MUHHUCTEPCTBO OBPA3OBAHMSA, HAYKHA U MOJIOJIEKHOM MOJIMTUKH
KPACHOJAPCKOI'O KPAS

TocynapcTBeHHOe GI01:KeTHOE MPOecCHOHATBLHOE 00pa30BaTeIbHOE YUPeKIeHUe

KpacHoaapckoro kpas
AOKYMEHT MOAMUCAH

SNEKTPOHHO [IRBMAPCK il MALITMHOCTPOUTEIBHBII TEXHUKY M»

CepTtudukat: 00FC1607EB41766EOAE84B3E4E1DC75372
Bnageneu;: HexHo Cepreit Bnagumuposuy
LevictButeneH: ¢ 11.08.2022 go 04.11.2023

YTBEPXIAIO
Hupexrop

C.B. Hexno

IIpukas Ne
OT « » 20 I.

PABOYAS TIPOTPAMMA
YUYEBHOW JUCHUILIAHBI

OI1.04 JJOKYMEHTAIHNOHHOE OGECIIEYEHUE
YIIPABJEHUWSA»

OCHOBHOI1 MPo(ecCHOHATBHOI 00pa30BaTEIbHOI NPOrPaMMBbI
(mporpamMmbI NOATOTOBKH CIIEMAJTUCTOB CPeIHEro0 3BeHa)
no cnenuajasHocTu CIIO
38.02.03 OmeparnonHas ACSTEIBHOCTD B IOTUCTHKE

0a30BOM MOJATOTOBKH

2023



OOBPEHA PACCMOTPEHA

MEeIArOrH4eCKUM COBETOM TEXHUKYyMa [IUKJIOBOM METOINUECKON KOMUCCUEN
«OKkoHOMuYeckux aucuuuine  [IpoTokon
ITporokon Ne Ne
OT « » 20 I. OT « » 20 I.
[Ipencenarens MK
E.A.BapranoBa

Pabouas mnporpamma yueOHOM AMCHUIUIUHBI «JlOKyMEHTallMOHHOE OOECIeYeHUEe YIpPaBICHUS
pa3paboTaHa Ha OCHOBE

- ®I'OC CIIO no cnenuansHocTH 38.02.03 OnepannonHas A€ATeNbHOCTD B JOTHCTUKE, YTBEPKAECHHOTO
npukazom MunucrepctBa lIpoceemenus Poccuiickoin @enepannn ot 21 anpens 2022 roma Ne 257
(3apeructpupoBan MunucrepctBoM roctuuiuu Poccuiickoit denepanuu, per. Ne 68712 ot 02 urons 2022
r.),

- IPUMEPHOM mporpaMMbl yueOHOH AUCHUIUIMHBL «JlOKyMEHTalMOHHOE OOecledYeHrne YIpaBICHUS,
pa3paboranHoit deaeparbHbBIM Y4YEOHO-METOJMYECKUM OOBECIMHEHUEM B CHCTEME CpPEIHEro
npodeCCUOHAIBHOIO 00pa3oBaHUsl 10 YKPYIHEHHBIM TIpynnaM mnpodeccuii, crneuuarsbHOCTEH
38.00.00 «OxoHomuka u ympaBiieHHE» B cocraBe IlpumepHoil 00pazoBaTeNbHON MPOrpamMMbl
MOATOTOBKHU CIIELIMAIUCTOB CPEAHEro 3BeHa o crnenuranbHocTu 38.02.03 «OnepannoHHas 1eaTeIbHOCTh
B JIOTUCTHKEY,

- yueOHOro IUIaHa OCHOBHOH mpo¢ecCHOHANbHOW 00pa30BaTENbHONW MPOTPaMMBl  CPEIHETO
npodeccuonanbHOro oopazoanusi [ bIIOY KK «AMT» mo gaHHOW CreNMaTbHOCTH, YTBEPKIACHHOTO
aupexTopoM TexHukyma Ne 09-01-085 ot 16.02.2023 .

