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1. TACHIOPT PABOYEN ITPOT'PAMMBbBI YYEBHOM JUCIIATLJIMHBI

OI1.13 JoxkymMeHTALIMOHHOE O00ecneyeHne YIpaBJIeHUs

1.1. Ob6nacTs npuMeHeHns padoyei MPOrpaMmbI:

Pabouass mporpamma ydeOHON AMCIMIUIMHBI SBIISIETCS YaCThIO OCHOBHOM
npodecCHoHaTbHON 00pa3oBaTenbHOM porpammel B cooTBeTcTBUU ¢ PI'OC CITO
no crnenuansHocTH 40.02.01 [IpaBo u opraHuzanus COLMAIBHOTO OOECIEUYEHUs,
(npuka3 MuHHCcTepcTBa OoOpa3oBaHus M Hayku Poccuiickoit ®enepauuu OT
12.05.2014 Ne 508, 3apeructpupoBaHHOr0 MUHHCTEPCTBOM rOCTULIMM Poccuu
29.07.2014 Ne 33324), Bxomgsfmed B COCTaB YKPYHNHEHHOM  Ipymmbl
crneunanbHocTeit 40.00.00 FOpucnpyaenus, 6a3oBasi MOATOTOBKA.

Pabouass mporpamma y4eOHON NHCHUIUIMHBI MOXET OBbITh HCIIOJIb30BAHA B
JOTIOJIHUTENBHOM MPO(ECCUOHATBLHOM 00pa30BaHUM Ui pealu3aliui NporpaMMbl
MOBBIIICHHS KBaJIM(PUKALIUH U MOJATOTOBKHU o HaIPaBJICHUIO
«/loxkymeHTalmoHHOE 00€eCIIeYeHUE YIIPABICHUSD.

1.2. Mecro yuyeOHOIi JAUCHMIUIMHBI B CTPYKTYpe OCHOBHOIi
npo¢eccuoHATBHOI 00pPa30BaTEIbHOI MPOrPAMMBI:

Pabouast mporpamma no yueOnoit gucruruinde OIl.13 JlokyMeHTalmoHHOe
oOecrieyeHre YIpaBiI€HUS SBISIETCS 4YacThl0 MNPO(ECCHOHATBHOIO Yy4eOHOTO
1UKIa, o0enpodeccuoHanbHas AUCIUIIINHA.

1.3. Hemum wu 3axaum y4yeOHOW JMCUHMIVIMHBI — TpeOOBaHMA K
pe3yJibTaTaM OCBOCHUSA Y4eOHOM IMCIUTIIUHBI:

B pe3ysbTaTte 0CBOSHUS TUCIUILTMHBI 00YYAFOIIUKACS TOJDKEH YMETh:

— oopMIISITH ~ OpraHU3allMOHHO-PACIOPSAIUTEIbHBIE  JOKYMEHTBHI B
cootBeTcTBUH C AeicTByomuM ['OCTom;

— OCYIIECTBJIATh O00pabOTKYy BXOJSIIMX, BHYTPCHHHX M HCXOJAIINX
JOKYMEHTOB, KOHTPOJIb 32 X HUCIIOJIHCHHEM;

— 0(hopMIIATH JOKYMEHTBI IS ITepeadr B apXUB OpraHU3alluu;

— ohopmsimeb 0CHOBHBLE OOKYMEHMbL O MPYOOEbIM OMHOUEHUSIM,

— COCmasnsams MeKCmbvl CAYHCEOHbIX NUCeM OCHOBHbIX 6U008 (NUCbMA-
3anpocsvl; NUCbMA-0MEentvl, NUCbMA-MPedO8anus, NUCbMA-NPUSTAUEHUs., NUCbMA-
bnazooapuocmu);

— npuHuMams,  nepedagamv — OOKYMEHMbl C  NOMOWDbIO  Cucmem
NeKMpPOHHO20 0oKymeHmoobopoma (CI/]), snekmponHou noumol, haxCuMuibHOL
CBA3U;

— Becmu pe2ucmpayuoHHvle U KOHmpoavhsie kapmomexu ¢ nomowvio CIJ];

— gecmu pabomy c Oeticmsyrouumu Ilepeunimu OOKyMeHmMoO8 co CpoKamu
XPaHeHUs npu CoOCMasieHUU HOMEHKIAmypul e,

— ocyujecmenisimes mexyujee XpaneHue O0KyMeHmos 8 noOpazoeieHull.



B pesynbrare ocBoeHus y4eOHOM AMCIMIUIMHBI OOYYAIOIIMICS MOJKEH
3HATh:

— TIOHSTHE IOKyMEHTA, €T0 CBOMCTBA, CIOCOOBI JOKYMEHTUPOBAHUS;

— IpaBuWiIa COCTaBJICHUS u oopMIIeHHUS OpraHU3aI[MOHHO-
pacnopsIMTeIbHbIX JOKYMEeHTOB (fanee - OPJ]);

— CHCTEMYy W THUINOBYIO TEXHOJIOTHIO JIOKYMEHTAIIMOHHOTO OOCCTICUCHMUSI
yrpasienus (nanee - JI0Y);

— OCOOEHHOCTH  JCNIONPOU3BOACTBA MO  OOpalleHUsM TpakKIaH WU
KOH(DHICHIIMATIBHOTO JEIOMPOU3BOICTRA,;

— cogpemenHyI0 Hopmamuenyto 6azy /[OY;

—  npuMyunvl  YHUukayuu U CMAHOApMu3ayuu - YNpasieH4eckou
OOKyMeHmayuu,

—  Kaaccugukayuio OOKyMeHmos, 8 m.u. YnpasieHuecKux;

—  PeKsU3Umbl, NPUOArOuue IpUOULeCcKyro CUuLy OOKyMeHmY;

—  0bwue ceedeHuUs 0 OOKyMeHmayuu no JUYHOMY COCMABY;

—  2muKem 8 0esl08ol nepenucke;

— 0cobeHHoCmuU 0hopmaeHUsT OOKYMEHMO8, nepedasaemulx JIeKMmpOHHOU
noumou,

—  opmbl opeanuzayuu cuyscovl JOY, eé cmpykmypy, ¢ynxyuu;

— pabomy ucnoanumenei ¢ OOKYMeHmMamu,

— opeanusayuro pabomel N0 OCYWECMBEIeHUI0 JTUYHO20 NpUema cparicoaH
PYKOBOOUmenem opeaHu3ayuul;

—  npoyeoypy npogedeHus IKCNePmu3bl YeHHOCMU OOKYMEHMO8,

— opeanusayuio pabomul IKCHEPMHOU KOMUCCUU OPSAHUZAYUL,

— opeanusayuio pabomel apxuea yupexicoeHusi, OCHO8Hble mpebo8aHus K
noMeweHUsM U YCA08UAM XPAHEHUs] OOKYMEHMO8.

