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1. MACIIOPT TPOT'PAMMBI YUEBHOM JIUCHUATLIMHBI

OIl. 04 JokymMmeHTALMOHHOE O0ecneYeHue YIPaBJIeHUA
1.1. O6s1acTh NPUMEHEHUS] IPOTPAMMbI

Pabouas nmporpamma yueOHOW AMCUMILIMHBI SIBISIETCS YaCThIO MPOTPAMMBbI

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

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

— TIPOBOAMTH aBTOMATU3UPOBAHHYIO 00pabOTKY JOKYMEHTOB;

— OCYIIECTBJISATh XPAHEHHUE U MOUCK IOKYMEHTOB;

— UCIOJB30BaTh TEJICKOMMYHUKAIIMOHHBIE TEXHOJOTHH B JJEKTPOHHOM JO-
KyYMEHTO0000POTE;

B pe3ynbpraTe ocBoeHMs yueOHOM TUCIUIUINHBI 00YYaroIUics 0JIKeH 3HATD.

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

— CHCTEeMbl JOKYMEHTAIlMOHHOTO 00ECIeYeHUs YIpPAaBJICHUS, UX aBTOMaTH3a-

[AXO,

KJIacCU(UKAIIUIO JOKYMEHTOB;
— TpeOOBaHMS K COCTABJICHHUIO U O(POPMIICHUIO TOKYMEHTOB;
— OpraHu3aIyio JOKYMEHTOO00pOTa: MmpueM, 00paboTKy, perucTpauio, KoH-
TPOJIb, XpaHEHHUE JIOKYMEHTOB, HOMEHKJIATYPY JICT;
B pesynbrare ocBoeHus yueOHON NUCHMILIMHBI OOy4YaroMIMiics TOKEeH 00J1a1aTh
o0muMHu 1 TPOGHEeCCHOHAIBPHBIMU KOMIICTCHIIUSMHU, BKJIIOUYAIOIMIMMHU B CEOS CIO-
COOHOCTB:
OK 1. IToruMarh CyIIHOCTh U COIMANIBHYIO 3HAYUMOCTb CBOEM Oymayieit npodec-

CUU, IPOSIBIIATH K HEM YCTOWYMBBIN UHTEPEC.



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

OK 3. [IpuHuMath pemieHus B CTaHAAPTHBIX U HECTAHAAPTHBIX CUTYAIUSIX 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. PaboTaTh B KOJUIEKTHBE U B KOMaHJE, 3PHEKTUBHO O0IIATHCS C KOJIJIETaMH,
PYKOBOJACTBOM, IOTPEOUTEIISIMHU.

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

I1K 2.2. OdgopmisaTh, IpoBepATh NMPAaBUIBHOCTh COCTaBICHUs, 00ecIeunBaTh Xpa-
HEHHE OPTaHU3AIMOHHO-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:
00s13aTeIHPHON ayAUTOPHOU YUeOHON HArpy3KH - 38 4acoB;

CaMOCTOSATENbHOM paboThI - 18 yacos.



2. CTPYKTYPA U COJAEPKAHUE YUEBHOM JJUCHUTLJIAHBI

2.1. O0bem y4yeOHOM QTMCHMILIMHBI M BHABI Y4e0OHO padoThI

Bup yueOHo# padoThI Oobem
4acoB
MaxkcuMmaabHasi yyeOHasi HArpy3Ka (Bcero) o4
Oo0s3aTeIbHAA ayAUTOPHAA y4eOHAs HArpy3Ka (Bcero) 36
B TOM YHCJIE:
MPAKTUYECKHE 3aHATHUSA 18
CamocrosiTeibHasi padoTa cTyaeHTa (Bcero) 18

Hrorosas aTTecranus B q)OpMC KOMIIJICKCHOI'O 3JK3aMCHa




2.2. TemaTuyeCcKUH IJIAH U coacpkanue yqeﬁHoﬁ ANCHUIIINHBI I[OKyMeHTa]_[I/IOHHOG odecreueHue yYHupaBJiCcHUSA

HaumeHoBaHue Oo0bem YpoBeHb
Copaepxanne yueOHOro MaTepHuaJa, MPaKTHYeCKHe 3aHATHS, CAMOCTOATeJbLHAA padoTa
pa3/iejioB U TEM 4acoB OCBOCHUS
1 2 3 4

