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«OKOHOMHKA U OyxranTepckuil yder (Mo oTpacism)», yrBepxkaeHHOW DenepanbHbIM y4eOHO-
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K.C.H.
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1. OBIIASI XAPAKTEPUCTHUKA PABOYEW ITPOTPAMMBI YYEBHON
JUCHUIIVIUHBI « IOKYMEHTAIIMOHHOE OBECIHEYHEHUE YIIPABJIEHUWS»

1.1. Ob6sacTh NPUMEHEHHUS POTPAMMBI

YueOnas mucnmmimHa OIL06 sBisiercs 00s13aTeNbHON YacThio 0OmIenpodeccHoOHATBHOTO
IIUKJIA [TMKJIA OCHOBHOW 00pa3oBarenbHOU mporpamMmbl B cootBeTcTBUU ¢ ®T'OC 1o criennaibHOCTH
38.02.01 «OxoHOoMHMKAa M OyXrajrepckuil yder (MO OTpaciasiM)», SIBJISETCS HWHBapUATUBHOM
JUCIUILIINHOM.

JlucuuiuiiHa WMMeEeT MEXKIIPeIMETHbIe CBs3M C auciumiuHamu — «MHpopManuoHnHsie
TEXHOJIOTUU B IPOPECCUOHATBHON ACITETbHOCTHY, «MEHEeIKMEHTY.
1.2. Iesau ¥ 3a1a4u AUCUMIIUHBI — TPEOOBAHUS K Pe3yJbTATAM OCBOEHUS JTHUCIMIIJIMHBI:

Lean ocBoeHHMs] AMCHUILUIMHBI. JTOCTUYh MPEIMETHBIX, JTHYHOCTHBIX M METAlpeIMETHBIX
pe3ynpTaToB 00y4deHuss Ha 0a30BOM YypoBHE; crmocoOctBoBath (opmupoBanuro OK u IIK mo

CHEIUATFHOCTH «DKOHOMHUKA U OyXTaITePCKUM YUET (T10 OTPACTISIM)»

YMeHus U 3HaHUA N0 YYeOHOW AUCIUIUIMHE «J{OKyMeHTallMOHHOE 00ECTICUCHHE YIPABICHUS

HampasJIeHbl Ha (OPMHUPOBAHKE CIEAYIOMIMX OOMIMX U MPO(ECCHOHATBHBIX KOMIETEHIINMI!

Kon YmMenus 3HaHus
1K,
OK, JIP
OCYUIIECTBJIATh ITOUCK, AHAIIU3 U COJICPKAHUS AKTyaJIbHOM HOPMATHBHO-
OK HCMOJIb30BAHUE HOPMATUBHO-TIPABOBBIX MPaBOBOM JOKYMEHTAIIUH;
02. JOKYMEHTOB B IIpUMEHEHUH K 3a1a4yam J[OY; OCHOBHBIX MTOHATUS JOKYMEHTAIMOHHOTO
OK COCTaBIIATh U ODOPMIISATH YIIPABIEHYECKYIO U | oOecrieueHus yrpaBieHHUs,
03 poheCcCHOHANTBHYIO TOKYMEHTAITUIO B KJaccu(puKaIus ynpaBiIeHIECKUX
OK COOTBETCTBHE C HOPMATHBHOM 0a30ii; JIOKYMEHTOB;
05 HCIIOJIb30BaTh YHU(HUIIUPOBAHHBIE (DOPMBI MIpaBUJI COCTABJICHHS U 0popMIICHUS
OK JOKYMEHTOB; YIPABJICHUYECKUX TOKYMEHTOB U BEJICHUS
09 OCYUIECTBJIATh JEJIOBYIO IIEPENUCKY U JIEIIOBOM MEPEINCKH;
OK MOJICPKUBATH 3JIEKTPOHHBIE KOMMYHHUKAIIUHU; | COCTaBa JOKYMEHTOB CIIELHAJIbHBIX
10 MIPUMEHSTH CPEACTBA NH(DOPMALIMOHHBIX CHUCTEM JOKYMEHTALUU;
[IK TEXHOJIOTUH JUIs co3/1aHus U opopmIieHus MIPaBWJI OPraHU3aIMH BCEX 3TAOB PabOTHI
1.1 JIOKYMEHTOB; C IOKYMEHTaMH;
[IK pa3bupaTthcs B CUCTEME BHYTPEHHETO npuitokeHuit mporpammsl Windows,
2.7 JOKYMEHTO00OpOTa OpraHU3aIuy; UCIIOJIb3yEMbIE JUISl peain3aliu 3a/1a4
JIP 2 | oCylecTBIATh XpaHEHUE U MTOUCK J0Y;
JIP3 | JOKyMEHTOB; COBPEMEHHBIX WH(OPMALIMOHHBIX
JIP HCIIOJIb30BATh COBPEMEHHOE MIPOrPaMMHOE texHoJsioruit JI0Y;
13 obecrnievyeHre B AIEKTPOHHOM MpaBUJI U CPOKOB XpaHEHUsI JOKYMEHTOB;
JIP JOKYMEHTO000pOTE; (bOpMBI TIEPBUYHBIX OYXTaNTEPCKUX
14 MIPOBEPSTH HATMYUE B MPOU3BOJIBHBIX JIOKYMEHTOB, COJEpKAIINX 00s3aTeIbHbIe
MEPBUYHBIX PEKBU3UTHI IEPBUYHOTO YYETHOTO
OyXralTepCKUX TOKyMEHTaxX 00s3aTeNbHbIX JIOKYMEHTA;
PEKBU3HTOB; MpOLIelyp COCTaBIIEHUS aKTa IO
pa30bupatbcs B HOMEHKIIATYpE JelT; pe3ynbTaTaM UHBEHTApU3AINU, TIPOEKTOB
COCTaBJISITh AKThI M CIIPABKU IO pe3ybTaTaM MPUKA30B O MPOBEACHUIO KOHTPOJIbHBIX
BHYTPEHHETO KOHTPOJIS; IpoLEeayp
(hopMHPOBATH MPOEKTHI IPUKA3OB 110
HPOBEACHUIO BHYTPEHHETO KOHTPOIs
JOKYMEHT NMOANWUCAH SNEKTPOHHOW MOANUCHIO
POCCUNCKASI AKAOEMUS HAPOAHOI'O XO3AUCTBA U 17.10.23 13:51 (MSK) Ceptudukat 019028E2008FAFCF8C4EDF765BA954FASF
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B pesyabrare ocBOeHHSI JUCHHUILUIMHBI 00y4aIOIIUICA JOJIKEeH HMETh NMPAKTHYeCKUil

OMBIT COCTABIICHUS U 0(OPMIICHUS TOKYMEHTOB OPTaHU3AIMH U BEICHUS JICIOBON NEPEIHCKH.

