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1. MACIIOPT PABOYEM ITPOI'PAMMBI YYEBHOM JUCHUILIAHBI
JIOKYMEHTAIIHOHHOE o0eceYeHne VIIpaBJIeHUs

1.1. O6s1acTh NpHMEHEHHS POrPaMMBbI -

PabGoyas mnporpaMma y4eOHOW IUCHMIUIMHBI SBJISETCS YacThi0 OCHOBHOM
npodeccHOHaNBbHOM 00pa3oBaTeNnbHOM mporpaMmel B cooTBeTcTBHH ¢ ®T'OC mo
cnenuaneHoctd  CIIO 38.02.01 OxoHomuka u Oyxranrepckuii yder (o
OTpacisiM), BXOJAIIEH B COCTaB YKpPyNHEHHOM rpymmsl crenuansHocTeil 38.00.00
OKOHOMHMKA U yIIpaBJICHHE.

[Iporpamma y4eOHOM MMCHMIUIMHBI MOXET OBITh HCIONB30BaHA B MPOrpaMMax

JOIIOJTHUTECIIBHOI'O npo@eccnonanbﬂoro 06pa303aHH51.

1.2. MecTo JHCHMIUIHHBI B CTPYKTYpe OCHOBHOH mpodeccHOHAIbHOM
o0pa3oBaTe/IbHOH NPOrpamMMbl: IUCLUIUIMHA BXOAUT B MPOQECCHOHATBHEIN LUKII,

OTHOCHTCS K 0011enpodeCCHOHAIBHBIM TUCIUILIHHAM

1.3. Hean u 3aJa4¥ JUCUHMIUIMHBI — TPeOOBAaHHS K Pe3yJIbTATAM OCBOEHHS
JMHCHHIJIHHBI:

B nponecce OCBOCHHUSA AJUCHUINUIMHBI Yy CTYICHTOB JIOJKHBI  OBITH

chopMUPOBaHEI 00ujUe KOMNEMeHYUU:

OK 1. Beibupate cmocobbsl pemeHHss 3aga4  IpodecCHOHATBHOM
JeSTeIbHOCTH IPUMEHUTENIBHO K Pa3IUYHbIM KOHTEKCTaM;

OK 2. OcywmecTBiiTh INOUCK, AHAIU3 U -UHTEPIPETALHIO an)opmaunH,
HeoOXOUMOM JJIs1 BBITIOJIHEHHS 33/1a4 IPO(GECCUOHAIBHON AesITeTbHOCTH;

OK 3. ITnanupoBaTh U peaqn30BbIBaTh COOCTBEHHOE NPO(ECCHOHAIBHOE H
JIMYHOCTHOE pa3BUTHE;

OK 4. PaboTaTh B KOJUIEKTUBE U KOMaH i€, 9)(PEKTUBHO B3aUMOIEHCTBOBATh
C KOJIEraMu, pyKOBOACTBOM, KIINEHTAMU;

OK 5. OcylmiecTBIsTh YCTHYIO M THCBMEHHYI0O KOMMYHMKALIMIO Ha
rocyfapcTBeHHOM si3bike Poccuiickoit Penmepamuu ¢ ydeToM 0COGEHHOCTEH
COLIMAJIFHOTO U KYJIETYPHOTO KOHTEKCTa;

OK 6. IlposiBiATe ~ TpaXHaHCKO  —  IAaTPUOTHYECKYIO  IMO3UIIHUIO,
JIEMOHCTPUPOBATh  OCO3HAHHOE IIOBEJCHHME Ha  OCHOBE  TPaJMIMOHHBIX
00I1Ie4eI0BeYeCKUX LIEHHOCTEH;

OK 7. CopeiicTBOBaTH COXPaHEHHUIO OKpYXarolien Cpenbl,
pecypcocbepexennto, 3pHEKTHBHO TeHCTBOBATh B YPE3BBIYAHEIX CHTYAIIUAX;



OK 8. Mcnonb3oBatk cpeacTa (GU3NIECKOM KyJIbTYpPhI I COXPaHEHUS U
YKpeIUIEeHHsI 3JI0pOBbsi B IIpoliecce MNpPOo(ecCHOHANBHON HeATENBHOCTH U
NOAJEP)KaHUs HEOOXOAUMOTrO YpPOBHS (GDH3MYECKOM ITOATOTOBKH;

OK 9. Hcnons3oBaTte HHGOPMAILMOHHbIE TEXHOJIOIMH B MPOQECCHOHATHEHOM
NEeSTeIbHOCTH; A

OK 10. [Ilone3oBatecsi mpodeCCHOHANBHOM JNOKyMEHTallle Ha
roCyJJapCTBEHHOM U MHOCTPAHHOM SI3bIKaX;

OK 11. Mcnons30Bath 3HaHUS IO (PMHAHCOBOW 'PAMOTHOCTH, IJIAHUPOBATH

IPeAIPUHUMATENBCKYIO AeSITeIbHOCTh

Copnepxanue TUCIUTUIAHEI OpPHEHTHUPOBAHO Ha OBJIaJIEHUE
npogheccuoHanbHbIMU KOMREMEH UUAMU:
[IK 1.1. O6pabartsiBaTh NIepBUYHBIE OyxranTepckue JIOKYMEHTBL.

