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PACCMOTPEHO YTBEPXIAIO
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1. OBIIAS XAPAKTEPUCTHUKA PABOYEHN MPOI'PAMMBI YYEBHOMN
JUCHHUIINIMHBI « IOKYMEHTAIUMOHHOE OBECIIEYEHHUE YIIPABJIEHU S
1.1. ObaacTh NpUMeHEeHUs1 TPOrPAMMBI
Yyeonas mucrumimHa OI1.06 sBisieTcs 00s3aTeNbHOM YacThio 00MIETPOdeCcCHOHATBLHOTO
IUKJIA ITUKJIa OCHOBHOW 00pa3oBaTebHOM mporpammsel B cooTBeTcTBHM ¢ @I'OC 1o crnenuaibHOCTH

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

NUCHUIIIINHOM.

I[I/ICHI/IHJ'II/IHa HUMECT MCEXIPEAMETHBIC CBsA3HM C JUCHUIIIIMHAMHU

«Uupopmannonusie

TCXHOJIOTHH B HpO(i)CCCHOH&J'IBHOfI JACATCIIBHOCTHY, ((MGHCI[)KMCHT».

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

I_Ie.]'ll/l OCBOCHMS NUCHMIIVIMHBI. JOCTHYb NPCAMECTHBIX, JTUYHOCTHBIX M MCTAPCIAMCTHBIX

pe3ynbratoB oOydeHuss Ha 0a3oBoM ypoBHeE; crnocoOctBoBaTh (opmupoBanuio OK u IIK mo

CHEHATbHOCTH «DKOHOMHKA M OyXTalNTepCKHil y4eT (10 OTpaciisaM)»

YMeHus u 3HaHUA 10 y4eOHOW TUCHMIUIMHE «/[OKyMeHTamoHHOE OOecrieueHue YIpaBICHUS

HaIpaBJICHbl HA (OPMHUPOBAHUE CIACTYIOMUX OOMIMX M MPO(HECCHOHATBEHBIX KOMIIETCHIIUH:

Kon YMmenus 3HaHus
[1K,
OK, JIP

OCYIIECTBIISATh IOUCK, aHAIU3 U COJIep’KaHus aKTyaJIbHOH HOPMaTUBHO-

OK UCIOJIb30BaHNE HOPMATHUBHO-TIPABOBBIX MIPaBOBOM JOKYMEHTAIINH;

02. JIOKYMEHTOB B IipuMeHeHuu K 3agayam JIOY; | OCHOBHBIX MOHATHS TOKYMEHTALOHHOTO

OK COCTaBIATh M OQOPMIISATH YIIPABICHUECKYIO U | OOecrieueHus yIpaBIeHUS;

03 po(heCCHOHATILHYIO IOKYMEHTAIIUIO B KJIAaCCU(UKALUS YIIPABICHICCKIX

OK COOTBETCTBUE C HOPMATUBHOM 0a30ii; JIOKYMEHTOB;

05 MCIOJIb30BaTh YHU(DUIIMPOBaHHbBIE (POPMBI MIPaBUJI COCTABIIEHUS U 0()OPMIICHUS

OK JIOKYMEHTOB; YIPaBIEHYECKUX JOKYMEHTOB U BEJICHUS

09 OCYIIECTBIISTH JICIIOBYIO MEPETHCKY U JISIIOBOH TEPENTUCKY;

OK MOJIEP/KUBATh JIEKTPOHHBIE KOMMYHHUKALIUY; | COCTaBa JOKYMEHTOB CIIELUAIbHBIX

10 IPUMEHSTH CPEeICTBA MH(OPMALIMOHHBIX CUCTEM JIOKyMEHTallUU;

IIK TEXHOJIOTHH JIJIs co3/1aHus U ohopmIIeHUs MIPaBWJI OpraHU3aIK BCEX ATANOB PabOThI

11 JIOKYMEHTOB; C JOKyMEHTaMHu;

IIK pa3z0uparbes B CUCTEME BHYTPEHHETO npuiokeHui mporpammer Windows,

2.7 JIOKYMEHTO000pOTa OpraHu3aluy; UCIIOJIb3YEMBIE Ul peAIN3alliy 33124

JIP 2 | ocymIecTBISATh XpPaHEHUE U TTOUCK J0VY;

JIP3 | JOKYMEHTOB; COBPEMEHHBIX MH(POPMAITMOHHBIX

JIP HCIIOJIb30BaTh COBPEMEHHOE MPOrPAMMHOE texnosoruit JIOY;

13 o0ecrieyeHre B JEKTPOHHOM IIPaBWJI U CPOKOB XPAHEHMSI IOKYMEHTOB;

JIP JIOKyMEHTO000pOTE; (GbOopMBbI IEPBUYHBIX OyXTralTepCKUX

14 IIPOBEPATH HAIMYKE B IPOU3BOJIBHBIX JIOKYMEHTOB, COJIEpIKaIINX 00s3aTeIbHbIE
NEPBUYHBIX PEKBU3UTHI IEPBUYHOTO YUETHOTO
OyXraJTepCcKUX JTOKyMEHTax 00s3aTeIbHBIX JIOKYMEHTA;
PEKBU3HUTOB; MPOLEAYpP COCTaBICHUS aKTa IO
pa3buparbcsi B HOMEHKIIATYpe Jel; pe3ysibTaTaM MHBEHTApU3aLlUU, IPOEKTOB
COCTaBJISITh aKThl U CIIPABKU 110 pe3ybTaTaM MIPUKA30B IO MTPOBEIEHUIO0 KOHTPOJIBbHBIX
BHYTPEHHETO KOHTPOJI; IpoLEeayp
(dbopMUPOBATH MPOEKTHI MPUKA30B 110




