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1. MACIIOPT PABOYEN ITPOT'PAMMBbI YUEBHOM JUCIHUATLIAHBI
JlOKyMeHTAllMOHHOEe o0ecnieyeHHe YIpaBJaeHus

1.1. O6a1acTh NpUMeHEHUs] POTrPaMMbI
Pabouast mporpamma y4eOHOM TUCITUIUIMHBI SBIISICTCS YaCThIO MPOTPaMMBbI
MOATOTOBKH CHEIUATUCTOB cpeaHero 38eHa B coorBeTcTBuu ¢ ®I'OC CIIO no

CIICOHUAJIbHOCTH

1.2. MecTo JUCHUIIMHBI B CTPYKTYpe NMPOrpaMMbl MOATOTOBKH CHENNATHCTOB

CpeaHeEro 3s€Ha:

38.02.01 — DxoHOMUKA U OyXTaNTepCKUil ydeT (110 OTpacisim)

[Tporpamma yue6Ho# nuciumuinabl OI1.06 [lokyMeHTAlIMOHHOE
o0ecrneyeHune ynpasjeHusi Bxoaut B O6menpodeccnoHanbHbIi yaeOHbINA UK

1.3. Heau u 3a0a4u JUCUMILIMHBI — TPe0OBaHUS K pe3yJbTaTaM OCBOCHMS

JTUCHUILIMHBI:

VYuebnas qucuuminiHa OI1.06 JlokymeHTalIMOHHOE 00ecneyeHue
ylpaBJieHUs OPUEHTUPOBAHA HA TOCTIXKEHHE CIEAYIOIIMX 1EJIeH:

[IpuoOpeTrenue 00y4arOIMMUCS TECOPETUIECKUX 3HAHUN U TPAKTUUECKUX
yMEHUM B 0OJIACTH JIEIONPOU3BOJICTBA.

PesynpraTom nzydenus yueoHou nucuuriuasl OI1.06
JIoKyMeHTAllMOHHOE o0ecneyeHue ynpaBJaeHus1 0OOyJaroINics T0DKEeH
o0naaaTh: chOPMUPOBAHHBIMU dJIEMEHTAMU (YMEHUSIMU U 3HAHUSIMHU )

CHEAYIOINX KOMIIETECHIINM:

Koas! popmMupyembix
KOMIIeTeHIHI
11K, OK

YMmenuns

3Hanus

OK.01 BsiOupats criocoOsI
perieHus 3aaa4 npodeccuo -
HaJILHOM JIEATECIBbHOCTH,
MPUMEHUTENBHO K Pa3InIHBIM
KOHTEKCTaM,

OK 02 OcymiectBasiTb NOUCK,
aHaJu3 U UHTEPIPETALUIO
uH(popmanuu, He00X0IMMOMN
JIJIs1 BBITIOJTHEHUS 3a1a4
npodheCHOHAIILHON JIeATEIIb-
HOCTHU;

OK.03 IInanupoBath u
peann30BbIBaTH COOCTBEHHOE
poheCCHOHAIBHOE U
JUYHOCTHOE Pa3BUTHC;

OK.04 PaGoTaTh B KOJIJIEKTUBE
1 KoMmaHze, 3PHEeKTUBHO
B3aMMOJICHCTBOBATH C
KOJIJIEraMu, PYKOBOJICTBOM,

VY.1. OpopmasTh
JTIOKYMEHTAIIUIO B
COOTBETCTBHH C
HOpMaTUBHOM 0a30ii, B
T.4. C UCTIOJIb30BAaHUEM
MH()OPMAITMOHHBIX
TEXHOJIOTHUH;

V¥.2. OcBauBathb
TE€XHOJIOTUU
ABTOMAaTU3UPOBAHHOU
00paboTKH
JOKYMEHTAIINY;
UCII0JIb30BaTh
YHU(PULIUPOBAHHBIE
(GbOpMBI IOKYMEHTOB;
V¥.3.0cCy1ecTBIATh
XpaHEHHUE U TTOUCK
JIOKYMEHTOB;