Opranmanus-pazpadotuuk: BIIOY KK «AMT»

Pa3paborumk: 0O.B.Kouaposga, MIpEeno/iaBaTellb 3KOHOMUYECKUX
mucuumid I'BITOY KK «AMT)»

PenienseHTsr: 10.C. CaBuenko, nupexkrop OOO «Crpaterus»
Kpanudukanus no numiomy: « IKOHOMUCT»

ITonomapea M.B., mpemnopaBarens mpodeccHoHaTbHBIX
mucuunud I'BITOY KK «AMTT»

Kamudukamuss mo  agumioMy: — BeleHHE — BHIA
npogeccuoHaIbHON JeSITebHOCTH B chepe
«AJIMUHUCTPATUBHO-YIIPaBIEHYECKOMN 51 oucHoI

ACATCIbHOCTHN»
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VYyeOHas JuUCHMILIMHA
00513aTEIbHON YacThIO 00MIETTPO(ECCHOHATFHOTO MUKIIAa MPUMEPHOW OCHOBHOI 00pa3oBaTebHOU

1. TACIIOPT PABOYEH ITPOT'PAMMBI
1.1. MecTo ACHMILUIMHBI B CTPYKTYPe OCHOBHOI 00pa30BaTe/ibHOM MPOrpaMMbI:

«JloOKyMEHTallMOHHOE

oOecrieyeHrne  yIpaBICHUS»

nporpammsl B cootBercTBUU ¢ GI'OC CIIO no cnennanbHOCTH.

Oco0oe¢ 3HaYeHUE AUCIUIUTHHA UMeeT npu hopmupoBannu U pazsutuu [1K 1.1, I[TK.1.3, OK

01, OK 02, OK 03, OK 04, OK 05, OK 09.

1.2. IIe.m; H IVIAHUPYEMbIE PE3YJIbTATbl OCBOCHUA NUCHUIIJIMHBI:

B pamkax mnporpammbl y4eOHON TUCHUIUIMHBI OOY4YalOIIMMUCS OCBAaUBAIOTCS YMEHUS U

3HAHUSA
HI;),HOK Ymenust 3uanus
T1IK.1.1 OdopMIATh TOKYMEHTAIIHIO B MIOHATHE, LW, 3a1a491 U IPUHLIUIIBI
TIK.1.3 COOTBETCTBHH C HOPMAaTHBHOU 0a30ii, B JIeTIOTIPOU3BO/ICTBA;
OK 01 T.4. HCNIOJIb3Ysl HHPOPMAIIMOHHEIE OCHOBHBI€ ITOHATHS JTOKYMEHTAITHOHHOTO
OK 02 TEXHOJIOTHU; oOecrieueHus ynpaBieHus;
OK 03 YHADHAIIIPOBATH CUCTEMBIIOKYMEHTAIINN, | CUCTEMBI JOKYMEHTAITMOHHOTO
OK 04 OCYIIECTBIISITh XpaHEHUE U MTOUCK oOecrieueHus] ynpaBieHHUS;
OK 05 JIOKyMEHTOB; KITaCCH(HUKAINIO TOKYMEHTOB;
OK 09 OCYIIECTBISTH ABTOMATH3AIUIO00PA0OTKH | TpeOOBAaHUS K COCTABICHUIO U
JIP 13 JIOKYMEHTOB; 0(OpMIIEHHUIO TOKYMEHTOB;
JIP 14 UCIIOJIb30BATh TEICKOMMYHHUKAIIMOHHBIC | OPraHM3aLHIo JTOKYMEHTO000pOTa: IpueM,
JIP 15 TEXHOJIOTHU B DJIEKTPOHHOM 00paboTKa, perucTparius, KOHTPOJIb,

JIOKYMEHTO000pOTE

- UCNONIL308AMb NPABUILA
N0020MOBKU YNPABIEHYECKUX
OOKYMEHMO8 U 8eOeHUsi 0ell080U
nepenucKu;

- paspabamul8ams OOAHCHOCHHOU
pearamenm 8 ceoell
npogheccuonanbHotl desmenbHocmu/

XpaHCHHUEC NOKYMCHTOB, HOMCHKIJIATYpa
ZIen.

