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

1.1. Ob61acTh NPpUMeEHEHUsI TPOrPaAMMbI

[Iporpamma JIUCUMILIMHBI SIBISETCS YacTblO OCHOBHOM 0Opa3oBaTEIbHOM
MPOrpaMMbl IOJATOTOBKH CIIEILMAIUCTOB CPEIHEro 3BeHa B cooTBeTcTBUU ¢ PI'OC
no cneruanbHocT CIIO 38.02.03 OmnepammoHHasi AEATEIBHOCTh B JIOTUCTHUKE,
yKpynHeHHas rpynna crennanbHoctei 38.00.00 DkoHOMUKa U yIIpaBJIEHUE.

[IporpammayueOHON I CIIUILITMHBIMOKETOBITHHUCIIONB30BAHA BJOTIOTHUTENHHO
MIpodeccruoHaaTbHOMOOPa30BaHU U IS TTOBBIIICHUSKBATU (P UKATUUUTIEPETIOATOTOBKH
cnenpanuctoB 1no cneuuanbHocTH  38.02.03  OnepanuoHHass AESATEIBHOCTH B
JIOTUCTUKE.

1.2. Mecto y4eOHO AMCHUILIMHBI B CTPYKTYpe OCHOBHOI 00pa3oBaTeIbHOM
NMPOrpamMMbl MOATOTOBKH CIENMATUCTOB CPEeIHEro 3BeHa: JUCLHUILUIMHA BXOAUT B
npodeccruoHaIbHbIN yueOHbIN UK «O01menpodeccnoHalbHbIe AUCITUTUIHHBIY.

1.3. leau u 3aga4u y4eOHOH AMCHMILIMHBI — TPeOOBaHUS K pe3yJbTaTam
OCBOCHHS Y4eOHOH TUCHUIIMHBI:

Conepsxkanue mporpamMmbl «JloKyMeHTallMOHHOE OOECIICUeHHE YIIPaBIICHUS
HAIPABJICHO HA JOCTUKEHUE CIEAYIONIUX IIeJICH:

SIBJIIETCSA YCBOCHUE TEOPETUUECKUX 3HAHUN B 00JIaCTH HOPMATUBHO MPABOBOM
0a3bl TOKYMEHTAI[MOHHOTO 00EeCTIeUeHHsI yIIPaBIECHUS

opraHu3zanuu paboT 1o J1eJI0NPOU3BOICTRY,

OBJIaJICHWE TpPUEMaMH COBPEMEHHOTO  JeJONPOU3BOACTBA, a TaKXKe
(dbopMupoBaHUE HEOOXOIUMBIX CIICIIUATTUCTY KOMIIETEHITH.

3amauu OCBOCHUSI YUCOHOU JUCITUTUTHHBI:

dbopmupoBanue TTOHSITHH, 1eJie, 3aja4 171 MIPUHIIATIOB
JOKYMEHTAIIMOHHOTO 00€CTIeueHusl YIIPABIICHHUS;

dbopMupoBaHUE 3HAHUN CHUCTEMBI JIOKYMEHTAllUOHHOTO OOecreueHus
YIIPaBIICHHUS;

OBJIaJICHNE 3HAHMSIMU O KJIacCU(PHUKAIIUU JOKYMEHTOB;

dbopmupoBanue TpeOOBaHUN K COCTABIECHUIO U 0(OPMIICHUIO IOKYMEHTOB;

dbopMHupOoBaHUE 3HAHWK TI0O OpraHW3alldd JOKYMEHTOOOOpOTa:MpHEM,
00paboTKa, perucrpaius, KOHTPOJIb, XpaHEHNE JOKYMEHTOB, HOMEHKJIATYypa JIE,

