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1. ACIIOPT PABOYEHM TPOT'PAMMBI YYEBHOM JUCITATLIAHBI

JoxkymMeHTAlIMOHHOE o0ecrevyeHne

1.1. Ob6aacTs npuMeHeHus padoyeil NporpaMMsl

Pabouas mporpamma y4eOHOMN AUCHUILIUHBI SBISIETCS YaCThIO MPOTPaMMBI ITOATOTOBKH
ClienMainucToB cpennero 3seHa B cootBerctBuu ¢ ®PI'OC CIIO m mpumepHON mporpamMmbl B
cootBercTBUU ¢ ®I'OC mo cnenuanbHoctH 38.02.05 ToBapoBeneHUE U SKCIEPTH3a KAYECTBA
NOTPEOUTENHCKUX TOBAPOB B OOIIECTBEHHOM MTUTaHUH.

Pabouas mporpamma yueOHON AUCIUILTUHBI MOXKET OBITh HCIIOJIb30BaHAa TP pealln3alui
IpOrpaMM JIOMOJHUTENBHOTO MPO(EeCcCCHOHAIBHOTO 00pa3oBaHus, a TaKXkKe MpH peaau3aluu
npodeccHoHaNbHBIX  00pa3oBaTEeNbHBIX  IpPOrpaMM IO  CHEHUAIbHOCTAM  CPEIHEro
npo¢eCcCHOHATBLHOT0 00pa30BaHMUA.

1.2. Mecto y4eOHOIl IMCHMILUIMHBI B CTPYKType 00pa3oBaTelbHOH NPOrpaMMbI:
obmenpodeccuoHabHas AUCIUIUTHHA MPO(ECCHOHATBLHOTO ITUKJIA.

1.3. Hean u 3axa4d y4eOHOM IUCHMIUVIMHBI — TPe0OBAHHMS K Pe3yJbTaTaM OCBOEHMS
Y4eOHOM TMCUMILIUHBI:

1.3.1 [lepeueHsb OOIIMX KOMIETCHIIHIA

Kon HaumenoBanue o0ux KoMIeTeH NI

OK 01. [ToHuMaTth CyNIIHOCTh U COLIMATIBHYIO 3HAUMMOCTh CBOEH Oyayieit mpodeccuu,
IIPOSIBJIATH K HEW YCTOWUYMBBINA HHTEPEC

OK 02. OpranuzoBbIBaTh COOCTBEHHYIO AESITEbHOCTh, BHIOMPATh THUIIOBbIE METOIbI U
CHOCO6BI BBIINTOJIHCHU S HpO(bGCCI/IOHa.HBHBIX 3ajJa4, OICHUBATh UX
3 PEeKTUBHOCTH M KAYECTBO.

OK 03. [IpuHuMaTh penieHus B CTaHAAPTHBIX U HECTAHIAPTHBIX CUTYaLUAX U HECTH 32
HUX OTBCTCTBCHHOCTS.

OK 04. Ocy1iecTBIATh TOUCK U HCIIOJIb30BaHKE HHPOPMALIUU, HEOOXOMMOI IS
3(PEKTUBHOTO BBHIMOTHEHUS TPOPECCHOHAIBHBIX 3a71a4, TPOPECCUOHATHHOTO U
JUYHOCTHOTO PAa3BUTHUS

OK 05. Bnanerr uHpOpPMAaLMOHHON KyIbTYpOH, aHaTIU3UpOBaTh U  OLICHUBAThH
HH(pOpMAaIHIO C
UCTIOJIb30BaHUEM HH(OPMAIIMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIOTHi

OK 06. PaboraTh B KOJJIEKTHBE U KOMaH[E, 3P(HEKTUBHO OOIIATHCS ¢ KOJIJIETaMH,
PYKOBOACTBOM, TOTPEOUTEIIMU

OK 07. Bpatp Ha ce0st OTBETCTBEHHOCTH 32 paObOTy WICHOB KOMaH/IbI (MIOAYNHEHHBIX ),
pe3yabTAT BHIOJHEHHS 33 JaHHH
OK 08. CamocTosTeNbHO ONPEEIATh 33/1a4H MPO(ECCHOHATBHOTO M IMYHOCTHOTO

