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1 ObIIAA  XAPAKTEPUCTHUKA

PABOYEN

INPOTPAMMBI  YUEBHOM

JTACHOUILIAHBI OIIIL.08 OCHOBBI IOTUCTUYECKOM AEATEJIBHOCTH

1.1 MecTo THCHUIIMHBI B CTPYKTYPe OCHOBHOI 00pa3oBaTe/IbHOM MPOrpaMMbI:
VYyeOnas nucuummaa OITL.05 «JlokyMeHTallMOHHOE 00ecIieYeHHE YIIPABICHUS SBISIETCS
00s3aTeNbHOM YacThi0 00111€00pa30BaTENIbHOIO IMKJIa OCHOBHOM 00pa3oBaTEbHON MpPOTpamMMbl B
cootBercTBUH ¢ PI'OC no cneunansHoctu 38.02.03 OnepanyoHHas AesTENbHOCTD B JOTMCTUKE
Ocoboe 3HaueHne TUCHMIUIMHA uMeeT npu dhopmupoBannn U pazButun OK 01, OK 02, OK

03, OK 04, OK 05, OK 09.

1.2 leab u niianHupyemble pe3yJibTaThl 0CBOEHUS TN CHUIJIMHbBI:
B pamkax mporpammbl y4eOHOW IUCIUIUIMHBI OOYYarONIMMIECS OCBAaWBAIOTCS YMEHUS U

3HAHMSL.
HIICC,O();K Ymenus 3HaHud

IK.1.1 opopMIIATH JIOKYMEHTAIUI0 B | IOHATHE, LEIW, 334a4d U IPUHLMIIBI

IK.1.3 COOTBETCTBUM C HOPMATUBHOMU 0a30ii, B | 1€IONPOU3BOJICTBA;

OK 01 T.4. HCIOJB3Yys MH(OPMAIMOHHBIC | OCHOBHBIC MOHATUS JOKYMEHTAL[MOHHOTO

OK 02 TEXHOJIOTHUH; oOecrnieuyeHus yrpaBieHUs;

OK 03 yHU(DULIPOBATH CUCTEMBI | CUCTEMBbI JOKYMEHTAI[HOHHOTO

OK 04 JIOKYMEHTaIIH; o0ecreyeHus yrpaBiaeHus;

OK 05 OCYIIECTBIISITh XPAaHEHHWE M IIOUCK | KJIACCU(PHUKALUIO JOKYMEHTOB;

OK 09 JIOKYMEHTOB; TpeOoBaHUs K COCTaBJICHUIO u
OCYIIIECTBIIATh aBTOMATHU3ALMIO | OPOPMIIEHHIO IOKYMEHTOB;
00paboOTKN JOKYMEHTOB; OpraHM3aII0 JOKYMEHTO000pOoTa: MpUeEM,
HCII0JIb30BaTh 0o0paboTKa,  perucTpanusi, KOHTPOJIb,

TEJIEKOMMYHUKAIIMOHHBIE TEXHOJOTUU
B DJIEKTPOHHOM JIOKYMEHTO000pOTE

XPaHCHUC JOKYMCHTOB, HOMCHKJIATYpa ACII

- secmu OOKYMeHmMooOopom 8 pamkax

BbINOIHEHUS CNYAHCEOHBIX
0b0A3aHHOCMeEl;

- obecneuugamy nianogoe
npOXodHCcOeHue npoyeoypul
CO2NaAco8anUs OO0KYMeHMOo8 8
KOMNAHUU

- KOpROPamueHwll OOKYMEHmMoobopom,

- CMPYKMypa 002080PHOU OOKYMEHMAayuu,
- NOPsI0OK  OcywecmeneHusi npoyeodypol
nepeoauu  OOKYMEHMO8 C  HOMOWbIO
Kypbepa uiu 9KCnpecc-noumol

HCpC‘ICHB JIMYHOCTHBIX PC3YJILTATOB!:

JIN4YHOCTHBIE pPe3yJIbTaThl

Koa an4HoCTHBIX

cdepsl MpodhecCHOHAIBHOM 1eATENFHOCTH C YYETOM JIMYHBIX KU3HEHHBIX
IJAHOB, TMOTPEOHOCTEH CBOEM CEMBbU, POCCHUHCKOrO0  0OIIecTBa.
BeIpaxaromuit OCO3HAHHYIO FOTOBHOCTb K [IOTYy4YEHUIO
po¢eCCHOHAITBPHOTO 00pa30BaHusl, K HEMPEPHIBHOMY 00pa30BaHHIO B

peanu3aiuu NPorpaMMbl BOCITUTAHUS pe3yJabTaToB
(Oeckpunmopul) peanu3anuu
NPOrpaMMblI
BOCIIMTAHUS
[MposiBistONUiT ¥ JTEMOHCTPUPYIOIIMI YBaXXKEHHE K TPYIy 4YeJOBEKa,
OCO3HAIOMINN IEHHOCTh COOCTBEHHOTO TPyla W TpyJda APYTUX JIOICH.
DKOHOMHYECKH AKTUBHBINA, OPUEHTHPOBAHHBIM HA OCO3HAHHBIM BHIOOP JIP 4




TEYCHUE KU3HU JIEMOHCTPUPYIOIIMN IIO3UTHUBHOE OTHOLICHHE K
pPEryJaupoOBaHUI0  TPYAOBBIX  OTHOWIEHWH. OpHEHTUPOBAHHBIA  Ha
caMo00pazoBaHHe M NPOPECCHOHATIBHYIO MEPENOATrOTOBKY B YCIOBHSAX
CMEHBI TEXHOJOTUYECKOI0 YKJIAJIa U COMMYTCTBYIOIIUX COLUAIbHBIX
nepemeH. Ctpemsimuiics K GOPMUPOBAHUIO B CETEBOU CpeJie TUYHOCTHO
1 1po(heCCHOHATILHOTO KOHCTPYKTUBHOTO «1IU(POBOTO cienar»

OpueHTHPOBaHHBI Ha TPO(PECCHOHANBHBIC JTOCTUKCHUS, JCATEIHHO
BBIPQXKAIONIMI  MMO3HABAaTEIbHBIE  WHTEPECHI C  Y4€TOM  CBOHX
CIIOCOOHOCTEH, 00pa30BaTEIbHOrO U MPO(ECCHOHAILHOIO MapIIpyTa,
BBIOPAHHOW KBATH(DUKAIINH

JIP 6

bepexxnmuBo OTHOCSIIMICS K MPUPOTHOMY HACIEIUIO CTPaHbl U MUDPA,
MPOSIBIISIFOIIUI COPMHUPOBAHHOCTH IKOJIOTHUECKON KYIbTYpPhl HA OCHOBE
MMOHUMAaHHUS BIUSHUS COLUATbHBIX, SKOHOMUYECKUX U MpodeccnoHanbHo-
MPOU3BOACTBEHHBIX MPOLIECCOB HA OKPYKAKOLIYIO cpeay. Bripakarommii
NesTeNIbHOe HENpUSATUE JACUCTBUN, NPHUHOCSIIMX BpeA MPUPOJE,
pacrno3HaloIUi  ONAaCHOCTU Cpeabl OOMTaHMs, MPEeAYNpPEeKAArOIINM
PUCKOBAHHOE MOBEICHUE IPYTUX TPAXKIAH, TOMYISIPUIUPYIOLIUN CTIOCOOBI
COXpaHEHUs IIaMATHUKOB MPHUPOABLI CTPaHBl, PETHOHA, TEPPUTOPHUH,
II0CCJICHHUA, BKJIFOUYCHHBLIA B 06H1€CTBGHHI>IC WHUIUMATUBbI, HAIIPABJICHHBIC
Ha 3a00Ty 0 HHX

JIP 10

JInyHOCTHBIE pe3yJIbTATHI
peanu3anuy NporpaMmMbl BOCIIUTAHUSA,

onpeaesieHHbie cyobekTOM Poccuiickoii @enepaunu

[Tpu3HaromMii IEHHOCTh HENPEPHIBHOTO 00Pa30BaHMUS,
OPUEHTHUPYIOIIMICS B U3MEHSIOIEMCS PbIHKE TPYy/1a, 30eraroimui
0e3paboTHUIIb; YIIPABIISIOMNN COOCTBEHHBIM MPO(heCcCHOHATBHBIM
pa3BuTHEM; PEIIEKCHBHO OIICHUBAIOIINN COOCTBEHHBIN KU3HEHHBIN
OTIBIT, KPUTEPHUU JTUYHOMN YCTIEITHOCTH.

