ABTOHOMHAasi HEKOMMEpYECKast
npodeccroHanbHas 00pa3oBaTelibHasi OpraHu3aIus
"BraguMupckuii TEXHUKYM 9KOHOMMKH M TipaBa Biankoomncoro3a”

PABOYAS ITPOTPAMMA
YYEBHOM JUCHUIIJIAHBI

OI1.04 JOKYMEHTAIIMOHHOE OBECIIEYEHME YIIPABJIEHUSA

s crienrasibHOCTH 38.02.01 DKOHOMHUKA M OyXTaJITePCKUH y4eT

(o oTpacJsam)

r. Bmagumup



PaGouas mnporpamma yueOHOW AMCHMIUIMHBI pa3pabOoTaHa Ha  OCHOBE
®denepaibHOTO TOCYJAPCTBEHHOTO oOpasoBaTenbHOro crangapra (manee ®I'OC) mo
CIEIUATBHOCTH CpefHero mnpodeccuoHanbHoro obopazoanus (nanee CIIO) 38.02.01

JKOHOMUKA U OyXrajJTepckuii yuer (Mo oTpacisim).

Oprannzanus—pa3paOoTuvk: ABTOHOMHAs HEKOMMepYeckas MpodeccuoHanbHas
oOpa3oBarenpHasi opranuzanus "BraauMupckuii TEXHHKYM OHKOHOMUKH U IIpaBa

Bnankooricoroza'.

Pazpaboruuk: I'onskoBa Tarbsina HukoraeBHa— nipemnogaBaTesb CICIIUCITUILTIH

AH I100 BTOII.



COJEPKAHME

1. IMacmopt mporpaMMbl y4eOHOM TUCIUTUITMHBI
2. CtpykTypa U cojaepxaHue y4eOHON AUCIUIIUNHBI
3. YcrnoBus peanuzanuy NporpaMMbl YIeOHOW JUCITUTUTHHBI

4. KOHTpPOJIb M OLICHKA PE3YJbTaTOB OCBOCHHUS YYSOHOU AUCITUTIINHBI

CTp.
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1. IACIIOPT PABOYEM MIPOI'PAMMBI YYEBHOU JUCIIUIIJINHBI

OI1.04 [ToxymeHTaITMOHHOE 00€CTIeueHrEe YIIPABICHHUSI
1.1. O6sacTh NPUMEHEHUSA POrPaAMMBbI:

Pabouas mnporpaMma y4eOHOW JUCUMIUIMHBI SIBJISIETCS 4YacTblO OCHOBHOM
npodeccronansHOl 00pa3zoBarenbHON mporpammbel B cootBeTcTBUU ¢ PI'OC mo
cretmanbHocTH CIT1O 38.02.01 IxoHOMUKA M OyXTrajaTepcKuid yyeT (IO 0TPaCJIsiM).
1.2. Mecro aMCHUILVIMHBI B CTPYKType OCHOBHOH NpodecCHOHAILHOMN
00pa3oBaTeIbHOI MPOrPaAMMBbI:

VYyebnas nucuuminuna OI1.04 «JlokyMeHTalloHHOEe 00ecIieyeHne ypaBICHUSD)
OTHOCHUTCS K IIUKITY 001IenpoeCCHOHATIBHBIX TUCIIUTIIINH.

1.3. deau wm 3agauM JUCHUIVIMHBI - TPe0OBAHHMS K Pe3yJbTaTaM OCBOEHUS
AUCHHUIJIMHBI:

B pe3ynomame oceoenus oucyuniunsvl 00y4arOUULicsi OOAHNCEH YyMemby.

opOpMIIATH JTOKYMCHTAIlUI0 B COOTBETCTBHM C HOpPMAaTWBHOW 0a30#, B T.d.
UCTIOJIb3YsI HH(OPMAIIMOHHEIE TEXHOJIOTHH;

- OCYIIECTBIISATH aBTOMAaTH3AIMI0 00paOOTKH TOKYMEHTOB;

- yHU(UIIUPOBATH CUCTEMBI TIOKYMEHTAITNH;

- OCYIICCTBIIATHh XpaHCHHE M TIOUCK JOKYMCHTOB;

- OCYIIECTBIISATH aBTOMAaTH3AIMI0 00paOOTKH JOKYMEHTOB;

- WCIONB30BaTh  TEJICKOMMYHUKAIIMOHHBIE  TEXHOJIOTHH B DJICKTPOHHOM
JTIOKYMEHTO000pOTE;

B pezynomame oceoenus oucyuniunsvt 06y4aromuiicsi O0NH*CeH 3HAMb.

TOHSITHE, 1IeJTH, 33]]a4H ¥ MPUHIIUTIIBI JISJTOTIPOU3BOJICTBA;
- OCHOBHBIC MMOHATHS TOKYMEHTAIIMOHHOTO 00ECTICUCHHSI YITPABJICHNUS;
- CHCTEMBI JOKYMEHTAIIMOHHOTO 00eCIIeueHUs yIPABICHHUSI;

- KJIacCU(PUKAILIUIO TOKYMEHTOB;

- TpebOOoBaHMs K COCTaBICHHUIO U OQOPMIIEHHIO IOKYMEHTOB;



- OpraHu3aIyio JOKyMEHTOoOOpoTa: mpueM, o0paboTka, perucTpaiusi, KOHTPOJIb,
XpaHECHHE IOKYMEHTOB, HOMEHKJIaTypa JIell.

