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1. MACIIOPT ITPOT'PAMMBI YYEBHOM JUCHHUIIJIINHBbI
JIOKYMEHTAIMOHHOE o0eclieYyeHrue YIIPpaBJIeHU s

1.1. Ob6sacTh NPpUMeEHEHHUs TPOTPAMMBI

[Iporpamma yueOHOM AMCHUMIUIMHBI SIBISETCS YacThbIO OCHOBHOW MpodeccHoHaTIbHOM
obpazoBartenbHO mporpammbl B cooTBeTcTBUM ¢ PI'OC mo cnemmanbroctu CIIO DxoHOMUKA U
Oyxrantepckuil yuer (1o otpaciisiM) / mpodeccun Oyxrairep.

Paboyast mporpamMmMa yueOHOM JTUCIUTUTMHBI MOXKET OBITh MCIIOJIb30BaHa B JOTIOJTHHTEIIEHOM
npodeccuoHaTbHOM 00pa30BaHUH U MPOPECCHOHATBHON TIOITOTOBKE, B KOTOPBIX MPETyCMOTPEHO
OCBOEHHE 3HAHWI U YMEHHI B 00JIaCTH TOKYMEHTAIIMOHHOTO 00ECTICUCHHS YITPABIICHHUSI.

1.2. MecTr0 MCHUIUVIMHBI B CTPYKTYpe OCHOBHOH mnpodeccHOHAJbHOI
o0pa3oBaTe/IbHOI NPOrPaMMBI:

JlucuuminHa OTHOCUTCA K 0011enpo(hecCHOHATBHBIM JUCIMITIIMHAM MPO(PECCHOHAIBHOTO
UKJIa y9eOHOro TuraHa mo crnenragbHocTH 38.02.01 DKOoHOMHKA M OyXTranTepcKuid yder (1o
OTpaciisiM) W HampaBiieHa Ha (OPMHUPOBAHHE CICAYIOMMX OOMmMX H MpodheCcCHOHATBHBIX
kommereniuii: OK 05, OK 09, OK 10, I1K 1.1, T1K.1.3, [IK 2.2, TIK 2.7.

1.3. Hean u 3agauym AUCUMILVIMHBI - TpeOOBaHMSI K pe3yJabTaTaM OCBOEHMS
co/iep KaHus TUCHUILINHBI

B pesynbraTe ocBoeHus: yueOHON AUCHUTUTMHBI 00yYaIOUIUIiCs TOKEH:
yMeTh:

- 0GopMIISTH JOKYMEHTAIMIO B COOTBETCTBUU C HOPMAaTUBHOM 0a30H, B T.4. HCHOJIB3YS
nH(OPMALIMOHHBIE TEXHOJIOTUH;

—  OCYILECTBJISATh aBTOMATU3ALIUI0 00pabOTKH JOKYMEHTOB;

—  yHU(UUIHUPOBATH CUCTEMBI JOKYMEHTAIUH;

—  OCYILECTBJIATh XPAaHEHHUE U MOUCK JOKYMEHTOB;

—  HCMOJBb30BaTh TEIEKOMMYHUKATUBHBIEC TEXHOJIOTUU B JIEKTPOHHOM JOKYMEHTOO00POTE.
3HATh:

— TIOHATHUE, 1IeJIY, 33J]a4i IPUHLIUIIBI JEIONPOU3BOICTBRA;

—  OCHOBHBIE MMOHATHS TOKyMEHTAIIMOHHOTO O0eCieueHus yIIpaBJICHUS;

—  CHCTEMBbI JOKYMEHTAIIMOHHOTO 00eCIIeYeH sl YIIPaBICHUS;

- KJjaccu(UKauio J0KYMEHTOB M UX BHUJIBI;

— TpeboBaHMS K COCTaBICHUIO U 0(OPMIICHUIO TOKYMEHTOB;

—  OpraHM3aIio JOKyMEHTOOOOpOoTa: mpueM, 00padoTKa, perucTpaius, KOHTPOJIb, XpaHEHHE
JOKYMEHTOB, HOMEHKJIATYpy 1€

