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PaGouas mporpamma yueOHoM auctumuiiabl pazpadoTtana OI1.04 «IIpaBoBoe U JOKYMEHTAIIMOHHOE
oOecriedeHrEe YNpPaBICHUS» Ha OCHOBAHUHM (heepasibHOTO TOCYJApCTBEHHOTO 00pa30oBaTEIbHOTO
CTaHJIapTa CpeIHEro MpodecCHOHATBLHOTO 00pa30BaHus MO CleUANBHOCTH ciennanbHoctn  38.02.01
«OKOHOMHUKA U OyXTrajaTepcKuil yueT» (110 0TpacisiM), yTBEPKIEHHOr0 IprukazoM MuHoOpHayku Poccun
ot 19.12.2016r. Ne 1547, npumepHONl OCHOBHOI 00Opa3oBaTesIbHON MPOTrpaMMBbl MO CHELHUAIBHOCTH
38.02.019koHOoMHKa W OyxXrajaTepckuid yder» (MO OTpacisM) C Yy4eToM HaIpaBICHHOCTH Ha
YIOBJIETBOPEHHUE MOTPEOHOCTEN PETMOHAILHOTO PhIHKA TPYy/la U paboToAaTesnei.

Pabouas nporpamma y4eOHOM IUCHUIUIMHEI pa3paboTaHa:

1. [Mouckas H.I'., npenonaBarens koiiemxa [Isturopckoro uncruryra (dpunnan) CKOY

(baMI/IJ'II/Iﬂ, HMsl, OTYECTBO, YUCHasd CTCIIEHb, YYE€HOC 3BaHUE, MECTO pa6OTLI npenoaaBareiisd



1.ITacnopT pado4eil nporpaMMsbl y4eOHOM AUCHUIIINHBI

1.1. Ob6aacTh NpUMEHEHHsI POTrPaMMBbI

[Tporpamma y4eOHOM JUCHUIUIMHBI SBJSETCSA YaCThI0 OCHOBHOM MPOQECCHOHATIBLHON 00pa30oBaTeIbHOM
nporpammbl B cootBeTcTBUU ¢ @I'OC CIIO no cnenumansHocTH 38.02.01 «OKOHOMUKA U OYXTaITEPCKUMA

yuer».
[lporpamma  y4eOHOM  OUCLUIUIMHBI ~ MOXET  OBITh  MCHOJB30BaHa B JIONOJHHUTEILHOM

npodeccHOHaTLHOM 00pa30BaHUM Ha Kypcax MepernoAroTOBKH U MOBBIIICHHUS KBATU(UKAIIH.

1.2. Mecto y4eOHOW IMCUMILUIMHBI B CTPYKType 00pa3oBaTe/ibHOI MNporpamMmbl: ydcOHas
micuuiuinHa  OI1.04  TIpaBoBoe W JOKYMEHTAIlMOHHOE OOECICUYEHUE YIPaBICHUS  SBISAETCS
oOuienpodeccuoHanbHON AUCUUILIIMHON, BXOA1IeH B podeccuoHalbHbIN yueOHbIH LUK, n3ydaeTcs B 4
u 5 ceMecTpax.

1.3. Hean u 3agaum y4yeOHOW NMCHUIUVIMHBI - TPeOOBAHMS K pe3yJibTAaTaM OCBOCHHS y4eOHOi
AUCHUILINHBI:

B pe3ynbrate ocBoeHUS y4eOHOM IUCHUTUIMHBI O0YYarOIIMICS TOKEH YMeTh:

— 0o(opMIATh JOKYMEHTAIMIO B COOTBETCTBUH C HOPMAaTHBHOM 0a30ii, B TOM YHCIIE C UCTIOIb30BAHNEM
UH(OPMALIMOHHBIX TEXHOJIOTHUH;

— OCBaWBaTh TEXHOJIOTUH aBTOMATU3UPOBAHHOW 00PaOOTKU JOKYMEHTAIINH;

— WCTOJIB30BaTh YHU(PHUIUPOBAHHBIE (POPMBI TOKYMEHTOB;

— OCYUIECTBJISATh XpPaHEHUE U MTOUCK JOKYMEHTOB;

— HCII0JIb30BATh TEJIEKOMMYHHUKAIIMOHHbBIE TEXHOJIOTUH B 3JIEKTPOHHOM JIOKYMEHTOOOOPOTE;

— HCII0JIb30BAaTh HEOOXOUMbI€ HOPMATUBHBIE JJOKYMEHTHI;

— 3aluuiaTh CBOM IIPaBa B COOTBETCTBUH C TPAXkIaHCKHUM, I'PakJaHCKO-IIPOLIECCYAIbHBIM U TPYIOBBIM
3aKOHOAATEIHCTBOM;

— aHATU3UPOBATh M OLCHUBATH PE3YJIBTATHI U MOCIEICTBUS ACATEIbHOCTH (0e3eiiCTBUS) C IPaBOBOM
TOYKH 3PEHUS.

B pesynbpTaTe ocBoeHHs yueOHOM MUCIUILIMHBI O0yUarOIIHICS T0KEH 3HATh:

— TMOHATHE, LEH, 33Ja4H U PUHLIUIIBI AEJIONPOU3BOICTBA;

— OCHOBHBIE MOHATHUS JOKYMEHTAIIMOHHOTO 00ECTIeYeHHs YIIPaBICHUS;

— CHCTEMBI JOKYMEHTAI[MOHHOTO O0eCTieUeHus yIpaBiIeHHUS,

— KJaccu(UKAIHIO TOKYMEHTOB;

— TpeOoBaHUS K COCTABIEHUIO U 0(hOPMIIEHUIO JOKYMEHTOB;

— OpraHu3aluio JIOKyMEHTOOO0OpOoTa: mpueM, 00paboTKy, perucTpanuio, KOHTPOJb, XpaHEHHE
JIOKYMEHTOB, HOMEHKJIATYypy JIe;

— ocHoBHbIe nosoxxeHus: Koncrtutyuun Poccuiickoit @enepanuu;

— TMpaBa 1 CBOOOIBI YENIOBEKA U TpakIaHWHA, MEXaHU3MBI HX peaTn3alluy;

— OCHOBBI TPABOBOTO PETYIMPOBAHHS KOMMEpPYECKUX OTHOLIEHUH B cdepe mnpodeccHoHaTbHON
JIeSITEIILHOCTH,

— 3aKOHOJATEJIbHBIC aKThl M JIPYTHe HOPMATHBHBIC TOKYMEHTHI, PEryJUPYIOIINE MPaBOOTHOIICHUS B
nporiecce mpohecCHOHATBHON NEeSITEIbHOCTH;

— OpraHu3alMOHHO-TIPABOBbIE (DOPMBI IOPUAUYECKUX JTUIL;

— TMPaBOBOE MOJIOKEHUE CYOBEKTOB MPEANPUHUMATENHCKON 1eITeIbHOCTH;

— TMpaBa 1 0053aHHOCTH PaOOTHUKOB B chepe mpodecCHoHaTbHON IS TENHHOCTH,

— TOPSOK 3aKJITFOYSHUS TPYAOBOTO IOTOBOPA M OCHOBAHMS JIJISI €T0 MPEKPAIICHNUS,

— TMpaBWIA OTUIATHI TPY/A;

