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1. MACIIOPT ITIPOI'PAMMBI YYEBHOM JAACHUTIIINHBI
JIoOKyMeHTaltHOHHOoe 00ecreyeHue VIIpaBJeHus

1.1. Obs1acTh NPpUMEHEHHSI TPOTrPAMMBI

[IporpamMma yueOHOW IUCLUIUIMHBI SBJSIETCS YacTbl0 OCHOBHOH Npo¢ecCHOHaIbHOU
oOpa3zoBatenbHoil porpammbl B coorBeTcTBUM ¢ PI'OC no cneunanpHoctu CIIO DxoHOMUEKA M
OyxraiTtepckuii yueT (1o orpaciisiM) / mpodeccun OyxranTep.

Pabouas nporpamma y4yeOHON IUCHUTUIMHBI MOXKET OBITh UCIIONB30BaHA B JJOTIOTHUTEILHOM
npodeccuoHaIbHOM 00pa30BaHUM M PO(PECCHOHATBHOM MOATOTOBKE, B KOTOPBIX MPEAYCMOTPEHO
OCBOEHHE 3HAHUU M YMEHUH B 00JIaCTH JOKYMEHTAIIMOHHOTO 00ECTIeYeHHs! YIIPaBICHUSI.

1.2. Mecto UCHUIVIMHBI B CTPYKTYpe OCHOBHOW  mpodeccnoHaIbLHOI
o0pa3oBaTeIbHOW MPOrpPaMMbI:

JlucuumiuHa OTHOCUTCS K 0011enpodeCCHOHaIbHBIM AUCIUILTUHAM MPOGECCUOHATBHOTO
yKiIa ydeOHoro miaHa mo crnenuanbHocTd 38.02.01 DxkoHOMHKA U OyXTalTepCKuil y4eT (1o
oTpacisM) W HampaBieHa Ha (OpMHpOBaHHE CIEAYIOUMX OOmMUX U TPO(HecCHOHATBHBIX
komnerennuii: OK 02, OK 05, OK 9, IIK 1.1, I1K.1.3, [IK 2.2, I[IK 2.7.

1.3. e u 3aga4y¥ JUCHUILUIMHBI - TpPeOOBaHUS K Pe3yJabTAaTaM OCBOCHHA
coJep KaHuA TUCHUTLTUHBI

B pesynbpTaTe ocBoeHHS y4eOHOM NUCIMIUIMHBI O0YYAIOIIHIICS JOHKEH:
YMeTh:

- 0hopMIIATH TOKYMEHTAIIMIO B COOTBETCTBHUU C HOPMAaTUBHOW 0a30H, B T.4. UCIIOJIB3Ys
WH(OPMAaLIMOHHBIE TEXHOJIOTUH;

—  OCYILECTBJISTh aBTOMaTU3aLUI0 00pabOTKH TOKYMEHTOB;

- yHU(UIHUPOBATH CUCTEMBI JOKYMEHTAIIUH;

— OCYIICCTBJIATH XpPaHCHUEC U ITOUCK JOKYMCHTOB;

—  HCIIOJIb30BaTh TEJIEKOMMYHHKATHBHbIE TEXHOJIOTUH B 3JIEKTPOHHOM JOKYMEHTO0O0POTE.
3HATh:

— TOHATHE, UENH, 33aJa41 MPUHLHUIIBI AeJIONPOU3BOACTBA;

— OCHOBHBIC ITOHATHUA JOKYMCHTAlIMOHHOI'O oOecrieueHust YIIPABJICHUA

—  CHUCTEeMBbI IOKyMEHTAIIMOHHOTO 00eCIIeUeHUs YIPaBJICHUS;

- KJaccU(UKaIUIO JOKYMEHTOB U UX BHUJIbI;

— TpeOOBaHMA K COCTABJICHUIO U O(OPMIICHUIO IOKYMEHTOB;

— OpraHM3aIuio JOKyMEHTO00OpOoTa: mpueM, o0paboTka, perucTpanus, KOHTPOJIb, XpaHEHNE
JIOKYMEHTOB, HOMEHKJIATYpy A€l

