Komurer obpasosanns u Hayku Kypekoii o6nactu

o6nacTHOE OIOKETHOE MPOdeCCHOHANBHOE 06pa303a're31woe-yq1:femeﬂné :
«Kypckui rocy1apcTBEHHBIH MOJUTEXHUYECKII KOJIJIE K |
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Pa6ouas nporpamma y

JOKyMeHTAIHOHHOE 00

st crreranbrocTH 38.02.01 DxoHom



P 4
abouas NporpamMma y4eGHOH JAMCHMILIHHEI pa3paboTaHa Ha OCHOBE

(eneparbHOrO  roCyIapcTBEHHOrO 00pa3oBaTeNbHOrO  CTaHapTa CPEIHEro
MPO(ECCHOHATBHOTO 00PAa30BaHMs MO CHELHUANEHOCTH 38.02.01 DxoHOMHKA |
Oyxranrepckuil yuer (1o OTpaciisiM), yTBEPXKIAEHHOrO nprkasoM MuHHCTEpCTBa
00pa3oBaHHs H Hayku Poccuiickoii deneparuu or 05 despans 2018 roma, Ne 69

(3aperucTpupoBaH MunncrepeTBoM rocTHImE Poccuiickoii Deneparun 26 Gepains

2018 rona, perucTpaliOHHBIH Ne50137)

Paspaboruuk: Manbiuesa A.B., npenogasatens OBIIOY «KITIK»

Pabouas mporpamma y4eOHOM IUCHHUIUIHHEI «JloKyMeHTaIlMOHHOEe olOecredyenue
VIpaBJIeHH» paccMoTpeHa u onofpena Ha 3acemannd II(I)K «Dxonomuka u

OaHKOBCKOE J1eJI0»

[Tpotoxon Ne 77 ot «14» mons 2018 r.

Tlpencenatens H(H)K gﬁ/ﬂ & BOI[SIKOBa

PaGoyast mporpamMma y4eOHOH AMCLMILIMHBI «JloKyMeHTalMOHHOe obecreyeHne
yIpaB/IeHHs» pacCMOTPEeHa 1 0l00peHa Ha 3ace/iaHui MeTouyeckoro copera

IIporokoi Ne 3 ot «21» rrons 2018 .
[Ipencenarens MeToquYECKOro COBETa . H. Tonvmavesa

3aMecTUTENb aneKTopa 1o y4eOHoi paﬁoTe%% H.IO. Tapacosa




AHHOTanus padoyeil nporpaMMbl Y4eOHOM TUCHMIIMHBI «/[OKyMeHTallMOHHOE
o0ecrnevyeHune ynpasBJaeHUsD)

I[I/ICI_II/IHJII/IHEI BXOOUT B O6Hl€HpO(1)CCCHOHaHBHBIﬁ UK IIporpaMmbl IMOATOTOBKH

CHELUAINCTOB CPeAHEro 3BeHa no cnenuanbHocTu 38.02.01 DkoHOMUKA U OyXraaTepCcKui y4yeT
(o oTpacusm).
Ieau u iIaHUpPyeMble pPe3yJIbTaThl OCBOCHHS U CHUILIHHBI:

Kon Ymenus 3HaHuAg
I1K,
OK

OK 01 | ¥1 - ucionp3oBath  uH(POpManoHHBIE | 31 — OCHOBHBIX HCTOYHUKOB HH(POPMAITHH
pecypcbl Uil  TOMCKAa M XPaHEHWs | M PECypcoB [UIsl pelleHus 3adad |
uHdopmaIuy; podiaem B npodeccruonanbHON
Y2 — npaBWIbHO BBIABISATH M HCKaTh | I€ATEIbHOCTH;
uH(pOopManuIo, HEOOXOIUMYIO st | 32 — aJrOpuTMOB BBINIOJIHEHUS PaOOT B
pelIeHus 3aJJa4 Wi POOJIeMBbI po(eCcCUOHATIBEHON U CMEXHBIX 00J1aCTsIX

OK 02 | Y3 - onpenensTe 3a1a4u MOMUCKa 33 — HOMEHKJIATypbl MHPOPMALMOHHBIX
uHdopmanuu; MCTOYHUKOB MPUMEHSIEMbBIX B
Y4 - BpiensaTh HaumbOosee 3HAYMMOE B | MPOQPECCHOHANBHOMN EATEIbHOCTH;
nepedHe nHpopmanuu; 34 — ¢popmara oopmiieHHs PE3yJIbTATOB
Y5 - opopMIIATH pe3ynbTaThl IOUCKA noucka UH(pOpMaLHH.

