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1. MACIOPT IMPOIrPAMMBbI YYEBHOM JJUCHUILINHBI
JoKkymenmayuonnoe odecneuenue ynpaeienus

1.1. O6a1acTh NPUMEHEHUS] TPOTPAMMBbI

[IporpamMMa y4ueOHOW AWCHMILIMHBI SBISETCS YaCThIO OCHOBHON MpOQeCcCHOHATBHON
oOpazoBarenbHOI porpaMmbl B cooTBeTcTBUU ¢ DI'OC no cnenuansuoct CI1O:
38.02.01 «DxoHOMHUKa 1 OyXraaTepckuil yueT (1o OTpacisiM)»

[IporpaMmma y4eOHOW JUCHUIUIMHBI MOXET OBbITh MCIOJNb30BaHa NpU pa3zpaboTke
OporpaMM  JIOMOJHUTEIBHOTO  NPO(EeCCHOHANBHOrO  00pa3oBaHUs  (NOBBILICHUS
KBaIM(UKALUM U TEpPENnoJroTOBKH) pPAOOTHUKOB B 00JACTH JOKYMEHTAI[MOHHOTO
oOecrieueHus: ynpaBJICHUS

1.2. Mecro AUCHMIVIMHBI B  CTPYKTYpe OCHOBHOH  mnpogeccHOHAIbHOI
o0pa3oBaTeJbHON MPOrpaMMbI:

JIOKyMEHTAILIMOHHOE obecrieueHue YIIPaBJICHUS SIBIISIETCS 4acCTbhIO
obmenpodeccCuoHaIbHOTO UK

1.3. Heau wm 3agauyMm JUCUMIUVIMHBI — TpPeOOBaHUSI K pe3yJbTaTaM OCBOEHUSsI
AMCHHUILINHBI

B pe3ynbraTte 0CBOCHUS TUCHUILUIMHBI 00yYarOITUNCS TI0HKEH YMeTh:

- 0hOpMIIATH JOKYMEHTAIIMIO B COOTBETCTBHM ¢ HOPMATHBHOM 0a30if, B TOM YHCIIC C
HCIIOJIb30BaHEeM MH(POPMAIIMOHHBIX TEXHOJIOTHH;

- OCBaMBaTh TEXHOJOTUHM aBTOMATU3UPOBAHHON 00pabOTKU TIOKYMEHTAITUH;

- UCTIOJIb30BaTh YHU(PHUIIMPOBAHHBIC CHCTEMBI IOKYMECHTAITUH

- OCYIIIECTBIIATH XPAHCHHE M MIOUCK JOKYMEHTOB;

- HWCIOJNIB30BaTh  TEIICKOMMYHUKAIMOHHBIC  TEXHOJOTHH B DJIEKTPOHHOM
JTIOKYMEHTO000pOTeE.

B pe3ynbraTe 0CBOEHUS TUCHUILUIMHBI 00yUarONIUNCS TOKEH 3HATh:

- TIOHATHE, TIEJIH, 33191 U TIPUHIIMIIBI JCIOMPOU3BOICTRA;

- OCHOBHBIC ITOHATHS JTOKYMEHTAIIMOHHOTO O0SCTICUCHUS YIIPABICHNUS;

- CUCTEeMBbI JJOKYMEHTAIIHOHHOTO 00€CTICUeHUs YIIPaBICHUS;

- KJIacCU(PUKAILIUIO TOKYMEHTOB;

- TpeOOBaHMS K COCTABJICHHUIO U OPOPMIICHUIO JOKYMEHTOB;

- Opra’u3alyio JOKYMEHTO0OOpoTa: mpueM, 00paboTKy, PErucTpaiuio, KOHTPOJIb,
XpaHEHHE IOKYMEHTOB, HOMEHKJIATYPY JE.

[1K u OK, xoTOpbI€ aKTyanu3upyIOTCS MPU U3YUCHUU YUEOHOU TUCUUTIIINHBL:

OK O0I. BeiOupate crmocoObl pemeHuss 3anad  OpopecCHOHATBHOW  JIEATENIbHOCTH
MIPUMEHHUTEIBHO K Pa3IMYHBIM KOHTEKCTaM;

OK 02. OcymiecTBisTh MOUCK, aHAIU3 U HUHTEpHpeTanuio MH(opMaruu, HeoOXOAUMON s
BBITIOJTHEHUS 33124 PO eCCHOHATbHON e TeIbHOCTH;

OK 04. Paborath B KOJJIEKTHBE M KOMaHe, 3()()EeKTUBHO B3aUMOIEHCTBOBATh C KOJUIETaMH,
PYKOBOJICTBOM, KJIMEHTAMU;



OK 09. Ucnonp3oBaTh HHPOPMALMOHHBIE TEXHOJIOTHH B IPOPECCUOHATBHOMN NEATETbHOCTH;

IIK 1.1. O6pabaTbiBaTh MIEPBUYHBIC OYXTAITEPCKHUE TOKYMEHTHI;

Kon VMenus 3Hanusg

K, OK

OK 01, |- odopMiIATh TOKYMEHTALIUIO B | - TIOHATHE, IC/IH, 3aJa9¥ U IPUHITAIIGI

OK 02, | coorBercTBum C HOPMAaTUBHOM | 1€JIONPOU3BO/ICTBA;