B pesynbpTaTe ocBoeHUs y4eOHON JUCITUTUIMHBI 00YYaIONTUHCS JOCTUTHET
CIEIYIOIMNX JUYHOCTHBIX Pe3yJbTATOB:

OI.13 JlokyMeHTaIlmoOHHOE 00ecrieueHne JIP 13,14,JIP-KK1, JIP-KK2,
: yTIpaBJICHUS JIP-COII-3
JIngHOCTHBIE PE3yIbTATHI Kon nuuHoCTHBIX
pe3yJIbTaToOB
aIM3aIMH IPOTPAMMBI BOCTTUTAHUS
peaiusan porp ¢ peanuzanuu

MIPOrpPaMMBbI
BOCIIUTAHMS

JIeMOHCTpUpYIONUH TOTOBHOCTH M CIIOCOOHOCTh BECTH C JIPYTUMH JIP 13

JIOJIBMH, JOCTUTATh B HEM B3aWMOINOHUMAaHUS, HAXOJIUTh OOIIUE IEed U

COTPYIHUYATH JUIS UX TOCTHXKEHUS B IPOGECCHOHATBHON ASITENEHOCTH

[IposBrstomuii CO3HATETHLHOE OTHOIIIEHUE K HETIPEPHIBHOMY 00pa30BAHUIO JIP 14

Kak YCJIOBUIO  yCHemHOW mpodeccHOoHanbHON ¥ 0OIecTBeHHOH




JCATCIIBHOCTH

[pusnatommit IICHHOCTh HETIPEPHIBHOTO o0pazoBaHwus,
OPUCHTUPYIOIIMKCS B HM3MCHSIOIIEMCS DPBIHKE TpyJaa, u30eraronuii
0e3paboTHIIBI;  YIPaBIAIOMUA  COOCTBEHHBIM  MPO(eCcCHOHATBLHBIM

pazBuTHeM; peICKCUBHO OILCHUBAIOMIUNA COOCTBEHHBIM >KU3HCHHBIN
OIBIT, KPUTEPUHU JTUYHON YCIIEUTHOCTH.

JIP-KK1

OKOHOMUYECKH aKTHBHBIfI, Hpe,[[HpI/II/IM‘lI/IBblﬁ, TOTOBBIN K CAMO3aHATOCTH

JIP-KK2

A,I[CKBaTHO OHeHI/IBaIOH_[I/Iﬁ CBOM CIIOCOOHOCTH Hn BO3MOXXHOCTH,
OTBETCTBEHHO OTHOCHMHﬁCH K IIponeccy 06yLIeHI/I5[ H €ro pe3ylibTaraM

JIP-COII-3

1.4. Kosm4ecTBO 4acOB HAa OCBOeHHE padoyeil mporpamMmbl y4eOHOI

JUCIUILINHEI:

MaKCUMaJlbHOM y4ueOHOM Harpy3ku oOydaromierocs — 102 gacos,

B TOM 4HUCJIC:.

00s13aTEIPHON Ay TUTOPHON yU4eOHOM Harpy3ku oOydJaromierocs — 68 gacos;

CaMOCTOATENBbHOM paboThl 0Oyyaromerocs — 34 4acos.

[IpomexyTouHas artectainus B popme ougghepenyuposannozo 3auema.




2. CTPYKTYPA M COJAEPKAHUE YYEBHOM JUCITATLINHBI

2.1. O0beM y4eOHO# TMCUMILINHBI U BU/IbI Y4€0HO0Ii padoThI

Bun yueOHo# padoThI O0bem yacos

MaxkcumanbHasi yueOHasi Harpy3ka (Bcero) 102
6 M.Y. 8APUATMUBHAS YACTND 38
O0s3aTebHAsE ayIMTOPHAs yueOHasi HATpy3Ka (Bcero) 68
8 M.4. 8APUAMUBHAS YACMb 24
B TOM 4YHCJIC:

B (popMe MpaKkTUUECKOil MOArOTOBKU 90

MPaKTHYECKUE 3aHATHS 30
CamocTosiTesibHAs1 padoTa o0yualonierocs (Bcero) 34

IIpomexyTtounas arrectanus B hopme qudepeHIMPOBAHHOI0 3a4eTa




Temaruueckuii nian yueOHoi nucuunianubl OI1.13 JlokymeHTanmoHHOE 00ecnevyeHne ypaBJaeHus!

Makc. B dpopme KoJymuecTBO ayAUTOPHBIX YACOB
., | Camocr.
yue0. NPAKTHYEeCKOil
padora IIpakTuy.
HanmeHoBaHHe pa31eoB H TeM HAIpY3Ka | MOATOTOBKH Teoperuy.
cryaeHra | Beero (cemuHapckmue)
CTYI-TA o0yueHme
(1ac) (uac) 3aHATHS
Pa3gen 1. lokymeHTHpOBaHHE 48 48 14 34 18 16
Tema 1.1. JlokyMeHTaMOHHOE OOECTIEYCHNE YIIPABICHHUS: BBEICHUE B 14 14 6 8 6 2
mucuuIuiaHy. TloHsTHE TOKYMEHTa.
Tema 1.2. IlpaBuna coctaBieHus 1 0hOPMIICHHUS OPraHU3AIMOHHO- 22 16 6 16 8 8
pacnopsauTensHblid JokyMeHToB (OP/]).
Tema 1.3. [lenoBas nepenucka kak pasHOoBHIHOCTH, OPJl. OCHOBHBIC BU/IBI U 12 12 2 10 4 6
npaBmiia OPOPMIICHHUS.
Pazjen 2. Opranuszanus padoTsl ¢ JOKyMEeHTAMH 54 54 20 34 20 14
Tema 2.1. Texnonoruu JOY. JlokyMeHTO0O0POT U POPMEI €10 16 16 4 12 8 4
OpraHu3aIH.
Tema 2.2. OCOOEHHOCTH JISTOPOU3BOJICTBA 110 OOPANCHUSIM TPaXK/IaH. 12 8 4 8 4 4
Tema 2.3. OcoOeHHOCTH KOH(DUICHITMATIEHOTO JISTIONPON3BOJICTBA. 6 6 2 4 2 2
Tema 2.4. Texnonoruu JIOY B npoueccax ynopsao4eHus, CHCTEMaTH3alUH 18 18 10 8 4 4
Y OpTaHU3alUY XpaHEHUs! IOKYMEHTOB.
JuddepenunpoBanHblii 3a4eT 2 - 2 2 -
Bcero no qucnunianHe 102 90 34 68 38 30