Pa3sBUTHUA, 3aHUMATLCA CaMOO6paSOBaHI/IeM, OCO3HAaHHO INIaHUPOBATH
IOBBIIICHHUEC KBa.HI/Iq)I/IKaI_[I/II/I

OK 09. OpueHTHPOBaTHCS B YCIOBUSIX YACTOM CMEHBI TEXHOJIOTHUI B
npodecCHOHATLHOMN 1A TEIHOCTH.




1.3.2. Tlepeuyenn mpodecCHOHATHHBIX KOMITETEHITUI

Kon HanmenoBanue BUIOB AESITEIBHOCTH U TPOPECCHOHATIBHBIX KOMIIETEHITUN
B/l 1 Ynpaenenue accopmumenmom mosapos (11K 01)
IIK 1.1. BbIsBIIATE TOTPEOHOCTH B TOBapax.
IIK 1.2 OcCy1ecTBIATh CBS3U C MOCTABUIMKAMU U TIOTPEOUTEISIMUA IPOTYKIIH.
IIK 1.3 VYIpaBiasaTh TOBapHBIMU 3allacaMU U ITOTOKaMU
I[IK 1.4 OdopMIIITE JOKYMEHTAIIMIO HA TTIOCTAaBKY M pean3aIiiio TOBAPOB.
BJl 2 IIposedenue sxcnepmusvl u OYyeHKU Kauecmea mosapos
IIK 2.1. W nenTudunupoBats TOBAphI 110 aCCOPTUMEHTHON MPUHA/ITICKHOCTH.
IIK 2.2 Opranu3oBbIBaTh U IPOBOAUTH OLIEHKY KaueCTBa TOBapOB
IIK 2.3 Beimonuate 3amanus skcnepra Oojiee BBICOKOM KBaTM(UKALKMK TPU MPOBEICHUH
TOBapOBEAHOMN IKCIEPTHU3HI.
B/l 3 Opeanuzayus pabom 6 noopazoeneHuu opeaHu3ayuu
IIK 3.1. YyacTBoBaTh B  IUIAHUPOBAHHME  OCHOBHBIX  IIOKA3aTeNe  JESATEIbHOCTH
OpraHM3alHH.
IIK 3.2 [TnmanupoBaTh BHIOIHEHUE PAOOT UCHIOTHUTEISIMU.
K 3.3 Oprann3oBbIBaTH PabOTy TPYAOBOTO KOJIJICKTHBA.
[IK 3.4. KontpomupoBaTh X0m W OIEHWBATh  pe3yibTaThl  BBIOJTHEHUS  paboT
HCIOJTHUTENSIMU
IIK 3.5 OdopMIIATh YUETHO-OTYETHYIO JTOKYMEHTALUIO.
TUTAHUPOBAHMS pabOThI MOIpa3/IeICHHUS.
Nwmeth
MPAKTUYECKU I
OTIBIT B
YmeTh 0(pOpMIIATH U IPOBEPATH MPABHILHOCTH O()OPMIICHUS TOKYMEHTALIUU B
COOTBETCTBUU C YCTAHOBJIECHHBIMU TPEOOBAHUSIMU, B TOM YUCIIE UCIOb3YS
UH(POPMALIMOHHBIE TEXHOJIOTHH;
OCYIIECTBIISITh aBTOMAaTU3HUPOBAHHYIO 00pabOTKY JOKYMEHTOB;
OCYILIECTBIISATh XPAaHEHUE U NTOUCK JOKYMEHTOB;
UCIIOJIb30BaTh TEIEKOMMYHUKAIIMOHHBIE TEXHOJIOTUH B 3JIEKTPOHHOM
JIOKYyMEHTO0000pOTE;
3HaTh OCHOBHbI€ MTOHATHS, LIETH, 3314l U MIPUHIIUIBI JOKYMEHTAIIHOHHOTO

o0ecrieyeHus yrpaBlieHUs;

