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Pabouas nporpaMma Y4yebHOW AMCUMNAUHBLI pa3paboTaHa Ha OcHoBe PeaepasnbHOro
rocylapCTBEHHOro 06pa3oBaTe/ibHOro CTaHAapTa CPeaHero nNpogeccMoHasbHOro0 06pasoBaHNA (danee
- ®I'OC CI10) no cneyunanbHocTn 38.02.06 PUHAHCHI.

HopMaTuBHbIN CpoK 06yueHus - 2 roga 10 mec. Ha 6a3e OCHOBHOMO 06LLEro 06pa3oBaHus.

Pa3paboTuuK:

Bonkosa I'.M.- npenogasatens M®K duHyHmBepcuTeTa

PeLeH3eHT:

LnwwHa C.H. - HavyanbHUK obuiero otgena OO0 KomnaHus «Pnaiiapc»

Paboyas nporpamma y4yebHOn AUCLUMMIMHBI PaCCMOTPEHA U PEKOMEH0BaHA K YTBEPXKAEHUIO

Ha 3acefjaHnK NpeaMeTHON (LMKIOBOIA) KOMUCCUN «ABTOMATU3ALIMA (PUHAHCOBBIX PACHETOB»

MpoTtokon Ne / oT «/ /S/C* nm 2019 r.

E.O. CaByLlK1Ha



PelLieH3Ma Ha paboyyto nporpammy
ANCUMNNNHBI «[JOKYMEHTaLMOHHOE 0becreyeHune yrnpaBneHns»
no cneunanbHocTn 38.02.06 «D®UHAHCHI»

Pabouas nporpamma avcunnanuel Ol 04 «[loKyMeHTaLMOHHOe
obecrneyeHne ynpaBfeHWs» COCTaBfieHAa B COOTBETCTBUM C TpebOBaHUAMMU
(befepanbHOro  rocyfapCTBeHHOro 06pasoBaTe/lbHOro  CTaHgapTa CpejHero
npogeccmoHanbHOro o6pasosaHua no cneymanbHoctTn 38.02.06 «DUHAHCbI» U
SBNSETCA 4aCTbH0 OCHOBHOW npodeccMoHanbHOW o06pa3oBaTe/lbHON MpPOrpaMmsl
cpefHero npogeccnoHanbHOro o6pasoBaHus.

Mporpamma y4yebHOM AUCUUNANHBI  «JJOKYyMeHTaLMOHHOe obecreyveHne
ynpaB/ieHNs» HaleneHa Ha BbIpabOTKYy Yy CTYAEHTOB MNPaKTUYECKUX YMEHWA 1
HaBbIKOB MO MOArFOTOBKE M O(OPMJIEHUIO YNpaB/ieHYeCKOW N MPogecCUOHaNbHOM
AOKYMeHTaLUn, UCNosb30BaHNKD KOMMbIOTEPHBLIX TEXHOMOTMA B MPUMEHEHUN K
3aflayam [OKYMEHTaLNOHHOro obecneyeHns ynpasfeHns.

3yyeHne Teopumn Aenonpon3BoAcTBa NO3BOMNT CTYAEHTaM 3HaTb OCHOBHbIE
MOHATUA [OKYMEHTAUMOHHOro ob6ecnevyeHUs ynpaBfieHUs, Knaccugukaymio
NOKYMEHTOB, TpeboBaHWS K COCTaB/NEHWIO U OQOPMIEHUIO [OKYMEHTOB, B
cooTtBetrctBum ¢ NOCT P 7.0.97-2016, opraHu3auunto LOKYMeHTO060pOTa, COCTaB
AOKYMEHTOB CreumnanbHbiX CUCTEM [OKYMEHTauuu, B TOM 4MCNEe 3aKymno4yHOM
AOKYMeHTaLuu.

MpoBegeHMe NpPaKTUYEeCKUX 3aHATUIA MO3BOMIMT. OCBamBaTb TEXHO/OMNM
aBTOMaTM3NPOBAHHOWA 06paboTKn AOKYMeHTauuu, MCNosb30BaTh
YHUPULUMPOBaHHbIE  (DOPMbl  [JOKYMEHTOB, OCYLLECTBNATbL XpaHeHue, MNOUCK
JOKYMEHTOB, UCMNO/Ib30BaTh TENEKOMMYHWUKALMOHHbIE TEXHONOTMNN B 3/IEKTPOHHOM

LOKYMEHTO060pOTE.

HauanbHUK 06LLero otae

OO0 KomnaHuga «dnaina C.H. WwnwwrHa
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COJIEP’)KAHUE

OBILIASL XAPAKTEPMCTHUKA PABOYEN ITPOIPAMMBI YUYEBHOI
JUCHUITJIMHBI

CTPYKTYPA U COJEPXAHUE YYEBHOU JUCLIUITIJIMHBI
YCJIOBUS PEAJIM3ALIMM YUEBHOM JUCLIUIIIIMHBI

KOHTPOJIb U OLEHKA PE3VJITATOB OCBOEHUS YUYEBHOI
JIACLIMTIJIVHDI

Crp.

