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1. OBILIASI XAPAKTEPUCTHUKA PABOYEI ITPOT'PAMMBI YYEBHOU
JUCHUIIVIMHBI OI1. 04 JOKYMEHTAIIMOHHOE OBECIIEYEHHUE
YIIPABJIEHUA

1.1. MecTO JTUCUMIIIMHBI B CTPYKTYPe OCHOBHOM 00pa30BaTe/ibHOI MPOrpaMMbl

VYuebnas aucrumumaa O 04 JlIokyMeHTAIlMOHHOE OOCCTICUCHHE YIPaBICHUS SIBISETCS
00s3aTeNIbHOM  YacThi0  00IIENTPO()EeCCHOHATILHOTO  IIUKJIa OCHOBHOW  00pa3oBaTeNbHOU
nporpammsel B cooTBeTcTBUH ¢ PI'OC 1o criennansHocT 38.02.03 Onepayuonnas oesmenbHOCHb
8 Jl02ucmuKe.

VYyebnas nucummuinHa O 04 JlokymMeHTallMOHHOE OOECTCUYCHHE  YIPaBIICHHS
obecnieunBaeT (hopmupoBaHUE MPOPECCHOHATHHBIX M OOIIMX KOMIIETEHIIMH 10 BCEM BHJIaM
nesrensHocTH @I'OC no cnienuansHocTH 38.02.03 Onepayuonnas 0esmenbHOCMb 8 102UCTUKE.

Oco0oe 3HaueHWEe AUCHUIUIMHA MMEeT TpU (HOPMHUPOBAHWHM WU PA3BUTHUU CIICTYIOIINX
KOMIIETCHIINN:

OK O01. Bsibupath cnocoObl pemeHus 3agad  OpoPECCHOHATBHOW  IeSTEIbHOCTH
MPUMEHHUTEIHHO K Pa3IMUYHBIM KOHTEKCTaM;

OK 02. Hcmonb30BaTh COBpPEMEHHBIE CpPEICTBA IIOMCKA, aHAIW3a W HMHTEPIPETALUH
uHpopMaliu ¥ UHDOPMALIMOHHBIE TEXHOJIOTMU MJI BBIMOJIHEHHs 3a1ad MnpodeccruoHalIbHOI
JesTeIbHOCTH;

OK 03. IlnanupoBaTh M peajn30BBIBATb COOCTBEHHOE MPO(PECCHOHAIBHOE U JMYHOCTHOE
pa3BHUTHE, MPEANPUHAMATEIBCKYIO JCITEILHOCTh B MPOPECCHOHATBHON cdepe, MCIOIb30BaTh
3HaHUA M0 PUHAHCOBOM IPaMOTHOCTHU B PA3JIMYHBIX )KU3HEHHBIX CUTYAIUX;

OK 04. DddexTnBHO B3aNMOACHCTBOBATH U pabOTATh B KOJUIEKTHBE M KOMaH/IE;

OK 05. OcymiecTBasTh YCTHYIO H MUCBMEHHYI0 KOMMYHUKAIIMIO Ha TOCYAapCTBEHHOM SI3bIKE
Poccuiickoit deneparuu ¢ yueToMm 0COOEHHOCTEH COIMATBLHOTO U KYJIBbTYPHOTO KOHTEKCTA;

OK 09. TIlonp3zoBatbcsi mnpohecCHOHATBHONW TOKYMEHTAllMel Ha TOCYAapCTBEHHOM H
WHOCTPAHHOM SI3bIKaX.

IIK 1.1. OcymecTBasiTh COMPOBOXIEHUE, B TOM YHCIE JAOKYMEHTAI[MOHHOE, IMPOIEIYpPhI
3aKyIIOK.
1K 1.3 OcymiecTBiATh JOKYMEHTAIIMOHHOE COITPOBOXK/IEHUE CKIIAJICKUX OIepariyii.

