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1.IMACHOPT NMMPOT'PAMMBI YUEBHOHN JUCIHUILIVMHBI OII.06
TOKYMEHTAIIMOHHOE OBECIIEYEHHUE YIIPABJIEHUS»

1.1. O61acTh NpUMEeHEHHUA MPOTrPaMMBbI

Pabouas nmporpamma y4eOHON AUCIUILIAHBI SBJSIETCS YacThIO OCHOBHOM
npodeccuoHanbHOM 00pa3zoBaTebHONM MporpamMmbl B cooTBeTcTBUU ¢ OI'OC
no crneuuanbHoct CIIO 38.02.01 DOxoHomuka u Oyxrantepckuil yder (Imo
OTpaciisiM).

1.2. MecTto Yy4eOHOHl JAUCHMINIMHBI B CTPYKType OCHOBHOI
npogeccuOHAJIbHOIO00Pa30BaTEJIbHOM MPOrPAMMBI:

VYyebnas aucuumuiiHa «JlokymMeHTallMOHHOE OOecreueHue YIpaBICHUS
OTHOCHUTCS K o0menpopecCHoOHATbHOMY 119709 0% OCHOBHOU
npodeccruoHalbHOU 00pa3oBaTEILHON IPOTPAMMBEI.

1.3.leau u 32024 y4yeOHOM JUCUMILVIMHBI — TPEOOBAHUS K pe3yibTaTaM
OCBOCHUS IUCHUILIUHBI:

B pe3ynpraTe n3ydyeHns o0s3aTeIbHON YaCTH LIAKIIA O0y4YarOIUNCS JOKEH:

yMeThb: [IPOBOJIUTh MHBEHTAPU3ALMHM aKTUBOB U 0053aTeNIbCTB; Pa3oupaThCs
B HOMEHKJIAType Aell.

3HATh: XapaKTEPUCTUKY OOBEKTOB, MOUIEKAIINX NHBEHTAPU3ALIUU.

1.4. Pexomenayemoe KOJMYECTBO 4YacOB HAa OCBOCHHE IPOTrPaMMbI

AUCHUNTHHBI:

MakcumanbHOU yaeOHOM Harpy3ku oOyuatormierocs: 60 gacos,

OO0s3arenpHas ayaiuTopHas yueOHas Harpyska oOydaronierocs 50 4acos,

TOM YHCJIE:

JIEKIUi 28 Jacos,

MPaKTUYECKUX 3aHATUN 0OyJaromierocs 22 yaca;

CaMOCTOATENbHOM paboThl oOy4varonierocs 10 yacos.

2. PE3YJbTATBI OCBOEHHUSA IMPOI'PAMMBI YYEBHOH
JAACHUIIVIMHBI OI1.06 «IOKYMEHTAILMOHHOE OBECIIEYHEHHE
YIIPABJIEHUS»

B pesynbrare ocBoeHHs Yy4eOHOW IUCHUIUIMHBI OOYYarOUIMiiCs ITOJDKEH
OBJIaZIeBaTh OOIIMMHU U MPOGECCHOHATBHBIMU KOMIETEHIIMSIMHU, BKIIIOYAIOLUIUMH B
ce0st CIOCOOHOCTB:

OK O01. BeiObupats cmocoObl pemieHus 3aaad  MpoQecCHOHATBHON
NEATEIbHOCTH IPUMEHUTEIBHO K Pa3IMYHBIM KOHTEKCTaM;

OK 02. OcyiecTBisiTh MOUCK, aHAIW3 M MHTEpPIpETaluio HUHPOpMaLUU,
HEOOXOIMMOM IS BBIIIOJIHEHMSI 3a/1a4 NPOPECCUOHANBHOMN 1E€ATEIbHOCTH;

OK 03. [InaHupoBaTh U peaIn30BbIBATH COOCTBEHHOE MTPOdeCCUOHATIBHOE U
JMYHOCTHOE Pa3BUTHE;

OK 04. PabGoratb B KOJUIGKTUBE U  KOoMaHAe, 3(OPEeKTUBHO
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B3aMMOJIEHCTBOBATh C KOJIJIErAMH, PYKOBOJICTBOM, KIIMEHTAMU;

OK 05. OcymecTBisiTh yCTHYIO U NUCBMEHHYK0 KOMMYHHUKAIIMIO Ha
rocyJapCcTBeHHOM si3blke Poccuiickoit dexpepanuu ¢ ydyeToM OCOOCHHOCTEH
COIIMATILHOTO U KYJbTYPHOTO KOHTEKCTA;

OK 09. Hcnonb3oBaTh uH(pOPMAaIMOHHbIE TEXHOJIOTUHU B
npodecCuOHaNBbHOM eI TeIbHOCTH;

OK 10. TIlomp3oBatbcsi  mpodecCHOHATBbHOM  JOKyMEHTalMed  Ha
roCyJapCTBEHHOM M MHOCTPAHHOM SI3bIKaX.

