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Paboyasa nporpamma Yy4ye6Hon pgucumnavHbl  Ol1.04  [OKyMeHTauMOHHOe oOb6ecneyveHne
ynpas/fieHus, paspaboTaHa Ha ocHoBe dPefepa/ibHOro rocyAapCTBeHHOro obpasoBarte/lbHOro crtaHzapTa
cpegHero  nNpodeccuoHasibHOro  06pasoBaHMA Mo cneyuanbHocTn  38.02.03  OnepaumoHHas
LeATeNbHOCTb B JIOTUCTUKE, YTBEPXAEHHOro npukasoM MuHMUCTEPCTBA MPOCBELLEeHUs Poccuinckoi
depepaumn ot 21 anpena 2022 r. Ne257 u i#ipoeKTa MpPUMMEPHOM OCHOBHOI 06pa3oBaTe/lbHOM
nporpamMmMbl CcpefgHero npodeccrMoHasbHOro o6pasoBaHus No npodgeccumn 38.02.03 OnepaunoHHas
[eATeNbHOCTb B NIOFUCTUKE, paspaboTaHHON deaepasibHbIM YyY4eO6HO-METOANYECKMM 00beAMHEHMEM B
cucTeme CpefHero npogecCMOHaNIbHOrO 06pa3oBaHMA MO YKPYMHEHHbIM rpynnam npogeccuii,
cneumanbHocTen 38.00.00 DKOHOMMKA U yNpaBeHME.

OpraHusauus-paspaboTunk: FTAMNOY CO «Ac6eCTOBCKNIA MOMUTEXHUKYM>»

Pa3paboTumK:

LLiea6 O.B., npenogaBaTenb BbICLUEN KBaNM(MKaLuMOHHOM Kateropun, FTAMOY CO «Ac6eCTOBCKWUiA
NONUTEXHUKYM>»

PaccmMOTpeHO Ha 3acefaHnK LUKIOBON KOMUCCUWN YKPYNHEHHOW rpynnbl
cneumanbHocTer 38.00.00 DKOHOMMKA U YNpaBeHNE;
MpoTokon Ne 2 oT «25» eBpans? 2025 .

Mpepcepatens MUK BparuHa

PaccmoTpeHO Ha 3acefaHun
METOAMNYECKOIO COBETa

MpoTokon Ne 1 oT «26x» teBpans 2025 .

lMpeacepatens H.P. KapasaeBa



COAEPKAHHUE

. KOHTPOJIb U OLIEHKA PE3VJIbTATOB OCBOEHUSYUYEBHO! JUCLUATIIMHBI

XAPAKTEPUCTUKA PABOYEM ITPOI'PAMMbBIYUYEBHOM JIMCLIWITINHBI ........
CTPYKTYPA I COAEPXXAHUE YUEBHOU JUCLMIIIAHBL............coveverricreae.
YCJIOBUS PEAJIU3ALIMU YUEBHOU JUCLIATIIMHBL .........coovevererereceee.



1. XAPAKTEPUCTHUKA PABOYEHN [TPOI'PAMMbBIYUYEBHOM

JUCHUTIIMHBI
OI1.04 JOKYMEHTAIHMOHHOE OBECIIEYEHUE YIIPABJIEHUSA

MecTO IMCHHUILINHBI B CTPYKTYpE OCHOBHOM Oﬁpa30BaTeﬂLHOﬁ nporpaMmmai:

VYyebOHas

JUCHUITIIINHA

«JloKyMeHTallMOHHOE

o0ecrieueHne

YHPpaBJICHUS» ABJISACTCA

00s13aTeNbHON YacThI0 OO0MIEPO(ECCHOHAIFHOTO NHKJIA HPUMEPHOH OCHOBHOW 00pa3oBaTebHON
nporpaMMsbl B cootBeTcTBUU ¢ PI'OC CIIO no cneunansHocty 38.02.03 OnepannonHasi J€STENbHOCTD

B JIOTUCTHUKC

HCJIL U INIAHUPYEMBbIE pe3yJibTAaThbl OCBOCHUA JUCIHUIIJIMHBI:
B paMKax IIpOrpaMMbI y‘lC6HOI>i JAUCHUITIIMHBI O6y‘IaIOH_[I/IMI/IC${ OCBAMBAIOTCA YMCHUS U 3HAHUS

