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1. MACIIOPT PAGOYEH ITPOIPAMMBI YYEBHOH JHCHHUILIHHBI

OIL06 «TokyMeHTALHOHHOE ODeCIIeYEHHE YIIPABJICHHAY

1.1. OdaacTe npuMeHeHHA pabodel MporpaMmsbl
Patouas nporpavma yuedOHoH JUCUHIUIHHBL «[JokyMeHTalHOHHOE oDecnedeHue yIpaBlieHHs »
ABIAETCA YACTHIO MPOTrPaMMBl MOATOTORKH CIIEHHATHCTOR CpeaHero 3eeHa B cooTreTcTBHA ¢ DI OC CTI0
no cnenpansHocTH 380201 «IkonomMHKa H Oyxraarepekuii yuer (nmo orpaciam)» (Dazopas
NOArOTOBKA ), VIBEPRICHHOTO pHKazoM Munucreperea obpasopania U Havkd Poccuniickoilt denepaumun
OT 5 dherpans 2018 roga Netd,
1.2. MecTo yuednoll IHCUHIUTHHLI B CTPYKTYPE OCHOBHOH npodeccHoOHAIBLHOH obpazoBaTelbHoi
NporpaMMbl:
Yuyebnaa aucuunauHa  «/loxyMeHTannoHHoe o0ecneueHHE YNPaBICHHA» BXOJHT B COCTAR
oDWEnpo@ecCHOHAIBHBIX AHCUHIUIHH NPOPECCHOHANBHOIO YHCOHOIO LMKIIA.
1.3, Hean wn 3agaun yqeOHOH AHCHHIVIHHBI — TpehOBAHHA K Pe3y/JLTATAM OCBOCHHA Y4eOHOI
AHCIIHILIHHEILL
B pesvnerare ocroeHHA yUeDHOH THCIHHIUTHHE «/loKyMeHTallHOHHOE oDecneueHne YIIpaRIeHHa »
00 VIAKIHHCA JTIOMKEH
VYMETh:
= OopMIATE JOKYMEHTAIIHIO B COOTBETCTEHH ¢ HOPMATHEHON DAa30#, B TOM YHCIE C
HCIIOJIB3DBAHHEM HI—IILIJ{J]]MEILI_,HIJH HEIX TEKH{JJHJI'HITI;
~  HCOOIB30BATH YHHPHUIHMPOBAHHLIC (DOPMEL TOKYMEHTOB;
— QOQCBAHBATE TEXHOIOTIHMH HBTDF.!ETHHH]Z]GEEHHDﬁ -l.'.'lﬁp.':lﬁﬂTKH HJOKYMCHTALHH,
= OCYIIECTBIATE XPAHEHHE H NOHMCK NJOKYMEHTOR;
=  HCIMIBE3IOEATE TENEKOMMYHHEAIIMOHHBIC TEXHOIOTHH B 2JICKTPOHHOM ,."I,DII!}u'MEHTDDﬁﬂ[]DTE;
JHATE:
—  TIOHATHE, LETH, 341840 H MPHHLMIEL AST0NpPOH3BOACTEA,
—  OCHOBHEIE MOHATHA JIOKYMEHTAIIHOHHOTO 0DECneveHHA YIPaRIeHHA,
- CHCTEMBI JOKYMECHTALHOHHOTO 00eCTIeYeHHs VIIpaBIcHNA;
- KIaCCHIPHKALMI JOKYMEHTOB,
- 'I'I]EEFUBHHHH K COCTABJIEHHHKY H DlLlJ{J]]M.IIEHHHJ AOKYMCHTOB,
-  OpPraHuzalfee  JoKyMeHTooDopoTa: npHeM, o0paloTKy, PEeTHCTPAIHID, KOHTPOIL, XpaHEeHHE

AOKYMEHTOB, HOMEHKIIATYPY JIEN;

B peszyaeTaTe ocBoeHHA yqeOHONH McUMIIMHE «J/[oKkyMeHTanHoHHOe obecneveHHe VIIPARICHHA»

ﬂﬁ}-“-l‘-:"llﬂl.l.lHECﬂ JAOJAHBL OB1AJETE KOMIIETEHUHAMH, BEIHYAKMNIHMH B cedd cnocobHOCTL:



OK 1. BmbupaTk cnioco0Bl pemeHnd 3a1a4 npodeccHoHATEHOH TeATeNRHOCTH TPHMEHHTENEHO K
Pa3IHYHEIM KOHTEKCTAM,
OK 2. OcyllecTBIaTe MOHCK, aHAMH3 H HATEPNpeTamiio  HHpopMaud, HeoDXoIHMOH uid
BRITIOTHEHHA 33129 NPogeccHOHATBHON eATENBHOCTH,
OK 3. Thauupoeate H  peaiH3OBBIBATE COOCTBEHHOE Hpo(ecCHOHAIBHOE M JIMYHOCTHOE
pasBHTHE,
OK 4. PaboraTe B KOIIEKTHBE H KOMaHae, »PEKTHEHO B3aHMOJCHCTBOBATE C KOJUIETaMH,
PYKOBOJACTBOM, KITHEHTAMH.
OK 5. OcyInecTRIATE YCTHYRY H NHCHBMEHHYH) KOMMYHHKALHK) Ha TOCYIapCTBEHHOM A3BIKE
Poceniickoi Meaepaluu ¢ yyeTomM 0coDeHHOCTEeH COUMAlIBHOIO H KVIIBTYPHOI'0 KOHTEKCTA.
OK 6. TlpogsnsaTe rpamIaHcKo-MATPHOTHYECKYHY  MO3HUHKO, JEMOHCTPHPOBATE OCO3ZHAHHOE
MNOBEICHHE HA OCHOBS TPAAHIHOHHEIX 00LICHETOBCHECKHX HEHHOCTEH,
OK 7. CopciicTBoBaTe COXPAHCHUIO OKpY#alwWcil cpeisl, pecypcochepemennio, shiexrneno
NeHCTBORATE B YPE3BRIYAHHKIX CHTYAIIHAX.
OK 8. Henonszopate cpecTBa (PHIHYECKOH KYNBTYPLI JUIA COXPAHEHHA H YKPENIeHHA 3/10POBLA
B mporecce npodeccHOHANRHOR NEATENRHOCTH M TOMISPHAHNS HeoOX0IHMOTO YPORHA (PHIMYECKO
MOATOTOBRIEHHOCTH,
OK 9. HenoneszoaTh HHPOPMALMOHHEBIE TEXHOIOTHH B NpoeCcCHONANLHON J1eATEILHOCTH.
1K 1.1. ObpadaTeiBaTh NEPBHYHEE OVXTAITEPCKHE TOKYMEHTHI.
IIK 1.2, PaspabareiBaTs M COIIACOBBIBATE C PYKOBOJACTBOM OPraHH3AUHH padouHi  IUlaH
CYCTOB DYXTANTEPCKOro YYeTa OpralH3arii.
K 1.3, TlporoauTek y4eT JIeHEXHEIX CPeACTRE, 0OPMIATE JEHEHHBIE H KACCOBLIE JJOKYMEHTEI.
[TK 1.4, dopuupopats OyXraaTepckie NPOBOJAKH 110 YHETY HMYLLECTBA OPraHu3alui Ha
OCHOBE pabovero niaHa cYeToR OVXTaldTepCcKoro yHeTa.
[IK 2.1. @opuupoBate OyXrantepckie NPoBOJIKH 110 YHETY HCTOYHHKOB AKTHBOE OPraHM3alHH
Ha OCHOBE padoYero niuaHa cucToB OVXTanTepPCKOro yucTa.
IIK 2.2. BbrInoaHATE NOpY4EHHA PYKOBOJACTBA B COCTABE KOMHCCHH MO HHBEHTAPH3AIIHMN
AKTHBOB B MCCTaX €TI0 XpaHCHHA.
MK 2.3, TlpopoauTe NOATOTORKY K HHBEHTAPH3IAUMH H  MPOBEPKY  JIEHCTBHTENBRHOTO
COOTEBETCTEHA {l'}F.iKTHT-IE{JHH}L AdHHBIN HHECHTAPH3IAUHH JaHHBIM YHETd.
K 2.4, Orpaxars B OYXranTepckHX NMPOBOAKAX 3a49eT W CIHCAHHE HEI0CTAa4Yd IEHHOCTEH
(perymMpoBaTk HHBEHTAPHIAIHOHHEIE PAZHHIILI) TI0 PE3VIRTATAM HHEREHTAPH3AIIHH,
[IK 2.5, IIpooauTts npoue ypsl HHBCHTAPH3AUHH (PHHAHCOBLIX 00A3aTCIBCTE OPraHH3alHi,
1K 2.6. Ocymectsaare cOop HHPOPMAIHHA O JASATENBHOCTH 00BEKTa BHYTPEHHETO KOHTPOIA

110 BEIIOJHEHHUIO TPeDOBAHMH HPABOBOH H HOPMATHBHOH Da3kl H BHYTPEHHUX PEITTAMEHTOB.



[MK 2.7. BHNMOIHATE KOHTPOIBHBIE TMPONEIAYPE W HX JIOKVMEHTHPOBAHHWE, TOTOBHTE W
OhOpMIIATE 3aBEPILAOIIHE MATEPHAIE 110 Pe3V/ILTATAM BHYTPEHHEID KOHTPOJIA.

[MK 3.1. dopmupopars OyXraarepckie MpoBOIKH [0 HAYHCICHHIO H TIEPeYHCICHHID HAIOTOB H
cOOpOB B ORIKETHI PA3IHYHBIX YPOBHEH,

IIK 3.2, OdopMisaTs INaTeKHbIE JTOKYMEHTSL I [IEPEHHCIIEHUA HAIIOIOB U cOOPOB B DHO/IKET,
KOHTPOJIHPORATE HX MPOXOAIEHHE 110 PACYETHO-KACCORRIM DAHKORCKHM ONEPAIIHAM,

ITK 3.3. @opmupopate OVXTAITEPCKHE NPOBOJKH MO HAMHCICHHK M NEPEYHCIEHHIO
CTPAXOBLIX B3HOCOB BO BHEOIKCTHBIE (POH/IL HATOTOBLIC OpraHbL

1K 3.4, OdopMmiare niaaTesHble TOKYMEHTB HAa MEepevHCIeHHE CTPAXOBRIX BIHOCOE BO
BHeOHKeTHBIE (JOHIAB M HAJNOIOBBIE OPraHbl, KOHTPOJHPOBATE HX [POXOMISHUE [0 PACHETHO-
KACCOBBIM DAaHKOBCKHM OMEPaLHAM.

