[Tpunoxenue 2.9
k OITOII mo mpodeccun
09.01.03 OnepaTtop nHGOPMAITMOHHBIX CUCTEM H PECYPCOB

PABOYAS ITIPOTPAMMA YYEBHOUN JUCITATLIAHBI

OII.02 JOKYMEHTALIMOHHOE U ITPABOBOE OBECIIEYEHUE YIIPABJIEHUSA

2024 r.



Pabouast mporpamMma y4eOHOU TUCHUIUIMHBI pa3paboTaHa Ha ocHoBe DenepaibHOTO
roCyJapCTBEHHOT0 00pa30BaTEIbHOTO CTaHAapTa CpPEJHEro MpogecCHuOHAIBHOIO
obopazoBanus (manee — OI'OC CIIO) mo mnpodeccum 09.01.03 Omeparop
MH(OPMAIMOHHBIX CUCTEM M PECYpPCOB, BXOJSIIEH B COCTaB YKPYIMHEHHOM TPYIIIbI
09.00.00 UadopmaTrka 1 BEIMUCIUTEIIbHAS TEXHUKA.

Opranmzanusa-pa3paboTyuK: TOCYAapCTBEHHOE OIOKETHOE MPodheCcCHOHAITBHOE
oOpazoBarenpHOoe  yupexnaeHue HoBocubupckoit obnactu  «HoBocuOupckuit
pohecCHOHANBFHO-TIEJATOTUYECKUN KOS

Pa3zpaboTuuk:

3uinbOepHarens S.I°., npenogaBaTenb

PaccmoTpena u npuHsTa Ha 3acefaHuu kadeapbl HHPOPMALMOHHBIX TEXHOJIOTUH U
Ju3arHa

[Tpotoxon Ne 1 ot 29.08.2024r.

PykoBoautens kadeapsb O.1O.Any¢puena

(moanuck)



COJEPKAHUE

. OBIIASI XAPAKTEPUCTHKA PABOYEN ITPOrPAMMBI YUEBHOIA
JTUCHUIINHBI

CTPYKTYPA U COJAEPKAHUE YUYEEHOM JUCIHUATILIMHBI

. YCJOBUSA PEAJIM3ALIMA YYEBHOM JUCIHUILIUHBI

. KOHTPOJIb Yl OLIEHKA PE3VJIbTATOB OCBOEHUSA YYEBHOM
TACHATITAHBI

11



1. OBIIASI XAPAKTEPUCTHUKA IPUMEPHOM PABOYEN ITPOT'PAMMBI
YYEBHOU JUCIHUATLIAHBI
«OIII.02 JlokymMeHTallMOHHOE U NIPABOBOE o0ecnevyeHne yIpaBJIeHUusD)

1.1. MecToO uCHUIIMHBI B CTPYKTYpPe OCHOBHOI 00pa3oBaTe/IbHOM MPOrpaMMbl

VYuebnas gucnummHa «OII.02  JlokymeHTallmoHHOE W TMpaBOBOe oOecreueHue
YOpaBIEHUS» SBISETCS O00s3aTENBHON YacThio 00mIenpodeccHOHAILHOTO IHKIA OCHOBHOU
npodeccuoHabHON 00pa3zoBarenbHON Tporpammsel B cooTBeTcTBUM ¢ PI'OC mo mpodeccun CITO
09.01.03 Omeparop uMHGDOPMAIIMOHHBIX CHCTEM W PECYPCOB, BXOJSIIEH B COCTaB yKPYHMHEHHOU
rpymbl 09.00.00 MadpopMaTrka v BEIYUCIUTENbHAS TEXHHUKA.