3.1.IlonsTue, uenu,
3aJ1a4u ¥ TIPUHIIATIBI
JICIOTIPOU3BOICTRA;
3.2. OcHOBHBIC
ITOHSITUS
JTOKYMEHTAIIMOHHOTO
oOecneueHus
YIPaBJICHHUS;

3.3. Cucremsl
JTOKYMEHTAIIMOHHOTO
oOecreueHus
yIpaBIICHUS;

3.4. Knaccuduxkaruio
JTOKYMEHTOB;
TpeOOBaHUS K
COCTaBJICHUIO U
0(OPMIICHUIO
JTOKYMEHTOB;




KJIWNCHTAMH; VYV .4. Ucnionbp30BaTh 3.5. Opranuzanuto

OK.05 OcymiecTBIATh YCTHYIO | TEJIEKOMMYHUKALIMOHH | JOKYMEHTOOOOpOTA:!

Y TUCbMEHHYIO KOMMYHU- bI€ TEXHOJIOTHH B npuem, o0padoTKy,
KallMIO Ha TOCYIapCTBEHHOM AIIEKTPOHHOM PETrUCTpaLUIO,
SI3BIKE C YUETOM OCOOCHHOCTEH | JOKYMEHTOOOO0pOTE; KOHTPOJIb, XpaHEHHUE
COLIMAJIBHOTO U KYJIbTYPHOTO JIOKYMEHTOB,
KOHTEKCTA; HOMEHKJIATypy J1eJ

OK.09 Hcnonws3zoBats nHpOP-
MAaIMOHHbBIE TEXHOJIOTHU B
npodeccuoHaTbHON
JCSITEIIbHOCTH;

IIK 2.2. BBIIOIHATH
MOpYYEHHUsI pyKOBOJICTBA B
COCTaBE KOMHCCHH 10
MHBEHTApU3aI[U1 aKTUBOB B
MECTax UX XpaHEHHUS;

[1IK 2.7. BbINOJTHSTH
KOHTPOJIbHBIE POLEAYPhI U X
JIOKyMEHTUPOBAHKE, TOTOBUTH
1 0pOpMJISIT 3aBEPILIAIOIINE
MaTepHuabl IO pe3yiabTaTamM
BHYTPEHHETO KOHTPOJIA.

1.4. Ucnoan3oBanue yacoB BapuatuBHoii yactu I[IIICC3

3HATh: KJIACCU(PUKAIMIO JOKYMEHTOB; 3alIUIIEHHBIA  JIOKYMEHTOOOOPOT;
o0paboTka MOCTYIUBIIUX u OTIPaBIIsIEMbIX JTOKYMEHTOB; yaéT
KOH(HICHIIMATEHBIX JTOKYMEHTOB u dhopmupoBaHue CIIPaBOYHO-
nH(pOpMAIIMOHHOTO 0aHKa JaHHBIX MO JOKYMEHTaM; MOPSA0K padoThl MEpCcoHAlIa ¢
KOH(DHICHIINATEHBIMU JTOKYMCHTAMH.

1.5. KoiauyecTBO 4YacoB Ha oOcBoeHHe padoueil mnporpaMmbl y4yeOHOWH
aucuuiimabl OIL.06 JlokymeHTanumoHHOe o0ecreyeHue ypaBJIeHH:
MaKCUMAaJIbHOW y4eOHOM Harpy3ku 00ydaroIerocs 42 yaca,

B TOM YHCJIE:

00s13aTeIbHON ayTMTOPHOM yueOHOI Harpy3ku oOydaromerocs 6 vaca;
CaMOCTOATENLHOM paboThl 00yJaroIIerocs 36 gacos.




