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

1.1. Ob6aacTh NpUMeHeHHsI POTrPaMMBbI

[Tporpamma y4eOHOW TUCHMIUIMHBI SBISETCS YacThi0O OCHOBHOW NpOQecCHOHATHHON
oOpa3zoBatenbHoil porpammbl B coorBeTcTBUM ¢ PI'OC no cneunanpHoctu CIIO DxoHOMUEKA M
OyxraiTtepckuii yueT (1o orpaciisiM) / mpodeccun OyxranTep.

Pabouas nporpamma yueOHON AUCHUIUIMHBI MOXKET OBITh UCIIOJIb30BaHA B TOTIOJTHUTEILHOM
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
uKia ydeOHoro 1urana mo crnenuanbHocTd 38.02.01 DkoHOMHMKA W OyXraiarepckuid ydeT (Imo
oTpacisiM) W HampaBieHa Ha (OpMHpOBaHHE CIEAYIOUNMX OOmMX U MpodeccHnoHATbHBIX
kommerennuii: OK 05, OK 9, IIK 1.1, ITK.1.3, [IK 2.2, TIK 2.7.

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

B pesynbpTaTe ocBoeHHS y4eOHOM NUCIUILIMHBI O0yUarOITUICS JOJIKEH:
YMeTh:

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

—  OCYILECTBJISTh aBTOMaTU3aLUI0 00pabOTKH TOKYMEHTOB;

-~ yHU(UIHUPOBATH CUCTEMBI JOKYMEHTAIIUH;

— OCYIICCTBJIATH XpPaHCHHUEC U MOUCK TOKYMCHTOB,

—  HCIIOJIb30BaTh TEJIEKOMMYHHKATHBHbIE TEXHOJIIOTUH B 3JIEKTPOHHOM JOKYMEHTOOO0POTE.
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

[Iponiecc u3ydyeHus AUCLUILIMHBI HANIpaBjeH Ha (OPMHUPOBAHUE JIEMEHTOB CIEAYIOIINX
komnereHnuii B coorBeTcTBUH ¢ PI'OC CIIO n OIIOII CIIO mo naHHOM CreuaibHOCTH:

a) oommx (OK):

OK 05. Ocy1iecTBasaTh YCTHYIO U MHUCHbMEHHYI0 KOMMYHHUKAIIMIO Ha TOCYIapCTBEHHOM
s3bike Poccuiickoit denepariiy ¢ yueToM 0COOEHHOCTEH COIMAIBHOTO U KYJIBTYPHOT'O KOHTEKCTA.



OK 09. ITonb3oBarbcsi mpoecCHOHANBHONW JTOKYMEHTAllMell Ha TroCylapCTBEHHOM H
MHOCTPaHHOM SI3bIKaX.

0) npodeccnonanbubix (IIK):

IIK 1.1. O6pabaTbiBaTh NEPBUYHBIC OYXTAITEPCKHUE TOKYMEHTHI.

IIK 1.3. IlpoBOOUTHh y4YeT ICHEXKHBIX CPEACTB, O(GOPMISATH JCHEKHBIE U KaCCOBBIC
JIOKYMEHTHI.

[IK 2.2. BbInosHATh NOPYYEHUS] PYKOBOJCTBA B COCTABE KOMUCCUU 10 MHBEHTApU3ALIUU
AKTUBOB B MECTAaX UX XPAHCHUS.

[IK 2.7. BbINOMHATH KOHTPOJIBHBIE MPOLEAYPbl U UX JOKYMEHTHUPOBAaHUE, TOTOBUTH U
0(OpMIIATH 3aBepIUAOLINE MaTepHalIbl IO PE3YIbTaTaM BHYTPEHHETO KOHTPOJIS.

1.4. PexomeHayeMoe KOJIMYECTBO YaCOB HA OCBOEHHUE POrPAMMBI AN CHUILINHBI
MaKCUMaJIbHO# yueOHOM Harpy3ku oOyuaromerocst 60 yaca, B TOM 4uce:
00s13aTeIbHOI ayTUTOPHOM yueOHOU Harpy3ku oOydaromierocs 48 gaca;
caMocTosATeIbHOM paboTs! oOyuaromerocs 10 yacos.

