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1. IACHOPT PABOYEM MPOT'PAMMBIYYEBHOM JUCIHUILINHBI
CI'l1.06 «lokymeHTALMOHHOE O0ecriedeHue yIpaBJaeHs»

1.1 Ob1acTh NpuMeHeHUs1 padoyveil MPOrpaMmbl

Pabouass mporpaMma y4eOHOW IMCUUIUIMHBI SIBISIETCS YacThbIO OCHOBHOM
npodeccruonansHOi 00pa3zoBaTeabHON MporpaMMbl B cooTBeTcTBHH ¢ PI'OC 110
cnenquanbHocTh 39.02.01 ConmanbHas padoTa.
1.2 MecTo yueOHOH JUCUMILIMHBI B CTPYKTYpP€E OCHOBHOI NpodeccnoHaIbLHOM
o0pa3oBaTeIbHOW POrPpaMMBbl.
JlucuunimHa OTHOCUTCS K 001enpogeccHoOHAIbHBIM AUCHMIIMHAM U BXOJUT B
COLIMAJIBHO — T'YMaHUTAPHBIN [IUKJI.
1.3 Hean u 3aga4u y4eOHOM AUCUMIUIMHBI — TPeOOBaHHMSA K pe3yabTaraMm
OCBOCHUS Y4eOHOM TUCHUILIMHBI:
CUCTEMHBIX  3HaHMH 00  OCHOBax  aJAMMHHUCTPATHBHO-YIPaBIECHUYECKON
NEeATEIbHOCTH PYKOBOJSILIETO COCTaBAa OPTraHU3ALMI U YUPEKICHUM;
3HAHMST O TPUHLIMIAX MW METOJaX aJMUHUCTPUPOBAHMS B  COLMAIBHBIX
OpraHu3alysIX, IPaBUIaX BHYTPEHHETO TPYJOBOTO PacHopsIKa;
KyJbTYpPbl aJMUHUCTPATUBHO-YIIPABIECHYECKON JEATEIbHOCTH;
o0ecnieunBaTh BeJCHUE JOKYMEHTAIlMU B MPOIIECCE MPEIOCTABICHUS COLUAIbHBIX
YCIIYT JIMIAaM TOKHJIOTO BO3pacTa, MHBAIUAAM, PA3JIMYHBIM KaTerOpHsM cCeMed U
netedl (B TOM YHClE JETSAM- MHBAJIMIAM), TpakJaHaM HaXOMSIIUMCS B TPYAHOU
KU3HEHHOW CUTYyallMU WA COL[MATBHO ONAaCHOM IMOJI0KEHUU

LEJIOCTHOTO MPEJACTaBIEHUS O CYIIHOCTA U  METOJax OLEHKH

JAOKYMCHTAIMOHHOTI'O oOecrieucHus B YIHpaBJIICHUU.

N3ydyenne y4eOHOWH UCHUILVIMHBI CcHOCOOCTBYeT (POPMHUPOBAHUIO
CJIeAYIOIIMX O0LIUX KOMIIETeHIIUI:
OK4- DddextnBHO B3auMOACHCTBOBATh M pabOTAaTh B KOMAaH/IC
OK9- nonb3oBatbest MpohecCHOHATBFHON JOKYMEHTAIMe Ha TOCyIapCTBEHHOM U
MHOCTPAHHBIX SI3BIKAX

N3y4yenneyuyeOHOHIUCHMILIUHBICTIOCO0CTBYET()OPMHUPOBAHUIOC/IETY IO



UXIIPOeCcCHOHATBHBIX KOMIETCHIIMM:

[IK 6 — oOecrneunBaTh BelE€HHE JTOKYMEHTAIlMd B MPOIECCe MPelOCTaBICHUS
COL[MAJBHBIX YCIyT JHULAM IIOKWJIOTO BO3pacTa, WHBAJIWIAAM, pPa3JIMYHBIM
KaTeropusiMm cemeil W jaereid (B TOM dMCIE ACTAM- WHBaIUAAM), TpakIaHam,
HaxXOJAIIMMCA B TPYAHOM JKM3HEHHOW CHTyallUM WJIA COLMAIBHO ONACHOM
ITOJIOKEHUH.

