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1. MACIIOPT PABOYEN ITPOI'PAMMBI YYEFHOM JTUCIUATLJIMHBI
OI1.06 «/lokymMeHTallMOHHOE o0ecnieyeHne YIpaBJIeHUs»

1.1. Ob6aacTs npuMeHeHus padoyeil NPOorpaMMsl

Pabouast mporpamMmma y4eOHOW JUCHUTIIMHBI SBIISETCS YacThIO MPOTPAMMBbI IMOJITOTOBKH
cnenuanucToB cpenHero 3BeHa B coorBerctBuu ¢ ®I'OC CIIO mo cmenumansHocTu 38.02.01
IKOHOMMKA M OyXTaJTepcKuil yuyer (110 0TPaciasiMm).

Jannast pabodasi mporpaMma y4uThIBa€T BO3MOKHOCTH peau3alii y4eOHOro MaTeprana
W CO3JIaHUs CIICIMAJIbHBIX YCIOBUH JUIsI MHBAJIUIOB M JIMI[ C OTPAaHUYEHHBIMH BO3MOXXHOCTSIMU
310poBbs (nanee — OB3).

O6yuenue wHBaMIOB W jauil ¢ OB3 ocymiecTBiseTcss ¢ y4eToM OCOOEHHOCTEH

NCUXO0(U3UUECKOTO Pa3BUTHUS, HHINBUAYAIbHBIX BO3MOKHOCTEH M COCTOSIHUS 3710POBbSI TAKUX
oOyuaromuxcs. B ¢Qunuane co3garoTcs crneuuanbHble YCIOBHS JUIsl MOJTYYEHHUS] CPEIHEro
npodeccuoHanbHOr0 00pa3oBaHusl OOYYAIOIUMUCS C OTPAaHUYECHHBIMH BO3MOKHOCTSIMH
3nopoBbs (Yacte 10 crateu 79 denepansHoro 3akona ot 29 nexadps 2012 r. N 273-d3 «O6
oOpazoBanuu B Poccuiickoit denepanuny).

OO6pa3zoBatenbHbIN Tponece s MHBAIUIOB U Jull ¢ OB3 ocymecTBisieTcss B eIMHOM
IMOTOKEC CO CBCPCTHUKAMU, HC UMCIOIIMMHU TaKHUX OI‘paHI/I‘IeHI/II;'I.

PaGouass mporpamma  MoOXeT OBITH pealu30BaHa C NPUMEHEHHEM DSJIEKTPOHHOTO
oOydeHHus, JAUCTAHIMOHHBIX  OOpA30BaTENbHBIX  TEXHOJOTMA B  MPEIyCMOTPEHHBIX
3aKOHOAATEIbCTBOM (popMax OOy4eHUS WU MPU UX COYETAHWUHU, TIPU MPOBEICHUU yUEOHBIX
3aHATUN, TPAKTUK, TEKYIIEr0 KOHTPOJIS YCIEBAaeMOCTH, IPOMEKYTOUHOH aTTeCTallH
o0yyJaroumxcs.

Pabouas mporpamMma  MOXeT OBITH peaJiM30BaHa C TMPHUMEHEHHEM O3JIEKTPOHHOTO
06y‘~IeHI/I$I, JUCTAaHIITMOHHBIX O6pa30BaTCJII)HI)IX TEXHOJIOTUHU B npeaAyCMOTPCHHBIX
3aKOHOJATENBLCTBOM (opMax OOy4EeHMsI WM HPU UX COUYETAHWUHU, IIPU MPOBEJEHUU YUEOHBIX
3aHATUN, TPAKTUK, TEKYIIEr0 KOHTPOJS YCIEBAEMOCTH, IIPOMEKYTOYHOM aTTeCTalluu
oOyJaronuxcs.

Peanuzanus y4eOHON IOUCHMIUIMHBI HpeAycMaTpUBaeT NpPOBEJIEHHE Ja0OpaTOPHBIX W
MPAKTUYECKUX paboT B (hopMe MPAKTUUECKON MOArOTOBKE O0yUYaOLIUXCS.

