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1 OBIIAA XAPAKTEPUCTUKA PABOYEHA ITIPOTPAMMBI YYEBHOM
AUCHUIIVIMHBI « IOKYMEHTAIIMOHHOE OBECIIEYEHHME YIIPABJIEHUA»

1.1 MecTo y4eGHOM JMCHMIIUHBI B CTPYKTYpe 06pa30BaTe/JIbHOM MPOrpaMmsbl

Y4ebHasa aucUMIIMHA «/[OKyMeHTallMOHHOe obecriedyeHre YIpaBJAeHUsa» SABJASETCS
00513aTe/IbHOM YaCThl0 06ujenpodeccuoHabHOo20 UKAAa 00pa30BaTeJbHOU NpOrpaMMbl B
cootrBeTcTBUH ¢ ®I'OC no crenyanbHocTH 38.02.01 IkoHOoMUuKa u 6yxeaamepckull yuem (no
ompacaam).

Y4yebHaa  gucuumiavHa — «/loOKyMeHTallMOHHOe  obecrieyeHHWe  yIpaBJIEHUS»
obecneunBaeT GOpPMHpPOBAHHE KOMIIETEHLUW MO BceM BuJaM AedaTesbHocTd OPI'OC mo
cneurasibHOCTH 38.02.01 JkxoHomuka u 6yxeaamepckull yuem (no ompacasm). Ocoboe
3Ha4YeHU e JUCLHUIIJIMHA UMeeT NPU GOPMUPOBAHUU U PA3BUTUH CAEAYIOLUUX KOMIIETEHILIUM:

OK 01. BoeibupaTb cnocobbl pelneHUs 3ajad NpPoPecCHMOHAJTbHOU [esTeJbHOCTHU
IPUMEHUTEJIbHO K Pa3JIMYHBIM KOHTEKCTaM.
OK 02. Hcnosb3oBaTb COBpEMEHHble CpeACTBa IOMCKA, aHajJM3a U HHTepHpeTaluu
MHbopMauuu U  HWHQOpPMALMOHHble  TEXHOJIOTUM  JJis1  BBINOJHEHUsA  3afad
npodeccroHalbHOM eI TebHOCTH.
OK 03. [lnanupoBaTh U peasu30BbIBaTh COOCTBEHHOE NPOQPEeCcCUOHATbHOE U JIMYHOCTHOE
pa3BUTHe, MNpPeANPUHUMATENBbCKYI0 [eATeJbHOCTb B HpodeccrMoHalbHON cdepe,
MCNOJIb30BaTh 3HAaHUSA 1O NpPaBOBOMW M (UHAHCOBOW TpPaMOTHOCTH B Pas3IUYHbIX
KU3HEHHBIX CUTyaLUX;
OK 04. 3pdekTHBHO B3aHMOAENUCTBOBATH U pab0OTATh B KOJIJIEKTUBE U KOMaH/JE.
OK 05. Ocy1iecTBAATh yCTHYIO M MMCbMEHHYI0 KOMMYHUKAIMI0 Ha TOCYJapCTBEHHOM SI3bIKE
Poccuiickon @efepanyu c yaeToM 0COGEHHOCTEMN COLMAIbHOIO U KYJIbTYPHOT O KOHTEKCTA.
OK 09. Illonb3zoBaTbcd NpodecCUOHANbHOW [AOKYMEHTAalMel Ha TOoCyJapCTBEHHOM H
VHOCTPAHHOM fI3bIKaX.
[IK 1.1 O6pabaTbiBaTh NEPBUYHBIE OYXTaJTEPCKHUE JOKYMEHTHI.

1.2 Llens ¥ J1IaHMpyeMble pe3yJbTaTbl 0CBOCHUSA AUCHUIIMHbI

Kon Ymenus 3nanus
IIK, OK
OK 01 pacrmo3HaBarth 3a7a49y W/UiIu IpoOJIeMy | aKTyaJIbHBIN npodeCCOHATbHBIN "
B pohecCHOHATEHOM U/WIH | COUMANbHBIA  KOHTEKCT, B  KOTOPOM
COlLMaTHbHOM KOHTEKCTE; | MPUXOAUTCS paboTaTh M JKUTh, OCHOBHBIC
aHAJIM3UPOBATh 3aaqy W/WIH | UCTOYHUKU HHPOPMAIMK U PECypChl s

npoOieMy M BbIIENATh €€ COCTaBHbIE | pelleHuss  3agad M [OpobieM B
YacTH; ONPENeNATh 3Tanbl pemeHHs | NPOo(pecCHOHAIBHOM W/WIA  COLUAIBHOM
3a/lauM; BBIABIATE U J(PQPEKTUBHO | KOHTEKCTE;

UCKaTh MH(POPMALMIO, HEOOXOIUMYIO | aJlTOPUTMbI  BBINOJHEHUs  paboT B
JUIs  pelieHus  3aJaud  W/WIH | Tpo(eCCHOHATBHONW U CMEKHBIX 00JIACTSIX;

po0JIEMBI; MeTOobl paboThl B MpOo(decCHOHATBHOU U
COCTaBUTh IUIaH NEUCTBUS; | CMEXKHBIX c(epax; CTPYKTypy IJaHa Ajs
OIIPEJCIINTh HEOOXOAMMBIC PECYPChI; | peIleHUs]  3a/1a4;  HOPSIOK  OLIEHKU
BJIQJIETh  aKTyalbHBIMH  METOAAMHU | PE3Yy/IbTATOB perieHus 3aj1a4
pabotel B HpodecCHOHANBbHON U | MpodecCHOHATBHON AEATENbHOCTH
CMEXHBIX  cdepax;  peaqu3oBaTh
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COCTaBJICHHBIM  IIJIaH,  OIICHUBAaTh
pe3yapTarT W TOCIEACTBUS  CBOMX
NEeUCTBUN  (CaMOCTOATENBHO W C
MTOMOIIBI0 HACTABHUKA)