[1K 1.1. O6pabaTbiBaTh MepBUYHBIC OYXTaITEPCKUE JOKYMEHTHI;

3.CTPYKTYPA U COJAEPXKAHUE YYEBHOU TUCHUILJINHBI

3.1. O0beM yueOHOii TUCHUITHHBI U BUIbI Y4e0HOii padoThI

Bup yueOHoI padoThI KosaunyectBo
4acoB
MakcuMaibHas yueOHasi Harpy3ka (Bcero) 60
O0s13aTesibHAsi ayAUTOPHAasi y4eOHasi HArpy3Ka (Bcero) 50
B TOM YHCJIC:
JIEKIIAU 28
MPAKTUICCKUC 3aHATHS 22

1abopaTOpPHBIC 3aHITHUS -

KOHTPOJIbHBIE pa0OThI -

KypcoBasi paboTa (IIPOEKT) -

CamocTosiTesibHasi paboTa o0y4yaruerocs (Bcero) 10

B TOM 4YHCJIC.

JIOMAIIIHSIST KOHTPOJIbHAs paboTa -

BHEAyIUTOpPHAs CAMOCTOSITEIIbHAs padoTa 10

IIpomesxxkyTounasi arrecranusi B hpopme audGepeHImpoBaHHOTO 3a4eTa -




3.2. TemaTH4eCcKHUil IJIaH U coJepKaHNe YUeOHOH TUCIUININHBI

HaumeHnoBaHue
pa3aesioB U TeM

Conepsxanue yueOHOT0 MaTepualia, J1abopaTopHble U MPAKTHYECKHe PadoThI, CAMOCTOATEIbHAsA padoTa
o0yuyawnuxcs, KypcoBasi padot (mpoeKT)

Oo0Bem
JacoB

Yposennb
OCBOCHHS

1

2

4

Paznen 1 JlokyMeHTHpPOBaHUE YIIPABJIEHYECKOM 1esiTeIbHOCTH

Tema 1.1 Beeneune B
JTUCIUTUTIHY

Copaeprxanue yuedOHOT0 MaTepHuaJia

O05ekT, npeamet JIOY.

Ilens n3ydeHus AUCIUTLTUHEI.

OO0mas xapakTepUCTHKa Kypca, CBS3b C APYTUMH TUCIUILTHHAMH.

Cnyx0a TOKYMEHTaJILHOTO 00eCIICUCHHUs YIIPABICHUS, €€ 3a[auu, CTPYKTYpa, JODKHOCTHOM COCTaB.
PernamenTarius pa6otsl ciryx0b1 JJOY.

OCHOBHI)IC MNOHATHA «IOKYMCHTa», «I0KYMCHTHPOBAHUA», KIOKYMCHTAJIBHOI'O O6CCH6‘ICHI/I$[ YIIpaBJICHUSA).
MecTo 1 poiib TOKYMEHTOB B YITPABICHUW HA COBPEMEHHOM JTare.

JlaGopaTopHble 3aHATUS

I[IpakTHYeckue 3aHATHA

Brimonnenue npaktuyeckoit pabotel mmo teme 1.1.
KouTtpoabHbie padoThl

CamocTtosiTesqbHast pa00oTa00yYalOImMXcs
[oaroroska pedepato mo Teme «PermamenTaryst padboTsl ciry:k0b1 JOY »

Tema 1.2 Uctopus
Pa3BUTHUS CHCTEMBI
rOCy/1apCTBEHHOT O
JOKYMEHTUPOBAHUS

Conep:xanue y4eOHOro MaTepuaJia

Henonpouszsoactso B [IpeBHeit Pycu.

[Ipuxaznoe nemonpoun3BoacTBo XY-XVII BB.

Konnexckoe 1enonpou3BoACTBO.

Munuctepckoe aeiaonpons3BoacTBo XIX Hauana XX BB.

HcTopus yripaBieHus 1 AeI0IPOU3BOACTBA B XX BB.

OCHOBHBIC XapaKTEPUCTUKH 3TANOB PA3BUTHUS JEIONPOU3BOICTBA.

