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

1.1. O6s1acTh NPUMEHEHUs] IPOTPAMMbI

[Iporpamma  y4yeOHOM  AMCHMIUIMHBI  SIBJIIETCS.  4YacTbl0  OCHOBHOM
00pa30BaTeNbHOM MPOTPAaMMBbl TOJTOTOBKM CHEIHAIMCTOB CpPEAHEr0 3BEHA B
cootBerctBUM ¢ PI'OC mno cneumansHoctn  CIIO 38.02.01 DOxoHOMHKA H
Oyxranrepckuil ydé€r (IO OTpacisiM), YKpyNHEHHas TIpynna CHEUalIbHOCTEN
38.00.00 DxoHOMUKA U YIIPABIICHUE.

[Iporpamma y4eOHOW JIUCHUIUIMHBI MOXET OBITh HCIIOJIb30BaHA B
JOTIOTHUTEIBHOM ~ MPO(GECCHOHAIBHOM ~ 00pa30BaHUM  JJIi  TOBBIIICHHUS
KBATM(PUKALUUA U TEPENOATOTOBKM PAaOOTHUKOB KOHOMUYECKON M OyXTralITepCKOM
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 CHENUAJINCTOB CPeIHEro 3BeHa: JUCLIUILUIMHA BXOIUT B
oO1ienpodecCuOHaNBHBIN ITUKIL.

1.3. leau u 3a7a4d y4eOHOM AMCUMILIMHBI — TPe0OBaHUSA K pe3yabTaraM
OCBOCHUSA YU4eOHOM TMCHUTIIUHDI:
Copeprxanue nporpammbl «JloOKyMEHTalMOHHOE OOeCreYeHUe YIpPaBICHUS

HaIlpaBJI€HO Ha JOCTH)KEHUE CIAEAYIOIINX LEeTeH:

— SBJSIETCSI YCBOGHHME TEOPETHMUECKUX 3HAHUM B 00JaCTM HOPMAaTUBHO
IpaBOBOM 0a3bl JOKYMEHTAIIMOHHOTO O0ECIIeUEHUs yIpaBICHHUS

— OpraHuzanuu padoT 1o JeJ0NPOU3BOJICTBY,

— OBJAJICHHE NpHUEMaMH COBPEMEHHOTO JEJIONPOM3BOJACTBA, a TaKXKe
dhopMupoBaHUE HEOOXOAMMBIX CIICITUATUCTY KOMIICTCHITHH.

B pe3ynbrare ocBoeHUS yUeOHOM TUCIUIIMHBI O0yJIarOITUNCS TOKEH YMETh !
— 0hOopMIIATh JOKYMEHTALUIO B COOTBETCTBUU C HOPMATUBHOM 0a30ii, B T.4. C
HCTIOJb30BaHUEeM UH(GOPMAIMOHHBIX TEXHOJIOTHH;

— OCBauBaTh TEXHOJOTUH aBTOMATU3HPOBAHHON 00pabOTKH IOKYMEHTAIUH;

— HCIOJIb30BaTh YHUPHUIIMPOBaHHBIE (HOPMBI JOKYMEHTOB;

— OCYLIECTBJISAITh XPAHEHUE U TTOMCK JOKYMEHTOB;

— HCHOJIb30BaTh TEJICKOMMYHUKAIMOHHBIE TEXHOJIOTUA B 3JEKTPOHHOM
JTIOKYMEHTO000pOTeE.

B pesynbTaTe ocBoeHUs y4eOHOW AUCITUTUTMHBI O0YJArOIIUIICS JOHKCH 3HAThD!
— TIOHATHE, UEeJW, 33Jlaud W NPUHUUIBI JEJONPOU3BOJICTBA; OCHOBHBIE
MOHSTHUS JJOKYMEHTAIIMOHHOTO 00€CTICUeHUS YIIPABICHUS;

— CHCTEMBbI IOKYMEHTAI[MOHHOTO 00eCIieYeH s YIIPaBICHHUS;

— KJaccuUKAIUIO JOKYMEHTOB; TPEOOBAHMS K COCTABICHUIO U OPOPMIICHUIO
JOKYMEHTOB;



— OpraHm3alup JOKYMEHTOO0OpOTa: TpueM, 0oO0padoTKy, pEerucTpaiuio,
KOHTPOJIb, XpaHEHUE JIOKYMEHTOB, HOMEHKJIATYPY JEII.