CHCTEMBbI JOKYMEHTAIMOHHOTO 00ECIICYCHNUS YIIPABICHHS, HX
aBTOMATH3AaIIHIO;

KJIacCH(PHUKALUIO TOKYMEHTOB;

TpeOOBaHUS K COCTABICHUIO U OPOPMIICHHUIO TOKYMEHTOB;
OpraHU3aIMI0 JOKYMEHTO000pOTa: IpreM, 00pabOTKY, peTUCTPAITHIO,
KOHTPOJIb, XpaHEHHE JOKYMEHTOB, HOMEHKJIATYpY JEIT;

1.4. Konn4yecTBO 4acoB Ha 0CBOCHHME ITPOrPAMMBI Y4eOHOM IHCIUIIUHBI:

MaKCUMaJIbHOW y4eOHOW Harpy3Ku oOydJaromierocs - 724aca, B TOM YHUCJIE:

- 00s13aTeNIPHOM ayAUTOPHOM YI4eOHOUW HAarpy3Ku oOydaromerocs - 48 4acos;

- CaMOCTOATENbHOM paboThl oOyuaromierocs - 24 yaca.




2. CTPYKTYPA U COJAEPXKAHUE YUEBHOM JUCIIUILINHBI

2.1. O0beM y4eOHOM TMCHUILUIMHBI U BU/IbI Y4eOHO padoThI

Buna yueOHo# padoThI Oovem
uacoe
MaxkcumanbHas yyeOHass Harpy3ka (Bcero) 72
Oos3aTesqbHAs AyIUTOPHAS y4eOHasi HAarpy3ka (Bcero) 48
B TOM YHCIIE:
nabopaTopHble paboThI -
MPAKTUYECKUE 3aHATUSA 20
KOHTPOJIbHBIE pabOTHI -
KypcoBas paboTa (poekt) (eciu npedycmompero) -
CamocrosiTesibHast padoTa o0yuyaromerocs (Bcero) 24
camocTosTelbHas paboTa HaJl KypCcoBoii paboTol (TIPOEKTOM) (eciu npedycMompeno) -
B TOM YHCJIE:
CocraBnenue u opopmiIeHHE JOKYMEHTOB, MPEIOCTaBICHUE 00pa3IoB JOKYMEHTOB 24

(yHHpHULIHEPOBAaHHBIX (HopM)

