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1. MIACHOPT PABOYEH ITPOI'PAMMBbBI YYEEHOM JUCITATLIMHBI
OI1.13 JOKYMEHTAIIMOHHOE OBECIIEYEHUME YIIPABJIEHUSA

1.1. ObsacTb npUMeHeHHs NPOTrPaMMBbI

PaGowass mnporpamma y4yeOHOW  JIUCHUIUIMHBI  «JlOKyMEHTaIMOHHOE
oOecrieueHUE  yOpaBICHUS»  SIBISETCS  YacThiO  IPOTpaMMbl  MOJATOTOBKH
CIICLIMATIUCTOB cpeAaHero 3BeHa B cooTBeTcTBUM ¢ PI'OC mno cnenuanbHOCTH
40.02.01 IIpaBo u opranu3zaius coluaibHOTo ooecreueHus (0a3oBasi MOArOTOBKA),
Bxoasuied B ykpynHeHHyro rpynny 40.00.00 FOpucnpynennus.

Pabouas nmporpamma yueOHOW NUCHUUIIMHBI MOXET ObITh MCIOJIb30BaHAa B
JIOTIOTHUTENbHOM MPO¢decCHOHAIBHOM 00pa30BaHUU (B MpOrpamMMax IMOBBIIICHUS
KBTM(UKAIIMU U TIEPETIOATOTOBKH ) U TPOPECCUOHATLHON TOATOTOBKE IOPUCTOB.
1.2. MecTo IMCHUIVIMHBI B CTPYKTYpe NpPOrpaMMbl MOJATOTOBKH
CIEeNUATNCTOB CpeJHero 3BeHAa: YyyeOHas JUCUUIUIMHA OTHOCHTCS K
oOuenpodeccuoHaIbHbIM TUCHUIIIMHAM TPOPECCUOHATIBHOTO YYeOHOT O IIUKJIA.
1.3. Ieau u 3aga4u y4eOHOH AMCUMILIMHBI — TPe0OBAaHUSL K pe3yabTaTaMm
OCBOEHMSI Y4eOHOM TUCIUNINHBI:

B pesynprate wusydeHus oOs3aTENbHOM 4YacTH YYEOHOW JTUCHUTUTUHBI
00yYaroIIMICs TOIKEH:

ymemp:

- 0hOpMIIATh  OPraHU3AIMOHHO-PACIIOPSIUTENIbHBIE  JOKYMEHTHl B
cooTtBeTcTBUM C AckcTByomuM ['OCTowm;

- OCYHIECTBJISITH O00pabOTKYy BXOIAIIMX, BHYTPEHHHX M HCXOIAIINUX
JOKYMEHTOB, KOHTPOJIb 32 UX UCIIOJHEHUEM;

- 0OPMIIATH JOKYMEHTHI JJIs TIEpe/laydl B apXUB OpraHU3alIlNM;

3Hamb:

- IOHSITUE JTOKYMEHTA, €ro CBOMCTBA, CIIOCOOBI IOKYMEHTHUPOBAHMUS;

- npaBujia  COCTaBJICHUS u oopmieHus OpraHU3alMOHHO-
pacnopsauTeNbHbIX T0KyMeHTOB (nanee — OPJI);

- CHUCTEeMY M THUIOBYIO TEXHOJOTHIO JOKYMEHTAIIMOHHOTO OOecreyeHus
ynpasienus (ganee — JJ0VY);

- 0COOCHHOCTH JIETIOTPOM3BOJCTBA IO OOpalIeHUsIM TpaxiaaH U
KOH(DHICHIIUATBHOTO JCIOMPOU3BOICTBA.

B pesynpraTe ocBOoeHHS y4eOHOW MMCIUIUIMHBI OOYYAlOUIUICS TOJDKEH
dbopmupoBaTh 00mKe 1 MPodHeCCHOHATHHBIC KOMITCTCHIINH:

OK 1. [TorumaTe CYIIHOCTh M COIMAIBHYIO 3HAYUMOCTH CBOEH Oymyrieit
npodeccun, mposBIATH K HEH yCTOWYUBEIN WHTEpEC.

