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Pabouas nmporpamma oOmienpodeccHoHalIbHONW AUCIUILUIMHBL pa3padoTana Ha ocHoBe PI'OC
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1. MACIIOPT PABOYEM MPOTPAMMBI YYEBHOM JUCIHHAIIINHBI
«JIOKYMEHTAIHOHHOE 00ecIieueHHue YIIPaABJIeHHU I

1.1. ObaacTs npuMeHeHus1 padoyeil MPOrpaMMbl

PaGouass mporpamma y4yeOHOM ITUCHUIUIMHBI SIBJISETCS YacThiO MPOrpaMMbl HOJATOTOBKU
CHenuanrucToB cpennero 3seHa B cooTBeTcTBUM ¢ ®I'OC mo cnemmansaoct CIIO 38.02.04
Kommeprius (1o otpacisim).

Pabouas mporpamma y4ueOHOW IUCHMIUIMHBI MOXET OBITh HCIIOJNB30BaHA B MpPOTrpamMMax
JIOTIOTHUTEIBHOTO MPOo(ecCHOHaTbHOTO 00pa30BaHHUS.

1.2. MecTo yueOHo# nucuuniannbl B crpykrype IHIICC3:
I[1.00 IlpodeccrnonanbHBINA UK.

1.3. Heau u 3agaumn y4eOHOM QMCHUIUIMHBI — TPEOOBAHUSA K Pe3yJibTATAM OCBOEHHS Y4eOHOI
AUCHHUIJIMHBI:

B pe3ynbraTe ocBoeHUs yueOHOMN IUCHUILIMHBI 00Yy4atoLUiics JOKEH YMETh:

- 0hOpMIIATE W TPOBEPATH NPABMIBHOCTE OQOPMIICHHS JTOKYMEHTAllMd B COOTBETCTBUHU C
YCTAHOBJICHHBIMH TPEOOBAHUSAMHU, B T.4U. UCII0JIb3Ys HH(OPMAIIMOHHBIE TEXHOJIOTUY;

- IPOBOJUTH ABTOMAaTU3UPOBAHHYIO 00pabOTKY TOKYMEHTOB;

- OCYILECTBJISATh XPAaHEHUE U IOUCK JOKYMEHTOB;

- MCII0JIb30BATh TEJIEKOMMYHHUKAIIMOHHBIE TEXHOJIOTUH B 3JIEKTPOHHOM JIOKyMEHTOOOOPOTE.

B pe3ynbTate 0CBOCHHUS YyUeOHOM AMCIUIIMHBI 00YYAIOIIUICS JOIDKCH 3HATh:

- OCHOBHBIC IMOHATHUA: LEJIH, 3ada41 U IPUHIHIIBI JOKYMCHTAIHOHHOT'O olecrieueHns YIIpABJICHUA,

- CHCTEMbI JOKYMEHTAIIHOHHOTO 00ECIICUCHHUS YIIPABIICHHSI, X aBTOMATHU3aI[HIO;

- KJIACCU(UKAIIHUIO TOKYMEHTOB;

- TpeOOBaHUS K COCTABICHHUIO U O(OPMIICHHUIO TOKYMEHTOB;

- OpraHu3alMi0 JOKYMEHTOO0OpOTa: mpueM, OO0pabOTKy, PErucTpanuio, KOHTPOIb, XPaHCHHUE
JIOKYMEHTOB, HOMECHKJIATYpY JIEI.

1.4. Kosiu4ecTBO 4acOB HA OCBOeHHe padoyeii mporpaMMbl y4eOHOI THCIMIIJIMHBI:
MaKCHUMaJbHON yueOHON Harpy3ku oOyvaromerocsi_/2 daca,
B TOM YHCIIE:

00s13aTeNIbHON ayIUTOPHON yueOHOM Harpy3ku odyuatomierocs_48 yacos,

B TOM 4HcIIe B (hOpMe MIPAKTUUECKON OArOTOBKU-34 Haca;

CaMOCTOSITENTLHOM paboThl 0OyJaromerocs_24 daca.



