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1. OBIIASI XAPAKTEPUCTUKA PABOYEI IPOTPAMMBI YUEBHOI1
TACIATITAHBI

11 MecTo IuCHUIIMHBI B CTPYKTYpPe OCHOBHOI 00pa30BaTe/IbHOM NPOrpaMMbI:

VYuebnas gucummumHa OI1.03  «/lokyMeHTanMOHHOE OOecreYeHHe YIpaBICHUS
SIBIIIETCSL 00S13aTENILHOM YacThi0 00IIenpodecCHOHAIEHOTO IIUKIAa OCHOBHOW 00pa3oBaTeIbHOU
nporpammbl B cooTBeTcTBHM ¢ PI'OC 38.02.01 «OxoHOMHKa M OyXraiaTepckui yder (1o
OTpacCisiM) TIO CTIEIUATIBHOCTU OyXTanTep.

Vuebnas gucuumumHa OI1.03  «/lokyMeHTanMOHHOE OOecreYeHUue YIpaBICHUS
obecnieunBaeT (hopMupoBaHUE MPOPECCHOHATBHBIX M OOIIMX KOMIIETEHIIMH TIO BCEM BHUIAM
nestenbHocTH @I'OC mo cnenmanbHOocTH  38.02.01 «OKOHOMHUKA M OyXraiaTepckuil yder (1o
otpacisim). Ocoboe 3HaueHue TUCHUILTNHA uMeeT rpu GopmupoBanuu u pa3sutun OK- 05, OK-

09, OK-10, TTIK-1.1.

1.2 IIe.m: H INIAHUPYEMBIC PE3YyJbTAaThl 0CBOCHUA TUCHUIIIMHBI:

Ilenpro AMCUMILIMHBL SABISAETCS HW3YYEHHE HOPMATHBHO-IIPABOBOM JIOKYMEHTALIUUA B
npo(ecCHOHANBHOM  AESITENTbHOCTH, W3yYEHUE TEOPUM M TNPAKTHKU JOKYMEHTAIMOHHOI'O
o0ecrieyeHus yrpaBiieHUsl.

B pesynbpTaTe ocBoCHMS AUCHHUILUIMHBI O0YYAOIINICS JOIKEH

yYMeThb:

V1 - I'paMOTHO H3/1araTb CBOM MBICTH M O(POPMIIATH JOKYMEHTHI 110 PO ECCHOHATHHON
TEMaTHUKE Ha rOCyJIapCTBEHHOM SI3bIKE, ITPOSBIIATH TOJIEPAHTHOCTh B pa0OYeM KOJIJICKTHBE.

Y2 - IlpumeHarb cpeiactBa HHGOPMALMOHHBIX  TEXHOJOTHMM  AJii  pelIeHUs
npodeccHOHaIbHBIX 33Jau; UCII0JIb30BaTh COBPEMEHHOE NPOrpaMMHOE 0OecIieueHue.

V3 — Ilonumarb OOIIMI CMBICI YETKO MPOU3HECEHHBIX BHICKA3bIBAaHUII Ha M3BECTHBIC
TeMbl (MpodeccCHoHaNbHBIC W OBITOBBIC), TOHMMATh TEKCThI Ha 0a30BbIe MPOQECCHOHATBHBIC
TEMBbl; y4acTBOBaTb B JMajorax Ha 3HaKOMble oOIIMe M Mpo(decCHOHATbHBIE TEMbI; CTPOUTH
IPOCTbIe BBICKA3bIBaHUS O cebe M O CBOeHW MNpo(hecCHOHAIBHOM [esSTeNbHOCTH; KpaTKo
000OCHOBBIBaTh U OOBSICHUTH CBOMU JEWUCTBUS (TEKyIlME€ U IUIAHUPYEMBIE); MHCATh MPOCTHIE
CBSI3HBIE COOOIIEHNS Ha 3HAKOMBIE WJIM MHTEPECYIOIINe MPo(ecCHOHATbHBIE TEMbI