JlabopaTopHbIe 3aHATHS

IIpakTHYecKue 3aHATHA

Brimonnenne npakTiuaeckoi paboTel mmo Teme 1.2.
KoHnTpoJibHbIE padoThI

CamocTtosiTeqbHast paboTa 00y4ar0IUXCH:
[ToaroroBka coobmenus «Komiexxckoe AeI00pou3BOACTBO»




Tema 1.3
HopmartusHo-

MeToanYecKast 0aza
0y

Conep:xkanue y4eOHOT0 MaTepuaJia

[Nonsitue HOpMaTUBHO-METOAMYECKOM O0a3nl JIOY.

CocTaB HOpMAaTUBHO-MeToAn4YecKOM 0a3nr IOV,

[Nonsitue «yHUPUKAIVS.

lNocynmapctBeHHbIe yHH(DUIMPOBAHHBIE CHCTEMBI JJOKYMEHTAIIHH.
[TonsTHE «cTAaHTAPTH3AINSA JOKYMEHTOBY.

TpeboBanus k pazpadboTke yHH(DUINPOBAHHBIX (JOPM TOKYMEHTOB.
Knaccudukanus yHROUIUPOBAHHBIX (hOPM JOKYMEHTOB.
Obmepoccuiickie KiacCu(PpUKaTOPhl TOKyMEHTAIUH.
l'ocynapctBenHas cucrema JJOVY.

Tema 1.4 OcHOBHBIC
TpeOOBaHMS K
COCTaBJICHHIO U
odopmIIeHUIO
JIOKYMEHTa

JlaGopaTopHble 3aHSITHSA

IIpakTHYecKkue 3aHATHS

Bremonnenne nmpakTuyeckoi paboTsl o teme 1.4.
KoHTpoJibHBIE padoThI

CamocTosiTeJIbHAsi padoTa 00yYAKOIIMXCS
Hoxknan «ocynapcTBeHHbIE YHUGHUIIMPOBAHHBIC CUCTEMBI IOKYMEHTAITUH

Pa3nen 2 CucreMbl JOKYMeHTAMHA

Tema 2.1 Cucrema
OpraHU3aIHOHHO-
pacnopsaauTenbHON
JIOKyMEHTAIUN

Coaep:xanue y4e0HOro MaTepuaJia

[ousTre «OIaHK JOKYMEHTa.

OcHoBHBIE TPeOOBaHMS K OJIAaHKY JIOKYMEHTA.

CtpykTypa JOKYMEHTA.

TpeodoBanus k opopmirennto okymeHToB 1o I'OCT P 6.30-2003 «YHubUIHPOBaHHBIE CUCTEMBI TOKYMEHTAIIHH.
LIUPOBaHHAs CHCTEMa OpPraHHM3allMOHHO-PACIOPSIUTEIBHON JOKYMEHTaluu. TpeOoBaHus K O(OPMIICHHUIO

JIOKyMEHTOB).

[NonsiTus «peKBU3UTY», «POpMyIIp-00pazeI.

PexBu3uTHI, HCIIONB3yeMbIE TIPY TIOJTOTOBKE U 0(hOPMIIEHHH JJOKYMEHTOB.

TpeboBanus K 0hOPMIICHHIO PEKBH3HTOB JJOKYMEHTOB.

JlabopaTopHbIe 3aHATHS

IIpakTHYeckue 3aHATHA

BeinosHeHHe MpakTHYECKON paboThI Mo Teme 2.1.
KonTpoabHble padoThl

CamocrosTebHass padoTa 00y4aommuXxcs
Coobmienune «peboBanns k odopmieruto 1okyMeHToB 1o ['OCT P 6.30-2003 «YHubumpoBaHHbIEe CUCTEMBI
JOKYMCHTAIUN




Tema 2.2
JloroBopHo-
mpaBoBast
JIOKyMEHTAITUS

Conep:xkanue y4eOHOT0 MaTepuaJia

[Nonsitue goroBopa (KOHTPAKTA), COTJIAIICHUE, TPOTOKOJIA.
Tunosas (hopMa KOHTpaKTa.

OCHOBHBIE pa3Jieiibl KOHTPAKTA.

OO6pasiubl JOrOBOPOB.

OdopMiteHHE MPHITOKECHUN K TOTOBOPaM.

[IpoToKkoBI pazHorIacuii K J0roBopam.

OO0pasIbl aKTOB.

OO0pas3iibl JOBEPESHHOCTEH.

JlaGopaTopHble 3aHSATHS

IIpakTH4YecKkue 3aHATHS

BrmonHenne mpakTrudeckor paboThl o Teme 2.2.
KoHTpoJibHbIE padoThI

CamocTtosTeqbHast padoTa 00y4aronuxcs:
CocTaBieHe THIIOBBIX JOTOBOPOB M AKTOB Pa3HOTIIACHH.

