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

1.1. O0Js1acTh IPpUMEHEHUs IPOrPaMMbI

[Iporpamma  y4eOHOM  AMCHMIUIMHBI  SIBJIIETCS.  4YacTbl0  OCHOBHOM
00pa30BaTeNbHOM MPOTPAaMMBbl TOJATOTOBKM CHEIMAIMCTOB CPEAHETO 3BEHA B
cootBerctBUM ¢ PI'OC mno cneumansHoctn  CIIO 38.02.01 OxoHOoMHKa WU
Oyxranrepckuil ydé€r (IO oOTpacisM), YKpYNHEHHas TIpylna ClenuagibHOCTeN
38.00.00 DxoHOMUKA U YIIPABIICHUE.

[Iporpamma y4eOHOW JIUCHUIUIMHBI MOXET OBITh HCIIOJIB30BaHA B
JOTIOTHUTEIBHOM ~ MPO(GECCHOHAIBHOM ~ 00pa30BaHUM  JJIi  TOBBIIICHHUS
KBAIM(PUKALUUA U TEPENOATOTOBKA paOOTHUKOB YKOHOMHUYECKOW U OyXraiaTepcKou
cdepsl nesarenbHOCTH 1o cnenuaibHocTu 38.02.01 DxoHOMEKa M OyXxraiaTepckuit
y4€T (110 OTpacisim).

1.2. MecTo y4eOHOIl NUCUMILIMHBI B CTPYKType OCHOBHOH 00pa3oBaTe/IbHOM
NMPOrpaMMbl MOATOTOBKH CHENUAJINCTOB CPeIHEro 3BeHa: JUCLIHILUIMHA BXOJIUT B
oO1ienpodecCuoOHaNbHBIN ITUKIL.

1.3. leau u 3a7a4u y4eOHOM AUCUMILIMHBI — TPeO0OBaHUSA K pe3yjbTaraM
OCBOCHUSA YU4eOHOU IMCHUIIIUHBI:
Copeprxanue nporpammbl «Jl0OKyMEHTalMOHHOE OOecreYeHUe YIPaBICHUS

HaIlpaBJI€HO Ha JOCTH)KEHUE CIAEAYIOIINX LEeTeH:

— SBJSIETCSI YCBOGHHME TEOPETHMUECKUX 3HAHUMM B 00JAaCTM HOPMATHUBHO
IpaBOBOM 0a3bl JOKYMEHTAIIMOHHOTO O0ECIIeUEHUs yIpaBICHHUS

— OpraHuzanuu padoT 1o JeJ0NPOU3BOJICTBY,

— OBJAJICHHE TNPUEMAaMH COBPEMEHHOIO JEJIONPOU3BOJACTBA, a TaKKe
dhopMupoBaHUE HEOOXOAMMBIX CIICITUATUCTY KOMIICTCHITHH.

B pe3ynbrare ocBoeHUS yUeOHOM TUCIUIIIMHBI O0yJIarOITANCS TOTKEH YMETh:
— 0hOopMIIATh JOKYMEHTALUIO B COOTBETCTBUU C HOPMATUBHOM 0a30ii, B T.4. C
HCTIOJb30BaHNEM UH(POPMAIIMOHHBIX TEXHOJIOTHI;

— OCBauBaTh TEXHOJOTUH aBTOMATU3HPOBAHHON 00pabOTKH IOKYMEHTAIUH;

— HCIOJIb30BaTh YHUPUITUPOBAHHBIE (HOPMBI JOKYMEHTOB;

— OCYLIECTBJISAITh XPAHEHUE U TTOMCK JOKYMEHTOB;

— HCHOJIb30BaTh TEJICKOMMYHUKAIMOHHBIE TEXHOJIOTUA B 3JEKTPOHHOM
JTIOKYMEHTO000pOTeE.

B pesynbTaTe ocBoeHUs y4eOHOW AUCITUTUTMHBI O0YJArOIIUIICS JOHKCH 3HAThD!
— TIOHATHE, UEJW, 33Jaud W TPUHLUNBL JEJIONPOU3BOACTBA; OCHOBHBIC
MOHSTHUS JJOKYMEHTAIIMOHHOTO 00€CTICUeHUS YIIPABICHUS;

— CHCTEMBbI IOKYMEHTAI[MOHHOTO 00eCIieYeH s YIIPaBICHHUS;

— KJaccu(UKAIUIO JOKYMEHTOB; TPEOOBAHUS K COCTABICHUIO U OPOPMIICHUIO
JOKYMEHTOB;



— OpraHm3alup JOKyMEHTOO0OpOoTa: TpueM, O0O0pabdOTKy, pPETHUCTPAIHIO,
KOHTPOJIb, XpaHEHUE JIOKYMEHTOB, HOMEHKJIATYPY JEII.