1.3. Ileab ¥ n1aHUpyeMble Pe3yJabTaThl 0CBOCHHUS TUCHHUIIJIUHBI:

B pamkax nmporpaMmMbl yueOHOM AUCIMIUIMHBI 00YYAIOIIMMUCS OCBAWBAIOTCS YMEHUS U 3HAHUS

HIICC,O?)K YMmenus 3nanus

IK.1.1 odopMIIATh JIOKYMEHTAIIUIO B | IOHATHE, LEJNH, 3aJadyd MW T[PUHLUIIBI

[IK.1.3 COOTBETCTBHH C HOPMATHBHOH 0a30if, B | JEIONPOU3BOJICTBA;

OK 01 T.4. HCTIONB3YSI WH(pOPMAITMOHHBIE | OCHOBHBIC TMOHATHS JOKYMEHTAIIMOHHOTO

OK 02 TEXHOJIOTHUH; oOecrieyeHus ynpaBieHUs;

OK 03 yHH(PHUIIIPOBATH CHCTEMBI | CUCTEMBI JIOKYMEHTallMOHHOT O

OK 04 JIOKYMEHTAaI1K; obecrieueHUs yIPaBIICHHAS,

OK 05 OCYWIECTBIISITh  XpaHEHHE MW  TOUCK | KJIACCH()MKAIIUIO JOKYMEHTOB;

OK 09 JIOKYMEHTOB; TpeOOBaHUS K COCTABICHHIO ¥ O(OPMIICHHIO
OCYITIECTBIISITh aBTOMATH3aIIAIO | TOKYMEHTOB;
00pabOTKH TOKYMEHTOB; OpraHm3alMi JOKYMEHTO000pOTa: MpHEM,
HCIIONTH30BaTh TEJIEKOMMYHUKAIIMOHHBIE | 00paboTKa,  permcTparus, KOHTPOITb,
TEXHOJIOTHU B SJIEKTPOHHOM | XpaHEHUE JOKYMEHTOB, HOMEHKJIATypa JIed
JIOKyMEHTO000pOTE




B pamxax npoepammer yuebHol Oucyuniunvl ocywecmensiemcs opmuposanue
JIMYHOCTHBIX Pe3yJabTaTOB PEaTU3alUH MPOTPAMMbI BOCITUTAHUS 10 CTICIIHAIIBHOCTH

JIP 3. Cobmromarommii HOPMBI MPABOIIOPSAKA, CICAYIONIMN HcaaM T'pakIaHCKOTO
obmiectBa, obecriedeHust Oe3omacHoCTH, TpaB W cBoOoa rpaxkaan Poccuu. JlosuibHBIN K
YCTAaHOBKAM W TIPOSIBICHUSAM TPEICTaBUTENICH CyOKYyIbTYp, OTIMYAIONMNA WX OT TPYHH C
JECTPYKTUBHBIM W JICBUAHTHBIM  TOBEACHHEM. JIeMOHCTpUPYIOUIUMN  HENpUSATHE U
MpEeAYNPEKAAIONINI COLIMATIBHO OMACHOE MOBECHNUE OKPYKAIOIIHX.

JIP 10. 3abotsmmuiics O 3aIUTe OKPYXKAIOIICH Cpelbl, COOCTBEHHOM U YYXKOM
0€30MacHOCTH, B TOM YHUCIIE [U(PPOBOI.

1.4. PexoMeHayemMoe KOJIUYECTBO YaCOB HA OCBOEHHE NMPOrPpaMMbl 1M CIIUILJIMHBI:
O6bem 00pa3oBaTenbHOM MPOrpaMMBbl y4eOHOM JUCIUTUIMHEL — 52 Yac., B TOM YHCIIe:

- BO B3aUMOJICHCTBHY C TperojiaBaTeneM - 52 yac;
- CaMOCTOSATEIBbHON PaboThI 00y4aromierocs - 0 gac.