2.2. TemaTuyeckuii mjian u ccogep:xkanue ydeoHon nucuuminnael OI1.13 JlokymeHTaunoHHOe o0ecniedeHne ynpaBJieHust

HaumenoBanue Coaeprxanue y4eOHOro MaTepuaJia, JJadopaTopHbie H NPAKTHYECKHE 3aHATHS, O0bem | YpoBeHb
pa3iesioB M TeM CaMoOCTOsITeIbHAs padoTa 00y4aloImXxcsi, KypcoBasi padora (IpoeKT) YacoB | OCBOCHMS
1 3 4
Paznen 1. lokymeHTHpOBaHME 48
Tema 1.1. CoaepsxaHue y4eOHOro MaTepuasa: 14
JoxymeHTAaLIMOHHOE 2
ofeceyene 1 | Cucrema poxkymeHTanuoHHOro odecneuvenusi ynpasjieHusi (JLOY). OcHOBHbIE NOHATHA, 2
yIpaBJIeHus: uem M 3a7avu JOY. Cospevennas HopmartuBHas 0a3a: HalMoOHaJIbHBIE —CTaHIAPThI
BEEICHHE B Poccuiickoit @enepanuu B 061acTu A€I0NPOU3BOICTBA.
JMCIHILINHY. 2 | Cucrembr  JIOY: ¢yHKUHOHAJIBHBIC, oOTpacieBble, YHH(GUUMPOBAHHbIE CHCTEMbI 2
ynpasJjeHusl AOKyMeHTaMu. [IpuHuunsl yHuduKanus u cTaHIapTU3alus yIpaBlIeHUYeCKOM
JOKYMEHTALIUU. 2
3 | IlonsAATHE TOKYMEHTA, €r0 CBOHCTBA, CIOCOOBI JOKYMEHTHPOBAHMS. 2
Knaccugukaius 10KyMEeHTOB, B T.4. YIIPAaBIEHYECKHUX.
IIpakTnyeckue 3aHATHA 110 OTPAOOTKE MOHUMAHUS [IPUHIIUIIOB YHU(PUKALMSA U CTaHJapTU3AIINS 2
yIpaBJIeHYECKON JOKYMEHTAIUH.
II3 Ne 1 CoBpemeHnHast HopMaTHBHAs 0aza B 00J1aCTH JI€JIONPOU3BOJICTBA 2
CamocrositenbHas paboTa 00y4daronuxcst 6
N3yuuts conepxkanue HopmaTuBHbIX JoKyMeHTOB: I'C JIOY u HanmoHalbHBIX CTaHAAPTOB B cdepe
JOY, B T.4. C UCHOJb30BAHUEM BJEKTPOHHON HH(GOPMAIMOHHO-CIPABOYHON CHUCTEMBbI
«Koncynprantllmroc». Bemucare 3 'OCT P 7.0.8-2013 B Terpaap cCTaHAApTU3UPOBAHHBIE
TEpMHUHBI 11 OCHOBHbIX moHATHM JOVY. B Terpagm HamucaTe npUMEpsl JOKYMEHTOB,
KJIAaCCU(UIMPOBAHHBIX [0 XapaKTepy 3HAKOBBIX CPEACTB (DUKCALMU; IO KaHATy BOCHPHUSITHS
uHpOpMalMY; MO CIOCO0y MOKYMEHTHPOBAHUS; IMPHUMEPHl KIACCU(PUKAIIMHM YIPABICHYECKUX
JIOKYMEHTOB.
Tema 1.2. Conep:xaHue yueOHOro MaTepuasa: 22
Mpauna 1 | lpaBuia cocraBjieHusi W O(OPMIIEHHSI OCHOBHBIX PEKBH3NTOB OPraHU3alHMOHHO- 2
COCTABJICHUS 1 pacnopsiIMTeIbLHBIX JokyMeHTOB (OPJI).
oopmieHHs Hammonaneneiii ctannapt ['OCT P 7.0.97-2016 — tpeGoBanust K 0pOPMICHHIO JOKYMEHTOB.




OpraHU3alMOHHO-
pacopsiIuTeIbHbIX
nokymenToB (OP/).

Ob6nacts npumenenus. [lepeuens pexkBU3UTOB. OcOOEHHOCTH OOpMIIEHUSI PEKBU3UTOB. Bupl
OJIaHKOB JJOKYMEHTOB, UX 0(hOpMIICHHE.

2 | lpaBuia  cocraBjieHHs:i MW O(OPMJIEHHS]  OPraHU3aANMOHHO-PACIOPSINTEIbHBIX
AOKYMEHTOB.

Opranu3anroHHO-pacopsIUTEIbHbIE, HH)OPMAIIMOHHO-CIIPAaBOYHBIE JOKYMEHThL. OCHOBHBIC
Bunael OPJI (mpukas, pacnopspkeHue, MPOTOKOJI, BBIMMCKA M3 MPOTOKOJA, aKT): MpaBuiIa HX
cocTaBlieHHs. PekBU3UTHI, TPUAAONINE FOPUINIECKYIO CUITY JOKYMEHTY. THIHYHBIE OIIHOKH
1pu 0OPMIICHUH JOKYMEHTOB.

3 | IpaBuaa cocrasiienust u opopmiaenust OP/] mo Tpy0BbIM OTHOIIEHHSIM.
YHauduuupoBanusle (HOpMbl MPUKA30B 0 JUYHOMY cocTaBy. Oc¢opmileHHE BBINHCOK U3
MPUKA30B, KOMUMH.

4 | O6mue cBedeHHsT O JOKYMEHTAlMM 1O JIMYHOMY COCTaBYy: peE3loMe, 3asBIICHUE,
XapaKTepUCTHKa, aBTOOMOrpadus, aHKeTa, JUYHas KapTouka. TpyaoBOil JOrOBOp: TOKYMEHTHI
s opOpMIICHHS, COJAEpXKaHUE JoroBopa. TpynoBas KHMXKKA: BblIada, OQOpMIIEHHE,
XpaHEHHUE.

IlpakTHueckne 3aHATHA MO  OTpadoTke yMeHWl  odopmiieHHS  OpraHU3aIMOHHO-
pacmopsIAUTENbHBIX IOKYMEHTOB B COOTBETCTBUU ¢ AeiicTBytonuM [[OCTom

I13 Ne 2 OdopmiteHHe 0OCHOBHBIX PeKBU3UTOB M cocTaBjienne 0aankoB OP/I cormacno 'OCT
P 7.0.97-2016.

