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PaGoyass mnporpamma y4eOHOM NMCHUMIUIMHBI paspaboTaHa Ha OCHOBe (DelepaIbHOTO
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1. OBIIASL XAPAKTEPUCTHUKA PABOYEH TPOI'PAMMBI YYEBHOM
JUCHUITJINHBI

1.1. ObmacThL npuMeHeHus: paGo4eil PorpamMmai
Pabouas nporpamma yue6HOH IUCIUAILTHHE! JIOKyMEHTAMOHHOE OGECTICYeHHE YIIPABICHAS
SIBJIIETCS. YaCThIO OCHOBHOM 00Opa3zoBaTenbHON mporpammel B coorserctBud ¢ ®I'OC CIIO mo
crenuansHocTH 38.02.01 OKOHOMIEKA M OyXranTepckuit yuer (o oTpacisM), yKpyIHEHHAs TPyTIa
cnenuansHocTel 38.00.00 DxoHOMHKA U YIIpaBIICHHE.

1.2. MecTo TuCHMILUIMHBI B CTPYKTYPe OCHOBHOI 00pa30BaTeIbHOM IPOrpaMMbI

VuebHas mucnuiuiiHa JIOKyMEHTAalMOHHOE oOecledeHre yIpaBlIeHHsS — SBISIETCS
BapUAaTHBHOM 4acThIO 00MIENPOdeCcCHOHATFHOTO IUKIAa OCHOBHOM 00pa30oBaTelbHOM IIPOrpaMMBI B
coorBercTBEH ¢ @®I'OC mo cmemuansHocTd 38.02.01 DkoHOMHKA W GyXraaTepckuit yder (1o
OTpAacIIsiM).

VYueOHas mucuuiHa JIOKyMEHTAalMOHHOE OO0ecledyeHre YyIpaBieHHs Hapsaay cC
y4eOHBIMU UCIUILIMHAME 00IIeNpodeCCHOHAIFHOTO UK 06eceunBaeT (OPMHUPOBAHUE OOIIHX
KOMIIETCHIIU# I YCIEIHOIO OCBOEHHS 00pa3oBaTeIbHOM IPOrpaMMEL.

1.3. llesn m 3a7a4n y4eGHON AMCHUILVIMHBI — TPEOOBAHUS K Pe3yIbTaTaM OCBOECHHS
y4eOHOH U CHHIIHHBI

B pesynbrare OCBOEHMS NUCHUIUIMHEI (OPMHPYIOTCS 3JIEMEHTHl CIEAYIOMHUX OOIIMX
KOMIICTEHIMA 00ydJaromerocs, a TakKe JMYHOCTHBIX PE3yJIbTATOB PEAlM3aldd HPOrPaMMBI
BOCTIMTaHHS:

OK 02. Vcnonb3oBaTh COBPEMEHHBIE CpEICTBA MOWCKA, aHATM3a M HHTEPIPETALHH
uHpOpMalmK, ¥ MHQOPMAIMOHHBIE TEXHOJNOTMM IS BBHIIONHEHHMS 3a4ad HpO(ECCHOHAIBHOM
JIeSATENbHOCTH,

OK 04. D dexTUBHO B3aMMOEHCTBOBATH ¥ pabOTATh B KOJUIEKTHBE B KOMAH/IE,

OK 05. OcymecTBIsTh YCTHYIO U MHCBMEHHYIO KOMMYHHKAIIHIO Ha TOCYIapCTBEHHOM SI3BIKE
Poccuiickoii ®enepanuy ¢ yueToM 0COOEHHOCTEN COUATBHOTO M KYIETYPHOTO KOHTEKCTA,

OK 09. Ilonb3oBaThcs HpOGECCHOHANBHOW NOKYMEHTAalHed Ha TOCYJapCTBEHHOM U
HHOCTPAaHHOM SI3bIKaX;

IIK 1.1. Cocrapnate u 00pabaThIBaTh II€pPBHYHBIE YYETHBIE JOKYMEHTHI O (haKTax
XO3HMCTBEHHOM NEATEILHOCTH S3KOHOMHYECKOTO CYOBEKTA;

IIK 2.1. TIpoBOAMTE MHBEHTAPH3AIHIO aKTHBOB U 0053aTENBCTB SKOHOMHUYECKOTO CyOBEKTa H
OTpakaTh €€ pe3yJIbTaTHhI;

[IK 2.2. ®opmupoBaTh OyXraiarepckyro (GQHHAHCOBYIO) U HATIOTOBYIO OTYETHOCTb.

