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1. MACIIOPT PABOYEH MPOT'PAMMBI YYEFHOU JUCIHUTLIAHBI
JOKYMEHTAINIMOHHOE OBECHEYEHUWE YIIPABJIEHUA

1.1. Oo6aacTb npUMeHEeHHs MPOrpPaMMBbl

Pabouas mporpamma y4eOHOW IUCHMIUIMHBI SIBJISIETCSI YaCThlO OCHOBHOM MNpPO(EeCCHOHATHHON
oOpasoBarenbHON mporpamMmbl B cooTBeTcTBUM ¢ PI'OC CIIO 40.02.01 «IIpaBo u opraHu3anus
couabHOro odecreueHus» (6a30BOM MOATOTOBKH).
1.2. Mecto y4eOHOii JUCHUIJIMHBI B CTPYKTYpe 00pa30oBaTeIbHON NMPOrpaMMbl:
aucuuIuiiHa JIOKYMEHTallMOHHOE O0ECTeYeHHe YIPABICHHS OTHOCUTCS K OOMIenpodecCHOHATBHBIM
TUCHUILTMHAM MPOGECCHOHATBHOIO UKJIIA MPOGECCHOHATBHON OITOTOBKH.
1.3. Tlnanupyemble pe3yJIbTATHI OCBOEHUS] YUE€OHOH TUCIUTIIHHBI:
Oceoenue cooepoicanusi  yueOHot Oucyuniumsl «/Jokymenmayuonnoe obecneuenue YNpaeieHus»
obecneuugaem odocmudsicenue 00yYaUWUMUC CIe0VIOWUX Pe3YTbINAmMOo8:

B pezynomame oceoenus yuebrotl oucyuniunvl 00yuaowuiics 00IHCeH YMembp.:

— ohopMIATh  OPTraHU3AIMOHHO-PACHIOPSAUTEIBHBIE  JOKYMEHTBI B COOTBETCTBHH  C
neuctBytomuM ['OCTowm;

—  OCYIIECTBIATH 00pPaOOTKY BXOMASAIIUX, BHYTPEHHUX M UCXOSAIINX JOKYMEHTOB, KOHTPOJb 32
UX UCIOJIHEHUEM;

—  0hOopMIIATH JOKYMEHTHI JJIsl TIEpelavul B apXHB OpraHU3aIlNH.

B pezynvmame oceoenus yuedOHoU Oucyuniunbl 00y4arouuiics 00alCeH 3HaAmby:

— IIOHATHUC ZIOKYMCHTEI, ero CBOﬁCTBa, CHOCO6BI I[OKYMGHTI/IpOBaHI/Iﬂ;

— TpaBWJIa COCTaBJIEHHS W OGOPMIICHHUS OPraHU3aIMOHHO-PACTIOPSIUTENBHBIX TOKYMEHTOB
(manee - OPI);

— CHCTEMY U THUIIOBYIO TEXHOJIOTHIO JOKYMEHTAlMOHHOTO 0oOecredeHus yIpaBieHUs (najnee -
HOY);

— 0COOECHHOCTH JACJIOIIPOMU3BOACTBA 110 O6paH_IeHI/I$IM I'paXaaH H KOH(bPII[GHL[I/IaJ'IbHOFO
ACIJIOMPOU3BOJACTBA.

Obwue komnemenyuu (OK):

— TIOHMMATh CYIIHOCTb U COL[MAJIIbHYIO 3HAaYMMOCTh CBOEH Oyaymieil nmpodeccuu, MposBliTh K
Hel ycroituuBbIil nuutepec (OK 1);

—  OpraHM30BbIBaTb COOCTBEHHYIO J€STEIbHOCTh, BBIOMpPATh THUIIOBBIE METOJBl U CHOCOOBI
BBINOJIHEHUS TPO(hEeCCHOHANIBHBIX 3a/1a4, OLIEHUBATh UX 3¢ PeKTUBHOCTH U KayecTBO (OK 2);

— IOpUHUMATh pELIEHUS B CTAaHAAPTHBIX M HECTaHJAPTHBIX CUTYallUIX M HECTH 32 HUX
otrBeTcTBeHHOCTH (OK 3);