OK 02 ONpeNeNATh 3aJaud JUIi  [IOUCKA | HOMEHKJIATypa UH(pOPMALIMOHHBIX
UHpOpMaInY; OIPENEINATh | NCTOYHUKOB, MPUMEHSIEMBIX B
HEOOXO0IUMBbIE UCTOYHUKHU | MPOECCHOHATBHON NEeATENbHOCTH;
uHGOpPMaIK; IJIAHUPOBATh IpPOLECC | MPUEMbI CTPYKTYPUPOBaHUS UH(OpMALINH;
IIOUCKA; CTPYKTYpUpOBaTh | hopmMar ohOpMIICHHUS pE3yIbTaTOB MMOKCKA
NOTy9aeMyr0 HH()OpPMAIIHIO; BEICTTE | HH(pOpMAIMKA; COBPEMEHHBIE CPENCTBa W
HauOojee 3HauYUMOE B  IEpPeYHE | yCTpolcTBa MH(OpMATU3ALUY; TOPSIOK UX
uHpOpMaInY; OLICHMBATDH | MPUMEHEHUS U IIPOrpaMMHOE 0OecTIeYeHHE
PaKTUIECKYIO 3HAYUMOCTh | B TPO(ECCHOHATTLHON JeATEIIHOCTH.
pe3y/nbTaTOB  IOUCKA;  O()OpMIIATH
pe3yabTaThl  TMOHMCKA;  MPHUMEHATh
cpencraa MH(}OPMALIMOHHBIX
TEXHOJIOT M Ui pereHus
poheCCUOHATHHBIX 3a/1ad4;

UCTIOJIb30BaTh COBPEMEHHOE
IporpaMMHoe o0ecreyeHue.

OK 03 OIIPENEIIATh aKTyaJbHOCTh | COIEpP)KAaHUE AaKTyaJdbHOM HOPMAaTHUBHO-
HOPMAaTHBHO-IIPaBOBOM IIPaBOBOM JOKYMEHTAIlMU; COBPEMEHHAs
JOKYMEHTAllMM B NPO(eCcCHOHANBHOM | Hay4Has u npodeccuoHanbHas
NeSITebHOCTH; OPUMEHSTH | TEPMUHOJIOTHS; BO3MOXHBIE TPACKTOPUHU
COBPEMEHHYIO HAYYHYIO | TPO(ECCHOHATIBHOTO Pa3BUTHS "
npoQecCHOHANbHYI0 TEPMHHOJIOTHIO; | caMO0Opa30BaHuUs; OCHOBBI
OIIPENEIIATh u BBICTPAaNBATh | MPEANPUHUMATEIBCKOM NeATeNbHOCTH;
TPaeKTOPHH NpoQeCcCHOHANBHOTO | OCHOBBI  (DMHAHCOBOM  T'PaMOTHOCTH;
pa3BUTHUSA u caMo00pa30oBaHMsl; | MOPAJOK  BBICTpaUBAaHUSA  IPE3ECHTALM;
OIIPENEIIATh WHBECTULIMOHHYIO | CIIONB30BaTh 3HAaHUS 10 (HUHAHCOBOU
NPUBIICKATEIbHOCTh ~ KOMMEPUYECKUX | TPAMOTHOCTH B IIOBCETHEBHOM JKU3HU.
uaeil B paMmkax mpodeccHoHaIbHON
NeSITeNbHOCTH; IPE3eHTOBATh
KOMMEpUECKHe ujieu B
npoeCCUOHATBHON JESITEIbHOCTH.

OK 04 OpPraHU30BbIBATh PA0OTY KOJUIEKTUBA U | TICUXOJIOTHYECKUE OCHOBBI JEATEIbHOCTU
KOMaHJIpl;  B3aMMOJEWCTBOBATh  C | KOJJIGKTHUBA, TICUXOJIOTHYECKUE
KOJUIETaMH, PYKOBOJZICTBOM, | OCOOEHHOCTH JMYHOCTH; OCHOBBI
KJIMEHTaMH B X07i€ TPO(heCCUOHAIBHON | MPOEKTHON AEATENbHOCTH
JIeSTEeIbHOCTH

OK 05 rPaMOTHO WU3JlaraTh CBOM MBICIH U | OCOOCHHOCTH COIMAIBLHOTO U KYJIbTYPHOI'O
ohopMIIATH JOKYMEHTBI 10 | KOHTEKCTA; npaBuiIa ohopmiteHUS
npoecCHOHANBbHOM  TeMaTHKe Ha | IOKYMEHTOB W  TOCTPOCHHS  YCTHBIX
rOCYJapCTBEHHOM SI3bIKE, MPOABIATH | COOOIIEHUI
TOJIEPAHTHOCTh B paboueM KOJIJIEKTHBE

OK 09 NOHUMATh  OOLIMI  CMBICT  YETKO | MpaBHJIAa MOCTPOCHUS MPOCTHIX U CIOKHBIX

NPOM3HECEHHBIX BBICKA3bIBAHUN HA
U3BECTHBIC TeMBbI (TIpodecCOHAIbHBIC
U OBITOBBIE), MOHMMATh TEKCTHl Ha
0a3oBbie TPO(ECCHOHATILHBIE TEMBI;
y4acTBOBaTh B JMAJIOrax Ha 3HAKOMBIC
o0mme ¥ NnpodeCcCHOHAIBHBIC TEMBI;

IPEVIOKEHU Ha  NpogecCHOHAIIbHBIE
TEMBbI; OCHOBHBIE O0LIECYNOTPeOUTENbHBIE
rinaronsl (ObITOBasgs M Mpo(ecCHOHAbHAS
JIEKCUKA); JIEKCUYECKHUI MUHUMYM,
OTHOCSIIMHCSA K ONUCAHUIO MPEIMETOB,
CPEJICTB M IIPOLECCOB NMPO(HECCHOHAILHON
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CTPOUTH TPOCTHIE BBICKA3BIBAHUS O
cebe u 0 cBoel mpodeccuoHaTbHON
NeATENbHOCTH; KPaTKO OOOCHOBBHIBATH
1 O0BSICHUTH CBOU JCHCTBUSA (TEKYIIHE
U TUIaHUpYEMBbIE); THCATh MPOCTHIE
CBSI3HBIE COOOIIIEHUS HA 3HAKOMBIE WIIH

JEeITEILHOCTH; 0COOEHHOCTH
MIPOM3HOIICHUS; TPABUJIa YTCHUS TEKCTOB
poheCCHOHATTLHOM HAITPABJICHHOCTH.