IK 1.2. Pa3pabaThiBaTh ¥ COITIaCOBBIBATh C PYKOBOJCTBOM OpraHM3aLUH paboumii
IUIaH CYETOB OyXTraJTepCKOro y4era OpraHHu3alHH.

I1K 1.3. ITpoBOAUTE y4eT AECHENHBIX CPEACTB, ODOPMIIATh JEHEKHBIE ¥ KaCCOBBIE
JOKYMEHTBHL.

IIK 1.4. ®opmupoBaTh OyXrairepckue IPOBOAKA IO YY€Ty HMYIIECTBa
OpraHu3allyiy Ha OCHOBE pab0yYero miaHa CYeToB OyXraiTepckoro y4era.

I1IK 2.1.®opmupoBaTh OyXrajiTepckue IMPOBOJKHU 110 yYETy UCTOYHHUKOB aKTHBOB
OpraHu3aliy Ha OCHOBE pabodero ImiaHa c4eToB OyXrajJTepcKoro y4era;

I[IK 2.2. BHIONHATP IIOPYYEHUS pPYKOBOACTBA B COCTaB€ KOMHCCHH IIO
WHBEHTApU3allMM aKTHBOB B MECTaX UX XPaHEHHUS,

IIK 2.3. IIpoBOAUTE MOATOTOBKY K MHBEHTapH3aI[H U IPOBEPKY AEHCTBUTEIHLHOTO
COOTBETCTBUS (PaKTHUECKUX JAaHHBIX HHBEHTApU3ALMK JaHHBIM y4eTa;

[1IK 2.4. Otpaxars B OyXraaTepckux NpPOBOAKAX 3a4eT U CIHCAHHUE HEIOCTAYM
LEHHOCTeH (peryiupoBaTh HHBEHTApU3allMOHHBIE pPAa3HULBI) IO pe3ysbTaTaM
HWHBEHTapU3alllH;

[IK 2.5. IlpoBoauTe mpouenypbl HMHBEHTapu3allMM (PUHAHCOBBIX 00S3aTENILCTB
OpraHU3alluH;

1K 2.6. OcymecTBisaTh cO0p UHGOPMALIUU O JESTEIBHOCTH 00BEKTa BHYTPEHHETO
KOHTPOJII 1O BBIONHEHUIO TpeOOBaHUM IpPaBOBOM M HOPMATHUBHON 0a3el
BHYTPEHHUX PErIaMEHTOB; , :

[IK 2.7. BHINONHATE KOHTPOJBHBIE TNPOHEAYPHl M HX JIOKYMEHTHPOBAaHHE,
TOTOBUTH U O(QOPMIIATH 3aBEpIIAIOIINE MAaTEepUabl 110 pe3ysibTaTaM BHYTPEHHErO
KOHTPOJISL.

IIK 4.1. OrpaxxaTb HapacTalOIIUM HTOIOM Ha cYeTax OyXrajaTepckoro ydera
UMYyLIECTBEHHOe M  (UHAHCOBOE TIIOJOXXKEHHE OpraHU3allud, OIpenesiTh
pe3yNbTaThl XO3IHCTBEHHOH AEATENIbHOCTH 33 OTYETHBIHM IEPUOL;

I[IK 4.2. CocraBnsate ¢(opmbl Oyxrantepckod ((pUHAHCOBOM) OTYETHOCTH B
yCTaHOBJICHHBIE 3aKOHOAATEIbCTBOM CPOKH;

1K 4.3. CocTaBiaTh (OTYETHI) ¥ HAJIOrOBBIE JEKJIapaliy 10 HajoraM U cbopam B
OI0[KET, YIUTHIBas OTMEHEHHBIN equHbIi conuansHblil Hasor (ECH), oTuets! no
CTPaxOBBIM B3HOCaM B I'OCYIapCTBEHHBIE BHEOIOKETHBIE (OH/BI, a TaKxkKe POPMEI
CTATHCTHYECKOM OTYETHOCTH B YCTaHOBJIEHHBIE 3aKOHOAATEIECTBOM CPOKHY;



[1K 4.4. ITpoBOAWTHE KOHTPOJIb U aHAIH3 UH(OpManuu 00 akTHBaX U GHUHAHCOBOM
TIOJIOXKEHUH OpraHU3aliH, ee IUIaTeXeCIIOCOOHOCTH U TOXOOHOCTH;

