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1 OblIASA XAPAKTEPUCTHUKA

PABOYEH ITPOT'PAMMBI

YYEBHOM

JACIUILIMHBI OI1.08 OCHOBBI JIOTUCTUYECKOM JEATEJIBHOCTH

1.1 MecTo THCHUIIMHBI B CTPYKTYPe OCHOBHOI 00pa30BaTe/IbHOM MPOrpaMMbl:

VYyeOnas aucuumiuHa OIL.0S «JlokyMeHTalMOHHOE OOECreueHue YIpaBICHUs» SIBISETCS
00s3aTeNbHOM YacThi0 00111€00pa30BaTENIbHOIO LHUKJIa OCHOBHOM 00Opa30BaTEIbHON MPOrpaMMbI B
cootBercTBUU ¢ PI'OC no cneunansHoctu 38.02.03 OnepanyonHas JesTENbHOCTD B JOTUCTUKE

Ocoboe 3HaueHne nucuuIuinHa uMmeet npu Gopmupoanuu u pazsutur OK 01.; OK 02.; OK

03.; OK04.; OK05.; OK09.;IIK 1.3.; IIK 1.1.

1.2 leab u njianHupyemble pe3yJibTAaThl 0CBOEHUS TN CUMIJIMHbBI:
B pamkax mporpammbl y4eOHOW IUCHUIUIMHBI OOYYarONIMMICS OCBAaWBAIOTCS YMEHUS U

3HAHMSL.
Kon Ymenn 3HaHu

1K, | 3|

OK
IK.1.1 opopMIIATH JIOKYMEHTAIUIO B | IOHATHE, LENH, 33Ja4d U HPUHLUIbBI
IK.1.3 COOTBETCTBUM C HOPMATUBHOMU 0a30ii, B | 1€JONPOU3BOJICTBA;
OK 01 T.4. HCIOJB3Yys MH(OPMAIMOHHBIC | OCHOBHbBIC MOHATUS JOKYMEHTAL[MOHHOTO
OK 02 TEXHOJIOTHH; oOecrnieuyeHus yrpaBieHUs;
OK 03 YHU(DULIUPOBATH CUCTEMBbI CHCTEMbI JOKYMEHTAIL[HIOHHOTO
OK 04 JOKYMEHTAIIH; o0ecrieYeHus yrpaBiIeHHS,

OCYIIECTBIIATh XPAHCHHWE W IOWCK | KJIACCHU(PUKALMIO JOKYMEHTOB;

OK 05 JIOKYMEHTOB; TpeOOBaHUS K COCTABICHUIO
OK 09 OCYILIECTBIISATh aBTOMATHU3AIHIO | O(OPMIIEHHIO JOKYMEHTOB;

00paboOTKH JOKYMEHTOB;
UCIIOJIb30BaTh
TCIICKOMMYHHUKAIIMOHHBIC TEXHOJOTUN
B 3JIEKTPOHHOM JIOKYMEHTO000poTE

OpraHU3aNuIo JJOKYMEHTO000pOTa: MIPUEM,

0o0paboTKa,  perucTpanusi, KOHTPOJIb,
XpaHeHue TOKyMEHTOB, HOMEHKJIATypa J1eJ

- secmu OOKYMeHmMooOO0poOm 8 pamkax
BbINOIHEHUS CNYAHCEOHBIX

obsa3anHocmel;

- obecneyusamo NIaH080e
npoxodicoeHue npoyeoypul
coenacosanus OOKYMEHMO8 8
KOMNAHUu

- KOPROPAmMusHbiti OOKYMEeHmoobopom;

- CMPYKmMypa 002080pHOU OOKYMEHMAyulL,
- NOpA0OK ocywecmeneHus npoyeoypbvl
nepedauu  OOKYMEHMO8 C  NOMOUbIO
Kypbepa unu 9KCHpecc-noumol




