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1. IACIIOPT PABOYEM TPOT'PAMMBI YYEBHOM JUCIHATLIAHBI

1.1. Ob6sacTh NPUMEHEHHUS TPOrPAMMBI

Pabouas nmporpamma yueOHo¥ mucturiuabel OI1.06 «JlokyMeHTanmoHHOE oOecredeHue
ynpasieHus» sBisierca 4dacteio IIIICC3 (mporpaMMbl MOArOTOBKU CIELUAIMCTOB CPEIHETO
3BeHa) B cooTBercTBUM ¢ PI'OC mo mnpodeccusm CIIO s cmenmansHocT  38.02.01
DKOHOMUKA M OyXTalNTepCcKHil yueT (1o oTpacisiM) Ha 6a3e OCHOBHOTO 00IIero o0pa3oBaHHUs.

1.2. MecTo AMCHUIIMHBI B CTPYKTYPe OCHOBHOIi npodeccHoHaIbHOI 00pa3oBaTe/bLHOM
NPOrpaMmblI

Hucuumumna OIL06  «/lokymeHTanmoHHOe oOOECIeYeHHe YHPABICHUS»  SBISCTCS
00s13aTeIbHON JUCIUIIIIMHOW OCHOBHOM NpOo(ecCHOHaIbHON 00pa30BaTEIbHOM IMPOTPaMMBI,
BXOJHUT B OJOK 00ImEenpodecCHoHaIbHBIX IUCHHUILIMH O0IEenpopecCHOHAIbHBIX TUCIHUILIHH
npoecCHOoHaNBHOTO UKJIA U Ipenoaaércs B 3 ceMecTpe Ha 2 Kypce.

1.3. Llesu 1 3a1a4u AUCHUILUIAHBI — TPeOOBAHHS K Pe3yJIbTaTaM 0CBOEHHS THCIMIJIHHBI
HCHBIO HU3YUCHUA NUCHUIINIMHBI ABJIACTCA YCBOCHUC CTYACHTAMHU TCOPCTHYCCKUX 3HaHUHI
U TpuoOpeTeHHe YMEHUW UCIOJIb30BaTh COBPEMEHHbIE HH(OPMAIMOHHBIC TEXHOJOTHH B
npodeccCHOHATEHOM IEATEIIBHOCTH, 8 TaKXKe (OPMUPOBAHNE KOMIICTCHIIUN.
B pesynbrate nzyueHus TUCHMILIMHBI «J{OKyMEHTAIIMOHHOE 00ECIICUCHHE YIIPABICHUS
CTYCHT JIOJIKCH
yMeTh:
- ohopMIIATE JOKYMEHTAIMI0O B COOTBETCTBHM C HOPMAaTUBHON 0a30i, B T.4. C
UCIIO0JIb30BaHUEM HH(DOPMAIIMOHHBIX TEXHOJIOTHIA,
- OCBamWBaTh TEXHOJOTHH aBTOMATH3UPOBAHHON 00pabOTKH JOKYMEHTAINH;
- HCIOJIB30BaTh YHU(DUIIUPOBAHHBIC (DOPMBI JOKYMEHTOB;
- OCYHICCTBJIATL XPAHCHUC U ITOMCK JOKYMCHTOB;
- HCIIOJB30BaTh TEJIEKOMMYHHUKAIIHOHHBIE TEXHOJIOTHH B AIIEKTPOHHOM
JIOKYMEHTOOOOPOTE;

- TIOHSITHE, IIeJIN, 33]]a91 U TIPUHITUIIBI JISIONPOU3BOICTBA,
- OCHOBHBIE MOHATHS TOKYMEHTAIIMOHHOTO 00eCTIeYeHHsl YIIpaBICHUS;
- CHCTEMBI JIOKYMEHTAIIMOHHOTO 00ECIICUCHUS YIIPABICHUS;
- KJaccH(HKaIUIO JOKYMEHTOB;
- TpeOOBaHHSA K COCTABJICHUIO U O(OPMIICHUIO JIOKYMEHTOB;
OpraHM3aIHIo JOKYMEHTO000pOTa: MpreM, 00paboTKy, peTUCTPAIUIO
OOyuaromumiicss JODKEH 00JiafiaTh  CICAYIOIUMH  OOIUMMHM  KOMIETEHIUsIMHU,
BKITIOUAIOIIUMU B ce0s1 CTOCOOHOCTE:
OK O01. BseiOuparh cmocoObl pemieHUs 3a1a4  MpodeCcCHOHATBHONW NIeATETbHOCTH