[1K 4.5. [IpuHuMaTh yyacThe B COCTaBJICHUU OU3HEC-TIIaHa;

I[IK 4.6. Anamu3upoBaTh  (HHAHCOBO-XO3SHCTBEHHYIO  HESTEIBHOCTS,
OCYWIECTBIATh AaHAIM3 MH(QOpMalMM, IOIY4eHHOH B XOAe IPOBEAEHUS
KOHTPOJIBHBIX IIPOLIENYP, BBISBIEHUE U OLICHKY PHCKOB;

[IK 4.7. IIpoBOAWUTE MOHUTOPHHI YCTPAHEHHS. MEHEIKMEHTOM BBISBIECHHBIX

HapyLIeHUH, HEIOCTaTKOB M PUCKOB.
B pe3ynbTare 0CBOSHUS TUCLUILUIUHBI 00YYAIOIIUACS JODKEH YMETh:
oopMIIATH JOKYMEHTALIUIO B COOTBETCTBUY C HOPMAaTUBHOM 0a30if, B T. 4. ¢
UCIIOJI30BaHUEM UH(OPMAIIMOHHBIX TEXHOJIOTHH;
OCBauBaTh TEXHOJOTHMHU aBTOMATU3UPOBAaHHOH 00pabOTKU JOKYMEHTAIUM;
HCIIOJIb30BaTh YHU(DUIIUPOBaHHbIE (DOPMBI JOKYMEHTOB;
OCYILECTBIATH XpaHEHHUE U IIOUCK JOKYMEHTOB;
HCTIONIB30BATh TEJIEKOMMYHUKAIIMOHHBIE TEXHOIIOTHH B DJIEKTPOHHOM

JIOKyMEHTO000pOTE; :

B pe3ynbpTaTe 0OCBOSHUS AUCLUIUTHHEI O0YYAIOIHICS JOJDKEH 3HATE:
TIOHSITHE, 1eJIY, 331a4 U IPUHIUITEI 1EJIOIPOU3BOICTBA;
OCHOBHBI€ TIOHATHS JOKYMEHTAIMOHHOT'O 00ecTieYeH s yIIpaBlIeHHS;
CHCTEMBI JOKYMEHTAIIUOHHOTO 00€eCIIeYeH!s YIIpaBIeHHS,
K1acCU(UKALUIO JOKYMEHTOB,;
TpeOOBaHUS K COCTABICHUIO U O)OPMIIEHHUIO TOKYMEHTOB,
OpraHM3alldi0  JOKyMeHTooOopoTa: mnpueM, 00pabOTKy, perucrpauuio,

KOHTPOJIb, XpaHEHUE TOKYMEHTOB, HOMEHKIIATYPY €T

1.4. Pexomenayemoe KOJHYECTBO YacOB HAa OCBOEHHE MPOrpaMMbI
AUCHHITHHBI:
MaKCHMaJIbHOU ydueOHOU Harpy3ku oOydaromerocss 50 4acos,
B TOM YHUCIIE:
00s13aTenpHOM ay AUTOPHOM y4eOHOM Harpy3ku oby4daromierocs 48 4acos;

CaMOCTOATENBHOM paboTsl 00y4aromerocst 2 yaca.



2. CTPYKTYPA U COAEPXKAHUE YYEFHOM TUCIATLIAHBI

2.1. O6bem yueOHOM JUCUMILIHHBI H BHABI Y4eOHOH paboThI

Bua yueOHoii paboThi

Qobvem uacos

MaxkcumajbHas ydeOHasi HAarpy3Ka (Bcero) S0
O6s3aTesbHasi ayAHTOPHAs yueOHAasi HArpy3Ka (Bcero) 48
B TOM YHUCIJIE:

nabopaTopHbIe paboThI

IPaKTUYECKUE 3aHATHUS 26
CamocTosiTeibHas paboTa oby4yawmerocsi (Bcero) 2

B TOM YHCJIC:

- cUCTeMaTuydeckas mpopaboTKa KOHCIIEKTOB 3aHATHIH, YIeOHOM U
CIIeLHAIBHOM TEXHUYIEeCKOU JIUTepaTypsl (10 BoIpocaMm K
naparpagam, riiaBam y4eOHbIX TOCOOUH, COCTaBIEHHBIM
npernojaBaTeieMm);

- oopMIIeHHE TPAKTHYECKUX paboT ¥ MOArOTOBKA K MX 3allIUTE.

