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PaGoyas nporpamma yuebuoidi mucumnamnsl OIL03. «Menemxment
paspaboTaHa Ha ocHoBe (elepalbHOTO TOCYIapcTBEHHOTO 00pa3oBaTeNbHOrO
cradaapra cpeanero npodeccuonansHoro obpaszosanua (aanee — ®I'OC CIIO)
no cneunansHocTd 38.02.01 IxoHomuka u OyxraaTepeckuil y4er (mo orpacaam)
yTBepi#IeHHOro npukasoM MunucTtepctBa obpasoBanns u Hayku Poccuiickoii
®enepauun ot 28 wrona 2014 r. Ne 832

Opranusanus-paspadorauk:
bromxerHoe mnpodeccuoHansHoe o0pasoBaTenbHoe yupexaeHne OproBckoii
obnactu «OpnoBcknit TeXHUKYM nyTeit cooduennd uM. B.A Jlanodkunay.

Pazpaborunkm:

Cumonosa I'.H. - 3am. aupekrtopa BIIOY OO «OpnoBckuil TeXHUKYM myTeii
cooOmenna uMm. B.A. Jlamoukunan;

Kypamosa B.B., nmnpeacenarens  mpeaMeTHO-IHKIOBOH KOMHCCHH
synekTporexundecknx mucuunaud BITOY OO0 «OpnoBckuif TeXHMKYM myTeit
coobmenns umenn B.A. Jlanoukunan,

Akcenenkosa C.H., npenomasatens »koHomH4eckux mucuumniand BIIOY OO
«OpnoBckuil TexHukyM nyTeii coobulenus umenu B.A. Jlanoukunay.

PaccMoTpeno, 0100peHo H peKOMEHI0BAHO K HCTOIB30BAHHIO Ha 3aceaniH
NpeIMeTHO-LHKIOBOH KOMHCCHH MTEKTPOTEXHHYECKHX AHCLMILIHH,
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1. OBIIASI XAPAKTEPUCTHUKA PABOYEH TPOTPAMMBI
YYEBHOM JUCIHHUILIMHBI OII1. 04 « IOKYMEHTAJIbHOE OGECIIEYEHUE
YIIPABJIEHUS»

Pabouas nmporpamma yuyeOHOW AMCIUIUIMHBI SBISETCA YacTbIO IMPOrPAMMBI
IIOATOTOBKH CIIEIMAIINCTOB CpenHero 3BeHa B coorBerctBHM ¢ PI'OC mo
cnenupanbHoctn  CIIO 38.02.01 Dxonommka u Oyxrajatepckuid yder (mo
oTpaciasiM), YTBEPXKIEHHOTO NpHUKa3oM MUHHCTEpPCTBA OOpa30BaHHS W HAYKH
Poccwuiickoit ®enepanuu ot 28 utons 2014 r. Ne 832.

1.2. Mecto Yy4eOHOIi JMCUMIUVIMHBI B  CTPYKTYpe OCHOBHOIA
npogeccuoHAIBLHOI 00pa3oBaTeJIbHOH NpPOrpamMMbl. ydeOHas IUCLUILIMHA
BXOJUT B  MNPOPECCHOHAIBbHBIA  IUKI M  OTHOCUTCA K  TIpymmne
obmmenpogecCHoOHATbLHBIX JUCITUILINH.

1.3. Heam wu 3agaym y4eOHOM JUCHMIUVIMHBI — TpeOOBaHUA K
pe3yJibTaTaM OCBOEHHS IMCUUILIUHBI:

[Iponecc n3ydeHus: AUCUUILIMHBI HAPABJIEH HA OCBOCHUE CIIEAYIOLINX OOIIMX

KOMIIETEHIINH, BKIFOUAIOIINX B CE0s1 CHOCOOHOCTb.

B pesynbrarte 0CBOCHUS JUCHUILIMHBI 00y4arONIUNCs TOMKEH YMETh:
-¥1 odopmasTh TOKyMEHTALUI0 B COOTBETCTBUU C HOPMAaTUBHOW 0a3oH, B
TOM YHCJIE C UCIOJIb30BAHUEM UH(DPOPMAIIMOHHBIX TEXHOJIOTUH;

-¥Y2 ocBauBaTh TEXHOJOTHMH aBTOMATH3WPOBAHHOW OOpaOOTKH JOKYMEHTa-

1y,

-¥3 ucnonap30BaTh YHUGUIIUPOBAHHBIE (POPMBI TOKYMEHTOB;

-Y4 ocymiecTBIsATh XpaHSHHUE U TTOMCK JOKYMEHTOB,

-¥5 uCmosib30BaTh TEIEKOMMYHHUKAITMOHHBIC TEXHOJIOTHH B SJIECKTPOHHOM
JIOKyMEHTO000pOTE.

