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1. MACIIOPT IPOI'PAMMBI YYEBHOM JUCIHUILINHBI

I[OKyMEHTaIII/lOHHOC odecneyeHue HpO(l)eCCHOHaJIBHOﬁ ACATECIbHOCTH

1.1. O61acTh NpUMeEHEHHS POTPAMMBbI

[Tporpamma y4eOHOW AMCLUIUIMHBI SIBISETCS YacTblO OCHOBHOHM IMpPO(ecCHOHATIBbHON
obOpasoBatenbHOl TiporpamMMbl B cootBeTcTBHM ¢ PI'OC mo cmemumanbHoctu 38.02.01
«IKOHOMMKA U OyXrajJTepckuii yuer (10 0TPACISIM)»
1.2. MecTo QUCHMIUIMHBI B CTPYKType OCHOBHOH NpogeccHOHAIBLHON 00pa3oBaTe/bHOM
nporpaMmbl: pabouas mporpaMMa y4eOHOW AMCUUIUIMHBI «JlOKyMEHTAIMOHHOE olecreueHue
npoeCCUOHAIBHONW JEeSATEIbHOCTH» OTHOCUTCA K NPO(PECCHOHAIBHOMY LMKIY, K MOJLIUKIY
oOuieo0pa3oBarenbHble AUCUUILINHBL, TPU U3YYEHUU JUCLUUIUIMHBI MPOUCXOAUT (HOPMUPOBAHUE
3HaHUN O mnpodeccuonambHON KommereHIMH 3.4 OQopMiIsATh TUIATEXKHBIE TOKYMEHTHI Ha
NePEYHCICHUE CTPAXOBBIX B3HOCOB BO BHEOIOKETHBIE (POH/IbI, KOHTPOJIUPOBATH UX MPOXOXKIACHUE
10 PaCYETHO-KACCOBBIM OAHKOBCKHM OIEPALIUSM.
1.3. Ilesu ¥ 3a1a44 AMCHUILUIMHBI — TPEGOBAHUS K Pe3y/JbTaTaM OCBOEHHS AU CHHUIIMHBI:
B pe3ynbraTe 0CBOEHUS AUCHUIIMHBI O0YYaroMiCs JOJIKEH YMETh:
- oopMIATH JTOKYMEHTAIIHIO B COOTBETCTBHM C HOPMAaTUBHOW 0a30il, HCMIONB3ys
UH(QOPMALIMOHHBIE TEXHOJIOTHH;
- OCBaMBaTh TEXHOJIOI'MH aBTOMATU3HMPOBAHHON 00pabOTKH TOKYMEHTALUH;
- OCYIIECTBIIATH aBTOMATH3AINI0 00pabOTKH JOKYMEHTOB;
-ACTIONIB30BaTh YHU(HUIIMPOBAHHBIE ()OPMBI JOKYMEHTOB;
- OCYILLIECTBJIATh XPaHEHUE U MIOUCK JOKYMEHTOB,
- UCTOJIb30BATh TEIEKOMMYHHMKALIMOHHbIE TEXHOJIOTUH B 3JIEKTPOHHOM JOKYMEHTO000pOTE.
B pe3ynpTaTe 0CBOCHUS AUCIUIUTHHBI 00YJarONTUICS JOJDKEH 3HATh:
- IOHSATHE, LEIH U 33J1a4 U IPUHIIUIIBI 1EJI0NPOU3BO/ICTBA,;
-OCHOBHBIE TIOHATHSI TOKYMEHTALIMOHHOTO 00€CTIeYeHUs YIPaBICHHUS |
- CUCTEMbI JOKYMEHTALMOHHOT0 00ecrieueH sl ylpaBlIeHus,
- KJIJaCCU(DUKALIUIO JTOKYMEHTOB;
- TpeOOBaHUS K COCTABIICHUIO U O(POPMIIEHUIO JOKYMEHTOB;
- OpPraHM3aLUI0 JOKYMEHTO00OpOoTa: mpueM , 00paboTKy, perucTpaiuo, KOHTPOJb, XpaHEHHE
JOKyMEHTOB, HOMEHKJIATYPY AEIL.
1.4 Tlepeyenn popMupyeMbIX KOMIIETEHIIHI:
O6mme komnetenimu (OK):
OK 1 [NoHuMaTh CyIIHOCTH M COIMATIBHYIO 3HAUUMOCTb CBOCH Oynyieit nmpodeccuu, mposiBIsTh

K HEM YCTOMYMBBIA UHTEPEC.



OK 2 Opranu3oBbIBaTh COOCTBEHHYIO JE€STEIBbHOCTh, BRIOUPATh TUIOBBIE METOMABI U CIIOCOObBI
BBITIOJTHEHUSI MPOPECCHOHATBHBIX 33/1a4, OLIEHUBATh UX 3PPEKTUBHOCTH U KaYECTBO.

OK 3 IlpuHuMath peuieHus B CTaHAAPTHBIX W HECTAHJAPTHBIX CUTyallMsIX M HECTU 3a HHX
OTBETCTBEHHOCTb.

OK 4 OcymiecTBasTh NOUCK U UCIOJIb30BaHUE HHPOPMALUU, HEOOXO0AUMOM 17151 3P PEKTUBHOTO
BBINOJIHEHUS TPO(ECCUOHANBHBIX 33124, IPOPECCUOHAIBHOIO U IMYHOCTHOTO PAa3BUTHS.

OK 5 Bnagers nH(MOpMalMOHHOW KyJIbTYpOHl, aHAJIM3UpPOBATh U OIEHUBATh MH(OPMALUIO C
WCTOJIb30BaHNEM HUH(OPMAITHOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIOTHHA.

OK 6 PaboTath B KOJJIEKTUBE U KOMaH[E, 3(p(PEeKTUBHO 0OIATHCS C KOJUIEraMH, PYKOBOJICTBOM,
MOTPEOUTEIISIMH.

OK 7 Bpath Ha ce0s1 OTBETCTBEHHOCTh 3a PabOTy WICHOB KOMAaHBI(TIOMYNHEHHBIX) , PE3YyIbTAT
BBITNIOJIHCHHUS 3aJaHUM.

OKS8 CamocTrosTenbHO ONpeAensaTh 3aadyd NpopEeCCHOHAIBHOTO M JIMYHOCTHOTO DPAa3BUTHSA,
3aHHUMAaTbCs caMO0OPa30BaHUEM, OCO3HAHHO IJIAHUPOBATh MOBBIILIEHHE KBATU(PHUKALIH.

OK 9 OpuentupoBaThCsi B YCIOBHUSAX YacTOM CMEHBI TEXHOJOTHH B TpodecCHOHAIbHON
NeSTEIbHOCTH.

[podeccuonansusie kommnetenuuu (I11K):

IIK 1.1 O6pabatbiBaTh NEpBUYHbBIE OyXTranTepPCKUE JOKYMEHTHI.

IIK 1.2 Pa3pabaThiBaTh U COTJIaCOBBIBATH C PYKOBOJCTBOM OpraHM3aIliy PaOOYHil IJIaH CYETOB
OyXTaJITEpCKOro y4yeTa OpraHu3aluu.

I1K 1.3 [IpoBoaUTH y4eT IEHEKHBIX CPEACTB, OQOPMIIATD ACHEKHbIE U KACCOBBIE JOKYMEHTHI.
IIK 1.4 ®opmupoBath OyxranTepckue MpOBOJIKU M0 yYETY UMYIIECTBAa OpraHU3aluyi Ha OCHOBE
pabouero miaHa c4eToB OyXrajaTepcKoro yJera.

[IK 2.1®opmupoBath Oyxraiarepckue MPOBOJKM IO Y4eTy HCTOYHHUKOB HMYILECTBA
OpraHM3alMy Ha OCHOBE paboyero IjiaHa CYETOB OyXTajaTepCKOro yyeTa.

[IK 2.2 BpINONHATH NOpPYYEHHUS PYKOBOJACTBA B COCTAaBE KOMMCCHHM II0O WHBEHTApU3ALUU
MMYILECTBA B MECTAX €r0 XPAHEHUSI.

IIK 2.3 OtpaxaTh B OyXTrajJTepCKUX IMPOBOJIKAX 3a4€T W CIHUCAHUE HEJOCTa4d IIEHHOCTEH IO
pe3ysbTaTaM UHBEHTApU3alUU.

1K 2.4 [IpoBoauTh NpoLEeaypbl UHBEHTapU3alUuN (PUHAHCOBBIX 00513aTELCTB OpPraHU3allu.

IIK 3.1 ®opmupoBaTh Oyxraiarepckue MpOBOJKH MO HAYMCIICHUIO U MEPEUHCICHUI0 HAJIOTOB U
cOOpOB B OIOJKETHI PA3JINYHBIX YPOBHEH.