[Tpu n3yuennu aqucuuIuIMHEL GopmMupyrorcs cneaytomue ooume (OK) koMmneTeHum:
OK 02. Opranu3oBbIBaTh COOCTBEHHYIO JESTEILHOCTh, BHIOUPATH THIIOBBIE METO/IbI U CIIOCOOBI
BBITIOJTHEHUS PO(PECCHOHAIBHBIX 3a/1a4, OLIEHUBATh UX d(PPEKTUBHOCTh U KAYECTBO.
OK 03. IIpuHuMaTh penieHus B CTaHJAPTHBIX U HECTAHAAPTHBIX CUTYALUSIX U HECTH 3a HUX
OTBETCTBEHHOCTb.
OK 05. OcyuiecTBasiTh YCTHYIO M IUCBbMEHHYIO KOMMYHMKAIIMI0 Ha TOCYJAapCTBEHHOM S3bIKE
Poccuiickoit @enepanuu ¢ yueTroM 0COOEHHOCTEN COLIMATIBHOTO U KYJIBTYPHOTO KOHTEKCTA,
OK 09. Ucnonp3oBaTh HHPOPMALIMOHHBIE TEXHOJIOTHH B PO(PECCHOHAIBHOMN 1eATENbHOCTH;
OK 10. ITonp3oBaThCsl MpoQeccOHANbHON TOKYMEHTallMel Ha roCy/lapCTBEHHOM M MHOCTPAaHHOM
SI3BbIKAX;

[Ipu u3ydeHnH TUCHUIUIMHBI OPMUPYIOTCS CleAyoIKe MPo(hecCuOHATbHBIE KOMIIETEHITNH
(I1K):
IIK 1.1. O6pabarbiBaTh IEpPBUYHBIE OyXTanTepCKUe JOKYMEHTHI
[1K 2.7. BBINOTHATH KOHTPOJIbHBIE TPOLEAYPHI M UX TIOKYMEHTUPOBAHHUE, TOTOBUTH U 0(OPMIISATH
3aBepuIaloIIfe MaTepHUaJIbl M0 pe3yJbTaTaM BHYTPEHHETO0 KOHTPOJIS

B cootBercTBHU ¢ TIpodhecCHOHaTbHBIM CTaHIapPTOM «CHEeMATUCT 110 BHYTPEHHEMY KOHTPOJIIO

(BHYTpEHHHI KOHTPOJIEP)», POPMUPYIOTCSI CIICTYIONINE TPYAOBbIE (PYHKITUH:

Kon TpynoBsie Heo6xomumeie ymenus | HeoOxomumble 3HaHUS
NEUCTBUA

O6o0mennas TpynoBas GpyHkmnus «BeimosHeHne 3aJaHuid PyKOBOAUTENIEH CIIEIIUaTLHOTO
MO/Ipa3/IeNIeHNs] BHYTPEHHET0 KOHTPOJIS UM MHBIX CHEIMAIMCTOB BHYTPEHHEr0 KOHTPOJISH)

A/01.5 Coop TpeboBanus
[IpenBapuTenbHbIii cO0p U | HHPOPMAITUU npoheccHOHATLHOU
aHaM3 UHPOPMALIUHU O ITUKH

JesITeNbHOCTH 00bEKTa
BHYTPEHHETO KOHTPOJISI

A/02.5 Coop Hanaxuatb TpeboBanus
Co6op u aHanmu3 UH(pOpMaIUu B3aUMO/ICHCTBHE C npodecCHOHATLHOU
nHpOpMAIIUHU B XOJIE PYKOBOJIUTEIISIMU H ITUKH
MPOBEICHUST KOHTPOJIBHBIX COTPYIHUKAMHU
poIIeTyp 00BEKTa BHYTPCHHETO
KOHTPOJIS

B cootBercTBHU ¢ TIPO(ECCHOHATBHBIM CTAHIAPTOM «AYIUTOPY», POPMUPYIOTCS CIEAYIONINE

TPYZIOBBIE€ (PYHKLIUU:

Kon Tpynoseie Heob6xonumelie ymeHust Heobxonumsbie
JEUCTBUSA 3HAHUS

Oo6o006menHas TpynoBas GyHkuusa «OcylecTBIeHHE BCIOMOTaTeNIbHBIX (QYHKIUH MpH
BBINIOJIHEHUH ayIUTOPCKOTO 3a/IaHUsS U OKa3aHUM IIPOUYUX YCIYT, CBA3aHHBIX C ayAUTOPCKOU

JESITEIbHOCTBION
A/01.4 Beinonnenue ITonnepxuBars OcCHOBBI 3THKH
BrinosiHeHUE OTAENBHBIX | OTAEIBHBIX JIEJIOBBIE U STUYHBIE JIeTIOBOTO OOIIEeHUS,
MIOPYYEHUN AJIs Lenen omepanuil s B3alMOOTHOILIEHHUSI C KOMMYHHKaIUHN U
ayIUTOPCKOTO 3aJjaHusl U | Liese IIPEICTaBUTEISAMH KOpHOpaTUBHOMN
Qb RAGHH AJARRAH XndiePidilinoin ndpEPPCKOTO ayMpyEeMOTo Jinna STHKH

