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1 OblIASA XAPAKTEPUCTHUKA

PABOYEH ITPOT'PAMMBI

YYEBHOM

JUCHUIIJIMHBI OI1.05 JOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHUS

1.1 MecTo ATUCHUILIMHBI B CTPYKTYPe OCHOBHOI 00pa30BaTe/IbHOM IPOrpaMMbI:

VYueonas gucrummHa OI1.05 «/lokyMeHTanmmOoHHOE 00ecTieueHue YIpaBICHUS» SBISETCS
00s13aTeNIbHON YacThi0 0011e00pa30BaTENILHOIO UKIA OCHOBHOIM 00pa3oBaTeIbHON MPOrpamMMbl B
cootBercTBUU ¢ PI'OC no cnenuansHoctu 38.02.03 OnepannoHHas AEATEIbHOCTh B JIOTUCTHKE

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

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

1.2 Hean u mJIaHUpyeMble pPe3yJIbTATHI 0CBOEHUS TN CHUILJIMHBI:
B pamkax nporpammbl yueOHOM IUCHUIUIMHBI OOYYarOIIMMKCS OCBAaWBAIOTCS YMEHUS U

3HAHUSA.
E(I)(H YMmenus 3HaHuA
9
OK
TIK.1.1 OdopMsaTh TOKYMEHTALHUIO B MOHATHE, 1IEJIH, 33]Ia4l U MPUHITUITBI
IIK.1.3 COOTBETCTBUU C HOPMATUBHOM 0a30i, B | I€JIONPOU3BOJICTBA;
OK 01 T.4. UCTIOJIB3YSI MHPOPMAITMOHHBIE OCHOBHBIE TIOHSITUS JOKYMEHTAIIMOHHOTO
OK 02 TEXHOJIOTHUH; o0ecreyeHus yrpasieHUs;
OK 03 YHU(DUIIMPOBATH CUCTEMBI CHUCTEMBI IOKYMEHTAIIHOHHOTO
OK 04 JIOKYMEHTAIUH; obecrieueHus yrpaBIeHUS;
OCYIIECTBIISITh XPAHEHHUE U TIOUCK KJIaCCHU(PUKAIIUIO JOKYMEHTOB;
gi 82 JIOKYMEHTOB; TpeOOBaHUS K COCTaBJICHUIO U

OCYIIECTBIISATH AaBTOMATH3AIINIO
00pabOTKH JOKYMEHTOB;
UCTIOJIb30BaTh
TEJIEKOMMYHHUKAIIHOHHBIE TEXHOJIOTHH
B JICKTPOHHOM JJOKYMEHTOO0OpOTE

- gecmu OOKYMeHmooOopom 6 pamKax
BbINOTHEHUS CTLYHCCOHBIX
0b0A3aHHOCMeEl;

- 0becneuusams NiAHOB0E
npOXodcOeHue npoyedypbl
€02Naco8anus OOKYMEHMOo8 8
KOMNAHuu

0 OPMIICHHUIO TOKYMEHTOB;

OpraHU3aIMI0 JOKYMEHTO000pOTa: MPUEM,
0o0paboTka,  perucrpanus, KOHTPOJb,
XpaHEHHE JOKyMEHTOB, HOMEHKJIATypa J1e
- KOPROPamMusHbwiti OOKYMEeHmoobopom;

- CMPYKMypa 002080PHOU OOKYMEHMAayuu,
- NOpA0OK oCywecmeneHus npoyeoypbvl
nepedauu  OOKYMEHMO8 C  NOMOUbIO
Kypbepa unu 9KCnpecc-noumol




