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1. OBLLUAA XAPAKTEPUCTUKA NPOrPAMMbI YYEEHOW ONCLMUMNITUHBI

1.1 MecTo AMCLUMNNNHbI B CTPYKTYpe OCHOBHOW Oob6pa3oBaTesibHOW NporpaMmmsbl

YyebHaa pgucumnnmHa  «[JokymMeHTaumoHHoe obecnevyeHne ynpaBreHUs»
aBnseTca obsazaTenbHOM 4YacTblo  00LlenpodecCUoHanbHOroO  UMKNa  OCHOBHOM
obpasoBaTtenbHon nporpammbl B cootBetctBUM ¢ ®IOC CIMO no cneumanbHOCTU
38.02.01 OkoHOMMKa U ByxranTepckui yyeT (No oTpacnsm).

YyebHas aucumnnuHa Ol1.06 [JokymeHTaumMoHHOe obecneyeHue ynpaBneHus
obecneunBaet hopmmpoBaHme nNPodeCcCMOoHanbHbIX U OOLWMX KOMMNETEHUMIA MO BCEM
Bugam peatenbHoctmi ®IOC CIO no cneumanbHoctn 38.02.01 3KOHOMUMKA W
Gyxrantepckuin y4et (no otpacnam). Ocoboe 3HavyeHve AuCUMnnHA umeeT npu
dopmupoaHum n passutum OK 01, OK 02, OK 03, OK 04, OK 05, OK 09, OK10, INK 1.1.

1.2 Llenb n nnaHnpyemble pe3yrnbTaTbl OCBOEHUA AUCLUNIIUHDI

B paMKax nporpamMmmbl yqe6H017| ONCUUMITUHDbI 06y‘-IaI-OLIJ,MMI/ICFI ocBanBakOTCA
cnegywuwime ymeHna n 3HaHun4a

Kon YMeHus 3HaHuA

MK, OK

OK 01 Pacnos3HaBaTtb 3agayvy u/unm npobnemy B AKTyanbHbIN NPOGECCUOHANbHbIN
npodeccuoHanbHOM n/mnu coumanbHOM N couManbHbI KOHTEKCT, B
KOHTEKCTe; aHanuanpoBaTtb 3agady u/unu KOTOpPOM npuxoantcsa paboTaTtb 1
npobnemy n BblIAeNATb €€ COCTaBHbIE XWUTb; OCHOBHbIE NCTOYHUKMN
4yacTu; onpenenaTb aTanbl peLleHns NMHopmauumn n pecypcbl Ang
3a7auun; BbIABNATb M 9PPEKTUBHO UCKaTb pelueHns 3agad n npobnem B
MHpopmauuio, HeobxoaMMyto s peleHns | NpodeccnoHanbHOM U/unm
3agauun u/unu npobnemsi; coumanbHOM KOHTEKCTE;
COCTaBUTb NfaH AeNCTBUS; onpeaennTb anropuTMbl BbIMOMHEHUS paboT B
HeobxoauMble pecypchl; npodeCcCUoHanbHOM U CMEXHbIX
BNageTb akTyanbHbIMWU MeTodamun paboTel B | obnacTtsax; Metoabl paboThl B
npodeccnoHanbHON U CMEXHbIX chepax; npodeccnoHanbHOM U CMEXHbIX
peanu3oBaTb COCTaBMEHHbIN MNNaH; cdepax; CTPYKTypy nraHa ans
oLeHMBaTb pe3yrnbTaT U NOCNEeACTBUS CBOMX | peLLleHus 3a4ad; NOPsiAOK OLEHKN
AENCTBUI (CaMOCTOATENBHO UK C pes3ynbTaToB peLleHns 3agay
NMOMOLLbKO HACTaBHUKA). npodeccuoHansHom

OEATENbHOCTMW.

OK 02 OnpepenaTtb 3agayun Ans novcka HomeHknatypa
MHpopmauun; onpeaenaTe Heobxoanmble NHPOPMALNOHHBIX NCTOYHUKOB
MCTOYHMKM MHPOPMALMK; NITaHMPOBaTh NPUMEHSAEMbIX B
NnpoLieCcc Noucka; CTPyKTypupoBaThb npodeccnoHanbHOW
nony4aemyro MHOpPMaLmIo; BbigENATb AEATENbHOCTY; NPUeMbI
Hanbonee 3Ha4YMMoOe B nepeyvHe CTPYKTYpPUpPOBaHUSA MHopmauuu;
NHpopMaLnn; oLeHNBaTb NPAKTUYECKYH dopmaT ohopmneHms
3HAYMMOCTb pe3yrbTaToB MNOUCKA; pes3ynbTaToB Nnoucka
0POopMAATb pe3ynbTaTbl NOUCKA. NHpopmauuu.

OK 03 OnpenensiTb akTyanbHOCTb HOPMaTUBHO- CopeprxaHue akTyanbHOM
NpaBOBOW JOKYMEHTaLMM B HOPMaTUBHO-NPaBOBOM
npodeccuoHanbHON AeATENbHOCTMY; AOKYMEeHTauun; cCoBpemMeHHas
NPUMEHSATH COBPEMEHHYHO Hay4YHYHO Hay4Hasi 1 npodeccrnoHanbHas
npodeccuoHasrnbHy0 TEPMUHOSIOTUIO; TEPMUHOMOIS; BO3MOXHbIE
onpenensitb 1 BoiCTpamBaTb TpaekTopum TpaeKkTopun NpodeCcCnoHarnbHoro
npodeccnoHanbLHOro pasBuTnd u pasBuTMA U camoobpasoBaHuS.
camoobpa3oBaHus.