Kog ITK, OK YMmenus 3HaHus
TIK.1.1TIK.1.3 oopMIISITE  JOKYMEHTAIIMIO B MTOHSITHE, IeNH, 3aJadd W MPUHITATIBI

OK 01 COOTBETCTBHMHU C HOPMAaTUBHOH 0a30H, B JIEJIOTIPOU3BO/ICTBA;
OK 02 T.4. UCTIONB3YS HH(POPMAIIMOHHEIE OCHOBHBIE TOHATUS JOKYMEHTAllMOHHOTO
OK 03 TEXHOJIOTUH; obecrieyeHus ynpaBJIeHuUs;
OK 04 YHU(DHUINPOBATD CUCTEMBI CHUCTEMBI JIOKYMEHTALHOHHOT O
OK 05 JOKYMEHTAIVH; obecrieueHns1 ynpaBIeHsI; KI1acCU(UKAIIIO
OK 09 OCYILECTBIISTH XPAaHEHHE U IIOUCK JIOKyMEHTOB;

JIOKYMEHTOB;
OCYIIECTBIISTH aBTOMATU3AIIMI000pad0TKH
TOKYMEHTOB;

HCIIOJIb30BaTh TCJIICKOMMYHUKAIITUOHHLBIC
TEXHOJIOI'NH B SJICKTPOHHOM
JOKYMEHT0000poTe

TpeOOBaHUS K COCTaBJICHHIO W

0 OPMIIEHHUIO JOKYMEHTOB;

OpraHu3aIHIo0 JOKYMEHTO000pOTa: TIPHEM,
00paboTKa, perucTpanus, KOHTPOJIb,
XpaHEeHHE JOKYMEHTOB, HOMCHKIIATYpa Jel

2. CTPYKTYPA U COJAEP)KAHUE YUYEBHOU JUCLUILIUHBI

O0bem yueOHOI JMCHMIJIMHBI M BU/bI Y4eOHOl padoThl

Bun yuyeOHo# padoThI O0bem B yacax
O0bem o0pa3oBaTeJHLHON MPOrpaMMBbl y4eOHOH AU CHUTTMHBI 58
B T.4. B (popMe MPAKTHYECKOH MOATOTOBKH 30
BT. 4..
TEOpPETHIECKOE O0yUCHHE 24
MTPAKTUYECKUE 3aHATHS 30
Camocmosmenvuas paboma 4
IMpomesxyTounas arrectanus B GopMe KOMIDIEKCHOTO -
muddepennuposannoro 3adera OI1. 09 MenexMeHT