OBJIaJIeHUE TIpueMaMu, 00pabOTKH, PErUCTPaAIllU, KOHTPOJISTOKYMEHTOB;

dbopMHupOBaHUE TPAKTUYECKUX HABBIKOB CO3MaHUS MW O(DOpPMIICHHS
OTJIETBHBIX BHJIOB JOKYMEHTOB B COOTBETCTBHMU C HOPMATHBHOW 0a30ii, B TOM
YHCJIC C UCTIOJI30BaHUEM WH(OPMAITMOHHBIX TEXHOJIOTHIA;

OCBOCHHE TEXHOJIOTHI aBTOMAaTU3UPOBAHHONW 00paOOTKH JOKYMEHTAIINH;

dbopmupoBaHue HABBIKOBHCIIOIb30BAHUS yHU(PUITUPOBAHHBIX(HOPM
JIOKyMEHTOB;



MpUOOPETEHHE HABBIKOB 10 OCYIIECTBICHUIO XpaHEHUS U  TOHUCKa
JIOKYMEHTOB;

OBJIaJICHUE HaBBbIKAMU UCIIOIb30BAHUS TEJIEKOMMYHUKAIIMOHHBIX
TEXHOJIOTUH B 3JEKTPOHHOM JOKYMEHTOOOOPOTE.

B pesynbrare ocBoeHUs yueOHON TUCIMILUIMHBI 00yYarOIIUICS TOJKEH

YMETh:

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

OCYIIECTBIIITH aBTOMAaTHU3aIMI0 00pa0OTKU IOKYMEHTOB;

YHUDUIIMPOBATH CUCTEMbI JOKYMEHTAIINH;

OCYIIECTBJISITh XpaHEHUE U TTOMCK JIOKYMEHTOB;

OCYIIECTBIISITH aBTOMAaTHU3aIMI0 00Pa0OTKU JIOKYMEHTOB;

UCIIOJIB30BaTh  TEJCKOMMYHHUKAIIMOHHBIE  TEXHOJIOTMM B  DJIIEKTPOHHOM
JIOKYMEHTOO00O0POTE;

3HATh:

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

OCHOBHBIE TIOHSTHUS JOKYMEHTAIIMOHHOTO 00eCTIeueHUs YIIpaBIeHNUS,

CHUCTEMBI JJOKYMEHTAIIMOHHOTO O0ECIICUCHHS YIIPABICHUS;

KJIacCU(UKAIUIO IOKYMEHTOB;

TpeOOBaHUs K COCTABICHUIO U 0OPMIICHUIO IOKYMEHTOB;

OpraHu3aluio TOKyMEeHTO000pOoTa:

npueM, oO0pabOTKy, pErucTpaluio, KOHTPOJIb, XpaHEHHE JOKYMEHTOB,
HOMEHKJIATypy Jedl.

OnepallMOHHBIN JIOTUCT JI0JDKEeH 00J1a1aTh 00IMMU KOMITETEHIIUSAMH:

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

OK 4. OcymecTBasaTh MOUCK M UCITOJIb30BaHUE MH(POPMAITUH, HEOOXO0IMMOM
71 3 HEKTUBHOTO BBITIOTHEHUS MPOPECCHOHANIBHBIX 3a/1a4, MPOodEeCCHOHATIBHOTO
Y JIMYHOCTHOTO Pa3BUTHSI.

npodeccuoHaTbHBIMU KOMIIETCHITUSIMU

[IK 1.1. [Ipuaumate ydactue B pa3pabOTKe CTPATETHUECKUX W OMEPATUBHBIX
JOTHUCTHUYECKUX IUJJAHOB HAa YpPOBHE NoApaszfeneHus (ydacTka) JOTHCTHYECKOU
CUCTEMBl C Yy4Ye€TOM LeJied W 3aJad opraHu3auuu B 1eqoM. OpraHu30BbIBATH
paboTy 2JIEMEHTOB JIOTUCTUIECKON CHCTEMBI.

I[IK 1.2. IlnanupoBaTh W OPraHU30BBIBATH JTOKYMEHTOOOOPOT B paMKax
y4acTKa JIOTHCTUYECKOM CUCTEMBI. [IpuHMMaTh, COPTHUPOBATH U CAMOCTOSITEIBHO
COCTaBJISITh TPEOYEMYIO JOKYMEHTALIUIO.

