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PACCMOTPEHO YTBEPXIAIO

HA 3aCEJAaHUA KOMHUCCHH I[HpeKT(%

OaHKOBCKOTO Jeiia : H.U. Ackaposa
ITpotokon Ne 1 ot 31 aBrycra 2023 r. « 31 » _gerycra 2023 .
PACCMOTPEHO YTBEPXIAIO

Ha 3aCEJaHUH KOMHUCCHH Hupektop

0OAHKOBCKOTO Jiena H.N. Ackaposa
[Tpotokos Ne 1 ot «31» aBrycra 202 . « 31 » amrycra 202 .

PabGouas mporpamMma y4eOHON IUCIUIUIMHBI SIBJISETCS COCTABHOM 4YacTbi0 OCHOBHOM
o0Opa3oBaTeNbHONW MpPOTrpaMMbl, chopMUpOBaHHON Ha ocHOBe DexepalibHOTO 00pa30BATEIBHOTO
crangapTa cpeaHero npogeccuonansHoro oopazosanus (PI'OC CIIO) mo cnenmansrocTr 38.02.01
«OKOHOMHKA M OyxranTepckuil y4deT (Mo oTpacisim)», yTBepxkaeHHoi denepanbHbIM y4eOHO-
MetonudyeckuMm oObenuneHuemM mno YITIC 38.00.00 (mpotokon ot 22 mas 2021 r. Ne 05-21) u
3apETUCTPUPOBAHHON B TOCYJapCTBEHHOM pEecTpe IPHUMEPHBIX OCHOBHBIX 00pa30BaTENIbHBIX
nporpamm (IIpukaz ®I'bOY IO HUPIIO Ne I1-24 ot 02.02.2022) u yuyebHoro miana Kazanckoro
¢bunmana PAHXul C.

ABTOp - cocraBurean: [.H. TurtoBa, mnpenomaBarens Kazanckoro ¢umuana denepanbHoro
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«Poccuiickas akaneMus HapOJHOIO XO3SMCTBA M TOCyAapCTBEHHOW ciyx0bl npu [lpesunenre

Poccuiickoit denepaum», K.3.H., TOLEHT.

Peuensenrsr:

I'apudosa A.P., mnpenonaBarenr Kaszanckoro ¢wimana ¢eaepaabHOro TOCYIapCTBEHHOTO
OI0JKETHOTO 00pa30oBaTEIbHOTO YUpEXJAEHUs BbIcliero obOpazoBanus «Poccuiickas akagemus
HapOJHOro XO3siiicTBa M rocylapcTBeHHOU cimyx0bl npu Ilpesuaente Poccuiickoit denepannny,

K.C.H.

[apesa C.H., HauanbHuk LlenTpa nononHutensHoro npodeccuonanbHoro oopasosanus Kasanckoro

KoonepaTuBHOro uHctutyTa (prinana) PYK.
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1. OBIIAS XAPAKTEPUCTUKA PABOYEHN MPOI'PAMMBI YYEBHOMN
JUCHHUIINIMHBI « IOKYMEHTAIUMOHHOE OBECIIEYEHHUE YIIPABJIEHU S
1.1. ObaacTh NpUMeHEeHUs1 TPOrPAMMBI
VYyeonas mucrumimHa OI1.06 sBisiercs o0s3aTeNbHOM 4YacThio 0O0MIETPOdheCcCHOHATBLHOTO
IIUKJIa IIUKJIa OCHOBHOW 00pa3oBaTebHOM mporpammsel B cooTBeTcTBUU ¢ @I'OC 1o crnernuanbHOCTH

38.02.01 «DOxoHOMHKAa W Oyxraiarepckwii yder (IO OTpacisiM)», SBISETCS HHBAPUATUBHOM

NUCHUIIIINHOM.

I[I/ICHI/IHJ'II/IHa HUMECT MCEXKIPEAMETHBIC CBsA3HM C JUCHUIIIIMHaAMK

«UupopmanronHsie

TCXHOJIOTHH B HpO(l)CCCPIOHEU'II:HOfI JACATCIIbHOCTHY, «MeHe,Z[)KMeHT».

1.2. He.]'II/I H 3a1a4Y1 JUCHUIIIIMHBI — Tp660BaHI/Iﬂ K pe3yjabTaTaM O0CBOCHUSA NUCHUIIJIUHDbI:

I_IeJ'II/I OCBOCHMS NUCHMIIVIMHBI. JOCTHYb NPCAMECTHBIX, JTUYHOCTHBIX M MCTAIPCIAMCTHBIX

pe3ynbratoB oOydeHus Ha 0a3oBoM ypoBHeE; crocoOctBoBaTh (opmupoBannio OK u IIK mo

CHEIHATbHOCTH «DKOHOMHKA M OyXTalNTepCKHil y4eT (10 OTPaciisaM)»

YMeHus u 3HaHUA 10 y4eOHOW MUCHMIUIMHE «/[OKyMeHTalnmoHHOEe OOecrieueHue YIpaBICHUS

HaIpaBJICHbl HA (OPMHUPOBAHUE CIACTYIOMUX OOIIMX M MPO(HECCHOHATEHBIX KOMIETCHIIUH:

Kon YmMmenusa 3HaHUsA
I1K,
OK, JIP

OCYILECTBIIATh MIOUCK, AHAINU3 U COJIepKaHUs aKTyalbHOI HOPMaTHBHO-

OK UCTIOJIb30BaHNE HOPMATHBHO-TIPABOBBIX NPaBOBOW JOKYMEHTAIIHH;

02. JIOKYMEHTOB B IpUMEHEHUH K 3aauaM JIOY; | OCHOBHBIX HOHATHUS TOKYMEHTALIMOHHOTO

OK COCTaBJISITH M OPOPMJISITH YIIPABJICHUECKYIO U | 00€CTIeueHUs yIpaBiIeHUs;

03 npo¢eCCHOHATBHYIO JOKYMEHTAIIHIO B KJIaccu(uKalus ynpaBIeHUYECKIX

OK COOTBETCTBUE C HOPMATUBHOM 0a30ii; JIOKYMEHTOB;