2 CTPYKTYPA U COJAEP)KAHUE YYEBHOM JUCIIUILIVHBI

2.1 O0beM y4eOHOIi TMCHUNJIMHBI M BH/IBI y4eOHOMH padoThI

. Oo0beM B
Buj y4eoHoii pa6oThI qacax

OBBEM OBPA3OBATEJIbHOM IMTPOI'PAMMBI M CITATLTAHBI 36

8 MOM HUCIe 8APUATNUBHAS YACTND 4

- TeOpeTH4YecKoe o0yyeHmne 16

- NPaAKTHYeCKHe 3aHATHS 20
B T.4. TG hepeHIINPOBAHHBINA 3a4eT 2

B T.4. B )OpM€ NMPAKTHUECKOM IMOATOTOBKH 20

- KypcoBasi paboTta (IIpoeKT) -

- caMOoCTOsITeJIbHasi padoTa

- POMEKYTOYHASI aTTeCTAIUS 2

mudGepeHIMPOBaHHBIN 3a4eT




TemaTnveckuii njian yuyeonoi mucuumiannbl OI1.05 JlokymMeHTaHOHHOE 00ecniedeHUe YpPaBJIeHUs

Camocr. Konu4yecTBo ayIMTOPHBIX 4aCOB
Makec. yue0.
H } pa6orta B T.4. B popme NPaKTH4
alMeHOBaHHe Pa3/ieJiOB U TeM HArpy3Ka cTya-Ta . TeopeTu4.
CTyJeHTa Bcero NPAKTHYECKOH (cemuHapckue)
(uac) o0yueHnue
(uac) MOATrOTOBKH 3aHATHA
Pa3nen 1. Opranuzauusi 10KyMeHTO000pOTA HA 12 - 12 4 8 4
npeAnpUsATHH
Tema 1.1 JIoKyMEHT U cUCTEMA JOKYMEHTALUU 6 - 6 4 2
Tema 1.2 Opranusaius J0KyMeHT0000pOTa Ha 6 - 6 2 4 2
NPEaIPUATHI
Paznen 2. Buabl 10KyMeHTOB U MOPSIA0K PadoThI 22 - 22 14 8 14
¢ HUIMH
Tema 2.1. Opranu3alMOHHO-PACIIOPSIUTEIbHBIC 8 - 8 6 2 6
JIOKYMEHTBI
Tema 2.2. KagpoBast TOKyMeHTAITUS 6 - 6 4 2 4
Tewma 2.3. JloroBopHO-TIpaBOBasi JOKYMEHTAITHSI 8 - 8 4 4 4
JAuddepennupoBanHbIii 3a4eT 2 - 2 2 2
Bcero mo aucuumiuHe 36 36 20 16 20




2.2. TemaTHYecKHH NJIaH U COlepPKaHNe YUeOHO U CIUITHHBI
* 3Be3/104KO0il BblJIeJIsieM TeMbl, peajindyeMbie B GopMe NPaAKTHYECKOH MOJATOTOBKH