2. CTPYKTYPA U COJIEP)KAHUE YUEBHOM JUCIHUILIAHBI

2.1. O0beM y4eOHOM NTMCHUILIMHBI U BU/bI Y4eOHO# padoThl

Bun yuyeOHo# padoThI Otrem
4acoB
O0Bem o0pa3oBaTeJIbHOM MPOrPpaMMbI Y4eOHOM TUCIATIIMHbI 52
B TOM 4YHKCIIe B (POpMe MPAKTHUECKONW MOATOTOBKU 34
Bo B3aumojeiicTBHM ¢ TIpenoaaBaTteieM (BCero) 52(34)
B TOM YHCIIE:
TeopeThyeckoe o0ydeHue (B T.4. B pOopMe MPAKTUIESCKON 30(14)
MOATOTOBKH)
MIPaKTUYECKHE 3aHTUS (B T.4. B (POpME IPAKTUUECKON OJTOTOBKH) 20(20)
Camocmosmenvhas paboma 0
[TpomexyTouHas aTrrectanus — B popme audPepeHIInpoBaHHOTO 3a4eTa 2




2.2. TemaTH4ecKuil IUVIaH U COJlep:KaHue Y4eOHOU AU CHMIIIMHBI

Oo0beM, akaa. 4/ B

Koapl
KOMIIeTeHIIU
M JJUYHOCTHBIX

3aKOHO}IaTeHI)HI)Ie AKTBl WU HOPMATHBHO-MCTOAMYECKHUE AOOKYMCHTHI 110 apXHUBHOMY
XpaHCHHIO TOKYMCHTOB. Paborta ¢ 3arpocaMu. Pabora ¢ QJICKTPOHHBIMU JOKYMCHTAMMU.

pe3yabTaToB?,
HaumenoBanmue Copep:xanue yue0HOro MaTepuaJia u GopMbl OPraHU3aIUHU 1S TeJIbHOCTH TOM 4HucJje B (hopme
pa3zesioB U TeM 00yuyaroLuxcs NpaKTHYeCcKOoi (bopmupoBatiitio
KOTOPBIX
NOATOTOBKH, aKa/. 4 cmocoGeTByeT
3JIEMEHT
NPOrpamMMbl
1 2 3 4
Paznen 1. Opranusanusi A0OKyMeHTO000pOTa HA NPeANPUATHH
Tema 1.1. Coneprkanue yuedOHOT0 MaTepHasia 4(2)
JdoxkyMeHT 1 3HaueHWe W COJIEpKaHWe AWCHUIUIMHBI  «/oKyMeHTalmoHHOe  oOecredeHne TIK.1.1, TIK.1.3,
cucTemMa YIPaBICHUAY. [onstue TEPMHHOB «TOKYMEHTY, «TOKYMEHTHpPOBaHHE, OK 01, OK 02,
AOKYMEHTALMHU «IOKYMEHTAI[MIOHHOE O0ecleYeHre YIpaBiICHUS». YHUADUKANHUA W CTaHAAPTH3AIHUN OK 03, OK 04,
YIpaBIeHIECKUX JOKYMEHTOB. OCHOBHBIE IOHSTHS AETIONPOn3BoACTBa. Kitaccudukarus 4(2) OK 05, OK 09,
JOKyMEHTOB opraHuzanuu. OyHKIUM JOKyMEHTOB. IIoHsATHE M COCTaB PEKBU3HUTOB JIP 3, JIP 10
nokyMeHTa. CXeMbl pacioioKeHUs! peKBU3UTOB. [loHATHE 1 BUIBI OJ1aHKOB JOKYMEHTOB.
HopmatusHO-TIpaBoBO€ 00ecTiedeHne JeToNPOrU3BOICTBRA.
Tema 1.2. Copaepxxanne yueOHOr0 MaTepHuaJia 4(2) IK.1.1, IIK.1.3,
Opranunsanus [loHATHE W NPUHLMIBI OpPraHM3alMM JAOKyMeHTooOopoTa. CoctaB M ydeT oObema OK 01, OK 02,
AOKYMEHTO0000poTa | TOKyMEHTOOOOpoTa mpeAnpusTuit. OpraHuszaius padOThl C BXOMASIICH, UCXOAMIIEH U OK 03, OK 04,
HA NpeJnpUATHH BHYTpeHHel JokymeHTanued. KoHTponb ucnonHeHHWss JOKyMeHTOB. Pabora c 42) OK 05, OK 09,
BHYTPEHHUMH  JIOKyMEHTaMU. ba3bl JaHHBIX [0 XpaHEHHUS  JOKYMEHTOB. JIP 3, JIP 10