V¥4 - IlpuHumarb  OpOU3BOJbHBIE  IEPBUYHBIE  OyXTaJITEPCKUE  JOKYMEHTHI,
paccMaTpuBaeMble KaK IMHCbMEHHOE J0Ka3aTeJIbCTBO COBEPLIEHUS XO3SMCTBEHHON OINEpalun
WJIM TIOJIyY€HHUE Pa3pelIeHs Ha ee IPOBECHHUE;

NPUHUMATh MEpBUYHBIE OyXrajTepckue TOKYMEHTHI Ha OyMaKHOM HOcuTese U (WiM) B BUJIE
AJIEKTPOHHOTO JJOKYMEHTA, MOANMCAHHOTO 3JIEKTPOHHOM MOANNCHIO;

IPOBEPATh HAJIMYUE B MPOU3BOJIBHBIX MEPBUUHBIX OYXTaJTepCKUX TOKYMEHTax 00s3aTebHBIX
PEKBH3UTOB;

IPOBOJIUTH (POPMATIBHYIO NPOBEPKY TOKYMEHTOB, MPOBEPKY IO CYIIECTBY, apU(PMETHUECKYIO
MIPOBEPKY;

IPOBOJUTH IPYNITUPOBKY MEPBUUHBIX OyXTraaTepCKUX JOKYMEHTOB IO Psily MPU3HAKOB;
IPOBOAMUTH TAKCUPOBKY U KOTUPOBKY IEPBUYHBIX OYXTalITEPCKUX TIOKYMEHTOB;

OpPraHU30BBIBATh IOKYyMEHTOOOOPOT;

pa3z0buparbcs B HOMEHKIIAType Ael;

3aHOCHUTH JAaHHBIE TI0 CTPYNIIMPOBAHHBIM JOKYMEHTAM B PETUCTPBI OYXTalTePCKOro y4era;
nepeaaBaTh NepBUYHBIE OyXTanTepCcKue JOKYMEHThI B TEKYIIHM OyXranTepcKuil apXus;
nepeaaBaTh IMEpBUYHBbIE OyXrajJTepcKue IOKYMEHTbI B MOCTOSIHHBIM apXWB IO HCTEYEHUH
YCTaHOBJIEHHOT'O CPOKA XpaHEHUS;

UCTIPABJIATH OIIMOKH B IEPBUYHBIX OYXTaJITePCKUX TOKYMEHTaX;

B PE3YyIbTaTC OCBOCHU A AUCIHUIIIMHBI O6yanOIHHﬁCﬂ JOJIKCH
3HATh.

31 — OcoGeHHOCTH COLMATBHOTO M KYJIbTYPHOTO KOHTEKCTA; MpaBuia O(OpMIICHUS
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JIOKYMEHTOB M ITOCTPOEHHSI YCTHBIX COOOIIEHHUH.

32 — CoBpeMeHHBIE CpPe/ICTBAa U YCTPOKUCTBA HH(OPMATH3ALNN; TIOPSAIOK X MPUMECHECHHS
U IporpaMMHoe o0ecriedeHre B npodhecCHOHAIBHON AeITeTbHOCTH

33 —IIpaBuia nocTpoeHus MPOCTHIX U CIOKHBIX MPEIJIOKEHUNH Ha mpodeccuoHanbHbIe
TEMbI; OCHOBHBIC OOIICYMOTPEOUTENbHBIC TIaroibl (OBITOBasT M MPOQecCHOHATbHAS JIGKCHKA),
JIEKCUYECKUI MHUHUMYM, OTHOCSIIMKCA K OIMCAaHUIO MPEIAMETOB, CPEACTB U IPOILIECCOB
npodeCCHOHATIBHON eI TeIbHOCTH; OCOOCHHOCTH TMPOU3HOIICHUS; NpPaBUIa YTEHHS TEKCTOB
npodeccuoHaNbHOM HAMIPaBIEHHOCTH.

