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1. OBLIASI XAPAKTEPUCTUKA NPUMEPHOI PABOUYE TPOIPAMMBI
YYEBHOM JUCHUILINHBI
OI1.02 JOKYMEHTALIMOHHOE U IPABOBOE OBECIIEYEHUE
YHPABJEHMS

1.1. MecTo OMCUMIUIMHBI B CTPYKTYpe OCHOBHOI 00pa3oBaTe/ibHOI
MPOrpaMMbil:

VYyeOnass gucuuiuinHa «J{OKyMEHTalHOHHOE W IPaBOBOE OOECIEUYECHHE
YIOpPABJICHUS» SBISIETCA 00s3aTENBHOW YacThiO 00IIETPO(dheCcCHOHATBHOTO IUKIIA
MIPUMEPHON OCHOBHOM 00pa3oBaTesibHOW mIporpaMMbl B cooTBeTcTBUU ¢ DI'OC

CIIO no mpodeccun.

1.2. Heab ¥ nJIaHMpyeMble pe3y/ibTaThl OCBOCHHS AUCHUILIUHbI:
B pamkax nporpaMMbl y4eOHOM TUCHUIIITMHBI 00Y4YalOIUMHCS OCBAUBAIOTCS

YMCHHA 1 3HAHUS

Kona IIK, YMmenns 3Hanun
OK
OK 01, - IPUMEHSTH CPEJCTBA - OCHOBHBIE ITOHSTHS
OK 02, MH(POPMAITMOHHBIX TEXHOJIOTUN | TOKYMEHTAI[MOHHOTO
OK 04, JUIS peLeHUs oOecrieueHrs ynpaBieHUS;
OK 05, po(eCcCUOHANIBHBIX 3a/a4; - HOMEHKJIaTypa
OK 09, - TPaMOTHO M3JIaraTb CBOH UH(OPMAIMOHHBIX HCTOYHUKOB,
I[IK 1.1, | mbiciu u opopMIISATH IIPUMEHSEMBIX B
IIK 1.2 JIOKYMEHTHI T10 npodeccuoHaIbHON
npodecCHoHaNbHON TeMaTHKe NEeATEIIbHOCTH;

Ha TOCY/apCTBEHHOM SI3BIKE;
- CO3/1aBaTh JJOKYMEHTHI HA
OCHOBE IIa0JIOHOB;
-0(hopMIISATE JOKYMEHTAITHIO B

nH(pOpMaITMOHHBIE TEXHOJOTHH;
- B3aMOJICHCTBOBAThH C
KOJUJIETaMH, PYKOBOICTBOM,

TEJIEKOMMYHUKAIIUOHHBIE
TE€XHOJIOTUH B 3JIEKTPOHHOM
JIOKyMEHTOOOOpOTE.

- TIOHATHUS IMTyOJIMYHBIX U

IPUBATHBIX JOKYMEHTOB;

- TpeOOBaHUS K
COCTaBIICHUIO U

COOTBETCTBUU c 0(OPMIICHUIO TOKYMEHTOB;
HOPMaTUBHOM - OCHOBHBI€ CTaHIAPTHI
0a3oii, WCIOJIb3YS oopMIIEHUST TEKCTOBBIX H

TaOJMYHBIX TOKYMEHTOB;
- OCHOBHBIE MPaBUJIA U
TpeOOBaHMS K CTPYKTYpE

KIIMCHTAMH B X0JI¢ JIOKyMCHTOB;
npodeccuoHaTbHON -OpTaHU3aIUIo
JeSATeTLHOCTH JTIOKyMEHTO000pOTa: PUEM,
-UCIOJIb30BaTh 00paboTKy, perucTpauio,

KOHTPOJIb, XPAaHEHHE
JIOKyMEHTOB, HOMEHKJIaTypy
Jen.




