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PabGouass mnporpamMma y4eOHOM AMCHMIUIMHBI pa3paboTaHa Ha OCHOBE
@denepanbHOTO  TOCYIApCTBEHHOTO  00pa3oBaTENIbHOTO  CTaHJapTa  CPEIHEro
npodeccuonansHoro odpazosanus (nanee — ®I'OC CIIO) no cnetmansHocTr 38.02.06
PuUHAHCHI.
Cpok monyueHust obpazoBanusi - 1 rom 10 mec. Ha 0aze cpelnHero oOuIErO

oOpa3oBaHUs.
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Penen3enr:
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PaGouast mporpamma yueOHOW AMCIMIUIMHBI PACCMOTPEHA M PEKOMEHJOBaHA K
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«O6menpodeccroHaabHbIE TUCITUTLIAHBD.

[TpoTtokon ot «24» utonst 2022 r. Ne 10

IIpencenarens ITIIK m /E.O. CaByuikuHa/
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1. OBIIAS XAPAKTEPUCTHUKA PABOUYEMN ITPOI'PAMMBbI YYEBHOMN
ANCHUITJINHBI
1.1. MecTO AUCHUIJIMHBI B CTPYKTYPe OCHOBHOI NMPo(eccHoHaILHOI 00pa3oBaTeIbHOM
NPOrpamMMmbl
VYyeonas aucrummHa OI1.04 «/lokymeHTanmmoHHOE OOECIIeUeHHUE YIIPABICHUS» SBIISICTCS
00s3aTeNIbHOM  4YacThi0  OOMIETIPO(PECCHOHANBHOIO  LMKJIA  OCHOBHOW  MpodecCHOHaIbHON
oOpazoBarenbHOU nporpamMmel B cooTBeTcTBIHM ¢ PI'OC mno cnenuansaocTr 38.02.06 OuHAHCEH.
Yuebnas qucnuminHa OI1.04 «/lokymMeHTanmoHHOE 00eCIIeYeHHE yIPaBICHUS» 00eCIICYnBaCT
dbopmMupoBanue mpodeccnoHalbHbIX U O0IIMX KOMIIETEHIUH TI0 BceM Buaam nesrenbHocta GI'OC
cnenuansHocTu 38.02.06 @unancel. Ocoboe 3HaueHne JUCIUILIMHA UMEET ITPH POPMUPOBAHUU U
pa3BUTHUH OOLIMX U NPOPECCHOHATBHBIX KOMIIETEHIIUNI:
OK 02. OcyuiecTBisATh NOUCK, AHATIU3 U UHTEPIPETALNIO HH(OPMALIUY, HEOOXOAUMOMN AJIst
BBITIOJTHEHUS 33124 PO eCCHOHATIBHON NeSTeIbHOCTH;
OK 04. PaboTaTh B KOJJICKTUBE B KOMaH€, 3)PEKTUBHO B3aUMOACHCTBOBATh C KOJJICTAMHU,
PYKOBOJCTBOM, KJIMEHTAMU;
OK 05. OcyuiecTBiTh yCTHYIO U TUCbMEHHYIO KOMMYHHKAIUIO HA TOCYJaAPCTBEHHOM SI3bIKE
Poccuiickoit @enepanuu ¢ yueToM 0COOEHHOCTEH COLMANIBHOTO U KYJIBTYPHOI'O KOHTEKCTa,
OK 09. Ucnonbs3oBaTh HHGOPMAIIMOHHBIE TEXHOJIOTHH B MPOGECCHOHATBHON AeITeTbHOCTH;
OK 10. ITonp3oBaThcs mpodhecCHOHaIbHOM JOKYMEHTAlMel Ha roCy1apCTBEHHOM U HHOCTPAHHOM
SI3BIKAX;
I1K 1.5. ObecneunBaTh PUHAHCOBO-3KOHOMUYECKOE COMPOBOXKIEHUE JESITEIBHOCTH 10
OCYILIECTBJICHUIO 3aKYIOK ISl TOCYTaPCTBEHHBIX U MYHULIUNIAJIbHBIX HYX/;
[IK 3.4. ObecnieunBaTh OCyIIECTBICHHE (PUHAHCOBBIX B3aWMOOTHOIIIEHUM C OpTraHU3aIUsIMU,
OpraHaMy rocy/1apCTBEHHOW BJIACTH U MECTHOT'O CaMOYIIPABIICHUSI.
[1K 4.1. Pa3zpabatbiBaTh IJIaH ¥ MPOTPaMMy IPOBEACHHSI KOHTPOJIBHBIX MEPONPUATHH, 0HOPMIIATH
PE3yNIbTaThI MPOBEIEHHBIX KOHTPOJIBHBIX MEPOIPUITHIA, BEIpA0ATHIBATH PEKOMEHIAIUH 110
YCTpaHEHUIO HEJOCTAaTKOB M PUCKOB, OLIEHUBATh 3PPEKTUBHOCTh KOHTPOJIBHBIX MPOLEAYD;
I1K 4.3. YuacTBOBaTh B peBU3NH (PUHAHCOBO-XO3SUCTBEHHON JeSATENIbHOCTH 00BbeKTa (PMHAHCOBOIO

