INPUMEPHAA ATAITUPOBAHHAA
MNPOI'PAMMA YYEBHOU JUCHUIIJIMHBI

OI1.04 lokyMeHTAMOHHOE O0ecneyeHne YIpaBJIeHusI

s cnenuanbHocTh 38.02.01 «OKoHOMUKA U OyXTaNTepPCKH yueT»



[Ipumepnas aganTupoBaHHas nporpamma yueoHou auctummmasl Ol 04 «J/lokymeHTanmoHHOe
obOecrieueHrne ympaBieHUS» pa3paboTaHa B COOTBETCTBUU C TpeboBaHusmu DeneparbHOTO
rOCYJapCTBEHHOTO 00pa30BaTEILHOTO CTaHAApTa CPEAHEro Mpo(ecCHOHAILHOrO0 O00pa3oBaHMS I10
nporpaMmmMe mpoecCHOHaTBFHON MOATOTOBKH CIIEHUAIMCTOB CPEIHEro 3BeHa cnenuanbHoct 38.02.01
«IKOHOMHMKA M OyXrajTrepckuil yder» (M0 0TpPac/siM), YTBEPKICHHOIO IMpHKa3oM MUHUCTEpCTBA
obpazoBanus u Hayku Poccuiickoit @enepanuu Ne 832 ot 28.07.2014.

[IporpaMmMa cocTaBiieHa C y4e€TOM METOAMYECKHX PEKOMEHJalUi Mo pa3padoTKe W peaau3anuu
aJIalITUPOBAHHBIX 00pA30BaTENbHBIX MPOrPaMM, YTBEPKIEHHBIX AUpeKTopoM JlemaprameHra
TOCYJapCTBEHHON TIOJUTUKH B cdepe MOoAroToBku padoumx kaapoB u JIIO MwunHucrepcra
obpazoBanus u Hayku PO 20.04.2015 r.

[Ipumepnass mnporpamma sBISeTCS aJaNTHPOBAHHOW 0OpPa30BaTENBHOW TMPOTPaMMON  JIJIst
00yJarouuxcsi C OrpaHMYCHHBIMA BO3MOXHOCTSIMU 3/I0POBbSI 1 HHBAIHJIOB.
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1. TIACHHOPT IPUMEPHOM AJAIITUPOBAHHOM ITPOI'PAMMBI YYEBHOM
AN CHUIIIINHBI
OI1.04 loxymeHTallMOHHOE O0ecnieyeHue YIpaBJIeHUust

1.1. O6aacTh NpUMEHEHHs] POTrPaMMBbI

[IpumepHas ajganTupoBaHHas IMporpaMMa Y4eOHOM IUCLMIUIMHBI (IpUMEpHas Iporpamma )
SBJISICTCSI YacThIO aJalTHPOBAHHOW  0Opa3zoBaTelbHOW mporpaMmbl B cooTBeTcTBUH ¢ PI'OC mo
crnenuansHocTsM CITO 38.02.01 DxoHoMuka u OyxrajaTepckuid yder (Mo OTpacjsiM), BXOIAIINM B
COCTaB YKPYMHEHHOW Tpynnsl crenuanbHocTeit ykpynHeHHoW rpymnmbl 38.00.00 «Oxonommka u
yIpaBICHUE)

Pabouas mnporpamMma y4yeOHOW IUCHMIUIMHBI MOXET OBITh HCIIOJIb30BaHa B JONOJHHUTEIHHOM
o0pa3oBaHMM, B MporpaMMax TOBBIIICHUS KBaJU(pUKAUUKU U Mpo(ecCHOHATBHON MOATOTOBKE I10
npodeccuu — Ie0NpPONU3BOAUTEIb.

1.2. MecTO AUCHUIIMHBI B CTPYKTYPe OCHOBHOI NPo¢ecCHOHATBHOM 00pa30BaTeIbHOM IPOrPpaMMBI:
JMCITUIUTHA OTHOCUTCS K 001IenpodeccHoHaIbHBIM AUCIUIUIMHAM U BXOAUT B MPO(EeCCHOHANBHBIN ITUKIT
1.3. Ueau 1 321244 JUCHHUILUIMHBI — TPeOOBAHUS K Pe3yJIbTaTaM OCBOEHHS THCIUIIIUHBI:
B pesynpraTe OCBOEHUS IUCUUIUIMHBI OOY4YarOIIUMHCSA JIOJKEH yMeTh:
— oQopMIIATh JOKYMEHTAIMI0O B COOTBETCTBMU C HOPMAaTUBHON 0a3oi, B TOM 4HCIE C

UCTIOJIF30BaHUEM WH(OPMAIIMOHHBIX TEXHOJIOTHIA;

— 0CBaMBaTh TEXHOJOTUU aBTOMATU3UPOBAHHON 00pabOTKH TIOKYMEHTAIUU;

— UCHOJB30BaTh YHU(ULIUPOBAHHBIE POPMBI JOKYMEHTOB;

— OCYILECTBISITH XpaHEHHE U MOUCK IOKYMEHTOB;

— UCHOJb30BaTh TEIEKOMMYHUKAIIMOHHBIE TEXHOJIOTHH B 3JIEKTPOHHOM JJOKYMEHTOO0O0pOTE.
B pesynbraTe OCBOEHHS IUCHUIUIMHBI OOYYaIOIIMKCSA JIOJDKEH 3HATh:

— TIOHSTHE, 1IeJIU, 337]a41 ¥ IPUHIUIIBI JeJIONPOU3BOCTBA;

— OCHOBHBIE IOHATHUS IOKYMEHTALMOHHOTO 00eCieueH sl yIpaBIeHus;

— CHUCTEMBbI IOKyMEHTAIlMOHHOTO 00eCIIeYeHus YIPaBICHHUS;

—  KJIaccH(HKAIUIO JOKYMEHTOB;

— TpeOOBaHMA K COCTaBJIECHUIO U 0(OPMIICHUIO IOKYMEHTOB;

— OpraHM3aluio JOKyMEHTOoOOpoTa: mnpuema, o0pabOTKy, perucTpanuio, KOHTPOJb, XpaHEHHUEe

JIOKYMEHTOB, HOMEHKJIATypy A€Il.

