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1. MACIOPT IPOT'PAMMBI YUYEBHON JUCIIUILJIUHBI
«J/lokymMmeHTAllHOHHOE 00ecIieYeHre YIIPaBJICHUN»

1.1. Ob61acTh NPpUMeEHEHUsI TPOrPaAMMbI

Pabouas nporpamma yueOHON nucHUIIUHBI «JloKyMeHTaIllMOHHOE oOecreueHne
YIPaBJIECHUSA» SBISAETCSA YaCThIO MPOrpPaMMbl OATOTOBKHU CHELHMATIUCTOB CPEIHETO
3BeHa B cooTBercTBUM ¢ PI'OC mno cneumansHoctu 38.02.04 Kommepuusa (1o
OTpacisim).

1.2. MecTo y4eOHOIl THCHMIUIMHBI B CTPYKTyp€ OCHOBHON MpodeccHOoHaIbHOM
oOpa3oBaTelbHOM MNpPOrpaMMmbl:  yuyeOHas AUCHUIUIMHA  TPUHAIJICKUT K
npodeccuoHaIbHOMY LIUKITY, 00LIenpodeccuoHaIbHbIe TUCHUTIITUHBI.

1.3. e y4eOHOI TMCUMILUINHBI

- (hpopmupoBaHKE TEOPETUUECKUX 3HAHUI B 00JIACTH 1E€ONPOU3BOJICTBA;
- (hopmupoBanue U pa3BUTHE KOMIETEHTHOCTH B pabore cC
YVIIPABJIECHYECKOW JIOKYMEHTAILIUEW;

- (hpopmupoBaHHEe HOBOT'O SKOHOMUYECKOTO MBIIILJICHUS.

B pe3ysbTaTe 0cBOCHHA Yy4eOHOM IMCUUIIMHBI 00y4alOIIMIiCA T0/ZKeH
yMeTh:

— o(opMIIATH U IPOBEPATH MPABHIBHOCTH OOPMIICHUS TOKyMEHTAIUHN B
COOTBETCTBHH C YCTAHOBJICHHBIMU TPEOOBAHUSIMU, B TOM YHUCJIE UCTIONB3YS
UH(GOPMAIIOHHBIE TEXHOJIOTHU;

— TMPOBOJUTH ABTOMATU3UPOBAHHYIO 00PabOTKY TOKYMEHTOB;

— OCYUIECTBIIATh XPAHEHHE U TIOUCK JOKYMEHTOB;

— UCIIOJIB30BATh TEJIEKOMMYHUKAIIMOHHBIE TEXHOJIOTUU B AJIEKTPOHHOM
JIOKYMEHTO000POTE;

B pe3yabTaTe ocBOeHUN y4eOHO TUCHHUIUIMHBI 00YYAIOIIMIACS T0JI5KEH 3HATH

— OCHOBHBIC IMOHSTHS: TICJIN, 3a]Ja9H U IPUHITUTIBI TOKYMEHTAI[HOHHOTO
oOecrieueHus yIpaBIeHUs;

— CHCTEMBI JJOKyMEHTAIIMOHHOTO 00€CTIeUeHUS YIIPABICHHUS, HX
aBTOMAaTH3aIIUIO;

— KJacCH(pUKAIUIO TOKYMCHTOB,;

— TpeOOBaHMS K COCTABJICHHUIO U OPOPMIICHUIO TOKYMEHTOB;

— OpraHm3aiuio JOKYMEHTOoOOpoTa: mpueM, o0paboTKy, perucTpaiuio,
KOHTPOJIb, XpaHEHUE TOKYMEHTOB, HOMEHKJIATYPY JIET;

Kpowme Toro B mporecce n3ydeHust AUMCUUIUIMHBL: «/{OKyMEeHTalmoHHOe
obOecrnieueHue ynpasieHUs» GOPMUPYIOTCS CIEAYIONINE KOMIETECHIINU:

OK 1. [loHuMaTh CyIIHOCTH M COIMAJBHYIO 3HAYMMOCTh CBOEH Oymyuien
npodeccuu, NpOsIBIATh K HE YCTONYMBBIN HHTEpEC.



OK 2.

OK 3.

OK 4.

OK 6.

OK 12.

IIK 2.2.

Opranu3oBbIBaTh COOCTBEHHYIO JAESTEIbHOCTb, BBIOMPATh THUIIOBBIE
METO/Ibl U CIIOCOOBI BBHIOJIHEHHS TPO(PECCUOHATIBHBIX 3314, OLIEHUBATh
uX 3(pPEeKTUBHOCTh U KAYECTBO.

[IpyHUMaTh pelieHHs] B CTAaHAAPTHBIX M HECTAaHAAPTHBIX CUTyalUsX U
HECTH 32 HUX OTBETCTBEHHOCTD

OcyliecTBisATh MOUCK W HUCIHOJIb30BaHUE HH(MOpMAIMU, HEOOXOIUMO
st 3(QQPEeKTUBHOrO  BBINOJHEHUS  MPO(EecCHOHaNbHBIX  3ajad,
npo(hecCHOHAIBLHOTO U JINYHOCTHOT'O Pa3BUTHSL.

PaGortarb B KoJUIeKTMBE W B KOMaHAe, 3(P(EKTUBHO OOMIATBCA C
KOJUIEraMu, pyKOBOJICTBOM, MOTPEOUTEISIMU.

Cobmonath  JE€WCTBYIOIIEE  3aKOHOJATENBCTBO W 00si3aTebHBIE
TpeOOBaHUS HOPMATHBHBIX JOKYMEHTOB, a TakKxke TpeOOBaHMS
CTaH/JapTOB, TEXHUYECKHUX YCIOBUN

OdopmiiaTh, NpPOBEPSTh MPABUIBHOCTh COCTABJICHUS, OOECIEYUBATH
XpaHeHHe OpraHu3aluOHHO-PACTIOPSIUTEIbHBIX,
TOBapOCOTPOBOJIUTENBHBIX M MHBIX HEOOXOJUMBIX JTOKYMEHTOB C
UCIIOJIb30BAaHUEM aBTOMATH3UPOBAHHBIX CUCTEM

1.4. PexomeHayemMoe KOJIMYECTBO YaCOB HA OCBOEHHE MPUMEPHOI MPOrpaMMbl
y4eOHOM IUCIHUIINHBI:

MaKCHUMAaJIbHOM yueOHOM Harpy3ku oOyuaromierocs - 85 4acoB, B TOM YHUCIIE:
00s3aTeNIbHON ayIUTOPHON Yy4eOHOM Harpy3ku o0ydaromerocsi -57 4acos;
CaMOCTOSITEILHOM PaboThI 0Oyyaromerocs - 28 4acos.