KOHTPOJIA.



1.2 Heap u ni1aHUpyeMble pPe3yJIbTAaThl 0CBOEHH S AUCHUIIIMHBI

B pamkax mporpaMMmbl y4eOHOW TUCIHUIUIMHBI OOYYaIOIMMUCS OCBAaWMBAIOTCS YMEHHUS U

3HAHUS
Koa IIK, OK Yvmenus 3Hanun
OcCHOBHBIE ICTOYHHKU HHPOPMAITII
U peCypchl JUIsl pelIeHus 3a/1ay.
CTpyKTypHpOBaTh MOIY4aeMyIO PECYPERT T p .
TpebGoBaHUs K COCTABJICHUIO U
nHpopManuio, oHGoOpMIATh PE3yIbTaThI
0(OpPMIICHHUIO TOKYMEHTOB B
MOMCKA. .
COOTBETCTBUU C HOPMATHUBHOM
OdopMIIATh YIIPaBICHYECKYIO 6as0il
OKYMEHTAlIUIO0 B COOTBETCTBUU C
AOKY o o Ocob6ennoctu opopmieHus u
HOpPMaTUBHO 0a30ii. .
OK 02. . COCTaBJICHUS MPOPECCUOHATBHON
B3aumoseiicTBOBaTh ¢ KOJIETaMH,
OK 04. JOKYMEHTAIUH B PA3IMYHBIX chepax
PYKOBOACTBOM, KIIHEHTaMH. . .
OK 05. X035 CTBECHHOU JI€ITECIbHOCTH.
Hcnonb3oBath yHUPHUIIMPOBAHHBIE
OK 09. Oco0eHHOCTH TPOBEEHMSI 3aKyTIOK
OK 10 (opMEI JoKyMEHTOR TOBapoB, pabOT, YCIYT OTAEILHBIMHA
Hcnons3oBath POB, b » YOIy
BUJIAMH FOPHUIUICCKUX JIHII.
CpeacTBa HHPOPMAITMOHHBIX
I[IK 1.5. . CoBpeMeHHbIE CpecTBa U
TEXHOJIOTUH JIJIsl pelIeHUS
[IK 3.4. IporpaMMHO€E 00€ecIiedeHHE B
npoeCCHOHATBHBIX 33/a4. .
I[IK 4.1. npodeCCHOHAIBHON JeATEHbHOCTH
OdopMsaTh MIIaTEKHBIE TOKYMEHTHI. .
[1IK 4.3. [TpaBuna opopmiieHns 3aKymOYHON

[IpoBepsATh HEOOXOUMYIO
JOKYMEHTALMIO JJIs 3aKJIFOUEHUS
KOHTPAKTOB.

OdopMItATh pe3ynbTaThl IPOBEICHHBIX
KOHTPOJIbHBIX MEPOTIPUSTHI ITyTEM
COCTaBJICHMSI AKTOB U CIIPABOK.