IIPUMEHUTEIBHO K Pa3IMYHBIM KOHTEKCTaM;

OK 02. OcymecTBisTh NOUCK, aHAJIW3 U WHTEpPIpeTaluio HHGOpMaLKuu, HeoOX0 MO
JUTSI BBITIOJTHEHUS 3a71a4 TPO(eCcCUOHATIbHON e TeNbHOCTH;

OK 03. ITnanupoBath 1 peann30BbIBaTh COOCTBEHHOE MPO(ecCHOHANbHOE U JTHUYHOCTHOE
pa3BUTHE;

OK 04. PabGorath B KOJJIEKTUBE W KoMaHzae, 3((eKTHBHO B3auMOIEHCTBOBATH C
KOJJIETaMH, PYKOBOJICTBOM, KIIMEHTaMU;

OK 05. OcymecTBiasTh YCTHYIO U IMUCBMEHHYIO KOMMYHHMKAIMIO Ha TOCYIapCTBEHHOM
s3pike Poccuiickoit denepaiiuu ¢ yaeToM 0COOCHHOCTEH
COLIMAJILHOTO U KYJIBTYPHOT'O KOHTEKCTA;



OK 09. Hcnonp3oBaTh uWHGOPMAIMOHHBICE TEXHOJOTHH B  TPOodEeCcCHOHATHLHOMN
JACATCIIbHOCTH,

OK 10. Ilonp3oBarbcss mpodecCHOHATBHON TOKYMEHTAalMe Ha TOCYAapCTBEHHOM U
HHOCTPAHHOM A3bIKax

byxranrep JIOJIKEH o0nanarp npogeccuoHAIBLHBIMU KOMIIEeTeHI[USIMH,

COOTBETCTBYIOIIIMMHU OCHOBHBIM BHJIaM MTPO(HeCcCHOHABHOM JIeATETbHOCTH:
I1IK 1.1. O6pabaTsiBaTh MEPBUYHBIC OYXTAITEPCKUE TOKYMEHTHI.

1.4. PeKOMEH}IyeMOC KOJIMIECTBO YaCOB HA 0CBOCHUE NIPOrpaMMbl JTUCHUTIJINHBI

MakcumajbHas yueOHasi HArPy3Ka 00y4aruierocsi 32 4acoB

BKJTIOYAs:
oOsi3aTepbHas ayIUTOpHAs yueOHast Harpy3Ka 32 4acoB
caMmocCTosiTeNIbHas paboTa - 4acoB
BCEI'O 32 4acoB

2. CTPYKTYPA U IPUMEPHOE COJIEP)KAHUE YYEBHOM JJUCIUILJIAHBI

2.1. O0beM yueOHOI JMCHMIIJIMHBI M BUABI Y4eOHO0Il padoThl

Bup yueOHoii padoThl O0bem yacoB

MakcumasnbHas yueOHasi Harpy3ka (Bcero) 32
Oo6s13aTesibHAsI ayIUTOPHAs y4eOHAasi HATPY3Ka (Bcero) 32
B TOM YHCIIE:

JIEKIIUU 22

PAaKTUYECKHE PAOOTHI 10
CamocrosiTeibHas padora o0y4yawomerocs (Bcero) -
HUroroBas arrecraums 6 popme ougpepenyuposarnnozo 3avema