[Ipouiecc n3yyeHus! TUCIUILIMHBI HAMlpaBlieH Ha (JOPMUPOBAHKE DIIEMEHTOB CIETYIOIINX
koMmrereHnid B coorBeTcTBUM ¢ PI'OC CIIO u OITOII CIIO o gaHHOH crielnaibHOCTH:
a) oomux (OK):



OcymecTBIATh YCTHYIO M NHCbMEHHYI0 KOMMYHUKALMIO Ha TOCYJapCTBEHHOM SI3bIKE
Poccuiickoit denepanyu ¢ y4eToM 0COOEHHOCTEH COLMAIBHOTO U KyJIBTYpHOTO KoHTeKcTa - OK
05.

Hcnonp3oBath HH(POPMAITMOHHBIE TEXHOJIOTHH B TIpodeccuoHanbHoil aearenbHoct — OK
09.

[Tone30BaThes MpodeccHoHaNBHOM TOKYMEHTAUEH Ha TOCYIapCTBEHHOM M HHOCTPAaHHOM
a3pikax — OK 10.

0) npogeccuonanbubix (IK):

OO6pabatpIBaTh epBUUHbIE OyxranTepckue qokyMeHTsl - [IK 1.1.

[IpoBOIUTH y4eT EHEXHBIX CPEACTB, OPOPMIIATH JEHEKHBIE U KaCCOBbIE TOKYMEHTHI -
IIK 1.3.

BbInosHATE MOpydeHus: pyKOBOJACTBA B COCTaBE€ KOMUCCUU [0 MHBEHTapHU3allMi aKTHBOB
B MecTax ux xpanenus - [1K 2.2.

BbINosHATE KOHTPOJIBHBIE TPOLEAYPHI U UX JOKYMEHTHUPOBAHUE, TOTOBUTH U 0OPMIISTH
3aBeplIaloIINe MaTepHalibl [0 pe3ysibTaTaM BHyTpeHHero koHtposs — [1K 2.7.

1.4. PexomenayeMoe KOJIMYECTBO YaCOB HA OCBOEHHE MPOTrPaMMbl AU CIUTIHHBI:
MaKCcUMaJIbHO# yueOHOI Harpy3ku oOydaromerocs 60 gaca, B TOM ducIe:
00s13aTeILHOI ayUTOPHON ydeOHOU HArpy3ku oOydatomerocs 48 gaca;
CaMOCTOSITeILHOM paboThl 0OyUaromerocs 12 gacos.

2. CTPYKTYPA U COJAEPXKAHUE YUYEFHOM JUCITATIIAHBI

2.1. O0beM y4eOHOM TUCHUILIMHBI U BUAbI Y4eOHOIl padoThl

Bun yueOHo# padoThI O0bem yacon
MakcumaJibHas yueOHasi Harpy3ka (Bcero) 60
O6si3aTeIbHAS AyIUTOPHAS YueOHas Harpy3Kka (Bcero) 48
B TOM YHCJIC:
JIEKIINOHHBIE 3aHATUS 32
1a00paTOPHBIE 3aHATHUS -
MPAKTUYECKHUE 3aHATHS 16

KOHTPOJIbHBIE Pa0OTHI -

KypcoBasi paboTta (IIpoeKT) -

CamocrosiTesibHas padora o0yuaruierocs (Bcero) 12

B TOM 4YHUCJIC:

camMocCTosiITeNIbHAasg paboTa Hal KypcoBOM paboToil (mpoekToM) (eciu -
MPEYCMOTPEHO)