JOKYMEHTaluu
WNHupopmaninoHHble TEXHOJIOTUH

1 (00

OcobeHHOCTH OpraHu3aIuy U
IIPOBEJCHHS KOHTPOJIBHBIX
MEpONPHUITHI OpraHaMH,
OCYILECTBIISAIOUIMMU (PUHAHCOBBIN
KOHTPOJIb
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2.CTPYKTYPA M COJEPKAHUE YUYEBHOM JJUCIUATLIIMHBI

2.1 O0bem yuyeOHOM AUCHMILVINHBI U BUbI Y4eOHOH padoThl

Bua yueOHo# padoThI

O0BbeM yacoB

O6BeM 00pa3oBaTEILHON MPOrPaMMBbl YIEOHOM TUCITUTLIHHBI 46
O6beM paboThl 00yUaIOIIUXCS BO B3aUMOACHCTBUU C IIPENOAaBaTeIeM 36
B TOM YHCIIE:

TEOPETHUECKOe 00yUueHne 12
MIPAKTUYECKUE 3aHATUS 22
nabopaTopHbIE pabOThI -
KOHTpOJIbHAs paboTa -
caMOCTOsATeNIbHAas paboTa 10
[IpomexyTtounas arrectanus B popme nuddepeHmpoBaHHOrO 3a4eTa 2




2.2 TemaTn4yecKkni IUVIaH U COlePKAHUE YUeOHOM TUCIUTIIIMHBI

HaumenoBanue

Conep:xanue ydyeOHOro Mmarepuasa u (opmMbl OpraHu3anum JAesiTeJIbHOCTH

O0BeM B yacax

Koabl koMneTeHui,
¢popmupoBanmnio

pa3aesioB U TeM o0yuyarumuxcsi KOTOPBIX CIIOCOOCTBYET
3JIEMEHT NPOrPaMMBblI
1 2 3 4
PA3JIEJ 1. IOKYMEHTUPOBAHUWE YIIPABJEHYECKOM AESTEJBHOCTH 26
Conep:xanue yueOHOro MaTepuaJia
1.3HayenHue U colepkaHue AUCUUIUINHBI «/[oKyMeHTalmoHHOe o0ecrieueHne
YIPAaBJIEHUSA» U CBA3b €€ C APYTUMHU AUCUUILIMHAMU 00111€00pa30BaTeIbHOTO
Tema 1.1. U CIIEUUATIBHOTO HUKJIOB. I [oOHATHE TEPMUHOB «JIOKYMEHTY,
Bgenenne. «JIOKyMEHTUPOBAHUEY, «IOKYMEHTALMOHHOE 00ECTIEUEHHE YIPABIIEHHUS.
HOKyMeHTHPOBauH“e HcTopus pa3BUTHS HAYYHBIX IPEACTABIECHHN O JOKYMEHTALMOHHOM 2 OK 02., OK'10.
yupasJeH1ecKon 00€eCIIEYEHNH YIIPABJICHHSI. JIP 1-17
ACATCIEHOCTH 2. HopmaTuBHO-IIpaBoBas 0a3a OpraHu3alyy JOKyMEHTAMOHHOTO
obecrieueHus yIpaBIeHHUS KaK OCHOBA TEXHOJIOTHH ITPOIIECCOB YITPABJICHUS.
3. CocraB ymnpaBiaeHYeCKUX JOKYMEHTOB. [loHATHE cHCTEM TOKYMEHTAlUH.
YHudukanus u craHIapTHU3aius yrpaBIeHYECKUX JOKYMEHTOB.
Coaep:xaHue y4eOHOro MaTepuaJia
1. YuudunupoBanHas cucremMa OpraHU3alMOHHO-PACIOPAIUTEIbHON
nokymentanuu (OPI]). T'OCTer wa OPJl. TpeGoBanus k odopMIICHHIO
JIOKYMEHTOB, TpEOOBaHUs K OJIaHKaM.
2. Knaccudukamuss  opraHuU3allMOHHO-PACTIOPSIUTEIFHON  JIOKYMEHTAIIUU:
Tema 1.2. OpraHM3allOHHBIE,  PaCMOPSAIUTENbHbIE, CIPaBOYHO-MH(POPMAIIUOHHEIE. 14 OK 02., OK 05., OK 09.,
Cucrema Opranu3aiiioHHbIE  JTOKYMEHTBHI:  YCTaB, JIOJDKHOCTHAsi  WHCTPYKITHSI. OK 10.
OpPraHM3aluUuOHHO- PacnopsiaurensHble JOKYMEHTBI: IPUKA3bI, PACIIOPSKEHUS, TOCTAHOBIICHUS. K 3.4.,TIK 4.1., TIK
pacnopsiiuTeIbHOM 3. CnpaBouHO-MH(OPMAIHOHHBIE JIOKYMEHTHI: JIOKJIaJTHAst 3aImncKa, 4.3.
JOKYMEHTALUMN OOBSICHUTENbHAs ~ 3amlKcka, aKT, CIpaBKa, CIyXeOHble  MHCHhMA. JIP 1-17
JIOKyMeHTUpOBaHHE TPYAOBBIX IpaBooTHomeHU. CocTaB U OCOOEHHOCTH
odopmIIeHHs JOKYMEHTOB I10 JINYHOMY COCTaBY.
B ToM 4nciie NpaKTHYeCKUX 3aHATHH M 1a00paTOPHBIX padoT 8
1. Ilpaktuueckoe 3amstue 1. OdopmieHne TOKyMEHTOB C TIOMOIIBIO 2

