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1. HACHOPT MPOI'PAMMBI YYEBHOM JJUCIIUTIJIMHBI
JOKyMeHTAllMOHHOE o0ecnieYeHHe YIIPaBJICHHS
1.1. Ob61acTh NPpUMeEHEHUsI TPOrPaAMMbI
[Iporpamma  y4eOHOW  JUCUMIUIMHBI ~ SABJISAETCS  YacThlO  OCHOBHOW
npodeccuoHanbHOM 00pa3oBaTesibHONM MporpamMmbl B cooTBeTcTBUM ¢ DI'OC mo
crenmanbHocTH CIIO 38.02.03 «OnepanuoHHas 1eITENbHOCTD B JOTUCTUKE

[Iporpamma y4eOHOW  AWCIUIUIMHBI MOXET OBITh HCIIOJIb30BaHA B
po(eCCUOHATBLHOMN MOATOTOBKE CICITHAMCTOB TEXHHUYECKOW HANIPABICHHOCTH Ha
CTYyNEHU cpeaHero (MOJIHOro) oo1ero oopa3oBaHusl.

1.2. MecTo y4yeOHOIl JUCHMINIMHBI B CTPYKTYpPe OCHOBHOI NPO(ecCHOHATbHOMI
0o0pa3oBaTeJbHOW NMPOrpaMMbl: TUCLHUIUIMHA BXOAUT B NMPOodeCcCHOHANBHBIA UK
«O6menpodeccuoHaIbHbIC TUCITUTITUHBD.

1.3. Ieau u 3aga4u y4eOHOH AMCUMILIMHBI — TPeOOBaHHUS K pe3yJbTaTam
OCBOCHHS Y4eOHOH TUCHUIJIMHBI:

PabGouas nmporpaMma  AMCHUIUIMHBI ~ SBJSETCS  YacThlO  OCHOBHOM
o0Opa3oBaTeIbHOM MPOrpaMMbl MOJATOTOBKH CIEIHAINCTOB CPEIHEr0 3BEHa B
cootBercTBUM ¢ PI'OC mno cnemumansHoctu CIIO 38.02.03 OnepauroHHas
NEATENIbHOCTh B JIOTMCTUKE, YKpYNHEHHas rpymnmna cnenuaibHocTeid 38.00.00
DKOHOMHMKA U YIPaBJICHUE.

[TporpamMmmay4deOHON M CIIUTUIMHBIMOKE TOBI TEUCIIONB30BaHABAOTIONHUTEIIHHO
MITpo¢heCCHOHATTEHOMOOPa30BaAHU U IS TIOBBIIICHUAKBATH (DU KAITMMUTICPETTOATOTOBKHU
crienmanucToB no cnenuanbHocTd 38.02.03 OmnepanvoHHass JeSITEILHOCTh B
JIOTHUCTHKE.

1.2. MecTo y4eOHOH AMCHUILVIMHBI B CTPYKTYpe OCHOBHOH 00pa3oBaTeJIbLHOMH
MPOrpaMMbl MOATOTOBKH CIIENHAJIMCTOB CPEeHEro 3BeHa  JHUCIUIIINHA BXOJIUT B
npodeccroHanbHbIN yaeOHbINH UK «O0menpodeccuoHaabHbIe JUCITUTITAHBD.

1.3. leau u 3aga4u y4eOHOH AUCUMILIMHBI — TPeOOBaHUS K pe3yJibTaTam
OCBOEHMS Y4eOHOM TUCHUIINHBI:

Conepxanue mporpaMmbl «J{OKyMEHTaIlMOHHOE OOECIICUeHUE YIPABICHUS
HAIpPaBJICHO HA JOCTUKEHHUE CIEIYIOIIUX LIETICH:

SIBJISIETCSl YCBOCHHUE TEOPETUUECKHUX 3HAHUHN B 00JIaCTM HOPMATHBHO MPAaBOBOM
0a3bl JOKYMEHTAIIHOHHOT'O 00SCIICUCHUS yIIPABICHUS

OpraHu3aiuy padoT 1Mo AETONPOU3BOACTBY,

OBJIaJICHUE TPUEMaMH COBPEMEHHOTO JICJONPOM3BOJICTBA, a  TaKKe
dbopMupoBaHUEe HEOOXOIUMBIX CIEITUATNCTY KOMITCTECHITHH.

3aaun OCBOCHHS yUeOHOW TUCIIUIUIAHBI:

dbopMupoBaHue TOHSITHH, 1eJe, 3a/1a4 u MPUHIIUIIOB
JTOKYMEHTAIIMOHHOTO 00eCTIeYeHHUs YIPaBICHHUS;



dbopMupoBaHuE 3HAHUM CUCTEMbl JIOKYMEHTAIlMOHHOTO oOecredeHus
YIPABIICHHUS;

OBJIQJICHUE 3HAHUSIMU O KJIacCU(UKAIIUU JOKYMEHTOB;

dbopmupoBaHue TpeOOBAHUN K COCTABICHUIO U OPOPMIICHHUIO JOKYMEHTOB;

dbopmMupoBaHue 3HAHUM 1O OpraHM3alMd JOKYMEHTOOOOpOTa:lpUEM,
00paboTKa, peructpaius, KOHTPOJIb, XpaHEHHE JTOKYMEHTOB, HOMEHKJIATypa /e,

