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1. O0mas xapakrepucTuka padouyeil IpOrpaMmMbl AU CHUILVINHBI
OI1.06 IoxkymeHTa/IbHOE 00ecIeYyeHUEe YIIPaBJICHUA

1.1. MecTO TUCHUILUINHBI B CTPYKTYPe 00pa30BaTeIbHOIi MPOrpaMMblI:

Huctunnuna OIL.06 lokymeHTanbHOE 00€CIieueHUE YIPABJICHUS: SBISIETCA 00s13aTeIbHOM
9acThI0 MPO(ECCHOHAIBHOTO Y4eOHOTO IHMKJIA 00pa30BaTENbHONW MPOTPaMMBI 10 CHENUATLHOCTH
38.02.01 DxonomuKa 1 OyXranTepcKuii yueT (1o oTpacisiM)

1.2. Heab u miIaHupyeMblie pe3yJibTaThl 0CBOECHUS TUCIUTLIMHBI:

B pesynbprate ocBoenust auctmmiauHbel OI1.06 JlokymeHTanbHOE oOecrieueHre yIpaBiIeHUS:
00yJaronIuiics T0KEeH
ymemp:
-0(opMIISITH JOKYMEHTAIIUIO B COOTBETCTBUU C HOPMATUBHOU 0a30H, UCTIOJIb3Ysl MH(POPMAIIMOHHbIE
TEXHOJIOTHUH;
-OCYIIECTBJIATH aBTOMATH3AI[1I0 00pabOTKU TIOKyMEHTOB;
- YHU(PHUITUPOBATH CHCTEMBI JOKYMEHTAITUH;
-OCYILIECTBIIATh XpPAaHEHUE U MIOUCK IOKYMEHTOB;
-OCYIIECTBJIATH aBTOMATH3AI[1I0 00pa0OTKHU TIOKYMEHTOB;
-HCII0JIb30BATh TEJIEKOMMYHHUKAIIMOHHBIE TEXHOJIOTUH B 3JIEKTPOHHOM JJOKYMEHTOOOOPOTE;
3Hamo:
-TIOHATHE, 11EJT1, 3a7a91 U IPUHITUIIBI IEJIONTPOM3BO/ICTBA;
-OCHOBHBIE MMOHATHS IOKYMEHTAIIMOHHOTO 00ECTIEYeHUS YITPaBIICHHS;
-CHCTEMBI JOKYMEHTAIIMOHHOTO 00ecTieueH s yIpaBIeHHUs,;
-KJ1acCU(UKAIHNIO TOKYMEHTOB;
-TpeOOBaHUs K COCTABICHUIO U 0(OPMIICHUIO IOKYMEHTOB;
-OpraHu3aliio  TIOKyMEHTO000poTa: TpHeM, O00pabOTKy, perucTpanuio, KOHTPOJb, XpaHCHHE
JOKYMEHTOB, HOMEHKJIATYpy JIel
Ilepeuennb (popMuUpyeMbIX KOMIIETEHIM
Obwue xomnemenyuu (OK):
OK 01. Beibupats crocoObl pemnieHus 3aaa4d npodecCHOHATBLHON JeATeIbHOCTH TPUMEHUTEIBHO K
Pa3IMYHBIM KOHTEKCTaM;
OK 02. OcymiecTBasTh MOUCK, aHATU3 M HHTEPIpEeTalui0 HHGOPMALUU, HEOOXOAUMOM Ui
BBITIOJIHEHUS 3a71a4 TPO(HeCCHOHATILHOM JesITeIbHOCTH;
OK 03. ITmannpoBaTh U peain30BbIBATh COOCTBEHHOE MPO(PECCHOHAIIBHOE U JIMYHOCTHOE Pa3BUTHE;
OK 04. PabGortaTh B KOJUIEKTUBE M KOMaHne, 3(PQGEKTHBHO B3aMMOJICHCTBOBATH C KOJUIETAMU,
PYKOBOJICTBOM, KIIMEHTAMH,
OK 05. OcymiecTBasTh YCTHYIO U MHCHMEHHYIO KOMMYHHUKAIIMIO HA TOCYAapCTBEHHOM S3BIKE
Poccuiickoit @eneparuu ¢ yueTroM 0COOEHHOCTEH COLMANBHOTO U KYJIbTYPHOTO KOHTEKCTA,
OK 06. IlIposBiaTh TrpakJIaHCKO-TATPUOTUYECKYIO IMO3UIMIO0, JIEMOHCTPUPOBATH OCO3HAHHOE
MOBEJICHUE HAa OCHOBE TPAAULIMOHHBIX OOIIEUENTOBEUECKUX IEHHOCTEH, MPHUMEHSTbh CTaHIApThI
AHTUKOPPYMIIUOHHOTO TIOBEICHUS;
OK 07. CopneiicTBOBaTh COXpAaHEHMIO OKpYKAIOLIEH cpeipbl, pecypcocOepexeHuto, 3(h(HEeKTUBHO
JICMCTBOBATh B UPE3BBIYAIHBIX CUTYALIUAX;
OK 08. Ucnonb3oBath cpeacTBa (GU3MUecKol KyIbTYphl IJIs COXpAaHEHHS U YKPEIUIEHUs 3J0POBbS B
nporecce NpodecCHOHANBHON NEATENHHOCTH W MOJAepkKaHUS HEOOXOJIUMOTO YPOBHS (DHU3MUECKOM
MOATOTOBIICHHOCTH;
OK 09. Hcnonb3oBaTh UHPOPMALIMOHHBIE TEXHOJOTHH B IpodeccuoHanbHoll aedarenbHocTuOK 12.
Hcnonb3oBaTh pe3ynbTaThl HAYYHBIX HUCCIENOBAaHHN B MPOQecCHOHAIBHON AeSTeTbHOCTH,
y4acTBOBATH B MPOBEICHUU U OPTaHU3AI[MU HAYYHBIX MUCCIEAOBAHUIN MO PYKOBOJCTBOM, IIPOBOIUTH
U OpraHu30BBIBATh JIOKAIbHBIE HAy4YHBIE HCCIENOBAaHUS B 00macT mpodecCHOHaIbHON
JESTEIIbHOCTH.