nporpammbl Microsoft Word. Co3nianue madinoHa JOKYMEHTOB.
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2. Ilpaktuyeckoe 3anstue 2. CocTtaBieHne U 0)OpMIIEHHE OTAEIBHBIX BHUJOB

PacHOPSAUTEIbHBIX U CIIPABOYHO -UH(OPMALIMOHHBIX IOKYMEHTOB. 2
3. IlpaxTtuueckoe 3anstue 3. CocTtaBieHue U OPOPMIICHHE OTACIbHBIX BHIOB ’
OpraHHU3aIMOHHBIX JOKYMEHTOB
4. Ilpaktuueckoe 3aHatue 4. JIOKyMEHTUPOBAHUE TPYAOBbIX IPABOOTHOLIECHUM 2
CamocTrosiTesibHAsi padoTa 00y4arOIMXCst
1. CocraBnenne u odopMmIeHHE TMPUKA30B IO OCHOBHOH JIEATEIBHOCTH, 2
JICJIOBBIX IIMCEM I10 33JaHHIO.
Conep:kaHue y4e0OHOIro MaTepuaJa
1. OcobenHOoCTH cocTaBieHUS W OG(OPMIICHUS JCHEKHBIX W (DUHAHCOBO- 2
Tema 1.3. pacyeTHBIX JOKYMEHTOB. OK 02., 0K 09., OK 10.
JleHe:xkHbIe H B TOM ync/ie NPaKTHYECKUX 3aHATHI U J1aG0PATOPHBLIX padoT 2 11K 3.4, TIK 4.1, TIK
¢unancoso-pacueTHeie | | TIpaktuyeckoe 3aHATHE 5. ODOpPMICHHE IIATEKHBIX JOKYMEHTOB. 2 4.3.
AOKYMCHTBI CamocrosiTesibHast padoTa o0y4daromuxcst JIP 1-17
1. Hcnonp3ys MHPOPMALMOHHO - MPAaBOBYIO cucTeMy u MHTEpHET- pecypch 2
COCTaBUTH 0030p JIOKYMEHTOB B OYXTaJITePCKOM YYeTe.
Conep:xanue yueOHOro MaTepuaJa
1. Ilonstue noroBopa (koHTpakTa). TumoBas ¢opma poroBopa. OCHOBHbBIE )
paznmensl  nmoroBopa. Buubl jgoroBopoB B cdepe 3akymnok. [IpaBuia
o opMIIeHUS TPETEH3UOHHBIX MTHUCEM. OK 02., OK 04., OK 05.,
Tema 1.4. OK 09., OK 10.,
/loroBOpHO-NPaBOBas | B Tom umc/Ie NPAKTHYECKHX 3aHSITHIA H Ja00PATOPHBIX PaGoT 2 [K 1.5, TIK 3.4., TIK
AOKyMEHTAUN 1. TIpaxtnueckoe 3amatme 6. OCOOEHHOCTH COCTABJIEHHS 3aKyIIOYHOMN ) 4.1.
JOKYMCHTAIIMH. JIP 1-17
CamocrosiTeibHAs padoTa 00y4yaomMXCcs
1. Ucnonb3ys MH(OPMAIMOHHO - MPaBOBYIO cucTeMy U VHTepHeT- pecypchl )

COCTaBUTh  0030p  JOKYMEHTOB,  COINPOBOXAAIOIIUX  XO3SHCTBEHHO-
JIOTOBOPHYIO JI€SITEIbHOCTh OpraHu3aluil.




