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1. MACIIOPT PABOYEN IMPOI'PAMMBI YUEEHOM JUCITATLIUHBI
«JlokymMeHTallMOHHOEe o0ecreYyeHue YpaBJIeHHs»

1.1. O6saacTh NpuMeHeHus1 padoyeii MPOrpaMMbl

Y4yeOHasi UCIUIIMHA BBEJCHA 3a CUET  BAPUATUBHOW  YacTH
MPOTPaMMbl TIOJITOTOBKHM CIENHUATUCTOB CPEAHETO 3BEHA 110 CICIHATBHOCTH
cpenHero mpodeccroHanbHOro obpasoBanus (manee — CIIO) 09.02.01
KoMnbooTepHbIe CHCTEMBI H KOMIUIEKCHI C TICIIBIO TTOTYYSHUS JOTIOTHUTEIBHBIX
KOMMETEHIIMA, YMEHMM UW 3HaHUW I pacliupeHuss (PyHKIMOHAIbHBIX
00s13aHHOCTEH, COOTBETCTBYIOIIUX NOTPEOHOCTSIM paboToaaTeneil.

Pabouas mporpamma y4ueOHOW IUCITUILIMHBI MOXET OBITh MCIOJh30BaHA B
JOTOJIHUTEIIEHOM MPOo(decCHoHaTbHOM 00pa3oBaHuM (B MPOrpaMMax IMOBBIIICHUS
KBATM(UKALMA ¥ TEPEIOArOTOBKH) W TMPOPECCHOHAIBHONW IOJATOTOBKE 10
npodeccusim padounx: 230103.01 — Omepatop 3IEKTPOHHO-BBIUUCIUTEIHHBIX
mamuH, 230103.03 — Hanagumk kommbroTepHbIx ceter, 230103.04 — Hanagumk
anmapaTHOTO W MPOTrPaMMHOTO oOecredeHus, B Mpo(ecCHoHaIbHON MOATOTOBKE
mo cmemuanbHocTH. 230111 -  Kowmmberorepuele  cetu, 230115 -
[IporpammupoBanre B KOMIBIOTEPHBIX CHCTEMAaxX

1.2. MecTo y4yeOHOH AMCUMILUIMHBI B CTPYKType HPOrpaMMbl NOATOTOBKH
CNEeHMAJTUCTOB CPeIHero 3BeHa: JTUCIUIUTNHA BXOJUT B MPO(PECCHOHANBHBIN ITUKIT
obmmenpodecCHoHATbLHBIX JUCITUILINH.

1.3. Heau u 3amaum y4eOHOIl JMCUMILVIMHBI — TPeOOBaHUA K pe3yJbTarTam
OCBOCHUS Y4eOHO! TUCHUIINHBI
B pesynbpTare ocBoeHMS y4eOHON JUCHMIUIMHBI 00yJarOIIUICS T0KEH YMeTh.

COCTaBJISATh U 0(DOPMIISITH PA3IUUHbIC BUJIbI JOKYMEHTOB;

o(pOpMIISITH HOMEHKIIATYPY Jie]1 U (hOPMUPOBATH Ji€JIa B COOTBETCTBUU C
HOMEHKJIATypOH JIeT;
- OCYIIECTBISATH TOKYMEHTUPOBAHUE U OPTraHU3aIMI0 paOOTHI C
JIOKYMEHTaMH,
- HCHOJIb30BaTh O()MCHYIO OPraHU3aAUOHHYIO TEXHUKY;
B pe3ynbpTare ocBoeHHS y4eOHON JUCIMIIMHBI 00yJalOMMICs T0JKEH 3HATD.
- OCHOBHbIE 3aKOHOJATEJIbHbIE aKThl B 00JIACTH JI€JIONPOU3BOJICTBA,;
- BHUJbI JJOKYMEHTOB,
- IpaBWIa COCTABJICHUS U O()OPMIICHUIO PA3IMYHBIX BUJIOB JOKYMEHTOB,
- TpeOOBaHUS K TEKCTY CIIyKEOHBIX IOKYMEHTOB,
- o0uMe mpaBuiia Opranu3aluu padoThl ¢ TIOKYMEHTaMUu;

- MPUHLMIBI pa00Thl 0ODUCHON OPraHU3alMOHHON TEXHUKH



1.4. PexomeHayeMoe KOJIHYECTBO YAaCOB HA OCBOEHHE NMPOrpamMMbl y4ueOHOM

AUCIHUTITIHHBI .

