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1. MACHOPT PABOYEM MPOT'PAMMBI YUYEBHOM JJUCHUILJIAHBI
OI1.13 JOKYMEHTAIHMOHHOE OBECIIEYHEHME YIIPABJIEHUSA

1.1. Oo6aacTb NpMMeHEHHUs POTrPAMMBI

Pabouass mporpamma  ydeOHOW  AMCHMIUIMHBI  «JlOKyMEHTaIMOHHOE
oOecrieueHre YMpaBiCHHs»  SBISETCS YACThIO MPOrPaMMbI  MOJTOTOBKH
CIELUAIIUCTOB cpelHero 3BeHa B cooTBercTBUUM ¢ PI'OC mo crnenuanbHOCTH
40.02.01 IIpaBo u opraHu3zaius couuanbHOro odecrneuenus (6azoBasi HOArOTOBKA),
BXOoJA11e# B ykpynHeHHyto rpynny 40.00.00 FOpucnpyaenuus.

Pabouast nmporpamMma y4eOHOM AMCIUIUIMHBI MOXKET OBITh HCIIOJIH30BAaHA B
JOTIOJTHUTEBHOM TIPO(ecCHOHaNbHOM 00pa30oBaHUU (B MpoOrpaMmax MOBBIIIECHUS
KBAIM(PUKALUU U TIEPENOITOTOBKHU) U MPOPECCUOHATBHON MTOATOTOBKE IOPUCTOB.
1.2. MecTO AUCUMILUIMHBI B CTPYKTYpPe NPOrpaMMbl MOATOTOBKH CIIEMATHCTOB
cpeJHero 3BeHa: y4yeOHasl JUCHUIUIMHA OTHOCUTCA K oOmienpodeccuoHaIbHbIM
JUCLHUIUIMHAM Npo(heCCHOHATBHOr0 Y4eOHOro HKIIA.

1.3. leau u 3agaym y4eOHOM AMCUHMILIMHBI — TPeOOBaHHMSA K pe3yJibTaTam
OCBOCHUSA Y4eOHOM IMCHUTIIUHBI:

B pesynaprare wu3ydeHuss o00s3aTEIBbHONM 4YacTU Y4YE€OHOM JUCIMIUIMHBI
oOyyJaroIuiics JOJIKEH:

ymemp:

- 0QOpMIIATh  OPraHU3ALMOHHO-PACIOPSAUTENbHBIE  JOKYMEHTBHl B
cootBeTcTBHH C aercTByomum ['OCTom;

- OCYIIECTBJIATH OOpaOOTKYy BXOJSIIMX, BHYTPEHHUX M HMCXOJASALIUX
JOKyMEHTOB, KOHTPOJIb 3@ UX UCIIOJIHEHUEM;

- 0(bOpPMIIATH IOKYMEHTHI JIJIsl IEpeiaud B apXUB OpPTaHU3aIUY;

3Hamb:

- IOHATHE JOKYMEHTA, €r0 CBOMCTBA, CIIOCOOBI JOKYMEHTUPOBAHUS;

- MpaBWia  COCTaBJ€HUS W OQOPMIICHUS  OPraHU3aIl[MOHHO-
pacnopsaaIuTeIbHbIX JOKYMEHTOB (fnanee — OP/]);

- CUCTEMY M THUIIOBYK) TEXHOJIOTMIO JOKYMEHTAI[MOHHOIO O00OeCleueHus
yrnpasienus (nanee — JIOY);

- O0COOEHHOCTH JIE€NONPOM3BOJICTBA MO OOpalllEHUsM TpaxaaH U
KOH(UIEHIIUAIBHOTO JIeJIONPOU3BO/ICTBA.

B pesynaprare OCBOCHHS y4eOHOW JUCHUIUIMHBI OOy4YarOUIUHCS JOJIKEH
dbopmupoBaTh 001IHE U TPOPEeCCHOHATBLHBIC KOMITCTCHITUH:

OK 1. [lonumMath CymiHOCTh U COIMATIBHYIO 3HAYUMOCTH CBOEH OymyImei
npodeccuu, MposIBIATH K HEW yCTOMYMBBINA HHTEPEC.

OK 2. Opranu3oBbIiBaTh COOCTBEHHYIO JIEATEIbHOCTh, BHIOMPATh THIIOBBIC
METOJIbl M CIOCOOBI BBIMOJHEHHs] MpOo(ecCHOHATbHBIX 3aady, OLEHUBATh HX
() PEKTUBHOCTH U KA4E€CTBO.

