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1. MACIHOPT PABOYEM MPOT'PAMMBI YUYEBHOM JJUCHUILJIMHBI
OI1.13 JOKYMEHTALHMOHHOE OBECIIEYHEHUME YIIPABJIEHUSA

1.1. Oo6aacTb NpuMeHeHHUs1 MPOrpaMMbl

PabGouast mporpamma y4eOHOW  AWCHUIUIMHBI  «J[OKyMeHTaImoHHOE
o0ecrieueHre yMpaBiCHHs»  SBISETCS YACThIO MPOrPaMMbI  MOJTOTOBKHU
CIELUAIIUCTOB cpelHero 3BeHa B cooTBercTBUUM ¢ PI'OC mo crnenuaibHOCTH
40.02.01 IIpaBo u opraHuzaius couanbHOro odecrneueHus (6azoBasi HOArOTOBKA),
BXOJiA11e# B ykpynHeHHyto rpynmny 40.00.00 FOpucnpyaenuus.

Pabouas nmporpamMma y4eOHOM AMCIUIUIMHBI MOXXET OBITh HCIIOJIH30BAaHA B
JOTIOTHUTEIHLHOM TTPO(ecCHOHaNbHOM 00pa30oBaHUU (B MpoOrpaMmax MOBBIIIECHUS
KBAIM(PUKALUU U TIEPETIOITOTOBKHU) U MPOPECCUOHATBHON MOATOTOBKE IOPUCTOB.
1.2. MecTO AUCHUMILUIMHBI B CTPYKTYpPe NPOrpaMMbl OATOTOBKH CIIEMATHCTOB
cpeJHero 3BeHa: y4yeOHas JUCHUIUIMHA OTHOCUTCA K oO0mienpodeccruoHaIbHbIM
JUCUUIUIMHAM TpOo(heCCHOHATBHOr0 Y4eOHOTo HKIIA.

1.3. leau u 3agayM y4eOHOM AMCUMILIMHBI — TPeOOBaHHMSA K pe3yJibTaTam
OCBOCHUSA Y4eOHOM AU CHUTIIUHBI:

B pesynaprare wu3ydeHuss o00s3aTEIbHONM 4YacTU Y4YE€OHOM JUCIMIUIMHBI
0OyyYaroIuiics: JOJIKEH:

ymemp:

- ohopMIISITH  OPraHU3aUOHHO-PACHIOPAIUTEIbHBIE  JOKYMEHTHI B
cooTBeTcTBHHU C aercTByomum ['OCTom;

- OCYIIECTBIISITh 00pabOTKY BXOJSIINX, BHYTPEHHUX M HCXOJSIIUX
JOKYMEHTOB, KOHTPOJIb 3@ UX UCIIOJHEHUEM;

- 0obopMIISITH TOKYMEHTHI JIJIsl TIepEeIaur B apXUB OPraHU3allUu;

3Hamb:

- IOHSITHE IOKyMEHTa, €ro CBOMCTBA, CIIOCOOBI IOKYMEHTHUPOBAHMS;

- mOpaBwia  cocTaBieHUss U O(QOpPMIIGHHS ~ OpraHU3alUOHHO-
pacnopsaaIuTeIbHbIX JOKYMEHTOB (fnanee — OP/]);

- CHUCTEMY U THUIIOBYIO TEXHOJIOTMIO JOKYMEHTAllMOHHOTO O0OeCreueHus
yrnpasienus (nanee — JIOY);

- OCOOEHHOCTH JEJIONPOM3BOJACTBA MO OOpalleHHsIM TpakKIaH U
KOH(UIEHIIUAJIBHOTO JIeJIONPOU3BO/ICTBA.

B pesynapTare ocBOCHHS y4eOHOW JUCHUIUIMHBI OOyYarOUIUHCS JOJIKEH
dbopmupoBaTh 001IHE U TPOPECCHOHATBLHBIC KOMITCTCHITUU:

OK 1. [lonumMath CymIHOCTh U COIMATIBHYIO 3HAYUMOCTH CBOEH OymyIei
npodeccun, MposBIATH K HEW yCTOMYMBBINA HHTEPEC.

