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1. MACIIOPT PABOYENM MPOIr'PAMMBI YYEBHOM

JAUCHUIIJINHBI
JlokyMeHTallMOHHOE o0ecnieyeHre yIpaBJIeHust

1.1. O6aacTs npumenenust padoueil mporpaMmMbl

PabGouass mporpamma y4eOHONW aucHUIUIMHBI JlokymMeHTanMoHHOe obecnevyeHHe
yHpaBJIeHUsl SIBJISICTCSI YacTbl0O OCHOBHOW MpPOQecCHOHANbHON 00pa3oBaTelIbHON MPOrpamMMBbl,
paszpaboranHoit B cootBeTcTBUU ¢ ®I'OC mo cnenuansHoct CITO 38.02.04 Kommeprus (mo
oTpaciiiM) 0a30BOW MOATOTOBKH, BXOAsIEH B ykpynHeHHyo rpynny 38.00.00 DxoHomuka u
yIpaBJICHHE.

Pabouas mporpamma yuyeOHOM TUCIUIUITMHBI MOKET OBITH HCIIOIb30BaHA
B  JIOTIOJIHUTENILHOM  MpO(ecCHOHAIBHOM  00pa3oBaHMM (B MpOrpaMMax  IOBBIIICHUS
KBaJIM(UKAIIMK U TIEPENOIrOTOBKH) M MPOPECCUOHANBHON MOArOTOBKE MO MpodeccusiM padbodux:
IIpoJaBel] MPOI0BOJILCTBEHHBIX TOBAPOB, MPOJIABELl HEMPOAOBOIBCTBEHHBIX TOBApOB, KOHTPOJIEP-
Kaccup.

1.2. Mecro AMCHMIUIMHBI B CTPYKType OCHOBHON NpodeccHoOHAILHOIl 00pa3oBaTeabHOI
NPOrpamMmblI: NpodeccuoHabHbIN HUKIL.

13 HeJII/I H 3a1a4Y1 JUCHHUIIMHBI — TpeﬁDBaHI/Iﬂ K pe3yJbTarTaM 0CBOCHUA TUCHUIIJINHBI:

B pe3ynbraTe 0CcBOEHUS NUCLUHUILUIMHBI CTYACHT JOJIKEH
yMeThb!

= O(I)OpMJ'ISITL JAOKYMCHTAIIUKO B COOTBETCTBUU C HOpMaTHBHOﬁ 68.30171, BT.4.C
HUCIIOJIBb30BaHUECM I/IH(i)OpMaLII/IOHHBIX TeXHOHOFHﬁ;

- OCBauBaTh TEXHOJIOTUH aBTOMATU3UPOBAHHOW 00pabOTKU TIOKYMEHTALINN;
- HUCII0JIb30BAaTh YHU(PUIIMPOBaAHHBIE ()OPMBI TOKYMEHTOB;
- OCYILECTBJIATh XpPaHEHUE U NTOUCK JOKYMEHTOB;

= UCIIOJIB30BaThH TGHCKOMMYHI/IKaIII/IOHHBIG TCXHOJIOTUHU B 3J'ICKTpOHHOM
JIOKYMEHTOO0O0POTE.

B PE3YIbTATEC OCBOCHUA JUCHUIINIMHBI CTYACHT JOJIZKCH
3HATh.

= OCHOBHBIC MOHATHA: LCIIU, 3ala4X U ITPUHIHUIIBI JOKYMCHTAITHOHHOT' O
oOecrnieueHus yrpaBJIeHHUS;

- CHCTEMBI JJOKYMEHTAITMOHHOTO 00ECTICUCHUS YIIPABJICHHUSI, UX aBTOMATH3AIHIO;

- KJaccUUKAIUIO TOKYMEHTOB;

- TpeOOBaHUs K COCTABIECHUIO B O(DOPMIICHHIO JOKYMEHTOB;