IIOITIOJIHCHHUC 1 YFJ'IY6J'ICHI/IC TCOPCTHYCCKHUX 3HaHI/II>'I, IIOArOTOBKA COO6H.[€HPII>1 12

IIpomesicymounas ammecmayus 8 popme NTOTOBOM OLIEHKH




2.2. TeMaTH4eCKHH IUIaH U COAEP:KaHUe Y4eOHOM IMCHUIIMHBI «/[OKyMeHTAaMOHHOE o0ecneyeHue ynpaBJIeHUus»

HaumenoBanue pa3aesioB U TeM Conepixanne y4eGHOro MaTepuasa, 1a0opaTopHble U NPaKTHYecKHe PadoThl, Oobem YpoBenn
caMocCTosITe/IbHAsi padoTa 00y4yalmuxcs 4acoB 0CBOEHHA
1 2 3 4
Pazaen 1. OcHOBBI IOKYMEHTHPOBAHHUSI YIPABJIEHYECKO 1eITETbHOCTH
Tema 1.1. HopmaTuBHO- Conep:xkanue yueOHOro MaTepuaia 2
npaBoBasi 6a3a OpraHu3anuu 1| HopmaruBHO-TIpaBoBast 6a3a opraHu3aliy JOKYMEHTAIIHOHHOTO 00ECTIEUeHUS YIIPaBICHUS 0,5 1
AOKYMEHTAIHOHHOTO KaK OCHOBa TEXHOJIOTHH ITPOIIECCOB YITPABIICHUSI.
ol0ecnieyeHHs yNpaBJaeHUs 2 | CoBpemennble TpeboBanusi K popmynsipy nokymentoB (TOCT OPJ1 2003 r.) 0,5 1
3| TocynapcTBeHHas cHCTeMa JIOKYMEHTaIIMOHHOro obecnieuenus ynpasienus ('CA0Y). 0,5 1
4 | MexyHapoaHbIe CTAaHIAPTHI B 00JACTH YIIPaBJIeHUs JOKYMEHTAIHEH. 0,5 1
[IpakTHYecKkne 3aHATUS 2
1 | HopmaTuBHBIE aKThl 1 HHCTPYKTHBHBIC MaTEPUAIIbI, PErIaAMEHTHPYIOIINE JOKYMEHTO000pOT 2 2,3
CamocTosiTeibHAsE pad0oTa 00y4YalomuXCs 2
1| Ucropus pa3BUTHUA HaydHBIX MPEACTaBIEHUA O [JOKYMEHTAllUOHHOM OOecIlle4eHUH 2 3
yIIpaBJICHUSL
Conep:xkanue yueOHOro MaTepuaia 4
1 | [onstue «uaGOpMaImss». Criocodbl U cpefcTBa mepenadn nHhopmamuu. CBoHWCTBA 1 1
nHpopMmaruu. KadecTBeHHBIC XapaKTepUCTHKN HHpopMaIwu. Y Huukaims u
CTaHJApPTH3aLUs YIPABICHUYECKUX JOKYMEHTOB.
2 | Tonsitue «nokyMeHT». CBoOMCTBA U PyHKIMU JOKyMeHTa. Kiaccudukanus JOKYMEHTOB. 1 1
Tema 1.2. JIoKyMeHT 4 €ro 3 | ToHsITHE «3NEKTPOHHBIN JOKYMEHT». OOIIHe TPUHIIAITBI TOCTPOCHHUSI U CTPYKTYpa 1 1
cBOMicTBA CHCTEMBI 3JIEKTPOHHOTO JOKYMEHT0000poTa.
4 | YHn(ukanus u cTaHgapTH3aIMs YIPaBICHYECKHX JOKYMEHTOB. 1 1
IIpakTH4YecKHue 3aHATHSA 2
1| Madopmarms u JOKyMEHT: TTOHSTHS, CBOWCTBA, CTPYKTypa U pyHKuuu. [IpoBeneHue 2 2,3
TECTUPOBAHMS M 00CYXKJIEHHE €ro pe3ysbTaToB.
CamocTosiTeIbHAsA Pad0Ta 00y4aI0IINXCS 2
1 | HepcreKTHBBI HCTIOMH30BAHHS YIEKTPOHHBIX JOKYMEHTOB B YIIPABICHUECKOil ICATEIbHOCTHL 2 3
Tema 1.3. Crioco0bI 1 Copaep:xanne yue0HOro0 MaTepuaia 4
NpaBUJIa CO3AAHMSA U 1| Cnoco0bl TOKYMEHTHPOBaHHUS M HOCUTENH HHPOpMayy. Busibl JOKyMEHTUPOBaHHSL 1 1
o opmIIeHHsI TOKYMEHTOB 2 | ©opMyJIsip JOKYMEHTa U €r0 PEeKBU3UTHI. 1 1

5




Oco0eHHOCTH O(OPMIICHHUS TEKCTA B 3aBHCUMOCTH OT Ha3HAYCHHSI IOKYMEHTA.