JIP 6 OpueHTHpoBaHHEIH Ha HPOGECCHOHATBHBIE NOCTHXKEHHS, NESTENHHO BBRIPAKAIONTHIH
II03HABATEIbHBIC HHTEPECHI C YYETOM CBOMX CIIOCOOHOCTEMH, 06pasoBaTensHOro 1 npoeccMoHanbHoro
MapLupyTa, BbibpaHHOR kBanudukaumu;

JIP 13 JlemoHCTpupyIommii ymeHHe 3()(GEKTHBHO B3aMMOJECHCTBOBATh B KOMAHJE, BECTH
JTHaJIoT, B TOM YHUCIIE C HCIIOJIb30BaHUEM CPEJCTB KOMMYHHKAI[HH,

JIP 14 leMoHCTpUpYIOIHUi HABBIKH aHAIM3a W HHTEPIPETAMA HHPOPMAIIHHI U3 Pa3IHUHBIX
HUCTOYHUKOB C y4ETOM HOPMATHBHO-IIPaBOBBIX HOPM;

JIP 15 JleMOHCTpHpYIOIIUH TOTOBHOCTH W CIIOCOOHOCTH K OOPa3OBAHMIO, B TOM dHCIE
camM000pa3oBaHuIO, Ha NPOTSIKEHWH BCEH JKU3HM; CO3HATENBHOE OTHOINEHHE K HENPEPHIBHOMY
00pa30BaHHMIO KaK YCIOBHIO YCIIEITHOM MPO(eCcCHOHATBHOM 1 0OIIECTBEHHOM 1eSTeTbHOCTH.

B pesynbrare 0CBOECHHS TUCIUIIIUHBI 00YYAFOIIMNACS JOJDKEH YMETh, 3HATh:

YMenusn 3Hanun
— 0(pOPMIIATH JOKYMEHTAIIHIO B COOTBETCTBUH C | —  IIOHSTHE, LIENH, 3a1a91 U IPHHIHIIE]
HOpPMaTHBHO# 6a30ii, B T.4. C JIETIONPOU3BOICTBA;
HCIOJIb30BaHHEM HH()OPMaHOHHBIX — OCHOBHBIC OHATHS JOKYMEHTAIlTHOHHOI'O




TEXHOJIOTHH; obecriedeHus yrpaBiIeHus;

— OCBaMBaTh TEXHOJIOTHH aBTOMaTH3UPOBAHHON | — CHCTEMY JOKYMEHTALHOHHOTO
00paboTKM JOKYMEHTAIIUH; obecrnieYeHus yIpaBJieHHus;

— HCIOJIB30BaTh YHU(UITMPOBaHHBIE (HOPMEI — KiIaccuUKanuio JOKyMEHTOB;
JIOKYMEHTOB; — TpeOOBaHMS K COCTABICHHUIO H

— OCYILECTBIIATH XPaHEHHE U TIOUCK 0(hOpPMIIEHHIO TOKYMEHTOB;
JOKYMEHTOB; — OpraHU3alyio JOKyMEHT0000pOTa:

— HCIIOJIb30BATh TE€IEKOMMYHHUKAITHOHHEIE npreMa, 06paboTKy, periucTpalmIo,
TEXHOJIOTHH B 3JIEKTPOHHOM KOHTPOJIb, XpaHEHHE JIOKYMEHTOB,
JOKYMEHTO0000poTe HOMEHKJIaTypy Hel.

2. CTPYKTYPA U COAEP)KAHUE YYEBHOM JUCIUIIINHBI

2.1. O0bem yueOHO# NUCHUIIHHBI H BUAbI y4eOHOH paboThI

Bun yuebHoii padoThl

O0Bem yacosB

O06nem 00pazoBaTe/IbHOI POrPaMMBbI 34
CamocrosiTerbHast pabora 10
Cymmaphas yueOHasi Harpy3Ka Bo B3aHMOJIEliCTBHHE ¢ IpenogaBaTeeM 24
B TOM YHCIIE:
TEOPETUYECKOE OOYUCHHE 10
IPaKTHYECKHE 3aHATH (ECIIH IPETyCMOTPEHO) 10
KOHCYJIbTAIlH| 2
IIpomexxyTounas arrecTarus B hopMe qud¢epeHMpoBaHHOro 3a9€eTa 2
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3. YCJIOBUS PEAJIU3AIIVN ITPOTPAMMBI YYUEBHON JUCIHUILINHBI

