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1. TACIIOPT PABOUYEM ITPOI'PAMMbBI YYEFHOU JUCIAILINHBI

OI1.04 TOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHUA
1.1. Oo0aacTb npuMeHeHus padoyeil NporpaMmbl

Pabouas mporpamma yueOHo#t mucummumEbl  OIL04  «/lOKyMeHTAIIHOHHOE
o0ecnieueHne ymnpapjeHus» paspadoraHa Ha OcHOBe DenepajbHBIX TI'OCYAAPCTBEHHBIX
obOpasoBatenbHbIXx  craHmapToB (mamee — @®I'OC) 1O  CcHenNMambHOCTH — CPEIHEro
npodeccuoHampHoro oodpaszosanust 38.02.01 «JxoHommka wu Oyxranrepckuii yder (1o
otpacisim)». Pabodas mporpamma yueOHOH muCHMITINHBI «JloKymMeHTaunoHHOE obecrieueHune
yIPaBJIEHUS» ABJAETCSA YaCTbIO MPOrpaMMbl OATOTOBKH CHEL[HAINCTOB CPEAHErO 3BEHA.

Pabouass mporpamMma y4eOHON JUCHUIUIMHBI MOXKET OBITh HCIOJIb30BaHA B
IOTIOJIHUTENIPHOM  MpOoeCCHOHANBHOM ~ 00pa3OBaHWM,  TOBBIIEHHH  KBAIU(UKALUH,
npodeCCHOHATBHON TOATOTOBKE U MEPETIOATOTOBKE PadoUnX.

1.2. MecTo y4eOHOIl JMCHUIIMHBI B CTPYKTYpe NPOrpaMMbl MOATOTOBKH CNEUHAJINCTOB
cpelHero 3BeHa:

Pabouass mporpamma yueOHOU muUCHUILINHBI «J[OKyMeHTAalMOHHOE oO0ecreueHue
yIPaBJICHUSDY SBISIETCS 001IenpodecCHOHANBHON AUCHUTUIMHON PO EeCCHOHATBHOTO [UKJIA.
1.3. Heau u 3aaa4n y4eOHOMH AUCUHMIIINHBI — TPeOOBAHMS K Pe3yJIbTATAM OCBOCHHS
y4eOHO#l JHMCUHMIJIMHbI:

B pesynbrare ocBoeHust yaeOHOM TUCHHUITIIMHBI O0YYarOIUNACS TOJDKEH 3HATH!

- TIOHATHE, LIeNH, 3a1a41 U IPUHLIUIIBI AEJONPOU3BOJICTBA,;

- OCHOBHBI€ TIOHSTHUS JOKYMEHTALMOHHOTO 00eCTIeUeHHsI YIIPaBJICHUS,

- CUCTEMBI IOKYMEHTALIMOHHOTO 00eCTieueH sl yIPaBJICHNUS,

- KJIacCH(PHUKALNIO TOKYMEHTOB TpeOOBAHMS K COCTABJICHUIO U O(OPMIICHUIO TIOKYMEHTOB;

- OpPTaHU3aLHI0 TOKYMEHTOOOOpOTa: MpueM, 00paboTKy, peruCTpaIliio, KOHTPOJIb, XPaHEHHE
JOKYMEHTOB, HOMEHKJIATypy A€l

B pesynbrare ocBoeHust yaeOHOM TUCHUIUTMHBI 00YYarOIUHACS TOJDKEH YMETh:

- ohopMIATh AOKYMEHTALMIO B COOTBETCTBHM C HOPMATHBHOH 0a30if, B TOM dmHCIE C
UCTIOJIb30BAHNEM HH(POPMAIIMOHHBIX TEXHOJOTHIA;

- OCBaMBAaTh TEXHOJIOTHH aBTOMATHU3NPOBAHHOH 00pabOTKH TOKYMEHTALINY,

- HCTIOJIB30BaTh YHU(UIIPOBAHHbIE (POPMBI TOKYMEHTOB,

- OCYLIECTBJIAATh XpaHEHUE U TIOUCK JOKYMEHTOB;

- HCTIOJIB30BATh TEIEKOMMYHHKALIMOHHBIE TEXHOJIOTHH B 3JIEKTPOHHOM JOKYMEHTOOOOPOTE.
OOyuarommiicss OJDKEH HCIOJIb30BaTh MPHOOPETEHHbIE 3HAHUS M YMEHHUS B NPAKTUYECKOH H
npoeCCHOHATBHON 1 TENIbHOCTH, TOBCETHEBHOMN JKU3HH.

PesynbraToM ocBOEHUS yueOHON OUCLUILIMHEI sIBIIsieTCs oBNaneHue npodeccrnonanbubiMu (11K)
u obmumu (OK) KoMIieTeHIusAMU:

OK 1. IlonnMaTh CYIIHOCTE M COLMANBHYIO 3HAYNMOCTh CBOCH Oyaymiel npodeccun, nposBiaTh K HEH
YCTOUTIUBBIN UHTCPCC.

OK 2. OpraHuzoBbiBaTh COOCTBCHHYIO ACATEIBHOCTb, BBIOHpPATh THIIOBBIC METOIBI H  CIIOCOOBI
BBIITOJTHCHUA HpO(bCCCI/IOHaJ'IbeIX 3agad, ONCHUBATh UX 3(1)(1)CKTI/IBHOCTL " KQ4YCCTBO.

OK 3. TlpunmMaTte pemicHHs B CTAHOAPTHBIX M HECTAHAAPTHBIX CHTYALMAX W HECTH 33 HUX
OTBCTCTBCHHOCTD.

OK 4. OcymecTBaiaTh MOWCK M HCHONb30BaHWE HHGpOpPMALWH, HEOOXOmAUMOH At 3(h(EKTHBHOrO
BBIITOJTHCHUA HpO(bCCCI/IOHaJ'IbeIX 3agaq, HpO(beCCI/IOHaJ'IbHOI‘O U TUIHOCTHOT'O PA3BUTHA.

