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1.

OBIIASI XAPAKTEPUCTUKA PABOYEN ITPOT'PAMMBI YUEBHOM

JUCHUIIVIMHBI
OI1.01 JOKYMEHTAIMOHHOE OBECIIEYEHUE YIIPABJIEHUA

1.1. MecTo McuMIIMHBI B CTPYKTYPe OCHOBHOM 00pa30BaTe/IbHOM NPOrpaMMbI:

VY4yebHas IUCUMININHA

«Z[OKYMCHTaHI/IOHHOC

obOecrieueHue YHIpaBJICHUSA)»  ABJISICTCA

00s3aTeNbHOM 4acThi0 00HIEPOGECCHOHANTBHOIO IUKIA TPUMEPHOH OCHOBHOW 00pa3oBaTeinbHON
nporpammsl B cootBeTcTBUr ¢ @I'OC CIIO no crnenuaibHOCTH.

Ocoboe 3HaueHne TUCHMIUIMHA uMeeT npu popmupoBanuu U pazsutuu OK 01, OK 02, OK
03, OK 04, OK 05, OK 09.

1.2. Heas 1 niIaHupyeMble pPe3yJbTAaThl 0CBOCHUS JUCIHUIJIMHBI:
B pamkax mnporpamMMmbl y4eOHOW JMCHUIUIMHBI OOYYArOIIMMHCS OCBAaWBAIOTCS YMEHUS

Y 3HAHUA
HIIE,O?)K Ymenus 3HaHusa
IK.1.1 oopMIIATh JIOKYMEHTAIIUIO B | IOHATHE, LEJNH, 33aJayd MW I[PUHLUIIBI
IIK.1.3 COOTBETCTBHH C HOPMATHBHOUM 0a30ii, B | JEIONPOU3BOICTBA;
OK 01 T.4. UCTIONB3YSl  WH(GOPMALMOHHBIE | OCHOBHBIE TMOHATHS JOKYMEHTAIMOHHOTO
OK 02 TEXHOJIOTUH; obecrieueHus yIpaBIIeHUS;
OK 03 YHH(PHUIILPOBATH CHUCTEMBI | CUCTEMBI JIOKYMEHTAI[MOHHOT O
OK 04 JIOKYMEHTal1U; oOecrieveHus yIpaBJICHUS;
OK 05 OCYIIECTBIIATh XpaHEHWE ©  TIOWCK | KIACCHU(HUKAINIO TOKyMEHTOB;
OK 09 JOKYMEHTOB; TpeOOBaHU K COCTABICHHUIO ¥ O(OPMIICHHIO
OCYILECTBIISATh aBTOMATH3ALUIO | TOKYMEHTOB;

00pabOTKH TOKYMEHTOB;

HCIIOJIB30BaTh TCICKOMMYHHKAIITMOHHBIC
TEXHOJIOTHH B ANEKTPOHHOM
JIOKyMEHTO000pOTE

OpraHM3aIMi0 TOKYMEHTO000pOTa: TPHEM,
o0paboTKka,  perucrpamus, KOHTpPOJIb,
XpaHeHHe JOKyMEHTOB, HOMEHKJIATypa JeJ




2. CTPYKTYPA U COJAEP)KAHUE YYEBHOM JUCHUILINHBI
2.1. O0beM yueOHOI JMCHMIIJIMHBI M BUABI Y4e0HOH padoThI

Bun yyeOHoi padoTnl O0bem B yacax
O0bem o0pa3oBaTeIbHON NPOrpaMMbl y4eOHOM THCHUTINHBI 78

B T.4. B popMe NPaKTUYECKOH MOATOTOBKHU 24

BT. 4..