IIK 1.3. OcyiecTBisiTh BBIOOp MOCTABIIMKOB, MEPEBO3YMKOB, OMPENEIAThH
THI TOCPEAHUKOB U KAHAJIBI PACIIPEICIICHUS.

[IK 1.4. Bnagerp METOAMKON NPOEKTUPOBAHMS, OPraHU3alldM M aHAIW3a HA
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YPOBHE MOApa3aencHus (y4acTka) JOTHCTUUECKON CUCTEMBI YIIPABIEHUS 3allacaMu
U PACIPEAEIUTEIbHBIX KAHAJIOB.

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

[IK 2.1. YyacTBOBaTh B pa3paboTke HHPPACTPYKTYpPHI MPOLECCa OpraHUu3alun
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
BHYTPHUIIPOU3BOJICTBEHHBIX JIOTUCTUYECKUX CUCTEM IPU PELIEHUU 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. Bnaners METOI0JIOTUEN OLICHKH b dexTuBHOCTH

(G YHKIIMOHUPOBAHUS 3JIEMEHTOB JIOTUCTUYECKON CUCTEMBI.

IIK 3.2. CocTaBisaTh NporpaMMy U OCYIIECTBIISATH MOHUTOPHUHT MOKa3aTesIeH
paboThl Ha ypoBHE mMOApa3feieHust (ydacTKa) JIOTUCTHYECKOW CHUCTEMBbI
(OCTaBIIUKOB, TIOCPEIHUKOB, TIEPEBO3ZYMKOB M  3IP(PEKTUBHOCTH PabOTHI
CKJIZICKOTO XO3SI1ICTBA ¥ KaHAJIOB PACTIPEICICHHUS ).

[1K 3.3. PaccuuthiBaTh U aHATU3UPOBATH JIOTHCTUYECKUE U3IEPIKKH.

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

[1IK 4.1. [TpoBOAUTH KOHTPOJIb BBHITTOJIHEHHS U IKCIIEUPOBAHUS 3aKa30B.

[1IK 4.2. Opranu3oBbIBaTh MPUEM U MPOBEPKY TOBAPOB (TrapaHTUS MOITYUCHUS
3aKa3a, MpoBepKa KayecTBa, MOATBEPKIACHUE MOTYYSHHS 3aKa3aHHOTO KOJMYECTBa,
opopMiIeHHE Ha TOJYYCHHE M PETUCTPAIUIO CHIPbs); KOHTPOJIUPOBATH OILIATY
MIOCTABOK.

I[IK 4.3. TlogbupaTs W aHaIU3UPOBATh OCHOBHBIC KPUTCPHUH OICHKH
pPEHTA0EIbHOCTH CUCTEM CKJIQJAMPOBAHUSA, TPAHCTIOPTUPOBKHU.

I[IK 4.4. Onpenensith KPUTEPUH ONTUMAIBHOCTH (YHKIMOHUPOBAHUS
noApaszaeneHus (ydacTtka) JOTHMCTHYECKOW CUCTEMBI C Y4YETOM Leled W 3a1ay
OpraHU3al1U B LIEJIOM.

1.4. PexoMeHnayemMoe KOJMYECTBO YACOB HA OCBOEHHE NMPOrpamMMbl y4eOHO

AUCHUNTHHBI:

MaKCHUMaJIbHOW y4eOHO# Harpy3ku oOyudatomierocsi /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 -
(mpoekToMm)
HUmoecosas ammecmayus 6 popme (yxazamo) 1 cem. - Ougp.