05 UCIOJIb30BaTh YHU(PHUIIMPOBAHHBIE (POPMBI MPaBUJ COCTABJICHUS U 0(OPMIICHUS

OK JIOKYMEHTOB; YIIPaBJIEHYECKUX JJOKYMEHTOB U BEICHUS

09 OCYILECTBIIATH JIETOBYIO MEPENUCKY U JIeIOBOM MEPENNCKH;

OK MOJIEP’KUBATH SJIEKTPOHHBIE KOMMYHHKAIMH;, | COCTaBa JOKYMEHTOB CIICIIHAIEHBIX

10 IPUMEHSATH CPENICTBA NH(OPMAITHOHHBIX CHCTEM JIOKyMEHTAIIHNH;

ITIK TEXHOJIOTUH JIs CO3/1aHusl U OPOPMIICHHS IIPaBUJI OpPraHU3alliy BCEX 3TANOB pabOThI

11 JIOKYMEHTOB; C JOKyMEHTaMHU;

ITIK pa3buparbcsi B cCTEME BHYTPEHHETO npunoxeHuii mporpammbr Windows,

2.7 JIOKYMEHTO000pOTa OpraHu3aluy; UCIIOJIb3YEMBIE I pealn3aliy 3a1au

JIP 2 | ocylecTBISATh XpaHEHUE U TOUCK J0V;

JIP3 | JOKYMEHTOB; COBpPEMEHHBIX HH(OPMAIMOHHBIX

JIP UCIIOJIb30BaTh COBPEMEHHOE IIPOrPAMMHOE texHonoruit JJOVY;

13 o0ecrnievyeHre B AJIEKTPOHHOM MIPaBUJI U CPOKOB XPAHEHHSI IOKYMEHTOB;

JIP JTIOKYMEHTOO0O0POTE; (bopMBI IEPBUYHBIX OYXTalTepCKUX

14 MPOBEPATH HATMYNE B IIPOU3BOIBHBIX JIOKYMEHTOB, COZIepKaIllUX 00s3aTeIbHbIE
HNEPBUYHBIX PEKBU3UTHI IEPBUYHOTO YUETHOT'O
OyXxraiaTepckux JOKyMeHTaX 00s3aTeNbHbIX JIOKYMEHTA;
PEKBU3UTOB; IpOIEelyp COCTABICHUS aKTa 110
pa3dupaThcs B HOMEHKIIATYpeE JeT; pe3yJbTaTaM HHBEHTapU3aIluH, TPOEKTOB
COCTABJISATh aKTHI M CIIPABKH I10 pe3ybTaTaM IIPHUKA30B MO MPOBEAECHUIO KOHTPOIbHBIX
BHYTPEHHETO KOHTPOJIS; poLenyp
(OpMHUPOBATH TPOEKTHI IIPHKA30B 110
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IIPOBEICHUIO BHYTPEHHETO KOHTPOJIS

B pe3yabTaTe 0CBOEHUS TUCHHUILIMHBI 00y4AIONIUIiCA 0JI2KeH UMeTh MPAKTHYEeCKHI

ONBIT COCTaBICHUS U 0(OPMIICHHSI IOKYMEHTOB OPraHU3aIK U BEJICHUS J1€JI0BOM MEPENUCKH.

[Tpu u3yuennu aucuuIuinHel Gopmupyores cienytomnme obdmue (OK) komnereHym:
OK 02. Opranu3oBbIBaTh COOCTBEHHYIO JESATEIBHOCTD, BEIOUPATH THUIIOBBIE METOJIBI U CIIOCOOBI
BBITIOJTHEHUS PO ECCHOHANBHBIX 33/1a4, OLEHUBATh X 3(PHEKTUBHOCTH U KaUueCTBO.
OK 03. IIpuHuMath pelieHus B CTAHAAPTHBIX U HECTAHAAPTHBIX CUTYAIUSX U HECTH 32 HUX
OTBETCTBEHHOCTb.
OK 05. OcymuiecTBiasTh YCTHYI0 M HHCbMEHHYIO KOMMYHMKAIMIO Ha TOCYJIapCTBEHHOM S3bIKE
Poccutiickoit deneparuu ¢ y4eToM 0COOCHHOCTEH COIMAIBLHOTO M KYJIBTYPHOTO KOHTEKCTA;
OK 09. Mcnonb3oBaTh MHGOPMAIIMOHHBIE TEXHOJIOTHUU B MPOGECCHOHATBHON JEATEIbHOCTH;
OK 10. Ilonp3oBarecsi mMpodhecCHOHANBHONW JOKYMEHTAIMEe Ha TOCYAapCTBEHHOM M MHOCTPAHHOM
SI3BIKaX;

[Tpu u3ydeHnH TUCHUILIMHBI POPMHUPYIOTCS CleAyIolue NpodecCHOHATbHbIE KOMIETEHIINN
(ITK):
[1K 1.1. O6pabaTpiBaTh MEPBUYHBIC OYXTAITEPCKUE TOKYMEHTHI
[1K 2.7. BBINOAHATH KOHTPOJIBHBIEC MTPOLEAYPHI U KX JOKYMEHTHUPOBAHUE, TOTOBUTH U O(OPMIISTH
3aBepuIaloIINe MaTepUasbl O pe3ylibTaTaM BHYTPEHHETO KOHTPOJIS

B cootBercTBUY ¢ TpodeccnoHaTbHBIM CTaHAAPTOM «CIEIHaIICT 0 BHYTPEHHEMY KOHTPOJIIIO

(BHYTpEHHHIA KOHTPOJIEP)», GOPMUPYIOTCS CenyroImue TPYA0Bbie ()YHKIIHH:

Kon Tpynosbie Heo6xomumeie ymenusi | Heo6xoaumeble 3HaHUS
JEUCTBUS

O06o0menHas TpynoBas QpyHkius «BeImoiHeHne 3a1aHuil pyKOBOJAUTENEH CTIEIIHAIIBHOTO
noJipa3JieNieHus BHYTPEHHETr0 KOHTPOJISl WIIM WHBIX CHEIMATMCTOB BHYTPEHHETO KOHTPOJIS

