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1. OBIIIASI XAPAKTEPUCTUKA PABOYEN MPOTPAMMBI YYEBHOU JUCIIUITIINHBI
OI1.04 JOKYMEHTAIIMOHHOE OBECIIEYEHHUE YIIPABJIEHUA

1.1. MecTo y4eOHOIi IMCHUILIMHBI B CTPYKTYpe OCHOBHON 00pa3oBaTe/IbHOI NPOrpaMMBbl:

VYuebHas aucuMIUIMHA — «J/[OKyMEeHTallMOHHOE  OOecCledeHHe  yIpaBJiCHUs»  SBIAETCA
00s13aTeIbHON YacThi0 001enpO(eCCHOHAIBLHOIO LUKIA OCHOBHOW 00pa30oBaTEbHOM MPOrpaMMBbl B
cootBeTcTBUM ¢ PI'OC no cneunansHocTr 38.02.06 OuHaHCHI.

VYuebHas naucounianHa «J/okymMeHTanmoHHOe obecrieyeHre YIpaBlIeHUs» 00ecredruBaeT
dopmupoBanue MpodeccHoHaNbHBIX U 00X KOMIETeHIIUH 10 BceM BuaaMm nestensbHoctd PI'OC mo
crienranbHOoCTH 38.02.06 duHaHCH:

I[IK 1.5. Ob6ecneunBath (PHUHAHCOBO-DKOHOMHYECKOE COMPOBOXKIECHUE EITEIBHOCTH 10
OCYIIECTBJICHHIO 3aKYIOK JIJIsl TOCYAapCTBEHHBIX M MYHUIIUTIAIBHBIX HYX].

[1IK 3.4. ObecrieunBath OCyIIeCTBICHUE (PMHAHCOBBIX B3aMMOOTHOIICHUN C OpraHMU3alUsIMH,
OpraHaMi roCyJapCTBEHHOH BJIACTH U MECTHOTO CaMOYTPaBICHHUS.

IIK 4.1. PazpabatreiBaTh IJIaH M MPOrpaMMy IPOBEIAECHHUS KOHTPOJIBHBIX MEPONPUSITHH,
0oopMIIATE pe3yNbTaThl MPOBEIEHHBIX KOHTPOJbHBIX MEPONPUATHI, BbIpadaThIBaTh PEKOMEHIALNU
10 YCTPAaHEHHIO HEJJOCTATKOB U PUCKOB, OLIEHUBATh 3(P(PEKTUBHOCTH KOHTPOJIbHBIX IPOLIEAYD.

I[IK 4.3. VYuactBoBaTh B peBU3UU (PUHAHCOBO-XO3SAICTBEHHONW JEATENBHOCTH OOBEKTa
(MHaHCOBOT0 KOHTPOJIS.

1.2. Hess n niaHupyemble pe3yJbTaThl 0CBOCHHUs Y4eOHOH THCIHMIIMHBI:

Ilenbto u3ydeHUss ydyeOHOM JUCHUIUIMHBL J{OKyMEHTallMOHHOE oOecreueHue SBISIETCS
[OJyYEHUE TEOPETHMUECKUX 3HaHUM U MPaKTHUYECKMX HaBBIKOB B 00JIACTM OpraHU3aluu
JIEJIONPOU3BOACTBA U JOKYMEHTOO0OOPOTa B OpraHU3alusX.

B pe3ynbTaTe 0OcBOCHUS yUeOHON JUCITUIUTMHBI 00 yJarOIIUi Cs JOJKEH

UMeTh IPAKTHYeCKUH ONbIT:

- odopmiieHHs, MPOBEPKH MPABHIBHOCTH  COCTAaBJICHHMS, OOECIEeUeHUs, XpaHEHUs
OpPraHM3allMOHHO — PACHOPSIUTENbHBIX U HHBIX HEOOXOJUMBIX JOKYMEHTOB C HCIHOJIb30BAHHEM
ABTOMAaTU3HUPOBAHHBIX CUCTEM.