POCCUACKAS AKALEMWUSI HAPOAHOI'O XO3SIACTBA U 17.10.23 13:51 (MSK) Ceptudukat 019028E2008FAFCF8C4EDF765BA954FAF

FOCYAAPCTBEHHOW C/Y)XBbl NP NPE3UAEHTE POCCUWCKOW
®EAEPALIMU, AKAAEMUS NMPU NPE3UAEHTE PO, Ackaposa Hauns
WnbrusosHa, AunpekTop KasaHckoro dunnana Akagemmm




CBA3AaHHBIX C

3aJaHud U

(JInua, 3aKIF0YMBILErO

ayJIUTOPCKOMI OKa3aHUA IPOYMX | JOTOBOP OKAa3aHUs
JESITEIbHOCTBIO yCIIyT, CBA3aHHBIX | COIYTCTBYIOIIHUX
C ayIMTOPCKOM ayauTy WIKA IPOYUX
JESITEIbHOCTBIO YCIIYT, CBA3aHHBIX C
ayIUTOPCKON
JIEeATEIIbHOCTBIO) B C
paboTHUKaMU
ayAUTOPCKOM
OpraHu3aluu
A/02.4 Boinosinenue [HoanepxxuBatpb OCHOBBI 3TUKHU
Brinosinenue OTJIEIbHBIX JIEJIOBBIE U STUYHBIE JIEJIOBOTO OOIIEHMS,
ayUTOPCKUX MPOLIEyp onepanuil s B3alMOOTHOIIEHHUS C KOMMYHHUKAIUHN U
(mevicTBuit), nenen IIPEACTABUTEISIMU KOpIIOPATUBHOU
OCYIIECTBIICHHE ayJIMTOPCKOTO ayJIupyeMoro Jiuia TUKHU
OTJIEbHBIX ONEpaLluit 3a/laHus U (Jinua, 3aKIF0YMBILETO

IIpY OKa3aHUHU

CONYTCTBYIOIIUX ayJIUTY
U MIPOYUX YCHYT,

OKa3aHHusd IMPOYnX
YCIIyT, CBSI3aHHBIX
C ayIMTOPCKOU

JOrOBOPp OKa3aHUA

COIYTCTBYIOIIHNX
ayIUTY WIHA NPOYUX

CBA3AaHHBIX C ACATCIBbHOCTBIO YCIyr, CBA3aHHBIX C

ayJINTOPCKOMN ayIUTOPCKON

JeSITeNIbHOCTBIO JEeSITENIbHOCTBIO) U C
paboTHUKaMH
ayAUTOPCKON
OpraHu3anuu

B npouecce peanuzanuu nporpaMMbl BOCIUTaHUS 00YyYaIOUUMUCS JODKHBI ObITH

AOCTUTHYTHI CJIICAYIOINNEC JIMYHOCTHEIC PE3YyIbTaThI:

JIP 2 TlposBisitoumididi  akTHMBHYKO  TPaXJAHCKYH0  MO3UILUIO,  JEMOHCTPUPYIOLIUM

IIPUBCPIKCHHOCTD IMpUHOUIIaM YECTHOCTHU, MopAA0YHOCTH, OTKPBLITOCTH,

SKOHOMMYECKH AaKTHBHBIA H y‘laCTByI-OH_II/Iﬁ B CTYACHYCCKOM H TECPPUTOPUATIBHOM
caMoOymnpaBJI€CHUHX, B TOM 4YHCJIC Ha YCIOBHIAX I[O6pOBOJ'IB‘{eCTBa, IMPOAYKTUBHO

B3aUMOJICHCTBYIOIIMK U 00IIIECTBEHHBIX

YYACTBYIOIIMM B JIEATEIBHOCTH
OpraHu3alui.
JIP3  CoOmroparomuii  HOpPMBI MPABOMOPSAIKA, CICAYIOMIMA HealaM TI'pakJaHCKOTO
oOmecTBa, oOecriedeHus1 0€30MacHOCTH, MpaB U cBOOO rpaxkaan Poccuu. JlosuibHbBIN
K YCTQaHOBKaM M TMPOSBICHHIM MpPEICTaBUTENEH CYOKYIbTYp, OTIMYAIOMIMA HX OT
TPYIIl C JECTPYKTUBHBIM M JICBUAHTHBIM IOBEAEHUEM. JleMOHCTpUpyromun
HENPUATUE U NIPEIYNPEKIAIOUNAN COLIMATBHO ONACHOE NOBEICHUE OKPYKAIOIINX.
Cobmonatomuii B cBoeil mpodecCHOHANBHON AEATETHHOCTH 3TUYECKUE MPUHITUIIBL:
TP 13 YECTHOCTH, HE3aBHCUMOCTH, MPO(GECCHOHATBHOTO CKENTHUIM3Ma, MPOTUBOIACHCTBUS
KOPPYIIIMM U SKCTPEMH3MY, OOJIaJarolivii CUCTEMHBIM MBIIIJIEHUEM U yMEHHEM
IIPUHUMATD PELICHHUE B YCIOBUAX PUCKA U HEOIPEIEIEHHOCTH
['oTOBBIN COOTBETCTBOBATH OXHUAAHUAM paboTomaTeneii: MPOEKTHO-MBICISIINH,

JIP 14 »>¢pdexTuBHO B3aMMOJEHCTBYIOIIMNA C YJICHAMHU KOMAaHIbl M COTPYIHHYAIOMIMNA C

TOVELMIA— RO MILE ORHAHHO

oc n A o nadhecerro T a
/_LP)’I YLIVIYT JITUZADIVIYL, oo oIannmu DDDITTUIIIATULIYIYT ILIJU\J:J\/\/\/I/IUHQJLDHDI\;
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OTBETCTBECHHBIN, IIyHKTYaJIbHBIH, JUCUUIIIIMHUPOBAHHBIMN, TPYIOJIFOOUBBIH,
KPUTHYECKH MBICIISIINAN, HALEJICHHbIM Ha JOCTUI)KEHHUE IIOCTaBJICHHBIX LIEJICH;

JEMOHCTPUPYIOIINN PO (hecCHOHANBHYIO )KU3HECTOHKOCTh

Peanuzanuss  mporpamMmbl  y4eOHOM  JUCUUMIUIMHBI — NPEJYCMAaTpUBAET  BO3MOXHOCTH
HCI0JIb30BAHUSL AJIEKTPOHHOTO OOY4YEHMs] M JUCTAHLIMOHHBIX 00pa30BaTElIbHBIX TEXHOJOTUH, B TOM

YHUCIC IJid IMPOBCACHUA HpOMe)I(YTOqHOfI aTTCCTaluu.