OdopmieHne TOKYMEHTOB € TIOMOIIIBI0 KOMITBIOTEPHBIX TPOTPAMM.

AKTUYCCKHEC 3AHATUA

=1

OdopmiieHrs TOKYMeHTOB B cooTrBeTcTBUU ¢ Tpeboanusmu ['OCT P 6.30-2003.
BhIsiBIIEHHE U MCIPABJIEHHE OMIMOOK B COCTABICHHBIX YIIPABIEHUYECKHX JOKYMEHTAX.

NN |-

2,3

CamocTosiTeqbHAasA padoTa 00y4alouxcs

N

1 | AHaJu3 OCTOSIHHBIX M IEPEMEHHBIX PEKBU3UTOB (hOpM YHH(PHUIIMPOBAHHBIX JOKYMEHTOB.

N

Pa3zaen 2. Opranu3anus CHCTEMbI 10K

MCHTAIIMOHHOI' O o0ecneyeHnst

Tema 2.1. OprannzanuoHHo-
pacnopsiiuTe/IbHAS H
CIPaBOYHO-
uHpopMaHOHHAA
AOKYMEHTAI U,

Conep:xkanue yueOHOro MaTepuaia

Opraan3amoHHO-PACTIOPSANTEIbHAS TOKYMEHTAIIHSL.

CripaBoyHO-UHGOPMAIHOHHBIC JJOKYMEHTBI.

[enoBas nepenucka.

CucreMa OrOBOPHO-TIPABOBOM JOKYMEHTAITHH.

Rk

AKTUYCCKHEC 3AaHATUA

EI=1ECLNIE

OdopmieHne  OpraHU3alMOHHO-PACIIOPSIUTENIHHON W CIIPaBOYHO-MH(DOPMAIIMOHHOM
JOKYMEHTAaLIUU.

NINFIFRLININO

2,3

CamocTosiTeIbHAsE pad0oTa 00y4YalomuXcs

N

1

XapaKkTepuCTHKa U BUIBI OPTaHU3AIIMOHHO-PACTIOPSIIUTENHFHON TOKYMEHTAIIHH.
XapaKTepUCTHKA U BHJIBI CIIPABOYHO-UH(POPMAITMOHHOHN JIOKYMEHTAIIHH.

N

Tema 2.2. /IoroBOpHO-IPaBOBas
JAOKYMEHTAIUsl

Conep:xkanue y4eOHOro MaTepuaia

(ee]

1

JloroBopsI (KOHTPAKTHI), COTTIAIICHHUS, IPOTOKOJIBI: KIIacCU(HUKAITHS, OCHOBHBIC
xapakreprcTuku. OCHOBHBIC pa3fieNbl KOHTPAKTA.

N

TumoBsIe JOTOBOPHI: MpUMepHas hopma, 0Opa3Ibl

w

IIpoToKoIBI pa3HOrIacui K JJOrOBOPaM.

[3XY

[=Y

YaudunupoBanHas (opMa cornamieHus 00 N3MEHEHU! U IOTIOTHEHUH K JOTOBOPY.
YaudunupoBanHas (opMa COrnamieHus o 3aMeHe TOroBopa (HoBatws). Y Hu(pHUIIMpOBaHHAS
(dopMa 0 pacTOpKEHHH JOTOBOPA.

=

Kommepueckue akTbl. BiaHku KOMMEpUYECKHUX aKTOB.

JloBepeHHOCTH: pa30BbIe, CIIEIHANBHEIE, TeHepatbHble. OOpasIlbl JOBEPEHHOCTEMH.

AKTHYCCKHE 3aHATUSA

5
6
I
1

OdopmieHne 10roBOpHO-IPABOBOM JOKYMEHTAIIMK HA KOHKPETHBIX PUMEPAX.