2. CTPYKTYPA M COJAEP)KAHUE YUYEBHOMN JUCIUTLINHBI
2.1. O0bem yueOHOM NTMCHUIIMHBI M BUIbI Y4eOHOH padoThl

Bun yaeOHoit paboThl Ob6vem uacos
MakcumanibHas yueOHast Harpyska (Bcero) 85
OO6s3atenpHas ayIUTOpHAs yueOHas Harpy3Kka (BCero) o7
B TOM YHCIIE:
NPaKTUYECKUE 3aHSATUS 30
CamocrosiTenbHast paboTa o0ydaromierocs (Bcero) 28

Umoeosas ammecmayus 6 hopme oughghepenyuposannoeo 3auéma




2.2. TemaTu4yeckuii Iiiad u cogep:xkanue yyeOnou nucuumiimae OI1.04.[JokymMmeHTAaUMOHHOe o0ecriedeHne YIpaBJIeHUs:

HaunmeHoBanue Copaep:xanne y4e0HOT0 MaTepuaia, JeKIUH U MPAKTHYeCKHe 3aHATHSA, CAMOCTOSAATeJIbHasi padoTa O0bem Yposenn
pa3/esioB H TeM 00y4aloImmxcsi, KypcoBasi pagora 4acoB yCBOEHUsI
1 2 3 4
BBenenue ®opmupyembie komnerenunu: OK 1.0K 2. OK 12
OO0yuarouuiicst 10J17KeH 3HATD: 442 3
- OCHOBHBIE IIOHATHS: LEJH, 3aJIJa4l ¥ IPUHLIUIIBI TJOKYMEHTAI[MOHHOTO 00eCrieueHus yIpaBJIeHHUs],
Conepxkanue yaeOHOT0o MaTepuaa
KpaTkast uctopusi CTaHOBJIEHUS U pa3BUTHUS AenonpousBoactsa B Poccuu. Llenu, 3anaun u npeamer
yaeOHOM nucuuruivHel. CTpyKTypa JUCHUILIMHBL, €€ IpodecCHoHaIbHas 3HAYUMOCTh, MEXKITPEIMETHbIE 2
cBs131. CYIIHOCTh OCHOBHBIX MOHATUHN JOKYMEHTAIIMOHHOTO 00ecTieueHus yIpaBJIeHuUs.
IIpakTHyeckoe 3anaTHEe Ne 1: «OnpenesieHue XapaKTEPHBIX 0COOEHHOCTEH HCTOPUYECKHUX ITANOB 2
pa3BUTHA JeJonpousBojcTBa B Poccnn.y.
CamocrosiTesqbHass padora oOy4darommuxesi. Co3gate mnpeseHTanuio 1no teme «Mcropus 2
BO3HUKHOBEHMSI M 3TaIlbl PA3BUTHsI I€JONPOU3BOJICTBA B Poccumy.
Pa3nen 1. [lokyMeHTHpOBaHNE YIIPABJIEHYECKOH /1eATeTbHOCTH 26+13
Tema 1.1. dopmupyemsbie komnerenuuu: OK 1. OK 4, OK 12, [IK 2.2 2
JoxkymMeHTBI M O0yuaromuiics 10JKeH YMeTh!
crocoobl - 0(hOpPMIISITH M IPOBEPATH MPABHIBHOCTH O(DOPMIICHHSI IOKYMEHTAIMU B COOTBETCTBHUH C
AOKYMEeHTaIluH [yCTaHOBJIEHHBIMU TPEOOBaHUSIMH, B TOM YHCIIE€ UCIOJIB3YS HH(POPMAIMOHHBIE TEXHOJIOTUH; 4
TOJI5KEeH 3HATh:
- OCHOBHBIC TIOHATHUS: LEJH, 3aJI[a4 U IPUHLIUIIBI TOKYMEHTAI[MOHHOTO O0eCIieueHus yIpaBiIeHUS,
- KJ1acCU(UKALIMIO IOKYMEHTOB;
Conepxanue yueOHOro Marepuasa
- HopmaTtuBHO-MeTOIMUECKas U OpraHU3alMOHHO-TIPaBOBas 0a3a aenonpousBoacTBa. CylnIHOCTD,
3Ha4YeHHE M COCTaB HOPMATUBHO-METOJMUECKOM 06a3bl AETOMPOU3BOJICTBA. 2
- [lonsTue o nokymeHTax, ux ¢pyHkiusx. CBoiicTBa, MpU3HAKY, KiIacCU(DUKAIIIS U BHIbI TIOKyMEHTOB.
Crioco0Obl TOKyMEHTHPOBAHUSI. 2




CamocTosiTebHas padora odyqarommxces. [logrorosuts coobuenne: «I'OCT P 6.30-2003.
Ob6nacTe npuMeHeHHs cTanapTay; «DenepanbHblil 3aK0H «O0 IMEKTPOHHOM MOITHCHY.

Tema 1.2. dopmupyemsblie komnerennuu: OK 1. OK 4, OK 12, TIK 2.2
YHupuxanus u OOy4aromuiics 1015KeH YMeTh:
CTAHAAPTH3ALHA - 0(OPMIIATE M TPOBEPATH NPABMIBHOCTD O(POPMIICHHUS JOKYMEHTAIIMN B COOTBETCTBHUH C
TOKYMEHTOB YCTaHOBJICHHBIMHU TPEOOBaHUSMH, B TOM YHCIIE UCIIOJB3Ysl HHPOPMAIIMOHHBIE TEXHOJIOTHH;
1OJI7KeH 3HATh!
- OCHOBHbIE TIOHATHS: LIEJH, 3a]1a4 U IPUHLIUIIBI TJOKYMEHTAI[MOHHOTO 00eCIieYeHus yIIpaBIeHHUS;
- KIaccu(UKalMIo TOKYMEHTOB;
- TpeOOBaHHUS K COCTABJIEHUIO U OPOPMIIEHHUIO JJOKYMEHTOB;
Coneprxkanue yaeOHOro MaTepuasa
YHubukanus W cTaHAapTU3alusg  JOKYMEHTAallMM: TMOHATHE. YHU(UIMpOBaHHAs  cHUCTEMaA
nokyMeHTanuu: noHsthe. CocTaB YHUQUIIMPOBAHHBIX CHUCTEM JOKYMEHTAllMU: OpPraHU3al[MOHHO-
[paciopsiAUuTeNbHas, OTYETHO-CTATUCTUYECKAs, IEPBUYHAS, yUETHAs,
¢unancoBas u JApyrue. [ocymapcTBeHHble CTaHAAPTHl HAa  YHU(DHUIMPOBAHHBIE CHCTEMBI
nokymeHTaruu. O0mepoccuiickuie KiacCu(puKaTophbl.
IIpakTnueckoe 3ansiTue Ne 2 HopmaTuBHO-MeTOIUYECKasi U OpraHU3allMOHHO-TIpaBoBas 0a3a
nenonpousBocTBa. CyIIHOCTh, 3HAYEHHE U COCTaB HOPMATHUBHO-METOAUYECKOI 0a3bl
NeIONIPOU3BOCTBA.
CamocrosiTesbHas padoTa odyuawmuxcesi. CynHOCTs YHU(DHUKAIIMNA U CTaHIAPTU3AINHA JOKYMEHTOB;
HazHaveHue. Kateropuu ctanaapToB (TocynapCcTBEHHBIC, OTPACIEBhIE, PECITyOJINKAHCKHUE).
Tema 1.3. dopmupyembie komnerenuuu: OK 1. OK 4, OK 12, [IK 2.2
PexBu3uTHI N OO0yyaromuiics J0JIKEH YMETh:
0J1aHKH - 0(hOpPMIISITH M IPOBEPATH MPABHILHOCTH 0(OPMIICHUS JTOKYMEHTAIIMN B COOTBETCTBHUH C
AOKYMEHTOB yCTaHOBIIEHHBIMU TPeOOBaHUSIMH, B TOM YKCIIE€ UCIOJIB3YS HH(POPMAIMOHHBIE TEXHOJIOTUH;

- UCIIOJIb30BATH TCIICKOMMYHUKAITUOHHBIC TCXHOJIOTUH B 3JICKTPOHHOM I[OKYMCHTOO60pOTe;
JIOJDKCH 3HATh.

