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1. OBIIASI XAPAKTEPUCTUKA PABOYEM ITPOT'PAMMbBI YYEBEHOM
JUCHUIIJINHBI
«OI1L1.06 TokyMeHTAITMOHHOE 00ECTICUCHHE YITPABICHUS )

1.1. MecTo IuCUMILIMHBI B CTPYKTYP€E OCHOBHOM 00pa30BaTe/IbHOM MPOrpaMMBbI:

Vuebnas aucnumummHa «OII.06 JlokyMeHTalMOHHOE OOECIICUeHUE YIPaBICHUS
SBIIIETCSL 00S3aTENLHON YacThi0 00mIenpodeccnoHAIEHOTO TUKIIA OCHOBHOW 00pa30BaTeIbHOM
nporpammbl B cooTBeTcTBUM ¢ PI'OC mno cnenumanbHocT 38.02.01 DxoHOMHMKAa ©
OyxraiaTepckuil yuer (110 oTpacism).

Ocoboe 3HaveHHe AUCHUIUIMHA UMeeT Tpu hopmupoBannu U pazsutun OK-01, OK-02,
OK-03, OK-04, OK-05, OK-09, OK-10, I1K 1.1, IIK 2.7.

1.2. IIe.m: H INIAHUPYEMBIC PE3YyJbTAaThl 0CBOCHUA TUCHUIIIMHBI:

B pamkax mporpammbl y4eOHOW NHUCHMIUIMHBI O0YYarOUIUMUCA OCBAaMBAIOTCS YMEHUS U
3HAHUS

Konx OK, YmMenus 3HaHus
I1K

OK-01 | pacmo3HaBaTh 3aaqy W/WIK IpodIeMy B aKTyaJbHBIA TPOGECCHOHANBHBIN U
npodeccnoHaTbHOM H/UIH COLMAIBHOM COLIMANILHBIA KOHTEKCT, B KOTOPOM
KOHTEKCTE; aHATM3UPOBATh 3a/1a4y H/WITH MPUXOAUTCS paboTaTh U )KUTh; OCHOBHBIC
npoOJIeMy U BBIIENIATH €€ COCTaBHBIC YaCTH; | MCTOYHHKH MH()OPMAIMN U PECYpPCHI LIS
OTIPEAEIATH ITAIBI PEIICHNUS 3a0a4H; pemIeHus 3a/1a4 ¥ mpooieM B
BBISBIISITH U 3()()EKTUBHO HCKAThH npo¢ecCHOHATEHOM /TN COLMAIEHOM
WHGOPMAITHIO, HEOOXOTUMYIO IS PEIICHUs] | KOHTEKCTE;
3a/1a4¥l W/WIHN IPOOIIEMB, aJITOPUTMBI BHITIOIHEHUS pa0oT B
COCTaBUTH TIAH JICHCTBUS; OTIPE/ICITHTh npo¢ecCHOHANEHON M CMEXHBIX 00J1aCTSIX;
HEOOXOMMBIE PECYPCHI; METO/BI paboThl B IpodecCHOHaTbHON 1
BJIaJIETh aKTYaJbHBIMU METO/IaMH PaOOTHI B | CMEKHBIX chepax; CTpyKTypy IUIaHa JUIs
npodecCHOHANTLHON 1 CMEKHBIX cepax; peleHus 3a1a4; MOpsSA0K OLEHKH
peann3oBaTh COCTABICHHBIN IIaH; pe3yIbTAaTOB PEHICHUS 3a/1a4

OIICHWBATh PE3YJITAT U MOCIEACTBHSI CBOMX | MPOPECCHOHAILHOU AesITeThHOCTH
JIEHCTBHH (CaMOCTOSATEIHHO UIH C IIOMOIIBIO

HACTABHHKA)

OK-02 OTIPECIIATh 3a1a4H ISl TOMCKa HOMEHKJIaTypa HH()OPMAaIIMOHHBIX
UHPOPMAITUH; OTIPENIENIATH HEOOXOAUMbBIE HUCTOYHUKOB MPUMEHSIEMBIX B
HCTOYHUKH MH(POPMAIINH; IIIAHUPOBATh podeCCHOHANTBHON IEATETBHOCTH;
MPOIIECC MOKMCKA; CTPYKTYPHUPOBATH MIPUEMBI CTPYKTYPHPOBAHUS HH(POPMAIINH;
MOJTyYaeMyt0 UHPOPMAIHIO; BBIICIAThH dbopmar ohopmIteHHS PE3yJILTATOB MOKCKA
HanboJiee 3HAUNMOE B MIEPCUHE HHpOPMAITUH

I/IH(i)OpMaIII/II/I; OLICHUBATH IMMPAKTHUYCCKYIO
3HAYUMOCTDL PE3YyJIbTATOB IIOUCKA,
O(l)OpMJ'I}ITL PE3YJIbTAThl TIOMCKA

OK-03 | ompenensiTh akTyaJbHOCTh HOPMATHBHO- CoJIepIKaHue aKTyalbHOH HOPMATHBHO-
IIPaBOBOM TOKyMEHTALUU B [IPaBOBOM IOKYMEHTALlMU; COBPEMEHHAS
po(heCCHOHATBHON IEATENbHOCTH; Hay4yHas u MpodeccuoHaIbHaS
MPUMEHSTH COBPEMEHHYIO HAYYHYIO TEPMHUHOJIOTHS; BO3MOXKHBIE TPAEKTOPHUHU
npodeCcCHOHANTBEHYIO TEPMHUHOJIOTHUIO; po(heCCHOHAIIBHOIO PA3BUTHS U
OTIPEICIISATH U BEICTPAUBATh TPACKTOPHH caMo00pazoBaHus
po(heCCUOHATBHOTO Pa3BUTHUS U
caMo00pa3zoBaHUs

OK-04 OpraHM30BbIBaTh Pa0OTY KOJIJICKTHRA H IICUXOJIOTUYECKHUE OCHOBBI IEATEIILHOCTH
KOMAaH/Ibl; B3aUMO/JICHCTBOBATh C KOJUIETaMHU, | KOJUICKTHBA, ICUXOJIIOTUICCKIEC
PYKOBOJICTBOM, KJIMEHTAMH B XOJIC OCOOCHHOCTH JTMYHOCTHU; OCHOBBI
npodecCHOHATLHON JIEATETbHOCTH MPOEKTHOH JIeSITEIbHOCTH