JIM4HOCTHBIE pE3yJbTAaThl PEAIM3ALMM IMPOrPAMMBI  BOCHHUTAHHUS  I10

npodeccun 09.01.03 OnepaTop HHGOPMAIIMOHHBIX CUCTEM U PECYPCOB:

- JIP 2 mposBIAIOIIMN AKTUBHYK) TPAXKIAHCKYH0 MO3ULHIO. ['OTOBBIN
UCIIONIb30BaTh CBOM JIMYHBIM M TPO(ECCHOHANBHBIA MOTEHIMAT ISl 3allUThI
HallMOHAJIbHBIX UHTEPECOB Poccuu;

JIP 3 neMOHCTpHUPYIOIIMKA TNPUBEPKEHHOCTH K POJHOU KYJIbTYpE,
UCTOPUYECKON TaMsTH Ha OCHOBe J0OBUM K PoaunHe, ponHomMy Hapoay, Malion
pOAWHE, TPUHIATUIO TPAJAULIMOHHBIX LEHHOCTEM MHOTOHAIIMOHAJIBHOIO Hapoaa
Poccuu;

JIP 4 nposBASIOMMA W JIEMOHCTPHUPYIOIIMI yBa)X€HHE K JIOJIAM Tpy.a,
OCO3HAIOMIHI IIEHHOCTh COOCTBEHHOTO TPY/a;

JIP 7 oco3HaOmMi IPUOPUTETHYKD LIEHHOCTH JIMYHOCTU YEJOBEKA;
yBaXalomuid COOCTBEHHYIO M UYKYIO YHUKAIBHOCTb B PA3JIMYHBIX CUTYaIUSIX, BO
BceX (popMax W BUAAX JEATEIBHOCTH;

JIP 8 mposiBIAIOIUNA U JTEMOHCTPHUPYIOIINI yBaXXEHHUE K IMPEICTABUTEISAM
Pa3JIMUHBIX 3THOKYJBTYPHBIX, COLMAIBHBIX, KOH(PECCUOHATBHBIX U UHBIX TPYIIL.
ConpuyacTHbIA K COXPAHEHUIO, MPEYMHOXKECHUIO M TPAHCISALMU KYJIbTYPHBIX
TPAAULINM U LIEHHOCTEW MHOTOHAIIMOHAJIBHOTO POCCUHMCKOTO TOCYapCTBa;

JIP 12 npuHuMarommii CEMENHbIE IEHHOCTH, TOTOBBIM K CO3/JaHUI0 CEMbU U
BOCIIUTAHUIO JETEW; TEMOHCTPUPYIOIINN HENPUATUE HACUIIUSA B CEMbE, YXO4a OT
POAUTENBCKOM OTBETCTBEHHOCTH, OTKAa3a OT OTHOILIEHUW CO CBOMMH AETHMHU U HX
(UHAHCOBOTO COACPIKAHUS;

JIP 13 roToBBIii COOTBETCTBOBATh OKHUJAHHMAM pabOTOHaTesIeH: aKTUBHBIM,
MPOEKTHO-MBICIISIINNA, 3)PEKTUBHO B3aUMOACHCTBYIONIUN U COTPYAHUYAIOIIHM C
KOJUICKTUBOM, OCO3HAHHO BBIMOJHSIOMUA TMPOQPECCHOHANIbHBIE TpeOOBaHUS,
OTBETCTBEHHBIN, TYHKTyaJIbHbIH, JIUCHUIUIMHUPOBAHHBIA,  TPYIOIIOOUBEIN,
KPUTHYECKU MBICJISILIIHM, JIEMOHCTPUP YOI npo¢eCCUOHATIbHYIO
KU3HECTOUKOCTh. CmoCcOOHBI B HHU(PPOBON Cpene HCIOIb30BaTh Pa3TUYHBIC
udpoBbIe CpeCTBa;

JIP 17 conedcTBYOIIMN TMOANEPKAHUIO TIPECTUX)a CBOeH Tmpodeccuu,

OTpaciu ¥ 00pa30BaTEILHON OpTraHU3AIINH;



JIP 18 npuHMMaromuMi LeId W 33Ja4d  HAyYHO-TEXHOJIOTMYECKOTO,
HYKOHOMHUYECKOT0, WH(OPMALMOHHOTO M COIMOKYJIBTYpHOro pa3BuTusi Poccum,
TOTOBBIN PabOTATh HA UX JOCTUKECHHUE;

JIP 26 oOCylecTBIATh YCTHYHO W IHCBMEHHYIO KOMMYHHMKALHUIO Ha
rOCyJJapCTBEHHOM $I3bIKE C YYE€TOM OCOOEHHOCTEW COLMAIBHOTO U KYJBTYpHOTO
KOHTEKCTA,

JIP 27 ucnonp30BaTh 3HAHUS MO (UHAHCOBOM IPaMOTHOCTH, MJIAHHUPOBATH
IpEeIIPUHUMATEIBCKYIO JAEITEIBHOCTh B INpoQeccHOHaNbHON cdepe. (B pen.
[Tpukaza Munnpocsemenusa Poccun ot 17.12.2020 N 747);

JIP 28 KpeaTMBHO MBICISIIMN, TOTOBBIM pa3padaThiBaTh HOBBIE BUBI

MPOAYKIIUU.