34 — OOmme TpeOoBaHUS K OyXrajaTepCKOMY Y4YeTy B YaCTH JOKYMEHTHPOBAHHS BCEX

XO3SIMCTBEHHBIX JICCTBUM U ONEpALUii;
MOHSATHE MEPBUYHON OYyXTanTepcKOi JOKYMEHTAIUH;
orpeziesieHue MePBUYHBIX OYXTalITepPCKUX IOKYMEHTOB;
(GopMBI TEPBUYHBIX OyXTraNTepCKUX JIOKYMEHTOB, COJACpXAlUuX O00sA3aTeNIbHbIe PEKBH3UTHI
MEPBUYHOTO YYETHOT'O JOKYMEHTA,
HOPS/IOK  TIPOBEJCHHUS TPOBEPKU MEPBUYHBIX OyXTalTepCKUX JOKYMEHTOB, (OpMaIbHOM
MPOBEPKHU JOKYMEHTOB, IIPOBEPKH IO CYIIECTBY, apu(METUUECKON TPOBEPKU;
MPUHIUIIBI ¥ IPU3HAKK TPYIITUPOBKU MIEPBUYHBIX OyXTaITEPCKUX IOKYMEHTOB;
MOPSAIOK MPOBEACHUS TAKCUPOBKU M KOTUPOBKU NMEPBUYHBIX OYXTalNTePCKUX IOKYMEHTOB;
MOPSAJIOK COCTaBJIEHUSI PETUCTPOB OYXTaJITEPCKOIO yuerTa;
MpaBHJia U CPOKU XPaHEHHsI IEPBUYHON OYXTanTepCcKOil TIOKyMEHTAlUN;

W3yueHne QUCUUIUTMHBI HAPABJICHO HA (JOPMHUPOBAHUE CIIETYIOIIUX KOMITETEHIIHIA:

OK 5 - OcymecTBiATh YCTHYIO U MMCbMEHHYI0 KOMMYHMKALIMIO HAa TOCYAapCTBEHHOM
a3bike Poccuiickoit ®epepanuu ¢ y4eToM OCOOEHHOCTEH COLMAIBHOTO U KYJIBTYPHOIO
KOHTEKCTa;

OK 9 - lcnonb3oBarb MH(POPMAIMOHHBIE TEXHOJIOTMM B INPOPECCHOHAIBHON
JeSITeIbHOCTH

OK 10 - Ilonb3oBarbcs npo¢eCcCHOHAIBHOW JOKYMEHTAllMe Ha rocyaapCTBEHHOM U
MHOCTPAHHBIX A3bIKAX.

IIK 1.1 — O6pabatbiBaTh NepBUYHBIE OYXTaNTEPCKUE JOKYMEHTHI;

2. CTPYKTYPA U COAEP KAHUE YUYEFHOM JUCHUTLIMHBI

2.1 O0beM yueOHOI TMCUMIJIMHBI M BUABI Y4eOHOI padoThl

Bup yueOHoit padoThbl O0bem yacoB
O0bem o0pa3oBaTe/IbHOI NPOrpaMMbl YU4eOHOI 1M CUMIIJIMHBI (BCero) 38
B TOM YHCIIE:
TeopeTUIecKoe oOydeHne 17
n1abopaTopHbIe pabOTHI -
IIPAKTHYECKUE 3aHATUS 17
CamocrosiTesibHasi padoTa o0yuariierocs (Bcero) 4

IMpomexxyTounas arrectanus (6 popme) TeCTHPOBAHUS




2.2 TemaTHYeCKHUIl NJIAH U COJeP:KaHHE YUeOHOI THCIUIIHHbI

Koabl
KOMIIeTeHIIHIA,
HaumenoBanue Coaepixanue yueOHOro Mmarepuasia u GopmMbl Opranu3anuu O0bem (bopmuponarnuio
pa3/iesioB U TeM AeATeTbHOCTH 00y4YarouXCs B Yacax KOTOPBIX
crnocod0cTByer
3J1eMEeHT
NPOrpaMMBblI
1 2 3 4

Conep:xanue y4ye0OHOro MaTepHaJia 2
Tema 1. Beexenue. 1.3naveHue u coaep)aHue AUCIUIUINHBI «JlOKyMEeHTaIMOHHOE 00eCTIeYeHHE
JlokyMeHT 1 cucreMa YHPABIICHHA. OK-5
OKYMeHTAIHH 2.Ilonsarune TEPMHHOB «TOKYMEHT», «IIOKyMEHTHUPOBAHUEY, 2

«IJOKYMEHTALMOHHOE 00eCIeYeHNne yIPaBICHU.