MaKCHUMaJIbHOU yueOHOH Harpy3ku oOyuatomerocs: 120 vac, B Tom uncie:
00s13aTeNIPHON ayTUTOPHON yueOHO# Harpy3ku oOydaromierocss 80 4acos;
CaMOCTOATENLHOM paboThl oOydaromierocs 40 gacos.



2. CTPYKTYPA U COAEP)KAHUE YUYEFHOMU JUCIUIIJIAHBI

2.1. O0beM yueOHOI TMCHUTLTHHBI M BU/IBI Y4e0HOi#i padoThI

Bup yyeOHol padoThI Oo6bem
4acoB
MakcumaiabHas yueOHast Harpy3ka (Bcero) 120
O0s3aTesqibHas ayINTOPHAs yueOHAas HArpy3Ka (Bcero) 80
B TOM YHCJIE!
MPAKTUUECKUE 3aHSATUS 20
KOHTPOJBHBIE pa0OTHI 3
CamocTosiTeIbHasI padoTa odyuarmerocs (Bcero) 40
B TOM YHCJIE!
- MHccnenoBanue «CriocoObl pa3mMelieHue peKBU3UTOB B 4
HECKOJIbKO CTOJIOIIOB»
- HunuBuayansHoe 3ananue «OcHOBHBIX Buabl OP/I, 4
UCIIOJIb3YyEeMbIX B Oyaylel mpodeccuoHaabHON
NS TETbHOCTH»
- TBopueckas pabota «CocTaBieHHEe epeyHs BXOIALIEN U 4
UCXOAIIeN TOKYMeHTauuu Oyaynieil npogeccuoHaIbHOM
NS TETbHOCTH»
Uroroas arrecranus B popme nuddepeHrpoBaHHOTO 3aUeTa




2.2. TemaTH4YecKHii IJIaH U coep:KaHUE YUeOHOH TUCHUIIMHBI «[JOKyMEeHTANIMOHHOE 00ecneyeHrue YpaBJIeHH s »

HanmeHoBaHMe pa3je/ioB U TeM

Coaepixkanue yueOHOro MaTepuaJa, JJabopaTtopHbie padoThl M NPAKTHYECKHE

3aHSATHS, CAMOCTOSITe/IbHASA padoTa 00yYAIIUXCS

O0neM
9aC0B

YpoBenb
OCBOEHUS

1

2

3

4

Paznen 1. JlokymeHTAIMOHHOE
olecreyeHne ynpasJeHuUst

29

Bsenenue

Hpe;[MeT JUCHUITIIMHBI. OCHOBHEBIE CBCACHUA U3 UCTOPUU ACIOIPOU3BOICTBA.
HGJ'II/I U 3aga4u JUCHUILIIMHBI, €€ CBA3b CO CIICHHUAJIbHBIMHW JUCHUIIIIMHAMMH,
POJIb U 3HAUCHUC B CUCTECMC MMOATOTOBKU CIICLIUAIIUCTOB. OCHOBHBIE TTOHSITHSA
" onpCaACJICHUA JUCHUITIJINHBIL.

Tema 1.1.
OCHOBBI OpraHu3alyu
JIeIOTIPOU3BOICTBA

Cone

JKaHHe y4eOHOro MaTepuajia

3HaueHue JOKYMEHTALUU B YIIPABIEHUYECKON AEATENbHOCTH. MecTO U poJlb
JIeTIOTIPOM3BO/ICTBA B YIPABJICHUU. J{enonpon3BOACTBO KaK (PyHKIUS
ynpasiienus. [lonsatue o nokymenTax. @yHKIHUHU JOKYMEHTOB B YIIPABJICHUU
CHCTEMBI JOKYMEHTAIMH. Y HU(UKanus cucreM fokymeHTupoBanus. [ OCTo1
1 HopMmatuBeL. [ pynmsl fokymeHToB. Knaccupukanus 10kyMeHTOB. Bujibl
OpraHU3alMOHHO-PACIIOPAIUTEIbHBIX JOKYMEHTOB B COOTBETCTBUH C
KJaccuuKaIuei.