OK-05 | rpaMOTHO M3J1araTh CBOM MBICIH H 0COOCHHOCTH COITUAITBHOTO U KYJIBTYPHOTO
0pOpMIIATE JOKYMEHTHI 110 KOHTEKCTa; MpaBmiia opopMICHUS
npodecCHOHATLHON TeMaTHKE Ha JIOKYMEHTOB U TIOCTPOCHUSI YCTHBIX

TOCY/IapCTBEHHOM SI3BIKE, MTPOSIBISITH coo0IeHui




TOJICPAHTHOCTL B pa6oqu KOJIJICKTHUBEC

OK-09 | nmpumMeHsTh cpeacTBa HHPOPMALMOHHBIX COBPEMEHHBIE CPEJICTBA U YCTPOHCTBA
TEXHOJIOTHH AJISI peILICHUS HH(pOPMaTH3aLNH; TOPAIOK UX
npodecCHOHANBHBIX 3a]]a4; HCIOIb30BATh NPUMEHEHUS U IPOrpaMMHOe obecrieueHne
COBPEMEHHOE MPOrpaMMHOE 00ecIIeUeHUe B IpoecCHOHANIBHON 1S TEIbHOCTH

OK-10 | noHuMAaTh OOIINI CMBICI YETKO TpaBujIa IOCTPOCHUS MTPOCTHIX U CIIOKHBIX
MPOM3HECEHHBIX BHICKA3bIBAHUH HA NpesIoKeHUH Ha podeccroHaIbHbIe
W3BECTHBIE TEMBI (podeccHoHaATBHBIE U TEMbI; OCHOBHBIE 00IIeYOTPEOUTENBLHBIE
OBITOBEIC), TOHMMATh TEKCTHI Ha 0a30BBIC r1aroiiel (OBITOBas U MpodecCuoHaTbHAS
npodecCuOHAIBHBIE TEMBI; Y1aCTBOBATh B JIEKCHKA); JIECKCUYECKUI MUHUMYM,
Jraorax Ha 3HaKOMbIe O0Iue U OTHOCSIIMICS K ONTMCAHUIO IPEIMETOB,
npodecCHOHANBHBIE TEMBI; CTPOUTD IIPOCTHIE | CPEACTB U MPOLECCOB NPodheccHoHaIbHON
BBICKa3bIBaHHS O ceOe U 0 CBOe JIeSITeJIbHOCTH;, 0COOEHHOCTH
npodecCHOHANBHON AeATENbHOCTH; KPaTKO MIPOM3HOLICHHSI; TPaBUJIa YTCHHUS TEKCTOB
00OCHOBBIBATh U OOBSICHUTH CBOM JCHCTBUS | MPO(ECCHOHATIBHOMN HANPaBIEHHOCTH
(Texyiue u TUTAHUPYEMBIE); TIHCATh POCTHIE
CBSI3HBIE COOOIIEHHSI HA 3HAKOMBIC HIIH
UMHTEpecyIue MpodecCHOHAILHBIE TEMBI

MK 1.1 | obmue TpeGoBaHUs K OyXraaTepCKOMY y4eTy | MPHHUMATh POU3BOJIbHBIC TIEPBUYHBIE
B YaCTH JOKYMEHTHPOBaHUs BCEX OyXranTepckue JOKyMEHTBHI,
XO35IICTBEHHBIX JEHCTBUH U Ollepaluii; paccMaTpuBaeMble KaK IMCbMEHHOE
MIOHSTHE IEPBUYHON OyXTraiaTepcKoi JIOKA3aTeJIbCTBO COBEPILEHHUS
JOKYMEHTALIH; XO3SHCTBEHHON OTIEPaLliK WIN TTOJIyUYCHHE
olpeJiesIeHNe IEPBUYHBIX OyXTaJlITePCKUX paspelIeHus Ha ee IPOBEICHHUE;
JOKYMEHTOB; MPUHUMATH TIEPBUYHBIE OyXTAITEPCKUE
(bopMBI IEPBUYHBIX OYXTaITEPCKUX JOKYMEHTBI Ha OyMa)KHOM HOCHUTENE U
JOKYMEHTOB, COAEPIKAIINX 0053aTeIIbHbIC (unK) B BUIE 3IEKTPOHHOTO JOKYMEHTA,
PEKBU3UTHI IEPBHYHOTO YUETHOTO MOJIITUCAHHOTO JIEKTPOHHOU MOJIHCHIO;
JIOKYMCHTA, MPOBEPSTH HATNYHE B MPOU3BOJIHHBIX
MOPSIIOK TIPOBEACHUS IPOBEPKU HEPBUUHBIX | MEPBUYHBIX OYXTaJdTEPCKUX TOKYMEHTAX
OyXTralTepCKuX JOKYMEHTOB, (hOpMaILHON 00s13aTeNbHBIX PEKBU3HUTOB;

MPOBEPKHU JIOKYMEHTOB, TPOBEPKHU 110 MPOBOJUTH (POPMATILHYIO POBEPKY
CYyLIECTBY, apU(pMETHUECKON POBEPKHY; JIOKYMEHTOB, IIPOBEPKY MO CYIIECTBY,
NPUHIMIIEL ¥ IPU3HAKKA TPYIIMPOBKH apu(METHYECKYIO IPOBEPKY;
MEPBUYHBIX OyXTalTepPCKUX JOKYMEHTOB; MPOBOJUTH TPYIITHPOBKY ITEPBUYHBIX
MOPSIIOK POBEACHUS TAKCUPOBKH U OyXrajaTepcKuX JOKYMEHTOB IO PSIIy
KOHTHUPOBKH NEPBUYHBIX OYyXIaITEPCKUX MPU3HAKOB,;
JIOKYMEHTOB; MPOBOJIUTH TAKCUPOBKY U KOHTHPOBKY
TIOPSIJIOK COCTABJICHUS PETUCTPOB MEPBUYHBIX OyXTalTepPCKUX JOKYMEHTOB;
OyXrajaTepcKoro y4era; OpraHU30BbIBAThH JJOKYMEHTOO0OPOT;
NpaBWIa U CPOKU XPaHEHHs IEPBUYHON pa3bupaTeCcs B HOMEHKJIAType JEeI;
OyXTanTepcKoil JOKYMEHTAIHH; 3aHOCHUTbH JIJAHHBIC TI0 CTPYIIHPOBAHHBIM
JOKYMEHTaM B PETHUCTPBI OyXTaJITepCKOTO
yuera;
nepeaBaTh MEPBUYHBIE OYXTalTepCKUE
JIOKYMEHTBHI B TEKYIIUI OyXranTepcKui
apXxWuB;
nepeaBaTh MEPBUYHBIE OYXTalTepCKUE
JIOKYMEHTBI B TIOCTOSTHHBI apXHB T10
WCTEYECHNHU YCTaHOBJICHHOTO CPOKa
XpaHEHUS;
UCTIPABJISATH OMIMOKK B IEPBUYHBIX
OyXTranTepcKUX TOKYMEHTaX;
[IK 2.7 | cocTaBnsATh akT MO pe3yJbTaTam MOPSIIOK COCTABJICHUS CIIMYUTEIBHBIX

