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PaGouass mnporpamma yuebHo#t auctmuimabl  011.13 JloKymMeHTanmoHHOE
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1. TACITIOPT PABOYEH ITPOI'PAMMBI YYEFHOM JJUCITATIINHBI
JlokyMeHTaAllMOHHOE O0ecneyeHue yrnpaBJieHus

1.1. Oob6aacTb npUMeHEeHHUs MPOrPaMMbl

PaGouass nmnporpamma yueOHOM  aUCHUIUTUHBI  «JlOKyMEHTaIlMOHHOE
oOecrieyeHUEe  yMpaBICHUS»  SBIAETCS  YaCThIO MPOrpPaMMbl  MOATOTOBKHU
CIEUUAIMCTOB cpeaHero 3BeHa B coorBeTcTBMM ¢ DPI'OC mo cnenuanbHOCTH
40.02.01 IIpaBo 1 opra"uzamus colmaabHOrO ooecreueHus (0a3oBas MOATOTOBKA),
BXoJA1Ier B ykpynHeHHYI0 rpymmy 40.00.00 FOpucnpyaenmusi.

PabGouasi mporpamMmma y4yeOHON AUCHUILIMHBI MOXKET OBITH MCIIOJh30BaHa B
JIOTIOJTHUTEIHPHOM MPOQEeCcCCHOHAIBHOM 00pa30oBaHUM (B MPOrpaMMax MOBBIIICHHUS
KBaJM()MKALIMY U TIEPENOITOTOBKU) B MPO(EeCCHOHATBHOM MOATOTOBKE IOPUCTOB.
1.2. MecTO TUCHMILUIMHBI B CTPYKTYpP€E NPOrpaMMbI MOATOTOBKH CIENUAJINCTOB
cpeJHero 3BeHa: y4yeOHasl JUCHUIUIMHA OTHOCUTCS K oOuienpodeccuoHaibHbIM
JTUCIUTUIMHAM MPOo(ecCHOHATBHOTO Y4eOHOTO IUKIIA.

1.3. leau u 33724 y4eOHOH NUCHMILUIMHBI — TPe0OBaHHA K pe3y/bTaTaM
OCBOCHMS Y4eOHOM TN CHUIINHBI:

B pesynpraTe wu3ydeHHS 00sA3aTENBHOM dYacTH YYCOHOM JTUCITUTIIMHBI
0OyJarOIMUIACS JTOJIKEH:

ymembu:

- odopMIISITH  OpPraHU3AIlMOHHO-PACHIOPSIUTENbHBIE  JOKYMEHTBHl B
cootBeTcTBHH € nerctBytomuM ['OCTowm;

- OCYHIECTBJISATH O0OpaOOTKY BXOMSIIMX, BHYTPEHHUX M HCXOASAIIUX
JIOKYMEHTOB, KOHTPOJIb 38 UX UCIIOJIHEHHEM;

- opopMIIATH TOKYMEHTHI JIJIsl TIepeau B apXUB OpraHu3alluu;

3HamMb:

- IOHATHE JJOKYMEHTA, €r0 CBOMCTBA, CIIOCOOBI IOKYMEHTUPOBAHUS;

- mpaBuja  COCTaBlieHHs U O(OpMIICHHUS OpraHU3alMOHHO -
pacnopsaauTeIbHBIX JOKyMeHTOB (Hanee — OP/]);

- CHCTEMY M THUIOBYIO TEXHOJOTHIO JOKYMEHTAI[MOHHOTO OOecHedeHus
ynpasieHus (nanee — J10Y);

- 0COOEHHOCTH JIEJONMPOU3BOJACTBA MO OOpalleHUusM TpaxAaH U
KOH(HICHIIUATEHOTO JCIONPOU3BOJICTBA.

B pesynbraTte ocBoeHusi yuyeOHOW IUCHMILIMHBI OOyYarOMIMHCSA IOJDKEH
dbopmupoBaTh 0011IHE U MPODHECCHOHATBHBIE KOMITETCHIINU:

OK 1. IlonumMath CyImIHOCTh M COIIMAJILHYIO 3HAYMMOCTh CBOEH Oymyliein
npodeccuu, MPOSIBJIATH K HEW YCTOWYMBBINA HHTEpEC.

