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MPO®ECCUOHAJIBHBINA YYEBHBIN IIUKJI
OBHIIENTPO®ECCHUOHAJIBHBIE JTUCIHUITJIMHBI
OIl. 04 JOKYMEHTAIMOHHOE OBECIIEYEHUE YIIPABJIEHUSA
1. IACHOPT PABOYEM ITPOI' PAMMbI YUYESHOM JIUCIUILINHBI
1.1. Ob0aacTh npuMeHeHus1 padoyeil MPOrpaMmMbl

Pabouas nporpaMMa  y4eOHOW JUCHMIUIMHBI  «J/{oKyMeHTannoHHOe oOecrieueHue
ynpasienus» spisgercs dacteio [IIICC3 B coorBercTBUM ¢ ®I'OC mo cnenuansHoctn  38.02.04
«KomMepuus» (1o orpacjsim).

1.2. Mecro yuedoHoii aucuumiuabl B cTpykrype IIIICC3: obmenpodeccuonanpHas
JTUCHIUTUIAHA PO(ECCHOHANTBHOTO YUEOHOTO IHUKJIA.

Peanmzanus oOpa3oBaTenbHOrO TMpollecca IO JaHHOW JUCHMIUIMHE OOecreuuBacTcs
MeIarorHuYeCKUMH pabOTHUKAMHU KOJUIEIKA, COOTBETCTBYIONIMX KBATH(PHKAIIMOHHBIM TPEOOBaHUIM
npoeCCHOHATILHOTO CTaHAapTa, a TaKKe JIMIAMH, NPUBJICKAEMBbIX Ha YCIOBHSIX TPYIOBOTO
JIOTOBOpa, B TOM YHCJIC W3 JIMIA PYKOBOJIUTENCH W PabOTHUKOB OpTraHM3AIMi, HAIpaBICHHUE
JESATEIILHOCTH KOTOPBIX COOTBETCTBYET OO0JIACTH MPOPECCHOHATBHON MEATSIEHOCTH U UMEIOIIIX
CTak HE MEeHee 3 JIeT.

B ocBoeHuMH IUCHMIUIMHBI MHBAJIWJAMH M JIMLIAMU C OIPAHUYEHHBIMH BO3MOXHOCTAMHU
30POBbs OOJIBIIIOE 3HAYCHHE MMEET MHIMBUAyalbHas pabora. Ilox mHAMBHIyanbHOW paboToi
nojipazyMeBaeTcs JBe (OpPMBI B3aWMOJCHCTBUS C TpENojaBareieM: HHIWBUAyalbHas ydeOHas
paboTta (KOHCYIbTAllMN), T.€. JOMOJHHUTEIBHOE Pa3bsICHEHHE y4eOHOTO MaTepuasia U yriiyOlleHHOe
U3yyeHHe Marepuaja ¢ TeMH OOy4aroIlMMHUCS, KOTOpble B 3TOM 3aMHTEPECOBAHbI, U
UHAMBUyaJIbHAs BOCHUTarenbHas paborta. VHAMBHIyanbHble KOHCYJIbTAllUM IO TPEAMETY
SBJISIETCS BaXXHBIM (PAKTOPOM, CIIOCOOCTBYIOIMM MHAMBHUIYyaJIN3allMU OOy4EHHUS M yCTAHOBJIECHHUIO
BOCIIUTATEIbHOTO KOHTAKTa MEXJy IMpernojaBareileM U OOydalolUUMCs HMHBAJIUIAOM WU
00y4aromumMcst ¢ OrpaHMYEHHBIMA BO3MOKHOCTSIMH 3/10POBBS.