CamocrosiTesibHas padoTa 00y4Yaromuxcst

1.
2.
3.

Pabota ¢ 3aganusmMu paboueit TeTpaau

PaboTta co cinoBapsiMH, COCTaBJIEHHE MMOHATUHHOTO CIIOBAPS

Hcropuueckue 3Tamnsl aenonpous3BoacTsa. Obduiepoccuiickue
knaccupukatopsl OKIIO, OKY /I, OI'PH. OcHoBHBIEC YHH(PUIIUPOBAHHBIE
cucteMsl B coctaBe OKY /I, Cuctema rocy1apcTBEHHBIX OPraHOB YIIPaBJICHUS
HOYV.

Tema 1.2. Texuuueckue
CpEeICTBA, HCIIOIb3yEeMbIC B
JIeIOTIPOU3BOICTBE.

Conepxanue yueOHOro Marepuaja

1

ITonsiTne «oprrexuuka». KoMnbloTepHble cpeicTBa NOATOTOBKU JOKYMEHTOB.
OCHOBHBIC BHJbI OpFaHH?;aLIHOHHOﬁ TCXHHUKU. I/I3FOTOBHCHI/IG, KOIMUPOBAHUC U
TUpaXUpOBaHUE NOKyMeHTOB. CpesicTBa 00paboTKH J0KyMeHTOB. [IpaBuia
6e301macHoi paboThI C OPITEXHUKOH.

Tema 1.3. PekBu3uTHI U
CTPYKTYypa TOKYMEHTa

Cone

JKaHHe y4eOHOro MaTepuajia

@opMyIIsIp COBPEMEHHOI'O YIIPABJIEHYECKOr0 JOKyMeHTa. [IonsaTue o
pekBuzutTe. CocTaB peKBU3UTOB, UX pacmojoxeHue. TpeboBanus K
0(OPMIICHHIO PEKBH3UTOB.
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2 [TonsiTne «61aHK TOKyMeHTa». Buibl O1aHKOB M MOPSAOK PACTIOTOKEHHS
PEKBHU3HUTOB B Oyanke (yriioBoe u eHTpoBaHHOe). COCTaB PEKBU3UTOB,
Ha3HaueHUe, 0COOEHHOCTU 0(OPMIICHUS PA3TTUYHBIX BUOB OJIAHKOB.
OcobenHocTH paboThI ¢ OI1aHKaMu ¢ repOoBOi cUMBONUKOM. DopMaTh