OcBouTth npodeccuoHaNbHbIC U 00IIIHE KOMITETCHIINH:

I1IK 1.1. O6pabarbiBaTh NEpBUYHBIE OYXTadTEPCKUE JOKYMEHTHI.

I1K 1.2. Pazpa0aTbiBaTh U COTJIACOBBIBATh C PYKOBOJCTBOM OpraHU3allMy pabO4Mii IJIaH CUeTOB
OyXraJTepCKOro yuyera OpraHu3aluu.

I1K 1.3. [TpoBOIUTH yUeT IEHEKHBIX CPEICTB, 0(OPMIIATH AEHEKHBIE U KACCOBBIE JJOKYMEHTHI.

[1IK 1.4. ®opmupoBaTh Oyxraiarepckue MpOBOAKU MO YUYETy UMYIIECTBA OpraHU3ali Ha OCHOBE
pabouero njaHa cueToB OyXrajTepcKoro yJera.

[IK 2.1. ®opmupoBaTh Oyxranrepckue NpoBOAKH MO y4eTy HCTOYHUKOB UMYIIECTBA OPTaHU3alNH
Ha OCHOBE paboyero IiaHa c4eToB OyXTrajaTepcKoro yuera.

[IK 2.2. BbINONHAT NOPYYEHUS PYKOBOJACTBA B COCTAaBE KOMMCCHUM II0 WHBEHTApU3AIMHU
HMMYILECTBA B MECTaX €r0 XpPaHEHHUS.

[1K 2.2. [TpoBOIUTH IOATOTOBKY K HHBEHTAPU3AIUU U MPOBEPKY EHCTBUTEIBHOTO COOTBETCTBUS
(akTHUECKUX JaHHBIX MHBEHTApU3allMH JaHHBIM y4eTa.

[1IK 2.3. Otpaxkatp B OyXraJTepCKHX IPOBOJKAX 3a4eT W CIMCAHWE HEJOCTaud IIEHHOCTEH
(perynupoBaTh HHBEHTAPU3AILMOHHBIE Pa3HUIIB) [0 Pe3yIbTaTaM UHBEHTapU3aIUH.

[1K 2.4. [TpoBOIUTH MPOIIEAYPHl MHBEHTAPHU3AINH (PHHAHCOBBIX 00S3aTEIHCTB OPTaHU3aAIIUI

1K 3.1. ®opmupoBath OyXraiaTepckue MPOBOJKHU MO HAYUCICHHUIO W TEPEYUCICHHIO HAJIOrOB U

4



cOOpOB B OIOJIKETHI PA3IMYHBIX YPOBHEH.

1K 3.2. OdopmMiATh MmaTeXHbIE JOKYMEHTBI JJIsi MEPEUUCICHHsI HAJIOTOB U COOPOB B OOJIKET,
KOHTPOJIMPOBATh UX MPOXOKJIEHUE 110 PACYETHO-KaCCOBBIM OAHKOBCKUM OIIE€pAIUSIM.

[1K 3.3. ®opmupoBaTh OyXTranTepcKue MPOBOAKHU M0 HAYMCICHUIO M MEPEYUCICHUIO CTPaXOBBIX
B3HOCOB BO BHEOIO)KETHBIE (DOH/IBI.

[IK 3.4. OdopmiATh TUIATEKHBIE JOKYMEHTHI Ha TIIEPEUMCIIEHHUE CTPAaxXxOBBIX B3HOCOB BO
BHEOIO/DKETHBIE (DOHJIBI, KOHTPOJHPOBATH HUX MPOXOXKJIEHUE IO PACYETHO-KACCOBBIM OaHKOBCKHUM
oTepaLusM.

[IK 4.1. OTtpaxarb HapacTalOlUM UTOTOM Ha cueTax OyXrajJTepcKoro ydera MMYIIECTBEHHOE U
(¢buHaHCOBOE TMOJOXKEHHE OpPraHHU3alUH, ONPEACNATh PEe3yNbTaThl XO3AUCTBEHHOM IEATENHOCTH 3a
OTYETHBIN IEPUO.

[IK 4.2. CoctaBnath (GopMbl OYXralaTepcKoil OTUETHOCTH B YCTAHOBJICHHBIE 3aKOHOAATEIHCTBOM
CPOKH.

[IK 4.3. CocTaBnaTh HaJIOTOBbIE IEKJIapalMy MO HajoraM H cOopam B OIOJKET, HAJIOrOBbHIE
JeKIapanuu 1 (POpMbI CTATUCTHYECKONW OTYETHOCTH B YCTAHOBJICHHBIE 3aKOHO/IATEIILCTBOM CPOKH.

