[loKyMeHT NoAnucaH NpoCToil 3NeKTPOHHOM NOANMUCHI0

NHdopmaumsa o Bnagenbue:

OHO: MNetpos MAHIFCTEFETBO HAYKHA U BBICIIETO OBPA3OBAHUSI POCCUVICKOMN OEJEPALINN
HomxkHocTb: [IMPEKTOP  demepasibHoOe rocyiapeTBeHHOE GIOIKETHOE 00PA3OBATEILHOE YUPEKIeHHE BhICIIEro 00pa3oBaHus

[lara nopnncanns: 27.12 P oécibite kmii sxonomuueckuii ynuBepcurer umenu I'. B. Iliexanosa»
YHUKanbHbIl NPOrpaMMHbIi KIiou: e

dqacnogagcxnﬁ%)nnnanPBYnM.F.B.HnexaHOBa
798bda6555fbdebe827768f6f1710bd17a9070c31fdc1bbabac5alf10c8c5199

Otaenenne cpeaHero mpoheCcCHOHATEHOTO 00pa30BaHUs

PABOYAS IPOTPAMMA YYEBHOM JUCIHUIIJIUHBI

HAaMMCHOBAHUEC NJUCHUITIIMHBI EOK!MCHTagl/IOHHOC o0ecrneueHme YIIDABJCHUS

KOJI, CIICIIUAILHOCTD 38.02.01 JDxoHOMUKA U OYXTAJTEPCKUN YIeT
10 OTPACJIAM

Kpacnonap
2021



PACCMOTPEHO U O/IOBPEHO: Pa3paborana Ha ocHoBe DenepanbHOro rocyaapcTBeHHOTo 0bpa-
[pemeTHO-LMKIIOBO# KOMKCCHEH 30BATENILHOTO CTAHAPTA MO CHELMATLHOCTH CPEHEro MpodeccH-

LMKIa CNeLnabHOCT SKOHOMMKA .
W GyXTaTepCKHi YUeT (Mo OTpacnsm) oHansHoro obpazoeanus 38.02.01 DxoHoMuUKa U OyXxranrepckui
Y4erT (1o oTpaciisam)

[IpoTokon Ne 5
oT 26 anpens 2021r.

IIpencenaresns npeAMETHO-LIMKIIOBOH KO- 3amectutens aupexropa no CI1O

MHCCHH =
oy, E. B. Tpunkom : b _—
‘j/..// : -~ i%f // C.I1. Bosipckas
Toanucs Huuumanm Damunua T 1 / R

Cocrasurens: CuibueHko A.A.. npenoaasatens OCITIO KpacHonapekoro dunmana POY um. [.B. [TnexaHosa

PeuenseHt: B.P. lNopny6nas, npenoaasarens OCIIO K® POV um. I'.B. [Inexanosa

®HO, YueHad CTENCHb, 3BAHHE, NOJDKHOCTE, HAHMEHOBAHHC OpPraHH3allHH

PelieH3eHT: C.M. I'nymesnko, nupekrop OO0 «OKCHU»

D HO., YHcHaa CTENCHB, 3BAHHE, JOJLKHOCTh, HAHMCHOBAHHE OpraHH3alHH




COJIEP)KAHUE

1. ITACIIOPT ITPOI'PAMMBI JUCHUITJIMHBI JOKYMEHTAIIMOHHOE OBECIIEHEHUE

VITPABJIEHMSL ..ot 4
2. CTPYKTYPA U COJIEP)KAHUE YUEBHOU JIUCIIUIIIIUHDBL. .......coocvvvirieieieree s 6
3. YCJIOBUSA PEAIU3AIIN YUEBHOU JUCIHUATIIAHBI ..o 11

4. KOHTPOJIb Y OLIEHKA PE3YJIbTATOB OCBOEHM S YUYEBHOM JUCIUATIIMHEI ... 12



1. MACHHOPT IMTPOI'PAMMBI JUCIIAIIJIMHBI JOKYMEHTAIIMOHHOE OBECIIE-
YEHUE YIIPABJIEHUSA

1.1. Ob6aacTh NpUMeHEeHHsI POTPaMMbI

Pabouass mporpamma yueOHOUM muctumuinHbl siBisietcss dacthio I[IIICC3 B cooTrBeTcTBHH C
®I'OC no cnenmansHOcTH 38.02.01 DKOHOMUKA U OYXTaITEPCKUid YUeT (110 OTPACIIsIM).

Pabouas mporpamMma y4eOHOM NMCHUIUIMHBI MOKET OBITH HCIIOJIb30BaHA B JIONOJHUTEIEHOM
npodeccnoHaTbHOM 00pa30BaHKH (B MPOTrpaMMax MOBBIIICHUS KBATU(UKALUN U IEPETIOATOTOBKH) U
npodeccnoHanbHOM MOATOTOBKE.

