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1. MACITIOPT PABOYEM MPOI'PAMMBI YYEBHOM JUCIHUIIJINHBI
JJoxkymMeHTallMOHHOE o0ecnieyeHne yIpPaBJIeHUusl

1.1. Ob6saacTh NPpUMeEHEHHUs TPOTPAMMBI

Pabouas  mporpamma  y4yeOHONW  AMCUMIUIUHBI  SBJISIETCS ~ YacTbl0  OCHOBHOM
npodeccnoHanbHOM 00pa3oBareabHON mporpaMmbl B cootBeTcTBHH ¢ @I'OC 1o crenuanbHOCTH
CIIO 40.02.01 «ITpaBo 1 opraHu3anus CoIuaIbHOTO 00eceueHus

[IporpamMmma y4eOHOW TUCIUIUIMHBI MOXET OBITh pealiM30BaHa C MPUMCHEHHUEM
JTUCTAaHIIMOHHBIX 00Pa30BaTEIbHBIX TEXHOJIOTUI
1.2. MecTO0 IMCHUILIMHBI B CTPYKType OCHOBHOW mNpodecCHOHAIBbHOH 00pa3oBaTebHOM
nporpammbl: [IpodeccronanbHble TUCHUTITHMHBI
1.3. llesn ¥ 3a0a4M JMCUMILUIUHBI — TPEOOBAHNS K Pe3y/JIbTATaM OCBOEHHS IMCUMILIUHBI:

— OK 01. Beibuparh cnocoObl pemieHus 3anad MpodhecCHOHATBHOW JIeSITeIbHOCTH
MPUMEHHUTEIBHO K Pa3JIMUYHBIM KOHTEKCTaM.

— OK 02. OcymiecTBnsiTh TOUCK, AaHATIU3 U UHTEPIIPETalnio HHOpMaLMK, HEOOXOJUMON
JUTSI BBITIOJTHEHUS 33714 TPO(heCCHOHATBHOM e TEIIbHOCTH.

— OK 03. I[ImanupoBaTh W peaNM30BHIBATH COOCTBEHHOE NPOPECCHOHATIBHOE H
JTUYHOCTHOE Pa3BUTHE.

— OK 04. PaGoratp B KOJUICKTMBE M KoMmaHzae, 3()(PEKTHUBHO B3aUMOJCHCTBOBATH C
KOJUIETaMHU, PYKOBOJICTBOM, KJIMEHTAMH.

— OK 05. OcymiecTBiATh YyCTHYIO U TUCbMEHHYI0O KOMMYHHUKAIIMIO HAa TOCYJapCTBEHHOM
a3bike Poccuiickoit ®epepanuu ¢ y4eToM OCOOEHHOCTEH COLMAIBHOTO U KYJIBTYPHOTO
KOHTEKCTA.

— OK 09. Hcnons3oBaTh HWH(POPMALMOHHBIE TEXHOJOTUHM B TMPO(PECCHOHATHHON
JIeSATeTLHOCTH.

— OK 10. ITons3oBatbcst mpohecCHOHATBHON JOKyMEHTalluel Ha TroCyAapCTBEHHOM U
WHOCTPAHHOM SI3bIKaX.

— OK 11. Hcnonws3zoBaTh 3HaHMsI 1O (PMHAHCOBOM TI'PaMOTHOCTH, IUIAHUPOBATh
MpeIPUHUMATEIBCKYIO IeITeIbHOCTh B TpodeccnoHansHoM chepe

Kon YMmenunsa 3Hanusg
IIK, OK

OK 01 | pacmo3HaBaTh  3ajadyy  W/WIW | aKTyaJbHBIN TPO(ECCUOHATBHBIN U COIUATBHBIN
npoOieMy B TPO(PECCHOHAIBHOM | KOHTEKCT, B KOTOPOM NPHUXOAUTCS paboTaTh U
W/WIA  COLMAIbHOM KOHTEKCTE; | )KUTh; OCHOBHBIE HCTOUYHUKHM HWH(pOpManuu u
aHATM3UPOBATh  33/a4y  W/WIM | peCypChl ISl pElIeHUs 3aaad W TmpoliieM B