- KJ'IaCCI/I(l)I/IKaI_[I/IIO HOKYMCHTOB;,

- Tpe6OBaHI/I$I K COCTaBJICHHUIO U O(i)OpMJ'IeHI/II-O JAOKYMCHTOB;




Conep:xxanue yueOHOro MarepuaJa.

PexBu3ut, GopMyssip TOKyMEHTa, TUIIOBOM popmysip, popmymnsip-oOpasern, Tadens GopM JOKYMEHTOB,
1b00M (hopM YHU(PHIHMPOBAHHBIX TOKYMEHTOB: IOHITHE, Xapakrepuctuka. [IpaBmia odopmieHus
[PEKBU3UTOB OJIaHKa M MX PACIIOJIOKEHUE Ha CTaHAAPTHOM Qopmare Oymaru, pasmepsl nojei. biaanku
NOKYMEHTa: IOHATHE, Ha3HaueHWe, BuAbl OnaHkoB. CocraB, oQopMieHHE PEKBU3UTOB OJaHKa.
Dopmyisip-oOpazer; Tpymnnbl JOKYMEHTOB, TMPUHAJICKANMX K OJHOM cucrteme. [IpoekTupoBanue
0JIaHKOB JTIOKyMEHTOB opraHm3anuu. CocraB, odopMICHHE, H3TOTOBICHHE, XpaHEHHWE OJIAHKOB
OpraHu3aIuH.

IIpakTuyeckoe 3ansitue Ne 3 OpopmieHre OCHOBHBIX PEKBH3UTOB JIOKYMEHTOB Ha opmate A4.

N

IIpakTnueckoe 3ansTue Ne 4 . Cocrapienue 1 opopMieHHe 0OOIUX U CHEIMATIbHBIX OJJAHKOB

CamocTosiTeibHas padoTa odyuaromuxcsi. Koncrekr: «Pa3Merienne Hayan rneyataHusi peKBU3UTOB
M0 TOPHM30HTAIM W WX B3aWMHOE pacrojiokeHue». Paszpaborarte mabIoH W CTPYKTYpy TEKCTa
OCHOBHBIX OpPTaHH3aI[HOHHO-PACTIOPSIUTEIBHBIX JOKYMEHTOB B 3JICKTPOHHOM BHJIE.

Temal 4.
Opranu3anuoHHo-
pacnopsiiuTebHAasI
AOKYMEHTAIUs

®opmupyembie komnerenun: OK 1.0K 2. OK 3, OK 4, OK 12, IIK 2.2
O0yuaromuiicst 10J15KEH YMETh:

- 0hOpPMIISAT U IPOBEPATH MPABUILHOCTH 0(OPMIIEHHSI TOKYMEHTAIlUU B COOTBETCTBUU C
yCTaHOBJIEHHBIMU TPeOOBaHUSIMH, B TOM YHCIIE€ UCIOJIb3YSI HH(POPMAIIMOHHbBIE TEXHOJIOTUH;
-IIPOBOJIUTH ABTOMATU3UPOBAHHYIO 00pa0OTKY TOKYMEHTOB;

- HCII0JIb30BaTh T€JIEKOMMYHHUKAIIMOHHBIE TEXHOJIOTUHU B JIEKTPOHHOM JIOKYMEHTOO0O0POTE;
MOJI7KEH 3HATD:

- CICTEMbI IOKYMEHTAllMOHHOTO 00eCneueH s YIIpaBIeHHs, UX aBTOMaTU3aLIUIO;

- K1accu(UKAIMIO IOKYMEHTOB;

-TpeOOBaHUs K COCTaBJICHUIO U O(POPMIICHUIO IOKYMEHTOB;

10

Conep:xanue y4eOHOIro MmaTepuaJa.

OpFaHI/I3aHI/IOHHO-paCHOpﬂI[I/ITeJ'IBHBIe JOKYMCHTBI: IIOHATHE, HA3HAYCHUE, OCHOBHBIC BUBI.
OpFaHI/I3aHI/IOHHBIe JOKYMCHTBI: YCTaB, IIOJIOXKCHUEC, CTPYKTYpa U ITaTHaA YUCICHHOCTD, IITATHOC
[PACIIMCAHUC, TTpaBUJIa JOJLDKHOCTHAA UHCTPYKIUS, UX HA3HAYCHHUEC, XaPAKTCPUCTHKA U COCTAB,
Tpe6OBaHI/I€ K O(bOpMJIeHI/IIO, MOPAOOK YTBCPIKACHHA. PaCHOpHI[I/ITCJ'ILHLIC HOKYMCHTHI:

IMOCTAHOBJICHUC, IIPUKA3, PACIOPSIKCHHUC, NX HA3HAYCHUC, XAPAKTCPUCTHKA U COCTAaB, Tpe60BaHI/I${ K
O(bOpMJ'IeHI/IIO. CHpaBO‘IHBIC JAOKYMCHTBI: CJ'Iy>K€6HLIe InHUCbMa, CIpaBKH, MJOKJIAAHBLIC 3aIlMCKH,
IMPOTOKOJIbI, AKTbI, 3asABJICHUS, UX XAPAKTCPHUCTHUKA U COCTaB, Tpe6OBaHI/I$I K Oq)OpMJ'IeHI/II-O. Tunel
JMOKYMCHTOB: TIOUIMHHUK, KOIIWA, JIY6J'II/IKaT, BBIIIMCKA, WX HA3HAYCHUC. HOpHI[OK O(I)OpMJ'IeHI/ISI n

BBIJAYN KOTIMH U IIY6J'II/IK8.TOB JAOKYMCHTOB, BBITIMCOK M3




HHX.

IpakTuyeckoe 3ansitue Ne 5 OdopmieHne opraHiu3alMOHHO-PACIOPIAUTENBHBIX TIOKYMEHTOB.
CocraBnenue 1 0()opMIICHHE ITPUKA30B 110 OCHOBHOM JEATEIILHOCTH, JIUCTA COTJIACOBAHUS, JIUCTA
ACCBUIKU JOKYMEHTA.

IIpakTnueckoe 3ansaTue Ne 6 TpynoBas kHWKKa. [IpaBuiia nepBoHaYaIbHOTO U MOCIIEIYIOLIEr0
3aroJHEHUs [IpH Npueme Ha padoTy. [IpaBuia BHECEHUS U3MEHEHUN B TPYAOBYIO KHUXKKY.

