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1. MACIHIOPT PABOYEM ITPOT'PAMMBI YYEBHOM JUCIUTLIMHBI
JJoxkymMeHTAaIMOHHOE o0ecnevyeHne ynpaBJjeHus

1.1. ObsacTh NpUMeHEHHUs TPOTPAMMBI

PabGowas  mporpamma  y4yeOHOW  JUCHMIUIMHBI ~ SIBISIETCS ~ 4YacThbl0  OCHOBHOM
npodeccuoHaIbHONW 00pa3oBaTeIbHON Tporpammbl B cooTBeTcTBUH ¢ PI'OC mo cnenuaibHOCTH
CIIO 40.02.01 «IIpaBo u opranu3anus COIMMATLHOTO 00ECIICYCHIS

[Iporpamma yueOHOW JTUCHUIUIMHBI MOXET OBbITh peaiu3oBaHa C [PUMEHEHHEM
JIMCTAaHIIMOHHBIX 00pa30BaTENbHBIX TEXHOIOTUI
1.2. MecTo AUCHUIVIMHBI B CTPYKTYpe OCHOBHOI mpodeccHOHAIbHONH 00pa3oBaTeIbHOI
nporpammbl: [IpodeccnonanbHble TUCIUTLINHBI
1.3. Henu 1 32124y JUCHUILIHHBI — TPeOOBAHUS K Pe3yJIbTATaM OCBOEHHS JUCHHUILINHBI:

— OK 01. Bribuparp cmocoObl pemieHust 3anad MpoecCHOHATBHONW AeATEIbHOCTH
MPUMEHHUTEIHHO K Pa3IMYHBIM KOHTEKCTaM.

— OK 02. OcymiecTBisTh NOUCK, aHAJIU3 U UHTEPIPETANIO HH(POpMAITUH, HEOOXOAMMO
JUIS BBIIOJTHEHUS 33/1a4 NMPOECCUOHATBHON ASITETbHOCTH.

— OK 03. IlmaaupoBaTh W peaau30BBIBaTh COOCTBEHHOE Npo(deccHOHaTbHOE U
JTUYHOCTHOE Pa3BUTHE.

— OK 04. Paboratp B KOJUIEKTHBE M KOMaHze, 3((EKTUBHO B3aWMOJICHCTBOBATH C
KOJIJIETaMH, PYKOBOJICTBOM, KJIIMEHTAMHU.

— OK 05. OcymiecTBidTh yCTHYIO U TUCbMEHHYI0O KOMMYHHUKAIIMIO HAa TOCYJapCTBEHHOM
a3pike  Poccuiickoil ®enepanuu ¢ y4eToM OCOOEHHOCTEM COLMAIBHOTO M KYJIBTYPHOI'O
KOHTEKCTA.

— OK 09. Hcnonb3oBaTh HWH(MOPMAIMOHHBIE TEXHOJOTHMH B NpodecCHOHATbHOM
JeSITeTbHOCTH.

— OK 10. Ilons3oBaThcs mpodeccCHOHANBFHOM JAOKyMEHTAllMel Ha TOCYJapCTBEHHOM U
WHOCTPAHHOM $I3BIKAX.

— OK 11. Hcnonws3oBaTh 3HaHUS 1O (PUHAHCOBOM TPaMOTHOCTH, IUIAHHPOBATH
MpEANPUHUMATENBCKYIO JESTEILHOCTh B IpodeccroHanbHol chepe

Kon Ymenus 3Hanus
ITIK, OK

OK 01 | pacno3naBath  3amadyy  W/WIK | aKTyaJbHBINA MPOGECCHOHATBHBIN U COUATBHBIH
npoOieMy B MPOPECCHOHATHHOM | KOHTEKCT, B KOTOPOM MPHUXOAUTCS padoTaTh M
W/WIA  COLIMAJbHOM  KOHTEKCTE; | )KUTh; OCHOBHBIE HMCTOYHHUKH HHPOpPMAIUH H
aHATM3UPOBaTh  3afady  W/WJIM | pecypchl Ui peHIeHWs 3aaad W m1pobieM B

