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

1. ITacnopT padoyeii mporpaMMbl y4eOHO# JUCHUNIMHBI.
1.1. O6aacTh NpUMEHEHHSI POTPAMMbI

Pabouas mporpamma yueOnoi auctumumasl OIIL[.06 «JlokymeHTanmonHoe obecrieueHue
YIOPABJICHUS» SBJISIETCSI YaCTbI0 MPOrpaMMbl MOATOTOBKH CIEHMAIMCTOB CPEIHEr0 3BEHA IO
cnernuanbHOCTH 38.02.01«3Kk0HOMUKA M OYXTanTEPCKUM ydeT (10 OTPaCIIsiM ).

Pabouass mporpamMMa cocCTaBi€Ha B COOTBETCTBUU ¢ DenepanbHBIM TOCYIapCTBEHHBIM
o0pa3oBaTeNbHBIM CTaHAAPTOM CpEIHEro MpodeccHOHANLHOTO 00pa30BaHUs CHELHATBbHOCTU
38.02.01 «DxoHOMUKA U OyXTaITEPCKUil y4eT (110 OTpaciisiM)» W Y4eOHBIM TUIAHOM IMOATOTOBKH
CHenuaaucToB mo crnenuaibHocTh 38.02.01«OKkoHOMUKa B OyXraaTepckui yder (10 OTpaciisim)»
Ha 0a3e OCHOBHOTO 00IIero oOpa3oBaHus W Ha 0a3e cpeaHero odmiero oopa3oBaHUs MO OYHOM,
OYHO-320YHOH U 3a04HOM popme 0OyueHHUs.

1.2. Mecto y4eOHOIi IUCHMIUVIMHBI B CTPYKType MpPOrpaMMbl IOATOTOBKHU
CIEIHATHUCTOB CPEeHEro 3BeHA:

Hucuurnnuna «JlokyMeHTallMOHHOE O00€CIeueHue YIpPaBJICHUS» BXOAUT B LUK
obmernpodeccuoHabHBIX qUCIUIUIMH 0a3oBoi yactu PI'OC CIIO mo cnenumansHocTr 38.02.01
«IKOHOMHUKA U OyXranTepckuid y4€T (10 OTPaciisiM)» U SBIISAETCS COCTABHON YaCThIO MOATOTOBKU
CHEIHAMCTOB CPEIHEro 3BeHa, obecreynBas MpoAoKeHne GOpMUPOBAHUS 3HAHUNW U yMEHUUN
CTYJCHTOB, MOJYYEHHbIX B XOJ€ U3YyUEHUS CIEAYIOLUMX AUCUUIUIMH: «OCHOBBI OyXIrajaTepcKoro
yueTay, npodeccruonanbHbix Moaynen [IM.01 «/lokymeHTHpOBaHHE XO3SIICTBEHHBIX ONEpalfii u
BeZIcHHE OyXTaJTepCKOro y4yera MMyllecTBa opranmzanun», [IM.02 «Benenue Oyxraiarepckoro
yuyeTa HMCTOYHHKOB (POPMUPOBAHUS HMYILIECTBA, BBINOJHEHHE pPA0OT 1O WHBEHTapU3ALHUU
MMYILECTBA U (PMHAHCOBBIX 0053aTENICTB OpraHU3aIM».

N3ydyenne nucuuIUiMHbl «JlOKyMEHTAallMOHHOE OO€ecleYeHre YIpaBICHUs» IO3BOJIUT
MOATOTOBUTHCS K YCBOGHHUIO TMOCIHEAYIOUMX Mpo(hecCHOHANBHBIX ANCHUILINH, TaKUX Kak:
«Aynut», «Hanoru u HamorooGnoxeHue», npodpeccuoHanbHbix Moayneid 1IM.03 «IIpoBenenue
pacueToB ¢ OIOKeTOM U BHEOIOKeTHBIME popmamuy, [IM.04 «CocraBneHne U UCHOIb30BaHUE
Oyxranrepckod otdyeTHocTu», I[IM.05 «Bbimomnenne paboOT MO OJHOM WM HECKOJIBKUM
npodeccussM paboOyMX, OJDKHOCTSM CIY)XKAIIMX», a TaKkKe K BBIMOJIHEHUIO BBITYCKHOMN
KBaJIN(DUKALIMOHHOM paboThI.

dopma koHTpoIs — TudHepeHIIMPOBAHHBIN 3a4eT.

1.3. Pe3yabTaThbl 0CBOECHHS Y4eOHOH THCIUTIMHBI:

B pesymprate wu3ydeHus kypca «JlOKyMeHTAIlMOHHOE OOECICUCHHUE YIIPABIICHUS
CTYJCHTHI 10JIKHBI YMETb!

- oOpMIISITH TOKYMEHTAIIMI0 B COOTBETCTBHHM C HOPMATHBHON 0a30if, B TOM YHCIIE C
HCIOJIb30BaHNEM MH(POPMAITMOHHBIX TEXHOJIOTHIA;

- OCBauBaTh TEXHOJIOTUU aBTOMATU3UPOBAHHON 00pabOTKH JOKYMEHTALINH;

- ACTIOJIb30BaTh YHU(PHUIIMPOBAHHBIE ()OPMBI TOKYMEHTOB;

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

- HUCIIO0Ib30BaTh TEJIEKOMMYHHUKAI[UOHHBIE TEXHOJIOTHH B ANEKTPOHHOM
JIOKYMEHTOO0O0POTE.

B pesynprare wu3ydeHus Kkypca «JloKyMeHTalMOHHOE OOECICUYCHHUE YIPABIICHUS
CTYJCHTHI 10JIKHbI 3HAT!