HaumeHoBanue Conep:xanue yue0HOro MaTepuaja u popmMbl OPraHu3alum AeITeJbHOCTH 00y4al0IMNXCs O0bem Koabi
pa31esioB U TeM B yacax KOMIeTeHIMiA,
¢opmupoBanuio
KOTOPBIX
crnoco0cTByeT
3J1eMeHT
NMpPOrpamMMsbl
1 2 3 4
Pa3nen 1. Opranuzanus J0KYMeHT0000pPOTA HA MPeINPUATHH
Tema 1.1 Conep:kanue y4e0HOT0 MaTepHuasia 6/2*
JokyMeHT u 1. | 3HaueHuwe W coaepkaHWe MUCHUILINHBI «JloOKyMeHTanMOHHOEe oOecrieueHne ympapieHus». lloHsaTue, IK.1.1, TIK.1.3,
cucTeMa Uend, 3agadyd W [PUHOUIBL  JeNONpOU3BOACTBA.  [IOHATHE  TEPMUHOB  «JIOKYMEHT», 2 OK 01, OK 02,
JTOKyMEHTaIuu* «IOKYMCHTHUPOBAaHHE»,  «JIOKyMEHTAIIMOHHOE oOOecleyeHue  yhpaBieHHs». YHuPHKaIus W OK 03, OK 04,
CTaH/IAPTH3ALIH YIPaBICHYECKUX TOKYMEHTOB. OCHOBHBIC ITOHSTHS JICJIONIPOU3BOJICTBA. OK 05, OK 09
2. | Knaccudukanusi 1okyMeHTOB opraHu3anuu. OyHKIMKM HOKyMeHTOB. [IoHsATHE M cOocTaB PEeKBU3UTOB
nokyMeHTa. CXeMbl pacTiooKeHUs peKBU3UTOB. [loHsATHE 1 BUIBI OJIaHKOB TIOKyMeHTOB. HopmaTuBHO- 2
IpaBOBOE OOeCIIeYeH e JIeIONPON3BOICTBA. TpeOoBaHMs K COCTABICHHUIO M 0(DOPMIICHUIO JIOKYMEHTOB.
B ToM unciie, npakTHYECKUX 3aHATHIA 2
IIpakTyeckoe 3ansitue Ne 1 Oopmnenue peksu3utos gokymenToB cornaco 'OCT P 7.0.97-2016. 2
Tema 1.2 Conep:xkaHue y4eGHOT0 MaTepuaJia 6/2* IK.1.1, TIK.1.3,
Opranmzanus 1. | IloHATHe ¥ IPUHIUITEI OPTAaHU3AIIUN TOKYMEHTO000poTa. Kopnopamuénwiii dokymernmooobopom. CocTa OK 01, OK 02,
JIOKYMEHTO000poTa u y4er obbemMa JI0OKyMeHTooOopoTa nmpeanpustuii. Opranuszanust padoThl ¢ BXOAAIIEH, UCXOISIIECH U OK 03, OK 04,
Ha MpeapusTHN® BHyTpeHHel aokymeHrtanumei. [Ipuem, oOpaboTka, permctpaiiusi, KOHTPOJb, XpaHEHHE JOKYMEHTOB, 2 OK 05, OK 09
HOMeHKJIaTypa jei. KOHTpoib MCTomHeHHs JAOKYMEHTOB. OCHOBHBIE MOHSTHS JOKYMEHTAI[HOHHOTO
oOecrniedeHus yrpaBieHusl.
2. | Pabora ¢ BHYTpeHHHMH JOKyMEHTaMH. ba3bl MaHHBIX JJIsI XpaHEHHS JOKYMEHTOB. 3aKOHOJATEIbHbIC
aKThl ¥ HOPMATHBHO-METOJWYECKHE JIOKYMEHTHI 110 apXUBHOMY XPaHEHHIO JIOKyMeHTOB. Pabora c 2
3ampocamu. PaboTta ¢ 37eKTpOHHBIMHU TOKyMeHTaMHu. CHCTEMBI JOKYMEHTALMOHHOTO 00eCTIeYeHuUs
yIpaBIICHHS.
B mom uucne, npakmuyueckux 3anamui 2
IpakTuyeckoe 3anstue Ne 2 OdopmiieHHE OPraHU3AMUOHHBIX JOKYMEHTOB. Y HU(QHUIIMPOBAHUE CHUCTEMBI
JIOKYMEHTAINH. BedeHue 00KYyMEeHmooOOpoma 6 pamKax 8blNOJIHEHUsT CLYIHCEOHbIX 00A3aHHOCTel. 2

OcymiecTBIeHHE XpaHEHUs ¥ MTOCKa JOKyMeHTOB. OcyIecTBICHHE aBTOMATH3AINHA 00pa0OTKH JOKYMEHTOB.

