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1. OBIIIAA XAPAKTEPUCTHUKA IMPUMEPHOM PABOYEM ITPOT'PAMMBI
YUYEBHOU JUCHUIIJIMHBI «OI1.04 JoxymMeHTallMOHHOE O0eCTieYeHUE YITPABICHUS

1.1. MecTo TUCHHUILUINHBI B CTPYKTYpPe OCHOBHOI 00pa30BaTe/IbHOIl MPOrpaMMBbI:

VYyeOnass gucruruinHa «JlOKyMEHTAIIMOHHOE OOECIeUeHUEe YIPABICHUS) SBISICTCS
00s3aTeNnbHOM ~ YacThl0  00mEenpo(ecCHOHANBLHOTO  IUKJIA  MPUMEPHOH  OCHOBHOM
obpazoBarenbHOl nporpaMMbl B cooTBeTcTBHHM ¢ PI'OC mo cnenuansHocT 38.02.06 OuHaHCHI.
Kanmudukamus «DUHAHCUCTY.

VYyeOHast aucuurinHa «J{oOKyMeHTalMOHHOE 00ECIeYCHHE YIpaBICHUN» 00ecreunBacT
dbopmupoBanre MPO(HEeCcCHOHATBLHBIX W OOMIMX KOMIETCHIIMHA IO BCEM BHUJAAM JESATCIBHOCTH

DI'OC 1o cienmansHocTH 38.02.06 ®uHaHCHL.

1.2. He.]'lb H INIAHUPYEMBIC PE3yJabTaThbl 0CBOCHUA TUCHUIIIMHBI:

B pamkax mporpamMmbl yueOHON AUCIUILTUHBI 00yJaIONUMUCS OCBAUBAIOTCS YMEHUS M 3HAHUS

Kon Ymenust 3nanus
IIK, OK
[IK 1.5. | OdopMasTh miIaTeKHble JOKYMEHTBI Oco0eHHOCTH COCTaBICHUS

I1K 3.4. | (35eKTpOHHBIE 3asiBKA HA KACCOBBIE PACXO/bl U | 3aKYIIOYHOM IOKyMEHTALUU
[IK 4.1. | nnarexHble NOpyYEHUs) 1S IPOBEACHUS NupopmaninoHHbIE TEXHOJIOTUN
IIK 4.3. | KacCOBBIX BBIIIAT B NMPOeCCUOHATBHOU
[TpoBepsATh HEOOXOIUMYIO JOKYMEHTALMIO Ul | JeSITeIbHOCTH

3aKJIIOUYEHUsI KOHTPAKTOB Oco0eHHOCTH OpraHu3alyy U

[TpoBepsiTh HEOOXOAUMYIO TOKYMEHTALIUIO IS | MPOBEJCHUSI KOHTPOJIBHBIX

3aKJTFOYE€HUS KOHTPAKTOB; IPUMEHSITh MEpPOTPHUITHIA OpraHamH,
mporpaMMHOe oOecriedeHUE Mpu OCYILIECTBIISAIOINMHI
OCYIIECTBIIEHUU (PUHAHCOBOT'O KOHTPOJIS. (bMHAHCOBBIN KOHTPOJIb.
OdopmisaTe pe3yabTaThl TPOBEICHHBIX Oco0eHHOCTH TTPOBEIACHUS
KOHTPOJIbHBIX MEPOIPHUATHH MyTeM 3aKyIOK TOBAapOB, paboT, yCIyT
COCTaBIICHUS aKTOB U CIIPABOK; MPUMEHSITh OT/IeTIbHBIMU BUJAMU
mporpamMmmMHoe o0ecredeHne (GPUHAHCOBOTO FOPUTAYECKUX JIHII.

KOHTPOJIA.