[1IK 4.4. ITIpoBOAUTH KOHTPOJb U aHAIHU3 WH(GOPMALUU 00 UMYIIeCTBE U (PMHAHCOBOM IOJIOXKECHUH
OpraHu3aINg, €€ IJIATeKECITIOCOOHOCTH U JIOXOIHOCTH.

OK 1. [ToHumaTh CymHOCTh U COLUATIBHYIO 3HAYUMOCTh CBOEH Oynyiieil npodeccuu, mposiBIATH
K HEW yCTOWYMBBIN MHTEPEC.

OK 2. Opranu3oBbiBaTh COOCTBEHHYIO JESTEIBHOCTb, OMNPENENATh METOAbl U  CIOCOOBI
BBITTOJIHEHUS TPO(ECCHOHATBHBIX 3a/1a4, OLIEHUBATh UX dPPEKTUBHOCTH U KA4ECTBO.

OK 3. Pemiate mpo0sieMbl, OIIEHUBAaTh PHCKM U MPUHUMATh pEIIEHUs B HECTaHIAPTHBIX
CUTYaIHsX.

OK 4. OcymiecTBisATh MOKUCK, aHAIW3 M OLIEHKY MH(OpMAaInK, HEOOXOAUMOM AJs MOCTAaHOBKH U
pelieHus mpodecCuoHaNbHBIX 3aj1a4, TPO(HECCHOHATBLHOTO U JIMYHOCTHOTO Pa3BUTHSL.

OK 5. Hcnons3oBats MH(POPMAIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHH JUTS
COBEPIICHCTBOBAHUSA MPO(EeCCHOHANBHOM 1eATEIbHOCTH.

OK 6. PaboTath B KOJUIEKTHBE U KOMaH/e, 00eCTIeYrBaTh ee CrjioueHne, 3hppekTuBHO odmarbes ¢
KOJIJIETaMH, PYKOBOJICTBOM, TOTPEOUTENSIMHU.

OK 7. CtaBuTh 1€, MOTHUBUPOBATh JICATEIBHOCTh IOJAYMHEHHBIX, OPTaHU30BBHIBATH U
KOHTPOJIMPOBATh UX PAOOTY C MPUHATHEM Ha ce0sl OTBETCTBEHHOCTH 32 PE3YJIbTAT BBIIOJIHEHUS 3aaHUH.

OK 8. CamocTOATENBHO OMpPEeNATh 3aJauyd NpOPEecCHOHATIBHOIO U JIMYHOCTHOTO pa3BHUTHA,
3aHUMAaThCS caMo00pa30BaHUEM, OCO3HAHHO TNIAHMPOBATH TIOBHIIICHHE KBATH(HKAIIHH.

OK 9. BBITh TOTOBBIM K CMEHE TEXHOJIOTHI B TPO(ECCUOHATILHON AEATEIbHOCTH.

1.4. PexomeHayeMoe KOJIMYECTBO YaCOB HA OCBOEHHUE MPOrPAMMBbI AU CHUILINHBI:
MaKCUMaJIbHOU ydeOHOU Harpy3ku oOydaromierocst 105 gacos, B ToM dmcie:
00s13aTeBbHON ayIUTOPHOH yueOHOH Harpy3ku oOydvatomierocsi 70 4acos;
CaMOCTOSITENIbHON paboThl 00yJarormierocs 35 4acos.



2. CTPYKTYPA 1 IPUMEPHOE COJIEP)KAHUE YUYEBEHOM JJUCIATLJINHBI

2.1. O0beM yueOHOI JMCHMIVIMHBI M BUABI Y4eOHO# padoThI

Bup yueOHoii padoThl

Oobvem uacoe

MaxkcumanbHas yyeOHas Harpys3ka (Bcero) 105
O06s13aTeIbHAS Ay INTOPHAs yueOHasi HAarpy3Ka (Bcero) 70
B TOM YHCIIE:
MIPAKTUYECKHUE 3aHATHS 30
KOHTPOJIbHBIE pabOTHI 2
CamocrosiTesbHasi paboTa o0y4yawuierocsi (Bcero) 35

IIpomesicymounas ammecmayus 6 popme 3auema




2.2 TIpuMepHbIii TeMaTHYeCKHIi IUIaH U coepxkanue yueoHoil aucuumamnbl OI1 04 «/lokyMeHTanMOHHOE 0O0ecedeHne ynpaBJIeHusD

HaunMeHoBaHMe pa3iesioB U TeM

Coaep:xaHue yueOHOro MaTepuaJa, jabopaTopHble H NPAKTHYeCKHe PadoThl,
CcaMoOCTOsITeIbHAsI padoTa 00y4yalouuxcs, KypcoBas pa6oT (IPoeKT) (eciu npedycmompeHvi)

