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1. HACHOPT IPOT'PAMMBI YYEBHOU JUCIHHUITJIMHBI
JIOKYMEHTAIIMOHHOE 00ecrevyeHue yipaBJeHus

1.1. Ob61acTh NPpUMeEHEHUsI TPOrPaAMMbI

[Iporpamma  y4yeOHOM  JUCHMIUIMHBI ~ SBISETCS  YacThlO  OCHOBHOM
o0Opa3oBaTeabHOM MpOrpaMMbl MOJATOTOBKH CIELMAIUCTOB CpPEJHEro 3BeHa B
coorBerctBUM ¢ PI'OC mo cnenmansHoctn CIIO 38.02.03 OnepaununonHas
NEATENIbHOCTh B JIOTMCTHKE, YKpYNHEHHas rpymnma cnenuainbHocterd 38.00.00
DKOHOMUKA U YIIPABJIECHUE.

[IporpammayueOHON I CIIMIITMHBIMOKETOBITHUCIIONB30BAHA BJIOTIOTHUTEIBHO
MIpodeccruoHaaTbHOMOOPa30BaHU M IS TIOBBIIICHUSIKBATU (D UKATUUUTIEPETIOATOTOBKH
cnenpanuctoB 1no cneuuanbHocTH  38.02.03 OnepanuoHHass AESATEIBHOCTH B
JIOTUCTUKE.

1.2. MecTo y4eOHO OMCHUILIMHBI B CTPYKTYpe OCHOBHOI 00pa3oBaTeIbHOM
NMPOrpamMMbl NMOATOTOBKH CHENHUATMCTOB CPEAHEro 3BeHa:JUCLIUIUINHA BXOJIUT B
npodeccruoHaIbHbIN yueOHbIN UK «O01menpodeccnoHalbHbIe AUCITUTUIHHBIY.

1.3. Ieau u 3aga4u y4eOHOH AMCHMILIMHBI — TPeOOBaHUS K pe3yJbTaTam
OCBOCHHUS Y4eOHOM IMCIUIIIHHBI:

Conepsxanue mporpammbl «J{oKyMeHTaIlMOHHOE OOECIIEUeHHE YIIPaBIICHUS
HaIIPaBJICHO Ha JOCTH)KEHUE CIEIYIOIIUXIIEIIEH:

SBIIIETCA YCBOGHHE TEOPETHMYECKHX 3HAaHMW B 00JacTM HOPMATHUBHO-
NPaBOBOM 0a3bl JOKYMEHTAIIMOHHOTO 00€CTIeueHuUs YIIPaBICHUS

opraHu3zanuu padboT 1o JeJI0NPOU3BOICTBY,

OBJIQJICHUE MpHUEMaMU COBPEMEHHOIO  JIEJIONPOM3BOJICTBA, a TaKXKe
dbopMupoBaHuEe HEOOXOIUMBIX CTICIIHAIACTY KOMIETEHITUH.

3amauu OCBOCHUSI YUCOHOU JUCITUTUTHHBI:

dbopmupoBaHue MTOHSITHH, 1eJe, 3a/1a4 u MPUHIIUIIOB
JOKYMEHTAIIMOHHOTO O0ECTIEYeHUS YIPABICHUS;

dbopMupoBaHUE 3HAHUH CHUCTEMBI JIOKYMEHTAIIUOHHOTO OOecTeueHus
yIpaBJIEHUS;

OBJIaJICHNE 3HAHUSIMU O KJIacCU(DUKAIIUU TOKYMEHTOB;

dbopmupoBanue TpeOOBaHUN K COCTABIECHUIO U 0(OPMIICHUIO IOKYMEHTOB;

dbopMHupOoBaHWE 3HAHWK TI0O OpPTraHW3aldd JOKYMEHTOOOOpOTa:NpHeEM,
o0paboTKa, perucrpanus, KOHTPOJIb, XpaHEHNE JOKYMEHTOB, HOMEHKJIATypa JIeT,

OBJIaJICHUE TTpUEMaMH, OOPaOOTKHU, PETUCTPALIMHU, KOHTPOJISAIOKYMEHTOB;

dbopMHupOBaHME TPAKTUYECKUX HABBIKOB CO3MaHUS MW O(DOpMIICHHS
OTJIETBHBIX BHJIOB JOKYMEHTOB B COOTBETCTBHMU C HOPMATHBHOW 0a30ii, B TOM
YHCJIe C UCMOJIb30BaHUEM MH(POPMAIIMOHHBIX TEXHOJIOTHI;

OCBOEHUE TEXHOJIOTUH aBTOMATU3UPOBAHHON 00pa0OTKU IOKYMEHTAIIUH;

dbopmupoBaHue HaBBIKOBHUCIIOJIb30BaHUSYHU(PULIUPOBAHHBIX(OPM
JIOKYMEHTOB;



MpUOOPETEHHE HABBIKOB 10 OCYIIECTBICHUIO XpaHEHUS U  TOHUCKa
JIOKYMEHTOB;

OBJIaJICHUE HaBBbIKAMU UCIIOIb30BAHUS TEJIEKOMMYHUKAIIMOHHBIX
TEXHOJOTUH B AJNEKTPOHHOM JOKYMEHTOOOOPOTE.

