MuHucTepcTBO 06pa3oBaHus Tynbckon obnactu
FocynapcTBeHHOe NpodheccmoHanbHoe obpasoBatenbHoe yupexaeHue Tynbckon obnactu
«[10HCKON NONNTEXHUYECKUIA KON K»

Nuct 1 mn3 12
HaumeHoBaHWe [fokymeHTa: Pabouyas nporpamma YyueGHoii | Pedakyus Ne mer tus
OUCLMNITUHBI W3mereHue s
YenosHoe 06o3Hauenme: PITOM.14 19.02.10 Ne_ T

KOHTPONbHbIN

YTBEPXIAIO

3aM. qupekropa no Y u HMP
O.A. EBrexoBa

02.09.2016 .

PABOYAS TIPOTPAMMA YYEBHOM JUCIUILIAHBI

OI1.14 JOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHUA

porpaMMa MoJITOTOBKY CHEIIHATMCTOB CPETHETO 3BEHA
MO CHEIUATBHOCTH
19.02.10 «TexHoJ10THSA MPOAYKIHMHA 00LIECTBEHHOI0 MATAHUSN
(yriy0sieHHasl IOATOTOBKA)
Ha 0a3e OCHOBHOT'O 00IIero oOpa3oBaHUs
ouHas popma oOydeHus

2016 r.



MuHucTepcTBO 06pa3oBaHus Tynbckon obnactu
FocynapcTBeHHOe NpodheccmoHanbHoe obpasoBatenbHoe yupexaeHue Tynbckon obnactu
«[10HCKON NONNTEXHUYECKUIA KON K»

Nuer 2u3 12
HaumeHoBaHWe [fokymeHTa: Pabouyas nporpamma YyueGHoii | Pedakyus Ne
OUCLMNITUHBI W3mereHue s
YcnosHoe obosHaueHme; P OMM.14 19.02.10 Ne_ T
KOHTPONbHbIN

Jlucer coriacoBanus

Oprannzanus-pa3padoTyuk:
['ocynapcTBeHHOE 00pa3zoBaTEIbHOE YUPEKACHUE CPEHEro NpoecCHOHAIBLHOIO 00pa3oBaHUs

Tynbckoit o0mactn «JlOHCKOW MOTUTEXHUYECKUN KOJUIICIK.

Pa3padoruunk:

[TonukapnoBa Amnna I'ennaaseBHa, npenogasaresib [ TIOY TO «IITK».

COI'TTACOBAHO
Ha 3aC€IaHUU TPEeIMETHOM (LIMKJIOBOI) KOMUCCUU
JUCLUIUIMH IpodeccnoHaibHOro nukia otaeneHnit «Chepa odcimyxuBanusy», «O0IECTBEHHOE

MNUTAaHUEC U TCXHOJIOTNHU O6CJ'Iy>KI/IBaHI/I$I>)

[Tpotokomn Ne 1
ot 31.08.2016 1.

IIpeacenarens [IIIK: Ecuna I'.1.

JKenepr:
Metoauct I'TIOY TO «AIIK» Illatamosa E.H.



MuHucTepcTBO 06pa3oBaHus Tynbckon obnactu
FocynapcTBeHHOe NpodheccmoHanbHoe obpasoBatenbHoe yupexaeHue Tynbckon obnactu
«[10HCKON NONNTEXHUYECKUIA KON K»

HaumeHoBaHWe [fokymeHTa: Pabouyas nporpamma YyueGHoii | Pedakyus Ne Tiuer 3 ua 12
OVCLMNIUHBI W3meHeHue 3
YcrnosHoe oboaHauetme: PI10M.14 19.02.10 Ne N
KOHTPONbHbIN
COJIEP)KAHUE
1. TIACIIOPT PABOYEN [TPOI'PAMMBI VUYEBHOM 4
JUCHUITIINHBI
2. CTPYKTYPA U IIPUMEPHOE COJIEPXAHUE VUYEBHOM 6
JANCHUTTIINHBI
3. YCJIOBU PEAJIM3ALIN PABOYEM I[TPOT'PAMMBI VUEBHOU 10
JUCHUITJIMHBI
4, KOHTPOJIb U1 OLEHKA PE3VJIbTATOB OCBOEHU 11