OO6nanaromuii 5)KOHOMUYECKON U (DMHAHCOBOM KYJIBTYPOMl, IKOHOMUYECKOU
IPaMOTHOCTBIO, a TaK)XK€ COOCTBEHHOM MO3MIIMEH K COIUATIbHO-?KOHOMHYECKOU
JIEHCTBUTEIILHOCTH;

JIP 30 roToBbIil K OOIIEHUIO M B3aUMOJICUCTBHUIO C JIFOJBMHU CAaMOTO Pa3HOTO
ctaTyca ¥W B MHOrooOpa3HbIX oOcTosiTenbcTBaxX. IlloHMMarOmMil CyIIHOCTh
HPABCTBEHHBIX KA4ECTB M 4YEPT XAPAKTEpA OKPYXKAIOWMX JIIOJCH W,
CIENOBATENBHO, YMEIOIIMM HAXOIWTh WHAUBHUAYAJIBHBIM MOAXOH K KaXIOMY

KJINCHTY.



2. CTPYKTYPA U COJEP)KAHUE YUYEBHOM JJUCITUITJINHBI
«/lokyMeHTAlIHOHHOE W IPaBOBOe o0ecreyeHne ynpaBJieHus»

2.1. O0bem yueOHOI TUCHUIUINHBI U BUAbI y4e0HOH padoThl

Bup yueOHoI padoThI O0beMm B yacax
O0bem 00pa3oBaTe/IbHOI NPOrpaMMbl Y4eOHOM 50
TUCHMILTHHBI

B T.4. B JopMe NPaAaKTHYECKOM MOATOTOBKH 24

BT. 4..

TEOPETUYECKOE 00yUCHHE 24
pPaKTUYECKUE PabOTHI 24

CamocmoamenvHas paboma -

IIpome:xkyTounas arrecrauus B popme /13 2




2. TEMATUYECKUM IIJIAH U COAEPXKAHUE YUEBHOM JUCIHUIJINHBI « «JIOKYMEHTAIIMOHHOE U
ITPABOBOE OBECIIEYHEHME YIIPABJIEHUS»»

HaumenoBanue Conep:kanue y4ye0HOro MaTepuaJa, 1ad0paTopHble U IPakTu4eckue padorol, | O0bem YpoBenb | [Ipumevanust
pa3/1eJioB U TeM CaMoCTOsITe/IbHAS PatoTa 00y4arIIUXCs 4acoB yCBOEHHS
1 2 3 4 5
Paznen 1. 8
«loKyMeHTHPOB
aHue
AesiTeJIbHOCTH
NpeanpuATHID
Tema 1.1. No | Conep:xxanue yueOHOT0 MaTepHaJia 2 2
Conepxanue u n/n
OCHOBHBbIC 1 | Openmer, conepxanne n 3amaun JOV.
3aaum
COBPEMEHHOr0 2 MecTo u posib TOKyMEHTOB B YIIPaBICHUH HA COBPEMEHHOM JTarle.
JIOKYMEHTAHOH | 3 JloKyMeHT: CyIIHOCTh, GYHKIIUH, TPEOOBAHUS K 0GOPMIICHHUIO.
HOT0 4
odecrmevyeHmst YupasieHue T0KyMEHTaMH.
ynpaBJieHUsl
Tema 1.2. Ne | Conep:kanue yueOHOro MaTepuasia 2 2
Opranuzanus n/n
cayxoe1 10Y 1 ®opmbl U CTpyKTypa ciyxk0b1 JJOY.
2 [Tonoxxenue o cnyxoe J1OY.
Tema 1.3. Ne | Conep:xkaHue yueOHOT0 MaTepHajia 2 3
OcHoBHBIE n/n
Tpe6oBaHMsI K 1 1. bnanky JOKYMEHTOB U TpeOOBaHUS K HUM.
COCTABJICHUIO U
odopMUIeHHIO 2. CtpyKkTypa JOKYMEHTa. PEKBHU3UTHI JOKYMEHTA.
JOKYMEHTAa 3 3. IIpaBuia opopmiteHust peKBU3UTOB, periiaMmeHTupoBanHbIX ['OCT P 6.- 2003.