A/01.5 Coop TpeboBanust
[IpenBaputenbHblil cOop U | HHGOPMALIUK npogeccuoHaIbHON
aHanu3 uHdopMaIuu o STHUKHU

JesTeNbHOCTH 00BEKTa
BHYTPEHHETO KOHTPOJIA

A/02.5 Co6op Hanaxxusatb TpeboBanus
Co6op u aHanus uHpopmaruu B3aUMOJICUCTBHE C npodecCuoHaNTbHON
uHpoOpMalUU B X0J1e PYKOBOJUTEISIMH U THKH
MIPOBE/ICHUST KOHTPOJIBHBIX COTPYAHUKAMHU
npouenyp 00BEKTa BHYTPEHHETO
KOHTPOJIS

B cootBeTcTBHH C HpO(I)CCCI/IOHaJ'ILHLIM CTaHJapTOM «AYILI/ITOp», (I)OpMI/Ip}IIOTCSI CJICAYIOIINC

TPY/IOBBIE PYHKIINU:

Kon TpynoBbie Heobxomumbie ymeHus Heo0xomumMere
IEUCTBUS 3HAHUS

O600menHas TpyaoBas QyHkius «OCyIecTBIEHNE BCIIOMOTATeIbHBIX (YHKIIUN TTPU
BBITIOJTHEHUH ayIUTOPCKOTO 33JJaHUs M OKa3aHUH MTPOYNX YCIYT, CBI3aHHBIX C ayAUTOPCKOM

JIEATEIIbHOCTBIO

A/01.4 Brmomaenne [TonnepxuBath OCHOBEI THKH

BrinonHeHnue oTenbHbIX | OTACIBHBIX JIETIOBBIE U ATUYHBIE JIEIIOBOTO OOIICHUS,
HOPyHYCHUH [ HeAeh onepanuit A B3aHMOOTHOHICHIIST € KOMMYHUKaHWii v
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ayIUTOPCKOTO 3aJaHusl U | 1iesiei MIPEICTaBUTENSIMU KOpIHOpaTUBHON
OKa3aHUs NPOYMX YCIYT, | ayAUTOPCKOTrO ayIupyeMoro Juna STUKU
CBSI3aHHBIX C 3a/laHus U (Jinua, 3aKII0YUBLIETO
ayJTUTOPCKOM OKa3aHUs IPOYMX | JOTOBOP OKa3aHUS
JESITEIbHOCTBIO YCIIYT, CBSI3aHHBIX | COIYTCTBYIOILHUX
C ayAUTOPCKOM ayIuTy WIH MPOYUX
JESTENIbHOCTBIO YCIIYT, CBSI3aHHBIX C

ayAUTOPCKOMN

NeSTEIbHOCTBIO) U C

pabOTHUKAMH

ayJIUTOPCKOMN

OpraHu3au
A/02.4 Beinonnenue [TognepxuBarhb OCHOBBI 3TUKHU
Boinonnenue OTJIEJIbHBIX JICJIOBBIE U ATHYHBIE JIEJIOBOTO OOIIEHHUS,
ayJIUTOPCKUX MPOLENYp orneparuil s B3aMMOOTHOULIEHMUSI C KOMMYHUKaIUH 1
(meficTBuit), enei MIPEICTaBUTEISIMU KOPIIOPAaTUBHOMN
OCYILIECTBIICHUE ayJIUTOPCKOTO ayupyemMoro jJuua STUKU
OTJIENbHBIX ONepanuit 3a/laHus U (JMua, 3aKITI0YUBIIIETO
IIpU OKa3aHUU OKa3aHUs IPOYMX | JOTOBOP OKa3aHMUS
COIYTCTBYIOIIUX AYAUTY | YCIYT, CBSI3aHHBIX | COMYTCTBYIOLIUX
U IPOYMX YCIYT, C AyAUTOPCKOM ayJIuTy WM IIPOYUX
CBSI3aHHBIX C JeSITeNIbHOCTHIO yCIIYT, CBSI3aHHBIX C
ayJIUTOPCKOMN ayJIUTOPCKOMN
JeSITeNIbHOCTHIO JESITENIbHOCTBIO) U C

paboTHUKaMU

ayJIUTOPCKOMN

OpraHu3aluu

B nporecce peanuzaiuu mporpaMmbl BOCIIUTaHUS 00y4YaIOIIUMHUCS TOKHBI OBITH

JOCTUTHYTHI CIEAYIOIINE JINYHOCTHBIC PE3YIIbTATHI:

JIP2  IlposBiAmoomni  aKTUBHYIO  TIPaXJAHCKYHO  MO3ULUIO,  JIEMOHCTPUPYIOIIMH
MPUBEPKEHHOCTh ~ NPHUHIMIAM  YECTHOCTH,  MOPSAOYHOCTH,  OTKPBITOCTH,
SKOHOMHUYECKH aKTHUBHBIM M YYacCTBYIONIUN B CTYJCHUYECKOM U TEPPUTOPHATHLHOM
CaMOYTIpaBJIeHWH, B TOM YHCJI€ Ha YCIOBHUSAX JOOPOBOJBYECTBA, MPOIYKTUBHO
B3aMMOJICHCTBYIOIIMH W y4YaCTBYIOIIUA B  JIEATENBHOCTH  OOIIECTBEHHBIX
OpraHu3aLui.

JIP3  CoOnromaromuii HOPMBI  MPABOIOPSAKA, CIEAYIONMNA HAealaM TPakKJaHCKOTO

oOmecTBa, obecriedeHus: 0€30MacCHOCTH, MpaB U cBOOO Tpaxaad Poccun. JlosutbHBIN

K YCTAaHOBKaM U TPOSIBICHUSM TMPEICTaBUTENCH CYOKyIbTyp, OTIUYAIOIIUNA HX OT

TPYyNIl C JIECTPYKTUBHBIM M JIEBUAHTHBIM MOBEJAEHUEM. JleMOHCTpUPYIOIIHNiIT

HETIPUATHE U TIPEAYIPEKTAOIINN COIMATBLHO OMMACHOE TTOBEACHUE OKPYKAIOIINX.