2 CTPYKTYPA U COJAEP)KAHUE YYEBHOM JUCIIUILIVHBI

2.1 O6beM yueOHOI TMCUMILINHBI M BUAbI Y4e0HOii padoThI

. Ob0beM B
Bup y4eOHoii padoTsI wacax
OBBEM OBPA3OBATEJBLHOM MPOT'PAMMBI JJUCHUTIIMHBI 36
8 MOM YUC/Ie 8APUAMUBHAS YACMb 4
- TeopeTH4ecKoe o0yyeHme 16
- NIPAKTHYeCKHe 3aHATHS 20
B T.4. U depeHITMPOBaHHBINA 3a4€T 2
B T.4. B (hOpMe MPaKTUIECKOM MOATOTOBKH 20
- KypcoBasi padora (IIpoeKT) -
- CAaMOCTOsITeJIbHAs padoTa -
- MPOMEKYTOYHASI ATTECTAIUS 2

mrQQepeHIMPOBAHHBIN 3a4eT




TemaTnveckuii niian yuyeonoi mucuumiannbl OI1.05 JlokymMeHTalHOHHOE 00ecniedeHUe YIPaBJIeHUs

Camocr. Konn4yecTBo ayIMTOPHBIX 4aCOB
Makec. yue0.
padora B T.4. B (popMme NPaKTHY
HanmeHoBaHue pa3/ieioB U TeM Harpy3Ka cTya-Ta . TeopeTuy.
CTy/IeHTa Bcero NPaKTHYeCKOi (cemuHapckue)
(uac) o0yueHnue
(uac) MOATrOTOBKH 3AHATHS
Pa3nen 1. Opranuzauusi 10KyMeHTO000pOTA HA 12 - 12 4 8 4
npeInpusITHN
Tema 1.1 JIOKyMEHT U CHCTEMA JOKYMCHTAIIUH 6 - 6 4 2
Tema 1.2 Opranusaius J0KyMeHT0000pOoTa Ha 6 - 6 2 4 2
NPEaIPUATHI
Pa3nen 2. Buabl 10KyMeHTOB H MOPSAI0K PaGoThI 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
Tema 2.3. JIoroBopHO-TIpaBOBas TOKyMEHTAITH 8 - 8 4 4 4
JAuddepenuupoBanHbIii 3a4eT 2 - 2 2 2
Bcero mo aucuumiuHe 36 36 20 16 20




2.2. TemaTHYeCKHUii NJIAH U COJePKAHUE YUeOHOMH TUCIUTITHHBI
* 3Be3/104UKO0il BblJIeJIsieM TeMbl, peajin3yeMbie B GopMe NPaKTHYECKOH MOATOTOBKH