- OpraHu3alrio JOKyMEHTO00opoTa: preM, 00paboTKy, peTUCTPALINIO, KOHTPOJb,
XpaHEeHHE JJOKYMEHTOB, HOMEHKJIATYPY /.
B nmporecce ocBoenms pabodeil mporpaMMbl yueOHON TUCIUIUIUHBI ()OPMHUPYIOTCS

npogecCHOHANbHbIC KOMIIETCHIMH
[1K 2.2. OpopmsTh, MIPOBEPATH MPABUIBHOCTh COCTaBJIEHMS, 00€CTIEYUBaTh XpaHEHUE
OpraHU3aLMOHHO-PACIIOPSAIUTENBHBIX, TOBAPOCOIPOBOAUTEIBHBIX U
MHBIX HEOOXOAUMBIX JTOKYMEHTOB C MCIIOJIb30BaHUEM aBTOMATU3HPOBAHHBIX CUCTEM.

B npouiecce ocBoeHust yueOHON AUCIUIIINHBI (POPMUPYIOTCS CIEIYIOIIHE



o01IMe KOMIETEeHIIUHN:

OK 1. IloHumare CymHOCTh M COIMAJIBHYIO 3HAUMMOCTh CBOEH Oynymieil mpodeccun,
MPOSIBJISITH K HEM YCTOWYUBBIN MHTEPEC.

OK 2. Opranu3oBbiBaTh COOCTBEHHYIO ICSATEIHHOCTh, BHIOMpATh THIIOBBIE METOJBI H
CIIOCOOBI BBIMOJTHEHUS MPOPECCHOHAIBHBIX 3314, OIEHUBATh X A()(PEKTUBHOCTH U Ka4eCTBO.

OK 3. IlpyHuMaTh pelieHus B CTaHIAPTHBIX M HECTAHIAAPTHBIX CHUTYAIUSAX W HECTH 3a
HHUX OTBETCTBEHHOCTb.

OK 4. OcymecTBisTh MOWCK W HCIOIB30BaHME HH(POPMALUN, HEOOXOIUMON JUIs
3(PEKTUBHOTO BBHIMOJHEHUS MPOGECCHOHANBHBIX 3a]1a4, MPO(HEeCCHOHATBLHOTO U JTUYHOCTHOTO
pa3BUTHS.

OK 6. PabGorarh B KOJUIEKTHBE M B KOMaHje, 3(PGEeKTHBHO OOIIAThCSA C KOJIICTaMH,
PYKOBOJICTBOM, ITOTPEOUTEIISIMH.

OK 12. CoOmonath NEHWCTBYIOIIEE 3aKOHOAATEIILCTBO M 00S3aTeNbHBIC TpeOOBaHUS
HOPMATUBHBIX JOKYMEHTOB, a TaKXKe TPEOOBaHUs CTAaHIAPTOB, TEXHUYECKUX YCIIOBUH.

1.4. KonuuecTBo 4acoB Ha 0cBOeHME IIPOrPAMMBI U CIMILIHHDI:
MaKCHMaJlbHast yuyeOHast Harpy3Kka CTyJeHTa - /8 4acoB, B TOM YHCJIE:
oOsi3aTenpHasl ayAWTOpHAs ydeOHas Harpyska - 52 yacos;
B TOM YHCJIe TIPAKTHUYCCKUX 3aHATHi - 10 yacos

BHEAYIUTOPHOU CAMOCTOSATEIILHOM paboThI CTyIeHTA - 26 4YacoB.



2. CTPYKTYPA U COJAEP)KAHUE YUYEBHOW JUCIUATLIAHBI
2.1. O6beM yueOHOMH AMCHUILINHBI M BBl Y4eOHOH padoThl

Buja yueOHoii padoThI Oo0bem
4acoB
MaxkcumaJjibHasi ydeOHast HAarpy3Ka (Bcero) 78
Oos3aTeibHAsA ayIMTOPHAsA yueOHas1 Harpy3Ka (Bcero) 52
B TOM YUCIIE:
MPAKTUYECKHUE 3aHATHS 10
KOHTPOJIbHBIE PAOOTHI
BueayauTopHasi camocTosiTeibHast padoTa (Bcero) 26

B ToMm uuce:

CocraBieHne TeMaTHUYeCKOro KpoccBopaa

Hanucanue pedepara

CocraBienue u  odopmieHue JIOKYMEHTOB, oopmienne
PEKBU3UTOB

KoncrpynpoBanue 6;1aHKOB Opranu3anui

[IpomexyTrouHas aTrTectanus B popme A3




2.2. TemaTH4YecKHH NJIAH U COepP:KaHUe YUeOHO U CIUNIMHBI JOKYMEHTAIIMOHHOE OBECIIEYUEHME YIIPABJIEHUSA

HaumenoBa Conep:kanue y4yeOHOro MaTepuaJsa, 1ad0paTopHble U MPAKTHYECKHE PAadoThI, 0obem Yposen
HUeE caMoCToOsITeJIbHAs padoTa 00yUYaliuxcsi, KypcoBasi padoT (IpoekT) (eciu 9ACOB b
pa3/iesioB u npeoycmompeHvl) OCBOEH
TeM usi
1 2 3 4
Paszgea 1. 60
JlokyMeHTalmoHHOe
obecrieueHue
yIpaBiIeHUs
Tema 1.1. Coaep:xanue yueOHOro MaTepuaJia 8
OcHoBHble IOHATHA | 1 | BBegeHue B AUCHUILIMHY. 2 1
JOKYMEHTAIMOHHOTO Copepxannie yueOHOW JUCHUILTUHBI U €€ 33/1a4H, CBSI3b C IPYTUMU AUcCHUIUTMHaMU. McTopus
obecrnieueHus pasButud. 3amaun Kypca «J{okyMeHTaloHHoe obecrieueHne ynpasieHus». Kpatkuii 0630p
yIpaBICHUS JUTEepaTyphl U UCTOYHUKOB MO JaHHOMY Kypcy. [loHsTue, nienu, 3aa4uu U NpUHIUIIBI
nenonpousBoacTia. [TonsTue nokymenra. Kimaccudukaims J0KyMEHTOB.
2 | HopMaTuBHBIE TOKYMEHTHI [JIs1 BeJeHHUS 1eJI0NPOU3BOACTBA 2 2

HOpMaTI/IBHBIe OCHOBBI pa60TBI no JAeJonpou3BOACTBY. I[OJ'I)KHOCTHBIC HHCTPYKIHHU.
I[OJ'I)KHOCTHLIC HHCTPYKIIMU pa6OTHI/IKOB. OCHOBHBIC TTOJI0XKEHHUS T10 JAOKYMCHTHPOBAHUTIO
ynpaBnqueCKoﬁ ACATCIIBHOCTH. yHI/Iq)I/IKaL[I/IH U CTaHAapTU3alud JOKYMCHTOB.

HpaKTI/I‘IeCKOC 3aHATHE

1 | CocraBnenue nepeyHst HOPMaTHUBHBIX JJOKYMEHTOB, PETJIaMEHTHPYIOLINX AEJIO0NPOU3BOICTBO B 2
OpraHu3aIuHg.
BHeayauTopHasi camocTosiTe/IbHAsA padoTa
1 | Cocrasnenne Tematnueckoro KpoccBop/a. 2
Tema 1.2. Copaepxxanue yueOHOIro MaTepuasa 16

TpeboBanus k 3 | O6mme TpedoBaHUs K 0OPMJICHHIO CJIYKEOHBIX JOKYMEHTOB. 2

odopMmIIeHHIO I'OCT P 7.30 — 2003. PexBu3uthl fokyMeHTa: biank nokymenrta. Buael 6ankos. @opmynsip

JTIOKYMEHTOB — o0Opaserr TI0KyMeHTa.
4 | PexBu3utsl 1okyMeHTOB. [IpaBuna odpopmienus. 2 2

I'ep0, ombOeMa, HanMEHOBaHKE aBTOPa JOKYMEHTA, CIIPABOYHBIX JaHHBIX 00 OpraHu3aIuy —
aBTOPA, 1aTa U PETUCTPALMOHHBIA HOMEDP TOKYMEHTA, CChIIKA HA PETMCTPAlMOHHBINA HOMED U
AaTty JOKYMCHTA, COTJIAaCOBAHNUEC JOKYMCHTOB, MIOAIINCAHNUC U YTBCPKACHUC JOKYMCHTOB.
ITeuats. 3aBepuieHue Konui. 3aroJoBoK. OTMETKH Ha JOKYMEHTE: O HAIMYUH PUIOKEHUS, O




IMOCTYINNICHHUH, JJI1 aBTOMATHYCCKOI'0 ITOMCKAa JOKYMCHTA, PE€30JII0LHA, O KOHTPOJIC, 00
HCIIOJIHEHUHW JOKYMCHTA U HAIIpaBJICHHUH €TI0 B JI€JIO0, (baMI/IJ'II/IH HCIIOJTHUTEIIA 1 HOMED €T0

| Tenedona. pasuna opopmiieHust.

