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1. IACIIOPT IPOT'PAMMBI YYEFHOU JUCITATLIAHBI

1.1. Ob6saacTh NPpUMeEHEeHHUs TPOrPAMMBI

Pabouas nporpamma yueOHON TUCIUILIMHBI SIBJISIETCS YacCThbI0 OCHOBHOM NMpoQeccuoHaNbHON
obOpa3oBatenbHOil Tporpammbl B cooTBeTcTBUU ¢ PI'OC mo cnermmansHoctu CIIO 38.02.01
IKOHOMHMKA M OyXrajJrepckui yyer (10 OTPAaCJsAM), BXOJSIICH B COCTAB YKPYITHEHHON T'PYIIIbI
cnenuanbHocteil 080000 JxoHoMMKa M ynpaBJIeHUe.

[IporpamMma y4eOHOM AMCHUIIMHBI MOKET OBbITh HCIOJb30BaHA IMPH pa3pabOTKe Mporpamm
JOTIOJTHUTEIBLHOTO MPO(eCCHOHANTBHOT0 00pa3oBaHus B cpepe SIKOHOMUKU U OyXTaITepCKOro y4eTa.

1.2. MecTo OMCUMILIMHBI B CTPYKType OCHOBHOI mnpogeccnoHalbHOi 00pa3oBaTebHOM
NMPOrpamMMbI:
JucuumuiiHa BXOAUT B 001enpodecCHOHaNbHbIA UK.

1.3. Hesn u 3aqa4u y4eOHOM AUCHHMILVIMHBI — TPeOOBaHMS K pe3y/IbTaTaM OCBOeHMA Y4eOHOi
AU CHUILTHHBI

B pe3ynbrate 0CBOCHHUS TUCHUIUIMHBI O0YUYaIOIIUICS T0JKEH :
yMeThb:

0hOpMIIATH TOKYMEHTAIIUIO B COOTBETCTBUHM C HOPMATUBHOM 0a30ii, B T. Y. C UCIIOJIb30BAaHUEM
MH(}OPMALIMOHHBIX TEXHOJIOTHU;

OCBaMBAaTh TEXHOJIOTHH aBTOMAaTH3MPOBAHHON 00paOOTKN JOKYMEHTALIUH;

UCTIOJIB30BaTh YHU(PHUIIMPOBAHHBIE (POPMBI JJOKYMEHTOB;

OCYIIECTBIISATh XPaHEHUE U TIOUCK JJOKYMEHTOB;

UCIIOJIb30BATh TEJIEKOMMYHUKAIIMOHHBIE TEXHOJIOTHU B 3JIEKTPOHHOM JOKYMEHTO000pOTE;
3HATh:

MOHATHE, 1IEJIU, 33/1a41 U PUHIIMITBI JIeTOTPOU3BO/ICTBA;

OCHOBHBIE MTOHATHS JOKYMEHTAI[HIOHHOTO 00ecTIeYeH s yIpaBIeHHUS;

CUCTEMbI TOKYMCHTAIITUOHHOT'O oOecrieueHus YIIPpaBJICHHUA,

KJIacCU(UKALUIO IOKYMEHTOB;

TpeOOBaHUS K COCTABICHUIO U O)OPMIIEHUIO JOKYMEHTOB;
OpraHM3aIfIi0 JOKYMEHTOOOOpoTa: mpueMm, oOpabOTKy, pEerucTpanuio, KOHTPOJb, XpaHEHUE
JIOKYMEHTOB, HOMEHKJIATypy JIell.

1.4. Kosim4ecTBO 4aCOB HA OCBOEHHE NMPOrpaMMbl y4eOHOIH TUCHMIIIUHBI:
MaKCHMaJbHast yueOHast Harpy3ka oOydatomierocs — 62 yaca, B TOM 4HCII€:
oOs3aTenbHas ayAUTOpHas yueOHas Harpyska oOyuatonierocs —10 gacos,;
camocTosTelbHas paboTa oOyJarorierocst — 52 Jaca.



2. CTPYKTYPA U COJEPXKXAHUE YYEFHOU JUCHUILIAHBI

2.1. O0beM yueOHOI IMCUMIIVIMHBI M BUABI Y4eOHO#l padoThI

Bun yuyeOHo# padoThI

Oovem uacoe

MaxkcumanbHasi yueOHasi Harpy3ka (Bcero) 62
O0s3aTesIbHAsI Ay IUTOPHAs1 YueOHasi Harpy3Ka (Bcero) 10
B TOM YHUCIJIE:
TEOPETUYECKOEe 00yUIeHne 4
IIPAKTUYECKHE 3aHATHSI 6
CamocTrosiTejibHasi padoTa cTy/AeHTa (BCero) 52