4

OK 13. CobmronaTh mpaBmiia TEXHUKH O€30MACHOCTH, HECTH OTBETCTBEHHOCTH 3a OPTraHU3ALUI0
MEpPONPUATHI 10 00ecieyeHnI0 0e301MacHOCTH TPY/IA.

IIpogpeccuonanvhvie komnemenyuu (11K):

I1K 1.1. O6pabaTbIBaTh IEpBUYHBIE OyXTanTepCKUe JOKYMEHTHI;

I1IK 1.2. Pa3zpabaTbiBaTh W COTJIACOBBIBATH C PYKOBOJCTBOM OpPraHM3alUU PaOOYMid IJIaH CUETOB
OyXTaJITepCKOTO y4eTa OpraHu3alnu;

1K 1.3. [IpoBOOHTE y4eT AEHEKHBIX CPEACTB, OPOPMIISATH JCHEKHBIC U KACCOBBIC JOKYMEHTHI,

[IK 1.4. ®opmupoBarh Oyxraiarepckue HPOBOAKH IO Y4E€Ty aKTUBOB OpraHM3allid Ha OCHOBE
pabouero 1iaHa c4eToB OyXraiTepcKoro yJera.

[IK 2.1. ®opmupoBaTh Oyxraiarepckue MpPOBOJKH IO YUYETy UCTOUYHMKOB AKTHBOB OpraHMU3alMM Ha
OCHOBE pabouero 1miaHa C4eToB OyXTrajJTepCKOTO y4eTa;

[IK 2.2. BbInoJaHATE NOpYYEHHs] pYKOBOJCTBA B COCTaBE KOMHCCHM 10 MHBEHTapU3allil aKTUBOB B
MeCTaxX UX XpaHEHUs;

[IK 2.3. IIpoBOANTH MOJArOTOBKY K MHBEHTApU3alMU U MPOBEPKY JIEHCTBUTEIBHOIO COOTBETCTBUS
(hakTUYeCKUX JaHHBIX MHBEHTAPU3aLlUU JAaHHBIM YUETa;

I[IK 2.4. Ortpaxarp B OyXraaTepCcKux NpPOBOJKaX 3a4eT M CIHMCAaHUE HENOCTaud LEHHOCTEH
(perynupoBaTh MHBEHTapU3aLMOHHBIE PA3HUIIBI) 110 PE3yJIbTaTaM MHBEHTapU3aliH;

1K 2.5. ITpoBoauTh mporieAypbl MHBEHTapU3aIMH (PMHAHCOBBIX 0053aTEIHCTB OPraHN3allHH;

IIK 2.6. OcymectBisaTe cOop MH(pOpPMaLUU O AEATEIHHOCTH OOBEKTa BHYTPEHHEro KOHTPOJIS IO
BBITIOJIHEHUIO TPeOOBaHMI MTPaBOBON M HOPMATUBHOM 0a3bl M BHYTPEHHUX PETrJIaMEHTOB;

[IK 2.7. BbINONHATh KOHTPOJIbHBIE MPOLEAYPHl U UX TOKYMEHTHPOBAHHE, TOTOBUTH U O(GOPMIISATH
3aBepuIaloIIfe MaTepHUaJIbl [0 pe3yabTaTaM BHYTPEHHETO0 KOHTPOJIS.