O0beM yacoB

YpoBeHb ocBoeHHs

1 2 3 4
Paznen 1.
JlokyMeHTHpOBaHHE AeSITeIbHOCTH 60
OpraHu3anuy, NpeanpusTHs,
yUpesKIeHust
Tema 1.1. Copep:xaHue yueOHOIr0 MaTepHuaJia 8
[MonsiTre, nenu, 3a1a4u ¥ TPUHIIUIIE] 1 | «/loxymeHTanmoHHOe 0OecrieYeHUe ypaBJeHUs» KaKk yueOHas nucuumuuaa. Lenn u 3agaun 1
JIeTIONPOU3BOJICTBA «JloKyMEHTallMOHHOTO ~ O0ECHEYEeHUs]  YIpaBlieHHs » Kak JUCHUILIMHBL  McTokn 2
JETIONPON3BOJICTBA: MH(POPMALIHS, YIPaBICHHUE, TOKYMEHT.
[onsTre «1OKYMEHTaIMOHHOE OOECTIeYeHNE YIPaBICHHD. 1
2 | OcHOBHBIC IENH, 3aJadyd, NPHHIUIBI JOKYMEHTAIIMOHHOTO OOECTIeUEHHs YHpaBJICHHUS.
HopwmatuBHo-1IpaBoBoe obecrniedeHue «/loKyMeHTAaIMOHHOTO 00ECIICYCHUS YIIPABICHUM.
3 | 3nauenne JOY B meATenbHOCTH OyXTanTepa. 1
CamocrosiTeqbHasi paboTa 00y4alOIUXCH:
Pabora co cmenumambHOMN TUTEPATypOIi. 6
IMoaroroButs cooOmieHne Ha TeMy «CTaHOBIIEHHME JeNONpPOM3BOACTBA B  Poccum»,
«denonpousBoactBo B gopeBosounoHHOW — Poccum», «CoBerckuid  mepuoj — pa3BUTHUS
JIeTIOIIPON3BOJICTBAY.
Pabota c yueOHOI uTepaTypoi, COCTaBIeHHE KOHCIIEKTa.
Tema 1.2. Conep:xxaHue y4eGHOro MaTepHuaJia 22
OCHOBHbIE TIOHSATHSI 1 | OcHoBHBIE TIOHATHS: «uHpOpManuI», «IJOKyMEHTHPOBaHHas nHpopmanus» 1
JIOKyMEHTAI[HOHHOTO 00ecIeYeHus «IOKYMEHTUPOBAHUEY, «TOKYMEHT», «PEKBU3UT», «OIAHK», «(POPMYIIP».
yIpaBIEeHUs 8
2 | Hopmbli u mpaBuna odopmieHus JokymeHToB B coorBerctBun ¢ ['OCT P.6-2003 2
«YHHUUIMPOBaHHBIE CHCTEMBI JIOKyMEHTAIUH. YuuduumpoBaHHast cucrema
OPraHU3aIMOHHO-PACTIOPAANTENILHON  JTOKyMEHTauu. TpeboBaHust K  O(OPMIICHHIO
JOKyMeHTOB».COCTaB pEKBH3UTOB JIOKYMEHTOB.
3 | lonsarue o GnaHke JOKyMeHTa, BUIBI OnaHKoB. [IpaBuia odopmieHUs] peKBU3UTOB OJaHKa 1

B coorBercTBHH ¢ ['OCTom P.6-2003 «YHH(DUIIMPOBAHHBIE CHCTEMBI JTOKYMEHTAIIHH.
YHudunupoBaHHas ~ CHCTeMa  OPTaHM3AI[MOHHO-PACHOPSAWTENFHON  JOKYMEHTAIIHH.
TpeboBanust K 0HOPMIICHUIO IOKYMEHTOBY.




[Mpaktnyeckoe 3ansitue: 1.CocrtaBienue M odopmileHHE Ppa3IMYHBIX BHAOB OjaHkoB(0OlIero

OnaHka, OJaHKa MHChbMa, KOHKpPETHOro Onanka).2. O¢OpMIICHHE OCHOBHBIX PEKBH3HUTOB B 6
cootBerctBu ¢ ['OCTom P.6-2003 «YHupUOMpOBaHHBIE CHCTEMBI JIOKYMCHTAIIHH.
YHUHIHEPOBaHHAS CHUCTEMa OPraHU3aLUOHHO-PACIIOPSAUTENEHOH oKkyMeHTanuu. TpeboBaHus K
0(hOpPMIICHHIO TOKYMEHTOBY
CamocrosiTeibHasi  padoTa o0yvarommxcs: Uzywenne T'OCTa P  6.30-2003
«YHUUIMPOBAHHBIC CHUCTEMBbI JOKYMEHTAIMH. YHHU(DHUIMPOBAHHAS CHCTEMa OPraHH3al[MOHHO- 8
pachopsauTeIbHON TOKyMeHTaliH. TpeGoBaHus K O(OPMIICHHIO JOKYMEHTOB
Paborta ¢ y4eOHOH IUTepaTypoid, COCTaBICHHE KOHCIICKTA.
Tema 1.3. Conep:xanue yue0HOro MaTepHuaJa 30
CucTeMBl TOKyMEHTALIOHHOTO
o0eCreyeHHs yIpaBICHHS 1 | Knaccudukanus nokymeHToB. TpeOoBaHUS K COCTABICHHIO U OQOPMIICHHUIO TOKYMCHTOB.
14
2 | Ha3naueHwe W COCTAB OPraHH3al[MOHHO-TIPABOBOI MOKYMEHTAI[MH: YCTaB OpraHH3allHu,
[Monoxenwusi, lllTatHoe pacnucaHue, JOJDKHOCTHBIE WHCTpYKUMU. TpebGoBaHus K
COCTABIICHUIO U 0()OPMIICHHIO.
3 | HasHaueHwe u cOCTaB paclOpSAMTENBHON NOKyMEHTAalHMu (yKa3, IPHKa3, pacHopsDKeHHE,
MIOCTAQHOBJICHHE, MOJIOXKEHHE, MHCTPYKUHWs). HopMaTHBHBIN XapakTep pacHoOpsAWTEIBHBIX
JIOKYMEHTOB. TpeOoBaHUs K COCTABICHUIO U OPOPMIICHHIO.
4 | HazHayeHHe W COCTaB CIPABOYHO-UH()OPMAIMOHHOW HOKYMEHTAUMH (IPOTOKOJN, aKT,
JOKJIaJIHas 3alKCKa, NPEITI0KEeHUe, CITy)KeOHas 3anucKa, oObsicHUTe bHas). TpeboBaHus K
COCTaBJICHUIO U 0(OPMIICHHIO.
5 | Ilepenucka. O6Ias XapaKTEpPUCTHKA CITY)KEOHOH MepernucKu. Pa3HOBUIHOCTH CITY:KEOHBIX
ITMCEM (COHpOBO}II/ITeHLHoe IIMCbMO, HI/ICI)MO-HpOCI)6a, IUCbMO- 3arpoc, NMuCbMO-O0TBET,
MHUCbMO-CO00IIICHHE, NHPOPMAIIMOHHOE THCHMO, TIUChMO-TIPUTIIALIeHUE U T.1.). JlOKyMeHTBI
nepeiaBaeMble 10 KaHajlaM CBsi3U (Tenerpamma, Teliekc, pakcorpamma, —TelieoHOrpamma,
9JIEKTPOHHOE TTHUCHMO).
6 | Hasmauenwe u coCTaB TOKyMECHTAIINH IO JIUYHOMY COCTABY.
IIpakTHyeckoe 3aHsATHE:
Cocrasnienne 1 0hOopMIICHHE OPraHU3aLHOHHBIX JOKYMEHTOB (YCTaB, OJIOXKEHHE, HHCTPYKIIUS)
CocraBiieHHe W O(QOPMICHHE PACHOPSAAUTEIBHOW JOKyMEHTAllMK (paclopshKeHHe, YKasaHHe, 10