TemMaTu4yecKHUi IJIAH U CoAcpKaHue y‘leﬁHOﬁ JUCHUTIIIITHHBI

Koawl
KOMIIeTeHIN i
Oo0beM, akana. 4/ B TOM U JIHMHOCTHBIX
HaumenoBanue Conep:kanue y4e6HOro MaTepuasa i GopMbl OPraHU3aAMUM JesITeIbHOCTH yucie B popme pe3yIbTaTos,
pa3aeJioB U TeM o0yuarommxcst NMPAKTHYECKO (hopmupoBanuio
MOJATOTOBKH, aKaj. 4 KOTOPBIX
CIoCco0CTBYeT
3J1eMeHT
NPOrpaMmsbl
1 2 3 4
Pa3znen 1. Opranu3zamusi 10KyMeHT0000POTA HA PEINPHATHH 10/2
Tema 1.1. Coaepsxanue yueOHOIo MaTepuaia 8
HMokymeHT u 3HaueHUe U coaepKaHue JUCIUIUINHBI «lOKyMEHTallMOHHOE 00ecTIeYeHHe YIPaBIeHUD. 2 IIK.1.1,TIK.1.3,
cucrema IloHsATHE  TEPMHHOB  «OOKYMEHT»,  «IOKYMEHTHUPOBAHHE»,  «JOKYMEHTAI[IOHHOE OK 01, OK 02,
JOKyMEHTalnH obecrieueHre  ympaBleHHsS». YHUQUKAIMA W CTAHAAPTH3AUMH  YIPABIEHUECKHX OK 03, OK 04,
nOKyMeHTOB. OCHOBHBIE TOHATHUS JEIONPOU3BOICTBA OK 05, OK 09
Kiaccugpukanus 10oKyMeHTOB opranuzanui. OyHKIHH JOKYMEHTOB. 5
[ToHsiTHE U COCTaB PEKBHU3UTOB JOKYyMeHTa. CXEMbI PaCcIIONIOKEHUS PEKBH3UTOB.
[ToHsiTe ¥ BUIBI OJTAHKOB IOKYMEHTOB. 2
HopmaTusHO-1IpaBoBoe 0OecriedeHue JIeNoNpOU3BOJICTBA. 2
B TOoM 4nciie IpaKTHYeCKUX 3aHATHI 2
[TpakTuueckoe 3anstie Ne 1. OhopmieHne TOKyMEHTallui B COOTBETCTBUHU C
HOpMaTUBHOM 0a30ii. [IpoekTupoBanue 61aHKOB TOKYMEHTOB OpraHU3aIUH.
Tema 1.2. Coaepsxanue yueOHOro MaTepuasia 2
Opranuzanus IlonsiTHe W TPUHIMIBI OpraHU3allué JOKyMeHToobopoTa. CoctaB M yder oObema [K.1.1, TIK.1.3,
JIOKYyMEHT0000poTa | JOKyMeHTooOOpoTa npeanpusatuit. OpraHuzamus padoThl ¢ BXOJAIIEH, HCXOMSIICH U OK 01, OK 02,
HA NPeInpUsITHA BHYTpeHHEH gokymeHTanueidl. KoOHTpojab ucmonHeHus JA0KyMmeHTOB. Pabora ¢ OK 03, OK 04,
BHYTPEHHHUMH  JIOKyMEHTaMH. ba3sl  JaHHBIX  JUI1  XpaHEHHA  JOKYMEHTOB. OK 05, OK 09
3aKkoHOaTeNbHbIE AKThl © HOPMAaTHBHO-METONIECKHE IOKYMEHTBI TI0 apXHUBHOMY
XpaHEeHUIO TOKyMeHTOB. PaboTa ¢ 3anpocamu. PaboTa ¢ 371eKTpOHHBIMA TOKYMEHTAMH.
Paznen 2. Buabl J0KyMeHTOB U MOPSIIOK PadoThHI ¢ HUMH 14/28
Tema 2.1. Coaepsxanue yaeOHOro MaTepuaia 6 [K.1.1, TIK.1.3,
Opranusanuonno- | OpraHuM3alMOHHBIE JOKYMEHTHl — YCTaB, YYPEIMTEIbHBIE JIOTOBOp, IOJIOKEHUE. 2 OK 01, OK 02,
pacnopsiauTe/ibHble | PacmopsanTenbHbIe JOKYMEHTHI — IPUKa3, PacTIOpsDKeHUE, YKa3aHHe, IOCTAaHOBIICHHUE, 2

3




AOKYMEHTbI

peleHue, WHCTPYKITUS, TTPOTOKOI.

CHpaBO‘lHO-I/IH(bOpMaIII/IOHHI)IC JAOKYMCHTBI: CJ'Iy>KC6HaH 3aIliCKa, 0O0BSICHUTEILHAS
3aIlircCKa, akT, CIIpaBKa, CJ'Iy)Ke6HI>IC IIuCcbMa

OK 03, OK 04,
OK 05, OK 09

B ToM uHciie paKTHYECKUX 3aHSITHI

[Mpaktuueckoe 3anarue Ne 2. CocraBienue 1 oopMIIeHHE PACTIOPSHKEHHS

[paktndeckoe 3anstue Ne 3. CocrapieHue U 0popMIIeHUE AETOBBIX TUCEM

IIpaktuaeckoe 3anarue Ne 4. OdopmiieHne CrpaBoK, JOKIATHON U CIyXeOHOU 3aIuCKu

[Tpaktuueckoe 3anstue Ne 5. OdopmiieHre MPOTOKOJA U aKTa.

Tema 2.2.
Kanposas
JOKYMEHTAIMA

Conep:xaHue y4eOHOIr0 MaTepuasa

JlokyMeHTHpOBaHNE TPYIOBBIX MpaBoOoTHOIIeHHH. COCTaB M 0COOEHHOCTH O(POPMIICHUS
JOKYMEHTOB IO INYHOMY COCTaBYy.

N oIS

KomruiekroBanue muuHOro neia. Aproouorpadus. Pesrome. 3asBicHHMEe 0 mHpHeMe Ha
paboty. [Ipukassl 10 JIMYHOMY COCTaBy.