IIpomesicymounas ammecmayus 6 hopme puddepeHIHPOBAHHOIO 324 €T




2.2. TemaTu4yeckuii njaH u coaepxanue yueonoii qucuumiauabsl «JOKYMEHTAIIMOHHOE OBECIIEYEHTE

YIIPABJIEHU SI»

HanmenoBanne pasnenon | Coaepxanne y4eOHOro marepuaja, ja0opaTopHble M NpakTH4YecKHe pabornl, camocrositenbHas | O0bem | Yposens
H TeM pabora oby4yarommuxcsi, KypcoBasi pabor (HpoeKT) (eciu npedycmompenst) YacoB | OCBOCHMHA

1 2 3 4
Pa3pen 1. /lokymMeHTHpPOBaHHE YNIPABJIEeHYECKOMH JesiTeIbHOCTH
Tema 1.1 OcnoBubie | Cogepkanne yueOHOro MaTepHaia 2 2
NOHATHS

[Ipenmer, copepikaHue U 3aauu JOKyMEHTAIlMOHHOro obecnieueHus ynpasienus. Mcropus
AOKYMEHTAllHOHHOI0
obecneueHust JIeJIONIPOM3BOJICTBA KaK HaAyKU. MecTo U poJib JOKYMEHTOB B YIIPaBJIIEHUU HA COBPEMEHHOM
npaBJjeHHs.
yrp JTare.
JdoxymenT ®  ero
cBOMCTBA.
Tema 1.2. | Copep:xanue yueOHOro MaTepuaJa
HopmartusHo-
npaBoBas Gasa 1 | HopmatuBHO-IpaBoBasi 0a3a oOpraHuM3alMd  JOKyMEHTALMOHHOrO obecreueHus | 2 2
cH— yOpaBjieHus. YHUQUKALMS U CTaHAApTU3alUs JOKYMEHTAIIHOHHOIO OOecredeHUs
ynpasienusi. Knaccuduxamnusi JOKyMEeHTOB
JAOKYMEHTALHOHHOI0
| IIpakTHYecKHe 3aHATHS . - 2
obecneyeHust
yupaBJieHHs 1 | CocraBnenue u odopmileHHE OCHOBHBIX PEKBH3HTOB JOKyMeHTOB. CocCTaBleHHE H
odopmienue Gpopmyispa obpasua.
Tema 1.3. Coaep:xkanne yueOHOro MmaTepuaa 2
Odopmaenue 1 | OcHOBHBIE PEKBU3UTHI JOKYMEHTA, UX KiIacCU(pUKaLus, TpaBuia opopMIECHHS B
OCHOBHBIX cootBeTcTBHM ¢ 'OCTom. @opmyssip u 61aHk fokymenTa. FOpuaudeckuii cratyc
PEKBH3HTOB JIOKyMEeHTa. PEKBU3UTHI 371IEKTPOHHOTO 0KyMeHTa. OcobeHHOCTH 0(OpMIIEHHUSI TEKCTa B




AOKYMEHTA

3aBUCHUMOCTH OT Ha3HAYCHUS JOKYMEHTA

Pa3pnen 2. Oprannzaunﬂ CHCTEMbI JOKYMEHTAIHOHHOI'O obecneyeHust

Tema 2.1. | Conep:xanue yueOHOro MaTepuaa
Opranm3anuonnas - =
1 | YHuduuupoBaHHas cucTeMa OpraHu3aliOHHO-PACTIOPAAUTENLHON TOKYMEHTALH.
AOKYMEHTALMS
I'OCTbI Ha opraHM3aLlMOHHO-PACTIOPSAAUTENBHYIO JIOKYMEHTAIHIO.
OpranuzanyoHHble JOKYMEHTH! (YCTaB, IOJIOXXEHHE, IPaBUiia BHYTPEHHETO TPYAOBOTO
pacnopsiika, JOJDKHOCTHAasi MHCTPYKIUs, IITaTHOe pacnucanue). X cHa3HaveHwue,
dopmyisipsl — 06pasisl. [Iponenypa cocraBinenus U oGpopMIIEHHS OPraHU3aUOHHBIX —
JIOKyMEHTOB.
IIpakTHYecKkue 3aHATHS
1 | CocraBnenue u opopMileHHEe OpraHU3aUOHHOM JOKYMEHTAIMK B COOTBETCTBHH C
TpeOOBaHUSIMU CUCTEMBI JOKYMEHTALIMOHHOTO 00eCTIeUeHHMSI.
Tema 2.2. | Conepxkanue yueOHOro MaTtepuaJia
PacnopsiauresbHan =
1 | PacniopsigurenbHble JOKYMEHTHI (IIPUKa3bl IO OCHOBHOM JEATENBHOCTH, PACTIOPSDKEHHS,
JAOKYMEHTAL U

pemenus). Mx HasHaueHue, QopMynspel-o0pasusl. Ilpoueaypa cocTaBieHHs W
0hOpMIIEHHs PaCTIOPSIUTETBHBIX JOKYMEHTOB.