IpuKas, HOCTaHOBHCHI/Ie);
CocTaBlleHHE H O(l)OpMJ'IeHI/IC I/IH(I)OpMaIII/IOHHO'CHpaBO‘IHHX JAOKYMCHTOB (HpOTOKOJ’I, aKT,
JOKJIaaHas 3aIlliCKa, 00BSICHUTENbHAS SaHI/ICKa);




Cocraiienre 1 o(hopMIIEHUE CITYKEOHBIX ITHCEM.

CamocTosiTe1bHAsI padoTa 00y4YaroUXCs

PaboTa co cnennansHON TUTEPATYPOH.

OdopmiteHne MTaTHOTO pacnucanus opraan3anni; OdopmieHne TOHKHOCTHRIX HHCTPYKITHIA;
OdopmIiieHre TOKYMEHTOB TI€pEeJaBaeMbIX 110 KaHalaM CBSI3H.

Pazgen 2.
TexHoJI0rNU 10KYMEHTAHOHHOI 0
ob0ecrnieyeHUs1 ypaBJIeHHs

45

Tema 2.1.
Opraamzanus J0KyMeHToo0opoTa

Copep:xaHue y4edOHOro MaTepuaJia

26

[MousiTre «IOKyMeHTOOO0pOTY. IIPUHIUMBI OpraHU3alud JOKYMEHT000opoTa. DopMbl
1 | opranmsammu paboThl C HOKyMeHTamu. Tabenb (GOpM JOKYMEHTOB, IMPUMEHSEMBIX B
opranuzaiuu. Padora ¢ koHpUACHIIMANEHBIMHE JOKYMEHTaMH.

DIIEKTPOHHBIN TOKYyMEHTOO0OPOT.

2 | OcobeHHOCTH 0OPaOOTKH BXOASIINX JTOKYMEHTOB. Tpe0OBaHuUs K PETHCTPAIMU TIOKYMEHTOB.
KOHTpOJIb HCTIOTHEHUS IOKYMEHTOB.

3 | IIpaBuna cocTaBineHUs] HOMEHKIATYPHI fes. PopMupoBaHHUE Oe.
XpaHeHHe JOKYMEHTOB. DKCIIepPTH3a [IEHHOCTH JOKYMEHTOB.

10

IIpakTHyeckoe 3aHATHE:

CocraBneHne cXeMbl JOKYMEHTO000pOTa B OpraHU3aLIH;

Co3nanue perucTparioHHON (GOPMBI Ik PErHCTPAILIMH BXOIAIIETO JOKYMEHTA,
PEFI/ICTpaHI/Iﬂ HUCXOAAIIETO TOKYMEHTA,

CocraBieHue u 0popMIICHHE HOMEHKIIATYPHI JIeII.

CamocrosiTesibHAasi padoTa 00y4YalOIIUXCs:

Pabora co crneumansHON JINTEPaTypOi.

[MoaroroButh pedepat Ha TeMbl: «[10ArOTOBKA JOKYMEHTOB K apXUBHOMY XPaHEHHUIOY;
«JKcrnepTr3a IEeHHOCTH IOKYMEHTOBY.

Pabota c yueOHOI 1MTepaTypoi, COCTaBIeHHE KOHCIIEKTa.