3. YHu}uKanys u CTaHAapTU3alINU YIPABICHYECKUX JTOKYMEHTOB.

Coaep:xxanue y4eOHOro MaTepHuaJia 9

1. OpraHu3anyoOHHBIE JTOKYMEHTBI — YCTaB, Y4YpeAMUTEIbHBIE JOTOBOP,

II0JIOKEHHUE.

2. PacmopsauTenbHbIE JOKYMEHTBI — IMPHKa3, pacHopsDKEHUe, yKazaHue, 3

IIOCTAaHOBJICHHE, PEIIEHUE, NHCTPYKLUS, MPOTOKO.

3. CnpaBouHO-WH(POPMALIMOHHBIE JOKYMEHTBI: CITy>)KeOHasi — 3arvcKa,
Tema 2. 00BSICHUTEIIbHAS 3alMCKa, aKT, CIIPABKa, CIyKeOHbIe MUChMA. OK 9-10;
OpraHusauHoHHO- B Tom yunciie, npakTHYeCKUX 3aHATHI 2 IK-1.1
pacnopsiiuTeJbHbIe
OKYMEHTDI IIpakTnueckoe 3ansaTe Ne 1. OdopmieHue peKBU3UTOB JIOKYMEHTOB. 2

CocraBieHue 1 oopMIIeHHE pacliopsKEeHUs, IPUKa3a, IPOTOKOJIA.

CamocrositesibHas padora Nel.

CocraBienue 1 opopmIIeHHE JOKHOCTHOW HHCTPYKIIUH, CIYKeOHOTO

MACHMA. 4

CamocrosiTesbHast padora Ne2.
Cocrasnenue u oopMmIIeHHE 0OBSICHUTEIHHOM 3aITMCKH, aKTa.




Copep:kanue y4eOHOTo MaTepuaia

12

1. JlokymMeHTHpOBaHUE TPYIOBBIX IPAaBOOTHOLIEHUIH. COCTaB U OCOOEHHOCTH
o(hopMIICHHS TOKYMEHTOB T10 JINYHOMY COCTaBY.

2.KomrmekroBanue jmyHoro jaena. ABroouorpadus. Pestome. 3asBieHue o 2

npreme Ha padory. [Ipukassl Mo TMYHOMY COCTaBY.
Tema 3. KaapoBas B ToMm 4unciie, NIpaKTHYECKUX 3aHATHI 10 OK 9-10;
AOKYMEHTaIus IpakTuyeckoe 3ansaTue Ne 2. OdopmiieHHE TPUKA30B 110 TUIYHOMY 9 [K-1.1

COCTaBYy.

IIpakTnueckoe 3ansaTue Ne 3.0dopmMieHue ClipaBoK, TOKIAAHON U 4

CITyK€OHOM 3aIUCKH.

IIpakTnuyeckoe 3ansitue Ne 4.0hopmieHue TpyJ0BOro 10roBopa, NpukKasa 4

0 TIpueMe Ha paboty, ohopMIIEHUE TPYTOBOM KHIKKH.

Coaep:xaHue y4eOHOIro MaTepHuaJia 6

1.ITonsiTust toroBopa. Buabl 10roBopoB. OK-5:
Tema 4. JloroBopHo- 2.IIpaBuna oopmiieHHs TPETEH3MOHHBIX TTUceM. DOPMYIISIp HCKOBOTO 2 OK 9_’ 10:
npaBoBasi 3asBJICHUs, TPeOOBaHMsI K €ro 0(hOpPMIICHUIO. K11 '
AOKYMEHTAIUs B ToM yHciie IpaKTHYeCKUX 3aHATHH 4 '

