AHHOTANUA

PABOYEM ITIPOr'PAMMBI YYEBHOM JAUCIHUILIAHBI
«OI1.04 JOKYMEHTAIIMOHHOE OBECIIEYEHHUE YIIPABJIEHU S

1.1. MecTO JUCUMILIIMHBI B CTPYKTYPe OCHOBHO# 00pa30BaTe/IbHOM NMPOrpaMMBbl:

VYyeOHass JaucHUIUIMHA «J[OKYMEHTAIIMOHHOE OOCCIICUCHUE YIPABICHUSY SBISICTCS
00s13aTeIbHON  YacThi0  00IIENPOdEeCCHOHATBHOTO — ITUKJIIA

nporpamMmmbel B cootBercTBiE ¢ PI'OC mo cnenuanbHocTH38.02.06DuHancHIKBanudukaus

«DPUHAHCUCTY.

VuebHas JUCHUITIIIMHA «Z[OKYMGHTaHI/IOHHOC obOecrieyeHue YIPABJICHUA» obecneyuBaeT

q)OpMI/IpOBaHI/IC HpO(I)CCCI/IOHaJ'IBHBIX u O6H.[I/IX KOMIIETEHIIMM 110 BCEM BHJAM OCITEIbHOCTHU

®dI'OC 1o cnermmanbaocT 38.02.06 drHaHCHI.

1.2. I_[e.m, U IVIAaHUPYEMBbI€ PE3yJabTaThbl OCBOCHUSA TUCHUIIJIMHDBI:

B paMKax MMporpamMmabl yqe6H0171 JUCHUITIIMHBI O6y‘IaI-OH_II/IMI/IC$I OCBAWBANOTCAd YMCHUS U 3HAHUA

Kon YMmenust 3HaHudA
IIK, OK
IIK 1.5. | OdopMasTh miIaTex HbIE JOKYMEHTbI Oco0eHHOCTH COCTaBICHUS
I1K 3.4. | (31eKTpOHHBIE 3aBKH HA KACCOBBIE PACXOMAbI U | 3aKYMOYHOI TOKYMEHTALUU
[IK4.1. | nmarexHble MOPYUYEHUS) 7S TPOBEACHHUS WNHdpopMalinoHHbIE TEXHOJIOTHH
[IK 4.3. | KaccOBBIX BBIILIAT B MPpO¢eCCUOHATBHON

[TpoBepsATh HEOOXOIUMYIO JOKYMEHTAIIHIO JIIS
3aKJIFOYEHHS] KOHTPAKTOB

[TpoBepsATh HEOOXOIUMYIO JOKYMEHTALUIO JIIS
3aKIJII0OYCHHS KOHTPAKTOB; TPUMEHSTH
porpaMmmMHoOe o0ecriedeHue mpu
OCYILECTBIECHUH (PUHAHCOBOTO KOHTPOJIS.
OdopMIIAT pe3yabTaThl IPOBEJCHHBIX
KOHTPOJILHBIX MEPOTIPUSATHIA ITyTEM
COCTaBJICHUS aKTOB U CIIPABOK; TPUMEHSTh
nporpaMMHoe obecrieueHre GrUHaAHCOBOTO

KOHTPOJIA.

JeSITeTTbHOCTH
OcobeHHOCTH OpraHu3aluy U
MPOBEIEHUS KOHTPOJIbHBIX
MEPOIIPUATHI OPTaHAMH,
OCYIIECTBIISIONINMHI
(UHAHCOBBIN KOHTPOIb.
OcobeHHOCTH MPOBEICHUS
3aKyIOK TOBAapOB, paboT, yCIyr
OTJENFHBIMU BUIAMHU

HOPUINYCCKUX JIUII.
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2. CTPYKTYPA U COJAEP)KAHUE YYEFHOM TUCITATIIUHBI

2.1.00beM y4eOHOM TMCHUILIMHBI U BUAbI Y4eOHOI padoThI

Buj yueOHoi1 padoThI O0bem B yacax
O0bem o0pa3oBaTeIbHOI NPOrpaMMbl Y4eOHOM M CIHIIIHMHbI 42
O0bem padoThl 00yYAKOIIMXCH BO B3aMMOIECTBHH C 40
npemnojaaBartejieM
B TOM YHCIIE:
TEOpETHYECKOe 00yUeHne 20
PAKTUYECKHUE 3aHSITUS 20
Camocmosmenvras paboma 2
IIpome:xxyTounas arrecTanust 3auer B 3 cemecTpe
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2.2. TemaTn4yecKMil IJIAH U COAepPKaHMe YUeOHOH TUCUMIITIMHBI