TeopeTnieckoe o0ydeHne 30
MPaKTUYECKUE 3aHATUA 24
Camocmosmenvas paboma * 24
IIpome:kyTouHas aTTecTanusi 12

! CamocTosTenpHas paboTa B paMKkax 00pa3oBaTe/IbHOM NPOrpaMMbl IJIAHMPYETCS 00pa3oBaTelbHON OpraHu3alueii B
cootBercTBUU ¢ TpeboanmsiMu PI'OC CIIO B mpeaenax obbemMa y4eOHOW JUCIMIUIMHBI B KOJMYECTBE YacoB,
HEO0OXOIUMOM JIJIsl BBITIOTHEHUS 33/IaHUN CaMOCTOSTEILHON paboThl 00YyJarOIIUXCS, TIPEYCMOTPEHHBIX TEMATHIESCKIM
TUTAHOM U COZICpKAHUEM YIeOHOU JUCIIMILINHBIL.



2.2. TeMaTH4yeCKMil IJIAH U COAEPKAHUE YHeOHOM JUCHMIIIIHHBI

Oo0beM, akan. 4/ B

Koapl
KOMIIeTeHIH I
H JJUYHOCTHBIX

HaumenoBanmue Copep:xanue yuyeoHoro Mmatepuasa u GopMbl OPranu3anuu 1eaTeJIbHOCTH TOM 4mncie B popme pesyiIbTaTos’,
pa3aesioB U TeM odyuyaromuxcst NpPaKTUYecKoii (hopuupoariitio
KOTOPBIX
MOArOTOBKH, aKaJ. 4 crocoGeTByeT
3JIeMeHT
NpOrpaMMsl
1 2 3 4
Paznen 1. Opranusauusi 10KyMeHTO0000pPOTAa HA NPeANPUSITUA 4/-
Tema 1.1. Conep:xanue yueOHOro MaTepuaJa 2
JloOKyMeHT H 3HaueHue M COAEpXKaHWE AMCLUUIUIMHBI  «JlOKyMeHTanuoHHOe oOecredyeHue K 1.1 K13
cucTemMa yIIpaBICHHASY. [Mousitre TEPMHUHOB «IOKYMEHTY, «IOKYMECHTHUPOBAHHUEY, OK 0 1’ OK 02 '
AOKYMEHTALUM «IOKYMEHTAIIMOHHOE OOecrieuyeHne YIpaBiIcHUs». YHUQUKANWS U CTaHAAPTHU3AIUH OK 03’ OK 0 4’
yIpaBlieHYeCKUX JOKyMEeHTOB. OCHOBHBIE IOHSTHS Aenonpon3BoacTsa. Knaccudukanms 2 OK 0 5’ OK 0 9’
JOKYMEHTOB opraHu3anui. OyHKkuuun NOKyMeHTOB. [loHSATHE M cOCTaB PEKBU3UTOB '
JnokyMeHTa. CXxeMbl pacioyioxXeHns: peKBU3UTOB. [[oHsTHE 1 BUABI OJJaHKOB JOKYMEHTOB.
HopmartuBHo-paBoBo€e o0ecreyeHue 1eI0nponu3BOICTBA.
Tema 1.2. Conep:xanue yueOHOro MaTepuasa 2
Opranusanus IloHsATHE W NPUHLUNBI OpraHu3alMK JOKyMeHTooOopoTta. CocraB M ydeT oObeMma IK.1.1, TIK.1.3,
AOKYMEHT0000poTa | TOKYMEHTOO0OpOTa mpeanpuatuii. Opranusaius padoTel ¢ BXOJSINEH, UCXOIAIEH U OK 01, OK 02,
HA MpeINpPUATHH BHyTpeHHeW nokyMmeHTanuei. KouTponb wcnomHeHuss [noKymeHTOB. Pabora ¢ 9 OK 03, OK 04,
BHYTPEHHHMH JIOKYMEHTaMH. ba3bl JaHHBIX JJI1  XpaHEHUs  JIOKYMEHTOB. OK 05, OK 09
3aKoHOJaTeNbHbIE aKThl M HOPMATHBHO-METOJMYECKHE JOKYMEHTHI 10 apXHWBHOMY
XpaHEeHHUIO TOKyMeHTOB. PaboTa ¢ 3anpocamu. PaboTa ¢ 351eKTpOHHBIMU TOKYMEHTaMHU.
Pasnes 2. Buabl 10KyMeHTOB U NOPSAOK PaboThl C HUMH 26/16
Tema 2.1. Coaep:xanue yueOHOro MaTepuaJia 12 [K.1.1, TIK.1.3,
OpraHu3aiiiOHHBIE JOKYMEHTBl — YCTaB, YYpEOUTEIbHBIE JOTOBOD, IOJIOKEHHE. 4 OK 01, OK 02,
PacnopsaautensHble TOKYMEHTBI — MPUKa3, pacHOpsDKEHUE, YKa3aHHUE, TOCTaHOBIICHHUE, OK 03, OK 04,

2B cootsercreuu ¢ [punoxennem 3 [TOOIL.