Tema 2.3
JIOKyMEHTBI 110
BHEIITHE-
3KOHOMHUYECKOU
JIEATEIbHOCTH

Conep:kanue yueOHOro MaTepuaja

Kiraccudukanus qJOKyMEHTAIUH 110 BHEITHEOKOHOMUYESCKOH eI TeTbHOCTH.
I'OCT&sI Ha TOKYMEHTALMIO 10 BHEITHEAKOHOMUYECKOM AeATeILHOCTH.
BiraHKu KOMMEPUECKHX ITUCEM.

PekBu3uTHI hopMyssipa KOMMEPUYECKOTO MUChMa.

Oco0Oble TpeOOBaHUS K TEKCTaM KOMMEPUYECKUX MTUCEM.

Knaccudukaruss KOMMEPUECKUX MTUCEM.

TuroBbie GOPMBI KOMMEPUECKUX ITHCEM.

Buibl KOHTPAKTOB, OOPMIISIOIINX BHEITHEIKOHOMUYECKYIO ICSATCIBLHOCTD.
DopMbl IPUITOKEHUN K KOHTPAKTaM.

OdopmieHne TOTOJHEHUH U cielU(pUKAIUN K KOHTPAKTaM.

JlabopaTopHbIe 3aHATHS

IIpakTHYeckue 3aHATHSA

BrimonaeHne mpakTHdeckoi paboTs Mo Teme 2.3.
KoHTpoJbHbIE padoThI

CamocTtosiTeqbHast padoTa 00y4aronuxcs:

IMoaroroeka cooOrenus Ha TeMy «Knaccudukarius JOKyMEHTAIMK 110 BHEITHEOKOHOMHYCCKOM JCSITEIbHOCTH

Tema 2.4
[Ipeten3nonHo-
MCKOBas

Conaep:kanue y4eOHOT0 MaTepHaJia

JlokyMeHTBI, 0(OpMIISIOIINE TOPSI0K PACCMOTPEHHSI CITIOPOB MEXKAY IOPUIUIECKAMH JIUIIAMH.

[TpaBuna oopmiieHNs MPETEH3UOHHBIX ITHACEM.
DopMyIISIpEI B 00pa3IThl TPETECH3NOHHO-UCKOBOH JTOKYMEHTAIINH.




AOKYMCHTal A

JlabopaTopHbIe 3aHATHS

IIpakTHyeckne 3aHATUA

BrimonnHeHME MpakTHIecKoi paboTHI 1o TeMe 2.4.
KoHnTpoJbHbIe padoThI

CamocTtosiTeqbHast paboTa 00y4arOIUXCH:
BeinosnHeHne TeCTOB IO TEMeE.

Tema 2.5
JIoKyMeHTHI 10
TPYAOBBIM
OTHOIICHUSIM

Coaep:xkanue y4eOHOr0 MaTepHaJia

CyImHOCTh U coliepyKaHue TOKYMEHTOB IT0 TPYAOBBIM OTHOIIICHHSIM
Jlemompon3BoACTBO B MPOIECCE TPYAOBBIX OTHOIICHUH

[IpaBuna ¢popMupoOBaHHS U XpaHEHHUs JINYHOTO JIesa

JlaGopaTopHble 3aHSATHS

IIpakTHYeckue 3aHATHS

BrimonHenne mpakTrudeckon paboThl o Teme 2.5.
KoHTpoJibHBIE padoThI

CamocTosiTeJIbHAsi padoTa 00y4YAKOIIMXCS
Jloknaa Ha Temy «CyIIHOCTh U COJIEpPYKaHUE JOKYMEHTOB IO TPYAOBBIM OTHOIICHUSIM)

Paszjnen 3 Opranuzanust padoTsl ¢ JOKYMEHTAMHU

Tema 3.1
Opranmzanus
JIOKyMEHT0000pOTa

Conep:kanue y4eOHOT0 MaTepuaJia

JIBmKeHrEe TOKYMEHTOB Ha IPEIPUATHN C MOMEHTA UX CO3/IaHUs JIO 3aBEPIICHHS NCTIOTHEHUS UM OTIIPABKH.
[onsTHE «TOKYMEHTOO00POTY.

[TpuHIUTIEI OpraHU3aIH TOKYMEHTO000pOTA.

®dopMbI OpraHu3aly padoThl C TOKYMEHTaMHU.

Hpoxom):[eHHe U IMOPAAOK UCITIOJTHCHHA BXOJANIUX TOKYMCHTOB.

Hpoxom):[eHHe UCXOOAINX U BHYTPCHHUX JOKYMCHTOB.

Pabora ¢ koH(pUICHIIMATIBHBIMHU TOKYMEHTaMHU.