CobOmronaromuii B cBoel MpodecCHOHaTBHON NEeATeTbHOCTH ITHYECKUE TPUHIIHITBI:

P 13 YECTHOCTH, HE3aBUCHMOCTH, MPO(GECCHOHATBHOTO CKENTHIM3Ma, MPOTUBOACHCTBUS
KOPPYIIIMM U SKCTPEMHU3MY, OONAIArONIMii CHCTEMHBIM MBIIUICHHEM M yMEHHUEM
MPUHUMATH PEIICHUE B YCIOBUSAX PHCKA U HEOTIPEIEICHHOCTH

JIP 14 TOTOBBIII COOTBETCTBOBATh OKUJAHUSM PpabOTOJATENCH: MPOCKTHO-MBICIISIINH,
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3(PEeKTUBHO B3aUMOJCHCTBYIOIIMK C WICHAMH KOMAaHIbl U COTPYAHUYAIOIINN C
JIPYTUMH JIIOIbMH, OCO3HAaHHO BBINOJHSAIOLMN HpoQeccuoHanbHble TpeOOBaHMUS,
OTBETCTBEHHBIH, IIYHKTYaJIbHBIN, JUCLUIIIIMHUPOBAHHBIN, TPYIOJIIOOUBBIH,
KPUTHYECKU MBICISAIIMN, HALEIEHHbIM Ha JOCTH)KEHHE II0CTaBJICHHBIX IIEJIEH;

JEMOHCTPUPYIOIIUN MPodhecCHnoHATBbHYIO JKU3HECTOHKOCTh

Peanuzanuss  nporpamMmbel  y4eOHOM — JUCUUMIUIMHBI — IPEIyCMaTpPUBAeT  BO3MOXHOCTh
WCIOJIB30BAHUS 3JICKTPOHHOTO OOYUYEHHSI W IUCTAHLMOHHBIX OOpA30BATENbHBIX TEXHOJOTHH, B TOM

YHUCIC OJId ITPOBEACHUA HpOMCX(YTOqHOﬁ arrecranuu.
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2. CTPYKTYPA U COJEPKAHHUE
YYEFHOU JUCIHUATLIAHBI

2.1. O0béM yueOHOI IMCUMIIVIMHBI M BUABI Y4eOHO0#l padoThI

. O0bém
Bup yueOHoii padoTbl
4acoB
O0bem o0pa3oBaTeIbHOI NPOrpaMMbl Y4eOHOM JMCIHUIITHHBI 56
B T .4. B JopMe NPaAKTHYECKOI MOAT0TOBKH 18
B T.Y.
TEOpeTHYecKoe 00yueHue 36
NpaKTHYECKHe 3aHsTUs (B T .4. B HOopMe MPaKTHUECKOM MOJATOTOBKH ) 18
IIpome:xxyTouyHas arrecranus B popMe 1uppepeHIHPOBAHHOIO 3a4eTa 2
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2.2. TemaTn4yecKuil IJVIaH U coepKaHue Y4eOHOM TMCUMILTHHBI

«JlokyMeHTaMOHHOEe 0O0ecredeHue ynpaBJaeHusD)

HanmenoBanust Conep:xanue yueOHOro MaTepuaJsa, npakTuyeckue padorsl, O0bém Koabl komnerenunii u

pa3esioB U TeM caMocCTosiTe/IbHAs padoTa 00y4aromuxcs 4acoB JIMYHOCTHBIX

pe3yJbTaToB,

¢dopmupoBanuio
KOTOPBIX CIIOCOOCTBYET
3JIeMeHT MPOorpaMMbl
1 2 3 4
PA3JIEJI 1. JOKYMEHTHPOBAHME YIIPABJIEHYECKOM JEATEJbHOCTH 36/12
Tema 1. 1 Cogepxanue yueOHOTo MaTepuana 10

Bsenenue. JlIokyMeHT u

CUCTCMA JOKYMCHTAIIUN

1. [Ipenmer, coxepxkaHue U 3a7auyd JUCLUMIUIMHBL. 3HAYEHUE W
coJiepyKaHue AUCLUUIIINHBI «/|oKyMeHTallnOHHOE 00eCIeUeHNE YIIPaBICHUSI.

2. ITpoucxoxaeHue U 3BOIHOLUSA MOHATUSA «TOKyMEHT». COOTHOLIEHHE
HNOHATUH «MHpOpMaLus» U «IOKyMeHT». [IoHATHE TEPMHMHOB: «IOKYMEHT»,

COOKYMCHTUPOBAHUCY, K TOKYMCHTAIITMOHHOC o0OecIieueHue YIIpaBJICHHUA.

3. [Tonstue «pyHkus AokymMeHTa». OCHOBHbIE (QYHKIUU JOKYMEHTa U
uxX ocoOeHHOCTH. JIOKyMEHTHI M WX 3Hau€HHEe B COBPEMEHHOM
npodeccuoHaIbHOMN e TeTbHOCTH

4. Knaccudukanus TOKyMEHTOB MO pa3iM4yHBIM IpPHU3HAKaM: MECTY

COCTaBJICHUS, COJIEpPKaHUIO, (OpMe, CpOKaM HCIIOTHEHUs, MPOUCXO0XKICHHUIO,
Buny odopmiienus. Ilonstue cuctem JOKyMeHTanuu. YHUUKAIUS U
CTaHJapTHU3aLUs YIPABICHUECKUX JTOKYMEHTOB.

5. HopmatuBHo-ipaBoBasi 0a3a oOpraHu3aluu JOKYMEHTAI[MOHHOTO

oOecrnieyeHus yrpaBieHuUs

OK 02, OK 03, OK 10,
JIP 3, JIP 14

JIOKYMEHT MOAMWUCAH 3JTEKTPOHHOIN NOANUCHIO

POCCUIACKASI AKABEMWUSI HAPQJHOIO XO35IWCTBA U
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HanmeHnoBanus Coaepsxkanue yueOHOro MaTepuasa, NpakTH4ecKkue padorsl, O0Bém Konbl xkomMnerenuuii n
pPa3esioB H TeM CaMOCTOsITe/IbHAA padoTa 00y4aroINXCH 4acosB JIMYHOCTHBIX
pe3yJbTaToB,
(opmupoBanuio
KOTOPBIX CIIOCOOCTBYET

3JIeMEeHT MPOrpaMMbl

1 2 3 4
Tema 1.2. Cogepxanue yaeOHOTO MaTepuaa 20 OK 03., OK 04., OK 05.,
Cucrema opranusaiioHHO- OK 09., OK 10.
pacropsIuTeIbHON K 2.7.
JIOKyMEHTaluu JIP 2, JIP 3,
JIP 14
1. ['OCTe1 nHa OP/I. TpebGoBanus k oopmiIeHUIO TOKyMeHTOB. [TonsATHE

«PEKBH3UT IOKYMCHTA)
TpeboBanms k O;1ankaM. Bujibl 6J1aHKOB

TpebGoBaHMsI K TEKCTaM JOKYMEHTOB

Opranu3anuoHHbIe JOKYMEHTBI: YCTaB, JOKHOCTHASI HHCTPYKITHSL.