OK 2. Opraan3oBbsiBaTh COOCTBEHHYIO NIE€ATEIbHOCTh, BHIOUPATh THUIIOBBIC
METO/Bl M CIOCOOBI BBIMOJHEHUS TPO(PECCHOHANBHBIX 3a/iad, OIEHWBATh HX
() PEKTUBHOCTH U KAYE€CTBO.

OK 3. [IpyHuMaTh penieHus B CTAHAAPTHBIX U HECTAHIAPTHBIX CUTYAIUAX U
HECTH 32 HUX OTBETCTBEHHOCTb.

OK 4. OcyuiecTBasiTh MOUCK U UCTIONb30BaHKE HH(POpMAIIMK, HEOOXO0AUMOU
1151 9(HEKTUBHOTO BBIMOJHEHHS MPO(ECCHOHANBHBIX 3a/1a4, TPO(PECCHOHATHEHOTO
Y JIMYHOCTHOTO Pa3BUTHSL.



OK 5. Vcnonb3oBaTh HHPOPMALIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJOTUU B
po(ecCUOHANTEHOM eI TEIIEHOCTH.

OK 8. CamocrosTenbHO oONpeneNsITh 3agaud  MNpo¢dEeCcCHOHATIBHOIO |
JMYHOCTHOTO Pa3BUTHS, 3aHUMATHCA CaMOOOpPa30BAHNEM, OCO3HAHHO TUIAHUPOBATH
MOBBIIICHUE KBATU(PUKALIIH.

OK 9. OpueHTupoBaThCsl B YCIOBUSAX MOCTOSHHOIO M3MEHEHHUS MPABOBOM
0a3bl.

K 1.1. OcymectBnsaTh npodecCHOHATbHOE TOJIKOBAHUE HOPMATHUBHBIX
MPaBOBBIX AaKTOB [UISl peaju3allid TpaB TpaxaaH B cdepe MEeHCUOHHOTrO
oOecreyeHus U COIMAIbHOM 3aIlUTHI.

K 1.2. OcCyumecTBiaiATh MNpUEM TpaXJaH IO BOMNPOCAM TNEHCHOHHOTO
oOecreyeHus U COIMAIbHOM 3aIlUTHI.

IIK 1.3. PaccmarpuBarh MakeT AOKYMEHTOB Il HA3HAYEHUS IIEHCHUU,
nocoOuii, KOMIIEHCAIINH, IPYTUX BBHIILJIAT, a TAKXKE MEP COLMAIBHOW MOIICPIKKU
OTJIEJIbHBIM KaTErOPHUSAM I'PaKIaH, HY KIAIOIMMCS B COLMATIBHOM 3aIIuTe.

IIK 1.4. OcyuiecTBidTh yCTaHOBJIEHUE (Ha3HAUYCHUE, TIEPEPACUET, IEPEBO),
WHJEKCALIUI0 U KOPPEKTUPOBKY IMEHCHUW, Ha3HAYEHUE MOCOOMH, KOMIIEHCALMN U
JIPYTUX COLMAIBHBIX BBILIAT, HCHOJIb3Ys HH()POPMALMOHHO-KOMIBIOTEPHBIE
TE€XHOJIOTHH.

IIK 1.6. KoHcynbTUpOBaTh IpakIaH U NPEACTABUTEICH IOPUAUIECKUX JIULL
10 BOIIPOCaM NEHCUOHHOTO 00ECIIEYEHHS U COLIMATIbHOM 3alllUThl.

1.4. Kosin4ecTBO 4aCOB HA OCBOEHHE MPOTrPAMMBI M CIIUILIHHbI:

MaKCHUMaJIbHON yueOHOM Harpy3ku oOyuatoierocs 99 yacos, B TOM 4HCIIE:

00s13aTebHON ay TMTOPHOU yueOHOM Harpy3ku oOydaromierocs 66 4acos;
CaMOCTOSITENIbHOM paboThl oOy4aromerocs 33 vaca.