YUYEBHOW JUCLIUITJIVHLI




MuHucTepcTBO 06pa3oBaHus Tynbckon obnactu
FocynapcTBeHHOe NpodheccmoHanbHoe obpasoBatenbHoe yupexaeHue Tynbckon obnactu
«[10HCKON NONNTEXHUYECKUIA KON K»

Nuct 4 n3 12
HaumeHoBaHWe [fokymeHTa: Pabouyas nporpamma YyueGHoii | Pedakyus Ne ueraus
OUCLMNITUHBI W3mereHue s
YenosHoe 06o3Hauenme: PITOM.14 19.02.10 Ne_ T

KOHTPONbHbIN

1. MACIIOPT PABOYENM ITPOI'PAMMBI YYEFHOM JTUCIUATLIMHBI
JlokymMeHTalluOHHOE o0ecrieYyeHne yIIPaBJIeHUs

1.1. Ob6saacTh NPpUMeEHEeHHUs TPOTPAMMBI

Pabouas mnporpamma y4yeOHON NUCUMIUIMHBI SBJISIETCS 4YacTbio pabouell mporpammbl
NOJArOTOBKM CHEHUAINCTOB cpeaHero 3BeHa B coorBercTBUM ¢ PI'OC mno cnenuanbHOCTH
(cnermmanbHOCTAM) CITO 19.02.10 TexHOMOTHS TPOIYKIIMUA OOIIECTBEHHOTO MUTaHUS
1.2. MecT0 IMCHUILIMHBI B CTPYKType OCHOBHOW MNpo¢ecCHOHAIBHOH 00pa3oBaTeJbHOM
NPOrpamMMbI:

HucumiuinHa — «J{oKyMeHTalMOHHOE  OOecrieYeHHe  YNpaBJICHUS»  BXOOUT B

obmenpodecCuoOHaNbHBIA ITHKIT.

1.3. Heau u 32124 JMCHUNJIMHBI — TPeOOBAHMS K Pe3y/JIbTATAM OCBOEHUS AU CUMIJIMHbBI:
B pesynbprate ocBoeHMs Yy4eOHOM MUCHUIUTMHBI 00yUYalOIIUICS T0/KEH YMeTh:
- COCTaBJIATH U OPOPMIISITH CIYKEOHBIE TOKYMEHTHI;
- 3aloNHATH TEPBUYHBIE YYETHBIE JOKYMEHTHI TO MNpouiro mpodeccCHOHAIbHON
JESITEIIbHOCTH;
- 0(OpMIIAITH HOMEHKJIATYpy JEJI;
- (opmupoBaTh Jena B COOTBETCTBUH C HOMEHKIIATypOM JIeT;
- OCYILIECTBJISITh JOKYMEHTUPOBAHHUE U OPTaHU3ALMI0 padOThI C JOKYMEHTaMHU.
B pe3ynbraTe ocBoeHHs y4eOHOM TUCIUIUIMHBI 00YYarOIIMACs T0JKEH 3HATh:
- OCHOBHBIE 3aKOHO/IaTEJIbHbBIE aKThl B 00JIACTH €O POU3BO/ICTBA;
- TpaBWJa COCTaBIICHUS U O(pOpMIIEHUS JOKYMEHTOB;
- TpeOOBaHUs K TEKCTY CIYXKEOHBIX TOKYMEHTOB;
- yHu(uUUUpoBaHHbIE (OPMBI TEPBUYHBIX YYETHBIX JOKYMEHTOB 10 HPOQHIIIO
MpoQeCCHOHAIBHON JESTENHHOCTH;
- [IpaBUJIA OpTaHU3ALUU pabOTHI C JOKYMEHTaAMU;
- TpaBWia XpaHEHUs JOKYMEHTOB.