2. CTPYKTYPA U COJEPKAHUE YUYEBHOM JUCIHUATIIUMHBI
2.1. O0beM yueOHOM TMCIUILUIMHBI M BUAbI Y4eOHOH PadoThI

Bup yueOHoi padoThI Oo6bem yacos

MakcuMasnbHasi yueOHasi HArpy3ka (Bcero) 42
Oo0s13aTeIbHAN ayAUTOPHAA yYeOHAsl HAarpy3Ka (Bcero) 6
B TOM YHCJIC:

1a00paTOPHBIE 3aHATHS 0

MPAKTUYECKUE 3aHITUS 4

KypcoBasi padota (IpoeKT) (eciu npedycmompero) 0
CamocTosiTesibHasi pa60Ta 00y4aromerocst 36

HUmozcosas ammecmayus 6 popme oughgepenyuposannozo 3awema
5 cemecmpe




2.2. TemaTu4yecKkMid IJIAH U COIEPKAHUE YUe€OHOI JUCUUIJINHBI

«lokyMeHTaliuOHHOE O00ecnieyeHne ynpaBaeHus»

HaunmenoBanue Copep:xanue y4eOHOr0 MaTepHaJia, JIaGopaTOpHbIe H NPAKTHYECKHE Pa00ThI, cCAMOCTOSATe1bHasA padoTa O0beM yacoB Koasbr
pa3ziesioB U TeM o0yuamomuxcs, KypcoBasi padot (IpoeKT) (eciu npedycmompersl) KOMIeTeHIUi,
¢hopmuposanu
10 3JICMEHTOB
KOTOPBIX
crnoco4cTByeT
eTHHHIA
NPOrpaMmsl
1 2 3 4
Pa3zaen 1. OcHoBbI
JOKYMEHTHPOBAHHUS 17
ylnpasJieH4YeCcKO#
AesITeJIbHOCTH
Tema 1.1.Hopmatusno- A CamocrosiTeibHas padora
npasoBas 6aza J10Y Conep:xanue yue0OHOro MaTepuaja 6
3HaveHHe U CoepKaHne JUCHUILIHHBI «/{OKyMEHTaInOHHOE 00eCIIeYeHHE YIPaBICHHU» U CBA3b €€ C NPYTIMHU
JUCIUIUIMHAMYA 00IIeTTpO(eCCHOHANBHOTO H CIIEIMANBEHOTO NUKIOB. OCHOBHBIC MOHATHS U TSPMHHBI. OK 01
HopmaTuBHO npaBoBas 6a3a opraHu3alMy JOKYMEHTAI[MOHHOTO OOeCIeYeHUs yrpaBieHus. locynapcTBeHHas cucreMa OK 02
JIOKyMeHTalMoHHoro obecniedenus ynpasienus (I'CAOY) OK.03
MOJTOTOBKA J0K/Iaga Ha TeMy McToprueckue CBEACHUS pa3BUTH JeJIONPOn3BoAcTBa B Poccun OK 04
OK 05
OK 09
Tema 1.2.I1paBuna Coaep:xkanue yaeOHOI0 MaTepHaJja 1 OK 02
oopmieHus CocTtaB ynpaBiIeHYECKUX IOKYMEHTOB OK 04
JOKYMeHTOB. PekBH3UTHI  YHHQUIMPOBAHHAS CHCTEMa OPTaHU3AIMOHHO - pacnopsantensHoi, fokyMmeHTanuu (OP1). TOCTsr va OP/1; TpeGoBanue OK 09
K 0OPMIICHHIO JOKYMEHTOB, OJITaHKU JOKYMEeHTOB. COCTaB U 0(hOpMIICHHE PEKBU3UTOB. 1K 2.2
1K 2.7
Ipakruyeckasi padora Ne 1. OhopmiieHne peKBU3UTOB, pa3paboTka OJAHKOB JOKYMEHTOB 2
CamocrosiTe1bHasi padora
Cucremaruueckasi nMpopabOTKa TEOPETUUECKOro MaTepHala 1o TeMe. 8
ITonck 1 0TOOp AOMONMHUTENHFHOTO MaTepHaa.
Ioaroroska moxiana
Pa6oTa c neproiuyecCKMMHU U3JaHUSAMU.
Pa3zgen 2 Opranuzauus 11
JOKYMEHTALIMOHHOT O
o0ecrieyeHnst
Tema 2.1. Copep:kanne yueOHOTo MaTepuaJsia OK 02
OpranuszauuoHHO- . OK 04
PACTIOPSTHTETBHBIE OpraHu3alMOHHbIE JOKYMEHTBI — YCTaB, IIOJIOKEHHE, JOTrOBOp Yy4YpeAWTEJeH, INpaBWiIa BHYTPEHHETO TPYIOBOTO 1 OK 09
pacnopsiiKa, CTpyKTypa | IITaTHast YHCJICHHOCTb, IITaTHOE PACIUCAHKE, TTI0JIOKEHUS, HHCTPYKIIUH. IIK 2.2
JIOKYMEHTBI IIK 2.7