8§ gg’ O0a3oii, B TOM YHCIE C |- OCHOBHEBIC ITOHSTHS

K 1.1 | UCTOIb30BaHKUEM JIOKYMEHTAI[MOHHOTO obOecrieueHUs
UH(OPMAITMOHHBIX yIpaBJIeHUS;
TEXHOJIOTHI; - CUCTEMBbl  JOKYMEHTAI[MOHHOTO
- OCBaMBaTh  TEXHOJIOTUH | OOECIICUCHHUS YIIPABICHUS;
aBTOMATU3WPOBAHHOMN - KJ1acCU(PUKaIUIO TOKYMEHTOB;
00pabOTKH TOKYMEHTAITUH; - TpebOBaHUS K COCTaBJICHHIO W
- UCIIOJIb30BaTh | 0hOPMIICHHUIO IOKYMEHTOB;
YHUDUITUPOBAHHBIE  CHUCTEMBI | - OPTaHM3alMI0 JIOKYMEHTO000pOTa:
JIOKYMEHTAIUU; npueM, 00paboTKy, perucTpaluio,
- OCYHIECTBJISITh XPAHEHHUE U | KOHTPOJIb, XpPAHEHHWE JIOKYMEHTOB,

MOUCK JIOKYMEHTOB;
- HCIOJIb30BaTh
TEJIEKOMMYHUKAIIMOHHBIE
TEXHOJOTHH B AJIEKTPOHHOM
JIOKyMEHTOOOOPOTE.

HOMCHKIJIATYPY ACII.

1.4. PexoMeHayeMoO€e KOJMYECTBO YACOB HA OCBOEHHE MPOTrPaAMMBbI AU CHUTIIHHBI:
MaKCUMabHOU y4eOHOM Harpy3ku oOydarormierocs 46 gac., B TOM YHCIIe:
o0s3aTenbHas ayJuTOpHas yueOHas Harpys3ka oOydarormerocs - 38 gac. (20+18).
camocTosTelbHas paboTa oOy4Jarorierocs - 8 yac.




2. CTPYKTYPA U IPUMEPHOE COJIEP)KAHUE YYEBHOM

T CHUILIAHBI

2.1. O0bem yueOHOI TUCHUIJIMHBI M BUABI Y4eOHOH padoThI

Buja yueOHoii padboThl

O0BeM yacoB

O0bem 00pa3zoBaTeIbHON NPOrPaMMBbI IO THCHHUILINHE 46

O0bem padoThl 00yYaAIOIIMXCSI BO B3aUMOACHCTBUM € MPenoJaBaTeiemM 38
B TOM YHCJIE:

TEOPETUIECKOe 00ydeHne 20

MPAKTUYECKHE 3aHATUS 18

CamocTosTenbHas pabora 8

HpOME?KyTO‘lHaH aTrecranud — 3a4erT




2.2. IlpuMepHbBIi TeMaTHYECKUI IJIAH U coJlepPKaHue YUeOHO JUCIMILIUHBI .
JlokyMeHTAllHOHHOEe 00ecneYeHne YIPaBJIeHUA

Koabl koMneTeHuuid,

HauMeHoBamme Copaepxanne y4e0HOro MaTepHaJia, JJabopaTopHble H MPaKTHYeCKHe O0bem yacoB O0bem yacoB (¢opmupoBanuio
paIEIOB 1 Tem padoThl, caMocTOsATeIbHAS Pa60Ta 00y4aIOIIUXCSl, KYPCOBasi paloT  |TeOPeTHYeCKOro | MPaKTHYeCKHUX KOTOPbIX
(mpoexr) o0yueHust 3aHATHH crnocodocTByer
3J1EMEHT MPOrpaMMbl
1 2 3 4 5
CopeprkaHre yueOHOTO MaTepuaia 2 OK 01, OK 02,
Tema 1. 1 | Onpenenenmne qOKyMEHTAIIMOHHOTO OOECTIEUEHUs YIIpaBIeHH (anee OK 04, OK 09,
OcHOBHBIE TOHATHSA JA0Y) K11
AeJIONPOU3BOACTBA. Poxs IOV B opranuzanuu ynpaBlieHUs NPEAIPUITHEM
JloKyMeHT u ero Onpenenenns OCHOBHBIX TepMHUHOB B obnact JJOY: moxyMeHT,
pyHkun nHpOpMAaILUs, HOCUTETh HHPOPMALIUH, JOKYMEHTHPOBaHHE,
ouIMaTBHBIN JOKYMEHT, THYHBIN TOKYMEHT
XapaKkTepuCTHKa OCHOBHBIX (DYHKITHH JOKYMEHTa
XapakTepuCcTHKa JOKYMEHTOB, CO3/IaHHBIX Pa3HBIMHU CIIOCOOAMHU
JOKYMEHTHPOBaHUS
ConepxaHue yueOHOTo MaTepraa 2 OK 01, OK 02,
Tema 2. 1 | [lonarue «yHuduuMpoBanHas cuctema gokymeHtanum» (YCJ) OK 04, OK 09,
YauduuupoBannas CocraB YC/| IK 1.1
cucremMa Knaccndukanys 70KyMEHTOB 10 pa3IMYHBIM [IPU3HAKAM
OPTaHN3alHO0HO-
pacnopsIuTeabHBIX
aokymenToB (OP).
Kaaccupukanus
JOKYMEHTOB
Conepkanre yu4eOHOTO MaTepuana OK 01, OK 02,
Tema 3. 1 | INousiTust: peKBU3UT, POPMYIISAP JOKYMEHTA, THIIOBOW (hOPMYJISp, 4 OK 04, OK 09,
T'OCT P 6.30-2003. dbopmysp-obpaser K 1.1