JIOKYMEHT MOZAMUCAH SMEKTPOHHON MOAMMUCHIO
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2. CTPYKTYPA U COJAEP)KAHUE
YYEBHOM JUCLUILIUHBI

2.1. O0béM yueOHOM AUCHMIIMHBI M BUABI Y4eOHO#l padoThI

. O0bém
Bua yueOHo# paGoThl
4yacos

O0bem o0pa3oBaTeIbHOI NPOrpaMMbl Y4eOHOM JMCIHUIIIHHbI 56
B T .4. B opMe NMPaKTHYeCKOil MOATOTOBKH 18
B T.4.
TEOpEeTUYECKOe 00yIeHNe 36
NpakTHYeCKHe 3aHATUs (B T .4. B popMe MPaKTHUECKOM MOITOTOBKH ) 18
Camocmosmenvhas paboma obyuaiouje2ocs
IIpome:kyTounas arrecrauus B popme nuddepeHunpoBaHHOro 3auera 2

JIOKYMEHT MOZAMUCAH SMEKTPOHHON MOAMMUCHIO
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2.2. TemaTu4eckuii IJIaH U COJlepsKaHHUe YUeOHOM AN CUMIIIMHBI

((I[OKyMeHTaIII/IOHHOC odecrneyeHue yYipaBJicHUs»

HaumeHoBaHus Conepxxanue yueOHOro MaTepuasia, NpakTu4ecKue padorsl, O0bém Koabl komnereHumii u

pa3iesioB U TeM caMocCTosiTe/IbHAasi paboTa 00y4yarommXxcst 4acos JIMYHOCTHBIX

pe3yJibTaToB,

(¢popmupoBanuio
KOTOPBIX CIIOCOOCTBYET
3JIeMEeHT MPOorpaMmMbl
1 2 3 4
PA3JEJI 1. JOKYMEHTHPOBAHUE YIIPABJIEHUECKOM JEATEJIBHOCTH 36/12
Tema 1. 1 Conepkanue yaeOHOTO MaTepuaa 10

Brenenue. JlIokymMeHT u

CUCTEMA JOKYMCHTAINN

1. [Ipeamer, coxaepxkanue © 3a7a4d AWCIHHUIUIMHBL. 3HAYCHHE |
coJiepKaHue TUCIUTUTMHBI «J[0OKyMeHTallMOHHOE 00ecTieueHre YITPaBIICHUS.

2. [TpoucxoxxaeHne M BOJIONUSA TOHATHS «TOKyMeHT». COOTHOIIIEHHE
MOHATUNA «WH(OpPMAIUA» U «IOKYMEHT». [loHSATHE TEPMHUHOB: «IOKYMEHT,

CAOKYMECHTUPOBAHHUECY, KTOKYMCHTAIMOHHOC oOecnieueHue YIpaBJICHUS).

3. [Tonsitne «hyHkus gokymeHTtay. OCHOBHbIE (PYHKIMU JOKYMEHTa U
ux ocobeHHoctu. JIoOKyMeHTHI W HMX 3HAaU€HHE B  COBPEMEHHOU
npodeccuoHanbHOM NesTeNbHOCTH

4. Knaccudukanus TOKYMEHTOB IO pa3UYHBIM IPU3HAKAM: MECTY

COCTaBJICHUs, COJIEpXKaHHIO, (hopMe, CPOKaM MCIOJHEHUS, MPOUCXOXKICHHIO,
Buay oc¢opmienus. IloHatue cucreM [AOKyMeHTaUuu. YHUPUKAUUS U
CTaHJapTHU3aLMs YIPABIEHYECKUX JOKYMEHTOB.

S. HopmaTuBHO-IpaBoBass 0a3a OpraHu3aluM JOKyMEHTAllMOHHOTO

oOecrieueHus yrpaBJIeHUs

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

[IOKYMEHT MOZAMUCAH SMEKTPOHHOM MOAMUCHIO

POCCUIACKASl AKABEMUSI HAPOAHOIO XO35IAICTBA U
rOCYIAPCTBEHHOW CNY)XEbISIPY MPE3NAEHTE POCCUIACKOIA
®ELEPALMWN, AKAAEMWS NMPU NMPE3UAEHTE PO, Ackaposa Haunsi
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HaumeHnoBanus Coaepikanue yueOHOro MaTepuaia, NpaKkTH4ecKue padorsl, O0Bém Koabl komnerenuuii u
pa3esioB U TeM caMocCTosiTe/IbHasi paboTa 00y4yarommXxcst 4acos JIMYHOCTHBIX
pe3y/1bTaToB,
(¢popmupoBanuio
KOTOPBIX CIIOCOOCTBYET

3JIeMEeHT MPOrpaMmMbl

1 2 3 4
Tema 1.2. Coneprxkanue yaeOHOTO MaTepuasa 20 OK 03., OK 04., OK 05.,
Cucrema opraHu3aioHHO- OK 09., OK 10.
pacopsANTENIBHON K 2.7.
JIOKYMEHTAIlNN JIP 2, JIP 3,
JIP 14
1. I'OCTwo1 Ha OPJI. TpeboBanus k oopmiIeHHIO TOKyMEHTOB. [ToHsTHE

KPEKBU3UT JOKYMCHTA»

2. TpeboBanus k 6;1ankam. Busl 671aHKOB

3. TpeboBaHus K TEKCTaM IOKYMEHTOB

4, OpraHu3anuoHHbIC JOKYMEHTHI: YCTaB, JODKHOCTHAS HHCTPYKITUA.

