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CTPYKTYPA PABOYEHN NPOIr'PAMMBbI YUEBHOM JUCHUILIAHBI
IMPO®ECCHUOHAJIBHOI'O IUKJIA

1. ITacnopT padoyeii mporpaMMbl y4eOHO# JUCHUNIMHBI.
1.1. O6aacTh NpUMEHEHHS IPOTPAMMBbI

Pabouass mporpamma yueOnoit aucrumimabsl OII[.06 «AmanTuBHOE TOKYMEHTAIIMOHHOE
obecrieueHre yInpaBJICHUs» SBISETCS YACThIO MPOTPAMMBI MOATOTOBKH CIEIUAIUCTOB CPEIHETO
3BeHa 1o crienuaibHOCTH 38.02.01«DK0OHOMHUKA U OYXTAITEPCKHUM YUeT (110 OTPaCIsiM)».

Pabouass mporpamMMa cocCTaBi€Ha B COOTBETCTBUU ¢ DenepanbHBIM TOCYIapCTBEHHBIM
0o0pa3oBaTeNbHbIM CTaHAAPTOM CpPEIHEro MNpo(ecCHOHANTBHOIO OO0pa30BaHUS CHEIUAIBHOCTH
38.02.01 «DxoHOMUKA U OyXTanTEepCKUil y4eT (10 OTpaciisiM)» M y4eOHBIM TUTAHOM TOJTOTOBKU
CHenuaaucToB mo crnenuaibHocTh 38.02.01«OKkoHOMUKa B OyXraaTepckui yder (10 OTpaciisim)»
Ha 0a3e OCHOBHOTO 00Iero oOpa3oBaHus W Ha 0a3e CpeaHero ooOmero oOpa3oBaHuUs MO OYHOMH,
OYHO-320YHOH U 3a04HOM popme 0OyueHHUs.

1.2. Mecto y4eOHOIi IUCHMIVIMHBI B CTPYKType HNpPOrpaMMbl MOATOTOBKH
CIEIHATHUCTOB CPEeHEro 3BeHA:

JucuuiumHa «AJanTHBHOE JIOKYMEHTAIIMOHHOE OOECIICYeHHE YMPABJICHUS» BXOIUT B
UK obmenpodeccuonanbHbix AuctumiInH 6a3ooir yactu PI'OC CIIO mo cnenuaibHOCTH
38.02.01 «OxoHOMUKA M OyXTanTepcKuii y4€T (IO OTPACIsM)» W SBISETCS COCTABHOM YaCTBIO
MOATOTOBKH CIEIHAIIMCTOB CPEIHEr0 3BeHa, o0ecreunBast MpoaoKeHrne GopMupoBaHUS 3HAHHMA
U YMEHUH CTYJCHTOB, NOJYYCHHBIX B XOJ€ H3YYEHHUS CIEAYIOUMX ITUCHHUILINH: «OCHOBBI
Oyxraiarepckoro ydera», npodeccuoHanbubix wmoayneit  [IM.01  «JlokymeHTupoBaHue
XO3SIIICTBEHHBIX ONEpaluii U BeJeHUE OyXTraJTepCcKOro yyera UMYIIecTBa opranuzanuuy, [IM.02
«Benenne OyXraiarepckoro ydera MCTOYHHKOB (POPMHpPOBAHUS MMYIIECTBA, BHIIOIHEHHE PabOT
110 MHBEHTAPH3AIMHA UMYIIECTBA H (DUHAHCOBBIX 003aTEIBCTB OPTraHU3aAIIUN.

W3yueHne TUCHMIUIMHBI «AJaNTUBHOE IOKYMEHTAI[MOHHOE OOECIICYeHHE YITPABIICHUS
MO3BOJIUT MOATOTOBUTHCA K YCBOCHUIO IMOCIEAYIONIMX MPOPECCHOHATBHBIX IUCIMIIINH, TaKUX
Kak: «Aymuty, «Hamorm wu HamorooOioxkeHue», MpodeccuoHaIbHBIX Moaynert [IM.03
«IIpoBeneHune pacueToB ¢ 010KETOM U BHEOHOKETHBIMU (opmamu», [IM.04 «CocraBnenue u
WCIIONb30BaHUE OyxranTepckoi ordeTHocTw», [IM.0S «BpimonHenune paboT 1o OIHOW WU
HECKOJIbKUM TpodeccusiM  pabouux, AODKHOCTAM CHYXKallMX», a Takke K BbINOJIHEHUIO
BBIITYCKHON KBaJM(UKALIMOHHON PabOTHI.

dopma KOHTpOJIs — MU HepeHIupOBaHHbIHN 3aueT.

1.3. Pe3yabTaThbl 0CBOECHHS Y4eOHOH THCIUTIMHBI:

B pesynaprare wm3yueHUs Kypca «AJIAalITUBHOE JIOKYMEHTAIIMOHHOE OOeCTeueHue
YIPABICHUS CTYACHTHI 10KHbI YMETh!

- 0pOpMIIATh OKYMEHTAIlMI0O B COOTBETCTBHH C HOpMAaTHUBHOW 0a30if, B TOM 4ucIe ¢
HCIOJIb30BaHNEM MH(POPMAITMOHHBIX TEXHOJIOTHIA;

- OCBauBaTh TEXHOJIOTUU aBTOMATU3UPOBAHHON 00pabOTKH JOKYMEHTALINH;

- MCTOJIb30BaTh YHU(PHUIIMPOBAHHBIE ()OPMBI IOKYMEHTOB;

- OCYHICCTBJ'ISITB XpaHeHI/Ie " ITOUCK }IOKYMCHTOB;

- HUCIIO0Ib30BaTh TEJIEKOMMYHHUKAI[UOHHBIE TEXHOJIOTHH B ANEKTPOHHOM
JIOKYMEHTOO0O0POTE.

B pesynbrare wmW3ydeHHS Kypca «ATAaNTHBHOE JIOKYMEHTAIMOHHOE OOECIICUCHHE
YIPaBICHUS» CTYICHTHI JOJIKHBI 3HATH.

- IIOHATHE, LICJIN, 3a4a91 U HpI/IHHI/IHBI I[eJ'IOHpOI/BBO)ICTBa;

- OCHOBHBIC ITOHATUA JOKYMCHTAIITUOHHOTO OGCCHC‘-ICHI/I}I YIIpaBJICHUA,
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- CUCTEMBI JJOKYMEHTAIMOHHOTO 00ECTIeYeHHs yIIPaBIICHUS;

- KJIaCCU(PUKALIUIO IOKYyMEHTOB;

- TpeOOBaHUS K COCTABICHHUIO U O(hOPMIICHUIO JOKYMEHTOB;

- OpraHu3aluio JOKyMEHTO000pOTa; mpuema, 00pabOTKy, PErucTpaiuio, KOHTPOJb,
XpaHEeHHE JTOKYMEHTOB, HOMEHKJIATYPY A€l

B mponecce u3yueHusl IUCHMILIMHBI «AIANTUBHOE JOKYMEHTAL[MOHHOE oOOecreueHue
YIIPaBJICHUS» CTYACHT OBJIA/IEBACT CICAYIOIIUMH OOIIIMMH KOMIETeHIHAMU:

OK 02 Hcrnonp30oBaTh COBPEMEHHBIE CpEICTBa IOMCKA, aHajdu3a W HWHTEPIpETauu
uHbopManud M MH()OPMAIIMOHHBIX TEXHOJOTHH Ui BBINOJHEHHUS 3a1a4 HpoQecCHOHaTbHON
NesTeNbHOCTH;

OK 03 IlnanupoBaTh U peain30BBIBATH COOCTBEHHOE MPO(PECCHOHATBHOE U JTMYHOCTHOE
pa3BUTHE, NPEANPUHUMATENIBCKYIO AEATENIBHOCTh B NMPO(EeCCHOHAIBHONW cdepe, UCIONIb30BaTh
3HaHUS 10 (UHAHCOBOM IPaMOTHOCTHU B PA3JIMYHBIX )KU3HEHHBIX CUTYaIHX;

OK 09 Ilonb3oBarbcsi mpodeccHOHANBHOM JOKYMEHTAlMe Ha TOCYAapCTBEHHOM U

HHOCTPAHHOM A3bIKaX

1.4. 3annaHupoOBaHHOE KOJHMYECTBO YAaCOB HA OCBOeHHE MPOrpaMMbl Y4yeOHOi
AUCHUILINHBI:

YueOHast Harpy3ka oOydaromerocs — 72 dYacoB, B TOM 4YHCIE: Harpy3ska BO
B3aMMOJICICTBUM C mpernoaaBareneM — 48 yacoB; U3 HUX: JEKUUHU -32 4acoB; NPAKTHUYECKUX
3ansTuil — 16 yacos; CamocrosTenbHas padbota ody4aromierocs (Bcero) 24 daca.



2. CTPYKTYPA U COAEPKAHUE YUEBHOM JUCIHUILIMHBI

2.1. O0beM y4eOHOM TMCHUILIMHBI U BUbI Y4eOHOI padoThl

Oovem

Bup yuyeoHoii padoTbi yacoe
YuyeOHasn Harpy3Ka (Bcero) 72
Harpy3ka Bo B3auMo/1eliCTBHH ¢ NipenojaBaTtesieM (Bcero) 48

B TOM YHUCJIE:

JIEKLIUOHHBIE 3aHATUS 32
IIPAKTUYECKHUE 3aHITH 16
CamocTrosiTesibHasi paboTa 00y4aruerocst 24

IIpomesicymounas ammecmayus 8 popme oughghepenyupoeannozo 3auema




2.2 TemaTn4eckuid IJIaH U coacpiKaHue y‘leﬁHOﬁ JUCHHUILIMHbI «AJaNTHBHOE AOKYMEHTAIIMOHHO€ odecmeyeHue YupasBJICHUS»

HanmenoBanue . . Oo6bem YpoBeHb
Coaep:xaHue y4eOHOro MaTepuaJia, NPaAKTHYECKUX 3aHATHI, CAMOCTOATEIbHOI PadoThI 00y4aIOLIHUXCH
pa3esioB U TeEM 4acoB O0CBOCHMS
1 2 3 4
Paznen 1. AranTuBHOe JOKYMEHTAHOHHOE o0ecrevyeHne YnpaBJIeHust 20 (8/4/8)
Conep:xaHue JIEKIIMOHHOT0 MaTepuaJja: 2

[Ipeamer mucuurummabl. Llenn u 3aga4n TUCIUTIIIMHBI «ATaITUBHOE TOKYMEHTAITMOHHOE 00CCTICUCHHE
YIPaBJICHUA), CBSI3b C APYT'UMU HayKaMH, pOJIb U 3HaYECHHUE B CUCTEME IIOATOTOBKH CIIELIUAIIUCTOB.
Beenenne OCHOBHBIE ITIOHATHA U OIIpeACIICHUS JUCIUIIIINHEIL.

