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1. IACIIOPT PABOYEM MPOIT'PAMMBI YUEBHOM JJUCHUITIIUHBI
OI1.06 loxymeHTaUMOHHOE O0ecrieYeHne YIpaBIeHUs

1.1. Ob61acTh IPpUMeEHEHUsI IPOTPAMMBI

PabGouas  mporpamma  y4eOHOM  AMCHMIUIUHBI  SIBJISIETCS  YacCThIO
obpazoBarenpbHOl mporpamMMbl B cooTBeTcTBUU ¢ PI'OC mo cnernuansuoctu CIIO
38.02.01 Dxonomuka u Oyxraiarepckuil yder (1o oTpacisiM), YKpYIHEHHas TpyIia
criermanbHOocTel 38.00.00 DKOHOMUKA U YTIPABJICHHUE.

1.2. MecTo 1MCUMIJIMHBI B CTPYKTYpe 00pa30oBaTe/IbHOI MPOrpaMMbl

Yuebnas muctuminHa OI1.06 [lokymeHTanmoHHoe oOecriedeHHue yIpaBlICHUs
MPUHAICKUT K 001IeTPOoPECCHOHATBHOMY ITUKITY .

B pe3ynbrare ocBoeHMsI 00pa30BaTeIbHON MPOTPAMMBI Y BBITYCKHUKA JTOJKHbI
ObITH chopmMupoBanb! 001IHE U TPO(ECCHOHATIEHBIE KOMIIETECHITUH.

BrimyckHUK, OCBOMBIIMI 00pa30BaTelbHYIO MpOTrpaMMmy, JOJKEH o00JaaaTh
cieayrnmuMu oommmu komneteHusamu (naiee — OK):

OK 01. BsiOupath ciocoObl pemieHus 3afad npopecCUuOHAIbHON AESTENbHOCTU
NPUMEHUTEIBHO K Pa3IMUHBIM KOHTEKCTaM;

OK 02. MW cnonb3oBaThb COBPEMEHHBIE CpEICTBA TOWCKA, AaHalu3a W
UHTEpIIpeTaluy nHpOpMaluu, 1 UHYOPMALIMOHHBIE TEXHOJIOTUHU ISl BHIIOJHEHUS 3a1a4
1poheCCHOHAIBHON JISITEIIbHOCTH;

OK 03. IlnanupoBaTh W peaqnM30BBIBATH COOCTBEHHOE MPOQPECCHOHAIBHOE U
JUYHOCTHOE pa3BUTHE, MNPEANPUHUMATENIBCKYIO ACSITENbHOCTh B MPO(eCcCHOHATBLHON
cdepe, UCIOJIb30BaTh 3HAHUS MO (PUHAHCOBOW T'PaAaMOTHOCTU B PAa3IMYHBIX KU3HEHHBIX
CUTYaIusX;

OK 04. D¢ hexTnBHO B3aUMOIEHCTBOBATh U Pa0dOTaTh B KOJUIEKTUBE U KOMAH/IE;

OK 05. OcymecTBiaATh YCTHYO M NUCBMEHHYIO KOMMYHHUKAIlMIO Ha
rocygapcTBeHHOM si3bike Poccuiickoit ®Dexepaunu € y4eTOM  OCOOEHHOCTEH
COLIMAJIBHOTO U KYJBTYPHOT'O KOHTEKCTA;

OK 09. ITonb3oBaThcs nMpodeccCuoHaNbHON JOKYMEHTALMEN Ha roCy1apCTBEHHOM
Y UHOCTPAHHOM $I3bIKaX.

BbinyckHHMK, OCBOMBHIMI 00pa3oBaTeiIbHYI0 MpOrpaMMmy, AOJKEH 00JaaaTh
npodeccuoHanpHbiMU  KoMneTeHuusMu  (nanee — [IK), cooTBercTByrommmu
OCHOBHBIM BHJIaM JESITEIbHOCTH:

[1K 1.1. O6pabaTsiBaTh MEpBUUHBIE OyXTaNTEPCKUE TOKYMEHTHI.

1.3. Heau u miiaHupyemMble pe3yJbTAaThl 0CBOCHHS TUCIUILIUHBI — TPeOOBAHUA K
pe3yJIbTATaM OCBOCHMS M CHUILIUHbI
[enp TUCIUIUIMHBL: peanu3anus TpeOOBaHHM, yCTaHOBICHHBIX B deaepaibHOM
rocyJJapCTBEHHOM 00pa30BaTENIbHOM CTaHIapTe CpeaHero npodhecCuoHaIbLHOTO
oOpa3oBaHusi B TOATOTOBKE CIELHMAIUCTOB MO BOMPOCaM JOKYMEHTAI[MOHHOTO
oOecrieueHus yrnpaBJIeHHUS.
B pe3ynbrate ocBOCHUS yUeOHOM JUCIUTIIIMHBI CTYICHT Q0IHCEH YMEMb.!



- pacrmo3HaBaTh 3ajayy W/WIM MpodieMy B MNpodecCHoHaTIbHOM W/WIH
COLIMAJIBHOM KOHTEKCTE; aHaJU3UpOBaTh 3a/lauyy W/WIM TpoOJeMy M BBIIETATH €€
COCTaBHBIC YAaCTH; OMNPEICISITh JTallbl PEUICHUS 3aJlaud; BBISBIATH U 3(PGHEKTHBHO
UCKaTh HMH(OpPMAINIO, HEOOXOMUMYIO JUIA PELICHHs 3aJayd W/WIH TpOOJIEeMBI;
COCTAaBUTh IUIaH JICUCTBUA; OMNPEACIUTh HEOOXOAUMBIE PECYpChl; BIAJETh
aKTyaJIbHBIMM MeETOAaMH paboThl B NPO(ECCHOHANBHOM M CMEXHBIX cdepax;
peann30BaTh COCTABICHHBIN IUIaH; OIICHUBATH PE3YyJbTAaT M TOCIEICTBHUS CBOUX
JNENUCTBUH (CAaMOCTOSITEBHO WM C IOMOIIbIO HACTABHUKA);

- OompeneisATh  3adadyd A8 Toucka  MHGOpMalWHU;  ONPEAeNsTh
HEOOXONUMblE  HCTOYHUKM  UWH(MOpPMAIMU;  IUIAHUPOBATh  MPOIECC  IOMCKA;
CTPYKTYpPUPOBaTh IMOJIy4aeMyl0 HWHGOpMAIMIO; BBIACIITH Haubojiee 3HAYMMOE B
nepeyHe MHPOpPMallUK; OLEHUBATh MPAKTUUYECKYI0 3HAYMMOCTh PE3yJIbTATOB MOUCKA;
0(OpMJISITH PE3YNIHTATHI TOUCKA;

- ONpeNeNnsTh AaKTyaJlbHOCTb HOPMAaTHUBHO-TIPABOBOM JOKYMEHTAllMM B
npoeccCHOHanbHON  NESITENIbHOCTH;  NPUMEHSATH  COBPEMEHHYI0  HAy4YHYIO
npo(ecCHOHANIBHYI0 TEPMHUHOJIOTHIO; OIpENesaTh W BBICTpauBaTh TPAECKTOPUU
Mpo(eCCUOHAILHOTO Pa3BUTHS U CAMOOOPa30BaAHUS;