[onsTHe «KOMMeEpUECKast TaitHay.

Pabota ¢ mruceMamu 1 0OpaIeHISIMU TPaKIaH.

JlabopaTopHbIe 3aHATHS

IIpakTHYeckue 3aHATHS

BeinosHeHne mpakTHYECKON paboThl mo Teme 3.1.
KonTposbHbIe padoThI

CamocrosiTeibHAsA padoTa 00y4alOINXCS:
Hoxnan Ha Temy «IIpoxokaeHue U NOPsiAOK UCTIOTHEHMSI BXOASIIMX JOKYMEHTOB)Y




Tema 3.2
®opmupoBaHue U
XpaHeHHUe Jel

Conep:xanue yueOHOro MaTepuaJa

[Ipouecc popmupoBanus aem.

CocTaBiieHUE HOMEHKJIATYPBI JCII.

[ToHATHSA «KHOMEHKIIATYPA IS, «ISI.

3amaun 1 IOPSAOK CUCTEMATH3AIUH JOKYMEHTOB.
OcobeHHOCTH (hDOPMHPOBAHHS PA3TUIHBIX TPYIIT JOKYMEHTOB.
Poins HOMEHKIATYpBI A€l pu HOPMHUPOBAHUH JIOKYMEHTOB B JIeTia.
®dopmupoBanne u ohopMICHUE ACI.

Opranuzaiys TeKyIero (OInepaTHBHOr0) XpaHEHUS L.
IMoaroroBka u nepenavya JOKyMEHTOB Ha apXUBHOE XpaHCHHE.
JKcnepTr3a NEHHOCTH IOKYMEHTOB.

JlaGopaTopHble 3aHSTHS

IIpakTHYecKkue 3aHATHA

BrmonHenne mpakTrudeckon paboThl mo Teme 3.2.
KoHnTpoJbHbIe padoThI

CamocTosiTeibHAs padoTa 00y4alomMXC:
BrimosiHeHne TECTOBBIX 3aJaHUI

Tema 3.3
ABTOMaTu3ans
nporeccoB I0Y

Conep:xkanue y4eOHOT0 MaTepuaJia

XapakTepucTuKa TEXHUYECKUX CPEACTB, TPUMEHSIEMBIX B JIETONIPOU3BOJICTBE
TupaxxupoBaHue JIOKYMEHTOB

[TpuMeHeHne KOMITBIOTEPHBIX TEXHOJIOTUH B JIOKYMEHTOO00POTE
ABTOMAaTH3a1Ms IPOIIECCOB JAETONPOU3BOICTBA

BHepeHre crucTeMbl AIEKTPOHHOTO TOKYMEHTO000poTa

JlaGopaTopHble 3aHATHS

IIpakTHYecKkue 3aHATHA

BrimonHenne npakTiuueckoi paboTsl mo teme 3.3.
KoHnTpoJibHbIE padoThI

CamocTtosiTesqibHast paboTa 00y4ar0IIMUXCH:

Bcero

60

J1sl XapaKTepUCTUKN YPOBHSI OCBOEHHS y4eOHOr0 MaTepualla UCIOJIb3YOTCS CIeyole 0003HaueHus:

1. — o3HaKOMUTENBHBIH (y3HABaHUE paHEe U3YUYEHHBIX OOBEKTOB, CBOWCTB);

2. — penpOAYKTHBHBIH (BBIIOIHEHHE AESTEIBHOCTH 110 00pa3ily, HHCTPYKIIUU WM MO PYKOBOJICTBOM)
3. — IPOAYKTHBHBIH (IUIAHUPOBAHHE U CAMOCTOSITEIHHOE BBHIIIOJIHEHUE ICATEIbHOCTH, pellieHHe IPOOIEMHBIX 3a1a4)
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4. YCJOBHUS PEAJIMBAIIMA PABOYEH TIPOT'PAMMBI
YYEBHOU JUCIIUIIJIMHbI

4.1.TpeGoBanusiT K MHHUMAJIBHOMY MATEPHAIbHO-TEXHUYECKOMY

o0ecrne4eHn 10
Peanuzanus mporpaMMbl TUCHUIUIMHBL TPEIOIaraeT Haaudus y4yeOHOTro

KaOWHeTa I TMPOBEACHUS 3aHATHH JIEKIMOHHOTO W CEMHHApCKOro THIA,
TPYNNOBBIX Y UHAUBHUAYAJIbHBIX KOHCYJIbTAllMM, TEKYIIEr0o KOHTPOJSI U
NpOMEXYTOUHOM arrectaruu. [loMelieHuss AJisi CaMOCTOSITEILHOM  padOThI
OOy4arolmxcs OCHAIICHbl KOMIBIOTEPHOM TEXHMKOW C  BO3MOXHOCTBIO
MOKTIOYCHUS K HH()OPMAITMOHHO-TEJICKOMMYHUKAIIMOHHOM ceTn «ITHTepHET».