Pasnes 2. Buabl 10KyMeHTOB U NOPSAAOK PaboThl C HUMH

! B coorsercreuu ¢ IMpunoxenuem 3 ITOOIL.




Tema 2.1. Conep:xkaHune yue0HOro MaTepuaJsia 16(12)
OpranmzanuoHHo- | OpraHu3alOHHBIE JIOKYMEHTBI — YCTaB, YYpPEIUTEIbHBIC JOTOBOp, IOJIOKCHHUE. K 1.1 [IK.1.3
pacnopsauTeabHble | PacniopsautenbHble JOKYMEHTH — MPHKa3, paclopshKeHUe, yKa3zaHHue, IOCTaHOBJICHNUE, 8(4) OK 01’ OK 02 ’
JAOKYMEHTbI pelieHrne, WHCTPYKIHA, mpotokon. CrpaBo4HO-MH()OPMALIMOHHBIE TOKYMEHTHI: OK 03’ OK 04’
ciry>keOHast 3amncKa, OOBbSICHUTENbHAS 3aMiCKa, aKT, CIpaBKa, CIy>KeOHbIe MUChMa OK 05’ OK 09’
B TOM 4YHC/Ie IPAKTHYECKHX 3aHATH I 8(8) P 3’ TP 10 '
[Ipaxtrueckoe 3ansatue Ne 1. CocraiaeHue u ohopMIIeHHE PACTIOPSHKCHIS ’
[pakTuueckoe 3ansatue Ne 2. CocraBieHue 1 0(OPMIICHUE ICTOBBIX TUCEM 8(8)
[MpakTuueckoe 3anstue Ne 3. OgopmileHUE CIIPaBOK, JOKJIAJHON U CITy>KEOHOH 3aIiCKH,
aKTa.
Tema 2.2. Conep:xanue yueOHOro MaTepuaJia 14(10)
Kanposas JlokyMeHTHpOBaHUE TPYAOBBIX MpaBoOTHOIIEHHH. CocTaB 1 0cOOEHHOCTH 0POpMITCHUS IK.1.1, IIK.1.3,
AOKYMeHTalus JOKYMEHTOB I0 JUYHOMY cocTaBy. KoMIuiekroBanue nuuHOro aena. ABroouorpadusi. 8(4) OK 01, OK 02,
Pestome. 3aspienue o mpueme Ha padoty. [Ipukasel mo jguuHomy coctaBy. LlltaTtHoe OK 03, OK 04,
pacmucaHue. OK 05, OK 09,
B ToM 4Hc/Ie IPAKTHYECKHX 3aHATH I 6(6) JIP 3, JIP 10
[paktuueckoe 3anstre Ne 4. OopmiieHre MPUKa3oB MO JTUYHOMY COCTaBY.
[paktudeckoe 3anstue Ne 5. OdopmieHre TpyJ0BOTO IOTOBOpA, MIPHKa3a O MpueMe Ha 6(6)
paboty, opopmiieHIE TPYIOBOH KHIKKH.
Tema 2.3. Conep:xanue yueOHOro MaTepuasia 12(8) K 1.1 IIK.1.3
JloroBopHo- [onsitust moroBopa. Buasl noroBopos. O0s3aTeNbHbIE PEKBU3UTHI 10r0BOpoB. [IpaBuia OK. 61’ OK.O.Z ’
NpaBoBas odopmirenust noroBopoB. [IpaBuna odopmieHHus NpeTeH3UOHHBIX MuceM. Dopmysp 6(2) OK 03’ OK 04’
AOKYMEHTaus HCKOBOTO 3asiBJICHUS, TpeOOBaHWs K ero O(OpMIICHHIO. 3aKOHOJATEIbHBIC aKThl U OK 05: OK 09?
HOPMaTHUBHO-METOAMYECKHE JTOKYMEHTHI 110 IOTOBOPHBIM JIOKYMEHTaM. TP 3. JIP 10
B ToM 4yHc/Ie IPAKTHYECKHX 3aHATH I 6(6) ’
[pakTuueckoe 3ansatue Ne 6. OdopMieHre J0roBopa KyIUTU-TIPOIaXKH 6(6)
[Ipaktuueckoe 3ansitue Ne 7. Oopmienne u 06paboTka NPETEeH3NOHHBIX MHCEM
I[IpomexxyTOUHasI aTTECTALHSA 2

