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1. MACIIOPT TPOT'PAMMBI YUEBHOM JIUCHUATLIMHBI

OIl. 04 JokymMeHTALIMOHHOE 00ecleyeHne YIpaBJIeHs
1.1. O6s1acTh NPUMEHEHUS] IPOTPAMMbI

Pabouas nmporpamma yueOHOW AMCUMILIMHBI SIBISIETCS YaCThIO MPOTPAMMBbI

NOJATOTOBKM CHEUUAIMCTOB CpPEJHEro 3BeHa mno creuuansbHocTH 38.02.04
Kommeprust (1o otpacisim).
1.2 TpeGoBanusi Kk pe3yjbTaTaM 0CBOEHHUS IMCHUIIMHBI:
B pe3ynpTaTe ocBOeHHS y4eOHOM TUCIUIUINHBI CTYICHT JOKEH YMETh:

—  0(QOpMIIATH U NMPOBEPATH MPABUIBLHOCTh O(POPMIICHUS TOKYMEHTALIUU B CO-
OTBETCTBUU C YCTAHOBJICHHBIMH TPEOOBAaHUSIMHU, B TOM YHCJE HCIOJB3YS
WH(GOPMAIMOHHBIE TEXHOJIOTUH;

— TIPOBOAMTH aBTOMATU3UPOBAHHYIO 00pabOTKY JOKYMEHTOB;

— OCYIIECTBJISATh XPAHEHHUE U MOUCK IOKYMEHTOB;

— UCIOJB30BaTh TEJICKOMMYHUKAIIMOHHBIE TEXHOJOTHH B JJCKTPOHHOM JO-
KyYMEHTO0000POTE;

B pe3ynbrare ocBoeHUS yUeOHOM TUCIUIUIMHBI O0yJarONTUNCS T0JI2KeH 3HATD.

— OCHOBHBIE TIOHATHS: L€, 33Ja41 W MPUHIIUIIBI JOKYMEHTAIMOHHOTO 00ec-
NICYCHUS yIIPABICHHUS;

— CHCTEeMbl JOKYMEHTAIlMOHHOTO 00eCIeUYeHUs YIpPAaBJICHUS, UX aBTOMaTH3a-

[AXO,

KJIacCU(UKAIIUIO JOKYMEHTOB;
— TpeOOBaHMS K COCTABJICHHUIO U O(POPMIICHUIO TOKYMEHTOB;
— OpraHu3aI|io JOKYMEHTO0OOpoTa: mpueM, 00paboTKy, perucTpaIuo, KOH-
TPOJIb, XpaHEHUE JOKYMEHTOB, HOMEHKJIATYPY JIET;
B pesynbrare ocBoeHus yueOHON NUCHMILIMHBI OOy4YaroMIMiics TOKEeH 00J1a1aTh
o0muMHu 1 NPO(HEeCCHOHAIBPHBIMU KOMIICTCHITUSMHU, BKIIOUYAIOIMIMMHU B CEOS CIO-
COOHOCTB:
OK 1. IToruMarh CyIIHOCTh U COIMAJIBLHYIO 3HAYUMOCTh CBOCH Oyayiei npodec-

CUU, IPOSIBIIATH K HEM YCTOMYMBBIN UHTEPEC.



OK 2. Opranu3oBbIBaTh COOCTBEHHYIO €ATEIbHOCTh, BHIOMPATh TUIIOBBIE METOIBI
U CIOCOOBI BBIOJHEHHs MPO(EeCcCCHOHANBHBIX 3aja4, OLIEHHWBATh HX 3PPEKTUB-
HOCTb M KQ4eCTBO.

OK 3. IlpuHMMaTh pelieHrs B CTaHIAPTHBIX U HECTAHAAPTHBIX CUTYAITUIX U HECTH
32 HUX OTBETCTBEHHOCTb.

OK 4. OcymiecTBisTh MOMCK W UCTOJB30BaHUE MH(DOpPMAIMU, HEOOXOIUMOM st
3¢ (HEKTUBHOTO BBHITIOTHEHUS TPO(ECCHOHATBHBIX 337ad, MPOPECCHOHAIBHOTO U
JUYHOCTHOTO PA3BUTHUS.

