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1 MACHOPT MPOI'PAMMBI YYEBHOM JTUCIHUILIAHBI
OI1.13 JOKYMEHTAIMOHHOE OBECIIEYEHUE YIIPABJIEHUSA

1.1 ObaacTh NpUMEHEHUsI TPOTrPAMMBI

[IporpaMma y4yeOHOW JUCUMIUIMHBI  SIBISETCA YacTblO  MPOTPAMMBI
MOJITOTOBKM CHEIHAUCTOB CpelHero 3BeHa B cooTBercTBUH ¢ PI'OC 1o
cnenuanbHocT CITIO 38.02.01 DkoHOMUKA M OyXraaTepckuil y4yeT (1o oTpacisiM)
B YaCTHU OCBOCHHUS OCHOBHOTO BHjIa MipodeccnonanbHoi nestenpHocT (BILJ):

— BeJleHHe OyXraJaTepcKoTo M HaJOTOBOTO y4deTa

— COCTaBJIEHWE W UCIOJb30BaHUE Oyxrantepckod ((dpuUHAHCOBOW) U
HAJIOTOBOM OTYETHOCTH SKOHOMHYECKOTO CYyObEeKTa

— OCBOCHHE BHIOB pabOT MO OJTHOM MJIM HECKOJIBKUM MpodeccusMm padbodmx,
JIOJKHOCTSIM CITY>KaIlluX

Y COOTBETCTBYIOLIUX KOMITETEHIIHI:

O6mux komnerenuuii (OK):

OK 09. [Tonb3oBaTbes  mpo(eCCHOHANBHOM — JOKYMEHTalMell  Ha
rOCy/1IapCTBEHHOM M MHOCTPAaHHOM SI3bIKax

YpoBeHb 00pa3oBaHUs: OCHOBHOE 00IIIee, CpeiHee ooIIee.

OmnbIT paboThl HE TpeOyeTCs

1.2 MecTo yueOHO# JMCUMIJIMHBI B CTPYKTYPe NPOrpaMMbl NOAT0TOBKH
CIEeNUAJMCTOB CPeJHero 3BeHa: JAUCIUIUIMHA BXOJUT B pa3fes y4eOHOro IJiaHa
«IIILIIpodeccuonansHas noaroropka. OIL.OOmenpodeccnoHaNTbHBIN UKD

1.3 Henu u 327244 y4eOHOI TUCHUILTUHBI — TPeOOBaHMS K pe3y/ibTaTaM
OCBOCHUSA Y4eOHOM IMCHUTIIUHBI:

B pesynbpTaTe ocBoeHUs y4eOHON JUCITUTUIMHBI 00YYaIONTUHCS TOJKEH:

yMeTh:

- oQOopMIIATh TOKYMEHTALIUIO B COOTBETCTBUM C HOPMaTUBHOW 0a30, B
TOM YHCJIE C UCTIOIb30BAaHUEM MHPOPMAIIMOHHBIX TEXHOJIOTU;

- OCBanBaTh TEXHOJIOTUU aBTOMATU3UPOBAHHOU 00paboTKH
JIOKyMEHTAIUU;

- UCIOJIb30BaTh YHU(DUIMPOBAHHBIE (POPMBI JOKYMEHTOB;

- OCYLIECTBJIATh XPaHEHNE U NTOUCK JOKYMEHTOB;

- UCNONIb308AMb MENEKOMMYHUKAYUOHHBIE MEXHON02UU 8 DTIeKMPOHHOM
0oKymeHnmoobopome;

3HATh:

- MOHATHE, LIEJIN, 33]1a4U U PUHLHIIBI 1eJIONPOU3BOJICTBA;

- OCHOBHBIE MOHATHS TJOKYyMEHTAIMOHHOTO 00eCIeUeHUs yIPaBICHUS;

— cucmembl OOKYMEHMAYUOHHO20 0becneyeHus ynpasieHus,

- KJ1IacCU(UKAIIUIO TOKYMEHTOB;

— TpeOOBaHUS K COCTABICHUIO 1 O(DOPMIICHHIO TOKYMEHTOB;

- OpraHU3aIMI0 JOKYMEHTO000pOoTa:

— npuema,  obpabomky,  pecucmpayuro,  KOHMpOb,  XPAHEHUe
OOKYMEHMO8, HOMEHKILAmypy Oel.