2.2. TemaTnyeCcKMil IJIAH U COAeP:KaHMe Y4eOHOM JUCHMILIMHBI «/loKyMeHTallmOHHOoe o0ecnieyeHne YIPaABJIeHUs»

HanmenoBaHmue pa3jiesioB u Conep:xanue yueOHOro MaTepuasia, JJadoparopHbie padoThl U NPAKTHYECKUE 3aHATHS, O0beMm | YpoBeHb
TeM CaMoOCTOsITeJIbHAsI padoTa 00y4aroIuXxcs 4YacoB | OCBOEHHUS
1 2 3 4
Pazjen 1. JlokyMeHTHpOBaHNE yIIPaBJIeHYECKOH 1eATeIbHOCTH 18
Jleknun 10
Tema 1.1. Ilpeamer, nenu u Jleknusa 1. Mctoku aenonpousBoacTBa. CTaHOBICHUE Jenonpou3BojictBa B Poccun. HopmaTusHoO-
3aaun yueOHOU paBoBOe OOecreueHue IeNonpon3BoACTBa. OCHOBHBIC MOHSTHSA: JOKYMEHT, JOKYMEHTOBEICHHE,
JUCIUTUTMHBI JTOKyMeHTaImoHHoe obecrieuenue ympasiaeHus (JOY). HopmatuBHo-mpaBoBas 6aza [JOVY. 2 1
Hasnauenune I'ocymapCTBEHHOM CHCTEMBI JOKYMEHTAIMOHHOTO OOECIICYEHHUs  YIPaBICHUS
(F'CHOY); TunoBass MHCTPYKLUS O JEIONPOU3BOACTBY B (peiepalibHbIX OpraHax HCIOTHUTEIbHON
Biactu. Ponp nHpOpManmy B COMMATFHO-DKOHOMHYECKHIX MPOIIeccax.
Tema 1.2. OOue HOpMBI U Jlekiuss 2. VYuudukanmms € cTaHAapTU3alUg J1e10BOM AokyMmMeHTanuu. CloBapb-MHUHUMYM
npaBuia 0popMIICHUS TEPMUHOB U ompenenennii. O0mue HOpMbI U ITpaBuiia oOpMIICHUST TOKYMEHTOB (pa3mepsl Oymaru, 2 1
JTIOKYMEHTOB noJied, HyMepalnus CTPaHMIl U T.JI.) MPUMEHSIEMOE B JIEJIONPOU3BOJICTBE.
Tema 1.3. Odopminenue Jlexust 3. OpraHu3allMOHHO-PACTIOPSIAUTEIbHBIE JOKYMEHTBI: IMOHSTHE, Ha3HauYeHUE, OCHOBHbBIC
OpraHU3alOHHO- BHUJIbl (OpraHU3allMOHHBIC, PACIOPSIAUTENIbHBIC, CIpaBouHble). OpraHU3allMOHHBIE JOKYMEHTHI:
pacnopsAuTeIbHON yCcTaB, IMOJIOKEHHE, CTPYKTypa M INTaTHas YHCIEHHOCTb, IITAaTHOE paclucaHue, IMpaBuia, 2 1
JIOKYMEHTAIUU JNOJDKHOCTHAS WHCTPYKIUS, WX Ha3HAUCHUE, XapaKTepUCTUKA W COCTaB, TpeOOBaHUS K
o OpMIIEHHUIO, TTOPSAIOK YTBEPKICHUSI.
Jlexuus 4. PacniopsiaurenbHble TOKYMEHTBI: IOCTAHOBIIEHUE, MTPUKa3 (110 OCHOBHOM J1€ATEIbHOCTH
U 10 IJIMYHOMY COCTaBy), pAacloOpsDKEHHWE, COBMECTHBIM pacHmoOpsSIUTENbHBIN JOKYMEHT, HUX 2 1
Ha3HAYCHHE, XapaKTEPUCTUKA U COCTaB, TPeOOBaHUS K OPOPMIICHUIO.
Jlexius 5. CrnpaBoyHO-MH(GOPMAIIMOHHBIE JOKYMEHTHI: CIy>KeOHBIE MUChMA, CIPaBKH, JTOKIAJIHBIE
3alUCKU, TPOTOKOJIBI, AaKThl, 3asBICHHUS, WX XapaKTEPUCTHUKAa W CO- CTaB, TpeOOBaHUS K 2 1
opopmiieHnto. THUIBI TOKYMEHTOB: MOAJWHHUK, KOMUS, AYONUKAT, BBIMHCKA, MX Ha3HAuYCHUE.
[Topsimox oopmieHust U BbIIauM KON U TyOJUKATOB TOKYMEHTOB, BBIMHCOK M3 HUX.
IIpakTnyeckune 3aHATHSA 8
[IpakTnueckoe 3anstue 1. O3HaKOMIIEHME C HOPMAaTUBHO-IIPABOBOM 0a30i JOKYMEHTAIIHOHHOTO
obecneuenus ynpasnenus (OCT P 7.0.97-2016; TOCT P 7.0.8-2013) CocraBienue KpoccBopaa 2 2
n3 cioBapst TepMuHOB U onpenencanii [OCT P 7.0.8-2013
ITpakTnueckoe 3ansarue 2. CoctaBieHne U opopmiIeHHEe OPTaHU3AIMOHHBIX JIOKYMEHTOB 2 2
[IpakTnueckoe 3anarue 3. CoctaBieHne U opopMIIEHHE PACTIOPSIUTENbHBIX JOKYMEHTOB. 2 2
[Ipaktrueckoe 3ansatue 4. CocraBieHne U ohOpMIICHHE OyXTaITepCKOd M (PHHAHCOBO-PACUETHOM 2 2

AOKYMCHTAIUU.