[IK 3.2 OdopmisaTh miaTexHble JOKYMEHTHI JUIsl IEpEeYHCIIeHUs] HAJIOTOB U COOpOB B OIOIKET,

KOHTPOJIUPOBATH UX IMMPOXOKACHUC IO PACUCTHO-KACCOBBIM 0aHKOBCKUM Orcpanursam.



[IK 3.3®opmupoBarh Oyxranarepckue MPOBOAKH MO HAYUCICHHUIO U MEPEYUCICHHUIO CTPAXOBBIX
B3HOCOB BO BHEOIOKETHBIE (DOHIBI.

K 3.4 OdopmiaATh IJIaTeKHBIC TOKYMEHTHI Ha IEPEYHMCICHUS CTPAaXOBBIX B3HOCOB BO
BHEOIO/KETHbIE  (DOHIBI, KOHTPOIUPOBATH HUX MPOXOXKACHHE IO PACYETHO-KACCOBBIM
OaHKOBCKUM OIEpaIisiM.

[IK 4.10T1paxaTh HapacTalOIUM HTOTOM Ha CUeTax OyXTaJITePCKOro ydeTa WUMYIICCTBEHHOE U
(bMHAHCOBOE TOJIOKEHNUE OPTraHU3aIH, OMPEACIATh PE3yIbTaThl XO3IMCTBEHHOW NESITEIBHOCTH
3a OTYETHBIA MEPHUOI.

IIK 4.2 CocraBnsats Gpopmbl OyXraaTepckoil OTUETHOCTH B YCTAHOBJICHHBIC 3aKOHOIATEIHCTBOM
CPOKH.

[IK 4.3 CocTaBisaTh HAJIOTOBBIE IEKJIApALIMU IO HAJIOTaM U cOopam B OIOKET.

I1K 4.4 TIpoBoAWTH KOHTPOJIb M aHAIN3 WHPOPMAITUU 00 UMYIIECTBE U (PMHACOBOM TIOJIOKEHUHU

opraHusaluu, €€ IJIATEKECIIOCOOHOCTH U JOXOJHOCTH.

1.4. PexoMeHayeMoe KOJHYECTBO YACOB HA OCBOEHHE MPOrPaMM bl TU CLHUILIMHBI:
MaKCHUMaJIbHOW y4eOHOM Harpy3ku oOydaromierocs 48 4acoB, B TOM YHUCIIE:
00s13aTeNbHOM  ayqUTOPHONM Yy4eOHOU Harpy3ku oOyuaromerocs 32 daca, W3 HHUX
nabopatopHo-nipakTHdeckux 3ausaTuii 20 yacos

CaMOCTOSITEIbHOU paboThI oOyyaromierocss 16 gacos.

2. CTPYKTYPA U COAEP KAHUE YYEBHOU JUCHUIIJINHBI
2.1. O6beM y4eOHOI TMCUMILIMHBI M BUAbI y4e0HOI padoThI

Buj yuye6Hoii padoThI O6bem yacoB

MakcumaJjibHasi yueOHasi Harpy3ka (Bcero) 48
Oo6si3aTenbHas ayIMTOPHAs yueOHas Harpy3ka (Bcero) 32
B TOM YHCJIE:

MPAKTUYECKUE 3aHIATH 20
CamocTosiTejibHasi padoTa o0y4arouierocs (Bcero) 16
B TOM YHCJIE!
MIOATOTOBKA JTOKJIa10B 12
MIpe3eHTaIis MaTepuaa 4
Urorosas aTrectanus B popme audpepeHuupoBanHoro 3auera (4 cemectp)




2.2 Pe3yabTaThl 0CBOCHHS NMPO(ECCHOHATBHOI0 MOAYJIA

PGSYJII)TE[TOM OCBOCHHMH: IIPOTpaMMbI y‘l€6H0ﬁ JUCHHUIITIUHBI ABJIACTCS OBJIAJICHUC

obyuaromumucs npodeccuonabHbIMU (I1K) u 061mmmu (OK) komneTeHIusIMu:

Kon HaumeHnoBanue pe3ynpraTa 00y4deHHUs

I1K 1.1 | O6pabaTsiBatoT nepBUYHbBIE OYXTaITEPCKUE TOKYMEHTHI B IIOJTHOM 00BbEME

I1K 1.2 | Pa3pabarbIBaioT U COTJIACOBBIBAIOT C PYKOBOACTBOM OpTaHU3AIlMU paOOYHil 1aH
CYETOB OYXraJTepCcKOro y4era OpraHu3aIiy B TIOJTHOM 00beMe

TIK 1.3 | IIpoBoasAT y4eT JeHEXKHBIX CPEACTB, OPOPMIISIOT IEHEKHBIC U KACCOBBIC TOKYMEHTHI.
B [IOJTHOM OOBEME.

TIK 1.4 | ®opmupyroT OyxranTepckue TPOBOJKH IO YYeTy HMYIIECTBa OpraHM3allid Ha
OCHOBE pa0oyero MiaHa C4eTOB OYXralaTepcKOro y4eTa.

TIK 2.1 | ®opmupyroT OyxXrajrepckue TMPOBOAKH IO Yy4YETy MCTOYHUKOB HMYIIECTBA
OpraHM3alMy Ha OCHOBE paboyero IjiaHa CYETOB OyXTajaTepCKOro yJyeTa.

TIK 2.2 | BbInoaHAIOT MOpy4YEeHUs PYKOBOJCTBA B COCTaBE KOMHMCCHUU I10 WHBEHTapHU3ALMHU
MMYIIECTBA B MECTAX €r0 XPaHCHHUS.

I1K 2.3 | OtpaxatoT B OyXranTepCcKuX MPOBOJKAX 3a4eT U CIIUCAHUE HEJAOCTaud IIEHHOCTEH 1Mo
pe3yJbTaTaM MHBEHTAPU3AlWH.

I1K 2.4 | [IpoBoasT mpotieypbl UHBEHTapHU3aul (PUHAHCOBBIX 00s3aTEILCTB OpraHU3aLINH.

1K 3.1 | @opmupyroT Oyxraarepckue NpoBOJKH MO HAYKUCICHUIO U MEPEYUCICHUIO HAJIOTOB U
cOOpOB B OIO/KETHI PA3IMYHBIX YPOBHEH.

TIK 3.2 | Odbopmusitor miaTeXHbIE AOKYMEHTHI ISl TIEPEYUCIICHUS HAJIOTOB M COOpOB B
OIO/KET, KOHTPOJIMPYIOT HX MPOXOXKACHHE IO PacCUYeTHO-KACCOBBIM OaHKOBCKUM
onepauusM.

I1K 3.3 | @opmupytoT Oyxrantepckue NpoBOJIKH 110 HAYUCIECHUIO U IEPEUUCICHHUIO CTPAaXOBbIX
B3HOCOB BO BHEOIO)KETHBIE (DOH/IBI.

TIK 3.4 | Odopmusitor miiaTexHble AOKYMEHTHI Ha TEPEUYHUCICHHUS CTPaXOBBIX B3HOCOB BO
BHEOIOKETHBIE (DOHJIBI, KOHTPOJIHUPYIOT MX MPOXOXKJIECHHE MO PACUYETHO-KACCOBBIM
OAHKOBCKUM OIEpaIisiM.

I1K 4.1 | OTpaxkaroT HapacTarOIIUM UTOTOM Ha cyeTax OyXraJTepcKoro y4era MMYIIECTBEHHOE
1 (UHAHCOBOE TOJIOKEHUE OPTaHH3AINH, OMPEICIISIIOT PE3yIbTaThl X03SICTBCHHON
JEATENBHOCTH 32 OTYETHBIN MTEPUOLL.

I1K 4.2 | CocraBnsitor  Gopmbl ~ OyXTaJITepcKOM  OTYCTHOCTH B YCTaHOBIICHHBIC




3aKOHOAATCJIbCTBOM CPOKH.

I1K 4.3 | CocTaBisioT HaJIOTOBbIE JeKIapalliy M0 HajIoram u coopam B OFOJIKET.

11K 4.4 | IlpoBoasT KOHTpPOJAb W aHaiW3 HHpopManuu 00 wHMymeCcTBE M (UHAHCOBOM
MIOJIOKEHUN OpPTaHU3aINH, €€ MJIaTekKeCIIOCOOHOCTH U JOXOTHOCTH.

OK 1 1 TloHMMaT CyIIHOCTh M COIHMAIBHYI) 3HAYMMOCTHh CBOEH Oymymied mpodeccun,
MIPOSIBJISIIOT K HEM YCTOMYMBBIA HHTEpEC.

