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1.  IEJb W 3AJAYM JUCHMUILINHEI

Heab AUCHUIIUHBL NPHOOPETEHHE CTYACHTAMH TEOPETUYECKUX 3HAHUHM |

IIpaKTUYECKUX yMeHui B oonactu JJOVY.

OcHoOBHBbIE 32/1a4M IUCLUUIUINHBI:
- 00y4UTh OCHOBHBIM KaTE€rOpHsIM, IPUHIIUIIOB U NOHATUI B 00J1acTH JEIONPOU3BOCTBA;
- O3HAKOMUTH CTYJEHTOB C COBPEMEHHOM CHCTEMON JOKYMEHTAlMOHHOIO OOecreyeHus
YIpaBJICHUS TIPEANPUATAEM (OpraHu3aIueil);
- 00y4MTh OCHOBHBIM IPaBUJIaM COCTAaBJIEHMS U OPOPMIIEHUSI YIIPABICHUECKUX IOKYMEHTOB;
- 03HAKOMHUTB C OpraHu3aluen JOKyMeHTO000pOoTa Ha MPEANPUSATHH;
- 00yuuTh npaBuiIam U opMaM JeJI0BOM MEPEIUCKY;
- OBJIa/ICHHE HaBBIKAMU COCTABJICHUS CITY>KEOHBIX JOKYMEHTOB.

2. MECTO JUCHMIIJIMHBI B CTPYKTYPE OOII

JucuunnuHa «JlokyMeHTallMoHHOEe oOecnedeHne YIpaBlIeHUs» MpeICcTaBiIsieT co0oi
mucuIIuHy npodeccuonanbaoro 1mukia (I11.00) odmenpodeccuonanbupix gucturind (OI1.00)
no cnemuanbHocT  38.02.01 DOkoHoMMKa U OyxraiaTtepckuii yder (IO  OTpacisaMm).

[Mocnenyromumu it atoit aucuumuasl ssisitores: OI1.05, OI1.06, OI1.07, OIT.08

3. INTAHUPYEMBIE PE3YJIbTATBHI OBYYEHMUS 110 JUCHUIIJIMHE

[Ipomtecc w3ydeHWss OUCHUIUIMHBI HAmNpaBieH Ha (HOpMUPOBAHUE  CIICTYIOIINX
KOMIIETEHIIUH:

OK 1. IlonumaTts CYyIIHOCTh W COIMAJIBHYIO 3HAYMMOCTh CBOEW Oynymiei mpodeccuu,
MPOSBJISITH K HEM YCTOMYMBBINA MHTEPEC.

OK 2. OpraHuzoBbIBaTh COOCTBEHHYIO IESATEIHHOCTH, OMPEACTSATh METOABl M CHOCOOBI
BBITIOJIHEHUS TPO(ECCHOHANBHBIX 3a/1a4, OLIEHUBATh UX dPPEKTUBHOCTH U Ka4E€CTBO.

OK 3. Pemate mpoOiembl, OIIEHUBATh PUCKH M TPUHUMATh PEIICHHUs] B HECTaHIAPTHBIX
CUTYyaLHSIX.

OK 4. OcymecTBiaTh TOWCK, aHaIUW3 M OICHKY HWHGOpPMAIUU, HEOOXOAMMOM IS
MOCTAHOBKM U pelleHus] Mpo(ecCHOHANbHBIX 3a/ad, MNPO(EecCHOHANIBHOTO M JMYHOCTHOTO
pa3BUTHSL.

OK 5. HcnomwszoBath HMHGOPMAIMOHHO-KOMMYHUKAIIMOHHBIE  TEXHOJIOTUU  JJIS
COBEPIICHCTBOBAHUSA MPO(PECCHOHAIBHOM IeSATEIBHOCTH.

OK 6. PaboTarh B KOJUIEKTHBE M KOMaHze, oOecreyuBaTh €€ CIioueHue, YPPEKTUBHO
o01IaThCs ¢ KOJUIEraMH, PyKOBOACTBOM, IOTPEOUTEIISIMH.

OK 7. CraButh L€, MOTUBHPOBATH JEATEIBHOCTh NMOAYUHEHHBIX, OPraHU30BBIBaTh U
KOHTPOJHUPOBATh UX PabOTy ¢ MPUHITHEM Ha ce0sl OTBETCTBEHHOCTH 3a PE3yJIbTAaT BHIMIOJIHEHHS
3aJIaHUH.