OK 3. [IpyHuMath penieHus B CTAHAAPTHBIX U HECTAHIAPTHBIX CUTYALUAX U
HECTH 32 HUX OTBETCTBEHHOCTb.

OK 4. OcyuiecTBasiTh MOUCK U UCTIONb30BaHKE UH(POpPMALIMK, HEOOXOAUMOU
1151 9(HEKTUBHOTO BBITIOJHEHUS MPO(PECCHOHATBHBIX 3a/1a4, TPOPECCHOHATEHOTO
Y JIMYHOCTHOTO Pa3BUTHSL.



OK 5. Vcnonb3oBaTh HHPOPMALIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJOTUU B
poecCHOHANTEHOM eI TEIEHOCTH.

OK 8. CamocrosiTenbHO ONpeneNsITh 3a7aud NpOoGECCHOHATIBHOIO H
JMYHOCTHOTO Pa3BUTHSI, 3aHUMATHCS CaMOOOpPa30BAHUEM, OCO3HAHHO TUIAHUPOBATH
MOBBIIICHUE KBATU(PUKALIMH.

OK 9. OpueHTupOBaThCsl B YCIOBUSAX MOCTOSHHOIO M3MEHEHHUS IPABOBOM
0a3bl.

K 1.1. OcymectBnsaTe npodecCHuOHATbHOE TOJIKOBAHWE HOPMATHUBHBIX
MPaBOBBIX AaKTOB [UISl peaju3allud TpaB TpaxaaH B cdepe MEeHCUOHHOTO
oOecreyeHus U COIMAIbHOM 3aIlUTHI.

IIK 1.2. OcCyumecTBiaaTh NpUEM TpakaaH IO BOMNPOCAM TNEHCHOHHOTO
oOecIeueHus U COIMAIbHOM 3aIlUTHI.

IIK 1.3. PaccmarpuBarh MakeT AOKYMEHTOB Uil HA3HAYECHUS IIEHCHUU,
nocoOuii, KOMIIEHCAIINM, IPYTUX BBHIILJIAT, a TAKXKE MEP COLMAIBHOW MOIIACPKKU
OTJIEJIbHBIM KaTErOPUSAM I'paKIaH, HY KIAIOIMMCS B COLMAIbHOM 3aIIuTe.

IIK 1.4. OcyuiecTBidTh yCTaHOBJIEHUE (Ha3HAUYCHUE, TIEPEPACUET, IEPEBO),
WHJEKCALIUI0 U KOPPEKTUPOBKY IMEHCHUW, Ha3HAUEHUE MOCOOMM, KOMIIEHCALMI U
JIPYrUX COLMAIBbHBIX BBILIAT, HCHOJIB3Ys HH()OPMALMOHHO-KOMIBIOTEPHBIE
TE€XHOJIOTHH.

IIK 1.6. KoHCynbTUpOBaTh IpakIaH U NPEACTABUTENICH IOPUANIECKHUX JIULL
110 BOIIPOCaM MEHCUOHHOTO 00ECIIEYEHHS U COLIMATIbHOM 3aIllUThl.

1.4. Kosin4ecTBO 4aCOB HA OCBOEHHE MPOTrPAMMBI M CIIUILIUHbI:

MaKCHUMaJIbHON yueOHOM Harpy3ku oOyuatomierocs 99 yacos, B TOM 4uCII€:

00s13aTeIbHON ay TMTOPHOM yueOHOM Harpy3ku oOydaromierocs 66 4acos;
CaMOCTOSITENIbHOM paboThl oOyyaromerocs 33 yaca.