1.2. leas ¥ IuIaHupyeMble pPe3yJbTAThl 0CBOCHUS TUCHMIIUHBI:

B pamkax mnporpamMMmbl y4eOHOW AMCUMIUIMHBI OOYYArONIMMKCS OCBauBAIOTCS YMEHUs
Y 3HAHUS

Kon IIK,
OK YMeHus 3HaHus
OK 01, - IIPUMEHSATH cpexncrsa | - OCHOBHBIE ITOHSATHUSA
OK 02, WHPOPMALMOHHBIX TEXHOJOTHHA IS | JOKYMEHTAI[HOHHOTO o0ecnieueHus
OK 04, pemeHus mpo(eCcCHOHANBHBIX 33/1a4; | YIPABJICHUS;
85 83’ - IPaMOTHO M3JIaraTh CBOM MBICJIM U | -  HOMEHKJIaTypa  HH(OpPMalMOHHBIX
[IK 1.1’, opopMIIATH JTOKYMEHTBI [0 | UICTOYHHKOB, HPUMEHSIEMbIX B
MK 1.2 npodecCHOHAIBHOM  TeMaTHKe  Ha | IpoecCHOHAIbHOMN e TeIbHOCTH;
rOCyJJapCTBEHHOM SI3BIKE; - TOHATHS NYOJWYHBIX M TNPUBATHBIX
- Cco3JaBaTh JOKYMEHTbl Ha OCHOBE | JIOKyMEHTOB;
1a0JIOHOB; - TpeboOBaHus K COCTaBJICHUIO u
-0bOpMIISATE TOKYMEHTALUIO B 0(QOPMIIEHHUIO TOKYMEHTOB;
COOTBETCTBUHU C HOPMAaTUBHOI - OCHOBHBIE CTaHAAPTHl OQOPMIICHUS
0a3oi, UCTIONB3Ysd HWH(OPMAIMOHHBIE | TEKCTOBBIX U TAOJIMYHBIX IOKYMEHTOB;
TEXHOJIOTHH; - OCHOBHBIE NpaBWJIa U TpeOOBaHUS K
- B3aUMOJICHCTBOBATh C KOJIJIETaMH, | CTPYKTYyp€ JOKYMEHTOB;
PYKOBOJCTBOM, KJIMEHTaMH B XOJE | -OpraHU3aluio JIOKYMEHTO000pOoTa:
npodeccuoHaIbHOM e TeTbHOCTH npuem, 00paboTKy, perucTpanuio,
-HCII0JIb30BAaTh KOHTPOJIb,  XPAaHEHHE  JOKYMEHTOB,
TEJIEeKOMMYHUKALIMOHHbIE HOMEHKJIATypy JAedl.
TEXHOJOTHUU B ANEKTPOHHOM
JIOKYMEHTO000pOTE.




2. CTPYKTYPA U COJAEP)KAHUE YYEBHOM JUCHUILINHBI

2.1. O0beM yueOHOI JMCHMIIJIMHBI M BUABI Y4eOHOH padoThl

Buj yueOHoi1 padoThI O0bem B yacax

O0bem 00pa3oBaTeIbHOI MPOrpaMMbl y4eOHOH THCIMIJIHHBI 44
B T.4. B (popMe NPpaKTHYECKOH MOJATOTOBKH 16
BT. 4.:

TEOpeTUIeCcKoe 00ydeHne 16
MIpaKTUYECKHE padOThI 14
KOHCYJIbTAI[U! 6
CamocrositenpHas padora 6
IIpomexyTouHas aTTrecTauus B GopMe KOHTPOIBLHOIM pabOTHI 2