11

14
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1. OBIIIASI XAPAKTEPUCTUKA PABOYEH MPOI'PAMMBI YYEBHOM JUCIIUITIIUHBI
1.1. MecTo JTUCHUIJIMHBI B CTPYKTYPe OCHOBHOI MpogecCHoHAILHOI 00pa3oBaTe/ibHOI
NPorpamMmbl
VYuebnas aucummiauHa OI1.04 «/lokymeHTanmoHHOE O0O€cleYeHHe YIPaBICHUSN» SBISETCS
00si3aTeNIbHOM  YacThl0  00mIenpo(ecCHOHANBHOTO  IMKJIA  OCHOBHOH  IpOQecCHOHATBHOM
oOpa3zoBaTenbHOM mporpamMmel B cooTBeTcTBHH ¢ PT'OC mo cnenmansHocTH 38.02.06 OUHAHCHL.
VYuebnas qucuumuinaa OI1.04 «JlokymeHTanroHHOe o0ecriedeHne yupaBieHus» 00ecreunBaeT
dhopmupoBanue npodeccuoHaTbHBIX U O0IKUX KOMIETEHIUHI 110 BceM BuaaM aesitenbHocT OT'OC
cnenuanbHocT 38.02.06 @unancel. Ocoboe 3HaUeHHe TUCIUILIMHA UMEET PH POPMHUPOBAHUU U
pa3BUTUH OOUINX U MPOPECCUOHATBHBIX KOMITETEHITHI:
OK 02. Ocy1iecTBasTh MOUCK, aHATIN3 U UHTEPIPETALNIO HH(OPMAIIUK, HEOOXOIUMOMN TSt
BBITIOJIHEHUS 3a71a4 TPO(HeCCHOHATILHOM JeSITENIbHOCTH;
OK 04. PaboTaTh B KOJIJIEKTUBE U KOMaH[Ie, 3 (PEeKTUBHO B3aUMOICHCTBOBATH C KOJJIETaMH,
PYKOBOJICTBOM, KIIMEHTAMH;
OK 05. OcymiecTBasTh YCTHYIO M MTUCBbMEHHYK0 KOMMYHHUKAIIMIO HA TOCY/IapCTBEHHOM SI3bIKE
Poccuiickoit deneparuu ¢ yaeToM 0COOCHHOCTEH COIMAIBLHOTO M KYJbTYPHOTO KOHTEKCTA;
OK 09. Mcnonb3oBaTh MHGOPMAIIMOHHBIE TEXHOJIOTHU B MPOPECCHOHATHHON EATEILHOCTH;
OK 10. ITosb3oBaThest poeccHoHATbHON JOKYMEHTAIMEH Ha TOCYJapCTBEHHOM U HMHOCTPAHHOM
SI3BIKAX;
IIK 1.5. Ob6ecnieunBath GUHAHCOBO-IKOHOMHYECKOE COMMPOBOKICHUE JIEATEIHLHOCTH 10
OCYILIECTBJICHUIO 3aKYTOK JJIsl TOCYJapCTBEHHBIX U MYHUIIUTIAIBHBIX HYXK]I;
I1K 3.4. Ob6ecnieunBaTh OCYyIIECTBICHHE (PMHAHCOBBIX B3aUMOOTHOIIEHUH C OpraHU3alUsIMHU,
OpraHaMH rocy/1apCTBEHHOW BJIACTH U MECTHOTO CaMOYITPABJICHUS.
[IK 4.1. PazpabarbeIBaTh MJIaH ¥ NPOTrpamMMy MPOBEACHUS KOHTPOJIbHBIX MEPOTIPUATUH, 0DOPMIIATH
PE3yIbTaThl IPOBEIEHHBIX KOHTPOJIBHBIX MEPONPUATUIN, BEIPA0ATHIBATH PEKOMEHIAIINH T10
YCTPaHEHHIO HEIOCTATKOB M PUCKOB, OIIEHUBATh 3()(HEeKTUBHOCTH KOHTPOJIBHBIX MPOLIEAYP;
I1IK 4.3. YuacTBOBaTh B peBU3UH (PHHAHCOBO-XO3IHCTBEHHOU NEATENLHOCTH 00bEKTa (PUHAHCOBOTO

KOHTPOJIA.
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1.2. I_[e.m, U IINIAHUPYEMBbIE PE3yJbTAaThbl OCBOCHUSA JUCHUIIIUHBI

