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1. TACIIOPT TPOTPAMMBI YYEBHOM TUCIUATIIMHBI
JlokyMeHTalMOHHOE o0eclieyeHue ynpaBjieHus
1.1. OOaacTh npuMeHeHHs1 padoyeil MPOrpaMMbl
PabGouass mporpamma y4eOHOW IUCUUIUIMHBI SBISAETCS YacThiO IMPOTPAMMBI
MOJATOTOBKM CHEUHAIMCTOB cpeaHero 3BeHa 1o 38.02.05 TosapoBeneHue u
HKCIIEPTU3A KaueCcTBa MOTPEOUTEIIbCKUX TOBAPOB.
1.3. TpeOGoBaHusl K pe3yibTaTaM OCBOEHUS JUCHUIIHMHBI: 2
B pesynbTaTe ocBoeHUs yueOHON AUCIUTUIMHBI 00YYAIOIIUICS JOJI2KEH YMETh!

— odopMISITE W TIPOBEPATH TMPABWIBHOCTH OQGOPMIICHUS TOKYMEHTAIIUU B
COOTBETCTBHH C YCTAaHOBJICHHBIMH TPEOOBAHUSIMH, B TOM UYHCJIE UCIOJIB3YS
uH(OPMAIMOHHBIE TEXHOJIOTUH;

— OCYILECTBIIATh ABTOMATH3UPOBAHHYIO 00pabOTKY JOKYMEHTOB;

— OCYHIECTBJITh XpaHEHUE U TIOUCK JIOKYMEHTOB;

— HWCTOJB30BaTh TEIICKOMMYHHUKAITMOHHBIC TEXHOJOTHH B  JJICKTPOHHOM
JIOKYMEHTO000pOTE;

B pe3ynbrarte ocBoeHUsI y4€OHOM TUCIUIUIMHBI CTYJICHT JIOJKEH 3HATh:

— OCHOBHBIC TIOHATHSA, IIENIH, 3a4a4d W TPUHIUILI JOKYMEHTAI[MOHHOTO
oOecrieueHus yrpaBJICHUS;

— CHCTeMBl  JIOKYMEHTAI[MOHHOTO  OOECIMEYEHUs  YIpPaBJICHHUS, ux
aBTOMATHU3AIINIO;

— KJaccuUKaIMo JOKYMEHTOB;

— TpeOOoBaHUS K COCTaBICHUIO U O(OPMIICHUIO TOKYMEHTOB;

— OpraHmM3aiuio JOKYMEHTOOOOpoTa: TmpueM, o00paboTKy, pErucTpaluio,
KOHTPOJIb, XpaHEHHE JOKYMEHTOB, HOMEHKIIATypY JICIT;

B pesynbrate ocBoeHus y4eOHON NUCIMILTMHBI OOYYarOIIMICS TOKEH 00J1a1aTh
oOumMu U TpodecCUOHATBLHBIMU  KOMIETCHITUSMHU, BKIIOYAIOIIUMH B CeOs
CIIOCOOHOCTb:

OK 1. TloHumaTh CyIIHOCTh M COLMAIbHYIO 3HAYMMOCTb CBOEH OymyIieit

npodeccuu, MposIBIATh K HEW YCTOMUMBBIA HHTEPEC.



OK 2. Opranu3oBbIBaTh COOCTBEHHYIO N€ATEIbHOCTh, BBIOMPATH TUIIOBBIC
METOJBI U CIOCOOBI BBIMOJHEHHS] MPOo(ecCHOHANBHBIX 3a7ad, OLEHUBATh HX
() PEKTUBHOCT U KA4E€CTBO.

OK 3. IlpuHumaTth pemeHus: B CTaHJAPTHBIX U HECTAHJAPTHBIX CUTYaLHUSIX U
HECTHU 32 HUX OTBETCTBEHHOCT.

OK 4. OcymiecTBiaTh MOMCK U HCIOJIb30BaHKUE MHGOPMAIIUA, HEOOXOAUMOM
111 3PEKTUBHOTO BHITIOJIHEHUS MTPO(ECCHOHANBHBIX 33/1a4, TPO(ECCHOHATIEHOTO
Y TUYHOCTHOT'O Pa3BUTHSL.