1.2. MecTo AUCHUIIMHBI B CTPYKTYpe OCHOBHOI mnpodeccHoHAILHONH 00pa3oBaTelib-
HOW NPpOrpamMmbl: JUCHUILIMHA OTHOCUTCS K TpyIme o0menpodeccuoHaabHbIX TUCIHUILUIMH MPO-
(hecCHOHaIBHOTO LUKJIA.

1.3. Henu u 32724 y4eOHOM THCHUILUINHBI — TPeOOBAHUS K pPeajn3alui 0CBOEHUsI
yueOHOH TUCHUIINHBI

B pesyibTare 0cBOSHMS YISOHOM JUCHMILIMHBI 00 YIAIONIUICS JOKEH YMETh:

*  0oopMIATH TOKYMEHTAIMIO B COOTBETCTBUU C HOPMATUBHOM 06a30i, B T.4. C UCIIOJIb30-
BaHHWEM WH(POPMAITMOHHBIX TEXHOJIOTHIA,

"  OCBaWBaTh TEXHOJOTUU aBTOMATU3UPOBAHHON OOPaOOTKHU JOKYMEHTAIINH;

"  HCHOJIb30BaTh YHU(DHIIMPOBAHHBIE (OPMBI IOKYMECHTOB;

"  OCYIIECTBISATh XpaHEHUE U MOUCK JOKYMEHTOB;

"  HCIOJIb30BaTh TEJICKOMMYHHKAIIMOHHBIC XPAHCHHUE JOKYMEHTOB, HOMCHKIIATYPY €T
JOKYMEHTO000pOTE;

B pesyibTate 0cBOSHMS YISOHOM JUCHMILIMHBI 00 YIAIONIUICS JJOKEH 3HATD:

"  [IOHSATHE, LU, 33J]a4l ¥ IPUHIIMAIIBI JETONPON3BOCTBA;

"  OCHOBHBIC ITOHATHUS JJOKYMEHTAIIHOHHOTO 00ECIICUCHMSI YIIPABIICHUS;

" CHCTEMBI JOKYMEHTAI[HOHHOTO O0CCTICUCHUS YIIPaBICHUS;

»  KJIacCU(UKAIUIO TOKYMEHTOB;

*  TpeOOBaHUS K COCTABICHHUIO M O(DOPMIICHUIO JOKYMEHTOB;

"  OpraHM3alurIo JOKYMEHTO00OpOTa: prueM, 00paboTKy, pEruCcTpaInio, KOHTPOJIb, Xpa-
HEHUE IOKYMEHTOB, HOMEHKIIATypy Ael

1.4. Pe3yabTaThl OCBOECHHS Y4e€OHOMN JUCHUIIMHBI
Pesynbratom ocBoeHUS y4eOHOI TUCIUTUIMHEI SIBISETCS (POPMUPOBAHKE Y O0YUAIOIINXCS
CIeIYIOIIUX KOMIETEHIINMN:

Kon HaumenoBanue pe3ysbTaTta 00y4eHHus

OK 01 Beibupate  cmocoObl  pemieHus  33dad  NPOQPECCHOHAIBHON  JEsITeNbHOCTH
" | IPUMEHUTEIBHO K Pa3IMYHbIM KOHTEKCTaM

OK 02. | OcyuiecTBisTh MOUCK, aHATTU3 U UHTEPIIPETALNIO HH(OpMAIMK, HEOOXOUMO JUIs
BBITOJIHEHUS 3a/1a4 PO ECCUOHATIBHON 1A TEIbHOCTH

OK 03. | [ImanupoBath U peaqn30BbIBaTh COOCTBEHHOE MPOGECCHOHATBHOE U TUYHOCTHOE Pa3-
BUTHE

OK 04. | Paborath B KOJIJIEKTHBE U KOMaH/e, 3PPEKTUBHO B3aUMOICHCTBOBATh C KOJUIETaMH,
PYKOBOJCTBOM, KJIMEHTAMH

OK 05. | OcymecTBisTh YCTHYIO U TUCbMEHHYIO KOMMYHHKAIUIO HA TOCYAapCTBEHHOM SI3bIKE
Poccuiickoit ®enepanuun ¢ y4eToM OCOOEHHOCTEN COIMAIBHOIO U KYJIbTYPHOTO
KOHTEKCTa