OYMa)KHBIX TOKYMEHTOB.
3 TpeboBaHMs K U3TOTOBJIEHUIO TOKYMEHTOB. TEKCT JOKYMEHTa, €ro CTPYKTypa
1 TpeOOBaHMSI K COCTaBJICHUIO.
IIpakTHyeckue 3aHATHA 6
1. PacnonoxeHue peKBU3UTOB JOKYMEHTA
2. OdopmieHne peKBU3UTOB JIOKYMEHTa
3. Paspabotka (mpoektupoBanue) OnaHKa OpraHu3alnuu
KonTposabHas pabora no reme «PeKBU3HUTHI U CTPYKTypa JOKYMEHTa» 1
CamocrosiTesibHas padoTa 00y4Yaromuxcs 6
1. HccnenoBanue «CriocoObl pa3MeieHHE PEKBU3UTOB B HECKOJIBKO CTOJIOIIOB»
2. Wzyuenme OCT P 6.30 — 2003 "TpeboBanust K 0pOpMIICHUIO TOKYMEHTOB"
Paszgen 2. CucreMsbl 40
AOKYMEHTAIlUH
Tema 2.1. Coaepikanue y4eOHOro MaTepuajia 6
Cucrema opraHu3alioHHO- 1 [Tonatne u GyHKIMK OPraHU3AMOHHO-PACHOPSAUTENBHON TOKYMEHTAIH
pacopsiAUTEIILHON (OPM). Bumst OP/I. Opranu3zanuonHbie TOKyMeHTHI: YcraB, [lonoxeHnue,
JOKYMEHTAIU! WHucrpykuunu. ITopsok UX cocTaBaeHUs] U UCIIOJIb30BAHMUSL.
2 Pacnopsaurensubie nokymenTsl: [loctanoBnenus, Pemenns, [Ipukassl,
Pacnopsokenust, Ykazanus. [lopsinok ux coctaBiieHUs], HOANUCAHUS U
VICII0JIb30BAHUS.
3 Haznauenne u oopMieHne MprUKa3oB M0 OCHOBHOM JIEATEIHHOCTH.
IIpakTnuyeckune 3aHATHS 2
1. CocraBnenue u ohopMiIeHHE PUKA30B 10 OCHOBHOU AEATEIILHOCTH U
pacnopsKEHUI
CamocrosiTesibHas padoTa 00y4yaromuxcs 6
1. UnmuBunyansHoe 3ananune «OcHoBHBIX BUABI OPJl, ucnosb3yeMbix B
Oyaymieit mpodecCHOHaTbHON AeSITETLHOCTI»
2. TIpopabGoTka KOHCIIEKTOB 3aHATUH, YUeOHOH U CIlelUaIbHOM JTUTEpaTyphl
3. M3yunTth 0COOCHHOCTH COCTABJICHUS OPraHU3AIMOHHBIX JOKYMEHTOB
Tema Ne 2.2. CoaepixkaHue y4eOHOro MaTepuajia 18

Cucrema nHPOPMALIUOHHO-

1 Haznauenue u Bupl HHPOPMAITMOHHO- CIIPAaBOYHBIX JOKYMEHTOB




CIIPAaBOYHOU IOKYMEHTAalUU

2 Ha3nauenue, coctaB peKBU3UTOB H MOPSAIOK OPOPMIICHUS: TIPOTOKOJIOB,
aKTOB, JOKJAJHBIX 3aIHCOK, CIY)KEOHBIX ITUCEM.

3 Haznauenue, coctaB peKBU3UTOB U MOPAIOK OPOPMIICHHS CITY>KEOHBIX ITHCEM.
Bunp! ciryxxebnbix muceM. [paBuna opopmieHns AeI0BbIX THCEM.
Pa3zHoBumHOCTH CiyKeOHBIX MUceM. JJOKYMEHTHI, IepeiaBaeMble IO KaHaiaM
AJIEKTPOCBS3U: (hakcorpaMma, TesneoHorpamMmma.

IIpakTHYecKue 3aHATHA
1. CocraBnenue u o(hopMIEHHE TPOTOKOJIOB.
2. Cocrasnienue u o(popMIIeHUE CITY)KEOHBIX 3aIUCOK
3. Cocrasnenue u opopMiIeHUE CIY)KeOHOTO aKTOB.
4. CocraBnenue 1 opOpMIICHUE THCEM.

CamocrosiTesibHas padoTa 00y4Yaromuxcs
1. TIpopabGoTka KOHCIIEKTOB 3aHATUH, yUeOHOI U CrielHaIbHOM JTUTEpaTyphl
2. PemieHne cuTyalmoHHBIX 33124 MPO(ECCHOHAIBHOTO XapaKTepa

Tema Ne 2.3. JloxymeHTanus mno
JMYHOMY COCTaBY

ConepxaHue yueOHOro MaTepuasa

1 Haznauenue nuuHbIX TOKyMeHTOB. KaapoBas foKyMeHTaLUs — TPyJOBBIE
KOHTPAKTBI, IIPUKA3bI 110 JINYHOMY COCTaBY, TPYIOBbIE KHIKKHU.
YHuuuupoBanHsie GOpPMbI IEPBUUYHON YUETHOHN TOKYMEHTALUU 110 TPYY
ero orutare. [Ipukassl o muyHomy coctaBy. KonduaenunanbHOCT
JOKYMEHTOB 110 JITYHOMY COCTaBY.