— PpOJIb TOCYJIAPCTBEHHOTO PETYIMPOBAHMS B 00ECIICUEHNN 3aHATOCTH HACEIICHNUS,

— TpaBO COIMAIBLHON 3alUThI TPaXK/IaH;

— TOHSATHE TUCUUIUIMHAPHOW M MaTepUaIbHON OTBETCTBEHHOCTH PaOOTHHKA;

— BUJbl AIMUHUCTPATUBHBIX MPABOHAPYILIEHUN U aIMUHUCTPATUBHON OTBETCTBEHHOCTH;

- HOPMBI 3aIIUTHI HAPYIICHHBIX MPaB U CYJACOHBII MOPSIIOK pa3pemieHus: ClIopoB.
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1. Komnerenunu (popmupyemMbie B pe3yabTaTe 0CBOCHHUS AUCHHUILINHBI:

Oo0mme IToxka3atenu oneHKu
KOMIIETEeHLMHU pe3yJbTara

OK 1 Bri6upaTh c1ioco0b! pemeHus 3a1ad npodheCcCHOHAIBHON AeSTEIIBHOCTH
MPUMEHHUTENIFHO K Pa3INYHbIM KOHTEKCTaM.

OK?2 OcymiecTBIATh HOUCK, aHATN3 W HHTEPIPETAINIO HHPOPMAIUN
HE0OX0AMMOI! 17151 BBITTOJTHEHHS 33,129 PO eCCHOHATBHON IESITeNbHOCTH

OK 3 [ImaHupoBaTh M peaIn30BLIBaTH COOCTBEHHOE MPOodeccHoHaIbHOE H
IIMYHOCTHOE Pa3BHTHE

OK 4 PaboTath B KOJJIEKTHBE U KOMaH e, 3 PEKTUBHO B3aUMOICHCTBOBATH C
KOJUIEraMH, PyKOBOICTBOM U KJIMEHTAMH.

OK 5 OcymiecTBIATh ~ YCTHYIO M NHCBMEHHYI0  KOMMYHHUKAIUIO  Haj
rocyiapcTBeHHOM si3bike Poccuiickoit denepanuu ¢ y4eToM 0COOCHHOCTEH
COLIMAJILHOTO M KYJIBTYPHOTO KOHTEKCTa,

OK9 Vcrionp30BaTh MHHOBAIIMOHHBIE TEXHOJIOTHH B ITPO(ECCHOHAIBHOI
NeSITENIbHOCTH

OK 10 [Tosp30BaThCs MPOPECCHOHATBHO JOKYMEHTALUEH Ha TOCYIapCTBEHHOM M
MHOCTPAHHBIX SI3bIKAX.

OK 11 Vicrionb30BaTh 3HAHUS 10 (PMHAHCOBOM I'PAMOTHOCTH, TUIAHUPOBATH
NpeANPUHIMATENBCKYIO ISSITEIFHOCTD B MPO(EeCCHOHANBHOH cdepe.

IIpodeccnonanbHbIE IMoka3aTeiu OLeHKH

KOMIIETEeHIIU U pe3yabTara

IK 1.1 OOpabaThIBaTh MEPBUYHBIC OYXTaNTePCKUE JOKYMEHTHI.

I[IK 1.2 Pa3pabaTbIBaTh M COIJIACOBBIBATH C PYKOBOJICTBOM OpraHM3aLuu pabouuii
IUIaH CUETOB OYXTaJITEePCKOr0 yueTa OpraHu3alum.

K 1.3 [IpOBOIUTH YYET NEHEKHBIX CPEACTB, OQOPMIISATH JICHEKHBIE U KACCOBBIC
TOKYMEHTBI.

IIK 1.4 DopmupoBaTh OyXranTepckue MPOBOJKH MO YYETy aKTUBOB OpraHU3alnuy Ha
OCHOBE paboyero IaHa CYeToB OYXTalITepCKOro yJera.

[IK 2.1 DopmupoBaTh OyXrajaTepcKue MPOBOJKU 1O YYeTy HCTOYHHUKOB aKTHBOB
OpraHu3alfy Ha OCHOBE pab0overo miaHa CYeTOB OYXTaaTepCKOro yvera

K 2.2 BBIONTHATS  TOPYYEHUs] pPYKOBOACTBA B  COCTaBE KOMHCCHUH  TIO|
WHBEHTapUPALMN UMYIIECTBA B MECTAX €r0 XpaHeHH

K 2.3 [IpOBOIUTH MOJATOTOBKY K WHBEHTAPHU3AIlMHd U MPOBEPKY JCHCTBUTEIBHOIO|
COOTBETCTBHS (PAKTUUECKHX JaHHBIX HHBCHTAPH3ALMH JIAHHBIM YYeTa.
OtpaxxaTb B OyXTaqTepcKuX IPOBOJKAX 3a4eT M CIHCaHWE HEIOoCTauy|

[IK2.4 [IeHHOCTEH (peryaupoBaTh MHBEHTAPU3AIIMOHHBIE PAa3HULIBI) IO pe3yIbTaTaM
WHBEHTApU3aIUH.

MK 2.5 [IpoBOIUTE MpoOLEAYpHl WHBEHTApH3alMH (PUHAHCOBBIX 00S3aTEIBbCTH
OpraHu3alyy.

IIK 2.6 OcyiecTBIIAT, COOp MHGOPMAIMK O IEATEIBHOCTH 00BEKTa BHYTPEHHEIQ
KOHTPOJIA TI0 BBIMTOJIHEHUIO TPEOOBAaHWI MPAaBOBOW W HOPMAaTHBHOW 0a3bl Y
BHYTPCHHHX PETJIAMEHTOB.

K 2.7 BBINOIHATS KOHTPOJIBHBIE MPOLEAYPHI U UX JOKYMEHTHPOBAHUE, TOTOBHTH U
0QOpPMIISITE 3aBeplIalONe MaTepHallbl 1O pe3yJbTaTaM BHYTPEHHETO
KOHTPOJISI.

MK 3.1 DopmupoBaTh OyXraaTepcKre MPOBOAKH MO HAYMCICHUIO W NIEPEUNCIICHHIO
HAJIOTOB M COOPOB B OIOPKETHI Pa3IMYHbIX YPOBHEH.

[IK 3.2 O opMIIATH IIIATEXKHBIE TOKYMEHTHI JJIs TIEPSUUCIICHHST HAJIOTOB ¥ COOPOB B
OIOJIKET, KOHTPOJIUPOBATH HMX TMPOXOXKJICHHE [0 PacYETHO-KACCOBBIM
0aHKOBCKHM OIIEPALIUSIM.

K 3.3 DopmupoBaTh OyXraaTepcKre MPOBOAKH MO HAYMCICHUIO W NIEPEUNCICHHIO

CTPaxOBbIX B3BHOCOB BO BHG6I—0,II)I(CTHBI€ (bOHZ[BI 1 HAJIOIT'OBBIC OPraHbI.
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1K 3.4 OdopMIATh MIATEKHBIC TOKYMEHTHI Ha TIEPSUYUCICHAE CTPAXOBBIX B3HOCOB
BO BHEOIOJKETHbIC (OHABI W HAIOTOBBIC OpPTaHbI, KOHTPOJIUPOBATH HX
MTPOXO0XKJICHUE 110 PACYCTHO-KACCOBBIM OAHKOBCKHM OTICPAITHSIM.