—  OCYHIIECTBJIATH IMOMCK M HCHOJb30BaHWE HMH(OpMAIMK, HEOOXOAUMOW s 3(PPEeKTUBHOIO
BBITIOJTHEHUS MPOPECCUOHANBHBIX 3a/1a4, MPOPECCUOHANBHOTO U InYHOCTHOTO pa3sutus (OK 4);

—  HCIONB30BaTh MH(OPMAIMOHHO-KOMMYHHUKALIMOHHbIE TEXHOJOTUHM B NPOQecCHOHATBHON
nesarenbHocTH (OK 5);

—  CaMOCTOSITENIbHO OMNpEeAeNATh 3afaud NPOPECCUOHAIBHOTO M JIMYHOCTHOTO pPa3BUTHS,
3aHMMAaTbhCs CaMO0Opa30BaHNEM, OCO3HAHHO JIaHUPOBATh NoBbIeHre kBanudukanuu (OK 8);

—  OPHUEHTHPOBATHCS B YCIOBHUSIX MOCTOSIHHOTO M3MEHEHMs mpaBoBoii 6a3sl (OK 9);

IIpogheccuonanvrvie komnemenyuu (I1K):

—  OCYHIECTBISITh TMpodeccHoHalbHOE TOJIKOBAaHME HOPMATHBHBIX MIPABOBBIX AaKTOB TS
peanu3anuu mpas rpaxkaaH B cepe NEHCHOHHOTO obecnieueHus u connanbHon 3anmThl (ITK 1.1);

—  OCYHIECTBIIATH TPHEM TpaKIaH 1O BOIMPOCAaM IEHCHOHHOTO OOECIEYCHHS M COIUAITBHOMN
3amuTsl (11K 1.2);

—  paccMaTpHBaTh MAKET TOKYMEHTOB JJIs HA3HAYEHHS TIEHCU, TOCOOUIA, KOMIIEHCALIUA, APYTUX
BBHITUIAT, a TaKXKe MEp COIMAIBHOW TOIICPKKU OTICIbHBIM KATETOPUSM TPaxkIaH, HYXKIAIOUUMCS B
commanbHOM 3amute (I1K 1.3);

—  OCYIIECTBISITh YCTAHOBICHHE (HAa3HAUeHWE, TepepacueT, IMEpeBOJ]), HHACKCAIMIO U

4



KOPPEKTUPOBKY IMEHCUI, HA3HAYCHHE MOCOOUH, KOMIICHCAIIUN U APYTUX COLUATBHBIX BBIILJIAT, UCIOIb3Ys
nH(popMannoHHO-KoMIbIoTepHbIe TexHonoruu (11K 1.4);

- KOHCYJIbTHPOBATH I'PAXKIAaH U HpeHCTaBHTCHCﬁ OPUINYCCKUX JIMIT 10 BOITpOCaM IMMCHCUOHHOT'O
obecniedenus u counanbHou 3ammThl (11K 1.6).

1.4. Koau4ecTBO 4aCOB HA OCBOEHNE MPOrpaMMbl YU4eOHOI TMCHHIJIMHbBI:
MaKCUMaJIbHOW y4eOHOI Harpy3ku oOydaromierocs — /2 4aca, B TOM YHUCIIE:

ayIUTOPHOU y4eOHOU paboThl oOyuaromierocs (00s3aTenbHBIX Y4eOHBIX 3aHATHI) — 12 yacoB; B
TOM 4Hcie B (hopMe MPAKTHUECKOM MOITOTOBKH - 4 Yaca,

CaMOCTOSTENLHOMN yueOHO# paboThl 0Oy4uaromerocs — 60 gacos.

2. CTPYKTYPA Y COIEPKAHUE YUYEBHOM IUCIUILINHBI

2.1. O0BbeM yueOHOI AMCUMIIMHBI U BUABI Y4e0HOI padoThl

Bup yuedHoii padoTbl Oobvem uacos
BCETO U3 HHX,
MIPAaKT.
HOATOTOBKA
MaxkcuMaibHas yueOHasi Harpy3ka (BCero) 72
AymutopHast yaeOHasi paboTa (00s13aTenbHbIC Y4eOHBIC 3aHATHS) (BCETO) 12 4

B TOM YHUCIJIC:
nabopaTopHBIE 3aHATHUS

JIEKIIUH, YPOKHU 4
MPAaKTUYECKUE 3aHATUS 8
B TOM 4YHcCJie B (hopMe MPAKTUYECKON MOATOTOBKHU 4

KypcoBas paboTa (TIpoeKT)