Paznen 2. Oprannsanust padoThbl ¢ JOKYMEHTAMM

18

Jlekuuu

16

Tema 2.1. Opranuzanus
JOKYMEHTO000pOoTa

Jlexuus 6. JJokyMeHTOOOOPOT: MOHATHE, OOIIE MPUHIIMIIBI OPraHU3aluu TOKYMEHTO000pOTa, ero
CTPYKTypa, HEOOXOAMMOCTh YydeTra oObemMa JOKyMeHTooOopoTa. HopmaTuBHBIE TOKYMEHTHI,
perJaMeHTHPYIOIINE OPraHU3aUI0 JOKYMEHTO000pOTa.

Tewma 2.2. Opranuzanus
perucTpaiuu J0KyMEHTOB U
KOHTPOJIb UCIIOJTHEHUSI
JOKYMEHTOB

Jlexuust 7. Perucrtpaiusi 1OKyMEHTOB: TOHSTHE, LEIH, 3a/a4d, MECTa PErUCTpPallid Pa3TMUHbIX
kareropuii  qokymeHToB. Cucrembl U (OpMbl perucTpauuu (KypHallbHas, KapTO4YHas,
aBTOMATU3MPOBAaHHAs), WX JIOCTOMHCTBA H  HemoctaTku. [lokazarenu, BBOJUMBIE B
peructpauroHHsie Gopmbl. OCOOEHHOCTH PETUCTPALMM BXOMASIINX, UCXOISAIIMX W BHYTPEHHUX
JIOKYMEHTOB.

Jlekuus 8. CocTaB BBINOJHAEMBIX PA0OT MHpPU OTHPABKE HCXOMSIIMX JOKYMEHTOB: IPOBEpKa
MIPaBWJIBHOCTH O(OpMIIEHUS, HAIMYMS TPUIIOKEHUH, aipecaTa, COPTUPOBKA 10 ajpecaTam U BUIam
OTIIPABJICHUM, COCTABJIEHHE ONHUCH PACCBUIKH. TpajuIUOHHBIA CIIOCOO OTHPAaBKH JOKYMEHTOB
(mouroif). OTnpaBKa JOKYMEHTOB C TOMOIIBIO TeseoHa, Gakca, dIEKTPOHHON OYTHL..

HCKI_II/IH 9. KOHTpOJ'IB HUCIIOJIHCHUS JOKYMCHTOB: IIOHATHUC, HA3HAUCHUC, BHUIBI. HpI/IHHI/IHBI
oprann3aiyii KOHTPOJIA. CpOKI/I HUCIIOJTHCHU A THHOBOﬁ, I/IHI[I/IBI/IIIyaJII)HI:If/'I. TexHomorus BCACHUA
KOHTPOJIA. AHam3 UCIIOTHEHHS JOKYMCHTOB B YUPCKIACHUMU.

Jlekuus 10. B3aumocBsi3p perucrtpanyu JOKYMEHTOB M HH(OPMALMOHHO-CIIPABOYHON pabOTHI.
Opranu3zanus paboThl ¢ TOMOLIBIO CIPABOYHBIX KapToueK. JlOIKHOCTHBIE JINIIA, OCYIIECTBIISAIONINE
pPErucTpanyio U KOHTPOJIb HCIOJIHEHUs, UX (PYHKIIMH U TpaBa.

Jlexuus 11. Homenknarypa nen. Bunel Homenknaryp aen. Ilopsinok cocraBieHus, 0pOpMIIEHHUS,
YTBEP)KJCHMS U IPUMEHEHHUs] KOHKPETHON HOMEHKIATYphI Jieil. [lopsiiok popmMupoBaHus ied.