ByxranTtep nomkeH 06agaTe 0OIMMU KOMIIETEHLIUSMU:

OK 1. Bribupath cnocoObl pemieHus: 3agad MnpodeccruoHaTbHON AESTeNbHOCTH
IPUMEHUTENBHO K PA3IMYHBIM KOHTEKCTaM

OK 2. OcymiecTBiaTh TMOUCK, aHAIW3 M HHTEpIpeTauo uHbopmanuu,
HEOOXOMMOM I BBIIOJTHEHUS 33434 IPOo(eCCUOHATIbHON AESITEIbHOCTH

OK 3. IlnanupoBaTh M peaJM30BBIBATH COOCTBEHHOE MPO(HECCHOHAIBHOE MU
JUYHOCTHOE Pa3BUTHE

OK 4. PaboraTp B KOJUIEKTHBE U KOMaHze, 3(Q()EKTUBHO B3aUMOJIEHCTBOBATH C
KOJUIETaMU, PYKOBOJCTBOM, KJIMEHTaMHU

OK 5. OcymecTBiasiTh yCTHYIO M NUCBMEHHYK0 KOMMYHHUKAIIMIO Ha
rocyJapcTBEHHOM si3bike Poccuiickoii @exnepanuu ¢ y4eTOM OCOOEHHOCTEU
COLIMAJIBHOTO U KYJIbTYPHOTO KOHTEKCTa

OK 9. Hcnosb3oBaTh HWH(POPMAMOHHBIE TEXHOJOTMU B NpO(hecCHOHATBHOM
NeATEIbHOCTH

OK 10. ITonp30oBatbcst mpohecCHOHATBHON JOKYMEHTalMel Ha rocyAapCTBEHHOM
Y UHOCTPAHHOM $I3bIKaX

1po(heCcCUOHATBHBIMUA KOMIIETCHIIUSIMHU:

[1K 1.1. OGpabartbiBaTh epBUYHBIE OYXTaITEPCKUE JOKYMEHTHI

1.4. PexomenayeMoe KOJMYECTBO YACOB HA OCBOEHHME NMPOrpaMMbl y4eOHOM

AUCHMILIMHBI

MaKCHUMaJbHOU yueOHOU Harpy3ku oOydatomierocs 84 yac, B TOM 4HCIIe:
00s13aTeTbHON ayIMTOPHON yueOHOM Harpy3ku obydaromerocst 64 yacos
caMoCTOsITeNbHAs paboTa — 8§ 4acoB

2. CTPYKTYPA U COJAEP)KAHUE YUEBHOM JJUCIHUILJINHBI
2.1. O0bem yueOHO# TUCHUILIMHBI M BUAbI Y4eOHOH padoThl

Bupa yueOHoii padoThi Oovem yacos
MaxkcumasbHasi yueOHasi HArpy3ka (Bcero) 84
Oo0s13aTeIbHAA aYyAUTOPHAA Y4eOHAsl HAarpy3Ka (Bcero) 64

B TOM YHCJIC:
Ja0opaTopHbie PabOThI -
MIPAKTUYECKHE 3aHATUS 34
KOHTPOJIbHBIE paOOThI -
KypcoBas pabora (IpoekT) (eciu npedycmompero) -
IPOMEKYTOUYHAsl aTTECTALUS 12

CamocTosiTesibHasi paboTa 00y4arierocs (Bcero) 8

B TOM YHCJIC:
caMoCTOsTeNIbHas paboTa HajJ KypcoBOMl paboToif -

(IpoeKTOM)