[Tponecc u3y4yeHus AUCUUILTMHBI HAIpaBjieH Ha (JOPMUPOBAHUE JIEMEHTOB CIIETYIOLTHX
komnereHnuii B coorBeTtcTBUM ¢ PI'OC CIIO u OIIOII CIIO o naHHOM crelnuaibHOCTH:
a) oommx (OK):



OK 02. Hcnonb3oBaTh COBPEMEHHBIE CpEACTBA IOMCKA, aHAIM3a W HMHTEPIPETALNH
uHpopMaluu ¥ MH(YOPMALMOHHBIE TEXHOJIOTMU IJi BBIMOJIHEHHS 3a/4ad NpodeccHOHANIbHON
JESTEIIbHOCTH.

OK 05. OcymiecTBisiTh YCTHYIO M NMHUCbMEHHYI0 KOMMYHUKALIMIO Ha TOCYJapCTBEHHOM
a3bike Poccuiickoii denepanuu ¢ yueToM 0COOEHHOCTEN COLIMAIBHOTO U KYJIbTYPHOI'O KOHTEKCTA.

OK 09. Tloms3oBarbcsi mpodecCHOHATBLHON JTOKYMEHTAllMe Ha TOCYJapCTBEHHOM M
MHOCTPAHHOM $I3bIKaX.

0) npogeccnonanbubix (IK):

I1K 1.1. O6pabatsiBaTh NEPBUYHBIE OYXTAITEPCKUE JOKYMEHTHI.

IIK 1.3. IlpoBoauTh y4YeT ACHEXHBIX CPEICTB, OGOPMIIATH JICHE)KHBIE M KaCcCOBBIC
JIOKYMEHTHI.

[IK 2.2. BbInoaHATh TOpYYEHHUSI PYKOBOJICTBA B COCTABE KOMUCCHM MO UHBEHTAPU3ALIUU
AaKTHBOB B MECTaX UX XPAHEHUS.

[IK 2.7. BbINOMHATH KOHTPOJIBHBIE MPOIEAYPhl U UX JOKYMEHTHPOBAaHUE, TOTOBUTH U
0(QOpMIISITH 3aBEpPIIAIOLINE MAaTEPHUAIIBI [10 PE3YJIbTaTaM BHYTPEHHErO0 KOHTPOJIS.

1.4. PexomenayeMoe KOJIMY€ECTBO YaCOB HA OCBOEHHE MPOrPaAaMMbI AU CIUILINHBI:
MaKCHUMAJILHOI yueOHoIi Harpy3ku oOydaromerocs 60 yaca, B TOM 4HcIe:
00s13aTeIbHOI aynuTOpHON yueOHOU Harpy3ku oOyuaromerocs 48 yaca;
€caMOCTOAITeILHOM paboThl oOy4aromierocs 10 yacos.

2. CTPYKTYPA U COJAEPKAHUE YUEBHOM JUCHUILIUHBI

2.1. O0beM y4eOHOM JMCUMILIHHBI U BU/bI Y4eOHOH padoThl

Buj yueOHoii padoThl O0bem yacoB
MakcumasibHasi ydeOHasi Harpy3ka (Bcero) 60
Oo0s3aTeibHAsA ayIMTOPHAsA y4yeOHas HArpy3Ka (Bcero) 48
B TOM YHCJIC:
JIEKIIUOHHBIE 3aHATUS 32
71a00paTOPHBIE 3aHITHS -
MPAKTUYECKHUE 3aHATUS 16

KOHTPOJIbHBIC pa6OTLI -

KypcoBasi paboTa (IpoeKT) -

CamocrosiTesibHas padoTa o0yuyawierocs (Bcero) 10

B TOM YHCIJIC:

camMocTosiTenibHAsE paboTa HaJa KypcoBOM paboToil (mpoekTom) (eciu -
IPEAYCMOTPEHO)