CamocrosiTesibHasA yyeOHas pabora o0yuaromerocs (Bcero) 60

IIpome:xxyTouHast arrecrauus B popMme sx3amena




2.2. TemaTu4yecKuil IJIaH U coaecpkanue yqeﬁﬂoﬁ JUCHUILINHBI JIOKYMEHTAIIMOHHOE odecneyeHne YIIPABJIEHUSA

HauMmenoBanue
pa3aesioB U TeM

Conep:kanue y4eOHOT0 MaTepuaJia, JJadopaTopHble U NPAKTHYECKHEe 3aHATHS, CAMOCTOSATEILHAS
yuyeOHasi pa6oTa 00y4yaommxcs, KypcoBasi padora (IpoeKT)

O0beM
4acoB

YpoBeHb
O0CBOEHUS

1

2

4

Pazgen 1.

IlonsiTHe JOKyMEHTA, €ro CBOMCTBA, CNIOCO0BI JOKyMeHTHpPOoBaHus. [IpaBuiia cocraBienus u
o¢opMIIeHHSs] OPTraHU3aIMOHHO-PACTIOPSAIUTEIbHBIX JOKYMEHTOB

Tema 1.1.

Hcmopus pazsumus denonpouseoocmea 6 Poccuu. Hopmamuserno-memoouueckas b6aza oenonpouszsoocmsa. Ilonamue
ookymenma u unghopmayuu. Cucmemot dokymenmayuu. Ilpasuna ogpopmaeruss OOKyMeHmos

Bo3HUKHOBeHHE W pa3BUTHE JEIOMPOM3BOJACTBA B Poccum. DTambl pa3BUTHS ACIONPOM3BOACTBa B Poccum.
3akonbl PO 06 undopmanuu. 'OCT P 6.30-2003.

Hokyment. CBoiictBa Jokymenrta. JlokymentupoBaHue. CrnocoObl JTOKYMEHTHpPOBAaHUS HH(pOpMAaIUU.
Wudpopmanus u gokyment. Hocurenm wuHpopmanuu. Cucremsl TokyMeHTanuu. OpraHU3alMOHHO-
pacriopsauTenbHas 1okyMeHTauus. MHpopmaloHHo-cipaBoyHast JokymeHTanus. Onpenenenue Gopmyispa-
oOpaszma. PexBusuthl, ux odopmieHne. braHku MTOKyMEHTOB; mpaBmia O(OPMIICHHS OCHOBHBIX BHJIOB
OpraHU3alMOHHO-PACHOPSAUTENBHBIX JIOKYMEHTOB, KONMUN JOKYMEHTOB. JSI3bIK M CTWIb CIY)KEOHBIX
JTOKyMeHTOB. KoppeKkTypHbIe 3HaKH U UX UCIIOJIb30BAHNUE IPH PEAAKTUPOBAHUM CITYKEOHBIX IOKYMEHTOB.

IlpakTHYecKkHe 3aHATHA

CamocrosiTe/ibHas padoTa 00y4YaroUuxcst

1. lTynupoBaHue TEKCTOBBIX MAaTEPUAIOB (COCTaBICHHE KOHCIIEKTOB).

2. [loaroroBka K KOHTPOJIBHBIM BOIIPOCAM:

[lepeuncnute OCHOBHBIE STAlbl Pa3BUTHS JAETONPOU3BOICTBA B Poccun.
OxapakTepu3yiTe MpUKa3HOE JI€JI0NPOU3BOJICTBO.

CyIIHOCTH KOJIJIEKCKOTO JAeIOMPON3BOICTBA.

XPOHOJIOTHYECKHE PAMKH H CYIITHOCTH UCITOJIHUTEIIBHOTO JCIIOTPON3BOICTBA.
PackpoiiTe ocHOBHBIE 0COOEHHOCTH COBETCKOTO JIEIOMPOU3BOICTRA.
JlaiiTe onpeneneHrne TepMUHA «TOKYMEHT.

Uro npencrasiser coboit mHPpopmaIus?

Oxapaxrepu3syite GopMyIsip-oopaserr.