Umoeosas ammecmayus 6 ghopme oughghepernyuposanno2o savema




2.2. TemaTH4ecKHii IUIAH U cofiep:KaHHe Y4eOHO# TMCHUILUIMHBI - /JoKyMeHmayuoHHoe obecneyenue
= JocTrxenne
& % = pesyabTara
TS Coaeprxanue yueOHOro MaTepuaJa, JjaboparopHblie padoThl M NPAKTHYECKHE 3aHATHSA, O0bem |[[IpakTHYeckas
E g_ = caMoCTOsITe/IbHAsI padoTa 00y4arIuxcs, JacoB NOATrOTOBKA
g g
BBenenue Conepxanue yueOHOro Marepuaja 2 OK1-11
1. | [TonsaTue, nenu, 3a7a4n, Ha3HAYCHUE CUCTEMbI JOKYMEHTAIIMOHHOTO 00eCIIeueHUs IIK 3.5
yIpaBICHUS
2. | 3HaueHue U cojiepKaHNue JUCHUILIMHBL, U €€ CBSA3b C APYTUMU AUCIUILTHHAMUI
0011enpo¢eCCHOHATBHOTO U CHEIHAILHOTO IIUKIIOB.
3. | OcHOBHbIE MOHATHA: JOKYMEHTAI[MOHHOE O0ECIeueHne yIpaBlIeHus, JOKYMEHT,
JIOKYMEHTOBE/ICHHE
4. | HopmatuBHO-nipaBoBas 6a3a opraHu3anuy JOKYMEHTAIMOHHOTO 00eCieYeH s yIIpaBICHUS
KaK OCHOBA TEXHOJIOTUU NPOLIECCOB YIPABIECHMUS.
JlaGopaTopHble padoThI -
IIpakTnyeckue padboThl -
KoHTpoJibHbIE padoThI -
CamocTosiTesibHasi padoTa 00y4arommxcst -
Tema 1. Coaep:xkanue yueOHOro MaTepuajia 4 2 OKI1-11
Hoxymentn | 1. | ['ocymapcTBeHHas cucteMa JOKyMeHTalmoHHoro obecrieuenus ynpasierus (I'CIOY) — IIK 1.3.
poBaHue CBOJI PaBWJI, YCTAHABIMBAIOIINX €JMHbIE TPEOOBAHUS K JOKYMEHTHPOBAHUIO [IK 3.5
ylpaBJjieH4Ye yIpaBIeHUYECKON AESITEILHOCTH U OpraHU3aliy paboThl ¢ JOKYMEHTaMH Ha IPEIMPHUITHIIX
CKOM pa3IMYHBIX OPraHU3aLMOHHO-TIPABOBBIX (OPM.
aesiteJibHOC | 2. | CocTaB yNpaBJIEHYECKUX JOKYMEHTOB.
™ 3. | Iloustue cucrem JJOKYMCHTAIIMH.
4. | ®yHKIIMOHAJIBHBIE U OTPACIEBbIE CUCTEMBI JOKYMEHTALIUH.
5. | Yaudukanus u crangapTu3anys ynpaBieHYeCKUX JOKYMEHTOB. Y HU(DUIIMPOBAHHbBIE
CUCTEMBI TIOKYMEHTOB, ITPaBHJIa UX COCTABJICHUS
JlaGopaTopHble padoThI -
2

IIpakTHYecKkHne 3aHATHA
1.Onpenenenue coctaBa ynpaBiIeHYECKUX JOKYMEHTOB Ul YHU()UIUPOBAHHBIX CUCTEM
JOKYMCHTAIIUN