OK 6. PaboTaTp B KOJJIEKTHBE U B KOMaHJE, 3P(HEKTUBHO 00IIATHCA C KOJJIEraMH,
PYKOBOACTBOM, IOTPEOUTEISIMHU.

OK 12. CoGmronath AeiicTBYIOIEE 3aKOHOAATENBCTBO U 00s13aTeIbHBIE TPEOOBAHUS
HOPMAaTHUBHBIX JJOKYMEHTOB, a TaKKe TPeOOBAaHUS CTaHIAPTOB, TEXHUYECKUX YCIIO-
BUI

[1IK 2.2. OdpopmisaTh, mpoBepsiTh NPABWIHBHOCTh COCTaBJICHUS, 00OECIeYMBaTh Xpa-
HEHHE OPTaHM3AIMOHHO-PACTIOPSIUTEIBHBIX, TOBAPOCOPOBOIUTEIBHBIX U WHBIX

H€O6XOIIHMI>IX JOKYMCHTOB C HCIIOJIb30OBAHHCM daBTOMATU3UPOBAHHBIX CHUCTCM.

1.3. KoinuecTBO YacoOB HA OCBOEHHE MPOrPaMMbl Y4eOHOH AUCHUTIIMHBI:
MaKCHUMaJIbHOW y4eOHOM Harpy3ku - 57 4acoB, B TOM YHUCIIE:
00s13aTeNHPHON ayAUTOPHON YUeOHOW HArpy3KH - 38 4acoB;

CaMOCTOSATENbHOM paboThI - 19 yacos.



2. CTPYKTYPA U COJAEPKAHUE YUEBHOM JJUCHUTLJIAHBI

2.1. O0bem y4yeOHOM QTMCHMILIMHBI M BHABI Y4e0OHO padoThI

Bup yueOHo# padoThI Oo6bem
4acoB
MaxkcuMasbHasi yyeOHasi HArpy3Ka (Bcero) S7
Oo0s3aTeIbHAA ayAUTOPHAA y4eOHAs HArpy3Ka (Bcero) 38
B TOM YHCJIE:
MPAKTUYECKUE 3aHITHUS 14
CamocrosiTenbHasi padoTa cTryaeHTa (Bcero) 19

Hrorosas aTTeccranusi B (bopMe OK3aMCHa




2.2. TemaTuueckui NJjiaH u coaepkaHue yqeﬁﬂoﬁ AUCHUITIIMHBI I[OKyMeHTa]_[I/IOHHOG odecreueHue yYHupaBJiCcHUSA

HanmenoBanme Ob6beMm | YpoBeHb
Conep:xanue yueOHOIro MaTepuasa, NpaKTHYeCKHe 3aHATHS, CAMOCTOATEIbHAsA paboTa
pa3aesioB U TeM 4acoB ocBOeHHUS
1 2 3 4

Paznea 1. e, 321244 ¥ NPUHIUIIBI JOKYMEHTAIMOHHOT0 00ecriedYeHUs yIpaBJIeHUs. 8
Tema 1.1. Conep:kaHue y4eOHOro MaTepuaJia: 2
JIOKyMEHTBI U CIOCOObI JIOKyMEHTHUPOBaHHE: OCHOBHBIE CIIOCOOBI, MaTepUAIbHBIE HOCUTENN HH(OpMAIIH, KIaccu(huKaIus 1,2
JIOKYMEHTUPOBaHUS JIOKYMEHTOB 10 ITPU3HAKaM.

Buapl 10KyMEHTOB.
BnusiHne HayyHO-TEXHUUYECKOIO MPOrpecca Ha IOKYMEHT U JOKYMEHTHPOBaHUE.

