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1. Obmas xapakTepucTHKa paboydeil porpaMMbl AUCITUTLTHHBI

1.1. Mecto mMCUMIUIMHEI B CTIPYKType OCHOBHOH 0Opa3oBaTenbHOM
IIPOrpPaMMBEI:
Jucnunnmaa  «JlokyMeHTalMoOHHOe  ofecredeHre yIpaBlIeHUA»  ABIAETCA
00sM3aTeNIbHOM  4acThl0  OOIIenpo(eCCHOHANBHOTO  IMKJIa  OCHOBHOM

obpa3oBarensHOi MporpaMMel B coOTBeTcTBHH ¢ ®PI'OC 1o CrHenMaIbHOCTH
38.02.06 «DuHAHCHD».

Ocoboe 3Ha4YeHHe AUCLHIUIMHA UMEET MPH (POPMHUPOBAHUH MPOGECCHOHATBHBIX H
o0IMX KoMmIeTeHIMi 1Mo BceM BumaM nesreiibHocTH PI'OC crenumalbHOCTH

38.02.06 «DuHAHCHD).
1.2. Ilens u mutaHUpyeMble pe3yJIbTaThl OCBOSHUS AUCIUIIIHHEL:
B pamkax mporpaMMbl JUCHHMIUIMHBI CTyA€HTAMU OCBaWBalOTCd YMEHUS U

3HaHUA
Kon YMmenus 3HaHug
o0mux u
npodeccu
OHAJIBHBIX
KOMIICTEH |
105171
MK 1.5. | OdopMIaTh NIaTeXHBIE JOKYMEHTBI OcoGeHHOCTH COCTaBICHUS
IIK3.4. | (3neKTpoHHbIE 3a9BKH Ha KACCOBLIC PAaCXOABI M | 3aKYIOYHOM JOKyMEHTAlu{
IIK 4.1. IUTaTEXXHbBIE IOPYYEHHS) IS IPOBEIICHUA Wn}popManimOHHBIE TEXHOJIOTHH
IIK 4.3. KaCCOBBIX BBHIILIAT B Mpo(heCCHOHANBHOM

IIpoBepsTs HEO6XOAUMYIO JOKYMEHTALHIO ML
3aKIJIIOYEHAA KOHTPAKTOB

ITpoBepsATs HEOOXOAUMYIO JOKYMEHTALUIO JUISA
3aKJIFOYEHUSA KOHTPAKTOB; IPAMEHATD
IporpaMMHOe 00eCIIeYeHHE ITPU
OCYILECTBJICHHH (PHHAHCOBOTO KOHTPOJIA.
OdopMIATE pe3ynbTaThl IPOBEAECHHBIX
KOHTPOJBHBIX MEPOTIPHATHH ITyTeM
COCTaBJICHHS aKTOB M CIPABOK; IPUMEHATh
nporpaMMHoe obecrieueHue (PUHAHCOBOTO

KOHTPOJIS.

JEATENIEHOCTH
Oco6eHHOCTH OpraHU3alliy U
NIPOBEJICHUS KOHTPOJIBHBIX
MEPOIIPUATHH OpraHaMH,
OCYIIECTBISIOIAMHU
(MHAHCOBBIH KOHTPOIb.
Oco6eHHOCTH MPOBEACHUS
3aKyIIOK TOBapoOB, paboT, ycIyr
OTIEIBHBEIMHA BHAAMH

IOPAIAICCKHUX JIHII.




2. CTpyKTYypa U CoIepKaHue qUCIHATLIHHBL
2.1. O6BeM THUCHHMIUTHHEI ¥ BHAB! yae6HOM paboTsI

Bun yue6Hoit paGoTsl O6xeM B gacax
O61eM 06pa3oBaTeNbHOM NPOrpaMMBbI JUCIHILTHHEL 40
O6BbeM paboTh! CTyIEHTOB BO B3aMMOZIEHCTRHNE C IIPEIOZaBaTeeM 32
B TOM YHCIIE:

TEOPETHYECKOE 00ydeHHE 12
HPAaKTHYECKUE 3aHATHL 20
1abopaTOpHBIE 3aHATHS -
KOHTpOJBHEIE PaGOTEI -
Kypcoso#t npoekr (paGotra) (eciu npemycMoTpeHo) -
8