13. Heau w 3agaum y4eOHON TUCHUIUIMHBI — TPeOOBaHHS K pe3yJibTATAM OCBOEHHS
Y4eOHOM QMCUMILINHBI:

B pe3ynbraTe 0CBOGHUS TUCIUITIIMHBI 00YJaIOUIHics JOIKEH YMeTh:
- 0OPMIISITH B TIPOBEPATH MPABMIIBHOCTH O(POPMIICHHS JOKYMEHTAIIH B COOTBETCTBHUH C
YCTAQHOBJICHHBIMHM TpPeOOBaHUSAMHM, B TOM YHCIIE UCTIONb3YS HH(POPMAIIMOHHBIE TEXHOJIOTHH;
- IPOBOJUTH aBTOMAaTU3UPOBAHHYIO 00pabOTKY IOKYMEHTOB;
- OCYIIECTBJIATh XpPaHEHUE U MTOUCK JOKYMEHTOB;
- HCTIOJIH30BATh TEIICKOMMYHHUKAIIMOHHBIE TEXHOJIIOTHH B AJIEKTPOHHOM JOKYMEHTO000pOTE.
B pe3ynbraTe 0CBOGHUS NUCIHUILIMHBI 00YYalOLIHics JOKEH 3HATD!
- OCHOBHBIE MOHATHUSA: EJIU, 3aJ1a41 U MPUHIIMIIBI TOKYMEHTALMOHHOTO 00eCTIeYeHNUs
YIpaBJICHHS;
- CUCTEMBI TOKyMEHTAIIMOHHOTO 00eCIIeYeHUs YIIPABICHUS, UX aBTOMAaTH3AIIHIO;
- KTacCHu(pUKAINIO JOKYMEHTOB;
- TpeOOBaHUSI K COCTABJICHUIO M O(POPMIICHUIO IOKYMEHTOB;
- OpraHu3aluio JOKYMEHTO0OOpoTa: mpueM, o0O0paldOTKy, PpEerucTpalio, KOHTPOJb,
XpaHEeHUE TOKYMEHTOB, HOMECHKIIATYPY IeJ;
1.4. Ko1n4ecTBO 4acOB HA OCBOCHHE NPOTrPaMMBbI M CHMIIIMHbI:
MaKCHMaJIbHOM yueOHOU Harpy3ku oOydaromierocs 57 4acoB, B TOM YHCIIE:
00s13aTeNbHON ayIUTOPHON yueOHOM Harpy3ku odydatomierocs 38 vaca;
caMOCTOATENIbHON paboThl oOyuatomierocss 19 yacos;



IIpakTH4eckas noaroroska 20 gacos.

2. PE3YJIbTAT OCBOEHMS YYEBHOM JUCHUILIVHBI

JucuumuvHa HampaBieHa Ha (GOpPMHpPOBaHHME OOMUX U HPOQPECCHOHATBHBIX

KOMIIETEHIIUN:

OK 1.

[ToHuMaTh CYIIHOCTP M COIMAJBHYIO 3HAYMMOCTh CBOeH Oyaymieil mnpodeccun,
MPOSIBJISITH K HEM YCTOWYUBBIN MHTEPEC.

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO JEATEIBHOCTh, OMPENCNIATh METOJAbl H CIOCOOBI
BBITIOJTHEHUS TPOECCHOHANBHBIX 3a/1a4, OEHUBATh X A3(P(HEKTUBHOCTH U KAUeCTBO.

OK 3. [IpuHuMaTh pemieHuss B CTaHJAPTHBIX M HECTAHJAPTHBIX CUTYaLMSIX W HECTH 3a HUX
OTBETCTBEHHOCTb.

OK 4. OcymiecTBiATh MOUCK W  HWCHOJb30BaHWE WHPOpPMALMK, HEOOXOIUMOU IS
3¢ (}HEeKTUBHOTO BBINOJHEHUS TPO(ECCHOHATBHBIX 3a7a4, MpOo(ecCHOHATBHOTO U
JUYHOCTHOTO Pa3BUTHSL.

OK 6. PabotaTh B KO/UIEKTHBE U KOMaH e, 3(P(HEKTUBHO OOIIATHCS C KOJUIETaMu,
PYKOBOJICTBOM, IOTPEOUTEIISIMHU.

OK 12. CobmoaTh  JEHCTBYIOIIEE 3aKOHOAATEIBCTBO M O0s3aTeNbHBIE TpeOOBaHUS
HOPMATHBHBIX JIOKYMEHTOB, & TAK)Ke TPEOOBAHUS CTAHAPTOB, TEXHUIECKHX YCIIOBHIA.

