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1. OBIIIASI XAPAKTEPUCTHUKA PABOUYE ITPOT' PAMMBI YUEBHOM
ANCHUIIVINHBI «(JIOKYMEHTAIIMOHHOE OECIIEYEHUE YIIPABJIEHU S

1.1. MecTo THCHMIUIMHBI B CTPYKTYpPe OCHOBHO# 00pa30BaTe/IbHOI NMPOrpaMMbI:

VYyeOHast aucruruinHa «J{OKyMEHTAIIMOHHOE OOECTIeUeHHEe YIPABICHUS») SIBISICTCS
00s13aTeNbHOM  YacThi0  00mIENPO(EeCCHOHANBFHOTO  IIMKJIa OCHOBHOW  00pa3oBaTenbHOMN
nporpamMmmbel B cootBeTcTBUM ¢ PI'OC mo cneunanpHOCcTH38.02.06DuHaHCH. KBanndukanus

«DuHa"cHuCTY.

VYyebnas mucuuiummHa «Jl[OKyMEHTAIIMOHHOE 00€CTIeueHre YIPABJICHHS» 00CCTICUNBACT
dbopmupoBanre MpohecCUOHATBHBIX W OOIIMX KOMIETCHIIMH MO BCEM BHJAM JIEATEILHOCTH

DI'OC 1o crienmansaOocTH 38.02.06 duHaHCHL.

1.2. lleab ¥ NJIaHUpPYyeMble Pe3yJIbTAaThl 0CBOEHUS JHCHUTIIMHBI:

B pamkax mporpaMmsbl yueOHOM TUCIMITIIMHBI 00YyUYaIOMIMMUCS OCBAaUBAIOTCS YMEHUS U 3HAHMS.

Kon Ymenus 3Hanus
IIK, OK
K 1.5. | ObopMIsITh TUIaTEKHBIE TOKYMEHTHI OCOOEHHOCTH COCTaBJICHHUS
IIK 3.4. | (37EKTpOHHBIE 3asBKU HA KaCCOBBIE PACXOJIbI U | 3aKYMOYHOI TOKyMEHTAlUU
IIK 4.1. | muiatexHble TOPYYEHUS) ISl POBEACHUS NudopmannoHHble TEXHOIOTHH
IIK 4.3. | KacCOBBIX BBIILIAT B IIpoecCHOHATBHOM

[TpoBepaTs HEOOXOAUMYIO JTOKYMEHTALIUIO /IS
3aKJIIOYCHUS KOHTPAKTOB

[IpoBepaTs HEOOXOAUMYIO JTOKYMEHTALIUIO /IS
3aKJIIOUCHHS KOHTPAKTOB; IPUMEHSTh
pOrpaMMHOE oOecIieueHe IpH
OCYyIIECTBICHNH (PUHAHCOBOTO KOHTPOJIS.
OdopMiIATh pe3yabpTaThl MPOBEACHHBIX
KOHTPOJILHBIX MEPONPUATHIA TyTEM
COCTaBJICHUS AKTOB U CIIPABOK; IPUMEHSTh
nporpamMMHoe obecrieueHue (pruHaHCOBOTO
KOHTPOJISI.

ACATCIIbHOCTU

OcoOeHHOCTH OpTraHu3alH U
MMPOBCACHU S KOHTPOJIbHBIX
MEpONPUATHI OpraHaMH,
OCYIIECTBIISIOIUMU
(WMHAHCOBBIN KOHTPOJIb.
Oco0eHHOCTH MTPOBEACHUS
3aKyIMOK TOBapoOB, paboT, yciayr
OTACIbHBIMU BUIaMU
FOPUANYECKUX JINLL.