IpakTuyeckoe 3ansaTue Nel [IpoexktupoBanue u opopmiieHre OJIAHKOB 2 B dopue N
opraHmsai IPAKTUYECKON
IIOATOTOBKH
Paznen 2. 30
«Cucremsl
AOKYMEHTAIHOH
HOI'0
olecrieuyeHust
yHpPaBJICHHA»
Tema 2.1. No | Conep:xxanue yueOHOT0 MaTepHaJia 2
Cucrema n/n
opraHu3auuoHs |1 .
. Ha3nauenue u coctaB opraHu3alvoOHHO-IIPABOBOM JOKYMEHTALIUH
0-IIPaBOBOIi 6
AOKyMeHTanum | 2 CocraBnenne 1 0()OpMIICHUE OTIEIBHBIX BUIOB OPraHU3aIIMOHHO-TIPABOBBIX B ¢dopme
JOKYMEHTOB IIPAKTUYECKON
IIpakTnyeckoe 3ansaTue Ne2 [Topsaok opopmiieHus YcraBa npeanpusTus [IOArOTOBKHU
IIpakTnueckoe 3ansTue Ne3 [Topsnok opopmienus [lonoxenus.
IIpakTuyeckoe 3anaTue Ned OdopmieHne yupeauTeabHbIX JOTOBOPOB,
UHCTPYKIUH.
Tema 2.2. No | Conep:xxanue yueOHOT0 MaTepHaJia 4
Cucrema n/n
pacnopsiaurenb |1 HazHauyeHue 1 cocTaB pacopsiAUTEIbHON JOKYMEHTAIUH.
HOM 2 [Tpouenypa u3nanus pacoOpsAUTEIbHBIX TIOKYMEHTOB B YCIOBHSIX
AOKYMCHTaAllUH CAWHOJIWYHOIO NPUHSATHS PCLICHHUS.
3 [Tpouenypa u3ganus pacopsAUTEIbHBIX JOKYMEHTOB B YCIOBUSX
KOJUIETMAJILHOT'O IPUHSITHS] PELICHHUS.
4 CocraBnenue 1 opopMIIEHHE PaCTIOPAIUTEIbHBIX TOKYMEHTOB.
IIpakTyeckoe 3anaTue NeS CocraBiieHne IPOEKTa IOCTAHOBJIEHUS 6 B ¢opme
IIpakTuyeckoe 3anaTue Ne6 [Topsinok odhopmieHus: pacropssKeHUs 1 MIPAaKTUYECKOU
peleHus IIOATOTOBKH
IIpakTuyeckoe 3ansaTue Ne7 OdopmieHre NpUKa3oB U yKazaHUN
Tema 2.3. Ne | Conep:kanue yueOHOro MaTepuajia 2
Cucrema n/n




