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1. MACHOPT MPOI'PAMMBI YYEBHOM JUCIUITIJINHBI

JlokyMeHTallMOHHOEe 00ecneyeHne YIpaBJIeHusl

1.1. O6n1acTb npuMeHeHus1 padoyeil MPOrpaMmbl

[IporpaMma y4yeOHOM JHUCLUMIUIMHBI SIBJISETCA  YacTblO  MPOTPAMMBbI
NOJFOTOBKM CHELMATUCTOB CpelHero 3BeHa B cooTBercTBUM ¢ PI'OC 1o
cnenuanbHocT 38.02.04 Kommepuus (1o orpaciasim).

1.2. MecTo y4eOHOH AUCHUILIMHBI B CTPYKType B CTPYKType NPOrpamMMblI
MOATOTOBKH CHEHHATHUCTOB CPEHEro 3BeHa:

Huciumnaa  OI1.04  «JloKyMeHTallMOHHOE OOecleYeHUe YIpaBiICHUS»
BXOJIUT B LUKJT o0mienpodeccuoHaIbHbBIX TUCLUIUINH (OI1.00)
npodeccuonanbHoro mukia (I1.00) cnemuansuoctu CITO 38.02.04 Kommepuusi
(o orpacJisim).

JucuunnuHa «JloOKyMEHTAallMOHHOE OO0€CIeUeHUE YIPABICHUS» SBIAETCA
o0mienpodeccuoHaNnbHOM, YyCTaHABIMBAIOIIEH Oa30Bble 3HAHUS ISl YCBOCHMS
1po(heCcCHOHATIBHBIX KOMIIETEHLIUH.

1.3. leau u 3aga4u y4eOHOH AUCHMILIMHBI — TPe0OBaHUSL K pe3yabTaTaM
OCBOCHUS Y4eOHOM JUCIHUIIMHBI:

JucuunnuHa «JlokyMeHTallMOHHOE 00eclieueHrEe YIIPABICHU» HAIllpaBiIeHa
Ha BHEIPEHUWE B MPOU3BOJCTBO HOBBIX HMH(OPMAIIMOHHBIX TEXHOJOTHUH H3-32
MHOTOKPAaTHOTO YyBeIW4YeHusi o00béma uHpopmanuu. B nemsx aHamuza u
COXpaHEHUsl UId MOCIEAYIOIIEr0 HCHOJIb30BaHMs OHa (MH(opManus) TpeOyeT
CBOET0 JOKYMEHTUPOBAHMS. DTy 3a7a4y BBIIIOJIHSET JAEIONPOU3BOJICTBO — 00JIACTh
YIOPABJICHUYECKOW AEATENbHOCTH MPEANPUATHS (OpraHU3alMK) MO MOArOTOBKE WU
opopMiIeHNIO O(QULHUATBHBIX JOKYMEHTOB, OPTaHM3alMU WX JIBMXKEHHS, Y4€Ta W
XpaHEeHUsl.

Heabro HU3y4eHMs IPOrpaMMHOTO MmaTepuaia JUCIUIIAHBI

«/lokyMeHTallMOHHOE O0ecTieueHre YIPaBICHUsD) SBISETCS:
(dbopMUpOBaHKE TEOPETUUECKUX 3HAHUI B 00JIaCTH IE€TONPOU3BOJICTBA;
dbopMupoBaHUE U PaA3BUTHE KOMIIETEHTHOCTH B paboOTe C YIpaBICHUECKOMN
JOKYMEHTalUEw;
(bopMHpOBaHKE HOBOTO IKOHOMHYECKOTO MBILIUICHHUS.

B pe3ynbpTaTe 0OCBOSHMS TMCHUILUIMHBI 00YYaroUiCs JOIKEH YMeTh!
- oQopMIISITb W TPOBEPATh MNPABUIBHOCTh O(OPMIICHUS JTOKYMEHTAllUU B
COOTBETCTBHUM C YCTAHOBJIIGHHBIMH TpPEOOBAHUSMHU, B TOM YHCIE HCIHOIB3YS
uH(GOPMaILMOHHBIE TEXHOJIOTUH;
- IPOBOJUTH aBTOMATU3UPOBAHHYIO 00PabOTKY IOKYMEHTOB;
- OCYILECTBIIATh XPaHEHUE U MOUCK IOKYMEHTOB;
- HUCHOJb30BAaTh  TEJIIEKOMMYHUKAIIMOHHBIE TEXHOJOTMH B  JJIEKTPOHHOM
JIOKyMEHTOO0O0pOTE.