OK 2. Opranu3oBbiBaTh COOCTBEHHYIO JEATEIHLHOCTH, BHIOMPATh THIIOBHIE
METOIBl M CMOCOOBI BBITIOJHEHUS TPO(ECCHOHANBHBIX 3a]a4, OIEHWBATh HX
3 GEKTHBHOCTH U Ka4eCTRBO.

OK 3. [IpuauMaTe penieHust B CTaHAAPTHBIX U HECTAHJIAPTHBIX CUTYAlUAX U
HECTHU 32 HUX OTBETCTBEHHOCTb.

OK 4. OcyniecTBisiTh MOUCK U UCIIOJIb30BaHUE MH(POpMaLINK, HEOOXOAUMOI
1151 3P (HEKTUBHOTO BBITIOTHEHHUS MPOPECCHOHANIBHBIX 3a/1a4, MPOdEeCCHOHATBHOTO
Y JUYHOCTHOTO Pa3BUTHSI.



OK 5. Ucnonb3oBaTh HHYOPMAITMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUH B
po(ecCUOHaIBbHOM AESITEIbHOCTH.

OK 8. CamocTodTenbHO oOmpenensaTh 3aJadyd  NpodecCHOHAIBHOIO U
JUYHOCTHOTO PAa3BUTHUSA, 3aHUMATHCS CaMOOOPa30BaHUEM, OCO3HAHHO MJIAHUPOBATh
MOBBILLIEHNE KBATU(PUKALINH.

OK 9. OpueHTUpOBaTbCA B YCIOBHUSX MOCTOSHHOTO M3MEHEHHUsI MPABOBOM
0a3sl.

K 1.1. OcyuecTBiasTh NpoPECCHOHATBHOE TOJIKOBAHUE HOPMATHUBHBIX
MPaBOBBIX AaKTOB JJisi pealu3aliu IMpaB TIpaxaaH B cdepe MNEeHCHOHHOTO
oOecreyeHus: U COLMAIbHOM 3allUTHI.

IIK 1.2. OcymecTBiaATh NpUEM TPaXKJaH MO BONPOCAM NEHCUOHHOTO
oOecreyeHus: U COLMAIbHOM 3allUTHI.

IIK 1.3. PaccmarpuBaTh MNakeT AOKYMEHTOB JJIsi HA3HAYEHMS IIEHCUU,
nocoOui, KOMIEeHcalli, IpyruX BHIIUIAT, & TAKXKE MEpP COLMAJIbHON MOIACPKKU
OTZIEJIbHBIM KaTErOpUsIM T'PakJlaH, HyKJAAlOIUMCS B COLMAJIbHOM 3allNTE.

IIK 1.4. Ocy1iecTBiaTh yCTaHOBJICHUE (Ha3HAUEHUE, TIEpepacueT, MepeBo),
WHJCKCAIIMI0O U KOPPEKTUPOBKY NEHCHUHM, HAa3HAUYE€HHE MOCOOMI, KOMIIEHCAUUNA U
JIPYTMX COLMANBHBIX BBIIUIAT, MCHOJB3YSd HHGOPMAIIMOHHO-KOMIIbIOTEPHBIE
TEXHOJIOTHU.

IIK 1.6. KoHCynbTUPOBaTh IpaKIaH U NPEACTABUTENEH FOPUINYECKHUX JIULL
10 BOIIpOCaM NMEHCUOHHOI'0 00€CIIeYeHNs U COLIMAIbHON 3alUThI.

1.4. Kosin4ecTBO 4ac0B HA OCBOEHHE NMPOIPAMMBI AUCHUILIHHbI:

MaKCUMaJlbHOHN y4eOHOM Harpy3ku oOyuatouierocst 99 yacos, B TOM 4ucCIe:

00s13aTebHON ayTMTOPHON yueOHON Harpy3ku oOydaromerocsi 66 4acos;
CaMoCTOSITENIbHON paboThl oOyyatomerocs 33 yaca.