B pesynbrare ocBoeHUs yueOHON TUCIMILUIMHBI 00yYarOIIUICS TOJKEH

YMETh:

0hOpMIISITH TOKYMEHTAIIMIO B COOTBETCTBUHU C HOPMATUBHOM 0a30H, UCIOJIb3Ys
UH(OPMaIIMOHHBIC TEXHOJIOTUH;

OCYIIECTBIIITH aBTOMAaTHU3aIMI0 00pa0OTKU JIOKYMEHTOB;

YHUDUIIMPOBATH CUCTEMbI JJOKYMEHTAIINH;

OCYIIECTBIISITH XpaHEHUE U TTOUCK JIOKYMEHTOB,;

OCYIIECTBIISITH aBTOMAaTHU3aIMI0 00Pa0OTKU JIOKYMEHTOB;

UCIIOJIB30BaTh  TEJCKOMMYHHUKAIIMOHHBIE  TEXHOJIOTMM B  DJIIEKTPOHHOM
JIOKyMEHTO000pOTE;

3HATh:

MOHSTHE, 11U, 3a/1a41 U MIPUHIIUIIBI ISTIONTPOU3BOICTBA;

OCHOBHBIC TIOHTHUS IOKYMEHTAITMOHHOTO 00ECIIeUeHUsI YIIPABIICHHUS;

CHUCTEMBI JJOKYMEHTAIIMOHHOTO O0ECIICUCHHS YIIPABICHUS;

KJ1acCU(UKAINIO TJOKYMEHTOB;

TpeOOBaHUs K COCTABICHUIO U 0OPMIICHUIO IOKYMEHTOB;

OpraHu3aluio TOKyMEeHTO000pOoTa:

npueMm, oO0pabOTKy, perucTpanuio, KOHTPOJb, XpaHEHUE TOKYMEHTOB,
HOMEHKJIATypy Jedl.

OnepaloHHBIN JOTUCT TOJDKEeH 00J1a1aTh 00IMMU KOMITETEHIIUSMH:

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO IEATEIHLHOCTb, BHIOMPATh THUIIOBBIC
METOJIbI M CIOCOOBI BBIMOJTHEHHUS NPOGEeCCUOHANBHBIX 3aad, OICHUBATH HX
3 PEKTUBHOCTH U Ka4eCTRBO.

OK 4. OcymiecTBisITh TOUCK U UCTOJB30BaHUE WHGOPMAINH, HEOOXOIUMOMN
11t 3 (PEKTUBHOTO BBIMOTHEHUS MPOGECCUOHATBHBIX 3a7a4, TPO(heCCHOHATHLHOTO
Y JIMYHOCTHOTO Pa3BUTHSI.

npodeccuoHaTbHBIMU KOMIIETCHITUSIMU

[IK 1.1. [IpuaumaTs ydactue B pa3paboOTKe CTPATETHUECKHX W OMEPATUBHBIX
JOTUCTUYECKUX IIJIJAHOB HAa YpOBHE NoApazfeieHus (ydacTka) JOTHCTHYECKON
CUCTEMBbl C Yy4Ye€TOM LieJied W 3ajad opraHu3anuu B 1ejoM. OpraHu30BbIBATH
paboTy 3JIEMEHTOB JIOTUCTUYECKONU CUCTEMBI.

I[IK 1.2. IlnanupoBaTh W OPraHU30BBIBATH JTOKYMEHTOOOOPOT B paMKax
y4acTKa JIOTHCTUYECKON cuctembl. lIpuHHMaTh, cCOpTUpOBaTh U CAMOCTOSITEIBHO
COCTaBJISITh TPEOYEMYIO JOKYMEHTALIUIO.

IIK 1.3. OcyiuecTBisiTh BbIOOp MOCTABIIMKOB, MEPEBO3YMUKOB, OMPEIECIAThH
THI TOCPEAHUKOB U KAHAJIBI PACIIPEICIICHUS.

[IK 1.4. Bnagerp METOAMKOW MPOEKTUPOBAHMS, OPraHU3AMA M aHAJIM3a Ha
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YPOBHE NMoApa3aeneHus (y4acTka) JOrMCTUYECKON CUCTEMBI YIIPABIICHHUS 3aI1acaMu
U PACIPEAEIUTEIbHBIX KAHAJIOB.

IIK 1.5. Bnagerp oCHOBaMM ONEPATUBHOIO IUIAHWUPOBAHUS W OPraHU3alNU
MaTepUaJIbHBIX TOTOKOB Ha ITPOU3BOJICTBE.

[IK 2.1. YyacTBOBaTh B pa3paboTke HHPPACTPYKTYpPHI MIpoLiecca OPraHu3aluu
CHA0XXEHMSI U OPTraHU3aLMOHHON CTPYKTYpbI YIpaBiIeHUsI CHA0)KEHUEM Ha YpOBHE
nojpaszaeneHus (y4yacTka) JIOTUCTHUYECKOM CUCTEMBI C Y4YETOM Leneill u 3ajgad
OpraHU3alliy B LIEJIOM.

IIK 2.2. [IpumensTh METO/I0JIOT U0 IIPOCKTUPOBAHUSA
BHYTPUIIPOU3BOJCTBEHHBIX JIOTUCTUYECKUX CUCTEM IPU PEUIEHUU MPAKTHUYECKUX
3az1ad.

[IK 2.3. Mcrionp30BaTh pa3inyHble MOJEIIA U METO/IbI YIIPABICHUS 3allaCaMH.