Tema 2.2.
HHupopMalMOHHBIE TEXHOJIOTHH B
JIOKyMEHTallMOHHOM 00eCTIeueHUH

yIpaBIICHUS

Coaep:xkanue yueOHOro MaTepuaJia

19

1 | O6mas XxapaKTepHUCTHKA OPTaHU3aIMOHHBIX TEXHIYECKUX CPEICTB B «/JOKyMEHTalMOHHOM
oOecrieueHUH yripaBlieHus». KOMIIBIOTEpHBIE CPENICTBA MTOATOTOBKH JOKYMEHTOB.
UsroropneHne, KONMMPOBAHWE U THPAXKHUPOBaHHE JOKyMeHTOB. CpencTBa 00pabOTKH
JIOKyMeHTOB. [IpaBuia 6e3onacHoON pabOThl C OPTTEXHUKOM.

2 HOpH}JOK OpraHu3zanumn HOKyMGHTOO60pOTa C HCIIOJIB30BAHUEM CpCACTB
TECJIICKOMMYHHUKAIIUH.




IIpakTHyeckoe 3aHATHE:

1.Ilepenaya naopManuy ¢ UCIOIB30BAHUEM CPEJICTB TEIEKOMMYHHKALIH. 6
2. CocraBnenue, opopMIICHUE JOKYMEHTOB C UCIIOJIb30BAaHHEM CPEJICTB OPTTEXHUKH.
CamocTosiTe1bHAsI padoTa 00y4YaroUIUXCs:
Pabora co cmenmambHOHN TUTEpATypOii. 7
W3y4yeHne KOMITBIOTEPHBIX ITPOTPAMM 110 PaboOTe C JOKyMEHTaMH.
V3yyeHne TeXHUYECKOH JOKYMEHTAIMU CPEJICTB OPITEXHUKH.

Bcero: 105

J1n1st XapaKTepUCTUKH YPOBHS OCBOEHHSI Y4€OHOTO MaTepralia HCIOJIB3YIOTCS ClIeTyIOIe 0003HaYCHHSI:

1 — o3HakoMHTeNBHBIH (Y3HaBaHUE paHEe U3YUYCHHBIX 00bEKTOB, CBOHCTB);

2 — penpoayKTUBHBIH (BBIMOIHEHUE AEATEIBHOCTH 110 00pasily, THCTPYKIMH HJIH O/l PYKOBOJCTBOM)

3 — IPOAYKTUBHBIN (ITAHMPOBAHHUE W CAMOCTOSATEIIHFHOE BHITIOIHEHHE JICSITEIbHOCTH, PEIICHNE TPOOJIIEMHBIX 3a1a4)
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3. YCJIOBUSI PEAJIM3ALIUY IPUMEPHO AJIAIITUPOBAHHO YUEBHOI
JTACIATITAHBI

3.1. TpeOoBaHMsA K MUHUMAJIBHOMY MAaTEePHAJbHO-TEXHHYECKOMY 00ecneYeHH IO

Peanmuzanmss ~ mporpamMmbl  AMCUMIUIMHBL  TpeOyeT — Hamuuust — y4eOHoro  kabuHeTa
«JloKyMEHTaIIHIOHHOTO O0EeCTICUEeHH sl YITPABICHUS.

Oo6opynoBanune yueOHOro KabuHeTa M padouUnX MeCT KaOMHeT:
-110CaI0YHBIC MECTA 110 KOJMYECTBY 00yUaroInuXCs;
- pabouee MeCTO IpernoaBaTers;
-J10CKa;
-HarJIsIHbIe TOCcOOus (Y4COHMKH, KApTOYKH, pa3AaTOYHBIN MaTepran);
Juist 00y4aronuxcsi ¢ HApyIeHUsIMM ONIOPHO-ABUIaTEJIbHOI0 ANNAPATA T0JIKHO ObITH :
-opranu3oBaHa 0ez0aprepHas cpena,
- B KabuHeTe MPEeAyCMOTPEHBI PETyIUPYEMbIe KOMIIBIOTEPHBIC KpEciia MHAUBHIYAIbHBIE CTOJIBI
o0ecreunBaroIIue PeaaTnu3alnuio SPrOHOMUYECKUX TPUHITUIIOB:
-TEXHUYECCKUMH CPEJICTBAMU OOYUCHUS TSI OOYJAFOIINUXCS C PA3TUIHBIMU BUJIAMH OTPaHUYCHUS
3II0POBBSL.
TexHuvyeckue cpeacTBA 00yUeHUsI:
-KOMITBIOTEP C JINIIEH3UOHHBIM TPOTPAMMHBIM 00€CIIEYCHHEM U MYJIbTHMEIUAIIPOCKTOD;
-BBIXOJl B UHTEPHET.

3.2. UudopmanuonHoe odecnieyeHne 00yueHust
Jliia peanuzanuy mporpaMMbl UCIIONIB3YIOTCA MaTepHalsl B popmax, alaTHPOBAHHBIX K

OTPaHUYEHUSIM 3/10pPOBbS 00YUAIOLIMXCS U BOCHPUATHS HH(OPMALIHH.

J1st M1 ¢ HApYIIEHUsIMU ONTOPHO-ABHIaTeJIbHOI0 aNNapara:

- B ie4yaTtHou opwme,

- B (popme 31eKTPOHHOTO TOKYMEHTA,

- B popme ayaunodaiina.
Ilepeyenr  pexoMeHAyeMbIX y4eOHbIX H3AaHui, WMHTepHeT-pecypcoB, IONMOJTHHUTEIbLHOH
JIUTEPaTyphl.