3a4yem




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 OOecredeHusi yrpapieHus. HopMaTuBHO-TIpaBoBas 0aza
OpraHM3allMd JIOKYMEHTAllMOHHOTO OO0CCIICUCHMS YIPABICHHS KaK OCHOBAa TEXHOJOIMH IPOILIECCOB
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, IOKYyMEHTUPOBaHKs, JOKYMEHTAIHOHHOTO 00ECTICYEHHsI YITPABIICHMUSI. 2
BHABI NokyMeHTOB. | Knmaccudukarusi w BHABI JOKYMEHTOB. Y HU(DUKAIMS U CTAaHAAPTH3AINS YIIPABICHUECCKUX JJOKYMEHTOB
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 | pacnopsiautensHoi jokymenTanud (OPJ1). 'OCTea OPJI.
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. ConepkaHre y9eO0HOro MaTepraia 4 1
Pacnopsiaureasnsie | PacriopsauTenbHble JOKYMEHTHI: IPUKa3bl, ITOCTAHOBIICHUS, DPELICHUS, yKa3aHus. TpeOoBaHUS K
HOKYMEHTBI: opopmiieHnto  mokymeHTOB. Kiaccudwukaiuss — OpraHH3allMOHHO-PACIIOPSIUTENBHON  JOKYMEHTAIIHH:
OPHKa3bl, OpTaHH3aIMOHHBIE IOKYMEHTHI, PaCIIOPSANTENBHEIE, CIIPaBOYHO-MH(POPMAIIMOHHBIE, CITYKeOHbIe TUChMA.
NOCTAHOBJICHUS, [IpakTnueckue 3auarus 1 2 2
pelueHusl, yKa3aHus 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(GHOPMAIMOHHO-CIIPABOYHBIX MAaTEPUAJIOB: CIPABKH, NOKIIAIHbIE U OObSICHUTEIbHBIC
cn;)asolvlmmx 3aMMCKH, aKThI, CITyKEOHbIE MIChMa, 0030PbI, CBOJKU. [locTaHOBIEHHUS, PEIICHUS], IIPOTOKOIIbI Ha
MAaTepHAJIOB OCHOBE KosuternanbHocTu. MHCcTpykinu. CripaBoYHO-HH(OPMAIIMOHHBIE IOKYMEHTHI, aKT; JIOKJIaTHas




(cmyxebOHast) 3anucka; crpaBka.O(QopMIICHHE aKTOB HAJOTOBBIX MHCIICKIIUH.

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-pa3pEelIEHUs, 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 JMYHOMY COCTaBYy. 3asBICHHE O INpUEME Ha paboOTy, O IEpeBOAE Ha APYTylo
JOJIKHOCTh, O TMpeaocTaBieHud otnycka. CoaepxaHue TPYAOBOM KHIDKKH, JHUYHOM KapTOUKH,
KoHTpakTa.CTpykTypa ¥ GYHKIUH CIYyKO JOKYMEHTAlMOHHOTO OOecCleYeHHs] YIpaBJICHUS.
VYnpasnenue /lenamu, cekperapuart, KaHIEIApUsL, SKcrieauus. JIOJDKHOCTHON U YUCIIEHHBIM COCTaB
cinyx0. JIoJDKHOCTHBIE = WHCTPYKIUU  COTPYAHUKOB — CiIy:k0. OpraHus3aliOHHbIE  CXEMBbI
JOKYMEHTAallMOHHOTO  obecriedeHusl  ympaBieHus. MHCTpykuuMss 10  JAOKYMEHTAlHOHHOMY
00eCreveHuIo yl'[gaBJ‘ICHI/I}I.

Cocrap u y4er 00bEMa JOKYMEHTOO00POTA NPEANPUATHI U opranusauuid. Opranusanms paboTsl ¢
JOKYMEHTAIMeH, MOCTyNalonel B Y4pexAeHUs, NPEINpUSITUS, OpraHU3aluu: MpUEM BXOJSAIIMX
JOKYMEHTOB. ABTOMAaTH3allUsl IPOIECCOB JOKYMEHTAIIMOHHOTO 00ECIIeUeHUs YIIPABJICHUS.

