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1 MACHOPT MPOT'PAMMBI YYEBHOM JUCITATIIAHBI
OI1.04 JOKYMEHTAIIMOHHOE OBECIIEYEHHUE YIIPABJIEHUSA

1.1 O6aacTh NpUMeHEeHHsI POrPaMMbI

[Iporpamma y4eOHOM OUCHMIIMHBI SIBISCTCS YacThIO MPOrPaMMbl  ITOATOTOBKHU
crienaiaucToB cpeaHero 3BeHa B coorBeTcTBUU ¢ PI'OC nmo cneumanbHocT CIIO 38.02.01
DOKOHOMHKAa M OyXranTepckuil ydeT (IO OTpacisiM) B YacTH OCBOCHHS OCHOBHOTO BHA
npodeccuonanbHo AestenbHOoCcTH (BITJ]) 1 COOTBETCTBYIOIIMX KOMIIETCHITHH:

IIpodeccnonanbubix komnerenumii (IIK):

IIK 1.1. O6pabaTbiBaTh NEPBUYHBIC OYXTAITEPCKHUE TOKYMEHTHI.

O6mmx komnerenuuii (OK):

OK 01. [ToHuMaTth CyImIHOCTh M COLMAIBHYIO 3HAYMMOCTh CBOEH Oymymiel mpodeccum,
IIPOSIBJIATH K HEW YCTOMYUBBINA UHTEPEC.

OK 02. Opranu3oBbiBaTh COOCTBEHHYIO IESTEIbHOCTb, BBHIOMpPATh TUIIOBBIE METOIBI U
CHOCOOBI BHITTOJIHEHUS TPO()ECCHOHANIBHBIX 3a/1a4, OLIEHUBATh UX 3P (HEKTUBHOCTH U KAYECTBO.

OK 03. IIpunumaTh peuieHusl B CTAaHAAPTHBIX U HECTAHJIAPTHBIX CUTYalMsIX U HECTH 3a
HUX OTBETCTBEHHOCTb.

OK 04. OcymiecTBnsTh MOUCK M HCIOJb30BaHHE HH(POpPMAINK, HEOOXOAUMON s
3 PEKTUBHOTO BBIMOJHEHHUS MPOPECCHOHATBHBIX 331a4, MPO(PECCHOHATBHOTO U JTHYHOCTHOTO
pa3BUTHSL.

OK 05. Bmagerp  MHQOPMALMOHHOW  KYJIbTYpOH, aHAJU3UPOBaTh W  OIICHUBATh
uH(GOPMAIIKIO C UCTIOTIB30BaHUEM UH(POPMAIIHOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIOTHA.

OK 09. OpueHTHpOBATHCS B YCIOBUAX YaCTOW CMEHBI TEXHOJOTHHA B MPO(ECCHOHATBHOM
JESITEIIbHOCTH.

OK 10. ITonp3oBaTbesi TpOPECcCCHOHANBHON TOKyMEHTAlMeHd Ha TOCYIapCTBEHHOM U
WHOCTPAHHOM SI3bIKaX.

YpoBeHs 00pa3oBaHHs: OCHOBHOE 0011iee, cpeHee ooee.
OmnbIT paboThl HE TpeOyeTCs

1.2 Mecto Yy4yeOHOIN JUCHMIUVIMHBI B CTPYKType TMNPOrpamMMbl MOATOTOBKH
CHEHHATHCTOB CPeHero 3BeHa: JUCLUIUIMHA BXOAUT B MPO(PECCHOHATBHBIM LUK U OTHOCUTCS
K 0a30BbIM 00111eTPO(ECCUOHATIBHBIM JUCIUILINHAM.