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO JI€ATEIbHOCTh, BHIOMPATh TUIIOBBIE
METO/bl M CIOCOObI BBIMOJHEHUS! MNPO(EeCCUOHANBHBIX 3ajay, OLICHUBATh HX
() PEeKTUBHOCT U KA4E€CTBO.

OK 3. IlpuHuMath pelieHus B CTAHAAPTHBIX U HECTAHIAPTHBIX CUTYalU X U
HECTH 33 HUX OTBETCTBEHHOCTb.

OK 4. Ocy1iecTBasTh MOMCK U UCTIOIB30BaHe MHPOPMAIIHH, HEOOXOIUMOM
11 3¢(EKTUBHOTO BBITIOJHEHUS MPO(ecCHOHANBHBIX 33/a4, MPo(hecCnOHATBHOTO
U JUYHOCTHOTO Pa3BUTHSL.



OK 5. Wcnonb3oBaTh WHGOPMAITMOHHO-KOMMYHUKAITMOHHBIC TEXHOJIOTUN B
npoecCUOHaNBbHOM eI TeIbHOCTH.

OK 8. CaMmocTosTenbHO ONpeAeNsaTh 3aJaud Npo(ecCHOHATBLHOTO |
JMYHOCTHOTO PAa3BUTHSA, 3aHUMATHCSI CaMOOOPa30BaHNEM, OCO3HAHHO IJIAHUPOBATH
MOBBIIICHUE KBATU(PUKAIIIH.

OK 9. OpueHTupoBaThCi B YCIOBHUSX MOCTOSIHHOTO HW3MEHEHHS IPAaBOBOMU
0a3bl.

I[IK 1.1. OcymecTtBasaTe npohecCHOHANbHOE TOJKOBAHHE HOPMATHBHBIX
NPaBOBBIX AaKTOB [UIsl pealu3aluyd MpaB TpaxkaaH B cdepe NEHCMOHHOIO
o0ecriedeHus: U COIMAIBHOMN 3aIIHTHI.

I[IK 1.2. OcymecTBiasTh NpUEM TpaxJaH MO BONPOCAM IEHCHOHHOTO
oOecreyeHus: ¥ COLIMAIbHOMN 3alUThI.

I[IK 1.3. PaccmarpuBaTh MakeT JOKYMEHTOB [UJIsi HAa3HAYEHUs IICHCHH,
nocoOui, KOMIEHCAIMi, IPYTUX BHIIUIAT, a TaKKe MEP COLMAIBHON MOANCPKKU
OTZIEJIbHBIM KaTErOPUSIM TPaXKJaH, HYKJAAIOLIMMCS B COLMAJIbHOM 3allIUTE.

[1K 1.4. OcymiecTBisaTh yCTaHOBJICHHE (Ha3HAYEHUE, TIEpepacyeT, MepeBo),
WHJICKCAIIUI0 U KOPPEKTUPOBKY TIEHCUH, HA3HAUYCHUE MOCOOMM, KOMIEHCAIIUN U
JPYTUX COLMAJBHBIX BBIIUIAT, MCHOJB3Ysd HHGOPMAIIMOHHO-KOMIIBIOTEPHBIC
TEXHOJIOTHUHU.

IIK 1.6. KoHCcynbTHUpOBaTh rpaxiaH U MPEICTABUTENEH IOPUIAYECKUX JIHI]
110 BOIPOCaM MEHCUOHHOIO 00ECTIEUEHHUS U COLIMAIbHOM 3aIMThI.

1.4. Kosin4yecTBO 4acOB HA 0CBOCHHUE NMPOrPaMMbl JUCHUIINHBI:

MaKCUMaJbHOW yueOHOH Harpy3ku odyuyatomerocst 99 4acoB, B TOM YHUCIIE:

00s3aTeNbHON ayAUTOPHOM y4eOHOM Harpy3ku oOyvatomierocst 66 4acos;
caMOCTOSITeTbHOM paboThl oOyyaromierocs 33 yJaca.