IIK 2.2. | OdopmnsaTh, NPOBEPATh  HPABHIBHOCTH COCTAaBICHMSA, OOECICUMBATh XpaHEHHE

OpraHnu3allOHHO-PACIIOPAAUTCIIBHBIX, TOBAPOCOIIPOBOAUTCIIBHBIX u HWHBIX
HCO6XOI[I/IMBIX JOKYMCHTOB C UCITOJIb30BAHUCM aBTOMATMBUPOBAHHLIX CUCTEM.




3. CTPYKTYPA U COAEPXKAHUE YYEFHOU JUCITATLIAHBI

3.1. O0beM y4ueOHOM TMCHUIIMHBI M BUIbI Y4eOHOH padoThI

Bun yueOHo# padoThI Oovem uacos
MaxkcumaJjibHasi yueOHasi Harpy3ka (Bcero) 57
O0s3aTesIbHAsE ayJUTOPHasl yueOHasi Harpy3Ka (Bcero) 38
B TOM YHCIIE:
- TEOpETHYECKOe 00yueHne 26
- IPAKTUYECKHUE 3aHATH 12
- KOHTPOJIbHBIE pabOTHI
CamocrosiTesibHas padoTa o0y4yarierocs (Bcero) 19
B TOM YHCIIE!
-pedeparuBHas padbora
-MHJIMBUTyaJIbHBIC 3a/IaHuUs
IIpakTryeckas moaroToBKa 00y4Jaromerocs 20
HUmoeosas ammecmayus 6 hopme Oughghepenyuposannozo 3auema




3.2. [IpuMepHbIii TeMaTHYECKUI IVIAH U coJiepkaHue YueOHoi JucuuIiuiuabl JOKYMEHTALIUOHHOE OBECIIEYEHUE

YIIPABJIEHUA

HaunmenoBanue
pa3esioB U TeM

Conep:xanue yueOHOro MaTepuasa, JJadoparopHbie padoThl M NPAKTHYECKUE 3aHATHS,
caMoCTosiTeJIbHAsE padoTa 00y4arIMuXCs

IIpakTu
yecKas
MOAroTo
BKa

Oo0Lem
4acoB

1

2

3

Tema 1.1.
JloxkymeHnTupoBanue
yIPaBIECHYECKON
JIEATEIIbHOCTH

BBenenue. 3HaueHue U cojep)kaHue AUCUUILIMHBI «JlOKyMEHTAalMOHHOE OOecreueHHe YyIpaBIeHUs
(AOY)». OcHoBHbIE IIOHSATHE TEPMHUHOB JHOVY: «TOKYMEHT, «TIOKyMEHT0000pOT»,
«IOKYMEHTUPOBAaHUE»,  «JIEJIONPOU3BOJICTBO», «JIOKYMEHTAlUOHHOE OOecreueHue yrpaBlICHUS,
«QJEKTPOHHBIM JTOKYMEHT», «3JIEKTPOHHOE JIOKYMEHTHUPOBAHUE», «JIEKTPOHHBIN JOKYMEHTOOOOPOT).

Ienu, 3a1a4u ¥ MPUHIIKIIBI ACIONPOU3BOACTBA. 3anaun 1 TexHonoruu JJOY.

@OyHKIMM ~ JOKYMEHTOB:  MH()OpPMALMOHHAs, yIpaBleHYecKas, KOMMYHHMKaTHBHa,
OpraHu3allOHHasl, UCTOpUYECKas, KyabTypHas U 1.p. Knaccupukanus 10KyMeHTOB.
PexBusut, popmyisap, hopmynsip-obpasen qokymenTa. [loHsTHE «CHCTEMa JOKYMEHTAIHI.

IIpaBOBasd,

YHudukanus 1 cTaHaapTU3aIus yIpaBiIeHUECKUX TOKyMeHTOB. [loHsTHE «yHU(UIIMPOBAHHAS CHCTEMA
nokymentaiuu». CocraB  YC/:  opranuzauuvonHo-pacnopsiautensHas  (YCOPJ),  oruérHo-
CTAaTUCTUYECKas, IEpBUYHAs, yueTHas, (UHAHCOBAs, IOTOBOPHO-TIPABOBAS U JIP.