PacniopsauTenbHble JOKYMEHTBI: IPUKA3bl, PACIIOPSKCHUS.

© 0k~ whnN

CHpaBO"IHO'I/IH(I)OpMaL[I/IOHHBIe JOKYMCHTHI: CJ'Iy>KC6HaH 3alliuCKa,

CIIpaBKa, CJ'Iy>K€6HO€ IIUCBbMO.

[Tpaktrueckoe 3ansitue Ne 1 2
Odopmienune 10KyMEeHTOB ¢ nomoIibio porpammel Microsoft Word. Co3nanue

madJoHa AOKYMCHTa (HpaKTI/IquKaﬂ HO,Z[FOTOBKa)

[IpakTnueckoe 3ansarue Ne 2 2
CocraBnenue u opopmiieHHE OTAENbHBIX BUJOB OpraHN3allMOHHbIX

JIOKYMEHTOB (TpaKkTUYecKasi HOJIr0TOBKA)

[IpakTnueckoe 3anarue Ne 3 2*

JIORYMEHT TTOZTTMCAH 3JTER TPORAOW TTOZITTICERO
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HanmeHnoBanus Coaepsxkanue yueOHOro MaTepuasa, NpakTH4ecKkue padorsl, O0Bém Konbl xkomMnerenuuii n
pa3/iesioB M TeM CaMOCTOfITeIbHAsl padoTa o0y4arommxcst 4acoB JIMYHOCTHBIX
pe3yJIbTaToB,
(opmupoBanuio
KOTOPBIX CIIOCOOCTBYET
3J1eMEHT POrpPaMMBbl
1 2 3 4
Cocranenue 1 0(opMIICHUE OT/ICIBbHBIX BHIOB PacTIOpsIUTEIbHBIX
JIOKYMEHTOB (TIpaKkTUYecKasi IOJIr0TOBKA)
[TpakTrueckoe 3anstue Ne 4 2*
Cocranenue 1 0(opMIIEHUE OTIENbHBIX BUI0B CIIPABOYHO-MH()OPMALIMOHHBIX
JOKYMEHTOB (IIpakTU4ecKast TOAr0TOBKA)
Tema 1.3. Coneprkanue y4eOHOro MaTepuana 2 OK 02.,0K 03., OK 05.,
JlenexHble ¥ pUHAHCOBO- 1.0cobeHHOCTH cocTaBieHuss W OQOPMIECHHS JCHEKHBIX U (DHHAHCOBO- OK 09., OK 10., IIK 1.1.
pacdCTHBIC TOKYMCHTHI pacYeTHBIX JOKYMCHTOB.
[TpakTrueckoe 3ansaTue Ne5: 2
OdopmieHne mIaTeXHbIX JOKYMEHTOB (MIpaKkTU4YecKasi OJrOTOBKA)
Tema 1.4. Coneprkanue y4eOHOro MaTepuana 4 OK 02., OK 04., OK 05.,
JloroBopHo-nipaBoBas 1.ITonsiTue norosopa (koHTpakTa). Tunosas popma 1oroBopa. OCHOBHbIE OK 09., OK 10., [IK 2.7.
JOKYMEHTaIUs paszensl norosopa. IlpaBuia opopmiieHHs MPETEH3UOHHBIX ITHUCEM. JIP 14
[TpakTrueckoe 3ansaTue Neb: 2*
CocraBnenue u opopmiieHHE IPETEH3NOHHBIX MUCEM (ITpaKTHYecKast
MOJATOTOBKA)
PA3EJI 2 OPTAHU3ALMSA PABOTHI C JOKYMEHTAMU 20/6
Cogepxanue yaeOHOT0O MaTepuana 6 OK 02., OK 03., OK 09.
Tema 2.1 1. [lonatue  mOoKyMeHTOOOOpOTA. Cocras U yuer  oObema JIP 14
Opranuzanus JOKYMEHTO000pOTa -opFranm3atuit. —Opranisatys paboTsl € AOKyMEHTaHHelH,
AOKYMEHT NOAMNCAH 3NEKTPOHHOW MOANNCHIO
7 23.10.23 13:42 (MSK) CepTudukat 019028E2008FAFCFBCAEDF/65BA954FA9F