HpO6HCMy n BBIACIIATH ec HpO(I)eCCI/IOHaJ'IBHOM W/Mu connaJibHOM
COCTaBHBIC qacCTHu, OMPCACIIATh | KOHTCKCTE,
9Tallbl pCHICHUS 3aa4U,; BBIABJIATH | AJITOPUTMBI BBITIOJTHCHH A pa60T

51 3¢ (HeKTUBHO UCKaTh | MPOQECCUOHANIBHON M CMEXHBIX 00JacTsIX;
UHpOpPMaLIHIO, HEOOXOAUMYIO JUIs | METOAbl  paboThl B NMpO(EeCcCHOHAIBHOW H
peleHus 3a1a4d W/Wik IpoOJieMbl; | CMEKHBIX — cepax; CTpyKTypy IUIaHa JUIs

COCTaBUTh IUIaH JIEUCTBUS; | PEIICHUs 3a/1a4; MOPSAJIOK OLIEHKU pe3yJIbTaTOB
ONpEAEITUTh HEOOXOUMBIE | PEIICHUS 3a1a4 npo¢eCCHOHATBHON
pecypchl; JeSITENLHOCTH,  METOJIOJIOTHYECKHE  OCHOBBI

BIIAJICTh AKTyaJIbHBIMA METOJIAMH | OPTaHU3AlMK M BEJACHUS OyXTaJITepCKOro ydeTa
paboTel B mpodeccHOHATBLHON U | B KPEAUTHBIX OpraHMu3alMsX; Kparkas
CMEXHBIX c(epax; peamn30BaTh | XapaKTEPUCTUKA OCHOBHBIX JJIEMEHTOB YYETHOU
COCTAaBJICHHBIM IJIaH; OLICHUBAThH | MMOJUTUKU KPEIUTHOW OpraHu3aluu.
pe3yJabTaT M TOCIEACTBUS CBOUX
JEUCTBUM (CaMOCTOSITENIBHO WM C
MOMOILIbIO HACTABHUKA)




OK 03

ONpCaACIIATh AKTYaJIbHOCTb
HOPMaTHUBHO-TIPAaBOBOM
AOKYMCHTAalIU B
pohecCuOHANBHON 1eATeIbHOCTH;
[IPUMEHSATD COBPEMEHHYIO
HAYYHYIO npodeccroHalbHYIO
TCPMHHOJIOTUIO; OMpCACIIATD u
BBICTpauBaTh TPaeKTOpUU
po(hecCHOHALHOTO PA3BUTHS U
camMo000pazoBaHus;
OpPUCHTHUPOBATHCA B IIJIAHC CYCTOB,
rpynnupoBaTh cyera OanaHca Mo
AKTUBY U IIaCCUBY, IPHCBaNBATb
HOMCpa JIMICBBIM CYCTAM.

coJlepKaHue aKTyaJIbHOM HOPMATUBHO-IIPABOBOM
JOKYMEHTallM¥; COBPEMEHHasi Hay4yHas U
npodeccuoHaIbHasi TEPMHUHOJIOTHS; BO3MOXKHBIE
TPAeKTOPUU NPOPECCHOHATBHOIO DPA3BUTUA U
caM000pa30BaHMUS; HOPMaTUBHO-TIPAaBOBOE
peryaupoBaHue  OyXrajaTepckoro ydyera B
0aHKax; MPUHIMIBI TOCTPOCHHUS, CTPYKTYPY H
coJiepyKaHue pazzenos I1aHa CYETOB
OyXTrajaTepcKoro ydeTa KpPEIUTHBIX
OpraHM3aluii, MOPANOK HYMEPALHMH JMIEBBIX
CYETOB.

OK 04 | opranu3oBbIBath paloTy | ICUXOJOTHYECKue OCHOBBI JESATEIIBHOCTH
KOJJIEKTUBA u KOMAaH[IBI; | KOJUICKTHBA, TICUXOJIOTUYECKHE OCOOCHHOCTH
B3aMMOJCMCTBOBATh C KOJUIErAaMH, | JIMYHOCTH; OCHOBBI IIPOEKTHOM AEATEIbHOCTH;
PYKOBOJICTBOM, KJIMEHTaMHU B XoJi¢ | QYHKIUU  TOApA3ICNCHUd  OyXraaTepcKou
npodeCCUOHATILHOM I TEIbHOCTH | CIYXKObl B KPEIUTHBIX OpPraHU3alusX.

