ConepkaHue TpPYIOBOW KHMXKKH, JIMYHOM KapTOYKH,
koHTpakTa.CTpykTypa U (QYHKIUH ~CAyk0 JAOKYMEHTAllMOHHOTO OOeCHeYeHUs YIpaBICHUS.
VYnpaBnenue ﬁenaMH, CeKkpeTapuar, KaHLelIsapus, dKcneauuus. J{oJsKHOCTHOM M YUCIIEHHBIA COCTaB
cnyx0. JIOJDKHOCTHBIE = WMHCTPYKUIMH  COTPYAHHMKOB — ciayx0. OpraHuzallMOHHBIE  CXEMBbI
JOKYMEHTAI[MOHHOTO ~ oOecrieueHUs:  ympaBieHus. HWHCTpyKHUsS 1O  JOKYMEHTAlHUOHHOMY
00eCre4eHunIo yn]%aBJ'ICHI/I}I.
Cocrap u y4eT 00béMa JOKYMEHTOO00POTA NPEANPUATHI U opranusanuid. Opranusauus paboTel C
JOKYMEHTAlMEeH, MOCTYNAKEeH B YYPEXKACHUS, NPEANPUATHS, OPraHU3alUu: MPUEM BXOISIIMX
JOKYMEHTOB. ABTOMaTH3allksl IPOIECCOB IOKYMEHTAIIMOHHOTO 00eCIIeYeHH sl YIIPABICHHUSI.
IIpaktunueckue 3anstus 13 2 2
CocraBiieHHEe NPUKA30B MO JUYHOMY cocTaBy. (CocraBiieHHE 3asBICHUN. 3aluCu B TPYIAOBOM
KHUXKKE.
IIpakTnueckue 3anatus 14 2 3
PaGora c¢ nwureparypoii «l3yueHue 3aKOHOAATENBHBIX AaKTOB M HOPMATHBHO-METOIUYECKHX
JOKYMEHTOB (eiepalibHON apXUBHOU CIykO0bl Poccuu 1o apXMBHOMY XpaHEHHIO IOKYMEHTOB).
Pasznen 4 JoroBopHo-npaBoBasi J0KYMeHTALHS.
Tema 4.1 ConeprkaHue yueOHOro Matepuaia 2 1

Tpynosoii norosop.

ITonsTe moroBopa (KOHTpakTa), corjamieHus. TumoBas (opma KoHTpakra. Ilpumepnas ¢opma
Joropopa nocraBku. [IpoTokoiibl  pasHommacuii K jgorosopam.TumoBas  ¢opMa aorosopa




OankoBckoro BkinanalloHsaTue Tpy10BOro 10roBopa, €ro 3HaueHue. Tpynosou kojaekc PO. CtopoHsl
TpyaoBoro jaorosopa. CoxepkaHue TpyJOBOro A0roBopa. Buibl TpydoBBIX T0TOBOPOB. TpyaoBoit
JOTOBOpP (KOHTPAKT) W HOPSJOK €ro 3akmoudeHus. [IpaBoBoe perymMpoBaHME IOrOBOPHBIX
OTHOWICHNH. JIOKyMEHTBI, MpEeaOCTaBIsieMble INPH TMOCTYIUICHMH Ha paboTy. OdopmieHue Ha
}ﬂa60Ty. WcnpiTanus npu npueme Ha padboTy.

OHSTHE M BHUABI NEPEBOJOB IO TpynoBoMy MpaBy. OTiuyue MEepeBOJOB OT IEpPEMEICHUs.
CoBMeCTUTENBCTBO.
OcHoBaHus MpeKpanieHus TpynoBoro goroopa. Odopmienne yBonbHeHUs paboTHHKaA. [IpaBoBbIe
[IOCJIEJICTBUS] HE3AaKOHHOI'O YBOJIbHEHHUSL.

IIpakTnueckue 3anarue 15
CocTaBiieHHe TUIIOBBIX TOTOBOPOB.