PA3AEJI 2. OPTAHU3AIIMSA PABOTBI C IOKYMEHTAMU 20
Conep:kaHue y4e0OHOIro MaTepuaJia
Tema 2.1. 1.CoctaB u y4er oObemMa JOKYMEHTOOOOpoTa  opranm3anuil. OpraHuzanus
Opranuszanus paboThl ¢ JOKyMEHTAalMel, NOCTyNaouled B OpraHu3aluio: IpueM BXOIAIIMX
AOKyMeHT000opoTa, JOKYMEHTOB, 00paboTKa, MpeABapUTEIbLHOE PACCMOTPEHUE U pacIpeeieHHE, OK 02.. OK 09
perucrpaunus perucTpanus, pacCMOTPEHUE JIOKYMEHTOB pPYKOBOJCTBOM, HCIIOJHEHHUE. 2 P .i—17 '
AOKYMEHTOB, [lepenaya TOKYMEHTOB BHYTPH OpraHU3ALUH.
HCIIOJTHEHHE 2.Peructpanus 1oKyMeHTOB. KOHTpOJIb UCTIOTHEHUS TOKYyMEHTOB. Opranuzanus
AOKYMEHTOB U TEXHUKAa KOHTPOJSI HUCIOJHEHUs. THUIOBblE M WHAMBUIYaIbHbIE CPOKHU
VCIIOJIHEHUS IOKYMEHTOB.
Coaep:xxanue yueOHOro MaTepuaJia
1. Ucnionb3oBanue IPOrpaMMHOTO obecrieueHus TUTSt petieHus 10
npodeccuOHAIbHbBIX 33j1ay.
B TOM unc/ie NpaKTHYeCKUX 3aHITHI M JJAa00PATOPHBIX PadoT 8
1. IIpakTrueckoe 3anstue 7. OpopmieHrne JOKyMEHTOB C TIOMOIIBIO TIPOTPAMMBI
Microsoft Word. PaboTa ¢ 3neKkTpoHHBIMH JOKYMeHTaMu. ba3bl JaHHBIX AJs )
XpaHeHHs HMHPOPMALUMU — KOHCTPYHpOBaTh 0a3y MJaHHBIX; BBOJHTb,
pelaKkTUpOBaTh, KONUPOBAThH U YAAISATH 3aIUCH .
2. [Ipaktuueckoe 3ansatue 8. Paborta ¢ anmekTpoHHBIMH JoKyMeHTaMu. Co3nanue )
Tema 2.2. cepuitHbIX NuceM. Pacchlika rOTOBBIX THUCEM. OK 04.. OK 05.. OK 09
Hndopmannonnsie 3.Tlpaktrueckoe 3aHsatue 9. Pabora B cpeme Internet w monb30BaHUE OK 10:: K 4'1. : K 43’
TEXHOJIOTHH B AJIEKTPOHHOM MOYTHL. DJIEKTPOHHAs MoYTa: MOHATHE, HA3HAUYEHHUE, CO3/1aHue U 2 JIP 1-17
ACTONPOU3BOIACTBE OTIPaBKa COOOIICHUH, TOJYyUYEHHUE MOYTHI.
4.1lpaktuueckoe 3anstue 10. OTteuecTBeHHBIE pa3pabOTKH  MPOrpamMm
apromaruzanuu JJOY u apxuBHoro aena. Ilporpammuoe mnpuioxenue 1C- 2
JloKyMeHTOO000pOT.
CamocrosiTeibHas padoTa 00y4arOIINXCH
1.Acnone3ys uHGOPMAIMOHHO-NPABOBYIO cHcTeMy U VHTepHEeT pecypchl
COCTaBUTh 0030p MPOrpaMMHBIX PELICHUH AJIS BeIeHHs JTOKYMEHTOO0OopoTa ¢ 4

nepeyHeM (yHKUUH, KOTOpble mporpamma peanusyer. CocTaBUTh TaOIHIly
CPAaBHMUTEIBHOIO aHAJIN3a POTPaMM.
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Conep:kanue y4eOHOIro MaTepuaJia
Tema 2.3. I.CucremaTuzanusi JOKYMEHTOB M WX XpaHeHue. Homenkimarypa nedn.
Oprann3anus [IpumepHBIe U TUIOBBIE HOMEHKIATYpHI Ael. OdopmieHHe HOMEHKIATypbl 2 OK 02., OK 05., OK 09.
ONepPaTUBHOIO U nen. TpeboBanus k odopmiuenuto xaen. [loaroroBka nem Kk cuade B IIK 3.4.
apXMBHOI'0 XPaHEHUS BEJIOMCTBEHHBII apXUB. JIP 1-17
JOKYMEHTOB B ToM umnciie npakTHYECKUX 3aHATHI U JJA00PaTOPHBIX padoT 2

