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1. MACIHIOPT ITPOI'PAMMBbI YUYEBHOM JUCIUILIUHBI
OI1.04 loxyMeHTALMOHHOE O0ecnedeHHe yIpaBJIeHHs

1.1. Ob6aacTs npuMeHeHus padoyeil NPOrpaMMsl
PaGouass mporpamMma y4eOHOI AMCUMIUIMHBI SBISETCS YacThi0 MPOrPaMMbl MOJATOTOBKU
CIICIIUATIUCTOB cpefaHero 3BeHa B coorBeTcTBUU ¢ 09.02.05 Ilpuxmannas wmHdopmatuka (1o

OTpacysiM).

1.2. MecTo y4eOHOIl AUCHHUILUIMHBI B CTPYKType NpOrpaMmbl NOATOTOBKH CHEHHMAJIMCTOB

CpeaHero 3BeHa: yqe6Ha51 JUCLHUIIIMHA BXOAUT B ITUKJI O6H.I€HpO(I)CCCI/IOHaJIbHBIX JAUCILUIIINH.

1.3. Lesn u 3ag7a4u y4eOHOM AUCHMILUIMHBI — TPeOOBaHMS K pe3yJIbTaTaM OCBOCHHS Y4eOHOM
AUCUMILIUHBI:
B pe3ynbrare ocBoeHUs yueOHON AUCHUILIMHBI 00Y4atOLUiics JOIKEeH
yMeTh:
— 0hOpMIIATH JOKYMEHTAIMIO B COOTBETCTBUU C HOPMAaTHUBHOW 0a30i, B TOM YHCIE C
UCIOJIb30BaHNEM UH(OPMAIIMOHHBIX TEXHOJIOTHI;
— OCYILECTBJIATh XpPaHEHHUE U IOUCK IOKYMEHTOB;
— HCIOJB30BaTh TEJICKOMMYHHUKAIIUOHHBIE ~ TEXHOJOTMU B 3JIEKTPOHHOM
JIOKYMEHTO000pOTE;
B pe3ynbrate ocBoeHUs yueOHON AUCHUILIUHBI 00YYarOLUIiCs JOKEH
3HATh:
— TOHSATHE, LIEJH, 33J]a4d U IPUHIUIIBI 1€JI0IPOU3BO/ICTBA;
— OCHOBHBIE MOHSTHSI JTOKYMEHTAallMOHHOI'O OOECHEeYeHHUs YIPaBICHUS; CHUCTEMBI
JIOKYMEHTAI[MOHHOTO 00eCTeueHus yIpaBiIeHHUS;
—  KJIAaCCH(HKAIMIO JOKYMEHTOB;
— TpeOOBaHUA K COCTABICHUIO U O(OPMIICHHIO TOKYMEHTOB;
— OpraHM3aluio J0KyMEHTO00OpoTa: mpuema, o0paboTKy, perucTpainuio, KOHTPOIb,
XpaHEHUE TOKYMEHTOB, HOMEHKJIATypy JEl.

B pesynbraTe OCBOEHHS MNpOrpamMMbl MOJATOTOBKM CIELUUAINCTOB CPEIHEr0 3BEHA IMpu
uzydyeHun ydeOHoM mucuuruinHbl OI1.04 JlokymeHTanMoOHHOe oOecledeHne yIpaBiIeHUs
oOyuJaronuecs J0JKHbI OBJIa/I€Th CIEAYIOIUMU KOMIETEHIMSIMHU:

OK 1. [TonumaTh CyImIHOCTH M COLMAJBHYIO 3HAYMMOCTh CBOel Oymymied mpodeccuu,
IIPOSIBJIATH K HEW YCTOWYMBBINA MHTEPEC.

OK 2. OpraHu3oBbIBaTh COOCTBEHHYIO [EATEIbHOCTh, BBHIOMpPATh THUIOBBIE METOIBI U
CIOCOOBI BHIMOJTHEHUS MPOPECCHOHANTBHBIX 33]1a4, OIIEHUBATh X 3()PEKTUBHOCTH U KA4€CTBO.