B pe3yabrare ocBoeHHMsi Y4eOHOW IUCHUILVIMHBI OOYYAIOUIMUCH JOJIKEH
yMeThb:

OQOpMIISITh JOKYMEHTAIMI0O B COOTBETCTBUM C HOpPMAaTWBHOW 0a3oi, B T.4.
UCIOJIB3YSl THPOPMAIIMOHHBIE TEXHOJIOTHH;

YHUMUIUPOBATH CUCTEMBI JIOKYMEHTAIIUN

OCYILECTBIIATh XPAHEHUE U ITIOUCK IOKYMEHTOB;

OCYUIECTBJISATh aBTOMATU3aLUI0 00paOOTKH JOKYMEHTOB;

HCIIOJBb30BATh TCICKOMMYHHUKAITHOHHBIC TCXHOJIOTHUH B 3JICKTPOHHOM

JTIOKYMEHTO000pOTe.

B pesyabTare ocBOeHHUS YUeOHOM IUCUHMILIMHBI 00Y4YAKOIIMICS J0JIKEH 3HATh:
MOHSATHS, LIEJIH, 3a1a4U U IPUHLIMIIBI JEJI0NPOU3BOICTBA;

OCHOBHBIE TOHATHS TOKYMEHTALIMOHHOTO 00€eCIeueHusl yIpaBICHHUS;

CUCTEMBI JJOKYMEHTAIIMOHHOTO 00eCTIeueHHs! YIIPaBICHNUS;

KJIacCU(UKAIUIO U TJOKYMEHTOB;

TpeOOBaHMS K COCTABJICHUIO U O(POPMIICHUIO JOKYMEHTOB;

OpraHu3alrIo J0KYMEHTO000poTa: prueM, 00paboTKy, perucTpanuio, KOHTPOJIb,

XpaHeHHe TOKYMEHTOB, HOMEHKJIATypy JeI.



2. CTPYKTYPA U COJAEPXKAHUE YUEBHOM JUCHUIJIAHBI

2.1. O0bém yueOHOM TUCHMILIMHBI M BUABI Y4eOHOH padoT

JL1s1 ouHoii popmbl HA Ga3e 11 kiaccoB

Bun yueOHOI paboThI BCero 1
CEeMECTp

MakcumajibHas yueOHasiHA TPy3Ka (Bcero) 36 36

OO0s3arenpHas ayAUTOpHAs yueOHast Harpy3Ka

(Bcero):

TeopeTtnueckoe o0yueHue %g %g

[IpakTH4yecKre 3aHATHUS

CamocrosiTeibHasi padoTa 00y4aromerocst 2 2

(Bcero)

dDopma KOHTPOJISA Jund.3auer

2.2. TemaTu4yecKMid IJIAH M COleP:KaHUE Y4eOHOM JUCUUIIJINHBI
«JlokyMeHTAMOHHOEe 00CeYeHue yIpaBIeHUs»

HaumeHnoBanue Copep:xanue yueOHOT0o MaTepuana, 1abopaTropHbie O6véM | YpoBeHb
pa3eNioB U TeM pabOThI M IPAKTHYECKUE 3aHATHUS, CAMOCTOSITEITbHAS 9acoB OCBOCHHSI
paboTta 00yJaromuxcs, Kypcopasi padota (IpOeKT)

1 2 3

Beenenue Conepxanue:
Ponme w wMecro mucumminHbl  «J{OKyMEHTAIIMOHHOE

obecneucHUe YHOPpaBJICHUA, ec CBA3b C
O9KOHOMHUYCCKUMU JUCHUIITIMHAMMU. COI[ep)KaHI/IC
JAUCIUIIIINHBI, eé 3aga4ud, 3HA4YCHHUC I IMOATIOTOBKH
CIIeuaJIuCTOB B obnactu ACJIOIIPOU3BOACTBA. IlonsTus

u TEPMUHBI«IOKYMEHTY, «JIOKYMEHTHPOBAHUE,
«JIOKyMEHTallHOHHOE obecrnieueHue yYIpaBJIEHUS
(AOY)».
Paszpnen 1 JlokyMeHTHpOBaHKE YIIPABJICHYECKOMN
AeATEeJIbHOCTH
Temal.l. OcHogueble | Conep)kaHue: 2
HNOHATUS M KaTeropuu | Dtambl GOPMHUPOBAHUS U PA3BUTHUS
JIOKYMEHTallMOHHOT'O JOKYMEHTallMOHHOT0 o0ecnieueHus: B Poccun. @yHkimu
o0ecrieyeHus JOKYMEHTA.
IIpakTnyeckoe 3ausaTue Nel 2