CamocTosiTeIbHAsA padoTa odyuarommxcs. [loaroroButs pedepar Ha Temy: «/lemoBoe mUCHMO,
«ITUKET B JIETIOBOM MEPETIHCKEY.

«I[loaroToBka pacnopsIUTENbHBIX JOKYMEHTOB, C YYETOM COOTBETCTBYIOLIUX CTAIUIN».

Tpynosas kHmkka [IpaBuia Belaya. Yder TpyJOBBIX KHMKEK. VIHCTpYKIIMM O BEICHHIO, XPAHEHHUIO,
Y4eTy TPYJIOBBIX KHUXKEK.

Pazaen 2. Opranu3sanus padoTsl ¢ JOKYMEHTaMH.

28+12

Tema 2,1
Opranuszauus
JOKYMEHT0000poTa

dopmupyembie komnerenun: OK 1,0K 2, OK 3, OK 4, OK 6, OK 12, [IK 2.2
O0yuaromuiicst 10J1KEH YMETh:

- 0OpMIISITE U IPOBEPATH MPABUILHOCTH 0(OPMIICHUS TOKYMEHTAIIUN B COOTBETCTBUU C
YCTAaHOBJICHHBIMH TPEOOBAHUSMH, B TOM YHCJIEC UCIIOJB3YsI HHGOPMAITMOHHBIC TEXHOJIOTHH,
- IPOBOJMTH ABTOMATU3UPOBAHHYIO 00pA0OTKY IOKYMEHTOB;

- OCYIIECTBJIATh XpaHEHUE U MOUCK JOKYMEHTOB;

-1ICTI0JIH30BaTh TEIEKOMMYHUKAIIMOHHBIE TEXHOJIOTHH B 3JIEKTPOHHOM JJOKYMEHTOO00POTE;
MOJI7KEH 3HATD:

- CCTEMbI IOKyMEHTAIlMOHHOTO 00eCieueHus yIpaBIeHHs], X aBTOMaTHU3aIHIO;

- OpraHu3aluio JOKYMEHTOOOOpoTa: mpueMm, o00paboTKy, pEerucTpaiuio, KOHTPOJIb, XpaHEHHE
NTOKYMEHTOB, HOMEHKJIATYpY J1e;

ConepxaHnue yueOHOro MaTepuaia.

Cnyx6a JIOY B opranuzanusx, HazHadeHUeE, 3a7add, (QYHKIHUH, TUTIOBBIC CTPYKTYPHI, TOJDKHOCTHOM
coctaB. Permamenrtamusi pabotrel ¢ CHOY. JloKyMEHTOOOOpOT: TMOHSATHE, OOLIUE MPUHIUIBI
OpraHu3aIiy JJOKyMEHTO000pOoTa, €ro CTPYKTypa, He0OX0IMMOCTh yueTa o0beMa

TTOKyMEHTO000poTa. HopmaruBHbie JOKYMEHTBHI, perIaMeHTUPYIOLTHE OpraHu3aI1Io
TTOKyMEHTO000pOTA.

IIpakTnyeckoe 3ausitue / OcHOBHBIE (PopMBI Opranuzanuu cayxosl JJOVY.

IIpakTuuyeckoe 3ansitue Ne 8 Onpenienienue oOLUMX U OTIMYUTENBHBIX PYHKIMM PaOOTHUKOB CITYKOBbI

JIOY: (1enonpou3BoIUTENs, CEKpeTapsi, apXUBHCTA).




CamocrosiTesibHast paboTa o0y4yarommxcst.[1o1roToBUTHCS K CEMUHAPCKOMY 3aHATHUIO IO TEME
«Opranusanysi perucTpalii U KOHTPOJIb UCIIOJHEHUS JOKYMEHTOBY.

Tema 2,2 ®opmupyemsblie komnerennun: OK 1,0K 2, OK 3, OK 4, OK 6, OK 12, IIK 2.2

Opranuszauus OO0yuaromuiics 10J17KeH yMeTh:

perucrpauun - 0OPMIISATE M IPOBEPATH MPABHILHOCTH O(OPMIICHHS TOKYMEHTAIIUN B COOTBETCTBHH C

JTOKYMEHTOB M [yCTaHOBJICHHBIMHU TPEOOBAHUSMH, B TOM YHCIIC UCIIOb3YysS HH()OPMAIIMOHHBIC TEXHOJIOTHH;

KOHTPOJIb - IIPOBOJIUTH ABTOMATU3UPOBAHHYIO 00PabOTKY TOKYMEHTOB;

HCIIOJTHEHUsI 0JI5KEeH 3HATh:

AOKYMEHTOB. - TpeOOBaHUS K COCTABIIEHUIO U O(POPMIIEHHUIO JJOKYMEHTOB;

-OpraHu3alMi0  JIOKYMEHTOOOOpOoTa: TipueM, 00pabOTKy, pErucCTpaluio, KOHTPOJb, XpaHECHHE
TOKYMEHTOB, HOMEHKJIATYPY JeT;

Conepxxanue yueOHOro Marepuaja
Peructparus J0KyMEHTOB, OTIpeielieHUe, eI, 3aJIa4H, MeCTa PETrUCTPAIIH Pa3TUIHBIX KaTeropuit
TOKyMeHTOB. CHCTEMBI U (JOPMBI PETUCTPAIINHN, UX JOCTOMHCTBA U HejocTaTku. [lokaszarenwy,
BBOJIUMBIC B PETUCTPAIMOHHBIC (opMbl. Buel peructpanun. OcOOCHHOCTH PETUCTPANN BXOIATIHX,
HCXOJAIINX ¥ BHYTPEHHUX IOKYMEHTOB. KOHTPOJIb NCIIOJTHEHUS JJOKYMEHTOB: ITOHATHE, HA3HAYCHHE,
BUbL. [[puHIMITBI Opranu3anuu KOHTPoJisi. CpOKH UCTIOJIHEHUS: TUIIOBOM, MHANBHIYaIbHBIN.
Texnonorus BeieHus: KOHTPOJIS.
IIpakTHyeckasi padora Ne 9 Opranuzanus perucTpanydd U KOHTPOJIb UCIIOJHEHUS TOKYMEHTOB.
CocTtaBuTh ¥ 3amOJHUTH (QOPMY >KypHalla PETUCTPAllMM BXOJAUIUX JOKYMEHTOB, HMCXOJSALINX
JOKYMEHTOB U (opMy >KypHalla perucrpauuu TteiaepoHOrpaMM  3amoJIHUTh  PETUCTPALMOHHO-
KOHTPOJIbHYIO KapTOUKY..
CamocTrosiTesqbHast padoTa o0yuyawierocsi. Hanummre npeajioxKeHue U 3aperucTpupymnTe B
KypHaJIe PETUCTPALIUU.