JIP-KK 1

DKOHOMHYECKH aKTHUBHBIH, IPEANPUUMUNBLII, TOTOBBIA K CAMO3aHSITOCTH

JIP-KK 2

JINYHOCTHBIE pe3yJbTaThbl
peainzanuu nporpaMmsl BOCIIUTAHUA,

onpeneeHHbIe Cy0beKTaMH 00pa30BaTEJILHOIO MPoLecca

AI[CKB&THO OLICHUBAIOIIUNA CBOH CIIOCOOHOCTH U BO3MOXHOCTH,
OTBETCTBEHHO OTHOCSIIIUICS K nponeccy O6y‘IeHI/IH U €10 pe3yJibTaTaM

JIP- COII -3




2 CTPYKTYPA U COJAEP)KAHUE YYEBHOM JUCIIUILIVHBI

2.1 O0beM y4eOHOIi TMCHUNJIMHBI M BH/IBI y4eOHOMH padoThI

Bun yuyeOHo# padoThl O0bem B yacax

O0bem o0pa3oBaTeIbHOI MPOrpaMMbl Y4eOHOM JMCIUIIIHHBI 36

B TOM YHCJIC:

TEOpeTHYEeCKoe 00yUueHne 16
MPAKTUYECKHUE 3aHATHS 20
B TOM 4HCIIe: B OPME NPAKTUIECKOH MOATOTOBKH 20
8 MOM Yuc/ie 8apUaAmuHas 4acmo 4

KypcoBas pabota (IPOEKT) (eciu npedycmMompeno) -

CamocrosTenbHas padoTa -

IIpomexyTouHas aTTecTALUA 2

B TOM YHCJIC:

KOHCYJIbTalluN -

i epeHIIMPOBAHHBIN 3a4eT 2




TemaTnueckuii man yuyeonoi pucuumiauabl OIILL05S JlokyMeHTaMOHHOE o0ecnieyeHre YIIPABJICHUSs

Camocr. Konu4yecTBo ayIMTOPHBIX 4aCOB
Makec. yue0.
padora B T.4. B hopme NpaKkTH4
HaumenoBaHue pa3ieioB U TeM HArpy3Ka cTya-Ta . TeopeTHY.
CTyJeHTa Bceero NMPaKTHYeCKOMH (cemuHapckue)
(uac) i o0yueHnue
(uac) NOArOTOBKH 3aHATHS
Pa3nen 1. Opranuzauusi 10KyMeHTO000pOTA HA 12 - 12 4 8 4
npeanpuATHH
Tema 1.1 JIoKyMEHT U cUCTEMA JOKYMEHTALUU 6 - 6 4 2
Tema 1.2 Opranusaius J0KyMeHT0000pOTa Ha 6 - 6 2 4 2
NpEeATPUATHI
Paznen 2. Buabl 10KyMeHTOB U MOPSIA0K PadoThI 22 - 22 14 8 14
C HUMH
Tema 2.1. Opranu3alMOHHO-PACIIOPSIUTEIbHBIC 8 - 8 6 2 6
JIOKYMEHTBI
Tema 2.2. KagpoBast TOKyMeHTAITUS 6 - 6 4 2 4
Tewma 2.3. JloroBopHO-TIpaBOBasi JOKYMEHTAITHSI 8 - 8 4 4 4
JAuddepennupoBanHbIii 3a4eT 2 - 2 2 2
Bcero mo aucuumiuHe 36 36 20 16 20




2.2. TemaTHYecKHH NJIaH U COlepPKaHNe YUeOHO U CIUITHHBI
* 3Be3/104KO0il BblJIeJIsieM TeMbl, peajindyeMbie B GopMe NPaAKTHYECKOH MOJATOTOBKH

