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

1.1. O6s1acTh NPUMEHEHUs] IPOTPAMMbI

[IporpamMmma JHUCHUMILIMHBI SBJISETCS YacTblO OCHOBHOW 0Opa3oBaTEIbHOM
IPOrpamMMbl MTOATOTOBKU CHEUAIKMCTOB CPEIHEro 3Be€Ha B cooTBeTCTBUU ¢ PI'OC
no cneunuansHoct CIIO 38.02.03 OmnepanuoHHasi AESITEIBHOCTh B JIOTHCTHKE,
yKpylnHeHHas rpynma crnenuaibHocTed 38.00.00 DxoHOMUKA U YIIpaBIICHUE.

[TporpaMmMayueOHONU U CITUTIMHBIMOXKETOBI THHCIIONH30BAHABAOIOIHUTEIHHO
MIpodheccnoHaTbHOMOOPa30BaHUNISTIOBBIIICHUAKBAIA(DUKAITMUUIIEPETIOATOTOBKU
cnequanuctoB 1o crneunanbHocTH 38.02.03 OmnepauuvoHHas AESATENbHOCTH B
JIOTUCTUKE,

1.2. MecTo y4eOHOIl NMCHUILIMHBI B CTPYKType OCHOBHOH 00pa3oBaTe/IbHOM
NMPOrpaMMbl MOATOTOBKH CHENUAJINCTOB CPeIHEro 3BeHa: IUCLIHILUIMHA BXOIUT B
npodeccuoHanbHbIN yueOHbIH UK «O01enpodeccnoHanbHbIe JUCITUTUTHHBD.

1.3. leau u 3aga4u y4eOHOH AMCUMILIMHBI — TPe0OBaHUSL K pe3yabTaTaM
O0CBOCHMS YUeOHOI TUCIUILINHBI:

Coneprkanue mporpamMMbl «J{OKyMEHTalIMOHHOE OOECIeUCHUE YIIPABIICHUS
HaIpaBJICHO HA JOCTIKCHUE CIACAYIONMNX IeTICH:

SBJIIETCS] YCBOSHHE TEOPETUUYECKUX 3HAHUIA B 00JIACTH HOPMATUBHO TTPABOBOM
0a3bl TOKYMEHTAIIMOHHOTO 00ECIICYCHUS YIIPABIICHUS

opraHu3anuu padboT Mo JIeTOMPOU3BOICTBY,

OBJIAJICHAE TIPpUEMaMH COBPEMEHHOTO JEIONMPOM3BOACTBA, a TaKXKe
dhopMupoBaHUE HEOOXOAMMBIX CIICITUATUCTY KOMIICTCHITHH.

3amaun OCBOCHUS YUeOHOM TUCIIUTIITUHBI:

dhopmMupoBaHue TOHSITHM, LEJIEH, 3a/1a4 51 MIPUHIMAIIOB
JIOKYMEHTAIIMOHHOTO 00ECTICUeHUsI YIIPaBICHUS;

dbopMHpoBaHUE 3HAHWUW CHUCTEMBl JOKYMEHTAIIMOHHOTO  OOecredYeHus
yIpaBIICHHUS,;

OBJIJICHUE 3HAHUSIMU O KJIACCU(UKAIINH TOKYMEHTOB;

dbopmupoBaHue TpeOOBAHUM K COCTABICHUIO U 0(OPMIICHUIO IOKYMEHTOB;

dbopMHpOBaHWE 3HAHWA 110 OpTaHMW3AIlMU JTOKYMEHTOOOOpOTa: IMpHEM,
00paboTKa, perucTpanus, KOHTPOJIb, XpaHCHUE TOKYMEHTOB, HOMCHKIJIATypa JIe;

OBJIaJICHUE TIpUEMaMH, 00paObOTKH, PETHUCTPAIIUN, KOHTPOJIS JOKYMEHTOB;

dbopMHpOBaHHE TPAKTUYSCKUX HABBIKOB CO37aHUSA MW o(opMIICHHUS
OTIICTBHBIX BHJIOB JIOKYMEHTOB B COOTBETCTBHM C HOPMATHBHOH 0a30il, B TOM
YHUCJIE C UCTIOIh30BaHNEM UH(POPMAITMOHHBIX TEXHOJIOTUH;

OCBOCHHE TEXHOJIOTHI aBTOMATH3UPOBAHHOW 00pabOTKH JOKYMEHTAIIHH;

dbopMHpOBaHWE HABBIKOB  HCIIOJIb30BAaHUS  YHUMUIIMPOBAHHBIX  (opM
JIOKyMEHTOB;



NpUOOpPETEHUE HABBIKOB [0 OCYILECTBICHUIO XPAaHEHUS U  IOHMCKa
JIOKYMEHTOB;

OBJIaJICHUE HaBbIKAMHU WCIIOJIB30BaHUSA TENIEKOMMYHUKAIMOHHBIX
TEXHOJIOTUH B 3JIEKTPOHHOM JIOKYMEHTOOOOPOTE.

B pe3ynpTaTe ocBOeHHs y4eOHOM TUCIUTUIMHBI 00YYarOMIHACs JOKEeH

yMeThb!