ByxranTtep nomkeH 00agaTe OOIMMU KOMITETEHIUSIMMU:

OK 1. Bribupare cnocoObl pemieHHs 3afad Mpo(ecCHOHATBHOM esSTEIbHOCTH
IPUMEHUTENBHO K PA3IMYHBIM KOHTEKCTaM

OK 2. OcymiecTBisTh TMOUCK, aHalU3 U HUHTEpIpeTauo uHdopmanumy,
HEOOXOMMOM I BBIIOJTHEHUS 33434 IPOo(eCCUOHATIbHON AESITEIbHOCTH

OK 3. IlmanupoBaTh M peajM30BBIBATH COOCTBEHHOE IPO(ECCHOHAIBHOE WU
JUYHOCTHOE Pa3BUTHE

OK 4. PaboraTh B KOJUIEKTMBE M KOMaHne, 3(p()EKTUBHO B3aUMOJIEHCTBOBATH C
KOJUIETaMH, PyKOBOJCTBOM, KJIMEHTaMHU

OK 5. OcymecTBiasiTh yCTHYK®O M NHUCBMEHHYKO KOMMYHHUKALIMIO Ha
rocyJapcTBEHHOM si3bike Poccuiickoii @exnepanuu ¢ y4eTOM OCOOEHHOCTEU
COLIMAJIBHOTO U KYJIbTYPHOTO KOHTEKCTa

OK 9. Hcnonb3oBaTh HH(DOPMAMOHHBIE TEXHOJOTMU B NpO(EeCcCCHOHATBHOM
NeATEIbHOCTH

OK 10. ITonp3oBaTbcst mpohecCHOHATBHON JOKYMEHTalMel Ha roCcyAapCTBEHHOM
Y UHOCTPAHHOM $I3bIKaX

1po(heCcCUOHATBHBIMUA KOMIIETCHIIUSIMHU:

[1K 1.1. OGpabartbiBaTh epBUYHBIE OYXTaaTEPCKUE JOKYMEHTHI

1.4. PexomenayeMoe KOJMYECTBO YACOB HA OCBOEHHE NMPOrpaMMbl y4eOHOI

TUCHUIIIHHBI:

MaKCUMaJIbHOU y4eOHOM Harpy3ku oOydaromierocs: 84 gaca, B TOM YHCIIE:
00s13aTeNPHON ayIMTOPHOM y4eOHON HArpy3Ku oOydaromierocs: 64 gaca
camocTosTeNbHas paboTa — 8 yacos

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

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

B TOM YHCJIC:
JabopaTopHble pabOThI -
MIPAKTUYECKHE 3aHATUS 34
KOHTPOJIbHBIE paOOThI -
KypcoBas pabora (mpoekr) (eciu npedycmompero) -
IPOMEKYTOUYHAsl aTTECTALUS 12

CamocTosiTesibHasi paboTa 00y4arierocs (Bcero) 8

B TOM YHCJIC:
caMoOCTOsTeNbHas paboTa HajJ KypcoBOW paboTou -

(IpoeKTOM)