WHBCHTapU3AIHH;
COCTABIISITh CJIMYUTEIBHBIC BEJIOMOCTH U
YCTaHaBIUBATh COOTBETCTBHUE JAHHBIX O
(haKTUYECKOM HAITUYHMH CPEICTB JaHHBIM
OyXTaJITEPCKOTO yUeTa;

BBITIOJTHSITh KOHTPOJIBHBIEC MPOIEAYPHI M UX

BEIIOMOCTEH B OyXrantepuu u
YCTaHOBJICHHE COOTBETCTBUS JIAHHBIX O
(haKTUYECKOM HAITMYHMH CPEICTB TaHHBIM
OyXraJTepcKOoro yderTa;

MPOIIETyPY COCTABIICHHUS aKTa MO
pe3yiabTaTaM WHBEHTapU3aIliy.




JIOKYMECHTHPOBaHHUE, TOTOBUTH U 0(OPMITATH
3aBepIaroIIe MaTepHAaIIb 10 pe3yIbTaTam
BHYTPEHHETO KOHTPOJIS.

[1nanupyemble INYHOCTHBIE PE3yIbTaTh

JIP 12 TIpunumaromuii ceMelHbIe IEHHOCTH, TOTOBBIM K CO3JJaHUI0 CEMbU M BOCITUTAHUIO JIETEH;
JIEMOHCTPHUPYIOIINI HETIPHUATHAE HACHITUS B CEMbBE, YXOZa OT POTUTEIHCKOM
OTBETCTBEHHOCTH, OTKa3a OT OTHOIIICHUH CO CBOMMU JICThbMU M UX (PMHAHCOBOTO
coJIepKaHusI.

JIP 13 Co0mroarontiii B CBOCH Mpo¢heCCHOHATEHOM NeITeILHOCTH STHICCKHE TTPHHITHIIHL:
YECTHOCTH, HE3aBUCUMOCTH, TPO(ECCHOHAITBHOTO CKENTUITU3MA, IPOTUBOICHCTBUS
KOPPYIIIKHU ¥ SKCTPEMH3MY, 00JIaar0IUi CUCTEMHBIM MBIIUICHUEM U YMEHHEM
NPUHUMATH PEIICHHUE B YCIOBHSIX PUCKA U HEOTIPEICIEHHOCTH

JIP 20 CriocoGHbIN (OpMUPOBATH TPOEKTHBIE UICH U 00ECTIEYNBATh UX PECYpPCHOIIPOrPaMMHON
JICSATEIILHOCTHIO




2. CTPYKTYPA U COAEPXKAHUE YUEBHOM JUCIIUILIVHBI

2.1. O0beM y4eOHOM TMCHUIIMHBI 1 BUbI Y4eOHO# padoThl

Bupn yueoHoil1 paGoThI

O0BeM B yacax

O01bem o0pa3oBaTeIbHOI NPOrpaMMbl Y4eOHOI THCIUTLINHBI 60
B T.4. B JOPME MPAKTUICCKOH MOATOTOBKU

BT. 4..

TeopeTnieckoe o0ydeHne 24
MPAaKTUYECKUE 3aHATUA 24
KypcoBasi pabora (IpoeKT) —
Camocmosamenvras paboma 12

IIpome:kyTouHas arrectauusi — 1M depeHuMpPOBAHHBIH 3a4eT




2.2. TemaTH4ecKuii IUVIaH U CO/lep:KaHUe Y4eOHOU AU CHMIIIMHBI

Kon
KOMIIETCHIUH H
JIMYHOCTHBIX
O0bem pe3yJbTATOB,
Copnep:xanne y4eOHOro MaTepuaja U GopMbl OPraHM3alMHU JesATeIbHOCTH
HaumeHnoBaHue pa3aesioB U TeM B ¢dopmupoBanuio
odyuyarwuuxcs
yacax KOTOPbIX
crnocoo0cTByeT
3JIeMeHT
NPOrpaMMbl
1 2 3 4
PA3JIEJI 1. IOKYMEHTHPOBAHUE YIIPABJIEHUYECKOMN JESTEJIBHOCTH
Tema 1.1. Conep:xanue yueOHOro MaTrepuaJia
Beenenue. JlokyMeHTHpOBaHHE 1. 3HaveHue U coiepKaHue AUCIUIUIHHBI «/lOKyMEHTAIlMOHHOE 00ECTICYCHUE YIIPABIICHHS
ynpaBJieHY€eCKOii 1esiTeJIbHOCTH U CBSI3b €€ C APYIMMH AUCLMIUITMHAMH 00111€00pa30BaTeIbHOTO U CIIEHUATIBHOTO LIUKIOB.
[ToHsTHE TEPMUHOB «IOKYMEHT», «TOKYMEHTHPOBAHUEY, «TOKYMEHTALMOHHOE O0ecieueHe
ynpasneHus». VicTopust pa3BUTHsI HAYYHBIX MPEACTABICHUN O JOKYMEHTAlMOHHOM 2
oOecnieyenun ynpasieHus. HopmaTtuBHo-1ipaBoBast 6a3a opraHu3aluy JOKYMEHTalHOHHOTO
o0ecrieyeHus yIpaBiIeHHUs KaK OCHOBA TEXHOJIOTMH IpoueccoB ynpasienus. CocTas
yIpaBlieHYECKUX JOKyMeHTOB. [loHsaTue cucreM nokymeHrtanun. OyHKIIMOHATIBHBIE U
OTpacyeBble CUCTEMBI IOKyMEHTAUH. Y HU(DUKALMS U CTaHIAPTU3ALMS YIIPABICHUSCKUX
JOKYMEHTOB.
Tema 1.2. Conep:xanue yueOHOro MaTrepuaJa
CucremMa OpraHu3anMoOHHO- 1.VaudunupoBaHHasi cucTeMa OpraHU3allMOHHO-pacropsanTensHON gokymeHTaiuu (OPJT). OK 01 -OK 05,
pacnopsiguTeIbHOI I'OCTet na OPJl. TpeboBanuss Kk odopmienuto gokymeHnToB. Kitaccudukarms OK 09, OK 10,
JAOKYMEHTAlH OpraHU3aLMOHHO-PACIOPAIUTENBHON JIOKYMEHTALINH: OpraHu3aluOHHbIE, K 1.1, TIK 2.7
pacropsiuTeNnbHbIe, CpaBoYHO-UHPOpManoHHble. OpraHu3anuoHHbBIE JOKYMEHTHI: YCTaB, 6
noJjioxkeHue. PacnopsiiuTenbHbIe  JOKYMEHTBI: TPUKasbl, pACHOpsDKEHHs, yKa3aHus,
nocta"oByieHUs. ClipaBoUHO-MH()OPMAIIMOHHBIE  JTOKYMEHTBL:  JIOKJIanHas  (CiyxeOHas)
3amucKa, OObSICHUTENIbHAS 3aMKCKa, aKT, CIIpaBKa, ClyeOHble MUchMa. JJoOKyMeHTupoBaHue
TPYAOBBIX MPaBoOTHOIIEHUH. COCTaB U 0OCOOCHHOCTH 0(OPMIICHHS JJOKYMEHTOB 110 JTHYHOMY
COCTaBYy.
IIpakTHYecKue 3aHATHSA 8