OOyuaromuecs ¢ OrpaHUYEHHBIMU BO3MOXKHOCTSIMH 3710POBbSI, B OTJINYUE OT OCTaJIbHBIX, HUMEIOT
CBOM  crenuduueckue OCOOEHHOCTH  BOCHpPHATHS, MNEepepadOTKM  MaTepuasa,  BBIMOJIHEHUS
IPOMEKYTOUHBIX U UTOTOBBIX (POpM KOHTPOJS 3HaHUNH. OHU JOIKHBI ObITH OOECIeueHbl MeYaTHbIMU U
3JIEKTPOHHBIMU 00pa30BaTENbHBIMU pecypcaMu (IIPOrpaMMbl, YUeOHUKH, yueOHbIE TOCOOUs, MaTepUabl
JUISL CAaMOCTOSATEIbHOW paboThl U T.1.) B (OpMax, aJaliTAPOBAHHBIX K OIPaHUYEHMSIM HX 3/0POBbs U
BOCIIPUATHSA UHPOPMALIUH.

OcHOBHBIC HCTOYHMKH:

1. TOCT P 6.30-2003 «YHuduuupoBaHHBIE CHCTEMBl TOKYMEHTAI[MH. YHHU(QUIIMPOBAHHAS CHUCTEMa
OpraHU3aIMOHHO-PACMIOPSAUTENBHOM JOKyMeHTalMu. TpeboBaHUS K OQOPMIICHHIO JIOKYMEHTOBY,
NpUHATHIN nocTtaHoBiaeHueM [occrangapra Poccum or 3 mapra 2003 r. Ne 65-ct. M.: M3narenbcTBO
crangapros 2003.

2. Tlmenko A.B. JlokyMeHTaIlMOHHOE OOECICYCHHE YIpaBJICHHS: ydeOHOe MocoOHe IS CTYJICHTOB

CpeaHuX NMpodecCHOHAIBHBIX YUeOHbIX 3aBefieHnit — M.: Akanemus, 2014
3. TTmenko A.B. JlokymMeHTanImOHHOE OOECIeUeHNEe YIPABIICHUS MPAKTHKYM: y4eOHOE MocoOue JuIs
CTYZICHTOB CpPEeIHUX NPOoQecCHOHATbHBIX yUeOHBIX 3aBeieHuil — M.: Akagemus, 2014



JlonoJHUTeIbHbIEe HCTOYHHKH:
1. Poroxun M.}O. CnpaBounuk 1o nenonpou3Boactsy (+ CD). — Cn6.: [Tutep, 2011.
2. CrenrokoB M.B. O6pas3iipl, m1abaoHbI JOKYMEHTOB 110 IeT0NPor3BoACTBY. — M.: A-TIpuopwu, 2012.
3.

HNuTepHeT-pecypcenl:
1. http: termika.ru
http: bibliatekar.ru
http: window.edu.ru
http: intuit.ru
http: consultant.ru
http://www.edou.ru/enc/razdel11/?COURSE_ID=3&LESSON_ID=33

o U hswh

3.3. KaapoBoe obecneuenue

Tpebosanua kK Keanugukayuu neoazocuveckux (UHHCEHEPHO-NEOAZOZUYECKUX) KaAOpos,
obecneuusarouwux odyuenue :Bbiciiee NMpoPecCHOHATBHOE 00pa30BaHUE, COOTBETCTBYIOMICE MPOQHITIO
yueOHOM TUCIUIIINHBI.

Bce menmarormueckue paOOTHUKM JO/DKHBI TPOUTH oOydeHue miisi paboThl CO CTYIACHTAMH C
HapylIeHHEeM OMOPHO-IBUTaTebHOro ammapara. [Ipy HeoOXoaAMMOCTH paboTa COBMECTHO C TE€IaroroM-
TICUXOJIOTOM.
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4. KOHTPOJIb 1 OIIEHKA PE3YJbTATOB OCBOEHUSI IPUMEPHOMN
AJIATITUPOBAHHOM YYEBHOM JJUCIHUATIIMHBI
KOHTpOJIb H OHOEHKA pPE3YyJIbTAaTOB OCBOCHHA OUCHUILIMHBI OCYIICCTBIISACTCA MPEIOAaBaTCIIEM B
npolecce TMPOBEACHHUS MPAKTHYECKUX 3aHATHA M JAaOOpaTOpHBIX paldOT, TECTUPOBAHMSA, a TaKXKe
BBITIOJTHCHU A O6yanOIHHMHC${ HHAUBUAYAJIbHBIX SaI[aHHP'I, ITPOCKTOB, I/ICCJ‘IGI[OB&HI/If/i.

