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1.ITacmopT padoueii nporpaMmmbl y4eOHO# TUCHUIJIMHBI

1.1. ObsacTh NPpUMEHEHHUS TPOTPAMMBI

IIporpamma yueOHOM JUCLUIUIMHBI ABISETCSA YaCThIO OCHOBHOM IPpOodecCHOHAIBHON 00pa3oBaTeabHON
nporpammbl B cootBeTcTBHU ¢ PI'OC CIIO no cnennansuocty 38.02.01 «OxoHOMUKA M OyXTranTepcKuit
yuer».

[Iporpamma  yueOHOM  NUCHMIUIMHBI ~ MOXET  OBITh  KCIOJIb30BAaHA B JIOMOJIHUTEIHHOM
po¢ecCHOHATLHOM 00pa30BaHUM Ha KypCax MepernoAroTOBKH U MOBBIILIEHUS KBAIU(UKALIH.

1.2. MecTo y4eOHOH AUCUMIUIMHBI B CTPYKType 00pa3oBaTe/IbHOH HNpoOrpamMmbl: YydeOHas
mucuuiuinHa  OI1.04  IIpaBoBoe W JOKYMEHTallMOHHOE OOECIEYEHUE YIpPaBICHUS  SBIAETCS
obmenpoeccuoHaTbHON AUCIUILTUHOMN, BXOIAIIEH B Mpo(eccHoHaNbHbIN yUeOHbIH UK, n3y4aeTcs B 4
U 5 ceMecTpax.

1.3. Hean u 3agaun y4eOHOH JIMCHMILIMHBI - TPeOOBAHUS K pe3y/ibTaTaM OCBOCHHMS y4eOHOM
AUCUMILIUHBI:

B pesynbrare ocBoeHUS yueOHOM MUCIUILIMHBI O0YyYAIOIINIICS JOIKEH YMETh:

— 0o(opMIATH JOKYMEHTAINIO B COOTBETCTBUH C HOPMAaTHBHOM 0a30ii, B TOM YHCJIE C UCTIOIb30BAHUEM
MH(POPMAIIMOHHBIX TEXHOJIOTHIA;

— OCBaWBaTh TEXHOJIOTUH aBTOMATU3HPOBAHHOW 00pa0OTKH JOKYMEHTAIIHH;

— WCIOJIB30BaTh YHU(PHUIIMPOBAHHBIE (POPMBI IOKYMEHTOB;

— OCYULIECTBJISATh XpaHEHUE U ITOUCK JOKYMEHTOB;

— HCII0JIb30BATh TEJIEKOMMYHHUKALMOHHbBIE TEXHOJOTUHU B JIEKTPOHHOM JIOKYMEHTOOOOPOTE;

— HCII0JIb30BAaTh HEOOXOMMbIE HOPMATUBHBIE JJOKYMEHTHI;

— 3aluuiaTh CBOM IIPaBa B COOTBETCTBUH C I'PAXkIaHCKHUM, I'PakJaHCKO-IIPOLIECCYAIbHBIM U TPYI0BBIM
3aKOHOAATEIbCTBOM;

— AHATU3UPOBATH M OLCHUBATH PE3YJIBTATHI U MOCIEICTBHUS ACATEIbHOCTH (0e3eiiCTBUS) C IPaBOBOM
TOUYKHU 3PEHHUS.

B pesynbrare ocBoeHUs y4eOHOM NUCIUTUIMHBI O0YYaIOIIHICS TOMKEH 3HATH:

— TMOHATHE, LeH, 3aJJa4H U IPUHLIUIIBI AeJIONPOU3BO/ICTBA;

— OCHOBHBIE MOHATHUS JOKYMEHTAIIHOHHOTO 00eCTIeYeHUs YIIPaBJICHNUS;

— CHCTEMBI JOKYMEHTAI[MOHHOTO O0eCTieUeHus yIpaBiIeHHUS,

— KJIacCU(UKAIHIO IOKyMEHTOB;

— TpeOoBaHUS K COCTABIEHUIO U 0(hOPMIIEHUIO JOKYMEHTOB;

— OpraHu3aluio JIOKyMEHTOOO0OpoTa: mpueM, 00paboTKy, perucTpainuio, KOHTPOJb, XpaHEHHE
JIOKyMEHTOB, HOMEHKJIATypy J1€1;

— ocHoBHbIe nosoxxeHus: Koncrtutyum Poccuiickoit ®@enepanuu;

— TMpaBa 1 CBOOOIBI YeNIOBEKA U TpakIaHWHA, MEXaHU3MBbI X pean3alluy;

— OCHOBBI TPABOBOTO PETYJIHPOBAHHS KOMMEpPYECKHUX OTHOILIEHUH B cdepe mnpodeccrHoHanbHON
JIeITEIIEHOCTH;

— 3aKOHOJATEJIbHBIC aKThl M JPYyTHEe HOPMATHUBHBIE IOKYMEHTHI, PETYJIHUPYIOIIHE TPABOOTHOIICHUS B
nporecce mpopecCHOHATBHON AeSITENEHOCTH;

— OpraHu3alMOHHO-TIPABOBbIC (DOPMBI IOPUIUYECKUX JTHUIL;

— TMPaBOBOE MOJIOKEHUE CYOBEKTOB MPEANPUHUMATENHCKON 1eITeTbHOCTH;

— TMpaBa 1 0053aHHOCTH PaOOTHUKOB B cdhepe npodecCHOoHaTBEHON AeSTENHHOCTH,

— TOPSOK 3aKITFOYSHUS TPYOBOTO JIOTOBOPA M OCHOBAHMS JIJIS €T0 MPEKPaIeHNUS;

— TMpaBWIA OTUIATHI TPY/IA;

— PpOJIb TOCYIAPCTBEHHOTO PETYIMPOBAHMS B 00ECIICUCHUHN 3aHATOCTH HACETICHUS,

— TpaBO COIMAIBLHOM 3alUThI TPaXK/IaH;

— TOHSATHE TUCUUIUIMHAPHOW M MaTepUaIbHON OTBETCTBEHHOCTH PaOOTHHKA;

— BUJbI AIMUHUCTPATUBHBIX NMPABOHAPYIICHUN U aIMUHUCTPATUBHON OTBETCTBEHHOCTH;

- HOPMBI 3aIMTHl HAPYIICHHBIX MPaB U CYACOHBIN MOPSIIOK pa3pelieHus CIIOPOB.
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1. Komnerenunu (popmupyemMsbie B pe3yJabTaTe 0CBOCHUS AUCHHUILINHBI:

Oo0mme IMoka3aTenu oueHKH
pe3yabTara
KOMIIeTeHIIM U

OK 01 Br16upaTh crioco0s! peteHns 3a1aq mpohecCHOHANBHOM e TeNbHOCTH
MPUMEHHUTENBHO K PA3JTUYHBIM KOHTEKCTAM;