2. CTPYKTYPA U COJAEPKAHUE YYEFHOM JUCIUILINHBI

2.1. O0bem yueOHOM TMCHUIIMHBI M BBl Y4e0HOH padoThl

Bun yueOHo# padboThI Oo0bem

4acoB
MakcumaiibHasi yaeOHasi Harpy3ka (Bcero) 99
O0s13aTeIbHAS AyTMTOPHASI yueOHAas1 HArpy3Ka (Bcero) 66
B TOM YHCJIC. IPAKTHYCCKUE 3aHITHS 48
CamocTosiTesibHAsi padoTa 00y4aronierocsi, KOHCYJbTaluu (BCero) 33

ITpomexyTounast arrecranus B popme oughgpepenyuposannozo 3auema




2.1. TemaTu4ecKkui IJIaH U coaep:kaHue ydeOHou aucuumiinnbl OIL.13 JlokymeHTanmoHHoe o0ecriedeHue YIpaBjIeHUus

Conep:xkanue y4eOHOI0 MaTepuasia, 1adopaTopHbie padoThbl U MPAKTHYECKHE 3aHATHS, Oobem | YpoBeHb
HaunmenoBaHue pa3iesioB U TeM
CaMOCTOAITE/IbHAsI paGoTa 00y4aIoIUXCsl, KypcoBasi padoTa (IpoeKT) 4acoB OCBOEHHA
1 2 3 4
Pazjien 1 JlokyMeHTHpPOBaHHE
Tema 1.1 OcHoBHBbIe noHsTHS, L1enH,|CoepkaHne y4eGHOro MaTepraia 2
3a/1a9¥ ¥ TIPUHIIAITHI 1. |OcHOBHBIE TIOHSTHS, UENH, 33Ja49l ¥ TPUHIMIBI JJOKyMEHTAIIMOHHOTO OOecreueH s 2
JIOKyMEHTAIIMOHHOTO 00ECTIeUeHNS ynpasieHus.  [loHATHE — IEONPOM3BONCTBO,  JIOKYMEHTHPOBAaHHE,  JIOKYMEHTOOOOPOT,
YIpaBIICHHS oprasmzanys padoTh C JOKYMEHTaMH, JOKyMeHT. DYHKINN JJOKyMEHTOB
CamocrosiTesibHasi padoTa 00y4aroLxcst 8
1. Hoxman. CriocoObI TOKYMEHTHPOBAHUS 3
2. |Hoxman. OprrexHuKa, UCIojIb3yeMast B paboTe odrca 3
3. Hoxman. Kinaccuukarys JOKyMEHTOB IO Pa3JIMIHBIM ITPU3HAKAM 3
Tema 1.2 Yaudukarws u Copnepaxanue y4eOHOr0 MaTepuaJia 3
cranjaprusaysa JOKyMeHTOB. (1. [[lonstne yHuUWKAIMM W CTaHTAPTH3AMKM B Jenonpou3BozcTBe. [loHsTHe cucTeMa) 1
bnanku nokymeHTOB moxkymeHTarmu. Bumpbt u hopmbl yHUDHKAITILL.
2. |Xapakrepuctrka, coctaB u comepkanrie ['OCT P 7.0.97 - 2016 "Cucrema craHmapToB 0 1
rH(pOopMaIHY, OUOIMOTEYHOMY M M3MaTeNIbckoMy nemy. OpraHu3aiMOHHO-PaCTIOPSAUTETbHAS
TTOKyMEHTAITHSL.
3. |[TpeboBanust K 0hOPMIICHHIO IOKYMEHTOB" 1
IIpakTyeckue 3aHATHSA 10
1.  |Odopmnenne pexBuzuTos 1 -10 2
2.  |Odopmnenue pekuzutos 11 - 15 2
3. |Odopmienne pexuzutos 16 - 19 2
4. |Odopmenue pexsrsuto 20 - 30 2
5. |Omnpenenenue (opmara Oymaru, BbIOOp M YCTaHOBKA pa3Mepa M HauepTaHusl IIpuQra, 2
YCTAHOBKA MOJIEH, MEKCTPOUHBIX HHTEPBAIIOB, HyMEpaIHisl CTPAHUII
6. |Co3manve 6;1aHKOB Ha MEPCOHATILHOM KOMITBIOTEPE C YITIOBBIM PACTIONOKEHUEM PEKBU3HTOB 2
7. |Co3manvie ONAaHKOB Ha TMEPCOHATHHOM KOMITBIOTEPE C TIPOJIOJIBHBIM — PaCTONIOKEHHEM 2
[EKBU3HUTOB
CamocrosiTesibHast padoTa 00y4aroIuxcst 12
1 |Kparkas xapakTepucTHKa JEHCTBYIOIIMX B CTpaHE YHU(DHITMPOBAHHBIX CUCTEM JIOKYMEHTAIHH, 3
BT.u. YC OP]]