Pazpnea S. S3BIK M CTHJIb 0P MIIHAJIBHBIX 10KYMEHTOB
Tema 5.1 Coaepxanue yueOHOro MaTepuaja
OcobeHnocTa Oco0eHHOCTH O(UIMATBHOTO — JEJIOBOTO CTWIS. YIOTPEOJCHUE MPOIMUCHBIX M CTPOUYHBIX OYKB.
opunmanvhoro— | Haubonee ynorpebnsemble cokpamenus cioB. OGopMIeHHE JaT ¥ YUCEN B JOKYMEHTAX.
/1eJI0BOr0 CTHIIS JIOKyMEHTBl OTHOCSIIMECS K BHENIHEOKOHOMHYECKON JEeSTeNbHOCTH OpraHu3aluu:  JesoBast
Kommepueckast Mepenucka; JOKYMEHTHI, 0(OPMIISIONINE BHEUTHETOPTrOBbIE CACIKU; IPETEH3MOHHBIE TOKYMEHTHI.
NepenucKa npu
BHCHIHEIKOHOMHUYIECCK

ol 1eSITeJILHOCTH

[IpakTnueckoe 3anstue 16
[IpumeneHne Ha IPaKTUKE OCOOEHHOCTEHM O(QMIMAIBHO — JEIOBOrO CTUISA HpH OGOPMICHUH
JOKYMEHTOB 1O BHEIIHEOKOHOMHUYECKOH JIeATEIbHOCTU

Pasznen 6 Opranuzanus padoThl ¢ JOKYMEHTAMH.
Tema 6.1 ConeprxaHue y4eOHOro MaTepraia
Perucrpauusi, yaern | PerucTpamnusi, y4eT U MHACKCUPOBAHUE JOKYMEHTOB, MOPSAOK JBMKEHUS NTOKYMEHTOB. IIopsaok
MH/IeKCHPOBaHHe 00paboOTKH MOCTYNAKMUX JOKYMEHTOB. [lopsimok 00paboTKH OTIIpaBisieMbIX TOKyMeHTOB. [IpaBuna
JIOKYMEHTOB. perucTpany U HMHIEKCHpPOBaHHME AOKyMEHTOB. I[IpoBepka mpaBUIBLHOCTH O(QOPMIICHUS, HATHUUA
NpUIOKEHUH, anpecata. COpTUpPOBKA MO BUIAM OTIPABJICHHI, COCTABJIECHHUE OIMUCEH, PEECTPOB
PACCBUIKH.
[TpaxTnueckoe 3anarue 17
CocraBiieHHE ONIUCEN, PEECTPOB PACCHLIKH.
CamocrostenpHas padota COCTaBIEHHE OIMCEH, PEECTPOB PacChUIKU. IIpoBepka NpPaBUIBHOCTU
odbopMIIeHHs, HAIUYHUS PUIIOKEHHH, apecaTa.
Tema 6.2 CoaepxaHue ydeOHOro MaTepuaja
Opranuzauus Opranu3zanus KOHTPOJISL 332 MCIOJHEHUEM JOKYMEHTOB. KapTOUKM KOHTPOJUPYEMBIX JOKYMEHTOB.

KOHTPOJIAA 32
HCIOJTHECHHEM

(DOpMI/IpOBaHI/IC JCII. XpaHCHI/Ie AOKYMCHTOB, COCTABJICHUC HOMCHKIJIATYpP JCJI.

IIpaktrueckoe 3aHsTue 18

JAOKYMEHTOB
Peructpanus BXOISMINX, HCXOAAIIUX U BHYTPEHHUX JOKYMEHTOB B JKypHAJIe U HA KapToyke (B T.4.
B JICKTPOHHOH (hopme).
CamocTtosarenbHas pabota @opMupoBaHue JAel. XpaHEHUE TOKYMEHTOB, COCTaBIEHUE HOMEHKIIATYP
JIEII.
Tema 6.3

Cogepxanue yueOHOTo MaTepuala




Homenxkunarypa agen
OpraHM3anuu.
Ilopsnok nepenayuu
JOKYMEHTOB B apXHB
WJIN YHUYTOKEHHe.

TunoBas W IpuMepHas HOMEHKIaTypa Jeil. HomeHkiartypa naen opranusauuud. OOpasen
HOMEHKJIATYpHI A1, OhopmiieHHe JOKYMEHTOB B jenax. O6I0KKa J1el1, OIUCH JIell.

OCHOBHBIE 3TaIbI nepecaayn JOKyMCHTOB B apXHWB WM HAa YHHUYTOXCHHUC. 3KCH€pTI/I33, I.IGHHOC'I:’I/I
JOKYMEHTOB:  IIOHSATHE, HasHadeHue. lIpuHOMNBI W KpUTEpUM ONIPEIEICHUS HAY4YHOM,
HCTOPHYECKOW M MPAKTHUECKOW [EHHOCTH JOKYMEHTOB. DKCIIEPTHBIE KOMHCCUU, WX (QYHKIUU U
mpaBa. OJTambl TpOBeNeHHs JKcrmepTu3sl U odopmieHue ee PesympratoB. CpokM ~ XpaHEHUs
JOKYMEHTOB. [lepeuHu HOKYMEHTOB € YKa3aHHEM CpPOKOB XpPaHEHUS.

