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1. OBIIASI XAPAKTEPUCTHUKA PABOUYEN ITPOT'PAMMBbI YYEBHON
JUCIHUIIVIMHDBI « IOKYMEHTAIIMOHHOE OBECIIEYHEHHUE YIIPABJIEHU S ».

1.1. Mecro y4eOHOIl IUCHMIUVIMHBI B CTPYKTYpe OCHOBHOH 00pa3oBaTejbHOI
nporpamMmbl:  YyeOHas aAucuuiuiiHa «JloOKyMeHTanmoHHOE oOecreueHue YIpaBICHHS
SIBIISIETCSL 00513aTENBHON YacThiO 00IIETPOGECCHOHATLHOTO ITUKIIAa OCHOBHOW 00pa30BaTEebHOM
nporpaMmmbel B cooTBercTBUUM ¢ PI'OC mno cneunumansHoctu 38.02.01 OKOHOMHKA H
OyXTaJITePCKHI y4eT (110 OTpacysiMm).

1.2. lleau u nJIaHUpyeMble pe3yJbTaThl 0CBOCHUS Y4eOHOH TUCIUILINHBI:

Kon IIK, YmMmenus 3Hanug
OK, JIP
OK 05 IPaMOTHO M3JIaraTh CBOM MBICIIH 0COOCHHOCTH COLMAIIBHOTO U
0(pOpPMIIATH TOKYMEHTHI 110 KYJIBTYpHOT'O KOHTEKCTa,;
npodeccHoHaIbHOM TeMaTHKE Ha npaBuiia 0pOpMIIEHHUS JOKYMEHTOB
rOCyJapCTBEHHOM SI3BIKE, IPOSIBIATH Y TIOCTPOCHUS YCTHBIX COOOIICHUI
TOJICPAHTHOCThH B pab0ueM KOJUIEKTUBE
OK 09 NOHMMAaTh  OOWIMIA  CMBICI  YETKO | MpaBWJIa IOCTPOSHHUS TPOCTHIX U
NPOU3HECCHHBIX  BBICKAa3bIBAHUI ~ HA | CIIOKHBIX
M3BECTHBIC TEMBbI (IIPO(YECCHOHANBHEIE U | IpeIoKeHHI Ha
OBITOBBIE), IOHUMATh TEKCTHI Ha 0A30BBIC | MPO(ECCHOHAIBHBIE TEMBI;
npo¢ecCHOHATBHBIC TEMBI; OCHOBHBIE 00IIEYNOTPEOUTENBHBIC
y4acTBOBAaTh B JHMAJOraX Ha 3HAKOMBIC | raroiib (6bITOBAs u
obmrue u nmpodeccnoHATLHBIC TEMBI, npodecCHOHAIBHAS JTCKCHKA);
CTPOMTH MTPOCTBIE BHICKA3BIBAHUS O CE0€ M | jexcmueckuii MHHAMYM,
0 CBOEH npodeccnoHaTbHOM OTHOCSIIIHIICS K OTMCARIIO
JeATENILHOCTH;

IPEMETOB, CPEACTB M MPOIECCOB
npo¢eCcCuOHANTBHON EATEeTbHOCTH;
0COOCHHOCTH MPOU3HOIICHHUS;
IIpaBrJia YTCHHA TCKCTOB

KpaTKo OOOCHOBBIBaTh U OOBACHITH CBOU
NeicTBUS (TEKYIINE U TUTAHUPYEMBIE);
MMCaTh MPOCTHIE CBSI3HBIE COOOIIEHUS HA

3HAKOMBIC WJIM UHTEPECYIOLINE MpodbeccHoHaTbHOf
pohecCuOHANIbHBIE TEMBI HATIPABIEHHOCTH

JIP 17 I'nbko pearupyronuii Ha NOsSBICHUE HOBBIX ()OPM TPYJOBOIl 1€ TETLHOCTH,
TOTOBBIM K HX OCBOCHHMIO.