OK 3. IlpuHumaTth peuieHus B CTAaHJAPTHBIX U HECTAHJAPTHBIX CUTYALMSIX U HECTH 32 HUX
OTBETCTBEHHOCTb.

OK 4. OcymecTBiaTh IMOMCK U HUCHOJb30BaHUE HWHPOPMALUHU, HEOOXOTUMON JUIs
3¢ (PEKTUBHOTO BBHIMOJHEHUS TPO(ECCHOHATBHBIX 3a7a4, MPOo(EeCCHOHATBLHOTO U JIMYHOCTHOTO
pa3BUTHSL.

OK 5. Branets nHGOpPMAIIMOHHON KYJIbTYpPOH, aHATU3UPOBAThH U OLIEHUBATH HH(OPMALIUIO C
UCIIOJIb30BaHNEM MH(POPMAITMOHHO-KOMMYHUKAIIMOHHBIX TEXHOJIOTHH.



OK 6. Paborath B KoOJUIeKTHBE W KoMaHJe, 3((eKTUBHO O0OWAThCA C KOJUIETaMH,
PYKOBOJICTBOM, TOTPEOUTEIIAMHU.

OK 7. bpats Ha ce0s OTBETCTBEHHOCTh 3a PabOTy WICHOB KOMaHIbI (ITOAYUHEHHBIX),
pe3yibTaT BBIIOJHEHUS 3aJaHUH.

OK 8. CamocTOSITENLHO ONpenesaTh 3a1a9i MPO(EeCCUOHATLHOTO H TUYHOCTHOTO Pa3BUTHS,
3aHUMAaTbCs CaMO00pPa30BaHUEM, OCO3HAHHO IJIJAHUPOBATh MOBBIILIEHUE KBATH(DUKALINY.

OK 9. OpueHTHpOBaThCSA B YCIOBUSX YAaCTOH CMEHBI TEXHOJOTHH B MPO(ecCHOHANbHOM
NESITEbHOCTH.

IIK 2.5. Pa3zpabarbiBaTh ¥ BECTU IPOEKTHYIO U TEXHUYECKYIO JJOKYMEHTALUIO

[1K 4.4. OnpenensTh pecypchbl IPOEKTHBIX ONEpaLnii.

[IK 4.5. Onpenenars pucKu NPOEKTHBIX Ollepanui

KosmyecTBo 4acoB Ha 0CBOeHHE MPOTPAMMBI U CIUTLINHBI:
MaKcuMasbHas yueOHas Harpy3ka oOydJaromierocss /6 4acoB, B TOM YHCIIE:
oOs13aTebHas ayIUTOpHas yueOHast Harpy3ka oOydaromierocs 51 daca;
camocTosITeNbHas pabota odyuaromierocs 25 vaca.



2. CTPYKTYPA U COAEPXKAHUE YYEFHOU JUCITATLIAHBI

2.1. O0beM yueOHOI IMCUMIIVIMHBI M BUABI Y4e0HO0# padoThI

Bup yueOHoii paboTbl Oobvem uacos
MakcumanbHas yyeOHas Harpy3ka (Bcero) 76
Oos3aTesibHAsI Ay IUTOPHAS YueOHasi Harpy3Ka (Bcero) o1
B TOM YHCJIE:
IIPaKTUYECKUE 3aHIATHS 20
CamocrosiTeibHas padora odyuyaromerocst (Bcero) 25

[TpomexxyTounast arrectanus B popme nuddepeHInalIbHOTO 3a4eTa




TemaTu4yecKuil IUIaH U coaecpkaHue yqeﬁﬂoii JAUCHHUILIIMHBI I[OKyMeHTaL[I/IOHHOG YIIPpaBJICHUC