HpO6HCMy u BBIACIIATDH e€ HpO(beCCHOHaHLHOM W/Mu conraJIbHOM
COCTaBHBIC qacTu, OMpPEACIIATh | KOHTCKCTE,
9Tallbl pCHICHUS 3ada4U; BBIABJIATDH | AJITOPUTMBI BBITIOJIHCHU A pa60T

51 3¢ heKTUBHO UCKaTh | MPOQECCUOHAIBHON M CMEXHBIX O00JIacTAX;
UHPOPMALIMIO, HEOOXOIUMYIO Ul | METOABl paboThl B  HPOECCHOHATBHOH U
pellleHus 3ajaul U/UiaK npoOJeMbl; | CMEXHBIX cdepax; CTPyKTypy IlaHa JJs
COCTaBUTh IJ1aH JEICTBUS; | pElIEHUs 3a/1ay; MOPSAJOK OLEHKU PE3YJIbTaTOB
ONpEAEITUTh HEOOXOUMBIE | PEIICHHS 3a71a4 npodecCHOHATbHON
peCypChl; JEATEIIBHOCTH;  METOAOJOTMYECKHE  OCHOBBI
BJIQJIETh AKTYaJIbHBIMH METOJIaMHU | OPTaHU3allMU U BeIEHUs OyXraJTepcKoro yuyera
paboTbl B NpOoQeccCHOHATbHOH M | B KPEAWTHBIX  OpraHu3alMsaX;  KpaTkas
CMEXHBIX cdepax; pealn30BaTh | XapaKTEPUCTUKAa OCHOBHBIX 3JIEMEHTOB yYETHOMU
COCTaBJICHHBI TIJIaH; OLIEHUBATh | MOJIUTHKU KPEAUTHOW OpraHU3aIiH.
pe3yibTaT M MOCJIEICTBUS CBOUX
JNEeUCTBUM (CaMOCTOSITEIBHO WIIH C
MTOMOIIIbIO0 HACTABHUKA)




OK 03

OTIpeNeNsTh aKTyaJIbHOCTb
HOPMAaTUBHO-IIPABOBOU
JOKYMEHTaIIUU B
po(hecCHOHANTLHOM ACSITeTbHOCTH;
PUMEHSTh COBPEMEHHYIO
HAYYHYIO npodeccrnoHaIbHYIO
TEPMUHOJIOTHIO;  ONPEACISTh |
BBICTPANBAaTh TPaeKTOPUHU
npopECCHOHATBLHOTO pPa3BUTUSL |
camMo00pa3zoBaHus;
OPUCHTUPOBATHCS B TUIAHE CYETOB,
TpyNIMpoBaTh cuyeTa OajaHca IIo
aKTUBY M TIIaCCUBY; IPUCBAMBATh
HOMEpa JIMIEBBIM CUCTaM.

coZiep )KaHue aKTyaJlbHOM HOPMATHBHO-TIPAaBOBOM
JOKYMCHTAllUU, COBpCMCHHAA Hay4dHas n
npodeccuoHanbHas TEPMUHOIOTHS; BO3MOXKHbIE
TPACKTOPUU TPO(HECCHOHATBLHOTO PA3BUTHSI U
camMo00pazoBaHus; HOPMAaTUBHO-TIPAaBOBOE
peryaupoBaHue  OyXraJTepckoro ydera B
0aHKax; MPUHIUIBI MOCTPOCHUS, CTPYKTYPY U
coJiepyKaHue pa3zenoB IiaHa CUETOB
OyXranatrepckoro ydera KPEAUTHBIX
opraﬂnsaunﬁ, MOpAAOK HYMEpaluH JIMICBBIX
CYETOB.