HaumenoBanmue Copep:xanue y4yeOHOro MaTepuasia u (popMbl OPraHU3ALUM eI TeJbHOCTH 00y4aroIMXCs Oobem Koani
pa31esioB U TeM B yacax KOMIeTeHIHiA,
¢opmupoBanuio
KOTOPBIX
crnoco0cTByeT
3J1eMeHT
NPOrpaMMsbl
1 2 3 4
Paznen 1. Opranu3amnusi 10KyMeHT0000pOTA HA MPeANPUSITHH
Tema 1.1 Conep:kanue y4e0HOT0 MaTepHuasia 6/2*
JokyMeHT u 1. | 3HaueHwe W conepkaHWe MUCHUILINHBI «JlOKyMeHTanMOHHOEe oOecrieueHre ympaBieHus». lloHsaTHe, MK.1.1, TIK.1.3,
cucTeMa LUeny, 3aJadyd W [PUHOUIBL  JeJONpOU3BOACTBA.  [lOHATHE  TEPMUHOB  «JIOKYMEHT», 2 OK 01, OK 02,
JTOKyMEHTaIuu* «IOKYMEHTHPOBAaHHE»,  «IOKYMEHTAI[HOHHOE OOecredYeHHe yNpaBlCHUs». YHUOUKaIUS U OK 03, OK 04,
CTaH/IAPTH3ALIH YIPaBICHYSCKUX TOKYMEHTOB. OCHOBHBIC MTOHSTHS JICJIONIPOU3BOJICTBA. OK 05, OK 09
2. | Knaccudukanusi 1okyMeHTOB opraHu3anuu. OyHKIMKM HOKyMeHTOB. [IoHsATHE M cOocTaB PEeKBU3UTOB
nokyMmeHTa. CXeMbl pacTiooKeHHs peKBU3UTOB. [loHsATHE 1 BUIBI OJIaHKOB IOKyMeHTOB. HopmaTuBHO- 2
IpaBOBOE OOeCIIeYeH e JIeIONPON3BOICTBA. TpeOoBaHMs K COCTABICHHUIO M 0(DOPMIICHUIO JIOKYMEHTOB.
B Tom umncie, NpAKTHYECKUX 3aHATHIA 2
IIpakTyeckoe 3ansitue Ne 1 Oopmnenue peksu3utos okymenTos cornacao 'OCT P 7.0.97-2016. 2
Tema 1.2 ConepsxkaHue y4eOHOro MaTepuaia 6/2* IK.1.1, TIK.1.3,
Opranuzanus 1. | IloHATHE ¥ NPUHLUIIBI OPTaHU3ALUH JOKYMEHTO000poTa. KopnopamusHuiii dokymenmoovopom. CocTan 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, 0K 09
HOMeHKJIaTypa jei. KOHTpoib MCTomHeHHs JAOKYMEHTOB. OCHOBHBIE MOHSTHS JOKYMEHTAI[HOHHOTO
oOecrniedeHus yrpaBieHusl.
2. | Pabora ¢ BHYTpEeHHHMH JOKyMEHTaMH. ba3bl MaHHBIX JJIsI XpaHEHHS JOKYMEHTOB. 3aKOHOJATEIbHbIC
aKThl ¥ HOPMATHBHO-METOJMYECKHE JIOKYMEHTHI 110 apXUBHOMY XpaHEHHIO JIOKyMeHTOB. Pabota c 2
3arpocamu. PaboTa ¢ 31eKTpOHHBIMHU TOKyMeHTaMHu. CHCTEMBI JOKYMEHTALMOHHOTO 00ecTIedeHus
yIpaBIICHHS.
B mom uucne, npakmuyueckux 3anamui 2
IpakTnyeckoe 3ausitue Ne 2 OdopmieHre OpraHU3alMOHHBIX AOKYMEHTOB. Y HU(QHUINPOBAHUE CHCTEMBI
JIOKYMEHTAINH. BedeHue 00KyMEeHmooOOpoma 6 pamKax 8blNOJHEHUsT CLYIHCEOHbIX 003aHHOCTel. 2

OcymiecTBIeHHE XpaHEHUs ¥ MTONCKa JOKyMeHTOB. OcyIiecTBICHHE aBTOMATH3AIMHA 00pa0OTKH JOKYMEHTOB.