CaMOCTOsITCIIbHasA pa60Ta

IIpomexcyrodnas aTrectanus B hopMe nudhepeRIHpPOBAHHOrO 3a9€eTa




2.2. TemaTHdecKuii NJIaH U COIEPXKAHHNE IMCITHTLTHHEL

" HaumenoBanue |

pa3ienoB U TeM

Conepxanme yuyeGHOro MaTepraia u pOpMBI OpraHM3aIMH
JEATENbHOCTH CTYJEHTOB

Ob6nem
B yacax

Konpt
KOMITETEHLIH
ﬁa
dopmupoBaH
HIO KOTOPbIX
criocobcTRye
T SJIEMEHT

IIPOTPaMMEI

1

2

4

Tema 1.
«BBenenue.
JlokyMeHT U
CHCTEMA
JIOKyMEHTaIlH
H»

Conep:xanme yqe6HOro Matepuaia

1.3nauenne H COZIEpKaHHeE JACHUILITHHBI
«JloxymeHTanHOHHOE OfecleyeHre ympaBieHHS». [IoHATHE
TEPMUHOB «ITOKYMEHT», «IOKyMEHTHPOBaHHEY,
«TOKYMEHTAIIHOHHOE obecreueHne YIIpaBICHAST.
YHudukamus M CTaHIapTH3aMH  yOpaBIEHYECKHX
JOKYMEHTOB.

IIK
34,4143

B ToM 4nce mIpaKTHYECKUX 3aHATHI

IIpakTugeckoe 3anaTre 1.0bopMmiIeHHE TOKYMEHTOB C
noMomeio mporpaMmel MicrosoftWord. Cosnanue ma6nona
JOKyMEHTOB.

CamocrosrensHas  paGota. Hcropus  pasBuTHA — HaydHBIX
NPEJICTABIICHUH O JJOKYMEHTALIMOHHOM O0€eCeUeHHH YIIPaRIICHHA.

Tema 2.
«Opranuzanu
OHHO-
pacnopsauTen
bHEIE
JOKYMEHTBD)»

Cogepixanue yueGHOTO MaTepHaa

1.Opranu3alioHHble  IOKyMEHTHI — YCTaB, YdpedMTeNbHbIE
AOTOBOD, MONOXKEHHE. PacriopsauTeNnbHEle JOKyMEHTH — HpHKa3,
PacropsDKeHHe, YKa3aHHe, IOCTaHOBJICHHE, PeLICHUE, HHCTPYKLIHS,
IIPOTOKOJL.

2. CrpaBouHO-HH(pOpMaLIHOHHEIE HOKYMEHTHL:  CITyxkeOHas
3aIMCKa, OOBACHHTENbHAA 3alMCKa, aKT, CIpaBKa, CIyxeGHbIE
IHChMa

B TOM 4HCne mpakTHUeCKHX 3aHATHI

Ipaktudeckoe 3ansTie 2. CocraBieHue H OGhOPMIICHHE

PacHopsXCHUS

IIK
34,4143

Ilpakruueckoe 3aHstwe 3. CocTtaBieHHe u  oQopMIeHHE
 PactopsAMTENbHbIX | CIIPABOYHO- HH(OPMALIIOHHBIX JOKYMEHTOB.

Camocrosrensnas pabota. Kiaccudukanus opraHM3alldOHHO-
PacOpAANTETHHOM JOKyMEHTalUH: OpraHu3allOHHEIE,
PactopsaMTENbHbIE, CIPABOYHO-HHPOPMALMOHHEIE.

Tema 3.
«Kanpopas
JOKyMEHTallH
a»

Conepxanue yueGHOro MaTepraia

1. JlokyMeHTHpOBaHNE TPYAOBEIX NpaBooTHOmMEHHH. COCTaB U
0COGEHHOCTH O(OPMIIEHAS HOKYMEHTOB 10 JHYHOMY
COCTaBY.

2.KommiekToBaHHe JIMIHOTO Aeia. ABToGHOrpadus. Pesiome.
3asprenne o mpueMe Ha paGory. IIpukaskl IO TMYHOMY
COCTaBY.

‘B TOM umcIIe IPaKTHYECKUX 3aHATHI

Ipaktuyeckoe 3amatne 4. OQopmieHHE NPHKA30B IIO
JHYHOMY COCTaBY.

IpaxTiaeckoe 3anaTue 5.0popMieHHE CIPaBOK, JOKIAIHOMN
U CIIyKeOHO# 3aIIMCKH, aKTa.

