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[Toanuchk DUO

PaGouas nporpamma obienpogeccuonanbioro yuebHoro npeamera OIMLL.02 JlokyMeHTaLUMOHHOE U
npaBoBoe obecrneueHHne ynpapaeHus

pa3zpaboTaHa Ha OCHOBe TpeboBaHHi:

-DenepanbHoro 3akoHa ot 29.12.2012r.Ne 273 -3 06 ob6pazosanuu B PO.

-denepanbHOro rocyaapcTBEHHOro 00pa3oBaTeNIbHOTO CTaHIapTa CpeaHero oO6Iiero
oOpa3oBaHusl, YTBEPXkAEHHOro npukasoM MunoOpHayku Poccum ot 17.05.2012r. Ne413
(3apeructpupoBano B Muntocte Poccuu 07.06.2012r. Ne 24480);

®denepanbHbIi rocy/1apCTBEHHbIN oOpasoBareibHbIH CTaHJapT CpeHEro
npodeccuonanbHoro odpasosanus no npopeccuu 09.01.03. Onepatop HHGOPMALTHOHHBIX
CHCTEM M pEeCypcoB, YTBEP)KIACHHbIH TIpuKa3oM MuHnpocsemenus Poccun ot
11.11.2022r.N974 "O6 YTBEpPKIACHUH benepanbHOro rocy1apCTBEHHOTO
o0pa3oBaTe/IbHOr0  CTaHJAapTa CcpeaHero npodeccHoHaabHOro o0pa3oBaHHs [0
cnennanbHoctH  09.01.03  Onepatop MHQOPMALMOHHBIX CHCTEM U PECypCoOB.
(3apeructpuposano B Muniocte Poccun 20.08.2013 N 29569)

C y4EeTOM:

— npoduas nosyvyaemoro obpa3zoBaHus;
—  TMPUMEPHOHN NMpOrpaMmbl:
— PEKOMEHJALMi MO OpraHW3auMu MoJay4eHus cpeaHero obuiero obpa3oBaHus B npeaenax

0CBOEHMs 00pa3oBaTe/bHbIX NporpamMm cpeaHero npodeccHoHalbHOro obpasosanus Ha Gase
OCHOBHOro ofuiero obpa3oBaHus ¢ yveTom TpeGoBaHHWii (enepasbHbIX roCyaapCTBEHHbBIX
o0pa3oBaTebHbIX CTAHAAPTOB W MOAY4YaeMOH NpoeccUH MM CreuUralIbHOCTH CpeaHero
npodeccHoHanbHoro  obpasoBanns  (paspabortambl  JlenapraMeHTOM  rocyaapcTBEHHOM
NOJINTHKH B chepe noarotosku padounx kaapos v AI1O MunoOpHayku Poccuu coBmecTHO ¢
OI'AY  «®enepanbHbli  MHCTHTYT pa3BuTHs oOpazoBaHus» (nucbMo JlenaprameHTa
rocyapCTBEHHOM NoauTHkM B chepe noarotopku pabounx kaapos v IO MunoGpHayku
Poccuu ot 17.03.2015 Ne 06-259);

— Meroanueckux pekomeHaauuit no paspaGortke paGouux nporpamm o06uieoOpasoBaTelbHbIX

y4€OHBIX MCUMIIMH B Npe/IeNIax OCBOEHUs OCHOBHOI npodeccHoHanbHoM obpa3oBaTenbHOM
nporpammbl  cpeaHero  npodgeccHonanbHoro  obpazosanus  (MITKPC  w  T111CC3),
paspabotanHbix OTaenom npodeccHonanbHoro obpasosatns MuHucTepeTBa 00pa3oBaHus M
Haykn PecnyGauku Jlarectan B cooTBeTcTBHM ¢ pabounm yueGHbIM NaaHom o6pa3oBaTe/ibHO#M
opranusaunu Ha 2025/2026 yueGHblii roa.

f
Pa3paGotuuk: ["apucosa A.M. JC@/ npenoaasatess ['BITOY PJ] UTTK

Peuensentsl: Mycaesa M.M. W npenoaasarenas ['BITOY P/ UIK
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1. OBIIASI XAPAKTEPUCTHKA PABOYEI IPOTPAMMBI YUEBHOI
JUCHUILINHDBI