[IpakTHyeckas MOArOTOBKA NPU PEANU3ALUN YUeOHOU OUCYUNTUNbI OPTAHU3YETCS ITyTeM
NPOBEICHUS] MPAKTHYECKUX 3aHATHUH, MPAKTUKYMOB M HWHBIX AHAJOTHYHBIX BUJOB Y4eOHOU
JeSITeIbHOCTH, TpPelyCMaTpUBAIOUIMX Yy4YacTHE OOYYaloLMXCS B BBINOJHEHUHM OTAEIbHBIX
AJIEMEHTOB PpalOoT, CBS3aHHBIX € Oyaymied mnpodeccHoHambHON IesATENbHOCTHIO, a TaKKe
JIEMOHCTPAIMIO TPAKTUYECKHMX HaBBIKOB, BBIIOJHEHHE, MOAEIUPOBAHUE OOYYarOIUMUCS
OTIpENIeNICHHBIX BHUIOB pPa0OT /ISl pEHICHUs NPaKTUYECKUX 3a/1ad, CBS3aHHBIX C Oymymiei
npodecCHOHATIBHON  JEATENIBHOCTBI0O B YCIOBMAX, MNPUOMMKEHHBIX K  pealbHbIM
MIPOM3BOJICTBEHHBIM

1.2. MecTo y4yeOHOM AMCUMILUIMHBI B CTPYKType NPOrpamMMbl MOATOTOBKH CIELHAJIHCTOB
cpelHero 3BeHAa: YyuyeOHas JUCHMIUIMHA BXOJUT B TNPO(PECCHOHANBHBIM Y4eOHBIH LUKII,
00menpo¢eCCHOHATBHBIX TUCIIUIUIAH.

1.3. Ilesn 1 3a1a4M y4eOHOM AUCHHMILVINHBI — TPeOOBAHHUSA K Pe3y/1bTATAM OCBOCHHUS y4eOHOMH
AUCHHUILINHBI:
B pesynbpTaTe ocBoeHHS yueOHOW NUCIMIUIMHBI O0YJArOIITHICS JOIKEH

4



yMeTh:

— 0(hOopMIIATh JOKYMEHTALIMIO B COOTBETCTBUU C HOPMATUBHOM 0a30i, B T.4.
C UCITI0JIb30BaHUEM MH(POPMALIMOHHBIX TEXHOJIOTUH;

— OcCBauBaTh TEXHOJOTUH aBTOMAaTU3UPOBAHHON 00pabOTKHU TOKYMEHTALUY;

— HCII0JIb30BaTh YHU(DULMPOBAHHbIE (POPMBI JOKYMEHTOB;

— OCYUIECTBJISTh XpAaHEHHUE U ITOMCK JOKYMEHTOB;

—  HCII0JIb30BaTh TEJIEKOMMYHHKAIIMOHHBIE TEXHOJIOTUHU B 3JIEKTPOHHOM JJOKYMEHTOOOO0POTE.
B pesynbrare ocBoeHuUs1 yueOHON AUCIUIUIMHBI 00YJarOIIUIiCs JOKEH
3HATh:

— TOHSATHE, LU, 33Ja4d 1 IPUHLUIIBI 1€JI0IPOU3BOJICTBA;

— OCHOBHBIE IOHATUS TOKYMEHTALIMOHHOTO 00€CIIeYeHUs YIIPABICHNUS;

— CHCTCMbI JOKYMCHTAIIMUOHHOI'O obecrieyeHust YIIPpaBJICHUA,

—  KJIACCH(HKAIHNIO TOKYMEHTOB;

— TpeboBaHUS K COCTABJIEHHIO U O()OPMIICHUIO IOKYMEHTOB;

— OpraHu3alyI0 JOKYMEHTOOOOpoTa: IpHeM, O0O0pabOoTKy, PpEerucTpanuio, KOHTPOIb,
XpaHeHHEe JOKYMEHTOB, HOMEHKJIATypy Jell.