[lopsinok nepenauu Jen B apXuB WIM YHUUTOKEHUS JOKYMEHTOB. ApXUB: IOHATHE, HA3HAYCHHUE.

IIpakTnueckoe 3ansatue 19 2

dopmupoBaHue A€ U MOAr0TOBKA UX K apXUBHOMY XpPaHEHHUIO.

[IpaxkTnueckoe 3anstue 20 2

CocraBieHue aKkTa Ha YHHMUYTOXXEHHE JOKyMeHTOB. CocTaBieHHME ONHUCEH,  mepeiayn Jaen

YHUYTOXKEHHUSL.

[TpomexxyTounas arrecranus 12
Uroro 84

JIist XapaKTepUCTUKN YPOBHS OCBOCHHS y4eOHOT0 MaTepralia MCIOIb3yIOTCS CIEeIYIONHe 0003HAYCHUS:

1. — O3HaKOMHUTEILHBIN (y3HABaHHE paHee N3yUYEHHBIX 00BEKTOB, CBOMCTR);

2. — penpOayKTUBHBIN (BBIMOIHEHNE NESITEIHHOCTH 110 00pa3Ily, HHCTPYKIIMU HITH O] PYKOBOJCTBOM)

3. — IPOIYKTUBHBIN (TUTAHUPOBAHUE U CAMOCTOSTENILHOE BBHITIONTHEHHE JCATELHOCTH, PEIICHIE MPOOIEMHBIX 3a]1a4)




3. YCJIOBUSI PEAJIM3ALIMY YUEBHOM JUCLUAILIUHBI
3.1. TpeﬁoBaHnﬂ K MUHUMAJIbHOMY MaT€PHAJIbHO-TEXHUYCCKOMY 06ecneqenmo

Ayn. 1304 KabuneT 10KyMEHTallMOHHOTO 00eCIeUeHUs YIIPaBICHUS

VYuebnass mebenp Ha 30 mocagouHBIX MeCT, pabodee MECTO MpernojaBareis, JOCKa MenoBasi-1
mrt., mKagpsl KHIWKHBIE 5 mT. Kommerorep mpenonaBatens Pentium E5300. IIpoexktop NEC c
MPOEKIMOHHBIM dKpaHoMm Stal. IlepedyeHb NHIIEH3MOHHOTO TPOTPAMMHOTO OOECTICUCHHS:
Microsoft Windows Professional (KOHTPAKT Ne 244/20 «26» utons 2020 r, Microsoft Office
Professional (KOHTPAKT Ne 244/20 «26» utons 2020 1), 7-Zip (freeware).

1224 Tlomemienue isi CaMOCTOATENbHON pabOThl 00y4aIONUXCs

KomnbrorepHsie cToibl -15 mt. CTout A1 COBELaHUM ¢ KOMIJIEKTOM CTYJIbEB Ha 26 4eoBeK.
Hoytoyk HP Intel(R) Core (TM) 2.7 Hz- 15 t. MOV Laser Jet 1132MFP- 2 mr. [Tpoekrtop
SANYO c skpanom Media. [lepedenp AMIIEH3MOHHOTO porpaMMHOro obecneuenus: Microsoft
Windows Professional (KOHTPAKT Ne 244/20 «26» utons 2020 1, Microsoft Office
Professional (KOHTPAKT Ne 244/20 «26» utons 2020 r), 7-Zip (freeware).

3.2. UndopmanuoHHoe obecrieueHne 00ydeHus

KnuroodecneueHHOCTE

bubauorpajduyeckoe onucaHue U3IaHUs Ocnopnas/ Kou-Bo. k3.
(aBTOp, 3arnan£e, BHJI, MECTO M TO]T mz[armﬂ, KOJI. CTP.) JIOTOIHITE b A B 0M0.J1. JJIEKTPOHHEIe
JUTEepaTypa CIIGIDY pecypcbl
Kazakesuu T. A. OCH OBC IOpaiit

JlokyMeHTaIIMOHHOE 00ECTICUCHHE YITPABICHUS :
Yueonuk u npaktukyM s CITO / KazakeBud
T. A., Tkamma A. 1. — 2-e u3n., ucmp. u jgon .—
DJIEKTPOH. AaH. — MockBa : M3narenbcTBo
IOpaiit, 2019-177c.