OK 02 Vcrnonb30BaTh COBPEMEHHBIE CPEICTBA MOUCKA, aHATN3a U MHTEPIIpEeTalliN
WHpOpPMAIUHN U HHHOPMAIIMOHHBIC TEXHOJIIOTHH TSl BBITIOTHEHUS 3a/1a49
npodeccHoHANBHON ACSTENbHOCTH;

OK 03 [lmaHupoBaTh M peaIn30BLIBaTH COOCTBEHHOE podeccHoHaIbHOE H
IMTHYHOCTHOE pa3BUTHE, MPEAIPUHUMATEIBCKYIO IESATEILHOCTD B
npodeccuoHanbHOM cdepe, UCIOb30BaTh 3HAHMS 110 (PHHAHCOBOM
PaMOTHOCTH B Pa3JIMYHbIX KM3HEHHBIX CUTYALUSIX;

OK 04 D(hhexTHBHO B3aMMOIEHCTBOBATH U pabOTATh B KOJUIEKTHBE M KOMAH/IE;

OK 05 OCyIIECTBIIATh  YCTHYH0O M TMUCBMEHHYHO  KOMMYHHKAIMIO  HA
rOCyIapcTBEHHOM si3bIke Poccwmiickoit Denepanun ¢ yueToM 0COOCHHOCTEH
COIUAITLHOTO M KYJIbTYPHOTO KOHTEKCTA,

OK 09 [Tonb30BaThCst IPO(ECCHOHATBHON TOKYMEHTAIIMEN Ha TOCYIapCTBEHHOM U
WHOCTPAaHHOM SI3bIKaX.

IMpodeccnonanbHbIe IMoka3aTesiu oeHKH

KOMIIETEHI[U U pe3yjabTara

K 1.1 OO6pabaThIBaTh MEPBUYHBIC OYXTaITEPCKUE TOKYMEHTHI.

K 1.2 Pa3pabaTbIBaTh U COTJIACOBBIBATH C PYKOBOJICTBOM OpraHHM3aluu pabouuii
[U1aH CYETOB OYXTANTEPCKOro yueTa OpraHu3allvy.

K 1.3 [TpOBOJUTE y4YeT NEHEXHBIX CPEACTB, OOPMIIATH JEHEKHBIE M KAaCCOBBIC
JTOKYMEHTHIL.

I[IK 1.4 DopmEpoBaTh OyXTaiTepCcKue MPOBOJKH MO YUETY aKTHBOB OpPraHU3alliy Ha
OCHOBE Pab0Yero IiiaHa CYeTOB OYXTaATepPCKOro yyera.

IIK 2.1 dopMupoBaTh OYXTalTEPCKUE MPOBOJKU MO YYETy HCTOYHHUKOB AKTHBOB
OpraHu3alMy Ha OCHOBE paboyero IiiaHa CueToB OYXTalITepcKoro yuera

K 2.2 BBIMOJIHATS ~ MOPYYECHUs] PYKOBOACTBA B  COCTaBE KOMHCCHH  IIO|
WHBEHTapUPAIMK UMYIIIECTBA B MECTAX €r0 XpaHSHU

K 2.3 [TpoBOAUTE MOATOTOBKY K MHBEHTAPH3AIMK U MPOBEPKY JICHCTBUTEIHHOTO
COOTBETCTBHS (haKTHUSCKHX JAHHBIX MHBCHTAPH3AIIUH JIAHHBIM YUETa.

[IK2.4 OTpakaTh B OyXTaaTepCKHX NPOBOAKAX 3a4eT W CIHCAHUE HEI0CTauH
[IEHHOCTEH (peryIMpoBaTh MHBCHTAPU3AI[MOHHBIC PA3HHUIIBI) M0 Pe3yJIbTaTaM
WHBEHTAPU3AIUH.

IIK 2.5 [IpoBoauTh TPOICAYPbl HMHBEHTapU3aluud (UHAHCOBBIX 005A3aTENIbCTB
OpraHM3alyy.

K 2.6 Ocy1iecTBiATs cOOp MHPOPMALUK O NESITEIbHOCTH OOBEKTa BHYTPEHHETO
KOHTPOJIA T10 BBIMTOJIHEHUIO TPEOOBAaHWI MPAaBOBOW W HOPMATHUBHOW 0a3bl U
BHYTPCHHHUX PETJIAMEHTOB.

K 2.7 BBINOIHATH KOHTPOJIBHBIE MPOLEAYPhI U UX JOKYMEHTHPOBAHHUE, TOTOBHTH U
oopMIISTE 3aBepIIAIONIME MaTepHalbl MO pe3yJbTaTaM BHYTPEHHErO|
KOHTPOJISI.

IIK 3.1 DopMHupOBaTH OyXTaITePCKUE MPOBOAKH 110 HAYUCICHUIO U TIEPEUNCICHUIO
HAJIOTOB U COOPOB B OIOPKETHI Pa3UYHbIX YPOBHEH.

IK 3.2 OdopMIIATH TUIATEKHBIE JOKYMEHTBI JIJIsl IEPSYHCIICHHST HAJIOTOB U COOPOB B
OIOJIKET, KOHTPOJIUPOBATH HMX TMPOXOXKJICHHE [0 PacYETHO-KACCOBBIM
0AaHKOBCKHM OMEPAITHSIM.

MK 3.3 DopmupoBaTh OyXraaTepcKre MPOBOAKH MO HAYMCICHUIO W NIEPEUNCIICHHIO

CTPAaXOBbIX BBHOCOB BO BH€6}O)I)KCTHBIC (1)0HI[I>I 1 HAJIOTOBBIC OPraHbI.
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MK 3.4 OdopMIIATh MIaTEKHBIE TOKYMEHTHI Ha MEPEUNCIICHHE CTPaXOBhIX B3HOCOB
BO BHEOIO/KETHbIE (OHABI M HAJIOTOBbIE OpPIaHbl, KOHTPOJIUPOBATH HX
POXOKACHHUE M0 PACYETHO-KACCOBBIM OAHKOBCKHMM OIICPALHSIM.
1K 4.1 OTpakaTh HapacTalollUM HWTOrOM Ha cueTax OyXrajlTepCcKOro yueTa
MMYIIECTBEHHOE U (PMHAHCOBOE TMOJIOKCHHE OPraHu3alUM, ONPEICIISAThH
[pe3yJIbTaThl XO3IMCTBEHHOMN JIEATEIbHOCTH 33 OTUETHBINA NMEPUO/T

11K 4.2 CoctaBisite  ¢GopMbl  Oyxrantepckoi  (puHAHCOBOH) OTYETHOCTH B
YCTaHOBJICHHBIEC 32KOHO/IaTEILCTBOM CPOKH.

K 4.3 CoCTaBIATh OTYETHl W HAJOTOBBIC JAEKIApalyy 10 HajloraM W cOopaMm B
OrOKET, YYUTHIBAs OTMEHEHHBIN euHbIN connanbhblil Hasor (ECH), oTueTsl
[0 CTPaXOBBIM B3HOCAM B TOCYIapCTBEHHBIC BHEOIOPKETHBIC (DOH/IBI, a TAKKE
(hOpPMBI CTaTUCTHYECKON OTYETHOCTH B YCTAHOBIIEHHBIE 3aKOHO/IATEIHCTBOM|

CPOKH.

