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PABOYA Sl IIPOTPAMMA YUYEBHOU JUCILUTIIMHBI
OI1.04. JOKYMEHTALIMOHHOE OBECIIEYEHHUE YIIPABJIEHUA
CIIEIMAJIBHOCTb
38.02.04 KOMMEPLIUA (ITO OTPACIISAM)

I'. HDKHU HOBI'OPO/T
2019 T.



PaGouass mporpamMmma y4eOHOW JUCHUIUIMHBI  «JIOKyMEHTAIlMOHHOE OOECIeUueHHE
ylpaBieHus» pazpaboTaHa Ha OCHOBE (PeaepaibHOTO TOCYJapCTBEHHOTO 00pa30BaTEIbHOTO
CTaHJapTa CcpegHero mpodeccHoHaNbHOrO oOpa3zoBaHus 1o cnenuanbHocTH  38.02.04
Kommepuust (o otpaciisiM), yTBEp>KICHHOTO IprUkazoM MUHHCTEpCTBA 00pa30BaHUS U HAYKU
P® ot 15 mas 2014 roga Ne 539 nmnsa mpodeccruoHanbHON 00pa3oBaTeNbHON OpraHU3alNH,

peaﬂmylomeﬁ IIpaBo MMOATOTOBKH CIICHHUATIMUCTOB CPCAHCTIO 3BCHA.

Opranm3anus - paspaboruuk: ['BIIOY «Hwkeropoackuii TEXHHKYM TOpPOICKOTO
XO03SICTBA U IpeAnpuHUMaTenbcTBay» 1. Hwkauit HoBropoa.

Pazpaborumk: H. 1O. IllecTtuTKko, npernogaBaTesb.
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1. IACIIOPT PABOYEWM ITPOI'PAMMbBI YYUEEHOU JTUCIIUTLIIMHBI
JlokymMeHTallnOHHOE o0ecneYyeHne YIIPaBJIeHUs

1.1. Ob6aacTs npuMeHeHus1 padoyeil NporpaMMsl
1. Pa6ouas nporpamMma y4eGHON JAUCIMILIMHBL ABISIETCS YaCThIO OCHOBHOM MPOQECCHOHATBHOM
00pa30BaTeNbHON MpOorpaMMbl MOJATOTOBKH CIIELUAIMCTOB CPEJHETO 3BEHA B COOTBETCTBHUU C
@I'OC CIIO no cneunansroctu 38.02.04 Kommepuus (1o oTpacisim).

Pabouas mporpamma y4eOHOW AMCHUIUIMHBI MOXKET OBITH HCIIOJIb30BaHA IPH peaTH3aliu
nporpaMmM npogecCuOHaAIBHOIO U JOIOJHUTEIBLHOIO 00pa30BaHMUs.

12. Mecto y4eOHOII JMCUMIUIMHBI B CTPYKType OCHOBHOH Npo¢eccHOHAIbLHOMH
0o0pa3oBaTeJIbHOM MPOrPaAMMBbI:
JUCLUIUIMHA BXOAUT B 0011enpodecCHOHaIbHBIA UK.

1.3. Heau u 3aga4yn y4eOHO# THCHMIVIMHBI — TPeOOBaHHUS K pe3yJibTaTaM OCBOeHUsI yueOHOi
AUCUMILIUHBI:

B pe3ynbrare ocBoeHUs y4eOHON NUCHUIIIIMHBI 00y4YaIOLIUIICs 10JIKEH

yMeThb:

- 0OPMIISITH M TIPOBEPATH MPABMIBHOCTH 0(hOPMIICHHUS JOKYMEHTAIIMH B COOTBETCTBHH C
YCTAHOBJICHHBIMH TPEOOBAHUSAMH, B TOM YHCJIE€ UCIOJIb3Ys HHPOPMALIMOHHbIE TEXHOJIOTUH;

- IPOBOJUTH ABTOMAaTU3UPOBAHHYIO 00pabOTKY TOKYMEHTOB;