[[IysaioBa H. H. OCH 3bC HOpaiit
JIOKyMEHTAIIMOHHOE 00eCTIeYCHNE YIPABIICHHUS
Yueonuk u npaktukyMm st CITO / IlyBamosa H.
H. — Dnextpon. nan. — Mockaa :
M3narensctBo HOpaiit, 2019 .— 221c .—
(ITpodeccrnonanpHoe 0O6pazoBaHme).

bsant B. C. OCH OBC Opaiit
JloKyMEeHTaIIMOHHOE 00ECIICUCHHE YIIPABIICHHUS.
IOpunnueckas TexHuka : YaeOHoe nocooue Jlis
CIIO / bsant B. C. — 2-e u3n., ucnp. 1 A0 .—
DJIeKTpOH. AaH. — MockBa : M3narenbcTBo
HOpaiit, 2019 .— 103c.

I'pozoBa O. C. o DbC FOpaiir.
Jlenonmpou3BoAcTBO : YueOHoe nocodue /
I'po3oBa O. C. — DnekrpoH. naH. — Mocksa :
M3natensctBo FOpaiit, 2019. -126¢.

Joponuna JI. A. o1
JIOKyMEHTOBe/IeHHE : YUeOHUK U MPaKTUKyM ObC IOpaiir.
Jlna CIIO / mox pea. Hoponunoii JILA. — 2-¢
W3], Iep. U 10T .— DIEKTPOH. 1aH. — MocKkBa :
M3natensctBo FOpaiit, 2019 .— 309c.

Abynamze [I.T. oIt DBC IOpaiir
JloKyMeHTaIlMOHHOE O0ecTieueHue YIpaBlIeHuUs
NepcoHaoM : YueOHuk u npaktukym s CITO
/ Abynamze /1. I'., Bempsixkuna U. b., Macnosa
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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=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
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

B. M. — DrnexrpoH. gaH. — Mockaa :
WznarensctBo FOpaiit, 2019 .— 299¢c.—
(ITpodeccuonanbHoe 0O6pa3oBaHue) .

Kysnenos U. H. 1011
JIOKyMEHTAIIMOHHOE 00ECTIeYeHNE YIPABICHHS
nepcoHanoM : YueOnuk u npaktukym s CI1O /
Ky3nenos . H. — DnekrpoH. gan. — Mocksa :
MN3natenberBo FOpaiit, 2019 .— 521c .—
(ITpodeccunonanpaoe 0O6pa3zoBaHue).

OBbC Opair.

4. KOHTPOJIb U OIIEHKA PE3YJbTATOB OCBOEHUS YYEBHOM

JUCHUATIIUHBI

KouTposb ®W omeHka pe3yabTaTOB OCBOCHUS  y4yeOHOW  JUCHMILIMHBI
OCYHIECTBIIIETCS IPENOAABATEIEM B IPOLECCE MPOBEICHUS NPAKTUYECKUX

SaHHTHﬁ, TCCTUPOBAHMH, BBITIOJIHCHU A O6yanOH_II/IMI/IC$I

3aJaHUN.

NHAWBUAYAJIBHBIX

Pe3ysbTaThl 00y4yeHus
(ocBOEHHBbIE YMEHH S, YCBOCHHbIE 3HAHMSA)

(I)Oprl H METObI

KOHTPOJIA U OLICHKH pPE3yJabTaTOB

AJIEKTPOHHOM JIOKYMEHTO000POTE;

YCTHasd OLICHKa

00yuyeHust
1 2

Ymemy: IIpoBepka mpakTHUECKUX pabor,

- odopmisATh JAOKYMEHTAllMI0 B COOTBETCTBHHM C | YCTHas OICHKA

HOpPMAaTUBHOM 0a3oii, B T.4. C HCIOJb30BAHUEM

WH(POPMAITMOHHBIX TEXHOJIOTHIA;

- OCBaMBaTh TEXHOJIOTMH aBTOMATH3UPOBaHHON 00paboTky | IIpoBepka mpakTHueckux pador,

JOKYMCHTAIINH,; YCTHasd OLICHKa

- HCTIOJIL30BaTh YHU(PHUIIMPOBAHHBIE (JOPMBI JOKYMEHTOB; | [IpoBepka mpakTudeckux pabor,
YCTHas OLICHKa

- OCYIIIECTBJISITh XpaHEHUE U TTIOUCK TIOKYMEHTOB; IIpoBepka mMpakTHYeCKHX padoT,
YCTHas OILICHKa

- UCIOJIB30BaTh TCIIEKOMMYHHKAIIMOHHBIC TeXHOJoruu B | IIpoBepka mpakTmueckux pador,

3nameo:

- TMIOHATHE, 1EJH, 3a/1a4d ¥ MPUHIIUIIBI 1eJIOTMPOU3BO/ICTBA;
OCHOBHBIC TIOHATHS JOKYMEHTAIIMOHHOTO OOECIICUCHUS
yIpaBJICHHUS;

YcTHBIN omnpoc

- CHCTCMBbI AOKYMCHTAIMOHHOI'O oOecrieueHust
YIIPABJICHUA

TectupoBanue

- Knaccmbm(aumo HOKYMCHTOB; Tpe6OBaHI/I$I K
COCTaBJICHHUIO 1 O(i)OpMJ'IeHI/IIO JOKYMCHTOB;

VYcrHbI ompoc

- OpraHM3alyio JOKyMEHTOoOOOpoTa: mpueMm, oOpaboTKy,
perucTpanuio,  KOHTPOJb,  XpaHEHHE  JOKYMEHTOB,
HOMEHKJIATYPY JIeI.

TectupoBanue

5. OCOBEHHOCTH OCBOEHMUMs JUCHOUIIJIMHBI 11 NHBAJIN/10B
N i1l C OrPAHUYEHHBIMU BO3MOXKHOCTAMMHU 310POBbSA

OOyuenue oOyyarOMIMXCS C OTPAHUYCHHBIMH BO3MOXHOCTSIMH 370POBbS TPHU
HEOOXOJAMMOCTH OCYUIECTBIISIETCS. HA OCHOBE aJalTHPOBAHHON pabodeil MporpaMMsbl
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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

WCIIOJIb30BAaHUEM CHEIUAIBHBIX METOJOB OOYYEHHS U JAUJAKTHUYECKUX MaTepHalIoB,
COCTAaBJIEHHBIX C YY€TOM OCOOEHHOCTEN NCUXO0(PHU3NIECKOTO Pa3BUTHS, MHANBUIYAIbHBIX
BO3MOKHOCTEH U COCTOSHUS 3J0POBbSI TAKUX 00y4Jaromuxcs (00y4Jaronierocs).

B nensax ocBoeHusi yueOHON MporpaMmbl JUCHUIUIMHBI MHBAJUAAMH U JIMLAMU C
OrpaHMYEHHBIMH BO3MOKHOCTSIMU 3710poBbsi Kb T obecnieunBaer:

JUIS MHBAJIMIOB U JIMI] C OTPAaHUYEHHBIMH BO3MOKHOCTSIMH 3/10POBbS 110 3PEHUIO:
pasMelnieHue B JOCTYNHBIX Il  OOy4YarloIIMXCs, SBJSIOUIUXCS —CIENbIMH WU
CabOBUASIIMMH, MECTaX W B AJANTHUPOBAHHON (opMe crnpaBOYHOM HH(OpMAUU O
pacnucaHuM  y4eOHBIX  3aHSATUH; NPUCYTCTBHUE  ACCUCTEHTAa,  OKAa3bIBAIOLIETO
oOydaromeMycsi HeoOXOJMMYIO0 TMOMOIb; BBIMYCK aJIbTEPHATUBHBIX (OPMATOB
METOIMYECKUX MaTepuaioB (KpyHnHbIA WIpUPT uiu ayiuodaiibl);

JUI MHBAJUAOB U JIMI[ C OTPAaHUYECHHBIMU BO3MOXKHOCTSIMU 37I0POBBS IO CIYXY:
HaJJIeXKallMMH 3ByKOBBIMH CPEACTBAMHU BOCIPOU3BE/IeHUE NH(POPMALINK;

JUI UHBAJIMJIOB U JIMI C OIPAaHUYEHHBIMU BO3MOKHOCTSIMU 3/10POBbsI, UMEIOLIUX
HapylIE€HUs OINOPHO-ABUTATEIBHOrO ammapara: BO3MOXXHOCTb OeclpensiTCTBEHHOTO
noctyna oOydaromuxcss B ydeOHble IOMEIEHHUS, TyaJeTHble KOMHAThl W Jpyrue
MOMEILIEHUS, a TaK’Ke NpeObIBaHNe B YKa3aHHBIX TOMEILIEHHUSX.

O6pazoBanue 00y4aronIMXcs ¢ OrPaHUYEHHBIMU BO3MOKHOCTSIMU 3/I0POBbSI MOXKET OBbIThH
OpPraHU30BaHO KaK COBMECTHO C JPYTMMH O0YUaIOLIUMUCS, TaK U B OT/IEIBHBIX TpyMIax
WM B OTJEJIbHBIX OpraHu3alusiX.
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