EN NN PN TN

CamocTosiTe/ibHasg padoTa 00y4aOIIuXCs

Paznea 3. Cucremarn3anus M XpaHeHHe JOKYMEHTOB

Tema 3.1. Ilopsinox

| Copaep:kanne yue0HOro MaTepuaia

6




cUCTEMaTH3AIMHN U XPaHeHHs 1| Opranuzanus J0KyMEHTO0O0poTa: IpreM, 00paboTKa, perucTpanus, KOHTPOJIb, XpaHEHHE 1 1
JAOKYMEHTOB. JIOKYMEHTOB.
2 | Tlopsiiok BbIJAYH M U3BSITHA JOKYMEHTOB H JIEN B CITydae HEOOXOJJMMOCTH. 1 1
3 | Kpurepun onpenenenus 3HaY4MMOCTH JOKYMEHTOB. 1 1
4 | Opranuzanus apxuBa. 1 1
[IpakTHYecKkne 3aHATHS 2
1| dopmupoBaHUE HOMEHKIIATYPHI JIeN, ONpeAeIeHre 3HAYUMOCTH JOKYMEHTOB, 0OpMIICHHE 2 1
3aIpoCoB JIJIsl BEIAYH JOKYMEHTOB U jien. OpraHu3aiys apXuBa.
CamMocTosTe/IbHAA padoTa 00y4aOIIuXCs 1 -
Tema 3.2. PaGoTa ¢ Conep:xkanue yueOHOro MaTepuaia 4
KOH(pUICHIHAIBH O 1 | KonbuaennuanpHas nHGOpMaIvs: XpaHEHHE, CHCTEMA M TEXHOIIOTHSI 3aIUTHL. 1 1
JAOKYMEHTHPOBAHHOI 2 | Yuér u xpaHeHue Jiel1 ¢ KOHDUIEHITMaIbHBIMU JOKYMEHTAMHU. 2 1
uHpopmanuei 3 | HopMaTHBHO-ITPaBOBBIE aKTHI, PErJIAMEHTHPYIOIINE Pa0OTy ¢ TOKYMEHTHPOBAHHON 1 1
KOH(UCHIIMAIBHON HHOpMaLnei.
[IpakTHYecKkne 3aHATUS 2
1| Cucrema ¥ TEXHOJOTHS 3aIIUThI JOKYMEHTHPOBAHHOM KOH(pHUICHIINATBHON HH(OPMAITUH 2 2,3
CamocTosiTeIbHAsA padoTa 00y4aroIuXCcst 1 -

[IpumMepHas TeMaTHKa KypCOBOM paOOTHI (MPOEKTA)

CamocrosTenabHas paboTa 00yJaronuxcs HaJ KypcoBOi paboToil (ITpOEKTOM)

Bcero:

60




3. YCJI0OBUS PEAJIM3ALIMU ITPOTI'PAMMBI TN CHUITJINHBI

3.1. TpedoBaHusi K MUHUMAJbHOMY MaTepHAJbHO-TeXHHYECKOMY 00ecre4yeHn o

B mpomecce u3ydeHus IUCHMILIMHBI HCHOJB3YIOTCSA CIEAYIOINE 00pa3oBaTeIbHBIC
TEXHOJIOTUU: O0OBSICHUTEILHO-WILTIOCTPATHBHBIE (JCKIHS, MPAKTHYECKOE 3aHATUE), TEXHOJIOTHH
MOJIYJABHOTO OOY4eHHUS! (MHAMBHIYAIbHBIM MOJXOJM, AEATEIILHOCTHBIA IOAX0J), TEXHOJIOTHU
y4eOHOM IUCKYCCUH, TPOOJIEMHOE 00ydeHHE, OTIepeKaroias CaMOCTOATEIbHAs padoTa.