OK 09 | mpumensts CpeACTBa | COBPEMEHHBIE  CpelIcTBa HM  YCTpOWCTBA
UH(POPMALIMOHHBIX TEXHOJIOTUH | nH(OpMaTU3alMK; TOPSIOK UX NPUMEHEHUS U
JUI pemieHus] IpoQecCHOHATIBHBIX | MPOTrPaMMHOE obecrieyeHne B
3ajay; UCI0Jb30BaTh COBPEMEHHOE | MPO(ECCHOHAIBHON JesITebHOCTH
IPOrpaMMHO€E 00€ecIIeYeHHEe

OK 11 | npe3seHTOBaTh HMJEM  OTKPBITUS | OCHOBBI (DMHAHCOBOM IPAMOTHOCTH; IIOPSAIOK
COOCTBEHHOTO zena B | BBICTPAUBAHUsI IPE3ECHTALIH.
npodeCCHOHATILHOMN IeSITETbHOCTH.

JInyHOCTHBIE pe3yJIbTaThl peaau3aluy MPOorpaMMbl BOCIIMTAHUSA
JIP 13 | MoTHBHpPOBaHHBINH K KaYECTBEHHOMY TPy
JIP 14 | Ymeronuii peannu3oBath JUACPCKUE KaYeCTBA HA TIPOU3BOICTBE
JIP 15 | OTKpBITHIN K TEKYIIUM M IEPCIIEKTUBHBIM U3MEHEHUSM B MUpPE TpyJla U podeccuit.
16 ['oToBBIll K mpodeccHoOHaTbHOM KOHKYPEHLMH W KOHCTPYKTHBHOM peakIuu Ha
JIP KPUTHUKY
JIP 17 ['nbko pearupyronyii Ha MosiBIIEHNE HOBBIX ()OPM TPYIOBOU IEATEIBHOCTH, TOTOBBIN

K UX OCBOCHHIO.

2. CTPYKTYPA U COJAEP)KAHUE YYEBHOM JUCIUIIJIUHBI
2.1. O0beM y4eOHOi TUCHMIJIMHBI U BH/IBI Y4e0HOM padoThl

Bup yue6Hoii padoTbl

O0neM yacoB

MakcumajibHas yueOHas Harpy3Ka (Bcero) 90
O0s3aTeqIbHAs1 Ay IUTOPHAsI y4eOHasi HATpy3Ka (Bcero) 14
B TOM YHCIIE:
JIEKIINU 10
NPAaKTUYECKHE 3aHATHS 4

CamocrosiTesqibHasi padora o0yyarouerocsi (Bcero) 76

Hrorosas arrectarus B popme

JuddepeHIIMPOBAHHOTO 3a4eTa




2.2. TemaTuveckuii IJIaH U coiep:KaHNe Y4eOHOH AUCHUTLINHBI -
JoxkymMeHTalIMOHHOE o0ecnevyeHre yIpaBJdeHust

HaumeHoBaHue Conep:xaHue yueOHOro MaTepuaJia, nNpakTHYecKkue padoTbl, CAMOCTOsATEIbHAsA padoTa O0bem YpoBeHb
pa3/1esi0B U TeM o0yyaommxcst 4yacoB OCBOEHHS
1 2 3 4
Brenenue Conep:xanue yueOHOTro MaTepuaJia 4
1 | 3nayeHue u cojaepkaHWE NUCUUIUIMHBIL. VcTOpus pa3BUTHUS JOKYMEHTAIIMOHHOTO OOecHedeHus 2 2
yrpaieHus: B cTpaHe. COBpeMEHHOE COCTOSIHUE JOKYMEHTAIIMOHHOIO OOeCIeUeHus yIpaBIeHHUS.
2 | OcHOBHbIC MOHATHS: JTOKYMEHT, MH(pOpMaIus, JOKYMEHTAIMOHHOE OO0ecleueHue YIpaBlICHUSI. 2
HopmaruBHo-nipaBoBasi 6a3a. JlokymeHTanmoHHoe o0ecriedeHre ynpasieHus. [ ocynapcTBeHHas
CUCTEeMa JJOKYMEHTAIMOHHOTO 00eCreYeHNs YIpaBJIeHUs
CamocrosiTesibHas padoTa 00y4yarommxcs 2
[TonGop u u3yvyenue yueOHUKOB, y4€OHBIX TOCOOU M HOPMATHUBHBIX JJOKYMEHTOB
Pa3nen 1 /lToxkyMeHTHpOBaHKE yIIPaBICHUECKOH 1€ATEIbHOCTH
Tema 1. Conep:xanue yueOHOTro MaTepuaJia 4
JokyMeHThl ¥ criocoObl | 1 | OCHOBHBIE CIIOCOOBI TOKYMEHTHPOBaHMs. MarepuanbHbie HocuTenn nHpopmarmu. Kinaccudukarms 2 2
JOKYMEHTHPOBAHUS JIOKYMEHTOB. BHUIBI TOKyMEHTOB.
2 | CoBpemeHHbIe TpeOOBaHMS K JOKyYMEHTaM, B T.4. K OJJeKTpoHHBIM. OOmepoccuiickue 2
knaccudukaropsl (OKY 1, OKIIO).