Hmoeosas ammecmayus 6 hopme (yxazams) 1 cem. - aK3ameH




2.2. TemaTuyecKkMid IJIAH U COiePKAHNE Y4eOHO JUCUUIIMHBI JIOKyMeHTa/IbHOE 00ecleYeHrne yIpaBaeHUs

HaunmeHnoBanue Copep:xanue y4eOHOr0 MaTepHaJia, JIAa00paTOPHbIe PAGOThI M MPAKTHYECKHE 3aAHATHS, CAMOCTOSITeJIbHASA padoTa O0beM yacoB YpoBeHn
pa3aesioB M TeM 00y4yaloIuXxcs, KypcoBasi padora (IPOeKT) (eciu npedycmompeHvl) 0CBOEHHS
1 2 3 4
Paznen 1. IlonsAiTHE 0 JOKYMEHTAIIMOHHOM O0ecTeYeHNH YIIPaBJIeHHsI. 1
BTeMa L Coneprkanue y4eOHOro MaTepuasia 2
3},];311?“]?;, Hcropus pa3BUTHS HAYYHBIX TTPEICTABICHUH O JOKYMEHTAIIMIOHHOM OOCCIICUCHHH YITPaBJICHUS.
contepanme CoBpeMeHHOE COCTOSIHUE JOKYMEHTAIIMOHHOTO obecrieuenus ynpasieHus. HopmaTuBHO-TipaBoBas
e — 0a3za opraHuzalMM JOKYMEHTAI[MOHHOTO OOCCIEYCHHS YIpaBJICHUS KaK OCHOBAa TEXHOJOTHH
«JloKkyMeHTauMOHHOe OponcecCoB yIpaBJICHUA.
ofecneyenue OHSITHE JJOKYMEHTA, TOKYMEHTUPOBAHHS, IIO%)’MCHT&IIII/IOHHOI‘O obecrieueHus yrpaBICHUS.
yIpaBIeHus» Knaccudukalius u BUABI JOKYMEHTOB. YHU(UKAIMS U CTAaHAAPTH3ALUS YIPABICHUYECKUX
Knaccnuxanust u AOKYMCHTOB
BH/bI JOKYMEHTOB.
Tema 1.3 Cojiepkanue yaeOHOro MaTepHajia 2 1
Tpasuna opopmuenns | [TpaBuiia 0hOpMICHHS OCHOBHBIX PEKBH3HUTOB.
ocHoBHbIX pekpusutos. | [IpakTHueckue 3aHATUA 2 2 3
Paspaborka (mpoekrupoBanue) Oi1aHka opranusanuu. M300paxkeHne peKBU3UTOB.
Paznmen 2. I[OKYMeHTHpOBaHI/Ie VHpaBJIquECKOﬁ ACATCJIBbHOCTU.
Tema 2.1 Coaepkanve yueOHOro MaTepyasa 4 1
Cucrema Cucrema OpraHu3allMOHHO-PACTIOPSAAUTEILHON AOKYMEHTALMM : YCTaB, MOJIOKEHHUE, UHCTPYKLHUS,
OpraHH3aIHOHHO- nMpaBujia  BHYTPEHHEro  pacrnopsiaka.  YHuUUIMpPOBAHHAs ~ CHUCTEMa  OPTraHU3alMOHHO-
pacnopsmuteasnoii | pacnopsaauTeasHor gokymenTamuu (OPJ). 'OCTe1 na OP/I.
JOKYMEHTALMH [IpakTnueckue 3aHsaTHSA 3 2 3
Odopmrenne ciay)eOHbIX TOKYMEHTOB B cOOTBETCTBHH ¢ TpeOoBaHusmu 'OCTa na OP/I.
[IpakTuueckue 3ansatus 4 2 3
OdopMIleHHE OpraHU3aMOHHBIX JOKYMEHTOB: YCTaB, IMOJOKEHUE, JOKHOCTHAS HHCTPYKITHS.
[IpakTrueckue 3aHATHS O 2 3
CocraBieHHe OpraHu3alMoOHHOr0 foKkyMeHTa «llltaTHoe pacnucaHuey.
Tema 2.2. CopepxaHue yIeOHOr0 MaTepuaa 4 1
Pacnopsiantenbhbie | PACIIOPSIUTENBHBIE JTOKYMEHTHI: NMPHUKAa3bl, MOCTAHOBJICHHS, PEIICHUs, yKa3aHus. |peOOBaHMs K
NOKyMeHTBI: npuKkasbl, | O(QOPMIIEHUIO TOKyMEHTOB. Kiaccudukanys opraHu3allMOHHO-PacHoOpsAUTEIbHON JTOKYMEHTAIIUN:
10CTAHOB.ICHHSI, OpPTraHMU3AIMOHHBIE JTOKYMEHTHI, PaCHOPSIUTEIbHbBIE, CIPAaBOUYHO-UH(POPMAIIMOHHBIE, CITYXEOHbBIE
pelienusi, yKasanusi nuucbMa.
[IpakTnueckue 3anatus 6 2 3
CocTrapicHHE MPHUKA30B 10 O0IIEH IeITEIbHOCTH
ITpakTnueckue 3aHATHSA 7 2 3
CocTaByieHHE IPOTOKOJIOB, COBEIAHNM, 3acedaHMi, KOH(hEPEHIHI, COOpaHUH U T.II.
Tema 2.3 Cojnepxanne yaeOHOro MaTepuaja 4 1
"H%‘(’JCT;:“%EEO CocraBnenre nHGOPMAIMOHHO-CIIPABOYHBIX MAaTEPHAJIOB: CIIPABKH, TOKJIATHbIC U OOBSICHUTEIbHBIC
cn[f)aml;ﬂm 3aMMCKHU, aKThl, CITY)KEOHBIE THChMa, 0030pbI, CBOAKHU. [locTaHOBIEHUS, pEIICHHUS, POTOKOJIBI Ha
MAaTepHajIoB OCHOBE KoyernanbHocTu. MHCTpYyKIHu. CipaBOYHO-UHPOPMAITMOHHEIE TOKYMEHTHI, aKT;

JoKIaaHas (ciykeOHas) 3anucka; cnpaBka. OdopMiieHHe aKTOB HAJIOTOBBIX MHCTICKITUMN.




[IpakTrueckue 3aHsATUS 8

CocraBiieHuE CIPaBOK.

[IpakTnueckue 3aHsATHS 9

CocraBneHne BHYTPEHHEH HW BHEIIHEW [OKJIaaHOW 3amucku. CocraBiieHHe OOBSICHUTEIBHON
3aIMCKH.

IIpaxkTrueckue 3anarus 10
CocraiieHHE aKTOB MHBEHTAPU3ALUH, [IpUEMa-TIiepeadn, HEIOCTauH, SKCIEPTU3bl JTIOKYMEHTOB.

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

Tema 2.4

Pa3HOBHIHOCTH MHCEM.