HaumeHnoBanue Copep:xanue yueOHOI0 MaTepuaJa, JadopaTopHbie paGoThl U MPAKTHYECKHe 3aHATHUS, CAMOCTOATEIbHAsl padoTa O0bem Yposens
pa3iaesioB M TeM o0yuarommuxcsi, Kypcopasi padora (mpoekr) (eciu IpeaycMOTPEHBI) 4acoB OCBOCHUS
1 2 3 4
Paspea 1. JoKyMeHTHpOBaHUE YIIPABJICHYECKOM e TeJIbHOCTH
Tema 1.1. Coneprxarne ydeOHOTO MaTepuaia (yKa3pIBaeTCs MEPEYCHb AUIAKTHYECKIX €TMHIIL) 2 1
1 IToHsATHE O JOKYMEHTAaX U CTI0CO0aX TOKYMEHTHPOBAHMSL.
CamocrosrenpHas paboTa moAroToBKa pedepatoB «VcTopuyuecKue 3Tarsl JeIonpon3BoacTBa B Poccumy (110 sTanam) 2 3
Tema 1.2. Copneprxanne yaeOHOro Matepuana (YKa3plBaeTCs IepedeHb TUIAKTUIECKUX SMHUIL) 2
1. Opranmsanun aeionpounsBoacTea. OnpeneseHne TUCIUILIHHBL «J{0KyMEHTAaIIHOHHOE 00ECTIeYeHNE YIIPABICHI», 1
TEPMHHOJIOTHIO B 00J1aCTH TOKYMEHTALIMOHHOTO 00€CIICUeHHs YIPaBJICHHS
CamocrosrenbHas paboTa moaroToBka coobmenus «Oomepoccuiickue knaccupukatopsl: OKIIO, OKY /I, OI'PH, 2 3
WHH/KIIIT»
CojeprxkaHue yueOHOro MaTepuasa
Tema 1.3. 1. VHubukaiyu u craHIapTU3aliy B Jesonpon3Boactee. Knaccudukaims nenoBoi TOKyMEHTAIUN 2 1
CamocrositenpHas pabota JokiIa] «YHUHIIMPOBaHHBIE (POPMBI IPUKA30B 110 JUYHOMY COCTaBY» 2 3
Tema 1.4. Coneprkanue y4eOHOro MaTepuaia
1. TocynapcrBennas cucrema JIOY. 3HaHMe OCHOBHBIX MOJIOKEHUH TOCyIapcTBeHHON cucteMbl [IOY 2 1
CamocTtosrenpHas pabota [IpoBepka 00pa3iioB pacnopsSAUTEIbHBIX TOKYMEHTOB 2 3
Paznen 2. OdopmiieHne opraHu3aloHHO-PACTIOPSANTEIbHBIX TOKYMEHTOB
Tema 2.1. Copepxanne yaeOHOTO MaTepuaia 2 1
1 TlpaBuia o(opMIICHHUS] OCHOBHBIX BUJIOB OPTaHU3aI[IOHHO PACHIOPSIUTENLHBIX JOKYMEHTOB.
2. Bungst OP/I. 2
IIpaxtuueckas pabota 1. Usydenue ct. 140 YK P®, mpenycmaTpuBaronyto Mepsl YTOJIOBHONH OTBETCTBEHHOCTH 3a HAPYIICHNE 2 2
IpaBa HaceJeHus Ha HPOpPMAIIKIO.
CamocrosrenbHas padota pedepar OdopmiecHue nokyMmeHTa «/JoroBop (KOHTPAKT) 00 UCIIOTHEHHH TPYIOBBIX 2 3
0053aTENIECTBY
Copepxanne yaeOHOTO MaTepuaia
1 TlonsTue pexBusuTa, hopMyIsapa-oopasia, OiaHka. 2 1
2. TpebGoBaHust K 0pOPMIICHHIO OCHOBHBIX PEKBU3UTOB Ha JJOKYMEHTaX. 2
Tewma 2. 2. Ipakrrueckas pabora 2. CocTaBieHHe peKBU3UTOB Ha IOKYMEHTAX: aBTOP, a/IpecaT; 3aroJ0BOK K TEKCTY U TEKCT JOKYMEHTa; 1 2
TIOJINIMCh, YTBEPHKJCHUE U COTJIACOBAHUE JOKYMEHTOB.
Ipaktuyeckas padora 3. KoHcTpynpoBaHue OJIAHKOB OpraHU3alliil ¥ yUPEKICHUH. 2 2
CamocrosTenbHas padboTa: 4 3
Odopmienne qokymenTa «J{oroBop (KOHTpaKkT) 00 WCTIOTHEHUN TPYAOBBIX 0053aTEILCTBY»
Py0exHbIi KOHTpOIH Nel 1 2
Copepxanne yaeOHOTO MaTepHuaa
Tema 2.3.
1. TlpaBuia oopMIICHHS] OCHOBHBIX BUAOB OPraHH3aLMOHHO-PACTIOPSIIUTENbHBIX JOKYMEHTOB. 2 1