ITIOINIOJJTHCHUE U YI‘J'IY6JICHI/IC TCOPCTUUCCKHUX 3HaHI/II71, IIOATOTOBKA COO6I.I.ICHPII>1 10

Koncynpranus 2

IIpomesicymounas ammecmayus 6 ¢popme UTOTOBOM OLEHKU




2.2. TemaTu4eCKHMi IJIAH U COEPKAHNE Y4eOHON JUCUUILINHBI «JOKyMEeHTALMOHHOE O0ecleYeHue yIpaBjJaeHu s

HaunmMeHoBaHuUe pa3aesioB U TeM Copeprxanue yueOHOT0o MaTepHaJia, JIaGopaTopHble U MPaKTHYECKHe PadoOThI, Oo0bem YpoBeHb
caMOCTOsITeIbHAsI padoTa 00yyalouuxcs 4acoB OCBOCHUS
1 2 3 4
Pasznen 1. OcHOBBI JOKYMEHTHPOBAHMS YIIPABJIEHYECKOH 1eITeJIbHOCTH
Tema 1.1. HopmaTuBHo- Conep:kanue yueOHOT0 MaTepHaJia 2
npapoBasi 6a3a opraHu3anumn 1 | HopmaTtuBHO-TIpaBOBasi 0a3a OpraHU3aiy JOKYMEHTAIIMOHHOTO 00ECTICUeHHSI YIIPABICHHS 0,5 1
AOKYMEHTALHOHHOTO KaK OCHOBA TE€XHOJIOT'HHU MPOLECCOB YIPABICHHUSI.
o0ecneyeHus1 ynpaBJieHUst 2 | Copemennble TpeboBanusi K Gpopmyssipy aokymentos (I'OCT OPJ1 2003 r.) 0,5 1
3 | l'ocynapcTBeHHas cucTeMa JOKyMeHTalnoHHOTo obecriederns ynpasienns (I'COY). 0,5 1
4 | MexmyHapoIHbIe CTAaHIAPTHI B OOJIACTH YIIPaBICHHUS JOKYMEHTAIHEH. 0,5 1
IIpakTHyeckne 3aHATHS 2
1 | HopMaTHBHBIE aKThl U MHCTPYKTHBHBIC MaTEPUAIIbI, pEerJaMEeHTHPYIOIIHE TOKYMEHT0000pOT 2 2,3
CamocrosiTesqibHass paboTa 00y4al0IMXCs 2
1| Ucropust pa3BUTUS Hay4yHBIX MPEICTABICHUI O [OOKYMEHTAalMOHHOM OOeCIeYeHnn 2 3
YIIPaBIICHUS
Coaep:xanue yueOHOro MaTepuaja 4
1| Monstue «nadopMmarms». CriocoObl U cpelncTsa nepenaun nHGpopmaryu. CBoKCTBa 1 1
nHpopmanun. KauecTBeHHbIE XapaKTEpUCTUKK HH(DOpMauy. Y HUPHUKaLUS 1
CTaHAapTHU3alusd YpaBJICHYCCKUX JOKYMCHTOB.
2 | Tonsitue «gokymeHnT». ColicTBa M QpyHKIMK HoKyMeHTa. Knaccudukanms 10KyMEHTOB. 1 1
Tema 1.2. JIOKyMEHT H €ro 3 | IloHsTHE «3JIEKTPOHHBIN JOKyMEHT». OOIIMe MPUHIHUIIBI TOCTPOEHHS U CTPYKTYpa 1 1
cBoOiicTBA CHCTEMBI 3JIEKTPOHHOT'O IOKYMEHT0000pOTa.
4 | Yaudukanus v craHaapTU3aIysl yIpaBleHIYECKUX JOKYMEHTOB. 1 1
IpakTuyeckne 3aHATHS 2
1| Mubopmanus 1 JOKYMEHT: IOHATHS, CBOWCTBA, CTPYKTypa u pyHKuuu. [IpoBeneHue 2 2,3
TECTUPOBAHMA U 00CYKACHHUE €ro pe3yIbTaToB.
CamocTosTesibHasi padoTa 00y4alonuxcs 2
1 | IlepcneKTHBBI HCIIOIB30BAHUS AJIEKTPOHHBIX JOKYMEHTOB B YIIPABJIECHYECKOHN JEATENBHOCTH. 2 3
Tema 1.3. Cnoco0b1 u Coaep:xanue yueOHOro MaTepuaja 4
NMpaBHJIa CO3AAHMSA U 1| Cnoco0Obl TOKYMEHTUPOBaHHUs 1 HOCUTENU HHpopManun. Buapl TOKyMeHTHpOBaHUSI. 1 1
odopMIIeHHsI JOKYMEHTOB 2 | ©opMyssip JOKYMEHTA U €T0 PEKBU3UTHI. 1 1

5




Ocobennoctu O(i)OpMJ'IeHI/Iﬂ TCKCTA B 3aBUCUMOCTH OT HA3HAUCHHUA JOKYMCHTA.