Pa3nen 2. Buabl 10KyMeHTOB U MOPSIIOK PadOTHI ¢ HUMH

Tema 2.1

Coaepsxanue y4e0HOro MaTepuaJia




OpraHu3aImoHHO- 1. | Opranm3anuoHHBIE JOKYMEHTHI — YCTaB, YUpPEAUTEIbHBIC ITOTOBOP, IMOJIOXKEHUE. PacmopsauTenbHbie IIK.1.1, ITIK.1.3,
pacnopsAuTENbHbIE JNOKYMEHTBI — IIPHUKa3, PaCHOPsDKEHNE, YKa3aHUe, TOCTAaHOBJIECHUE, PELICHNUE, NHCTPYKLUS, TPOTOKOJL. 2 OK 01, OK 02,
JIOKYMEHTBI CripaBouHO-MH(POPMAIIOHHBIE JTOKYMEHTHI: CIyeOHasl 3amicKa, OOBSICHUTENbHAs 3alncKa, aKT, OK 03, OK 04,
CIpaBKa, CIIy>KeOHbIE HChMa. _ OK 05, OK 09
B mom uucne, npakmuueckux 3anamuii 6
IpakTnyeckoe 3ansiTue Ne 3 CoctaBnenue u opopmiieHHE pacopsKEHUS 2
IpakTnyeckoe 3ansitue Ne 4 CocraBneHue u oQOpMIICHHE JAEJOBBIX MuUceM. lVcrnonb3oBaHue
TCIICKOMMYHHUKAIIMOHHBIX TEXHOJIOTHHU B 3JICKTPOHHOM ]IOKyMeHTOO60pOT€. 2
IIpakTuyeckoe 3anaTue Ne 5 OdopMieHne cripaBoK, JOKIATHOM U cy)eOHO 3anmicky, akta. Odopmienne
JOKYMEHTAIlM{ B COOTBETCTBUH C HOPMAaTUBHOMN 04301, B T.4U. HCHOJIb3YSI HH(POPMALIMOHHBIC TEXHOJIOTHH. 2
Tema 2.2 Copep:xaHue y4eOHOro MaTepuaJia 6 [K.1.1, TIK.1.3,
Kaznposast 1. | MoxkymeHTHpOBaHUE TPYAOBLIX MpaBoOTHOIIEHHNA. COCTaB 1 0COOCHHOCTH 0(OPMIICHHUS TOKYMEHTOB 110 OK 01, OK 02,
AOKyMCHTAIHA JM4HOMY cocTaBy. KomiuiekToBanue Tu4HOro aena. Aproduorpadus. Pestome. 3aspienne o npueMe Ha 2 OK 03, OK 04,
pabory. Ilpukassl mo nuynomy cocrtany. IllItaTHOe pacnucanue. OK 05, 0K 09
B mom uucne, npaxmuyeckux 3anamuil 4
IpakTuyeckoe 3ansaTue Ne 6 OdhopmieHre TPUKa30B MO THIHOMY COCTaBY 2
IpakTtnueckoe 3ausatue Ne 7 OdopmiieHre TPYJOBOTO JOTOBOPA, IIPHKa3a 0 MprueMe Ha paboTy, oopMIIeHHE
TPYAOBOM KHIKKH 2
Tema 2.3 Coaeprxanue y4e0HOro MaTepuaJia 8 [K.1.1, TIK.1.3,
JlorosopHo- 1. | Honsarus norosopa. Bumel norosopos. O0s3aTenbHble peKBU3UTHI 10roBopoB. IlpaBuna odopmienus 5 OK 01, OK 02,
HpaBoBasd noroBopoB. Cmpykmypa 002080pHOU OOKYMEHMAYUU. OK 03, OK 04,
AOKYMEHTALIA 2. | llpaBuna opopMIIEHHsT NPETEH3UOHHBIX nHceM. POPMYIISp MCKOBOTO 3asiBJICHUs, TPEOOBAHUS K €ro OK 05, OK 09
opopmienunto. [1opsaook ocywecmanenuss npoyedypvl nepedayu OOKYMEeHmMOo8 ¢ NOMOUbIO 5
Kypbepa uiu 3Kcnpecc-no4mol. 3akOHOAATEIIbHBIE aKThl 1 HOPMaTUBHO-METOMYECKHE JOKYMEHTHI 110
JOTOBOPHBIM JJOKYMCHTaM.
B mom uucne, npakmuueckux 3anamuii 4
Ipakruyeckoe 3ausaTue Ne 8 Odopmiienne noropopa Kymim-npogaxu. Qoecneyusams niaHo8oe 2
NPOX0odHCOeHUe NPOYEOYPbl CO2NACOBAHUSL OOKYMEHMOE8 8 KOMNAHUU
IpakTuueckoe 3auaTue Ne 9 OdopmiieHne 1 00padbOTKa MPETCH3UOHHBIX IMHCEM 2
IIpomexyTounasi arrectanus (1udepeHIHPOBAHHBIN 324€T) 2 =
Bcero: 36 =




3 YCJIOBHUSA PEAJIN3AIIMA ITPOT'PAMMBI YUYEFHOM JUCIUTLIMHBI

3.1 Jnsa peaam3alud MNpPOrpaMMbl Y4eOHOH JHCHMIVIMHBI TPeIyCMOTPEHbI
cieayolue crnenqualbHble OMeIeHH:

Kabuner «/loKyMeHTallnOHHOT O o0ecrieyeHHst  yIpaBIICHUS», OCHAILICHHBIN
00OpyoBaHUEM: JIOCKa yueOHasi, pabouee MECTO INpENnoJaBaTrelisi, CTOJBI, CTYNbs (IO YHUCITY
o0yyaromuxcs), TEXHUYECKUMH CpPEACTBaMH: KOMIIBIOTEP C JIOCTYIIOM K HMHTEpHET-pecypcam,
CPEICTBA BU3yaJIM3alll1, HATJISAHbIE IOCOOUS