JIP 19 PasBuBaroniuii TBOpueckre CnocOOHOCTH, CIOCOOHBIN KPEATUBHO MBICIHUTH.

JIP 33 OTKpBITHIN K TEKYIIMM U NEPCIEKTUBHBIM U3MEHEHHUSIM B MUpPE TpyZa U
npodeccuil.

1.3. Kosiu4ecTBO 4acOB HA OCBOEHHME YUEOHOH AMCIUIINHBI:
MaKCUMallbHas yaeOHast Harpy3ka oOydatomierocs 32 yaca, B TOM YHCJIE:
- o0s3aTenbHas ayAuTOpHas yueOHasi Harpy3ka oOydvaromerocst 12 yacos;

- caMocTosTenbHas padoTta oOyuatomierocs 20 yacos.




2. CTPYKTYPA U COJIEP)KAHUE YUEBHOM JUCIUILIAHBI

2.1. O6beM yueOHOM TMCUMIIHHBI M BU/IbI y4e0HO#i padoThI

Bup yueOHoii paboTbl Oobvem uacos
MaxkcuMmajibHasi ydyeOHasi HAarpy3Ka (Bcero) 32
O6s13aTesibHAsI ayAUTOPHAsI ydeOHAasi HATPy3Ka (Bcero) 12
B TOM YHCIIE:
JICKIIH 6
IIPAKTUYECKHUE 3aHATHS 6
CamocTtosiTeibHas padora o0yuarouerocs (Bcero) 20

Ilpomesccymounas ammecmayun 6 gpopme ougppepenyuposannozo 3avema




2.2. TemaTnueckuii IJIaH U coaep:xkanue yueOHoi qrucunniamubl OI1.13. JlokyMeHTauMOHHOE 00ecniedeHne ynpaBJieHusl

HanmenoBanme Jleknum, 1a00paTOpHbIe U MPAKTHYECKHE 3aHATHS, CAMOCTOATE/IbHAA padoTa O0bem | YpoBeHb 0CBOCHHS
pa3aeyioB U TeM o0yuyalolmuxcs, KypcoBasi padora (IpoeKT) (eciu npedycmompeHvl) 4acoB
1 2 3 4
Pasnen 1. lokyMeHTHpPOBaHNE YNPAaBJIEHYECKON [1€ATEJIbHOCTH.
Tema 1.1. Jlexnuu
JoxkymeHTHpOBaHME 1. | ConmepxaHue TUCHUIUIMHBI U €€ 3HAUYCHHE . 1 1
YHIpaBJIeHYECKOi 2. | [lonsTHe TEPMUHOB «JOKYMEHT, JOKYMEHTHPOBAHHUE ,JOKYMEHTAIMOHHOE
AesATeTIbHOCTH 3. | obecrieueHne ympaBieHUE.
Hcropusi pa3BUTHS Hay4HBIX MIPEICTABICHHUM O JOKYMEHTAIUOHHOM 00eCre4YeHun
YIPABIICHHUS.
CamocrosiTesibHasA padoTa 00yYAKOLIUXCH: 2
JOKJIaapl o Teme: Mcropusi pa3BUTHSL JI€TIONPOU3BOJICTBA
Tema 1.2.HopmaTuBHo- | Jlekuun 1 2
npaBoBasi 6a3a 1. | HopmaTtuBHo-nipaBoBas 6a3a J1OVY.
OPraHM3auuu 2. | TCAOY-cBoa mpaBuIL
AOKYMEHTAIIHOHHOI'0 3. Cucrembl JOKYMEHTAIIMH.
obecrieveHust 4. | Yuudukanys v craHgapTU3alys yopaBJIeHYeCKUX JTOKYMEHTOB.
CamocrosiTe1bHAsA padoTa 00y4aIOIIMXCH: 2
Hoxnaasl 1o Teme: Buasl ympaBiieHU€CKHUX JTOKYMEHTOB
[Tpesentanu Ha TeMy «OdopMiaeHHE TOKYMEHTOBY.
Tema 1.3 Jlexnumn 1 2
Kaaccnpukanus u
crpykrypa OP.T'ocr |1 | Opa u ux BUbL
P 6.30-2003 2. | T'oct P 6.30-2003.
3. | CocraB pEeKBU3HTOB.
4. | ®opmynsp oOpaszer.
5. | bmankwu.
IIpakTnyeckue 3aHATHS 1
CocraBnenue Qopmynspa- obpasua.
CamocrosiTe/ibHasi padoTa odyuyawuuxcsi: 1okiaan mo Teme «lIpaBuna odopmieHus
tabimuiy, «/lenoBas HOKyMEHTAIHs. 2