- npasua NOO2OMOBKU
VAPABIeHUeCKUX OOKYMEHMO8 U
6e0eHUsl 010601 NePenUCKU;

- IPABUNLA OP2AHUZAYUL BCEX IMANOE
pabomul ¢ OOKYMEHMamu, 8 mom
yucie apxXusHbIMU OOKYMEeHmamil,

- MemoObl ONMUMUAYUU
OOKYMEHMONOMOKO8 8 OP2AHUAYUU.

2. CTPYKTYPA U COJIEP)KAHUE YUYEBHOM JJUCUILJINHBI

2.1. O0beM yueOHOM TUCIUIJIMHBI U BBl YUeOHOH padoThl

Bun yueOHoii padoThl KonnuyecrBo | IlpakTnueckas
4yacoB NMOJAT0TOBKA

MakcumajibHasi yueOHasi Harpy3ka (Bcero) 48 20
Oo0s13aTesIbHAs ayAUTOPHAs y4eOHas HATPY3Ka (Bcero) 48

B TOM YHUCJIE:

TEOPETHYECKOE 00yUeHUe 24

MPAKTUYECKHUE 3aHATHS 20 20
CamocTosiTe/ibHasi padoTa o0yualonierocs (Bcero) 4

dopma npoMexyTouHoii arTectanmu - K/3

SABJISICTCA




2.2. TemaTu4ecKuii TJIaH M COJIepKaHUEe YUeOHON TUCITUTUTMHBI

HaunmeHoBaHue Copep:xanne yueOHOro MaTepuaja 1 GopMbl OpraHu3anuu Oo0bem, IIpakTHyec- Koanbl
pa3aesioB U TeM AeATeIbHOCTHOOYYAIOINXCSI akan.4/B Kasl KOMIIeTeHI M 1
TOMYHUCJIE B | IOATOTOBKA JIMYHOCTHBIX
popme pe3yabTaToB,
NPaKTHYECK (¢hopmMupoBaHHIO
ol KOTOPBIX
NMOATO0TOBKH crnocoocTByeT
akaa. 4 3J€MEeHT
NPOrpaMMbl
1 2 3 4 5
Pa3zgen 1. Opranuszanus 10KyMeHTO000POTA HA MPeANPHATHA 12/-
Tema 1.1. Coaepxxanue y4e0HOT0 MaTepHuajia 2
HoxymeHT 1 3HaueHHe © COJEpKaHWE MNUCHUILTUHBI «JlokymeHTanmoHHOe obecreueHue TIK.1.1,
cucrema YIIPABICHUSD. [K.1.3,
AOKYMEHTalluH [ToHaTHE TEPMHUHOB «JIOKYMEHT», «JIOKYMEHTHUPOBAaHUE», «JIOKYMEHTAI[MOHHOE OK 01, OK 02,
o0OecnieueHue yMpaBICHUS». YHHUQHUKAIUSI W CTAaHAAPTH3AINH YTPaBICHYECKUX OK 03, OK 04,
JokyMeHToB.  OCHOBHbIE  TOHATHS  Jenompou3BoicTBa.  Kiaccuduxanums 2 OK 05. OK 09
JOKyMEeHTOB opranuzaumd. @DyHKiouu  nokymeHtoB. lloHstme u  cocraB ’ '
PCKBU3UTOB JIOKYMCHTA. TP 13, JIP 14,
CxeMBl pacioiokeHus! peKBU3UTOB. [IoHATHE 1 BUABI OJTAHKOB JOKYMEHTOB. JIP 15
HopmartusHO-TipaBOBOE 0OecTieueHue AeTIONPOU3BOACTBA.
Tema 1.2. Conep:kaHue y4e0HOT0 MaTepuaJia 10 IK.1.1,
Opranusanus [loHaTe ¥ TPUHIMIBI OpraHM3alMd JOKyMeHTooOopora. CocrtaB u  yder 2 1IK.1.3,0K 01,
JIOKYMEHT0000POTA | oGpemMa TOKYMEHTOOOOPOTA NpeAnpusTHii. OpraHusamust paboTBl C  BXOJSILICH, OK 02,
Ha npeanpusTHA UCXOAsIIell W BHyTpeHHell mokymeHTtanueil. KOHTpoiab HCIONHEHUS MOKYMEHTOB. OK 03, OK 04,
Pabota ¢ BHyTpeHHUMH JOKyMEHTaMH. ba3bl JaHHBIX 1JIs1 XpaHEHHUS JOKYMEHTOB. OK 05, OK 09,
3akoHOAATENIbHBIE AKThl M HOPMAaTHBHO-METOAMYECKHE JTOKYMEHTHI IO apXHUBHOMY JIP 13, JIP 14,
XpaHeHHIO TOKyMeHTOB. PaboTa ¢ 3ampocamu. PaboTta ¢ 371eKTpOHHBIMHU TOKYMEHTaMH. JIP 15
IIpasuna opeanuzayuu écex smanos pabomol ¢ OOKYMEHmMamu, @ mom uucie 2
APXUBHBIMU OOKYMEHMAaAMU
Memoowr onmumuzayuu 0OKyMeHMONOmMoK08 8 Op2aHU3AYUU. 2
CamocTosTeqbHast padoTa 4
Ilocmpoenue cxemvl 0OKYMEHMOOOOPOMA 102UCIMUYECKO20 NPEONPUATNUSL 2
Odghopmnenue OOKYMEHMO8 HA APXUBHOE XPAHEHUe 2