OI1.02 JOKYMEHTAIIMOHHOE U IPABOBOE OBECIIEYUEHUE
YIPABJIEHMS

1.1. MecTo AucuMILVINHBI B CTPYKTYPe OCHOBHOM 00pa30oBaTe/IbHO IPOrpaMMBbl:

VYyeOHas aucuuIuiiHa «JlOKyMEHTAalMOHHOE W IPaBOBOE OOECIEUEHHUE YNPaBICHUS

SIBJIIETCSL 00SI3aTEIIBHON YacThi0 00MIepo(ecCHOHALHOTO IIUKIAa OCHOBHOW 00pa3oBaTeIbHOU
nporpammsl B cootBerctBur ¢ @I'OC CIIO no npodeccun.

Oco6oe 3HaueHNe UCIUIUTMHA HMeeT pHu GpopmupoBannu u passutun OK 02.

1.2. He.]'lb U INIAHUPYEMBIE PE3YJbTAThI OCBOCHUA JUCHUIIJIMHBI:

B pamkax mporpamMmMmbl y4eOHOW NUCHMIUIMHBI OOYYarONIUMUCS OCBAUBAIOTCS YMEHUS U

3HAHUS
Koa IIK, OK YmMmenus 3Hanun

OK 01, - MIPUMEHSTh cperncTsa | - OCHOBHBIE TIOHATHUS
OK 02, MHQPOPMAIMOHHBIX TEXHOJOTHIM [UIS | JOKYMEHTAMOHHOTO  O0€ecreYeHus
OK 04, petieHus Mpo(HeCCHOHANBHBIX 3371a4; | YIPaBJICHUS,
OK 05, - TPAMOTHO M3JIaraTh CBOM MBICIH U | - HOMEHKJIATypa HH(OPMAIIMOHHBIX
OK 09, ohopMIIATH JIOKYMEHTBI 10 | ICTOYHHKOB, MPUMEHSIEMBIX B
II:IHIE i;’ npoeCCHOHATBHON  TeMaTHKE Ha | Mpo(eCCHOHAIBHOM AeITeIbHOCTH,

TOCyTapCTBEHHOM SI3BIKC;

- cO3/1aBaTh JIOKYMEHTHl Ha OCHOBE
abJIOHOB;

-0OpPMIIATh  TOKYMEHTAIUIO B
COOTBETCTBUHU C HOPMAaTHUBHOM
0a30i1, UCIOIB3YysT MH(POPMAIIMOHHBIE
TEXHOJIOTUH;

- B3aMMOJICHCTBOBaTh C KOJUICTaMH,
PYKOBOJICTBOM, KIMEHTaMH B XOJI€
podeCcCHOHANTBHOM eI TETLHOCTH
-HCIIOJIb30BATh
TEJICKOMMYHUKAI[HOHHBIE
TEXHOJIOTUU B IEKTPOHHOM
JIOKYMEHTOO00POTE.

- TOHATHS TYyOJUYHBIX W TPUBATHBIX
JOKYMEHTOB;

- TpeOOBaHUS K
0(OPMIICHUIO TOKYMEHTOB;

- OCHOBHBIE CTaHAAPTHI OPOPMIICHHUSI

COCTaBJICHUIO U

TEKCTOBBIX U TAOJIUYHBIX JIOKYMEHTOB;
- OCHOBHBIC TpaBWJIa U TPEOOBaHUS K
CTPYKTYpPE JOKYMEHTOB;

-OpraHM3alnl  JOKyMEHTO0000pOTa:
npueM, oopaboTKy,
XpaHCHHE

perucrparuio,
KOHTPOJIb, JIOKYMEHTOB,

HOMCHKIJIATYpYy HCJI.




2. CTPYKTYPA ¥ COAEP KAHUE YUEBHOM JUCIHUATLIINHBI

2.1. O06beM yueOHOI IMCUMITIMHBI M BU/ABI Y4eOHOH padoThl

Bup yuedHoii pa6oTnl Oo0bem B yacax
O0bem o0pa3oBaTeIbHOI MPOrpaMmMbl y4eOHOM JHCIUTNIMHBI 36
Oo0s13aTesbHAs AyIUTOPHAs y4e0HAsi HArPYy3Ka 28
BT. U..