JlomamHee 3ananue: co3anue (GopMynasipoB JOKYMEHTOB.

Tema 1.4.TpedoBanus
K 0GopMJIEHHIO
PEKBU3NTOB

Jlekuun

1| TpebGoBanuss Kk OQOPMIICHHIO HA TOJIE YIJIOBOTO W TMPOJOJIBHOTO IITAMIIOB.
2 | PexBu3uThl Ha pabodeM MOJe TOKYMEHTA.
3 | TpeboBanus K 0(hOPMIIEHHIO PEKBU3UTOB Ha CIIY)KEOHOM IIOJIE.

CamocrosiTesibHAsi padoTa 00yYaKOIMXCS:
Jomamnee 3ananue opopmieHHE PEKBU3HUTOB, MPOSKTHPOBAHUE OJIAHKOB.

Paznen 2. Odopmiienne 10KYMEHTOB

Tema 2.1.0¢opmiienue
OpraHU3alMOHHBIX
JTOKYMEHTOB.

HpaKaneCRne 3aHATUSA
CocraBlieHHE U O(I)OPMJ'IGHI/IG OpraHHU3allMOHHBIX JOKYMCHTOB

CamocrosiTesibHasA padoTa 00yYAOIIUXCH: TOKIAAbl 110 TEME
«Co3ianue OpraHU3aIlMOHHBIX JIOKYMEHTOBY.
[ToaroroBka mpe3eHTAIUH.

Tema 2.2.0¢opmiienue
pacnopsiANTeTbHbIX
JTOKYMEHTOB

HpaKaneCRue 3aHATHSA
O(i)OpMJ'IeHI/IC pacnnopsAguTCIbHBIX HOKYMCHTOB.

CamocrtosiTeibHAs padoTa 00y4alOIMXCH:
JlomainiHee 3a/1laHue: COCTAaBICHUE MPUKA30B MO JMYHOMY COCTaBy M 110 OCHOBHOM
NeSITETTHHOCTH.

Tema 2.3.0¢opmiienue

HpaKaneCKue 3aHATHUSA

HH(pOopMaALMOHHO- CocraBnenne MC/.
CIIPABOYHOM CocraBiieHre MNPETEeH3UU U HCKOBOTO 3asiBJICHMUSL.
AOKYMEHTAIlUH CocTaBlIeHHE JETOBBIX IHCEM.
CamocTrosiTe1bHAs padoTa 00y4alOIIMXCH:
Jomamnss pabota:
Junarnoctuka ommooK .
CocraBieHHE NpE3eHTALUN.
Tema 2.4. IIpakTH4eckune 3aHATHSA
JlokymeHTanUsl 1O CocraBieHHE TPYIOBOrO JOrOBOpA.
TPYAOBBIM CamocrosiTe1bHAs padoTa 00y4alOIIMXCH:
OTHOLUIEHHAM Joknanel Ha Temy: OgopmiieHHe B3bICKAaHHH M MOOIIPEHUH , 0pOPMIICHHE OTIYCKOB.

