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1. OBIIASI XAPAKTEPUCTHUKA PABOYEW ITPOIPAMMbBI YUEBHOM
JUCIUIIVIMHBI « IOKYMEHTAIIMOHHOE OBECIIEYHEHHUE YIIPABJIEHUS»

1.1. MecTo AucuMIJIMHBI B CTPYKTYpPe OCHOBHOI 00pa3oBaTe/ibHOM NPOrpaMMbl:

VYyeOnass nuciumuiiHa «JloKyMEHTallMOHHOE OOecleueHHe YNpaBICHUsD SBISETCS
00s3aTeNbHON  YacThl0  OOIIENpPO(EeCcCCHOHAIBHOTO IIMKJIA OCHOBHOH  00pa3oBaTelbHOM
nporpammbl B cootBeTcTBUU ¢ PI'OC mo cnenuanbHoctr38.02.06unance. KBanudukamms
«®unancucT». ConepKUT Yachl BApUATUBHOM YacTH.

VYyeOHast aucuuIUinHa «J{oKyMeHTallMOHHOE oOecreueHre yNpaBiIeHUs» OOecreunBaeT
¢dopmupoBaHre NPO(PECCHOHANBHBIX M OOLIMX KOMIIETCHIMH MO BCEM BHJAM JESATEIbHOCTH

DI'OC 1o cneruansaOoCcTH 38.02.06 OMHAHCEHL.

1.2. lesb ¥ IiIaHUpPYeMbIe Pe3yJIbTaThl 0CBOCHUS AMCHMIIINHBI:
Lenbto OUCHMIUIMHBI SABISETCA W3yYEHHE BHJOB OQUIMAIBHBIX JOKYMEHTOB H
TpeOOBaHMH K UX COCTABICHUIO U 0()OPMIICHHIO.

B pamkax mporpamMMmbl y4eOHON TUCIUTUIMHBI OOYYArOITUMUCS OCBAMBAIOTCS YMEHUS U

3HAHUS
Kon Ymenus 3nanus

IIK, OK

I[IK 1.5. | Odopmasth IJIATEKHBIE JTOoKyMeHThl | OcoGeHHOCTH COCTABJICHUS

IIK 3.4. | (31neKTpOHHBIE 3asBKHM HA KACCOBBIE PACXO/bl U | 3aKyNOYHOI TOKYMEHTaLuU

[IK 4.1. | nuarexxHele TOpy4YeHus) Uil mpoBedeHus | HpopMalroHHbIE TEXHOJIOTUU

[IK 4.3. | KacCcOBBIX BBITLIAT B npoQeCCUOHAILHOM
[IpoBepsATh HEOOXOAUMYIO JOKYMEHTAIUIO JJIs | JeSTeIbHOCTH
3aKJIIOYECHUSI KOHTPAKTOB OcobeHHOCTH  OpraHu3aluud |
[IpoBepaATs HEOOXOUMYIO JTOKYMEHTAIIMIO IS | IPOBEACHUS KOHTPOJIbHBIX
3aKJIFOUEHUS KOHTPAKTOB; MPUMEHSTH | MEPONIPUATUI OpraHaMy,
MIPOrpaMMHOE oOecrnieueHue IIPH | OCYIIECTBISIIOIIUMHU

OCYIICCTBJICHNHA (1)I/IHaHCOBOFO KOHTPOJIA.

(bUHAHCOBBIN KOHTPOIIb.

OdopmnsTh pe3ynabTaThl npoBeqeHHBIX | OcoOeHHOCTH MIPOBEACHUS
KOHTPOJIBHBIX MEpOTPUATUN IIyTEM | 3aKyIIOK TOBapoB, padoT, yciayr
COCTABJICHHSI aKTOB M CIIPaBOK; TPUMEHSTH | OTACIbHBIMU BUJIaMU
mporpaMMHOe  obecrieueHHe  (UHAHCOBOTO | FOPUAMUECKUX JIULL.

KOHTPOJIS.