HaumeHoBanue Conep:xanue yue0HOro MaTepuaja u popmMbl OPraHu3alum AeITeJbHOCTH 00y4al0IMNXCs O0bem Koabi
pa31esioB U TeM B yacax KOMIeTeHIMiA,
¢opmupoBanuio
KOTOPBIX
crnoco0cTByeT
3J1eMeHT
NMpPOrpamMMsbl
1 2 3 4
Pa3nen 1. Opranuzanus J0KYMeHT0000pPOTA HA MPeINPUATHH
Tema 1.1 Conep:kanue y4e0HOT0 MaTepHuasia 6/2*
JokyMeHT u 1. | 3HaueHuwe W coaepkaHWe MUCHUILINHBI «JloOKyMeHTanMOHHOEe oOecrieueHne ympapieHus». lloHsaTue, IK.1.1, TIK.1.3,
cucTeMa Uend, 3agadyd W [PUHOUIBL  JeNONpOU3BOACTBA.  [IOHATHE  TEPMUHOB  «JIOKYMEHT», 2 OK 01, OK 02,
JTOKyMEHTaIuu* «IOKYMCHTHUPOBAaHHE»,  «JIOKyMEHTAIIMOHHOE oOOecleyeHue  yhpaBieHHs». YHuPHKaIus W OK 03, OK 04,
CTaH/IAPTH3ALIH YIPaBICHYECKUX TOKYMEHTOB. OCHOBHBIC ITOHSTHS JICJIONIPOU3BOJICTBA. OK 05, OK 09
2. | Knaccudukanusi 1okyMeHTOB opraHu3anuu. OyHKIMKM HOKyMeHTOB. [IoHsATHE M cOocTaB PEeKBU3UTOB JIP 4. JIP 6
nokyMeHTa. CXeMbl pacTiooKeHUs peKBU3UTOB. [loHsATHE 1 BUIBI OJIaHKOB TIOKyMeHTOB. HopmaTuBHO- 2 ’
IpaBOBOE OOeCIIeYeH e JIeIONPON3BOICTBA. TpeOoBaHMs K COCTABICHHUIO M 0(DOPMIICHUIO JIOKYMEHTOB. JIP 10
B ToM unciie, npakTHYECKUX 3aHATHIA 2
IIpakTyeckoe 3ansitue Ne 1 Oopmnenue peksu3utos gokymenToB cornaco 'OCT P 7.0.97-2016. 2
Tema 1.2 Conep:xkaHue y4eGHOT0 MaTepuaJia 6/2* IK.1.1, TIK.1.3,
Opranmzanus 1. | IloHATHE ¥ IPUHIUITEI OPTAaHU3AIIUU TOKYMEHTO000poTa. Kopnopamuénwiii dokymernmooobopom. CocTan OK 01, OK 02,
JIOKYMEHTO000poTa u y4er obbemMa JI0OKyMeHTooOopoTa nmpeanpustuii. Opranuszanust padoThl ¢ BXOAAIIEH, UCXOISIIECH U OK 03, OK 04,
Ha MpeapusTHN® BHyTpeHHel aokymeHrtanumei. [Ipuem, oOpaboTka, permctpaiiusi, KOHTPOJb, XpaHEHHE JOKYMEHTOB, 2 OK 05, OK 09
HOMeHKJIaTypa jei. KOHTpoib MCTomHeHHs JAOKYMEHTOB. OCHOBHBIE MOHSTHS JOKYMEHTAI[HOHHOTO JIP-KK 1
obecrieueHus yIpaBICHUSI. JIP-KK 2
2. | Pabora ¢ BHYTpeHHHMH JOKyMEHTaMH. ba3bl MaHHBIX JJIsI XpaHEHHS JOKYMEHTOB. 3aKOHOJATEIbHbIC
aKThl ¥ HOPMATHBHO-METOJWYECKHE JIOKYMEHTHI 110 apXUBHOMY XPaHEHHIO JIOKyMeHTOB. Pabora c 2
3ampocamu. PaboTta ¢ 37eKTpOHHBIMHU TOKyMeHTaMHu. CHCTEMBI JOKYMEHTALMOHHOTO 00eCTIeYeHuUs
yIpaBIICHHS.
B mom uucne, npakmuyueckux 3anamui 2
IpakTuyeckoe 3anstue Ne 2 OdopmiieHHE OPraHU3AMUOHHBIX JOKYMEHTOB. Y HU(QHUIIMPOBAHUE CHUCTEMBI
JIOKYMEHTAINH. BedeHue 00KYyMEeHmooOOpoma 6 pamKax 8blNOJIHEHUsT CLYIHCEOHbIX 00A3aHHOCTel. 2

OcymiecTBIeHHE XpaHEHUs ¥ MTOCKa JOKyMeHTOB. OcyIecTBICHHE aBTOMATH3AINHA 00pa0OTKH JOKYMEHTOB.