Tema 2.3. dopmupyemsbie komnereHunu: OK 1,0K 2, OK 3, OK 4, OK 6, OK 12, I1K 2.2

Opranuszanus O0yuaromuiicst 10J1KeH yMeTh:

0NepaTHBHOIO - OCYIIECTBJIATH XpPaHEHUE U MOUCK JJOKYMEHTOB;

XpaHeH - HCII0JIb30BaTh TEJICKOMMYHHUKAIIMOHHBIE TEXHOJIOTUHU B AJIEKTPOHHOM JIOKYMEHTOO0O0POTE;

AOKYMEHTOB M [10JI5KeH 3HATh.

NMOPSIIOK MepeIavun
B apXUB

-OpraHu3alMi  JIOKyMEHTO00OpoTa: mpueM, o00paboTKy, perucTpanuio, KOHTpPOJb, XpaHEHHE
JTOKYMEHTOB, HOMEHKJIATYpy J€I;

Conepxanue yueOHOro Marepuasa
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TpeboBanusi K OpraHu3aliyd ONEPATHBHOTO XpaHEHHUs JOKYMEHTOB. HoMmeHkiarypa Jen: IMOHSTHE.
Bunsl HOMeHKNIATypel jen. I[lopsmok cocTtaBieHHs, OQOPMIICHHS, YTBEPXKICHHS M TPUMEHEHUS
KOHKpPETHOW HOMEHKJIaTypsl Aei. [lopsnok oopmiuenus nen. OpraHuszamusi XpaHSHUs HCIIOJIHEHHBIX
NOKyMEHTOB. IIopsaok nepegaun TOKyMEHTOB Ha XpaHEHUE B

apXuB.

IIpakTnyeckas padora Ne 10.CocraBieHue 3aroJioBoK JeJ U1l CHCTeMaTH3aIU1 IOKyMEHTOB B JIelIa.

CamocrosiTesibHast padoTa odyuyaromerocs. Beinuinre cpoku XpaHeHUs! KaJpOBbIX JOKYMEHTOB, .

Tema 2.4.
JlokyMeHTAIIUA 1O
npogdeccuoHaIbLHOM
NesiTeJIbHOCTH

dopmupyemsbie komnerenunu: OK 1,0K 2, OK 3, OK 4, OK 6, OK 12, I1K 2.2

OO0y4aromuiics 1015KeH YMeTh:

- 0(OPMIIATE M TTPOBEPATH MPABMIIBHOCTH O(POPMIICHHUS JOKYMEHTAIIH B COOTBETCTBUH C
YCTaHOBJICHHBIMHU TPEOOBaHUSMH, B TOM YHCIIE UCIIOJB3Ysl HHPOPMAIIMOHHBIE TEXHOJIOTHH;

- IPOBOJUTH aBTOMATU3UPOBAHHYIO O0OpPa0OTKY TOKYMEHTOB;

MOJIZKEeH 3HATH:

- TpeOOBaHUS K COCTABIIEHUIO U O(POPMIIEHHUIO JJOKYMEHTOB;

-OpraHu3alyio  JIOKyMEHToo0opoTa: mpueM, oO0pabOTKy, pErucTpaluio, KOHTPOJb, XpaHEHHUE
NTOKYMEHTOB, HOMCHKJIATYPY JIET;

Conep:xaHue y4e0HOIro MaTepuaJa.

-JloroBop mocraBKu, I0OTOBOP MPOAAKH, JOTOBOPHO-TIPABOBas JOKYMEHTALIHS.
-JIOKyMEHTBI IO BHEIITHEAKOHOMUYECKON  JIeATEIbHOCTH, TOBapOCOTPOBOIUTENbHBIE
NTOKYMEHTBI, IPETEH3MOHHO-NCKOBAsl JOKYMEHTAlMs, UX Ha3HaYeHHe U TpeOoBaHUs K 0(hOpMIICHHIO.

IIpakTHyeckasi padora Ne 11: OdbopmieHre T0KyMEHTOB 110 TPO(HEeCCHOHATBLHON IEeITEILHOCTH.

CamocrosiTesqibHasi padora oOy4yaromierocsi. [[oAroToBUTHCS K CEMUHAPCKOMY 3aHATHIO.
Kommnbrotepu3zanus JOKyMEHTalIMOHHOTO 00ecTieueH s YIPaBIeHUs Ha PEIIpUITHH,

3HauYEHUE, ePCIEeKTUBHI pa3BUTHs. Vcnonap3oBaHne epcoHaIbHBIX KOMITBIOTEPOB B

opranu3anuu padboTsl ¢ JoKyMeHTaMH. COCTaBHBIE YACTH KOMITBIOTEPHOTO JICIOIPOU3BOICTBA.
DNEeKTpOHHAsA MOYTa. THUIIBI CUCTEM JIEKTPOHHOM MOYTHl. XpaHEHHUE JOKYMEHTOB B

3NeKTpOHHOMU nouTe. MHpopMaloHHO-cIipaBouHas padoTa B YCIOBUSX MPUMEHEHHUS KOMITBIOTEPHBIX

TexHosoruil. depepaibHbIi 3aKOH «00 ANMEKTPOHHON ITUGPOBOI MOIIHCH.
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Tema 2.5. ®dopmupyemsblie komnerennun: OK 1,0K 2, OK 3, OK 4, OK 6, OK 12, IIK 2.2
Komnbrotepuszanus |[O0y4yaromuiicst 1015KeH yMeThb: 1
MOKYMEHTAIMOHHOTO - 0(OPMIIATH M IPOBEPATH MPABMIIBHOCTH O(hOPMIICHHUS TOKYMEHTALIMU B COOTBETCTBHHU C
o0ecrieueHnst [YCTaHOBJICHHBIMHU TPEOOBAHUSAMH, B TOM YHCJIE UCTIOJB3Ysl HMHPOPMAIIMOHHBIE TEXHOIOTHH;
ynpaBJieHUs - IPOBOJINTH aBTOMATHU3UPOBAHHYIO 00pa0OTKY TOKYMEHTOB;

MOJI7KEeH 3HATD:

- TpeOOBaHMUS K COCTABICHUIO U O(POPMIICHHIO JOKYMEHTOB;

-OpraHu3aluio JOKyMEHTO000poTa: mpueM, 00paboTKy, perucTpalmio, KOHTPOJb, XpaHEHUE

TTOKYMEHTOB, HOMEHKJIATypy J1€1;

Conep:xaHue y4eOHOro Marepuaja

Kommnprotepusarusi JOKYMEHTAIIHOHHOTO 00eCTIeYeHNs YIIPaBICHUS Ha IPEATIPUIATHN 1

/¢ pepeHupoBaHHBIN 3a4eT )
MaxkcuMaibHasi Harpy3Ka 85
AyIMTOpHAsi Harpy3ka 57
CamocTosiTe/IbHSI HArpy3Ka 28

J71s XapaKTepUCTUKH YPOBHSI OCBOCHHS yUeOHOTO MaTepualia UCIOJIb3YIOTCS CcleAyrolue 0003HAYeHUS:
1. — 03HaKOMUTENbHBIN (y3HABaHUE paHee U3YUYEHHBIX 00BEKTOB, CBOMCTB);
2. — penpoayKTUBHBIHN (BBIIOJIHEHUE AATEILHOCTHU MO 00pa3Iy, HHCTPYKIUH WK MO PYKOBOJACTBOM)

3.— HpOIIYKTI/IBHHﬁ (HJ'IaHI/IpOBaHI/Ie 1 CaMOCTOATCIIbHOC BBIIIOJIHCHUEC ACATCIbHOCTHU, pCHICHUC HpO6J'IeMHI)IX 3az[aq)
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3. YCJIOBUS PEAJIN3AIIMU YYEBHOM JUCIIUITJINHBI
3.1. TpeOoBaHUAA K MUHUMAJbHOMY MATEPHAIbHO-TEXHHYECKOMY
o0ecrneyeHu10

Peanuzanusa mnporpaMmbl  MOAYJsS MpEAronaraeT Hajluuue Y4eOHBIX
kabuneToB «JlabopaTopus JIOKYMEHTOBEICHUSI».