HpaKTH‘leCKHe 3AHATHSA

CocraBnenue u odopmieHHe paclOPAAUTENIBLHON JOKYMEHTallMd B COOTBETCTBHM C

TpCGOBaHI/IXMI/I CHUCTEMBI JOKYMEHTAIITUOHHOI'O obecnieyeHusl.




Copaep:xanne yueOHOro MaTepuaJja

1

WHpopMaimoHHO-CIIpaBOYHBIE JOKYMEHTHI (IOKIaAHAs U OOBSICHUTENLHBIE 3aAIMCKH,
IIPOTOKOJIBI, aKThl, JeloBble muchbMa). VX HasHaueHuwe, (opmyisippl — oOpasipl.

ITpouenypa cocraBneHus ¥ opopMIIeHHs HHGOPMALOHHO-CIIPABOYHBIX JJOKYMEHTOB

l'Ipam‘ HYCCKHE 3aHATHH

1

CocraBnenue u odopmieHrne HHGOPMALMOHHO-CIIPABOYHON [JOKYMEHTALUH B

COOTBETCTBHH C TpCﬁOBaHI/ISIMI/I CHUCTEMBI NOKYMEHTAIIMOHHOI'O obecrieyeHus

Tema 2.3 | Conep:xanue y4eOGHOro MaTepuaJia

NudpopmannonHo- 1 | MadopMannoHHO-CTIpaBOYHbIE JTOKYMEHTHI (OKJIanHas U OOBSICHUTENbHBIE 3aIMCKH,

cIpaBoOYHAas IIPOTOKOJIBI, aKTHI, AeNoBble NuchMa). VX HaszHaueHue, Qopmynsapsl — 0Opasibl.

AOKYMeHTALHs IIponenypa cocTaBieHus: 1 0GpopMIIeHHS HHPOPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB

IIpakTHYecKkHe 3aHATHS
: 1 |CocraBnenue wu o<1)9pMneHne JICJIOBBIX IHCEM. COCTapneHue U odopMIeHuE

MH()OPMALMOHHO-CIIPABOYHON JIOKYMEHTAallud B COOTBETCTBHHM C TpeOOBaHHUSIMHU
CHCTEMBI IOKYMEHTAllMOHHOTO 00ecreyeHuUsI.

Tema 2.4 | Copeprkanne y4e6HOro MaTepHaa

JoxkymeHTALHsA no [ 1 | lokymeHTHI 0 JIu4HOMY cocTaBy. OCOOEHHOCTH pabOThI ¢ KaJPOBBIMU JOKYMEHTAMH.

JIHYHOMY COCTABY

JlokymMeHTHpOBaHHE TPYAOBBIX NPABOOTHOIIEHUH. M3aaHue NpPUKa30B IO JIMYHOMY

coctaBy. PDopMHUpOBaHME U BEJEHHME JIMYHBIX Jel. BeneHue TpyHOBBIX KHUKEK




pabOTHHUKOB.

Hpalcruqeclme SAHATHSH

1

Odopmiienne OCHOBHBIX BUZOB JOKYMEHTOB IO JIMYHOMY COCTABY.
CocraBnenue u oopMIIeHHE NOKIATHON U O0BICHUTEIBHOM 3aIUCKH.
CocraBnenue u opopMieHre MPUKA30B M0 JIUYHOMY COCTaBY, BeI€HHE JIMYHBIX JIEIL.

Tema 2.5. J/loroBopHo-
npaBoBas

AOKYMEeHTAHS

Coaep:xkanue y4eOHOro MaTepHaJia

1

IlonsTue pnoroBopa (KOHTpaKTa), COINAIICHUS, NPOTOKONA. BHIBI JOroBOpOB.
OcHoBHBIE pa3zenbl A0roBopa (KOHTpakTa). JJOBEpeHHOCTH: pa30BEIE, CIIELUANBHEIE,
reHepanbHblie. [IpaBuna odopmieHuss NpeTeH3UOHHBIX muceM. PopMysp MCKOBOro
3asBieHus. TpeGoBaHuUs K OQOPMIIEHHIO HCKOBBIX 3asiBJICHHIA.

IIpakTHYecKue 3aHATHS

CocraBnenue npeteH3nOHHOTro nuckMa. CocTaBIeHHe HCKOBOT'O 3asBIICHHUS
CocraBnenue u opopMIIeHHE TOTOBOPOB.
CocraBnenue u ohopMiIeHUE JOBEPEHHOCTH.

Pasnea 3. Cucremarusa

HHA U XpaHEeHHEe JOKYMEHTOB.