HUmozcosas ammecmayus 6 popme oudpepenyuposannoco 3auema




2.2. TemaTHYeCKHH NJIAH U coJep:KaHue YUeOHOH THCIMIINHBI

Coaepxxanue yueOHOTro MaTepuaJa, jaboparopHblie padoThl M IPAKTHYECKHE O0bém Yposennb
HaumeHoBaHue pa3jiejioB M TeM 3aHATHS, CAMOCTOSATE]bHAsA pa00Ta CTY/ICHTOB. 4acoB. OCBOCHMA
Pazgen 1. Opranuszanus JOKYMEeHTAIHOHHOT0 ofecrevyeHust
Tema 1.1. 3akoHonaTenbHBIE U N3yuenune HOPMaTHUBHO-METOIUYECKUX JIOKYMEHTOB, peraaMeHTHPYIOIIHUX 1 1
HOPMAaTUBHO-METOANYECKHUE JOKYMEHTAIL[MOHHOE 00ecleYeHne YIpaBIeHHU .
JOKYMEHTHI JOKYMEHTAIMOHHOTO
o0ecreyeHus OpraHu3alum.
Tema 1.2. Opranuszanus ciryx0sbl Henu, 3amaun 1 QyHKIUH cay)ObI Ienonpon3BoacTBa. Opranu3anoHHbIe POPMBI PabOTHI
JIeJIOTIPOU3BO/ICTBA C JOKyMEHTaMH. THIOBBIE OpPraHU3alIOHHBIE CTPYKTYpPbI CIIY>KOBI J€IONPOU3BOJCTBA.
JIOJKHOCTHOM cOCTaB CIIyObl 1€JI0NPOU3BOJICTBA.
CamocrosiTesibHas padoTa 00y4arOIIUXCH: 2
Cucrtemarnueckast mpopadoTKa KOHCIIEKTOB 3aHATHH, y4eOHOW JUTEepaTyphl,
HnepuouvecKux u3anui. IloaroroBka k npakTHYeCKUM padoTaM C UCIOIb30BAHUEM
METOAMYECKUX PEKOMEHIAIMH MTPEeTo1aBaTels.
Tema 1. 3. Knaccudukarms Knaccudukanus noxymeHToB. OcHOBHble (yHKIMHM JOKyMeHTOB. HOpuandeckas cuia 2 2
JNOKYMEeHTOB. OyHKIINN nokymenta. Crangaprusanus. YHuukanus. Y HUGUIMPOBAHHAS CHCTEMA JOKYMEHTAIUH.
JIOKYMEHTOB. Y HU(DUKALHSL. CamocrosiTesibHast padoTa 00y4alOIIMXCH:
Cranpapruzanus. Cuctemarnueckasi IpopaboTKa KOHCIEKTOB 3aHATHH, ydeOHOW JUTepaTyphl,
NepUOTNIeCKUX n3naHuid. [loAroToBka K MpakTHYeCKUM padoTaM C UCIOIb30BAaHUEM
METOAMYECKUX PEKOMEHJIAINH MpernoiaBaTels.
Tema 1.4. TpeboBanust k O6mue TpedoBanusi. CoctaB peKBU3UTOB JIOKyMEHTOB. [IpaBuiia oopmieHuss peKBU3UTOB 1 2
oopmieHHIo GJIaHKOB U JIOKYMEeHTOB. TpeboBanusi K odopmieHuto OiaHKOB. Bujapl OlaHKOB JIOKYMEHTOB.
PEKBU3HUTOB TpeGoBaHMsI K M3TOTOBICHUIO JIOKYMEHTOB.
IIpakTnyeckne padoThI
Odopmiierre TOKyMEHTOB U OJIAHKOB JIOKYMEHTOB 10 TeMe «TpeboBanus K 0(hOpPMIICHHIO
OJTAaHKOB U PEKBU3UTOB.
CamocrosiTesibHas padora odyuarommxesi: Cucremarnueckas mpopaboTKa KOHCIEKTOB 2

3aHATHUH, y4eOHOM JUTEepaTyphl, MEPHOANYECKUX U3MaHUl. [IoAroTOBKA K MPAKTUYECKUM
paboTaM ¢ UCMOIB30BAHUEM METOIMYECKUX PEKOMEHIaui npenoaasarens. CocTaBieHHUe
Karajora «PeKBU3UTBI JOKYMEHTa»




Tewma 1.5. O6mme TpeboBaHUs K
TeKCTy MoKkymeHnTa. Oco0eHHOCTH
SI3bIKA, CTUIISL U PEIaKTHPOBAHUS
o(HIIHATBHBIX TOKYMEHTOB.

TpeboBanust k TeKCTy HoKyMeHTa. OCOOEHHOCTH SI3bIKA U CTUJISL CIYKEOHBIX JOKYMEHTOB.
HopwMmbl odunmanpHO-AenoBoro ctuiist. Pemakropckas mpaBka CIIyKeOHBIX JOKYMEHTOB.
Oransl penaktupoBanus. [IpuHIMIBL pefakTopckol mpaBKu. Bubl mpaBKu.

IIpakTuyeckas padora

1.CocTaBiieHre ¥ peJaKTHPOBaHNe TEKCTA JOKYMEHTa 1o TeMe « Oduue mpeboganus K
mekcmy Ookymenma. (OcobeHHocmu A3bIKA, CMUIA U PeoaKmupo8aHus OQUYUATLHBIX
00KyMeHmose»- Pedakxmuposanue mexcma 0oKymeHma..

CamocrosiTesibHas padoTa 00y4YarOIIUXCH:

Cucremarnydeckasi mpopabOTKa KOHCIIEKTOB 3aHATHN, yUeOHOM JUTEpaTyphl,
MePUOINYECKHUX M3MaHui. [IoAroToBKa K MPaKTHUYECKUM paboTaM C UCIOJIb30BaHUEM
METOAMYECKUX peKoMeHmauuii mnpenogaBatesns. CocraBieHue katanora «PeKBU3UTHI
JOKYMEHTa

Tema 1.6. OpranuzaiuoHHo-
MPaBOBBIC IOKYMEHTHI

YcraB. Ilonoxenue o6 opranuzanuu. CTpykTypa W mmTatHas uuciaeHHOCTh. llltaTtHoe
pacniucanue. [lonoxenue o CTpyKTypHOM NojipasaesieHuu. 1o KHOCTHAS HHCTPYKIIHSL.

CamocrosiTesibHAs padoTa 00y4arOIMIMXCH:

CucremaTtnueckas mpopadOTKa KOHCIIEKTOB 3aHATUH, yueOHOU JIUTEpaTyphl,
nepuoM4eckux n3anui. IlogroroBka Kk MpakTUYECKUM paboTaM C UCIOIb30BAHUEM
METOANYCCKUX peKOMeH}IaHI/Iﬁ npenoaaBaTeis. HO}IFOTOBK& KOMHI)IOTCpHOI\/JI MMPE3CHTAlHH.