1.3 Hesau u 3a1a4u y4eOHOI THCHMIJIMHBI — TPe0OBaHUSA K pe3yJbTaTaM OCBOECHHA
Y4eOHOM IMCUMILINHBI:

B pesynbpTaTe ocBoeHHS y4eOHOUM MUCIUILIMHBI O0yUarOIIHICS JOJIKEH:

yMeTh:

- 0pOpMIIATh JOKYMEHTAIMIO B COOTBETCTBHH C HOPMATHBHOM 0a30i, B TOM 4HCIIE
C MCIIOJIb30BaHHEM MH(OPMAITMOHHBIX TEXHOJIOTHH;

— OCBaMBaTh TEXHOJOTUU aBTOMAaTU3UPOBAHHON 00paOOTKH TIOKYMEHTAIIUH;

- UCIIONIb30BaTh YHU(DUIIUPOBAHHBIE POPMBI JOKYMEHTOB;

- OCYIIECTBIISITh XPAHEHUE U TIOUCK JJOKYMEHTOB;

- UCNONBL306aMb  MENeKOMMYHUKAYUOHHbIE — TMEeXHON02UU 8  DJIeKMPOHHOM
0oKyMeHmoobopome,

3HATh:

- TIOHSATHE, TIENTH, 33/1a49H U TIPUHIIHITHI JIEJTOTPOU3BO/ICTBA;

- OCHOBHBIE MOHATHS JOKYMEHTAI[HOHHOTO 00ECTICYCHHUS yITPABIICHHS,

- cucmemvl OOKYMEHMAYUOHHO20 0DecneyeHus YnpaeneHus;

- KJIaCCU(UKALIHIO TOKYMEHTOB;

- TpeOOBaHUS K COCTABICHUIO U OPOPMIICHHUIO JOKYMEHTOB;

- OpraHu3aIuIo TOKyMEHTO00O0poTA:!



- npuema, 06pabomKy, pecucmpayuio, KOHMPOIb, XpaHmeHue OOKYMEHMOS,
HOMEHKIamypy Oell.

1.4 Ko/1u4ecTBO YacOB HA OCBOEHHE MPOrPaMMbl Y4eOHOI JUCHUNJINHBI:

MaKCUMaJIbHOU y4eOHOW Harpy3ku oOyuaromierocs 58 4aco, B TOM 4uCIIE:
00s13aTeIbHON ayTMTOPHON yueOHOM Harpy3ku oOydarormierocs 54 yaca;
CaMOCTOSITeNbHOU PaboThl 0Oyuaromerocs 4 yaca.



2 CTPYKTYPA M COJAEP)KAHUE YYEBHOM JJUCHUILIAHBI

2.1 O0beM yueOHOIi TMCHUINJIMHBI M BUABI Y4e0HOIi padoThI

Bun yueOHo# padoThI Oovem uacos
MaxkcumanbHasi yueOHasi Harpy3ka (Bcero) 58
O0s13aTesIbHAsI Ay IUTOPHAs1 YueOHasi Harpy3Ka (Bcero) o4

B TOM YHCJIC:

nabopaTtopHbie pabOTHI _

MPAKTUYCCKHUE 3aHATUS 24

KOHTPOJIbHBIE pabOTHI —

KypcoBas pabota (poekT) (ke npedycmompero) —

CamocrosiTesibHas pabora o0yuyarwuierocs (Bcero) 4

B TOM YHCJIC:

camocrosiTenibHass paboTa Haax KypcoBod paboToil (IpoeKkToMm) (He —
npeoycmMompeHo)