2. CTPYKTYPA U COJAEP)KAHUE YYEBHOM JUCIIUITIINHBI

2.1. O0bem yueOHOM JUCHMIUIMHBI U BUAbI y4e0HO padoThl

Bux yueOHo# padoThI Oobem

4acoB
MakcumasibHasi yueOHasi Harpys3ka (Bcero) 99
Oo0s3aTe/IbHAS AyIUTOPHAsi y4eOHAas Harpy3Ka (Bcero) 66
B TOM YMCJIC: IPAKTUYECKUE 3AHATHUS 48
CamocrosiTesibHAsi padoTa 00y4aonierocsi, KOHCYJIbTaluu (BCero) 33

[TpomexxyTouHas artectaius B hopme dugpgpepenyuposannozo 3auema




2.1. TemaTu4eckuii Ii1aH u cogepxanne ydeoOHoi gucuuminabl OIL.13 JlokyMeHTanMOHHOE 00ecnieueHne yIpaBJIeHUsI

Conepaxanne y4eOHOT0 MaTepuasia, 1a00paTopHblie padoThl M NPAKTHYECKHe 3aHSITHS, Oobem | Yposenn
HaumenoBaHue pa3iesioB U TeM
CaMOCTOSITe/ILHAsI padoTa 00y4YaIoIUXCsl, KypcoBasi padoTa (MpoeKT) 4acoB OCBOECHHSI
1 2 3 4
Paznen 1 JlokymeHTHpOBaHHe
Tema 1.1 OcHoBHBIE TTOHSTHS, 1€, |CojlepskaHne y4eOHOI0 MaTepuasia 2
3a/1a4M Y IPUHLIUIIBI 1. |OcHOBHBIE TIOHSTHS, LIEIH, 384K ¥ IPUHLIAIIBI JOKyMEHTAIMOHHOTO O0ECTICYEHHS YTIPABJICHHS, 2
JIOKyMEHTAIL[MOHHOTO 00eCIeUEeHNs [lonsaTre AenOnpOU3BOICTBO, JOKyMEHTUPOBAHUE, IOKYMEHTOOOOPOT, OpraHM3aIus padboThl ¢
YIIpaBJIEHUS TOKYMEHTaMH, IOKyMeHT. DYHKIIMY JJOKYMEHTOB
CamocrosiTesibHasi padoTa 00y4aIOIUXCH 8
1. |doxman. CriocoObl JOKYMEHTHPOBAHHS 3
2. Moxkman. OprrexHyka, UCronb3yemas B padbote oduca 3
3.  |Hoknan. Knaccudukarysi JOKyMEHTOB IO Pa3iIMUYHbIM ITPU3HAKAM 3
Tema 1.2 Yaudukarms u Conep:xaHne y4eOHOro MaTepuaJsia 3
cranjapmuzanys 10KyMeHToB. (1. [[lonstue yHuUKaMM ¥ CTaHOApTU3aLMKM B JenonpousBoiacTBe. [lomstre cucrema 1
brnanku TOKyMeHTOB nokymeHTaimu. Bujibl 1 opMbl yHUDUKALIUH.
2. |[Xapakrepuctuka, coctaB U cozxepxkanne [OCT P 7.0.97 - 2016 "Cucrema cranaapTroB Io| 1
nH(popMaImy, OMOITMOTEUHOMY U U3MAaTeNbcKoMy Jiety. OpraHu3aiMOHHO-PACTIOPSAUTEbHAS
TOKYMEHTALWSL.
3. |TpeboBanus K ohOPMIICHHIO JOKYMEHTOB" 1
IIpakTnyeckue 3aHATUS 10
1.  |Odopmiierne pekBu3uToB 1 -10 2
2. |Odopmiienne pekBuzutoB 11 - 15 2
3. |Odopmiienne pekBuzuToB 16 - 19 2
4.  |Odopmitenne pexBr3uToB 20 - 30 2
S. [Onpenenenuie popmara Gymaru, BHIOOp U YCTaHOBKA pa3Mepa U H 2
auepTaHus MIpUQTa, YCTAHOBKA MOJIEH, MEKCTPOUHBIX MHTEPBATIOB, HyMEPAIWsl CTPaHHI
6. |Coznanue GJ1aHKOB Ha IEPCOHATBHOM KOMITBIOTEPE € YITIOBBIM PACTIONIOKEHUEM PEKBH3HUTOB 2
7. |Co3nanue 61aHKOB Ha EPCOHATBHOM KOMITBIOTEPE C IPOJIONBHBIM PacooyKeHHEM PEKBU3HTOB 2
CamocTosiTesibHasi padoTa 00y4aIOLIHXCS 12
1 [Kparkas xapakTepucTUKa JSHCTBYIOIIMX B CTPaHE YHU(DUILIMPOBAHHBIX CUCTEM JIOKyMEHTALWH, B 3
4. YC OP]]