3.2 UndopManuoHHoe odecnevyeHne peain3aluu MporpaMmbl

Jisa peanuzauuu nporpaMMmbl OMOIHOTEUHBIH (DOHA HMHCTUTYTA HMEET IMedaTHble U
3JIEKTPOHHBIE 00pa3oBaTeNbHbIC U HH(POPMAIIMOHHBIE PECYPCHI, B TOM YHUCIIE PEKOMEH/I0BaHHbIE
OYMO, nans ucnoib3oBaHus B oOpazoBaTenbHOM mporecce. CIUCOK JOMOTHEH HOBBIMH
U3JIaHUSIMU.

3.2.1 OcHOBHBIC TeYATHBIEC U3AAHUSHA

1. T'pososa, O. C. Jlenonpous3BoaCTBO : yueOHOE MOcoOue s CpeIHero MpohecCHOHaTBLHOTO
oopazopanusi / O. C. I'po3oBa. — 2-¢ uszn. — Mocksa : M3narenasctBo HOpaiit, 2024, — 131 c. —
(ITpodeccuonanvuoe obpazoBanme). — ISBN 978-5-534-15986-8. — TekcT : 21EKTpOHHBIA //
OopazoBarenbHas miardopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/539523

2. JlenomnpousBoxactBo : OOpasupl, AOKyMeHThL. OpraHu3anys W TEXHOJIOTHS pabOTHI.
bonee 120 moxymentoB / B.B. I'amaxos, U.K. KopueeBa u ap.; nox pen. U.K. Kopueea, B.A.
Kynpsiesa. — 3-e uzn., nepepab. u gomn. — Mocksa, biok-IIpunt, 2024. — 480 c

3. Joponuna, JI. A. JlokyMeHTalmOHHOE OOecrieueHHe yNpaBiIeHUs : YIeOHUK U MPAKTHUKYM
Ui cpeaHero npodeccuonansHoro odpasosanus / JI. A. Jloponuna, B. C. Mputukosa. — 2-e¢ u3n.,
nepepadb. u gom. — Mocksa : W3nmarenbctBo IOpaiit, 2024. — 270 c. — (IIpodeccronanbroe
oOpazoBanue). — ISBN 978-5-534-16017-8. — Tekcr : osnekrtponHblid // OOpa3oBarenbHas
mardopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/539338

4. Kopnees, U. K. JlokymMeHTanmoHHoe oOecnieyeHre YNpaBiIeHUS : YUeOHUK U NMPAKTUKYM
s CPEIHEro npodecCuoHaIBLHOIO obpazoBanust /  U. K. KopHees, A. B. ITenko,
B. A. MamyprieB. — 3-¢ u3n., nepepad. m jgon. — Mocksa : MsnmarensctBo IOpaiit, 2024, —
438 c. — (Ilpodeccunonanpuoe obpazoBanue). — ISBN 978-5-534-16002-4. — TekcrT : 351eKTpOHHBIN
// ObpasoBarenpHas mwiarpopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/539262

5. Kysnenon, U. H. [JoxymenTanmonHoe obOecrieueHune ympaBieHHs. [[oKyMeHTOOOOpOT u
JITIONPOM3BOICTBO | y4EOHMK ¥ TPAKTUKYM Ui CpeIHEro mnpodeccroHaIpbHOro obOpa3oBaHus /
U. H. Ky3neuoB. — 4-e uzn., nepepad. u gon. — Mocksa : M3garensctBo FOpaiit, 2024. — 545 ¢. —
(ITpodeccronansHoe obpazoBanue). — ISBN 978-5-534-16004-8. — Tekct : »IeKTpOHHBIH //
Oo6pasoBarenbhas wiathopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/537146

IletpoBa, I'.B. IlpaBoBoe U JOKyMEHTAallMOHHOE oO0ecrnieueHue MpodeccHoHaTbHON
NeSITebHOCTH © y4eOHUK A cryneHToB yupexaenuit CI1O / I'.B. IlerpoBa. — 4-e uzn., nepepad. — M.
. Akagemus, 2021. — 304 c.