WHTEpeCymue MpodecCHOHaATbHbBIE
TEMBI.

K 1.1 MPUHUMATh MIPOU3BOJIbHBIE | O0IHEe TpeOOBaHHUS K OyXraJTepcKOMY
MepPBUYHBIE OyxranTepckue | ydeTy B YacTH JOKYMEHTHPOBAHHS BCEX
JIOKYMEHTBI, PacCMaTpPUBAEMbIE€ KaK | XO3MCTBEHHBIX ACHCTBUI U ONEpaLlnii;
NUCBMEHHOE JTIOKA3aTeNIbCTBO | MOHATHE  TMEPBUYHON  OyXTralTepcKou
COBEPILIECHUS XO3UCTBEHHOW | TOKYMEHTAIIUU;
ornepauuu U MOJTyYEHUE | OMpe/ieNieHue MEePBUYHBIX OyXTralTepCcKUX
pa3pelleHus Ha €€ POBEACHUE; JIOKYMEHTOB;

MPUHUMATH NepBUYHBIC | (POPMBI MEPBUYHBIX OyXTalITepCKUX
Oyxrantepckue JIOKYMEHTBI Ha | IOKyMEHTOB, COJAEpXKalluX 00s3aTeNbHbIe
OyMa)kHOM HocuTede U (WIH) B BUJE | PEKBU3HUTHI [IEPBUYHOTO YYETHOT' O
3JIEKTPOHHOTO JIOKYMEHTa, | IOKYMEHTa;

MOJAMKUCAHHOTO AJIEKTPOHHOMU | IOPSAIOK MIPOBEACHUS MIPOBEPKHU
MOANUCHIO; MEPBUYHBIX OyXTaNTepCKUX JOKYMEHTOB,
MPOBEPSITh HAJIMYME B MPOU3BOJIBHBIX | OPMATBHONH  MPOBEPKH  JTOKYMEHTOB,
MEPBUYHBIX OyXraiTepcKux | MPOBEPKHU IO CYIIECTBY, apupMeTHIEeCKON
JIOKYMEHTaxX 00s13aTeNbHBIX | TPOBEPKH;

PEKBHU3UTOB; NPUHLMUIIBL W TPU3HAKH TPYNIUPOBKHU

IPOBOJUTH (HPOPMAIBHYIO IPOBEPKY
JIOKYMEHTOB, MPOBEPKY I10 CYILIECTBY,
apu(METHUYECKYIO TIPOBEPKY;

IPOBOJUTH TPYNIHUPOBKY MEPBUUYHBIX
OyXrajnTepcKuxX JTOKYMEHTOB 110 DALY

IIPU3HAKOB;

MIPOBOJUTH TAKCUPOBKY U KOHTUPOBKY
IIEPBUYHBIX OyXrajaTepcKux
JIOKYMEHTOB;

OpPTraHHU30BbIBATh JOKYMEHTOOOOPOT;
pa30OHupaTbesi B HOMEHKIIATYPE JIeT;
3aHOCUTh JTaHHbIC o
CTPYNIIMPOBAHHBIM  JOKYMEHTaM B
PETHCTPHI OYXTaITEepPCKOro y4eTa;
nepeaaBaTh NIepBUYHbBIC
OyXranTepckue JOKYMEHTHI B TEKYIITHIA
OyXTalnTepPCKUN apXHB;

nepeaaBaTh NIepBUYHbBIC
Oyxranrepckue JIOKYMEHTBI B
IOCTOSIHHBI apXMB 110 HCTEYCHUH
YCTQHOBJICHHOT'O CPOKA XPaHEHUS;
UCTIPABJIATh OMIMOKKM B TEPBUYHBIX
OyXraiaTepckux JTIOKyMEeHTax;

MEPBUYHBIX OYXTalTEepPCKUX JOKYMEHTOB;
MOPSIZIOK  TIPOBEJICHUSI  TAKCUPOBKH U
KOHTUPOBKH TIEPBHUYHBIX OYXTaJITEPCKUX
JOKYMEHTOB;

TIOPSIJIOK COCTaBIICHHUSI
OyXTaJITEePCKOTO YUeTa;
MpaBUJia U CPOKH XPAHEHHs NEPBUYHOU
OyXraJTepCKOi TOKyMCHTAIINY;

PErucTpoB




2 CTPYKTYPA Y COAEPXKAHHME YYEBHOH AUCIUTI/IVHEBI

2.1 06 beM yuyeOGHOM AMCHUIIJIMHBI U BUAbI Y4€6HOM paGoThI

B ¢popme
N Oobem N
Bun yueOHoii padoThI qacop | MPAKTHYECKOI
NOATOTOBKH

O01béM 00pasoBaTe/IbHON MPOrpaMMBbI 10 Y4eOHOM 53 21
AUCHHIIJIHHE
CymmapHasi ydeOHasi HAarpy3Ka Bo B3aUMO/eiicTBUH C 44
npenojaaBartejieM
B TOM YHCJIE!
JIEKLIUH, YPOKU 26 -
MPAKTUYECKUE 3aHATHS (€CTIH MPETyCMOTPEHO) 16 16
KOHTpPOJIbHAs paboTa 2 -
Kouncyabranumn 3 2
CamocrositenbHas padota 4 2
IIpoMe:xyTouHasi aTTecTalusl NPOBOAUTCS B (hopme

5 cemecmp — no pezyromamam mexyujeco KOHmMpOoJis 2 1

6 cemecmp — ouggepenyuposanmvlii 3a4em

O6wsem uacos onpedessiemcsi no Kaxcdoll no3uyuu cmoabya (ommeyeHo 386e3004YKO1 ).