Tema 3.1. Ilopsaok

Copep:xanue yueGHOro MaTepHaJia

CHCTEeMaTH3alHH

JOKYMEHTOB 1 | Opranusanust JOKyMeHTO000pOTa: IpreM, 00paboTKa, periucTpalys, KOHTPOIIb,
XpaHeHHe JOKYMEHTOB, HOMEHKIaTypa aen. @opMupoBanue u oGopMiIeHHe A,

ITpakTHYeckue 3aHATHS
Perucrpanus Bxojsimei, HCXOAAIIEH U BHYTpeHHEH JOKyMEHTALUH.
Tema 3.2. Coaep:xanue yueOHOro MaTepuaJa
. 1 | ABToMaTU3UpOBaHHBIE  CHCTEMBI  Jenonpou3BoictBa. . CuCTeMa  3JIEeKTPOHHOTO
ABTOMAaTH3HPOBaHHAS

JIIOKyMeHTo0oO0poTa, ee cTpykTypa. Lludposas nognuce. DnexkrpoHHas noyra. CucTeMsl

11




oﬁpaﬁo'ma OIITUYECKOI'O paCrio3HaBaHUsl TEKCTOB.

AOKYMEHTAIHH IIpaxkTHyeckue 3aHATHS. 2

Bectu KOH(l)I/IJIeHIIIfIaJILHOC ACJIOIIPOU3BOACTBO

Tema 3.3. Ilopsimok | CoaeprxaHue y4eOHOro MaTepHaJia 4
R IToaroroBka JOKYMEHTOB K Ilepe/jaud Ha apXUBHOE XpaHEHUs. THIIOBbIE CPOKH XpaHEHHS
HORYMBEGTOD JIOKyMEHTOB. DKCIIEpTU3a LIECHHOCTH JTIOKYMEHTOB.

CamocrosiTeibHas pa6oTa

Opranu3zanys paboTsl C JOKyMEHTaMH, UIMEIOIIUMHE IpuG OrpaHUYeHuUs JOCTyTa 2
Bcero: 50

JUis XapakTepHCTHKH YPOBHSI OCBOCHHUS y4eOHOTr0 MaTepyalia UCIOIb3YIOTCS ClIEAYIope 0003HAYECHHS:

1. — o3HaKoMuTENBHBIN (Y3HaBaHUE paHee H3YYEHHBIX 00BEKTOB, CBOMCTB);

2. — penpOAYKTHBHBIN (BBIIOJHEHHUE AEATEIHFHOCTH 10 00pasily, HHCTPYKIUH WK IO PYKOBOACTBOM)

3. — IpOAYKTHUBHBIH (IJITAHUPOBAHHE M CAMOCTOSTENIFHOE BBHIIOJIHEHUE JESTEIEHOCTH, PEIICHHE TPOOIEMHBIX 3a/1a9)
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3. YCJIOBUSI PEAJIM3 ALY ITPOT'PAMMBI YUEBHOM JTUCIUTLIHBI

3.1. TpeboBanuss K MHHHMAJbHOMY  MaTepPHAJbLHO-TEXHHYECKOMY

ofecrne4eHHu 0 -
Peanusanus nporpaMMbl JUCHMIUIMHBI TpeOyeT Haiuyus ydeOHOro kabuHera
«JlokyMeHTaImoHHOe obecriedeHue yIpaBIeHUs.

O6opynoBanue yueOHOro kabuHera:

l.mocaouHbIe MecTa IO KOJUYECTBY 00yJarOIIUXCS;

2.paboyee MecTO MpernoiaBaTers;

3.KOMILIEKT y4eOHO-HaTISAHBIX TOCOOHH «J[OKyMEeHTaIlIMOHHOE 00eCIIeYeHre
yIIpaBJICHUSD)

3.2. UndopmanmronHoe obecrieueHre 00yIeHus
Ilepeyenr pexoMeHAyeMbIX y4eOHBIX H31aHmii, WMHTepHET-pecypcos,
JAONOJHHUTENbHOH JINTEPaTypbl

OcHOBHBIE HCTOYHHKH:

1. Jlenonpou3BOACTBO (JOKyMEHTAllMOHHOE obecrieueHre ynpasienus): M. 1.
Bbacakos, O. U. 3ameitikoBa — MockBa, ®@enukc, 2014 r.

2. Jlenonpous3BojcTBO. JIOKyMEeHTalMOHHOE 00ecIieYeHre yIpaBIeHus.
Cnpasounoe nocobue: Y. H. Kysnenos — MockBsa, @ennkc, 2014 r.

3. JlokyMeHTalMOHHOEe 0becriedeHue yIpaBleHus (C OCHOBAMU apXUBOBEICHHS):
M. U. bacakoB — Mocksa, KnoPyc, 2013 r.

HNuTepHer-pecypcni:
1 OneKTpoHHas oubmmorexka y4eOHHKOB.

http://studentam.net/content/category/1/52/62/ -
2. bnanku Ha http://dogovor-urist.ru
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4. KOHTPOJIb 1 OIEHKA PE3YJIbTATOB OCBOEHHS
YYEBHOMU JUCIIUITJINHBI

KoHTpoNlb ¥ OLIEHKa pe3yjabTaTOB OCBOCHUS AUCLUIUIMHBI OCYIIECTBISETCS
IperoAaBsarelieM B IpoLEecce IPOBEICHUS IPAKTUYECKUX 3aHATHH W
nabopaTOpHBIX paboT, TECTHPOBAHHUS, a TAK)KE BBIMOJIHEHUS OOYYarOIIUMHUCS
VHJWBUIYaJbHBIX 3a/laHUM, IPOEKTOB, UCCIICIOBaHUM.