2. CTPYKTYPA U COJAEPKAHUE YUEBHOM JUCHUNJIAHBI

2.1. O0bem yueOHOM TUCHUIJIMHBI U BUABI Y4eOHOH padoThl A1 04HOH (GOpPpMBI

00y4eHus

Buna yueOHoii padoThl Oovem uacos
MakcumaibHas yyeOHas Harpy3ka (Bcero) 72
O6s13aTeJibHAsI ayIUTOPHAs y4eOHAasi HATPY3Ka (Bcero) 48

B TOM 4YHCJIC B (bopMe HpaKTquCKOﬁ IIOJATOTOBKH

B TOM YMCJIC:

TeopeTnueckue 3aHATUA

34

B TOM 4YHCJIe B (hopMe IPaKTUUECKON MOATOTOBKH 20
MPAKTUYECKUE 3AHATUSA 14
B TOM 4YHCJIe B (hopMe NPAKTUUECKON TOATOTOBKH 14

KOHTPOJIbHBIE pa0OTHI -

KypcoBasi paboTta (IIpOeKT) (eciu npedycmMompeHo) —

CamocrosiTesbHas padora o0yuyawuerocs (Bcero) 24

B TOM YHCJIC:

camocrosiTeNbHas paboTa HaJ KypcoBOMl paboToil (IpoeKkToMm) (eciu

npeoycCMOmpeHo)
pabota ¢ nHOOPMAITMOHHBIMH HCTOYHUKAMH 14
BHEAYJIMTOPHAsl CAaMOCTOsITeNIbHAs paboTa 10

Ilpomesicymounas ammecmayus 6 popme ouggepenyuposanno2o 3auema

2.2. O0bem yueOHOV JUCHMILIMHBI U BHAbI Y4e0HOI pa0doThI 115l 3204HOM

¢popmbl 00yueHus1

Buj yueOHoit padoThI Oovem uacos
MakcumajbHas yyeOHas Harpys3ka (Bcero) 72
Oo6s13aTesibHAsI ayIUTOPHAs Y4eOHAasi HATPY3Ka (Bcero) 10

B TOM YHCJIC:

TeopeTnyeckue 3aHATUA

B TOM 4YMCJIC B (1)0pMe HpaKTquCKOﬁ IIOATOTOBKH

6
3
IIPAKTUYECKUE 3aHATUS 4
B TOM 4HcClIie B (hOpMe MPAKTUIECKON MOJITOTOBKU 4

KOHTPOJIbHBIE paOOTHI -

KypcoBasi paboTta (IIpOeKT) (eciu npedycmompeHro) —

CamocrosiTeJibHAasi padoTa odyuarnierocs (Bcero) 62

B TOM YMCJIC:

paboTa HaJl KypcoBoil paboToi (IIpOeKTOM) —

paboTa ¢ AIEKTPOHHBIM YI€OHUKOM 22
paboTa ¢ pa3nuuHBIMH HH()OPMAIIMOHHBIMUA UCTOYHUKAMU 20
pedepaTuBHas paboTa, TBOPUECKHUE 3aJaHUS -