2. CTPYKTYPA U COJAEP)KAHUE YUEBHOM JUCHUTLIMHBI

2.1. O0bem yueOHOI TMCHUIJIMHBI M BUIbI Y4eOHOH padoThl

Buj yueOHo# padoThI Oo0bem

4acoB
MakcumasnbHasi yueOHasi Harpys3ka (Bcero) 99
Oo0s3aTes1bHAsA Ay AUTOPHasi y4eOHasi Harpy3Ka (Bcero) 66
B TOM UHCJIE: IPAKTUYECKUE 3aHSATHSI 48
CamocrosiTesibHasi pad0Ta 00y4aonerocsi, KOHCYJIbTauuu (BCero) 33

[Tpomexxyrounas arrecraiwisi B hopme ougpgpepenyuposannozo 3auema




2.1. TemaTu4eckuil IJIaH U coaep:xanue ydyeoOHou rucuunannbl OI1.13 lokyMeHTaNMOHHOE o0ecnieueHue YIpaBJIeHUs

HaumeHoBaHue Conep:xxanue y4e0OHOTro MaTepuaJa, JadopaTopHbie padoThl M IPAKTHYECKUE 3AHATHS, O0bem | YpoBeHb
pa3/iesioB U TeM CaMOCTOsITe/IbHasi padoTa o0yyalImuxcs, KypcoBasi padora (MpoeKkT) YacoB | OCBOEHM
1 2 3 4
Pazpen 1
JloOKyMeHTHpOBaHH e
Tema 1.1 OcHoBHble  |Coaep:kaHHMe Y4eOHOr0 MaTepHuaJia 2
NOHATHS, 1IeNH, 3a1a4u U |1. |(OCHOBHBIC MOHATHS, IENH, 33Ja4d ¥ MPUHIUIBI JTOKYMEHTAIMOHHOTO OOECTIeYeHUs yIpaBICHHUS. 2
TIPUHIIHAITBI [loHATHE NENIOMPOM3BOJACTBO, JOKYMEHTHPOBAaHUE, JIOKYMEHTOOOOPOT, OpraHM3amus paboThl C
JTOKYMEHTAI[HOHHOTO TOKYMEHTaMU, TOKyMeHT. OYHKIIMH JTOKYMEHTOB
oOecrnieueHus ynpaBiaeHus|CaMocToATeIbHAA Pa0oTa 00y4aromuxcs 8
1. |Hoxnan. CiocoO6bl JOKYMEHTHPOBAHUS 3
2. |Hoxnan. OprrexHuka, UCIojab3yemMas B padore oduca 3
3. Hoxman. Knaccuduxaims 10KyMEHTOB MO pa3IMYHbIM NpU3HAKAM 3
Tema 1.2 Yauduxanus u |(Coaep:kaHne y4eGHOro MaTepuasa 3
CTaHJapTH3aIM 1. [[lonarne yHUUKAIMH U CTAHJAPTU3AINH B IEIONPONU3BOACTBE. [[OHATHE cCHCTeMa JOKYMEHTAIUH. 1
JNOKYyMeHTOB. biianku Bunsl u hopmbl yHudukanmum.
JOKYMEHTOB 2. |Xapakrepuctuka, coctaB u conaepxkanue I'OCT P 7.0.97 - 2016 "Cucrema craHaapToB MO 1
nHpopManuy, OUOIMOTEYHOMY M H3JAaTeNbckoMy aeny. OpraHu3almOHHO-PACHOPSIUTENbHAs
TTOKYMEHTAITHSL.
3. |[Tpe6oBanus K 0OPMIIEHUIO TOKYMEHTOB" 1
IIpakTuyeckue 3aHATHS 10
1. |Odopmnenue pexkBuzutoB 1 -10 2
2. |Odopmnenue pexkBuzuToB 11 - 15 2
3. |Odopmienne pekBu3uTOB 16 - 19 2
4.  |Odbopmnenne pexBusutoB 20 - 30 2
5. |Omnpenenenue gopmara Oymaru, BIOOp M YCTAaHOBKA pa3Mepa M HadepTaHus mpudTa, yCTaHOBKA 2
MoJiel, MEXKCTPOYHBIX MHTEPBAJIOB, HyMEpAaIlHs CTPaHUI]
6. |Coznanue GJIAaHKOB Ha IMEPCOHATLHOM KOMITHIOTEPE C YTIIOBBIM PACIIONI0KEHHUEM PEKBU3HUTOB 2
7. |Co3naHue 6JaHKOB Ha MEPCOHATILHOM KOMIIBIOTEPE C MPOJOIBHBIM PACIIONI0KEHUEM PEKBU3HUTOB 2
CamocrosiTesibHasi paboTa 00y4alUIMXCH 12
1 |[Kparkas xapakTepUCTHKa JCHCTBYIOIIUX B CTpaHe YHU(DUIIMPOBAHHBIX CHCTEM JOKYMEHTAIIUH, B 3
T.4. YC OP/]