14 KoauyecTBO 4YacoB HAa OCBOEHHE MNPOrpamMMbl  y4eOHOM
TUCHUITHHBI:
MaKCUMaJbHOW y4eOHON Harpy3Ku 00ydaromerocsi 58 4acoB, B TOM YHCIIE:
00s13aTEIPHON ayIUTOPHOM YIeOHON HArpy3KH oOydJaromierocs 54 yaca;
CaMOCTOATEILHOM paboThl 0Oy4Jaromierocs 4 Jaca.



2 CTPYKTYPA U COJAEP)KAHUE YYEFHOM JUCLUILIUHBI

2.1 O0beM yueOHOM TUCHHUIJIMHBLI U BUABI Y4eOHOI padoThl

Bup yueOHo# padoThI Oovem uacos
MakcumaJibHas ydyeOHasi Harpy3ka (Bcero) 58
OQo0s13aTeIbHAS aYAUTOPHAA y4eOHAasi HArPYy3Ka (Bcero) 54

B TOM 4YHCJIC.

nabopaTopHbIe pabOTHI —

MPAKTHYECKUEC 3aHSATHUS 24

KOHTPOJIbHBIE pabOThI —

KypcoBas pabota (IpoeKT) (e npedycmompero) —

CamocTosiTesibHasi pabora o0y4uaromerocs (Bcero) 4

Hmoeosas ammecmayus 6 ghopme
3ayema




2.2 TemaTtudeckuii miian u cogep:xkanue yaeoHoii pucuumiuabl OI1.13 JOKYMEHTAIIMOHHOE OBECIIEYHEHUE

YIIPABJIEHUS
HaumenoBanue Conep:kanue y4eOHOro MaTepuasia, JJadopaTropHble padoThl U MPAKTHYECKHE 3AHATHS, Oo0bem | YpoBeHb
pa3aesioB U TeM CaMOCTOsITe/IbHAsA padoTa 00yuawuuxcs, KypcoBasi padora (poeKT) (eciu npedycmompennl) 4acoB | OCBOEHMHS
1 2 3 4
Pa3nes 1. JlokyMeHTHPOBaHHE YIIPABJIEHYECKOI eI TeJIbHOCTH
Copnepxxanue yueOHOro MaTepuaJa: 2
1. Ilonsarue o nokymeHTupoBaHuu. CymHOCTh U GYHKIUU JOKYMEHTA. 1
2. OcHOBHBIE CTIOCOOBI IOKYMEHTHPOBAHHUSI.
Tema L.1. Honsrrae o IIpakTuyeckune 3aHATHSA: 2
AOKYMEHTaX 1 1. U3yuenue nonamus ungpopmayuu u OOKymenma.
criocodax 2. I[looeomoska nocuueckoti cxemvl no K1accugurkayuu.
AOKYMEHTHPOBAHUS
CamocTtosiTeibHasi padoTa 00y4YalOIIMXCH: 2
Pabora ¢ TeKCTOM JIEKIMH, TEKCTOM Y4eOHUKA U JOMOJIHUTEIBHON JIUTEPATyPOH.
Cocrasnenue raoccapus o Teme «[loHdaTrne 0 JoKyMeHTax M crocodax TOKYMEHTHPOBAHUS.
Coaep:xxanue yueOHOro MaTepHaJia: 2
1. Ilpusnaxu 0okymenma: opuecuHaIbHOCMs, NOOIUHHOCHb, KONUUHOCD. 2
Tema 1.2. IlpusHaku | 2. Cmpyxmypa doxymenma.
"H:cl;{zi:;lf IIpakTH4ecKue 3aHATHSA: 2
1. 3anonHenue TpadapeToB JOKYMEHTOB.
2. CoctaBnenue u ohopmIieHHE pa3TUIHBIX BUIOB OJAHKOB.
Coaep:xanue yueO0HOro MaTepHaJia: 2
1. Vaudukamus u craHgapTU3ALNA. 3
2. QyHKYUOHATbHBIE U OMpaAc/iesble CUCeMbl OOKYMEHMAYUU.
Tema 1.3. IIpakTHYecKHe 3aHATHSA: 2
Yuupuxauus n 1. CocraBnenue u odopmieHHE Ppa3IMYHBIX BUAOB OslaHKOB (0Omero OnaHka, OjaHKa MHCHMA,
CTaHaapTU3alus KOHKPETHOTO OJIaHKa).
AOKYMEHTOB 2. Ogpopmnenue ocnoguvix pexsusumos 6 coomeemcmeuu ¢ "I'OCT P 7.0.97-2016. Hayuonanvhwiii
cmanoapm Poccuiickot ©@edepayuu. Cucmema cmanoapmos no ungopmayuu, OUOIUOMEUYHOMY U
uzoamenvckomy oOeny. OpeaHusayuoHHo-pacnopsoumenvhas OokymeHmayus. ITpeboeanus K
oopmaenuio 0okymenmos"
Tema 1.4. Copepxxanue yueOHOro MaTepuaJa: 2 3