1K 4.4 [TpoBOANTE KOHTPOJIb M aHaNM3 MH(GOpPMALUU 00 aKTHBaX U (PUHAHCOBOM
[OJI0’KEHUU OPTaHMU3aLNHY, €€ IIATeKECIOCOOHOCTH U JOXOIHOCTH.

1K 4.5 [IprHMMATE y4acTHe B COCTaBICHUU OU3HEC-TUIAHA.

I1IK 4.6 AHaNM3UPOBaTh (PMHAHCOBO-XO3SHCTBEHHYIO IESATEIBHOCTD, OCYIIECTBIIATH

aHanu3 HH(OpMAalM{, TOMYYCHHOM B XOAE NPOBEICHUS KOHTPOJIBHBIX
MpOLIEAYP, BBISIBIEHUE U OIICHKY PHCKOB.

K 4.7 [IpoBOAUTE MOHUTOPUHI  YCTPAaHEHUS] MEHEIKMEHTOM  BBISBICHHBIX
HapyLeHUH, HETOCTATKOB U PUCKOB.

5. PexomeHyeMoe KOJIM4Y€CTBO YaCOB HA OCBOeHMe padoyeii mporpaMMbl y4eOHO# 1M CUMIIJIMHbBI:
MaKCUMaJIbHOW yueOHOM Harpy3ku oOydatomierocs 88 4yacoB, B TOM YHCIIE:

- B (hopMe MPaKTHUECKON MOTOTOBKH — 44 yaca;
- 00s13aTeNnbHON ayIMTOPHOM yueOHOM Harpy3ku o0yyaromerocst 88  dac;
- CaMOCTOSITEIILHOM pabOThl 00yYAIOMIErocs -  4YacoB.

2. CTpyKTypa U coep:kaHue Y4eOHOM T1CUMILITUHBI
2.1. O0beM Yy4eOHOM TUCHUIIIMHBI 1 BUILI VYe0HOM Pad0oThI

Buj yueOHoii padoThl Oobvem yacos
MaxkcumajibHasi ydyeOHast HAarpy3Ka (Bcero) 88
B T.4. B (popMe NpaKTHYEeCKOii MOATOTOBKH 44
Oo0si3aTennbHas ayIMTOPHAsA y4eOHAas Harpy3Ka (Bcero) 88
B TOM YHCJIE:
JICKIIUN 44

.HeKIII/II/I MPAKTUYCCK. ITOATOTOBKU

nabopaTopHbIie paboThI -

MPaKTUYECKHUE 3aHATUS 44

KonTponbHbie paboThI(HE TPETyCMOTPEHBI) -

KypcoBas paboTa (mpoeKT) (eciu npedycmompero) -

CamocrosiTesibHas padoTa o0yuaruierocs (Bcero) -

B TOM 4YHCJIC:

- MOATOTOBKA pedepara

IIpome:xyTouHas arrecTauus B ¢popmMe KOHTPOJILHOI padoThl B 4 cemecTpe, B ¢oopMme 3aueTa B 5
cemecTpe




2.2. TemaTH4YecKHii IJIAH U coJep:KaHUe YUeOHOH THCIMILTHHBI
OI1.04 ITpaBoBO€ U IOKYMEHTAIMOHHOE 00ecreueHUE YIPaBICHUS

HaumeHnoBanue Coaeprxanue yueOHOro Mmareprasa i GopMbl OPraHM3anMH 1esITeIbHOCTH O0bem B yacax YpoBens
Pa3aeioB U TeM o0yyaromuxcs OCBOCHH
1 2 3 4
4 cemecTp
Pa3nes 1. OcHOBBI JOKYMEHTAIIMOHHOIO o0ecnedeHHsl YIpaBJIeHus!
Tema 1. OcHOBHBIE Conep:kanue y4e0HOI0 MaTepuaJia 1
MOHATHS Omnpenenenue noHATHS AenonpousBoacTsa. Llenu u 3amaunm nucuuruiveel. lpeamer u 2
AOKYMEHTAIHOHHOIO 3ajaun  Kypca. Kpatkuii 0030p JjuTepaTypbl M HCTOYHMKOB I10 JaHHOMY KypCy.
od0ecrneyeHus Pexomenpanuu no opraHu3aiuy CaMOCTOSITEIBHON U BHEAYAUTOPHOM pabOTHI CTYJIEHTOB.
yIpaBJICHHS. [lonssTie O KOppecHOHIEHUMM U  JejonpousBoiacTBe. Jlormdeckas cTpyKTypa
JUCLUILIMHBL, €€ MECTO B CUCTEME IOJITOTOBKU CHEHAINCTA, MEXIPEIMETHBIE CBS3H.
JlaGoparopHble pabOThI (HE NPEAYCMOTPEHBI)
[IpakTuueckue 3aHATHA
3ammTa pedepaToB Ha MpeIIOKEHHBIE TeMbl: «lcTopudeckne Tamnbl AeT0NpPOU3BOACTBA 2
B Poccum», «JlenompousBoacTBo:  Buepa M cerofHs», «OOmepoccuiickue
knaccudukaropel: OKI1O, OKY I, OI'PHy.
KoHTposbHble paboThl(HE TPeAyCMOTPEHBI)
CamocrosiTenbHasi padoTa(He PeyCMOTPEHbI)
Tema 2. Uctopuyeckue | Conep:kanne y4eO0HOro MaTepuajia 2,3
ITANbI (He Mpe1yCMOTPEHBHI)
AeJIONPOU3BO/JACTBA B JlaGoparopHble paboThI (HE MPEIYCMOTPEHBI)
Poccun. [TpakTuyeckue 3aHATHs ( HE IPETyCMOTPEHBbI)
KoHTpoibHble paboThl (HE IPEyCMOTPEHDI)
CamocrosTenbHas padoTa (He MpeyCMOTPEHbI)
Pa3nes 2. Opranusanusi J0KyMeHT0000pOTA HA MPeNPUSITUH
Tema 3. O6mue Hopmbl | Conep:kanne y4eOHOr0 MaTepHaJia 2,3
U NpaBUJIa JloKyMeHTanbHble HCTOYHUKH. Buasl nokymMeHTOB. OCHOBHblE (DyHKLIHOHAJIbHBIE 2
opopMmiIeHUs CHUCTEMBI JOKYMEHTALUU B Poccuiickoit denepauuu. NudbopmannonHo-

JOKYMeHTOB. biianku

JIOKYMEHTAllMOHHOe obecrieueHne paboThl amnmapata ymnpasiieHus. OCHOBHBIE BH/IbI

JOKYMEHTHOW  jesTesnibHOCTH. MHbopmauus B ynpaBlIeHYECKOM  JeATeIbHOCTH.
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JOKYMEHTOB M
TpeOOBaAHMS K HUM.