2. CTPYKTYPA U COJAEP)KAHUE YYEBHOM JUCIIUILINHBI

2.1. O0bem yueOHOM JUCHMILIMHBI U BUAbI y4e0HO padoThl

Buj yueOHO# padoThI Oo0bem

4acoB
MakcumaiibHasi yueOHasi Harpy3ka (Bcero) 99
Oo6si3aTeIbHAsI ayINTOPHAsI yueOHast HArpy3ka (Bcero) 66
B TOM UYHCJIC: IPAKTUYECKHE 3aHATHS 48
CamocrosiTesibHAsi padoTa 00y4aonierocsi, KOHCYJIbTaluu (BCero) 33

[TpomesxxyTouHas artectaius B hopme dugpgpepenyuposannozo 3auema




2.1. TemaTu4eckuii Ii1aH u cogepxanne ydeoOHoi qucuuminabl OI1.13 JlokyMeHTanOHHOE o0ecnieueHne yIpaBJIeHUsI

Conepaxanne y4eOHOT0 MaTepuasia, 1a00paTopHble padoThl M NPAKTHYECKHe 3aHSITHS, Oobem | Yposenn
HaumenoBaHue pa3iesioB U TeM
CaMOCTOSITe/ILHAsI padoTa 00y4YaroIUXCsl, KypcoBasi padoTa (MpoeKT) 4acoB OCBOEHUSI
1 2 3 4
Pa3nen 1 JlokymeHTHpOBaHHe
Tema 1.1 OcHoBHBIE TTOHSTHS, 1€, |CojlepskaHne y4eOHOI0 MaTepuasia 2
3a1a4¥ ¥ TIPUHIIUITBI 1. |OcHOBHBIE TOHATHSL, LIEIH, 3318491 U TIPUHLIUITI JIOKYMEHTAILIMOHHOTO 00€CTICUeHHS YIIPaBIICHHSL, 2
JIOKYMEHTAI[MOHHOTO 00ECTIeUeHUS [lonsaTre AenOnpoOU3BOICTBO, JOKyMEHTUPOBAHUE, IOKYMEHTOOOOPOT, OpraHM3aIus padboThl ¢
YIIpaBJIEHUS TOKYMEHTaMH, JIOKyYMeHT. DYHKIMH JOKYMEHTOB
CamocrosiTesibHasi padoTa 00y4alOIUXCH 8
1. Hoxman. CriocoObl JIOKyMEHTHPOBAHHS 3
2. JHoxman. OprrexHyka, UCIonb3yemas B padbote oduca 3
3. [oxman. Kimaccrukarys JOKyMEHTOB 10 Pa3JIMIHBIM ITPU3HAKAM 3
Tema 1.2 Yandukarms u Conep:xaHne y4eOHOro MaTepuaJsia 3
craHgapTusauys 1okyMeHToB. (1. [loHATHE yHMU(UKAIMM W CTaHAApPTH3AMK B JenonpousBojicTBe. [loHsTHe —crcreMa 1
brnanku TOKyMEHTOB nokymeHTaimu. Busibl 1 opMbl yHUDUKALIUH.
2. [Xapakrepuctuka, coctaB u cozpepxkanue 'OCT P 7.0.97 - 2016 "Cucrema cTaniapToB IO 1
nH(opMaImy, OMOIMOTEUHOMY U U3AaTeNTbcKoMy Jiety. OpraHu3aiMOHHO-PaCTIOpsAUTEbHAS
TOKyMEHTAaLHsI.
3. [TpeboBanwms K 0pOPMIICHHIO IOKYMEHTORB" 1
IIpakTH4yecKne 3aHATUS 10
1. |Odopmnenue pexusutos 1 -10 2
2.  |Odopmiienne pexBuzmToB 11 - 15 2
3. |Odopmienne pekBuzuTos 16 - 19 2
4. |Odopmirerne pexsrzutoB 20 - 30 2
5.  [Onpenenenuie popmara Gymaru, BHIOOp U YCTaHOBKaA pa3Mepa U H 2
auepTaHus MU T, YCTAHOBKA MOJIEH, MEKCTPOUHBIX MHTEPBAJIOB, HYMEPaIHsl CTPaHHI]
6. |Coznanue 61aHKOB Ha IEPCOHATBHOM KOMITBIOTEPE € YITIOBBIM PACTIONIOYKEHUEM PEKBH3HUTOB 2
7. |Co3manuie OJaHKOB Ha IEPCOHATTBHOM KOMITBIOTEPE C MPOJIOJILHBIM PACTIONIOKEHHEM PEKBH3HUTOB 2
CamocTosiTesibHasi padoTa 00y4arOLIHXCs 12
1 |Kparkas XapakTepHCTHKa JEHCTBYIONMX B CTPaHE YHU(HUIIMPOBAHHBIX CUCTEM JIOKYMEHTAIUH, B 3
T.4. YC OP]]