Bcero:

52(34)
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3. YCJIOBUS PEAJIM3AIIMHA ITPOTPAMMBI YYEBHOM JUCIHATLIMHBI

3.1. s peanu3anmu NPOrpaMMbl Y4eOHOW JUCUMILIMHBI NMPEIyCMOTpPeH KaOuHeT
«AHAJIH3A JIOTHCTHYECKON 1esiTeJIbHOCTH», KOTOPbIii OCHAIIIAeTC 000Py10BAHUEM:

Kabuner «/{okyMeHTaIIMOHHOTO 00eCIeueH s yIpaBIeHUs», OCHAILICHHBII 000py/10BaHHUEM:
Jocka ydeOHas, pabouee MeCTO NpenojaBaTessi, CTOJBI, CTydbs (MO YHCIy OOydYaromIMxcs),
TEXHUYECKUMH CpEACTBAMHU: KOMIIBIOTEp C JOCTYIOM K HMHTEpHET-pecypcaM, CpeacTBa
BU3YaIM3aIiH, HATJISTHBIC TTOCOOMS.

3.2. UnopmanmonHoe odecneyeHne peaau3anun NporpaMmmbl

Jliia peanu3zanuu mporpaMMbl OMOIMOTEYHBINH (POH KOJIEIKa YKOMIUIEKTOBAH MeYaTHBIMU
U3JIAaHUSIMU U (UJTM) 3JICKTPOHHBIMU U3/IaHUSMU U3 pacuera He MeHee OJHOI0 MeYaTHOE U3JaHKe 10
JTUCIUIINHE.

B kauecTBe OCHOBHOW JMUTEpaTyphl 00pa30BaTEIIbHAS OpraHU3aIlMs UCTIOIb3YeT YICOHUKH,
ydeOHbIe T0CcoOusI, yKa3aHHBIE Jajee.

3.2.1. OcHOBHbI€ TleYaTHbIE U YJIEKTPOHHbIE U3TaAHUS

1. I'po3oBa, O. C. Jenonpou3BoAcTBO : y4eOHOe TmocoOue JAisi  CPeIaHero
npodeccuonansHoro oopazoBanus / O. C. I'pozoBa. — Mocksa : U3narensctBo IOpaiit, 2021. —
126 ¢. — (IIpodeccuonanpuoe obOpazoBanue). — ISBN 978-5-534-08211-1. — Tekcr
3JIEKTPOHHBIN // O6pazoBarenbHas mwiatdopma Opaiit [caiiT]. — URL:

https://urait.ru/bcode/472842.