1.4. Kosin4ecTBO YaCOB HA OCBOEHHE MPOrPAMMBbI TUCHUTLIHHBI:
MaKCHUMaJbHON y4eOHOU Harpy3ku oOydatomierocs 96 yacos, B TOM 4ucIe:

00s13aTeNIbHON ayJTUTOPHOM yueOHOI Harpy3Kku oOy4atomerocs 64 yacos;
CaMOCTOSITEIILHOM paboThl 00yJaromierocs 32 4acoB.
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2. CTPYKTYPA U IPUMEPHOE COJIEP)KAHUE YYEBHOM JUCHHUILJIAHBI

2.1. O0beM yueOHOI IMCUMIVIMHBI M BUABI Y4eOHO0# padoThI

Buj yueOHoii padoThI

Oobvem uacoe

MaxkcumasbHasi yueOHasi Harpy3ka (Bcero) 96
Oos3aTesibHAsI Ay AUTOPHAs YueOHasi Harpy3Ka (Bcero) 64
B TOM YHCJIE:
nabopaTopHbIEC 3aHATHUS
MPAKTUYECKHE 3aHITHS 32
KOHTPOJIbHBIE PaOOTHI
CamocrosiTesbHas padora o0yuyawuerocs (Bcero) 32

B TOM YHCJIC:

[ToaroToBka DOKJIAI0B U pedeparos.

TemaTnka BHanHHTOpHOﬁ CaMOCTOSITEILHOMI pa6OTBI.

HNrorosas arrecrauus.

ough. 3auem
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2.2. TemaTuyecKuii NJIAH U coJep:KaHue ydeOHOH THUCUMILIMHBI JJOKYMeHTAIIMOHHOE o0ecnieyeHHe YIIPABJIEHUs

HanmenoBanme Conep:xanue yueOHOro MaTepuasa, JJadoparopubie padoThl M NPAKTHYECKUE 3aHATHS, Oo0bem YpoBenn
pa3aesioB M TeM CaMOCTOsSITe/IbHAsA padoTa 00yYauuxcs 4acoB YCBOCHHS
Paznen 1. 18
JoxymMeHTaUMOHHOE
o0ecrneueHue
yIpaBJeHHUs
Tema 1.1 Conep:kanue y4eOHOTr0 MaTepuaia 2
Opranuzauus 1 | BBeaenue B TUCHHIIHHY. 2
JIEJI0NPOU3BO/ICTBA [Ipenmer aucuurnnunsl. Llenu u 3agaun AucuuIInHbl «/loKyMeHTaIMOHHOE OOecTieueHre

yIIpaBJICHUS», CBSI3b C JPYTUMH HayKaMH, pOJib U 3HAYCHUE B CUCTEME MTOJITOTOBKH
cnenuanucToB. OCHOBHBIE MOHSATHS U ONPEIeJICHUS] TUCIIMILIINHBI.

2 | 3HaueHHe JOKYMEHTAIMH B YIIPaBJIEHUYECKOH esTeabHOCTH. MecTo U poiib 4
JIeJIOTIPOU3BOICTBA B YIPaBIeHUHU. J{enonpon3BoJICTBO Kak (DYHKIIMSI YIIPaBJIEHUSI.
3 | IlonsaTtue o nokymeHTax. @yHKIUN TOKYMEHTOB. Y HU(MUIIMPOBAHHBIE CUCTEMBI
nokymentaiuu. 'OCTel u HopMmaTuBsl. Kitaccudukanus 1okyMmeHToB. Bujib
JOKYMEHTOB.

CamocrosiTesibHas padoTa 00yyaumuxcst 2
N3yuenune 3aKk0HOIaTEIbHBIX U HOPMATUBHBIX TOKYMEHTOB.
CocraBieHre NOHSTUHHOTO CIOBAPSI.