0(pOopMIIATH TOKYMEHTALIMIO B COOTBETCTBUM C HOPMATUBHOW 0a30M, UCIOJIB3YS
MH(POPMAIIMOHHBIE TEXHOJIOTUH;

OCYILECTBIATh ABTOMATU3ALIUI0 00paOOTKHU JOKYMEHTOB;

YHU(PUIIMPOBATH CUCTEMBbI IOKyMEHTALIUU;

OCYILECTBISATh XPAaHEHHUE U TIOUCK TOKYMEHTOB;

OCYILECTBIATh ABTOMATU3ALIMI0 00paOOTKHU JJOKYMEHTOB;

UCIIOJI30BaTh  TEICKOMMYHHKALMOHHBIE  TEXHOJOTMM B  3JIEKTPOHHOM
JIOKYMEHTO000pOTE;

3HATh:
MOHSATHUE, 11€JIM, 3a/1a41 U MIPUHIIUIIBI 1eJIONMPOU3BO/ICTBA;

OCHOBHBIE TTOHATHUS JOKYMEHTAIIMOHHOTO 00ECIIEUeHHs YIIPaBIICHHUS;

CUCTEMBbI JOKYMEHTAIIMOHHOTO 00€CTIeUeHUsI yIIpaBIICHUSI;

KJ1acCU(UKAIUIO TOKYMEHTOB;

TpeOOBaHMS K COCTABJICHUIO U O(POPMIICHUIO JOKYMEHTOB;

OpraHu3aluio T0KyMEHTO000poTa:

npueM, 00pabOTKy, PpErucTpanuio, KOHTPOJIb, XpaHEHHE JOKYMEHTOB,
HOMEHKJIATypy JIeTl.

OnepallMOHHBIN JIOTUCT 0HKEH 00J1a1aTh OOIIMMU KOMIIETEHIIUSIMU:

OK 2. OpranuzoBbIiBaTh COOCTBEHHYIO JI€ATEJIbHOCTh, BBIOMpPATh THUIIOBHIE
METO/Abl M CIOCOObI BBIMNOJHEHUS NPO(PECCHOHANBHBIX 3a/lay, OLEHUBATH HX
3 PEeKTUBHOCT U KA4E€CTRO.

OK 4. OcyuiecTBisTh MOMCK U UCHOJb30BaHUE MH(GOPMALMHU, HEOOXOIUMOMN
1U1s1 3 PEKTUBHOTO BBINOJHEHUS MPO(PECCHOHANBHBIX 3324, MPO(PECCHOHATIBEHOTO
Y JIMYHOCTHOTO Pa3BUTHSL.

po¢eCCUOHATBbHBIMUA KOMIETEHIIMSIMHU:

[IK 1.1. [Ipuaumath ydactue B pa3pabOTKe CTPATETHUYECKUX U ONEPATUBHBIX
JOTUCTUYECKUX IUIAHOB Ha YPOBHE IMojpasjeneHus (y4yacTKa) JIOTUCTUYECKOU
CUCTEMBI C Y4Y€TOM IeJIed W 3aJad opraHusauuu B 1esgoM. OpraHu3oBbIBATH
paboTy AJIEMEHTOB JIOTUCTUYECKON CUCTEMBI.

I[IK 1.2. IlnanupoBaTb U OPraHU30BBIBATH JOKYMEHTOOOOPOT B paMKax
Y4acTKa JIOTHCTUYECKOM cUCTeMbl. [IpuHHMaTh, COPTUPOBATH U CaMOCTOATEIIBHO
COCTaBJISITh TPEOYEMYIO IOKYMEHTALUIO.

[IK 1.3. OcymiecTBisiTh BbIOOp MOCTABIIMKOB, MEPEBO3UMKOB, OINPEACINIAThH
THUII IOCPEHUKOB Y KaHAJIbI PACIIPEAECTIEHUS.

IIK 1.4. BnageTte METOOMKOW MPOEKTHUPOBAHUS, OpPraHUW3alMy M aHajIu3a Ha
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YPOBHE NOJpa3aenaeHus (y4acTKa) JOTUCTUUECKON CUCTEMBI YIIpaBJICHUs 3aacaMu
Y PACIPEEIUTENIbHBIX KaHAIOB.

[IK 1.5. Bragerb OCHOBaMH ONEPATHBHOIO IJIAHUPOBAHUS U OpraHU3alud
MaTepHaIbHBIX IOTOKOB Ha IPOU3BOJICTBE.

[1K 2.1. YyacTBOBaTh B pa3paboTke HHPPACTPYKTYpHI MpoIiecca OpraHu3aIiuu
CHaOXXEHUSI U OPTaHU3AI[MOHHOM CTPYKTYpHI YIIpaBJIeHUsI CHAOKEHHUEM Ha yPOBHE
nojpaszeneHuss (y4acTka) JIOTUCTUYECKOM CHCTEMBI C y4E€TOM Ieled U 3aaad
OpraHU3alUU B LIEIOM.

IIK 2.2. [TpumeHnsTH METOI0JIOT U0 MPOEKTUPOBAHUS
BHYTPHUIIPOU3BOJCTBEHHBIX JIOTUCTUUECKUX CHCTEM MPU PEUICHUM MPAKTUYECKHUX
3ajad.

1K 2.3. cnonaps30BaTh pa3indyHble MOJEIN U METO/Ib] YIIPABICHUS 3al1acaMH.

IIK 2.4. OcyniecTBIATH yIIpaBJICHUE 3aKa3amu, 3aracamu,
TPAaHCHOPTUPOBKOH,  CKJIAJIUPOBAHUEM,  IPYy30MEepEepadOTKOM,  YIAKOBKOM,
CEPBHUCOM.