PULLMKIHTKMEM“TFHIP%HUFO‘XUBTWI’CTBA L -
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HanmeHnoBanus Coaepsxkanue yueOHOro MaTepuasa, NpakTH4ecKkue padorsl, O0Bém Konbl xkomMnerenuuii n
pa3/iesioB M TeM CaMOCTOfITeIbHAsl padoTa o0y4arommxcst 4acoB JIMYHOCTHBIX
pe3yJIbTaToB,
(opmupoBanuio
KOTOPBIX CIIOCOOCTBYET
3J1eMEHT POrpPaMMBbl
1 2 3 4
JOKYMEHTO000pOTa, NOCTYTAIOIIEH B OpraHU3aluIo.
perucrparus 10KyMEHTOB, 2. Peructpanusi 1OKyMEHTOB Kak IIpoliecC co3JaHusi OaHKa JaHHBIX O
UCIIOJIHEHUE JOKYMEHTOB JOKYMEHTaxX OpraHu3allMi JAJIs IOCIEAYIOIEro KOHTPOJII M CIPaBOYHOMN
pabotbl. IlpaBuna peructpauuu W HMHIACKCAlUUM JIOKYMEHTOB. THUIOBbIE U
MHAMBUYaJIbHbIE CPOKH HCIIOIHEHUS JOKYMEHTOB.
3. Knaccupukauusa BuaoB U (QOpM  PErUCTpallUM  YIPABIECHYECKUX
JIOKYMEHTOB
Tema 2.2. Copepxanue yueOHOr0o MaTepuana 6 OK 04., OK 05., OK 09.,
WHpopmanioHHbIE TEXHOIOTHH | 1, JIOKyMEHTUPOBAHUE C IPUMEHEHUEM DIIEKTPOHHO-BBIYMCIUTEIBLHON OK 10.
B ICIONPOU3BOACTBE TEXHHUKH. Posnb TEXHUYECKUX CpEACTB B COBEpLICHCTBOBAHUH JIP 13, JIP 14
JIOKYMEHTAIlMOHHBIX IpoueccoB. Mcnonab3oBanue nporpaMMHOro ooecreueHus
JUIS peleHns NpopecCHOHATIBHBIX 3a1a4
[TpakTnueckoe 3ansatue Ne 7 2
Odopmienne 10KyMEHTOB ¢ ToMoIibio porpammbl Microsoft Word. PaGoTa ¢
AJIEKTPOHHBIMU JIOKyMeHTaMU. PaboTa ¢ 3anpocamu (pakTuyeckas
MOJIrOTOBKA)
[IpakTnueckoe 3anarue Ne 8 2

OreuecTBeHHBIE pa3paboTku mporpamMm aBTroMartu3aiuu JIOY u apxuBHOTO

nena (MmpakTHdeckasi oJAroTOBKa)

Tema 2.3

D

K 03 _OK 05 K 00
I 7 = Py

Conepxanne yueOHoro-Marepraia

ALY CLETFDOMHOIA A

TIN U D) N U 5 JINU D)

T IG[’_“I.HI/ICI‘\I_I Jlrh:[\l FOoTrmTovT IG{:‘I.FI;/‘I\_{){'O

POCCUACKAS AKALEMUS HAPOOHOIO XO3SAACTBA U . .
rOCYAAPCTBEHHOMU cnyxebi@rn MPE3WAEHTE POCCMNCKOM
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HanmeHnoBanus Coaepsxkanue yueOHOro MaTepuasa, NpakTH4ecKkue padorsl, O0Bém Konbl xkomMnerenuuii n
pPa3esioB H TeM CaMOCTOsITe/IbHAA padoTa 00y4aroINXCH 4acosB JIMYHOCTHBIX
pe3yJbTaToB,
(opmupoBanuio
KOTOPBIX CIIOCOOCTBYET

3JIeMEeHT MPOrpaMMbl

1 2 3 4
1. Cucremaru3zanus TOKyMEHTOB U UX XpaHEHHE.
2. Homenknarypa nen. IlpumepHbie 1 THTIOBBIE HOMEHKJIATYPBI €.
[IpakTuueckoe 3ansarue Ne9 2*

1. CocraBaenne u odopMIEHHE HOMEHKIATYphl el (mpakThuyeckas

MOJATOTOBKA)

IIpome:xkyTouyHas arrecranus B ¢popme 1uppepeHHPOBAHHOIO 3a49€Ta 2

Bcero: 56

* 3aHaTHs MMPOBOAUMBIC C UCITOJIb30BAHUECM dAKTHUBHBIX U UHTCPAKTHBHBIX (I)OpM MMPOBECACHU.

JIOKYMEHT MOAMWUCAH 3JTEKTPOHHOIN NOANUCHIO
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3. YCJOBMS PEAJIM3ALIAN ITPOTPAMMBI
YYEBHOM JUCHUILIVHBI

3.1. TpeﬁoBaHnﬂ K MUHUMAJIBHOMY MaT€PUAJIBHO-TEXHUIECCKOMY o0ecrnevyeHuIo

Peamuzanms IMporpamMmsbl JUCHHITINHBI obecreynBaeTcs HaJIu4ueM y‘IC6HOl"O KaOMHeTa

«JlokyMeHTaIMOHHOE 00ECTICUCHUE YITPABICHUS.

Obopyoosanue yuebrnoco kabunema:
— II0Ca/I0YHBIE MECTA 110 KOJIMYECTBY 00Y4aeMBbIX;
— pabouee MeCTO MpeTo1aBaTes;
— CHeuHaaIu3upoBaHHAs MEOEIb.
Texuuueckue cpedcmea 00yUeHusL:
—  KOMITBIOTEPHI JUIsl OCHAIIEHUS pabodero Mecra mpernojaBareist i 00y4aeMbIX;
— TEXHHYECKHE YCTPOMCTBA JJIsl ayJHOBU3yaIbHOTO OTOOpakeHHs HH(POpMaIINY;

— ayJuOBH3YaJlbHbIE CPEACTBA OOYyUEHHUS.

3.2. UndopmanuonHoe odecrniedenne o0yueHust

OcHOBHBIE HCTOYHHKH

3axonooamenvuvie u HopmMmamueHrbsle aKmbl

®enepanbHblil 3akoH Poccuiickoit denepanuu ot 27.07.2006 1. N 149-03 «O06 nnpopmanuu,

I/IH(I)OpMaI_II/IOHHLIX TCXHOJOTHUAX U O 3allIUTC I/IH(I)OpMaI_II/II/I» C UIBMCHCHUSAMHU U JOITOJITHCHHUAMU

l'ocynapcTBeHHas cucTeMa JOKyMEHTAIIMOHHOTO o0ecrieueHus ynpabieHus. OCHOBHBIC MOJI0KEHUS.
O6mme TpeboBaHUsA K JOKYMEHTaM M CIIy)0aMm JTOKYMEHTAIIMOHHOTO obOecrnedeHus (ogo0peHa
koJuterueit ['maBapxua CCCP 27.04.1988, npuka3 ['maBapxua CCCP o1 23.05.88 Ne 33)

I'OCT P 7.0.97-2016. Haunonansusiii crangapt Poccuiickoit @enepanun. CucreMa CTaHIapTOB 110
nHpopManuu, OHOTMOTEUHOMY M HU3AATeNbcKoMy aeny. OpraHu3almOHHO-PACIOPSIUTENbHAS
nokymeHTaus. TpeboBanust k odopmiieHnto aokyMeHToB (yTB. Ilpukasom Poccranmapra ot
08.12.2016 N 2004-ct) (pen. ot 14.05.2018)

I'OCT «/lemompounsBoactBo u apxuBHoe neio» P 7.0.8 ot 17.10.2013.