VYnpasienune aokymeHranuend. Opranu3anuss MHPOPMALMOHHO-TIOMCKOBBIX CHCTEM IIO
JOKYMEHTaM yupexzaeHus. TpeOoBaHuss k OnaHkam aokymMeHTOB. OdopmieHue
ynpaBJIeHYeCKOH ToKkyMeHTauuu. TpedoBanusi K 0OpMIICHUIO JOKYMEHTOB.

JlaGopaTopHble paboThI (HE TPETYCMOTPEHBI)

[IpakTrueckue 3aHATHS

OcHOBHbIE PEKBU3UTHI JOKYMEHTA, UX KIacCHU(pUKaIus, mpaBuia ohopmieHUS B
coorBercTBUH ¢ 'OCT. @opmyssip u OaHk qokyMeHTa. [IpooabpHbIH 1 yriIoBOi OJ1aHKU
nokymeHToB. CocTtaBieHue rpaduueckoro n3obpaxenus Gopmyisapa — odpasna popmara
A4. CoctaBieHre OCHOBHBIX BUIOB OJJAHKOB JOKYMEHTOB.

KoHTtposbHBIC paboThI (HE MPEAYCMOTPEHBI)

CamocrosiTenbHas padoTta o0yyarouuxcs (He npeaycMoTpeHa)

Tema 4. TOCT P 7.0. | Conep:xaHue y4eOHOro MaTepHaJia 2,3
97-2016. PexBu3utbl U | TOCT P 7.0.97-2016. OcHOBHBIE PEKBH3HMTHI JOKYMEHTA, UX KJIaCCH(pUKAIHs, TpaBuiia
HX NpeJIHa3HAYeHHe. opopmnenuss B coorBerctBuM ¢ ['OCT. ®Dopmynsip u OmaHk mokymenta. [loHstue
«IOpUAMYECKass CHUJIa», PEKBU3UTHI, MPUJAIOIINE JIOKYMEHTY IOPUIMYECKYIO CHUITY.
OcoOEHHOCTH COCTABIICHHSI PEKBU3UTOB KIIOAIUCHY U KII€YATHY.
JlaGopaTopHble paboThI (HE TPETYCMOTPEHBI)
[IpakTrueckue 3aHATHS
Nzyuenne poxkymenta ['OCT P 7.0.97-2016. 3HakoMCTBO C MOHSTHEM «PEKBHU3HUT
JIOKYMEHTa», C TIepeuHeM peKBU3UTOB, mnpexycMmorperHbix ['OCT P 7.0.97-2016,
oTpaboTka O(OpMIIEHHS OTAENbHBIX PEKBU3UTOB AoKyMeHTa. [lopsnok odopmieHus
IOPUINYECKH BaYKHBIX PEKBH3HTOB.
KoHTposbHble paboThl(HE NIPEayCMOTPEHBI)
CamocrositenpHast paboTta oOyJaronuxcs (He MpeycMOTpPEHa)
Pa3nea 3. CucreMa JOKYMEHTALMH AeJT10NIPON3BOICTBA
Tema 5. Cojaeprxanue yueOHOro MaTepuaJia 2,3
Opranun3anuoHHbIe YCOPJl — yHudpuuupoBaHHas CHUCTEMAa OpPraHU3aLMOHHO — PaCHOPSIUTENBHOM
MOKYMeHTBI. Bujbl, JOKYMEHTAIIUH: COCTaB, 00JacTu ee nmpuMeHeHus. OpraHu3allMOHHBIE JOKYMEHTBI, MX
Ha3HaYeHHWe, IpaBMWJIa | Ha3HaueHue, Qopmymspel — oOpasusl. Ilponeaypa cocraBieHuss U ohopMIICHHS

oopMmiIeHuU.

OpPraHU3alMOHHBIX JOKYMEHTOB. O0JIaCTh MPUMEHEHHsI OPraHU3allMOHHBIX JTOKYMEHTOB.
VYcraB, ydpeaMTENbHBIA JIOTOBOp, IIOJOKEHHE, NPAaBWJIA BHYTPEHHETO TPYIAOBOIO
pacnopsiika.




JIaGopatopHbie padoThI (He MPeyCMOTPEHBI)

[IpakTuueckue 3aHATHA

OdopmiieHre OpraHu3alMOHHOTO JOKYMEHTA «/l0KHOCTHAS HHCTPYKLIUS.
Odopmiienne u 3anoJHeHUE YHUPUIMPOBAHHONW (POPMBI OPraHU3ALMOHHOIO JOKYMEHTA
«IITaTHOE pacnucaHue.

KoHTposibHBIC pabOTHI(HE TPETYCMOTPEHBI)

CamocrosiTenbHast paboTta o0yyaronmxcs (He MpeycCMOTpeHa)

Tema 6.
PacnopsiguresnbHbIe
JOKyMeHThbl. Buabl,
Ha3HaYeHHue, NpaBuJia
odopmuiteHus.

Conep:kanue y4e0HOI0 MaTepuaJia

PacniopsinuTensHbple JOKYMEHTHI, UX Ha3zHaueHHe, GopMyisipel — obOpasmpl. [Ipouemypa
cocTaBJIeHUs] U O(OPMIIEHUS PACHOPSAUTENBHBIX JOKYMEHTOB. OO0nacTh NpUMEHEHUs
pacnopsAMTENbHBIX JOKYMEHTOB. lIpuKka3el, pacnopsikeHusl, yKa3aHHsl, [IOCTaHOBJICHUS,
pelleH s], HHCTPYKIIMH.

JlaGopaTopHble paboThI (HE TPETYCMOTPEHBI)

[IpakTrueckue 3aHATHS
OdopmiieHre pacnopsiAUTENBHBIX JOKYMEHTOB: IIPHUKa3, pPAcHoOpsKEHUE, YKa3aHMUE,
ITIOCTAHOBJICHUE, PELICHUE, UHCTPYKIIMH.

KoHTposibHBIC pabOTHI(HE MPETYCMOTPEHBI)

CamocrosiTenbHas padoTta o0yyaroumxcs (He npeaycMoTpeHa)

Tema 7.
HNupopmannoHHo-
CIIpaBOYHbIC
AOKyMeHThI. Buabl,
Ha3Ha4YeHue, MPaBuJIa
oopMiieHuUs.

Coaep:xanue y4eOHOro MaTepuaJia

NupopmannoHHO-CIIpaBOYHBIE JIOKYMEHTBI: WX Ha3HaueHUe, (HOpMYIISIphI-00pasIlbl.
[Ipouenypa cocraBieHuss U opopMiIeHHUS HHPOPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB.
OO6macTh MprUMEeHEeHUS HH(POPMAIIMOHHO-CITPABOYHBIX JJOKYMEHTOB. [IpoTOKO, TOKIIaTHAS
(cmy>xebHast) 3anucKa, 00BICHUTENbHAS 3aMKiCKa, aKT, CIIpaBKa, CIy>KeOHbIe MUChMa, Bake,
TenerpaMma, TeaehoHorpaMmma.