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

- OCHOBHBIE MOHATHUS JOKYMEHTAIIMOHHOTO 00ECTIeYeHHS YIIPaBIICHUS;
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- CUCTEMBI JJOKYMEHTAIMOHHOTO 00ECTIeYeHHs yIIPaBIICHUS;

- KJIaCCU(PUKALIUIO IOKYyMEHTOB;

- TpeOOBaHUS K COCTABICHHUIO U O(hOPMIICHHIO JOKYMEHTOB;

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

B mpouecce n3ydeHus AMCUUIUIMHBL «J{OKyMEHTallMOHHOE OOECIEYeHHUE YIPaBICHUS»
CTY/ICHT OBJIaJICBACT CICIYIOIMMH OOIMMH KOMIIeTeHUSIMU:

OK 02 Hcrnonp30oBaTh COBPEMEHHBIE CpEICTBa IOMCKA, aHajdu3a W HWHTEPIpETauu
uHbopManuu U MH(MOPMAIIMOHHBIX TEXHOJOTHHA JJIs BBIIOJIHEHUS 3agad Npo(ecCHOHANTbHOM
NesTeNbHOCTH;

OK 03 IlnmanupoBaTh M peayin30BBIBATH COOCTBEHHOE MPO()ECCHOHAIBHOE U JINYHOCTHOE
pa3BUTHE, NPEANPUHUMATENIBCKYIO AEATENIBHOCTh B NMPO(EeCCHOHAIBHONW cdepe, UCIONIb30BaTh
3HaHUS 10 (UHAHCOBOM IPaMOTHOCTHU B PA3IMYHBIX KU3HEHHBIX CHUTYaLUAX;

OK 09 Ilonb3oBarbcsi mpodeccHOHANBHOM JOKYMEHTAlMe Ha TOCYAapCTBEHHOM U

HHOCTPAHHOM A3bIKaXx

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

YueOHast Harpy3ka oOydaromerocs — 72 dYacoB, B TOM 4YHCIE: Harpyska 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 TMCHUIIMHBI U BHAbI YU4eOHOIl padoThI

Oovem

Bup yuyeoHoii padoTbi yacoe
YuyeOHasn Harpy3Ka (Bcero) 72
Harpy3ka Bo B3auMo1eliCTBHH ¢ NipenojaBaTeyieM (BCero) 48

B TOM YHUCJIE:

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

IIpomesicymounas ammecmayus 8 popme oughghepenyupoeannozo 3auema




2.2 TeMaTH4YeCKHH IJIaH H coaecpikaHue yqeﬁnoﬁ AU CHUIIJIHHBI «I[oxyMeHTaunonnoe odecrneyeHue YupasBJiCHUSI»

HanmenoBanue . . Oo6bem YpoBeHb
Coaep:xaHue y4eOHOro MaTepuaJia, NPaAKTHYECKUX 3aHATHI, CAMOCTOATEIbHOI PadoThHI 00y4aIOLIUXCH
pa3/ieioB U TeM 4acoB OCBOCHUSA
1 2 3 4

Paznen 1. JlokymMeHTallHOHHOE 00ecneYeHne YIPaBJIeHUs 20 (8/4/8)
Conep:xaHue JIEKIIMOHHOT0 MaTepuaJja: 2
[Ipenmer aucuurnnunsl. Llenu u 3agaun aucuuIuinHebl «/JokyMeHTallmoHHOE oOecreueHne
YIPABICHUS», CBSI3b C APYTUMHU HAyKaMU, POJIb U 3HAYEHUE B CUCTEME MOATOTOBKH CIICIIMAJIUCTOB.

Beenenne OCHOBHBIE ITIOHATHA U OIIpeACIICHUS JUCIUIIIINHEIL.
HpaKanecKoe 3aHATHE =
CamocrosTesabHast paéora 2
Conep:xaHue JIEKIIHOHHOT0 MaTepuaJja: 2 1
3HavYeHHUE TOKYMEHTALUH B YIIPABICHYECKOH JACSITEIIbHOCTA. MeCcTO U poJib JIEJOMPOU3BOJICTBA B

Tema 1.1. ynpaieHuH. [lenonpon3BoACcTBO Kak pyHKIMs ynpapieHus. [lonsatue o qokymeHnTax. @yHKIMH

Opranu3zanus JTOKYMEHTOB. YHUpHUIHpOoBaHHBIE cucTeMbl fokymMeHTaruu. 'OCTer u HopMaTussl. Kitaccudukarms

JEJIONPOU3BO/ICTBA JIOKYMEHTOB. BU/Ibl TOKYMEHTOB.
IIpakTH4Yeckoe 3aHATHE -
CamocrosiTesbHasi pa6oTa 2
CoaeprkaHue JIEKIIHOHHOT0 MaTepHaJa: 2 1

T ®opmymsip pokymenTta. [lonstue pexkBuszutr. CocTaB PEeKBU3UTOB W HUX pacrnosioxeHue. [Ipaswmma

ema 1.2. odopmnenus pexsuzutoB. OCT P 7.0.97-2016 YCII. YCOP]]

PexBu3nuTHI TOKYMEHTa
IIpakTHYECKOE 3aHATHE 2
CamocrosiTeibHas padoTa 2
CoaepixaHue JIeKHHOHHOT0 MaTepuaJa 2 1,2
[TonsTre 6maHk noKyMeHTa. Bupl OJ1aHKOB U IOPSAOK PACIONIOKEHUS PEKBU3UTOB B OJIaHKE
(dnaroBoe u nieHTprpoBanHoe). Haznauenue u cocraB pekBU3UTOB O1aHKOB. OdopmiieHne 6J1aHKOB

Tema 1.3. (oO1mumii, KOHKPETHOTO BUA, JUIS MUCHhMA, TOJDKHOCTHOTO Jiniia). OcoOeHHOCTH paboThI ¢ OIaHKaMU C

branku TOKyMEHTOB. repOOBO CUMBOJIUKOM.

Crpykrypa qoKkymMenTa | TpeOoBaHME K M3TOTOBIEHHIO JOKYMEHTOB. TEKCT JOKYMEHTa, €ro CTPYKTypa ¥ TpeOOBaHHs 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 OpraHu3allMOHHO-pacnopsauTeabHol qokymeHTanuu (OP/]). Bune

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

pacnopsIUTEIbHON [Tonoxenune, Uuctpyknuu. llltatHoe pacnucanue. CTpyKTypa U IITaTHAsi YUCIEHHOCTh. HazHaueHue u

JIOKYMEHTAIUH. mpaBmiIa 0OPMIICHHS OPTraHN3AIMOHHBIX TOKYMEHTOB.

OpranuszanuoHHbIE IpakTHYecKoe 3aHATHE -

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

Tema 2.2. Pacnopsiaurensubie nokyMeHnTsl: [loctanoBnenus, Pemenus, Yka3zanus, Pacnopsbxkenus, [Ipukassl.

PaCTIOATHTEEHBIC Haznauenue u npasuia opopMiIeHHs pacCOPSAUTEIbHBIX JOKYMEHTOB.