OBJIQJICHUE TIpUEMaMH, OOPaOOTKH, PETUCTPALIMH, KOHTPOJISTOKYMEHTOB;

dbopMupoBaHue MPAKTUYECKUX HABBIKOB CcO3laHus U odopmieHus
OTIICJIbHBIX BHJIOB JOKYMEHTOB B COOTBETCTBUM C HOPMATHUBHOW 0a3oi, B TOM
YHCJIe C UCIOJIb30BaHUEM WH(POPMAIIMOHHBIX TEXHOJIOTHI;

OCBOCHHUE TEXHOJIOTUH aBTOMATU3UPOBAHHON 00Pa0OTKH JOKYMEHTAIIHH;

dbopmupoBaHue HABBIKOBHUCIIOJIb30BaHUAYHUPUITUPOBAHHBIX(HOPM
JIOKYMEHTOB;

npuoOpeTeHne HAaBBIKOB II0 OCYIIECTBIICHHIO XpaHEHUS W  IOHCKa
JIOKYMEHTOB;

OBJIaJICHUE HaBBIKAMU UCIIOJTb30BAHUS TEJIEKOMMYHHUKAIIMOHHBIX
TEXHOJIOTUN B AJIEKTPOHHOM JOKYMEHTOOOOpOTE.

B pe3ynbTaTte ocBoeHUs y4eOHOH JUCITUTUTMHBI 00YYarOIIHICS JOHKCH

yMeThb.

0 OPMIIATH TOKYMEHTAIIUIO B COOTBETCTBUM C HOPMATUBHOM 0a30H, HCITONB3Ys
UHQPOPMAITMOHHBIC TEXHOJIOTHH;

OCYIIECTBIIATH AaBTOMATH3AIUI0 00pabOTKH JOKYMEHTOB;

YHU(DHIIMPOBATH CUCTEMBI JJOKYMEHTAIIHH;

OCYIIECTBIIATH XPAaHEHNE U TIOUCK JOKYMEHTOB;

OCYIIECTBIIATH AaBTOMATH3AIUI0 00pabOTKH JOKYMEHTOB;

UCTIOJh30BaTh  TEJICKOMMYHHKAIIMOHHBIE  TEXHOJIOTMM B  DIIEKTPOHHOM
JIOKYMEHTO000POTE;

3HATh:

NIOHATHE, TIeITH, 337291 ¥ TIPUHITUIIBI ACTIOMPON3BOJICTBA;

OCHOBHBIC TTOHATHS JOKyMEHTAIIMOHHOTO 00ECIICUCHHUS yIIPaBIICHIS;

CUCTEMBI JOKYMEHTAITMOHHOTO 00ECTICUeHUSI YITPaBICHUS;

KJIacCU(UKAINIO TOKYyMEHTOB;

TpeOOBaHUs K COCTABICHUIO U 0OPMIICHUIO IOKYMEHTOB;

OpraHU3aluIo0 TOKYMEHTO000pOTA:

npueM, o00pabOTKy, pEerucTpanuio, KOHTPOJb, XpaHEHUE TOKYMEHTOB,
HOMEHKJIATYypy Jedl.

OmneparoHHbIN JIOTUCT TOJDKEH 00J1a1aTh 00IIMMU KOMITETCHIIASIMH :

OK 2. OpranuzoBbiBaTh COOCTBEHHYIO [I€SITEIbHOCTb, BBHIOMPATh THUIOBBIC
METOIBl M CMOCOOBI BBHITIOJHEHUS TPO(ECCHOHANBHBIX 3a]ad, OIEHWBATh HX
() PEKTHBHOCTH U Ka4eCTRBO.

OK 4. OcymiecTBasiTh MOUCK M UCIOJIb30BaHUE WHPOPMAIIMHU, HEOOXOIUM O
1151 3P (HEKTUBHOTO BBITIOTHEHUS MPOPECCUOHANIBHBIX 3a/1a4, MPOdEeCCHOHATBHOTO
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N JIMYHOCTHOI'O Pa3BHUTHA.

npoecCuOHaTbHBIMU KOMIETEHIUSAMU

[IK 1.1. [IppuaumaTe ydactue B pa3pabOTKe CTPATErMUECKHX M ONEPATUBHBIX
JIOTUCTUYECKUX IUIAHOB Ha YPOBHE HojpasneneHust (ydacTka) JOTHCTHYECKOU
CHUCTEMBbI C Y4YE€TOM LEeJe W 3aJad opraHu3anvu B 1eioM. OpraHu3oBBIBATH
paboTy 3JIEMEHTOB JIOTUCTUYECKON CUCTEMBI.

[IK 1.2. IlnanupoBaThb W OPraHU30BBIBATH JAOKYMEHTOOOOPOT B pamKax
y4acTKa JIOTUCTHYECKON cUCTEMBI. lIpyHMMATh, COPTUPOBATH U CAMOCTOSITEIBHO
COCTAaBIIATh TPEOYEMYIO IOKYMEHTALUIO.