2.2 TeMaTH4eCKHUH IUIAH U COAeprKaHUe yYeOHOU AUCHUILINHBI «[IOKyMeHTallMOHHOe obecneYeHe ynpaBJaeHUusa»

HaunmeHoBaHue Coaepikanue ydyeOHOro marepuasa u GopMbl OPraHU3anMu AesiTeIbHOCTH o0ydaomuxcess | Oobem B ¢popme
pa3aesioB U TeM YacoB | NPaKTHYeCcKOM
MO/ITOTOBKH
1 2 3 4
Tema 1. Conep:xaHue y4eOHOIr0 MaTepuaia
BBenenue. 1. 3naueHue U coJep’KaHHE TUCHUIUIUHBI «J[OKYMEHTAIIMOHHOE OOEeCIeYeHUE YIpPaBICHUS.
JokymeHT u [ToHsiTue TEPMHHOB «IOKYMEHT», «IOKyMEHTUPOBAHHE», «IJOKYMEHTAI[MOHHOE oOecreueHue 4 -
cucTreMa YIIpaBJICHUS.
AOKYMEHTAIlUH 2. Yaudukanus U CTaHIapTU3ALHNH YIIPABICHUECKUX TOKYMEHTOB.
Tema 2. Coaepikanue y4yeOHOro MmarepuaJia
Opranmsanuonno- | 1. OpraHu3alMOHHBIC JOKYMEHTHI — YCTaB, YUPEAUTEIBHBIC JOTOBOP, MOJIOKEHHE.
pacnopsiguTeabHble | 2. PacmnopsauTenbHbIE JOKYMEHTBHl — TIPUKa3, pPacHoOpsDKEHHE, yKa3aHue, IOCTAaHOBJICHHE,
JAOKYMEHTbI pelieHne, HHCTPYKIUSI, TPOTOKOI. 6 )
3. CnpaBoyHO-HH(POPMAITMOHHBIE TOKYMEHTHI: CIIy)KeOHast 3aIMCKa, OOBSCHUTEIbHAS 3aIHCKa,
aKT, CIIpaBKa, IPOTOKOJ, CIyKeOHbIE MIChMa
IIpakTuyeckoe 3ausitue. CoctaBieHue U 0hOPMIICHUE PACTIOPSHKCHUS 2 2
IIpakTnyeckoe 3ansaTHe. CocTaBieHue U OPOPMIIEHUE POTOKOIA 2 2
IIpakTuyeckoe 3ausitue. CocrarieHue u ohopmIIeHUE CITY)KEOHOTO TUChbMa 2 2




Tema 3.

Conep:xanue y4eOHOIr0 MaTepuaia

Kanposas 1.JlokyMEeHTUpOBaHHE TPYIOBBIX MpaBooTHOHEHWH. CocTaB W OCOOCHHOCTH OdopMIIeHUS
AOKYMEHTAIlUA JOKYMEHTOB T10 JINYHOMY COCTaBY.
2.KomriekroBanue TU9HOrO nena. ABroouorpadus. Pesrome. 3asBiaeHne o mpreme Ha padoTy.
[IpuKa3sbl 0 TUYHOMY COCTaBY.
IIpakTnyeckoe 3ausaTHe. OdopmiieHHE TPUKA30B MO JUYHOMY COCTABY.
IIpakTHyeckoe 3ansitue. OGopMieHHE CIPABOK, JOKIIATHON U CITY)KEOHOW 3alMCKH, aKTa.
IIpakTnyeckoe 3ausaTHe. OpopmiieHHE TPYAOBOTO JOrOBOPa, 0GOpMIICHUE TPYAOBOH KHUKKH.
Tema 4. Conep:xanue y4eOHOIr0 MaTepuaia
Alorosopmo- 1.ITonsiTus norosopa. Buas! 10oroBopos.
fipaBoBast 2.IlpaBuna opopmiieHHs IPETEH3UOHHBIX uceM. DopmMyIsap HCKOBOIO 3asBJIEHUS, TpeOOBaHUS K
AOKYMEHTAIHS ero o(hopMIICHUIO
IIpakTuyeckoe 3ansitue. OpopMieHHE JOTOBOPa KYTLITU-TIPOJIAKHI
Tema S. Coaepikanue y4yeOHOro MmarepuaJia
Iousitue 1.CocraB u y4er o0beMa JOKYMEHTO000pOTa Nnpeanpusatuii. OpraHu3anus padoThl ¢ BXOIAIICH,
JAOKYMEHT0000p0Ta, | UCXOAAIICH U BHYTPEHHEH JOKyMEHTAIHEH
peructTpamnus 2.ba3pl maHHBIX AN XpaHeHUs JOKyMeHTOB. Pabora c 3ampocamu. Pabora ¢ 35eKTpOHHBIMU
AOKYMEHTOB JIOKyMEHTaMH.
Tema 6. Conepxanue yueOHOro MaTepuaJia
Opranuszanus 1. Homenknarypa aen. MunuBuyaabHble, CBOHBIE, IPUMEPHBIE U TUIIOBBIE HOMEHKJIATYPHI AEII.
ONepaTUuBHOIO u | 2.IloaroroBka M MOPSIOK HEpeqadyud Jell B apXuB. 3aKOHOJATENIbHbIE aKThl U HOPMATHBHO-
apXHBHOI'0 METOMYECKHE TOKYMEHTHI 10 apXUBHOMY XPaHEHHIO JTOKYMEHTOB.
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XpaHeHus Koutpoasnas padora

2 -
AOKYMEHTOB
Koncyabranun' 3 2
CamocTosiTesibHast padoTa 00y4alOIMXCs : TOANOTOBKA [TPE3EHTALUI U COOOIICHNH, 03HAKOMJICHHE C HOPMaTUBHO-
metoauueckoi 6azoit IOY, uzydeHnue ocHOB 3akoHonaTenbecTBa Poccuiickoit @enepanuu 06 ApxuBHoM ponae PO u 4 2
apxuBax, MOJr0TOBKA K MPAKTUYECKUM 3aHATUSAM U KOHTPOJIBbHOI padote
IIpomeixyTouHnasi arrecranusi B popme nudepeHnpoBaHHOTO 3a4eTa 2 1
Bcero 53 21

1 KonnvecTso yacos BbI6VIpaeTCH n3 YHE6HOFO nnaHa
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3 YCJIOBUA PEAJIM3AIIMM YYEBHOM AUCIUIIIAHBI