Tewma 1.7. PacniopsinurensHbie
JIOKYMEHTHI.

[Ipuka3 1o ocHOBHOW aAesTenbHOCTH. IIpukaz mo nuuHOMY coctaBy. Pacnopsokenue.
VYkazanue. Pemenne. [lopsnok odhopmieHus: pacnopsauTeNbHON TOKYMEHTAIUH.

IIpakTHyeckne padoThl

1.CocTaBieHue J0KYMEHTOB 110 TeMe «Pacnopsoumenvhbie OOKyMeHmbl ».

Ilpuxaz no ocHosHou Oeamenvnocmu. Ilpukasz no auunomy cocmasy. Pacnopsoicenue.
Vkazanue. Pewenue. Ilopsadok opopmnenus pacnopsoumensHol 00OKYMeHMAayuu.

CamocrosiTesibHas padoTa 00y4arOIIUXCH:

Cuctemarnueckasi IpopabOTKa KOHCIIEKTOB 3aHATHH, ydeOHOM JUTEpaTypBhl,
nepuoandeckux n3gaanuid. [1oAroToBka K MpakTHUECKUM paboTaM C UCTIOIb30BaHUEM
METOJIMYECKUX PEKOMEHIalui npenoaasareis. [IoAroToBka KOMIBIOTEPHON NPE3EHTALUH.

Tema 1.8. Uadopmannonso-
CIIPaBOYHBIC IOKYMEHTHI.

[Ipotokon 3acenmanusa. Axt. Joxmangnas 3anucka. Ilpeanmoxxenune. CiyxeOHas 3amucka.
OObsacauTenpHas 3amucka. CrpaBka. CBojka. 3akitodeHue, OT3bIB. [lepeueHb, CIUCOK.
[Mopsimok oopmieHns HHPOPMALMOHHO-CITPABOYHON JOKYMEHTAIUH.




IIpakTuyeckue padoThl

1. CocraBiieHue JOKYMEHTOB MO TeMe «/HOOpMayUOHHO-CNPABOUHble OOKYMEHMbl»-
Ilpomoxkon 3acedanus. Axm. Joxnaouas 3anucka. IIpeonoscenue. Cnyscedbnas 3anucka.
Obvacuumenvnas 3anucka. Cnpaska. Ceooka. 3axniouenue, om3svig. [lepeuenv, cnucox.
Tlopsioox ogopmneruss uHBoOpMayYUOHHO-CNPABOUHOU OOKYMEHMAYULU.

CamocrosiTesibHast paboTa 00y4arOIIMXCH:

Cucrtematnyeckas IpopadbOTKa KOHCIIEKTOB 3aHATHH, ydeOHOW JIUTEepaTyphl,
NEepUONYeCKUX n3aHui. [IoAroToBka K MpakTUYECKUM padoTaM C UCTIOIb30BAHUEM
METOAMYECKUX PeKOMEHaluii npenoaasatens. Hanucanue pedepara.

Tewma 1.9. JlokyMeHTHI,
nepeiaBaeMsle 10 KaHallaM
JIEKTPOCBS3H.

Tenerpamma. Tenekc. @akcorpamma. Tenedonorpamma

IIpakTHYyeckne padoThI

1.0rnpaBka akca, 3JIEKTPOHHOI MOYTHI, Tele(OHOrPaAaMMBbI 10 TeMe «/[oKyMmeHmbl,
nepeoasaemvlie no Kaumanam 2nekmpoceasun- Tenecpamma. Tenexc. Daxcoepamma.
Tenegonoecpamma

CamocrosiTesibHas padoTa 00y4YarOIIUXC:

CucremaTtnueckas mpopadOTKa KOHCIIEKTOB 3aHATHH, yueOHOM JUTepaTyphl,
HepI/IOI[I/I‘-IGCKI/IX HSHaHHﬁ. HOJIFOTOBK& K HpaKTI/IqGCKI/IM pa60TaM C UCITIOJIB30BaAHHUCM
METOJIMYECKUX PEKOMEH I MperoaBaTess

Tema 1.10. Ilepenucka.

PaSHOBI/I}lHOCTI/I JCJIOBBIX ITHCEM.

OOmiast  XapakTepuUCTHKa CIyKeOHOW mepenuckd. PekBH3UTHI /€JI0BOr0  MHCHMA.
PasnoBuHOCTH fenoBeIX nceM. [Topsnok odopmiieHus ciryxeOGHOro nuchbma.

IIpakTnyeckas padora no reme «llepenucka. Paznoguonocmu 0eno8uix nucemy-
Cocmasnenue denosozo nucoema. Pexsusumosi denosoco nucoma. Paznosuonocmu 0enogulx
nucem. Ilopsiook opopmnenus ciyxicebHo2o nucbma. »

CamocrosiTesibHas padoTa 00y4arOIIUXCH:

Cuctemarnueckasi IpopaboTKa KOHCIEKTOB 3aHATHH, ydeOHOW JUTepaTyphl,
MNEPUOANICCKUX I/I3}IaHI/II\/’I. HO}IFOTOBKa K MPaKTHYCCKHUM pa60TaM C UCITIOJIb30BAHUEM
METOJINYECKUX PEKOMEH 1ALl IPENOAaBaTENs.

CamocrosiTesibHasi padoTa npu u3yuyeHuu pasjaesa 1. Opranu3anusi J0KyMeHTAIUOHHOTO 00ecnevyeHus
Cucrematudeckasi mpopadOTKa KOHCIIEKTOB 3aHATUH, YI€OHOH NHTEepaTyphl, NEPUOAUYECKUX U3TaHUN.

[TonroroBka Kk MpakTHYECKUM pabOTaM ¢ UCIOIB30BaHUEM METOAMYECKUX PEKOMEHIAIH npenoaaBaTesis, opopMIIeHHe
MPAKTUYCCKUX paGOT, OTYETOB U ITOATI'OTOBKA K UX 3allIUTE.

