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1. MACIIOPT IPOT'PAMMBI YYEBHON JUCIIUTJIUHBI

JlokyMeHTanMOHHOe o0ecneyeHne ynpaBJIeHUs

1.1. Ob61acTh IpUMeEHEHHUs POrPaAMMbI

PabGouas mporpamma y4eOHOW AUCHUIUIAHBI SBISETCS YACThIO MPOrpaMMBI

MIOATOTOBKHU CHELUAJIMCTOB cpeaHero 3BeHa no crnennanbHoctu 40.02.01 IIpaBo
OpraHu3alyy COIMAIbHOIO 00eCTIeUeHHUs .
1.2 TpeGoBanus K pe3yiabTaTaM OCBOCHUS AUCHUIIHHBI:
B pe3ynbTare ocBoeHus1 yueOHON AUCIUIUIMHBI O0YYarOIIUIiCs K0J2KeH YMeTh!
— 0(OpMIISITH OPraHU3aLMOHHO-PACTIOPSAUTENIbHBIE JOKYMEHTHI B COOTBETCT-

BuM ¢ aerctpyromnum 'OCTowm;

— OCYIIECTBIATh 00pabOTKY BXOJSIINX, BHYTPEHHUX U UCXOSIINX JOKYMEH-

TOB, KOHTPOJIb 33 UX UCIIOJIHEHUEM,;

— 0popMIISATH JOKYMEHTHI ISl Iepelayd B apXUB OpraHu3alliy;

B pesynbTarte ocBoeHus: yueOHON AUCIMIUIUHBI O0YyYaIOIIMICS T0JDKEH 3HATD:

— TIOHSTHE IOKYMEHTA, €ro CBOMCTBA, CIOCOOBI TOKYMEHTHUPOBAHMS;

— TpaBWJIa COCTaBICHUS U O(POPMIICHUSI OPTraHU3AIMOHHO-PACTIOPSANTEIBHBIX
nokyMeHTOB (nanee - OP/[]);

— CHCTEMY U THUIIOBYIO TEXHOJIOTHIO JOKYMEHTAIIMOHHOTO 00eCTIeueHus
ynpasienus (ganee - JJOVY);

— OCOOEHHOCTH  JEJONPOM3BOACTBA MO  OOpamieHusIM  TpaxaaH U

KOH(UICHITNATHLHOTO JIEIONPOU3BO/ICTBA;

B pesynbpTaTe ocBOCHMS yueOHOW AMCIMIUIUHBI 00YYAIONUNCA JTOJDKEH 00-
JaaaTh oOMUMHU B TPO(ECCHOHATFHBIMUA KOMIIETCHITUSAMH, BKIIOYAIONIUMU B ce0s
CHOCOOHOCTb:

OK 1. IloHnmaTh CYUIHOCTh M COLMAJIbHYI0 3HAYMMOCTh CBOEU Oymyiei
npodeccuu, MposIBIATh K HE YCTOMUYUBBIA UHTEPEC.

OK 2. Opranun3oBbiBaTh COOCTBEHHYIO JIE€SITEILHOCTh, BHIOMPATh TUIIOBBIE MeE-
TOABL U CIIOCOOBI BBIMIOTHEHUS NPOQPECCUOHANBHBIX 3aJlay, OLEHUBATh UX D Pek-

THUBHOCTBb M Ka4C€CTBO.

n



OK 3. IIpuHrMaTh peleHuss B CTAHAAPTHBIX U HECTAHAAPTHBIX CUTYaLUsIX U
HECTH 32 HUX OTBETCTBEHHOCTb.

OK 4. OcymiecTBisTh HOUCK U UCIOIb30BAHME MH(POPMALIUH, HEOOXOIUMOM
st 3¢ (PEKTUBHOTO BBIMOIHEHUS MPO(ECCUOHATIBHBIX 3a]1a4, TPO(PECCHOHATBEHOTO
Y JIMYHOCTHOTO Pa3BUTHSL.