®opmyJsip-odpasen
OPJ1. CocTaB
pexBu3uToB OP /|

DopMmysip JOKYMEHTA U €r0 COCTABHBIE YACTH

I'OCT P 6.30-2003 «YHUPHUIUPOBAHHBIE CUCTEMBI TIOKYMEHTALIH.
YCOP/. Tpeboanus k 0OpMIICHUIO JOKYMEHTOBY». O0J1acTh
npumeHeHus. CTpykTypa




Cocras pexsuszuroB OPJ] mo 'OCT P 6.30-2003, BapuaHTHI NX
pacrooKeHus
Dopmynsip-o0paszel] Kak cxeMa pacloyIOKEHHUs PEKBU3UTOB

[pakTuueckoe 3ansatue Ne 1 CocraBieHue Gpopmynsapa-oopasia Ha ¢. A4

Coneprkanre yueOHOTO MaTepuaia OK 01, OK 02,
Tema 4. 1 | lonsTHE «ONMAaHK JOKYMEHTa», €T0 POjib B 0(pOpMIICHUH JOKYMEHTOB OK 04, OK 09,
TpeboBanus Bupl 611aHKOB: 00muii O1aHK, OIaHK NMChbMa, OJIaHK KOHKPETHOTO BUIA IK 1.1
opopmiIeHUI0 JIOKYMEHTa
G1anKoB. Buanl CocraB peKBU3UTOB OJIaHKA B 3aBUCHMMOCTH OT €TI0 BU/Ia
0s1ankoB Pasmepsl noneit 6nankos B cootBerctBuu ¢ TOCT P 6.30-2003
BapuanTsl pacrosnosxeHust peKBU3UTOB B OJIaHKe
Copepxanne yueOHOTO MaTeprana OK 01, OK 02,
Tema 5. OK 04, OK 09,
TpeGoBanus K 1 | TpeOoBanust K OPOPMIICHHIO MTOCTOSHHBIX PEKBU3UTOB (HAUMEHOBaHUE K 1.1
odopmTeHHIo OpraHu3aluu, CHOpaBOYHBbIE JaHHble 00 opranmzanmu, WHH/KIIIL,
pekBH3HTOB OPJ[ OI'PH ropuanyeckoro juma u T.1.)
2 | TpeboBanmss K OGOPMIIGHHIO TIEPEMEHHBIX PEKBU3UTOB (7ara,
PErUCTPalOHHBIA HOMED, TEKCT, 3aT0JIOBOK K TEKCTY, HOIMHKCH U T.1.)
3 | TpeboBanus kK 0pOPMIICHHIO CITY)KEOHBIX OTMETOK (O HAJTHUUH
MPUIOXKEHUS, 00 UCIIOTHUTEIE, 00 UCTIOIHEHUH U HalpaBJICHUHX B JIEJI0,
0 MOCTYIUIEHUH JOKYMEHTa B OPraHU3aLuio 1 T.11.)
Copepxanue yueOHOro Marepuaa OK 01, OK 02,
Tema 6. 1 | XapakTepucTika M COCTaB OPTaHWU3AlMOHHBIX JOKYMEHTOB (YCTaB, OK 04, OK 09,
TpebdoBanus K MOJIOKEHUE, HWHCTPYKLUMS, JOJDKHOCTHAs HMHCTPYKUHUS, LITATHOE MK 1.1
oopmJIeHUIO 2 | pacnucaHue u Ip.)
OpraHU3alHOHHBIX TpeboBanus kK 0hOpMIICHUIO OPTaHU3AIMOHHBIX JIOKYMEHTOB
AOKYMEHTOB
Tema 7. Copepxanue yueOHOro Marepuaia OK 01, OK 02,
TpebdoBanus k 1 | XapakTepucTka ©  COCTaB  pACIOPSIWTENBHBIX  JTOKYMEHTOB OK 04, OK 09,
0(popMIICHUIO (mocraHOBNIEHUE, PELLICHNE, TPUKA3, PACHIOPSDKEHHE, YKa3aHHe). MK 1.1
pacnopsaauTeabHbIX | 2 | TpeOoBanuss K OQOPMIICHHIO M COCTABICHHIO PACHOPSANUTENBHBIX
JTOKYMEHTOB JIOKYMEHTOB

[paktrdeckoe 3ansitie Ne 2 Cocraienue u ohopmileHHE IPUKA3Z0B T10
OCHOBHOM J€STEIBHOCTU