IIK 3.1 Brmaners METOIO0JIOTHEN OLICHKH 3¢ pexKTUBHOCTH

(YHKIMOHUPOBAHUS 3JIEMEHTOB JIOTUCTUYECKON CUCTEMBI.

IIK 3.2. CocTaBisTh NMporpaMmy M OCYIIECTBIISITh MOHUTOPUHI NOKa3aTeIen
paboThl Ha YpPOBHE TMoOJpa3iesieHusi (y4yacTKa) JIOTUCTUYECKON CHCTEMBbI
(MOCTaBIIMKOB, TOCPEIHUKOB, MEPEBO3UYUKOB M  3(PPEKTUBHOCTH PabOTHI
CKJIaJICKOTO XO3sIIICTBA U KaHAJIOB PacHpeIeIICHNUs).

1K 3.3. PaccunThIBaTh U aHAJIU3UPOBATH JIOTUCTUYECKUE U3AEPIKKU.

IIK 3.4. IIpuMeHATh COBPEMEHHBIE JIOTUCTUYECKHE KOHLENIUN U IPUHLIUIIBI
COKpAILEHUS JIOTUCTUYECKHUX PACXOOB.

IIK 4.1. IIpoBOANTH KOHTPOJIb BBIITOJIHEHUS U KCIIEAUPOBAHUS 3aKa30B.

I1K 4.2. Opranu3oBbIBaTh NPUEM U MPOBEPKY TOBAPOB (FapaHTHUs MOTYUCHHUS
3aKa3a, MPOBEPKa KaueCTBa, MOATBEPKICHUE MOTYUEHHUS 3aKa3aHHOTO KOJIMYECTBA,
oopMJIeHHE HaA TOJYYEHHUE U PETUCTPALUIO ChIPbS); KOHTPOJHUPOBATH OIUIATY
MOCTABOK.

I[IK 4.3. Tlogbupatb M aHaIM3UPOBATH OCHOBHBIE KPUTEPUU OIEHKU
pEHTA0EIbHOCTH CUCTEM CKIAAUPOBAHUS, TPAHCIOPTUPOBKHU.

I[IK 4.4. OnpenensiTh KpUTEPUU ONTHUMAIBHOCTH (DYHKIIMOHMPOBAHUS
nojpaszeneHuss (y4acTka) JOTMCTUYECKOM CHCTEMBbl C yYEeTOM Ilesied W 3aaad
OpraHU3ally B LIETIOM.

1.4. PexomeHnayeMoe KOJIMYECTBO YACOB HA OCBOEHHE NPOrpaMMbl y4eOHOI

AUCHMIIMHBI:

MaKCHMaJbHOW yueOHON Harpy3ku oOydatromierocs /2 yaca, B TOM YHUCIIE:
00s13aTebHON ayIMTOPHOM yueOHO Harpy3ku odyudaromierocs 48 yacos,
CaMOCTOSITeNIbHOM paboThl oOyuaronierocs 24 yaca.



2. CTPYKTYPA U COJAEPKAHUE YUEBHOM JUCHUNJIAHBI

2.1. O0bem yueOHOH JUCHUIIMHBI U BU/bI Y4eOHOH padoThl

Bup y4eOHoii padoTsl

Oovem uacos

MakcumaJibHas yuyeOHasi Harpy3ka (Bcero) 72
Oo0s13aTeIbHAN ayAUTOPHAA yYeOHAsl HAarpy3Ka (Bcero) 48
B TOM YHCJIE:
J1a00paToOpHbIE PaOOTHI -
MPAKTUYECKHUE 3aHATHS 20
KOHTPOJIbHBIE PA0OTHI -
KypcoBasi paboTa (IpoekT) (eciu npedycmompero) -
CamocTosiTesibHasi paboTa o0yyariierocsi (Bcero) 24
B TOM YHCJIE:
caMoCTodATeNIbHasg paboTa HajJ KypcoBOW paboToi -
(TpoeKTOM)
Umocosas ammecmayus 6 chopme (ykazamuv) 1 cem. - oug.