Tewma 1.2. Conep:xanue y4yeOHOro MaTepuaJia. 2
PexBu3nThl 1OKyMeHTa 1 | ®opmynsap noxymenTa. [Tonstue pexkBuznut. CocTaB peKBU3UTOB U MX PACHOI0KEHHUE.
ITpaBuna opopmnenus pexsuzutos. 'OCT P 6.30-2003 YCJI. YCOP/I. 2
CamocrosiTesibHas padoTa 00yyauuxcst 2
Pabota ¢ 3aganusimu paboueil TeTpaau
Tema 1.3. Conep:kanue yueOHOro MaTepuaJa 2
biianku TOKyMEHTOB. 1 | [lonsThe Gy1aHK JOKyMeHTA. Buapl 6J1aHKOB M TIOPSIOK PACTIONOKEHHS PEKBU3UTOB B
CrpyKTypa 1OKyMEHTa 6nanke (¢aroBoe u ieHTpupoBaHHOe). HazHaueHue u coctaB peKBU3UTOB OJIAHKOB. 2

Odopmiienne 6;1aHKOB (OOIIMIA, KOHKPETHOTO BUJIA, VI MUChMA, JOJKHOCTHOT'O JIUIA).
OcobenHoctu paboThl ¢ O1aHKaMU ¢ repOOBOM CUMBOIMKOM.
TpeboBaHue K M3rOTOBJICHHUIO IOKYMEHTOB. TEKCT TOKYMEHTa, €ro CTPYKTypa 1
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I Tpe60BaHI/I$I K COCTaBJICHHUIO.