OK 04

OpraHunsoBbiBaTb paboTy KONMekTMea u
KOMaHAabl; B3aMMOAENCTBOBATL C
Konneramu, pykoBogcTBOM, KIMeHTamMu B
xoae npodeccmoHanbHOM AeaTeNbHOCTH.

lNcuxonornyeckmne oCHOBBI
JEATENbHOCTU KONNEeKTUBAa,
ncmuxornornyeckme ocobeHHocTun
NMYHOCTW; OCHOBbI MPOEKTHOM
OEeATENbHOCTH.

OK 05 ["(PaMOTHO n3naraTb CBOM MbICIN U OcobeHHOCTU coumarnbHOro U
0POPMAATbL JOKYMEHTbI MO KyNbTYPHOro KOHTEKCTa; npasuna
npodeccnoHarnbHoOM TeMaTuKe Ha odpopMIieHNst OKYMEHTOB U1
rocyfapCTBEHHOM £i3blKe, NPOSBATb NMOCTPOEHNS YCTHBIX COOOLLEHNN.
TONEpPaHTHOCTb B paboyeM KONnekTuBe.

OK 09 IMpumeHaTb cpeacTBa MHPOPMALIMOHHbBIX CoBpeMeHHbIe cpeacTBa n
TEXHOSOrMn Ans peLueHnst yCTpOMCTBa MHpopMaTmM3auuu;
npodeccuoHarnbHbIX 3a4ay; UCMoMNb3oBaTh | NOPAAOK UX NPUMEHEHUSA Y
COBpEeMEeHHOoe nNporpammHoe obecrnedyeHne | nporpaMmHoe obecneveHune B

npodgeccnoHanbHoOW
AeATerIbHOCTU.

OK 10 MoHMMaTb 0BLLMIA CMbICIT YETKO [MpaBuna NnocTpoeHnsa NPoCTbIX U
NPOU3HECEHHbIX BbICKa3bIBaHUN Ha CNOXHbIX MPeasIoXeHNN Ha
N3BECTHbIE TeMbI (MPOdEeCCUOHANbHbIE U npodeccrnoHarbHble TEMBI;
ObITOBbIE), MOHUMATbL TEKCTbI HA Ba3oBble OCHOBHbIE
npodeccuoHarsbHble TeMbl; y4acTBOBaTh B | 06LLeynoTpebuTenbHble rnarosbl
anarorax Ha 3Hakomble obLume v (bbITOBast M NpoheccnoHanbHas
npodeccuoHarsnbHble TeMbl; CTPOUTb NeKcuKa); Nekcmyeckui
NpoCTble BbiCKa3blBaHUSA 0 cebe n o ceoen MWHUMYM, OTHOCALLIMACS K
npodeccuoHanbHOM AeATEeNbHOCTU; KpaTKO | ONMCaHUIO NPeaMeToB, CPeacTs n
ob6ocHoBbIBaTb M O6BACHUTL CBOU AENCTBUSA | NPOLLECCOB NPOdeCCUOoHanbHOM
(Tekywime n nnaHMpyemblie); nucaTtb AeATeNbHOCTUN; 0COBEHHOCTU
NPOCTble CBA3HblE COOBLLEHNS Ha 3HAaKOMbIEe | MPOU3HOLLEHNS; NpaBuna YTeHNs
NN NHTepecyLme NnpodeccnoHanbHble TEKCTOB npogeccrnoHarnbHom
TEMbI. HanpaBfIEHHOCTH.

MK 1.1 | NMpuHUMaTb NPOM3BOMbHLIE NEPBUYHbIE O6wwme TpeboBaHus K

ByxranTepckne JOKYMEHTHI,
paccMaTpuBaeMble Kak MMCbMEeHHoe
[lOKa3aTeribCTBO COBEPLUEHUSA
XO35MCTBEHHOW onepauun nnu nonyyvyeHmne
paspeLLeHns Ha ee NpoBeneHue;
NpMHUMaTL NepBuYHbIE Byxrantepckue
AOKYMEHTbl Ha BymMaxHOM HocuTene u (1nwu)
B BUAE 3NIEKTPOHHOro AOKYMEHTa,
NOAMNMCAHHOIO 3NIEKTPOHHOW MOAMUCHIO;
NPOBEPSATb HanM4ye B NPOU3BOSIbHbIX
NnepBUYHbIX ByXranTepCcKkux JOKyMeHTax
ob6sa3aTernbHbIX PEKBU3NTOB;

NpoBOAUTL hOpMaribHYIO NMPOBEPKY
[OKYMEHTOB, MPOBEPKY MO CYLLECTBY,
apudOMETUYECKYHO NPOBEPKY;
NMPOBOAMUTbL MPYMNMUPOBKY NEPBUYHbBIX
ByxranTepckux JOKYMEHTOB Mo pagy
NPU3HAaKoB;

NPOBOAUTL TAKCUPOBKY U KOHTUPOBKY
nepBUYHbIX ByXxranTepckux AOKYMEHTOB;
OpraHn3oBbIBaTb AOKYMEHTOO60POT;

OyxranTepckoMy yyeTy B YacTu
AOKYMEHTUPOBaHUS BCEX
XO3SMCTBEHHbIX AENCTBUN U
onepauun;

NOHATME NEePBUYHON
Oyxrantepckon AOKyMeHTaLuu;
onpegeneHne NnepBUYHbIX
OyxranTepckux AOKYMEHTOB;
dOpMbl NEPBUYHBIX
OyxranTepckux AOKYMEHTOB,
cogepxawmx obaszaTtenbHble
PEKBU3NTBI NEPBUYHOIO Y4ETHOIO
AOKYMEHTa;

NnopsiAoK NpoBeeHust MPOBEPKU
nepBUYHbIX ByxranTepcKknx
AOKYMEHTOB, (bopmarnbHOM
NPOBEPKN JOKYMEHTOB, NPOBEPKU
no cyLlecTBy, apudmMeTn4ecKomn
NPOBEPKU;

