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AKT COI'TACOBAHMUA

Ha pa0ouyw mnporpamMmy Yy4yeOHOWl JUCHMIUIMHBI «/lokymMeHTanHOHHOE
o0ecrmeyeHne ynpaBJIeHHs» COCTaBJeHA Ui CTYJAEHTOB OYHOH (popMbl
00y4eHus CIeHAJBHOCTH CpeJHero mnpo(ecCHOHAIBHOIO 00pa30BaHUA
38.02.01 DxonomMmka U  Oyxrajarepckuii  ydyer (o  oTpaciasaMm),
AKTYAJIU3HPOBAHHYIO npemnoaaBaresjieM I'BIIOY «HO:xHO0-Y panbckuii
rocy1apCcTBEeHHbIN TeXHUYECKUil Kosuiemx» Opaosoi T.H.

Pabouast mporpamMmma yueOHOW TUCHHMILUIMHBI «JlOKyMEHTAIIMOHHOE O0eCIIeueHUE
yIPaBJICHHUS» COCTaBJICHA JIJIS CTYJICHTOB OYHOH (OpMBI OOYUCHHUS, B COOTBETCTBHH
c TpeboBanusaMHu paboromatens 1o crnennanbHocTH 38.02.01 DOxoHOMHKA U
Oyxrantepckuid yuet (1o OTpacisim).

Hacrosas pabodast mporpamMmma paccuuTaHa Ha 74 4acoB, KOTOpasi BKIIIOYAET B
ce0s YeThIpe OCHOBHBIC TEMBI, 00CCTICUMBAIONTUX MTOATOTOBKY KBaJTH(DUITMPOBAHHBIX
CHEIUAIMCTOB CPETHETO 3BEHA 10 MPOPECCUIM IKOHOMUICCKOTO TIPODHIIA.

ABTOpOM pa3paboTaHa CTpyKTypa pabodeil mporpaMMebl, MOCIIEI0BATEILHOCTD
M3ydeHUs yd4eOHOTO MaTepuayia, MPEACTAaBICHBI  TpeOOBaHUSA K pe3yJbTaTaM
OCBOCHUS TUCIUILIHHBI.

TemaTtnuecknii TIJIaH pacKpbIBaeT CojAepkaHUE YydYeOHOro wmarepuaga u
MPaKTUYECKUX paboT, a TaKKe BpeMs, OTBEJICHHOE Ha KaXKJIbI BUJ PaOOTHI.

KoHTpoas ¥ oOlIGHKa pe3yiabTaTOB OCBOCHMSI YYCOHOM  JUCITUIUIMHBI
«JlokymMeHTallMOHHOE OOeCTICUeHUE YIIPABICHHUSA»  OCYIIECCTBISAETCS Pa3InYHBIMU
dhopMaMH B METOTaMH.

Pabouas mporpamma y4eOHON MMCIUIIMHBI MOXXET OBITh HMCIIOJh30BaHa B
obmeo0OpazoBarenbubiX yupexaeHusx CI1O nis ctyieHToB ouHoM HopMbl 00yUeHUs
crnenrabHOCTH 38.02.01 DKOHOMHKA U OyXTaaTEepPCKHi ydueT (110 OTpaciisaMm).
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1. MACHIOPT PABOYEM ITPOI'PAMMbBI YYEBHOM JUCITUIIJIAHBI
"JlokyMeHTallMOHHOE o0ecrneuyeHue ynpaBjeHus'

1.1. ObsacTh NPpUMEHEHHUSI IPOTPAMMBI.

PabGouass mnporpamma y4eOHON JUCHUIUIMHBI SIBISETCS YacThlO OCHOBHOM
o0pa3oBaTeNpHON  MpOrpamMMbl  MOJATOTOBKM  CIIEHMAJIUCTOB  CPEIHEr0  3BEHa
cneruanbHocTd 38.02.01 DxoHOMMKA U OyXTanTepCcKuil y4€T (TI0 OTpaCIIsiM).

1.2.MecT0 UCHMIUIMHBI B  CTPYKType NpPOrpaMmbl  NOATOTOBKH
CIEeNMAJINCTOB CPeIHero 3BeHa: o0menpodecCHOHaIbHBIA yUeOHBIN ITUKIL.