[Ipaktndeckoe 3ansaruel.OdopmiieHe JOKYMEHTOB € TIOMOIIBIO mporpammbl  Microsoft
Word. Co3nanune mabnoHa JOKyMEHTOB.

[Ipaktnueckoe 3anarue2. CoctaBieHue U OpOpMIIEHHE PACHOPSIIUTEIbHBIX U CIIPaBOYHO-
MH(QOPMALIMOHHBIX JOKYMEHTOB.

IMpakTrueckoe 3anstue3.llpoBepka NpaBWILHOCTH  OGOPMJICHHUS  OPraHU3alMOHHBIX




JOKYMCHTOB.

IIpaktrueckoe 3anstre4.KagpoBoe AeIOIPON3BOICTBO.

Tema 1.3. Conep:xanue yueOHOT0 MaTepHaJa
JeHe:kHbIE U (PUHAHCOBO- 1.0cobeHHOCTH COCTaBieHHs H OQOPMIICHHS JCHSKHBIX U (DUHAHCOBO-pacuyeTHBIX | 6
pacyeTHbIe JOKYMEHTHI JokyMeHToB. OopmMiieHre TOBEPEHHOCTEH OQUIMATFHON B JTMYHOM.
IIpakTHyecKue 3aHATHS 4
IIpakTudeckoe 3ansaTre 5.0hopMieHne IIATeXHBIX JOKYMEHTOB.
Tema 1.4. Conep:xaHue yueOHOT0 MaTepHaJa
JoroBopHo-npaBoBasi 1.IlonsaTne moroBopa (KOHTpakTa), COTJalleHus, MpoTokoia. TumoBas (opma morosopa.
JOKyMeHTanus OCHOBHBIC pa3zieibl 1OrOBOpa. Buibl JOroBOpOB: KYIUTH-POJAXKH, MOCTABKA, KOMUCCUH U | 2
np. JokyMeHThI, 0hOPMIISIOIINE TOPSIIOK PACCMOTPEHHUS CIIOPOB MEXIY OPHIUISCKHMU
nnamiu. [IpaBuna odopmiteHHs TPETEH3HOHHBIX TTHCEM.
IMpakTHyeckune 3aHATHS 4
[Mpaktudeckoe 3ausTHe 6. OCOOEHHOCTH COCTABJICHUS JOTOBOpA MOCTABKY, ITPaBUIIa
o opMIIEHHUS TPETEH3NOHHOTO MHACHMa.
CamocrosiTeibHast paboTa
Hcnone3ys MHPOPMAIMOHHO NPaBOBYIO CHUCTeMy W MHTepHET pecypchl COCTaBUTH 0030p 6
CYIIECTBYIONMX IMAOIOHOB JOKYMEHTOB [UIS JTOKyMEHTHPOBAaHHUS  YIIPaBICHYECKON
JIeSITEIEHOCTH.
PA3JIEJI 2. OPTAHU3AIIMS PABOTHI C IOKYMEHTAMHAX
Tema 2.1. ITousitue Conep:xanue yueOHOro MarepuaJia
JOKyMeHTo00opoTa, peructpanusi | 1.CocraB u yder oObemMa JOKyMeHTOOOOpoTa opranm3anuid. OpraHuzanus padoThI ¢
JOKYMEHTOB, HCTIOJTHEHHE JTOKyMEHTAIIMEH, TTOCTYIAIIEH B OPraHU3aIlnIo: IPHEM BXOIAIINX JOKYMEHTOB, 00padoTKa,
JOKYMEHTOB OpeBApUTEIbHOE  PACCMOTPEHHE H  PACIPEICIICHHE, PErucTpailus, paccMOTpeHHe | 2
JOKYMCHTOB PYKOBOACTBOM, MCIIOJIHCHHC. Hepe;[aqa JOKYMCHTOB BHYTPU OpraHu3alviu.
KonTpone wucromneHus mokymMeHTOB. OpraHuzanyisi ¥ TeXHUKa KOHTPOJIS HCIIOJHEHUS.
TunoBble 1 MHANBHUYaTbHBIE CPOKHU MCIIONIHEHUS IOKYMEHTOB.
Tema 2.2. Conep:xanue yueOHOro MaTrepuaJa
HNudopmannonnsie TexHoaorun B | Mcnons3oBanue nporpaMMHOT0 o0ecTiedeHust ISl pelieHus mpodeCCHOHANBHBIX 3a/1a. 2
JeJIONPOU3BOICTBE IlpakTHYecKue 3aHATHSA 4