OK 5. UcnonwzoBaTh MHGOPMAIIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTUU B
npodeccuoHaIbHOM 1eITeNbHOCTH.

OK 8. CaMoCTOATENBHO OMPENENATh 3a/1a4i MPOPECcCUOHAIBHOIO U JIUYHOCT-
HOTO Pa3BUTHUSA, 3aHUMATLCA CaMOOOpPa30BaHUEM, OCO3HAHHO IUIAHMPOBATH IMOBbI-
HIeHHE KBaTU(PUKALINH.

OK 9. OpueHTrpoBaThCs B YCIOBHUSX MOCTOSIHHOIO U3MEHEHHMSI ITPaBOBOM Oa-
3bl.

[IK 1.1. OcymiecTBasTh Npo@ecCHOHATBHOE TOJIKOBAaHME HOPMATHUBHBIX Mpa-
BOBBIX aKTOB IS peaM3alliy MpaB rPakaaH B cepe MeHCUOHHOTO o0ecnedyeHus
U COIIMATIbHOM 3aIUTHI.

[1K 1.2. OcymiecTBasATh MPUEM Tpak/iaH MO BOIPOCAM MEHCHUOHHOTO olecIie-
YEHUS1 U COUUAIIBHON 3aIIUTHI.

IIK 1.3. PaccmarpuBaTh MakeT JOKYMEHTOB JJisl Ha3HAYEHUs MEHCHM, MOCO-
Ouii, KOMIIEHCAIIU/, IPYTrUX BBHIMJIAT, & TAKKE MEp COIMAIbHON MOAJCPKKH OT-
JEJBHBIM KaTErOpUsM IpaXk/iaH, HYKIAIOIIHUMCS B COLIMAIIBHOM 3alUTe.

IIK 1.4. OcyuiecTBisATh YCTaHOBJICHUE (Ha3HAYEHHE, MEpepacyeT, MepeBo),
MHJEKCAllMI0 U KOPPEKTUPOBKY NEHCUW, HAa3HAUYEHHE MMOCOOMM, KOMIEHCAlUi U
APYTUX COLMAIBHBIX BBIIJIAT, UCHOIB3Ys HWH(OPMALMOHHO-KOMIIBIOTEPHBIE TEX-
HOJIOTHH.

[IK 1.6. KoHCynbTHPOBaTh IpakAaH U NPEACTABUTENEH IOPUINYECKUAX JINLL TIO
BOIIPOCaM ITEHCHOHHOT0 00€CIIeUEHUs U COLUAIBHON 3aIUTHI.

1.3. KosinuecTBO 4acoB Ha OCBOEHHE MPOrPaMMbl YUeOHOI TMCIHHIINHBI:
MaKCHUMaJIbHOW y4eOHO# Harpy3ku - 72 4acoB, B TOM YHUCIIE:
00s13aTENPHON ayIUTOPHON Yy4eOHOM HArpy3ku - 48 4acos;

CaMOCTOSATEIHLHOM paboTHI - 249acoB.



2. CTPYKTYPA U COJAEP)KAHUE YUEBHON JUCIUILJINHBI

2.1. O0bem yueOHOM JMCHUIIMHBI M BUBI Y4e0HOH padoThl

Bua yyeOHOM padoThI Oo0bem
4acoB
MakcumaJibHasi yuyeOHasi HArpy3Ka (Bcero) 72
Oo6s13aTes1bHAA AYAUTOPHAA yyeOHAsi HATPY3Ka (BCero) 48
B TOM YHCJIC:
MPAKTUYECKUE 3aHATHS 24
CamocTosiTesibHasi padoTa cTyeHTa (Bcero) 24