2. JlokyMeHTalmoHHOe oOecriedyeHnue yrpasieHus. CocTaBicHHEe U OQOPMIICHHE ICIIOBBIX
NOKyMeHTOB : yueOHoe mocooue miist CI1O / cocraButenu E. U. bammakosa. — CapatoB, Mockaa :
[TpodobpazoBanue, Aii [Tu Ap Menua, 2021. — 144 ¢. — ISBN 978-5-4488-1080-0, 978-5-4497-
0964-6. — TekcT : 21IeKTpOHHBIHN // DAEKTPOHHBIN pecypc udppoBoii odpazoBarenbHoi cpenbl CI1O
PROFob6pasosanue : [caiit]. — URL.: https://profspo.ru/books/103343

3. HoponuHa, JI. A. JlokyMeHTallMOHHOE 00ecTedeHre YIpaBiIeHUs | ydeOHUK U IPAaKTUKYM
JUIs cpeAHero npodeccuonanbHoro oopazosanus / JI. A. loponuna, B. C. UputukoBa. — Mocksa :
WznatenberBo FOpaiit, 2021. — 233 ¢. — (IIpodeccuonanbroe o6pazoanne). — ISBN 978-5-534-
05783-6. — Tekct : snekrponHbld // OOpa3oBarensHas Tuiargopma IOpaiit [caiir]. — URL:
https://urait.ru/bcode/473802

4. Kopuees, U. K. JlokymMeHTallMOHHOE OOEeCcrieueHne yIpaBiIeHUs : yYeOHUK U TPAKTUKYM
1u1s cpeHero npodeccronansaoro odopaszosanus / U. K. Kopuees, A. B. TTmenko, B. A. Mamypries.
— 2-e u3Ad., nepepa®. m jon. — MockBa : M3parensctBo IOpaiit, 2021. — 384 c. —
(ITpoeccronansHoe obpazoBanue). — ISBN 978-5-534-05022-6. — TekcT : 31€KTPOHHBINA //
OopazoBarenbHas miardpopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/472550

5. Kysnenos, . H. [lokymeHTanmonHoe obecnieueHue ynpaieHus. JlOKyMEeHTOOO0POT U
JIETIOTIPOU3BOJICTBO : YU€OHUK U MPAKTHUKYM JJIsl cpeHero npodeccuonanbHoro oopazosanus / M. H.
Kysnero. — 3-e usn., nepepad. u jgon. — Mocksa : M3natenscrBo FOpaiit, 2021. — 462 ¢. —
(ITpodeccronansuoe obpazoBanme). — ISBN 978-5-534-04604-5. — Tekcrt : 2MeKTpOHHBINA //
O6pasosarenbHas wiathopma KOpaiir [caiit]. — URL: https://urait.ru/bcode/470020

6. Kysnenosa, 1. B. JlokymeHTaimoHHOE o0ecredeHre yrpaBieHus : yueOHoe nmocodue ams
CIIO / U. B. Ky3neuosa, I'. A. Xauarpsn. — 2-e uzn. — Caparos : IIpodobpazoBanue, Aii [1u Op
Menua, 2019. — 166 c. — ISBN 978-5-4486-0404-1, 978-5-4488-0216-4. — TeKcCT : 3MEKTPOHHBIHA


https://urait.ru/bcode/472842./
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/I DnekTpoHHBIN pecypc mudpoBoit oobpazoBarenbHoi cpeasl CIIO PROFo6pa3oBanue : [caiit]. —
URL: https://profspo.ru/books/80326

7. ITaBnoBa, P. C. JlokymMeHTarimoHHOe oOecrieueHrne ynpasieHus : yaeOnuk s cro / P. C.
[TaBnoBa. — Cankr-IlerepOypr : Jlanp, 2021. — 416 c. — ISBN 978-5-8114-6959-8. — Texkcr :
DIIEKTPOHHBIN // Jlann : AJIEKTPOHHO-OMOIMOTEUHAS cuUcTeMa. — URL:
https://e.lanbook.com/book/173087

8. IlanoBa, P. C. JlokyMeHTHpOBaHHE YIPABJICHUYCCKOW NEATEILHOCTH : yueOHOE mocooue
s ciio / P. C. TlaBnoBa. — Cankr-IlerepOypr : Jlanp, 2021. — 272 c¢. — ISBN 978-5-8114-7067-
9. — Tekcr : oanektpoHHbld // Jlanp : »3nexkTpoHHO-OMONMOTeyHass cucrema. — URL:
https://e.lanbook.com/book/173092