35 - oprammzanmuu JIOKyMEHTOOOOpOTa:
npueMa,  oOpaOOTKH,  perucTparui,
KOHTPOJISI,  XpaHEHHs  JOKYMEHTOB,
HOMEHKJIATYPBbI J1e]

OK4 | Y6 - UCIIOJIb30BaTh | 36 - TpeOoBaHUMU K COCTaBIEHUIO U
TEJIEKOMMYHUKALIMOHHBIE TEXHOJIOTMU B | OPOPMIIEHUIO JOKYMEHTOB
AJIIEKTPOHHOM JIOKYMEHTO000pOTE

OK | Y7 — npuMeHATh CpeacTBa 37 — COBpEMEHHBIX CPEJCTB U YCTPOMCTB

09 MHPOPMALIMOHHBIX ~ TEXHOJOTWH  JUIs| MH(OPMAaTU3ALINY;
pelieHus: npoecCuOHANBHBIX 3a/1a4; 38 — npuMeHeHus IporpaMMHOE
¥8 - ucnonb3oBaTh  COBpEMEHHOE | oOecrieueHue B MpodecCHOHAIbHOM
IporpaMMHOE 0OecreyeHHe JESATENbHOCTH.

OK10|Y9 - odopmuate u  1poBepsATh | 39 - TpeOOBaHMA K COCTaBICHHIO U
IIPAaBUJIBHOCTD opopmiieHuUs1 | 0POPMIIEHUIO TOKYMEHTOB
JOKYMEHTAllMM B COOTBETCTBHUM  C
YCTAaHOBJICHHBIMU TPEOOBAaHUSMH, B TOM
YUCII€  HUCIOJIb3Yys  MH(POPMAalUOHHBIE
TEXHOJIOTHH

K | Y10- BBITIOJIHATH KOHTpoJbHbIE | 310 — TpeOOBaHMI K BBIIOJHEHUIO

2.7 |mpoueaypsl M HMX JOKYMEHTHUPOBaHHUE, | KOHTPOJIbHBIX nporueayp u ux
TOTOBUTh U O(QOPMIISTH 3aBEPIIAOILIUE | TOKYMEHTHUPOBAHUIO
MaTepuaibl 0 pe3yJibTaTaM BHYTPEHHETO
KOHTPOJIS

O0beM yueOHOM NMCHUIJIMHBI M BUIbI Y4e0HOH padoThl

| Bup yueOHo# padoThl

| O0bem yacoB




O06bem 00pa3oBaTeIbHOI MPOrPaAMMBbI 58
CamocrosiTeibHasi padoTa 2
O0beM padoThI 00yUAOHIUXCH BO B3AUMOJACHCTBHU C 50
npenojaBaTejieM

B TOM YHCJIE:

TEOPETUYCCKHUE 3aHATHUS 20
71a00paTOPHBIE 3aHITUS -
IIPAKTUYECKNE 3aHSATHSI 26
KypcoBasi paboTa (IIpOeKT) -
KOHTpOJIbHAsI paboTa 2
KOHCYJIbTall! 2
IIpome:kyTouHasi aTTeCTAlUSA 6

Dopmel camocmosimenvrou pabomsi (110Ar0TOBKA IEKTPOHHON MPE3EHTAIUN)

IIpomexyTouHasi aTTecTauys NPOBOAUTCH B (hopMe IK3aMeHA

Conep:kanue IMCUUTIMHBI

Paszaes 1. OCHOBBI JOKYMEHTHPOBAHUSA YIIPABJEHYECKOH 1esATeJIbHOCTH.
Tewma 1. 1 JlokyMeHT, ero ¢pyHKIHH U CBOMCTBA.
Tema 1.2 CoBpemeHHBIE CIOCOOBI U CPEJICTBA CO3/1aHUS TOKYMEHTOB.
Tema 1.3 IlpaBuna opopmiIeHUS U COCTABIICHUS TOKYMEHTOB.

Paszpnes 2. Opranusanms cMCTeMbl JOKYMEHTALMOHHOI0 o0ecneyeHusl.
Tewma 2.1 OpranuzalmoHHO-pacHoOpsAUTENbHAS U CIIPABOYHO-
UH(GOPMAIIMOHHAS IOKYMEHTaLUA.
Tema 2.2 JloroBopHO-TIpaBOBas IOKyMEHTAIUs

Paszpen 3. CucremaTrusanus U XpaHeHHe JOKYMEHTOB.
Tema 3.1 ITopsiiok cucTeMaTu3auy U XpaHeHUs IOKyMEHTOB