2. CTPYKTYPA M COJIEP)KAHUE YUYEBHOM JACIHUILIAHBI

2.1. O0bem yuyeOHOH TMCUUIJIMHBI M BUAbI Y4eOHOH padoThI

Bun yuyeOHoii padoThl

O0neM yacoB
JJIS 3209HOT0 00y4YeHU st

MaxkcumanbHasi yueOHasi Harpy3ka (Bcero) 32
B TOM YHCIIE:

TEOPETUUYECKOE OOYUCHHE 12
MIPaKTUYECKUE 3aHATHS 6
camocTosiTeNbHas paboTta 6
IIpomeskyTouHas aTTecTanus 3a4er




2.2. TemaTnuyeckuii IVIaH U cOAepKaHUe y4eOHOM TUCHUTIIINHBI

Koasbl
KOMIIeTeHIIU,
OPMHUPOBAHHIO
HaunmenoBaHue pasneiioB Odrem | bopmmp
" Ten Conep:xanue yueGHOro MaTepHaia u (JOPMbI OPraHU3ALUUH AeSITETLHOCTH 00yYaIOLINXCS B KOTOPBIX
yacax crocoocTByeT
JJIEMEHT
porpaMmMmabI
PA3JEJ 1. IOKYMEHTUPOBAHUE YIIPABJEHYECKOU AEATEJIBHOCTH 18
Tema 1.1 Conepxanue yueOHOro Marepuasa
Beenenne. 1. 3HaueHue u coiepKaHne JUCIHUILTUHBI «/{OKyMeHTalIMOHHOE 00eCIIeYeHHE YIIPABICHHUS
JIOKYMEHTHPOBAHHE U CBSI3b €€ C IPYTUMU IUCHUIUIMHAMH 00111e00pa30BaTeIbHOTO U CIIEHUATbHOTO IIUKIIOB.
. [TonsATHE TEPMUHOB «IOKYMEHT», «TOKYMEHTUPOBAHUEY, «TOKYMEHTAI[MOHHOE
YHpaBJIC€HYECCKOU o IIK 3.4.TIK 4.1
oOecrnieueHue ynpapiaeHus». MIcTopus pa3BUTHS HaAyUHBIX MIPEICTABICHUH O T il
JeATEJIbHOCTH 0,5 [IK 4.3
JOKYMEHTAIlMOHHOM o0ecrniedueHuu yrpanieHus. COBpeMEHHOE COCTOSTHUE :
JIOKYMEHTallMOHHOTO o0ecnieueHus ynpasiaeHus. HopmatuBHo-nipaBoBasi 6a3a opranusainuu
JOKYMEHTAIMOHHOTO 00ECTICUeHHUs YIIPABICHUS KaK OCHOBA TEXHOJIOTHH MPOIIECCOB
ynpasieHus. CoOCTaB ylpaBJIEHUYECKUX TOKYMEHTOB. I [oHsATHE CUCTEM NJOKYMEHTAINH.
OYHKIIMOHATIBHBIC U OTPACIEBBIC CUCTEMBI JOKYMEHTAIIUU. Y HU(DHUKAIUS 1
CTaHJApTHU3aLMs YIPABICHUYECKUX JTJOKYMEHTOB.
CamocrosiTebHast paéoTa 2
Tema Ne.1.2 Conepxanue y4eOHOro Marepuaja
Cucrema 1 _ < OP
.YHuuupoBaHHas CUCTEMa OpraHU3allMOHHO-pacopsauTeNbHOM nokymenTanuu (OPJT).
OpPraHu3allMOHHO- ['OCTst Ha OP/I. TpeboBanus k opopmiienuto qokyMmeHnToB. Knaccudpukanus 0,5
pacnopsauTe1bHOM OpraHU3aIMOHHO-PACTIOPAIUTENBHON TOKYMEHTALMN: OPTaHU3alMOHHBIE,
JIOKYMEeHTaLH pacnopsAuTeNnbHbIe, CIPaBOYHO-MH(pOpMamoHHble. OpraHu3allMOHHbIE JOKYMEHTHI: YCTaB,