OK 2 Opra"mn30BBIBAIOT COOCTBEHHYIO [IE€ATEIBHOCTh, BBHIOMPAIOT THUIIOBBIE METOABI U
CHOCOOBI BBITOJIHEHUS MPO(ECCHOHANBHBIX 33/1a4, OIIEHUBAIOT MX (PPEKTUBHOCTD U
KaueCTBO.

OK 3 [IpuHMMAaIOT pelieHns B CTaHIAPTHBIX U HECTAHJAPTHBIX CUTYalUsIX U HECYT 3a HHUX
OTBETCTBEHHOCTb.

OK 4 OcCylecTBIAIOT TOUCK W  HCIOJIb30BaHME HMHQPOpMALUH, HEOOXOJUMOW s
3¢ (HEKTHBHOTO BBIOJIHEHUS TMPOPECCHOHANBHBIX 3a7a4, MPOPECCHOHATLHOTO U
JIMYHOCTHOT'O Pa3BUTHUS

OK 5 Hcnone3yror MH(POPMAIIMOHHO-KOMMYHUKAITUOHHBIE TEXHOJIOTUU B
npoeCCHOHATBEHON 1EATEIbHOCTH.

OK 6 PabGortator B KoOIekTHMBE W KOMaHae, A(DPEKTUBHO OOIIAIOTCA C KOJIJIETaMH,
PYKOBOACTBOM, IOTPEOUTEISIMHU.

OK 7 bepyr Ha cebs OTBETCTBEHHOCTh 3a palOTy UICHOB KOMAaHIBI(IMTOAYMHEHHBIX) |,
pe3yabTaT BBIIOJIHEHUS 3a/1aHUH.

OK 8§ CaMOCTOATENbHO ONpENeNsIoT 3afadyd  Npo(ecCHOHAIBHOTO U JIMYHOCTHOTO
pa3BUTHA, 3aHUMAIOTCS CaMOOOpa30BaHMEM, OCO3HAHHO IUIAHUPYIOT IOBBIIIEHHE
KBaJTM(PUKAIHAH.

OK 9 OpUEHTHPYIOTCS B YCJIOBHUSAX YacCTOM CMEHBI TEXHOJOTHH B MPOQeCcCHOHATHHOU

JACATCIIbHOCTH.
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2.2. TemaTn4yecKuil IJIaH U coAep:KaHUe YUeOHOM IMCUMINIMHBI « JloOKyMeHTalluOHHOe o0ecriedeHre yIpaBJIeHHs»

HaumenoBanue Conep:kanue y4e0OHOro MaTepuaJia, JJ1abopaTopHbie U NIPaKTHYECKHe padoThl, O0bem yacoB YpoBeHb
pa3/es0B U TeM OCBOCHHUS
CaMOCTOSITEJIbHAS PA00Ta 00YYAIINNXCH
1 2 3 4
Paznea 1.
Crocoobl 18 1,2
AOKYMEHTHPOBaHUS
Tema 1.1 [Tonsitue o nokymente. Mudopmarus u qokymeHt. Poias nabopmarmu B coruaibHO- 2
JIOKyMEHT i CrIocoOBI SKOHOMMYECKUX nporeccax. OenepanbHblil 3akoH «O06 HHPOpMaIUK, HHOOPMATHU3ALMH U
JOKYMEHTUPOBaHUS
3amre uHGopmanuny. Oyakiun qokymenTa .OCHOBHBIE CIIOCOOBI TOKyMEHTHPOBAHUSI.
Marepuanpable HocuTean nHpopmarmu. TekcToBble, rpaduyeckue, MAITHHOYUTAEMbIE
JOKYMEHTHL. BiiMsiHE HAay4HO-TEXHUYECKOIO NMPOrpecca Ha JOKYMEHT U JOKYMEHTUPOBAHHE.
[Ipaktnueckoe 3anstue Ne 1: Z
OCHOBHBIE NPAaBUIIA JOKYMEHTUPOBAHMUS.
Tema 1.2 VYaudukanus wu cra#paprtuszanus. lloHsTHE «cHcTeMa JIOKyMEHTALlMH, €€ IPH3HAKH.
OyHKIMOHAIBHBIE W OTpACIEBbIE CUCTEMBbI JOKyMeHTauuu. [loHsiTHE «yHUUIIMpOBaHHAS 2
Yaudukanus u YHII p AOKYM H ynuuuyp
CTaHJapTU3aLUs cuctemMa  AokymeHTauum». CocTaB  yHHU(PHUIMPOBAHHBIX  CHUCTEM  JOKYMEHTAIIUH:
JTOKYMEHTOB.
OpraHN3alMOHHO-PACTIOPSAIUTEIbHAS, OTYETHO-CTATUCTUYECKAs, ¢uHaHCOBas.
lNocynapcTBeHHble CTaHIApThl HAa YHU(PUIMPOBAHHBIE CHCTEMbI JOKyMeHTauuu. Ilonsarus:
PEKBU3UT, (GOPMYIAp IOKYMEHTa, THIOBOW (opmynsp, dopmynsp-obpasen, Tabenb dopm
JIOKYMEHTOB.
2

[IpakTueckoe 3anstue Ne 2:

Knaccudukanus 10KyMeHTOB.
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CamocrosrenbHas padota Ne 1(moAaroroBka 10kiana)

OdopmieHue pacropsIUTeNIbHBIX JOKYMEHTOB

Tema 1.3

CtpykTypa U cocTaB
JIOKYMEHTOB

Xapakrepuctuka, coctas u conepxkanue ['OCT P 6.30 — 2003. YHuduimpoBaHHbIE CHCTEMBI
JOKyMEHTAIuu. Y HU(UIIMPOBAHHASA CUCTEMA OPTaHU3allMOHHO-PACTIOPSIIUTEIHHON

nokymeHTanuu. TpeboBanus Kk opopMiieHUI0 TOKyMeHTOB. Dopmyisip-oopazer; OP/I.

[IpakTueckoe 3anstue Ne 3:

Odopmnenune HopMaTuBHBIX T0KyMeHTOB Y COPJ]

[IpakTueckoe 3anstue Ne 4:

Odopmiienue pemeHus, ykazaHus

CamocrosrenpHas padora Ne 2(oaroToBka 10KjIana)

yHI/I(I)I/IKaI_II/IH " CTaHAapTHU3allUA JOKYMCHTOB

[TpakTyeckoe 3ansitue Ne 5.
OcHOBHBIE TPYIIIIbI OPraHU3alMOHHO-TIPABOBBIX JOKYMEHTOB. OdopmieHue

OpTraHU3allMOHHO-TIPABOBLIX TOKYMCHTOB.

1,2

[IpaxTueckoe 3anstue Ne 6:

Amnanu3s u oopMIIEHHUE TTOJI0KEHUS 00 OpraHU3aluu
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CamocrosrenbHas padota Ne 3(moAroToBka J10KJ1ajaa)

HopmartuBHo-metoanueckoe odecneuenue JJOY.

Pazpnea 2. O0BeM yacoB YpoBeHb
HNudpopmanuoHnbie U OCBOEHHUS
KOMMYHHUKAI[HOHHbIE 14
TeXHOJIOTHH B
J1eJ10NIPOU3BO/ICTBE

Tema 2.1 OcHOBHbBIE TPUHIMIIEI U MeTOABI. CBONCTBA MH(OPMAIIMOHHBIX 1 KOMMYHHMKAIIMOHHBIX
Mu(opmauuoHHble X | texHonOrmii, X s dexTUBHOCTD. OpraHu3anus JEeKTPOHHOro oduca. 2 1,2
KOMMYHHKAIIMOHHbIE
TEXHONOTTN B ABToMaTtu3upoBaHHble paboune mecta(APM), ux joKanbHbIE U OTPACIEBBIE CETH.
ACIOIPOU3BOACTBC [TpuxnagHoe nporpaMMHoe obecrieueHre B THPOPMaMOHHbIX pecypcax. VMcnonb3oBaHue
MH(POPMALMOHHBIX CHCTEM B JICJIONPOU3BOICTBE, aBTOMATH3AIHUs BBO/IA JJOKYyMEHTOB, paboTa
C IOKyMEHTaMHU B TEKCTOBOM, TaOJIMYHOM peAakTope. XpaHEHUE U MOUCK JOKYMEHTOB.
Hcnonb30BaHNE TEIEKOMMYHUKAITMOHHBIX TEXHOJIOTUH B 3JIEKTPOHHOM JJOKYMEHTOO0O0pOTE.
IIpaktuueckoe 3ansatue Ne 7: 2 12
k)
Odopmiienne nHpOPMAIIIOHHO-CIIPABOYHBIX JJOKYMEHTOB.
CamocrositensHas padota Ne 4(mmoaroToBka JoKIaaa) 3
[Iporpammuoe o6ecrieuenue JJOY.
O0neM yacoB | YpoBeHb
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OCBOCHUSHA

Tema 2.2

Opranuzanus paboTsl C
JIOKyMEHTaMU

CtpykTypa 1 GyHKINHU CITYKO JTOKYMEHTAIMOHHOTO 00ECTICUeHHsI YIIPaBICHUS.
JlOIKHOCTHBIE HHCTPYKIUH COTPYIHUKOB CIYXO0. MIHCTPYKIHS 110 TOKYMEHTAIMOHHOMY
obecnieueHuto ynpasiaeHus. Opranuszanus padboThl ¢ HOCTYNAIOIIUMU TOKYMEHTAMMU:
perucTpanys, paCCMOTPEHUE TOKYMEHTOB PYKOBOJACTBOM OpraHU3aluy UX UCIIOJTHCHUE.