2. CTPYKTYPA U COJAEP)KAHUE YUEBHOM JUCIIUILIVHBI

2.1. O0beM yueOHOI JMCHMIIJIMHBI M BUABI Y4eOHOI padoThl

Bup y4eOHoii padoThI O0BeM yacoB
MakcumaJjibHasi yueOHasi HArpy3Ka (Bcero) 60
Oo0s13aTesibHAs ayAUTOPHAs Y4eOHAasi HATPY3Ka (Bcero) 48
B TOM YHUCIJIE:
JIEKUIMOHHbIE 3aHATUS 32
1abopaTopHbIE 3aHATHUS -
MPAKTUYECKHUE 3aHATUS 16

KOHTPOJIbHBIE paOOThI -

KypcoBast paboTa (IIpOoeKT) -

CamocrosiTesibHas padoTa o0y4yarinerocs (Bcero) 10

B TOM YHCIJIC:

camocTosiTeNlbHass paboTa HaJa KypcoBoM paboroil (mpoekToM) (ecnu -
IPEYCMOTPEHO)

MIOTIOJHEHHE U YIITyOJIeHUE TEOPETUUECKUX 3HAHUM, TTOATOTOBKA COOOIIEHUI 10

Koncynpranus 2

IIpomedcymounas ammecmayusl 8 popme UTOTOBOM OILICHKH 3 ceMecTp




2.2. TemaTuueckuu 1JjiaH u coaecpkaHue yqeﬁﬂoﬁ AUCHUITIIMHBI «I[OKyMeHTa]_lI/IOHHOC odecreueHue yupasJ€HUA»

HaunmMeHoBaHuUe pa3aesioB U TeM Coaep:xanue yueOHOro MaTepualia, 1adopaTopHble H MPaKTUYeCKUe PadoThIl, Oo0bem YpoBeHb
caMOCTOsSITeIbHAs padoTa o0yualouuxcs 4acoB OCBOCHUS
1 2 3 4
Paszpnen 1. OcHOBBI JOKYMEHTHPOBAHUSA YIIPABJIEHYECKOI 1esITeJIbHOCTH
Tema 1.1. HopmaTuBHo- Cojep:xkaHue y4eOHOro MaTepuasa 2
npapoBasi 6a3a opraHu3anumn 1 | HopmaTtuBHO-TIpaBOBast 0a3a OpraHU3aiy JOKYMEHTAIIMOHHOTO 00ECTICUeHHSI YIIPABICHHS 0,5 1
AOKYMEHTALHOHHOTO KaK OCHOBA TE€XHOJIOT'HHU MPOLECCOB YIPABICHHUSI.
o0ecneyeHus1 ynpaBJieHUst 2 | Copemennble TpeboBanusi K popmyssipy aokymentos (I'OCT OPJ1 2003 r.) 0,5 1
3 | 'ocynapcTBeHHas cucTeMa JOKyMeHTalnoHHOTo obecriederns ynpasienus (I'COY). 0,5 1
4 | MexxayHapo HbIe CTAaHAAPTHI B O0JIACTH YIPaBICHHS JOKYMEHTAIHEH. 0,5 1
IpakTnyeckune 3aHATHS 2
1 | HopMaTHBHBIE aKThl U MHCTPYKTHBHBIC MaTEPUAIIbI, pEerIaMEeHTHPYIOUIHE TOKYMEHT0000pOT 2 2,3
CamocTosiTesibHast paboTa 00yYarouuxcs 2
1| Ucropust pa3BUTUS Hay4yHBIX MPEACTABICHUI O [OOKYMEHTAalMOHHOM OOeCIeYeHnn 2 3
YIIPaBIICHUS
Conep:xanue yueOHOro MaTepuaJia 4
1| Monstue «nadopMarms». CriocoObl U cpelncTsa nepenaun nHGpopmaryu. CBoKCTBa 1 1
nHpopmanun. KauecTBeHHbIE XapaKTEpUCTUKK HH(DOpMauy. Y HUPHUKaLUS 1
CTaHAapTHU3alusd YpaBJICHYCCKUX JOKYMCHTOB.
2 | Ionsitue «gokymeHnT». CBolicTBa U QpyHKIMK HoKyMeHTa. Knaccudukanms J0KyMEHTOB. 1 1
Tema 1.2. JIOKyMEHT H €ro 3 | IloHsTHE «3NIEKTPOHHBIN JOKyMEHT». OOIIMe NIPUHIUIIBI TIOCTPOEHHS U CTPYKTYpa 1 1
cBoOiicTBA CHCTEMBI 3JIEKTPOHHOT'O IOKYMEHT0000pOTa.
4 | Yaudukanus v CTaHIapTH3AIUS YIPABICHYECKUX JJOKYMEHTOB. 1 1
IpakTHyeckune 3aHATHS 2
1| Mubopmanus 1 JOKYMEHT: IOHATHS, CBOWCTBA, CTPYKTypa u ¢pyHKuuu. [IpoBeneHue 2 2,3
TECTUPOBAHMA U 00CYKACHHUE €ro pe3yIbTaToB.
CamocTrosiTeqibHasi pab0oTa 00yYalOIIMXCS 2
1 | IlepcneKTHBBI HCIIOIB30BAHUS AJIEKTPOHHBIX JOKYMEHTOB B YIIPABJIECHYECKOHN JEATENBHOCTH. 2 3
Tema 1.3. Cnoco0b1 u Conep:xanue yueOHOro MaTepuaJa 4
NMpaBHJIa CO3AAHMSA U 1| Cnoco0Obl TOKYMEHTUPOBaHHUsI 1 HOCUTENU HHpopManun. Buapl TOKyMeHTHpOBaHUSI. 1 1
odopMIIeHHsI JOKYMEHTOB 2 | ©opMyssip JOKYMEHTA U €r0 PEKBU3UTHI. 1 1