ITonsaTus TCPMHUHOJIOTUH B JOKYMCHTOBCICHUS.
OCHOBHEBIE KaTCropuu JOKYMCHTOBCACHM.

Tema 1.2. Conepxanue: 2
OcHoBHble TpeOOBaHUS K | YHUQUKAIMS U CTaHAApPTH3aLUs  YIPaBIEHYECKUX

0(pOpMIIEHHIO JOKYMEHTOB | JOKYMEHTOB COLIMAJIBHBIX CITYXO.
COLIMATILHBIX CITYXO0 U TpeboBanust k 0hOpMIIEHUIO JOKYMEHTOB.
YUpEKIACHUN

IIpakTHyeckoe 3ausiTe Ne2 2
Bunel nokymentoB. Kinaccuduxarms 10KyMeHTOB.




Tema 1.3.

OO01ue BOmpOoCHI
OpraHu3aIH
JOKyMEHTOO00pOTa B
COLMAJIBHBIX CITYX)0ax

Coneprxanue:
[ToHsITHE TOKYMEHTOOOOPOTA U €T0 XaPAKTEPUCTHKH.

OcHoBHBbIE IpYIIIBI T0KyMEHTOB. [lopsaok
MIPOXOXKACHUS BXOIALIUX U UCXOAAIMIMNX JOKYMEHTOB.
KoHTpOb 32 HCIIONHEHHE JOKYMEHTA.

IIpakTHyeckoe 3auaTue No3

Pabota ¢ mabmonamu pa3paboTaHHBIMU IS
MOBBIICHUS 2((HEKTUBHOCTH PEIISHUS MPOOIIeM B
npodeccnoHaBbHBIX 00J1aCTH, CBSI3aHHBIX C
ucnojibzoBanreM OV u 31eKTpOHHOrO
JIOKYMEHT0000pOTA.

CamocrodrenbHas paboTa:

PaboTa ¢ KOHCIIEKTOM, TOJArOTOBKA MUCHbMEHHBIX
OTBETOB Ha BOIPOCHI U MOATOTOBKA JOKJIAA0B 110 TEME:
«Opranuzainysi JOKYMEHTO000pOTa B YUPESIKIACHUIX

Pasznen 2 CucreMbl JOKYMEHTAIIMU B IOKYMEHTAMOHHOM
o0ecnieyenuu ynpasJjenus (10Y)
Tema 2.1. Conepxanue:

HopmaTtusHO-nipaBoBas
6a3a opraHuzanuu

JIOKyMeHT Kak MCTOYHUK HHPopManmu. DYyHKIUU U
BHUJIBI JOKyMeHTOB. 'ocynapctBennas cuctema [JOVY.

JIOKYMEHTAIMOHHOTO Hopmbl 1 MeTOBI 3aKOHOJATEIBHOTO PErYIUPOBAHMS

obecrnieueHus JeSITeIbHOCTH B chepe JIOKYMEHTallMOHHOTO

yIOpaBIeHUs, KaK OCHOBA | OOSCIICUCHUS YIPABICHHSI.

TEXHOJIOTHH

MPOILIECCOB  yNPABIICHUS

(I'OCTpi).
IIpakTHyeckoe 3ansaTue Ned:
HopmartuBHo-nipaBoBast 0aza OpraHu3alu
JIOKYMEHTAIIMOHHOTO OOEeCIEeYEHUsI yIPaBJICHHS, Kak
ocHOBa TexHosoruu npoieccos ynpasneHus: (I'OCThr).
3akon P® «OG6 apxuBHOoM jene B Poccwuiickoit
®enepaunn», HMHCTPYKUMU UM ['ocyaapcTBEHHbIE
CTaHIapThl (I'OCTwr JIOKYMEHTAllHOHHOTO
obecneyenus ynpasienus (JIOY).