ONoGaRwWdE

30

Pasznea 2

CucreMa M THIOBYI0 TEXHOJOIHI0 [OKYMEHTAUMOHHOIO o0ecnedyeHusi ynpabJjeHusi. Oco0eHHOCTH
JeJIONPON3BO/ICTBA MO 00PAIIEHUSIM I'PAXKIAH M KOH(PHIEHIIHAIBLHOT0 1eJ0NPON3BOACTBA

Tema 2.1.

Tonamue oenonpouzeoocmea. /lesmenviocms cyacowt JJOY. Jlokymenmoobopom
[lonsiTne o genompou3BOACTBE W WHGOPMAIIMOHHO-AOKYMEHTAIIMOHHOM OO0ECTI€YeHUH  YIPaBIICHUS.
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HaumeHoBaHue Conep:kanue y4eOHOT0 MaTepHaJia, JJadopaTopHble U NPAKTHYECKHEe 3aHATHS, CAMOCTOSATEILHAS O0bem | YpoBeHb
pa3aesoB M TeM yuyeOHasi paboTa o0yyaromuxcs, KypcoBas padota (poeKr) 4acoB | OCBOCHHHA
1 2 3 4
['ocymapctBenHas ciyxx0a poxkymeHTtanuoHHoro obecrneuenus ynpasienus (I'CHOVY). Crpykrypa, QyHKIUH
ciyx0sn1 JIOY. JlomkHOCTHO# cocTaB. TumoBas TEXHOJOTHUS OPraHU3allUuU TOKYMEHTO000pOTa. ABTOMATH3AIUS
IPOIIECCOB JOKYMEHTAIIMOHHOTO 00eCneueH sl YIpaBIeHUs
IIpakTHYecKkHe 3aHATHA 4
6 MOM uuce 6 hopme npaKmMu4ecKoil no020MoGKuU 4
CamocrosiTesibHas padoTa 00yYarOIuXCcst 30
1. lTynupoBaHue TEKCTOBBIX MaTepUaIoB (COCTaBIEHUE KOHCIIEKTOB).
2. IToaroToBka K KOHTPOJIBHBIM BOIIPOCAM:
1. Ha3oBure ocHOBHBIE BU/IbI YIIPABIEHYECKON JOKYMEHTALUH.
2. JlaiiTe onpezeneHUe TEPMUHA «CUCTEMbI IOKYMEHTALUN».
3. PackpoiiTe kmaccuuKaIuio JOKYMEHTOB.
4.  [aiite onpeneneHne «OpraHu3alMoOHHON T0KyMEHTALUN.
5. /[laiiTe onpeneneHue «pacnopsIuTeNIbHON TOKyMEHTALUN.
6. [laiiTe onpeneneHue «uHGOPMALMOHHO-CIIPABOYHOM JTOKYMEHTALUN».
7. Tlepeuncnute M oXapakTepuU3yHWTE BUJIbI TOKYMEHTOB, BXOJSIIUX B COCTaB OpPraHM3aIl[MOHHOM
JOKYMEHTAI1H.
8. [Ilepeuncnure m oxapakTepu3yHTe BHUIBI JTOKYMEHTOB, BXOJSIINX B COCTaB PaCHOPSAUTEILHON
JOKYMEHTAI1H.
9. [Ilepeuncnure W OXapakTepU3yWTe BHIBI TOKYMEHTOB, BXOISIIMX B COCTaB MH(OPMALIMOHHO-
CIPaBOYHOM JOKYMEHTALIMH.
10. TlepeuncnuTe OCHOBHBIEC BUIBI CITYKEOHBIX TTHCEM.
11. Packpoiite CyTh 10KyMEHTOO0OPOTA.
12. TlpuBeauTe mpUMepHl PETHUCTPALNN TOKYMEHTOB.
13. TlepeuucnuTe OCHOBHBIE IPAaBUIA MOJTOTOBKH JOKYMEHTOB Ha apXMBHOE XpaHEHHE.
14. HazoBuTe OCHOBHBIE PEKBU3UTHI CIYKEOHBIX TOKYMEHTOB.
15. ABTOMaTH3MpOBAHHBIE CUCTEMBI PAOOTHI C IOKYMEHTAMH.
Bceero: | 72
caMocTosiTebHbIe - | 60
ayuTOpHbIE, W3 HUX: | 12
JIEKIIUH, YPOKH - | 4
npakTuyeckue — | 8