Wrorosas arrecranus B hopMe dK3aMeH




2.2. TeMaTH4YeCKUH IVIAH U COAEP:KaHUE Y4eOHOMH JMCUUIIMHBI
JlokyMeHTaunOHHOE o0ecneyeHue yIpaBJIeHUs

HaunmenoBanme Ob6beMm | YpoBeHb
Coaepikanue yueOHOro MaTepuasia, NpaKTHYeCKUe 3aHATHS, CAMOCTOSITeIbHAsA padoTa
pa3iesioB U TeM 4acoB | OCBOEHMS
1 2 3 4
Paznea 1. lesan, 3a1a4u 1 NPUHIUIBI JOKYMEHTALIMOHHOI0 00ecrie4eHus1 YpaBJIeH Usl. 8
Tema 1.1. Cojaep:kaHue yueOHOro MaTepuaJa: 2
JIOKyMEHTBI U CLIOCOOBI JIoKyMEHTHpOBaHKE: OCHOBHBIE CIIOCOOBI, MaTepUalIbHbIE HOCUTENN HH(POPMAIUK, KI1acCuUKaLus 12
JOKYMEHTUPOBAHHUS JOKYMEHTOB TI0 TIPU3HAKAM.
Buabl 1OKyMEHTOB.
Bnusinue Hay4HO-TEXHUYECKOTO Mporpecca Ha JOKYMEHT U JOKyMEHTHPOBaHHUE.
Tema 1.2. Coaepxanue y4eOHOIo MaTepuaJa; 2
Vunoukauus u crangap- | YHuduUKaus 1 cCTaHIapTH3AUs JOKYMEHTAIUH.
TH3al0usa JOKYMCHTOB. CucrteMbl TOKYMEHTAIUH, TPU3HAKK. MeXOTpaciieBbIe CUCTEMBI IOKYMEHTAIUH. 1,2
Cucremsl nokymenTanuu | CocraB YHU(QHIMPOBAHHBIX CUCTEM JOKYMEHTAIIMH: OPTaHU3aIMOHHO-PACTIOPAIUTEIbHAS,  OTYET-
HO-CTaTUCTUYECKas, IEPBUYHAsS, YUETHAS.
lNocynapcTBeHHbIE CTaHIAPTHI HA YHU(DUIIMPOBAHHBIE CHUCTEMBI JOKYMEHTAIIHH.
Tema 1.3. CoaepxaHue y4eOHOro MaTepuaJa. 2 1,2
PexBusuTsl 1 Onanku 10- | PekBu3uT: popMysisp TOKyMeHTa, Tabeab GopM JOKYMEHTOB, MOHITHE, XapaKTePUCTHKA.
KYMEHTOB [IpaBuna odopmiieHus: peKBU3UTOB OJaHKA U UX PACIOJIOKEHUS Ha CTaHIapTHOM dopmaTe Oymaru.
[IpoexTrpoBaHue OJAHKOB JOKYMEHTOB OpraHHU3allHH.
Cocras, oopmiieHrE, U3rOTOBICHHUE, XpaHEHUE OJJaHKOB OPraHU3alIHH.
Cocras, ohopmiieHHE PEKBU3UTOB OJIaHKa
IpakTHyeckasi padora Ne 1-2: 2 2,3

CocraBieHue OCI)OpMJICHI/IC CJ'Iy>K€6HBIX I1uceM

OpraHI/ISaHI/IH pa6OTBI C JOKYMCHTaMU B YUPCIKACHUU




CamocrosiTesbHast padora:

[ToxroroBka pedepara o UCTOPUU PA3BUTHUS TOKYMEHTAIIMOHHOTO 00ECIICUEHUS YIIPaBICHUSI.
Nzyuenne pexBuzutos 1o ['OCT P 6.30-2003 YHuduuupoBanHbsie CUCTEMBI JOKyMEHTaUU. Y HUDU-
[UPOBAHHbIE CUCTEMbI OPraHU3aIMOHHO-PACTIOPSIUTEIBHON ToKyMeHTauu. TpedoBanus Kk odopmie-
HUIO JOKYMEHTOB.

[IpoexTupoBaHnue 00111ero OIaHKA.