OK 04

OpraHU30BBIBATH paboty
KOJJIEKTUBA u KOMaHIbI;
B3aMMOJICIICTBOBATh C KOJUIETaMH,
PYKOBOJACTBOM, KJIMEHTaMH B XOJIE
poecCHOHANBEHOM NesTeNIbHOCTH

IICUXOJIOTUYECKUE  OCHOBBI  JICATEIBLHOCTH
KOJUIEKTUBA, IICUXOJIOTHYECKHE OCOOCHHOCTH
JMYHOCTH; OCHOBBI MPOEKTHOW JAEATEIHHOCTH;
GyHKIMM ~ moApas3ieneHuil  OyxranTepckoi
CITy’KOBbI B KPEJJUTHBIX OpTraHU3alUsIX.

OK 09

IPUMEHSTh cpeacTsa
UHPOPMALIMOHHBIX  TEXHOJIOTHM
JUTSL PEIICHUsT MPOQPECCHOHATBHBIX
3aj1a4; MCIOJIb30BaTh COBPEMEHHOE
IporpaMMHO€E oOecrieyeHne

COBPEMEHHBIE  CpEICTBA WM YCTPOMCTBA
UHPOPMATU3ALINY; TOPAIOK WX MPUMEHEHHS W
MIpOrpaMMHOE obecrieueHue B
poeCCUOHATIBHOM I TEITLHOCTH

OK 11

IPE3CHTOBATh  HJCH  OTKPBITHSA
COOCTBEHHOI'O nena B
po(hecCHOHANBLHOM e TENLHOCTH.

OCHOBBI (I)I/IHaHCOBOfI I'PaMOTHOCTH; ITOPAOOK
BBICTparBaHUS NPC3CHTALIUH.

[1K 1.1. OcymiectBasaTh NpodhecCuOHaTBbHOE TOJIKOBAHNE HOPMATUBHBIX MPABOBBIX aKTOB JJIS
peanu3alyy nIpaB rpaxJad B cepe NeHCHOHHOTO 00eCeuyeH!s] U COLMAIbHOM 3alUThI.

JIMYHOCTHBIE PE3yJbTaThl p€AJTU3ANNHA NTPOrpaMMbl BOCITUTAHUSA

JIP 13 | MoTUBUpPOBAaHHBIN K KAYECTBEHHOMY TPYLY

JIP 14 | YMmeromui peain30BaTh JIMIEPCKUE Ka4eCTBAa HA IPOU3BOJICTBE

JIP 15 | OTKpBITHIN K TEKYIIUM U NEPCIEKTUBHBIM U3MEHEHUSIM B MHUpE Tpya U npodeccuil.

JIP 16 ['oTOBBI K mpodeccCHOHATBHON KOHKYPEHLIIMH M KOHCTPYKTHBHOM pEaklUu Ha
KPUTHKY

JIP 17 ['nbko pearupyronyii Ha MOsABICHUE HOBBIX (POPM TPYIOBOH JIEATEIBHOCTH, TOTOBBIN

K UX OCBOCHHIO.

1.4. KosinyecTBO 4aCOB HA 0CBOEHHE MPOTrPaMMBbI JHCUHMIIIMHBI:
MaKCHUMaJIbHON ydeOHOU Harpy3ku oOyuyatomerocss - 90 gaca, B TOM yucie:
00s13aTeNbHON ayJTUTOPHOU yueOHOM Harpy3ku odydatomierocs - 60 9acos;
CaMOCTOsITeNNbHOU paboThl oOyyatomerocss - 30 yaco




2. CTPYKTYPA ¥ COJAEPKAHUE YYEFHOM JJUCIUATIIMHBI
2.1. O0beM y4eOHOM NTMCHUILIMHBI U BUAbI Y4eOHOI padoThl

Bup yuedHoii paboTbl

O0beM yacoB

MaxkcumajibHasi yueOHasi Harpy3Ka (Bcero) 90
O0s13aTe/IbHASI AYTUTOPHAN YUeOHAsh Harpy3Ka (Bcero) 60
B TOM YHCIIE:

[IPAaKTHYECKKE 3aHATHS (B T.4. MPAKTHUYECCKAst TOJATOTOBKA) 50(50)
CamocrosiTeibHas padora o0yuyaomerocs (Bcero) 30

Hrorosas arrecrarus B popme

TQepeHIIMPOBAHHOTO 3a4eTa




2.2. TemaTuyecKHii NJIAH U coJep:KaHue YUeOHOUH TUCUHMIIINHBI -
JIoKyMeHTallMOHHOe o0ecnieyeHne YpaBJieHust

HaumeHnoBanue Coaeprxanue yueOHOIro MaTepuasa, NpaKkTuieckne padoTbl, caMOCTOATEIbHAsI padoTa O0bem ¢popmupye
pa3/iesioB U TeM o0y4yaromuxcs 4acoB Mble
KOMIIETeH
M
1 2 3 4
Beenenue Copep:kaHue y4eOHOTro MaTepuaa
1 | 3nauenne u copepkaHuWe AUCUUIUIMHBL. VICTOpHS pPa3BUTHS JTOKYMEHTALIMOHHOTO OOECIIeYECHHUs 2 OK 2
ynpapiieHUs: B cTpaHe. COBpEMEHHOE COCTOSIHUE JOKYMEHTAIlMOHHOIO 00ecreyeHusl YIpaBIeHHUs.
OcHOBHBIE TOHATHUS: JOKYMEHT, HMH(OpPMaLus, JOKYMEHTAIIMOHHOE OOECIICYeHHE YIPaBJICHHUS.
HopmartuBHo-npaBoBas 6a3a. ['ocynapctBennas cucrema JI0Y
CamocrosiTesibHas paboTa 00y4aromMXCcs 2
ITon6op u n3yyeHue y4eOHUKOB, y4eOHBIX TOCOOUI 1 HOPMATHUBHBIX IOKYMEHTOB
Pasnen 1 JlokyMeHTUpOBaHUE YIIPABJICHUYECKOM IEATEITLHOCTH
Tema 1. Coaep:xaHue yueOHOro MaTepuaJia
JlokyMeHTHI 1 ciocoObl | 1 | OcHOBHBIE cIOCOOBI JOKyMEHTHpOBaHus. MarepuanbHble HocuTenu uHpopmanuu. Kiaccudukanms 2 OK 4
JOKYMEHTUPOBaHUs nokymMeHToB.. OoOmepoccuiickue kiaccupukatopsl (OKY], OKIIO). PexkBusutel u OmaHku [1K1.1
PexBHU3UTHI JOKYMEHTOB JOKYMEHTOB
IpakTnyeckas padora (B T.4. MpaKTUYECKast MOTOTOBKA) 2(2)
Pazpabotka (mpoekTrpoBaHue) 6y1aHKa opranu3aiuu. M3o0paxeHne peKBU3UTOB.
IpakTnyeckas padora (B T.4. MpaKTUYECKast MOTOTOBKA) 2(2)
Buapl ropuanueckux JOKYMEHTOB
IpakTnyeckas padora (B T.4. MpaKTUYECKast MOTOTOBKA) 2(2)
CoBpeMeHHbIe TpeOOBaHUS K JOKYMEHTaM, B T.4. K 3JIEKTPOHHBIM B IOPHCIIPYACHLIUU
CamocrosiTesibHas paboTa 00y4aromMxcs 4
3HAaKOMCTBO C HOPMaTHBHBIMH JJOKYMEHTaMHU Y HU(UKAIUA U CTAaHJapTU3ALMs] JOKYMEHTOB
AHanu3 peKBU3UTOB JOKyMeHTa. I3o0paxenue wakera OnaHka JOKyMeHTa, oOmiero OjaHka
NPEIIPUATHS
Tema 2 Conep:kanue y4eOHOIo MaTepuaa
Opranu3zannoHHO- 1 | Opranu3anMOHHO-PACHOPSAAUTENbHbIE JOKYMEHTBI: MOHSTHE, Ha3HAY€HHE, OCHOBHBIE BH/IbI 2 OK 5
pacnopsiauTenbHas (opraHM3alnMOHHbIE, pPaACIOPSIUTENbHbIE, CIpaBOYHbE) THUIBI JOKYMEHTOB: MOJUIMHHHK, KOIH, [1K1.1
JOKyMEHTalus nyOnukaT, BBIMHMCKa, MX Ha3HaueHue. [lopsanox odopmieHUs W BbIJAYM KOMHMM M AYyOJIMKAaTOB
JIOKyMEHTBI 110 JIOKYMEHTOB
npogeccuoHaTbHON JloroBopHO-IpaBoBas M NPETEH3MOHHO-UCKOBAsl JOKYMEHTAIIHS
JAEATEIIBHOCTU IIpakTHyeckasi padoTa(B T.4. IpaKTUYECKas MOJATOTOBKA) 2(2)