TpeboBanust K cOCTaBICHUIO U O(POPMIICHUIO JOKYMEHTOB.
[lonsitue Onanka. Bunpl OnankoB. TpeOoBanusi k OylaHKaM JOKYMEHTOB M HX IPHUMEHEHHUE IIpH
IIOATOTOBKE JOKYMEHTOB.

CamocrosiTesibHas padoTa:
Joknanel mo Teme: Mcropust pa3BUTHS JI€TOMPOU3BOJICTBA

Tema 1.2. Cuctema
OpraHU3alMOHHO -
pacnopsaIuTEIbHON
JIOKYMEHTAIUH.

5

YHu¢unupoBaHHas cucreMa OpraHU3allOHHO - pacnopsautenbHoil jokymenTtanuu (OPD). T'OCT na
OPJl. Knaccudpukamuss OPJl: opraHM3alliOHHbIE JOKYMEHTBI, pPaCHOPSAMTENbHbIE, CIPAaBOYHO-
nH(pOpMaLIMOHHBIE, CITy’KEOHbIE TUChMA.

Cucrema paCHOpﬂ,[[I/ITeHBHOﬁ JAOKYMCHTAIIUU. PaCHOpH,Z[I/ITCJIBHBIC JAOKYMCHTBI, MU3OaBACMbIC Ha
HU3JaBacMbIC B YCIIOBHAX CAWHOJIIMYHOTO MNPHUHATUA PCIICHUA: MPUKA3BI 110 OCHOBHOI JACATCIIBHOCTH,
PaCliopsA’KCHUS, YKa3aHUs. PaCHOpH,Z[I/ITeJ'IBHBIC JOKYMCHTBI, M31aBAa€MbIC Ha OCHOBC KOJIJICTHAJIbHOCTH .
ITOCTAHOBJICHU A, PCHICHUA

Cucrema HMHQOPMAIIMOHHO-CIIPABOYHON JOKyMeHTauuu. MHQOpMaIMOHHO-CIIPaBOYHbIE JOKYMEHTHI:
aKT, JOKJIAIHas 3alKCcKa, CIIy)KeOHas 3alucKa, OObsICHUTEIbHAsL 3aMKCcKa, CIpaBKa.




8 | CnyxeOnbie mcbMa. Kraccuukanus — IeT0BOM  KOPPECHOHACHIMH: TapaHTUMHOE  IMHCHhMO,
COIPOBOUTENILHOE, MMChMO-TPEOOBaHNUE, MMCHMO-COOOIIEHUE, MUCHMO-TIOATBEPKACHHUE U T.1I.

IIpakTuyeckoe 3ansiTue Ne 1
HOI[I‘ OTOBKA OpTraHHU3allMOHHBIX JOKYMCHTOB IIPCATIPUATUA

IpakTnyeckoe 3ansitue Ne 2
IToaroroBka pacriopsIAUTENBHBIX TOKYMEHTOB IIPEANIPUATHS

IIpakTnyeckoe 3ansaTue Ne 3
ITonroToBka Je10BOM KOPPECHOHICHIIUU IPEAIIPUATUS

CamocrosiTesibHas padora:

«Co3anve OpraHu3alMOHHbIX JOKYMEHTOB).

[ToaroroBka Ipe3eHTaLHM.

Jloknanel 1o Teme: Buapl ynpaBieHYeCKHX JTOKYMEHTOB

[Ipesenramu Ha Temy: «OdopmileHHE TOKYMEHTOBY.

OdopmiieHre pacnopsiAUTENbHBIX JOKYMEHTOB.

JlomamHee 3aganue: opopMIIeHHE PEKBHU3HMTOB, MPOSKTHPOBAHNUE OJIAHKOB.