2. CTPYKTYPA U COJAEP)KAHUE YYEBHOM JUCIUATIINHBI

2.1.00beM yuyeOHON AMCUMIIMHBI U BUABI Y4eOHOIl padoThI

Buj yueOHoit padoThl O0bem B yacax

O0beM 00pa3oBaTeJIbHON POrPaMMbl Y4eOHOM AUCHUIIIMHBI 50
O0beM padoThI 00YYAKOIIMXCS BO B3aMMOAEHCTBHU € 40
npenoaaBarejieM

B TOM YHCJIE!

TEOPETHUECKOE 00yUeHNe 16
MPAKTUYECKHUE 3aHITHUS 24
Camocmosmenvras paboma 10

IIpome:xxyTouHast arrecTanus B ¢popme 1uppepeHpOBAHHOTO

3a4dyera




2.2. TemaTn4yecKuil IJIAH M coJep:KaHue Y4eOHOM IMCUMILIUHBI

Koabl
KOMIIeTeHI M,
HaumenoBanue pasaeiio Ofnet | popumposario
MMCHOBAaHH JACJ10B
o Te P Conepmaﬂne yqeﬁﬂoro MaTepuaia u (l)OpM])I OpraHuv3aluu 1eATeJIbHOCTH oﬁyqamumxcu B KOTOPBIX
TEM
yacax crnoco0cTByeT
3JIeMEHT
MPOrPaMMBbI
1 2 3
PA3ZJIEJ 1. IOKYMEHTHUPOBAHHME YIIPABJIEHYECKOMU AEATEJIBHOCTH 28
Tema 1.1 Beenenue.
8 Coaepsxanue yueOHOro Marepuasa
JlokyMeHTHpOBaHKE
R — 1. 3HaueHue U copiepKaHUE TUCIUILIMHBI «J[0OKyMEHTallMOHHOE 00ecIiedeHnEe yIPaBICHUs» U
e TENLHOCTH CBSI3b €€ C APYTUMH JUCLUIUIMHAMH 00111e00pa30BaTeIbHOTO U CHEIMATIBHOTO IUKJIIOB.
A [ToHsITHE TEPMHUHOB «JIOKYMEHT», «JOKYMEHTUPOBAHUEY, «IOKYMEHTALIMOHHOE 00ecIieyeHe 1IK'3.4,4.14.3
ynpasieHus». cTopus pa3BUTHsI HAy4HBIX [IPEACTABICHUN O JOKYMEHTALIMOHHOM 6
oOecnieueHun ynpanieHus. COBpeMEHHOE COCTOSTHUE IOKYMEHTALMOHHOTO 00ecreYeHUs
ynpasienus. HopmaTuBHO-1paBoBas 6a3a opraHu3aluy J0KyMEHTallMOHHOTO 00ecreueHust
yIpaBieHUs KaKk OCHOBA TEXHOJIOTMHU IIpoLieccoB yipasieHus. CocTaB yrpaBIeHYECKUX
NOKyMeHTOB. [loHsATHe cucreM nokyMeHTanuu. OyHKIMOHAIBHBIE U OTPACIEBBIE CUCTEMBI
JNOKYMEHTaluu. YHUUKAIMs U CTaHAAPTU3ALUS YIIPABICHUYECKUX TOKYMEHTOB.
Tema Ne.1.2.Cucrema
Conep:xxanue y4e0HOIro MaTepuaJia
OpPraHu3anMoOHHO-
pACTIOPSTHTEBHOI 1.YHudumupoBaHHas cucreMa opraHu3allMOHHO-pacnopsauTeabHol qokyMmenTanuu (OP/I). 14
T — I'OCTe1 Ha OP/I. TpeGoBanus k opopmieHuto qokymeHToB. Knaccudukarus
0Ky 1 OpraHMU3alMOHHO-PACIOPSAUTEILHON JOKYMEHTAIlMU: OPraHU3allMOHHbIE, PACIIOPAIUTEIIbHBIE,
CIpaBOYHO-UH(POpMaLMOHHbIe. OpraHn3allMOHHbIE JOKYMEHTHI: YCTaB, MOJI0KEHUE. K3.44.14
1K 3.4,4.1,4.3