2 |[M3yuyenue Mertoauueckux pexoMeHaanui no ucnoisibzoBanuto ['OCT P 7.0.97 - 2016 "Cucrema 3
CTaH/IApPTOB MO WHQOpMAIHMK, OUOIUOTEYHOMY H H3AATeIbCKOMY aeny. OpraHu3alMioHHO-
pacnopsauTenbHas JoKkyMeHTanus. TpeboBaHus K 0pOpMIIEHHIO TOKYMEHTOB"
3 |HMcnonp3oBanue Word u Excel B co3nannu yauduimpoBaHHbIx Gopm 3
4 |TpebGoBaHMsI K U3TOTOBICHUIO, YYETY, UCIOJIB30BAHUIO M XPAHEHHIO OJIAHKOB C BOCIIPOU3BEICHUEM 3
["ocynapcrBernoro repoa P®, rep6oB cyonekToB PO
Tema 1.3 TpeboBanus k |(Coaep:kaHue y4e0HOT0 MaTepHajia 1
o(opMIIEHHIO l. |XapaKTepI/ICTI/IKa Y COCTAB OPraHU3allMOHHBIX TOKYMEHTOB 1
OpraHnu3alMOHHBIX HpaKaneche 3aHATUSA 4
JIOKYMEHTOB 1. |Odopmienne JOTKHOCTHOW HHCTPYKIIUU 2
2. |Odopmienne qOIKHOCTHOM HHCTPYKLIUN 2
CamocrosiTesbHasi padoTa 00y4alOIINXCH 2
1. |Hoxman. OcobGeHHOCTH OGOpPMIICHUS OpPraHU3alMOHHBIX JOKYMEHTOB: YCTaB, JOKHOCTHAS 3
WHCTPYKIIMS, IPAaBUJIa BHYTPEHHETO TPYJIOBOI'O pacHopsiiKa, IITATHOE paclyucaHue
Tema 1.4 TpeboBanus k |Coaep:kaHue y4eOHOr0 MaTepUaja 1
oopmienuro 1. [XapakTepucTHKA M COCTAaB PACIOPSAMTEIBHEIX JOKYMEHTOB H TPeOOBAHUS K HX 0(DOPMICHHIO. 2
pactiopsAnUTENbHbIX | [IpakTHYeCKHE 3aHATHA 10
JAOKYMEHTOB 1. |Odopmienne nprkasza 10 OCHOBHOH J€ATE€IbHOCTU 2
2. [[IpoBepouHas paboTa 10 CO3JaHUIO TPUKA30B 2
3. |Odopmiienre pacriopspKeHHS M yKa3aHUS 2
4. |Odopmnenue ykazaHui 2
5. [IpoBepounas paboTa 10 pacopsIUTENbHBIM TOKYMEHTAM 2
CaMOCTOHTeJILHaH padora o0y4aromuxcs 2
|I[0Knaz[. OcobeHHocTr 0(hOpMIICHHUS YKa3aHUsl, PACIIOPSKEHHSI, TOCTAHOBJICHHUS M PEIICHUS 3
Tema 1.5 TpeboBanus k Conepmaﬂne y4e0OHOro MaTepHaJia 2
oopmienuro 1. [XapakTepucTMKa M COCTaB CIPaBOYHO-MH(MOPMALMOHHBIX JOKYMEHTOB (CIY>KE€OHBIX ITHCEM, 1
CIIPaBOYHO- CIIPABOK, 3asIBJICHUH, TOKJIATHON 3aMMCKH, aKTa, MPOTOKOJIA), TpeOOBaHUS K MX 0()OPMIICHHUIO
MHQOPMALMOHHBIX  [[IpakTHYECKHE 3aHATHS 18
JAOKYMEHTOB 1  |Odopmienne qoki1aJHON 3aMUCKH 2
2 |OdopmieHne JOKJIATHON 3aMUCKH 2
3 |Odopmienue ciyxeOHOTo mrchMa 2
4 |Odopmienue ciryxeOHOro muchMa 2
5 |Odopmienue akrta 2