IIpakTHYecKHe 3aHATHS 4
1 PacnonioskeHrne peKBU3UTOB JIOKYMEHTA.
2 Odopmienue u co3panue 0JaHKOB TOKYMEHTOB
Pasznea 2. 50
Cucrembl
JOKYMEHTALUuU
Tema 2.1. Coaep:kanue yueOHOro MmaTtepuaja 2
Cucrema 1 | Ilonsatue un pyHKIMU OpraHU3AIMOHHO-pacnopsaauTenbHoi nokymentanuu (OPJ1). Buabt
OpraHU3aIMOHHO- OpraHU3aIlMOHHO-PACTIOPSATUTEIBHBIX JOKYMEHTOB. OpraHn3allMOHHbBIE TOKYMEHTHI:
pacnopsAIuTEIbHON VYcrag, [lonoxenue, Muctpykiuu. llltatHoe pacniucanue. CTpyKTypa M IITaTHAS
JIOKYMEHTAIUH. qrciieHHOCTh. HazHauenne u npaBmia opopMIIeHUS] OPraHU3aIMOHHBIX JIOKYMEHTOB.
Opranu3zauroHHbIE CamocrosiTesibHasA padoTa 00yyaluuxcs 4
JOKYMCHTBI 1 CocraBnenue 1 0)OpMIICHHE ITATHOTO PACTIMCAHUS OpTaHU3AIINH.
CocraBnenue 1 0OpMIICHUE CTPYKTYPHI M IITATHON YHCIICHHOCTH OpPTraHU3aIliu.
Tema 2.2. Coaep:xaHue yueOHOro MaTepuaJia 2
PacniopsiaurensHbie 1 | Pacnopsautenbubie qokymeHThI: [loctanoBnenus, Pemenus, Ykazanus, Pactiopspkenus,
JTIOKYMEHTBI [Tpukasel. HazHauenue u npaBuia ohopMIIeHHS paCOPSAUTENbHBIX JOKYMEHTOB.
IIpakTHYecKne 3aHATHS 6
1 | Pabora c opraHu3aimoHHO-PACIOPAIUTENBHON TOKYMEHTAIUEH.
2 | CocraBnenue u opopMICHHE TPUKA30B U PACTIOPSIKECHHI.
CamocrosiTesibHas padoTa 00yyauuxcst 4
1 PaGora c 3aganusimu pabodeii TeTpaau.
Nunusuayanbueie 3aganus: «Cocrasienue u opopmiuenue OPJl»
Tema 2.3. Conep:kanue y4yeOHOr0 MarTepuaJia 2
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Cucrema cripaBo4HO- Haznauenue u BUJIbI CIIpaBOYHO-UH(DOPMALIMOHHBIX TOKYMEHTOB.
uH(HOPMAMOHHON Hasnauenue, cocTaB peKBU3UTOB U TIOPSIOK O(DOPMIICHHS CITY>KEOHBIX ITHCEM.
JIOKYMEHTAIU! 1 | PazHoBUAHOCTH ciy)eOHBIX muceM. [IpaBuia ohopmIiieHuUs TETOBBIX MHCEM.
Hasnauenue, coctaB peKBH3UTOB U IOPSATOK 0(hOPMIICHHS: TIPOTOKOJIOB, aKTOB, CIIPABOK,
JOKJIAJTHBIX M CITYEOHBIX 3aITHCOK.
IIpakTunyeckue 3aHATHSA 10
1 | CocraBnenue u 0OpPMIICHHE CITYKEOHBIX MTHUCEM.
2 | Cocrapnienue u 0o(hopMIICHUE POTOKOJIOB.
3 | CocraBienue u ohpopmIICHUE aKTOB.
4 | CocraBienue u opopmiieHHE TOKIATHON U CITy)KECOHOMU 3aIUCKH.
CamocrosiTesibHas padoTa 00yyauuxcs 4
Pabora ¢ 3aganusmu paboueit TeTpaau.
NunuBuayanbuelie 3aganus: «CocTaBienre U ohopMiIeHUuE CIPaBOYHO-MH(POPMAIIMOHHBIX
JOKYMEHTOBY
Tema 2.4. Coaep:xxanue yueOHOro MaTepuaJia 2
Kagposas nokymenranus | 1 | Ha3HaueHue u cocTaB KaJpoOBOH TOKyMEHTAUU. TPyI0BbIC KOHTPAKTHI, IIPUKA3HI 110
JTUYHOMY COCTaBY, TPYAOBbIE KHIKKH. Y HU(DUIIMPOBAHHBIE (POPMBI IEPBUYHON YUETHOM
JOKYMEHTAIMH 10 TpyAy | ero oruiate. KoHpuaeHInanbHOCTh JOKYMEHTOB MO0 TUYHOMY
cocraBy. OcobeHHOCTH 0(hopMIICHUS 3asBICHUH, pe3loMe, aHKETHI.
IIpakTHYecKkne 3aHATHS 6
1. | CocraBienue u oopMIIeHHE TPUKA30B MO JUYHOMY COCTaBY.
2. | 3anonmHeHue YHUDUIIUPOBAHHBIX (HOPM MEPBUYHON YUETHOW TOKYMEHTAIIUU IO TPYAY U
€ro orare.
CamocrositesibHasi padoTa o0y4yauuxcst 2
Pa6ora c 3aganusimu paboueii TeTpaau.
Cocranenue u 0opMIICHHUE 3asBIICHUN U PE3IOME
3anonHeHHe YHHPUITUPOBAHHBIX ()OPM MIEPBUYHON YUETHOW JOKYMEHTAITUH TI0 TPYAY U €T0
oriaTe
Tema 2.5. Coaep:xaHue yueOHOro MaTepuaJia 4
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IInanoBas 1 oTdyeTHAs
JOKYMCHTAaI A

Ha3nauenue u o01mas XxapakTepucTUKa INIAHOBOM U 0TYeTHOW JoKyMeHTauuu. [1nanossie
JOKYMEHTHI (IUIaHBl, IPOTPaMMBl, TpadukH, cxeMbl). OT4eTHBIE TOKYMEHTHI
(rocynapcTBeHHasi CTATUCTUYECKAs! OTYETHOCTh, BEIOMCTBEHHASI OTYETHOCTb,
BHYTPUYUPEKIEHUECKAs! OTYETHOCTD).

1

2 Pa3zpabotka yHUPUIIUPOBAHHBIX (HOPM OTUETHOU JOKyMeHTaruu. CpOKH MPEICTaBICHHUS
OTYETHOCTH

CamocTosiTeJibHasi padoTa 00yYarommXxcst

Cocrasnenue u opopmiieHue wian. CocraBienue u opopmienne cBoaku. CocTaBiieHHE U
odopmIIeHHE OTUETA.