NOJIOKEHUE. PacriopsiAuTenbHbIe JOKYMEHTBI: IPUKA3bl, PACIIOPSKEHUS, YKA3aHUs,




noctaHoByieHus. CripaBOYHO-UH(DOPMAITMOHHBIE TOKYMEHTHI: TIOKJIaHas (CITy)eOHas)
3anmcka, 0ObSCHUTENbHAS 3aMKCKa, aKT, CIIPaBKa, CIyKeOHbIE THUChMa. [JOKyMEHTHPOBaHUE
TPYAOBBIX MPaBOOTHOIIEHUH. COCTaB M 0COOCHHOCTH OPOPMIICHHSI TOKYMEHTOB TI0
JUYHOMY COCTaBY.

B ToM 4nc/Ie NPaKTHYeCKUX 3aHATHH M 1a00paTOpHBIX padoT

IIpakTuyeckoe 3ansaTuel.OdopmiaeHrue JOKyMEHTOB C IIOMOIIBIO TPOTPAMMBI
MicrosoftWord. Coznanue mabiioHa TOKyMEHTOB.

IIpakTnyeckoe 3ansaTue2. CocrapieHue 1 0popMIICHUE PaCTIOPAIUTEIbHBIX U CIIPAaBOYHO-
MH(POPMALMOHHBIX TOKYMEHTOB.

IIpakTyeckoe 3ansiTue3.lpoBepka npaBUIBLHOCTH OPOPMIICHHS OPTaHNU3AIUOHHBIX
JJOKYMEHTOB.

IIpakTuyeckoe 3anaTue4.Kaaposoe 1e10nponu3BOACTBO.

CamocrosiTesbHast padoTa

IIK 3.4, 11K 4.1,
I1K 4.3

Tema 1.3

JlenexHblie u
(¢punaHcoBo-pacyeTHbIE
AOKYMEHTbI

Copep:xxaHue y4e0HOro Mmarepuaja

1.0cobeHHOCTH cOcTaBlIeHUS U OPOPMIICHHSI ICHEXKHBIX U (PMHAHCOBO-PACUETHBIX
nokymMeHTOB. OdopmiieHne TOBEPEHHOCTEH ODHUITMATIBHON 1 JTMYHOU.

B ToM 4nc/ie NPaKTHYeCKUX 3aHATHH M 1a00paTOpHBIX padoT

IIpakTuyeckoe 3anaTue S.0popmMieHNE TIATEKHBIX TOKYMEHTOB.

CamocrosiTesibHast padoTa

I[IK 1.5

Tema 1.4
JdorosopHo-npaBoBast
AOKyMeHTalus

Copep:xxaHue y4e0HOro MmarepuaJja

1.ITonarue moroBopa (KOHTpaKTa), COTJAIIEHUs, TPOTOKOIa. Tumosas ¢popma J0roBopa.
OcHOBHEBIE pasaciibl J0roBopa. BI/II[I:I AOTOBOPOB: KYIINIU-TIPOAAXKHU, TIOCTABKHU, KOMHUCCHU U
np. Buaer moroBopoB B cdepe 3akymnok. JJoKyMeHTHI, 0OpPMIISIOIIHE TOPSIOK
paccMOTpEHMsI CIOPOB MEXTy IOpHINYeCKUMU Jiniamu. [IpaBuina opopmieHus
MPCTCH3NOHHBIX TNUCCM. OCOGGHHOCTI/I MMPOBCACHUS 3aKYIIOK TOBAPOB.

B ToM 4nc/Ie NPaKTHYECKUX 3aHATHH M 1a00paTOpHBIX padoT

IIpakTuyeckoe 3ansaTHe 6.0COOEHHOCTH COCTABIEHUS 3aKYIIOYHOU TOKYMEHTAIIUU.

IIK 1.5, 1K 3.4,
IIK 4.1.




CamocrosiTesibHast padoTa.