[IK 3.1. ®opmupoBaTh OyXraiaTepckue MPOBOJKU MO HAYMUCICHUIO U TMEPEYMCICHHUIO HAJOTOB U
cOOpOB B OIOJIKETHI PA3JIMYHBIX YPOBHEH;

IIK 3.2. OdopmnsaTs muaTexHble JTOKYMEHTHI JJIA MEPEUYHMCICHUS HAJIOroB M COOpOB B OIO/IKET,
KOHTPOJIUPOBATh UX IPOXOKICHHUE MO PACYETHO-KACCOBBIM OAHKOBCKUM OIEpaLHsIM;

IIK 3.3. ®opmupoBarh OyXraJTepcKkue MPOBOAKU MO HAYUCICHHIO M TEPEYUCICHHUIO CTPaXOBBIX
B3HOCOB BO BHEOIOIXKETHBIE (DOH/IBI U HAJIOTOBBIE OPraHbl;

I[IK 3.4. OdopmnsaTe mIaTekKHbIC MTOKYMEHTHI Ha TIEPEUYHMCICHHE CTPAaXOBBIX B3HOCOB BO
BHEOIOJUKETHBIE ()OHIBI U HAJIOTOBBIE OpraHbl, KOHTPOJUPOBATh UX MPOXOXKIEHHE IO PACUETHO-
KacCOBBIM OAHKOBCKHM OIIEpPaLUsIM.

IIK 4.1. OrtpaxkaTh HapacTalOIUM HTOTOM Ha CyYeTaX OYXTaJITEPCKOr0 ydeTa UMYIICCTBEHHOE W
(uHAHCOBOE MOJIOXKEHUE OpraHu3alllu, ONPEAEATh Pe3ylbTaThl XO3AHCTBEHHON NIEATEIbHOCTH 32
OTUYETHBIN NIEPUOT;

I[IK 4.2. CocraBnarb ¢opMbl Oyxrantepckod ((DUHAHCOBOW) OTYETHOCTH B YCTaHOBJICHHBIC
3aKOHOJATEIBCTBOM CPOKH;

I1K 4.3. CocTaBasTh (0OTUETHI) U HAJIIOTOBBIE JICKIapalliy MO HajoraM 1 cOopaM B OIOKET, YUUTHIBAs
OTMEHEHHbIH enuHbli coumanbHelii Hajmor (ECH), oTyersl 1O CTpaxoBbIM B3HOCAaM B
roCyJapCTBEHHbIE BHEOIOJUKETHble (OHIBI, a Takke (OpMbl CTAaTUCTUYECKOH OTYETHOCTH B
YCTaHOBJICHHbBIE 3aKOHOIaTEIIbCTBOM CPOKU;

IIK 4.4. IIpoBoauTh KOHTPOJb M aHaIM3 HMH(poOpMALMM OO0 AaKTUBAX U (UHAHCOBOM IOJIOKEHUU
OpraHu3aluy, ee MIaTeXecoCOOHOCTH U IOXOTHOCTH;

Jluunocmmusie pezynomamol(JIP)::

JleMoHCcTpHpyromuii ymenue 3(deKkTuBHO B3auMoOJelcTBOBaTh B Komaze, | JIP 16
BECTH JMAJIOT, B TOM YHCJIE C UCHOIb30BAHUEM CPEJICTB KOMMYHUKALUH
JIeMOHCTpHPYIOLINI HaBBIKM aHaiM3a M MHTepnperanuuu uHpopmanuu uz | JIP 17
Pa3IUYHBIX HICTOUHUKOB C Y4€TOM HOPMATHBHO-IIPABOBBIX HOPM
JIeMOHCTPHPYIOLTNI TOTOBHOCTh U CIIOCOOHOCTH K 00pazoBaHuio, B ToM yucie | JIP 18
caM000pa30BaHUIO, Ha MPOTSHKEHUN BCEH KU3HH; CO3HATENFHOE OTHOILIEHHE K
[IposiBNIATE  IpaXJaHCKO-MIATPHOTHYECKYIO  MO3UIMI0,  JeMoHcTpupoBath | JIP 20
OCO3HAaHHOE TIOBEJECHHE HAa OCHOBE TPAIUIIMOHHBIX OOILIEYETOBEYECKUX
LIEHHOCTEW, MPUMEHATh CTaHIAPTHl aHTHUKOPPYINIIMOHHOTO MOBEJCHHUS (B pell.
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[Tpukaza Munmnpocserienus: Poccun ot 17.12.2020 N 747)

[IposiBnsATE OOPOXKENATENBHOCTh K OKPYXKAIOIIMM, JIEJIWKAaTHOCTh, 4yBcTBO | JIP 28
TaKTa U TOTOBHOCTh 0Ka3aTh YCIYTy K&KIOMY KTO B HEH HYKJIaeTcsl.