3.2.2 OcHOBHbBIE )JIEKTPOHHbIE U3aAHUSA

1. bacakoB, M.M. JlokymeHTanMOHHOE oOecreyeHne yhpaBieHuss (C OCHOBaMHU
apxuBoBezieHUs ). : yuebHoe nocodue / bacakoB M.11. — Mocksa : KnoPyc, 2020. — 216 ¢. —
(CITO). — ISBN 978-5-406-07305-6. — URL.: https://book.ru/book/932044

3.2.3 JlonoJHUTEeJIbHbIE€ HCTOYHUKH

1. Koncturyuus Poccuiickoit deneparnu

2. I'paxmanckuii koaekc Poccuiickoit ®denepanuu, 4. 1, 2, 3, 4 (B nelcTByromen
peaaKuun)

3. Criennanu3upoOBaHHBIA HAYYHO-TIPAKTHYECKUH XypHaNT «JIorucTuka

4. http://loginfo.ru/ - sxypuain o noructuke B 6usnece «JIoruado»



https://urait.ru/bcode/539523
https://urait.ru/bcode/539338
https://urait.ru/bcode/539262
https://urait.ru/bcode/537146
http://loginfo.ru/

Honoanumenvuvie ucmounuku (coznacno IHHOOII):

2. Kopnees, 1. K. JlokymeHTanoHHOe oOecrieueHHe YNpaBiIeHHUS : yYEOHUK H
MPaKTHKYM Ul cpeaHero mpodeccuonansuoro obpasosanus / U. K. Kopuees, A. B. Ilienko,
B. A. Mamypues. — 2-e¢ usf., nepepad. u norn. — Mocksa : M3marensctBo Opaiit, 2022. —

384 c¢. — (IIpodeccuonanpHoe obOpazoBanue). — ISBN 978-5-534-05022-6. — Tekcr
atekTponHbli /[ OOpasoBarenbHas  targpopma  FOpaiit  [caiit]. —  URL:
https://urait.ru/bcode/492541

3. Kysneno, WM. H. JlokymeHTanmoHHoe  oOOecCrleYeHHe  yIpaBlICHHUS.
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4 KOHTPOJIb H OIEHKA PE3VJbTATOB OCBOEHHS YYEBHOUM

TACIATITAHBI

Pesynomamul 0Gyuenun |

I(pumepuu OUEHKU

Memoowt ouenku

Hepeqeﬂb 3HaHHI7[, O0CBaHBa€MbIX B paMKax

00KYMeHmoobopom;

- cmpykmypa 002080pHOL
O0OKyMeHmayuu,

HOPSIOOK
ocyujecmeneHust npoyeoypul
nepeoaiu 0OKyMeHmMO8 C
nomowblo  Kypvepa
IKCHpecc-noymol