IIpakTn4yeckoe 3ansiTue
2 | OdopmiieHre PEeKBU3UTOB JOKYMEHTOB, Pa3MelIaeMbIX Ha MOJIE YIIIOBOTO M MPOAO0IBHOTO 2
LITaMIOB, Ha paboueM IoJie JOKyMEHTAa.
3 | KoncTpyupoBaHie OCHOBHBIX OJIaHKOB KOHKPETHBIX OpraHU3aIUi. 2
KontpoabsHasi padora Ne 1 o remam 1-2 2
BHeayauTopHas camocTosiTeJibHas padora
2 | OdopmiieHre PEKBU3UTOB OPTaHU3AINI 1 TPEANPHUITAN Pa3INYHBIX BHIOB COOCTBEHHOCTH. 4
3 | KonctpyupoBaHue JONOJHUTEIbHBIX OJAHKOB KOHKPETHBIX OpraHu3aLui. 2
Tema 1.3. Coaep:xxanue yueOHOro MaTepuaJia 20
Cucrema 5 | Opranu3anuonnbie 1okyMeHThI. [IpaBuiia opopmiienns. OpraHu3alOHHBIE TOKYMEHTHI: 2
OpTraHU3aIOHHO — yCTaB, OJIOKEHUS, HHCTPYKIMH. PEKBU3UTHI OpraHn3allMOHHBIX TOKYMEHTOB. [IpaBuia
pacropsIuTeaIbHON oopmienus 10KkyMeHTOB. PacnopsiaiuTebHbIe JIOKYMEHTBI: IOCTAaHOBJICHHUS, pEIICHUs,
JOKYMEHTAIIUU MIPUKa3bl, paCIOPSDKEHHSI, yKa3aHus, TpoTokoisl. [lpaBuiia odpopmiienus
pacnopsiAuTeJbHBIX IOKYMEHTOB.
6 | NudopmauuoHHO — cipaBo4YHbIe NoKyMeHThI. [IpaBuia opopmiienns nuHpopManmoHHO 2
— CIPaBOYHBIX JOKYMEHTOB. AKT, JIeJIOBO€ IMCbMO, (haKc, CrIpaBKa, JOKJIAAHAs 3alUCKa,
norosop. [IpaBuiia ohopMiIeHHsI JOKYMEHTOB 110 JMYHOMY COCTaBy. 3asBlIE€HHE, PE3IOME,
aBTOOMOrpadus, paclucKka, JTMUHas JOBEPEHHOCTb.
IIpakTHyeckue 3aHATHA
4 | CocraBneHue U 0(pOpMIIEHUE UHCTPYKIIHH. 2
5 | CocraBnenue u opopMiIeHUE TTPUKA3A. 2
6 | CocraBieHue 1 oOpMIICHHE JCITIOBOTO IMACHMA. 2
7 | CocraBienue u opopmIIeHHE 3asBIEHHs, aBTOOHOTrpaduu, pe3rome. 2
BHeayauTopHas camocTosiTeJIbHAsA padoTa
4 | CocraBneHue u opopMIIeHUE JOHDKHOCTHOM MHCTPYKLIMH 10 CIIEUAIBHOCTH B 3JIEKTPOHHOM 4
BUJIE.
5 | CocraBienue u opopMIICHHE PACTIOPSKEHUS B JICKTPOHHOM BH/IE. 2
6 | CocraBienue 1 0OpMIICHHE JOTOBOPA B 3JICKTPOHHOM BHJIC 2
Tema 1.4. Coaep:xxanue yueOHOIro MaTepuaJia 16
Opranuzanus 7 | Opranusanusi  padoThI ¢ JOKYMEHTaMH. JIoKyMeHTO000POT. Opranuzanus 2
paboThI C JIOKYMEHTOO0O0pOTa: IpreM, 00paboTKa, perucTpalus, KOHTPOJIb, XpPaHEHHUE TOKYMEHTOB.