OK 8. CamocTosTenbHO ONpeAensaTh 3aJaud NPOQPECCHOHANTBHOTO U JIMYHOCTHOTO
pa3BUTHS, 3aHUMAThCsl  CaMOOOpa3oBaHHWEM, OCO3HAHHO  IUIAHUPOBATh  TOBBIIICHUE
KBaJTU(DUKAIINH.

OK 9. BbITb TOTOBBIM K CMEHE TEXHOJOTUH B MPOeCCHOHATBHON AeSITENFHOCTH.

I1K 1.1. O6pabaTbiBaTh NEpBUYHBIE OYXTalTEepCKUE JOKYMEHTHI.

IIK 1.2. Pa3pabatbiBaTh U COTJIACOBBIBaTh C PYKOBOJCTBOM OpraHM3alMK pabouuil TiaH
CYETOB OYXTaJITePCKOTO y4eTa OpraHu3alliu.

I[IK 1.3. IIpoBoauTh y4eT ACHEKHBIX CpPEACTB, OGOPMIATh ICHEKHBIE U KacCOBBIE
JIOKYMEHTBHI.

[IK 1.4. ®opmupoBaTh Oyxraiarepckue MPOBOJKH MO YUETy MMYIIECTBa OpraHU3aIlluu Ha
OCHOBE paboyero MiaHa C4eToB OyXTalITepCKOTO y4eTa.

I[IK 2.1. ®opmupoBaTh OyXranTepcKhe MNPOBOJKHA MO Y4YETy HCTOYHHUKOB HMYIIECTBA
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OpraHu3alluy Ha OCHOBE Pab0OYero MIaHa CueTOB OyXTalTepCKOTO ydyeTa.

[IK 2.2. BpINoJIHATH NOPY4YEHUS PYKOBOJACTBA B COCTaBE KOMHUCCUU 110 MHBEHTAPU3ALUU
HMMYILIECTBA B MECTaX €r0 XpaHEHMUsI.

I[IK 2.2. IlpoBoauTh MNOArOTOBKY K HWHBEHTapuU3allMM U IPOBEPKY JEHCTBUTEIBHOIO
COOTBETCTBUS (PaKTHUECKUX JaHHBIX HHBEHTAPU3AIlMH JAHHBIM y4eTa.

[IK 2.3. Otpaxxats B OyXraaTepcKuX MPOBOJKAX 3a4€T U CHUCAHHE HEAOCTauu LIEHHOCTEN
(perynupoBaTh UHBEHTApU3aLMOHHBIE PA3HUILIBI) 110 pe3yIbTaTaM WHBEHTApU3aLUH.

I[IK 2.4. [IlpoBoauTh mpoUEAyphl HWHBEHTApH3aIUKW (UHAHCOBBIX 00S3aTEIHCTB
OpraHu3aliu.

[IK 3.1. ®opmupoBaTh OyXrajJrepckue HPOBOAKH [0 HAYUCICHUIO U IEPEUUCICHUIO
HaJIOrOB U COOPOB B OIO/KETHI pa3IMYHBIX YPOBHEH.

[IK 3.2. OdopmiiaTh miiaTeXHbIE TOKYMEHTHI Ul NEPEUYUCIIEHUs HaJOroB U cOOpOB B
O10/1KEeT, KOHTPOJIMPOBATH UX MPOXOXKIEHHE MO0 PACUETHO-KACCOBBIM OAHKOBCKUM OIEpalHsIM.

[IK 3.3. ®opmupoBaTh OyXrajrepckue MHPOBOAKH IO HAYMUCICHUIO U IEPEUUCICHHUIO
CTPaxOBbIX B3HOCOB BO BHEOIO/IKETHBIE (DOH/IBI.

[IK 3.4. OdopmiiaTe mIaTeXHble JOKYMEHTBHl Ha MEPEYUCIIEHHE CTPaxOBBIX B3HOCOB BO
BHEOIO/DKETHbIE  (DOH/BI, KOHTPOJIMPOBATH MX MPOXOXKIEHHE IO PacyeTHO-KAaCCOBBIM
OAaHKOBCKHUM OIEpalmsiM.

I[IK 4.1. Orpaxarp HapacTalOIIUM HMTOTOM Ha cUYeTax OyXTraJTepCKOro ydera
UMYIIECTBEHHOE U (UHAHCOBOE TMIOJIOKEHHE OpraHU3allid, ONpPENeNsTbh Pe3ylIbTaThl
XO3SMCTBEHHOM ACATEIbHOCTH 3a OTYETHBIN MEPHO/I.