Tema 1.2. Cojaeprkanue y4eOHOro MaTepuaJa: 2
VHubukanysa u ctanaap- | YHudUKanus U CTaHAapTH3anUs T0KyMEHTAIUH.
TH3anusi JOKYMCHTOB. Cucrembl JOKyMEHTAIUH, IPU3HAKH. MeKOTpacieBble CUCTEMBI IOKYMEHTAIIUH. 12

Cucremsbl AOKYMCHTalluU Cocras yHI/I(I)I/ILII/IpOBaHHBIX CHUCTEM JOKYMCHTAllMU: OPTaHU3alIUOHHO-PACTIOPAANUTCIIbHAA, OTUYCT-
HO-CTAaTUCTHUYCCKad, ICPBUYIHAA, YICTHAs.
FOCy,I[apCTBeHHHe CTaHAapThI HA YHH(bHHHpOBaHHLIC CHUCTCMbI NOKYMCHTAIUH.

Tema 1.3. Coaepxkanue y4eOHOr0 MaTepuaJa: 2 1,2
PexBu3uThI M OaHKK 10- | PexkBU3MUT: GopMyIsip TOKyMeHTa, Tabenb (HOpM JTOKYMEHTOB, IOHITHE, XapaKTEPUCTHKA.
KYMEHTOB IIpaBuna odopmieHus: peKBU3UTOB OJaHKA U MX PACIONIOKEHUS Ha CTaHJapTHOM ¢dopmare Oymaru.

[IpoekTupoBaHue 0JIaHKOB JOKYMEHTOB OpPraHU3alINH.
CocraB, odopMIeHHE, U3TOTOBJICHHE, XpaHEeHUE OJaHKOB OpraHU3allUU.
CocraB, odopmileHHE PEKBU3UTOB O1aHKa

IIpakTnuyeckas padora Ne 1-2: 2 2,3
CocraBnenue u opopMIIEHHE CITYKEOHBIX TTHCEM
Opranuzanus paboThl ¢ TOKYMEHTaMHU B YUPEXKJICHUH




CamocTrosiTesibHasi padora:

[ToxroroBka pedepara Mo UCTOPUU PA3BUTHUS JOKYMEHTAIIMOHHOTO 00ECIICUEeHUS YIIPABICHHUS.
Nzyuenune pexBu3utoB 1o ['OCT P 6.30-2003 YHudumrpoBaHHbIE CUCTEMBI TIOKYMEHTAIIUN. Y HU(DU-
[IUPOBAHHBIE CUCTEMbI OPraHU3aLMOHHO-PACTIOPATUTEIBHOM ToKyMeHTanuu. TpedoBanus Kk odopmiie-
HUIO TJOKYMEHTOB.

[IpoexTrpoBanue odIIero OJaHKa.

[ToaroroBka pedepara no ucropuu pazsurus JOY

Pazgean 2. Cucrema TOKYMEHTAMOHHOIO o0ecnevyeHusi yIpaBJIeHHsl, X ABTOMATH3 AU

Tema 2.1.
TenexkoMMyHHKAIIMOHHBIC
TEXHOJIOTHH B 3JICKTPOH-
HOM JIOKYMEHT0000pOTE

Coaep:xaHue y4eOHOIro MaTepuaJa:

KomnbroTepuszanms JOKyMEHTAIMOHHOTO 00ECTICYeHHS yIIPaBICHHUs Ha PEANPHUATHN, 3HAUCHHE, Tep-
CIIEKTUBA Pa3BUTHSL.

Vcnonp30BaHne MepCOHATBHBIX KOMIIBIOTEPOB B OPraHN3alui paboThl C JOKYMEHTaMH.

CocTaBHbIE YaCTH KOMIBIOTEPHOTO JEJIONPOU3BOICTBA: aBTOMAaTHU3UPOBAHHBIIN cOop, 00padoTka, Xxpa-
HEHUE JOKYMEHTAIMH, IPEJICTaBIIEHUE Pa3HOOOpa3HOM HH(POPMALIUH.

DneKTpoHHas moyTa. THUIBI CUCTEM SJIEKTPOHHOM MOYTHI.

XpaHeHne JOKYMEHTOB B JIEKTPOHHOM IIOYTE.