NPUHLMMNBI U MPU3HAKK
rPynnNUPOBKN NEPBUYHBIX
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MCTEYEHUN YCTAaHOBMEHHOrO Cpoka
XpaHeHUs;

NCNpaBnATb OLWNOKN B NEPBUYHBLIX
OyxranTepcknx AOKyMeHTax.

pa3bupaTbCsi B HOMEHKNaType Aen; OyxranTepcknx JOKYMEHTOB;

3aHOCUTb [aHHble MO CrpynnMpPOBaHHbLIM NopsiAOK NpoBeAeHNst TaKCUPOBKM
[IOKYMEHTaM B PerncTpbl Gyxrantepckoro N KOHTMPOBKM NEPBUYHBLIX

yyeTa; OyxranTepcknx AOKyMEHTOB;
nepenaBaTtb NepBUYHbIE Byxrantepckune NopsiAOK COCTaBMEHMS PETNCTPOB
[OKYMEHTbI B TEKYLLMIA ByXrantepckuii OyxranTepckoro y4yeTa;

apxwuB,; npaBuna n CPoKMN XpaHeHUs!
nepegaeaTtb NepBUYHbIE Byxrantepckune nepBUYHON ByxranTepcKom
[IOKYMEHTbI B MOCTOSIHHbINA apXMB Mo AOKYMEHTaLUNN.

JIn4yHOCTHbIE pe3ynbTaThbl
peanusauum nporpamMmmMmbl BOCNUTaHUSA
(Oeckpurnmopsi)

Koa nUYHOCTHBbIX
pe3ynbTaToB
peanusauum
nporpamMmmbil
BOCMUTaHUSA

OcosHawuwmn cebs rpaxgaHMHOM U 3aLlLIMTHUKOM BENTMKOW CTPaHHbI.

nP1

MposBRSAlWMIA aKTUBHYO rpaXX4aHCKY No3nLmio,
AEMOHCTPUPYIOLLNA NPUBEPXKEHHOCTb NPUHLUMNAM YECTHOCTMU,
NoOpSA0YHOCTU, OTKPLITOCTN, SKOHOMUYECKN aKTUBHBIN 1
y4acCTBYHOLMI B CTYAEHYECKOM U TeppUTOpUaribHoM
camoynpasfieHun, B TOM YMCIe Ha yCrnoBusiXx 4OOpoBONbYECTBa,
NPOAYKTMBHO B3aMMOLENCTBYHOLMI U y4aCTBYOLLMIA B
AEeATENbHOCTU 06LECTBEHHbLIX OpraHn3aLumn.

ne 2

Cobnogatowmin HopMbl NpaBonopsigka, crneaywun nageanam
rpaxkgaHckoro obuiecTtsa, obecneyeHms 6e3onacHoOCTH, Npas n
cBobop rpaxaaH Poccuu. JloanbHbIA K yCTaHOBKaM M NPOSABAEHUSIM
npeacTaBUTenen cyokynbTyp, OTAMYAOLWNIA UX OT rpynn ¢
AECTPYKTUBHLIM U AEBUAHTHbIM NoBeaeHneM. [1eMOHCTPUpPYOLLMIA
HenpusiTMe 1 NpeaynpexaawLmin coumnanbHO onacHoe noeeaeHne
OKPY>KaoLLMX.

npP3

MposiBRsAlLWNA 1 4EMOHCTPUPYIOLLIMIA YBaXXEHME K NOASM Tpyaa,
OCO3HaKLWMI LLEHHOCTb COBCTBEHHOrO Tpyaa. CTpeMawwmmncs K
dOopMUPOBaHUIO B CETEBOW Cpeae NTIMYHOCTHO U
NpodeCcCUOHANBbHOr0 KOHCTPYKTUBHOMO «LiMPOBOro creaay.

NnP 4

[eMOHCTPUPYOLWNA NPUBEPXKEHHOCTb K POAHON KynbType,
NCTOPUYECKON NamMATK Ha OCHoBe NobBu kK PoguHe, pogHOMY
Hapoay, Manon poavHe, NPUHATUIO TPAANLMOHHBIX LLEHHOCTEN
MHOroHaunoHanbHoro Hapoga Poccun.

nPs5

npOFIBJ'IFIPOU_l,I/IIZ yBaXXeHune K rnoadam ctapLuero nokosieHna n
FOTOBHOCTb K y4aCTuiO B coumanbHom nopgaepXxke " BOJNIOHTEPCKNX
OBWXEHUAX.

NP 6

Oco3HatoLLMIA NPUOPUTETHYIO LIEHHOCTb JIMYHOCTU YErIOBEKa;
yBa)kaloLLMA COOCTBEHHYIO M Yy>XKYH0 YHUKANbHOCTb B Pa3fuyHbIX
CUTyauusix, BO Bcex opMax 1 BUAaxX AesTENbHOCTU.

ner

MpoaBnAoWNN 1 AEMOHCTPUPYIOLLINIA YBaXXeHUE K
npeacTaBUTENAM PasINYHbIX 3THOKYITbTYPHbIX, COLMarbHbIX,
KOHGEeCCUOHANbHbIX U UHbIX rpynn. CONpUYacTHbIN K COXPaHEHUIO,

ne s
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NPEYMHOXXEHUIO U TPaHCAUMM KyNbTYPHbIX TPAAULUA U LIEHHOCTEW
MHOrOHaLMOHaNbLHOro POCCUMCKOro rocyaapcTaa.

[MposBnsaloWmW yBaXXeHNEe K 3CTETUYECKUM LIEHHOCTAM,

- - P 11
obnagarLmin OCHOBaMmn 3CTETUYECKON KyNbTypbl.
lMpuHMMaOWNM CeEMENHbIE LIEHHOCTU, FOTOBbLIN K CO34aHNI0 CEMbU
N BOCNUTaHUIO JeTeun; AEMOHCTPUPYIOLWLNA HENPUATUE Hacunus B nP 12

ceMbe, yxoaa oT pOD,I/ITGJ'IbCKOVI OTBETCTBEHHOCTWN, OTKa3a oT
OTHOLLUEHU CO CBOMMU AETbMU N UX cblechosoro coepXaHund.

