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

1.1. ObsacTb NpUMEHEHUsI IPOrPaMMbI

[Iporpamma  y4yeOHOM  AMCUMIUIMHBI  SIBJIIETCA  YacTblO  OCHOBHOM
o0pa3oBaTelbHOM MNpPOrpaMMbl MMOATOTOBKHU CIELMAIMCTOB CPEJAHEr0 3BEHa B
coorserctBuM ¢ PI'OC mo cmnemmansHocT — CIIO 38.02.01 OxoHoMuka wu
Oyxrantepckuii yd€T (MO OTpacisiM), YKpyNHEHHas Trpynna CrenuagibHOCTEH
38.00.00 DxoHOMMKA U YIIPABIICHHE.

[Iporpamma y4eOHOW JIUCHMIUIMHBI MOXET OBITb HCIOJIB30BaHA B
JIOTIOJIHUTEIIHHOM npodecCuoHaTbHOM o0pazoBaHUU ISt MOBBIIICHUS
KBATM(UKAIIMA ¥ TEPENOJIrOTOBKM PAa0OOTHUKOB SKOHOMHYECKON M OyXrajlTepCKOiu
chepnl nearenbHocTd mo crnenuanbHocTd 38.02.01 DxoHOMUKA UM OyXTalTepCcKuit
yu€T (110 OTPaACIISIM).

1.2. MecTo y4eOHOM AMCUMILIMHBI B CTPYKTYpe OCHOBHOI 00pa3oBaTeIbHOM
NMPOrpamMMbl MOATOTOBKH CNENMATUCTOB CPEeHEro 3BeHa: JUCLUUILUIMHA BXOAUT B
obmenpodecCuOHAIBHBINA ITHKIT.

1.3. Ieau u 3aga4yu y4eOHOH AUCHMIVIMHBI — TPeOOBaHHUS K pe3yJbTaTam
OCBOCHHS Y4eOHOH TUCHUNIUHBI:
Copnepxanue mporpaMMsbl «/loKyMeHTallMOHHOE OOeCreuyeHue YIpaBICHUS»

HampaBJeHO Ha JTOCTHKEHUE CIICAYIOLUX LIeei:

— SBISIETCS YCBOEGHHE TEOPETHMUECKUX 3HAaHUM B 00JaCTM HOPMAaTUBHO
IpaBoOBOil 0a3bl JOKYMEHTALIMOHHOTO 00ECIIEUeHHs YIIpaBICHUs

— OpraHu3anuu padoT Mo JeJI0NPOU3BOJACTBY,

— OBJIQJICHUE I[pUEMaMH COBPEMEHHOI'O JIEJIOMpPOU3BOJCTBA, a TaKXKe
(GopMupoBaHuE HEOOXOAUMBIX CIIEIUAINCTY KOMIIETEHIUH.

B pesynbrare ocBoeHUs yUeOHON TUCIMIUIMHBI O0YYAIOIITUICS TOJDKEH YMETh.
— 0(OpMIISATH TOKYMEHTAIIMIO B COOTBETCTBHHM C HOPMATUBHOM 0a30i, B T.4. C
UCIIOJIb30BaHNEM MH(GOPMAIIMOHHBIX TEXHOJIOTHIA;

— OCBaWBaTh TEXHOJOTUU aBTOMATHU3UPOBAHHON 00paOOTKH TOKYMEHTAINU;

— WCIOJIb30BaTh YHU(DUITMPOBaHHBIE (HOPMBI TOKYMEHTOB;

— OCYLUECTBJIATH XPAHEHUE U MOUCK JIOKYMEHTOB;

— HCIOJB30BaTh TEJIEKOMMYHUKAIMOHHBIE TEXHOJOTHMH B 3JIEKTPOHHOM
JIOKYMEHTO000pOTE.

B pesynbrare ocBoeHUs yUeOHON TUCIMILUIMHBI O0YJarOITUICS TOJKEH 3HATD!
— TMOHATHE, LeNH, 3aJa4d W TPUHIUIBL JIEIONPOU3BOJCTBA; OCHOBHBIC
MOHATHUS TOKYMEHTAIMOHHOTO 00ECIIEUeHUs YIIpaBICHUS;

— CHCTEMBbI IOKYMEHTAIMOHHOTO 00eCcrieYeHusl yIpaBIeHuUs;

— KIaccu(UKAIUIO JOKYMEHTOB; TPeOOBaHMsI K COCTABICHUIO U O()OPMIICHHIO
JOKYMEHTOB;



— OpraHmM3aluio JOKYyMEHTO0oOOpoTa: mpueM, 00paboTKy, pErucTpaluio,
KOHTPOJIb, XpaHEHUE JOKYMEHTOB, HOMEHKJIATYPY JeJl.