1.3. Heaun m 3a1a4u JUCHUILVIAHBI — TPeOOBAHUSA K pe3yJibTaTaM OCBOEHMS
TUCIHUNJIMHBI:

B pamkax nporpamMmbl y4eOHON JHUCHUIUIMHBI O0YYarOIIMMUCS OCBauBalOTCA
YMEHUS U 3HAHUS

1
HK?S?(, P YMmenus 3HaHUsA
OK 01 — o¢opMIIITh JOKYMEHTALIUIO B | — TIOHATHE, IIEIH, 3aJaud W
OK 02 COOTBETCTBUM C HOPMATUBHOM MIPUHITUIIBI JIETTONPOU3BOICTBA,;
85 83 0a3ofi, B TOM UHCJIC C|— OCHOBHBIC ITOHSATHS
K 1.1 HCII0Ib30BaHUEM JTOKYMEHTAITMOHHOTO
1K 2.7 MH(OPMAIMOHHBIX oOecrieueHus: yIpaBJICHHUS;
JIP4, JIP10 TEXHOJIOTH; — CHCTEMBI JIOKYMEHTAIMOHHOIO
— OCBaMBaTh TEXHOJIOTHH oOecrieueHus ypaBJICHHUS;
aBTOMATU3UPOBAHHOMN — KJIacCU(PHKALUIO JOKYMEHTOB;
00pabOTKH JOKYMCHTALIUH; — TpeOOBaHUS K COCTaBICHHUIO U
— MCIIOJIb30BATh 0(OPMIICHHIO TOKYMEHTOB;
YHHQUIMPOBAaHHBIE  GOPMBI | —  opraHM3aLUI0
AOKYMCHTOB; JIOKYMEHTO00O0pOTa:
— OCYWICCTBISATH XPaHCHHE H | — ppuema, 06paboTKy,
MOUCK TOKYMCHTOB, PETHUCTpALUIO, KOHTPOJIb,
— HCIIOJIb30BATb XpaHCHUEC JOKYMCHTOB,
TCIICKOMMYHUKAIITUOHHBIC HOMCHKJIATYpPy JCII.
TEXHOJIOTUH B JJEKTPOHHOM
JIOKyMEHTO000pOTE;

! Ipusoosmces monvko KoObl KomMnemenyuti 06wux u npoheccuoHanbHbx, 05l 0C60eHUsS KOMOPbIX HE0OX00UMO
0C80eHUe OAHHOU OUCYUNTIUHBL; TNAKICE NPUBOOSINCS KOObL TUYHOCHHBIX PE3VIbIMAMO8 Peanu3ayuy npoepammbl
60CNUMAHUSA U C yuemoM ocobenHocmell npogheccuu/cneyuansiocmug coomeememeuu ¢ Ipunoscenuem 3 IOOII.
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1.4. KoauvecTBO 4YacoB, OTBeJeHHOe HAa OCBOeHHMe Ppadoueii mporpamMmbl
AUCHUTLINHBI:

O6bem 00pa3oBaTeIbHOM HArpy3KU CTyAeHTa — /4 yaca, 4acTh IporpaMmbl - 18
4acoB - peanu3yercs B hopMe MPaKTUISCKOW MOATOTOBKY M BKIIOYACT MPAKTUICCKUX

3aHaTUl — 18 yacos.
OO0bBem Harpy3KkH CTyACHTa BO B3aUMOJCHCTBUY C TIpEToaBaTeiemM - /4 qaca, B TOM

qHce:
TEOpETUIECKOro 00yueHuss — 56 yaca,
MpPaKTUYECKOM MOATroTOBKU — 18 vacos,
J1a00paTOPHO-TIPAKTUUECKUX paboT — 18 yacos,
KypCOBOT'O MPOEeKTHpoBaHus — 0 yacos,
9K3aMEHbI U KOHCYJIbTanuu — 0 yaca;

BreayauTopHO# camMocTOsATENbHOM padoThl — 0 4acos.

2. CTPYKTYPA U COJJEP)KAHUE YYEBHOM JUCIHUIIJIMHBI
JlokyMeHTAIIMOHHOE 00ecneYeHne YIPaBJICHUA
2.1. O0bem yueOHOV JUCHMILIMHBI H BUAbI Y4e0HOI pa0doThI

Bua yuyeOHoil padoThI Oben
4acoB
Oobpa3oBaresibHasi HArpy3Ka (Bcero) 74
YyeOHast Harpy3ka BO B3aMMOJEHCTBUM ¢ MpenojaBaTesiemM 74
(Bcero)
B TOM YHCJIE:
TEOPETUYECKUE 3aHATUS 52
MPAKTUYECKUE 3aHATHUS 18
NPaKmuyeckas no020mosKka* 18
KOHTpOJIbHAsA padboTa 4
CamMocrosiTesibHas pa0doTa o0yuyaromerocs (Bcero) 0
HUmoecosas ammecmayus 6 ghopme 3auema ( ¢ ouenkoit)