I[IK 4.2. CocraBiasate ¢opMbl OyXraaTepckoidl OTUETHOCTH B  YCTaHOBJICHHbBIE
3aKOHOJATEILCTBOM CPOKH.

I1IK 4.3. CocTaBisiTh HAJIOTOBBIC JECKJIApAIlMU 110 HAJIOTaM U cOopaM B OIOKET, HAJIOTOBBIC
nexnapanmi o ECH wu  GopMbl  CTaTUCTHYECKOW OTYETHOCTH B YCTaHOBJICHHBIC
3aKOHOJIaTEIIbCTBOM CPOKH.

I[IK 4.4. TlpoBoauTh KOHTPOJH M aHamu3 uHMOpMaruu o0 WUMyIIecTBe W (PUHAHCOBOM
MI0JIOKEHUH OPTaHU3aIUH, €€ IIATEeKECIOCOOHOCTH U JOXOJHOCTH.

3HaTh!

- [OHSATHE, IEJIH, 3aa4d M IPUHIKIBI aeronpoussoacta (ITK 1.1 - 1.4)

- OCHOBHBIC MMOHATHS JOKyMEHTAIMOHHOTO oOecnieuenus ynpasienus (11K 1.1 -
1.4)

- CHCTEMBI JOKyMEHTaIMOHHOTO obecneucHus yrnpasienus (11K 2.1 - 2.4)

- knaccuukaruio gokymentos (IIK 2.1 - 2.4)

- TpeOOBaHUA K COCTABJICHUIO U O(POPMIICHUIO JOKYMEHTOB;

- opranmzanuio qokymeHtoobopota (IIK 3.1 - 3.4)

- mpuemMa, 00paboTKy, perucTpalunio, KOHTPOJIb, XpaHeHue 1okymeHToB (11K 4.1 -
4.4)

- Homenknarypy aen (IIK 4.1 - 4.4.).

Ymers:

- 0(OpMIIATH U MIPOBEPSATH MPABUIBHOCTh O(OPMIIEHUS JOKYMEHTALUU B COOTBETCTBUU C
YCTaHOBJICHHBIMH TPeOOBaHMUAMH, B T.4. UCNOJB3Yys HH(popMarmoHHble TexHodoruu (OK 1-OK
9);

- IPOBOJIUThH aBTOMATHU3UPOBaHHYIO 00paboTky nokymeHToB (OK 1-OK 9);

- OCYIIECTBIIATH XpaHeHue u nouck qokymeHTon (OK 1-OK 9);

- HCTIOJIb30BaTh TEJIEKOMMYHHUKAIMOHHBIE TEXHOJIOTUN B YJIEKTPOHHOM
nokymentoobopote (OK 1-OK 9).



4. COAEP)KAHUE PA3JIEJIOB U TEM JUCHUIIJINH

PA3JIEJI 1. JlokyMeHTHpOBaHHUE EATENBHOCTH OpPraHU3aluy, PEANPUATUS, YIPEKICHUS
Tewma 1.1.
[TonsTHe, nenu, 3a1a4u ¥ IPUHLUIIBI I€I0IPOU3-BOJCTBA

«JlokyMeHTaIlMOHHOE o0ecredeHrne MpopecCHOHATBFHON NIEITEIPHOCTH» Kak ydeOHas
mucuumimHa.  llenmn W 3a7auM  «JOKYMEHTAllMOHHOIO OOecnedeHus YIpaBICHUS» Kak
TMCUUIUIAHBL. VICTOKHM enonpon3BoICTBa: WH(GOPMALIUS, YIIPABICHUE, TOKYMEHT
[ToHsTHE «IOKYMEHTALIMOHHOE 00ECIIEUEHHNE YIIPABICHUS.
OcHOBHBIE 1I€NM, 3aJaud, MPUHLMIIBI JOKYMEHTAllMOHHOTO OOecleyeHusl YIpaBlIeHUs.
HopmartuBHo-ipaBoBO€ 00€CIIeUeHNE «IOKYMEHTAIIMOHHOTO 00ECTIeYeHUS YIIPABIICHUS.
3HaueHue /10y B JeATEIIbHOCTH OyXTranTepa.