Pa3nen 2. Buabl 10KyMeHTOB U MOPSIIOK PadOTHI ¢ HUMH

Tema 2.1

Coaepsxanue y4e0HOro MaTepuaJia




OpranmsanuonHo- | 1. | OpraHusanMoOHHbBIE JOKYMEHTBI — yCTaB, yYPEIMTEIbHBIE JOrOBOp, MOJIOkKEHUE. PacnopsanTenbHbie IK.1.1, IIK.1.3,
pacnopsAuTENbHbIE JNOKYMEHTBI — IIPHUKa3, PACHOPsDKEHNE, YKa3aHUe, [TOCTAaHOBJIECHUE, PELICHNE, HHCTPYKLUS, TPOTOKOJL. 2 OK 01, OK 02,
JIOKYMEHTBI CripaBoyHO-MH(OPMAIIMOHHBIE JTOKYMEHTHI: CIyeOHasl 3amicKa, OOBSICHUTENbHAs 3alncKa, aKT, OK 03, OK 04,
CIpaBKa, CIIy>KeOHbIE HChMa. OK 05, OK 09
B mom uucne, npaxmuyeckux 3anamuil 6
IpakTuueckoe 3ansaTue Ne 3 CoctaBieHrue ¥ 0QPOPMIICHUE PACIOPSUKEHUS 2
IpakTnyeckoe 3ansitue Ne 4 CocraBieHue u OQOpMIICHHE JAEJOBBIX MuceM. lVcrnonb3oBaHue
TCIICKOMMYHHUKAIIMOHHBIX TEXHOJIOTHHU B 3JICKTPOHHOM llOKyMeHTOO60pOT€. 2
IIpakTuyeckoe 3anaTue Ne 5 OdopMieHne cripaBoK, JOKIATHOMN U cIy)eOHO 3anmicky, akta. Odopmienre
JOKYMEHTAllM{ B COOTBETCTBUM C HOPMAaTUBHOMN 0a30i, B T.4U. HCHOJIb3Ysl HH(POPMALIMOHHBIC TEXHOJIOTHH. 2
Tema 2.2 Copep:xaHue y4eOHOro MaTepuaJia 6 IK.1.1, TIK.1.3,
Kazposas 1. | JlokyMeHTHpOBaHHUE TPYAOBBIX TPaBOOTHOIICHUH. CoCcTaB M 0COOEHHOCTH O(OPMIICHHS IOKYMEHTOB T10 OK 01, OK 02,
AOKyMCHTAIHA nTM4HOMY cocTaBy. KommiektoBanue minanoro gena. Aproduorpadus. Pesrome. 3aspienne o npueMe Ha 2 OK 03, OK 04,
pabory. [Tpukasel mo tnyaoMy coctaBy. [lITaTHoe pacnucanue. OK 05, OK 09
B mom uucne, npakmuueckux 3anamuii 4
IMpakTnyeckoe 3ansaTue Ne 6 OopmieHre NPUKa30B MO JIUIYHOMY COCTaBY 2
IpakTuueckoe 3auaTue Ne 7 OdopmieHre TpyA0BOTo I0r0BOPa, MpHKa3a o MpueMe Ha padoTy, opopMiieHue
TPYAOBOM KHIKKH 2
Tema 2.3 Conep:xaHue y4e0HOro MaTepuaJa 8 I[K.1.1, [IK.1.3,
JlorosopHo- 1. | Honsarus norosopa. Bunel norosopos. O0s3aTenbHble peKBU3UTHI 10roBopoB. IlpaBuna odopmienus 5 OK 01, OK 02,
HpaBoBasd noroBopoB. Cmpykmypa 002080pHOU OOKYMEHMAYUU. OK 03, OK 04,
AOKyMCHTALNA 2. | llpaBuna ohopMIiIeHHs NPETEH3UOHHBIX NuceM. POPMYIISIp UCKOBOIO 3asBJICHHs, TPEOOBAHUS K €ro OK 05, OK 09
odopmienuto. [1opsook ocywecmenenus npoyedypvl nepeoayu OOKYMEHMO8 ¢ NOMOUbIO 5
Kypbepa uwiu dKcnpecc-noumsl. 3akoHOAATENIbHBIE aKThl 1 HOPMaTHBHO-METOIMUECKIE TOKYMEHTBI 110
JOTOBOPHBIM JOKYMEHTaM.
B mom uucne, npakmuueckux 3anamuii 4
IpakTuyeckoe 3ausaTue Ne 8 Odopmienne noropopa Kymim-npogaxu. Qoecneyusams niaHo8oe 2
NPOX0odHCOeHUe NPOYEOYPbl CO2NACOBAHUSL OOKYMEHMOE8 8 KOMNAHUU
IpaxkTuyeckoe 3ansaTue Ne 9 OdopmiieHre 1 06pabOTKa MPETEH3UOHHBIX TTHCEM 2
IIpomexxyTouHas artectanus (IndpdepeHInPOBAHHbIN 3a4€T) 2 =
Bcero: 36 =