TEOPETHIECKOE 00yUCHUE 14
MPaKTUYECKUue paboThI 12
Camocmosmenvhas paboma 8
IIpomexyTounas arrecrauus (Audg.3aver) 2




1.2. TemaTu4ecKuii IJIaH U co/iep:KaHNe Y4eOHOH U CUUIIIMHBI

Koanbl
O0beM, akan. 4. KOMIIeTeHIHii,
/ B TOM 4HCIIE B | (hopMHPOBAHHIO
HaumeHoBanue M
Coaepxxanue yueOHOro MaTepuaJia i (pOpMbI OPraHU3 AU AeSITEIbHOCTH 00y4aI0IIUXCA dopme KOTOPbIX
pa3aenoB U TeM .
HPAKTHIECKOH crocoo0cTByeT
MOATOTOBKH, 3JIeMEeHT
axKan. 1. NPOrpamMMmbl
1 2 3 4
Pa3znen 1. lokyMeHTHpPOBaHNe B PogecCHOHATBLHOM 1esITeILHOCTH. 4/2 OK 01, OK 02,
OK 05,
Tema 1.1. Tlorsitre o | Coep:kanue y4eGHOro MaTepuaJa 2/2 OK 09,
JOKYMCHTHPOBAHUHU.
1. JenoBoit moxymeHt. JlokymeHTHpoBaHue. HazHaueHne W (GyHKIMH JOKYMEHTa B CHCTEME
ynpasnenus. Madopmanns u gokyment. FOpumndeckoe 3HaueHne fokymenTta. Knaccudukaris 2
JOKYMEHTOB. DJICKTPOHHBII TIOKyMeHT. TpeOoBaHus K COCTABICHUIO U OQOPMIICHHIO JICIIOBBIX
JIOKYMEHTOB.
B ToM uMciie NPAKTHYECKHUX U JIA00PATOPHBIX 3aHATHI 2
IIpaxtrueckoe 3ausaTue Ne 1. OnpenencHue Kiacca, Ha3HAYCHUS U TPABUIBHOCTH COCTABIICHUS 2
JIENTOBBIX JIOKyMEHTOB.
CamocrosiTeibHasi padoTa 00y4aromuxcs *
Tema 1.2. Conep:xanue yueOHOro MarepuaJia 2/0 OK 01, OK 02,
locynapcrennoe OK 05,
perylnpoBaHie 1.3akoHO#aTENPHOE W  HOPMATHUBHO-TIPABOBOE  PETrYJIMPOBaHHE  JIOKYMEHTAI[HOHHOTO OK 09,
JIOKYMEHTALIHOHHOTO oOecrieueHNs] yNpaBIeHUA. YHUQPHUKAIWSA € CTaHAapTH3anus JOKyMeHTOB. (CHOBHEIE 2
obecneueHms CTaHIAPTHI 0OPMIICHHS JOKYMEHTAIUH.
yIpaBICHUS