OK 5. Bnanerp uH(pOpMallMOHHON KyJbTYpOM, aHAJIM3UPOBATh U OLICHUBATh
UH(QOpPMAIMIO C  HUCHOJIb30BAaHUEM  HMH(POPMAMOHHO-KOMMYHHUKALMOHHBIX
TEXHOJIOTUH.

OK 6. Pabortarb B KOJJIEKTMBE W KOMaHJe, 3(P(EeKTUBHO OOMIATBCA C
KOJJIEraMH, PYKOBOJICTBOM, IOTPEOUTENSIMH.

OK 7. bpatb Ha ce0Os OTBETCTBEHHOCTh 3a pabOTy WICHOB KOMAaHJbI
(MOTYMHEHHBIX ), PE3YJIbTAT BHITIOJHEHUS 3a1aHUI.

OK 8. CamocrosTenbHO ONpenensaTh 3aJadyd  MpPOo(ecCHOHATBLHOTO U
JMYHOCTHOTO Pa3BUTHUSI, 3aHUMATHCS CaMOOOpPa30BAHNEM, OCO3HAHHO TUIAHUPOBATH
MOBBINICHUE KBATU(PUKAIIIH.

OK 9. OpueHTHpOBaTbCSI B YCJIOBHMSIX YacTOH CMEHBI TEXHOJOTHMH B
npo¢eCCUOHATIBHON JIEATEIIbHOCTH.

[1IK 1.1. BeisiBAsITE TOTPEOHOCTH B TOBApaX.

I[IK 1.2. OcymecTBiasiTh CBS3M C IMOCTaBUIMKAMH U TMOTPEOUTENAMU
MPOYKITUH.

IIK 1.3. YrpaBiatrs TOBapHbIMM 3ariacaMu U MOTOKAMH.

[1IK 1.4. OpopMisiTh JOKYMEHTAIIMIO HA TOCTaBKY U pealn3alliio TOBAPOB.

I1K 2.1. UnentuduimpoBath TOBAphI 0 aCCOPTUMEHTHOMN MPUHAITICKHOCTH.

I1IK 2.2. Opranu3oBsIBaTh U MPOBOAUTH OIIEHKY Ka4€CTBA TOBAPOB.

[IK 2.3. ITpoBOAXTH TOBAPOBEIHYIO IKCIIEPTU3Y.

IIK 3.1. [InaHupoBaTh OCHOBHBIE MOKA3ATENH ICSITEILHOCTH OpTraHU3alluH.

I[IK 3.2. [IlnaHupoBarh BBINIOJHEHHWE PpabOT ©W  OKa3aHHUE  YCIyT
S)



VCITOJIHUTEIISIMU.
[1K 3.3. Oprann3oBsiBaTh pabOTy TPYAOBOTO KOJJICKTHBA.
1K 3.4. KoHTpoJIMpOBaTh X0 ¥ OLEHUBATh PE3YJIbTATHI BHIIOJIHEHUS paboT U
OKa3aHUs YCIYT UCIIOJHUTEIISAMM.
IIK 3.5. VYyactBoBarh B BBIpaOOTKE MEp IO ONTUMHU3ALMU IPOLECCOB
OKa3aHus yCIyr B 00s1acTu po(eCcCUOHATIBHON JAESITENbHOCTH.
1K 3.6. OdopMIsATh YI€THO-OTYETHYIO JOKYMEHTAIIHIO.
I1IK 4.1. BemonHaTh 3aaHus clienuanucra 0ojee BBICOKOM KBalM(pUKALUIH
IIPU NPOBEJECHUN MAPKETUHTOBBIX UCCIIEI0BAHUM.
[IK 4.2. CpaBHuBaThb KOHKYPEHTOCHOCOOHOCTH aHAJOTMYHBIX TOBApPOB U
(unn) ycamyr.
IIK 4.3. [InaHnpoBaTh KOMILIEKC MAPKETHHTOBBIX MEPOIPHUATHH.
[1K 4.4. BbmoaasaTs padboThl 10 GOPMHUPOBAHUIO CIIPOCA HA TOBAPHI U YCIIYTH.
[1K 4.5. BbImoaHsaTs paboThI [0 MPOJIBUKEHUIO TOBAPOB U YCIIYT.
1.3. KosinuecTBO 4acoB HA OCBOEHHE MPOTrPaMMbl y4eOHOH AUCHUIIMHBI:
MaKCUMaJIbHOW y4eOHOM Harpy3ku - 57 4acos,
00s13aTeIbHON ayTUTOPHOU y4eOHOUM HArpy3ku - 38 4acos;

CaMOCTOSTENbHOM paboThI - 19 yacos.