3 YCJIOBUS PEAJIM3AIIAA ITPOTPAMMBI YYEBHOM JUCITATIINHBI

3.1 Jasm peaau3auud TNPOrpaMMbl y4eOHOW JMCHUILIMHBI TPeIyCMOTPEHbI
cjeayone cnenuajabHble NOMeIeHUs:

Kabuner «/loKyMeHTallnOHHOT O o0ecrieyeHHst  yIpaBIICHUS», OCHAILICHHBIN
o0opynoBaHueM: J0cKa ydeOHas, pabodee MeCTO IMpernoAaBares, CTOJbl, CTYJbs (MO YHCITY
00yJaromuxcs), TEeXHUYECKUMH CpPEACTBaMH: KOMIIBIOTEP C JOCTYIIOM K HMHTEpHET-pecypcam,
CpeACTBa BU3yaIU3al1H, HAIJIsIHbIE TOCOOUS

3.2 UndopmaiiuonHoe odecriedeHne peaju3alui MPorpaMmmbl

Jnst peanu3zanuu MporpaMMbl OMONMMOTEYHBIH (DOHJ HMHCTUTYTa HMEET IeYaTHbIE M
ANEKTPOHHBIE 00pa3oBaTesibHbIE U HH(OPMALIMOHHBIE PECYPCHI, B TOM YHCIIE PEKOMEH/I0BaHHbIE
OYMO, nans ucmonbp3oBaHUS B oOpazoBaTenbHOM mporiecce. CIUCOK JOMOJHEH HOBBIMH
U3JIaHUSIMU.

3.2.1 OcHoBHbBIC TeYaTHBIEC H3AHUS

1. T'pososa, O. C. Jlenonpous3BoaCTBO : yueOHOE MOcoOue st CpeIHero mpohecCHOHaTLHOTO
obpazoBanusi / O. C. I'pozoBa. — 2-¢ u3a. — Mocksa : MznarensctBo HOpaiit, 2024. — 131 c. —
(ITpodeccuonanproe obpazoBanue). — ISBN 978-5-534-15986-8. — Tekct : 2yeKTpOHHBIH //
OopazoBarenbHas miardopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/539523

2. JlemonpowusBoactBo : OOpasipl, AOKYMEHTh. OpraHu3alys W TEXHOJIOTHUS PaOOTHI
bonee 120 noxymentoB / B.B. TI'anaxos, 1.K. KopueeBa u ap.; nox pen. U.K. Kopnaeena, B.A.
Kynapsiea. — 3-e uzn., nmepepab. u nor. — Mocksa, biok-ITpunt, 2024. — 480 ¢

3. Hoponuna, JI. A. JlokymMeHTallMOHHOE 0OeCreueHrue yIpaBIeHHs : Y4eOHUK U MPAKTUKYM
JUIs cpeaHero npodeccuoHanbHoro oopasoBanus / JI. A. Jloponuna, B. C. UputukoBa. — 2-¢ u31.,
nepepab. um gom. — Mocka : W3natensctBo IOpaiit, 2024. — 270 c. — (IIpodeccronanbroe
obpazoBanme). — ISBN 978-5-534-16017-8. — Tekcr : osnekrponHsrd // OOpa3oBaTenbHas
mnardopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/539338

4. Kopnees, U. K. JlokymMeHTanmoHHoe oOecneyeHrue YNpaBiIeHUS : YUeOHUK U NMPAKTUKYM
TUTSt CpEeIHero po¢eCCUOHAIBHOTO oOpazoBanust / . K. Kopnees, A. B. [Tmenko,
B. A. MamypueB. — 3-¢ u3a., mepepadb. u mom. — Mocksa : MznmarensctBo IOpaiit, 2024. —
438 c. — (ITpodeccnonanpHoe obpazoBanue). — ISBN 978-5-534-16002-4. — TekcT : 37IEKTPOHHBIN
// ObpasoBarenpHas mwiarpopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/539262