IIK 1.3. OcymiecTBasTh BBIOOpP MOCTABIIMKOB, NEPEBO3YMKOB, OMPEIECIATH
THII IOCPEAHUKOB U KaHAJIbl PACTIPEICIICHHUS.

IIK 1.4. BnageTp METOAMKON MPOEKTUPOBAHHUS, OPraHU3allMM U aHalu3a Ha
ypOBHE Nojipa3jiesieHus (ydyacTka) JOTMCTUYECKON CUCTEMBI YIIPaBIICHUS 3ariacaMu
U PacIpeeINTENIbHBIX KaHAJIOB.

IIK 1.5. Brnagerb oCHOBaMHM ONEPATMBHOIO IUIAHWUPOBAHUS W OPraHU3alliU
MaTepHuaIbHbIX IOTOKOB Ha IPOU3BOJCTBE.

I1K 2.1. YuacTBOBaTh B pa3paboTke HHGPACTPYKTYpPHI MIpolecca OpraHu3auu
CHA0XXEHMSI U OPTaHU3ALMOHHON CTPYKTYpPHI yNpaBlIeHUs CHA0KEHHEM Ha YpPOBHE
nojapaszeneHus (yyacTka) JOTHCTHYECKOM CHCTEMBI C y4ETOM Leleld U 3ajad
OpraHu3aluu B LIEJIOM.

IIK 2.2. [TpumensTh METO0JIOTHIO MIPOCKTUPOBAHUSA
BHYTPHUIIPOU3BOJCTBEHHBIX JIOTUCTUYECKUX CUCTEM IIPU PELICHUH IPAKTUYECKUX
3a/1ad.

I1K 2.3. Mcnonbs30BaTh pa3andHble MOAEIIA U METOABI YIIPABICHNUS 3allacaMy.

IK 2.4. OcylecTBIATh yIIpaBJICHUE 3aKa3amu, 3amacamu,
TPAHCIIOPTUPOBKOM,  CKJIAJUPOBAHHEM,  TI'Py30IlepepadOTKON,  YMaKOBKOM,
CEPBHCOM.

[IK 3.1. Bmaners METOJI0JIOTUEN OLICHKU a3 PpeKTHBHOCTH

(GYHKIIMOHUPOBAHMSI JIEMEHTOB JIOTUCTUYECKON CUCTEMBI.

IIK 3.2. CocTaBisTh NporpaMMy U OCYLIECTBIIATH MOHUTOPHUHI MOKa3aTeseH
paboThl Ha ypoOBHE mMOApa3feieHuss (y4acTKa) JIOTHCTHYECKOW CHUCTEMBI
(TOCTaBIIMKOB, TOCPEIHUKOB, TEPEBO3YMKOB H A(DPEKTUBHOCTH PabOTHI
CKJIQJICKOTO XO35IMCTBAa Y KaHAJIOB paCpEe/ICICHHUS ).

I1K 3.3. PaccunuThiBaTh U aHAJTU3UPOBATH JIOTUCTUYECKUE U3JIEPKKH.

IIK 3.4. [IpuMeHsATh COBPEMEHHBIC JIOTUCTUYECKUE KOHIEIIIMU U TPUHIIUIIBI
COKpAILIEHUS JIOTUCTUYECKHUX PACXOIOB.

[IK 4.1. [IpoBOAUTH KOHTPOJIb BHIIIOJHEHUS U SKCIIEAUPOBAHUS 3aKa30B.

[IK 4.2. Opranu3oBbIBaTh NMPUEM U MPOBEPKY TOBAPOB (rapaHTUs MOITYUYEHHUS
3aKa3a, MPOBEPKA KauyeCTBa, MOJATBEPKIACHHUE MTOTYUYCHUS 3aKa3aHHOIO KOJINYECTBA,
opopMiIeHHE HA TIOJYYCHHE M PETUCTPAIUIO CHIPHs); KOHTPOIUPOBATH OILIATY
MOCTaBOK.

I[IK 4.3. IlogbupaTh W aHaIU3UPOBaTh OCHOBHBIE KPUTEPUH OLEHKHU
PEHTA0ETBbHOCTH CUCTEM CKIIAJUPOBAHUS, TPAHCTIOPTUPOBKH.

I[IK 4.4, Onpenensitb KpPUTEPUH ONTHUMAIBHOCTH (DYHKIMOHUPOBAHUS
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nojapaszeneHuss (y4acTka) JOTMCTUYECKOM CHCTEMBI C Y4YeTOM Leled U 3ajad
OpraHu3allyy B LIEJIOM.