[MK 4.1, Orpaxare HapacTaOIIHM HTOTOM HEd CHeTax OYXTanTepeKOro y4eTd MMYILCCTBCHHOC
H (MHAHCOBOC NOJNOKCHHUE OPraHH3AUMH, ONPCACHATh PEIVIBTATEL XO3IHHCTBCHHOH JCATENBHOCTH 134
OTYETHRIH NEPHO/L.

[IK 4.2, Cocraenate gopumer Dyxrantepckol ((uHaHCOBOH) OTYETHOCTH B YCTAHOBIEHHEIE
3AKOHOIATENBCTROM CPOKH,

1K 4.3, CocTapnatk (OTHETH) H HATOTOBRIE JIEKIapanyH mo HamoraMm W chDopam B OROJTHET,
VOUTEIBAS OTMEHCHHBIH eIHHBIH conaneielii Hamor (ECH), oT4eTsl mo CTpaxoBBIM B3HOCAM B
rOCYIAPCTRBEHHBIE  BHEDHDEKETHBIE (DOHABL, a Takke (POPMBI  CTATHCTHYECKOH OTYETHOCTH B
YVCTAHOBIIEHHBIE 3aKOHOIATENBCTBOM CPOKH.

[IK 4.4, TIpoBoauTs KOHTPOIL H aHalH3 HHpOpMAalHH 00 aKTHBAX H (PMHAHCOBOM MOMOKCHHH
OPTaHH3ALHHN, €€ NIATeXHecnocoDHOCTH H J0X0HOCTH.

[MK 4.5, TIpuHuMaTh y4acTHE B COCTABIEHHN DH3HEC-IUIAHA.

1K 4.6. Anannzvpoeatk (PHHAHCOBO-XO3AHCTREHHYH JEATENLHOCTh, OCVYIIECTEIATE AHAIH
HHPOPMALIHH, MOTYHEHHOH B X0/1¢ TPORE/ICHHA KOHTPOJIBHEIX MPOLUEAYP, BEISBICHHE H OLCHKY PHCKOR,

MK 4.7. TlposoauTs MOHHTOPHHD YCTPAHCHHA MCHCIKMEHTOM BBIABICHHBIX HApYIICHHI,
HEIOCTATKOR H PHCKOR.

Hanueie pesynbpTaThl JOCTHTAKOTCA TPH HCIIONB30BAHHH AKTHBHEIX H HHTCPAKTHBHEIX (opMm

MPOBEIEHHA 3aHATHI, B TOM UYHCIE MPH TOMOMIIH 3MEKTPOHHBIX  00pa3oBaTelNbHEIX PECYPCOB,
HH(POPMALIHOHHO-KOMITEIOTEPHEIX  TEXHOJIOTHH, [IOCPEICTEOM OPraHH3alMH  CEMHHAPOB, KPYTIIkIX

CTOTOR, TOATOTORBKS HHIAWBHIYAIIEHEIX ITPOCKTOR.

1.4. Kosin4yecTBO YacoB HAa oCBOeHHe padoveii nporpaMMel YaedHol AHCHHILIHHBI:
MaKCHMAIBHOM y4eDHON HAarpy3kH odvaarIKuxca - 32 vaca, B TOM YHCIE:
oDA3ATENBHOM Ay IHTOPHOH y4eDHOH HArpysKH oDyuaroerocs - 32 gaca;

CaAMOCTOATENLHOH paboTel ody4atomerocs — 0 yacos



2. CTPYKTYPA H COJJEPAKAHHE YUEEHOH JHCIHHUILTHHBI
2.1, OdmeMm y9edHOH THCUHIIHHEBL H BHIALI Y49e0H0H padoTh

OQdkem yuehHol IHCHHILIHEEBL H BH/IBI Y4ednoi padorsl (ounas gopma)

By yuebuoi padors

Konuuecrso

4ACOR
MakcumanbHasg yaedHAA HATPY3KA (BCET0) 32
ObsnzaTebHad AYIHTOPHAA HATPY3IKA (BCEro) 32
B TOM 4HCTIE:
TEOPETHUYECKHE 3aHATHA 22
NPAKTHYCCKHE 3AHATHSA 10
CamocToATe/IbHAA padoTa 00YUYAIOMIErocH (BCero) 0
Hroroeasn ATTECTALIHH AAHeT

Odnem yaedHoil THCHHIIHALI H BHALI Y9e0H0#H padoTsl (3a0unan (popma)

Buj yuebuoii padorsl

Konuuecrso

HACOR
MakcumanbHas yqedHan Harpyska (Bcero) 32
ObsnzaTenbHasn ayIHTOPHAA HATPY3IKA (BCEro) 8
CamMocToATe/IEHAR padoTa 00VIAIIErocs (BCero) 24
Hroroeas arrecranus 3auer




2.2, TemarnueckHi IJIAaH U cojepRanne y4edHOH AHCUHILIHHLI

-t(,HﬂIE}"ME HTALHOHHOE oDeclieyeHHe Yipap/ieHHA»