2 CTpyKTYypa U cojiep:kaHue THCHHILIHHbI

2.1.2 O6beM TUCHUILTHHBI H BBl Y4eOHOH patoThI(3204HOE)

. Oobvem uacoe
Bua yueOHoii padoTsl

O0bem o0pa3oBaTeIbHOI MPOrpaMMBbI IMCHUTLIMHBI o1

B TOM 4YUCJI€ B (l)OpMe HpaKTI/I‘IeCKOﬁ NoAroTOBKHM

B TOM YHCIJIC:

TEOPETHUYECKOE 00yueHHE 6

IIPAKTUYECKUE 3aHATUSA 4

KOHCYJIbTallu1

camocmosmenvbHas paboma 41

KOHMPObHAsL paboma 1
IIpomexxyrouHas arrectanus B popme JuddepeHuupoBaHHbIii

3a4yer




6

2.2. TeMmaTnveckuii njaH u cogepxkanue gucuunauabl OIL.06.JokymenTaibHOe o0ecnieyeHne ypaBJieHUs!

HaumeHoBanue Coaep:kaHue y4eOHOro MaTepuasia, npakrudeckue 3anatus, CamocrosTejbHasi padora | O0bem OcBauBaemblie
pa3iesioB U TeM Ne 4acoB 3JIEMEHThI
KOMIIEeTeHI U 1
JIMYHOCTHBIE
pe3yJbTaThl
1 2 3 4
1 kypc
Pa3nen 1. [lokyMeHTHpOBaHUE
Tema 1.1 Coaep:kaHue y4eOHOr0o MaTepuaia 2 OK 01 -09
ITousarue o [Ipeqmer ®  OCHOBHBIE TIOHSATHS  JAUCHHUIUIMHBI  «J/loKymeHTammoHHOEe  oOecreueHue [IK1.1-1.4,2.1-2.4,
JIOKYMEHTax U ynpasieHus».  [loHsiTHE  MOKyMEHTOOOOpOTa W JOKYMEHTAIIMOHHOTO  OOECIICUCHHUSI. 31-34,41-44
crocofax Vuudukammss wu  craHgapTu3aius  JOKyMeHTOB. (CuhcremMa W THUIIOBBIE  TEXHOJOTHU JIP 16-18, 20, 28
JOKYMEHTUPOBaHUSl | JOKyMEHTalMoHHOTro oOecrneuenus ympasineHus ([AOY). T'ocymapcTBeHHBIM cTaHAapT Ha
OpraHU3aIMOHHO-PaCTIOPAIUTENRHYIO JoKyMeHTaruto (OPJT).
Tema 1.2. Conepxanue yueOHOro marepuaJia 2 OK 01 -09
Obuwe TpeOOBAHUA [ Tlopgre o0 pekBH3MTAX, (OPMYISpe- O06pasie NOKYMEHTa, MOCTOSHHBIE DEKBH3HTHL. [K1.1-14,2.1-24,
K COCTaBJICHUIO 1 dopmynap-o0pasel] ¢ yIJIOBBIM  PAacloOJOKEHHEM peKBH3UTOB. Dopmynsp-oOpasen ¢ 31-3.4,41-44
odopmrermio HPOJIONILHBIM PACIIOIOKEHHEM PEKBH3UTOB. PekBU3nTHI «l 0CyaapcTBeHHbIH repd PD», «repbd JIP 16-18, 20, 28
AOKYMEHTOB cyobekta POy, «aMbiieMa oprauusaiuu», «koj opraauzanumny, «OIPHy, «MHH», ko1 GpopMsl
nokyMmeHTa. PexBumsuthl «HamMmeHOBaHWE ~OpraHu3alliW», «CIPAaBOYHBIC JaHHBIE 00
OpraHu3alum»,» HAaNMEHOBAaHHE BHJA JOKYMEHTa», «JlaTa JOKYMEHTa», «PETHCTPAIIUOHHBIHN
HOMEp», «CChUIKa Ha PETHUCTPAIIMOHHBI HOMEp W JaTy JOKYMEHTa», «MECTO COCTaBJICHUS
JOKYMEHTA.
IIpakTHYecKoe 3aHsITHE 2
SI3BIK ¥ CTHIIb O(UIMATBHBIX JOKYMEHTOB.
Tema 1.3. Conepxanue yueOHOro marepuaJia 1 OK 01 -09
OcHOBHBIE PexBusuthl «Azpecaty», «Tpud YTBEpXKICHUS JOKYMEHTa», «PE30TIOIUA». PeKBU3UTHI K 1.1-14,21-24,
PEKBU3UTHI «3aroJIOBOK K TEKCTY», «OTMETKa O KOHTPOJIE», «TEKCT TOKYMEHTa». PEKBU3UTHI «OTMETKA O 31-34,41-44
JOKyMEHTa HaJIMYUU TPUIOKEHUNY, «IOJMUCHY, «TpU( COrIacoBaHUs JOKYMEHTa», «BU3bl COTIIACOBAHUS JIP 16-18, 20, 28