2.2. TemaTuuyeCcKui 1JIaH U coaecp;xanue yqeﬁnoﬁ ANCIHUIIJINHBI «I[OKyMeHTa]_lI/IOHHoe odecreueHue yupaBJI€HUA

HaumeHoBaHue Conep:kanue y4yeOHOro MaTepuasia, JadoparopHbie padoThbl U O0bem | OcBauBaemble 3JIeMEHTbI
pa3/iesioB M TeM NpaKTHYeCKHUe 3aHATHS, CAMOCTOSATe/IbHAs PadoTa 00yYaroIUXCs 4acoB KOMIeTeH Ui
Tema 1. Yposens 8 3name:
Cooeprcanue yueonozo mamepuana
JIokyMeHTUpOBaHuE 0ceoenusn — TOHSTHE, LENH, 3aJa4H
YIIPaBJICHUYECKOM [enwn, 3agaun qucUIInHbL. OCHOBHBIC TIOHSTHS Y4eOHOU Y TIPUHIIUIIBI
JeSATeNbHOCTH JTUCIUILIMHBL: «MHPOpMAIUL», «TOKYMEHTUPOBAHHAS JIEJIONIPOU3BO/ICTBA;
uHpOpMaLIU», KHOCUTENb HHPOPMALIUNY, — OCHOBHBI€ MTOHATHUS
«TOKyMEHTUPOBAHHEY, «CPEJICTBA JOKYMEHTHUPOBAHUSY, JOKYMEHTAIHOHHOTO
«C1OCOOBI TOKYMEHTHPOBAHUS», «PEKBU3UTY, 2 obecrnevyeHus
«TOKYMEHTOO00POTY, «IEIOMPOU3BOJICTBOY, yIpaBICHUS;
«IOKyMEHTalMoHHOe obecrieuenue ynpasienus (JOVY)», — CHCTEMEI
«QIEKTPOHHBIN TOKYMEHT», «3JIEKTPOHHBII JIOKYMEHTAITHOHHOTO
JTIOKYMEHTO000POT», «CIIyk)0a 1eTONMpPOr3BOICTBAY obecIcucHus
JlokyMeHT, ero BubI U kiaccudukanusa. TpeboBanus k YIIPABJICHUS;
odopmIteHHIO T0KYMeHTOB. FOpuanueckas cuiia JOKyMeHTa. — KiIaccHpUKALHIO
PexkBu3UTHI, MpUIAIONINE JOKYMEHTY OPUIUIECKYIO CUITY. JIOKyMEHTOB;
Cucrems! noxkymentauuu (CJI). Yauduxauus u 2 — TpeGOBaHUS K
cranaaptuzanus. YHudunuposannsie CJI. HopmatuBHas 6a3za COCTABJICHHUIO U
JOV. I'ocynapcTBeHHas cucTeMa JOKyMEHTAllMOHHOT'O o(hopMITEHHIO
obecnieuenus ynpasienus (I'CIOY). JIOKYMEHTOB;
[lepevens u npaBmiia 0hOpMIIEHUS] OCHOBHBIX PEKBU3HTOB JIPA
JIOKYMEHTOB, (hopMyisip u popMysip-oOpasel JOKyMEHTa. 1
bnanku nokymenToB npeanpustus. [loustue, BUabI, popmars
Oymaru
WHupopmalinoHHbIE TEXHOJIOTUN 00€CTIeYeHUs
yIpaBiieH4ecKoil nestensHocTH. Knaccupukanus cpencts 5
OpraHu3alMOHHON TeXHUKH. CpeicTBa KOMMPOBAHUS U
TUPAKUPOBAHUSI TOKYMEHTOB