2 OcobenHocTr 0OPMIICHUS PE3IOME, 3asBIICHUH, aHKET, aBToOHorpaduii.

IIpakTHYecKue 3aHATHSA
1. CocraBneHue 3asaBICHUS
2. Hanwmcanue pestome u aprobuorpaduu

KountpoabHnas padora o reme «CUCTEMBI TIOKYMEHTAIIAK»

[

CamocrosiTesibHas padoTa 00y4yaromuxcs
1. TIIpopabGoTka KOHCIIEKTOB 3aHATUH, yUeOHOH H CrielUaIbHOM JTUTEpaTyphl
2. Pabota Han 3aganusimMu pabodeil TeTpaau

Paznea 3. TexnoJiorus BeaeHns
AeJIONPOU3BOJACTBA
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Tema Ne 3.1.
Opranuzanus
JTOKYMEHTO000poTa

Coaepikanue y4eOHOro MaTepuajia

1 Opranuzaiiys paboThI € MOCTYMAOIUME (KBXOSAIIMMUY») U OTIPABIIIEMbIMU
(«rcxopsamuMu») fokymeHnTamu. [IpaBusa opranusanuu paboThI ¢
BHYTPEHHUMU JOKYMEHTaMHU.




2 Peructpanus 10KyMEHTOB - COCTaBHas 4acTh TEXHOJIOTMU OpraHU3aLuU
paboThI ¢ JokyMeHTaMu. Llenn 1 OCHOBHBIE IPUHIIMITBI PETUCTPALIUH
JNOKyMEHTOB. ®OpPMBI perucTpanuu J0KyMEHTOB U NOPSA0K UX 3aI0JHEHUS.
KypnansHast popma perucrpanuu. PeructpaimoHHO-KOHTPOJIbHAS KAPTOUKa.

CamocrosiTesibHas padoTa 00y4Yaromuxcst
1. H3zyueHune HOPMATHUBHO-TIPABOBBIX aKTOB, PErTIAMEHTUPYIOIIUX
JOKYMEHTO000pOT
2. Tsopueckas pabora «CocTaBieHHE TIEPEUHs BXOAAILICH 1 UCXoasIen
JOKyMEHTAIuu Oyaymiel mpoQecCHOHAILHOM TeSTEIbHOCTHY

Tema Ne 3.2.
Howmenknarypa aen

Coaepikanue y4eOHOr0 MaTepuajia

1 ITonatne «HOMeHKIaTypa Aen». HazHaueHne U BUJIbI HOMEHKIIATYPBI 1.
Tunosas, npuMepHas U KOHKpETHasi HOMEHKJIaTypa zien. TpeboBanus,
NPEIbABIISIEMbIE K COCTABIICHUIO U 3aMIOJTHEHUIO ()OPMBI HOMEHKJIATYPHI A€
OpraHu3aluy. 3aroJIOBKU JeJl, UX CUCTeMaTH3alusd U (GpopMyIupoOBKHU B
HoMeHKnarype aesl. Cpoku xpaneHnus nen. llopsnok coctaBnenus u
YTBEPIKICHHS HOMEHKJIATYPBI /1€ OpraHu3aiuu (yupekIeHus).

CamocrosiTesibHas padoTa 00y4Yaromuxcst
1. TIIpopabGoTka KOHCIIEKTOB 3aHATUH, yUeOHOH H CrielUaIbHOM JTUTEpaTyphl
2. Pabota Han 3amaHusMu pabodeil TeTpaau
3. TloaroroBka Kk 3auéty

Tema Ne 3.3. ®opmupoBanue se.
IToaroroBka e K XpaHEHUIO

Coaepikanue yueOHOr0o MaTepuajia

1 [TpaBuna GpopMupoBaHHs pa3IUYHBIX KaTETOPUIl TOKYMEHTOB B JIeJa.
OTBETCTBEHHOCTH 32 COXPAHHOCTh JOKYMEHTOB. [loHsATHE «3KCTIEpTH3A
LEHHOCTH JOKyMeHTOB». [lonsaTHE «odopmienue nena». OCHOBHBIE
TpeGoBaHuUs, peaABsIBIsieMble K opopmieHHIo fei. [loaHoe u yacTuuHoe
oopmaenue aen. [oammska nen. CoctaBieHue 3aBepUTEIbLHON HAIHCH,
BHyTpeHHel onucu. Odopmienue 0010xkku aena. [IpaBuia nepegayun nen Ha
XpaHEHHE B apXUB

KountpoasHnas padora no reme «TexHOIOTH BEACHUS ACIONPOU3BOICTBAY

Bcero:

120
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3.1.