2.2 TeMaTH4YeCKHUIi IUIAH U CO/IEPKAHNE YUeOHOI TUCHUILTHHBI

Oo0beMm, akaj. 4. / Kozt .
B TOM 4HCJIE B KOMEIETCHIMH,
(opmupoBanuio
HaumeHnoBanue Copnepxxanue yueOHOro marepuasia u popmMbl OpraHMu3anMM 1esiTeTbHOCTH dopme KOTOPBIX
pa3/iesoB U TeM o0yyarommxcs NPAKTHYECKOH
B — crnocoocTByeT
AKAL 1. 3JIEMEeHT
NPOrpamMMbl
1 2 3 4
Pasnen 1. lokyMeHTHPOBaHME B IPO(eCCHOHATBHOM eSITeJIbHOCTH 10 OK 01, OK 02,
Tema 1.1 Coaep:xxanue yueOHOro MaTepuaJia 6 OK 05,
[Tonsatue o HenoBoii nokymeHt. Ilonsitue o mgokymeHntupoBanuu. (HasHauenume u  dyHkumm OK 09,
JOKYMEHTHPOBAaHUM | JOKYMEHTa B cucTeMe ynpasieHus. Madopmanus u qokyment. FOpuanueckoe 3HaueHue 2
nokymenTa. Kiaccudukaiys JOKyMEHTOB. DJIEKTPOHHBIN JIOKYMEHT).
B TOoM unc/ie NpaKTHYeCKUX U J1a00pATOPHBIX 3aHATHI 2
Onpenenenue Kiacca, Ha3HA4Y€HUs W ITPABUIBHOCTU  COCTaBIEHHUS  JI€JIOBBIX 2
JIOKYMEHTOB.
CamocrosiTenbHas padoTa 00y4a0IMXCcs 2
TpeboBaHMsI K COCTaBICHHIO U 0(OPMIICHHIO JIEJIOBBIX JOKYMEHTOB
Tema 1.2 Copepxxanue yuyeOHOro MmarepuaJia 4 OK 01, OK 02,
l'ocynapcrBenHoe 3aKOHOJATEIbHOE M HOPMATHUBHO-IIPABOBOE PEryJIMpPOBAaHUE JOKYMEHTAMOHHOIO 2 OK 05,
peryJInpoBaHue oOecnieyeHus ynpasieHusi. OCHOBHbIE CTaHIAPThl 0OPMIICHHS TOKYMEHTALIMH. OK 09
JIOKYMEHTAITMOHHOTO | B TOM 4mc/ie NpakTHYeCKUX U J1a00paTOPHbIX 3aHATHI -
obecrieueHust CamocrosiTeibHast padoTa 00y4yaoImmMXxcst 2
yHpaBJICHUA YHI/I(bHKauHs[ M CTaHJapTHU3aLMs JOKYMEHTOB.
Paznen 2. JlokyMeHTHPOBaHKE YIIPABJIEHYECKOI 1eATEIbHOCTH 18
Tema 2.1 OcHoBHble | Coaep:kaHue y4eOHOr0 MaTepuaia 6 OK 01, OK 02,
TpeOOBaHUS K OcHOBHBIE TpeOOBaHMS K COCTaBJICHHIO u o opMIICHHUIO JIOKYMEHTOB. 2 OK 04, OK 05,
COCTaBJICHUIO U (ITonsTHe 0 O1aHKax JOKyMeHTOB. Bubl 01ankoB. OOpasiibl 0J1aHKOB JOKYMEHTOB. OK 09
0 OpMIIEHHIO O6mue cBeaenus o peksusutax. OdopmieHre peKBU3UTOB JOKYMEHTOB.
JIOKYMEHTOB TpeboBanus k 6mankam u pexBusutam o 'OCT P 7.0.97-2016). TpeGoBaHHs K TEKCTY
nokyMmeHTa. CTpyKTypa JOKYMEHTA.
B Tom unc/ie MPAKTHYECKHUX M J12a00PATOPHBIX 3aHATHH 2
OmnpezeneHne NPU3HAKOB M PeUeBBIX M1a0JI0HOB O(HUIMATIBHO-1EI0BOTO CTHIIS. 2




KouncyabTanus

Ctunb TeKCcTa IENOBbIX JOKYMEHTOB. UepThl U peueBble KOHCTPYKIIMH OPUINATIBHO- 2

JIEJIOBOT'O CTHJISI.
Tema 2.2 Coaep:xkaHue y4eOHOro MaTepuaJa 12
CocraBnenue u OpraHu3anroHHbIe, PacToOpsAIUTEIbHbIE U UH(POPMAITMOHHO-CIIPABOYHBIE JTOKYMEHTHI. OK 01, OK 02,
odopmiieHre (XapakTeprCcTHKAa OCHOBHBIX OPIraHHU3alMOHHBIX JOKYMEHTOB (yCTaB, IIOJOXKCHHS, 2 OK 04, OK 05,
OTJIE/IbHBIX BUJIOB UHCTPYKUUHU).  XapaKTEepUCTUKAa  pacCHOpPAJUTENIbHBIX  JOKYMEHTOB  (TpuKas, OK 09,
JIOKYMEHTOB IIOCTAHOBJICHHUE)). K 1.1, IIK 1.2