OK 09. | Ucnonp3oBaTh HH(PpOPMAITMOHHBIC TEXHOJIOTHH B IPO(HECCHOHATBLHOM TSI TETbHOCTH

OK 10. | ITonp3oBatbest mpodeccnoHaIbHOM TOKYMEHTAlUeH Ha TOCY1apCTBEHHOM U MHOCTpaH-
HOM f3bIKax

IIK 1.1. | OGpabaTbIBaTh MEepBUYHBIC OYXTaNTEPCKUE JTOKYMEHTHI

1.5. KoinyecTBO 4aCOB HA OCBOEHHE MporpaMmal yqeﬁnoﬁ JAUCHHUIIIMHbBI:

MakcumanbHast yueOHast Harpy3ka oOydaromuxcs 32 4acos:
-00s13aTeNbHAs ayJUTOPHAs Harpy3ka o0yvaromuxcs 32 Jaca;
B TOM YHCIIE:

-JeKuuu 22 Jaca;

-npakTuyeckue 3aHaTus 10 yacos.




2. CTPYKTYPA U COAEPXKAHUE YYEFHOU JUCITATIIAHBI

2.1. O6beM yueOHOM TMCUMILIHHBI M BU/IbI Y4e0HO# padoThI

Buna yueOHoii padoThl Oovem uacos

MakcumaJjibHasi yueOHasi HAarpy3ka (Bcero) 32

Oobs13aTesibHAsI ayIUTOPHAs ydeOHAasi HATPY3Ka (Bcero) 32

B TOM YHUCJIE:

JICKIIMH 22
naboparopHbeie pabOTHI -
MIPaKTUYECKHUE 3aHATHS 10
KOHTPOJIbHBIE pabOTHI
KypcoBasi paboTta (IIpoeKT) -

IIpome:xyTouyHast arrecranus B popMe 1u(ppepeHIUPOBAHHOIO 3a4eTa




2.2. TemaTn4eckui IJIaH U CodCpKaHuE y‘leﬁHOﬁ AUCHHUITIINHBI I[OKyMeHTaIII/IOHHOG o0ecnevyeHue YIpaBJICHUS.

Komme-
TeHIUU

HaumeHoBaHue pa3iesioB U TeM

Coaep:xkaHue y4eOHOIr0o MaTepuasia U NpakKTHYecKue 3aHATHS, CAMO-
CTOSITEIbHAS PadoTa 00y4Yaromuxcst

O0beMm
4acoB

YpoBeHb
OCBOEHHS

1

2

4

5

Pazpmean 1.

JlokyMeHTHpPOBaHMe YIIPABJIeHYECKOM 1eITeJIbHOCTH

16

OK 02,
OK 10

Beenenue. Ilpeamer, uesau u 3a-
Aa4M Y4eOHO TUCUUIIMHBI

Cooepotcanue yueonozo mamepuana

2

1

Hctoku npenompousBoiacTBa. CTaHOBJICHHE NEIONPOHM3BOJCTBA B Poccum.
HopmarusHo-11paBoBoe oOecrieueHme AeI0mpOn3BOICTBA.

OcCHOBHBIE TOHSATHS: JIOKYMEHT, JOKYMEHTOBEJCHHE, JOKYMCHTAIIHOHHOE
obecneuenue ynpaeneHus ([OY). HopmatuBho-mpaBoBas 6aza JIOV.
Hasnauenue ["'ocyapcTBEHHON CUCTEMBI JOKYMEHTAITMOHHOTO 00eCIICYCHHUS
ynpasnenus (I'CJOY); TumnoBas UHCTPYKLHUS O JIEJIONPOU3BOJCTBY B (e-
JIepaIbHBIX OpraHax MCIOJHUTEIBLHON BIIACTH.

Pouib uHGOpMALINY B COIMATBHO-3KOHOMUYECKHX MPOIIECCAX.

OK 02

Tema 1.1. O0mme HOpMBI U Npa-
BHJIa 0popMIIeHH Sl IOKYMEHTOB

Cooepotcanue yueonozo mamepuana

Yuudukanus W craHfapTu3anus JAeloBod JokymeHTauuu. CroBapb-
MUHUMYM TEPMHUHOB H omnpenencHuit. O0Imme HOpMbI B mpaBuia odopmiie-
HUS JOKYMEHTOB (pa3Mmepbl Oymaru, moiied, Hymepauus CTpPaHHIl U T.I.)
MIPUMEHSIEMOE B JIETIOTIPOU3BO/ICTBE.

OK 01,
OK 02,
OK 04,

Tema 1.2. OprannzaumoHHo-
pacnopsiiuTeJbHAast JOKYMeHTA-
st

Cooepotcanue yueonozo mamepuana

Knaccudukanus nenooit nokymenrtanuu. IlpaBuna odopmiieHuss pekBu3u-
TOB OJIaHKa M UX PACIIOJIOKEHMS Ha cTaHAapTHOM (opmare Oymaru, pazme-
pel nonel. @opmynsp-oOpazenl rpynmnbl JOKYMEHTOB, MPUHAMJIEKAIUX K
OJIHOH CUCTEME.