BBINOJIHEHNE KOHTPOJBHON paboThI 20

IIpomesicymounas ammecmayus 6 popme 3auema







2.2. TemaTu4eckuii IJIaH U cojepkaHue y4eOHoi Tucunminabl JJokyMeHTallHOHHOE 00ecnieueHne YPaBaeHusl

HanmeHoBanue ConepixaHue y4eOHOr0 MaTepHaJia, 1a0opaTopHble padoThl M MPAKTHYECKHe 3aHATHS, O0bem | YpoBeHb
pa3aesioB M TeM caMoCTOosITeJIbHAs paboTa 00y4aomuxcs, KypcoBas padora (IpoeKT) (eciu npedycmompeHst) 4acoB O0CBOEHMS
1 2 3 4
Paznen 1.
JlokymeHTHpOBaHHE
yHpaBJIeHYeCKOMH
nesareabHocTH (1OY) 10
BBenenne CosiepkaHrie yueOHOro MaTepuaa
1.0 Teopernueckue 3aHATHA.
IonsiTHe, nean, 321241 ¥ NPUHIMIBI 1€J10NPOU3BOCTBA
[onsTre, nemu u 3anaun quctuILIHHbL «JI0OY». CBsi3b €€ ¢ IpyruMH IUCUUILTHHAMH. 2 1
Tema 1.1. CosiepkaHue yueOHOro MaTepuaa
T'ocymapcrBennas 111 Teopernueckue 3aHATHS
cucrema 1OY TocynapcrBennas cucrema JIOY 2 2
CamocrositenpHas paboTa 00yJaromuxcst
1. Pabota ¢ nHpOpMaMOHHBIMU UCcTOYHUKAaMU: «['ocynapcTBeHHas cucTeMa JOKYMEHTAIllMOHHOTO O0ECTICueHHs YIpPaBICHHUS.
OcHoBHbIe TONOXEHUs. OOmme TpeOOBaHMA K IOKyMEHTaM WM CIyX0aM [OKyMEHTaIlMOHHOro obecmeueHus». d3 «O06
nHPOpMAINH, HHPOPMATH3AIIUH U 3aIIUTE HHPOPMAITHN) 6
Paznen 2.
Cucrema opraHM3auMOHHO-
pacnopsiAuTebHOM’
AOKYMEHTAINH 22
Tema 2.1. Conepkanne yueOHOro Marepuaa
Kaacenduxamus 211 Teoperuyeckue 3aHATHS, B TOM 4Yucje B popMe NPAKTHUECKOIl MOr0TOBKH
OpraHu3anMoHHO- Knaccnpukauus opraHn3aiimoHHO-PacoOpAINTEIbHON TOKYMEHTAIuN
pacnopsiAuTeIbHOM’ VaudunupoBannas cucrema OPJl. Knaccuduxanms OPJI: opraHu3aimoHHBIE TOKYMEHTBI, PacCHOPSANUTEIbHBIC,
noxkymentanuu (OPJI) crpaBo4HO-UH(OPMALIMOHHEIE, CIy)KeOHbIe nuchbMa. TpeboBaHus K COCTABICHUIO M 0()OPMIICHUIO TOKYMEHTOB 2 2
[TpakTH4eckue 3aHsITHs, B TOM 4Kcie B popMe nMpakTHIeCKOi NOATOTOBKU
2.1.2. CocraBjeHne U 3a10/HeHNe 0JIAaHKOB NMPUKa3a M0 JHYHOMY COCTaBY 2
2.1.3.CocraBjieHre IPUKAa3a 0 OCHOBHOI IeITeJbLHOCTH 2
2.1.4.CocraJjieHue u opopMJieHHE IPUKa3a 00 YYETHOI MOJIMTHKE OPraHU3alUuU 2
CamocrosiTenbHas paboTa 00yJarommxCs
1. Pabora ¢ napopmanmonnsiMu ucrounukamu: "T'OCT P 6.30-2003. IN'ocymapcTBeHHBIN cTaHgapT Poccuiickoit dexepannn.
YHuUIMPOBAaHHBIE  CHUCTEMbl  JIOKYMEHTALMH. YHU(DHUIUMPOBaHHAs  CHUCTEMa  OPraHU3alHOHHO-PACHOPSIUTENBHOM
JokymeHTarmn. TpeboBanus K 0pOpMIICHHIO JOKYMEHTOB" 4
Tema 2.2. ConepxaHue yaeOHOTro MaTepuaa
Kaaccnpukanus 291 T =
2. eopeTHYECKHe 3aHSATHS, B TOM Yucie B popMe NPaKTHYeCKOii NOAr0TOBKHU
KOppECHOHACHIIH CnpaBo4yHO-HH(}OPMAIMOHHBIE JOKYMEHTHI
CrpaBouHO-HH(GOPMAIMOHHBIE TOKYMEHTHI: aKT; OKJIaaHas (CIyxeOHas1) 3amucka, cupaBka. [lopsmgok cocTaBieHus
1 0(OpMJICHHS aKTOB PEBH3HMHU KAaCChl, aKTOB CBEPKH Pacu&TOB M1y AeOMTOPAMH U KPEAUTOPAMH 2 2




2.2.2.