OTnpaBka UCXOAIIMX JOKYMEHTOB. [lepenaya 1OKyMEHTOB BHYTPH OpTaHU3AIIUH.

KOHTpOJ'II) HCITIOJITHCHUA JOKYMCHTOB. Cuctema ABTOMATH3UPOBAHHOI'O KOHTPOJIA

HCIIOJIHCHUA JOKYMCHTOB.

1,2

IIpakTueckoe 3ansatue Ne §8:

OdopmieHne akTa, CIpaBKH.

[IpaxkTrueckoe 3anarue Ne 9.

OdopmiieHre NpoTOKOJIOB.

CamocrositensHas padbora Ne 5.(Tipe3eHTarus MaTepuaia)

Buner cimyeOHBIX TUCEM U HX OCOOCHHOCTH.

Tema 2.3

CucreMarus3aims
JIOKYMEHTOB U MpaBuiIa
UX XpaHCHUs

CI/ICTeMaTI/I3aHI/IH JOKYMCHTOB 1 UX XpaHCHHC. HOMGHKJ'IaTypa JCJI U €€ BUBI.

IIpaBuna xpaneHus 10KyMeHTOB. IlonaroroBka fen k caade B apxuB. Bujsl apxuBos.

1,2
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IIpakTueckoe 3anarue Ne 10:

OdopmiieHre HOMEHKIIATyphI Jell.

JupdepeHnpoBaHHbIIn
3a4yeT

HuddepernupoBanHblii 3aueT

BCET'O

78
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3. YCJOBUSI PEAJIM3AIIMU YYEBHOM JUCIHUIIJIAHBI
3.1. TpeGoBaHusI K MUHUMAJLHOMY MATEPUAJIBLHO-TEXHUYECKOMY 00ecredeHn 10
Peanuzanus yueOHOI TUCHUIUIMHBI TpeOyeT Hanuuusl ydyeOHoro kabunera «CoruanbHO-

SKOHOMMYECKUX JUCIUTIINH

O6opynoBanue yueOHOTO KaOHUHETA:
— MOCaJI0YHbIE MECTA MO KOJIUYECTBY 00yUaAIOIINXCS;
— pabodee MeCTO MPEnoaBaTes;
_ 00pa3Iisl JOKYMEHTOB T10 JEIONPOU3BO/ICTBY;
— y4eOHbBIC U METOJANYECKUE TTOCOOUS TI0 IETTOTIPOU3BOJICTBY;
- IPaKTUIECKUE PaOOTHI MO ICTONPOU3BOJICTBY

TexHu4yeckue cpeacTBa O0yICHHUS :
— TIEPCOHAIIHBIH KOMIBIOTEP C JIMICH3UOHHBIM IPOTPAaMMHBIM  OOCECIIEYCHHEM H

MYJIBTUMEANATPOEKTOP

3.2. UnopmannoHHoe odecriedyeHue 00yUYeHUust

IlepeyeHb pexkoMeHAyeMbIX YyueOHbIX H3AaHUil, UHTepHET-pecypcoB, TONMOJTHUTEIbHOMN
JIUTEPATypbl

HopmatuBHO-TIpaBOBBIE aKThI:

1 ®enepanbublii 3akoH «O06 uHpOpManuu, nHGOpMaTU3aMKU U 3auTe UHGOpManun» oT 20
despansa 1995t

2 Ilocranosnenue [IpaBurensctBa Poccuiickoit ®enepaunu ot 03.03.1993r. Ne 191 «O nopsake
BEJJOMCTBEHHOI'O XpaHEHMsI IOKYMEHTOB M OPraHU3alUU UX B JEJIOIPOU3BOJCTBEY.

3TOCT P 6.30 -2003. YC]I. YauduuupoBaHHasi cucTeMa OpraHU3alliOHHO-PaCIOPSAUTEIbHOM
nokymeHTaruu. TpeboBanus K opopMieHuIo ToKyMeHToB. — M.: W3n-Bo ctangaptos , 2003.

4 TocynmapcTBeHHass CHUCTEMa JOKYMEHTAIIMOHHOTO oOecriedeHus ympapienus. OoOmue
TpeOOBaHUS K JOKyMEHTaM U CIyK0aM JOKYMEHTAI[HOHHOTO OOECTeYeHHsl YIpaBlIeHHs.- M.:
I'maBapxus CCCP , 1991.

5 TunoBas WHCTPYKIMUS IO BEICHUIO JEJIONPOU3BOACTBA B MHUHUCTEPCTBAX M BEIOMCTBAX
Poccuiickoit ®enepanuu. — M.: BHUNJIA/L, 1994.

OcHoBHasi IuTEpaTypa:

1 Opranuzanus paboTel ¢ JOKyMeHTamu: yueOHUK/ mop pen. npod. B.A. Kyapsesa - M.:
HNudpa-M, 2011.

2 ITmenko B.A. JlokyMeHTaIlMOHHOE OOECIIeYeHUE yNpaBICHHs (IeTOMPOU3BOACTBO): yIeOHOE

nocobue. — M.: ®opym — Mupa- M, 2012.
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3 Pymbiauna I'.b. [JlokymeHTanmoHHoe oOecrieyeHHe yrpaBieHHs: yuyeOHoe mocobue — M.:

®opym — Undpa —M, 2014.

4. KOHTPOJIb U OIIEHKA PE3YJIbTATOB OCBOEHHS YYEFHON
JUCHUIIJINHBI

KoHTposib W oOlleHKa pe3yabTaToB OCBOCHUS Yy4YeOHOW JHUCIUIUIMHBI OCYIECTBISETCS
IperoiaBaTesieM B IpoIecce MPOBEACHUS MPAKTUYECKHX 3aHATHH M JabopaTOpHBIX padoT,
TECTUPOBAHUS, a TAKXKE BBIMOJHEHHUS OOYyYaIOUIMMUCS WHAMBHUIYaJIbHBIX 33JaHHUM, MPOEKTOB,
HUCCIIEIOBAHUMN.
Texymmii KOHTPOJIb TIPOBOJUTCS B (JOPME YCTHOTO OMPOCAa M TECTHPOBAHUS, MPOBEPOUHBIX U
IPAaKTHYECKUX padoT.
[IpomexxyTouHasi arrecTanusi MPOBOAMTCS B (hopMe KOHTposbHOW AuddepeHInpoBaHHOTO
3ayera.

Kputepun ouneHuBaHus YCTHOIO onpoca

OTmerka «5»: OTBET IOJNHBIA W INPABWIBHBIA HAa OCHOBAHMHM W3YYEHHBIX TEOPHIL;
MaTepual H3JI0KEH B ONPEIEICHHOM JIOTUYECKOM IIOCICAOBAaTEIBHOCTH, JIMTEPATYPHBIM

SI3BIKOM: OTBET CAaMOCTOSTEIbHBII.

OTMeTKa «4». OTBET NOJHBIA U HpaBHJ’IBHBIfI Ha OCHOBAaHHHU H3YUYCHHBIX Teopnﬁ;
MaTepHaJl U3JIOKCH B OHpeHeHCHHOﬁ JIOTUYECKOM MOoCJICAOBATCIIBHOCTH, IIPU 3TOM JOIMYHICHBI

ABC-TPU HECYIICCTBCHHBIC OHII/I6KI/I, HCIIPaBJICHHBIC 11O Tpe6OBaHI/IIO YUUTECIIA.

Otrmerka «3»: OTBET HOHHLIﬁ, HO IIPpHU 3TOM AO0NIIyHi€Ha CYHICCTBCHHAsA OI_HI/I6Ka, NI

HEIIOJIHEIN, HeCBA3HBIMN.