2  |M3yyenne Metommdeckux pekomeHanui mo ucrnoib3oBanuio IOCT P 7.0.97 - 2016 "Cucrema 3
CTaHIAPTOB TO HMHQOPMALNK, OUOTMOTEUHOMY WM W3IATEIBLCKOMY Jieny. OpraHu3aMoHHO-
pacriopsiTeNbHast JoKyMeHTaryst. TpeboBaHust K 0OPMIICHHIO JIOKyMEHTOB"
3 [McnonpzoBanne Word u Excel B co3nannm yHubHUITMPOBaHHBIX GOpM 3
4  |[TpeOoBaHWSI K WBTOTOBIICHWIO, YYETY, WCIONB30BAHMIO W XPAaHCHWIO OJIaHKOB ¢ 3
BocIpousBeieHneM I ocynapcrBeHHoro repda PO, repbos cyObekToB PO
Tema 1.3 TpeboBanms k Conep:xkanue y4eOHOr0o MaTepuaJsia 1
oopmIteHHIO 1. \XapaKrepMcha Y COCTaB OPraHW3alMOHHBIX JJOKYMEHTOB 1
OPraHM3alMOHHBIX IOKYMEHTOB | [IpaKkTH4yecKue 3aHATUS 4
1. |Odopmienre MOIDKHOCTHON HHCTPYKITA 2
2. |OdopmiteHre TOJDKHOCTHOM HHCTPYKITHN 2
CamocTosiTesibHasi padoTa 00y4aroLxcst 2
1. |[Hoxman. OcobeHHOCTH OGOPMIICHHUS] OPraHU3AIMOHHBIX JIOKyMEHTOB: YCTaB, JOJDKHOCTHAS 3
WHCTPYKIIWSL, TTPABHJIa BHYTPEHHETO  TPYZOBOTO PACTIOPSIIKA, IITATHOE PACTIMCAHIE
Tema 1.4 TpeboBanus k Coneprxanue yueOHOro Marepuasia 1
0(POPMITEHHIO PACTIOPSIUTEBHBIX [1.  [XapakTeprcTHKa M COCTAB PACTIOPSIHTENIBHBIX JOKYMEHTOB H TPEOOBAHHS K HX O(POPMIICHHIO. 2
JOKYMEHTOB IIpakTyeckue 3aHATHSA 10
1.  |Odopmrenre nprkasa o OCHOBHOM JESTEILHOCTH 2
2. |[IpoBepovHas paboTa 10 CO3IAHUIO ITPUKA30B 2
3. |OdopmiteHne pacriopsbKEHUS M YKa3aHHs 2
4. |OdopmiieHre yKa3aHuH 2
5. [[IpoBepouHast paboTa 1o PaCIOPSUTETLHBIM IOKYMEHTaM 2
CamocrosiTesibHAs pad0Ta 00y4AIOIIMXCS 2
1. |doxnan. OcoGennoCTH OopMIEHHs YKA3AHHS, PACTIOPSYKEHHS, IOCTAHOBIICHHS! H PEIICHHS 3
Tema 1.5 TpeboBanms k Conep:kanue y4eOHOr0 MaTepuasia 2
0(opMIIEHHIO CIIPABOYHO- 1. [XapakrepucTuka W COCTaB CIIPAaBOYHO-UH(DOPMALMOHHBIX JTOKYMEHTOB (CITY>KEOHBIX ITHCEM, 1
MH(POPMAIIOHHBIX JIOKyMEHTOB CIIPABOK, 3asIBJICHHH, JIOKJIAJTHOM 3aITMCKH, aKTa, IPOTOKOJIA), TPeOOBaHUSI K X O(OPMIICHHIO
[ IpakTiyeckue 3aHsTHs 18
1 |Odopmnenne noksa HON 3aUCKU 2
2 |Odopmienre TOKIaaHOM 3aiCKu 2
3 |Odopmiienre ciy:keOHOro nmuchMa 2
4 |Odopmienue ciryxeOHOro MMChMa 2
5  |Odopmiienue akta 2