CamMocTosATenbHOE U3YYeHHEe HOPMAaTHUBHO-TIPABOBOM 0a3bl JOKYMEHTAILIMOHHOTO O0ecTeueHus AeATeIbHOCTH OpraHu3aluu

CocraBnenue pedeparos

BrinosHeHne KOMIBIOTEPHOU MPE3EHTALINT




IIpumepHasi TeMaTHKA BHEAYIMTOPHOIl CAMOCTOSITEILHOM PadoThI
-Opranu3aiOHHO-TIPAaBOBBIE JOKYMEHTBI

-PacniopsinurenbHbie JOKYMEHTBI

-NnpopmanioHHO-CTIpaBOYHBIE TOKYMEHTHI

-YHudukamus u crangapTu3anus J0KyMEHTOB.

'HOJDKHOCTH&SI HHCTPYKIUA JCTIONPOU3BOIUTCIIA

Paznen 2. TexHoJi0rusi J0KYMEHTALIMOHHOI0 o0ecnieYyeHus AesITeJbHOCTH OPraHu3alun

Tema 2.1. JlokymeHTHpOBaHUE [IpaBuna odopmieHHs TEepBUYHBIX  (OMpaBAATENbHBIX) JOKyMEeHTOB. Ilopsimok
(MHAHCOBO-X035HCTBEHHBIX 3aKJIIOYEeHUs, O(QOPMIICHHs, MU3MEHEHHUS U PACTOpP)KEHHUs JoroBopa (KOHTpakTa). Buisl
onepauuii. /loroBopHO-1paBoBast noepeHHOCTH. [lopsimok ohopMIICHNS TOBEPEHHOCTH.

JOKyMeHTauus. JJoBepeHHOCTH. IIpakTnueckne padoTbl MO Teme «/JoKyMeHmuposanue QUHAHCOBO-XO3AUCMBEEHHBIX

onepayuil. J02060pHO-npasosas 0OKyMeHmayusl.
1.Cocmasnenue doeepenHocmu

2. Oghopmnenue 0ocosopa

3. Cocmaenenue HaAKIAOHBIX, CUEMO8-(PAKMYP, CUEMO8
4. Cocmagnenue npuxazos

CamocrosiTe1bHasi padoTa o0y4arommxcs:

Cuctemaruueckass  NpopabOTKa  KOHCIEKTOB  3aHATUH, Yy4eOHOM  JHMTeparyphl,
nepuoandeckux uzgaHuil. [lonroroBka Kk mpakTHYECKUM pabOTaM € UCIOJIb30BaHUEM
METOJINYECKUX PEKOMEH AN IIPENOAAaBATENS.

Tema 2. 2. JIokymMeHTOOOOPOT. Opranmzanus JTOKyMEHTOOO00pOTa, MOHSATHE JOKYMEHTOOOOpOTa, €r0 KOJIHMYECTBEHHBIE U
KayecTBEHHbIE XapakTepucTUKU. O0beM JOKYMEHTO000pOTa.
IIpakTuyeckue padoThl 1O Teme «/JoKymenmoobopomy. Cocmasnenue cxemol
00KyMenmoobopoma

CamocrosiTesibHas padoTa 00y4arOIIUXCH:

Cuctematnueckass  NpopabOTKa  KOHCIEKTOB  3aHATUH, Yy4eOHOH  JHMTEeparyphl,
NMEPUOANICCKUX I/IS}I&HHIZ. HO)IFOTOBKa K MPaKTHYCCKUM pa60TaM C UCIIOJIb30BAHUEM
METOJIMYECKUX pEKOMEH1anui npenoaasareis. [IoAroroBka KOMIBbIOTEPHON NPE3EHTALUH.

Tema 2.3. TUIIOBBIE TEXHOJIOTHH OTansl TPOX0XKICHUS MOCTYyNAaIMX T0KyMeHTOB. [Ipuem nokymenTos. IlepBoHauanbHas
00pabOTKM MOCTYMAIOIINX obpabotka. IIpenBapurenbHOe paccMOTpeHME U pacmpejerneHue. Perucrpanus.
JIOKYMEHTOB. PaccmoTrpenue nokyMeHTOB pykoBoAcTBOM. Hanpasienne Ha ncnonHenue. McnonHenue u

KOHTPOJIb UCTTOJIHCHU . HOMCIJ_IGHI/IC HCTIOJTHCHHOI'O NOKYMCHTA B ACJIO.

CamocrosiTesqibHasi padoTa 00yYarOIMXCS:

CucremaTtudeckas mpopadOTKa KOHCIIEKTOB 3aHATUH, YIeOHOU JIUTEpaTyphl,
nepuoandeckux n3aanui. [IoaroroBka K mpakTHYECKUM paboTaM ¢ UCIOJIb30BaHUEM
METOJIMYECKUX PEKOMEHAAIMI rpenojasarens. [1oaroroBka KOMIbIOTEPHON NTPE3CHTALIUH.




Tema 2.4. BHyTpeHHMIT
JIOKyMEHTO00O0pOT, KYJIbTypa
paboThI C TIOKYMEHTaMH Ha pabouux
MecTax.

OTtanbl NPOXOXkKAECHUS BHYTPEHHUX JOKyMeHTOB. COoCTaBIeHUE IPOEKTA JOKYMEHTA.
NsroroBnenue nokymenra. Cornacoanue. Busuposanue. [loanucanue unm yreepxacHue.
Perucrpanus. McnonHeHue 1 KOHTPOJIb HcnioyiHeHus. [loMerienne uernoiHeHHoro
JOKYMEHTA B JIEJO.

IIpakTHyeckne padoThl IO TeMe «BrymperHull 00KyMeHmoobopom, Kyivmypa pabomwi ¢
OOKYMEHMAMU HA pabOuUx Mecmaxy-

1.Cocmasnenue npoexma 0oxymenma.