pacnopsigutens |1 OdopmiieHne MPUKa30B U YKa3aHUH
HOM 2 OdopmiieHne MpUKa3oB U yKa3aHUH
JOKYMEHTALMHU IIpakTuyeckoe 3anaTue Ne8 OcoOGeHHOCTH 0POPMIIEHHUS aKTOB M IPOTOKOJIOB B dopme
IIpakTnyeckoe 3ansaTue Ne9 CocraBiieHHe JOKJIAIHBIX, O0ObICHUTEIbHBIX U 6 IIPaKTUYECKON
CIIy’K€OHBIX 3aITUCOK. HOJIrOTOBKH
IIpakTnyeckoe 3ansaTue Nel() Oco6eHHocTH 0(hOpMIIEHHUS CITY>KEOHBIX ITHCEM.
Tema 2.4. Ne | Copep:xxaHue y4eOHOTro MaTepuasa 4
Joxkymenranusi | n/n
10 JTUYHOMY 1 IToHsATHE O TOKYMEHTAX 10 JINYHOMY COCTAaBY.
COCTaBy 2 Buibl TOKyMEHTOB 110 TUYHOMY COCTaBY.
3 Cocrayienne U opopmIIeHHE TOKYMEHTOB T10 JIWYHOMY COCTaBY.
Pasznea 3. 16
«TexHoJiorus
AeJ0NPOU3BOACT
Ba)
Tema 3.1. No | Conep:xkaHue yueOHOT0 MaTepHaJia 2
Opranuszanus n/n
AOKymeHToobop |1 IToHsITHE ¥ NPUHIMIIBI OPraHU3ALUHU TOKYMEHTO000poTA.
oTa 2 [IpoxosxaeHne 1 Nops 10K UCIIOTHEHUsI BXOSIUX JOKYMEHTOB.
3 ITpoxokaeHNe NCXOJAIINX U BHYTPEHHUX IOKYMEHTOB
Tema 3.2. Ne | Conep:kanue yueOHOro MaTepuasia 2
Opranuzanus n/n
paboThI ¢ 1 1. ITonsTHs 061enocTynHoM nHpopMay U MHGOPMAIIMKM OTPAHUYEHHOTO
JIOKyMEHTaMH, JI0CTyTaA.
AMCIOTIUMH 2 Pabora ¢ koHpUIEHIIMATBHBIMU JOKYMEHTaMu. JIoKTprHa HH(POPMAIIMOHHOM
rpudsl OesonacHocTr Poccuiickoii denepanum.
OrpaHMYICHHUA 3 3amura KoHpUIeHIMaTbHOH nHpopMalu. OTBETCTBEHHOCTD 33 HapyILlICHHE
A0CTyMa peKMMa 3alUThl KOH(UISHIMATbHON HHOpMaLUK.
IIpakTnyeckoe 3ansiTue Nell M3yuenre HopmMaTuBHOI 6a3bl,
periaMeHTHUPYIONIEH padoTy ¢ JOKYMEHTAMHU, UMEIOIIUMHE TPUGBI OTPAHUICHUS
JO0CTyTa.
Tema 3.3 No | Conep:xxanue yueOHOT0 MaTepHaJia 2
Cucremartnsa- n/n




nus U xpanenue |1 CocraBiieHre HOMEHKJIATyphI JEll.
JMOKYMEHTOB 2 dopmupoBanue u 0popMIICHHE JIEI.

3

[TonroroBka u nepegaya JOKYMEHTOB Ha apXHMBHOE XpaHEHHUE.
Tema 3.4 Ne | Copep:xxaHue y4eOHOTro MaTepuasa 2
Nudopmanuonn | n/n
ble H 1 WudopmaninoHHbIe TEXHOJIIOTUU B JICIONPON3BOJICTBE.
KOMMYHHUKAIUO | 2 CucreMsl 3J1€KTPOHHOT0 JOKYMEHTO000pOTA.
HHBIE 3
TEXHOJIOTUH B CucTeMsl yrnpaBieHus JOKyMEHTO000poToM Ha ocHOBe Web — TEXHOJIOTHI.
A0Y
CamocrosiTesibHasi paboTa 00y4arOUIUXCH -
JNnddepeHunpoBaHHbIIi 324eT 2
Bcezo: 50




3. YCJIOBUSA PEAJIN3AIIAN YYEBHOM JUCITUILIUHBI
3.1. [Ina peanu3anuu NporpaMmbl y4eOHOW JUCHMIIMHBI JTOJIKHBI
OBITH PEAYCMOTPEHBI CICAYIOIIUE CIeHAJIbHbIC IOMEICHHS
Kabuner uHpOpMaTHKH, OCHAIIEHHBI HEOOXOAMMBIM I pealu3aluu
IporpaMMbl y4eOHOM TUCHUIUIMHBI 000pYyJI0BaHUEM, MPUBEACHHBIM B 1. 6.1.2.3
npuUMepHoi paboyel mporpaMMBbI 10 JaHHOM MPOQecCuu.