6 |OdopmiieHne akTa 2
7  |OdopmiieHne mpoTokoa 2
8  |OdopmiteHHre MPOTOKOJIA 2
9 [[IpoBepouHas paboTa 1Mo CrpaBOYHO-MH(YOPMAITMOHHBIM JIOKYMEHTaM 2
CamocTosiTesibHast padoTa 00y4Yarommxcst 2
l. |B1/1):[LI CHpPaBOK, TpeOOBaHUS K 0POPMIICHHIO TPON3BOICTBEHHOHN CIIPaBKH 3
Paznen 2 Opranuszauus
padoThI ¢ JOKYMEHTAMH
Tema 2.1 Tpebosanus k |(Coaep:kanue y4eGHOro MaTepuajia 2
OpraHu3alu 1. |OpranuszanoHHbIe GOPMBI JEIONPOU3BO/ICTBA. 1
JIOKyMEHTOO00O0pOTa TpeGoBaHUsI K OpraHU3alMK JTJOKYMEHTO000pOTa
CamocrosiTesbHasi padoTa 00y4alOIINXCH 2
1. |I[01<na11. Kommnprorepuzanus 10KyMeHTO000pOTA. 3
Tema 2.2. JIBrxenne u |Coaep:kaHue y4eOHOro MaTepuajia 1
o6paboTka 10kymeHTOB. |1. |[Iprem i 06paboTKa BXOIAIINX, HCXOSIIHX M BHYTPEHHHUX TOKYMEHTOB. 1
Peructpauus [TpakTHYECKHE 3aHATHSI 2
nokymeHToB. KOHTpOJIb |] |3aHOJ1HeHI/Ie PErUCTPALIMOHHBIX KAPTOUYEK 2
MCIIOJIHCHUA TOKYMEHTOB |CamocTosiTe/IbHAsA paboTa 00y4yaouuxcst 3
1 |Perucrpanusi JOKyMEHTOB. 3
2 |[KoHTpoJb HCTIONTHEHHS TOKYMEHTOB 3
Tema 2.3 Opranuszanus |Copep:kaHue y4eOHOI0 MaTepUaa 4
paboThl ¢ oOpamenusamu |1 (OpraHu3aiiysi paboThl C JOKYMEHTaMH, HMEIOLIMMH P OrpaHUueHHUS JOCTYIIa
rpaxxJaH u 2 |Opranuszanus paboThl ¢ 00palleHUsIMU IpaxaaH
KOH(DHICHIUMAIBHOTO |3 Opranuzanus padoTel KOH(PUICHIMATBHOTO JIETONPOU3BOICTBA
JIEJIONPON3BOCTBA
Tema 2.4 Opranuszanus |Copep:kaHue yueOHOro MaTepuaJa 2
orepaTMBHOro Xpanerus |1.  [Oprauusarius onepaTHBHOrO XpaHEHHs JOKyMeHToB. HoMeHKIaTypa aem. 1
JOKYMCHTOB. IIpakTu4yeckue 3aHATHS 2
Homenknarypa ien || [PaGoTa c HOMEHKIATYpOi el 2
CamocrosiTeibHasA padoTa 00y4aOImMXCcst 2
1 |}101<na/:[. [TpaBuna dhopMupoBaHms aei 3
JAuddepenumpoBannblii 3auer 2
BCEI'O: 929




3. YCJIOBUSA PEAJIN3AIIUY YYEBHOM JUCITATIIMHBI

3.1. TpeOoBaHMA K MUHMMAJIbHOMY MATEPHAJIbHO-TEXHUYECKOMY

Peanuzanus yuyeOHOW MUCHUIUIUHBI TpeOyeT Haaudus yuyeOHOro kaOuHeTa
«lokymeHTanmoHHoe obecrneueHrue ypaBIeHUs

O6opynoBanue yueOHOTro KaOuHeTa:

= [TocamouHble MecTa O KOJIMYECTBY 00YUarOIIMXCs (CTOJBI U CTYJIbsA);
= Pabouee mecto npenoaBarens;

. Paznarounsle KapTOUKH 1O pasfenam AUCUUILINHEI;

. [loypouHsie nanku;

. TecTsl.