IIpakTHYecKoe 3aHsITHE -
CamocrosTesabHast paéora 2

Conep:xaHue JIEKIIHOHHOT0 MaTepuaJja: 2 1
3HavYeHHUE TOKYMEHTALIUH B YIIPABICHYECKOMN ACSITEIbHOCTU. MeCTO U poJib JIEJIOMPOU3BOJICTBA B
Tema 1.1. ynpaieHuH. [lenonpon3BoACcTBO Kak pyHKIMs ynpapieHus. [lonsatue o qokymeHnTax. @yHKIMH
Opranuzanus JTOKyMeHTOB. YHu(unupoBanueie cucreMbl qokymentanuu. I'OCTer u HopMmaTuBbl. Kitaccudukamnus
JEJIONPOU3BOICTBA JIOKYMEHTOB. BU/Ibl TOKYMEHTOB.

IIpakTH4Yeckoe 3aHATHE -
CamocrosiTesbHasi pa6oTa 2

CoaeprkaHue JIEKIIHOHHOT0 MaTepHaJa: 2 1
@opmynsap nokymenta. llonstue pexBusut. CocTaB pEeKBU3UTOB M UX pacrnosiokeHue. Ilpasuiia

Tema 1.2. opopmnenus peksusuto. 'OCT P 7.0.97-2016 YCI. YCOPJ]

PexBU3uTHI JOKYMCHTA

IIpakTHYECKOE 3aHATHE 2
CamocrosiTeibHas padoTa 2
CoaepixaHue JIeKHHOHHOT0 MaTepuaJa 2 1,2

[TonsTre 6aHk noKyMeHTa. Bupl 61aHKOB U OPSAOK PACOJIOKEHUS PEeKBU3UTOB B OJIaHKE
(dnaroBoe u nieHTpUpoBanHoe). HazHauenue u coctaB pekBU3UTOB OjaHKOB. OdopmieHue 6J1aHKOB

Tema 1.3. (001, KOHKPETHOTO BUAA, ISl MUChMa, JOJKHOCTHOTO Jihia). OCOOEeHHOCTH paboThI ¢ OJIaHKaMU C
branku TOKyMEHTOB. repOOBO CUMBOJIUKOM.
Crpykrypa qoKymenTa | TpeOoBaHME K M3TOTOBIEHHIO IOKyMEHTOB. TEKCT TOKYMEHTa, €ro CTPYKTypa ¥ TpeOOBaHUs K
COCTaBJICHUIO
IpakTHYECKOe 3aHATHE 2

CamocrosiTeibHas padoTa 2




Paznen 2. Cucremsl JOKYMeHTalluu

28(12/6/10)

Tema 2.1. Conep:xaHue JIEKIIHOHHOT0 MaTepuaJja: 2 2

Cucrema [TonsTre u GyHKIMU OpraHu3alMOHHO-pacnopsauTeabHol qokymeHTanuu (OP/]). Bue

OpraHu3aIMOHHO- OpraHU3alMOHHO-PACTIOPAIUTEIBHBIX JOKYMEHTOB. OpraHu3alMOHHbIE JOKYMEHTHI: Y CTaB,

pacnopsIUTEIbHON [Tonoxenune, Uuctpykuuu. llltatHoe pacniucanue. CTpyKTypa U IITaTHAsA YUCIEHHOCTh. HazHaueHue u

JIOKYMEHTAIUH. mpaBmiIa 0OPMIICHHS OPTraHU3aIMOHHBIX TOKYMEHTOB.

OpranuszanuoHHbIE IpakTHYecKoe 3aHATHE -

JIOKYMEHTBI CamocTosiTeibHas padoTa 2
Conep:xaHue JIEKIIHOHHOT0 MaTepuaJja: 2 2,3

Tema 2.2. Pacnopsiaurensubie nokyMeHTsl: [loctanoBnenus:, Pemenus, Yka3anus, Pactiopsikenus, [Tpuka3sbl.

PaCTIOATHTEEHBIC Haznauenue u npaBuia opopMIIeHHS PacOPSAUTEIbHBIX TOKYMEHTOB.

AOKYMCHTBI IIpakTH4Yeckoe 3aHATHE 2
CamocrosTesabHast paéora 2
ConepxaHue JIEKIIHOHHOT0 MaTepuaJja: 2 2

5 Haznauenue u BUAbI CripaBOYHO-UH(DOPMAIITMOHHBIX JOKYMEHTOB.
geMa 3. Hasnauenue, coctaB peKBU3UTOB U MOPSAI0K 0hopMIIEHUS CITy:KeOHBIX mrceM. PasHoBUIHOCTH
HCTEMa CHIPABOTHO= cimyxe0Hbix nuceM. [IpaBuna opopmienus aenoseix nucem. Haznauenue, coctaB peKBU3UTOB U

MH(OpMALHOHHOI MOPSAIOK 0(hOPMIIEHUS: TPOTOKOJIOB, AKTOB, CIIPABOK, JOKIATHBIX U CITYKEOHBIX 3aMHCOK.

JIOKYMeHTarH IIpakTH4yeckoe 3aHsATHE 2
CamocrosiTeibHas padoTa 2
CoaeprkaHue JJeKIIHOHHOI0 MaTepHaJa: 2
Haznauenue u coctaB KaapoBOi JOKyMEHTAIMH. TpyI0BbIe KOHTPAKTHI, MPUKA3bI IO TUYHOMY COCTAaBY,

Tema 2.4. TPYIOBBIE KHUKKU. YHUPHUIHPOBAHHBIE ()OPMBI IEPBUYHON YUETHOU JOKYMEHTAIUH 110 TPYAY U €T0

Kazposas omnate. KoHduaeHManbHOCTh TOKYMEHTOB 10 JIMYHOMY cocTaBy. OcoOeHHOCTH 0opMIIeHUS

JIOKYMCHTALHA 3asiBJICHUH, pE3IOME, aHKETBHI.
IIpakTHYECKOE 3aHATHE 2
CamocTrosiTeibHas padoTa 2
Conep:kaHue JeKIMOHHOTO MaTepUaJIa: 4 1,2

Tema 2.5. Haznauenue u o01as XxapakTepucTHKa IJIAHOBOM M OTYETHOM TOKyMeHTauu. [lnaHoBbIe JOKYMEHTBI

[liraHOBas M oT4YEeTHAS (Tutasbl, TPOrpaMMBbl, Tpaduku, cxembl). OTYETHBIE JOKYMEHTHI (TOCYIapCTBEHHAS CTATUCTUYECKAS

JIOKYMEHTAITUS OTYETHOCTh, BEJIOMCTBEHHAS! OTYETHOCTh, BHYTPUYUPEKICHIECKAsI OTUETHOCTH). PazpaboTka

YHUGPUIUPOBAHHBIX (OpM O0TYETHON AOKyMeHTau. CpoKu NpeCTaBIeHUs OTYETHOCTU

HpaRaneCRoe 3aHATHE
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‘ CamocrosiTesbpHasi pabora 2

Pa3nen 3. Opranu3anus padoThl ¢ JOKYMEHTAMH 24 (12/6/6)

Conep:xaHue JIEKIIMOHHOTO MaTepuaJja: 4 1,2
1 [TonsiTHE TOKYyMEHTOO0OPOTA. DTAIBl JOKyMEHTOO0O0pOoTa. Opranu3zaiivs padboThl C BXOISIINMHU,
geMa 3.1. UCXOSIIMMU U BHYTPEHHUMH TIOKyMeHTaMu. Peructpanus 1okymeHToB. Dopmbl perucrpanuu
pranusaii JOKYMEHTOB (KypHAJIbHAsI, KAPTOUHAS, ABTOMATU3MPOBAHHAS) Y TIOPSIOK UX 3aNIOJTHEHUS.

AIOKyMEHTO000pOTa IIpakTH4eckoe 3ansTHE 2
CamocrosiTeJbHas padoTa 2
Conep:xaHue JIEKIIHOHHOT0 MaTepuaJja: 4 2
[TonsTHe «HOMEHKIIATypa aem». HazHadeHwne v BUIbI HOMCHKIIATYPHI e, TuroBas, mpuMepHas u

Tema 3.2 KOHKpEeTHasi HOMEHKJIaTypa fen. TpeGoBaHus, MpeabABIsIeMbIe K COCTABICHUIO HOMEHKJIATYPHI €7

opranusanuu. Cpoku xpaHeHus jien. [lopsanok coctaBiaeHus U yTBEPKACHUSI HOMEHKIIATYpbI 1€
Howmenxkiarypa gen

OpraHu3aluu.
IpakTHYeCKOe 3aHATHE 2
CamocrosTesabHast paéora 2
Conep:xaHue JIEKIIHOHHOT0 MaTepuaJja: 4 2,3
[TpaBwia opMupoBanms TOKYMEHTOB B jienia. [loHATHE «OKCIIepTH3a IICHHOCTH IOKYMEHTOBY. [ToHsATHE
;eMa 3.3. «oopmienue nena». OCHOBHbIE TpeOoBaHus, MpeabsBiseMble K opopmienuto aein. [lonHoe u
HOP MHPOBAHHE JIC. gacTuaHOe odopmiieHue nen. CocTaBiieHHe 3aBEpUTEIBLHON HAAMUCH, BHYTpeHHeH omrcu. OgopmieHue
OJITOTOBIKA JIET K 000xku fena. [IpaBuna nepenayuu n1en B apXuB
XPaHEHUIO
IIpakTHYECKOE 3aHATHE 2
CamocrosiTeibHas padoTa 2
YueOHast Harpy3Ka (Bcero) 72
Harpy3ska Bo B3anMoeliCTBHH ¢ NIpenojaBareieM (Bcero) 48
JIEKIIMOHHBIC 3aHATHSA 32
MIPaKUIECKHUE 3aHSATHUS 16
CamocrosTeabHast paboTa 00y4aromerocs (Bcero) 24

IIpoMe:xxyTouHas arrecTauust — AupdepeHuMpPoOBaHHbINA 3a4eT

JIJist XapaKTepUCTUKU YPOBHS OCBOCHHS y4eOHOTO MaTepHalia UCHOJIb3YIOTCs CIeIyromue 0003HaueHus: 1 — 03HAKOMUTENBHBIN (Y3HABAaHHE pPaHEe U3YYCHHBIX OOBEKTOB,
CBOWCTB); 2 — PENPOIYKTUBHBIN (BBIIOJIHEHUE NEATEIBHOCTH IO 00pa3lly, MHCTPYKIUH WM IOJ PYKOBOJACTBOM); 3 — MPONYKTUBHBIH (IUIAHHPOBAHUE H CAaMOCTOSTEIHLHOE
BBITIOJTHEHHE JISATEIBHOCTH, PEIIeHNE MPOOIEMHBIX 3a/1a4).