5. Kysuenon, U. H. [JoxymenTanimonHoe obOecrnieueHune ymnpaBieHHs. [[oKyMeHTOOOOpOT u
JITIONIPOM3BOICTBO : yYEOHMK M TPAKTUKYM [UIS CPeAHero mnpodeccHoHaIbHOro obpasoBaHus /
. H. Ky3nenoB. — 4-e uzj., nepepad. u non. — Mocksa : U3znarensctBo HOpaiit, 2024. — 545 c. —
(ITpodeccuonanpuoe obpazoBanue). — ISBN 978-5-534-16004-8. — TekcT : 21eKTpOHHBIN //
Oo6pasoBarenbHas iathopma HOpaiit [caiit]. — URL: https://urait.ru/bcode/537146

ITetpoBa, I'.B. IlpaBoBoe U JOKYMEHTAIIMOHHOE oO0OecreueHue MpoPecCHOHATHHON
JeATeTLHOCTH : yueOHuK 1yt cryfaeHToB yupexaennii CI10 / I'.B. Tlerposa. — 4-e u3n., nmepepad. — M.
: Axanemus, 2021. — 304 c.

3.2.2 OCHOBHbBIE YJIEKTPOHHbIE U3TAHHUSA

1. bacakoB, M.M. JlokyMeHTalMOHHOE OOeCIeYeHHe yhpaBieHus (C OCHOBaMHU
apxuBOBeZIeHHUs). : yueOHoe nocobue / bacakos M.M1. — Mocksa : KaoPyc, 2020. — 216 c. —
(CIIO). — ISBN 978-5-406-07305-6. — URL.: https://book.ru/book/932044

3.2.3 JlonoJIHUTEIbHbI€ HCTOYHUKH

1. Koncrutynuus Poccuiickoit @enepanyu

2. I'paxxnanckuit kogekc Poccuiickort @enepanuu, u. 1, 2, 3, 4 (B nedcTByromen
peIaKIum)

3. Crienmanu3upoBaHHbBIN HAYYHO-TIPAKTHUECKUH KypHan «Jloructuka

4. http://loginfo.ru/ - sxypuain o goructuke B 6usnece «JIoruado»
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Jlononnumenwvnuvle ucmounuku (coznacno I100II):

2. Kopuees, 1. K. JlokymeHTarimoHHoe oOecCI€UeHUE YIMpaBICHUS . y4EOHUK U
NPaKTUKYM JUIsS CpeiHero mnpodeccuoHanbHoro obopaszosanus / 1. K. Kopuees, A. B. [Tiienko,
B. A. Mamypues. — 2-e¢ u3a., nepepad. u gom. — Mocksa . U3marensctBo Opaiit, 2022. —

384 c. — (IIpodeccuonanproe odOpazoBanue). — ISBN 978-5-534-05022-6. — Tekcr :
anekTpoHHbli /[ OOpasoBarenpHas  tiargpopma  FOpaiit  [caiir]. —  URL:
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4 KOHTPOJIb M OIEHKA PE3YJbTATOB OCBOEHHMS YUYEBHOMH

JUCIHATITAHBI

Pesynomamul 0Gyuenun |

I(pumepuu OUEHKU

Memoowt ouenku

Hepeqeﬂb 3HaHHI7[, O0CBaHBa€MbIX B paMKax

O00KYMeHmoobopom;

- cmpykmypa 002080pHOU
OOKyMenmayuu,

HOPSIOOK
ocywecmenenus npoyeoypol
nepeoaiu 0OKyMeHmo8 ¢
noMowbl0  Kypvepa
9KCHpecc-noymul