Byxranrep nomken o61aaaTh 0OMIUMHU KOMIIETCHITUSIMH:

OK 1. Beibupars crnocoObl pelieHus 3aJad npodecCUOHANbHOW NeATeIbHOCTH
MPUMEHUTENIBHO K Pa3IMYHbIM KOHTEKCTaM

OK 2. OcymecTBiasiTh TMOUCK, aHaJU3 W HUHTEpIpEeTaluo HH(popMmanuu,
HE0OXOIMMOM ISl BHIOJHEHUS 3a]1a4 Npo(eCCUOHANBHON e TENbHOCTH

OK 3. IlnanupoBaTh U peaau30BbIBaTh COOCTBEHHOE MPOPECCUOHAIBHOE H
JUYHOCTHOE Pa3BUTHE

OK 4. PabortaTh B KOJUJIEKTHBE M KOoMaHje, 3P(EKTUBHO B3aUMOJECHCTBOBAThH C
KOJUIEraMu, pyKOBOJCTBOM, KIMEHTAMHU

OK 5. OcymectBisTh yCTHYHO M NHUCBMEHHYK0 KOMMYHHUKAIIMIO Ha
rocy1apcTBeHHOM si3blke Poccuiickoit ®enepanu ¢ y4eToM OCOOEHHOCTEH
COLIMAJIBHOTO U KYJIbTYPHOTO KOHTEKCTa

OK 9. Hcnonw3oBarh WH(GOPMAIMOHHBIE TEXHOJOTMU B MpodeccHOHATBHOM
JEeSITENBHOCTH

OK 10. Tlons3oBaThcs npodecCuoHaNbHON JOKYMEHTAIMEeH Ha rocy1apCTBEHHOM
Y MTHOCTPAHHOM SI3bIKaX

npodeccuoHaTbHBIMU KOMIIETEHIUSIMU

[IK 1.1. OGpabaTbiBaTh NEpBUYHBIE OYXTalTEPCKUE TOKYMEHTHI

1.4. PexoMeHayemoe KOJHYECTBO YACOB HA OCBOEHHE NMPOrpamMMbl y4eOHOM

AUCHMUTIIMHBI

MaKCUMaJIbHOH y4eOHOM Harpy3ku oOy4aromierocs: 84 yaca, B TOM YHCIIE:
00s13aTeNTbHON ayUTOPHON YyUeOHOM Harpy3ku obyuaromierocs 64 gaca
camocTosiTelbHasl paboTa — 8 yacoB

2. CTPYKTYPA U COJAEP)KAHUE YUYEBHOMN JUCIUTLIAHBI
2.1. O0bem yueOHOM TMCHUIIMHBI 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:
caMocTosiTelbHass pabota HaJ KypcoBodM paboToi -

(mpoekToMm)