PuHaHCOBas TOKyMeHTauus. JIoroBopHas JOKYMEHTALHs. 2

B ToM umciie npakTHYecKUX U J1a00PATOPHBIX 3aHATHH 6

Cocrasyienne u opopmiIeHHE TOKIAJTHON U CITY)KEOHOH 3aITUCKH. 2

Cocrasyienne u opopmiieHne HHPOPMAITMOHHOTO IMHCHMA. 2

Cocrasnenue u opopmiieHHE I€T0BOr0 MUChMA. 2

CamocrosiTeibHast padoTa 00y4yaroImMXcs

[MpaBwia opOpMIICHHUS U BBIIAYH KOMUHN TOKYMEHTOB. (XapaKkTeprCTHKA U COCTAB 9

UH(POPMALIMOHHO-CIIPABOYHBIX JIOKYMEHTOB (aKT, TPOTOKOJI, JA€JI0BOE MUCHMO, CIIPAaBKa,

JIOKJIaJIHAsl 3aIUCKa).
Pasznen 3. lokymMeHT0060pOT. Opranusanus padoTsl ¢ JOKYMEHTAMHU. 10 OK 01, OK 02,
Tema 3.1 Conep:kaHue y4eOHOTr0 MaTepuaa 6 OK 04, OK 05,
[Monsitre [MousTne 1OKyMeHTOO60poTa. OOIKMe MPHUHIUIBI OPTaHU3alMU JTOKYMEHTOOOOPOTA. OK 09,
JIOKyMeHTooOopoTa. | (TexHomorust pabOThl C BXOMAIIUMH, HCXOMAIIMMH M BHYTPEHHUMH JOKYMCHTaMH. 5 MK 1.1, IIK 1.2
Opranuzanus Perucrpanmss  JOKyMEeHTOB.  ABTOMAaTH3amus  MPOIECCOB  JIOKYMEHTAIIHOHHOTO
paboThI ¢ o0ecreyeHus yrpaBJIeHus])
JOKYMEHTaMH B TOM 4nc/ie NPaKTHYECKUX U J1a00PAaTOPHBIX 3aHATHIT 2

Peructpanus Bxoxsimiei, ucxondmeil M BHYTpEHHEH JOKYMEHTAlMH. 3amojHEHUE 5

PETUCTPAIMOHHBIX (HOpM.

CamocrosiTeibHasi padoTa 00y4al0IMXCcst -

KoncyabTanun

Opraau3anus OTIPABKH UCXOASIINX JOKYMEHTOB. KOHTPOJIb NCTIOJTHEHUS TOKYMEHTOB. 2

Pabora ¢ oOpartieHusMu.
Tema 3.2 Conep:xxaHue yueOHOro MaTepuaJa OK 01, OK 02,
Opranuzanus 4 OK 04, OK 05,
paboTsl ¢ OK 09,




JIOKYMEHTaMH, Padota ¢ koH(QuAcHIMANbHBIMU  JOoKyMeHTamu. ([loHsTHs  OOUIEHOCTYIHOM TIIK 1.1, IIK 1.2,
UMeoUMH rpudbl | uHbGopMauu U UHGOPMAUMU  OrPAHUYEHHOTO  JIOCTYyIHa. Obecneuenue
OTpaHUYCHUS nH(OPMAIIMOHHONW O€30MacHOCTH TpH paboTe ¢ MOKyMEHTaMU. 3aKOHOJATEIbHO -
JOCTyTA. HOpPMaTHUBHBIE aKThl B 00s1acTu obecriedeHusi THPOPMAIMOHHOIN 6€301aCHOCTH, 3aIIUThI 2

rOCYyJapCTBEHHOM  TallHBI W KOH(uIAeHHManbHOM  uHpopmammu.  JloKTpuHa

nHpopmanmonHoi 6e3onmacHocTn Poccuiickoit denepanuu. Buasl KoHGUACHITHATBHOMU

uHpOpMaLIKN)

