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1. TIACTIOPT PABOYE# TPOTPAMMBI
JUCHUILIAHBI

1.1. Ob6sacTh npuMeHeHUs pado4eil NPOrpaMmbi.

Pabouas mnporpamma gucummuimHbl  OIL10  «JlokymeHTallMOHHOE —oOecreueHne
VIOPABJICHHS» SBISIETCS YacThIO OCHOBHOM MPO(ECCHOHAIBHONW 00pa3oBaTeIbHON
IpOrpaMMbl CpeHero mpodeccuoHanbHOro 00pa3oBanus 1o crenuanbHocTH 44.02.06
[IpodeccuonanbHoe oOydenue (1o oTpacisiMm) IKOHOMUKA U OyXTalnTepCKUil yUerT.

1.2. MecTO TMCUMILUIMHBI B CTPYKTYPe OCHOBHOI IPOrpaMMbl PO(ecCHOHATBLHOT0
00y4eHusl.

HucuunmuHa OIL.10 «JlokyMeHTalMoOHHOE OOECeueHUe YIpPaBICHUS» OTHOCUTCS K
npo(eCcCUOHAIEHON MOATOTOBKE K BXOAMT B COCTaB NPO(PECCHOHAIBHOIO LHKIIA
oOmenpodeccHoHaNbHbIX JUCHUIUIMH 00pa30BaTeIbHON MPOTPaMMBI.

1.3. Heaun u 3aga4d JMCHUIUVIMHBI - TPeOOBAHUS K Pe3yJbTaTaM OCBOCHUS
TUCHHUILTHHBI.

B pe3ynbTaTe 0CBOCHHUS TUCHUILTUHBI 00yUYaIOIMUNACS TOJDKEH YMETh:
- opOpMIISITh  IOKYMEHTAllUI0 B COOTBETCTBHUM C HOPMAaTUBHON 0a30M,

UCIIOJIb3YsI TH(OPMAIIMOHHBIE TEXHOJIOTHH U CPEJICTBA OPTTEXHUKU;

- UCII0JIb30BaTh YHU(PUITUPOBAHHBIE CUCTEMBI JIOKYMEHTAIIUY;

- OCYILIECTBIISITh XPAHEHUE U TTOUCK JJOKYMEHTOB;

- WCMOJIb30BaTh  TEJIICKOMMYHUKAIIMOHHBIE TEXHOJOTHMM B  JJIEKTPOHHOM

JIOKyMEHTOO0O0pOTE.

B pe3ynbraTe 0CBOEHUS TUCHUILUIMHBI 00yYarOIIUNCs TOKEH 3HATh:
- OCHOBHBIE TTOHSTUS JOKYMEHTAIIMOHHOTO 00EeCIIeYeH sl YIIPaBIICHMUS;

- OCHOBHBIC  3aKOHOJATENbHBIE W  HOPMATHUBHBICE aKThl B  00JacTu
JIOKyMEHTAITMOHHOTO 00ECTICUCHHUSI YITPaBICHUS;

- 1[eJTK, 33J1a4d U MPUHIMUIBI JOKYMEHTAIIMOHHOTO 00eCIieueH sl YIIPaBICHHUS;
- CHUCTEMBbI JOKYMEHTAIMOHHOTO 00eCTieYeHHUs YIIPABIICHHUS;

- TpeOOBaHUSI K COCTABICHUIO U 0(OPMIICHUIO PA3JIMUHBIX BUJIOB JOKYMEHTOB;

— oOlue npaBuiia OpraHu3aiui padoThl ¢ JOKYMEHTAMH;



— COBpeMEHHBbIC WH(OPMAIMOHHBIE TEXHOJOTHU CO3JIaHUs JOKYMEHTOB U
aBTOMATHU3aINH JJOKyMEHTOO00POTa;
— OpTaHU3aIMI0 PaObOTHI C AJICKTPOHHBIMU JOKYMCHTAMU;

- BHUAbI OPITCXHUKU U CITOCOOBI €€ MCITOJIb30BaHMS B AOKYMCHTAIIHOHHOM

oOecreueHU N YIIpPaBJICHUA.