OK 5. Bnazerp wuH(pOpMAlMOHHOW KYNbTYpPOH, aHAIH3UPOBATE H OLCHHUBATE HHPOPMALMIO C
HUCIIOJIB30BAHHUEM I/IH(bOpMaLII/IOHHO-KOMMyHI/IKaLII/IOHHbIX TECXHOJIOTHH.

OK 6. PabGorats B komicktueBe W KoMmaHzae, 3¢G¢eKTHBHO OOWIATBCA € KOJJICTaMH, PYKOBOICTBOM,
MOTPECOUTEISAMHU.

OK 7. Bpates Ha cebs OTBETCTBEHHOCTh 3a Pa0OTy YICHOB KOMaHABl (HOAIMHEHHBIX), PE3YJIbTAT
BBIITOJTHCHUA 3aJaHUN.

OK 8. CaMOCTOSTEIBHO OMPEACTATE 3242490 MPOGECCUOHATBHOTO W IMYHOCTHOTO PA3BUTHS, 3AHUMATHCS
€aMo00pa30BaHKEM, OCO3HAHHO MTAHUPOBATEL MOBBIIICHUE KBATH(PHKALTHHL.

OK 9. OpueHTHPOBATHCA B YCIOBHAX YACTOH CMEHBI TCXHOIOTHH B IPO(eCCHOHATBHOH JeITEIBHOCTH.
IIK 1.1. O6pabaTpiBaTh HEPBHYHEIC OYXTANTEPCKUE JOKYMCHTHI.



IIK 1.2. PazpaGateiBaTe W COIJacOBBIBATH C PYKOBOJACTBOM OpraHH3aldd paboduuii IUIaH CUETOB
OYXTaJATCPCKOTO YUETa OPraHUu3allHH.

I1K 1.3. IlpoBoanTh yUET ACHEKHBIX CPEACTB, OPOPMIATH JCHEKHBIC H KACCOBBIC JOKYMCHTHI.

[IK 1.4. ®opmupoBath OYXraatepckue MPOBOAKH IO VYETY HMYINCCTBA OPTaHHM3alUH HA OCHOBE
pabouero MmiaHa cYeToB OVXTalITEePCKOro yUeTa.

[IK 2.1. ®opmuposate OyXraarepckue MPOBOAKU MO VUETY MCTOYHHKOB HMYVINECTBA OPraHHU3aLdH Ha
OCHOBE Pa00vero IiaHa CYeTOB OYXTaITePCKOro yueTa.

IIK 2.2. BomomHATh MOPYUEHUS PYKOBOJACTBA B COCTaBE KOMHCCHU 10 WHBEHTapH3alMA MUMVINECTBA B
MECTax €ro XPaHEHU.

IIK 2.3. IlpoBoauTh MOATOTOBKY K HMHBEHTAPH3ALMH H IPOBEPKY ACHCTBHUTEIBHOTO COOTBETCTBHA
(haKTHUCCKUX JAHHBIX HHBCHTAPU3ALMY JAHHBIM VICTA.

[IK 2.4. Otpaxate B OyXraaTepckux MPOBOAKAX 3a4ET U CIIUCAHNEC HEAOCTAYH LICHHOCTEH (PEryIHpPOBaTh
HWHBCHTAPU3ALUOHHBIC PA3HULBI) 10 PE3VIbTATAM WHBCHTAPU3ALHH.

1K 3.1. ®opmupoBate GyxranTepckue MPOBOIAKH 0 HAYHCICHHUIO U MEPCUHCICHUIO HAIOTOB U cOOPOB B
OFOKETHI PA3TUUHEIX VPOBHEH.

[IK 3.2. OdopmMaare miaTe:KHBIE MOKYMEHTBI IS TICPEUHCICHHS HAIOroB W COOpPOB B OHOMKET,
KOHTPOIHPOBATh HX MPOXOXKACHHUE MO PACUCTHO-KACCOBBIM OAHKOBCKUM OICPALIHSIM.

1K 3.3. ®opmuposate GyXraaTepckue NPOBOAKU MO HAYUCICHUIO U NICPEUNCICHHIO CTPAXOBBIX B3HOCOB
BO BHCOOKCTHBIC (DOHIBI.

[IK 3.4. OdopMiiaTh MIATEKHBIC JOKYMEHTHl HA MEPCUUCICHUC CTPAXOBBIX B3HOCOB BO BHEOIOKCTHBIC
(hOHABI, KOHTPOIHPOBATh HX MPOXOKACHHUE IO PACUCTHO-KACCOBBIM OaHKOBCKUM OICPALIHSIM.

IIK 4.1. OrpaxaTp HapacTarOIIUM HMTOTOM HA CUYCTaX OYXTaITEPCKOrQ ydueTa HMMYINSCTBCHHOE H
(h)MHAHCOBOC MOIOKCHUE OpPraHW3alWH, ONPCACTATh PE3YIAbTATH XO3MWCTBCHHOU JCATCIBHOCTH 34
OTUETHBIM NIEPUOL.

[IK 4.2. CocraBaare GopMel OYXraaTepckoll OTUCTHOCTH B YCTAHOBICHHBIC 3aKOHOAATCIBCTBOM CPOKH.
IIK 4.3. CoctaBasTh HAJOTOBBIC ACKIAPALIMN 10 HAJIOraM U cOOpaM B OHOIKET, HAIOTOBBIC ACKIAPALINN
no Exmnomy coumansrHomy Hamory (ECH) u Gopmbl cTaTHCTHYECKOH OTYETHOCTH B YCTAHOBIICHHBIC
3aKOHOJATETBCTBOM CPOKH.

[IK 4.4. TlpoBoouth KOHTpPONbp W aHAMUW3 HHPoOpMamHU 00 HUMYINECTBE W (HHAHCOBOM MOIOXKCHHUU
OPTaHU3aLHH, €€ IIATEKECIIOCOOHOCTH U JOXOJHOCTH.