Copnepaxanne yueOHOT0 MaTepuasia, 1a00paTopHblie padoThl M NPAKTHYECKHe 3aHSITHS, Oobem | Yposenn
HaumeHnoBaHue pa3aesioB U TeM
CaMOCTOSITe/ILHAsI padoTa 00y4YaIoIUXCsl, KypcoBasi padoTa (MpoeKT) 4acoB OCBOCHHSI
1 2 3 4
2 [MByuenue Metomauueckux pekoMeHaarmi o ucnoib3oBanuto ['OCT P 7.0.97 - 2016 "Cucrema 3
CTaHAAPTOB 10 HH(pOpMAIK, OUOIMOTEYHOMY W HW3IATEILCKOMY Jeny. OpraHu3aioHHOA
acTIOpsAMTENbHAS JOKyMeHTanus. TpeGoBaHust K 0hOPMIICHHIO TOKYMEHTOB'
3 [McnonszoBanue Word u Excel B co3nanuu yHuHIMPOBaHHBIX (hOpM 3
4 [TpeOoBaHMs K MBrOTOBICHHIO, Y4YETy, MWCIOIB30BAHUI0O W XPAaHEHUIO OJaHKOB ¢ 3
BoctponsBeienreM [ ocyapcrBerHoro repoa PD, repbos cyobexToB PO
Tema 1.3 TpeboBanus k Conep:xaHne y4e0HOro MaTeprasia 1
o(hopMIIEHHIO 1. [XapakTeprcTHKa H COCTAB OPraHH3ALMOHHBIX IOKYMEHTOB 1
OpraHM3alMOHHBIX IOKyMCHTOB  [[IpakTHyYecKue 3aHsITHsI 4
1. |OdopmiieHre TOMKHOCTHON HHCTPYKLUH 2
2. |OdopmiieHHE TOTHKHOCTHOM MHCTPYKIMU 2
CamocrosiTesibHasi padoTa 00y4aIOIUXCH 2
1. |Hoxman. OcobeHHOCTH O(GOpPMIICHHS OPraHU3AlMOHHBIX JIOKYMEHTOB: YCTaB, JIOJDKHOCTHAS] 3
WHCTPYKLIMS, [IPaBIJIa BHYTPEHHETO  TPYJOBOTO PAacHOPsIIKa, IITATHOE paclucaHie
Tema 1.4 TpeboBanus k Conep:xaHue y4eOHOro MaTepraJsia 1
0(OPMIICHHIO PacTIOPSIAUTENBHBIX (1. \XapaKrepHcha Y COCTaB PaclopsIIUTENIbHBIX JOKYMEHTOB M TpeOOBAHUS K X 0DOPMIIEHHIO. 2
JOKYMEHTOB IIpakTnyeckue 3aHATUS 10
1. |OdopmiieHre nprKasa o OCHOBHOM AESTENTLHOCTH 2
2. [[IpoBepounast paboTa o cO3/1aHHI0 NPHUKA30B 2
3. |OdopmiieHHE pacOpsHKEHHS M YKa3aHHS 2
4. |Odopmiienne ykazanuit 2
S. [[IpoBepounast paboTa o pacopsyMTEIbHBIM IOKYMEHTaM 2
CamocrosiTesibHAs pad0Ta 00y4AIOIIUXCH 2
1. JToxnan. OcoGeHHOCTH 0hOPMICHNS YKA3aHsl, PACTIOPSUKEHHS], TIOCTAHOBJICHNS X PELLICHHS 3
Tema 1.5 TpeboBanms k Conepikanne yueOHOIo MaTepuasia 2
0(hOPMIICHHIO CITPABOYHO- 1. [XapakTepucTuka M COCTaB CHPABOYHO-WH(OPMAIIMOHHBIX JOKYMEHTOB (CIIY>KEOHBIX MHCEM, 1
HMH()OPMAITMOHHBIX JJOKYMEHTOB CMPABOK, 3asIBJICHUH, JTOKJIATHOM 3aIMCKH, aKTa, POTOKOJIA), TPEOOBAHHS K X O(DOPMIICHHIO
[ IpakTryeckue 3aHsTHs 18
1 |Odopmiienre TOKIaaHON 3aICKU 2
OdopmiteHre TOKITaTHOM 3aIUCKA 2