Opranu3aumoHHO-
pacnopsiiuTeIbHbIE

JOKYMEHTBI

pellieHre, WHCTPYKIIHSA, nporokoi. CrpaBoYHO-MH()OPMAIIMOHHBIC JIOKYMEHTHI:
ciryxeOHas 3aITUCKa, OOBSICHUTENbHAS 3aIHCKa, aKT, CIIPaBKa, CIIy>KeOHbIE TIIChMa

B ToM 4ucie IpakTHYECKUX 3aHATUH

[Mpaktuueckoe 3austue Ne 1. Coctanenue u opopMiieHIE pacopsKEHUS

IIpaktrueckoe 3anstre Ne 2. CoctaBiaeHue u ohopMIIeHHE ACIIOBBIX ITHCEM

[pakTrueckoe 3anstue Ne 3. OgopmiieHUE CIIPaBOK, JOKJIAJHOMN U CITYy>)KEOHOM 3aIKCKH,
aKTa.

OK 05, OK 09

Tema 2.2.
Kaaposas
AOKYMEHTAIHA

Coaepsxanue yueOHOr0 MaTepuaJia

JlokyMeHTHpOBaHUE TPYAOBBIX MTPaBoOTHOIIEHUH. CocTaB 1 0cOOEHHOCTH OpOpMIICHUS
JOKYMEHTOB I10 JTUYHOMY cocTaBy. KoMIUIeKTOBaHHE JTMYHOTO Jena. ABToOHOrpadus.
Pesrome. 3asBnenne o mpueme Ha pabdoty. [Ipmkasel mo nuaHoMmy coctaBy. lllTatHoe
pacnucasue.

B Tom uncie npakTHYeCKMX 3aHATHI

[IpaxTrueckoe 3arstre Ne 4. OdopMieHre TPUKA30B MO0 JUIHOMY COCTaBY.

[pakTuueckoe 3anarue Ne 5. OdopmiieHre TPyAOBOro JI0rOBOpPa, MPHKa3a O MpUeMe Ha
paboty, ohopmIeHHE TPYAOBON KHIDKKH.

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

Tema 2.3.
JdorosopHo-
npaBoBas
AOKyYMEHTAIHsA

Copnep:xanue yue0HOro MaTepuaJia

[MousiTust moroBopa. Buner moroBopos. O0s3aTeNbHBIC PEKBU3UTHI IOTOBOPOB. [IpaBuia
odopmienust gorosopos. IlpaBuna odopmieHHs NpeTeH3MOHHBIX muceM. Popmysp
MCKOBOTO 3asiBICHUs,, TpeOOBaHUS K ero o(opMIICHHIO. 3aKOHOAATEJbHbIE aKThl U
HOPMAaTHUBHO-METOANYECKHE TOKYMEHTHI 110 IOTOBOPHBIM JOKYMEHTAM.

B Tom uncie npakTHYeCKUX 3aHATHI

ITpaktuaeckoe 3ansTue Ne 6. OdopmieHre JOroBopa KyIIu-IIpoaaxH

[TpakTrueckoe 3anstue Ne 7. OdopmieHne U 00paboTKa MPETEH3UNOHHBIX MTUCEM

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

IIpoMe:xyTOUHAs1 aTTeCTALUS

12

Bcero:

78




3. YCJIOBUS PEAJIM3AIIANA YYEBHOM JUCHUIIIAHBI

3.1. [las peanu3anuM MNporpaMmMbl y4eOHOW [JAWCHMIUIMHBI JOJAKHBI  ObITH
NpeaycMOTPEHbI cileAyIolue cneluaabHble NoOMeleH s :