1.4. PexomMeHayeMoe KOJHMYeCTBO YAaCOB Ha OCBOeHHe paboueil mporpamMmbl y4eOHOH
AMCUUTIHHBI
. MaKCHUMaJIbHOM yueOHON Harpy3ku odydaromierocs 54 yaca, B TOM YHCIIE:
- o0s13aTeNbHON ayAUTOPHOM yueOHON Harpy3ku oOydaromierocs 32 yaca;
- caMOCTOSTENbHOU padoTh! oOyyaromierocs 22 yaca.
2. CTPYKTYPA U COJAEP)KAHUE YYEBHOM U CIUILTAHBI
2.1. O0bem yueOHOMH AMCUHMIVIMHBI H BUABI YUe0H0il padoThl

Bupa yue6Hoii padoTbi Obvem uacos
MaxcumasbHasi yueOHasi HArpy3ka (Bcero) 54
Oosi3aTennbHAsI ayaMTOpPHAs YueOHAs1 HATPY3Ka (Bcero) 32
B TOM YHCJIE:

MPAKTHYECKUE 3aHATUSA 16
CamocrosiTesibHasi paboTa obyuaromerocs (Bcero) 22
B TOM YHCJIE:
camocTosiTebHas paboTa HaJ KypcoBoul paboToi (TIPOEKTOM)

Hmoeoseas anmmecmayusl 6 qbopfwe mecmupoeanun




TemaTuueckuii njat u cogepxanue yueonoi aucuuniugsl OI1.04 JIOKYMEHTAIIMOHHOE OBECHHEYEHUE YIIPABJIEHUSA»

HanmenoBanne Coaep:ranne yqeGHOT0 MaTepnasia, 1adopaTopubie padoThl H MPAKTHYECKHE 3aAHSTHSI, CAMOCTOSITE/ILHASI paoTa Oonem Yporenn
pPAa3esioB H TeM 00yJaomuXxcst qac0B OCBOCHHSA
1 2 3 4
Pasnen 1. Beenenne 3
Tema 1.1. Haznauenue | Coaep:ranmne yqeGHOT0 MaTepnaia 3
JOV. 1. IIpenmer kypca AOY. 3naucuue opranmzammu JJOY B COBpeMEHHOM SKOHOMIYECKOH xw3HU Poccum. [Tonarue TepMuHa 1 2
«OOKYMCHTAIIHOHHOTO OOCCIICHCHHS YIPABICHUDy. JTAIBI PA3BHTHSA JCTIONPOU3BOACTBA. MPHKA3HOE, KOJLICKCKOS H
HCTIOITHUTEIIBCKOE.
CamocTosiTeThbHASI PA0OTA 00y IAIOMINXCS: 2 3
- [Ipeamer kypca I0Y. 3naucnue opranmzanuu 10V B COBpeMEHHOH SKOHOMHAYECKOH sku3HH Poccuu. [ToHsaTHE TepMITHA
«OOKYMCHTAIIHOHHOTO OOCCIICHCHHS YIPABICHUDy. JTAIBI PA3BHTHSA JCTIONPOU3BOACTBA. MPHKA3HOE, KOJLICKCKOS H
HCTIOITHUTEIIBCKOE.
Paszaen 2. JlokyMeHTHPOBAHNE 19
Tema 2.1, Conaep:xaane y4e0HOT0 MaTEpPHAIA 5
HopmaTtusHO-1IpaBoBOE 1. CtpykTypa 3aroHOJaTENbHOH 1 HopMaTtuBHOH 0a3bl JIOY. 3akons! PO, ®eaepanbubic 3akoHbl PO. ['ocy napcTBeHHbBIC 1 2
obecnicucaue J10VY. craugaptel ([CHOY, ET'CA, T'OCTs1). O0mepoccuiickne KI1accu(hpUKaTopsl yupaBiacHICCKon noxymeHTannd (OKY /1)
I"ocyaapcTBEHHBIC HHCTPYKIHMH IO JCTONPOH3BOICTBY.
2. IIpakTHdecKue 3aHATHS: PEACTABUTh cpaBHATENbHYI0 XapakrepucTuky EI'CJl, T'CJOY THIOBOI HHCTPYKIMH B BHIC 2 3
TaOMHLBL, BRIACTHTH CICAYIOMHE rpa()bl: MPSANOCHUTKH CO3AAHUA JOKYMEHTOB, BPeMs HX pa3pabOTKH, TOI H3JAHWA,
CTPYKTYpa (OCHOBHBIC PA3JEbl).
CamocTosiTeThbHASI PA0OTA 00y IAIOMINXCS: 2 3
- CTPYKTypa 3aKOHOJATCIbHOH W HOpMaTHBHOI 0a3bl JJOY. 3akonsr PO, @eaepamsabie 3akoHsl PO. ['0CymapcTBCHHBIC
craugaptel ([CHOY, ET'CA, T'OCTs1). O0mepoccuiickne KI1accu(hpUKaTopsl yupaBiacHICCKon noxymeHTannd (OKY /1)
I"ocyaapcTBEHHBIC HHCTPYKIHMH IO JCTONPOH3BOICTBY.
Tema 2.2, Conaep:xanue y4e0HOT0 MATEPHAJIA 3
Kmaccn@uxampms, 1. TToHsTHE TEPMUHOB «YHH(HKANWS», «CTAHIAPTH3AUNSD, KKIACCH(PHUKAIID TOKYMEHTOB. Y HU()HIMPOBAHHAS CHCTEMA 1 2
YHHHKAIHS 1 ngokymenrarun (YCJI). Yauduuuposarassie Gopmbl tokymeHToB (Y®). KpaTkas XapakTepHCTHKA OCHOBHBIX
CTaHAAPTH3AIHA VHE(DHUIMPOBAHHBIX CHCTEM JOKyMEHTaImu. Hanpasienns yHu(MKanuy 1 CTAHAAPTH3ALMA B COBEPIICHCTBOBAHNUH
YIPABICHUYECCKOM JIOKYMCHTOB.
AOKYMCHTAIHH. CamocTroaTebHAsE pa60Ta 00YIAIOIMIHXCST: 2 3
- TloHATHE TEPMHHOB «YHH()HKALHS», «CTAHAAPTH3ALID), «KIACCH(UKAIND JOKYMEHTOB. Y HU()HIHPOBAHHAS CHCTEMA
ngokymenrarun (YCJI). Yauduuuposarassie Gopmbl tokymeHToB (Y®). KpaTkas XapakTepHCTHKA OCHOBHBIX
VHA(PHIHPOBAHHBIX CHCTEM JOKYMeHTAanuu. HampasieHAs YHH()UKADMA H CTAHAAPTH3A0HA B COBEPLICHCTBOBAHUH
JOKYMECHTOB.
Tema 2.3. Conaep:xaane y4e0HOT0 MaTEpPHAIA 3
OCHOBHBIC TIOHATHS U 1. TToHATHE TEPMUHOB «IOKYMEHTY, « IOKYMECHTHPOBAHUCY, «PEKBU3UTHI TOKYMECHTAY. 1 2
Tepmunonorug JOV. CamocrosiTe/ibHast paGoTa 00yYArMHXCS: 2 3