TEMA 1.2.
OcHOBHBIE IOHATHA JOKYMEHTAIIMOHHOTO 00ECTIeUeHHs! YIIPaBIECHUS
OcHOBHBIE  TOHATHS:  «MHPOpMALUA»,  «IOKYMEHTHpOBaHHas  HHQOpMaius»

«IOKYMEHTHPOBAHUEY, «TOKYMEHT», KPEKBU3UT, «OJIaHK», «POPMYIISPY.
Hopmer w mpaBuma odopmieHHs IOKYMEHTOB B COOTBETCTBHM ¢ rocT p.6-2003
«yHH(UIIMPOBAHHBIE CUCTEMbI JOKYMEHTAIMH. YHU(UIIMPOBAHHAS CHCTEMa OpPraHU3aIOHHO-
pacropsIUTeTbHON  TOKYMEeHTanuu. TpeOoBaHus K OGOPMIIGHHIO JIOKYMEHTOB)».COCTaB
PEKBH3UTOB JIOKYMEHTOB.
[Tonatue o OGmanke MOKyMeHTa, BHABI OjaHKOB. [IpaBwmiia odopMiieHHs peKBU3UTOB OJIaHKa B
COOTBETCTBUU C TOCTOM p.6-2003  «yHu(UIMPOBAHHBIE CHUCTEMBbI JOKYMCHTAIIUH.
YHubunupoBanHas CUCTeMa OpPraHU3allMOHHO-PACTIOPSAUTEIbLHON JoOKyMeHTauuu. TpeboBanus
K 0(hOpMJICHHIO TOKYMEHTOB.
Tewma 1.3.
CucremMbl TOKyMEHTAIMOHHOTO 00eCieueHus yIpaBIeHUs

Knaccudpukanuss noxkymentoB. TpeboBaHuMs K COCTaBIEHHIO U O(OPMIICHUIO
JOKYMEHTOB.
Haznauennme u cocraB oOpraHM3allMOHHO-TIPABOBOI JTOKyMEHTAllMU: YCTaB OpraHU3alluH,
MOJIOKEHHUS, IITATHOE pacIUCaHKe, JOKHOCTHBIE HHCTPYKIMKU. TpeOoBaHUS K COCTABICHUIO U
0(hOPMIICHHUIO.
Hasnauenne u cocTtaB pacrnopsauTeNlbHON TOoKyMeHTanuu (ykas, IMpHUKa3, pacnopsbKeHHE,
MIOCTAaHOBJICHHUE, TMOJOXKEHUE, HWHCTPYyKuus). HopMmMaTHBHBIA XapakTep pacHnopsauTelbHBIX
TOKyMeHTOB. TpeboBaHusl K COCTABICHUIO U 0(DOPMIICHHIO.
Haznauenue u coctaB cripaBoYHO-UH(GOPMALMOHHON JOKYMEHTAUH (ITPOTOKOJ, aKT, TOKIaaHas
3amMcKa, IpeuioKeHne, ciayxeOHas 3amnucka, o0bsicHUTeNbHasA). TpeOoBaHUsI K COCTABICHUIO U
0(hOPMIICHHUIO.
[lepenncka. OOmias XapakTepUCTUKA CIy)KeOHOW Mepenuckd. Pa3sHOBHIIHOCTU CIIy>KEOHBIX
nuceM (COMPOBOJUTENBHOE MHUCHMO, MUCHMO-TIPOCHOA, MHUCHMO- 3alpoc, MHCbMO-OTBET,
MUCBEMO-CcOO00IIeHre, MHPOPMAIIMOHHOE MHCHMO, MHChbMO-TIpUTamieHne U T.71.). JIoKyMeHTBI
nepenaBaeMble MO KaHajlaM CBs3M (TeJerpamma, Telekc, ¢akcorpamma, TeneoHorpamma,
AIIEKTPOHHOE MUCHMO).
Haznauenue u cocTaB TOKyMEHTAIIUU TIO TUYHOMY COCTaBY.
Paznen 2. TexHomoruu JOKYMEHTAlIMOHHOTO 00€CTIEYeHHsI YIIPaBICHUS
Tema 2.1. Opranuzanus JOKyMEeHTOO0OpOoTa

[Tonsitne «1oxkymMeHTo000pOoT». [IpUHIMMIBI OpraHu3anuu AOKyMEHToo00opoTa. Dopmbl
OpraHm3aiuu paboThl ¢ JoKyMeHTamHu. Tabenb ¢opM JTOKYMEHTOB, NPHUMEHSEMBIX B
opranm3aiun. Pabota ¢ koHQHUACHIINATHHBIMU JOKYMEHTAMH.
DJNEeKTPOHHBINA JOKYMEHTOOOOPOT.



OcobGenHoct 00pabOTKH BXOAALIMX AOKYMEHTOB. TpeOoBaHMS K PETUCTpAllMH JIOKYMEHTOB.
KoHTpoJIb HCTIOTHEHHSI TOKYMEHTOB.