B pesynbrare 0CBOCHUS JUCHUIUIUHBI 00YUYAIOIIUICS JOKEH 3HATh:
-31 nousTHe, 1IeNH, 33]]a41 U TPUHIUIIBI JEJIONPOU3BOACTBRA,;

-32 OCHOBHBIC TTOHATHUS JOKYMEHTAIITMOHHOTO O0CCTICUCHHSI YITPaBICHUS;
-33 cucTeMbl TOKYMEHTAIIHOHHOTO 00ECTICUeHUs yIIPaBIICHHUS;

-34 knaccudukanuo J0KyMEHTOB;



-35 TpeOoBaHMs K COCTABICHUIO U 0()OPMIIEHUIO TOKYMEHTOB,;

-36 opraHu3anui JOKyMEHTOOOOpOTa: MpHueM, 00pabOTKy, PETHCTPAITHIo,
KOHTPOJIb, XpaHEHUE JOKYMEHTOB, HOMEHKIIATYPY JEII.

1.4. PexoMeHayemMoOe KOJUYECTBO YACOB HAa OCBOEHHE IPUMEPHOI
NMPOrpaMMbl y4eOHOH JUCITUTITIHHBI .

-MaKCUMaJIbHOHM y4eOHOU Harpy3Ku oOydJaromerocs -72 gaca, B TOM YHUCIIE:

-00s13aTeNbHOM ayTMTOPHON yueOHOM Harpy3ku oOy4atomerocs - 484acos;

-CaMOCTOATEIHHON PabOTHI 0OyUaronierocs - 24 4acos.



2. CTPYKTYPA U COAEP)KAHUE YUYEBHOM JUCIUIIJIAHBI

2.1. O0beM yueOHOI TUCHUILIHHBI U BU/IBI Y4e0HOi#i padoThI

Bua yueOHo# padoThI KoanuecTBo yacos

MaxkcumanbHas yueOHast Harpy3ka (Bcero) 72
O0s3aTesbHasi ayAUTOPHAasi ydeOHasi HAarpy3Kka (Bcero) 48
B TOM YHCJIE
NpPaKTHYEeCKHUE 3aHATHUSA 16
CamocrosiTeibHAsI padoTa odyuaromerocs (Bcero) 24
B TOM YHCIJIE!
BreaynuropHas camoctosaTenbHas padoTa 24
Urtorosas arrectanus B hopme auddepeHIIMPOBAHHOIO 2
3a4era