KoHTposbHbIe padoThI




CamocrosiTesibHast paboTa 00y4aKOIIUXCH: 3
1.0Opopmnenne anpbboMa yHUGUIIMPOBAHHBIX (POPM JOKYMEHTOB
Tema 2. Copep:xxaHue y4e0HOIro MmaTepuaJja 12
Cucrema 1. | YHu¢unupoBaHHas cucTeMa OpraHn3allOHHO-paciopsAauTeabHOl nokymeHTauuu (OP/I). OK1-11
OpraHu3anu I'OCTr1 Ha OPJl. TpeboBanust kK 0HOPMICHHIO JOKYMEHTOB. [IK 1.4.
OHHO- 2. | Cnoco6sbI co3nanusi, GyHKIMH U KIIACCU(PUKALUS JOKYMEHTOB: OPraHU3alliOHHBIC IIK 3.5
pacnopsiiuT JIOKYMEHTBI, pacliopsiAuTeIbHbIE, CIIPABOYHO-UH(POPMAIIOHHBIE, CITYKeOHbIE MHChMA.
eJIbHOY 3. | Opranu3zannoHHbIE TOKYMEHTBI: YCTaB, II0J0KEHUE, IOTOBOP yUPEAUTENEH, TpaBuiIa
AOKYMEHTAI BHYTPEHHETO TPYA0BOro pacnopsaka. Oco6eHHOCTH 0OpMIIEHHUS.
HH 4. | PaciopsauTenbHble TOKYMEHTBI: U3aBaeMble Ha OCHOBE €MHOHAYaINs IPUKa3bl (110
OCHOBHOM JI€ATEIbHOCTH U 10 TJUMYHOMY COCTaBY), PaCIOPSLKEHHS, YKa3aHH; N3/laBacMble
Ha OCHOBE KOJUIETMAJIbHOCTH: IOCTAHOBJICHHUSI, PELICHUS, HHCTPYKLIUH.
5. | CnpaBoyHO-MH(POPMALMOHHBIE JOKYMEHTBI: aKTh, JOKJIaHas (CiIy)keOHast) 3aIHCcKa;
CIpaBKa.
6. | OopmieHre akTOB HAJIOTOBBIX MHCTIEKIMNA. OcOOeHHOCTH 0(OPMIICHHUS AKTOB PEBU3UU
kacchl. [Topaok cocTaBiaeHHs aKTOB CBEPKHU pPacueTOB MEXy AEOUTOPAMU U
KpEIUTOPaMHU.
7. | Ciyxxebnble nucbma. Kinaccuukanus KoppecroHACHIMN: UHUIIMATUBHAS U OTBETHAs,
JIeNIoBast 1 KOMMEpUecKasl.
JlaGopaTopHble padoThI -
IIpakTHyeckne 3aHATHS 6
1.0¢dopmieHne TOKYMEHTOB U POBEPKA MPaBUILHOCTH UX O(OPMIICHUS:
2. OdopmiieHe pacriopsaUTEIbHBIX JOKYMEHTOB. AKT. CocTaB peKkBU3UTOB. OCOOEHHOCTH
odopmIIeHUS
3. CocraBieHnue u opopmIICHUE IETOBBIX MMHUCEM.
KonTposbHble padoThI
CamocTosiTesibHasi padoTa 00y4arommxcst 7
1. Opopmnenne pekBusuToB B coorBercTBru ¢ ['OCT P 6.30-2003
2. OdopmieHue JOIKHOCTHON HHCTPYKITUH.
3. OdopmieHne akra.
4. OdopmiieHre TapaHTHITHOTO MHUChMA.
Tema 3. Coaepixkanue yueOHOro MaTepuajia 10
HorosopHno- | 1. | Ilonarue noroBopa, cornamenus. Tunosas popma gororopa. OK1-11
npaBoBast 2. | ®opmyIisip 10roBopa Ha BO3ME3IHOE OKa3aHUE YCIIYT. IK 1.2.




JOKYMEHTAIL
us

Odopmiienne JoroBopoB 00 0OKa3aHUH MAPKETUHTOBBIX YCIIYT, CTPAXOBBIX YCIYT.

DopMyIIsip TOTOBOpa CTPAXOBAHMUSL.

Tpancnoptasie goroBopsl. OpopmiieHre J0roBopa TPAaHCIOPTHOM SKCIICAMUIINH.

[TpumepHBbIe (hOPMBI 1OTOBOPA MOPYUEHHUS U JOTOBOPA KOMUCCHH.

Tunosas popma KpeIUTHOTO JIOTOBOPA.

Sl IS Rl Pl B

[TpumepHas ¢popma 10roBOpa NOPYUUTENHCTBA.

9. | YaudunupoBanHas Gopma KpeAUTHON 3a5BKH.

10 | IlpumepHas popma 3a10roBOro 00s3arenbCTBa.

11 | TunoBas hopma OaHKOBCKOW TapaHTHH.

12 | TunoBas popma goroBopa GaHKOBCKOTO CUETA.

13 | Ilpumepnast popma nqoroBopa OaHKOBCKOTO BKJIaJIA.

14 | O6pa3s1ipl JOTOBOPOB O JEMO3UTHOM BKJIAJIE.

15 | TunoBo¥ JOroBOp HA OCYLIECTBICHHE KPEAUTHO-PACUETHOTO OOCITYKUBAaHUSI.

16 | OdopmiieHre PUITIOKEHUI K JJOTOBOPAM.

17 | IIpoTokouibl pa3Horaacuil K 1oropopaM. @opmsl IPOTOKOJIOB pa3HOIIACUH.