113 Ne 3 Opopmitenne OpraHn3aHOHHO-PACTOPATUTETLHBIX JOKYMEHTOB (yCTaB, MHCTPYKIIHS,
LITAaTHOE pacUCcaHue, IPUKa3, Paclops’KEHUE)

13 Ne 4 Odopmiienne nHGOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB (IIMCHMO, aKT, CIIpaBKa,
JOKJIaHAs 3aMUCKa, OOBSICHUTEbHAS 3aMUCKa)

I3 Ne 5 OopmiteHHe OCHOBHBIX JOKYMEHTOB MO TPYAOBBIM OTHOILIEHUAM (TPYI0BOM JOTOBOD,
MPHUKa3bI 10 YHU(PHUIIMPOBAHHBIM opMam)

CamocrosTenbHas paboTa 00y4daronuxcst

Nzyuenne 'OCT P 7.0.97-2016. OdopmiieHue OBYX CXEM pacloyIOKEHUS] PEKBU3UTOB (YTIIOBOE U
LIEHTPUPOBAHHOE pacrosiokeHne pekBu3suToB — pucyHku bl u b2 k 'OCTy). KoncnektupoBanue
uHpopmanuto u3z tekcta ['OCT P 7.0.97-2016, BbiOOpouHO, O cOCTaBe MSATH PEKBU3UTOB
nokymMeHTOB. CocTaBiieHHE MAa0JIOHOB OJIAHKOB IOKYMEHTOB (MMHMChMa, 00IIEero, KOHKPETHOTO BHJIA
JIOKYMEHTA).
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[lonroroBka 11a0JIOHOB — OpraHU3allMOHHO-PACHOPSIIUTENBHBIX  JOKYMEHTOB  (pacnopsbKeHUeE,
BBINKCKA U3 TIPOTOKOJIA, CITy)KeOHAs 3aITUCKa).
Cocrasnenue pestome, aproonorpaduu 1 madaoHa TPyA0BOTO A0r0BOpa.

Tema 1.3. Jlesioasi | Conep:xkanue yueOHOro MarepuaJa: 12
nepenucKa Kak 1 | IpaBuaa  cocraBienusi ®W  oGopMIIeHHST  CIY:KeOHOT0  NHUCHbMA,  JOKJIAJTHOM, 2
pasnoBuaHocts OP/I. 00bSICHUTEIbHOM, CJIY’Ke0OHOM 3aNIMCOK.
OcHoBHBIC BHBI U Bunbl ciy»xeOHbIX (1€70BbIX) IUCEM, IPABUIIA UX COCTABIEHUS. DTUKET B JIEJIOBOI MEPEIINCKE.
fpaBiIa 2 | TpeGoBaHus K cOCTABJIEHUIO U 0)OPMJICHHIO 31eKTPOHHBIX IOKYMEHTOB. 2
opopmreHusl. [IpaBmiia cocraBieHHs 3NEKTPOHHBIX JTOKYMEHTOB. OcoOeHHOCTH O(OpMIIEHUS TOKYMEHTOB,
Iepe1aBaEMbIX JICKTPOHHOMW MOYTOM.
IIpakTuyeckne 3aHATHSA 1O  OTPadoTKe  yMeHHHl  OQOpPMIIEHHMS  OpPraHHU3ALMOHHO- 6
pacnopsIAUTENbHBIX IOKYMEHTOB B COOTBETCTBUU ¢ AecTByronmuM ['OCTom
I13 Ne 6 Odopmienue ciay:ke0HbIX uceM 3yueHue HaOOpa OCHOBHBIX PEKBU3UTOB M MPABUI UX 2
pacriosioskeHusi. CocTaBlieHHME TEKCTOB CIyKEOHBIX NMHCEM OCHOBHBIX BHUIOB: IHChbMAa-3alpoChl,
[IMCbMa-OTBETHI, TMCbMa-TPeOOBaHUS, TUChMA-TIPUTIIAIICHUS, TUChMa-0J1aro1apHOCTH.
I13 Ne 7 Oopmiienne 3,1eKTpOHHBIX 10kyMeHTOB (OP/l), ux nepenaua ¢ ogpopmiiennem 2
CONPOBOAUTEIbHBIX IMHCEM.
I13 Ne 8 IIpuem, nepenaya 10KyMeHTOB ¢ momMoubi0 CI /I, 51eKTpOHHOI MOUTHI, (haKCUMHUIIEHOM 2
CBSI3U.
CamocrosrenbHas paboTa 00yJaronXxcst 2
CocTaBuThb ci1y’k€OHOE MHUChbMO-3aIlIPOC U MUCbMO-OTBET Ha HETO.
Pazjen 2. Opranusanus padoTsl ¢ JOKyMEeHTAMH 54
Tema 2.1. Conep:xaHue yueOHOIro MaTepuasa: 16
Texnonoruu J10OY.
JIOKYMEHT00GOPOT 1 1 | Tunossbie TexHosoruu JJOY. [0KyMeHT0060POT: TPAAHIIMOHHBIE POPMBI. 2
dbopMbI ero JIOKyMEeHTOOOOPOT OpraHu3alyu: TEPMHUHBI, CoJIepKaHue, GOpMBbI OpraHu3auu. Oopmbl
opraHM3amu. opranuzanuu ciayx6 10V, ctpykTypa, GyHKIINH, KaTerOpUH MepcoHaNa, X QyHKIIMOHAI.
OcHOBHBIE IOTOKU JOKYMEHTOB. Bxonsiue, ncxoaaye 1 BHyTpEHHUE TOKyMEHTHI. X
XapaKTePUCTHKU: 00I1Iee U OCOOEHHOE.
2 | Texnosorusi paéoThbl ¢ BXOAAUINMH JOKYMEHTAMH. 2

[Topsiiok mpoXoKAEHHS U UCTIOJIHEHUS TTOCTYNAIOIIEe KOppeCHOHACHIIMHU. J[BrKeHe
BXOJIAIINX JJOKYMEHTOB: MIePBUYHASE 00pab0TKa, MPEABAPUTEIHHOE PACCMOTPEHHE,
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perucTpars, pacCMOTPEHHE PyKOBOAMTENIEM, ITepeladya Ha UCIIOJTHEHNE, UCIIOJTHEHNE,
KOHTPOJTb, CITUCaHUE TIOKYMEHTA B J1e1o0. [locTpoeHre cripaBOYHOTO armapara ¢ IOMOIIbEO
CD/1: 3amuch y49eTHBIX TaHHBIX O JOKYMEHTE (OCHOBHBIE PEKBU3UTHI, BHECEHUE IAHHBIX B
PETUCTPAIMOHHO-KOHTPOJIbHBIC (DOPMEIL: JKypHaIbI, KapToTeku, CO/I). Pe3omonus
PYKOBOJIUTEIIS — YIIPABICHUECKOE PEIICHHE.