Kabuner «/lokyMeHTalIMOHHOTO 0OecIieYeH sl YIPaBIEHU», OCHAILICHHBIN 000y JOBAaHUEM:
JIOCKa ydeOHas, pabouee MECTO NpernojaBarelis, CTOJbI, CTyJbs (IO YHCIYy OOYy4Yaromuxcs),
TEXHUYECKUMHU CpEACTBAMM: KOMIIBIOTEp C JIOCTYIOM K HHTEpHET-pecypcaMm, CpelicTBa
BU3YaIHM3al[iH, HATJIAIHbIE TOCOOUS.

3.2. UnpopMmannoHHOe oOecrnedeHne peajn3alui NporpaMmMbl

Jliia peanuzanuu mporpaMMbl OMOIMOTEUHBIH (HOHT 00pa30BaTEIBHON OpraHU3aluU JOKECH
UMETb TIeYaTHbIE W/WIM BJIEKTPOHHBIE 00pa3zoBaTeibHbIE W WH(OPMAIMOHHBIE PECYPCHI IS
UCIIONIb30BaHUsl B oOpaszoBarenbHOM Tpouecce. [lpu ¢opmupoBanuu Oubamorednoro ¢Gonaa
o0pa3oBaTeNbHOI OpraHu3aleil BbIOUpaeTcss He MEHee OJTHOTO M3/IaHus U3 NEPEUUCIICHHBIX HUXKE
MEYATHBIX U (WJIM) 3JIEKTPOHHBIX M3JIaHUIN B KayecTBE OCHOBHOI'O, IIPU STOM CIIMCOK MOXET OBITh
JOTIOTHEH IPYTUMHU W3/IaHUSMHU.

3.2.1. OcHOBHBIE TleYaTHbIE H JIEKTPOHHbIE U3TAHUS

1. I'pozoBa, O. C. Jenonpou3BoacTBO @ yueOHOe MmocoOue JIs  CPeAHEro
npodeccuonansHoro oopasosanus / O. C. I'pozoBa. — Mocksa : U3narensctBo IOpaiit, 2021. —
126 c¢. — (IIpodeccuonanbroe obOpazoBanue). — ISBN 978-5-534-08211-1. — Tekct
3JIEKTPOHHBIN // O6pazoBatenbHast wiatopma Opaiit [caiit]. — URL:

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

2. JlokymeHTanlMOHHOE obecnieueHne ynpasieHus. CoctaBneHne u oGOpMIICHHE JIEIOBBIX
ToKyMeHTOB : yueoHoe nocobue ainst CIIO / cocraBurenu E. W. bammakoa. — CapaTtoB, Mockasa :
[Tpodobpazosanue, Aii [Tu Ap Menua, 2021. — 144 ¢. — ISBN 978-5-4488-1080-0, 978-5-4497-
0964-6. — TekcT : 2IIeKTPOHHBIH // DIEKTPOHHBIN pecypc udppoBoii oOpazoBarenbHO# cpensl CI1O
PROFob6pa3zosanue : [caiit]. — URL: https://profspo.ru/books/103343

3. Hoponuna, JI. A. JlokyMeHTaIlMOHHOE O0eCTIeYeHre YIPABICHHUS ;| YICOHUK U IPAaKTUKYM
JUist cpeniHero npodeccuonanbHoro oopasosanust / JI. A. Jloponuna, B. C. UputukoBa. — Mocksa :
NznarensctBo IOpaiit, 2021. — 233 c¢. — (Ilpodeccuonansroe odbpazosanue). — ISBN 978-5-534-
05783-6. — Texkcr : snexTpoHHbIi // ObOpazoBarenbHas 1uiatdopma lOpaiit [caiit]. — URL:
https://urait.ru/bcode/473802