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

5 Haznauenwue u BUABI CripaBOYHO-UH(DOPMAIIMOHHBIX JOKYMEHTOB.
geMa 3. Hasnauenue, cocraB peKBU3UTOB U MOPSAI0K 0hOpMIIEHUS CITy:KeOHBIX mrceM. PasHOBUIHOCTH
HCTEMa CHIPABOTHO= cimyxe0Hbix nuceM. [IpaBuna opopmienus aenoseix nucem. Haznauenue, coctaB peKBU3UTOB U

MH(OpMALHOHHOI MOPSAIOK 0(h)OpPMIIEHHUS: TPOTOKOIIOB, AKTOB, CIIPABOK, JOKJIATHBIX M CIYKEOHBIX 3alHCOK.

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. YHUPHUIPOBAHHBIE ()OPMBI IEPBUYHON YUETHON JOKYMEHTAIIMH 110 TPYY U €ro

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, BHYTPUYUPEXKIEHUECKasi OTYETHOCTH). Pa3paboTka

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 JIEKIIHOHHOT0 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, aBTOMATU3UPOBAHHAS) Y TIOPSIOK UX 3aIIOTHCHHUS.

AIOKyMEHTO000pOTa IIpakTH4eckoe 3ansTHE 2
CamocrosiTeJbHas padoTa 2
Conep:xaHue JIEKIIHOHHOT0 MaTepuaJja: 4 2
[TonsTre «HOMEHKIIATypa aein». HazHadeHne U BUBI HOMCHKIIATYPHI Jienn. Tunosas, mpuMepHas u

Tema 3.2 KOHKpEeTHasi HOMEHKJIaTypa fen. TpeGoBaHusl, MpeabsBIsieMbIe K COCTaBICHUIO HOMEHKIIATYPHI /1]

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. «odopmienue nena». OcHOBHbIE TpeOOBaHUs, MpeAbsBIIsAeMble K odhopmieHuto aein. [lonHoe u
HOP MHPOBAHHE JIC. gacTuaHOe odopmiieHue nen. CocTaBiIeHHe 3aBEPUTEIBLHON HAAMKUCH, BHYTpeHHEH omucu. OgopmieHue
OJITOTOBIKA JIET K 000xku fena. [IpaBuna nepenayuu n1en B apXuB
XPaHEHUIO
IIpakTHYECKOE 3aHATHE 2
CamocrosiTeibHas padoTa 2
YueOHast Harpy3Ka (Bcero) 72
Harpy3ka Bo B3anMoeliCTBHH ¢ NIpenojaBaresieM (Bcero) 48
JIEKIIMOHHBIC 3aHATHS 32
MIPaKUIECKHUE 3aHSATHUS 16
CamocrosTeabHast paboTa 00y4aromerocs (Bcero) 24

IIpoMe:xxyTouHas arrecTauust — AupdepeHuMpPoOBaHHbINA 3a4eT

JIJist XapaKTepUCTUKU YPOBHS OCBOCHHS y4eOHOTO MaTepHalia UCHOJIb3YIOTCS CleayIomue 0003HaueHus: 1 — 03HAKOMUTENBHEIN (Y3HABAaHHE paHee W3YUYCHHBIX OOBEKTOB,
CBOWCTB); 2 — PENPOIYKTUBHBIN (BBIIOJIHEHUE NEATEIBHOCTH IO 00pa3lly, MHCTPYKIUH WM IOJ PYKOBOJACTBOM); 3 — MPONYKTUBHBIH (IUIAHHPOBAHUE H CAaMOCTOSTEIHLHOE
BBITIOJTHEHHE JISATEIBHOCTH, PEIIeHNE POOIEMHBIX 3a1a4).




3. Yci10BuS peaiM3allii NPorpaMMsbl y4eOHOMH JHCHMIIHMHBI
3.1. Tpe6oBaHusl K MUHUMAJIbHOMY MAaTepHAJbHO-TeXHHYECKOMY 00ecle4eHn 0

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

Obopyoosanue kabunema «oKymeHmayuonHo2o obecneveHus ynpasieHusy.

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 odecrniedeHne 00yueHust

3.2.1 OcHoBHas yuyeOHas JUTEpPaTYpa:

1. Aobynanze, JI. I'. JlokyMeHTalmoHHOE OOECICUYCHUE YIPABJICHUS IIEPCOHATIOM:
yuebHuk u npaktukym aus CIIO / 1. T'. A6ynamze, U. b. Boimpsokkuna, B. M. MacnoBa. —
MockBa: MUszmarensctBo HOpaitr, 2019. — 299 c¢. Pexum pocryma: https://biblio-

online.ru/bcode/437238

3.2.2 JlonoJHHUTEIbHAN YUeOHAasl IUTepaTypa:

1. KazakeBuu, T. A. JlokymeHTanmoHHOE oOO€CIeYCHUE YMPABICHUS: YYEOHUK U
npaktukym mis CIIO / T. A. KazakeBuu, A. WU. Tkanuu. — 2-¢ u3A., ucnp. U gom. — MoCKBa:
WznarensctBo FOpaiit, 2019. — 177 ¢. Pexxum poctyna: https://biblio-online.ru/bcode/437587

2. lyBanosa, H. H. OcHOBBI nenomnpousBoacTBa: yueOHUK U npaktukym ais CITO / H.
H. Illyranosa, A. 1O. MBanoBa; o obmieit penaknueid H. H. IllyBanoBoit. — 2-e u3j., mepepad. u
non. — Mocksa: MspatensctBo IOpaiir, 2019. — 428 c. Pexxum mgocryma: https://biblio-
online.ru/bcode/439063

3. KysnenoB, M. H. JlokymeHTannoHHOe oOecredyeHue YIpaBiICHUsS MEPCOHATIOM:
yuebHuk u npaktukym s CIIO / U. H. Ky3unenoB. — Mocksa : U3narensctBo FOpaiit, 2019. —
521 ¢ Pesxum noctyma: https://biblio-online.ru/bcode/444432

4, I'pozosa, O. C. HenonpousBoactso: yued. mocooue mis CIIO / O. C. I'pozoBa. —
MockBa: WspatenbctBo FOpaiir, 2019. — 126 «c¢. Pexum pocryma: https://biblio-
online.ru/bcode/438791

3.2.3 OpuuuanbHbie, CHPABOYHO-0MOIMOrpaduyecKne U NepuoIuYecKHe H3TAHUA:

a) opuuuanvHuvie U30aHUA .