- OCYILECTBJISATh XPaHEHUE U IOUCK JJOKYMEHTOB;

- MCII0JIb30BATh TEJIEKOMMYHHUKAIIMOHHBIE TEXHOJIOTUH B 3JIEKTPOHHOM JIOKyMEHTOOOOPOTE.
3HATh:

- OCHOBHBIE MOHATHSL: L€, 33/1a4H U IPUHIMIIBI JOKYMEHTAIMOHHOTO 00eCTIeYeHNs yIpaBlIeHus,
CUCTEMBI JOKYMEHTAIIHIOHHOTO O0EeCIeueHus yIpaBiIeHUs, UX aBTOMAaTU3aLIUIO;

- KJIaCCU(DUKALIUIO IOKYMEHTOB;

- TpeOOBaHUS K COCTABICHUIO U 0O)OPMIIEHUIO JOKYMEHTOB;

- OpraHU3aLHIO TOKYMEHTO000pOTa: MpHUeM, 00paboTKy, pEruCTpaIiio, KOHTPOJIb, XpaHEHHE
JOKYMEHTOB, HOMEHKJIATypy JIel.

1.4. PexomeHayemoe KOJIM4YeCTBO 4YacOB Ha OCBOeHHe padoueil mnporpamMmbl yueOHOI
AUCUMILIUHBI:

MaKCHUMaJIbHON y4eOHOU Harpy3ku oOyyaromierocst 81 gac, B ToM 4mcie:

00s13aTeNIbHON ayTUTOPHOM yueOHo Harpy3ku o0yydaromnierocs 54 gac;

CaMOCTOSITEIILHOM pa0doThl 00yJaromierocss 27 4acos.



B

2. PE3YJIBTATBI OCBOEHMS YYEFHOU JJUCIIUILJINHBIL

mporecce OCBOCHHUS y4eOHOH JMCUUIUIMHBL, OOydYarolMecs OCBauBalOT —OO0IIne

KOMIICTCHIINH

Kon

HaumeHnoBanue pe3ysbTaTta 00yueHHust

OK 1.

[ToHuMaTh CYIIHOCTh M COLMAIbHYIO 3HAYMMOCTb CBOEH Oynyuieil mpodeccuu, NposBisaTh K
HEH yCTOMYUBBIN UHTEPEC.

OK 2

Opranu3oBbIBaTh COOCTBEHHYIO JCSITEIbHOCTD, BRIOMPATh THIIOBBIC METOJIBI H CITOCOOBI
BEITIOJTHEHMS PO ECCHOHANBHBIX 33/1a4, OI[CHUBATh UX YPPEKTUBHOCTh U KAYECTBO.

OK3

HpI/IHI/IMaTb pelICHUA B CTAHAAPTHBIX U HCCTAHAAPTHLIX CUTYallusAX U HCCTHU 3a HUX
OTBECTCTBCHHOCTbD.

OK 4

OcCymiecTBIATh NOUCK HHPOPMALIUU, HEOOXOTUMOH 1Tt 3()(HEKTUBHOTO BBIITOJIHEHHS
npodeccHoHaIbHBIX 3a1au.

OK 6

PaboTaThb B KOMaHJC, B(I)Q)CKTI/IBHO O6H_IaTBCH C KOJJICTaMHU, PYKOBOACTBOM, KJIIMCHTAMMU.

OK 12

CoOmoaTh AeHCTBYOIIEE 3aKOHOIATEIBCTBO U 0043aTeNIbHBIC TPEOOBAaHNS HOPMATUBHBIX
JTOKYMEHTOB, a TaK)Ke TpeOOBaHUs CTaHAAPTOB, TEXHUYECKUX YCIOBUII.

u HpO(beCCI/IOHaHBHbIe KOMIICTCHII MU :

Kox

HaumenoBanue pe3yJjbTara Oﬁy‘leHI/lﬂ

[IK 2.2

O(bOpMJ'IHTB, IMPOBCPATH IPABHUIIbBHOCTb COCTABJICHH, obecreynBaTh XPaHCHUC
OpTaHHU3aAlMOHHO-PACTIOPAANTCIIBHBIX, TOBAPOCONPOBOJUTCIBHBIX U HHBIX HCO6XOIII/IMI>IX
JMTOKYMCHTOB C UCITIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTCM.