B pamkax mporpamMmbpl y4eOHOW TUCIUIUIMHBI OOYYArONIMMHKCS OCBAMBAIOTCS yMEHUS U

3HaHUS
Koa IIK, OK YmMmenus 3nanusn

IIK 1.5. Hcnonp30Bath NpodecCHOHATBHYIO CucreMbl TIOKYMEHTAlMOHHOTO
JOKYMEHTAIUIO B IIPOLIECCE obecrieueHusl ynpaBaeHUsI.
XO3SIMICTBEHHOM JESITEIbHOCTH. TpeboBaHus K COCTABJICHHUIO 1
OdopMIIATH YIIPABICHYECKYIO 0(OPMIICHHIO JJOKYMEHTOB.
JOKYMEHTALUIO B COOTBETCTBUH C OcobenHocTH 0(OpMIIECHHS U
HOPMaTUBHOM 0a30ii. COCTaBJIEHUS TPOPECCHOHATILHON
[IpoBepsaTh HEOOX0UMYIO JOKYMEHTAIlMU B pa3JInYHbIX chepax
JIOKYMEHTAIHIO JIJT 3aKITFOUCHUS XO3AHCTBEHHON NEITEILHOCTH.
KOHTPAKTOB. OcoOeHHOCTH COCTaBIICHUS
[IpumensTs nporpaMmmHoe oOecrieueHrne | 3aKyloYHOM TOKyMEHTAIUH.

[IK 3.4. TIPU OCYIIECTBICHUH (PMHAHCOBOTO NudopManmoHHbIe TEXHOJIOTHH B

K 4.1. KOHTPOJISL. poeCCHOHAIBHON e TETHHOCTH.

[IK 4.3. OdopmMisaTh pe3ynbTaThl MIPoBeAeHHBIX | OCOOEHHOCTH OpraHu3aluu 1

KOHTPOJIbHBIX MEPOTIPUSATUH ITyTEM
COCTaBJICHUS aKTOB U CIIPABOK.
Hcnonb3oBath nHGOpMALIMOHHBIE
TEXHOJIOTUH.

OdopMIATh MIaTeKHbIE JOKYMEHTHI

MIPOBEACHUS KOHTPOJIBHBIX
MEpONIPHUATHI OPTaHaAMH,
OCYIIECTBISIOMUME (PUHAHCOBBII
KOHTPOJIb.

OcoOeHHOCTH NTPOBEICHUS 3aKYITOK
TOBapOB, padOT, YCIYT OTIEIbLHBIMHU
BUAAMU IOPUANYECKUX JTUILI.
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2.CTPYKTYPA U COJAEP)KAHUE YYEFHOU JUCHUILIAHBI

2.1 O0bem y4eOHOM TUCHMILIMHBI U BUABI Y4eOHO0# padoThI

Bua yueOHo# paGoThl

O0beM yacoB

O6Bem 00pa3oBaTeIbHOM MPOrpaMMBbl YIEOHON AUCIUTITAHBI 46
O06beM paboThl 0OYUAIOIINXCS BO B3aMMOJICHCTBHH C TIPETIOAaBaTeIIeM 36
B TOM YHCJIE:

TEOpPETHYECKOE 00yUeHue 12
MPAKTAYECKUE 3aHATUS 22
nabopaTopHbIe PabOTHI -

KOHTpOJIbHas paboTa -

caMOCTOsITeNIbHAS paboTa 10
[Tpomexxyrounas arrectamus B popme auddhepeHITmpoBaHHOTO 3a4eTa 2