2.1320moenenue  0okymenma.  Coenacosanue.  Busuposanue.  Iloonucanue — unu
ymeepoicoeHue.

3.Jlomewjenue ucnonHeHHo20 OOKymenma 8 0elo.

CamocrosiTesibHas padoTa 00y4arOIIUXCH:

Cucremarnyueckasi mpopabOTKa KOHCIIEKTOB 3aHATHN, yUeOHOM JUTEpaTyphl,
NepUOIUYECKUX U3aaHui. [IoaroToBka K MpakTHYEeCKUM paboTaM C UCIOJIb30BaHUEM
MCECTOAUYCCKUX pCKOMeHIIaIII/Iﬁ HpeHO[[aBaTCJUI. HOI[FOTOBKa KOMHI:IOTGpHOfI HpCSGHTaHI/II/I.

Tema 2.5. O6paboTka oTmpaBiIsieMon
KOPPECIIOH ICHIIHH.

Oranel NPOXOKIACHUS HCXOIAIMX JOKYMEHTOB. CocTaBIeHHE TPOEKTA TOKYMEHTA.
Nzrorosnenue nokymenra. Cornacosanue. Busuposanue. [lonanucanue wim yrBepxxieHue.
Perucrpanus. Ornpaska. Opranusanus J0CTaBKM JOKYMEHTA.

IIpakTnueckas padora no reme «O6paboTKa OTHPABIAEMON KOPPECTIOHAECHLIUN»-
1.Cocmasnenue npoexma ookymenma.

2.U3comoenenue  doxymenma.  Coenacosanue.  Busuposanue.  I[loonucanue — unu
ymeepaicoeHue.

3. Pecucmpayusa. Omnpaska.

CamocrosiTesibHast padoTa 00y4arOIIMXCH:

CucremaTtnueckas mpopadOTKa KOHCIIEKTOB 3aHATUH, yueOHOU JIUTEpaTyphl,
nepuouieckux n3nanui. IlogroroBka Kk mpakTHYECKUM paboTaM C UCIOIb30BAHUEM
METOJNYCCKUX peKOMeHJIaIII/Iﬁ npenoaaBaTeiis. HO)IFOTOBKa KOMHBIOTepHOﬁ MPE3CHTAI .

Tewma 2.6. Peructpauus
JIOKYMEHTOB, KOHTPOJIb 32
HCIIOJIHEHUEM JIOKYMEHTOB U
MIPUHSATHIX PEIICHUI.

Henu perucrpauuu. [IpaBuia peructpannn. @opmsl peructpauuu. Munekcanns
nokyMeHToB. KoHTposb HcnionHeHus JokyMeHToB. PaboTa ncnosHuTeNs ¢ JOKYMEHTaMH.

IIpakTHyeckune padoTsl Mo Teme «Perucrpanus TOKyMEHTOB, KOHTPOJIb 32 HCIIOJHEHUEM
JOKYMEHTOB U MPHHATBHIX peuieHuit» -  Cocmaenenue oen. Popmel KOHmMpoas 3a
UCnonHeHuem 0OKyMeHmOs.

CamocrosiTesibHass padoTa 00y4arOIIMXCH:

Cucremarndeckasi mpopabOTKa KOHCIIEKTOB 3aHATHN, yUeOHOH JUTEpaTyphl,
NepuoIUYecKuX n3naHui. [loAroroBka K MpakTUYECKUM padOTaM C UCTIOIb30BAHUEM
METOJIMYECKUX peKoMeH1anui npenoaasarens. [logroTopka KOMIbIOTEPHON Mpe3eHTAIUH.




Tema 2.7. JlIokyMEHTHUpPOBAHUE
KOH(UICHIIMATLHBIX CBEACHHIA,
rpud KOH(UISHIIUATEHOCTH
JIOKYMEHTA.

Kpurepuun nniennoctu uadopmanmu. KonbuaeHuaabHbii 1okyMeHT. Cpoku
KOH(HICHIIMATBHOCTH JOKyMeHTa. [lepeueHp KoH(pUACHIIHANBHBIX cBeAeHU. [ pud
KOH(UIEHINATBHOCTH JJOKYMEHTA. 3allluIeHHbIe JOKYMEHTONoTokH. HomeHnknarypa
KOH(HUICHIIMATBHBIX Jell.

IIpakTuyeckasi padora mo Teme «J{OKyMEeHTHpOBaHUE KOH(HUICHIUAIBHBIX CBEACHUE,
rpu¢ KoH(pUIECHINATBHOCTH TOKyMeHTan-CocTaBiIeHne KOHPUOCHYUANbHO20 OOKYMEHMA.

CamocrosiTesibHasi padoTa 00y4aromMXcsi:

Cucrtemarnueckasi IpopaboTKa KOHCIIEKTOB 3aHATHH, y4eOHOW JUTEepaTyphl,
nepruoaAnYecKuX u3nanuii. [loAroToBka K mpakTHYeCKUM paboTaM ¢ HCIOJIb30BaHHEM
METOAMYECKUX PEKOMEH Al npernoaaBaTens. [IoAroToBka KOMIBIOTEPHON MPE3CHTAIUH.

Tema 2.8. KoMmnbroTepHbi€ Cpe/icTBa
MOATOTOBKU U y4€Ta JJOKYMEHTOB.

KomrmbrotepHbie cpecTBa MOArOTOBKU JOKYMEHTOB. KOMIO3UIIMOHHAS CTPYKTypa TEKCTa
TOKYMEHTOB. [1opsiI0K KOMITBIOTEPHOM MOATOTOBKH TECTOBBIX KOMIIOHEHTOB JIOKYMEHTOB.
DNEKTPOHHBINH JOKYMEHTOOOOPOT.