18 | YaudunupoanHas popma cornamenuss 00 N3MEHEHUH U JOTIOJTHEHUH K JJOTOBOPY.

19 | YuudunupoBannas opma cornameHus o 3aMeHe Joropopa (HOBaIus).

20 | YaudunmpoBanHas Gopma 0 pacTOp>KEHHUH JIOTOBOPA.

JlaGopaTopHble padoThI

IIpakTHYecKkHne 3aHATHA
1.CocraBnenue u opopmMIICHHE TOTOBOPOB
2. OdopmiieHHE IPUIIOKEHUH K TOTOBOpaM

KonTposbHble padoThI

CamocrosiTesbHast padboTa 00y4aroIUXCcs

1. U3yuenne ocoOCHHOCTEN COCTABJICHUSI HEKOTOPHIX BUOB JIOTOBOPHO-TIPABOBOM
JOKYMEHTAIUH: IOTOBOP MOPYUYUTEIHCTBA, IOTOBOP OAHKOBCKOTO CYETa, JOTOBOP OAHKOBCKOTO
BKJIaJIA.

2. Uzyuenue u npexacraBieHue (HOpMbl CoranieHnii 00 U3SMEHEHUH U JONOJTHEHUH K
JIOTOBOPY; COTJIAIIEHUs O 3aMEeHe TOTOBopa (HOBallKs); O PaCTOP’KEHUHU JOrOBOPA.

Tema 4.
JdoxymeHTBI
mno
BHEIIHEIKO
HOMMYECKOI
JesITEeJILHOC

Conepxanue yueOHOro Marepuaja

[IK 1.4.
IIK 3.1.
IK 3.5.

1. | Kmaccudukamus 1o0KyMEHTAIMH 110 BHEIITHEOKOHOMUYECKON eATEIbHOCTH:
KOMMEpYECKHE NMUChMa, JIOTOBOPBI.

2. | 'ocThl Ha TOKYMEHTAIMIO IO BHEIIHEAKOHOMUYECKOHN JAESATEIbHOCTH.

3. | Kommepueckue nuceMa. biiankun koMMep4ecKux nmuceM. PekBu3nuThl hopmyssipa
KOMMEPYECKOT0 MUChMa.

OK1-11
IIK 3.1.-
1K 3.5.