KabuHeT 5KOHOMHKH U MEHEPKMEHTA, COLMAIbHO-9KOHOMUYECKUX JUCIUTUIAH

O6opynoBanue:

Kommutekt yue6HOi Mebenn (46 mocagouHbIX MECT)

Hoyr6yk npenonasatenss HP 15DB0098UR

Ha6op yueOHO-Har s IHBIX TTOCOOMH, 00eCTIeYnBalONINe TEMATUUECKUE HILTIOCTPAIIUH TI0
JTMCUUTUIAHE.

3.2. UudopmanuonHoe odecneyenue 00yueHus
OCHOBHbIE HCTOYHUKH:

1. ApacnanoBa, B.A. JlokymeHTalMOHHOE oOOecleueHrne YIpaBIICHUS:
yueOHO-TIpaKTHYECKOe TMocoOMe B cxemax, Tabmuiax, obpasmax : [12+] /
B.A. ApacnanoBa. — 2-e u3J1., o11. ¥ iepepad. — Mocksa ; bepiun : [Tupexr-Menua, 2020.
- 266 c. :  wi, Tabm. — Pexum  moctyna: 0o  HONIHCKE. —
URL: https://biblioclub.ru/index.php?page=book&id=578394 (nata oOpalieHus:
01.09.2020). — Bubnuorp. B ku. — ISBN 978-5-4499-1454-5. — DOI 10.23681/578394. —
TeKCT : ANEeKTPOHHBIN.

2. BemkypoBa, A.b. JlokymeHnTanmonHoe oOecrieueHre YIpaBJICHUS: ydeOHOE
nmocobue I CTYACHTOB cpeaHero mpodeccmoHambHOTO OOpasoBanus : [12+] /
A.b. BemikypoBa. — Mocksa ; bepnun : JQupekr-Memua, 2020. — 170 c. : un., Tabm. —

Pexum A0CTYyIIa: 110 IIOAITMCKE. —
URL.: https://biblioclub.ru/index.php?page=book&id=570999 (nara oOpaleHus:
01.09.2020). — bubamorp.: c¢. 156-159. — ISBN 978-5-4499-0436-2. — DOI

10.23681/570999. — TeKcT : IEKTPOHHBIHA.
JlonoJHUTeIbHbI€ HCTOYHUKH:

1. BemikypoBa, A.b. OcHOBBI [€0IpOM3BOJCTBA: y4deOHOEe Mocodue Juis
CTYIEHTOB cpenHero mnpodeccuoHanbHoro obpaszopanus : [12+] / A.b. Bemkyposa. —
Mocksa ; bepnun : {upexr-Menua, 2020. — 245 c. : un., Tabn. — Pexum gocrtyna: mno
IO IITUCKE. - URL.: https://biblioclub.ru/index.php?page=book&id=576203 (gara
obpamienus: 01.09.2020). — bubmwmorp.: ¢. 233-237. — ISBN 978-5-4499-1171-1. — DOI
10.23681/576203. — TeKcT : 3MEeKTPOHHBIN.

2. Opranu3anys 1 TEXHOJOTHs TOKYMEHTALMOHHOTO 00eCTIeYeHus yIPaBICHHUS:
aneKTpoHHOe yueOHoe nocobue / coct. C.E. Mumenun ; KemepoBckuii rocyjapcTBEeHHBIH
YHUBEpCUTET, VIHCTUTYT HUCTOPHM, TOCYAAPCTBEHHOTO YIPABJIEHUS M MEXITyHapOHbBIX
oTHoweHu u ap. — Kemeposo : KeMepoBCckuil rocyiapcTBeHHbIN yHUBEpCHUTET, 2017. —
478 c. - Pexum J0CTyna: 1o MO ATIUCKE. —
URL.: https://biblioclub.ru/index.php?page=book&id=481592 (nara oOpareHus:
01.09.2020). — bubmuorp. B kH. — ISBN 978-5-8353-2149-0. — TekcT : 2IEKTPOHHBIHA.
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https://biblioclub.ru/index.php?page=book&id=570999
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IIporpammuoe odecnieuenne u UurepHer-pecypceni:

Ne Ccbuika Ha
. HaumenoBanue pa3padoTku B
nn UH(pOPMALUOHHbII . JlocTynmHOCTH
3JIEKTPOHHOM (popme
pecypc
®enepanibHas ciyx0a .
1. http://lwww.gks.ru Aep A Gy CBOOOIHBIN JOCTYIT
roCy/1apCTBEHHOW CTaTUCTUKHU
Perucrpanus yepes
1r000H
YHUBEPCUTETCKUAN
KOMIIBIOTED.
DNeKTPOHHO-OUOIOTeUHAS B nanpueiimem
2 http://www.biblioclub. | cucrema (9BC) MIPEIOCTABIISICTCS
ru VYHuBepcurerckas Oubiuorexa HEOTPaHWYEHHBIN
OHJIANH VHVBH1yaJIbHBIN
JIOCTYT U3 1000
TOYKH, B KOTOPOH
UMeeTCs IOCTyl K
cetu HTEpHET
www.garant.ru NudopmanrioHHO-IpaBOBOM .
3 g (bopman P CBOOOTHBIH OCTYIT
nopran
Poccniickas koMnbroTEpHAst .
4 www.consultant.ru CBOOOTHBIH OCTYII
CIPaBOYHO-IIPaBOBasl CHUCTEMA

4. KOHTPOJIb U OHEHKA PE3YJIbTATOB OCBOEHUA JUCHHUIIJINHBI

KOHTpOJ'IB U OLCHKa PpE3yjlbTaTOB OCBOCHU JUCHUITIINHBI OCYIICCTBIIACTCSA
nmpernoaaBaTcjieM B IMPOLCCCE IMPOBECACHHA IPAKTUYCCKUX 3aHﬂTHﬁ, TECTUPOBAHHA, a4 TaKXKCE
BBITTOJIHCHU A O6y‘IaIOHII/IMI/IC$I HHAWBUYAJIbHBIX BaHaHHﬁ, ITPOCKTOB, HCCHCHOBaHHﬁ.

Pe3yabTarsl 00ydeHus no yueOHoi ®opmupyemblie | OneHOYHbIE CPEACTBA
AUCHUILINHE KOMIIeTeHIHH 1O JMCIUIIHHE



http://www.biblioclub.ru/
http://www.biblioclub.ru/
http://www.garant.ru/
http://www.consultant.ru/

3HaTh:

MOHATHUE, LENH, 331241 TPUHIUITHI
JIeTIOTIPOU3BOICTBA;

OCHOBHBIE MOHATHUS JOKYMEHTAIIHOHHOTO
oOecrieyeHus yrpaBiCHHUS;

CHCTEMBI JOKYMEHTAI[HOHHOTO 00eCTIeYeHNU s
yIIpaBJICHUS;

KJIacCU(UKAIMIO TOKYyMEHTOB U UX BUJIBI;
TpeOOBaHMS K COCTABJICHUIO B 0(OPMIICHHIO
JTOKYMEHTOB;

OpraHu3aIuIo JOKYMEHTO000pOTa: npuem
00paboTka, perucrTpaiusi, KOHTPOJb, XpaHEHU
JTOKYMEHTOB, HOMEHKJIATYPY JeIl

Ymern:

0QOPMIISTH TOKYMEHTAITHIO B COOTBETCTBHH C
HOPMAaTUBHOI 0a30H, B T.4. UCHOJIb3Ys
WH(POPMAIMOHHBIE TEXHOJIOTHH;

OCYILIECTBIISITH aBTOMATHU3ALIUI0 00pabOTKH
JTOKYMEHTOB;
YHH(DUIIMPOBATH CHCTEMBI IOKYMEHTAIINH;
OCYIIECTBIISITH XpaHEHHE U TIOUCK JOKYMEHTOB;
WCTIOJIH30BAaTh TEJIEKOMMYHHUKATHBHEIC
TEXHOJIOTHUH B AJIEKTPOHHOM JIOKYMEHTOO000POTE

OK 05, OK 09,
OK 10, IIK 1.1,
K 1.3, [1IK 2.2,
K 2,7

CoolmieHus Ha
3aJJaHHBIC TEMBbI
Bomnpocsr T
cobecenoBaHus

Tectrl
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