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1. IACIHIOPT PABOYEM MMPOT'PAMMBbI YUYEBHOM JJUCIHUIIJIMHBI
«/loKyMeHTallHOHHOE of0ecneYeHHue YIIPAaBACHHD)

1.1. O6a1acTb npuMeHeHus1 padoveil MPOrpaMmbl

PabGouass mporpamma yueOHOW AMCHUIUIMHBI SIBISIETCS YacTbIO IMPOTPAMMBI
NOJATOTOBKM CIIELIMAIMCTOB cpeAaHero 3BeHa B coorBerctBuM ¢ PI'OC 1mo
cnenuansHoct CITIO 38.02.04 KomMmepiust (1o oTpacism).

Pabouass mporpamma y4eOHOW NHCHMIUIMHBI MOXET OBITh HCIIOJIb30BaHA B
IporpaMMax JOMOJIHUTEIBLHOTO MPO(ECCHOHANTBHOIO 00pa30BaHMsL.

1.2. Mecro y4yeOHoM nucuuninubl B cTtpykrype HIICC3:
I1.00 ITpodeccronambHbIN UK.

1.3. eau u 3agauM y4eOHOH NAUCHUILVIMHBI — TPe0OBaHUSA K pe3yJbTaTam
OCBOCHMS YUeOHOI TUCIUIINHBI:

B pe3ynbTaTe ocBoeHMs y4eOHOM TUCIUIUIMHBI 00yYarouics JOIKEH YMETh:

- ohopMJIATh W TPOBEPATH MPABWIBHOCTH O(OPMIIEHUS JOKYMEHTAllud B
COOTBETCTBUM C  yCTAaHOBJICHHBIMU  TpeOOBaHUSIMU, B T.4.  HCIOJIb3YS
UH(OPMAIMOHHBIE TEXHOJIOTUH;

- IPOBOJIUTHh aBTOMATU3UPOBAHHYIO 00pA0OTKY TIOKYMEHTOB;

- OCYILECTBIIATh XPAaHEHUE U MOUCK IOKYMEHTOB;

- HUCHOJIb30BaTh  TEJIEKOMMYHUKALIMOHHBIE  TEXHOJOTMH B  3JIEKTPOHHOM
JIOKyMEHTOO0O0pOTE.

B pesynbTaTte ocBoeHUs yueOHON AUCIUIUIMHBI O0YYAIOIINIICS TOHKEH 3HATH:

- OCHOBHBIC TTOHATHUS: TIEJIH, 33]]a4H U MPUHIUIIBI JOKYMEHTAIIMOHHOTO O00eCrieYeHUs
yIpaBJICHHUS,;

- CUCTEMBbI JJOKYMEHTAIIMOHHOTO 00ECTICUeHUsI YIIPaBICHUS, NX aBTOMATHU3AIIHIO;

- KJIacCU(PUKAINIO TOKYMEHTOB;

- TpeOOBaHMS K COCTaBJICHUIO U O(POPMIICHUIO TOKYMEHTOB;

- OpraHu3alMI0 JOKYMEHTOO0OOpOTa: MpueM, 00pabOTKy, pEerucTpaIfuio, KOHTPOJIb,
XpaHEHHE TOKYMEHTOB, HOMEHKJIATYPY Je.

1.4, KoauyecTBO 4YacoB HA OCBOeHHEe Ppadoyell mNporpaMmMbl Yy4eOHOM

AUCHMIIMHBI:

MaKCUMaJbHOU yueOHON Harpy3Kku oOydaromerocsi_/2 daca, B TOM YHCIIe:
00s13aTeNIbHONM ayAUTOPHON y4eOHOM Harpy3ku oOydaromierocsi_48 dyacos, T.4.
PaKTUYECKON MOATOTOBKU- 34 yaca

CaMOCTOSITENIbHOM paboThl oOy4aromerocsi_24 daca.