Hcnonp3ys nHGOpMaLMOHHO MPABOBYIO cHUcTeMY U MIHTEpHET-pecypchl COCTaBUThH 0030p 3
CYIIECTBYIOIIUX MIa0JI0HOB JOKYMEHTOB JUISl JOKYMEHTUPOBAHUS YIPaBICHYECKON
NEeSITEbHOCTH.
PA3JEJI 2. OPTAHU3AIIUA PABOTHI C JIOKYMEHTAMU 14
Tema 2.1. Conep:xxanue y4e0OHOro MmaTepuaJja
Iousitue = v
1.CocraB u y4eT o0bemMa JOKyMEHTOO00pOTa MPEANPHUATHI U opraHu3anuii. OpraHu3amus
JI0KyMeHTO0050poTa, paboThI ¢ TOKyMEHTALMEN, TIOCTYTIAIOIIEN B YIPEXKACHHUS, IPEANPHATHS, OPraHU3alliH;
perucrpanus MIPUEM BXOJSIINX JOKYMEHTOB, SKCIICIUIIMOHHAs 00pab0TKa, IpeABAPUTEIILHOE 1
AOKYMEHTOB, paccMOTpeHHE U pacrpeie]ieHue, pErucTparus, pacCMOTPEHUE TOKyMEHTOB
HCIIOTHEHHE PYKOBOJICTBOM, HcriosiHeHue. [lepenaya TOKyMEHTOB BHYTPU OpraHu3aluy. Y4er
OKYMEHTOB KOJINYECTBA TIOKyMeHTOB. KOHTpOJIb HcnoMHeHNs JOKyMeHTOB. OpraHu3anus U TEXHUKa
KOHTPOJISl UCIIOJIHEHUA. THUITOBBIE U MHANBUYaIbHbBIE CPOKU UCIIOIHEHUS TOKYMEHTOB,
cucrema ACKHMJI (aBToMaTU3UpOBAHHBIN KOHTPOJIb UCIIOJHEHHS JOKYMEHTOB).
CamocrosiTesbHast padoTa 3
Tema 2.2. Coaepixkanue yueOHOro MaTepuajia 1
HNupopmannoHHbIe
TeXHOIOIHH B Hcnonp3oBaHue NporpaMMHOTo o0ecTiedeHns AJIsl pelIeHus: TpoecCHOHANIbHBIX 3aa4 TK 4.1, TIK 4.3.
B ToM 4nc/Ie NPaKTHYECKUX 3aHATHH M 1a00paTOpHBIX padoT
AeJI0TPOU3BO/ICTBE
1. OdopmiteHre TOKYMEHTOB ¢ mmoMoInbko mporpammbel MicrosoftWord. Pa6ora ¢
AIIEKTPOHHBIMU JTIOKyMeHTaMu. Co3/1aHne CepuiHbIX MruceM. Pacchuika rOTOBBIX MTHUCEM. 1

[MpuknaaHas cpena - cucTeMa yrpasieHus 6azamu gaHHbix MicrosoftAccess. bassr
JMAHHBIX JUJIS XpaHeHHsI UH()OpPMAIMKU — KOHCTPYUPOBATh 0a3y JaHHBIX; BBOJIUTS,
penaKkTUpOBaTh, KOMMPOBATH U YAAIATH 3anucu. Padota ¢ 3ampocamu. ®opMupoBanue
otueToB. [Touck mokymeHTOB. XpaHneHue u 00paboTka 60IbIINX 00bEMOB JaHHBIX.