B pe3ynbTaTe 0CBOCHUS JUCHUIIIMHBI 00YYaIOIUNCS JOJIKEH 3HATh:
- OCHOBHBIE TOHATHA: LENW, 3aJa4¥d U [PUHUUIBI JOKYMEHTAIIMOHHOTO
oOecrieueHus ynpaBJeHUs;
- CUCTEMBI JOKYMEHTAIlMOHHOTO 00ECIIeYeHNs YIIPABIEHMsI, UX aBTOMATU3ALINIO;



- KJIacCU(UKALIUIO TOKYMEHTOB;
- TpeOOBaHUS K COCTaBICHUIO U O(POPMIICHUIO TOKYMEHTOB;
- OpraHu3alMI0 JTOKYMEHTOO0O0pOTa: MpUueM, 00padOTKy, perucTpaluio, KOHTPOIb,
XpaHEHHE TOKYMEHTOB, HOMEHKJIATYPY Je.

N3yyeHue AUCHUILUIMHBI CIOCOOCTBYET OCBOCHHUIO OOIIMX KOMIIETeH M
OK 1. IloHuMarp CyImIHOCTh M COLHMAJIbHYI0 3HAYUMOCTh CBOEH Oymyiiei
npodeccu, MPOSBIISITh K HEW YCTOMYUBBIA UHTEPEC.
OK 2. Opranu3oBbiBaTh COOCTBEHHYIO JESTEIBHOCTD, BBIOUPATh TUIIOBBIE METO/bI
U crocoObl  BBIMOJNHEHUS  MpOGECCHOHATIbHBIX  3a/Jay, OIEHUBATh  HX
3¢ (HEKTUBHOCTH U Ka4ECTBO.
OK 3. [IpuHuMath penieHus B CTaHAAPTHBIX U HECTAHAAPTHBIX CUTYAIUSIX U HECTH
32 HUX OTBETCTBEHHOCTb.
OK 4. OcyuiecTBasiTh MOUCK U HUCIOIb30BaHUE MH(POPMALMH, HEOOXOAUMOW IS
3¢ (EKTUBHOTO BBINOJIHEHUSI NPOPECCHOHANBHBIX 3a]a4, IPOo(EeCCUOHATBHOTO U
JUYHOCTHOTO Pa3BUTHSI.
OK 6. PaboTaTh B KOJUIEKTHBE U B KOMaH/Ie, 3P PEKTUBHO OOIIATHCS C KOJIJIETaMH,
PYKOBOJCTBOM, TOTPEOUTEISIMHU.
OK 12. CoOmomaTe JEHCTBYIOIIEE 3aKOHOMATEIBCTBO W 00s3aTENIbHBIC
TpeOOBaHUSI HOPMATHBHBIX JIOKYMEHTOB, a Takke TpeOOBaHUS CTaHJAPTOB,
TEXHUYECKUX YCIOBUH.

W3ydeHne DUCHUIUTUHBI CIIOCOOCTBYET OCBOCHHIO MPO(hecCHOHATBLHBIX
KoMmeTeHuui no crnenuanbHocT 38.02.04 KomMmepnus (o oTpacisam)
[IK 2.2. OdopmusaTs, NpoBEpsATh NPABWIBHOCTh COCTaBIEHUS, OOECIEYMBATH
XpaHEHHE OPraHU3alMOHHO-PACTIOPSIUTENBHBIX, TOBAPOCONPOBOAUTEIBHBIX U
WHBIX HEOOXOAMMBIX JOKYMEHTOB C HCIIOJIb30BAHHEM aBTOMATH3MPOBAHHBIX
CUCTEM.
1.4. PexomeHnayemMoe KOJIMYECTBO YACOB HA OCBOECHHE NMPOrpamMMbl y4eOHOM
AUCHMILIMHBI:
MaKCUMaJIbHOW y4eOHOM Harpy3ku oOyuatromierocst 54 daca, B TOM YUCTIE:
00s3aTeNIbHONW  ayJUTOPHOM y4eOHOW Harpy3ku oOydaromierocsi 36 Yacos;
CaMOCTOSITENIbHOM paboThI oOyuarorerocsi 18 gacos.