Coneprxanue yueOHOTO MaTepuana 2 OK 01, OK 02,
. OK 04, OK 09
T 'lﬁ"eMa 8 1 | TpeboBanus kK 0GOPMIICHUIO TTPOTOKOIA HI& L1 ’
PEOOBAHN K 2 | TpeboBanus Kk 0HOPMIICHHIO aKTa ‘
0popmIeHuIo 3 | TpeboBanust K OPOPMIICHHIO CIIPABOK, AOKIATHBIX M OOBSICHUTEIBHBIX
UHG(pOpMaLMOHHO- 4 | sammcox
CHpaBOHBIX 5 | TpeboBanus K 0pOpPMIIEHHUIO CITY>KEOHBIX ITHCEM
KYMEHTOB
AOKYMEHTO TpeboBanus kK opopMIIeHHIO Tenerpamm, TeaedoHorpaMm
[pakTrueckoe 3ansitue Ne 3 CocrarieHue U 0)OpMIICHHE TIPOTOKOJIA
IIpaktrueckoe 3anstre Ne 4 CocraBieHue U 0oQOpMIICHHE aKTOB, CITPABOK
IIpaktrueckoe 3amstue Ne 5 CocraBieHne w oQOpMIICHHE IOKIATHBIX H
O0BSICHUTENHHBIX 3aIIUCOK, CITY>KEOHBIX MUCEM
Copep:kanne yueOHOTO MaTepuana 2 12 OK 01, OK 02,
Tema 9. 1 | OcHoBHBIE 3TaIBl PaOOTHI C JOKYMEHTAMH: TIPHUEM U TIEpBUIHAS OK 04, OK 09,
Opranuzanust 00paboTKa, perucTpanus, pacCMOTPEHHE PYKOBOAUTENIEM, KOHTPOJIb MK 1.1
PadoThI ¢ 2 | UCTIOJNIHEHUSI JOKYMEHTOB, OTIpaBKa
JOKYMEHTaMM 3 | Opranuzanus onepaTUBHOTO XpaHESHUS IOKYMEHTOB: HOMEHKIIATypa Jel
[IpaBuna odopmienus u GopMUpOBaHHS AET
O0bem padoThI 00y4aKOIIUXCH BO B3aMMO/ECTBHH € IpenojaBaTeiemM 20 16
I[IpomexyToUHasI aTTECTANMSA - 324eT 2

CamocTosiTeibHAas padoTa 00yyalonuxcs

- COCTaBJICHHE CXEMBI PACTIOJIOKEHHS PEKBU3UTOB Ha popmate A4

- COCTaBJICHHE CXeMBI PaCIOJIOKEHHs PEKBH3UTOB Ha (hopmare AS

- pa3paboTKa OJIAHKOB OpraHU3aINU

-cocTaBiieHHe U oopmiieHue pekBu3utToB OPJ]

-TIOATOTOBUTH Mpe3eHTaIui0 «OCHOBHBIC BUIBI PACTIOPSIUTEILHBIX
JIOKYMEHTOBY

- cocTaBjeHue B 0(hOpPMIICHHE OTICITHHBIX BU0B HHPOPMAITMOHHO-
CIIpaBOYHBIX JOKYMECHTOB

- MOATOTOBUTH Ipe3eHTannto «OCHOBHBIE BUIBI HHPOPMAIIMOHHO-
CIIPpaBOYHBIX JOKYMEHTOB»

- INOATOTOBUTH IPE3CHTALNIO ((OpFaHI/I3aHI/I$I pa6OTBI C ITOKYMCHTaMu» M




((OpFaHI/I3aI_II/I$I XpaHCHHUA JOKYMCHTOB B ACJIOIIPOU3BOACTBCH

Bcero:

46




3. YCJIOBUS PEAJIMZAIIUU ITPOT'PAMMBI AN CIHUAIT/IMHBI

3.1. TpeboBaHussi K MHUHUMAJIBHOMY MAaTepHAJbLHO-TEXHUYECKOMY
o0ecrneuyeHuIo

Peanuzanust mporpaMMbl AUCIUIUIMHBI TpeOyeT HATMUXS y9eOHOTO KaOUHeTA.

O6opynoBanne yueOHOTO KaOUHETA:

- I0CAI0YHBIE MECTA 10 KOJIMYECTBY CTYACHTOB;

- pabodee MecTO MpenoaaBaTeis;

- YMK no nucrumuinne «/{okyMeHTalmoHHOe 00ecrieueHre yIpaBiICHUsD)
- yuyeOHas JIocka

TexHuueckue cpeacTra 00yyeHus:

- DKpaH;

- MYJIbTUMEIUUHBIN POEKTOP;

3.2. UudopmaunoHHoe odecnevyeHne o0yueHust

Ilepeyens pexkoMeHAyeMBbIX Y4eOHbIX uU3AaHui, WMHTepHeT-pecypcos,
JTOTOJTHUTEJIbHOM JIUTEPATYPbI

OCHOBHBIE HCTOYHUKH:

- Pympinuna JILA. JlokymeHTammoHHoe obecrniedeHue yrpaBienus. — M.: UL
«Axagemusy, 2014.

- bacakoB M.U. JlenonpousBoactso. — Pocros v//1: ®enukc, 2015.

- KyneBa E.1O. JlokymeHTaIllmoHHOE OOECTeYeHHUE YIpaBiICHUS. DIEKTPOHHOE
npuioxenue. — M.: UL Axkanemus, 2015.

JlonoaHUTENbHBIE NCTOYHUKHU:

- Mepkynoa E.B. Ilpaktudeckoe aemOmpOU3BOACTBO: COCTABICHUE U
odopmiieHre JOKyMeHTOB. — M.: Omera-JI, 2013.

- Comory6 O.Il. [lenonpou3BOACTBO: COCTaBJIEHUE, pEAAKTUPOBAHUE H
o0paboTka nokymeHToB. — M.: Omera-JI, 2014.