Vka3 [Ipesunenta Poccuiickoit @enepannn ot 04.04.2016 Ne 151 «O PenepaibHOM apXUBHOM

Ar¢HTCTBC»
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OK 011-93. OGmepoccuiickuii  kiaccupukarop  yrnpaBJIeHYECKOW JOKyMeHTanuu (YTB.
[Toctanosnenuem I'occranmapra Poccun ot 30.12.1993 N 299) (pen. ot 25.05.2017) (¢ u3m. u mo.,
BeTyI. B cuity ¢ 01.08.2017)

Yuebnuvie u cnpasounvle uzoanus
1. Kupcanoa, M. B. Kypc nenonpoun3BojcTBa: JOKyMEHTAIIMOHHOE 00CCIICYCHUE YITPABICHHS :
yaebHoe nmocodue / M.B. Kupcanosa, FO.M. AkceHoB. — 6-¢ u3a., ucrp. u gom. — Mocksa :
NH®PA-M, 2020. — 257 c. + Jlon. marepuansl [DnekTpoHHBIM pecypc]. — (Briciiee
obpazoBanue: bakamaBpuar). - ISBN 978-5-16-006789-6. - Tekct : snextponHsbii. - URL:
https://znanium.com/catalog/product/1088888

2. Kyszuenosa, 1. B. JlokymeHTanmoHHOE OOecrieueHne ympaBieHHUs : ydeOHoe mocoOue Jis
CIIO / W. B. Ky3nenosa, I'. A. Xauatpsan. — 2-e uzn. — Capatos : [IpodobpazoBanue, At
[Tu Op Menma, 2019. — 166 c. — ISBN 978-5-4486-0404-1, 978-5-4488-0216-4. — Texcr :
anekTpoHHbt // L{udpoBoit obpazoBatenbubiii pecypc [IPR SMART : [caiiT]. — URL:
https://www.iprbookshop.ru/80326.html

I[OHOJ'[HI/ITCJILHI)IC HCTOYHUKH

1. BacakoB M. W. [enompousBoactBo ([lokymeHTanmonHoe oOecreyeHue yIpaBlIeHUs):

yuebnuk/M.N.bacakos,0.1.3ambinkoBa.-13.u31.,crep.-Poctos v/ /]: @enuxkce, 2015.-376 c.

2. JlokyMeHTallMOHHOE OOCCIICUeHUE YIpaBICHUS  (JIEIOMPOU3BOJICTBO):  y4ebd.mocodue
/T.A.beixoBa,T.B.Ky3uenosa,JI.B.Cankuna.-2.u3n.,mepepad.-M.:MHDPA-M,2015.

3. Kopob6eiinukona JI.C. JIokymeHTalmOHHOE OOecrieueHue Je0Boro oouienus : yued.mocodue
/J1.C.Kopobeitaukona, O.M.Kymnprommna; mox pea./[.A.Eanosurkoro.-M.:Maructp,2015.

4. lllysamosa H.H., UBanoBa A.KO. OCHOBBI JeIONPOU3BOJICTBA: YUYCOHUK U MPAKTHUKYM JIS
CIIO/H.H.IlyBanosa, A.}O.MBanoBa; nmox pen. H.H.11lyBanosoii.- M.: FOpaiit, 2016.

HNuTepHeT-pecypcnl

CrnpaBouHno-npaBoBas cucreMa «Koncynbrant [lmtocy [Dnexktponnsiii pecype]. URL:
http://www.consultant.ru

CnpaBouHo-mipaBoBas cuctema «I"apant» [Dnekrpounsiii pecypc]. URL: http://www.garant.ru
- OBC «Znanium» - https://znanium.com/

- OBC «Aiidykc.py/ibooks.ru» - https://ibooks.ru/

- OBC «IIudposoii oopazoBatenpHbIn pecypc IPR SMART» (3BC «IPRbooksy) -

https://www.iprbookshop.ru/
- OBC «Jlanup» - https://e.lanbook.com/

- OBC Ob6pa3oBarenphas miardopma FOpaiit (OBC «tOpaiit») - https://urait.ru/
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4. KOHTPOJIb 1 OIIEHKA PE3VJIbTATOB OCBOEHUS
YYEBHOM JUCHUILIVHBI

KOHTPOJIL H OHEHKa PC3YyJbTAaTOB OCBOCHHA AUCHUIINIMHBI OCYHICCTBIIAIOTCA MPCIIOAABATCICM B

MpoLiecce MPOBEACHUS MPAKTUUECKUX 3aHATUN, TECTUPOBAaHUA, MU dEepEeHIIMPOBAHHOTO 3a4YeTa.

Pe3ynbTarel 00yueHus

Kputepuu oneHku

MeTtonab! onieHKH

Ilepeuens 3nanuil, Xapakmepucmuxu Kaxumu npoyedypamu
0C8AUBAEMBIX 8 PAMKAX O0EMOHCIMPUPYEMbIX 3HAHUL, nPoU3B00UMCSl OYEHKA
OUCYUNTUHDBL Komopvle — mMocym  Oblmb
npoGepeHvl
3HAHUE OCHOBHBIX MOHSITUN 3HAeT orpeneneHne OreHka pe3ynbTaToB
JOKYMEHTAI[HOHHOT'O JOKYMEHTa, €ro MPU3HAKOB U BBITOJIHEHUS TPAKTHYECKUX
obecrieueHus yIpaBIeHUS; GbyHKIUH, pabor.