IIK 2.4. Ocy1ecTBIsAThH yIIpaBJICHUE 3aKa3aMu, 3aracamu,
TPAHCIIOPTUPOBKOM,  CKJIAQJUPOBAHHEM,  TIpPy30lepepadOTKON,  YMaKOBKOM,
CEPBHCOM.

IIK 3.1. Bnanets METOJ0JIOTUEN OLICHKH s pexTuBHOCTH

(G YHKIIMOHUPOBAHUS 3JIEMEHTOB JIOTUCTUYECKON CUCTEMBI.

IIK 3.2. CocTaBisaTh NporpaMMy U OCYIIECTBIISATH MOHUTOPHUHT MOKa3aTesIeH
paboThl Ha ypoBHE mMOApa3feieHust (ydacTKa) JIOTUCTHYECKOW CHUCTEMBbI
(OCTaBIIUKOB, TOCPEIHUKOB, TIEPEBO3YMKOB U A(PPEKTUBHOCTh PabOTHI
CKJIZICKOTO XO3SIIICTBA M KaHAJIOB PACIIPEICIICHHUS ).

[1K 3.3. PaccuuthiBaTh U aHATU3UPOBATH JIOTHCTUYECKUE U3IEPIKKH.

[1IK 3.4. IlpuMeHsSTh COBPEMEHHbBIE JIOTUCTUYECKHNE KOHLETIIMA U TPUHIIHUITBI
COKpAILIEHUS TIOTUCTUYECKUX PACXOJIOB.

[1IK 4.1. ITpoBOAUTH KOHTPOJIb BBHITTOJIHEHHS U KCIIEIUPOBAHUS 3aKa30B.

IIK 4.2. Oprann3oBbIBaTh NPUEM U MPOBEPKY TOBAPOB (FapaHTUs MOTYyUYECHUS
3aKasa, MpoBepKa KauyecTBa, MOATBEPKIACHUE TOTYICHHS 3aKa3aHHOTO KOJUYECTBa,
opopMiIeHHE Ha TOJYYCHHE M PETUCTPAIUIO CHIPbs); KOHTPOJIUPOBATH OILIATY
MOCTaBOK.

I[IK 4.3. TlogbupaTs ¥ aHAIM3UPOBATH OCHOBHBIC KPUTEPUU OIEHKHU
pPEHTA0EIbHOCTH CUCTEM CKJIQJMPOBAHUSA, TPAHCTIOPTHPOBKH.

I[IK 4.4. Onpenensith KPUTEPUH ONTHUMAIBHOCTH (YHKIIMOHUPOBAHUS
noApaszaeneHus (ydacTtka) JOTHMCTHYECKOW CUCTEMBI C Y4YETOM Leled W 3a1ay
OpraHU3al1u B LIEJIOM.

1.4. PexomeHayeMoe KOJIHYECTBO YaCOB HA OCBOEHHME NMPOrpaMMbl y4eOHOMH

AUCHUTTHHBI:

MaKCHUMaJIbHOW y4eOHO# Harpy3ku oOydatomerocsi /2 4aca, B TOM YHUCJIE:
00s13aTENIBPHON ayIUTOPHON Yy4eOHOM Harpy3ku o0ydaromerocsi48 4acos,
CaMOCTOATEIHLHOM paboThl oOy4varomierocs: 24 Jaca.



2. CTPYKTYPA U COJAEP)KAHUE YUEBHON JUCIUILJINHBI

2.1. O0bem yueOHOM JMCHUIIMHBI M BBl Y4eOHOH padoThl

Bup yyeOHol padoThI

Oovem uacoe

MakcuMasibHasi yueOHas HArpy3Ka (Bcero) 72
Oo6s13aTesIbHAA AYAUTOPHAA YueOHAsi HATPY3Ka (BCEro) 48
B TOM YHCJIE:
nabopaTtopHbie pabOThI -
NPAKTUYECKUE 3AHSATUS 20
KOHTPOJIbHBIE pabOThI -
KypcoBasi pabota (poekT) (eciu npedycmompero) =
CamocTosiTesibHasi padoTa o0yuyarouierocs (Bcero) 24
B TOM YHCJIE:
camocTosATeNnbHas paboTa Haa KypcoBod paboToi -
(mpoekTom)
HUmoecosas ammecmayus 6 popme (yxazamo) 3 cem. - oug.