Tema 2.2 Conepxanue:

PaGora c [TonsTe KOH(MUICHIMATBPHOCTHA, OTHOCSIIEECS K

KOH(pHIeHIIMATbEHON JIOKYMEHTOBEICHUIO.

uH(popMarmen Cny>xeOHble JIOKYMEHTBI KOH(UIEHIINAIEHOTO
XapakTepa.
IIpakTnyeckoe 3ausgTHe Ne5:
VYcnoBus paboThl € JOKyMeHTamuedl mnonx rpudom
CEKpPETHO

Tema Conepxanue:

2.3.Ilpodeccuonanbhast JlenoBble W JMYHBIE KayecTBa CHEHHAIKNCTa IO

9THUKa ClicnyajaucTa 110
JOKYMCHTOBCIACHUIO B
COIMaJIbHBIX cny>i<6ax

JOKYMEHTAI[MOHHOMY OOECIIEUeHUI0 B COILMATBHBIX
cinyx6ax. KymeTypa neinoBoro oOmieHusl.

Pa3zgen 3

Opranu3anusi padoThl ¢ JOKYMEHTAMHU

Tema 3.1. Conepxanue:
Odopmnenue OdopmreHre  OpraHM3alMOHHBIX  JTOKYMEHTOB  (YCTaBbl,
YIPaBJICHICCKIX TIOJIOYKEHHST, MTHCTPYKIIUN).




JIOKYMEHTOB PacriopsiTenbHbIX  IOKYMEHTOB  (TIPUKa3bl, PacHOpsHKEHUE,
peIIIeHIE).
HMubopMaIMoHHO - CripaBOYHast TOKyMEHTAIIHS.
IIpakTnyeckoe 3ansaTHE NeG:
OdopMmienne ymnpaBIeHYECKHX JOKYMEHTOB
S3pIK u CTWIb CITy?>KEOHOU JIOKYMEHTAlI|H.
MexanusupoBannbiii  coco6  (IIK)  odopmuenus
paclopsSAUTENbHBIX TOKYMEHTOB: MPUKA30B, PELICHU,
UHCTPYKLHUH.
OdopmieHuss opraHu3allMOHHBIX JTOKYMEHTOB: YCTaBa,
MIpaBUJI BHYTPEHHETO PaCIopsiKa

Tema 3.2. Conepxanue:

KanpoBast noxymeHTanus

JIOKyMEHTUPOBAaHUE TPYAOBBIX OTHOILICHMM, COCTaB U
0c00E€HHOCTH O(OPMIIEHUS JAOKYMEHTOB IO JIMYHOMY
COCTaBy.

OdopmiieHre NOOIIPEeHUH M B3bICKAHWM, Ipolecca
YBOJIbHEHUS.

IIpaBoBble ACIIEKTBI oopmienus KaJIpOBOM
JOKYMEHTAllUM, OCHOBHBIC IIOJIOKEHUS TPYIOBOTO
konekca PO.

IIpakTHyeckoe 3ansitue Ne/:

TpeboBanust k opopmMIICHIIO

aBTOOMOrpadguu, pesroMme, 3asBlICHHS O IpUeMe Ha
paboTy, TPUKa30B IO JHUYHOMY COCTaBYy, IITATHOTO
pacnucaHusl, JOJPKHOCTHBIX HHCTPYKIUH.

oopmieHns KaApOBBIX JOKYMEHTOB: aBTOOMOrpadumy,
pes3ioMe, 3asBICHHS O IpUeMe Ha paboTy, YBOJIBbHEHUIO
C paOOTHI.

Tema 3.3.

ApXHUBHOE XpaHEHHE U
JKCIIePTH3a IICHHOCTH
JIOKYMEHTOB

Conepxanue:
HopMmaTtuBHo-MeTOAMUYECKHE JTIOKYMEHTBI o

00€CIeueHNI0 apXUBHOTO XpaHEHUs JOKYMEHTAIUU.
TpeboBanuss u mnpaBuna ['CAOY mno opranuzanuu
paboThl C JOKyMEHTaMHU OpraHu3aluu. BEIWHCTBO
TpeOOBaHUN K XpaHEHUIO JIOKyMEHTAllud BJEJO
MPOU3BOACTBE M  ApXUBHOM Jielie, NPUMEHECHHE
KOMIIBIOTEPHBIX TEXHOJIOTMM B ApXUBHOM JIEIIE.