IIpakTHyeckue 3aHATHI 8
OCTaBJICHUC IIPUKA30B II0 J'II/IIIHOMy COCTaBy. COCTaBJ'ICHI/IC 3asABJICHUUA. 33.HI/ICI/I B pr,Z[OBOI/I
KHHNXKC.

CamocrosTenbHas padoTa 00ydaromuxcs
PaGora c¢ nwurepatypoit «I3yueHue 3aKOHOIATENbHBIX AKTOB U HOPMATHBHO-METOAMYECKUX
JIOKYMEHTOB (eaepalabHol apXuBHOH ci1yk0bl Poccuy o apXMBHOMY XpaHEHHUIO JOKYMEHTOBY.

Paszgen 4

JloroBopHO-IpaBoBasi JOKYMEHTAIH.

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
uHjeKcupoBanne | OOpaOOTKM TOCTYMAIOMIMUX JIOKYMEHTOB. [lopsok 0OpaOOTKH OTHPABISEMBIX JIOKYMEHTOB.
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 BBIIIONHEHHE 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 mocaoyHbIX MeCT, pabouee MeCTO MpenoaBaTes, 10cKa
MmenoBas-1 mT., mkadpel kHKHBIE 5 mT. KommpioTep mpemogaBatens Pentium

E5300. [IIpoektop NEC ¢

IMPOCKIIMOHHBIM

3KpaHoM  Star.

Ilepeuenn

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
IlepedyeHnnb pexoMeHayeMbIX y4eOHBIX U3AaHuii, UHTEepHET-pecypcoB,

JAONOJHUTEIbHON JIUTEPATYPHI

KnuroodecneueHHOCTE

JloKyMeHTaIOHHOE OO0ecTieyeHne YIpaBIeHUS

nepcoHaoM : YuebHuk u npakrtukym s CITO
Abynanze /1. I, Bemmpsokkuna U. b., Maciosa

B. M. — DnexkTpoH. JaH. Mocksa

bubauorpajduyeckoe onucanue u3IaHUs Ocnosnas/ Kou-Bo. k3.
(aBTOp, 3arnan£e, BH/, MECTO M I'0Jl M3IaHHUS, KOJI. CTP.) JOTOTHITETL A B 010J1. o
JHTEpaTypa CIIEI>Y pecypchl

Kazakepuu T. A. OCH DBbC FOpaiit
JIoKyMEHTaIIMOHHOE OOECIEYCHHE YIPaBICHUS

: YueOnuk u npaktukym s CIIO / KazakeBuu

T. A., Tkamua A. 1. — 2-e u3m., ucnp. U JI01

.— OnekTpoH. naH. — Mocksa : M3narenscTBo

IOpaiit, 2019

[[IyBanosa H.H. OCH ObC KOpaiit
JloKyMeHTaIIMOHHOE 00eCTIeueHrnEe YIpPaBICHUS :

Yueonuk u npaktukyM s CITO / llyBanosa H.

H. — Dnekrpon. nan. — Mocksa : M3narenscTBo

IOpaiit, 2019 .— 221c .— (IIpodeccuonanpHoe

0OpazoBaHue)
bsant B.C. JIOTI DbC HOpaiit
JlokyMeHTaIIMOHHOE OOecIeueHUe YIpaBIICHHUS.
IOpunnueckas Texauka : YaeOHoe nocoodue s

CIIO / Bsant B. C. — 2-e u3n., ucrp. u 101 .—

OJEKTpOH. JaH. — MockBa N3narenscTBO
FOpaiit, 2019 .— 103c.
['po3osa O. C. JI011 DbC HOpaiirt.
Jlenornpoun3BoICTBO VuebHoe mocobue
I'po3oBa O. C. — DnekrpoH. naH. — Mockaa :
M3narensbcTBo Opaiit, 2019 .
Joponuna JI. A. bi(e)ut
JlokyMeHTOBeieHUE : YUeOHUK U npakTukyM [lis OBbC HOpaiir.
CIIO / mon pen. Hdoponunoii JILA. — 2-e uzn.,
nep. U JAon .— OJEKTPOH. JaH. — Mocksa :
W3narensctBo FOpaiit, 2019 .— 309c.
Aoynanze . T. JIOTI DBC IOpaiit
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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://www.urait.ru/bcode/437587
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://www.urait.ru/bcode/433679
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://www.urait.ru/bcode/441885
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://www.urait.ru/bcode/438791
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://www.urait.ru/bcode/433551
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://www.urait.ru/bcode/433411

WM3narensctBo HOpaiit, 2019 .— 299¢ .—
(ITpodheccuonansHoE 00pa3oBaHue) .