[IpoekTupoBanue OlaHKOB JOKYMEHTOB opranuszauuu. CoctaB, odopmie-
HUE, U3TOTOBJIEHUE, XPaHEHHUE OJIaHKOB OpraHU3aIiH.

bnank nokymeHTa: MOHsATHE, Ha3HaueHHe, BHUJbI OJaHKOB (0OmMiA OJaHK,
OJ1aHK MUcbMa, OJJaHK KOHKPETHOTO BUJa TIOKyMeHTa (KpoMe nuckma). Co-
cTaB, o(popMIIeHHE PEKBU3UTOB OJaHKA.

OK 03,
OK 05

Tema 1.3. O0mas xapakrepu-
CTHKA CTWJIA CJIYKeOHOH 10KY-
MEHTalun

Cooepotcanue yuednozo mamepuana

Oco0eHHOCTH f3bIKA CITYKEeOHBIX JOKyMeHTOB. KoMmo3uius JokymMeHTa.
Crpykrypsble omnoku. HeymectHoe 1 HeonpaBiaHHOE ynoTpeOaeHne HHO-
CTpaHHBIX CJIOB.

Hpakmultecxue 3anamusn

Pazpabotka (mpoektupoBaHue) OJaHKa OpraHU3aIUH.




OK 02,
OK 04,
OK 09

Tema 1.4. Buabl u opopmiieHune
OpPraHu3auMoOHHO-
pacnopsaanTeIbHONH JOKYMEHTA-
107071

Cooepotcanue yueonozo mamepuana

OpraHu3anroHHO-PACTIOPAAUTENIFHBIE JJOKYMEHTHI: IOHSATHE, Ha3HAuCHHE,
OCHOBHBIE BH/IbI (OpraHU3allMOHHBIE, PACTIOPSAUTEIBHBIC, CIIPABOYHEIE).
OpraHu3anoHHbIE JOKYMEHTBI: YCTaB, MOJOXEHHUE, CTPYKTypa M IITaTHAs
YHCIIEHHOCTD, INTAaTHOE PACIHCaHMe, MPAaBUiA, JOJDKHOCTHAS WHCTPYKIIHS,
UX Ha3HAuYCHHE, XapaKTePUCTHKAa U COCTaB, TpeOOBaHHMA K O(POPMIICHHIO,
HOPSIIOK YTBEPIKACHUSL.

PacriopsiauTenbHble JOKYMEHTHI: IIOCTAaHOBJIEHHE, ITPHUKa3 (10 OCHOBHOH Jie-
ATEIBHOCTHU U T10 JIMYHOMY COCTaBY), PaclopsiKeHNEe, COBMECTHBIN pactopsi-
JIUTENBHBIN JOKYMEHT, UX Ha3HA4YEHHE, XapaKTepUCTHKA M COCTaB, TpeOoBa-
HUS K 0()OPMIICHUIO.

CnpaBoYHO-NH(POPMAIIOHHBIE JOKYMEHTHI: CIIY)KEOHBIE NMHChMa, CIIPABKH,
JOKJIaJHbIE 3aIMCKU, MIPOTOKOJBI, aKThl, 3asBJICHHS, UX XapaKTEPUCTUKA U
cocraB, TpeOoBaHUs K 0(POPMIIEHHUIO.

Tumnel TOKYMEHTOB: MOIJIMHHUK, KOIHSA, TyOJNUKAT, BBIIKCKA, UX Ha3zHaye-
uue. [lopsaok opopmieHHs U BBIIAYU KOMIUH U yOJIMKAaTOB JOKYMEHTOB,
BBIITMCOK M3 HUX.

Ilpakmuueckue 3anamusn

O(I)OpMJ'ICHI/Ie OpTraHHU3allMOHHBIX U PACIOPAAUTCIIBHBIX JOKYMEHTOB, UX KO-
MUK ¥ BBIIIHCOK U3 HUX.

OK 02,
MK 1.1

Tema 1.5. lokymeHTauus mo
TPYAOBBIM OTHOLICHHUSAM.
Bbyxranrepckas 1 GUHAHCOBO-
pacyeTHasi JOKyMeHTAaLMs.

Cooepotcanue yueonozo mamepuana

OdopmiieHre JOKYMEHTOB, PEABABISIEMbIX IpU IpueMe Ha padorty. [Ipuka-
3bl U pacropsDKEHUs 10 JIMYHOMY cocTaBy. [IpaBuiia BeneHus TMUHOrO /iena,
TPYAOBBIX KHIKEK.