OO0mme TpeOOBaHMA K JINYHOCTHBIM pe3yJbTaTaM BbllycKHHKOB CIIO

JInyHOCTHBIE Pe3yJIbTAThl PeaJn3alui NPOrpaMMbl

Ko IMYHOCTHBIX pe3y1bTATOB
peaju3anuu NporpaMmmsl

CriocoOHBIi reHepupOBaTh HOBBIE UAEH AJIS PEIIEHUS
3a7a4 UQPPOBOI IKOHOMUKH, TIEPECTPAUBATH
CJIO’KUBLIMECS CIIOCOOBI PEIIeHNUs 33134, BbIIBUTATh
aIbTCPHATUBHBIE BADUAHTHI ACUCTBUH C LEIBIO
BbIPAOOTKH HOBBIX ONTUMAJIbHBIX aJITOPUTMOB;
MO3UIIMOHHUPYIOUTHHA ce0s B CETH KaK pe3yIbTaTUBHBIN U
ITPUBJICKATEIbHBIM YYaCTHUK TPYAOBBIX OTHOLIEHH.

JIP 15

I'apmMOHHMYHO, Pa3HOCTOPOHHE Pa3BUTBINA, AaKTUBHO
BBIPA)XKAIOLINI OTHOILIEHHE K TPE0OpPa30BAHUIO
OOIIECTBEHHBIX IPOCTPAHCTB, MPOMBIIUICHHOW U
TE€XHOJIOTUYECKON ICTETUKE NPEANIPUATHS,
KOpPIIOPATUBHOMY JAM3alHY, TOBAPHBIM 3HAKAM

JIP 31

OKOHOMUYECKH aKTHBHLIﬁ, Hpe,[[HpI/II/IM‘lHBLII;'I, TOTOBBIN
K CaMO3aHATOCTHU

JIP 35




2. CTPYKTYPA U COJAEP)KAHUE YYEFHOM TUCITATIIUHBI

2.1.00beM yueOHOI TMCHUIIMHBI U BUIbI Y4eOHOH padoThl

Buj yueOHoi1 padoThI O0bem B yacax
O0bem o0pa3oBaTeIbHOI NPOrpaMMbl Y4eOHO 1M CHHIIIMHbI 50
O0bem padoThl 00yYAKOIIMXCH BO B3aMMOIECTBHH C 36
npemnojaaBartejieM
B TOM YHCIIE:
TEOpETHYECKOe 00yUeHne 12
[PaKTUYECKUE 3aHATUS 24
Camocmosmenvuas paboma * 14
IIpomeskyTouHnas arrecrauus B popme Hud.3auer

Camocmosmenvnas paboma 6 pamxax 006pA306AMENLHOI NPOSPAMMbL  NAGHUPYEMCA  00pPA306amenbHoll
opeanusayueii ¢ coomeemcmeuu ¢ mpedosanuamu PIOC CIIO 6 npedenax obvema yueOHOU OUCYUNTUHBL 6
KONuYecmee 4acos, HeoOXO00UMOM OJisl GbINOJHEHUs 3A0AHULl CAMOCMOAMENbHOU padomsl 00YYAOUWUXCS,
npeodyCMOMPEHHbIX MEMAMUYECKUM NIAHOM U COOEPICAHUEM YHeOHOU OUCYUNTIUHDL.