KonrTposabnasi paGora no Tteme «KommblorepHble cpeacTBa MHOATOTOBKH M ydyeTa
JOKYMEHTOBY.

CamocrosiTesibHas padoTa 00y4YarOIIUXC:

CucremaTtndeckas mpopadOTKa KOHCIIEKTOB 3aHATHH, yueOHOM JHUTepaTyphl,
NEPUOANICCKUX HSHaHHﬁ. HOJIFOTOBK& K MPAKTHYCCKUM pa60TaM C UCIIOJIB30BAHUEM
METOJIMYECKUX peKOMeHIanui npenoaasarens. [IoAroToBka KOMIbIOTEPHON MPE3EHTAIUH.

Tema 2.9. CeTeBble TEXHOJIOTHH
uH(pOpMaAITMOHHOM PaOOTHI.

«OTHpaBKa 1 ITOJIYUCHUC BHeKTpOHHOﬁ IIOYTHBI»

IIpakTnueckas padora mo teme «CeTeBble TEXHOJIOTMM HH(YOPMAILMOHHON pabOThI»-
1.0Omnpaska u nonyyenue 31eKmpoHHOU NOYMbI.

CamocrosiTesibHast padoTa 00y4alOIIMXCH:

Cuctemarnueckasi IpopaboTKa KOHCIEKTOB 3aHATHH, ydeOHOW JUTepaTyphl,
nepuoAnYeckux u3ganuid. [lonroroBka Kk MpakTUYECKUM paboTaM C HCIOIb30BaHUEM
METOJIMYECKUX pEKOMEH1alni penoaasarens. [IoaroToBka KOMIbOTEPHOMN NPE3EHTALUH.

Tewma 2.10. OnepatnBHOE XpaHEHUE
JNOKyMeHTOB. dopMHUpOBaHUE JIEN.

CucremaTtu3zanus 10KkyMeHTOB. O01mue npuHuumel popmuposanus aei. ['pynnuposka
JIOKYMEHTOB B jiena. [locnenoBarenbHOCTh pacloI0KEeHHs JOKYMEHTOB B JIETI€.
CocTaBiieHe 3arojI0BKOB J€ll.

IIpakTunyeckue padorel no Teme «OnepaTuBHOE XpaHEeHHE TOKyMEHTOB. DopMupoBaHue
nem» - Cucmemamu3zayus 0okymenmos. @opmuposarnue oen. I pynnuposxa 0OKymMeHmos 8
oena. Cocmaenenue 3a20106K08 Oell.

CamocrosiTesqibHasi padboTa 00y4arOmMXCsi:

Cucrtemarnueckasi IpopaboTKa KOHCIIEKTOB 3aHATHH, y4eOHOW JUTepaTyphl,
NEepUoINYecKuX n3aHui. IloaroroBka Kk MpakTUYECKUM pabOTaM C UCIHOIb30BAHUEM
METOANYECKUX peKOMEHaauuii npenoaasaresist. [IoqroroBka KOMIbBIOTEPHON IIPE3EHTALIUN.




Tema 2.11. Homenkiarypa aen [lenu co3ganus HOMEHKIIATYPHI Jie]. THUIIOBbIE U MPUMEPHBIE HOMEHKJIATYPHI ACII.
OpraHu3aluu Odopmrenne u BeeHINe HOMEHKIATYphI aen. [Topsiiok BeaeHus 1 3aBepIeHUs
HOMEHKJIATYPHI JIeI.

IIpakTuyeckas padora no reme «Homenknarypa nen opranuzanun» - Ogopmienue u
8e0eHUe HOMEHKAAmYypbl Oell.

CamocrosiTesibHast padoTa 00y4arOIIMXCH:

Cucrtematnyeckas NpopabOTKa KOHCIEKTOB 3aHATHH, ydeOHOW JIUTEepaTyphl,
NEepUONYeCKUX n3aHui. [IoAroToBka K MpakTUYECKUM padoTaM C UCTIOIb30BAHUEM
METOAMYECKUX PEeKOMEHIaIui mpenoaaBaTens. [oAroroBka KOMIBIOTEPHONW MPE3EHTALUH.

Tema 2.12. Odpopmnenue Onucu fgen. AKThI O BBIICJIEHUN JOKYMEHTOB K YHUUTOXEHHUIO U CHATHIO UX C YYE€Ta.
JIOKYMEHTOB | JIeJI K YHUUTOKCHHIO | OdopMIIeHHE JIeN TSl ONIEPaTUBHOTO XpaHeHwus. [|OToTHUTEIbHAS TOATOTOBKA TSI JUIS

Y Ha JUIUTEIHHOE (TIOCTOSTHHOE) JUTMTEIIBHOTO XpaHeHUs. TEeXHOJIOTUU apXUBHOTO XpaHEHUS

XpaHEHHeE. IIpakTnueckue padornl mo Teme «OpopmieHHE JOKYMEHTOB U JIe] K YHUUYTOXEHHUIO U Ha

JUTUTENILHOE (TIOCTOSTHHOE) XPaHCHHEY.

1.CocraBnenue onucu oen.

2. Cocmagnenue axmog O GvlOeNeHUU OOKYMEHMO8 K YHUUMONCEHUN) U CHAMUIO UX C
yuema.

3.0gpopmnenue den 015 Onepamu8Ho20 XpaHeHus.

4 Jlononnumenvuas no02omoexa 0ei OJisi ONUMENbHO20 XPAHEHUS.

CamocrosiTesibHast padoTa 00y4arOIIMXCH:

CucremaTtnueckast mpopadOTKa KOHCIIEKTOB 3aHATUH, Y4eOHOM JHTEpaTyphl,
nepuoM4eckux n3anui. IlogroroBka Kk MpakTUYECKUM paboTaM C UCIOIb30BAHUEM
METOANYCCKUX peKOMeH}IaHI/Iﬁ npenoaaBaTeis. HOI[FOTOBK& KOMHLIOTGpHOfI MMpE3CHTAl .