JloroBopHO-TipaBoBast JOKyMeHTalus. J[oroBop (KOHTPakT): MOHATHE, TUIIO-
Bas (hopma. OCHOBHBIE BUIbI JOKYMEHTOB 110 (PMHAHCOBO-PACYETHBIM OTIE-
panusm.

Pazpmea 2.

Opranusanust padboTsl ¢ JOKYMEHTAMH

16

OK 04

Tema 2.1. Opranuzanus 10Ky-
MeHToo0opoTa

Cooeporcanue yuednozo mamepuana

Cayx0a JIOY B opranuzanusix: 1ei, 3aa4u, Ha3HaueHue, QyHKINUU, TUIIO-
BbI€ CTPYKTYpBI, TOJDKHOCTHOM coctaB. Pernmamentanus padorsr C/IOY.
JIoKyMeHTOOOO0pOT: MOHATHE, OOLIIE MPUHIUIIBI OPraHU3AINH TOKYMEHTO-
000poTa, ero CTPyKTypa, HEOOXOAUMOCTh y4eTa 00beMa JOKyMEHTO000po-
ta. HopMaTuBHBIE JOKYMEHTHI, PETJIAMEHTHPYIOIINE OPTaHU3aINIO0 TOKY-
MEHTO0000pOoTA.




OK 02,
OK 09

Tema 2.2. Opranuszauusi peru-
CTpPalMi JOKYMEHTOB U KOH-
TPOJIb UCMOJTHEHUS IOKYMEHTOB.

Cooepotcanue yueonozo mamepuana

Perucrpanust JOKyMEHTOB: TIOHSTHE, LIEJIH, 3a]]a4l, MECTa PETHCTPALIUU Pa3-
JUYHBIX KaTteropuil nokymMeHToB. Cuctembl U (Gopmbl peructpanuu (Kyp-
HaJbHAasI, KAPTOYHAS, aBTOMATH3UPOBAHHAs), X IOCTOMHCTBA M HEJIOCTATKHU.
[Toka3zarenu, BBOAMMBIC B perucTpanuoHHbie Gopmbl. OCOOSHHOCTH peru-
CTpalliy BXOJSIINX, HCXOIAIINX U BHYTPEHHUX JOKYMEHTOB.

CoctaB BHINOJIHSAEMBIX pabOT MPH OTIPABKE MCXOJSAIINX JOKYMEHTOB: TPO-
BEpKa MPaBHIBLHOCTH OQOPMIICHHS, HAJTMYUs MPHIOKEHHM, axpecaTa, cop-
THUPOBKA IO aJipecaTaM M BHJAM OTIPABICHHUI, COCTABICHHE OIHUCH PACCHLI-
ku. TpaauIMOHHBIH CIIOCO0 OTIPABKU JOKYMEHTOB (1I04Toii). OTnpaBka Jio-
KYMEHTOB ¢ TTOMOIIbI0 TesehoHa, (akca.

KoHTponb MCHONHEHNS JTOKYMEHTOB: IOHSITHE, Ha3HaueHuWe, BUIbL. [IpuH-
UMbl OpraHu3anuu KOHTPoJiss. CPOKHM HUCIIOJHEHUS: TUIOBOW, WHIUBHILY-
aIbHBIN. TEeXHONOTHS BEJICHUSI KOHTPOJISl. AHAJIN3 MCIIOTHCHUS JOKYMEHTOB
B YUPEKIICHUH.

B3auMocCBsI3p perucrpanuu JIOKyMEHTOB W HH()OPMAIMOHHO-CIIPABOYHOM
pabotel. Opranuzaius pabOThI ¢ TOMOIIBIO CITPABOYHBIX KaPTOUEK.
JIOMKHOCTHBIC JINIIA, OCYIIECTBIISIFOIINE PETUCTPALIUI0O U KOHTPOJb UCION-
HEHUs1, MX QYHKIMH U TIpaBa.

Ilpakmuueckue 3anamusn

PGFI/ICTpaHI/ISI BXOOAIUX, UCXOOAIUX U BHYTPCHHUX JOKYMCHTOB B XXypPHAJIC
Y Ha KapTO4Ke (B TOM YHUCJIE B DJIEKTPOHHOU opme).