Hanmenosaune Cojlepmanse y4edHOro MATEPHAJIA, J1AD0OPATOPHBIE PADOTHI H NPAKTHYECKHE 3JAHSTHH, Odbem Ypopeun
paiieJaoE H TemM CAMOCTOHNTE/IEHAR Fﬂﬁﬂ"l'ﬂ ﬂﬁ}’qﬂlﬂlﬂﬂlﬂﬂ, K¥YpCcoOBas Pﬂﬁ'ﬂ'l'ﬂ {II []'[l'Eh'TJ "TaCc0EB OCBOCHHA
I | 2 3 4
Paszaea 1. Beeacune s acaonponssoactso. Obmme npasnia oopmiacHns 10KYMEHTOBR
Tema 1.1, Ocnosabie - Coaepmanne y9ehHOI0 MATCPHATA 2 1
NOHATHA KYpCa, IMonaTna «JJokyMeHTs, «I0KYMEHTHPOBAHHEY, «IOKYMEHTAIHOHHOE 0DCCIeUeHHE YITPARICHHAY, TOCYIAPCTREHHAN
KJaaccHpHKEAUHA 1eJ10BOH cuctesMa JOV, [epnomsanna. Knacendmranua noxyMenton
aoxkymenTauun. Pazenrne
neaonponieoacTea B Poccun
Tema 1.2, CymmuocTs Conepaxanne y4edHOI0 MATEpHAIa 2 1
YHHpHKALAA | [MoHaTHa «yHHGHEAHA S, «CTAHIapTHIAIHS, «DlaHk JokyMeHTan. [lpasuna odopMicHus JOKYMEHTOR
CTAHJAPTHIALNH B
AeaonpoiEoacTie. Odmue
HOpME H IpABH. 1A
ohopMAEHHA JOKYMEHTOR,
biankn 10KYMENTOB.
Tpefiopanna Kk HAM. |
Tema 1.3, Pexpmanret w ux | Comepixanne y9edHOT0 MaTepHasa 2 1
npeanasuatenne. FOCT P 1 TOCT P 7.0.97-2016 «CHereMa cTanaapTos 1o HHgopMauny, DHOIHOTEHHOMY H H3JATCIBCKOMY LY.
6.30-2003 OpraHizalHoHHO-PACHOPSIHTENEHAR J0KYMeHTAHA. TpefoBanna K oopMICHHID JOKYMEHTOEY, MOHATHE «PCKBHINT
JIOKYMEHT
Tema 1.4, Kpuawucckan Cogepaanne yedHOT0 MATEPHATA, | |
CHIA TOKYMEHTA, IToHATHE “IOPHIHYECKAS CHIAY, PEKBHIHTEL, IIPHIRIONIIHE JOKYMEHTY HOPHIHYECKYIO CHITY.
PexBHINTEL, NPHAAIOIIHE lpakTHYecKHE 3aNATHEA | 2,3
AOKYMENTY OPHIARYECKY 0 [opanok odopMIeHHE OPHIHYECKH BAKHEIX PEKRHIHTOR.
CHAY |
Pazjgen 2. OCHORHBIC RH/ILI OPraHHIANHOHH l]—IHIEIIl]l}:II,.'.I,H'I'E.ZIIrH{I'i:I AOKVMEHTALHH
Tema 2.1, HpakTH4ecKne 3aHATHA I 3
Opranuzaunonnsie Ipaenaa oQropMACHHA PASIHYIHBIX BHIOE OPraHH3aHOHHBIX T0KYMEHTOR,
AOKYMeNTEL. BRI,
HAZHAYCHHE, MPAaBHTA
ofropMIcHHA
Tema 2.2, lpakTHueckue sanaTus: 1 3

Pacﬂnp!ﬂHTcﬂ EHEI¢
AOKYMENTHL. Buikl,
HATIATEHHE, IIPaBH.TA

Brasl v HA3HAMCHHE PACTOPAIHTEIRHBIX JOKYMEHTOB. TpeboBaHta, NpeIbABIACMEIL
K TEKCTY H 0OPMICHHRY PACTIOPAIHTENRHEX JokyMeHToR, [Tparuna ofopMIeHns paimiaHEX BHIOR
PACTIOPATHTENEHEX TOKYMEHTOR,




opopMIcHHA

Tema 2.3. Cupasouno-
uHgopMan NN ke
A0KyYMenTel. Buias,
Ha3HAYEHHE, NIPaBHIA
popMICHHA

HPHKTH‘{EEIEHE JAHHATHH

{aa

Bue 1 HA3HAYEHHE COPABOYMHO-HHPOPMAITHOHHEIX JIOKYMEHTOR,
Tpeboranns, NpeTEABTAEMEIE K TEKCTY H 0QOPMISHHID CIPAROYHO-HH(OPMAIHOHHEIX JokyMenToR. [Iparmma
o(hopMICHHA PASIHYHBIX BHI0B CHIPAB0oYMHO-HHPOPMALMOHHBIX 10KYMEHTOB.