2. IlpaBuia oopmileHHs! KOIIMH JOKYMEHTOB, BBIIUCOK, TyOJIUKATOB.

[Mpaktnyeckass pabora: CocrtaBiaeHue W OGOPMIICHHE pa3IMYHbIX BHJIOB OPraHU3allOHHO-PACHOPSIUTENIBHBIX U 2 2
nH(pOpPMaLMOHHO-CIIPABOYHBIX IOKYMEHTOB.
ITpakTuyeckas padbora: CocraBneHue 1 opopMIICHHE Pa3TUYHBIX BHJIOB (PMHAHCOBBIX JTOKYMEHTOB. 2
CamocrosrenbHas paboTa coobmienne «TpeboBaHue K 3aroJ0BKaM Jei» 2 3
Pazgen 3. Opranuszanus padoThl ¢ JOKYMEHTAMH
Conepxanue y4eOHOrO MaTepuaia
1. Cnyx0a, ee cTpyKTypa, GYHKIMH, JOIDKHOCTHOM COCTaB. 2 1
Tema 3.1. 2. TwumoBble CTPYKTYpHI M JOJDKHOCTHOH cocTaB ciry>k0b1 JIOY. 2
[TpakTnyeckas pabora «CocTaBiaeHHE JOJHKHOCTHBIX HHCTPYKITHIY. 2 2
CamocrositenbHas padbota coobuienue «CructeMarrsanys JOKyMEHTOB BHYTPH JieJia» 2 3
CojeprxkaHue yueOHOro Marepuasa
1 Ionstue nOKyMeHTO000pOTa. THIIOBAsI TEXHOJIOTHS OpraHU3aIus TOKYMEHTO000pOoTa 2 1
Tema 3.2 [paktuyeckas padora «IIpuem, pacripeneneHue U perucrpanus 10KyMmeHToB. @opmupoBaHue Jemna i TEKyIero XpaHeHusl. 2 2
CocraBiieHne HOMEHKIIATYPBI JIeJ.
CamocrosrtenbHas padora «/loknan «OOnias xapakTepycTHKa U 3Ha4eHHEe JJOKYMEHTOB 0 TPYIOBBIM NPAaBOOTHOIICHHSIM » 2 3
Cojeprxkanue yueOHOro MaTepuasa
1. Perucrpanms 1okyMeHTOB. XpaHeHue nei. KOHTposb 3a HCIIOJIHEHHEM BXOASALINX, HCXOASIINX U BHYTPEHHUX 2 1
JIOKYMEHTOB.
Tema 3.3. IpakThueckas paboTa 2 2
CocraBnieHne OTBETOB Ha MMMChbMA TpaXIaH. AHAIM3 MHceM U 0()OPMIICHHE CIIPABOK O €T0 Pe3yJIbTaTax»
CamocrosrensHas padora «Odopmiierne nokymenra «IIucemMo», «CrpaBkay. 2 3
Copneprxanue yaeOHOro MaTepuania
1. KouduneHuuaasHOE AETONPON3BOJICTBO. ABTOMATH3AIMS IPOLECCOB JOKYMEHTAIIMOHHOTO 00eCTIeYeH S 2 1
YIpaBJICHHUSI.
Tema 3.4. HpaKTI/I‘{eCKaﬂV pabora: CocraBineHne IOKyMEHTOB Ha KoMmbioTepe. KonmpoBaHune M pa3sMHOXXEHHE IOKYMEHTOB Ha 2 2
MHOXKUTEJIbHON TEXHHUKE.
[MpakTuyeckas padora: Odopmienue rpuda orpaHnueHus AOCTYyNa K JOKYMEHTY. 1
Opranuzanus pabovero Mecta ¢ y4eToM COBpEMEHHBIX TPEOOBaHUH.
CamocTtosTenbHast pabota: goknan «Cructema dJeKTpOHHOTo ToKymMeHToobopoTa (CO/I) 3 3
PyOexHbIi KOHTpOIIH Ne2 1 2
HuddepernnpoBaHHbIif 3a4ET 1 2
Bcero: 76