Hmoeosas ammecmayus 6 hopme (yxazams) 3 cem. - 9K3ameH




2.2. TemaTu4ecKHuii IJIaH U cofep:KaHue y4eOHOM TucuInHbl JlIokyMeHTalbHOE o0ecniedyeHue ynpaBJeHusl

HaunmeHnoBanue Copep:xanue y4eOHOr0 MaTepHaJia, JIa6opaTopHble PadOThHI U MPAKTHYECKHe 3aHATHSA, CAMOCTOATe1bHas padoTa O0beM yacoB YpoBeHn
pa3aesioB M TeM 00y4yaloIuXxcs, KypcoBasi padora (IPOeKT) (eciu npedycmompetul) 0CBOEHHS
1 2 3 4
Paznen 1. IlonsAiTHE 0 JOKYMEHTAIIMOHHOM O0ecTeYeHNH YIIPaBJIeHHsI. 1
BTeMa L Coneprkanue y4eOHOro MaTepuasia 2
3},];311?“]?;, Hcropus pa3BUTHS HAYYHBIX TIPEACTABICHUH O JOKYMEHTAIIMOHHOM OOCCIICUCHHUH YITPaBJICHUSI.
contepanme CoBpeMeHHOE COCTOSIHUE JOKYMEHTAIIMOHHOTO obOecrieueHus ymnpasienus. HopmaTuBHo-TipaBoBas
e — 0a3za opraHu3alui JOKYMEHTAIMOHHOTO OOCCIICUYCHHsI YIpPaBJICHUS KaK OCHOBAa TEXHOJOTHUHU
«JloKkyMeHTauMOHHOe OponcecCoB yIpaBJICHUA.
ofecneyenue OHSITHE JJOKYMEHTA, IOKYMCHTUPOBAHHUSI, JOKYMEHTAI[HOHHOTO O0CCIICUCHUS YITPABICHHUS.
yIpaBIeHus» Knaccudukalius u BUAB JAOKYMEHTOB. YHU(UKAIMS U CTaHAAPTH3ALUS YIPABICHUYECKUX
Knaccnuxanust u AOKYMCHTOB
BH/bI JOKYMEHTOB.
Tema 1.3 Cojiepkanue yaeOHOro MaTepHajia 2 1
Tpasuna opopmuenns | [TpaBuiia 0hOpMICHHS OCHOBHBIX PEKBH3HUTOB.
ocHoBHbIX pexsusutos. | [IpakTHueckue 3aHATUA 2 2 3
Paspaborka (mpoektupoBanue) Oj1aHKa opranusanun. M3o00paxkeHne peKBU3UTOB.
Paznmen 2. I[OKYMeHTHpOBaHI/Ie VHpaBJIquECKOﬁ ACATCJIBbHOCTU.
Tema 2.1 Coaepkanve yueOHOro MaTepyasa 4 1
Cucrema Cucrema OpraHM3allMOHHO-PACTIOPSAUTENBLHON JOKYMEHTALMM : YCTaB, MOJIOKEHUE, WHCTPYKIUS,
OpraHH3aIHOHHO- MpaBujia  BHYTPEHHEro  pacrnopsaka.  YHUUIHUpOBAHHAs  CHUCTEMAa  OpPTraHMU3alMOHHO-
pacnopsmuteasnoii | pacnopsaauTeasHor gokyMmenTamuu (OPJ1). 'OCTe1 na OP/I.
JOKYMEHTALMH [IpakTnueckue 3aHATHS 3 2 3
Odopmrenne ciay)eOHbIX TOKYMEHTOB B cOOTBETCTBHH ¢ TpeOoBaHusmu 'OCTa na OP/I.
[Ipaktuueckue 3ansatus 4 2 3
OdopMIleHHE OpraHU3aMOHHBIX JIOKYMEHTOB: YCTaB, IMOJIOKCHUE, IOTKHOCTHAS MHCTPYKIIHSL.
[IpakTrueckue 3aHATHA 5 2 3
CocraBieHHe OpraHu3alMoOHHOr0 foKkyMeHTa «llltaTHoe pacnucaHuey.
Tema 2.2. CopepxaHue yIeOHOr0 MaTepuaa 4 1
Pacnopsiantenbhbie | PACIIOPSIUTENBHBIE JTOKYMEHTHI: NMPHUKAa3bl, MOCTAHOBJICHUS, PEIICHUS, yKa3aHUSA. |peOOBaHMS K
NOKyMeHTBI: npuKasbl, | O(QOPMIIEHUIO TOKyMEHTOB. Kiaccudukanus opraHu3allMOHHO-PacHoOPSAUTEIbHON JTOKYMEHTAIIUN:
10CTAHOB.ICHHSI, OpPTraHM3AIMOHHBIE JTOKYMEHTHI, PaCHOpSIUTENbHbIE, CIPaBOYHO-UH(POPMAIIMOHHBIE, CITYXEOHbBIE
pelienusi, yKasanusi nuucbMa.
[IpakTnueckue 3anatus 6 2 3
CocTrapicHHE MPHUKA30B 110 OOIIEH IeITEIbHOCTU
ITpakTnueckue 3aHATHSA 7 2 3
CocTaByieHHE IPOTOKOJIOB, COBEIAHNM, 3acedaHMi, KOH(hEPEHIHI, COOpaHUH U T.II.
Tema 2.3 Cojnepxanne yaeOHOro MaTepuaja 4 1
"Hi)‘:)”;:“l‘;ﬁzzo Cocranenre nHGOPMAITMOHHO-CIIPABOYHBIX MAaTEPHAJIOB: CIIPABKH, TOKJIATHbIC U OOBSICHUTEIbHBIC
cnlf)aml;ﬂm 3aMMCKHU, aKThl, CITY)KEOHBIE THChMa, 0030pbI, CBOAKHU. [locTaHOBIEHUS, pEIICHHUS, POTOKOJIBI Ha
MAaTepHajIoB OCHOBE KoyernanbHocTu. MHCTpyKImu. CripaBoOYHO-UHPOPMAITMOHHEIE TOKYMEHTHI, aKT;

JoKIaaHas (ciykeOHas) 3anucka; cnpaBka. OhopMIIeHHe aKTOB HAJIOTOBBIX MHCTIEKITHA.