2. CTPYKTYPA U COJAEPKAHUE YUEBHOM JUCHUNJIAHBI

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

00y4eHus
Bup y4eOHoii padoTnl Oobvem uacos
MakcuMajbHasi yyeOHasi HArpy3Ka (Bcero) 72
Oo0si3aTesbHAsi ayIMTOPHasi yueOHasi HATpy3Ka (Bcero) 48
B TOM YHCJIE:
ayJIUTOPHBIE 3aHATHSA, BKJI. MPAKTHUY. TOATOTOBKY 34/20
J1a00paTOpHBIE PAOOTHI —
MPAKTUYECKUE 3aHATHS, BKJI. IIPAKTHY. ITOJTOTOBKY 14/14

KOHTPOJIbHBIE pabOThI -

KypcoBasi paboTa (IIPOEKT) (eciu npedycmMompeno) —

CamocrosiTesibHasi paboTa o0yyariuerocs (Bcero) 24

B TOM 4HCJIC.

caMoCToATeNIbHasg padoTa HaJl KypcoBOil pabOTOM (MMPOEKTOM)
(eciu npedycmompero)

paboTta ¢ nHOOPMAIIMOHHBIMH HCTOUHUKAMHU 14

BHEAYJAUTOpPHAsI CAMOCTOSITENIbHAS paboTa 10

Umocosas ammecmayus 6 hopme oupgepenyuposanno2o 3auvema

2.2. O0bem yueOHOV JUCHMILIMHBI U BHAbI Y4e0HOI pa0doThI 115l 32049HOM

(popmbI 00yueHUs1

Bujx yueOHoi padoThI Oobvem uacos
MakcumasbHasi yueOHasi HAarpy3Ka (Bcero) 72
Oo0si3aTesibHAs1 AyIMTOPHas yueOHasi HArpy3Ka (Bcero) 10
B TOM YHCJIE:
ayJUTOPHBIC 3aHATHUS, BKI. MPAKTUY. TOATOTOBKY 6/3
JabopaTopHbIe pabOThI —
MPAKTUYECKUE 3aHATHSI, BKIL. IPAKTUY. IOJTOTOBKY 4/4

KOHTPOJIbHBIE paOOThI -

KypcoBasi paboTa (IIPOEKT) (eciu npedycmompeHo) —

CamocTosiTeJibHasi padoTa 00y4aromerocsi (Bcero) 62

B TOM 4HUCIJIC.

paboTa Haj KypcoBOH paboTOi (IIPOEKTOM) —

paboTa ¢ IEKTPOHHBIM YIYCOHHUKOM 22
paboTa ¢ pa3nuIHbBIMU WH(HOPMAIIMOHHBIMU UCTOYHUKAMU 20
pedepaTtrBHasi paboTa, TBOPUECKUE 3aJaHUs -