5. PacriopsiinTennbHbIC TOKYMEHTBI: IPUKA3bl, PACIIOPSIKEHUS.

6. CripaBOYHO-HH(POPMAIIMOHHBIC JIOKYMEHTBI: CIIy)KeOHas — 3aIlncKa,

CIIpaBKa, CJ'Iy>K€6HOC IIUCBbMO.

[Ipaktuueckoe 3anstue Ne 1 2
OdopmieHue T0KyMEHTOB ¢ TOMOIIbI0 mporpamMmmbl Microsoft Word. Co3znanue

nrabiao0Ha JOKyMeHTa (MpaKkTH4ecKas MoAroToBKa)

IIpakTnueckoe 3anarue Ne 2 2
CocraBnenue 1 0(popMIIEHHE OT/IEIbHBIX BUIOB OpraHU3allMOHHBIX

JAOKYMCHTOB (HpaKTI/I‘-IeCKaH HO,Z[TOTOBKa)

[IpakTnueckoe 3ansarue Ne 3 2*

JAORYMEHT TTOATTMCAH 3JTEKT PORHOAT TOATMCBIO
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HaumeHnoBaHus Copep:xaHue y4eOHOI0 MaTepuaja, IPpaKTHYeCKHe padoThl, O0bém Koabl komneTeHuuii u
pa3/iesioB M TeM CaMOCTOfITeIbHAsl paboTa 00y4aroImuXCs 4acoB JIMYHOCTHBIX
pe3yJabTaToB,
(¢popmupoBanuio
KOTOPBIX CIIOCOOCTBYET
3J1eMEeHT MPOrpaMMbl
1 2 3 4
CocraBnenue u 0opopMIIeHUE OTIENIBHBIX BUJIOB PacOPSAUTEIbHBIX
JOKYMEHTOB (TMpaKkTU4ecKasi Or0TOBKA)
[IpakTueckoe 3anarue Ne 4 2%
CocraBnenne 1 0(hopMIIEHHE OTIEIBHBIX BUIOB CIIPABOYHO-MH(POPMAITHOHHBIX
JOKYMEHTOB (TMpaKkTUyecKasi O Ir0TOBKA)
Tema 1.3. Copnepxanue yueOHOro Marepuala 2 OK 02.,0K 03., OK 05.,
Jlenexnblie ¥ PUHAHCOBO- OCOOEHHOCTH  COCTaBiIeHHS M OQOPMIIEHHS JCHEXKHBIX U  (DMHAHCOBO- OK 09.,OK 10., TIK 1.1.
pacyCTHBIC TOKYMCHTBI pacyeTHBIX JOKYMCHTOB.
[IpakTuueckoe 3anstue NoS: 2
OdopmiieHue mIaTeXHbIX JOKYMEHTOB (TpakTU4ecKas MOroTOBKA)
Tema 1.4. Copnepxanue yueOHOro Marepualia 4 OK 02., OK 04., OK 05.,
JloroBopHO-TIpaBOBas 1.ITonsitue norosopa (koHTpakTa). Tunosast popma goroBopa. OCHOBHBIE OK 09., OK 10., 11K 2.7.
JOKyMEHTAIus pazzaensl noroBopa. [IpaBuna odopmiieHNs MPETEH3NOHHBIX MHUCEM. JIP 14
[Ipaktuueckoe 3anstue Neb: 2*
CocraBnenue u opopmIiIeHUE MPETEH3UMOHHBIX MHUCEM (IIpaKTUUeCKast
MOJATOTOBKA)
PA3JEJI 2 OPTAHU3AIIUA PABOTBI C JOKYMEHTAMHU 20/6
CogepxaHnue yueOHOTO MaTeprala 6 OK 02., OK 03., OK 09.
Tema 2.1 1. [lonstue  nmoxymeHTOOOOpOTA. CoctaB u  yuer  oOwbema JIP 14
Opranuzanus JOKYMEHTO000pOoTa —opranu3atiit.—Opranmsanus padboTsr ¢ AoKyMEHTaHueH

[IOKYMEHT MOZAMUCAH SMEKTPOHHOM MOAMWCHIO

PULLWPI'CKKHTKMENWI’H’HIP%HUTO‘X(BHWCTBTPI - - 17.10.23 1375
rOCYAAPCTBEHHOU cnyxebidru MPE3NAEHTE POCCUUCKOU

®OEAEPALNN, AKABEMUA NPU NPE3UAEHTE PO, AckapoBa Haunns
WnbrusosHa, AupekTop KasaHckoro dunnana Akagemmn