2. CTPYKTYPA U COJEP)KAHUE YYEBHOM JIUCITUITIINHBI
2.1. O0bem y4yeOHOM TMCHMILIMHBI M BHAbI Y4e0HOI padoThI

Bup yueOHol paGoThI Oovem
uacos
MakcuMasibHasi yyeOHasi HArpy3Ka (Bcero) o4
O0s13aTesibHasi ayIMTOPHasi yueOHasi HAarpy3Ka (Bcero) 36
B TOM YHCJIE:
NPAKTUYECKUE 3aHITHUS 18
CamocTosiTeJIbHasi padoTa 00y4aromerocsi (Bcero) 18

B TOM 4HUCJIC:

caMOCTOATeNIbHAsg paboTa HaJ KypcoBOM pabOTOM -

BHEAyJUTOpPHAsI CAMOCTOSITEJIbHAsS paboTa 18

B TOM 4HCJIC:.

OHOpHBIﬁ KOHCIICKT

MYHBTHMGIIHP'IHaH IMPC3CHTAINA

COO0OIIEeHNE

pedepar

NN

y4eT JOKYMEHTOB B JKypHaiie perucrpanuy BXOISIIUX U UCXOOAIINX
JIOKYMEHTOB

D

MNOATOTOBKA K CCMUHAPCKOMY 3aHATHIO

Hmoeosas ammecmayus 6 hopme oughgpepenyupoeannozo 3auema




2.2. TemaTuuyeCcKui MJIaH U coaecp;xanue yqeﬁﬂoﬁ ANCIHUIIJINHBI I[OKyMeHTa]_[I/IOHHOG o0ecreyeHue YHapaBJI€HUSA

HaumenoBanue pasgesioB u | Cogep:xkaHue y4eOHOI0 MaTepualia, JIeKUUH M NPAKTHYECKHe 3aHATHS, camMocTosTeabHasi | O0bem YpoBenn
TeM paGora ob0yuyarommxcs, KypcoBasi padora 4yacosB ycBOeHHS
4
Beenenue Copeprkanre yueOHOTO MaTepuaia 1
1 Hemn, 3amaun u mnpeamer y4deOHoW aucuumimbbel. CTpyKTypa JAWCUMIUIMHBL, €€ 2
npodeccuoHanbHasi 3HAYMMOCTh, MEXIpPEAMETHbIE CBs3U. CYyIIHOCTH OCHOBHBIX IOHATHH
JIOKYMEHTAIIHOHHOTO 00eCTieueH s YIIpaBIeHHUSL.
CamocrosiTeibHass pabora o0yuarommxes. Cosmare mnpeseHtammio mo  Teme «Mcropus 2 2,3
BO3HMKHOBCHUS M 3Tallbl pa3BUTHUA JCJIONPOMU3BOACTBA B Poccuny.
Paznen 1. JlokymMeHTHpOBaHUe 24
yIpaBJIeHYeCKOil
AesATeILHOCTH
Tema 1.1. Hdoxkymentnl u | ComepkaHue ydeOHOrO MaTrepuaia 2 1
Croco0bI JOKYMEHTAIUH 1 [MonsatHe o nokyMmeHTaxX, Wx (yHkimsx. CBoicTBa, MPH3HAKU, KJIACCH(DUKAIMS W BHIBI
ToKyMeHTOB. CIIocOOBI JOKyMEHTHPOBaHUSI.
CamocrosiTenbHasi padora oOyuaromuxcsa. [loaroroButs coobmenne: «I'OCT P 6.30-2003. 2 2,3
Ob6nacTs mpuMeHeHus cTaHaapTay; «DenepanbHbiil 3aK0H «O0 MIEKTPOHHON TTOIITUCH.
Tema 1.2. VYuudmxkauma wu | Conaepkanue yueOGHOro MaTepuaa. 2
CTaHAapTU3ANNS TOKYMEHTOB | | YHudukanuss w CcTaHmapTH3anus JOKYMEHTAIlMH: TOHATHE. YHU(MUIIUPOBAaHHAs CHCTEMa
nmokyMmeHTaruu:  noHsatue.  CoctaB  yHU(WIIMPOBAaHHBIX ~ CHUCTEM  JIOKyMEHTAIUH: 1
OpraHnU3allMOHHO-paCOPAANUTEIIbHAA, OTYCTHO-CTAaTHUCTHUYCCKAs, INepBUYHAs, yuc€THasd,
¢uHaHCOBass W Apyrue. locymapcTBeHHbIE CTaHIApThl Ha YHU(DHUIIMPOBAHHBIE CHUCTEMBI
JokyMmeHTarmn. OOIepOoCCHICKIe KIIACCH(UKATOPBI.
Tema 1.3. PexBmurnl u | CojepkaHue yueOGHOro MaTepuaa. 2
0JIaHKH TOKYMEHTOB 1 PekBusut, GopMmyssip MOKyMeHTa, TUIOBOH (opmyisip, Gopmyisp-oOpaser, Tabeib (hopm 1
JIOKyMEHTOB, aib00M (OpM YHU(PHUIMPOBAHHBIX JOKYMEHTOB: IOHITHE, XapaKTEPUCTHKA.
[IpaBuna odopmiieHUs] pEKBU3UTOB OJlaHKA M WX PACIOJIOKEHUE Ha CTaHIApPTHOM Qopmare
Oymarwm, pa3Mepsl nojiei. branku JOKyMeHTa: IOHATHE, Ha3HAYeHHe, BUIBI OaHKOB. CocTas,
odopmIieHre peKBU3UTOB Onanka. DopMymsip-o0pasel] rpymibl TOKYMEHTOB, TPUHAIIICIKAIUX
K oxpHoil cucrteme. IIpoexTmpoBaHue ONaHKOB JOKYMEHTOB opranmzauuu. CocTtas,
odopmIieHHE, U3TOTOBJICHUE, XpaHEeHHE 0JJaHKOB OpraHHU3alINH.
IIpakTnyeckoe 3ansitue Ne 1. OdopmieHne OCHOBHBIX PEKBU3UTOB JOKYMEHTOB Ha hopmare A4. 2 2