[IpakTrueckue 3aHsATUS 8

CocraBiieHuE CIPaBOK.

[IpakTnueckue 3aHsATHS 9

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

IIpaxkTrueckue 3anarus 10
CocraiieHHE aKTOB MHBEHTAPU3ALNHU, IpPUEMa-TIepeadn, HEIOCTAYH, SKCIEPTU3bl TOKYMEHTOB.

CamocTosTenbHas pa60Ta CocraBieHue I/IHd)ODMaHI/IOHHO'CH]I)aBO‘IHBIX MaTcpHualioB

Tema 2.4

Pa3HOBHIHOCTH MHCEM.

Cojzepxanne yaeOHOro MaTepuaja

PaznoBunnoctu mucem. CiykeOHble mUchbMa. J[e0Boe MUChMO B YCIOBUSAX YHU(UKanuu. branku
s nuceM. Kiaccudukanus KoppecrnoHIeHIMN; HHULMATUBHASL U OTBETHAs, J1€710Basi U
KOMMep4YecKast. SI3bIK ¥ CTHIIb AETI0BOI KOppECTIOHACHIINH. THITOBBIC U TpadapeTHbIe Ciry)KeOHbIe
nucbMa. IHMIMaTUBHbIE U OTBETHBIE CIyXeOHble ucbMa. IIrcbMa - 3arpockl U MUCbMa - OTBETHI
OpraHu3alnuil -KpeAUTopoB. TUIOBbIE rapaHTUHHBIE TMCbMa OT OpraHU3aluil (rapaHToB) OaHKaM O
IIOTalIeHUH KpeauTa. TUIoBOe COMPOBOAUTENBHOE MUCHMO K JI0TOBODY.

[TpakTnueckue 3ansatus 11

CocraBneHue nUCEM-NPUTIANICHUE, MUCEM-pa3pelieHusi, MHUCEM - MOATBEPKICHHS, IUCEM —
HallOMUHAHUE, COIIPOBOJUTEIBHBIX ITUCEM.

[IpakTuueckue 3ausarus 12

Cocrapienrue HHGOPMAIIMOHHBIX, PEKIAMHBIX, TAPAHTHIHBIX MMMCEM M MHCEM HAIIOMUHAHUS.

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

Pasznen 3

OdopmiieHne JOKYMEHTOB 110 JUYHOMY COCTaBY.

Tema 3.1
IIpuka3ssl N0 JUYHOMY
€OCTaBY.

ConepxaHue yueOHOro Matepuaia

[Ipuka3pl MO JMYHOMY COCTaBy. 3asBIIEHHME O IpUEME Ha padoTy, O MEPEBOAE Ha JPYTyIO
JOJDKHOCTh, O TpenocTaBieHUU oTmycka. ConepkaHue TpPYyAOBOW KHWKKH, JIMYHOM KapTOUKH,
KOoHTpakTa.CTpykTypa ¥ (QYHKIUU CIyKO JOKYMEHTAIIMOHHOTO OOECIeYeHUsl YIpaBJCHUSI.
anaBneHHeEenaMH, CeKpeTapuart, KaHLEISIpHs, SKCreauuus. JJoJoKHOCTHOM M YMCIIEHHBIA COCTaB
cinyx0.  JIOIDKHOCTHBIE = WHCTPYKIUH  COTPYAHHKOB  chnyx0. OpraHu3zallioOHHBIE  CXEMBI
JOKYMEHTAI[MOHHOTO ~ OOeCle4YeHusl  ympaBieHus. MWHCTPYKIMsS TIO0  JOKYMEHTAI[MOHHOMY
00eCIe4eHnI0 yngaBneHm.

Cocrap 1 y4eT 00bEMa JOKYMEHTOOOOPOTA NMPEANPUATHI U opranu3auuii. Opranusanus paboThI ¢
JOKYMEHTAlMe, MOCTYNarole B YUYPEXKIACHUS, MPEANPUITHS, OpPraHU3aIUU: MPUEM BXOIAIIAX
JOKYMEHTOB. ABTOMaTH3allMsl IPOLECCOB JOKYMEHTALIMOHHOTO 00eCneYeH s YIIpaBIeHUSI.

ITpakTnueckue 3ansatus 13 . .
CocraBieHrue NpUKA30B MO JUYHOMY cocTaBy. CocTaBieHHE 3adBICHUNA. 3amucud B TPYIAOBOH
KHIKKE.