1.TOCT P 51141-98 lenonpon3BoACTBO U apXUBHOE J1e70. TepMHUHBI U onpezeneHus (yTB.
[ToctanoBnenunem 'occtangapra P® ot 27.02.98 Ne 98)

2. TunoBast MHCTPYKILIMS 10 JI€JIONPOU3BOJICTBY B (pe/iepalbHBIX OpraHax MCIOJIHUTEIbHON
Biactu (y1B. Ilpuka3zom MuHucTepcTBa KyJabTyphl M MAacCOBbIX KOMMyHUKanuid P®D ot 08 HosOps
2005 1. Ne 536)

3. O6mepoccuiickuii knaccudukarop ynpapineHueckoi nokymentanuu OK 011-93 (OKY )
(YTBepxaeH u BeneH B JeiicTBre moctaHoBieHneM ['occtangapra PD ot 30.12.993 Ne 299)

0) cnpasouno-oubuoZpahuuecKkue uz0anus:


https://biblio-online.ru/bcode/437238
https://biblio-online.ru/bcode/437238
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.: TabII. - bubmuorp.: c. 359-363. — Pexum J0CTyma!
http://biblioclub.ru/index.php?page=book&id=452846

8) nepuoouueckue u30aHua:

1. DkoHoMHYecKast cpefa: kypHal / u3f. OpJoBCKUM TOCYyNapCTBEHHBIH WHCTUTYT
SKOHOMUKHM U Topromiu; . pen. A.Jl.Jlazapenxko — Open, 2018. - Noe 1 — 62 c. To xe
[DnexTponHsIii pecypc]. - https://e.lanbook.com/journal/issue/306678

2. DKoHOMHUYECKasi cpena: >KypHan / u3a. OpIOBCKHM TOCylapCTBEHHBIH WHCTUTYT
SKOHOMHUKM W ToproBiu; Ti. pen. A.JlJIazapenko — Open, 2018. - Ne 2 — 120 c. To xe
[DnexTponHsIii pecypc]. — https://e.lanbook.com/journal/issue/308118

3. DkoHOoMHYecKast cpefa: kypHal / u3n. OpJoBCKUM TOCYyNapCTBEHHBIH 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. OpIIOBCKHM TOCYAapCTBEHHBIH HWHCTHTYT
SKOHOMUKHM M Toprosiu; . pen. A.JlJIazapenko — Open, 2018. - Ne 4 — 123 c. To xe
[DnexTponHbIit pecypc]. - https://e.lanbook.com/journal/issue/309688

3.2.4 MeTtoauuyeckue yKa3aHus J1Jisl 00y4aloIUXcs M0 0CBOEHHIO TM CIUIITHHBI

1. BbopraukoBa O.H. JlokymeHTalnMOHHOE oOOecTeueHue YyIpaBlieHUus. MeToauueckue
YKa3aHUs K IPOBEJICHUIO NMPAKTUYECKUX PadOT Ui CTYJEHTOB OYHOM, OYHO-3a0YHOM M 3a0UHOU
dopm obOyuenust cnenuanbHocTH 38.02.01 «OKxoHOMUKA M OyXranTepcKuil yder (10 OTpacisim)» -
Pwionoe: JIPTH, 2019. Pesxxum mocryma: http:// www.portal-drti.ru

2. bopraukoBa O.H. JlokymeHTannoHHOE oOecreueHue YympaBiieHus. MeTtoauueckue
yKa3aHHs 10 BBIMOJHEHUIO BHEAYAMTOPHOW CaMOCTOATENBHOM pabOTHl Il CTYIACHTOB OYHOM,
OYHO-320YHOW U 3a04yHOU (opmbl 00ydeHus mno cneruanbHOcTH. 38.02.01 «OkoHOMHKA U
Oyxrantepckuii yueT (1o otpacisim)».—Prionoe: [IPTH,2019. - Pexxum mocryma:http://www.portal-
drti.ru

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

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

—OduuuanbHplii  caliT MUHHCTEPCTBA TNPOMBIIUIEHHOCTH M ToproBiu Poccuiickoit
Ddeneparuu. — http://minpromtorg.gov.ru/

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

—OdunuanbHbIil callT MUHHUCTEPCTBA AIKOHOMHUYECKOro pa3Butusi Poccuiickoit denepanuu. —
mineconom@economy.gov.ru

—OdunuanbHplii CaiT MUHUCTEPCTBA MNOTPEOUTENHCKOTO phIHKA M YCIyr MOCKOBCKOM
obunactu. — https://mpru.mosreg.ru/

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

—Odunmansueiii caiit Hekommepueckoro IlaptHepctBa «Accounanus IpodeccnonanbHbix
Bbyxrantepos ConpyxectBoy». — http://npabs.ru/

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

—Oduuuanbupiii  caiit Poccuiickoro kiyba (QUHAHCOBBIX IUPEKTOpoB. — http://kimy6-
(UHAHCOBBIX-TUPEKTOPOB. PG/
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3.2.6 IlepeyeHb MHGPOPMALMOHHBIX TEXHOJOTH, HCIOJb3yeMbIX NPH OCYLIECTBJICHUHU

00pa3oBaTeJIbHOIO

npouecca,

BRJIKOYas IepeICHb JIMICH3UOHHOI'0 NnporpaMMHoOro

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

HaumMeHnoBanue
NMPOrpaMMHOI0 Ha3znauenue
obecnevyeHUs
Obpazosarenbubiii mopran APTH noctpoen Ha o0y4aromeil 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 opraHu3anuu online- KiaccoB, Tak M JUIS TPaTUIIMOHHOTO
oOyuenus. Ilopram paszmeneH Ha «OTKPBITYIO» (OOIIEIOCTYIHYIO) H
«BaKpBITYIO» YacTh. J[OCTYI K 3aKpBITOH YacTH OCYIIECTBISIETCS IMOCIHE
MPEIBSIBIICHUS TIEPCOHAIBHON Taphl «JIOTUH-TIAPOJIbY IPEToIaBaTelieM
VJTH CTYJICHTOM.