3.2.2. lonoJHUTEJbHbIE HCTOYHUKH
1. Koncturynuus Poccuiickoit denepanuu

2. I'paxxpanckuii konekc Poccuiickoit @enepanuuy, 4. 1, 2, 3, 4 (B AeiicTByIONICH peaaKkIum)

3. Tpynosoii konekc Poccuiickoit @enepaunu ot 30 gexabps 2001 r. N 197-®3 (TK PO) (B
NEeNCTBYIONIEH peJaKIig)

4. ITaBnoBa, P. C. JlokymeHTalmoHHOE obecriedyeHue ympaBieHus. [lenoBas mepemnucka :
yuebHoe nocobue st cro / P. C. IlaBnoa. — Cankr-IletepOypr : Jlans, 2022. — 152 c. — ISBN
978-5-8114-8298-6. — Tekct : 25eKTpOHHBIN // JIaHb : 3JIEKTPOHHO-OMOIMOTEYHAS CHCTEMA. —
URL: https://e.lanbook.com/book/193314

5. Eropos, B. Il. Jlenonpou3BoACTBO U peXHUM CEKpEeTHOCTH : yueOHuK ans cmo / B. IL
Eropos, A. B. CiiuabkoB. — 2-¢ u3J., crep. — Cankr-IlerepOypr : Jlanp, 2022. — 312 c¢. — ISBN
978-5-8114-9442-2. — TexkcT : 2JIeKTpOHHBIN // JIaHb : 3JIEKTPOHHO-OMOIMOTEYHAS CHCTEMA. —
URL.: https://e.lanbook.com/book/195428

6. Eropos, B. II. [lokymMeHTOBeZeHHE U OKYMEHTAallMOHHOE OOecredyeHrue yrnpaBlieHUs B
ycroBusAx MudpoBoit s3konomuku / B. I1. Eropos, A. B. CniuabkoB. — 2-¢ u3j., crep. — CaHKT-
[TerepOypr : Jlanp, 2022. — 372 c. — ISBN 978-5-507-44331-4. — Texkcr : snekTpoHHbIH // JIaHs :
3IIeKTPOHHO-OnOmmoreunas cucrema. — URL: https://e.lanbook.com/book/220493

7. ITaBnoBa, P. C. Kon¢uaennuansHoe 1eI10MpOU3BOJACTBO @ ydeOHOe nmocobue st cro / P.
C. INaBnoBa. — Cankr-IlerepOypr : Jlanb, 2021. — 308 c. — ISBN 978-5-8114-7000-6. — Texkcr :
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4.
TACIHATITAHBI
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KOHTPOJIb ¥ OIIEHKA PE3VJbTATOB OCBOEHHMS YYEBHOMH

Pe3yabTaThl 00yyeHus’

Kpurepun onenkn

MeToabl OLIeHKH

Hepeqeﬂb 3HaHI(l171, OCBaHBA€MbIX B paMKaX ITUCHUIIJIMHBI

3HaTh:
MOHSITHE, [IeJTH, 3aJIJaYd U MPUHITHUITHI

TIEJIOTIPON3BOCTRA;

OCHOBHEIC ITOHSATHS
JOKYMEHTAIIMOHHOTO  o0ecredeHust
YIpaBIeHIS,

CHCTEMBI JIOKYMEHTAIIMOHHOTO

obecrniedeHus yrpaBieHHs;
KJIACCU(DUKAIUIO JIOKYMECHTOB;
TpeOOBaHMSI K COCTaBJICHHIO

0 OpPMIIEHUIO TOKYMEHTOB;

17}
OpraHu3alMilo  JOKyMEHT000O0pOTa:

mpueM, o00padoTKa, perucTpanus,

KOHTPOJIb, XpaHEHUE JOKYMEHTOB,

HOMEHKJIaTypa Jien

JEMOHCTPUPYET 3HAHHUE OCHOBHBIX

MOHATHH,  MPUMEHSIEMBIX  pHU
OpraHuszaiuyd JOKyMEHT000opoTa

Ha OpCANPUATUN,

JEMOHCTPUPYET 3HAHHE LENeH,
3amaq u MIPUHIIATIOB
JIEJIONPON3BOJICTBA;