N

[lIratHoe pacniucanue. [IpaBuna BHyTpeHHETO pacniopsaka. J{omKHOCTHAS HUHCTPYKITUS

B TOoM 4nciie npakTHYeCKUX 3aHATHI

IpakTuueckoe 3anstue Ne 6. OopmieHHe NPUKA30B 110 TUYHOMY COCTaBY.

IMpaktudeckoe 3austue Ne 7. OdopmiieHre TPyIOBOrO JIOTOBOpA, MPHUKa3a O MpHEeMe Ha
paboTy, oopMIIEHHE TPYAOBOM KHIKKH.

IK.1.1,11K.1.3,
OK 01, OK 02,
OK 03, OK 04,
OK 05, OK 09

Tema 2.3.
JorosopHo-
npaBoBasi
JOKYMEHTAIMA

Conep:xaHue y4eOHOT0 MaTepuasa

N & [ BlooN

ITonsitust morosopa. Buner morosopoB. O0si3aTenbHble pEKBU3UTHI JOrOBOpoB. [IpaBuia
odopmienust poroBopoB. [IpaBuia odopmiieHHsS NPETCH3MOHHBIX THceM. Dopmyisip
MCKOBOTO 3asBJICHHUS, TPEOOBaHMUS K €ro oOpMIICHUIO. 3aKOHOJATEIbHbBIE aKThl U
HOPMAaTUBHO-METOMYECKUE JOKYMEHTHI 110 JOTOBOPHBIM JIOKYMEHTaM.

B ToM 4nciie npakTHYeCKUX 3aHATHI

[Ipaktnueckoe 3anstue Ne 8. OopmiieHue 10oroBopa KyIu-npoaaxu

IIpaktudeckoe 3ansrue Ne 9. OdopmiieHue u 00padbOTKa MPETEH3UOHHBIX ITHCEM

[K.1.1, T1K.1.3,
OK 01, OK 02,
OK 03, OK 04,
OK 05, OK 09

HpOMe)KyTO‘IHaSI aTrecranuda

CamocTrosiTennbHast padoTa

KOHCHCKTI/IpOBaHI/IC OCHOBHEIX noJioxkeHue @3 o 3alIuTe I/IH(I)OpMaI_[I/II/I.

I/IsyquI/Ie MMpOorpaMMHbLIX IIPOAYKTOB, 06CCHC‘II/IBaIOH_[I/IX BHCKTpOHHBIf/i ,Z[OKYMCHTOO60pOT.

Bceero:

58




3 YCJOBUS PEAJIN3AIIMM YUYEBHOM JUCIHUILIVNHBI

J1s peajqu3anMy NPOrpaMMbl Y4eOHOH JAMCHMIUIMHBI JOJKHBI OBITH TPeTyCMOTPEHbI
cileayomue crnenuajbHble MOMeIeHHs:

Kabuner «JlokyMeHTallMOHHOTO oOOecreueHus YIpaBlICHHs», OCHAIICHHBIH 000pYIOBaHHEM:
nocka ydeOHas, pabodyee MECTO NpernojaBarelsi, CTONBL, CTYIbs (IO YHCIY OOy4Yarolmmxcs),
TEXHUYECKUMHU CPEJCTBAMHU: KOMIBIOTEP C JOCTYIIOM K MHTEpHET-pecypcam, CpeiCTBa BU3YyalIHU3allUH,
HArJIJHbIE TOCOOHS.

HNudopmannonHoe odecriedeHue peaju3anum NporpaMmbl
OcHogHbie neuamuble u 31eKMPOHHbBIE UZOAHUA

1. TI'pozoBa, O. C. [enonpousBoACTBO : y4ueOHOE IMocoOue Al CpelHero mnpodeccnoHalibHOTO

obpazosanus / O. C. 'po3oBa. — Mocksa : M3garenscTBo FOpaiit, 2021. —

2. 126 c. — (Ilpodeccuonanbroe obpazoBanue). — ISBN 978-5-534-08211-1. — Tekcr
anekTpoHHbIH // O6pazoBatenbHast miardopma FOpaiit [caitr]. — URL: https://urait.ru/bcode/472842.