3. Yci10BuS peaiM3alui NPorpaMMsbl y4eOHOMH JUCHMIIHHBI
3.1. Tpe6oBaHusl K MUHUMAJIbHOMY MAaTepHAJbHO-TeXHHYECKOMY 00ecle4eHn 0

Peanuzanus mporpamMmbl y4eOHOW AMCHUIUIMHBI OCYIIECTBIIACTCS B y4eOHO-Tab0opaTOpHOM
Kopiyce B KaOuHere «J/lOKyMEHTAalMOHHOro OOeCreuYeHMs YNpaBlEeHUs» U B KaOMHeTax [uis
CaMOCTOSITENIbHOW pabOThl (KOMIBIOTEPHBIA KJAacC, KaOMHET OMOIMOTEKH, YHTAIBHOTO 3ajla C
BBIXOJIOM B ceTh VHTepHeT). OCHOBHBIC XapaKTEPUCTUKH M OCHALICHHOCTh OTPAXKCHBI B IIACIIOPTAX
KaOMHETOB, OPUTUHAIIBI KOTOPBIX XpaHATCS B yueOHO-MeToauueckom otaene JAPTH.

Obopyoosanue kabunema «{oKymeHmayuonHo2o obecneveHust ynpasieHusLy.

Paboune mecta cTyIeHTOB

Pabouee MecTo npenogaBaTess

Texuuueckue cpeacrBa o0yuenus:: Habop neMoHCTpaliMOHHOT0 060pyI0BaHMs: IPOEKTOP
AynuropHas gocka: Jlocka

Harnsinele MaTepuaibl: CTEH/bI, IIAKAThI U JP.

3.2. UndopmaunonHoe odecrniedeHue 00yueHust

3.2.1 OcHoBHas yuyeOHas JUTEpPaTYpa:

1. Aobynanze, JI. I'. AnmanTuBHOE JIOKYMEHTAallMOHHOE OOECTICUCHHE YITPaBICHUS
nepcoHasnioM: yueOHuK u mpaktukym ans CIIO / 1. I'. Ab6ymanze, WM. b. Bempsokkuna, B. M.
MacnoBa. — Mocksa: MsnatensctBo IOpaiit, 2019. — 299 c¢. Pexxum mocryma: https://biblio-
online.ru/bcode/437238

3.2.2 JlonoJHHUTEIbHAN YUeOHAasl IUTepaTypa:

1. KazakeBnu, T. A. AnmanTuBHOE JOKYMEHTAIMOHHOE OOECIICYCHHE YIpaBJICHHUS.
yuebHuk u npaktukyMm g CIIO / T. A. Kazakesuu, A. U. Tkanuu. — 2-¢ u3A., ucop. u J00. —
MockBa: MUszmarensctBo IOpaitr, 2019. — 177 c¢. Pexum pocryma: https://biblio-
online.ru/bcode/437587

2. [lysanosa, H. H. OcHoBBI nenonpoun3BojicTBa: yueOHuk u npaktukym st CI10 / H.
H. IllyBamosa, A. }O. UBanoBa; oz ob6meli penakuueit H. H. [llyBamoBoit. — 2-¢ uz., nepepad. u
norn. — Mocksa: WsmatensctBo IOpaiit, 2019. — 428 c. Pexum npocryma: https://biblio-
online.ru/bcode/439063

3. Ky3nenos, W. H. ApantuBHOE JOKYMEHTAallMOHHOE OOECIEUEHHE YIIpaBJICHUS
nepcoHanoM: yueOHuK W npaktukym mius CIIO / WM. H. Ky3nemoB. — MockBa : M3naTenscTBO
FOpaiit, 2019. — 521 ¢ Pexxum noctyna: https://biblio-online.ru/bcode/444432

4, I'po3oBa, O. C. JlenonpousBoactBo: yued. mocodbue mis CIIO / O. C. I'po3oBa. —
MockBa: MWszmarensctBo IOpaitr, 2019. — 126 c¢. Pexum pgocryma: https://biblio-
online.ru/bcode/438791

3.2.3 OdunuanbHbIe, CHPABOYHO-0UOIHOrpaduyecKue U NePpUOANYECKHE U3TAHHUS:

a) opuyuanvuvle uzoanu.

1.TOCT P 51141-98 [lenonpon3BOACTBO U apXUBHOE Jes10. TepMUHBI U orpeieneHus (yTB.
[ToctanoBnennem ['occrangapra PD ot 27.02.98 Ne 98)

2. TunoBasi MHCTPYKIHMS MO JIEONPOU3BOACTBY B (heiepabHbIX OpraHax MCIIOJHUTEIbHON
Biactu (ytB. [Ipukazom MunucrepcTBa KyiabTypbl U MaccoBbIX kKomMmMmyHuKanuii P® ot 08 HOs0ps
2005 r. Ne 536)

3. Ob6mepoccuiickuii kmaccupuratop ymnpasieHueckoi qokymenTaruu OK 011-93 (OKVY [I)
(YTBepkzeH u Be/IeH B AeiicTBre noctanoBneHueM ['occrangapra PO ot 30.12.993 Ne 299)

0) cnpasouno-ouodnuozpaghuueckue uzdanus:


https://biblio-online.ru/bcode/437238
https://biblio-online.ru/bcode/437238
https://biblio-online.ru/bcode/437587
https://biblio-online.ru/bcode/437587
https://biblio-online.ru/bcode/439063
https://biblio-online.ru/bcode/439063
https://biblio-online.ru/bcode/444432
https://biblio-online.ru/bcode/438791
https://biblio-online.ru/bcode/438791

1. Ky3nenos, M.H. Jlemonpou3BoacTBo: yueOHO-crpaBouHoe nmocooue / M.H. Ky3Hemnos. - 6-
e u3M., mepepab. u mom. - Mocksa : M3marenscko-ToproBas kopropamus «/lamkos u K°y», 2014. -
460 C.: TaoI. - bubnmorp.: c. 359-363. — Pexum JIOCTYTIA:
http://biblioclub.ru/index.php?page=book&id=452846

8) nepuoouueckue u30aHua:

1. DkoHOMHYECKasi cpefa: xypHal / u3n. OploBCKUM TOCylapCTBEHHBIM HHCTUTYT
SKOHOMHUKHM U Topromiu; i pen. A.Jl.Jlazapenko — Open, 2018. - Noe 1 — 62 c. To xe
[DnexTponHsIii pecypc]. - https://e.lanbook.com/journal/issue/306678

2. DKoHOMHUYECKasi cpena: KypHan / u3a. OpIIOBCKUI TOCYHapCTBEHHBIH WHCTHUTYT
SKOHOMHUKM W ToproBiu; Ti. pen. A.Jl.JIazapenko — Open, 2018. - Ne 2 — 120 c. To xe
[DnexTponHsIii pecypc]. — https://e.lanbook.com/journal/issue/308118

3. DkoHOMHYEcKast cpena: xkypHain / u3n. OploBCKUM TOCylapCTBEHHBIH HWHCTUTYT
SKOHOMUKM U Toprosiu; ria. pexa. A.JlLJlazapenko — Open, 2018. - Ne 3 — 101 c. To xe
[DnexTponnsIii pecypc]. — https://e.lanbook.com/journal/issue/308863

4. DKoHOMHUYECKasi cpena: KypHan / u3a. OpIOBCKHI TOCylapCTBEHHBIH WHCTUTYT
SKOHOMUKHM M Toprosiu; . pen. A.JlJIazapenko — Open, 2018. - Ne 4 — 123 c. To xe
[DnexTponHsIii pecypc]. - https://e.lanbook.com/journal/issue/309688

3.2.4 MeTtoauueckue yKa3aHus J1Jisl 00y4arouXcs 10 0CBOEHHMIO U CIUIITHHBI

1. bopraukoBa O.H. ApanTuBHOE [IOKYMEHTAllUOHHOE OOECHEeYeHHE YIpPaBICHMS.
Meronuyeckue yka3aHHUs K IPOBEICHUIO MPAKTUYECKUX pPadOT Juis CTYJEHTOB OYHOM, OYHO-
3a04HON M 3a04HOHM popm oOyueHus cnenuaabHOcTH 38.02.01 «OKoHOMMKA U OyXTanTepcKuil yuer
(o otpacisim)» - Peionoe: JIPTU, 2019. Pexxum nocryma: http:// www.portal-drti.ru

2. bopraukoBa O.H. ApjantuBHOE JOKYMEHTAllMOHHOE OO€CleYeHUE YIpaBJICHUS.
Metoanueckie yKa3aHHsS 10 BBIIOJHEHHWIO BHEAYAUTOPHONW CaMOCTOSITEIbHON paboThl Iyist
CTYJICHTOB OYHOM, OYHO-320YHOM M 3a04HOH (QopMmbl OOyueHus mo cneuuaibHocTu. 38.02.01
«JKOHOMHKA W Oyxrantepckuii yder (mo otpacism)».—PsioHoe: JIPTU,2019. - Pexum
nocryma:http://www.portal-drti.ru

3.2.5 Pecypchl HH()OPMALIMOHHO-TEJICKOMMYHHKANMOHHOM ceTH « MHTepHeT»:

—OdunmanpHelii cadT denepabHOrO areHTCTBa 1Mo prIOOIOBCTBY. — http://fish.gov.ru/

—OduuuanbHplif  caliT MUHHCTEPCTBA TMPOMBIIIJIEHHOCTH U Toproeiau  Poccuiickoii
Ddeneparuu. — http://minpromtorg.gov.ru/

—OduuuanbHpiii  callT  MuHucTepcTBa  (puHaHcoB  Poccuiickoit ~ Pepepaunu.  —
https://mwww.minfin.ru/

—OdunuanbHbIil caliT MMHUCTEPCTBA SKOHOMUYECKOTo pa3Butusi Poccuiickoit denepanuu. —
mineconom@economy.gov.ru

—OdunuanbHplii CaiT MUHUCTEPCTBA MOTPEOUTEIBCKOTO pPhIHKA M YCIyr MOCKOBCKOH
obunactu. — https://mpru.mosreg.ru/

—OduuuanbHplii caliT MHUHUCTEPCTBA SKOHOMUKHM M (UHAHCOB MOCKOBCKOM 0O0macTH. —
https://mef.mosreg.ru/

—Odunmansueiii caiit Hekommepueckoro IlaptHepctBa «Acconmanus IlpodeccrnonanbHbIx
Bbyxrantepos ConpyxectBo». — http://npabs.ru/

—Odunuanbubiii cait Poccuiickoro coro3a NPOMBIIUIEHHUKOB W MpealnpUHUMATENeH. —
http://pcrm.pd/