Odopmienue

IlpakTnueckoe 3aHsTHE 6. TPYJIOBOTO

IK
34,4143




‘ | IoroBopa, TpHKa3a O IpmeMe Ha paboTy, o(hopMIeHHE |
_TPYZJOBOM KHHKKH. B
Tema 4. Conepixanue yueOHOTO MaTepuaia IIK 1.5,
«JloroBopHO- | 1.IlonsaTHS HOrOBOpa. BHABI JOrOBOPOB. 3.44.1.
MpaBoBast | 2.]IpaBuita oopMITeHUs] MPETEH3HOHHEIX muceM. PopMymsp | 6
AOKYMEHTAIM. | MCKOBOTO 3asBJICHHUsI, Tpe6OBaHHU: K €70 0(OPMIICHHIO
» B TOM 4HCIIe IpaKTHYeCKUX 3aHATHH 4
ITpaxtgeckoe 3amsrue 7. OdopmiieHHe AOroBopa KYILIH- | 2
| Tpo/iaku .
IIpakTuyeckoe 3amstue 8. OdopmieHHE NPETEH3MOHHBIX 5
NIHCEM.
Camocrosrenshas paGoTa. Buapl OroBopoB: KyIUIH-TIPOJAXH, 5
HOCTaBKH, KOMHCCHH H Ip. BHIBI JOrOBOPOB B chepe 3aKymOK.
Tema 5. Coneprxanne yaeOHOro MaTepHaia
«Ilonarue 1.CoctaB u ydyer obmeMa AOKYMEHTOOOOpOTa MpeAmpUATHiL. | 4
JoKyMeHT000 | Opranmsamus paGoTel €  BXOAsINeH, MCXOMAIEH M
opoTa, BHYTPEHHEH IOKyMEHTAIUEH
peructpauus | 2. basbl JaHHBIX i1 XpaHEHHsS IOKYMEHTOB. Pabota ¢
JIOKYMEHTOB» | 3aripocamu. PaboTa ¢ 51eKTpOHHBIMU JOKYMEHTaMHU.
| B TOM uHCIe PaKTHYECKAX 3aHATHH - 2
IIpaktHaeckoe 3amsaTue 9. PaGota ¢ 3IEKTPOHHBIMH 2
JokymeHTaMH. OdopMIIeHHE 3arpoCcoB. o
Camocrostensras paGora. HHpopMalHOHHbBIE TEXHOIOTHH B 2
| JIETIONIPON3BO/ICTBE _ .
Tema 6. Conepxanue yae6HOro MaTepuaia 4 IIK3.4
«Oprauuzanm | 1.Homenknatypa  zein. WnpuBuyancHele, CBOJIHEIE,
' HpHMEpPHBIE U TUIIOBhIE HOMEHKJIATYPHI €.
onepatusHoro | 2.IIoArOTOBKa M MOpPSNOK [epefadd el B  AapXHUB.
M apXUBHOrO | 3aKOHOZATENbHEIE aKTHl M = HOPMaTHBHO-METOIMYECKHE
XpaHeHus JOKYMEHTHI 0 apXMBHOMY XPaHECHHIO JOKYMEHTOB. ] -
JOKYMEHTOB» | B TOM umcle mpakTHYeCKHX 3aHSTHi 2
IpaxTrgeckoe 3ausatue 10. OdopMileHHe HOMEHKIATYPHI el. | 2
IloaroToBka ¥ MOPSOK NEpeaadH e B apXHUB.
ITpomexxyTodnas arTectanus B popMe auddepeHIMPOBAHHOTO 3a4Y€eTa
Bcero: 40




3. YcnoBus peanu3aniy AUCLUIIIAHBI

3.1. [Ina peammzaud OpOrpaMMBI  TUCLHUIUIMHBL  JOJDKHBEI  OBITH
IpEeAYCMOTPEHEI ClIeyIoIIHe crelaibHbIe MIOMEIIECHHS: KaOuHET
«JloKkyMeHTaIHOHHOrO O0ecTieYeHnsl yNpaBieHHs», OCHAIIEHHBI 000pyIOBaHUEM:
MOCaJOYHbIE MECTA 10 KOJMYECTBY oOydaromuxcs, pabodee MecTo IpernojaBaTes,
IOCKa, CTEHJBI, MUIAKTHYECKUH MaTephall, TEXHHYECKUMH CPEJICTBaMU OOy4eHHS:
KOMITBIOTEPEI, MyJIETUMEJUITHOE 000pYAOBaHUE, IPUHTED.