OrMeTrka «2»: Tpu OTBeTe OOHAPYKEHO HEMOHMMAaHWE Y4YallUMCS OCHOBHOTO
cojiepKaHus yueOHOTro MaTepualia Uiu JOMYIIEHbI CYIIECTBEHHBIE OMUOKH, KOTOPBIE yJaIuiics

HC CMOT" UCIIPABUTDL IMPU HABOAANINUX BOIMMPOCAX YUUTCIIA.

OtMmeTtka «1»: OTCYTCTBHE OTBETA.

Kpurepun oneHuBanus NpoBepoYHO padoThI
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Ormerka «5» craBUTCS, eciH: paboTa BBINOJHEHA TMOJHOCTHIO; B JIOTHYECKHX
pacCyXIeHUAX U OOOCHOBAaHUHU PEIICHUS HET MPOOETOB U OMMOOK; B PEIICHUH HET OMIMOOK
(BO3MOXHA OJTHA HETOYHOCTb, OMHCKA, HE SBISAIONIASCS CJIEACTBUEM HE3HAHUS WU HEMo-

HUMaHHUs y4eOHOr0 MaTepuaa).

OtMeTKa «4» CTaBUTCS, eCiu: paboTa BBIOJIHEHA TOJHOCTHIO, HO 000CHOBAHUS IIArOB
peIIeHHs HeJJOCTATOYHBI (€CJIM YMEHHE 000CHOBBIBAThH PACCYKIIEHHUS HE SBISUIOCH CIIEIUATbHBIM
00BEKTOM IPOBEPKH); AOIYIEHA OJIHA OIMIMOKA WM JBA-TPU HEJ0UETa B BBIKIAJAKAX, PUCYHKAX,
yeprexkax Wik rpadukax (eciam 3TH BHUIBI pabOThl HE SBISUIUCH CIEIHUATBLHBIM OO0BEKTOM

IIPOBEPKH).

OT1meTka «3» CTaBUTCS, €CIIU: NOMYIICHBI 00Jiee OHOM OMMOKH WK 0oJjiee TBYX-Tpex
HEJI0YETOB B BBIKJIAJIKAX, YepTekaxX WK Tpadukax, HO 00yJaromuiics BIaJeeT 00sS3aTeIbHBIMU

YMEHMSAMH I10 IPOBEPSIEMOM TEME.

OtmeTKa «2» CTaBUTCS, €CIU: JOMYLIEHBI CYIIECTBEHHbIC OUIMOKH, MOKa3aBILUE, YTO

O6yanOHlHﬁCH HC BJIaACCT 00s13aTeNLHBIMA YMCHUAMHU 110 HaHHOﬁ TEME B IIOJTHOM MEpC.

OtMeTKa «1» CTaBUTCA, CCJIIN: pa60Ta IMoKa3ajia MOJIHOC OTCYTCTBUC Y 06yqa101ueroc>1
00s3aTENbHBIX 3HAHUH H YMCHI/Iﬁ 110 HpOBepHCMOﬁ TEMC HWJIN 3HA4YUTCIbHAas1 4acCTbhb pa6OTBI

BBITIOJIHEHA HE CaMOCTOATCIIBHO.

KpuTepnn OIICHUBAHUA THIAKTHYIECCKOIO TECTA

KoauyecTBo HaOpaHHBIX 0aJ1710B OTMeTKa IO NATHOAJILHOM HIKaJe
0-36 2
37 - 66 3
6777 4
77 —-100 5

5. KOMIVIEKT KOHTPOJIBHO-OHEHOYHbBIX CPEJCTB (KOC)
B xommiektr KOC a1 mpoBefieHust TEKYHIErOo KOHTPOJIS BKIKOYAIOTCS:
a) [IpumepHbIii mepedeHb BOMPOCOB ISl coOeceI0BaHus 10 TEMaM:
- YHudukanus u cTanaapTU3aius J0KyMEHTOB

- Knaccugukanus 10KkyMeHTOB

- UndopmannonHble 1 KOMMYHUKallMOHHBIE TeXHOJIOTUU B JIOY
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- KoHTpons ucnonHeHns TOKyMEHTOB

0) [IpumepHas TemMaTHKa M COICPKAHUE KOHTPOJIBHBIX PabOT IO TeMaM:
- «T'OCT P.30 - 2003»

- YHu(UKaMs 1 TAIU3AIUsA JOKYMEHTOB

- Opranuzanus padoThl ¢ JOKYMCHTAMH.

- PacniopsiaurenpHble TOKYMEHTBI
- UndopmaninoHHO-cripaBOYHbIE JJOKYMEHTHI
- Oprann3anoOHHO-IIPABOBBIE TOKYMEHTBI

B) TecToBble 3a1aHUs 110 TEMaM

- OpraHu3alOHHO-TIPaBOBbIC TIOKYMEHTBI
- PacniopsiiutenbHble JOKYMEHTEI
- UndpopmannoHHO-CIIpaBOYHbIE JOKYMEHTHI
- [IpaBuia opopmiieHHsI TOKYMEHTOB

B kommuiexkt KOC s mpoBeieHus: IpOMEXKYTOYHON aTTECTALMK BKIIIOYAIOTCS

BONPOCHI K TU(PEepeHIUPOBAHHOMY 3a4ETy:

=

[lonsTHe 1 BUABI AOKYMEHTA.
OTamnsl pa3BUTHS 1€JIONPON3BOACTBA B Poccun.
YHudukanus u craHAapTH3aIKs JOKYyMEHTOB.
TpeboBanus kK 0HOpMIICHUIO PEKBU3HUTOB.
[TpaBuna opopmieHHs pacopsIUTEIbHBIX JOKYMEHTOB.
[TpaBuna odopmiaeHus nHPOPMALIMOHHBIX JOKYMEHTOB.
[TpaBuna oopmiieHns: OpraHU3aMOHHO- TPABOBBIX JTOKYMEHTOB.
[onstue , dpynkunu u otnenst cayxosr JOY.
HopmaTtuBHBIE TOKYMEHTBI POCCHUCKOTO 1E€JIONPOU3BOICTBA.
. IloHsiTHEe JOKYMEHTOOOO0POTa MPEAPUATHS.

© o N AN

N
= O

. Opranuszanys nprema rnocTynarmmmux JOKyMEHTOB.
. Opranu3zanus paccCMOTPEHUS JOKYMEHTOB.

e e
w N

. Perucrpanus JOKyMEeHTOB.

. KOHTpOJIb NCIIOSTHEHUS TOKYMEHTOB.

. OTnpaBKa UCXOIAIUX JOKYMEHTOB.

. TpeGoBaHus K OpraHU3alvu XpaHEHUs] UCIIOJHEHHBIX T0KyMeHTOB. HoMeHknarypa nen.

N
~N o o

. @opMupoBaHue 1€l B 1EJI0MPOU3BOJICTBE.

[EEN
[o0)

. 3KCH€pTI/I3a HCHHOCTU NJOKYMCHTOB.

[HEN
O

. [lonroToBKa Aen K apXMBHOMY XPaHEHUIO.
. OcHOBHBIE MOHATHUSL 00 APXUBHOM XPaHEHUU.
. IloHsTHE O MOKYMEHTE U c1oco0ax T0KyMEHTHPOBAHHUSI.

NN DN
N - O

. IIpy3HaKu U CTPyKTypa JTOKYMEHTA.

(DOI)MLI U MCETOAbI KOHTPOJISI M OUHCHKH PEC3YJIbTAaTOB O6y‘leHI/I${ JOJIKHBI
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NO3BOJIATh HPOBEPATH Y 06yqa}oumx05{ HEC TOJIBKO C(I)OpMI/IpOBaHHOCTB HpO(l)eCCI/IOHaHBHHX

KOMIICTCHITHM,

YMEHHH.