MPOBEJICHUIO BHYTPEHHETO KOHTPOJIS

B pe3yabTaTe 0CBOEHUS TUCHHUILIMHBI 00y4AIONIUIiCA 0JKeH UMeTh MPAKTHYeCKH
ONBIT COCTaBJICHUS U 0(OPMIICHHSI IOKYMEHTOB OPraHU3aIMK U BEJCHUS J1€JI0BOM MEPENUCKH.
[Tpu u3yuennu aucuuIuiMHel Gopmupyores cieaytoume obdmue (OK) komnereHym:
OK 02. Opranu3oBbIBaTh COOCTBEHHYIO JIETEIBHOCTD, BEIOUPATH THIIOBBIE METO/BI U CIIOCOOBI
BBITIOJTHEHUS MPO(ECCHOHANBHBIX 33/1a4, OLEHUBATh X 3(PHEKTUBHOCTH U KAUeCTBO.
OK 03. [IpuHuMath peiieHus B CTAHAAPTHBIX U HECTAHAAPTHBIX CUTYalMSX U HECTU 3a HUX
OTBETCTBEHHOCTb.
OK 05. OcyuiecTBiasTh YCTHYIO M NHCbMEHHYIO KOMMYHMKAI[MIO HA TOCYJAapCTBEHHOM S3bIKE
Poccutickoit denepariuu ¢ y4eToM 0COOCHHOCTEH COIMAIBLHOTO M KYJIBTYPHOTO KOHTEKCTA;
OK 09. Mcnonb3oBaTh HHGOPMAITMOHHBIC TEXHOJIOTUH B MPOGECCHOHATBHON IEATEIbHOCTH;
OK 10. Ilonp3oBarecst npohecCHOHANBHONW JOKYMEHTAIlMEe Ha TOCYAapCTBEHHOM M MHOCTPAHHOM
SI3BIKaX;
[Tpu u3ydeHnH TUCHUILIMHBI POPMHUPYIOTCS cleAyIolue NpodecCHOHATbHbIE KOMIETEHIINN
(ITK):
[1K 1.1. O6pabaTsiBaTh MEPBUYHBIC OYXTAITEPCKUE TOKYMEHTHI
[1K 2.7. BBINOAHATH KOHTPOJIBHBIEC TPOLEAYPHI U KX JOKYMEHTHPOBAHUE, TOTOBUTH U O(OPMIISTh
3aBepuUIarOIINe MaTEPUabl IO Pe3ysibTaTaM BHYTPEHHETO KOHTPOIIS
B cootBercTBHU € TpodecCHOHANbHBIM CTaHAAPTOM «CHEMATUCT 10 BHYTPEHHEMY KOHTPOJIIO

(BHYTpEHHHIA KOHTPOJIEP)», GOPMUPYIOTCS CenyIoIne TPYAOBbIe () YHKIIHH:

Kon Tpynossie

ENCTBUSA

HeobOxonumeie ymenust | HeoOxoaumbie 3HaHUS

O6o06mmenHas TpyaoBas GpyHKuus «BeinonHeHne 3aJaHuil pyKOBOIUTENEH CHIEIIMATIbHOTO
MO/Ipa3/iesICHNsI BHYTPEHHET0 KOHTPOJISI MJIM MHBIX CIICIIMAIMCTOB BHYTPEHHETO KOHTPOJISD)

A/01.5 Co6op TpeboBanus
[IpenBaputenbHblil cOop U | nHGOpMaLUU npoeccuoHaIbHOM
aHau3 UHGOPMaLUHU O ITHKH
NeSITEIbHOCTH 00BEKTa
BHYTPEHHEr0 KOHTPOJIS
A/02.5 Coop Hanaxusatb TpeboBanus
C6op u ananus uHpopMaun B3aMMO/JEICTBHE C npogeccnoHaIbHON
nH(pOpMaLUU B X0O/€ PYKOBOJUTEISIMH U ITHKH
MIPOBE/ICHUS] KOHTPOJIbHBIX COTPYAHUKAMHU
poLeayp 00BEKTa BHYTPEHHETO

KOHTPOJIS

B cootBeTcTBHH C HpOCI)eCCI/IOHaJ'ILHLIM CTaHAapTOM ((AYI[I/ITOP», q)OpMI/IpYIOTCH CJICAYIOIINC

TPYZIOBBIE PYHKLINU:

Kon Tpynossie HeoOxonuMmbie ymMeHUS Heobxonumebie

IEUCTBUA 3HAHUS

O6o006menHas TpynoBas GyHkus «OcylecTBIeHHe BCIOMOTaTENbHBIX (QYHKIUI MpH
BBIMIOJTHEHUH ayIUTOPCKOTO 3aJaHUs M OKa3aHUM MTPOYMX YCIYT, CBSI3aHHBIX C ayAUTOPCKOM