AOKYMCHTaMH

Heno. Cucremarnzauusi U XpaHeHue nei. HomeHknatypa  jen. DIIEKTPOHHBII
JOKYMEHTOOOOPOT.

8 | DTranbl 00padoTKM M ABUKEHHUS JOKYMEHTOB. JJOKyMEHTONOTOKH: BXOJAIINE U UCXOISIINE, 2
BHYTPEHHUE IOKYMEHTHI. DTarbl 00paOOTKHU U IBUKEHHS TOKYMEHTOB.

IIpakTHuyecKkue 3aHATHS

8 | Perucrparus 1OKyMEHTOB B KAPTOYHOM KYpHAIBHOM, 3JICKTPOHHOU (hopmax. 2

9 | ®opmupoBanHue U OPOPMIICHUE ACTIa. 2

10| CocraBieHre HOMEHKIATYPHI JIE. 2

BHeayauTopHas camocTosiTeJibHas padora

7 | Hanmucanme pedepara no teme: «OrnepaTUBHOE XpaHEHUE TOKYMEHTOBY. 2

8 | CocraBieHrne HOMEHKIJIATYPBI 1€ MPEIOKEHHOTO TPEATIPHUSTHSA. 2

Kontpoabsnasi padora Ne 2 o remam 3-4. 2
MakcumanbHas yueOHAasi HArPy3Ka CTyJeHTa 78
Oobs13aTesqbHAs ayJUTOPHAS yueOHAsl HATPY3KA CTY/IEeHTAa 52
B TOM 4McJje NPAKTHYECKUX 3aHATHI ;g

Bﬂeay)]nTopHaﬂ CaMOCTOATC/IbHAA pa60Ta CTya€eHTa

IIpome:xyTounasi arrecranusi B gopme /13




3. YCJIOBUS PEAJIM3ALIMU ITPOT' PAMMBI JIMCHMIIJIMHBI

3.1. MaTepunaabHo-TexHMYECKOE 00ecTeueHne
Peanuzarus pabodeit mporpaMMpl yaeOHOHM AUCIUIUITMHBI 00€CTIEUNBACTCS HAIMYMEM Y4eOHOTO
kaOuHeTa JJoKyMEeHTallMOHHOIO 00€eCIIEUeHHsI YIIPaBICHUSI.

Oo6opynoBanue yueOHOro kabumHera J[OKyMEHTAIIMOHHOTO 0OECTICUCHUSI YITPABICHUS:
- M10Ca/I0YHbIE MECTa MO KOJIMYECTBY CTY/ICHTOB;

- paboyee MecTO MpernoaBaTes;

- KOMILJIEKT OJIAaHKOB JIOKYMEHTOB;

-y4eOHO-METOANYECKUI KOMILIEKC JIJIsl CTY/ICHTOB: yueOHOe TocoOue

«/lokyMeHTallMOHHOE OOECIeYeHHE YIPaBJICHUSA», MOCOOHME 1O OpraHU3aIMd BHEAYIUTOPHON
CaMOCTOSITENTLHOM pa0OThI; KOMIUICKT KOHTPOJIBHO-OIICHOYHBIX CPEACTB IO JUCIUIUIMHE
«/loxyMeHTanmoHHoe o0ecreueHue yrpaBICHUS.

TexHuyeckue cpeacTBa 00y4YeHHs: KOMIBIOTED, MYJIbTUMEIUINHBIA MPOCKTOP, MPOTPAMMHOE
obecneuenue: Microsoft Office, MyTest.