6  |OdopmiieHne akra 2
7 |OdopmiieHre npoToKoa 2
8  |OdopmiteHre mpoToKOIa 2
9  [[IpoBepouHas paboTa 10 CIIPABOYHO-UH(DOPMAIOHHBIM JJOKyMEHTAM 2

CamocrosiTesibHasi padoTa 00y4YarIMXCH 2
1. ‘BI/II[I)I CIIPaBOK, TPEOOBAHMS K O(OPMIICHHIO IPONU3BOICTBEHHOH CIIPABKU 3

Pasnen 2 Opranuzanusi padoThi ¢
JAOKYMEHTAMH

Tema 2.1 TpeboBanus k Copnepxanue yueOHOT0 MaTepuaJia 2

OpraHM3aluu JoKyMeHToo0opoTa (1. |OpraHu3aioHHbIe (JOPMBI JICTIOTIPOU3BOJICTBA. 1
TpeGoBaHusI K OpraHu3aIyy JOKYMEHT0000poTa

CamocrosiTe/ibHAasi padoTa 00yYaKIIMXCH 2
1. ]Homagl. Komrproreprzaimst ToKyMeHT0000poTA. 3

Tema 2.2. JIprkenue u 06padoTka |Comep:kaHue y4eOHOr0 Marepuasia 1
JIOKYMEHTOB. Peructparis 1. ]HpneM 1 00pabOTKa BXOIAIIIX, UCXOSAIIMX U BHYTPEHHHX JOKYMEHTOB. 1

nokyMenToB. KoHTpons TTpaKTHUECKIE 3aHATHS 2
WCTIOJIHEHUS! IOKYMCHTOB 1 \3anonHeH1/1e PETUCTPAIMOHHBIX KapTOYEK 2

CamocrosiTesibHAs pad0Ta 00y4AIOLIMXCS 3
1  |Perucrparysi JOKyMEHTOB. 3
2  |KOHTpOJIb UCTIOHEHUSI IOKyMEHTOB 3

Tema 2.3 Opranuzarusi pabotsi ¢ |{Coep:kanue y4e0HOT0 MaTepHasia 4
OOpaICHUSIMH TPKIAH U 1 |Opranuzanmst paboOThI ¢ JOKYMEHTAMH, UMCEFOIIUMH TPHQ OrpaHHISHHS JOCTYIIA 1
KOH(UICHIMAIIEHOTO 2 |Opranmzanys paOoThI ¢ 00paICHUSMH TPaKIaH 1
JEJIONPOU3BOICTBA 3 |Opranmzamys paboThl KOHPHICHIMATIBHOTO JICJIONPOM3BOJICTBA 1

Tema 2.4 Opranuzaiys Conep:xkanue y4eOHOro MaTepuaJsia 2
OTIEPaTHBHOTO XPAHCHHS 1. |Oprammarus onepatuHOro xpanenus jokymenToB. HomenkiaTypa jien. 1

JnokymenToB. Homenkatypa nient  [IpakTudeckue 3aHsITHst 2
1  |Pabora c HoMenKaTypoOii e 2

CamocrosiTesibHast padoTa 00y4aroXcst 2
1 |Moxman Mpasuna gopmuposanus e 3

/g pepeHmpoBaHHbII 324€T] 2

BCEI'O: 99




3. YCJOBMUS PEAJIN3AILIMA YUYEBHOM JUCIUATLIMHBI

3.1. TpeOoBaHUA K MUHMMAJIbHOMY MATEPHAJTbHO-TEXHUYECKOMY

Peanuzanus yyeOHOW OUCUMIUIMHBI TpeOyeT Haluyus ydyeOHOro kabuHeTa
«/lokymeHTanmoHHoe obecrneueHrue yupaBIeHHs»

O6opynoBaHue yuyeOHOro kKabuHeTa:

. [locamouynbie MecTa MO KOJIMYECTBY OOYyHAIOIINXCA (CTOJIBI U CTYJIb);
- Pabouee mecTo npenogaBatens;

. Pa3gaTouHble KapTOUYKH MO pa3aesiaM JUCUUIUINHBL,

o [Toypounsie nankuy;

. TecTsl.