Tema 2. Conep:xanue yueOHOTro MaTepuaJia 2
YHaudukauus u CamocrosiTesibHasi padoTa 00yuyarommxcst 2
CTaHJapTH3AIHS 3HAKOMCTBO C HOPMATUBHBIMU JOKYMEHTaMH Y HU(DHUKAIMS U CTaHAAPTU3ALUS TOKYMEHTOB

JOKYMEHTOB.
Tema 3 Conep:xanue yueOHOro MaTepuaJia 4
PexBusutel 1 Onianku | PekBU3UTHI U OJIaHKU JOKYMEHTOB 2
JAOKYMEHTOB IIpakTuyeckas padora (B T.4. MpaKTHIECKasi TIOATOTOBKA) 2(2)
Pazpabotka (mpoekTupoBanue) 61anka opranuzamnun. M300pakeHne peKBU3HTOB.
CamocrosiTesibHasi padoTa o0ydarommxcs — moadop 06,J1aHKOB. 2
AHanu3 peKBU3UTOB JoKyMeHTa. M3o0pakeHne Makera OnaHka JIOKyMeHTa, oOmiero OJyiaHka
TPEIPUSATHS
Tema 4 Coaeprxanue y4eOHOro MmarepuaJia 8
OpraHu3annoHHO- 1 | OpraHu3anMOHHO-PACTIOPSIUTENIFHBIE JTOKYMEHTBI: TOHSITHE, Ha3HAYeHHWE, OCHOBHBIC BHJIBI 2 2
pacropsauTeabHast (opranuzanvoHHbIE, PaCHIOPSAUTENbHBIE, CTIPABOYHBIE)
JOKYMEHTAUs 2 | PacnopsauTensHble JTOKYMEHTBI: TOCTAHOBJIEHHME, IMpHKa3 (110 OCHOBHOM JAEATEIbHOCTH U 2
KaJIpOBBIN ), pacniopsbkeHue. X HazHaueHue, cocta, TpeOOBaHMS K 0OPMIICHHUIO.
3 | CnpaBouHO-MH(GOPMAITMOHHBIC JTOKYMEHTHI: CIIYKEOHBIC MUChMA, CIPABKH, NOKIAIHBIC 3aIHMCKH, 2




MIPOTOKOJIBI, aKTHI, 3asBlieHUs. 1IX cocTaB, TpeOoBaHMs K 0(hOpMIICHUIO.

4 | Tumel JOKYMEHTOB: TOJ/UIMHHHUK, KONHS, JyOJMKAT, BBINMCKA, WX Ha3HadeHue. llopsmox 2
oopMIICHHS U BBIIAYHM KOIIMH U TyOJIMKATOB TOKYMEHTOB

IIpakTHyeckasi padoTa(B T.4. MPAKTUYECKAs IMOJITOTOBKA) 2(2)

OdopmiteHre opraHu3aMOHHBIX JOKYMEHTOB

IIpakTHyeckasi padoTa(B T.4. MPAKTUUECKAS IMOJTOTOBKA) 2(2)

OdopmiteHre pacopsIIUTENIBHBIX, TOKYMEHTOB

IIpakTHyeckasi pa6oTa(B T.4. MPaKTUYECKAasl MOJIIOTOBKA) 2(2)

Odopmiienne cipaBOYHO-MHPOPMALMOHHBIX JOKYMEHTOB

IIpakTnyeckas padora(B T.4. IpaKTUYECKas OJATOTOBKA) 2(2)

OdopmiieHre Konuii JOKYMEHTOB U BBIITUCOK U3 HUX.