- TloHATHE TEPMHUHOB «JOKYMEHTY, « IOKYMECHTHPOBAHUEY, « PEKBH3HTHI JOKYMEHTAY.




Tema 2.4, Conaep:xaane y4e0HOT0 MaTEpPHAIA 5
Ocobennocrn 1. OCHOBHBIE IPYIIIBI OPTAHU3ALMOHHO-PACTIOPI TUTENBbHBIX JoKyMeHTOB (OP/1). ®opmymap-oopaszen OP /. Ipasuma 1 2
oopmeHus oopmreHns pekBu3NTOB. branku JokymeHToB. FOpuamdeckoe 3HAUCHAE JOKYMEHTOB.
YIPABICHYCCKUX 2. ITpakTHdecKue 3aHATHS: HCIPABUTH OIIHOKH B O()OPMIICHHH PEKBH3UTOB. 2 3
MOKYMCHTOB. CamocTosiTeThbHASI PA0OTA 00y IAIOMINXCS: 2 3
- OCHOBHBIC TPYIIIBI OPTAaHAU3AHOHHO-PACTIOPATUTCIHHBIX A0KyMEHTOB (OP ). ®opmymap-oopazen OP/, [Tpasuna
oopmreHns pekBu3NTOB. branku JokymeHToB. FOpuamdeckoe 3HAUCHAE JOKYMEHTOB.
Tema 2.5, Conaep:xaane y4e0HOT0 MaTEpPHAIA 3
Ipasuna oopmaenua 1 | 1. TIOHSITHE TEPMHHOB «KOMHS JOKYMEHTAY, «OPHTHHAI JOKYMEHTAY. [IpaBuia 0()OPMIICHHS OCHOBHBIX BHIOB KOTIHIt 1 2
BBIJAYH KOTHH JOKyMEHTOB. HOpMaTHBHBIC TOKYMEHTHI, PETJIAMEHTHPYIONIHE TIOPSITOK OOPMIICHIS M BBIIAYH KOMHI JOKYMEHTOB B
JIOKYMCHTOB. opranm3anum. [Ipasuna BeIIayuH KO JOKYMEHTOB B OPTaHH3AIHAX.
CamocTosiTeThbHASI PA0OTA 00y IAIOMINXCS: 2 3
- OCHOBHBIC TPYIIIBI OPTAaHAU3AHOHHO-PACTIOPATUTCIHHBIX A0KyMEHTOB (OP ). ®opmymap-oopazen OP/, [Tpasuna
oopmreHns pekBu3NTOB. branku JokymeHToB. FOpuamdeckoe 3HAUCHAE JOKYMEHTOB.
Pazaen 3. Cocras n cogep:xanune OPJ 18
Tema 3.1. Conaep:xaane y4e0HOT0 MaTEpPHAIA 4
Cucrema 1. Haznauenne u uenas OI1/1, OcHoBHBIC BHabl OI1/] # HX CTPYKTYPBL 1 2
OpPraHN3aluOHHO- 2. ITpakTudeckue 3aHATHA: pa3paboTaTh MPOEKT JOLKHOCTHONH HHCTPYKIMH, Kacaromiehcs Oy aynieH CrieuanbHOCTH. 2 1
NPABOBOK CamocTosiTeThbHASI PA0OTA 00y IAIOMINXCS: 1 3
moxymentanu (OI1JD). - Hasznauenue u nems OITJl. OcHoBHble Buabl OI1J] 1 MX CTPYKTYPBIL.
Tema 3.2, Conaep:xanue y4e0HOT0 MATEPHAJIA 4
Cucrema 1. HasHaucHHUE U 1eTh pacOPSANTCIBHON JOKyMeHTAIH. OCHOBHBIC BB PACTIOPSAAUTCIBHBIX TOKYMCHTOB H HX 1 2
PacnopAauTCIbHON CTPYKTYPBI.
AOKyMCHTAIHH. 2. ITpakTHdecKue 3aHATHS: IPOAHATM3UPOBATH TEKCTHI, 0OPATHTh BHUMAHHUE HA JOIYIICHHBIC OIMHOKH, CBS3aHHbIC KaK C 2 1
HETPABIJIbHBIM PACIIONIOKCHUEM MaTepHala, TaK ¥ CO CIOCO0aMM H3JIOKCEHILL. VICIIpaBUTh TEKCTHI M COCTABUTD IPABUIBHBIN
BAPHAHT.
CamocTosiTeThbHASI PA0OTA 00y IAIOMINXCS: 1 3
- Haznauenwe u nienp pacnopsaauTeabHOR foKyMeHTaunH. OCHOBHBIC BHBI PACTIOPSIUTCIBHBIX JOKYMEHTOB H HX
CTPYKTYPBL
Tema 3.3. Conaep:xaane y4e0HOT0 MaTEpPHAIA 4
Cucrema 1. Haznauenwe u 1ienp HHPOPMATHOHHO-CIIPABOYHON TOKyMeHTAUNH. OCHOBHBIC BHBI HH(OPMAIIMOHHO-CITPABOYHBIX 1 2
nH(pOpMAHOHHO- JOKYMCHTOB H HX CTPYKTYPBL
CMPaBOYHOH 2. TIpAKTHYECKHE 3AHATHS. OTPEJAKTHPOBATH TEKCTHI MPEIATAEMBIX JOKYMEHTOB. COCTABHTD MPABHIILHBIN BAPHAHT 2 3
JIOKYMCHTAITHH. JOKYMEHTOB.
CamocTosiTeThbHASI PA0OTA 00y IAIOMINXCS: 1 3
- Hasnauenwe u 1iens HHPOPMAIMOHHO-CIIPABOYHONH JOKyMEeHTAImH. OCHOBHBIC BHIbI HH()OPMAIIHOHHO-CIIPABOTHBIX
JOKYMEHTOB M UX CTPYKTYPBL
Tema 3.4, Conaep:xaane y4e0HOT0 MaTEpPHAIA 3