[MoxroroBka pedepara no ucropuu pazpurus JOY

Paznen 2. Cucrema AOKYMCHTAIIMOHHOI'O o0ecneueHns YIpaBJICHUS, UX aBTOMaTH3allUs

Tema 2.1.
TenekoMMyHUKAIIMOHHBIE
TEXHOJIOTUU B DJIEKTPOH-
HOM JIOKYMEHTO0000pOTE

ConepxxaHue yueOHOro MarepuaJa:

Komnbrotepuszaius JOKYMEHTAllMOHHOTO 00ecTIeyeH sl YIIpaBIeHuUs Ha NPEANpUATHH, 3HAaU€HUE, TNep-
CIIEKTHBA Pa3BUTHSL.

Hcnonb3oBaHne nepcOHAIBHBIX KOMITBIOTEPOB B OpraHU3alu padOThl ¢ JOKYMEHTaMH.

CocraBHBIEC YaCTH KOMIIBIOTEPHOTO JIEIOTPON3BO/ICTBA: aBTOMAaTU3UPOBAHHBINA cOOp, 00paboTKa, Xpa-
HEHHE IOKYMEHTAIMH, TIPEICTABIICHUE PAa3HOOOpa3HOW HH(POPMAIIHH.

DneKTpoHHas Mo4Ta. THIBI CUCTEM 3JIEKTPOHHOU MTOYTHI.

XpaHeHne JOKYMEHTOB B AJIEKTPOHHOM IOYTE.

NudopmanronHo-cripaBoyHasi paboTa B yCIOBHUSIX MPUMEHEHHSI KOMITBIOTEPHBIX TEXHOJIOTHUH.

IIpakTHyeckasi padora Ne 3-6:
Pabota ¢ anektponHoi mouroit, web — rexnomorusimu u CI1IC Koucynsrant ITimroc.

2,3

CamocrosiTesqibHast padora:

Peructparius noyToBOro syKa Ha cainTe

dopmupoBaHUe U OTIIPABKA JIEKTPOHHOTO MHUChMa

[Touck moxymentoB 1o kiatoueBbiM cioBaM B CIIC Koncynwsrant [lntoc

Pasznen 3. Knaccupurkaum

S JOKYMCHTOB.
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Tema 3.1.

Conepxanue yueOHOro MarepuaJa:

OpraHH3 AllMOHHO-
pacniopsasAUTECIIbHAA JOKY-
MCHTal A

OpranuzanvoHHbIE JOKYMEHTHI: MX Ha3HAYCHHE, XapaKTEPUCTUKA U COCTaB.

TpeGoBanus k 0popmIIEHUIO, OPSIAOK YTBEPKACHUS.

PacriopsinuTenbHbIe TOKYMEHTHI: UX Ha3HAUYE€HUE U COCTaB, TPeOOBaHUs K 0(OPMIICHHIO.
CripaBo4HO-MH(YOPMAIIMOHHBIE JOKYMEHTBI: CTyKeOHbIe MMCbMa, CIIPABKH, TOKIIAHbIE 3aMTUCKH, 3a5B-
JIEHUS], UX XapaKTePUCTUKA U COCTaB.

Tunsl JOKYMEHTOB: MOAJMHHUK, KOTIHS, TyOJIMKAT, BEIMUCKA, X Ha3HAUYCHUE, TpeOOBaHUS K odopMmIe-

HUIO.

1,2




IIpakTuyeckas padora Ne 7- 10:

CocraBnenue 1 0(opMIIEHHE OPraHU3alMOHHO-PACTIOPATUTEIHHON 1 MHPOPMALIMOHHO- CIIPABOYHOM
JOKYMEHTAI1H.

2,3

Tema 3.2.

JlokyMeHTBI 110 podec-
CHMOHAJILHOM JIeATEIIHLHO-
CTH

Conepxxanue yueOHOro MarepuaJa:

JIOrOBOPHO-IIpaBOBast JOKYMEHTALUS.

JIOKYMEHTBI 10 BHEITHEAKOHOMHUYECKOW JIEATEIIbHOCTH.
Odepra (npennoxxeHue) - oTBET Ha opepTy (aKkuenT).
[Tucema o mepeBo3Ke, JOCTABKE U CTPAXOBaHUE TPY30B.
[IpeTeH3nOHHO-UCKOBAs TOKYMEHTAIIHS.