—Oduuuanbupiii  caiit Poccuiickoro kiyb6a (HUHAHCOBBIX JUpPEKTOpoB. — http://kimy6-
(UHAHCOBBIX-TUPEKTOPOB. PG/
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3.2.6 IlepeyeHb MHGPOPMALMOHHBIX TEXHOJOTH, HCIOJb3yeMbIX NPH OCYLIECTBJICHUHU

00pa3oBaTeJIbHOIO

npouecca,

BRJIKOYas IepeICHb JIJUIEH3UOHHOT 0 MNporpaMMHoOro

o0ecrneyeHus: 1 HHPOPMALMOHHBIX CIIPABOYHBIX CHCTEM
Ilepeuens ungopmayuoHHbIX MexHON02Ul, UCNONb3YEeMbIX 8 YieOHOM npoyecce

HaumMeHnoBanue
NMPOrpaMMHOI0 Ha3znauenue
obecnevyeHUs
Obpazosarenbusiii mopran JAPTH noctpoen Ha 00y4aromieil BUpTyaIbHOM
cpene Moodle u moctyrien mo aapecy  https:/ www.nopran.aptu.pd  u3
0001 TOYKHM, UMEIOIIEeH MOJAKIIOYeHUE K ceTH MHTepHeT, B TOM 4uciie
O6pasoBaTebHbiii n3 nokanpHOM cetu JIPTU. Ob6paszoBarenbubiii moptan JAPTU moxxomut

mopran Moodle

KaK JUisi opraHu3anmuu online- KiaccoB, Tak W IS TPaIUIIMOHHOTO
oOyuenus. Ilopram paszmeneH Ha «OTKPBITYIO» (OOIIEIOCTYIHYIO) H
«BaKpBITYIO» YacTh. J[OCTYI K 3aKpBITOH YacTH OCYIIECTBISIETCS IMOCIHE
MPEIBSIBIICHUS TIEPCOHAIBHON Taphl «JIOTUH-TIAPOJIbY IPEToIaBaTelieM
VJTH CTYJICHTOM.

DNeKTpOHHO-
OubnMoTeuHast cucreMa
JAPTHU &®I'bOY BO
«AI'TY»

ObecrieynBaeT JOCTYI K  OJIEKTPOHHO-OMOIMOTEYHBIM  CHUCTEMaM
WU3JATENbCTB, JOCTYI K D3JICKTPOHHOMY KaTajlory KHUT, TpyJam
npenojaBaTeien, y4e0HO-METOIUYECKUM pazpaboTkam JAPTH,

NEPpUOANYCCKUM HU3JJAHUSAM.

Bosmoorcnocms docmyna K 3ﬂ€Kl’l’lp0HH0'6u6]lu0m€LlelM cucmemam

HaumeHnoBaHue

3JIEKTPOHHOTO Ha3znauenue
pecypca, agpec caiita
9BC Opaiit OBC HOpaiit - pecypc, BKIIOYAIOMMWK JJICKTPOHHBIE BEPCHH KHHUT
Www.urait.ru m3natenscrBa "HOpaitt". M3narenbcTBO crielManu3nupyeTcs Ha U3JaHuU

y4eOHOM JUTepaTypbl AJisl BBICHIMX U CPEIHUX CIEHUATbHBIX y4EOHBIX
3aBeJICHUH 110 HOBBIM 00pa30BaTEIbHBIM CTaHapTaM.

Bxmrouaer B cebst karajnor rpu@oBaHHBIX YYEOHHMKOB IO COLMAIBHO-
9KOHOMHUYECKOMY, T'YMaHUTapHOMY U IOPUNUYECKOMY,
€CTECTBEHHOHAyYHOMY U TEXHHUYECKOMY HalpaBiIeHUsIM. ABTOpaMu
y4eOHUKOB SIBJISIIOTCS MpenoaaBaresn BeAymux By3oB Poccun. B OBC
MpEeACTaBICHBl YYEOHUKH M y4eOHbIe MMOCOOUsl Il BCEX YpOBHEH
poeCCHOHATLHOIO 00pa30BaHUs OT BEAYLIMX HAy4YHBIX IIKOI C
coOmoaenneM  aeiictByromux — TpeboBanuit  OI'OC. B OBC
MPUCYTCTBYET BO3MOXKHOCTb: HMHAMBHUIYAJIBHOTO HEOTPAHUYEHHOTO
JIOCTyTa TOJb30BaTeNIel K COJIEPKUMOMY U3 JIIOOOH TOUKH, B KOTOPOM

NMCECTCA IIOAKIIFOYCHHUC K CCTHU I/IHTepHCT; OIHOBPEMCHHOT'O
UHAUBUAYAJIBHOT'O A0CTymna IIOJIb30BaTelICH K COACPIKUMOMY,
ITOJITHOTCKCTOBOT'O IIOHCKa 1o COACPKUMOMY, (I)OpMI/IpOBaHI/ISI

CTATUCTUYECKUX OTYETOB 10 moiib3oBareasaMm. M3maaug B ObC
MIPEJICTABJICHBI C COXPAaHEHUEM BHUJIa CTPAHUII (OPUTUHATIHLHOW BEPCTKH).
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HaumenoBanue
3JIEKTPOHHOTO
pecypca, aapec caiita

Ha3nauenne

9BC «Jlaapy»
https://e.lanbook.com

OBC BKIIOUYaET B c€0s1 KaK 3JIEKTPOHHBIE BEPCUM KHUT U31aTENIbCTBA
«JIaHb» U APYrUX BEAYIIHUX U3/1aTENIbCTB Y4eOHOM JINTEpaTyphl, TaK U
AJEKTPOHHBIE BEPCUU NTEPUOANYECKUX U3JaHUM 110 €CTECTBEHHBIM,
TEXHUYECKUM U TYMaHUTAPHBIM HayKaM.

[IpenocraBisger BO3MOXHOCTh KPYIVIOCYTOYHOI'O  JAUCTAHLIMOHHOIO
UHAWBUYAIILHOTO II0JIb30BAaHUS, [UI1 KaXJ0ro ooOydaromierocs u3
Ar000H TOUYKM, B KOTOpOM HMeeTcs JocTyn K ceTu VHtepHer, ¢
BO3MO>XHOCTBIO IIPOCMOTPA M CKaYUBAHUS HA CAlTE B OH-JIAWH PEXKHUME.
[Ipenocrasiser mpaBo JocTyna K OTAEIbHBIM KOJUIEKIIMSIM, B YaCTHOCTHU
TakuM, Kak «/MHxeHepHO-TexHUu4eckne Hayku — M3marenscTBo JlaHby,
«Uupopmaruka — HzparensctBo Jlanb», «Xumusi — M3marenbcTBoO
Jlanpy», «Teopernueckas mexanuka — M3narenscTBo JlaHby.

OBC
Pr16ox03s1iicTBeHHOE

oOpa3zoBaHue
http://lib.klgtu.ru/jirbis2

Nudopmanmonnsii  pecypc  ®I'BOY BO  "KITY"  cocrour
UCKIIOYUTENIbHO M3 y4yeOHBIX  M3JaHUil  PEeKOMEHJIOBaHHBIX
denepallbHBIME  YI€OHO-METOIMICCKUMU OOBCTUHCHUSIMU B CHCTEME
BBICIIIET0 00pa30BaHUs M CPEAHETO MpodeccnoHalIbHO 00pPa30BaHHUS.
W3nanus B OBC npeacraBieHbl ¢ COXpaHEHUEM BUJ1a CTPAHUL]
(opUTHMHATBHOM BEPCTKH).

[Tonp3oBanne DOBC He TpeOyeT HHUKAKOrO JOMOJIHUTEIHLHOTO
MIPOrpaMMHOTO 00ECHEeUEeHUs WM alMapaTHBIX YCTPOMCTB, TOCTATOYHO
MMETh TIOJIKITIIOYeHHE K VIHTepHeTYy.

UreHue 31eKTPOHHON BEPCUH KHUT JIOCTYITHO B IIOCTPAHUYHOM PEXHUME,
a MpH He0OXOAMMOCTH BO3MOKHO IIUTUPOBAHHE.

Y 100HBINH U COBpEMEHHBIH KOHTEKCTHBIM MOUCK MO BCEMY XPaHUIHUIILY
KHHT TI03BOJISICT OBICTPO HAWTH HYKHYIO KHUTY.

JlocTynm ocyliecTBiseTcs MO JIOTMHY W Tapoiio, JOTMH W Tapoiib
JIOCTYTIa HAXOAATCs Ha 0011eM abOHEMEHTe.

[Hudposoit
o0pa3oBaTeNbHbII
pecype IPRsmart (ObC
IPRBOOKSHOP.RU)
www.iprbookshop.ru

Baxneitmmii pecypc ajis TOJydeHHUs] KavyeCTBEHHOTO OOpa3oOBaHMS,
MPEIOCTABIAIIIMNA JTOCTYN K Y4YeOHBIM W HAYYHBIM HU3JIaHUAM,
HEOOXOIUMBIM JUIsi OOY4YeHUsT M OpraHu3aluu y4eOHOro Ipoliiecca.
HcnonszoBanne DOBC [PR  BOOKS mo3Bomser oOywaromeMycs
MOATOTOBUTECA K CEMHUHapaM, 3adeTaM U HK3aMeHaM, BBIMOJHUTH
HeoOxonuMmble paboThl U mpoekThl. [IpemomaBarensim pecypc Oyner
MOJIe3eH TMpHU COCTaBieHUM y4deOHbIX TuianoB W PIIJ], moaroToBke u
MIPOBEJICHUU 3aHATHI, TOTy4YeHUN UH(POPMAIIMKU O HOBBIX MYOIUKAIIUIX
KOJUIET.

Pecypc OBC IPRbooks oObenuHser HoBelimme WH(OOpPMAIMOHHBIC
TEXHOJIOTUH u y4eOHYIO JTUTIEH3UOHHYIO JTUTEPATypYy,
MpeIHa3HAYEHHYIO0 JJIs Pa3HbIX HAMpaBICHUN OOY4YEHHS, C TTOMOIIBIO
KOTOPOTO MOXHO TOJTYYUTh HEOOXOIUMBIE 3HAHUSI, TOATOTOBUTHCSA K
CeMHHapam, 3a4eTaM U dK3aMeHaM, BBITIOIHUTh HEOOXOAMMbIE PabOTHI U
MTPOEKTHI.