1K 4.1 OTpaxkaTh HapacTalONIMM HMTOIOM Ha CUYeTaX OyXTraJITepCKOro yd4era
MMYIIECTBEHHOC W (DHHAHCOBOE TMOJIOKCHHE OPTaHU3aI|H, OMpPEICISIThH
[PE3yNbTAThl XO35IICTBEHHOM NEATEIbHOCTH 32 OTYETHBII NEPUOL

11K 4.2 CocraBiate  (opMbl  Oyxrantepckodt  (puHAHCOBOH) OTYETHOCTH B
YCTaHOBJICHHBIC 3aKOHO/IaTEILCTBOM CPOKH.

K 4.3 CoCTaBIATh OTYETHl W HAJOTOBBIC JAEKIApalyy 10 HajloraM u cOopaM B
OIO/KeT, yYUTHIBast OTMEHEHHBIN eMHbIN connanbHblid Hasor (ECH), oTuetsl
[0 CTPaxOBBIM B3HOCAM B rOCYJapCTBEHHBIC BHEOIOKETHBIC (DOHBI, & TAKKE
(hbOopMBI CTATUCTUYIECKON OTYETHOCTU B YCTAHOBJICHHBIE 3aKOHOJATEIbCTBOM

CPOKH.

IIK 4.4 [TpoBOANTE KOHTPOJIb M aHaNM3 MH(GOpPMALUU 00 aKTHBaX U (PUHAHCOBOM
OJI0’KEHUU OPTaHU3aINHY, €€ IIATeKECHIOCOOHOCTH U JOXOIHOCTH.

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

I1IK 4.6 AHaM3UPOBaTh (PMHAHCOBO-XO3SICTBEHHYIO NESTEIBHOCTD, OCYIIECTBIATH

aHanmM3 WH()OPMANWK, TONYYEHHOW B XONIeé MPOBEACHHUS KOHTPOJBHBIX
[IPOIIETyP, BEISIBICHUE U OLIEHKY PHCKOB.

K 4.7 [[poBOAUTH MOHUTOPUHI YCTPAHEHHUS MEHEIKMEHTOM  BBISIBIICHHBIX
HapYIICHWH, HEJOCTATKOB M PHCKOB.

5. PekomMeHayeMoe KOJIHYECTBO YaCOB HA OCBOCHHUE padoyeil MporpaMmMsbl y4eOHONH TUCHHUILINHBI:
MaKCHMaJbHOW yueOHOU Harpy3ku oOyuaromierocs 88  4acoB, B TOM YHCIIE:

- B popMe NMPAKTHIECKOM IMOJTOTOBKH — 44 yaca;
- 00s13aTeNbHON ayIUTOPHOM yueOHOM Harpy3ku oOydarorierocsi 88 wyac;
- CaMOCTOSTENbHON PabOTHI O0yUAIOMIerocss -  YacoB.

2. CTpykTypa u coaep:kaHue y4eOHOH QM CUMILINHBI
2.1. O0beM y4eOHOH AMCIUILINHLI H BUIbI Y4e0OHOH PA0OThI

Buj yueOHoii padoThl Oobvem yacos
MakcumaabHas yueOHasi HAarpy3ka (Bcero) 88
B T.4. B (hopMe NPaKTHYECKOH MOATOTOBKH 44
Oo6si3aTenbHas ayaIuTOPHAs y4eOHas Harpy3ka (Bcero) 88
B TOM YHCJIE:
JICKIIUU 44

.HeKIII/II/I MPAKTUYCCK. ITOATOTOBKU

nabopaTopHbIie paboThI -

MPaKTUYECKHUE 3aHATUS 44

KonTponbHbie paboThI(HE TPEeTyCMOTPEHBI) -

KypcoBas paboTa (mpoexT) (eciu npedycmompero) -

CamocrosiTesibHas padoTa o0yuyawinerocs (Bcero) -

B TOM 4YHUCJIC:

- MOATOTOBKA pedepara

IIpome:xyTouHas arTecTauus B popmMe KOHTPOJILHOI padoThl B 4 cemecTpe, B (popMe 3a4eTa B 5
cemecTpe




2.2. TemaTn4yecKuii IJIaH U coJep:KaHue YUeOHOH TMCUMILIUHBI
OI1.04 TIpaBoBOE M JOKYMEHTAIIMOHHOE OOCCIICUCHHE YITPaBICHUS

HaumenoBanme Conep:xkanue yuyeOHOro marepuasa u ¢opMbl OPraHU3aNUuM AesITeJIbHOCTH O0bem B yacax YpoBeHb
pa3aesioB U TeM o0yyaromuxcs OCBOCHHS
1 2 3 4
4 cemecTp
Pa3zngen 1. OCHOBBI JOKYMEHTAIMOHHOTO O0ecrieYeHUs1 YIPaBJIeHUs
Tema 1. OcHoBHBIC Coaeprxanue yueOHOIro MaTepuasa 1
NOHATHSA Onpenenenue moHATHS Aenonpou3BoacTsa. Llenn u 3amaun nucuuruiubel. [Ipeamer u 2
AOKYMEHTAIlHOHHOTO 3amaun Kypca. Kpatkwmii 0030p JmTepaTypsl W HCTOYHHMKOB II0 JaHHOMY KypCy.
ob0ecrieyeHust PexoMengaruu mo opraHu3aluu CaMOCTOSATEIHLHON M BHEAYAUTOPHON pabOThI CTYICHTOB.
ylpaBJieHHS. [lonsiTve O KOpPpEeCHOHJIEHUMM U JeJoNpousBojacTBe. Jlormyeckas cTpykTypa
JUCIUILTMHBL, €€ MECTO B CHCTEME MOJITOTOBKY CHEIHANCTA, MEKIIPEIMETHBIC CBS3H.
JlaGoparopHble paboThI (HE MPEAYCMOTPEHBI)
[IpakTrueckue 3aHATHS
3amuTa pedepaToB Ha MpeaIoKEHHbIE TeMbl: «/IcToprueckue 3Tamnbl AeJI0NPOU3BOICTBA 2
B Poccum», «/lenompousBonctBo: Buepa U cerogHs», «OOmepoccuiickue
knaccudukaropsr: OKI1O, OKVY I, OI'PHy.
KoHTposibHbIe paboThI(HE PETyCMOTPEHDI)
CamocrosTenbHas paboTa(He IpeayCMOTPEHBI)
Tema 2. Uctopuueckue | Coaep:kaHue yueOHOTo MaTepHuaJia 2,3
3TaNbl (He mpeayCMOTpPEHBI)
AeJIONPOU3BOJACTBA B JlaGoparopHble paboThI (HE MPEAYCMOTPEHBI)
Poccun. [IpakTnueckue 3aHsTHs ( HE IPEAYCMOTPEHBI)
KonTtposnbHble paboThl (HE IpeayCMOTPEHBI)
CamocrosiTenbHas padboTa (He IpeyCMOTPEHBI)
Pa3nes 2. Opranusanusi JOKyMEHT0000pOTA HA NPEANPHATHH
Tema 3. O61ue HopMmbl | Coaep:kaHue yueOHOT0 MaTepHuaJia 2,3
U MpaBUJja JIOKyMeHTaJIbHble HMCTOYHUKU. Buabl nokymeHToB. OCHOBHBbIE (DYHKIIMOHAJIBHBIE 2
oopMiIeHUA CACTEMBI  JIOKYMEHTAllUM B Poccuiickoit denepanuu. Nudopmarnmonno-

JO0KYMeHTOB. biianku

AOKYMCHTAIIMOHHOC obecrnieucHue pa6OTBI arrapara yIipaBJICHHA. OcHOBHEIC BU/BI

JNOKYMEHTHOM  nesitenbHOCTH.  MHbopMainuss B ynpaBlIEHYECKOM  JeSITENbHOCTH.
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AOKYMCHTOB U
TpeGOBaHHH K HUM.