DNEeKTpOHHO-
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 3]Z€Kmp0HHO'6u6]lu0m€‘{HblM cucmemam

HaumeHnoBaHue

3JIEKTPOHHOTO Ha3znauenue
pecypca, agpec caiita
9BC Opaiit OBC HOpaiit - pecypc, BKIIOYAIOMMWK JJICKTPOHHBIE BEPCHH KHHUT
Www.urait.ru m3natenscrBa "HOpaitt". M3narenbcTBO crienuaiu3upyercsl Ha U3JIaHuu

y4eOHOM JIUTepaTypbl A BBICHIMX U CPEAHMX CHEHUAIbHBIX Y4eOHBIX
3aBeJICHUH 110 HOBBIM 00pa30BaTEIbHBIM CTaHapTaM.

Bxmrouaer B cebst karajnor rpu@oBaHHBIX YYEOHHMKOB IO COLMAIBHO-
9KOHOMHUYECKOMY, T'YMaHUTapHOMY U IOPUNUYECKOMY,
€CTECTBEHHOHAyYHOMY M TEXHUYECKOMY HampaBiIeHUsIM. ABTOpaMu
y4eOHUKOB SIBJISIOTCS IMpernojaaBaTesin 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
MIPUCYTCTBYET BO3MOXKHOCTB: HWHAMBHAYAJIBHOTO HEOIPAaHUYEHHOIO
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, (bOpMI/IpOBaHI/ISI

CTaTHUCTUYECKUX OTYETOB MO mnojnp3oBareaM. M3mamus B OBC
MIPEJICTABJICHBI C COXPAaHEHUEM BHUJIa CTPAHUII (OPUTUHATIHLHOW BEPCTKH).
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https://www.портал.дрти.рф/
http://www.urait.ru/

Haumenosanue
3JIEKTPOHHOTO
pecypca, aapec caiita

Ha3nauenne

9BC «Jlaapy»
https://e.lanbook.com

OBC BKIIOUaeT B ce0s1 KaK JIEKTPOHHBIE BEPCUM KHUI U3aTENIbCTBA
«JIaHb» U APYTrUX BEAYIIHUX U31ATEIbCTB YUeOHOH JIUTEpaATyphl, TaK U
AJEKTPOHHBIE BEPCUU NTEPUOANYECKUX U3JaHUM 110 €CTECTBEHHBIM,
TEXHUYECKUM U TYMaHUTAPHBIM HayKaM.

[IpenocraBisger BO3MOXHOCTh KPYIVIOCYTOYHOI'O  JAUCTAHLIMOHHOIO
UHAWBUYAJIbHOTO II0JIb30BAaHUS, [UIA KaXA0ro oOydarouierocs u3s
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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Haumenosanue
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

14



file://///192.168.10.10/для%20%20обмена%20%20по%20%20дфагту/ИТ%20в%20обучении

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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TemMaTu4yecKH#l IUIAH U coaepkaHue yqeﬁﬂoﬁ AUCHHUILIIMHBI «I[OKyMeHTaIII/IOHHOC o0ecrneuyeHue YHpaBJECHUSI» NJIsA 3a04HOM (l)OpMI)I

Hpuiio:xkenne Ne 1 k padoyeit nporpamme OIIL.06 «/lokyMeHTanMOHHOE 00ecieYeHre YIIPaBJIeHUs

HaumenoBanue . . O0bem YpoBenn
Coaeprxanue y4eOHOro MaTepuaJia, NPAKTHYECKUX 3aHATHIA, CAMOCTOSTEIbHOI PadoThI 00y4alOUIUXCS
pas/ieioB H TeM 4acoB OCBOCHHUS
1 2 3 4

Paznen 1. JlokyMeHTallHOHHOE o0ecriedyeHHe YIIPABJIEHHS 20 (2/2/16)
CoaeprkaHue JIEKIIMOHHOT0 MaTepHaJa: -
[Ipenmer aucuurnnunsl. Llenu u 3agaun AUCHUIIINHBI «/{oKyMeHTallMOHHOE 00ecrieueHre yIPaBICHU»,
CBSI3b C JPYTMMHU HayKaMH, poJib U 3HAYEHHUE B CUCTEME ITOATOTOBKH clieHUanucToB. OCHOBHBIE TOHATHS U

Beenenue onpeeaeHus: UCHUIUINHBL.
IIpakTH4yeckoe 3aHATHE -
CamocTrosiTeqbHast paboTa 4
Conep:xaHue JIEKIIHOHHOI0 MaTepuaJja: 2 1
3HavYeHHUE TOKYMEHTALUK B YIIPABICHYECKOM JACSITEIIbHOCTU. MeCcTO U poJib JIEJIOMPOU3BOJICTBA B

Tema 1.1. ynpaieHud. [lenonpon3BoAcTBO Kak GyHKIHs ynpasineHus. [lonarue o qokymeHntax. @yHKIHH

Opranuzanus JOKYMEHTOB. Y HUPHUIHPOBaHHBIE cucTeMbl TokymeHTarnu. 'OCTr1 n HopmaTuBbl. Kiaccudukanms

JIeJI0NPOU3BO/ICTBA JIOKYMEHTOB. BU/Ibl TOKYMEHTOB.
I[IpakTHYeckoe 3aHATHE 2
CamocTtosiTeqbHast padoTa 4
CoaepikaHue JIEKHHOHHOT0 MaTepuaJa: - 1

Tema 1.2. ®opmynsap nokymenta. [lonstue pekBusut. CocTaB peKBU3UTOB M UX pacmoniokenue. [Ipasuna opopmuenus

PexBu3uTHI pexBusutoB. [OCT P 7.0.97-2016 YCJI. YCOPJ{

IOKyMEHTa IIpakTHYeckoe 3aHsITHE -
CamocrosiTesbHas padoTa 4
CojaepikaHue JIeKHHOHHOT0 MaTepuaJa - 1,2
[TonsTue 61ank qokyMeHTa. Buabl OJIaHKOB M TIOPSAIOK PACTIONOKEHHST PEKBU3UTOB B Os1aHke ((pyiaroBoe u

Tema 1.3. eHTpupoBaHHoe). HazHauenue u coctaB pekBu3uToB 01ankoB. Odopmienue 61aHKOB (00U,

BilaHku OKyMEHTOB. | KOHKPETHOTO BH/A, VIS MMChbMA, JOJDKHOCTHOrO jinna). OcoOeHHOCTH paboThl ¢ O1aHKaMu ¢ repOoBOi

Crpykrypa CHUMBOJIUKOH.