TpedoBanus k
0(popMJIEHHI0 M BU/IbI
0JIAHKOB JOKYMEHTOB

1. Tpebosanus k oghopmaeruo OOKyMeHmos.
2. Ilpasuna ogpopmnerus pekeuzumos.

HpaKaneCRoe 3aHATHC:

1. OopmIiieHHE YCITOBHO - IOCTOSTHHBIX PEKBU3UTOB.
2. OdopmiieHUE YCIOBHO - IEPEMEHHBIX PEKBU3UTOB.

CamocTosiTesibHAsi padoTa 00y4AKOIIMXCS:

CocraBiieHHE CXeM PACIIOIOKEHHS YIIIOBOTO U MPOOJILHOTO PACTIONIOKCHUS PEKBU3UTOB.
Pazpabotka u opopmienue Ha popmate A4 GriaHKa OpraHU3aIUH.

Tema 1.5. IIpaBuia
opopMmiieHUs
OpPraHu3annuoHHO-
pacnopsaanuTeIbHbBIX
JOKYMEHTOB

Coaep:xxaHue yueOHOIro MaTepHaJia:

1. HaznadyeHue opraHu3aliMOHHO-PACOPSINTEIbHON JOKYMEHTALUH.
2. XapaKkTepuCTHKA U COCTAB PACTIOPAIUTEIHHBIX JOKYMEHTOB.

HpaKaneCRue 3aHATHUA:

1. Cocmasnenue u oghopmienue opeanu3ayuOHHbIX OOKYMEHMO8.
2. Cocmasenenue u opopmienue pacnopsioumenbHolu 0OKYMeHmayuu.

Paznen 2. Opranusanusi paéoTsl ¢ JOKYMEHTAMU

Tema 2.1. Ciryx0a

Coaep:xxanue yue0HOro MaTepHaJia:

1. I[lonamue cayscovl 0OKYyMEeHMAayuoHH020 0becnedeHus ynpasieHusl.

AOKYMEHTAILHOHHOI'0
obGecreyeHust 2. OCHOBHBIE 3Talbl IBUKEHUS JOKYMEHTOB B OpraHU3allly.
yIpaBJeHHS. IIpakTHYecKHe 3aHATHSA:
Opranuzanus 1. Cocmasnenue cxemvl OOKYMEHMO0OOPOMaA 8 OpeaHu3ayulU.
JIOKyMeHTo000poTa | 2. Cocmaenenue u oghopmaenue uH@dopMayuUOHHO-CNPABOYUHBIX OOKYMEHMOE.
Tema 2.2. Copepxxanue yueOHOro MaTepuaJia:
Opranuzanus 1. O6paboTKa JOKyMEHTOB, HOCTYIAIOIIMX B OPraHU3allI0, OCHOBHBIE ITAIIbI.
npuema, 2. Ilonssimue KOHMPOJIsL UCNOTHEHUS. OOKYMEHMO08, €20 Yelb, NPUHYUNDBL U BUObL.
paccMOTpeHus U IIpakTHYecKHe 3aHATHSA:
perucrpauuu 1. Ananuz nopmamueHvlx 0OKYMEHMO8, YCMAHABIUBAIOWUX MUNOBblE CPOKU UCNOTHEHUS.
JAOKYMEHTOB. 2. CocraBiienne u 0OpPMIICHHE CITyKEOHBIX TTHCEM.
Kourpousn
HCIIOJTHeHUA
AOKYMEHTOB
Tema 2.3. Coaep:xxaHue yueOHOro MaTepHaJia:




Opranunzanus
0NepaTHBHOIO
XpaHeHusl JOKyMEHTa.
Homenkiarypa ne

1. IousaTus: «aenoy», «HoOpMUPOBAHHE JEI».

2. [lopsinok popMupoBaHus A€l B A€TONPOU3BOJICTBE.
3. Cywynocmos u 6u0bl HOMEHKIAMYPbL O€l.

4. Xpanenue 00Kymenmos 6 31eKmpoHHOU (hopme.

HpaKTI/I‘leCROQ 3aHATHC:

1. Co3ganue perucTpaiiOHHON (POPMBI ISl PETUCTPALIMH BXOSIIMX U HCXOASIINX JOKYMEHTOB.
2. CocraBienue 1 0popMIeHHE HOMEHKIATYPHI JEII.

Tema 2.4. DxkcnepTusa

Coaep:xxaHue yueOHOIr0o MaTepHaJia:

1. ITousarue «IKCIIepTU3a HECHHOCTU JOKYMEHTOB).
2. DTarnsl u MOPAIOK HNPOBCACHUSA SKCIICPTHU3BI HCHHOCTU JOKYMCHTOB.

LHEHHOCTH
JIOKYMEHTOB. 3. Ilepeuenv meponpusmuii no n0020mosKe 0ell K nepeoaie 8 apxus.
Ioaroroska nea k| 4. IlopsagoK yHUUYTOKEHUs JOKYMEHTOB U O(OPMIIEHHS PE3YIbTATOB SKCIEPTU3HI.
apXHUBHOMY IIpakTHyeckoe 3aHATHE:
XpaHEeHH 10 1. Ilepedaua unghopmayuu ¢ UCnOIbL308aAHUEM CPEOCTNE MELEKOMMYHUKAYUU.
2. CocraBnenue, 0opopMIIeHHE JOKYMEHTOB C UCTIOIB30BAHUEM CPEJICTB OPTTEXHHUKH.
Coaep:xanue yueOHOro MaTepHaJia:
1. OGpamienus rpaxaan: IpeIIoKeHUs, 3asBICHUS, KATOObI, X0/1aTaliCTBa, KOJIJIEKTUBHBIC
Tema 2.5. oOpaleHus.
Opranusanus 2. YCTHBIE ¥ IMCbMEHHBIE 00paICHNSI.
padoThI ¢ 3. Cpoku UCTIOTHEHHsI OOpaIIeHUid U TIOCTEACTBUS MIPUHATHS PEIICHUI 10 00paIleHusIM rpakaaH. 4.
oOpanIeHusIMH 4. OmeemcmeeHHOCMb 3a HAPYUleHUe 3aKOHO0AmMeIbCcmea 00 00PaAUeHUAX SPAHCOAH.
rpaskaan IIpakTHyeckoe 3aHATHE:
1. Uzyuenue 3axona «O nopsaoke paccmompenus oopawerutl epaxcoar PO.
2. Cocmasnenue 3aa61eHus, XapaKkmepucmuKu, pacnucku, 008epeHHOCHU.
Copep:xkanue yueOHOI0 MaTepuaJa:
Tema 2.6. 1. Buzas! rpucoB orpaHuyeHHs 10CTyIa K JOKYMEHTaM. §
Opranmsauus 2. [Topsinok oTHECEHHS I/IH(l)(ipMaj_[I/II/I K CBEJICHUSM 0C000i1 BAXKHOCTH, COBEPIIIEHHO CEKPETHBIM,
DaBOTHI ¢ CEKPETHBIM, K KOMMEPUYECKOW TaifHe.
HOKYMEETAME, 3. Hopmamuenvie akmoi, pecyrupyrowue pabomy ¢ 00OKyMeHmamu, UMeowumu cpugd ocpaHuieHus
docmyna K HUM.
UMEIHMMH Tpud
orpaBEICHES 4. Ocobennocmu yuema, pecucmpayuiu, UCNOIbIOBAHU, OPOPMAEHUS, PA3SMHONCEHUS, YOPMUPOBANUSL