Texnuueckue cpeacTBa 00ydeHHUS:

. KoMIIbIOTEPHI C JIMLIEH3UPOBAHHBIM TPOTrPAMMHBIM 00ECIICUEHHEM;

. MynsTUMEUanPOEKTOP C SIKPAHOM;

= NuTepakTuBHAs 10CKA.

Nudopmanmonnoe obecriedyeHne o0y4deHUs: (mepeyeHb PEKOMEHYyEMbIX
y4eOHbIX u3nanuii, UHTepHeT-pecypcoB, TOMOIHUTEILHON TUTEPATYPHI)

3.2. IlepeyeHb pexoMeHAYeMbIX Y4YeOHBIX u3AaHuii, MHTEepHeT-pecypcos,
JOMOJTHUTEIbHOM JIUTEPATYPHI
OCHOBHbBIC HCTOYHHUKHU:

1. BemkypoBa, A. b. JlokyMeHTalluoHHOE OOECI€UCHUE YIPABICHUSA:
y4ueOHOE MocoOue MJisi CTYJACHTOB CPEIHEro MpoQecCHOHATHLHOIO 00pa30BaHUS:
[12+] / A. B. BemkypoBa. — Mocksa; bepnun: upekr-Meaua, 2020. — 169 c.: ui.,
TalJ1. — Pexum JIOCTyIa: o HOIIHCKE. — URL:
https://biblioclub.ru/index.php?page=book&id=570999

2. Joponuna, JI. A. JlokymMmeHTalmoHHOE OOecHedYeHue YIpaBiICHUS :
yueOHuk u npaktukyM / JI. A. Jloponuna, B. C. UputukoBa. — M.: FOpaiit, 2019.
[DnekponHsIii pecypce]. - Pexxum noctyma: https://biblio-online.ru/bcode/438586

3. Kopuees, 1. K. JlokyMeHTannonHoe o0ecrieyeHue yrnpaBiieHUs + TECTHI B
OBC : yueOnuk u npaktukymM / U. K. Kopnees, A. B. [Tmenxo, B. A. Mamrypues. —
2-e uzn., nepepad. u gon. — M.: FOpaiit, 2019. [DnexktpoHHbIil pecypc]. - Pexum
nocTyma: https://biblio-online.ru/bcode/438491.

4. Ilysanosa, H. H. [loxymeHTanmmoHHOe oOOecrneueHUE YIPABJICHHUS:
yueObnuk u npaktukym / H. H. lllyBanora. — M.: IOpaiiT, 2019. [DneKTpOoHHBIH
pecypc].- Pexxum nocryma: https://biblio-online.ru/bcode/433679
JlonoJTHATEIbHbIE HCTOYHUKH:

1. I'po3zoBa, O. C. Jlemonpou3BOJCTBO : y4eOHOE MOCOOME ISl CPEIHEro

npodeccuoHanbHoro o6pazoBanust / O. C. TI'pozoBa. — M.: Opaiir,
2019.[OnekTpoHHbII pecypc]. — Pexum JOCTyma: https://biblio-
online.ru/bcode/438791

2. [llyBanosa, H. H. OcHOBBI nen0npou3BoACTBa: yueOHUK U TpakTHUKyM / H.
H. IllyBamosa, A. FO. UBanosa ; mox o6m. pexn. H. H. [llyBanoBoit. — 2-e u3n.,
nepepad. u gomn. — M.: FOpaiit, 2019.[OnekTponnsiii pecypc]. — Pexxum mocryna:
https://biblio- online.ru/bcode/439063



https://biblioclub.ru/index.php?page=book&id=570999
https://biblio-online.ru/bcode/438586
https://biblio-online.ru/bcode/438491
https://biblio-online.ru/bcode/433679
https://biblio-online.ru/bcode/438791
https://biblio-online.ru/bcode/438791

3. JlokymeHToBeeHre: yueOHuK u npaktukym / JI. A. Jloponuna [u ap.]; mox

pen. JI. A. JloponuHoii. — 2-e wu3d., mnepepad. u gomn. — M.: IOpaiir,
2019.[OnekTpoHHBII pecypc]. — Pexum JOoCTyma: https://biblio-
online.ru/bcode/433551.