3.2. UupopMmanuoHHOEe oOecnieyeHre peau3alu NporpamMmMbl

Jlns  peanuzanyu  mporpaMMbl  OMOIUMOTEYHBIM (GOHI 00pa3oBaTEIbHOM
OpraHM3alMM JI0JDKEH MMETh IeYaTHbIE W/WUJIU AJIEKTPOHHBIE 00pa30BaTENbHbBIE U
MH(POPMAILIMOHHBIE PECYPCHI AJI UCIIOJIb30BAHHUS B 0Opa30BaTEIbHOM IMPOIIECCE.
[Ipu QopmupoBanun OubIHOTEYHOrO (HoHAA 00pa30BaATENILHON OpraHu3alnuen
BBIOHMpaeTCsl HE MeHee OJHOTO HM3JaHHUs W3 TMEPEUYHCICHHBIX HIDKE MEYaTHBIX
U3JIaHUH 1 (M) SIEKTPOHHBIX U3/IaHUN B KAYECTBE OCHOBHOTO, TIPH 3TOM CIIHCOK,
MOJKET OBITh IONIOJHEH HOBBIMH M3TaHUSMHU.

3.2.1. OcHOBHBIE NTEYATHBIC N3TAHUA

1. beixoBa, T. A. JlokymeHTallmOHHOE oOOecreYeHne YIpaBlIeHUs
(menompou3BojicTBO): yuebHoe nocooue / T.A. beixkoBa, T.B. Ky3nenosa, JI.B.
Cankuna; mox obmi. pea. T.B. Kysuemnosoit. — 2-¢ m3z., mepepab. u gom. —
Mocksa: UH®OPA-M, 2021. — 304 c. + lon. MmaTepuansl [ DIEKTPOHHBIN pecypc].
— (Cpennee mpodeccuonanbHoe obOpaszoBanme). - ISBN 978-5-16-013913-5. -
Tekct: snexkrponnsiid. - URL: https://znanium.com/catalog/product/1141796

3.2.2. OcHOBHBIE YJIEKTPOHHbIE U31AHUS

1. Kysnemoma, M. B. JlokymMeHTanmoHHOE OOECHeYeHHE YIpaBICHUS:
yaeonoe mocobue mis CI1IO / U. B. Ky3nenosa, I'. A. Xauarpsa. — 2-e uza. —
Caparog: IIpodobpazoBanue, At [Tu Op Memna, 2019. — 166 c¢. — ISBN 978-5-
4486-0404-1, 978-5-4488-0216-4. — TekcT: DMEKTPOHHBIN // DJIEKTPOHHBIN
pecypc mudposoit obpazoarensHoi cpeapl CIIO PROFobpa3oBanue : [cait]. —
URL: https://profspo.ru/books/80326

2. Kyxapenko, T. A. IIpaBoBoe obecnedeHne mpodecCHOHATBHON
nestenpHocTH: yuyeOonmk s CIIO / T. A. Kyxapenko. — Caparos:
[IpodobpazoBanue, 2021. — 199 c. — ISBN 978-5-4488-1017-6. — Tekcr:
AIIEKTPOHHBIN // DIEKTPOHHBIA pecypc nudpoBoit odbpazoarenpHoit cpeasl CI1O
PROFo06pa3zoBanue: [caiiT]. — URL: https://profspo.ru/books/102330

3. Ilernmuna E.M. UnHpopManmoHHBIE TEXHOJOTUU B MPOGECCHOHATHHON
nestenpHOCTH: yueOHoe mocooue st CIIO / [lernmuna E.M., T'opbaueB A.B.. —
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https://znanium.com/catalog/product/1141796
https://profspo.ru/books/80326
https://profspo.ru/books/102330

Caparos: [IpodobpazoBanue, 2021. — 111 c¢. — ISBN 978-5-4488-1113-5. —
Tekcr: 3JIEKTPOHHBIN // IPR SMART: [caitT]. — URL:
https://www.iprbookshop.ru/104886.html

4. ITaBnoBa, P. C. JlokyMeHTaIMOHHOE 0OECIIeYeHUE YIIPaBICHUS ;| yUCOHUK
st crio / P. C. TlaBnoBa. — Cankrt-Ilerepoypr : Jlans, 2021. — 416 ¢. — ISBN
978-5-8114-6959-8. — Tekct : aneKkTpoHHbIH // JIaHb : 37IeKTpOHHO-OMOIHOTeUHAs
cuctema. — URL: https://e.lanbook.com/book/173087