CamocrosiTenbHas padora o0yuaromuxcs. Koncnekr: «Pa3Melienre Hayan nevyaTanus peKBU3UTOB
[0 TOPWM3OHTAIM W WX B3aUMHOE paclolokeHney». Pa3paboraTh MIa0IIOH M CTPYKTYpYy TeKCTa
OCHOBHBIX OPTaHU3AIMOHHO-PACTIOPSIAUTEIBHBIX JOKYMEHTOB B SJIEKTPOHHOM BUJIE.

2,3

Temal.4.OprannzanuoHHO-
pacnopsiiuTe/IbHas
AOKYMEHTALUS

Coneprkanue yueOHOro Marepuara.

1 OpraHu3aimoHHO-PACTIOPAIUTENbHBIE JOKYMEHTHI: TIOHSATHE, HA3HAYeHNEe, OCHOBHBIE BHIBI.
OpraHu3aiMoHHBIE TOKYMEHTHI: YCTaB, TOJOXEHHE, CTPYKTypa W INTAaTHAs YHCIEHHOCTH,
LITATHOE pacIUCaHue, paBUia JODKHOCTHAS MHCTPYKLMS, UX HA3HAYEHUE, XAPAKTEPUCTUKA
U coctaB, TpeOoBaHME K OQOPMICHHIO, TOPAAOK YTBEpXKICHHA. PacnopsauTenbHbIe
JIOKYMEHTBI:

MIOCTAHOBIICHUE, TIPUKA3, PACIOPSDKEHHE, HMX HA3HAUCHHE, XapaKTepUCTHUKAa M COCTaB,
TpeboBaHust K odopmieHuto. CrpaBodHbIe JOKYMEHTBHI: CIy)KEOHbIE NHCbMa, CIpPaBKH,
JOKJIaJHbIE 3alHUCKH, TPOTOKOJbL, AaKThl, 3asBJICHUS, HMX XapaKTEpUCTUKAa U COCTaB,
TpeboBaHU K 0opMIIEHUIO. TUTIBI JOKYMEHTOB: TMOATHHHIK, KOS, TyOIHKaT, BRITTUCKA, UX
HazHaueHue. [lopsaok odopmiieHNs U BBIAAYN KOIIMHA U TyOJIMKAaTOB JOKYMEHTOB, BBIITHCOK M3
HUX.

IIpakTuyeckoe 3ansaTue Ne 2,3,4. OdhopmieHre opraHU3aIMOHHO-PACTIOPSITUTENBHBIX JOKYMEHTOB.

»

CamocrosiTenbHasi padoTa odyuarommxcsi. [logroroButs pedepar Ha TeMy: «/lemoBoe mucrMo»,
«ITHKET B JICJIOBON TIEPETIHCKEY.

2,3

Paznen 2. Opranusanus
padoThl C JOKYMEHTAMM.