PacniopsiiuTenbHble TOKyMEHTBI: PUKa3bl, PACIIOPSKEHUS, YKa3aHHsI, [IOCTAHOBJICHMS.
CrpaBo4HO-MH(pOpPMAIIMOHHbBIE JOKYMEHTHI: TOKJIaHas (ciy>keOHas) 3amucka,
00BsICHUTENIbHAS 3aIIMCKA, aKT, CIPaBKa, CIy»eOHbIe MHcbMa. JIOKYMEHTHPOBAaHUE TPYIOBBIX
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npaBooTHomeHu. CocTaB U 0COOEHHOCTH OYOPMIICHHUSI JOKYMEHTOB 10 JJUYHOMY COCTaBY.

B ToM 4unciIe NPpaKTHYeCKHUX 3aHATHH M 1a00paTOpHBIX padoT

IIpakTuueckoe 3ansaTuel.OdopmieHne JOKyMEHTOB C IIOMOIIBIO TTporpammbl MicrosoftWord.
Cosznanme mabiioHa TOKYMEHTOB.

IIpakTuyeckoe 3anaTue2. CocraBieHue U 0POPMIICHUE PACTIOPSIUTENbHBIX U CIIPABOYHO-
WH(GOPMAIMOHHBIX JOKYMEHTOB.

IIpakTuyeckoe 3ansaTue3.[IpoBepka npaBUILHOCTH OOPMIICHHUS OPTraHNU3AIMOHHBIX
JIOKYMEHTOB-

IIpakTnueckoe 3ansaTue4.Kanposoe 1emonpoun3BoaACTBO.

Tema 1.3./lenexknbie n | Coaep:kanue yueOHOro Mmarepuajia [IK 1.5
¢unancoso-pacuernpie | 1.OCOOEHHOCTH COCTaBICHHS U OPOPMIIEHHUS JIEHEKHBIX M (PUHAHCOBO-PACUETHBIX
JOKYMEHTBI nokymeHnToB. OdopmiieHre TOBEpeHHOCTEH 0DUIIMaTbHON U JINYHOM.
B ToM umciie NpakTHYeCKUX 3aHATHI U J1a00pPaTOPHBIX padoT
IIpakTnyeckoe 3ansiTue 5.0QopmiIeHHE TUIATEKHBIX TOKYMEHTOB.
Tema 1.4./loroBopHo- Conepxanue y4eOHOro MaTepuaJia [IK 1.5,3.4,4.1.

nmpaBoBast
JOKYMEHTaUus

1.ITonsiTre noroBopa (KOHTpaKTa), corjamieHus, NpoTokoia. Tumnosas gopma 1orosopa.
OcHoBHbIE pa3zensl JoroBopa. Buibl 10roBopoB: KyIUIM-IIPOAAKU, IOCTaBKH, KOMUCCHH U .
Bunet noroBopoB B cdepe 3akymnok. JJokyMeHTbI, 0hopMIIstonIue NOpsSA0K pacCMOTPEHUS
CTHIOPOB MEXKIY I0pUINUeCKUMH JuiaMu. [IpaBuiia ohopMiIeHns: TPEeTEeH3MOHHBIX MTUCEM.
Oco0eHHOCTH TIPOBEIEHUS 3aKYIIOK TOBApOB.

B ToM umciie NpakTHYeCKUX 3aHATHI U J1a00pPaTOPHBIX padoT

IIpakTHyeckoe 3aHATHE 6.0OCOOCHHOCTH COCTaBJICHUS 3aKYIIOYHON JOKYMCHTAIMH.

CamocrosiTenbHas padora. Vcnonb3ys nHGOpMallMOHHO IPABOBYIO CUCTEMY U MIHTEpHET pecypchl COCTaBUTH 0030p
CYIIECTBYIOIIUX IIA0JIOHOB IOKYMEHTOB Il JOKYMEHTUPOBAHUS YIIPABICHUECKOHN AESITeIbHOCTH.