Paznen 1. Hesn, 3a7a4n ¥ NPUHIMIBI TOKYMEHTAIIMOHHOTO 00eclevyeHnsl ynpaBJIeHHUs . 8
Tema 1.1. Coaep:xkanue y4ye0HOro MaTepHaJa; 2 12
JloKyMeHTBI ¥ cOCOOBI 10- | JIOKyMEHTHPOBaHHE: OCHOBHBIE CIIOCOOBI, MATEPUAIbHBIC HOCUTEITH HH(POPMAIINH, KIIACCH(PHUKALMS  TOKYMEH- ’
KYMEHTHPOBaHUS TOB I10 MTPU3HAKAM.

Buabsl 10OKyMEHTOB.
BrusiHue HaydHO-TEXHUYECKOTO MIporpecca Ha JOKYMEHT U IOKyMEHTUPOBaHHE.

Tema 1.2. Coaep:xanue yyeOHOro MaTepuaJia; 2

VHudukanus u cTaHIapTu- YHubukanus 1 craHaapTH3aus JOKYMEHTAIIHH.

3alus HOKyMeHTOB. CHCTE- | CucTeMbl IOKyMEHTAIMHU, HPU3HAKK. MeXoTpacieBble CHCTEMBI IOKYMEHTAITUH. 1,2
MBI IOKYMCHTallMH CocraB yHU(PHIIMPOBAHHBIX CUCTEM JOKYMEHTALMH: OPraHU3allMOHHO-PACIIOPSAUTENbHAS,  OTYETHO-

CTaTUCTUYECKas, IepBUYHAS, yUeTHAsL.
I'ocyzapcTBeHHbBIE CTaHIAPTHl HA YHU(QHUUIUPOBAHHBIE CHCTEMbI JOKYMEHTAIIHU.

Tema 1.3. Coaep:xanue y4e0HOro MaTepHaJa; 2 1,2
PexBu3uTHI ¥ 671aHKH I0KY- | PekBu3ut: hopMysisip gokymeHTa, Tabesb GOopM TOKYMEHTOB, TIOHATHE, XapaKTEPHCTHKA.
MEHTOB [IpaBuna odopmieHHs peKBU3UTOB OJIaHKA U MX PACIIONIOKEHHS Ha CTaHIapTHOM (hopmare Oymarm.

[IpoekTrpoBanre OIaHKOB JOKYMEHTOB OPTaHHU3AIINU.
Cocras, opopmileHrE, U3TOTOBJICHNE, XpaHEHNE OJAaHKOB OpraHU3aIlHH.
Cocras, oopmiieHrEe pEKBU3UTOB OaHKa

I[pakTnyeckas pagora Ne 1-2: 2 2,3
Cocrasnenue u opopMIICHHE CITYyKEOHBIX THCEM
Opranun3zanyst paboThl C JOKYMEHTaMH B YUPEKICHUU

CamocrosiTeqibHast padoTa: 4
[MoaroroBka pedepaTa O UCTOPUH PA3BUTHUS TOKYMEHTAIIHOHHOTO 00ECTIEYeHUS YIIPaBICHHUS.

Nzyuenne pexBuzutoB 1o 'OCT P 6.30-2003 YHuunupoBaHHbIE CUCTEMBI JJOKyMEHTAITUH. Y HUQUITMPOBaH-
HBIE€ CHCTEMBI OpraHU3aMOHHO-PACIIOPSAUTENFHON ToOKyMeHTau. TpeOoBaHus K 0(OPMIICHHIO TOKYMEHTOB.
[IpoexTrpoBanue odIIero OaHka.

[loaroroBka pedepara no uctopuu pazsutus JJOY

Pa3nen 2. CucremMa JOKYMEHTALMOHHOIO 00ecriedYeHnsl ypaBJIeHUs, X aBTOMATH3 AU 6 2

Tema 2.1. | Coaepxanne yueO0HOro MaTepHuaJia: 2




TenexkoMMyHUKAIIHOHHBIE
TEXHOJIOTHH B 3JIEKTPOHHOM
IOKYMEHTO000pOTE

Kommprorepuzanus JOKyMEHTAIIMOHHOTO O0SCTICUeHUS YIPaBICHsI Ha PSNPUATHH, 3HAUYCHHUE, TIEPCIICKTHRA
pa3BUTHSL.