1.4. Pexomenayemoe  KOJHUYECTBO 4YAaCOB HA  OCBOCHHE  NPOrpPaMMbl
AUCHHUILINHBI:
MaKCHUMaJIbHOW y4eOHOM Harpy3ku o0ydaromerocsi78 4acoB, B TOM YHCIIE:

00s3aTeNbHON ayAUTOPHON yueOHOU Harpy3ku oOyvarouierocs 52 yaca;

CaMOCTOATEIHHON paboThl 0OyUaromerocss 26 4acos.



2. CTPYKTYPA U COJIEP)KAHUE YYEFHOM JJUCIHUITIJIUHBI

2.1. O0bem yueOHOM TUCHUILIMHBI U BHABI y4eOHOH padoThI

Bunabl yue0Hoi1 padoThI OoBem
4acoB

MaxkcuMaJibHasi y4eOHasi Harpy3ka (Bcero) 78
Oo0si3aTesibHAsE AYAMTOPHAsI YYeOHAasi HArpy3ka (Bcero) 52
B TOM YHCIIE:
MPAKTUYECKNE 3aHATUS 26
CamocrosiTesibHasi paboTa o0yuarierocs (Bcero) 26
B TOM UYHCJIE:
peuienue B cucreme Koncynbrant Ilntoc 6
paboTa ¢ yueOHOH JIUTepaTypoH, KOHCIICKTaMH 20

HroroBasi arrecranusi B gopmMe KOHTPOJbHOM padoThI




3. YCJIOBUSA PEAJIM3AIINU ITPOT'PAMMBI IUCHUITINHBI
3.1. TpeOoBanusi K MHUHMMAJBLHOMY  MATEPHAJIbHO-TEXHHUYECKOMY
o0ecrne4yeHH0:

Peanuzanust mporpaMmbl JAUCIUIUIMHBI  TpeOyeT Haau4yus Y4eOHOro
kabuHera «JlOKyMEHTaIMOHHOE OO€cCIeueHne yIpaBiCHUS», OUOIHOTEKH,
YUTAJIBHOTO 3aj1a C BBIXOJOM B ceTh IHTEpHET.

OoOopynoBanne y4eOHOro KaOUHeTA:

- KOMIUIEKT YYEHUYECKON Mebenu,

- pabodee MeCTO IpenoaaBaTersi.

TexHnuyeckue cpeacrsa 00yuYeHus:

- KOMITBIOTEPHI C YCTAHOBJICHHBIM JIMIICH3MOHHBIM MPOTrPAMMHBIM OOECIICUeHUEM,
- MyJIbTUMEIUNHBIA IIPOEKTOP.

3.2. MudopmanuonHoe odecrneyeHne 00y4eHus :

Ilepeyenbr pexkoMeHayeMbIX Yy4eOHbIX u3AaHuii, WHTepHeT-pecypcos,

JAOMOJTHUTEIbHOM JIUTEPATypPbl
Hopmamuenaa numepamypa

1. Koucruryuus Poccutickoit @eaepanuu.- M.: [Ipocnekt, 2004.

2. "O6 wuHbopmanuu, UHPOPMALMOHHBIX TEXHOJOTHSIX M O 3alIUTe
uHpopmarn". Oeaepansuelii 3akoH PO ot 27.07.2006 Ne 149-D3.

3. "OO snexTponHoi 1udpoBoi noanucu". Deaepanbbiii 3akoH oT 10.01.2002
No 1-@3.

4. "O TexHuueckom perynupoBanuun' ®@enepanpHblii 3akoH Poccuiickoi
®deneparuu ot 27 nexadbps 2002 r. Ne 184-D3

5. T'paxpanckuii kogekc PO (uactu 1,2,3) - M.: [Ipocnekt, 2002.

6. "O xkommepueckoii TaiiHe". @enepanbHbiil 3aK0H 0T 29.07.2004 Ne 98-D3.

7. TOCT P 51141-98. [lemonpou3BOACTBO M ApXWBHOE HA€JI0. TepMUHBI U
onpenenenus (y1B. [loctanoBinenuem 'occtangapra PO ot 27.02.98 Ne 28).

8. I'OCT P 6.30-2003. VYHuduuupoBaHHbIE CHUCTEMbI JOKYMEHTAIIUH.

YHuduuupoBanHas cucTemMa OpraHu3alMOHHO-PACTIOPAAUTENBHON



NoKyMeHTauu. TpeboBaHus K OGOPMIICHUIO JTOKYMEHTOB. YTBEpXkIcH
nocranoBiaenneM ['occrangapra PO or 03.03.2003 Ne65-ct.- M.: U3zn-BO
crangapTos, 2003.