3. YCJIOBUS PEAJIN3AIIMUA YUYEBHOM TUCIUTLIMHBI
TpeOGoBanussi K  MHHMMAJBHOMY  MATEPHAJBbHO-TEXHUYECKOMY

o0ecIe4eHNI0

Peanuzanuus yueOHON NUCUMIUIMHBI TpeOyeT HaIu4Ms yueOHOro kabuHera

«/loKyMEHTalMOHHOT'O 00ECTIEYEHHsI YIIPABICHUS»

O6opynoBanue yueOHOTo KaOMHeETA!

M0CaJI0YHbIE MECTA IO KOJIMYECTBY O0YyHAOIINXCS;

pabodee MEeCTO IpernoaaBaTes;
y4eOHO-HarIsHbIE TOCOOUS

TexHuueckue cpeacTa 0OydeHHs:

KOMIIBIOTEp C  JIMIICH3WOHHBIM  IPOTPAaMMHBIM ~ OOCCIICUYCHHEM  H
MYJIBTUMEIUAIIP OEKTOP;
00pa3ipl 0QUCHON TEXHHUKH.

3.2. HudopmannoHHoe odecnevyeHne 00ydeHust

Ilepeuens pexkoMeHayembIX Yy4eOHbIX wu3aaHuii, WHTepHeT-pecypcos,

JTOMOJTHUTEIbHOM JIUTEPATyPhI

OCHOBHBIE UCTOYHUKU.

1.

6

O6 wundbopMmaruu, UHOOPMAIMOHHBIX TEXHOJOTHUAX W O 3allUTe
napopmanun'. Oegepanbubiii 3akoH PO ot 27.07.2006 Ne 149-D3.

"OO0 »snekTpoHHON 1UdpoBoil mnoanucu'. denepanbHbBI 3aKOH OT
10.01.2002 Ne 1-®@3.

I'OCT P51141-98. ]Jlemompow3BOACTBO W apXWBHOE Je€10. [EepMHUHBI U
onpeneacuus (yrB. Iloctanosmennem [N'occtanmapra P® ot 27.02.98 Ne
28).

I'OCT P 6.30-2003. VYuudwumupoBaHHbIE CHCTEMBI JTOKYMCHTAIIWU.
YuaudumnupoBanHas cucreMa OpraHU3aIMOHHO-PACTIOPSTUTETLHO U
nokymeHTanuu. TpeGoBaHus K O(POPMIECHHUIO JOKYMEHTOB. Y TBEPIKICHBI
noctarHoBineHueM ['occranmapra P® ot 03.03.2003 Ne65-ct.- M.: U3n-Bo
crangaptos, 2003.

TunoBass WHCTPYKIHS TO JEIOMPOU3BOJACTBY B (eepaibHBIX OpraHax
ucrnoyiHuTeapHOM Biactu (yTB. I[lpmkasom MuHHCTEpPCTBA KYJIBTYPHl U
MaccoBbIX KOMMyHUKamuii P® ot 8 Hos6pst 2005 r. Ne 536)- M., 2008.

Jlmenko A.B. JlokyMeHTanioHHOe oOecrieueHne ynpasieHus - M: HI]

«Axamemus», 2014
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,HOHOJ'IHI/ITGJIBHI)IG HNCTOYHUKHU.

1. Pymbinuna JILA. Jlenonpous3BOACTBO: YYEOHUK ISl yUpPEXKACHUU
cpea. mnpod. oOpa3zoBaHUs OOydYalOMMUXCS MO  IOPUIHUYECKUM
creranbHocTaM - M.: U1 «Akagemus», 2007

2. «Jlemonpous3BOACTBO». ExexBapranbHbIi npodeccuoHaIbHbIN
KypHai. M3natenscTBO «Jleaonpon3BoacTBO».