2.2. TeMaTnuecKuid IJIaH U COACPKAaHUC y‘l€6HOl7[ AUCIHUIIJINHBI «I[OKyMeHTaJILHOC o0ecrneyeHue YiupaBJ€HUA»

HanmeHnoBaHMe pa3neiioB U TeM Coaepixkanue yueOHOro MaTepuaJa, JadopaTopHble H NPAKTHYECKHE Oo0be Yposenn
padoThI, caMoCTOsITeIbHAS PadoTa 00y4YaroImMXcst M OCBOCHUSA
4acoB
Conep:xanue. 6
Beenenne Ienwu, 3apaun ¥ NPUHLMIIBI AETONPOU3BOACTBA. VicTOpHUs Nenonpon3BoACTBa
kak Hayku. [Ipenmer m 3amaum kypca. Kparkmii 0030p mureparypsl U
HUCTOYHUKOB 10 JAaHHOMY Kypcy. PexkoMeHpganuu 10 OpraHuzanuu
CaMOCTOSITEJIbHOW M BHEAyTUTOPHON paboThl cTynaeHToB. IloHatne o 2 1
KODPECIOHIEHIIMM W JeJONpOM3BOACTBE.  Jlornueckas  cTpykTypa
JUCLMIUIMHBL, €€ MEeCTO B CHUCTEME IOAIOTOBKM  CHEUAJINCTA,
MEXIIPEIMETHBIE CBS3H.
Pazpea 1.
OO11as xapakTepuCcTUKa
JOKYMEHTAIL[MOHHOT O
oOecrieyeHus yrpaBJICHHUs
Tema 1.1. OcCHOBHBIE  IIOJIO)KEHUST 10  JOKYMEHTHPOBAaHHUIO  YIPaBICHUYECKON
OcCHOBHBIE IOHATHS nestenbHOCTH. Enunas ['ocynapcTBenHas cuctema aenonpoussojactsa (EI'C 4 1
JTOKYMEHTAMOHHOT'O J10Y) KitoueBnie TOHSTHUS: JOKYMEHT, JOKYMEHTOO00OPOT,
oOecrieyeHus yrpaBJICHHU JIeTIOTIPOU3BOACTBO,  YHHU(HKAIMS, CTAaHAApPTU3aLMUsA, apXUBHOE JEJIO,
oprrexnuka. Kimaccudukanus 10KyMeHTOB.
CamocrosiTes1bHast padoTa: BBIIIOJHEHUE IOMAILHUX 3alaHui 1o pazneny 1.
IIpumepHasi TeMaTHKa BHeAyJUTOPHOI CaMOCTOSITeIbHOI padoThI
HcTopudeckue 3Tamnsl JeI0IPON3BOICTBA.
Obmepoccuiickue knaccuduraropsr OKIIO, OKY /], OT'PH.
OcHoBHbIE yHU(HUIIMPOBaHHBIE ccTeMbl B coctaBe OKY /1. 3

Cucrema rocyjapcTBeHHBIX opraHoB ynpasienus JOVY.




1 2 3
Pasnen 2. Conepxanue. 10
TpeboBaHMsI K COCTABICHHUIO U
0 OPMIICHHIO TOKYMEHTOB
Tema 2.1. OdopmiieHne TOKyMEHTAIlUU B COOTBETCTBUU C HOPMATUBHOU 0a30ii, B TOM
OdopmiieHne TOKYMEHTAIlUM B | UACJIE€ C MCIOJIb30BAaHUEM HH(POPMAIIMOHHBIX TeXHOJIOTUH. OCHOBHBIE 4
COOTBETCTBUH C HOPMATHBHON npaBuia  OQOPMIICHHS ~ MAIIMHONUCHBIX  TEKCTOB. TpeGoBanus K
6a3oit (dhopMaTHPOBAHUIO TEKCTA
Tema 2.2. OCHOBHBIE = PEKBHU3HMTHI JOKYMEHTa, UX Kiaccu(uKaius, IMpaBHuia
OdopmiteHue OCHOBHBIX oopmiuenus B coorBercTBUM ¢ ' OCTom. @opmynsip u 651aHK TOKyMEHTA. 4
PEKBU3UTOB JOKYMEHTA
IIpakTuyeckoe 3ansatue Ne 1 «OdopmiieHHe OCHOBHBIX PEKBU3HUTOB
AOKYMEHTa» 2
OdopmiieHne NpocThIX PEKBU3UTOB JOKYMEHTA
OdopmiieHne ClI0KHBIX PEKBH3UTOB JTOKYMEHT.
CamocTrosiTesibHasi padoTa: BbINOJHEHHE JOMAIIHUX 3a1aHUI pa3aeny 2.
OcHoBHBIE TIpaBUIIa 0POPMIICHHUS MAIIMHOIMCHBIX TEKCTOB. 5
TpeboBanus kK popMaTUPOBAHUIO TEKCTA.
Pazgean 3. Copepixanue.
Cucrempl TOKyMEHTAlMOHHOTO 22
o0ecrieyeHus yrpaBJICHHUs
Tema 3.1. YCOP/ - yHU(pULIIPOBaHHAS cucreMa OpraHU3alMOHHO—
OpranuzannoHHast pacropsaauTenbHoi  nokymeHTtanuu: cocraB  YCOPJl, oGnactu ee
JTOKYMEHTAIUs npuMeHeHus. OpraHu3aloHHbIe JOKYMEHTHI, X Ha3HaueHue, GopMyIIsphl- 4
oOpaszupl. Ilponenypa cocraBieHus u OGOPMICHHS OpPraHW3aLMOHHBIX
IOKyMEHTOB. OO0nacTb NPUMEHEHHS OpPraHU3alMOHHBIX JIOKYMEHTOB.
Vcnonp3oBanue yHU(PHUIUPOBAHHBIX (opMm
IpakTnyeckoe 3ansiTne Ne2 «OpraHu3aiuoHHAasi JOKYMEHTAINST»
OdopmiteHne OCHOBHBIX BUJIOB OPraHU3alIMOHHBIX IOKyMEHTOB 2
Tema 3.2. PacniopsiautensHble  JOKyMEHTHI. WX Ha3HadeHue, (HopMyssipel-o0Opasiibl
Pacnopsiaurenshas [Tpouienypa cocraBieHus U O(GOPMIICHHS PACTIOPSAUTEIBHBIX TOKYMEHTOB.
JTOKYMEHTAIUs OO6nacte TpUMEHEHHs PaCIOPSIAUTENBHBIX JTOKYMEHTOB. Mcrnoiab3oBaHue 4
YHUDUITUPOBAHHBIX (HOPM.
IIpakTuuyeckoe 3ansitne Ne3 «PacnopsiiuTeabHasi JOKYMeHTALMS» 2