HO ® pa3BUTHE OOMMX KOMIIETCHIIMH M OOCCTICYMBAIONINX WX 3HAHUH

Pe3ysibTaThl 00yYeHHs OcHoBHbBIE NOKA3aTeIU OLEHKHU ®opmbl 1
(ocBOEHHBbIE YMEHHUS, yCBOEHHbIE pe3yJibTara MeTObI
3nanus, OK, IIK) KOHTPOJIS U
OLIEHKH
pe3yJIbTaToB
o0yueHus
YMers: YcTHbIl
-0pOpMIIATH JOKYMEHTAIUIO B | -0QOpPMIIIIOT  JIOKYMEHTAIIMIO B | OTPOC
JIOKYMEHTAIIMOHHOM o0ecrieueHN! | JOKYMEHTAIMOHHOM  00ecre4eHuHn
yIIpaBICHUN B COOTBETCTBUH C | ynpaBJIeHHMM B COOTBETCTBHUH C | Bompockr
HOpPMaTUBHOU 6a3oi, UCTOJB3Ysl | HOpMAaTUBHOW  0a30H, uUCHONb3ys | coOeceoBaHH
MH(GOPMALIMOHHBIE TEXHOJIOTUH; MH(GOPMaLIMOHHBIE TEXHOJIOTUH; s
-OCYIIECTBIIATh aBTOMATH3AIMIO | -~OCYILECTBISAIOT aBTOMaTHU3AIIHIO
00pabOTKH JJOKYMEHTOB; 00pabOTKH JOKYMEHTOB;
-yHUDUITUPOBATH CUCTEMBI | -yHU(DULIUPYIOT CUCTEMBI
JIOKyMEHTalUU; JIOKyMEHTaIUH;
-OCYIIECTBIATh ~ XpaHEHWE M  IOMCK | -OCYIIECTBISIOT XpPaHEHHUE U TOUCK
JIOKYMEHTOB; JIOKYMEHTOB;
- UCTIOJIb30BaTh TEJICKOMMYHUKALMOHHBIE | -MCIIOJIB3YIOT
TEXHOJIOTHH B 3JIEKTPOHHOM | TE€JIEKOMMYHUKAIIMOHHbBIE
JIOKYMEHTO000pOTE. TEXHOJIOTUHU B 3JIEKTPOHHOM
JIOKYMEHTOO000POTE.
3HaTh : 3HaroT:
-TIOHSTHE, (15 u 3a/1auMl | TIOHATHE, 1enu u 3a1aumn
JOKYMEHTAITHOHHOTO oOecrnieueHust | TOKYMEHTAallMOHHOTO  obecrieueHus | Bormpocsr
yIpaBICHHUS; yIpaBJICHUS; cobece10BaHU
-OCHOBHBIE TIOHATHSI JOKYMEHTAIIMOHHOTO | ~-OCHOBHEBIC TIOHSTHS | 5
o0ecrieueHHs yIpaBiICHUS ; JOKYMEHTAIMOHHOI'O  00ecreueHus
-CUCTEMBI JIOKYMEHTAIMOHHOTO | yIIPaBIICHUS YcTHBIH
o0ecrieueHus yIpaBiIeHUS; -CHUCTEMBbI JOKYMEHTALMOHHOTO | OIpPOC
- KJ1TacCU(UKALIHIO TOKYMEHTOB; oOecrieueHHs yrpaBiIeHHS;
-Tpe0OBaHuUs K COCTaBJICHUIO U | - KJaccu(UKALUIO TOKYMEHTOB; CamocrosTens
0(OPMIICHHUIO TIOKYMEHTOB; -TpeOOBaHUs K COCTaBJIICHMIO U | Has pabota
-OpraHU3aInIo JOKYMEHTO0000poTa: | 0(OPMIICHUIO TOKYMEHTOB;
npueM , o0paboTka, perucTpamus, | -OpraHu3amnui JTOKYMEHTO000pOTa:
KOHTPOJIb, XpaHeHue JOKYMEHTOB, | IpueM , oO0paboTKa, perucTpanms,
HOMEHKJIaTypa Jiell. KOHTpPOJIb, XpaHEHHE JOKYMEHTOB,
HOMEHKJIaTypa
[IpakTryeckas
OK1 Ilonumats cymHocTh U conpanbHyto | IloHnmaror CYILIHOCTb u | pabora
3HAYMMOCTh CBOEH Oyaymied mpodeccuu, | CONMaIbHyl0  3HAYUMOCTh  CBOCH

20




MPOSIBIIATH K HEW YCTOMYMBBIA HHTEPEC.

OK2  OpranuzoBbiBaTh  COOCTBEHHYIO
NeSITENBHOCTD, BBIOUpATH TUTIOBBIE
METOABI n CITIOCOOBI BBITIOJTHCHUA
npoecCHOHANBHBIX 3a]a4, OIICHUBATh MX
3 PEeKTUBHOCTD U KAYECTBO.

OK3 [TpuanmaTh
CTaH/ApTHBIX u
CUTYaIUsIX u
OTBETCTBEHHOCTb.
OK4 OcyniecTBIATh
UCIIOJIb30BAaHUE uH(pOpMauy,
HEOOXOANMOI IUIA 3¢ pexTHBHOTO
BBINIOJIHEHHST TPO(PECCHOHANBHBIX 3ajad,
npohecCHOHAIBHOTO W JTUYHOCTHOTO
pa3BUTHS.

OK5 Bnaners nH()OpMaAITMOHHOM
KYJIbTYpOH, aHAJIM3UPOBaTh U OLIEHUBATh
uHbOpMaIHIO C HCIOJIb30BaHUEM
UH(POPMALMOHHO-KOMMYHHUKAITHOHHBIX
TEXHOJIOTH.

OK6 PaboraTh B KOJJIEKTHBE M KOMAaHJE,
¢ dexTrBHO 0OMmATHCS € KOJUIETaMH,
PYKOBOACTBOM, IOTPEOUTEISIMHU.

OK 7 Bpatp Ha cebst OTBETCTBEHHOCTD 3a
paboTy 4IeHOB KOMaH/IbI(ITOJYMHEHHBIX) ,
pe3ynbTaT BBIOIHEHUS 3a/IaHUH.

perieHus B
HECTaHJaPTHBIX
HECTH 3a HUX

ITOUCK u

OK8 CamocToATENbHO ONpeaesaTh 3a1a41
npo(eCCHOHAIBHOTO W JTIUYHOCTHOTO
pa3BHUTHUSA, 3aHUMATBCS
caM0o00pa3oBaHHEM, OCO3HAHHO
TUTAHUPOBATH MOBBIIICHUE KBATH(DUKAIIH.

OK9 OpueHntupoBaTbCcs B  YCIOBHSIX
4acTou CMEHBI TEXHOJIOTHI1 B
npohecCHOHAEHOM e TEbHOCTH.

Oynymel mnpodeccuu, MPOSIBIATh K
HEW yCTOMYUBBIN UHTEPEC.
Opranu3oBbIBAIOT COOCTBEHHYIO
NEeSATENbHOCTh, BBIOMPAIOT THIIOBBIC
METOJII M CHOCOOBI  BBITIOJTHCHHS
npohecCroHAIBHBIX 3a1ad,
OIICHUBAIOT UX APPEKTUBHOCTh H
KaueCTBO.
[IpuanmaroT
CTaHJAPTHBIX |
CUTyallusix |
OTBETCTBEHHOCTb.
OcCymecTBISIIOT TOUCK u
UCTIONIb30BaHUE uHpOpMAaIInH,
HeoOXxomuMol 111 3 deKTHBHOTO
BBITIOJTHCHHSI npodeccuoHaTBHBIX
3azad, npoheccruoHalIbHOTO u
JTUYHOCTHOTO PAa3BUTHSL.

Bnaneror HH()OPMAITMOHHOM
KYJIbTYpOH, AHAIU3UPYIOT u
OILICHUBAIOT uHbOpMaIIHIO c
UCIIONIb30BaHWEM HWH(POPMAIMOHHO-
KOMMYHUKAIIMOHHBIX TEXHOJIOTUH.
PaboTtaroT B KOJJIEKTHUBE U KOMAaHJE,
3¢ (HeKTUBHO 00IIATHCS C KOJUIETaMH,
PYKOBOJICTBOM, ITOTPEOUTEIISIMHU.
bepyr Ha cebs OTBETCTBEHHOCTH 3a
paboty YJICHOB
KOMaHAbI(TIOJYMHEHHBIX) , pe3ybTaT
BBITIOJTHEHHUS 33 TaHUM.
CaMocToATEIHHO OTIPEICIISIOT
3aaud  Opo(ecCHOHATBLHOTO |
JUYHOCTHOTO Pa3BUTHS, 3aHUMAIOTCS
caMo0o0Opa3oBaHUEM, OCO3HAHHO
TUTAHUPYIOT MOBBILIICHUE
KBaTH(pUKALIHAH.

OpHEeHTUPYIOTCS B YCIOBHSX YaCTOM
CMEHBI TEXHOJIOTHI B
npohecCHOHABHOM e TENBHOCTH.

pelieHus B
HECTaHJAPTHBIX
HECYyT 3a  HHUX

CaMocCTOsTEID
Has
pabota

[IK1.1 OO6pabatbiBaTh
OyXxraiarepckue TOKYMEHTBHI.

MCPBUYHBIC

[1IK 1.2 Pa3pabarpiBaTh ¥ COTJIACOBBIBATH
C PYKOBOJICTBOM OpraHH3aluu padounii
IUIAH CYETOB OyXTalnTepCcKOro  ydera
OpraHu3aluy.