Tema 1.3. 9 | Kommepueckue nucbMa. Busibl koMMepyeckux MUceM: MMUCbMO-3alpoc U OTBET Ha 3arpoc, odepra-
JloroBopHo- OTBET Ha 0(pepTy, aKIENT-OTBET O MPUHITUHN NpeaIoxKeHus. DopMyIsip KOMMEPUYECKOTO MHUChMa.
paBoBast TpeboBanus k cosiepkaHuio U 0POPMIIEHHIO KOMMEPUECKUX MTUCEM
AOKYMCHTAIINA 10 | ITonsitue noroBopa (koHTpakTa). Tunosas Gopma koHTpakTa. OCHOBHBIC pa3zeibl KOHTpakTa. JloroBop
apeH/ibl, KYIJIM MPOJaXH, MOCTaBKH, OKa3aHUS yCIyr U UX NOAroToBKa. OdopmiieHHe NPUIOKEHUS K
10roBopy. JloBEpEHHOCTH: pa3oBhIe, CIIEIHATIbHBIE, TeHepaabHble. O0pa3ibl JOBEPEHHOCTEH.
IIpakTnyeckoe 3ansaTne Ne 4
[TonroToBKa KOMMEPYECKHX TTHCEM
ITonroToBKa JOroBOPHO-MPABOBOM JOKYMEHTAIMH: JOTOBOPOB, TIOBEPEHHOCTEN
CamocrosiTesibHas padora:
Joknanel Ha Temy: OpraHu3zanus MH()OPMAIIMOHHO - CHPAaBOYHOW pPabOTHI.
Co3naHne OpraHW3alMOHHBIX JTOKYMEHTOBY.
ITonroroBka mpeseHTanuii. JlomamiHee 3aaHue: COCTaBlIeHHE TNPUKA30B M0 JUYHOMY COCTaBy M IO
OCHOBHOH HESITEILHOCTH
Tema 4. 11 | JoKyMEeHTONOTOKH, IHUPKYIUpylomKe B opraHuzanuu. OpraHusanus JOKYMEHTO000pOTa: IpHeM,
Opraam3anus 00paboTKa, perucrpanusi, KOHTPOJIb, XpaHEHHE IOKYMEHTOB, HOMEHKJIATypa [el. OJIeKTPOHHBIH
paboThI ¢ JOKYMEHT0000poT. Microp30BaHNe TEIEKOMMYHUKAIIMOHHBIX TEXHOJIOTUN
JOKYMEHTaMH 12 | Opranuzanust XxpaHeHus: TOKyMeHTOB. [IoOHATHA: «Ien0», «kHOMEHKIATypa Jemn», «HOpMUPOBAHHE JET».

Odopmnenne o6oxkn nena. DopmupoBanue u opopmiIeHUe aei.




13 | Opranuzanusi JTOKYMEHTOOOOpOTa: mpueM, o00padOTKy, pEeruCTpaluio, KOHTPOJIb, XpaHEHHUE
JOKYMEHTOB, HOMEHKJIATYpy Aei. HomeHkatypa aen. Buapl u coaepkaHue HOMEHKIIATYP JIeN, MOPSIOK
e€ cocraieHus. [loHsTHE «9KCIIEPTH3a IICHHOCTH JIOKYMEHTOBY». CPOKH XpaHEHHS JOKYMECHTOB.

IIpakTuyeckoe 3ansaTue Ne 5
O6paboTka BXOAAIICH ¥ HCXOIAIICH TOKYMEHTAIUH

CamocrosiTesibHas padoTa:
Jloknanpl Ha TEMY: apXMBHOE XpaHEHHE.
[ToaroroBka npe3eHTaIUN.

IIpakTuyeckoe 3ansiTue Ne 6
[ToaroroBka HOMEHKIJIATYPHI €I

CamocrosiTesibHast paboTa odyyarommxcs mo teme Ne 1.1

TBopueckas paboTa «bnaHku JOKyMEHTOB MpenpusaTus». [loaroroBka k 3aluTe oT4eTa 10 NPaKkTHUECKOH padore.
CamocTosTe/bHas padoTa odyqaroummxcs Mo Teme Ne 1.2

[ToaroToBka K 3amure OTYETOB IO MpakTUYecKUM paboram. MccnenoBarenbekas padora «OO0mue TpeOboBaHus K TEKCTY TOKYMEHTA.
Oco0eHHOCTH TEKCTa pacoOPIUTENIbHBIX JOKYMEHTOBY.