Pa3nen 2. Buapl 70KyMeHTOB M MOPSIAOK Pad0ThHI C HUMH

34/20

Tema 2.1. Conep:xaHue yue0HOT0 MaTepuaJia 18 IIK.1.1,
Opranu3anuoHHO- [K.1.3,
pacnopsiguTejbHble | OpraHn3auoOHHBIC TOKYMEHTHI — YCTaB, YUPEAUTEILHBIC TOTOBOD, TTOJIOKCHHE. 2 OK 01, OK 02,
JAOKYMEHTBI PacnopsaurensHble JOKYMEHTHI — MPHUKa3, pacHopsDKeHHE, yKa3aHue, OK 03, OK 04,
MOCTaHOBJICHHE, pellIeHHEe, HHCTPYKIIHS, MPOTOKOJL OK 05, OK 09,
Lonsicnocmuou peznamenm 8 npogheccuOHaIbHOU OesimelbHOCTU 2 JIP 13, JIP 14,
CnpaBo4HO-MH(POPMAIIMOHHBIE JOKYMEHTBI: CIIy)KeOHas 3aIiCKa, 00bICHUTEIbHASL 2 JIP 15
3aIKCKa, aKT, CIIPaBKa, CIIyKeOHbIe MMChMa
Ilpasuna noocomogxu ynpasieHueckux 00KyMeHmos u 6e0eHUs 0e1080U NepenucKu 2
B ToM ynciIe NPaKTHYEeCKUX 3aHATHHI
Ipaxmuueckoe 3auamue Ne 1. Pazpabomxa 00I#CHOCMHO20 peclamMeHma 6 ceoell
npopeccuorHanbHOU 0estmenbHOCmu
[paktuueckoe 3austue Ne 2. CocraBieHue U 0OpMIICHHE PACTIOPSKESHUS 10 10
[paktuueckoe 3ausTue Ne 3. CocraBieHue U 0OpMIICHHE JICTOBBIX TUCEM
Ipaxmuueckoe 3auamue Ne 4. Cocmasnenue u ogpopmaetue ynpasieHyeckux
OJOKYMEHmMO8 npu edeHuU 0e0801 NepenucKu
IIpakxtiueckoe 3ansTue Ne 5. OdopmileHHe CIIPaBoOK, TOKIATHOW U CIyXKeOHOM
3aMUCKH, aKTa.
Tema 2.2. Coaepxxanue y4e0HOT0 MaTepHajia 10
Kanposas JIOKyMEHTHPOBaHWE ~ TPYJOBBIX  NpaBOoOTHomeHHH. CocTaB M OCOOEHHOCTH HK.1.1,
AOKYMEHTaLMsI ohopMIIEHUST JIOKYMEHTOB II0 JINYHOMY cOCTaBy. KOMIUIEKTOBAaHHE JIMYHOTO JIEa. 4 IK.1.3,0K 01,
ABtobuorpadus. Pestome. 3asBnenue o npueme Ha padory. [Ipukasel mo JHYHOMY OK 02,
cocraBy. lllTarHoe pacnmcanue. OK 03, OK 04,
= OK 05, OK 09,
B ToM unciie IpaKTHYECKUX 3aHATHI JIP 13, JIP 14,
IIpakTrueckoe 3anstre Ne 6 OdhopMiieHHEe IPUKA30B 0 TUYHOMY COCTABY. 6 6 JIP 15
[Tpaktuueckoe 3anstue Ne 7. OdopmiieHHe 3asiBICHHS U TPYJIOBOTO JIOTOBOpa
[Ipaktnueckoe 3ansitue Ne 8. OdopmieHne npukasa o npueMe Ha padoTy,
ohopMIIeHHE TPYIOBOI KHIKKH.
Tema 2.3. Conep:xanue yue0HOro MaTepuaJia 6 [K.1.1,