26

Tema 2.1. Opranmsanus
A0KYMEHT0000poTa

ConepxaHue y4eOHOTO MaTepHaa.

Cayx6a IOY B opranuzanmsix, Ha3HaYeHUE, 3a7a4u, GYHKLIUH, TUIIOBbIE CTPYKTYPHI, TOJHDKHOCTHOM
coctaB. Permamenranusi pabotel ¢ CHOY. JlokymMeHTOOOOpOT: HOHATHE, OOIIME NPHHLUIIBI
OpraHM3alid  JOKYMEHTOOOOpOTa, €ro  CTPYKTypa,  HEOOXOAMMOCTh  ydera  oObema
JOKYMEHT0000poTa. HopmarusHbie JOKYMEHTHI, peTIaMeHTHPYIOINE OpraHu3aIHI0
JOKYMEHT0000poTa.

IIpakTnyeckoe 3ansitue Ne 5.0cHoBHBIE (popMBI Opranu3zanuu ciayxos JOVY.

CamocrosiTeTbHAS paﬁoTa Oﬁy‘lalOH.[I/IXCﬂ.HO,Z[FOTOBI/ITLCSI K CCMHUHAPCKOMY 3aHATHIO 10 TEMC
<<OpFaHI/IBaLII/I$[ PErucTpanv 1 KOHTPOJIb UCIIOJTHCHUSA JOKYMCHTOBY.

Tema 2.2.0pranusanus
perucTpanyuu J0KyYMEHTOB H
KOHTPOJIb HCIIOJIHeHUSI
AOKYMEHTOB.

Coneprxkanre yaeOHOTO MaTepuraa.

Perucrpanyst JOKyMeHTOB, OIIpeieIeHNE, LIETH, 33]Ja4H, MECTA PETUCTPALIUH Pa3IMUHBIX
KaTeropuii JokyMeHToB. CrcTeMbl ¥ (POPMBI PETUCTPALIMH, UX JOCTOMHCTBA M HETOCTATKH.
[Nokazarenu, BBOIUMBIE B perdcTpaldoHHble (opMbl. Bunmel perucrpamuu. OcobeHHOCTH
PETUCTPAaLN BXOJAIINX, UCXOJAIIMX M BHYTPEHHUX JTOKYMEHTOB. KOHTpONb HCIIONHEHUS
JIOKyMEHTOB: IIOHATHE, Ha3HadyeHue, BUAbL. [IpuHIMIEI opraHuzanuu KoHTposd. Cpoku
VICIIOJIHEHHMSI: TUIIOBOM, UHIMBUIYAJIbHBINA. TEXHONOIMs BEACHUS KOHTPOJISL.