Umoeosas ammecmayus 6 popme (yrkasams) 3 cem. - 9K3ameH




2.2. TemaTH4ecKuii IVIaH M colep:kaHue Y4eOHOH qucHUIIMHBI [lokyMeHTa/IbHOe o0ecnieyeHue YIpaBJIeHus

HaumenoBanue Conep:xanue y4eOHOro MaTepnaJia, JJabopaTopHeie padoThbl U NPAKTHYECKHE 3AaHATHSA, CAMOCTOSITeJIbHASA padoTa O0BeM yacos Yposenns
pAa3iesioB U TeM o0yJanmmxcsi, KypcoBasi padora (IpoeKT) (eciu npedycmompeHut) OCBOEHHS
1 2 3 4
Paznen 1. ITousiTue o JOKYMCHTAIIMOHHOM o0ecrmeyeHun YupaBJi€HUs. 1
BTeMa L Coneprkanue yaeOHOTO MaTepuaia 2
3;;?{1‘;"“?;, Hcropust pa3BUTHS HAYIHBIX MPEJICTABICHUN O JOKYMEHTAIIMOHHOM 00€CTICUeHUH YIIPABJICHHUS.
contepikanme CoBpeMeHHOE COCTOSIHME JOKYMEHTAIIMOHHOTO obecrieueHus yrpasienus. HopmaTuBHO-paBoBas
HCIHILIHHBI 0a3za opraHu3alyy JOKYMEHTAI[MOHHOTO OOECTICUeHUs] YIpPABJICHUS KaK OCHOBAa TEXHOJIOTHUHU
«Jlokymentanuonnoe | IPOIECCOB YIIPABJICHHUAA.
obecIedeHHe OHSITHE JOKYMEHTa, TOKYMEHTHUPOBAHUS, JOKYMEHTAIIMOHHOTO 00eCIIeueH s YIIPaBICHHUSI.
yHpaBenns» Knaccudukanus u BUOB JOKYMEHTOB. YHU(DUKAIMA M CTaHAAPTHU3ALMS YIPaBIECHYECKUX
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 (mpoekTupoBaHue) Oj1anka opranusanuu. M3o0pakeHrne peKBU3UTOB.
Paznen 2. JloKkyMeHTHpOBaHHE YIIPABJIeHYECKOI JIesiTeJIbHOCTH.
Tema 2.1 CojepkaHue yueOHOro MaTepuana 4 1
Cucrema Cucrema OpraHM3alMOHHO-PACTIOPSIAUTEIILHON JTOKYMEHTAIlMU : YCTaB, MOJIOKEHUE, WHCTPYKIHS,
OpraHM3auMOHHO- MpaBuja  BHYTPEHHEro  pachopsiaka. YuudumupoBanHas ~ cuCTeMa  OpraHU3AIMOHHO-
pacnopsurensnoii | pacopsauTeasHo# gokymenTanuu (OPJ1). 'OCTrl na OP/I.
MIOKyMEHTAIHH [TpakTryeckue 3aHATHUSA 3 2 3
OdopmieHue ciry>keOHBIX TOKYMEHTOB B cOOTBeTCcTBUH ¢ TpeboBanusmu [’ OCTa na OP/I.
IIpakTuyeckue 3aHsaTus 4 2 3
OdopMileHrE OpraHU3alMOHHBIX JOKYMEHTOB: YCTaB, MOJOKECHUE, JOKHOCTHAS MHCTPYKIIHSL.
[IpakTuueckue 3ansaTus 5 2 3
CocraBjeHHe OprairM3aloHHOro AokymenTa «lltatHoe pacnucanue.
Tema 2.2. CoaepxaHue ydeOHOro MaTepuaja 4 1
Pacnopsymrensusie | PacriopsaurenbHple JOKYMEHTBI: IIPUKasbl, IIOCTAHOBJICHUs, PELICHMS, yKa3aHus. [peOoBaHus K
noKymMenThI: npukassl, | OpopmileHHI0 TOKyMeHTOB. Kiaccugukanus opraHu3alMOHHO-PACHOPSAIUTENFHON JOKYMEHTALIUN:
HOCTAHOBJICHHS, OpPraHU3aI[MOHHBIE JOKYMEHTBI, PacCHOpSIUTENbHbIC, CIPAaBOYHO-UH(GOPMAIIMOHHBIE, CIYXEOHbIE
peLueHusi, yKasaHusl IIMCbMaA.
IIpakTrueckue 3aHaTus 6 2 3
CoOcTaBJICHHE IIPHKA30B 10 00IIEH AeSITCIbHOCTH
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(MOPMAIMOHHO-CIIPABOYHBIX MAaTEPUAJIOB: CIPABKH, NOKIAIHbIE U OObSICHUTEIbHBIC
““3:,";’::;‘,{‘,‘,‘,‘,’:;‘ 0 3aIHCKH, aKThI, CITy»KEOHbIE MHChMa, 0030pbI, CBOAKU. [locTaHOBIEHMUS, pElIeHNs, TPOTOKOJIBI Ha
MaTepuajioB OCHOBe KoyuiernansHocTu. MHCcTpykumu. CripaBoYHO-UHGOPMAIIMOHHBIE IOKYMEHTHI, aKT;

JoKkaaHas (ciayxeOHast) 3anmucka; crpaBka. OopMieHrne akTOB HAJIOTOBBIX WHCIIEKIIMH.