(MSK) CeptvidnkaT UI9028EZ008FAFCFBCAEDF/65BA954TA9F




HaumeHnoBaHus Coaep:xkaHue y4eOHOTr0o MaTepuasia, NpaKkTHYeCKue padoThl, O0Bém Koabl kommneTeHuii u
pa3esioB U TeM caMoCTOsITe/IbHAsI paboTa 00y4YaommXxcst 4yacoB JIMYHOCTHBIX
pe3yJibTaToB,
(¢popmupoBanuio
KOTOPBIX CIIOCOOCTBYET
3JIeMEeHT MPOrpaMmMbl
1 2 3 4
JOKYMEHT0000poTa, MOCTYNAIOIIEH B OPraHu3aluIo.
perucrparus J0KyMEeHTOB, 2. Peructpanus HOKyMEHTOB Kak IpoliecC CO3/aHusl OaHKa JaHHBIX O
HCIOJIHEHUE TOKyMEHTOB JOKYMEHTaxX OpraHu3aluy JUIsl MOCIEAYIOUIEro KOHTPOJS M CIPaBOYHOM
pabotel. [lpaBmia perucTpanud W WHACKCAIMA JOKYMEHTOB. THIIOBBIE H
WHIUBUAYAIbHBIE CPOKH UCTIOJTHEHUS JIOKYMEHTOB.
3. Knaccudukanus BumaoB u  (GOpM perucTpani  yIpaBICHUESCKHX
JOKYMEHTOB
Tema 2.2. Copnepxanue yueOHOTO MaTepuaa 6 OK 04., OK 05., OK 09.,
HHdopMarnoHHbIe TEXHOIOTHH | 1, JIOKyMEHTHpOBaHUE C MPUMEHEHUEM DJICKTPOHHO-BBIYHCIUTEILHON OK 10.
B JICJIONPON3BONICTBE TEXHUKHU. Ponb TEXHUYECKUX CpEICTB B COBEPILIECHCTBOBAHUU JIP 13, JIP 14
JOKYMEHTAIlMOHHBIX IpoleccoB. Mcnoap30Banue nporpaMMHOTO oOecreueHust
JUIS pelieHus mpodecCHOoHaNbHBIX 3a7a4
[Ipaktuueckoe 3ansitue Ne 7 2
OdopmieHue TOKyMEHTOB ¢ MoMoIIbI0 mporpamMmmbl Microsoft Word. Pabora ¢
ANEKTPOHHBIMU JOKyMeHTamu. PaboTa ¢ 3anpocamu (ImpakTuueckas
MOATOTOBKA)
IIpakTnueckoe 3anarue Ne 8 2
OtedecTBeHHbIE pa3paboTKu mporpamM aBTomMaruzanuu JJOY u apXuBHOTO
nena (mpakTUYecKasi oAr0TOBKA)
Tema 2.3 6 OK-03;-0K05;-0K09-

Cognepxanue yueOHoro-Marepuaia

*9 3

.
POCCUIACKASI AKABEMWUSI HAPOOHOIO XO3SIACTBA U
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HaumeHnoBanus Coaepikanue yueOHOro MaTepuaia, NpaKkTH4ecKue padorsl, O0Bém Koabl komnerenuuii u
pa3/iesioB H TeM caMocCTosiTe/IbHasi paboTa 00y4yarommXxcst 4acos JIMYHOCTHBIX
pe3y/1bTaToB,
(¢popmupoBanuio
KOTOPBIX CIIOCOOCTBYET

3JIeMEeHT MPOrpaMmMbl

1 2 3 4
1. Cucremaru3zanus JOKyMEHTOB U UX XpaHECHHE.
2. Howmenxknarypa nen. [lpumepHbie U THTIOBBIE HOMEHKIIATYPHI eI
[IpakTueckoe 3anarue Ne9 2%

1. CocraBnenue u oQoOpMIIEHHE HOMEHKIATyphl Jed  (IpaKThyeckas

MOJITOTOBKA)

IIpome:kyTounas arrectauus B ¢popme n1udpdepeHUMPOBAHHOIO 3a4eTa 2

Bcero: 56

* 3aHATHS IMPOBOAMWMBIC C UCITIOJIb30BAHHUEM AKTHBHBIX 1 HHTCPAKTHBHBIX (bOpM IIPOBCACHUA.
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3. YCJIOBUSI PEAJIU3ALIMU IPOTPAMMBI
YYEBHOM JUCLUILIUHBI

3.1. Tpeﬁosaﬂnﬂ K MUHUMAJIBbHOMY MaT€PHAJIbHO-TEXHUYCCKOMY o0ecnevYeHuIo

Peanmaunﬂ nporpaMmbl JUCHHUITJIMHBL oOecrieunBacTCs HaJIUUIHEM yqe6H0r0 KaOuHeTa

«/loxymenTanmonHoe odecrieueHue yrpaBieHUSD.

Obopyoosarue yuebnoco kabunema:
— TI0CaJI0YHBIEC MECTA 110 KOJIUYECTBY 00yIaeMBbIX;
— pabouee MeCTO IMPeTo1aBaTels;
— CHeuManu3upoBaHHAs MEOEIb.
Texnuueckue cpeocmea 00yyeHusL:
—  KOMITBIOTEPHI [T OCHAIIEHUS pab0oyvero Mecra IMperoaBaTeis i 00y9aeMbIX;
— TEXHHWYECKHEe YCTPONCTBA LIS ayAHOBU3YaJIbHOTO OTOOpaskeHUsI HH(DOPMAIHH;

— ayJIuOBU3YyaJIbHBIE CPEICTBA OOyUEHUS.

3.2. UndopmannonHoe odecriedyeHue 00yueHust

OcHOBHBIE HCTOYHUKH

3axonooamenvrvle u HOopmManmuervle aKmbl

®denepanbublii 3ak0H Poccuiickoit deneparuu ot 27.07.2006 1. N 149-D3 «O6 undopmarumu,

I/IH(bOpMaI_[I/IOHHI)IX TCXHOJIOTHUAX U O 3alllUTC I/IH(bOpMaI_[I/II/I» C UBMCHCHUSIMH U OOINNOJITHCHUAMU

l'ocynapcTBeHHas cucreMa JI0KyMEHTAllMOHHOTO o0OecrieueHus ynpapieHusi. OCHOBHBIC MOJIOXKEHHUS.
O6mme TpeOoBaHMA K JAOKYMEHTaM M CIIy)kO0aM JOKYMEHTallMOHHOTO oOecredeHus (ogo0peHa
kosuterueit ['maBapxuBa CCCP 27.04.1988, npukas I'maBapxusa CCCP ot 23.05.88 Ne 33)

I'OCT P 7.0.97-2016. HaumonanbHbiil cTangapt Poccuiickoin @enepanun. Cuctema CTaHAApTOB MO
uHpopmanuy, OUOIMOTEUHOMY U U3JATENbCKOMY Jeny. OpraHu3alMOHHO-PACHOPSIUTENbHAS

NoKyMeHTanus. TpeboBaHusi Kk odopmieHH0 HoKyMeHTOB (yTB. [lpukazom Poccranmapra ot
08.12.2016 N 2004-ct) (pexn. ot 14.05.2018)

I'OCT «/lemonpousBoacTBO U apxuBHoe feiao» P 7.0.8 ot 17.10.2013.