9. TumoBasg MHCTPYKLHMS IO JEJONPOU3BOACTBY B (penepanbHbIX OpraHax
ucrosHuTeNnbHOM Biacth (yTB. Ilpukazom MuHHcTEpcTBa KyJNbTYphl M
MaccOBBIX KOMMYHUKaIil PO ot 8 Hos0ps 2005 r. Ne 536)- M., 2008.

10.00mepoccuiickuil  knaccupukarop ymnpasieHuecko gokymeHTamuun OK
011-93 (OKV). (YTBEepxaeH U BBEACH B JICUCTBHE IOCTaHOBJICHUEM

INoccrangapra PO ot 30.12.1993 No299 (¢ uzm. u gom.ot 1999-2002 rr.).

Y4yeOHast IuTEpaTypa M CIIPABOYHBIE N1OCOOUS

1. beikoBa T.A. JlokyMeHTalMoHHOE oOecTieueHue yIpaBieHus: YdeOHoe

nocobue — 2 u3 ., nepepad. u gon. — M.: HULl UHOPA — M, 2016 — 304c.

2. I'maguii E.B. JlokymeHTanmoHHOe oOecleueHue yIpaBieHus: YueOHoe
nocobue — 2 uzn., nepepad. u gon. — M.: U1 PUOP: HUI] UHOPA — M,
2016 —249c.

3. Kupcanoa M.B. Kypc ngenmompoms3BojacTBa:  TOKyMEHTallMOHHOE
obOecrnieueHue yrpaniieHus: YueOHoe nocodue — 6 u3a., ucrp. u aom. - M.:

HUIl UTHOPA - M, 2015 — 256¢.

4. KprokoBa H.II. JlokyMEHTMpOBAaHME YNPABICHUYECKOW JESITEIbHOCTH:

Vuebnoe nocobue — M.: UHOPA-M, 2015 — 268c.

5. Kyszuenor N.H. [enonpousBoacTBo: YueOHO-CIIpaBOYHOE mocodue - 6

u3 1., nepepad. u gomn. — M.: M3narenscko-Topropast kKopriopanus «/lamkos

u K%, 2016 — 520c.



4. KOHTPOJIb U OLIEHKA PE3YJIbTATOBOCBOEHUS
JUCHUATUIMHBI

KonTpoib M OmeHKa  pe3yJbTaTOB  OCBOCHUS  JUCLMIUIMHBI
OCYILECTBIISIETCA IPENOAABATEIEM B TIPOLIECCE IPOBEICHUS IMPAKTUYECKUX
3aHATHN W Ja00paTopHBIX pabOT, TECTUPOBAHMS, a TaKXKE BBIMOJIHCHUS

06y‘IaI-OHII/IMI/ICH HHAWBUIYAJIbHBIX SaHaHHﬁ, ITPOCKTOB, HCCHCHOB&HHﬁ.

PesyabTaTsl 00y4yeHus DopMbI M METOABI KOHTPOJIA U
(ocBOCHHBIE YMEHHS, YCBOCHHbIE OLICHKH Pe3yJIbTATOB 00y4YeHUS
3HAHUA)
3HAHUA)

YMenust

OdopMITATh JOKYMEHTAIMIO B COOTBETCTBUU C| DKCIEpTHAs OIIEHKA OTYETOB MO MPAKTHYECKUM
HOpPMATUBHOW 0a30i, B T.4. HCHOJB3Ys paboTam.

MH(OPMaLIMOHHBIE TEXHOJIOTHUH.

OcylecTBIATh aBTOMAaTU3aLUI0 00pPabOTKH
JTOKYMEHTOB.

yHI/I(I)I/II_[I/IpOBaTL CUCTCMbI NOKYMCHTAIUH.

OCYH_IGCTBJIHTL XpaHCHUC u IIOUCK
AOKYMCHTOB.

OcymiecTBISATh aBTOMATHU3AIMI0 00pabOTKH
JIOKYMEHTOB.

I/ICHOJIB3OB21TB TCHCKOMMyHI/IKaI_[I/IOHHBIG
TEXHOJIOTUHU B 3JIEKTPOHHOM
JOKYMEHTO000pOTE.

3HaHud

[Tonsatne, wemu, 3amaud W OPUHUMUIIBI YcrHslii onpoc,
ACIONPOU3BONCTBA. TECTUPOBAHUE.

OCHOBHBIE = TOHATUS  JOKYMEHTAl[HOHHOTO
o0ecrnieueHus ynpaBieHUsl.

CucrteMbl JOKyMEHTAllMOHHOIO OOecredyeHus
yIIpaBJICHUS.

Knaccudukanuio 10KyMEeHTOB.




TpeboBaHUs K COCTaBJICHUIO U O(OPMIICHHUIO
JIOKYMEHTOB.

OpraHuzainyioo  JOKyMEHTO00OpOTa: IpHUEM,
00paboTka, peructparus, KOHTPOJIb,
XpaHeHHe JTOKYMEHTOB, HOMEHKJIATypa Jell.
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