JIOKyMEHTa TpeboBaHue K U3TOTOBJIEHUIO JOKYMEHTOB. TEKCT JOKYMEHTA, €ro CTPYKTypa U TpeOOBAaHUS K COCTABJICHHUIO
IIpakTH4eckoe 3aHsITHE -
CamocTrosiTeqbHast padoTa 4




Pasznea 2. Cucrembl JOKYMeHTAlluu

34(2/2/30)

Tema 2.1. Conep:xaHue JIEKIIMOHHOT0 MaTepuaJja: 2 2

Cucrema [TonsTre u GyHKIMU OpraHu3alMOHHO-pacnopsauTeabHon qokymenTanuu (OP/]). Bunsl opranuzanmonso-

OpraHU3aIMOHHO- pacnopsiAMTENbHBIX TIOKYMEHTOB. Opranu3anvoHHbie JOKYMEHTHI: Y cTaB, [lonoxenue, MHCTpyKUInu.

pactopsaurenpHoii | llITatHoe pacnucanue. CTpykTypa M mTaTHas yucieHHOCTh. HazHaueHnue u npaBuia opopMIIeHUs

JIOKYMEHTAIUH. OpraHU3alMOHHBIX JIOKYMEHTOB.

Opranu3anroHHbIE IpakTHYecKoe 3aHATHE 2

JIOKYMEHTBI CamocTrosiTeibHas padoTa 4
CoaepxaHue JIEKIIHOHHOI0 MaTepuaJja: - 2,3

Tema 2.2. Pacnopsiaurensubie nokyMeHnTsl: [loctanoBnenus, Pemenus, Yka3anus, Pactiopsikenus, [Tpukassl.

PacTIOpAIHTEEHBIC Haznauenue u npaBuia opopMiIeHHs paCIOPSAUTEIbHBIX JOKYMEHTOB.

AOKYMCHTBI HpaKTI/I‘lQCKOC 3aHATHE -
CamocrosiTebHast padora 6
Conep:xaHue JIEKIIHOHHOI0 MaTepuaJja: - 2

) Haznauenue u BUabI CripaBOYHO-UH(DOPMAIITMOHHBIX JOKYMEHTOB.
geMa 3. Haznauenue, coctaB peKBU3UTOB U MOPSAI0K OGOPMIICHUS CITY>KEOHBIX MHceM. Pa3HOBUHOCTH CITy)KEOHBIX
HMETEMA CHIPABOTHO™ | 11 e, [IpaBuna opopmienus nenoBbix nucem. Hasnauenue, coctaB peKBU3UTOB U MOPAI0K OpOpMIIEHUS:

MH(OPMAIHOHHOH MIPOTOKOJIOB, AKTOB, CIIPABOK, JOKJIAJTHBIX M CITYKEOHBIX 3aIHCOK.

JIOKYMCHTAHH IIpakTH4yeckoe 3aHsATHE -
CamocrosiTebHast padoTa 6
Conep:xaHue JIEKIIHOHHOT0 MaTepuaJa: -
Haznauenue u coctaB KaapoBOi JOKyMEHTAIMH. TpyI0BbIe KOHTPAKTHI, MPUKA3bI IO TUYHOMY COCTAaBY,

Tema 2.4. TPYIOBBIE KHUKKU. YHUPHUIPOBAaHHBIE ()OPMBI IEPBUYHON YUETHON JOKYMEHTAIIMH 10 TPYY U €ro

Kazposas omate. KoHduaeHManbHOCTh JOKYMEHTOB MO JIMYHOMY cocTaBy. OCOOEHHOCTH 0(OpPMIIEHHUS 3asIBJICHUH,

JIOKYMCHTALHA pe3roMe, aHKETHI.
IIpakTH4yeckoe 3aHsATHE -
CamocrosiTeibHas padoTa 6
Conep:kaHue JeKIMOHHOTO MaTepUaJIa: - 1,2

Tema 2.5. Haznauenue u 00111ast XapakTepUCTUKA MIAHOBOM M OTUYETHOM JOKyMeHTaIuu. [InaHoBble TOKYMEHTBI

Tlnanosas 1 (Tutasbl, TPOrpaMMBbl, Tpaduku, cxembl). OTYETHBIE TOKYMEHTHI (TOCYIapCTBEHHAS CTATUCTUYECKAS

oTHeTHAA OTYETHOCTH, BEJIOMCTBEHHAs! OTYETHOCTh, BHYTPUYUPEKIEHUECKast OTYETHOCTH). Pa3paboTka

JIOKYMEHTaIUs

YHUGPUIUPOBAHHBIX (OpM OTYETHON AOKyMeHTaruu. CpoKu NpeCTaBI€HUs OTYETHOCTU

HpaRaneCKoe 3aHATHE
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‘ CamocrosiTeqbHast paboTa

6

Paznen 3. Opranu3anusi padoThl ¢ JOKYMEHTAMHU 22 (2/2/18)
Conep:xaHue JIEKIIHOHHOT0 MaTepuaJja: 2 1,2
1 [Tonatue noxkyMmeHTOo000pOTa. DTAIBl JOKYMEHTO000pOTa. Opranu3anus padoThl ¢ BXOASIIIUMHI,
geMa 3.1. HCXOJSIIMMH U BHYTPEHHUMHU JOKyMEHTamMu. Peructpanus 10KkyMeHTOB. @OpPMBI perucTpanuu J0OKYMEHTOB
prapusat (>KypHaJIbHas1, KApTOYHAsl, ABTOMATU3UPOBAHHAS) U MOPSAOK MX 3al0JTHEHUSI.
AIOKyMeHT0000pOTa IpakTHYecKoe 3aHATHE 2
CamocrosiTeJbHass padora 6
Conep:xaHue JIEKIIMOHHOT0 MaTepuaJja: - 2
[Tonsitue «HOMeHKIaTypa Aei». HazHauenue u BUbl HOMEHKIATYPHI Jei. TUuosasi, mnpuMepHas u
KOHKpEeTHasi HOMEHKJaTypa fen. TpeGoBaHusl, MpeabsBIsIEMbIe K COCTaBICHUIO HOMEHKIIATYPHI 1]
Tema 3.2. opranuzanuu. Cpoku xpaneHus nein. [lopsaok coctaBieHus U yTBEPKACHUS HOMEHKIIATYPHI J1e7T
Howmenkiarypa nen
OpraHu3alyu.
HpaKanecKoe 3aHATHE -
CamocrosiTebHast padora 6
Conep:xaHue JIEKIIHOHHOI0 MaTepuaJja: - 2,3
[TpaBwia hopMupoBanHms TOKYMEHTOB B jena. [loHATHE «9KcIepTr3a IIEHHOCTH JOKYMEHTOBY. [ToHsATHE
éeMa 3.3. «odopmienue nena». OcHOBHbIE TpeOOBaHUs, MpeAbsBIIAeMble K ohopmieHuto Aein. [lomHoe n yacTuuHoe
HOpMHPOBaHHe AL oopmrnenne nen. CocraBieHne 3aBEpUTEIBHON HAANMCH, BHyTpeHHEH onuc. OdopmiieHue 00JI0KKH Jiena.
O/TOTOBKA JIET K [IpaBuna nepenauu gen B apxus
XPpaHCHHIO IIpakTH4yeckoe 3aHATHE -
CamocrosiTeibHas padoTa 6
YueOHas Harpy3ka (Bcero) 72
Harpy3ka Bo B3anMoeiiCTBHH ¢ IIpenojaBareieM (Bcero) 12
JIEKIIMOHHBIC 3aHATHS 6
MPAKTHUYCCKHUC 3aHATUA 6
CamocrosTeabHast paboTa 00y4aromerocs (Bcero) 60