2.2 TeMmaTH4eCKHUH IVIaH U coAepKaHue Y4eOHOH TMCIUIITHHbI

HaunumenoBanue

Copep:xanue y4eOHOro MaTepHaia H (popMbl OPraHU3aLHH JeATEIbHOCTH

O0BeM B yacax

Koabl komnerenums,
¢popmupoBanuio

pa3iesioB U TeM o0y4yarommxcs KOTOPBIX CIIOCOOCTBYET
3JIeMEeHT MPOrpaMmMbl
1 2 3 4
PA3JIEJI 1. IOKYMEHTUPOBAHUE YIIPABJIEHYECKOM JJEATEJIbHOCTH 26
Conep:xxanue yueOHOro Marepuaja
1.3HadeHune U coJepKaHue TUCITUTUINHBI «J[OKyMEHTaIIMOHHOE 00eCIIeUCHHE
VIIpaBJICHUS U CBS3b €€ C APYTHUMH JUCIUTUIMHAMH 00111e00pa30BaTeIbHOTO
Tema 1.1. U CHIENUATBHOrO HUKIOB. I[TOHATHE TEPMHHOB «IOKYMEHT,
Bgenenmue. «IOKYMEHTHPOBAHHE, «IOKYMEHTAIIMOHHOE 00ECIICUEHNE YIIPABIICHHS.
AoxymeHTHpOBaHNE Vcropust pa3BUTHSI HAYYIHBIX TIPEICTABICHH O JOKyMEHTAIIMOHHOM 2 OK 02., OK 10.
yupaBJeHI€eCKOU 00€eCIIEUEHNH YITPaBIICHUS.
AEATELHOCTH 2. HopmatuBHO-TIpaBoBas 0a3a OpraHU3aluy JOKYMEHTAMOHHOTO
obecrnieueHus yrpaBIeHHs Kak OCHOBA TEXHOJIOTUH MPOILIECCOB YIIPABIICHUS.
3. CocraB ynpaBjieHUECKUX TOKYMEeHTOB. [loHsITHE cuCTEM TOKYMEHTALUU.
YHubukauus u cTaHAapTH3aLus YIPaBIEHYECKHUX JOKYMEHTOB.
Conep:xaHue y4eOHOro MmaTepuaJja
1. YuuduuupoBanuas cucrema OpraHU3aIMOHHO-PACTIOPSIUTEIBHO M
nokymentaruu (OPJ]). TOCTer ma OPJl. TpebGoBanus k odopmieHHIO
JIOKYMEHTOB, TpeOOBaHUS K OJIaHKaM.
2. Knaccudukamuss  OpraHu3allMOHHO-PACHOPSAUTEIBHON  JOKYMEHTAIIUU:
Tema 1.2. OpraHU3aIlMOHHBIC,  PACIOPSAAUTEIBbHBIC,  CIPaBOYHO-UH(OPMAIMOHHBIE. 14 OK 02., OK 05., OK 09.,
CucremMa Opranu3alvOHHbIE JIOKYMEHTBI: YCTaB, MOJIOXKEHUE. PacnopsaurenbHbie OK 10.;
OpPraHu3aIHOHHO- JIOKYMEHTBI: TIPUKAa3bl, PACHOPSLKEHUS, I0CTAHOBIICHUS. IIK 3.4., [IK 4.1., [IK
pacnopsiiuTeIbHOI 3. CnpaBo4HO-UH(POPMAIIOHHBIE JOKYMEHTBI: JOKJIaTHas 3armcKa, 4.3,
AOKYMEeHTAIUH OoOBsICHUTENbHAS  3alUCKa, akT, CIOpaBKa, CIy)KeOHble  MHCHMA.
JIoKyMeHTHpOBaHUE TPYAOBBIX MpaBoOTHOIIeHHWH. CocTaB M 0COOEHHOCTHU
ohOopMIICHHS TOKYMEHTOB 110 JJUYHOMY COCTaBY.
B ToM yuncse npaKTHYeCKHUX 3aHATHH U 1a00paTOPHBIX padoT 8
1. lIpaktnueckoe 3anstue 1. OdopmieHne JOKYMEHTOB C IOMOUIbIO 2

nporpammbl Microsoft Word. Co3nanue ma0inoHa JOKYMEHTOB.
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2. Ilpaktuueckoe 3ansrue 2. CoctaBiieHHE U OQOpPMIICHHE PACTIOPAIUTEIBHBIX
Y CTIPaBOYHO- HH(POPMAITMOHHBIX JJOKYMEHTOB.

3. Ilpaktnueckoe 3ansitie 3. IlpoBepka mpaBMIBHOCTH  O(OPMIICHUS
OpraHu3alMOHHBIX TOKYMEHTOB

4. Ilpaktuueckoe 3anstue 4. JJokyMEHTUPOBAHUE TPYIOBbIX IPABOOTHOLIECHUM

CaMmocrosiTes1bHAasA padoTa 00y4arommXxcst
1. CocraBnenne mepeyHss M yKa3aHWe (DYHKIMM  pacHOpSAUTEIBHOM,
CIPaBOYHO-WH(POPMAIMOHHOM, OPraHU3aIMOHHON IOKyMEHTAIINH.
2. Ompenenenue TAIIA TICBMA TIO SI3BIKOBBIM (hopMyaMm.
3. CoctaBnenne u odQopmieHHE MPHUKA30B II0 OCHOBHOM JESATEIHHOCTH,
JIEJIOBBIX TUCEM MO 3aJAHUIO.

Tema 1.3.

Jlene:xxHble u
(¢puHaHCOBO-pacyeTHBbIC
AOKYMEHTbI

Conep:xanue yuyeOHOro marepuaja
1. OcoOenHocTu cocTaBieHUST W OQOPMIICHHS JEHEXKHBIX U (DUHAHCOBO-
pacyeTHHIX JOKYMEHTOB.

B TOM 4nciie NpaKTHYECKHUX 3aHATHI 1 JIa00PATOPHBIX PadoT

1. Tlpaktuueckoe 3anstue 5. OdopmiieHHE TIATEKHBIX TOKYMEHTOB.

CamocTrosiTesqibHasi padoTa 00y4aroIMXCs
1. Hcnons3ys uH(pOpMaIOHHO- MPaBOBYIO cuctemMy U WHTepHET- pecypchl
COCTaBHUTH 0030p JOKYMEHTOB B OYXTaJITEPCKOM yYEeTe.

OK 02., OK 09., OK 10.;
IIK 3.4., 11K 4.1., IIK
4.3.