IIpakTrueckue 3aHATHA 8 2 3
CocraBieHHE CIIPABOK.
[IpakTnueckue 3ansarTus 9
CocraBiieHHEe BHYTPEHHEH H BHEIIHEH [OokKIaaHoM 3amucku. CocraBieHne OOBICHUTEILHON
3aIUCKH.
IIpakTnueckue 3anarus 10 2 2
CocraBiieHHE aKTOB MUHBEHTapU3alluy, IpueMa-nepeaadn, HeI0CTauu, SKCIEPTU3bl JIOKYMEHTOB.
CamocrostenbHas padora CocTapiaeHue HHPOPMAIIMOHHO -CIPAaBOYHEIX MaTEPHATIOB 2 3
Tema 2.4 CoyepxaHre yaeOHOro MaTepuaia 2 1
PasnoBunocTn muceM. | PaszyopuaHocTy nuceM. CiyxeOHble muchbMa. J[enoBoe MMChMO B yCIOBHAX yHHbHKanuu. bianku
g nuceM. Kinaccudukanusi KoppecnoHAeHIINN; MHUIIMATUBHAS U OTBETHAsI, 1eJI0Bast U
KOMMepuecKas. SI3bIK 1 CTHIIb 110BOM KoppecnoHaeHuu. Tunosele u TpadapeTHbie ciiy>KeOHbIe
nuceMa. MIHMIMaTuBHbBIE U OTBETHBIE ClTyKeOHbIe TchbMa. [I1chbma - 3ampockl ¥ MUChbMa - OTBETHI
OpraHu3aiuil -KpeauTopoB. THUNOBBIE rapaHTUIHBIE THCbMa OT OpraHU3alMil (rapaHToB) 6aHKaM O
MOTallIeHNH KpeanuTa. TUITOBOE CONPOBOIUTEIBHOE MUCHMO K JOTOBOPY.
[IpaxkTnueckue 3ansatus 11 2 2
CocraBiieHHEe TNUCEM-TIPUTIALIEHUE, IHUCEM-pa3pelIeHus, MHCEM - IOATBEPKACHMS, ITMCEM —
HaIlOMUHAHKE, COITPOBOIUTEIBHBIX MTACEM.
[IpakTrnueckue 3anstus 12
CocraBienne nH(GOPMALIMOHHBIX, PEKIAMHBIX, TAPAHTUMHBIX MTMCEM M MHCEM HAIOMHUHAHUSI.
CamocTrositenbHast padbota CoCTaBlIeHWE TUIIOBBIX TAPAHTUUHBIX MMUCHM OT OpPraHU3anui (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 amunovmy | [IpUKa3pl 10 JIMYHOMY COCTaBy. 3asBJIEHHE O HOpUeME Ha pabOTy, O MEpPEeBOAE Ha JPYryro 1
cocrasy. JOJKHOCTh, O NPENOCTaBlIeHMH oOTimycka. Conep:kaHue TpPyIOBOW KHMXKKH, JIMYHOM KapTOYKH,
KoHTpakTa.CTpykTypa ¥ (QYHKIUU CIyXKO JTOKYMEHTAMOHHOTO OOECIeueHUsl YyIpaBiICHHUS.
VYnpaBnenue ﬁenaMH, CeKpeTapuart, KaHIEJIsIpus, dKcneaunus. JJoJKHOCTHON U YUCIIEHHBII COCTaB
cnyx0. JIOJDKHOCTHBIE = WMHCTPYKUIMH  COTPYAHHMKOB — ciayx0. OpraHuzallMOHHBIE  CXEMBbI
JOKYMEHTAI[MOHHOTO  ofOecrieueHUs:  ymnpaBieHus. WHCTpYKIMS 1O  JIOKyMEHTAallMOHHOMY
00eCre4eHunIo yn]%aBJ'ICHI/I}I.
Cocra u yueT 00béMa JOKYMEHTOO00POTA NPEANPUATHI U opranusauuii. Opranusaunus paGoThl ¢
JOKYMEHTAlMeH, MOCTYNAEeH B YYPEXKACHUS, NPEANPUATHS, OPraHU3aluu: MPUEM BXOISIIMX
JOKYMEHTOB. ABTOMAaTH3aIUsl IPOIECCOB JOKYMEHTAIIMOHHOTO 00eCTIeUeHUs YIIPABJICHHUSI.
IIpaktunueckue 3anstus 13 2 2
CocraBneHue MpHuKa3zoB N0 JUYHOMY cocTaBy. CocTaBlieHHE 3asBJICHHMH. 3aluCU B TPYJOBOU
KHIDKKE.
IIpakTuueckue 3auarus 14 2 3
PaGora c¢ nwureparypoii «l3yueHue 3aKOHOAATENBHBIX AaKTOB M HOPMATHBHO-METOIUYECKHX
JOKYMEHTOB (eJiepallbHON apXUBHOMW Ci1y»kObI Poccuy 110 apXMBHOMY XpaHEHHIO JOKYMEHTOBY.
Pasznen 4 JoroBopHo-npaBoBasi J0KYMeHTALHS.
Tema 4.1 ConeprkaHue yueOHOro Matepuaia 2 1

Tpynosoii norosop.

ITonsTe moroBopa (KOHTpaKTa), corjamieHus. TumoBas (gopma KoHTpakTa. IIpumepHas Qopma
Jorosopa nocraBku. [IpoTtokosibl  pasHommacuii Kk  gorosopam.TumoBas  ¢opma gorosopa




0ankoBckoro BknanalloHaTue Tpy1oBOro 10rosopa, ero 3HadeHue. TpynoBou kogekc P®. CtopoHsl
TpyaoBoro jaorosopa. CozepkaHue TpyqoBOro A0roBopa. Buasl TpynoBsix qoroBopos. TpynoBoit
JOTOBOP (KOHTPAKT) W HOPSJOK €ro 3akmoudeHus. I[IpaBoBoe perymmpoBaHME IOrOBOPHBIX
OoTHOWICHNH. JIOKyMEHTBI, MpeaoCTaBIsIEMble IMpH TMOCTYIUICHMH Ha paboty. Odopmienue Ha
}ﬂa60Ty. WcnpiTanus npu npueme Ha padboTy.