2.2. TemaTu4yecKkMii IJIAH U COJAepPKaAHME YUeOHOW TUCUMIIIMHBI

Koabl
KOMIIeTeHLMH,
HaumeHoBaHMe pa3ienoB Obnem | popMHpoBatiiio
Copaepxxanne yueOHOro MaTepuaja i (popMbl OPraHU3ALUH AeATETbHOCTH 00y4aIOIIUXCS B KOTOPBIX
nrem yacax crnocodcTByeT
3JIeMEHT
nporpamMmmMabl
1 2 3
PA3EJ 1. JIOKYMEHTUPOBAHUE YIIPABJIEHYECKOM JESATEJBHOCTHU 8
Tema 1.1 Benenne. Conep:xanue yueOHOro MaTepuana
AoxymeHTHpOBaHNeE 1. 3HaueHne U CONEPIKAHNE UCIUILIMHBI «J[OKyMEHTAIIMOHHOE 00ECTIEUEHHE YIIPABIECHUSD 1
yHpaBJIeHYeCKOi CBSI3b €€ C IPYTMMH JUCIMIUIMHAMH 00I1e00pa30BaTEIHHOTO U CIEIIHATBHOTO IIHKJIOB.
AeATeIbHOCTH [ToHsATHE TEPMUHOB «IOKYMEHTY, «IOKYMEHTUPOBAHHEY, «IOKyMEHTAIIMOHHOE 0OecrieueHue MK 3.4,4.1,43
yrpaBieHus». VicTopust pa3BUTHSI HAYUHBIX MPEICTABICHUH O IOKyMEHTAIIMOHHOM 2
oOecnieyueHnu ympasieHus. CoBpeMEHHOE COCTOSTHUE JOKYMEHTAIMOHHOTO 00eCTIeueH s
ynpasieHusi. HopmMaTuBHO-TIpaBOBast 6a3a opraHU3anny JOKyMEHTAIIMOHHOTO 00eCIIeueHus
yIpaBJIEHUS] KaK OCHOBA TEXHOJIOTUH ITpoLieccoB ynpasieHus. CocTaB yrmpaBleHUYECKUX
nokyMeHTOB. [loHsiTe cucteM mokyMeHTannu. OyHKIIMOHATBHBIE H OTPACIIEBbIE CHCTEMBI
JOKYMEHTAIu. Y HU(PUKALKS U CTaHAAPTU3ALNS YIPABICHUECKUX TOKYMEHTOB.
Tema Ne.1.2. Cucrema Copepxanue yyeOHOIro MaTepuasa
OpraHH3AUHOHHO" . 1.VaudunmpoBanHas crucreMa opraHu3alioHHO-pacnopsauTensHoi nokymentanuu (OP/]).
pacnopsinTeILHON I'OCTsoi na OPJI. TpeGosanus kK opOpMIEHHIO JOKYMeHTOB. Kiaccudukarus
AOKYMEHTAllUH OpraHU3alMOHHO-PACTIOPAAUTEIBHON TOKYMEHTALUN: OPTaHU3aMOHHbIE,
pacropsauTeNIbHbIe, CIPaBOYHO-UHPOPMaLMOHHbBIe. OpraHn3allMOHHbIE JOKYMEHTHI: YCTaB, 2
noJjio’keHue. PacopsaurenbHble JOKYMEHTBI: TPUKA3bl, paCOPsHKEHUS, yKa3aHus, IIK 3.4,4.1,4.3

nocraHoBjeHus. CrpaBouyHO-UH(POPMALIMOHHbIE JOKYMEHTHI: JJOKJIaaHas (CayxeOHast)
3anuckKa, 00bsCHUTENbHAS 3aMUCKa, aKT, CIIpaBKa, CIykeOHble mucbMa. JlIOKyMeHTHpOBaHUE
TPYAOBBIX MPaBOOTHOIIEHUI. COCTaB M 0COOEHHOCTH OPOPMIICHHS JOKYMEHTOB 10 TUYHOMY




COCTaBYy.

B TOoM umciie NpaKTHYeCKUX 3aHATHI M J1A00PATOPHBIX PadoT 14
IIpakTnyeckoe 3ansaTue 1.0dopmieHne T0KyMEHTOB ¢ IOMOIIBIO porpaMmbl Microsoft 2
Word. Co3nanue mabioHa JOKYMEHTOB.
IIpakTuyeckoe 3ansaTue 2. CocraBieHue u opopmiIeHHE OPraHU3aIMOHHBIX JOKYMEHTOB 2
IIpakTuyeckoe 3ansaTue 3.Cocrabienue U ohopMIeHIE PACHOPSAUTENBHBIX JOKYMEHTOB 2
IIpakTuyeckoe 3ansaTue 4. Cocrapnenue u ohopMiIeHHE CIIPABOYHO- HHHOPMAITMOHHBIX 2
JIOKYMEHTOB.
IIpakTuyeckoe 3ansaTue 5. [IpoBepka npaBUIbLHOCTU OPOPMIICHUST OPTaHU3AITMIOHHBIX 2
JIOKYMEHTOB-
IIpakTuyeckoe 3ansaTue 6.KagpoBoe ne10nponu3BoaCTBO. 2
IIpakTuyeckoe 3ansaTue 7/.OdopMieHue MPUKA30B O IpUEMe , yBoJabHEeHUH. OQopmiieHne 2
JUYHOTO JAea
Tema 1.4. lenexnnie u | ConepxxaHue yueOHOro MaTrepuasa ’ I[IK 1.5
dunancoBo-pacuernpie | 1.OCOOCHHOCTH COCTaBICHUS M OPOPMIICHHS ICHEKHBIX ¥ (PHHAHCOBO-PACYETHBIX
OKYMEHTDI nokyMeHToB. OdopmiieHne JoBepeHHOCTeN OpUIIMATBEHON U JTMYHOM.
B ToM 4nciIe NPaKTHYECKUX 3aHATHH M 1a00paTOpHBIX pador 4
IpakTnyeckoe 3ansaTue 8.0popmieHne TIIATEKHBIX TOKYMEHTOB. 2
IIpakTuyeckoe 3ansaTue 9. OpopmieHue opuruanbHON TOBEPEHHOCTH 2
Tema 1.5. loroBopno- | ConepxaHue y4eOHOIro MaTepuaJia [IK 1.5,3.4,4.1.
npaBsoBas 1.ITonaTue noroBopa (KOHTpAKTa), COTIAlIeHHs, TPOTOKoa. Tunosas ¢popma J0roBopa.
JOKYMeHTAIHs OcHoBHbIE pa3ziensl JoroBopa. Buibl 10roBopoB: Kymin-mpoJaku, TOCTaBKH, KOMUCCUU U 2