VYnopasnenue nokymentaiueil. Opranuzanus UHPOPMAIIMOHHO-TIOUCKOBBIX CHCTEM IO
JOKyMEeHTaM yudpexaeHus. TpeOoBanus Kk Onankam goKkymeHToB. OdopmieHue
yrpaBiieHYeCKol JoKyMeHTanuu. TpeboBaHus K 0pOPMIIEHUIO TOKYMEHTOB.

JlaboparopHbie paboThI (HE MPEAYCMOTPEHBI)

[IpakTuueckue 3aHATHS

OcHOBHBIE PEKBU3UTHI JOKYMEHTA, HX KJIACCH(UKAIs, TpaBuia 0HopMIICHHUS B
cootBetrcTBUU ¢ ['OCT. ®opmynsap u 61aHk fokyMeHTa. [Ipo1onbHBIN 1 yTIiIoBO# OJIaHKK
nokymenToB. CocraBieHue rpaduaeckoro uzoopaxenus Gopmymnsapa — odpasia gopmara
A4. CocraBieHre OCHOBHBIX BUJIOB OJJAHKOB JIOKYMEHTOB.

KonTtponbsHbie paboThl (HE TPeayCMOTPEHBI)

CamocrosTenbHas paboTta o0yyatonuxcs (He npeaycMoTpeHa)

Tema 4. TOCT P 7.0. | Conep:xanue yueOHOT0 MaTepHaJia 2,3
97-2016. PexBusutnl u | [TOCT P 7.0.97-2016. OcHOBHBIC pEKBH3HUTHI TOKYMEHTA, UX KiacCU(UKAIIMs, TpaBHiIa
HX NpeJHA3HAYeHue. opopmnenus B coorBerctBUM ¢ ['OCT. ®opmynsp u OnaHk nokymenta. [lonstue
«IOpUAMYECKas CHJIa», PEKBU3UTHI, MPHUIAIOMINE JOKYMEHTY IOPUIMYECKYIO CHILY.
OCOOGEHHOCTH COCTABIICHHSI PEKBU3UTOB «IIOANHUCH)» U «II€YATh.
JlabopaTopHbie paboThI (HE TPETYCMOTPEHBI)
[IpakTryeckue 3aHATUSA
Nzyuenne mokymenta ['OCT P 7.0.97-2016. 3HaKOMCTBO ¢ TIOHATHEM «PEKBH3UT
JOKYMEHTa», C TIepeuHeM peKBU3UTOB, mpenycMorpeHHbsix ['OCT P 7.0.97-2016,
oTpaboTKka O(OpMIIEHUS OTIENIBbHBIX DPEKBU3UTOB JOKyMeHTa. llopsaok odopmieHus
IOPUINYECKH BaKHBIX PEKBU3HUTOB.
KoHTposibHbIe paboThI(HE PETyCMOTPEHDI)
CamocrosrenbHas paboTta o0ydaronuxcs (He IpeaycMOTpeHa)
Pa3nes 3. CucremMa 10KyMeHTALMH /1eJ10IIPOM3BOICTBA
Tema S. Coaepxanue y4eOHOIo MaTepuaa 2,3
OpranuszanuoHHbIe YCOP - yHuduuupoBaHHAs CHUCT€Ma OpPraHM3allMOHHO — PACHOPSAUTENIbHON
AOKYMeHTbI. Buapbi, JOKYMEHTAIlMU: COCTaB, o0yiacTu ee mpuMeHeHus. OpraHu3alliOHHbIE TOKYMEHTHI, UX
Ha3HaYeHue, NpaBMIA | Ha3HaueHue, Qopmymsapsl — obOpasubl. Ilpouenypa cocraBieHuss U odopMIIEHUS

o(opMJIeHUS.

OpraHnu3allMOHHBIX JOKYMCHTOB. Oo6macTe MPUMEHCHUA OpPraHU3allMOHHBIX JOKYMCHTOB.
YcTaB, yupemuTeNbHBIA JIOTOBOp, MOJOXEHHWE, MpaBUila BHYTPEHHETO TPYIOBOTO
pacrnopsiika.




JlaGopaTopHbie pabOThI (HE TPETYCMOTPEHBI)

[IpakTrueckue 3aHATHS

Odopmienre opraHu3allMOHHOTO JOKYMEHTa «J{0KHOCTHAS MHCTPYKIIMSD.
Odopmrenne u 3amonHeHUE YHUPUIIMPOBAHHON (POPMBI OPraHU3aIMOHHOTO JOKYMEHTA
«lItatHOE pacnicanue.

KoHTponbHbIe paboTHI(HE TPETyCMOTPEHBI)

CamocrosiTenpHas pabota oOyqaronuxcs (He MpeaycMOTpEHa)

Tema 6.
PacnopsizurenbHbIe
JOKYMeHTbI. Buabi,
Ha3HAYeHue, MpPaBuJa
opopMiIeHuUs.

Conep:xaHue y4eOHOTro MaTepuaJia

PacniopsimuTtenbHble TOKYMEHTHI, UX Ha3HaueHHue, Gpopmysspbl — obpasnsl. [Ipouexypa
cocTaBlieHUsI U O(GOPMIICHHS PACHOPSAUTENBHBIX JTOKyMEHTOB. OONacTh MpPUMEHEHUS
pacnopsiIUTENbHBIX JOKYMEHTOB. lIpHKasbl, pacnopskeHHs], yKa3aHUsl, TOCTAHOBIICHUS,
perieHus, THCTPYKIIHH.

JlabopaTopHbie paboThI (HE TPETYCMOTPEHBI)

[IpakTrueckue 3aHATHS
OdopMieHre pacmopsIIUTEIbHBIX JOKYMEHTOB: IPUKAa3, paclopsDKCHUE, YKa3aHHe,
IIOCTAHOBJIEHUE, PELIEHUE, UHCTPYKIIUU.

KonTtponbHble paboThI(HE TPEAYCMOTPEHBI)

CamocrosTenbHas paborta o0yyatonuxcs (He npeaycMoTpeHa)

Tema 7.
HNudpopmannonHo-
CIIpaBOYHbIE
JAOKyMeHTbI. Buasbl,
Ha3HAYeHue, NpaBuJia
opopMmireHuU.