3a4em




2.2. TemaTu4ecKHuil IJIaH U coJep:KaHue Y4eOHOM TUCIUIINHBI

HanmeHoBaHnue Coaep:xanue yueOHOI0 MaTepHaJia, JJaGopaTopHble padoThl U MPaKTHYECKHeE 3aHATHSA, CAMOCTOSITeIbHasl padoTa Oo0bem yacos Yposensn
pa3aeioB U TeM 00y4yaloIuXxcs, KypcoBasi padora (IPOeKT) (eciu npedycmompeHvl) OCBOEHHUS
2 3 4
Pazpnen 1. IloHsiTHE 0 JOKYMEHTALMOHHOM O0eclieYeHU! yIpaBJaeHMsl.
Tema 1. Conepxanue yuebHOro Marepuana 2
3B"e“e““e' HcTopus pa3BUTHS HAYYHBIX IIPEICTABIECHUH O JOKYMEHTAIIMOHHOM 00€CTIEYEHUH YIIPABIECHHUS. 1
c;;i';i‘:;‘:ﬂ”; CoBpeMeHHOe COCTOSHHE NOKYMEHTAIOHHOTO OfecreueHns yrpasiaeHus. HopMaTuBHO-mpaBoBas 0a3a
OpraHM3allMd JOKYMEHTAIIMOHHOTO OOECIEeUeHHUsl YIpPaBJICHUS KaK OCHOBAa TEXHOJIOTMU IPOIECCOB
JAUCIHHILTHHbI
YIIpaBJICHHUSL.
«JloKyMeHTallHOHHOe C 5 5 2 3
oeceueHIe amocTosTeNbHas padoTa 00y IHXCs
VIpaB/IeHHs» Pabora c muteparypoii. Ilpaktuueckas pabora mo Teme «PaboTa ¢ NpaBOBBIMU M HOPMATHBHBIMU
JIOKYMEHTaMM.
Tema 1.2 Conepxxanue yueOHOTO MaTepuajia 1
Knaccuduxanns u | [ToHATHE JOKYMEHTa, JOKYMEHTUPOBAaHUs, JOKYMEHTAMOHHOIO O0ECIIeUeHUs YIPABICHHUSL. 2
BHABI fokyMenToB. | Knmaccudukaius ¥ BHABI JOKYMEHTOB. Y HUGUKAIMS M CTAHIAPTH3AIMSA YIIPABICHUECKUX JOKYMESHTOB
CamocrosTenpHas paboTa 00yJaromuxcs 3
Pabora ¢ muteparyporr mo Teme: «M3ydernne I'CAOY, 3HAKOMCTBO ¢ YHU(HUKAIMEH W CTaHIapTH3aLUEH 2
JIOKYMEHTOBY»
Tema 1.3 Cojnepxkanue yueOHOTO MaTepuaia 2 1
IIpaBuaa IIpaBriaa opopMIICHHS] OCHOBHBIX PEKBH3HUTOB.
odopmiienus CamocrosTenpHas padoTa 00yJaromuxcs 4 3
OCHOBHBIX Pabota ¢ muteparypoii o Teme: «/3ydeHne peKBU3UTOBY.
PEKBU3UTOB.
Paznen 2. JIOKYyMeHTHPOBAHHUE YIIPABJEHYECKOM eI TeIbHOCTH.
Tema 2.1 CoJnepxkanue yueOHOTO MaTepuajia 1
Cucrema Cucrema OpraHnu3alluoOHHO-pPACIIO HHHTGHBHOﬁ JAOKYMCHTAIUU © YCTaB, IMOJIOKCHUC, MHCTPYKIU:, 2
OPraHU3alUOHHO- MMPaBUJIABHYTPCHHLETOPACIIOPAAKA. Y HU(PUITUPOBAHHAA CUCTEMA OpTraHHU3allMOHHO-
pacnopspurensuoii | pacnopsautenpHor JokymMeHTamu (OPMD). I'OCTra OP/I.
AOKYMEHTAlUH CamocTosTenbHas paboTa 00ydaromuxcs 4 3
[loaroToBka mpe3eHTaUU MO Teme: «YCTaB, IOJOXKEHHE, AOTOBOp YUYpEeAWTENEH, MpaBuUjiia BHYTPEHHETO
pacnopsiaka, IpruKa3, paclopsKeHUE, YKa3aHuUs, TOCTAaHOBJICHUES, MHCTPYKITUS.
Tema 2.2. Cojnepxxanue yueOHOTO MaTepuajia 4 1
PacnopﬂIII/lTe.]Ibele PaCHOpHI[I/ITCJ'ILHBIC JOKYMCHTHI: IIPUKA3bl, IMOCTAHOBJICHUA, PCLICHUS, YKA3aHUS. Tpe6OBaHI/I${ K
JOKYMEHTBbI: opopmiieHHI0  JTIOKyMeHTOB. Kitaccudumkanus — opraHH3allHOHHO-PACIIOPSIUTEILHON  IOKYMEHTAIIVH:
NpUKa3bl, OpraHU3alMOHHBIE JOKYMEHTBI, PACIIOPSIMTENbHbIE, CIIPABOYHO-HH(GOPMAIIMOHHBIE, CIYKeOHbIE MMCHMA.
MOCTAHOBJIEHMS, IIpakTuueckue 3ansaTus 1 2 2
pemeHus, yKasaHusl OCTaBJICHHUEC ITPHUKA30B 110 061116171 ACATCIIBbHOCTHU
TIpakTudeckue 3aHATHS 2 2 2
OCTaBJICHHE IIPOTOKOJIOB, COBEIIAHMM, 3aceAaHMil, KOH(MEPEHIIHI, COOpaHMii U T.II.
Tema 2.3 Cosiepkanre yueOHOro MaTepuaa 4 2
HH%‘:)“;:“;‘;E;O CocrasneHrue nHGOPMAIMOHHO-CIIPABOYHBIX MAaTEPHUAJIOB: CIPABKH, JOKJIATHBIC U OOBSICHUTEILHBIC
cnl?anoltlmmx 3aMHUCKH, aKThI, CITy)KEOHBIE TIChMa, 0030PbI, CBOJKH. [10CTAaHOBJICHUSI, PEIICHH S, IPOTOKOJIbI HA
MaTepuajioB ocHOBe KoyulernanbHocTH. MHCTpyKInu. CripaBodHO-HHPOPMAITHOHHBIC JOKYMEHTHI, aKT; JOKJIaTHas




(cityxebHast) 3anucka; cpaBka.OdopMIIeHIE aKTOB HaJIOTOBBIX WHCIICKITHIA.

[IpaxTuyeckue 3aHATHS 3
OCTaBJICHUC CIIPABOK.