[lepunonuueckue nu3nanus: «CrpaBOUYHUK CEKpeTaps U 0(uc-MEeHeIKEpay

CnpaBoynHas nHGOPMAIIMOHHO-TIpaBOBasi cuctemMa «l apaHT».

CnpaBounas nHpopMalMoHHO-TIpaBoBas cucteMa «KoncynpranTllmocy.

HNuTepHeT-pecypcsr:
www.sekretariat.ru
www.top-personal.ru
www.gia.archives21.ru
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4, KOHTPOJIb 1 OHEHKA PE3YJIBTATOB OCBOEHUS

JUCHUIIIAHBI

Pe3yabTarsl 00yuenust
(ocBOCHHBIE YMEHHS, YCBOCHHbIC 3HAHUA)

OcHOBHbBIE MOKA3aTeJN OI[EeHKH
pe3yJabTat

Ymersn:
oGOpMIISITH TOKYMEHTAIIUIO B COOTBETCTBUU
C HOpMaTUBHOW 0a3oif, B TOM UHCIE C

CocraBnsier OpraHu3allOHHO-
pacrnopsiiuTeIbHbIE JTOKYMEHTHl B
COOTBETCTBUM C HOPMAaTHUBHBIMH

UCIIOJIb30BaHUEM uH(popMaIMOHHBIX | JokyMeHTamu 10 JIOY Ha mo0bix

TEXHOJIOTUH; BHUJIaX HOCUTEIIEH

OCBaMBaTh TEXHOJIOTUU Hcnone3yet KOMIIBIOTEPHYIO

aBTOMAaTU3UPOBAHHOUN 00pabOTKU TEXHUKY TUISt oopmIieHus

JIOKYMEHTAINH; JIOKYMEHTOB

MCIIOJIh30BaTh YHU(UITMPOBAHHBIC cUCTeMbI | Onpeaenser  YHUDHUIIMPOBAHHYIO

JIOKYMEHTAIUY; CUCTEMY JOKYMEHTAaIlUH, K KOTOPOi
OTHOCSITCS COCTaBJIIEMbIC
JIOKYMEHTBI

OCYILIECTBJISITh XPAHEHUE U TTOUCK CocraBisieT HOMEHKJIATypy [Ied,

JIOKYMEHTOB; ONpENeNIIeT  CPOKHM  XPaHCHHS
OyXTaJlTepCKUX JOKYMEHTOB

UCIIO0JIb30BaTh TEJIEKOMMYHHUKAIIMOHHBIE | OCYIIECTBISET PETUCTpaLUIO

TE€XHOJIOTUU B AJEKTPOHHOM | TOKYMEHTOB, KOHTPOJIb

JIOKYMEHTO000pOTeE. UCIIOJTHEHUS JIOKYMEHTOB,
oOpabartbIBaeT MOJIyYCHHbIE
JIOKYMEHTBI B PYYHOM PEXKUME U C
MCIIOJIb30BaHUEM 3JIEKTPOHHOTO
JIOKYMEHTO000pOTa

3HaTh: Ilepeuncnsier  OCHOBHBIE  LIEJNH,

MOHATHE, LEJIH, 3aJa4yd W [PUHLHUIBGI | 3a0a41 u MIPUHLINIIBI

JIETIONPOU3BOJICTRA; JIETTONPOU3BOJICTBA

OCHOBHBIE TMOHATHS JOKyMEHTAlMOHHOTO | /laeTr ompeneneHuss JOKYMEHTA,

oOecrieueHus yrpaBJICHUS; MepPeUnciisieT OCHOBHbIC (YHKIUU
JIOKYMEHTOB; Jla€T  OIpeJesieHue
JIOKYMEHTUPOBAHUS, TMEPEUUCISICT
OCHOBHBIE CpEJCTBA U CHOCOOBI
JIOKYMEHTUPOBaHUS

CUCTEMbI IOKYMCHTAIMOHHOT' O obecrieyeHus
YHPaBJICHUS,

ITepeuncnsier OCHOBHBIE CUCTEMBI
OV, naet ux xapakTepUCTUKY

TpeOOBaHMS K COCTABJICHUIO U O(POPMIICHHUIO
JIOKyMEHTOB;

JlaeT ornpeneneHnst OCHOBHBIM
BuaaM OPJ, nepeuuncinser
PEKBU3UTHI, U3 KOTOPBIX COCTOUT
Kbl BUJI IOKYMEHTA, U3J1araet
TpeOOBAHUSI K TEKCTY KaXJ0TO

11




JOKYMCHTA

KJIacCU(UKAIIUIO TOKYMEHTOB; Haet onpeaenenue kiaccupukanuu
JIOKYMEHTOB, IEPEUHCIISIET
OCHOBHBIE TPU3HAKU
KJaccu(puKaIyy, Ha3bIBaeT BUIBI
JIOKYMEHTOB, OTHOCSIIIUXCS K
MEPEYUCIICHHBIM MTPU3HAKAM

OpraHu3alMio JTIOKyMeHTooOopoTa: mpuewM, | [laeT onpenenenue

00paboTKy, perucTparuio, KOHTPOJIb, | JOKYMEHTO000POTa, OpraHu3alun
XpaHEHUE IOKyMEHTOB, HOMEHKJIATypy J€N. | JOKyMEHTOO000pOTa; MEPEUNCIseT
OCHOBHBIE JTallbl
JIOKYMEHTO000pOTa, paCKPhIBAET UX
CYLIHOCTb. JlaeT onpeneneHue
HOMEHKJIATYPHI J1e]1, Ha3bIBAET €€
PEKBU3UTHI, PACKPBIBAET OPSAIOK
€€ COCTaBJICHUS, YTBEPKIICHUS U
corsacoBanus. [lepeuncnser
npaBuiia XpaHEeHUs! JOKYMEHTOB