2. CTPYKTYPA U COJAEPKAHUE YUEBHOM JJUCHUTLJIAHBI

2.1. O0bem y4eOHOM TUCHMIIMHBI U BUAbI Y4€0HO padoThI

Bup yueOHo# padoThI Oo6bem
4acoB
MaxkcuMmaabHasi yyeOHasi HArpy3Ka (Bcero) S7
Oo0s3aTeIbHAA ayAUTOPHAA y4eOHAs HArpy3Ka (Bcero) 38
B TOM YHCJIE:
MPaKTUYECKUE 3aHATHS 22
CamocrosiTeibHast padoTa cTyaeHTa (Bcero) 19

Hrorosas aTTecranusa B (bopMe 3a4CTa




2.2. TemaTH4ecKUH IJIAH U COAEPKAHNE Y4eOHON JUCHUIIMHBI

I[OKyMeHTa]_[I/IOHHOE o0ecrneueHue YHupaBJj€eHUSA

HanmenoBanme Ob6beMm | YpoBeHb
Copep:xaHue yueOHOr0o MaTepuasa, IPaKTHYeCKHe 3aHATHS, CAMOCTOSITeJIbHAsA padoTa cTyAeHTa
pa3iesioB M TeM YacoB | OCBOEHHS
1 2 3 4
Paznea 1. llesu, 321244 ¥ NPUHIUIIBI JOKYMEHTAIMOHHOTO 00ecTiedYeHUs yIpaBJIeHUs. 8
Tema 1.1. Conep:kaHue y4eOHOro MaTepuaJia: 2
JIOKyMEHTBI U CTIOCOOBI JIOKyMEHTHUPOBaHHE: OCHOBHBIE CITIOCOOBI, MaTepHaAIbHBIC HOCUTENN HH(OpMAIINH, KiacCu(UKaIus
JIOKYMEHTHUPOBAHHUS. JOKYMEHTOB 10 ITpU3HaKaM. Buabl JOKyMeHTOB.
Yauduxanus u YHupUKaIMA U CTaHAaPTU3ALUS JTOKYMEHTAIIHUH.
CTaHIapTH3AIM CucreMbl JOKyMEHTAIUH, PU3HAKH. MeXXOTpacaeBble CUCTEMBI JOKYMEHTAIIHH.
JTIOKYMEHTOB.
Tema 1.2. Coaep:xanue y4eOHOIro MaTepHuaJia 2 1,2
PexBusutel u Gs1aHku PexBusut: hopmyssip 1oKkymeHTa, Tabensb popM JOKYMEHTOB, TOHATHE, XapaKTEPUCTHKA.
JIOKYMEHTOB [IpaBuna odopmieHUs peKBU3UTOB OJaHKa M UX PACOJIOKEHHUs HA CTaHapTHOM dopMmaTe Oymaru.
[TpoexTrpoBanue OIaHKOB JOKYMEHTOB OpTaHU3AIINH.
Cocras, ohopmiieHue, U3TOTOBIIEHUE, XpaHEHHE OJaHKOB OpraHU3aIUH.
CocraB, odopmiieHHE PEKBU3UTOB OJ1aHKa
IIpakTnueckas padora Ne 1-4: 4 2,3
Cocranenue u opopMIIeHHE CITYKEOHBIX MTHCEM
Opranuzanus paboThl ¢ JOKYMEHTAMHU B YUPEXKJICHUH
CamocrosTeanbHas pagora: 4
[TonroToBka cooOIIEHNS IO UCTOPUU PA3BUTHUS JOKYMEHTAIIMOHHOTO 00eCIieYeHus YIIPaBICHHUS.
Nzyuenne pexBuszutoB 1o 'OCT P 6.30-2003 YHuHUIIMpPOBaHHBIE CUCTEMBI JOKYMEHTAIIUH.
YHUPUUIUPOBAHHBIE CUCTEMBI OPraHU3allMOHHO-PACTIOPSIUTENbHON JoKyMeHTanuu. TpeboBaHus K
0(OPMIIEHUIO TOKYMEHTOB.
ITpoekTupoBanue ob1ero 6iaHka.
Paszpnen 2. Cucrema 10KYyMEHTALIMOHHOIO o0ecre4eHsl YIIPaBJICHHUs, UX ABTOMATH3ALMS. 8
Tema 2.1. | Conep:kanue yueGHoro Marepuaia: 2 1,2