B ToM 4mciie IpaKTHYECKUX M J1a00PATOPHBIX 3aHATHH




CamocTosiTennbHasi paboTa 00y4YarouXxcst

Pa3znen 2. lokyMeHTHPOBaHN e YIIPABJIEHYECKOH 1eATeJIbHOCTH 8/6
Tema 2.1. OcnoBHble | CoaepxxaHue y4eOHOro MaTepuaJia 4/2 OK 01, OK 02,
TpeOOBaHUS K OK 04, OK 05,
COCTABJICHHIO H 1. ITonstue o GnaHKax TOKyMeHTOB. Buspl 61anK0B. OOpasibl O1aHKOB JOKYMEHTOB. OK 09,
o(hOpMIICHHIO O6mwme cBenenus o pexksuzutax. OdopmiieHne peKBU3UTOB JOKyMEHTOB.
JOKyMEHTOB TpeboBanus k Gmankam u pekBusutam no 'OCT P 7.0.97-2016 «HaruonanbHblil cranaapT 5
Poccuiickori ®eneparnun. Cucrema cTaHIapToB 1O HHGOpPMALUKM, OUOIHMOTEYHOMY H
u3garenbekomy aeny. OpraHu3allMOHHO-pacIopsAUTeNbHAs JTOKYMEHTalus. TpeOoBaHus K
odopmitenuto gokymeHToB" (yTB. [Ipukazom Poccranmapra ot 08.12.2016 N 2004-ct) (pex. oT
14.05.2018).
2. TpeOoBanus k TekcTy mokyMeHTa. CTpykTypa qokyMeHTa. CTHIIb TEKCTA JETOBBIX 2
JOKyMEHTOB. UepThl ¥ peyeBble KOHCTPYKIIUH OQHUIIUATEHO-IEITOBOTO CTHIISL.
B ToM unciIe NpakTHYeCKUX U J1a00PaTOPHBIX 3aHATUH 2
[Ipaktrueckoe 3ansaTue Ne 2. OnpeneneHne MPU3HAKOB U PEUEBIX MAOI0OHOB 0(UIINATLHO- 2
JIEJIOBOTO CTHIISA.
CamocTosiTeqibHasi paboTa 00y4yaromuxcst
Tema 2.2. Coaep:xxanue yueOHOro MaTepuaJia 2/2
CocraBiieHrE U L o o OK 01, OK 02,
. raHU3alMOHHbIC, PACHOPSIUTEIbHbIE U HMH(GOPMALUOHHO-CIIPABOYHBIE JOKYMEHTHI.
obopmerie < p > bactiop p ( P Y : OK 04, OK 05,
apaKTepUCTHKA OCHOBHBIX OPraHU3aLMOHHBIX JOKYMEHTOB (YCTaB, IOJIOKEHUS, HHCTPYKIUN).
OTHEIBbHBIX BUIOB P P P y y ’ ’ Py OK 09,
JOKYMEHTOB XapakTepuCTUKA PaclOpSAUTENBHBIX JOKYMEHTOB (TIPHUKa3, IOCTAHOBICHHE). XapaKTEPUCTHKA 5 MK 1.1,
1 cocTaB WHPOPMAIIMOHHO-CIPAaBOYHBIX JOKYMEHTOB (aKT, IPOTOKOJ, AETOBOE IMHUCHMO, IIK 1.2
CrpaBKa, JOKJanHas 3anucka). [Ipasuna opopmieHus 1 BbIJaud KOIUI JOKYMEHTOB.
2. ®uHaHCOBas JOKyMeHTalus. JJoroBopHast JOKyMeHTaLusl.
B ToM uMciie MpakTHYECKUX U JIA00PATOPHBIX 3aHATHI 2

[Ipaktuueckoe 3anstue Ne 3. CocraBieHne 1 0pOpMIIEHUE TOKIAIHON U CITy>KEOHOM 3aITUCKH.




HpaKTI/I‘IeCKOG 3ausaTue Ne 4. CocraBieHHE U O(bOpM.]'ICHI/IC I/IH(I)OpMaI_II/IOHHOFO nucbMa.

2
Cocrasnenue u oopMIIEHHE ACTOBOTO MHCHMA.
CamocTosiTeqibHasi paboTa 00y4YaroIuXcs 2
Pa3znen 3. JlokymeHnToo0opot. Opranu3anusi padéoThl ¢ JOKYMEHTAMU. 4/4 OK 01, OK 02,
OK 04, OK 05,
Tema 3.1. Cojep:xanue y4eSHOro MaTepuaJia 2/2 OK 09,
MK 1.1,
ITonsitue K 1.2
1. Tlonstne moxymeHTooOopoTa. OOIIMEe MPUHIMUIBI OpraHU3aluy JOKyMEHTO00OpOTa, ero
JIOKYMEHTO000pOTA.
OCHOBHBIE dTambl. TeXHOJIOTHSA paGOTBI C BXOJAIIUMH, HUCXOAANIMMHU W BHYTPCHHUMH
Opranu3zanus padoTsl
JOKYMCHTaMMU. PCFI/ICTpaIII/ISI JOKYMCHTOB. ABTOMaTI/ISaHI/ISI IIponeCCOB JOKYMCHTAIMOHHOI'O
C IOKYMEHTaMH 2
oOecrieueHms yIpaBJICHHUS.
2. OpI‘aHI/I3aHI/I$I OTIPAaBKU HUCXOIAIIUX ITOKYMCHTOB. KOHTpOHI) HCIIOJIHCHUA JOKYMCHTOB.
PaboTa ¢ oOpareHusIMU.
B ToM uHciIe IPaKTHYECKHX U J1A00PATOPHBIX 3aHATHIH 2
IIpaktrueckoe 3amstTuie Ne 6. Perucrpamus BXomsmiel, WCXOmAIIe © BHYTPECHHEH 5
JTOKYMEHTalNH. 3al0THEHNE PETUCTPAMOHHBIX (OPM.
CamocTosiTeqibHasi paboTa 00y4yaromuxcst
Tema 3.2. Coaep:xxanue yueOHOro MaTepuaJia 2/2 OK 01, OK 02,
OK 04, OK 05,
Opranusarus paboTs . OK 09,
1. Tlomstmst oOmenocTymHOW WHPOPMANIMK W WHPOPMAIMHA OTPAHMYEHHOTO JOCTYIIA.
C IOKyMEHTaMH, . K .1,
Obecrnieuenne WH(POPMANMOHHON Oe30macHOCTH TpH paboTe ¢ JoKymeHTamu. Pabora ¢ MK 1.2
MMEIOIMHA TprdBI :
S — KOH(UICHINATBHBIMU JIOKYMEHTaMH. 3aKOHOJATENIbHO - HOPMAaTHBHBIC aKTBl B OO0JAacTH
focTyna obecriedeHrst MH(MOPMAIIMOHHONW 0€30MacHOCTH, 3aIllUTHl TOCY/JAapCTBEHHOH TailHBI W 2