OdopMieHre JOKYMEHTOB C TIOMOIIHI0 KOMITBIOTEPHBIX ITPOTPaMM.

3

4

IlpakTH4yecKue 3aHATHS

1| Odopmienus nokymeHToB B cootBeTcTBHU ¢ TpeboBanusmu ['OCT P 6.30-2003.
BrIsiBIICHNE U HCIIPABICHHE ONTHOOK B COCTABICHHBIX YITPABICHYCCKHUX TOKYMEHTAX.

NN

2,3

CamocTrosiTesibHasi padoTa 00y4alOIMXCs

N

1 | AHaH3 MMOCTOSIHHBIX M MEPEMEHHBIX PEKBH3UTOB ()OpM YHU(DUITUPOBAHHBIX TOKYMEHTOB.

N

Pa3znen 2. Opranu3anmsi CHCTeMbI TOKYMEHTAIIHOHHOT 0 00ecedeHnsl

Tema 2.1. OprannzaunoHHo-
pacnopsiiuTeJIbHAsS U
CIIPABOYHO-
uHpopManMOHHAS
AOKYMEHTALMSI.

Conep:xanue yueOHOro MarepuaJa

Opranu3aImoHHO-PACTIOPSIIUTENbHAS JOKYMEHTAIIHS.

CrpaBouHO-MH(OPMAIIMOHHBIE JOKYMEHTBHI.

HenoBas nepenucka.

Cucrema 1OroBOPHO-NPaBOBOM JOKYMEHTALIUH.

A

AKTHYCCKHEC 3aHATHUA

S =1E SN

OdopmieHne  OpraHU3alMOHHO-PACIIOPSIUTENIFHOW W CIIPaBOYHO-MH()OPMAIIMOHHOM
JOKYMEHTAIINH.

NINFRLIFRLININ IO

2,3

CamocTosTesibHasi padoTa 00y4aronmuxcs

N

1| XapakrepucTrka v BUABI OPraHU3aAMOHHO-PACTIOPSIUTENEHON JOKYMEHTAIINH.
XapaKTepUCTHKA U BHJIBI CIPABOYHO-UH(POPMAITMOHHOHN IOKYMEHTAIIHH.

Tema 2.2. J/IoroBOpHO-NIPaBOBas
AOKYMEHTALHUs

Copepxanne yue0HOT0 MaTepHaJia

(o]

1 I[OFOBOpLI (KOHTpaKTLI), COTJIalICHUSA, ITIPOTOKOJIBIL: K.TIaCCI/I(i)I/IKaLII/IH, OCHOBHBIC
XapPaKTCPUCTUKU. OCHOBHBIE pa3aciibl KOHTPAKTA.

2 | TumoBble JOTOBOPHI: IPUMEpHasi hopma, 00pasIibl

w

[TpoTOKOJIBI Pa3HOIIACH K JOTOBOPAM.

[EEN

=

4 | YaudunuposanHas Gopma cornamenus: 00 U3MEHEHUH U IOTIOJIHEHUH K I0TOBODY.
YaudunupoanHas popMa corjianieHus 0 3aMeHe JIoroBopa (HoBamus). Y HUQUITMPOBAaHHAS
(dhopma 0 pacTOp:KEHUH JOTOBOPA.

[EEN

KOMMep‘{CCKI/IC aKThl. brrankmn KOMMCPUYCCKUX aKTOB.

ﬂOBepCHHOCTI/II PAa30BLIC, CIICHUAJIBHBIC, TCHCPAJIbHBIC. O6pa3u51 Z[OBepeHHOCTeﬁ.