CamocrosiTesibHas pa0oTa npu u3ydeHHH paszaea 2 . TexHo10rus JOKyMEHTAHOHHOT O 52
olecreyeHusi 1eATEJILHOCTH OPraHU3aALMT

Bujbl BHEayIUTOPHOIT cCaMOCTOSITeIbHON PadoThl
CucremaTtnueckas mpopadboTKa KOHCIIEKTOB 3aHATH, yueOHONH JUTEpaTyphl, MIEPUOTUIECKIX
U3JaHUH.
[ToaroToBka k MpakTHYECKUM pabOTaM C UCIOJIb30BaHHUEM METOAMUYECKUX PEKOMEH AN
npernojaBaress, opopMIeHHE MPAKTUYECKUX PabdoT, OTYETOB M MOATrOTOBKA K MX 3aIlIMTE.
CamocTosTenbHOE U3rOTOBJIEHUE KaTalo0roB, aIb,OOMOB, CTEHA0B, KOMIIBIOTEPHBIX MPE3EHTALUH.
CamocrosrenbHOe n3ydeHne TeMbl «KoMIbIOTepHbIE TEXHOJIOTHHA 00pa0OTKH JJOKYMEHTOBY
CamocTosiTenbHOE H3y4E€HNE HOBBIX BHJIOB OPraHU3allMOHHONW TEXHUKH, (OPM U METOJI0B




00pabOTKH JOKYMEHTOB.
BrInonHeHne KOMIIBIOTEPHON IPE3EHTALUN

TemaTuka BHeayIMTOPHOI CAMOCTOSITEJIbHOMH PadoOThI
1. CoBpemeHHBIE BUIbI OPTaHU3ALMOHHON TEXHUKHU 7151 0OpaOOTKHU TOKYMEHTOB.
2. CoBpeMeHHbIE TEXHOJOTUU 00pabOTKHU U XpaHEHUs! JOKYMEHTOB.

Umoeosas ammecmayusi 6 ghopme oughghepenyuposanno2o 3auema

Bcero
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3. YCJOBUS PEAJIM3AIIAN YYEBHOM JUCITATLIMHBI

3.1. TpeGoBaHusl K MUHUMAJIbHOMY MAaTepPHAJbHO-TeXHHYECKOMY 00ecledeHn 0
Peanu3zanus npodeccroHabHOrO MOyl MpEanojaracT Halu4yue y4eOHOro KaOWHeTa:
JOKYMEHTAITMOHHOTO 00ECTIeYeHHs yIIPaBICHUSI.
O6opynoBanue ydeOHOTO KaOWHEeTa M pabouMx MeCT KaOWHeTa JOKYMEHTAI[HOHHOTO
oOecrnieueHus ynpaBIeHUS:
- IOCAJI0YHBIC MECTA MO KOJIMYECTBY CTY/ICHTOB,;
- pabouee MeCTO MpenoaBaTes;
- KOMILIEKT 3JIEKTPOHHBIX y4eOHO-HATIISTHBIX TIOCOOHIA,
- KOMIUIEKT KOHTPOJIbHO-U3MEPHUTEIBHBIX MAaTEPHAJIOB;
- TMJTAKTUYECKUN MaTepua,
- KOMIUIEKT y4eOHO-METOANYECKON JTOKyMeHTauuu (Y4eOHUKH U ydeOHbIe TTOCO0Us, COOPHUKU
3aj]a4 U YIpPaXHCHUH, CIIPAaBOYHUK apXHUBapHycCa, CIIPABOYHUK JEIONPOU3BOIUTEIS, KAPTOUKH-
3aJjaHusl, KOMIUIEKTHI TECTOBBIX 33aJaHUM);
- HarJIAAHbIe TOCOOMS ( TaOJIHUIIBI, IEMOHCTPAIHOHHBIE CTCHIIBI);
TexHuueckue cpencTra 00y4eHus:
o KoMmbroTepsl ¢ TUIIEH3UOHHBIM ITPOrPAMMHBIM 00ECTICUCHHEM;
o DJEeKTpOHHAs JT0CKA WM MYJIbTHMEIHA IPOEKTOP.

3.2. UndopmaunonHoe odecrnieyeHue 00yueHust
Ilepeuennb yueOHbIX n3aannii, UnTepHET-pecypcoB, 10NOJTHUTEIbHOMH JTUTEPATYPHI

OcHOBHbBIC HCTOYHHKU:

1. Pymbmuna JLA. JlokymeHTanMoHHOE oOecreueHue yIpaBlieHHs. YUYeOHUK Jjs
00pa30BaTEeNbHBIX  YUPEXKIEHHH  cpemHero  mpodeccHuoHaabHOro  oOpasoBaHus.-  M.:
N3natensckuii neHTp «Akagemusiy, 2014.

2. bacoeckas E.H. [lemompousBojcTBo. Y4eOHUK Jii HAYaabHOro MPO(HEeCcCHOHATBLHOTO
oOpazoBanus. - M.: [IpopO06pH3aart, 2001.

JlOnoJTHUTEeIbHBbIC HCTOYHUKH:
1. Pymbinuna JILA. «/lokymeHTanmonHoe o0ecrieyenue ynpasieaus», M., ACAIEM*A,

2004 r.

2. CoxkonoB B.C.,«J/lokymeHTaIllMOHHOE 0OecreueHne yrnpaBieHus», M., ®OPVYM, 2010 .
3. IMmenko A.B.,«/lenonpounsBoactso. JlokyMeHTaIllMOHHOE oOecredeHre padboTsl oducay,

M., ACAAEM*A, 2003 r.

4. Kysnenosa T.B.«/lenonpoussoctso (Opranuzaius U TEXHOIOTUN JOKYMEHTAITMOHHOTO
obecnieuenus ympasieHus», M., KOHUTH, 2001 r.