Pazgen 3. Opranu3anust padoTbl ¢ JOKYMEHTaAMHU




Tema 3.1 Opranusauus | Jlekuun 1
AOKYMEHT0000poTA.
1. | JoxymeHTOOOOpOT.
2. | [IpoxoxaeHue BXOISAIIUX, UCXOISIINX, BHYTPEHHUX JTOKYMEHTOB.
3. | ®opMbl U MOPSAOK PETUCTPALIUU.
4. | KoHTpoJib 32 UCIOJHEHHEM JIOKYMEHTOB.
IIpakTHYeckune 3aHATHA 1
Perucrpanus nOKyMEHTOB.
CamocrosiTesibHasA padoTa 00yYAKOLIUXCH: 2
Joknanet Ha Temy: Opranu3anus WH()OPMAITMOHHO- CIIPABOYHON PabOTHI.
Tema Jlekuun 1
3.2Homenknarypa 1. | Homenkmnarypa nem.
Aeq W Tekyllee 2. | ®opMupoBaHUE M TEKylllee XpaHEHHE Iell.
XpaHeHue u caa4da B 3. | DkcnepTr3a MEHHOCTH JTOKYMEHTOB.
apxuB. 4. | Odopmnenue nen u nepenaya Ha apxXHBHOE XpaHEHHE.
CamocrosiTeibHAsA padoTa 00y4alOIIMXCH:
Joxnaapl Ha TeMy: apXMBHOE XpaHEHUE. 1
ITonroroBka mnpe3eHTaLMi.
Tema 3.3.Texnnueckue | CamocTosiTeibHasi padoTa 00y4aIOUIUXCS! 2
cpeacrsa, 1. | Knmaccudukamms TeXHUUECKUX CPEICTB.
HCIOJIb3yEMbIC 2. | CpeactBa Anis COCTaBIEHUS TOKYMEHTOB
3. | CucteMHBIN MOAXO0M K YIPABIICHUIO DJIGKTPOHHBIMU JIOKYMEHTaAMHU.
Bcero 32

Jlii XapaKTepUCTUKH YPOBHS OCBOCHMSI yU€OHOI0 MaTepualla UCIOIb3YIOTCS CIeIyIOIUe 0003HaYeHU:

1. — o3HaKOMUTENBHBIN (y3HaBaHUE paHEEe U3yUYEHHBIX OOBEKTOB, CBOICTB);

2. — penpOAYKTHUBHBIHN (BBITIOTHEHUE JIEATEIFHOCTH 10 00pa3Ily, HHCTPYKIUH WIH O] PyKOBOJICTBOM)

3. — IPOAYKTUBHBIH (ITAHUPOBAHUE U CAMOCTOSITEIILHOE BBIITOJTHEHHE ACATEIBHOCTH, pElIeHUe MTPOOJIEMHBIX 3a]1a4)




3. YCJIOBUS PEAJIM3AILIMA YYEFHOU JUCITATLIMHBI

3.1. TpeGoBaHusA K MUHMMAJIBLHOMY MAaTEPHAJIbHO-TEXHHYECKOMY 00ecrne4yeHn 0

YyeOHnast ayquTopust A IPOBEICHUS 3aHATHI BCeX BUOB (B TOM YHUCIIE TPYNIOBHIX U
WHIUBUIYaJIbHBIX KOHCYJIBTALMM, TEKYIIErO0 KOHTPOJIS U MPOMEXKYTOYHOM aTTeCTALINH )

368608,

Pecny6onuka Jlarecran,

r. JlepbOenr,

yi. Xannanama Taruesa, 33 «3»,

ayn Ne 1 (1 at.)

YyeOHast MmeOenb (CTOJBI U CTYIIbS YUEHUYECKHUE, TPENOJaBATEIbCKUE CTYI U CTOMN)

nocka — 1 mr.;

MYJIbTUMEAUMHBIN TPOEKTOp (MepeHoCcHOM) — 1 mT.;

IIPOEKIIMOHHBIN IKpaH — 11T.;

HOYTOYK C BO3MOXKHOCTBIO OJIKIIFOUEHUS K ceTH «HTepHeT»

KOMIUIEKT  JHIEH3MOHHOIO I1O (omepammonnas cucrema - Windows 10 Pro,

TEKCTOBBIH penakTop - Microsoft Word 2016

IMoMemenue AJ1s1 CAMOCTOATENBHOM PadoOThI

368608

Pecny6nuka Jlarecran,

r. Jlepbenr,

yi1. Xanganama-Taruesa 33 «3»

ayn.Ne 11 (1 stax)

