1.

2.

AHHOTALIUA
k yueOnoit quciumuinie OI1.06 JOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHU S
HopMmaTuBHO-IpaBOBasi 0CHOBA:

@3 ot 29 nexabpst 2012r. Ne 273-D3 «O6 obpazoBanuu B Poccuiickoit Denepammmy;

[Ipuxaz MunoOpnayku Poccuu ot 14 utonst 2013r. Ne 464 «O6 yrBepknenuu Ilopsiika opranuzamnuu u
OCYILECTBICHUSI 00pa30BaTEIbHOM JEATENIBHOCTH 10 00pa30BaTeNbHBIM MPOrPaMMaM CPEIHEro
po(heCCUOHATBHOr0 00pPa30BaHUNY;

[Mpukaz Munobpuayku Poccum ot 05 ¢eppans 2018r. Ne 69 «O6 yrBepkaeHuu (eaepaibHOTo
rOCYJapCTBEHHOIO 00pa30BaTEIbHOIO CTAaHJApTa CPEelHEro NpoecCHOHAIBHOIO 00pa3oBaHMs 110
cnernuanbHocTh 38.02.01 DKOHOMUKA U OyXTanTEpCKHUH YUeT (110 OTPACTISIM)»;

[Mpuka3z ®unancoBoro yHusepcurera ot 12 ampenst 2019 r. Ne 0906/0 «O0 ytBepxnenuun [lopsiaka
pa3paboOTKH U YTBEPKICHUS 00pa30BaTEIbHBIX MPOTPaMM CPETHETO MPOo(eCCHOHATHEHOTO 00pa30BaHMS
B ®DuHaHCOBOM yHUBEpCUTETE IO AaKTyaJM3UPOBaHHBIM  (efepalibHbIM  IOCyIapCTBEHHBIM
00pa3oBaTeNbHBIM CTaHIAPTaM CPEAHETO TPOPECCHOHATEHOTO 00pa30BaHUSM;

MecTo TUCHUIIJIMHBI B CTPYKTYpe 00pa30BaTe/IbHOI IPOrpaMMbl

VYyebnas mucturunna «OI1.06 JlokymeHTannmoHHOE 00ecTieYeHUE YIPABICHH» OTHOCUTCS K 00s3aTeIbHO U
JacTu 0oO0mEenpoecCHOHANIEHOTO IIMKIa OCHOBHOM NpPO(eCCHOHANBbHON 00pa3oBaTeIbHONH MPOrpamMMbl B
cootBercTBUU ¢ DPI'OC CIIO mo cnemuansHocTH 38.02.01 DkoHOMHKAa M OyXraiatepckuid yder (Imo
OTpaCIIsiM).

3.

Lens:

Hesb u 3a1a4n y4eOHOM AU CHUIIIIUHBI:

JIaTh CTyZeHTaM 0a30Bble TEOPETHYECKHE 3HAHUS B O00JACTH MIEJOMPOM3BOJCTBA, HEOOXOAUMBIC IS
MMOHUMAaHUs OCHOB OpraHU3aIuu AeJIONPOU3BOCTBA,

c(hOpMHUPOBATH TPAKTUYECKUE HABBIKYU 10 PUMEHEHUIO HOPMATUBHO-IIPABOBOM 06a3bl IPU COCTABICHUH
JIOKYMEHTOB,

c(hOpMHPOBATH TPAKTUYECKHE HABBIKH 110 TPUMEHEHUIO HHPOPMAITMOHHBIX U TEJIEKOMMYHHUKAITMOHHBIX
TEXHOJIOTUH B Ipoliecce T0KyMEHTO000poTa

3amauun:

4.

chopMUpOBaTh CUCTEMY 3HAHUM CTYJICHTOB B 00JIACTH TIOKYMEHTAIIMOHHOTO 00ECTICUCHUS YITPaBICHUS,
W3yYUTh  OpPraHW3AIMOHHO-TIPABOBbIE  OCHOBBI  COCTaBJICHHS JIOKYMEHTOB W  OpraHH3alHH
JOKYMEHTO0000poTa,

W3YYUTH MOHSATHUS U CUCTEMBI IOKYMEHTAJIbHOTO O0ECTICUEeHHUS,

Hay4UTh TOPSAIAOK U MIPUEMBI pabOTHI ¢ TOKYMEHTAMHU.