Cojzepxanne yaeOHOro MaTepuaja

PaznoBunnoctu mucem. CiykeOHble THUChMA. J[e10BO€ MUCHMO B YCIOBHSIX yHUUKAIMH. brianku
s nuceM. Kiaccudukanus KoppecrnoHIeHIMN; HHULMATUBHASL U OTBETHAs, J1€710Basi U
KOMMepUecKast. SI3bIK M CTHIIb I€TI0BOI KOPPECTIOHACHIINH. THITOBBIE U TpadapeTHbIE CITyKeOHbIE
nucbMa. IHMIMaTUBHbIE U OTBETHBIE CIyXeOHble McbMa. [IncbMa - 3a1pockl U MUCbMa - OTBETHI
OpraHu3alnuil -KpeAUTopoB. TUIOBbIE rapaHTUHHBIE TMCbMa OT OpraHU3aluil (rapaHToB) OaHKaM O
IIOTalIeHUH KpeauTa. TUIoBOe COTPOBOAUTENIBHOE IUCHMO K JOTOBOPY.

[TpakTnueckue 3ansatus 11

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

[IpakTuueckue 3ausarus 12

Cocraiienrne nHGOPMAIIMOHHBIX, PEKJIAMHBIX, TAPAHTUMHBIX TUCEM M IMHCEM HAIOMHUHAHUS.

CamocrositenbHas padbota CocTaBlieHHE TUIOBBIX FApaHTUHHBIX MUCbM OT OpraHu3alui (rapaHToOB)
OaHKaM O ToranieHuu KpeauTa. TUImoBoe COmpoOBOIUTEIHHOE MUCHMO K JIOTOBOPY.

Pasznen 3

OdopmiieHne JOKYMEHTOB 110 JUYHOMY COCTaBY.

Tema 3.1
IIpuka3bl N0 JUYHOMY
€OCTaBY.

ConepxaHue yueOHOro Matepuaia

[Ipuka3pl MO JMYHOMY COCTaBYy. 3asBJIIEHHME O IpUEME Ha padOTy, O MEpPEeBOJE Ha JPYryro
JOJDKHOCTh, O TpenocTaBieHUU oTmycka. ConepkaHue TpPYyAOBOW KHWXKKH, JIMYHOM KapTOUKH,
KOHTpakTa.CTpykTypa ¥ (QYHKIUU CIYyXO JOKYMEHTAI[HOHHOTO OOECIIeUeHUs YIpaBICHUS.
anaBneHHeEenaMH, CEeKpeTapuart, KaHLEISIpHs, SKCneauuns. JJoJKHOCTHOM U YMCIIEHHBIN COCTaB
cinyx0.  JIOIDKHOCTHBIE = WHCTPYKIUH  COTPYAHHKOB  chnyxk0. OpraHu3zaloOHHBIE  CXEMBI
JOKYMEHTAIlMOHHOTO ~ OOeCredeHusl  ympaBieHus. MWHCTpYKIHMS 1O  JOKYMEHTAllMOHHOMY
00eCIe4eHnI0 yngaBneHm.

Cocrap 1 y4eT 00bEMa JOKYMEHTOOOOPOTA NMPEANPUATHI U opranusanuid. Opranusanys paboThl ¢
JOKYMEHTAMEe, MOCTyNarole B YUYPEKIACHUS, MPEANPUITHS, OpPraHU3AUU: NPUEM BXOIAIIAX
JOKYMEHTOB. ABTOMaTH3aIUsl IPOIECCOB JOKYMEHTALMOHHOTO 00eCneYeH s YIIpaBICHUSI.

ITpakTnueckue 3ansatus 13 . .
CocraBieHrue MOpUKA30B MO JUYHOMY cocTaBy. CocraBieHuE 3asBJICHUW. 3alucH B TPYAOBOM
KHIKKE.

ITpakTnueckue 3ansatus 14
Pabora ¢ nureparypoii_ «/3ydeHue 3aKOHONATENBHBIX AKTOB W HOPMaTHBHO-METOJAMYECKHX
JOKYMEHTOB (efiepalibHON apXUBHOMU ci1yObl Poccuu o apXMBHOMY XpaHEHHUIO TOKYMEHTOBY.

Paznen 4

JloroBopHo-npaBoBas JOKYMEHTAIHS.

Tema 4.1
Tpynosoii gorosop.

Coziepkanne yudeOHOTO MaTepHuaia

ITonstue morosopa (KOHTpakTa), CorjallieHHs. TumoBas (popMma KoHTpakrta. IIpumepHas (opma
noroBopa moctaBku. IIporokonibl  pasHornacuid kK  joroBopam.TumoBas ¢opma jgoroBopa




0ankoBckoro BkiaaallonsTue TpynoBoro 10roopa, ero 3HauyeHue. Tpynosoi kojaekc P®. CtopoHsl
TpynoBoro norosopa. Coxep:kaHue TpynoBOro Jorosopa. Buael Tpynosbeix gorosopos. Tpynosoi
JOTOBOp (KOHTpPAaKT) M MOPSIOK €ro 3akiroueHus. IIpaBoBoe peryaupoBaHu€ JOTOBOPHBIX
OTHOWICHUH. JIOKYMEHTBI, IpeNoCTaBIIeMble MPH MOCTYIUIGHWH Ha paboty. Odopmiienue Ha
%a60Ty. HcnblTanus npu npueme Ha padoTy.