5

6

IIpakTHYecKHe 3aHATHSA

1| Odopmienne TOroBOpHO-IPABOBOI TOKYMEHTAIIMH HA KOHKPETHBIX MPUMEPax.

FNQ NG PR PN

CamocTosiTeIbHAs patoTa 00y4alomuxcs

Paspes 3. Cucremarusanysi 1 XpaHeHHe JOKYMEHTOB

Tema 3.1. llopsnok

| Coaep:xanue yueOHOro MaTepuaja




CHCTeMaTH3alMU U XpPaHEeHHUs 1| Opranuszauus JOKyMEHTOOOOpOTa: IpreM, 00pabOTKa, perucTpalys, KOHTPOJIb, XpaHECHHE 1 1
HOKYMEHTOB. JIOKYMEHTOB.
2 | TlopsiIOK BBLIAYM M U3BSITHS JIOKYMEHTOB M JIeJ B CITydae He0OOXOIUMOCTH. 1 1
3 | Kpurepuu onpezenennst 3Ha4UMOCTH JOKYMEHTOB. 1 1
4 | OpraHuzanus apxuBsa. 1 1
IIpakTHYecKHe 3aHATHSA 2
1| ®opmupoBaHre HOMEHKIATYPHI 1€J1, OTpeAeieHIe 3HAYMMOCTH IOKyMEHTOB, 0(pOpMIIEHHE 2 1
3aIpOoCOB AJIs BbLIAYM JOKYMEHTOB M Jes. Opranu3anusi apXusa.
CamocTrosiTesibHasi padoTa 00y4Yalomuxcs 1 -
Tema 3.2. PaGora ¢ Conep:xanue yueOHOro MaTrepuaJia 4
KOHG(HAeHIHAIbHOI 1 | KondunennmanpHas nHGOpManys: XpaHEeHHE, CUCTEMa U TEXHOJIOTHS 3aIllUTHL 1 1
AOKYMEHTHPOBAHHOM 2 | YuéT u XpaHeHue e ¢ KOHQUICHINATbHBIMU JOKYMEHTaMH. 2 1
HHpopmanuei 3 | HopmMaTuBHO-IIpaBOBBIE aKThI, PETJIAMEHTUPYIOIINE PA0OTY C TOKYMEHTHPOBAHHOM 1 1
KOH(UICHIIMAIbHON HHpOpManuen.
IIpakTHYeckue 3aHATHS 2
1 | Cucrema ¥ TEXHOJIOTHS 3alIUTHI JOKYMEHTHPOBAaHHON KOH(PHUISHIIMAIEHOW HH(GOPMAITII 2 2,3
CamocTosTesibHasi padoTa 00y4alomuxcs 1 -

[TpuMmepHas TeMaTrka KypcoBol paboThl (ITPOEKTa)

CamocTosiTennpHas padoTa 00yJaromuxcs HaJl KypcoBod paboToil (IpoeKTom)

Bcero:

60




3. YCJIOBUMSA PEAJIM3ALIMU ITPOT'PAMMBI IMCHUTIJIMHBI

3.1. TpeGoBaHus K MUHMMAJIbHOMY MATEPUAJIbHO-TEXHUYECKOMY 00ece4eHH 0

B mpomecce wu3ydeHus IUCHUIUIMHBI HCHOJB3YIOTCSA CIEAYIOIKME 00pa3oBaTeIbHbIC
TEXHOJIOTHUH: O0BSCHUTEIbHO-UUTIOCTPATUBHBIC (JIEKIUS, MPAKTHUYECKOE 3aHATHE), TEXHOJIOTUU
MOJYJILHOTO OO0y4YeHUs (MHIUBUAYATbHBIA TOIXOM, ICATEIbHOCTHBIN IOAXO0JM), TEXHOJOTUHU
yueOHOM JTUcCKyccuu, mpobiieMHoe 00ydeHHe, orepekarolas caMoCcTosTeIbHas paboTa.