3. YCJIOBUSA PEAJIM3AIIMA YYEBHOM JUCITATLIAHBI
3.1. TpeboBaHMsA K MMHUMAJIBHOMY MaTEePHAJBHO-TEXHHYECKOMY 00ecneYeHH IO
Peanmuzanus  ydueOHOM  OuCHMIUIMHBI — TpeOyer  Hamuuus  ydyeOHoro  kaOuHeTa
JIOKyMEHTaIIMOHHOTO 00ECTICYEeHHUSI YIIPABIICHUSL.
O06opynoBaHue yuyeOHOro KabrHeTa: ydeOHbIe TOCOOUS, TIAKAThI, CXEMBI, TPaQUKH, TAOJIHIIHI,
NPaKTHKYMBI, 33JaYHUKH.
Texauyeckne cpencTBa OOyYEHHS: KOMIIBIOTEDP, HPOEKTOpP, KAJIbKYJISATOpP, MHTEPAKTHBHAS

JIocKa

3.2. UnopmannonHoe odecnevyenne 00y4eHust
Ilepeuennb PeKOMeH1yeMbIX Y4eOHbIX U31aHNM, HNurepHer-pecypcos,
JAOTOJIHUTEIbHOM JIUTEepaTyphl
Ocnoenasa numepamypa
1. JlapskoB H.C. DnexTpoHHOE M31aHue Ha OCHOBE: JJOKyMEeHTOBEICHHE: yUYEOHUK. - 3-
e u3]1., mepepad. u joi. - Mocksa : [Ipocmiekt, 2016. - 416 c¢. -http://www.studmedlib.ru

2. [TonoB JI.C. Jlemonmpou3BOACTBO U CEKpeTapckas paboTra Ha MEPCOHATBLHOM
kommsioTepe. - M.: COJIOH-ITPECC, 2013. - 424 c._-http://www.studmedlib.ru

3. Ka6amoB C.HO. Ynpasnenue nokymMeHTaMd M O(GUCOM MECTHOM aIMHUHHCTpAIUH

[DnexTpoHHBIH pecypc]: mocobue misa ynpasisoero aeidamu / C.1O. Kabamos. - M. : ®JIMHTA,
2017. - 205 c. - http://www.studmedlib.ru
4. Kynses H.H. JloxymenroBenenue: yuebnuk / H.H. Kynses, J[.H. VYpanos, A.T.

®abpuunoB; non pea. npod. H.H. Kynsesa. 2-e m3am., crep. - M.: Jloroc, 2017. - 352 c.-
http://www.studmedlib.ru
S. Kynses H.H. KordunenunaapHoe qen0npon3BOACTBO U 3aIUIICHHBINA 3JIEKTPOHHBIH

nokymeHnToobopot: yueonuk / H.H. Kynses, A.C. Iémymkun, T.B. Konapamosa, A.I'. ®abpu4HOB;
non obm. pen. HH. KynseBa. - 2-e usn., mepepab. u momn. - M.: Jloroc, 2017. - 500 c. -
http://www.studmedlib.ru

Jlonoanumensnan numepamypa

1. braros A.Il. be3omacHocTh B Typusme: y4ed. mocobue /st cTyaeHToB By30B / A. I1.
braros. - 2-e u3n., nepepad. u gorm. - M. : ®OPYM : UHOPA-M, 2015. - 176 c.
2. brikoBa T.A. Jlenonpou3BoACTBO: yueOHUK Jis cTyAeHTOB By30B / T.A. beikosa, JI.M.