JA0CTYNA K HUM

6 Oena, nepedadu 8 apxXus Uil YHUUMONCeHUs: OOKYMEHMO8, UMEOWUX 2pug ocpanuyenus 0ocmynda K
HUM.

IIpakTH4Yeckoe 3aHsATHE:




1. Oopmrenue u peructpariyst OKyMeHTOB ¢ rpupom «JICID».

2. [TpoBepka Hanmuusi T0OKyMeHTOB ¢ Tpudom «ICID».

3. Cocmasnenue u oghopmnenue uH@opmMayuoHHO-CNPABOYHLIX OOKYMEHMOB.
4. Ilopsioox cuamus epugha.

DopmMa KOHTPOJISI 3a4eT

BCEI'O

58

Jis XapaKTepUCTUKU YPOBHS OCBOCHHS yU€OHOTO MaTepralia UCIIOIb3YIOTCS CIeIyIoIne 0003HAYCHNUS:

1. — o3HaKOMUTENBHBIN (y3HABAHHUE paHEe U3YUYEHHBIX O00OBEKTOB, CBOMCTR);

2. — penpPOAYKTUBHBIN (BBITIOJHEHUE ICATEIHHOCTH 110 00pa3ily, MHCTPYKIUU WIH MOJT PYKOBOJACTBOM)

3. — IPOAYKTUBHBIN (IUTAHUPOBAHUE U CAMOCTOSTEIILHOE BBIIIOJIHEHHE JICATEIIbHOCTH, PEIICHUE TPOOJIEMHBIX 3a/1a4)

10



3 YCJOBUS PEAJIM3AIIMA YUYEBHOM JUCHUILJIMHBI

3.1 TpeGoBaHusi K MHHHMAJIbHOMY MAaTEPHAJbHO-TEXHHYECKOMY
o0ecrne4eHnIo

Peanuzarus yueOHON AMCUMILIMHBI TpeOyeT Haluuus y4eOHOro KaOHHeTa
JTIOKYMEHTAIMOHHOTO 00eCTieUeHus yIpaBICHHUS .

O6opynoBaHue yueOHOTO KaOMHeTa:

- TOCAI0YHBIC MECTa IO KOJIMYECTBY O0YUarOIIHXCS;
- pabodee MeCTo MpernoaBaTelIs;

- KOMIUICKT Y4eOHO-HATTISITHBIX TTOCOOMIA.

TexHuueckue cpeacTsa 0Oy4eHUs: HHTEPAKTUBHAS J1I0CKA C JIULEH3UOHHBIM
IPOrpaMMHBIM 00ECIIEYUEHUEM, MYJIbTUMEUATIPOEKTOP.