ITpakTnueckue 3ansatus 14
Pabora c¢ 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), CorjaulieHus. TumoBas (popMma KoHTpakrta. IIpumepHas (opma
noroBopa moctaBku. IIporokosibl pasHornacuid K joroBopam.TumoBas dopma J10roBopa




0ankoBckoro BkiaaallonsTue TpynoBoro 10roopa, ero 3HadyeHue. Tpynosoi kojaekc P®. CtopoHsl
TpynoBoro porosopa. Coxep:kaHue TpynoBOro Jorosopa. Buael TpynoBbeIX noroBopos. Tpynosoi
JOTOBOp (KOHTpPAaKT) M MOPSIOK €ro 3akiroueHus. IIpaBoBoe peryaupoBaHuE JOTOBOPHBIX
OTHOWICHUH. JIOKYMEHTBI, IpeNoCTaBIseMble MPH MOCTYIUIGHWH Ha paboty. Odopmiienue Ha
%a60Ty. HcnblTanus npu npueme Ha padoTy.

OHATHE M BHUABI IIEPEBOJOB IO TPyHOBOMY IMpaBy. OTiuuue NEPEeBOAOB OT IEPEMELIEHUS.
CoOBMECTHUTENBCTBO.
OcHoBaHMsI NpeKpalieHus TpynoBoro gorosopa. OgopmieHue yBosiabHeHUs: paboTHHKa. [IpaBoBbie
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. YIOTPEOJEHUE MPONUCHBIX U CTPOUYHBIX OYKB.
o(pUIHAILHOIO — Haubonee ynorpebnsiembie cokpamieHus cioB. OpopmieHue aat U Yuce B JOKYMEHTaXx.
J1€JIOBOT'O CTHJIS JIOKyMEHTBI OTHOCSIIMECS K BHEIIHEIKOHOMUYECKOW JEATEIIbHOCTH OpraHu3aluu:  JeJoBas
Kommepueckas MepenucKa; JTOKYMEHTHI, 0(OPMIISIOIINE BHEITHETOPTOBBIE CICNIKH; MPETEH3UOHHBIE JTOKYMEHTHI.
nepenuckKa npu
BHCIIHEIKOHOMUYECK

ol 1eITeJILHOCTH

[IpakTnueckoe 3ausarue 16
[IpumeHeHre Ha TpPaKTHKE OCOOEHHOCTEH OQHIMAIBHO — JENOBOTO CTHJS INpH odopmiieHHH
JOKYMEHTOB I10 BHEITHEIKOHOMHYECKOH JeITEIIbHOCTH

Paznen 6 Opranusanus paéoThl ¢ JOKYMEHTAMHU.
Tema 6.1 ConepxkaHue yueOHOro MaTepuaia
Perucrpauns, yser u | PErucTpanus, y4eT U MHACKCUPOBAaHUE JTOKYMEHTOB, MOPSAOK IABUXKEHHUS NOKYMEHTOB. [lopsaok
WH/IEKCHPOBaHHe 00pabOTKH MOCTYMAIIUX JOKYMEHTOB. [lopsmok 00paboTKu OTIpaBiseMbIX TOKyMeHTOB. [IpaBuia
JOKYMEHTOB. pEerucTpanv U WHIACKCUPOBAaHWE JOKYMEHTOB. [IpoBepka mpaBWIBHOCTA OQOPMIICHUS, HATHYUS
NpUIOKEHUH, anpecata. COpTUpPOBKAa MO BUAAM OTHPABJICHHI, COCTaBJICHUE OIUCEH, PEECTPOB
PAaCChLIKH.
[TpaxkTnueckoe 3ansatue 17
CocTaBlcHHE OIUCEH, PEECTPOB PACCHLIKH.
CamocrosiTenbHass padora CocTaBlleHHE OINUCEH, PEECTPOB pacChUIKU. [IpoBepka MpaBUIIBHOCTH
odopMIIeHHUS, HAJTWYK IPUJIOKECHHUH, aipecara.
Tema 6.2 Cojzepkanue y9eOHOro MaTepuaja
Opranuzauus Opranuzanus KOHTPOJSl 332 UCIOJHEHUEM JTOKYMEHTOB. KapTOUKM KOHTPOJIHUPYEMBIX TOKYMEHTOB.