Kontent OBC I[PRbooks mpencraBieH wu3mgaHusMu QeaepalibHbIX,
PErHOHANIBHBIX, BY30BCKHX H3JaTEIbCTB, HAYYHO-HCCIIEIOBATEIHCKUX
WHCTUTYTOB, BEIYIIUX ABTOPCKUX KOJUIEKTHUBOB, COACPKAHUE KOTOPBIX
COOTBETCTBYeT  TpeOoBaHUSAM  (efepanbHbIX  00pa30BaTEIbHBIX
CTaHIapTOB BBICIIIETO, CpEIIHETO poheCCHOHATIBHOTO,
JIOTIOTHUTEIHHOTO MPO(ECCHOHATLHOTO 00pa30BaHUs, M EKEIHEBHO
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HaumenoBanue
3JIEKTPOHHOTO
pecypca, aapec caiita

Ha3nauenne

MOTIONHSETCST HOBBIMU akTyanbHbiMH u3fgaHusiMu. OBC IPRbooks
COJICPKUT MHOXKECTBO  OKCKJIIO3MBHBIX  HW3JaHMM, KOTOphIE HE
MIPEJICTABJICHBI B JPYTUX pecypcax, B TOM YHCIE H3AATEILCTB TPYIIIIBI
kommanuii IPRmedia: By3oBckoe oOpa3oBanue, IlpodobpaszoBanue, Aii
[Iu Op Menua.

VY naneHHslid TOCTYI MOCPENCTBOM ceTH MIHTepHET BO3MOXKEH C JIF0O0T0
[IK. Pab6orate ¢ 3BC IPR BOOKS MO0XHO Tak € C MOOMJIbHBIX
YCTPOHCTB B  KPYIVIOCYTOYHOM PEXKHME  yAaJIeHHO (CKaudalTe
npuioxenue IPRbooks Mobile Reader na App Store uiau Play Market,
npunoxenue g cnabosuasmux [PRbooks WV-Reader na App Store
wi Play Market).

Hepeqenb JUYEH3UOHHO20 yli€5H020 npocpammHoco obecneuenus

HaunmenoBanue
NPOrpaMMHOI0
o0ecreueHNs

Ha3nauenue

1C:IIpennpusitue 8.0.

Kommuekt JIIs O6y‘IeHI/I$I B BBICHIUX U CPCAHUX y‘~IC6HI)IX 3aBCACHUAX

ABBYY FineReader 8.0
Corporate Edition

Cucrema ONTHYECKOTO paciio3HaBaHUA TCKCTaA

STDU Viewer

HporpaMMa AJIL IIPOCMOTPA SJICKTPOHHBIX TOKYMCHTOB

Google Chrome, Opera | bpayzep
. I'paduueckue, nHTEepaKTUBHBIE, MHOI03aJlauHbIC OIlepaTHBHBIE
Windows NT pag ’ paKty ; A p
cucteMbl Kopriopanuu Microsoft
Dr.Web AHTUBHPYCHBIE TPOIPAMMHBIE POTYKTBI

Microsoft Office

[IpwioxkeHuss — OPUCHBIE PENAKTOPHI I PabOThI ¢ TEKCTOBBIMH
JOKYMEHTaMH,  DJIEKTPOHHBIMH  TaOmUIlaMH,  SJIEKTPOHHBIMH
COOOIIEeHUsIMU, Oa3aMH TAHHBIX, N300pAKEHUSIMHU U T.JI.

Moodle

O6pazosarensHbiil moptan [JPTU ®I'BOY BO «AT'TY»

7-zip

ApxuBarop

HepeweHb uH¢OpMaL{u0HHblx CNPpAaeoO4YHbIX CUCMEM

Haumenosanune UCC

Ha3nauyenne

CrnpaBouHO-TIpaBOBast
cucreMa
«Koncynbrantlmocy

ConepXUT PpOCCHICKOE M  PErMoHaJbHOE 3aKOHOJATEIbCTBO,
CyneOHYI0 TpakTUKY, (UHAHCOBBIE W KaJ[pOBble KOHCYJIbTAIIUH,
KOHCYJbTAllMM i1 OIO/DKETHBIX ~ OpraHu3alliii, KOMMEHTapuu
3aKOHOJATENbCTBA, (DOPMBI TOKYMEHTOB, IMPOEKTHl HOPMATUBHBIX
IIPAaBOBBIX aKTOB, MEXIYHAPOJHBIE IIPABOBBIE AKTHI, IIPABOBBIC AKTHI
T10 3paBOOXPAHEHUIO, TEXHUYECKHUE HOPMBI U ITPaBUJIA.

Ceenenusi 06 oOHOBIEHHHM WH(GOPMALMOHHOIO OOecreueHus OO0y4deHHs MpeACTaBICHbl B
nokaneHoH cetr IPTU mo appecy: \Base\\192.168.10.10\nnst oomena 1o adarry\UT B oOyuenun
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4. KOHTPOJIb M OLIEHKA PE3YJIbTATOB OCBOEHUS YYEBHOM
TACIATITAHBI

KOHTpOJIb H OHICHKA PpE3yjIbTaTOB OCBOCHUA yqe6H0171 AUCHUILIMHBL OCYIICCTBIIACTCA
npenoaaBaTcyicM B IPOLUCCCC MMPOBCACHUA ayJUTOPHBIX U MMPAKTUICCKHUX 3aHHTHﬁ, TCCTUPOBAHMA, a
TAaKXC BBIIIOJITHCHUA O6y‘IaIOIHI/IMI/ICH HMHANBUAYAJIbHBIX SaﬂaHHﬁ, IIPOCKTOB, I/ICCJ'ICIIOBaHI/If/'I.

PesyabTaTsl 00yyeHus
(oCcBOEHHBbIE YMEHMSl, YCBOCHHbIE 3HAHUS)

®opmMbI U METOAbI KOHTPOJISI M OLIEHKHU
pe3yJbTaToB 00y4eHus

1

2

YmMmenuns:

0(hopMIISTH TOKYMEHTALIUIO B COOTBETCTBHH C
HOpMaTUBHOMU 0a30H, B T. 4. C UCIIOJIb30BAaHUEM
MH(POPMAIMOHHBIX TEXHOJIOTUH

OCBaMBaTh TEXHOJIOTUH aBTOMATU3UPOBAHHOI
00pabOTKHN TOKYMEHTAIHH

MCMOJIb30BaTh YHU(DUIIUPOBAHHBIE (HOPMBI
JTOKYMEHTOB

WCMOJIb30BaTh YHU(DUIIUPOBAHHBIE (HOPMBI
JTOKYMEHTOB

HCIIOJIB30BaTh TCJICKOMMYHUKAIIMOHHBIC
TCXHOJIOT'HU B 3JICKTPOHHOM ,I[OKYMCHTOO60pOTe

OCYIICCTBJIATH XPAHCHUEC U ITOUCK JOKYMCHTOB

3Hanud:

IIOHATHE, ey, 3a1a4yu u IMPUHOHAIIBI
JEJIONPOH3BO/ICTBA

OCHOBHBIC IIOHATHA JOKYMCHTAIIMOHHOT'O
o0ecrieyeHus ypaBiIeHuUs

CHUCTEMBI JOKYMCHTAIIMOHHOI'O obecrieyeHust
yIpaBIICHUS

KJ'IaCCI/I(i)I/IKaI_[I/II-O JOKYMCHTOB

TpeOOBaHUS K COCTaBJIEHHIO U  O(OPMIICHHUIO
JIOKYMEHTOB

OpraHu3aIHI0 JTOKyMEHTO000pOTA: TpUEM,
00paboTKy, pPErucTpanuoo, KOHTPOJb, XpaHEHHE
JOKYMEHTOB, HOMEHKJIATYpPy JeJT

Texywuii KOHMPOL:

IIpakTrueckoe 3ananue
TecroBoe 3ananue
AHanuTHueckoe 3aaHue
PedepatuBHoe 3a1anue
Kpyrusriii cron

HpOMeofcymquaﬂ ammecmayus.

JuddepeHmpoBaHHbINA 3a4eT
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5. PEKOMEH/JIAIIMHA 110 PEAJIMBALIUA JUCHUITVIMHBI 1J151 UTHBAJIM1OB
N Jiin € OrPAHUYEHHBIMU BO3MOXKHOCTAMMUA 3/1I0POBbS

5.1 Haan4ymne cOOTBETCTBYIONIUX YCJIOBHH peajn3aliu I1CIANINHbI

s oOydJarommxcsi W3 4YMCiIa WHBAIMIOB M JIMIl C OTPAHUYCHHBIMH BO3MOXKHOCTSIMU
3M0pOBbSl HAa OCHOBAaHWW THMCHBMEHHOTO 3asBJICHHMsI JHUCIUIUIMHA PEATU3YeTCA C YYETOM
OCOOCHHOCTEH TMCUXO(PHU3NIECKOTO PAa3BUTHS, WHAUBHIYATbHBIX BO3MOXXHOCTEH W COCTOSHHS
30pOBbs (Hanee - MHIAUBUAYAIbHBIX 0CcOOeHHOCTEH). OOecneunBaeTcsi COOMIOIEHNE CIICTYIOITNX
o0mmx  TpeOOBaHW: WCIIOJNIB30BAHUE  CICIUANBHBIX TEXHUYECKHX CPEACTB  OOydYeHUS
KOJUICKTUBHOTO ¥  HHIWBHAYJIBHOTO TIOJIb30BAaHUSA, TPEIOCTaBICHUE YCIYr aCCHUCTCHTA
(TTOMOIIIHKKA), OKa3bIBAIOUIETO TAKOMY OOydYaromeMycss HEOOXOAMMYIO TEXHHYECKYIO MOMOIIb,
obecrieueHue IOCTyna B 3JJaHUS U TIOMEIICHHSI, TJIe MPOXOIUT YU4eOHBIHN MpoIiecc, Ipyrue yCaoBus,
0e3 KOTOPBIX HEBO3MOXHO WIIH 3aTPyTHEHO O0YYCHHE IO TUCITUTLINHE.

5.2 Ob6ecneuenue co0 0 IeHUsT O0IMX TPeOOBaAHUIT

[Ipu peanu3anuu AUCIUIUIMHBI HA OCHOBAaHWUHM MHCHMEHHOTO 3asiBICHUS OO0YYaroIMIerocs
obOecrieunBaeTcs COOJIOJIEHUE CIEAYIOMUX OOMmMX TpeOOBaHUIl: NpPOBEACHHUE 3aHATHH I
CTYJICHTOB-UHBAJIMIOB M M3 YHUCJIA JIMI[ C OTPAHUYCHHBIMHU BO3MOXHOCTSIMH 3JI0POBBSI B OIHOM
ayUTOPUU COBMECTHO C OOYYaIOIIMMHUCS, HE HMMEIONIMMH OTPaHMYEHHBIX BO3MOXKHOCTEH
37I0POBBS, €CJIIM 3TO HE CO3[AeT TPYAHOCTEH IyIsi OOydYaroIIMXCS;, MPUCYTCTBUE B ayIUTOPHUH
acCHCTEeHTa (aCCHCTEHTOB), OKAa3bIBAIOUIETO(MX) OOYyYaroMMMCS HEOOXOAUMYI TEXHUUYECKYIO
MOMOIIh C YYETOM HMX WHIMBHIYAJIHLHBIX OCOOCHHOCTEHW HAa OCHOBAHHH MHCHMEHHOTO 3asIBJIICHUS,
MOJIb30BaHNE HEOOXOJUMBIMU OOYYAIOIIMMCS TEXHHMYECKUMHU CpEICTBAMU C Yy4YeTOM HUX
WHIMBUIYAIHBIX OCOOCHHOCTEH.