Coaep:xaHue yueOHOro MaTepuaJia

NudopmaninoHHO-CIIpaBOYHbIE JTOKYMEHTBI: WX Ha3HaueHue, (HopMyIsipbl-0Opasiibl.
[Ipouenypa cocraBiaeHuss U OPOpMIIEHHUS HH(DOPMALIMOHHO-CIIPABOYHBIX JOKYMEHTOB.
Ob6nacTh mprUMeHEeHNU UH(POPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB. [IpoToKom, 1oknaaHas
(cmyxebOHast) 3anucka, 00bICHUTENbHAS 3aIllMCKa, aKT, CIIpaBKa, CIIyKeOHbIe MIUChMa, (hakc,
TejerpamMma, TenedoHorpamma.

JlaGoparopHble paboThI (HE MPEAYCMOTPEHBI)

[IpakTrueckue 3aHATHS

Bunsl u  Ha3HaueHMe CHpPaBOYHO-WH(POpPMALMOHHBIE JIOKyMEHTOB. TpeGoBaHws,
MperbsBIsieMble K TEKCTy U OQOPMIIEHHIO CIIPaBOYHO-UH(OPMAIIMOHHBIE JOKYMEHTOB.
[TpaBuia opopmieHHs pa3IUnYHbIX BUAOB CIPAaBOYHO-UH(POPMALIMOHHBIE JOKYMEHTOB.
Odopmnenne u 3amoiiHeHUE YHUGUIUPOBAHHBIX (OPM HHPOPMAIMOHHO-CIPABOUYHBIX
JOKYMEHTOB: IIPOTOKOJI, TOKJIaAHAsA (CIIy)keOHas) 3amucKa, 00ObsCHUTEIbHAS 3aIIMCKa, aKT,
CIpaBKa, CIyKeOHOe MUCHMO.




KonTtposbHBIC pabOTHI(HE TPEIYCMOTPEHBI)

CamocrosiTenpHast pabota o0ydaronmxcs (He MpeaycCMOTpeHa)

Tema 8. JlokymenTsl no | Coaep:kaHue yueOHOTo MaTepHuaJia 2,3
TPYAOBBIM [TakeT nOOKYMEHTOB TO JWYHOMY cocTaBy. OcoOeHHOCcTH paboThl C KaJpOBBIMHU
OTHOLIEHHUSM. nokyMeHTamMu.  JloKyMeHTHpOBaHME  TPYAOBBIX  OTHOIIeHHH.  Vcmonb3oBaHue
Knaccuduxanus, YHU(DUITUPOBAHHBIX (POPM TOKYMEHTOB 110 JINYHOMY cOcTaBy. Tpya0BO# 1OTOBOD.
npasujia opopmiaenus | Jlaboparopubie paboThI (HE IPEIyCMOTPEHDI)
AOKYMEHTOB I10 [TpakTudeckue 3aHATHS
JHYHOMY COCTaBY. HenoBast curyanus: Odopmienue Ha pabory. OdopmieHne W 3arnojHEHUe
yHH(DUIMPOBAHHBIX (HOPM TOKYMEHTOB MO TPYAOBBIM OTHOIICHHUSIM: TPYIOBOW JOTOBOP.
CamocrosiTenbHast pabota oOydaronuxcs (He NpeayCcMOTpEHa)
Tema 9. Coaep:xxanue y4eOHOro MaTepHuaJia 2,3
YHupuuupoBaHHbIe ABrobuorpagus. Pestome. 3asBienuss o npueme Ha pabory. Ilpukasel mo JIUYHOMY
(hopMBI JOKYMEHTOB 110 | COCTaBY: IPHEM, YBOJIbHEHUE, IEPEBOJI HA IPYTYIO TOJKHOCTD, OTITYCK.
JIMYHOMY COCTAaBY. JlabopaTopHbie paboThI (HE TPETYCMOTPEHBI)
M3nanue npuka3oB no | [IpakTHyecKue 3aHATHS
JIMYHOMY COCTaBY. ABrobuorpadus. Pestome. 3asBienuss o npueme Ha paboty. Ilpukassl mo JIUYHOMY
COCTaBY: MPUEM, YBOJIbHEHHE, IEPEBOJ] HA IPYTYIO JOJIKHOCTh, OTIYCK.
CamocrositenpHast pabota oOyJaronuxcs (He mpeycMoTpeHa)
Tema 10. Coaepxanue yueOHOro MaTepuaa 2,3
®opmupoBaHue U KomnnexkroBanue nmuunoro aena. Cogep:kanue JTU4HOro aena. Onuck 10KyMeHTOB. JIuct-
BeJleHHe JIUYHBIX e 3aBEPHUTENb JINYHOTO Aea. CpOKU XpaHEHHUs IMYHBIX JIeJ1. 3aIlnTa NePCOHATBHBIX TaHHBIX
Pad0THHKOB. paboTHHKA.
JlaGoparopHble paboThI (HE MPEAYCMOTPEHBI)
[IpakTudeckue 3aHATHS
KommnexroBanue nuunoro nena. Cogepxanue Tu4Horo gena. Onuch JOKyMeHTOB. JIucT-
3aBepHTENb JUUHOrO Aena. CpoKH XpaHEHMs JIMYHBIX Jell.
CamocrositenpHast pabota oOyJaronuxcs (He MpeaycMOTPEHa)
Tema 11. Tpynosas Coaepxanue y4eOHOIro MaTepuaJa 2

KHUKKA. Benenue
TPYAOBBIX KHUKEK.
OcHOBHBIE 32IIICH B

OO61ue noJ0XKeHus1 0 TPYAOBbIX KHMKKAaX paOOTHHKOB. HopMaTHUBHBIE ITPABOBHIE AKTHI.
IIpoBepka NMOAJMHHOCTH TPYIOBBIX KHMKEK. THUTYIbHBIA JIUCT TPYAOBON KHMKKH H
IIpaBUJIa €ro 3anosiHeHus. BHecenue 3anucu o paboTe B TpyAOBYHO KHIKKY. BHeceHue
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TPYA0OBOH KHUKKeE
padoTHHUKA.

3aITMCH O TIEPEBO/JIE HAa MEXTy CTPYKTYPHBIMH IO/Ipa3ieiCHUSIMU OpraHu3anuu. Buecenue
3aMCH O HarpaxkaeHusx paboTHWKA. BHeceHWe 3amucu O TIOBBIIICHHH YPOBHS
oOpasoBanus paboTHHMKA. BHeceHue 3amucu 00 yBOJIbHEHHHM paboTHHKA. OmmOOYHBIC
3alMcy B TPYJOBOW KHWKKE U MpaBuiia UX ucrpasieHus. CmeHa paMuinu pabOTHUKA U
BHeceHHe 3amucu o0 dToMm. llpaBmia odopmiieHus ayOIMKaTa TPYIOBBIX KHIKEK.
XpaHeHHe TPYJOBBIX KHIKEK B OPraHU3aIlNH.