OHSTHE M BHUJABl IIEPEBOJOB IO TPyAOoBOMY MpaBy. OTiudue NEPEeBOAOB OT IEPEMELIEHUS.
CoOBMECTHUTENBCTBO.
OcHoBaHMsI NpeKpalieHus TpynoBoro goropopa. Odopmienue yBonbHeHUs paboTHUKa. [IpaBoBble
IIOCJICICTBUS] HE3aKOHHOTI'O YBOJIbHEHUSI.

[IpakTueckue 3anarue 15
CocTaBieHHe TUIIOBBIX JOTOBOPOB.

Paspea S. SI3bIK ¥ CTHJIb 0QUIHATBHBIX JOKYMEHTOB
Tema 5.1 Cozepxkanue yaeOHOro MaTepuaja
OcoGeHHOCTH Oco0eHHOCTH O(UIMAIBHOTO — JAEJIOBOIO CTWJISA. YIOTPEOJECHUE MPOMUCHBIX M CTPOUYHBIX OYKB.
o(pUIHAILHOIO — Haubonee ynorpebnsiembie cokpaiieHus cioB. OdopMieHne naT U 4yucen B JOKYMEHTaX.
J1€JIOBOT'0 CTHJIS JIOKyMEHTBI OTHOCSIIMECS K BHEIIHEIKOHOMUYECKOW JEATEIIbHOCTH OpraHu3aluu:  JeJoBas
Kommepueckas MepenucKa; JTOKYMEHTHI, 0(OPMIISIIOIINE BHEITHETOPTOBBIE CACNIKH; MPETEH3NOHHbBIE TOKYMEHTHI.
nepenuckKa npu
BHCIIHEIKOHOMUYECK

ol 1eITeJILHOCTH

[IpakTnueckoe 3ausarue 16
[IpumeHeHne Ha TpPaKTHKE OCOOEHHOCTEH OQHIMAIFHO — JEJIOBOTO CTHWIS NpU O(OpMIICHUU
JOKYMEHTOB I10 BHEITHEIKOHOMHYECKOH JeITEIIbHOCTH

Paznen 6 Opranusanus paéoThl ¢ JOKYMEHTAMHU.
Tema 6.1 ConepxkaHue yueOHOro MaTepuaia
Perucrpanns, yser u | PErucTpanus, y4eT U MHACKCUPOBAHUE JIOKYMEHTOB, MOPSAOK ABMKEHUS ITOKYMEHTOB. [lopsaok
WH/IEKCHPOBaHHe 00pabOTKH MOCTYMAIUX JOKYMEHTOB. [lopsimok 00paboTKu OTIpaBIseMbIX TOKyMeHTOB. [IpaBuia
JOKYMEHTOB. perucTpalvii U WHAEKCUpPOBaHUE JOKYMEHTOB. [IpoBepka mpaBUIBHOCTH OGMOPMIICHHS, HATUYHS
NpUIOKEHUH, anpecata. COpTUPOBKa MO BUAAM OTIPABICHHM, COCTABICHHE OMHUCEH, PEECTpOB
PAaCChLIKH.
[TpaxkTnueckoe 3ansatue 17
CocTaBicHHE OIUCEH, PEECTPOB PACCHLIKH.
CamocrositenbHass pabotra CocTaBlIeHHE ONMUCEH, PEECTPOB pacchbUIKU. I[IpoBepka MpaBUIBHOCTU
odopMIIeHHUS, HAJTWYK IPUJIOKECHHUH, aipecara.
Tema 6.2 Cojzepkanue y9eOHOro MaTepuaja
Opranuzanus Opranusanys KOHTPOJsl 32 MCIOJHEHUEM JOKYMEHTOB. KapTOUKM KOHTPOJIHUPYEMBIX TOKYMEHTOB.

KOHTPOJIS 32
HCMOTHEHHEM

cDOpMI/IpOBaHI/IC JCII. XpaHCHI/Ie JAOKYMCHTOB, COCTAaBJICHUC HOMCHKJIATYPp ACIL.

[TpakTnueckoe 3anstue 18

JOKYMEHTOB
Perucrparius BXOASIINX, HCXOAAIINX U BHYTPEHHUX JOKYMEHTOB B )KYPHaJe U Ha KapToykKe (B T.4.
B DJIEKTPOHHOH dopMe).
CamocrosrenbHas pabora ®opMupoBanue Jei. XpaHEHUE TOKYMEHTOB, COCTaBIICHUE HOMECHKIIATYD
JIe.
Tema 6.3

Conepkanue yaeOHOro MaTepurania




HomenkiaTtypa neu
OpraHu3alMH.
Hopsagoxk nepenaun
JOKYMEHTOB B ApXHB
WJIH YHHYTOKEHHe.

TunoBas u mnpumepHas HOMeEHKiartypa nen. HomeHknaTypa paen opraHuzauuud. OOpaser
HOMEHKJIaTyphl Jiel1, 0popMIIeHHE JTOKYMEHTOB B jienax. O00Ka Ael, OnuCcH Aed.