IIpakTHyeckass padora Ne 6. CemmHap mo Teme «OpraHuzanus perucTpaliii M KOHTPOJb 2
UCIONHEHUsI JOKyMEHTOB». COCTaBUTh W 3alOJHHATH (OPMY >KypHaja PErHCTPaLUM BXOISIIUX
JOKYMEHTOB, HCXOJSIIUX JOKYMEHTOB M (opMy >KypHaia perucrpauuu TtenedoHorpamMm (Ha
OCHOBaHUM MpHIIOKeHus 1,2,3 COOTBETCTBEHHO).
CamocrosiTenbHasi padora oOydaromierocsi. Hanwmmre mnpennoxkeHHWe W 3apeTUCTPUPYHTE B 2,3
JKypHaJIe PETUCTPALHH.
Tema 2.3.0pranusanus | Cogepkanue yueOHOro Marepuana. 1
OIepaTuBHOIO XpaHeHHud | 1 Tpe60BaHI/I${ K OpraHmM3anuy ONCpPAaTHMBHOIO XpaHCHUS ITOKYMEHTOB. HOMeHKnaTypa e
AOKYMCHTOB U MmopsAAOK noHaTue. Buabsl HOMCHKJIATYPBI JCII. Tlopsanok cocraBieHus, O(bopMJIeHI/m, YTBEPKACHUS U
nepeaaviv B apxuB MPUMEHECHUSI KOHKPETHOW HOMeHKnaTypsl aei. [lopsmox odopmienus men. Opranuzanus
XpaHEHHUs HUCIOIHEHHBIX AOKyMEHTOB. IIopsAnok mepenaun NOKYMEHTOB Ha XpaHEHHE B
apxus.
I[pakTnyeckas padora Ne 7.CocraBiieHHe 3ar0JIOBOK A€ Il CHCTEMAaTU3aIlH JOKYMEHTOB B JIeJa. 2
CamocTtosiTeibHasi padota oOy4yaromerocsa.KoHCIIEKT:0TMETUTh CPOKH XpaHEHHUs JOKYMEHTOB, 5
KacaeMo Ballleil CIIENUaIBHOCTH.
Tema 2.4.Jlokymentamusa mo | Cogeprkanue yueOHOro MaTepuana. 1
npogeccHoHAILHOI 1 JloroBop mocTaBku, JOTOBOP MPOJAXKH, JOTOBOPHO-TIPABOBask JOKYMEHTALIUS, JOKYMEHTHI 10
AeATeJbHOCTH BHEIIHE3KOHOMUYECKON NeSITeNIbHOCTH, TOBApOCOIPOBOIUTENLHBIE JIOKYMEHTBHI,
NPETEeH3MOHHO-UCKOBAasl JOKYMEHTALUs, UX Ha3HaueHHEe U TpeOOBaHUsI K 0()OPMIICHHIO.
IIpakTnyeckas padora Ne 8: OdopmiieHre JOKyMEHTOB 110 MPO(ECCHOHATBHON AEATEIBHOCTH. 2
CamocrosiTesqibHast pa0dora 00y4aromerocs. [loAroToBUTBHCST K CEMUHAPCKOMY 3aHSTHIO.
Komnprorepuszanus JOKyMEHTAIIMOHHOTO OOeCTIeueH sl YIpaBIeHHs Ha TIPEIIpUATHH,
3HA4YEHNE, IEPCIEKTUBEI pa3BUTHsL. Vcronp30BaHNe MEPCOHAIBHBIX KOMIIBIOTEPOB B
opraHuszanuu paboTsl ¢ JoKkyMeHTaMu. COCTaBHBIE YAaCTH KOMITBIOTEPHOTO JIE€IONPOM3BOJICTBRA. 2,3
OnexTpoHHas 1mourta. THUIBI CUCTEM AJIEKTPOHHOM MOUTHL. XpaHeHHe JOKYMEHTOB B
ANIEKTPOHHOI mouTe. HDopMannoHHO-CcipaBOYHAsE paboTa B yCIOBUSX IPUMEHEHUSI
KOMIIBIOTEPHBIX TeXHOJorni. PepepanbHbli 3aK0H «00 JIEKTPOHHON HU(POBOH MOIIHCH.
Tema 2.5. Komnbrorepusanus IpakTnyeckas padora Ne 9:Cemmnap no Tteme «KommnbroTepusanus IOKYMEHTAMOHHOTO
AOKYMEHTAIIMOHHOT O obecrieueHus ypaBieHUs Ha TIPEATPUSTHI 2

olecredyeHHs yNpaBJIeHHSs

Bcero

54

i XapaKTepUCTHKH YPOBHS OCBOCHUS yUeOHOT0 MaTepHaja UCIIONIB3YIOTCS CIIEAYIOINE 0003HAUCHHUS:

1. — o3HaKoMHUTENBHEIH (y3HABAHHUE paHEe N3yUEeHHBIX 0OBEKTOB, CBOMCTB);

2. — penpOoyKTUBHBIN (BBIMOJIIHEHHE ICATSILHOCTH IO 00pa3ily, HHCTPYKIIMU WITH MOJT PyKOBOJICTBOM )

3. — IPOLYKTHUBHBIN (TIJIAHUPOBAHUE U CAMOCTOSTEIBHOE BHINOJIHEHHUE IEATEILHOCTH, peIiCHHE TPOOIEMHBIX 3a1a4)