B pesynbraTe ocBOCHHS yueOHOW AUCIHUILINHBI O0YUYAIONIHICS JOJKCH OBJIAJCTh OOIIUMHU U
NnpoeccCHOHATBLHBIMHM KOMIIeTEHIMAMH, BKIFOYAIOLIMMHU B ce0s1 CIIOCOOHOCTB:

OK 1 Bribupats criocoOsl pemeHus 3a1a4 npoQecCHOHaNbHON IeATeIbHOCTH IPUMEHHUTEIBHO K
Pa3JINYHBIM KOHTEKCTaM;

OK 2 OcyiiecTBisTh MOUCK, aHAJIU3W  UHTEpPIpeTanni0 HHpopmanuu, HEOoOXOAUMON AJis
BBINOJIHEHUS 3a]1a4 IPOPECCHOHATIBHOM 1A TEIbHOCTH;

OK 3 IlmanupoBaTh M pealM30BBIBATH COOCTBEHHOE TNPO(PECCHOHATBHOE H JUYHOCTHOE
pa3BUTHE;

OK 4 PaGorath B KOJUIGKTMBE W KOMaHzae, Y(PQPEKTHBHO B3aMMOJACHCTBOBAThH C KOJUIETAMH,
PYKOBOJICTBOM, KJIINEHTAMU;

OK 5 OcymiecTBisITh YCTHYIO U TUCBMEHHYIO KOMMYHHUKALIHMIO HA FOCY/1apCTBEHHOM SI3BIKE
Poccuiickoii @enepanuu ¢ yuetoM 0COOEHHOCTEH COLMAIBHOIO U KyJIbTYPHOI'O KOHTEKCTa,
OK 9 Hcnonb3oBaTh HHOOPMAIIMOHHBIE TEXHOJIOTUU B TPO(ECCHOHANBHON A TETbHOCTH;

OK 10 ITonb30Bathcs nmpodeccuoHaNbHON TOKyMEHTalMel Ha ToCcy1lapcTBEHHOM M HHOCTPaHHOM
A3bIKaX;

I1K 1.1. OGpabatbIBaTh EepBUYHBIE OYXTaITEPCKUE JOKYMEHTHI.

1.4. Konn4yecTBo 4acoB Ha OCBOCHHE Y4eOHOM M CIMIIIMHBI:
MaKCHUMaJIbHON y4eOHON Harpy3ku oOydaromerocs: — 38 4acoB, BKITFOYAs:
00s13aTeNIbHONM ayUTOPHOM yueOHOH Harpy3ku oOydaromierocs — 32 4acoB, B TOM YHCIIE
MpaKTHIeCcKol moaroroske — 10 — gacos;
CaMOCTOSITENIbHON paboThl 00yyaromerocss — 6 4acos.



2. CTPYKTYPA U COJIEPXKAHUE PABOYEM ITPOT'PAMMBI YUEEHOU

TACIATLITAHBI

2.1. O0beM y4eOHOM NTMCHUILIMHBI U BUbI Y4eOHO# padoThI

Bun yuebHoil paboTbl

O0BeM yacoB

Bcero B TOM YUCIIE
MPAaKTHIeCKast
MOJITOTOBKA
MaxkcumaJjibHasi yueOHasi Harpy3ka (Bcero) 38
O6si3aTeIbHAS Ay IUTOPHAS yueOHast HArpy3Ka (Bcero) 32
B TOM YHUCJIE:
nabopaTtopHbIe padOThI -
MPAKTHYECKHUE 3aHATUS 10 10
CamocrosiTesibHas padoTa o0yuaruerocs (Bcero) 6
B TOM YHCIIE:
[ToaroroBka k qudepeHIPOBaHHOMY 3a4eTy 6