OdopmiteHue OCHOBHBIX BUJIOB PACTIOPSAIUTEIbHBIX TOKYMEHTOB




1 2 3
Tema 3.3. WupopmaioHHO-cIIpaBoOvYHbIEe JOKYMEHTHI. X HasHadeHue, (Gopmyssipbl-
WNndopmannonHo- cripaBouHast | oOpasusl. Ilpomenypa coctaBieHuss u  oQopmiIeHHS HHPOPMALMOHHO- 2
JTOKYMEHTAIUs CIPaBOYHBIX JOKYMEHTOB. OO0nacTh mNpUMEHEHUs HHPOPMAIIMOHHO-
CIIPaBOYHBIX TOKyMeHTOB Mcnonb3oBanue yHuuupoBaHHbIX GopM
IIpakTnueckoe 3ansTHe Ned «HHpopmanmoHHo - cnpaBo4Hasi
AOKYMEHTALMsI»
Odopmiienre OCHOBHBIX BUJIOB WH(OPMAIIHOHHO-CITPABOYHBIX JTOKYyMEHTOB 2
Tema 3.4. [TakeT HOKYMEHTOB MO JHYHOMY cocTaBy. OcobeHHOCTH paboThl C
JIOKyMEeHTAIHs 110 JTNYHOMY KaJpOBBIMHU JTOKYMEHTaMH. JIOKyMEeHTHUPOBaHHE TPYAOBBIX
COCTaBy MPaBOOTHOLIECHUN. Vcronb30Banne yHUPUIIUPOBAHHBIX (OPM JTOKYMEHTOB 3
0 JUYHOMY cOCTaBy. V3gaHume TpUKa30oB MO JIMYHOMY COCTaBYy.
®opMmupoBaHUE W BEACHUE JIHUYHBIX Jei. BeneHue TpPyNOBBIX KHHKEK
paboOTHUKOB
IIpakTuyeckoe 3ansTue Ne5 «/lokyMeHTanMs MO0 JTUYHOMY COCTABY»
OdopmiieHre OCHOBHBIX BUJIOB JOKYMEHTOB TI0 JITUHOMY COCTaBY 2
OdopmiteHre mpUKa3oB MO JMYHOMY COCTaBY, BEACHUE JINUHBIX JIET
KonTtpoJsbHas pabora Nel 1
CamocTrosiTesbHasi padoTa: BbINOJHEHHE JOMAIIHUX 3a1aHuil pa3aeny 3. 11
[Topsimok cocTaBieHus: 1 0OPMIICHHS PACTIOPSAIUTEIBHBIX TOKYMEHTOB.
YauduurpoBanHsie GOPMBI TOKYyMEHTOB MO JMYHOMY COCTaBY.
[Topsinok opopmIIeHHS TPUKA30B 1O JIUYHOMY COCTaBY, BEACHUE JIMYHBIX JIEJ
Pasnea 4. Copepixanue.
Opranuzanus 10
JTOKYMEHT0000poTa
Tema 4.1. Opranm3zanus J0KyMeHTOOOOpoTa: mpueM, 00padoTka, perucrpanus,
TeXHONOT s U TPUHIIHIIBI KOHTpOJIb, XpaHEHHE JIOKyMEHTOB, HOMEHKJarypa nen. TpeOoBaHus K 2
OpraHu3aly J0KyMeHTooOopoTa | 3aroyioBkam nen. dopmupoBanue paen. Cucremaruzanus JOKYMEHTOB
BHyTpH fena. Odopmienue nen. TUNOBBIE CPOKU XpaHEHHSI TOKYMEHTOB.
Tema 42 ABTOMaTI/IBI/IPOBaHHI:IC CUCTCMbI JICJIOIIPOU3BOJACTBA. Cucrema SJICKTPOHHOI'O
TexHOJIOTUA nokymentoooopora (COJ), ee crpykTypa, HacTpoika cuctemsl. (0630p 2
aBTOMaTI/I?)I/IpOBaHHOﬁ 06pa6OTKI/I COBPCMCHHBIX CPCACTB OPITCXHHUKU I MEpeaadu u r[epepa60TKH I/IH(i)OpMaL[I/II/I.
JOKyMEHTaLHHI Hudposast momnuch. IiekTpoHHas mnodyta. 3ammrta wuHpopMauuu. CHCTEMBI