IIpakTnuyeckoe 3ansiTue Ne 5. OdopmiieHre J0roBopa Kymiau-mpoaaXkKu. 2

IIpakTuuyeckoe 3ansiTue Ne 6.CocraBinenne u 0hopMIIeHHE TOBEPEHHOCTH. 2
Tema 5. Coaepxanue yueOHOro MaTepuaJa 4
IHousitue 1.CocraB u y4yer obbeMa JAOKyMEHTOOOOpoTa mpeanpuatuil. OpraHusanus
AOKYMEHT0000pOTA, paloThI ¢ BXOZAIIEH, NCXOAAIIECH U BHYTPEHHEH TOKyMEeHTaluen 4 OK 9-10
perucrpaums 2. ba3pl TaHHBIX IS XpaHEeHHs TOKyMeHTOB. PaboTta ¢ 3anpocamu. Pabora ¢
JAOKYMEHTOB 3JIEKTPOHHBIMHU JIOKYMEHTAMHU.

Coaep:xanue yueOHOro MaTepuaJa 5
Tema 6. 1. Homenknarypa aen. MHnuBuyanbHble, CBOJHbIE, TPUMEPHBIE U THUIIOBHIE OK-5-
Opranuszanus HOMEHKJIATypHI Jedl. OK 9_’ 10°
OIepPAaTHBHOIO H 2.IloaroroBka u NOpsAIOK NEperayy €] B apXUB. 3AKOHOIATEIbHbIE aKThI U 4 MK-1.1 '

apXMBHOI'0 XpaHeHUsl
AOKYMEHTOB

HOPMAaTUBHO-METOAUYECKUE  JOKYMEHTBl II0 APXMBHOMY  XPaHEHUIO
JIOKYMEHTOB.




B ToM 4nciie npaKTHYECKUX 3aHATHI 1
IIpakTuyeckoe 3ansTue Ne 7. CocraBieHue u 0ohOpMIICHHE HOMEHKJIATYPhI 1
bS8

IIpomMe:xxyTouHast aTTecTanus OK -5;
TecTnl OK-9;
OK-10;
K 1.1

Bcero: 38




3. YCJIOBUS PEAJIM3ALIAU ITPOTPAMMBI YYEBHOM JTACIUILIAHBI

3.1. Jlng peaau3zanmum TPOrpaMMbl Y4eOHOI JUCHUIJIMHBI JOJKHBI OBbITh
NnpeaycMOTPEHBI cJIeAyIolue CielualbHble MOMEeIeHUs]:

KaOuHner 10KyMeHTallMOHHOTO 0becneyeH s YIpaBJIeHuUs

[Tocagounsie Mecta — 24

ABTOMaTH3UpPOBAHHOE paboyee MeCTo MpernogaBaTels

[1K- 24 m.

DKpaH HaCTEHHbIN — | 1IT.

[Ipoektop MysnbTUMEINIHBIN — 1 1IT.

Hocka aynuropHas — 1 mit.

JInIeH3NOHHOE M CBOOOTHOE MPOTPAaMMHOE O0ecTiedeHrne o0ero u npoQecCHOHATBHOTO
nasnadenus: MS Windows, MS Office Professional, TAPAHT aspo, 1C Ipeanpustue 8, 7-Zip
Kaspersky Security HoroBop Ne381-10783a/536 Ha mpemocTaBieHHE MpaB HCIOJIb30BaHUS
JUIIEH3MOHHOT0 MPOTrpaMMHOT0 obecrieueHus ot 13 nexadps 2016 r.

3.2. UupopmanoHHOe o0ecniedyeHre peajn3aluu NporpaMmbl

OcHoBHag JuTEeparypa:
1. bacakoB, M.M. JlokyMeHTaIlMOHHOE OOeCIieYeHUEe YIpaBJIeHUs (C  OCHOBaMH

apxuBoOBeJieHNs): ydyeOHoe mocobue / bacakoB M.U. - Mocksa: KuoPyc, 2020. - 216 c.
(OnekrponHo-6mbMoTeyHas cuctema BOOK. RU).

2. Bapmynn, B.B. [lokymeHTanmoHHOe oOecrieueHHe yrpaBieHus: ydyeOHuk / BapmyHn
B.B. - Mocksa: FOctunus, 2020. - 271 c. (OnexkrponHo-6ubmuoteunas cuctema BOOK. RU).