PE3VJIbTATBI OCBOEHU I KOMITETEHIINIA

Pe3yabTaTsl 00yuyeHus
(ITK) OcHOBHBIE IOKA3aTeJI OLEHKH pe3yJbTaTa
[1K 1.1. O6pabaTbIBaTh MepBUYHBIC [IpoBoauT 06pabOTKY JOKYMEHTOB
Oyxraiarepckue JOKYMEHTBI [Ipumensiet nmpasuiia pabOTHI C TOKYMEHTaMU B
COOTBETCTBUU
HanMeHoBaHHe 001IUX KOMIIETEHIINMI YMeHnus, 3HAHUA

OK 01. BeiOuparb criocoObl pemieHusi 3a1ad | YMeHMsl: pacro3HaBaTh 3a/1a4y W/ npoliaemy B

npogeccuoHaTbHON NeSITeIbHOCTH | MPO(ECCHOHATBHOM H/UITU COLIMAIbHOM KOHTEKCTE;

MIPUMEHHUTEIBHO K Pa3IMYHbIM KOHTEKCTaM aHAJIM3UPOBATh 33/1a4y U/ WU podiIemMy u

BBIJIETISITH €€ COCTaBHBIC YAaCTH; OMPEACIATH ATAIbI
pEIICHUs 33]1a9H; BBISABIATEH U 3D (PEKTUBHO NCKATH
uHpOpMaIHIo, HEOOXOUMYIO /TSl pEIIEHUS 3a/1a4H
W/Uiu TpOOJIEMBI;

COCTaBUTb IJIaH JICHCTBUS; ONPEACTUTH
HEO0OXOMMBIE PECYPCHI;

BJIQ/IETh aKTyaJIbHBIMH METOIaMU paboThI B
npodeccuoHanbHOM U CMEXHBIX chepax;
peann30BaTh COCTABICHHBIN TUTAH; OI[CHUBATH
pe3yJbTaT U MOCJIEACTBUS CBOUX JCHCTBHI
(caMOCTOSATEIHLHO WJIHM C TOMOIIHIO0 HACTABHHUKA)

12



3HaHUsA: aKTYyaIbHBIN MPOheCCHOHATBHBIA U
COIMANTLHBIA KOHTEKCT, B KOTOPOM MIPUXOAUTCS
paboTaTh M KUTh; OCHOBHBIC HCTOUHUKHU
uH(OPMAIIUU U PECYPCHI JUIS PEIICHUS 33129 U
mpo0sieM B TpoeCCHOHATTBHOM W/HJTH COITMAIBHOM
KOHTEKCTE;

JITOPUTMBI BHITIOJIHEHUS padoT B
po(heCcCHOHATTLHOM U CMEXHBIX 00JIACTSIX; METO/IBI
paboThl B IpoeCCHOHAIEHON U CMEXHBIX chepax;
CTPYKTYpY ILUIaHA JIJIs pEeIICHHUS 3a1a4; TIOPSI0K
OILICHKH PE3YJIbTATOB PEUICHHS 3324
po(heCcCHOHALHOM IS TEIIbHOCTH

OK 02. OcymecTBiaarh MNOWCK, aHaIW3 U
MHTEepHpeTanuio HHGOpMaIul, He0OX0 MO
JUTSL BBITIOJTHEHUS 3a7a4 Mpo¢ecCHOHATBHOM
JIeITEIbHOCTHU

YMeHuUsI: onpesenaTh 3aJa4M ISl TIOMCKa
uH(pOpPMAIINK; ONIPEENIAThH HEOOXOTUMbIE
MCTOYHHMKH MH(OpMANNH; MITAHUPOBATH ITPOIIECC
IIOUCKA; CTPYKTYPHPOBATH M1OIy4aeMYIO
MH(OpPMAIHIO; BBIACTATH HanOoJIee 3HaYNMOE B
nepevyHe MHPOPMAaLMH; OL[CHUBATH MPAKTUIECKYIO
3HAYUMOCTb PE3yJIbTATOB MOUCKA; OPOPMIIATH
pe3yJIbTaThl MOUCKA

3HaHuUs: HOMEHKJIATypa HH(POPMALIMOHHBIX
MCTOYHHUKOB IIPUMEHSIEMBIX B IPO(ECCHOHATBHOM
JeSTeIbHOCTH; IPUEMBI CTPYKTYPHUPOBAHUS
uHpopmanuu; popmar opopMIICHHUS PE3yIIHTATOB
NOKUCKa UHPOPMALIUU

OK 04. Paborars B KOJUIEKTHBE M KOMAHJIE,
3¢ pexTUBHO B3aUMO/ICHICTBOBATh c
KOJUIETaMH, PYKOBOJICTBOM, KITHCHTAMHU

YMeHusi: opraHu30BbIBaTh PadOTy KOJUICKTHBA U
KOMAaH/Ibl; B3aMMOJIEUCTBOBATh C KOJJIEraMH,
PYKOBOJICTBOM, KJIMEHTAMH B X0J1€
npoecCHOHANBEHOM e TeNIbHOCTH