B ToM umciie npakTHYecKUX U J1a00PaTOPHBIX 3aHATHH 2

W3yuenne HOpMaTHBHOM 0a3bl, perijaMeHTupylomeld padoTy ¢ JOKyMEHTaMu, 5

MMEIOUTMMU TpUQBI OTpaHUYEHUS JOCTYTIA.

CamocrosiTeibHast padoTa 00y4al0IMXCs -
Pa3znen 4. XpaHeHnue u apxuBMpOBaHHE JOKYMEHTOB 2 OK 01, OK 02,
Tema 4.1 Coaep:xxaHue yueOHOIro MaTepHuaJia 2 OK 04, OK 05,
3aKoHOAaTeNbHAA M | 3aKOHOJAATENIbHAs U HOPMAaTUBHAs OCHOBA XpaHCHHs JOKyMeHTOB. HoMeHkaTypa nein. OK 09,
HOpMAaTHUBHAs ®opmuposanue aei. Cocrasienue U ohopmieHre onucu Aeil. [opsagaoK YHHUTOKEHUS 2 IK 1.1, TIK 1.2,
OCHOBA XpaHEHUA U | JOKYMEHTOB. XpaHEHHUE TOKYMEHTOB B apXMBE.
ApXUBUPOBAHUS B ToM ymciie npakTHYecKUX U J1a00PaTOPHBIX 3AHATHH -
JOKyMEHTOB CamocrosiTe/ibHasi padoTa 00yyauuxcs -

KontpoJbHnas padora 2

KoncyabTanus 2
Bcero: 44




3. YCJIOBUA PEAJIN3AIIMA YYEBHOM JUCHUILIVHBI

3.1 Jlas peaaM3alMd MNpPOrpaMMbl Y4YeOHOH JUCHMILIMHBI TPELYCMOTPEHbI
cJeayomue cnenuajibHble MOMelleH s :
Kabuner «MupopmaTuxm»

- pabouee MecTo mpenogaBareis — 1 Mmecto
(1 crom, 1 cryn, 1 - nepcoHanbHBIN KOMIBIOTED, MOJKIIOUeHHE K ceTH HTepHeT);

- CTOJI KOMIIBIOTEPHBIN —12 1mT;

- Kpecna — 26 wmrT;

- CTOJI JJ11 MHBAJINI0B-KOJISICOYHUKOB — 3 WIT;

- ocKa ayauTopHasi — 1 mit;

- KHWOKHBIA mikad — 1 mT;

- KOMIIBIOTEPHI B COCTaBe (MOHUTOP, CUCTEMHBIN OJIOK, KJIaBHATypa, MbIIIb,
JULEH3UOHHOE NPOrpaMMHOE 00ecrieueHNE, MOJKII0YEHHUE K JIOKAIbHON BBIYUCIUTEIbHON CETH
u cetu «MuTepuer») —13 mT;

- npuHTep — 1 1WT;

- MyJIbTMEUA-TIPOEKTOp — 11IT;

-M®Y — 1 m;

- 9KpaH HaCTEeHHBIN — 11T;

- IPE3EHTAIMN YPOKOB I10 TeMaM;

- METO/IMYECKUE TIOCOOUS 110 TEMAM;

-pacxoJHble MaTepUabl

B yCca0oBUSAX JUCTAHLIMOHHOTO 06V‘ICHI/IHZ

- HHCTPYKTaX U BblJ1a4a 3aJJaHUs IPOU3BOAUTCS B (hopMe TesnekoHpepenun B Chepym;
- BCs He0OX0IuMast JOKYMEHTALUs BBICBIJIAETCS 110 3JIEKTPOHHOM 1ouTe;

- oOpaTHas CBSI3b M KOHCYJIbTAIMHU OCYIecTBIsIFOTCS B Moodle u 1o 371eKTpoHHO# mouTe;
- 9K3aMEeH ocyllecTBisieTcs B popme TenexkoHpepenunu B Chepym.