KOHTPOJIS 32
HCMOTHEHHEM

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

[TpakTnueckoe 3anstue 18

JOKYMEHTOB
Perucrparius BXOAAIINX, HCXOSIINX U BHYTPEHHHUX JTOKYMEHTOB B )KypHaJle U Ha KapTouke (B T.4.
B DJIEKTPOHHOH dopMe).
CamocrosrenbHas pabora @opMupoBaHue e, XpaHEHUE TOKYMEHTOB, COCTaBJICHHE HOMEHKIIATYP
JIe.
Tema 6.3

Conepkanue yaeOHOro MaTepurania




HomenkiaTtypa neu
OpraHu3alMM.
Hopsagoxk nepenaun
JOKYMEHTOB B ApXHB
WJIH YHHYTOKEHHe.

TunoBas u mnpumepHas HOMeEHKiartypa nen. HomeHknaTypa pen opranusauuu. OOpasen
HOMEHKJIaTyphlI Jiel1, 0hopMIIeHHE JOKYMEHTOB B jienax. O00KKa ael1, OnucH Aed.

OcHoBHbIE 3Talbl NEpeJaud JOKYMEHTOB B apXUB WIM Ha YHUUTOKEHUE. DKCIEpPTHU3a LIEHHOCTH
JOKYMEHTOB: ~ IIOHSATHE,  HasHadeHue. [IpuHOMIBI M KPUTEPHUHM OIIPENCIICHUS HAY4YHOM,
UCTOPUYECKON M MPAKTUYECKOW IEHHOCTU JOKYMEHTOB. DKCIEPTHbIE KOMUCCUU, HX (YHKIMH H
mpaBa. JTambl TPOBENEHHUS SKcrepTu3bl M odopmienue ee PesynbraroB. Cpoku ~XpaHEHHS
JOKyMEHTOB. [lepeyHu NOKYMEHTOB C yKa3aHMEM CpPOKOB XPaHCHMS.

[lopsanox nepenadu A€l B apXUB WIA YHUUYTOKEHUS JOKYMEHTOB. APXUB: ITOHATHE, HA3HAYCHHUE.

IIpakTueckoe 3ansatue 19 2

dopMUpOBaHUE JEN U MOATOTOBKA UX K apXUBHOMY XPAHEHHUIO.

[IpakTuueckoe 3ausitue 20 B 2

CocraBneHue axkTa Ha YHUYTOXXKEHHME JOKyMeHTOB. CocTaBieHUE ONUCEH,  Mepegadyd el

YHUYTOXKCHUS.

HpOMe)KYTO‘IHaH aTTecTanus 12
Hroro 84

[ XapaKTepUCTUKH YPOBHS OCBOCHUS yU€OHOT0 MaTepHajia UCTIONb3YIOTCS CIEAYIOINE 0003HaAUCHHS:

1. — o3HaKOMUTENBHBIN (Y3HABAaHHE paHEee U3yUYCHHBIX 0OBEKTOB, CBOICTB);

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

3. — IPOLYKTHUBHBIN (TIJIAHUPOBAHUE U CAMOCTOSTEIBHOE BBIINOJIHEHHUE IEATEIbHOCTH, pEIICHHE TPOOIEMHBIX 3a1a4)




3. YCJIOBUSA PEAJIM3BAIIIA YUYEBHOM JUCIUITINHBI
3.1. TpeGoBanus K MHUHUMAJIbHOMY MaTepHAIbHO-TEXHUYECKOMY
o0ecIeYeHNIo

Aya. 1304 KaOuHeT JOKYMEHTALMOHHOIO 00€CTIeUYeHUs YIIPaBICHUS

Yyebnast mebens Ha 30 TOCaIOYHBIX MECT, pabouee 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» utonst 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 yenosek. Hoytoyk HP Intel(R) Core (TM) 2.7 Hz- 15 mt. M®V Laser Jet
1132MFP- 2 mr. [Ipoektop SANYO c skpanom Media. [lepeuenb TUIIEH3MOHHOTO
nporpamMmmHoro obecrnieueHus: Microsoft Windows Professional (KOHTPAKT Ne
244/20 «26x» mrons 2020 r, Microsoft Office Professional (KOHTPAKT Ne 244/20
«26y» nrons 2020 1), 7-Zip (freeware).

3.2. UudopmanmoHHoe odecnevyeHne o0yueHust

KuuroodecneueHHOCTEL

buodanorpadguyeckoe oNucaHue W3IAHAS Ocnosuasi/ KO1-B0. K3
f(z:;j:ocpT, 3;1r.11aBne, BUI, MECTO M I'0J U3TAHUS, JOMOJHHUTEILHAA B 61/16.11 DJIeKTPOHHDbIE
p JuTeparypa CIIGIDY pecypchl
Kazaxesuu T. A. OCH OBbC Opaiit
JIOKyMEHTaIlMOHHOE 00eCTIieYeHHE YIPaBICHUS
: Yuebnuk u npaktukym st CITO /