Pa3nean 3.
Opranun3anusi padoThl ¢
JOKYMEHTAMH

26

Tema 3.1.

Conep:xaHue y4eOHOro MaTepuaJia

Opranu3zanust
JIOKYMEHTOO000pOTa

[TonsTre fokyMeHTO000pOTAa. DTalbl JOKyMEHTO000poTa. Opranu3zanus padboThl C BXOASIIMMH,
UCXOJAIIMMU U BHYTPEHHUMHM JOKyMEHTaMu. Perucrpanus 1okymeHToB. @opMbI peructpanuu
JOKYMEHTOB (KypHaJIbHasl, KAPTOYHAs,, aBTOMATU3UPOBaHHAsI) U IOPSAOK UX 3aIOJTHEHMUSI.

HpaKanecmle 3aHATHUSA

1 | Perucrpanusi 10KyMEHTOB (KapTO4Hasl, ’KypHaJlbHasl, aBTOMATU3HUPOBAHHA).

2 | CocraBieHne CXeMbl JJOKyMEHTO000pOTa OpTaHu3aIiH

CamocrosiTeabHas paﬁoTa oﬁyqalonmxm

Pabota ¢ 3aganusmu paboueit TeTpau.
[ToxroroBka nokiana «IIpobiemMbl COBEPIICHCTBOBAHMSI JOKYMEHTOO00POTa OpraHU3alun

Tema 3.2.

Conep:kaHue y4eOHOT0 MaTepuaa

Homenknarypa nen

IlonsTue «HOMCHKJIATYpa ACID». Haznauenue u BUabI HOMCHKIJIATyphbI OCIIL. TI/IHOBaSI, IpuUMEpHasa
" KOHKPCTHAad HOMCHKJIATypa ACII. TpC6OBaHI/I$I, MMPEABABIACMBIC K COCTABJICHUTIO
HOMCHKIJIATYpPhI ACJI OpraHu3alivu. CpOKI/I XpaHCHUA OCII. HOpﬂI[OK COCTaBJICHUSA U
YTBCPKACHUA HOMCHKJIATYPHBI ACJI OpraHru3alnuu.

CamocrosiTesibHas padoTa 00yyauuxcst
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Pabota c 3aganusMu paboueit TeTpaau.
Nunusuayanpaoe 3ananne: «OGopMUTh HOMEHKIIATYPY NI CTPYKTYPHOTO TOIPA3ISIICHUSDY

Tema 3.3. Coaep:kaHue yueOHOro MaTepuaja 4
dopMHUpOBaHUE JIEII. 1 | IlpaBuna popmupoBaHusi JOKYMEHTOB B fena. [loHaTHe «3KcnepTr3a IeHHOCTH
ITogroroska nen x nokyMmeHToB». [lonstue «odopmienue nena». OCHOBHbIE TPEOOBaHNUS, IPEABIBISIEMbIE K
XpaHEHHIO oopmrenuto nen. [osHoe U yacTuyHOE 0HOPMIICHHUE JIEIL.

2 CocrasiieHre 3aBepUTEIILHON HAIUCH, BHyTpeHHel omrcu. OdopMiieHHe 00JI0KKH Jea.

[IpaBuina nepenauu 1€ B apXuB.

CamocrosiTesibHAs paboTa 00y4arOUIUXCA 4

PaGora c 3aganusimu pabodeii TeTpaau.

IToaroroBka noknana «IloarotoBka fen k nepeiaye B apxXuBy

JAuddepeHunpoBaHHbIN 3a4eT 2

Bcero:

96
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3. YCJIOBUSA PEAJIM3ALIUU ITPOI'PAMMBI JTUCHUITJINHBI

3.1. TpeGoBaHusi K MUHUMAJIbLHOMY MATePUAJIBLHO-TEXHHYECKOMY O0ecredeHHIo
Peanmuzanus ydeOHOM AucCUMIUIMHBL TpeOyeT Haauyusi y4eOHOTro KaOHMHETa COIMAJIbHO-
SKOHOMHMYECKUX JUCHUIUIHNH.