JoroBopHo- [Tonsitust  goroBopa. Bumel moroBopoB. OOs3aTeNbHBIE PEKBU3UTHI  JOTOBOPOB. I1K.1.3,0K 01,

npaBoBas [IpaBwia odopmieHus noroBopoB. [IpaBuia oGOPMIICHUS NPETCH3HMOHHBIX IHUCEM. 2 OK 02,

AOKYMeHTALMSA QopMynsip  HCKOBOIO  3asBICHMs, TpeOOBaHMA K  €ro  OQOpMICHHIO. OK 03, OK 04,
3akoHOMATENbHBIE aKTHl M HOPMATHBHO-METOIMYECKHE TOKYMEHTHI IO JOTOBOPHBIM OK 05, OK 09,
JIOKYMEHTaM. JIP 13, JIP 14,
B ToM 4uciIe IPpAKTHYECKUX 3aHATHH 4 4 JIP 15
[Ipaktraeckoe 3ansatue Ne 9. OdopmiteHre J0roBopa KyIUTH-TTPOIAKH
[Ipaktraeckoe 3ausatue Ne 10. Odopmirenne u 00paboTKa MPETEH3NOHHBIX ITHCEM

IIpomexyToyHasi aTTecTaMsA 2

Bcero: 48 20




3. YCJOBUS PEAJIM3AIIMA YYEBHOM JUCIIUTLIMHBI

3.1. Jlns peanu3anyy MporpaMMbl y4eOHOW AUCIUILTAHBI TOJHKHBI OBITH MPETyCMOTPEHBI
CJIEyIOLIHE ClelhalbHbIe TOMEICHHUS:

Kabunet «/loKyMEeHTaITMOHHOTO O0SCIICUCHUS YIIPABICHUS

— JIocKa y4yeOHas;

— pabouee MecTO MpernoJaBaTes;

— CTOJIBI, CTYJIbS (110 YUCITy 00yUarOMIUXCs);

TEXHUYECKHE CPeACTBA (KOMITBIOTEP C IOCTYIIOM K HHTEPHET-pecypcam, CpesicTBa

BU3YyaJIM3al1H, HATJISTHbIE TIOCOOUS).