JEMOHCTPHPYET 3HAHHWE CHUCTEMBI
AOKYMCHTAIMOHHOI'O O6CCHC‘ICHI/I$1
yIpaBJICHUSI,
JEMOHCTPUPYET 3HaHHE
KJIACCU(PUKAIH JOKYMEHTOB,
TpeOOBaHWI K COCTaBIEHHUIO U
0OPMIICHUIO JTOKYMECHTOB,;
JEMOHCTPUPYET 3HAHUE
OpraHusaluy JOKYMEHT00OOopoTa:
npueM, 0o0paboTKa, perucTparms,
KOHTPOJIb, XpaHECHHE JOKYMEHTOB,

HOMEHKJIaTypa Jien

YcTHBIN omnpoc.
TectupoBanue.
KonTponbHbie paboThI.
[TpoBepounbie pabOTEHI.
OrneHKa BBINOJHEHUS
MPaKTUYECKOro 3adaHusl.

l'[epeqem, yMeHHﬁ, OCBauBAa€MbIX B paMKaXx JUCHH

IJIMHBbI

YMmeTs:
odopmIIATh
COOTBETCTBHH C HOPMaTHUBHON 0a30M,

OOKYMCHTAIUIO B

B T.4. UCIIOJI3Ysl MH(pOPMAIMOHHbIE
TEXHOJIOTHH;
YHU(DHUIUPOBATH CHCTEMBI
JTOKYMEHTAIIHH;

OCYIIECTBIISITh XpAaHEHUE M IOHCK
JTOKYMEHTOB;
OCYIIECTBIIATh ABTOMAaTH3AIHIIO
00pabOTKH IOKYMEHTOB;
UCIIONIb30BaTh
TEIEeKOMMYHHKAIMOHHBIE
TEXHOJIOTHUH B 3JIEKTPOHHOM

JIOKyMEHTO000pOTE

JNEMOHCTPUPYET yMEHHE

opopMIIATH  JIOKYMEHTAIlUI0 B
COOTBETCTBUM C  HOPMAaTHUBHOM

6a3oii, B T4 UCTIOJNB3YS

WHPOPMALIMOHHBIE TEXHOJIOTHH;

JNEeMOHCTPUPYET yMEHHE
yHU(UIPOBATH CHCTEMBI
JIOKYMEHTAIIHIH;

JNEMOHCTPUPYET yMEHHe

OCYIICCTBJIIATE XPaHCHHUE W ITOMCK

JOKYMEHTOB;
JI€MOHCTPHPYET yMEHHUE
OCYILIECTBISITh  ABTOMATH3ALMIO
00pabOTKH IOKYMEHTOB;
JEMOHCTPUPYET YMEHHE
UCIIOJIB30BaTh
TEIIEKOMMYHHUKAIIMOHHBIC
TEXHOJIOI'Nn B OJICKTPOHHOM

JIOKYMEHTO000pOTE

DKCHepTHOE HAOIIOICHUE U
OLICHUBAHNE BBIIIOJIHEHUS
WHIUBUAYaIbHBIX U
IPYIIIOBBIX 33JaHUN.
OneHka pe3yspTara
BBITTOJTHEHHUS TIPAKTHYECKIX
pabor.

Tekyuuii KOHTPOJIb B
dhopme cobecemoBaHus,
peLIeHNs CUTYallMOHHBIX
3aad.

2 JIndHOCTHBIE PE3yJIbTAThI 06y‘laIOIIII/IXCH YYUTBIBAOTCA B XOJ1€ OLCHKU PE3YyJIbTATOB OCBOCHU A y‘le6HOfI JUCHUIIIINHEL.
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