ITomemeHns mOjid CaMOCTOATENbHONH paboThl OOYYaromMXCsl OCHALICHBI
KOMITBIOTEPHOM TEXHHKOMW C BO3MOXXHOCTBIO MOJKIIOYEHHS K HH(GOPMalUOHHO-
TeIEKOMMyHHKaUuoHHOM cetn "HMHrepHer" M ofecnedyeHWeM JoOCTynma B
SNIEKTPOHHYIO  HHGOPMAIHOHHO-00pa30BaTeNFHYI0  cpelly =~ 00pa3oBaTelbHOU
opraHu3anuy (MpH HATAYNH).

[Tepeuensr 06opyaoBaHNA He SBISETCS OKOHYATENbHBIM M MOXXET U3MEHATHCS
B COOTBETCTBHH C OCOOEHHOCTAMH oOpa3oBaTenbHOM opraHumsanuu. Hanpumep,
BO3MOXKHO JIONOJIHUTENIbHOE OCHAIlEHHE IIPUHTEPOM MIIMA HMHBIM TEXHUYECKHM
CPECTBOM.

3.2. ndopMalnoHHOe obecniedeH e peau3alii IporpaMMBI

Jns  peamusanuu mporpamMMsl  GuOGnmoTedHBIH (OHA 00pa3oBaTENBEHOR
OpraHM3alMi HOJDKEH MMETh INeYaTHbIe /WU DIEeKTpPOHHBIE 0Opa3oBaTeNbHBIE U
uH(pOPMAIMOHHEIE PECYPCHI, Ui NCIIONE30BaHKsA B 06pa30BaTeILHOM IIPOLIECCE

OcHoBHEbIE NTeYaTHbIE U SJICKTPOHHbIE U31aHUA

1. Bapmynn B.B. JlokymeHTanuonHoe obecrieuenre ynpasienus ana CIIO B
OBC. «¥Octunusa», 2020.-271c.

2. brixoBa T.A. Ckpunko E.A. Kykapuna IOM. J[lokyMeHTallHOHHOE
obecnieuenne ynpasienus B ObC. «Book.ru», 2018.- 266 c.

3. backakoB M.U. JlokymeHTanuoHHOe obecriedyenue ynpasieHus B ObC
yuebHoe nocodue misa CITO. 2020-216¢.

4.CrpaBouHass  IpaBoOBas cucreMa  «Komcynerant  mwmoc»:http://

www.consultant.ru

5.CripaBoyHas cucteMa «I"apanT». http://www.aero.garant.ru

6ITTOCT P 6.30-2003. VaudunmupoBaHHas CHCTEMa JOKYMEHTAIHH.

YHnbuimpoBaHHas cUCTEMA OpraHU3alMOHHO-PACIOPAAUTENILHOM
JNOKyMeHTanuH. TpeGoBaHWe K OQGOPMIECHHIO JOKYMEHTOB. Y TBEpXKIECH
noctanosineHueM I[occranmaptra P® ot 03.03.2003 Ne65-ct. — M.:. Hsn-Bo
cTaHzapToB, 2003.

HomnonHuTeNbHbIE HCTOYHUKH

1. Kypnan «Jlenmonpou3BOACTBOY.

2. Xypnan «Cexpetapckoe Jeno».

3. Xypnan «YnpapieHHe IEPCOHATIOM.

4. KOHTpOIE U OLIEHKA Pe3yJIbTATOB OCBOCHMS JUCIIUILIHHEI

KouTpons U oleHKa pe3ylbTaTOB OCBOEHMS IUCLHMILIHHBI OCYIIECTBIACTCS
IpenojaBareiieM B Mpolecce NPOBENeHHS NMPaKTUYSCKUX 3aHATHM, TECTHPOBaHMA, a
TaKK€  BLIIIOJHEHWS  CTYJeHTaMH  HMHAMBHAYalbHBIX  3aJjaHWH, IPOEKTOB,
HCCIIeOBAlINIA



Pe3ynbTatsl 00yyeHus

Kputepun oneHku

Mertonasl OlleHKH

3Hanu:

OCHOBHBIE€ HCTOYHHUKH HHPOPMALIUH K IIpaBunsHOCTB

PeCYpPCHI IJis peLICHH S 33124 odopmeHUS

¢bopmat odopMIIeHHUS PE3YAETATOB IOKCKA | IOKyMEHTAIIHH,

uHGOpPMAITHH NIPUMEHAEMOH B

ConepxaHuc aKTyaIbHOM HOPMaTHBHO- npodecCHOHATBEHOU

MPaBOBOI JOKYMEHTAUH JeSTeTbHOCTH

Icuxonorugeckue OCHOBBI AEATEIHHOCTH CootBetcTBHE BEIOOpA

KOJUIEKTHBa TEXHOJIOTHH

CoBpeMeHHBIE CPEICTBA U IPOTPAMMHOE oopmeHUs

obecnieuerre B Ipo)eCCHOHANBEHOM JIOKYMEHTOB

JEATENBHOCTH COBpPEMEHHbBIM

IIpaBuna opopMieHus JOKYMEHTOB TpeGOBaHUAM

IIpaBuna ohopMieHus 3aKyIIOIHOK JIOKyMeHT0000poTa

JOKyMEHTAIH

HndopmanvoHHbIE TEXHOJIOTHH B

npodecCHOHANBEHON e TeNbHOCTH

Oco0eHHOCTH OpraHU3allid ¥ IPOBEICHUS

KOHTPOJIbHRIX MEPOIIPHATHI OpraHaMH,

OCYIIECTBIISIOINUMH (MHAHCOBBIH KOHTPOJIb 3

YMennus:

AHaTM3MpOBaTh 3a/1a4y M OIpENeNaTh dTanbl | BiageHune npaBuiaMu

pelIeHus COCTaBIICHUA U

CTpyKTypHpOoRaTh NOy4aeMyIo ohopMieHUS

uHpopMalutO; 0GOPMIISTH Pe3yJIbTaThl JOKyMEHTALIUH B
COOTBETCTBHH C

IOKCKa
OnpenensaTh aKTyaTbHOCTH HOPMaTHBHO-
IIPaBOBOM JOKYMEHTAIUH
B3aMMOJEHCTBOBATH C KOJUIETaMH,
PYKOBOACTEOM, KIIMEHTAaMH | paMOTHO
ohopMIIATE JOKYMEHTHI IO
mpoeCCHOHANBHON TEMATHKE

IIpumenaTs cpencTBa HHGOPMAIIHOHHBIX
TEXHOJIOTHH JiI PEIICHUS
npodeccHoHansHBIX 3a/1a4

HUcnone3orare 6101KETHOE 3aKOHOAATENECTBO
oopMIIATH TIMATEKHBIE JOKYMEHTEL

HPOBEPATH HEOOXOAUMYIO JOKYMEHTAMIO AT

3aKJIOYECHUS KOHTPAKTOB

opopMIATE pe3yNIbTaThl IPOBEICHHBIX
KOHTPOJBHEIY. MEPOIIPUATHH IIyTEM
COCTaBIICHKY 2KTOB U CIIPaBOK

| HOpMaTHBHBEIMHA
| IOKYMEHTaMH.
Odopmnenue
Pe3yIbTaToB MIOUCKa
HHGOpMAIMH.
Haprixu
| OCYIIECTBICHHA
TIPOBEPKH
HE0OX0IMMOM
JIOKYMEHTAIIUHU IS
3aKTIOYEHAS
KOHTPAKTOB.
JleMoHCTparus
aHaJIN3a COACPIKAHUSA
yIIpaBIeHYECKHX
JIOKYMEHTOB.
Haprixu B
HCTIOJIB30BAHUHU
MPOrPaMMHOTO
obecmeuenue B
opraausamun JIOV.

YcTHBI
(mMcEMeHHBII )oIIpoc.

|

| Tectuporanue.
ITpoBepka
IpaKkTHIeCKUX paboT

OIICHKA PC3yNIbTATOB.

JunddepeHnupoBaHHELH
3a9€T (KOMILIEKCHBIH)

OxcnepTHOE
| HaGIIOIEHHE U OLIEHKA
Ha MPaKTHYECKUX
3aHATHIX IPU
BEIIOJIHEHAH pabOThL.

OreHKa pemeHnn
CHTYaIlMOHHBIX 3a7a4.

Ornenka pe3yIbTaToB
BBIMOJTHEHHSA
MIPaKTHYEeCKOH paboTHI.

HuddepenurpoBaHHbIH
3a4€T (KOMIUIEKCHBIH)