PA3JIEJ 2. OPTAHU3AIIUA PABOTHBI C JOKYMEHTAMU

22

Tema 2.1. Ilonsitue
AOKYMEHT0000poTa,
perucrpanusi
JAOKYMEHTOB,
HCIIOJIHEHH e
JNOKYMEHTOB

Conepxanue y4eOHOro MaTepuasia

1.CocraB u y4eT o0bemMa JOKYMEHTO000pOTa MPEANPHUATHI 1 opranu3anuid. OpraHu3anus
paboThI ¢ JOKyMEHTAIMEH, TOCTYNaloIel B YUpEKACHUS, TPEANPHUATHS, OPTaHU3AINN; TPUEM
BXOJISIINX JOKYMEHTOB, SKCIIEUIIMOHHAs 00paboTKa, MpeaBapUTEIbHOE PACCMOTPEHUE U
pacripezielieHue, perucTpanus, pacCCMOTPEHUE TOKYMEHTOB PYKOBOJICTBOM, UCIIOJIHEHHE.
[lepenaya TOKyMEHTOB BHYTPH OpPTaHU3ALUU. YUeT KOJIMYECTBa T0KyMeHTOB. KoHTpoIb
HCIIOJIHCHUS TOKYMCHTOB. OpFaHI/BaHI/I}I 1 TCXHUKA KOHTPOJIA UCITOJIHCHHA. Tunoseie u
WHIUBUTyJIbHBIE CPOKH UCTIOJIHEHUS TOKyMeHTOB, cuctema ACKUW /] (aBTomMaTH3npoBaHHBIM
KOHTPOJIb UCTIOJTHEHUS JOKYMEHTOB).

Tema 2.2.
HNupopmannonHbie

TE€XHOJIOTHH B
AEJIONMPOU3BOACTBE

Copep:xxanue y4e0HOIro MaTepuasia

Hcnonp30BaHue MporpaMMHOTO 00ecTiedeHust ISl pelieHus MpodecCHOHAIBHBIX 3a/1a4

B Tom umciie npaKTHYECKHUX 3aHATHH U JJA00PaTOPHBIX padoT

1.0dopMreHre TOKyMEHTOB C IOMOIIEI0 TporpaMMbl MicrosoftWord. PaboTa ¢ anekTpoHHBIMEU
noxkyMmeHTamu. Co3fanue cepuitHbIX muceM. Pacchuika rotoBsix nucem. [lpukiiannas cpena -
cucTema ympapiieHus: 6a3amu naHHbIX MicrosoftAccess. basbl TaHHBIX I XpaHEHUS
uHbOpMaIui — KOHCTPYUPOBaTh 0a3y JaHHBIX; BBOJUTh, pEAAKTHPOBATh, KOMUPOBAThH U
ynanarte 3anucu. Pabota ¢ 3anpocamu. @opmupoBanue otyeToB. [Tonck TOKyMEHTOB.
XpaneHnue u 00paboTKa OOJBIITNX 00HEMOB JTAHHBIX.

2.Mcrnonb30BaHNE HHTETPUPOBAHHBIX CUCTEM JEJIONPOU3BOACTBA U YIIPABICHUS JUIs
aBTOMaTH3auuu paboyero mecta. Pabora B cpeze Internet u nmosib30BaHuE IEKTPOHHOM MOYTHI.
DJNeKTpOHHAs 104YTa: IOHATHE, HA3HAYEHHE, CO3JaHHe U OTIPAaBKa CBOUX COOOILEHUH,
nojy4eHue noutbl. O3HaKOMUTBCS C PO eccCHoHaIbHO opueHTHpoBaHHbIM 1O B obnactu
JOY. Ilouck Heobxoaumoit nHdopMaiuu B 001acTH TOKyMeHTHpOoBaHus. OTedecTBEHHbIE
pa3paboTtku nporpamMm aBToMaTuzauuu JJOY u apxusHoro aena. OCHOBHbIE YIpO3bl
npodeccuoHanbHON 6€30MacHOCTH

1K 4.1, 4.3.