3.2. UndopmanrionHoe obecreyeHne peaan3aluun IporpaMmMbl

Jis peanuzanuu nporpammbl  OMOaMOTeuHBI (HOHI 00pa3oBaTENBHONW  OpraHU3aLUU
JIOJDKEH MMETh TIeYaTHbBIE W/WJIH JIEKTPOHHBIE 00pa3oBaTebHbIC M HH(OPMAIIMOHHBIE PECYPCHI IS
WCIIOJIB30BaHUs B oOpa3oBareiabHOM Tpouecce. Ilpu dopmupoBannu Oubamoreynoro GoHaa
o0pa3oBaTeNbHON OpraHu3anreil BEIONpaeTcss He MEHee OAHOTO M3JaHUs U3 NePEUHUCICHHBIX HIDKE
IeYaTHBIX U (MJIM) IEKTPOHHBIX M3JIaHUM B KauyecTBE OCHOBHOI'O, IIPH 3TOM CIIMCOK MOKET OBbITh
JIOTIOJTHEH JPYTUMU U3IaHUSMH.

3.2.1. OCHOBHBIE [1€YATHBIE U DJIEKTPOHHbBIE U3IAHUS

1. ITmenko A.B. JlokyMeHTalMOHHOe oOOecleYeHue YIpaBJIeHUs: Y4YeOHUK s
CTyA.yupexaeHuil cpea.mpod.oodpazoBanus /A.B.ITmenko, JI.A.Jlopomenko — 18-e u3x., mepemad.
u jgon. M.: M3n.uentp «Axkagemus»,2014 (AKT ot 19 Hos6ps 2021 r. o pe3yibTarax aHaiu3a
COOTBETCTBUS UMeEIOIIeHcs 1 6a30BOM IUTEpaTyphl IO yU€OHON JUCIUILIUHE)

2.I'pozoBa, O. C. [lemompou3BoAcTBO : ydyeOHOe TmocoOuMe Il  CPeIHero
npodeccronanbHoro oopasosanus / O. C. I'po3oBa. — Mocksa : U3nmatensctBo FOpaiit, 2021, —
126 c. — (IIpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-08211-1. — Tekct
3JIEKTPOHHBIN I Oo0pa3oBarenbHas mwiathopma IOpaiirt [caiiT]. — URL:

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

3. JlokyMeHTaIoHHOe oOecriedeHne yrpasieHus. CoctaBieHne U 0(QOpMIICHHE JIETOBBIX
TOKYyMeHTOB : yueOHoe nmocobue ans CIIO / cocraBurenu E. U. bammakoBa. — CapartoB, Mocksa :
[IpodobpazoBanue, Aii [Tu Ap Menma, 2021. — 144 c. — ISBN 978-5-4488-1080-0, 978-5-4497-
0964-6. — Tekcr : snekTpoHHbI // DIeKTPOHHBIN pecypc HU(PPOBOH 00pPa30BATEIBLHOM CPEJIbI
CIIO PROFo6pazosanue : [caiit]. — URL: https://profspo.ru/books/103343

4, lopornna, JI. A. JlokyMeHTalMOHHOE OOECTICUCHHE YMPABICHUS . YYEOHHUK |
NPaKTHKYM JIJIsl cpeiHero npodeccronanbroro oopasosanus / JI. A. Jloponuna, B. C. Upurukosa.
— Mocksa : MznatensctBo Opaiit, 2021. — 233 ¢. — (IIpodeccuonansHoe 00pa3oBaHUE). —
ISBN 978-5-534-05783-6. — Texkcrt : anektponHbiit // OOpa3oBatenbHas tiatdopma HOpaiT
[caiiT]. — URL.: https://urait.ru/bcode/473802

5. Kopnees, 1. K. JlokymeHTannoHHoe obecrieueHre yIpaBiIeHUs : YIEOHUK U MPAKTUKYM
s cpenHero mpodeccuonansHoro obpasosanms / M. K. Kopuees, A. B. Ilmenko, B. A.
MamyprueB. — 2-e u3gl., nepepad. u gorn. — Mocksa : U3narensctBo FOpaiit, 2021. — 384 ¢. —
(IIpodheccuonansuoe obpazoBanue). — ISBN 978-5-534-05022-6. — TekcT : a1neKTpOHHBIH //
OopasoBarenbHas wiathopma KOpaiir [caiit]. — URL: https://urait.ru/bcode/472550