JOKYMCHTa». PexBU3UTBI «OTTHUCK neyatu», «OTMCTKAa O 3aBCPCHHU KOIIUN», «KOTMCTKA 00
HCIOJIHUTENE PeKBU3UTHI «OTMETKA 00 MCIOJIHECHUU JOKYMCHTA W HAIIpaBJICHUU €TI0 B ACIO0»
«OTMCTKa O IOCTYIUICHUHU JOKYMCHTAa». PexBuzur ((I/II[CHTI/I(I)I/IKaTOp 3J'ICI(TpOHHOI>i KOITMH1
JOKYMCHTA». [MousiTue Onanka JOKYMCHTA. Bungwr 6HaHKOB, HX XapaKTCPUCTUKA.




Tema 1.4. Coaepikanue y4yeOHOro MaTepuasa 1 OK 01 -09
OcoGenHoctu [lonsiTue  OpraHM3alMOHHBIX JOKyMEHTOB. IlpaBuina odopmiieHus  OpraHU3alMOHHBIX K 1.1-14,21-24,
COCTaBJICHUSA U nokymeHToB. Ilonsitue u Buzael npukasoB. CocraBHble 4acTH mpukaza. OcoOeHHOCTH 31-34,41-44
odopmiteHHS oGopMIICHHS IPUKA30B T10 JITYHOMY COCTaBY. JIP 16-18, 20, 28
OpraHu3alUoOHHBIX U | [IpakTH4YecKoe 3aHATHE 2
pacnnopAAUTCIbHBIX chopMJIeHI/Ie JOJKHOCTHOU HHCTPYKIIHUH. CocraBienune IIpuKasa 1o OCHOBHOH JIESITCIILHOCTH.
AOKYMCHTOB CocraBieHue npukasa 1o JUYHOMY COCTaBY
Camocmosmenvhas paboma
Tema 1.5. Coaep:kaHue y4eOHOro MaTepuasa 10 OK 01 -09
[TpaBuna CocraBiieHHE aKTOB, CIPABOK JUYHOTO Xapakrepa. OdopmiieHne Tenerpamm, TeaehoHOrpaMM, MK 1.1-14,21-24,
opopmieHHs JOKJIaJHBIX U OOBACHUTENbHBIX 3anmucoK. COCTaBlIEHWE KpPaTKOrO U IOJHOTO IMPOTOKOII. 31-34,41-44
WH(POPMAIMOHHO- CoctaBuTh cxeMy «BUIbI aKTOBY. JIP 16-18, 20, 28
CIIPaBOYHBIX
JOKYMEHTOB
Paszges 2.0pranusanus padoTsl ¢ JIOKYyMEHTAMU

Tema 2.1. Conepxanue yueOHOro marepuaJia 10 OK 01 -09
O6paboTtka Opraamzanus paboTel ¢ mokymeHTaMu. OOpaboTKa MOCTyMaromMX JAOKyMEHTOB. Pabota ¢ K 1.1-14,2.1-24,
MOCTYHAIOIINX BHYTPEHHUMH JOKYMEHTaMHU. 31-34,41-44
JIOKyMEHTOB JIP 16-18, 20, 28
Tema 2.2. Cogepskanue y4eOHOro marepuasa 10 OK 01 -09
OO6paboTka Copepxanne ydeOHOro Martepuana. Opranuzamuss paboTsl ¢ JokymeHTamu. OOpaboTka K 1.1-1.4,2.1-24,
OTIIPABJISAEMBIX OTHPABJISIEMBIX JOKYMEHTOB. 3.1-34,41-44
JIOKyMEHTOB JIP 16-18, 20, 28
Tema 2.3. Copepxanue yueOHOro marepuaJia 11 OK 01 -09
CocrasieHnue [lonatue HOMeHknaTypsl naen. Ilopsaok cocTaBieHUsT HOMEHKJIATYpbl Jell. JKCHepTh3a [IK1.1-14,2.1-24,
HOMEHKJIATYPHI JIeNl | IICHHOCTH JOKyMeHTOB. HMHpopMalMOHHBIE TEXHOJOTHMH B nenonpousBojcTBe. Cucrema 3.1-34,41-44