BBITIOJIHEHHE KOHTPOJIbHON pabOThI 20

HUmoeosas ammecmayus 6 popme 3auema







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

HanmeHoBanue ConepixaHue y4e0HOro MaTepHaJia, 1adopaTopHble padoThl H NPAKTHYECKHE 3aHATHS, O0bem | YpoBeHb
pa3aesioB M TeM CaMOCTOsITeJIbHasl padoTa 00y4alNIuXCcsl, KypcoBasi padora (IpoeKT) (ecau npedycmompenvt) 4acoB 0CBOEHMS
1 2 3 4
Paznen 1.
JlokymeHTHpOBaHHE
yHpaBJIeHYeCKOMH
aesTeabHoctu (JIOY) 10
Benenune Jlekuuwu, B ToM uncie B popMe npakTuieckoi noaroropku. CojeprkaHue yueOHOro MaTepHraia
1 | TlousTHE, IEJH, 320241 M IPUHIUIIBI 1eJIONPOU3BOACTBA
[Tonsitue, nenu u 3agaun quciuiuInHbL «JJOY». CBA3b €€ ¢ NpyriuMu TUCHUIIHHAMH. 2 1
JlabopaTopHble paboThI -
[IpakTHueckue 3aHATUS —
KoHTposbHbIE paboThI —
CamocrositesnbHas paboTa 00y4aromuXxcst —
Tema 1.1. CosiepkaHre yueOHOro MaTepuasa
I'ocynapcrBenHas 1 I I'ocynapcrBennas cucrema JIOY 2 2
cucrema JIOY JlaGoparopHble paboTh -
[IpakTHueckue 3aHITHU —
KoHTposbHbIE paboThI -
CamocrosiTesnibHas paboTa 00yJaroIuXcst
1. PabGora ¢ wuHpOpPMAIMOHHBIMH HCTOYHUKaMHU: «['OcymapcTBeHHas cUCTeMa JIOKYMEHTALMOHHOTO oOOecredeHus
ynpasienus. OCHOBHbIE ToJioxeHus. O0miye TpeOoBaHus K JOKYMEHTaM H Cllyk0aMm JJOKyMEHTAI[HOHHOTO 00eCIeYSHUS.
@3 «O06 nabopManyu, HHPOPMATH3ALNH H 3aIIUTE HHOOPMAIIHI» 6
Paznen 2.
Cucrema opraHu3auMoOHHO-
pacnopsiAuTebHOM
AOKYMEHTAIINH 22
Tema 2.1. Jlekuuu, B ToM uncie B opMe npakTuaeckoi moarorosku. ConepxaHue yueOHOro Marepuana
Kaaccuduxanus 1 | Knaccudukanus opraHu3anMoHHO-PACIOPSAUTEIbHON JOKYMEHTAIIMT
OPraHu3aluoOHHO- YuudunupoBannas cucrema OPJl. Kmaccuduxanms OPJ/I: opraHmsamioHHBIE TOKYMEHTHI, PacHOpSIUTEIHHEIC,
pacnopsiAuTeIbHOM’ CIpaBoYHO-MH(OPMAIOHHBIE, CIy)KeOHble MchbMa. TpeOoBaHMsI K COCTABICHHIO U 0)OPMIICHHIO JIOKYMEHTOB 2 2
noxymenrauuu (OPJI) JlaGopaTopHbIe paGoThI -
[IpakTHyeckue 3aHsATHs, B TOM YUCie B JOpMe MPAKTHYECKO# MOJATOTOBKH.
1. CocraByieHue u 3anojHeHNE OJaHKOB MPUKa3a M0 JIHIHOMY COCTaBY
2. CocraBiieHue NpUKa3a 1Mo OCHOBHOM JIeSTeIbHOCTH
3. CocrasjieHue 1 0pOpMIICHHE TIPHKa3a 00 YUETHOMN MOJIUTHKE OPraHU3alnu 6
KonTponsHsie paboThl -
CamocrosTenpHas paboTa 00ydaromuxcs
1. Pabora c wundpopmanmonusiMu wuctounmkamu: "T'OCT P 6.30-2003. T'ocymapctBeHHBIH cTaHmapT Poccuiickoit
Oenepanuyn. YHUPUIUPOBAHHBIE CHCTEMBI JIOKYMEHTAlMH. YHUQHUIMPOBAHHAs CHCTEMa  OpPraHU3alMOHHO-
pacropsauTenbHON JoKyMeHTalwH. TpeboBanus K 0pOpMIICHHIO JOKYyMEHTOB" 4