IMpomexxyTouHnas aTTecTanus B popme 3a4yera B 3 ceMecTpe




2.2. TemaTnueckuii IVIaH U CO/lep:KaHNe Y4eOHOH AUCHMININHBI «/[0KyMeHTallmOHHOe o0ecnieuyeHne YIPABJICHHU

HaumenoBanue
pa3ienoB u TeM

Conepxanre yueOHOTO MaTepuana u (hOpMbI OpTraHU3aINH JesITeTFHOCTH
00yJaronuxcs

O0BeM yacoB

Konpr koMITeTeHITHH,
(hopMHPOBaHHIO
KOTOPBIX CIIOCOOCTBYET
3JIEMEHT MPOTPaMMBI

Bcero B TOM YHCJIE
MIpaKTU4YCeCKas
HOITOTOBKa
Tema 1. 1. 3HaueHue ® conaepKaHUE ITUCHUIUIUHBI «/[oKymMeHTalmoHHOE OK 01, 0K 02, 0K 03,
BBenenue. obecrieueHre ympaBieHus». [lOHITHE TEPMHHOB «IOKYMEHTY, OK 09,0K 10,TIK 1.1
JloKkyMeHT 1 «TOKyMEHTHUPOBAHHE, «IIOKYMEHTAI[MOHHOE obecrnieueHue 2
cucremMa yIpaBieHUs». YHUPUKAUSA ¥ CTaHAAPTU3ANUN YIIPABICHICCKUX
AOKYMEHTAIlUH JIOKYMEHTOB.
Tema 2. 1. OpranuzanuoHHbIe JOKYMEHTHI — YCTaB, yUYPEAUTEIbHBINA JOTOBOP, OK 01, OK 02, OK 04,
Oprann3zanuoHH noynoxeHue.  PacnopsiautenbHble  JOKYMEHTBI —  MPHKAa3, OK 05, OK 09, OK 10,
o- pacIopsbKEHHE, YKa3aHUe, IOCTaHOBJICHUE, PELICHUE, UHCTPYKLIUA, 8 K 1.1
pacnopsiiuTe.ib MIPOTOKOJL.
HbIe TOKYMEHTBbI 2. CnpaBo4yHO-MH(OPMAIIMOHHBIC JTOKYMEHTHI: CIy)K€OHasi 3armcka,
OO0BSICHUTEINIbHAS 3aIIMCKa, aKT, CTIPaBKa, CIy)KeOHbIe MUChMa
[Tpaktuueckas padora Nel CocTaBieHue u opopMiIeHUE OpraHU3aIMOHHO- 5 9
paciopsANTETLHON JOKYMEHTAIIUN
[Tpaktuueckas padorta Ne2 CocrapieHnue u 0opopMIIEHHE CIPABOYHO- 5 2
MH(OPMAIIMOHHON JOKYMEHTAITIN
Tema 3. 1. JlokyMEeHTHpOBaHME TpPYIOBBIX IpaBooTHoIeHU. CocTtaB u OK 02, OK 04, OK 05,
Kanposasn 0COOEHHOCTH 0(hOPMJIIEHHS TOKYMEHTOB IO IMYHOMY COCTAaBY. 6 OK 09, OK 10
AOKYMEHTAIUSs 2. KowmmnektoBanue mnu4HOro Jena. ABtoouorpadus. Pesrome.
3asBnenue o npueMe Ha pabory. [Ipukassl Mo TMYHOMY COCTaBY.
[IpakTuueckas pabota Ne3. OdgopmieHre KaapoBoil TOKyMEHTalUN 2 2
Tema 4. 1. Tlonstus noroBopa. Bumasl 1oroBopos. OKO01-05, OK 09, OK
JoroBopHo- 2. TlpaBuna odopMiICHHUS TPETCH3UOHHBIX TmHceM. Dopmyisp 6 10
npaBoBasi MCKOBOT'O 3asiBJICHUs, TPEOOBAHHUS K €r0 0(OPMIICHUIO
JOKYMEHTAIUsI