KazakeBnu T. A., Tkanmuu A. M. — 2-e u3n.,

UCIIP. ¥ 101 .— DJEKTPOH. aH. — MoCKBa :

W3narensctBo FOpaiit, 2021-177¢

[lysanosa H.H. OCH 9bC IOpaiit

JIOKyMEHTAIIMOHHOE 00eCTIeYeHNE YIPABICHUS :
Yuebnuk u npaktukyMm s CIIO / [llyBanosa
H. H. — Dnextpon. nan. — Mockga :
W3narensctBo IOpaitt, 2021 .— 265¢ —
(ITpodeccronanbHOE 00pa3oBaHUE)

bsant B.C. ITOII ObC HOpaiit
JloKyMeHTaIIHOHHOE 00ECTICYeHNE YIIPABIICHHUS.
FOpuanueckas TexHuka : YueOHoe nmocobue Jls
CIIO / bsint B. C. — 2-¢ u3j1., uctip. u 101 .—
Mockaa : FOpaiit, 2021 .— 103c.

I'po3oBa O. C. oI ObC FOpaiit
Jlenonpoun3BoacTBO : YueOHoe nmocodue /
I'po3oBa O. C. — DOnexTpoH. naH. — Mockaa :
N3narensctBo FOpaiit, 2021-126¢ .

loponuna JI. A. TOTI
JlokymMeHTOBeZIeHHE : Y4eOHUK U MPAKTUKYM OBC Opaiit
Jlist CT1O / mox pen. Jloponunoii JI.A. — 2-e
W31, Iep. U A00 .— DJIEeKTPOH. J1aH. — MockBa :
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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

M3narensctBo FOpaiit, 2021 .— 309c.

J/lokymMeHTaIMoOHHOE o0ecrieueHue yIpaBieHus
nepcoHanoM : YueOHuk u npakrukym s CI1O
Kysuenos 1. H. — DnekrpoH. nan. — Mocka
: U3narensctBo IOpaiit, 2021 .— 462¢ .—
(ITpodheccronanbHOE 00pa3oBaHME).

Aoymanze [I. I. o1l DOBC O0paift
JlokymMeHTaIMoHHOE o0ecrieueHre yIpaBieHus
nepcoHanoM : YueOHuk u npakrukym s CI1O
Aobynanze Jl. I'., Bempsoxkuna U. b., Macnosa
B. M. — DnektpoH. gan. — Mocksa :
N3narenbcTBO FOpaiit, 2021 .— 370¢c .—
(ITpodeccuonanpaoe 0OpazoBaHue) .
Ky3uenos U. H. 1011 OBbC Opaiit

4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHUS YUYEBHOU

TV CHUTILIAHBI

KOHTpOJIL H OIICHKA PE3YJIbTAaTOB OCBOCHMU y‘IG6H0ﬁ JUCITHUITIINHBI
OCYHICCTBILICTCA IIPCIIOAABATCIICM B IIPOHOCCCC IIPOBCACHUSA IIPAKTHYCCKHUX

BaHHTHﬁ, TCCTUPOBAHUA, BBIITOJIHCHU S O6y‘IaI-0HII/IMI/IC5I

3aJlaHUM.

HWHAWBUAYAJIBHBIX

Pe3ynbTathl 00yyeHus
(ocBOEHHBbIE YMEHNs, YCBOCHHbIE 3HAHNSA)

DopMBbI U METObI

KOHTPOJISI M OLIEeHKHU Pe3yJIbTATOB

AIIEKTPOHHOM JIOKYMEHTO000pOTE;

YCTHad OLCHKa

o0yueHust
1 2

Ymemy: IIpoBepka mpakTHYeCKHX pPadoT,

- opopMIISITH  JOKYMEHTAI[MI0O B  COOTBETCTBUU ¢ | YCTHasd OLICHKA

HOpPMATHUBHOM 0a3oii, B T.4. C HCIOJIb30BAHHEM

MH()OPMAIIMOHHBIX TEXHOJIOTHH;

- OCBaMBaTh TEXHOJIOTHMH aBTOMATU3UPOBAHHON 00paboTkm | [IpoBepka mnpakTmueckux pador,

JIOKYMEHTAIUH; yCTHAas OIICHKa

- HCTIONIb30BaTh YHU(DHUITUPOBAHHBIE (DOPMBI TOKYMEHTOB; IIpoBepka mpakTHYECKUX padoT,
yCTHasl OIICHKA

- OCYLLECTBIISITH XPAaHEHHUE U IIOUCK IOKYMEHTOB; [IpoBepka mpakTHYecKUX padoT,
YCTHAs OIICHKA