IToaroroska cooOLIEHUM
BHeaynuTopHas caMocTosiTesIbHas pabora 2

N

Hmoeosas ammecmayusl 6 qbopMe 3adema




2.2 TemaTuyeckuii njian u cogep:xkanue yudeonou nucuumiunbl OI1.04 JOKYMEHTAIIMOHHOE OBECIIEYUEHHUE YIIPABJIEHUSI

HaumenoBanmue Conep:kanue y4eOHOT0 MaTepuaJia, JJadopaTopHbie PadoThl U MPAKTHYECKHE 3aHATHS, Oo0bem | YpoBeHb
pa3/1eJioB U TeM CcaMoCTOsITe/IbHAs paboTa 00y4YauMXcs, KypcoBasi padora (IPoeKT) (eciu npedycmompervi) YacoB | OCBOEHH
1 2 3 4
Pazpean 1.
JdoxkymeHTHpPOBaHME 24
yIpaBJIeHYeCKOM
AesITeJIbHOCTH
ConepixaHue y4eOHOro MaTepuasa:
1. Ilonsarue o nokymeHTHpoBaHUU. CyIIHOCTh U (PYHKIIUU JOKYMEHTA. 2 1
2. OCHOBHBIE CIIOCOOBI TOKYMEHTUPOBAHHSI.
Tema 1.1. IlonsiTue o Y P
IIpakTH4yeckue 3aHATHS:
JAOKYMEHTaX U
1. U3yuenue nonamus ungpopmayuu u 0oKymenma. 2
crocodax o
2. [loocomoexa noeuueckoil cxemol N0 K1ACCUDUKAYUU.
AOKYMEHTHPOBAHUS -
CamocrosiTe1bHAsA padoTa 00y4alOIIMXCH:
Pabora ¢ TeKCTOM JIEKIMH, TEKCTOM Y4eOHUKA U JOMOIHUTEIBHOMN JIUTEPATYPOI. 2
Cocragyienne rioccapus o reme «I[loHsATHE 0 JOKyMEHTax U croco0ax TOKyMEHTUPOBAHHUS.
ConepixkaHue y4eOHOro MaTepuasa:
1. IIpusznaku ooxymenma: opuuHAIbHOCMb, NOOJUHHOCHb, KONUUHOCb. 2 2
p V. P
Tema 1.2. [Ipusnaxu
2. Cmpykmypa 0okymenma.
U CTPYKTYpa
IIpakTHyeckne 3aHATHA:
JTOKyMEeHTAa
1. 3anonHenue TpadapeToB JOKYMEHTOB. 2
2. CoctaBienue u ohopMIIeHHE pa3TUYHBIX BUJIOB OJAHKOB.
Coneprxanue y4eOHOro MaTepuasa:
1. Yaudukanus v ctaHgapTH3aIML. 2 3
Tema 1.3 2. DYHKYUOHAIbHBLE U OMPACTe8ble CUCEMbl OOKYMEeHmayull.
- IIpakTHYecKue 3aHATHS:
Yuuduxkauusa u
1. CocraBinenne u odopMiieHHE Pa3IMYHBIX BUIOB OjaHKOB (oOmiero OsaHka, OJIaHKa MHCHMA,
CTaHJAAPTH3AIUS
TOKYMEHTOB KOHKPETHOTO OJIaHKa). 2
y 2. Ogopmnenue ocnosnvlx pexsuzumos ¢ coomsememsuu ¢ I OCTom P.6-2003 « Yrnuguyuposannwie
cucmemvl  OOKyMenmayuu. YHuguyupoeannas cucmema Op2aHU3AYUOHHO-PACNOPAOUMENbHOU
doxymenmayuu. Tpeboanust K 0)oOpMIeHUIO OOKYMEHMOBY.
Tema 1.4. Coaep:xkanue yueOHOro MaTepuaJa:
TpedoBanus K 1. Tpebosanus k oghopmnenuro OOKymMeHmos. 2 3

0(p)OpMJICHUIO U BH/bI

2. Ilpasuna ogpopmnenus peksusumos.




0JIAaHKOB JJOKYMEHTOB

IIpakTnyeckoe 3ansiTue:

1. O¢opmienue ycinoBHO - MOCTOSTHHBIX PEKBU3UTOB. 2
2. OdopmiieHue YCIOBHO - IEPEMEHHBIX PEKBU3UTOB.
CamocrosiTesibHas padoTa 00yYAKOIIUXCH:
CocraBieHre CXeM pPacroI0KEHHUs YIIIOBOTO U MPOJOJILHOTO PACIONOKEHUS PEKBU3UTOB. 2
Pazpabotka u odopmienne Ha popmate A4 GiiaHKa OpraHU3aInu.
Tema 1.5. Tipapuia folfllepmaﬂne y4e0HOro MaTepuaJia: }
. HazHadyenne opraHn3aiimoOHHO-PaCIOPSTUTEIIEHON TOKYMEHTAIIUH. 2
OQopmreHus 2. XapaKTepuCTHKA U COCTaB PACIOPAIUTEIbHBIX TOKYMEHTOB.
OPraHu3anuoOHHO-
IIpakTHyecKkue 3aHATHS:
pacnopsINTeIbHbBIX
HOKYMEHTOB 1. Cocmasnenue u ogpopmnenue opeanuzayuoHHbIx E)oxymeﬂmos. 2
2. Cocmaenenue u oopmienue pacnopsoumenbHol OOKYMeHmMayuu.
Pazpea 2.
Opranusanus 34
padoThI ¢
JOKYMEHTaMH
Tema 2.1. Cnyxba Conep:kanue y4eOHOT0 MaTepHuaJia:
AokymMeHTanuounoro | 1. Ilonamue cuyocoor OokymenmayuonHo2o obecnedenus ynpasieHus. 2
obecneyeHust 2. OCHOBHBIE 3Tallbl IBIKEHUS JOKYMEHTOB B OpraHU3aIiu.
ynpaBJieHHsl. IIpakTuyeckue 3aHATHA:
Opranunzanus 1. Cocmasnenue cxemuvl 0oKymeHmoobopoma 6 opeanu3ayuu. 2
noKkymeHntroobopora | 2. Cocmasnenue u oghopmieHue UHHopMayuoHHO-CNPABOUHBIX OOKYMEHMOB.
Tema 2.2. Conep:kaHue y4eOHOT0 MaTepuaJia:
Opranuzanus 1. O6paboTka JOKYMEHTOB, MOCTYNAIOIINX B OPTraHU3AIII0, OCHOBHBIE ATAIIbI. 2
npuema, 2. [lonsamue KOHMpPoas UCHOTHEHUS OOKYMEHMO8, €20 Yeilb, NPUHYUNDLL U UObL.
paccMOTpeHus U IIpakTHYecKkue 3aHATHS:
perucrpanuun 1. Ananuz HopmamusHvlx OOKYMEHMO8, YCMAHABIUBAIOWUX MUNOBbLE CPOKU UCNOJIHEHUS.
AOKYMEHTOB. 2. CoctaBnenue u ohopMIeHUE CTYKEOHBIX MHUCEM. 5
Kourtpous
HCIOJIHEHUS
JOKYMEHTOB
Tema 2.3. Coaep:kanue yueOHOro Mmarepuaja:
Opranusanus 1. TonsiTus: «1emo», «hoOpMUPOBAHHE 1T,
0NepaTHBHOIO 2. ITopsinox ¢popMupoBaHus A€ B AETONPOU3BOJICTBE. 4

XPaHCHUA JOKYMCHTA.
Homenkiiatypa aea

3. Cywnocmsb u 8U0bl HOMEHKAAMYPbL Oell.
4. Xpanenue 00KymeHmog 8 291eKmpOoHHOUL ghopme.




IIpakTnyeckoe 3ansiTue:

1. Co3nanue perucTpaoHHON (POPMBI 1711 PETHUCTPAIIUN BXOISIINX U UCXOSAIINX TOKYMEHTOB. 2
2. CocTaBiienue u opopMIIeHUE HOMEHKIIATYpPHI Jell.
ConepixaHue y4eOHOro MaTepuasa:
Tema 2.4. Dxcneprusa | 1. [lonarue «3kcnepTu3a LEHHOCTH JOKYMEHTOB.
HEHHOCTH 2. DTansl ¥ TOPSAJOK MPOBEICHUS YKCIIEPTU3BI IEHHOCTH JOKYMEHTOB. 4
JTOKYMEHTOB. 3. Ilepeuenv meponpusmuii no n0020mosKe 0ell K nepeoaie 8 apxus.
Ioaroroska nen k| 4. llopsaok YHHUTOXKEHUS JOKYMEHTOB B 0(OPMIICHHSI PE3YIIbTATOB SKCIIEPTHU3HI.
apXuUBHOMY IIpakTHYeckoe 3aHATHE:
XpPaHEeHH 10 1. Ilepedaua ungpopmayuu c ucnonv3osanuem cpeocms meieKOMMYHUKAYUU. 2
2. CoctaBnenue, opopmiieHHue TOKYMEHTOB C UCTIOJIb30BAaHUEM CPECTB OPTTEXHUKH.
Conep:xanue yueOHOro MaTepuaJa:
1. OOparenus rpakaaH: MpeasIOKEeHUS, 3asBIICHUS, KaJ00bl, X0JaTalicTBa, KOJJIEKTUBHbBIE
Tema 2.5. oOpareHusl. 4
Opranuzanus 2. YCTHBIE ¥ TUCbMEHHBIE 00paIIeHHUS.
paboThI ¢ 3. Cpoku UCTIOTHEHHSI OOpAICHHUIA U TIOCTICICTBHS IPUHSATHS PEIICHHIA 110 0OpaIeHUsIM rpakaaH. 4.
oOpanieHusIMu 4. OmsemcmeeHHOCMb 3a HApYuleHUe 3aKOHO0amelbCmaa 00 00paAueHUIX ePANCOAH.
rpa:kian [IpakTHyeckoe 3aHATHE:
1. Uzyuenue 3axona «O nopsaoke paccmompenus obpawerutl epaxcoan PO. 2
2. Cocmaenenue 3a:a671eHus, XapaKkmepucmuKku, pacnucku, 008epeHHOCHU.
Conepixanue y4eOHOro MaTepuaJa:
1. Buas! rpu¢oB orpaHuyYeHHs 10CTyNa K JOKYMEHTaM.
2. [Topsinok oTHECeHHs] HHPOPMAIIHH K CBEIEHUSIM 0COO00N BaXKHOCTHU, COBEPIICHHO CEKPETHBIM,
T 26 CEKPETHBIM, K KOMMEpPYECKOM TalHe.
o ema 2.6. 3. Hopmamuensie akxmwi, pe2yiupyioujue pabomy ¢ OOKYMeHmamu, UMerouumu 2pug oepanudens 4
PraHu3altus docmyna K HUM.
padorsi ¢ 4. Ocobennocmu yuema, pecucmpayuu, UCNOIb308AHUSA, ODOPMAEHUS, PA3SMHONCEHUS, POPMUPOBAHUSA
JIOKyMEHTAMM, 6 dela, nepedayu 8 apxus Uil YHUUMONCEHUsL OOKYMEHMO8, UMEIOWUX 2pugh oepanuyerus 00Cmyna K
HMEOIUMH rpud L
OrpaHUYeHus!
T0CTYIIA K HEM IIpakTnyeckoe 3ansiTHe:
1. Odopmnenue u peructpaius A0kyMeHTOB ¢ Tpudom «ICIDy».
2. IIpoBepka Hammuust TOKyMeHTOB ¢ rpudom «JICII». 4
3. Cocmasnenue u oghopmnenue uH@GOpMayuoHHO-CHPABOUHBIX OOKYMEHMOB.
4. Ilopsioox cnamus epugha.
BCEI'O 58

I[J'I}I XapPaKTCPUCTHKU YPOBHA OCBOCHUA yqe6H0ro MaTcpHraia UCIIOJIb3YIOTCA CICAYIOIIUC 0003HAYCHHS:




1. — o3HaKOMUTENBHBIN (y3HABAHHE paHEe U3yUYEHHBIX 0OBEKTOB, CBOICTB);
2. — penpOAYKTHUBHBIHN (BBIIOIHEHUE JIEATEIFHOCTH 110 00pa3Ily, MHCTPYKIUH WIH MOJI PyKOBOJICTBOM)
3. — IPOAYKTUBHBIH (IUTAHUPOBAHUE U CAMOCTOSITEIILHOE BBIITOJIHEHHE JCATEIIEHOCTH, PEIIEHUE TPOOJIEMHBIX 3a]1a4)
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3 YCJIOBHSA PEAJIN3AIIMNA YUEBHOM JUCIIUTLIVHBI

3.1 TpeboBaHUA K MUHUMAJILHOMY MATEPHAJILHO-TEXHHYECKOMY 00ecneYyeHn 0
Peamuzarmuss  yuyeOHOM  OUCHUILIMHBI — TpeOyeT Hamuuums  y4eOHOro  kaOuwHeTa
JIOKYMEHTAIMOHHOTO 00eCTICUeHUs YIIPABICHUS.