IIpomeskyTouHas arTecTauus — AM(pdepeHMPOBAHHBINH 3a4eT
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Hpuio:xkenne Ne 2 k padoueit nporpamme OIIL.06 «/lokyMeHTanMOHHOE 00ecieYeHre YIIPABJIEHM

TemaTn4ecKkuii IJIaH U coaecpkaHnue y‘[eﬁHOﬁ AUCHHUIIIMHBI «I[oxyMeHTaunonnoe odecrneyeHue YupaBJICHUS» TJIsA 0YHO-3209HOH (l)OpMLI

HaumenoBanue . . O0bem YpoBenn
Coaeprxanue y4eOHOro MaTepHaJia, MPAKTHYECKUX 3aHATHIA, CAMOCTOSITEILHOI PadoThI 00y4aKOUIUXCS
pas/ieioB H TeM 4acoB OCBOCHHUS
1 2 3 4

Paznen 1. JlokyMeHTallHOHHOE o0ecriedyeHHe YIIPABJIEHHS 24 (2/6/16)
Conep:xaHue JIEKIIMOHHOT0 MaTepuaJja: -
[Ipenmer aucuurnnunsl. Llenu u 3agaun AUCHUIIINHBI «/{oKyMeHTallMOHHOE 00ecrieueHre yIPaBICHU»,
CBA3b C IPYTMMH HayKaMH, pOJib U 3HaYEHUE B CUCTEME MTOATOTOBKHU CIIeNUanucToB. OCHOBHBIC MOHATHS U

Beenenue onpeeraeHus: AUCIHUIUINHBIL.
IIpakTH4yeckoe 3aHATHE -
CamocTrosiTeqbHast paboTa 4
Conep:xaHue JIEKIIHOHHOT0 MaTepHaJa: 2 1
3HavYeHHUE TOKYMEHTALUK B YIIPABICHYECKOM JACSITEIIbHOCTU. MeCcTO U poJib JIEJIOMPOU3BOJICTBA B

Tema 1.1. ynpaBieHud. [lenonpon3BoACcTBO Kak pyHKuMs ynpapieHus. [lonsatue o qokymenTax. @yHKIMH

Opranuzanus JTOKYMEHTOB. YHUPHUIHPOBaHHBIE cucTeMbl ToKkymeHTaruu. 'OCTr u HopMaTuBbl. Kitaccudukarst

JIeJI0NPOU3BO/ICTBA JIOKYMEHTOB. BU/Ibl TOKYMEHTOB.
I[IpakTHYeckoe 3aHATHE 2
CamocTtosiTeqbHast padoTa 4
CoaeprkaHue JIEKIIHOHHOTO MaTepuaJa: - 1

Tema 1.2. ®opmynsap nokymenta. [lonstue pekBusut. CocTaB peKBU3UTOB M UX pacmoniokenue. [Ipasuna opopmuenus

PexBu3uTHI pexBusutoB. [OCT P 7.0.97-2016 YCJI. YCOPJ{

JIOKYMEHTa IIpakTnyeckoe 3ansiTue 2
CamocrosiTesbHas padoTa 4
CojaepikaHue JIeKHHOHHOT0 MaTepuaJa - 1,2
[TonsTue 6mank qokymeHTa. Buabl 61aHKOB U TIOPSAIOK PACOIOKEHHUSI PEKBU3UTOB B Os1aHke (¢aroBoe u

Tema 1.3. eHTpupoBaHHoe). HazHauenue u coctaB pekBu3uToB 01ankoB. Odopmienue 61aHKOB (00U,

BilaHku OKyMEHTOB. | KOHKPETHOTO BH/A, VIS MMChbMA, JOJDKHOCTHOrO jna). OcobeHHoCcTH paboThI ¢ O1aHKaMu ¢ repOoBoM

Crpykrypa CHUMBOJIUKOH.

JIOKyMEHTa TpeboBaHue K U3rOTOBJIEHUIO JOKYMEHTOB. TeKCT TOKYMEHTa, €ro CTPYKTypa U TpeOOBaHUSI K COCTABJICHHUIO
IMpakTHYecKoe 3aHATHE 2
CamocTrosiTeqbHast padoTa 4
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Pasznea 2. Cucrembl JOKYMeHTAIluu

30(10/4/16)

Tema 2.1. CoaeprxaHue JIEKIIMOHHOT0 MaTepHaJa: 2 2

Cucrema [TonsTre u GyHKIMU OpraHu3alMOHHO-pacnopsauTeabHon qokymenTanuu (OP/]). Bunsl opranuzanmonso-

OpraHU3aIMOHHO- pacnopsiAUTENbHBIX TOKYMEHTOB. Opranu3anuoHHbIe JOKYMEHTHI: Y cTaB, [lonoxenue, UHCTpyKUIUH.

pactiopsiautenbHoii | llItatHoe pacnucanue. CTpykTypa M LITaTHast YMCIEHHOCTh. HazHaueHue u nmpaBuia opopmIIeHHs

JIOKYMEHTAIUH. OpraHU3alMOHHBIX JIOKYMEHTOB.