Pa3nen 2. Buabl 10KyMeHTOB U MOPSIIOK PadOTHI ¢ HUMH

Tema 2.1

Coaepsxanue y4e0HOro MaTepuaJia




OpraHu3aImoHHO- 1. | OpranuszanioHHbBIE JOKYMEHTHI — YCTaB, YUYpEAWUTENbHbIE TOTOBOP, IMOJIOKeHHe. PacmopsaurensHbie IIK.1.1, [IK.1.3,
pacropsauTeNLHbIE JOKYMEHTBI — MPHKAa3, PaclopsDKEHNe, YKa3aHue, MOCTAHOBJICHUE, PEIICHUE, HHCTPYKIUS, TPOTOKOJL. 5 OK 01, OK 02,
JIOKYMEHTBI CripaBoyHO-MH(OPMAIIMOHHBIE JTOKYMEHTHI: CIyeOHasl 3amicKa, OOBSICHUTENbHAs 3alncKa, aKT, OK 03, OK 04,
CIpaBKa, CIIy>KeOHbIE HChMa. OK 05. OK 09
B mom uucne, npaxmuyeckux 3anamuil 6 P 4’ 1P 6
IpakTuueckoe 3ansaTue Ne 3 CoctaBieHrue ¥ 0QPOPMIICHUE PACIOPSUKEHUS 2 Hl; 10
IpakTnyeckoe 3ansitue Ne 4 CocraBieHue u OQOpMIICHHE JAEJOBBIX MuceM. lVcrnonb3oBaHue 5 TIP- COTI -3
TEJIEKOMMYHHKAIIMOHHBIX TEXHOJIOTHHU B DJIEKTPOHHOM JIOKyMEHTOO0O0pOTE. TIP-KK 1
IIpakTuyeckoe 3anaTue Ne 5 OdopMieHne cripaBoK, JOKIATHOMN U cIy)eOHO 3anmicky, akta. Odopmienre ) JIP-KK 2
JIOKYMEHTAIMH B COOTBETCTBUH C HOPMATUBHOW 0a30i, B T.4. UCHOIb3Ysl HHPOPMAIIMOHHBIC TEXHOJIOTHH.
Tema 2.2 Copep:xaHue y4eOHOro MaTepuaJia 6 IK.1.1, TIK.1.3,
Kazposas 1. | JlokyMeHTHpOBaHHUE TPYAOBBIX TPaBOOTHOIICHUH. CoCcTaB M 0COOEHHOCTH O(OPMIICHHS IOKYMEHTOB T10 OK 01, OK 02,
AOKyMCHTAIHA nTM4HOMY cocTaBy. KommiektoBanue minanoro gena. Aproduorpadus. Pesrome. 3aspienne o npueMe Ha 2 OK 03, OK 04,
pabory. [Tpukasel mo tnyaoMy coctaBy. [lITaTHoe pacnucanue. OK 05, OK 09
B mom uucne, npaxmuueckux 3ansamuii 4 JIP 4,JIP 6
IpakTuyeckoe 3ausitue Ne 6 OdopmiieHHe IPUKA30B [0 JUYHOMY COCTABY 2 JIP 10
IpakTuueckoe 3auaTue Ne 7 OdopmieHre TpyA0BOTo I0r0BOPa, MpHKa3a o MpueMe Ha padoTy, opopMiieHue JIP- COIT -3
TPYAOBOM KHIKKH 2 JIP-KK 1
JIP-KK 2
Tema 2.3 Conep:xaHue y4e0HOro MaTepuaJa 8 I[K.1.1, [IK.1.3,
JlorosopHo- 1. | Honsarus norosopa. Bunel norosopos. O0s3aTenbHble peKBU3UTHI 10roBopoB. IlpaBuna odopmienus 5 OK 01, OK 02,
HpaBoBasd noroBopoB. Cmpykmypa 002080pHOU OOKYMEHMAYUU. OK 03, OK 04,
AOKyMCHTALNA 2. | llpaBuna ohopMIiIeHHs NPETEH3UOHHBIX NuceM. POPMYIISIp UCKOBOIO 3asBJICHHs, TPEOOBAHUS K €ro OK 05, OK 09
obopmiiennio. [lopsadok ocywecmeanenus npoyeoypsvl nepeoaiu OOKYMeHmMOo8 ¢ NHOMOUbIO 5 JIP4,JIP 6
Kypbepa uwiu dKcnpecc-noumsl. 3akoHOAATENIbHBIE aKThl 1 HOPMaTHBHO-METOIMUECKIE TOKYMEHTBI 110 JIP 10
JOTOBOPHBIM JOKYMEHTaM. JIP- COII -3
B mom uucne, npakmuueckux 3anamuii 4 JIP-KK 1
IpakTuyeckoe 3ausaTue Ne 8 Odopmienne noropopa Kymim-npogaxu. Qoecneyusams niaHo8oe 5 JIP-KK 2
NPOX0odHCOeHUe NPOYEOYPbl CO2NACOBAHUSL OOKYMEHMOE8 8 KOMNAHUU
IpakTuueckoe 3auaTue Ne 9 OdopmiieHrne 1 00padbOTKa MPETCH3UOHHBIX IMHCEM 2
IIpomexxyTouHas artectanus (IndpdepeHInPOBAHHbIN 3a4€T) 2 =
Bcero: 36 =