- OpraHM30BbIBaTh PadOTy KOJUIEKTHBAa M KOMaHbl; B3aHMMOJECHCTBOBATH C
KOJUIETaMH, PYKOBOJICTBOM, KJIMEHTaMU B X0/I€ TPO(eCcCHOHATBHOM eI TeIbHOCTH;

- TPaMOTHO W3JaraTb CBOM MBICIM W OQOPMIISATH JOKYMEHTBHI IO
npodeccoHanbHON ~ TEeMaTUKE HAa  TOCYJIapCTBEHHOM  SI3bIKE,  MPOSBIATH
TOJIEPAHTHOCTH B pa00OYEM KOJJICKTHUBE;

- TPUMEHSTh CpeacTBa HMHQPOPMAIMOHHBIX TEXHOJIOTMM JJIi  pEIICHHS
npodeccruoHanbHbIX 3a/1a4; UCIIOJIb30BATh COBPEMEHHOE NMPOTrPaMMHOE 00ECIIEUEHUE;

- TIOHMMAaTh OOIIMK CMBICT YETKO MPOU3HECEHHBIX BBICKA3bIBAHUN Ha
U3BECTHBIE TeMbl (NMPOheCCHOHAIbHBIE U OBITOBBIC), TOHUMATh TEKCThl Ha 0a30BbIC
npodeccuoHaNbHBIE TEMBbI, YYacTBOBAaTh B JHAJOrax Ha 3HAKOMbIE OOLIMEe U
npodeccuoHalbHBIE TEMBI, CTPOUTH MPOCThIE BBICKA3bIBaHUS O cebe M O CBOEH
MpoeCCUOHATIEHON  NIeATEIbHOCTH; KPaTKO OOOCHOBBIBATH U OOBSCHUTH CBOH
JeUCTBUA (TEKyIIMe W IUIAHUPYEMbIC); THUCATh MPOCTHIC CBA3HBIE COOOIICHUS Ha
3HAKOMBIE UM UHTEPECYIONNE MPOPECCUOHATBHBIC TEMBI,;

- TpWHUMATh MPOW3BOJBHBIC TEPBUYHBIE OyXTaldTepCKHE JTOKYMEHTHI,
paccMaTpuBaeMble KaK IMHCbMEHHOE JO0Ka3aTeIbCTBO COBEPILEHHUS XO3SiCTBEHHOM
orepaluyd WM MOJy4YeHUE pa3pellieHHs] Ha €€ MPOBEJICHUE; MPUHUMATh NEPBUYHbBIC
OyXrajaTepcKkue JOKYMEHThl Ha OyMa)KHOM HOcHTeNe U (MJIu) B BHUJIE DJICKTPOHHOTO
JOKYMEHTa, MOJNUCAHHOTO AJICKTPOHHOM TMOAMNKCHIO; TMPOBEPSATh HAIUYHUE B
MPOU3BOJILHBIX MEPBUYHBIX OYyXraJdTepCKUX JOKYMEHTAaX 0053aTeNbHBIX PEKBU3HUTOB;
OpOBOANTHh (POpPMaAbHYI0 TIPOBEPKY JOKYMEHTOB, TMIPOBEPKY TIO CYIIECTBY,
apu(PMETHICCKYIO TIPOBEPKY; MPOBOIUTH TPYNIHUPOBKY MEPBUYHBIX OyXTaaTepCKUX
JIOKYMEHTOB TI0 PsITy PHU3HAKOB; MPOBOJAUTH TAKCUPOBKY M KOHTUPOBKY TEPBUYHBIX
OyXTaJITepCKUX JOKYMEHTOB; OpPraHWU30BHIBATH JTOKYMEHTOOOOPOT; pa30upaThCs B
HOMEHKJIAType JeJl; 3aHOCUTh JIaHHBIE II0 CrPYNIHUPOBAHHBIM JOKyMEHTaM B
PErHCTphl  OyXTaNTEpPCKOTO ydeTa; IepejaBaTh IEpPBUYHBIE  OyXTaluTepcKue
JOKYMEHTBl B TEKyIUA OyXraaTepCKUil  apxuB; IepeaaBaTh IEPBUYHBIC
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OyXraJITepCKu€ JOKYMEHThl B TMOCTOSHHBIM apXuB MO HCTEUYEHUU YCTAHOBJIEHHOIO
CpOKa XpaHEHUsI; UCIIPABIISATH OMMUOKHU B MEPBUYHBIX OyXTadTepCKUX TOKYMEHTaX.
B pe3ynbrare ocBOeHUS yUeOHOU AUCIUIUIMHBI CTYIEHT O0IHCEH 3HAMb!

— aKTyaJbHbI NpOQPEecCHOHANbHBIA M COLUAIbHBI KOHTEKCT, B KOTOPOM
OPUXOJUTCS paboTaTh U KUTh, OCHOBHbIE UCTOYHUKU MH(OPMAIMHU U PECYPCHI AJIs
pereHus 3a1a4 u npoosieM B MpodeCCHOHATBHOM W/UITH COIIMAIbBHOM KOHTEKCTE;

— aJNTrOPUTMBI BBIMOJHEHUS padOT B MPOPECCUOHAIBHON U CMEXHBIX 00JIACTSX;
METOJIbI pabOThl B MpOo(ecCHOHATBLHON U CMEXHBIX cdepax; CTPYKTypy IulaHa s
peuieHus 3ajay4; MopsiioOK OLUEHKH Pe3yibTaTOB PELIeHHs 3a7ad NpodecCHOoHaATbHON
JESITENIbHOCTH;

— HOMEHKJIATypy  HMH(MOPMAIIMOHHBIX  WCTOYHHKOB,  TNPUMEHSIEMBIX B
npo(heCCUOHANBHON  JIeATENbHOCTH; MPHUEMbl CTPYKTYpUPOBAaHUS HH(DOpMAaLNH;
dbopmar odopmiieHUs pe3yIbTATOB MOKUCKa HHGOPMAIINH;

— COJEpXKaHMWE  AKTyaJlbHOM  HOPMAaTMBHO  MPAaBOBOW  JIOKYMEHTALWH;
COBpPEMEHHAasl Hay4Has U MpopeccuoHaNbHAs TEPMUHOJIOTUS; BO3MOKHbBIE TPACKTOPUU
po¢heCCUOHAIBHOTO Pa3BUTHSI U CAMOOOPA30BaAHMS;

— IICHXOJIOTMYECKUE OCHOBBI JEATEIBbHOCTH KOJUIEKTHBA, IICUXOJOTHYECKHE
0COOEHHOCTH JIMYHOCTH; OCHOBBI ITPOEKTHOM J1€ATEIBHOCTH;

— OCOOEHHOCTM  COLUMAJIBHOTO W  KYyJbTYPHOIO  KOHTEKCTa;  IpaBWJia
oopMIIeHHS JOKYMEHTOB U MIOCTPOEHUS YCTHBIX COOOILEHUI];

— COBPEMEHHBIE CpEACTBA M YCTPOMCTBAa HH(pOpMATH3ALMK; MOPSAOK HX
MPUMEHEHUS U TPOrpaMMHOE oOecrieueHre B Npo(hecCUOHATBHOM EATETbHOCTH;