3JIEKTPOHHOTO IoKyMeHTooOopoTa. CocTaBuTh cxemy «HoMeHkIaTypa nem». JIP 16-18, 20, 28
Koumponvnas paboma OK 01 -09
IIpomexxyrounas HuddepenunpoBanHblii 3a4eT K 1.1-14,21-24,
aTTecTalus 3.1-34,41-44

JIP 16-18, 20, 28

Bcero: 51




3. YcaoBust peaim3alu JUCHUIIJINHBI

3.1. Tpe6oBaHus K MaTepUaJIbLHO-TEXHHYECKOMY O0ecriedeHUI0

Jis  peanu3anyivi  MPOTPaMMbl  JUCHUIUIMHBL  JOJDKHO OBITh  TPEIYCMOTPEHO  CIIEYIOIIee
cnenuangbHoe noMenlenne: Kabnuer J0KyMeHTAIMOHHOTO 00eceYeHUs1 ypaBJIeHu s ;
[Tomemienne kabuHeTa IOJKHO COOTBETCTBOBATH TpeOoBaHUsM CaHUTApHO-3MUIEMHOIOIrMUECKUX
MpaBUJl U HOPMATUBOB OCHAIIEHO TUIOBBIM OOOPYAOBaHUEM, B TOM YHUCJE CIEIUATU3UPOBAHHOMN
yaeOHOW MeOeNbI0 M CpeACTBAMH OOYYCHHUS, HEOOXOIUMBIMH JUIsl BBIOJHEHUS TPeOOBAaHHA K
YPOBHIO NOATOTOBKH 00Y4arOIIUXCSl.

KaOuneT 10KyMEeHTALIMOHHOTO o0ecriedeHsl YPaBJIeHUsl.

Obopyodosanue yuebrno2o kabunema:

[MapTs! (2-x MecTHAas)

Crynbs

Cron nmpenoiaBarens

Cryn npenoiaBarens

Komnrsrotep

Jocka menoBast

KaGuneT nokymMeHTalnOHHOTO 0OecredeHnsl yrpaBiaeHusl o0ecrieueH He00X0AUMBbIM KOMIUIEKTOM
JUIEH3UOHHOTO IPOrPaMMHOT0 0OecTieueHHs

bubéanorexa, uuTanbHbIA 3a0 ¢ BbIxoaoM B HWHTepHer Mamepuanvnoe ochauenue,
KOMNbIOMeEpHOe U UHMePAaKmugHoe obopyoosanue:

ABTOMAaTH3UpPOBaHHOE pabouee MecTo OMOMMOoTeKapss ABTOMATH3WPOBAaHHOE pabouee MECTO
yuTarenein

ABTOMaTH3upoBaHHOE paboyee mecTo A jmi ¢ OB3

[TpunTep

Ckanep

Cremnaxky U1l KHUT

Kadenpa

BricTaBouHBI cTEmIaX

Karanoxnsrii mkada

[Tocanounbie MecTa (CTOMBI U CTYJbS ISl CAMOCTOSITENTLHOM paboThI)

IToMemeHue 15l CAMOCTOSITEIbHOM PadoThI

MamepuanvHoe ocHaujenue, KOMnbIOMEPHOE U UHMEPAKMUBHOe 000py0osanue:
ABTOMaTH3UpPOBaHHBIE paboure MecTa 00yJarOIIUXCs

[TapTel (2-X MECTHBIC)

Crynbs

ABTOMaTH3UPOBaHHBIE paboune MecTa 00eCleUeHbl JIOCTYIIOM B SJIEKTPOHHYI0 MHGOPMAIMOHHO-
obpazoBatenbHylo cpeny AHOIIO «YensiOunckuit komnemxk KomHTeHT», C  BBIXOJOM B
nH(OPMALMOHHO-KOMMYHUKAIIMOHHYIO ceTh «IHTepHET».