5.3 JloBenenue wuHGopManmuu 10 cBeleHHs OOy4alOIIHXCS € OrPaHUYEHHBIMH
BO3MOSKHOCTSIMH 3/10POBbSI B IOCTYIHOI# 1Jis1 HUX dopme

Bce nokanenbie HopMatuBHbIe akThl JJPTU ®I'EOY BO «AI'TY» mnu rosoBHoOro Bysa 1o
BOIIPOCaM  peaju3allid JUCIHUIUIMHBI TI0 JIAHHOW TpoTrpamMMe JIOBOASTCS JIO CBEICHHS
00y4aroIuXcsi ¢ OTpaHUYEHHBIMH BO3MOKHOCTSIMU 37I0POBBS B IOCTYITHOM ISl HUX (popMeE.

5.4 Peanu3anusi yBeJUYEHUs] MPOAOLKHTEIHLHOCTH TPOXOKAEHHUS MPOMEKYTOYHOM
aTTecTAllMd MO OTHOIIEHHUIO K YCTAHOBJIEHHOH MPOIO/LKMTEILHOCTH I 00y4arolierocsi ¢
OrPaHUYEHHBIMH BO3MOKHOCTSIMH 310POBbSI

[TpoaomKUTENFHOCTh TMPOXOXKICHHUS TMPOMEKYTOYHOM aTTecTalldd MO OTHOLICHHIO K
YCTAHOBJICHHOW  TMPOJOJDKUTECILHOCTH  YBEIMYMBACTCA IO  NUCBMEHHOMY  3asiBJICHHUIO
0o0yJaromierocsi ¢ OrpaHMYEHHBIMA BO3MOXXHOCTSIMHU 37I0POBBSI; MPOJOHKUTEIBLHOCTh dK3aMEHa U
(unu) 3adera, MPOBOJAMMOIO B MHCbMEHHOW (opMme, yBenuuuBaeTcs He MeHee ueM Ha 0,5 yaca;
MPOJOHKUTETFHOCTh TOATOTOBKM OO0ydYarolierocs K OTBETY Ha JK3aMmeHe H (wiu) 3auyere /
muddepeHIIMPOBaHHOM 3a4eTe, MPOBOJMMBIX B yCTHOM (opme, — He MeHee yeM Ha 0,5 yaca;
MPOJOHKUTEFHOCTh OTBETA 00YyYarOIerocs Mpu YCTHOM OTBETE yBEeNUYHMBAaeTcs He Ooliee ueM Ha
0,5 yaca.
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6. OBPA3OBATEJ/IBHBIE TEXHOJIOT'MU. UHTEPAKTUBHBIE ®OPMbI
OBYYEHMUAI.

JucuunimHa peaau3yercs B paMKax KOMIIETEHTHOCTHOM Moenu o0y4deHusl.

KoMmneTeHTHOCTHAasT MoJeinb OOy4YeHUsT OTHOCHUTCS K MOJENsIM aKTHBHBIM, TakK Kak
npenojaBaTesib 1 00y4aloIUNCcs BBICTYNAIOT PaBHBIMU CYOBEKTaMH y4eOHOro Ipolecca, UMET
CBOM 33/1a4¥l 1 OTBETCTBEHHOCTh, HO O0OBEIMHEHBI SIUHOM 00pa30BATEIILHOM IIETIBIO.

Hcnonp3yemble B paMKax peaau3alud JaHHOH MoJenu 00pa3oBaTelbHBIE TEXHOJIOTUU
MIPEIOJIAraf0T MPUMEHEHNE AKTUBHBIX M MHTEPAKTHUBHBIX ()OPM MPOBEACHUS 3aHITHH.

3aayamMy aKTUBHBIX U HHTEPAKTUBHBIX (JOPM MPOBEICHUS 3aHATUN SBIISIOTCS:

— aKTHUBH3AIs MO3HABATEIHLHOW U MBICIUTEILHOU JEATSIILHOCTH CTYICHTOB;

— YCBOCGHHE CTYJCHTaMH Y4€OHOTO MaTepralia B Ka4eCTBE aKTHBHBIX YYACTHUKOB;

— pa3BUTHE HABBIKOB PEQIICKCHH, aHAIHM3a U KPUTUICCKOTO MBIIUICHHUS,

— yCHJICHHE MOTHUBAIIUU K U3YUCHHUIO TUCITUILUIMHBI 1 00YYEHUIO B LIEIIOM;

— co3aaHue b6maronpusTHON aTMochepsl Ha 3aHATUH;

— pa3BUTHE KOMMYHUKATHBHBIX KOMIIETEHINH Y CTYJCHTOB;

— pa3BUTHE HABBIKOB BIIAJICHUSI COBPEMEHHBIMU TEXHUYECKUMH CPEICTBAMU U TEXHOJIOTUSIMU
00paboTKu HHMOpMAITUH;

— (dopMHpOBaHWE ¥ Pa3BUTHE CIIOCOOHOCTH CaMOCTOSTEIBHO HAXOJIUTh HH(POPMALUIO H
OTIPE/ICIISATh YPOBECHB €€ JOCTOBEPHOCTH;

— UCIOJIb30BaHUE DJIEKTPOHHBIX (hOopM, OOECHeUnBaOIIUX YETKOE YIpPaBlIEeHUE Y4eOHBIM
MPOLIECCOM, TTOBBIIIIEHHE 0ObEKTUBHOCTH OLIEHKH PE3yJIbTAaTOB O0YUEHHUS CTY/ICHTOB;

— mupuOmmKeHne y4eOHOTro mporecca K yCIoBUSAM — Oynymed  mpodeCCHOHATBHOM
JeSITEIbHOCTH.

TakuMm 00pa3oM, aKTHBHOE M MHTCPAKTUBHOE OOYUCHHE ITO3BOJISET PEIIaTh OJHOBPEMECHHO
HECKOJIbKO 3a/lay, TJIABHOM M3 KOTOPBIX SBIIAETCS pPa3BUTHE KOMMYHHKATHUBHBIX YMEHUU H
HaBBIKOB. JlaHHOE O0Oy4YeHHE TOMOTaeT YCTAHOBJICHHUIO AMOIMOHAIBHBIX KOHTAKTOB MEXKIY
y4YaluMucs, o0ecreunBaeT BOCIUTATENBHYIO 3a7a4y, TOCKOJIbKY MpHUy4aeT paboTaTh B KOMaH/IE,
MIPUCITYIIUBATECS K MHEHUIO CBOMX TOBapHIlEH, 00ecieunBaeT BHICOKYI0 MOTHBAIIMIO, TIPOYHOCTD
3HAaHWWA, TBOPYECTBO W (DaHTa3MI0, KOMMYHHKAOEIThbHOCTh, AKTUBHYIO JKW3HCHHYIO TTO3HIIHIO,
[IEHHOCTh ~ MHAMBHUIYAIbHOCTH, CBOOOAY CaMOBBIPDRXXEHMS, AaKIEHT Ha JIeATeIbHOCTH,
B3aMMOYBXCHHE W JICMOKPATUYHOCTh. MCTHONh30BaHWE AKTUBHBIX M WHTEPAKTUBHBIX (OPM B
nporecce 00y4eHUs, KaK MOKa3bIBaeT MPAKTUKA, CHUMAET HEPBHYIO HArPy3Ky 00yYaromuxcs, 1aeT
BO3MOYXHOCTh MEHSTH (POPMBI UX JCSATEIHHOCTH, TEPEKII0YaTh BHUMAHUE HA Y3JIOBBIC BOIPOCHI
TEMBI 3aHATHH.

[Tpu mpoBeneHNN 3aHATUIN TUTAHUPYETCS MCTOIh30BaTh TAKUE aKTUBHBIC W WHTEPAKTHBHBIC
(hopMBbI, Kak UHTEPAKTUBHBIE JIEKIIMOHHBIE U MpaKkTH4eckue 3ansaTus ¢ npumeHennem UKT, aynno-
¥ BHUJICOMATEPUAIOB; YTEHUE WHTEPAKTHBHBIX W MPOOJIEMHBIX JICKIIHI, MPOBEICHUE TPYIIOBBIX
JTUCKYCCUM, JENOBBIX W POJEBBIX Wrp; MNpPUMEHEHHE METOAa TMPOEKTOB; KeHC-TeXHOIOTUH;
TUTAKTHYECKUE UTPHI U JIP.
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Ipuaoxenne Ne 1 k padoyeit nporpamme OIIL.06 «<AxjanTUBHOE TOKYMEHTAIIMOHHOE O0ecreuyeHue yIpaBJIeHUus1»

TemMaTu4yecKu# IVIaH U coaepkanue yqeﬁﬂoii JUCHUILIMHBI «AJaNITHBHOE AOKYMEHTAIIUOHHO€ odecmeyeHue YHpaBJICHUSI» MJIsA 3a049HOM

$hopmbi
HaunmeHoBaHue . . O0bem YpoBeHb
Copaepxxanne y4e0HOro MaTepuaJia, NPAKTHYECKUX 3aHATHI, CAMOCTOSITEILHOM PadoThI 00y4arOIINXCs
pa3/ieioB U TeM 4acoB OCBOCHMA
1 2 3 4

Paznen 1. AjanTHuBHOe JOKYMEHTAIlHOHHOE o0ecnieyeHHe YIpaBJIeHus 20 (2/2/16)
Coaep:xaHue JIEKIIHOHHOI0 MaTepuaJja: -
[Ipenmer aucuunaunsl. Llenu 1 3a1aun AUCHUIIIMHBL «ATAITUBHOE JOKYMEHTAMOHHOE O0ecreueHue
YIPABICHUS», CBSI3b C APYTMMHU HAyKaMu, POJIb U 3HaYEHUE B CUCTEME MTOATOTOBKH CHEIIUAIUCTOB.