IIpakTHyeckoe 3ausaTue Ne9

Pa3bop nenooit cutyanun «Opranuzamusi paboThl C
JOKYMEHTaMH B yupexjaeHun». OdopmiieHue aena B
apxuB. CocTaBieHne W OQOPMIICHHE HOMEHKIATYpPhI
Jen OpTaHHU3aIuU Ha OCHOBE MIPUHIIAIIOB
OTBETCTBEHHOCTH 32 BBITIOJIHAEMYIO padoTy.

Tema 3.4.
CnpaBouHo-
UH(POPMaILMOHHbIE
JTIOKYMEHTBI

Conepxanue:
YuudunupoBanHas cucreMa OpraHU3alMOHHO-

pacopsIANTENBbHBIX JIOKYMEHTOB (OPL) B
JOKYMEHTallMOHHOM o0ecrieyeHun yIpaBICHUS.
XapakTepucTuKa CpaBoYHO-UH(OPMALIMOHHON
JOKyMeHTaruu. TpeGoBaHMs K  S3bIKY, CTHIIIO
nokymeHnToB. Kareropum, kiaccu@ukamuu, THIIbI
CITy’K€OHBIX IIHCEM, AKTOB.




CamocrosrenbHas pabora

Hud. 3ager

HUrtoro: 36

3. YCJIOBUSA PEAJIN3ALIMU TPOTPAMMBI IUCHUIIJINHBI
3.1. TpeboBaHUsI K MUHUMAJIbHOMY MATEPUATBLHO-TEXHUYECKOMY
o0ecrne4eHn 10
Jns peanuzanuu MporpamMMbl MEKIUCHUIUIMHAPHOTO Kypca HMCIHOJIB3YIOTCS
clIemyIonue KaOWHEThI ¥ IIOMEIIEHUS, B KOTOPBIX HMEETCS:
1. Y4eOHO-METOAMYECKUM KOMILIEKCOM:
® METOJUYECKUMH PEKOMEHIAIMSIMHU 110 OPraHU3aluU MPAKTUYECKUX PadoT;
® METOJMYECKUMH YKA3aHUSIMHU 10 BHEAYAUTOPHOU CaMOCTOSITEIIbHON paboTe;
KOHTPOJIbHO-U3MEPUTEIIBHBIMM ~ MaTepuajaMyd  TEKYIIEro  KOHTPOJs U
MIPOMEKYTOUYHON aTTECTALINH.
2. TexHU4YEeCKUMHU CpeACTBAMU OOYUECHHUS:
y4eOHO-HATJISTHBIMU TOCOOUSIMU;
MEePCOHATBHBIE KOMITBIOTEPHI, TPUHTED.
3.2. Uudopmannonnoe odecneyeHue 00yueHust
[lepeueHb pEKOMEHIYyEMBIX YyYE€OHBIX W3JAaHUW, HUHTEPHET - PECYpPCOB,
JOTIOJIHUTEIBHOU JINTEPATYPHI.

HODMaTI/IBHO-HDaBOBble AKThI:

3akoH P® «O06 apxuBHOM aene B Poccuiickoit @enepanum» ot 22.10.2004

Nel25 @3, aeiicTByrormias peaakius (¢ U3MEHEHUSIMU U JOTIOTHEHUSIMU).
3akoH PO «O0 undopmaiuu, tHGOPMALIMOHHBIX TEXHOJIOTHX U 3aILUTE
undopmaruuy ot 20.02.1995 Ne24 @3, nelicTByromas penaxius (¢ N3BMEHEHHUSIMHU
JOTIOJTHEHUSIMU.