3.2. UudopmanuoHHoe obecriedeHue peasu3anum MporpaMmmbl

OcHognas numepamypa:

1.Ky3uenoB, WM. H. J[lokymeHTanmoHHOEe o0ecreyeHne ympaBieHus. JIOKyMEeHTOOOOpOT U
JIETIOTIPOU3BOCTBO | YUeOHMK W TNPaKTHKYM ISl CpeJHero mpogeccuoHaabHOro obpa3zoBaHus /
W. H. Ky3nenoB. — 3-e usn., nepepad. u gon. — Mocksa | UsnatenbctBo FOpaiit, 2022. —
462 c. — (ITpodeccuonansroe obpazoBanue). — ISBN 978-5-534-04604-5

Jononnumenvnasn tumepamypa:

1.Tnamwii, E. B. JlokyMeHTalliOHHOE oOecriedeH e ynpasieHus ;| yueOHoe nocooue / E.B. T'namwmii.
— Mocksa : PUOP : UH®PA-M, 2020. — 249 c. — (Cpenuee npodeccuoHanbHOoe 00pa3oBaHHUe).
— DOI: https://doi.org/10.12737/14202. - ISBN 978-5-369-01042-6. - TekcT : 3JIEeKTPOHHBIN. -
URL.: https://znanium.com/catalog/product/1065817

2.brikoBa, T. A. JlokyMeHTalmoHHOE oOecredeHre YIpaBieHUus (IEIOMPOU3BOJICTBO) : ydeOHOe
noco6ue / T.A. brikoBa, T.B. Ky3uenona, JI.B. Cankuna ; mox o6m. pea. T.B. Ky3nenosoit. — 2-¢
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u3., nepepad. u gomn. — Mocksa : UHOPA-M, 2021. — 304 c. + Jlon. marepuaiibl [ DI€KTPOHHBII
pecypc]. — (Cpennee mpodeccuonansnoe obpazoBanue). - ISBN 978-5-16-013913-5. - Tekcer
anextponHbid. - URL: https://znanium.com/catalog/product/1141796

OchosHble HopMamueHvle aKmbl:

1. Koncturynusa Poccuiickoit @enepanum.

2. ®enepanbHbI KOHCTUTYLIMOHHBIHN 3akoH «O 'ocynapctBenHOM repoe Poccuiickoit denepanym»
ot 25.12.2000 2-®K3 (B pex. ot 30.06.2003).

3.T'OCT P 6.30-2003. YauduuupoBaHHbIE CUCTEMbI JOKYMEHTAIUU. Y HU(UIIMPOBAHHAS CHCTEMA
OpraHu3aIMOHHO-PACTIOPSAUTENBHON JOKyMEHTAIMH. TpeboBaHus K 0(OPMIICHHIO TIOKYMEHTOB.

4. ®enepanbHbli 3ak0H «O0 31ekTpoHHOM MM poBor moanuck» ot 10.01.2002 Ne 1-D3

5. @enepanbHbIil 3aKkoH «O0 apxuBHOM jene B Poccuiickoit @enepanuu ot 22.10.2004 Ne 125-03.

6. ®enepanbublil 3ak0oH «O rocymapcTBeHHOM si3bike Poccuiickoit @enepanum» ot 01.06.2005 Neo
53-@3.

7.3akoH Poccuiickoit ®enepannn «O TOBapHBIX 3HAKAX, 3HAKaX 0OCIYKMBaHUS U HAUMEHOBAaHUU
MECT MPOUCXOKACHUS TOBApOB» oT 23.09.1992 Ne 3520-1.

4. KoHTPOJIb U OLIEHKA Pe3yJbTATOB OCBOEHM S JUCIIUIJIMHBI

Pe3yabTaThl 00yueHust KpuTtepuu onenkn MeToabl OLIeHKH

ymemb: Onenka «OTITUIHO» BoIcTaBisaeTcs | Ilpoeepka
'Oq)OpMHHTB JOKYMEHTAIIVIO B o6yqa}omeMyc;1, €CJIn OH FHy6OKO U TIIPOYHO | KOHCIICKTOB.
COOTBETCTBMH C HOPMATUBHON | YCBOWJI IIPOrPAMMHBII 3acnmymmBaHue

0a30i, HCIIONIB3Ys MaTepHuan Kypca, ucyepIpIBaronie, | mokianoB. [Iposepka
UHPOPMAIMOHHBIE MOCJIEIOBATENbHO, YETKO M JIOTUYECKH CTPOMHO | BBITIOJHEHHS
TEXHOJIOTUH; €ro M3JIaraeT, yMeeT TECHO YBA3BIBATH TEOPHIO C | MPAKTUUECKUX 3ajad,
- OCYILIECTBIIATH MPAKTUKON, CBODOOIHO CIpaBIIAETCS C 3afadyaMH U | TeTpale.
ABTOMATH3ALIMIO 00paGOTKH BOMPOCAMH, HE 3aTPyAHACTCA C OTBETAMM NpH ,VHH(b(bepeHHI/IpOBaHHLI
JOKyMEHTOB; BUJION3MEHEHUH 3a/1aHHH, MIPaBUIIBHO | M 3a4eT.