Ilpakmuueckasn no0comosxa

IIpakTHYecKHe 3aHATHA

CamocrosiTejibHasi pa0oTa CTY1eHTOB




HaumeHoBaHue Conep:kanue y4yeOHOro MaTepuasia, JadoparopHbie padoTbl U O0bem | OcBaumBaemble 3JIeMEHTbI
pa31esioB U TeM NMPaKTHYECKUE 3aHATHS, CAMOCTOSTEIbHAs PadoTa 00y4aromuxcst 4acoB KOMIeTEeH Uit
Tema 2. Cucrema Ypoeens 16 3uamo:
Cooeporcanue yueonozo mamepuana
OpTaHU3aIMOHHO- 0C80€eHUS — KJIACCU(UKALIHIO
pacnopsiAuTeIbHON 1 | 3nauenue u 00IIas XapaKTEPUCTHKA OPTaHU3ALIMOHHO- JIOKYMEHTOB;
JOKYMEHTAIU! pacropsiiuTeIbHON JoKyMeHTauu. OpraHu3anuoHHbIe — TpebGoBaHMs K
JIOKYMEHTBI: YCTaB, MOJIOXKEHHE, MHCTPYKUUA. J[oIKHOCTHAS COCTaBJICHUIO U
WHCTPYKIUS - BHYTPCHHHUI OpraHU3aI[MOHHO- 0 OPMIICHHUIO
pacrnopsiAUTEIbHBIA JOKYMEHT, COIEpP KA KOHKPETHBII JIOKYMEHTOB;
NepeyYeHb JIOJDKHOCTHBIX 00S3aHHOCTEH paOOTHUKA C yIETOM 1 Ymemps:
0COOCHHOCTEH OpraHu3aluy MPOU3BOJICTBA, TPYIA U — odopMIATH
YIIpaBJICHUS, €T0 MPaB ¥ MEP OTBETCTBEHHOCTH, a TAKIKE JIOKYMEHTAIUIO B
KBaJTM(DUKAIIMOHHBIE TPEOOBAHMSI, IPEABSBIISIEMbIC K COOTBETCTBHUHU C
3aHUMAEMOM JOJKHOCTH. JOKHOCTHAS HHCTPYKIUSA HOPMAaTHBHOM 0a30ii, B
Oyxranrepa TOM YUCIIE C
2 | PaciopsurensHbIe JOKYMEHTBI: PUKA3HI TI0 OCHOBHOM 3 UCIIOJIb30BAaHUEM
JESITEIbHOCTH, PACTIOPSDKEHUS, PEIICHUSI. UH(GOPMAITMOHHBIX
3 | CnpaBoyHO-MH(DOPMAITMOHHBIE TOKYMEHTHI: CIyXeOHas U TEXHOJIOTHIA;
JOKJIaHas 3amucka, OObSCHUTENbHAs 3alUCKU, CIIpaBKa, aKT, 3 — OCBaWBaTh TEXHOJIOTUU
IIPOTOKOJI ABTOMAaTU3UPOBAHHON
4 | JlenoBast ~ KoppecnoHieHIuss  npeanpusitusa.  Ilonsrtue, 3 00paboTKu
KJaccuuKkanus ¥ npaBuiia 0POpMIICHUS JIETOBBIX TUCEM JOKYMEHTAITHH,
5 | duHaHCOBO-OyXTanTepcKue MOKYMEHTHI: CYeT Ha OIary, 5 — WCTOJb30BaTh
cuer-(hakTypa, TOBapHasi HaKJIaIHAs, aKT BBIMIOJTHCHHBIX aKT YHU(DULIUPOBAHHEIE
Ilpakmuueckas noozomoska (6) (OpPMBI TOKYMEHTOB;
IIpakTnyeckue 3aHATHSA 6 — OCYIIECTBISAThH
1 | Iloocomoska pacnopsaoumenvhbvix OOKYMeHmos * XpaHEHHUE U TIOUCK
2 | Iloocomoska cnpagouHO-UHGOPMAYUOHHBIX OOKYMEHMO8 ™ JIOKYMEHTOB;
3 | I[loocomoska 0enosoui KoppecnoHoenyuu * JIP4
KoHTpoJibHbIE padoThI 2
CamocrosiTesibHast padoTa CTYJCHTOB
0




HaumeHoBaHue Conep:kanue y4yeOHOro MaTepuasia, JadoparopHbie padoTbl U O0bem | OcBaumBaemble 3JIeMEHTbI
pa3/iesioB M TeM NpaKTHYeCKHUe 3aHATHS, CAMOCTOSATe/IbHAs PadoTa 00yYaroUXCs 4acoB KOMIeTeH Ui
Tema 3. Yposeno 12 3namo:
Cooeporcanue yueonozo mamepuana
JIOKyMEHTUPOBaHHE 0cg0eHUs — KJaccU(UKAIUIO
paboThI ¢ IEPCOHAIOM U 1 | denoBass  mepemnucka B~ KOMMEPYECKHX  CTPYKTypax. JIOKYMEHTOB;
JIeJI0Basl IIEPENNCKa B Kommepueckne mnucema. Krnaccudukanuss KOMMEpYECKHX 2 — TpeboBaHuUs K
KOMMEPYECKHUX MUCEM COCTaBJICHUIO U
CTPYKTypax 2 | JloBepeHHOCTH:  CIOy)XeOHBIE, JHUYHBIE, Ha TIOTyYCHUE 2 0 OPMIICHHUIO
MaTepuaIbHBIX LIGHHOCTEeH popmbl M-2 JIOKYMEHTOB;
3 | [lopsimok ycraHOBIIEHUS AOTOBOPHBIX OTHOWmEHUH. [loHsTHE Ymemo:
noroBopa (KoHTpakTa). TunoBasi ¢opMa M OCHOBHBIE Pa3eibl 9 — oopMIIATE
noroBopa. IlpuMmepHBIi TOTOBOP KYIUIM-TIPOJAXH, apPECHIBI JIOKYMEHTAIUIO B
HEXHUJIOTO TIOMEIICHUS COOTBETCTBHUH C
4 | OOmas xapakTEepUCTHKA U 3HAYEHHUE JIOKYMEHTOB I10 TPYIOBOM HOPMAaTHBHOM 0a30ii, B
nesitenbHOCTH. [lopsmok odopmienust 3asBieHUs, JHUYHOU 2 T. 4. C UCIIOJIb30BaHUEM
KapTouk# GopMbl T-2, TMYHOTO JIUCTKA N0 YYETY KaJIPOB UH(GOPMaIIMOHHBIX
5 | JokyMeHTanusl 1Mo y4ery pabodero BPEMEHH U PacdeToB C 9 TEXHOJIOTH;
MEPCOHAJIOM IO OIIaTe TPyJa — HUCIOJIB30BaTh
6 | [lopsmok odopmiieHUS KaApPOBBIX TOKYMEHTOB JUIS PEIICHHS 9 YHUPHUITUPOBAHHBIE
BOIPOCA O TPYJIOYCTPONCTBE. (GOpMBI TOKYMEHTOB;
Ilpakmuueckasa nodzomosxa 8 — OCBauBaTh TEXHOJIOTUU
IIpakTHYecKHe 3aHATHA 8 ABTOMAaTU3UPOBAHHON
1 | [loocomosxa kommepueckux nucem™ 00paboTku
2 | I[loocomoska dosepenrnocmeti * JIOKYMEHTal1H;
3 | IToozomoeka 002060p0o6* JIP4
4 | Iloocomosxa 0OKyMeHmoa8 no JUYHOMY cocmaegy ™*
KonTtpoJsbHbie padoThl -
CamocrositesibHasi padoTa CTYAEHTOB -
Tema 4. Opranuzanus Yposens 14
paBOTEL ¢ OKYMeHTAME Cooeporcanue yueonozo mamepuana 0CeOCHIS
1 | Opranuzanus paboTsl JOKyMeHTaMH. JIOKyMEHTO0O0POT 1
2 | Permcrpanmsi, KOHTPOJIb W  HCIIOJHEHHE JIOKyMEHTOB. 5