HpaKanecmle 3AaHATHUSA

HpaKTI/I‘leCKOC 3ausaTHe 5. CocTaBlIeHHE U O(I)OpMJ'IeHI/Ie HOMCHKIJIATYpPbI JCJI

BCEI'O

32




3. YCJIOBUS PEAJIMBAIIMU YYEFHOU JUCHUILJIAHBI

3.1. Tpe6oBaHUsI K MUHUMAJbHOMY MaTepPHAJbHO-TEXHHYECKOMY 00ecIeYeHN 0
Peanu3anius nporpaMMbl AUCIMIUTHHBI TPEOYET HATNYUS YIeOHOTO KaOUHETA.
O6opynoBanue yaeOHOT0O KaOWHEeTA:

- TIO0CAJ0YHBIX MECT (TI0 KOJUYECTBY 00YyUaIOIINUXCS);

- pabouee MeCTO IpenoaBaTes.
TexHuueckue cpeacTBa 00ydeHHUs:

- KOMIIBIOTCP C JIMUCH3UOHHBIM IIPOIrpaMMHBIM o0ecrieueHUEM.

Peanuzanus yqeOHOM TUCHUIUIMHBI TpeOYyeT HATMYKS TEXHUUYECKUX CPEICTB O0yUeHHUS:
- 3KpaH,

- MYJIbTHUMEIUAIIPOEKTOP.

3.2. UudopmanuonHoe odecriedeHrne 00y4YeHust
Ilepeyennb pexoMeHyeMbIX yueOHbIX U31aHuil, IHTepHeT-pecypcoB, 10NOJIHUTEIbHOM
JIMTEPaTypbl
HopmaTuBHO-paBoBbI€ aKThI

1. T'paxnanckuii kogexc Poccuiickoit @eaepanum, 4.1 u 2

2. Tpynosoii koxekc Poccutickoit denepanun

3. @3 "O6 undopmanuu, HGOPMALUOHHBIX TEXHOJIOTHAX U 3auuTe nHpopmanuu" No
149- @3 ot 27.07.2006

4. @3 «O xommepueckoii TaitHe» Ne 98-D3 ot 29.07.2004

5. @3 "0O06 snexrponHou moanucu" Ne 63-d3 ot 25 mapra 2011 roma

6. OcHoBHBIE MpaBuUIia pabOTHI ApXUBOB opranu3anuii. — M.: Pocapxus, 2003

7. llepeueHb TUIIOBBIX YIPABIEHYECKUX JIOKYMEHTOB, 00Pa3yIOIIUXCS B JESATEIbHOCTH
OopraHu3anuii ¢ ykazanueM cpokoB xpaHeHus. — M.: Pocapxus, BHUNJIA/L, 2000

8. Ilocranosnenue IIpaButenscra Poccuiickoii @eneparuu ot 15 utons 2009 r. Ne 477
«O0 yTBepkAECHNUHU MTPaBUJI AETONPOU3BOACTBA B (pe/IepaabHbIX OpraHax UCIOIHUTEIbHOU
BJIACTH»

9. TOCT P 7.0.8-2013 "CUBU /. lenonpon3BOACTBO U apXUBHOE J1eJ10. TEepMUHBI U
onpeneneHus".
OcCHOBHbIE HCTOYHHUKH

10. Kopnees, . K. JlokymeHTanoHHOe obecniedyeHue ympasieHus: + Tectel B OBC :
yuebnuk u npaktukym st CI1O / . K. Koprees, A. B. [Tmenko, B. A. Mamrypues. — 2-e u3.,
nepepad. u gon. — M. : UznarensctBo FOpaiit, 2019. — 384 c. — (Cepus : IIpodeccuonansHoe
obpazoBanue). — ISBN 978-5-534-05022-6. — Pexum goctyma : www.biblio-
online.ru/book/dokumentacionnoe-obespechenie-upravleniya-testy-v-ebs-438491

11. Hoponuna, JI. A. JlokyMeHTallMOHHOE OOecleueHUe YIpaBJIEHUs : Y4YEOHUK U
npaktukym uist CIIO / JI. A. loponuna, B. C. UputukoBa. — M. : M3narensctBo KOpaiit, 2019.
— 233 ¢. — (Cepus : IIpodeccnonanbaoe obOpazoanue). — ISBN 978-5-534-05783-6. —
Pexxum pmocryma @ www.biblio-online.ru/book/dokumentacionnoe-obespechenie-upravleniya-
438586