1 2 3
Tema 2.2. Jlexmmu, B ToM grcie B hopMe mpakTHIecKoi moarotoBku. CoxepkaHue ydeOHOTo MaTepraia
Kaaccnpukanus 11C
NMPaBOYHO-HH(POPMANMOHHBIE JOKYMEHThI
KOppeCTOHACHIIH CnpaBo4yHO-MH(pOpPMALMOHHbIE JTOKYMEHTBI: aKT; JoKIaaHas (ciayxeOHast) 3amicka, crupaBka. [lopsiok cocTaBieHus
1 0(OpPMIICHHSI aKTOB PEBU3HH KACCHI, AKTOB CBEPKH PAaCUETOB MEXIy AeOUTOpPaMH U KpeITUTOpaMU 2
2 | Kimaccuduxanus KoppecroHIeHINN
Knaccudukanus KoppecroHAeHIINY: HHULUATUBHASL M OTBETHAsI, €JIOBas U KOMMepUecKas. SI3bIK U CTHIIb JeTI0BOU
KoppecrnoHeHIH. TUnoBsle U TpadapeTHble cIyXeOHble THChMa. VIHUIMAaTHBHBIE U OTBETHBIE CITYKEOHBIE MHChMa.
[TucbMa-3anpockl M MUCEMa-OTBETHl OpraHMU3alMH-KPEeAUTOPOB. THIIOBBIE TrapaHTHIHBIE MHCbMa OT OpraHU3alWi
(rapanToB) 0aHKaMm O MOramieHHMM KpeauTa. THIIOBOE CONPOBOAMTENBHOE NMUCHMO K JOroBOpy. TpeboBaHus K
COCTaBJICHUIO U O(OPMIICHHIO BHYTPEHHUX M MEXKAYHAPOAHBIX TeJeTrpaMM, TeneoHorpaMM U TeaedakcoB 2
3 | Axtel. CocTaBneHne U 0(opMIICHHE aKTOB. 2
JlabopaTopHBIe padOTHI —
[IpakTHyeckre 3aHATHA, B TOM YHCIE B OpPME MPAKTHUYECKOM MOATOTOBKH.
1. CocraBnenue 1 opopMIICHHE MHCbMA-3aIIpoca M MIChMa-0TBETa 2
KonTposnbHbIe paboTh —
CamocrositenpHas paboTa 00yJaromuxcst
1. CocraBieHne u opopMIICHHE TeJerpaMM, Tere(haKkCoB 2
Paznen 3.
JorosopHo-npaBoBasi
JOKYMEHTAIUS 18
Tema 3.1. Jlekuun, B ToM uncie B popMe npakTuaeckoil moarorosku. CoxepkaHue yueOHOro Marepuana
Buas! 1orosopos 1 | Cucrema g0roBOpHO-TIpaBOBOM JOKYMEHTAIIHH. 2
2 | Bugpl 1OrOBOPOB M MOPSIOK MX COCTABICHHS 2
3 | Jorosopa kymu-nipogaxu. CocraBieHne u 0(OpMIICHHE JOTOBOPA KYIUTH-ITPOIAXKH. 2
4 | TIpotokomnsl. CocTaBlieHHE 1 3AII0JTHEHUE MPOTOKOJIOB. 2
JlabopaTopHbie pabOThI —
ITpakTuueckue 3aHsTU -
KonTtpospHbIe paboTh -
CamocrosiTenbHas paboTa 00yJarommxcCs —
Tema 3.2. Jlekiu, B TOM 4mcie B hopMme npakTrdeckor noAarorosku. CojepkaHue y4eOHOro MaTepraia
KoMmmepueckue aKkTbl 1 | Kommepueckue akThl
KomMepueckne akThl: akThl 10 NMpPUEMKE NPOIYKLHUH (TOBApOB) MO KOJIMYECTBY W KauecTBY, aKThl MO OKa3aHHIO
BO3ME3/JHBIX YCIIYT
2
JlabopaTopHsle paboThI —
[TpakTHyeckye 3aHATHS, B TOM YHCIe B OpMeE MPAKTHYECKOM MOATOTOBKH.
1. CocTaBienue 1 oOpMIIEHHE aKTOB 10 IPUEMKE NMPOAYKIMH (TOBAPOB) 10 KOJUUYECTBY U KAYECTBY 2
KonTposbHbIe paboThl -
CamocrositesibHas paboTa 00yJaromuxcst
1. CocraBienue 1 oOpMIIEHHE aKTOB 110 OKa3aHMIO BO3ME3THBIX YCIyT 2




1

2

Tema 3.3.
JloBepeHHOCTH

Jlexuyu, B TOM 4Hcie B popMe MpakTHIECKor moaArotoBku. Copaepkanue yaeOHOro Marepuaia