OHSTHE M BHUJABI NEPEBOJIOB IO TpPyIoBOMY IpaBy. OTivuue MNEPEBOJOB OT IEPEMELICHHUS.
CoBMeCTUTENBCTBO.
OcHoBaHus MpeKpanieHus TpynoBoro goroopa. Odopmienne yBonbHeHUs paboTHHKaA. [IpaBoBbIe
MIOCJIEJICTBUS] HE3AKOHHOTO YBOJIbHEHUSI.

IIpakTnueckue 3anarue 15
CocTaBiieHHe TUIIOBBIX TOTOBOPOB.

Paznea 5. S3BIK M CTHJIb 0P MIIHAJIBHBIX 10KYMEHTOB
Tema 5.1 CoaepxaHue yueOHOro MaTepuaja
OcobeHnocTa Oco0eHHOCTH O(UIMATBHOTO — JEJOBOTO CTWIS. YTIOTPEOJEHUE MPOMUCHBIX U CTPOUYHBIX OYKB.
opunmanshoro— | Haubonee ynorpebnsemble cokpamenus cioB. OGopMIeHHE JaT ¥ YUCEN B JOKYMEHTAX.
JIeJI0BOTO CTHIISK JIOKyMEHTBI OTHOCSIIMECS K BHENTHEAKOHOMHUYECKOW JESATENHbHOCTH OpraHWU3alMH:  JEJI0Bast
Kommepueckast MEepPEnucKa; MTOKYMEHTHI, 0(hOpMIISIONTNE BHEITHETOPTOBBIC CAICIKH; TPETEH3MOHHBIE TOKYMEHTHI.
NepenucKa npu
BHCHIHEIKOHOMHUYIECCK

ol 1eSITeJILHOCTH

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

Pasnen 6 Opranuzanus padoThl ¢ JOKYMEHTAMH.
Tema 6.1 ConeprxaHue y4eOHOro MaTepraia
Perucrpauusi, yaern | PErucTpanusi, y4eT U UHACKCUPOBAHUE JOKYMEHTOB, MOPSAOK JBMKEHUS NTOKYMEHTOB. IIopsaok
MH/IeKCHPOBaHHe 00pabOTKH MOCTYNAKMUX JOKYyMEHTOB. [lopsimok 00paboTKK OTHpaBIIsieMbIX TOKyMeHTOB. [IpaBuiia
JIOKYMEHTOB. perucTpalniy M HMHIEKCUPOBAaHHE JOKYMEHTOB. [IpoBepka MmpaBMIIBHOCTH OGOPMIICHHS, HATWYHS
NPUIOKEHUH, anpecata. COpTUpPOBKA MO BUIAM OTIPABJICHHUI, COCTABJIECHHUE OIMUCEH, PEECTPOB
PACCBUIKH.
ITpaxTnueckoe 3anarue 17
CocraBiieHHE ONIUCEN, PEECTPOB PACCHUIKH.
CamocrostenpHas padota COCTaBIEHHE OIMCEH, PEECTPOB pacChUIKU. [IpoBepka MpaBUIBHOCTU
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 BXOIAMIMX, UCXOIAIINX U BHYTPEHHUX JTOKYMEHTOB B KypHalle U Ha KapTouke (B T.4.
B JICKTPOHHOH (hopme).
CamocTtosarenbHas pabota @opmupoBaHue jaei. XpaHeHHE TOKyMEHTOB, COCTaBICHIE HOMEHKIIATYp
JIEII.
Tema 6.3

Copepxanue yueOHOT0O MaTepualia




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

TunoBas u IpuMepHas HOMEHKJIaTypa Jein. HomeHkiarypa naen opranusanuu. OOpasern
HOMEHKJIATYpHI A1, OhopmiieHHe TOKYMEHTOB B jenax. O610KKa J1el1, OIUCH JIell.