Koapl
KOMIIeTEeHIIHIA,
HaumeHoBaHMe pa3iesnoB OGem | (popMipoBaititio
Coaepsxanue y4eOHOro MaTepuaJa u popMbI OPraHu3aluM AeATEJLHOCTH 00YIAI0IHXCS B KOTOPBIX
nrem yacax Cnoco0cTByeT
3JIeMEeHT
nporpamMmmbl
1 2 3 4
PA3JEJ 1. JIOKYMEHTUPOBAHUE YIIPABJIEHYECKOM JESATEJBHOCTHU 24
Tema 1.1 Benenne. Conep:xaHue yuedOHOro MaTepuasa
/lokymMeHTHpOBaHHe 1. 3HaueHue ¥ cofepKAHUE JUCHUILIUHBI «/{OKyMEHTAIIMOHHOE 0OECTIEYECHUE YIIPABICHUS» U
yHpaBJ/ieHYeCcKoii CBSI3b €€ C IPYTMMH JUCIMIUIMHAMH 0011e00pa30BaTEIbHOTO U CIEIHAIBHOTO IIUKJIOB.
AeATeIbHOCTH [ToHsATHE TEPMUHOB «IOKYMEHT», «IJOKYMEHTHPOBAHUEY, «TOKYMEHTAI[MOHHOE 00ecreueHne MK 3.4,4.1,43
yrpaBieHus». FicTropust pa3BUTHSI HAYUHBIX MPEICTABICHUH O IOKyMEHTAIMOHHOM 2
oOecnieyeHnu ympasieHus. CoBpeMEHHOE COCTOSTHUE JOKYMEHTAIMOHHOTO 00eCTIeuyeH s
ympasieHusi. HopmaTuBHO-TIpaBoBast 6a3a OpraHu3ann JOKyMEHTAIIMOHHOTO 00eCTIeueH s
yIIpaBJIEHUS] KaK OCHOBA TEXHOJIOTUH ITpoLieccoB ynpasieHus. CocTaB yrmpaBleHUECKUX
nokyMeHTOB. [loHsiTre cucteM nokyMeHTannu. OyHKIMOHATBHBIE H OTPACIIEBBIE CHCTEMBI
JOKYMEHTAIu. Y HU(PUKALKS U CTaHAAPTU3ALUs YIPABICHUYECKUX JOKYMEHTOB.
Tema Ne.1.2.Cucrema Copepxanue yuyeOHOro Mmarepmuasa
OpraHH3AUHOHHO" . 1.VaudunupoBanHas crucreMa opraHu3alioHHO-pacnopsauTensHoi nokymentanuu (OP /).
pacnopsinTeILHON T'OCTsoi Ha OPJI. TpeGoBanus K 0(popMIEHHIO TOKYMeHTOB. Kitaccudukaiys opranu3ainoHHo-
AOKYMEHTAllUH pPacnopsAIUTEIbHON JOKYMEHTAIMU: OPraHU3allHOHHBIE, PACIIOPSIUTEIBHBIE, CIIPABOYHO-
uHpopmanronHble. OpraHu3alMOHHbIE JOKYMEHTHI: YCTaB, M0JIoKeHue. PaciopsiutensHble 6
JIOKYMEHTBI: IPUKa3bl, pAaCIOPSKEHHS, YKa3aHUs, TocTaHOBIeHHs. CripaBOYHO- IIK 3.4,4.1,4.3

UH(OPMAaLIMOHHbIE JOKYMEHTBI: TOKJIaaHas (ciaykeOHas) 3an1ucka, 00ObsICHUTENbHAs 3aI1CKa,
aKT, CrpaBKa, CIyXeOHble miucbMa. JIOKyMEHTUPOBaHUE TPYIOBBIX IpaBooTHOIIEHUNH. CocTaB U
0c00eHHOCTH 0(OpMIIEHHSI TOKYMEHTOB T10 JINYHOMY COCTAaBY.
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B ToM 4nc/ie IpaKTHYECKUX 3aHATHI U J1a00paTOPHBIX padoT

IIpakTuyeckoe 3ansaTuel.OdopmieHne JOKyMEHTOB C IIOMOIIIBIO Tporpammbl MicrosoftWord.
Co3nanue mabioHa JOKYMEHTOB.