O6opynoBaHnne y4eOHOro KaOuHeTAa:

» T0CaJOYHBIC MECTA IO KOJIMYECTBY O0YUAIOIIUXCS;

» pabouee MeCTO MpernoiaBaTels;

» CHUCTEMaTH3UpPOBAHHBIC 10 THIIAM HATJISHBIC MMOCOOMS: NMPE3EHTALNU; Pa3IaTOYHbIH
MaTepuai, MOJ0OPKM HOPMAaTHUBHBIX JOKYMEHTOB M THIOBBIX ()OPM JIOKYMEHTOB,
UCIOJIE3YEMBIX B MPOPECCHOHATBHON ACSITEIbHOCTH, YYeOHUKH U yueOHbIE TOCOOHUS.

TexHnveckue cpeacrea oﬁyqe}mﬂ:

IPOCKTOP;

WHTEPAaKTHBHAS JIOCKA;
NIEPCOHAIBHBIN KOMITHIOTED;
3BYKOBOCTIPOM3BO/IAIIIAS allaparypa.

YV VYV

3.2. UndopmaunonHoe odecriedeHue 00ydeHust
IlepeyeHb y4eOHBIX M3AAHM, JONIOJTHUTEIbHOH JIUTEPATYPbI
OcHogHble uCMOYHUKU:

1.

2.

B

8.

benos A.H., benos A.A. [lenonpousBoACcTBO U JOoKyMeHTooOopoT. — M.: U3a-Bo DkeMmo,
2014. - 624 c.

HenonpousBoacteo / bacockas E.H., beikoBa T.A., BsmoBa JIL.M. m np. - M:
[TpodpO6pU3aar, 2014.

HenomnpousBoactBo: OOpasibl, JOKyMeHThl. OpraHuzanus U TexHoJorus padboTsl. bonee
120 noxymentoB / Ilog pen. M.K. Kopueesa, B.A. Kynpsiera. - M.: TK Beb6nu, U3n-Bo
[Ipocmexkr, 2013.

Jlenkesuu JI.A., JlenonpousBoctBo. — M.: U3narenbckuil neHTp «Axagemusy», 2012.
Opranusanus pabotsl ¢ gokymentamu / Ilog pen.mpod. Kynpsiea B.A. - M.: Uudpa,
2014.

Comory6 O.I1. [lenonpou3BOACTBO: COCTaBJE€HUE, pEIaKTUpoBaHME M 00paboTka
JTIOKYMEHTOB: yueOHoe nmocooue — M.: U3narensctBo «Omera-JI», 2014.

YysenkoB A.1O., fnosckas B.®D. IlpaBuna odopmiuenus nokymentoB. KommeHTapuil k
I'OCT P 6.30 — 2011. - M.: «TK Ben6u», uzn-so «IIpocnexry, 2012.

YykoseHnkoB A.I1O., SlukoBckas B.®. [lenosas nepenucka: [Ipaktuy. nocobue. — M.: Jleno,
2012.

ﬂOI’lOﬂHllmeJleble UCMOYHUKU:

1.

2.

~ow

bopreno .41., Kupcanosa M.B. OcHoBBI TexHOJOTHU Aenornpoun3Boacta. — M.: UHOPA-
M; HoBocubupck: Cubupckoe cornamienue, 2011.

I'OCT P 6.30-2003. YuuduuupoBaHHbIE CHUCTEMbl JOKYMEHTAIMH. YHUMUIUPOBAHHAS
cucTeMa OpraHU3alMOHHO-PACIOPSIUTENIHON TOKyMeHTauu. TpeGoBaHus K 0(pOPMICHHIO
JOKyMeHTOB. - M.: 31-Bo crangapros, 2011

Poroxxun M. 0. CnpaBounuk no nenonpousoactsy + CD. Uznarensctso "[Tutep", 2010.
Coxkonos B.C. JlokymenraunonHoe obecriedenue ynpasieHus. — M.: ®OPYM: UHOPA-M,
2011.