- WCIOJB30BaTh TEICKOMMYHHKAI[MOHHBIE TexXHOJOTUM B | [IpoBepka mnpaktmueckux pador,

Buame:

- TIOHSATHE, 1IeNH, 3314l U MPUHIUIBI JeTOMPOU3BOICTBA;
OCHOBHBIC TOHSATHS JOKYMEHTAI[MOHHOTO O0OeCreYeHUs
yIpaBJICHHUS;

YcTHbIl onpoc

- CUCTEMBbI JOKYMEHTallMOHHOTO o0ecrieueHus
yIIpaBJICHUS;

TectupoBanue

- KiaccupuKanmui ~ JOKYMEHTOB;  TpeOoBaHUA K
COCTaBJICHHUIO M OQOPMIICHUIO JOKYMEHTOB;

VYeTHbIi ompoc

- OpraHM3aluio JOKyMEHTOoOOopoTa: mpueM, oOpaboTKy,
perucTpanuio,  KOHTPOJIb,  XpaHEHHE  JIOKYMEHTOB,
HOMEHKJIATYPY A7l

TectupoBanue
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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
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

5. OCOBEHHOCTH OCBOEHHUA JUCHUIIJIMHBI /151 HHBAJINJ10OB
N Jil C OrPAHUYEHHBIMHA BO3MOXKHOCTAMMU 310POBbSA

OOyueHue oOyyaroUIMXCs C OTPAHUYCHHBIMU BO3MOXHOCTSIMHU 3710POBbsSI IpHU
HEOOXOJMMOCTH OCYIIECTBIISIETCSI HA OCHOBE aJalTHPOBAHHOW pabodeld MmporpaMmbl €
UCMOJIb30BAHUEM CIIELUAIBHBIX METOJOB OOYy4YeHMs] M AMJAKTUYECKUX MAaTepualioB,
COCTaBJICHHBIX C YYETOM OCOOCHHOCTEN MCUXO(PU3NIECKOTO Pa3BUTHUS, MHIAUBUAYAIbHBIX
BO3MO>KHOCTEN U COCTOSIHUS 3I0POBBS TaKUX 0O0ydarommxcs (00ydaronierocs).

B memsix ocBoenust yueOHON MporpamMMbl AUCUUTUITMHBI HHBAJTUAAMA U JHIIAMU C
OTpaHUYEHHBIMH BO3MOXKHOCTSIMU 3710poBbsi Kb nT obecneunBaer:

JUT MTHBAJIUZOB U JIUI] C OTPAaHUYCHHBIMH BO3MOKHOCTSMH 3JI0OPOBbSI 110 3PEHUIO:
pasMelieHue B JOCTYNHBIX i OOydYalOUIMXCS, SIBISIOMUXCS —CJCTBIMH — WJIH
CIa0OBUIAIIMMH, MECTaX W B aJalTHPOBAaHHOM (opMe CHpaBOYHOM HHGPOpPMAIMHU O
pacnMcaHuM  y4yeOHBIX  3aHATHH;  NPUCYTCTBHE  AaCCUCTEHTa,  OKa3bIBAIOLIETO
oOydammeMycss HEOOXOJAMMYIO IIOMOINb; BBITYCK aJbTEPHATUBHBIX (OPMATOB
METOJIMYECKUX MaTepuasoB (KpynHbIA MpudT unu ayauodaiiis);

JUIE UHBAJIUAOB U JIMIl C OTPAaHMYEHHBIMU BO3MOXKHOCTSIMH 3JI0POBBS 1O CIYXY:
Ha/IJISKAIIIMH 3BYKOBBIMH CPEJICTBAMH BOCIIPOM3BEIeHIE HH()OpMAINH;

IUTS. WHBAJMIOB W JIMII C OTPAaHUYEHHBIMHA BO3MOYKHOCTSIMH 370POBbBS, HMEIOIIIX
HapyIIEHUS OINOPHO-JBUTATENBHOTO ammapara: BO3MOXHOCTb OeCHpensTCTBEHHOIO
JOCTyna oO0ydJamuxcss B ydyeOHbIE NOMEILICHMs, TyaJleTHble KOMHAThl U JIpyrue
MIOMEIICHHUS, a TAK)KE MPeObIBaHNE B YKa3aHHBIX TOMEIICHHSIX.

OO6pazoBanue OOyYalOIIUXCA C OTPAHUYEHHBIMU BO3MOXHOCTSIMU 37I0POBbS
MOET OBITh OPraHM30BaHO KaK COBMECTHO C JPYTMMHU OOYy4YaloUIMMHCS, TaK U B
OTJENBHBIX TPYIAX UM B OTIEITHHBIX OPTaHU3AIHSIX.
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