IIpakTuyeckoe 3ansaTue2. CocrapieHue U 0popMICHHE PACTIOPSIAUTEIbHBIX U CIIPABOYHO-
WH(OPMAIMOHHBIX TJOKYMEHTOB.

IIpakTnyeckoe 3ansTue3.lpoBepka NpaBUIBLHOCTH OPOPMIICHHUS OPTaHNU3AIIUOHHBIX
JJOKYMEHTOB-

IIpakTuyeckoe 3anaTue4.KagpoBoe 1€101POU3BOJICTBO.

Tema 1.4./lenexxnnie u | Conep:kanne yueOHOro MmaTepuajia I[IK 1.5
¢duHaHCOBO-paCUETHDIE 1.0cobeHHOCTH cOCTaBIICHUS U OPOPMIICHUS ACHEKHBIX M (PMHAHCOBO-PACUYCTHBIX
JIOKYMEHTBI nokymeHToB. OdopmiieHne JoBepeHHOCTeH OpUIIMaTbHON U TMYHOM.
B ToM unciie npakTHYECKUX 3AHATHI U J1a00PaTOPHBIX padoT
IIpakTuyeckoe 3ansaTue 5.0hopMieHNe MIATEKHBIX JOKYMEHTOB.
Tema 1.5./loroBopHo- Coaep:xanue yueOHOTro MaTepuaJia I[IK 1.5,3.4,4.1.

npaBoBas
JAOKYMeEHTAIMS

1.ITonaTne noroBopa (KOHTpAKTa), COrJIaleHHs, IPOTOKoa. Tunosas ¢popma J0roBopa.
OcHoBHbIE pa3ziensl A0roBopa. Buibl 10roBopoB: KyIin-npoaaku, HOCTaBKH, KOMUCCUH U JIp.
Buzpsl noroBopoB B cdepe 3akynok. JJokyMeHTbI, 0(opMIISIOLIE MOPSAA0K PACCMOTPEHHUS
CIIOPOB MEXIY IopuAnYecKUMH Juiiamu. [TpaBuiia opopmiieHns MPETEeH3UOHHBIX TTHCEM.
Oco0eHHOCTH IPOBEIEHUS 3aKyOK TOBApOB.

B TOoM 4nciIe NpaKTHYECKUX 3aHATHI H J1a00paTOPHBIX padoT

HpaKTI/I'—IECKOG 3aHsaTHE 6.0CO0CHHOCTH COCTABIICHUS SaKYHO‘{HOﬁ JAOKYMCHTAIlUU.
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PA3JIEJ 2. OPTAHU3ALIIUA PABOTHI C JIOKYMEHTAMHA

18

Tema 2.1. IlousTue
JOKYMEHT0000poTa,
perucrpanus
JOKYMEHTOB,
HCIIOJTHEHHEe
JOKYMEHTOB

Coaep:xanue yueOHOTro MaTepuaJia

1.CocraB u yuer oObeMa TOKyMEHTO000pOTa MPEANPHUATUN U opranu3aunii. OpraHu3amus
paboThI ¢ JOKYMEHTALMEH, TOCTYNAIOIIEH B YUPEXKICHUS, IPEATIPUATHS, OPraHU3alUun; IpUeM
BXOJISIIIUX JJOKYMEHTOB, SKCIIEAUIIUOHHAs 00paboTKa, MpeIBapUTEIIbHOE PACCMOTPEHUE U
pacnpezesieHue, perucTpanus, paCCMOTPEHHE JJOKYMEHTOB PYKOBOJCTBOM, UCIIOJIHEHUE.
Ilepenaya TOKYMEHTOB BHYTPY OpPraHU3alMU. Y YET KOJINYECTBA JOKYMEHTOB. KOHTpOIIBb
WCIIOJIHEHUS TOKYMEHTOB. Opranusanus U TEXHUKA KOHTPOJIS UCIIOJIHEHUs. THUIIOBbIE 1
VHAMBHUYaJIbHbIE CPOKHM HCIIOIHEHUs JOKyMeHTOB, cuctema ACKI /] (aBTOMaTu3upoBaHHbIN
KOHTPOJIb UCIIOJHEHUS JOKYMEHTOB).