JlaGopaTopHbie paboThI (HE TPETYCMOTPEHBI)

[IpakTrueckue 3aHATHS

TurynpHBINA JTUCT TPYyZOBOW KHMXKKHM W NpaBWa €ro 3alojHeHus. BHecenue 3amucu o
paboTe B TpyIOBYIO KHIKKY. BHeceHue 3amucu O mepeBojie Ha MEXIy CTPYKTYPHBIMHU
NOJIpa3/IeIeHUsIMI  OpraHu3aluu. BHeceHue 3amucu O HarpakaeHusx paOOTHHUKA.
BHecenue 3anucu 0 MOBBIIIEHUHN YPOBHS 00pa3oBaHus paboTHHKA. BHecenue 3amucu o0
YBOJIbHEHUHU paboTHHKa. OmuOouyHBIE 3alMCH B TPYAOBOW KHMXKKE M IpaBWia X
ucnpasienus. CMeHa ¢paminy paboTHUKA U BHECEHHUE 3aIUCH 00 STOM.

KonTponbHbie paboThI(HE PeyCMOTPEHDI)

CamocrosTenbHas paboTta o0yyatronuxcs (He npeaycMoTpeHa)

5 cemecTp

Pa3znea 4. JloroBopHO — npaBoBasi JIOKYMEHTAIIUS

Tema 12. JlokyMeHTBI
10 CHA0KEHHIO U
cOBITY.

Coaep:xaHue yueOHOro MaTepuaJia

1.ITonsiTue noroBopa (KOHTpakTa), cornamieHus. Tumnosas ¢popma koHTpakTa. OCHOBHBIE
pa3gensl  KOHTpakta. JloroBop O MOJHOW  HMHAMBHAYAJIbHOW  MaTepUaIbHOMN
orBeTcTBEHHOCTH. CoiepKaHue U CTPYKTYypa I0roBopa KyIUIu — MPOAaKU TOBAPOB.

2.Ilpumepnas ¢opma goroBopa mnocTtaBkd. IIpoTokosibl pasHOrjgacuif K JOroBOpaM
nocraBku. Kommepueckne aktbl. brnanku kommepueckux akTtoB. OdopMieHHe aKTOB
IPUEMKU NPOJIYKIMU (TOBAPOB) MO KOJIMYECTBY U KadecTBY. OdopmieHue akToB IO
OKa3aHMIO BO3ME3HBIX yciayr. O0pa3isl akToB. JlOBEpEHHOCTH: Pa30BbIe, CIIEUAIIBHBIE,
resepaigbHble. OO0pasiibl JOBEPEHHOCTEH.

JlaGoparopHble paboThI (HE PEAYCMOTPEHBI)

[IpakTnueckue 3aHATHS
1.0O¢opmiieHne axkTOB MPUEMKH NPOAYKIHMU (TOBApOB) MO KOJIMYECTBY U KadyecTBY.
OdopmiieHre aKTOB 110 OKA3aHUIO BO3ME3JIHBIX YCIIYT.

2,3
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2.00pa3upl akToB. JlIOBEpEHHOCTH: pa3oBble, CHElHalbHbIE, TeHepanbHble. OOpa3ibl
JIOBEPEHHOCTE.

KonTtposbHBIC pabOTHI(HE TPEIYCMOTPEHBI)

CamocrosiTenpHast pabota o0ydaronuxcs (He MpeaycCMOTpeHa)

Tema 13. dunancosas
JOKYMEHTAIHA.

Copep:kaHue y4eOHOT0o MaTepuaJia

1.Ponp Oyxranrepuu B pemieHHMH (UHAHCOBBIX CTPATETHUECKUX 3a7ad IMPEIIpUsTHSL
(bupmbr). O61Iast XapaKTepUCTHKA TOKYMEHTOB 110 (PMHAHCOBO-PACUETHBIM OTIEPAIIHSIM.
2.Knaccuukanus y4eTHbIX JOKYMEHTOB. OCHOBHBIE BU/IbI JOKYMEHTOB 110 (DHHAHCOBO-
pacueTHbIM orepanusM. JIeHeKHBI YeK, pPacyeTHBIM YeK, YeKOBble KHIDKKU. Cuer-
daxrtypa. Akt pesusun. [Inarexnoe nopyuenue. JInnesoii cuer.

JlaGoparopHble paboThI (HE MPEAYCMOTPEHBI)

[IpakTrueckue 3aHATHS

1.OcHOBHBIE BUIbI JOKYMEHTOB 110 (PMHAHCOBO-PACUETHBIM olnepanusiM. JleHeKHBIH Yek,
pacueTHBI YeK, YeKoBble KHIDKKH. CueT-pakTypa. AKT peBusud. [InarexxHoe nopyueHue.
JInieBo cuer.

2.0dopmiieHre TOKYMEHTa «OTOBOP KYIIU-TIPOJAXKU», «CUET - (HaKTypay; «IUIaTeKHOE
TIOPYUYCHUEY.

KonTponbHbie paboThI(HE PeyCMOTPEHDI)

CamocrosTenbHas paboTta o0yyatronuxcs (He npeaycMoTpeHa)

Pa3nea 5. Texnosorust u

NPHHIUII OPTaHU3AIMH JOKYMEHT0000poTa

Tema 14. TexnoJjiorust
U MPUHIUAT
OpraHu3anuu
JOKYMEHT0000pOoTa HA
npeanpusiTUM.

Coaep:xaHue yueOHOro MaTepuaJia

1.Opranuszanms JOKyMEHTOOOOpOTa: IpueM, o00paOoTka, perucrpauus, KOHTpOJIb,
XpaHEHHE JOKyMEHTOB, HOMEHKJIATypa Jell.

2.TpeboBanus k 3arosoBkam nen. PopmupoBanue nen. CucremaTuzanus JTOKyMEHTOB
BHYTpH Aena. Opopminenue aen. TunoBble CpoKu XpaHEHUs JOKYMEHTOB.

JIaGopatopHble paboThl (He MPEeTyCMOTPEHBI)

[IpakTrueckue 3aHATHS

1.ITopsinox 0OpabOTKK BXOJSAIIMX, UICXOAAIIUX U BHYTPEHHUX JOKYMEHTOB. TpeOoBaHus
K 3aroJIOBKaMm JIell.

2.®opmupoBanue aen. Cucremarn3anus TOKyMEHTOB BHyTpH nena. OdopmiieHne ned.

KoHTtposnbHble paboThI(HE TPEeaYCMOTPEHBI)

CamocrosiTenbHas paborta o0yyatonuxcs (He npeaycMoTpeHa)

10




Tema 15. TexHnoJsiorus

Copep:kanue y4eOHOT0 MaTepuaJia

aBTOMATU3UPOBAHHOM
00padoTKM
JOKYMEHTAIUH.

1.06mas XapaKTepUCTHKA OpraHU3allMOHHBIX TEXHUUYECKUX CPEICTB.
ABTOMaTU3UPOBAHHBIE CHCTEMBI JEJIONpOM3BOACTBA. O030p COBPEMEHHBIX CpPEACTB
OPTTEXHUKH JJIS TIepelavun U nepepaboTKH UH(OPMAIIHH.

2.IlpaBuia ¥ NOPSIOK THPAKUPOBAHUS JTOKYMEHTOB. OIJIeKTpoHHas mouta. Cucrema
ONITUYECKOTO pacro3HaBaHMs TEKCTOB. Vcroyib30BaHNe CLIPaBOYHO-TTPABOBBIX CHCTEM.