O0mast Tpy10eMKOCTh Y4eOH O JUCHUTIITHHBI

O0BEM 00pa30BaTEILHOM MPOTrpaMMBbl YIeOHOM TUCIHUILIMHEI — 42 Jaca,
O6Bem paboThl 00yUaONMIMXCs BO B3aUMOJICHCTBUY C TIpernojaBaTesieM — 32 yaca

B TOM YUCJIE:
— TeopeTuyeckoe ooyyeHue — 12 gaca;
— npakTtuyeckue 3ansaTus — 20 yaca;

CamocrosrenbHas padora —10 gacos.



5. Kparkoe conepxanue y4eOHOM IHCHUIJINHBI:

PaSI[CH 1. I[OKYMCHTI/IpOBaHI/IC ynpaBHqueCKOﬁIICSITGJ'IBHOCTI/I
Tema 1. Brenenue. JIokyMeHT U cucTeMa JTOKYMEHTAIIHH.
Tema 2. OpraHu3aioHHO-PACTIOPSIAUTEILHBIC JOKYMEHTHI.
Tema 3. Kanposast moxymeHTarus.
Tema 4. JIoroBOpHO-TIpaBOBast IOKYMEHTAIIMS.
Pasznen 2. Opranu3zaius paboThl ¢ TOKyMEHTaMHU
Tema 1. [TonsiTHE TOKYMEHTOOOOPOTA, PETUCTPAIUS JOKYMCHTOB
Tewma 2. Opranuszanysi OrnepaTUBHOTO W APXUBHOTO XPaHEHHS JOKyMEHTOB

6. TpeGoBaHus K pe3yibTaTaM OCBOEHHSI Y4eOHOM TMCIMIIJIMHDI |
B pesynbpTare nzydeHus QUCIUTUIMHBI CTYACHT JOJIKEH

3HaTh:

1. moHsTHS, 1IeNH, 3a]]a91 U TTPUHITUIIBI JCIOTPOU3BOCTBA;

2. OCHOBHBIE MOHATHS JOKYMEHTAIIHOHHOTO 00ECTICUEHUS YIIPaBICHUS;

3.cucTeMbl JOKYMEHTAIIMOHHOTO 00ECTICUeHH S YIIPABICHHUS;

4. xyaccuUKaInIo JOKYMEHTOB;

5.TpeboBaHUs K COCTABICHUIO H 0(OPMIICHUIO TOKYMEHTOB;

6.0praHU3aIHIo JJOKYMEHTO000pOTa: TpUeM, 00pabOTKY, PETUCTPAIUIO, KOHTPOJIb, XPaHEHHUE JIOKYMEHTOB,
HOMEHKJIATYypy Jedl.

YMers:

1.0hopMIIATH TOKYMEHTAIMIO B COOTBETCTBUY C HOPMATHBHOM 0a30ii, B TOM YHCJIE C CTIOIb30BAaHUEM
WH(POPMAITMOHHBIX TEXHOJIOTHIA;

2.0cBauBaTh TEXHOJIOTUH aBTOMATU3UPOBAHHOM 00paOOTKH JOKYMEHTAIIHH;

3.ucnonp30BaTh yHU(UITUPOBAHHBIE OPMBI JOKYMEHTOB;

4.0cyH_[eCTBJISITL XPaHCHHUC U IIOUCK JOKYMCHTOB;

5.MCTI07IF30BaTh TEIEKOMMYHHUKAIIMOHHbIE TEXHOIOTHH B 3JIEKTPOHHOM JOKYMEHTO000pOTE;
6.0praHn30BBIBATh JOKYMEHTO000POT;

7.paz0bupaTbcs B HOMEHKIIAType JIel.

7. @opMa KOHTPOJISI OCBOEHUA Y4eOHOM JUCUUTIIUHBI:

Tekymuii KOHTPOJIb:

— TMCBMEHHOIO 0IpocCa,

—  BBINOJIHCHUSI IPAKTHYECKUX CUTYAIIMOHHBIX 3aJTAHUH,

—  BBINOJIHEHUSI KOHTPOIIBHBIX pabOT MO TeMaM JUCIUTIIHHBI,

—  BBIIOJIHCHHSI TECTOBBIX 3a/IaHHIA,

—  OIICHKH CaMOCTOSITEIBHOM U TBOPUYECKON PaOOTEHI.

[IpomexxyTouHnas arTectanus — nuddepeHunpoBannbii 3auet komruiekcHbI ([I3K) (¢ OIT 02)

8. CocraBuTesin paboyeil NPOrpaMMbi:

[IpenogaBarens BraaukaBkasckoro punuana @unynusepcurera T.1HO. Kamapaynu