3.2 UndopmanuonHoe odecriedeHne peajsn3aliuu NporpaMmmal

Jlns peanuzaiiu mporpamMMbl OMOIMOTEUHBIH (OHA KOJUIeKa UMEET MeyaTHbIe W/WiIn
AJIEKTPOHHBIE ~ 00pa3oBaTelbHble UM  WH(GOPMALMOHHBIE PECYpChl s HCHOJIb30BAHUSA
B 00pa3oBaTEeILHOM MpOIIECCe.

ITpu dhopmupoBanuu 61OIMOTEUHOrO (POHJIA KOJUIEIKEM BBIOMpAETCS HE MEHEe OJJHOTO
U3JJaHUSA W3 TIEPEYHCICHHBIX HIDKE TIE€YaTHBIX W3AaHWH ¥ (WJIM) DSJICKTPOHHBIX W3TaHUHN
B Ka4e€CTBE OCHOBHOTO, TIPY ATOM CITUCOK, MOYKET OBITh JIOTIOJIHEH HOBBIMHU H3/IaHUSMH.

3.2.1 OcHOBHBIE JICKTPOHHBbIC U31AHUA

1. I'pozoBa, O.C. [lenonpous3BoACTBO: yueOHOEe TMOCOOHME Ui  CPEIHEro
npodeccuonansHoro obpaszoBanus / O. C.I'po3oBa. — 2-¢ u3n. — Mocksa : M3marenscTBo
KOpaiit, 2023. — 131 c. — (IIpodeccuonansuoe obGpazoBanue). — ISBN 978-5-534-15986-8.
—  Teker: onextponnblii  //  OOpazoBarenbHas minatrdgopma  IOpaiit  [caifiT]. —
URL.: https://urait.ru/bcode/517797 (nata oopamienus: 20.06.2023).

2. Hoponuna, JI. A. JIokyMeHTallMOHHOE OOEeCHeYeHUEe YMpaBICHUsS: YYEOHHUK H

NpPaKTUKyM  JUIl  cpeAHero  mnpodeccuoHanbHOro  obpasoBanusi/  JI. A. JloponuHa,
B. C. UputukoBa. — 2-e u3n., nepepad. u aomn. — Mocksa : UznarensctBo FOpaiit, 2023. —
270 c.— (IIpodeccuonanmpHoe o6pazoBanme). — ISBN 978-5-534-16017-8. — Tekcr:



AJICKTPOHHBINA /l OO6pazoBaTenpHas maTdopma FOpaiir [caiiT]. —
URL.: https://urait.ru/bcode/530252 (nata oopamienus: 20.06.2023).

3. Kopnees, U. K. JlokyMeHTanoHHOe oOecIieueHNe yNpaBlIeHHs: YIeOHUK U MPaKTUKyM
Ut cpenHero npodeccuonansHoro obpazoBanus / U. K. Kopnees, A. B. ITmenko, B. A. Mamrypues. —
3-e u3na., mepepad. u mom. — Mocksa : UznarensctBo HOpaiit, 2023. — 438 ¢. — (IIpodeccronansHoe
obpazoBanue). — ISBN 978-5-534-16002-4. — Texct: anextponssblii // OOpazoBarenbHas miaaTdopma
FOpaiirt [caiit]. — URL: https://urait.ru/bcode/523611 (nata obparienus: 20.06.2023)

3.2.2 lonoJIHUTEIbHbIE HCTOYHUKH

1. KazakeBnu, T.A. JlokymMeHTamoHHOE OOECIIEYCHHE YIIPABICHHS: yUYEOHUK U
OpakTUKyM Ui cpemHero  mnpodeccuoHaidbHoro  oopasoBanusi/  T. A. KazakeBuu,
A. W. Tkamuu. — 2-e usn., ucnp. u aon. — Mocksa : U3natenscTBo IOpaiit, 2023. — 177 ¢c. —
(ITpodeccuonansuoe obpazoanue). — ISBN 978-5-534-06291-5. — Tekcrt: 3neKTpoHHBINA //
OopazoBarenbHas 1ardopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/513745 (nara
obpamienus: 20.06.2023).