JIOKyMEHTBI IO 1. Ha3HaveHwe 1 Heabh JOKYMEHTOB IO TMYHOMY COCTaBy. OCHOBHBIC BH/BI TOKYMEHTOB I10 JITYHOMY COCTAaBY. 1
JITIHOMY COCTaBY.
2. IpakTHYeCKHE 3aHATHA: COCTABJICHHUE 3A5ABICHHN, JOBEPEHHOCTEH MO MPEATI0KEHHBIM CHTYALIHAM. 1
CamocTosiTeThbHASI PA0OTA 00y IAIOMINXCS: 1
- HasznaueHwe u 1eh JOKYMEHTOB IO JJMYHOMY COCTaBy. OCHOBHBIC BHIBI JOKYMEHTOB IT0 JIMYHOMY COCTaBYy.
Tema 3.5. Conaep:xanue y4e0HOT0 MATEPHAJIA 3
Ocobennoctu 1 GopMbl | ], HasHaucHue KoMMepUecKoil nepenucki. CTPYKTYpa JOKYMEHTA, 0OIHe TPEOOBAHMS H OCOOCHHOCTH JCTOBBIX IHCEM. 1
KOMMEPUCCKOH SI3p1KOBEIC (DOPMYIIBI, YIOTPEOIACMBIC B TSKCTAX ACTHOBBIX muceM. Odepra, akienT, periIaMaris.
NMCPCITHCKH. 2. IIpakTHdecKue 3aHATHA: 03HAKOMHTECS C MA0IOHAMHE IIHCEM, 3aJOKCHHBIME B KOMIIBIOTEPHOH 0aze. OdopMurs 1o 1
OJHOMY W3 IMA0JIOHOB KAKIOTO MAChMA.
CamocTosiTeThbHASI PA0OTA 00y IAIOMINXCS: 1
- HasznaucHme koMMepUCeCcKoi nepenucku. CTPYKTypa JOKyMCHTA, 00IHe TPeOOBAHMA H OCOOCHHOCTH ACTIOBBIX ITHCEM.
S13p1KOBBIC (POPMYIIBI, YIIOTPEOIIEMBIC B TEKCTAX AT0BBIX IuceM. Odepra, aKIenT, perIaManysL.
Paznen 4. Opranmzamust padoTsl ¢ JOKYMEHTAMH 14
Tema 4.1, Conaep:xanue y4e0HOT0 MATEPHAJIA 4
TlonsaTue u
XAPAKTEPHCTHEA 1. TlonsTHE TEPMHUHA «TOKYMEHTO000POT». OCHOBHBIC MPHHIHITEI JOKYMEHT0000pOoTa. OpraHm3anus JOKYMEHTO000pOTa. 1
JTOKYMEHTO000POTA.
2. [TpakTHYCCKHE 3aHATHS. MOACYHTATH 00BEM JOKYMESHTO000POTA 34 IO/, MPSABAPHTCIBHO H3YUHB COCTAB U KOJIHYECTBO 2
TOJIYUCHHBIX, OTIIPABJICHHBIX U BHYTPCHHUX JOKYMCHTOB yCJ'IOBHOfI OPraHu3aIun.
CamocTosiTeThbHASI PA0OTA 00y IAIOMINXCS: 1
- ToHATHE TEPMHHA «TOKYMEHTO000POT». OCHOBHBIC PHHIMIIBI JOKYMESHT0000poTa. OpraHu3anus J0KyMEHT0000poTa.
Tema 4.2, Conaep:xaane y4e0HOT0 MaTEpPHAIA 2
Dramsl paboTHI C 1. [Torarue BXOMAMICH, HCXOTAMICH H BHYTPCHHCH TOKYMCHTAIIMH. JTAanbl PAOOTHI C JOKYMCHTAMH. 1
BXOJAIIUMH, CamocTosiTeThbHASI PA0OTA 00y IAIOMINXCS: 1
HCXOJAIIMMH H - Tlonsrne BXOmAMICH, HCXOSICH M BHYTPEHHEH JOKYMEHTALMH. JTaIbl pabOThI C JOKYMCHTAMH.
BHYTPECHHHUMH
JOKYMCHTAMH.
Tema 4.3. Conaep:xanue y4e0HOT0 MATEPHAJIA 3
Perucrpanus u 111
. [loHsITHE TEPMIHA «PETHCTPALISD B «KOHTPOIbB» TOKyMEHTa. OCHOBHBIC (DOPMBI pETUCTPAIH TOKYMEHTOB. OCHOBHBIC 1
KOHTPO/Ib HCTIOTHCHIA CHCTCMBI PETUCTPALAU TOKYMCHTOB. L[enn W BUABI KOHTPOJII HCIIOJTHCHUA JOKYMCHTOB. CpOKI/I HUCTIOJTHCHUA JOKYMCHTOB H
JIOKYMCHTOB. uX BHABL [1OPAIOK CHATHA JOKYMEHTOB C KOHTPOJI.
2. ITpakTHdeCKUe 3aHATHS: 3aPETUCTPHUPOBATh CO3JAHHBIN JOKYMEHT B XKYPHAIBHOH M KapTouHO# (hopMax. ITocraButs 1
I[aHHI)II\/II JOKYMCHT Ha KOHTPOJIb, Oq)OpMI/IB TIpH 3TOM BCC H606X0£[I/IMI>IG JAOKYMCHTEIL
CamocTosiTeThbHASI PA0OTA 00y IAIOMINXCS: 1