JInyHoCTHLbIE pe3ynbTaThl peanusauum nporpaMmmMbl BOCNUTaHUA,
onpeaeneHHble cyobekTammu obpasoBaTenibHOro npouecca

Oco3sHawwmin NPNM4YacTHOCTb K UCTOPUKN KoJiegxa n ero pa3snutuio

JIP 16

Oco3HatoLmin HpaBCTBEHHbIE KPUTEPUM MOBELAEHWSI HA OCHOBE
YCBOEHUS1 06LLIEYENOBEYECKUX LIEHHOCTEN.

npe 17

2. CTPYKTYPA U COAEPXXAHUE YYEBHOW OAUCLMMNIUHDI
2.1 O6bem yyebHOM AUCUMNINHBI U BUAbI y4eOHOU paboThbl

Bud y4yebHoli pabombi

O6bemM yacoe

O61bem obGpa3zoBaTenibHOW Harpy3ku 42
YyebHasi Harpyska BO B3aMMOAENCTBUM C NpenogaBaTenem (Bcero) 42
B TOM 4ymCne:
TeopeTnyeckoe obyyeHmne 22
npakTn4ecKkne 3aHATUS 20

lMpomexymoy4yHasi ammecmauyus e ghopme ughghepeHyuUpo8aHHO20 3a4ema




2.2 TemaTU4eCKUM NJ1aH U cogepkaHue y4ebHOM gucumnnuubl «[JOKyMeHTauMoOHHOe obecne4vyeHne yrnpaBneHusa»

O6bem | Koaobl koMneTeHUUN,
HauvmeHoBaHue pa3genoB CopepxxaHue yyeb6Horo matepmana u ¢oopmbl OpraHM3aummu AeATeNnbHOCTU obyyvarowmxca B 4yacax ¢opmupoBaHuto
nTem KOTOPbIX
cnocobcecTByeT
ANIEMEHT nporpamMmmbl
1 2 3 4
Tema 1. BBegeHue. 3HayeHne ©n  cogepxaHuve  gucumMnauHbl  «[JOKymMeHTaumoHHoe  obecneyeHue 2 OK 01, OK 02, OK
[lokymMeHT n cuctema ynpaBreHus». MoHATHe TEPMUHOB «OKYMEHT», «JOKYMEHTMPOBaAHMEY, 03, OK 09, OK 10,
OOKyMeHTauuu. «OOKyMeHTaunMoHHoe obecnedeHne ynpaBneHusi». YHudukaumss 1M crtaHgapTmsaumm MK 1.1
ynpaBneH4YeCcknX AOKYMEHTOB.
Tema 2. OpraHunsaumoHHble AOKYMEHTbI — yCTaB, ydpeauTernbHble 40roBop, NOMOXEHME. 6 OK 01, OK 02, OK
OpraHnsaynoHHo- PacnopsigntenbHble JOKYMEHTbI — MpUKas, pacnopsbkeHue, ykasaHue, nocTaHoBMeHne, 04, OK 05, OK 09,
pacnopsgnTernbHble peLueHne, UHCTPYKUUS, NPOTOKOS. OK 10, MK 1.1
OOKYMEHTBbI. CnpaBo4HO-MHGOPMaLMOHHbIE AOKYMEHTHI: Criy>kebHas 3anucka, o6bsacHUTENbHas
3anucka, akT, cnpaska, crny>kebHble Nncbma.
Mpaktnyeckaa pab6ota Ne1:OcopmneHne pekBU3MTOB YINOBOMO M MNPOAOSIbHOIO 2
OnaHKoB AOKYMeHTOB. HaHeceHue Tabynaumn.
Mpaktnuyeckaa pabota Ne2: CocrtaBneHne wn odoOpMNEHNE MOCTAHOBMNEHMS, 2
pacrnopsiKeHus.
Tema 3. [ oKkyMeHTUpoBaHue TpyaoBbIX NPaBOOTHOLWEHNN. CocTaB 1 0COBEHHOCTU 0GOPMIIEHMS 4 OK 02, OK 04, OK
Kagposas AOKYMEHTOB MO NIMYHOMY cocTaBy. KomnnekroBaHue nu4Horo gena. Astobuorpadusi. 05, OK 09, OK 10
OOKyMeHTauus. Pestome. 3asiBneHne o npueme Ha paboty. Npukasbl N0 NMMYHOMY COCTaBYy.
MpakTnyeckasa pabora Ne3: OdopmneHre NpmMkasos Nno JANYHOMY COCTaBy. 2
MNMpakTnyeckasa pabota Ne4: OdopmneHne cnpaBok, JOKITAAHON U Cry>KeOHOW 3anuncku, 2
akTa.
MpakTnyeckasa paborta Ne5: OdopmneHne TpygoBoro 4orosopa, npukasa o npuemMe Ha 2
paboTy, odopmeHne TPYAOBOM KHUXKKN, 3asiBfIEHUS O Npueme Ha paboTy.
Tema 4. MoHsTna gorosopa. Buabl gorosopos. [NpaBuna opopmneHnsa NpeTeH3NOHHbIX MUCEM. 4 OK 01-05,
[oroBopHo-npaBoBas dopmMynsap MCKOBOro 3asBneHns, TpeboBaHUs K ero 0oOpPMIIEHMIO. OK 09, OK 10
OOKyMeHTauus. MpakTnyeckasa pabora N26: OdopmneHme goroBopa Kynsm-npogaxu. 2
MpakTnyeckasa pabora Ne7: OdopmneHne akta, NpoToKona. 2
MpakTuyeckan pab6ora Ne8: OdopmneHne [OBEPEHHOCTU, MUCEM, WCKOBOIO 2
3asBreHus.
Tema 5. CocTtaB 1 yyeT obbema gokymeHToobopoTta npegnpuatnin. OpraHnsaums paboTbl ¢ 2 OK01,0K 0.2, OK
NoHaTtue BXOAALEN, UCxoasLlen n BHyTpeHHen gokymeHTauuen. basbl AaHHbIX ONA XpaHeHus 04, OK 0.5, OK 09,




AOKymeHToobopoTa, AoKymeHTOoB. PaboTta ¢ 3anpocamu. PaboTa ¢ anekTpoOHHbIMU JOKYMEHTaMMU. OK 10, MK 1.1
perncrpauns
OOKYMEHTOB.