O6GopynoBanue y4yeOHOro KaOuHeTa W  paboyux MecT KaOuHeTra
«JIOKYMEHTAIIMOHHOTO 00ECIICUECHHS YIIPaBICHUS»:

- y4€OHBIE CTOJBI U CTYJIbS;

- KJIacCHAsl JIOCKa;

— crenabl 1o Th;

- ydeOHasi ¥ CITpaBOYHas JIUTEPaTypa;

- I15BM;

- KOMITHIOTEPHBIE CTOJIBI U CTYJIbS;

- IJIaKaThl MO YYEOHBIM TeMaM; KOMIUIEKThI MPE3CHTAIM M0 TeMam

IPOrpaMMBlI;

- TEMaTHUYECKHE TECTHI B AJIEKTPOHHOM BH/IC,

- AJNEKTPOHHBIN YYEOHHUK.

- HarBsIAHbIE TIocoOust (y4yeOHUKH, TMOCOOWS, HOPMATHBHO-TIPABOBBIC

aKTbl, CTEH/IbI, pa3/JaTOYHBIA MaTepHa);

- MYJIbTUMEUATIPOCKTOP.

VYyeOHble KaOMHETHI 00ECIIEYMBAIOT MTPOBEJICHUE BCEX BUIOB MPAKTUYECKUX
3aHATUN, MEXIUCUUIUIMHAPHONW MOATOTOBKH, IPEIyCMOTPEHHON MpOrpaMmon
yueOHoi  auciuruiuabl.  [lepeumncienHoe  oOopynoBaHue — oOecreyrBaeT
IPOBEJACHUE BCEX BUJOB MPAKTUYECKUX 3aHATUH, MEXKIUCHUIUIMHAPHOM
MOJATOTOBKH, TPEIYCMOTPEHHOMN TPOrpaMMOi Y4eOHOHN AUCITUTIIINHEI.

3.2. HudopmannonHoe odecnevyeHne 00ydeHust
[lepeyenbr pekoMeHAyeMBIX YYeOHBIX W3MaHUM, VHTEpHET-pecypcoB,
JOTIOJIHUTENbHOW JTUTEPATYPhl
HopMaTuBHO-IPaBOBbIE AKTHI
1. Koncturyuusi  Poccuiickoii ~ Denepanid  OpUHATAS  BCEHAPOJHBIM
rosocoBanueM 12.12.1993. // Cobpanue 3akoHonarensctBa PD, 1994, Nel,
cT.1
2. I'paxmanckuit kogekc Poccuiickoit @enepammu ot 7 mast 1998r. Ne 73-D3 //
Co6panue 3akonogaTenbcTBa PO, — 1998, - Ne 19. — Cr. 2069.
3. Koneke Poccuiickoit @eaepannn 00 aIMHHUCTPATUBHBIX MPABOHAPYIIIEHUSX
30.12.2001r. Ne 195-®3 // Poccuiickas razera. 2001. 31 nexabpsi.
4. Tpynosoii konekc Poccuiickoit @enepauun ot 30 nekadbpst 2001 r. Ne 197-
®3 // Cobpanue 3akoHomarenbecTBa Poccutickoit deneparum, 2002, Ne 1, cT.
3
5. IloctanoBnenue IlpaButensctBa PD ot 27.12.1995 1. Ne 1268 "OO6
YHOPSI0YEHUN W3TOTOBJIECHUSI, UCIIOJIb30BAHUS, XPAHCHHUS] U YHUUTOXKECHUS
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neyateii u OJIAaHKOB € BOCIpOU3BeJeHUEM ['ocynapcTBeHHOro repoda
Poccniickon ®@enepanun';

6. TOCT P 51141-98. Jlenonpou3BOJACTBO M apXWBHOE JAeNI0. Te€pMUHBI U
onpexaenenus. - M.: U3g-Bo crangaptos, 1999;

7. TOCT P 51511-2001 "Ilewatu c BocmpousBeaeHueM ['ocynapCcTBEHHOTO
repba Poccuiickoit ®enepauuu. dopma, pa3Mepbl U TEXHHUYECKHE
TpeboBanus". - M.: U3n-Bo cranpaptos, 2001;

8. TOCT P 6.30-2003. VYHudpuUUpOBaHHBIE CHUCTEMbI JIOKYMEHTAIINH.
VYuuduuupoBanHas CUCTEMa  OpPraHU3alMOHHO-PACIIOPSAUTEILHON
nokyMmeHTauu. TpeOoBaHus K odopmiieHHio JToKkymMeHToB. - M.: U3n-Bo
crtanaaprtos, 2003;

9. TOCT P HCO 15489-1-2007 «YmnpaBieHue AOKyMeHTanuen». — M.:
Crannaptundopm, 2007

10.'ocynapcTBeHHast cucTeMa JOKYMEHTAIIMOHHOTO O0eCreYeHus! YIIPaBICHHUS.
OcHoBHble mnonoxeHua. OOmme monoxeHus. OOmme TpeOoBaHUS K
JOKYMEHTaM U CIyk0aM JOKyMEHTAIlMOHHOTro oOecreueHus. - M.:
I'maBapxus, 1991;

11.HCTpyKIUSL O TOPSAKE BEICHHUS TPYIOBBIX KHMIKEK Ha TIPEANPHUSITHSAX, B
yupexkaeHusX u opranuzanusax - Ne 69 or 2003 r.;

12.0OcHoBHBIE TIpaBWia paboOThl apxuBOB opranuzauuu. - M.: BHUUJIA/,
2002;

13.OpranuzanuoHHO-paclopsIuTeNbHAs  JOKyMeHTauusa. TpeOoBaHus K
0(QOpPMJICHUIO JOKYMEHTOB. MeTo/IMYecKue peKOMEHAAIMN 10 BHEAPEHUIO
I'OCT P 6.30-2003 (yTBepxkaensl PocapxuBom);

14. IlepeueHb  THUINOBBIX  YIPABJICHUYECKUX  APXUBHBIX  JTOKYMEHTOB,
o0Opa3yrommxcsi B TMpoIecce ACSTEIbHOCTH TOCYAapCTBEHHBIX OPraHoB,
OpraHOB MECTHOI'O CaMOYIPABJIEHUS U OpraHU3alui, C yKa3aHUEM CPOKOB
XpaHEHUs, YTBEPXKIEH NMpUKa3zoM MUHHCTEPCTBA KYJIbTYpbl OT 25 aBrycra
2010 1. Ne 558;