5. Eropos, B. II. JlokymMeHTOBEIECHUE U JOKYMEHTAIMOHHOE OOeCIeueHUe

yhpaBiieHus B ycioBusax nudposoit skonomuku / B. I1. Eropos, A. B. CiuHbKOB.
— 3-e u3n, crep. — Cankr-IletepOypr : Jlanp, 2023. — 372 c. — ISBN 978-5-
507-45999-5. — TekcT : 31eKTpoHHBIN // JlaHb : 2JIEKTPOHHO-OMOIMOTEUHAS
cuctema. — URL: https://e.lanbook.com/book/292970
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4. KOHTPOJIb 1 OIEHKA PE3YJIbTATOB OCBOEHUA

YUYEBHOM JUCIHUILIUHBI
Pe3yabTarbl 00yueHus Kpurepuu ouenku Metoabl
OLICHKHU

[lepeuenb 3HaHUI, OCBAMBAEMBIX B paMKaX JUCLUUILIIUHBI
3HaHUA: He menee 60% TectupoBanue
- OCHOBHBIE MOHATHUS BEPHBIX OTBETOB
JIOKYMEHTAIMOHHOTO 00ecriedeHust
YIPABIICHHUS;
- HOMEHKJIaTypa WH(HOPMAaLMOHHBIX
UCTOYHUKOB, MPUMEHSIEMBIX B
npo¢eCCUOHATILHON JIEATEIIbHOCTH;
- MIOHATHUSA MyOJIUYHBIX U TPUBATHBIX
JOKYMEHTOB;
- TpeOOBaHUs K COCTABIICHUIO U
0(pOpMIIEHUIO JOKYMEHTOB;
- OCHOBHBIE CTaHIapThl 0(OPMIICHHUS
TEKCTOBBIX M TAOJMYHBIX TOKYMEHTOB;
- OCHOBHBIE MpaBHJIa U TpeOOBaHUS K
CTPYKTYpPE 1OKYMEHTOB;
-OpraHU3aIrIo TOKYMEHTO000pOoTa:
npuem, 00padoTKy, pEerucTpanuio,
KOHTPOJIb, XpaHEHUE JOKYMEHTOB,
HOMEHKJIATypy Jedl.
[lepeyeHb yMeHHUIA, OCBAUBAEMBIX B PAMKaX JUCLMILIAHBI
Ymenust:
- - IPUMEHSATh CPEJICTBA Pe3ynbrarsl Onenka
UH(GOPMALIMOHHBIX TEXHOJIOTHH JIJIs BBITIOJTHEHMUSI pE3yJIbTaTOB
peuieHust npodeccuoHaIbHBIX 3a]1ay; 3aJlaHui BBITIOJIHEHUS
- TPAaMOTHO U3JIaraTb CBOM MBICIH U COOTBETCTBYIOT PaKTUYECKON
oQOpMIISITH JOKYMEHTHI TI0 3a1aHHBIM paboThI
npodeCCUOHAIBHON TeMaTUKE Ha mabJIoHaM U DKCIEepTHOE
roCyJJapCTBEHHOM SI3bIKE; TpeOOBaHUSM. HaOJIOICHHE
- CO3[1aBaTh JJOKYMEHTHI HA OCHOBE [Ipu BeIMOIHEHUN 3a X0JIOM
111a0JI0HOB; 3aJlaHui BBITIOJTHCHUS
-0(hOpMIISATH AOKYMEHTAIIUIO B UCITIOJIb30BaHBI PaKTUYECKON
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COOTBETCTBUU C HOPMATHUBHOM

0azoii, UCTIONB3Ysl HH(POPMAIIMOHHBIC
TEXHOJIOTHUH;

- B3aUMO/ICHCTBOBAThH C KOJUICTAMH,
PYKOBOJCTBOM, KJIMCHTAMH B XOJIC
npodecCHOHANTEHOM NS TEIEHOCTH
-HCIIOJIb30BATh

TEJIEKOMMYHHUKAITUOHHBIC

TEXHOJIOTUH B 3JICKTPOHHOM
JOKYMEHTOO0O0pOTE.

paroHa bHbIE
METOJIbI U CPEJICTBA
00paboTKH
uHbOpMaInu.

paboThI
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