3. CTPYKTYPA U COJAEPKAHUE YUYEBHOW JUCIUILINHBI

3.1. O0beM y4yeOHOI TMCHUTIMHBI M BUIbI Y4eOHOH padoThI

Bua yuyeOHo# padoThI Oovem uacos
MaxkcumanbHas yueOHasi Harpy3ka (Bcero) 81
OO0s3aTenbHas ayIUTOpHAs yaeOHas Harpy3ka (BCero) o4
B TOM YHCJIE:
MPAKTUYECKHUE 3aHATHS 28
CamocTosTenbHas pabora o0yuaromerocs (Bcero) 27

[TpomexxyTounast arrectanus B hopme audpdepeHIIUPOBAHHOIO 3a4eTa




3.2. TemaTuuyeckuii MJIaH U coJiep:KaHue YUeOHOM THCUMTILTHHBI

HaumenoBanue Coaep:xxanue yueOHOIro MaTepHaJia, JJadopaTropHbie padoThl U IPAKTHYECKUE 3aAHATHUSA, O0bem Yposenn
pa3aesioB U TeEM caMoCTOsiTeJIbHAsI padoTa o0yyawimMxcsi, KypcoBasi padora (mpoekr) (ecjau 4acoB 0CBOEHMS
MpeayCMOTPEHbI)
1 2 3 Z
Paspean 1.
JlOKyMeHTHpPOBaHHE
ylIpaBJIeHYeCKOil
AeTeJIbHOCTH
Tema 1.1. Poanb Coaep:xaHue y4eOHOro MaTepuaJia 2
AejonpousBoacTea B | CoBpeMEHHOE J1eJI0MPOU3BOICTBO: 1IeJH, 3aJa4i, OCHOBHbBIC TIPUHIIUIIBI. 1
ylpaBJIeHHH. HopmartuBHO — MeTonndeckas 6as3a JeIonpon3BOJICTBA.
CamocrosiTejibHAas padoTa: 2 3
Pedepar o Teme:
WcTopus pa3BuTus aenornpoussojictsa B Poccun.
Paspean 2.
CocraBieHue n
oopmiieHHE CITYKeOHBIX
JIOKYMEHTOB.
Tema 2.1 Coaepxanue yueOHOro MaTepuaa 4
Odopmirenne dopmysp — o0paser] OpraHu3aluoOHHO-PACTIOPSIUTENbHBIX TOKyMeHTOB (OP/]). 1
PEKBH3HTOB 10KyMeHTOB. | [IpaBuia opopmieHns peKBU3UTOB JOKYMEHTOB. Bu/bl 1 Ha3HaueHHe OJaHKOB.
TpebGoBaHMs K TOKYMEHTaM IIPH X U3FOTOBJICHUU Ha MeYaTalolINX yCTPOUCTBaX.
IIpakTnueckas padora: 4 2
ITP1.0¢dopmiieHne cxembl pacroNokKeHUs! pEeKBU3UTOB Ha JOKYMEHTE.
IT1P2.0¢opmitenne O1aHKOB pa3IMYHBIX BHJIOB IOKYMEHTOB.
CamocrositesibHas padora: 6 3
[ToaroroBuTk npe3enrtannio "OCHOBHbIE PEKBU3UTHI JOKYMEHTOB. TpeOoBaHus K UX
oopmienuto (TOCTa P 7.0.97 — 2016)".
Tema 2.2. Conep:kanue y4eOHOIo MaTepuaa 2
Opranuszannonno — | Knaccudukanus nokymeHToB. OpraHu3aioHHO — IIPABOBBIE TOKYMEHTHI: 1
NpaBoBbIe JOKYMEHTBI. | yCTaB, yUpEAUTEIbHBIN JOIrOBOP, LITATHOE PACIIMCAHUE, JOJKHOCTHAS HHCTPYKIIHS.
IIpakTnueckas padora: 2 2

I1P3 CoctaBnenue u ohopMiIeHHE ITATHOTO PaCIIUCAHMSL.