OCHOBHBIE 3TaIbI nepecaayn JOKYMCHTOB B apXWMB WJIM HAa YHUYTOKCHUC. 9KCH€pTI/I3a I.[CHHOCTUI/I
JOKYMEHTOB:  IIOHSATHE, HasHadeHue. [IpuHIuMIBI W KpUTEpUU OIPEACIICHHUs HAydHOH,
HCTOPHYECKON M MPAKTHUECKOW [MEHHOCTH JOKYMEHTOB. DKCIIEPTHBIE KOMUCCHUU, WX (QYHKIUU H
mpaBa. JTambl TPOBENEHHUS OJKcrepTu3bl U odopmiieHune ee PesynpraroB. CpokH ~ XpaHEHHS
JOKYMEHTOB. [lepeuHu HOKYMEHTOB € YKa3aHHEM CpPOKOB XpPaHECHUS.

[lopsinox nepenauu Jes B apXuB WIM YHUUTOKEHUS JOKYMEHTOB. APXUB: [TOHATHE, HA3HAYCHHE.

IIpakTnueckoe 3ansatue 19 2

dopmupoBaHue A€ U MOATOTOBKA UX K apXMBHOMY XPaHEHHUIO.

[IpakTnueckoe 3ansatue 20 2

CocraBieHue aKkTa Ha YHMUYTOXXKEHHE JOKyMeHToB. CocTaBlieHHME oOmnuced,  mepefadd el

YHUUTOXKEHHUSL.

[TpomexxyTounas arrecranus 12
HToro 84

Jl1st XapaKTepUCTUKU YPOBHS OCBOEHMs y4eOHOro MaTepuasa UCIoIb3yIOTCs CIeIyonre 0003HaueHus

1. — o3HaKOMHUTENbHEIH (y3HaBaHHE paHee N3ydEeHHBIX 00BEKTOB, CBOMCTB);

2. — perpOaYKTHBHBIN (BBIITOTHEHNE JEATEIBHOCTH 110 00pasily, MHCTPYKIIMH MK IO/ PyKOBOACTBOM)

3. — IPOAYKTUBHBIN (TUTAHKPOBAHUE U CAMOCTOSTEIbHOE BHIIIOIHEHUE AEATEIbHOCTH, PEIICHUE TPOOIEMHBIX 3a71at)




3. YCJIOBUS PEAJIM3AIINM YYEFHOU JUCHUILIAHBI
3.1. TpeOoBanuss K MHHUMAJIbHOMY

o0ecreYeH I

Ayn. 1304 KaGuHeT 10KyMEHTallMOHHOTO 00eCIIeYeHus yIpaBIeHUs
VYuebHnas mebenb Ha 30 mocaouHbBIX MECT, pabouee MecTo MpernoaaBarTess, J0CKa
MenoBasi-1 mrt., mkadsl kKHWKHBIE 5 T. KoMnbloTep npenonasarens Pentium
E5300. ITpoextop NEC ¢ npoekumoHHbIM 3kpaHom Star. [lepeuenb
JULEH3UOHHOT0 IporpaMMHoro obecneuenus: Microsoft Windows Professional
(KOHTPAKT Ne 244/20 «26» utonst 2020 r, Microsoft Office Professional
(KOHTPAKT Ne 244/20 «26» uions 2020 1), 7-Zip (freeware).
1224 TlomernieHnue sl CAMOCTOSITEILHON PaboThl 00yYarOIINXCS
Komnbrotepubie cTombl -15 mt. Ctoun 115 COBEIaHui ¢ KOMILJIEKTOM CTYJIBEB Ha
26 genosek. Hoyroyk HP Intel(R) Core (TM) 2.7 Hz- 15 mr. M®VY Laser Jet
1132MFP- 2 . [Ipoektop SANYO c skpanom Media. I[lepedens JIMIEH3MOHHOTO
nporpammHoro odecneuenusi: Microsoft Windows Professional (KOHTPAKT Ne
244/20 «26» utons 2020 r, Microsoft Office Professional (KOHTPAKT Ne 244/20

«26» utons 2020 r), 7-Zip (freeware).