OcBoenne aucuuiuimabl OIL10 «/lokymeHTaMOHHOE OOecreueHue yIpaBICHUS
HaIpaBJIeHO Ha (POPMUPOBAHNE YACTH KOMIIETEHIINN:

- OOIIUX KOMIIETEHIIUN:

OK 8 CamocrtosATenbHO ONpenensaTh 3aJayd MPOPECCHOHATBHOIO M JMYHOCTHOTO
pa3BUTHS,3aHUMATBCS  CaMOOOpPa30BaHUEM, OCO3HAHHO I[UIAHUPOBATh IMOBBILIECHUE
KBIH(PUKALIHU.

- mpoecCuoHaTbHBIX KOMIIETECHIIHH;

I[IK 1.7. Bectn nmokyMeHTaIyio, OOCCIEUMBAIOIIYIO Y4e€OHO-IIPOU3BOICTBEHHBIN
MPOIIECC.

IIK 4.1. YuacTBOBaTh B IUIAHUPOBAHUM JCATCIBHOCTH MEPBUYHOTO CTPYKTYPHOTO
MOJIPA3/ICIICHUS.

I[IK 4.3. PazpabateiBaTh ¥ 0QOPMIIATH TEXHUYECKYI0 W  TEXHOJOTHYECKYIO
JIOKYMEHTAIHIO.

2. CTPYKTYPA U COAEPKAHUE JUCIIUITJIMHBI

2.1. O0beM TUCUMILUIMHBI U BHAbI y4e0OHOH padoThlI.

= Oo0bem
Buj yueoHoii padothl
4acos
1 2
O0beM TUCUMILIMHBI (BCEro) 77
AynutopHasi yueOHasi HArpy3Ka o0y4damouierocs (scero) 51
B TOM YHCJIEC:
TEOPETUYECKUE 3aHATUSA 33
IIPAKTUYECKUE 3aHATHUS 18
[IpomexxyTouHas arTecTamus o qucuuruinHe B Gopme nuddepeHImpoBaHHOTO 3a4eTa B 3
cemecTpe
CamocrosiTesqibHasi padoTa ooyuarouierocsi (Bcero) | 26