— TIpaBWJa IOCTPOCHMS  IPOCTBIX W CIOXKHBIX  NPEUIOKEHHH  Ha
npo(eCcCHOHANIBHBIE TEMBI; OCHOBHbBIE OOIICYNOTPEOUTENbHBIE TIaroisl (ObITOBas U
npodeccruoHanbHas JIEKCUKA); JEKCUYECKU MUHUMYM, OTHOCSIIMICS K OMUCAHUIO
IPEIMETOB, CPEJICTB U MPOLIECCOB MPO(PECCHOHABHON NEATebHOCTH; 0COOCHHOCTU
POU3HOIIICHHUS;, PABUJIA YTEHHS TEKCTOB TPO(PECCHOHANbHON HAIPABICHHOCTH;

— oOume TpeboBaHUsA K OyXTaJITEpPCKOMY y4YeTy B YacTH JOKYMEHTHPOBAHUS
BCEX XO3AMCTBEHHBIX JCHCTBUM WU OMNEpaluii; MOHSITHE MEPBUYHON OyXraiaTepckoit
JOKYMEHTAIlMH; OMNpEJEICHUE NEPBUYHBIX OyXTraaTepCKuX JTOKYMEHTOB; (OPMBI
MEPBUYHBIX OYXTaNTepCKUX JIOKYMEHTOB, COJEpPXKAIIUX O0sS3aTelbHbIE PEKBU3UTHI
MEPBUYHOIO YYETHOIO JOKYMEHTa; MOPSAOK MPOBEIEHUS IPOBEPKU NEPBUUYHBIX
OyXTaJITEPCKUX JOKYMEHTOB, (OpMaJIbHONW MPOBEPKU JTOKYMEHTOB, IMPOBEPKH TIO
CYILIECTBY, apU(PMETUUECKON POBEPKH;

— TMPUHUUIBI W MpPU3HAKA TPYNNUPOBKH TMEPBUYHBIX  OyXTalTEPCKUX
JOKYMEHTOB; TOPSIIOK TIPOBEJIEHUS] TAKCUPOBKM M KOHTHUPOBKHU TMEPBHUYHBIX
OyXrajaTepCcKux JOKYMEHTOB; MOPSIOK COCTAaBJICHUS PETHCTPOB OYyXTaaTepCKOro
ydeTa; MpaBuia U CPOKU XPaHEHHs IEPBUYHON OyXrajaTepCKOi TOKyMEHTALUH;

1.4. Konu4ecTBO 4acOB HA 0CBOCHHUE MPOTrPAMMbI JUCIHUAIIJIMHBI
O0Bem 00pa3oBaTEIBLHOM MPOTPAMMEI - 48 4aCcOB, B TOM YHCIIE
3aHsATHS BO B3aUMOJICIICTBHUH C MpENojiaBaTesieM — 38 4acos,
CaMOCTOSITENIbHOM paboThl oOyyaromerocs — 10 yacos.



dopMa UTOTOBOM aTTeCTAIMU: KOMIUIEKCHBIN AU PepeHIIMpoBaHHbIN 3aUeT C
OII1.12 ITpaBoBoe obecnieueHre nMpohecCUOHATBHOM eI TEILHOCTH

IIpu yrpo3e BO3HMKHOBEHMs W (WMJIM) BO3HUKHOBEHHUU  OTJEJIbHBIX
Ype3BbIYANHBIX CUTYyallUl, BBEJEHUM PEXHUMa IOBBILIEHHOM TOTOBHOCTH WM
Ype3BbIYANHON CUTyallun Ha Bcel Tepputopun Poccuiickoit @enepanmn 1100 Ha ee
yacTu peanuzanus paboued MporpaMMbl  y4yeOHOW  TUCHUIUIMHBI —~ MOXKET
OCYIIECTBIISITECS. C MPUMEHEHHEM JJIEKTPOHHOrO0 OOy4YeHHs, AMCTaHLIMOHHBIX
o0pa3oBaTeIbHBIX TEXHOJIOTHUH.



2. CTPYKTYPA U COAEPKAHUE YUEBHOUN JUCIUILIMHBI

2.1. O0beM y4eOHOM TUCUMILIMHBI U BUAbI Y4eOHOH padoThl
1o 04HOoI1 opMme o0y4eHHe

Buj yueOHoi1 padboThl

O0BbeM yacoB

O06Bem 00pa3zoBaTEIBLHOM MPOTPAMMBI 48
3aHATHUS BO B3aUMOJICHCTBUY C IIPENoAaBaTeIeM 38
B TOM YHCJIC:

TEOPETHUYECKUE 3aHATHUS 16

nabopaTOpHBIC 3aHATHSA (He npedycmomperivl) -

MPAKTUYECKHE 3aHATHS 20

KOHTPOJIbHBIE paboTHI (He npedycmomperivi) -

KypcoBasi pabota (npoekr) (ne npedycmompena) -
CamocTosiTesibHasi padoTa 00yuaromerocs (Bcero) 10
B TOM YHCJIC:

camMocCTosITeNIbHas padoTa Ha/l KypcoBOi paboToil (ITPOEKTOM) -
- Cocmaenenue onopHo2o KOHCHeKma no meme; 4
- Cocmaenenue u ogpopmaenue opeanu3ayuOHHO-pacnopsOUmenbHblx 2
OOKYMEHMO8;
- Cocmasnenue u oghopmaenue asmoobuocpaguu u pesrome; 2
- Cocmasnenue kpocceopoa no meme. 2
Hrorosast artectanus B popMe KOMILIEKCHOTO (D PEepeHITMPOBAHHOTO 3a4eTa 2

ITo 3a04Hoii popme 00yUeHUs1

Buna yueOHoii padboTbl

O0BeM 4acoB

O6wem 00pa30BaTENbHOM MPOTrPaMMBbI

48

3aHATHA BO BSaHMOI[eﬁCTBHH C IperoaaBaTCiICM

8

B TOM YHUCIJIC:

TCOPCTUYICCKUC 3aHATUA

71abopaTopHbIe 3aHATHS (He npedycmomperul)

MPAKTUYCCKUC 3aHATUA

KOHTPOJIbHBIE paboThI (He npedycmomperivt)

KypcoBast pabota (mpoekr) (e npedycmompena)

CamocTosiTesibHas padoTa 00y4aromerocs (Bcero)

40

B TOM YHUCIJIC:

caMmocTosiTeNbHast paboTa HaJl KypcoBOil paboToii (mpoekToM)

- Cocmaenenue onopHo2o KOHCHEeKma no meme;
- Cocmaenenue u opopmierue opeanu3ayuOHHO-pAcnopsOUmMeIbHbIX
O0OKYMeHmo8;

- Cocmasnenue u ogpopmnerue agmoobuocpaghuu u pesrome;
- Cocmaenenue Kpocceopoa no meme.