Opranu3anroHHbIE IIpakTHYeckoe 3aHATHE 2

JIOKYMEHTBI CamocTrosiTeibHas padoTa 4
Conep:xaHue JIEKIIHOHHOT0 MaTepuaJja: 2 2,3

Tema 2.2. Pacnopsiaurensubie nokyMenTsl: [loctanoBnenus, Pemenus, Yka3anus, Pactiopsbkenus, [Ipukassl.

PacTIOpAIHTEBHBIE Haznauenue u npaBuia opopMiIeHHs paCIOPSAUTEIbHBIX JOKYMEHTOB.

AOKYMCHTBI HpaKTI/I‘lQCKOC 3aHATHE -
CamocrosiTesibHasi padoTa 4
Conep:xaHue JIEKIIHOHHOI0 MaTepuaJja: 2 2

) Haznauenue u BuabI CripaBOYHO-UH(DOPMAIITMOHHBIX JOKYMEHTOB.
geMa 3. Haznauenue, coctaB peKBU3UTOB U MOPSAI0K OGOPMIICHUS CITY>KEOHBIX MHceM. Pa3HOBUHOCTH CITy)KEOHBIX
HMETEMA CHIPABOTHO™ | 11 e, [TpaBwia opopmieHus enOBbIX TuceM. Ha3sHaueHue, cocTaB peKBU3UTOB H MOPSIOK OhopMIIeHUS:

MH(OPMAIHOHHOH IIPOTOKOJIOB, AKTOB, CIIPABOK, JOKJIAJTHBIX M CITYKEOHBIX 3aIHCOK.

JIOKYMCHTAHH IIpakTH4yeckoe 3aHsATHE -
CamocrosiTesbHas padoTa 4
CoaeprkaHue JIEKIIMOHHOT0 MaTepHaJa: 2
Haznauenue u coctaB KaapoBOi JOKyMEHTAIMH. TpyI0BbIe KOHTPAKTHI, MPUKA3bI IO TUYHOMY COCTAaBY,

Tema 2.4. TPYIOBBIE KHUKKU. YHUPHUIMPOBAHHBIE (HOPMBI IEPBUYHON YUETHOU JOKYMEHTAIIMH 110 TPYY U €ro

Kazposas omate. KoHduaeHManbHOCTh TOKYMEHTOB MO JIMYHOMY cocTaBy. OcoOeHHOCTH 0(hopMIIEHUS 3asBICHUH,

JIOKYMCHTALHA pe3roMe, aHKETHI.
IIpakTH4yeckoe 3aHsATHE -
CamocrosiTeibHas padoTa 2
CojaepikaHue JIEKHHOHHOTO MaTepuaJa: 2 1,2

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

Tlnanosas 1 (Tutasbl, TPOrpaMMBbl, Tpaduku, cxembl). OTYETHBIE TOKYMEHTHI (TOCYIapCTBEHHAS CTATUCTUYECKAS

oTHeTHAA OTYETHOCTh, BEJIOMCTBEHHAS! OTYETHOCTH, BHYTPUYUPEKICHUECKAsE OTYETHOCTR). Pa3paboTka

JIOKYMCHTAUHA YHUDUIIMPOBAHHBIX (POPM OTUYETHOU JOKyMeHTAIMu. CPOKHU MIPEICTABICHUSI OTYCTHOCTH
IpakTHYECKOe 3aHATHE 2
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‘ CamocrosiTeqbHast paboTa

2

Pa3nen 3. Opranu3zanusi padoThl ¢ JIOKYMEHTaMH 18 (6/6/6)
Conep:xaHue JIEKIIHOHHOT0 MaTepuaJja: 2 1,2
1 [Tonarue noxkymeHTOo000pOTa. DTAIBl JOKYMEHTOO00pOTa. Opranu3anus padoThl ¢ BXOASIIIMH,
geMa 3.1. HCXOJSIIMMH U BHYTPEHHUMHU JOKyMEHTamMu. Peructpanus 10KkyMeHTOB. @OpPMBI perucTpanuu J0OKYMEHTOB
prafizatiii (>KypHasbHasi, KapTOYHasi, aBTOMATU3HPOBaHHAs!) U NOPSJOK MX 3all0JIHEHUS.
AIOKyMeHT0000pOTa IpakTHYecKoe 3aHATHE 2
CamocrosiTeJbHas padora 2
CoaeprkaHue JJEeKIIMOHHOT0O MaTepHaJa: 2 2
[Tonstue «HoMeHkIIaTypa aen». HazHaueHue u BUpl HOMEHKIATYPHI €. Turnosas, npumMepHas u
KOHKpEeTHasi HOMEHKJIaTypa Jien. TpeGoBaHus, MpeabsBIsieMble K COCTABICHUIO HOMEHKIIATYPHI 17
Tewma 3.2. opranusanuu. Cpoku xpaHeHus jien. [lopsnok coctaBiaeHHs U yTBEPKACHUSI HOMEHKIIATYpbI 1€
Howmenxkiarypa nen
OpraHu3alyu.
IpakTHYeCKOe 3aHATHE 2
CamocrosTesabHast paéora 2
Conep:xaHue JIEKIIHOHHOI0 MaTepuaJja: 2 2,3
[IpaBumna popMupoBaHust JTOKYMEHTOB B Jiena. [loHsATHE «IKCTIepTH3a IEHHOCTH JOKYMEHTOBY. [loHsTHE
éeMa 3.3. «odopmienue nena». OcHOBHbIE TpeOOBaHUs, MpeAbsBIIAeMble K ohopmieHuto Aein. [lomHoe n yacTuuHoe
HOpMHPOBaHHe AL oopmrnenne nen. CocraBieHne 3aBEpUTEIBHON HAANMCH, BHyTpeHHEH onuc. OdopmiieHue 00JI0KKH Jiena.
O/TOTOBKA JIET K [IpaBuna nepenauu gen B apxus
XPpaHCHHIO IIpakTHYECKOE 3aHATHE 2
CamocrosiTeibHas padoTa 2
YueOHas Harpy3ka (Bcero) 72
Harpy3ska Bo B3anMOAeiiCTBHH ¢ NpenoaasareieM (Bcero) 34
JIEKIIMOHHBIC 3aHATHS 18
MPAKTUYECKUE 3aHATHS 16
CamocrosTeabHast paboTa 00y4aromerocs (Bcero) 38

IIpomeskyTouHas arTecTauus — AM(pdepeHIMPOBAHHbINH 3a4eT
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