1 | HdoBepeHHOCTH
JIoBepeHHOCTH: Pa30Bble, ClICIHAIbHbBIC, TeHEPaIbHbIC

JlabopaTopHBIe pabOTHI

IIpakTuueckue 3aHATHUL

KonTponsHbie paboThl

CamocrosTenpHas paboTa 00ydJaromuxcs

1. CocraBierne u opopMIICHHE Pa30BOH TOBEPEHHOCTH

Pasnen 4.
IIpereH3MOHHO-HCKOBasK
JAOKYMEHTanust

10

Tema 4.1.
IIpereH3MOHHO-NCKOBAsI
AOKYMeHTanust

Coneprxanne yaeOHOro MaTepraa

1 HpeTeHSI/IOHHO'I/ICKOBaﬂ AOKyMCHTal U
HOpMaTI/IBHaSI b6aza 10 PACCMOTPCHUIO CIOOPOB MCKAY HPUAWYCCKUMHU JIMIIaMU.
IMPCTCH3UOHHBIX THCEM. (I)OpMyHﬂp OT3bIBA HA IPETCH3UIO.

IMpaBuna odopmeHus

N

2 | IperenznonHoe nuceMo. CocTaBieHue U 0POpMIICHHE.

N

3 | Hperensus. CocraBieHue U 3a0JHEHNE (JOPMYIIsipa OT3bIBA Ha IPETSH3HUIO.

N

JlabopaTopHBIe padOTHI

HpaKTI/I‘IeCKI/Ie 3aHATHA

KoHTposbHbIE paboThI

CamocrosiTesnibHas paboTa 00yJaroIuxcst

1. Pabora ¢ wuHGOPMAMOHHBIMH HWCTOYHHKAMHU: M3y4nTh 3aKOHOJATENbHBIE M HOPMAaTHBHBIE JIOKYMEHTBHI IO
MPETECH3HOHHO-UCKOBOM JJOKYMCHTAI[HH
2. 3anosHeHUE POPMYIIIpa HCKOBOTO 3asIBICHUS

Paspea S.
Opranusanus padoTsl
€ JIOKYMEHTaMH

12

Tema 5.1.
Opranusanus padoTsl
¢ IOKYMeHTaMHu

CopepxaHue yaeOHOro Marepuaa

1 | Crpykrypa u pynkunu ciayx6 10Y
Crpykrypa u yukimu cayx6 JIOVY: ynpasieHue aenamu, CEKpeTapuar, KaHIespus, sKkcnenunus. OpraHu3amus
pabotsl ¢ nokyMenTanuei. KOHTpoIIb HCHOIHEHHUsI JOKYMEHTOB

2 CI/ICTeMaTI/ISaLII/Iﬂ JAOKYMCHTOB U UX XpAHCHUC
CI/ICTeMaTI/ISaLII/Iﬂ JOKYMCHTOB M HUX XpaHCHHC. HOMCHKJ'IaTypa JCII. XpaHeHI/Ie JAOKYMCHTOB M CHada HUX B apXUB.
E,HI/IHCTBO Tp€6OBaHHﬁ K XpaHCHUIO JOKYMCHTALIMU B ACJIONPONU3BOJACTBEC U ApXUBE.

JlabopaTopHsle paboThI

HpaKTI/I‘ICCKI/IC 3aHATHA, B TOM YHCJIC B q)opMe HpaKTH‘lCCKOﬁ IIOAIOTOBKMU.

1. OcopmiieHne OyXraaTepCKUMHM 3aIHMCSIMH BBIOBITHS TOBAPOB.

KonTposbHbIe paboThl

CamocrositesibHas paboTa 00yJaromuxcst

1. 3anosHeHMe GJ1aHKa OMKCH JIENT JUTSl IOCTOSIHHOTO XPaHEHUs
2. Pabora ¢ wuHdopmanmonHeiMH ncrouHukamu: Ilocranosienue IIpaButensctBa PP or 17.06.2004 N 290 "O
DenepaabHOM apXUBHOM areHTcTBe"




1 | 2 3

[TpumepHas TeMaTHKa KypcoBOW pabOTHI (TIPOEKTa) (eciu npedycmompeHsi) —
CamocrosiTenpHas paboTa 00yJarommxcst HaJ KypcoBoii paboToi (IPOeKTOM) (eciu npedycmompeHol) —
Bcero: 72

J1a XxapaKkTepuCTUKN YPOBHS OCBOSHHS Y4eOHOTO MaTepHasa HCIOIb3YIOTCS CIeAyIONre 0003HaYeHNUS:

1. — o3HaKOMHUTENBHBIH (Y3HaBaHHE paHEe U3YYCHHBIX 00BEKTOB, CBOHCTB);

2. — penpOIyKTUBHBIN (BBIMOJIHEHHE JCATSILHOCTH TI0 00pa3Ily, HHCTPYKIIMU ITH ITOJT PyKOBOJICTBOM);

3. — IPOIyKTUBHBIN (IUTAHUPOBAHUE U CAMOCTOSITEIIBHOE BBITOHEHHE JICATSIHLHOCTH, PEIICHHE TPOOIEMHBIX 3a/1a4).