JESITEIbHOCTBIO)
A/01.4 Beinonnenue ITognepxuBars OCHOBBI 3 THKHN
BoinonHeHne OTAENBHBIX | OTJAEIbHBIX JIEJIOBbIE U ATHYHBIE JIEJIOBOTO OOIIEHNUS,
MOPYYEHUH AJIs LeNen olnepanui st B3aMMOOTHOUIEHMSI C KOMMYHHUKaIWN 1




ayJIUTOPCKOTO 3aJaHUsl U | Lienen MpEeACTaBUTENIMU KOPIOPaTUBHOM
OKa3aHMs MPOYUX YCIYT, | ayAUTOPCKOIO ayJIupyeMoro Jinia STUKH
CBA3aHHBIX C 3a/1aHus U (JiMua, 3aKITI0YUBIIETO
ayJIUTOPCKOM OKa3aHMs MPOYUX | JIOTOBOP OKA3aHUS
NEeSATEIbHOCTBIO YCIIYT, CBSI3aHHBIX | COMYTCTBYIOIIHUX
C ayIUTOPCKOMN ayIUTy WIHA IPOYUX
JEeSATEIbHOCTBIO YCIIYT, CBSI3AHHBIX C

ayJIUTOPCKOMN

JESITENIbHOCTBIO) U C

paboTHUKaMU

ayAUTOPCKOM

OpraHu3aIn
A/02.4 Brinonnenue [TonnepxuBath OCHOBBI PTHKU
Brinonnenue OTJIETTbHBIX JIEJIOBbIC U ATUYHbBIE JIEJIOBOT'O OOIICHMUS,
ayJIUTOPCKUX IIPOLETYP onepanui s B3aMMOOTHOULIEHUS C KOMMYHUKAaIUN U
(meticTBuit), nenen HIpeACTaBUTEIAMU KOPIIOPaTUBHOU
OCYULIECTBJICHUE ayJIUTOPCKOTO ayJIupyeMoro JIinna 3TUKU
OTJIETIbHBIX OMeparuit 3a/IaHus U (11112, 3aKITIOYUBIIETO
MIPU OKA3aHHUU OKa3aHMs IPOYUX | IOrOBOP OKA3aHUS
COMYTCTBYIOIIUX AYJIUTY | YCIIYT, CBSI3AHHBIX | COMYTCTBYIOIIUX
U [IPOYUX YCHYT, C ayJIUTOPCKOI ayJIUTy WIN NPOYUX
CBSI3aHHBIX C JEeSATEIbHOCTHIO YCIIYT, CBSI3aHHBIX C
ayJIuTOPCKOMN ayJIUTOPCKOMN
NEeSTETbHOCTHIO JeSTEIbHOCTBIO) U C

pabOTHUKaAMU

ayJIUTOPCKOMN

OpraHu3alu

B npouecce peanuzanuu nporpaMmbl BOCHUTaHUS 00Y4arOIIUMUCS JOKHBI ObITH

AOCTUTHYTHI CIICAYIONUEC JAUYHOCTHBIC PE3YJIbTAThI:

JIP 2

JIP 3

JIP 13

JIP 14

[IposBrsitominii ~ akKTUBHYIO  TPAXKAAHCKYIO  TO3MIHMIO,  JEMOHCTPHUPYIOIIUN
MIPUBEPIKEHHOCTh MNPUHIIAIIAM ~ YE€CTHOCTH, MOPSTOYHOCTH, OTKPBITOCTH,
SKOHOMHYECKH AKTUBHBIM W YYaCTBYIOIIUN B CTYIACHUYECKOM W TEPPUTOPHATHHOM
CaMOYTIPaBJICHUH, B TOM WYHCJIC HA YCIOBUSAX JOOPOBOJIBYECTBA, MPOIAYKTUBHO
B3aMMOJICHCTBYIOIMH W y4YacCTBYIOIIUA B  JIEATENBHOCTH  OOIIECTBEHHBIX
OpraHu3aLui.

CoOmotaronuii.  HOpMBI  TIPABOIIOPSIJIKA, CIICAYIOMUNA HaeanaM TPa)JTaHCKOTO
oOmecTBa, obecriedeHus: 0€30MaCHOCTH, MpaB U cBOOO rpaxaan Poccuu. JlosibHBIN
K YCTAaHOBKaM U TPOSIBICHUSM TMpPEJCTaBUTENEH CYOKyIbTyp, OTIMYAIOIIUNA UX OT
Tpynn ¢ JeCTPYKTUBHBIM U JI€BUAHTHBIM TIOBEJEHUEM. JIeMOHCTpHUPYIOIIHIA
HEMPHUSTHE U TIPETYIPESKTAIONTUH COIUATBHO OIMACHOE IMOBEACHHUE OKPYKAIOIIHX.
Cobmromaronuii B cBoel Mpo(decCHOHATBHON NEeATeTbHOCTH ITHYECKUE TPUHIIHIIHL:
YECTHOCTH, HE3aBUCUMOCTH, MPO(GECCHOHATBLHOTO CKENTHUIM3Ma, MPOTUBOACHCTBUS
KOPPYIIIMM U SKCTPEMHU3MY, OONAIArONIMi CHUCTEMHBIM MBIIUICHHEM W yMEHHUEM
MPUHUMATD PEIICHUE B YCIOBHIX PHCKA W HEOTPEACICHHOCTH

'oTOBBIE COOTBETCTBOBATH OXHJAHUSAM paloTofareneil: MPOEKTHO-MBICIAIIUH,




3(PEeKTUBHO B3aUMOJCHCTBYIOIIMK C WICHAMH KOMAaHIbl W COTPYAHUYAIOIINN C
JAPYTUMH JIIOIBMH, OCO3HAaHHO BBIMOJHSAIOIMN HpoQeccuoHanbHbIe TpeOOBaHMUS,
OTBETCTBEHHBIH, IIYHKTYaJIbHBIN, JUCLUIITIMHUPOBAHHBIN, TPYIOJIIOOUBBIH,
KPUTHYECKU MBICIAIIUN, HALEIEHHbIM Ha JOCTH)KEHHE II0CTaBJICHHBIX IIEJIEH;