3. JlokymeHTtannonHoe oOecrneueHue ynpasineHusi. CocraBieHne U 0GOpPMIICHHE JETOBBIX
IOKyMeHTOB : yueOHoe mocobue st CIIO / cocraBurenmu E. WM. bammakoBa. — CapartoB, Mocksa :
[IpodobpazoBanue, A [Im Ap Memua, 2021. — 144 c. — ISBN 978-5-4488-1080-0, 978-5-4497-
0964-6. — TekcT : 3neKTpOHHBIH // DIeKTpOHHBIA pecypc HUPPOBOI 00pa3oBaTEIBHON Cpelbl
CIIO PROFob6pazosanue : [caiit]. — URL: https://profspo.ru/books/103343

4. Jloponuna, JI. A. JlokymeHTanMOHHOE OOECIEUYeHUE YIPABJICHUS : YYEOHUK HIIPAKTUKYM JUIS
cpenHero npodeccruonanbHoro oopaszosanus / JI. A. loponuna, B. C. Upurukosa.

5. Mocksa : M3parensctBo IOpaiit, 2021. — 233 c. — (IIpodeccuonansHoe obpazoBaHue). —
ISBN 978-5-534-05783-6. — Tekcr : anmekrponnsiii // O6pa3oBarensHas miatdopma FOpaiT [caiT]. —
URL.: https://urait.ru/bcode/473802

6. Kopnuees, 1. K. JlokymeHTanmmoHHoe obecrieueHne YNpaBiIeHHUS @ YYCOHHK M TPAKTHKYM IS
cpenuero npodeccuonansuoro obpazosanus / U. K. Kopuees, A. B. ITmenko, B. A. Mamypres. — 2-¢
u3., nepepad. u gon. — MockBa : M3marensctBo FOpaiit, 2021. — 384 c. — (IlpodeccronanpHoe
obpazoBanue). — ISBN 978-5-534-05022-6. — TekcT : snexTpoHHbIii /OOpa3oBarenpHas miatdopma
IOpaiir [caiiT]. — URL: https://urait.ru/bcode/472550

7. Kysznenos, M. H. JlokymeHTanuoHHOe oOecneueHue ympasieHus. JlokymeHTooOOpoT u
JIEIOTIPOU3BO/ICTBO : YUEOHUK W MPAKTHKYM JJIsi cpefHero mpodeccuonansHoro oopasosanus / M. H.
KysnenoB. — 3-e usn., mepepad. u gomn. — MockBa : M3garensctBo HOpaiiT, 2021. — 462 c. —
(ITpoeccronansnoe obpazoanue). — ISBN 978-5-534-04604-5. — Tekct : SJEKTPOHHBINA //
OG6pasoBarenpHas mardopma HOpaiir [caiit]. — URL: https://urait.ru/bcode/470020

8. Ky3snernosa, 1. B. JlokymeHTanioHHOE 0OecTieueHue yrpasieHus : yaeoHoe mocodue s CITO /
. B. Kysnenosa, I'. A. Xavarpsn. — 2-e u3a. — Caparos : [IpopoOpasoBanue, Aii [Iu Op Menua,
2019. — 166 c. — ISBN 978-5-4486-0404-1, 978-5-4488-0216-4. — TekcT : 37eKTpOHHBIH //
DneKTpoHHBIH pecypce udpoBoit odpazosarensHoii cpensl CIIO PROFobpa3oBanue : [caiit]. — URL:
https://profspo.ru/books/80326

9. IlaBnoma, P. C. JlokymeHTanMoHHOE obOecrieueHue ympasieHus : ydueOHuk mns cmo / P. C.
[TaBnoBa. — Cankr-IlerepOypr : Jlanp, 2021. — 416 c. — ISBN 978-5-8114-6959-8. — Tekcr :
JIEKTPOHHBIN / Jlanb : 3JIEKTPOHHO-0MOIMOTEeYHAS CUCTEMA. — URL:
https://e.lanbook.com/book/173087

10. IMaBnoBa, P. C. JlokyMeHTHpOBaHUE YIPABICHYECKON AEATEIBHOCTH | yueOHOe mocodue A CIo
/ P. C. TlaBnoBa. — CankT-IletepOypr : Jlans, 2021. — 272 ¢. — ISBN 978-5-8114-7067-

11. — Tekcr : onexkrpoHHwsld // Jlawb : »snekTpoHHO-OMOnMoreuHas cucrema. — URL:
https://e.lanbook.com/book/173092