MpakTnyeckasa pabora N29: 3anonHeHne xXypHana permctpaumm BXogsaLmx n 2

NcxXogaLWwmnx JOKYMEHTOB.
Tema 6. HomeHknatypa pgen. WHoueBuagyarnbHble, CBOAHble, TMpPUMEPHble U TUMNOBbIE 2 OK 01-0.5,
Opranusauyus HOMeHKnaTypbl gen. OK 09, OK 10, MK
onepaTUBHOIO U lMoaroToBka u NOPAAOK Nnepefaymn Aen B apxus. 3akoHogaTersbHble akTbl 1 HOPMAaTUBHO- 1.1
apXMBHOrO XpaHeHus MeToanYeckue AOKYMEHTbI N0 apXMBHOMY XpaHEHUI0 JOKYMEHTOB.
OOKYMEHTOB. MpakTnyeckasa pa6ora Ne10: OcdopmneHne AOKYMEHTOB M nepefada nx Ha apxXuBHoe 2

XpaHeHue, oopMIeHe HOMEHKNaTypbl Aen.
OvdhcepeHuMpoBaHHbLIN 3a4eT. 2
Bcero: \ 42




3. YCNOBUSA PEANTU3ALMU MPOrPAMMbI YYEBHON AUCLUUMIIUHDI

3.1. ina peanusauuu nporpaMmmbl y4e6HOW AUCLIMNIIMHBbI NPeAyCMOTPEH:
KabuHeT «[JoOKyMeHTaunoHHoe obecneveHne yrnpaBneHnsa».
O6opynoBaHue y4yebHoro kabuHeTa:

- paboune mecTa no KonmyecTBy 0byyatoLLmXCS;

- pabo4yee MecCTO npenogasartens;

- KnaccHas gocka (ctaHgapTHas);

- KOMMAEKT y4eBHO-MeToaNYECKON AOKYMEHTaUMN NO QUCLUNIINHE.
TexHnyeckne cpeacrtea obydeHus:

- KOMMblOTEP (OCHALWEHHbI HabopoOM CTaHAAPTHbLIX JULEH3MOHHBLIX KOMMbIOTEPHbIX

nporpamm) ¢ 4OCTYMNOM K MHTEPHET-pecypcam;

- MyNbTUMEANMHBIN NPOEKTOP, 3KPaH.

3.2. UHdopmaunoHHOe obecneyeHue peanusauum nporpamMmmbli

Onsa peanusauum nporpammbl  OMBNMOTEYHBbIN (POHO MMEEeT nedaTHble W/nnm
9NEeKTPOHHblIe obpasoBaTenbHble M WH(OPMAUMOHHBIE PECYpChbl, PEeKOMeHAyemble Ans
ncnonb3oBaHusA B o6pa3oBaTenibHOM npolecce

3.2.1. NevyaTHbIEe N3paHnA:
1. BbapuxuH, A. b. Kagposoe genonpounssoactso. Npaktuyeckoe nocobue / A.b.
BapuxuH. - M.: KHWxHbIn mup, 2017.

2. bacakoB, M.N. lokymeHTaunoHHoe obecneyeHune ynpasnenunsa / M.W.bacakos. -
M.: KHoPyc megua, 2017.

3. KupcaHoBa, M.B., AkceHos, KO.M. Kypc genonpoussogctea. — M.: MHOPA-M;
Hosocunbupck: Cubunpckoe cornawenue, 2014.

4. KysHeUoOB, n.H. [lokymeHTaumMoHHoe obecne4veHne ynpasreHus.
[oKyMeHTOO6opOT ¥ OenonpomsBOACTBO: Y4YyebHuk u npaktukym / W.H. KysHeuoB. -
JTio6epubl: KOpawnT, 2016.

5. laHaceHko, HO.A. [lenonpomn3BoAcCTBO: [OOKYMEHTauuMoHHoe obecneyeHne
ynpaBneHus: YuyebHoe nocobue / KO.A. NaHaceHko. - M.: 4 PUOP, HALl UHOPA-M, 2013.

6. PymbiHuHa, J1.A. [okymeHTaumoHHoe obecrneyeHue ynpasneHua. — M., OUL|
«Akagemusar», 2014.

3.2.2 OneKTpoHHbIe u3aaHus (INEeKTPOHHbIE pecypchbl)

1. Kynésa, E.}O. lokymeHTaunoHHoe obecnedeHve ynpasneHuns. — M., Akagemns —
Mepgua, 2014.

2. [lNuwenko, A.B., HopoHmHa J1.A. un pgp. [JoKkymeHTaumoHHoe obecneveHune
ynpasneHus. — M., Akagemunsa —Megua, 2015.

3. CnpaBouHas npaBoBasi cuctema «KoHcynbTaHT nntocy:http:// www.consultant.ru

4. CnpaBoyHas cuctema «lapaHT». http://www.aero.garant.ru

3.2.3 JononHuUTenbHbIe UCTOYHUKMU
1. XKypHan «[denonpousBoacTBO».
2. Xypnan «CekpeTtapckoe genoy.
3. XKypHan «YnpaBneHue nepcoHasiom».