Copnepaxanne yueOHOT0 MaTepuasia, 1a00paTopHblie padoThl M NPAKTHYECKHe 3aHSITHS, Oobem | Yposenn
HaumeHnoBaHue pa3aesioB U TeM
CaMOCTOSITe/ILHAsI padoTa 00y4YaIoIUXCsl, KypcoBasi padoTa (MpoeKT) 4acoB OCBOCHHSI
1 2 3 4
3 |OdopmiieHHE CITy>KEOHOTO MHChMa 2
4 |Odopmiterne ciryeOHOro HchMa 2
S5 |OdopmiieHne akTa 2
6  |OdopmiieHue akta 2
7 |Odopmirerre npoTokoa 2
8  |OdopmieHue npoTokona 2
9  |[IpoBepounasi paboTa 1o cripaBOYHO-MH(DOPMAIOHHBIM JJOKYMEHTAM 2
CamocrosiTesibHasi padoTa 00y4arOIUXCs 2
1. ‘BI/IILI)I CIIPaBOK, TPeOOBaHMSI K OPOPMIICHHIO TIPOM3BOJICTBCHHON CITPABKU 3
Paznen 2 Opranusanusi padoTsbI ¢
JAOKYMEHTAMM
Tema 2.1 TpeboBanus k Conep:xaHue y4eOHOro MaTepraJsia 2
OpraHu3alyuy J0KyMeHToo0opoTa (1. |(OpraHu3aioHHbIE (hOPMbI JETONPOM3BO/ICTRA. 1
TpeboBaHusI K OpraHM3alyH I0KyMEHT0000poTa
CamocrosiTesibHasi padoTa 00y4aIOLIHXCH 2
1. \I[oman. Komrmproteprzariys JOKyMeHT0000poTa. 3
Tema 2.2. JIpmxenue u oopadotka |Coaep:kanue y4eOHOI0 MaTepuasia 1
JIOKYMeHTOB. Pervcrpariys 1. [[prem 1 06paboTKa BXOISIIIX, HCXOBIIINX M BHYTPSHHUX JOKYMEHTOB. 1
noKkyMeHTOB. KoHTpons [IpakTHUYecKue 3aHATHS 2
HCTIOJIHEHHS JIOKYMEHTOB 1 I3aHOJ'IHeHI/Ie PETUCTPALIMOHHBIX KaPTOYEK 2
CamocTosiTesibHasi padoTa 00y4arOIIHXCS 3
1 |Peructpaiyisi JOKyMEHTOB. 3
2 [KoHTpOJIb UCHIOTHEHUS] JOKYMEHTOB 3
Tema 2.3 Opranuzaims pabotsi ¢ |(Cogep:kaHue y4eOHOro MaTepuasia 4
00paITeHUSIMI TPAKIAH 1 1 |Opraamzamyst paboThI ¢ JOKYMEHTaMH, UMEIOIIMMH TP OTpaHIYIEHHS TOCTYIIA 1
KOH(HICHITHATLHOTO 2 |Opranmsaiys paboThI ¢ OOPALIEHUSAMHU MPAKIAH 1
JIEITIONIPON3BO/ICTBA 3 |Opranuszaimis paboThl KOHOUICHIMATHLHOTO IETIONMPOU3BOJICTBA 1
Tema 2.4 Opranusarwist Coneprkanne yueOHOIo MaTepuasia 2
OIIEPaTUBHOTO XPaHEHHsI 1. |Opranmsarys onepaTHBHOro XpaHeHHs IOKyMeHToB. HoMeHKarypa s, 1
noxymenToB. Homenknarypa nen | IIpakTuuecKue 3aHsiTHst 2




Copnepaxanne yueOHOT0 MaTepuasia, 1a00paTopHblie padoThl M NPAKTHYECKHe 3aHSITHS, Oobem | Yposenn
HaumeHnoBaHue pa3aesioB U TeM
CaMOCTOSITe/ILHAsI padoTa 00y4YaIoIUXCsl, KypcoBasi padoTa (MpoeKT) 4acoB OCBOCHHSI
1 2 3 4
1 |Pa60Ta C HOMEHKJIaTypo# A 2
CamocTosiTesibHasi padoTa 00y4aOLIHXCS 2
1 II[OKJ'IaI[. IIpaBuna hopmMupoBaHus e 3
JuddepenpoBaHHbIii 3a4eT 2
BCEI'O: 929