Pe3yabTaThl 00y4enust
(ocBOeHHBIE YMEHHS,
YCBOEHHbIE 3HAHHSA)

(I)Oprl H ME€TOAbI KOHTPOJIA U
OLICHKH pe3yJIibTaTOB Oﬁy‘leﬂl/lﬁ

3namo:
v\ NOHATHE, LIeJY, 3a0a44 U
IPUHIIMIIEL JEIOIPOU3BOICTRA,;

v" OCHOBHBIE TTIOHATUS

JOKYMEHTAI[HOHHOTO 00ecrieYeHus
yIIpaBJI€HUS;

v\ CHCTEMBI JIOKYMEHTAIIMOHHOTO
obecreyeHus yrpaBJIeHH s,
v\ KJIacCH(QUKALUIO JOKYMEHTOB;

v TpeGOBaHMS K COCTABIECHHIO U
0(hOPMIICHHIO JOKYMEHTOB;

v/ OpraHu3almio JOKYMEHT0000poTa:

npuema, 00paboTKy, perucTpalmio,
KOHTPOJIb, XpaHEHHUE TOKyMEHTOB,
HOMEHKJIaTypy Je;

v’ TeCTOBBI! KOHTPOJI;

v OueHKka . 10 UTOram
(GpPOHTAIBHOTO OMpOCa;

v’ oleHKa 1o HTOraM
(GpOHTAIBHOTO OIIPOCa;

v’ TeCTOBBIM KOHTPOJIB;

v’ TeCTOBBIM KOHTPOIIB;

v’ oleHKa 1o UTOram
(bpoHTaTBHOTO OIMpoca

v’ TeCTOBBIM KOHTPOIIB;

v’ omeHka 13(0) UTOraM
(bpOoHTaIBEHOTO OIIpOca;

v’ omeHka 1o UTOram
(bpPOHTATBHOTO OTIPOCa;

v’ oleHka o UTOram

(GpoHTaNBHOIO OMpoca;
TECTOBBIA KOHTPOJIb;
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Ymemn:

v' ohopMIIATH JOKYMEHTALKIO B
COOTBETCTBHH C HOPMaTUBHOM 0a30i,

B TOM YHCJI€ C UCIIOJIb30BaHUEM
UH(OPMALIMOHHBIX TEXHOJIOTHIA;

v\ 0CBauBATH TEXHOJIOTHU
aBTOMaTH3UPOBaHHON 00pabOTKU
IOKyMEHTAIIH;

v HCIONB30BaTh YHH(DUIUPOBAHHEIE
(GOpMBI TOKYMEHTOB;

v OCYIIECTBJISATH XpaHEHHE U ITOUCK
JIOKYMEHTOB;

v’ HCIOJB30BaTh
TEJIEKOMMYHUKAI[MOHHBIE TEXHOJIOTHH B
ANIEKTPOHHOM JOKYMEHTO000pOTE;

4 OILICHKa PE3YIBTAaTOB

BBITIOJTHEHHUSA IIPAKTHYCCKUX pa60T
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Penen3us
pabGouyio mporpamMmmy

no qucnumInHe «/[oKyMeHTallHOHHOe o0ecneyeHne ynpaBJIeHueM,

pPa3paboTaHHYIO penojaBaTejieM
I'BIIOY BO «bopucornedckuii A0poKHbIA TEXHUKYM»
Baeanbix CBetsnianoii PocTHc1aBOBHOM

Jlannas pabodass mporpaMma npeicTaBisieT co0oi TmporpamMmy  uist
npenojaBanys JUcHMIUIMHEEL «[JOY» B cpefHeM npodeccHoHaIBHOM YUK IeHUH
¢ 6a30BEIM ypoBHEM oOpa3zoBanus. Ilporpamma oOTBeYaeT COBPEMEHHBIM
TpeOOBaHUSAM K 3HAHHUSAM U INPAKTHYECKUM YMEHUSMH [0  JWCLMIUIAHE
«JlokyMeHTallMOHHOE OOecreueHre YIpaBIeHUEM» U OTpPaXKaeT COBPEMEHHBIE
TEHACHIMU B OOYyYEHUU M BOCIUTAHHH JIUYHOCTH.