2. Vcnonp30BaHNE HHTETPUPOBAHHBIX CHCTEM JISIIOTIPOU3BOJICTBA U YIPABICHHS IS
aBToMatu3anuu pabodero mecra. Pabora B cpeze Internet u monp3oBaHue IIEKTPOHHOM
MOYTHI. DIIEKTPOHHAS MTOYTA: MMOHATHE, HA3HAYCHUE, CO3/IaHNE B OTIIPABKa CBOMX
cooOuIeHnH, momyueHue mouThl. O3HAKOMUTHCS ¢ TPOPECCUOHATHHO OPUEHTUPOBAHHBIM
I1O B o6mactu JIOVY. ITouck HeoOXxoaumMoit HHGOpMAIHK B 00JaCTH TOKYMEHTHPOBAHUSI.
OteuecTBeHHBIE Pa3pabOTKU MporpamMM aBromarusauuu JJOY u apxuBHOTO jena.
OcHOBHBIE YyTPO3bI PO ecCHOHATHHON 0€30MMacHOCTH

CamocrosiTesibHast padoTa

Hcnonb3ys nHbOpMAIMOHHO MTPABOBYIO CUCTEMY U THTepHET-pecypCchl COCTaBUTh 0030p
IPOrPaMMHBIX PELIeHUH IS BEACHUS JOKYMEHTO000poTa ¢ mepeyHeM (pyHKIIMiA, KOTOphIe
nporpamma peanusyer. CoCTaBUTh TAOIUITy CPABHUTEILHOTO aHAJIN3a IPOTPAMM.

Tema 2.3.
Opranun3anus
ONepaTUBHOIO H
apXMBHOI'0 XPaHEHUsI
JOKYMEHTOB

Conep:xxanue y4e0OHOro MmaTepuaJja

1.CucremaTtu3zanus JOKYMEHTOB U UX xpaHeHue. Homenknatypa nen. [IpumepHsie u
TUIIOBbIE HOMEHKJIATYphI aeil. OpopmiieHre HOMEHKIATypsl Ae. TpeboBaHus K
oopmienuro nen. XpaHeHue TOKyMEHTOB B CTPYKTYPHBIX MoApaszeneHusx. [loaroroska
JIeJI K cJadye B BEJOMCTBEHHBIN apXUB.

B ToM 4nc/Ie NPaKTHYeCKUX 3aHATHH M 1a00paTOpHBIX padoT

IIpakTuyeckoe 3ansaTHe 7.I1IpoBepka NpaBUIBLHOCTH COCTABICHUS HOMEHKIIATYPBI €.

CamocrosiTesibHast padoTa.

IIK 3.4

IpomexyTounas arrecranus (3a4er)

Bcero:

32




3. YCJIOBHUA PEAJIM3AIIMU TPOT'PAMMBI YYEBHOM JUCIATLIAHBI

3.1. [Jns peanu3zanuu NPOrpaMMbl y4eOHOW JUCHUIVIMHBI JTOJKHbI OBITH
NnpeaycMOTPEHbI cJIeAyIolue CelHalbHbIe MOMelleHUs:

kaOuHeT«/|oKkyMeHTaIlmOHHOE obecrieueHue YIIPaBJICHHUSI, OCHAIIICHHBIT
o0opyoBaHuEM:

- IOCaJOYHBIMU MECTAMH 11O KOJIMYCCTBY 06yqa101111/1xc;1;

- pabo4yrM MECTOM TNperno/IaBaTes;

- KOMIUICKTOM Y4Ye€OHO-HATJIAIHBIX MOcoOuid, COOpHUKAMH 3adad 1O JUCIUTIIIMHE
«JloxyMeHTanmoHHoOe o0ecreueHne yrpaBiIeHUs

- TEXHUYECKUMH CPEACTBAMH O0YUYEHHS: KOMIBIOTEPOM C JIMIIEH3MOHHBIM MPOTPaMMHbBIM
o0ecreyeHreM 1 MyJIbTUMEIUA TPOSKTOPOM.

3.2. UnpopMmannoHHOe oOecnedeHre peaju3anuu NpPOorpaMmMbl

Jns peanu3anuu MporpaMMmbl  OMOIMOTEUHBIH (OHJI 00pa3oBaTENbHON OpraHU3aluu
JIOJDKEH UMETh IeYaTHbIE W/HUIIH 3JIEKTPOHHBIE 00pa3oBaTeIbHble M MHPOPMAILMOHHBIE PECYPCHI,
HE00XO0UMBIE /IJIs1 UCIIOIb30BaHMsl B 00pa30BaTEIbHOM IIPOLIECCe.