3.2 UudopmanmoHHoe odecnevyeHue 00ydeHus

Ilepeyenbr pexoMeHayeMbIX Y4YeOHbIX u3AaHui, W HTepHeT-pecypcos,
JAOIOJHUTEJIbHOMN JIUTePaTypbl

OCHOBHBIC HCTOYHHUKH:

1. Kysuenosa, U. B. JlokymeHTaloHHOE 00€ecrieueHre yrnpaBlieHus : yaeOHoe
nocobue mis CI1O / U. B. Ky3uenosa, I'. A. Xauatpsin. — 3-e uzn. — Caparos :
[IpodobpazoBanue, 2024. — 168 ¢. — ISBN 978-5-4488-1051-0. — Tekcr :
AJIEKTPOHHBIN // DNeKTpOHHBIN pecypc 1udpoBoit oopazoBaTenbHOl cpeabl CITO
PROFo6pazosanue : [caiit]. — URL.: https://profspo.ru/books/135470
2. JloxymentannoHHoe obOecnieueHue ynpasienus. CoctaBieHne u opopmieHne
JIETIOBBIX TOKYMEHTOB : yueOHoe nocodue miist CI1O / cocraButenu E. U.
bammakoBa. — 2-e u3n. — Caparos, Mocksa : [Ipodo6pazoBanue, Aii [Tu Ap
Menma, 2024. — 144 c. — ISBN 978-5-4488-2168-4, 978-5-4497-3412-9. —
TekcT : 3eKTpOHHBIN // DNeKTPOHHBIN pecypc HuppoBoil 00pa3oBaTEIbHON
cpensl CITO PROFo0pa3zoBanue : [caiit]. — URL: https://profspo.ru/books/142218

3. MakramkynoBa, I'. A. JlokyMeHTaIMoOHHOE 0OecTieYeHIE YIpaBICHUs
nepcoHanom : Kypc aekuuii / I'. A. Makramkynosa, [1. JI. ['opogoBa. — Jlunernx :
Jlunenkuii rocyjapcTBEHHBIN TexHndeckuii yausepcutet, ObC ACB, 2023. — 32
c. — ISBN 978-5-00175-218-9. — TeKcT : 2JIEKTPOHHBIN // DIEKTPOHHBINA pecypc
ndpoBoit oopazoBarenbHO cpenbl CIIO PROFo6pasoBanmue : [caiit]. — URL:
https://profspo.ru/books/133441

JlonoJiIHMTe IbHASA JIUTEepaTypa:

4. AnexceeBa, T. B. JlokyMeHTallMOHHOE 0OECIICUeHHUE YIIPABIICHUS ;| yUEOHUK /
T. B. Anekceesa, O. A. CtpaxoB. — Mocksa : YHusepcuret «Cuneprus», 2020.
— 132 ¢c. — ISBN 978-5-4257-0402-3. — TekcT : 351eKTpOHHBIN // DNeKTPOHHbIN
pecypc mudpoBoit oopazoBarenbHoi cpeasl CITO PROFo6pa3oBanue : [caliT]. —
URL.: https://profspo.ru/books/101344
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https://profspo.ru/books/135470
https://profspo.ru/books/142218
https://profspo.ru/books/133441
https://profspo.ru/books/101344

5. Adontomkuna, O. U. JlIokyMeHTHpOBaHUE YPABICHYECKON AESTENbHOCTH :

yaebHoe nocobue / O. Y. Adontromkuna ; mox penakuueit B. U. [lyctoBas. —

benropon : bearopoackuii rocy1apCTBEHHBIA TEXHOJOTHYECKUA YHUBEPCUTET UM.

B.I'. lllyxoBa, ObC ACB, 2022. — 111 ¢. — ISBN 2227-8397. — TekcT :

AJIEKTPOHHEIH // DNEKTpOHHBIN pecypc 1udpoBoit oopazoBaTenbHOl cpeabl CITO

PROFob6pa3oBanue : [caiit]. — URL.: https://profspo.ru/books/80510
HNuTepHer — pecypcesbi:

1. http://www.termika.ru

2. http://delpro.narod.ru

3. http://dogovorlibrary.by.ru/index.htm -  kommexnus THIOBBIX JIOTOBOPOB,

00pa3IoB 3asBJIECHUM, HCKOB, OJIAHKOB

4.  www.directum.ru/339256.shtml -  sjmexTpoHHOE  AEIONMPOM3BOACTBO U
KaHLEIAPUs

5. www.dis.ru/slovar/deloproizvodstvo- CJIOBApPh 1o paszeiy
«/lemonpon3BoACTBO»