Beenenue OCHOBHbIE IOHATHUS U ONPENEICHUS TUCIUIUIMHBI.
HpaKTI/I‘lQCKOC 3aHATHE -
CamocrosiTejibHasi padoTa 4
CoaeprxaHue JIEKIIMOHHOTO MaTepuaJa: 2 1
3HaueHHE JOKYMEHTAlMU B YIPAaBJICHUYECKON 1eATeIbHOCTU. MEeCTO U poJib 1€0NPOU3BO/ICTBA B

Tema 1.1. ynpasieHuu. [{enonpon3BoAcTBO Kak pyHKIMs ynpasieHus. [lonsarue o nokymenTax. @yHKIMU

Opranuzauus JIOKyMeHTOB. YHuuuupoBanusie cucteMsl qokymentauuu. 'OCTo1 u HopMaTuBbl. Kitaccudukanus

JIeJIONPOU3BOJICTBA JIOKYMEHTOB. BUJIbI TOKyMEHTOB.
IpakTHYeCKOe 3aHATHE 2
CamocrosiTesbHasi padoTa 4
CoaeprkaHue JIEKIIHOHHOT0 MaTepHaJa: - 1

Tema 1.2. ®opmyisip nokymenTa. [Torsitue pexkBu3ut. CocTaB peKBU3UTOB U UX pactionoxkenue. [IpaBuna opopmiaeHus

PexBuznth pekBusutoB. [OCT P 7.0.97-2016 YCJI. YCOPJ{

JIOKyMECHTA IIpakTHYeCKOe 3aHATHE -
CamocTrosiTenbHast paboTa 4
CoaepixaHue JIeKHHOHHOTO MaTepuaJa - 1,2
[Tonsatue OnaHk qOKyMeHTa. Bujibl 61aHKOB M MOPSIIOK PAaCcOI0KEHUsI PEKBU3UTOB B O1aHKe ((iaroBoe U

Tema 1.3. neHTpupoBanHoe). HaznaueHnue u coctaB pekBu3uTOB Os1aHkoB. Odopmiienne 01aHKoOB (00mni,

banKu 10KyMEHTOB. KOHKPETHOTO BUA, JJIS MHUChMa, JOJDKHOCTHOTO Jihia). OCOOEHHOCTH paboThI € O1aHKaMu ¢ repOoBOi

CrpyxTypa CHUMBOJIMKOM.

JIOKyMEHTa

Tpe6OBaHI/IC K M3IrOTOBJICHHUIO TOKYMCHTOB. Tekct JOKYMCHTA, €ro CTPYKTypa U Tpe60BaHI/IH K COCTaBJICHUIO

HpaRaneCRoe 3aHATHE




‘ CamocrosiTeqbHast paboTa

4

Paznen 2. CucremMbl JOKyMeHTAIluu 34(2/2/30)

Tema 2.1. Coaep:xaHue JIEKIIHOHHOI0 MaTepuaJja: 2 2

Cucrema [TonsTre u GyHKIIMU OpraHU3aMOHHO-pacopsauTeabHor qokymeHTaruu (OP/]). Bunbl opranuzannoHHo-

OpraHU3alOHHO- pacnopsIAUTENbHBIX TOKYMEHTOB. Opranu3almoHHbIe JOKYMEHTHI: Y cTaB, [lonoxenune, MHCTpyKUInH.

pactiopsimutenproit | IlITatHOe pacnucanue. CTpykTypa U ITaTHAs YUCIEHHOCTh. HazHauenue u nmpasmiia opopMIIeHUs

JOKYMEHTALUU. OpraHU3alMOHHBIX JTOKYMEHTOB.

Opranu3zaloHHbIE IIpakTHYecKoe 3aHsATHE 2

JIOKYMEHTBI CamocTtosiTeqbHast paboTa 4
Conep:xaHue JIEKIIHOHHOT0 MaTepuaJja: - 2,3

Tema 2.2. Pacnopsiaurensubie nokyMeHTsl: [loctanoBnenus, Pemenus, Ykasanus, Pactiopsokenus, [Ipukassl.

PacnopsuTebHbIE Haznauenue u npaBuiia 0oopMIIeHUS paCIIOPSIAUTEIbHBIX TOKYMEHTOB.

AOKYMCHTBI IIpakTH4Yeckoe 3aHATHE -
CamocrosiTeibHas padoTa 6
Conep:xaHue JIEKIIMOHHOT0 MaTepuaJja: - 2
Haznauenue u BUJIbI CIIPaBOYHO-UH(DOPMALIMOHHBIX TOKYMEHTOB.

geMa 2.3. Ha3znauenue, coctaB peKBU3HUTOB M MOPSAOK 0hOpMIICHNS CITyKEOHBIX TUCeM. Pa3HOBUIHOCTH CITy)KEOHBIX

HeTeMa CHIPaBOTHO™ | 1) ey, [IpaBuna opopmienus nenoBbix nuceM. HazHaueHnue, coctaB peKBU3UTOB U MOPAIOK OhopMIIeHUS:

MH(QOPMALHOHHO MIPOTOKOJIOB, aKTOB, CIIPABOK, JIOKJIAJTHBIX U CITYKEOHBIX 3aIHCOK.

JIOKYMCHTAIIH IIpakTH4yeckoe 3aHATHE -
CamocrosiTeibHas padoTa 6
Conep:xaHue JIEKIIMOHHOT0 MaTepuaJja: -
Ha3nauenue u coctaB KaApoBOH JOKyMEHTALMHU. Tpy10BbI€ KOHTPAKTHI, IPUKa3bl IO TUYHOMY COCTAaBY,

Tema 2.4. TPYIOBbIE KHIDKKH. YHUPUIIMPOBAaHHBIE (POPMBI IEPBUYHON YUETHON JOKYMEHTAIMH TI0 TPYY B €T0

Kanposas omnate. KonduaeHMaIbHOCTh TOKYMEHTOB MO JTHYHOMY cocTaBy. OcoOeHHOCTH ohopMIIeHuUs 3asBICHU,

JIOKYMCHTALHA pEe3IOME, AaHKETBHI.
HpaKanecKoe 3aHATHE -
CamocrosiTebHast padoTa 6

Tema 2.5. Conep:xaHue JIeKIIHOHHOT0 MaTepuaJja: - 1,2

[InanoBas u Haznauenue u o01as XxapakTepucTrKa IJIaHOBOM M OTYETHOM TOKyMeHTaluu. [11anoBbIe JOKYMEHTHI

OTYETHAS (maHel, TpOrpaMMel, Tpaduku, cxembl). OTYETHBIE TOKYMEHTHI (TOCYAapCTBEHHAS! CTATUCTUYECKAs

JIOKYMEHTaIUs OTYETHOCTh, BEJIOMCTBEHHAsI OTYETHOCTh, BHYTPHYUPEKIEHYECKAsi OTIYETHOCTH). Pa3zpaboTka

YHU(DUIIUPOBAHHBIX (POPM OTUETHOHM JOKyMeHTauuu. CpoKu NMpeIcTaBIeHUs] OTYETHOCTH
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IIpakTH4eckoe 3ansITHE

CamocrosiTeJbHast padora 6
Paznen 3. Opranusanusi paGoThl ¢ JOKYMEHTaAMH 22 (2/2/18)
Conep:xaHue JIEKIIHOHHOT0 MaTepuaJja: 2 1,2
[TonsiTHe OKyMEHTOO0OpOTA. DTallbl TOKyMEHTO000poTa. Opranuzanus paboTsl C BXOASAIIUMU,
geMa 3.1. HCXOSIIMMH U BHYTPEHHUMH JOKyMEHTaMu. Perucrpanus 10KyMeHTOB. @OpPMBI perucTpanuu JOKYMEHTOB
prafiusatiui (>KypHasbHasi, KapTOYHasi, aBTOMAaTU3HPOBAHHAs) U OPSAJOK UX 3aMOJTHEHUSI.
JOKYMEHT0000pOTa IIpakTHYecKoe 3aHsATHE 2
CamocrosiTeJbHas padora 6
Coaep:xaHue JIEKIIHOHHOI0 MaTepuaJja: - 2
[Tonsitue «HOMEHKIaTypa Aei». HazHauenue u BUIbI HOMEHKIATYPHI Jei. TUurosasi, mnpuMepHas u
T KOHKpEeTHasi HOMEHKJIaTypa Jien. TpeGoBaHus, MPeabABIsIeMbIe K COCTaBICHUIO HOMEHKIIATYPHI A€l
ema 3.2, opranuzanuu. Cpoku xpanenus nein. [lopsaok cocraBieHust U yTBEPKICHHUST HOMEHKIIATYPHI J1E7T
Homenkunarypa nen
OpraHu3alyy.
IIpakTH4Yeckoe 3aHATHE -
CamocrosiTeibHas padoTa 6
Conep:xaHue JIEKIIMOHHOT0 MaTepuaJja: - 2,3
[IpaBuna hopmupoBanusi TOKyMEHTOB B jena. [loHsaTHe «dKcIepTh3a EHHOCTH TIOKYMEHTOBY. [loHsTHE
éeMa 3.3. «oopmienue nemna». OCHOBHBIC TpeOOBaHUS, IPEAbSBIIIEMbIC K ohopmiieHUIO Aei. [loaHoe n YacTHIHOE
HOpMHp OBAHME ACIL. odopmiienue aen. CocrapneHne 3aBEpUTEIbHON HAAMKUCH, BHYTpeHHeH onucu. OdopmiieHne o0I0KKH Jena.
OATOTOBKA ZIE K [TpaBuna nepenayu genn B apxuB
XPaHCHHIO IpakTHYeCKOe 3aHATHE -
CamocrosiTebHast padoTa 6
YueOHas Harpy3ka (Bcero) 72
Harpy3ka Bo B3anMo1eiicTBHH ¢ TIpenogaBareieM (BCero) 12
JICKI[HOHHbIC 3aHATUS 6
MPaKTUYECKUE 3aHATUA 6
CamocTosiTesibHasi padoTa 00yuyaronierocs (Bcero) 60

IIpomexxyTounas arrecTanusi — Au¢pepeHIUPOBAHHBIN 3a4eT
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Ipuaoxenne Ne 2 k padoyeit nporpamme OIIL.06 «KAjanTUBHOE TOKYMEHTAIIMOHHOE O0ecreuyeHne yIpaBIeHUus»

TemaTn4ecKkuii IJIaH U coaecpkaHue y'{eﬁnoifl AUCHHUIIIMHBI «AI[al'[TI/IBHOG AOKYMECHTAIIHUOHHO€ odecrmeyeHue YupasBJICHUS» TJIsA 0YHO-3209HOM

$hopmbi
HaunmeHoBaHue . . O0bem YpoBeHb
Copaepxxanne y4e0HOro MaTepuaJia, NPAKTHYECKUX 3aHATHI, CAMOCTOSITEILHOM PadoThI 00y4arOIINXCs
pa3/ieioB U TeM 4acoB OCBOCHMA
1 2 3 4

Pa3nes 1. AranTuBHOe JOKYMEHTAIIMOHHOE 00ecrieueHre yIpaBJIeHHs 24 (2/6/16)
Coaep:xaHue JIEKIIHOHHOI0 MaTepuaJja: -
[Ipeamer nucuurunnbl. Llenun u 3agaun TUCHUTIIIMHBL « ATAaITUBHOE JJOKYMEHTAITMOHHOE 00eCTIeueHHe
YIPABIECHUS», CBSI3b C APYTMMHU HAyKaMU, POJIb U 3HAYEHUE B CUCTEME MTOATOTOBKH CIIELIMAJIUCTOB.