Tema 2.4, [loKyYMEHTHI TT0 Coaepaanne vaedHOTO MATEpHATIA 2 1

TPYIOBBIM OTHOIICHHAM. IloHATHA «KaapoEas TOKYMEHTAHA», «YHHOHIHPOBAHHEIE (QopMBIH,

Kaacenpuranus, npaguia

opopMIACHHA

Pazgen 3. Opranuianug 10KYMEeHTO000poTA

Tema 3.1. Opranuzanus Coaepaanne yMehHOro MaTepHaIa 2 2

AOKYMEHTOOBOPOTA. TMonatia «Hexoaamui JoKyMeHTs, «RXOJIAIIHE JIOKYMEHTY, «BHYTPEeHHHI [IOKYMEHTY, OPraHHIalHa paboTh ¢

Odpadorka BXOJRWMY, | jokyMeHTaMu. Cojgepanne yaedHoro Marepuana. OCHOBHBIC JOKYMCHTEL NPHXOAILAC OT fiM3HUCCKHX JIHIL.

HCXOMAIIHX, - Hpakruueckne sansarmm: 1 2.3

BEHYTPEHHUX JOKYMEHTOB. MMopagok o0paboTEH BXOIANIMY, HCXOIMIIHY 1 BHYTPCHHUY J0KYMCHTOR.

Oprannsanus padoTel ¢ [Mopaaox npuema 1 0OpaboOTKH KOPPECIOHACHIIHHE OT IHIHYESCKHX JTHIL

oOpameHASMA FPAATaH.

Tema 3. 2. Conepaanne yMeOHOTD MATEPHATA 2 1

Fl'l'll'-'!'l'[]illl.lﬂ'l H KOHTPIE ITonarusa ff]?EI“HET]JﬂIJIIDHHHﬁ HOMERD {HH,U.'EEC] JAOKVMEHTAR, «KOHTPOJIE HIOKYMEHTAY:,

HCIMOJIHEHHHE TO0KYMEHTOR lpakTHYeCKHE 3aHATHA | 2.3
hopmbl perncTpaimn JokyMedToR, [lopaaok nocTaHOBKH JOKVMEHTOR HA KOHTPOIIh,

Tema 3.3, 3amnaTa Cogepaanne vaedHOTD MATEPHATA, 2 2

AOEYMCHTOR, COACPAEAIITHY [loHAaTHE KoMMepUecKoil TaiiHh,

KOH(PHIeHIHATLTYH

W opMATTHID,

Oprannzauns padors ¢

TAKHMH JI0KYMENTAMH

Tema 3.4, Daexrponnsrii Coaepaanne v4eOhHOI0 MATEPHAIA 2 1

OOKYMEHT H llonaTia «onekTPOHHEIH JOKYMEHT, « IEKTPOHHEI J0KYMEHTOODOPOT:, «MeKTPOHHO-IH(PORAA MOAMHCE,

AOKYMEHTOOBOpPOT. wANEKTPOHHAS TIOYTaR.

JnekTponno-ungposan

NITHC R

Pazaen 4. llparnaa nepelass JOKYMEHTOR B APXHE H OPraHM3AIHA APXHEHOTO XPaHcHAS

Tema 4.1, MopmupoBanne W Conepaanne yMeOHOTD MATEPHATA 2 1

ONEPATHEHOE XpaHenne el | TIOHATHE «ONCPATHRHOE XPaHCHHER,

Tema 4.2, Homenknarypa Coaepaanne y49edHOT0 MATEPHATA l ]

e, Bujibl, naznavenne, IOHATHE CHOMEHEIATYPA JIETH,

nopaaoK HpakTHYeCcKHEe 3aHATHE | 2.3

CoOCTaRJICHWA

Homenknarypa gen. HopMarHBHEIE aKTh, HCNOURIVIOLTHECH 1TPH COCTARIEHHH HOMEHEIATVPR JE)1.




Tema 4.3. IloaroToBka Cogepaxanne yaedHOT0 MATEPHATA

OKYMEHTOR K IIEpeiate na [ToHATHE “apXHBHOE XPaHCHHEN.
apxuenoe xpanenue. Cpoku

XpaHeHNS J0KYMEHTOB

NpeAnpHATHA

FAYET

4

Beero

32 yaca

JITg XapakTepHCTHEH YPOBHA OCBOCHHA YueDHOTO MaTepHaIa HCTTONB3VIOTCH CIIeIVIONHe 0D03HAUEHII:

1. 03HAKOMUTE/ILHEBL (V3HABAHME PAHEE HIYUEHHBIX 00BEKTOB, CBOHCTB),

2. penpoayYKTHRHBIH ( BRIMOIHCHHE JCATEIBHOCTH MO 00pa3Iy, HHCTPYKIMH HIH NOJ PYKOBOJCTROM)

3. Hpﬂ,ﬂ}"ﬁTHB]lHﬁ {HHH.HHPGBE_I]HE H CaMOCTOATCILHOC BRITOITHCHAC MCATCIEHOCTH, pCIOCHHC I'Ip{}ﬁJ'IEMIILIK 33.[[31]}
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3. VCJIOBHS PEAJTH3AIIMH YYEBHOW THCIHILTHHBI

3.1. Tpebopanus K MHHHMANBHOMY MATEPHANLHO-TEXHHYECKOMY oDecnedeHnIo

Peanuzanma yuedHoil aucummivHel «llokymMeHTanMonHoe obecneveHne ynparieHua» Tpedyer

Hamu4ua yucbHoro kaduHeTa.