3. YCJIOBUSI PEAJIN3AIINN YYEBHOMN U CLHUIIINHBI
3.1. TpeboBaHusi K MUHMMAJbHOMY MATEPHATIbLHO-TEXHUYECKOMY 00eCledeHUI0
Peanmzanust y4eOHOM JUCHMIUIMHBI TIpEANoiaraeT Hajdudue Y4YeOHBIX KaOWMHETOB
«JlokymeHTanimoHHoe obecrieueHue yrpapieHueM», «MHbopMalMoHHbBIE TEXHOJIOTHU B
npodeCCUOHATILHON JeSATeIbHOCTI.
O06opynoBaHue yueOHOro KabMHeTa U pabo4yux MeCT KaOMHETa DKOHOMHUKH:
- pabo4ue CTOJIBI M CTYJIbsI 111 O0yJarONIuXCs;
- paboYuii CTOJ U CTYJ IS TIPETNOIaBaTEeIIS;
- TOCKa KJIaCCHAsi MarHUTHO-MapKepHas;
- HarJIsOHBIC TOCOOuS;
- KOMIUTIEKT Y4eOHO-METOMYECKONU TOKYMEHTAITUH.
TeXHHYECKHE CPEJICTBA OOYUEHHS:
- MYJBTUMEAUNHBIN IIPOEKTOP;
- HOyTOYK.
OO6opynoBaHMe ydeOHOro KaOWMHETa M pabouyux MecT KaOuHeTa HMH(OpMAIMOHHBIX
TEXHOJOTHI B IIpo(PeCcCHOHAILHOM JIESITSIbHOCTH.
- KOMITBIOTED;
- IPUHTED;
- MYJIbTUMEUUHBIN TIPOCKTOP;
- MporpamMMHoOe obecriedeHne o01Iero u MpodeccuoHaaIbHOI0 Ha3HAYCHHUS;
- KOMIUTEKT Y4eOHO-METOMYECKON JOKYMEHTAITUH;
- KOMIUTCKT OJJAaHKOB JJOKYMEHTAITUH.

3.2. UndopMannoHHoe odecneyeHne o0yueHust

Y4eOHO-MeTOAMYECKAS JOKYMEHTALMS:

1.YuebHo-MeToM4YeCKre KOMITJIEKCHI TI0 pa3iejiaM U TeMaM yu4eOHOU TUCIIUTIITUHBI.
2.MeToandeckue PpEeKOMEHJAIUU I CAaMOCTOSITEIbHOM  paboOThl  CTYAEHTOB IO
JTUCLUTUIAHE.

3.COOpHHK TECTOBBIX 3aJIaHH O pa3jiesiaM JUCIUTIIUHBI.

4.Y4eOHO-METOIMUECKUE MOoCco0us ympapisiomero tumna (pabouwe TeTpagud s
MPaKTUYECKUX 3aJlaHUi, UHCTPYKIIMOHHBIE KapThl, METOJUYECKHE PEKOMEHIAIUU s
BBINIOJIHEHUSI PAKTHUECKUX PadoT).

denepajibHble 3aKOHbI 1 HOPMATHBHbIE AKThI

1. TocynapcTBeHHas cucTeMa JOKYMEHTAIIMOHHOTO obecnieueHus yrpasiieHus. OCHOBHbBIE
nonokeHus. OOuie TpeOoBaHMsSI K JOKyMEHTaM U CIOyXk0aMm JOKYMEHTAI[MOHHOTO
ob6ecneuenus (I'CAOY).

2. TOCT P 6.30-2003 VYCI. VaudunupoBaHHas CHCTeMa OpPraHU3alMOHHO-
pacnopsIMTeabLHON ToKkyMeHTanuu. TpedoBanus K 0ohopMICHUIO JOKYMEHTOB.

3. TunoBas WHCTPYKIMA TIO JCJIONPOM3BOJACTBY B  (PpelepalbHBIX  OpraHax
HCIIOJTHUTEIILHOMN BIIACTH.

4. OcHOBHbIE TTpaBuiIa pabOTHl APXMUBOB OpPraHU3aIUi.

5. TunoBoe NoOJI0KEHUE O BEIEHUHU JIEJIONPOU3BOICTBA MO MPEAJIOKEHUAM, 3asBJICHUAM U
*ajgo0aM TpaXkJaH B TOCYJAPCTBEHHBIX OpraHax, Ha MPEANPUITHSAX, B YUPSKIACHUSAX U
OpraHu3alusIX.
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4. KOHTPO.Ib M OIIEHKA PE3YJIbTATOB OCBOEHUWS YUYEBHOUN

JUCHUILIAHBI

KOHTpOJIbI/I OlI€CHKA PpCE3yJIbTaTOB OCBOCHUMA y‘l@6H0fI JAUCHUILUIMHBI OCYIICCTBILACTCA
IMpCIIoAaBaTCiIcM B IIPOHCCCC IIPOBCACHUA IIPAKTHUYCCKHUX SaHHTHﬁ, TCCTUPOBAHHUA, a
TaK>XC BBIIIOJIHCHUA O6y‘{aIOHIHMI/ICH 3aHaHHﬁ JJIs1 CaMOCTOSITCJIBHOM pa6OTBI.