3.2. Undopmannonnoe odecnevenne odyuenus. Ilepeuens yueGnbIx uznanmii, AaTepuer-
pecypcoB, I0NIOJTHUTEIbHOM JUTePaTyphI

OCHOBHBIE UCTOUYHUKH:

e [lerpoa I.B. IIpaBoBoe u [MOKyMEHTalMOHHOE oOecrneueHne MpoPecCHOHaATHHON
nestenbHocTh. YueoHuk qist CITO. — M.: Axkagemus, 2018

e Bapmyan B.B. JlokymenrannonHoe obecnieuenue ynpapieHusi (CIIO). Yuebuuk. — M:
FOcTumus, 2018

® bacakoB M.M. JlokyMeHTanMOHHOE oO0OecrieueHue ympasicHus (C  OCHOBaMH
apxuoBeaenust) (ans CI1O u HITO) YueGnoe nocodue. — M.: KuoPyc, 2018

e [lmenko A.B. JlokymMeHTanmoHHOE oOOeCIeUYeHUe yIrpaBicHUs. YUYeOHHK.- M.:
Axanemus, 2017

e bacakoB M.U. JlokymMeHTanMOHHOE oOecredeHue yrmpaBieHuss (C  OCHOBaMHU
apxuoBenenust) (ans CI1O u HITO) Yye6noe nocodbue. — M.: KuoPyc, 2016

e Mensenesa H.I'. [lenoBast kyneTypa (12-e u3m., crep) yuebnuk mis CIIO commanbHO
SKOHOMHYECKHX aucuuiuind. — M.: M1 Axagemus, 2014

I[OHOJ'IHI/ITCJ'ILHHG HCTOYHUKU:

e bacakos M.U. [lenonpousBoacTBo ([lokyMeHTaIllMOHHOE oOecrieueHre yIpaBleHus Ha
ocHoBe ['OCT P.6.30-2003) YueGnoe nocodue, M3znanue 6- €. -M.: "lamkos u K*",
2008

e bacakoB M.U. [lenonpousBojctBo. — M.: Jlamkos u K, 2006
e bacosckas E.H. [lenonpounsBoactBo. — M.: Akanemusi, 2005

e Kimmenko C.B. JIokyMeHTHpPOBaHKE YIIPABICHYECKON IEITENBHOCTH. — M.:
Axanemkaura, 2005

10



® DddexrtuBnoe aenonpousBoactBo/ KiokoB U.B., Iltammuckuii B.C./ koMmakT-auck,
2008

e BgeneHue B crenuanbHOCTh JIOKYMEHTOBEJCHHE M JOKYMEHTAIIOHHOE OOecIieucHue
ynpasnenus/ Kysnenoa T.B./ cnemmansrocts 032001.65. YyeOHoe mnocobue Ha
anekTpoHHOM Hocurene, 2006

® VmpaBlleHHE INEPCOHAIOM. IHCTpyMEHTBI pPYKOBOAMTENSA. YIpaBiasid C JQyLIOH.
DNeKTpOHHBIN cipaBouHuK, 2004

Nurepuer-pecypc:

® Poccuiickas razera. — Pexxum nocryna: http//www.rg.ru / sujet /671.htm |
® http://kooB.ru/ - aeKTpoHHAsI OMOINOTEeKA

e http://elibrary.ru/ - HayuHas s;mexTpoHHast OHMOIMOTEKA

11
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4, KOHTPO.JIb U OLIEHKA PE3YJIbTATOB OCBOEHUSI
JNCHUIIVIMHBI
KoHTpoJIb ¥ OLeHKa Pe3yIbTaTOB OCBOCHUS JUCLMILIMHBI OCYIECTBIISIETCS IPENOAABATEIEM
B IIPOLIECCE MPOBEIACHUS MPAKTHUECKUX 3aHATHUH, BBHIIOJHEHUS KOHTPOJIBHON pabOoThI, a TaKkxke
BBINOJIHEHUS CTYICHTaMU CAMOCTOSITEIIbHBIX BHEAYJUTOPHBIX paboT.

Pe3yabTarsl 00yyeHus
(ocBOEHHBbIE YMEHMSI, YCBOCHHbIE 3HAHMS)

®opMBbI M METOAbI KOHTPOJIS ¥ OLlEeHKH
pe3yJbTaTOB 00yUYeHHUs!