B pamkax mporpaMMbl y4eOHOM JUCIUIUIMHBI 00YYarOMMUCS OCBABAIOTCS YMEHUS U 3HAHUS

Kon VMenus 3HaHuA
I1IK
K 1.5. OdopmisiTh ILJIATEXKHbIE nokyMeHThl | OcobeHHOoCTH COCTaBJICHUS 3aKyNOYHOU

(97eKTpOHHBIE 3asiBKM Ha KaCCOBBIE PACXOMBI M | TOKYMEHTAINN
MJaTeXKHble TOpPYUYEHHUs) I TPOBEICHUS
KaCCOBBIX BBIILIAT

IIK 3 .4. [TpoBepsaTh HEOOXOMUMYIO JOKYMEHTAIUIo 1 | MHbopMalmoHHbIe TEXHOJIOTUH B
3aKJIIOYCHHUS] KOHTPaKTOB npodecCHOoHaNBHON 1ESTeIbBHOCTH

K 4.1. [TpoBepsATh HEOOXOAUMYIO JIOKYMEHTAIHIO ISt
3aKIIIOYCHUS KOHTPAaKTOB; npuMeHATh | OCOOEHHOCTH OpraHu3allid M MPOBEACHUS
[IPOrpaMMHOE obecrieueHne IIpU | KOHTPOJIbHBIX MEPOIPUATUI OpraHamH,
OCYIIECTBJICHUH (PMHAHCOBOI'O KOHTPOJISL.

[1IK 4.3. OdopmisaTh pe3yIbTaThI MIPOBEJICHHBIX | OCYIIECTBISIONMMH (PHHAHCOBBIN KOHTPOJIb.
KOHTPOJIBHBIX MEPOTIPUITUI myTteM | OcoOOEHHOCTH MpPOBENEHHUS 3aKy[OK TOBapOB,
COCTaBJIEHUs] aKTOB M CIIPaBOK; IPUMEHATH | paboT, yCIyr OTZAEIbHBIMU BUJAMHU

nporpaMMHoe — obecrieueHHue  (PUHAHCOBOTO | IOPUAMYECKHX JIHII.
KOHTPOJISL.




2. CTPYKTYPA U COJAEP)KAHUE YYEBHOM JUCHUIJIAHBI

2.1. O0beM yueOHOM TMCIUNJINHBI U BUAbI y4e0HOI padoThI

Buna yueOHOI paGoThI

O0BeM yacoB

OYHas OYHas
dbopma dbopma
o0y4yeHus: | 00y4eHHUs
O6bem 00pa3oBaTENbHOM MPOrPaMMBI YIEOHOM TUCITUTTIITHHBI 40 40
O0BeM paboThl 00YUAIOIIMXCS BO B3aUMOACHCTBUH C IIPENoaBaTeseM 32 8
B TOM YHCIIE:
TEOpeTuyecKoe oOyueHue 12 2
MIPAKTUUYECKUE 3aHATUS 20 6
camocCTosATeNIbHas paboTa 00ydaromerocs (BCero) 8 32

[TpomexyTouHas arrectanus B ¢popme AudpQepeHImpoBaHHOr0 3aueTa/

T epeHIPOBAHHOTO KOMIUIEKCHOT'O 3a4eTa




2.2. TemaTuyecKkMii IJIaH U cOAepKaHUe YUeOHOH TUCUMIIIIHMHBI

Konnl
Odnem KOMIIeTEeHIIMIA,
HaunmenoBanue pa3aesioB Copepxanue yueOHOro Marepuaja u ¢GopMbl OpraHU3alNu AesITeTbHOCTH B e (bopmupoBanuio
H TeM o0yvarouuxcsi KOTOPBIX
€IocoocTBYeT
3JIEMEHT
Ounas 3aounasn nNpoOrpaMMBI
dopma ¢opma
o0yyeHnusi | o0y4eHust
1 2 3 4
PA3JEJI 1. IOKYMEHTUPOBAHUE YIIPABJEHUYECKOM AESTEJbHOCTH
HanmeHnoBanue Tem Conep:kanue y4eOHOT0o MaTepuasia 4 24 [IK 3.4
Tema 1.1 Bseaenme. | 3HaU€HUE U COJAEPKAHHME AMCHUIUIMHBI «JlOKyMEHTalMOHHOE oObOecreueHne [IK 4.1
JlokyMeHTHpOBaHuUe YIOPABJICHUS» U CBS3b €€ C APYTUMU IUCHUILTHHAMU 0011e00pa30BaTeIbHOTO 1 K 4.3
ylnpaBJieHYeCKO# CHeluaJbHOr O LIUKJIOB. [Tonsitue TEPMUHOB «ITOKYMEHT»,
NeSITeJIbHOCTH «IOKYMEHTHPOBAHHUE», «IOKYMEHTAI[MOHHOE OOECleueHne YIPaBICHU.
Wcropuss pa3BUTHs HAay4dHBIX MPEACTABICHUW O JOKYMEHTAllMOHHOM 2 1
obecrieueHun ympapieHus. COBPEMEHHOE COCTOSIHHE JOKYMEHTAI[MOHHOTO
obOecrieueHust  ympasiieHus. HopmaTuBHO-TipaBoBas 0a3a  OpraHm3aiuu
JIOKyMEHTAITMOHHOT'O O0ECIICUCHHsI yMpaBJICHUs KaK OCHOBAa TEXHOJIOTHUHU
MIPOIIECCOB YIPABJICHHUS.
CamocrosiTesbHast padora.
CocrtaB ympaBleHYECKUX JIOKyMEHTOB. [loHsTHE cHCTEM IOKYMEHTAIHH. 5 10
OyHKIIMOHAJIBHBIE U OTPACIEBBIE CHUCTEMBbl JOKYMEHTAUUU. YHHQUKAIUSA U
CTaHAAPTU3AIUS YIIPABICHYECKUX JOKYMEHTOB.
Tema 1.2 Cucrema Coaep:xkanue yaeOHOTo MaTepHasia 14
OpPraHu3anoOHHO- [IK 3.4