CamocTosiTeibHast padora. Vcnons3ys nHGOpMaImoHHO PaBoOBYIO cucTeMy U MHTEpHET pecypchl COCTaBUTh 0030p
MPOrPaMMHBIX PELIEHUH IS BEACHUS JOKYMEHTO000poTa ¢ IepedHeM (PyHKIHN, KOTOpbIe IporpaMMa peaan3yer.
CocTaBuTh TaOJIUIYy CPABHUTEIHHOTO aHAJIM3a MPOTPaAMM.




Tema 2.3.

Conep:xanue y4eOHOro MaTepuaJia
Opranuszauus

l.CI/ICTeMaTI/BaLH/ISI JAOKYMCHTOB U UX XpaHCHHC. HOMGHKJ'IaTypa JCII. HpI/IMepHLIe " TUIIOBBIC

ONepaTuBHOIO U 4
ADXHEHOIO XDAHEHIs HOMEHKJIaTypsl fei. OdopmieHrne HOMEHKIATYpsI e, TpeboBanus K 0hOPMIICHHIO JCII.
P P XpaHeHHe JOKYMEHTOB B CTPYKTYpHBIX Mojipa3zeieHusx. [lonrotoska nen k ciave B
AIOKYMEHTOB BEJIOMCTBEHHBIH apXUB.
— K 3.4
B ToM uyHcile IpaKTHYeCKUX 3aHATHI U J1a00pPaTOPHBIX padoT
4

IpakTnyeckoe 3ansitue 7.11poBepka MpaBMIIBHOCTH COCTABIICHUSI HOMEHKIIATYPHI JIEI.
CamocTrosiTesbHast padora
1. Pabota ¢ y4eOHOH 1 CIIPaBOYHOM JIUTEPATYPO; C KOHCIIEKTOM JICKLIUI 4
2. IloaroToBka K NpakTUYECKUM 3aHATHSIM
IIpome:xxyTouyHas arrecranus B popme n1uppepeHpoBaHHOIO 3a4€eTa -
Bcero: 50




3. YCJIOBUS PEAJIM3ALIAU IIPOTPAMMbBI YUEBHOM JTUCIHUIIIUHBI
3.1. TpeOoBaHMsA K MUHHMAJIBHOMY MATEPHAJbHO-TEXHHYECKOMY 00ecnedeHHI0

Peanuzanus mporpaMMbl JUCHUIUIMHBI TPeOYyeT HAMMYHS Y4eOHOro KabuHeTa.

OGopynoBanue yueOHOT0O KaOuHeTa:

- I0CAJJOYHbIE MECTA 110 KOJIMYECTBY CTYJIEHTOB;

- pabouee MecTo MmpernoiaBaTels.

TexHHueckue cpencTBa 00y4eHus:

- KOMIIBIOTEP C JUIIEH3UOHHBIM ITPOTPAMMHBIM 00€CIICUeHUEM.

CpenctBa 00yueHus:

- nevyatHble (yueOHUKH U yuyeOHble TOcOoOus, pa3AaTouHblii MaTepuai);

- HaIJISTHBIC TTOCOOUS (Ta0JIUIIBI, TITAKATHI).

3.2. UndopmanuoHHOe o0ecneyeHne peaju3aluu NporpaMmal

Jna peanuzauuu nporpammbl 6MOIMOTEUHBbIM (QoHA 00pa3oBaTENbHOW OpraHU3alUU
UMeeT TeyaTHble W/WIKM DJEKTPOHHbIE OOpa3oBaTelibHble M WH(GOPMAIMOHHBIE PECYPCHI,
pexomennoBanusle  ®YMO, 11 wucnonb3oBaHus B oOpas3oBarenbHOM mporecce. llpu
dbopmupoBannn OuOIMOTEYHOr0 (PoHIAa 0Opa30BaTEIBLHON OpraHW3allMell BHIOPAaHO HE MEHEE
OJHOTO M3JAaHUS U3 PEKOMEHJYEMbIX OCHOBHBIX I€YaTHBIX M3JAaHUH M (MJIM) 3JIEKTPOHHBIX
M3JJaHUN B KQUe€CTBE OCHOBHOTO, IIPY 3TOM CIHCOK, JIOTOJIHEH JIPYTHUMHU U3AaHUSMHU.