Hcnonp3oBanme mepcoHABHBIX KOMIIBIOTEPOB B OpPraHU3auy PadOTHI C JOKYMEHTAMH.

CocraBHbBIE YaCTH KOMITBIOTEPHOTO JICIIONPON3BOJICTBA: aBTOMATH3UPOBaHHBII cOOp, 00paboTKa, XpaHeHHe J0-
KyMEHTAIINH, TIPeACTaBIIeHIE pa3HO0Opa3Hoi HH(GOPMAITHH.

ONeKTpoHHAS ToYTa. THITBI CHCTEM DJIEKTPOHHOM MOYTHL.

XpaHeHHEe JOKYMEHTOB B 3JICKTPOHHOM TOYTE.

NudopmarimonHo-cripaBoyHasi paboTa B yCIOBUSIX TPUMEHEHUSI KOMITBIOTEPHBIX TEXHOJIOTHH.

[pakTnyeckas padora Ne 3-6: 4 2,3
Pabora ¢ aiekrponHoi mouroii, web — rexuonorusmu u CIIC Koncysprant [Troc.
CamocrosiTeibHas padora: 3
Perucrpanus noyToBOro AiuKa Ha caiTe
dopMupoBaHHE U OTIIPABKA IEKTPOHHOTO MHChMa
[ouck noxymenTtoB no kioueBbM cioBaM B CIIC Kouncynprant [11roc
Pa3nen 3. Knaccupukanus 10KyMeHTOB. 14 1,2
Tema 3.1. Coaep:xanue yyeOHOro MaTepuaJia; 2
OpranusainonHo- OpraHu3aioHHbIe JOKYMEHTBI: UX Ha3HaueHHE, XapaKTEPUCTUKA U COCTaB.
pacnopsauTenbHas 0Ky~ TpeboBanus k ohopMIICHUIO, TOPSIIOK YTBEPKICHUSI.
MCHTalW:A PacniopsinutenbHbIE TOKYMEHTHI: WX Ha3HAYeHHE U COCTaB, TpeOOBaHMS K 0(OPMIICHHIO.
CrnpaBouHO-HH(DOPMAIIMOHHBIE JOKYMEHTHI: Cy)KeOHbIe MMChbMa, CITPABKH, JIOKJIQJIHbIC 3aIHCKH, 3asBICHUS, UX
XapaKTepHCTHKA U COCTaB.
Tunbl TOKYMEHTOB: MOJUIMHHKK, KOS, TyOJINKAT, BBIITUCKA, UX HA3HAYCHHUE, TPeOOBaHMS K OOPMIICHHIO.
IIpakTnyeckas padora Ne 7- 10: 4 2,3
Cocrasnenue u oopMIIeHHE OPraHU3aIMOHHO-PACTIOPIUTEIBHON 1 WHPOPMAIIMOHHO- CIIPABOYHON JIOKYMEH-
Taluu.
Tema 3.2. Copaepxanne yue0HOro MaTepHuaJia; 4 1,2

JokyMeHTBI TIo podeccro-
HaJIbHOI JAEATENbHOCTH

JloroBopHO-1IpaBoOBast JOKyMEHTALUS.

JIOKyMEHTBI 110 BHEILIHEAKOHOMUYECKOU €ATEIbHOCTH.
Odepra (npenoxenue) - oTBeT Ha oepTy (aKLIEenT).
IMuceMa o mepeBo3Ke, JIOCTABKE U CTPaXxOBaHHUE TPY30B.
[peTeH3nOHHO-NCKOBAS JOKYMEHTAIIHSI.