O6opynoBanue yaeOHOTo KabUHeTa!

- I0CAI0OYHBIC MECTA 110 KOJIUYECTBY 00YUaIOIINXCS;
- pabouee MeCTO MPEeroIaBaTes;

- KOMILIEKT y4eOHO-HATJISIHBIX TOCOOHIA.

Texnuueckue cpencrtBa OOy4deHHs: HHTEpaKTHUBHas JIOCKa C  JIMIIEH3MOHHBIM
IIPOrPaMMHBIM 00€CIIE€YEHUEM, MYJIBTUMEANAIIPOEKTOP.

3.2 UudopMmannoHHoe obecniedeHne 00yueHust

Ilepeuenn peKoMeHayeMbIX Y4eOHBIX U3IaHMH, HNuTepHer-pecypcos,
JOTIOJTHUTEeIbHOM JINTEPaTyphl

OcHOBHBIC HCTOYHHKH:
1. Hoxymenrtoenenue: Yu. / H.C.JlappkoB - 3 usn. - 416 ¢.(O) M..TIpocnekt,2017
JlokyMeHTanroHHoe odecriedenue ynpasieHus. CocTaBaeHne 1 0pOpMIIEHUE JETOBBIX

NOKyMeHTOB : ydeOHoe mocodue it CIIO / cocraBurenu E. M. bammakoBa. — Capatos,

Mocksa : IlpodobOpazoanue, At ITu Ap Menua, 2021. — 144 c. — ISBN 978-5-4488-

1080-0, 978-5-4497-0964-6. — TekcT : DIEKTPOHHBIH // DNEKTPOHHO-OMOIMOTEYHAS

cuctema IPR BOOKS : [caiit]. — URL.: https://www.iprbookshop.ru/103343.html

3. AnekceeBa, T. B. JlokymeHnTannonnoe obecrieueHue ympasieHus : yueOHuk / T. B.
AxnexceeBa, O. A. CtpaxoB. — Mocksa : Yuupepcuter «Cuneprusi», 2020. — 132 ¢c. —
ISBN 978-5-4257-0402-3. — TeKcCT : JIeKTPOHHBIN // DIEKTPOHHO-OMOIMOTEYHAS] CUCTEMA
IPR BOOKS : [caiit]. — URL.: https://www.iprbookshop.ru/101344.html

4. Kysnenona, 1. B. JlokymeHTanimonHoe oOecriedeHne yrnpaBieHUus : yaeOHOe mocooue
st CITO / U. B. Ky3nenona, I'. A. Xavarpsa. — 2-e u3n. — Capatos : [IpodobpazoBanue,
A IIm Dp Mennma, 2019. — 166 c. — ISBN 978-5-4486-0404-1, 978-5-4488-0216-4. —
Texct : anekTpoHHBINH // DnekrpoHHO-OMOMMoTeyHast cucrema IPR BOOKS : [caiit]. —
URL.: https://www.iprbookshop.ru/80326.html

JomosHuTeabHas:

1. HMHdopmanmoHHBIE TEXHOJOTUU B JIOKyMEHTaUMOHHOM obOecneueHuu..: Yu. H.H.Kynses-
408 c.(O) M.:JIoroc,2017

2. JlokymeHntanmoHHoe oOecrieueHue ymp.: Yd. / JLA.Pymeianna - 11 w3, - 288 c¢.(II0) M.:
NI Axamemus,2014

3. bacakos M.N. JloxymeHTanmonHoe oOecrnieueHue YIPABIICHUS
(menompousBoicTBO). YueOuuk. PH/I ®EHUKC,2013

4. 3aiiuesa, E. B. Jlenonpon3BoACTBO U JOKYMEHTOOOOPOT B CHCTEME I'OCYJIAapCTBEHHOI'O U
MYHUIUNIAIBHOTO yrpaBieHus : ydeOHoe mocobue mns CIIO / E. B. 3aiiueBa, H. B.
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HNuTepHer — pecypcebl:
1. http://www.termika.ru
2. http://delpro.narod.ru