4. Kopuees, U. K. JlokymeHTaliMoHHOE oOecrieueHre YnpaBieHHs : yYeOHUK U MPaKTUKYyM
1u1s cpeanero npodeccuonansaoro oopaszosanusi / 1. K. Kopuees, A. B. [Tmenko, B. A. Mamypiies.
— 2-e wm3nd., mepepab. m gom. — MockBa : M3parenmsctBo IOpaiit, 2021. — 384 c. —
(ITpodeccronansuoe obpazoBanme). — ISBN 978-5-534-05022-6. — Tekct : 37eKTpOHHBIH //
O6pasoBarenbhas wiathopma KOpaiit [caiit]. — URL: https://urait.ru/bcode/472550

5. Kysnenos, . H. JlokymeHTanmonHoe obecnieueHue ynpasieHus. JJOKyMeHTOOO0POT U
JIeNTOTIPOU3BOICTBO : YUEOHHK U MIPAKTUKYM JJISl CpeIHEero mpodeccuonanbHoro oopasosanus / M. H.
KysnenoB. — 3-e u3n., nepepad. u gon. — Mocksa : M3natensctBo HOpaiit, 2021. — 462 c. —
(ITpoeccronansrnoe obpazoBanue). — ISBN 978-5-534-04604-5. — Tekct : 37eKTpOHHBINH //
O6pasoBarenbhas wiathopma KOpaiir [caiit]. — URL: https://urait.ru/bcode/470020



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

6. Ky3uenosa, 1. B. JlokyMmeHTanmmonHoe obecrieueHre ynpaBiaeHus ;: yaeOHoe mocooure st
CIIO / U. B. Ky3neunosa, I'. A. Xauarpstn. — 2-e uzn. — Caparos : IIpodobpazoBanue, Aii [1u Op
Menua, 2019. — 166 c. — ISBN 978-5-4486-0404-1, 978-5-4488-0216-4. — TekcT : 3MEKTPOHHBIHA
// DnexTpoHHBINA pecypc nudpoBoit odpazosarensHoi cpeasl CITIO PROFobOpa3zoBanue : [caidt]. —
URL: https://profspo.ru/books/80326

7. IlaBnosa, P. C. JlokyMeHTalIMOHHOE OOecTieueHne yrpasiieHus : yaeOHuk st cro / P. C.
ITaBmoBa. — Cankrt-IlerepOypr : Jlanp, 2021. — 416 c¢. — ISBN 978-5-8114-6959-8. — Tekcr :
AJICKTPOHHBIN /! Jlanb : 3JICKTPOHHO-0MOIMOTEeYHAs cUcTeMa. — URL:
https://e.lanbook.com/book/173087

8. [TaBnoBa, P. C. JIokymMeHTHpOBaHNE YIPABICHYECKON AEATEIBHOCTHU : yueOHOe mocodue
st crio / P. C. [TaBnoBa. — Cankt-IletepOypr : Jlans, 2021. — 272 c¢. — ISBN 978-5-8114-7067-
9. — Tekcr : osaexTpoHHbIH // JlaHb : »nekTpoHHO-OMONMoTewynas cuctema. — URL:
https://e.lanbook.com/book/173092

3.2.2. lonoHUTEIbHbIE HCTOYHUKHU

1. Koncrtutynus Poccuiickoit @enepanyu

2. I'paxxpanckuii konekc Poccuiickoit @enepanumy, 4. 1, 2, 3, 4 (B AeiicTBYIONICH peaaKkIum)

3. Tpynosoii konekc Poccuiickoit @eneparnuu ot 30 nekadps 2001 r. N 197-®d3 (TK PD) (B
JICUCTBYIOIICH pelaKIIim)

4. ITaBnoBa, P. C. JlokymeHTannoHHOE obecriedyeHune ympasieHus. [lenoBas mepemnucka :
yuebHoe nmocobue st cro / P. C. IlaBnoBa. — Cankr-IletepOypr : Jlans, 2022. — 152 c. — ISBN
978-5-8114-8298-6. — Tekct : 25eKTpOHHBIN // JIaHb : AJIEKTPOHHO-OMOIMOTEYHAS CHCTEMA. —
URL.: https://e.lanbook.com/book/193314