[Ipaktuyeckas pabora Ned  OdopmiieHHe  TOTOBOPHO-TIPABOBOM

2 2
JOKYMEHTalluu
Tema 5. 1. CocraB m yder o0bemMa JOKYMEHTOOOOpPOTa TPEAIPUSTHH. OK 01, OK 0.2, OK
IHonsiTue Opranuzanus paboThl ¢ BXOIALICH, MCXOIALICH M BHYTpEHHEH 04, OK 0.5, OK 09,
AOKYMEHT0000p JOKyMEHTaluen 4 OK 10, IIK 1.1
ora, 2. ba3pl maHHBIX U1 XpaHeHUs NOKyMeHTOB. PaGota ¢ 3ampocamu.
perucrpauus Pabota ¢ 31eKTpOHHBIMH JOKYMEHTaMHU.
JOKYMEHTOB
Tema 6. 1. Homenknarypa nen. MHauBuayanabHbIE, CBOAHBIE, IPUMEPHBIE U OKO01-0.5, OK 09, OK
Opranusanus TUIIOBBIE HOMEHKJIATYphI JEII. 10, IIK 1.1
ONepaTUBHOIO U 2. TloxroroBka u MOpSZOK Mepegadu Jeil B apXHB. 3aKOHOATEIbHBIC
apXHBHOTI'O aKThl U HOPMATHUBHO-METOJUYECKUE JOKYMEHTHI O apXHUBHOMY 6
XpaHeHus XPaHEHUIO JJOKYMEHTOB.
JOKYMEHTOB
[Ipaktuueckass pabora Ne5 Odopmienue aena. Odopmienue 2 2
HOMEHKJIATYPHI Jedl.
CamocrosarenbHass pabora Nel ITomroroBka k auddepeHunnpoBaHHOMY 5
3a4eTy
Bcero: 38 10




3. YCJOBUSI PEAJIM3ALIMUA PABOUYEN TPTPAMMBI YYEBHOM
JTACIATITAHBI

3.1. Tpe6oBaHNsA K MUHMMAJTbHOMY MATEPHAJbHO-TEXHHYECKOMY 00ecreyeHn o

Jnst ocBoeHusi pabodeid mporpaMMbl Y4eOHOH IUCHHILIMHBL  «JlOKyMEHTalMOHHOe

odecrieyeHHe yIpaBJeHHsD» UMeeTcs yueOHbIi kabuHeT OCHOB 9KOHOMHKH.
O6opynoBanue yaeOHOTro KabMHETa U padOYUX MECT:

— TI0CaJI0YHBIC MECTA 110 KOJIUYECTBY 00yUaromInuXcs;
— pabouee MeCTO MperoiaBaTels.

TexHuueckue cpeacTBa 00ydeHHUS:

—  MYJIbTUMEAHNA-IIPOEKTOD;
— IEpPCOHAJIBHBINA KOMIIBIOTED;
—  KQJIbKYJIATOD.