3.1. [na peanusanMH NpPOrpaMMbl y4eOHOH IUCHUIUIMHBI TPETYCMOTPEHO CJIEXYIONIHe
crenHaJbHble IOMemeHus:
Kabuner, ocHameHnsbIi o6opynosanueM: 15 ctonos, 30 cTympeB, ocka yueOHas, IEPEHOCHOMH
IIPOEKTOP, 9KpaH, HOYTOYK, JIOKaJIbHAs BBEIYUCIUTEIbHAS CETh C HOCTYIIOM K pecypcaM CeTH
HnTepHer.

3.2. UndopmannonHoe obecrnieueHne pean3alii NporpaMmMbl

Jlna peanusanuu nporpaMMbl OuOnuoTedHbIH (GOHI 00pa3oBaTENbHONW OpraHHW3allMd HMEET
IeYaTHblE W/WIKM  JJIEKTPOHHBIE 00pa3oBaTelibHbie M HH)OPMALMOHHBIE  PECYpPCHI,
PEKOMEHAyEMBIE IUIS HCII0JIB30BaHUS B 00pa30BaTEILHOM TIpoIecce.

3.2.1. IleyaTHble H3XaHHUSA
ITyBanoBa H.H. JlokyMeHTannoHHOE oOecneyeHre yIpaBIeHUS: YIYEOHHK U MPAKTUKYM JUIS
cpen. mnpod. obpasosanus/ H.H. IllyBamoBa. — M.: IOpaiir, 2022. — 265¢c. —
(IIpodeccuonansHoe 0Opa3oBaHue)

3.2.2. DneKTPOHHbIE U3JaHHS (3JIEKTPOHHbIE pecypChl)
JenonpousBoactro. http://delpro.narod.ru/rekvis.html
Pacnopsaurensable OKyMeHTHL http://www.klerk.ru/buh/articles/3703/
ITpuka3el 1 MakeTsl. http://blanker.ru/doc/prikaz
®opmysipsl, 00pa3is http://grachev.distudy.ru/Uch_kurs/kod/tema_06/Part_010.htm
Jlenmonpou3BOACTBO U Bee O HeM. http://www.funnycong.ru
JlenompousBoacTBO, W BCE UTO HAaA0 3HaTb 00 OQOPMIICHHH  JOKYMEHTOB.
http://www.funnycong.ru/telegrammi/telegrammi
7 CunpaBounas npaBoBas cucrema «KoncynbrantlImrocy http://www.consuitant.ru
1. http://www.consultant.ru/
2. http://expert.ru

AN B W -

3.2.3. Jlono,THUTEIbHbIE HCTOYHHKH

1. BacakoB M.U. Jlenonpou3BoACTBO (IOKYMEHTAIIMOHHOE OOECIIeYeHHE YIPaBICHUS Ha OCHOBE
I'OCT P 6.30-203): yuebnoe nocobue qis CIIO, By30B. — 7-e u3a., nepepabOTaHHOE U JOI. —
M.: Jamkos u K, 2014r.

[Imenko A.B. JlokyMeHTanuOHHOe oOecnedeHHe YIpaBleHHUs: Yy4eOHUK Ul CPEIHETO
npodecCHOHATIFHOTO 00pa3oBaHus. — 9-e u3n., crep. — M.: Axanemus, 2015r.

2 IImenko A.B. JlokyMeHTanmoHHOE oOecnedeHre ynpasieHus. [Ipaktukym: yaeOHoe mocodue.
—M.: Uadpa - M., 2015 .

—

Ilepnoanyeckue H3gaHuA:
I'azera «Poccuiickas razeray
2. T'asera «Ob6macTHas razera»