Kabunet 5KkOHOMUKHU ¥ MEHEIPKMEHTA, COLMATbHO-3KOHOMUYECKUX JUCHUILINH

ObopynoBanue:

KomruiekT yueOHoit mebenn (46 mocagouHbIX MECT)

HoytOyk npenonasatens HP 15DB0098UR

HaGop yueOHO-HaATIsAHBIX TOCOOHH, 00eCTIeunBaIOIINe TEMAaTHIYECKNE HIUTIOCTPALIUH 110
TUCITUILINHE.

3.2. UndopmanuonHoe odecrieyeHne o0ydeHust

OcHOBHBbIC MCTOYHUKH:

1. ApacnanoBa, B.A. JlokymeHTanuoHHOEe oOOecleYeHHe YIpaBICHHUS:
y4eOHO-TIPaKTHUECKOe IMOocoOMe B cxemax, TabOaumax, obOpasmax : [12+] /
B.A. ApacianoBa. — 2-¢ 3., 1om. U nepepad. — Mocksa ; bepnun : lupekr-Menua, 2020.
- 266 ¢ : wmn, Tabnm. — Pexum gocTtyma: 1o  TMOAMNHCKE.  —

URL:  https://biblioclub.ru/index.php?page=book&id=578394 (mara oOpariicHus:
01.06.2022). — buGsmorp. B ku. — ISBN 978-5-4499-1454-5. — DOI 10.23681/578394. —
TexcT : 31EKTPOHHBIN.

2. Bemkypoa, A.b. JlokyMeHTaIMOHHOE OOECIICUCHHE YIPABJICHUS: Y4eOHOE
nocobue s CTYACHTOB cpenHero mnpodeccuoHanbHoro obpaszoBanus : [12+] /
A.B. BemkypoBa. — Mocksa ; bepmnun : upext-Meaua, 2020. — 170 c. : wi., Tabn. — Pexum
JI0CTyMa: o MOJIITHCKE. —
URL:  https://biblioclub.ru/index.php?page=book&id=570999 (mara  oOpareHwus:
01.06.2022). — Bubmmorp.: c. 156-159. — ISBN 978-5-4499-0436-2. — DOI
10.23681/570999. — TeKcT : 37EKTPOHHBIA.

I[OHOJIHI/ITCJIBHLIG HCTOYHHUKMU:

1. BemkypoBa, A.b. OcHOBBI nemompou3BOJACTBa: ydeOHOE TocoOue it
CTYJIEHTOB CpeIHero mpodeccuoHanbHOro obpaszoBanus : [12+] / A.b. BemkypoBa. —
Mocksa ; bepnun : Qupekr-Meaua, 2020. — 245 c. : wi., Tabn. — Pexum gocTymna: mno
nognucke. — URL: https://biblioclub.ru/index.php?page=book&id=576203 (mara
obpamienns: 01.06.2022). — bubnuorp.: ¢. 233-237. — ISBN 978-5-4499-1171-1. — DOI
10.23681/576203. — TeKCT : 37€KTPOHHBIA.

2. OpraHu3anys 1 TEXHOJOTHS TOKYMEHTAIIMOHHOTO 00ECTICUeHUS YITPaBICHHS:
aneKTpoHHOe yueOHoe nocodue / coct. C.E. Mutenus ; KemepoBckuii rocyaapcTBeHHBIH
YHHUBEPCHUTET, HCTUTYT MCTOPHH, TOCYAaPCTBEHHOTO YIIPABJICHUS M MEXITYHAPOIHBIX
oTHouleHui u Jip. — KemepoBo : KemepoBckuil rocynapcTBeHHbI yHuBepcurert, 2017, —
478 C. — Pexum JIOCTyma: o MHOJIITUCKE. —
URL:  https://biblioclub.ru/index.php?page=book&id=481592 (mara  oOpamicHuUs:
01.06.2022). — bubnuorp. B kH. — ISBN 978-5-8353-2149-0. — TekcT : 371€KTPOHHBIA.



https://biblioclub.ru/index.php?page=book&id=578394
https://biblioclub.ru/index.php?page=book&id=570999
https://biblioclub.ru/index.php?page=book&id=576203
https://biblioclub.ru/index.php?page=book&id=481592