Obopyaoeanue vucOHOTo KabHHETa:

MOCAJ0YHBIE MECTA MO KOMHYECTBY 00y4alolHXCH;
pafouee MECTO NPENOIaBATE/IA;

KOMIUTEKT YUeOHO-HArTAIHEBIX TOCO0HIT;

Texuuueckue CcpeicThd (JEP:,-"'-IEHI-:IHI

KOMITBEIOTCP,
MYITETHMETHATIPOEKTOP,

[POEKIMOHHBIH KpaH

3.2. Hndopmannonnoe obecnedenne odyueHns

[Mepeuens pexkoMenjyeMmbiX yuebneix wytanuii, Hurepuer-pecypeoB, [101moJnHTe Lo

JAHTEPATYPEI

HopmaTHBHEIE TOKYMEHTHI:

[locynaperseHHas  cHCTeMa  JOKYMEHTAUMOHHOrO obecnedveHns ynpasiexus. OCHOBHblE
noaokenuda, O0wme TpedoBaHHd K JOKYMEHTaM W caykDaM  JOKYMEHTALHOHHOTO
obecnevenns ('CJIOY).

[OCT P 7.097-2016 «Cuacrema crapgapros  no  vudopmauuy, OHDIHOTCYHOMY M
W3aTenbcKoMy jeny. (OpraHwsalHoHHO-pacTiopAHTeNbHAA JoKyMeHTanuAa. Tpebosanna K
ofropMIEHHIO IOKYMEHTOBY

['OCT P 7.0.8-2013  «Cuerema  cTa”HmaproB  no  HHQopManuH, OHOIHOTEYHOMY H
H3laTenscKoMy Jeny. Jlenonpon3BojicTRO H apXHBHOE J1e10. TepMHHEBI H OTIpEJIeTIEHHA»
THmoBas HHCTPYKIHA 110 JACJIONPOHIBOACTBY B (PeACpPAlbHLIX Opralax HCMOTHATCILHOMN
BITACTH.

(CHOBHBIE NPaBHIA PADOTHI APXHBOB OPraHH3ALIHI,

THIOBOE NONOAKECHHE O BEACHHH ICJONPOH3BOACTEA [0 NPeLIoACHHAM, 3agBICHHAM H
#anoDaM rpawiad B rocyJIapCTEEHHBIX OPraHax, Ha NPEeInpHATHAX, B YHPEHKIEHHAX H
OpraHu3alngx

[pukaz MunkyneTypel Poccun ot 25.08.2010 N 558 (pen. ot 16.02.2016) "O0 yrrep#icHHH
"Tlepeuns TMNOBBIX YOPABNCHYCCKMX APXHBHEIX JIOKYMCHTOR, ODPA3VIOLIHXCHS B NpoLecce
AEATCIIEHOCTH  TOCYIApCTECHHEIX  OpPraHOB, OpPraHoB MECTHOTO  CAMOYTIpABIICHHA W
OopraHuzaimii, ¢ ykazaHuwem cpokoe xpadcHua" (3apernctpuporanHo B Muxiocte Poccun

08.09.2010 N 18380)



OcHOBHBIC HCTOYHHKH:

o Abynanze, . T Jokymedraumondoe oDecliedeHMe VIPABIEHHUA [NEePCOHAIOM | yYeOHHK M
npaktukym ana CIIO / JI I, Adynanze, M. b. Brmpaxkuna, B. M. Macnora. — M. :
Manarenscrro Hpaiir, 2018, — 299 ¢. — (Cepua : Hpoideccnonansnoe obpazosanue). — ISBN
O78-5-534-01543-0. — Pemum  goctyna:www.biblio-online.ru/book/FOB93350-F4BA-44F3-
SEET-DEEFF609ETD3

. Kopuees, H. K. [JJokymenrauponnoe odecneueHue vopasicHua + rectel 8 3bC @ yvuchuuk u
npaxkTugyM g CI1O 7 W, K. Koprees, A. B, [Twenko, B, A, Mamvpues. — 2-e H3IL, TIep. W J101,
— M. : Hapareascteo Kpaiit, 2018, — 384 ¢, — (Cepua : [Ipodeccnonansnoe obpazosanue). —
ISBN 978-5-534-05022-6. — PesxuM  goctyma: www. biblio-online.ru/book/SE6BEISB-E208-
4360-84ED-33406B23FDDY

. Kysnenos, H. H. JdokvMednranponsoe obecnewenue vnpasienud.  Jdoxymenroobopor o
NeMoNpPOH3BROACTRO | yieOHHK M npakTtiryM mua CITO / W, H. Ky3nenor, — 3-e W31, nep. H J011.
— M. : Hzparenrcteo Hpaiit, 2018. — 462 ¢. — (Cepwua : [Ipodieccnonansnoe obpazoeanue). —
[SBN 978-5-534-04604-5. — Pexum  goctyna:www. biblio-online.ru/book/ATE?15F2-DBEIB-
406C-9ABB-2405EC3ADTE]

. I'posoea. O. C. Henonpowssoacreo @ ydebuoe nocoowe ana CIIO /O, C. T'pososa. M. :