[pakTnyeckas padora Ne 11-14: 4 2,3
Cocrasnenue u opopmireHre HHHOPMAITMOHHO — CIIPABOYHON JOKYMEHTAIINN
CocraBnenue u ohopMIICHHE JOTOBOPOB
Cocrasnenue u opopMIIeHHE TPETEH3NOHHO — HCKOBOH pabOoThI
CamocrosiTeibHas padoTa: 7
Odopmienne cipaBo9HO-NH(OPMAITMOHHBIX JTOKYMEHTOB, IPOTOKOJIA pa3HOTIacHid, opepTsl, OTBeTa Ha odep-
Ty, IHCEM O MEPEBO3KE, IOCTABKE M CTPAXOBAHUH IPY30B
Paznen 4. Opranusanusi padoThl ¢ JOKYMEHTAMHU. 10 1,2
Tema 4.1. Copaeprxanue yuedOHOro MaTepuajia 2
OpraHH3aiisi JOKYMCHTO- Cnyx6a IOY B opranm3anusx: Ha3Ha4YeHHE, 3a7a9, QyHKINH, TUTIOBBIE CTPYKTYPHI, TOMKHOCTHON COCTAaB.
o6opora PermamenTanms padotst ¢ IOY.
JokymMeHTO00OpOT: MOHsTHE, O0IIKE MPUHLIUIIBI OPraHu3alH JOKYyMEHTO000pOTa.
HopmatuBHBIE JOKYMEHTBI, periiaMeHTHPYIOIINE OPraHu3aii0 JOKYMEHT0000poTa.
Tema 4.2. Conep:xanue yueOHOro MaTepuaJia:
Opranmzanus peructpanud | KOHTPOIb HCIIOMTHEHUS TOKYMEHTOB. 12
JIOKYMEHTOB U KOHTPOJIb JIOJDKHOCTHBIE JIHIA, OCYIIECTBISIOIINE PETUCTPALINIO H KOHTPOJIb MCIOTHEHUS, WX (YHKINH, PaBa. 1
HCIIOJIHCHUA JOKYMCHTOB
IIpakTuyeckas padora Ne 15-18: 4
PaccMoTpeTs nopsiioK perucTpauny 10KyMEHTOB: TOHATHE, e, 3a1a4l, MECTO PETUCTPALUH.
N3yuuth cucteMbl U HOPMBI PETHCTPAINH, UX TOCTOMHCTBA U HEJOCTATKH.
Peructpanuonnsie HopmMbl, 0COOCHHOCTH PETHCTPAIIUH BXOASIINX, UCXOAAIINX U BHYTPEHHUX JJOKYMEHTOB.
PaccMoTpeTh cocTaB BHITIONHIEMBIX PadOT MPH OTIPABKE TOKYMEHTOB.
Tema 4.3. Conep:xanue yueOHOro MaTepuaJa:
OpFaHI/ISaHHH OHEPAaTHBHOIO HOMCHKHaTypa ACJI, IIOHATUEC, 3HAYCHUEC, BUABI, IMMOPAA0K COCTaBJICHUS, O(l)OpMHeHI/IH.
XpaHCHU TOKyMCHTOB [Mopsiox popMuUpOBaHHS AEI. ! 12

Opranuzanys XpaHEHUs HCIIOJHEHHBIX JTOKYMEHTOB.
OcHoBHBIE TpeOOBaHMsI HOPMATUBHBIX JOKYMEHTOB, PETJIAMEHTUPYIOIIUX AaHHBIH dTan JOKyMEHT0o00opoTa.
OTBETCTBEHHOCTb 32 COXPaHHOCTh JOKYMEHTOB.

Tema 4.4.

Coaep:xanue y4eOHOro MaTepuaJa’




ITopsanox nepenayn JOKy-
MEHTOB B apXHUB U Ha yHNY-
TOKEHHE

OCHOBHBIC ATanbl epeaadd JOKyMEHTOB B apXUB WM HA YHUYTOXKCHUE.

JKcrnepTH3a NEHHOCTEH TOKYMEHTOB.

DKCIepTHBIE KOMUACCUH, WX (DYHKITUH U TIPaBa.

TpeboBanus k 0(OPMIICHUIO JEI IIOCTOSHHOTO Y BPEMEHHOTO CPOKOB XPaHSHHMS U TI0 JIMYHOMY COCTAaBY.
ApXWB: IOHATHE, HA3HAYCHUE, BUIBI.