WHdpopmannoHHO-cIIpaBoOYHask paboTa B YCIOBHUSIX NPUMEHEHUSI KOMITBIOTEPHBIX TEXHOJIOTHUH.

IIpakTuyeckas padora Ne 3-6:
Pabora ¢ anekTpoHHO# nouToit, web — Texnonorusimu u CIIC Koncynprant Iltoc.

2,3

CamocrosiTesibHas padoTa:

Peructparus mouToBOrO SIIMKA Ha CaliTe

@opMHpOBaHNE U OTIPABKA NIEKTPOHHOIO ITHCHMA

[Touck noxkymenToB 1o kioueBbiM cioBam B CI1C KoncynwsranT Ilntoc

Paznen 3. Kuaccnduxkanu

1 TOKYMCEHTOB.

14

Tema 3.1.
OpraHu3anoHHO-
pacnopsuTenbHas JOKy-
MEHTAaIUsA

Coaep:xaHue y4eOHOIro MaTepuaJia:

Opranu3anvoHHbIE TOKYMEHTBI: MX Ha3HAYECHHE, XapaKTEPUCTHKA U COCTaB.

TpeboBanus k 0hOPMIIEHUIO, TOPSIAOK YTBEPKIACHHUS.

PacniopsimuTenbHbIe TOKYMEHTHI: UX HA3HAUYEHUE U COCTaB, TpeOOBaHUS K O(DOPMIICHHIO.
CrnpaBouHo-UH(DOPMAIIMOHHBIE JOKYMEHTBI: CIY>KEOHbIE MIChMa, CIIPABKH, TIOKJIAIHbIEC 3aICKH, 3asIB-
JICHHSI, UX XapaKTEPUCTHUKA U COCTAB.

Tunel JOKYMEHTOB: MOATUHHUK, KOTIHS, TyOIMKaT, BRIMUCKA, X Ha3HAYCHHE, TpeOoBaHMs K oopmiie-
HUIO.

1,2




IIpakTuyeckasi padora Ne 7- 10:

CocraBienue 1 0popMIICHHE OPTraHU3aLMOHHO-PACTIOPAIUTEIBHON 1 MHPOPMAITMOHHO- CIIPAaBOYHOM
JOKYMEHTAIUH.

2,3

Tema 3.2.

JloxymeHTHI 1o Tipodec-
CHOHAJILHOM NIeATSIIHHO-
CTH

Conep:kaHue y4eOHOI0 MaTepuaJia:

JloroBopHO-TIpaBoBasi JOKYMEHTAaLUA.

JIOKYMEHTBI 110 BHEITHEAKOHOMUYECKOU e TEIIbHOCTH.
Odepra (npemioxkeHne) - OTBET Ha 0depTy (aKIemnT).
[TuceMa o mepeBo3Ke, T0CTaBKE M CTPaXOBaHUE TPY30B.
HpeTGH?;I/IOHHO-I/ICKOBa?I JOKYMCHTAaI M.

1,2

IIpakTnueckas padora Ne 11-14:

CocraBienue u opopmiieHHe HHPOPMALIMOHHO — CIIPAaBOYHOMN JTOKYMEHTAllUU
Cocrasnenue u opopmiieHHE T0TOBOPOB

CocraBienue 1 opopmiIeHHE IPETEH3UOHHO — UCKOBOW PabOTHI

CamocrosiTesibHas padoTa:
Odopmrenue cripaBoOYHO-UH(DOPMALIMOHHBIX TOKYMEHTOB, IPOTOKOJIA pa3HOTIACH, 0depThl, OTBETA
Ha oepTy, TUCEM O TIEPEBO3KE, IOCTABKE M CTPAXOBAHUU I'PY30B

2,3

Pa3nen 4. Opranusanusi padoThl ¢ JOKYMEHTAMH.

10

Tema 4.1.
Opranuzanus J0KyMeH-
Too0OpOTa

Conep:xaHue y4eOHOro MaTepuaJsia

Cayx0a JIOY B opranu3anusx: HazHaueHHe, 3a7a4M, (PYHKIIMH, TUIIOBBIE CTPYKTYpPBI, JOJKHOCTHON
COCTaB.