3.1 Tpe6oBaHuA K  MHWHHMQJBHOMY  MaTepHaJIbHO-TEXHHYECKOMY
o6ecrie4YeHHIO:
Jlia peasusalMu  OporpaMMbl  y4yeGHOM  AUMCUUIJIMHBI  JOJDKHbl  OBbITh
pelyCMOTPEHBI CIeAyolue crelialbHble MoMellleHHUs:
KabuHeT «/loKyMeHTalMOHHOTO obecriedyeHus1 yIpaBJeHUs »,
OCHallleHHbIX 060py/10BaHHUEM:
- IOCa/I0YHbIE MeCTa M0 KOJIMYeCTBY 00Y4YarIINXCS;
- pabodee MeCTO Ipeno/jaBaTeis;
- KOMILJIEKT y4eOHO-HarJasJHbIX TocoOui «/10Y ».
TexHuueckue cpesicTBa 06yYEHUS:
- KOMIIbIOTEPHI C JIMIEH3UOHHBIM NPOrpaMMHBIM 06ecriedYeHueM, MyJIbTUMEUANPOEKTOP,

IPUHTED, CKAHED.

3.2 UHpopmanMoOHHOE 0GecniedyeHue 00yYeHU s

[ peasusanuu NporpaMMbl Y4eOHOM [AUCUUIIMHBI OUOGJIMOTEeYHbIA GOH/
oOpa3oBaTe/JbHOW OpraHU3alMM [OJDKeH MMeTb IedyaTHble U/WIW 3JIEKTPOHHbIE
obpasoBaTesibHble U UHGOPMAILMOHHBbIE PECYPChI, pEKOMEH/IyeMble JJIsi UCII0JIb30BAHUS B
obpa3oBaTesJbHOM MHpolecce. B KauecTBe OCHOBHOM JIMTepaTypbl OOpa3oBaTeJibHas
OpraHU3aIYs UCI0JIb3YeT Y4eOGHUKH, yuebHbIe MOCo6Us, MPeJyCMOTPEHHbIE B IPUMEpPHOU

OCHOBHOM o6pa3oBaTtesibHOM nporpamme(I100IT)
OcHOBHBIE UCTOYHHUKHU:

1 bacakoB, M.U. [lenonpousBoacTBo [[loKyMeHTallMOHHOE oObecredyeHHe yIpaBJieHus |
[Tekct] :yuye6Huk/ M.U. Bacakos, 0.M. 3ambinikoBa. - PoctoB H//] : ®enukc, 2017. - 375
c. - (CpenHee npodeccuoHaibHOE 0Opa30BaHUE).

2 Kysnenos, W. H. [lokymeHTaniMoHHOe obecrnieyeHue yrnpaBJyieHUs. JJOKyMEeHTO060pOT U
JleJIONIPOU3BO/ICTBO : yYeOHUK M NPaKTUKYM [AJs CcpeJHero mnpodecCUOHaJbHOTO
ob6paszoBanus / U. H. Ky3HenoB. — 3-e u3j., nepepab. u jon. — MockBa : U31aTebCcTBO
Opaitt, 2022. — 462 c.— (IIpodeccuonanbHoe o6paszoBaHue). — [SBN 978-5-534-
04604-5. — TekcT : asiekTpoHHBIN // Obpa3oBaTesibHag nmiatdopMma lOpauTt [calT]. —
URL: https://urait.ru/bcode/490168 (maTta o6pauienus: 23.12.2021).

3 lllyBanoBa, H. H. /lokymMeHTalMOHHOE 06ecrieueHue ypaBaeHus : yYYeOHUK U IPAKTUKYM

[ cpegHero npodeccruoHasnbHoro obpasoBanus / H. H. lllyBanoBa. — 2-e usg. —
MockBa: HUspatenbctBo  HOpait, 2021.— 265c.—  ([IlpodeccruoHanbHoe
obpasoBanue). — ISBN 978-5-534-00088-7. — Tekct : 9/JeKTpPOHHbIK //
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https://urait.ru/bcode/490168

O6pazoBaTtesibHas mnatdopma Opait [caitt]. — URL: hitps://urait.ru/bcode/469832 (mata
obpameHnus: 23.12.2021).

[[OHOJ'IHI/ITeﬂbeIe HCTOYHHUKH:

06 wuHbopmanuy, HUHPOPMAIMOHHBIX TEXHOJIOTUSAX U O 3aldTe HHPOpMaALUHU
[QnekTpoHHBIN pecypc]: ¢emep. 3akoH or 27.07.2006 Ne¢ 149-¢3, pen. ot
23.04.2018 Ne102-b3 - pexum JocTymna:
http://www.consultant.ru/document/cons_doc_law_61798

06 apxuBHOM Jiesie B Poccuiickoit @enepanuu [d1eKTpOHHBIN pecypc|: ¢esep. 3ak0oH OT
22.10.2004 Ne 125-¢3, pexn. Ot 28.12.2017n  435-d3- pexuaMm JocTymna:
http://www.consultant.ru/document/cons_doc_law_1406

OCT P 7.097 - 2016 VYuHudbuuupoBaHHas CHUCTEMa OpraHU3alMOHHO-
pacnopsuTeNbHON JOKyMeHTaluU. TpeboBaHMA K 0QOpMJIEHUIO JOKYyMeHTOB [TekcT].
/lenonpou3BOCTBO U JOKYMEHTOOO0OPOT Ha NpeAnpusaTuu [TeKkcT]: :KypH. / yupeauTeb
000 «busnec - Apcenan». — M.: busHec — Apcenau, 2014 - 2021.
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4 KOHTPOJIb U OIIEHKA PE3YJIbTATOB OCBOEHUSA YYEBHOM

JUCLIMIIIMHBI

Pe3yabTarsl 00y4yeHnus

Kpurepuu ouenku

DopMBbI M METOBI
OLIEHKH

Ilepeuensv 3nanuil, oceausaemvlx 6
PAMKAX OUCYUNTIUHDBL

aKTyalbHbIH TNpo(ecCHOHAIBHBIA U
COIMATbHBIA KOHTEKCT, B KOTOPOM
NpuUXoauTcss paboTatb U KHTH;
OCHOBHBIE UCTOYHUKU WH(OpMaLIUU U
pecypcel ULl peUIeHus 3amad |
npobieM B podheCcCHOHATBEHOM H/HITH
COIIMAJIbHOM KOHTEKCTE;