Va3 [Ipesnnenta Poccuiickont ®@enepannn ot 04.04.2016 Ne 151 «O DenepanbHOM apXUBHOM
areHTCTBE»
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OK 011-93. Oomepoccuiickuii  k1accuukatop  yOpaBJIGHYECKOW  JTOKyMEHTamww  (YTB.
[TocranoBnenuem 'occrangapra Poccun ot 30.12.1993 N 299) (pen. ot 25.05.2017) (¢ u3m. u gor.,
Bery. B cuiy ¢ 01.08.2017)

Vuebnvle u cnpagounvle uzoanus
1. Kupcanosa, M. B. Kypc nenonpoun3BojcTBa: JOKyMEHTALIUOHHOE 00eCIIeYeHNE YIPaBICHUS :
yaebHoe mocobue / M.B. Kupcanosa, FO.M. AkceHoB. — 6-¢ u3z., ucrp. u nom. — Mocksa :
NH®D®PA-M, 2020. — 257 c. + Jlon. Marepuanbsl [DineKTpoHHBIM pecypc]. — (Breicuiee
obpazoBanue: bakamaBpuar). - ISBN 978-5-16-006789-6. - Tekcr : snexkrponHbid. - URL:
https://znanium.com/catalog/product/1088888

2. Ky3nenosa, U. B. JlokymMeHTalIMOHHOE OOCCIICUCHUE YIPABIICHUS : ydeOHOE MocoOue s
CIIO / U. B. Ky3nenosna, I'. A. Xauatpsa. — 2-e u3n. — Caparos : [IpodoOpazoBanue, At
ITu Op Menma, 2019. — 166 c. — ISBN 978-5-4486-0404-1, 978-5-4488-0216-4. — Texkcr :
anektpouHslit // Ludposoit obpazoBarensubiii pecypc IPR SMART : [caiit]. — URL:
https://www.iprbookshop.ru/80326.html

I[OHO.HHI/[TCJILHI)IB HCTOYHUKHU

1. bacakoB M. W. JlemompousBonactBo (/lokymeHTarimoHHoe oOecrieueHnue YIpaBIICHHS):
yaeOnuk/M.N.bacakos,0.1.3ambinkoBa.- 13.u3m.,crep.-PocroB u/{:®enunke, 2015.-376 c.

2. JIoKyMEHTallMOHHOE oOecreueHrne yhnpaBlieHHs  (JIEIOMPOU3BOJICTBO):  y4eb.mocodue
/T.A.beixoBa, T.B.Ky3nenoga,JI.B.Cankuna.-2.u3m1.,nepepad.-M..MHOPA-M,2015.

3. Kopoobeiinukora JI.C. JlIokyMeHTalIMOHHOE 00OecredeHue AeJI0BOro O0MIeHHs : yued.mocooune
/J1.C.KopobeitnukoBa, O.M.Kynpromuna; noxa pen.Jl.A.Exnosunikoro.-M.:Maructp,2015.

4. Illysamosa H.H., MBanoBa A.FO. OCHOBBI IEJIONPOU3BOJICTBA: YUYCOHUK U TPAKTUKYM IS
CIIO/H.H.IlyBanosa, A.}O.MBanoga; nox pen. H.H.IllyBanosoii.- M.: FOpaiit, 2016.

HNuTepHeT-pecypcenbl

CnpaBouHo-npaBoBas cuctema «Koncynbrant Ilntoc» [Dnextponnsiii pecypce]. URL:
http://www.consultant.ru

CnpaBouHo-npaBoBasi cucrema «I'apant» [Dnekrponnsiii pecype]. URL: http://www.garant.ru
- OBC «Znanium» - https://znanium.com/

- DBC «Aiibykc.py/ibooks.rux» - https://ibooks.ru/
- ObC «Hudposoit oopazosarensHbiii pecypc IPR SMART» (OBC «IPRbooksy) -
https://www.iprbookshop.ru/

- OBC «JIanw» - https://e.lanbook.com/

- OBC O6pazoBarenbhas miardopma HOpaiit (ObC «tOpaiit») - https://urait.ru/
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4. KOHTPOJIb 1 OLIEHKA PE3YJIbTATOB OCBOEHUA

YYEBHOM JUCLUILIUHBI

KOHTPOJIL H OHEHKa pPC3YJIbTAaTOB OCBOCHHA AWCHHUILJIMHBI OCYHICCTBJIAIOTCA IIPECIIOAABATCICM B

IpoLecce NpoOBEACHUS PAKTUUECKUX 3aHATUHN, TECTUPOBAHUS, TU(P(HEPEHIIUPOBAHHOIO 3a4eTa.

Pesynbrarel 00ydeHus

Kpurepun onenku

MeTtoanl OLEHKH!

Ilepeuenv snanuti, Xapaxmepucmuku Kaxumu npoyedypamu
0C8aUBAEMbBIX 8 DAMKAX 0eMOHCMPUPYEMbIX 3HAHUL, NpoU3800UMCsl OYeHKA
OUCYUNTIUHDBL Komopvle — mozcym — Obimb
npoGepeHuvl
3HAHHWE OCHOBHBIX MOHITUH 3HaeT oTpe/esieHue OrueHka pe3yabTaToB

JOKYMEHTAI[MOHHOTO
o0ecrnieueHus yrpaBieHUs;
3HaHME KJIacCUpUKaluU
YIPaBICHYECKUX IOKYMEHTOB;
3HaHUE TIPaBUJIa COCTABIICHUS U
0hOopMIICHHUS YITPABICHYECKUX
TokyMeHTOB Ha ocHoBe ['OCT;
3HaHUE COCTaBa JOKYMEHTOB
CTEIUATbHBIX CUCTEM
JOKYMEHTAITUH;

3HAHME MPaBWJI OpraHU3AIIH
BCEX ATAroB pabOTHI ¢
JTOKYMEHTaMu;

3HAHUE TTPHIIOKECHHI
nporpammbl Windows,
HCIOJIb3YEMBIX JJISl pean3aluu
3agau IOV

3HaHUE MOHATUN NEPBUYHOU
OyXxrantepckoi JOKyMEHTAlluH,
MIPaBUJI U CPOKOB XPaHEHUS
MePBUYHON OyXraaTepcKoit
JOKYMEHTAIIH.