40

Wrorosas arrecranus B popmMe KOMILIEKCHOTO U hepeHITMpOBaHHOTO 3a4eTa




2.2. TemaTu4eckuii miiad u cogep:xkanue yueoHoi nucuuniauabl OI1.06 lokymenTanmoHHoe o0ecneyeHue ynpaBJieHUs

HaumenoBanue Coaepixkanue y4eOHOro MaTepHaJia, JabopaTopHble M NpakTHYeckue padorsl, | Oobem | Koabl Yposens
pa3esioB U TeM caMoCTOsITe/IbHAsE padoTa 00y4aiuXxcs, KypcoBasi padot (mpoekr) 4acoB | KOMIIeTEHIUIA, YCBOEHUS
(eciu npedycmompennvi) (¢opmuposanuro
KOTOPBIX
CIocoOCTBYeT
3JIeMeHT
NMPOrpamMMblI
Tewma 1. Conep:xanue yueOHOro MmaTtepuasia 2
Beenenue. 1 | 3HaueHue W cojepKaHUE TUCIUIUIUHBI «J{OKyMEHTallMOHHOE oOOecTeueHue 2 OK 01, OK 02, 2
JlokymMeHT yrpaBieHus». [IoHsATHE TEPMHUHOB  «IOKYMEHT», «JIOKYMEHTHUPOBAHHE), OK 03, OK 09
cucrema «JIOKYMEHTALMOHHOE obecrieueHHe  YIPaABICHHS». Yaudukammss — u
JOKYMEHTAITUU CTaHJapTH3AIMH YIIPABICHUYECKUX JOKYMEHTOB.
JlaGopaTopHbie paboThI (He npedycmompeHul) -
IIpakTHyeckune 3aHATHS 2
1 | Uzyuenne 'OCT 37.0.8-2013 «CUBU/I. [lenonpou3BOACTBO U apXUBHOE JIENO. 2 3
TepMUHBI U OIIPENCIICHUSDY.
KontponbHbie paboThl (He npedycmomperivi) -
CamocrosiTe1bHas padoTa o0y4arOmMXcst 2
1 | CocraBieHue OMOPHOTO KOHCIIEKTA 10 TEME. 2 3
Tewma 2. Conep:xaHue yueOHOTo MaTepuaJia 2
OpranuzaiuoHHO 1 | Opranu3anyoHHbIE TOKYMEHTHI — YCTaB, yUpeAUTEIbHBIC JOTOBOP, MOJOKECHHE. 2 OK 01, OK 02, 2
pactopsauTeIbHbIE PacnopsuTenbHbIe JOKYMEHTHI — IIPUKA3, PaCOPsKEHHE, YKa3aHHUE, OK 04, OK 05,
JIOKYMEHTHI HOCTaHOBJICHHE, PEIIEHHE, HHCTPYKIIHUS, IPOTOKOJI. OKO09, IIK 1.1
CripaBo4HO-UH(OPMAIIMOHHBIE IOKYMEHTHI: CTy)KeOHast 3aIHCKa,
OOBSICHUTEINIbHAS 3aITHCKa, aKT, CIIPaBKa, CIyXeOHbIEe TTHChMa
JlaGopaTopHbie paboThI (He npedycmompeHul) -
IIpakTHYecKHre 3aHATHSI 4
2 | CocraBienue u 0ohopMIICHHE OPTaHU3AIIMOHHO-PACTIOPS AU TEITLHBIX 2 3
nokymeHToB: B coorBeTcTBUU ¢ ['OCT P 6.30-2003 YCJI OP/]
3 | CocraBienue u opopmieHHE CIPaBOYHO-MH(POPMAITMOHHBIX TOKYMEHTOB B 2 3

coorBerctBuu ¢ 'OCT P 6.30-2003 YCJI OP/1




KontponbHbie paboThl (He npedycmomperivi)

CamocrosiTeibHast padoTa 00y4aroIMXxcst 2
2 | CocraBienue u opopmIIeHHE OpraHU3alMOHHO-PACTIOPTUTEITBbHBIX 2 3
nokyMeHToB B cooTBeTcTBUU ¢ 'OCT P 6.30-2003 YCI OP/1
Tema 3. Coaeprxanue y4eOHOro MaTepuaJia 2 OK 02, OK 04,
Kanposas 1. | JlokyMeHTHpOBaHUE TPYIOBBIX MpaBOOTHOIIEHHH. COCTaB U OCOOCHHOCTH 2 OK 05, OK 09 2
JOKYMEHTAIIUS oopMIIeHHST JOKYMEHTOB I10 INYHOMY COCTaBY.
KommniekroBanue nuyHoro nena. Aptoouorpadus. Pestome. 3asBieHue o
npueMe Ha paboTy. [Ipukasbl o TMYHOMY COCTaBY.
JlaGopaTtopHubie paboThI (He npedycmompervi) -
IIpakTHyeckue 3aHATUS 6
4 | CocraBnenue 1 0(popMIIEHUE JOKYMEHTOB 10 IMYHOMY COCTaBY C 2 3
UCIOJIb30BaHUEM YHU(PULIUPOBAHHBIX (hOpM (ITPUKA3HI 10 IMYHOMY COCTABY H
OCHOBaHHS K HUM)
5 | CocraBnenue u opopmiIeHHE TOKYMEHTOB: 0()OPMIICHHE CIIPABOK, JOKIATHON 1 2 3
CITY>K€OHOM 3aIlMCKH, aKTa.
6 | CocraBieHue u opopMiIeHHE TOKYMEHTOB: 0()OPMIICHHE TPYIOBOTO JJOTOBOPA, 2 3
IpuKasza o mpueMe Ha padboTy, opopMiIeHHE TPYIOBOI KHUKKH.
KontponbHbie paboThl (He npedycmompervi) -
CamocrosiTeibHast padoTa 00y4arommMXxcst 2
3 \ Cocranenue u opopmiieHre aBToOHOrpaduu U pe3roMe. 2 3
Tema 4. Conep:xanue yueOHOro MmaTepuasia 4 OK 01, OK 02,
HoroopHo-tipaBoBasi | 1 | IlonsTust noroBopa. Bubl 10roBopos. 2 OK 03, OK 04, 2
JOKyMEHTAIUs 2 | IlpaBuia oopmIiteHHUs TPETEH3UOHHBIX uceM. DOpMyIIap HCKOBOTO 2 OK 05, OK 09 2
3asBJICHUS, TPeOOBaHMS K €r0 0(hOPMIICHHIO.
JlaGopaTopHbie paboThI (He npedycmompeHul) -
IIpakTHYeckne 3aHATHS 2
7 | CocraBieHue u 0ohopMIICHHE TOTOBOPHO-TIPABOBON JOKYMEHTAITUH (JIOTOBOP 2 2-3
KYTUTH-TIPOJTIAKH )
KonTponbHbIe paboThl (He npedycmompetut) -
CaMocrosiTenbHast paboTa 00yJaroImuxcs (He npedycmompena) -
Tema 5. Ilonsarue Coaeprxkanue y4eOHOIo MaTepuasa 2 OK 01, OK 02,
JIOKYyMEHTO000pOTa, 1 \ 1.CoctaB u yuet o0beMa JOKyMEHTO000poTa mpeanpusatuii. Opranu3anus 2 OK 04, OK 05, 1

10



perucrparus paboTHI C BXOAAIICH, HCXOASIICH U BHYTPEHHEH JTOKYMEHTaIue OK09,IIK 1.1
JIOKYMEHTOB 2. ba3wl maHHBIX 119 XpaHEHUs TOKYMEeHTOB. Pabora ¢ 3anmpocamu. Paborta ¢
ANEKTPOHHBIMU JTOKYMEHTAMH.