OIITHYCCKOI'O pacrno3HaBaHusd Hcnonw3oBanue

I/IH(l)OpMaL[I/IOHHLIX CHCTEM.

TCKCTOB. IIpaBOBBLIX




1 2

IIpakTH4eckoe 3aHsATHE 6 «Odopmiienue

JOKYMEHTOB B

aBTOMaTU3MpoBaHHOU cucteme JJOY» 2
IIpakTH4Yeckoe 3aHATHE 7 «Opranuzanuu 3JIEKTPOHHOIO
JOKYMEHTO0000pOTa». 2
CamocrosrenbHas padoTa: BHIIOJHEHNE TOMAITHUX 3a/laHui 110 pa3zaeny 4
Opranuzanus paboThl ¢ TOKYMEHTaMU UMEIOIIUMH IpH(bI OTpaHUYSHUS JOCTYIIA .
Koudunennmansnas uapopmanus 5
l'ocynapcrBenHas TaitHa
CrnyxebHas nHGOpMaIHsI OTPAHUICHHOTO PacIIPOCTPAHEHHUS
JuddepennnpoBanHblii 3a4eT 2
Bcero yacos 72
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3. YCJIOBUS PEAJIM3AIIMU TPOI'PAMMBI I CHUATIJIMHBI

3.1. TpeOoBanusi K MHHHUMAJIBLHOMY MATEePHAIbHO-TEXHHYECKOMY
odecrneyeHHu 1o

3.1. TpeboBanuss K MHUHUMAIHPHOMY  MaTePHUATBHO-TEXHHUECKOMY
oOecrieueHuto Peanuzanust mporpamMmMbl JUCITUTIIMHBI TPEOYET HATUYHUS YIEOHOTO
KaOuHeTa «J{oKkyMeHTalMoOHHOE 00ecIeYeHe YIIpaBICHUs»

O6opynoBaHue yueOHOro KabMHeTa!

- TOCaI0OYHBIE MECTA MO KOJIMYECTBY O0YUAIOIINXCS,

- pabouee MeCTO IpernoiaBaTers;

- KOMIUIEKT y4eOHO-HarasqHbIX mocoouit «J[0Y».

Texauueckue cpeacTra oOydeHUS:

-KOMIBIOTEPHl €  JIMIICH3WOHHBIM  MPOTPAMMHBIM  OOECIEYCHHUEM,

MYJIbTUMENUAIIPOECKTOP, IPUHTEP, CKAHED.

3.2. HNudpopmanuonHoe o0ecneyeHue o0yueHus1 Ilepeuennb
peKoMeHyeMbIX Y4ueOHbIX u3iaHuii, UHTepHeT-pecypcoB, T0NMOJTHUTEILHOM
JUTEPATYPhI

OCHOBHbIE HCTOYHHUKH:

1. «O6 wundopmanuu, HHOOPMALMOHHBIX TEXHOJOTUSAX U O 3allUTE
uadopmarn». Oeaepanbuerii 3akon PO ot 27.07.2006 Ne 149-D3.

2. «O06 »osnexkTpoHHON 1HppoBON moamucu». DemepalbHBIA 3aKOH OT
10.01.2002 Ne 1-@3.

3. TOCT P51141-98. Jlenonpou3BOACTBO W apXWBHOE NeJ0. TepMHUHBI U
onpezaenenus (yrB. [TocranoBnenueM ['occrangapra PO ot 27.02.98 Ne 28).