q)OpMI/IpOBaHI/Ie JCII. HOMCHKJIaTypa pI(SA) |




HaumeHoBaHue Conep:kanue y4yeOHOro MaTepuaJa, JadoparopHbie padoThl U npakTudeckue | O0bem | OcBanmBaeMble 3JIeMEHTbI
pa3/iesioB M TeM 3aHAITHS, CAMOCTOSITEIbHAs PadoTa 00yYaloIINXCs 4acoB KOMIeTEeH Uit

3 | Crpykrypa wu dyakuun cayx6 JOY. JloiKHOCTHBIE 1 3nameo:

WHCTPYKIIUU COTPYAHUKOB ciy0. MucTpykuus o JJOY. — OpraHu3aLMI0

4 | Pabora c KOH(GUIECHITUATLHBIMU JOKYMEHTAMH 2 JIOKYMEHTOO00O0pOTA:!

5 | DkcnepTu3a 1LIEHHOCTU JIOKyMeHTOB. I[loaroroBka penm K 1 npuem, 00paboTKy,
nepeaue Ha apXMBHOE XpaHEHHE perucTpanmio,

6 | DNEeKTPOHHBIM JOKYMEHT. DJEKTPOHHBIA JIOKYMEHTOOOOPOT. KOHTPOJIb, XPaHEHUE
CucreMbl 3JEKTPOHHOTO J0KyMeHTooOopoTa B Poccuiickoit 1 JIOKYMEHTOB,
@Deneparnun. 3ammTa SJIEKTPOHHBIX JOKYMEHTOB HOMEHKJIATYPY J1eT

7 | DneKTpoHHAas TMOAMKCH: IMOHSATHE, HAa3HAUYCHUE, TMOPSIOK ee Ymems:
opopMIICHHS, BHIbL. YCJIOBUS TPHU3HAHUS DJIEKTPOHHBIX — OCYIIECTBIISTh
JOKYMEHTOB,  TMOJNHUCAHHBIX  OJJEKTPOHHOW  MOJIMHUCHIO, 1 XpaHEHUE U MOUCK
paBHO3HAYHBIMH JOKYMEHTaAaM Ha OyMaXHOM HOCHTEIE, JTOKYMEHTOB;
MOJMUCAaHHBIM COOCTBEHHOPYYHOU moanucklo. be3omacHocTh — HCIIOJIB30BATh
AIIEKTPOHHOMN MOANHKCH. 3aIUTa HIEKTPOHHON TOJIHCH. TEJIeKOMMYHUKALIMOH

Ilpakmuueckasn nodzomosxa (4) HBIC TEXHOJIOTUH B

IlpakTHyecKkue 3aHATHSA 4 3JIEKTPOHHOM

1 | Pecucmpayusi 0okymenmos™ JIOKYMEHTOOOOPOTE;

2 | Illoocomoska nomenxiamypul 0en > JIP4, JIP10

KonTpoabHbie paboThl 2

CamocrosiTesibHas padoTa CTyICHTOB 0

3auem 2
Hmozo 74

* - 3auamus npaxmuuec:coﬁ no02omosKu




3. YCJIOBHUS PEAJIM3AIIMA PABOYEHN ITPOI'PAMMBI JJUCITATIINHBI
3.1. MarepuaJbHO-TEXHHUYECKOE O0ecIevYeHue

Peanuzanus paboueil mporpaMMbl JUCHUIUIMHBI OCYIIECTBIISIETCS B y4€OHOM
kaOuHeTre «J{oKyMeHTalMOHHOTO 00€eCcTeueH s YIPABICHUS.
Kabunem obopyoosan:

— APM oGyuaronuxcs 1 APM npenomaBarers;

— MapKepHas J10CKa;

— TPUHTED;

— mporpaMMHoe oOecrieueHue o01ero u npo(eccuoHaIbHOTO Ha3HAYCHUS,;

— cHcTeMa JIUCTaHIIMOHHOTO 00y4yeHus Moodle;

— BCEMHUpHas cucremMa OOBETUHEHHBIX KOMIBIOTEPHBIX CETeH [JIsi XpaHEHUs Hu

nepeaaun nadopmaiuu MaTEepHeT.