- TloHsATHE TEpMHHA «PETHCTPALID W «KOHTPOIB» JOKYMEHTAa. OCHOBHBIC (DOPMBI pETHUCTpPAIMH TOKYMECHTOB. OCHOBHBIC
CHCTEMBI PETHCTPALMHI JOKYMEHTOB. L{e 1 BUIBI KOHTPOJIST HCTIONHEHHS JOKYMEHTOB. CPOKH HCHOJTHEHHS TOKYMECHTOB B
uX BHABL [1OPAIOK CHATHA JOKYMEHTOB C KOHTPOJI.




Tema 4.4,

Opranms3anusa
ONCPATHBHOTO XPAHCHIA
JOKYMCHTOB.
Homenkaarypa men.

Conaep:xaane y4e0HOT0 MaTEpPHAIA

1. llenw u 3a1a4M OMEPATUBHOTO XPAHCHHA JOKYMEHTOB. [IepeueHb HOPMATHBHBIX JOKYMEHTOB, PErIAMEHTHPYIOLIHIX
TOPSAOK ONEPATHBHOTO XPAHCHHS HCTIOMHECHHBIX JOKYMEHTOB. OcHOBHBIC npaBiiia Gopmuposanus nein. [IpaBuna padoTsI ¢
HOMEHKJIATYPOU Ae H MOPAIOK €€ COCTABICHUSL.

2. IpakTudeckue 3aHATHA: CPOPMYIHUPOBATH 3aTOJOBKH ACT, KOTOPBIC COACPKAT MPEIIOKECHHBIC TOKYMEHTBL. O()OpMHUTE
OOJIOKKH JIeTI, B KOTOPHIC TOMECTHIIN JOKYMCHTEL

CamocrosTensHast padoTa 00yAIONINXCH:

- Llenn u 3a7a4u ONEPATHBHOTO XPAHCHHA JOKYMEHTOB. [lepeucHb HOPMATHBHBIX JOKYMEHTOB, PEITTAMEHTHPYFOIIIUX
TMOPSIOK OMCPATHBHOTO XPAHCHHUA HCIIOTHCHHBIX TOKYMEHTOB. OCHOBHBIC mpasmia popmuposanusa Aca. [Ipasmna padoTsI ¢
HOMCHKJIATYPOH JCT M MOPAAOK ¢C COCTABICHMSL

Tema 4.5,
DKCIepTH3a UCHHOCTH
JOKYMCHTOB.

Conaep:xaane y4e0HOT0 MaTEpPHAIA

1. TToHsATHE TEPMHUHA «IKCHEPTH3A». DKCIECPTHHIC KOMHUCCHH OPTaHW3AIMH, HX ()YHKIWH, ITPaBa, OPTaHU3ALI PAOOTEL
CucreMa SKCIIEPTHBIX OpraHoB. [IpaBuia mpoBeICHHS IKCIIEPTH3BI ICHHOCTH JOKYMEHTOB H O()OPMIICHHUE €€ PE3yIbTATOB.
TNoraTusa «apXuBHEIH HOHT?, «TOKYMECHTAIBHBIH (DOHD), «TOCYIAPCTBEHHBIN apXUBHBIA (HOHI». MeponpusaTHs Ipu
MOJATOTOBKE JIEN K Nepeaaye B apxus. [1paBuna oopMiIeHUs A1 NOCTOSHHOTO U BPEMEHHOIO XPAHECHHA, COCTABJICHUE ONTUCH
JelL.

CamocrosTensHast padoTa 00yAIONINXCH:
- [Tonarne TepMuHA «IKCICPTH3A». IKCICPTHHIC KOMUCCHH OPTAaHU3AIMNMH, UX ()YHKIHH, PAaBa, OPTaHH3ALKI PaOOTHL
CucreMa SKCEepPTHBIX OpraHoB. [IpaBriia MpoOBEICHHUS SKCIECPTH3BI ICHHOCTH JOKYMEHTOB H 0()OPMIICHHE €€ PE3yIbTATOB.

Bcero:
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s xapaxmepucmuxu ypoGHsa 0c8OeHUs YueOHO20 MAMEPUAIA UCHONb3YIOMCS Ce0YIouie 0003HAYEHUSL:

1 — o3naxomumenvHulil (Y3HABAHUE PAHEe U3YUEHHBIX 0OOBEKMOS8, CBOIICME);

2 —penpooyKkmuenslii (6bINOIHEHUE OesIMeIbHOCIU NO 00Pa3YY, UHCMPYKYUU UU HOO PYKOBOOCMEOM)

3 — npoOyKkmuGHwlil (NIAHUPOBAHUE U CAMOCMOSMENbHOE GLINOIHEHUE OesIMEIbHOCIU, PeuleHiie NPOOIEMHBIX 3a0ay)




3. YCJIOBUA PEAJIU3AIIMA YUYEBHOM U CIATLIAHBI

3.1. TpeGoBanust K MHTHIMAJIHHOMY MATEPHATHHO-TEXHHYECKOMY 00€CTIeIeHHTO

Peamm3armma yacOHOH THCIUIUTHHEI TPCOYCT HANHYHA YICOHOTO KAOWHETA.

O06opynoBanne yIcOHOTO KaOHHCTA!

- OCAJOYHBIC MECTA MO KOIHYCSCTBY O0YHAOIINXCS,

- pabodee MECTO MPETIOAABATEIL,

- pabo4as A0cKa.