3.2. AudpopmanmoHHoe odecneyeHne 00y YeHusl

OcHOBHBIE HCTOYHHUKH:
. beikoBa, T. A. JlokymeHTallMOHHOE OOecrieueHre yrpaBlieHus (JIeJI0NPOU3BOJICTBO) : yuyeOHOe
nocooue / T.A. beikoBa, T.B. Ky3uenona, JIB. Cankuna ; mox oomr. pea. T.B. Ky3nenooi. - 2-¢
u3., iepepad. u pom. - Mocksa : UH®PA-M, 2021. - 304 c. + Jlomn. matepuaisl [ IEKTPOHHBIN
pecypc]. - (Cpeanee npodeccruonaibHOE 00pa30BaHKE). —
ISBN 978-5-16-013913-5. - Texker: osnekrponnsii. —URL: https://znanium.com/catalog/
product/1141796 (nara obpamienus: 01.06.2021).
. I'po3oBa, O. C. Jlenonpou3BOACTBO : y4eOHOe mocoOue Ajsi CpelHero npodeccuoHaIbHOTO
obpazoBanmst / O. C. I'po3oBa. - Mocksa: WzmarensctBo IOpaiit, 2020. - 126 c. -
(ITpodeccuonanbuoe odbpazopanue). - ISBN 978-5-534-08211-1. - Tekct: anekTponHslit // IBC
IOpaiir [caiit]. - URL: https://urait.ru/bcode/453970 (nara obparmienus: 01.06.2021).
. HlyBanoBa, H. H. OcHOBBI Jenonpou3BOJACTBA : Y4YEOHHK M MPAKTUKYM MAJIs CPEAHEro
npodeccuonanibHoro obpaszosanus / H. H. IllyBanosa, A. FO. MiBanoBa ; moj o61ieit pegakuueit
H. H. IllyBanoBoii. - 2-e u3a., nepepad. u jom. - Mocksa : M3aarensctBo KOpaiir, 2020. - 428 c. -
(ITpodeccronansroe obpazosanue). - ISBN 978-5-534-11014-2. - Tekcr : anekrponnsiit // DBC
FOpaiir [caiit]. - URL: https://urait.ru/bcode/450804 (marta oOpamenus: 01.06.2021).
JlonoJHUTeIbHbIEe HCTOYHHKH:
KazakeBuy, T. A. JlokyMeHTallMOHHOE OOecTieueHUe yIpaBiIeHHs: YUeOHUK U MPAKTUKYM JJIs
cpenHero nmpodeccruoHanbHoro oopasosanus / T. A. Kazakesuu, A. M. Tkanud. - 2-¢ u3., ucrp.
u goi. - Mocksa: M3garensctBo FOpaiit, 2020. - 177 c. - (Ilpodeccuonansuoe oOpa3oBanue). -
ISBN 978-5-534-06291-5. - Tekct: oanekrtponnwii // OBC IOpaiit [caiiT]. - URL:
https://urait.ru/bcode/452800 (nmata obpamenus: 01.06.2021).
[Hysanosa, H. H. JlokymeHTannoHHOE oOecrnieueHne ynpaBieHus: yYeOHUK U TMPaKTUKYM JJIst
cpennero mpodeccuonanbHoro obpaszoBanmsi/ H. H. IllyBanoa. - 2-¢ wu3a. - Mocksa :
WznarensctBo FOpaiit, 2020.- 265 c. - (IlpodeccuonansHoe o6pazoBanue). - ISBN 978-5-534-
00088-7. - Teker : 3JIEKTPOHHBIN // 9bC FOpaiit [caiiT]. -
URL.: https://urait.ru/bcode/451067 (mara obparuenus: 01.06.2021).
HNuTepHeT-pecypceb:
CIIC «Koucynprant [Lmtocy: caiit.- URL: http://www.consultant.ru - TekcT: 31eKTpOHHBII
DJekTpoHHas OuONMMOoTeYHas cuctema Znanium.com: caiit. - URL: http://znanium.com -
Tekc: 2neKTpOHHBIN
OnexkTpoHHass OubnuoreuHas cucrema lOpaiit: cait. - URL: https:/urait.ru/ -  Tekc:
AJIEKTPOHHBIN



https://znanium.com/catalog/%20product/1141796
https://znanium.com/catalog/%20product/1141796
https://urait.ru/bcode/453970
https://urait.ru/bcode/450804
https://urait.ru/bcode/452800
https://urait.ru/bcode/451067
http://www.consultant.ru/
http://znanium.com/
https://urait.ru/

3.3. YcioBus peanu3anuu padoydeil mporpaMmmbl 1Jisi HHBaJIua0B U jun ¢ OB3

[Ipu peanmzanuu pabouedl mporpaMMbl ydeOHON JTUCHUIUIMHBI «JloKymMeHTanHMOHHOE
ol0ecreyeHue ynpasJjeHUs» 11 UHBaIuA0B U ul ¢ OB3 B eAMHOM IIOTOKE CO CBEpCTHUKAMU, HE
UMEIOUIMMH TaKHX OTPaHUYEHUI, HOPMAaTUBHBII CPOK OCBOCHHS MPOTPaMMbl HE YBEIHUHUBACTCS.