OK 04,
OK 09

Tema 2.3. Opranusanus onepa-
THBHOI'0 XPAHEHHUS JOKYMEHTOB

Cooeporcanue yuednozo mamepuana

Homenknarypa nein: nonsrue. 3Ha4ueHUE HOMEHKIATYPBI J1e1 JUlsl Kiaccugpu-
Kalluu JOKYMEHTOB, OIEPAaTUBHOIO XPaHEHUSA U UX IPEIApXUBHOM IOArO-
TOBKU. Buasl HoMmeHknaTyp nen. Ilopsgok cocraBienus, odopmieHus,
YTBEPKICHHUS U IPUMEHEHHsS KOHKPETHOM HOMEHKJIATypbl nen. llopsmox
(dbopMHUpOBaHUS AEII.

Opranu3zanys XpaHeH!s UCIOJIHEHHBIX JOKyMeHTOB. OCHOBHbIE TpeOOBAHUS
HOPMAaTUBHBIX JOKYMEHTOB, PETVIAMEHTUPYIOIIUX JAaHHBIN JTall JOKYMEHTO-
o6opora. OTBETCTBEHHOCTh 33 COXPAaHHOCTh JOKYMEHTOB.

Hpaxmuttecxue 3aHAmuUA

N3ydenue nopsaka cocraBieHus, 0QpopMIIeHUs, YTBEPKICHHS U IPUMEHe-
HHUsI KOHKPETHOM HOMEHKJIATYPBI JEIl.




OK 03,
OK 05

Tema 2.4. Ilopsinok nepegayu 10-
KYMEHTOB B apXUB WJIM HA YHH-
YyTOKEeHHE

Cooepotcanue yueonozo mamepuana

OcHOBHBIE TaMbl NIepejauk JOKYMEHTOB B apXUB MJIM Ha YHUUYTOXKEHHUE: MOJI-
TOTOBUTENBHBIN (00OCHOBaHME BBIOOpA CIIOCO0A COXPAHEHUS MM YHUYTOXKE-
HUS IYTEM IPOBEACHUS SKCIEPTHU3bl LIEHHOCTH JOKYMEHTOB), OCHOBHOM (IIOA-
TOTOBKA JIeJl JUls Mepefay B apXvB), 3aBepLIAIOLIMI (IlepeJaya B apXUB WIH
YHUUTOXEHHUE).

OKcnepTu3a LEHHOCTH TOKYMEHTOB: MOHATHE, Ha3HaueHue. [IpuHiumns! u Kpu-
TEpUU OINpeJeICHUs] HAyYHOM, UCTOPUUYECKON M MPAKTUYECKON LEHHOCTU JI0-
KYMEHTOB. DKCIIEpPTHbIE KOMHMCCHM, UX (PyHKIMH, TpaBa. DTarbl MPOBEACHUS
skcrnepTu3bl. OgopmileHne pe3yabTaToB 3KcnepTusbl. CpOKU XpaHEHUs JOKY-
MeHTOB. [lepeuHu HOKYMEHTOB C YKa3aHHEM CpPOKOB XpPAHEHUs, MX BHJIBI,
Ha3HaueHue, cxeMbl nocrpoeHus. llopsanok nepegaun Jen B apXyB WM YHU-
YTOXEHHS JIOKYMEHTOB.

TpeGoBanust K OPOPMIICHHIO JIeNT TOCTOSIHHOTO, BPEMEHHOTO CPOKOB XPaHEHUS
U 1o JMyHoMy coctaBy. IlpaBuna odopmnenus u cocrapienus onucu jen. Io-
PSIIOK Mepeayn 1€ B apXUB.

ApxuB: TOHSTHE, Ha3HayeHue. Buabpl apxuBOB: TOCyJapCTBEHHBIE, BEIOM-
CTBEHHbIE, 0O0OBEIMHEHHbIE BEIOMCTBEHHbIE, OOBEJMHEHHBIE MEKBEIOMCTBEH-
HBIE 110 JITYHOMY COCTaBY. ApXHBHbIE (POH/IBL: TOKYMEHTAIIBHBIH, rocyaap-
CTBEHHBIH.