JEMOHCTPUPYIOIUNA MPodhecCHnoHaNbHYIO JKU3HECTORKOCTh

Peanuzanuss  nporpamMmbl  y4eOHOM  JUCUUMIUIMHBI — IPEIyCMaTpPUBAeT  BO3MOXHOCTb
WCIOJIB30BAHUS 3JICKTPOHHOTO OOYUYEHHSI M IUCTAHLMOHHBIX OOpa30BATENbHBIX TEXHOJOTHH, B TOM

YHUCIC OJId ITPOBEACHUA HpOMeH(YTOqHOﬁ aTrrecranuu.



2. CTPYKTYPA U COAEPKAHHUE
YYEBHOU JUCHUTLJIAHBI

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 00ydeHne 36
NpaKTHYECKHe 3aHsTUs (B T .4. B HOpMe MPaKTHUECKOM MOJATOTOBKH ) 18
IIpome:xxyTouyHas arrecranus B popMe 1uppepeHIHPOBAHHOIO 3a4eTa 2




2.2. TemaTnuyeckuii IUVIaH U CO/iep:KaHNe Y4eOHON AUCHMIIINHBI

«JlokyMeHTaMOHHOEe 0O0ecredeHue ynpaBJaeHusD)

HaumeHnoBaHus Coaep:xkaHue y4eOHOTo MaTepuasia, MpakTU4YecKue padoTsl, O0bém Koabl koMnerenumii u

pa3/iesioB U TeM CaMOCTOfITeIbHAsI padoTa 00yyarmmXxcst 4yacosB JIMYHOCTHBIX

pe3yJIbTaToB,

¢dopmupoBanuio
KOTOPBIX CIIOCOOCTBYET
3J1eMEHT MPOrpaMMbl
1 2 3 4
PA3JIEJI 1. JOKYMEHTHPOBAHME YIIPABJIEHYECKOM JEATEJbHOCTH 36/12
Tema 1. 1 Cogepxanue yueOHOro MaTepuana 10

Beenenue. JlIokymeHT u

CUCTEMA JOKYMCHTAIlUN

1. [Ipenmer, copepxaHue | 3a7aud JUCLUMIUIMHBL. 3HAYEHUE W
coJiep’KaHue AUCHUIIINHBI «/loKyMeHTalnoHHOEe 00ecrieueHre yIpaBiIeHUs.

2. [TpoucxoxaeHne M 3BOIIOLUSA MOHATUSA «IOKyMEHT». COOTHOLIEHHE
HNOHATUHN «MHpOpPMaLUsa» U «IOKyMEeHT». [IoHATHE TEpMHHOB: <«JOKYMEHT»,

«JTOKyMEHTUPOBAHHEY, «JOKYMEHTAIIMOHHOE 00ECIIEUEHUE YIIPABICHUS.

3. [Tonsitue «pyHkuUsA AOoKyMeHTa». OCHOBHbIE (QYHKIUHU JOKYMEHTa U
ux ocoOeHHOCTH. JIOKyMEHTHI M WX 3HaueHHe B COBPEMEHHOM
npodeccuoHaIbHOM e TeTbHOCTH

4. Knaccudukanus TOKyMEHTOB MO pa3MYHBIM IpPHU3HAKAM: MECTY

COCTaBJICHUS, COJEPkKaHUIO, (OpME, CPOKaM HCIOJHEHHUS, MPOUCXOXKICHHIO,
Buay odopmiieHus. IloHsaTue cucreM JTOKyMEHTaUuu. YHUPUKaALUA W
CTaHapTU3aLUs YIIPABIEHYECKUX TOKYMEHTOB.

S. HopmaTtuBHo-nipaBoBasi 0a3a OpraHu3aluy JOKYMEHTAIlMOHHOTO

oOecrnieyeHus yrpaBieHuUs

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




HanmeHnoBanus Coaeprxkanue yueOHOro MaTepuaa, NpakTu4eckue padorsl, O0Bém Koabl komMnerenuuii n
pa3/iesioB U TeM CaMOCTOfITeIbHAsl padoTa o0y4arommxcst 4acoB JIMYHOCTHBIX
pe3yJbTaToB,
(opmupoBanuio
KOTOPBIX CIIOCOOCTBYET
3J1eMEHT POrpPaMMBbl
1 2 3 4
Tema 1.2. Coneprxkanue ydeOHOro Marepuana 20 OK 03., OK 04., OK 05.,
Cucrema opranu3aiioHHO- OK 09., OK 10.
pacropsIuTeIbHON K 2.7.
JIOKyMEHTaluu JIP 2, JIP 3,
JIP 14
1. ['OCTer nHa OP/I. TpebGoBanus k oopmiieHUIO JOKyMeHTOB. [ToHsATHE
«PEKBU3UT IOKYMEHTa»
2. TpeGoBanus k 6mankaM. Bupl 61aHKOB
3. TpeboBaHMs K TEKCTaM JOKYMEHTOB
4. OpraHu3anroHHbIE JOKYMEHTHI: YCTaB, JTOJDKHOCTHAS WHCTPYKIIHS.
S. PacniopsiuTenbHbIe JOKYMEHTBI: IPUKA3bl, PACTIOPSIKEHHUS.
6. CripaBo4HO-UH(OPMAIIMOHHBIE JOKYMEHTBI: CIIy)KeOHas 3alucka,
CIpaBKa, CIIy>KeOHOE MUCHMO.
[IpakTuueckoe 3ansTue Ne 1 2
Odopmienne TOKyMEHTOB ¢ oMoIIbio Tporpammbl Microsoft Word. Co3nanue
m1abJIoHa JOKYMeHTa (TIpaKkTHYecKas MOAT0TOBKA)
ITpakTnueckoe 3anstue Ne 2 2
Cocrasnenue u opopmiieHHE OTAENbHBIX BUOB OpraHN3allMOHHbIX
JIOKYMEHTOB (TpaKkTUYecKasi HOJIr0TOBKA)
[IpakTuueckoe 3anarue Ne 3 2*