OdopmieHre opraHu3alliOHHBIX TOKYMEHTOB

IIpakTnyeckas padora(B T.4. IpaKTUYECKasl IOATOTOBKA)
Odopmienne pacnopsAUTEIbHBIX, TOKYMEHTOB

2(2)

IIpakTnyeckas padora(B T.4. IpaKTUUECKasl IOATOTOBKA)
Odopmienne cripaBoYHO-UH()OPMALIMOHHBIX IOKYMEHTOB

202)

IIpakTnyeckas padora(B T.4. IpaKTUUECKasl IOATOTOBKA)
Odopmuenne Konui JOKYMEHTOB U BBITUCOK U3 HUX.

202)

IIpakTnyeckas padora (B T.4. IpaKTUYECKasl IOJATOTOBKA)
JloroBopHO-IIpaBoBasi JOKYMEHTAllUsl JOIOBOP MCK

2(2)

IIpakTnyeckas padora (B T.4. IpaKTUYECKasl IOJATOTOBKA)
Kommepueckue nucema OdopmieHre JOKyMEHTOB 10 IPOo(heCCHOHATBHON eI TENIbHOCTH.

2(2)

CamocrosiTesibHas padoTa 00y4YarOIIUXCH:

[Toxbop 00Opa3oB JTOKYMEHTOB, OOPMIICHHE PA3IMYHBIX BUIOB JOKYMEHTOB ¥ KOIUH JIOKYMEHTOB,
aHaJIu3 IOKYMEHTOB, COCTaBJICHHE KPOCCBOP/IOB.

CocrapiieHre JOroBOPOB MHUCEM U JOKYMEHTOB 10 MPOd AEATEITHLHOCTH
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Pa3nen 2. Opranuzaius paboThl ¢ JOKYMEHTaMH.

Tema 1.
Opraauzauus
JIOKyMEHTO000pOoTa U
XpaHEeHHUsl JOKYMEHTOB

Coaep:xaHue yueOHOro MaTepuaJia

1 | Cayxba mokyMeHTAaIlMOHHOEe OOecliedeHHe YIpaBJICHHsS B OpraHM3alMsIX: Ha3HAUYeHHE, 33a/ayH,
(GYHKIIUY, TOJHDKHOCTHOM cocTaB. PernmamenTtanust paboThl ClIyk0 JTOKyMEHTAIIMOHHOE oOecrieueHrne
ynpaieHus: COcTaB BBIMOIHAEMBIX Pa0OT MPH OTIPABKE UCXOASIINX JOKYMEHTOB

Xpanenue nokymentoB Komnsrorepusaruu JI0Y

OK 6
IIK1.1

IIpakTuyeckas padora (B T.4. MpaKTUYECKasi OJITOTOBKA)
. [IpoBepka mpaBuILHOCTH O(OPMIICHUS

2(2)

IIpakTnyeckas padora (B T.4. MpaKTUYeCKast MOJIrOTOBKA
CopTHpoBKa 10 BUJAM OTIPaBJICHUN