1. Ilpaktuueckoe 3ausitue 11. CocTaBiieHMe HOMEHKIATYPbl A1 2
IIpomeskyTounas arrectauus B gopme 1uddepeHunpoBaHHOrO 3a4eTa 2

Bcero:
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3.YCJOBUS PEAJIN3ALIAU ITIPOTPAMMBI YYEBHOM JUCIHUILJIAHBI

3.1 MaTepHuaJIbHO - TEXHHYECKOe obecrieyeHue

Jng  peanuzauuMy  OporpaMMmbl  y4eOHOW JMCLUMILIMHBL JOJDKHBI  OBITH  IIPETYCMOTPEHBI
cnenyromue crenuainbabie nomerenus (B coorBerctBur ¢ PI'OC u [TOOI):

Jlaboparopus MHopMmanMOHHBIE TEXHOJOTMM U  JOKYMEHTAIlMOHHOE  obOecreyeHue
npo¢eCCHOHATBLHOMN IEeATEIbHOCTH, OCHALIICHHAS:

00OpyIOBaHMEM: TIOCAJIOYHBIE MECTa [0 KOJHYECTBY oOOydaromuxcs, pabdoyee MeECTO
npernojaBaresis, THGOPMAIIMOHHbIE CTEH/IbL;

TEXHUYECKUMHU CpeACTBaMH OOy4YeHHUs: TEepPCOHANbHBIE KOMIBIOTEPHl C JHUIECH3UOHHBIM
IIPOrpaMMHBIM  O0OECIIEYeHHEM C BBIXOJAOM B JIOKadbHYIO ceTb M B IHTepHer, MapkepHas
(MHTEepaKTUBHas) J0OCKA, MYJIbTHUMEIUA IPOEKTOp, NPUHTEP, CKAHEp, IPOrpaMMHOE OOecleyeHUeE:

onepanroHHas cuctema cemeiictea Windows, maker Microsoft Office.
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3.2 UnpopmannoHHoe o0ecnievyeHNe Peain3alii NPorpaMmbl:

Jns peanuzanuu mporpammbl OMOIHMOTEUHBIH (OHI 00pa3oBaTENbHONW OpPraHU3alUU JO0KEH
UMETh T[eYaTHbIE W/WIM  JJIEKTPOHHBIE 00pa3oBaTelbHbIE W HMH(QOPMAIMOHHBIE  PECYpPCHI,

PCKOMCHAYCMBIC IJId UCITOJIb30BAHHUA B 06pa30BaT€.HBHOM rmponecce.

3.2.1 IleuaTHble n3nanus
HopmatuBHO-IIpaBOBbIE JOKYMEHTHI:

1. Koncrutyuus Poccuiickoit @enepanuu ot 12.12.1993 rona (c yuerom ¢ U3MEHEHUH U TONIOJHEHU).

2. I'paxxnanckuit kogekc Poccuiickoit @enepanun (yacth nepsas) oT 30.11.1994 r. Ne 51-®3 (¢ yuerom
W3MEHEHUH U JOTOTHEHUH ).

3. Hanoroseiii konekc Poccuiickoit denepanuu (yacts nepsast) oT 31 wurons 1998 r.Ne 146-D3 (c
Y4E€TOM U3MEHEHHUH U JJOMIOJIHEHU).

4. Tpynosoii koaekc Poccuiickoit @enepaunu ot 30.12.2001 Ne 19703 (pexn. 05.02. 2018 r.)

5. ®enepanbhblii 3akoH oT 18.07. 2011 Ne223-P3 «O 3akynkax TOBapoB, pabOT, YCIyI OTAEIbHBIMU
BUJIAMHU IOPUIMYECKUX JHUL» (B ACHCTBYIOIEH pelaKInn).