JOKYMEHTa, €0 MpPU3HAKOB U
byHKIIUH;

3HAET KJIACCU(PUKALUIO
YIIPaBIIEHYECKUX TOKYMEHTOB;
3HAET MpaBUIIa COCTABICHUS U
ohopMIIeHHS YIIPaBICHUECKUX
JOKYMEHTOB;

3HAET COCTaB JIOKYMEHTOB
CTEIUATBHBIX CHCTEM
JOKYMEHTAIIHH;

3HaeT OCHOBBI
JOKYMEHTOO0OpOTa H  €ro
ITAaIoB;

3HAET MPHUIIOKEHHSI TPOTPAMMBI
Windows, ucronabs3yemsbie s
0(hOopMIICHHSI TOKYMEHTOB;
3HAET MOHSITHE IEPBUYHOM
OyXraJTepCcKOi TOKyMEHTAIINY;
3HAET MpaBUJIa U CPOKH
XpaHEHUs IEPBUYHOM
OyXraJTepCcKOi TOKyMEHTAIINY;

BBIIIOJTHCHHSA MPAKTUYCCKUX
pabor.

OrieHka pe3yabTaToB YCTHOTO
Y TIHCBMEHHOTO OIpOca.
O1ieHKa pe3yJbTaToOB
TECTUPOBAHUA.

O1ieHKa pe3ysbTaToOB
BBITIOJIHCHUA JOMAITHUX
3aJaHuH.

O1ieHKa pe3yJbTaToOB
MPOBEIEHHOMN
MPOMEKYTOUYHOM aTTECTAlUKU

HepequL YMCHHﬁ, OCBAaMBACMBIX B paMKax OUCIHUIIJIMHBI

YMEHHUE OCYIIECTBIATh ITOUCK,
aHaJIM3 U UCIOJIb30BAHUE
HOPMAaTHBHO-TIPaBOBBIX
JOKYMEHTOB B IPUMEHEHHUH K
3agauam J1OY;

YMEHHUE COCTABIATh U
0(GOPMIIATH YITPABIECHUYECKYIO U
npoheccuoOHaTbHYIO
JOKYMEHTAIMIO B COOTBETCTBHE
C HOpMaTHBHOM 0a30ii;

YMEHHUE UCI0JIb30BaTh
YHUDUIUPOBAHHBIE (POPMBI
JOKYMEHTOB;

YMEHHUE OCYIIECTBIATh
JIETIOBYIO TIEPEMHCKY;

VMAeHAe IDM AN TR CHATCTRS

yMEET OCYLIECTBIATh MOMCK,
aHaJM3 ¥ UCIIOJIb30BaHUE
HOPMAaTHUBHO-IIPABOBBIX
JOKYMEHTOB B IPUMEHEHUH K
3agadam J1OY;

YMEET COCTaBJISATh U OPOPMIIATH
YTIPaBJIEHYECKYIO U
po(eCCHOHATILHYIO
JOKYMEHTAIUIO B COOTBETCTBHE
C HOpMaTUBHOM 0a301i;

yMeeT MCI0JIb30BaTh
YHUDUITUPOBAaHHBIE (POPMBI
JIOKYMEHTOB;

YMEET OCYLIECTBIATH JIEIOBYIO
HEePEeNNCKY;

OueHka pe3yJabTaToB
BBITOJHEHUS ITPAKTUYECKHUX
pabor.

OueHka pe3yapTaToB yCTHOTO
Y MMCBMEHHOTO OMpoca.
OueHka pe3yabTaToB
TECTUPOBAHUS.

OueHka pe3yabTaToB
BBIIIOJTHEHUS JJOMAITHUX
3aJlaHUH.

OueHka pe3yabTaToB
MIPOBEIEHHOMN
MIPOMEKYTOUYHOM aTTECTALUU
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MH(POPMAIIMOHHBIX TEXHOJIOT U
IUISL CO3/1aHUS ¥ OPOPMIICHHUS
JTOKYMEHTOB;

yMEHHUE pa30ouparbcsi B CUCTEME
BHYTPEHHETO
JOKYMEHTO000pOoTa
OpraHu3aIumy;

YMEHHUE OCYIIECTBIIATh
XpaHEHHUE U MOMCK
JTOKYMEHTOB;

yMeHHUE pa30upaThCs B
HOMEHKJIAType JIeT;

YMEHHE TPOBEPSATH HAJTMUHUE B
MIPOU3BOJIBHBIX TTEPBUYHBIX
OyXrajnTepcKux JOKyMEHTaX
00s3aTeNbHBIX PEKBU3UTOB;
YMEHHE COCTABJIATH aKTHI U
CTIPaBKHU MO pe3yJIbTaTaM
BHYTPEHHETO KOHTPOJIS,

UH()OPMAIIMOHHBIX TEXHOJIOTHIt
JUIsL CO3/1aHus U 0pOpMIICHUS
JIOKYMEHTOB;

yMeeT pa30upaThCs B CUCTEME
BHYTPCHHETO
JOKYMEHT0000poTa
OpraHu3aluH;

YMEET OCYLIECTBIISTh XpaHEHHE
Y TIOKCK JIOKYMEHTOB;

YMEET COCTaBHUTh
HOMEHKJIATYPY JeT U
3aperuCcTpUPOBaTh JOKYMEHTHI;
yMeeT MPOBEPATh HATUYHUE B
TPOU3BOJIBHBIX TIEPBUYHBIX
OyXTalTepCKUX JOKYMEHTaX
00s3aTeNbHBIX PEKBU3UTOB;
YMEET COCTABIISATh AKTHI U
CTpaBKHU MO pe3yJbTaTaM
BHYTPCHHETO KOHTPOJIS;

JIOKYMEHT MOZAMUCAH SMEKTPOHHON MOAMMUCHIO
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