2.2. TemaTnuyeckuii mjiad u cogep:xxanue gucuunanHbl OI1.10 «/lokymMeHTAIMOHHOE 0O0ecnieYeHrue YIpaBJIeHHs.

HaumeHoBaHue pa3iesioB U TeM Conep:kanue y4eOHOT0 MaTepHuaJia, MIpaKTUYecKue 3aHATHS, CAMOCTOSITe/IbHAsI padoTa Oo0bem
o0yyaromuxcst 4acos
1 2 3
Pa3ngea 1. JlokyMeHTAIMOHHOE 00ecneuyeHe OPraHu3aluu 8
CopnepxaHue U B3aMMOCBA3b JUCLHMIUIMHBL C APYTUMHU JTUCLUUIUIMHAMU U clienuaibHOCThio. Llenu, 1
Baeentie 3aJa4yd M TNPUHIUINBL  JOKYMEHTAIlMOHHOTo  oOecmedeHus  ynpasieHusi. [loHstue o
KOPPECHOHJICHIIMM U JOKYMEHTUPOBAHWUU, B3aUMOCBS3b MEXAY HUMH. OCHOBHBIE TEPMHHBI U
OnpeIeIeHUs.
Tema 1.1. Knaccudpukanmst  mokymentoB. Cucrembl JOKyMeHTauuH. EouHas rocymapcTBEHHass —cuUCTeMa 2
Knaccudukanus 10KyMEHTOB, JOKyMEHTHpOBaHUs. TpeOoBaHMs K OMaHKaM JOKYMEHTOB. PasHoBHaHOCTH O1aHKOB M OCOOCHHOCTH MX
Tpe6GOBaHUS K HUM otopmienust. CocraB u mpaBuiia 0QOpMIICHHS PEKBU3UTOB JOKYMEHTOB.
CamocTosiTeibHast pabora: CucteMaTuueckasi mpopaboTKa KOHCIEKTOB 3aHATHH, y4eOHO! JIUTepaTyphl. 4
TemaTuka BHeay UTOPHOI caMOCTOSITeIbHOI padoThI:
— WnauBuayansHOE noMaiiHee 3aanue. PazpaboTka Oj1aHka opraHu3aiuu.
— IloaroroBka pedeparoB no temam: «Poib 1€710MPON3BOJICTBA B CUCTEME YIPaBIEHUS NpeAanpuatueMy, «HOpuanueckas xapakTepucTuka
JOKYMEHTOB», «HopmaTuBHast XxapakTepuCTHKa JOKYMEHTOBY, «Cxema Kiaccu(pUKaIuu TOKYMEHTOB, B3aUMOCBSI3b MEXKIY HUMU.
— CocraBieHue caoBapsi HOHITHH.
Pa3pnen 2.CucreMa opraHu3aniOHHO-NIPABOBOI JOKYMEHTALMHU 20
[TonsiTne opraHu3alMOHHO-TIPaBOBOrO JokyMeHTta. Buapl. Ilponenypa yreepxkaenus. Cpoku AeicTBUSL 2
Tema 2.1. [lopsiiok BHeceHHs! M3MEHEHWH, NOMOMHEHWH WM MX mnepecMorpa. TpeGoBaHMsS K O(GOPMIEHHIO U
Opranu3anoOHHO-TPAaBOBbIE COCTABJICHHUIO.
JIOKYMEHTBI [IpakTHyeckoe 3aHsATHE 2
CocraBnenue 1 0(opMIICHHE MOJIOKEHHS O ...
[ratHoe pacnucanue, ¢opma T-3, BHU3UpPOBaHHME U YTBEP)KICHHE, BHECEHHE W3MEHEHUH. 4
Tema 2.2. JlomkHOCTHasT MHCTPYKLHMS, Ha3HaueHue, BHUAbL. Pa3fensl JTOKHOCTHOM HWHCTPYKIUHU, HUX
[lItaTHOE pacnucaHue U TOKHOCTHAs | coaepkaHue. TpeboBaHMs K 0()OPMIIEHUIO M COCTABJICHUIO.
WHCTPYKIUSA IIpakTHYecKkoe 3aHATHE 2

3anoJiHeHHne MTAaTHOTO pacnucanus mo Gopme T-3.




CamocTosiTesibHasi padora: CuctemMaTuueckast popaboTKa KOHCIEKTOB 3aHATHI, yueOHOM JTUTEpaTypHl. 4

TemaTuka BHeayIMTOPHOH CAMOCTOSAITEILHOM padoThI:

WupuBuayanbHOoe JoMamiHee 3amaHue. Pa3paboTka u odopmileHHE yCTaBa, YYpPEeIUTENBHOTO JO0rOBOpAa, pErjaMeHTa, WHCTPYKIIHH,

JOJKHOCTHOM MHCTPYKIIHU.

Pazjnen 3. Cuctema pacnopsiiuTeIbHONH JOKYMEHTAIIUN 12
[TonstTe pacnopsautenbHoro gokymeHTta. Bwuapl. Craguu mnoaroroBku. TpeOoBaHUS K 4

Tema 3.1. 0 OPMIICHHIO M COCTABIICHUIO.
PacnopsigutenbHbple TOKYMEHTHI IIpakTH4YecKoe 3aHATHE 2
Cocranenne 1 0(opMIICHUE ITPUKA30B [0 OCHOBHOM JICATEIILHOCTH M BBIMMCOK M3 TPUKa3a

CamocrosiTesibHas padora: Cucremarnyeckas IpopadoTKa KOHCIIEKTOB 3aHATUH, Y4eOHOM TUTEpaTyphI. 6

TemaTnka BHeayJUTOPHOI cCaMOCTOSITeIbHOI PadOThI:

NuauBuayansHoe nomaiinee 3aganue. CocrapneHue u ohopMIICHHE PAaCIOPsHKEHUS, yKa3a, PelIeHHs], [IOCTAaHOBICHHUS.

WupuBuayanpHoe qoMaiisee 3aaanue. CoctaBieHne u 0opMIeHHE TOBAPOCONPOBOIUTEIbHBIX JOKYMEHTOB.