4. | TunoBbie GOPMBI KOMMEPUECKUX MTUCEM: 00PA3IIbI 3aIIPOCOB M OTBETOB O (PMHAHCOBOM

™
MOJIO’KEHUH KJIMEHTa, CTaTyce QUPMBI; ONpe/ieJieHUe YCIOBUN UCTIOTHEHUS 3aKa30B U
YCIIYT; UCTIOTHEHHE KOHTPAKTOB; O KPEAUTHBIX OINEpaIMsX; O BEICTABICHUHU CYETOB; 00
OCYIIIECTBIICHUU TIaTeXei; 00 aKIIEeHTUPOBAHUHU MPEITIOKEHUH, OTKAa30B, aHHYIUPOBAHUHU
3aKa30B; O paCTOP’KEHUU KOHTPAKTOB.
5. | Buasl 1oroBopoB, 0(OpMIISIFOIIMX BHEITHEIKOHOMHUYECKYIO AESITEIbHOCTD.
6. | TunoBo# MeXyHapOIHBIM JOTOBOP O KYIUIE-IPOJAXKE.
7. | ®opMbI IPUITOKEHUN K JOTOBOPaAM.
8. | Oopmienue nononHeHuH U cnenuuKanuii K KOHTPAKTaM.
9. | TpeboBaHust MEXAYHAPOAHOTO apOUTpaka K COCTABIICHUIO U OPOPMIICHHUIO
IIPETEH3MOHHO-UCKOBBIX JOKYMEHTOB 10 BHEIIHEAKOHOMUYECKON AESITEIbHOCTH.
JlabopaTopHblie padoThl
IIpakTnyeckue 3aHATHS
1.CocraBnenue u opopMIIeHUE TOKYMEHTOB 10 BHEITHEAKOHOMUYECKON JEATEIIEHOCTH.
2.0dopmiteHre MPUIIOKEHUN K IOTOBOPaM M JIOTIOJTHEHUH M crieliUKaIil K KOHTPAKTaM.
KonTpoabHbie padoThl
CamocTosiTesibHasi padoTa 00y4arommxcst
1. ITogroroBka 06pa3ioB 0hOpMIIEHHUS TUIIOBBIX (HOPM KOMMEPUECKUX MTUCEM
2. OdopmieHne nucbMa 3apyoe)KHOMY TTapTHEPY
Tema S. Coaepixkanue yueOHOro MaTepuajia
IIperensuon | 1. | JIokyMeHTBHI, 0(OPMIISIONIHE MOPSIOK PACCMOTPEHHUS CIIOPOB MEXKTY FOPUANICCKUMU OK1-11
HO-UCKOBas U AMH. IIK 1.2
noxkymenTan | 2. | IlpaBuia opopmieHHs NPETEH3MOHHBIX MHCEM. 1K 3.2.
ust 3. | O6pas1pl MPETEH3Hii K IEPEBO3YHKY. IK 3.4.
4. | ®opmynsap oT3bIBa Ha npeTeH3ut0. OOpasibl OT3HIBOB.
5. | ®opMyIsip HCKOBOTO 3asiBJIICHUSI.
6. | TpeboBanust K 0pOPMIICHHIO UCKOBBIX 3asBICHH.
7. | lopsiaok HampaBieHust 1 0pOPMIIEHHS OT3bIBa Ha HCKOBOE 3asIBICHHUE.
JlabopaTopHblie padoThl
IIpakTHYecKkHne 3aHATHA
1.CoctaBnenue n opopmieHIE TPETECH3MOHHO-UCKOBOM TOKYMEHTAIIUH.
KonTtpoabHbie padoThl
CamocrosiTesibHasi padoTa 00y4arommxcst
1. CocTaBieHHE pPa3IMYHBIX BUAOB IPETEH3UM U UCKOBBIX 3as1BJICHUM.
Tema 6. Copep:xxaHue y4e0HOIro MmaTepuaja OK1-11

10




Opranuszan
usi paboTsl ¢
AOKYMEHTaM
u

CtpykTypa v QyHKINU CIyX0 JOKYMEHTAITMOHHOTO O0ECTICUeHHs yIpaBICHUSI.

Opranun3zaiys padoT ¢ JOKYMEHTaMH, KOMITBIOTePH3alHsl JOKYMEHTAIIHOHHOTO
oOecrieyeHus 0POPMIICHHS

KoHTposb ucnosiHeHus: JOKYMEHTOB. TUIIOBBIE U MHIUBUYAJIbHBIE CPOKU UCTIOJTHEHUS
JIOKYMEHTOB.

OpraanauHﬂ 1 TEXHUKA KOHTPOJIA UCITOJTHCHUA.

CI/ICTeMaTI/I3aI_II/ISI JOKYMCHTOB U UX XPAHCHHC.

Howmenknarypa nen. OdopmiieHne HOMEHKJIATYpPBI €.

DKCIepTu3a EHHOCTH JOKYMEHTOB.

ITogroroska e K cadye B BEAOMCTBEHHBIN aApXUB.

LR |\n |+

3aKOHOJIaTeNIbHBIE AKTHl 1 HOPMATUBHO-METOANYECKHUE TOKYMEHTHI DeepanbHON
ApXUBHOU cITy>K0bI Poccuy o apXuBHOMY XpaHEHHIO JJOKYMEHTOB.

JlaGopaTopHblie padoThI

IIpakTHYecKkHne 3aHATHA

1.0tpaboTka nmpaBui oOecriedeHus] XpaHEHUS U y4eTa JOKYMEHTOB B COOTBETCTBHH C
TpeOOBaHUSMH CUCTEMbI IOKYMEHTALIMOHHOTO 00eCeueHUs:

2. [TpoBeneHue 3KCepTU3bl IIEHHOCTH IOKYMEHTOB.