Kysnenos U. H. JIOTI ObC Opaiir.
JIOKyMEHTAaIlMOHHOE O00ecCreueHre YyIpaBiIeHUs
nepcoHanoM : Yuebnuk u npakrukym s CITO /
Ky3nenoB U. H. — DnekrpoH. nan. — Mockaa :
W3narensctBo  IOpaiit, 2019 .— 52Ic .—
(ITpodeccnonanpHOe 00pazoBaHKE).

4. KOHTPOJIb U OIIEHKA PE3VJIbTATOB OCBOEHUHA YUYEBHOM
JAUCIHUITIMHBI

KouTposb ®W omeHka pe3yabTaTOB OCBOCHUS  yuyeOHOW  JUCHMILIMHBI
OCYIIECTBIIAETCA IPENOAABaTeIeM B IIPOLIECCE MPOBEACHUSA NPAKTUYECKUX
3aHSTUW, TECTUPOBAHMS, BBIMOJHEHHUS OOYYaIOIIUMKCS  WHIWBHUAYaJTbHBIX
3aJlaHUM.

Pe3ysbTaThl 00y4yeHus POpMbI 1 METONBI
(OCBOCHHI)IC YMEHUSA, YCBOCHHDBIC 3H3HI/ISI) KOHTPOJIS M OILECHKM PE3yILTaToB
00yueHust
1 2
Ymemu: [TpoBepka IPAKTUYCCKUX
e odopMIITH JTOKYMCHTAITHIO B | paboT, yCTHas OIleHKa
COOTBETCTBHM C HOPMaTHUBHOW 0a30ii,
UCIIOJIB3YS uH(OpPMaIIMOHHBIC
TEXHOJIOTUH;
® OCYIIECTBIIATh apromaTtusanuio | [IpoBepka MPAKTUICCKUX
00pabOTKU TOKYMEHTOB; paboT, ycTHas OlleHKa
e yHU(HUIMPOBATH CUCTEMBI JOKyMeHTaluu; | IIpoBepka PAKTUYCCKUX
paboT, ycTHas OICHKa
® OCYIICCTBIIATH  XpaHeHHe W  mouck | IIpoBepka IPAKTHYCCKUX
JIOKYMEHTOB; paboT, ycTHas OlleHKa
® OCYIIECTBIIATh apromaTtusanuio | [IpoBepka IPAKTHYCCKUX
00pabOTKH TOKYMEHTOB; paboT, ycTHas OllCHKa
® HCITOJI30BAThTEIICKOMMYHHUKAIIHOHHBIC [IpoBepka PaKTHIECCKUX
TEXHOJIOTUHT B SIIEKTPOHHOM | pPa0OT, yCTHAs OLEHKA
JTIOKYMEHTO000POTE;
3nameo:
® TIOHATHE, TMCNH, 33Ja4d W TPUHIIMIIBI
ACJIONPON3BOJACTBA, Y cTHBIN onpoc
® OCHOBHBIC IOHSTHS JAOKYMEHTAIIMOHHOTrO | TecTUpoBaHue
oOecrieueHus ynpaBIeHUS;
® CHCTEMBI JOKYMEHTAIIHOHHOTO | Y CTHBIM OIPOC
o0OecrieueHus ynpaBiIeHUs;
e KiIaccu(uUKaIUIO JOKYMEHTOB; TectupoBanue
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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://www.urait.ru/bcode/444432

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

® OpraHu3alvio JIOKYMEHTOOOOpOTa:mpueM, | Y CTHBIM OIpoC
00paboTKy, perucTpanuio, KOHTPOJb,
XpaHEHHE JOKYMEHTOB, HOMEHKJIATYpPY
Jell.