Pasnen 4. Cucrema uHGOPMALIMOHHO-CIIPABOYHOM TOKYMEHTALMHU 22
[Tonsitue wHOpManMOHHO-CTIpaBOYHOTO  JIoKyMeHTa. CmyxeOHoe mmcbmo. (OcobeHHOCTH 4
odopMmIIeHHs TTUCEM, TTePEIaBAEMbIX YIEKTPOHHON MOUTOM. DTHUKET B JIEIOBOM MEpEMICKeE.

IIpakTHYeckne 3aHATHSA 8
Tema 4.1. CocraBnenue u opopmiieHHE TOKIAAHbIX, CITY)KEOHBIX U OOBSICHUTEIbHBIX 3aITUCOK. 2
HupopmMalinoHHO-CIIPaBOYHbBIE
JIOKYMEHTBI CocraBnenue u o¢popMIeHHE CIPaBOK, TelerpaMmm, TeidedoHOrpaMM, Telekca, (pakcorpammsl, 2
AJIEKTPOHHOTO COOOIIECHHUS
CocraBnenne u  odopmieHHe  MHCbMa-3ampoca, MHCbMAa-OTBETa,  IUChbMa-TpeOOBaHUS, 2
CONMPOBOAUTENHHOTO MUChMaA
OO0mas xapakTepuCTHKa JOKYMEHTOB MO (PUHAHCOBO-pacueTHBIM ormepanusM. Kriaccudukarms 4
Tema 4.2. YUYETHBIX TOKYMEHTOB. OCHOBHBIE BUbI JOKYMEHTOB 1O ()MHAHCOBO-PACYETHBIM OMEPAITUSIM.
CocraBneHue TUYHbIX JOKyMeHTOB | [IlpakTHuyeckoe 3aHsITHE 2

Cocrasnenue u opopmiienue Cuet-pakTypsl, IIIATEKHOE-TOPYUUTENHCTBO.




CamocrosiTeibHast pabora: CuctremMaTinueckasi mpopaboTKa KOHCIIEKTOB 3aHATHIA, y4eOHON JIUTEPaTypHI.

TemaTuka BHeayIMTOPHOH CAMOCTOSAITEILHOM padoThI:

WupuBuayansHoe nomainHee 3amganue. CocTtaBieHre M 0QOpMIICHHE pe3loMe, JOBEPEHHOCTH, MPEUIOKEHUs, PEACTaBICHUS, TPOTOKOJIA,
aKTa, CBOJKH, 3aKJIIOYCHUS, OT3bIBA, IIEPEYHS, CIMCKA, THCbMa-IPOChOBI, MHChMa-COOOIIEHNS, MMChMa-TIOATBEPKACHNS, NH()OPMAIMOHHOTO
NUCbMa, TapaHTUHHOTO MHChbMa, MUChbMA-U3BEUICHUS, MHUChMA-TIPUTJIAMICHUS, NHCbMa-TPEAJIOKECHNUS, NHCbMa-HaIOMUHAHUS, MUChMa-
TpeboBaHusl, MMChbMa-0J1aroJapHOCTH, MHUCbMa-103/IPaBICHUSL.

Paznen 5.0pranun3aunusi padoThl ¢ TIOKYMEHTAMH

20

JlokyMeHTO060pOT. JIOKyMEHTONOTOK. DTanbl IBUKEHUS TOKyMEHTOB. O0beM TOKYMEHTOO0OpOTa.
IIpuem u ob6pabotka aokymeHTOB. Dopmbl perucrpanuu JOKYMEHTOB. KOHTpOib HCHOJHEHUS
JOKYMEHTOB, (DOpPMbI KOHTpOJI 32 UCIIOJIHEHHEM JOKyMEHTOB. CpOKH HCIOJHEHUS IOKYMEHTOB.

Tema 5.1.
O0paboTKa UCIIOJIHEHHBIX U OTIPABIISAEMBIX JOKYMEHTOB.

Opranuzanus J0KyMeHT0000poTa

HpaKaneCRoe 3aHATHEC

O0paboTka U perucTpaius JOKyMEHTOB

Opranuzanusa xpaHeHus: ToKyMeHTOB. Homenknatypa nen. CocraBiieHue 3aroioBkoB nen. Cpoku
xpaHeHus Jnen. @opmupoBaHue U OQOpPMIICHHE JeJl. OKCIEePTH3a LEHHOCTU JOKYMEHTOB.