CrentoxoB M.B. O6pa3iibl JOKYMEHTOB TIO  JIeJIONpPOU3BOJCTBY: PyKOBOJACTBO K
cocrapaeauro. M3ngarenscreo "IIPHMOP", 2010
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4. KOHTPOJIb U OHEHKA PE3YJbTATOB OCBOEHUA JUCIUIIJIMHbI

KoHTpoJib U olleHKa Pe3yJIbTaTOB OCBOCHHS JUCIUILIMHBI OCYIIECTBIISETCS MPENoiaBaTeiieM B
Mpollecce MPOBEACHUS TMPAKTUUYECKUX 3aHITHM , TECTUPOBAHUSA, a TaKXKE BBINOIHEHUS
00yJaronMMHUCs WHIMBUIYAIBHBIX 33JIaHUN, TPOCKTOB, HCCIICIOBAaHUH.

COCTABJISATH U 0()OPMIISAITH CJIy:KeOHbIe

®opMBbI M METOAbI KOHTPOJIS ¥ OLlEeHKH

JAOKYMEHTbI pe3yJbTaTOB 00yUYeHHst
YmeHnus:
COCTaBIIATh M O(hOPMIISITE CITy:)KeOHBIC [IpakTuueckue 3aHsATUS,
JIOKYMEHTBI BBINOJIHEHHUE 3a/JaHHid paboveii TeTpaiy,

JOMalIHEC 3aJaHNEC

3aII0JIHATH IICPBUYHBIC YUCTHBIC JOKYMCHTELI
1o npodmiTto MpodhecCHOHATLHOM
JIeSITEIbHOCTH

I/IHIII/IBI/IIlyaJH)HOG 3aJJaHUC, BBIIIOJTHCHUEC
3ajaHui paboueil TeTpaau

0(OpPMIISITH HOMEHKJIATYPY JIeJ

WuauBuayanbHoe 3aaHne

(dbopMHUpOBATH J1e71a B COOTBETCTBUU C
HOMEHKJIATYpOil Jien

NunuBuyanbHOE 3a1aHUE, BBIITOJITHEHHE
3aJIaHuK pabouel TeTpaau

OCYHICCTBIATL JOKYMCHTHPOBAHUC U
OpraHnu3anuro pa6OTBI C JOKYMCHTAMHU

[IpakTnueckue 3aHsATHS,
JIOMaIlIHee 3aaHue

3uanusa:

OCHOBHBIC 3aKOHOJIaTeIbHBIC aKThl B o0actu | Omnpoc,
JIEJIONPOU3BOJICTBA WHIMBUTYaJIbHBIC 32/ IaHUS
NpaBUiia COCTABJICHUS M JOKYMEHTOB TectupoBanue,

MPaKTUYECKHE 3aHATHUA,
BBHITIOJTHEHHE 3a/1aHUi pabouelt TeTpaau

YUETHBIX JOKYMEHTOB I10 MPOPHUITIO
npodecCHOHATIBHON 1 TETbHOCTH

TpeOOBaHUs K TEKCTY CIy)KeOHBIX JokyMeHTOB | Ompoc,
BBINIOJTHEHHE 33/1aHUi pabouel TeTpaau
yHU(DULIIPOBaHHbBIE (POPMBI TEPBUYHBIX TectupoBanue,

BBITIOJIHEHHE 3aJjaHUi paboueil TeTpaiu,
WHJVBHIyaJIbHOE 3a/1aHHE

MpaBujIa OpraHu3aluu padboThl C TOKYMEHTaMU

TectupoBanue,
BBINOJIHEHHE 3aJaHUi pabodeil TeTpany,
VHJIMBH1yaJIbHBIC 3a/IaHNS

IMpaBuJjia XpaHCHUS JOKYMCHTOB

Ompoc,
BBITIOJIHEHHE 3aJjaHUi paboueil TeTpaiu,
WHIVBUAYaJIbHbIE 3a1aHUS