Jlononnumensvnule ucmounuKku
1. Koncrurynus Poccuiickoii deneparyu
2. T'paxmanckuit kogekc Poccuntickoit @enepanuy, 4. 1, 2, 3, 4 (B AEHCTBYIOMIEH pelaKIim)
3. Tpynosoit konmekc Poccuiickoit @enepanuu ot 30 gexabps 2001 r. N 197-03 (TK P®D) (8
5


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

JEHCTBYIOMIEH PEIaKIIUN)

4. TlaBnosa, P. C. JlokymeHTaImioHHOE oOecrieueHne ynpasieHus. [lenoBas mnepenucka : yueOHOe
nocobue mis cno / P. C. IlaBnoBa. — Cankr-IlerepOypr : Jlanp, 2022. — 152 ¢. — ISBN 978-5-8114-
8298-6. — Tekcr : onexTpoHHb // Jlane : s1ekTpoHHO-OMOIMOTeyHass cuctema. — URL:
https://e.lanbook.com/book/193314

5. Eropos, B. I1. Jlenonpon3BoACTBO U PEXKUM CEKPETHOCTH : yueOHuK ams cro / B. I1. Eropos, A.
B. CounbkoB. — 2-¢ m31., crep. — Cankr-IlerepOypr : Jlans, 2022. — 312 ¢. — ISBN 978-5-8114-
9442-2. — Tekcr : onexTpoHHbIM // JlaHb : 3JeKTpoHHO-OMOMMOTeyHass cuctema. — URL:
https://e.lanbook.com/book/195428

6. Eropos, B. Il. /lokymMeHTOBeieHNE U JOKYMEHTAIIMOHHOE 00ECIIeUeHUE YIIPABICHHS B YCIOBHIX
nudposoit 3xkoHomuku / B. I1. Eropos, A. B. CnunpkoB. — 2-¢ u3a., crep. — Cankr- IletepOypr :
Jlanp, 2022. — 372 c. — ISBN 978-5-507-44331-4. — Tekcrt : aneKkTpoHHbIN // JlaHb : 3JI€KTpOHHO-
oubnmoreunas cucrema. — URL.: https://e.lanbook.com/book/220493

7. TlaBnosa, P. C. KondunennuanpHoe AETOMPOU3BOACTBO : ydeOHoe mocobue mis cro / P. C.
[TaBnoBa. — Cankt-IlerepOypr : Jlanp, 2021. — 308 c. — ISBN 978-5-8114-7000-6. — Tekcr :
ANEKTPOHHBIN // Jlann : ANEKTPOHHO-OMOIMOTeYHAs cucTeMa. — URL:
https://e.lanbook.com/book/169795

8. Ilamnosa, P. C. [lenonpou3BoACTBO 10 OOpalIeHusIM TpaxkaH : y4eOHoe mocodue st cro / P.
C. IlaBmoBa. — Camnkrt-IletepOypr : Jlans, 2021. — 280 c¢. — ISBN 978-5-8114-7002-0. — Tekcr :
AJICKTPOHHBIN /l Jlanp : AJICKTPOHHO-OMOIMOTEeYHAs cUcTeMa. — URL.:
https://e.lanbook.com/book/169797

9. EropoB, B. II. JlokyMeHTalMOHHOE OOCCIICYCHUE YIMPABJICHUS HETOCYIapCTBEHHBIX
OpraHu3alyii B yCIOBHIX HU(POBOI IKOHOMHKH : yuebHoe mocobue s cro / B. I1. Eropos, A. B.
CnunbkoB. — Cankr-IletepOypr : Jlanp, 2021. — 216 c¢. — ISBN 978-5-8114-7924-5. — Texkcr :
ANEKTPOHHBIN // Jlann : ANEKTPOHHO-OMOIMOTeYHAs cucTema. — URL:
https://e.lanbook.com/book/180803



4. KOHTPOJIb U OIIEHKA PE3YJBTATOB OCBOEHUSYYEBHOM

JUCTIIAITJIMHBI

Pe3yabTaThl 00y4yenus

‘ Kputepun onenkn ‘

MeToabl OLIEHKH

l'[epeqem, 3HaHHﬁ, O0CBaAaMBa€MbIX B paMKaXxX JTUCHUIIJINHBI

3HATh:

MOHSTHE, LEIH, 3aJ1a4d U IPUHIMIIBI
JICTIOTIPOU3BO/ICTBA;

OCHOBHEBIE IIOHATHS
JOKYMEHTAIIMOHHOTO obecreueHns
yIpaBIICHHS;