CamocrositeabHasi padora: [loaroroska npeseHranuu 1o teme: «OpraHu3aluoHHO —
IIPaBOBBIE JOKYMEHTEI: IIOJI0KEHUE, PETTIAMEHT, IIPaBUiIa BHYTPEHHETO TPYIOBOIO paclopsiaKa
A T.0.%.

Tema 2.3. Coaeprxanue yueOHOro MaTepuasa 2
Odopmaenne HasHadeHue 1 COCTaB PaCIoOpAAUTENbHOM JOKYMEHTAIIUH.
PACHOPHMUTEALHBIX | ¢0GennoCTH cOCTaBICHNS NPUKa3a.
AOKYyMEHTOB IIpakTHyeckas padora: 2
[TP4. CocraBnenue u oopMiieHHE TTPUKa3a MO0 OCHOBHOM ESATEIbHOCTH TPEIITPUSATHS.
Tema 2.4. Coaep:xkaHue y4eOHOro MaTepuaJia 6
Odopmiaenue Krnaccudukanus cnyxeOHbIx tucem. [IpaBuia coctaBiieHus U 0popMIICHHUS ASITIOBOTO MUCHMA.
MH(OPMALHOHHO - [IpoToKOIBI U BHITUCKA U3 MPOTOKOJIA.
CIPABOYHOM AKT.
AOKYMEHTAlHH IIpakTHyeckas pabora: 12
ITP5.Cnyxe0nble mucbMa. CocTaBiieHne U 0(hopMIICHUE TIHCEM Pa3IMIHOTO XapaKTepa.
[1P6.Cny>keOHble TUCbMA, MEPENNCKA.
[TP7.CocraBnenue u 0(hOpMIICHHIE MPOTOKOJIA U BBITHCKH.
[TP8.CocraBnenue u ohopMIICHHE JOKIAIHBIX 3alIUCOK.
ITP9.CoctaBnenue u ohopmienue HHGOPMAITMOHHO - CITPABOYHBIX JTOKYMEHTOB.
ITP10.CocraBnenue 1 0pOopMIICHHE aKTOB.
CamocrosiTesibHas padora: 6
ITonroToBka nmpe3eHTanuu mo Teme: «Buabl CipaBOYHO-aHANUTHYECKOH TOKYMEHTAUU
(cmy>xe0OHbIE aKThl, CBO/IKA, 3aKIOYEHHE, OT3bIB, IEPEUEHb, CIIUCOK). TpeboBaHus K
o OpMIIEHUIO.».
Tema 2.5. Conep:xaHue yueOHOro MaTepuaJa 4
Odopmaenue JIOKYMEHTBI ITpH MOCTYIJICHUH Ha pabOTy M YBOJIbHEHUU. Tpy/noBas KHUKKA.
Ka/poBOii IIpakTnueckas padora: 6
AOKYMEHTAIUH ITP11. Odopmienue pestome.
[TP12. CocraBnienue u opopmieHHEe TPUKA30B 0 JINYHOMY COCTaBY.
IT1P13.0dopmieHne Tpy10BOH KHHUKKH.
CamocrosiTesibHas padoTa: 2
Pedepar Ha Temy: «OdopmiieHue TpyA0BbIX JT0TOBOPOBY.
Paspnen3.

Opranunsanus padoTsl
C JOKYMEHTaMM.




Tema 3.1. Conep:kanue y4eOHOTro MaTepuaa
Opranusanus [IpaBuiia opranu3anuu 10KyMEHTOO00pOTa B YUPEKACHUH.
AOKyMeHT0000poTa. | Perucrpanusi 1 KOHTPOJIb UCIIOJHEHUS TOKYMEHTOB.