I1K1.3

IIpoBOaUTH JIEHEXKHBIX

ydeT

Ob6pabatsiBaroT MIEPBUYHBIC
OyXxranTepckue JOKYMEHTBL.

Pa3pabaTbIBaloT U COIJIACOBBIBAIOT C
PYKOBOJICTBOM OpraHu3aIuu
pabounii IU1aH CUYETOB
OyXTraJITepCKOTO yueTa OpraHH3aIHH.

[TpoBOJAT yde€T NEHEKHBIX CPEJACTB,

[IpakTnueckas
pabora

Bompocsr
Huddepen-
IIIPOBAHHOTO
3auera
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cpencts, ohopMmIIATh  JCHEXKHBIE U
KAaCCOBBIE JJOKYMEHTBI.

[IK1.4 ®opmupoBarh Oyxrantepckue
OPOBOJAKM IO  Y4eTy  HUMYIIECTBa
OpraHu3alui HAa OCHOBE pabodvero IuiaHa
CYETOB OYyXrajJTEepCKOTO yJera.

[1K2.1dopmupoBaTh Oyxranrepckue
IPOBOAKK IO  Yy4€Ty  HCTOYHUKOB
UMYIIECTBA OpTaHWU3allMl Ha OCHOBE
pabodero miaHa CYeTOB OYyXTraJTepcKOro

yuera.

[1K2.2 Brimonuars MOPYYCHUS
PYKOBOJACTBA B COCTaBE KOMMCCHU IIO
WHBEHTApU3allMl HMMYIIECTBA B MecTax
€ro XpaHEeHUs.

I[IK 2.3 Ortpaxarb B OyXraarepckux
IPOBOJIKAX 3a4eT M CIHCAHWE HEIOCTA4n

LIEHHOCTEN 1o pe3yibTaTam
WHBEHTApU3AIUH.

TIK 2.4 [IpoBoauth pOLETYpPbI
WHBEHTApU3AIUU (UHAHCOBBIX

0053aTeNLCTB OpraHU3aluu.

I[IK 3.1 ®opmupoBaTh Oyxraiarepckue
IPOBOJIKU 1o HA4YKCIICHUIO U
NEepeUYMCICHUI0O HAJOroB U cOOpOB B
OI0KEThI pa3IMYHbIX YPOBHEH.

[1K3.2 OdopmisaTh IJIaTEKHbBIC
JIOKYMEHTBI JJIsl IEPEUUCIICHUS] HAJIOTOB U
cOOpoB B OIOMKET, KOHTPOJIUPOBATH HX
OPOXOXKICHUE [0 PacYeTHO-KACCOBBIM
0aHKOBCKUM OTIE€paIisM.

[IK3.3®opmupoBath OyxranTepckue
HPOBOJIKU o HAYUCIICHUIO U
HEPEUUCICHUIO CTPaXOBBIX B3HOCOB BO
BHEOIOKETHBIE (DOH/IBL.

[1K3.4 Odopmisate IJIaTEKHBIE
JOKYMEHTBI Ha MEPEUNCIICHUS CTPAaXOBBIX
B3HOCOB BO BHEOIO/KETHbIE (OHBI,
KOHTPOJMPOBAaTh HMX IPOXOXKICHUE II0
pacyeTHO-KaCCOBBIM OaHKOBCKUM
OTICPALIHSIM.

IIK 4.10T1paxkatb HapacTalIIMM HTOTOM

O(QOPMIISIIOT JICHEKHBIE U KaCCOBBIC
JIOKYMEHTBI.

dopmupyroT Oyxranrepckue
MMPOBOJAKH II0 YYCTy HMYHIECTBA
OpraHu3allid Ha OCHOBE paboyero
IUIaHa CYETOB OyXTralTepPCKOro yduera.

dopMUpyIOT OyXTalITepCcKue
MPOBOAKK IO Y4YeTy HCTOYHUKOB
UMYIIECTBA OpPTaHU3allMM Ha OCHOBE
pabodero IaHa CYETOB
OyXTaJITEPCKOTO y4eTa.

Bemonnstor MOpy4eHUs
PYKOBOZICTBAa B COCTaBE KOMUCCUU T10
WHBEHTapu3allil  HUMYILIEeCTBa B
MECTax €ro XpaHeHwusl.

Otpaxator B OyXTraJlTepCKUX
MpOBOJKAX 3a4e€T U  CIHCAaHue
HeJI0CTauu LEHHOCTEN o

pe3yiibTaTaM MHBCHTAPHU3allhU.

[IpoBoasar MPOLIEIYpPbI
WHBEHTAapU3AIUU (UHAHCOBBIX
00513aTeNbCTB OPraHU3AIIIH.

DopMHUpYIOT Oyxrantepckue
IPOBOAKM IO  HA4YUCIECHHIO U
NEePEeUYMCICHUIO HAJIoroB U cOOpOB B
OIO)KEThI Pa3INYHbIX YPOBHEH.

OdopmsioT muaTexHbIe TOKYMEHTBI
JUIS TIEPEYUCIICHHS HAJIOroB U cOOpOB
B OMO/KET, KOHTPOJHUPOBATH HX
IPOXOXKICHHUE o pacueTHo-
KacCOBBIM 0AHKOBCKUM OTICPAIIHSIM.

DopMupYIOT Oyxraiarepckue
OPOBOJKKA IO  HAYUCICHHIO H
HEPEUNCICHUIO CTPaxXxOBBIX B3HOCOB
BO BHEOIO/KETHBIE (DOH/IBI.

OdopMIsIOT TIATEKHBIE JOKYMEHTHI
Ha MepEeUnCIICHUS CTPaxOBBIX
B3HOCOB BO BHEOIOJKETHBIE (DOHJIBI,
KOHTPOJIUPOBATh UX MPOXOXKIACHUE
[0 PacyeTHO-KaCCOBBIM OaHKOBCKHM
orepanusM.

OTtpakaloT HapacTalOUIMM UTOIOM Ha
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HAa  cyerax  OyxraiaTepckoro  ydera

MMYLIECTBEHHOE u ¢dbuHaHCOBOE
MIOJIOXKEHUE OpraHMu3alud, OIPEIEATh
pe3ynbTaThl XO3SIMCTBEHHOMN

JCATCIIPHOCTH 3a OTYETHBIN nepuona.

[1K4.2 CocraBnsTh ¢bopmBI
OyXTanTepcKou OTYETHOCTH B
YCTAHOBJICHHbIE 3aKOHOJIATEILCTBOM
CPOKH.

I1K4.3 CocCTaBIIATh HaJIOTOBBIE
JeKJapallud 1o HajoramM u cbopam B
OIOKET.

IIK 4.4 IlpoBOAWTH KOHTPOJb U aHAIU3
UHPOpMALIUU 00 UMYLIECTBE U
(UHAHCOBOM TIOJIOKEHUH OPraHU3allNu,
€€ IUIaTeXeCIOCOOHOCTH U I0XOJHOCTH.

cyeTax OyXTajnTepcKoro ydera
UMYIIECTBEHHOE U (DMHAHCOBOE
MOJIO’KEHUE OpraHu3alu,
OIpPEAEIIATh pe3yNnbTaThl
XO3SIUCTBEHHOM  JIEATEIILHOCTH  3a
OTYETHBIN EPUOI.

CocraBisioT (opMbl Oyxraiarepckon
OTYETHOCTH B  YCTaHOBIICHHBIE
3aKOHO/IaTEIILCTBOM CPOKH.

CoOCTaBISIOT HAJOTOBBIC JIEKIAPAIIUH
0 HajoraM M cOopam B OFO/IKET.

[lpoBomAT KOHTPOJAb W  aHANU3
uHpopManuu 00 HMyIIeCTBE W
¢duHAHCOBOM MOJI0KEHUH
OpraHu3alui, ee
TUIATEKECTTOCOOHOCTH M JIOXOHOCTH.
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AnHoTanus Kk nporpamme OIIL.04.
JIoKyMeHTallHOHHOE o0ecnedyeHre YIPaBJIeHHA

[enu u 3aa4y TUCIUTLIMHBI — TPEOOBAHUS K PE3yAbTaTaM OCBOSHUS AUCIUTLINHBL:

B pe3ynbraTe 0CBOSHUS JUCIHILINHBI O0YYArOIIHIACS JTOJIKEH YMETh:

- 0pOpMIIATH JIOKYMEHTAIIMIO B COOTBETCTBUM C HOPMATHBHOW 0a30i, WCHOIB3Ys
nH(OPMAIIMOHHBIE TEXHOJIOTUU;

- OCYIIECTBIIATH aBTOMATH3AINI0 00PaOOTKU TOKYMEHTOB;

- YHUPHUITUPOBATH CUCTEMBI JIOKYMCHTAIIHNH;

- OCYIIECTRIISTh XpaHCHUE U TIOUCK JOKYMEHTOB;

- ACTIOJIb30BaTh TEJICKOMMYHHUKAIIMOHHBIE TEXHOJIOTUHU B JIEKTPOHHOM JIOKYMEHTOOOOPOTE.