5




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

OdopMieHre JOKYMEHTOB C TIOMOIIHI0 KOMITBIOTEPHBIX ITPOTPaMM.

AKTHYCCKHEC 3AHATHUSA

| w

OdopmieHus JOKyMeHTOB B cooTBeTcTBUM ¢ Tpeboanusmu ['OCT P 6.30-2003.
BrIsiBIICHNE U HCIIPABICHHE ONTHOOK B COCTABICHHBIX YITPABICHYCCKHUX TOKYMEHTAX.

NN

2,3

CamocTrosiTeibHasi padoTa 00y4al0IMXCS

N

1 | AHaH3 MMOCTOSIHHBIX M MMEPEMEHHBIX PEKBH3UTOB (hOpM YHU(DUITUPOBAHHBIX TOKYMEHTOB.

N

Paznen 2. Opranu3anmsi CHCTeMbI TOKYMEHTAITHOHHOT0 00ecedeHnsl

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

Conep:xanue yueOHOro MaTrepuaJa

Opranu3aImoHHO-PACTIOPSIIUTENbHAS JOKYMEHTAIIHS.

CrpaBouHO-MH(OPMAIIMOHHBIE JOKYMEHTBHI.

HenoBas nepenucka.

Cucrema 1OroBOPHO-NPaBOBOM JOKYMEHTALIUH.

A

AKTHYCCKHEC 3aHATHA

S =E SN

OdopmieHne  OpraHW3alMOHHO-PACIIOPSIUTENIFHON W CIIPaBOYHO-MH()OPMAIIMOHHOM
JOKYMEHTAIINH.

NINFRLIFRLININ IO

2,3

CamocTrosiTesibHasi pab0oTa 00y4al0IMXCS

N

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

Tema 2.2. J/IoroBOpHO-NIPaBOBas
AOKYMEHTALHUs

Copaepxanue yueO0HOro0 MaTepHuaJia

(o]

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

2 | TunoBble JOTOBOPHI: IPUMEpHasi hopma, 00pasIibl

w

[TpoTOKOJIBI Pa3HOIIACH K JOTOBOPAM.

[EEN

=

4 | YauduuupoBanHas GopMa corjiameHus: 00 N3MEHEHUH 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

IIpakTHYecKue 3aHATHSA

1| Odopmienne TOroBOpHO-IPABOBOI TOKYMEHTAIIMH HA KOHKPETHBIX MPUMEpax.