3.2. UndopmanuoHHoe obecnevyeHne 00y4eHmst

MaTEePUAJIBHO-TCXHUIECCKOMY

Kunroooecrne4eHHOCTD

Jlnsa CIIO / mox pen. Hoponunoii JILA. — 2-e

buodauorpaduyeckoe onucaHue U3IaHUA Ocnosuas/ Koui-Bo. 3k3.
(aBTOp, 3arnamll)e, BHUJ1, MECTO M I'OJ U3JAHUSA, KOJI. CTP.) JOTOTHITEL A B 0m0I. SneKTPOHHEIe
JuTeparypa CIEISY pecypcbl
Kazakesnu T. A. OCH OBC IOpaiit
JlokyMeHTaIMOHHOE 00ECTICUCHHE YITPABICHUS :
Yueonuk u npaktukyM s CITO / KazakeBuu
T. A., Tkammmu A. . — 2-e u3a., ucnp. u aom .—
DJIEKTpOH. AaH. — MockBa : M3narenbcTBo
IOpaiit, 2019-177c.
[[IysasioBa H. H. OCH SbC IOpaiit
JlokyMeHTaIIMOHHOE 00ECIICUCHHE YITPABICHUS :
Yueonuk u npaktukyM s CITO / [lyBamosa H.
H. — DnexTpon. nan. — Mockaa :
M3narensctBo IOpaiit, 2019 .— 221c .—
(ITpodeccronanpHOe 0O6pazoBaHme).
bsnt B. C. OCH DbC FOpaiit
JloKyMeHTallMOHHOE 00ecreueHre ypaBIeHusl.
HOpuanueckas TexHuka : YuebHnoe nocodue Jlis
CIIO / bsant B. C. — 2-e u3n., ucnp. 1 A0 .—
JneKTpoH. AaH. — Mocksa : U3naTenbcTBo
IOpaiit, 2019 .— 103c.
I'pozoBa O. C. non OBC IOpaiit.
Jlenonpon3BoACTBO : YuebHoe nocodue /
I'po3oBa O. C. — DnekTpoH. gaH. — Mocksa :
M3narensctBo FOpaiit, 2019. -126¢.
Jloponuna JI. A. oI
JIOKyMEHTOBe/IeHHE : YUeOHUK U MPAKTUKYM ObC IOpaiir.
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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

W31, Iep. ¥ 01 .— DIIEKTPOH. TaH. — MockBa :
MN3natensctBo FOpaiit, 2019 .— 309c.

JIOKyMEHTAIIHOHHOE 00eCTIeYeHNE YIPaBICHHUS
nepcoHaioM : YueOHuk u npaktukym s CI1O /
Kysnenos . H. — DnekrpoH. gan. — Mocksa :
M3natenbcrBo FOpaiit, 2019 .— 521c .—
(IlpodeccrnonanbHOE 006pa3oBaHUeE).

Aoyname [I.T. oI DBC IOpaiit
JIOKyMEHTaIlMOHHOE 00ecTeYeHre YIPaBICHUs

nepcoHaoM : YueOHuk u npaktukym s CITO

/ Abynamze /1. I'., Bempsixkuna U. b., Macnosa

B. M. — DnexTpoH. gaH. — Mockaa :

WznarenscrBo FOpaiit, 2019 .— 299¢.—

(ITpodeccuonanbHoE 00pa3oBaHue) .

Ky3snenos U. H. mon OBC IOpaiir.

4. KOHTPOJIb U OIIEHKA PE3YJbTATOB OCBOEHUWS YYEBHOM

JUCLMUITIJIMHBI

KouTposb ®W omeHka pe3yJbTaTOB OCBOCHUS  y4yeOHOW  JUCHUILIMHBI
OCYLIECTBIIIETCS IPENOAABATEIEM B MPOLECCE MPOBEICHUS MNPAKTUYECKUX

BaHHTHﬁ, TCCTUPOBAHUA, BBITIOJIHCHU A O6yanOIIII/IMI/IC$I

3aJIaHU M.

HWHAWBUAYAJIBHBIX

Pe3ysbTaThl 00y4yeHus
(ocBOCHHbIE YMEHHsl, YCBOCHHbIC 3HAHUS)

(I)Oprl H METOIbI

KOHTPOJIA U OIICHKHU pPE3yJ/IbTAaTOB

QJICKTPOHHOM I[OKYMGHTOO60pOTe;

YCTHas OLICHKa

o0yueHust
1 2

Ymemn: IIpoBepka mpakTHYECKHX padoT,

- odopmasATh JAOKYMEHTAllMI0 B COOTBETCTBHM ¢ | YCTHas OICHKA

HOpMaTHUBHOW 0a3oii, B T.4. C HCHOJb30BaHUEM

WH(POPMAITMOHHBIX TEXHOJIOTHIA;

- OCBaMBaTh TEXHOJIOI'MHM aBTOMATH3UPOBaHHOK 00paboTku | IIpoBepka mpakTHueckux pador,

JOKYMCHTALINH; YCTHasd OLICHKa

- HCII0JIb30BaTh YHH(PHIIMPOBAHHBIC (DOPMBI TOKYMEHTOB; | IIpoBepka mpakTudeckux pabor,
YCTHas OLICHKa

- OCYIIECTBJISITH XpAaHEHUE U TIOMCK IOKYMEHTOB; ITpoBepka mMpaKkTHYECKUX padorT,
YCTHas OLICHKa

- UCIOJIB30BaTh TEIIEKOMMYHHKAIIMOHHBIC TeXHOJoruu B | IIpoBepka mpakTmueckux pador,