(OCHOBHBIE HCTOYHHUKU:

1. BacakoB, M.H. JlenompousBoacTtBo: JlokymeHTarmoHHoe oOecreueHne
ynpasienus: Yueouuk / M.H. bacakos, O.U. 3amepiikoBa. — 10-e u3n. —

PocroB v/]1: ®enukc, 2010. — 376 C




KysnenoB, WM. H. JlokyMeHTanlMOHHOE OOECIEUCHUE YyMpaBICHUS
MEPCOHANIOM : YYeOHHUK W MPAKTUKYM IS CPEIHEro MpodeccHoHaIbHOTO
obopazoBanus / U. H. Ky3nenoB. — Mocksa : U3mparensctBo FOpaiit, 2019.
— 521 c.

brikoBa T.A. JIOKyMEHTAallMOHHOE oOecrieueHue YIIPaBIICHUS
(memompoun3BoicTBO): yueb.mocooue. / T.A. brikosa, T.B. Ky3uemnosa, JI.B.
Cankuna. — 2-e u3a. — M. : Uadpa-M, 2012. - 304 c.

I'punbepr A.C.  JlokyMeHTallMOHHOE  OOecrieueHue  yrnpaBlCHUS:
OnexTpoHHbIN yueOHUK. — M.: FOnutu-/lana, 2011. — 390 c.

KanpoBoe aenonpounsBoactso; HoBocubOupck: Cubupckoe yHUBEPCUTETCKOE
n3aaTenseTBo - Mocksa, 2012. - 534 c.

Kopuees, 1. K. JlokyMeHTalluoOHHOE 0O€CIieYeHUE YIPaBiICHUs : yUeOHUK U
NpaKTUKYyM I cpeaHero mnpodeccuoHanbHoro ooOpazoBanus / U. K.
Kopnees, A. B. I[Tmenko, B. A. MamyprieB. — 2-e u3j., nepepad. u 1om. —
Mockaa : U3gatensctBo FOpaiit, 2022. — 384 c.

0) OononHumenvHan 1umepamypa.

1.

Ky3nenona, T.B.; Cankuna, JI.B.; beikoBa, T.A. u ap. Jleaonpou3BoacCTBO.
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ynpasnenus; M.: FOautu-/lana - Mocksa, 2012. - 359 c.
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JlenoBast u yueOnas nmurepatypa; U3manne 2-e - Mocksa, 2012. - 488 c.
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Henoroma, A.Il.; Cemuenko, II.A. Jlenonpou3BOACTBO OpraHU3AIUU.
[ToarotoBka, odopmienne u BeaeHue gokymeHTaruu; Owmera-JI -
Mocksa, 2010. - 480 c.

JIOKYMEHTOBEICHUE U apXUBOBEICHHUE. [DIEKTPOHHBIN pecypc]: CIOBaph-
CHPaBOYHUK JUJIsl CTYAEHTOB, OoOydarommxcsi mo crneuuanbHoctu 032001

JlokyMeHTOBeIcHHE U JJOKYMEHTAIIMOHHOE obecrnieueHue ynpasienus / O.1.
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4.KOHTPOJIb U OLIEHKA PE3YJIbTATOB YUEBHOW AUCHUTIMHBI KoHTpOIB
U OIIEHKA pe3yJIbTaTOB OCBOEHUS TUCIMIUIMHBI OCYLIECTBIISIETCS MPENOAaBaTelieM
B TMpOIECCE TMPOBEACHUS TMPAKTUUECKUX 3aHSITHH, TECTUPOBAHMS, a TaKXKe
BBITIOJIHEHUS ~ OOYYalOIMMUCS ~ WHIWMBHIYAIbHBIX  3aJaHUN,  TPOEKTOB,
uccienoBanuii. OOpa3oBaTeNbHAs OpraHU3aIs, pealu3ylonias MOJATOTOBKY IO
y4eOHOM JTUACIATUINHE oOecrieynBaeT OpTraHu3aIrIo u MPOBE/ICHUE
MPOMEXKYTOUYHOM  aTTeCTallMd M  TEKYIIEro KOHTPOJS  HMHAWBUIYaTbHBIX
0o0pa3oBaTeIbHBIX JOCTIKECHUH, JEMOHCTPUPYEMBIX OOYUYaIOIIMMHUCSI YMEHUN U
3HAHUU.