JIaGopatopHble paboThI (He MPeyCMOTPEHbI)

[IpakTudeckue 3aHATHS

Bunel u HazHaueHHE CIPaBOYHO-WUH(OpPMAIMOHHBIE JTIOKYMEHTOB. TpebGoBanus,
MpenbsIBIseMble K TEKCTy U OPOPMIICHHUIO CIIPAaBOYHO-UH(DOPMAIIMOHHBIE JOKYMEHTOB.
[IpaBuiia opopmiieHHs pa3IMYHbIX BUIOB CIIPAaBOUYHO-UH(POPMAIIMOHHBIE JOKYMEHTOB.
Odopmrnenne u 3amolHeHUE YHUPUIUPOBAHHBIX (OopM HHGOPMAITMOHHO-CIPABOYHBIX
JIOKYMEHTOB: IIPOTOKOJI, TOKJIaHas (CITy>keOHas ) 3aMrcKa, 00ObsICHUTEIbHAS 3aITUCKa, aKT,
CIpaBKa, CIyKeOHOE MIChMO.




KoHTponpHbIe paboTHI(HE MTPETyCMOTPEHBI)

CamocrosiTenpHas pabora oOyJaronuxcs (He MpeaycMOTPEHa)

Tema 8. lokymenTtsl o | Conep:kanue y4e0HOro Marepuajia 2,3
TPYAOBBIM [laker JOKYMEHTOB 1O JHYHOMY cocTaBy. OcoOeHHOcTH pPadOTBl C KaApOBBIMU
OTHOLLICHHUAM. JOKymMeHTaMu.  JIOKyMEHTHpOBAaHME  TPYNOBBIX  OTHoumleHuH.  Mcnonb3oBaHue
Kuaaceupukanus, YHUGUIUPOBAHHBIX (HOPM JOKYMEHTOB I10 JINYHOMY cOCTaBy. TpyJ0BOi JOTOBOP.
npasuiia opopmiaenust | JlaboparopHsie paboThl (HE IPETyCMOTPEHBI)
AOKYMEHTOB 110 [IpakTrueckue 3aHATUS
JIMYHOMY COCTaBY. HemoBast curyamus: Odopmiienne ©Ha pabory. OdopmieHne U 3alOTHEHHUE
YHUGPHUIIMPOBAHHBIX ()OPM TIOKYMEHTOB I10 TPYIOBBIM OTHOIICHHSIM: TPYIOBOM JOTOBOP.
CamocrosiTenpHas pabora oOydaronuxcs (He MpeycMOTPEHa)
Tema 9. Coaep:xaHue y4eOHOro MaTepuaJia 2,3
YuuduuupoBanubie ABrobuorpadus. Pestome. 3asBienus o mpueme Ha paboTy. [Ipukassl 1Mo JHYHOMY
(hopMBbI JOKYMEHTOB 110 | COCTaBy: IPHUEM, YBOJIbHEHHE, IIEPEBO] HA APYTYIO JTOIHKHOCTD, OTIYCK.
JIMYHOMY COCTaBY. JlaGopaTopHble paboThI (HE TPETYCMOTPEHBI)
N3panne npukasoB mo | [pakTuyeckue 3aHATHUsI
JINTHOMY COCTaBY. ABrobuorpadus. Pestome. 3asBienus o mpueme Ha paboTy. [Ipukassl 1Mo JUYHOMY
COCTaBY: MPUEM, YBOJIbHEHHE, IEPEBO HA APYTYIO JOHKHOCTh, OTIYCK.
CamocrosTenbHas paboTta 00yJaroumxcs (He npeaycMoTpeHa)
Tema 10. Coaep:xaHue y4eOHOro MaTepuaJia 2,3
®opMupoBaHue KommnexroBanue nuunoro nena. Cogepxanue Tu4Horo aena. Onuch JOKyMeHTOB. JIucT-
Be/JleHHe JTMYHBIX /e 3aBEPUTEIIb JIMYHOTO Jiena. CpOKH XpaHEHHUs JIMUHBIX JIe]l. 3alIUTa NEPCOHATBHBIX JaHHBIX
Pa0OTHHKOB. paboTHUKA.
JIaGopatopHble paboThI (He MPeyCMOTPEHbI)
[IpakTrueckue 3aHATHS
KommexkroBanue nuuHoro nena. Conepxanue JM4HOro aena. Onuch JOKyMEHTOB. JIuct-
3aBepuUTeNb JUYHOTO Aena. Cpoky XpaHEeHUs JINYHBIX JIe.
CamocrosTenbHas paboTta 00ydaronuxcs (He npeaycMOoTpeHa)
Tema 11. Tpynosasi Coaep:xaHue y4eOHOro MaTepuaJia 2

KHHIKKA. Benenne
TPYAOBBIX KHHIKEK.
OcCHOBHBIE 3aIIUCH B

OO111e moJoXKEeHHUs O TPYAOBBIX KHIDKKaX pabOoTHMKOB. HopMaTHBHbIE MTPABOBBIE aKThI.
[IpoBepka MOUIMHHOCTH TPYAOBBIX KHMXKEK. THUTYNBHBIA JINCT TPYAOBOM KHWXKKH M
npaBuja ero 3amnosiHeHus. BHeceHue 3amucu o paboTe B TPYAOBYIO KHIKKY. BHeceHue
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TPYA0BOH KHHKKE
padoTHHUKA.

3aIlMCH O CPEBOAC HA MCIKAY CTPYKTYPHBIMU MMOAPA3ACICHUAMHA OpraHu3aluu. Brecenue
3allUCM O HarpaXAeHUsAX paboTHUKA. BHeceHue 3amucu O MOBBIIIEHUU YPOBHS
oOpa3zoBanus paboTHHKa. BHecenue 3amucu 00 yBonpHeHMH paOoTHHKA. OmMOOYHBIE
3aIllMCH B TPYJOBOI KHM)KKE M IIpaBUia UX HcipasieHus. CMeHa GpaMuiany pabOTHUKA U
BHeceHHne 3amucu o0 3ToMm. llpaBuma odopmiieHuss ayOnuKaTa TPYIOBBIX KHIDKEK.
XpaHeHHe TPYAOBBIX KHHKEK B OPraHU3aLHH.

JIaGoparopHbie padoThI (He MPeyCMOTPEHBI)

[IpakTuyeckue 3aHATHA

THUTYJIBHBINA JIMCT TPYNOBOM KHMKKM M IIPaBWJIa €ro 3alojIHeHHs. BHeceHue 3amnmcu o
paboTe B TpyJIOBYIO KHMXKKY. BHeceHue 3amucu o mepeBojie Ha MEXIy CTPYKTYPHBIMU
MO/Ipa3JCJICHUsAMU OpraHu3anuy. BHeceHuwe 3amucu O HarpaxaeHusx pabdOTHUKA.
BHecenue 3anucu 0 MOBBIIEHUHN YPOBHs 00pazoBaHus paboTHHKA. BHecenue 3amucu o6
YBOJbHEHHH paboTHUKA. OmuOOYHBIE 3alMCH B TPYAOBOW KHIDKKE M TpaBHJa HX
ucnpanieHus. CMeHa ¢pamMuiing pabOTHUKA U BHECEHHUE 3alIUCH 00 3TOM.