IIpaxTnueckue 3ansatus 4
OCTaBJICHUC BHYTPCHHCU MW BHCIIHCHU JOKJIAJHOU 3aIlIMCKH. CocrapieHrue OOBICHUTEILHOMN
3aIIMCKH.

IIpakTHueckue 3aHATHS 5
OCTaBJICHHMC AaKTOB HMHBCHTapU3allMM, IIpUeMa-nepeaadyd, HeJgocTauyd, JOKCIICPTHU3HI, 00
YHUYTOXKEHHUHU JOKYMEHTOB U JPYTUX

Tema 2.4 Conepxxanue yueOHOTO MaTepuajia
P”“r‘l’:gg;“cm PasnoBumnocTn ucem. Ciry:xeOHbIe TUChMA. J{€10BO€ MTUCHMO B YCIIOBUSX yHU(UKAIMK. branku
' i nuceM. Knaccudukanyst KoppecrioHJeHIMT; HHULMATHBHAS U OTBETHAs, IEI0Basi U KOMMEpPUYECKasl.
SI3BIK ¥ CTWIIB AETIOBOM KOppecnoHaAeHH. TrunoBkie U TpadapeTHbie cnykeOHble MuchMa. IHUIMaTUBHEBIE 1
OTBETHBIE CITykKeOHbIe MUchMa. [InchbMa - 3aIpochl ¥ MICbMa - OTBETHI OpPraHU3alii -KpeJUTOpoB. THITOBEIE
rapaHTUiHbIE TMCbMa OT OpraHu3aluil (rapaHToB) OaHKaM O MOTalleHUU KpeauTa. THmosoe
CONPOBOAUTENIBHOE IIUCHMO K JIOTOBOPY.
IIpakTuyeckue 3aHATHA 6
OCTaBJICHUE IIMCEM-IIPUIVIALLIEHUE, ITUCEM-Pa3pelIeHUs], IMMCEM - IIOATBEPKIACHUSA, IHCEM —
HAITOMUHAHWE, COIPOBOAUTEILHBIX ITMCEM.
IIpakTnueckue 3anstus 7
OCTaBJICHHE MH(GOPMAIIMOHHBIX, PEKJIAMHBIX, TAPAHTHIHBIX TUCEM U TTUCEM HAITOMUHAHUS.
Paznen 3 Odopmiienue JTOKYMEHTOB 110 JJHYHOMY COCTABY.
Tema 3.1 CojepxaHue yaeOHOro Marepualia

IIpuxa3sel no
JIHTYHOMY COCTABY.

IIpuka3pl 1O JIMYHOMY COCTaBY. 3asBICHHE O NIpUEME Ha paboTy, O IMEpPEeBOJ€ Ha APYTYyIO
JOJKHOCTh, O TpenocTaBieHUU oTmycka. CoaepkaHue TPYyIOBOM KHUXKKH, JUYHOW KAapTOUKH,
KOHTpakTa.CTpykTypa U (QYHKIUU CIYyXO0 JOKYMEHTAI[MOHHOTO OOeCIedeHUs YIpaBlICHUS.
Ynpasnenue ﬁenaMH, ceKpeTapuar, KaHUeJspus, SKcneauuus. JJoJoKHOCTHOM M YHUCIICHHBIN COCTaB
cnyx0. JIOIDKHOCTHBIE = WHCTPYKUMU  COTPYOHHKOB  ciayx0. OpraHu3alliOHHBIE  CXEMBbI
JOKYMEHTAI[MOHHOTO  obOecriedeHusl  ympaBieHus. MHCTpyKIMsS 10  JAOKYMEHTAIIHOHHOMY
00€eCTIeueHUI0 yngaBneHm.

CocraB u y4eT 00bEMa JOKYMEHTOOOOPOTa NMPEANPUATHI U opranusauuii. Opranusanus paboTel ¢
JOKYMEHTALMEH, MOCTYNAOEe B YUPEKICHUS, NMPEANPUATHS, OPraHU3alMU: MPUEM BXOMISIINX
JIOKYMEHTOB. ABTOMAaTH3AIIHS IIPOIIECCOB JOKYMEHTAITMOHHOTO 00ECTIEYCHHS YIIPABIICHHUS.

IIpaxTuueckue 3ansaTus 8
OCTAaBJICHUC IIPHUKA30B 10 JIMYHOMY COCTaBYy. COCTaBHCHI/IC 3asABJICHUUN. 33.1'II/ICI/I B TpyAOBOH
KHUXKC.

CamocrosTenbHas paboTa 00yJarmuXxcs
PabGora c¢ nmreparypoii_ «/3ydenue 3aKOHONATENBHBIX AKTOB M HOPMAaTHBHO-METOJMYECKHX
JIOKYMEHTOB (PeJiepalibHOM apXUBHOM CIIY>KOBI Poccry o apXMBHOMY XpPaHESHHUIO JOKYMEHTOBY.

Paznen 4

JloroBopHo-nipaBoBasi JOKYMEHTAIIHUS.

Tema 4.1
TpyaoBoii 1orosop.