Tema 2.2.
NudpopmannoHHbIe

TEXHOJIOT'HUMA B
AE€JTO0NMPON3BOACTBE

Coaep:xanue yueOHOro MaTepuaJia

Vcnionp30BaHue MPOrpaMMHOTO 00ecieueHus Il perieH st Mpo(eCCHOHATBHBIX 3a/1a4

B Tom unciie npakTHYECKUX 3AHATHI U J1a00pPaTOPHBIX PadoT

IIpakTnyeckoe 3ansaTHe 7. OhopmieHue TOKYMEHTOB C TOMOIIbIO TPOrPaMMBbI
MicrosoftWord. Pa6oTa ¢ amekTpoHHbIMU ToKyMeHTaMu. CO3/JaHNe CePUIHBIX MTHUCEM.
Paccbuika rotoBbix nuceM. [IpukianHas cpena - cucreMa ynpasieHus 6a3aMy JaHHBIX
MicrosoftAccess. ba3bl JaHHBIX [T XpaHeHUsT HHYOPMAIIUK — KOHCTPYHPOBaTh 0a3y TaHHBIX;
BBOJIUTh, PEIaKTUPOBATh, KOMMPOBATh M yAAIATh 3anucH. Padora ¢ 3ampocamu. @opmupoBaHue
ot4eToB. [lonck 1okyMeHTOB. XpaHeHue 1 00paboTka 60X 00BEMOB TaHHBIX.

IIpakTyeckoe 3ansaTue 8. Icrnonb3oBaHNe HHTETPUPOBAHHBIX CUCTEM JEJIONPOU3BOJICTBA U
yhpaBJieHUs AJs aBToMaTu3anuu padbodero mecta. Pabota B cpene Internet u nonb3oBanue
JIEKTPOHHOM MOYTHI. DJIEKTPOHHAs MOYTa: IOHATHE, HA3HAUEHUE, CO3JJaHUE U OTIIPABKA CBOUX
coo011IeHnH, noaydeHue noutbl. O3HaKOMHUTHCS € TPOdecCHOHATBEHO opueHTUpoBaHHBIM [10 B
obmactu JIOY. Ilouck HeoOxoaumMoi HHPOPMALIUU B 00J1aCTH TOKYMEHTHPOBAHUS.
OreuecTBeHHBIE pa3paboTku nmporpamMm aBroMaru3aiuu JJOY u apxuBHoro nema. OCHOBHbBIE
yrpo3bl MpohecCHOHAIbHON O€30MTaCHOCTH

1K 4.1, 4.3.

CamocrosiTeibHasi padota. Mcnons3ys nHpopMaimoHHO MpaBoByto cucreMy U MHTepHeT
pecypchl COCTaBUTh 0030p MPOTrpaMMHBIX PEIICHUH I BEEHUS JOKYMEHTO000pOTa C
nepevyHeM QyHKIUH, KOTOpbIe porpamma peanusyer. CocTaBUTh TaOJIUIy CPaBHUTEIHHOTO
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dHaJIn3a I[IporpaMm.

Tema 2.3. Copneprxxanue yuyeOHOro MmarepuaJia

Opranusauus 1.CucTtemMaTu3aius JOKYMEHTOB M X XpaHeHue. HoMeHKIaTypa iell. U THIIOBbIE )

ONEPATUBHOIO 1 HOMEHKJIATyphI fien. OdopmiieHne HOMEHKIATYpsI Aei. TpeboBaHus K 0(hOpMIICHUIO eI

ApXUBHOI0 XpPaHEHHUS XpaHeHue TOKYMEHTOB B CTPYKTYPHBIX Iozipa3ieicHusx. [lonroToBka jen k ciade B

JIOKyMEHTOB BEJIOMCTBEHHBIN aApXUB.
B ToM uMciie NpaKkTHYeCKUX 3aHATHI U JTA00PATOPHBIX padoT K 3.4

2

IpakTnyeckoe 3ansiTue 9.I1poBepka MpaBMILHOCTH COCTABIICHHSI HOMCHKIIATYPBI JIEII.