Teoperuueckue 3aHATHS, B TOM 4Yucie B GopMe NPaAKTHUECKOI MOAT0TOBKH

Knaccudpuxanus koppecnoHaeHIIUU

Knaccudukanms koppecnoHASHINT: HHAIINATHBHAS U OTBETHAs, JIETI0Basi 1 KOMMepYecKasl. SI3bIK M CTHIIb EJI0BOM
KoppecnoHAeHIMH. THUnoBsIe U TpadapeTHbIe CIIyKeOHbIe MICchMa. VIHNIMAaTHBHBIE U OTBETHBIC CIY)KEOHBIC IIHChMA.
[IuceMa-3ampockl M MUCBMa-OTBETHl OpraHU3alUN-KpeIUTOPOB. THUIOBBIE TrapaHTUIHBIE NMHCbMA OT OPraHU3ALUN
(rapanTOB) 0aHKaM O TMOTAIlCeHHMH KpEIWTa. THIIOBOE COMPOBOTUTEIBHOE NHCEMO K MoroBopy. TpeGoBanms k

COCTaBJICHUIO U 0()OPMJICHUIO BHYTPEHHHX U MEXIYHAPOAHBIX TeJIeTpaMM, TeJae(OHOrpaMM U Telle)akcoB 2
2.2.3 Teoperuueckue 3aHATHS, B TOM 4ucie B popMe NPAKTHYECKOIH MOATOTOBKH
AxTbI. CocTaBienne u opopmiieHHE AKTOB. 2
[IpakTHyeckue 3aHATHS, B TOM YUcie B popMe MPaKTHYECKOI MOATOTOBKH
2.2.4. CoctaBjenne  opopmieHne MHCbMa-3apoca M MMCbMAa-0TBeTa 2
CamocrositesnibHas paboTa 00yJaromuxcst
1. CocraBienue U oopMIICHHE TeIerpaMM, TeleakcoB 2
Paznen 3.
JloroBopHo-nipaBoBas
JOKYMEHTAaIUs 18
Tema 3.1. CopepxaHue yaeOHOro Marepuaia
Buas! 1oroBopos 311 Teopernueckue 3ansaTus. CucTeMa 10rOBOPHO-NIPABOBOI JOKYMEHTAIMH. 2
3.12 Teopernueckue 3ansTHs. Buabl 10roBOpoB U NOPS/I0OK HX COCTABJIEHHS 2
3.13 Teoperuueckue 3aHATHS, B TOM 4ucje B popMe NPAKTHYECKOI MOATOTOBKH
Jorosopa kymiau-npoaaxku. Cocrapienue H opopmiieHne 10roBopa KyIJIH-MPoJaKu. 2
3.14 Teoperuueckue 3aHATHS, B TOM Yucje B popMe MPAKTHUECKOI MOAT0TOBKH
ITporokoabl. CocTaBjieHHE U 3aNI0JIHEHNE MIPOTOKOJIOB. 2
Tema 3.2. Conepkanne yueOHOro Marepuaia
KomMmepueckne akTbI 3.2.1. Teopernyeckue 3aHATHS, B TOM YHCJIe B ()OpMe MPAKTHYECKO MOATOTOBKH
KomMmepueckne akTbl
KomMmepueckue akThl: akThl 10 MPHUEMKE HPOIYKIMH (TOBAPOB) IO KOJMYECTBY M KaueCTBY, aKThl IO OKa3aHHIO
BO3ME3/IHBIX YCIYyT 2
[TpakTHyeckye 3aHATHA, B TOM YHcie B popMe MPAKTHUECKOH MOrOTOBKH
3.2.2. CocraBienne u 0)opMjIeHHE AKTOB 10 MPHEMKe NPOAYKIHH (TOBAPOB) M0 KOJHYECTBY H Ka4eCTBY 2
CamocrositesnibHas paboTa 00yJaromuxcst
1. CocTaBienue 1 0OpMIIEHHE aKTOB 110 OKAa3aHHIO BO3ME3THBIX YCIyT 2
Tema 3.3. Conepkanne yueOHOro Marepuana
JloBepeHHOCTH 331 Teoperudeckue 3aHATHS. [l0oBepeHHOCTH
JloBepeHHOCTH: pa3oBble, ClICHAJIbHbIE, TeHEPAIbHBIE 2
CamocrositesibHas paboTa 00yJaromuxcst
1. CocraBienue U oopMIIEHHE PAa30BOH JOBEPEHHOCTH 2
Pazgen 4.
IIpeTeH3MOHHO-HCKOBAsI
JAOKYMEHTAIUsI 10
Tema 4.1. CopepxaHue yaeOHOro Marepuaa
IIpeTeH3HOHHO-UCKOBAsI 411 Teopernyeckue 3ansTus. IlpeTeH3NOHHO-NCKOBas JOKYMEHTALHUS
AOKYMeHTAIMs HopmaTtuBHasi 0a3a 10 pacCMOTPEHHMIO CIIOPOB MeXay opuandeckumu Jsunamu. [lpaBuna  odopmiienus 2




MIPETEH3HOHHBIX IHceM. QopMyIIsip OT36IBA HAa IPETCH3HIO.