3 YCJIOBUS PEAJIM3AIIAA ITPOTPAMMBI YYEBHOM JUCITATIINHBI

3.1 Jasm peaau3auud TNPOrpaMMbl y4eOHOW JMCHUILIMHBI TPeIyCMOTPEHbI
cjeayone cnenuajabHble NOMeIeHUs:

Kabuner «/loKyMeHTallnOHHOT O o0ecrieyeHHst  yIpaBIICHUS», OCHAILICHHBIN
o0opynoBaHueM: JO0CKa yueOHas, pabouee MECTO IpernoAaBarelis, CTOJbl, CTYJbs (IO YUCITY
00yJaromuxcs), TEeXHUYECKUMH CpPEACTBaMH: KOMIIBIOTEP C JOCTYIIOM K HMHTEpHET-pecypcam,
CpeACTBa BU3yaIU3al1H, HAIJIsIHbIE TOCOOUS

3.2 UndopmaiiuonHoe odecriedeHne peaju3alui MPorpaMmmbl

Jnst peanu3zanuu MporpaMMbl OMONMMOTEYHBIH (DOHJ HMHCTUTYTa HMEET IeYaTHbIE M
ANEKTPOHHBIE 00pa3oBaTesibHbIE U HH(OPMALIMOHHBIE PECYPCHI, B TOM YHCIIE PEKOMEH/I0BaHHbIE
OYMO, nans ucmonbp3oBaHUS B oOpazoBaTenbHOM mporiecce. CIUCOK JOMOJHEH HOBBIMH
U3JIaHUSIMU.

3.2.1 OcHoBHbBIC TeYaTHBIEC U3AHUS

1. IlerpoBa, I'.B. IlpaBoBoe M HOKyMEHTalMOHHOE oOecreueHne MpophecCHOHATEHON
JEeSTeNbHOCTH : yueOHHK AJis cTyAeHToB yupexxaeHnuit CI10 / I'.B. IlerpoBa. — 4-e u3., nepepad.
— M. : Akagemus, 2021. — 304 c.

2. JlenonpousBoactBo : OOpasibl, AJOKyMeHThl. OpraHuzainus U TEXHOJOTUS pabOTHI.
Bonee 120 noxkymentos / B.B. I'anaxos, N.K. Kopueesa u np.; nox pea. U.K. Kopueesa, B.A.
Kynpsesa. — 3-e uzn., nepepad. u gon. — Mocksa, brnok-IIpunT, 2023. — 480 ¢

3.2.2 OCHOBHbBIE YJIEKTPOHHbIE U3TAHUSA
1. bacakoB, M.M. JlokyMeHTalMOHHOE OOECIeYeHHe yIpaBlieHuss (C OCHOBaMHU

apxuBOBeZIeHUs). : yueOHoe nocobue / bacakoB M.MI. — Mocksa : KaoPyc, 2020. — 216 ¢. —
(CITIO). — ISBN 978-5-406-07305-6. — URL.: https://book.ru/book/932044