IMpomMe:xkyTouHasi aTTECTANUSA 3a4yer

Bcero: 42
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3.KOHTPOJIb M OLIEHKA PE3YJIbTATOB OCBOEHMS YUEBHOM JUCIUAILIMHBI

Pe3ysnbTarsl 00yyeHus

Kpurepum ouenkn

MeToanbl OLIEHKH

3HaHus:

OCHOBHbIE UCTOUYHUKH HH(OpMALIUU U [IpaBunbHOCTH OpopmiteHUst | YCTHBII
pecypcehl IS pelIeHus 3a1a4 JOKYMEHTAIUU,IPUMEHSIEMOH | (MTMCHMEHHBIH )onpoc.
dbopmat ohopmMIICHUS PE3yJIbTaTOB B NpodeCcCHOHATBHOM

noricka nHQopMaIu TSI TeTbHOCTH TectupoBanue.
Copepxanue akTyanbHOH HopMaTHBHO- | CooTBeTCTBHE BHIOOpA

MIPAaBOBOM JTOKYMEHTALIMU TEXHOJIOTHH 0()OPMIICHUS IIpoBepka
[Icuxonoruueckre OCHOBBI JIOKYMEHTOB COBPEMEHHbBIM MPAKTUYECKUX
JeSITeTbHOCTH KOJJICKTHBA TpeOOBaHUSAM pabotu oneHka
CoBpeMeHHbIE CpeICTBa U JIOKYMEHTO000poTa pe3yJIbTaTOB.
porpaMmmMHoOe o0ecreyeHue B

poecCuOHANBHOM e TeNIbHOCTH 3auér
[TpaBuiia opopmiieHHs JOKYMEHTOB

[TpaBuiia opopmiieHHs 3aKyITOYHOM

JIOKYMEHTAIU!

HudopmalinoHHbIE TEXHOJIOTUHU B

PO EeCCHOHAIBHON JEATEIHHOCTH

Oco0eHHOCTH OpraHU3aIH U

MIPOBEJICHUS KOHTPOJIBHBIX

MEpPOMPUITHIA OpraHaMH,

OCYIIECTBISIOIUMU (PUHAHCOBBII

KOHTPOJIb

Ymenus:

AHaIM3UpoBaTh 33724y U OMPEIEISITh Brnanenue mpasuiamu DKCTepTHOE
ATambl perieHus COCTaBJICHUS ¥ OPOpMIICHUSI | HAOJIIOJIeHUE U
CTpyKTYpHpOBaTh MOTYIaeMYIO JIOKYMEHTAIH B OIICHKA Ha
uHpOpMaNnio; OQOPMIISTh PE3yIbTaThl | COOTBETCTBUU C MPAKTHICCKHIX
MOWCKA HOPMAaTUBHBIMHU 3aHATHSIX TIPU
OnpenensaTh akTyaTbHOCTh JOKyMEHTaMH. BBITIOJTHCHUH
HOPMAaTHUBHO-TIPaBOBOM JokyMeHTan | OdopmieHne pe3yabTaToB paboThLI.

B3aUMO/ICCTBOBATH C KOJUIETaMH,
PYKOBOJICTBOM, KJIIMEHTaMH [ paMOTHO
0hOpMITATH TOKYMEHTHI 110
npohecCHOHATBHOM TeMaTHKe
[IpumensTh cpencTBa
WH(OPMAIIMOHHBIX TEXHOJIOTHH TS
penieHust TpoecCHOHATBHBIX 3a71a9
Hcnonk30BaTh OIOIKETHOE
3aKOHOJIaTEILCTBO

0(OPMIISITH MIATEKHBIE TOKYMEHTBI
MPOBEPATH HEOOXOAUMYIO
JOKYMEHTAIUIO JIJISl 3aKJIFOUCHUS
KOHTPAKTOB

0(OPMIISITh PE3YIbTAThI IPOBEIEHHBIX
KOHTPOJIbHBIX MEPOIPHUATHI MyTeM
COCTaBJICHHS aKTOB U CIIPaBOK

MOMCKa UH(POPMAIIUH.
HaBbiku ocy1ecTBieHUs
MIPOBEPKU HEOOXOIUMOM
JOKYMEHTAIUH JIs
3aKJIIOUYEHUS] KOHTPAKTOB.
JleMOHCTpalus aHaIn3a
coJiepKaHus
yIIPaBJIEHYECKUX
JIOKYMEHTOB.

HaBbiku B UCTIOIB30BaHUH
MIPOrpPaMMHOT0 o0ecreueHne
B opranuszanuu JJ0OV.

Onenka pemeHuit
CUTYaIlHOHHBIX
3ajad.

Onenka pe3ynbTaToB
BBIMIOJTHEHUS
[IPaKTUYECKON
paboTHI.

3auéT
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