OcHoBHbIE 3Tanbl NEpeJayd AJOKYMEHTOB B apXUB WJIM Ha YHMUYTOKEHHE. DKCIIEpTH3a ILIEHHOCTH
JOKYMEHTOB: ~ TIOHSATHE,  HasHadeHue. [IpuHOMNBI W KPUTEPUM OIPENEIICHUS HAY4YHOW,
UCTOPUUYECKON M MPAKTUUECKOW HEHHOCTHU JOKYMEHTOB. DKCIIEPTHbIE KOMUCCUU, HUX (YHKIMH H
nmpaBa. OTambl TPOBENEHHUS OSKcrmepTu3sl U odopmienune ee PesynbraToB. Cpoku ~XpaHEHUs
JOKyMEHTOB. [lepeyHu NOKYMEHTOB C yKa3aHMEM CpPOKOB XPaHCHMS.

[lopsanox nepenadn A€l B apXUB WIM YHUYTOKEHUS JOKYMEHTOB. APXHUB: TIOHATHE, HA3HAYCHHUE.

HTroro

IIpakTueckoe 3ansatue 19 2

dopMupoOBaHUE A€ U IOATOTOBKA UX K apXUBHOMY XPaHEHHUIO.

IIpakTuueckoe 3ausitue 20 B 2

CocraBneHue axkTa Ha YHUYTOXKEHHE JOKYMEHTOB. (CocTaBieHHWE OMNUCeH,  mepenadyu el

YHUYTOXKCHUS.

HpOMe)KYTO‘IHaH aTTecTanus 12
84

[ XapakTepUCTUKH YPOBHS OCBOCHUS yU€OHOT0 MaTepHaja UCIIOJIB3YIOTCA CIIEAYIOINe 0003HAUCHHUS:

1. — o3HaKOMUTENBHBIH (Y3HABAaHHE paHee U3yUYCHHBIX 0OBEKTOB, CBOICTB);

2. — penpoyKTUBHBIN (BBIMOIHEHHE ACATSILHOCTH MO 00pasily, HHCTPYKIIHU WITH MOJT PyKOBOJICTBOM)

3. — IPOLYKTHUBHBIN (TIJIAHUPOBAHUE U CAMOCTOSTEIBHOE BHINOJIIHEHHE IEATEIbHOCTH, PeIICHHE TPOOJIEMHBIX 3a1a4)




3. YCJIOBHUA PEAJIN3AIIMM YYEBHOM JUCIUILIMHBI
3.1. TpeOoBaHMsA K MMHUMAJIbHOMY MaTEePHAJBHO-TEXHHYECKOMY 00ecIeYeHH 0

Ayn. 1304 KabuHeT 10KyMEHTAllMOHHOTO 00eCIIeUeHus YIPaBICHUs

VYueOnas mebenbp Ha 30 mocaoyHbIX MecT, pabodyee MECTO NIperojaaBarelis, Tocka Mmenopas-1
mt., mKadsl KHIKHBIE 5 mT. Kommbrorep npenogasarens Pentium E5300. ITpoextop NEC ¢
MPOEKIIMOHHBIM 3KpaHoMm Star. IlepedyeHp JIMIEH3MOHHOTO MPOTPAMMHOIO OOECIeUeHUs:
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).

1224 TlomemieHue 151 CAMOCTOSTEIBLHOM PaboThl 00yJarOIINXCs

Komnbrorepnsie crounsl -15 mt. CToJt U1l COBEIIaHUH ¢ KOMILIEKTOM CTYJIbEB Ha 26 4eIOBEK.
Hoytoyx HP Intel(R) Core (TM) 2.7 Hz- 15 mur. M®YV Laser Jet 1132MFP- 2 . [TpoekTop
SANYO c skpanom Media. [Tepeuens JIHIIEH3HOHHOTO IPOrpaMMHOTro obecteueHust: Microsoft
Windows Professional (KOHTPAKT Ne 244/20 «26» urons 2020 r, Microsoft Office
Professional (KOHTPAKT Ne 244/20 «26» utons 2020 r), 7-Zip (freeware).

3.2. UudopmannonHoe obecnevyenne o0yueHmst

Kuuroo6ecneueHHOCTEL

budanorpadguyeckoe onucanue U3IaAHUs OcnoBuas/ KOI-BO. 5K3
%Tocp{ 3;mIaBne, BH/I, MECTO H IO/l M3aHMSL, JOMOJHUTEIbHAS s 6m:m DJIeKTPOHHDIE
P JuTeparypa CIIIDY pecypcbl
Kazaxesuu T. A. OCH OBbC Opaiit
JIoOKyMEHTaIMOHHOE 00ecTieYeHEe YIpaBICHUS
: Yuebnuk u npaktukym st CITO /

Kazakesnu T. A., Tkamnu A. 1. — 2-e u3n.,

HCIIP. U 101 .— DJEKTPOH. aH. — MocCKBa :