KonTtposnbHble paboThI(HE TPEAYCMOTPEHBI)

CamocrosTenpHas padbora oOydaronuxcs (He MpeycMOTPEHa)

S cemecTp

Pa3znen 4. /loroBopHO — npaBoBasi JOKyMeHTAIUS

Tema 12. JlokyMeHTBI
110 CHAOKEHHIO U
cOBITY.

Coaep:xxanue yueOHOro MaTepuaJia

1.ITonsiTue noroBopa (KOHTpakTa), cornameHnus. Tunosas ¢popma koHTpakTa. OCHOBHBIE
pasznenbl  KOHTpakTa. JloroBop O TOJHOM  MHAMBUAYAJIbHONM  MaTepHAIbHOU
oTBeTcTBEHHOCTH. CojiepKaHKe U CTPYKTypa JOroBOpa KYILIN — MPOJaku TOBApOB.

2.Ilpumepnas ¢opma pgoroBopa MocTaBKU. [IpoTOKoOIBI pa3HOINIacuil K J0roBOpam
nocraBku. Kommepueckue akthl. bianku kommepueckux akToB. OcdopmieHHEe akTOB
MPUEMKHU TMPOAYKUMHU (TOBapOB) MO KOJUYECTBY M KauecTBY. OdopMmieHHe aKkTOB IO
OKa3aHMIO BO3ME3/HBIX yciyr. OOpa3ibl akToB. JlIOBEpEHHOCTH: pa3oBble, CelUabHbIE,
reHepasbHbie. OOpa3Ibl TOBEPEHHOCTEH.

JIaGopatopHble paboThI (He MPeyCMOTPEHbI)

[IpakTrueckue 3aHATHS
1.0¢opmieHne akTOB NPHUEMKH MPOAYKUUH (TOBApOB) MO KOJMWYECTBY U KadyecCTBY.
OdopmieHre akTOB [0 OKa3aHUIO BO3ME3IHBIX YCIIYT.

2,3
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2.00pa3iel akToB. JlOBEpEHHOCTH: DPa30BBIC, CHENHANbHBIC, TeHepaibHble. OOpa3Isl
JIOBEPEHHOCTEH.

KoHTponbpHbIe paboTHI(HE MTPETyCMOTPEHBI)

CamocrosiTenpHas pabora oOyJaronuxcs (He MpeaycMOTPEHa)

Tema 13. ®DuHancoBas
JOKYMEHTAIHSA.

Conep:xanue y4eOHOro MaTepuaJia

1.Posip Oyxrantepuu B pelieHUMM (UHAHCOBBIX CTPATETMUECKUX 3a7ay IMpeIIpUsTUS
(¢upmbl). OOmIas XapaKTepUCTUKA TOKYMEHTOB IO (PHHAHCOBO-PACUETHBIM OTEPAIIHSIM.
2.Knaccudukanus y4eTHbIX JOKYMEHTOB. OCHOBHBIE BU/IbI JOKYMEHTOB 110 (hHHAHCOBO-
pacdyeTHbIM omnepainusM. J[eHEeKHbI 4YeK, pacyeTHBhIM YeK, YEKOBble KHIKKH. Cuer-
¢aktypa. AKT peBusuu. [Inarexnoe nopyuenue. JInepoii cuer.

JlaGoparopHble pabOThI (HE NPEAYCMOTPEHBI)

[IpakTrueckue 3aHATUS

1.OcHOBHBIE BU/IbI IOKYMEHTOB 110 (PMHAHCOBO-PACUYETHBIM OIEpalusaM. J|eHeKHBIN yek,
pacueTHbIN YekK, yeKoBble KHIDKKH. CueT-pakrypa. AKT peBusuu. [lnarexxHoe nopyuenue.
JIuieBoi cuer.

2.0¢dopmiieHne JOKYMEHTa «IOTOBOP KYIUIH-TIPOJAKI», «CUET - (PaKTypa»; «IUIATeKHOE
IOPYYEHUE.

KonTtposnbHble paboThI(HE TPEAYCMOTPEHBI)

CamocrosTenbHas paboTta 00ydaroumxcs (He npeaycMoTpeHa)

Paznen 5. TexHoJiorust u

IMPUHIMITI OPraHu3aluu )]OK)’MCHTOOﬁOpOTﬂ

Tema 14. Texnojiorust
W MPUHITAT
OpraHM3anuu
JOKYMEHT0000pOoTa HA
npeanpusTHH.

Coaep:xanue y4eOHOro MaTepuaJia

1.Opranu3anust JTOKyMEHTOOOOpoTa: TIpueMm, o00pabdoTka, perucrpanus, KOHTPOJIb,
XpaHeHHe JT0KyMEHTOB, HOMEHKJIAaTypa JIe.

2. TpeboBanus k 3arosjoBkam jaen. @opmupoBanue aen. CucrtemMaTusaius TOKYMEHTOB
BHYTpH Jiena. Odopmienue aen. TUIOBbIE CPOKU XpaHEHHs! IOKYMEHTOB.

JlaGoparopHble pabOThI (HE MPEAYCMOTPEHBI)

[IpakTrueckue 3aHATHS

1.ITopsimox 0OpabOTKM BXOISIINX, HCXOAAIIUX U BHYTPEHHUX JOKYMEHTOB. TpeboBaHus
K 3aroJIOBKaM JieJl.

2.®opmupoanue aen. CucremaTu3aius JOKYMEHTOB BHYTpH Jena. OdbopMieHne Je.

KoHTposibHble paboThI(HE MPEyCMOTPEHBI)

CamocrosTenbHas paboTa 00yJaroumxcs (He IpeaycMOTpeHa)
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Tema 15. TexnoJsiorus
aBTOMATH3UPOBAHHOM
00padoTKu
JAOKYMEHTAIUH.

Conep:xanue y4eOHOro MaTepuaJia

1.006mas XapaKTepUCTHKA OpraHU3aIlMOHHBIX TEXHUYECKUX CPEICTB.
ABTOMAaTU3MPOBAaHHBIE CHCTEMBI JeNoNnpou3BoAcTBa. O030p COBPEMEHHBIX CpEICTB
OPITEXHUKU JJIs Nepelauu U nepepaboTku nHGOopMaIuu.

2.IlpaBuna U MOPSIOK TUPAKUPOBAHUS JOKYMEHTOB. DJEKTpoHHas mnouta. Cuctema
ONTUYECKOT0 pacno3HaBaHus TeKCTOB. Mcnoab30BaHuE CIPaBOUYHO-TIPABOBBIX CUCTEM.

JlaboparopHblie paboThI (HE MPETYCMOTPEHBI)

[IpakTryeckue 3aHATUS

1.Pa3bop nmemoBoii curyarmuu «Opranm3anus paboOThl ¢ JTOKYMEHTaMH»; IIOUCK
JOKYMEHTOB B CIIPABOYHO-IIPABOBOI CHCTEME.