3HaHue Kiaccuukanuu
YIPaBIEHYECKUX JOKYMEHTOB;
3HaHUe MpaBUJIa COCTABICHUS U
oopmieHns yripaBIeHUIECKUX
nokymeHToB Ha ocHoBe ['OCT;
3HAHHE COCTaBa JOKYMEHTOB
CHELUAIbHBIX CUCTEM
JOKYMEHTAI1H;

3HaHUe MPaBUJI OpraHu3aluu
BCEX 3TaIoB padOTHI C
JIOKYMEHTaMH;

3HaHUE NPHUIIOKECHUI
nporpamMbl Windows,
HCIOJIb3YEMBIX JJISl peaanu3aluu
3agau JJOY;

3HaHUE TIOHATUHN NEPBUYHON
OyXrajaTepcKoil TOKyMEeHTaluH,
MIpaBWJI U CPOKOB XPaHEHUS
NEePBUYHOMN OyXranaTepcKon
JOKYMEHTAI1H.

3HAET KJIACCHU(PHUKAIMIO
yIPaBICHYCCKUX JOKYMEHTOB;
3HAET MpaBUJIa COCTABICHUS U
oopmIeHHs yIIpaBIEHIECKUX
JIOKYMEHTOB;

3HAET COCTaB JJOKYMEHTOB
CHECIUATBHBIX CHCTEM
JOKYMEHTAITNH;

3HaeT OCHOBBI
JOKYMEHTOO0OpOTa U  €ro
ITaIloB;

3HAET MPWIOKEHUS TPOTPAMMBI
Windows, ucronb3yembie st
opopMIIeHUS TOKYMEHTOB,
3HAeT TOHATHE NEPBUYHOM
OyXTanTepCKON JOKYMEHTAIINH;
3HAeT MPaBHJIa U CPOKU
XpaHEHUs IEPBUYHOU
OyXraiatepckoil TOKyMeHTallUu;

OueHka pe3yabTaTOB YCTHOTO
Y TIMCbMEHHOTO OIPOca.
OueHka pe3yabTaToB
TECTUPOBAHUSI.

OueHka pe3yabTaToB
BBITIOJIHCHUS JIOMAIITHUX
3aJlaHNM.

OreHka pe3yabTaToB
MPOBEIEHHOMN
MIPOMEKYTOUHOM aTTECTALIKU

HepequL YMCHHﬁ, OCBANBACMBIX B paMKaX NHUCHUIIIIMHBI

YMEHHUE OCYIIECTBIATH MOKCK,
aHaJIM3 U UCIOJIb30BAHUE
HOPMATHUBHO-TTPABOBBIX
JOKYMEHTOB B IPUMEHEHHUH K
3agadam JIOY;

YMEHHUE COCTABIATh U
0(OpPMIIATH YIIPABJICHUIECCKYIO 1
po¢eCCHOHATEHYIO
JOKYMEHTAIHIO B COOTBETCTBHE
C HOpMaTHBHOM 0a30ii;

YMEHHUE HCII0JIb30BaTh
yHU(UITUPOBaHHbIE (POPMBI
JTOKYMEHTOB;

YMEHHUE OCYIIECTBIATh
JIETIOBYIO TIEPETIHCKY;

VMAeHe D AMAHSATH CHATCTRS

YMEET OCYIIECTBISTH IMOKCK,
aHaJIM3 ¥ UCIOJIb30BAHUE
HOPMATHUBHO-TIPABOBBIX
JOKYMEHTOB B IPUMEHEHUH K
3agadam JIOY;

YMEET COCTABIATh U OPOPMIIATH
YIIPaBICHYECKYIO U
npo¢ecCHOHATEHYIO
JOKYMEHTAIIIO B COOTBETCTBHE
C HOpMaTHBHOH 0a30ii;

yYMEeT UCII0JIb30BaTh
yHU(DUITUPOBaHHbBIE (POPMBI
JOKYMEHTOB;

yMEET OCYLIECTBIATH JIEIOBYIO
MIEPEITUCKY;

VM eer- U MAH

OreHka pe3yabTaToB
BBIMTOJIHEHUS IPAKTUYECKUX
pabor.

OneHka pe3yabTaTOB YCTHOTO
Y TIHCBMEHHOTO OIpoca.
OrueHka pe3yabTaToB
TECTUPOBAHUS.

OrueHka pe3yabTaToB
BBITIOJTHCHUS JIOMAIITHUX
3aJaHuH.

O1neHka pe3yabpTaToB
MPOBEIEHHOMN
MPOMEKYTOYHOM aTTECTANKI
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UHGOPMAIIMOHHBIX TEXHOJIOTHIA
IS CO3/IaHMsI U O(OPMIICHUS
JIOKYMEHTOB;

yMEeHHE pa30HpaThCsi B CUCTEME
BHYTPCHHETO
JOKyMEHTO000pOTa
OpraHu3aIliH;

YMEHHE OCYIIECTBIIATh
XpaHCHHE U TTOMCK
JIOKYMEHTOB;

yYMEHHE Pa30oupaThCcs B
HOMEHKJIAType JIel;

yMEHHUE MPOBEPSITh HAINYKEC B
MPOM3BOJIbHBIX MTEPBUYHBIX
OyXralaTepCKux JOKYMEHTax
00s13aTeIbHBIX PCKBU3HUTOB;
YMEHHUE COCTABIIATH aKThI U
CIIPaBKH 110 pe3yJibTaTaM
BHYTPEHHET0 KOHTPOJIS,

UHGOPMAIIMOHHBIX TEXHOJIOTHIA
IS CO3/1aHusI U OOPMIICHHUS
JIOKYMEHTOB;

yMeeT pa30upaThCcsi B CHCTEME
BHYTPCHHETO
JOKyMEHTO000pOTa
OpraHu3aIliH;

YMEET OCYIIECTBIIATh XPaHCHUE
1 TIOUCK JIOKyMEHTOB;

yMEET COCTaBUTh
HOMEHKJIATYpy AeT U
3aperuCTPUpPOBaTh TOKYMEHTHI;
yMEET MPOBEPATh HATMYHEC B
MIPOM3BOJIBHBIX MTEPBUYHBIX
OyXralaTepCKux JOKYMEHTaxX
00s13aTeIbHBIX PCKBU3HUTOB;
YMEET COCTABIIAThH aKThI U
CIIPaBKH 110 pe3yJibTaTam
BHYTPEHHET0 KOHTPOJIS,
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