Tema 1.4.
JorosopHo-npasoBas
AOKYMEHTaI sl

Conep:xanue y4yeOHOro MmaTepuasa

1. Tlomsrtue poroBopa (koHTpakTa). Tumomas ¢opma moroBopa. OCHOBHBIC
paszgensl noroBopa. Buabsl OroBopoB B cdepe 3akymok. JOKYMEHTHI,
oQOpPMIISIOIIME TIOPSIIOK PACCMOTPEHHSI CIOPOB MEXIY OPUIMUCCKUMHU
munamu. [IpaBuna odopmieHus npeTeH3MOHHbIX muceM. OcoOGeHHOCTH
MPOBEICHUS 3aKyIIOK TOBAPOB.

B ToM 4yncie NPAKTHYECKHUX 3aHATHH M 1a00paTOpPHBIX padoT

1. HpaKTI/I‘{eCKOG 3aHATHE 6. (OCOOCHHOCTH COCTaBJICHUS 33.Ky1'[0"IHOI\/’I
JAOKYMCHTAIIUU.

CamocrosiTesibHast padoTa 00y4arommMXxcst

1. Ucnone3ys MHPOpPMALMOHHO- NPaBOBYIO cUcTeMy U VHTepHeT- pecypchl
COCTaBUTH 0030p CYLIECTBYIOIIHX 111a0JI0HOB JOKYMEHTOB,
CONPOBOMKIAIOIINX X035 CTBEHHO-IOTOBOPHYIO JIEATEIBHOCTh OPraHU3alMH.

OK 02., OK 04., OK 05.,
OK 09., OK10.;
IIK 1.5., IIK 3.4., IIK
4.1.

PA3JIEJI 2. OPTAHU3AIINA PABOTHI C JOKYMEHTAMHU

20




Tema 2.1.

Ilonsitue
AOKYMEHT0000poTA,
perucrpaunus
JTOKYMEHTOB,
HCIOJTHEHHE
JTOKYMEHTOB

Coaepikanue yueOHOro MaTepuajia

1.CoctaB u yder oObema AOKyMEHTOOOOpoTa  opranuszanuil. OpraHuzanus
paboThl C JOKYMEHTAIMEH, MOCTYNaloel B OpraHu3aluio: IpueM BXOIAIINX
JOKYMEHTOB, 00pab0TKa, NPEeIBAPUTEIBHOE PACCMOTPEHUE U pacIIpe/ielieHuE,
perucrpanusi, pacCMOTPEHUE JOKYMEHTOB pPYKOBOJICTBOM, HCIIOJIHEHUE.
[lepenaua TOKyMEHTOB BHYTPU OpraHHU3aL|H.

2.Perucrpanus 1okyMeHTOB. KOHTpOJIb HCHIOTHEHUS TOKyMEHTOB. Opranu3anus
U TEXHWKAa KOHTPOJS HCIONHEHUS. THIOBBIE W WHIMBUAYAJIBHBIE CPOKH
ucnoyiHeHus: 1okyMeHToB, cuctema ACKHN/ (aBToMaTu3uMpoBaHHBIA KOHTPOJIb
WCIIOJIHEHUS] IOKYMEHTOB).

OK 02., OK 09.

Tema 2.2.
NudopmannoHubie
TeXHOJIOTHH B
AeJIONPON3BOACTBE

Copep:xanue y4eOHOro marepuasa

1. cionbs3oBanue IIPOrPaMMHOTO obecrieueHus JUTS penieHus
podeccroHaNIbHBIX 3aj1au.

10

B TOM 4nciie NpaKTHYECKHUX 3aHATHI M J1a00PaTOPHBIX PadoT

1. TIpaktudeckoe 3ausatue 7. OpopmieHHE JOKYMEHTOB C MTOMOIIBIO TPOTPAMMBI
Microsoft Word. Pa6oTa c anekrponHbiME 1okyMeHTaMH. CO31aHUE CEPUMHBIX
nuceM. Pacchuika roTOBBIX TUCEM.

2. IIpaktuueckoe 3austue 8. [IpuknagHas cpena - cucrema ynpasiieHus 0azamu
naHHbIX Microsoft Access. ba3pl maHHBIX Ui XpaHeHHs HHMOpMAIMH —
KOHCTPYUpOBaTh 0a3y HaHHBIX; BBOJHUTH, PEIAKTHPOBATh, KOIMHMPOBATH U
ynanate 3amucu. Pabora ¢ 3ampocamu. dopmupoBaHue oT4UeTOB. [lomck
JOKYMEHTOB.

3.IIpaktuueckoe 3anartue 9. Vcnonp3oBaHME WHTErPUPOBAHHBIX CHUCTEM
JIEIONPOU3BOJICTBA M YIPaBJICHUS [Js aBTOMAaTH3aluu pabodero Mecra.
PaGora B cpene Internet u monbp30BaHHE ANEKTPOHHONW MOUTHL. DJIEKTPOHHAS
Mo4Ta: MOHSATHE, HA3HAYCHHE, CO3/IaHUE U OTIpaBKa COOOIICHUH, MOIydeHUE
MOYTBHI.