Bsoga, JI.B. Cankuna ; mox o6ur. pea. T.B. Ky3nenosoii. - 3-e u3z., nepepad. u nomn. - M.: UHOPA-
M, 2015. - 364 c.

3. KyckoB A.C. Typonepeltunr: [yueoHuk ans cryaentos By3oB] / A.C. Kyckos, B.JL.
['onyGeBa. - M.: ®OPYM, 2016. - 400 c.

4, [Tanacenko HO.A.  Jlenompow3BOACTBO:  JTOKYMEHTAIlMOHHOE  OOecreYeHue
yIrpaBieHus: y4e0. mocodue asi CTyAeHToB ccy30B U By30B / FO.A. Ilanacenko. — 3-e m3m. — M.:
PUOP: UH®PA-M, 2014. — 112 c.

5. CokonoB B.C. JlokyMeHTalmoHHOE OOecleYeHre YIpaBJIeHUs: YYeOHUK JUIs
CTYAECHTOB 00Opa3oBaT. yupexaeHuil cpen. npod. odpazosanus / B.C. CokonoB. — 3-e u3a. — M.:
®OPYM, 2014. - 176 c.


http://www.studmedlib.ru/
http://www.studmedlib.ru/
http://www.studmedlib.ru/
http://www.studmedlib.ru/
http://www.studmedlib.ru/

Hopmamuemm OOKymeHmauuﬂ

I'paxxnanckuii kogekc PO

I'OCT 32611-2014 Typuctckue yciyru. TpeboBaHus mo o0ecredeHno 0€301MacHOCTH
TYpUCTOB

['OCT P 51185-2014 Typucrckue ycinyru. Cpencrsa pazmenienus. Oomue TpeboBaHus
I'OCT P 50681-2010 Typuctckue ycayru. [IpoekTupoBaHue TypUCTCKUX YCIYT
I'OCT P 50690-2017 Typucrckue ycayru. O6mme TpedoBaHus

['OCT 30389-2013 Ycmyru obmectBenHoro nutanus. [Ipeanpustist o01mecTBEHHOTO
nutanus. Kimaccudukanus u oomue TpedoBaHus

I'OCT P 50764-2009 Ycuyru obmectBeHHOTO TuTanus. O0mue TpeboBaHus

['OCT P 32692-2014 VYcnyru oOmectBeHHOro mnutanus. OOmme TpeOoBaHHS K
MeToJaM U popmaM 00CITy>KUBaHUS Ha IPEINPUITUIX OOIIECTBEHHOTO MUTAHUS
I'OCT P 50763-2013 Ycnyru obmectBeHHoro nutanus. [Ipoaykius oOmecTBEHHOTO
MUTaHUA, peann3yemas HacesneHnto. O0IMe TEXHUYECKUE YCIOBHS

['OCT P 50647-2013 Yciryru o0mecTBeHHOTO MUTaHUs. TePMHUHBI U ONIpEIeICHUS
I'OCT P 30524-2013 Ycnyru obuiectBeHHOro nutanus. TpeOoBaHUs K IEpCOHALY

bazwl oaHHblx, uud)opjnauuomto-cnpaeounble U NOUCKoebvle cucmemal.

http://base.garant.ru

http://www.centerbooks.ru

http://www.knigafund.ru/

http://www.funnycong.ru/
http://www.edou.ru/enc/vvedenie.php
http://www.bibliotekar.ru/deloproizvodstvo-1/index.htm

http://www.rusarchives.ru/


http://www.vsegost.com/Catalog/48/48553.shtml
http://www.vsegost.com/Catalog/50/50591.shtml
http://www.vsegost.com/Catalog/44/44221.shtml
http://www.vsegost.com/Catalog/50/50770.shtml
http://www.vsegost.com/Catalog/48/48407.shtml
http://www.centerbooks.ru/
http://www.knigafund.ru/