CamocrosiTesibHasi padoTa odyuaroumxcs mo teme Ne 1.3

[TonroToBka K 3amuTe OTYETOB IO MPAKTHIECKUM padoTam. MccnenoBarenbckas padora «CocTaBiieHUE TOBEPEHHOCTH Ha MTPAaBO
HOJIy4eHUs 3apabOTHON TIAThI»

CamocrosiTesibHast paboTa odyyaroummxcs no teme Ne 1.4

[ToaroToBka K 3amuTe OTYETOB IO NMpaKkTHUECKUM padoTaM. MccnenoBarenbekas padbota «OTBETCTBEHHOCTh 32 HEITPABOMEPHBIE
JIEICTBHS C JOKYMEHTaMU U HHQOpMaIMel B COOTBETCTBUU C YTOJOBHBIM KofiekcoM PdDy

Bcero:

20

60




4, YCJIOBUS PEAJIN3AIIMU YUYEBHOM JUCIHUIIJINHBI
4.1. TpeGoBaHHusi K MUHUMAJLHOMY MATePUAJIbLHO-TEXHUYECKOMY 00ecnevyeHuIo

HOxHo0-Ypanbckuii kojutex Ou3Heca AJis peaau3aluy y4eOHON AUCHUIUIMHBI pacioiaraet
MaTepHaIbHO-TEXHUYECKOM 0a30ii, HEOOXOJMMOH [T TPOBEACHUS BCEX BUIOB 3aHITUH,
npeaycmotpennbix [TITCC3.

O6opynoBanue yaeOHOro KabuHeTa!

— TI0CA/I0YHBIE MECTA MO KOJIMYECTBY O0YUaIOIINXCS;
— pabouee MeCTO IIpenoaBaTes.
TexHuueckue cpencTBa 00ydeHus:
— MYJIbTUMEIUNUHBIN TPOEKTOP;
— J0CKa;
— KOMIIBIOTED;

4.2. UndopmannoHHoe obecniedeHne 00yueHust
Ilepeyenb pexoMeHayeMbIX Y4eOHbIX u3AaHuii, W HTepHeT-pecypcoB, I0NOJHUTEILHOI
JINTEPaTypsbl

OCHOBHBIE UCTOYHHKH:
DJIeKTPOHHBbIE OHOJINOTEKHU:

1)IPRbooks

1. Ky3nenosa U.B. JlokymeHTanmoOHHOE OOECIICUeHHE YIIpaBleHUs [ DIeKTPOHHBIN pecypc]: yueOHoe
nocobue s CCY3oB/ Kysnemoa WM.B., Xawarpsu [.A.— DNeKTpOH. TEKCTOBBIC aHHBIE.—
Caparos: Aii [Tu Dp Menua, 2016.— 109 c.

2. PoxusitoBckas U.P. JlokymeHTanmmoHHOE oOectieueHue [ DIeKTPOHHBIN pecype] : yaeOHOe ocodme
/ N.P. PoxxHATOBCKasA. — DJIEKTPOH. TEKCTOBbIE TaHHBIe. — CuMdepornonb: YHUBEPCUTET SKOHOMUKHI
u ynpasienuns, 2016. — 104 c.

3. I'pozoBa, O. C. Jlenonpou3BoACTBO : yueOHOe mocodue A cpeiHero npodeccuoHanbHOro
obpazoanus / O. C. I'po3zoBa. — Mocksa : U3gatensctBo FOpaiit, 2021. — 126 c.

4.KazakeBuu T. A.JlokyMeHTaIlMOHHOE OOecTieueHue yrnpaBieHus: Y 4eOHuK U mpakTukym / KazakeBuu
T.A., Tkamuu A.W.. - M.: U3parensctBo HOpaiir, 2018. — 177c.

JlonoTHUTeIbHbIE UCTOYHUKH:

1)IOPAWT

1. IllyBanoBa H. H. JlokymeHTanuoHHOEe oOecreyeHre YIpaBlieHUs:YUYeOHUK M TPaKTUKyM /
[ysanosa H.H.. - M.: U3narensctBo IOpaiit, 2018. - 221 (Ilpodeccrnonansuoe oOpazoBaHme)
3.Abynanze JI. I'. JlokymMeHTaIIMOHHOE O0eCIIeYeHHe yIpaBIeHUs IEPCOHAIOM: Y YeOHUK U MIPAKTUKYM
/ Abynamze I.I'., Bempsokkuna W.b., Macnosa B.M.. - M.: UznatensctBo Opaiit, 2018. - 299
(ITpoeccronanbHoe 0Opa3oBaHuUe)