Tema 5.2. OkcneptHas komuccus. CocraBinenue u opopmienue onuceit aen. Ilopsaok nepenauu 1en B apXuB
OnepaTtuBHOE XpaHEHNUE JOKYMEHTOB | OPTaHH3alMH.

IIpakTuyeckoe 3aHsITHE

Odopmnenne TuTypHOTO JHCTa «JleJI0» IS cAauu B apXuB

CamocTosiTeibHast pabora: CuctemMaTnueckasi mpopaboTKa KOHCIEKTOB 3aHATHH, yd4eOHO! JITepaTyphl.
TemaTuka BHeayJUTOPHOIl cCaMOCTOSITeIbHOI PadoThI:

— Pedepatsl «IIpuMeHeHne coBpeMeHHbBIX MH()OPMAIIMOHHBIX TEXHOJIOTMH B JEIONPOU3BOACTBE», «VHCTPYKIMK MO AETONPOU3BOACTBY,
«Pernamenranus qesTeNbHOCTH CIYKOBJOKYMEHTAI[MOHHOTO 00ECIeUeHUs YIIPaBICHUS.

— I/IH,Z[I/IBI/L[[yaJ'ILHOC JOMalIHCC 3a1aHuC. CocraBicHHE U O(I)OpMJ'ICHI/IC OITHCEH Jell.

JAnddepenuupoBanHblii 3a4eT

UTOro

77
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3. YCJIOBUSA PEAJTA3AIIAN PABOYEI ITPOT PAMMBI
JUCHUIIIAHBI

3.1. TpeOGoBanusi K MATEPHAJIBLHO-TEXHUYECKOMY 00eCIedeHHuIo.

Peanu3zamus paboueii mporpaMMbl TUCIUIUIMHBI TPEOYeT HAIMYHUS y4eOHOTO KaOWHeTa
OTpacieBBIX 00MENTPOPECCUOHATBHBIX TUCITATIIINH.

O6opynoBanue yueOHOro KaOMHeTa:
— pabodee MecTO MpernoaBaTelis;
— TIOCAJI0YHBIE MECTa MO0 KOJMYECTBY 00YUarOIINXCS;
— JIOCKa KJIacCHasl.

TexHuueckue cpeacTBa 00ydeHHUS:
— MYJbTUMEIUWHBIA IPOEKTOP;

— KOMIBIOTEp € JUUEH3HOHHBIM MPOrpaMMHBIM  OOECIEYEeHUEM  OOIIEro
Ha3HAYCHHS;

— DJKpaH;

— WHTEpPaKTUBHAs J0CKa,

— OprTeXHUKa (IPUHTEP, CKAHEP, MHOTO(YHKIIMOHAILHOE YCTPOICTBO),

— BHEIIHUE HAKOMUTEIN UH(POPMALINY;

— cBoOoanblid gocTynl B MHTEpHET BO BpeMsi ydyeOHOTO 3aHATHS W B MEPUOJ
BHEYYEOHOU JEATEIBbHOCTH 00YYaIOIIUXCSl.

3.2. UndopMmanmnoHHoe obecnievyeHne 00yueHmsl.
OcHoBHasl yyeOHas1 JIUTEpPATypa

Ky3nemnoBa, U. B. JlokyMeHTalmoHHOE oOOECIIEUCHUE YIIPaBICHUS : YydeOHOe
nocobue s CIIO / U. B. Kysuenosa, I'. A. Xauarpsan. — 2-¢ uza. — CapatosB :
[Ipodob6pazoBanme, At [Iu Op Menma, 2019. — 166 c. — ISBN 978-5-4486-0404-1,
978-5-4488-0216-4. — TeKcCT : ANEKTPOHHBIN // DNEKTPOHHO-OMOIMOTEUHAs CUCTEMA
IPR BOOKS : [caiiT]. — URL: https://www.iprbookshop.ru/80326.html

JlokymeHTarmoHHoe oOecrieueHue ympaiacHus. CocTaBicHHE H  OQOpMIICHUE
JEeJOBBIX TOKYMeHTOB : yueOHoe nocooue mis CIIO / cocraButenu E. M. bammakosa.
— CaparoB, Mocksa : [Ipodo6pazoBanue, At [Iu Ap Menua, 2021. — 144 ¢. — ISBN
978-5-4488-1080-0, 978-5-4497-0964-6. — Tekct : 3NEKTPOHHBIA // DIAEKTPOHHO-
OmOIMoTeUHAas cucTema IPR BOOKS : [caliT]. —
URL.: https://www.iprbookshop.ru/103343.html