10




HanmeHnoBanus Coaeprxkanue yueOHOro MaTepuaa, NpakTu4eckue padorsl, O0Bém Koabl komMnerenuuii n
pa3/iesioB U TeM CaMOCTOfITeIbHAsl padoTa o0y4arommxcst 4acoB JIMYHOCTHBIX
pe3yJbTaToB,
(opmupoBanuio
KOTOPBIX CIIOCOOCTBYET
3J1eMEHT POrpPaMMBbl
1 2 3 4
CocraBnenne 1 0(opMIICHUE OTICIBHBIX BHIOB PacTIOPSIUTEIbHBIX
JIOKYMEHTOB (TIpaKkTUYecKasi OJAr0TOBKA)
[TpakTnueckoe 3anstue Ne 4 2*
Cocranenue 1 0opMIIEHUE OTIENbHBIX BUIOB CIIPABOYHO-MH(DOPMALIMOHHBIX
JOKYMEHTOB (IIpakTU4ecKasl TOAr0TOBKA)
Tema 1.3. Coneprkanue ydeOHOro Marepuana 2 OK 02.,0K 03., OK 05.,
JleHexHbIE ¥ PUHAHCOBO- 1.0cobeHHOCTH cocTaBieHHss W OQOPMIEHHS JCHEKHBIX U (DHHAHCOBO- OK 09., 0K 10., TIK 1.1.
PpaCuYCTHBIC NOKYMCHTHI pacCYCTHBIX JOKYMEHTOB.
[TpakTueckoe 3ansTue Ne5: 2
OdopmieHne nIaTeXHbIX JOKYMEHTOB (MIpaKkTUYecKasi OJrOTOBKA)
Tema 1.4. Coneprkanue y4eOHOro MaTepuana 4 OK 02., OK 04., OK 05.,
JloroBopHo-nipaBoBas 1.IlonsiTue norosopa (koHTpakTa). Tunosast popma noroopa. OCHOBHBIE OK 09., OK 10., [IK 2.7.
JOKYMEHTaIUs paszensl norosopa. IlpaBuna opopmieHHs MPETEH3UOHHBIX ITHUCEM. JIP 14
[TpakTrueckoe 3ansTue Neb: 2*
Cocrasnenue u opopmiieHHEe NPETEH3NOHHBIX 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  mOKyMEHTOOOOpOTA. Cocras U yuer  oOwvema JIP 14
Opranuzanus JTIOKyMEHTO000OpoTa opranm3anuid. OpraHuzamus paboThl C JOKYMEHTAIIUEH,
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HanmeHnoBanus Coaeprxkanue yueOHOro MaTepuaa, NpakTu4eckue padorsl, O0Bém Koabl komMnerenuuii n
pa3iesioB U TeM CaMOCTOsITe/IbHAA padoTa 00y4aroINXCH 4acosB JIMYHOCTHBIX
pe3yJbTaToB,
(opmupoBanuio
KOTOPBIX CIIOCOOCTBYET
3JIEMEHT NPOIrpaMMbl
1 2 3 4
JIOKyMEHT0000poTa, NOCTYyNAaIOIIEH B OpraHU3aluIo.
perucrparus 10KyMEeHTOB, 2. Perucrpanusi TOKYMEHTOB Kak IPOLECC CO3JMaHHs OaHKa JaHHBIX O
MCIIOJIHEHUE JOKYMEHTOB JOKYMEHTaxX OpraHu3aluu JUlsl IOCIEAYIOLIEr0 KOHTPOJS M CIPAaBOYHOU
pabotbl. IlpaBuna peructpauuu W HMHIACKCAlUM JIOKYMEHTOB. THUIIOBbIE U
WHAMBUYaJIbHbIE CPOKH HCIIOIHEHUS JOKYMEHTOB.
3. Knaccupukanuss BumoB u  (GOpM pPErHCTpaldé  yIpaBIECHUYECKUX
JIOKYMEHTOB
Tema 2.2. Copneprxanue yueOHOTo MaTepuana 6 OK 04., OK 05., OK 09.,
WHpopMaHOHHBIC TEXHONOTHH | 1| JIOKyMEHTUPOBAHUE C MPUMEHEHUEM DJIEKTPOHHO-BBIYMCIUTEIBLHON OK 10.
B ICIONPOU3BOACTBE TEXHHUKH. Ponb TEXHHUYECKUX CpPEACTB B COBEPIICHCTBOBAHUH JIP 13, JIP 14
JIOKYMEHTAllMOHHBIX IporeccoB. Mcnonab3oBanue nporpaMMHOro ooecreueHus
JUIS peleHns NpopecCHOHATIBHBIX 3a1a4
[TpakTnueckoe 3ansatue Ne 7 2
OdopmieHune T0KyMEHTOB ¢ ToMOIIbI0 Tporpammbl Microsoft Word. PaboTa ¢
3JIEKTPOHHBIMU AOKyMeHTamu. Pabora ¢ 3ampocamu (mpakTuyeckas
MOJIrOTOBKA)
[TpakTnueckoe 3ansaTue Ne 8 2
OreuecTBeHHBIE pa3paboTKu mporpamMm aBroMaru3aiuu JIOY u apxuBHOTO
nena (mpakTuyeckas MoJAroToBKa)
Tema 2.3 Copnepxanue yueOHOro MaTepuana 6 OK 03., OK 05., OK 09.,
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HanmeHnoBanus Coaeprxkanue yueOHOro MaTepuaa, NpakTu4eckue padorsl, O0Bém Koabl komMnerenuuii n
pa3iesioB U TeM CaMOCTOsITe/IbHAA padoTa 00y4aroINXCH 4acosB JIMYHOCTHBIX
pe3yJbTaToB,
(opmupoBanuio
KOTOPBIX CIIOCOOCTBYET
3JIEMEHT NPOIrpaMMbl
1 2 3 4
1. CucremaTu3zanus JOKYMEHTOB U UX XpaHEHHUE.
2. Homenxknarypa gein. IlpuMepHbie 1 TUTIOBbIE HOMEHKIIATYPHI €.
[TpakTrueckoe 3ansaTue Ne9 2*
1. CocraBnenue u o0o(pOpMIIEHHE HOMEHKJIATYpbl Jed  (TIpakTHuecKas
MOJATOTOBKA)
IIpome:xxyTounas arrecranus B ¢popme 1uppepeHHPOBAHHOIO 3a49€Ta 2
Bcero: 56