OCBOECHHbBIE YMEHUS:

0pOpPMIIATH TOKYMEHTALMIO B COOTBETCTBUH C
HOPMAaTUBHOM 0a30ii, B T. 4. C HCIIOJB30BAaHHEM
MH(POPMALIMOHHBIX TEXHOIOTUH;

Onenka pe3yJIbTaTOB BBITIOJIHEHHS
npaktuueckux pador Ne 4,5,6,7,10. Ouenka
pEe3yJIbTaTOB  BBINIOJIHEHUS BHEAYIUTOPHOM

camMoCTOosITeNIbHOM paboTer Ne 4,5,6,8.

OCBaMBaTh TEXHOJOTMH AaBTOMATU3UPOBAHHON
00pabOTKM JOKYMEHTAIIHH;

Onenka pe3yNIbTaTOB BBIMIOJTHEHUS
npaktuyeckux pabor Ne 3,8,  Ouenka
pe3yJIbTaTOB BBITIOJIHEHUS! BHEAYIUTOPHOM
caMOoCTOATeNIbHON paboThl Ne 3.

Onenka pe3yNbTaTOB BBITTOJIHEHHUS
UCIIONIb30BaTh  YHU(PUIMPOBaHHBIE  (opMbl | pakTUueckux pador Ne 4,5,6,7. Ouenka
JIOKYMEHTOB; pe3yJIbTATOB BBHIIIOJIHEHUS! BHEAYAUTOPHBIX
CaMOCTOSITEIILHBIX paboT Ne 4.5,6.
Ouenka pe3yabTaTOB BBITIOJTHCHUS
OCYILECTBIIATh XPAHEHUE U TIOUCK JOKYMEHTOB; | pakTuyeckux pador Ne 9, 10. Ouenka
pE3YJIbTATOB BBHITIOJHEHUS  BHEAYIUTOPHBIX
CaMOCTOSTENIbHBIX paboT Ne 7,8.
UCIIONIb30BAaTh  TEJICKOMMYHUKAIMOH-  HbIe | OleHka pe3yNbTaToB BBITTOJIHEHHUS
TEXHOJIOTHH B JIEKTPOHHOM | MpakTH9IecKoil paboTsl Ne 8.
JIOKYMEHTO000pOoTE.
OcBoeHHBIC 3HAHUSA:
Ornenka pe3yNnbTaToOB BBITTOJTHEHHUS
OCHOBHBIC TTOHSTHS: 1[EJIU, 3aJIa4H U MPUHIIAITBI | KOHTPOJIbHOM paboTel Ne 1: BbImonHeHUe
JIEIIONPOU3BOJICTBA; 3aJJaHMii B TECTOBOH (opMe.
Ornenka pe3yIbTaTOB BBITIOJTHEHUS
npakTrudeckoi pabotel Ne 1. Onenka
pEe3YJIbTATOB  BBITIOJIHEHUS BHEAYJIUTOPHOU
caMocTosiTeNIbHON paboThl Ne 1.
Ornenka pe3yIbTaTOB BBITIOJTHECHUS
OCHOBHBIC  TMOHATHS  JOKYMEHTA-I[HOHHOTO | KOHTPOJbHOM paboTel No 1: BBIOJHEHHE
oOecrieueHus yrpaBieHUs; 3a/laHui B TECTOBOI opme.
Ouenka pe3ynbTaToB BBITIOJTHEHUS
npaktuueckod  paborer Ne 1.  Ouenka
pE3yNbTaTOB  BBIMIOJIHEHUS BHEAyIUTOPHOU
camocTosITeNbHOM paboThl Ne 1.
Ornenka pe3yIbTaToB BBITTOJTHEHHUS
CUCTEMY JOKYMEHTAIIMOHHOTO oOOecredeHus] | KOHTpOoJabHOH paboTel Ne 1: BeIonHeHHE
YIIPaBICHUS 3aJJaHUii B TECTOBOH (opMme.
KJIacCU(PUKAIUIO TOKYMEHTOB; KonTtponpHast pabora Ne 2:  BBINOJIHEHUE
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3aJlaHuil B TECTOBOH (opme.

Ouenka pe3yIbTaTOB BBITIOJTHCHUS
npaktTuieckux pador Ne 4,56,7. Oruenka
pPe3yIbTAaTOB BBITIOJHEHUS BHEAYIUTOPHBIX
CaMOCTOSTENbHBIX paboT Ne 4,5,6.