2(2)

IIpakTnyeckas padora (B T.4. MpakTUYECKask OJTOTOBKA)
CocraBieHue OUCEH, PEECTPOB PACCHUIKH

2(2)

HpaKTI/I‘leCKaﬂ paﬁoTa B T.9 NMPaKTHYECKad MOATOTOBKA
CpOKI/I XpaHCHUA NOKYMCHTOB

2(2)

IIpakTnyeckas padora (B T.4. MpakTUYECKask MOJTOTOBKA)
CocTraBiieHHE ONIUCEN, aKTOB NIEPENAYM /1€ HA XPAHEHUE M YHUUTO)XKECHHUS

2(2)

IIpakTnyeckas padora (B T.4. MpakTUYECKask OJTOTOBKA)
Homenknarypa gen

2(2)

CamocrosiTesibHas paGoTa 00yyarouuxcs

N3yuenne HopMaTUBHBIX JO0KyMeHTOB. [log6op matepuanos it pedeparoB 1 COOOIICHUH.
Opranu3anys perucTpainun JOKYMEHTOB M KOHTPOJIb UCTIOJIHEHUSI ToKyMeHTOB M3ydenue HITA
ApXuB: OHSATHE, HA3HaUeHHEe. BUibl apXMBOB: roCy1apCTBEHHBIE, IPEIPUATHUS
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Tema 2 Conep:xanue y4eOHOro MaTepuas 4
Kommnbrorepuzamms IIpakTHyeckasi pa6oTa B T.4 NpaKTHYeCKAasi MOATO0TOBKA OK 8
JOKYMEHTAIlUOHHOI'O OdopmiieHre OCHOBHBIX PEKBU3UTOB U OCHOBHOM OPraHU3AIMOHHO - PACTIOPSIUTENIFHO JOKYMEHTAIHH C 2(2) K 1.1
oOecrieueHus nomo1so [IDBM.
yIpaBJICHUS IIpakTHyeckas padoTa B T.4 NpaKTH4YecKas MOAT0TOBKA
Hcnonb30BaHre nepcoOHAbHBIX KOMIIBIOTEPOB B OpraHU3aluu padoThl C 0P JOKYMEHTaMH. 2(2)
IIpakTHyeckas padoTa B T.4 NpaKTH4YecKas MOAT0TOBKA 2(2)
CocTaBHbIE YaCTH KOMIIBIOTEPHOIO JEJIONPOU3BOACTBA: aBTOMATH3UPOBAHHBII cOOp JOKYMEHTAIMH.
IIpakTHyeckas padoTa B T.4 NpaKTH4YecKas MOAT0TOBKA 2(2)
ABTOMaTH3UpOBaHHAsA 00pabOTKa Op. JOKYMEHTAINH
IIpakTnyeckasi padoTa B T.4 NPaKTHYECKasl MOAT0TOBKA 2(2)
ABTOMaTH3UPOBAHHOE XpaHEHHUE IOp. JOKyMEHTAIUN
IIpakTHyeckas padoTa B T.4 NpaKTU4YecKas MOAT0TOBKA 2(2)
DneKTpoHHas moyTa B padore 10pucToB. OCHOBBI COXPaHHOCTH KOH(UIESHIINAIBHON HHPOpMAIHK
IIpakTHyeckas padoTa B T.4 NpaKTH4YecKas MOAT0TOBKA 2(2)
Tunsl cucTeM 3MeKTPOHHOU MOUTHI (T100aIbHbIC, MPEANPUATHS).
IIpakTnyeckasi padoTa B T.4 NPaKTHYECKas MOAT0TOBKA 2(2)
XpaHeHne JOKYMEHTOB B 3JICKTPOHHOM MOYTE.
IMpakTHyeckasi padoTa B T.4 NMPaKTHYECKas MOATOTOBKA 2(2)
WudopmanmoHHO-cripaBovHast padoTa B YCIOBHIX TPUMEHEHHUSI KOMITBIOTEPHBIX TEXHOJIOTHH
IIpakTnyeckas padéora B T.4 NPAKTHYeCKAs MOATOTOBKA 202)
Co3znanue 1mabIoHOB JOKYMEHTOB, BBIBOJ] Ha TI€YaTh.
CamocrosiTesibHast padoTa 6
V3yueHne JOMOJHUTEIHHOTO MaTepraa 1o TemMe
JunddepenurpoBaHHbIil 3a4eT 2
Bcero: 90