JlaGopaTopHblie paboThI (HE IPETYCMOTPEHBI)

[IpakTrueckue 3aHATUS

1.Pa36op ngenoBoii curyanuu «OpraHuzamuss pabOThl C  JOKYMEHTaMH»; IOWCK
JIOKYMEHTOB B CIIPABOYHO-TIPABOBOM CHCTEME.

2.Co3nianue 1 OTIpaBKa COOOIICHUH 0 3JIEKTPOHHOM IOYTE.

KonTtponbHble paboThI(HE TPEeAYCMOTPEHBI)

CamocrosiTenbHas pabota o0yyatonuxcs (He npeaycMoTpeHa)

Pasznea 6. [IpaBuia nepe,

Aa4Y4 JOKYMCHTOB B APXHUB M OPraHu3anus apxXuBHOIo XpaHCHUA

Tema 16. Coaep:xaHue yueOHOro MaTepuaJia 2
Homenkaartypa ae. 1.HoMeHKkI1aTypa Jien: MOHATHE, CYITHOCTh M (DYHKIIHH.
Buael, Ha3HaYeHHe, 2.Buibl HOMEHKJATyp Jeid: TUIIOBas, NpuUMeEpHas, uHAuBUAyanbHas. CopepxaHue
MOPAI0K COCTABJIEHHSl. | HOMEHKJIATYPHI JICII.
JlaGoparopHble pabOThI (HE NPEAYCMOTPEHBI)
[IpakTHyeckue 3aHATUSA
1.CocTaBneHre HOMEHKIATYpHhI JCII.
2.Bungpl HOMEHKIATyp JieN: THIOBas, HpUMepHas, HHAuBUAyaibHas. ConepxaHue
HOMEHKJIATYPHI JIe]l.
KonTtposbHble paboThI(HE TPeayCMOTPEHBI)
CamocrosiTenbHas paboTta o0yyatonuxcs (He NpeaycMOTpeHa)
Tema 17. IloaroroBka | Coaep:kaHue yueOHOTro MaTepHuaJia 2,3

AOKYMEHTOB K
nepegaye Ha apXuBHOe
xpanenue. Cpoku
XPaHEHUSA JOKYMCHTOB
NnpeanpusTus.

1.0O1ueHKa 3HaUMMOCTH JOKYMEHTOB U CPOKH UX XpaHEHUs. BUIbl apXUBHBIX TOKYMEHTOB.
[ToaroroBka nen juig caauu B apxuB. ObecrieyeHre COXpaHHOCTU JOKYMEHTOB.

2.0CHOBBI 3aKOHOJATENbCTBA IO APXUBHOMY Jely. XpaHEHHWE M Y4eT apXHUBHBIX
noKymMeHTOB. KoMIuiekToBaHME apXUBOB apXUBHBIMH JOKYMEHTaMU. J{OCTyN K apXUBHBIM
JOKYMEHTaM M UX UCIOJIb30BaHUE.

JlaGoparopHble paboThI (HE MPEAYCMOTPEHBI)
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HpaKTH‘lGCKI/Ie 3aHATUA

3amura pedeparoB Ha IPEIJIOKEHHBIC TEMBI: 4
«CnpaBo4yHO-TIpaBoOBbIe cucTeMbl Poccuny, «@opMupoBaHue U XpaHEHUE JIE»,
«APXUBY.
KonTtposbHBIC pabOTHI(HE TPEIYCMOTPEHBI)
CamocrosTenbHas pabota 00yJaronmxcs (He IpeayCMOTPEHa)
Hroro 88
CamocrosiTesbHas padora 0
IIpomeskyTounas arrectauus B gopme 3a4era
Bcero: 88

JU1st XapaKTepUCTUKH YPOBHSI OCBOECHHS y4eOHOr0 MaTepHasa UCIOIb3YIOTCS CIEAYIONIe 0003HAYCHUS:

1. — O3HAKOMUTEINBHBIH (Y3HaBaHHE paHee N3YUCHHBIX 00bEKTOB, CBOHCTB);
2. — PeNpPOAYKTUBHBIHN (BBIIIOJHEHUE ESTEIBHOCTH IO 00pasily, UHCTPYKLUH WM MO PYKOBOJICTBOM);
3. — MPOAYKTUBHBIH (INIAHUPOBAHHUE U CAMOCTOSTENILHOE BBIIONIHEHHUE ACATEIILHOCTH, PEIIeHUE MPOOIEMHBIX 3a1a4)
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3. YcaoBus peaju3anuy NporpaMMbl y4eOHOM 11 CHUILTAHbBI

3.1. TpeGoBaHusA K MUHMMAJIBLHOMY MAaTEPUAJIbHO-TEXHUYECKOMY 00ecevdeHn 1o

KaOuHeT SKOHOMHKM ¥ MEHEIKMEHTa, JKOHOMHUKU OpTraHH3aIlH, OIEPATUBHOTO
YIPaBJICHUS JACSITSIBHOCTBIO CTPYKTYPHBIX Tojpasaenenuid (7B xopmyc kab.14)

 [lapThl, cTYNbS, JOCKA, HATJISTHBIC TTOCOOHS

3.2.UudopmanmnonHoe odecrieyeHne 00y4eHus.

IlepeyeHns y4eOHbIX U3JaHUI, HHTEPHET-PeCYPCOB, T10NOJTHUTEIbLHON JUTEPATYPHI.

OcHOBHbBIC HCTOYHHKH:

1. Cumonsia P.Sl. JlokymMeHTallMOHHOE 00ECTIeYeHnEe CUCTEMBI YIIPABICHUS OpraHu3aIuei
[DnexkTponHbIi pecypce] : yaedHoe nmocodue / P.Sl. CuMOHSH. — DJIEKTPOH. TEKCTOBBIE JaHHEBIE.
— Caparos: Aii [lu Dp Menua, 2018. — 180 c¢. — 978-5-4486-0167-5. — Pexum nocryma:
http://www.iprbookshop.ru/72458.html.

2. Ky3nenoBa, W. B. JlokymeHTanmoHHOE OOeCTeUeHHE YIpaBICHUS [DIEKTPOHHBIN
pecypc] : yue6Hoe mocobue ans CIIO / U. B. Ky3neuona, I'. A. XauatpsiH. — 2-¢ u3g. —
DnexTpoH. TekcToBble AanHbie. — CapatoB : [IpodoOpaszoBanue, Aii [lu Op Meaua, 2019. — 166
C. — 978-5-4486-0404-1, 978-5-4488-0216-4. — Pexum JocTyna:
http://www.iprbookshop.ru/80326.html

3.0pranuzanuss M TEXHOJOTHS JOKYMEHTAIIMOHHOTO OO0eCleueHusl YIpaBICHUS
AIIEKTPOHHOE yueOHoe nmocodue / MunucrepcTBo 00pazoBanus U Hayku Poccuiickoii denepanmm,
@OenepalibHOE  TOCYAapCTBEHHOE OMOKETHOE 00pa30BaTENbHOE  YUYPEKACHHE BBICIIETO
oOpazoBanusi  «KemepoBckuil  rocylapCTBEHHBIM  yHUBepcuTeT», WHCTUTYT  ucTOpuH,
roCyIapCTBEHHOTO YIIPABJICHUS U MEXKIYHAPOJHBIX OTHOIICHHUIA 1 JIp. - KemepoBo : KemepoBckuii
rocyJapCTBeHHBIN yHuBepcureT, 2017. - 478 c. - bubnuorp. B kububnuorp.: c. . - ISBN 978-5-
8353-2149-0 ; To xKe [OnexTpoHHbIN pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=481592 (12.04.2018).