Hns muaBanupoB u ymn ¢ OB3 oOyueHue NOpOBOAUTCS € YYETOM OCOOEHHOCTEH UX
NCUXO0(U3UUECKOTO Pa3BUTHS, UX UHIUBUYaIbHBIX BO3MOKHOCTEH U COCTOSIHUSI 310POBbSL.

[Ipu u3zydyeHun yuyeOHOM NUCUMILUIUHBI «/OKyMEeHTAUMOHHOE o0ecneyeHUue YNpPaBJIeHUsD)
Juist uHBanuAoB 1 mil ¢ OB3 obecnieunBaeTcst COOMIOACHHE CIEIYIOMUX OOIINX TPeOOBaHMIA:

— OCYIIECTBIIEHUE TIporiecca oO0ydeHus s uHBanuaoB u jun ¢ OB3 B omHOl aymuTopuu
COBMECTHO C 00YyYaroIMMHCS, HE UMEIOIIUMU OTPAaHUUYEHHBIX BO3MOKHOCTEH 3/I0POBBS;

— HHIUBUAYAJIbHOE KOHCYJIbTHPOBAaHUE MHBAIUAOB U uL ¢ OB3;

— MOJIb30BaHHE HEOOXOJUMBIMU TEXHUYECKUMU CPEACTBAMH 00YUCHHUS,;

— opra"u3anuu padodero mecra A HHBaIUI0B U Jmi ¢ OB3;

— obecrieyeHre MeYaTHBIMU M AJIEKTPOHHBIMU 00pa3oBaTelbHBIMU pecypcamu  (yueOHbIe
nocoOusi, MaTepuallbl ISl CaMOCTOSITEIBbHON padoThl U T.4.) B (hopMax, aJanTHPOBAHHBIX K
OTPaHHYEHUSM UX 3JI0POBBS U BOCTIPUSATHS HHPOPMAIIHIH.

B 3aBucHMOCTH OT KOHKPETHOTO BUJAa OTPAaHUYEHUS 3/10pOBbsl (HapylleHUs ciyxa (Tayxue,
cnaocrnplllallive), HapyIIeHUs 3peHust (cjemble, ClIa0OBUAAILIME), HAPYIIEHUS OMOPHO-
JIBUTATEILHOTO aIlliapara u Jp.) 00eCredrnBacTCsl COOJIIOICHUE CIISAYIONUX 00IMUX TpeOOBaHU:

— obecrieyeHne HHINBUAYATBHOTO paBHOMEpPHOTo ocBerieHus: He menee 300 moKc;

— 1A BBIIOJHEHMS 3aJaHUM  MHBAINAJAM u yuuaMm ¢ OB3 mpu HeoOXoaumocTH
MPEIOCTABIISETCS YBEINYMBAIOIINECS YCTPOMCTBO;

—  3aJaHus U IPAKTHYECKUX, Ta00PaTOPHBIX, CAMOCTOSTENILHBIX M MHBIX paboT 0hopMIISIOTCS
YBEJIMYEHHBIM HIpUPTOM;

— 0 JKEJaHUI OOY4YaroIMXCSl TEKYIIUH W HWTOrOBBIM KOHTPOJb 3HAHUM IO Yy4eOHOI
JTUCIUIIMHE TIPOBOJAUTCS B TUCHbMEHHOMN, YCTHOM U MHOM y10OHOH dopme.

Peanmzanus paboueii mporpaMmbl yueOHOM UCIUILINHBI «/{OKyMEHTallMOHHOE 00eCTIeYeHUE
YIIpaBJICHUSA» oOecrieunBaeTcs neaarortyCCKMMu  Kajgpamu, MMCIOIIMMHA BBICIICC O6paSOBaHI/I€,
COOTBETCTBYIOIIee NPOMUII0 AAaHHONW MpPOrpaMMbl U TMPOIICAINIMX OOyYeHHE IO Mporpamme
«ukmo3uBHOE 00pazoBanue B BY3e».
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4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHUSI YYEBHOI
JTACIATITAHBI

KoHTpoJ1b U 0LleHKa Pe3yJIbTaTOB OCBOCHUS Y4eOHOW NUCIUILTUHBI JIOKyMeHTallHOHHOoe
o0ecrnieyeHue YNpaBJIeHHUs] OCYILECTBIIAETCS IperojaBaTelieM B IpoLEecce IPOBEACHUs
NPAaKTUYECKUX 3aHATHI, TECTUPOBAHMUS, @ TAK)KE BBINOJHEHHUS OOYUYalOMIMMUCS WHAMBHUIYATbHBIX

3aJaHUN.