O6opynoBanne yueOHOTO KaOUHETA:

- IOCaJ0YHBIE MECTA [0 KOJIMYECTBY OOYyHarOIINXCS;

- pabouee MecTo MpernoaaBaTes;

- KOMIUIEKT Y4eOHO-METOIMUYECKIX MaTepPUAJIOB.

Texnuueckue cpeacTBa 00ydeHUS:

- KOMITbIOTEP (HOYTOYK)C JTUIIEH3MOHHBIM MPOTPAMMHBIM 00€CTIeUeHNEM;

- MYJIbTUMEIUHUHBIN ITPOCKTOP;

- HHTEpPaKTUBHAs JOCKa \ JJOCKa.

4.2. UadopmaniuoHHoe odecriedeHue 00ydeHust
Ilepeyenb y4eOHbIX H3aaHuil, HTepHeT-pecypcoB, IONMOJHUTEIbLHON
JIUTEePATYPHI

OcCHOBHBIE HCTOYHUKH:

1. EnanmeBa O.I1. [loxymeHTanimoHHOE OOECIEYEHUE YMPABICHUS B COIMAIBHO-
KyJbTYPHOM cepBHce U TypusMe yueOHoe nocodue / Emannesa O.I1. — M: ®JIMHTA, 2018. -
312 c¢. DOBC. Pexum pocryma: https://globalf5.com/Knigi/Nauka-Obrazovanie/Servis-i-
turizm/Turizm/Dokumentacionnoe-obespechenie-upravleniya_231243

2. Xapycs O.A. Meronuka palMOHAJIU3aUM JOKYMEHTAIlMOHHOTO OOecreyeHUs
ymnpaeienust /| Xapycp O.A. — M.: Undpa-M, 2015. - 58 c. - CIIO.OBC. Pexxum nocryma:
https://globalf5.com/Knigi/Nauka-Obrazovanie/Ekonomika-i-menedzhment/Deloproizvodstvo-
Sekretar-delo/Metodika-racionalizacii-dokumentacionnogo 262937

JlonoJiHuTeIbHbIEe HCTOYHUKH:

1. Eroposa JI.b. JlokymeHnTanmonHoe oOecrieueHue ympasieHus (JJokymeHTOBeneHue.
OCHOBBI JIeNTONIPOU3BO/ICTBA): DJIEKTPOHHOE yuebHoe mocobue: yueOHuk / JIL.M. benosa, O.P.
Konpnpamosa, P.C. Huxangpoa - M.: MsnarensctBo: CIIOYTYHD (Cankr-IletepOyprekuii
YHHUBEPCUTET TeXHOJNOorui ympasienus u skoHomuku) 2008. 410 c. - CIIO.OBC. Pexum
JOCTYyTIA: https://globalf5.com/Knigi/Nauka-Obrazovanie/Ekonomika-i-
menedzhment/Deloproizvodstvo-Sekretar-delo/Dokumentacionnoe-obespechenie-upravleniya

Kypuaisl u UuTepHeT pecypcebi:

1. https://globalf5.com/ - DnekrponHast GMOIMOTEUHAS CUCTEMA
2. https://znanium.com/ - DnekTpoHHas OMOIMOTEYHAS CHCTEMA
3. https://rusneb.ru/ - DnexTpoHHast OMOIMOTEUHAs CHCTEMA
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https://znanium.com/
https://rusneb.ru/

5. KOHTPOJIb U OIIEHKA PE3YJIbTATOB CBOEHUSA JUCHUIIJINHBI

KOHTpOJIbI/I OLI€CHKA PC3YyJIbTaTOB OCBOCHHA AUCHUILIMHBI OCYIICCTBIISACTCS
MMpEroaaBaTCjicM B ITPOLICCCC IMMPOBCACHUA ITPAKTHYCCKUX SaHHTHﬁ, TCCTUPOBAHUA,
a TaK)KC BBIIIOJTHCHUA 06y‘laIOHlI/IMI/ICH HHIAWBHUAYaJIbHBIX SaZIaHI/If/’I.