np. Buabl toroBopos B cepe 3akymnok. JJokyMeHTbI, 0OpPMIISIONINE TOPSIOK PACCMOTPEHHS
CIIOPOB MEXIY IopuandeckuMu auramu. [IpaBuia opopmiieHns MPeTEeH3MOHHBIX THCEM.
OcoOeHHOCTH TIPOBEICHUS 3aKyITOK TOBAPOB.




B ToM 4nc/ie IPaKTHYECKUX 3aHATHI M J1a00paTOPHBIX padoT

IpakTnyeckoe 3ansaTue 10. Oco6eHHOCTH COCTABICHUS 3aKYIIOYHOM JTOKYMEHTAIINH. 2
CamocrosiTeibHasi padoTa. Mcnonb3ys naHopMamoHHO IpaBoByIo cucteMy u MHTepHeT
pecypchl COCTaBUTh 0030 CYIIECTBYIOMIMX MIAOJOHOB TOKYMEHTOB ISl IOKyMEHTHPOBAHHUS
yIpaBICHUYECKON AESITEIbHOCTH.
PA3JIEJ 2. OPTAHU3ALIUA PABOTHI C JOKYMEHTAMHA 4
Tema 2.1. IlonsiTue Coaep:xxanue yueOHOro MaTepuaJia
AOKYMEHT0000poTA, = =
1.CocraB u yuer o6beMa TOKyMEHTO000pOTa MPEANPHUATAN U opranu3annii. OpraHu3arus
perucrpanms paboTHI C JOKyMEHTALKUEH, IOCTYIAIONIEH B yIPEKIACHUS, IPEAPUATHS, OPTaHU3aLHK;
AOKYMEHTOB, IPUEM BXOJAIINX JTOKYMEHTOB, SKCIIETUIIMOHHAs 00padoTKa, MpeABapUTEIHLHOE 2
HCIIOJIHEHH e pPaccMOTpPEHUE U paclipe/ie]ieHHe, PETUCTPaLUs, PACCMOTPEHUE IOKYMEHTOB PYKOBOJICTBOM,
I0OKYMEHTOB ucnonHenue. [lepenaya 10KyMEHTOB BHYTpU OpraHU3aIMK. Y YeT KOJIMUECTBA JOKYMEHTOB.
KonTponb nenosnHenus 1o0KkyMeHToB. Opranusanys U TEXHUKA KOHTPOJISl UCTIOTHEHHS.
Tunosble 1 UHAUBUYaTbHbIE CPOKH UCIIOJIHEHUS TOKYMEHTOB.
Tema 2.2. Copep:xanue yuefGHOro MaTepuajia
Opranmnsanus 1.CucremaTu3zanus JOKyMEHTOB U ux xpaHeHue. Homenknatypa nen. [IpumepHble 1 TUTIOBBIE 5
0IIePATHBHOIO H HOMEHKJaTypsl Aen. OdopmiieHne HOMEHKIATyphl Aed. TpedoBaHus K 0(OPMIIEHUIO /€.
APXMBHOTO XpaHEeHHsI XpaHeHHe JOKYMEHTOB B CTPYKTYPHBIX nojpa3aeneHusx. [lonroroska aen k caaue B
TOKYMEHTOB BEJIOMCTBEHHBIN apXHUB.
B ToM unciie npakTHYECKUX 3aHSITHI U JIa0OpPaTOPHBIX padoT 2 [IK 3.4
IIpakTnyeckoe 3ansiTue 11. [IpoBepka NpaBUIBHOCTH COCTABIICHUS] HOMEHKIIATYPHI JIeI. 2
IMpomexyTounas aTrrectanus B popme qud. 3avera (mpakTuueckoe 3aHsitue 12).
Bcero: 50