3 | TexHoJorusi paGoThI ¢ HCXOASIIMMH U BHYTPEHHUMH T0KyMeHTamu. [Topsiiok
MOJIFOTOBKH, 0OCOOEHHOCTH PETUCTPALMH, B TOM UHUCIIE C IOMOIIBIO CUCTEM
aBTOMATHU3UPOBAHHON 00paOOTKH TOKYMEHTOB, OTIPABKY (JUIs1 UCXOSIINX ), UCIIOJTHEHUS (A1
BHYTPEHHUX).

4 | TexHoJiorusi padoThI ¢ JTOKYMEHTAMH, MOAJIE:KAIMMH KOHTPOJII0 HCTIOJTHEHUS.
[TocTanoBKa JOKyMeHTa Ha KOHTPOJIb. KOHTPOIIb UCIIOTHEHUS 110 CPOKAM U IO CYLIECTBY
IIOCTaBJIEHHBIX BOIPOCOB. CHATHE JOKYMEHTOB ¢ KOHTposl. OTMeTKa 0 KoHTpose. Pabora
UCTIOJIHUTENEH ¢ JOKyMeHTamMu: o01ee u ocodeHHoe. CpOKH HCIIOHEHHS, OTYET 00
UCIIOJTHEHHH.

HpaKTI/I'—IECKI/Ie 3aHATHUA 110 0Tpa60TKe HaBBbIKOB OCYIIIECTBJICHUA O6pa6OTKI/I BXOOAIIUX,
BHYTPCHHUX U UCXOLAINUX JOKYMCHTOB, KOHTPOJIb 3a UX UCIIOJITHCHUCM.

113 Ne 9 O6padoTka BXOAAIMX H HCXOAAUIUX 10KYMeHTOB. Co3/1aHNe U BeJleHHe KAPTOTEeKH
KOHTPOJISl MCIIOJIHEHUSI TOKYMEHTOB.

[IpucBoeHne perucTpaluoOHHbIX HHAEKCOB U 3al0JHEHHE perucTpaunoHHbIX Gopm. [TocranoBka
JOKYMEHTa Ha KOHTpoJb. KOHTpOIb 32 CpOKaMu UCTIOIHEHMSI U IO CYIECTBY BOIIPOCA.
Odopmnenre oTMeTKH 00 MCTIONHEHNUU JOKYMEHTa. BefeHre perucTpallioHHbIX U KOHTPOJIBHBIX
KapToTek ¢ nomonibro CO/I.

I13 Ne 10 O0padoTka BHYTPeHHHUX 10KYMeHTOB. KOHTpO.Ib X McnoJIHeHUs.
Peructpanus, cozanue v 3arojiHeHUE PerucTPallMOHHbBIX (OPM, KYPHAJIOB, B T.4. JJIEKTPOHHBIX.

CamocrosTenbHas paboTa 00y4daronxcs:

CocraBiieHre cXeMbl Ipoliecca KOHTPOJIS UCIIOJIHEHUS TOKYMEHTOB U MOPYYEHUN PyKOBOAUTENEH,
COCTaBJICHHE PETUCTPALlMOHHO-KOHTPOIbHON KapThl JokyMeHTa (PKK).

CocraBieHue cxembl CTpYKTYphlI ciyk0b1 JIOY ¢ ykazaHueM nojpasiesieH!i, BXOAAIIHA B ee
COCTaB U UX (PyHKIIMOHAJIA.

Tema 2.2.

Conep:xaHue y4eOHOTro MaTepuaJa:

12
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Oco0GennocTu 1 | Padora c oopamenusimu rpaziaan. ®exepanpueiii 3akoH oT 02.05.2006 Ne 59-D3 «O nopsizike 2
J1eJIONPOU3BOICTBA paccMoTpeHus oOparieHui rpaxaad PDy. DiekTpoHHbIe 00paleHus Yepe3 CauThl
10 00paleHusAM opranu3zanuii. Cpoku paccMOTpeHus: 0OparieHui.
rpaskaaH.
2 | Opranuzanus paboThI [0 OCYIIECCTBICHUIO IMYHOTO IIPHEMa IPaX1aH PyKOBOJAUTEIIEM 2
OpraHu3aIui.
IIpakTHyeckue 3aHATHS N0 0TPAOOTKE HABBIKOB PA0OTHI C OOpAICHUSIMU [PAXK/IaH. 4
I13 Ne 11 Peructpauus odopamenuii rpaxaan. Cpoku paccMoOTpeHuUsi 00panieHuii. 2
13 Ne 12 OdopmiieHue nuCLMa-0TBETA HA o0pallieHne rPaskIaHUHA 2
CamocTositenpHas paboTa 00yJaronuxcs: 4
KoncnektupoBanue ocHOBHbBIX nostoxkeHnit @enepanpHoro 3akoHa ot 02.05.2006 Ne 59-d3 «O
MOPSAZIKE pacCMOTpeHuUs obpalieHuii rpaxaan POy.
Tema 2.3. Copep:xanue yueOHOro MmaTepuaJa: 2
OcobennocTu 11p :
aboTa ¢ JOKYMEHTAMH OTPAHUYEHHOT0 J0CTYIIA: «IJIsl CIY’KeOHOI0 M0J1b30BAHMA 2
KOH(PUIECHIHATLHOIO N
JeT0NPON3BOICTRA (ACID)», «<kommepyeckasi TaiiHa». Peksusut «I'pud orpannyenus nocrynay. OcoOeHHOCTH
MIPUCBOEHUS, OPOPMIIEHHS, TOCTYIa K JOKYMEHTY U OTBETCTBEHHOCTH 3a HECOOIIOICHHE
pexuMa KOH(HUIEHIIMATBHOCTH.
IIpakTnyeckoe 3aHAATHE 1O OTPA0OTKE HABBIKOB PA0OTHI C TIOKYMEHTAMU OTPAHUYEHHOTO 2
J0CTyTIa
I13 Ne 13 OdopmiieHne orpaHMYeHUs JOCTYNA K JOKYMEHTY (IIpaBuia paboThl ¢ TOKYMEHTaMU 2
B YCJIOBHSIX OPTaHU3AIMH TEKYILIET0 XpaHEHHs JOKYMEHTOB B MO/Ipa3eICHUN)
CamocrositenbHast pabota o0y4uatommxcs: Vzyuenue monoxenuii cr.9®DenaepanpHoro 3akona "Oo6 2
nHpopManuy, HHOOPMAIIMOHHBIX TEXHOJOTHX | 0 3amuTe nHpopmaruu" ot 27.07.2006 N 149-
@3 (mocnenHss peaaKius).
Tema 2.4. Conep:xaHue yueOHOro MaTepuasa: 18
Texnosuornu 10Y 1 | HomenkJaTtypa jgeil. 2
B IIpoueccax Homenknatypa nen — Kak 3JIEMEHT YIOPSAJOYEHUS M CUCTEMATHU3allMM JOKYMEHTOB B
ylnopsiio4eHus, opranuzaiui. OCHOBHBIE BHJbl HOMEHKJIATYpbl Ji€J, IIa0JIOH HOMEHKJIATyphl Jel U
CHCTEeMATH3ALUH U 0COOEHHOCTH 3anofHeHus ero rpad. [Iposenenue skcnepTu3bI IEHHOCTH TOKYMEHTOB. PaboTa
OpraHu3ainuu DKCHepTHOW KOMHCCHHU OpraHu3alii: co3fJaHue, cocTaB, (yHKuuu. CpoKH XpaHEHHS
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XpaHCHUSA
AOKYMCHTOB.