1. Odopmienre MOKYMEHTOB ¢ mnomomipto mporpammbl  Microsoft Word. Pabora c
JNIEKTPOHHBIMH JIOKyMeHTamH. Co3llaHhe CepHiHBIX NHCeM. Pacchlika T'OTOBBIX IMHCEM.
IpuknagHas cpeaa - cucTeMa yrpasieHus 60azamu ganubix Microsoft Access. basbr maHHBIX
Ul XpaHeHUs: WHPOpPMalu — KOHCTPYHpOBaTh 0a3ly AaHHBIX; BBOIWTb, PEIAKTHPOBATD,
KOTNMPOBaTh M YAANsATh 3amucu. Pabora c 3ampocamu. dopmmupoBaHue oTueToB. [lomck
JIOKYMEHTOB. XpaHeHue 1 00paboTKa 00JIbIINX 00hEMOB JaHHBIX.

2. Hcnonb3oBaHHWE WHTETPUPOBAHHBIX CHCTEM JENONPOM3BOACTBA M YIPABICHUS AJIs
aBTOMaTH3auuu pabouero mecra. PabGota B cpeme Internet m mosp3oBaHME 3JEKTPOHHON
MOYTOW. ODIJIEKTPOHHAs II0YTa: TMOHITHE, Ha3HA4YeHHWEe, CO3JaHWe M OTIpaBKa CBOMX




CO00IIeHuH, mony4eHne mouThl. O3HAKOMUTHCS ¢ TPOPECCHOHATLHO OpUeHTHpOBaHHBIM [10
B obmactu JIOVY. Ilomck HeoOxommmon wH(pOpManuu B 00JIaCTH JOKYMEHTHPOBAHUS.
OredecTBEeHHBIC pa3pabOTKH mporpamMM aproMatuzanyu JJOY u apxuBHOTO nena. OCHOBHBIC
yrpo3sl podeccnoHaIbHON 6€30IaCHOCTH.

CamocTrosiTenbHasi padoTa
Hcnonp3ys MHGOPMALMOHHO IIPAaBOBYIO CHUCTEMY M VHTEpHET pecypchl COCTaBUTH 0030p

NPOTrpaMMHBIX pEIIeHHUH Ui BEJeHUs JTOKYMEHTO0OOpoTa ¢ mepeyHeM (yHKUHWH, KOTOpbIe 6
nporpamMma peanusyeT. CocTaBuTh TaONHIly CPaBHUTEIBHOTO aHAJIN3a IPOTPaMM.
Tema 2.3. Cojaepsxanue yueOHOr0 MaTepuaJia
Opranuzanusi onepaTUBHOIO U 1.CucremaTuzamusi JTOKYMEHTOB M uX XpaHeHue. Homenkmatypa nen. IlpumepHsie u
apXMBHOI0 XpaHEeHHUsI TUIOBbIE HOMEHKHarypel jen. Odopmiuenne HoMeHkIatypsl gen. TpeOoBanus K | 2
JOKYMEHTOB odopmiIeHHIO ei. XpaHeHHe JOKYMEHTOB B CTPYKTYPHBIX NojpasnencHusx. [loaroroska
JIeJ K c1aye B BEJOMCTBEHHBIN apXHB.
IlpakTHyecKue 3aHATHS 4
IIpaxkTrueckoe 3anstue 7. CocTaBieHre HOMEHKIIATYPHI 1e]1 OpraHu3alyi.
ITpomeskyTouHas arTecTauus — AMpdepeHuMpoOBaHHbIH 3a4eT 2
Bcero: 60




3. YCJIOBUS PEAJIM3ALIAU ITIPOTPAMMBI YUEBHOM JUCIHUATIJIAHBI
3.1. lnsg peanuzamnuu mporpaMmbl Y4eOHOU TUCIUIUTMHBI JOJDKHBI OBITh MPEyCMOTPEHBI

CJIEIyIOIINE CIIEIUAIbHbIC TOMEIICHHUS:

Kabuner JIOKYMEHTAIlMOHHOTO obecrieueHus yIpaBJIeHHUS, OCHAIICHHBIN
000pyI0BaHUEM:

54 yueOHbIX MecTa, pabouee MECTO MPEenojaBareisi, MYJIbTUMEIUNHHBIA IPOEKTOD,
HOYTOYK, MHTEpAKTUBHAs JOCKa, y4deOHas JOCKa, JKpaH, HarjsaHble ydeOHBbIe MOCOOHUS IO
JTUCITUTIINHE, TUIAKAThI, TUIAKTHYECKUE CPEICTBA O0yUCHUS;

Office Professional Plus 2016 Russian OLP NL AcademicEdition (MS Word, MS Excel,
MS Power Point, MS Access), ocnoBanre AKT ripegoctasienus npaB Ne Tr035773 ot 22 urons
2016 roga, AO «CodtJlaita Tpeiiay;

[Iporpamma KOMIIbIOTEpHOrO TeCTUpOBaHUs 3HaHU MyTestXPro — akt npegocraBieHus
npaB Ne IT168538 or 01.10.2013;

Google Chrome — HUurepuer-opay3sep. CBodoanoe I10 // 6eccpouHo;

Opera — UnTepuer-6pay3ep. Croboauoe I10 // 6eccpouno;

AdobeAcrobatReader DC — IIporpamma npocmortpa (daiiios B popmare PDF CBoboHoe
10O // 6eccpouno;

7-ZIP — apxuBatop. CBoboanoe I10 // 6eccpouHo.

3.2. UnopmannonHoe odecnevyenne peaju3anum NporpaMmbl

Jlnga peanuzanuu MporpaMMbl OUONMHOTEUHBIH (GOHI 00pa3oBaTENbHON OpraHu3alud
UMeeT TIeYaTHbIE W/WIM DJIEKTPOHHBIE OOpa3oBaTelbHbIE W WH(POPMALMOHHBIE PECYPCHI,
pexomennoBanHele ®YMO, nns ucnonb3oBaHHMs B oOpas3oBarenbHOM mporecce. [lpu
dbopmupoBannn OnbMoTedHOro0 (PoHIa 00pa30BaTENLHON OpraHu3alel BEIOMpaeTcs HE MEHEe
OIHOTO M3JaHuA U3 NMECPCUHUCIICHHBIX HUXKC NICYATHBIX I/I3I[aHI/II\/'I n (I/IJ'II/I) OJICKTPOHHBIX I/ISILaHI/Iﬁ B
Ka4eCcTBE OCHOBHOTO, ITPU 3TOM CIIUCOK, MOKET OBITh JIOMOJIHEH HOBBIMU U3JaHUSMHU.