1.4. Pexomenayemoe KOJHYECTBO YAaCOB HA OCBOCHHE NMPOIrpPamMMbl y4eOHOH

AUCHMIIMHBI:

MaKCUMaJIbHON yueOHOM Harpy3ku oOyudatroiierocsi /2 yac, B TOM YHCIIE:
o0s13aTeNIbHOM ayAUTOPHON yueOHON Harpy3ku oOyuaromierocs 8 yacoB (o4yHast
dopma 00ydeHus ),

CaMOCTOSITeNIbHOM paboThl oOyuwaromerocs 64 wgacoB (3aouyHas Qopma
o0y4eHus)

2. CTPYKTYPA U COJAEP)KAHUE YUYEBHON JUCIUILIAHBI
2.1. O0bem yueOHOM JMCHUIIMHBI M BBl Y4eOHOH padoThl

Bup yyeOHol padoThI Oovem uacoe
MakcuMmasbHasi yueOHasi HArpy3Ka (Bcero) 72
O6s13aTesibHAS Ay IMTOPHAs yueOHAasi HArpy3Ka (BCero) 8

B TOM YHUCIJIC:

nabopaTtopHbie PabOTHI -

IMMPAKTUUICCKHC 3aHATHA 4

KOHTPOJIbHBIE PAOOTHI -

KypcoBasi pabota (IpoeKT) (eciu npedycmompero) -

CamocTosiTesibHasi padoTa o0yuyaronierocs (Bcero) 64

B TOM YHUCJIC.

caMocTrosiTelIbHass pabora HaA KypcoBod paboToit -
(TPOEKTOM)

Umoeosas ammecmayus 6 popme (yrkazams) I cem. - Jlugh. 3au.




2.2. TemaTu4eckuii JIaH U coieP:KaHUE Y4eOHOU TMCIUNINHBI

HaumenoBanue Conep:xanue y4eOHOro MaTepnaJia, JJabopaTopHeie padoThbl U NPAKTHYECKHE 3AaHATHSA, CAMOCTOSITeJIbHASA padoTa O0BeM yacos Yposenns
pa3/iesioB ¥ TeM o0yJanmumxcsi, KypcoBasi padora (IpoeKT) (eciu npedycmompeHvl) OCBOEHHUS
1 2 3 4
Pazpnen 1. IHoHsiTHE 0 JOKYMEHTAIIMOHHOM 00ecieYeHHH YIIPABJIEHMUS.
Tema 1. CamocrositesbHas pabora 2
Beenenue. HWcropust pa3BUTHsI HAyIHBIX MPEACTABICHHU O JOKYMEHTAIIHOHHOM 00ECIICUEHUH YIIPaBICHHSI. 1
g;;i‘;::‘:ﬂ': CoBpeMEHHOE COCTOSIHHE JOKYMEHTAIIMOHHOIO OOecledeHus yrpapieHus. HopmaTuBHO-npaBoBas 0a3za
OpraHM3allMd JIOKYMEHTAllMOHHOTO OOCCIICUCHMs YIPABICHHS KakK OCHOBA TEXHOJOIMH IIPOILIECCOB
JUCIHILINHBI
«JlokymMeHTaLIMOHHOE }énpaBneHHH'
obecieuenme aMoCTOsITelIbHas PAbOTa 00YYArOIHX Csl 4 3
i Pabora c¢ nuteparypoit. [Ipaktmueckas pabora mo Teme «Pabora ¢ TpaBOBBIMH W HOPMAaTHBHBIMU
JIOKYMEHTaMM.
Tema 1.2 ConepxaHue y4eOHOro MaTepraia 1
Knaccnpukanus m | [ToHATHE TOKYMEHTA, IOKYyMEHTUPOBaHKs, JOKYMEHTAIHOHHOTO 00ECTICUEHHsI YITPABIICHMUSI. 2
BH/IbI JOKyMeHTOB. | Knaccudukanus ¥ BHJIbI IOKYMEHTOB. YHU(UKAIMS M CTAHIAPTU3AIIMS YIIPABICHYECKUX JOKYMEHTOB
CamocrosTenbHas padoTa 00ydJaroumxcs 3
Pabora ¢ mutepatypoit mo teme: «M3yuenne I'CHOY, 3HakoMcTBO ¢ yHHU(HKanued W cTaHAapTH3AIHen 2
JIOKYMEHTOBY
Tema 1.3 ConeprxaHue yu4eOHOro MaTepraia 2 1
IIpaBuia IIpaBuia opopMileHHS] OCHOBHBIX PEKBU3HTOB.
otopmirenus CamocrosTenbHas padoTa 00ydJaroumxcs 4 3
OCHOBHBIX Pabora c mutepaTypoii mo Teme: «/3ydeHrne peKBU3UTOBY.
PEKBU3UTOB.
Paznen 2. JOKyMeHTHpPOBaHUE YIIPABJICHYECKOM /IesiITeJIbHOCTH.
Tema 2.1 CamocrositenpHast pabora 1
Cucrema Cucrema OpraHu3alMOHHO-PACIIOPSUTENIBHON JTOKYMEHTAUU : yCTaB, IOJIOXKECHUE, UHCTPYKIIUA, 2
OpraHM3alHOHHO- paBujla  BHYTPEHHETO pacnopsaka. YaudunupoBanHas cucreMa  OpraHu3aOHHO-
pacnopsimureannoii | pacnopsaurensHo gokyMmenrtannu (OPMD). T'OCTwr na OP/I.
AOKYMEHTalHH CamocrosTenbHas pabota 00yJaronmxcs 4 3
IToaroroBka mpe3eHTaUuu MO Teme: «YCTaB, IOJOXKEHUE, TOrOBOP YUYpEAWUTENel, npaBuia BHYTPEHHETO
pacnopsika, IpuKas, paclops>KeHUE, YKa3aHus, TOCTAHOBJICHUE, MHCTPYKLIHSD.
Tema 2.2. CamocrosTenabHas padbora 4 1
Pacnopsiaureasnsie | PacriopsauTenbHble JOKYMEHTBHI: IPUKa3bl, [IOCTAHOBJICHUS, PELICHUs, yKa3aHUs. TpeOoBaHUS K
HOKYMEHTBI: opopmiennto  mokymeHTOB. Kiaccmdukanus — opraHM3alliOHHO-PACIIOPSIUTENBHON  JOKYMEHTAIIHH:
IPHKa3bl, OpPTaHM3aIMOHHBIE IOKYMEHTHI, PACIIOPSANTENbHEIE, CITPABOYHO-MH(POPMAIIOHHBIC, CITYKeOHBIE TUChMA.
NOCTAHOBJIEHUS], [paktuueckue 3ansarus 1 2 2
pelueHus, yKa3aHus OCTaBJICHUE TIPUKA30B I10 00MIeH AeATEIHPHOCTH
[IpakTrueckue 3aHATHS 2 2 2
OCTaBJICHUE IIPOTOKOJIOB, COBEIIAHUH, 3acelaHui, KOH(pepeHIIMA, COOpaHUid U T.I1.
Tema 2.3 CamocrosTenbHas padbora 2 2
Cocrap.tenne CocraBnenne HHPOPMAIMOHHO-CIIPABOYHBIX MATEPUAJIOB: CIIPAaBKH, JOKIAJHbIE U OOBICHUTEIbHBIE
““g’rfl?;‘;?,ﬂ',‘,‘fff 0 3aMMCKH, aKThI, CITyKEOHbIE MIChMa, 0030PbI, CBOJKU. [locTaHOBIEHHMS, PELICHUS], IIPOTOKOIIbI Ha
MAaTepHAJIOB OCHOBE KosuternansHocTd. MucTpyknnu. CripaBoOYHO-HH(POPMAIIMOHHBIE IOKYMEHTHI, aKT; JOKJIaTHas