TenekoMMyHHUKAITUOHHBIC
TEXHOJIOTHUHU B
JJIEKTPOHHOM
JIOKyMEHTO000pOTE

KomnbroTepusalys JOKYMEHTAMOHHOTO 00€CIIeUeHHs yIIpaBJICHUs Ha IPEANPUSITHH, 3HAUCHHE,
MIEPCIEKTUBA PA3BUTHUS.

Mcnonb30BaHue NepcoHaIbHBIX KOMIIBIOTEPOB B OpPraHU3alui paboThl C JOKYMEHTaMH.
CocraBHbIe 4aCTH KOMIIBIOTEPHOTO JEJIONPOU3BOACTBA: aBTOMATU3UPOBAHHBIN cOOp, 00paboTKa,
XpaHEeHHE TOKYMEHTAllUH, IpeICTaBIeHUe pa3Ho00pa3HON HH(POpMaLUH.

OnexTpoHHas noyTa. THUIbI CUCTEM 3JIEKTPOHHOU MOYTHI.

XpaHeHHe JOKYMEHTOB B 2JIEKTPOHHOM 1OYTE.

WNudopmannoHHO-cripaBoYHast padoTa B YCIOBHIX IPUMEHEHUSI KOMITBIOTEPHBIX TEXHOJIOTHA.

IIpakTuyeckasi padora Ne 5 -10:
Pabora ¢ anexTponHoi moutoi, web — rexuonorusimu u CIIC Koncynperant [mtoc.

2,3

CamocrosiTesibHasA padoTa:

Perucrpaius moyToBOIo SAIIMKA Ha calTe

@opMHpOBaHUE U OTIPABKA NIEKTPOHHOIO ITHCHMA

[Touck noxkymenToB 1o kioueBbM cioBaM B CIIC KoncynbranT Lo

Paznean 3. Knaccupuxanu

1 TOKYMEHTOB.
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Tema 3.1.
Opranu3anuoHHO-
pacropsiiuTeabHas
JIOKYMEHTAITHs

Coaep:xanue y4eOHOIro MaTepmuaJia;

OpFaHI/ISaHI/IOHHBIe JOKYMCHTBI: MX HAa3HAYCHUC, XaPAKTCPUCTUKA U COCTAaB.

TpeboBanust kK 0HOPMIIEHUIO, TOPSAOK YTBEPKIACHHUS.

PacriopsimuTenbHBIC TOKYMEHTHI: MX Ha3HAYCHHUE U COCTaB, TPEOOBAHUS K 0(hOPMIICHUIO.
CrnpaBouHO-UH()OPMAIIMOHHBIE JOKYMEHTHI: CIy>KEOHbIE MIChMa, CIIPABKH, TOKJIaIHbIE 3aIHICKH,
3a4ABJICHUA, UX XaPAKTCPUCTHUKA U COCTAB.

Tunsl JOKYMEHTOB: MOATUHHUK, KOTHS, TyOIHKaT, BHITUCKA, NX HAa3HAYCHHE, TPEOOBAHUS K
0(OPMIIEHUIO.

1,2

IIpakTnyeckas padora Ne 11-16:
Cocrasienne 1 opopMIIEHHE OpTaHU3alMOHHO-PACTIOPSIUTEIHFHON 1 MHPOPMAITMOHHO- CIIPABOYHON
JOKYMEHTAI1H.

2,3

Tema 3.2.
JIOKyMEHTBI 110
npoecCuoHaNBHOM
JESATSIIEHOCTH

Coaep:xanue y4eOHOro MaTepuaJia:

JloroBopHO-1IpaBoBasi JOKyMEHTALHSI.