3auem




2.2. TemaTu4eckuii JIAH U cOleP:KaHUE Y4eOHOM TMCIUNINHBI

HaumenoBanue Conep:xkanue y4eOHOro MaTepnaJia, JJabopaTopHbie padoThl M MPAKTHYECKHE 3aHATHS, CAMOCTOSITeJIbHAS paboTa O0beM yacos Yposens
pa3/iesioB M TeM o0yJanmmxcsi, KypcoBasi padora (IpoeKT) (eciu npedycmompeHvt) OCBOEHHS
2 3 4
Pazpnen 1. IToHsiTHE 0 TOKYMEHTALIMOHHOM O0eclie4eHUH yNpaBJIeHusl.
Tema 1. Coneprkanre y4e0HOTo MaTepHaa 2
3BBe)1elme. HWcropust pa3BUTHsI HAYIHBIX PEICTABICHU O JOKYMEHTAIIHOHHOM 00ECIICUEHUH YIPaBICHHSI. 1
c(:ji‘[{)i::l:nlz COBpEMEHHOE COCTOSHHE JOKYMEHTAIIMOHHOTO OOecredeHus yrpapieHus. HopMmaTuBHO-TIpaBoBas 6a3a
OpraHM3allMd JIOKYMEHTAllMOHHOTO OO0CCIICUCHMS YIPABICHHS KakK OCHOBA TEXHOJOIMH IIPOILIECCOB
JTHCHUIIINHBI
«JlokymMeHTaLIMOHHOE }énpaBneHHH'
obecmeuenme aMoCTosITelbHas PAbOTa 00YYArOLIHX Csl 4 3
VIABICHN Pabora c¢ nuteparypoit. [Ipaktmueckas pabora mo Teme «Pabora ¢ TpaBOBBIMH W HOPMAaTHBHBIMU
JIOKYMEHTaMMI».
Tema 1.2 ConepxaHue y4eOHOro MaTepraia 1
Knacenpukanus m | [ToHATHE TOKYMEHTA, IOKYyMEHTUPOBaHMsI, JOKYMEHTAIHOHHOTO 00ECTICYEHHsI YITPABIICHMUSI. 2
BUAbI NokyMeHTOB. | Knmaccudukarusi u BHABI JOKYMEHTOB. Y HH(DHUKAINA U CTAHAAPTH3ANNS YIPABJICHUECKUX JTOKYMEHTOB
CamocrosTenbHas padoTa 00ydJaroumxcs 3
Pabora ¢ muteparypoit o teme: «M3ydenne 'CAOY, 3HakoMCTBO ¢ yHU(UKAIMEH W CTaHIapTH3ANUECH 2
JOKYMEHTOBY
Tema 1.3 ConepxaHue y4eOHOro MaTepraia 2 1
IIpaBuia IIpaBuia opopMileHHs] OCHOBHBIX PEKBU3HTOB.
odopmiieHus CamocrosTenbHas padoTa 00ydJaroumxcs 4 3
OCHOBHBIX Pabota c mutepatypoii o Teme: «3ydeHne peKBU3UTORY.
PEKBU3UTOB.
Pasgen 2. JIOKYyMeHTHpOBaHHE YNIPABJIeHUYECKOH JesiTeJIbHOCTH.
Tema 2.1 Coxep)kaHue yaeO0HOro MaTepraia 1
Cucrema Cucrema OpraHu3alMOHHO-PACTIOPSIIUTENBHON JTOKYMEHTAUU : yCTaB, IOJIOXKEHUE, UHCTPYKIIUSA, 2
OpraHM3alHOHHO- [IpaBUIIaBHYTPEHHErOpacHopsaKa. Y HUPUIIUPOBAHHAS cucrema OpraHu3alOHHO-
pacnopsimutensHoii | pacnopsautrensHoi nokymenTannu (OPJ1). I OCTer na OP/I.
AOKYMEHTAlUU CamocrosaTensHas paboTa 00yJarouuxcs 4 3
IToaroroBka mpe3eHTalUM MO TeMe: «YCTaB, MOJOXKEHUE, JOrOBOP YUpEOUTENel, IMpaBuia BHYTPEHHETO
pacnopsika, IpuKas, pacropsyKeHUe, YKa3aHus, HOCTAHOBJICHHUE, HHCTPYKIIUS.
Tema 2.2. Conep)kaHue y9eO0HOro MaTepraia 4 1
Pacnopsiaurensnsie | PacriopsauTenbHble JOKYMEHTHI: IPUKa3bl, [TOCTAHOBIICHUS, DPELICHUS, yKa3aHus. TpeOoBaHUS K
HOKYMEHTBI: opopmieHnto  mokymeHTOB. Kiaccudwukaiuss  OpraHH3allMOHHO-PACIIOPSIUTENHHON  JOKYMEHTAIIHH:
OPHKa3bl, OpTaHH3aIMOHHBIE IOKYMEHTHI, PACIIOPSANTENbHEIE, CIPAaBOYHO-MH(POPMAIIMOHHBIE, CITYKeOHbIe TUChMA.
NOCTAHOBJICHUS, [IpakTnueckue 3auarus 1 2 2
pelueHus, yKa3aHusi OCTaBJICHUE TIPUKA30B I10 00MIeH AeATEIHPHOCTH
[IpakTuueckue 3aHATHS 2 2 2
OCTaBJICHUE IIPOTOKOJIOB, COBEIIAHUH, 3acelaHui, KOH(DEepeHIIMHA, COOpaHUi U T.II.
Tema 2.3 Conepxanne yueOHOTO MaTepHaia 4 2
HH%)‘:}”;;“;‘;E: o CocraBnenue nH(HOPMAIMOHHO-CIIPABOYHBIX MaTEPHUATIOB: CIPABKH, MOKIATHbIC U OObSICHUTETIbHBIC
cn;)asolvlmmx 3aMMCKH, aKThI, CITyKEOHbIE MIChMa, 0030PbI, CBOJKU. [locTaHOBIEHHUS, PEIICHUS], IIPOTOKOIIbI Ha
MAaTepHAJIOB OCHOBE KosuternanbHocTu. MHCcTpykinu. CripaBoOYHO-HH(OPMAIIMOHHBIE TIOKYMEHTHI, aKT; JOKJIaTHas




(cmyxe0OHast) 3anucka; crpaBka. O opMIICHUE aKTOB HAJIOTOBBIX MHCIICKITUH.

IIpakTHueckue 3aHATHS 3
OCTaBJICHHUC CITPABOK.