QITOPUTMBI  BHITIOTHEHUS pabdoT B
NpoPEeCCHOHATLHOW ¥ CMEXKHBIX
obmactax;  MeToasl  paboThl B
npoeCCHOHATBHOM M CMEXKHBIX
chepax; CTPyKTypy IUIaHa  JJIA
pelieHuss 3a4ay; TMOPSIOK OLEHKU
pe3yIbTaTOB pelIeHus 3aa4
PO eCCUOHATILHOMN JeSITETHHOCTH
HOMEHKJIaTypa HH(OPMaLMOHHBIX
HMCTOYHUKOB MIPUMEHSIEMBIX B
NpoPECCUOHAILHON e TEIbHOCTH;
IPUEMBbI CTPYKTYpPHUPOBaHUS
uHpopmauuu; Gopmar odopmieHus
pe3yIbTAaTOB MOUCKA HHPOPMALIUU
coiep)KaHue aKTyaJIbHOM
HOPMaTHUBHO-TIPaBOBOM
JOKYMEHTAIIMH; COBPEMEHHAas Hay4qHast
u npodeccuoHagbHasi TEPMUHOJIOTHS;

BO3MOKHBIE TpPaeKTOPUHI
npo(eCCHOHATLHOTO  Pa3BUTHI |
caMmo00pa3oBaHUs

MICUXOJIOTHYECKHE OCHOBBI
NEeSITETLHOCTH KOJIJICKTHBA,
TICUXOJIOTHYECKHE 0COOEHHOCTH
JMYHOCTH; OCHOBBI MIPOEKTHON
JEeSITEbHOCTH

0COOEHHOCTH COIMAIBHOTO u
KyJbTYPHOTO  KOHTEKCTa;, IpaBHIIa
oopmiieHus JIOKYMEHTOB u

TOCTPOEHHUS YCTHBIX COOOIIECHUH.

rpaMOTHO W3JlaraTh CBOM MBICIH U
ohopMIISITh JIOKYMCHTBI o
npodeCCUOHATBHOW  TEMaTUKE  Ha
rOCY/IapCTBCHHOM SI3bIKE, TPOSIBISTH
TOJICPAHTHOCTh B pa00YEeM KOJUICKTHBE
COBPEMEHHBIC CPEJICTBA M YCTPOICTBA
uHpOpMATU3aAIMK;,  MOPSAOK X
PUMEHCHUS u POrpaMMHOE

Xapaxmepucmuxu
0eMOHCMPUPYEMBIX
3HAHUL
-OIICHKA «OTIIHYHOY»
BBICTaBJISICTCS
oOy4aromiemycs, ecim
3a/laHi€ BBIIIOJIHEHO 0¢3
OIIIMOOK,

-OlLIeHKa «XOPOIIIOY»
BBICTABIISICTCS
oOyuJaromemycsi, €ciu B

BBIITIOJITHCHHOM 3aaHUN HEC
Oosee IByX OIIMOOK,

-OIICHKA
«YIOBIIETBOPUTEIHHOY
BBICTABJISICTCS
oOydJarolmemycsi, eciid B
BBITIOJTHEHHOM  3aJlaHuU
TPH OMINOKH,

-OIICHKA
«HEY/IOBJIETBOPUTEIHLHO
BBICTABJISICTCS
oOydJaroremMycsi, €cid B
BBITIOJTHCHHOM  3aJlaHuu
0osee TpEX ommuooK.
pacrio3HaBaHue
QITOPUTMOB  BBITIOTHEHUS
pabor B
npodeccronambHOM "
CMEKHBIX o0macTsax;
orpeesieHue METO/IOB
paboThI B
npodecCuoHaTbHON u

CMEXHBIX cepax; BBIOOp
orpe/esieHe
ONTHMAIBHOW CTPYKTYPBI
TUTaHa JUTS pEelIeHns 3a71ay;
HOHMMaHHE HopsIKa
OLICHKH PE3yNbTaToB
peneHus 3aga4
npodeccruonaabHOM
JeATENbHOCTH; BBIOOD
HauOosee  ONTHUMAaJIbHBIX
MCTOYHUKOB HWH(POpPMAIUU
U PECYpCOB Ul PEUICHUS
3aja4 W mpoOneM B

-0npoc 06yyaruuxcs
(YCmHbll, NUCLMEHHUBL,
@dpoumanvHuwiil,
UHOUBUOYATILHBIIL);
-akmueHas paboma Ha
YueOHOM 3aHAmUU;
-CamMOCmMosmenbHas.
n0020Mo8Ka
Mamepuana (00K1aowl,
coobwenus,
npesenmayuu);
-8bINOIHEHUE
KOHMPOJILHBIX U
NPaKmuyecKux pabom,

oughgepenyuposanmbiil
3a4ém.
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obOecrieueHne B MPodeCcCHOHATHHOU
JeATeNbHOCTU

npaBuja TOCTPOCHUS TPOCTBIX U
CITOYKHBIX MPEUTOKEHU I Ha
npodecCHOHANTbHBIE TEMbI; OCHOBHbBIE
o0mIeynoTpeouTenbHbIC TJIaroJIbl
(ObiToBass u mpodeccuoHanbHas
JICKCUKA); JIEKCUYECKUH MHUHUMYM,
OTHOCSIIIUICA K OIMCAHUIO
MPEIMETOB, CPEJICTB U IPOILECCOB
npodeCCHOHANBHOW  JEATEIbHOCTH;
0COOEHHOCTH MIPOU3HOLICHHUS;
paBHiIa YTEHUS TEKCTOB
npodecCHOHaNbHOW HaAMpPaBIEHHOCTU
obmue TpeOoBaHus K OyXIraaTepcKoMy
y4eTy B 4YacTH JIOKyMEHTHPOBAHUS
BCEX XO3SMCTBECHHELIX JEUCTBHHA WU

ollepaLui;

MOHATHE TIEPBUYHOM OyXraiaTepcKou
JOKYMEHTAIUU;