4.Ky3Hnernos WN.H. JokymeHTaloHHOE o0ecreyeHue ympasieHus. JlokymeHToo0OpoT U
JIEONPON3BOICTBO: YueOHuK u npaktukyMm / Ky3suemnos U.H.. - M.: UznatensctBo FOpaiit, 2017. - 477
(ITpodeccronanbHoe 0oOpa3zoBaHue)

5. Jloponnmna JILA. JloKyMeHTallMOHHOE OOECIieueHHEe YIpaBICHUS:YYCOHHK W TPAKTHKyM /
Hoponnna JI.A., Uputukosa B.C.. - M.: U3natensctBo FOpaiit, 2018. — 233

HNHutepHeT-pecypcesl

1. Enmnoe okHO mocTtyma K o0pazoBarenbHBIM pecypcam http://window.edu.ru/library

2. bubnuoteka yueOHOI 1 Hay4HOI auTeparypsl http://sbiblio.com

3. Xypnan "Jlenonpou3BoACTBO U JOKYMEHT0000pOT Ha mpeanpustun' hitp://www.delo-press.ru
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5. KOHTPOJIb U1 OIIEHKA PE3YJbTATOB OCBOEHUS YUEFHOM JUCIUILINHBI
KonTpoib W omeHka pe3yiabTaToB  OCBOEHUS  y4yeOHOM  JAMCUUIUIMHBI  OCYIIECTBIISETCS
IIPENOJABATENIEM B IPOLECCE IPOBEACHUSA IPAKTUYECKUX 3aHATUM, TECTUPOBAHUA, a TaKKeE
BBINOJIHEHUS 00Y4aIOUIMMUCS UHANBUAYAJIbHBIX 3a/laHUH, UCCIIEI0BaHUH.

DopMBbI U METOAbI
KOHTPOJISI ¥ OLIeHKH
pe3yabTaToB 00y4eHHsl

Pe3yabTarsl 00yyeHus
(ocBOeHHBbIE YMEHMHSI, YCBOCHHbIE 3HAHMS)

YMmern:

- 0pOpPMIIATH JOKYMEHTAIIMIO B COOTBETCTBUHM C HOPMAaTHBHOM 0a30if,
B T.4. UCIIOJIb3Ys HH(OPMAIIMOHHBIE TEXHOJIOTUY;

- OCYIIECTBIIATH aBTOMATH3aI1I0 00pabOTKU JOKYMEHTOB;

- YHUGUIUPOBATH CUCTEMbI IOKYMEHTAIINH;

- OCYILLIECTBJIATH XPAHEHUE U MIOUCK JOKYMEHTOB;
Tekyuuii KOHTPOJIb:
TECTUPOBAHUE, PE3YJILTATHI

- OCYHLICCTBJISATH aBTOMAaTU3alUIO O6pa6OTKI/I AOKYMCHTOB;

-UCIIOJIb30BATh TCICKOMMYHUKAIWMOHHBIC TEXHOJIOTHU B 3JICKTPOHHOM

IMPAKTUYCCKUX,
TOKyMEHTO000pOoTe; UCCIIEI0BATEIbCKUX U
3HaTB: TBOPUYECKUX paboT

- IOHATHE, LEJH, 3aJa4H U IPUHLHUIIBI AeJIONPOU3BO/ICTBA;
HUTOoroBbiii KOHTPOJIb:

- OCHOBHbIE MOHATHS JOKYMEHTAHOHHOTO 00ECIeUeH sl YIIpaBJICHUS; 9
muQepeHIIMPOBAHHBIN 3a4eT

- CUCTEMbI JOKYMEHTAIIMOHHOTO 00ECIICUEHHsI YIIPaBJICHUS;

- KJaccuUKAIUIO JOKYMEHTOB;

- TpeOOBaHUS K COCTABIICHUIO U O(DOPMIICHHUIO JOKYMEHTOB;

- OpraHMU3alKIo0 TOKYMEHTO000poTa: mprueM, 00paboTKa, perucTparus,
KOHTPOJITb, XpaHEHHE JOKYMEHTOB, HOMEHKJIATypa JIe.
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