Conepaxanne yueOHOT0 MaTepuaia, 1a00paTopHble padoThl M NPAKTHYECKHe 3aHSITHS, Oobem | Yposenn
HaumeHnoBaHue pa3aesioB u TeM
CaMOCTOSITe/ILHAsI padoTa 00y4YaroIUXCsl, KypcoBasi padoTa (MpoeKT) 4acoB OCBOEHUSI
1 2 3 4
2  |M3ydenune Meroauyeckux pekoMeHaarwi rmo ucnoib3oBano ['OCT P 7.0.97 - 2016 "Cucrema 3
CTaHAAPTOB 10 MH(pOpMAIK, OUOIMOTEUHOMY W HW3IATEILCKOMY Jeny. OpraHu3aiioHHOA
acTIOpsAMTENbHAS JOKyMeHTanus. TpeGoBaHust K 0hOPMIICHHIO TOKYMEHTOB'
3 [McnonszoBanue Word u Excel B co3nannu yHuHIMPOBAHHBIX (hOpM 3
4 [TpeOoBaHMSI K MBTOTOBJICHHIO, Y4YeTy, WCIIOJB30BAaHUIO M XPaHCHHWIO OJIaHKOB (| 3
BoctponsBeieHreM [ ocyapcrBerHoro repoa PD, repbos cyobexToB PO
Tema 1.3 TpeboBanus k Conep:xanne y4e0HOro MaTeprasia 1
oopmiieHHIO 1. IXapaKTepPICTPH(a Y COCTaB OpraHU3aIIMOHHBIX JIOKYMEHTOB 1
OpraHM3alMOHHBIX IOKyMCHTOB  [[IpaKTHyYecKue 3aHsITHsI 4
1. |Odopmienne J0mKHOCTHOW HHCTPYKIMU 2
2. |OdopmiteHIe TOKHOCTHON HHCTPYKIIUH 2
CamocrosiTesibHasi padoTa 00y4aIOIUXCH 2
1. Hoxman. OcobeHrocTd O(GOPMIICHUST OpraHU3aIMOHHBIX JIOKYMEHTOB: YCTaB, JIOJDKHOCTHAS 3
WHCTPYKLIMSL, [IPaBIJIa BHYTPEHHETO  TPYJOBOTO PAacHOPsIIKa, IITATHOE paclucaHie
Tema 1.4 TpeboBanus k Conep:xaHne y4eOHOro MaTepuaJsia 1
0(OPMIICHHIO PaCTIOPSIAUTENBHBIX |1. \Xapalcrepncrm(a Y COCTaB paclops/IUTENIbHBIX JOKYMEHTOB M TpeOOBAHUS K X 0DOPMIIEHHIO. 2
JIOKYMEHTOB IIpakTH4yecKne 3aHATUS 10
1.  |Odopmienne nprkasza o OCHOBHOM JIESITETIEHOCTH 2
2. [[IpoBepounast paboTa o CO3/1aHHI0 PHUKA30B 2
3. |OdopmiteHre pacTiopsDKEHHS U YKa3aHUS 2
4. |Odopmrenne ykazanuit 2
5. [[IpoBepounast paboTa Mo pacnopsyMTENbHbIM IOKYMEHTaM 2
CamocrosiTesibHAs pad0Ta 00y4AIOIIUXCH 2
1. [loxman. OcoberrocTr oOpMIICHS YKa3aHHs,, PACTIOPSIKSHIS, IIOCTAHORICHHS! M PELICHIS 3
Tema 1.5 TpeboBanms k Conep:xaHue y4eOHOro MaTepraJsia 2
0(OPMIICHHIO CIIPABOYHO- 1. [XapakTepuCTHKa M COCTaB CIPAaBOYHO-MH(POPMAIMOHHBIX JIOKYMEHTOB (CITy>KEOHBIX ITHCEM,) 1
UH()OPMAITMOHHBIX JJOKYMEHTOB CMPaBOK, 3asIBJICHUH, JTOKJIATHOM 3aIMCKH, aKTa, POTOKOJIA), TPEOOBAHHS K X 0O(DOPMIICHHIO
[ IpakTryeckue 3aHsTHs 18
1 |OdopmieHne TOKIIaHOM 3aHUCKU 2
2 |OdopmiteHHe TOKITATHOM 3aIHCKA 2