OIlpe/ieNIeHUE MEPBUYHBIX

OyXTaITePCKUX IOKYMEHTOB;

npodecCHoHaTFHOM W/HIN
COLIMAJIbHOM  KOHTEKCTE;
OPHEHTUPOBAHHE B
aKTyaJIbHOM HOPMAaTHBHO-
IIPaBOBOM JOKYMEHTAlUU;
COBPEMEHHOM HAy4YHOU H
npodeccuoHanbHON
TEPMHUHOJIOTUH;
MOHUMAaHHE
MICHXOJIOTHUECKIX
JeSITeNbHOCTH
KOJUIEKTHBA,
MICHXOJIOTHUECKIX
0COOEHHOCTEH JIMYHOCTH;
BJIaJICHHE 3HAHUSIMU OCHOB
paboTBl € JOKyMEHTaMH,
HOATOTOBKM  YCTHBIX U
MUCbMEHHBIX COOOIIECHUH;

OCHOB

3HaHUE OCHOB
KOMIBIOTEPHOMN

rPaMOTHOCTH; 3HaHUE
paBHJI HaIltuCaHUus u

(opMBI MEPBUYHBIX OYXTaNTEPCKUX | MPOU3HOLICHHUS CJIOB, B T.4.
JIOKYMEHTOB, collepKalux | U npodeccuoHanbHON
00s13aTeNbHBIC PEKBU3UTHI IEPBHUYHOTO | JEKCHUKH.

YUETHOT'O TOKYMEHTA; 3HaHue GopM NEPBUUHBIX
HOPSIIOK ~ TNPOBEJICHUS  MPOBEPKHU | OyXTaJTepCKUX
MEePBUYHBIX OyXraJaTepcKuX | TOKYMEHTOB, COJCpKaHUs
JOKYMEHTOB, (OpMaibHOM MPOBEPKU | TaKOM JIOKYMEHTAaLHH,
JIOKYMEHTOB, IIPOBEPKH 110 CYILECTBY, | IOHUMaHUe  creuuduku
apu(pMeTHIECKON TPOBEPKU; paboTBl € TEpBUYHBIMU
MPUHIUIBI ¥ TPU3HAKU TPYIIIAPOBKU | OyXTaiTepcKUMU
HEPBUYHBIX OyXrajaTepcKux | JOKyMEHTaMHu
JIOKYMEHTOB;

HOPSAOK IPOBEJIEHUS TaKCUPOBKH U

KOHTUPOBKHU HEPBUYHBIX

OyXrajaTepcKuX JOKYMEHTOB;

HOPSJAOK  COCTABJIEHUSI ~ PETUCTPOB

OyXTaJnTepCKOro y4era;

IpaBUjia U CPOKU XPaHEHUs

NEPBUYHON OyXranTepcKoi

JIOKYMEHTaINH

Ilepeuenv ymenuil, oceausaemvix 6 Xapaxmepucmuku

PaMKax OUCYunIuHbl 0eMOHCMPUPYeMblX
pacrno3HaBaTth 3aa49y H/WIH IPOOIEMY | ymeHutll

B npogecCuoHaTbHOM W/WIK | BIAJIEHUE  aKTYaJbHBIMU
COLMATIbHOM KOHTEKCTE; | MeTOAaMHl  paboThl B
aHAIM3UPOBATh 3aaqy u/unm | npoeccuoHaIbHOM "
npoOjaeMy M BBLAEIATH €€ COCTaBHBIE | CMEXKHBIX chepax;
YacTH; OINpENeNATh dTambl peuieHus | 3Q(eKTUBHOE BBISBICHHE
3a/laui; BBIBIATH M A(PQEKTUBHO | 1 TNOUCK HH(pOpMaLuH,
UCKaTh MH(OPMaLMI0, HEOOXOJUMYIO | COCTaBJIEHUE
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TUTS perieHus 1500583051
poOIeMbl;

COCTaBUTh Ma” JICUCTBUS,
OTIPENIeTUTh HEOOXOTMMBIE PECYPCHI;
BIAJETh  AKTYyaJbHBIMU  METOJAMHU
pabotel B mpodeccHOHANLHON |
CMEXHBIX  cdepax;  peaau3oBaTh
COCTABJIICHHBIA  IUIAH;  OLIEHUBATH
pe3yinbTaT W TOCJHEACTBUS  CBOUX
JNEUCTBUM (CaMOCTOSITEILHO WU C

IIOMOIIBIO HaCTaBHI/IKa)

3aa4un

ONpENeNATh 3aJaydl JAJs  TOMCKa
nHpopmaiuu; OIPEEISTh
HE0OX0IMMBbIe UCTOYHUKHU
uH(pOpMaLUK; IJIAHUPOBATh MpOIEecC
TIOMCKa; CTPYKTYpUPOBAThH
MOJy4aeMyro HH(OPMALIHIO; BBIIEIATh
Haubojee 3HaYMMOE B  IIepeyHe
UHpOpMaIny; OLIEHUBATh
MIPAKTUYECKYIO 3HaYMMOCTb
pe3ynbTaTOB  IOUCKA;  O(OPMIISATH
pe3yabTaThl TOUCKA

OIIPENEIIATh aKTyaJbHOCTb

HOpPMaTHBHO-TIPABOBOM
JOKYMEHTAIlMH B TPOo(hecCHOHATBHON

JCATCIBbHOCTHU, MPUMCHATH
COBPEMEHHYIO HAYYHYIO
NpoPEeCCHOHATBHYIO TEPMHHOJIOTHUIO;
OnpeaAciiaTh u BBICTpanBaTh
TPacKTOPUH PO eCCHOHATBEHOTO

pa3BUTHS U caMO0OOpa30BaHUs
OpraHU30BHIBATh Pa0OTy KOJUIEKTUBA U
KOMaH/bl;  B3aUMOJICHCTBOBATh  C
KOJUIeTaMH, PYKOBOJICTBOM,
KIMEHTaMH B X0J1€ TPOPECCHOHATHLHON
JeSITeTbHOCTU