HaumeHoBaHue Conep:kanue y4eOHOT0 MaTepHaJia, JJadopaTopHble U NPAKTHYECKHEe 3aHATHS, CAMOCTOSATEILHAS O0bem | YpoBeHb
pa3aesoB M TeM yuyeOHasi paboTa o0yyaromuxcs, KypcoBas padota (poeKr) 4acoB | OCBOCHHHA
1 2 3 4
(B TOM yHciie B hopMe NPAKTHYECKOH MOATr0TOBKHM) | 4

*[IpakTH4ecKre 3aHITHS MOTYT IIPOBOJUTHCS B AIIEKTPOHHOH HH(OPMAIIMOHHO-00pa3oBaTenbHOH cpene (JInanaas cTyans o0yJaromerocs)

Jl1 XapakTepUCTUKU YPOBHS OCBOCHMS yUeOHOr0 MaTepualla UCIOJIb3YIOTCS CIelyrolue 0003HaueHus:

1 - o3HaKOMUTENBHBIN (Y3HABAaHHE PaHEEe U3YYCHHBIX 00BEKTOB, CBOICTB);

2 - penpoyKTUBHBIN (BBIIOJHEHHUE ACATEIBHOCTH 0 00pa3ily, MHCTPYKIMU WIN MO pYKOBOJICTBOM);

3 - MIPOAYKTUBHBIN (TJTAHKPOBAHUE M CAMOCTOSTEIILHOE BHIMIOJIHEHHUE JIESITEIHbHOCTH, PEIICHNE POOIEMHBIX 3a/1a4).




3. YCJIOBUA PEAJIM3AIIMA PABOYEN NPOT'PAMMBI YYEFHOU JUCHUTIAHBI

3.1. MarepuajabHo-TeXHHYECKOE oDecriedeHmne

Peanmu3zanus  mporpamMmbl  y4yeOHOM — JUCHMIUIMHBI — TpeOyeT  HalWuus  AJIEKTPOHHOU
o0Opa3oBaTebHON Cpeibl; yueOHOTO KaOrHeTa.

O6opynoBanune y4eOHOro KabuHeTa:

e  KJIacCHas J0CKa;

®  [0CaJ0YHbIC MECTA MO KOJIUYECTBY OOYJaIOLINXCS;

e pabouee MECTO MpeENoaBaTes;

e  y4yeOHO-TIPaKTHUYECKOE 00OpynOBaHME, HEOOXOAWMOE JUIS TPOBEICHHS MPEIYCMOTPEHHBIX
MPOrPaMMOM TPAKTUYECKHUX 3aHATHI.

TexHu4eckue cpeacTBa o0y4eHus :

e  KOMITBIOTEPHI C BEIXOJIOM B ceTh Internet;

e cailtr «JIuyHas cTynus» ¢ BO3MOXKHOCTBIO PAOOTHI C AIEKTPOHHBIM 0Opa30BATEIbHBIM
pecypcoMm;

®  DJIGKTPOHHBIC OMOIMOTEYHBIE PECYPCHI.

YyeOHo-MeTOANYECKOE 00ecmeyeHne TUCHUILINHEBI:
®  METOAMYECKHE YKa3aHHs 110 OPraHU3alluU MPAKTHYECKUX 3aHSATHIA;
®  METOJMYECKHE yKa3aHUs [0 CaMOCTOSATEIbHOM paboTe.

3.2. HudpopmanmoHHOe oDecnieyeHne 00yUeHUs!

IlepeyeHb y4eOHBIX M3AaHN I, HHTEPHET-PECYPCOB, JOMOJHUTEIbHON JIUTEPATYPbI
OcHOBHbIE HCTOYHUKH

1. Anexkceesa, T. B. JlokymeHnTannonHoe obecnieuenue ynpanienus : yueoHuk / T. B. Anekceesa, O.
A. CrpaxoB. — Mocksa : YauBepcureT «Cuneprus», 2020. — 132 ¢. — ISBN 978-5-4257-0402-
3. — TexcT : aneKTpoHHbIN // DnekTpoHHO-0MOmmoTeynas cucrema IPR BOOKS : [caiiT]. —
URL.: http://www.iprbookshop.ru/101344.html