* 3aHATHS MMPOBOAMMBIC C MUCITOJIB30OBAHUECM aKTHUBHBIX 1 UHTCPAKTHBHBIX q)OpM IMPOBCACHUA.
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3. VCJIOBUSI PEAJIM3AIIAM TIPOT PAMMBI
YYEBHOM JUCHUILIMHBI

3.1. TpeﬁoBaHnﬂ K MUHUMAJIBHOMY MaT€PUAJIBHO-TEXHUIECCKOMY o0ecrnevyeHuIo

Peamuzanms IMporpamMmsbl JUCHHITINHBI obOecreynBaeTcs HaIudueM yqe6Horo KaOuHeTa

«/loxyMeHTanmoHHoe o0ecreyeHue yrnpaBieHUs.

Obopyoosanue yuebrHoco kabunema:
— TI0CaJ0YHBIE MECTA M0 KOJMYECTBY 00yIaeMbIX;
— pabodee MECTO MPEIoIaBaTes;
— CcHenuaau3upoBaHHAs MeOelb.
Texuuueckue cpedcmea 00yUeHUsL:
— KOMIIBIOTEPHI ISl OCHAILICHHS pab0ouero MecTa IpernoiaBareis 1 00yJaeMblIX;
— TEXHHYECKHE yCTPOMHCTBA IS ayAMOBU3YaJIbHOTO 0TOOpaXKeHHsI HH(POPMAIINH;

— AayJHOBU3YAJIbHBIC CPCACTBA O6y‘IeHI/I$I.

3.2. UndopmanuonHoe odecrniedenne o0yueHust

OcHOBHBIE HCTOYHHKH

3axonooamenvuvie u HopmMmamueHrbsle aKmbl

®enepanbHblii 3akoH Poccuiickoit @eneparun ot 27.07.2006 1. N 149-D3 «O6 undopmarum,

HH(I)OpMElI.IPIOHHBIX TCXHOJOTHUAX U O 3allIUTC I/IH(I)OpMaI_II/II/I» C UIBMCHCHUSAMU U OOITOJITHCHHUAMU

FOCYI[apCTBeHHaH CUCTEMA JOKYMCHTAIIMOHHOI'O obecneueHUs YIIpaBJICHU. OCHOBHBIC MOJIOKEHHS.

O6mme TpeboBaHUs K JOKYMEHTaM M CIIy)0aM JTOKYMEHTAIlMOHHOTO obOecrnedeHus (omo0peHa
kosuterueit ['maBapxua CCCP 27.04.1988, npukas ['maBapxusa CCCP ot 23.05.88 Ne 33)

I'OCT P 7.0.97-2016. Haunonansuslii crangapt Poccuiickoit @enepanun. CucreMa CTaHIapTOB 110

nHpopManuu, OHOIMOTEUHOMY M HU3AATeNbckoMy Jeny. OpraHu3aloOHHO-PACIOPSAUTEIbHAS

nokymeHTarus. TpeboBanust k odopmiieHnto nokyMeHToB (yTB. Ilpukasom Poccranmapra ot

08.12.2016 N 2004-ct) (pen. ot 14.05.2018)

I'OCT «/lenonpounsBozacTBo u apxuBHoe aeiao» P 7.0.8 ot 17.10.2013.

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

Ar¢HTCTBC»
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OK 011-93. OGmepoccuiickuii  kiaccuukarop  yrnpaBJI€HYECKOW  JTOKyMeHTanuu (YTB.

[Toctanosnenunem ['occranmapra Poccun ot 30.12.1993 N 299) (pen. ot 25.05.2017) (¢ u3m. u mor.,

BeTyI. B cuity ¢ 01.08.2017)

Yuebnuvie u cnpasounvle uzoanus

1.