3. YCJIOBUSA PEAJIN3AIIAN YYEBHOM JUCIUILIUHBI

3.1. TpeGoBaHusi K MUHUMAJHLHOMY MaTePUATbHO-TEXHUYECKOMY 00ecredeHHI0
Peanmuzanust y4eOHON  AMCHUILIMHBI TpeOyeT Haauuyus ydeOHoro KaOuHeTa
JOKYMEHTAIIMOHHOTO 00CCIICueHUs] YIPABICHUS; MAaCTEPCKHUX — :
naboparopuit —

O6opynoBanue yueOHOro KabUHeETa:

- pabodee MecTo MpenoaBaTelis;

- paboune Mecrta, 000PYAOBaHHBIE NMEPCOHAIBHBIMU KOMIBIOTEPAMH TIO YUCITY
00y4JaroImXcs;

- mnporpammuHoe obecreuenue (MS Office, Koncynprantllmoc, ydeOHOE
nmocoowe B OJCKTPOHHOW oOomouke Moodle, crmala-GprIbMbI, JTOKaIbHAS
KOMITBIOTEpHAS CeTh, IHTEpHET);

- y4eOHO-MeToanueckoe obecnedyeHue (ydeOHoe mnocoOue, paboyas TeTpaib,
METOAMYECKUE YKA3aHUs JIJIsl CTYIEHTOB, pa3aTOYHbIC MaTEpUAIIbI);

- KJITaCCHasl JOCKa.

TexHuueckue cpeacTra 00ydeHusI:
- KOMITBIOTEPHI C JTUICH3UOHHBIM MPOTPAMMHBIM 00€CTIeUeHUEM;
- CpeacTBa MyJIbTUMeIUa (IPOSKTOP, SKPaH).

O6opynoBaHue MacTEPCKOM U pabOUNX MECT MaCTEPCKOM: —

O6opynoBanue nabopaTopuu U pabodYrx MecT JabopaToOpuUu: —

3.2. UudpopmanmoHHoe obecnieyeHue 00yueHust

Ilepeyens  y4eOHbIX wu3aaHuii, VHTepHeT-pecypcoB, JAONOJHUTEJIbHOM
JMTEPaTyphl

OCHOBHBIE UCTOUYHUKH:

1. Joponuna, JI. A. JIoOKyMeHTalIMOHHOE 00ECIIeYEHUE YIPABICHUS | YUEOHUK U
MPaKTUKYM JUIsl CpeHEro npodeccuoHanbHoro oopasosanus / JI. A.
Hopoununa, B. C. UputnkoBa. — Mocksa : M3narensctBo FOpaiit, 2019. —
233 c.

2. lysanona, H. H. JlokymeHTaimonHoe odecreueHre ynpaBieHus : Y4eOHUK U
IPAKTUKYM JUIsl cpeiHero npodeccnonanbHoro oopasosanus / H. H.
[IyBanoBa. — Mocksa : M3patensctBo FOpaiit, 2019. — 221 c.

3. N.K. Kopnees ,A.B. I[lemenko, B.A. MamypieB JlokyMeHTalimoHHOE

oOecrieueHue ynpapienus (yueOHuk u npaktukym st CITI0) M- FOpaiirt
2019 1. 384 c.
4. Iysanosa H. H. UBanosa A.1O. OCHOBBI JI€JIOTIPOU3BOJICTA: YYEOHUK U

npaktukyM Juist CITIO M-FOpaiit 2019 r. 429 c.