IIpakTnueckue 3anarus 4 . . . .
OCTABJICHUC BHyTpeHHCI/I MU BHCIIHCU JOOKJIATHOHW 3aIlMCKH. COCTaBHeHI/Ie O6’I>$ICHI/IT€JII>HOI/I
3aIlIUCKH.

IIpakTHueckue 3aHATHS 5
OCTABJICHUC AKTOB I/IHBCHTapI/ISaHI/II/I, HpHeMa-nepeﬂaqH, HEeJO0CTa4du, BKCHepTI/ISBI, 06
YHUYTOKCHUU JOKYMEHTOB M IPYTUX

Tema 2.4 Conepxanue y4eOHOTO MaTepHaia
Pa3“°‘*:‘ﬂ“°cm PaznoBugnocT nmucem. CiyxebHble UchbMa. J[eoBoe MUChMO B YCIOBUSX YHUDUKAIUU. brianku
IMUCceM.
Ut iiceM.Kimaccudukaiius KoppecoHISHIIMK;, MHUIIMATUBHAS U OTBETHAS, JICJI0Basi © KOMMEPUECKasl.
S3BIK ¥ CTHIT IETIOBOM KOPPECTIOHIeHITNH. TUTIOBbIe 1 TpadapeTHbIe CiTy>KeOHbIe THchbMa. IHUIMaTHBHBIE 1
OTBETHBIE CITy)KeOHbIe MTMChbMa. [TuchMa - 3aIpOCHl M MUChbMa - OTBETHI OpraHHU3aI|i -KPSTUTOPOB. THUIIOBbIC
rapaHTHHBIE TUChMa OT OpraHu3annii (rapaHToB) OaHKaM O TIOTAIICHUH KpeauTa. TurmoBoe
CONPOBOJIUTEIBLHOE MUCHMO K JIOTOBOPY.
[IpakTrueckue 3aHATHSA 6
OCTaBJICHUE NHCEM-IPUIJIALLIEHUE, IHUCEM-pa3pElIEHUs, ITMCEM - IIOATBEPKICHUA, MHUCEM —
HAIIOMHHAHUE, COMMPOBOIUTEIBHBIX TUCEM.
IIpaxkTuueckue 3aHsATUSA 7 .
OCTaBJIcHHE NH(GOPMAIIMOHHBIX, PEKJIAMHBIX, TAPAHTUMHBIX ITHCEM M ITMCEM HAIIOMUHAHUS.
Pasnea 3 OdopmiieHue JOKYMEHTOB 110 JUYHOMY COCTABY.
Tema 3.1 Copep:kaHue yaeOHOro MaTepHaia

IIpuka3bl no
JIMYHOMY COCTABY.

ITpukasel MO JIMYHOMY COCTaBYy. 3asBJICHHE O IpMEME Ha paboTy, O IEPEeBOJAE Ha JPYIylo
JOJKHOCTh, O TMpeaocTaBieHud otnycka. CoaepxaHue TPYAOBOM KHIDKKH, JHUYHOM KapTOUKH,
KoHTpakTa. CTpykTypa U (QYHKIMH CIykO0 JOKYMEHTAI[MOHHOTO OOECIeueHUsl YIpaBIICHUS.
VYnpasnenue [lenamu, cekperapuar, KaHLIEISpusl, dSKCrieuius. JIoJoKHOCTHON U YUCIIEHHBIN COCTaB
cinyx0.  JIoJDKHOCTHBIE = WHCTPYKIUU  COTPYAHUKOB  CilIy:k0. OpraHus3alliOHHbIE  CXEMBbI
JOKYMEHTAallMOHHOTO  obecriedeHusl  ympaBieHus. MHCTpykuuMss 10  JAOKYMEHTAlHOHHOMY
00eCreveHuIo yl'[gaBJ‘ICHI/I}I.

Cocrap u y4eT 00bEMa JOKYMEHTO000POTA NPEANPUATHI W opranusanuid. Opranusauus paboTel C
JOKYMEHTAIMeH, MOCTyNaronel B Y4pexkAeHUs, NPEIIpUSITUS, OpraHU3aluu: MpUEM BXOJSIIMX
JOKYMEHTOB. ABTOMAaTH3allUsl IPOIECCOB JOKYMEHTAIMOHHOTO 00ECTIeUeHUs YITPABJICHUS.

IIpaxkTuueckue 3ausaTus 8
OCTaBJICHHUC IIPUKA30B II0 JIMYHOMY COCTaBY. CocraBjieHHUE 3asBJICHUU. 38.HI/ICI/I B TpyaAOoBOH
KHHNXKC.

CamocrosTenbHas padoTa 00ydaromuxcs
PaGora c¢ nwurepatypoit «I3yueHue 3aKOHONATENbHBIX AKTOB U HOPMATHBHO-METOAMYECKUX
JIOKYMEHTOB (heepaIbHON apXUBHOM CIIyKObI Poccuu o apXUBHOMY XPAaHEHUIO JOKYMEHTOBY.

Paszgen 4

JloroBopHO-IpaBoBasi JOKYMEHTAIHA.

Tema 4.1
Tpynosoii 1orosop.