5. Eropos, B. Il. Jlenonpou3BoACTBO M peXHUM CEKpEeTHOCTH : yuyeOHHK ans cmo / B. IL
Eropos, A. B. CiiuabkoB. — 2-¢ u3x., crep. — Cankr-IlerepOypr : Jlanb, 2022. — 312 c¢. — ISBN
978-5-8114-9442-2. — TexkcT : 2JIeKTpOHHBIN // JIaHb : 2JIEKTPOHHO-OMOIMOTEYHAS CHCTEMA. —
URL: https://e.lanbook.com/book/195428

6. Eropos, B. II. JlokymMeHTOBEJleHHE U JOKYMEHTAIlMOHHOE OOecledeHue YIpaBICHHs B
ycroBusAx MudpoBoit s3konomuku / B. I1. Eropos, A. B. CouabpkoB. — 2-¢ u3ja., crep. — CaHKT-
[TerepOypr : Jlanp, 2022. — 372 c. — ISBN 978-5-507-44331-4. — Texkcr : anexkTpoHHbIH // JlaHs :
3JIeKTPOHHO-OnOmmoreunas cucrema. — URL: https://e.lanbook.com/book/220493

7. ITaBnoBa, P. C. KondpuaenuuansHoe 1eI0NPOU3BOACTBO : yueOHOe mocodue it cno / P.
C. INaBnoBa. — Cankr-IlerepOypr : Jlanb, 2021. — 308 c. — ISBN 978-5-8114-7000-6. — Texkcr :
DIIEKTPOHHBIN // Jlanb : 3JIEKTPOHHO-OMOIMOTEeUHAs CUCTEMA. — URL:
https://e.lanbook.com/book/169795

8. ITaBnoga, P. C. [lenonpon3BoJCTBO 10 0OpaIIeHUsIM Ipax/iaH : yueOHoe mocodue 1Jisl Cro
/ P. C.I1aBnoBa. — Cankr-IletepOypr : Jlanb, 2021. — 280 c. — ISBN 978-5-8114-7002-0. — Tekcr

EeKTpOHHBIH  //  Jlamp @  2JeKTpoHHO-OmOmmoreunas  cucrema. —  URL:
https://e.lanbook.com/book/169797

9. EropoB, B. II. JlokymMeHTanuoHHOE OOeCleYeHne YIPaBICHHUS HETOCYAapCTBEHHBIX

OpraHu3aiuil B ycaoBHsIX HU(POBOM SKOHOMUKH : yuebHoe nocobue s cno / B. I1. Eropos, A. B.
CnunbkoB. — Cankr-IlerepOypr : Jlans, 2021. — 216 c¢. — ISBN 978-5-8114-7924-5. — Tekcr :
AIIEKTPOHHBIN /1 Jlanb : 3IIEKTPOHHO-OMOIMOTeUHAs CUCTEMA. — URL:
https://e.lanbook.com/book/180803



4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHMSI
YYEBHOM JUCLHUILINHBI

Pe3yabTaTel 00yuenuns®

Kpurepun onenku

MeToabl OLIeHKH

Hepeqeﬂb 3H3HHﬁ, 0CBAUBaE€MbIX B paMKaXxX IUCHUILIMHBI

3HaTh:
MOHSITHE, [IeJTU, 33JJaYd U PUHIIHITHI

ACIOIIPOU3BOJACTBA,

OCHOBHBIC TIOHATHA
AOKYMCHTAIMOHHOI'O obecrneueHus
YIIpaBJICHUS,

CHUCTEMBI AOKYMCHTAITUOHHOI'O

o0ecrieyeHusl yIpaBICHHS;
KJ1accu(pUKAIHIO JOKYMEHTOB,;
TpeOOBaHUS K COCTaBICHHUIO U
0 OpPMIIEHUIO TOKYMEHTOB;
OpraHu3alrilo  JOKYMEHTOO00POTA:
00paboTKa,