pacnopsiiuTeIbHOM YauduuupoBanHas cucTeMa OpraHU3alHOHHO-PACHOPAIUTENBHON [IK 4.1
AOKYMEHTA UM nokymerTaiuu  (OPI]). T'OCTer wa OPJl. TpeGoBanus k o0GhOpMIICHHIO 1K 4.3

JIOKYMEHTOB. Knaccuduxanus OpraHU3alHOHHO-PACHOPAIUTETBHON

JOKYMEHTAllUU:  OpraHu3alMOHHbIE,  pacHOpAIUTENbHbIE,  CIPAaBOYHO-

uHpopManmonHsle. OpraHu3allMOHHBIE JIOKYMEHTBI: YCTaB, IIOJIOKEHUE.

PacnopsiautenpHple  JOKYMEHTBI: IPUKa3bl, pPACIOPSDKEHUS, yKa3aHWUS,

MIOCTAHOBJICHUS.

CrpaBoyHO-HH(OPMAIIMOHHbBIE TOKYMEHTHI: JOKJIaaHas (CciayxeOHas) 3amucka,

OOBSICHUTENbHAs ~ 3alKcKa,  aKkT,  CIpaBKa,  CIy)XeOHble  MHChMA.

JlokyMeHTupOBaHuE TPYyIOBBIX MpaBooTHOHIEHHH. CocTaB M 0OCOOEHHOCTH

o(opmIIeHUS TOKYMEHTOB I10 INYHOMY COCTaBY.

IIpakTnuyeckoe 3ansitue Ne 1.

OdopmneHre IOKYMEHTOB C moMoulbio mporpammbl  Microsoft Word.

Co3pnanue 11abJoHa TOKYMEHTOB.

IpakTnueckoe 3ansitue Ne 2.

CocraBnenne ¥ OQOpPMIJIEHHE  pacCIOpSAUTEIbHBIX M CIIPaBOYHO-

MH(OPMAIIMOHHBIX JOKYMEHTOB.

IpakTnueckoe 3ansitue Ne 3.

ITpoBepka npaBUILHOCTH OQOPMIIEHHUS OPraHU3AIIMOHHBIX JTOKYMEHTOB.

IIpakTnueckoe 3ansitue Ne 4.

KanpoBoe 1enonpou3BoJCcTBO.

IIpakTnuyeckoe 3ansitue Ne S.

Odopmienne npruka3os.

IIpakTuyeckoe 3ansitue Ne 6.

Odopmienne pacniopsbKkeHH, yka3aHUN, TOCTAHOBIICHUH.
Tema 1.3 Jlenexnnie 1 | Coaep:kaHue yueGHOro MaTepuaia IIK 1.5
¢puHaHcoBo-pacueTHble | OcoOeHHOCTH cocTaBieHUsT H OQOpPMIECHHUS JACHEKHBIX M (PUHAHCOBO-
AOKYMEHTBI pacyeTHBIX JOKyMeHTOB. OdopmieHue goBepeHHOCTEeH OQHUIHAILHON U

JIUYHOM.

IIpakTnuyeckoe 3ansitue Ne 7.

OdopmieHne NaaTeXHbIX JTOKYMEHTOB.
Tema 1.4 JlorosopHo- | Coaep:xaHue y4e0HOIo Mmarepuaia IIK 1.5
NpaBoBas [Tonsatue moroBopa (KOHTpakTa), COTNAlIeHHs, MPOTOKona. TumoBas ¢opma K 3.4
AOKYMEHTAIUsl norosopa. OCHOBHBIE pa3fensl 10roBopa. Buabl JOroBOpOB: KYIUIU-NIPOJAXKH, [IK 4.1

MOCTaBKHW, KOMUCCHUU U IIP.




CamocrosiTeqbHas padoTa.