KkoH(puaeHnanpbHON nHopMarun. JlokTprHa MHPOpPMAaMOHHON Oe3omacHoCcTH Poccuiickoit
®enepaunu. Buapl konpuaennuansHoit uadopmammuu. HopMmaTHBHO-TIpaBOBOE COAEpKaHHE
@®enepanbHoro 3akoHa «O TNEpCOHANBHBIX JAHHBIX». JIOKYMEHTHpOBaHHE CBEACHUI
KOH(HIEHINAIBHOIO XapaKTepa.




B ToM 4mcie IpakTHYECKUX M J1a00pPATOPHBIX 3aHATHI 2

[pakTrueckoe 3ausTHe Ne 7. M3yueHue HOpMaTHBHON 0a3bl, perIaMEHTHPYIOIEH paboTy C

JIOKYMEHTaMH, UMEIOIIIMMHU TPU(BI OTPAHUYCHHSI JOCTYIIA. 5

[IpakTrueckoe 3ansaTre Ne 8. 3ammra KoH(UACHINATBHON HHpopManui. OTBETCTBEHHOCTD 3a

HapyIICHUE PeKUMA 3alUThl KOHPHUACHIIHATLHOW HHGOPMAIIHH.

CamocTosiTeqibHas1 paboTa 00y4YaroIuXCcs )
Pa3znen 4. XpaHneHue U apXUBUPOBaHUeE JOKYMEHTOB 2/2 OK 01, OK 02,
Tema 4.1. Coaep:xkanue y4e0HOro MaTepuaia 2/2 OK 04, OK 05,
3akoHoO/aTeNbHAS U 1. 3akoHoxaTenbHas W HOPMaTHBHAas OCHOBAa XpaHEHMs OKyMeHTOB. HomeHkmaTypa Jei. SII(( ? 91’
HOpMaTHBHasA OCHOBA | ddopmupoBanue jei. CocraBieHHe M odopMiIeHHE OMHMCU Jei. [lOpSIOK YHHUYTOKEHHS 2 TIK 1 2’
XpaHCHMA U JIOKyMEHTOB. XpaHEHHUE JOKYMEHTOB B apXUBE.
ApXUBUPOBAHUA B ToM ynciie IpaKTHYECKUX U J1a00pPaATOPHBIX 3aHATHH 2
AOKYMCHTOB. IIpaxtuyeckoe 3ansaTie Ne 9. @opmuposanue 1 oGopMIIEHHE JIe]1, COTTTACHO HOMEHKIIATYpe JIell. 2

CamocTosiTeibHAsI padoTa 00yUYalomuxcst 2
ITpomeskyTouHas aTTecTANNSA 2

Bcero:




3. YCJIOBUS PEAJIMBAIIAN YYEFHOU JACHUILIAHBI
3.1. Jlas peanu3anum nporpaMmbl y4eOHOW JAWCHMILVIMHBI JOJIKHBI  OBITH
NpeayCMOTPEeHBbI cJIeAyIolHe ClielHATbHbIe IOMeIeHUs:
Kabuner nnpopmaTuku, OCHAIIEHHBIH HEOOXOIUMBIM JUIS PEATH3aIUY IPOrPaMMbl Y4eOHOMH
JUCUMIUIMHBL 00OpyJlOBaHMEM, NpUBENEHHBbIM B M. 6.1.2.3 pabGouell mporpamMmbl IO JaHHOMN
npodeccuu.