2.Co3aHue U OTIIpaBKa COOOLIEHUH M0 JIEKTPOHHOM MOYTE.

KoHTposibHBIC pabOTHI(HE MPEIYCMOTPEHBI)

CamocrosiTenbHas padoTta o0yyaroumxcs (He npeaycMoTpeHa)

Pa3nea 6. IlpaBuiia nepeaayu JOKYMEHTOB B APXUB U OPraHu3alys apXuBHOI0 XpaHeHus!

Tema 16. Coaep:xanue yueOHOro MaTepuaJia 2
HomenxkJarypa ned. 1.HomeHnkmnatypa aei: MoHsATHE, CYIIHOCTh U (DYHKIIUH.
Buabl, Ha3HAYeHUe, 2.Bunpl HOMEHKIATyp Jiesl: THIIOBas, HpUMepHas, HHAuBUIyanbHas. ConepxaHue
MOPSIAOK COCTABJICHUS. | HOMEHKJIATYPHI JIEIL.
JIaGopatopHble paboThI (He MPeyCMOTPEHbI)
[IpakTrueckue 3aHATHS
1.CocTaBneHre HOMEHKJIATYphI Jedl.
2.Bunel HOMEHKJIATYp [IeN: THIIOBas, NpHUMEpHas, WHAUBHIyainbHas. ConepxaHue
HOMEHKJIATYpHI JIell.
KoHTposbHble paboThI(HE IPEyCMOTPEHDI)
CamocrosTenbHas paboTta 00ydaroumxcs (He npeaycMoTpeHa)
Tema 17. IloaroroBka | Coxep:kanue y4eO0HOro MaTepuajia 2,3

AOKYMEHTOB K
nepegave Ha apxXuBHOE
xpaHnenue. Cpoku
XpaHeHHUs1 JOKYMEHTOB
npeanpusaTHs.

1.01eHKa 3HAYUMOCTH IOKYMEHTOB U CPOKHU MX XpaHEHUsI. BUibl apXUBHBIX TOKYMEHTOB.
ITonroroBka nen ais caauu B apxuB. O0ecrieueHre COXpaHHOCTH JIOKYMEHTOB.

2.0CHOBBI 3aKOHOJAATENILCTBA IO APXMBHOMY Jelly. XPAaHEHUE U Y4YeT apXHMBHBIX
JOKYMeHTOB. KoMIIJIEKTOBaHHE apXMBOB apXUBHBIMHU IOKyMEHTaMH. J[OCTYI K apXMBHBIM
JIOKYMEHTaM M UX MCIOJIb30BAHUE.

JIaGopatopHble paboThI (He MpeyCMOTPEHbI)
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[IpakTrueckue 3aHATUS

3amuTa pedepaToB Ha IPEIOKEHHBIC TEMBbI: 4
«CnpaBoYHO-TIPaBOBEIE cucTeMbl Poccumy, «DopMHUpOBaHHE U XpaHEHUE JIEI,
«ApXUBY.
KonTtposnbHble paboThI(HE IPeAyCMOTPEHBI)
CamocrosiTenpHas pabora oOydaronuxcs (He MpeaycMOTPEHa)
Hroro 88
CamocrosiTejibHas padoTa 0
IIpomexyTouHas aTTecTanus B popme 3auera
Bceero: 88

[ XapakTepUCTUKH YPOBHS OCBOECHUS yU€OHOr0 MaTepHaja UCIIOJIB3YIOTCA CIIEAYIOIne 0003HAUCHHUS:

1. — O3HAKOMUTENBHEIN (y3HaBaHUE paHee N3yUeHHBIX OOBEKTOB, CBOIMCTB);
2. — PENPOIYKTUBHBIHN (BBIMOTHEHUE JIEITETLHOCTH IO 00pasily, HHCTPYKINHU HIIH MOJ] PYKOBOJCTBOM);
3. — MPOJYKTUBHBIH (INIAHUPOBAHKME U CAMOCTOSITENILHOE BHITIOIHEHHE ACATENILHOCTH, pElIeHUe MPOOIeMHBIX 3a/1a4)
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3. YciaoBus peajm3aiuu NporpaMmbl y4eOHOH TUCUUIITIMHBI

3.1. TpeOoBaHMsA K MUHUMAJIBHOMY MaTE€PHAJbHO-TEXHHYECKOMY 00ecneYeHHI0

KabuHer 5SKOHOMUKM M MEHE)KMEHTa, HKOHOMMKHM OpraHU3allMH, OIEPATUBHOIO
yIpaBJICHUS IEATEILHOCTHIO CTPYKTYPHBIX nofpazaencHuii (7B kopmyc kab.14)

» IlapTsl, cTyJbs, 1OCKA, HAIJIIHbIE TOCOOUS

3.2.UndopmanuonHoe odecriedeHne 00yueHusl.

IlepeyeHb yueOHBIX M3IaHUI, HHTEPHET-PECYPCOB, T0NMOJHUTEIbHOM JTUTEPATYPbI.

OCHOBHbBIE HCTOYHUKH:

1. Cumonsa P.Sl. JlokyMeHTaIlMOHHOE 00OECTICUCHHE CHCTEMbl YIPABIICHUsI OpTaHU3aIiei
[DnexTpoHHBIH pecype] : yuebnoe mocodue / P.SI. CuMOHSH. — DIEKTPOH. TEKCTOBBIC JIaHHEIC.
— Caparos: A# [Iu Dp Meama, 2018. — 180 ¢. — 978-5-4486-0167-5. — Pexum nmocrymna:
http://www.iprbookshop.ru/72458.html.

2. KysuenoBa, 1. B. [lokymeHTanmoHHOE oOecnedeHue ympapieHUs [DIeKTPOHHBIN
pecypc] : yuebnoe mocobue mis CIIO / U. B. Ky3nenosa, I'. A. XauatpsiH. — 2-¢ U310, —
DneKTpoH. TeKcToBbIe AaHHble. — Capartos : [IpodobdpazoBanue, Ait [Tu Op Meaua, 2019. — 166
C. — 978-5-4486-0404-1, 978-5-4488-0216-4. — Pexum JOCTyTA:
http://www.iprbookshop.ru/80326.html

3.0pranm3anuss M TEXHOJIOTHSl JIOKYMEHTAIIMOHHOTO OOECIedeHUs] YIpaBJICHUS
3eKTpOHHOE yuebHoe nocodue / MunuctepcTBo oOpa3zoBanus u Hayku Poccuiickoii denepannu,
@®enepalibHOE  TI'OCYAApCTBEHHOE OMOJKETHOE 00pa30BaTENbHOE  YUPEXKIECHHUE  BBICIIETO
oOpazoBanusi  «KemepoBckuii TrocydapCTBEHHBIM  yHUBEpcUTET», WHCTUTYT HCTOpUH,
roCyJJapCTBEHHOT'O YIIPABJICHUS U MEKTyHaPOIHBIX OTHOLIEHUH U JIp. - KemepoBo : KemepoBckuii
rocyaapcTBeHHbIN yHUBepcuret, 2017. - 478 c. - bubnuorp. B ku bubnuorp.: c. . - ISBN 978-5-
8353-2149-0 ; To xKe [DnexTpOoHHBIIH pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=481592 (12.04.2018).