VYyeOHast MeOenb (KOMIbIOTEPHBIE CTOJIBI U CTYJIbsl YUEHUYECKHE), CUCTEMHbIE OJIOKH,
MOHHUTOPBI, KIIABUATYPHI, KOMIBIOTEPHBIC MBITIIH;

Jmocka — 1 mr.;

MYJIbTUMEIUHHBIN TPOeKTOp (epeHocHoH) — 1 mT.;

MTPOEKIIMOHHBIA 3KpaH — | mT.;

ObecrieyeHo MOIKIIIOUEHUE U TOCTYI:

- k cetu «MHTEpHETY,

- K 9JIGKTPOHHON MH(POPMALIMOHHO-00pa30BaTeIbHOI cpee;

KOMIUIEKT  JIMIIEH3MOHHOI'O IO (omeparnmonnas cucrema - Windows 10 Pro,

TEKCTOBBIH pemakTop - Microsoft Word 2016



3.2. UnpopmannonHoe odecnevyenne 00y4eHust
Ilepeuennb PeKOMeHIyeMbIX yueOHBbIX U3/IaHUI, HNurepHeT-pecypcos,
JAOMOJIHUTEILHOM JTUTEPATYyPHI

OcHoBHas1 iuTEeparypa:
1. BemkypoBa, A.b. JlokyMeHTalMOHHOE OOECTICUCHHE YIIpaBIICHUs: yaeOHOe mocooue

JUI CTYIEHTOB cpenHero mnpodeccuoHaabHoro obpasoBanus: [12+] / A.b. BemkypoBa. —
MockBa; bepnun: Hupekr-Menua, 2020. — 181 C.:
URL: http://biblioclub.ru/index.php?page=book&id=570999

2. Kysnenos, . H. [IlenonpousBoctBo : yuedHoe nocodue : [16+] / Y. H. Ky3nenos. —
10-e u3n. — Mockaa : JlamkoB u K°, 2021. — 406 c. : Tabn. — Pexxum goctymna: mo moAmucke. —

URL: https://biblioclub.ru/index.php?page=book&id=684221

3. JlamkoBa, A. I'. JlokymMeHTannoOHHOE OOECIeYeHHE YIPABICHHsS IEPCOHAJIOM :
yuebHoe mocobue : [16+] / A.T.JlankoBa, B. A. llpirankoB ; OMcKHil rocynapCTBEHHBIN
TEXHUYECKUU yHUBepcUTeT. — OMcK : OMCKUH TOCyAapCTBEHHBIM TEXHUUYECKUI YHHUBEPCHUTET
(OMI'TY), 2019. — 154 c. : wunm, Tabm., cxem. — Pexum pgocTyma: 1o TOINUCKE. —
URL.: https://biblioclub.ru/index.php?page=book&id=683240

JlonoJiHUTeIbHAS JIUTepaTypa:

1. ApacnmanoBa, B.A. JlokymeHTanmoHHOEe oOOecrieueHHE YIpaBiCHUs: y4eOHO-
MpaKTUYECKOe MocoOue B cxemax, Tabiuiax, odpasuax: [12+] / B.A. ApacimanoBa. — 2-¢ u31.,
mon. wu  mepepadb. — MockBa; bepmun:  dupekr-Meama, 2020. - 266 c.:
URL: https://biblioclub.ru/index.php?page=book&id=578394

2. Tpopumona, O. B. OcHoBsI AenoBoro nucbMa : yuebHoe nocodue / O. B. Tpopumosa,
E. B. Kynuuk ; TroMeHCKMH rocynapcTBEHHBIH yHHMBepCHTET. — 4-¢ u3id., crep. — MockBa :
OJIMHTA, 2019. - 305 ¢ : Tabn. — Pexum jgocryma: 10 TOAMHCKE. —
URL.: https://biblioclub.ru/index.php?page=book&id=5796