3.2. UudopmanuonHoe odecrneyeHne peaau3auuu NporpaMmbl

Jyis peanuzanuu mporpaMMbl ONOIMOTeUHbIH (OHIT 00pa30BaTEIIBHON OpPraHU3aUN JOHKCH
UMETh TI€YaTHBbIE W/WIM D3JCKTPOHHBIE OOpa3oBaTelbHbIE W HH(DOPMAIMOHHBIE PECYPCHI IS
UCIIOJIb30BaHUsl B oOpa3oBaTenbHOM Ipouecce. [lpu ¢opmupoBanum O6ubamoreynoro ¢onaa
o0Opa3oBaTenbHON opraHu3alyeil BbIOupaeTcs He MEHEee OJTHOTO M3/IaHUsl U3 NEPEUUCIIEHHBIX HUXKE
MIeYaTHBIX U3JJAHNUH 1 (W) DIIEKTPOHHBIX M3aHUH B KAUE€CTBE OCHOBHOTO, TIPH STOM CITUCOK, MOXKET
OBITH JTOTIOJTHEH HOBBIMU M3/IaHUSIMH.

3.2.1. OcHOBHBIE IEYATHBIE U3TAHUS

1. brixoBa, T. A. JIoKyMeHTallMOHHOE OOECNeUYeHUE YIPaBIEHUS (JIEIOMPOU3BOCTBO):
yuebnoe nocobue / T.A. brikoBa, T.B. Ky3nenoga, JI.B. Cankuna; mox oomr. pen. T.B. Ky3nenosoii.
— 2-¢ m3a., nepepad. u gon. — MockBa: UH®PA-M, 2021. — 304 c¢. + Jlon. marepuaibl
[DmexTponHEIi pecypc]. — (Cpennee npodeccruonanbHoe odpa3oanue). - ISBN 978-5-16-013913-
5. - Tekcr: anexkrponnsii. - URL: https://znanium.com/catalog/product/1141796

3.2.2. OcHOBHBIE YJIEeKTPOHHbIE U31aAHUS

1. Ky3nenoga, U. B. JlokymeHTanimonHoe o0ecredeHre ynpaBieHus: yueOHoe mocooue st
CIIO / U. B. Ky3nenosa, I'. A. XauatpstH. — 2-¢ u3a. — Capatos: [IpodobpazoBanue, Aii [1u Op
Menua, 2022. — 166 c¢. — ISBN 978-5-4486-0404-1, 978-5-4488-0216-4. — TekcT: 37€KTPOHHBIH
// DnexTpoHHbIN pecypc 1udpoBoit oopazosatenbHOr cpenbl CIIO PROFobGpa3zoBanue : [caiiT]. —
URL.: https://profspo.ru/books/80326

2. Kyxapenko, T. A. IIpaBoBoe obecrieueHue npopecCHOHAIBHON EATeIbHOCTH: YICOHUK
st CITIO / T. A. Kyxapenko. — Caparos: [Ipodo6pazoBanue, 2022. — 199 ¢. — ISBN 978-5-4488-
1017-6. — TexkcT: 31eKTPOHHBIN // DIEKTPOHHBIN pecypc mudpoBoii oopazoBaTenbHOM cpeapl CI1O
PROFo6pasosanue: [caiit]. — URL: https://profspo.ru/books/102330

3. Ilernmuna E.M. NHdpopManmoHHbIE TEXHOJIOTUH B MPO(PECCHOHAIBLHON NEATEeIbHOCTH:
yuebnoe nmocobue st CIIO / I[Tetnuna E.M., 'opbaueB A.B.. — Caparos: [Ipodo6pazoBanue, 2022.
— 111 c. — ISBN 978-5-4488-1113-5. — Texkcrt: anextponHslii / IPR SMART: [caiit]. — URL:
https://www.iprbookshop.ru/104886.html