000CHOBBIBAET IPUHATBIC PCIICHUA, BJIAJCCT

-YHU(UITUPOBATH CHCTEMBI
Pa3HOCTOPOHHUMHU JHUCKYCCHOHHBIMHA HaBBIKAMH

JIOKYMCHTAITHH;

W TpHEMaMH, AaKTUBHO TpOsBIseT ceds B
-OCYIIECTBIIATh XpPAaHEHHE U . .

TPyNIIOBO# pabore;
MOUCK JIOKYMEHTOB;

Orenka «XOPOIIO» BBICTABISICTCS

~OCYILICCTBIIATE 00yJaroIeMycs, ecjld OH TBEPAO 3HAeT MaTepual
aBTOMATH3ALHIO 06paboTKN Kypca, TPAMOTHO H TIO CYIIECTBY H3JIaraeT ero, He
AOKYMEHTOB, JIOTyCKas CYIIECTBEHHBIX HETOUHOCTEH B OTBETE
~HUCNOIb30BATDH Ha BOIIPOC, TIPaBUITEHO MIPUMEHSIET
TCICKOMMYHHKALMOHHBIC TEOPETHYECKUE  TIOJNOXKEHHsS] TIPU  PElIeHUH

TEXHOJIOTMH B 3JICKTPOHHOM

AUCKYCCHOHHBIX BOIIPOCOB W 3aJay, BJIAACCT

JOKYMEHT0000pOTE; HEOOXOAMMBIMH HAaBBIKAMH U TpHEMaMH HX
3Hamb: BEITIONTHEHUS, CIIOCOOGH TMPOSBIATH ce0s B
-IIOHATHE, LICTIH, 3aJa491 U TPYNIIOBOM paboTe;

TIPAHLUIIBI OueHKka  «yIOBJICTBOPUTENIBHOY»  BBICTABISETCS
JIEIOIPON3BOACTBA; o0yJaromeMycs, €clii OH MMEeT 3HAaHHsS TOJBKO
-OCHOBHBIE IOHSITHUSA OCHOBHOTO MaTepuaja, HO HE YCBOWI €ro
JOKYMEHTAIIHOHHOT O JleTanel, JOMyCKaeT HETOYHOCTH, HEJOCTATOYHO
06CCHG‘IGHI/I$I YIPaBJICHHUS, IIpaBUJIBHBIC q)OpMy.]'II/IPOBKI/I, HapyHiCHU:A
- CHCTEMEL JIOTMYECKON MOCIIEI0BATEIbHOCTH B M3I0KEHUU
JIOKYMEHTALIHOHHOTO MIPOrpaMMHOr0 Marepuaa, HCHBIThIBAET
00eCIIeueHHs YIIPaBICHHS, 3aTPyIHEHHUS NpHU BBIHOJ'IHGI—EI/II/I MPAaKTUYECKUX
-Knacc UKo 3a/1a4, He aKTHUBEH B TPYIIIOBON pabore;
JIOKYMEHTOB; OLeHKa «HEYNIOBICTBOPUTEIHHOY BBICTABISETCS

'Tpe60BaHI/I$I K COCTaBJICHHUIO
n Oq)OpMJ'IeHI/IIO JAOKYMCHTOB;,

=OpraHn3anunro

o0yyaroemycs, KOTOpBIi HE 3HaeT
3HAYUTENFHOW YacTH MPOrPaMMHOI0 MaTepuaa,
JIOMTYCKAeT CYIIECTBEHHBIE OIIMOKH, HEYBEPEHHO,
c OoNBIIUMU 3aTPYAHEHUSIMU pemaer
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JOKYMEHTO000pOTA: TIPUEM,
00paboTKy, pEruCTPAIIHIO,
KOHTPOJb, XpaHEHHE
JOKYMEHTOB, HOMEHKJIATYPY
Jen

NpaKTHYCCKHE 3aJaudl WIM HE CIPaBISIETCS C
HUMHU CaMOCTOSITEJIBHO, HE IPHHUMACT y4acTHe B
TpyIIOBOH padore.
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