3.2.1. OcHoBHasi IUTEpPaTYypa
1. lokyMeHTallMOHHOE obecrieueHue ynpasieHus : yueOHuk / boikoBa T.A., mox pexn. u

np. — Mocksa : KnoPyc, 2020. — 266 c. — (CI1O). — ISBN 978-5-406-05649-3. — URL.:
https://book.ru/book/932895

2. Bapmynn, B.B. JlokymeHTanmonHoe obecriedeHne ynpasieHus : yueOHuK / Bapmyna
B.B. — Mocksa : FOctunus, 2020. — 271 c¢. — (CI1O). — ISBN 978-5-4365-3439-8. — URL.:
https://book.ru/book/932046

3.2.2. JlonoHUTeIbHAS JTUTEpPaTypa

1. bacakoB, M.M. JlokyMeHTalMOHHOE oOOecreueHue yrpaBieHus (C OCHOBaMHU
apxuBoBezieHHs) : yueOHoe nocobue / bacakos M.1. — Mocksa : KnoPyc, 2020. — 216 c. —
(CITIO). — ISBN 978-5-406-07305-6. — URL.: https://book.ru/book/932044

3.2.3. UnTepHeT-pecypcesl

1. https://book.ru



https://book.ru/book/932046
https://book.ru/book/932044
https://book.ru/

4. KOHTPOJIb 1 OIIEHKA PE3YJbTATOB OCBOEHUS YUEBHOM

TACIATITAHBI

Pesynomamul 00yuenus

Kpumepuu OUECHKU

Memoowl ouenku

Y CBOEHHBIE 3HAHUS:

aKTyaJbHBIA PO ECCHOHATBHBIA 1
COIMATIHLHBIA KOHTEKCT, B KOTOPOM
MPUXOIUTCS pabOTaTh U KUTh;
OCHOBHBIE NCTOYHHUKHN HH()OPMAIIUHU
pecypchl s peleHns 3aaa4 1
mpooJieM B IpOoQecCHOHATLHOM U/ WK
COIMAJIbHOM KOHTEKCTE;
aITOPUTMBI BHITIOTHEHHUS paboT B
npodecCHOHANEHON 1 CMEKHBIX
00acTsIX; METOIbI PaObOTHI B
po(heCcCHOHANBHON 1 CMEKHBIX
cepax; CTpyKTypy IUIaHa JJIs
peleHus 3a1a4; MOPSA0K OLEHKH
pe3yIbTaTOB PemIeHUs 3a/1a4
pohecCHOHATPHOMN NEATENbHOCTH
HOMEHKJIaTypa HHPOPMAaIHOHHBIX
WMCTOYHHUKOB ITPUMEHSEMBIX B
pohecCHOHATBHON NeATENbHOCTH;
IIPUEMBI CTPYKTYPUPOBAHUS
uHpopmaium; hopmar ohopmIIeHUS
pe3yIbTaTOB TTOUCKA WH(OPMAITIH
COZIEpKAHUE AKTYAJILHOMN
HOPMAaTHBHO-IIPABOBOU
JTOKYMEHTAIINH; COBPEMEHHas
Hay4yHas u podeccCuoHaIbHAS
TEPMUHOJIOT U, BO3SMOKHBIC
TpaeKTOpHH MPO(HECCHOHATEHOTO
pa3BUTHS B CaMOOOPa30BaHU
IICUXOJIOT'NYCCKHUE OCHOBBI
JeSITeIbHOCTH KOJIJICKTHBA,
TICUXOJIOTHYECKUE OCOOCHHOCTH
JUYHOCTH; OCHOBBI IPOEKTHOM
JeSITeTbHOCTH

OCOOCHHOCTH COIMAIBHOTO 1
KYJIBTYPHOTO KOHTEKCTA; IpaBuia
o(opMIIEHUS TOKYMEHTOB H
MTOCTPOEHUS YCTHBIX COOOIICHUI
COBpEMEHHBIE CPEJICTBA U YCTPOHCTBA
WHQOPMATH3AINH; TIOPSIOK UX
NIPUMEHEHUS U IIPOTPaMMHOE
oOecrieyeHue B MpodecCuoHATBHON
JIeSATEIIbHOCTH

NpaBuIIa TIOCTPOCHUSI TPOCTHIX H
CJIOXHBIX MPEUIOKECHUN Ha
npodeccuoHaNbHbIE TEMBI; OCHOBHBIE
001IeynoTpeONTENHHEIE TIIar0JIbl
(6prTOBas M TIpOohecCHOHATBHAS
JIEKCUKA); JIEKCUIECKHI MUHUMYM,
OTHOCSAILIUICS K OIUCAHUIO
MPEIMETOB, CPEJCTB U MPOIECCOB
npodecCHOHAIBHON e TeNbHOCTH;
0c00ECHHOCTH POMU3HOIICHHUS;

OTan4HoO:

— JTaHbI HCYEPITBIBAIOIINE
000CHOBaHHBIC OTBETHI HA BCE
MTOCTABJICHHBIE BOIIPOCHI,
MIPaBUILHO M PAITHOHAIBHO (C
HCIOJIb30BaHUEM
PaIMOHATBHBIX METOJIHK)
PEIIeHBI COOTBETCTBYIOIIHE
3a/1a4w;

— B OTBETaX BBIICISIIOCH
IJIABHOE, BCE TCOPETUYCCKUE
TTOJIOXKEHUS yMEJIO
YBSI3BIBAIUCH C TPEOOBAHHUAMU
PYKOBOIAIINUX JOKYMEHTOB;

— OTBETHI OBUTH YETKUMH U
KpaTKAMH, a MBICTTH
M3JIaraJIuCh B JIOTHYCCKOH
[TOCIIEI0BATENNEHOCTH;

— TIOKa3aHO yMEHHUE
CaMOCTOSITEIBHO
aHaM3UPOBATh (PAKTHL,
COOBITHSA, SIBICHUS, TIPOIIECCHI B
HX B3aUMOCBA3U U
JTUAJIEKTUYECKOM Pa3BUTHU.
Xopomio:

— JIaHHbI MOJTHEIE, JOCTATOYHO
000CHOBaHHBIC OTBETHI HA
MTOCTaBJICHHBIE BOIIPOCHI,
MIPaBUIIEHO PEIIEHBI
MIPaKTHUYECKUE 3aaHHS;

— B OTBETaX He BCerjaa
BBLJIETISUIOCH TJIaBHOE,
OT/IENBbHBIE TTOJIOKEHUS
HEAOCTATOYHO YBA3BIBAJIUCH C
TpeOOBaHUSIMH PYKOBOISTIIX
JIOKYMEHTOB, TIPH PEIICHUH
MPaKTHUYECKUX 3a/1a4 He BCeraa
HCIIOJIb30BAJINCH
paIoHaIbHBIE METOIUKH
pacuéTos;

— OTBETHBI B OCHOBHOM 6])1.]'[1/1
KpaTKAMHU, HO HE BCerJia
YETKUMH.

Y 10BJIETBOPUTEIBHO:

— JIaHbI B OCHOBHOM
MIPaBUIILHBIC OTBETHI HA BCE
IOCTaBJICHHBIC BOIIPOCHI, HO
0e3 ToKHOW TITyOHHBI 1
000CHOBaHUSI, PU PEIICHUU
MIPaKTHYECKUX 3a/1a4 CTYIEHT
HCTIONTE30BAIT MTPEKHUH OMBIT U
HE TIPUMEHSUT HOBBIC METOIMKH
BBITIOJTHEHHS PAcUETOB, OJTHAKO

YcrHbIi ompoc,
TECTHPOBAHHE.




MpaBUJIa YTEHHUS TEKCTOB
npohecCHOHATBHON HANPABIEHHOCTH
NPUHUMATB POU3BOJILHBIE
NepBUYHBIC OyXTranTepcKue
JIOKYMEHTBI, pacCMaTpHUBaeMbIe KaKk
MUCHMEHHOE JI0KA3aTEIbCTBO
COBEPILIECHUS XO351ICTBEHHOMN
oTiepalvy WK NOJTy4YeHUE
pasperieHus Ha ee MPOBeICHHE;
MPUHUMATH TICPBUYHBIC
OyxranTepcKue JOKYMEHTHI Ha
OyMaXHOM HOcCHTelNe U (WIIK) B BHIE
AIIEKTPOHHOTO TOKYMEHTA,
MOJNMUCAHHOTO 3IEKTPOHHOM
MTOIITUCBHIO;

MIPOBEPSITh HATMYUE B IPOU3BOIHHBIX
MEPBUYHBIX OyXTalnTepPCKUX
JIOKyMEHTaX 00s3aTeIbHbIX
PEKBHU3HTOB;

MPOBOJUTH (hOPMATBHYIO TIPOBEPKY
JOKYMEHTOB, TIPOBEPKY IO CYIIECTBY,
apuQMeTHIEeCKyIO MTPOBEPKY;
MPOBOJIUTH TPYIIITUPOBKY TIEPBUIHBIX
OyXranTepcKuX JOKYMEHTOB IO PsLy
MIPU3HAKOB;

MIPOBOJIUTH TAKCUPOBKY M KOHTHPOBKY
MEPBUYHBIX OyXTanTepPCKUX
JIOKYMEHTOB;

OpPTraHU30BEIBAThH JOKYMEHTOOOOPOT;
pa3dupathCs B HOMEHKIIATYpE JIeT;
3aHOCHUTDH JAaHHBIC 110
CTPYTIAPOBAHHBIM JJOKYMEHTaM B
PETHUCTPHI OyXTaNTEPCKOTO YUeTa;
repenaBaTh IEpBUYHEIE
OyxrajiTepcKkue JOKyMEHTHI B
TEKYIIUN OyXTaITEepPCKUI apXuB;
repenaBaTh IEpBUYHEIE
OyxrajiTepcKkue JOKyMEHTHI B
MTOCTOSTHHBIN apXHB 110 HCTEYCHUN
YCTaHOBJICHHOTO CPOKa XpaHEHUS;
HCIIPaBJIATH OIINOKH B TNIEPBUYHBIX
OyXraaTepcKuX JOKyMEHTax;
TIOPSIIOK COCTABJICHUS CIIMIUTEIIBHBIX
BEJIOMOCTEH B OyXTaiTepun u
YCTaHOBJICHUE COOTBETCTBUS JAHHBIX
0 (haKTUUECKOM HAJIMYUH CPEACTB
JTAHHBIM OYXTaITepCKOTO YUETa;
MPOIIEIyPY COCTABJICHHUS aKTa Mo
pe3ysbTaTaM HHBEHTapU3allHu.

OCBOCHHBIE YMEHHUS:

pacro3HaBath 3aJ1a4y U/WIM IpooIIeMy
B IPO(heCCHOHATIBHOM H/HJTH
COLIMAJIEHOM KOHTEKCTE;
aQHAIN3MPOBATH 337a4y W/WIN
npoOJIeMy U BBIIENATH €€ COCTaBHBIC
YacTH; ONPEAEISTh 3TAIbl PEIICHHS
3a[a4H; BBISIBIATE U 9PEKTUBHO

Ha YTOYHSIOIIUE BOMPOCHI
JIaHbI B TICJIOM TIPaBHIILHBIC
OTBETHI;

— TIIpY OTBETaX HE BBIICISIIOCH
IJ1aBHOE;

— OTBETHI OBUTH
MHOTOCJIOBHEIMHU, HEYECTKUMU U
0e3 TOKHOM JIOrHYeCKOM
M0CJIEN0BATEIHLHOCTH;

— Ha OTAC/IbHBIC
JIOTIOJTHUTENIBHBIC BOIIPOCHI HE
JIaHbI IOJIOKUTEIbLHBIE OTBETHI.
HeynoBaeTBOpUTEIBHO:
BricraBnsercs
oOyJaromemMycs, eciii He
BBITIOJTHEHBI TPEOOBaHUS,
COOTBETCTBYIOIIIUE OIICHKE
«YZOBJICTBOPUTEIILHO.

BrimosHeHE TPaKTHYECKUX
pabor.