PaCHODH)II/ITeI[I)HLIe JOKYMCHTHI: ITPUKA3bl HA OCHOBC €IMHOHAYaJINsA (l'[O OCHOBHOM JACATCIIBHOCTHU U 110 JIMYHOMY COCTaBy).
PaCHOpH)KCHI/ISI, YKa3aHus.




CnpaBouHO-MH(DOPMAIIMOHHBIE JTOKYMEHTBI: aKT; MOKjiaaHas (Ciy)keOHas) 3amucka; crpaBka, MPOTOKOJbL. OCOOCHHOCTH
0(hOpPMJICHHS aKTOB PEBU3UH KACCHI.

CryxxebHple muchMa. Kimaccudukaiys KOppecOHICHITNY;, HHUIIMATHBHAS M OTBETHAs, JeJIOBas M KOMMepUecKas. SI3bIK H
CTUJIb JeNIOBO# KoppecnonaeHuuu.CocTapienne U odopmiieHHe Teaerpamm, teiehoHorpaMMm U TenedakcoB. TumoBoe
COIPOBOJIUTEILHOE TUChMO K JJOTOBOPY

IIpakTuyeckas padoraNe 2 PazpaboTka U opopMiieHHE OpPraHU3alMOHHBIX M PACTIOPSIUTENIBHBIX JOKYMEHTOB 2
Pa3paboTka u oopMIICHHE CITPAaBOYHO-UH(DOPMAIIMOHHBIX TOKYMEHTOB. PazpaboTka 1 ohopMIIeHHE JIETOBBIX MTUCEM
JIOKYMEHTHI 110 THYHOMY COCTaBy
PazpaboTka u oopMmiIeHHEe IOKYMEHTOB MO TPYAOBBIM OTHOLICHUSIM
Tema 2.2 JIoroBopHo- CamocrosiTeqibHasi padoTa 8 OK 02
npasoBast Copep:xaHue yueOHOT0 MaTepHaJia OK 04
JOKyMeHTALHS! [onstue moroBopa (KOHTpaKTa), COTNIAIIEHHUE, TPOTOKoa. TumoBas popma koHTpakTa. OCHOBHEIC pa3/ieibl KOHTPAKTA. OK 09
[IprMepHSBIi JOTOBOP KYIDIH-TIPOAaxH. "THITOBOH TOTOBOP MEHBI TOBApOB (0apTepHast CACTKA). TIK 2.2
[Ipumepnas Gpopma 10roBOpa MOCTABKH. TIK 2.7
TumnoBas popma KpeIUTHOTO JOrOBOPA.
Paszgen 3 14
Cucremarusanus u
XpaHeHHe I0KYMEHTOB
Tema 3.1 Ilopsipok CamocrosiTejbHast padora OK 02
CHCTEMATH3AIHH U Conep:kanne yueOHOTo MaTepuasia 8 OK 04
XpaHeHHsI JOKYMeHTOB. | CTpykTypa W (YHKIHH CIyX0 ITOKyMEHTaIMOHHOTO obecredeHMs ynpasieHus.Homenkmatypa nmen. WHauBHIoyanbHEIE, OK 09
Opranuszanus CBOJIHBIE, IPAIMEPHBIC U THIIOBBIE HOMEHKIIATYPHI fei. OdhopMiIeHne HOMCHKIATYPHI e, TpeboBanus K 0hOPMIICHHUIO J1eI. 1IK 2.2
JOKYMEHT0000poTa JIOKyMeHTOO0O0pOT MPEeANPHUITHI U opraHu3aiuii. Opranusaius padoTsl ¢ JOKYMEHTAI[UEH, TOCTYIAIOMIEH B YUPEKACHHUS, :
TPSINPUATHS, OPTaHU3AINK: NPUEM BXOIAMIMX ITOKYMEHTOB.XpaHCHHE JOKYMEHTOB B CTPYKTYPHBIX MOIpa3IeIICHISX. 1K 2.7
DKcrepTr3a IeHHOCTH TOKYMEHTOB. [IoATOTOBKA 1l K clave B BEAOMCTBEHHBIN apXUB.
Tema 3.2 PaGora c CamocrosiTesibHasi padora
KoHuneHuuaabubli-Mu | Copep:kanue y4eGHOT0 MaTepualia 6
JOKyMeHTaMu Xapakrepuctuka KoH(pUACHITHaTFHON nHGopMarmu. CucTeMa ¥ TeXHOJOTHS 3alIUTH  KOH(HUICHINATEHOW HH(OPMAIIHH.
O0paboTKa MOCTYNUBIINX U OTIIPABISEMBIX JOKYMEHTOB, yUET JOKYMEHTOB, IOPSIOK paOOTHI IIepcoHala ¢ JOKYMEHTaMH.
YuyeT u XpaHeHue KOHPUICHIIUATBHBIX TOKYMEHTOB.
XapakTepHuCTHKA U TOPSIOK TOCTYIa K KOH(pHICHINATbHOH HHPOPMALIUH
Bcero yacoB MakCMMAJIbLHOM HATPY3KH 42
B TOM YHCJe 00513aTeJbHBIX ayIUTOPHBIX YaCOB 6