IIporpammuoe o6ecnieuenune u UHTepHeT-pecypenl:

Ne Ccbliika Ha HaumenoBanue
n HH(OpPMAIHOHHBII pa3padoTKu B JocTynHocTh
1 pecypc 3JIEKTPOHHOM dopMe
denepanpHas ciayxoa
1. http://www.gks.ru roCy/IapCTBEHHOU CBOOOIHBII OCTYIT
CTaTUCTUKH
Perucrpanus uepes mo60it
YHUBEPCUTETCKUN KOMIIBIOTED.
DNIEKTPOHHO- B nanbhelimem
OoubaroTeyHas PE0CTaBISETCS
2 | http://www.biblioclub.ru | cucrema (9BC) HEOTPaHWYCHHBIH
YHuBepcurerckas WHAUBUAYAIBHBIN TOCTYI U3

0oubIMOTEKA OHJIANH

110001 TOYKH, B KOTOPOH
UMEETCs I0CTYIl K CeTH
WHuTtepHer

www.garant.ru HNudopmanimonno- o
3 g (bop vu CBoOOIHBII JOCTYTT
IIPABOBOM MOPTAI
Poccuiickas
KOMIBIOTEPHAS .
4 | www.consultant.ru p CBOOOIHBIN OCTYII
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4. KOHTPOJIb 1 OHEHKA PE3YJIBTATOB OCBOEHUSA JUCIIUIIJIMHbI

KonTposib u oOmEHKa pe3yiabTaToB

OCBOCHHA

JAUCHUITIINHBI

OCYIICCTBIIACTCA

npenoaaBaTrcjicM B IIPOLECCE IMPOBCACHUA IMPAKTUYCCKHUX SaHHTI/Iﬁ, TECTUPOBAHUsA, a TaKXE
BBITIOJTHCHU A O6y‘-IaIOH_II/IMI/IC$I HHJIWBUIYaJIbHBIX 3aﬂaHHﬁ, ITPOCKTOB, HCCHCHOB&HHﬁ.

CUCTEMBI IOKYMEHTAIIMOHHOT'O 00ECTICUCHHU S
yIpaBJICHHUS;

KJIACCU(PMKALIMIO JOKYMEHTOB U UX BUJIBI,
TpeOOBaHUs K COCTABICHUIO U O(POPMIICHHUIO

JIOKYMEHTOB;

OpraHM3alyio JAOKYMEHTO0OOpoTa: mpueM, oOpaboTka
peFI/ICTpaHI/ISI, KOHTpOJIL, XpaHCHI/Ie I[OKYMGHTOB
HOMEHKJIATYpY JIeT

YMmerThb:

o OpMIIATH TOKYMEHTAIUIO B COOTBETCTBUU C
HOPMaTUBHOI 0a30H, B T.4. UCHOJIb3YS
MH(OPMALIMOHHBIE TEXHOJIOTHH;

OCYIIECTBJISITh aBTOMATHU3AIUI0 00pa0OTKH
JTIOKYMEHTOB;

YHUQPUITUPOBATH CUCTEMBI JIOKYMCHTAIINN;
OCYIIIECTBISATh XpaHEHHE U TOUCK IOKYMEHTOB;
WCIOJIb30BaTh TEIIEKOMMYHHUKATHBHBIC TEXHOJIOTUU B

AIIEKTPOHHOM JIOKYMEHT0000pOTE

OueHo4YHbIE
. ®opmupyembie
Pe3ysabTarhl 00y4eHUs: 10 y4eOHOM TUCIUIIUHE cpeacTBa mno
KOMIIETEHI[U U
AMCUUTIJIMHE
3HaTh: OK 02, OK 05, CooOmiennss  Ha
MOHATHE, LEIH, 3a1a4U IIPUHIUIIBI OK 9, IIK 1.1, 3aJIaHHBIC TEMEI
JIEJIONIPOU3BOJICTBA; IIK 1.3, IIK 2.2, | Bonpockl s
OCHOBHBIE MMOHATHS JOKYMEHTALMOHHOTO [K 2,7 cobecenoBaHus
o0ecrnieueHus yrpaBIeHUS; TecTnl
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