6. Ky3nenos, U. H. JlokymeHTarimonHoe obecrnieueHue ympasieHus. JJOKyMeHTO000pOoT u
JIeTTOTIPOU3BOACTBO | YUEOHUK U MPAKTHKYM JJISl CpeiHero npodeccruoHansHoro odpasosanus / .
H. Ky3neuoB. — 3-e u3z., nepepad. u gon. — Mocksa : M3natensctBo FOpaiit, 2021. — 462 c. —
(ITIpodeccuonansroe obpazoBanue). — ISBN 978-5-534-04604-5. — Tekcrt : anexktpoHHbid //
Oo6pasoBatenbHas mwardpopma KOpaiit [caiit]. — URL: https://urait.ru/bcode/470020

7. Ky3nenosa, . B. JlokyMeHTallMOHHOE 0O€CTICUeHHE YIIPaBIEHUs | yueOHOe mocooue s
CIIO / U. B. Ky3nenoga, I'. A. Xauarpsa. — 2-e uzn. — Caparos : IIpodobpazoBanue, At I1u Op
Memna, 2019. — 166 c. — ISBN 978-5-4486-0404-1, 978-5-4488-0216-4. — Tekcr


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

ANEKTPOHHBIH // DeKTpoHHBIN pecypc nudpoBoit oopasoBatenbHOit cpeabt CIIO
PROFo6pa3osanue : [caiit]. — URL.: https://profspo.ru/books/80326

3.2.2. JIonoJIHUTEIbHBIE UCTOYHUKHU

1. Koncturyuus Poccutickoit @enepanuu

2. I'paxxmanckuii kogekce Poccuiickoit deneparum, 4. 1, 2, 3, 4 (B 1eHCTBYIONMIECH PEAAKIINN)

3. Tpynosoii konekc Poccuiickoii @eneparuu ot 30 nexadpst 2001 r. N 197-®d3 (TK PD) (B
JIEHCTBYIOIICH PEIAKITIH)



4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHNM I YUEEHOM

JIACLIATUIMHBI

Pe3y 1bTaThl 00yYeHHS

Kputepun onenkn

MeToabl OLIEHKH

Hepeqeﬂb 3HaHI/II71, 0CBaUBa€MbIX B paMKaXx JUCHUIIJIMHBI

3HaTh:
HOHATHE, 1IEJH, 3324 U TPHHIIUIIGI
JIeTIONIPON3BOICTBA;
OCHOBHBIC ITOHATUS
JOKYMCHTAaUMOHHOI'O oOecIrieueHust
yIPaBICHHS;
CUCTEMbI JOKYMECHTAIIUOHHOT'O
o0ecrieueHus ynpaBieHUs;
KJIaCCU(UKALUIO TOKYMEHTOB;
TpeOOBaHHS K COCTaBICHUIO U
0hOPMIICHUIO JTOKYMEHTOB;
OpraHu3aIMI0 TOKYMEHTO000pOTa:
mpueM, 00paboTKa, perucTpaIus,
KOHTPOJIb, XPaHEHHUE TOKYMEHTOB,
HOMEHKJIaTypa e
- NpasuIa NOO20MOBKU
VIpagienyeckux 0OKyMeHmo8 u
6e0eHUsl 0e/10801 NePenUCKU;
- npasuia op2aHu3ayuUU 8cex
9manoe pabomwi ¢
OOKYMeHmamu, 8 Mmom yucie
APXUBHBIMU OOKYMEHMAMU,
- Memoobl ONMUMU3aAUUU
O0OKYMEHMONOMOKO8 8
Op2aHu3ayuu.