Texymuii KOHTPOJIb TTPOU3BOAUTCS MPEIOAABATEIIEM B IMPOIecCe 00YyUEHUSI.
OOydeHne 1o MpodEecCHOHATLHOMY MOJYJIIO 3aBEpIIAeTCs MPOMEKYTOUHOU

aTTecTareil B gopme dK3aMeHa.
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dopMBI U1 METOJbI TEKYIEr0 KOHTPOJISI W MPOMEXKYTOYHOM aTTECTallUM IO
npoeCCUOHAIBHOMY MOJYJII0 JOBOJATCS 10 OOYYaroIIMXCs HE TMO37HEee JBYX

MECAIIeB OT Hadaja oOy4eHHs 10 OCHOBHOM MPOQeCCHOHATEHON 00pa30BaTeIbHON

nporpamme.

JUIsl TEKYIIEro KOHTPOJIS U MPOMEXKYTOUYHOM aTTECTALMK B KOJUIEIKE CO3/IaH

dbonx oreHouHbIX cpeacts (POC).

dOC Briawyaer B cebs

KOHTPOJIbHO-U3MCPHUTCIILHBIC

MaTCpHaJIbl,

NpeAHa3HAYCHHBbIE [IJII OMPEACJICHUS COOTBETCTBHSI (MJIM HECOOTBETCTBUSA)

HHAWBUYaJIbHBIX 06p330BaTCHI>HI>IX I[OCTI/I)KGHI/Iﬁ OCHOBHBIM IIOKa3aTCJIsIM

OICHKH PC3YyJIbTATOB ITIOATOTOBKH.

Pe3ynbTaThl 00y4yeHus: (OCBOCHHbBIC YMEHUSI,
YCBOCHHBIC 3HAHUS)

®opMBbI U METOJIBI KOHTPOJIS U
OIIEHKH Pe3yJIbTaTOB 00YyUEHHUS

1

2

Ymenus:

0hOpMIISATH JIOKYMEHTAIIUI0 B COOTBETCTBUU
C HOpMaTWMBHOW 0a30#l, ¢ HCIOJIB30BAHUEM
UH(OPMAITMOHHBIX TEXHOJIOTHH;

[IpaktTyeckoe 3aHgTHE. DBeIllONTHEHWE 3amaHU

CamocTrosTrenbHas padora

UCIIOJIb30BaTh YHHU(PUIUMPOBAHHBIE (HOPMBI
JIOKYMEHTAIUU;

MMPAKTHUYCCKOC 3aHATUC

OCYIICCTBIIATH XPaHCHUC, ITOMCK TOKYMCHTOB

IMPAKTHUYCCKOC 3aHATHUC

OCYIIECTBIISITh aBTOMATU3AIUI0 00padOTKU
JIOKYMEHTOB

IMPAKTHUYCCKOC 3aHATHC

WCITI0JIB30BATh TCIICKOMMYHHKAITMOHHBIC
TEXHOJIOTHH B 3JICKTPOHHOM
JIOKYMEHTO000pOTe

TCCTUPOBAHHUC, IIPAKTHUYCCKOC 3aHATHUC

3HaHuA:

IMPAKTHUYCCKOC 3aHATHUC

OCHOBHBIE MOHATHS JOKYyMEHTAIIMOHHOTO
o0ecreyeHust yIpaBJICHHUsI

IMPAaKTHYCCKOC 3aHATUC

3aKOHO/ATEIbHBIE OCHOBBI
H0Y

COBPEMEHHOTO

TECCTHUPOBAHUC, IIPAKTUUCCKOC 3aHATHC

TpeOOBaHMs K COCTABJICHHUIO U O(POPMIICHUIO
JIOKyMEHTOB; KJIACCU(DUKAIIUIO U PEKBU3UTHI
JIOKyMEHTOB

IMPAKTUYCCKOC 3aHATHC

OpraHM3aIfi0 JOKYMEHTOO00OpOTa: TpHeEM,
00padoTKYy, perucTpauio, KOHTPOJIb,
XpaHECHHE JIOKYMEHTOB, HOMEHKJIATYPY Je

IMPAaKTHUYCCKOC 3aHATHUC