HNuTepHeT-pecypcenl:
O6pazoBarenbHas miardpopma FOpaiit urait.ru
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4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMUAA
YYEBHOU JUCIHUATLIAHBI

PesynbTaTnl 00y4yeHus

Kpurtepun onenkn

MeToabI OIEHKH

3HaHUs:

- OCHOBHBIE TTOHSTHS
JOKYMEHTAIIMOHHOTO 00ECTICUCHHS
YIpaBIICHUS;

- HOMEHKJIaTypa WH()OPMAITMOHHBIX
HUCTOYHUKOB, IPUMEHSIEMBIX B
po(hecCHOHATTLHOM e TEIbHOCTH,

- IOHATHS MyOJIMIHBIX U TPUBATHBIX
JIOKYMEHTOB;

- TpeOOBaHUs K COCTABJICHUIO U
0(hOpMIICHHIO TOKYMEHTOB;

- OCHOBHBIE CTaHAaPThI 0(hOPMIICHUS
TEKCTOBBIX M TAOJIMYHBIX JIOKYMEHTOB;
- OCHOBHBIE MpaBujia U TPeOOBAHUS K
CTPYKTyp€ JOKYMEHTOB;
-OpraHu3alrio JOKYMEHT0000poTa:
npuem, 00paboTKy, perucrparuio,
KOHTPOJIb, XpaHCHHE JIOKYMEHTOB,
HOMEHKJIATYpY Jell.

He menee 60% BepHBIX OTBETOB

TectupoBanue
OrneHka
pe3yabTaToOB
BBITIOJIHEHUS
KOHTPOJIBHOU
paboThI

YMeHus:

- IPUMEHSTH CPE/ICTBA
MH(OPMALIMOHHBIX TEXHOJIOTHH JIIs
penieHus npodeccuoHalbHbIX 33/1a4;
- [PaMOTHO U3JIaraTh CBOM MBICIIH U
0(OPMIIATH TOKYMEHTHI 10
npodeccuoHaIbHON TeMaTHKe Ha
rOCyIapCTBEHHOM SI3BIKE;

- CO37aBaTh JIOKyMEHTHI HAa OCHOBE
ma0JIOHOB;

-0bOpMIISATE JTOKYMEHTALUIO B
COOTBETCTBUU C HOPMaTUBHOMN
0a30ii, UCIOIB3YsT HHPOPMAIIIOHHBIE
TEXHOJIOTHH;

- B3aUMO/JIENICTBOBAThH C KOJUIETAMH,
PYKOBOJCTBOM, KJIMEHTAMHU B XOJI€
npodeccuoHaIbHOMN e TeTbHOCTH
-HCII0JIb30BAaTh
TEJIeKOMMYHUKALOHHbIE
TEXHOJOTHH B
JIOKYMEHTO000pOTE.

AJIEKTPOHHOM

Pe3ynbTaThl BBIMOTHEHUS
3a/IaHUI COOTBETCTBYIOT
3a/IaHHBIM 1A0JIOHAM U
TpeOOBaHUIM.

[Ipu BeIMOJSIHEHUY 3aJaHUN
HCIOJIb30BaHbI palliOHaIbHbIE
METO/JIbI U CPeJICTBA 00PabOTKU
uHpopMaluu.

DKCnepTHOE
HaOJI0/IeHuE 3a
X0JIOM
BBITIOJTHEHHS
MPAKTUYECKOU
paboTHI
Onenka
pE3yIbTaTOB
BBITIOJTHEHUS
MPAKTUYECKOU
paboTHl,
KOHTPOJIBHOU
paboTsl
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