PesynbTatel 00yyeHus @opMBI U METOAbI KOHTPOJISAA M OLIEHKH
(ocBOCHHBIE YMEHHS1, YCBOCHHbIC 3HAHUS) pe3yJIbTaTOB 00y4eHH sl

YMeTh: NMPOBEIICHUS WHBEHTAPU3AIUHN | -KOHMPO/Ib GbINOJHEHUSL NPAKMULECKUX 3A0AHUL;
aKTUBOB W 00S3aTENbCTB, XapPAKTEPUCTHKY | -OYEHKA 8bINOIHEHUS OOKIAA008 U COOOWEeHU,
00BEKTOB,  MOJJICKANMX  HWHBEHTAPHU3AIINY;
HmeTh npaKkTUYECKHIA OTIBIT. -MOHUMOPUHS pocma meopuecKoul

3HATh: Pa30UPaThCs B HOMECHKIIATYPE | CAMOCNOSMENbHOCIU U HABLIKOE  NOJYYEHUs.
JIeN; 3aHOCUTh JAaHHBIC MO CTPYIIUPOBAHHBIM | HOB020 3HAHUS KANCOIM OOYYAIOUWUMCS,
JIOKyMEHTaM B PETHCTPHI. -YCMHBIU U HUCLMEHHBIL ONPOC,  BbINOJHEHUE
3A0aHUTL MECO8020 KOWMPOJISL 3HAHULL,
-HAKONUMENbHAsL OYEHK.

[Iporpamma coctaBieHa B cooTBeTcTBUU ¢ TpeboBanusMu ®PI'OC ¢ yueTom
pekomenmamui  [IIICC3 mno cneumanbHOocTH  38.02.01 DOxoHOMHMKA U
OyXraiaTepcKuid y4eT (Mo OTpacisim).
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OCOBEHHOCTH PEAJIM3BALIMU JIUCLHUTIJIMHBI J151 THBAJIN1OB
N JinL C OrPAHUYEHHBIMHU BO3MOKHOCTSAMMU 310POBbSA

B cnywae o0O0yyeHuss B KOJUIeI)KE€ MHBAIMIOB H (WIM) JUIl C
OTPaHUYECHHBIMA  BO3MOXKHOCTSIMH  3JI0POBbS  YUYUTBHIBAIOTCI  OCOOEHHOCTHU
NCUXO(PU3NYECKOTO Pa3BUTHSA, WHAUBUAYaJIbHbIE BO3MOXKHOCTH M COCTOSIHHE
3JI0POBbs TAKUX O00YUYaIOIIHUXCA.

OOpazoBanue O0Oy4YarONMUXCS C OTPAaHUYCHHBIMH  BO3MOYKHOCTSIMH
3IOPOBBSI MOXKET OBITh OPTaHU30BAHO KaK COBMECTHO C JPYTMMH OO0yYarOUTUMHUCH,
TaK W B OTACJIBHBIX TPYIIaXx.

OOyuvaromuecs #3 YWciaa JMI C OTPAaHMYEHHBIMU BO3MOXHOCTSIMHU
3IOpOBBSl OOECTeueHbl MEYaTHBIMUA U (MJIM) DJIEKTPOHHBIMU 00pa30BaTEIbHBIMU
pecypcamu B (popmax, afanTHPOBAHHBIX K OTPAHUYCHUSAM UX 370POBBSI.

OOyueHne WHBAJIUJOB OCYIIECTBIISIETCS TakXKe B COOTBETCTBUU C
WHIUBUYyaJIbHON TIPOrpaMMOi peabuIMTaluy nHBamuAa (Mpy HAIUMYUH).

JUiss U1 ¢ OrpaHUYEHHBIMH BO3MOXKHOCTSIMU  37I0POBbS  TI0  CIYXY
BO3MOXKHO TIpeloCTaBieHue y4eOHOW uH(OpManuu B BU3YaldbHOU Gdopme
(KkpaTKUi KOHCIIEKT JIEKIMI: TeKCThl 3amaHuii). Ha ayauTopHBIX 3aHATHSIX
JIOMYCKaeTCsl MPUCYTCTBUE ACCUCTEHTA, a TaKXKe CYPAOINEPEBOAUYUKOB U (WJIN)
TU(I0CYpAOTIEPEBOTUMKOB. TEKYIINII KOHTPOJIb YCTIEBAEMOCTH OCYILIECTBIISETCS B
NUCbMEHHOW (Qopme: 00ydaroImuics TMHCHBMEHHO OTBEYaeT Ha BOIPOCHI,
MMCHbMEHHO BBITIOHAET MpakTuueckue 3ananus. Jlokman (pedepar) Takxe MOXKET
OBITh MPEACTABJICH B MUCbMEHHOM (hopme, mpu 3TOM TpeOOBaHUSA K COAECPHKAHUIO
OCTalOTCA TEeMH Ke, a TpeOOBaHUS K KadyeCTBY W3JIOKEHHUS MaTepualia
(TOHSATHOCTH, KAYECTBO PEUH, B3AUMOJICHCTBUE C Ay TUTOPUEH U T. 1I.) 3aMEHSIOTCA
Ha COOTBETCTBYIOIIME TpEeOOBaHMs, MPEAbABIAEMble K MUCHBMEHHBIM paboTam
(kagecTBO O(OpMIICHHS TEKCTa W CIMCKA JIUTEpPaTyphbl, TPAMOTHOCTh, HAJIHUWE
WUTIOCTPAIIMOHHBIX MaTepuaioB U T.1.). [IpoMexxyTouHas aTTecTarus Jyisl JUI C
HApYIIEHUSIMU CITyXa MPOBOJUTCS B TUCBMEHHOM (hopMe, PU ATOM UCTIOIB3YIOTCS
oOmue kputepuu oreHuBanus. [Ipu HeoOXxoaAMMOCTH BpeMs MOATOTOBKHA K OTBETY
MOKET OBITh YBEITUYEHO.