3.IToaroToBKa Jen K cllaue B BEIOMCTBEHHBIH apXUB.

JAnddepeHIupoBaAHHDBIN 3a4ET

CamocrosiTesibHasi padoTa 00y4arommxcst
1. OpopmiieHHE HOMEHKIATYPHI e, 00T0XKKH JIena

IIK 3.2.
I1K 3.4.

Bcero:

72

20
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3. YCJIOBUA PEAJIN3AIIMM YYEBHOM TUCIHUILIVHBI

3.1. TpeOoBaHMs K MATEPHAJIBLHO-TEXHHYECKOMY 00ecIeYeHU 0

[Iporpamma y4eOHOW JUCHMIUIMHBI peaM3yeTcss B Yy4eOHOM KaOWHETE COIMaIbHO-
SKOHOMHMYECKUX JUCUHUTUIMH.

O6opynoBanue yaeOHOTo KabUHeTA!

- IOCAaJOYHLBIC MCCTA IO KOJIMYCCTBY O6y‘~IaIOH_[I/IXC$I;

- paboyee MeCTO Mpeno1aBaTes;

TexHuueckue cpeacTBa 00ydeHUs:

- KOMIIBKOTEP C JIMIICH3UOHHLIM ITPOrpaMMHbBIM OGGCHG‘-IGHI/IGM

- MYJIbTUMEIHAIIPOEKTOD;

3.2. UudopmannonHoe odecriedyeHue 00yuyeHust

Ilepeyenns yyeOHbIX n31aHuil, UHTEepHeT-pecypcoB, JOMOJHUTEIbHON JUTEPATYPbI
OCHOBHBIE UCTOYHUKHU:

[Tmenko A.B. JlokymMeHTanmmoHHOE o0ecrieueHue yrpasieHus: Yueo. mocooue/ A.B. Ilmenko—
M.: Axagemus, 2015.

Pymbinuna JILA. JlokymeHTanmonHoe odecriedenue ynpasienus: Yueb. / JILA. PympiHuna— M.:
Axanemus, 2015.

Paznopoxusiit A.A. JIokyMEHTHpPOBaHKE YIIPABICHUYECKOH esTenbHOCTH: Yuel. mocobue / A.A.
Paznopoxusiii — M.: UHOPA-M, 2018.

JlononHuTeIbHbIE UCTOYHUKU:

BacakoB M.I., 3amsitikoBa O.U. [lenonpousBoactso: Yueb. / M.U. bacakos, O.W. 3ambinikoBa—
Pocros u//]: ®enukc, 2016.

bacakoB M.U. Ilpuka3 u gemoBoe nmucbmo: I[Ipakrrnueckoe mocodue. / M.U. bacakos— Poctos
H/]1: ®enunkc, 2016.

JlonataukoBa E.A. JlenonmpousBoactBo: OOpa3ipl JOKYMEHTOB ¢ KoMMeHTapusmu. / E.A.

JlonaraukoBa— M.: Omera-JI, 2016.
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4. KOHTPO.JIb U OLIEHKA PE3YJIbTATOB OCBOEHMUSI
YYEBHOM JUCLHUILINHEI

(DOpMI)I 1 METOAbI OLICHKHW U KOHTPOJIA

DOC

Texkyuuii KOHTPOJIb

npakThyeckas padoTa

Kpurepun orneHkn npakTuueckoi paboThl

TECTUPOBAHUE

Kpurepuu onieHkun

HpOMe)KyTO‘lHaﬂ aTTecranus

3auéT no MaTepuagaM CTaHJapTU3UPOBAHHON
dbopMsI (cnierudukanus, 3aJaHue, KPUTEPUH
OIICHUBAHUS ):

TECTHPOBAHUE

MPAKTUYICCKOC 3aJaHNC
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