3.2.4 HopmaTtuBHbIe AOKYMEHTbI

1. ®depepanbHbiv 3akoH "O6 anektpoHHon nognucun” ot 06.04.2011 N 63-93.

2. @epgepanbHbin 3akoH "O6 MHMoOpMauUKn, MHPOPMALMOHHBIX TEXHOMOMMNAX U O
3awute nHgpopmaunn” ot 27.07.2006 N 149-93
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3. TOCT P 7.0.8-2013. HauuwoHanbHbin cTaHgapT Poccuinckon denepaumu.
Cuctema cTaHgapToB nNo WHpopMauun, 6mbnmoTevyHoOMy W mnsgaTtenbCKoMmy aeny.

[enonponsBoacTBO M apxmBHoe pAeno. TepMuHbl M onpefeneHus (yte. [Mpukasom
PoccraHgapTta ot 17.10.2013 N 1185-cT)

4. TOCT P 6.30-2003. YHudpunumpoBaHHas cuctema AOKyMeHTauuu.
YHudpuumposaHHaad  cuctema  opraHmsauMOHHO-pacnopsauTenbHONW — OOKyMeHTauuu.

TpeboBaHue kK 0hopMNeHNo JOKYMEHTOB. YTBEPXKAEH NocTaHoBNeHnem locctaHgapta PO

ot 03.03.2003 Ne65-cT. — M.: N3a-Bo cTtaHaapTos, 2003.

4. KOHTPOJlb Y OLEHKA PE3YJIbTATOB OCBOEHMUS YYEBHON AUCLUMIUHbI

Pe3synbTatbl 06y4YyeHus

Kputepuu oueHkun

MeToAbl OLEHKHN

B pesynbTaTte 0CBOEHUS AUCUUNINHBI
obyyvaroLnnca gomKeH 3aHams.
aKTyanbHbI NpodeCCnOHanbHbIN U
coumarnbHbI KOHTEKCT, B KOTOPOM
npuxoguTca paboTaTb M XUTb; OCHOBHbIE
NCTOYHMKM MHADOPMALMKN N pecypcbl ans
pelleHuns 3agay u npobnem B
npodeccuoHanbHOM U/mnn coumanbHOM
KOHTEKCTE;

anropuTMbl BbINOSIHEHMS paboT B
npodeCccnoHanbHON U CMEXHbIX
obnacTtax; metogbl paboTbl B
npodgeccnoHanbHON U CMEXHbIX chepax;
CTPYKTYpY NNaHa ansa pelueHns 3agav;
NOPSIAOK OLIEHKN pe3yribTaToB peLleHns
3agay npodeccrnoHanbHON
AeATeNbHOCTU

HOMeHKNnaTypa MHOPMaLMOHHbIX
NCTOYHMKOB NPUMEHSAEMbIX B
npodeccnoHanbHON AeATEeNbHOCTH;
nprveMbl CTPYKTYpPUpPOBaHUS
MHopMauun; dopmat opopmMeHus
pe3ynbTaToB Nnoucka nHgpopmauun
cogepkaHune akTyanbHON HOPMaTUBHO-
NpaBOBOW JOKYMEHTaLMK; COBpEMEHHas
Hay4Hasi 1 npodeccrmoHanbHas
TEPMUHONOINS; BO3MOXHbIE TpaeKTopumn
npodeccnoHanbHOro pasBuTua u
camoobpa3soBaHus

NMCUXONOrMyeckne OCHOBbI AEATENbHOCTH
KONNeKTMBa, NCMXOnornyeckme
0COBEHHOCTN NUYHOCTU; OCHOBBI
NPOEKTHON OEeATENTbHOCTH

0COBEHHOCTN coumnanbHOro u
KyNbTYPHOro KOHTEKCTa; npasuna
0POpMIEHNST AOKYMEHTOB M NOCTPOEHUS
YCTHbIX COOOLLEHNI.

rPamoTHO nanaraTtb CBOM MbICIN 1
0POPMAATb JOKYMEHTbI MO
npodeccuoHanbHOM TeMaTmke Ha
rocygapCTBEHHOM si3blKe, NPOsBATb

pacrno3HaBaHue anropuTMoB
BbINOSTHEHUS paboT B
npodgeccnoHanbLHoOW 1
CMEXHbIX 06nacTsx;
onpeaeneHve MeTooB
paboTbl B
npodgeccnoHanbHoOW u
CMEXHbIX cdrepax; Bbl6op
onpegeneHne onTMmanbHOM
CTPYKTYpPbI NfiaHa gns
peleHns 3agad; NoHMMaHue
nopsiAka OLEHKN
pesynbTaToB peLLEHNs
3agay npodeccrnoHanbHOM
AeaTenbHOCTH; BbIGop
Hanbonee onTMarnbHbIX
NCTOYHMKOB MHG OpMaLumM 1
PEeCcypcoB Ans peLueHus
3agad 1 npobnem B
npodeccnoHanbHOM n/unm
coumnanbHOM KOHTEKCTE;
OpMEeHTUpOBaHuE B
aKTyasribHOM HOpMaTUBHO-
NpaBOBOWN JOKYMEHTaLWW;
COBPEMEHHON Hay4YHOW U
npodeccnoHanbHOM
TEPMUHONOIMN; MOHUMaHne
NMCUXONOrMYecknx OCHOB
AEATENbHOCTU KONMEKTUBA,
NMCUXONOrMYeCcKnX
0COBEHHOCTEN NNYHOCTU;
BnageHne 3HaHUsIMN OCHOB
paboThbl C 4OKYMEHTaMM,
NOArOTOBKWN YCTHbIX U
NMUCbMEHHbIX COOBLLEHNN;
3HaHWe OCHOB
KOMMNbIOTEPHON
rPamMoOTHOCTW; 3HaHWNE
npaBun HanMcaHus u
NPOU3HOLLEHUS CIOB, B T.4. U
npodeccnoHanbHoOW

OueHka
pe3ynbTaToB
BbINOMNHEHUS
NpaKTU4eCKnX
pabor.