3.2.3 JlonoJHUTEeIbHbIE€ HCTOYHUKH

1. Koncrutymus Poccuiickoit @enepanuu

2. I'paxxnanckuit koaekc Poccuiickort @enepanuu, 1. 1, 2, 3, 4 (B nedcTByomen
pEeMAKINN)

3. Crienmmanm3npoBaHHBIN HAYYHO-TIPAKTHYECKUH KypHal «JlorucTukay

4. http://loginfo.ru/ - xypnain o norucruke B 6uznece «Jloruapo»

Honoanumenvuvie ucmounuxu (coznacno IHHOOII):

2. Kopuees, 1. K. JlokymeHTanimoHHoe oOecreueHUE YINpaBlIeHUS . y4YEOHUK U
HpPaKTUKyM [Uisi cpeanero mnpodeccronansHoro oopasosanus / W. K. Kopuees, A. B. ITuieHko,
B. A. Mamypues. — 2-¢ u3a., nepepad. u gon. — Mocksa : M3marensctBo HOpaiit, 2022. —

384 c. — (IIpodeccuonanproe obpazoBanue). — ISBN 978-5-534-05022-6. — Texker
anekTpouHsli /[ OOpasoBarenpHas  tiargpopma  FOpaiit  [caiit]. —  URL:
https://urait.ru/bcode/492541

3. Kysnenos, UW. H. JlokymeHTaunoHHoe  oOecliedeHHE  YIpaBJICHUS.
JIOKyMEHTOOOOpOT ¥  JENONPOU3BOJACTBO : YyYEOHHMK M MPaKTUKyM IS CPEIHEro

npodeccronansHoro oopazosanus / . H. Ky3nenos. — 3-e uzn., mepepad. u morn. — Mockga :
WznarensctBo HOpaiit, 2020. — 462 c. — (Ilpodeccuonansuoe odpazoBanue). — ISBN 978-5-

534-04604-5. — Tekcr :  oanekrponnsid // OBC  IOpaiitr  [caliT]. —
URL: https://www.urait.ru/bcode/433861
4. [Hysanosa, H.H. JlokymeHTanmoHHOE oOecriedeHre YIpaBlIeHUs: Y4eOHUK H

MPaKTUKYM Uil cpenHero npodeccruoHansHoro odpaszoBanus / H. H. LllyBamoBa. — 2-e u3g. -
Mocksa, U3znarensctBo FOpaiit, 2020. - 265 c. (IlpodeccuonanbHoe obpazoBanue). - Tekcr :
nenocpeacreennsiid. ISBN 978-5-534-00088-7. - URL : http://www.urait.ru/

10


http://loginfo.ru/
https://www.biblio-online.ru/bcode/433861
http://www.urait.ru/

4 KOHTPOJIb M OIEHKA PE3YJbTATOB OCBOEHHMS YUYEBHOMH

JUCIHATITAHBI

Pesynomamol 0dyuenusn

| Kpumepuu oyenku

Memoowt ouenku

l'[epeqem, 3HaHHﬁ, 0CBAaUBaeMbIX B paMKaXx JUCHHUIIIMHBI

MOHSITHE, (158
3aJauu u TIPUHITUTIBL
JIeTIOTIPOU3BOICTBA;
OCHOBHBIC  TIOHSTHS
JOKYMEHTAI[HOHHOT'O
o0ecrieyeHus yIpaBiIeHHUS;
CHCTEMBI
JOKYMEHTAI[HOHHOT'O
o0ecrieyeHus ynpaBJIeHHUs;
KJIaCCH(HKAITIIO
JOKYMEHTOB;

TpeOOBaHMS
COCTaBIICHUIO
o(opMIICHHIO TOKYMEHTOB;
OpraHu3aIuio
JOKYMEHTOO0OpOTa: TPHUEM,
o0paboTKa,  perucrpamus,
KOHTPOJIb, XpaHeHue
JOKYMEHTOB, HOMEHKJIaTypa
nen

- KOPNOpamueHblil
00KYMeHmoobopom;