4. KOHTPOJIb U OIIEHKA PE3YJbTATOB OCBOEHHS YYEFHOI
JNCHUIIVIMHBI

KoHTpoib M ONEHKa pe3ylbTaTOB OCBOCHHMA Y4YeOHOW JUCHUILIMHBI  OCYIIECTBIISAETCS
npernojaBaTesieM B IIPOLECCe IMPOBEACHUS MPAKTUUYECKUX 3aHSITUH W J1abOpaTOpPHBIX padoT,
TECTUPOBAHUS, a TAKXKE BBIIOJHEHUS OOYYalOIIMMUCA WHIUBUAYAIbHBIX 3aJaHUM, IMPOEKTOB,

HUCCIIENOBAHUMN.

Pe3yabTarnl 00yyeHus (0CBOEHHbIE YMEHHUS,

YCBOEHHbIE 3HAHUS)

®opMbI M METOAbI KOHTPOJIS U
OLIEHKH Pe3yJIbTATOB 00y4YeHusl

1

2

yMeThb: 0OPMIIATH TOKYMEHTAIIUIO B COOTBETCTBUU C
HOPMATHUBHOM 0a30i, B TOM YHCJIE C UCTIOIb30BaHUEM
MH(GOPMAIIMOHHBIX TEXHOJIOTHIA; OCYIIECTBIISATh
XPAaHEHUE U MOUCK JTOKYMEHTOB; HCII0JIb30BATh
TEJIEKOMMYHUKALIMOHHBIE TEXHOJIOTHU B AJIEKTPOHHOM

I[OKYMSHTOO60pOT€;

3HATh: TIOHATHE, LIEIH, 33Ja4d 1 IPUHLIUIIBI
JIeJIONPOU3BOJICTBA; OCHOBHBIE TIOHATHUS
JIOKYMEHTAI[MOHHOT 0 00EeCIIeueHus yIpaBiIeHHUs;
CUCTEMBI IOKYMEHTALIUOHHOTO 00eCTIeYeHUs
yIIpaBJICHUS; KIaCCUPUKAINIO TOKYyMEHTOB;
TpeOOBaHUS K COCTABICHUIO U O(OPMIICHHIO
JOKYMEHTOB; OpraHM3allIo JOKYMEHTO000poTa:
npuema, 00paboTKy, peruCTpaIiio, KOHTPOJIb,

XpaHEHHE TOKYMEHTOB, HOMEHKJIATYPY JIeT;

KonTposb ycBOCHMS 3HaAHUI
MPOBOAMTCS B (pOpME TECTUPOBAHUS U
pEIICHUS] CUTYAIIMOHHBIX 3a7a4.

Kontpons GpopmupoBanus ymeHuii
MPOU3BOIUTCS B OPME 3aIUTHI
MPAKTUYECKUX PadoT.

HtoroBas arrecrarus no
JTUCIUILIMHE TIPOXOINT B
COOTBETCTBUU C YU€OHBIM IIJITAHOM IO
CIIEUATILHOCTH B (hOpME IK3aMEHA.
KpurepueMm onieHkn pe3ynbTaToB
OCBOCHUS AUCITUTUIHHBI SBIISACTCS
CIIOCOOHOCTB:!

- BBITIOJIHEHUSI KOHKPETHBIX
npodeccHoHaNBHBIX 3371a4 B X0/Ie
CaMOCTOSITENIbHOTO BBITOJIHEHUS
paboT, pemeHus mpoOJIeMHBIX 3a/1a4;
- BBITIOJTHEHUS paboT 1Mo oOpasity,
WHCTPYKIIUHU UJIH TIOJT PYKOBOJICTBOM;
- Y3HaBaHUE PaHEE U3YUECHHBIX

00BEKTOB, CBOICTB.