Buner noroopoB B chepe 3akynok. JIoKyMeHTbI, OoQOpMIISIOIIUE IMOPSIOK
PacCMOTPEHHUS CIOPOB MEXAY IOpUAnYecKUMH Jnnamu. [IpaBuna odhopmiaeHus
npeTeH3UOHHBIX MuceM. OCOOEHHOCTH MPOBEICHUS 3aKYITOK TOBAPOB.
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IIpakTnueckoe 3ansitue Ne 8. OdopmieHne rpaxIaHCKO-TIPABOBOTO
JIOTOBODPA.

PA3JEJI 2. OPTAHU3ALUA PABOTBI C JOKYMEHTAMU

Tema 2.1 IlousaTue

AOKYMEHT0000pOoTA,
perucrpanust
JAOKYMEHTOB,
HCIOJTHEHHE
JAOKYMEHTOB

Copep:kanue yueOHOTr0o MaTepuajia

16

CocraB m yder oObemMa JOKYMEHTOOOOPOTa MPEANPHATHA M OpraHU3aIuil.
Opranm3zanuss paboTBl € JOKYMEHTAllMeH, IMOCTYMAIomed B YUPEXKIACHHUS,
HNPEANPUATUS, OpPraHU3aLUH; IPUEM BXOASIIUX JOKYMEHTOB, IKCIEIULMOHHAs
00paboTKa, NpeABapUTEbHOE PACCMOTPEHUE U paclipeielieHue, perucTpaius,
paccMOTpeHHE  JOKYMEHTOB  PYKOBOACTBOM, ucnosHeHue. llepenaga
JIOKYMEHTOB BHYTpPU OPraHU3allUU. YYeT KOJIMYECTBA JOKYMEHTOB. KOHTpousb
UCIOJHEHUs JIOKyMEHTOB. OpraHu3anus U TE€XHHKa KOHTPOJIS HCIOJIHEHHUS.
TunoBble UM WHIUBUIYyaJbHBIE CPOKH HCIOJHEHUS JIOKyMEHTOB, CHCTEMa
ACKU/I (aBTOMaTH3upOBaHHBIA KOHTPOJIb UCIIOJHEHHS TOKYMEHTOB).

IIK' 1.5

Tema 2.2
NudopmannonHbie
TEXHOJIOTHH B
J€eJI0NIPOU3BOACTBE

Coaep:xxanne yae0HOro marepuasia

Ucnons3oBanue MPOrPaMMHOI0 obecrieueHus U1t peleHus

podecCHOHANILHBIX 3a/1a4

CamocTosiTesibHasi padoTa.

Hcnione3yss MHGOPMALMOHHO TPaBOBYIO cucTeMy U MHTepHET pecypchl
COCTaBUThH 0030p CYLIECTBYIOIINX 1abJI0HOB JIOKYMEHTOB JUIS
JIOKyMEHTHUPOBAHMS YIIPABIECHYECKON NS TEIBHOCTH.
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MK 4.1,
TIK 4.3.

IpakTnueckoe 3ansitue Ne 9.

OdopmiteHre TOKyMEHTOB ¢ TIOMOIIBIO porpammbl Microsoft Word. Pa6ora ¢
3NIEKTPOHHBIMHU ToKyMeHTamu. Co3/1aHie CePHITHBIX MUCEeM. PacChuika TOTOBBIX
nuceM. [IpuknagHas cpeia - cucTeMa ympaBieHus 6azamu maHHbIX Microsoft
Access.

CamocrosTeabHas padora.

Hcnonb3yst WHPOPMAMOHHO TIPaBOBYKO CHCTeMy W HHTEpHET pecypchl
COCTaBUTh 0030p MPOrpaMMHBIX PEIICHUHN NI BEACHHUS JTOKYMEHTOO0OpOTa C
nepeuyHeM (QYHKIMH, KOTOpble mporpamma peanusyer. CocTraBUTH TaOmuIly
CPaBHUTEIBHOT O aHAJIM3a TPOTPAMM.

Tema 2.3 Opranuzanus

ONepPaTHBHOIO

Hu

Conep:xkaHue yueOHOTro MaTepuasia

[IK3.4




apxuBHOro xpaneHusi | IIpakTtudeckoe 3anarume Ne 10. IIpoBepka npPaBUIBHOCTH COCTaBJICHHUS
AOKYMEHTOB HOMEHKJIATyPBbI J1EJ1. 2 5
IIpome:xyTounas arrecranusi B popme 1uddepeHIUPOBAHHOIO 3a4eTa/
A PepeHIMPOBAHHOI0 KOMILIEKCHOI0 3a4eTa
Hroro 40 40