MCKaTh HHPOPMAIHIO, HEOOXOAUMYIO
JUTSL PETICHUS 3aJ1a9d W/ WiH
npoOIeMBI;

COCTaBHTbH TIJIaH JCHCTBUS,
OTIpeAeTTUTh HEOOXOUMBIE PECYPCHI;
BJIQ/IETh aKTyaJIbHBIMH METOIaMHU
paboThI B IPpOeCCHOHATLHOM 1
CMEXHBIX chepax; peann3oBaTb
COCTaBJICHHBIH IIJIaH; OI[EHUBAThH
Pe3ynbTaT U TOCIEACTBUS CBOMX
JIEHCTBUI (CAaMOCTOSTEIBHO HITH C
ITOMOIIBI0 HACTAaBHUKA)

OTIpEAETIATH 33/1a4M IS TONCKA
MH(QOPMAIIUK; OTIPENIEINISATh
HEOOXOMMBIE HCTOYHUKU
nH(OpPMAINH; ITIAHUPOBATH MTPOIIECC
MIOWCKA; CTPYKTYPHPOBATh
MOJTy4aeMyto HHPOPMAIUIO; BBLIEIATh
HamboJiee 3HAYNMOE B IIepeuHe
WHQOPMAIIUK; OLICHUBATD
MPaKTUIECKYI0 3HAYUMOCTh
pe3yIbTaTOB MOKUCKA; OPOPMIIATH
pe3ynbTaThl IOKUCKa

OTIPEJICINISATh aKTyaJbHOCTh
HOPMATHBHO-IIPaBOBOM
JIOKYMEHTAIINH B TTPO(eCCHOHATBHOMN
ACATCIIBHOCTH,; IPUMCHATH
COBpPEMEHHYIO Hay4HYIO
po(heCCHOHANTBHYIO TEPMUHOJIOTHIO;
OIpEACIAThL U BbICTPAMBATh
TPaeKTOPUH MPOPECCUOHATEHOTO
pa3BUTHUS B CaMOOOPa30BaHU
OpTraHU30BBIBATH pabOTY KOJIJIEKTHUBA
1 KOMaH/bl; B3aUMOJCHCTBOBATD C
KOJIJIETaMHU, PyKOBOJICTBOM,
KITMEHTAMH B XO7Ie
po(heCCHOHAIBHOM IEATENbHOCTH
rpaMOTHO U3jiaraTb CBOM MBICJIM U
0pOpMIIATE JOKYMEHTHI 110
npohecCHOHANBHON TeMaTHKe Ha
TOCYAApCTBECHHOM A3BIKE, IPOABIATH
TOJIEPAaHTHOCTH B pabouem
KOJIJICKTHBE

NPUMEHSTh CPEJICTBA
WHQOPMAITMOHHBIX TEXHOJIOTUH JUIs
pewenns npodeccuoHanbHbIX 3a/1a4;
UCIIOJIb30BaTh COBPEMEHHOE
MporpaMMHOE o0ecTieueHne
MOHUMATh OOIIUI CMBICI YETKO
NIPOM3HECEHHBIX BHICKA3bIBAHUH Ha
M3BECTHBIE TEMBI (TpopeccnoHaIbHbIE
1 OBITOBBIE), TOHUMATh TEKCTHI Ha
0a3oBbIe IPodeccHoHATTEHBIE TEMBI;
y4acTBOBATh B JUAIOTaX HA 3HAKOMBIE
obmue u mpodhecCHOHATBHBIC TEMBI,
CTPOUTH MPOCTHIE BHICKA3BIBAHHS O
cebe 1 0 cBoeit mpohecCHOHATBHOMN




JeSITeIbHOCTH; KPATKO 000CHOBBIBATH
1 O0BSICHUTH CBOM JICHCTBUS
(Tekylue U IaHUpyeMble); MUcaTh
MPOCTHIE CBSI3HBIE COOOIIEHHS Ha
3HAKOMBIE WJIM HHTEPECYIOIINE
npodecCuOHaTbHBIC TEMBI

oOmye TpeOoBaHus K OyXralTepcKoMy
YUETY B YaCTH TOKYMEHTUPOBAHHUS
BCEX XO3SIICTBEHHBIX ACUCTBUI U
onepaluii;

MIOHSTHE IEPBUYHON OyXraiaTepcKoi
JOKyMEHTAIHH;

OTIpe/IeIeHHE TIEPBUIHBIX
OyXranTepcKux JOKyMEHTOB;

(hOpMBI IEPBUYHBIX OyXTalTePCKUX
JOKyMEHTOB, COJICpIKAIINX
00s13aTeNbHBIE PEKBU3HUTHI
IIEPBUYHOI0 YUCTHOI'O JOKYMCHTA,
HOPSIOK IIPOBEIICHUS TPOBEPKH
MEPBUYHBIX OyXTanTepPCKUX
JOKYMEHTOB, (hOpMaJIbHOM MTPOBEPKU
JOKyMEHTOB, TIPOBEPKH I10 CYILECTBY,
apuMeTHIecKor POBEPKH;
NPUHLINIBI U IPU3HAKU TPYIIIUPOBKH
HEePBUYHBIX OyXTanTepCcKux
JIOKyMEHTOB;

TIOPSIOK TMPOBEACHUS TAKCUPOBKH U
KOHTUPOBKHU IIEPBUYHBIX
OyXTalTepCKUX JOKYMEHTOB;
TIOPSIIOK COCTABJICHUS PETUCTPOB
OyXrajaTepcKoro y4dera;

HpaBHiIa U CPOKH XPAHEHUS
TIEPBUYHON OYXTalnTepCKOM
JOKYMCHTaIWH,

COCTaBIISITh aKT TIO pe3yJbTaTam
WHBEHTApU3aIHY;

COCTaBJIATH CJIIMYUTCIIBHBIC BEIOMOCTH
1 yCTaHaBJIMBATb COOTBETCTBUC
JIAHHBIX O (PaKTUYECKOM HATHIHU
CPE/ICTB AaHHBIM OyXTaJITEPCKOTO
yueTa;

BBITIOJTHATH KOHTPOJIbHBIE TPOLIEAYPBI
U UX TOKYMEHTUPOBAaHKE, TOTOBUTH U
0 OopMIIATh 3aBEPILAIOIIHE
MaTepHabl 1o pe3yabTaTam
BHYTPEHHETO KOHTPOJISL.