3. «Cekpetapckoe neno». Exxemecsunblii podecCuOHaIbHBIN KypHa.
NznatenscTBO «CekpeTapcKoe A€I10».

HNuTepueT-pecypcesl

1.

2
3.
4

www.delpro.narod.ru - Jlenonpou3BoacTBo+.

www.termika.ru — DHIUKIIOTICIUS IETOTIPOU3BO/ICTBA.

www.directum.ru - DeKTpoHHOE AETONPOU3BOICTBO U KAHIICISIPUS

DneKkTpoHHBIN yueOHbIN Kypc JJOY
http://portal.tolgas.ru/edt/ef eo/edt4399/index.htm?e=4399&sc=1784
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4. KOHTPOJIb U OLIEHKA PE3YJbTATOB OCBOEHHUSI YYEBHOI
JTUCLHUATIIAHBI

KOHTpOJ'IL H OHEHKa pPC3yllbTaTOB OCBOCHUSA JAUCIHHIIIMHBI

OCYIIIECTBIISCTCS

IperoaaBaTrcjicM B IMPOLCCCC NPOBCACHUA IMPAKTHUUCCKUX 3aHATHH , TCCTUPOBAHUSA, a

TaK¥XKEC BBIIIOJIHCHHA O6y‘IaIOIJ_[I/IMI/IC$I

HCCIIEJOBAHUN.

HHANBHUAYAJIbHBIX

3aJJaHii, TPOEKTOB,

PesynbTaTsl 00y4yeHus
(ocBOEHHBIE YMeHHsI, YCBOEHHbIE 3HAHNSA)

®opMbI 4 METOAbI KOHTPOJISI U OLIEeHKHU
pe3yJabTaTOB 00y4eHHs

YMmenusn

COCTaBJIATH M OOPMIIATH Pa3IUYHBIC BUJIBI
JOKYMEHTOB

[TpakTuyeckue paboThl, KOHTPOJIbHBIE PAOOTHI

0pOpMIISITH HOMEHKJIATYPY JIeT U
(dbopMHpOBATH JieNa B COOTBETCTBUU C
HOMEHKJIATYPOU Jell

[IpakTuyeckas paboTa, KOHTpPOJIbHAs paboTa

OCYILECTBJIATh TOKYMEHTUPOBAHUE U
OpraHM3aIuIo padOTHI C TOKyMEHTaAMHU

[IpakTuyeckue paboOTHI

HCIOJB30BaTh O(PHCHYIO OpraHU3alMOHHYIO
TEXHUKY

[IpakTuyeckue paboThl, TECTUPOBAHUE

3Hanug
OCHOBHBIE 3aKOHOJIaTeNIbHBIC aKThI B 00sacTH | Onpoc, UHANBHUIYaIbHBIC 3a/1aHUS, TBOPUYCCKHE
JICIIONIPOU3BOICTBA 3a1aHusd

BUJbI TIOKYMCHTOB

Omnpoc, BEINOJIHEHHE 33JaHU paboyeil TeTpaan

MIpaBUJIa COCTABIICHUS B O(OPMIICHHIO
Pa3IMYHBIX BUIOB JOKYMEHTOB

TectupoBanue, BBINOJIHEHHE 3aJaHUN pabodeit
TETpajJy, UCCIEN0BaTENbCKas padoTa,
KOHTpOJIbHast paboTa

TpeOOBaHHUS K TEKCTY CIIY)KEOHBIX
JOKYMEHTOB

TectupoBanue, BBINIOJIHEHHE 3aJaHUN pabodeit
TETpaju, KOHTPOJIbHAs paboTa

oO011re mpaBuia OpraHu3auu paboTel ¢
JOKYMEHTaMHU

Ormpoc, TecTupoBaHKE, BBITIOJHEHHUE 3a1aHUI
paboueii TeTpaau

NPUHLIUIB pa0OTHI O(PHUCHON
OPraHu3alMOHHON TEXHUKHU

Ompoc
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