4. Tlpaktnueckoe  3anatue 10. OsmakomuThcss ¢ mpodeccuoHalbHO-
opuentupoBanubiM [IO B o6mactu JIOY OrteuecTBeHHBIE pa3pabOTKH
nporpamMm aBromaruszaiuu JJOY u apxuBHOTO Aena

CamocrosiTesibHast padoTa 00y4arOIIMXCS

1.Ucnonp3ys HWHPOPMALMOHHO-TIPABOBYIO cHUcTeMy U VHTepHeT pecypchl
COCTaBUTH 0030p MPOrpPaMMHBIX pEIIeHUll Ul BeJeHUs JOKYMEHTO000poTa ¢
nepeyHeM (yHKIMHA, KoTOpble mporpamma peanusyer. CoctaBuTh Talbnmily

OK 04., OK 05., OK 09.,
OK 10.;
IIK 4.1., IIK 4.3.
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CPaBHHUTCIILHOI'O aHaJIM3a IPorpaMm.

Conepxxanue yueOHOro Marepuasa

Tema 2.3. 1. Cucremaruszanus JOKyMEHTOB U WX xpaHeHue. Homenknatypa pei.
Oprauusanus [IpumepHBIE W THUIIOBBIE HOMEHKIATYpHI jgei. OdopMicHHE HOMEHKIATYPHI 2 OK 02.. OK 05.. OK 09.-
onepaTUuBHOIO U nen. TpeboBanust K 0QOPMIICHUIO JeNl. XPAaHCHHUE IOKYMEHTOB B CTPYKTYPHBIX ” K 3 4’ N
ApXUBHOI'0 XpaHEHU S noapaszaeseHusx. [loaroToBka en k caade B BEAOMCTBEHHBIN apXUB. o
AOKYMEHTOB B ToM ymKciie npakTHYeCKUX 3aHATHH M J1a00paTOPHBIX padoT 2

1. Tlpaktuyeckoe 3anstue 11. CoctaBieHrne HOMEHKIATYpPhI A€l 2
IIpome:xkyTounas arrecrauusi B (Qopme auddepeHUMPOBAHHOIO 3a4vera (3a CYET BpPEMEHH, 5
OTBEICHHOI0 HA MPAKTHYECKHE 3aHATHS).
Bcero: 46
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3.YCJOBHUS PEAJIM3AIIMA ITIPOT'PAMMBI YUEBHOM JTUCIIUILINHBI

3.1 MaTepunajbHO - TEXHHYeCKoOe obecreyeHue

Jns  peanu3anyi  IpOrpamMMbl  y4eOHOM AMCUUIUIMHBL JIOJDKHBI  OBITH IMPEIyCMOTPEHBI
cienyromume crenuanbubie nomemenus (B coorserctBun ¢ ®I'OC u [TOOI):

nabopatopus  MHpopManmuoHHBIE TEXHOJOTHM M JIOKyMEHTAlMOHHOE oOecreyeHne
podecCHOHABHOM JIeATEIIBHOCTH,

OCHAIIIEHHAas: 000pyIOBaHMEM: TOCAJI0YHBIE MECTa IO KOJHYECTBY OOydarommxcs, pabouee
MECTO NpenogaBaTeis, HH(HOPMallMOHHbIE CTEH/IBI,

TEXHUYECKUMHU CpPEACTBaMU OOYUYEHHs: TepCOHAIbHbIE KOMITBIOTEPHI C JIMIEH3UOHHBIM
MPOTPaMMHBEIM O0€CIIEYeHHEM C BBIXOJIOM B JIOKallbHYIO ceTb W B HTepHeT, MapkepHas
(MHTEepaKkTUBHAsA) JOCKa, MYJIbTHUMEIUA IPOEKTOp, NPUHTEpP, CKaHEp, NPOrpaMMHOE oOOecreyeHue:

oreparronHas cucrema cemeiicta Windows, maker Microsoft Office.
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3.2. AudopManiuoHHOe 0fecrieyeHHe peain3ali MpPorpaMmbI:
Jlnst peanuzaiiui porpamMMbl OMOIHOTEUHBIH (OHA 00pa3oBaTENbHON OpraHU3alMu JIOJHKEH
UMETh T€YaTHble W/WIM 3JCKTPOHHbIE O0Opa3oBaTelbHblE M  HH(POPMAIMOHHBIE  PECYPCHI,

PEKOMCHAYCMBIC JId UCIIOJIb30BAHHA B 06pa30BaT€JII)HOM mpouecce.