FNQ NG PR PN

CamocTosiTeibHAas padoTa 00yYalonuxcs

Paspes 3. Cucremarusanysi 1 XpaHeHHe JOKYMEHTOB

Tema 3.1. llopsnok

| Conep:xanue yueOHOro MaTepuaJia




CHCTeMaTH3alMU U XpPaHEeHHUs 1| Opranuzauust JOKyMEHTOOOOpOTa: IpreM, 00pabOTKa, PerucTpalys, KOHTPOJIb, XpaHECHHE 1 1
HOKYMEHTOB. JIOKYMEHTOB.
2 | TlopsiIOK BBIIAYM M U3BSITHS JIOKYMEHTOB H JIeJ B CITydae He0OXOIUMOCTH. 1 1
3 | Kpurepuu onpezenenust 3Ha4UMOCTH JOKYMEHTOB. 1 1
4 | OpraHuzanus apxuBa. 1 1
IIpakTHYecKue 3aHATHSA 2
1| ®opmupoBaHre HOMEHKIATYPHI 1€J, OTpeAeTieHIe 3HAYMMOCTH TOKyMEHTOB, 0(pOpMIIEHHE 2 1
3aIpOoCOB AJIs BbLIAYM JOKYMEHTOB M Jes. Opranu3anusi apXusa.
CamocTrosiTesqibHasi padoTa 00y4Yarommxcs 1 -
Tema 3.2. PaGora ¢ Conep:xanue yueOHOro MarepuaJia 4
KOHG(HAeHIHAIbHOI 1 | KondunennmanpHas nHGOpMaNns: XpaHEeHHE, CUCTEMa U TEXHOJIOTHS 3aIllUTHL. 1 1
AOKYMEHTHPOBAHHOM 2 | YuéT u XpaHeHue el ¢ KOHQUICHINATBHBIMU JOKYMEHTaMH. 2 1
HHpopmanuei 3 | HopmMaTuBHO-IIpaBOBBIE aKThI, PETJIAMEHTUPYIOIINE PA0OTy C TIOKYMEHTHPOBAHHOM 1 1
KOH(UICHIIMAIbHON HHpOpManuen.
IIpakTHYeckue 3aHATHS 2
1 | Cucrema 1 TEXHOIIOTHS 3alIUTHI JOKYMEHTHPOBAaHHON KOH(PHUIESHIIMAIEHOW HH(OPMAITII 2 2,3
CamocTrosiTesqibHasi pab0oTa 00y4al0IMXCS 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:

Kommext yueOHOU Mebenn

Hoyt6yk npenonaBatens

HaGop yueOHO-HarmsAHbIX TOCOOUH, 00ecrieynBaroIIe TEeMAaTHUECKUE UILUTIOCTPALIUH 110
TUCITUILINHE.

3.2. UndopmanuonHoe odecrieyeHne o0ydeHust

OcHOBHBbIC MCTOYHUKH:

1. ApacnanoBa, B.A. JlokymeHTanuoHHOEe oOOecleYeHHe YIpaBICHHUS:
y4eOHO-TIpaKTHUECKOe TIocobne B cxemax, Tabnmmax, oOpasmax @ [12+] /
B.A. ApacianoBa. — 2-¢ u3., 1om. u nepepad. — Mocksa ; bepnun : Iupekr-Menua, 2020.
- 266 ¢ : wmn, Tabnm. — Pexum gocTtyma: 1o  TMOAMNHCKE.  —

URL:  https://biblioclub.ru/index.php?page=book&id=578394 (mara obparicHus:
01.06.2023). — bubsmorp. B ku. — ISBN 978-5-4499-1454-5. — DOI 10.23681/578394. —
TeKcT : ANEeKTPOHHBIH.