AOKYMCHTOB. HOpMaTI/IBHBIe JOKYMCHTBI — HCTOYHUKH IJId OIPCACIICHUSA CPOKOB XPAaHCHUSA
JAOKYMCHTOB. Hepez[aqa JOKYMCHTOB Ha XpPaHCHHC B AapXHWB OpraHU3aluu. Cmmcanue
AOKYMCHTOB HAa YHUYTOXKCHHUC.

2 | XpaHeHHe 10KYMEHTOB.

Odopmnenne nen. @opmupoBanue aen. OpraHuszanusi ONepaTUBHOIO XpaHEHUS JOKYMEHTOB.
IlonroroBka gnen K apxXxuBHOMY XpaHeHMto. OpraHusanust pabOThl apxuBa YUpPEkKJACHUS,
OCHOBHBIE TPeOOBaHUS K TOMEUICHHUSIM U YCJIOBUSAM XpaHEHUS TOKYMEHTOB.

HpaKTI/IquKI/Ie 3aHATHUA 110 O(bOpMJ'ICHI/IIO JAOKYMCHTOB IJI IEpEAavU B apXUB OpTraHU3allUH.

I13 Ne 14 HomeHkJ1aTypa jej: COCTaBlIeHUE HOMEHKJIATYPbI e MoApasieneHus, GopMUpPOBaHHE
nein. CocTaBlieHHe IPOTOKOJIA 3acelaHnsl DKCIEPTHOM KOMUCCUU OpPTaHU3alluM, aKTa IpreMa-
nepenayu JOKyMEHTOB; aKTa O BBIJCIICHUU JIe] K YHHUTOKeHut0. Pabora ¢ [lepeunsiMu JOKyMEHTOB
CO CPOKAMH XpaHEHHUSI.

I13 Ne 15 O¢opmiieHue JOKYMEHTOB /IS Mlepeayl B ApXUB Opranu3auuu: GopMIUpoBaHUe
OIIMCH JIeJT HA OCHOBE HOMEHKJIATYPBI JIeJI, TIOJTHOE U YaCTHYHOE opopmiieHHe fel. Texymiee
XpaHEHHE TIOKYMEHTOB B IMOJPA3CICHHUH (10 Mepeayl B QpXUB UM YHUYTOKECHUS).

CamocrosTenbHas paboTa 00ydaronuxcst

1. VI3yueHue AeHCTBYIOIIMX HOPMATUBHBIX IOKYMEHTOB — IIEPEYHEN C YKa3aHUEM CPOKOB XpaHEHHUs
nokymeHToB (ot 25.08.2010 Ne 558 um ot 31.07.2007 Ne 1182), cocraBieHHe KOHCIEKTa IO
OCHOBHBIM pa3ziesiaM.

2. ®opmupoBaHre o0pasma Jena ¢ JOKyMEHTaMH, €ro 4acTHYHOe O(pOpMIIEHHE KaK JOKyMEHTa
BpeMeHHoro (70 10 yet) xpaneHus.

3. CocTtaBieHue akTa O BbIJICICHUH JOKYMEHTOB U J1€]1 K YHUUYTOKEHHUIO.

10

JAu¢ppepeHupoBaHHbIN 3a4eT

Bcero:

102
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3. YCJIOBUSA PEAJIM3ALIMUA YYEBHOM JUCHUIIIUHBI

3.1. TpeOoBaHMsI K MATEPUAJIBLHO-TEXHUYECKOMY 00ecredeHHI0

Peanuzanus y4yeOHOW JUCHUIUIMHBI TpeOyeT Haiauuus y4eOHOro KkaOuWHeTa
npodeccuoHaTbHBIX JUCIUIUIHH.

O6opynoBanne ydeOHOro kaOuHeTa: pabodee MECTO TpemojaBarelis, padodne
MecTa 00yJaroumxcsl.

Texaudeckue cpencTBa oOy4deHHS: MyJIbTUMEANITHOE 000pyaoBaHUE (TIPOSKTOD,
9KpaH, KOMIIBIOTEp C BBIXOJIOM B CeTh Internet W TOPTOM ISl TOJKITIOUYCHUS
TEJIEBU30pa); TEPCOHATLHBIE KOMIBIOTEPHl WM HOYTOYKHM JUIsi pabodero mecrta
npernojaBareiiss M CTYJEHTOB, OCHAIIeHHble HA0OpPOM O(QUCHBIX Mporpamm st
CO3JIaHUSI M BOCIIPOU3BOJICTBA TEKCTOBBIX JJIEKTPOHHBIX JOKYMEHTOB U PabOTHI C
JIEMOHCTPALIUOHHBIMU CHUCTEMaMU d3JIEKTPOHHOTO JIOKYMEHTOO0O0POTa, MOYTOBBIMU
nporpamMmamu; uHGopMaIMoHHO-cripaBouHas cuctema «Koncynbrantllnrocy.

3.2. UndopmanumonHoe odecrieueHre 00yueHus.

Ilepeyenbp y4yeOHbIX wu3AaHui, WHTepHeT-pecypcoB, JAONOJHHUTEJIbHOI
JIUTEPATYpPbI

DJIeKTPOHHbIE Y4eOHUKH:

1. Bapmynn, B.B. JlokyMeHTanmoHHOEe OO€CIICUCHUE YMpaBICHUSA: YUYeOHUK /
Bapmynna B.B. — Mocksa: FOctumus, 2022. — 271 ¢. — ISBN 978-5-4365-3439-8. —
URL.: https://book.ru/book/932046

2. bacakoB, M.U. JlokymeHTallMOHHOE OOecreueHue yrpaBieHus (C OCHOBaMHU
apxuBoBenieHus ): yuebHoe nocodue / bacakoB M.1. — Mocksa : KaoPyc, 2022. — 216
c.— ISBN 978-5-406-07305-6. — URL.: https://book.ru/book/932044