JIOKyMEHTBI 110 BHEHTHEAKOHOMUYECKOM €SI TEIbHOCTH.
Odepra (mpeiokeHue) - OTBET Ha opepTy (aKenr).
IInceMma 0 mepeBo3Ke, TOCTABKE M CTPaXOBAaHUE TPY30B.
IIpeTeH3MOHHO-UCKOBas TOKYMEHTALUS.

1,2




IIpakTuyeckasi padora Ne 17 -22:

Cocrasnenue u ohopmiieHue HHPOPMAITMOHHO — CIIPABOYHON JOKYMEHTAIHH
CocraBieHue 1 0(opMIICHHE JOTOBOPOB

CocraBienue u 0popMIICHHE TPETEH3UOHHO — HCKOBOW PabOTHI

CamocrosiTesbHasi padora:

Odopmiienre cripaBo4HO-UH(POPMAIIMOHHBIX JOKYMEHTOB, TPOTOKOJIA Pa3HOTIacUi, 0(epThl, OTBETA
Ha 0epTy, IHCEM O NEPEBO3KE, JOCTABKE M CTPAXOBAHUH I'PY30B

2,3

Pasnen 4. Opranusanus padoTsbl ¢ JIOKYMEHTAMM.

Tema 4.1. Conep:xanue yueOHOro Marepuasia
Opranusanus Cnyx6a JIOV B opranusanusx: Ha3Ha4Y€HUE, 3a1a491, QYHKIMH, THIIOBBIE CTPYKTYPBI, JOJDKHOCTHON
JIOKYMEHTO00O0poTa COCTAB
PernamenTanus pabotsi ¢ IOY. 1,2
JIOKyMEHTO0O0POT: MOHSTHE, OOIIHE MPUHIUIIBI OPraHU3AIMH JOKYMEHT0000pOTA.
HopMmaTtuBHbIE JOKYMEHTHI, PETIaMEHTHUPYIONINE OPTaHU3aAIUI0 JOKYMEHTO000pOTA.
Tema 4.2. Coaep:xanue y4eOHOIro MaTepHuaJia 1,2
Opranuzanus Perucrpanust TOKyMEeHTOB: IOHSATHE, [IENH, 33/1a41, MECTO PETHUCTPAIIHH.
peructpanuu J0KyMeHTOB | Cuctembl U (POPMBI PETHCTPALIUU, UX IOCTOMHCTBA U HEOCTATKH.
Y KOHTPOJIb UCTIONIHEHUS | PerucTparnmonusie GOpMbI, 0COOCHHOCTH PErHCTPALUU BXOISAIINX, UCXOASIINX U BHYTPEHHHX
JIOKYMEHTOB JOKYMEHTOB.
CocraB BBITIOHAEMBIX PabOT MPH OTIIPABKE TOKYMEHTOB.
KoHTposnb ucronHeHus JOKYMEHTOB.
JIOJDKHOCTHBIE JTUTIA, OCYIIECTBIISIONINE PETUCTPAIIMIO U KOHTPOJIb MCTIOJTHEHUS, X (DyHKIMH, TIpaBa.
Tema 4.3. Coaeprxanue yueOHOro MaTepuasa
Opranunzanus Homenknatypa nen, IoHATHE, 3HaYE€HHE, BUJIBI, TOPANOK COCTAaBIECHHs, O(POPMIICHUS.
OIIEPATHBHOIO XPaHEHUSI 12

JIOKYMEHTOB

[Topsox hopMupoBaHus Jell.

Opranu3anus XpaHeHUs HCIIOJHEHHBIX TOKYMEHTOB.

OcHoBHbIE TPeOOBAHNS HOPMATUBHBIX JOKYMEHTOB, PETIaMEHTUPYIOIIUX JTaHHBIM dTan
JOKYMEHTO000pOTa.

OTBETCTBEHHOCTH 3a COXPAaHHOCTb NOKYMCHTOB. OCHOBHBIE 3TaITbI nepeaadn J0KyMEHTOB B apXUB
WA Ha YHUYTOXXEHUE.

DKcnepTh3a HEHHOCTEN JOKYMEHTOB.

DKcIepTHbIE KOMUCCUH, X (DYHKIIMU U TIpaBa.