(coyxebnas) 3anucka; cpaBka. OdopmiieHHe aKTOB HAJIOTOBBIX MHCIIEKITH.




[IpakTHyeckre 3aHATHS CaMOCTOSITEIbHBIE 3
OCTaBJICHHUC CITPABOK.

IIpakTHyecKue 3aHATUS CAMOCTOSTENbHBIE 4
OCTaBJICHUC BHYTPCHHCU KW BHCHIHCU OOKJIAJHOU 3aIllUCKH. CocraBienne OOBSICHUTEILHON
3aIlMCKH.

IIpakTHueckue 3aHATHS CAaMOCTOSITENILHBIE 5
OCTaBJICHME AaKTOB WHBEHTapU3allMM, IMpUEMa-Tiepeayd, HEIOCTayd, OKCIEepTU3bl, 00
YHHYTOKCHUHU JJOKYMEHTOB M APYTHX

Tema 2.4 CaMocrosiTeNbHas padoTa
PasnosuanoCTH PaznoBunHoctu nucem. Ciyxe0Hble TUChbMa. Je10Boe MUCbMO B YCIOBMSIX yHU(DUKanuu. branku
nnceM.
U1 muceM. Knaccudukanuys KOppecroHIeHIINN; MHUIIMATHBHAS M OTBETHA, JEIOBas M KOMMepUecKasl.
SI3BIK ¥ CTHIIB ICITOBOM KOppECTIOHIeHIINU. TUnoBkie 1 TpadapeTHble Ciry)KeOHbIe TruchMa. HUIMATUBHBIC 1
OTBETHEIE CiTy)KeOHbIe TrchMa. [TuchMa - 3arpockl ¥ THChMa - OTBETHI OPTaHU3aAIMN -KpeAUTOPOB. THIIOBbIE
rapaHTHITHBIE THChMa OT OpraHu3anuil (rapaHToB) OaHKaM O MoraneHny KpeauTa. TumoBoe
COIPOBOJIUTENBHOE MHCbMO K JIOTOBOPY.
ITpakTHuecKue 3aHATHSI CaMOCTOATENLHEBIE 6
OCTABJICHUE MUCEM-NIPUTTIALLIECHUE, ITUCEM-PA3PELICHNUsA, IMUCEM - TOATBEPKICHUS, IHUCEM —
HAIIOMUHAHUE, CONTPOBOAUTENBHBIX ITUCEM.
IIpakTHuecKue 3aHATUS CAMOCTOSTEIbHBIC 7
OCTaBJIeHUE UH(POPMAITMOHHBIX, PEKJIAMHBIX, TAPAHTUNHBIX TUCEM U TUCEM HAIOMUHAHMUSL.
Pasnea 3 OdopmiieHue JOKYMEHTOB 110 JUYHOMY COCTABY.
Tema 3.1 CaMocTosiTeNIbHas padboTa

IIpuka3sbl no
JIMYHOMY COCTABY.