Conepaxanne yueOHOT0 MaTepuaia, 1a00paTopHble padoThl M NPAKTHYECKHe 3aHSITHS, Oobem | Yposenn
HaumeHnoBaHue pa3aesioB u TeM
CaMOCTOSITe/ILHAsI padoTa 00y4YaroIUXCsl, KypcoBasi padoTa (MpoeKT) 4acoB OCBOEHUSI
1 2 3 4
3 |OdopmiieHre CITy>KeOHOTO MHChMa 2
4 |Odopmiterue ciryeOHOro HchMa 2
5  |OdopmiieHHe akTa 2
6 |OdopmiieHue akta 2
7 |Odopmiienre mpoToKoa 2
8  |Odopmiienrie mpoTokosa 2
9  [[IpoBepounasi paboTa 1o CrpaBOYHO-MH(DOPMAIOHHBIM JJOKYMEHTAM 2
CamocrosiTesibHasi padoTa 00y4alOIUXCS 2
1. |Bup! crpaBok, TpeGOBaHHs K 0)OPMIICHHIO IPOM3BOJICTBEHHOM CIIPABKH 3
Paznen 2 Opranusanusi padoTsI ¢
AOKYMEHTAMM
Tema 2.1 TpeboBanus k Conep:xaHne y4eOHOro MaTepraJsia 2
OpraHu3alyy J0KyMeHToo0opoTa (1. |(OpraHu3aioHHbIe (hOPMbI JETONPOM3BO/ICTRA. 1
TpeboBaHusI K OpraHM3al|H TI0KyMEHT0000poTa
CamocTosiTesibHasi padoTa 00y4aOLIHXCH 2
1. \I[omaﬂ. Komrmproteprzariys JOKyMeHT0000poTa. 3
Tema 2.2. JIpmxenne u oopadotka |Coaep:kanue y4eOHOI0 MaTepuasia 1
JIOKYMeHTOB. Pervcrparys 1. [[Tpuem 1 06paGoTKa BXOSIIMX, MCXO/SIIIX W BHYTPEHHHX JIOKYMCHTOB. 1
JokyMeHToB. KoHTpoIb [ IpakTryecKue 3aHsTHs 2
UCIIOJIHEHNS JIOKYMEHTOB 1 I3aHOJ'IHeHI/Ie PETUCTPALMOHHBIX KapTOUEK 2
CamocTosiTesibHasi padoTa 00y4arOIIHXCS 3
1  |Peructpanysi JOKyMEHTOB. 3
2  |KoHTpOJIL MCTIOJTHEHUST TIOKYMEHTOB 3
Tema 2.3 Opranuzarms pabotsi ¢ |(Cogep:kaHue y4eOHOIro MaTepuasia 4
00paITeHUSIMI TPAKIAH 1 1 |Opranmsarmst paboOThI C TOKyMEHTaMH, UMEIOIIMMH Tprd) OrpaHiveHust JOCTyTa 1
KOH(HICHITHATLHOTO 2  |Opranmsaiys paGoThI ¢ OOPALICHUAMHU MPAKIAH 1
JICTIONPOM3BO/ICTBA 3 |Opranuszaimist paboThl KOHOUICHIMATHLHOTO IETIONMPOU3BOJICTBA 1
Tema 2.4 Opranusaryist Conep:xaHue y4eOHOro MaTepuaJsia 2
OIEPaTUBHOTO XPaHEHHs 1. |Oprammsaums oneparuBHOro Xpanenus okymenToB. HomeHKaTypa fier. 1
nokymenToB. HomeHkiarypa ien  [[pakTiyecKkue 3aHsiTHst 2




Conepaxanne yueOHOT0 MaTepuaia, 1a00paTopHble padoThl M NPAKTHYECKHe 3aHSITHS, Oobem | Yposenn
HaumeHnoBaHue pa3aesioB u TeM
CaMOCTOSITe/ILHAsI padoTa 00y4YaroIUXCsl, KypcoBasi padoTa (MpoeKT) 4acoB OCBOEHUSI
1 2 3 4
1 |Pa60Ta C HOMEHKJIaTYPOH JIeIT 2
CamocTosiTesibHasi padoTa 00y4aOLIHXCS 2
1 II[OKJ'IaI[. IIpaBuna hopmMupoBaHus e 3
JuddepenpoBaHHbIii 3a4eT 2
BCEI'O: 99