NzparensbctBo FOpaiit, 2021-177¢

[[lyBanosa H.H. OCH OBC IOpaiit

J/lokymMeHTallMOHHOE O0ecrieueHNE YIpaBIeHUS :
Yueonuk u npaktukym s CITO / [lyBanosa
H. H. — DnexrpoH. nan. — Mocksa :
W3narensctBo FOpaitt, 2021 .— 265¢ .—
(ITpodeccronanbHOE 00pa3oBaHUE)
bsuit B.C. o OBbC Opaiit
JlokyMeHTallMOHHOE O0ecreueHe ypaBaeHHs.
FOpuanueckas TexHuka : YueOHoe nocobue Jls
CIIO / bsint B. C. — 2-¢ u3j1., uctp. u 01 .—
Mockaa : IOpaiit, 2021 .— 103c.
['po3osa O. C. on DOBbC O0paiit
JlenonpousBoAcTBO : YuebHoe mocodue /
['po3zoBa O. C. — DnexTpoH. 1aH. — Mocksa :
N3narenscTBo FOpaiit, 2021-126¢ .
Jloponuna JI. A. 11011
JlokymeHTOBeIeH e | YUEOHHUK U TPAKTUKYM ObC FOpaiit
Jlnst CIIO / mon pen. JJoponunoii JI.A. — 2-e
W3]1., Iep. U J0N .— DJIEKTPOH. TaH. — MOCKBa :
M3narensctBo FOpait, 2021 .— 309c.
Abynanze [1. T. ITOII OBbC Opaiit
JloKkyMeHTaIlMOHHOE 00ecTeueHne YIpaBiIeHus
nepcoHanoM : Yuebnuk u npaktukym s CIIO
Abynanze /1. I'., Bempsokkuaa U. b., Maciosa
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http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=676&TERM=Казакевич,%20Татьяна%20Александровна%5B1,1004,4,101%5D&LANG=rus
https://urait.ru/bcode/471615
http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=676&TERM=Шувалова,%20Наталия%20Николаевна%5B1,1004,4,101%5D&LANG=rus
https://urait.ru/bcode/469832
http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=676&TERM=Бялт,%20Виктор%20Сергеевич%5B1,1004,4,101%5D&LANG=rus
https://urait.ru/bcode/474092
http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=676&TERM=Грозова,%20Ольга%20Сергеевна%5B1,1004,4,101%5D&LANG=rus
https://urait.ru/bcode/472842
http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=676&TERM=Доронина,%20Лариса%20Алексеевна%5B1,1004,4,101%5D&LANG=rus
https://urait.ru/bcode/469701
http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=676&TERM=Абуладзе,%20Дареджани%20Гивиевна%5B1,1004,4,101%5D&LANG=rus
https://urait.ru/bcode/487121

B. M. — DnektpoH. nan. — Mocksa :
N3narenscTBO FOpaiit, 2021 .— 370¢c .—
(ITpoheccuonanpaoe 0OpazoBaHue) .

Kysuenos U. H. mon
J/lokymeHTalMoHHOE o0ecrieueHue yIpaBieHus
nepcoHanoM : YueOHuk u npakrukym s CI1O
Kysnenos 1. H. — DnekrpoH. nan. — MockBa
: U3narensctBo IOpaiit, 2021 .— 462¢ .—
(ITpodheccronanbHOE 00pa30BaHKE).

DbC IOpait

4. KOHTPO.Ib M OIIEHKA PE3YJIbTATOB OCBOEHUWSI YYEBHOU

JTUCHUATIIMHBI

Kontpoais ® omeHka pe3ylbTaTOB OCBOCHUA  Y4YEOHOW  JUCHUIUIMHBI

OCYHICCTBILICTCA IIPCIIOAABATCIICM B IIPOLCCCC

IMPOBCACHUA IIPAKTHYCCKHUX

3aHHTHﬁ, TCCTUPOBAHUA, BBIITOJIHCHU S O6y‘{aI-OHII/IMI/ICH HWHAUBUAYAJIBHBIX

3aJlaHUM.

Pe3ynbTathl 00yyeHus
(ocBOEHHBbIE YMEHNs, YCBOCHHbIE 3HAHNSA)

®opMBI 1 METOIBI
KOHTPOJISI H OIIeHKH Pe3yJIbTATOB
o0yueHust

1

2

Ymems:

- ohopMIATh JOKYMEHTALUIO B  COOTBETCTBUHM C
HOpPMaTUBHOM 0a3oii, B T.4. C HCIOJIb30BAHUEM
WHGOPMAIMOHHBIX TEXHOJIOTHIA;

IMpoBepka mpakTHYeCKUX padoT,
yCTHasl OLICHKa

- OCBaMBaTh TEXHOJOTHMH aBTOMATU3UPOBAHHON 00pabOTKH
JOKYMEHTALUU;

IIpoBepka mpakTHYEeCKUX padoT,
yCTHasl OLICHKa

- UCTIOJIK30BaTh YHU(UIIMPOBAHHbIE (DOPMBI JOKYMEHTOB;

IIpoBepka mpakTHYEeCKUX padoT,
yCTHasl OLICHKa

- OCYHICCTBJIATH XPAHCHUC U ITOUCK JOKYMCHTOB;