5. OCOBEHHOCTH OCBOEHMA JUCIUIIJIMHBI /151 UTHBAJIN1OB
N JinL C OrPAHUYEHHBIMHU BO3ZMOXHOCTAMMU 310POBbA

OOyuenune oOy4YalIIUXCS C OrPaHUYCHHBIMU BO3MOKHOCTSIMH 3JI0pPOBbS TMpHU
HEOOXOJMMOCTH OCYIIECTBIISIETCS HA OCHOBE aJaNTHPOBAHHOW pabodell mporpamMmbl C
WCTIOJIH30BAaHUEM CIICIIUABHBIX METOJIOB OOydYeHHS M AUJAKTUYECKHX MaTepUasoB,
COCTaBJICHHBIX C Y4ETOM 0COOEHHOCTEH TICUXO(PU3NIECKOTO Pa3BUTHS, WHANBH Y aTbHBIX
BO3MOJKHOCTEH U COCTOSTHUS 370POBbSI TAKUX 00ydaronuxcs (o0ydaromerocs).

B mensx ocBoeHus y4eOHON mporpamMMbl AUCHIUIUTMHBI HHBATUAAMU U JIMIIAMHU C
OTpaHUYCHHBIMH BO3MOXKHOCTsIMH 3710poBbsi Kb nT obecnieunBaer:

JUTS. MTHBAJIUJIOB U JIUI] C OTPAHUYCHHBIMH BO3MOKHOCTSIMU 37I0POBbSI 10 3PEHUIO:
pa3MmeIeHue B JIOCTYMHBIX It OOyYalOUIMXCS, SIBJISIOIIUXCS CICMBIMA  WIIH
CIIa0OBUAIIMMH, MECTaX W B aJaNTHPOBAHHON ¢GopMme CrpaBOYHOW HH(POpMAIUU O
pacmMcaHuM  y4eOHBIX  3aHATHH; TNPHCYTCTBHE  ACCHCTEHTa,  OKa3bIBAIOIIETO
oOyyaromeMycsi HEOOXOJMMYI IIOMOIb; BBITYCK allbTEPHATUBHBIX (OpPMATOB
METOJAMYECKUX MaTEPHAIOB (KPYIHBIN MIPUQT WK ayauodaiisb);

JUTS. MHBAJIUIOB W JIMIl C OTPAHUYCHHBIMU BO3MOXXHOCTSIMH 3JI0OPOBbBSI IO CIIYXY:
HaJIJICKAIIMMHU 3BYKOBBIMU CPEJICTBAMH BOCIIPOU3BEICHHE WH(POPMAIIHH;

JUTS. MHBAJIKMJIOB M JIMIl C OTPAaHMYEHHBIMU BO3MOXKHOCTSIMU 3/I0POBbSI, UMEIOIINX
HapyIIEHUs] OMOPHO-ABUTaTEIILHOTO armapara: BO3MOXHOCTh OECIpPEnsITCTBEHHOTO
J0CTyna oOydJaromuxcs B Y4YeOHBIC TIOMEIICHHS, TyaJleTHblE KOMHATBI M JIPyTHE
TIOMEIICHHUS, a TAK)KE PeObIBaHUE B YKa3aHHBIX TOMCIICHHSIX.

OOpa3oBanne O0OydYaOIIUXCS C OTPAHUYCHHBIMH BO3MOXKHOCTSMHU 3JIOPOBBS
MOXET OBIThb OpPraHM30BaHO KaK COBMECTHO C JIPYTUMH OOYYarolmIMMHUCS, TaK M B
OTJEIBHBIX TPYIaX WIH B OTJICIBHBIX OPTaHU3AIIUSAX.
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