I[IpaBuia cocraBiieHNs] HOMEHKIATYPHI Aesl. PopMuUpoBaHKE JIEIL.

XpaHeHue TOKYMEHTOB. DKCIIePTU3a [IEHHOCTH JIOKYMEHTOB.

Tema 2.2.
NudopmanroHHbIe TEXHOJIOTHH B JOKYMEHTAIITHOHHOM OOECTICUCHUH YIIPABIICHUS
Oomas XapaKTEePUCTUKA OpraHU3aIMOHHBIX TEXHUUYECKUX CPEICTB B

«IOKYMEHTAllMOHHOM 00OecneueHnn yrpaBiieHus». KoMIbloTepHbIe CpeacTBa TMOATOTOBKU
JOKYMEHTOB.

W3roToBnenne, KONMpOBAaHUE U TUpaKUpoBaHUWE JIOKyMeHTOB. CpencrBa 00paboTku
nokymeHTOB. [IpaBuia 6e30macHoi pabOThI C OPTTEXHUKOM.

[opsimok opraHu3aui JOKYMEHTOO00POTa C UCTIOIB30BAHUEM CPEJICTB TEICKOMMYHHUKAIIH .

5. OPTAHM3AIINA KOHTPOJIbHOM PABOTHI CTYJIEHTOB

KonTponpHast paboTa BBITIOJHSAETCS B BUE HANMCAaHUS pedepaTa WiH JOKIaIa.

Pedepat nomken ObITh HAOpaH Ha KOMIIBIOTEPE U paclieyaTaH.

Pedepart npeacrapnsercs Ha nuctax popmara A4.

OcHoBHbIE TpeOOBaHUS K OPOPMIICHUIO TeKCTa pedepara:

- TIOJIA - 1O 2 CM C KaXJ0H CTOPOHBI;

- mpudt «Times New Roman», 14 kerJib;

- MEXCTPOYHBIN HHTEpBaI — 1,5;

- ab3amHbIi oteTym — 1,25 cm.

Ctpanuibl pabOThI TOJDKHBI OBITH TPOHYMEPOBaHBI (IIEPBOM CTPAHUIICH CUUTACTCS
TUTYJBHBINA JTUCT, HA KOTOPOM HOMEP CTPAHUIIbI HE CTABUTCS).

Tabmuipl, hopmysbl, TpaguUecKue MaTepHaIbl, CHOCKH K IPUMEHEHHBIM B paboTe
LUTaTaM, TEKCTaM 3aKOHOB, IPYTMX HAyYHO-JIUTEPATYPHBIX HICTOYHUKOB, MPUITOKECHHS
odopmisrorcst B cootBeTcTBuu ¢ 'OCT 7.32-2001

O6pazen ohopMieHHS TUTYIBHOTO JIMCTa pabOThI MPUBEAEH B mpuiiokeHuu 1. Ha
TUTYJIBHOM JIUCTE 0053aTEBHO JOJKHBI ObITh YKa3aHbI 1aTa BBINOJIHEHUS, CPOK MPEICTaBICHUS
paboThl B YHUBEPCUTET, CTOSTh JINYHAS MOANKUCH CTYICHTA.

B koH1ie paboTbl HEOOXOAMMO NPEACTABUTH CIIUCOK UCIOIB3YEMOM JTUTEPaTypPhl MO
npaBuiiaM, 3akperieHHbsiM ['OCT 7.1-2003 .

IIpumepHbIlii epevyeHb TeM pedepaToB M T0KJIAT0B

1. CylIHOCTB, CTPYKTYpa U 3BOJIIOLMS OTEYECTBEHHOIO JEJI0NPOU3BO/ICTBA

2. I'ocynapcrBenHoe peryiaupoBaHue JOKYMEHTAIHOHHOTO oOecrieueHus
yIIpaBJICHUS

3. OCHOBHBIE IOHATHUS U TEPMUHOJIOTHSI TOKYMEHTUPOBAHHUS

4. TpeboBanus K TOKYMEHTUPOBAHUIO YIPABICHYECKON AEATEIbHOCTH

5. [IpaBuna noAroToBKM H OGOPMIIEHUS OTAEIBHBIX BHUIOB YIPABICHUECKUX
JOKYMEHTOB

6. Opranuzanus ciry0bl JOKyMEHTALlMOHHOTO 00eCIeueHus YIpaBiIeHUs

7. Opranuzanus J0KyMeHT0000poTa
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