6. ®enepanpbhsiii 3akoH 0T 05.04.2013 Ne 44-D3 «O KOHTpaKTHOU cucTeMe B cepe 3aKyIoK TOBapOB,
pabot, yciayr s oOecrieueHHs] TOCyNapCTBEHHBIX W MYHUIMIAIBHBIX HYXA» (B ICHCTBYOIIEH
pPEeIaKIINH ).

7. ®enepanbhblii 3akoH oT 02.07.2006 Ne 149-®3 (pen. ot 23.04.2018) «OO0 wunHOpmanumy,
nH(}OPMATHU3ALNHY U 3aIIUTE HHPOPMALIUNY.

8. ®enepanbHblit 3akoH oT 06.12.2011 N 402-®3 «O Oyxranrepckom yuere» (pex. ot 26.07.2019)

9. 'OCT P 7.0.97-2016 "Cucrema ctannaptoB 1no uHpopmanuu, 6MOIMOTEYHOMY U M3/aTEIbCKOMY
neny. OPJI. TpeGoBaHus K 0pOPMIICHUIO JOKYMEHTOB".

10.  T'OCT P.7.08-2013 «CUBU/I. Jlenonpou3BoACTBO U apXUBHOE A€0. TEpMUHBI U ONPEEIICHU»

11. TlpumepHass MHCTPYKLHUS MO JAEJIONPOU3BOJICTBY B TOCYNAapCTBEHHBIX OpraHu3alusax (yTBepkIeHa

npukazoM Pocapxua ot 11.04.2018 Ned4).

OcHoBHas nTuTeparypa:
1. Kopuees U.K. JlokyMeHTallMOHHOE 0OecTIeYeHE YIIPABIEHUS: YUeOHHUK U MPAKTUKYM JIJIst
CIIO/ 1.K. Kophees, A.B. ITmenko, B.A. Mamrypres. — Mocksa: [Opaiit, 2019 — 385 c.-

[IpodeccnonansHoe 0Opa3oBaHue.

3.2.2 DneKTpOoHHBIE U3/IaHus (AJIEKTPOHHBIE PECYPCHI):

1. http://www.consultant.ru - CipaBouHo-1ipaBoBas cucrema «Koncymnprant [Lirocy

2. http://www.garant.ru - CrnpaBodHo-IIpaBoBasi cuctema «l apanT»

3. http://www.minfin.ru — O¢unmansusiii caiT Munucrepcrsa ¢punHancoB Poccuiickoit denepannn



http://www.consultant.ru/
http://www.garant.ru/
http://www.minfin.ru/
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4. http://document-ved.ru-2nekTpoHHbIN yueOHbIN Kype JOY

5. http://delo-ved.ru- [leno-Ben (DaeKTpOHHBIN pecypc): Bce O ACIONPOU3BOICTBE

3.2.3 JIOTOJHUTEIbHBIC HICTOYHUKH:

1.

Kopuees M. K., IImenko A.B., Mamypues B.A. VYyebuuk u mnpakrukym giag CIIO
«JlokyMeHTanmmoHHOe obecrieueHre ynpasieHus + tectel B ObC». Mocksa: U3marensctBo IOpaiir,

2017- 384c.

. Kysnenos U.H. JlokymeHnTannonHoe obecnedeHue ynpaBieHus: IepCOHANIOM. YUeOHUK U IPAKTUKYM

st CITO. Mocksa: UznarensctBo FOpaiit, 2017.- 246 c.

. Capymikuna E.O. CenuanoBa O.A. COOpHUK NpakT WYecKUX 3a1anuit no aucuurmiuie «10Y» -

2019.

4.1lyBanoa H.H. JlokymeHTanimoHHOEe oOecrieueHe yrpaBieHus: yaeOHuK U npakTukym / LllyBamosa

H.H. - M.: UznatensctBo HOpaiir, 2019 [Dnexktponusiii pecypc; Pexxum moctyma https://biblio-
online.ru/bcode/433679] .


http://delo-ved.ru-/
https://biblio-online.ru/bcode/413825
https://biblio-online.ru/bcode/413825
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4. KOHTPOJIb U OIIEHKA PE3YJbTATOB OCBOEHMS YYEFHOU JUCHUTILIAHBI

Pe3yabTarsl 00yyeHus

Kpurepum oueHkn

MeTtoabl OLICHKH

[lepeuens 3HaHUI, OCBAUBAEMBIX B
paMKax JUCUUILINHBI:

OCHOBHBIE ICTOYHHKH HHPOPMAITUHU U
pecypcehl i pelIeHUs 3a1a4.
ConeprxkaHue akTyalbHONH HOPMATUBHO-
MIPaBOBOM JTOKYMEHTAIIUU

CoBpeMeHHbIE CPEACTBA U IPOIPAMMHOE
obecrieueHre B MpoeCCHOHATBHON
JESITEIbHOCTH

[IpaBuia opopmiieHHs yIpaBIeHYECKIX
JTOKyMEHTOB

[IpaBuia opopmieHHs 3aKyTOYHON
JIOKyMEHTAIUU

WNudopmanuonnsie Texnonoruu J0Y
OcobeHHOCTH OpraHu3aIy U
MIPOBEACHUS KOHTPOJIBHBIX MEPOIPUITHI
OpraHaMy, OCYIIECTBISIOIUMU
(huHAHCOBBIA KOHTPOJIIb

CootBetcTBHE 0hOpMIICHUS
JOKyMEHTaLUH,
IIPUMEHSEMOH B
npodecCuoHAIbHON
NESATENIbHOCTH, TPEOOBaHUSIM
HOpPMAaTHUBHBIX JOKYMEHTOB
CooTtBeTcTBHE BBIOOpA
TEXHOJIOTUH O(POPMIICHHS
JOKYMEHTOB COBPEMEHHBIM
TpeOOBaHUAM
JIOKyMEHTO000POTA.

VerHpil  (MMChbMEHHBIN)
o1poc

TectupoBanue

[IpoBepka mpakTHUYECKUX
pabor

Onenka pe3yJIbTaToB

CaMOCTOSITENIHON PabOTHI
3auér

[lepeyeHp yMeHMH, OCBAMBAEMBIX B
paMKax JUCUUILIUHBI:

CTpyKTypHpOBaTh MOIy4aeMyIO
uH(popMaInio, 0POPMIISITh PE3YIbTATHI
ITOUCKA.

Onpenenars aKTyallbHOCTh HOPMAaTHUBHO-
IIPaBOBOM JOKYMEHTALUH.
B3aumonaencTBoBaTe ¢ KoJleramMmu,
PYKOBOJICTBOM, KJINEHTaAMHU.
Hcnonk3oBarh yHUPUIIMPOBAHHBIE
(hOopMBI TOKYMEHTOB

Hcnonb3oBars

cpencTBa MHGOPMAIIMOHHBIX TEXHOJIOTHI
JUIS pelieHus: mpohecCHOHATBHBIX 3aad.
OdopMIIATh TUTATEKHBIE TOKYMEHTHI.
[TpoBepsTE HEOOXOAUMYIO
JTOKYMEHTAIUIO JJISI 3aKITFOYEHUS
KOHTPAKTOB.

OdopmsITh pe3ybTaThl MPOBEICHHBIX
KOHTPOJIBHBIX MEPOIPUSATUI TyTEM
COCTABJICHMS] AKTOB U CIIPABOK.

Brnanenue npasunamu
COCTaBJICHUS U 0(OPMIICHUS
JOKYMEHTAIIH B
COOTBETCTBUHU C
HOPMAaTUBHBIMHU
JIOKyMEHTaMU

Odopmienue pe3yabTaToB
MoMcKa HHpOpMaIUN
HaBbIku ocymiecTBiIeHUS
MIPOBEPKU HEOOXOTUMOA
JOKYMEHTAITUH JIJIS
3aKJIFOUEHUS KOHTPAKTOB.
JleMoHcTpanus aHanu3a
coJiep>KaHus
YIPaBIIEHICCKUX
JTIOKYMEHTOB.

HaBbIky B UCTIOB30BaHUHT
MPOrPaMMHOTO OOeCTIeueHus
B opranuzanuu JJOVY.

DKcrepTHOE HAOJII0ICHUE
¥ OIICHKA Ha
NPAaKTUYECKUX 3aHITHUIX
IIPY BBITTOJIHEHUU PAOOTHI
Onenka pereHuit
CUTYallMOHHBIX 33]a4
OreHka pe3yJsbTaToB
BBIITOJTHEHUS
MPaKTU4YECKON pabOThI
3auér