Pabouas mnporpamMma cocrtaBieHa B cootBercTBuM ¢ ®I'OC CIIO,
ONpENEISAIOIMM 3HaHUs, YMEHHs, TpeOOBaHUS © YpPOBEHb IIOATOTOBKH
BBIITYCKHHMKOB crenuansHoctd 38.02.01 Dxonomuka u Oyxranrepckuii yder (1o
oTpacisiM). )

CtpykTypa nporpaMMsl BKIIOYaeT MaclopT IPOTrpaMMBl, CTPYKTYpy H
coZiepXKaHue, YCJIOBHs pealu3allid, KOHTPOJIb U OLEHKY pe3yJIbTaTOB OCBOEHHS
y4eOHOM TUCIUIUIUHEL.

TemaTtuyeckuii IIaH OTpaXkaeT MaKCHUMalbHYIO0 Y4yeOHyI0 Harpysky (B
konuyecTBe 50 4acoB), KOJMYECTBO ayJUTOPHBIX YacoB - 48, KOJHUYECTBO 4acoOB,
OTBOAMMOE Ha CaMOCTOSITENIbHYIO paboTy - 2.

B nporpamme yureHa cnemu@uka y4eOHOro 3aBeJEHHS M OTpaXkeHa
IpaKTU4YeCKas HallpaBJIEHHOCTH Kypca.

Taxum obpasom, nanHas pabGodas mporpamMma MOXXET -OBITh PeKOMEHIOBaHa

IUIs TUTAaHUPOBaHUsS paboTel B cpeHeM NpodecCHOHAIBLHOM 00pa30BaTEIbHOM

YUYPEXKIACHUU IIO JIQaHHOM CITeIHaJIbHOCTH

Penenzenr: //?/ H.B. Ilepenepuna
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Penensus
Ha pabouyio mporpaMmy
no JHCHUIIHHE «/{0OKyMeHTallHOHHOe o0ecneYeHne YIpaBJIeHHsI »,
pa3paboTaHHYIO penoJaBaTe/IeM
I'BIIOY BO «bopucorsiedckuii J0poKHbINA TEXHHKYM»
Baennsix CBetrnianoii PocTuciiaBoBHoii

JlanHas pabodass mporpaMma IIpeACTaBIsieT CO0OM mporpamMmy s
npenofiaBaHus TUCIUILIMHEL «[IOY» B cpelHeM NpodecCHOHaIBHOM YIPexX AeHUA
¢ 6a30BBIM ypoBHEM o0pa3zoBaHus. Ilporpamma oOTBedaeT COBPEMEHHEIM
TpeOOBaHUSIM K 3HAHUSAM M IPAKTUYECKHM YMEHUSMH 110  JAMCLHUIUIMHE
«JlokyMeHTallMOHHOE oObOecreueHne YNpaBICHUS» H OTPaKaeT COBPEMEHHBIE
TEH/ICHLIUU B OOy4YeHUH U BOCIIUTAHUU JINYHOCTH.

Pabouass mporpamma coctaBieHa B cooTrBercTBHH ¢ PI'OC CIIO,
ONpeNeNIOIUM 3HaHUs, YMEHHUs, TpeOOBaHUS ¥ YPOBEHb ITOArOTOBKH
BBIITYCKHUKOB crienuansHocTd 38.02.01 DxoHoMuka u Oyxranrepckuii y4er (1o
OTpacisiM).

CrpykTypa mnporpamMMbl BKIIOYaeT INacmopT MpOrpamMMel, CTPYKTypy H
COZiep)KaHue, YCJIOBUS pealu3alliy, KOHTPOJb M OLEHKY pe3yJbTaTOB OCBOEHHS
y4eOHON AUCIUILIUHEL.

Temartuyeckuii IUIaH OTpakaeT MAaKCHUMAaJbHYIO y4deOHyI0 Harpysky (B
xonudecTBe 50 9acoB), KOJMYECTBO ayJUTOPHBIX 4acoB 48, KOJMYECTBO YacoB,
OTBEJICHHOE Ha CAMOCTOSITENIbHYIO paboTy 2.

B nmporpamme ydreHa cneuuduka y4deOHOro 3aBeleHHS U OTpaKeHa
IpaKTUYeCcKasl HalpaBJIEHHOCTH Kypca.

Taxum obpazom, naHHas pabouas mporpaMMa MOXeT OBITh PEKOMEHIOBaHA

VIS BHEIPEHHUS B CPETHEM IIPO(PECCHOHATBHOM 00pa30BaTeIbHOM YUPEKICHUH 10
IaHHOU cneunaﬂsﬁocm

iRkl N
/ / / \ \\_‘

N i )

Peuemem‘\ % Y T.B. JIeimapeBa, crapumii 6yxranrep A9I1-5
N NS, » O - punuana AO «Jloporu UepHO3eMBbs»
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