1,2

IIpakTnueckas padora Ne 11-14:

CocraBnenue u ohopmiieHre HHPOPMAITMOHHO — CITPABOYHON TIOKYMEHTAITHH
Cocrasienue u opopmIIeHUE T0TOBOPOB

CocraBnienue u 0(opMIICHHE TPETEH3MOHHO — HCKOBOM pabOThHI

CamocrosiTesibHas padora:
Odopmiienue cripaBo4HO-UH(OPMAILIMOHHBIX JOKYMEHTOB, IPOTOKOJIA Pa3HOTIacUi, 0(epThl, OTBETa
Ha o(epTy, NUCEM O NEPEBO3KE, TOCTABKE U CTPAXOBAHUU I'PY30B

2,3

Pasznen 4. Opranusanus padoThbl ¢ JOKYMEHTAMMU.
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Tema 4.1.
Opranu3anus J0KyMeH-
TOoOOOpOTA

Conep:xanue y4yeOHOro MmaTepuaja

Cnyx6a JIOY B opranuzanusx: HazHaueHUE, 3a7a4M, PYHKIIMH, TUTIOBBIC CTPYKTYPHI, TOJDKHOCTHOM
COCTaB.

Pernamenranus padotsi ¢ JIOY.

JlokyMeHTOOOO0pOT: MOHATHE, OOIIHe MPUHIIUIBI OPTaHU3aUHN T0KYMEHTO000pOTa.

HopmatuBHbIE NOKYMEHTBI, peTJIaMEeHTHUPYIOLIUE OPraHU3aIHI0 IOKYMEHTO000pOoTa.

1,2

Tema 4.2.

Opranuzanus peructpa-
IIUU JOKYMEHTOB U KOH-
TPOJIb UCTIOJTHEHUS JOKY-
MEHTOB

Conepxanue yueOHOro MarepuaJa:

PerI/ICTpaHI/IH JOKYMCHTOB: IOHATUEC, LCJIH, 3aa4U, MECTO pECruCTpanmnu.

CucreMsl u (bOprI peructpanun, uX 10CTOMHCTBA U HCIOCTATKU.

PerI/ICTpaHI/IOHHHe (l)OpMBI, 0COOCHHOCTH perucrpann BXOOAIMNUX, HCXOAAINX U BHYTPCHHUX NOKY-
MCHTOB.

CocTaB BBINOJIHSAEMBIX pa60T IIpU OTHPABKEC NOKYMCHTOB.

KOHTpOJ'IL HCIOJIHCHUA JOKYMCHTOB.

I[OJ'DKHOCTHLIC Jinna, OCYmESCTBIAOMINC PCTUCTPALMIO U KOHTPOJIb HCIIOJIHCHUA, UX (I)YHKI_II/II/I, IpaBa.

1,2

Tema 4.3.

Conepxxanue yueOHOro MarepuaJa:




Opranu3zanus onepaTus-
HOTO XpaHEHUS JOKYMEH-
TOB

HOMeHKJIaTypa ACJI, IIOHATUC, 3HAYCHUC, BUAbI, TTOPAAOK COCTABJICHUA, O(i)OpMHeHI/IH.

[Mopsinok hopmupoBaHus Jei.

OpFaHI/I?;aI_[I/ISI XpaHCHHA UCIIOJIHCHHBIX TOKYMCHTOB.

OcHoBHBIE TPeOOBaHMSI HOPMATHBHBIX JJOKYyMEHTOB, PEriaMeHTUPYIONIUX AAHHBIA TaIl JOKYMEHTO-
obopoTa.

OTBETCTBEHHOCTh 32 COXPAHHOCTh JJOKYMEHTOB.

1,2

Tema 4.4.

[Topsanok nepenaun 10Ky-
MEHTOB B ApXUB U Ha
YHUUYTOXEHHE

Conepxxanue yueOHOro MarepuaJa:

OcHOBHBIE ATaIbI IEpeAayu JOKYMEHTOB B apXUB WJIM Ha YHUUTOXKEHUE.