3. http://dogovorlibrary.by.ru/index.htm - kommekiuss ~ THIOBBIX  JOrOBOPOB,
00pa3I1oB 3asBICHUI, NCKOB, OJTAHKOB

4, www.directum.ru/339256.shtml - srekTpoHHOE 1ETOIPOU3BOACTBO U KAHIIEISPHUS

5. www.dis.ru/slovar/deloproizvodstvo- cioBaps o pasueny «Jleaomnpon3BoacTBO»

6. www.hrm.ru/db/hrm/94BA941BD8FB5A55C32569BC005C96AA/category.html
- CTaTbH I10 JEJIONPOU3BOJICTBY

7. www.iparegistr.com/sekretdelo.php - sxxypran «CekpeTapckoe Ae10»

8. www.microsoft.com/rus/government/docflow - 3nekTpoHHBIH TOKYMEHTOOOOPOT
U JaenonpousBoAcTBo. Pemrenus Microsoft B oGmactu  10KyMEHTOOOOpOTa It POCCHHACKHX
OpPraHoB rOCYAAapCTBEHHOM BJIACTU U MECTHOI'O CAMOYIIPABIICHUS

9. www.mifi.ru/buchuchet-workmaking-lesson-1 .htm - odopmienune cimyxeOHBIX
Icem

10.  www.opb.ru/deloproizvodstvo.html - gemonpon3BoacTBO B Opranu3amnuu
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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 PE3YJIbTATOB OCBOEHMS YYEBHOM
TACIATLITAHBI

KOHTpOJ'IB N OLCHKa pE3YyJIbTaTOB OCBOCHUA y‘lC6HOfI JAUCHUIIIMHBL OCYHICCTBIIACTCA
npenoaaBarcJicM B IHPOLHECCE MPOBCACHUA IMPAKTHUYCCKUX 3aHHTHfI, TCCTUPOBAHUA, a TAKIKC
BBITIOJTHEHU A O6y‘laIOHII/IMI/ICH HHAUBUAYAJIbHBIX 3a,Z[aHPII>'I.

PesyabTaThl 00yueHus ®opMBI U METO/IbI KOHTPOJISI M OLIEHKH
(ocBOCHHBIE YMEHHSI, YCBOCHHbIE 3HAHMS) pe3yJabTaToB 00y4eHHs

YMmenns

0(OPMIIATH JOKYMEHTALMIO B COOTBETCTBHHU | YCTHBIN OIPOC, IPaKTHYECKas paboTa
C HOpPMAaTHBHON 0a3ol, B TOM YHCIE C

HCII0JIb30BAHUEM MH(POPMAIIMOHHBIX
TEXHOJIOTHI;

OCBaMBaTh TEXHOJIOTHH
aBTOMATHU3UPOBAHHOU 00paboTKu
JOKYMEHTAI1H;

HCIOJIb30BaTh YHUPUIMPOBAHHBIE (HOPMBI
JIOKYMEHTOB;

OCYLIECTBIATh ~ XpaHEHHWE U IIOUCK
JOKYMEHTOB;

HCIOJIb30BaTh TEJIEKOMMYHUKAIIMOHHBIE
TEXHOJIOTUHU B JJIEKTPOHHOM
JIOKYMEHTO000pOTE
3HaHuA:

NOHATHE, UEIW, 3ala4d W [PUHLUILI | YCTHBIA ONPOC, IPAKTUYECKas paboTa
JIeJIONPOU3BO/ICTBA;
OCHOBHBIE TIOHATHUS JJIOKYMEHTAI[MOHHOTO
o0ecreyeHus yrpaBiaeHMs;
CUCTEMBI IOKYMEHTAIIUOHHOTO 00ecTIeueHHs
YIpaBIIEHUS;
KJIacCU(UKALUIO TOKYMEHTOB;
TpeOOBaHUs K COCTaBJICHUIO U O(POPMIIEHUIO
JOKYMEHTOB;
OpraHu3aIMIo0 JOKyMEHTO000poTA:!

npuema, o00pabOTKy, pPErucTpaluio,
KOHTPOJIb, XpaHeHue JIOKYMEHTOB,
HOMEHKJIATYpy JIeJ
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