3. YCJIOBUS PEAJIU3AIIAU YYEBHOU JUCILUILIUHBI

3.1. TpeOoBaHMA K MUHMMAJIbHOMY MaTEPUAIBbHO-TEXHUYECKOMY

Peanuzanus yueOHON AMCHUIUIMHBI TpeOyeT Hajauuus ydeOHoro kabuHera
«/loxyMeHTalmoHHOE 00ecTieueHne YIpaBICHUSD)

O06opynoBaHue yueOHOTO KaOMHeTa:

. [TocagouHbie MECTa IO KOJTMYECTBY 00YUAIONTUXCS (CTOMBI U CTYJIbS);
. PaGodee MecTo mpemnoaBaTes;

= Pa3gaTounble KapTOUKH MO pa3AesiaM AUCIUIIIUHBI;

= [ToypouHbIe NamKu;

. TecTsl.

Texnuueckue cpecTBa 00yUyeHUs:

= KoMIibroTepsl ¢ JIMIIEH3UPOBAHHBIM MTPOTPaAMMHBIM 00€CIIeYeHUEM;

= MynbTUMEINAPOEKTOP C IKPAHOM,;

. NuTepakTuBHas q0CKa.

NudopmanmonHoe oOecnieueHne oO0ydeHHs] (TIEpeUYeHb PEKOMEHIYEMBbIX
yueOHbIX U3aaHuil, IHTepHeT-pecypcoB, TONOJIHUTEIBLHOMN JINTEPATYPhI)

3.2. IlepeyeHb peKkoMeHAYeMbIX Y4eOHbIX u3AaHuH, HHTepHer-pecypcos,
JOMOJTHUTEIbHOM JINTEPATYpPbl
OCHOBHBIE HCTOYHUKHU:

1. Kopnees, U. K. JIoOKyMEHTAaIIMOHHOE OOECIIEYEHUE YIIPABICHUS | YUeOHUK
U TPaKTUKYM JUIsi cpenHero npodeccuoHanbHoro oopazosanusi / U. K. Kophuees,
A. B. [Tmenko, B. A. Mamypues. — 2-e wu3z., nepepad. u jgomn. — Mocksa :
N3natenscTBo FOpaiit, 2022. — 384 ¢. — (IlpodeccuonanpHoe odpa3oBanue). —
ISBN 978-5-534-05022-6.

2. Illysamosa, H. H. JlokymMeHTanmoHHOE OOeCIeUeHUE YIIPaBICHHUS :
yueonuk u npaktukyMm / H. H. IllyBanoa. — M.: IOpaiit, 2019. [DnekTpoHHBI
pecypc].- Pexxum gocrymna: https://biblio-online.ru/bcode/433679

3. Kopnees, 1. K. JlokymeHTaiMoHHOE 00€ecTieueHrne YIIPaBIeHHs + TECThI B
OBC : yueonuk u npaktukyM / U. K. Kopuees, A. B. ITmenko, B. A. Mamypues. —
2-e u3a., nepepad. u gomn. — M.: FOpaiit, 2019. [OnexTpoHHsiil pecypc]. - Pexxum
noctymna: https://biblio-online.ru/bcode/438491.

JlonoHUTENbHBIE HCTOUYHUKHU:
1. I'po3zoBa, O. C. Jlemonpou3BOJCTBO : yuyeOHOE MMOCOOHe i CPEIHETO

npodeccuonanbHoro oo6paszoBanmss / O. C. IpozoBa. — M.: [Opaiir,
2019.[ OnexkTpOoHHBIHI pecypcl]. — Pexum JIOCTYIIA: https://biblio-
online.ru/bcode/438791

2. ysanosa, H. H. OcHOBBI nenonpon3BoAcTBa: yueOHUK U TpakTHKyMm / H.
H. llyBanosa, A. }0. UBanona ; mox obmur. pea. H. H. [llyBanosoii. — 2-e u3.,
nepepad. u jgomn. — M.: FOpaiit, 2019.[OnekTpoHHblil pecypc]. — Pexxum nocrymna:
https://biblio- online.ru/bcode/439063