3. YCJOBUS PEAJIN3AIIMU ITPOTPAMMBI YYUEBHOM U CIHUILIAHBI

3.1. Peanu3zanust mporpaMMbl JUCHUILUIMHBI (MOYJIA) TPEOYEeT HATUYUS
yaeOHoro kabunera (J1TabopaTopum), OCHAIIICHHOTO HEOOXOIUMBIM

060py,Z[OBaHI/ICM N TCXHUYCCKUMU CPCACTBAMMU.

3.2. UndopmanuonHoe odecriedeHne 00yueHus

[lepeyeHb  pEeKOMEHIYEMBIX

JOTIOJTHUTEIBHOU JTUTEPATYPhI

OCHOBHBIE UCTOUYHHUKH:

y4eOHBIX

U3 aHUH,

HuTepHeT-pecypcos,

[lepeuenb pekOMEHIyeMbIX Y4eOHbIX U3AaHuil, HHTepHET-pecypcos,

JOTIOJTHUTEIHLHOU JTUTEPATYPHI
OCHOBHBIE HCTOYHUKH:

1. dopoHuHa, J1. A. OokymeHTaumoHHoe obecrneveHne ynpasneHns : y4ebHuK 1 NpakTukym
Ansa cpegHero npodeccuoHanbHoro obpasoBanus / J1. A. JopoHuHa, B. C. Uputnkosa. —
Mocksa : MsgaTtenbcteo KOpanTt, 2021. — 233 ¢. — ([NpodeccnoHanbHoe obpasoBaHne). —
ISBN 978-5-534-05783-6. — TekcT : anekTpoHHbin // OO6pasoBaTtenbHas nnatdgopma
KOpanT [canT]. — URL.: https://urait.ru/bcode/473802

2. KysHeuos, U. H. [lokymeHTaunoHHoe obecneyeHne ynpaeneHusi. [JokymeHToo6opoT u
AEenonpoM3BOACTBO :  YY4eOHMK U MNpakTUKyM Ons  cpegHero  npodeCcCUMOHarbHOro
o6pasoBaHus / U. H. KysHeuoB. — 3-e n3g., nepepab. n gon. — Mocksa : N3pgaTenbcTBo
KOpanT, 2021. — 462 c. — (MNpodeccmnoHanbHoe obpasoBaHmne). — ISBN 978-5-534-04604-

5. — Tekecr :
URL.: https://urait.ru/bcode/470020

anekTpoHHbln // O6pasoBaTenbHas nnatgopma Hpant [canT].