3.2. UndopMmaunoHHoe od0ecneyeHue 00yueHust

Ilepeueny  yuedonvix  usoanuii, Humepnem-pecypcos,  O0ONOJIHUMETbHOU

Jaumepamypol

OcHosHble UCMOYHUKU.

1. bacakoB, M. U. JlokyMeHTalOHHOE OOecriedeHue yrpasiieHus ( C OCHOBaMU
apXuBOBeJIcHNs): yueOHoe mocooue/ M. U. BacakoB. — 2-e u3., crep.— Mocksa:
KHOPVYC, 2021. — 216 c¢. — (HawampHoe u cpemHee mpodeccroHalbHOE
00pa3oBaHue).

Hopmamueno-mexnuueckas numepamypa:

2. TOCT P 7.0.8-2013. Hamumonanenbiii cranmapt Poccuiickoit ®denepanuu
"CUBU/. Jlenonpou3BOACTBO W apXWBHOE J€JI0. TE€pMUHBI M ONpeAciIeHUs"
[ DIIeKTpOHHBI pecypc].- Pexum JOCTyIIa:
https://docs.cntd.ru/document/1200108447 (nmata oopamenus 27.06.2023)

3. TOCT P 7.0.97-2016. Hamumonaneubiii cranmapt Poccuiickoit ®depneparum.
Cucrema crannapToB Mo UHPpOpMaIUU, OMOIMOTEYHOMY U U3JIATEIHLCKOMY JIEYy.
OpraHn3aiiMoOHHO-PaCIOPsAIUTEIbHAS JOKYMEHTALUS. TpeboBanus K
obopMIICHUIO JTIOKYMEHTOB" [DnekTpoHHBIM pecypc]. - Pexum nocrtyna:
https://docs.cntd.ru/document/1200142871 (nmata oOpamenwus 27.06.2023)

4. TOCT P UCO 15489-1 Cucrtema ctanaapToB 1o uHbopMaImi, OuOInoTeUHOMY H
W3IaTeTbCKOMY Jiemy. YmpaBieHue jJokymeHtamu. OOmue TpeboBaHUs
[DnekTponnbiii  pecype]. - Pexum moctyma: https://docs.cntd.ru/document/
1200163564 (mata obparmienus 27.06.2023)

5. TOCT 17914-72 OOnoxku nen JUIMTEIbHBIX CPOKOB XpaHEHHs. TexHUYecKue
ycioBust  [DnekTpoHHBIH pecypc]. - Pexum nmoctyma: https://docs.cntd.ru/
document/901851999 (nara ooparenus 27.06.2023)

6. TOCT 9327-60 bymara u wuznmenuss u3 Oymaru. IloTpeOutenbckue QopmaTbl
[OnexTponnblii pecype]. - Pexum mocryma: https://docs.cntd.ru/document/
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1200004908 (mata oopamienus 27.06.2023)

7. T'ocynapcTBeHHasi cuCTeMa JIOKYMEHTAlIMOHHOTO OOECIeYeHUsl YIpaBIICHUS.
OcHoBHble mnonoxkenus. OOmme TpeOoBaHUS K JOKYMEHTaM M ClIy)x0am
nokymeHTarmonHoro obtecneuenus ('CHOY) [DnekTpoHHbI pecype]. - Pexum
nocryma:  https://docs.cntd.ru/document/901730479 (maTta  oOparmicHHS
27.06.2023)

8. ®enepanbubiii 3ak0oH Ne 63-D3 ot 06.04.2011 «OO6 37EKTPOHHON MOIITUCH)
[OnexTponHblid  pecypc]. - Pexum gocryma: http://docs.cntd.ru/document/
902271495 (mara obOpaienus 27.06.2023)

9. ®enepanbubiii 3akoH oT 27 wutonga 2006 r. N 149-d3 "O6 wunbopmarum,
UH(GOPMAITMOHHBIX TEXHOJIOTHSIX M O 3amure uHbopmaruu" [DIeKTpOHHBIN
pecypc]. - Pexum poctyma https://docs.cntd.ru/document/901990051  (mara
obpammenus 27.06.2023)

JononnumenvHvle UCMOYHUKU:

10.Ky3unemnoB, U. H. JlokyMeHTallmoHHOE OOECTeueHUe YIpPaBJICHUS MEPCOHAIOM !
yqeOHMK M mpakTukym s By3oB/ M. H. Ky3nenoB. — 2-¢ u3a. — Mockaa :
N3narensctBo FOpaiit, 2021. — 393 ¢. — (Bricuiee o6pazosanue). — ISBN 978-
5-534-14830-5. — Tekcr : anekTpoHHBIHN // O6pazoBarenbHas miaTdopma FOpait
[caiiT]. — URL.: https://urait.ru/bcode/487704 (nara oopamenus: 27.06.2023).