CamocrosiTesibHasA padoTa 00y4arOmMXxcs: 6

[Toxbop 00pa3oB AOKYMEHTOB, OPOPMIICHHUE Pa3IMYHBIX BHJIOB JOKYMEHTOB U KOIUH JOKYMEHTOB,
aHaJM3 JOKYMEHTOB, COCTABJIEHUE KPOCCBOPJIOB.

Tema 5 Copep:xanue yueOHOro marepuasa 8
JIOKyMEHTHI 110 1 | loroBopHO-mipaBoBas gokymeHTaiws. [loHsTHEe H0roBopa, pasnelnsl, TunoBas ¢popma. Jlorosop 2
npodeccHOHaIBHOM KYIUIU- IPO/IaXKH, HOCTaBKH, IPHIIOKEHHSI K JOTOBOpaM, MPOTOKOJIbI Pa3HOIIACUH K I0TOBOPAM.
JeSITEIbHOCTH
2 | IIperen3noHHO-HCKOBAs MokyMeHTanus. [IpaBuia opopmiieHHs TPETEH3UOHHBIX MTHUCEM, 00pa3IIbI 2
npeten3uii. IckoBoe 3asiBieHune, ero hopmyssp, TpeboBaHus K 0(hOPMIICHUIO HCKOBBIX 3asBJICHUM.
3 | Kommepueckue nucema. Kitaccudukamnms koMMepuecKux muceM, THIoBasi hopMa KOMMEPUYECKHIX 2
nuceM. Odepra.
4 | KoMMepuecKue akThl. 2
JloBepeHHOCTH. JJOKYyMEHTHI 110 BHEIIHEAKOHOMUYECKOU JEATEIBHOCTH.
IIpakTnyeckas padora (B T.4. IpakTUYeCKas IOATOTOBKA) 2(2)
JloroBopHO-TIpaBoBasi AOKYMEHTALIH
IIpakTnyeckas padora (B T.4. IpaKTU4eCKasi IOATOTOBKA) 2(2)
Kommepueckue nucema OdopmiieHne TOKyMEHTOB 10 MPo(ecCHOHANBHOM AEATeIbHOCTH.
CamocrosiTesibHast padoTa 00y4yaommxcst 4
CocraBiieHre J0roBOpOB MUCEM U JJOKYMEHTOB 110 Mpod AESITeTbHOCTH
Pazpnen 2.

Opranu3zanus paboThl ¢ JOKYMEHTaMH.

Tema 1. \ Conep:xaHue yuedOHOTo MaTepHuaJia 2




Opranuzanus

1 | Cnyx0a nOKyMEHTAllMOHHOE OOeCreueHHe YIpaBJICHUS B OpTraHU3aIMsIX: Ha3HAYCHHE, 3aJlauH,