3nameo:

- MOHATHE, ISNIH, 3aJa4d U IPUHIHKIIBI JSIOTPOU3BOICTBA;
OCHOBHBIC TIOHSATHS JOKYMEHTAI[MOHHOTO OOECICUCHHS
yIIpaBJICHUS;

VYcrHbIl ompoc

- CHCTEMBI JOKYMEHTAllMOHHOTO oOecrieyeHus
yIIpaBJICHUS;

TectupoBanue

- KJ'IaCCI/I(I)I/IKaI_[I/IIO HOKYMCHTOB; Tpe6OBaHI/I$I K
COCTAaBJICHUIO U O(bopMJ'IeHI/IIO JOKYMCHTOB,;

VYceTHBIH ompoc

- OpraHu3alMio JTOKyMeHTooOopoTa: mpueM, oO0paboTKy,
perucTpanuio,  KOHTPOJb,  XpaHEHHE  JOKYMEHTOB,
HOMEHKJIATypy Jell.

TectupoBanue
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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

5. OCOBEHHOCTH OCBOEHMUs JUCHUIIJIMHBI I UHBAJIN/10B
N 1l C OrPAHUYEHHBIMU BO3MOXKHOCTAMMU 310POBbSA

OOyuenne oOy4YarOIIUXCS C OrPAaHUYEHHBIMU BO3MOYKHOCTSIMHU 3JI0POBbS TNpHU
HEOOXOJIMMOCTH OCYIIECTBIISIETCSI HA OCHOBE aJalTUPOBAHHOW paboyell mporpaMMbl C
WCTIOJH30BAaHUEM CIICIIUAIBHBIX METOJIOB OOydYeHHS M AUJAKTUYCCKHX MaTepUasoB,
COCTaBJICHHBIX C Y4ETOM 0COOEHHOCTEH TICHXO(PU3NIECKOTO Pa3BUTHS, HHIMBUIYaTbHBIX
BO3MOJKHOCTEH U COCTOSTHUSA 370POBbS TAKUX 00ydJaromuxcst (00y4Jaronierocs).

B mensx ocBoeHus yaeOHON TporpamMMbl AUCUIUIUTMHBI HHBAUAAMA U JIUIIAMU C
OrpaHMYEHHBIMH BO3MOKHOCTSIMU 3710poBbsi Kb T obecnieunBaer:

JUTS. MTHBAJIMOB U JIUI] C OTPAHUYCHHBIMH BO3MOXKHOCTSIMH 37OPOBBSI 110 3PEHUIO:
pa3MmeleHue B JOCTYMHBIX It OOYYalOMIMXCs, SBIISIONIUXCS CICNBIMHA WA
Ca0OBUASIIMMH, MECTaxX W B aJaNTUPOBAHHON (opMe crnpaBOYHOM HHPOpMALUU O
pacnucaHuM ~ y4yeOHBIX  3aHSATUH;  NPUCYTCTBHE  ACCUCTEHTA,  OKAa3bIBAIOUIETO
oOyuaromeMycsi HeoOXOJMMYIO IOMOIIb;, BBINYCK aJbTEPHATUBHBIX (OPMATOB
METOIMYECKUX MaTepuanoB (KpynHbId mpudT unum ayauodaiins);

JUTST MHBAJIMIOB W JIMI] C OTPAHUYCHHBIMU BO3MOXXHOCTSIMH 37IOPOBbBSI IO CIIYXY:
Ha/IJISKAIIMMH 3BYKOBBIMH CPEJICTBAMHU BOCIIPOU3BEICHHE WH(OPMAIIHH;

JUTS. MHBAJHMIOB M JIMI] C OTPAaHUYCHHBIMH BO3MOXXHOCTSIMH 37I0POBbBSI, IMEIOIIUX
HapylUIEHUS OIMOPHO-ABUTATEIBHOIO ammapara: BO3MOXXHOCTh OeCHpensiTCTBEHHOTO
J0CTyna OoOydJalomuxcss B Y4YeOHBIC TOMENICHHS, TyaJleTHbIE KOMHATBI M JIPyTHE
MIOMEIICHHS, a TAKKe MPeObIBaHNE B YKa3aHHBIX MTOMEIICHHSIX.

OO6pa3zoBaHue 0O0y4arolUXCsl C OrPaHMYEHHBIMH BO3MOXKHOCTSIMH 30POBBS
MOXET OBbITb OpPraHU30BAHO KaK COBMECTHO C JPYIMMHM OOYyYaroIIMMHUCS, TaK U B
OTJEJIbHBIX TPYIaxX WIKM B OTJEJIbHBIX OPraHU3aLUsAX.
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