41.2 Teoperuueckue 3aHATHS, B TOM 4ucie B popMe NPAKTHYECKOIi MOAr0TOBKH
IIperen3nonnoe nucbmo. CocrasiieHue u oopmiieHue.

413 Teoperuueckue 3aHATHS, B TOM 4ucjie B GopMe NPAKTHYECKOIi MOr0TOBKH
Mperensus. CocraB/ieHue U 3anoHenne GopmyJisipa 0T3bIBa HA MPETEH3HIO.

CamocrosTenpHas paboTa 00ydJaromuxcs

1. Pabora ¢ nH(DOPMAIMOHHBIMU UCTOYHUKAaMH: VI3ydnTh 3aKOHOJATENBHBIE U HOPMAaTHBHBIC TOKYMEHTHI IO IIPETCH3MOHHO-
HCKOBOM TOKyMEHTaLUU
2. 3amomHeHNE POPMYIISIpa HCKOBOTO 3asIBICHUS

Pa3znen 5.
Opranusauus padorbl
¢ JOKYMEHTaAMH

12

Tema 5.1. CosiepkaHrie yueOHOro MaTepuaa

Opranuszanus padoTsl 511 Teopernueckue 3anaTHs. CTpyKTYpa 1 pyHKIHH ciayxo [JOY
¢ JOKYMEHTaMH Crpykrypa u QyHkuuu ciyx6 JOY: ynpaBieHue nenamu, cekperapuar, KaHuemsipus, skcrenuius. Opranuzanus
paboTsl ¢ fokyMmeHTauuel. KoHTposp HCIOTHEHUS JOKYMEHTOB

512 Teopernueckue 3aHATHS, B TOM 4HcJIe B (popMe IPAKTHYECKOM MOATO0TOBKH

CucremaTu3anus J0KyMEHTOB U UX XpaHEHHe

Cuctematusanys AOKYMEHTOB M MX XpaHeHHe. HoMmeHkmaTypa nen. XpaHeHHE JOKYMEHTOB M Cllaya MX B apXuB.
EnuHCcTBO TpeboBaHMH K XpaHEHUIO TOKYMEHTALIMH B JICIONPOU3BOICTBE U apXUBeE.

HpaKTI/I‘IeCKI/Ie 3aHATHA, B TOM YHCJIC B (1)0pM€ HpaKTI/I‘IeCKOﬁ IOJATrOTOBKH

5.13. OdopmiaeHnne OyXrajaTepcKuMU 3aMCIMH BbIOBITHSI TOBAPOB.

5.1.4. OdopMiieHHe DYXTaJTepCKMMHM 3aNTHCSIMU BHIOBITHSI TOBAPOB.

CamocrositensHas paboTa 00yJaromuxcst

1. 3anosHeHMe Gy1aHKa OMKCH JIEN JUTS IOCTOSIHHOTO XPaHEHUS
2. Pabota ¢ uHpOopManmoHHEIME UcTOYHUKaMU: [locranosnenne I[IpaButensctBa PO ot 17.06.2004 N 290 "O denepanpHOM
ApXMBHOM areHTcTBe"

Bcero:

72

JU71st XapaKTepUCTHKH yPOBHSI OCBOEGHHS Y4eOHOTO MaTepHaia HCHOIb3YIOTCS CIIEAYIOLIe 0003HAUECHUS:

1. — o3HaKOMHUTENBHBIN (Y3HABaHHE paHee U3YUYEHHBIX 00BbEKTOB, CBOHCTB);

2. — PEenpOLyKTUBHBIN (BBINOJIHEHHUE AEATENLHOCTH MO 00pa3ily, HHCTPYKIMU HIIH 110l PyKOBOJICTBOM);

3. — IPOJIyKTHUBHBIN (IUTAHUPOBAHUE U CAMOCTOSITEIIFHOE BBIITOTHEHNE JIESTEIBHOCTH, PEIICHHE MPOOJIEMHBIX 3a/1a4).