3. YCJIOBUS PEAJIU3AIIUU YYEBHOU JUCLUILIUHBI

3.1. TpeOoBaHMsA K MUHMMAJIbHOMY MaTePUAIBbHO-TEXHUYECKOMY

Peanuzanus yueOHON AMCHUIUIMHBI TpeOyeT Hajauuus yueOHoro kabuHeTra
«/loxymMeHTalmoHHOE 0OecTieueHne yIpaBICHUsD

O06opynoBaHue yueOHOTO KaOMHETa:

. [TocagouHbie MECTa IO KOJTMYECTBY 00YUAIONTUXCS (CTOMBI U CTYJIbA);
. PaGouee MecTo mpemnogaBaTes;

= Pa3gaTounble KapTOUKH MO pa3AesiaM AUCIHUIIINHBI;

= [ToypouHbIe NaIKy;

. TecTsl.

Texnuueckue cpeacTBa 00yUueHUs:

= KoMIibroTepsl ¢ JIMIEH3UPOBAHHBIM ITPOTPAMMHBIM 00€CIIeUeHUEM;

= MynbTUMEINATIPOEKTOP € IKPAHOM,;

. NuTepakTuBHas q0CKa.

NudopmanmonHoe obecnieueHne oO0ydeHHsl (TIEpeUYeHb PEKOMEHIYEMBbIX
y4ueOHbIX U3aaHuil, IHTepHEeT-pecypcoB, TONOJIHUTEIbHOMN JINTEPATYPhI)

3.2. IlepeyeHb peKkoMeHAYeMbIX Y4eOHbIX H3AaHul, HHTepHeT-pecypcos,
JTOTOJTHUTEJIbHOM JIUTEPATYPbI
OCHOBHBIE HCTOYHUKHU:

1. Kopnees, Y. K. JlokyMeHTallMOHHOE 0OECTICUCHHE YIIPABICHUS | YUSOHUK
U TPaKTUKyM JUIsi cpenHero npodeccuoHanbHoro oopazosanusi / U. K. Kopuees,
A. B. [Tmenko, B. A. Mamypues. — 2-e u3zg., nepepad. u jgomn. — Mocksa :
N3narensctBO FOpaiit, 2022. — 384 c. — (IIpodeccuonanbroe oOpazoBaHue). —
ISBN 978-5-534-05022-6.

2. Illysanmoma, H. H. JlokymeHTallMOHHOE OOECIeUeHUE YIIPABICHHUS :
yueonuk u npaktukyMm / H. H. IllyBanoa. — M.: IOpaiit, 2019. [DneKTpoHHBII
pecypc].- Pexxum nocryma: https://biblio-online.ru/bcode/433679

3. Kopnees, 1. K. JlokymeHTanimonHoe 0becriedeHre yrnpaBieHus + TeCThI B
OBC : yueonuk u npaktukyM / U. K. Kophuees, A. B. ITmenko, B. A. Mamypues. —
2-e u31., nepepad. u gomn. — M.: FOpaiit, 2019. [DnexTponHsIii pecypc]. - Pexxum
nocryma: https://biblio-online.ru/bcode/438491.

JlonmomHUTEIbHBIE UCTOYHUKHU:

1. I'po3oBa, O. C. [lenonpou3BoACTBO : y4eOHOE mocoOue sl CPeaHEro
npodeccruonanbHoro oo6paszoBanuss / O. C. IpozoBa. — M.: [Opaiir,
2019.[OnekTpoHHBIA  pecypc]. —  Pexum JOCTYIIA: https://biblio-
online.ru/bcode/438791

2. lllyBanora, H. H. OcHoBBI nenonpon3BoACcTBa: y4eOHUK 1 TpakTukym / H.
H. llyBanosa, A. }O. UBanona ; mox obmr. pea. H. H. [llysanosoii. — 2-e 3.,
nepepad. u gomn. — M.: FOpaiit, 2019.[OnekTpoHHslil pecypc]. — Pexxum nocrymna:
https://biblio- online.ru/bcode/439063

3. JlokymeHToBeieHue: yueOHuK 1 npakTukyM / JI. A. Jloponuna [u ap.]; mox
pen. JI. A. [oponuHoir. — 2-e¢ wu3m.,, nepepad. u gom. — M.: IOpaiir,
2019.[OnekTponHblii  pecypc]. —  Pexxum  jmoctyna: https://biblio-
online.ru/bcode/433551.
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4 Jlenonpon3BoACTBO
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[ DneKTpOHHBIHI pecypcl].