10




TpeboBanust k 0hOpMIIEHHUIO A€ TOCTOSIHHOTO U BPEMEHHOTO CPOKOB XPaHEHHUSI U M0 JTUYHOMY
COCTaBYy.
ApXUB: OHATHE, HA3HAYCHUE, BUJIBI.

CamocrosiTesibHas padoTa 3
CocraButhb cxemy cityx0b1 IOY B opranuzaiuu
CoctaBuTh I1aH PabOTHI MO OTIPABKE JTOKYMEHTOB
CocTaBUTh CIUCOK HOPMATHBHBIX AKTOB PETYIHUPYIOIMIUX MOPSAOK (HOPMHUPOBAHHMS IS
CocTaBUTh CXEMyY OpraHH3aIMy ONEPATUBHOTO XPAHECHUS JIOKYMEHTOB
CocTaBuUTh cCXeMy: IKCIIEPTHBIC KOMUCCHH, UX (DYHKIIUU U IpaBa
3auer 1
Bcero gacoB ayiuTOpHON Harpy3ku 38
Yacel caMOCTOSITEIIBHOM PaOOThI 19
Uroro S7

JUiss  XapakTEepUCTHKH YPOBHS OCBOEHHMS Yy4eOHOro Marepuana HCHOJIb3YIOTCA Clelylolue 0003HaueHus:
1. o3HakoMuTENbHBIN (Y3HaBaHNE PaHEE U3YUYEHHBIX 00BEKTOB, CBONCTB);

2. penpOIyKTUBHBIM (BBIMOJIHEHHE JEATEIBHOCTH MO 00pasily, HWHCTPYKUHMHU WIH TOJ PYKOBOJCTBOM)
3. IPOYKTHBHBIH (TUTAHUPOBAHHUE ¥ CAMOCTOSITEIIPHOE BBITIOJTHEHHUE JIEATEFHOCTH, PEIICHHE MPOOJIEMHBIX 33/1a4)

11




3.

YCJIOBUA PEAJIM3ALIUN NPOI'PAMMBI YYEBHOM

JTUCLHUTIJIMHBI

3.1. TpebGoBanusi K MATEPUATIBLHO-TEXHUYECKOMY 00eCIedeHUuI0

Oo0OopyaoBanmne y4eOHOro KaduHera:

— TIOCaJIOYHBIX MECT IO KOJINYECTBY O0YUAIOIIHXCS;
— JIOCKa KIIacCHasl;

— pabodee MeCTO MperoaaBaTersl.

— ydeOHbIC HATJISAHBIC TTOCOOHS:

— - o0pasibl JOrOBOPOB;

— TMpUMEpHBIE (POPMBI IPABOBBIX TOKYMEHTOB.

TexHuveckue cpeacTsa 00y4eHuUs :

— KOMIIBIOTEP
— MYyJbTHUMEINA IPOEKTOP,

— DKpaH MPOEKIMOHHBIN.

OCHOBHBIE UCTOYHUKH

1.

bacakoB ~ M.M.  JlokyMeHTallMOHHOE  OOecleYeHue  yIpaBJeHUS
(lemonmpon3BoicTBO): y4eOHUK (CpelHero npodeccCuoHaIbHOTO 00pa3oBaHus)
— PocroB v//1: ®enukce, 2015.

KupcanoBa M.B., AkcenoBa .M. Kypc nemompousBoactsa.

JlokymeHTanmonHoe obecrneuenue ynpasienus - M., 2015.

. INmenko A.B. JlokymeHtammonHoe oOecrieueHue ympasienus - M. HI]

«Axanemus», 2015.

4. Pymbiauna JILA. Jlenonpou3BoacTBO: YUEOHUK I CTYJIEHTOB, YUPEKICHUN

cpeaHero  npodeccuoHaIbHOTO oOpa3zoBaHusl, oOyyarommxcst 1o
opuandYecKuM crnenuanbHocTaM — M.UIT «Axkagemus», 2015.

bacakoB M.U. JlokymMeHTaIlMOHHOE OOECTEYeHHE YIpaBieHUus (C OCHOBaMHU

apxuBoBenenust) (s CI10 u HITO).- M.:KHOPVYC, 2016.