3HaHuA: 0COOEHHOCTHU B3aUMOIEHCTBUSA B
KOJIJICKTHBE, IPaBUiia pabOThI B TPYIIIE

OK 09. Mcnonbs3oBaTh HHPOPMAIIMOHHBIE
TEXHOJIOTUH B MPO(hecCHOHATbHON
JeSTeTbHOCTH

YMeHuAA: IPUMEHTH CPEACTBA NH()OPMALIMOHHBIX
TEXHOJIOTUH [T pelIeHHs TPOPECCUOHATBHBIX
3aj1a4; UCIOJIb30BaTh COBPEMEHHOE MMPOrPAMMHOE
obecneyeHne

3Hanus: COBPCMCHHBIC CPCACTBA U YCTpOﬁCTBa
I/IH(l)OpMaTI/ISaHI/II/I; MOPAIOK UX IMPUMCHCHUA U
MporpaMmMHOC obecrnieueHue B HpO(l)eCCI/IOHaJIBHOfI
JACATCIIbHOCTH
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5. OCOBEHHOCTH OPTAHM3AIIMU YYEBHOI'O ITPOLECCA
JJIAA OBYYAIOIIUXCA C OI'PAHUYEHHbBIMH
BO3MOXHOCTAMMU 310POBbBA 110 3PEHUIO

5.1. lna oOyyaromuxcst U3 4Uclia JIMI C OTPAaHUYEHHBIMH BO3MOXKHOCTSAMU
3I0pPOBhsi OOYYECHHE MPOBOAMUTCS C YYETOM OCOOCHHOCTEH MCUXO(PU3HUUECKOTO
pa3BUTHUS, MHIUBUIYATbHBIX BO3MOXHOCTEH M COCTOSHHUS 3J0POBbSI TaKHUX
BBIITYCKHUKOB (J1aJiee - UHAUBHUIYyaJIbHbIE OCOOCHHOCTH).

52. Ilpu opranuzanuum oO0yueHUs: oOOecrneuuBaeTcs COONIOCHUE
CJIEYIOIIUX

001X TpeOoBaHMiA:

oOyudeHue AJisl JIMI ¢ OTPaHUYEHHBIMUA BO3MOXKHOCTSIMU 37I0POBbSI B OJJTHOU
ayJUTOPUM COBMECTHO C BBIIYCKHUKAMH, HE HMEIOIIMMU OIPaHUYEHHBIX
BO3MOXKHOCTEM 3/I0pOBBS, JOIYCKAETCs, €CIM 3TO HE CO3/1aeT TPYJHOCTEH IS
oOydJarommxcs;

oOecrnievyeHre BhITyCKa albTePHATHBHBIX (POPMATOB MEYATHBIX MaTepUaIOB
(kpynHbIF WpUPT UM ayiuodansl);

NPUCYTCTBHE B ayJUTOPUU AaCCHCTEHTA, OKA3bIBAIOMIETO OOYYArOIIMMCS
HEOOXOJMMYI0O TEXHHYECKYI0 IOMOIIb C YYeTOM UX WHIWBUIYaJbHBIX
ocoOeHHOCTe! (3aHATh padouee MeCTO, NEPEABUTATHCS, TPOUYUTATh U OOPMHUTD
3a/1aHue, OOIATHCS C MPENo/IaBaTeeM);

[0JIb30BaHUE HEOOXOJUMBIMU OOYYAIOIIUMCA TEXHUYECKHUMH CpEACTBAMU
npu OOy4YeHMM, BBIIOJHEHMM 3aJlaHUid C Y4YeTOM HUX WHIUBUIYaJbHBIX
0COOEHHOCTEI;

o0ecrneueHrne BO3MOKHOCTH OECIIPENATCTBEHHOTO IOCTya O0yYaronuxcs B
ayJUTOpPUM, TyaJeTHbIE M JApPyrue IMOMEIICHMs, a TakKe WX NpeObIBaHUS B
yKa3aHHBIX MOMEIEHUAX (HaJIMyue TMaHIyCcOB, MOpPYYHEH, pacCIIMPEHHBIX
JBEPHBIX TPOEMOB, JU(PTOB, MPU OTCYTCTBUU NUPTOB ayAUTOPUs JOJDKHA
pacmosaraTeCsi Ha TEPBOM JTaXke, HANMYUE CHEIHAIBHBIX KpPEceNl U IPYTUux
NpUCHOCOONIeHHIT); oOecredeHue JocTyna OO0y4arolerocs, SBISIOLIEroCs
CJICTIBIM M HUCTIOJIB3YIOIIETO COOaKy-TIPOBOIHUKA, K 3IaHUI0 OpTaHH3aIIH.