IIpakTuyeckas padora:
[1P14.0¢dopmiienue xypHaIoB BXOASIINX U UCXOSIINUX TOKYMEHTOB
CamocrosiTesibHas padora:
[IpesenTanus no teme: «CpecTBa OPrTEXHUKU: ONpPE/IesIeHne, Ha3HAYeHHe, KlacCuQUKaIs».

Tema 3.2. Coaeprxanue yueOHOro MaTepuasa

HomenxkJartypa e,
TeKylllee XpaHeHue u
cI1a4ya B apXuB.

Howmenknarypa nen. DkcnepTusa HEHHOCTH JOKyMEeHTOB. OdopmiieHUe el U repeiada Ha
apXUBHOE XpaHEHUE.

CamocrosiTesibHas padoTa:
Jloknan Ha TeMy «XpaHEeHUE JIOKYMEHTOBY

JAudppepeHunpoBaHHbIN 3a4eT.




4. YCJIOBUS PEAJIM3AIIMN YYEFHOU JUCHUNJIAHBI

4.1. Tpe6oBaHHS K MUHUMAJILHOMY MATEPHAJIBLHO-TEXHHYECKOMY 00ecneyeHn o
Peanuzanms yaeOHOH JACITATITAHBI TpedyeT HaJTUYHS y4eOHOTO kaOuHeTa
«J1oKyMEHTaIMOHHOTO 00ECTICYCHUS YIIPABICHUS.

O6opynoBaHue yaeOHOT0O KaOWHeTA:
- KOMIUTEKT OJIaHKOB;
- KOMIUIEKT Y4eOHO-METOANYECKON JOKYMEHTAIIHNH;
- HaIJISAHbBIC TOCOOWS;

TexHuveckue cpeacTBa OOyUSHHUS:

- IEPCOHATILHBIN KOMITBIOTED;

- DKpaH

- MYJIbTUMETHAIIPOCKTOP

4.2. UndopmannoHHoe obecrniedeHne 00yueHust
[lepeueHbp pexkOMEHIyeMBIX YUeOHBIX W3HaHUH, HHTEpHET-pecypcoB, JIOMOIHUTEIBHOM
JIUTEPATYPHI.

OcHOBHBIE HCTOYHUKH:

1. bacakoB M.J. Jlenonpoun3BoacTtso (JJokyMeHTanmoOHHOE oOecrieueHre ypaBiIeHus): yaeOHUK/
M.N. bacakos, O.W. 3ambitikoBa. — M3a. 15-e Poctos v//1: ®ennkc, 2015 — 376 c. — (Cpennee
npodeccuoHaIbHOE 00pa3oBaHHE).

2. TOCT P 7.0.97 — 2016. Hanmonaneubiii ctangapt P®. Cucrema ctaHIapToB MO0 MH(POPMAIIHH,
OMOIMOTEYHOMY W M3JATeNbCKOMy Aeiry. OpraHu3alMoOHHO — PACHOPSANTENbHAS JTOKYMCHTAIIUS.
TpeboBanus k 0hOpMIEHUIO JOKYMEHTOB.

HNuTepHeT-pecypcenl:
1. www.delpro.narod.ru - Jlenonpon3BoacTBo+.

2. www.termika.ru — DHIuKIIONeIUs 1EIOIPOU3BO/ICTBA.

3. www.directum.ru - DaeKTpoHHOE JETONPOU3BOICTBO M KAHIIEISIPHUS

4. http://www.edou.ru/enc/ - DHIMKIONE S ACTONPOU3BOJICTBA.