I[OHO.]IHI/ITGJILHLIC HCTOYHUKH:

12



1. Augpee B.U. J[lenonpousBoacteo - M. OOO «YmnpaieHue nepcoHaIom»,
2005.

2. Aitman T.O. JlenonpousBoactBo: O6pasibl qokymentoB. — M, Uzn. ITIPUOP,
2015.

3. bacakoB M.M. 3ambiikoBa O.M. [enonpousBoacTBo. YueOHOe mocolue.
PoctoB-Ha-/{ony, ®enuke, 2015.

4. HNemun IO.M. [lenompousBoactBo. [loaroroBka ciayxkeOHBIX JOKYMEHTOB -
CIIO Iurep, 2016.

5. Mutpodanora B. Opopmiierne kaapoBbix 1okymeHToB. — CII0.: [Tutep, 2014.

6. YUykoBenko A.IO., SnkoBas B.®. IlpaBuna odopmieHuss IOKYMEHTOB.
Kommentapuii I'OCT P 6.30 — 2013 - M: «TK Benbuy», u3a. «IIpocrekTy,
2014.

HNuTepHer-pecypcesbl:

www.consultant.ru CripaBounast npaBoBasi cuctema «Koncynbtant ITmocy.

www.delpo.narod.ru [Iemonpoun3BoacTRBO.

www.kadrovik-praktik.ru Caiit mo kaapoBOMy J€IOMPOU3BOICTBY.
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4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHMS YUEBHOM
JUCHUILIAHBI

KOHTpOJIL H OllCcHKA

pE3yNbTATOB

OCBOCHHUS  Y4e€OHON  JUCHUILIUHBI

OCYHICCTBILICTCA IIPCIIOAABATCIICM B IIPOHOCCCC IIPOBCACHUSA IPAKTHYCCKHUX

3aHHTHﬁ, TCCTUPOBAHUS, a TAKKC BBIIIOJIHCHUA CTYACHTAMMW HWHIWBUAYAJIbHBIX

3aJJaHu M, IPOECKTOB, UCCIIEIOBAHUM.

Pe3yabTarsl 00yyeHus
(ocBOEHHBbIE YMEHUS1, YCBOEHHbIE
3HAHNA)

@®opMbI U OLIEHKA Pe3yJIbTATOB 00yUeHUs

YMmerThb:

OdopmasaTh U TPOBEPATH NMPABUIBHOCTH
odopmIIeHUS TOKYMEHTAIIUU B COOTBETCTBUU C
YCTaHOBJICHHBIMU TPEOOBAHUSIMH, B T.4.
UCTIOJIB3YSl MH(OPMAIIMOHHBIC TEXHOJIOTHH.

Brimmonnenue IMPAKTUYCCKOI'0 3aJaHUs

[TpoBOAUTH aBTOMATH3UPOBAHHYIO 00PaOOTKY
JIOKYMEHTOB.

Coznanue mabi0oHOB TOKYMEHTOB.

Ocy11ecTBISITh XpaHEHUE U TTOUCK
JIOKYMEHTOB.

dopmupoBaHUE e 1715 XpaHSHHS.

I/ICHOJII)3OB21TI) TCHGKOMMyHI/IKaIII/IOHHI)IG
TEXHOJIOTHH B 3JICKTPOHHOM
JIOKYMEHTOO00O0pOTE.

Brimonmaenue MMPAKTUYICCKOIr'o 3alaHusA

3HaTh:

OCHOBHBIE TTIOHATHS: 1I€JIH, 3aJ]a4H U
MPUHITUIIBI IOKYMEHTAIIMOHHOTO 00ecTeueHus
YIIPaBJICHHUS.

Cucrema AOKYMCHTAIIMOHHOT'O obecreucHus
YIpaBJICHUS, UX ABTOMATHU3alIUTO0.

Brinonnenue MPAKTUYICCKOI'0 3alaHUsA

Knaccugukanus 10KyMeHTOB.

Brinonnenue MPAKTUYICCKOI'0 3alaHUsA

TpeboBaHMsI K COCTaBICHHIO U 0(OPMIICHHUIO
JTJOKYMEHTOB.

Brimonaenue MPAKTUYCCKOIr'o 3alaHusA

Opranu3zanus JOKyMEHT0000poTa: IPUEM,
00paboTKa, perucTpanus, KOHTPOJb, XpaHEHHE
JIOKYMEHTOB, HOMEHKJIaTypa Jel.

TectupoBanue.
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