12. Kyzuenos, M. H. JlokymeHTannoHHOE oOecreueHHe YIpaBlIeHUs MEPCOHATIOM :
yuebnuk u npaktukym st CIT1O / U. H. Ky3nenoB. — M. : U3aarensctBo IOpaiit, 2019. — 521
c. — (Cepus : IlpodeccuonanbHoe obpazoBanue). — ISBN 978-5-534-04451-5. — Pexum
JOCTyTIa : www.biblio-online.ru/book/dokumentacionnoe-obespechenie-upravieniya-
personalom-444432

I[OHOJIHHTQJILHLIG HCTOYHUKH:


http://www.biblio-online.ru/book/dokumentacionnoe-obespechenie-upravleniya-testy-v-ebs-438491
http://www.biblio-online.ru/book/dokumentacionnoe-obespechenie-upravleniya-testy-v-ebs-438491
http://www.biblio-online.ru/book/dokumentacionnoe-obespechenie-upravleniya-438586
http://www.biblio-online.ru/book/dokumentacionnoe-obespechenie-upravleniya-438586
http://www.biblio-online.ru/book/dokumentacionnoe-obespechenie-upravleniya-personalom-444432
http://www.biblio-online.ru/book/dokumentacionnoe-obespechenie-upravleniya-personalom-444432

1. Aobymamze, H. I'. [JlokyMmMeHTallmoHHOE OOECIEYCHUE YIPABICHUS TIEPCOHATIOM :
yaeOHnuk u npaktukym st CI1O / 1. I'. A6ynanze, U. b. Bempsokkuna, B. M. MacnoBa. — M. :
WznatenscrBo FOpaiit, 2019. — 299 c. — (Cepus : [IpodeccronanpHoe obpa3oBanue). — ISBN
978-5-534-01543-0. — Pexum pgocryma : Www.biblio-online.ru/book/dokumentacionnoe-
obespechenie-upravleniya-personalom-437238

2. IllyBamoBa, H. H. JlokymeHTanmoHHOE oOOecCreYeHUE YIpaBiICHUsS : Yy4EeOHUK H
npaktukym ans CIIO / H. H. lysamoBa. — M. : UzgarensctBo FOpaiit, 2019. — 221 c. —
(Cepus : IIpodeccronanbaoe oopazoanue). — ISBN 978-5-534-00088-7. — Pexxum nocryna :
www.biblio-online.ru/book/dokumentacionnoe-obespechenie-upravleniya-433679

3. Kysnuenos, U. H. /lokymeHntanmonnoe obecrieueHue ynpasiaeHus. JJokyMeHT0000pOT
U JIeJIONPON3BOJICTBO : yueOHuK u npaktukym aiust CI1O / U. H. Ky3uenos. — 3-e u3z., nepepad.
u gon. — M. : HsnmarensctBo HOpaiit, 2019. — 462 c¢. — (Cepus : Ilpodeccuonanbroe
obpazoBanue). — ISBN 978-5-534-04604-5. — Pexum goctyma :  www.biblio-
online.ru/book/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-
deloproizvodstvo-433861

4. KazakeBuu, T. A. JlokyMeHTallMOHHOE OOecleueHue YIpaBleHUs : Y4YeOHUK U
npaktukym st CITIO / T. A. Kazakesuu, A. U. Tkanmuu. — 2-e u3z., ucnp. u pom. — M. :
WznatensctBo FOpaiit, 2019. — 177 c. — (Cepus : [IpodeccuonansHoe obpazoBanue). — ISBN
978-5-534-06291-5. — Pexum pocryma : Www.biblio-online.ru/book/dokumentacionnoe-
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4. KOHTPOJIb Y1 OLIEHKA PE3YJIbTATOB OCBOEHUSI YYEFHOM
JUCHUIIJINHBI
OO6pa3zoBaTeiabHOE YUPEKACHHUE, PEAM3YIOlIee MOATOTOBKY MO Y4eOHOM HUCLUUILIUHE,
o0ecrieyrBaeT OPraHU3alrIo U MIPOBEACHNE IPOMEKYTOUYHON aTTECTAI[MH M TEKYILETO KOHTPOJIS
WHAVBUIYAIbHBIX 00pa30BaTENbHBIX JOCTHKCHHH — JAEMOHCTPUPYEMBIX OOydaromuMucs

3HAHWW YMEHUH U HaBBIKOB.
DopMbl 1 METOABI TPOMEKYTOUYHOM aTTECTALlUU U TEKYILETO KOHTPOJISI CAMOCTOSITEIIbHO
pa3palaThIBatOTCsl 00pa30BaTEIbHBIM YUPEKACHUEM U JTOBOJSATCS /10 CBEJEHUS O0ydaronuxcs
HE M03/IHEE IBYX MECALIEB OT Hauana 00y4eHHUs.
HroroBoii hopmoit KoHTpoIIs siBisieTcst AuddepeHIInPOBaHHBIN 3a4eT.