6.  www.hrm.ru/db/hrm/94BA941BD8FB5A55C32569BC005C96AA/category.h

tml - cTaTeu MO 1E€TONPOU3BOICTBY

7. www.iparegistr.com/sekretdelo.php - xxypuan «Cekperapckoe 1ei10»

8. www.microsoft.com/rus/government/docflow - DIIEKTPOHHBIN
JOKYMEHTOO0OpOT | Jejonpou3BojcTBo. Pemrenus Microsoft B oGiactu
I[OKYMGHTOO60p0Ta JIIs1 pOCCHﬁCKHX OpraHoB FOCY,HapCTBeHHOﬁ BJIaCTHU U
MCCTHOI'O CaMOYIIPpAaBJICHUA

9.  www.mifi.ru/buchuchet-workmaking-lesson-1 .htm - odopmiieHHE

CITY’KEOHBIX TTHCEM
10. www.opb.ru/deloproizvodstvo.html - nemonpon3BoACTBO B OpraHu3aiyiu
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http://infourok.ru/go.html?href=http%3A%2F%2Fwww.termika.ru%2F
http://infourok.ru/go.html?href=http%3A%2F%2Fdelpro.narod.ru%2F

4 KOHTPOJIb M OLIEHKA PE3YJBLTATOB OCBOEHMSI YYEBHOI
TUCTUTLITAHBI

KoHTponmb ® oOIeHKa pe3yJabTaTOB OCBOCHHUS YYCOHOW HUCIIUTLIAHBI
OCYWIECTBIISIETCS NPENOAABATEIEM B IPOLECCE NPOBEACHUS IMPAKTHYECKHUX
3aHITHI, TECTUPOBAHMS, & TAK)KE BBHIMOJHEHUSI O0yJAIOIIMMUCS WHIUBHIYaTbHBIX
3aJaHuM.

Pe3yabTaThl 00yyeHHs @opMBbI U METO/IbI KOHTPOJISI M OLIEHKH
(oCBOEHHbIE YMEHMSI, YCBOCHHbIE 3HAHMS) pe3yJbTATOB 00yUYeHHUsI
Ymenust
0(OpPMIIATH JOKYMEHTALMIO B COOTBETCTBUM | YCTHBIN ONPOC, IPAKTUYECKask paboTa
C HOpPMATHBHON 0a3oi, B TOM YHCIE C

HCIIO0JIb30BaHUEM UH(POPMAITMOHHBIX
TEXHOJIOTHI;

OCBaMBaTh TEXHOJIOTUHI
aBTOMATHU3UPOBAHHOU 00paboTKu
JOKYMEHTAIUH;

UCIOJIb30BaTh yYHU(PHUIIMPOBAHHBIE (HOPMBI
JIOKYMEHTOB;

OCYIICCTBIISITh ~ XpaHEHWE W TOHCK
JIOKYMEHTOB;

HCIIOJIb30BaTh TEJICKOMMYHUKAIIHOHHBIC
TEXHOJIOTUU B ANEKTPOHHOM
JIOKYMEHTO0000pOTE
3HaHusn:

HOHATHE, UEIW, 3aJa4yd M IPUHIKIBL | YCTHBIA OIIPOC, IpaKTHYecKas pabora
JICJIONIPOU3BO/ICTBA;
OCHOBHBIC TIIOHATHUA OOKYMCHTAIIMOHHOI'O
o0ecrieueHus ynpaBIeHUS;
CUCTEMBI IOKYMEHTAIIMOHHOTO 00ecTIeueHHs
yIpaBIeHUS;
KJ1acCU(UKALIUIO TOKYMEHTOB;
TpeOOBaHMS K COCTABICHUIO U 0(OPMIIEHUIO
JIOKYMEHTOB;
OpraHH3aIHIo0 JJOKYMEHTO000pOoTa:

npuemMa, 00pabOTKy, PpErucTpaimuio,
KOHTPOJIb, XpaHeHue JTIOKYMEHTOB,
HOMEHKJIATYPY JIeT
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