CojiepkaHre yueOHOro MaTepuaa

ITonatue morosopa (KOHTpakTa), corjiaimieHus. TumoBas (opma KoHTpakTa. ITpumepnas dopma
goroopa nocraBkd. IIpoTokomer pasHornmacuii Kk gorosopam.Tumosas Qopma  1orosopa
0ankoBckoro BkiagalloHaTHe TPyaOBOTO JOrOBOpa, ero 3HaueHue. TpynoBoii kogekc PD. CTOpoHEI




TpyaoBoro jnorosopa. CoaepkaHue TpyAOBOIO 0roBopa. Buibl TpyAOBBIX AOrOBOpOB. TpyaoBO
JOTOBOP (KOHTPaKT) M HOPANOK €ro 3akiarodeHus. IIpaBoBO€ ~perylnupoBaHHE OrOBOPHBIX
OTHOWICHNH. JIOKYMEHTBI, MpeJOCTaBIsIeMble IMpPH IMOCTyIUIeHMH Ha pabory. Odopmienue Ha
F[a60Ty. WcnpiTanus npu npueme Ha padoTy.

OHATHE M BHUJABI IIEPEBOJOB IO TPYAOBOMY IpaBy. OTimMuue NEpPEeBOJOB OT IEPEMEILCHHUS.
CoOBMECTHUTENBCTBO.
OcHOBaHMs NPEKpalIeHus: TPyIoBoro gorosopa. Odopmienue yBonbHeHHs paboTHUKA. [IpaBoBBIE
HOCJIEACTBYSI HE3AKOHHOT'O YBOJIbHEHHS.

[pakTuyeckue 3aHATHS 9 4
OCTaBJICHUE TUIIOBLIX JOTOBOPOB.
CamocrositenbHas paboTa 00y4aromuxcst 2
Pabora ¢ sureparypoil mo Teme: «TpynoBoii komekc P®. Croponsl TpynoBoro porosopa. CoaepxaHue
TPYJIOBOTO AOTOBOpa. Bubl TpyJOBBIX JOTOBOPOBY
Pazgen 5 Opranusamnusi padoThl ¢ JOKYMEHTAMH.
Tema 5.1 CoJnepxxanue yueOHOTO MaTepuaia
Perucrpauus, yyer u PGFI/ICTpaHI/IH, Y4€T U UHACKCUPOBAHUC NOKYMCHTOB, IMOPAAOK ABHKXCHUA NOKYMCHTOB. HOprI[OK 2
HMHIEKCHMPOBaHUeEe O6pa6OTKI/I MoCcTynaromux JOKYMCHTOB. Oopsad0K O pa6OTKI/I OTIIPABJIICMBIX JTOKYMCHTOB.
JOKYMEHTOB. [IpaBuiia perucTpallMu ¥ MHASKCHPOBAHUE JIOKYMEHTOB.
CamocrosrenbHas paboTa o0ydaromuxcs 2
Pa6oTa ¢ nuTeparypoii mo TemaM: PETUCTpalnsa, YIET U HHIEKCUPOBAHUE JOKYMEHTOB.
Tema 5.2 CojepxaHne yaeOHOro MaTepuaa
Opranu3sanust Opranuszanyss KOHTPOJIA 32 HUCIOJIHEHUEM JTOKYMEHTOB. CpOKM XpaHEHHs JOKyMEHTOB. KapTtouku 2
KOHTPOJISI 32 KOHTPOJIUPYEMBIX JOKyMeHTOB. dopmupoBaHue  nein. XpaHEHHE JOKYMEHTOB, COCTaBIICHHE
HUCIOJIHEHUEM HOMCHKJIATyp ACI.
JIOKYMEHTOB CamocTosiTenpHas paboTa 00yJaroIuXCcs 2
PaboTa ¢ HI/ITepaTypOﬁ 10 TEMC ((OpFaHI/ISaI_[I/ISI KOHTPOJIA 34 HCIIOJIHCHHUEM JOKYMCHTOB.
Tema 5.3 Conepranue yuebHOro MaTepuana 2
Homenknarypa nen | TumoBas W mnpuMepHas HOMEHKJIATypa Jell. HOMEHKJIaTypa Jeil opraHuzanuu. OOpaserl
OpraHM3anmu. HOMEHKJIATYPHEI Aed, 0hOopMIICHHE JOKYMEHTOB B enax. O0J10KKa e, OIHCH AC.
CamocrosTenbHas paboTa 00yJaromuxCs 2
Pa6ora ¢ nutepatypoii no Teme: «M3ydeHHNEe HOMEHKIATYPEL IEI».
Hroro 72

1 XapakTepUCTUKH YPOBHS OCBOCHUS yUeOHOT0 MaTepHaja UCTIONIBb3YIOTCS CIIEAYIOIINEe 0003HAUCHHUS:

1. — o3HaKOMUTENBHBIN (Y3HABaHHE paHEee U3yYEHHBIX 0OBEKTOB, CBOICTB);

2. — penpoyKTUBHBIN (BBIMOIHEHHE ICATSILHOCTH IO 00pa3ily, HHCTPYKIIMU WITH O] PyKOBOJICTBOM)

3. — IPOLYKTHUBHBIN (TIJIAHUPOBAHUE U CAMOCTOSTEIBHOE BHINOJIHEHHE IEATEILHOCTH, peIICHHE MPOOIEMHBIX 3a/1a4)




3. YCJIOBHUA PEAJIN3AIIMM YYEBHOM JUCIUILIMHBI
3.1. TpeOoBaHMsA K MMHUMAJIBHOMY MaTEePHAJBHO-TEXHMYECKOMY 00ecneYeHH IO

Aya. 1304 KaOuHeT JOKYMEHTAILMOHHOIO 00€CTIeUeHNs YIIPaBICHUS

VYyebnas mebenpb Ha 30 mMOcajoyHBIX MECT, paboyee MEeCTO IpenoaBarTes, T0CKa
MesoBasi-1 mT., mkadsl kHwkHbIE 5 mT. Kommbiorep mpenopaBatens Pentium
E5300. TIIpoektop NEC ¢ mnpoekumoHHbIM 3KpaHoMm  Star. IlepeueHp
JIMIIEH3UOHHOTO TporpaMMHOro obecredenus: MicrosoftWindowsProfessional
(KOHTPAKT Ne 244/20 «26» wutons 2020 1, MicrosoftOfficeProfessional
(KOHTPAKT Ne 244/20 «26x» uronst 2020 ), 7-Zip (freeware).