Ddonap!

OLICHOYHBIX

CpenCTB

(®OC)  pazpabarbiBarOTCS

0o0pa3oBaTeNbHBIM

YUPECKACHUEM. OHU BKJIIOYAIOT B ce0s neaarorutd€CKue€ KOHTPOJIbHO - OLCHOYHBIC MaTCpUaAJIbI,
NpeaAHa3HAYCHHLBIC JIA OMPCACIICHHA COOTBCTCTBUSA (I/IJ]I/I HGCOOTBGTCTBI/ISI) WHAWBUAYAJIbHBIX
06p330BaTeJIBHBIX JOCTHXKEHUM OCHOBHBIM IOKa3aTeIIsIM pPE3yiIbTaTOB NOATOTOBKHU (Ta6J'II/II_II>I).

Pe3yabTarsl
Onenka
00yueHust
OcHoBHBIE pe3yJbTaToB
(ocBoeHHbBIE
moxasareJju DopMbI U METOABI KOHTPOJIS o0yueHust
YMCHHL, OLIEHKHU pe3yJibTaTa (KoMmeTeH-
YCBOEHHBIE
UM)
3HAHUA)
YmMmeHus:
odopMIIATh OdopmieHue KonTpons npasunsHoct opopmienust | OK 2,4,9
JOKYMEHTALMIO B | TOKYMEHTOB B JOKYMEHTOB, COOTBETCTBHE 1K 1.1
COOTBETCTBHH C cootBetcTBur ¢ 'OCT | TpeboBanmsm HITA Ha mpakTudeckmx
HOPMAaTHUBHOM P 7.0.97-2016, TOCT | 3ansaTusx
0a3oii, B T.4. C P 7.0.8-2013
HCHOJIb30BaHHEM
WHPOPMAITUOHHBI
X TEXHOJIOTUI
OCBaMBaThb Cozganue 1madI0HOB KoHTponb npaBuinbHOCTH CO3AAHUS 0K 2,4,9
TEXHOJIOTHH JIOKYMEHTOB B 11a6JIOHOB OJTaHKOB U CO3JaHUE HA X K 1.1
ABTOMATH3HUPOBAaH | TEKCTOBOM PEJAKTOPE | OCHOBE JOKYMEHTOB C MCIIOJIb30BaHUEM
HO 00paboTKH MS Word, nporpammber MS Word
JOKYMEHTalUN HCTIOJIb30BaHKE
nporpammbl MS Word
npu pabote ¢
JIOKYMEHTaMH.
HCIIOJIb30BaTh ITouck KoHTpoIb MpaBUIBHOCTH 3aII0THEHHS 0K 2,4,9
YHAUQUIMPOBAaHH | YHU(DHUIIUPOBAHHBIX yHHDUIPOBaHHBIX HopM, criocoOHOCTh | [TK 1.1
ble ¢dopmbl | popM TOKYMEHTOB B paboTaTh ¢ cHCTeMaMH MOMCKA B XOJI€
JIOKYMEHTOB CIIC «KoHcynbTaHT», | MpOBeIEHHs MPAKTUUIECKUX paboT U IpU
WHTEPHETE U BBITIOJTHEHUH CAMOCTOSATENBHBIX PadoT
3arnosHeHue Gopm
OCYILIECTBIATD [IpaBunbHOE KoHTpoisb NpaBUIBHOCTH 3aII0JHEHHS 0K 2,4,9
XpaHEHUE U 3aI0JIHEHNE PEerucTpannoHHbIX (HopM, K 1.1
TTOHCK PETUCTPaLMOHHBIX HOMEHKJIATypHI Jenia 1 (popMHUpOBaHUS
JIOKYMEHTOB ($hopM TOKYMEHTOB , Jieia Ha IPaKTHYECKUX 3aHATHAX U IIPH
COCTaBJICHHE MIPOBEIEHNH CaMOCTOSTEIBHBIX padoT
HOMEHKJIATypHI Je C
YKa3aHHEM CPOKOB
XpaHeHus
HCIIOJIb30BaTh Otnpaska KonTpons npenonasarenem marepuanos | OK 2,4,9
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TEIeKOMMYHHKAL | COPMHUPOBAHHOTO c(hOpMHUPOBAHHOTO JIeJa. IIK 1.1