Texuuueckue cpeacta 00ydeHHs :

. KoMmbroTeps! ¢ IMIIEH3UPOBAHHBIM ITPOTPAMMHBIM 00€CIIEYEHUEM;

. MynbTUMEINATIPOEKTOP € IKPAHOM,;

= HNuTepakTuBHasA nocka.

Nudopmarnmonnoe oOecrieyeHue o0ydeHus (MepeyeHb PEKOMEHIYeMbIX
yueOHbIX u3sianuii, UHTepHeT-pecypcoB, TOMOTHUTENBHON JTUTEPATYPHI)

3.2. IlepeyeHb peKOMeHAyeMbIX Y4YeOHbIX u3AaHui, VHTepHeT-pecypcos,
JAOINOJHUTEJIbHON JIUTEPATYPHI
OCHOBHBIE HCTOYHUKHU:

1. Hoponuna, JI. A. JlokyMeHTanMOHHOE oOecreueHnue yrpaBieHUs
yueOHuk u npaktukym / JI. A. Joponuna, B. C. Upurukosa. — M.: FOpaiit, 2019.
[DnexTponHBIH pecypce]. - Pesxxum moctyna: https://biblio-online.ru/bcode/438586

2. llysamoa, H. H. JlokymeHTanmoHHOe oOecreueHrue YIpaBICHUS :
yueOHuKk u npaktukym / H. H. lllyBamoa. — M.: IOpaiit, 2019. [DnekTpoHHBIN
pecypc].- Pexxum moctyma: https://biblio-online.ru/bcode/433679

3. Kopnees, U. K. /lokymeHTanmmonHoe obecrieueHNE yIpaBiIeHUs + TECTHI B
OBC : yue6nuk u npaktukyM / W. K. Kopuees, A. B. [Tmenko, B. A. Mamypiies. —
2-¢ u3., nepepad. u non. — M.: FOpaiit, 2019. [DnexkrponHsIii pecypc]. - Pexum
noctyna: https://biblio-online.ru/bcode/438491.

JIOTOJTHUTENbHBIE UCTOYHUKMU:

1. I'po3oBa, O. C. [enonpou3BoACTBO : ydeOHOE mocoOue Il CpeaHero
npodeccuonanpHoro ob6pazosanmsi / O. C. IpozoBa. — M.: IOpaiir,
2019.[DnextponHblii  pecypc]. —  Pexum JOCTyTA: https://biblio-
online.ru/bcode/438791

2. lllyBamosa, H. H. OcHOBBI nenmonpon3BoACTBA: YI€OHUK U MPAKTUKYM /
H. H. Illysanona, A. 1O. MBanosa ; mox o6m. pea. H. H. IllysamnoBoii. — 2-¢ u3s.,
nepepad. u gon. — M.: FOpaiit, 2019.[OnekTponnblid pecypc]. — Pexum nocryna:
https://biblio- online.ru/bcode/439063

3. lokymeHnToBenenue: yueOHuk u mpaktukym / JI. A. Jloponuna [u mp.];
mox pen. JI. A. Jloponwnoit. — 2-e wm3zd., mepepab. m momn. — M.: HOpaiir,

2019.[3neKkTpOHHBIN pecypc]. — Pexum JOCTYyTIA: https://biblio-
online.ru/bcode/433551.
4 Jlemonpon3BoACTBO [ DeKTpOHHBIN pecypc].