unu

KOHTPOJIb, XpaHCHUC OOKYMCHTOB,
HOMCHKIJIAaTypa A€

AUCHUILIUHBI
— TIOHATHE, [eNH, | — JIEMOHCTPUPYET Texymas arrecranus:
3a/1a4uu u MIPUHIIMIIBI 3HAHWE OCHOBHBIX  IOHSTHUH,
JIeIIONPOU3BO/ICTBA; MPUMEHSIEMBIX TPH OpraHu3aluu VYcTHbIl onpoc.
—  OCHOBHBIE MOHATHUS | TOKYMEHTO00OpOTa Ha TectupoBanue.
JOKYMEHTAIlMOHHOTO MPEIPUATHH; KoHTponbHBIe pabOTEHI.
o0ecrieueHus yIpaBICHHS; — JIEeMOHCTPHpYeT 3HaHMe neneif, | 1IpOBepovHbIC paboTsI.
— CHCTEeMBbI 3a1au u OneHKa BBHIMTOTHCHUS
JOKYMEHTAIlHOHHOT'O IPUHIUIIOB ASIONPOU3BO/ICTBA, IPaKTHYECKOI'o
obecredeHus yrpaBIeHHs; — JEMOHCTPHUPYET 3a/laHusl.
— KJjaccudukanuio 3HaHUE CHUCTEMBI
JIOKYMEHTOB; JOKYMEHTAI[MOHHOTO
— TpeboBaHus x | obecrieueHns ynpaBieHHs; ITpomeskyTounast
COCTaBJICHUIO U | — JIEMOHCTPUPYET arrecranus:
o(opMIICHHIO TOKYMEHTOB; 3HAHUE KJIacCCU(UKALINN AnddepertmpoBanHbIi
—  OpraHM3aluIo JIOKYMEHTOB, 3a9er
JIOKYMEHTOO0OpOTA: IpHEM, | — TPeOOBaHMH K COCTABICHUIO U
0o0paboTka,  perucrpauus, | 0QpOpPMIIEHHIO JOKYMEHTOB;
KOHTPOJIb, XpaHeHHUe | — JEMOHCTPHUPYET
JOKYMEHTOB, HOMEHKJIATypa 3HaHUE OpraHu3aIun
b1 () JIOKYMEHTOO00O0pOTA:! TpueM,
- KOpnopamueHbwlil o0paboTka, perucrpanus,

Hepeqeﬂb yMeHHﬁ, 0CBaAMBACMbIX B paMKaX TUCHUIIJIUHBI

oopmiIATH
JIOKYMEHTAIHIO B
COOTBETCTBUH c
HOpPMaTUBHOI 0a3oi, B T.4.
UCTOJb3Ys
nH(pOpMaLIOHHbIE
TEXHOJIOTHH;
YHUPUIIUPOBATH
CHCTEMBI TOKYMEHTAIINH;
OCYILECTBIIATh XpaHEHUE
U TIOMCKIOKYMEHTOB;
OCYILECTBIIATD
aBTOMATHU3AIHNI0 00pabOTKH
JOKYMEHTOB;

UCIOJIb30BaTh
TEJIEKOMMYHHUKAlIMOHHBIE

— JIEMOHCTpUpPYET
YMEHHE opopMIATH
JOKYMEHTAIMI0O B COOTBETCTBUU C
HOpMAaTUBHOM  0a3zoif, B T.u.
HCIIOJIB3YS nH(pOpMaLIOHHbIE
TEXHOJIOTHH;
— JIEMOHCTpPUPYET YMEHHE
YHUGPUIUPOBATH-
CUCTEMBIJJOKYMEHTAIIH;
— JIEMOHCTpPUPYET
YMEHHE OCYILIECTBIISATh
XPAaHEHUE U MOUCK JOKYMEHTOB;
— JIEMOHCTpUpYET yMEHHE
OCYIIIECTBIISATh
aBTOMATH3ALIHAIO 00paboTKn
JIOKYMEHTOB;
— JIEMOHCTpUPYET
YMEHHEHCIIONb30BaTh

Tekymas arrecrauus:
DKCIEpTHOE

HaOI0IEHUE U
OLIEHUBaHHE
BBITTOJIHEHUS

WHUBUAYAIbHBIX U
IPYIIIOBBIX 3aJaHUI.
OneHka pe3ynbTaTta
BBITTOJTHEHHST
MPaKTUYECKHUX padoT.

Tekymuii KOHTPOJIb B
dbopme cobecenoBanus,
pelieHus
CUTYallMOHHBIX 33/1a4.
IIpome:xyTouHast
arrecTanus:
JuddeperunrpoBaHHbIi
3a4eT
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TEXHOJIOTUU B DIJIEKTPOHHOM
JIOKYMEHTO000pOTE

- gecmu OOKYyMeHmoobopom
8  pPAMKAX — GbINOJHEHUs.
CIYoHCeOHbIX 0083aHHOCMEl;
- obecneuusamv NIAHOBOE
npoxoodicoenue  npoyedypobl
co2nacosanus OOKyMeHmo8 8
KOMRAHUU

TEJIEeKOMMYHUKALMOHHBIE TEXHOJOTUU
B DJIEGKTPOHHOM JIOKYMEHTO000pOTE
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