4. KOHTPOJIb M OLIEHKA PE3YJIbTATOB OCBOEHHUS YUYEBHOM JUCIHUILIMHBI

Pe3yabTarsl 00yyeHus Kpurepum oueHku MeToabl OLIEHKH
3HaHus: YcTHbIi
OCHOBHbIE HCTOUYHUKH HH(OpMaLIUU U IIpaBuIBEHOCTH (MMCbMEHHBIN)
pecypcehl sl pelIeHHs 3a1a4 odopMiIeHHS onpoc
dbopmat ohopmIIeHHS PE3yTbTaTOB MTOUCKA JIOKYMEHTAIUH, TectupoBanue
uH(popMaIuu MIPUMEHSIEMOH B [IpoBepxka
Coneprkanne akTyallbHOW HOPMAaTHBHO- npoQeCCHOHAIBHON MPaKTUYECKHUX
MPaBOBOI TOKYMEHTALIUH JIeATETbHOCTH paboT u oreHKa
[lcuxonornveckue OCHOBBI JACATEIHHOCTH CooTBeTcTBHE BHIOOpA | PE3YIHTATOB
KOJUIEKTHBA TEXHOJIOTHH 3auér
CoBpeMEHHbIE CPEICTBA U TPOTPAMMHOE odopmIIeHHS
oOecrieyeHre B MpodeccuoHaNbHOM JIOKYMEHTOB
JeATETLHOCTH COBPEMEHHBIM
[TpaBuna opopmiIeHHS TOKYMEHTOB TpeOoBaHUSIM
[IpaBuna opopmieHus 3aKyOYHOM JIOKYMEHTOO00pOTa
JIOKyMEHTAIuU
NudopmanimoHHbIe TEXHOJIOTHH B
pohecCHOHANEHOM e TENbHOCTH
OcoOEHHOCTH OpPTaHU3aIIMU U TTPOBEICHUS



https://urait.ru/bcode/473802
https://urait.ru/bcode/470020

Pe3yabTarsl 00yyeHus

Kpurepum ouenkn

MeToanbl OLIEHKH

KOHTPOJIBHBIX MEPOIIPUATUI OpraHaMHu,
OCYILECTBJIIOUIMMH (PMHAHCOBBI KOHTPOJIb

YMeHnus:

AHann3upoBath 3a/1a4y ¥ ONPEAEIsATh dTallbl
peLeHus

CTpyKTypHpOBaTh NOIY4aEMYIO
uHpopMaLnio; 0POPMIISATH Pe3yIbTATHI TOUCKA
OnpenensaTs akTyaaIbHOCTh HOPMAaTHBHO-
IIPaBOBOM TOKYMEHTALIUH

B3aUMO/JICHICTBOBATH C KOJIJIETaMH,
PYKOBOJICTBOM, KJIINEHTaMH [ paMOTHO
0(OPMIIATh JOKYMEHTHI 110
po(hecCHOHATLHON TeMaTHKe

[TpumensTH cpencTBa HH(OPMALIMOHHBIX
TEXHOJIOTUH [T peleHus TPOPECCHOHATBHBIX
3aja4

Hcnonp30BaTh O010HKETHOE 3aKOHOJATEIHCTBO
0(OPMIIATH MIATEKHbBIE JOKYMEHTBI
IPOBEPATH HEOOXOTUMYIO JOKYMEHTAIIHIO JUIST
3aKJIFOYEHUS] KOHTPAKTOB

0(OpPMIIATH Pe3yIbTATHI TPOBEACHHBIX
KOHTPOJIbHBIX MEPONPUATHI TyTEM
COCTaBJICHUS aKTOB H CIIPABOK

Branenue npaBuiiamu
COCTaBJICHUS U
ohopMIICHHS
JIOKYMEHTAIluH B
COOTBETCTBUH C
HOPMAaTUBHBIMU
JIOKyMEHTaMHU

Odopmnenus
pE3yJbTAaTOB IMOUCKA
uH(popManun
HaBbiku
OCYIIECTBIICHUS

MIPOBEPKU HEOOXOTUMOI

JIOKYMEHTAIUU IS
3aKJIIOYEHUS
KOHTPAKTOB.

I[eMOHCTpaLII/ISI aHaJIu3a

coaep KaHus
YIPaBICHUYECKUX
JIOKYMEHTOB.
HaBbiku B
HCIIOJIF30BaHUHU
MIPOTrpaMMHOTO
o0ecricycHue B
opranuzaimu J{OY.

DKcnepTHOoe
HaOJIFOEHUE U
OIICHKA Ha
MIPaKTUYECKHUX
3aHATUSX TIPU
BBIIOJTHEHU U
paboThI
OueHka peneHuit
CUTYaI[MOHHBIX
3a1a4

OrncHka
pe3yIbTaTOB
BBITTOJIHEHHS
MPaKTUYECKOU
paboThI

3auéT
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