5.3[pu oOydyeHnn Mo AUCIUTUTMHE BO3ZMOXKHO:

NPHUCYTCTBUE B ayJUTOPUU AaCCHCTEHTA, OKA3bIBAIOMIETO OOYYArOIIMMCS
HEOOXOJUMYIO TEXHMYECKYI0 IMOMOIIb C YYETOM HUX WHIUMBUIYaJbHBIX
0coOeHHOCTEH (3aHATh paboyee MeCTo, ePEABUTATHCS, TPOUYUTATh U OPOPMHUTH
3aJjaHue, OOLIATHCS C MPENoJaBaTesIeM);

MOJIb30BaHNE HEOOXOIUMBIMU OOYYaIOIIMMCS TEXHUYECKHUMH CpPEACTBaAMU
npu OOy4YeHHMM, BBITIOJHEHUM 3aJaHUid C Y4YEeTOM UX HHIWBUIYaJbHBIX
0COOEHHOCTEI;

OO0BsICHEHHE HOBOTO MaTepHajia W MPOBEICHUE MPAKTHYECKUX 3aHITHU C
y4eTOM MHIUBUIYaJbHBIX 0COOCHHOCTEN 00yJaroImunXCs;

nyOnupoBaHre HEOOXOJUMOM 3BYKOBOM M 3pUTENIbHOM HH(MOpManuuy,
oOyyaroiiero marepuana, a Tak)Ke HaJNMucel, 3HAKOB M MHOW TEKCTOBOM U
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rpaduyeckoil MH(MOPMAIMKM 3HAKAMH, BBIMOJHEHHBIMH PEbe(pHO-TOUCTHBIM
mpudTom bpaiing wim B BUAE DIEKTPOHHOTO JIOKYMEHTa, JOCTYIHOTO C
MOMOIIBI0  KOMIIBIOTEpAa  CO  CICNHATU3UPOBAHHBIM  MPOTPAMMHBIM
oOecriedeHrneM sl CIICTIbIX;

npefocTaBieHue  o0OydarolmuMMcsl  TpaBa  BblOOpa  3ajaHus  JJIs
CaMOCTOSITENTEHOM PabOTHI.

5.4. Tlpu npoBeeHUH TEKYILIEro KOHTPOJIL M IPOMEKYTOYHOM aTTecTaluu
oOecrieynBaeTCs COOTIOICHHE CICTYIOIINX TPEOOBAHMIA:

a) JUIS CHENbIX:

3aJlaHusl JJIs BBINOJHEHMS, @ TaKKe HMHCTPYKIMHM O BBINOJIHEHUU DPAOOT
opopmisaroTCsl  penbeHO-TOUeYHbIM —HmipudToM bpaitng wuam B BHIE
JJIEKTPOHHOTO  JOKYMEHTa, JOCTYIHOTO C IIOMOUIbIO KOMIIBIOTEpPA CO
CHELMAIU3UPOBAHHBIM ~ IIPOIPAaMMHBIM ~ OOE€CHIEUEHUEM I CJENbIX, WM
3aYUTBIBAIOTCS ACCUCTEHTOM;

KOHTPOJIbHBIE MTMCbMEHHBIE 3aJjaHMsl BBINOJIHAIOTCS Ha Oymare penbedHo-
TOYEYHBIM LIPUPTOM bpaiinsg uam Ha KOMIBIOTEPE CO CHEUUATU3UPOBAHHBIM
IPOrpaMMHBIM O0ECIIEUEHUEM JIJISl CIENbIX, MM HAJUKTOBBIBAIOTCS] ACCHCTEHTY;

oOydaromuMmcsi s BBINOJHEHUS  33JaHusl MNpU  HEOOXOJUMOCTH
NPENIOCTABISACTCA KOMIUIEKT MHCbMEHHBIX NPHHAMIEKHOCTEH MW Oymara uis
NUCbMa  penbeHO-TOYEHUHBIM  Hmpud@ToMm  bpaiind,  koMmeroTep €O
CHeUaI3UPOBAaHHBIM IMPOTPAMMHBIM 00€CIIEYEHUEM IS CIIEMBIX;

0) /1S CIIa0OBUIAIINX:

o0ecnieunBaeTcs MHANBHUyaIbHOE paBHOMEpHOE ocBelleHnue He menee 300
JIIOKC;

oOyyarolmuMcsi Ul BBIOJIHEHUS  33/aHus  TNpU  HEOOXOJUMOCTHU
IIPENOCTABISAETCS YBEIMYHUBAIOLIEE YCTPOCTBO;

3aJlaHus JUJIsl BBINIOJTHEHMSI, @ TAK)K€ MHCTPYKLIMH O BBINOJIHEHUU 3aJaHUN
O0QOPMIISIOTCS YBETUUEHHBIM MIPUGDTOM.

5.5. Oco0Oble yciioBusi ”HHOPMUPOBAHUSI OOYUAIOITUXCSI C OTPAaHUYECHHBIMU
BO3MOYKHOCTSIMU 3[I0POBbSI 110 3PEHUIO:

HaJu4KMe aJbTEPHATUBHON BEPCUU OQPHUIMAIBHOTO CaiiTa OpraHu3aluu B
cetu "MuTepHetr" st c1aboBUISIINX;

pa3MelleHre B JOCTYIHBIX IJIs1 00YYarOIUXCs, SBJISIOMIMXCS CIICTIBIMU UITU
c1a00BUIALIIMMHU, MECTaX M B aJalTUPOBAaHHOW gopMe (C yuyeToM MX OCOOBIX
NOTpeOHOCTEH) crpaBOYHONM HHGOPMAIMK O PACIUCAHUU YUEOHBIX 3aHITHMA
(uHpOpManMs MOKHA OBITh BBHITIOJHEHA KPYIHBIM pPelbe(HO-KOHTPACTHBIM
mpudTom (Ha OenmoMm wiM kenToM (oHE) W MpoayosiMpoBaHa HIPUPTOM
Bpaiins).
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