JOKYMEHTO000poTa (GyHKINHU, TOTHKHOCTHOW cocTaB. PermamenTanust paboThl CiIy:K0 JOKYMEHTAllMOHHOE Oo0OecrieueHue 2
yIpaBICHUS
CamocrosiTesibHasi padoTa 00y4arImuXxcs
W3yuenne HOpMAaTUBHBIX TO0KyMeHTOB. [log0op Marepuanos ais pedepaToB U COOOLICHHIA. 2
Tema 2 Conep:xanue yueOHOTro MaTepuaJia 2
Opranuzanust 1 | CocraB BbinonHsIEMBIX pabOT MPH OTIIPABKE UCXOAMLIMX TOKYMEHTOB. [IpoBepka npaBUIbHOCTH
npuema, 00paboTKHy, o(opMIIeHHs, HATTMYUS IPUIIOKEHUH, agpecaTa. COpTUPOBKA 110 BUJIaM OTIIPABIIEHHUH, COCTaBIICHUE
OTIIpaBKHA TOKYMCHTOB omuceil, peecTpoB pacchulki. OTIpaBKa JOKYMEHTOB MTOYTOH, C TOMOIIBIO TenedoHa, (akca, 2
3JIEKTPOHHOMU ITOYTHI
CocTaB BBIIIOJIHAEMBIX padOT IpU IIpUEME BXOIAIIMX JOKYyMEHTOB. [IpoBepka npaBuibHOCTH
JIOCTaBKHM, KOMIIJIEKTHOCTU JOKYMEHTOB.
IIpakTnyeckas padora (B T.4. IpaKTUYECKask OJIOTOBKA) 2(2)
CocraBiieHne onucel, peecTpoB PaCcChUIKH
Tema 3 Conep:xanue yueOHOro MaTepuaJia 2
Opranuzanus CamocrosiTesibHas padoTa 00y4yarommxcs
perucTpanuu CocraBnenne  pedepatoB OpraHuzanusi pEerucTpallid JOKYMEHTOB U KOHTPOJb HCIOJIHEHHUS
JOKYMEHTOB U KOHTPOJIb | IOKyMEHTOB 4
WCIIOJTHEHUS
JIOKYMEHTOB
Tema 4 Conep:xanue yue0HOro MaTepuaJia 4
Opranumsanus xpanenus | 1 | Homenknatypa jgen: mHOHSITHE BuIbl HOMEHKIATYp Jel, TOPSIOK COCTaBICHUs, O(OpMICHUS,
JIOKYMEHTOB yTBEpXKACHUs] HOMEHKIaTypsl jAen. llopsaok ¢opmupoBanus paen. TpebGoBaHHsS HOPMAaTHUBHBIX 5
JIOKYMEHTOB, pEerjJaMEeHTUPYIOIUX JaHHBIMA 3Tall JOKyMEeHT0000opoTa. OpraHuzaius XpaHeHHs
VICTIOJIHEHHBIX IOKYMEHTOB.
IIpakTnyeckas padora (B T.4. MpaKTHUeCKas MOATOTOBKA) 2(2)
Howmenxkiarypa nen
CamocrosiTesibHast padoTa 00y4yaommxcst 9
N3ydyeHne HOpMaTUBHBIX TOKYMEHTOB
Conep:xanue yueOHOro MaTepuaJia 4
Tema 5 1 | OcHoBHbIE 3Tanbl Nepesaun JOKYMEHTOB B apXUB UM HA YHUUTOKEHUE 2

[Topsanok nepenaun
JOKYMEHTOB B apXHB
WJIA YHUUYTOXKEHUE.

OKcnepTu3a HEHHOCTH JOKYMEHTOB: NOHTHE, Ha3HaueHue. CpoKM XpaHeHusl JOKyMeHTOB.. [IpaBuna
0(OpMIIEHHS U COCTABICHUSI OIUCH JIE.
ApXHUB: IOHATHE, HA3HAYEHNUE. BUbl apXUBOB: rOCYAapCTBEHHBIE, IPEAIPUSITHS




IIpakTuyeckasi padora (B T.4. MPaKTUUYECKas MOJATOTOBKA)