Beenenue OCHOBHBIE TIOHSITHS M ONPEACIICHUS] TUCIUILTAHEIL.
IpakTHYeCKOe 3aHATHE -
CamocrosiTejibHasi padoTa 4
CoaeprxaHue JIEKIIMOHHOTO MaTepuaJa: 2 1
3HaueHHE JOKYMEHTALUU B YIPABJICHUYECKON 1eATeIbHOCTU. MECTO U poJib JeNI0NPOU3BOCTBA B

Tema 1.1. yrpasieHuu. [lenonpon3BoacTBO Kak QyHKIMS ynpasieHus. [lonstue o nokymenrax. @yHKIUU

Opranuzauus JIOKyMeHTOB. YHuuuupoBanusie cucteMsl qokymentauuu. 'OCTo1 u HopMaTuBbl. Kitaccudukanus

JIeJIONPOU3BOJICTBA JIOKYMEHTOB. BUJIbI TOKYMEHTOB.
IpakTHYeCKOe 3aHATHE 2
CamocrosiTesbHas padoTa 4
CoaeprkaHue JIEKIIHOHHOT0 MaTepHaJa: - 1

Tema 1.2. ®opmyisip nokymenTa. [Torsitue pexkBu3ut. CocTaB peKBU3UTOB U UX pactionoxkenue. [IpaBuna opopmiaeHus

PexBuznth pekBusutoB. [OCT P 7.0.97-2016 YCJI. YCOPJ{

JIOKyMEHTa IIpakTH4yeckoe 3aHsATHE 2
CamocTtosiTeqbHast padoTa 4
CojaepixaHue JIEKHHOHHOT0 MaTepuaJa - 1,2
[TonsTre GaHk nOKyMeHTa. Bupl O1aHKOB U IOPSAOK PACTIONIOKEHUS! peKBU3UTOB B OaHke ((praroBoe u

Tema 1.3. neHTpupoBaHHoe). HazHaueHne u coctaB pekBu3uTOB 0s1aHKOB. OdopmiieHne 6:1aHKOB (00U,

bIIaHKK 0KYMEHTOB. KOHKPETHOTO BHJIA, ISl MUChbMA, JOKHOCTHOTO jiriia). OcoOeHHOCTH paboThI ¢ G1aHKaMu ¢ TepOOBO

CrpyxTypa CHUMBOJIMKOM.

JlOKyMenTa TpeboBaHKe K U3TOTOBICHUIO JOKYMEHTOB. TEKCT JOKYMEHTA, €ro CTPYKTypa U TpeOOBAHUS K COCTABJICHUIO
IpakTHYECKOe 3aHATHE 2
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‘ CamocrosiTeqbHast paboTa

4

Paznen 2. CucremMbl JOKyMeHTAIluu 30(10/4/16)

Tema 2.1. Coaep:xaHue JIEKIIHOHHOI0 MaTepuaJja: 2 2

Cucrema [TonsTre u GyHKIIMU OpraHU3aMOHHO-pacopsauTeabHol qokymeHTauu (OP/]). Bunsr opranuzaiimosso-

OpraHU3alOHHO- pacnopsIAUTENbHBIX TOKYMEHTOB. Opranu3alluOHHbIE TOKYMEHTHI: Y cTaB, [lonoxenue, MacTpyKumu.

pactiopsimutenproit | IlITatHOe pacnucanue. CTpykTypa U ITaTHAs YUCIEHHOCTh. HazHauenue u nmpasmiia opopMIIeHUs

JOKYMEHTALUU. OpraHU3alMOHHBIX JTOKYMEHTOB.

Opranu3zaloHHbIE IMpakTHYecKoe 3aHsATHE 2

JIOKYMEHTBI CamocTtosiTeqbHast paboTa 4
Conep:xaHue JIEKIIMOHHOT0 MaTepuaJja: 2 2,3

Tema 2.2. Pacnopsiaurensubie nokyMeHTsl: [loctanoBnenus, Pemenus, Ykasanus, Pactiopsokenus, [Ipukassl.

PacnopsuTebHbIE Haznauenue u npaBuiia 0oopMIIeHUS paCIIOPSIAUTEIbHBIX TOKYMEHTOB.

AOKYMCHTBI IIpakTH4Yeckoe 3aHATHE -
CamocrosiTeqbHast paboTa 4
Conep:xaHue JIEKIIMOHHOT0 MaTepuaJja: 2 2
Haznauenue u BUJIbI CIIPaBOYHO-UH(DOPMALIMOHHBIX TOKYMEHTOB.

geMa 2.3. Haznauenue, coctaB peKBU3UTOB U MOPSIO0K OOpMIICHHUS CITYKEOHBIX mrceM. Pa3sHOBUIHOCTH CITy:KEOHBIX

HeTeMa CHIPABOTHO™ | 1) ey, [IpaBuna opopmienus nenoBbix nuceM. HasHaueHnue, cocTaB peKBU3UTOB U MOPSIOK OPOpMIICHUS:

MH(OpMAIMOHHOH MIPOTOKOJIOB, aKTOB, CIIPABOK, JIOKJIAJTHBIX U CITYKEOHBIX 3aIHCOK.

JIOKYMCHTAIIH IIpakTH4yeckoe 3aHATHE -
CamocTtosiTeqbHast padoTa 4
CoaeprkaHue JIEKIIHOHHOT0 MaTepuaJa: 2
Ha3nauenue u coctaB KaApoBOM JOKYMEHTALMU. Tpy/10BbIE KOHTPAKTHI, PUKA3bl M0 JUYHOMY COCTAaBY,

Tema 2.4. TPYIOBbIE KHIDKKH. YHUPUIIMPOBAaHHBIE (POPMBI IEPBUYHON YUETHON JOKYMEHTAIMH TI0 TPYY B €T0

Kanposas omnate. KonduaeHmanbHOCTh TOKYMEHTOB MO JIMYHOMY cocTaBy. OcoOeHHOCTH 0(hopMIIEHUS 3asBICHHH,

JIOKYMCHTALHA pe3roMe, aHKETHI.
HpaKTI/I‘leCKOC 3aHATHE -
CamocrosiTesbHasi pa6oTa 2

Tema 2.5. Conep:xaHue JIeKIIHOHHOT0 MaTepuaJja: 2 1,2

[InanoBas u Haznauenue u o01as XxapakTepuCcTUKa IJIAHOBOM M OTYETHOM TOKyMeHTaluu. [laHoBbIe JOKYMEHTBI

OTYETHAS (maHel, TporpaMMel, Tpaduku, cxemsl). OTYETHBIE TOKYMEHTHI (TOCYIapCTBEHHAS CTATUCTUYECKAs

JIOKYMEHTaIUs OTYETHOCTh, BEJIOMCTBEHHAsI OTYETHOCTh, BHYTPHYUPEKIEHYECKAsi OTIYETHOCTH). Pa3zpaboTka

YHU(UIIUPOBAHHBIX (POPM OTUETHOH JToKyMeHTaluu. CpOKH Mpe/ICTaBIECHHs] OTYETHOCTH
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IIpakTH4eckoe 3ansITHE

2

CamocrosiTeJbHast padora 2
Paznen 3. Opranusanusi paGoThl ¢ JOKYMEHTaAMH 18 (6/6/6)
Conep:xaHue JIEKIIHOHHOT0 MaTepuaJja: 2 1,2
[TonsiTre OKyMEeHTOO0OpOTA. DTaMbl JOKyMeHTo00opoTa. Opranu3zaius padoThl C BXOASIIUMU,
geMa 3.1. HCXOSIIMMH U BHYTPEHHUMH JOKyMEHTaMu. Peructpanus 10KyMeHTOB. @OpMBI perucTpanuu JOKyMEHTOB
prafiusatiui (>KypHasbHasi, KapTOYHasi, aBTOMAaTU3HPOBAHHAs) U OPSAJOK UX 3aMOJTHEHUSI.
JOKYMEHT0000pOTa IIpakTHYecKoe 3aHsATHE 2
CamocrosiTeJbHast padoTa 2
Conep:xaHue JIEKIIHOHHOT0 MaTepHaJia: 2 2
[Tonsitue «HOMEHKIaTypa Aei». HazHauenue u BUIbI HOMEHKIATYPHI Jei. TUurosasi, mnpuMepHas u
T KOHKpEeTHasi HOMEHKJIaTypa fen. TpeGoBaHusl, MpeabsBIsieMble K COCTaBICHUIO HOMEHKIIATYPHI J1e]
ema 3.2, opranuzanuu. Cpoku xpanenus nei. [lopsaok cocraBiieHust 1 yTBEPKICHUS HOMEHKIIATYPhI eIl
Homenkunarypa nen
OpraHu3alyy.
IMpakTHYECKOE 3aHATHE 2
CamocrosiTeibHas padoTa 2
Conep:xaHue JIEKIIMOHHOT0 MaTepuaJja: 2 2,3
[IpaBuna hopmupoBanusi TOKyMEHTOB B jaena. [loHsTHe «dKcnepTh3a HEHHOCTH JOKyMEHTOBY. [ToHsTHE
éeMa 3.3. «oopmienue nemna». OCHOBHBIC TpeOOBaHUS, IPEAbSBIIIEMbIC K ohopmiieHUIO Aei. [loaHoe n YacTHIHOE
HOpMHp OBAHME ACIL. odopmiienue aen. CocrapneHne 3aBepUTEIbHON HAAMKICH, BHYTpeHHEH onucu. OdopmiieHne 0010KKHY Aena.
OATOTOBKA ZIE K [TpaBuna nepenayu genn B apxuB
XPaHCHHIO IpakTHYeCKOe 3aHATHE 2
CamocrosiTesbHasi pa6oTa 2
YueOHas Harpy3ka (Bcero) 72
Harpy3ka Bo B3anMo1eiicTBHH ¢ TIpenogaBareieM (BCero) 34
JIEKIIUOHHBIE 3aHATHUS 18
MPaKTUYECKUE 3aHATUA 16
CamocTosiTesibHast padoTa 00yuaronierocs (Bcero) 38

IIpomexyTounasi arrecTanusi — Au¢pepeHIUPOBAHHBIN 3a4eT
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