3.2.1. IleyaTHble N31aHUSA

HopwmartusHo-npaBoBsie JokyMeHTHI (Hoctyn yepe3 CIIC Koncynprantllitoc):

l. "Koncturynus Poccutickoit ®denepanuu" (MpUHATa BCEHAPOAHBIM T'OJIOCOBAHHEM
12.12.1993) (c yuerom mompaBok, BHeceHHbIX 3akoHamu P® o mompaskax k Koncrurynuu PO
ot1 30.12.2008 Ne6-®DK3, ot 30.12.2008 Ne7-OK3

2. "I'paxmanckuit kogekc Poccuiickoit deneparuu (dacte nepsasi)” ot 30.11.1994 Ne51-D3

(pen. ot 23.05.2018) (¢ u3Mm. u zmom., BcTyI. B cuiy ¢ 03.06.2018)

3. "I'paxnanckuit kogekc Poccuiickoit deneparmu (yacts Bropasi)” ot 26.01.1996 Nel4-D3

(pen. ot 23.05.2018)

4. "Hanorosslit koaekc Poccuiickoit denepanuu (yacts nepsas)” ot 31.07.1998 Nel146-D3

(pen. ot 19.02.2018) (¢ u3Mm. u mom., BcTyi. B cuiny ¢ 01.06.2018)

5. "Hanorosslii kogekc Poccuiickoit @enepauuu (yacts Bropas)" ot 05.08.2000 Nel17-D3

(pen. ot 04.06.2018)

6. Tpynogoii konekc Poccuiickoit @enepanuu ot 30.12.2001 Ne197-D3 (pex. ot

05.02.2018)
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7. ®enepanbHbliii 3akoH 0T 05.04.2013 Ned4-D3 (pen. ot 23.04.2018) "O koHTpaKTHOI
cucreme B chepe 3aKynoK TOBApOB, padOT, YCIYT IJIsl 00eCreueHus TOCy1apCTBEHHBIX U
MYHHUIMIAIBHBIX HYX A" (C U3M. U A01., BcTyn. B cuiy ¢ 01.06.2018)
8. denepanbHbiii 3akoH 0T 18.07.2011 Ne223-D3(pen. ot 31.12.2017)«O 3akynkax
TOBApOB, PabOT, YCIYT OTACTbHBIMU BHJIAMH FOPUAUYECKHX JIUID (C U3M. U JIOII., BCTYII.
B cuny ¢ 09.01.2018)
9. ®enepanbublii 3akoH 0T 02.07.2006 Ne149-D3 (pen. ot 23.04.2018) «O06 nndopmanumu,
MH(pOPMATU3ALUY U 3alUTe UH)OPMALUID.
10. TOCT P70.97-2016 "Cucrema ctanapToB 1o uHhopMaiuu, 6ubImoTeyHoMy U
usnarensckomy aeiy. OPJI. TpeGoBauus K 0OPMIEHHIO TOKYMEHTOB" .
11.TOCT 51141-98. Jlenonpous3BOACTBO U apXUBHOE J1€710. TepMUHBI U ONIPEICIICHHUS.
12. TOCT 6.10.5-87. YHudunupoBaHHbIE CUCTEMBI IOKYMEHTAIIMH. TpeOOBaHUS K
noctpoeHuto hopmyisipa-odpasua.
13. TunoBast MHCTPYKLUS TI0 ICTONMPOU3BOJICTBY B (heIepalibHBIX OpraHax UCIOTHUTEIBHOM
Biactu Poccuiickoit ®denepanuu (yTBepkaeHa npukazoM MunkynbTypbl Poccuu ot
08.11.2005 Ne536), M., 2006.
OcHoBHas TuTepaTypa
1. JlokyMeHTallMOHHOE o0ecrieueHne ynpaBieHus [ DIeKTPOHHBINA pecypc]|: yUeOHUK ISt
CTYJICHTOB BYy30B, OOYy4YalOIIUXCS IO HAMpaBlICHUSIM «ODKOHOMHUKa» U «MeHEeIKMEHT»,
cnenuanbHocTAM «MHpOopMaTuka», «JloKkyMeHTOBeIeHNE U JOKYMEHTAlMOHHOE obeclieueHue
ynpaBieHus», «ABTomaruszauusi u ynpasieHue»/ A.C. I'punbepr [u np.]— OnekTpoH.
TekcToBble ganHble.— M.: FOHUTU-JAHA, 2017.— 391 c.— Pexum pgocryna:
http://www.iprbookshop.ru/71213.html.— DbC «IPRbooks» (ocTyT 110 JIOTHHY U TapoJIio)