CocrapiieHue ONMCel, aKTOB Hepeiady el Ha XpaHEeHWE M YHUUTOKCHHUS 2(2)
CamocrosiTesbHast padora [lepeunn TOKYyMEHTOB C yKa3aHUEM CPOKOB XpaHeHus. [Topsaok
nepeaayn el B apXUB WIH YHUUYTOXKEHUS JOKYMEHTOB 2
Tema 6 Coaep:xanue yueOHOIro MaTepHall 4
Kommbrorepuszanus 1 | Kommosrotepusaiuu JIOY B opranusanuu, 3HaueHue. Fcronb30BaHue MePCOHANTBHBIX KOMITBIOTEPOB B
JOKYMEHTAI[HOHHOTO opranuzanu paboTsl ¢ JokymMeHTamMH. COCTaBHBIE YaCTH KOMIIBIOTEPHOTO JIEIONPOM3BOJICTBA: 2
obecrnieueHus aBTOMATHU3UPOBAHHBIN cOOp, 00pabOTKa, XpaHEHUE TOKYMEHTALIUH.
yIpaBiIeHUs
DONeKTpOHHas Mo4Ta. THMBl CUCTEM JJIEKTPOHHON MOUTHI (IVI00ANbHBIE, MPEANPUATHS). XpaHEHHE 2
JIOKYMEHTOB B 3JIEKTPOHHOM mouTe. MHpOpMamOHHO-CIIpaBOYHasi paboTa B YCIOBHAX MPUMEHEHUS
KOMIIBIOTEPHBIX TEXHOJIOT U
CamocrosiTesibHast padora 9
W3ydenue AOMOIHUTENBHOTO MaTepraa 1o TeMe
OdopmieHre OCHOBHBIX PEKBU3UTOB M OCHOBHOW OPraHU3AIMOHHO - PACMIOPSAIUTENIHHO JOKYMEHTAIUH C 5
nomoinsio [I19BM. Coznanne mabi0HOB TOKyMEHTOB, BBIBOJT Ha M€YaTh.
JuddepenurpoBanHbIil 3aueT 2
Bcero: 90




3. YCJIOBUSA PEAJIMZALIUUA ITPOT'PAMMBI JUCIIATIJIMHbI
3.1. TpeboBaHus K MUHUMAJIbLHOMY MATEPUHAJbLHO-TEXHHYECKOMY 00ecreyeHuIo
Peanuszanust nporpaMMbl JUCIUIUIMHBI B y4eOHOM KaOWHETEe M0 y4eOHOW AUCUHUIUIMHE —
JIOKyMEHTaIlMOHHOE 00eCTIeUeHUE YIIPABICHUS
OGopynoBanue y4eOHOro kaOuHera: paboyee MeCTO IMpernojaBaTens, pabouune MecTa
CTYJICHTOB, IUIAKTUYCCKUN W pa3JaTOYHBIA MaTepualibl, ydeOHas JuTepaTypa, OOpasIlsl
JIOKYMEHTOB, KJIacCHas 10CKa
TexHn4veckue cpeacTBa 00y4eHHs : IEPCOHATBHBIN KOMIIBIOTEP, SKPaH MPOEKTOP

3.2. UudopMmanmoHHoe odecnieyeHue 00ydeHust
Ilepeuenb y4eOHBIX U3aaHUil, UHTEepHET-pecypcoB, 10NMOJITHUTEIbHOMH JIUTEPATYPHI
OCHOBHBIC HCTOUYHUKHU:

1. 1 TOCT P 7.0.8-2013. Harmmonanbusiii crangapt Poccuiickoit @enepanuu. Cucrema
CTaHJApTOB MO WHpOpPMANUU, OUOTMOTEYHOMY M W3JATEIbCKOMY eny. Jenonpou3BoicTBO U
apxuBHoe 7eno. Tepmunsl u ompenenenust (yrB. IIpukxazom Poccranmapra or 17.10.2013 N
1185-cT)

2. I'OCT P 7.0.97-2016. Harmmonanbusiii crangapt Poccuiickoit deneparuu. Cucrema
CTaHJApTOB IO HH(pOpMaUK, OUOIMOTECUHOMY M H3JAaTeNIbCKOMY zeny. OpraHu3alHMOHHO-
pacriopsiguTenbHas JOKyMeHTanus. TpeboBanus Kk odopmiieHuto 1okymMmeHToB" (yTB. Ilpnkazom
Poccrangapra ot 08.12.2016 N 2004-cT) (pex. ot 14.05.2018)

3. I'mamuii, E. B. JlokymeHTanmoHHOEe oOecrnieueHne ympapieHus : ydeOHoe mocooue / E.B.
I'maguit. — Mocksa : PUOP : UHOPA-M, 2020. — 249 c¢. — (Cpennee mpodeccuoHanbHOe
obpazoBanue). - ISBN 978-5-16-103959-5.

4. brikoBa, T. A. JlokyMeHTallmOHHOE O0ecrieueHre yrnpaBieHus (JIeI0MPOU3BOJICTBO) : yueOHOe
nocodue / T.A. beikoBa, T.B. Ky3nenosa, JI.B. Cankuna. — 2-e uzn., mepepad. u gom. —
Mocksa : UTHOPA-M, 2020.— 304 c. - ISBN 978-5-16-1019616. OcHoBHbIe npaBuia padOThI
apxuBoB opranuzauuid. M.: Pocapxus.2013 .30 c.