Conepxanne yueOHOTro MaTepHaa

IlonaTne noroeopa (KOHTpakTa), coryalleHus. TumnoBas (popma KoHTpakra. IIpumepnas ¢gopma
%OFOBOpa noctaBk. IIporokonsl pasHoriacuii Kk  goroBopam.TumoBas ¢opma H0roBopa
aHKOBCKOro BkiajalloHATHE TpyAOBOTO JOroBopa, ero 3HaueHue. Tpynosoii kojgekc PP. CtopoHsl




TpynoBoro aorosopa. Coaep:kaHue TpyAOBOIO JOTOBOpa. BUIIbI TPyAOBBIX JOTOBOPOB. TPYydOBOU
JOTOBOP (KOHTPaKT) W HOPANOK €ro 3akiarodeHus. IIpaBoBO€ ~pPErylIMpoOBaHUE JOTOBOPHBIX
OTHOIICHUH. JIOKYMEHTBI, MpEAOCTaBIseMble MPH TOCTYIUICHUH Ha paboTy. OdopmieHue Ha
%a60Ty. HUcnerranns IIpu NMMprUEME Ha pa60Ty.

OHSTHE M BHUABI NEPEBOJOB IO TPyAOBOMY ImpaBy. OTiMuue NEPEBOJOB OT IEpPEMEIICHUS.
COBMECTHUTENBCTBO.
OcHoBaHwusI TpeKpamieHust TpyaoBoro gorosopa. Odopmiienne yBonpHeHHUS padoTHUKA. [IpaBoBbIe
MOCJIEJICTBUSI HE3aKOHHOT'O YBOJIbHEHHSI.

IIpakTudeckue 3aHATHS 9 4
OCTaBJICHUE TUIIOBBIX JOIOBOPOB.
CamocrosTenbHas padoTa 00ydJaroumxcs 2
PaGora ¢ surepatypoil mo Teme: «TpymoBoii komekc P®. Croponsl TpymoBoro morosopa. CopepikaHue
TPYAOBOIO JI0T0BOpa. BUIBI TPYJOBBIX JOTOBOPOB»
Pa3nen 5 Opranusanusi pa6oThbl ¢ TOKYMEHTAMM.
Tema 5.1 ConepxaHue y4eOHOro MaTepraia
Perucrpanus, yuer u | Peructpaius, y4eT U MHIACKCUPOBAHHE JOKYMEHTOB, MOPSIAOK JBHKEHUS HOKYMEHTOB. Ilopsaok 2
uHeKcupoBanne | OOpaOOTKM TOCTYMAMOMIUX JTOKYMEHTOB. [lopsok 0OpabOTKM OTHPaBISEMBIX JOKYMEHTOB.
JOKYMEHTOB. IIpaBuna perucrpayuy U MHASKCHPOBAaHUE JOKYMEHTOB.
CamocrosaTenbHas pabora 00yJaromuxcs 2
Pabora c nureparypoii o temam: Perucrpanus, yaeT ¥ MHACKCHPOBaHNE JOKYMEHTOB.
Tema 5.2 Copep:kaHue yaeOHOro MaTepHaia
Opranuzanus Opranuzanuss KOHTPOJISI 32 MCIIOJTHEHUEM JOKyMEHTOB. CpOKHM XpaHEHUs JOKYMEHTOB. KapTouku 2
KOHTPOJIS 32 KOHTPOJIUPYEMBIX JTOKYMEHTOB. ®dopmupoBaHue  Jei. XpaHEHUE JOKYMEHTOB, COCTaBJICHUE
HCINOJTHECHUEM HOMCHKJIATYpP ACII.
JIOKyMEHTOB CamocrosiTesnibHast padoTa 00y4arouIuxcs 2
PaboTta ¢ utepaTypoii mo teme «Opranu3aiys KOHTPOJIS 32 UCIIOJHEHUEM JOKYMEHTOBY.
Tema 5.3 Coneprxanue y4eOHOro MaTepuaa 2
Homenknarypa nen [ TumoBass M mNpuMEpHas HOMEHKIATypa Jeid. HOMEHKIaTypa JeJI OpraHu3anuud. OO0pasell
OpraHu3aluu. HOMEHKIATYPEI €], 0QPOpMIIEHHE JOKYMEHTOB B Aenax. O0I0kKKa JIeN, OIUCH JIEN.
CamocrosTenbHas paboTa 00ydJaronmxcs 2
Pa6orta ¢ nuTepatypoii no Teme: «M3ydeHre HOMEHKIATYPHI JCII.
Hroro 72

Jnst XapaKTepUCTUKU YPOBHSI OCBOEHHS y4eOHOr0 MaTepraia UCIOIb3YIOTCA CIIEAyIore 0003HaYeHUsI:

1. — o3HaKOMUTENBHBIHN (Y3HABAaHHE PaHEe U3yYEHHBIX 00BEKTOB, CBOWCTB);

2. — penpOayKTUBHBIN (BBIIOJIHEHNE IEITENBHOCTH 110 00pasily, HHCTPYKLUHU UM MO PYKOBOACTBOM)

3. — IPOIYKTUBHBIN (IUIAHUPOBAHUE U CAMOCTOSITENILHOE BBITIONHEHHE ACATEIbHOCTH, PELICHHE TPOOJIEMHBIX 3a1a4)




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

Ayn. 1304 KaGuHeT 10KyMEHTallMOHHOTO 00eCIIeYeHus yIpaBiIeHUs

VYuebnas mebens Ha 30 mocagoyHbIX MeCT, pabouee MeCTO MpernojaBaTes, 10cKa
MenoBasi-1 mT., mkadsl kHwKHbIE 5 mT. KommbroTrep mpenonasatens Pentium
E5300. [IIpoektop NEC ¢ mnpoekuuoHHbIM 3kpaHoM Star. Ilepedens
JIMIIEH3UOHHOTO TporpamMmHoro obecnedenusi: Microsoft Windows Professional
(KOHTPAKT No 244/20 «26» wutons 2020 r, Microsoft Office Professional
(KOHTPAKT Ne 244/20 «26» utons 2020 1), 7-Zip (freeware).