Ilpuka3pl MO0 JTWYHOMY COCTaBy. 3asBJICHHE O MNpUEME Ha padOTy, O MEPEBOJIE Ha JAPYIYIO
JOJDKHOCTh, O MpenocTaBiieHnu oTtiycka. Conep:kaHue TpPyIOBOM KHUKKHM, JIUYHOM KapTOYKH,
KoHTpakTa. CTpykTypa U GYHKIHH CIyxk0 JOKYMEHTAllMOHHOTO OOeCHeueHus YIpaBiIeHHUs.
VYupanenue /lenamu, cekperapuar, KaHUEISIPUs, SKCHeAUIHs. [JOJPKHOCTHOM M YUCIIEHHBIA COCTaB
cinyx0. JIoJDKHOCTHBIE = WHCTPYKIUU  COTPYAHUKOB  CiIy:k0. OpraHus3aliOHHbIE  CXEMBbI
JOKYMEHTAallMOHHOTO  obOecrieyeHust  ympaBi€HHs. MWHCTpyKIus 1O  JOKYMEHTAIlHOHHOMY
00eCre4eHuo yngaBneHI/m.

CocraB 1 yueT 00b€Ma JJOKYMEHTOOO0POTa NPEANPHUATHI U opranuzanuid. Opranusanus padoTsl ¢
JOKYMEHTAlMeH, MOCTYNAKIIEed B YUYPEKICHUS, NPEINPUATUSA, OpPraHu3aluu: MPUEM BXOIALINX
JTOKYMEHTOB. ABTOMaTH3allksl IPOIECCOB IOKYMEHTAIIMOHHOTO 00eCeUeHHs yIIPaBICHHUS.

IIpakTiyecKHe 3aHATHS CAMOCTOSATEIbHBIE 8 o o
OCTaBJICHHUC IIPUKA30B II0 JIMYHOMY COCTaBY. CocraBiieHue 3asBJICHHMH. 3aIlCH B TPpyaAOoBOU
KHHMKKC.

CamocTrosTenbHas pa60Tva 00yUaroIIXCs
PaGora c¢ nwurepatypoit «II3yueHue 3aKOHONATENBHBIX AKTOB W HOPMATHBHO-METOAMYECKUX
JIOKYMEHTOB (heJiepaIbHOM apXUBHOM CIIY»KObI POCCHM M0 apXUBHOMY XpaHEHHIO JOKYMEHTOBY.

Paszgen 4

JloroBopHO-IpaBoOBasi TIOKYMEHTALHSI.

Tema 4.1
Tpynosoii norosop.

CamocTosiTenbHas pabora

Ilonatue noroeopa (KOHTpakTa), corJalleHus. lumoBas (QopMa KoHTpakra. IIpumepHas (opma
J0TOBOpa MOCTAaBKU. [IpOTOKOJIBI pasHOrizacuii K Jaorosopam. Tumosas cgopMa JI0TOBOpa
0aHKOBCKOro BKkJaaa IloHsATHME TpylOBOro J0roBOpa, €ro 3HadeHue. TpynoBod kojekc PO.
CropoHsl TpynoBoro noroopa. CojepxkaHue TPyZOBOIO JOroBopa. Buabl TpynOBBIX AOrOBOPOB.
TpynoBoii 10roBOp (KOHTPAKT) U HOPSIOK ero 3akiodeHus. [IpaBoBoe peryamupoBaHie JOrOBOPHBIX




OTHOLIEHUU. J[OKyMEHTBI, MPEIOCTABISEMbIE NpPHU MOCTYIUIEHMH Ha pabory. OdopmicHue Ha
%360Ty. WcnwiTanus npu npueme Ha paboTy.

OHSITUE U BHUJBI TEPEBOJIOB MO TPynoBOMYy TmpaBy. OTiauyne mNEepeBOJOB OT MEPEMEIICHHUS.
CoBMECTUTENBCTBO.
OcHoBaHwusI TpeKpamieHust TpyaoBoro gorosopa. Odopmiienne yBonpHeHUS padoTHUKA. [IpaBoBbIe
MOCJICACTBHUSL HE3AKOHHOTO YBOJIbHEHHUSI.