3.2. MudopmanuonHoe odecrnedenne 00ydeHust
Ilepedyenb pexoMeHayeMbIX yueOHbIX u3nannii, UnTepHeT-pecypcos,
JTOTOJIHUTEJIbHOM JINTEPATYPbI

KuuroodecneueHHOCTEL

buodanorpadguyeckoe oNucaHue W3IAHAS Ocnosuasi/ Ko-B0. K3
f(z:ETOCpT, 3;1r.11a13ne, BU/I, MECTO W I'0J M3JAHH5A, JONOJHUTEILHAA s 614(:).11. DJIeKTPOHHDbIE
P JuTeparypa CIIGIDY pecypchbl
Kazakesuu T. A. OCH OBbC Opaiit
JIOKyMEHTaIlMOHHOE 00eCTIieYeHE YIPaBICHUS
: Yuebnuk u npaktukym st CITO /

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

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

NzparensctBo FOpaiit, 2021-177c.

[[lyBanosa H.H. OCH OBC IOpaiit

JlokymMeHTallMOHHOE O0ecrieueHNe yIpaBIeHUS :
YVuebnuk u npaktukym s CIIO / llysanosa
H. H. — Dnekrpon. nan. — Mocksa :
W3narensctBo IOpaitt, 2021 .— 265¢ —
(ITpodeccrnonanbHOE 00pa3oBaHUeE).
bsant B.C. ITOII ObC HOpaiit
JlokyMeHTallMOHHOE O0ecreueHe ypaBIeHUs.
FOpuanueckas TexHuka : YueOHoe nocobue Jls
CIIO / bsint B. C. — 2-¢ u3j1., UCTIp. | JIOII .
Mockaa : IOpaiit, 2021 .— 103c.
[po3osa O. C. o OBbC Opaiit
JlenonpounsBoacTBO : YueOHoe nmocodue /
['po3oBa O. C. — DnexTpoH. 1aH. — Mocksa :
W3narensctBo FOpaiit, 2021-126¢ .
loponuna JI. A. o
JlokymMeHTOBeieHHE : Y4UeOHUK U TPAKTUKYM DOBbC O0paiit
Jlist CT1O / mox pen. Jloponunoii JI.A. — 2-¢
W31, Iep. U A0 .— DJEKTPOH. JaH. — MockBa :
N3narenscTBo FOpaiit, 2021 .— 309c¢.
Aoymanze [I. I oI DOBbC 0paiit
J/lokymMeHTalMoHHOE o0ecrieueHue ypaBaeHus
nepcoHasoM : YueOHuk u npakrukym s CI1O
Aoynanze J1. I'., Bempspkkuna U. b., Maciosa
B. M. — DnektpoH. nan. — Mocksa :
MN3narensctBo FOpaiit, 2021 .— 370c .—
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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

(ITpotheccuonanbHoe 0OpazoBaHue).

Ky3nenos U. H. 1011 DBC O0paift
J/lokymMeHTaIMoOHHOE o0ecrieueHue yIpaBieHus
nepcoHanoM : YueOHuk u npakrukym s CI1O
Kysnenos 1. H. — DnekrpoH. nan. — Mocka
: U3narensctBo IOpaiit, 2021 .— 462¢ .—
(ITpodheccronanbHOE 00pa30BaHME).

4. KOHTPOJIb 1 OLEHKA PE3YJIBTATOB OCBOEHMUASA YUEBHOM
JUCHUITINHBI

Konrposb M omeHka pe3yJbTaTOB OCBOCHUSA Y4eOHOW  JUCHUIUIMHBI
OCYIIIECTBIISIETCS MpEnojaBaTeIeM B IIPOIECCE MPOBEACHUS IMPAKTUYECKHUX
3aHATUNA, TECTUPOBAHMS, BBINOJHEHUS  OOYYAIOIMIMMHUCA  WHIAUBUIYATbHBIX
3aJlaHUM.

®opMBI 1 METOIBI
KOHTPOJISI U OIIEeHKH Pe3yJibTAaTOB
o0yueHust
1 2

Ymems: ITpoBepka MPAKTUIECKUX
e odopMIATH JIOKyMEHTAITUIO B | paboT, yCTHas OIICHKA
COOTBETCTBMM C HOpPMAaTWBHOW 0a3oM,
HCITONTB3YS nH()OpPMAITMOHHBIC
TEXHOJIOTHH;
® OCYHIECTBIISTh apromaTtusanuio | IIpoBepka PAaKTHYECKUX
00pabOTKH JIOKYMEHTOB; paboT, yCTHasI OIICHKA
e yHH(DHUIHUPOBATH CUCTEMBI JOKyMeHTamuu; | IIpoBepka MPAKTHYCCKUX
paboT, yCTHAsI OlICHKA
e OCYyHmIECTBIATh  XpaHenue u  mowuck | IIpoBepka IIPAKTUYECKUX
JIOKyMEHTOB; paboT, yCTHasI OllEHKa