IIpoBepka mpakTHYecKUX PadoT,
YCTHas OIIeHKa

- HCIIOJIB30BATh TCJICKOMMYHHUKAIIMOHHBIC TCXHOJIOTUH B
AIIEKTPOHHOM JIOKYMEHTO000pOTE;

IIpoBepka mpakTHYecKHX padorT,
yCTHasl OIIeHKa

Buame:

- TIOHSATHE, 1IeNH, 3314l U TMPUHIUIBI JeTOMPOU3BOICTBA;
OCHOBHBIC TOHSATHUS JOKYMEHTAI[MOHHOTO OOeCreYeHUs
yIpaBJICHHUS;

VYeTHBI onpoc

- CUCTEMBbI JOKYMEHTallMOHHOT'O o0ecrieueHus
yIIpaBJICHUS;

TectupoBanue

- KJaccHU(UKAIUI0  JOKYMEHTOB;  TpeOOBaHUS K
COCTABJICHUIO M OOPMJICHHIO JOKYMEHTOB,;

VYeTHBI onpoc

- OpraHM3alMi JOKYMEHTOoOOOopoTa: mpueMm, oOpaboTKy,
perucTpanuio,  KOHTPOJIb,  XpaHEHHE  JIOKYMEHTOB,
HOMEHKJIATYPY A7l

TectupoBanue

5. OCOBEHHOCTHU OCBOEHUA JUCHUIIJIMHBI 1151 THBAJIUI0OB
N Jil C OrPAHUYEHHBIMUA BO3ZMOXHOCTAMMU 310POBbA

OOyueHne oOyd4alOIIMXCA C OrPaHUYEHHBIMH BO3MOKHOCTSIMU 3/I0pPOBbsSI TpHU
HEOOXOJMMOCTH OCYIIECTBIISICTCSI HA OCHOBE aJalTHPOBAHHOW pabouel mporpammbl
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http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=676&TERM=Кузнецов,%20Игорь%20Николаевич%5B1,1004,4,101%5D&LANG=rus
https://urait.ru/bcode/470020

UCIOJIb30BAHUEM CHELUAIBHBIX METOJOB OOYYEHHS U JUJAKTUYECKUX MaTEpHAJIOB,
COCTaBJICHHBIX C YYETOM OCOOCHHOCTEH MCUXO0(PU3NIECKOTO Pa3BUTHUS, MHIUBUAYAIbHbIX
BO3MO’KHOCTEH M COCTOSIHUS 370pPOBbs TaKUX 00y4daromuxcs (o0yyaromerocs).

B nensx ocBoeHus y4eOHON MpOrpaMmbl JUCHUIUIMHBI MHBAJUAAMU U JIMLAMU C
OrpaHUYEHHBIMU BO3MOKHOCTAMU 3710poBbsa Kb uT obecnieunBaert:

IUIs. MHBAJIMJOB U JIMI] ¢ OTPAHMYEHHBIMU BO3MOKHOCTSIMH 370POBbS 10 3PEHUIO:
pa3MelleHue B JIOCTYNHBIX JJIs  OOy4YaroIIMXCs, SBJSIOIIUXCS  CIENBIMH WX
cna0OBUIAIIMMH, MECTaX M B aJalTUPOBAHHON (opMme CcHpaBOYHOM HHPOpPMaLUU O
pacnMcaHuM  y4yeOHBIX  3aHATUH;  TNPUCYTCTBHE  ACCUCTEHTa,  OKa3bIBAIOLIETO
oOyyaroniemMycsi HEOOXOJMMYIO TIIOMOIIb; BBINYCK aJbTEPHATUBHBIX  (OPMATOB
METOJIMYECKUX MaTepuaioB (KpynHbId MpudT umm ayauodaiiie);

JUIS. UHBAJUAOB U JIMI[ C OTPAaHUYECHHBIMU BO3MOKHOCTSIMHU 370POBBS MO CIIYXY:
Ha/IJIeKAIMMU 3BYKOBBIMH CPEJICTBAMH BOCIPOU3BEICHHE HH(OpMALNY;

JUISL MTHBAJIMJIOB U JIMLl C OFPAaHUYEHHBIMU BO3MO>KHOCTSIMHU 3/10POBbs, UMEIOLIUX
HapyLIeHUs] OIOPHO-ABUIATEIBHOIO ammapaTa: BO3MOXKHOCTh O€CIpensiTCTBEHHOTO
JOCTyna oO0ydJaomuxcss B yduyeOHbIE NOMELICHMs, TyaJleTHble KOMHAaThl U JIpyrue
HOMEUICHHUS, a TaK)Ke NPeObIBaHNE B YKa3aHHBIX MOMEICHHSIX.

O06pa3oBanue 00y4arouMxcs ¢ OrpaHUYEHHBIMU BO3MOXKHOCTSIMU 3/I0POBbSI MOXKET OBIThH
OpraHU30BaHO KaK COBMECTHO C APYTMMH 00YYarOIIMMHUCS, TaK U B OTAEJIbHBIX IPyIIax
WIH B OTAEJIBHBIX OpraHU3alusX.
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