JUiss Ui ¢ OrpaHMYEHHBIMH BO3MOKHOCTSMH 3JI0POBbSI 110 3PEHHUIO
KOJUIEJKEM O0OECIIeUMBAETCSl BBIMYCK M HMCIOJb30BaHUE HAa YYEOHBIX 3aHITHSIX
ATBTEPHATUBHBIX (OPMATOB TIEUATHBIX MaTepuajaoB (KPYMHBIH MpUPT wWIH
aynuodaiiiel) a Takke oOecreurnBaeT OOyJarolIUXCs HAJIEkKAITUMU 3BYKOBBIMU
CpeacTBaMH BocmpousBeaeHus nHbopmanuu (AukropoHoB u T.71.). Jomyckaercs
IPUCYTCTBHE AaCCHUCTEHTa, OKa3bIBAIOIIETO OOydaromemMycs HeoOXOIuMYyro
TEXHUYECKYIO IMOMOIIb. TeKyluid KOHTPOIb YCHEBAEMOCTH OCYLIECTBISETCS B
yctHO Qopme. [lpu mpoBeneHMH NPOMEKYTOUHOM AaTTeCTallUM ISl JIUI[ C
HapyIIeHUEM 3PCHHsS TECTUPOBAHHE MOXET OBITh 3aMEHEHO Ha YCTHOE
cobece1oBaHUE 11O BOIPOCAM.

JUist Iy ¢ OrpaHUYEHHBIMH BO3MOKHOCTSIMH  37I0POBBSI, HMMEIOITUX
HapyIIEHUsT OMOPHO- JBUTATEIIBHOTO ammapara MaTepualbHO-TEXHUYECKUE
yCIOBUSl KOJUIeIKa 00eCreunBalOT BO3MOXKHOCTh OECHpEnsSTCTBEHHOTO JIOCTYyIa
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oOyyaromuxcs B y4eOHbIE TOMEIICHHs, a Takke MpeObIBaHUSA B HUX (HaJIW4HE
NaHIyCOB, MOpPYYHEH, pAaCHIMPEHHBIX JBEPHBIX IPOEMOB, JIH(PTOB; HATUUUE
CIIELMABHBIX KPecel U APYTHX MPUCTIOCOOICHUN).

Ha aynuTOpHBIX 3aHATHAX, @ TaKXKe NPU MPOBEACHUH MPOLEAYP TEKYIIETO
KOHTPOJISI ~ yCIIEBAEMOCTH M  NPOMEKYTOUYHOW  aTTeCTallMM  JMIaM  C
OrpaHUYEHHBIMU BO3MOXKHOCTSIMU 3/I0pPOBBSl, MMEIOIIMM HapYIICHUs OMOPHO-
JIBUTATEILHOTO  amlmapara MOTYT  ObITb  IPEJOCTaBIEHBI  HEOOXOIUMbBIE
TEXHUYECKHNE CpeacTBa (MEpPCOHANBbHBI KOMIBIOTEp, HOYTOYK WM APYroi
raJKeT); JOIyCKaeTcsl MPHUCYTCTBUE AaCCUCTEHTAa (AaCCHCTEHTOB), OKa3bIBAIOLIETO
o0yJaromuMcsi HEOOXOIUMYI0 TEXHMUYECKYI0 IMOMOIIb (3aHATh pabouee MecCTo,
NEPEBUTATHCS IO ayJJUTOPHUH, MPOYUTATh 3a/laHue, OPOPMHUTH OTBET, OOIIATHCS C
IPEnoIaBaTesieM).
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