11.11aBnoBa, P. C. [fJokymeHTallMOHHOE 0OEeCcrieueHHe YIIpaBIeHUs | yUeOHUK JJIs CIO
/ P. C. IlaBnoBa. — Cankrt-IletepOypr : Jlans, 2021. — 416 c. — ISBN 978-5-
8114-6959-8. — Texkct : anmektpoHHsblii / JlaHb : 3IEKTPOHHO-OMOIMOTEUHAS
cucrema. — URL: https://e.lanbook.com/book/173087 (mara oOpamenus:
27.06.2023). — Pexum moctymna: Uit aBTOPH3. MMOJIb30BaTEIICH.

Hnumepnem-pecypcoi

12.OneKTpoHHBIM y4eOHBIH KOMIUIEKC Y4EOHOW MUCHUIUIMHBI JIOKyMEHTAIlMOHHOE
oOecrieueHue ynpasieHus [DnekTpoHHbIi pecypc]. ABrop Opnosa T.H. — Pexum
noctymna: https://dom.sustec.ru/course/view.php ?1d=148

13.Kypnan «JlenonpousBoacTBoO» [DIeKTpoHHBIN pecypc]. — Pexum npocryna:
http://www.top-personal.ru/

14.Kypnan «Cekperapckoe aeno» [DIeKTpoHHbIM pecypc]. — Pexum pocryna:
http://www.sekretarskoe-delo.ru/

15.CaliT o KaJapoBOMY JEJIONPOU3BOJCTBY [DNEKTPOHHBIN pecypc]. — Pexum

nocryma: https://www.kadrovik-praktik.ru/

16.CrnpaBouHas npaBoBas cucteMa « KOHCYIbTaHT TUTIOCY». [DJIEKTPOHHBIN pecypc]. —
Pexxum nocryna: http:// www.consultant.ru

17.0nexTpoHHBId  (OHI  HOPMATHUBHO-TEXHUYECKOM U HOPMATHBHO-TIPABOBOM
unpopmanuu Koncopumyma «Kogeke» [DnexTpoHHblii pecypc]. — Pexum

nocryma: https://docs.cntd.ru
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4. KOHTPO.Ib Y OIIEHKA PE3YJIbTATOB OCBOEHU S YUYEBHOU

JUCHUILIAHBI

Pezynomamut 00yuenusn

Kpumepuu ouenku

Dopmot u memoovt

OUeHKU
Ilepeuensv 3nanuil, oceausaemvix Tecmuposanue u 3auem:
8 PaAMKAX OUCYUNTUHDBL. «5» - 91 - 100%
— TIOHSTHE, [IEJH, 33/1a9H U NPaBUIBHBIX OTBETOB,
MPUHITATIBI «4» - 71-90% mpaBUIBHBIX
JICTTOTIPOU3BO/ICTBA, OTBETOB,
— OCHOBHBIE TTOHSTHS «3» - 51-70% npaBHIBHBIX
JTOKYMEHTAIMOHHOTO OTBETOB,
obecrieyeH s YIIpaBICHUSL, «2» - 50% u menee
— CHCTEMBI NPaBUJIBHBIX OTBETOB.
JOKYMEHTAIIMOHHOT O Tecmuposanue,
00eCIeueH s YIIpaBICHHS; OuKmanm, ayOumopHbvle
— KIacCH(UKALMIO camocmosimenbHvle
JIOKYMEHTOB; pabomwi, 3auem

TpeOOBaHHS K COCTABIICHUIO
1 0(DOPMJICHHIO TOKYMEHTOB;
OpTaHU3aINIO
JOKYMEHTO000pOTa: IPUEM,
00paboTKy, perucTpaluio,
KOHTPOJTb, XpaHECHUE
JOKYMEHTOB, HOMEHKJIATYPY
Jell

Ilepeuens ymenuii, oceausaemvix
8 PAMKAX OUCYUNTIUHBL:

0pOpMIIATH IOKYMEHTAITUIO B
COOTBETCTBUU C
HOpMAaTHUBHOM 0a30ii, B T. 4. C
WCTIOJIh30BAHUEM
MH(OPMAIIMOHHBIX
TEXHOJIOTHI;