OueHka
BbINOMNHEHUS
CaMOCTOSATESbHbIX
pabor.

TecrT.

YCTHbI onpoc.
NMncbMeHHbIN
onpoc.
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TONEepaHTHOCTb B paboyeM KonnekTmee
COBpPEMEHHbIe cpeacTBa MU YyCTpoMUCTBa
NHopmaTn3aLnn; NOPSLoK UX
NPUMEHEHNS N NPOorpamMmMHoe
obecneyveHne B NpodeccnoHarnbHoOM
AeATerIbHOCTU

npasuna nocTpoeHUs NPOCTbIX U
CNOXHbIX MPeasioXXeHnn Ha
npodeccuoHasbHble TeMbl; OCHOBHbIE
obweynoTpebuTenbHble rnaronsl
(6biTOBasi M NpoheccmoHanbHasa
nekcuka); NekCcu4eCckui MUHUMYM,
OTHOCSALUMICA K ONUCaHUIO NPeaMeTOB,
CpeacTB M NpoLeccoB
npodgeccnoHanbHON AeATeNbHOCTY;
0COBEHHOCTN NPOU3HOLLEHNS; NpaBuia
YTEHNA TEKCTOB NPOJIECCNOHANbHON
HanpaBfeHHOCTH obwme TpeboBaHNSA K
OyxranTepckoMy yyeTy B YacTu
AOKYMEHTUPOBAHUS BCEX XO3SANCTBEHHbIX
AENCTBUM 1 onepauui;

NOHATNE NEePBUYHON ByxranTepckomn
AOKyMeHTauuu;

onpegeneHne nepBUYHbIX ByxranTepcknx
AOKYMEHTOB;

POpPMbI NEPBUYHBIX BYXranTepcknx
AOKYMEHTOB, cofiepaLLmx
obsa3aTesibHble PEKBU3UTbI NEPBUYHOMO
YY4E€THOro AOKYMEHTA;

NOPSIAOK NPOBEAEHNSA MPOBEPKM
nepBUYHbIX ByXranTepCcKknx JOKYMEHTOB,
dopmManbHOW NPOBEPKN LOKYMEHTOB,
NPOBEPKM MO CyLLECTBY,
apndmMeTUYecKon NPoOBEPKN;
NPUHLMMNbLI U NPU3HAKK PYNNUPOBKM
nepBUYHbIX ByXranTepCcKknx JOKYMEHTOB;
nopsaoK NpoBeaeHNs1 TAKCUPOBKU U
KOHTMPOBKM NEPBUYHBLIX ByXrantepckmx
AOKYMEHTOB;

NOPSIAOK COCTaBMNEHNS PErMcTpoB
ByxranTepckoro yyeTa;

npasuna u CPoKn XxpaHeHUs NepBUYHOM
OyxranTepckon 4OKyMeHTaumm

NEKCUKMN.
3HaHne opM NepBUYHbIX
ByxranTepcknx JOKYMEHTOB,
coaepxaHnsa Takon
AOKYMeHTauun, NoHMMaHme
crneumdukmn paboTbl C
nepBUYHBIMA
ByxranTepckumm
AOKYMeHTamu
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B pesynbTtaTte ocBOEHUS ANCUMNNNHBI
obyyaroLmnncsa JomKeH yMmems:
pacnosHaBaTb 3agavy u/unu npobnemy B
npodeccnoHanbHOM n/unun counanbHOM
KOHTEKCTe; aHann3anpoBaTtb 3agady u/mnm
npobnemy n BblIgenNAaTb €€ COCTaBHbIE
yacTu; onpenensitb aTanbl pPeLIEHNs
3agayu; BbiSBINATb U 9P EKTMBHO nckaTb
MHopMauuio, Heobxogmumyto ans
pelleHns 3agadun u/vnm npobnems;
COCTaBWUTb NNaH AENCTBUS; onpeaenuTb
HeobxoaMMble pecypchbl;

BNageTb akTyanbHbIMWU METO4aMM
paboThbl B NPOodeCCUOHaNbLHOM 1
CMEXHbIX cdoepax; peanM3oBaTtb
COCTaBIIEHHbIN MNaH; OLUEeHnBaTb
peaynbTaT 1 NOCNeACTBUS CBOMX
AENCTBUI (CAMOCTOATENBHO UIK C
NMOMOLLbKO HaCTaBHMKA)

onpeaenaTb 3agayn 4nga noucka
MHopMauuK; onpeaensTb
HeobXoanUMble NCTOYHUKN MHAOPMaLNK;
nraHNMpoBaTb NPOLECC NOUCKa;
CTPYKTYpMpOBaThb Nony4aemyto
MHopMaLUIo; BblAeNsaTb Hanbonee
3Ha4YMMoe B NepeyHe nHhopmaumm;
OLeHMBaTb NPaKTUYECKY 3HaYNMOCTb
pe3ynbTaToB novcka; opopMnaTb
pes3ynbTaTbl NOUcka

onpeaensaTb akTyanbHOCTb HOPMATMBHO-
NpaBOBOW JOKYMEHTaLMM B
npodgeccnoHanbHON AeATEeNbHOCTH;
NPUMEHATH COBPEMEHHYHO Hay4YHYHO
npodeccnoHanbHy0 TEPMUHOSOTMID;
onpeaensTb U BbiICTpanBaTb TPaeKTopum
NpodeCccnoHanbHOro pasBuTUs U
camoobpa3oBaHus