Wrorosas arrectanus Mo JUCHUILINHE - TUGGEpPEHIMPOBAHHBINA 3aueT




3. YCJIOBHUSA PEAJIM3AIIUMA TTPOTPAMMBI YUYEBHON
JANCHUIIJINHBI

3.1. TpeGoBanusi K MHHUMAJIBHOMY  MATEPHAJbHO-TEXHUYECKOMY
o0ecne4eHn 10
Peanuzanuss mporpamMmbl JAUCIHUIUIMHBL TpeOyeT HalWyus y4deOHOro kaOuHeTra
JIOKyMEHTAITMOHHOTO 0OeCTIeUeHUsI YIIpaBICHUS;
O6opynoBanne yueOHOTO KaOUHETA:

~ TIOCaJ0YHBIE MECTA IO YUCITY 00yUYarOUXCs,

- APM npenonasarens

- 8IIK,

~ OprTEeXHHUKa

3.2. UudopmanmnonHoe odecnevyenne o0yueHmst
Ilepeyens pexoMeHayeMbIX Yy4eOHbIX wu3aaHuii, WHTepHeT-pecypcos,
JAOIOJHUTEJIbHOM JIUTePaTypPbl
OcHoBHasl yyeOHas1 JIUTEpaTypa:

OJI.1. Ky3neno, W.H. JlokymMeHTallMOHHOE OOECIEYEHUE YIPABICHHUS.
JIOKyMEHTOOOOPOT U IETONPOU3BOJICTBO | YUEOHUK M MPAKTUKYM JJI CPETHETO

npodeccuonansHoro odpazosanusi / WM. H. Ky3nenos. — 4-e usn., nepepad. u
J0oT. — Mockaa : N3naTenscTBO FOpaitr, 2023. — 945 c. —
(ITpodeccuonanvuoe obpazoBanue). — ISBN 978-5-534-16004-8. — TekcT :
anekTpoHHbI // OOpa3zoBatenbHas Mmiatgopma FOpaiit [caiit]. — URL:

https://urait.ru/bcode/523613 (nata oOpamenus: 24.08.2023).

OJI.2. Hoponumna, JI. A. JloKyMeHTallMOHHOE OOECIEUYCHHE YIPABJICHUS :
y4eOHHK M TPaKTHKYM I CpeaHero mnpodecCHoHaIbHOro obOpa3oBaHus /
JI. A. Noponuna, B. C. UputukoBa. — 2-¢ uza., nepepad. u gomn. — MockBa :

N3narenscTBO FOpaiir, 2023. — 270 c. — (ITpodeccronansHOE
obOpazoBanue). — ISBN 978-5-534-16017-8. — Tekct : 3neKTPOHHBIH //
O6pazoBatenbHas maTdopma Opaiit [caiiT]. — URL:

https://urait.ru/bcode/530252 (mara oOpammenus: 24.08.2023).