2. JloxymeHTannoHHOe obecnieueHue ynpasieHus. CoctaBieHre u 0hopMIIEHUE 1ETOBBIX
NOoKyMeHTOB : yueOHoe nocobue s CI1O / cocraBurenu E. Y. bammmakoBa. — CaparoB, MockBa
: [IpodoOpazoBanue, At [Iu Ap Menua, 2021. — 144 c. — ISBN 978-5-4488-1080-0, 978-5-
4497-0964-6. — TekcT : 3NMeKTPOHHBIH // DeKTpoHHO-O0nOmoTeunas cuctema [IPR BOOKS :
[caiir]. — URL.: http://www.iprbookshop.ru/103343.html

JlonoJiHuTeIbHbIE HCTOYHUKH

1. Kyssnernoga, H. B. JlokymeHnTanronnoe odecrieueHne ymnpasieHus : yaeonoe nmocodue mist CI1O /
U. B. Ky3nenosa, I'. A. Xauyarpsa. — 2-e uzn. — Caparos : [Ipodobpazosanue, Aii ITu Dp
Menua, 2019. — 166 ¢. — ISBN 978-5-4486-0404-1, 978-5-4488-0216-4. — TexkcT :
ANEKTPOHHBIHN // DnexTpoHHO-0nbmunoreunas cucrema [IPR BOOKS : [caiir]. — URL:
http://www.iprbookshop.ru/80326.html

HNHuTepHeT-pecypcesl (0a3bl JaHHBIX, HHPOPMAIIMOHHO-CIIPABOYHbIE U MIOMCKOBbIE CHCTEMBI):
e www.delpro.narod.ru/
e dogovor.helpery.ru/
e Www.eos.ru/

IIporpamMmmHoe o0ecnieyeHue:

[IporpammHoe  oOecrieueHue,  SBJSIOIIEECS  YAacCTbIO  JJIEKTPOHHOW  MH(POPMALMOHHO-
o0pa3oBaTenbHOM Cpenbl U 0a3upyroieecs Ha TeIEKOMMYHUKAITMOHHBIX TEXHOJIOTHSX:

-KOMIBIOTEPHBIE 00yJarOIIUe MPOrPaMMBbL;

-TPEHUHTOBbIE U TECTUPYIOIIKE TPOrPaMMBI;

~UHTCJIJICKTYAJIbHBIC pO6OTI/I3I/Ip0BaHHBI€ CHUCTEMBI OLICHKHW Ka4€CTBA BBIITIOJIHECHHBIX pa60T.
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[Iporpamma ympaBienuss oOpazoBareinbHbIM — mporieccom B OUMOC  (MudopmarmonHas
texHonorus. [Iporpamma ynpasnenust oopasoparenbHbiM mporieccom. KOMBAT).
3.3. Opranuszanus o0pa3oBaTeIbHOIO Mpouecca

O6pazoBarenbHast OpraHu3aIus pacnojaraer MaTepHUaTbHO-TEXHUUECKON 6a3oi,
oOecrieynBaONIeii  MPOBEACHHWE  BCEX  BUJOB  TPAKTUYECKUX  3aHATHH, JAUCHUILTUHAPHOMH,

MEXIUCUUIUIMHAPHON ¥ MOAYJIBHON MOATOTOBKH, y4e€OHOW MPAKTUKH, MPEAYCMOTPEHHBIX Y4eOHBIM
IJIaHOM 00pa30BaTeIbHOM opraHu3anu. MaTtepuaabHO-TEXHUUECKas 0a3a COOTBETCTBYET JIEHCTBYIOIIUM
CaHUTAPHBIM U IPOTUBOIMOKAPHBIM HOPMaM.

4. KOHTPO.Ib Y OIIEHKA PE3YJIbTATOB OCBOEHUA YYEBHOM JUCIUILIAHBI
KoHTponb u oOLEHKa pe3yslbTaTOB OCBOCHHMS Y4eOHOM JIUCLUIUIMHBI  OCYLIECTBIIAETCS
IIPEIo/IaBaTesIeM B MPOLIECCEe IPOBEACHUS MPAKTUUECKUX/Ta00paTOPHBIX 3aHATUH, & TAKXKE BBINOIHEHUS

O6yanOHIHMHCH WHAWBUIYAJIbHBIX SaI[aHI/Iﬁ, ITIPOCKTOB, I/ICCJ'IGI{OBaHI/If/'I

Pe3yabTaThl 00yueHus
(ocBOEHHbIE YMeHUsl, YCBOCHHbIE

OcHoBHBIE TOKA3aTeTH
OLIEHKH pe3yJbTaTa

@opMbI M METOAbI KOHTPOJIS

3HAHMS)