2. BemkypoBa, A.b. JlokyMeHTaIHOHHOE OOECIICUCHUE YIPABJICHUS: Y4eOHOE
nocobue s CTYJAEHTOB CpeAHEro mpodeccHOHaIbHOro obpazoBanus : [12+] /
A.B. BemkypoBa. — Mocksa ; bepnun : {upext-Meaua, 2020. — 170 c. : wi., Tabn. — Pexum
JI0CTyMa: o MOJIITHCKE. —
URL:  https://biblioclub.ru/index.php?page=book&id=570999 (mara  oOpareHwus:
01.06.2023). — 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 JA€NONPOU3BOACTBA: YyueOHOe Mocobue ais
CTYJIEHTOB CpeIHero mnpodeccuoHanbHOro obpaszoBanus : [12+] / A.b. Bemkyposa. —
Mocksa ; bepnun : Qupexkr-Meaua, 2020. — 245 c. : w1, Tabn. — Pexum poctymna: mno
nomnucke. — URL: https://biblioclub.ru/index.php?page=book&id=576203 (mara
obpamienns: 01.06.2023). — bubnuorp.: ¢. 233-237. — ISBN 978-5-4499-1171-1. — DOI
10.23681/576203. — TeKCT : 37€KTPOHHBIA.

2. Opraau3anys U TEXHOJOTHS TOKYMEHTAIIMOHHOTO 00ECTICUeHUS YITPABICHHS:
aneKTpoHHOe yueoHoe nocooue / coct. C.E. Mutenus ; KemepoBckuii rocy1apcTBeHHBIN
YHUBEPCHUTET, HCTUTYT MCTOPHH, TOCYAAPCTBEHHOTO YIPABICHUS U MEXTYHAPOTHBIX
oTHoueHui u ap. — Kemeposo : KeMepoBckuil rocynapcTBeHHbli yHuBepcurer, 2017. —
478 C. — Pexum JIOCTyma: o MHOJIITUCKE. —
URL:  https://biblioclub.ru/index.php?page=book&id=481592  (mara  oOparieHwus:
01.06.2023). — bubnwmorp. B kH. — ISBN 978-5-8353-2149-0. — TekcT : 37€KTPOHHBIHA.



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 (hopMme
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 WHAUBUAYAJIbHBIN 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 TOPTAIT
Poccuiickas
KOMIBIOTEPHAS .
4 | www.consultant.ru p CBOOOIHBIN OCTYII

CIIPAaBOYHO-IIPaBOBas
CHCTEMA
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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.

CHUCTEMBI JIOKYMEHTAIIMOHHOT'O 00ECTICUeHHU S
yIpaBJICHHUS;

KJIACCU(PUKALIMIO JOKYMEHTOB U UX BU/IBI;
TpeOOBaHUs K COCTABICHUIO U O(POPMIICHHUIO

JIOKYMEHTOB;

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

YMmerThb:

0(hopMIIATH JOKYMEHTAIUIO B COOTBETCTBHUHU C
HOPMaTUBHOI 0a30H, B T.4. UCHOJIb3YS
MH(pOPMAaLMOHHbIE TEXHOJIOTHH;

OCYIIECTBIIATH aBTOMATHU3ALUI0 00pabOTKH
JOKYMEHTOB;

YHU(PUIIUPOBATH CUCTEMBI IOKYMEHTALINUN;
OCYILIECTBIIATh XPAaHEHUE U TOUCK IOKYMEHTOB;
HCIOJIb30BaTh TEIEKOMMYHUKATUBHbIE TEXHOJOTUU B

AIIEKTPOHHOM JIOKYMEHT0000pOTE

OueHo4YHbIE
. ®opmupyembie
Pe3ysabTarhl 00yyeHUs 10 y4eOHOM TUCHHUILIMHE cpeacTBa mno
KOMIIETEHI[MH
JUCIHUILTINHE
3HaTh: OK 05, OK 9, CooOmiennss  Ha
MOHATHE, LEIH, 3a1a4U IIPUHIUIIBI IIK 1.1, IIK 1.3, | 3amaHHbBIC TEMBI
JIEJIONIPOU3BOJICTBA; IIK 2.2, 1IK 2,7 | Bonpockl s
OCHOBHBI€ MTOHATUS JOKYMEHTAIMOHHOTO cobeceoBaHuUs
oOecrieueHus yIpaBicHUs; Tecthr
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