15.TunoBasi MHCTPYKLMS 1O JAEJIOMPOU3BOJICTBY B (eAepalbHBIX oOpraHax
rcnoiaauTenbHo# Bnactu. - M.: POCAPXMHB, 2000;

OcCHOBHBIE HCTOYHUKH VI 00YYaIOLIUXCH:

1. [Tmeaxko A.B. JlokymeHTanmoHHOe OOECIIEYCHHE YIpaBICHUS: IS
crtynentoB CIIO: 13-e u3g., crep — 224 c. «Axagemusi» 2014

2. bacakoB, @M.M.  JlokyMeHTallmoHHOE  OOECIICUYeHHWE  YIPABIICHHS:
(demonponsBoacTBo) : yueobnuk / M.W. bacakoB. - 2-¢ u3., UCII. U JIOII. -
Pocros- v/]l : ®enukc, 2013. - 352 c. : . - (Cpennee npodeccroHaIbHOE
obpaszoBanue). - bubmmorp. B kH. - ISBN 978-5-222-20053-7 ; To xe
[DeKTpOHHBIN pecypc]. URL:
http://biblioclub.ru/index.php?page=book&id=271490 (04 09.2017) MO

3. bacakoB, M.M. JlenonpousBojactBo (JlokyMeHTaIMOHHOE oOOeCTICUCHUE
yrnpasnenus) [Texer] : Yue6. / M.U. bacakos. - 12-¢ u3n. - P.u/]l : ®enukc,
2013. - 376 c. + [Ipunoxenue. - (CI1O). - PMO. - ISBN 978-5-222-20052-
0. 2013, 2014.
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4. bacakoB, M.U. JlokyMeHTallMoHHOE oOOecreueHrue ympaBieHuss ( ¢
ocHoBamu apxuBoBeneHus) [Tekcr] : Yue6. mocodue / M.U. bacakos. - M. :
Kunopye, 2013. - 216 c. + Ilpunoxenue. (HawanmbHoe u cpenHee
npodeccuonansHoe odpazoBanue). PYMO. - ISBN 978-5-406-02509-3

5. ApacnanoBa, B.A. JlokymeHTanmoHHOEe oOecreueHrue YyIpaBieHUs
ydeOHo- npakTrueckoe nocodue / B.A. Apacnanosa. - M. : Jlupexr-Menua,
2013. - 240 c. - ISBN 978-5-4458-2253-0 ; To xKe
[DIeKTpOHHBIN pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=137706 (04.09.2017).

6. I'punbepr, A.C. [JoxymeHTalMOHHOE  oOecleueHue  yrpaBieHUs
yueonuk / A.C. I'pun6epr, H.H. 'op6aués, O.A. MyxamermuHa. - M. :
IOnutu-Jlana, 2015. - 391 c. : Tabu., rpad., ui., cxemsl - bubnuorp.: c.
382-383. - ISBN 978-5-238- 01770-9 ; To

7. I[Timenko A.B. JIOKyMEHTallMOHHOE oOecrieueHue yIIPaBJICHUS
(HdemonpousBoactBo): Yueb. nocodbue. — M.: DOPYM: NHDOPA-M, 2004 —
256c¢. — (Cepus «IIpodeccuonanbHoe 00pa3oBaHUE»)

8. Pympinuna  B.B. [IpaBoBoe oOecrieueHue  npodeccuoHaNbHOU
NEeATeNIbHOCTH: y4eOHMK IS cTya.cpen.npod.yded.3aBenennii / B.B.
PymbinuHa. - 3-¢ usg., crep. — M.: U3narenbckuit neHTp «Akagemus», 2007.
—192c.

9. YUerBepukoB B.C. AamuHuctpatuBHOe Mpapo: YueOHUK. — M.: ®OPYM:
NH®PA-M, 2006. — 320 c. — (IIpodeccuonanpHoe 00pa3zoBaHue)

JlonoJIHUTEIbHbIE HCTOYHUKMH :

1. AnmunuctpatuBHoe npaBo Poccuiickoit deneparuu: Yueb. At CTyA. Cpel.
npod. yueO. 3aBenennii / B.Sl. Haconos, B.A. Konsimun, K.C. Iletpos, B.M.
Penkoyc. — M.: U3n. nentp «Akagemus», 2003. — 208 c.

2. AnexceeBa E.B. ApxuBoBenenue: yueOHUK /1 Had.ipod.oOpa3oBaHus, Mo/
pexn. B.IL. Koznora. — M.:ITpopO6p-Uznar., 2002. — 272 c.

3. Bsanopa JI.M. JlokyMeHTalIMOHHOE OOECIICUCHHE NCATEIHPHOCTH KaJIpOBOM
cyO0b1: Yueb.mocobue mis cpen.apod.odpazoBanus, M.: M3narenbckuid
HeHTp «Akagemus», 2003. — 176 c.

4. I'paxxmanckoe mpaBo: YueOonuk / Ilog.pen.C.II. I'pumraeBa. — M.: FOuwuTH,
2004. — 484 c.

5. I'paueBa E.1IO., CokonoBa D.J]]. ®unancoBoe mpapo: Yueb.mocobue. — M.:
FOpucts, 2003. — 384c.

6. Kupcanoa M.B. CoBpeMeHHOE eJI0mpOU3BOACTBO: Yd4eb.mocobue. 2-¢
u3n., ucrnp. — M.: UH®OPA-M, HoBocubupck: Cubupckoe coriaiieHue,
2001. — 288c. — (Cepus «BbICIIIEE OOpa30BAHUE).

7. Makapos H.JI., Ps60oB E.A. IlpeanpuHumarenbckoe mpaBo: YuyeOHOE
mocodue. — M.: ®OPYM: HHODPA-M, 2004. — 208c. — (Cepus
«rpodeccuoHanbHOE 00pa30BaHUE).
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http://biblioclub.ru/index.php?page=book&amp;id=137706
http://biblioclub.ru/index.php?page=book&amp;id=115031

8. INapmok JI.B. u ap. CipaBOYHUK IO JETONPOU3BOACTBY, apXUBHOMY JI€Ty U
OCHOBaM paboThl Ha kKommbroTepe. - M3n. 10-e, mepepad. u momn. - CIIO.:
UTH «I'epnax», 2006

9. IlpennpuHUMaTenbCKOE MpaBo: YueOHUK i By30B / [lox pen. mpod.H.M.
Kopmynona, npod. H.JI. DpuamBunu. — 2-e usn., nepepad. u gomn. — M.:
IOHUTU-JAHA, 3akon u nipaBo, 2003. — 463 c.

10.Cexkperapckoe aeno (00pas3ibl JOKYMEHTOB, OpTraHU3allds U TEXHOJOTHUS
paboTsl): Yueb.-npakT. nocooue / B.B. T'anaxos, U.K. Kopuees u ap.; [los.
pen. ML.K. KopueeBa. — M.: TK Ben6u, 1M3a-Bo IIpocnext, 2004;

11.1lep6axoB FO.H. N'ocynapcTBenHass 1 MyHMLIMNalnbHasg ciyx06a — PoctoB
u//1.: ®enunkc, 2007. — 256¢.