TexXHUYCCKHE CPEACTBA OOYUCHHS:

- KOMITBIOTEP C JIMIECH3HOHHBIM IPOTPAMMHBIM 00CCTICUCHHEM M MYJIbTHMEIHUAIPOCKTOP

.3.2. Hudopmamonnoe odecrevcHne 00yIeHnst

Iepeuenn pexoMeHIyeMbIX Y4eOHBIX H31anmii, HHTEpHET-pecypCoB, 10TOTHUTEIHHOH JTHTEPATYPBI

OCHOBHBIC HCTOYHHKH:

1. AB. Kekpaxa, I'.A. Ilepuosa. Oprasn3arms KOHPUACHIHATILHOTO ICIONPON3BOACTBA U 3aIIUTA
nHpopManmu: yued.mocod. — M.: Akagemuueckuii mpoekr, 2008r.

2. T.B. Kysnenosa. Jemonpon3oactso. — M.: ®OPMY, 2011r.

3. ML.U. Bacaxos. CopemenHOe Acaonpon3BoacTeo (J0OY), 2-¢ w3a.ucmp.u A0moHCHO. — PocToB H//;
®cenukc, 2011r.

4. M.U. Bacakos, O.W. 3amerakoBa. Jenonpon3BoacTeo, 3-¢ u3a. [lepepadoTaHo u J0mOTHCHO. — PocToB
v/ J1; ®ennkc, 2010r.

Z[OHOJ'IHI/ITGJ'IBHBIG HUCTOYHHKH:

1. JLM. Banosa. JJOKyMCHTALIHOHHOC 0OCCIICUCHIC YIIPABIICHH KAIPOBOH CITyk00H. — M.: M3garensckuit
ueHTp Axamemmus, 2011r.

4. KOHTPOJIb Y OIIEHKA PE3YJIbTATOB OCBOEHHSA YYEBHOM AU CHUILIAHBI
KoHTpo/Ih 1 0IIeHKA Pe3yIETaTOB OCBOCHHS YICOHOH TUCHUILUTHHEI OCYIICCTBILIETCS NPETIOAABATEICM B
MPOLICCCE MPOBCACHHUSA MPAKTHICCKIX 3aHATHH, TCCTHPOBAHHUSA, 4 TAKKS BBIIOTHCHHS 00y IAFOIIIMHECS
HHIUBHAYAIBHBIX 3QJAHUHN, MPOEKTOB, HCCICIOBAHHUMN.

Pe3ynbTarn 00y1eHust DopMBI 1 METOBI KOHTPOJTISI 1
(ocBOCHHBIC YMEHHSI, YCBOCHHbIC 3HAHNS) OIICHKH Pe3yIbTATOB 00YICHHS
Ymenus:

HCIOIBb30BaTh B HPO(CCCHOHATHHOW ACATCIBHOCTH 3aKOHOAATCIBHBIC | DKCIEPTHOE HAOMIOICHUE M OLCHKA HA

AKTBI H HOPMATHBHO-MCTOAMYICCKUC TOKYMCHTBI N0 JOKYMCHTAHOHHOMY | MpaKTHYSCKHUX PadoTax,
00€ECIICUCHHIO YIIPABICHUS MHINBUAYAJIbHBIE 3aJAHUS, YCTHBIN

BCCTH  JICTOMPOM3BOACTBO, B TOM  YHCIC C  NPHMCHCHHCM | ompoc, TCCTHPOBAHHC
HH()OPMALIMOHHBIX TEXHOJIOTHH

3uanus:

pONb W MECTO AOKYMECHTAI[MOHHOTO oOecmeueHust B padoTe ammapara
VIPABJICHHSA

COBPCMCHHBIC TCXHOJIOTHH OPTaHU3AINHA ACTIONPOU3BOACTBA

3a7au W (PYHKOHH COy>KOBI  JOKYMCHTAITHOHHOTO  OOCCICUCHHSA
VIPABICHUS

HOPMAaTHBHYIO 0a3y 1O 00ECHECUCHHUIO NCSITCIbHOCTH YIPCKICHHA

OPTaHU3ALHI0 JOKYMEHTO000pOTa

HOMCHKJIATYPY ACT

(hOPMHUPOBAHKC IS U MPOBEACHHUC KCIICPTHRHI ICHHOCTH JOKYMCHTOB

TOATOTOBKY JOKYMCHTOB K NICPCOAYC B Bel[OMCTBeHHBIfI APXHUB

Kovmerenmmm:

OK 1. [ToHHMAaTh CYINHOCTh U COLHATBHYIO 3HAYMMOCTb CBOCH OyAyIeH | DkcrepTHOe HAOMOICHHE M OIICHKA HA

npodeccuu, MPOSIBISITE K HEH YCTOWUMBBIA HHTEPEC. MPAKTHYECKUX PaboTax,

OK 2. Opranu3oBbIBaTh COOCTBCHHYIO ACATEILHOCTD, BHIOMPATh THIOBBIC | MHAMBHIYATbHBIC 3aIAHHS, YCTHBIH
MCTOJBI H CIIOCOOBI BBITOTHCHHS MPO(CCCHOHANBHBIX 3374, OUCHMBATE | ompoC, TECTUPOBAHHC
uX 3PEKTHBHOCTb H KAYECTBO.

OK 3. [IpuHAMATH PEOICHUS B CTAHJAPTHBIX M HECTAHAAPTHBIX CUTYAIIIX
M HECTH 34 HEX OTBETCTBCHHOCTb.

OK 4. OcymecTBiiTh TOHCK ¥ HCIONB30BAHHEC HH(pOpMAIIWH,
HEOOXomuMON 111 3((PEKTUBHOTO BBITOMHECHUS MPO(PECCHOHATBHBIX
3a4a4, Npo()eCCHOHAIBLHOIO H JTMYHOCTHOIO Pa3BHTHA.

OK 5. Bmagerp wuH()OPMANIHOHHOW KyJIbTYPOH, AHAIM3HUPOBATh H
OLEHWBaTh HMH()OPMALMIO C  HCIIOJB30BAHHEM  HH(POPMAIIMOHHO-
KOMMYHHUKAIHOHHBIX TCXHOJIOTHH.