JIOMOTHUTEIbHbIe MCTOYHHKH:

1.TpynoBoi#i konmekc Poccuiickoit @enepanuu [INeKTpOHHBIA pecypc] / . — DIEKTpoH.
TEKCTOBBIE JaHHBIE. — : DJIEeKTpOHHO-0nOnmoTeunas cuctema [IPRbooks, 2019. — 226 ¢. — 2227-
8397. — Pexum nocryma: http://www.iprbookshop.ru/1251.html.

4. Koncturynus Poccuiickoit @eneparuu [Tekct] : opunmansHoe uzganue. - Poctos H//] :
®enukc, 2020.

HNHTEepHeT HCTOYHUKH:

1. http:// www.consultant.ru (Cucrema «KoHCyIbTaHT +»).

2. CnpaBouHas cuctema «l apanT».

3. www.biblioclub.ru (JIemompoun3sBoacTBoO: cocraBieHHe, pelakTHPOBaHHE U 00paboTKa
JTIOKYMEHTOB).

4. http:// www.klerk.ru (Bcé o OyxranrepckoM y4ére, MCHEPKMEHTE, HAJIOTOBOM TIpaBe,
6ankax, 1C 1 mporpamMmax aBTOMaTU3alUU OyXTraaTepcKoro yuéra).

4. KOHTPOJIb U OlleHKA Pe3y/JbTATOB OCBOEHUs y4eOHOI TUCIMIIJIMHBI
KoHTponb ¥ oueHka pe3ylbTaTOB OCBOEHUS yUE€OHOW TUCIUIUIMHBI OCYIIECTBIISIETCS
IIpernoaaBaTesieM B IPOLECCE TPOBEIECHUS IPAKTUUECKUX 3aHATHUI.

PesyabTaThl 00yyeHus @DopMbI U METOAbI KOHTPOJIA H
(oCBOCHHBbIE YMEHHS, YCBOCHHBIC 3HAHMS) OLICHKH
B pesynbrate ocBoeHHMs Y4yeOHOW AMCIUIIIUHBI
00y4aroImuiics 10JKEH yMeThb: [IpakTrueckue 3aHATHS

— 0ohopMIIATh JOKYMEHTAIMIO B COOTBETCTBMM ¢ | KOoHTpoimbHas paboTa
HOpMATHBHOM  0a30i,, B TOM  4YHCIE C
UCIOJIb30BaHUEM HH(OPMAIIMOHHBIX TEXHOJIOTHIA;
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— OCBaMBaTh TEXHOJOTMU ABTOMATU3UPOBAHHOU
00pabOoTKH JOKYMEHTAINH;

— WCHOJB30BaTh  YHU(PHUUIUPOBAaHHBIE  (OPMBI
JIOKYMEHTOB;

— OCYIIECTBJIATh XpaHEHUE U TOUCK JJOKYMEHTOB;

— HCHOJb30BATh TEJIEKOMMYHHUKAI[IOHHbIE
TEXHOJIOTUH B 3JIEKTPOHHOM JIOKyMEHTO000POTE;

- HCIOJIb30BaTh HEOOXOAMMbIE HOPMATHUBHBIE
JIOKYMEHTHI,

- 3alMUiaTh CBOM IIpaBa B COOTBETCTBUU
TPaXIAHCKUM, TPa)XIaHCKO-TIPOIECCYaTbHBIM
TPYAOBBIM 3aKOHOJATEIbCTBOM,;

- QHATM3UPOBaTh M OIICHWBATh PE3YJILTAThI
MOCJICNICTBHSL  JeATEIbHOCTH  (Oe31eiCTBUS)
IIPaBOBOM TOYKH 3PECHMUS.

= o

o =

JTVICIUATUTMHBIL 00yYaIONIMIACS T0JDKCH 3HATh:

— TOHATHE, IeNW, 33Ja4d ©W  TPUHIUIBI
JEJIONPOU3BO/ICTBA;

— OCHOBHBIE MOHSITUS JIOKYMEHTallMOHHOTO
oOecrieueHus ynpaBlIeHUs;

— CHCTEMBbI JIOKYMEHTAIIMOHHOTO oOecrne4yeHus
yIpaBJICHUS;

— KJIaccu(UKAIHIO IOKYMEHTOB;

— TpeOOBaHUS K COCTaBICHHIO H O(OPMIICHUIO
JIOKYMEHTOB;

— OpraHM3aluio  JIOKyMEHTO0OOpoTa:  INpHeM,
00paboTKy, pErucTpainuilo, KOHTPOJIb, XpaHECHHE
JIOKYMEHTOB, HOMEHKJIATypy Ael;

- OCHOBHBIC TOJIOKECHHUST KOHCTHTYIMH
Poccuiickoit denepanuu;

- npaBa W CBOOOJIBI YENIOBEKA M Tpa)KIaHUHA,
MEXaHHU3MbI UX peallu3alliy;

- OCHOBBI  TIPAaBOBOTO  PETYJIUPOBAHHS
KOMMEPUYECKUX OTHOIICHUH B chepe
MpoeCCHOHAIBHON JEATENHHOCTH;

- 3aKOHOJATeNIbHbIE aKThl U JPYrMe€ HOPMATHBHBIE
JOKYMEHTBI, PETYJIHPYIOIIUe MPABOOTHOIICHHUS B
npoiiecce npodeccCHoHANIbHOM JesITebHOCTH;

- OpraHM3al[MIOHHO-TIPABOBBIE  (POPMBI
IOPUAMYECKUX JIUIT;

- IIPaBOBOE  MOJOXEHHE CyOBEeKTOB
peIPUHIMATEIBCKON IeATEeTHbHOCTH;

- mpaBa ¥ 00S3aHHOCTH PaOOTHUKOB B cepe
npodecCHOHAIBHOMN 1S TeTbHOCTH;

- TIOPSIOK 3aKJIIOUEHHs] TPYAOBOTO JIOTOBOPA U
OCHOBaHUS IS €r0 MPEKpaIeHHUS;

- TIpaBWJIA OIUIATHI TPY/Ia;

- pPOJb TOCYIAapCTBEHHOTO PETryJIMpPOBAHUS B
o0ecreueHny 3aHATOCTH HAaCeJICHHUS,

- TPaBO COLMATBLHOM 3alUTHI TPAXK/IaH;
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- TOHATHE JHUCUUIUIMHAPHOW M MAaTepHAIbHOMN
OTBETCTBEHHOCTH PabOTHUKA;

- BHUJbl AJMUHHCTPATUBHBIX IPABOHAPYLIEHUN H
aIMUHUCTPATUBHOM OTBETCTBEHHOCTH;

- HOPMBI 3aIIUTHl HAPYIIEHHBIX TIPaB M CYJICOHBII
MOPSIOK pa3pelieHus CIIOPOB.
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