5. JlenkeBuu JI.A., JlenonpousBoacTBO: yueOHOE TOCOOUE I HAYaIbHOTO
npodeccrnoHambHOro oopazoBanus. — M.: M3natensckuii neHTp «Akagemus», 2008. — 224c.

6. JlenkeBuu JI.A., JlenonpousBojctBo. PaGouas teTpaap: yuebHoe mocodue Juisi HauaabHOTO
npodeccuoHaabHOro obpasoBanus. — M.: M3natensckuit neHtp «Axaaemusi», 2010. — 96¢.,
(pexomennoBano ®UPO)

7. Comory6 O.I. [lenonpou3BOACTBO: COCTaBJI€HHE, pEIAKTUPOBAaHME U 00paboTKa
JIOKYMEHTOB: yuebHoe nocodue — M.: U3natenbctBo «OMmera-JI», 2008. — 207 c.

8. UysenkoB A.IO., SHoBckas B.®., IIpaBuna odopmieHus nokymentoB. KomMeHTapuii k
I'OCT P 6.30 — 2003. - M.:- «TK Benbu», u3a-so «IIpocmekt», 2004.

9. Camnkxor B.B. MHpopManmoHHBIE TEXHOJOTHU W KOMITBIOTEPH3AIHS JCIOMPON3BOICTBA:
yueb. mocobue it Hau. pod. oOpa3oBanus. - U3xa. nentp «Axanemusn», 2006.



10. Csupumoa M.IO. Oneparmonnas cuctema Windows XP: yue6. mocobue st Had. mpod.
oOpa3zoBanus. - U3a. nentp «Akagemus», 2007.

I/IHTepHET-I/ICTO‘{HI/IRI/I .

1. HopmaTuBHBIE JOKYMEHTHI 110 IEJIONPOU3BOJACTBY. [ DIEKTPOHHBIN pecypc]. Pexum
nocryma: http://www.termika.ru/dou/docs/docs.html

2. DnekTpoHHbIE O(DUCHBIE CUCTEMBI. [ DIEKTPOHHBIN pecypc]. Pexxum gocryma:
http://eos.ru/eos/eos

3. DIEKTPOHHBIN CIIOBAph JAEIONPOU3BOICTBEHHBIX TEPMHUHOB. [ DIEKTPOHHBIN pecypc].
Pexxum moctyma: http://uajobs.com.ua/professions/deloproizvodstvo

4. www.delpro.narod.ru - JIemonpousBoAaCTBO.

5. www.termika.ru — DHIUKIONEANS AETOMPOU3BOICTBA.

6. www.directum.ru - DieKTpoOHHOE JeTONPOU3BOACTBO M KAHICISAPHUS

Kypuansbi:

1. ChopaBo4HHK KaJpOBUKa

2. XKypnan «Mup ITK». — M.: 3AO «M3narenbeTtB0 «OTKPBITHIE CHCTEMBDY.

3. XKypnan «Cekpetapb-pedepent». — M.: OO0 «lIpodeccronanbHOe H3TATETHCTBOY.


http://www.termika.ru/dou/docs/docs.html
http://eos.ru/eos/eos
http://uajobs.com.ua/professions/deloproizvodstvo
http://www.delpro.narod.ru/
http://www.termika.ru/
http://www.directum.ru/

4. KOHTPOJIb M OLIEHKA PE3YJIbTATOB OCBOEHUS YYEBHOW
T CHATITAHBI

Pe3yabTaTsl
(ocBoeHHbIE TPO(pecCHOHATbHbIE KOMITETEHIMHU)

®opMBbI M METOAbI KOHTPOJISl ¥ OLlEeHKH

yMeTh:

0(QOpPMIISITh U TPOBEPSTH MPABUIBHOCTh
oopmIIeHHs JOKYMEHTAIMH B COOTBETCTBUH C
YCTaHOBJICHHBIMU TPEOOBAHUSIMHU, B T.4. UCIOJIB3YS
WH(OPMAIIMOHHBIE TEXHOJIOTHH;

MIPOBOJAMTH aBTOMATU3UPOBAHHYIO 00pabOTKY
JIOKYMEHTOB;

OCYLIECTBJISATh XPAHEHUE U IOUCK IOKYMEHTOB;
UCII0JIb30BaTh TEIEKOMMYHUKAIIMOHHBIE
TEXHOJIOTHH B 3JIEKTPOHHOM JJOKYMEHTO000POTE;

3HATh:
OCHOBHBIE TTOHATHS: LIEJIU, 33]]a4H U TIPHHIUIIBI
JOKYMEHTAIMOHHOTO 00ECTICYeHHS YIIPaBICHUS;
CHCTEMBbI JOKYMEHTALlMOHHOTO 00eCIeYeHuUs
YIIpaBJICHUA, UX aBTOMATHU3alUIO;
KJIaCCH(PUKALUIO TOKYMEHTOB;
TpeOOBaHUS K COCTABICHUIO U O(POPMIIEHUIO
JOKYMEHTOB;
OpraHU3aLHI0 JOKYMEHTO000pOTa: IpUEM,
00paboTKy, perHCTpaIiO, KOHTPOIIb, XPaHEHHE
JOKYMEHTOB, HOMEHKJIATypy 1€l

HaGmronenue 3a BeImojgHeHHEM paldoT B
xoze BBIIIOJHEHHS MIPAKTUIECKHIX
3aJIaHU;

OreHka peeHus: CHTYallMOHHOM 3a/1a4W;
OrneHka BBIIIOJIHEHHWSI MW 3alUTHI
MIPAaKTUYECKUX 3aJaHUMN.

TectupoBanue
KonTpoibabie paboThl
YceTHBI onpoc
ITucemMeHHBIN OMpoC

JuddepeHnrpoBaHHbIi 3a4eT
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