5. TOCT P 6.30—2003 T'ocymapctBennsiii ctangapt Poccuiickoii @enepannu
YCI VYuudummpoBaHHas cuCTeMa OPTraHU3AUOHHO-PACHIOPAIUTEIHLHOM
nokymeHTanuu. TpeboBanus K 0(hOPMIIEHUIO TOKYMEHTOB.

6. bopuckun B. B., [Tonukapnosa H. M.OdurnanbHoe 1e10mpou3BOACTBO: BHIBI

¥ (GOpPMBI TOKYMEHTOB : y4€O0.-IIPaKT. mocodue - 3-e u3f., UCIp. M.:

OMET'A-JI 2015 191
10



7. ITmenko A.B., Jloponuna JI.A. JIoKkyMeHTallMOHHOE oOecrieueHue
ynpasienus: [Ipaktukym: yue6. mocooue. M.: Akagemuss 2014 160c

8. PymbiamHa JILA. JlOKyMEHTaIMOHHOE OOCCIICUCHHE YIPABJICHHS: YICOHHUK. —
8-e m3n., M.: Akagemus 2014 224
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4. KOHTPO.Ib 1 OHEHKA PE3YJIbTATOB OCBOEHUSI
YYEBHOU JUCIIUITJIMHbI

Kontpons ®W omeHka  pe3ylibTaToB

OCBOEHUS  Y4eOHOMW  JUCHUIUIMHBI

OCYHICCTBILICTCA IIPCIIOAABATCIICM B ITPOLCCCE MPOBCACHUA ITPAKTHUICCKHUX 3aHATUM U
TCCTUPOBAHMH:A, a TAKIKC BBIITOJIHCHUA 06y‘laIOHII/IMI/ICSI HHAWBUAYAJIBHBIX 38.,[[3HI’II>1.

PesyabTaTnl 00yueHus
(oCcBOEHHBbIE€ YMEHMSI, YCBOCHHbIE 3HAHMS)

@DopMbI U METOAbI KOHTPOJISI U OLIEHKHU
pe3yJbTaToB 00y4eHU s

YMETB:

- opopMIATH U  TPOBEPATH MPABUIBHOCTh
opOpMIICHHS JOKYMEHTAIlMM B COOTBETCTBHU C
YCTaHOBJCHHBIMU  TpeOOBaHUSIMU, B T
UCTIOJB3YS HHPOPMAIIMOHHBIE TEXHOJIOTUH;

- TPOBOAWTH ABTOMATU3UPOBAHHYID 00pabOTKY
JIOKYMEHTOB;

- OCYILIECTBIIATh XPAaHEHUE U TIOUCK JOKYMEHTOB;

- HCIIOJIB30BAaTh TEJICKOMMYHUKAIIHOHHBIC
TEXHOJIOTHH B 3JIEKTPOHHOM JOKYMEHTOOOOPOTE;

3HAThb:

- OCHOBHBIC IMOHATHUA: LCJIH, 3ada4 W IPHUHIHUIILI
JIOKYMEHTAITMOHHOTO 00ECTICUCHHS yIIPABIICHUS;

- CHUCTEMbI JOKYMCHTALIMOHHOI'O obecrieueHus
yIIpaBJICHUS, UX aBTOMATU3AIHIO;

- KJIACCU(UKAIIHUIO TOKYMEHTOB;

- TpeOOBaHHMS K COCTaBJICHUIO U OQGOPMIICHUIO
JIOKYMEHTOB;

- OpraHu3alUi0 JOKYMEHTOOOOpOTa: TpHEM,
00paboTKy, pErucTpainuio, KOHTPOJIb, XPAHCHHE
JIOKYMEHTOB, HOMECHKJIATYpY JIe

Oyenka pesyivmama
NPAKmuyecKux 3a0aHutl

BblNOJIHEeHUA

Tecmuposanue

Hmoeosas ammecmayus 6 popme
oughghepenyuposanroeo 3auema (015 3a04HONU
Gopmvl 00yueHus 6 popme 3auema)

Pa3zpaboTruyukmu:

I'BIIOY « FOYTK»

npenoaaBareiib

Topramosa T.II.
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