CHCTEMBI JIOKYMEHTAI[HOHHOTO

obecrniedeHus yrpaBiIeHHUs;
KJIacCH(UKAIMIO JOKYMEHTOB;
TpeOOBaHUS K  COCTAaBICHHIO U
0 OpMIIEHUIO TOKYMEHTOB;
OpPraHu3aldio  JOKYMEHTO00OpOTA!
mpueM, 00paboTKa, perucrparys,
KOHTPOIIb, XpaHEHHE JIOKYMCHTOB,
HOMEHKJIaTypa el

JleMOHCTpHpPYET 3HaHHE OCHOBHBIX
MOHSTUH,  TPUMEHSEMBIX  TIPH
OpraHu3alliid  JIOKyMEHTO00OpOTa
Ha NPETPUITUH;
JIEMOHCTPHPYET
3ama4y u
JIeJIOTIPOU3BO/ICTBA;
JEMOHCTPHPYET 3HAHUE CHUCTEMBI
JOKYMEHTAIIMOHHOTO 0o0ecreYeHus
YIIPABICHUSE;

JIEMOHCTPHUPYET 3HaHUE
KJIACCU(pUKAIUY JOKYMEHTOB,
TpeOOBaHMIA K COCTaBICHUIO U
0 OpPMIIEHUIO IOKYMEHTOB;
JIEMOHCTPHPYET 3HAaHHE
OpraHu3zaluy JIOKyMEHTOO0OpOTa:
mpueM, o0paboTKa, perucTparus,
KOHTPOJIb, XPAaHEHUE TOKYMEHTOB,
HOMEHKJIaTypa Ael

3HaHUE  ICNCH,
MIPUHIIAIIOB

YcrHbIi onpoc.
TectupoBaHue.
KonTposbHbIe paOoTHI.
[IpoBepounbie pabOTHI.
O11eHKa BBIIOIHEHUS
MPAKTHYECKOTO 33/ 1aHUSI.

Ilepeuenn yme

HHﬁ, OCBaMBA€MBbIX B paMKaX TUCHUIIJIMHbI

YMeTh:

oopMIIsITh JIOKYMEHTAIHIO B
COOTBETCTBHH C HOPMATHBHOH 0a30M,
B T.4. MCHOJIB3YS MH(POPMALIOHHBIC
TEXHOJIOTUH;
YHUPHIIUPOBATH
JOKYMEHTAIINH;
OCYIIECTBIISITh XpaHEHHE U TIOUCK
JOKYMEHTOB;

OCYIIECTBIISTh ABTOMATH3AIHIO
00pabOTKH JJOKYMEHTOB;
UCIIONB30BaTh
TEICKOMMYHHKAIIMOHHBIC

TEXHOJIOTHU B AIIEKTPOHHOM
JTOKYMEHT0000pOoTE

CHUCTCMBI

JEMOHCTPHPYET yMEHHUE
oopMIISITE  JTOKYMEHTAIlMI0 B
COOTBETCTBHM  C  HOPMAaTHBHOMN
0azo, B T.4. WCTIONB3YS
nH(OpPMAaIMOHHEIE TEXHOJIOTHH;
JEMOHCTPHPYET yMEHHUE
yHU(UIIMPOBATH CHCTEMBI
JOKyMEHTAIINY,

JEMOHCTPHPYET yMEHHUE
OCYIIECTBIIATh XPaHEHHE U TIOMCK
JOKyMEHTOB;

JEMOHCTPHPYET yMEHHUE
OCYIIECTBIISTh ABTOMATH3AIUIO
00paboTKH JOKYMEHTOB;
JEMOHCTPHPYET yMEHHUE
HCTIONTb30BaTh
TeNIeKOMMYHUKAIIHOHHBIE
TEXHOJIOTHU B ANIEKTPOHHOM
JIOKyMEHT0000pOTE

DKCHepTHOE HaOMIOIeHUE U
OLICHWBAHUEC BBIIIOJITHCHUS
WHIUBUAYAIIBHBIX U
CPYIIIOBBIX 33JaHUN.
Ornenka pe3yibTaTa
BBINTOJTHEHHUS IPAKTHIECKUX
pabor.

Texymmii KOHTPOJb B popme
co0eceJ0BaHusl, PeILICHUS
CUTyallTUOHHBIX 3ajJia4.