4 Jlemonpoun3BoacTBo [ DJIEeKTPOHHBIM pecypc].

https://www.elibrary.ru/title about.asp?id=8645
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4. KOHTPO.JIb Y OLIEHKA PE3YJIbTATOB OCBOEHMS YYEFHOM
JANCHUITJIMHBI
KoHTponb u oOLEHKa pe3ylbTaTOB OCBOEHUS YYE€OHOW JIUCIUILIMHBI
OCYLIECTBIISIETCS IIPEIIOAABATENIEM B IIPOLIECCE IPOBEICHUS TPAKTUYECKUX 3aHATUN
U J1a0OpaToOpHbIX PabOT, TECTUPOBAHUSA, A TAKXKE BBIIOJHEHUS O00YyYarolMMHUCA
WHVBUAYAJIBbHBIX 3aJaHUN, IPOEKTOB, NCCIICTOBAHUM .

Pe3yabTaTsl 00yuyeHusi (0CBOEHHbIE YMEHUS,
3HAHMSA)

®opmMbI U METOAbI KOHTPOJISI M OLIEHKHU
pe3yJabTaToB 00y4eHHst

B pe3ynbraTe OCBOCHUS IUCLUILIMHbI
00y4aromuics J0KEH YMETh:

- 0OPMIISTH OPraHU3aAMOHHO-
pacrnopsiAuTeIbHbIe JOKYMEHTHI B COOTBETCTBUHU
c aeiictByrommm ['OCTowm;

- OCYIIIECTBIIATH 00PaOOTKY BXO/ISIINX,
BHYTPEHHUX U UCXOSIINX TIOKYMEHTOB,
KOHTPOJIb 32 UX HCIIOJTHEHUEM;

- 0OPMIISITH IOKYMEHTHI IJIS TIepejaud B apXUB
OpraHu3aIuu

dopmann3oBaHHOE HAOMIOIEHUE U OLIEHKA
PE3yJIbTATOB BBIMIOJIHEHUS IPAKTUUECKUX padoT C
Il moll.

OrneHka A0KIaA0B 1Mo TeMaM: «CrocoObl
TOKYMEHTHUPOBAHUS;

«OprrexHuka, ucroyib3yemas B padbore oducay;
«B03MOXXHOCTH aBTOMaTH3UPOBAHHBIX CUCTEM
TOKYMEHTAI[MOHHOTO 00eCTICUeHUs
yrpaBieHus»; «OcodeHHOCTH 0opMIIeHUS
OpTraHHU3allMOHHBIX JOKYMCHTOB: YCTAaB,
TOJIKHOCTHASI MHCTPYKITHS, paBuiIa
BHYTPEHHETO TPYIOBOTO PACIIOPSIKA, IIITATHOE
pacnrcanuey; «OcodeHHOCTH 0OPMIICHHUS
YKa3zaHus, paClIoOpsiKCHUA, ITIOCTAHOBJICHUS U
pemienus»; «KoMmnperorepusanus
TOKYyMEHTO000poTay: «OpraHuzamus padoThl ¢
TOKyMEHTaMH, UIMEIOIIUMU TpU( OrpaHHuEHUs
ToCTymay

B pe3ynbTaTe OCBOGHUS IUCIUIITUHBI
00yyaromuics 10JKEeH 3HaTh:

- IOHATHUE JIOKYMEHTA, er0 CBOMCTBA, CIIOCOObI
NTOKYMEHTHPOBaHUS;

- IpaBUJIa COCTABJICHUS U 0(OPMIICHUS
OpTraHU3aIMOHHO-PACTIOPS AU TEIEHBIX
nokymeHnToB (OP/]);

- CUCTEMY U TUIIOBYIO TEXHOJIOTHIO
TOKYMEHTAITMOHHOTO 00ECTICYCHUS YITPABICHHSI
(A0Y);

- 0COOCHHOCTH JIETIONIPOU3BOACTBA I10
00palIeHusIM TpakaaH U KOH(PUICHIINAIBHOTO
NIeNToNPOU3BOCTBA

O1pockl IO BCEM TEMaM;

KoHTponpHOE TeCTHpOBAaHUE TI0 pa3/iesiaMm
«/loxymentupoBanue» u «Opranuzanus padboTsl
C TOKYMEHTaMM»;

3aciymmBaHue TOKJIAJ0B U MX OLEHKA
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