HNuTepHer-pecypcebl

HU-P 1 http:// www.bibliotekar.ru
U-P 2 http://www.bizneshaus.ru/delo
U-P3 http:// www.businesspravo.ru
HU-P 4 http:// www.consultant.ru
HU-P 5 http:// www.garant.ru

H-P 6 http:// www.sekretariat.ru

3.3. O01mue TpedGoOBaHUS K OPraHu3anuu 00pa3oBaTeILHOI0 Mpomecca

OcBoenue paboueit IPOrpaMMBbl Oazupyercs Ha W3YYCHUU
oOmreoOpazoBaTebHOM  JUCHUIUIMHBI  JOKYMEHTAllHOHHOE  oOecriedeHue
yIpaBIICHUS.

3.4. KaapoBoe odecnieueHue 00pa3oBaTe;ibHOTO Mpomecca

TpeboBanus K KBaJU(PUKAIMK IEIArOrMYECKUX KaJIpoB, OOECIEUHNBAIONIUX
oOyuenne 1o kypcy OIL04 wnHamuume Bwicmiero MNpodecCHOHATBLHOTO
00pa30BaHUMs, COOTBETCTBYIOIIETO MPODUITI0 YIeOHON JUCITUTUTHHBI.
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4. KOHTPOJIb Y OLIEHKA PE3YJIbTATOB YCBOEHHUSA YYEEHOM

OOyuenue 10

y4eOHOM  JTUCIMUIUIMHE

aTTecranuei B popme nudpepeHirnpoBaHHOTO 3a4eTa.

Kontpoar wu

OIlCHKA

JANCHUIIJIMHBI
3aBEpIIACTCS  IPOMEKYTOUHOU
OCBOCHUSI y4yeOHOU  JIUCIUIUIHMHBI

pE3yJIbTaTOB

OCYILECTBJISIETCSL NIPENOJAaBaTeIeM B IIPOLECCE IPOBEIACHUS IMPAKTUYECKUX
3aHATHM, TECTUPOBAHMS, a TAKXKE BBINOJHEHUs OOydYaroIIMMHCS 3aJaHuM s
CaMOCTOSITETIbLHONU PaOOTBHI.

(OCBOCHHbIe YmMeEeHusd, yCBOCHHBIC 3HaHI/Iﬂ)

Pe3yabTaTsl 00yyeHus

@DopMBbI U METObl KOHTPOJISI H OIlEHKHU
pe3yJbTaTOB 00YUeHUs

YcBoeHHbIE 3HAHUSA

OCHOBHBIC ITOHATH: LICINU, 3a1a491 1
IMPUHOUIIBI JOKYMCHTAIIUOHHOT'O
obecrnieueHus yrpaBJeHHUS;

HabnroneHne 3a [eATENBHOCTBIO CTY/IEHTa B IpoIecce
OCBOEHHs TeMbl 1.1, OLleHKa JOCTH)KEHHUS pe3yibTara
yepes:

-aKTUBHOE Y4acCTHE B XOJI€ 3aHATHUS;

CUCTEMBI TOKYMCHTAlIMOHHOT'O
obecrnieueHus yrpaBiIeHHs, UX
aBTOMATHU3AIIHIO;

- YCTHBIN ¥ NMCBMEHHBIN ONpPOC;
- 3aJaHud U1 CAMOCTOSITENIbHON PabOThI;

OKCIepTHast OLICHKA NPOAYKTa
nesrenpHOCTH 113 No 1,

MPAKTUYECKOMN

KJIaccu(PHUKaIMIO TOKYMEHTOB;

HaGmronenue 3a nesATenbHOCTRIO CTYACHTa B Mpoliecce
ocBoeHust TeM 1.1-1.4, onieHKa TOCTH)KEHHS pe3ysIbTaTa
yepes:

- aKTHUBHOE y4acCTHE B XOJIC 3aHATHS;

- YCTHBIA M TMCbMEHHBIN OMPOC;

- pelieHue 3a7a4 Ha MPAKTHYEeCKUX 3aHATHUSX;

- 3aJaHMS JJI1 CaMOCTOSITEILHON pabOTHI;

DKCIIEpTHAs OIICHKA MPOJIYKTa MPAKTUUECKON
nesareapHocTy 113 Ne 2-T13 Ne9

TpeOOBaHUS K COCTABICHUIO U
0(pOPMIICHHIO IOKYMEHTOB;

HabGmronenue 3a neATenbHOCTBIO CTYACHTa B Mpoliecce
ocBoeHUs TeM 2.1-2.5, olleHKa TOCTW)KEHHS pe3ysibTaTa
yepes:

- aKTHBHOE y4acTHE B XOJIC 3aHSATHUS;

- YCTHBIH ¥ MHUCbMEHHBIHN OIPOC;

- 3aJIaHMS I CaMOCTOSTEIILHON paboOTHI;

DKcrnepTHas OIlEHKa MPOIYKTa
nesarenpHocTH 113 No 10-I13 Nel5

MPAKTUYECKOH

OpraHM3aluIo JOKYMEHTO000poTa:
npueM, 00paboTKy, perucTpaluio,
KOHTPOJIb, XpaHEHHE JOKYMEHTOB,
HOMEHKJIATYpy Jel

OcBoeHHBIC YMEHHS

YMeTb 0pOpMIIAT U IPOBEPATH
MPAaBUIBLHOCTH 0(OPMIICHHS
JOKYMEHTAIMU B COOTBETCTBUH C

YCTaAHOBJICHHBIMUA TpC6OBaHI/I}IMI/I, B T.4.
HCIIOJIb3Ys I/IH(bOpMaI_II/IOHHBIC TCXHOJOT'HMH,

HabntoneHue 3a 1esATeNbHOCTBIO CTy/IEHTa B Ipoliecce
ocBoeHus TeM 1.1-2.5, orneHka JOCTHXKEHUs pe3ynbTaTa
qepes:

- aKTUBHOE yJ4acTHE B XOJI€ 3aHATHUS;

- YCTHBIM ¥ IMCbMEHHBIN OIIPOC;
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YMeTh MpOBOAWUTHL AaBTOMATH3UPOBAHHYIO
00paboTKy TOKyMEHTOB;

OCYIIECTBJISTh XPAHEHUE U TOUCK
JIOKYMCHTOB;

MCIO0JIb30BaTh TEJIEKOMMYHHUKAIIHOHHBIC
TEXHOJIOTUHU B

AIEKTPOHHOM

JIOKYMEHTO000poTE.

- pelIeHuE 3a/1a4 Ha MPAKTUYECKUX 3aHATUAX;
- 3a/IaHUSI 1151 CAMOCTOSITEIbHOU PaboThI;

- TECTUPOBAHUE

DKCrepTHas OLICHKa MPOJIYKTa MPaKTUYECKOU
nearenpaoctu 113 Ne 1-113 Nel5
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