3. YCJIIOBUSA PEAJIM3ALIUU TPOT'PAMMBI IMCHUTIJINHBI
3.1. TpeGoBaHusA K MUHMMAJIBLHOMY MAaTePHUAJIbHO-TEXHUYECKOMY 00ecredeHn 0
Peanu3anus mporpamMmbl AMCHUIUIMHBL B y4eOHOM KaOuHeTe Mo y4eOHOW TUCHMIUIMHE —
JlokyMeHTaIMoHHOE oOecreueHne ypaBiieHus
OOopynoBanue y4eOHOro kadumHera: pabouee MECTO TpernojaBareis, padouune MecTa
CTYJICHTOB, JWJAKTUYECKUN W pa3gaTOYHBId Marepuaibl, ydeOHas JuTeparypa, 0oO0pasiibl
JOKYMEHTOB, KJIACCHAsA JOCKa
Texnuueckue cpeacTBa 00y4eHUs1: IEPCOHAIBHBIN KOMIIBIOTEP, IKPaH MIPOEKTOP

3.2. UndopmanmnonHoe odecreyeHne 00y4eHus
OcCHOBHbIE HCTOYHHUKH:

1. 1 TOCT P 7.0.8-2013. HanmonaneHbi#i cTangapt Poccutickoit deneparuu. Cucrema
CTaH/JapTOB MO WH(OpPMAIHH, OMOTUOTEYHOMY M H3/aTEIbCKOMY Jeny. Jlemompon3BoaACTBO U
apxuBHoe neno. Tepmunbl u ompenenenust (yrB. IIpukasom Poccranmapra ot 17.10.2013 N
1185-cT)

2. I'OCT P 7.0.97-2016. Hanmonaneubiii cranaapt Poccuiickoit denepanuu. Cuctema
CTaHAapTOB 1O HWHGOpMANWU, OMOIMOTEYHOMY M H3TATEIbCKOMY neny. OpraHu3amuoHHO-
pacnopsiauTenbHas ToKyMmMeHTanus. TpeboBanus k odopmieHuio 1oKymeHToB" (yTB. [Ipukazom
Poccrangapra ot 08.12.2016 N 2004-ct) (pexn. ot 14.05.2018)

3. I'manuit, E. B. JlokymeHTannonHoe obecrneueHue ynpasieHus : yueonoe nocobue / E.B.
I'magwmit. — Mocksa : PUOP : UH®PA-M, 2020. — 249 c¢. — (Cpeanee npodeccruoHaabHOe
oOpa3zoBanue). - ISBN 978-5-16-103959-5. 5bC

4. beikoBa, T. A. JlokyMeHTanMOHHOE OOECICUYCHUE YIIPABJICHHS (ICIOMPOU3BOACTBO) :
yuebHoe nmocobue / T.A. brikosa, T.B. Ky3nenosa, JI.B. Cankuna. — 2-e uzf., nepepal. u 10M.
— Mocksa : UH®PA-M, 2020.— 304 c. - ISBN 978-5-16-1019616. OcHoBHBIC mpaBuiIa
paboThl apxuBoB opranu3zanuii. M.: Pocapxus.2013 .30 c¢. 9bC
JlonoTHUTEIbHbIE HCTOYHUKH:

1. OcHOBBI JeNONpOU3BOACTBa : yueOHoe mocodue / A.M. Acanues, U.M1. MupoHosna,
E.A. Kocapesa, I'.I'. BykoBuu. — 2-¢ u3., ucrnp. u gorn. — Mocksa : UHOPA-M, 2020. — 146
c. — (Bnicmiee o6pazoBanue: bakanaspuar). - ISBN 978-5-16-108215-7.