2. lllyBanoBa H.H. JlokymeHTalmoHHOE OOECIICUCHHE YIPaBICHUSA: YYEOHUK W
npaktukyMm i CIIO. «tOpaitt»,2017.- 221 c. /]

3. Kopuee U.K., [Tmenko A.B., MamyprieB B.A. JlokyMeHTaIlMOHHOE OOECIICUCHHE

ynpasnenus + Tectbl B ObC. «tOpaiir», 2017.- 384 c.

3.2.2.9J1eKTpOHHBbIE U31aHUA (3JIEKTPOHHbIE Pecypchl)
1. http://znanium.com — 31eKTpOHHO-OMOMMOTEYHAS CUCTEMaznanium.com

2. http://www.urait.ru— snextponHas 6uGnroTeka nsnareascrsa FOPAUT

3. http://www.consultant.ru. - CnpaBouno-npaBoBas cucreMa «Koncynbrantlnrocy»

4. http://www.garant.ru - CrnipaBoyHO-TIpaBoBas cuctema «I"apanr»
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3.2.3 lonoiHUTEIbHbIE UCTOYHUKH

1. Kysnenoa W.B. JlokymeHTanmoHHOe oOecnedyeHue yMpaBiICHHUs MEPCOHATIOM
[DnexTpoHHBIH pecypc]: yaeOHOe mocodue s 6akanaBpos/ Kys3uernosa U.B., Xavarpsu [.A.—
DnekTpoH. TekcToBble naHHble.— M.: JlamkoB u K, Aii [Tu Op Menua, 2019.— 220 c.— Pexum
nocryma: http://www.iprbookshop.ru/83142 html.— 3BC «IPRbooks» (moctyn mo noruHy u
MIapoJIIO)

2. [Tmenko A.B., Jloponmna JI. A. JIoOKyMEHTaIllMOHHOE OOECIICYCHHUE YIPaBICHUSI.
«Axagemusy», 2015.- 224 c.
E.B, OU. =u WHdpopMaMOHHBIE TEXHOJOTHH B

3. MuxeeBa TwuroBa

Aap.

npodeccuoHabHO AestenbHocTH 2015 Akanemus,

4. MenwsaukoB B.I1. Madopmammonnas 6e3omacHoct OO0 «KHOPyc»2015-267¢

HCpI/IOI[I/I‘-IeCKI/IC U3aaHus:

Kypnan «/lenonpousBoacTBo».