OK 09

Tema 2.5. Komnbrorepusanus 10-
KYMEHTALIMOHHOI'0 o0ecreYeHns
ylnpaBJieHUsl

Cooepotcanue yuednozo mamepuana

Komrmbrorepusanysi TOKYMEHTAIIMOHHOTO OOECTICUCHHUS YIIPABJICHHSI HA TPE/-
MIPUSATHH, 3HAYCHUE, TIEPCIEeKTUBBI pa3BUTHs. lcmomp3oBaHne NepcoOHAIbHBIX
KOMITIBIOTCPOB B OpraHru3annun pa6OTI)I C TOKYMCHTaMHU. CocraBHBIE YaCTU KOM-
MBIOTEPHOTO JIETIONPOM3BOJICTBA: aBTOMATU3UPOBAaHHBINA cOOp, 0OpaboTKa, Xpa-
HEHHE TJOKYMEHTAIIUH, TIPEJICTaBICHUE Pa3HOOOpa3HOI HHPOPMAITHH.
DJeKTpOHHAs TI0YTA: MMOHATHE, Ha3HaYeHUe. THITbI CUCTEM JIEKTPOHHOM MOYTHI
(rmoGarnpHBIe, KOPIIOPATUBHEIE), UX KpaTKask XapaKTepPUCTHKA. XpaHEHHE I0KY-
MEHTOB B JJIEKTPOHHOU moute. MHbopMaImoHHO-cripaBouHasi pabota B ycIo-
BUAX IPUMCHCHUA KOMIIBIOTCPHBIX TEXHOJIOTHIA.

HpaKmulleCKOB 3anamue

OdopmieHne OCHOBHBIX PEKBU3UTOB U OCHOBHOM  OpraHM3allMiOHHO-
pacrnopsIuTeNsHOM fokyMeHTamu ¢ nomorisio [I9BM. Co3nanue 111abaoHOB
JIOKYMEHTOB, BBIBOJI HA I1€4aTh.

Bcero:

32
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3. YCJOBUS PEAJIM3AIINU YYEFHOU JUCHUTLJIAHBI

3.1. TpeGoBaHKsi K MUHUMAJBLHOMY MATEePHAJIbHO-TEXHHYECKOMY O0ecredeHH 0.

Peamuzamuss  yuyeOHOM  AWCHUIUIMHBI — TpeOyeT  Hamuuums ~ ydyeOHOro  KaOuHeTa
MPaBOBOTO U IOKyMEHTAIIMOHHOTO 0OecreueH s Mpo(hecCHOHAIbHON AEATEIbHOCTH

O6opynoBanue yueOHOro kabuHera:

— Pabouee mecTo npenogaBates;

— PaGouue mecta oOydaromumxcs;

— CrauuoHapHas J0CKa;

— IIpoektop (mepeHOCHOM);

— DKpaH 1 MpoekTopa (EePeHOCHOM);

— HoyT0yk (mepenocHoii) ¢ ycranosienasM [10, moakmtouenneM k MIHTEpHET 1
o0ecrieueHrneM J0CTYIa B AIEKTPOHHYIO0 HH()OPMAIIMOHHO-00pa30BaTEIbHYIO Cpely Y HUBEPCHUTETA;

— CranmoHapHbIe yueOHO-HaTJIsAIHbIE TOCOOMS (TUTaKaThI);

— [lepenocHble yueOHO-HArJIAIHbIE TOCOOUS.

[IporpaMMHoOe obecrieueHue:

— Omneparnmonnas cucrema Windows 10

— [Maker mpuxnanueix nporpamm Office Professional Plus 2010 Rus,

— AnTtuBupycHas nporpamma Kacnepckoro Kaspersky Endpoint Security myist Ouzneca-
Pacmmpennsiii Rus Edition,

— PeaZip, Adobe Acrobat Reader DC

3.2. Nudopmanuonnoe odecrnevyenne 00yueHus.

IlepeyeHb pexoMeHayeMbIX y4eOHBIX H3aaHnil, UHTepHeT-pecypcoB, JONOJTHUTEIbLHON
JIUTEpPaTypbl

OCHOBHBIE HCTOYHHKH:

1. T'paxpmanckuii konekc Poccuiickoit @enepanumy, 4.1 u 2.

2. Tpynosoii kogekc Poccuiickoit @enepanuu.

3. @3 "O6 urdopmarum, THGOPMAIMOHHBIX TEXHOJIOTHIX | 3ammTe HHPopmarmn'" No
149-@3 ot 27.07.2006.

4. @3 «O xommepueckoii TaitHe» Ne 98-D3 ot 29.07.2004.

5. ®3"OO0 snextponnoit moanucu" Ne 63-d3 ot 25 mapra 2011 rona.

6. OcHOBHBIC MMpaBWIIa PabOTHI apXHUBOB opranm3anmii. — M.: Pocapxus, 2003.

7. TlepeyeHb THMOBBIX YIPaBICHYECKHX JOKYMEHTOB, O0OPa3yIOMIMXCS B IESATEILHOCTH
opraHu3zaiuii ¢ ykazanuem cpokoB xpaHenus. — M.: Pocapxus, BHUMJIA/L, 2000.

8. Tlocranoenenwue IIpaBurenscrBa Poccuiickoit ®denepanmu ot 15 urons 2009 r. Ne 477
«O0 yTBepk/I€HUH MPaBUJI 1€JIONPOU3BOJICTBA B (DeZiepalIbHBIX OpraHax HCIOJHUTEIbHON BIACTH.