https://www.elibrary.ru/title_about.asp?id=8645
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4. KOHTPOJIb U OIIEHKA PE3YJIbTATOB OCBOEHHUS YUYEFHOHN
JANCIUIIJINHBI
Kontpons u oneHka pe3yabTaTOB OCBOCHUS YYE€OHOW JAUCHUILIUHBI

OCYILIECTBIISIETCS IpenojaBaTeseM B
3aHATHM M Ja0OpaTOpHBIX padoT,

TECTUPOBAHMUS,

MpOLECCE TMPOBEACHUS MPAKTUYECKUX
a TaKXe€ BBIIOJIHEHHUS

O6y‘laIOI_HI/IMI/IC$I HMHANBUAYaJIbHBIX SaﬂaHHﬁ, ITPOCKTOB, HCCHCHOB&HHﬁ.

Pe3yabTaThl 00yueHus (0CBOEHHbIE YMEHMUS,
3HAHUA)

@DopMBbI U METObl KOHTPOJISI M OLIEeHKHU
pe3yJabTaToB 00y4eHH sl

B pe3ynbraTe OCBOCHUS AUCIUILTHHBI
00y4aroUUiics 10KEH YMETh:

- 0OpMIISITH OpraHU3aIIMOHHO-
pacropsIuTeIbHbIE TOKYMEHTHI B COOTBETCTBHU
c aeiictByromum ['OCTowm;

- OCYILIECTBJISITH 0OPAaOOTKY BXOISIIHX,
BHYTPEHHUX U UCXOJSAIINX JIOKYMEHTOB,
KOHTPOJIb 32 UX HCIIOJTHEHHEM;

- 0(OpMIIATH TOKYMEHTEHI JUISI Iepeaui B apXUB
OpraHu3aIuH

dopmann3oBaHHOE HAOIIOIEHUE U OIIEHKA
PE3YJIbTATOB BBITTOJIHCHUSA MPAKTUUCCKUX pa60T C
1 mo 11.

Onenka A0k1a70B 1Mo TeMaM: «CrocoOsbl
IOKYMEHTHUPOBAHUS,

«OprrexHuka, ucroisibdyemas B padbote opucay;
«Bo3moxHocTn ABTOMATU3HWPOBAHHBIX CUCTEM
NTOKYMEHTAIMOHHOTO 00eCTICUeHHS
yrpaBieHUs»; «Oco0eHHOCTH 0POpMIIEHUS
OpraHU3allMOHHBIX JOKYMCHTOB: YCTaB,
IOJDKHOCTHAs MHCTPYKIUS, IIpaBuia
BHYTPEHHETO TPYAOBOTO PACTIOPSIIKA, IITATHOE
pacnucanue»; «OcobeHHOCTH 0opMIIEHUS
yKa3aHUsl, paCHOPSDKEHNS, TOCTAaHOBJICHUS U
pemennsy; «Kommplotepuzanus
MOKyMeHTO000poTay: «Opranuzamus paboTh ¢
NOKyMEHTaMH, UMEIOLTMU IPpr() OTpaHNICHUS
nocTymnay

B pe3ynbraTe OCBOCHUS AUCIUILTHHBI
00y4aromuiics T0JKCH 3HATh:

- IOHSTHE JIOKYMEHTA, €r0 CBOMCTBA, CIIOCOOBI
NTOKYMECHTUPOBAHMUSI,

- IpaBHJIa COCTABIICHHUS U 0(OPMIICHUS
OpraHu3aIMOHHO-PACTIOPSAUTEIBHBIX
noxkymeHToB (OP/]);

- CUCTEMY U THIIOBYIO TEXHOJIOTHIO
NTOKYMEHTAITHOHHOTO O0CCIICUCHUS YITPABICHHS
(10Y);

- 0COOCHHOCTH JICJIONIPOU3BOJICTBA T10
0OpalieHUsM TpaKJIaH U KOH(DUICHIINAIBHOTO
NIeTIOTPOU3BOICTBA

Onpockl 10 BCEM TEMaM;

KoHTpobHOE TECTUPOBAHUE IO pa3esiaM
«/loxymentupoBanue» u «Opranuzanus padboTs
C JIOKYMEHTaMU»;

3acimymuBaHue JOKIAJ0B U UX OIICHKA
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