Pernamenranus padotsl ¢ JIOVY.

JIOKyMEHTO00OPOT: MOHSTHE, OOIIHE MPUHIIUIIB OPTaHU3aAIMH JOKYMEHTO000pOTA.

HopmatuBHBIE JTOKYMEHTHI, periaMeHTUPYIOIINE OPTaHU3aIHI0 JOKYyMEHTO000pOTa.

1,2

Tema 4.2.

Opranu3zanus perucTpa-
LUU JOKYMEHTOB U KOH-
TPOJIb UCIIOTHEHUS JOKY-
MEHTOB

Coaep:xanue y4eOHOro MaTepuaJia:

Peructpanus 10KyMEHTOB: TTOHATHE, LIEJIH, 33]1a41, MECTO PETUCTPALIUH.

Cucremsl 1 (HOPMBI pErHCTPAINH, UX TOCTOMHCTBA M HEJOCTATKH.

Perucrparmmonnsie popmbl, 0COOCHHOCTH PETUCTPAIIAN BXOISIINX, UCXOIAIINX U BHYTPEHHUX JIOKY-
MEHTOB.

CocraB BBITIOTHAEMBIX Pa0OT MPHU OTIPABKE JOKYMEHTOB.

KonTposb ucnonHeHus: JOKyMEHTOB.

JIOKHOCTHBIE JIMIIA, OCYIIECTBISIONINE PErUCTPAIMIO M KOHTPOJIb HCIONHEHHUs, X (QYHKIUH, TpaBa.

1,2

Tema 4.3.

Conep:xanue yueOHOro MaTepuaJa:




Opranu3zanust ornepaTuB-
HOI'0 XpaHEHUA TOKyMEH-
TOB

HomeHnknarypa e, moHATHE, 3HAYCHUE, BUIIBI, MOPSAIOK COCTABICHUS, 0(hOPMIICHUSI.

[Mopsimox hopMUpOBaHHUS JIEIT.

Opranuzanus XpaHEHHs UCIOJHEHHBIX JIOKYMEHTOB.

OcHoBHbIE TPeOOBaHUS HOPMATHUBHBIX JOKYMEHTOB, PETIIAMEHTUPYIONIUX JTaHHBIA Tal JTOKYMEHTO-
obopora.

OTBETCTBEHHOCTh 32 COXPAHHOCTH IOKYMEHTOB.

1,2

Tema 4.4.

[Topsanok nepenaun 10Ky-
MEHTOB B apXMB U Ha
YHUUYTOKEHUE

Conep:kaHue y4eOHOro MaTepuaJia:

OcHOBHBIE 3Tallbl IEPEAAYN JOKYMEHTOB B apXUB UJIM HA YHUUTOKEHUE.

OKcnepTu3a HEHHOCTEN TOKYMEHTOB.

DKcIepTHBIE KOMHCCUH, X (DYHKIIMU U TIPaBa.

TpeboBanust kK 0OPMIICHHIO J1e]I HOCTOSIHHOTO U BPEMEHHOI'O CPOKOB XPAaHEHMS U 110 JITYHOMY COCTa-
BY.

ApXHUB: IOHATHE, HA3HAYEHUE, BUJIBI.

1,2

CamocrosiTesibHasA padoTa:

CoctaButh cxemy cinyx60s1 JIOY B opranuzanuu

CoctaBuTh m1aH padbOTHI 10 OTIPABKE IOKYMEHTOB

CocTaBUTh CIHUCOK HOPMATHUBHBIX aKTOB PETYIUPYIOIMIUX MOPSAOK (GOPMHUPOBAHHUS JIET
COCTaBI/ITB CXCMy OpFaHI/ISaHI/II/I Ol'IepaTI/IBHOFO XpaHeHI/IH )IOKYMGHTOB