p—



4. KOHTPOJIb 1 OLIEHKA PE3YJIbTATOB OCBOEHIS YYEFHOM

JUCIIUIILINHBI
®opmbl U
Pe3yabTaThl 00y4yeHus
OcHoBHbBIE NOKa3aTeIH MeTO/IbI
(ocBOEHHBIE YMEHHUS, YCBOEHHbIE
OLIEHKH pe3y./IbTaToB KOHTPOJIA H
3HAHUS)
OLIEHKH
V1: opopMIIAT JOKYMEHTAIMIO B | - TOYHOCTH OQOpMIIEHHS NOKyMeHTaluu | [IpakTrdeckoe
COOTBETCTBUH C HOPMaTUBHOU B COOTBETCTBHHU C TPEOOBAHUIMHE 3aHATHE
6a30#, B T.4. C UCIIOJIH30BAHUEM CTaHJIapTOB;
UH(GOPMAIIMOHHBIX TEXHOJIOTHIA;
V?2: ocBauBaTh TEXHOJIOTUU - IPaBUJIHOCTH UCIIOb30BaHMUSI [TpakTrueckoe
aBTOMaTU3UPOBaHHON 00pabOTKH IIpOrpaMM aBTOMATU3UPOBAHHOU 3aHATHE
JIOKyMEHTaIUH; 00paboTKK JOKYMEHTALIHH;
V¥ 3: ucnonp3oBath - IPAaBUJIBHOCTh IPUMEHEHHUS U ITpaxtrueckoe
YHUGHUIIEPOBaHHBIE (POPMBI oopmiteHNs yHUPUITPOBAaHHBIX (opm | 3AHATHE

JOKYMCHTOB,

JOKYMEHTOB,

V4: ocymecTBIATh XpaHEHUE U
IIOUCK JJOKYMEHTOB;

- IPpaBUJIBHOCTH O(bOpMJ'IeHI/ISI
JOKYMCHTOB IJIsI XpaHECHUS

VYcTHBIH ompoc

V5: ucnonp3oBaTh
TEJeKOMMYHHUKAI[HOHHBIE
TEXHOJIOTUH B 3JIEKTPOHHOM
JIOKyMEHT0000poTE;

- IPaBUJIBHOCTD HUCIIOJIb30BAHUS U
IIPUMEHEHHUS TeJICKOMMYHUKAIIMOHHBIX
TEXHOJIOTHH;

VceTHBIN T
MMHACHEMEHHBII
OIIPOCHI

31: moHsTHE, II€NH, 3aJa4H U
TIPUHIIMIIBL €TI0 POU3BOICTBA;

- IIOJIHOTa BOCIIPOM3BEAECHHS OCHOBHBIX
TEpPMHHOB U OIpE/IeNICHUH, CYIIHOCTH,
3HAYEHUs U MOHATHH
JOKYMEHTAIIOHHOT0 00eCIIeUeHUs
yIIpaBJICHUS;

VYcTHBIM onpoc

32: OCHOBHEIE ITOHSATHUS
JOKYMECHTAITUOHHOTI'O obecneyeHus
YIIpaBJICHHUA,

- TOYHOCTH (POPMYITHPOBKH OCHOBHBIE
HOHSATHS JOKYMEHTallHOHHOTO
obecrieueHus yIpaBleHUs;

VCTHEIN U
IACHbMEHHBIN
OIIPOCHI

33: cucteMy JOKYMEHTAI[MOHHOIO
o0ecrieueHus yIpaBIeHUS;

- IPaBWIBFHOCTH KiIacCH(UKAIU U
CHCTEMaTH3alluU JTOKYMEHTAHOHHOTO
obecrieyeHus yIpaBiIeHUS;

VerHBI onpoc

34: xaccupUKaUio JOKYMEHTOB; | - IOJIHOTHI X TOYHOCTh VYcTHBIN U
BOCIIPOHM3BEICHUS KJIacCU(PUKALIUH UCHMEHHBIN
JOKYMEHTOB; OIIPOCHI

35: TpeOGoBaHMS K COCTABICHUIO U | - IPABUJIBHOCTH COCTABJICHHUS [TpakTrueckoe

0 OpPMIIEHHUIO TOKyMEHTOB; oopMIIeHHS TOKYMEHTOB; 3aHATHE

36: opraHu3aiuo - [IOJIHOTa BOCTIPOU3BEICHHUS VYcTHBI U

JOKYMEHTO000pOTa: IIPHEM, OpraHu3aIHH JOKYMEHTO060pPOTa; IUCHMEHHBIH

00paboTKy, perucTpaLuIo, IIPaBIJIBHOCTH ¥ TOYHOCTb 00paboTKH OIIPOCHI

KOHTPOJIb, XpPaHCHUE NOKYMEHTOB,
HOMCHKIIATypy ACII.

JIOKYMEHTOB.
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