KupcanoBa, M. B. Kypc neinonpoun3BojcTBa: JOKyMEHTAIIMOHHOE 00ECIICYCHUE YITPABICHHS :
yaebHoe nocodue / M.B. Kupcanosa, FO.M. AkceHoB. — 6-¢ u3a., ucrp. u gom. — Mocksa :
NH®PA-M, 2020. — 257 c. + Jlon. marepuansl [DnekTpoHHBI pecypc]. — (Briciee
obpaszoBanue: bakamaBpuar). - ISBN 978-5-16-006789-6. - Tekct : snextponHbii. - URL:
https://znanium.com/catalog/product/1088888

Kysnemnora, 1. B. JlokymeHTalmoHHOE OOECIICUCHHE YIIpaBIEHUS : Y4eOHOE Mmocodue s
CIIO / W. B. Ky3nenosa, I'. A. Xauatpsan. — 2-e uzn. — Capatos : [IpodobpazoBanue, At
[Tu Op Menaua, 2019. — 166 c. — ISBN 978-5-4486-0404-1, 978-5-4488-0216-4. — TexcrT :
anekTpoHHbt // L{udpoBoit obpazoBatenbubiii pecypc [IPR SMART : [caiit]. — URL:
https://www.iprbookshop.ru/80326.html

I[OHOJ'[HI/ITC.TILHI)IC HCTOYHHUKH

1.

bacakoe M. U. [enonpousBoiactBo (JlokymMeHTanmoHHOE oOOecreYeHne YIpaBlIeHUs):

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

JlokymMeHTaIluoOHHOEe ~ OOecrieueHre  ympaBieHus  (AeIOmpou3BOACTBO):  ydel.mocobue
/T.A.bbixoBa, T.B.Ky3uenosa,JI.B.Cankuna.-2.u31.,mepepad.-M.:MHDOPA-M,2015.
Kopob6eitnukona JI.C. JlokyMeHTallMOHHOE 0OecliedeHne AeI0BOro oomeHus : yuel.mocodue
/J1.C.Kopob6eitnukona, O.M.Kynprommna; nox pex.Jl.A.Eanosuikoro.-M.:Maructp,2015.
HlysanoBa H.H., UBanoBa A.}FO. OcHOBBI J€0ONpPOU3BOJCTBA: YYEOHUK M MPAKTUKYM JJIs
CIIO/H.H.IlyBanosa, A.}O.MBanoBa; nmox pen. H.H.11lyBanosoii.- M.: FOpaiit, 2016.

HNuTepHeT-pecypcnl

CnpaBouno-nipaBoBas cuctema «KoncynpranT [Tnroc» [Dnextponnsiit pecypc]. URL:
http://www.consultant.ru

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

- OBC «Aiidykc.py/ibooks.ruy - https://ibooks.ru/
- OBC «ludposoit obpaszoparensHbii pecypc IPR SMART» (OBC «IPRbooks») -

https://www.iprbookshop.ru/

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

- OBC Ob6pa3oBarenbhas miardopma FOpaiit (OBC «tOpaiit») - https://urait.ru/
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4. KOHTPOJIb 1 OIIEHKA PE3YJIbTATOB OCBOEHMSI
YYEBHOM JUCHUILIMHBI

KOHTPOJIL H OHEHKa pPC3yJIbTaTOB OCBOCHHUA NUCHUINIMHBI OCYIICCTBJIAKOTCA HNPCHOJABATCICEM B

IpoLiecce MPOBEACHUS MTPAKTUUECKUX 3aHATUN, TECTUPOBAaHUA, TUh(EepEeHIIMPOBAHHOTO 3a4YeTa.

Pesynbrarel 00y4eHus

Kpurepuu onenku

MeTtonanl oieHKH

Ilepeuensv 3nanuti,
0C8aUBAEMbIX 8 PAMKAX

Xapaxmepucmuxu
O0EeMOHCMPUPYEMbIX 3HAHUIL,

Kaxumu npoyedypamu
npoU3B00UMCS OYEeHKA

OUCYUNTIUHDBL Komopvle — Moz2ym  Oblmb
nposepeHbl
3HaHUE OCHOBHBIX IMOHSITHI 3HaeT orpeeeHne OreHKa pe3ynbTaToB

JIOKYMEHTAIMOHHOTO
o0ecrnieueHus yrnpaBIeHUS;
3HaHUe KilaccuuKanuu
yIPaBICHUYECKUX JOKYMEHTOB;
3HaHHUE MPaBUJIa COCTABJICHUS U
odopMmIIeHUS YIIPAaBICHUYECKHX
nokymeHToB Ha ocHoBe ['OCT;
3HaHHE COCTaBa JOKYMEHTOB
CHETHAILHBIX CUCTEM
JOKYMEHTAIINH;

3HaHUE MPABWJI OPTaHU3aAIUU
BCEX 3TaroB pabOTHI ¢
JOKYMEHTaMU;

3HAHUE MPHUIIOKEHUN
nporpammbl Windows,
UCIOJIb3YEMBIX JJISl peanu3aluu
3aga4d JIOVY;

3HaHUE MOHATUN NTEPBUYHON
OyXTalTepCcKON JOKyMEHTAIIUH,
MIPaBWJI U CPOKOB XPaHEHUS
MIEPBUYHOMN OyXraiTepckoi
JTIOKYMEHTAIIH.