3. JlokymMeHTaIMoHHOe oOectieueHre ynpapienus: yueOuuk / berkoa T.A., mox
pen., I'motoBa C.A., KonskoBa A.1O., Kykapuna FO.M., Ckpunko E.A. — Mockaa :
KnoPyc, 2021. — 266 c¢. — ISBN 978-5-406-08272-0. — URL.:
https://book.ru/book/939282

JlonoJiHUTEIbHAS JTUTEPATYPA M MCTOYHUKH:

4, Muxaiinopa JIJI. Opranuzanus JOKYMEHTAIlMOHHOTO  OOECIICUSHHUS
ynpasienuss U (QyuknuonupoBanusi opranmzanui. (CIIO). YuebGHoe mnocobue /
Muxaiinosa JI.JI. — Mocksa: KaoPyc, 2022. — 211 ¢. — ISBN 9785406090909 - URL.:
https://book.ru/book/942442

5. TroneneBa T.A. JlIokyMeHTaIIMOHHOE 00eCIIeUeHNE YIPaBIICHUS: YIEOHO-
meToanueckoe nocodue / Tronenesa T.A. — Mocksa: Pycaiinc, 2022. — 100 c. — ISBN
978-54365-1489-5. - URL.: https://book.ru/book/943348.

6. Kopuees, U. K. JlokymenTaironHoe o0ecreueHne yrnpaBieHus | yUeOHHUK U
MPaKTUKYM JJIs1 cpestHero npodeccuoHanbHoro oopazosanus / 1. K. Koprees,

A. B. ITimenxko, B. A. Mamypues. — 2-e u3a., nepepad. u gorn. — Mocksa :
N3natenscTBo FOpaiit, 2022. — 384 c. — (Ilpodeccuonanpuoe oOpazoBaHue). —
ISBN 978-5-534-05022-6. — TekcT : anexktponssiii / IbBC Opaiit [caliT]. —
URL.: https://urait.ru/bcode/453688
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7. loponuna, JI. A. JlokyMeHTallMOHHOE OOEeCTIeUeHUE YIIPABICHUS : YUEOHUK U
MPAKTUKYM JIJIs1 cpeAiHero npodeccrnoHanbHoro oopasosanus / JI. A. Jloponuna,
B. C. UputukoBa. — Mocksa : U3gatensctBo FOpaitt, 2021. — 233 ¢. —
(ITpodeccuonanbaoe obpazoanue). — ISBN 978-5-534-05783-6. — Texer :
anektponHbii // DBC FOpaiir [caiit]. — URL.: https://urait.ru/bcode/453767

8. Kysnenos, 1. H. JlokymMeHTallMOHHOE 0OECTICYeHHE YIIPABICHUSI.
JIOKyMEHTOOOO0POT U IETOMPOU3BOJICTBO © YUCOHUK U MPAKTUKYM JIJIsI CPEAHETO
npodeccuonanpHoro oopasosanus / . H. Ky3nenos. — 3-e usz., nepepad. u 101, —
Mocksa : U3parensctBo HOpaiit, 2021. — 462 ¢. — (IlpodeccuonansHoe
obpazoBanue). — ISBN 978-5-534-04604-5. — Texkcr : anektponHsiit // IBC KOpaiit
[caiiT]. — URL.: https://urait.ru/bcode/451242

HopmaTuBHbBIE JOKYMEHTBI:

9. TOCT P 7.0.8-2013. HaumonanwHbiii crannapt Poccuiickoit denepanuu.
Cucrema craHfgapToB 1Mo HH(OpManuM, OUOIMOTEYHOMY U H3AATEIBCKOMY JETy.
JIenonpons3BoACTBO M apxXWBHOE aeso. Tepmunsl u onpenenenus.(yTs. IIpukazom
Poccranmapra ot 17.10.2013 N 1185-cT).

10. TOCT P 7.0.97-2016. Hamumonanbubiii crannapt Poccuiickoit deneparuu.
Cucrema craHgapToB MO HHPOPMALMH, OMOJIMOTEYHOMY M H3AATEIbCKOMY JEIy.
OpranuzanmoHHO-paclopsAauTeNbHas JOKyMeHTauusa. TpeboBaHus K OQOPMIICHHUIO
nokymeHTOB(yTB. [Ipuka3om Poccrangapra ot 08.12.2016 N 2004-cT).

11. Meronnyeckue pexkomeHmauuu no npumeHenuiro ['OCT P 7.0.97-2016
«CucremMa craHgapTtoB Mo uHGOpMalMK, OMOIMOTEYHOMY W HU3/AaTE€IbCKOMY JIENy.
Opranu3anmoHHO- pACHOPSAUTENbHAs JOKyMeHTauusa. TpeboBaHua K O(OPMIICHUIO
nokyMeHntoBy» / Pocapxus, BHUMJIA/L. M., 2018. 91 c.

12. TOCT P HCO 15489-1-2019. HamumonanpHbI cTaHmapt Poccuiickoi
®enepaunn. CucrtemMa CTaHIAPTOB MO UHPOPMALIUU, ONOIMOTEYHOMY U MU3/1aTEIbCKOMY
neny. Madopmanus u nokymeHTamus. YnpasieHue nokymentamu. Yacte 1. [lonstus u
npuHiunel. (yTB. [Ipukazom Poccranaapra ot 26.03.2019 N 101-c1).

13. IIpuxa3z PocapxmBa ot 20.12.2019 Ne 236 «O06 ytBepxaenun llepeuns
TUIOBBIX YIPABICHYECKUX AapXUBHBIX JOKYMEHTOB, 0Opasyroluxcs B Ipolecce
NEATENBHOCTH TOCYAAPCTBEHHBIX OPraHOB, OpPraHOB MECTHOI'O CaMOYIIPABICHUS U
OpraHu3alli, C YKa3aHUEM CPOKOB XPAHECHHUS.

14. TIpuka3z Munkynetypsl Poccun ot 31.03.2015 Ne 526 «OO0 yTBepxaeHUU
OpaBWJl OpraHu3allMd XPaHEHWs, KOMIUIEKTOBAHMS, Yy4e€Ta U  HUCIOJIb30BaHUS
nokymeHToB ApxuBHoro ¢Gouaa Poccuiickoit ®emeparum u  Ipyrux apXUBHBIX
JOKYMEHTOB B OpraHax rocyJapCTBEHHOW BJIACTH, OpraHaX MECTHOTO CaMOYIpaBICHUS
U OpraHU3aLUIX».

15. ®epepanbubii 3akoH oT 02.05.2006 N 59-®3 «O mnopsake paccMOTpeHUs
obOpaienuii rpaxaan Poccuiickoit deaeparium.