XpaHEHUEe JOKYMEHTOB,

HIpUEM, perucrpanus,
KOHTpOJIb,

HOMEHKJIaTypa Jien

JACMOHCTPUPYET 3HAHUE OCHOBHBIX

MOHATHH,  MPUMEHSIEMBIX  TPH
OpraHm3aliy JOKYMEHT0000poTa

Ha TIPEATNPUSITHH;

JNIEMOHCTPUPYET 3HAHHME IeNeH,
3ama4 u MIPUHIIATIOB
JIeTIOTIPOU3BOICTBA;

JEMOHCTPHPYET 3HAHHE CHUCTEMBI
JOKYMEHTAIIHOHHOTO 00ecTieueH s
yIpaBIlICHHUS;
JIEMOHCTPHPYET 3HaHHE
KJIaccH(UKaU JOKyMEHTOB,
TpeOOBaHUM K COCTABICHUIO U
0 OPMIIEHHUIO JOKYMEHTOB;
JEMOHCTPUPYET 3HAHUE
OpraHM3aliid JIOKYMEHTO000pOTa!
mpueM, 00paboTKa, permcrpanms,
KOHTPOJIb, XpAaHCHUE TOKYMEHTOB,

HOMEHKIIaTypa Jei

YcTHBIN omnpoc.
Tectuposanue.
KontponbHbie paboTHI.
[IpoBepouHbIe paOOTHL
O1eHKa BBITIOJIHEHUS
MPAaKTUYECKOr0 3aJaHusl.

Ilepeyenb yMeHMii, o0cBaBaeMbIX B pAMKaX AUCUUILIMHBI

YMerTs:
oopMIIATH
COOTBETCTBHHU C HOPMaTHBHOM 0a30ii,

JIOKYMEHTAITHIO B

B T.4. UCIOJNIB3YsI WHPOPMAIIIOHHEIE
TEXHOJIOTHH;
YHUDUIIIPOBATH CHUCTEMBI
JOKyMEHTALUY;

OCYLIECTBJISITh XPAaHEHHE M IIOMCK
JIOKyMEHTOB;
OCYLIECTBIIATH

00paboOTKH JIOKYMEHTOB;

aBTOMAaTHU3allnuIO

HUCIIOJIB30BAaTh
TCIICKOMMYHUKAIIUOHHBIC
TCXHOJIOTHH B QJICKTPOHHOM

JIOKyMEHT0000poTe

JIEMOHCTPHUPYET
oQOpMIIATE  TOKYMEHTAlHMI0 B
HOPMAaTHUBHOMN

yMEHUE

COOTBECTCTBUHU C

0a3oi, B  T.4.  HUCIOJB3YS

I/IH(l)OpMaLII/IOHHBIQ TCXHOJIOI'H,

JIEMOHCTPUPYET yYMEHHUE
YHUPHUIIHPOBATH CHCTEMBI
JIOKyMEHTAIlNH;

JIEMOHCTPUPYET yYMEHHUE
OCYIIECTBIISITh XPaHEHHUE M TMOUCK
JIOKYMEHTOB;

JIEMOHCTPHPYET yMEHHE
OCYIIECTBIISITh  aBTOMATH3AIIUIO
00pabOTKHU IOKYMEHTOB;
JIEMOHCTPHPYET yMEHHE
UCIIOJIb30BaTh
TENEKOMMYHHKAIIHOHHBIE
TEXHOJOTHH B DJICKTPOHHOM

JIOKyMEHTO000pOTE

DKcrepTHOE HA0MI0CHUE U
OIICHUBAHUE BBHITIOJTHEHUS
WHINBUAYaIbHBIX U
IPYIIIOBBIX 3aJaHUN.
Orenka pe3ynbrara
BBITOJIHEHHS PAKTUUECKUX
pabor.

Tekyuuii KOHTPOJIb B
(dhopme cobecenoBanms,
pELICHHs] CUTYallMOHHBIX
3ajau.

8 JIngHOCTHEIC PEIYIbTATHI o6yqa}oumxcsi YYHUTBIBAIOTCA B XOJI€ OLUCHKHU PE3YJIHTATOB OCBOCHUA y‘Ie6HOI\/'I JUCHUITIIINHBI.
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