2. Kypasnesa, 1. B. KaxgpoBuky — Bce 0 npukasax, KaJpOBbIX U HEKaJAPOBBIX : MPAKTHY.
noco6ue / .B. Kypasnesa, M.B. XKypasnesa. — Mocksa : UHOPA-M, 2020. — 516 c. - ISBN
978-5-16-101455-4.

3. [Tienko,A.B. JlokymeHTalmonHoe obecriedenue ynpasieHus. - M.: Akanemus, 2017.
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4. KOHTPOJIb U OHEHKA PE3YJbTATOB OCBOEHHMA JUCIHUIIJINHbI

Pe3yabTarsl 00yyeHus
(0CBOECHHBbIE YMEHHSsl, YCBOCHHbIE 3HAHWS)

@®opMbI H METO/IbI KOHTPOJISA U
OIIEHKH Pe3yJbTATOB 00y4eHH sl

YMmenus:

OdopMIATE ¥ IPOBEPSTH NIPABUIBHOCTD OPOPMIICHHS
JIOKYMEHTAIIUH B COOTBETCTBUH C YCTaHOBJICHHBIMH
TpeOOBaHUSAMHU, B T.U. HCIIOJIB3YSI HH()OPMAIIHOHHBIE
TEXHOJIOTUH

DKcriepTHasi OLICHKA BBITIOJIHEHUS
IPAKTHYECKOT 0 3aHATHS,
WHJIMBUIYQJIbHOTO 3aaHMUs,
TectupoBanue

[TpoBOIUTH aBTOMATU3MPOBAHHYIO 00PaOOTKY
JIOKyMEHTOB

3KCHepTHaSI OIICHKA Ha MMPAKTHYCCKOM
3aHATUHA

OCYH_IGCTBJ'IHTB XpaHECHUEC U ITONCK JOKYMCHTOB

DKcrepTHas OLICHKA BBITIOJIHEHUS
MPAKTUYECKOTO 3aJIaHUS,
VHJIUBUIYAIBHOTO 3a1aHUs

Hcnonp30BaTh TEIEKOMMYHHKAIIMOHHBIC TEXHOJIOTUU
B AJICKTPOHHOM JTOKYMEHTOO00pOTE

9KCHepTHaH OLICHKA Ha IIPAKTUYCCKOM
3aHATHUN

3HAHUA:

OCHOBHBIC ITOHATHS: e, 3aga4u U IMPUHIUIIBL
AOKYMCHTAITUOHHOT'O obecreyeHus YIIpaBJICHUA

TectupoBanue
DKCrepTHas OIICHKA BBITIOJIHCHUS
VHJUBUIYAJIbHOTO 3a/1aHMsI

CucTtembl TOKYMEHTAIIMOHHOTO 00eCIIeYeHus
yIpaBIeHUS, UX aBTOMATHU3AIIHUIO
Kraccudukanuio 10KyMEeHTOB

9KCHCpTHa§I OLCHKA BBIIIOJIHCHU S
WHIHUBH/yaIbHOTO 3a/[aHH,
pedeparuBHas padboTa

TpeGoBaHMsI K COCTaBICHUIO U 0(OPMIICHHIO
JIOKYMEHTOB

DKcnepTHas OIEHKa BBITTOTHEHUS
VHJIUBUYAJIBHOTO 3a1aHUS

Opranu3zaiuo J0KyMEeHT0000pOoTa: MIPHEM,
00paboTKy, pEruCTpalnio, KOHTPOJIb, XpaHEHNE
JIOKYMEHTOB, HOMEHKJIATYypy Jel

OKcrepTHas OLIEHKA BBITIOJHEHUS
MPaKTUYECKON pabOThI
TectupoBanue