4KOHTPOJIb ¥ OIIEHKA PE3YJbTATOB OCBOEHHS YYEBHOM

JUCHUIIJIUHBI

Pe3ysabTaTrhl 00y4eHus Kpurepun oueHku MeTo/bl OLIEHKH
3HaHus:
OCHOBHBIC HCTOYHUKM wuHpopManmu U | [IpaBunbHOCTB TEKyIIUH KOHTPOJIb B
pecypcehl IS pelIeHus 3a1a4 oopmienus bopme:
dopMaT opopMIICHHUS pe3yIbTATOB MOMCKA | JOKYMEHTALUH, - oK,
uHpOpMaLUu IIPUMEHAEMON B - TECTUPOBAHHUE,
ConepkaHne aKTyalbHOW HOPMAaTHUBHO- | MPOQECCHOHATBLHOM - cobeceioBanue,
HpaBOBOﬁ AOKYMCHTaIUU ACATCIIbHOCTH - 3aJa44 U 391aHUA
[Tcuxomnornueckre OCHOBBI JesiTeabHOCTH | COOTBETCTBHUE
KOJUICKTHBA BBIOOpa TEXHOJIOTHMH | IPOMEKYTOYHASI
CoBpeMeHHbBIE CpEeACTBa M IMPOTPaMMHOE | OOPMIICHUS aTTeCcTaIus o
obecrieueHne B npoeCCUOHATBLHOMN | JOKYMEHTOB IUcUUIUIMHE B (hopMme
IEATeITbHOCTH COBPEMEHHBIM mddepenmpoBaHHOT
[TpaBuna opopMIICHUS TOKYMEHTOB TpeOOBaHUSIM 0 3ayera
[TpaBuna oopmienns 3aKyIOYHOH | JIOKYMEHT000OpOTa
AOKYMCHTAIUU
Nudopmannonusie TEXHOJIOTUH B

po(ecCHOHABLHOM e TEIIbHOCTH
OCOOEHHOCTH OpraHM3aI[i W TPOBEIACHUS

KOHTPOJIBHBIX ~ MEPOIPUATHI  OpraHaMu,

OCYILECTBIISIONIMMU (huHAHCOBBIN

KOHTPOJIb

YMeHus:

AHanu3upoBaTh 3amady M ONpeAessTh | BianeHnue mpaBmwiiamu | TEKYIIUH KOHTPOJb B
ATarbl perieHus COCTaBJICHUSA H dhopwme:
CtpyKTypHupOBaTh MOJTy9aeMyto | 0OpMIICHUS - IOKHIas,
nHpopmaruo;  oQOpMIIATE  PE3YyJbTAThl | JOKYMEHTAIIMH B - TECTUPOBAHUE,
MoyncKa COOTBETCTBUH c - cobeceloBaHue,
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Pe3yabTathl 00yUeHust

Kputepumn ouenku

MeToanl OIEHKH

Onpenenars akTyaJlbHOCTb HOPMAaTHUBHO-
IIPaBOBOM JTOKYMEHTALIUH

B3aUMO/ICHICTBOBATh c KOJUIETaMHu,
PYKOBOACTBOM,  KinMeHTamu  ['pamoTHO
opopMIIAThH JIOKYMEHTBI o

npodecCHOHATLHON TEeMaTHKE

[IpumeHsATh cpeacTBa HUHPOPMAIIMOHHBIX
TEXHOJIOTuH JJISL pemicHus
npodecCHOHANBHBIX 33124

Hcrnonp30BaTh 3aKOHOAATEILCTBO
0(hOPMIIAT TUIATEIKHBIE TOKYMEHTBI
MPOBEPATH HEOOXOIUMYIO JIOKYMEHTALIUIO
IS 3aKITFOYEHHSI KOHTPAKTOB

opopMIIATE  pe3ynbTaThl  MPOBEIACHHBIX
KOHTPOJIbHBIX MEPOTPUATHI yTeM
COCTaBJICHHSI aKTOB M CIIPABOK

HOPMAaTUBHBIMH
JIOKYMEHTaMH.
Odopmnenue
pe3yJabTaTOB TMOUCKA
uHbOpMaIuu.
HaBrpixkn
OCYIIECTBICHUS
IPOBEPKHU
HEOOXOIUMON
JIOKYMEHTAIuU
3aKJIIOUEHUS
KOHTPAKTOB.
JemoHcTpanus
aHajn3a CoAep KaHUA
YIPaBJICHUYCCKUX
JIOKYMEHTOB.
HaBriku B
HCIIOJIb30BaHUN
IPOrPaMMHOTO
obecrieucHue B
opranuzauuu JIOVY.

JJIA

- 3aJa44 U 39JaHuA

POMEKYTOYHAS
aTTecTanus 1o
TMCIUIUIMHE B (hopMme
g hepeHIMPOBAHHOT
0 3auera
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