CocTaBUTh CXeMy: HKCIIEPTHBIE KOMUCCHH, UX (DYHKIIMU U MpaBa

IK3aMeH

Bcero yacoB ayIUTOpHON Harpy3ku

38

Yacel caMOCTOSATENIbHOM paboTHI

19

HUroro

54

JUiss  XapakTEepUCTHKH YPOBHS OCBOEHHMS Yy4eOHOro Marepuana HCHOJIb3YIOTCA Clelylomue 0003HaueHus:
1. o3HakoMuTeNbHBIN (Y3HaBaHNE paHEE U3YUYEHHBIX 00BEKTOB, CBONCTB);

2. penpONyKTUBHBIM (BBIMOJIHEHHE JIEATENBHOCTH 1O 00pasily, HWHCTPYKUHMU WIH TOJA PYKOBOJCTBOM)
3. IPOYKTHBHBIH (TUTAHUPOBAHHUE U CAMOCTOSITEITHHOE BBITIOJTHEHHUE IS TEIFHOCTH, PEIICHHE MTPOOJIEMHBIX 33]1a4)

10




3. YCJIOBHS PEAJIM3AIIMY YYEFHOM JJUCITUIIIMHBI
3.1. TpeOoBaHusi K MUHUMAJILHOMY MaTe€PHAJIbHO-TEXHUYECKOMY oOlecreve-

HUIO
O6opynoBanue yueOHOro kaduHera:
— Pabouee mecTo npenogaBaTes.
—  MecTa 0 KOJUYECTBY 00YUaIOIINXCS CTY/ICHTOB.
— Jlocka.

TexHuveckue cpeacTBa 00y4eHust:

—  KOMITBIOTED,

3.2. MupopmanuoHHoe odecredeHne 00y4eHust

OcHOBHBIE HCTOYHUKH:

1. BacakoB M.U. [lokymMeHTanmonHoe obecrnieueHue ynpasieHus (JlemonpounsBo-
CTBO): yueOHUK (cpemHero npodeccuoHaibHOro odpazoBanus) — PoctoB H//I:
®denukc, 2015.

2. KupcanoBa M.B., AkcenoBa IO.M. Kypc nenonpousBoxacra. JJokymeHTau-
OHHOE obOecrieueHue ynpasienus - M., 2015.

3. ITmenko A.B. JlokymeHTaunoHHoe obecnieueHue ynpasienus - M. UL «Axa-
nemus», 2015.

4. Pymbinuna JILA. Jlenonpou3BoacTBO: YUEOHUK Ji CTYJIEHTOB, YUPEXKICHUN
cpeaHero npodeccuoHaIbHOTO 00pa3oBaHMs, OOYYArOUIUXCS MO FOpUIUAYe-
ckuM crierranbHocTsIM — MU «Akanemusi», 2013.

5. bacakoB M.U. JlokyMeHTallMOHHOE OOEeCrieYeHre ynpaBieHus (C OCHOBaMH ap-

xuBoBeaeHus) (mis CIIO u HITO).- M.:KHOPVYC, 2016.

JIONMOJIHUTEIbHbIE HCTOYHUKH:

1. Aagpee B.M. [lenonpousBoactBo - M. OOO «YmnpaBieHue nepcoHaioMm»,
2015.

2. Aiiman T.O. Jlemompou3sBojctBo: O0pasiel qokymenToB. — M, M3a. TTIPUOP,
2015.

11



3. bacakoB M.U. 3ambmkoBa O.U. JlemonpousBoactBo. YuebHoe mocodue. Poc-
ToB-Ha-/{ony, ®enukc, 2015.

4. Jlemun HO.M. Jlemompowu3sBojctBo. [loaroroBka ciayXeOHBIX TOKYMEHTOB -
CIIO6 ITutep, 2016.

5. Mutpodanoa B. Odopmiienue kaapoBsix gokymeHToB. — CII06.: [Tutep, 2014.
6. UykoBenko A.YO., SInkoBas B.®. IlpaBuia odopmienus nokymeHToB. Kom-
mentapuit ['OCT P 6.30 — 2003 - M: «TK Ben6u», u3ga. «IIpocnext», 2014.