OJI.3.®enepanphblil 3akoH oT 10.01.2002 Nel-®3 «O06 351eKTpoHHOI HUDPOBOI
MOAMUCK» C U3MEHEACPANIbHBIN 3aK0H «O0 AIEKTPOHHON HUPPOBOM MOAHCHY
oT 10.01.2002 oT // [D51eKTpOHHBIIMA pecypc] —
URL:https://www.consultant.ru/document/cons_doc_ LAW 34848/

OJI.4.®enepanbhblil 3akoH «O0 apxuBHOM neine B Poccuiickoit denepamumy ot
22.10.2004 N 125-®3 (mocnemusas penakumsi) // [DneKTpoHHBIA pecypc] —
URL.: https://www.consultant.ru/document/cons_doc_LAW 1406/

OJI.5. Aoynmanze, JI.I'. JlokyMeHTanMOHHOE OOECIEUYCHHE YIPABICHUS
NEPCOHAIOM : Y4YeOHUK U TMPAKTUKyM [UJIsI CpEAHEro MNpodecCHOHaTbHOTO
obpazoBanus / [.I'. AOynanze, W.b. Bempsokkuna, B. M. MacnoBa. — 3-¢
u3a., nepepadb. u gon. — Mocksa : U3narensctBo FOpaiit, 2023. — 374 c. —
(ITpodeccuonansnoe obpazoBanue). — ISBN 978-5-534-16657-6. — TekcT :



anekTpoHHbli // OOpaszoBatenbHas mmiatdgopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/531449 (nara obpamenus: 24.08.2023).

OJI.6. I'pozoBa, O.C. [lenonpou3BOJCTBO : y4yeOHOE MOCOOME IJisi CPETHEro

npodeccuonansHoro obpazoBanus / O. C. ['pozoBa. — 2-e uza. — Mocksa :
N3natenscTBO FOpaiir, 2023. — 131c. — (ITpodeccuonansHOE
obpazoBanue). — ISBN 978-5-534-15986-8. — TekcT : »IEKTpOHHBIN //
Oo6pazoBaTenbHas maTgpopma Opaiit [caiT]. — URL:

https://urait.ru/bcode/517797 (nata obpamenwus: 24.08.2023).

OJI.7. KazakeBuu, T. A. JlokymMeHTalMOHHOE OOECIEUCHHE YMPABICHUS :
y4eOHUK M MPAKTUKYM JJIs CpeaHero mpodeccrnoHanbHoro oopazosanus / T. A.
KazakeBuu, A. U. Tkanmu. — 2-e u3g., ucnp. u gon. — Mocksa : M3gaTenscTBo
FOpaiit, 2023. — 177 ¢. — (Ilpodeccuonansuoe odpazoBanue). — ISBN 978-5-
534-06291-5. — TexkcT : anexTpoHHbIN // Obpa3oBarenbHas miardopma KOpaitt
[caiiT]. — URL: https://urait.ru/bcode/513745 (nata ob6pamenus: 22.08.2023).

JlonoiHuTe IbHAS y4eOHAasl JuTepaTypa:

JUL.1. H.H.lllyBanoB [loxkymeHTaIllMOHHOE 0OecTieueHrEe yIPaBICHUS ;| YYCOHUK U
NPaKTUKYM Ul CPeTHETO MPpodhecCHoHaNBbHOT0 00pa3oBanus /

H. H. lllyBanoBa. — Mocksa : U3gatensctBo FOpaiit, 2019

JUL.2. M. b. Jlapuonosa, U. E. CadponoBuu, [Ipaktukym 1o opraHu3aliiOHHOMY
U JOKYMEHTALIMOHHOMY O0€CIEYEHUIO AeATENbHOCTH OpraHu3aliu: yueOHoe
nocobue /

ExarepunOypr: U3a-Bo Poc. roc. npod.-nen. yn-ta, 2019. 206 c.
NudopmanuoHHbIe pecypchbl HHTEPHET:

HP.1. DnexkTpoHHO-OMOIMOTEUHAsI cHCTEMa WWW.urait.ru
NP.2. OBC usnarensctBa «JIAHB» www.e.lanbook.com
NP.3 ObC IPR SMART
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4. KOHTPO.Ib Y OIIEHKA PE3YJIbTATOB OCBOEHUWS YUYEBHOU

JUCHUIIIAHBI

KOHTpOJIb U OHCHKA PE3YJIbTATOB OCBOCHHUA JHCHHUIINIMHBI OCYIICCTBIISACTCA

MMpCrnoaaBaTCiIcM B Imponeccce

IMIPOBCACHUA

IMPAaKTUHICCKUX 3aHSATUM 141

J'Ia60paTOpHBIX pa60T, TCCTUPOBAHHA, a4 TAKIKC BBIIIOJIHCHUA O6yan0HlHMHCH
HHAWBUIYAJIBbHBIX 3aﬂaHHﬁ, ITPOCKTOB, HCCHGHOB&HHﬁ.

PesyabTaTsl 00yyeHus
(océoennbie yMenus, yc60eHHble 3HAHUA)

Dopmul u MemoObl KOHMPOIA U
OUEHKU Pe3yIbIamos 0oyueHus

B pezynomame oceoenusn oucyuniunvl 0dyuarowuiics
00J1JiCEH yMemb.

VY.1. ObopMsTh TOKYMEHTAIIHIO B COOTBETCTBHH C
HOPMAaTUBHOI1 0a30H, B T.4. C UCIIOJIb30BaHUEM
MH()OPMAIMOHHBIX TEXHOJIOTHH;

V¥.2. OcBauBaTh TEXHOJIOTUH ABTOMATU3UPOBAHHOM
00pabOTKH JOKYMEHTAIIMH; HCIIOJIb30BATh
yHUPUIPOBAHHBIE (POPMBI TOKYMEHTOB;
V.3.0cymiecTBasATh XpAaHEHHUE U TIOMCK JIOKYMEHTOB;
V.4. Wcnonp30BaTh TEIIEKOMMYHHUKAI[TOHHBIE
TEXHOJIOTUH B 3JIEKTPOHHOM JIOKyMEHTO000poTe; B
pe3yNbTaTe OCBOSHUS AUCHUIIIMHBI 00y4YarOUics
noipkeH 3Hath: 3.1.I1onsTHe, enu, 3a1a4n ¥ MPUHITUTIBI
Nenonpoun3BoAcTBa; 3.2. OCHOBHBIE MOHITHS
JOKYMEHTAI[MOHHOTO 00eCTIeUeHus yrpaBicHus; 3.3.
CucreMbl TOKyMEHTAIMOHHOTO 00eCTIeYeHUSI
ynpasnenus; 3.4. Kinaccupukanuio 10KyMeHTOB;
TpeOOBaHUs K COCTABIECHUIO U O(hOPMIICHUIO
JNOKYMeHTOB;3.5. Opranuzaliuio J0KyMeHTo000poTa:
npueM, 00paboTKy, pErUCTPaINI0, KOHTPOJb, XPaHEHHE
JIOKYMEHTOB, HOMEHKJIATYPY JIeII.

Bxoomnoin konmponw 6 gpopme:

- mecmuposanusi 3HaAHUL 6 Hauaie
Kypca.

Texkywyuit Konmpois 6 popmax:

- YCMHbLL ONpOC;

- 8bINOJIHEHUE NPAKMUYECKUX pabom
no memam,

- CIMaHOapmu3UpOBaAHHbILL KOHMPOb
(mecmuposanue);

- NpOBepKa GbINONHEHUs. 3A0aAHULL;

- doMawHss NUCbMEHHAs paboma,

- camocmosmenvHas paboma,

- KOHCheKm JeKyull;

Hmozoewvtii konmpoib:

Hmozoesuiii KOHMPOIb no
oucyuniure (npomesicymoynas
ammecmayusi) 8 gopme

ougpepenyuposannoeo 3auema
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