Ilepeyenb pekomMeHayeMbIX Y4eOHbIX U3AaHuil, UHTEepHeT-
pecypcoB,10N0JTHUTEIbHOHINTEPATYPbI

1. KazakeBnu T.A. JlokyMeHTallMOHHOE OOECICUEeHHUE YIPABJICHHS: YUYEOHUK H
npaktukyMm s CIIO / T.A. KazakeBuu, A.M. Tkanuu. — 2-e u3a., ucnp. u gon. — M.: KOpaiir,
2017.-274 c.

2. [Mmenko A.B. JlokymeHTanmonHnoe obecrnedenne ynpasienus (10-e uzm., crep.)
yuebHuk. —M.: Akanemus, 2011. - 176 c.

3. PymbiannHa JI.A. JlokyMeHTamoHHOE obecrieueHue ymnpasieHus (9-¢ us., crep.)
yaeOHuk. —M.: Akagemus, 2011. - 224 c.

4, CankoB  B.B. HHpopmanmoHHbIE  TEXHOJOTMH W  KOMIIbIOTEPH3ALIUS

JIETIOTIPON3BOACTBA (6-eu3 ., cTep.) yueOHuk. — M.: Akagemus, 2011.
S. Bapnaes D.A. JlokymentoBenenue. — M.: Akagemust, 2008.

DenepajbHbIe 32KOHBI

1. "Konctutynus Poccuiickoit @enepanuu(IpuHITa BCEHAPOAHBIM I'OJIOCOBaHUEM
12.12.1993) (¢ yderom mompaBoK, BHECEHHBIX 3akoHamu P® o mompaskax k Koncrurymuu PO
o1 30.12.2008 Ne6-®DK3, ot 30.12.2008 Ne7-DK3

2. "I'paxxnanckuii konekc Poccuiickoit deaepannu (wacte nepsas)” ot 30.11.1994
No51-D3 (pen. ot 23.05.2018) (¢ u3m. u nom., BCTyI. B cuiry ¢ 03.06.2018)

3. "I'paxxnanckuil koaekc Poccuiickoit @enepanuu (yacts Bropas)" or 26.01.1996
Nel4-@3 (pen. ot 23.05.2018)

4, "HanoroBeiii konexkc Poccuiickoit ®enepanuu (dacts nepsas)" ot 31.07.1998
Ne146-®3 (pen. ot 19.02.2018) (c u3m. u gorm., Berymn. B cuity ¢ 01.06.2018)

S. "HanoroBeiii kogekc Poccuiickoit @enepaunu (dacte BrOpas)" ot 05.08.2000
Nel17-®@3 (pen. ot 04.06.2018)

6. TpynoBoit komekc Poccuiickoit @enepamuu ot 30.12.2001 Nel97-®3 (pen. ot
05.02.2018)

10



7. Oenepanbubiii 3ak0H 0T  05.04.2013  No44-®d3  (pen. ot 23.04.2018) "O
KOHTPaKkTHOMH cHUCTeMe B cdepe 3aKylmoK TOBapoB, paloT, yciayr Juisi oOecredeHus
rOCyIapCTBEHHBIX U MYHUIMIIAIIBHBIX HYK" (C U3M. U J011., BCTyI. B cuity ¢ 01.06.2018)

8. ®enepanbhblil 3akoH 0T 18.07.2011 No223-D3(pex. ot 31.12.2017)«O 3akymkax
TOBApOB, PadOT, YCIYT OTACIBHBIMU BUAAMHU IOPUIMUECKUX JHID (C U3M. U JIOI., BCTYIL. B CHILY C
09.01.2018)

0. Oenepanpubiii 3akoH 0T 02.07.2006 Nel49-d3 (pen. ot 23.04.2018) «O06
nHpopmaruu, nHGOPMATH3ALNUN U 3aIUTE HHPOPMAITUNY.