B pe3ynbraTe 0CBOSHUS AUCIUILIMHBI 00yUJaIONIUIICS TOKEH 3HATh:

- IOHSATHE, IIEJIHM U 33J1a4 IOKYMEHTAIIHOHHOTO 00ECIICYCHHS YIIPABICHUS;

-OCHOBHBIC TIOHATHS JOKYMEHTAIIMOHHOTO 00SCIICYCHHUS YIIPaBICHHS ;

- CHCTEMBI JOKyMEHTAITMOHHOTO 00ECTICYCHHUS YITPABIICHHUS;

- KJIacCU(DUKAIIMIO IOKYMEHTOB;

- TpeOOBaHUE K COCTABICHHUIO U O(POPMIICHHIO JJOKYMEHTOB;

- OpraHM3alMI0 JOKYMEHTOOOOpOTa: MmpueM , 00paboTKa, perucTpalus, KOHTPOJIb, XpPaHCHUE
JIOKyMEHTOB, HOMEHKJIATYpa JeI.

2. CTPYKTYPA U COAEPXAHUE YUYEBHOU JUCHUIIIINHBI
2.1. O0beM y4eOHOM M CHUILIMHBI U BUAbI yU4eOHOIl padoThl

Buj yueOHoit padoThI Oo0bem yacos

MaxkcuMaJjibHasi ydeOHasi Harpy3Ka (Bcero) 48
Oo0si3aTennbHas ayIMTOPHAsA yuyeOHas Harpy3ka (scero) 32
B TOM YHCJIE:

MPAKTHUYECKHE 3aHATHS 20
CamocTosiTesibHas padoTa o0yuaronierocs (Bcero) 16
B TOM YHCJIE:
HaMCcaHUEe JOKIIag0B 12
Mpe3eHTalUs MaTepraa 4
Hrorosas atrectanus B popme quddepeHnupoBanHoro 3adera (4 cemecTp)

TemaTtrueckuii 1aH yueOHON AUCIMITITUHBI

Pa3znen 1. CriocoObl JOKYMEHTHUPOBaHUS

Paznen 2. Yaudukanus u crangapTuanus JOKyMEHTOB

Paznen 3. UadopmarimonHpie 1 KOMMYHUKAIITMOHHBIE TEXHOJIOTUH B JIETIOTIPOU3BOJICTBE
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npodgeccuoHATbHOM esITeJbHOCTH

Marpuua KoMneTeHI Ui M0 JucUUILIHHE «/JlokyMeHTaIMOHHOE 00ecnieueHue

[Mpodeccunonansn | [TIK K 1.2 K 1.3 K 1.4 K 2.1 [IK 2.2 K 2.3
pie komrieTeHIu | 1.106pabater | Pa3zpabatsr | [IpoBoauts | @opmupo | @opmup | Bemonssats | OtpaxkaTh B
BaTh BaTh U | yuer BaTh OBaTh MOpy4YeHUsT | OyXraiarepcku
MEPBUYHBIC COTJIACOBHI | CHEXKHBIX | Oyxranrep | Oyxraiare | pyKOBOJACTB | X MPOBOIKAX
OyXxrajarepck | BaTh C | CpPeICTB, CKHe pckue a B COCTaBe | 3a4eT U
ue PYKOBOACT | 0hOPMIISTh | IPOBOAKH | MIPOBOAK | KOMHCCHUU CIIUCaHue
JIOKYMEHTBI. | BOM JIEHSXKHBIE | IO  Y4YeTy | U o | o HEeJI0CTaqYH
OpraHm3al] | ¥ KacCOBbIC | HMYIIECTB | YUETy WHBEHTapu3 | IIEHHOCTEH 1O
uu JIOKYMEHTHIL. | a WUCTOYHHU | alluu pe3yibraTamMm
paboumit opraHmsai | KOoB UMYIIECTBA | MHBEHTApHU3AIl
IU1aH uu Ha | UMYLIECT | B MECTax | uu.
CUETOB OCHOBE Ba ero
Oyxranrep pabouero | opraHu3a | XpaHCHHS.
CKOTO TIaHa 10707 : ]
yuera CUETOB OCHOBE
opranmzarg Oyxranrep | pabouero
17078 CKOTO iaHa
ydera. CUETOB
Oyxranre
pcKoro
yuera.
HanmenoBanue
pa3lesioB U TEM
Tema 1.1 + + +
JIOKyMEHT H
CIIoCcOOBI
JTOKYMEHTHUPOBAH
ust
Tema 1.2 + +
Yuudukanus u
CTaHIapTH3AIH
JIOKYMEHTOB
Tema 1.3 + + + + +
CtpykTypa 1
COCTaB
JTOKyMEHTOB
Tema 2.1 + + + +
HUKT B
JIEJIOTIPOU3BOICT
BE
Tema 2.2 + +
Opraamzanus
paboTshl ¢
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JOKYMCHTaMU

Tema 2.3 +
CucremaTtuzanus
U XpaHEeHHe
JTOKYMEHTOB
Iponon:kenne MarTpuna KoMIeTeHIIHI M0 IUCHUIJINHE «/{0OKyMeHTaMOHHOe
o0ecrieyeHue nNpogecCHOHAIBbHOM eI TeTLHOCTI
IIpodeccuonanpu | I1IK 2.4 IIK 3.1 IIK 3.2 IIK 3.3 I[IK 3.4 [IK4.1 [IIK4.2 |1IK4.3 |IIK
pie komnereHmu | [lposogur | ®opmupo | Opopmisate | Popmup | Opopmn | Otpax | CoctaB | Cocra | 4.4
b BaTh IUIaTeXKHBbIE | OBaTh STh aTh TSTh TSTh [Ipos
npouenyp | Oyxraiarep | IOKYMEHTHI | OyXraiTe | IUTaTeXH | HapacT | (GOpMBI | HAJIOTO | OJHTH
BI CKHe TUTST pckue 13(S aroumM | Oyxrana | BbIe KOHTP
WHBEHTAp | MPOBOJKHU | MEPEUYUCIICH | MPOBOJAK | JOKYMEH | UTOTOM | TEPCKO | ACKIap | OJib U
u3aluu 1o Usl HaJoOrOB | U mo | THl  Ha | Ha i aruu aHau
(UHAHCOB | HAUUCIEH | M COOpPOB B | HAUUCIIE | [IEPEUUC | cueTax | OTYETH | IO 3
BIX HI0 U OrOJKET, HUIO W | JICHUS Oyxran | octd B | Halora | UHGO
00s13aTenp | Mmepevyucie | KOHTPOIHMPO | MEPEYUC | CTPaxoB | TEPCKOT | yCTAaHO | M U pMair
CTB HUIO BaTh UX | JICHUIO BIX 0 ydera | BJICHHBI | cOopam | uu 00
OpraHu3all | HaJIOTOB U | MPOXOXJEH | CTPAXOB | B3HOCOB | UMYIIE | € B HAMYII
17078 cOOpoBB | ue o | bIX BO CTBEHH | 3aKOHO | OIO/KE | €CTBE
OIOJKETHI | PaCYETHO- B3HOCOB | BHEOIOJ | Oe M JaTebC | T. u
pa3IUYHbl | KACCOBBIM BO KETHbIE | (UHAHC | TBOM ¢duna
X ypoBHEH | OaHKOBCKM | BHEOIOZ | QOHIBL. | OBOE CPOKH. HCOBO
M JKETHBIE MOJIOXKE M
ornepanusiM. | GOHJIBI. HHE T10JI0
OpraHu KEHH
3a1uu U
opraH
u3auu
u
Haumenosanue
pa3JesioB U TeM
Tema 1.1 + + +
JIOKyMEHT U
CrIOoCcOOBI
JIOKYMEHTHUPOBaH
us
Tema 1.2 + + + +
VYuuduxanus u
CTaHIapTH3AIH
JIOKYMEHTOB
Tema 1.3 + + + + +
Crpykrypa u
COCTaB
JTOKYMEHTOB
Tema 2.1 + + + +
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HKT B
JEJIOIPOU3BOICT
BE

Tema 2.2
Opranuzanus
paboThI €
JOKyMEHTaMU

Tema 2.3
CucremMaruzanus
1 XpaHCHHE
JOKYMCHTOB
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