JIEMOHCTPHPYET 3HaHHE OCHOBHBIX
HOHSTHUH, TPUMEHIEMBIX TIPH
OpraHM3allHU JOKyMEHT0000pOTa
Ha MPEANPHUATHH;

JIEMOHCTPUPYET 3HAHUE 1IENIEH,
3a7a4 ¥ MPUHIUIIOB
JIETIOTIPOU3BO/ICTBA;
JEMOHCTPHUPYET 3HAHHE CHUCTEMBI
JOKyMEHTAIIHOHHOTO O0ecTieueHns
yIIpaBJICHHS;

JEMOHCTPUPYET 3HAHHE
KJIacCU(pHUKALNN TOKYMEHTOB,
TpeOOBaHMIA K COCTABICHUIO U

0 OPMIICHUIO TOKYMEHTOB;
JEMOHCTPUPYET 3HAHHE
OpraHu3aIyy JTOKyMEHTO000poTa:
npueM, obpaboTka, peructpauus,
KOHTPOJIb, XpaHEHHE JTOKYMEHTOB,
HOMEHKJIATypa Jei

VYcTHBIH ompoc.
TecTupoBaHue.
KoHTponbHEBIE pabOTEHI.
[IpoBepounbie pabOTEHL.
O1eHKa BBIIOJIHEHUA
MIPAKTHYECKOTO 3aJaHHS.

Hepeqe}lb yMeHHﬁ, OCBAaUBAEMBIX B paMKaX JUCHUILJIMHBI

Ymers:

0popMIIATE TOKYMEHTAIUIO B
COOTBETCTBHH C HOPMATHBHOI 0a30ii,
B T.4. MCHOJB3Yysl MH(OpMaIMOHHBIC

JIEMOHCTPHUPYET YMEHHUE
0OpMIIATH TOKYMEHTAIUIO B
COOTBETCTBUM C HOPMATHUBHOU
0a30i, B T.4. UCIIOIB3YS




TEXHOJIOTHH;
YHHDHUIMPOBATH CHCTEMBI
JOKYMCHTalH,

OCYIIECTBISITH XPAHEHUE U MTOUCK
JIOKyMEHTOB;

OCYHICCTBJIATL aBTOMATU3ALIUIO
00pabOTKH TOKYMEHTOB;
UCIIOJIB30BaTh
TEJIEKOMMYHHUKAIIHOHHBIE
TEXHOJIOTHH B JJICKTPOHHOM
JIOKYMEHTO000pOTE

- UCNONIL308AMb NPABUILA
n0020MOBKU YNPABIEHUECKUX
OOKYMEHMO8 U 8e0eHUsl 0el08Oll
nepenucKku;

- paspabamui@ams QOANCHOCMHOU
peznamenm 8 ceoelti
npogheccuoHanbHol
oesmenvHocmu/

WH(POPMAITOHHBIC TEXHOJIOTHH;

JIEMOHCTPUpPYET YMEHHE

YHU(UIIIPOBATH CHCTEMBI
JOKYMEHTALHH;
JEMOHCTPUPYET YMEHUE

OCYHICCTBJIATE XpPaHCHUC W IIOUCK

JIOKYMEHTOB;
JIEMOHCTPHUPYET yMeHHe
OCYIIIECTBIIATH aBTOMAaTH3AIHIO

00pabOTKH TOKYMEHTOB;
JIEMOHCTPHPYET YMEHHUE
UCIIOJIb30BATh
TEJIEKOMMYHHKALUOHHBIE
TEXHOJIOTHH B JJIEKTPOHHOM
JIOKyMEHTO000pOoTE

DKcnepTHOE HAOII0IeHNE 1
OLICHMBAHHUE BBIMOJIHEHHUS
WHAWBHUTy ATEHBIX U
IPYMIIOBBIX 33aHHMH.
Onenka pesynbraTa
BBITOJTHEHUS TIPAKTHYECKHX
pabor.

Texymuii KOHTPOJb B hopme
cobecemoBaHus, pEeIICHUS
CUTYallMOHHBIX 3a]a4.
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