3.2.1 IlevatHblie u3aHus
HopmaTuBHO-TIpaBOBBIE IOKYMEHTHI:

1. Koncrurynus Poccuiickoit @enepauuu ot 12.12.1993 roga (¢ yueToMm ¢ U3BMEHEHUHN U IOTIOJIHEHUH).

2. I'paxnanckuii kogekc Poccuiickoit @eneparuu (dacth nmepsas) oT 30.11.1994 1. Ne 51-D3 (¢ yuerom
W3MEHEHUN U JOTIOTHEHUH).

3. I'paxnanckuii kogekc Poccuiickoit @eneparuu (dacts BTopas) ot 26.01.1996 r. Ne 14-D3 (¢ yuerom
W3MEHEHUH U JOTIOTHEHUH).

4. Hanorossiii konekc Poccuiickoii ®denepanuu (wacte mepBas) ot 31 uromsa 1998 r.Ne 146-D3 (c
Y4€TOM U3MEHEHHUH U TOTIOJTHEHUN ).

5. Hamoroseiii konekc Poccutickoit deneparnuu (vacts BTopas) ot 5 aBrycra 2000 r.Ne 117-®3 (c
Y4€TOM M3MEHEHHUH U TOTIOJTHEHU ).

6. ®enepanbubiii 3akoH oT 18.07. 2011 Ne223-d3 «O 3akynkax TOBapoB, pabOT, CIYr OTIEIbLHBIMH
BUJIAaMU IOPUINYECKUX JHID (B ACHCTBYIOIIEH pEAaKIIM).

7. ®enepanbubiii 3ak0H 0T 05.04.2013 No 44-D3 «O KOHTpaKTHOU cUCTEME B cpepe 3aKyloK TOBAPOB,
paboT, yciyr st obecrieyeHus: TOCyIapCTBEHHBIX M MYHHMIMIAIBHBIX HYXI» (B JIEHCTBYIOIIEH
penaKIun).

8. ®enepanbupiii 3ak0H oT 02.07.2006 Ne 149-®3 (pen. ot 23.04.2018) «O6 wunbpopmManmy,
nH(pOpMAaTU3ALMY U 3alIUTE UHOOPMALIUN.

9. TOCT P 7.0.97-2016 "Cuctema ctangapToB 1o WH(pOpPMAIHH, OMOIHMOTEYHOMY U H3aTEILCKOMY
neny. OP/I. TpeboBanus k 0(OpMICHHUIO TOKYMEHTOB".

10. I'OCT P.7.08-2013 «CUBU/I. Jlenonpou3BOACTBO U APXUBHOE /1€710. TepMUHBI U ONPEACICHUS

11. I'OCT 6.10.5-87. YHudunupoBaHHble CUCTEMbI JOKyMEHTAlMu. TpeOoBaHUS K MOCTPOSHUIO
¢bopmynspa-obpasua.

12.  TlpumepHas UWHCTPYKIMS TIO JEIOMPOU3BOACTBY B TOCYJApCTBEHHBIX OpTraHH3aIsIX

(yrBepxaeHa npuka3zoMm PocapxuBa ot 11.04.2018 Ned4).

OcHoBHast TuTEpaTypa:
1. KopueeB UK. JlokymeHTalIMOHHOE 0OECTIEUeHUE YIIPaBICHUS: YIeOHUK U TipakTukyM s CI1O/
N .K. Kopuees, A.B. ITmenko, B.A. Mamypues. — Mocksa: HOpaiit, 2019 — 385 c.-

[IpodeccruonansHoe 0Opa3oBaHuUe.
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3.2.2 JIONOJHUTEIbHBIE UCTOYHUKH:

http://www.consultant.ru - CnipaBouno-npaBoBas cuctema «Koncynabrant [Tirocy

http://www.garant.ru - CrpaBouHo-TipaBoBasi cuctema «I apanrt»

http://www.minfin.ru — OdunuaneHelii caiitr MunuctepcTBa punancoB Poccuiickoit deneparyn

http://document-ved.ru-Dnexrponnslii yaeoHbii Kypce JJOY

http://delo-ved.ru- Jleno-Bex (DIEKTPOHHBIN pecypc): BCe O IEIOMPOU3BOJICTBE

Kopnees W.K., Ilmenko A.B., Mamypues B.A. VYueOnuk u mnpakrukym g CIIO
«/loxymenTtanmonnoe obOecnedeHue ympasienus + Tectsl B ObCx». MockBa: M3marenscTBo

FOpaiir, 2017- 384c.

. Kysnenos U.H. [lokymeHTanimoHHOE 0O€criedeHre yrpaBIeHHs IEPCOHAIOM. YUEOHUK U

npaktukyM s CIIO. Mocksa: M3narensctBo FOpaiit, 2017.- 246 c.