PesynbTathl 00y4eHus
(OCBOCHHBIC YMEHUSI, yCBOCHHBIC
3HAHMS)

@DopMBI U METOIBI KOHTPOJIS U OTICHKH PE3YJIbTaTOB
o0yJeHus

yMeTb:

-0(OpMIIATh TOKYMEHTALIUIO B
COOTBETCTBUU C HOPMATHUBHOM 0a30ii, B
T.4. C UCIIOJIb30BAaHUEM
MH(OPMaLIMOHHBIX TEXHOJIOTU;

-OILICHKA BBHITIOJIHCHHSI PAaKTHYeCKuX padot Nel,2,
3,4,5

-0CBanuBaTh TEXHOJIOTUH
aBTOMATHU3UPOBAHHOW 00pabOTKU
JOKYMEHTALUH;

- OIICHKA BBIMOJIHEHHSI IPaKTU4YeCcKoi paboThl Neb

-HMCII0JIb30BaTh YHU(PUIIMPOBAHHbBIE
(GOopMBI TOKYMEHTOB;

- OIICHKA BBITIOJIHEHUS MpaKTHIecKux padot Nel,2 4

-~OCYIICCTBJIATH XpPaHCHHUEC U ITOUCK
JAOKYMCHTOB;

- OIICHKA BBIMOJIHEHUS MMPAKTHYECKONH padboTsl No5

-HCII0JIb30BaTh
TEJIEKOMMYHHUKAIIMOHHBIC TEXHOJIOTHH B
AJIEKTPOHHOM JOKYMEHTO00OpOTE.

- OIICHKA BBITIOJIHEHUS MPaKTHYECKON paboThl Nel, 2,
3,4,5

3HATb:

-IIOHATHUC, LICIIN, 3aJa4U U ITPUHIUIIBL
ACJIONPON3BOJACTBA,;

-YCTHBII o1poc 1o Teme 1

-OCHOBHBIE TIOHSTHUS
JIOKYMEHTAIMOHHOT'O 00eCIeueHUs
yIpaBJIeHUS;

-yCTHBIN ompoc 1o teme 1, 2, 3,4,5,6
-IIUCbMEHHBIH OIpoc 1o Teme 1
- TECTUPOBAHHUE T10 TeME 2

-CHUCTEMBbI JOKyMEHTAIlHOHHOTO
oOecrnieueHus yrnpaBIeHUS;

-YCTHBIN OTpocC 1o TeMe 5,6
- TECTUPOBAHHE IO TeMe 6

-KJaccu(UKAIUIO JOKYMEHTOB;

- YCTHBIHU ompoc 1o Teme 1,2,3,4
-MIICbMEHHBIN ompoc 1o Teme 4

-Tpe0OBaHUs K COCTABJICHUIO U
0(OPMIICHUIO TOKYMEHTOB;

-YCTHBIH ompoc 1o Teme 1,2,3
-TeCTUpOBaHue 1o Teme 2,3
- MUCbMEHHBIN 0IpocC Mo TemMe 5

-OpraHu3alnio JOKyMEHTO000poTa:
npueM, o0paboTKy, perucTpaIuio,
KOHTPOJIb, XpaHEHUE TOKYMEHTOB,
HOMEHKJIATYPY AeIl.

-YCTHBIN OTIpOC 10 TeMe 5,6
- MUCBMEHHBIH onpoc 1o Teme 5,6
- TECTUPOBAHUE TI0 TeMe 6
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