Pe3ynbTathl 00yyeHus
(ocBOEHHBbIE YMEHNs, YCBOCHHbIE 3HAHNSA)

® OCYIICCTBIIATH apromaTtusanuio | IIpoBepka MPaKTUYCCKHUX
00pabOTKH IOKYMEHTOB; paboT, yCTHasI OIICHKA

e HCIOJB30BATh  TEIEKOMMYHMKaMOHHEIE | [IpoBepka MPaKTUYECKUX
TEXHOJIOTUH B SIIEKTPOHHOM | pa0OT, YCTHAs OLIEHKA
JIOKYMEHTO000pOTE;

3name:

® TIOHATHE, TIIeNH, 3aJa4d ¥ TPUHIIUIIBI
JIETIONPOU3BOJICTBA; Y CTHBIN ONIPOC
® OCHOBHBIC TOHATHS JOKYMEHTaIMoHHOTro | TectupoBanue
oOecreueHus yupaBjieHUs;
® CHCTEMBI JTOKYMEHTAIIMOHHOTO | Y CTHBIN OIPOC
obecrieueHus yIpaBJICHHS;
e KjacCU(UKAIMIO 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://urait.ru/bcode/470020

e TpeOoBaHUA K COCTaBJICHUIO u | YCTHBIN Ompoc
0(hOPMIICHHIO IOKYMEHTOB,

e OpraHM3aIHUIO JJOKYMEHTO000pOTa: TpueM, | Y CTHEIM OIIpOC
00pabOTKy, pErucTpaluio, KOHTPOJIb,
XpaHEHUE JOKYMEHTOB, HOMEHKIATYpPY
hi(Sh)

5. OCOBEHHOCTH OCBOEHUA JUCHUIIJIMHBI AJ1s1 UHBAJIN1OB
N Jil C O'PAHUYEHHBIMHA BO3MOXKHOCTAMMU 310POBbSA

OOyueHnne oOydYalOIIMXCA C OTPAaHUYEHHBIMU BO3MOXKHOCTSIMU 30POBbSI TIPHU
HEOOXOJMMOCTH OCYIIECTBIISIETCSI HA OCHOBE aJalTHPOBAHHOW pabodeld MmporpamMmbl €
UCTIOJIh30BAHUEM CITCIIUAIBHBIX METOJOB OOY4YCHHS] M JHJAKTHYCCKHX MaTepHAJIOB,
COCTaBJICHHBIX C YY4ETOM OCOOCHHOCTEH MCUXO(PU3NICCKOTO Pa3BUTHS, HHIUBUIYATbHBIX
BO3MO>KHOCTEH U COCTOSIHUS 3I0POBBSI TAKUX 00ydaronuxcst (00y4daronierocs).

B memsix ocBoeHusi yueOHON MporpamMMbl JUCHUTUTHHB WHBAJIUAAMH U JIMIIAMU C
OTPaHUYCHHBIMH BO3MOXKHOCTsIMH 310poBbsi Kb uT obecrieunBaer:

JUTS. MTHBAJIMOB U JIUI] C OTPAaHUYCHHBIMH BO3MOKHOCTSIMH 3JIOPOBBSI 10 3PEHUIO:
pasMeIlieHue B JOCTYNHBIX I OOydYalOUmIMXCS, SIBISIOMIUXCS —CJCTBIMH  WJIH
CJIA0OBHIAIIMMH, MECTaX W B aJalTHPOBAHHOW (opMe CIpaBOYHOH WHGPOpPMAIMH O
pacrucaHuM  y4eOHBIX  3aHATHH; TNPHCYTCTBHE  ACCUCTCHTa,  OKAa3bIBAIOIIETO
oOydaromeMycss HEOOXOJAMMYIO IIOMOINb; BBINYCK aJbTEPHATUBHBIX (OPMATOB
METOMYECKUX MaTEePUaIOB (KPYIHBIA MPUPT WK ayauodaiiibl);

JUIE MTHBAJIUIOB M JIMII C OTPAaHHMYCHHBIMU BO3MOKHOCTSIMH 3JIOPOBBS IO CIYXY:
Ha/IJISKAIIIMH 3BYKOBBIMH CPEJICTBAMH BOCIIPOM3BEIeHIE HH()OpMAINH;

JUTS. WHBAJIMIOB W JIMII C OTPAaHUYEHHBIMHA BO3MOXKHOCTSIMH 370POBbBS, HMEIOIIIX
HapyIIEHUS OMOPHO-JBUTATEIBHOTO armapara: BO3MOXHOCTb OeCHpensTCTBEHHOTO
JOCTyNa oO0ydJamuxcss B ydueOHbIE NOMEILICHMs, TyaJleTHble KOMHAThl U JpYyrue
MIOMEIICHHUS, a TAK)KE MPeObIBaHNE B YKa3aHHBIX TOMEIICHHSX.

OOpazoBanue 00y4alOIUXCS C OrPaHMYEHHBIMH BO3MOXKHOCTSMHU 3JI0POBBS
MOET OBITh OPraHM30BaHO KaK COBMECTHO C JPYTMMH OOYyYaloOUIMMHCS, TaK U B
OTJENIBHBIX TPYIIAX UM B OTIETHHBIX OpTaHU3AIHSIX.
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