TIpaxTrueckue 3aHATHS CAMOCTOATENLHEIE 9 4
OCTAaBJICHUE TUMIOBBIX JOTOBOPOB. 2
CamocrosTenbHast paboTa 00ydJaronmxcs 2 3
PaGora c¢ sureparypoii mo rteme: «TpymoBoii komekc P®D. Crtoponbl TpymoBoro goroBopa. CopepxkanHue
TPYA0BOI0 JIOTOBOpa. BUJIBI TPYJIOBBIX JOTOBOPOB»
Pa3nen 5 Opranusanusi pa6oThbl ¢ TOKYMEHTAMH.
Tema 5.1 CaMocTosiTeNlbHas padoTa 1
Perucrpamus, yder n | Peructpanus, y4yeT M MHIECKCUPOBAHUE JOKYMEHTOB, MOPSANOK ABHUKEHHUS NOKYMEHTOB. [lopsiaok 2
MHIeKcHpoBanne | OOpaOOTKM TMOCTYMAIOMIUX JOKYMEHTOB. [lopsnok oOpaOOTKM OTHpaBISEMBIX JIOKYMEHTOB.
JOKYMEHTOB. IIpaBuna perucTpalu U MHASKCUPOBaHUE JOKYMEHTOB.
CamocrosaTenbHas pabora 00yJaromuxcs 2 3
Pa6oTa ¢ uTepaTypoii mo TeMa: PerucTparms, Y9eT M HHISKCHPOBaHNE JOKYMEHTOB.
Tema 5.2 CamocTrosTenpHast pabora 1
Opranusauust Opranu3zanyst KOHTPOJISL 3a MCIOJHEHUEM JOKYMEHTOB. CpOKM XpaHEHMs JOKYMEHTOB. KapTouku 2
KOHTPOJIS 32 KOHTPOJIUPYEMBIX JTOKYMEHTOB. @opmupoBaHHE  Ji€J. XpaHEHUWE JIOKYMEHTOB, COCTABIICHHE
HCINOJTHECHUEM HOMCHKJIATYpP ACII.
JI0OKYMEHTOB CamMocTosiTenbHast paboTa 00yJarOInXcst 2 3
PaboTa ¢ uTepaTypoii mo Teme «Oprauzalys KOHTPOJISA 3a MCIOJHEHHEM JOKYMEHTOBY.
Tema 5.3 CamocrosrenbHas pabora 2 1
Homenknarypa nen  ["TumoBasi W NpuUMepHas HOMCHKJIATypa Jcll. HOMEHKIATypa JAel OpraHm3anud. OO0paserr
OpraHu3anuu. HOMEHKJIATYPHI JeJ1, 0hOpMIICHHE IOKYMEHTOB B Jiesiax. O00kKKa JIeN, ONMCH JIe.
CamocrosTenbHas paboTa 00ydJaronmxcs 2 3
Pa6ora ¢ nuTeparypoii no Teme: «I3ydeHne HOMEHKIIATYPEI AETY.
Hroro 72

JU1st XapaKTepUCTHKH YPOBHS OCBOGHHUS YIeOHOTr0 MaTeprala UCIOb3YI0TCs CIeIyIoImue 0003HaYeHNS:

1. — o3HaKOMHUTENBHEIN (y3HaBaHHE paHee U3ydeHHBIX O0BEKTOB, CBOMCTB);

2. — penpoayKTHBHBIN (BBITTOTHEHNE AEATEIBHOCTH 10 00pa3ily, WHCTPYKIIMH WIH IO PYKOBOJCTBOM)

3. — IPOYKTUBHBIN (TUTAHKPOBAHUE U CAMOCTOSITEIBHOE BHITIOIHEHUE JAEATEIbHOCTH, PEIIeHUE TPOOIEMHBIX 3a71a4)
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3. YceaoBus peanuzanuu YYHEBHOUW mucouniauHbl
3.1. TpeGoBaHNs K MUHHUMAJbHOMY MATEPUAIbHO-TEXHUYECKOMY 00ecne4yeHuIo

Ayn. 1304 KaGuHeT 10KyMEHTallMOHHOTO 00eCIIeYeHus yIpaBiIeHUs
VYuebHnas mebenb Ha 30 mocaouHbIX MECT, paboyee MecTo MpenoaaBarTess, JoCKa
MmenoBasi-1 mrT., mkadsl KHIKHBIE 5 T. KomnbroTep mpenoaasaTens Pentium
E5300. ITpoextop NEC ¢ npoekumoHHbIM 3kpaHom Star. [lepeuenb
JIMIIEH3UOHHOTO MporpaMmmMHoro obecrneuenus: Microsoft Windows Professional
(KOHTPAKT Ne 244/20 «26» utonst 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

JIOKyMEHTallMOHHOE OO0ecleueHue YIpaBIeHUsS

nepcoHanoM : YuebHuk u npakrtukyMm s CITO
Ao6ynanze J. I, Bempsoxkuna W. b., Macnosa

B. M. — DnexkTpoH. [aH. Mocksa

W3narensctBo HOpaiit, 2019 299c¢

bubauorpajduyeckoe onucanue u3IaHUs Ocnosuas/ Kou-Bo. k3.
(aBTOp, 3arJIaB£e, BH/, MECTO M I'0Jl M3IaHHUS, KOJI. CTP.) JOTOTHITEL A B 0u0.1. o
JUTEpaTypa CIEI>Y pecypchl

Kazakepuu T. A. OCH DBbC FOpaiit
JIoKyMEHTaIIMOHHOE OOECIEYCHHE YIPaBICHUS

: YuebOnuk u npaktukym s CIIO / KazakeBuu

T. A., Tkamua A. . — 2-e u3a., Ucnp. U JI01I

.— OnekTpoH. naH. — Mocksa : M3narenscTBo

IOpaiit, 2019

[[IyBanosa H.H. OCH ObC KOpaiit
JloKyMEHTaIIMOHHOE 00eCTIeueHrEe YIpPABICHUS :

Yueonuk u npaktukyM s CITO / IlyBanosa H.