Oceoennvie ymenus: — YMEHHE ohOpMIIATh | - mecmuposanue,

— 0hOpMIISTH  OPraHHU3AMMOHHO- | OpPraHU3aIMOHHO- - OK3AMEH;

pacropsIUTENIbHbIE JOKYMEHTBHI B | pacnOpSAUTEIbHbBIC - KOMOUHUPOBAHHBIL Memoo 6

COOTBETCTBUM €  JICHCTBYIOIIMM | JOKYMEHTBI B COOTBETCTBUM C | popme (poHmanvHo2o onpoca u

I'OCTowm; JEUCTBYIOIIEH HOPMATUBHO- | 2PYNNOBOU CamMoCmosimenbHou

— OCYLLUECTBJISTh 00paboTKy | METOAMYECKOM 0asoil | pabomvi,

BXOIALINX, BHYTPEHHHX U | JIeJIONpPOM3BOJICTBRA, - domawiHue 3a0anUsl

HUCXOIAIIUX JOKYMEHTOB, KOHTPOJb | — YMEHUE HCIIOIB30BaTh | NPoOIeMH020 Xapakmepa,

3a UX UCIHOJHEHUEM, I/IH(l)OpMaLII/IOHHO- - hpakmudeckue 3a0anus  no

- O(bOpMJ'ISITI) JOKYMEHTBl  JJIS1 | KOMMYHUKAIIMOHHbBIC pa6ome c qubOpmaL;ued,

nepeaayu B apXuB OpraHU3aIuu. TEXHOJOTUU B 00KyM€HmClMH, JUmepamypou;
JIETTONTPOU3BOJICTBE; - nodeomoska U 3auwuma
— yMeHHe OCYIIIECTBIATE | UHOUBUOYATbHbIX U ZPYNNOBLIX
06paboTKy BXOJISIIHX, 3a0aHUll NPOEKMHO20 XapaKmepa
BHYTPEHHUX W HCXOMALIMUX (Koanexmuserblil
JIOKYMEHTOB, KOHTPOJb 32 UX mpenune/ceMunap)
HCIIOJIHCHHEM;
— yMeHue opopMIATH
JIOKYMEHTBI [IJI TMepeladyd B
apXuB OpraHu3aluu

Yceoennwie 3nanua: — 3HAHUE HCTOPUM Pa3BUTHUSA

— IIOHATHE JIOKYMEHTA, ero | aenomnpousBojcTsa B Poccuu;

CBOMCTBA, CHOCOOBI | — 3HaHME HOPMATHBHO-

JOKYMEHTHUPOBAHUSI; METOINYECKOMN 0a3nl

— mpaBuia COCTaBJICHUSA U | JIEJIONPOU3BOICTBA;

oopmienus OpPraHU3allOHHO- | — 3HaHHE PaBUIT

pacIopsIUTEIbHBIX JOKYMCHTOB | 0(hOpMIICHHS TJOKYMEHTOB;

(nanee - OPI); — 3HAHUE CTPYKTYPEI,

—  CHUCTEMY u TUIIOBYIO | (DYHKIUI CITyKOBI

TEXHOJIOTUIO  JIOKYMEHTAIIMOHHOIO | JJOKyMEHTAIIHOHHOTO

obecrieueHus ynpaplieHUs (najnee - | 0OecreueHus yIpaBIeHus;

JOY); — 3HaHHe THUIIOBOH

—  OCOOCHHOCTH TEXHOJIOTUH OpraHu3aluu
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Pe3ynabTaThl 00yueHus
(ocBOCHHbIE YMEHUs, YCBOCHHbIE
3HAHMS)

OcHOBHBIE TOKA3ATEIN
OIIEHKH pe3yJIbTaTa

®opMBbI M METOABI KOHTPOJIS

JIeJIONIPOU3BOCTBA 10 OOpaIEHUsIM
rpaxaaH ¥ KOH(HIECHIHMAIHHOTO
JEJIONPOU3BOACTBA.

JIOKyMEHTO000pOTa; 3HAHHE
MPUHIUIIOB aBTOMAaTHU3AIMHU
IIPOLIECCOB
JIOKYMEHTAIMOHHOTO
o0ecrieyeHust ynpapieHuUs
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