TpeOOBaHMS K COCTABICHHIO U 0(POPMIICHHUIO
JOKYMEHTOB;

Ouenka pe3yabTaTOB BBITIOJTHEHUS
KOHTPOJIbHOH paboThl Ne 2: BBINOJTHEHUE
3aJjaHMii B TECTOBOH (popMme.

Onenka pe3yNIbTaTOB BBITTOJIHEHHUS
npaktudeckux pabor Ne 2.3, Onenka

PE3yJIbTATOB BBIMOJIHCHUST BHEAYAUTOPHBIX
CaMOCTOSITeNILHBIX paboT Ne 2,3.

OpraHM3alMIl0  JIOKYMEHTOOOOpOTa:  IIPUEM,
00paboTKy, perucTpaimo, KOHTPOJIb, XpaHEHHE
JOKYMEHTOB, HOMEHKJIATYpY JIElI.

Onenka pe3yNIbTaTOB BBITOJIHEHHUS
KOHTPOJbHOU paboTel Ne 2: BBINOJIHEHHE
3a/IaHHi B TECTOBOM (popme.

Ouenka pe3yabTaToOB BBITIOJIHEHUS
npakthyeckux pabor Ne 8,9,10. Ouenka
pe3yJIbTaTOB  BBINOJIHEHUS] BHEAYAUTOPHBIX

CaMOCTOSATENIbHBIX paboT Ne 7,8.
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5. UBMEHEHMSI, BHECEHHBIEB PABOYYIO IPOT'PAMMY

Ne Ha3Banue TeMbl BHeceHbI auaaKkTndeckne | MckiaroueHbl
w/n eIMHULIbI AUAAKTHYECKHUE
eIMHHIIbI

1 | Temal.l. Teoperuueckoe 3anstue Ne 1
OcHoBHbIE [lonstue

HIOHSTH JIOKYMEHT
s JOKYMCHTAallMOHHOT' O a. Kimaccudukanus 10KyMEHTOB.
obecnieuenus ynpasieHus | [Ipaktuueckoe 3anatue Ne 1
CocraBnenue
HepeyH
o
HOPMAaTHUBHBIX
JIOKYMEHTO
B, PEJIAMEHTHPYIOLIUX
JIeJIONPOU3BOJICTBO B
OpraHu3aIMH.

2 | Tema 1.2. Teopernueckoe 3anarue Ne 3
TpebGoBanust K Buner 6nankoB. Qopmynsp —
o(opMIIeHHIO JOKYMEHTOB | 00pa3el J0KyMeHTa.

Teopernueckoe 3ansarue Ne 4
PexBu3NUTHI TOKYMEHTOB.
[IpaBuna opopmieHus.
[IpakTnueckoe 3ansatue Ne 2
Odopmnenue
PEKBU3UTOB IOKYMEHTOB,
pa3MelaeMbIX  Ha
[I0JIE€ YTIJIOBOTO H
MPOJOIBHOIO IITAMIIOB,
Ha pabouem
T0JI€ IOKYMEHTA.
IIpakTnueckoe 3anarue Ne 3
KonctpynpoBanue
OCHOBHBIX
0JIaHKOB
KOHKDPETHBI
X
OpraHu3alnil.

3 | Tema 1.3. Teopernueckoe 3ansarue Ne 6
Cucrema Opranu3alMoHHO | MH(POPMALOHHO —

— pacnopsIuTEIbHON CIpaBOYHBIE
AOKYMEHTanuu JIOKYMEHTBI.

4 | Temal4. IIpakTyeckoe 3ansaTue Ne 8
Opranusauus paboThl  C | PermcTpanus JOKYMEHTOB B
JOKYMEHTaMu KapTOYHOI

YKYpPHAJIBHOI,
JIEKTPOHHOU opMax.
[IpakTnueckoe 3ansTue Ne 9
dopmMupoBaHue U

odopmiieHHE

Jena.
[IpakTrueckoe 3anstue Ne 10
CocraBiieHHEe HOMEHKJIATYPbI
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