4. TOCT P6.30-2003. VYuubunupoBaHHbIE CHCTEMBI TOKYMEHTAIUU.
YuaudunupoBanHas cucTemMa OpraHU3alMOHHO-PACTIOPSTUTEITLHON
JOKyMeHTanmuu. TpeboBaHWss K OGOPMIICHHIO JTOKYMEHTOB. Y TBEPKICHBI
noctanoBiaeHneM ['occragmapra P® or 03.03.2003 Ne65-ct.- M.. H3n-Bo
crangapTos, 2003.

5. TunoBast THCTPYKIHSI TI0 JEIOMPOU3BOACTBY B PpeiepalbHBIX OpraHax
UCTIOHUTEIbHOM BiacTH (yTB. [Ipukazom MuHHCTEPCTBA KYJIBTYPhl H MACCOBBIX
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kommyHHKaruii PO ot 8 HosOpst 2005 r. Ne 536)- M., 2008.

6. KpanmnukarmoHHbpIi CIIPaBOYHHK JOJKHOCTEH CITyKamux. BBeneH B
neiicTBre noctaHoBieHneM MunTpyna PO ot 21.08.1998 (¢ u3m. u gom.ot 1999-
2002rr.)- M.: TH®PA-M, 2001.

/. Obepoccuiickuii kiaccupukaTop ymnpasieHueckor nokymentanuu OK
011-93 (OKVYM). (Y1BepkaeH u BBEACH B JEHWCTBHE IIOCTAHOBJICHUEM
['occranmapra PO ot 30.12.1993 Ne299 (¢ m3m. u gom.ot 1999-2002 rr.).

8. bacako M.U. [lenonpou3BoactBo (JoKyMeHTAIlMOHHOE OOECIICUCHHE
yrpasieHus): Yueb.mocoodue.- 3-e uza.- M.: U3, «Jlamkos u K», 2012

9. Kysuenora T.B. JlemonpousBoctBo (JJokyMeHTaIMOHHOE OOECIICYCHHE
yIpasjieHus) 5-¢ uznanue, ucnp. u gonoiad. — M.:000 «XXypHan «YnpapieHue
nepconagom», 2007.

10. OxornukoB A.B., bymaBura E.A. JlokyMeHTOBemeHue W
JCIIONPOM3BOICTBO:  Yueb.mocobue.- 2-¢ wm3a., mepepad. u mom.- M.:MKI]
«MapT»; Poctos uv//1, 2012.

11.CrenrokoB M.B. [lenonpousBoactBo (koHcrr. Jlexnuii). — M.: IIPUOP-
u3nat,2011.

JlonoJIHUTeIbHbIE HCTOYHUKH .

1. Ilpuka3 u AenoBoe MUCHbMO: TpeOoBaHUS K O(OPMIICHUIO U OOpa3Lbl
nokymentoB cormacio ['OCT 6.30-2003: mpaktuueckoe mocooue / M. W.
bacakoB.— PoctoB u//]: ®enuxc: 2005.

2. CmmBak B.A. JlokyMeHTHpOBaHHME YMPABICHUYECKONW ESITEIHHOCTH
(Henompouspoactso).- CII0.; [Turep,2005.

3. SuxoBas H.®. Kak opranm3oBath aemonpou3BoacTBo. — M.: MIIDOP,
2004.

4. «CrnpaBoYHUK cekpetaps U oduc-meHemkepa». ExxemecsuHbIi
CIIPaBOYHBIN XypHaIL. M3narenscTtBO «CeKpeTapcKoe AEno».

5. «/lenmompouszBoactBo». ExekBapTanbHbld Mpo(ecCHOHANBHBIN KypHAa.
N3paTenbcTBO «Jlenonpon3BOACTBOY.

6. «Cekperapckoe nemno». ExemecsuHbiii mpodecCHOHATbHBIN KypHAI.
N3patenbcTBO «CekpeTapckoe IeIo».
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NuTepHeT-pecypcenl:

1.  DnexTpoHHBIM  y4eOHBIH  KypcC

ledt/ef _eo/edt4399/index.htm?e = 4399&sc=1784

JIOY

http://portal.tolgas.ru
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4. KOHTPOJIb U OLNEHKA PE3YJIBTATOB OCBOEHMUSA

JTUCLUATIIAHBI

KOHTpOJIB M OICHKA PE3YyJIbTATOB OCBOCHUS AUCHUINIMHBI OCYHICCTBIISACTCA

IpernoaaBaTcicM B IIpOoLeCccCe IIPOBCACHUA

IMPAaKTHICCKUX

3aHATUA WU

1a0opaTOpHBIX pPabOT, TECTUPOBAHMS, a TAKKE BBHINOJHEHUS OOYYarOIMIMMUCS

VH/IMBUYaJbHbBIX 3aJJaHUM, TPOEKTOB, UCCICIOBAHUMN.