Hmutpuesa, JI. WM. JlokymeHTarmoHHoe oOecreueHrue  yNnpaBlIeHYECKON
nesitenbHOCTH : yaeOHoe mocodue / JI. U. [Imutpuesa, U. B. PyzaeBa. — HoBocubupck
: HoBocubupckuii rocyapcTBeHHbIN TexHUUeckuil yHusepcuter, 2019. — 100 c. —



https://www.iprbookshop.ru/80326.html
https://www.iprbookshop.ru/103343.html
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ISBN 978-5-7782-4029-2. — TekcT : 3AEKTPOHHBIA // DIEKTPOHHO-OMOIMOTEUHAS
cuctema IPR BOOKS : [caiit]. — URL: https://www.iprbookshop.ru/98703.html

JlonoiHuTE IbHAS Yy4eOHAasl JuTepaTypa

AnexceeBa, T. B. JlokymenTaruonHnoe obecrnieuenue ynpasienus : yueonuk / T. B.
AnexkceeBa, O. A. CrpaxoB. — Mocksa : YHuBepcuretr «Cuneprus», 2020. — 132 ¢. —
ISBN 978-5-4257-0402-3. — TekcT : 3AEKTPOHHBIA // DIEKTPOHHO-OMOIMOTEUHAs
cuctema IPR BOOKS : [caiiT]. — URL: https://www.iprbookshop.ru/101344.html

[Terymko, H. E. JlokymeHTanmoHHOoe oOecnedeHrue yrpaBieHus : y4eOHO-
Metoauyeckoe nocooue / H. E. Ilerymko. — Munck : BI'YKHU, 2020. — 165 c. —
ISBN 978-985-522-230-0. — Tekcr: »siexkTpoHHbldd / JlaHb :  3JIEKTPOHHO-

oubimoreunas cuctema. — URL: https://e.lanbook.com/book/176019

[lleBuenko, M. B. JlokyMeHTalIMOHHOE OOECIIEYEHHE B CHUCTEME OYXTaJITepCKOTO
yuera : ydyeOHoe mnocodbue / M. B. lleBuenko. — benropon : benropoackuii
roCyJ1apCTBEHHBIN TexHosnorndecknil yausepeuret uM. B.I'. [llyxosa, ObC ACB, 2019.
— 243 c. — TeKkcT : 3MeKTpOHHBIN // DneKTpoHHO-OMOMMoTeuHass cucrema [PR
BOOKS : [caiit]. — URL: https://www.iprbookshop.ru/92248 .html

JokyMeHnTaimonHoe oOecrnieuenure yrpabienus. CocrtaBieHne u odopMIeHUE
JIETOBBIX TOKYMEHTOB : yueOHoe nocooue mis CIIO / cocraButenu E. M. bammakosa.
— CaparoB, Mockaa : [IpodobpaszoBanue, Ait [1Tu Ap Meaua, 2021. — 144 c. — ISBN
978-5-4488-1080-0, 978-5-4497-0964-6. — Tekct : SNEKTPOHHBIA // DIEKTPOHHO-
OubMoTeuHast cucrema IPR BOOKS : [caitT]. — URL:
https://www.iprbookshop.ru/103343.html

ApacnanoBa, B. A. JlokyMeHTanlMoHHOE oOOecredeHue YMpaBleHUs : Y4eOHO-
IpakTHYEeCKoe 1ocodue B cxeMax, Tadauiax, oopasmnax / B. A. ApacnanoBa. — 3-¢ u3.
— Cypryt : CypryTckuil rocyaapCTBEHHbI Negarorndeckuii yausepcurer, 2019. —
240 c. — ISBN 978-5-93190-385-9. — TekcT : 3JI€KTPOHHBIA // DJIEKTPOHHO-
OoubMoTeuHas cucrema IPR BOOKS : [caitT]. — URL:
https://www.iprbookshop.ru/94291.html
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