5. javelines.ru/klassifikatsiya_sredstv_obrabotki_dokumentov.html - Texuuueckue
CpenCcTBa CO3JaHus M 00padOTKH TOKYMEHTOB

6. www.consultant.ru /lesonpou3BoACTBO B OpraHu3aluu

7. http://www.pseudology.org /Dokuments/ Mcropus pa3zsutus Poccuiickoro

ACIIOIMPOU3BOJACTBA
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5. KOHTPOJIb M OLIEHKA PE3YJIbTATOB OCBOEHMS YYEBHOM
TACIATITAHBI

KonTponr u oleHka pe3ylnbTaToB

OCBOCHHUA

yqe6H0171 JUCHUIINIMHBI  OCYIICCTBIIACTCA

IpernojiaBaTeNieM B IMpOIEcce MPOBENEHHS MPAKTHUYECKUX 3aHATHH W J1abOpaTOpHBIX padoT,
TECTUPOBAHUS, a TAKXKE BBIOJHEHHUS OOYYAIOUIMMUCH WHAMBUAYAIBHBIX 3aJaHUM, MPOEKTOB,

HUCCIJIENOBAHUI.

Pe3ynbrarel 00yueHus
(OCBOCHHBIC YMEHHUSI, YCBOCHHbBIC 3HAHMSA)

@®opMBI 1 METOIBI KOHTPOJIS U OLIEHKU
pE3yIbTaTOB O0yUYCHUS

YMmeer:

- 0 OPMIISITH U IPOBEPATH MPABUIBHOCTD
oopmIileHHS JOKYMEHTAIIMH B COOTBETCTBHH C
YCTAHOBJICHHBIMH TPEOOBAHUSMH, B TOM YHCIIE
UCTIONB3Ysl MH()OPMALIMOHHBIE TEXHOJIOTHH;

- IPOBOJUTH ABTOMaTU3UPOBAHHYIO 00pabOTKy
JOKYMEHTOB;

- OCYHICCTBJIATL XPAHCHUC U ITIOMCK JOKYMCHTOB;

- UCIIOJIb30BATh TCJIICKOMMYHUKAIIUOHHBIC

TEXHOJIOTHH B 3JIEKTPOHHOM JJOKYMEHTOOOOpOTE.

Texkymuii KOHTPOJIL B hopMme:

- TECTOBOI'O KOHTPOJIS;

- OLIEHKH pPE3yJbTaTOB BBIIIOJHEHUS
NPaKTUYECKUX padoT;

- OLICHKHU PE3YJIbTATOB BBIIOJIHEHUSI YCTHOTO
onpoca,

OILICHKH BBIIIOJIHEHUS] BHEAYIUTOPHOU
CaMOCTOSITENIbHOM pabOTHI.
PyOesxkHbIii KOHTPOJIb B hopMme:
YcerHoro onpoca

HTorospiii KOHTPOJIb B (hopme:

g hepeHIMPOBAHHOTO 3a4eTa.

3Haer:

- OCHOBHBIC ITOHATHUA: LECJIH, 3a1a41 1 TPHUHIUIIbI

JIOKYMEHTAIMOHHOTO 00eCTrieueH s yrpaBJeHHs,
CUCTCMBbI )IOKYMGHTaHI/IOHHOFO O6€CH€‘I€HI/I${
yIpaBIeHUs, UX aBTOMATU3AIIHIO;

- KJTacCU(pUKAIINIO JOKYMEHTOB;

- TpeOOBaHUS K COCTABIECHUIO U O(hOPMIIEHUIO
JIOKYMEHTOB;

- OpraHu3aIrIo JOKYMEHTO000pOoTa: TIPHEM,
00paboTKy, perucTpalno, KOHTPOJIb, XPaHEHHE
JIOKyMEHTOB, HOMEHKJIATYPY JeIl.

Texkymuii KOHTPOJIb B hopMme:

- TECTOBOI'O KOHTPOJIS;

- OLIEHKH pPe3yJbTaTOB BBIIIOJHEHUS
MPaKTUYECKUX padoT;

- OLIEHKH pPe3yJbTaTOB BBIIIOJHEHUS
- YCTHOTO ompoca

- OLIEHKH BBITNIOJTHEHMS BHEAYAUTOPHON
CaMOCTOSITENIbHOU pabOTHI.
Py0e:xHblii KOHTPOJIb B hopme:
YcerHoro onpoca

HroroBeiii KOHTPOJIL B hopMme:
nudhepeHIIMPOBAaHHOTO 3a4YeTa.
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