Pe3y.]1]>TaTbI Oﬁy‘IeHI/IH (OCBOeHHLle YMEHUSA, YCBOCHHbLIC

(I)OprI H ME€TOAbI

3HAHHUA) KOHTPOJISAA U OLIeHKH
pe3yJibTaToOB
o0y4eHuUs
YMmeHns:

- oopMIIATH JAOKYMEHTAIMIO B
HOpPMAaTUBHOW ©0a30i, B TOM 4YHCIE C
MH()OPMAIIMOHHBIX TEXHOJOT U

COOTBCTCTBHUH C
HUCIIOJBb30BaAHUECM

MpaKkTHYEeCKHEe paboThI

- OCBaMBaTh TEXHOJIOTUU aBTOMATU3UPOBAHHOW 00pabOTKHU
JIOKYMEHTAIINH,

MMPAKTUHYCCKUC 3aHATHUA

- UCTIOJIb30BaTh YHUDUIIMPOBaHHBIE ()OPMBI TOKYMEHTOB,

MPAKTHYCCKUC 3aHATHUA

- OCYHICCTBJIATh XPAHCHHUC U ITIOUCK JJOKYMCHTOB

MPAKTHYCCKUC 3aHATHUA

- WCTOJIb30BaTh TEIEKOMMYHUKAIIMOHHBIE TEXHOJOTHH B
AIEKTPOHHOM JOKYMEHTO000pOTE

MMPAKTUHYCCKUC 3aHATHUA

3Hanuga

MMPAKTUYCCKUC 3aHATHUA,

-TIOHSITHE, 1IEJIH, 33/1a4¥ U IPUHIIUIIBI JeJIONPOU3BOICTBA;

JToMaIHssg padbora

-OCHOBHBIE TOHSTHUS JOKYMEHTAllMOHHOTO OOeCTeueHUs
YIIPaBJICHUSA

JOMaIIHsIs padoTa,
TECTHPOBAHHUE

- CUCTCMBbI IOKYMCHTAITMOHHOT' O oOecreueHus YHpPaBJIICHUA

TECTUPOBAHUE

-KJIACCU(PUKAIUIO TOKYMEHTOB,

IMPAKTUHYCCKUC 3aHATHUA

-TpeOOBaHMs K COCTABJICHUIO U O(DOPMIICHUIO JOKYMEHTOB;

MPAKTHYCCKUC 3aHATHUA

-OpraHu3alyioo JA0KyMEHToo0OopoTa: mpueMm, 00padoTKy,
pETHCTpAIiio, KOHTPOJIb, XPAHCHHUE JOKYMEHTOB, HOMEHKIIATYPY
ael

MNPAKTHYCCKUC 3aHATHUA

- ohopMIIATh JOKYMEHTAllMI0 B
HOpPMATUBHOW 0a3oif, B TOM 4YHuCIE C
MH()OPMaIIMOHHBIX TEXHOJOT UM

COOTBCTCTBUHU C
HUCIIOJBb30BAHUECM

MMPAKTUHYCCKUC 3aHATHUA

- OCBaMBaTh TEXHOJIOTUU aBTOMATU3UPOBAHHON 00pabOTKHU
JIOKyMEHTaIUH

MMPAKTHYCCKUC 3aHATHUA

- UCTIOJIb30BaTh YHUDUITMPOBaHHBIE (DOPMBI JOKYMEHTOB,;

IMPAKTHYCCKUC 3aHATHUA

-OCYIICCTBJIATh XPAHCHUEC U ITOMCK NTOKYMCHTOB,

IMPAKTHYCCKUC 3aHATHUA

- HCIIOTh30BaTh TEJICKOMMYHUKAIIMOHHBIC TEXHOJOTHUU B
AIEKTPOHHOM JOKYMEHTOO0OOPOTE,

MMPAKTUHYCCKUC 3aHATHUA
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