DKcnepTr3a HEHHOCTEN T0KYyMEHTOB.

DKcrepTHbIE KOMUCCUH, UX (PYHKIIMU U IIPaBa.

TpeboBanust k 0(popMIIEHHUIO A€ IOCTOSTHHOTO U BPEMEHHOI'O CPOKOB XPaHEHUSI U 0 JINYHOMY COCTa-
BY.

ApXUB: IOHSTHE, HA3HAUYEHUE, BUJIBI.

1,2

CamocrosiTesqibHas padora:

CocraButh cxemy ciyx0b1 IOV B opranuzarumn

CocTaBuTh mi1aH pabOTHI 10 OTIPABKE JOKYMEHTOB

CocTaBuTh CIIMCOK HOPMATUBHBIX aKTOB PETYIHUPYIOMIUX MOPAIOK GOPMUPOBAHUS JelT
CocTaBuTh CXeMy OpraHU3aluU ONEPaTUBHOTO XpaHEHUS JOKYMEHTOB

CocTaBuTh CXeMY: SKCIIEPTHBIE KOMUCCHH, UX (PYHKIIUU U MpaBa

IK3aMeH

Bcero 4yacoB ayuTopHON Harpy3ku

48

Yacel caMOCTOSTEILHOM pabOThI

24

Htoro

72

Jlis  XapakTepUCTUKU YPOBHS OCBOCHHS Y4eOHOTO Marepuaja HCIOJIB3YIOTCS CIeAYIoe 0003HaYeHUS:
1. o3HakoMHTENbHBIN (Y3HABAHUE PAaHEE U3YUYEHHBIX 00BEKTOB, CBOMCTB);

2. PenpoNyKTHBHBIM (BBINOJHEHHE JAEATEIBHOCTH MO OO0pas3lly, HWHCTPYKIUU WM TOJ PYKOBOJCTBOM)
3. MPOIYKTUBHBIN (TIAHUPOBAHUE M CAMOCTOSATEIBHOE BBIMIOTHEHHE JACSITEILHOCTH, PeLICHUE TPOOIEMHBIX 3a7a4)

10




3. YCJOBUS PEAJIN3AILIMYA YYESHOM JUCIHUILINHBI
3.1. TpeGoBanuss K MHHUMAJBLHOMY MaTepPHAJbHO-TEXHHYECKOMY olecreye-

HMIO
3.1. TpeGoBaHus K MHUHUMAJBLHOMY MAaTepHAJIbHO-TEXHHMYECKOMY olecrmeye-
HHIO
Ob6opynoBanue yueOHOro kabmHera:
— Pabouee mecTo npenogaBaress.
—  MeECTa 10 KOJIMYECTBY O0YyYaIOIINXCS CTYJEHTOB.
— Jlocka.

Texnnueckue cpeacTBa 00yUYeHUsI:

— KOMITBIOTED,

3.2. UudopmanuoHHoe odecrieueHne 00ydeHust
OcHOBHbBIE HCTOYHHUKH:
1. bacakoB M.U. JlokxymenTanmonHoe oOecrieueHue ynpapjieHus (C OCHOBaMH ap-

xuBoBenenus) (ns CI1O u HITO).- M.:KHOPYC, 2017.

JlonoiHNTEeIbHbIE HCTOYHUKH:

1. Aaapees B.. [enompousBoactso - M. OOO «YmpaBiieHHUE MEPCOHAIOMY,
2015.

2. Aiiman T.O. J[enompousBoactBo: O6pasiel nokymentoB. — M, W3za. TTIPUOP,
2015.

3. bacako M.U. 3ameikoBa O.M. [lemompousBoacTBo. YueOHoe mocodue. Poc-
ToB-Ha-/{ony, ®enukc, 2015.

4. lemun KO.M. J[lenonpousBoacTtBo. [loaroroBka ciy>keOHbIX HOKYMEHTOB -
CII6 ITutep, 2016.