3.2. UndopmanuoHHoe odecrieyeHne 00ydeHust

IlepeyeHnnb pexoMeHayeMbIX y4eOHBIX U3AaHuii, UHTEepHET-pecypcos,
JAONOJHUTEJIbHON JIUTEPATYPHI

KnuroodecneueHHOCTE

OcHoBHas/ K

0J1-BO. IK3.

bubauorpajduyeckoe onucanue u3IaHUs JOMOTHATEILHASL IeKTpOHHBIE
(aBTOp, 3ar/1aBUE, BUI, MECTO M 'O M3IAHUMA, KOJ. CTP.) B OHO.I.

ecypchbl
JIUTEepaTypa CII6IDY pecyp

Kazakeuu T. A. OCH ..9BC HOpaiir
JlokyMeHTaIMOHHOE OOecCredeHUe yIpaBlIeHUS
: YueOnuk u npaktukym s CIIO / KazakeBuu
T. A., Tkamma A. 1. — 2-e u3a., Ucnp. U JIOM
.— OnekTpoH. AaH. — Mocksa : 3aaTenscTBO
HOpaiit, 2019

[[IyBanosa H.H. OCH IbC FOpaiit
JlokyMeHTallMOHHOE 00eclieYeHHe YIpaBICHUS :
Yueonuk u npaktukym s CITO / Ilysanosa H.
H. — DOnektpon. pgaHn. — Mocksa
M3natensctBo IOpaiit, 2019 .— 221c .—
(ITpodeccrnonanbHoe 006pa3oBaHme)

bsantr B. C. Imon OBC Opaiit
JlokyMeHTaIIMOHHOE OOecreYeHUe YIpaBJICHHUS.
IOpunnueckas TexHuka : YaeOHoe nocoodue s
CIIO / bsint B. C. — 2-¢ u3n., ucrp. u A0m .—
OneKkTpoH. JaH. — MockBa : HM3maTenbCcTBO
FOpaiit, 2019 .— 103c.

I'pozoBa O. C. o OBbC FOpaiir.
Jlenonpou3BoACTBO : YuebHoe mocobue
I'pozoBa O. C. — DnekrpoH. gaH. — Mocksa :
M3natensctBo [Opaiit, 2019 .

Jloponuna JI. A. o
JIOKyMEHTOBe/IeHHE : YUeOHHK U MPaKTUKyM ObC IOpaiir.
Jlna CIIO / mox pen. Joponunoit JLA. — 2-e
W3, TIep. U JO0M .— DJIEKTPOH. 1aH. — Mocksa :
W3pnarensctBo FOpaiit, 2019 .— 309c.

Abyname [I.T. nort DBC IOpaiir
JlokyMeHTaIlMOHHOEe O0ecTieueHre YyIpaBICHUS
nepcoHanoM : YueOnuk u npaktukym s CI1O
/ Ab6ynamze /1. I'., Bempsokkuna U. b., Macnosa
B. M. — DOnekrpon. gan. — MockBa
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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

M3parensctBo IOpaiit, 2019 .— 299¢ .—
(ITpodeccuonanbuoe 0O6pa3zoBaHue) .

Kyszueros U. H. momn ObC HOpaiir.
JIOKyMEHTAIlMOHHOE O00OecreueHre YIpaBICHUs
nepcoHanoM : Yuebnuk u npaktukym s CI1O /
Ky3nenos 1. H. — Dnekrpon. gan. — Mockaa :
M3narensctBo  FOpaiit, 2019 .— 521c .—
(ITpodeccrnonanpHoe 00pa3oBaHuE)

4. KOHTPOJIb 1 OIIEHKA PE3YJIbTATOB OCBOEHUA YUYEBHOWM
JUCHUITJINHBI

KonTpoab U OIleHKAa pPE3yJIbTaTOB OCBOCHHUS YYCOHOM JAUCIUTLIUHBI
OCYIIECTBIIACTCA IPENoAABaTeieM B IIPOLIECCE TMPOBEACHUSA NPAKTUYECKUX
3aHSATUW, TECTUPOBAHMS, BBIMOJHEHHUS  OOYUYAIOIMIMMUCS  HWHIAUBUAYAIbHBIX
3aJlaHUM.