3. JlokyMeHToBeneHue: yueOHuk u npaktukym / JI. A. Jloponuna [u ap.]; mox

pen. JI. A. JloponuHou. — 2-e¢ wu3d., nepepad. u gomn. — M.: HOpaiir,
2019.[DnekTpOoHHbIN pecypc]. — Pexum NOCTyma: https://biblio-
online.ru/bcode/433551.
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4. Jlenonpon3BoACTBO

[ DneKTpOHHBII pecypcl.

https://www .elibrary.ru/title_about.asp?id=8645
4. KOHTPOJIb U1 OLIEHKA PE3YJIbTATOB OCBOEHUSI YYEBHOMN
JAUCHUITIJINHBI
KoHTponmb ® oOIeHKa pe3yJabTaTOB OCBOCHUS YYCOHOW UCIIUTLIAHBI
OCYIIECTBIISICTCS MPETOaBaTEIeM B MPOIIECCE POBEACHMSI MTPAKTUICCKHUX 3aHATHIH
U J1a00paTopHBIX pabOT, TECTHPOBAHMS, a TAK)KE BBHITIOJHEHHS OOYYarOIIMMHUCS
WHIMBHUIyJIbHBIX 33JJaHUH, TPOCKTOB, UCCIICOBAHU.

Pe3yabTarsl 00yyenusi (0CBOEHHbIE YMEHUS,
3HAHUA)

@®opMbI U MeTO/IbI KOHTPOJISAA M OLIEHKH
pe3yJabTAaTOB 00y4eHHsI

B pe3ynbraTe 0CBOSHUS TUCITUTUTHHBI
00yJaroIIUIACs TOJKEH YMETh:

- 0OPMIISTH OPTaHU3aAMOHHO-
pacropsAUTeIbHBIC TOKYMEHTHI B COOTBETCTBUU
c aevictByrorm ['OCTowm;

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

- 0OPMIIATH IOKYMEHTHI JIJIS TIEpeladd B apXUB
OpraHu3aIuu

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

OreHka qoka10B 1o TeMam: «CriocoObl
TOKYMEHTHPOBAHUS;

«OprrexHuka, Ucroib3yemas B pabote opucay;
«B03MOXXHOCTH aBTOMAaTH3HPOBAHHBIX CHCTEM
TTOKYMEHTALMOHHOT0 00eCIeueHHMsI
yrpasieHus»; «OcodeHHOCTH 0hOpMIICHUS
OpraHU3alMOHHBIX TOKYMEHTOB: YCTaB,
JTOJIKHOCTHAs! MHCTPYKIMS, TpaBuia
BHYTPEHHETO TPYI0OBOI'O PaclopsIka, IITaTHOE
pacriucanne»; «OcobeHHoCcTH 0(hOpMITCHHUS
YKa3aHUs, paclopsiKEeHUs, IOCTAaHOBIICHUS U
pemenns»; «Kommnprorepusamnus
TOKyMeHTooO0opoTay: «Opranu3zanus padoTsl ¢
TOKYMEHTaMH, UMEIOIIMMHU TPUQ OrpaHHICHHS
0CTyTIa»

B pe3ynbraTe 0CBOSHUS TUCITUTUTHHBI
00y4JaroIUics JOKEH 3HATh:

- IOHSITHE IOKyMEHTa, €r0 CBOWCTBA, CIIOCOOBI
TOKYMEHTHPOBAHHS,

- IpaBUJIa COCTaBIEHUs U opopmIIeHUs
OpTraHU3aIIOHHO-PACTIOPS AN TEITLHBIX
nokymeHToB (OP/]);

- CHCTEMY Y THUTIOBYIO TEXHOJIOTHIO
TOKYMEHTAI[MOHHOTO O0ecTieueHus yIpaBiIeHHUs
(A0Y);

- 0COOEHHOCTH JIeIONPOU3BO/ICTBA IO
oOpaleHusIM TpaxIaH U KOHPUICHIIHATHEHOTO
EIONPOU3BOJICTBA

O1pocCkl IO BCEM TEMaM;

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

3acnymMBaHue JOKIAJ0B U UX OI[EHKA
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