Pe3yabTarnl 00yyeHus dopmupye DopMbI U Kpurepum ouenok (mkaJa
(ocBOEHHbIE YyMEHHUS, Mbl€ MeTOAbI OLIEHOK)
YCBOEHHbIE 3HAHUS) npogeccuo | KOHTPOJIS U
HAJIbHbIE W OLICHKH
o0mue pe3yJbTaToB
KOMIIETEHII o0y4eHust
UM
yMeTh: OK1-OKS5, DKcnepTHas OIleHKA «5» CTaBUTCS, €CJIU:
OLICHKA B - CTYJICHT CaMOCTOSITEIILHO
opopmisITh opranusannoHHo-|OKS8, OK9 npouecce BBIIIOJIHUII BCE DTaIIbI
pacnopsIuTEIbHbIE O — MIPAKTUIECKON PabOTHI B cpesie
JIOKyMeHTHI B coorBercTBUM C|I1K1.1-I1K 1.4 IIpOrpaMMHUpPOBAHUS;
nercreyromuM ['OCTowm; HpaKTH%CKH)i - CAMOCTOSTEJIBHOE 3aJJaHUE
OCYIIECCTBIISATh oOpabotky I1K3.3-11K3 .4 paboT, yCTHEIH BBINOJIHEHO IOJHOCTHIO, B
BXOJSIIMX, BHYTPEHHUX U omnpoc, COOTBETCTBUHU C 33J]aHUEM U
HCXOISAIINX JIOKyMeHTOB, [[1K 4.1 BBITIOJTHCHUE MOJIYY€HO BEpHOE MPEJICTABIICHNU(
KOHTpPOJIb 3a ux MH/INBH/TyaJIbHbI pe3yibTaTa paboThl
WCIIOJTHCHHUEM; X 3aJ[aHM, (ucmosb30BaHME OTACIBHBIX
0QOpMIISITH JTOKYMEHTBI IS MOJTIyJIel U OMOIHOTEK JOMYCTHM
nepeaadu B apXuB BBITTOJTHEHIE C YKa3aHUEM MCTOYHHKA KOJIa)
OpraHu3alu AOMAIITHUX COOTBETCTBYIOIIETO YPOBHS
3HATh: 3a/IaHuid; CJIOKHOCTH;
TECTUPOBAHUE, - IOJTHOE COOTBETCTBUE
MOHSITUE  JIOKYMEHTa, €ro BBITIOJTHCHUE TpeOOBaHUSM MO COJIEPKAHUIO U
CBONCTBA, CIIOCOOBI CaMOCTOSITENIbH 0hOpMIIEHHIO OTYETA TIO
JIOKYMEHTHUPOBAHUS; bIX paboT MPaKTUYECKOH paboTe;
npaBuja  COCTABJICHUS U - TpaMOTHAsl pe4b C MPABUIHLHBIM
odopmIteHUs HCII0JIb30BAaHUEM TEPMUHOJIOTUY;
OpraHU3alMOHHO- 3apaHee MpoayMaHHas JIOTHKA,
pacropsIANTEIbHBIX BBICTYILJICHUS; IOJTHOTA
nokymeHToB (OP/]); OCBEIICHUS TTPOEKTA
CHUCTEMY " THUTIOBYIO - OLleHKA «4» CTaBUTCH, €CJIM:
TEXHOJIOTHIO - paboTa BBINOJIHEHA TTOJHOCTHIO,
JIOKYMEHTAIMOHHOTO HO TPH BBIOJTHEHUHT
obecrnieueHus YIPABJICHUS CaMOCTOSITEJIbHOTO 3a/IaHHS
a0Y); noTpedoBagach MOMOIIb
0COOEHHOCTH Mpeno/aBaTeliss Win
JIETIOTIPOU3BOICTBA o WCIIOb30BaHbl HAUMEHEE
oOpalieHussM  TpakJaH U ONITUMAJTHHBIC TTOAXOBI K
KOH(pHICHIIHAIBHOTO PELIEHUIO MTOCTaBICHHOM 3a1aun
JI€TI0NPOU3BO/ICTBA. - TECTUPOBAHUE U OTJIaJIKA

MpOrpaMMBbI IPOBE/ICHBI B HE
ITOJITHOM 00BEME;

- YACTUYHO COOJIIOCHBI
TpeOoBaHUS MO0 OPOPMIICHUIO
oTYeTa Mo MpaKTU4ecKoil padore
- paboTa BBIMTOJHEHA MTOJIHOCTBIO,
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HO.
- OLIEHKA «3» CTABUTCH, €CJIU:

- IporpaMma 3aMMCTBOBaHA

0oitee ueM Ha 25%;

- YPOBEHbB CJIOKHOCTH HE
COOTBETCTBYET OTBEJICHHOMY TIO]]
BBIMIOJTHEHHE MTPOEKTa BpEMEHHU

-paboTa BBINTOJIHEHA HE
MOJIHOCTBIO, HO CTYJICHT BIIajeeT]
OCHOBHBIMH HaBBIKaMU PaOOTEHI B
cpelie MporpaMMHUpPOBaHUS ,
TpeOyeMbIMU JIJISl PEIICHUS
MOCTaBJICHHOW 3a/1a4H.

- OTYET IO MPAKTHYECKON paboTe
WM UH].IIPOCKTY HE
COOTBETCTBYET TPEOOBAHUSIM 10
0(pOpMIICHHIO.

OIleHKA «2» CTABUTCS, €CJIN:
-JIONYIIEHBI CYIECTBEHHBIE
OImMOKH, IIOKA3aBIINE, YTO
CTYJICHT HE BJaJieeT
00s13aTeTbHBIMHA 3HAHUSIMH T10
JTAaHHOM TeMe B MOJHON Mepe
- 3HAUUTENIbHAS YACTh PA0OTHI
BBIMIOJTHEHA HE CAMOCTOSITENBHO;

- OTKa3 OT 3alllUThI IPOCKTA B
YCTaHOBJICHHBIE CPOKH WIIH
HECIIOCOOHOCTH OOBSICHUTD

CYIIIECTBEHHBIE ACTIEKTHI PabOTHI
[IPOTPaMMBI;
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