OCBaMBaTh TEXHOJIOTUHU
aBTOMAaTU3UPOBAHHOU
00pabOTKH JOKYMEHTAIINH;
MCIOJIb30BaTh
YHUPHUIIMPOBAHHBIE (POPMBI
JTOKYMEHTOB;

OCYIIECTBIISITh XpaHEHUE U
MOUCK JOKYMEHTOB;
MCTIOJIh30BaTh
TEJIIEKOMMYHUKAIIMOHHBIE
TEXHOJIOTUH B DJIEKTPOHHOM
JIOKYMEHTO000POTE;

Ilpakmuueckue u
ayoumopHuvle
camocmosimenbHvle
pabomul, OuKmaumol,
3auem:
[IpakTnueckoe 3ananue
BBITIOJTHEHO BEPHO -
OIIEHKa 3.
Jlomy1ieHb! HeOOIbINNE
oMOKH MpH 0(POPMIICHUN
JIOKyMEHTa - OLIeHKa 4.
Brinmonnena 6onee
MOJIOBUHBI paOOTHI C
HEOOJBIIIMMH OIIHOKAMHU -
OIIeHKa 3.

PaboTa He BEITIOJIHEHA,
JOMyIIEHBI TPyOBIe
OIIINOKH - OLIEHKA 2

Ipaxmuueckue 3anamus,
OUKMAHmMbl, AyOUMOpPHbLE
camocmosmenbHvle
pabomsl, 3auem
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5. KOHTPOJIb 1 OEHKA PE3YJbTATOB OCBOEHHUA
OBYYAIOIIUMHUCA YYEBHOU JUCIHUITJIMHBI
B YACTHU JOCTUKEHHUSA JIMYHOCTHBIX PE3YJbBTATOB

Kon
JIMYHOCTHBIX
JInyHOCTHBIE pPe3yJIbTATHI
pe3yJIbTaToB
peau3aluy NporpaMMbl BOCIIUTAHUSA
peaju3anuu
(Oeckpunmopbwt)
NPOrpamMMmblI
BOCHUTAHUSA
[IposiBneHne u JEMOHCTpalMs YBaXXEHHS K JIOJASIM Tpyna,
OCO3HaHUE LEHHOCTH CcOOCTBEHHOro Tpyaa. CrpemieHue K JIP 4
dbopMHpOBaHHIO B CETEBOM  cpele  JIMYHOCTHO U
1po(hecCHOHATILHOTO KOHCTPYKTUBHOIO «IIM(PPOBOTO CIAEAA»
3a0oTsIuics 0 3alluTe OKpY’Karolled cpenbl, COOCTBEHHON U P 10
qy0i 0€30MaCHOCTH, B TOM YucIe HU(POBOH.

KpI/ITCpHI/I OLICHKH JIMYHOCTHBIX PC3YJIbTATOB O6Y‘I&IOHH/IXC$II

— y4acTHe B UCCIIE0BATEIbLCKON U MPOEKTHOM padoTe;

— ydacTue B KOHKypcax MpOo(hecCHOHAIBHOTO MacTepCTBa,

HpO(bGCCI/IH, BHKTOpHHAX, B IIPCAMCTHBIX HCIACIIAX,

IPOSIBJICHUE  KYJIBTYpPbI

noTpebieHuss uHbOpMaIIH,

oJImMIIMagax IIO

YMGHI/Iﬁ U HAaBBIKOB

MOJIb30BAaHUSI KOMIIBIOTEPHON TEXHUKOW, HABBIKOB OTOOpa U KPUTUUYECKOTO

aHaJin3a

IpOCTp

uH(popmaIuu,
AHCTBE;

6.MEPOIIPUATUSA, 3AIINTAHUPOBAHHBIE HA TIEPNO/

YMEHUS

OpPUCHTHUPOBATLCA

B

PEAJIM3ALIMY YYEBHOM JIUCHMUILUIMHBL
COTJIACHO KAJIEHJIAPHOMY TUIAHY BOCIIUTATEJBLHOM PABOTBI

H(}OpMaMOHHOM

Copepxanue u Gpopmbl Mecto Koawbi
Hara Aep (bop YyacTHUKH OTBETCTBEHHDbIE | o1
AEATEIbHOCTH NMPOBEACHUS JIP
JHexalpb 2 Kypc KOJUIE K [Ipencenarens JIP4
Bnyrpukomnemxkaas
(e’xeroTHoO) yIp & 1K, JIP10
OJIUMITHAJA 110
IpernojaBaTelib
JTUCLHUIUIMHE B paMKax eGHOG
Henenu nnpopmatuku Y1
JIVICTIATUTHHEI
despaiib 2 Kypc KOJUIE 1K 3aB. ODul, JIP4
€XKEroHO Pyxk. P1
( H0) Henosas urpa "I[Ipume Ha Y. criet P10
" 38.02.01,
padoty” B pamax IpernojaBaTelib
Henenu cnenuansHocTH peronasar
yueOHOU
JIVICTIATUTHHEI
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