OpraHM3oBbIBaTb PaboTy KONMEKTUBA U
KOMaHAabl; B3aMMOAeNCTBOBATL C
Konneramu, pykoBOACTBOM, KNMEHTaMn B
xoae npodeccnoHanbHON AeaTenbHOCTH
rPaMOTHO M3naraTb CBOM MbICIN U
0POpPMASATb JOKYMEHTbI MO
npodeccnoHanbHON TeMaThKe Ha
rocyaapCTBEHHOM s13blKe, MPOSIBNATb
TONEepaHTHOCTb B paboyem Konnektmee
NPUMEHSTb cpeacTBa MHPOPMAaLIMOHHBIX
TEXHONOIMMN ANsi peLeHns
npodeccmnoHarnbHbIX 3agayv;
MCNosSib30BaTb COBPEMEHHOE
nporpammHoe obecneveHune

NOHUMATb OBLLMA CMbICIT YETKO

BNageHune akTyanbHbIMU
mMeTogamu paboTsbl B
npodgeccnoHanbLHoOW 1
CMEXHbIX cdepax;
apPEKTMBHOE BbISIBIIEHNE U
nouck nHcpopmaumm,
COCTaBrieHMe ONTUMANbHOro
nraHa JeNcTBMn, aHanunsa
HeobOxoanMbIX AN
BbIMOSIHEHUSA 3a4aHus,
pecypcoB; OCyLLeCTBNEHNE
nccrnegoBaTenbCKon
AeATenbHOCTU, NPUBOASLLEN
K ONTMManbHOMy
pesynbTaTty; LEeMOHCTpauus
rmékocTn B 0OLEHUN C
Konneramu, pykoBOACTBOM,
NOAYNHEHHBLIMMN U
3aKasyvMkamu; npuMeHeHue
cpencTB MHPOPMAaLMOHHBbIX
TEXHONOrMM Ans peLeHus
npodeccnoHanbHbIX 3a4avy;
adhpeKTMBHOE
ncnonb3oBaHne
COBpPEMEHHOIo
nNporpaMmmHoro
obecneyeHus; KpaTko n
YeTKO (hopMynmnpoBaTb CBOU
MbICNK, U3naratb Ux
AOCTYMHbIM 49 NOHUMaHUS
crnocobowm; acppekTnBHas
paboTa ¢ nepBUYHbLIMMA
Oyxrantepckumm
AOKyMEHTamMu

OueHka
pe3ynbTaToB
BbINOMNHEHUS
NpaKTU4eCKnX
pabor.

OueHka
BbINOMNHEHUS
CaMOCTOSATESbHbIX
pabor.

TecrT.

YCTHbIN onpoc.
NMncbMeHHbIN
onpoc.
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NPOV3HECEHHbIX BblCKa3blBaHUIN Ha
N3BECTHblE TeMbI (MPOodPecCcHUoHanbHbIe U
ObITOBbIE), MOHNUMATbL TEKCTLI HA Ba30BbIe
npodeccuoHarnbHble TeMbI; y4acTBOBaTb
B Ananorax Ha 3HakoMble obLime u
npodeccuoHasnbHble TeMbI; CTPOUTb
NpOCTble BbiCKa3blBaHUA O cebe 1 o
cBOeN npoceccrnoHanbHOM
AeATenbHOCTU; KpaTKO 0B60CHOBbLIBATL U
006BACHUTBL CBOM AeNCTBUSA (TEKyLLME U
nnaHupyemble); NMcaTb NPOCTble
CBSA3Hble COOBLLEHMSI HA 3HAKOMbIE UMK
NHTepecyroLmne npodeccuoHasnbHble
TEeMb

NPYHMMAaTb NPOU3BOSIbHbIE NEPBUYHbIE
ByxranTepckune OKYMEHTbI,
paccMmaTpuBaeMble Kak MMCbMEHHOe
[0OKa3aTernbCTBO COBEPLUEHUS
XO3ANCTBEHHOM onepauuun unm
nony4yeHve paspeLleHns Ha ee
NpoBeAEHNE;

NpYHUMaTL NepBuYHbIE Byxrantepckune
AOKYMEHTbI Ha BymaxkHOM HocuTene m
(vnn) B BMAE 3MNEKTPOHHOIO JOKYMEHTA,
NOAMNMCAaHHOIO 3NIEKTPOHHOW MOAMUCHIO;
NpoBepATb HanMyne B NPOM3BOSIbHbIX
NepBUYHbIX ByXranTepcKknx AOKyMeHTax
obsa3aTesibHbIX PEKBU3NTOB;

NpoBOANTL hopMaribHYH NPOBEPKY
[OKYMEHTOB, MPOBEPKY MO CYyLLECTBY,
apMdPMETMYECKYH NPOBEPKY;
NPOBOAMUTbL FPYNMMPOBKY NEPBUYHBIX
ByxranTepckux 4OKYMEHTOB Mo psgy
NPU3HAaKoB;

NPOBOAUTL TAaKCUPOBKY U KOHTUPOBKY
nepBUYHbIX ByXranTepCcKknx JOKYMEHTOB;
OpraHn3oBbIBaTb AOKYMEHTOOOOPOT;
pas3bupatbCsl B HOMEHKnaType aen;
3aHOCMUTb JaHHbIE MO CrpyNnMPOBaHHbLIM
AOKYMEeHTaM B perncTpbl Byxrantepckoro
yyeTa;

nepegaBsaTtb NepBUYHbIE Dyxrantepckue
AOKYMEHTbI B TEKYLLNIN ByXranTepckui
apxus,

nepenaBaTtb NepBUYHbIE Dyxrantepckue
AOKYMEHTbI B MOCTOSIHHbIV apXmB Mo
NCTEeYEHNN YCTAHOBNEHHOIO CpoKa
XpaHeHWs;

NCNpaBnATb OLUMOKM B NEPBUYHbBIX
ByxranTepcknx JOKYMEHTax.
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