OK 6. Paboratp B KOJUICKTHBE M KOMaHAC, 3(P(eKTHBHO 00mMATHCA C
KOILICTaMH, PYKOBOJCTBOM, HOTPEOUTEILIMHL

OK 7. Bbpare Ha ceOs OTBETCTBCHHOCTh 3a pabOTy HYICHOB KOMAHIbI
(HOAYHMHEHHBIX), PE3YJIbTAT BHIIOTHCHHUS 3aJaHHH.
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OK 8. CamocTosTenpHO OHpenessiTh 3adadd NpO(ECCHOHAIBHOTO H
JAUIHOCTHOTO PAa3BUTHA, 3AHHMATHCS CaMOOOPA30BAHHCM, OCO3HAHHO
TIJTAHAPOBATH NMOBBIICHHUC KBaJ'II/I(I)I/IKaI.[I/II/I.

OK 9. OpucHTHPOBATECSA B YCIOBHAX 4YACTOH CMCHBI TCXHOJNOTHH B
mPOo(CCCHOHATTLHOM ICATCITLHOCTH.

I1K 1.1. O6pabaTeIBaTh NCPBHIHBIC OYXTANTCPCKUEC JOKYMCHTEHL

IIK 1.2. Pa3pabaTsiBaTh U COTJIACOBBIBATH C PYKOBOIACTBOM OpPTAHH3ALMH
padoumii IIaH CYCTOB OYXTAATCPCKOTO YUCTA OPTaHH3AIHH.

[IK 1.3. TIpoBoguTh yUET ACHEXKHBIX CPEACTB, O(OPMILITH ICHEKHBIC H
KACCOBBIC JOKYMCHTBIL.

[IK 1.4. ®opmupoBars OyXraaTepcKHE MPOBOIKH IO YUETY HMYIIECTBA
OPraHU3alUK HA OCHOBE PabOYEro IUIaHA CYETOB OYXTalTepPCKOro y4yera.

[IK 2.1. ®opmupoBarh OyXraarepckue MPOBOJKH II0 YUETY HCTOUHHKOB
HMYIIECTBA OpraHH3allHM HAa OCHOBE paboyero IUIaHAa CYCTOB
OyXraaTepckoro yuera.

IIK 2.2. BbmMOMHATE MOPYYCHHSA PYKOBOJACTBA B COCTABE KOMHCCHH IO
HMHBCHTAPH3ALMH HMYIIECTBA B MECTAX €T0 XPAHCHUSL.

IIK 2.3. IIpoBOAMTh NOATOTOBKY K MHBCHTAPH3AUUH H IPOBEPKY
JCHCTBHTEILHOTO COOTBETCTBHA (DAKTHHCCKHX JAAHHBIX MHBCHTAPH3AIMA
JAHHBIM VUYETA.

I[IK 2.4. Orpaxkarp B OyXraaTepcKWX IPOBOAKAX 3a4YeT W CITHCAHHC
HEAOCTAaYM LICHHOCTEH (PEryJHpoBaTh HHBCHTAPHU3ALMOHHBIC PA3HULBI)
IO PE3YABTATAM HHBCHTAPH3ALUHL

[IK 3.1. ®opmmpoBaTh OyXraarepcKdue HPOBOJKH IO HAYUCICHUIO H
TICPSUHMCIICHHIO HATOTOB M COOPOB B OFOPKETHI PA3IMYHBIX YPOBHEH.

K 3.2. OdopmisaTh maTe;KHbIC JOKYMEHTHI 7S IIEPEUHCIICHAS HAIOTOB
H COOpOB B OFO/DKCT, KOHTPOIMPOBATH HX MPOXOKIACHHC IO PACUCTHO-
KaCCOBBIM OAQHKOBCKHM OICPALIIM.

[IK 3.3. ®opmmpoBaTh OyXraarepckue HPOBOJKH IO HAYUCICHUIO H
TICPSUHCICHHIO CTPAXOBBIX B3HOCOB BO BHCOKUKCTHBIC (DOHIBL

MK 3.4. OdopMmuars mIaTeKHBIE MOKYMEHTHI HA IIEPEUHCICHHC
CTPaxOBHIX B3HOCOB BO BHCOIO/KCTHBIC (DOHIBI, KOHTPOJIHMPOBATH HX
MPOXOXK/ICHHE IO PACUECTHO-KACCOBBHIM OAHKOBCKHM OIICPALIHSIM.

IIK 4.1. OrpakaThb HApacTArOIIMM HMTOTOM HA CUETaX OYXTraJITepCKOro
y4eTa WMYIICCTBEHHOC M (PMHAHCOBOE TIOJNIOKCHHE OPTAaHH3ALMNH,
ONPEACIATh PE3YJIbTAThl XO3IMCTBCHHON JEATEIBHOCTH 3a OTYCTHBIM
MIEPHOT.

MK 4.2. Cocragmire (opMbl  OyXranTepckoil  OTUCTHOCTH B
YCTaHOBJICHHBIC 3AKOHOAATEIbCTBOM CPOKH.

IIK 4.3. CocraBiATh HAJNOTOBHIC ACKIAPAIMH IO HAJOTAaM H cOopaM B
OI0/KET, HAJOTOBBIC [CKIAPAUUM 1O EIMHOMY CONHMAIbHOMY HAJIOTY
(ECH) u (QopMBl CTAaTHCTHYCCKOM OTUCTHOCTH B YCTAHOBJICHHBIC
3aKOHOAATEIBCTBOM CPOKH.

[IK 4.4. TIpoBoauTh KOHTPOIb H AHATH3 HHPOpMAIUH 00 UMYIICCTBE H
()MHAHCOBOM TMOJOXKCHHH OPTAaHU3ALMHU, €€ IUIATCKECIIOCOOHOCTH H
JOXOJHOCTH.

DKCIEPTHOC HAOTFOICHNE W OIICHKA HA
MPAKTHYECKHUX PadoTax,

HWHOAWBUAY AJIBHBIC 3aJaHUA, yCTHBIfI
OMPOC, TECTHPOBAHHE
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