Manatensctro HOpaiit, 2018, — 126 ¢. — (Cepua : Tlpodeccronanenoe obpazopanue). — ISBN
O78-5-534-08211-1. — Pewnm nocryna @ www.biblio-online. ru/book/A2664E9F-CB20-4411-
BC16-FED4342EE412

JonoAHHTEILHLIE HCTOYHHKH

. Kvznenor, M. H. JokyMeHTanmoHHOEe o0ecnedeHHe VIPARNEHHA NEPCOHATIOM @ VIeDHHK H

npaktukyM s CI1O /M. H Kysnenos, — M. @ Hapnarenserso Hpair, 2019, — 521 ¢, — (Cepus
[Tpodeccnonanenoe obdpazosanne). — ISBN 978-5-99]6-8809-3. — Pexum docTyna

www.biblio-online. rw/book/E9FDBAS3-4037-45A1-8581-1E1EF1555614

. Hopouuna, JI. A, Jokymentaunondoe obecneycHUe yIPaBiIcHHE | yUCOHMK M NPaAKTHEYM U1

CI1O / J1. AL Jloponuna, B. C. Mputhukora. — M. : Manatenscreo HOpaiit, 2018, — 233 ¢. —

(Cepua : [lpodeccnonanenoe obpaszopanne). — ISBN 978-5-534-05783-6. — PemuM noctyna

www.biblio-online.ru/book/DIDA3EDE-226D-4EC9-876C-F4TD53A990C9

3. llysamosa, H. H. [lokymentannonnoe odecniewenne yrpasaeHua @ yq9eOHHK W NpakTHKYM 1A

CIIO /7 H. H. Ulysamosa. — M. : Hsparenscteo Hpait, 2018, — 221 ¢. — (Cepua :

[Mpodieccnonansioe obOpazoeanne). — ISBN  978-5-334-00088-7. — Peaum mocTyna
www . biblio-online.ru/book/012C672A-DDEA-4082-B4E7-3802 1 TEESCO7



. Kazakeernu, T. A. Jlokymentanmonnoe odecnedeHne yIpapleHHA @ y4eOHHK M NPakTHKYM s
CIIO / T. A. Kazakesuu, A. . Tramuu. 2- W31, HCLIP. H 101, M. : Hanarenscreo Hpaiir,
2018, — 177 ¢. — (Cepna : llpoteccuonansHoe odpazoranne). — ISBN 978-5-534-06291-5. —
Pesxcnm noctyna @ www.biblio-online.ru/book/9B625222-29CE-49AB-98E7-215DFR6091B5

. banr, B, C. JlokyMeHTAllHOHHOE oDecneueHUe yvrnpaeincHuda, HOpHaHyueckas TeXHHKA | yueDHOE
nocobue ana CIO / B. C. bant, — 2-¢ w3, wenp, w gon. — M. : Magatensctro 1O0paiit, 2018, —
103 c. (Cepusa : [podeccnonanenoe obpasoBanme). [SBN 978-5-534-08233-3. Pesknm
noctyma . www,biblio-online.ru/book/078FCCS3-D514-4CFE-9ASD-CRODECCO9CEG3

. Jokymerroseenue © yuednuk 1 npaktukym s CHO /I AL Joponuna [u np.] ; noa pea. JI Al
HopoHuHoi. — 2-¢ u3d., nep. u 1om — M. : H3natensetso KOpaiir, 2018, — 309 ¢, — (Cepua :
[Mpotpeccnonanshoe obpazosanne). — ISBN  978-5-534-04330-3. — Pexum  jocTyna
www.biblio-online.ru/book/802E2ZABO-DB13-492E-8AAT-186 AABDOSF79

. Ilyranora, H. H. OcHoBwl JenonpouzeoAcTEa : yueOHHK M npaktiky™m ans CIIO / H. H.
lyeanora, A. KO, Heanora ; mox obm. pen. H. H. Iyeanoroii. — M. : Hanareascrro HOpaiir,
2008, — 375 ¢. — (Cepua : Tlpodeccnonansioe obpazosanne). — ISBN 978-5-534-03058-7. —
Pesum noctyna : www.biblio-online.ru/book/3CF6F5A4-2DYA-41 EO-99AE-5CC1195DF6OEY

. ysanoea, H. H. OcHosel aenonponssogcrsa. A3eik cliymeOHOro JOKyMeHTa | y4eOHHK M
NPakTHKYM 104 akajgemadeckoro dakanagpuara / H. H. Iveanoea, A. ). Meanoea ; nog odul.
pea. H. H. Hlyeanoroii. — M. : Hanareascreo Hpaiir, 2018, — 375 ¢. — (Cepua : bakanagp.
AKAICMHYCCKHH  Kype). ISBN 978-5-534-00297-3. Pesum  pocryna o www.biblio-
online.mw/book/E472872E-0TFD-4FDA-AT14-89TDACSE3I6DA

HHTepHeT-HCTOMHHKH:

1. «KoncyneranT [Lmrocy - JakoHoMaTenbcTRO PM: KOMEKCHI, 3aK0HEI, VEa3bl, TOCTAHOBIICHHA
[IpaguTensctea Poccuiickol  deaepalud, HOPMATHBHEIC JOKYMEHTHI | DIeKTpOHHBLIH
pecype] /Peamn noctynazhttp://www.consultant.ru