5. Mutpodanora B. Odbopmiienue kaapoBbix fokymenToB. — CII6.: ITutep, 2014.

HNuTepHET-pecypehl:

www.consultant.ru CnpaBounas npaBoBasi cucteMa «KoncynbranT [Tirocy.
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http://www.consultant.ru/

www.delpo.narod.ru [lenonpou3BoacTRo.

www.kadrovik-praktik.ru Caiit mo kaapoBoMy JeJIONPOU3BOJICTBY.
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рабочая%20программа%20ДОУ%202014%2038%2002%2006%20Финансы.doc
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4. KOHTPOJIb U OLIEHKA PE3YJbTATOB OCBOEHHUSI YUEBHOM
JUCHUATNIUHBI

KOHTponb 1 OlLIeHKa pe3yJbTaTOB OCBOEHUS YUEOHOM NHUCLUMILIMHBI OCYLIECTBIISA-

€TCsl TpeTojiaBaTesieM B MPOIEcce MPOBEICHUS MPAKTUYECKUX padOT, TECTUPOBA-

HH:A, 4 TAKKC BBIIIOJIHCHUA CTYACHTAMU MHAWBUAYAaJIbHBIX BaI[aHI/II\/’I.

Pe3ynbTaTsl 00yyeHus
(ocBOEHHBIE YMeHMs1, YCBOCHHbIE
3HAHUA)

(I)OpMI)I H OICHKA pe3yJbTAaTOB 06yqemm

YMmerh:

0(pOpMIISITH TOKYMEHTAIMIO B COOTBETCTBUU C
HOPMAaTUBHOI 0a30H, B T.4. UCIOJIb3YSl HH-
(hopMalMOHHBIE TEXHOJIOTHH.

[IpakTnueckas padboTa, OLlEHKA BBITIOJHEHUS.

OcBauBaTh TEXHOJIOTUH ABTOMATU3UPOBAHHOMN
00pabOTKH JTOKYMEHTAalUU.

[TpakTuueckas paboTa, cozgaHue mabIOHOB
JOKYMCHTOB, BBIBO/] HAa II€YaTh.

Wcnonb3oBath yHupuLrpoBaHHbIe GOPMBI 10-
KYMEHTOB.

[TpakTrueckas paboTa, OlleHKa BBITIOJTHEHUS.

OcyiecTBIATh XpaHEHUE U MOUCK JOKYMEH-
TOB.

dopMmupoBaHue A€ A XpaHeHHUs], 3a4eT 110
UTOTaM.

Hcnonb30BaTh TENEKOMMYHHKAIIMOHHbBIE TEX-
HOJIOTHH B AJIEGKTPOHHOM JJOKYMEHTOOOOpOTE.

OIICHKA JIOKYMEHTO000POTa, 3a4eT 110 UTOTaM.

3HATL:

[Tonsartue, 11enu, 3aa41 U MPUHITUIIBI IO~
MIPOM3BO/ICTBA.

TectupoBanue.

OcHOBHBIE TOHATHSA JOKYMEHTAIIHOHHOTO
obecrieueHus yrpaBJIeHHs

TecToBBIN KOHTPOJIb.

CucremMbl TOKyMEHTAIMOHHOTO 00eCIIeYeHHUS
yIpaBJICHUS.

HpaKTI/I‘leCKaH pa60Ta, OILICHKA BBITIOJIHCHUA.

Knaccudukanus 10KyMeHTOB.

HpaKTI/I‘leCKaﬂ pa60Ta, OLCHKA BBIIIOJIHCHH .

TpeGoBanus K COCTaBICHUIO U O(POPMIICHHUIO
JTOKYMEHTOB.

OI_IGHKa IMPAKTHUYCCKOI'O 3aHATHA.

Opranu3zanus JOKyMEHTO000poTa: mpueM, 00-
paboTka, perucTpaius, KOHTPOJIb, XpaHEHHE
JTIOKYMEHTOB, HOMEHKJIaTypa eI

Opranu3zanusi KOHTPOJIs, UICIIOJHEHUS JJOKY-
MEHTOB.
TecTupoBanue.
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