Pe3ynabTaThl 00yuenus
(ocBOEHHBIE YMEHHs], YCBOCHHBIE 3HAHHS)

DopMBI U METObI KOHTPOJIS M OLIEHKH Pe3yJIbTATOB
o0yuyeHust

YcBoeHHDbIE 3HAHUA

PackpeiBath CcymHOCTH 1€N€H, 3amad WU
MPUHIIAIIOB JIOKYMEHTAIIMOHHOTO O0CCIICUCHHS
YIpaBJICHUS;

HaGmonenre 3a JAeATENBHOCTBIO B MPOLIECCE OCBOCHHUS
MPOTPaMMBbI THUCHUIUIMHBI CTYACHTA | OICHKA TOCTHIKCHUS
pe3yibTaTa yepes:

XapaxkTepru3oBaTh CHCTEMy | -aKTHBHOE Y4acTHE B XOJ€ 3aHATHS;

JIOKYMEHTAIIHOHHOT'O oOecrieyeHus | - YCTHBIN U MUCBMEHHBIN OIPOC;

yIpaBJICHHS, €€ aBTOMATH3AIIHIO; - 3aJ]aHUs 7151 CAMOCTOSITeNTbHON paboThl,

XapaxTepru3oBaTh kinaccudukarmio | Habmronenne 3a  JeATEIbHOCTBIO B IIPOLIECCE OCBOCHUS
JOKYMEHTOB;  OOBSCHATH  TpeOOBaHWUS K | IPOrPaMMBbl JUCLUIUIMHBI CTYIE€HTa M OLECHKA NOCTHKEHHS

COCTaBIICHHIO U O(OPMIICHUIO JTOKYMEHTOB;

pe3ynbTaTa 4epes:
- AKTUBHOE Y4acTHE B XOJE 3aHATHS;

- YCTHBIA U MUCBMEHHBIH OIPOC;

-pelieHune 3a7a4 Ha MPaKTHUECKUX 3aHATHAX;
- 3a/1aHMS JUIS CAMOCTOSITEIbHON paboThl;

OOBACHATH OpPraHM3AHI0 JOKYMEHTOO0OpOTA:
nmpreM, 0o0paboTKy, pPEerHCTpalyio, KOHTPOIb,
XpaHEHUETOKYMEHTOB, HOMEHKIIATYPY JIe

HaOnroneHne 3a [eSTEIBHOCTBIO B IPOLECCE OCBOCHHS
IPOrpaMMBbl JUCLUIUIMHBI CTYA€HTa M OLEHKA JOCTHKEHHS
pe3ynbTaTa 4epes:

- AKTUBHOC Yy4aCTUC B XOI€ 3aHATUA,

- YCTHBIA U MUCBMEHHBIH OIPOC;

- 3a1aHKs 7151 CAMOCTOSITEIbHON paboThI;

OcBoeHHBIC yMEHUSI

YMeTb 0pOpMITSITE U TPOBEPATH MPABHIBHOCTD
o opMIIEHUS TOKYMEHTAITUHN B COOTBETCTBHH C
YCTaHOBJICHHBIMU TPeOOBaHUSIMH, B T.4.
WCTIONB3Ys HH(OPMAIMOHHBIE TEXHOJIOTHH;

YMeTh IPOBOANTH aBTOMATH3HPOBAHHYIO
00pabOTKy JOKYMEHTOB;

OCYIICCTBJIATD XPAHCHUC U ITOUCK NJOKYMCHTOB;,

WCIIOJIb30BaTh TEJIEKOMMYHHUKAI[HOHHBIE
TEXHOJIOTHH B 2JIEKTPOHHOM
JOKYMEHT0000poTe.

HaGmoneHnne 3a JAEATENBHOCTBIO B MPOLECCE OCBOCHHS
NPOrpaMMbl JUCLUIUIMHBI CTYA€HTa M OLEHKA JOCTHKEHHS
pesyibTaTa 4epes:

- aKTUBHOE Y4aCTHE B XOJI€ 3aHITHS;

- YCTHBIA U MMCBMEHHBIH OIPOC;

- pelIeHue 3a/1a4 Ha MIPAKTUIECKUX 3aHATHSAX;

- 3a/1aHMS U CAMOCTOSITEIbHON paboThI;

Wtoroeiii KOHTPOIIb: AU depeHuMPOBAHHBIH 3a4eT

ABTOP:

[penogaBarens Koanemxa YU (puaunana) ®I'bOY BO «BI'Y» Y.B.AcTradneBa