4. IaBnoBa, P. C. JlokymeHTaninoHHOE obecriedeHne yrpaniaeHus : yueonuk ans cmo / P. C.
[TaBnoBa. — Camnkr-IlerepOypr : Jlanp, 2021. — 416 c. — ISBN 978-5-8114-6959-8. — Texkcr :
AJIEKTPOHHBIH // Jlanb : 3NIEKTPOHHO-OMOIMOTe UHAs cUcTeMa. — URL:
https://e.lanbook.com/book/173087
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4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHUSI
YYEBHOM JUCLUILIVUHBI

Pe3yabTarsl 00yyeHus

Kpurepun onenkn

MeToabl OIEHKH

HepequL 3H3,HPII>1, OCBaAMBACMBIX B paMKax JUCHUIIIIMHBI

3HaHUsA:

- OCHOBHBIC TIOHATHS JOKYMEHTAIMOHHOT O
o0ecIieYeHus yIpaBICHUS;

- HOMEHKJIaTypa WH()OPMAIMOHHBIX HCTOYHUKOB,
MIPUMEHSEMBIX B po¢eCCUOHATTEHON
TEeATENbHOCTH;

- MIOHATHUS MyOJIMYHBIX W MPUBATHBIX JIOKYMCHTOB;
- TpeboBaHUs K COCTaBJICHUIO "
0(OpPMIIEHHUIO IOKYMEHTOB;

- OCHOBHBIC CTaHIAPTHI OOPMIICHHS TEKCTOBBIX U
TaOJIMYHBIX JIOKYMEHTOB;

- OCHOBHBIC TIPaBWJIa M TPEOOBAHHS K CTPYKTYype
JTOKYMEHTOB;
-OpraHM3aluio  JIOKYMEHTOOOOpOoTa:  TpHeM,
00paboTKy, perucTpaiuio, KOHTPOJIb, XPAaHCHHUE

JOKYMEHTOB, HOMEHKJIATypy Jell.

He menee 60% BepHBIX
OTBETOB

TectupoBanue

[lepeuens yMeHHUii, OCBaBa€MbIX B paMKax JUCLUILUIMHbI

VYMenus:
- TNPUMEHATh  CPENCTBA
TEXHOJIOTUH I pelieHuss MpoQPeCCHOHATBHBIX

WH(pOpMaAITMOHHBIX

3azauy;

- IPaMOTHO H3JIaraTh CBOM MBICIU U O(DOPMIIATH
JOKYMEHTHI 10 MpodeCCHOHATbHON TeMaTHKE Ha
roCy/1apCTBEHHOM SI3bIKE;

- cO3/1aBaTh JJOKYMEHTHI Ha OCHOBE I11a0JIOHOB;
-0bOpMIISITH  TOKYMEHTALIUIO B

COOTBETCTBUHU C HOPMATUBHOM

0a30ii, UCTIONB3Ys nH(pOpMaLMOHHbBIE
TEXHOJIOTUU;

- B3aUMO/ICHCTBOBATD c KOJUJIEraMu,
PYKOBOJICTBOM, KITUEHTaMH B XoJe

npoheCcCHOHATBHOMN JIeITeIbHOCTH
-HCTIOJIb30BaTh TEIEKOMMYHHKAIIMOHHBIE
TEXHOJOTHU B AIIEKTPOHHOM
JOKyMEHTO000pOTE.

Pe3ynbTatsl
BBIIIOJIHEHHUS 3aJaHUN
COOTBETCTBYIOT
3aJJaHHBIM [1a0JI0HaM U
TpeOOBAHUSIM.

[Ipu BBIMOJHEHUH
3aJJaHUI UCTOIb30BaHbI
palroHaIbHbIe METO/IBI
U cpejcTBa 00paboTKH
nHpopMaIuy.

Onenka
pe3yJIbTaToB
BBITIOJTHEHUS
MPAKTUYECKOM
paboThI
DKCIEPTHOE
HaOJIFOIEHHE 3a
X0JI0M
BBITIOJTHEHUS
MPAKTUYECKOU
paboThI
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