TPaMOTHO H3J1araTh CBOUM MBICTH H
ohopMIIATH JOKYMEHTBI o
npoecCHOHAIbHOW ~ TeMaTHKe  Ha
rOCYJapCTBEHHOM SI3bIKE, MPOSBIATH
TOJIEPAHTHOCTH B pa00YeM KOJUIEKTHUBE
MIPUMEHSITh CpeacTBa
MH()OPMAIIMOHHBIX TEXHOJIOTUN IS
pemeHusi npoQecCHOHANBHBIX 3a/1ad;
WCIIOTh30BaTh COBPEMEHHOE
nporpaMMHoOe oOecrieyeHue

MOHUMATh  OOLIMI  CMBICI  YETKO
MPOM3HECEHHBIX BBICKA3bIBAHUN Ha
U3BECTHBIE TeMbI (TIpodeccruoHaIbHbIe
u OBITOBBIE), TIOHUMATh TEKCTHl Ha
0a3oBbie MpOodeCcCHOHATBHBIE TEMBI,
y4acTBOBATh B JHAJIOrax Ha 3HAKOMbIE

OIITUMAaIBLHOT'O IjiaHa
JIeHCTBUIA, aHaIu3
HEOOXOJUMBIX IS
BEITTOTHEHUS 3a/IaHus,
PECYpPCOB; OCYILECTBIICHUE
HCCJIECIOBATEIbCKOM
NeATEIILHOCTH,
MNPUBOJAIIECH K
ONTUMAIIBHOMY
pe3yabTary;

JEMOHCTpAINs THOKOCTH B
OOIIEHHU C KOJUIETaMHU,
PYKOBOJICTBOM,
MIO/TYNHEHHBIMH "
3aKa3uynKaMH;
pUMEHCHHE
nH(pOpMAITMOHHBIX
TEXHOJIOTHH JUIsS PEIICHUS
npoeccruoHaIbHbIX
3az1ay; s dexTrBHOE
UCIOJIb30BaHHE
COBPEMEHHOT'0
IPOTPaMMHOT O
o0ecrieyeHus; KpaTkKo M
YETKO (b opmynHrpoBaTh
CBOW MBICIIH, M3JIaTaTh HX
JOCTYITHBIM TUIst
MMOHUMAaHUS CII0COOOM;
addexTuBHAsT pabora ¢
NEPBUYHBIMH
OyXraJTepCcKUMHU
JOKYMEHTaMHU

CpEICTB
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o0mue u MpodecCHOHAIBHBIE TEMBI,
CTPOMTH IPOCThIC BBICKAa3bIBAHUS O
cebe m 0 cBoell mNpohecCHOHATHLHON
JIeATeIbHOCTH; KPATKO OOOCHOBBIBATH
Y OOBSICHUTD CBOM JICHCTBHS (TEKYIIIHE
U IUIaHUpYEMbIE); MHCATh IPOCTHIE
CBA3HBIC COO6I].[CHI/I$I Ha 3HAKOMBIC UJIN
UHTEpecyIue MnpohecCHOHAIbHBIC
TEMBbI

MIPUHUMATH MIPOU3BOJIbHBIC
MePBUYHBIC OyXxrajaTepckue
JIOKYMEHTBI, paccMaTpUBaeMble Kak
IMMCbMEHHOE JIOKa3aTeIbCTBO
COBEPIICHUS XO3STMCTBEHHOM
orepanuu WIIN MOJIy4EeHHE
paspelnieHus Ha ee IPOBE/ICHNUE;
MMPUHUMATH TePBUYHBIC
Oyxrajnrepckue JTIOKYMEHTBI Ha
OyMa)KHOM HoOcHTelle U (WIH) B BHUJEC
3JIEKTPOHHOTO JIOKYMEHTA,
MOIIMMCAHHOTO 3JIEKTPOHHOU
IIOJITHCEHIO;

MPOBEPSITh HAIMYKE B TPOU3BOJIBHBIX
MEPBUYHBIX OyXTraJTepCKuX
JTIOKyMEHTaxX 00s13aTeNIbHBIX
PEKBU3HTOB;

IPOBOIUTH (OPMANBHYIO TIPOBEPKY
JOKYMEHTOB, MPOBEPKY IO CYILIECTBY,
apu(pMeTHYECKYIO POBEPKY;

IPOBOJUTH TPYNIHUPOBKY IEPBHYHBIX
OyXraaTepcKuX TOKYMEHTOB MO Psay

MIPU3HAKOB;
IPOBOJUTH TAKCUPOBKY U KOHTHPOBKY
MIePBUYHBIX OyXTanTepcKux
JIOKYMEHTOB;

OpraHU30BBIBATh JIOKYMEHTOOOOPOT;
pa3bupaThCcs B HOMEHKIIATYpe AeT;
3aHOCUTH JaHHBIC oo
CTPYNIMPOBAHHBIM  JIOKyMEHTaM B
PETUCTpPHI OYXTaITePCKOro y4eTa;
nepeaaBaTrb ICPBHUYHBIC
OyXranTepcKue JOKYMEHTHI B TEKYIIHN
OyXTalTepCKuil apXuB;

nepeaaBaTrb ICPBHUYHBIC
OyxranTepckue JTIOKYMEHTBI B
TIOCTOSIHHBIA apXUB 10 WCTCYCHHUU
YCTaHOBJICHHOTO CPOKa XpaHCHHS;
HCIIPABJIATH OIIMOKN B MEPBHUYHBIX
OyXTalNTepCKUX JOKYMEHTaX;

[IOKYMEHT MOZMWUCAH 3MEKTPOHHOW MNOANUCHIO

Onepatop 540 000 "KomnaHus "TeHzop" ———

noanncAHO ®reoy BO "PrPTY", PIPTY, KaukoBckuii tOpuit BaneHTMHOBWY, 18.10.24 10:08

3aBeayloLwuii MeToanYecku 61HeToM (MSK)

®rboy BO "PrPTY", PIPTY, CasenbeBa Onbra BUKTOpOBHa, 18.10.24 11:14

3aM. ampektopa PCCK «PIPTY» no YP (MSK)
YTBEPXAEHO ®rboy BO "PrPTY", PIPTY, LUuHapeBa Tamapa AntbibaeBHa, 18.10.24 11:14

[vnpekTtop PCCK «PIPTY» (MSK)

MpocTtas noanucb

MpocTas nognucb

Mpocras nognucb