H. — Dnekrpon. nan. — Mocksa : M3narenscTBo

IOpaiit, 2019 .— 221c .— (IIpodeccuonanpHoe

0OpazoBaHme)
bsat B.C. bi(e)st DBbC HOpaiit
JlokyMeHTaIIMOHHOE OOecIeueHue YIpaBIICHHUS.
IOpunnueckas Texuuka : YaeOHoe mocoodue s

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

ONEKTpOH. JaH. — MockBa N3narenscTBO
Opaiit, 2019 .— 103c.
['po3osa O. C. JI011 DbC HOpaiirt.
Jlenornpoun3BoICTBO VuebHoe mocobue
I'po3oBa O. C. — DnekrpoH. naH. — Mockaa :
M3narenscTBo FOpaiit, 2019 .
Joponuna JI. A. bi(e)ut
JlokymMeHTOBeZieHHE : YUeOHUK U pakTukyM [lns OBC IOpaiir.
CIIO / nmon pen. Hoponunoit JLA. — 2-e usn.,
nep. U aon .— 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

(ITpodeccnonanpHoe 0OpazoBaHue) .

Kysneuos U. H. JIOTI ObC Opaiir.
JIOKyMEHTAIlMOHHOE O00ecCreueHre YyIpaBIeHUs
nepcoHanoM : Yuebuuk u npakrukym s CITO /
Ky3nenoB U. H. — DnekrpoH. nan. — Mocksa :
WN3narensctBo Opaiit, 2019 .— 521c .—
(ITpodeccnonanproe 0OpazoBaHme).

4. KOHTPOJIb U OIIEHKA PE3VYJBTATOB OCBOEHHUS YUYEBHOU
JAUCIHUIIJINHBI

Koutposb ® omeHka pe3yabTaTOB OCBOCHUS  y4yeOHOW  JUCHUILIMHBI
OCYIIECTBIISICTCSL TIpenojaBaTejeM B TMPOIECCe MPOBEACHUS MPAKTHYECKUX
3aHSTUW, TECTUPOBAHMsS, BBIMOJHEHHUS OOYYaIOIIUMUCS  WHIWBHUAYaJTbHBIX
3aJlaHU M.

Pe3ysbTaThl 00y4eHus DOpMBI U METOIHI
(OCBOCHHI)Ie YMEHUS, YCBOCHHBIC 3H3HI/I$[) KOHTPOJIST M OILCHKM PE3y.ILTaToB
00yueHust
1 2
Ymemu: [TpoBepka IPAKTUYCCKUX
e 0hOopMIIATH JOKYMCHTAITHIO B | paboOT, yCTHasI OIICHKA
COOTBETCTBHM C HOPMAaTUBHOH 0a30ii,
UCIIOJIB3YS uH(pOpMaIIMOHHBIC
TEXHOJIOTUH;
® OCYIICCTBISATH asroMarm3anuio | [IpoBepka MPAKTUYCCKUX
00pabOTKU TOKYMEHTOB; paboT, ycTHas OlleHKa
e yHH(DHUIUPOBATH CUCTEMBI JOoKyMeHTaluu; | IIposepka PAKTUYCCKUX
paboT, ycTHas OIEHKa
® OCyIIEeCTBIATH,  XxpaHenne u  mnowuck | IIposepka MPaAKTHYECKUX
JIOKYMEHTOB; paboT, ycTHas OlleHKa
® OCYIICCTBIISATH asroMarmsanuio | [IpoBepka PAKTHYCCKUX
00pabOTKH TOKYMEHTOB; paboT, ycTHas OllEHKa
® HCIOJIb30BAaThTEICKOMMYHHUKAITMOHHBIC [IpoBepka PaKTHYECKUX
TEXHOJIOTUHT B SIIEKTPOHHOM | pPa0OT, yCTHAs OLEHKA
JIOKYMEHTO000POTE;
3nameo:
® [IOHATHE, 1AW, 3aJaYd W TPUHIIMIIBI
ACI0NPOM3BOJACTBA; Y cTHBIN Onpoc
e OCHOBHBIE TOHATHS JOKyMEHTaIlmoHHOro | TecTupoBanue
oOecrieueHus ynpaBIeHUs;
® CHCTEMBI JOKYMEHTAI[HOHHOTO | Y CTHBIM OIPOC
oOecrieueHus ypaBIeHNUs;
e KJacCU(UKAIMIO TOKYMEHTOB, 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 TpeOoBaHusA K COCTaBJICHUIO U | YCTHBIN 0IIpoC
0(OPMIICHUIO TOKYMEHTOB;

e OpraHu3alMi JOKYMEHTOOOOpOTa:mpueM, | Y CTHBIM OIpoC
00paboOTKy, pEerucTpanuio, KOHTPOIb,
XpaHEHHE JOKYMEHTOB, HOMEHKIATYpY
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.

13

Created by free version of DocuFreezer


https://www.docufreezer.com