- cmpykmypa 002080pHOL
O0OKyMeHmayuu,

K
u

Nnops0oK
ocyujecmeneHust npoyeoypul
nepeoaiu 0OKyMeHmMO8 C
nomowpplo  Kypvepa
IKCHPeCcC-noumbl

uiu

JEMOHCTPHUPYET 3HaHUE
OCHOBHBIX TOHATHH, TPUMEHSIEMbIX
IIPY OpraHM3aliM JOKYMEHTO00O0pOTa

Ha MPEANPUITUN;

— JEMOHCTPHUPYET 3HaHHE LIeTeH,
3a1a4 " MIPUHIIAIIOB
JIEJIONPOU3BO/ICTBA;

— JEMOHCTPHUPYET 3HaHUE
CHUCTEMBI JIOKYMEHTAIMOHHOTO
obecrieueHus yrnpaBieHUS;

— JEMOHCTPHUPYET 3HaHUE

KJIaccu (KA TOKyMEHTOB,
TpeOOBaHUI K COCTABJICHUIO U
0(OPMIICHHIO TOKYMEHTOB;
JEMOHCTPHPYET 3HaHHE
OpraHu3aIu JIOKYMEHTO000pOTa:
npueM, 00paboTKa, perucrpanus,
KOHTPOJIb, XpaHCHHUE JOKYMEHTOB,
HOMEHKJIaTypa /e

YcTHBIM ompoc.
TectupoBanue.
Kontposbubie paboTh.
[IpoBepounsbie paboTEHIL.
O1LieHKA BBIMTOJIHEHUSA
MIPAKTUIECKOTO
3aJaHusl.

JuddepenunpoBanHbIit
3a4eT

Ilepeuenb yMeHMii, 0CBaHBaeMbIX B PAMKAX JHCUMILINHbI

oopMIIATH
JOKYMEHTAIUIO B
COOTBETCTBUU c
HOpMaTUBHOI 0a3oi, B T.4.
UCTOJb3Ys
nH(pOpMalIOHHbBIE
TEXHOJIOTHH;
YHU(DULIUPOBATH
CHCTEMBI TOKYMEHTAIINH;
OCYILECTBIISATh
XpaHEeHHe 17§
JOKYMEHTOB;
OCYILIECTBIISITh
aBTOMAaTH3alHMI0 00pabOTKH
JOKYMEHTOB;

UCIIOJIb30BaTh
TEJIEKOMMYHUKALMOHHBIE

ITOUCK

- JEMOHCTPUPYET yMeHUue
opopMIATH JIOKYMEHTALHIO B
COOTBETCTBUU C HOPMATHUBHOM 0a30ii, B
T.4. HCIOJIB3YS HMH(POpPMAIMOHHBIE
TEXHOJIOTHH;

- JEMOHCTPUPYET yMeHue
YHUPHUIPOBATH CUCTEMBI
JIOKYMEHTAIUU;

- JEMOHCTPUPYET yMeHue

OCYHICCTBJIATL XPAHCHUC U TIOUCK

JIOKYMEHTOB;
- JIEMOHCTPHUPYET yMEHHUE
OCYILIECTBIISATh aBTOMAaTHU3AIIIO
00paboTKH JOKYMEHTOB;

- JIeMOHCTPHPYET yMEHUE
UCIIOJIb30BaTh

OKcnepTHOE
HaOII0IeHUE U
OLICHUBaHUE
BBITTOJTHEHHUS
HMHAMBUIYJbHBIX H
TPYNIIOBBIX 33aHUN.
OrneHka pe3ynbTaTa
BBITIOJTHEHUS
NPaKTUIECKUX padoT.

Texkyniuii KOHTPOJIb B
(hopme cobecenoBanus,
peneHus
CUTYallMOHHBIX 3a]a4.
JuddepeHunpoBanHbIi
3a4eT
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TEXHOJIOTUU B DIIEKTPOHHOM
JTOKYMEHT0000poTe

- gecmu OOKYMeHmOoobopom
8  pAMKAxX  GblINOJHEHUs.
CAYHCEOHBIX 00S3aHHOCMELL,
- obecneuusamv NIAHOBOE
npoxoogicoerue  npoyedypol
coenacosanus OOKyMeHmos 8
KOMNAHUU

TEICKOMMYHHKAIIMOHHBIE TEXHOJIOTHH
B DJIGKTPOHHOM JIOKYMEHTO000pOTE
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