3. YCJIOBHUS PEAJIM3AIIMYU YYEBHOM U CITUTLINHBI
3.1. MaTepuajibHO-TeXHHMYECKO€E 00ecreyeHne

YueOHasi ayauTOpusi A MPOBEACHUS 3aHATUNA BCEX BHUAOB, B TOM YHCIE TPYIIOBBIX U
WHJIUBHUIYAIbHBIX KOHCYJbTAIlMH, TEKYLIEro KOHTPOJII W MPOMEKYTOUHOW aTTecTanuu (KaOWHeT
MCEHCI’)KMEHTA U HpCZ[HpPIHI/IMaTeJII)CTBa)

CrenmanusupoBaHHas MeOeb:
Cron (yuuTenbCckuil)

Cron cryaeHuYecKui (AByXMECTHBIN)
CT01 KOMIBIOTEPH bIi

Kpecno (komnbroTepHOE)

Crynbs

Jlocka MenoBast

Kadenpa

[Hxadbr

HubopMamoHHbIE CTEHIBI

TexHuueckue cpercTBa 00y4eHus:
I1K (cuctemHbIl 6JIOK, MOHUTOD)
MynbTHMeaua TPOEKTOP

DKpaH

[lepeyueHb JIMIICH3MOHHOT O IIPOrPAMMHOI0 00 ECTIeUCHUS:

1) AutuBupycHas 3amuta ESET NOD32

2) Windows, Microsoft Office

3)CIIC Koncynptantlintoc

VYueOHas ayauTopusi o0OecredeHa IIOCTYIIOM K ceTd VIHTepHeT M 3JEeKTPOHHOW WH(MOPMALHMOHHO -
oOpa3zoBarenbHON cperie PUHYHUBEPCUTET

Mertoandeckoe obecnedyeHue:

— y4eOHO-METOAMYECKHH KOMIUIEKC 1o yuyeOHOM mucnumiavHe «J{oxymeHTannoHHOE
obecrieueHue yrnpaBJIeHUEN;

— METOJMYECKHUE YKA3aHUS 10 OPraHU3alMH U BHIIIOJTHEHUIO PAKTHYECKUX 3aHSITUH;

— METOJMYECKHE YKa3aHHUd II0 OpPraHM3allMl U BBIIOJHEHUIO CAMOCTOSITEIBHONW padOoThI
CTYJICHTOB;

— Kypc JeKIui o yueObHoi qucuumuimHe «/lokyMeHTaloHHoe o0ecreueHrne yrpaBIeHe»

3.2. UndopmanuoHHoe odecneyeHne peasu3amuu mNporpaMmbl
Jlnst peanu3anuu mporpamMmbl OuOIMOTeYHbIN QOH PriMana umMeeT:

3.2.1. IleyaTHble U3TAHUA

1. [Tmenko, A.B. JlokymenTanmonnoe odecrneuenue ynpasienus [Tekct] : yaeonuk / A.B.
[Turenko. - 16-e u3z. - M. : Akanemus, 2018. - 224 ¢. — (Cpennee npodeccuoHabHOE 00pa3oBaHue).

2. KazakeBnu, T.A. JloKyMeHTalMOHHOE OOECIECUYCHHE YIpaBieHHS  [DJIEKTPOHHBIN
pecypc] : yueOnuk u npaktukym st CI1O / T.A. Kazakesuu, A.W. Tkanu4. - 2-¢ u3f., ucop. u J0IM. —
M. : HOpaiir, 2017. - 161 c. - (IIpodeccuonansHoe oOpa3oBanue). — Pexum gocrtyma:
https://ez.el.fa.ru:2183/book/14309A03-1137-4585-91B2-7TEBE89B533AA. - ObC biblio-online.ru, no
napomo. ['pudp YMO CITO

3. Kopnees, U. K. JlokymeHTanmoHHOE oOecmeueHHue YMIpaBiCHUS + TECThl B 70C
[Dnexrponnsiii pecype] : yuebnuk u mpaktukym mis CIIO / UK. Kopuees, A.B. ITmenko, B.A.
Mamrypues. - 2-e usfn., nepepad. u gom. - M. : HOpaiit, 2018. - 384 c. - (IlpodeccuonansHoe
oOpa3zoBanue). — Pexum poctyna: https://ez.el.fa.ru:2183/book/5E6B838B-E208-4360-84ED-
33406B23FDD?. - OBC biblio-online.ru, mo napomwo. I'pudp YMO CITIO
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https://ez.el.fa.ru:2183/book/14309A03-1137-4585-91B2-7EBE89B533AA
https://ez.el.fa.ru:2183/book/C6D4D67D.%20-%20ЭБС%20biblio-online.ru.
https://ez.el.fa.ru:2183/book/C6D4D67D.%20-%20ЭБС%20biblio-online.ru.
https://ez.el.fa.ru:2183/book/5E6B838B-E208-4360-84ED-33406B23FDD9
https://ez.el.fa.ru:2183/book/5E6B838B-E208-4360-84ED-33406B23FDD9
https://ez.el.fa.ru:2183/book/C6D4D67D.%20-%20ЭБС%20biblio-online.ru.