Capymikuna E.O. CenuBanoBa O.A. COOpHUK IpakTUYECKUX 3alaHuil o nucuuminie «0VY» -
M 2019.

lysanoBa H.H. JlokymeHTannoHHOE oOecriedeHHe YMNpaBieHUS: Y4€OHHUK U TPAKTUKYM /
[llysanoBa H.H. - M.: U3natensctBo HOpaiit, 2019 [DnekTpoHHbIN pecypc; Pexxum goctyna
https://biblio-online.ru/bcode/433679] .



http://www.consultant.ru/
http://www.garant.ru/
http://www.minfin.ru/
http://document-ved.ru-электронный/
http://delo-ved.ru-/
https://biblio-online.ru/bcode/413825
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4. KOHTPOJIb ! OLIEHKA PE3YJbTATOB OCBOEHHUS YYEFHOU JUCITATLIAHBI

PesyabTaTnl 00yyeHus

Kpurepun onenkn

MeToabl OLIEHKH

[lepevens 3HaHMIL, OCBANBAEMBIX B
paMKax JAUCIHUIUTAHBL:

OcHOBHbBIE UICTOYHUKHU UHPOPMALIUU U
pecypchl Ui pelieHus 3a1au.
CopepxaHue akTyaJlbHON HOPMATUBHO-
IIPaBOBOM JOKYMEHTALIUH

CoBpemeHHbIE CpeCTBa U TPOrPaMMHOE
obecnieyeHue B MpodheccuoHaIbHOM
NeSITeIbHOCTH

[TpaBuna odopmiieHUst TOKYMEHTOB
[TpaBuna odopmiieHUs 3aKyTTOUHON
JTOKYMEHTAIIH

WNndopmannonnsie Texnonoruu JJ0Y
Oco0eHHOCTH OpraHu3aIuy U
MIPOBEICHUST KOHTPOJIBHBIX MEPOTIPHSITHI
OpraHaMH, OCYILECTBISIOUIIMU
(buHAHCOBBIN KOHTPOJIb

CootBercTBHE 0POPMIICHHS
JOKYMEHTaIUH,
IIPUMEHSEMON B
npodeccrnoHaIbHO M
JESITENIbHOCTH, TPEOOBAHUSAM
HOPMAaTHUBHBIX IOKyMEHTOB
CootBetcTBHE BBIOOpA
TEXHOJIOTUH 0(OPMIICHUS
JOKYMEHTOB COBPEMEHHBIM
TpeOOBaHUSIM
JTIOKYyMEHTO000pOTA.

YeTHbI  (IMCHMEHHBIH)
orpoc

TectupoBanue

IIpoBepka MNpPaKTUYECKUX
pabot

Onenka pe3yJabTaTOB

CaMOCTOSTEIbHON pabOThI
3auér

[lepeyensr yMeHMi1, OCBAaMBa€MBIX B
pamMKax TUCIUIUIMHBIL:

CTpyKTypuUpOBaTh MOJTYyYaEMYIO
nHpopMaIuo, opopMIISITh pe3yIbTaThI
MOMCKA.

Onpenenars akTyaJlbHOCTh HOPMaTUBHO-
MPaBOBOM JOKYMEHTAIINH.
B3anmopaeiicTBOBaTh € KOJIJIETaMu,
PYKOBOJICTBOM, KIIMEHTaMH.
Hcnonb3oBath yHUULIIIPOBAaHHBIE
(hOpMBI TOKYMEHTOB

Hcnonb3oBarh

cpeacTBa HHPOPMAITMOHHBIX TEXHOJIOTHI
JUIS pellieHus mpodecCHOHaNbHBIX 3aa4.
OdopMIsATh MIIATEKHBIE JOKYMEHTHI.
[IpoBepsATh HEOOXOAUMYIO
JOKYMEHTAIUIO JJISl 3aKIIF0UEHUS
KOHTPAKTOB.

OdopMIsATh pe3yNbTaThl MPOBEACHHBIX
KOHTPOJIBHBIX MEPOTIPUSATHH ITyTeM
COCTaBIICHUS aKTOB U CITPABOK.

Bnanenue npaBunamu
COCTaBJICHUS U OPOPMIICHUS
JOKYMEHTaIu! B
COOTBETCTBUHU C
HOPMAaTUBHBIMU
JTOKyMEHTaMu

Odopmienus pe3yabTaToB
novcka nHGopMaIuu
HaBbIku ocymiecTBiIeHUs
HPOBEPKH HEOOXO MO
JTOKYMEHTAIUH IS
3aKJIIOYCHUS] KOHTPAKTOB.
JleMoHCTpaIys aHanu3a
COJICPIKaHUSI
YIIPaBICHYECKUX
JOKYMEHTOB.

HaBpIku B MCHIOIB30BaHUI
IpOrpaMMHOTO o0ecIieueHre
B opranuszauuu JJOVY.

DKCnepTHOE HAOIIOCHUE
U OLICHKA Ha
MPAKTUYECKUX 3aHATUSIX
IIPU BBITIOJIHEHUU PabOThI
OrneHka penieHui
CUTYallMOHHBIX 3a7a4
O1ieHKa pe3yJIbTaTOB
BBITIOJTHEHUS
MPAKTHYECKON pabOThI
3auét