JlomoJIHUTEALHAA JIUTEpATYypAa:
3. JlokyMeHTalMoHHOE oOecrieueHue yrpasienus: yueOnuk / beikosa T.A., mox pen. u ap. -

MockBa: KnoPyc, 2020. - 266 c. (OnextponHo-6ubnuoreunas cucrema BOOK. RU).

4. XKapunoB, B.B. JlokyMeHTUpOBaHHE XO3SIIICTBEHHBIX ONEpaluid U  BEACHUE
OyXraJTepCcKoro y4eTra HMYIIEcTBa opraHu3anun: yueoHoe nmocooue / XXapunos B.B., Bapmaea
N.A., Kenpnuna JIL.U., JlroOymmua H.IL., mox pen. u np. - MockBa: KunoPyc, 2019. - 345 c.
(Onexrponno-6ubmuoreynas cucrema BOOK. RU).



4. KOHTPOJIb U OHEHKA PE3YJIbTATOB OCBOEHMUAA

YYEBHOM JUCLHUILINHBI

PesyabTaThl 00yueHus
(ocBOCHHBIC YMEHMS, YCBOCHHbIE

Kpurepum ouenkn

MeTtoanl
OIIEHKH

3HAHMSA)
Ymers:

-0opOpMIIATE  JOKYMEHTAllMI0 B
COOTBETCTBUM C  HOPMAaTUBHOMN
0asoi;

-0CBanBaTh TEXHOJIOTUU
ABTOMATH3UPOBAaHHOH  00paboOTKH
JOKYMEHTOB;

-ACIIONIb30BaTh  YHU(UIIMPOBAHHBIC
(OpMBI TOKYMEHTOB;

-OCYILECTBIISITh XPAaHEHUE U IIOUCK
JIOKYMEHTOB;

-MCI0JIb30BaTh
TEJIEKOMMYHUKALHOHHbBIE
TEXHOJIOTHH B AJIEKTPOHHOM
JIOKYMEHTO000pOTE.

3HaTh:
-OCHOBHBIC IIOHATHA: LCIIN, 3aJa4l U
HPUHIAITBL JEJ0POU3BOJICTBA;

-OCHOBHBIE MOHSATHS
JOKYMEHTAIIHOHHOTO  O0ecreYeHus
yIpaBJIECHMS;

-CUCTEMY JOKYMEHTAIL[MOHHOTO

o0ecrieueHus yIpaBIeHUs;
-KJ1accu(UKAIMIO TOKYMEHTOB;
-TpeOOBaHUS K  COCTaBJICHUIO H
0(OPMIICHHIO TOKYMEHTOB;

- OpraHM3aluio0 JTOKYMEHTO000poTa
(mpuem, 00pabOTKy, pPETUCTPAIHIO,
KOHTPOJIb, XpaHEHHWE JIOKYMEHTOB,
HOMEHKJIATypy JAed.

OlLeHKa «3a4TEHOY / «OTIUYHO
CTaBHUTCS, €CIIU B TecTe couepikutcs 90-

100% MIPaBUIILHO
BOTIPOCOB;

BBIIIOJTHEHHBIX

OrneHKa «3a4TeHO» / «XOPOIIO»
CTaBHUTCS, €CJIU B TECTE COIEPIKUTCs 71-

89% MPaBUILHO
BOTIPOCOB;

Ornenka «3a4TEHO»

BBIIIOJTHEHHBIX

/

«YHAOBJICTBOPUTCIIBHO» CTABUTCHA, €CIIN

B TeCcTe COJICPIKUTCS

MIPABUIIBHO BBIITOJIHEHHBIX BOIIPOCOB;
O1enka «HE3aUYTECHOY

«HEYIOBJIETBOPUTEILHO

51-70%

/

CTaBHUTCA,

eciim B Tecte coaepxkurcs 1o 50%

MPpaBHUJILHO BBIIIOJIHCHHBIX BOIIPOCOB.

» CamMmocTosTe
JbHAs padora.
* OreHKa
BBIIOJTHEHUS
MpaKTUIeC-
KOI'0 3aJaHus
(paboThi)

* YCTHBIN
onpoc

* TecThl
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