3. YCJOBMS PEAJIM3ALINY YYEBHOI JUCHMUILINHEI

3.1. TpeGoBanusi K MUHMMAJILHOMY MaTePHATbHO-TEXHUYECKOMY 00ecrie4yeHHI0
Peanuszanns y4yeOHOM AMCHMIUIMHBI TpeOyeT Hanmu4us ydyeOHOro KaOWHETa JOKYMEHTAIlMOHHOTO
oOecrnieueHus ynpaBiaeHUs; MaCTEPCKUX — ; Tabopatopuit —

O06opynoBaHue yueOHOro KabuHeTa:

- pabouee MeCTO MpenojaBaTes;

- paboume MecTa, OOOpYIOBaHHBIC IIEPCOHAIBHBIMA KOMIIBIOTEPAMH TI0  YHUCITY
00yJarouxcs;

- mporpammuoe obecneuenne (MS Office, Koncymprantllnroc, yuebnoe mocobue B
a5IeKTpoHHOM 000s10uke Moodle, crnaiin-¢hunbMel, ToKanbHAsS KOMIBIOTEPHAS CeTh, IHTEpHET);

- yueOHO-MeTou4YecKoe obecnieueHue (yueOHoe mocobue, pabouas TETpasib, METOIUYECKUAEC
YKa3aHUs JUIsS CTYICHTOB, pa3JaTOYHbIC MaTepUaIIbl);

- KJITaCCHAsl JIOCKa.

TexHuueckue cpencTBa 00y4eHus:
- KOMITBIOTEPHI C JTULEH3HOHHBIM IIPOTPAMMHBIM 00€CIICYCHUEM;
- cpezcTBa MyJIbTUMEMA (IIPOEKTOP, IKPaH).

O06opynoBaHe MaCTEPCKOM U PabOYNX MECT MACTEPCKOM: —

O6opynoBanue naboparopuu U paboUrx MeCT J1adopaTOPUU: — :

3.2. UudopmannoHHoe odecneyeHue 00y4eHust
Ilepeyensb yueOHbIX n3aannii, UHTEpHET-pecypcoB, JONOJHUTEIbHOM JTUTEPATYPHI
OCHOBHBIE UCTOYHUKHU:

1. Jloponuna, JI. A. JlIokymMeHTallMOHHOE 0OECIIeYeHHE YIIPABICHUS ;| Y4€OHUK U MPAKTHKYM
JUIs cpeaHero npogeccnonanbHoro oopazosanus / JI. A. Jloponnna, B. C. UputukoBa. —
Mocksa : U3natensctBo FOpaiit, 2019. — 233 c.

2. [lllysanosa, H. H. JlokyMeHTaIlmoHHOE 0OECTICUCHNE YITPABICHUS | YICOHUK U TIPAKTUKYM
JUIs cpeaHero npodeccuonanbHoro oopaszosanus / H. H. lllyBanoBa. — Mocksa :
NznarensctBo KOpaiit, 2019. — 221 c.

3. N.K. Kopnees ,A.B. Ilemenko, B.A. Mamypres JlokyMeHTallMOHHOE obecrneucHue
ynpasieHus (yueOHuk u npaktukyM s CIIO) M- FOpaiit 2019 1. 384 c.

4. Ilysanosa H. H. IBanoBa A.FO.  OCHOBBI /1€710IPOU3BOJICTA: YUEOHUK U MPAKTHUKYM JUIS
CIIO M-IOpaiit 2019 r. 429 c.

5. TOCT P 6.30—2003 T'ocynapctBeHHblii ctanmapt Poccuiickoit ®epepaunn  YCJ|
VYHupuuupoBaHHas  cHCTeMa  OpraHU3allMOHHO-PACIOPSAUTEIBHON  JTOKYMEHTAIUH.
TpeboBanus kK 0(OPMIIEHUIO TOKYMEHTOB.