JOKYMEHTa, €ro MPU3HAKOB U
hyHKIHH;

3HAET KIACCU(PUKAIUIO
YIPaBJICHYECKUX JIOKYMEHTOB;
3HAET MpaBUJIa COCTABICHUS U
oopmiIeHHS yITpaBICHYECKUX
JTIOKYMEHTOB;

3HAET COCTaB JJOKYMCHTOB
CHEHHATBHBIX CHCTEM

JIOKYMEHTAI1H;
3HaeT OCHOBEI
JOKYMEHTOO0OpOTa U  €ro
JTAIoB;

3HaeT NPUJIOKEHHS IPOrpaMMBbl
Windows, ucrionbs3yemble st
oopmieHHs JOKYMEHTOB,;
3HACT IOHATHE IIEPBUYHOMN
OyXrajaTepckoil TOKyMeHTaluy;
3HAET MpaBWJIa U CPOKU
XpaHEeHUs IEPBUYHOMN
OyXTalTepCKON JOKYMEHTAIINH;

BBITTOJIHEHUS TPAKTHYECKUX
pador.

OreHka pe3yabTaToOB YCTHOTO
Y TUCBMEHHOT0 OTpoca.
OneHka pe3ynbTaToB
TECTUPOBAHUS.

OneHka pe3ynbTaToB
BBITIOJTHEHUS IOMAIITHUX
3a/1aHHMN.

Ornenka pe3ynbTaToB
MPOBEIEHHOMN
MIPOMEKYTOUHOM aTTeCTaIllH

HepequL YMGHHﬁ, OCBAWMBACMBIX B paMKaxX OUCHUIIIIMHBI

YMEHHE OCYLIECTBIISATH MOUCK,
aHaJIU3 U UCIOJIb30BAHUE
HOPMAaTUBHO-TIPABOBBIX
JOKYMEHTOB B TPUMEHEHHH K
3agadam JIOVY;

YMEHHE COCTaBJISTh U
o(hopMIIATH yIIpaBlIEHYECKYIO U
po¢eCCUOHAITBHYIO
JOKYMEHTAIHIO B COOTBETCTBUE
C HOPMaTUBHOM 0a30M;

YMEHHUE UCIOJIb30BAaTh
YHUPUIUPOBAHHBIE (HOPMBI
JIOKYMEHTOB;

YMEHHE OCYLECTBIISITh
JIEJIOBYIO MEPENHCKY;

YMEHHE IPUMEHSTh CPE/ICTBA

YMEET OCYLIECTBIIATD MOUCK,
aHaJIU3 U UCIIOJIb30BAHUE
HOPMAaTHBHO-TIPABOBBIX
JIOKYMEHTOB B IPUMEHEHUH K
3agadam J[OVY;

YMEET COCTaBJISATh U OPOPMIISTH
YIIPaBIEHYECKYIO U
po¢eCCUOHAITBHYIO
JOKYMEHTAIMIO B COOTBETCTBUE
C HOpMaTUBHOM 0a30M;

YMEET UCIOJIb30BaTh
YHUPUIUPOBAHHBIE (HOPMBI
JIOKYMEHTOB;

YMEET OCYILIECTBIISITH JIETOBYIO
MIEPETIHCKY;

yMEET NPUMEHSTh CPECTBa

OreHka pe3ynbTaToB
BBITIOJTHEHUS MPAKTUIECKUX
pa0or.

OreHka pe3yabTaTOB YCTHOTO
Y MIMCbMEHHOT'0 OIpoca.
OreHka pe3yabTaToB
TECTUPOBAHUSI.

OreHka pe3yabTaToB
BBITIOTHEHUS IOMAITHUX
3aJaHuH.

OreHka pe3yabTaToB
MPOBEAEHHOMN
POMEKYTOUYHOU aTTECTAIINH
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UH()OPMAIIOHHBIX TEXHOJIOTHIA
TUTSL CO3TIaHUS ¥ O()OPMIICHHS
JIOKYMEHTOB;

yMeHHUE pa30upaThCs B CUCTEME
BHYTPECHHETO
JOKYMEHT0000pOTa
OpraHu3aluy;

YMEHHE OCYLIECTBIISATh
XPaHEHUE U MTOUCK
JTOKYMEHTOB,

yMeHHUe pa3orparbcs B
HOMEHKJIAType JIelT;

YMEHHE MTPOBEPSATH HATUYHEC B
IMPOU3BOJIbHBIX IIEPBUYHBIX
OyXrajnTepckux JOKyMeHTaxX
00513aTeNbHBIX PEKBU3UTOB;
YMEHHUE COCTABIISATH AKThI U
CIIpaBKH I10 pe3yjabTaram
BHYTPEHHET0 KOHTPOJIS;

MH()OPMAIIOHHBIX TEXHOJIOTHI
TUTSE CO3TIaHUS ¥ O(OPMIICHHS
JIOKYMEHTOB;

yMeeT pa30upaThCs B CUCTEME
BHYTPECHHETO
JIOKYMEHT0000pOTa
OpraHu3aluy;

YMEET OCYLIECTBIATh XPAHCHUE
1 [TOUCK JOKYMEHTOB;

yYMEET COCTAaBUTh
HOMCHKJIATYpy JeN U
3apEruCTpUPOBATH JOKYMEHTHI;
yMeeT MPOBEPSITh HAINYUE B
IIPOU3BOJIbHBIX IIEPBUYIHBIX
OyXranTepckux JOKyMEHTaxX
00513aTENIbHBIX PEKBU3UTOB;
YMEET COCTABIISITh aKThI U
CIIPaBKH I10 pe3yabTaram
BHYTPEHHET0 KOHTPOJIS,
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