JlonoJIHUTeIbHbIEe UCTOYHUKU:

1.TpynoBoit kogexkc Poccuiickoit Denepanun [DnekTpoHHbI pecypc] / . — DIEKTpoH.
TEKCTOBBIC IaHHBIC. — : DICKTPOHHO-OMOIMoTeuHas cucrema [IPRbooks, 2019. — 226 ¢c. — 2227-
8397. — Pexxum nocryna: http://www.iprbookshop.ru/1251.html.

4. Koncturyuus Poccuiickoit @enepanuu [Tekct] : opunuansHoe uzganue. - Pocros H//] :
®enukc, 2020.

HNHTepHeT MCTOYHUKM:

1. http:// www.consultant.ru (Cuctema «KOHCYJIBTAHT +»).

2. CnpaBounas cucrema «I apanT».

3. www.biblioclub.ru (denonpon3BoacTBo: cocTaBieHHE, PEIaKTUPOBAHUE U 00pabOTKa
JIOKYMEHTOB).

4. http:// www.klerk.ru (Bcé o OyxranrepckoM y4ére, MEHEPKMEHTE, HAJIOTOBOM TIPaBe,
6ankax, 1C u mporpaMmax aBTOMaTH3aIlM1 OyXTaJITEPCKOTO YUETa).

4. KoHTpPOJIb U OLIEHKA Pe3yJIbTATOB OCBOCHUS Y4eOHOM TN CIUTIINHbI
KoHTponk # olleHKa pe3ylbTaTOB OCBOSHHUS Y4eOHOW TUCIUIUIMHBI OCYIIECTBISETCS
MIPEMNO/IaBaTesieM B MPOIECCE TPOBEICHUS MPAKTUICCKUX 3aHITHH.

Pe3yabTaThl 00yuyeHus ®opMbl U METOAbI KOHTPOJISI U
(ocBOCHHBIC YMEHHS1, YCBOCHHbIC 3HAHMA) OLICHKH
B pesynpraTte OCBOCHMS YYEOHOW JTUCIUTIIIUHBI
00yYaroImuiics T0JKEH yMeThb: [IpakTnueckue 3aHATHA
— ohopMIIATh JOKYMEHTAIMIO B COOTBeTCTBMM ¢ | KOoHTpombHas paboTa
HOpMAaTUBHOM  0a3oifi, B TOM  4ucie C
UCIOJIb30BaHUEM HH(OPMAIIMOHHBIX TEXHOJIOTHIA;
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— OCBaMBaTh TEXHOJOIMU AaBTOMATU3UPOBAHHOU
00pabOTKH JOKYMEHTAIINH;

— WCHOJB30BaTh  yHU(UUIUpOBaHHBIE  (OPMBI
JIOKYMEHTOB;

— OCYILECTBIIATh XpaHEHUE U ITOMCK JOKYMEHTOB;

— HCHOJb30BaTh TEJIEKOMMYHHUKAILIMOHHbIE
TEXHOJIOTUH B 3JIEKTPOHHOM JI0OKYMEHTO000pOTE;

- UCIOJIb30BaTh HEOOXOAMMBbIE HOPMAaTHUBHBIC
JIOKYMEHTHI;

- 3amuMOiaTh CBOM TIpaBa B COOTBETCTBUHU
IPaXJAaHCKUM, TPa)JaHCKO-IIPOLECCYaTbHbIM
TPYZOBBIM 3aKOHOJATEIbCTBOM;

- AHAJU3UPOBaTh M OLICHHWBATh pE3yJbTaThl U
NOCNEACTBUSL  JedATenabHocTH  (Oe3aeicTBUs)
IPaBOBON TOYKH 3pPEHUS.

= o

o

JVCIATUTMHBI 00 YYarOIIUNACS TOJIKCH 3HATh:

— MOHSATHE, [eIW, 33agadyd HW  [PHHLIUIBI
JIeTTOTIPOU3BO/ICTBA;

— OCHOBHBIC TIOHSTHUS JIOKYMEHTAITAOHHOTO
oOecrnieueHus yrnpaBIeHUS;

— CHCTEMBI JIOKyMEHTAIIMOHHOTO  OO0CCIIeYCHUs
yIpaBJICHUS;

— KJIaccu(UKAIIO JOKYMEHTOB;

— TpeOOBaHUS K COCTaBICHHIO H O(OPMIICHHUIO
JIOKYMEHTOB;

— OpraHM3aldio  JIOKyMEHTOOoOOpoTa:  IMpHeM,
00paboTKy, PpEerucTpanuio, KOHTPOJb, XpaHEHUE
JOKYMEHTOB, HOMEHKJIATYpY JIEJT;

- OCHOBHbBIE TMoJiokeHUst KoncTutynun
Poccuiickoit @enepanuu;

- npaBa U cBOOOJIBI YellOBeKa M Tpa)JaHUHA,
MEXaHU3MBI UX PeaTH3allu;

- OCHOBBI  NIPAaBOBOTO  PETYIUPOBAHMS
KOMMEPYECKHUX OTHOIIIEHUH B chepe
npodeccuoHaIbHOMN 1S TeTbHOCTH;

- 3aKOHOJATENIbHBIC aKThl W JAPYrHe HOPMATHBHBIE
JIOKYMEHTBI, DPEryJIHpYIOIIUe MPABOOTHOLICHUS B
nporiecce MpodhecCHOHATBHON IesITeTbHOCTH;

- OpPraHU3alMOHHO-TIPaBOBbIE  (DOPMBI
IOPHINIECKUX JIHII,

- PaBOBOE  TOJIOXKEHUE CYOBEKTOB
TpeINPUHIMATEIBCKOHN e TeTFHOCTH,

- npaBa M 00sA3aHHOCTH PAaOOTHHUKOB B cdepe
poeCCHOHAIBHON JESTENHHOCTH;

- TOPSAJOK 3aKJIIOUEHHs] TPYAOBOTO JIOTOBOpa U
OCHOBAHMS JJISl €T0 MPEKPaIICHUS;

- IpaBWJIa OIUIATHI TPYJIa;

- pPOJb TOCYAapCTBEHHOTO pETYIUPOBAHHS B
o0ecreyeHnn 3aHATOCTH HAaCeNICHHUS,

- TPaBO CONMAIBHOM 3aIIUTHI TPAKIAH;
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- TOHATUE JHUCIUIUIMHAPHOW M MAaTepHaIbHOMI
OTBETCTBEHHOCTH PaOOTHUKA;

- BWJABl AJMUHUCTPATUBHBIX IPAaBOHAPYIIEHUU W
aJIMUHUCTPATUBHON OTBETCTBEHHOCTH;

- HOPMBI 3allIUThl HAPYIICHHBIX MPaB U CYIACOHBIN
MOPSIIOK pa3pelieHus CropoB.
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