6. Bbopuckun B. B., [Tonmukapmosa H. M. OdunumanbHoe N1€J10MPOU3BOJICTBO: BHUIBI U
(bOpMBI TOKYMEHTOB : y4e0.-TIpaKT. mocodue - 3-e u3., UCIp. M.: OMET'A-JI
2015 191
7. TImenxo A.B., loponuna JLA. JloKyMeHTalmOHHOE obecrieueHue YIIPaBICHHUS:
[TpakTukym: yuae0. mocooue. M.: Akagemns2014 160c
8. Pymbinuna JLA. JlokyMeHTalMoHHOe o0ecredeHne ynpaBieHus: yueOHuK. — 8- u3m.,

M.: Akanemus2014 224
9. CmpaBouno-npaBoBas cucrema «Koncynbrantllntocy / Pexxum nocrymna:

ttp://www.consultant.ru/

10. OpurmaneHeri caiit @enepanbsHOTr0 apxuBHOTO areHTcTBa (PocapxmBa): http://archives.ru/



,Z[OHOJ'IHI/ITGJ'II)HBIC UCTOYHUKH:

11. JlomarnukoBa, E. A. Jlenonpou3BoacTBo : o0pa3isl 10K. ¢ komMmeHT. / E. A. JlomarHukoBa. —
4-e u3x., uctp. — M.: OMEI'A-JI, 2011. — 318 c.

12. Poroxun M.IO. JlokymeHnTanmonsoe odecneuenue ymnpasienus. — M.: [Ipocnekr, 2014. — 384
c

13.

Jlarm B.IT., MBanoBa JI.®. [lokyMeHTaIlMOHHOE 0OECIICUCHHE yIIpaBiIeHUs: yueb. mocobue. —
Yenabunck, 2012. — 76 c.
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4. KOHTPO.JIb U OLIEHKA PE3YJIbTATOB OCBOEHUSI YYEBHOI
JTACIATITAHBI

KoHTpoiiIb M oOLEHKa pe3ylbTaToB

OCBOCHHUSI y4e€OHOH JAMCITUILUIHHBI

OCYIICCTBIIACTCA

npenoaaBarCcjicM B IPOHCCCC MPOBCACHHUA IMPAKTUYCCKUX 3aHATHH U TCCTUPOBAHHUA, a4 TAKIKC
BBITIOJTHEHU A O6y‘laI-OH_II/IMI/ICH HUHAUBHUAYAJIIbHBIX 3a,I[aHPII>i.

Pe3ysabTarsl 00yyeHus
(0CBOEHHBbIE YMEHHSI, YCBOCHHbIE 3HAHNS)

®opMBbI M METOAbI KOHTPOJIS ¥ OLlEeHKH
pe3yJabTaToB 00y4eHHsI

YMETh:

- odopMIATH W  TPOBEPATH  MPABHIBHOCTH
oopMIIeHHS TOKYMEHTAllMd B COOTBETCTBHUU C
YCTaHOBJICHHBIMUA Tpe60BaHI/ISIMI/I, B T.4.
UCTIONB3Ysl HHPOPMAIIMOHHBIC TEXHOJIOTHH;

- TPOBOAWTH ABTOMATH3UPOBAHHYI 00pabOTKY
JIOKYMCHTOB;

- OCYHICCTBJIATH XPAHCHUC U ITIOMCK JOKYMCHTOB;

- UCIIO0JIb30BaTh TEJIEKOMMYHHUKAI[HOHHBIC
TEXHOJIOTHH B 3JICKTPOHHOM JJOKYMEHTO00O0POTE;
3HATh:

- OCHOBHBIC IMOHATHUA: LCJIH, 3adda4 W IPHUHIHUIILI
JIOKYMEHTAITMOHHOTO 00ECTICUCHHS YIIPABJICHUS;

- CHUCTEMBbI JOKYMCHTALIMOHHOI'O o0ecrieueHus
yIIpaBJICHUS, UX aBTOMATU3AIHIO;

- KJIACCU(UKAIIHUIO TOKYMEHTOB;

- TpeOOBaHHMS K COCTaBJICHUIO U OQGOPMIICHUIO
JIOKYMEHTOB;

- OpraHu3alMi0 JOKYMEHTOOOOpOTa: TMpHEM,
00paboTKy, pEerucTpainuio, KOHTPOJIb, XPAHCHHE
JIOKYMEHTOB, HOMECHKJIATYpPY JIe

Oyenka pe3yivmama
NPAKMUYECKUX 3a0aHULL

6blNOJIHEeHUA

Tecmuposanue

Hmozcosas ammecmayus 6 popme
oughghepenyuposanroeo 3auema (015 3a04HOU
Gopmvl 006yueHus 6 popme 3auema)

Pa3zpaboTuukmu:

I'BIIOY « FOYTK»

npenoaaBareiib

Topramosa T.II.
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