JIOTIOTTHUTETHHBIE UCTOYHUKH:

1. ITmenko,A.B. JlokymeHTanmonHoe o0ecrnieyeHue ympasinenus. - M.: Akagemus, 2017. — 176
C.

2. Kupcanona, M.B.CoBpemeHHOe J1e10MpoU3BOJCTBO: yuebHoe nocodbue. M.: Undpa- M, 2016
~310c.

3.Cokounos, B.C. JlokymeHTanimoHHOe obecnieueHue ynpasnenus. . M: Uudpa-M, 2017. -176 c..
4. Yykosenko, A.IO.IlpaBuna odopmienus nokymentoB. / B.®D.fIukosckas. M.:IIpocmekr
,2015.- 216 c.



4. KOHTPOJIb 1 OLHEHKA PE3YJIbTATOB OCBOEHUSA JUCIIUITJIMHBI

Pe3yabTarsl 00yyeHus
(ocBOEHHBbIE YMeHHSsl, YCBOCHHbIE 3HAHHA)

@®opMbI U METO/IbI KOHTPOJISA U
OIIEHKH Pe3yJIbTaTOB 00y4eHUs

YMmenus:

OdopMIsTh ¥ IPOBEPATH MPABHIBHOCTH 0(OPMIICHUS
JIOKYMEHTAIMU B COOTBETCTBUU C YCTAHOBJICHHBIMHU
TpeOOBaHUSIMU, B T.4. UCIIOJIb3Yys HH(OPMALIMOHHbBIE
TEXHOJIOTHH

DKcnepTHas OLIEHKA BBIIOTHEHUS
MPAKTUYECKOTO 3aHATHUA,
UHAMBHUIYAJIHOTO 3aaHMs,
TectupoBanue

[IpoBoAUTH aBTOMATU3UPOBAHHYIO 00PAOOTKY
JIOKYMEHTOB

SKCHCPTHaﬂ OILICHKAa Ha
IMPAKTUYCCKOM 3aHATUHU

Ocy1IecTBISTh XpaHEHUE U MTOUCK JIOKYMEHTOB

DKcnepTHast OIEHKa BBITTOTHEHUS
MPAaKTUYECKOr0 3a1aHus,
WHIUBUYAIBHOTO 3a1aHUS

Hcmons3oBaTh TCJIICKOMMYHHUKAIIMOHHBIE TCXHOJIOIUHU B
QJICKTPOHHOM I[OKYMCHTOO60p0TC

SKCHGPTHaﬁ OILICHKAa Ha
IMPAaKTHUYCCKOM 3aHATUHU

3HaHus:

OCHOBHBIC ITOHATHUS: eJiv, 3aga4u U IMPUHIUIIBL
JAOKYMCHTAITUOHHOT'O obecreyeHus YIpaBJICHUA

TectupoBanue
DKCrepTHas OIICHKA BBITIOJIHCHHS
VHJUBUIYAJIbHOTO 3a/I1aHMSI

Cucrembl JOKYMEHTallMOHHOTO 00ECIIeYeHUs YIIpaBIICHNUS,
UX aBTOMATHU3AIHIO
Knaccugukanuio 10KyMeHTOB

DKcrepTHas OleHKa BBITIOJTHCHUS
VHAUBUAYAIBHOTO 3a1aHUs,
pedeparuBHas pabota

TpeboBaHMs K COCTABICHUIO 1 O(OPMIICHHUIO TOKYMEHTOB

9KCHepTHa$I OILICHKA BBITIOJIHCHU A
WHIAWBUAYAJIIbHOT'O 3aJlaHHA

Opranu3zanuio JOKyMeHT000opoTa: mpueM, o0paboTKy,
PETHCTPAINIO, KOHTPOJIb, XPAaHEHNE JOKYMEHTOB,
HOMEHKJIATypy Jiel

OKcnepTHas OLIEHKA BBIIIOJHEHUS
IPAKTUYECKON pabOThI
TectupoBanue