7. Poroxkxun M.1O. CripaBoYHHK O JEIOMPOU3BOJICTBY: cripaBOYHUK. — M.: FOc-
tuurHdopm, 2011.

NuTepHeT-pecypcesbl:

www.consultant.ru CrpaBounast npaBoBast cuctema «Koncynbtant ITmocy.

www.delpo.narod.ru [{emonpou3BocTRBoO.

www.kadrovik-praktik.ru Caiit mo kaapoBOMy J€IOMPOHU3BOICTBY.

12


http://www.consultant.ru/
�������%20���������%20���%202014%2038%2002%2006%20�������.doc
www.kadrovik-praktik.ru

4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHMS YUEBHOM
JUCHUILIAHBI

KoHnTponb u olieHKa pe3yabTaTOB OCBOSHUS Y4e€OHOW AMCIMILIMHBI OCYIECTBIIS-

CTCA IPCIIOAABATCIIEM B IIPOLCCCC ITPOBCACHUA ITPAKTUICCKUX pa60T, TCCTUPOBA-

HH:A, 4 TAKKC BBIIIOJIHCHHUA CTYACHTAMH MHAWBHUAYAJIbHBIX 3aI[aHHI>’I.

Pe3yabTarnl 00yyeHus
(ocBOeHHBbIE YMEHMHSI, YCBOEHHbIE
3HAHNA)

@®opMbI U OLIEHKA Pe3yJIbTATOB 00yUeHUs

YMmeTh:

0(OPMIIATH TOKYMEHTAIIUIO B COOTBETCTBHUH C
HOpPMAaTUBHOM 0a30ii, B T.4. UCIIOJIB3YSl WH-
(bopMaLMOHHbIE TEXHOJIOTUH.

HpaKTI/I‘leCKaﬂ pa60Ta, OLICHKA BBIITOJIHCHM .

OcBauBaTh TEXHOJIOTHHA aBTOMATH3UPOBAHHOM
00pabOTKH JTOKYMEHTAIIUU.

[IpakTuueckas pabota, co3laHuE 111a0JIOHOB
JOKYMEHTOB, BBIBOJI Ha IIEYATh.

Hcnonp30BaTe YHUGHUIMPOBAHHBIE OPMBI J10-
KYMEHTOB.

[IpakTuueckast paboTa, OLEHKA BBIIIOJHEHUS.

OcyiecTBISITh XpaHEHUE U TTOUCK JTOKYMEH-
TOB.

@opMHpOBaHUE JEI U1 XPAHEHHUs, 3a4€T 110
UTOT'aM.

Hcnonp30BaTh TEIIEKOMMYHHUKAIIIOHHBIE TEX-
HOJIOTHH B 3JIEKTPOHHOM JIOKYMEHTOO0OPOTE.

OLICHKAa ,Z[OKYMeHTOO60p0Ta, 3a4€T I10 UTOoram.

3HaTh:

HOH}ITI/IG, [eJIv, 3aa49u U IMMPUHIUIIBI ACII0-
IMPONU3BOJACTBA.

TectupoBanue.

OcHOBHBIE IOHATHS JOKYMEHTAIIHOHHOTO
o0ecreyeHus yrpaBJIeHUs

TecToBBIN KOHTPOJIB.

CucTtemMbl TOKYMEHTAIIMOHHOTO 00eCTIeueHus
yYIpaBJICHHUS.

[IpakTuueckas paboTa, OLEHKA BBIIIOJTHEHHUS.

Knaccudukanus 10KyMeHTOB.

HpaKTI/I‘leCKaH pa60Ta, OIICHKA BBITIOJTHCHHA.

TpeboBaHMsI K COCTaBICHHIO U 0(OPMIICHHUIO
JTJOKYMEHTOB.

OreHKa MPaKTUYECKOTO 3aHSTHS.

Opranu3zanus JoOKyMeHT0o00opoTa: mpuem, 00-
paboTka, perucrpanus, KOHTPOJIb, XpaHEHHE
JIOKYMEHTOB, HOMEHKJIATypa JIeJl.

Opranu3zanys KOHTPOJISL, UCIIOJTHEHUS TI0KY-
MEHTOB.
TectupoBanue.
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