4. KOHTPOJIb 1 OLIEHKA PE3YJBTATOB OCBOEHUSI YYEBHOUN
JANCIUIIJINHBI
KoHTponmb ® oOIeHKa pe3yJabTaTOB OCBOCHHUS YYCOHOW HUCIIUTLIAHBI
OCYILECTBIISIETCS IPENOAABATENIEM B ITPOIIECCE TPOBEACHUS MTPAKTUUECKUX 3aHITUI
U J1abOpaTOpHBIX pabOT, TECTUPOBAHMS, & TAKXKE BBIMOJHEHHUS OO0YyYarOUUMUCS
WHJVBUAYJIBHBIX 33JIaHH, IPOEKTOB, UCCIIEIOBAHUMN.

Pe3yabTarsl 00yyeHusi (0CBOCHHbIE YMEHUS,
3HAHUA)

@®opMbI H METO/IbI KOHTPOJISA M OLIEeHKH
pe3yabTaTOB 00y4eHHsI

B pe3ynbraTe 0CBOSHUS TUCITUTUTHHBI
00yJaroIUiACs TOJHKEH YMETh:

- 0OPMIISTH OPraHU3AIMOHHO-
pacropsAUTeIbHBIC TOKYMEHTHI B COOTBETCTBUU
c aevictByronm ['OCTowm;

- OCYILIECTBIISATH 00OPaOOTKY BXOJISIINX,
BHYTPEHHUX U UCXOMSIINX JIOKYMEHTOB,
KOHTPOJIb 32 UX UCIIOJHCHUEM;

- 0OPMIIATH JIOKYMEHTHI JIJIS TIEpeladd B apXUB
OpraHu3aIu

DopManu30BaHHOE HAOIIOAEHUE U OLIEHKA
PE3yJIbTATOB BBIIIOJIHEHUS MPAKTUUYECKUX padoT ¢
1 mo 11.

OrneHka 1ok1a10B 1o TeMam: «CriocoObl
TOKYMEHTUPOBAHUS;

«OprrexHuka, UCIoiib3yemas B pabote opucay;
«B03MOXXHOCTH aBTOMAaTH3HPOBAHHBIX CUCTEM
TOKYMEHTALMOHHOT0 00eCIeueHHMsI
yrpaBieHus»; «OcodeHHOCTH 0hOpMIICHUS
OpPraHU3alMOHHBIX TJOKYMEHTOB: YCTaB,
JTOJIKHOCTHAs! MHCTPYKIMS, TIpaBuia
BHYTPEHHET0 TPYI0OBOI'O paclopsIKa, IITaTHOE
pacriucanne»; «OcobeHHOCTH 0(hOPMITCHUS
YKa3aHUs, paclopsKeHUs, [IOCTAHOBIICHUS U
pemenns»; «Kommnbrorepusamnus
TOKyMeHTooO0opoTay: «Opranu3zanus padoTsl ¢
TOKYMEHTaMH, UMEIOIIMMHU TPUQ OrpaHICHHS
0CTyTIa»

B pe3ynbraTe 0CBOSHUS TUCITUTUTHHBI
00y4JaroIIUiics TOKEH 3HATh:

- IOHSTHE IOKyMEHTa, €r0 CBOWCTBA, CIIOCOOBI
TOKYMEHTHPOBAHHS,

- IpaBUJIa COCTaBIEHUS U 0popMIIeHUs
OpTraHU3aIIOHHO-PACTIOPS AN TEITLHBIX
mokymeHToB (OP/]);

- CHCTEMY U THIIOBYIO TEXHOJIOTHIO
TOKYMEHTAI[MOHHOTO O0eCTIieueHus yIpaBiICHUS
(AO0Y);

- 0COOEHHOCTH JIeIONPOU3BO/ICTBA IO
oOpaleHusM Tpax/IaH U KOHPUICHIINATHLHOTO
EIONPOU3BOJICTBA

O1pockl IO BCEM TEMaM;

KoHTponpHOE TeCTHpOBaHKE TI0 pa3ienaM
«loxymentupoBanue» n «Opranuzanus padboTsl
C IOKyMEHTaMM»;

BacnyniMBaHue JOKIAZ0B U UX OI[EHKA
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