unu

KOHTpPOJIb, XpPAHEHUE JIOKYMEHTOB,
HOMEHKJIaTypa Jell

AUCHUILIUHBI
— TIOHSTHE, LU, | — JIEMOHCTPUPYET Tekymas arrecrauus:
3a/1a4u U TIPUHIIUIIBI 3HAHHUE OCHOBHBIX  IOHSTHUH,
JIeJIONPOU3BO/ICTBA; MPUMEHSIEMbIX TPH OpraHu3aluu YcTHBII onpoc.
— OCHOBHBIE HOHATHS | JOKYMEHTO000poTa Ha TectupoBanue.
JOKYMEHTAIMOHHOTO MPEANPUITHH; KonTponbHbie paboThI.
oOecrieueHus yIpaBIcHUS; — JIGMOHCTPUPYET 3HAHUE ILEJeH, IIpoBepouHbie pabOTHL.
—  CHCTEMBI 3amau u OneHka BBIMOTHEHUS
JOKYMCHTAllMOHHOI'O TIPUHIMIIOB ACIONPON3BO/ICTBA, MPAKTUICCKOTO
o0ecreyeHus ynpaBJeHus; — JCMOHCTpPHUpPYET 3alaHus.
— KJjaccudukanuio 3HaHUe CHUCTEMBI
JIOKYMEHTOB; JOKYMEHTAMOHHOT O
— TpeboBaHUs x | obecrieueHns ynpaBiIeHHS; IIpomeskyTounast
COCTaBJICHHIO U | — JAEMOHCTPUPYET arrecranus: 5
0 OpPMIICHUIO TOKYMEHTOB; 3HaHUE KJIaCCU(UKALINN HuddeperunpoBaHHbIii
— OpraHu3aLuio JIOKYMEHTOB, 3auer
JOKYMEHTOOOOpOTa: TpHEM, | — TPEOOBaHMH K COCTABICHHIO H
o0paboTka,  permcrpanus, | OQOPMIIEHHIO JTIOKYMEHTOB;
KOHTPOJIb, XpaHeHHe | — JEMOHCTPHUPYET
JIOKYMEHTOB, HOMEHKJIATypa 3HaHUe OpraHu3anuu
nen JIOKyMEHT0000poTa: IpHUeM,
- KOpnopamueHwlii 00paboTka, perucTparnus,

Hepequb yMeHHﬁ, 0CBaAMBACMBbIX B paMKaX TUCHUIIJIUHBI

—  0popMIIATH
JTOKYMEHTAIHIO B
COOTBETCTBUU c

HOpMaTHUBHOI 0a30ii, B T.U.
UCTIONB3YS
MH(pOPMalOHHbIE
TEXHOJIOTUH;
YHUPUIUPOBATH
CHCTEMBbI TOKYMEHTALIUH;
OCYILECTBIISATh XPaHEHUE
U TIOMCKIOKYMEHTOB;
OCYIIECTBIISATH
aBTOMaTHU3alMI0 00pabOTKH
JTOKYMEHTOB;

UCIOJIb30BATh
TEJIEKOMMYHUKAIUOHHBIE

JEMOHCTPHUPYET
yMEHUE 0opopMIIATH
JOKYMEHTAIMI0 B COOTBETCTBUU C

HOpMaTUBHOM  0a3oif, B T.4.
UCTIONb3Ys nH(pOpPMaIOHHbIE
TEXHOJIOTHUH,
— JIEMOHCTpUpYET yMeHue
YHU(DUIUPOBATH-
CHCTEMBIJOKYMEHTALUH;
— JIEMOHCTPHUpYET
yMeHHue OCYIIECTBIISTH
XpaHEeHHe U MOMCK JIOKYyMEHTOB;
— JIEMOHCTPUpPYET yMEHHe
OCYIIECTBIISITh
aBTOMATHU3AIIHIO 00paboTku
JIOKYMEHTOB;
— JIEMOHCTpPHUpYET
YMEHHUEHUCTIONb30BaTh

Tekyuas arrecrauus:
DKcnepTHOE

HaOI0IEHUE U
OLIEHUBaHHE
BBITTOJIHEHUS

WHUBUAYAIbHBIX U
IPYIIIOBBIX 3aJaHUI.
Ouenka pe3ynprara
BBITTOJTHEHHST
MPaKTUYECKUX padoT.

Texymui KOHTPOIIb B
dhopme cobecenoBanms,
pelieHus
CUTYallMOHHBIX 3a/1a4.
IIpome:kyTouHas
arrecTanus:
HuddepennmpoBanHbIi
3a4eT
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TEXHOJIOTUU B DIIEKTPOHHOM
JTOKYMEHT0000poTe

- gecmu OOKYMeHmOoobopom
8  pAMKAxX  GblINOJHEHUs.
CAYHCEOHBIX 00S3aHHOCMELL,
- obecneuusamv NIAHOBOE
npoxoogicoerue  npoyedypol
coenacosanus OOKyMeHmos 8
KOMNAHUU

TEICKOMMYHHKAIIMOHHBIE TEXHOJIOTHH
B DJIGKTPOHHOM JIOKYMEHTO000pOTE
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