10. I'OCT P70.97-2016 "Cucrema craHaapToB 1Mo WH(GOpPMAIHH, OMOJIUOTCYHOMY U
uznarensckomy aeny. OPJI. TpeGoBanust K 0pOPMIIEHHIO JOKYMEHTOB' .

11. I'OCT 51141-98. [lenonpou3BOJACTBO UM apXWBHOE J€l0. TEepMUHBI W
OTIpeIeIICHUsI.
12. I'OCT 6.10.5-87. YHuduiupoBaHHble CHUCTEMbI JOKYMEHTAMHU. TpeOoBaHMs K

NOCTPOCHHIO (popMysipa-o0pasua.

13. TumoBas WHCTPYKUMS TIO JEJIONPOM3BOJACTBY B (heAepalibHBIX OpraHax
UCTIONHUTENbHOW BinacTH Poccuiickoit ®enepanuu (yTBepxkaeHa MpHUKa3oM MUHKYIBTYPHI
Poccun ot 08.11.2005 Ne536), M., 2006.

DJIeKTPOHHBbIE U31aHUS (JJIEKTPOHHbIE pecypchl)

1. «Koncynwsrant Ilmroc» - 3akoHomarenbcTBO P®D: KOMEKCHI, 3aKOHBI, YKa3bl,
nocra”HoBieHusl IpaBurensctBa  Poccuiickoit ~ ®Denepanuu, HOPMAarTHUBHBIE  JOKYMEHTHI
[Onexrponnsliipecypc]| /Pexxum nocrymna: http://www.consultant.ru

2. lNapant — 3akoHOATENbCTBO (KOAEKCHI, 3aKOHBI, YKa3bl, MOCTaHOBIEHUs) PO,
aHATUTHKA,KOMMEHTapUH, TpakTUKa [DJeKTpoHHBIH  pecypc] / Pexum  mgocryma:
http://www.garant.ru

3. HenonpousBonctBo  +  [DnekrtponHblii  pecype] /  Pexum  gocryma
http://www.delpro.narod.ru

4, JIoKyMEHTOOOOpPOT M JIETOMPOU3BOJACTBO: KHHUTU, YYCOHUKH W CaMOYYUTEIh
[DnexrponnsbIiipecypc] / Pexxum nocryma: http://www.workpaper.ru

5. CailT 1o KaapoBOMY JEJIONPOU3BOACTBY [DIEKTpOoHHBI pecypc] / Pexum
nocrynahttp://www.kadrovik-praktik.ru

6. JlokyMeHTO060pOT u JEIIOTIPOU3BOJICTBO. Cucremsr AIIEKTPOHHOTO

JOKyMEeHT0000poTa[ DnekTpoHHbIi pecypc] / Pexxum noctyna http://www.doc-online.ru

JlonoIHUTeIbHbIEe HCTOYHUKH

1. Kypnan «/lenonpons3BoacTBo».

2. Kypnan «Cekperapckoe J1e710».

3. Kypnan «YnpasieHue nepcoHaIoOM».

11


http://www.delpro.narod.ru/
http://www.doc-online.ru/

4. KOHTPOJIb U OIIEHKA PE3YJIFTATOB OCBOEHMSI YUEEHOM

JANCHUITINHBI

Pe3yabTaTnl 00y4eHus

Kpurepum ouenkn

MeToabI OLIEHKHU

3HAHUA:

OCHOBHBIC HUCTOYHUKH UH(POpMAIIUU U [TpaBunbHOCTH OOpMITEHUS | Y CTHBIN
pecypchl i petieHus 3aaady JOKYMEHTAIlUU,TPUMEHAEMOH | (TMChbMEHHBIN )OIIPOC.
dbopmart ohopmIIeHUS PE3yTbTaTOB B Npo¢eCCHOHATHHOU
noricka nHQpopMaIuu NEeSATETbHOCTH TectupoBanue.
Coneprkanue akTyallbHOW HOpMaTHBHO- | COOTBETCTBHE BhIOOpA
IIPaBOBOM JTOKYMEHTALIUU TEXHOJIOTUU 0(OPMIICHUS IIpoBepka
[Icuxonoruueckre OCHOBBI JIOKYMEHTOB COBPEMEHHbBIM MPaKTUYECKUX
NEATENIBHOCTH KOJUIEKTHBA TpeOOBaHUAM paboTu oreHKa
CoBpeMeHHbIE CpeCTBa U JIOKYMEHTO000poTa pE3yJIbTaTOB.
nporpaMMHoOe oOecrieueHue B
poeCCHOHATBHON JIEATETLHOCTH 3a4éT
[TpaBuna opopmMiIeHHS TOKYyMEHTOB
[TpaBuna opopMieHuUs 3aKyOYHOM
JIOKyMEHTAIUU
HNudopmalinoHHbIE TEXHOJIOTUH B
po(hecCHOHATLHON IEATEIIEHOCTH
OcoOeHHOCTH OpTaHHU3aIlud U
MPOBEICHUS KOHTPOJIbHBIX
MEpONPUATHI OpraHaMH,
OCYIIECTBISIOMIUMU (PUHAHCOBBIN
KOHTPOJIb

YMmenus:
AHanu3upoBaTh 3a/1a4y U ONPEACIATh Bnanenue npaBuiamu DKCIEePTHOE
ATambl perieHus cocTaBleHHS ¥ 0QOpMIICHUS | HAOIIOJACHHUE U
CTpyKTYypHpOBaTh NOIYy4AEMYIO JOKYMEHTAaIluu B OLIEHKa Ha
uH(popMaIrio; 0hOPMIISTH PE3YNIbTaThl | COOTBETCTBHH C MPaKTUYECKUX
MOKCKa HOPMAaTUBHBIMHU 3aHATHUSIX TIPU
OrnpenensTh aKTyaJlbHOCTb JIOKyMEHTaMHU. BBITIOJIHEHU U
HOPMAaTUBHO-TIPaBOBOU JokyMeHTaluu | OdopmiieHne pe3yabTaToB paboThL.

B3aMMO/ICHICTBOBATH C KOJIJIETAMH,
PYKOBOJICTBOM, KIIMEHTaMH.
I'pamoTHO OPOPMIIATH JOKYMEHTHI 10
poeCCHOHAIBHON TeMaTHUKE
IIpumeHnsaTs cpencraa
MH(POPMALMOHHBIX TEXHOIOTUHN IS
pereHus npoecCHOHANBHBIX 33124
Hcnonp30BaTe00MKETHOE
3aKOHOJIATEIICTBO

O0(OPMIIATH MJIATEKHBIE JOKYMEHTBI
POBEPATH HEOOXOTUMYIO
JOKYMEHTALUIO AJIS 3aKIF0UEHUS
KOHTPaKTOB

0(OPMIIATH pe3yabTaThl IPOBEAECHHBIX
KOHTPOJILHBIX MEPONPUATHIA TyTEM
COCTaBJICHUS! AKTOB U CIIPABOK

MOVCKa HH(OPMAIIHH.
HaBbiku ocymiecTBieHus
MIPOBEPKU HEOOXOTUMOA
JOKYMEHTAIUU st
3aKJIIOYEHUS KOHTPAKTOB.
JleMoHcCTpalus aHaiu3a
coJiepKaHus
yIpaBIeHYECKUX
JIOKYMEHTOB.

HaBbiku B ucnonp30BaHuU
MPOrPaMMHOTO O0ecTieueHne
B opranuzanuu JJOVY.

OueHka pemeHuit
CI/ITyaLII/IOHHBIX
3aad4.

OueHka pe3yJabTaToB
BBITIOJIHEHUS
MPaKTUYECKOUN
paboThI.

3auét
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