3.2.2. DieKTPOHHBbIE U31aHMS (3JIEKTPOHHbIE Pecypchl)
http://znanium.com — DyiekTpoHHO-OMOIMOTEUHAST cCHcTeMa Znanium.com
http://www.urait.ru— siaextponHas 6u6imoreka usaarenscrea FOPANT
http://www.consultant.ru. - CipaBouno-nipaBoBas cucrema «KoncysprantlLioc
http://www.garant.ru - CrpaBouHo-mipaBoBas cuctema «I'apaHT»

RO E

3.2.3. JlonoiHUTEIbHbIE HCTOYHUKH

1. JlokyMeHTaI[MOHHOE OOeCIeueHne yrpaBieHus [DIeKTpOHHBIA pecypc] : ydeOHoe
nocobue / I'mamuit E.B. - M. : PUOP : UHOPA-M, 2016. - (IlpodeccuonansHoe 00pazoBaHue). -
Pexxum nocryma: http://znanium.com/bookread2.php?book=468335. - 3bC ZNANIUM.COM, mno
napoito. ['pud YMO

2. Kysuenos, 1.H. JlokymeHTaimoHHOE oOecrieueHue ympasieHus. JJokyMeHTo000poT u
JIeTTOIPOU3BOICTBO [DIIeKTpOoHHBIH pecypce] : yueOHuk u npaktiukym s CI1O / U.H. Ky3nenos. - 3-e
u3a., nepepad. u gomn. - M. : Opaiit, 2018. - 462 c. - (Ilpodeccuonanbroe obpazoBanue). — Pexum
JIOCTyTIA:
https://ez.el.fa.ru:2183/book/A7E915F2DB9B406COABB2405EC3AD7E1/dokumentacionnoe-
obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo. - 3BC biblio-online.ru, mo maposo.
I'pud YMO CIIO
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4 KOHTPO.JIb 1 OIEHKA PE3YJIbTATOB OCBOEHUS YYEFHOW JUCITATLIAHBI

KoHTposib W omeHka pe3yJibTaToOB

OCBOCHUA

yaeOHOMI

U CLIUTUIHHBI

OCYIICCTBILACTCA

MIPErojjaBaTesieM B MPOIECCe MPOBEICHUS MTPAKTUYECKUX 3aHITHH, TECTUPOBAHMUS.

PesynbTarsl 00y4eHust

Kpurepuu oneHku

MeToabl OLIEHKH

Hepeqenb 3HaHI/II71, 0CBAMBACMBLIX B paMKaX JUCIUILIMHBI:

OcCHOBHBIE ~ HMCTOYHMKM  HMHGPOpPMAaLUU U

pecypcesl IJIs pelieHus 3a1ad [TpaBunpHOCTE OopmIteHUS | Y CTHBIN

dopmar ocdopmieHHs pe3yJabTaTOB MOWCKA | JTOKYMEHTAIUH, (MMCBMEHHBIN)
uHbopMaIu IIPUMEHSAEM O B | Oompoc.

ConmepixaHue  akTyaJlbHOM ~ HOPMAaTUBHO- | podeccroHaIbHON

IIPaBOBOU JJOKYMEHTALlUH JeSITEIbHOCTH TectupoBanue.
[Icuxonornueckue  OCHOBBI  aedrenbHocTH | CoOTBETCTBUE BbIOOpA

KOJIJIEKTUBA TexHonoruu  odopmiieHus | Ilposepka
CoBpeMeHHbBIE CpeAcTBA U MPOTrPaMMHOE | JOKYMEHTOB COBPEMEHHBIM | IPAKTHUUECKUX PadoT
obecrieueHue B npogeccuoHanbHON | TpeOOBaHUAM u OLIEHKA
JEeSITEIbHOCTU JIOKyMEHTO000poTa pE3yJIbTAaTOB.
ITpaBuna opopmieHus TOKYMEHTOB

IIpaBuna oopmiieHus 3aKyIIOYHOU

JIOKYMEHTaluu

WNupopmanmonsbie TEXHOJIOTUU B

npoQecCuOHaNTbHOM JesTeIbHOCTH

OcoOeHHOCTH OpraHM3allud M IPOBEACHHUS

KOHTPOJIbHBIX MEpONPUSITUN OpraHamu,

OCYIIECTBISIOIMMH (PMHAHCOBBIM KOHTPOJIb

Ilepeyenb yMeHHUii, 0cBanBaeMbIX B pAMKAaX AUCUHUILJIMHbI:

Ananu3upoBaTh 3aJady U ONpenessiTh dTansl | Broanenue IIpaBUJIaMU

peleHus cocTaByieHHsI 1 odopMIIeHHs | DKCIEepTHOE
CtpyKTypHupoBaTh MOJIy4aeMyH0 | JOKYMEHTallUH B | HaOMI0/1eHNE u
uH(popMaIuio; opopMIIATh Pe3yIbTaThl IOUCKA | COOTBETCTBUU C | OIICHKa Ha
OmpenensaTe  aKTyallbHOCTh ~ HOPMAaTHBHO- | HOPMATHBHBIMU MPAKTUYECKUX
IIPaBOBOM JOKyMEHTaLUU JIOKYMEHTaMH. 3aHATUAX npu
B3aUMOJICH CTBOBATH c kojuteramu, | OdopmieHue  pe3ysbTaToB | BHIIOIHEHUH
PYKOBOZICTBOM, KJINEHTaMH1 I'pamoTHO | moncka MHGOPMALIUH. paboTHI.

oopmIATh JIOKYMEHTBI no | HaBeiku OCYILECTBICHUS

npo¢ecCoHaIbHON TEMAaTHKE MIPOBEPKHU HeoOxonumoii | OneHka  perieHui
[IpumensaTe  cpenctBa  MHGOPMALMOHHBIX | JTOKYMEHTALUU U | CUTyallMOHHBIX
TEXHOJIOTUH [l pelieHUsl TPOPECCHOHANBHBIX | 3aKJIIOUEHHS] KOHTPAKTOB. 3ajad.

3a71a4 JemoHcTpanus aHaimsa

Hcnonb3oBaTh OIOKETHOE 3aKOHOIATENBCTBO | COLEPKAHUS OneHka pe3ysbTaToB
0(hOPMIISATh IUIATEKHBIE TOKYMEHTHI yIpaBICHYECKUX BBITIOJIHEHHUS
IPOBEPATh HEOOXOAUMYIO TOKYMEHTALMIO /Ui | TOKYMEHTOB. IIPaKTUYECKOU
3aKJIIOYEHHS] KOHTPAKTOB HaBplku B HCMOJB30BaHUU | PAOOTHI.

oopmIATh pe3yJIbTaThl IIPOBEICHHBIX
KOHTPOJIbHBIX MEpOINPUITHN yTeEM
COCTABJICHMSI AKTOB M CIIPABOK

IPOrpaMMHOro oOecredyeHne
B opranuzanuu JJOVY.
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Brinonnenue
WHIWNBUAYAIbGHBIX 3a]JaHUH B
pamMKax IpOMEKyTOYHON
aTTecTanuu
(muddepeHnnpoBaHHBIN
3ager/

b epeHIPOBAHHbII
KOMITJICKCHBI 3a4eT )
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[puioxkenue 1
OBPA3OBATEJIBHBIE TEXHOJIOT'UHA
VYcenemHoe ocBoeHHE y4yeOHOW TUCHMILIMHBI JIOKyMEHTallnOHHOE OoOeclieueHue YIpaBieHUs

IpeArnoaaraeT akTuBHOE, TBOPYECKOE ydacTHe OOydarolerocs Ha BCEX JTalax €ro OCBOCHUS MyTeM
IJIAHOMEPHOHM, cHUCcTeMaThyeckod paboTel. B mpemogaBaHUM  HMCIONB3YIOTCS JICKIIMOHHBIE U
npakThuyeckue (opMbl MpPOBEACHUS 3aHATHH, WH(OPMALMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHH,
MHTEPaKTUBHBIE POPMBI 00yUEHUS.

AKTHBHBIC U HHTEPAKTHBHbIC (POPMBI IPOBEICHUS 3AHATHH

Cemectp Bun 3ansTus Tema Hcnons3zyemblie KommuectBo
aKTHBHBIEC U 9acoB
MHTEPAKTUBHBIE (HOPMBI
4 [Tpaktuueckoe | Odopmuenune JenoBas urpa 2
3aHATHE TUIATEKHBIX
JIOKyMEHTOB.
Hroro 2
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BHECEHWE W3MEHEHUI U JOTIOJTHEHUM B PABOYYIO ITIPOI'PAMMY

JononHenus 1 u3MEHeHUs B pabouyro nporpammy Ha 2022/2023 yyeOHbIi rof
I[eyaTHble n3naHusA

1. IMmenko, A. B. JlokyMeHTallMOHHOE oOecrieueHue ypapieHus: yueonuk / A. B. ITmenko. - 16-¢ u3gm. -
Mocksa : Akagemus, 2018. - 224 c. - (Cpeanee npodeccronansHoe odopasoBanue). - ISBN 978-5-4468-
5393-6. - TekcT : HermoCcpeACTBEHHBIN.