HOHHBIE JieJ1a Ha 3JIeKTPOHHBIN
TEXHOJIOTHH B ajipec mpenoaBares
3IIEKTPOHHOM U1l IPOBEPKH, OOMEH
JOKYMEHTOO00pO | 3JIEKTPOHHBIMU
Te JOKYMEHTaMH MEXKIY
CTYACHTaMU 110
JIOKAJIbHBIM CEeTAM
3HaHus:
[IOHATHE, LIEIIH, 3HaTh ocHoBHBIE | OueHKa: 0K 2,4,9,10
3aJa4ui U TIOHSATHSI, LIENU, 3aJ]a4 | BBITIOJHEHHS MPAKTHIECKUX padoT,
IIPUHLUIIBL u IPUHIMIIBL | CAMOCTOSITETIbHOM padoThl B hopme
JIeTTOTIPOU3BOJICTB | JIEJIONPOU3BOICTBA TEKYIETr0 KOHTPOJIS;
a
OCHOBHBIE [TonsiTHE TEPMUHOB Ornenka: OK 1,2,3,4,5
TTOHATHUS "moKyMeHT", BEITIOJTHCHUS MTPAKTHYECKUX padoT,
JIOKYMEHTAIIMOHH | "HOKyMEHTOBEIeHHUE", | CaMOCTOSATENBHON paboThI B (hopMme
oro o0ecrevyeHus] | «I0OKyMEHTAIlMOHHOE | TEKYILEro KOHTPOJIS;
yIpaBIeHUS obecrieueHwe
ynpasinenus (JOY)».
DYHKIMH JOKYMEHTOB.
CHCTEMBI Haznauenne u cocraB | OneHka: 0K 2,49,10
JNOKYMEHTAllMOHH | OpPraHU3aLUOHHO- BBITIOJTHEHUS TIPAKTHUECKHUX padoT,
oro obecrie4eHus] | MPaBOBOMH, CaMOCTOSITETIbHOM paboThl B hopme
yTpaBicHAS pacmopsANTENILHOW M | TEKYILEro KOHTPOJIS;
CIIPaBOYHO-
MH(GOPMAITMOHHOM
JOKYMEHTAIINH.
ONIEKTPOHHBIN
JIOKYMEHTOO0O0POT.
knaccupukammoo | Kiaccupukanms Onenka: 0K 1,2,3,45
JIOKYMEHTOB JIOKYMEHTOB T10 BBITIOJTHEHUS TIPAKTHUECKHUX padoT,
COZIEP’KaHUIO, 10 CaMOCTOSITENIbHOM padoThl B popme
cpencTBaM (HUKCaLMK, | TEKYLIEro KOHTPOJIS;
10 CpOKaM XpaHeHHUsI
TpeOOBaHUs K Tpedoauuss 'OCT P | Ouenka: 0K 2,4,9,10
COCTaBJICHHIO U 6.30-2003, peKBU3UTHI, | BBHITIOJHEHHS MTPAKTHYECKUX PabdoT,
oopmireHuto ONaHKW IOKYMEHTOB CaMOCTOSITETIbHOM paboThl B hopme
JIOKYMEHTOB TEKYIEro KOHTPOJISL;
OpPraHU3aLxIo [Tonsitue n npunnunel | OueHKa: 0K 2,4,9,10
JOKYMEHT0000pO | OpraHu3anuu BBITIOJTHEHUS TIPAKTHUECKHUX padoT,
Ta: IPUEM, JOKyMeHTo00opoTa, CaMOCTOSITETIbHOM paboThl B hopme
00paboTKy, pErHCTPALMOHHbBIC TEKYIIET0 KOHTPOJIS;
perucrpauuio, (OpMBI TOKYMEHTOB,
KOHTPOITb, dhopmupoBaHue aena,
XpaHeHHE HOMEHKJIaTypa JIe.
JOKYMEHTOB,
HOMEHKJIATypy
Jel
Pa3zpadoruunk:

KoneBa E.UN., mpenomaBatens Texaukyma llepmckoro mactHTyTa (dunuana) POY wum. I'.B.

[Inexanosa
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