HNuTepHeT-pecypcesbi:

15. «KoncynbranT Ilmtoc» - 3akoHogaTenbcTBO PD: KOAEKCHI, 3aKOHBI, YKa3bl,
nocraHoBiieHus lIpaBurensctBa Poccuiickon denepannv, HOpMaTUBHBIE JTOKYMEHTBI
[DnexTponnbIi pecypce] / Pexxum noctyma http://www.consultant.ru
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16. I'apaHT - 3aKOHOIATENHCTBO (KOJEKCHI, 3aKOHBI, YKa3bl, MOCTaHOBJICHUS) PD,
aHAJIMTHKA, KOMMEHTApUH, pakTUKa [DneKkTpoHHbIN pecypc| /Pexum noctyma http://

WWW. garant.ru
17. Poccuiickmit
https://www.gostinfo.ru/catalog/gostlist/

HHCTUTYT

CTaHdapTHU3aAllHN -

4. KOHTPOJIb 1 OIEHKA PE3YJIbTATOB OCBOEHMUSI
YYEBHOU JUCIIUITJIMHbI

KOHTpOJIL N OLOCHKA PC3YyJIbTATOB OCBOCHUA y‘{€6H0ﬁ AUCHUILIMHBI OCYHICCTBIIACTCA
IMPpCIoAaBaTCICM B IIPOUCCCC IPOBCACHUA TCOPCTUYCCKUX U ITPAKTUICCKUX 3aHITUN U
TCCTUPOBAHUA, a TAKIKC BbIIIOJIHCHUA O6y‘{aI-OHII/IMI/ICH HHAUBUIAYAJIBHBIX SaHaHHﬁ,

ITPOCKTOB, HCCHGHOB&HHﬁ.

Pe3yabTaThl 00yueHust (0CBOEHHbIE
YMEHUS, YCBOEHHbIE 3HAHUS)

@®opMbl U  MeTOIbI
pe3yabTaToB 00y4yeHust

KOHTPOJII H OUECHKH

YMmeTh:

— o(hopMIIATH OpraHU3aluOHHO-
pacropsIuTeIbHBIE TOKYMEHTHI B COOTBETCTBHH C
nerctByromuM ['OCTom;

— OCYUIECTBISATh 00paboTKy
BHYTPEHHUX W  HMCXOISIIUX
KOHTPOJIb 3@ UX UCIIOJHEHUEM;

— o(opMIATH JOKYMEHTHl MJIs IepeJadd B
apX¥B OpraHU3AIINH;

— oghopmasams  OCHOBHbIE
MpyO0o8bIM OMHOULEHUAM,

— cocmasnsams  MeKCMmul  CAYICeOHbIX  nucem
OCHOBHBIX  6U008 (NUCLMA-3ANPOCHl,  NUCbMA-
omeemul, nucbmMa-mpedoeanus, nucobma-
npuenauieHus, nucbMa-01a200apHocmu);

BXOISIINX,
JIOKYMEHTOB,

O0OKyMeHmsbl  No

— NpuHuMamo, nepeoasamv  OOKYMEHmbvl
HOMOUBIO cucmem 9IEKMPOHHO20
00KyMeHmoobopoma (C2/), 97IeKMPOHHOLL

noumol, PAKCUMULLHOU CE53U,

— eecmu  pecUuCmpayuoHuvle U KOHMPOJIbHbLE
kapmomexu ¢ nomowwvio CI/;

— gecmu pabomy ¢ Oeticmgyiowumu Ilepeunsmu

Hao0mronenue 3a X040M BBIIIOJIHEHUS
MPAKTUYECKUX 3aHIATUI
Oruer u 3ammura [13 Ne 1-4

Oruer u 3ammra [13 Ne 9,10,12
Ortuet u 3ammra I13 Ne 15
Oruer u 3ammra I13 Ne 5

Oruer u 3ammra [13 Ne 6,7

Oruer u 3ammta [13 Ne 8

Ortuer u 3ammra [13 Ne 11

Oruer u 3ammura [13 Ne 14

OOKYMEHMO8 €O  CPOKAMU  XPAHeHUsi  npu
cocmaeneHuu HOMEeHKAAmypul 0eil;
— ocywecmenamy mexyuee Xpanenue
i Y P Oruer u 3ammra [13 Ne 13
OOKYMEHmMO8 8 NOOPa30eeHUl.
3HaTh:

— TIOHSTHE JOKYMEHTa, €r0 CBOWCTBA, CIIOCOOBI
JOKYMEHTHPOBAHUS;

— TpaBUJla  COCTaBJICHUS W
OpTaHU3aIMOHHO-PACTIOPS AU TEITBHBIX
JIoKyMeHTOB (nanee - OPJI);

— cHucTeMy u THTIOBYIO

odopmieHust

TEXHOJIOTHIO

TECTHUPOBAHUE, BHEAY TUTOPHAS
caMOCTOsTeNIbHAs paboTa

(GpOHTATBHBIN ONMPOC, KOHTPOJIbHAs padoTa,
pemCHuC CUTyallMOHHBIX 3aaa4 110
0(OPMIICHHIO TOKYyMEHTOB
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JOKYMEHTAI[MOHHOTO OOECTICUeHUsI YIPaBICHUS
(nanee - IOY);

— 0COOEHHOCTH JIIIONPOU3BOJICTBA o
oOpalieHusM TpaXIaH ¥ KOH(QUIACHIIMATLHOTO
JIeTIOTIPOU3BO/ICTBA;

— cospemeHHyIo Hopmamusuyro 6azy JJOV;

— NpUHYyUnel YHUQUKAYUU U CMAHOAPMUIAYUU
YNpasieHuyeckol OOKYMeHmayuu,

— Knaccugpuxayuro - OOKYMEHmos, 6  m.u.
VAPABNIEeHUEeCKUX,

— peKsu3Uumsl, npuoauue 1PUOUecKyro CULy
OOKYMeHmMY,

— o0wue ceedenuss o0 OOKYMeHmayuu no
JUYHOMY COCMAgy;

— amuxem 6 0el0801 nepenucke;

— ocobeHHOoCmU  OQ)OpMAEHUSI  OOKYMEHMOS8,
nepeoasaemulx 3J1eKMpOHHOU NOUMOL;

— ¢opmvr  opeanuzayuu  cayscovr JJOY, eé

CMpYKmypy, ynKyuu,
— pabomy ucnoaHumerneti ¢ O0OKYMeHmamu,

— pabomy pyKogooumeneu yupedcoeHuil no
OCYUeCmMBIeHUIO TUYHO20 NPUEMA CPANCOAH,

— npoyeoypy nposederUs 9IKCNEepmu3bl
YEeHHOCMU OOKYMEHMO8;
— opeanuzayuio pabombi Oxcnepmuou

KOMUCCUU OP2AHU3AYUU,
Op2aHUu3ayuo padomsl apxuea yupertcOeHuUs.
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