2. Kazakeuu, T. A JlokyMeHTallMOHHOE O0ECIICUCHUE YIIPABIICHHS | YYCOHUK U MPAKTUKYM IS CPEIHETO
npodeccuonaipHoro oopaszoanus / T. A. Kazakesnu, A. W. Tkanmd. - 2-e u3M., ucnp. u Jom. - Mockea :
IOpaiir, 2022. - 177 c. - (TIpodeccuonanproe obpaszosanue). - URL: https://ezpro.fa.ru:3217/bcode/491677
(mata obpamenus: 31.01.2022). - Pesxum nocryna: DbC FOpaiir, s 3apeructpup. monb3oBaredneii. - ISBN
978-5-534-06291-5. - TekcT : 3JEKTPOHHBIH.

3. Kopnees, U. K. /lokymenTanmonsoe obecriedenne yrpasieHus + tectsl B ObC : yd4eOHUK U TPAKTHKYM
U1t cpeanero npodeccuonansHoro oopasosanus / M. K. Kopuees, A. B. [Tmenko, B. A. Mamypries. - 2-¢
u3M., nepepad. u gomn. - Mocksa : FOpaiit, 2022. - 384 c. - (Ilpodeccuonansnoe odpasoranue). - URL:
https://ezpro.fa.ru:3217/bcode/492541 (nara obpamenus: 31.01.2022). - Pexum mocryna: DBC HOpaiir,
JUTsL 3aperucTpup. nonb3oBarenei. - ISBN 978-5-534-05022-6. - TekcT : 2neKTPOHHBIH

DJIeKTPOHHbIE U3AaHUS (31EKTPOHHBIE pecypchl)

1. DneKkTpoHHBIN pecypc CipaBOYHO-TIPaBOBOM cucteMbl «KoncynbTanT Ilnrocy. - Pexum
nocrtyma: http://www. consultant.ru.

2. DReKTpOHHBIN pecypc ClIpaBOYHO-TIPaBOBOH cucteMsl «I'apanT». - Pexxum nocryma:
http://www. garant.ru.

3. http://dic.academic.ru/dic.nsf/lower/19480 - ciioBapu 1 SHIUKIIONEANH (FOPUAXIECCKOE ITPABO)

ILOHOJIHI/ITQJILHLIC HCTOYHHUKH

1. JloxyMeHTallMOHHOE OOecrieueHue yrpapiieHus : yueOHuk / beikoBa T. A., mox pex., ['motosa C. A.,
KonrkoBa A. 10., Kykapuna F0. M., Cxpunixo E. A. - Mocksa : KaoPyc, 2021. - 266 c. - (CIIO). - URL:
https://book.ru/book/939282 (mata obpamenus: 31.01.2022). - Pexum npoctyna: OBCBooK.ru, mms
3apeructpup. monb3opareneil. - ISBN 978-5-406-08272-0. - Tekct : 2JeKTPOHHBIIA.

2. Kysnenoe, WM. H. JloxymeHTaimoHHoe oOecrieueHue  ympasiicHHs. JIOKyMEHTOOOOpPOT W
JIETIOTIPOM3BOACTBO : YYEOHHMK U IMPaKTHKyM JUIs cpeaHero mpodeccronamsHoro obpasosanus / M. H.
Kysnernos. - 3-¢ u3n., mepepad. u gon. - Mocksa : IOpaiit, 2022. - 462 c. - (IlpodeccuonansHoe
obpazoBanme). - URL: https://ezpro.fa.ru:3217/bcode/490168 (mata obpamenus: 31.01.2022). - Pexum
nocryrna: OBC Opaiit, mans 3apeructpup. momb3oBareneid. - ISBN 978-5-534-04604-5. - Tekcr :
3JICKTPOHHBIMN.

3. Tmamuit, E. B. JlokyMeHTanmoHHoe obecricucHue yrpasieHus : yueOHoe nocodue / E. B. Inammid. -
Mocksa : PUOP : UH®PA-M, 2020. - 249 c. - (Cpemnee mpodeccronaapbHoe obpazosanue). - URL:
https://new.znanium.com/catalog/product/1065817 (nara obpamienus: 31.01.2022). - Pexum nocryna: O95C
Znanium.com, st 3aperiucTpup. nojib3oBareneii. - ISBN 978-5-369-01042-6. - TekcT : 3IeKTPOHHBI.
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