3. Kymuepyk, C. I1. lokymMeHTHast THHTBUCTHKA : yaeOHoe mocoome / C. I1. Kymuepyk.
— 8-¢ m3n., crep. — Mocksa : ®JIMHTA, 2021. — 256 ¢. — Pexum gocryma: Mo IMOMAIMKCKE. —
URL: https://biblioclub.ru/index.php?page=book&id=83382

IIporpammuoe obdecneuenne u UnrepHeT-pecypcsl

JIEKTPOHHBIE pecypcehI:

1. DnekTpOHHO-OMOIMOTeYHAsT CHCTeMa «YHUBEepCUTETCKas Oubinoreka onnaitay //

www.biblioclub.ru/.

Cnpanoqﬂo-npaBOBme CUCTEMBbI:

1. Koncynprant Ilntoc
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4. KOHTPOJIb ¥ OIIEHKA PE3YJBTATOB OCBOEHHUS YYEBHOMN
JAUCHUIIJINHBI
KoHTpoJIb ¥ OLlEHKA pPe3ybTaTOB OCBOCHUS YYCOHON IMUCIMILTUHBI OCYIIECTBIISICTCS
IpenojaBaTesieM B MpoLiecce MPOBEACHUS MPAKTUYECKUX 3aHATHI, TECTUPOBAHHUS, YCTHOTO U

IMHUCBbMCHHOI'O OITpOCa.

Pe3yiabTaThl 00yuyeHus: (0CBOEHHbIE YMEHHUS, @DopMbI U METObI KOHTPOJISI M
YCBOCHHbIE 3HAHMS) OLIEHKHU Pe3yJIbTaTOB 00y4eHMsl
1 2
yMeThb: - YCTHBII ¥ MMCbMEHHBIH OIpOC,

— 0(hOpMIIATH JTOKYMECHTAIIMIO B COOTBETCTBHM C | - BBIIOJIHCHHE TECTOBBIX 3aaHUiA,
HOPMATHBHON 0a30if, B TOM 4YHCJIE C HCIIOJBH30BAaHUEM | - IPOBEPKHU BBIITOJTHCHUS

MH(}OPMALIMOHHBIX TEXHOJIOTUH; CaMOCTOSITENIbHOW PaOOTHI
— ocBaMBaTh TEXHONOTMHM aBTOMATH3MpPOBAHHOM | 00yYaroLierocs,
00paboTKH JOKYMEHTAIIHH; - BBIIIOJTHCHUE U 3allUTa

— WCNONB30BaTh  yHU(UIHUpoBaHHbIE  (opmpr | TPAKTHICCKUX pabor.
JIOKYMEHTOB;
— OCYILECTBJISATh XPAaHEHUE U IIOUCK JOKYMEHTOB;

— HCIIOJIB30BaTh TCJICKOMMYHUKAITUOHHBIC
TCXHOJIOTUH B 3JICKTPOHHOM I[OKYMCHTOO60pOTe;

3HATb:

— IIOHATHC, ociu, 3aJa4uu n IMPHUHIUIIBI
JACJIOIIPOU3BOJACTBA,

— OCHOBHBIC IIOHSATUA JOKYMCHTAIITUOHHOT'O
oOecrnieueHus yrnpaBIeHUS;

— CHCTEMBl JIOKYMEHTAIHOHHOTO OOecreueHHs
yIIpaBJICHUS;

— KJaccU(UKALUIO TOKyMEHTOB;

— TpeOOBaHUS K COCTaBJICHUIO U O(POPMIICHHIO

JIOKYMEHTOB;
— OpraHu3aliio  JOKyMEHTOO00OpOTa: MpHeMa,
00paboTKy,  perucTpaiuio,  KOHTPOJIb,  XpaHEHUE

AOKYMCHTOB, HOMCHKIJIATYpY ACII.

HMeTh NPAKTHYECKUI ONBIT:
—  OpraHu3alMM JOKYMEHT0000poTa;
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