9. TOCT P 7.0.8-2013 "CUBU/. [denomnpou3BOACTBO M apXWBHOE 1eN0. TepMUHBI U
onpeneneHus".

10. TOCT P 7.0.97-2016. Hauuonaneneiii cranaapt Poccuiickoit denepanuu. Cucrema
CTaHJIapTOB MO HH(popMauu, OHOIMOTEYHOMY U H3AaTeNbcKoMy Jeny. OpraHu3alroHHO-
pacnopsiauTenbHas JoKyMeHTauus. TpeboBanus K 0hOpMIEHUIO JOKYMEHTOB" .

11. JloxymeHTallMoOHHOE oOecrieueHue ynpasieHus: YueOHoe mocobue/I maguitE.B. - M.:
W11 PUOP, HUIT UHD®PA-M, 2016. - 249 c. https://znanium.com/catalog/product/468335.

HaTepHeT-pecypehbl
1.www.garant.ru/
2.www.consultant.ru/
3.www.znhanium.com
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4. KOHTPOJIb 1 OLIEHKA PE3YJIbTATOB OCBOEHMS YYUEFHOM JTUCIIUILIAHBI

KonTpoas u ounenka

pe3yJbTaTOB

OCBOCHUA JUCHUITIIMHBI OCYIICCTBIIACTCA

npenoaaBarcJicM B IPOHCCCC IMPOBCACHHUA IMPAKTUYCCKUX 3aHATUH U TCCTUPOBAHUA, a TAKIKC
BBITIOJTHEHU A O6y‘laIOHII/IMI/ICH HHAUBUAYAJIIbHBIX Sa,Z[aHHﬁ, ITPOCKTOB, PICCJ'IGI[OBEIHPIIZ.

PesyabTaTnl 00yyeHus
(oCBOEHHBbIE€ YMEHMSI, YCBOCHHbIE 3HAHUS)

®opmMbl 1 METOAbI KOHTPOJISI M OLIEHKH pe-
3yJIbTATOB 00y4YeHusl

Ymemo:

oGopMIIATE ¥ TIPOBEPSITH MPABHILHOCTH
oopMIICHHS TOKYMEHTAIIUU B COOTBETCTBUU C
YCTaHOBJICHHBIMU TPEOOBAHUSMH, B T.4. HC-
M0JIb3Ys MH(POPMAIIMOHHBIE TEXHOJIOTHH;

MIPOBOANTHh aBTOMATHU3WPOBAHHYIO 00pa-
OOTKY TOKYMEHTOB;

OCYIIECTBIISITh XPAaHEHUE U TIOWCK JOKY-
MEHTOB;

UCIIOJIb30BaTh TEJICKOMMYHUKAIIMOHHBIC
TEXHOJIOTUM B DIIEKTPOHHOM JIOKYMEHTO000-
pore;

3uams:

OCHOBHBIC TOHSTHS: LU, 3aJa4d U
NPUHIUIBL JOKYMEHTAIMOHHOTO 00CCICUeHHs
yIpaBJICHUS;

CHCTEMBl JTOKYMEHTAIIMOHHOTO o0ecrtie-
YCHUS YIPABIICHHS, UX aBTOMATH3AIIHIO;

KJIaccu(UKAITUIO JIOKYMEHTOB;

TpeOOBaHMUs K COCTABICHHIO U O(opmIIe-
HUIO JOKYMEHTOB;

OpraHM3alHI0 JOKYMEHTOO0O0pOTa: TpH-
eM, 00paboTKy, PEruCTpalnio, KOHTPOJb, Xpa-
HEHUE TJOKYMEHTOB, HOMEHKIJIATYypy eIl

OKcnepTHasi OLEHKA BBIIOJHEHHBIX IpaKTH4e-
CKHUX 3aJlaHUIl.

Texkymui KOHTPOJIb 110 TEMaM MPAKTUYECKUX 3a-
TaHWH.

DKcnepTHas OLIEHKa IpU IPOBEIEHUU YCTHOIO
orpoca

DKcnepTHas OlLIEHKa MpU MPOBEACHUM UHIUBUIY-
QJIBHOTO U ()POHTAIBHOTO ONpoca

DKcnepTHas OLEHKa IpU IPOBEICHUHM IpOrpam-
MHUPOBAaHHOT'O KOHTPOJIA IO TECTaM C 3aKPBITBIMU
BOIIPOCAMH

OKcnepTHas OLEHKA IIPU MPOBEIEHUN TECTUPOBa-
HUS C IPUMEHEHHEM MTPOOJIEMHBIX 3a/laHUI

[TpomesxyTouHas arrectanus B popme 3ayera
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