JlaGopaTopHbie paboThI (He npedycmompeHul) -

IIpakTHYeckne 3aHATHS 2
8 | Perucrpanus Bxoasuiei, HCXoIsIIeH 1 BHYTPEHHEH JOKYMEHTAIUH. 2 3
3aroyiHeHNE PETUCTPAITHOHHBIX GOPM (GKYpHAIIBI, PETHCTPAIMOHHO-
KOHTPOJIbHBIE KAPTOUYKH)
KonTpomnbHbIe paboThl (He npedycmompetut) -
CamocrosiTeibHas padoTa 00y4arOIMXCcst 2
4 | CocraBiieHHE OITOPHOTO KOHCIIEKTA 10 TEME. 2 3
BrinonHenue 3aganuii A7 3aKperuIeHUs] H3YYeHHOT0 MaTepuana.
Tema 6. Conep:xanue yueOHOro MmaTepuaJia 4
Opranusanus 1 | Homenknarypa aen. UHauBuyansHele, CBOJHBIE, IPUMEPHBIE U TUIIOBBIE 2 OK 01, OK 02, 2
OTIEPaTUBHOTO U HOMEHKJIATYPHI JICI. OK 03, OK 04,
apXUBHOTO XpaHeHuss | 2 | [loAroToBka v MOPSIOK Mepeaadu el B apXUB. 3aKOHOIATEIbHBIC aKThI U 2 OK 05, OK 09, 2
JIOKyMEHTOB HOPMATHUBHO METOJANYECKHE IOKYMEHTHI 110 apXMBHOMY XPaHEHUIO JOKYMEHTOB. K11
JlaGopaTopHubie paboThI (HE MPEayCMOTPEHbI) -
IIpakTHYecKHe 3aHITHUSI 4
9 | CocraBienue u ohopmiieHHE HOMEHKIIATYPHI Jiei (CBOIHAS HOMEHKJIATypa Je 2 2-3
IIPEAIPUATHSL)
10 | Pemenne cuTyaimoHHBIX IPOPECCHOHATBHBIX 33124 2 2
KontponbHbie paboThl (He npedycmompenvt) -
CamocrosiTe1bHas padoTa o0y4arommxcst 2
5 | CocraBneHnune KpoccBop/ia mo TeMe 2 3
KomnuiekcHblii qudpepeHunpoBaHHBIN 3aUeT 2
Bcero 48
J171st XapaKTepUCTUKH YPOBHSI OCBOCHHS yUeOHOTO MaTepralla HCIOJB3YIOTCS CIeayone 0003HaYCHUS:
1. — O3HAKOMUTEJIBHBIN (y3HaBaHUE paHEe N3yUYEHHBIX 00bEKTOB, CBOMCTB);
2. — PETPOAYKTUBHBIH (BBITOTHEHUE ACSITEIBHOCTH TT0 00pa3ily, HHCTPYKIIMH WK TIOJT PYKOBOICTBOM)
3. — MPOAYKTUBHBIN (MJITAHUPOBAHUE U CAMOCTOSITEIILHOE BBIITOJIHEHHE JICATEIILHOCTH, PEeIIeHHE TPOOJIEMHBIX 3a/1a4)
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3. YCJIOBUSA PEAJIN3ALIUU TPOT'PAMMBI JUCHUITJINHBI

3.1. TpeGoBaHUA K MUHMMAJIbHOMY MATEPHAJIbLHO—TEXHUYECKOMY 00ecredeHnI0

KaOuHeT 10KyMEeHTallMOHHOTO 00ECIICYeHH S YITPABIICHUS.

O6opynoBaHue y4eOHOTO KaOMHETA:
1. KOMIUIEKTHI CIICIIMAIM3UPOBAHHON yUeOHON MeOeH;
2. JIOCKa KJIacCcHasdl.

TexHu4eckue cpeacTBa 00yUeHHUS:

1. KOMIBIOTEP C YCTAHOBJICHHBIM JIMIIEH3MOHHBIM TPOTPAMMHBIM OOECTIeYCHUEM
oC Windows, MS Office, CIPaBOYHO-TTOMCKOBAs CHUCTEMA
«Koncynprantlnrocy, «1C: [Ipeanpusitiue» ¢ BHIX010M B ceTh « HTEpHET» U
JOCTYTIOM B AJICKTPOHHYI0 HH(POPMAITMOHHO-00Pa30BaTEILHYIO CPEY;

2. TIPOEKTOp;

3. DJKpaH.

3.2. Uudopmannonnoe odecrniedenne 00yuyeHust
IlepedyeHb yueOHBIX U31aAHMIA, JONIOJHUTEIbHOM JIUTEPATYPHI,
NHTEepHET-UCTOYHHKOB
OCHOBHBIE UCTOYHUKH:

1. BonkoB A. M. IlpaBoBoe oGecrieueHre npodeccuoHaaIbHON AeITeTbHOCTH:
y4eOHMK i1 cpeaHero mnpodeccuoHanbHoro obpazoBanus/ A. M. Boukos,
E. A. Jlroraruna; mox oOmelt penaknuerr A. M. BonkoBa. — 3—e u3a., mepepab. u
non. — Mocksa: M3marensctBo IOpaiit, 2021. — 279 c¢. — (IlpodeccronanpHoe
obpaszoBanue). — ISBN 978-5-534-15088-9. — URL.: https://urait.ru/bcode/487196

2. Kopuees U. K. JlokymMmeHTallMOHHOE 0O€CIIEUCHUE YIPABICHUS: YUEOHUK U
OpaKTUKyM Jisi  cpenHero mnpodeccuonansnoro ooOpazosanus/ . K. Kopnees,
A. B. IMTmenko, B. A. MamypueB. — 2—-e uzn., nepepad. u gom. — Mocksa:
N3narensctBo FOpaiit, 2021. — 384 c. — (IIpodeccuonanpHoe oOpazoBaHHE). —
ISBN 978-5-534-05022-6. — URL.: https://urait.ru/bcode/472550

3. Kysnmenmob WM. H. JlokyMeHTallmoHHOE OOECIEUECHHE  YIIPABIICHUS
NEPCOHANIOM: Y4YeOHMK M TPaKTUKYyM JJig CPEeIHEero MpoQpecCHOHAIBHOIO
oopazosanus/ 1. H. Ky3unenos. — Mocksa: U3gatensctBo Opaiit, 2019. — 521 c. —
(ITpopeccuonanvuoe o6OpazoBanue). — ISBN 978-5-534-04451-5. - URL:
https://urait.ru/bcode/444432

4. Illysanoa H. H. JlokymeHTallMOHHOE OOecIieueHUE yIpaBieHUs: YUeOHHUK
U TIPaKTUKYM Ui cpeaHero npodeccuonanbHoro oopazosanust/ H. H. llyBanosa. —
2—e u3n. — Mocksa: UsnarensctBo FOpaiit, 2021. — 265 c¢. — (IIpodeccuonanpHOe
obpaszoanue). — ISBN 978-5-534-00088-7. — URL.: https://urait.ru/bcode/469832
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JlOTIOJTHUTETHHBIE NCTOYHHKH:

1. Adynanze /. I'. JlokymeHTalluOHHOE OOECIICUCHUE YNPABJICHUS MMEPCOHATIOM:
y4eOHUK W TPAKTUKYM JUIsI CpeAHEro mpodeccuoHalbHOTO 00pa3oBaHMs/
. I'. A6bynanze, U. b. Bempsokkuna B. M. Maciosa. — 2—e u3sf., nepepab. u Jo1. —
MockBa: WsnmarensctBo [Opaiitr, 2021. - 370 c. — (IIpodeccuonansHoe
obpaszoanue). — ISBN 978-5-534-15076-6. — URL.: https://urait.ru/bcode/487121

2. bopuieBckuit I'. A. TocymapcTBEeHHO—4AacTHOE MApPTHEPCTBO: YUYEOHHK W
NPaKTUKYM Ui CpeaHero npodeccuonanbHoro obpazosanus/ I'. A. bopiieBckuil. —
MockBa: WznmarenbctBo [Opaiit, 2021. - 282 c¢. - (IlpodeccuonanpHoe
obpazoBanue). — ISBN 978-5-534-08174-9. — URL.: https://urait.ru/bcode/474173

3. bsnt B. C. JlokymeHTannmoHHoe obecriedeHue ympasieHus. HOpuandeckas
TeXHUKA: YydyeOHOe mocolOue sl cpeaHero MpodhecCHOHAIBHOTO o0pa3oBaHus/
B. C. banr. — 2—e usa., ucnp. u gon. — MockBa: U3natensctBo HOpaiir, 2021. —
103 c. — (Ilpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-08233-3. — URL:
https://urait.ru/bcode/474092

4.TpozoBa O. C. JlenmonpousBOACTBO: yd4eOHOE TIOCOOME UIA CPEAHETO
npodeccuonansaoro oopazosanus/ O. C. ['pozoBa. — MockBa: U3garensctBo FOpaiit,
2021. - 126 c. — (IlpodeccuonanpuHoe obpazoBanue). — ISBN 978-5-534-08211-1. —
URL: https://urait.ru/bcode/472842

5. Hoponuna JI. A. JlIokyMeHTallMOHHOE OOecTieueHne yMnpaBiIeHUs: YUeOHUK U
OPaKTUKyM [Uis cpeaHero mnpodeccuoHanbHoro o6OpaszoBanusi/ JI. A. Jloponuna,
B. C. HputuxkoBa — MockBa: WznmarensctBo IOpaiit, 2021. - 233 c. -
(ITpodeccuonansuoe o6pazoBanue). — ISBN 978-5-534-05783-6. — URL:
https://urait.ru/bcode/473802

6. KazakeBuu T. A. JlokymeHTaIMOHHOE OOECTICUeHHE YIpaBICHUS: YICOHUK H
MPaKTUKyM JJsi cpenHero mpodeccuonamsHoro obpazoBanus/ T. A. Kazakesud,
A. W. Tkanmu. — 2—e u3na., ucnp. u gon. — Mockpa: WUznarensctBo FOpaiit, 2021, —
177 c. — (IlpodeccuonansHoe obpazoBanue). — ISBN 978-5-534-06291-5. — URL.:
https://urait.ru/bcode/471615

7. Ky3nernoB U. H. JlokymMeHTanlmoHHOE 00ECTICUCHHUE YIIPABJICHHS TEPCOHATIOM:
y4eOHUK W TPAKTUKYM JUII CpEeAHEro MpodeccHOHAIbHOTO  00pa3oBaHUsA/
U. H. KysnenoB. — Mocksa: WznmatensctBo IOpaiir, 2019. - 521 c. -
(ITpodeccuonanvuoe ob6pazoBanue). — ISBN 978-5-534-04451-5. - URL:
https://urait.ru/bcode/444432

8. Kysnenor M. H. JlokymeHTannmoHHoe oOecrneueHue  yIpaBJICHHUS.
JIOKyMEeHTOOOOpOT W JACNIOMPOM3BOACTBO: YYEOHHK W TMPAKTUKYM [JISI CPEIHETrO
npodeccruonanbHoro oopazosanus/ M. H. Ky3nenos. — 3—e uza., nepepad. u jom. —
MockBa: WznparenbctBo [Opaiit, 2021. - 462 c¢. - (IIpodeccuonanpHoe
obpazoBanue). — ISBN 978-5-534-04604-5. — URL.: https://urait.ru/bcode/470020

9. IlpaBoBoe obOecrnieueHue MPOPECCUOHATBLHON ACATEILHOCTU: YYEOHUK W
MPaKTUKYM JiJIsi cpeaHero npodeccuonaabHoro oopazoanus/ A. I1. Ans60B [u ap.];
non obmei pexpakuueit A. I1. Ans6oBa, C. B. Hukomtokuna. — 2—e u3a. — Mockaa:
N3narensctBo FOpaiit, 2021. — 458 c. — (IIpodeccuonanpHoe 00pa3oBaHHE). —
ISBN 978-5-534-13592-3. — URL.: https://urait.ru/bcode/470051
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10. [IysanmoBa H. H. JloxymeHTalmoHHOE oOOecTeYeHUE YIIPaBICHUS:
y4eOHUK U TPaKTUKyM JUIS CpeaHero mnpodeccuoHaibHOTO  oOpa3oBaHus/
H. H. UlyBanoBa. — 2—e u3a. — Mocksa: UznatensctBo IOpaiit, 2021. — 265 c. -

(ITpodeccuonanvuoe obpazosanue). — ISBN 978-5-534-00088-7. - URL:
https://urait.ru/bcode/469832
11.  Ilysanosa H. H. OCHOBBI 1e0NPOU3BOICTBA: YUCOHUK U IPAKTUKYM JIJIS

cpeanero npodeccuonanbHoro oopaszosanus/ H. H. IllyBanora, A. FO. BaHnoBa; nox
obmeit pemakumeit H. H. IllyBanoBoil. — 2—-e wuzn., mepepabd. u jgom. — Mockga:
M3natensctBo HOpaiit, 2021. — 428 c. — (IlpodeccuonansHoe oOpa3oBaHuE). —
ISBN 978-5-534-11014-2. — URL.: https://urait.ru/bcode/469548

Nuteprer—pecypcsr:
1.  Huadopmarumonno npasosoi noprai— URL: http://www.consultant.ru
2. Odunmanbupiii  callt MunucrepctBa ~ ®dunancoB Poccuiickoi
®deneparun— URL: https://www.minfin.ru/
3.  JlokymenTanuonnoe ynpasieare URL: http://www.sekretariat.ru
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4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUA JUCHUIIJIMHBI

KoHTposnnb W oOLEHKa pe3yJbTaTOB OCBOCHHUS y4E€OHOW AMCLMILIMHBI
OCyIIECTBIIIETCSL ~ IpernojaBaTreleM B IpoLEecce  IPOBEACHMs  Ompoca
(YCTHOTO/IMCHbMEHHOT0), PAKTUYECKUX 3aHSITUN, BHEAYAUTOPHONH CaMOCTOSATEIbHON
paboThl, a Tak)Ke BBINOJHEHUS OOY4YalOIIMMUCS JOKJIal0B, pedeparoB, COOOLIECHU,
KOMITBIOTEPHBIX MPE3EHTALUH.

O6yuenne mo gucuumiuHe OIL06 JlokymeHTannonHoe oOecnedeHue
YOpaBJIEHUS 3aBEpIIAeTCs HWTOrOBOW aTTectauveid B (HOpME KOMILJIEKCHOTO
muddepenurpoanHoro 3adera ¢ OIl.12 [IpaBoBoe obecnieuenre npodeccuoHaIbHOM
TSI TeIbHOCTH.