DopMBI H METOBI
KOHTPOJISI H OLIEHKH Pe3yJIbTATOB
00yueHust

1 2

Ymems: [TpoBepka MIPAKTUYCCKUX
e odopMIITH JTOKYMCHTAITHIO B | paboT, yCTHas OIleHKa
COOTBETCTBHM C HOPMaTHUBHOW 0a30ii,
UCIIOJIB3YS UH(GOPMAIMOHHBIE
TEXHOJIOTHU;
® OCYIIECTBIIATH apromaTtusanuio | [IpoBepka PAKTUYCCKUX
00pabOTKU TOKYMEHTOB; paboT, ycTHas OlleHKa
e yHU(HUIMPOBATH CUCTEMBI JOKyMeHTaluu; | IIpoBepka IPAKTHYCCKUX
paboT, ycTHas OICHKa
® OCYIICCTBIIATH  XpaHeHHe W mowmck | IIpoBepka IPAKTUYCCKUX
JOKYMEHTOB; paboT, ycTHas OlleHKa

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

® OCYIIECTBIATH asromaTtusanuio | [IpoBepka IPAKTUYECKUX
00pabOTKH TOKYMEHTOB; paboT, ycTHas OICHKa

® HCIIOJb30BaThb TCICKOMMYHHUKAIINOHHBIC HpOBepKa IMPAKTHYCCKUX
TCXHOJIOI'MH B QJICKTPOHHOM pa60T, YCTHasA OLICHKA

JTOKYMEHTO000pOTE;
3uame:

® T[OHATHE, IENH, 3aJadyd W TMPUHIUIIEI
ACJOITPOU3BO/ICTBA; YcTHBIN Onpoc
® OCHOBHBIC MOHITHS JIOKYMEHTAI[MOHHOTO | TecTupoBanue
o0OecrieueHus! ynpaBIeHUs;
® CHCTEMbI JOKYMEHTAIIHOHHOTO | Y CTHBIM OIPOC
o0OecrieueHus ynpaBiIeHUs;
e KiIaccH(PUKAIMIO JOKYMEHTOB; TectupoBanue
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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

e TpeboBaHUsA K COCTaBJICHHIO U | YCTHBIN OIIPOC
0(OPMIICHUIO TOKYMEHTOB;

® OpraHu3aIUIo TOKYMEHTOOOOpOoTa: TpueM, | Y CTHBIM OIIpOC
00paboTKy, perucTpanuio, KOHTPOJb,
XpaHEHHE JOKYMEHTOB, HOMEHKJIATYpPY
Jell.

5. OCOBEHHOCTH OCBOEHMS JAUCHUTUIAHBLI IS
WHBAJIUJIOB M JIMI] C OTPAHUYEHHBIMHA BO3MOXKXHOCTAMMU
310POBbBS

OOyueHne OOydYaromMXcs C OTPAHWYCHHBIMH BO3MOXKHOCTSIMU 3JI0POBBS
npu HEOOXOJMMOCTH OCYIIECTBISIETCS HAa OCHOBE a/alTUPOBAHHOW paboueit
OporpaMMbl  C  HWCIIOJB30BAaHMEM  CIICIIMAIBHBIX ~ METOJOB  OOy4YCHUS W
JTUIAKTUYCCKUX ~ MaTCPHAJIOB, COCTABJICHHBIX C  y4e€TOM  OCOOCHHOCTCH
NCUXO(HU3UICCKOTO Pa3BUTHUSA, HWHIWBHIYAIbHBIX BO3MOXKHOCTEH M COCTOSHHS
3JI0POBBS TAKUX OOydJaronuxcs (00yJaromerocs).

B 1mensx ocBoeHus y4eOHOW NpoOrpaMMbl JHCIMIUIMHBI WHBAJIUIAMU H
JUIIAMU C OTPAaHUYCHHBIMU BO3MOXHOCTSIMU 3710poBbst Kb uT obecrieunBaer:

JUTS MHBJIUJOB W JIMI C OTPAaHUYCHHBIMU BO3MOXHOCTSIMH 370POBbBSI IO
3pEHUIO: pa3MEIIEHUEe B JOCTYIMHBIX JJISI OOYYarONIMXCs, SBISIFOIIMXCS CIICITBIMU
WK CTa0OBUASIIMMH, MECTax W B aJalnTUpOBaHHOW (opme crnpaBOYHOM
UHPOpPMAIIMK O paclHCaHWW YYeOHBIX 3aHSATHH; TPUCYTCTBHE AacCCHCTEHTa,

OKa3bIBAIOIIIETO oOyuJaromemycs HEOOXOANMYO TIOMOIIIb; BBIITYCK
QIBbTEPHATUBHBIX (POPMATOB METOJIUYCCKUX MATCPUAIOB (KPYIHBIA MIPUPT WITH
aynuodaimr);

JUI. MHBAJIUAOB U JIAIL C OrPAaHUYECHHBIMH BO3MOXKHOCTSIMHU 310POBBS I10
CIIyXY: HaJUIeKalIMMU 3BYKOBBIMH CPEJICTBAMH BOCIIPOU3BEICHUE HH(DOpMAIny;

Ul WHBAJUJIOB M JIML C OIPAHWYECHHBIMU BO3MOXKHOCTSIMH 310POBbBS,
MMEIOIINX  HAapyWIEHHS  OMNOPHO-ABUTATENIBHOTO  ammapara:  BO3MOXHOCTb
OecTpenaTCTBEHHOT0 JOCTYIa OOYyJaroMMXCsA B y4eOHbIE TIOMEIICHUS, TyaJeTHbIC
KOMHATHI U JIPyTHE TTOMEIICHHSI, a TAKXKe MPeObIBAHUE B YKA3aHHBIX MIOMEIICHUSX.

OO6pa3zoBaHue 00yYarOMMUXCSA C OTPAHUYCHHBIMH BO3MOKHOCTSIMU 3JI0POBBSI
MOXXET OBITh OPraHHW30BaHO KaK COBMECTHO C JPYTMMHU OOYYaIOIUMUCS, TaK U B
OTJAEJIBHBIX TPYIIAX WIK B OTAEIBHBIX OPraHU3aLHIX.
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