2. Tapanr — 3akoHonaTenbeTBO (KOJEKCh], 3aK0HbI, YKa3bl, noctaHoslenus) PO, ananuruka,
KOMMEHTapHH, NpakTHEA | DIeKTpoHHEI pecype] / Pesus gocTyna hitp://www. garant.ru

3. http:'www.edou.ru/ - DHUMKIONEANA JENI0NPONIBOACTRA

4. www.e-reading.club/.../Smirmmova - Deloproizvodstvo dlya sekretarya Knura:
NENOTPOHIBOACTRO [718 CEKpPeTaps

http://www.grandars.ru/ - Heropus nenonpownieoacrea

http://www . kadrovik-praktik.ru/ - CafiT mo KaJIpoBoMy JeT0NPOHIROICTRY

http://delo-ved.ru/ - Bee o nenonponsrojactee

oo 1 o Lh

http://evolutsia.com/ - McToprs genonpon3BoacTsa



mpenoajasarcicsd B MpOHccce TIPOBCJCHHA  TIPAKTHYECKHX ZAHATHH, TECTHpOBAHHA, CO3JIAHHC

9. http:/www.delowork.ru/ - lenonponzroicteo

10, http://working-papers.ru/ - Oopasubl H 1ADIOHBI JOKYMEHTOR

http://'www.pseudology.org/Documets/Deloproizvodstvo.htm  —  Mcropus  paseuTHa

Poccuiickoro ACHONPOHEBEQICTEL

| 1. http://rudocs.exdat.com/docs/index-450932.html - Pedepar «KpaTkaa HCTOpHA pazBHTHA

nenonporseoacTea B Poccuny,

I 2. http://delo-press.ru/articles. - Kypuan:  Jlenonpouzsogctso v J0KYMCHTOODOPOT  HAa

NMpeInpHATHH

13, http://base. garant.ru/ - cnpaBodHO-1IpaBoBasA cuctema [apant

14, http://www.consultant.ru —  chpasodHO-NIpaBOBag  CHCTEMA

http:/fwww.delcomp.ruw/010_2.html - genonpon:eoacTeo

15. 15, http://working-papers.ru/ - 1e0IPOHIBOACTBO U 2JIEKTPOHHBIN JJOKYMeHTOODOpOT

K{]HC}-'."ILT-EIHT =ILTHOC

9.

14,

4, KOHTPOJIb M OLEHKA PE3VJIbTATOB OCBOEHHS YYEBHOM JIUCHMILIAHBI

Kontponks W oOlEHKa pPesylbTaTOR OCBOCHHA  yu4eOHOH  IHCUHMIHHLEL  OCYIIECTRIACTCA

NpeseHTAlHA, J0KIa108, a4 TAKKE BRIIOIHEHNS 0DYHAKMIMMHACH HHIHBHAYAILHBLIX 3a1aHHI.

Pesyabrarsl obyyenns
(OCBOCHHS YMEHHS, YCBOCHHBIC 3HAHHA)

YMETh!

0ipopMIATE TOKYMEHTAIMI) B COOTBETCTEHH C
HOPMATHRHON  ©asoi, B TOM  9YHCIE C
HCIIOIB3OBAHHEM HH{]J{JPME”'J_LI,HEJHHI:I?L
TEXHOIOMHH;

HCHONIL30BATE  YHH(PHUHpOBaHHBIE  hopMbI
JIOKYMEHTOR;

OCRAMBATE TEXHOMOTHH aRTOMATHIMPORAHHON
00paboTKH TOKYMEHTAIIHMN;

OCYIIECTBIATE XpaHeHHe H MOHCK JOKYMCHTOB;

@opMEI 1 METOIEI KOHTPOIA H OLEHKH
Pe3yAbLTATOR ODYUECHHA

IIpakTHueckaa pabota
CamocTodTensHada padoTa
Tecruposanue

YeTuelii onpoc
[MTuceMennbli onpoc

=  HCIIMIB3OBATH TEeNEKOMMYHHKALHOHHBIC
TEXHOIOIHMH B WIEKTPOHHOM
NOKYMEHTOODOPOTE.

FHATE

= IMOHATHA, LIEITH, 341a9H H MPHHLIHITE n]}H.I{TH HECHKAA r.!iﬂﬁ'[lTH
ACMOITPOHIBOACTEA, CamocTosTensHan Fi]‘ﬁ{}Tﬂ

QCHOBHREIZ TMOHATHA JOKYMEHTAITHOHHOT O
ODCCTICUCHHA YIPABICHHA;
CHCTEMBI  JAOKVMEHTALMOHHOTO 00ecneueHns

Tectuporanme
YeTHRIA onpoc
[TMcEMeHHBIH onpoc




VIIPABICHHA;
KIaCCHPHEALIMEID JOKYMEHTOB;

TpeGoBAHHA K COCTARNEHHID W O(OPMIEHHID
TOKYMEHTOR,

OpraHuzalfiy  JOKYMeHTooOOpOTa:  TIPHEM,
00padoTKy, PEerucTpaLHIo, KOHTPO/Ib, XPaHCHUE
JOKYMEHTOB, HOMEHKIATYPY JelL.

Created by free version of DocuFreezer