Konnl @DopMbI U METOBI
PesyIbTaThl 0ByyenHs (opmMupyembix KOHTPOJIS ¥ OLleHKHU
(ocBOCHHBbIC YMEHMSI, YCBOCHHbIC 3HAHUS) MpOeccHONAT,- PeYIALTATOR
HBIX U 001IHX 00yueHust
KOMIIETeHIHI
[TepeyeHnr yMeHUIA, OCBaMBAEMBIX B OK 01, OK 02, OreHka pe3yJbTaToB
paMKax JUCHUILIUHBI: OK 03, OK 04, BBITIOJIHEHUS
- pacmo3HaBaTh 3a7a4y W/WIU IPoOIeMy B OK 05, OK 09, MPaKTHYECKUX padoT.
npodecCHOHATTEHOM /U COIUATBbHOM K11 O1eHKa BBITOTHEHUS
KOHTEKCTE; aHAJIM3UPOBATh 3a/1a4y W/UITN CaMOCTOSITENTbHBIX
npobeMy U BBLACTATH €€ COCTaBHbIE YacTH; pador.
OTIpEeEIIATH ATAIbI PELUICHUS 3a/1a4H; BbISBIIATD Tecr.
1 3(pPeKTUBHO HCKATh NHPOPMALIHIO, YcTHBIN onpoc.
He0OXOUMYIO JIJIsl peUIeHHs 3a4a4u 1/ Win [TuceMenHBII onpoc.

MpPOOJIEMBI; COCTAaBUTh TIIAH JICHCTBUS;
OTIpeIeTUTh HEOOXOAUMBIE PECYPCHI;

- BJAJIETh aKTyaJIbHBIMH METO/aMU PabOTHI B
po¢eCCHOHAIBHON U CMEXKHBIX cepax;
pean30BaTh COCTABICHHBIN IJIaH; OIEHUBATh
pe3yJIbTaT U MOCIEACTBUS CBOUX ACHCTBUI
(caMOCTOSATETHHO WIIH C TIOMOIIBbIO HACTAaBHUKA)
OTIpeAEIATh 33U I orcKa HHPOpMaIIHH;
OTIpEeAEIAThH HEOOXOUMbIE UCTOYHUKHU
nH(pOpMaLINY; TUTAHUPOBAThH MPOLIECC TOKUCKA;
CTPYKTYpUPOBATH MOJIy4aeMyto HHPOPMAITHIO;
BBIIETISITH HanboJiee 3HAaYUMOE B IIepeyHe
nH(OPMAIINY; OIICHUBATH MPAKTUIECKYIO
3HAYUMOCTD PE3yJIbTaTOB IMOUCKA;

- 0OpMIISITH pe3yIbTATHI TOUCKA OTPECIIATh
aKTyaJIbHOCTh HOPMAaTHBHO-TIPABOBOM
JOKYMEHTAIMH B PO ECCHOHATHHON
NeSITeTbHOCTH;

- TPHUMEHSTH COBPEMEHHYIO HAyYHYIO
npodeccnoHaNbHYI0 TEPMUHOJIOTHIO;
OTIPEETISATH ¥ BBICTPANBATH TPACKTOPUHU
poeCCUOHAITBHOTO PA3BUTHUSA U
camMo00pazoBaHMsI OPraHU30BbIBATH PAOOTY
KOJJIEKTHBA M KOMaH/bl; B3aUMOJICHCTBOBATH C
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KOJUIETaMH, PYKOBOACTBOM, KJIMEHTAMHU B XOJI€
npodeccuoHalbHOM 1eATEeNbHOCTH TPAMOTHO
M3JIaraTh CBOM MBICITU U O(DOPMIIATH TOKYMEHTBI
o npoQeccuoHaNbHON TEMAaTHKE Ha
TOCyIapCTBEHHOM SI3BIKE, TIPOSBISTH
TOJIEPAHTHOCTH B paboueM KOJIJIEKTUBE;
- TPHUMEHSATH CPEICTBA MHPOPMAITMOHHBIX
TEXHOJIOTUH JUIsl pelieHus mpodecCuoHaIbHbIX
3aJ1a4; UCIOJIb30BaTh COBPEMEHHOE
porpaMMHOE o0ecIiedeHrne MOHUMaTh 00N
CMBICJT YETKO MPOU3HECECHHBIX BBICKA3bIBAHUIA
Ha U3BECTHBIC TeMbl (IpodeccroHaNbHbBIE U
OBITOBBIC), TOHUMATh TEKCTHI Ha 0a30BBIC
npodeccuoHalbHbIE TEMbI; Y4aCTBOBAThH B
Majorax Ha 3HaKOMBIE OOIIue U
npodeccuoHanbHbIE TEMbI; CTPOUTH IPOCTHIE
BBICKA3bIBaHUs O ce0e U 0 CBoeH
npodeccnoHaNbHOM e TEeIbHOCTH; KPATKO
00OCHOBBIBATh M OOBSICHUTH CBOM JICHCTBUS
(Texymme U MIaHuPyeMbIe); TUCATh MPOCTHIC
CBSI3HBIE COOOIICHNS Ha 3HAKOMBIE WU
MHTEpeCcyomye npodeccuoHalbHbIE TEMBI
MPUHUMATH [TPOU3BOJBHBIC IEPBUYHBIC
OyXxraiaTtepckue JOKyMEHTHI, pacCMaTprUBaeMble
KaK MIChbMEHHOE JI0KA3aTeITLCTBO COBEPIIICHUS
XO3SMCTBEHHOM ONepaluy Uiy MOoJTy4YeHUe
pas3peleHus Ha ee MPOBeIeHNE; TPHHUMATD
MepBUYHbIE OyXTalTepCKUe TOKyMEHTHI Ha
OyMaXHOM HOCHTENIE U (W) B BUTE
ANEKTPOHHOTO JOKYMEHTA, MOAIMHCAHHOTO
ANEKTPOHHOU MONHICHIO; TPOBEPSATH HATUIHE B
MIPOU3BOJILHBIX EPBUYHBIX OyXTralTepCKUX
JOKYMEHTaX 00s13aTEIbHBIX PEKBU3HUTOB;
MPOBOAUTH (POPMAIIbHYIO IPOBEPKY
JOKYMEHTOB, IIPOBEPKY MO CYIIECTBY,
apu(pMeTHYECKyI0 IPOBEPKY; MPOBOIUTH
TPYNIUPOBKY NEPBUUHBIX OYXTaITePCKUX
JOKYMEHTOB TI0 Psily MPU3HAKOB; MPOBOJIUTH
TaKCHUPOBKY M KOHTUPOBKY TIEPBHYHBIX
OyXraiaTepcKux JT0KyMEHTOB;
- OpPraHW30BBIBATH JOKYMEHTOOOOPOT;
pa3buparbcs B HOMEHKIIATYpE Ael; 3aHOCUTD
JaHHBIE 110 CTPYIIHPOBAHHBIM IOKYMEHTaM B
PETUCTPBI OYXTalaTepcKOro y4eTa,
- TepenaBaTh NEPBUYHBIC OyXTaNTepCKHe
JIOKYMEHTHI B TEKYIIUA OyXTalaTepCKUil apXuB;
nepeaBaTh NEPBUYHBIC OyXTalTepPCKUe
JIOKYMEHTBI B IOCTOSIHHBIN apXUB MO UCTECUYEHUN
YCTaHOBJIEHHOT'O CPOKA XPAHEHUS; UCIIPABIISATh
OIMUOKH B TIEPBUYHBIX OYXTaITEPCKUX
JOKYMEHTaX.
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IlepedyeHb 3HaHUM, OCBaUBACMBIX B PaMKax
JTUCLUUTUTMHBL:

- aKTyaJbHBIN MPO(eCcCHOHATBHBIN U
COLIMAJIbHBIA KOHTEKCT, B KOTOPOM MPUXOAUTCS
paboTaTk M KUTb;

- OCHOBHBIE UCTOYHUKHU UHPOPMAIIH U
pecypcehl Ui petleHus 3a1a4d v mpooiieM B
po¢eCCHOHATHPHOM H/HIIA COITUATEHOM
KOHTEKCTE; aJITOPUTMBI BHITIOJTHEHHSI paboT B
poeCCUOHATBHON U CMEKHBIX 00JIaCTSX;
METOABI paboTHl B MPO(ecCHOHANBHOH U
CMEXHBIX cepax; CTpyKTypy IUIaHa AJis
peleHus 3a/1a4; MOPSA0K OLIEHKU Pe3yJIbTaTOB
pelieHus 3aa4 npodeccuoHanbHON
JesTeIbHOCTH HOMEHKJIATypa
MH(OPMALMOHHBIX HICTOYHUKOB IPUMEHSIEMBIX B
npoeCCUOHATTLHON EATEIbHOCTH; IIPUEMBI
CTpYKTypupoBaHus nadopmaruu; Gpopmar
odopmiteHUs pe3yIbTATOB MOUCKA HHPOPMAITUU
COJIEp)KaHUE aKTYaJIbHOM

- HOPMATHUBHO-TIPAaBOBOH JIOKyMEHTAIIUU;
COBpeMEeHHasi Hay4yHas ¥ poQeccuoHanbHast
TEPMHUHOJIOTHS; BO3MOKHBIE TPACKTOPUHU
poeCCUOHAITBHOTO PA3BUTHUSA U
caM000pazoBaHMsI ICUXOJIOTUYECKUE OCHOBBI
NesITeIbHOCTH KOJIJIEKTUBA, TICUXOJIOTHYECKHE
0COOEHHOCTH JIMYHOCTH; OCHOBBI TPOEKTHOU
NesITeTbHOCTH

- 0COOEHHOCTH COIIMAILHOTO U KYJIBTYPHOTO
KOHTEKCTa; IpaBuiia opopMIIeHUS JOKYMEHTOB
Y TIOCTPOCHUS YCTHBIX COOOIICHUNA. TPAMOTHO
U3JIaraTb CBOM MBICITU U OPOPMIIATH TOKYMEHTBI
o MpoQeCCHOHANTBHON TeMaTHUKE Ha
rOCy/IapCTBEHHOM SI3bIKE, IPOSBISATH
TOJIEPAaHTHOCTH B paboueM KOJJIEKTUBE

- COBpEMEHHBIE CPECTBA U YCTPOICTBa
nH(OPMATHU3ANNN; TOPSIOK UX TPUMEHEHUS U
porpaMMHOE 00eCIIeYeHUE B
npoeCCHOHATLHOMN IEATEIbHOCTHU TpaBUIIa
MTOCTPOEHHUSI IPOCTHIX U CIOKHBIX MPEATOKEHUN
Ha npodeccuoHaIbHbBIE TEMbI; OCHOBHBIE
o01eynoTpeOuTeIbHbIC I1aroisl (ObITOBaAS U
npodeccroHanbHas TEKCUKA);

- JIGKCUYECKUA MUHUMYM, OTHOCSIIIMICS K
OIMCAHMIO MTPEIMETOB, CPEJICTB U MPOLIECCOB
npodeccnoHaNbHOM 1eATeNbHOCTH;
0COOEHHOCTH POU3HOLICHHUS; TPABHJIA YTEHUS
TEKCTOB MPo(dheCcCHOHATHEHOM

- HamNpaBJICHHOCTHU 0011Me TPeOOBAHUS K
OyXrajaTepckoMy y4eTy B 4acTH
JOKYMEHTHPOBAHHUS BCEX X035HCTBEHHBIX

Onenka pe3yapTaToB
BBITIOJTHEHUS

MPAKTUYECKUX padoT.

O1ieHKa BBIITOJHECHUS
CaMOCTOSITENIbHBIX
pabor.

Tecr.

VYcTHbIi onpoc.
[TnceMenHsIit onpoc.
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JNEUCTBUI U OIEpaluil;

- TIOHATHE TIEPBUYHON OyXTalTepCKoOu
JOKYMEHTAIUH; OIIpe/ie/IeHIE IIEPBUYHBIX
OyXraiaTepcKux JI0KyMEHTOB;

- (hOpMBI EPBUYHBIX OYXTAITEPCKUX
JOKYMEHTOB, COJIepKaIllUX 00s13aTeNbHbIE
PEKBU3UTHI IEPBHYHOTO YUETHOTO IOKYMEHTA;
- TIOPSIIOK MTPOBEICHUS MPOBEPKHU MEPBUYHBIX
OyXTraJTepCKUX TOKYMEHTOB, (POpMaIbHOM
MIPOBEPKHU TOKYMEHTOB, IPOBEPKHU IO CYIIECTBY,
apu(METHYECKON TPOBEPKH;

- TMPUHIUIBI U IPU3HAKU TPYIIIIUPOBKU
NEPBUYHBIX OYXTITEPCKUX TOKYMEHTOB;
MOPSAIOK MPOBEACHUS TAKCUPOBKHU U
KOHTUPOBKH TEPBHYHBIX OyXTaITepPCKUX
JOKYMEHTOB; TOPSAIOK COCTAaBJICHUS PETUCTPOB
OyXTaJaTepcKoro y4era,

- TpaBUJIa U CPOKH XpaHEHUS MEPBUUHON
OyXraJaTepcKoi JTOKYMEHTAIIHH.

18



	1. ПАСПОРТ РАБОЧЕЙ ПРОГРАММЫ УЧЕБНОЙ ДИСЦИПЛИНЫ
	1.1. Область применения программы
	1.2. Место дисциплины в структуре образовательной программы
	1.3. Цели и планируемые результаты освоения дисциплины – требования к результатам освоения дисциплины

	2. СТРУКТУРА И СОДЕРЖАНИЕ УЧЕБНОЙ ДИСЦИПЛИНЫ
	2.1. Объем учебной дисциплины и виды учебной работы
	2.2. Тематический план и содержание учебной дисциплины ОП.06 Документационное обеспечение управления

	3. УСЛОВИЯ РЕАЛИЗАЦИИ ПРОГРАММЫ ДИСЦИПЛИНЫ
	3.2. Информационное обеспечение обучения

	4. КОНТРОЛЬ И ОЦЕНКА РЕЗУЛЬТАТОВ ОСВОЕНИЯ ДИСЦИПЛИНЫ