1,2

CamocrosiTeibHas padora:

CocraButh cxemy ciryx0b1 IOY B oprannzanuu

CocTaBuTh TUTaH Pa0OTHI IO OTIPABKE JOKYMEHTOB

CocTaBHUTH CTUCOK HOPMATHBHBIX aKTOB PETYIHPYIOIMUX MOPAI0K (OPMHUPOBAHUS JEIT
CocTaBUTh CXeMy OpTaHU3alKy ONEPAaTHBHOTO XPaHEHUs JOKYMEHTOB

CocTaBUTh CXeMy: DKCIIEPTHBIE KOMUCCHU, UX (DYHKIIMU U TIPaBa

KoMiulekcHBIN YK3aMeH

Bcero yacoB ayauTOpHOU Harpy3Ku

36

Yacel caMOCTOSITENBHOM PabOTHI

18

Hroro

54

Jlis XapakTepUCTUKH YPOBHS OCBOCHHs Y4eOHOTO Marepuaia HCHONB3YIOTCA CIEAYIoIUe 0003HAUYCHHUS:
1. o3HakOMHUTENBHBIN (Y3HABAaHUE PaHEEe U3YUYCHHBIX OOBEKTOB, CBOMCTB);

2. penpoayKTUBHBIA (BBIIOJHEHHE JEATEIbHOCTH 10 00paslly, HHCTPYKIUU WIH MOJ PYKOBOJCTBOM)
3. IPOAYKTHBHBIN (TUIAHUPOBAHUE M CAMOCTOSTEIHHOE BHITIOJTHCHHE JCATSILHOCTH, PEIICHUE TTPOOIEMHBIX 33]1a4)
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3. YCJIOBHS PEAJIM3AIIMY YYEFHOM JJUCITUIIIMHBI
3.1. TpeOoBaHusi K MUHUMAJIBHOMY MAaTEePHAJIbHO-TEXHHYECKOMY oO0ecmeve-

HUIO

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

TexHuveckue cpeacTBa 00y4eHust:

—  KOMITBIOTED,

3.2. UudopmanuonHoe odecnevyenne o0yueHust
OcHOBHBIE HCTOYHUKH:

1. bacakoB M.U. JlokymeHTallMOHHOE OOecTnieueHue ynpasiaeHus (C OCHOBaMu ap-

xuBoBeaeHus) (s CITO u HITO).- M.:KHOPYC, 2017.

JlonoJIHUTe IbHbIE HCTOYHUKH:

1. Anapees B.M. JlenompousBojactBo - M. OOO «YnpaBieHue MepcoHalIoOM,
2015.

2. Aiiman T.O. J[lenompou3sBojctBo: O6pasisl qokymentoB. — M, M3za. TTIPUOP,
2015.

3. bacakoB M.U. 3ambinkoBa O.WM. JlenonpousBoactBo. YueOHoe nmocodue. Poc-
ToB-Ha-/{ony, ®enukc, 2015.

4. Jlemun KO.M. [lemonpousBojctBo. [loaroroBka ciy:keOHBIX HOKYMEHTOB -
CII6 TTurep, 2016.

5. Mutpodanora B. Odpopmiierne kaapoBbix mokymeHToB. — CII0.: [Tutep, 2014.
6. Uykosenko A.1O., SInkoBas B.®. IIpaBuna odopmienus nokyMeHToB. Kom-
MeHTapuii 'OCT P 6.30 — 2003 - M: «TK Benou», u3a. «IIpocmext», 2014.

7. Poroxua M.IO. CipaBOYHUK 1O AETOMPOU3BOACTBY: ClipaBoYHUK. — M.: FOc-
tutiuadopm, 2011.

HNuTepHeT-pecypcesbl:
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4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHMS YUEBHOM
JUCHUILIAHBI

KoHnTponb u olieHKa pe3yabTaTOB OCBOEHUS Y4e€OHOW AUCUUIUIMHBI OCYIIECTBIIS-

CTCA IPCIIOAABATCIIEM B IIPOLCCCC ITPOBCACHUA ITPAKTUICCKUX pa60T, TCCTUPOBA-

HH:A, 4 TAKKC BBIIIOJIHCHHUA CTYACHTAMH MHAWBHUAYAJIbHBIX 3aHaHHﬁ.

Pe3yabTarnl 00yyeHus
(ocBOeHHBbIE YMEHMHsI, YCBOEHHbIE
3HAHNSA)

@®opMbI U OLIEHKA Pe3yJIbTATOB 00yUeHUs

YMmeTh:

0(OPMIIATH TOKYMEHTALIUIO B COOTBETCTBHHU C
HOpPMAaTUBHOM 0a30ii, B T.4. UCIIOJIb3YSl WH-
(bopMaLMOHHbIE TEXHOJIOTUH.

HpaKTI/I‘IeCKaﬂ pa60Ta, OILICHKA BBITIOJTHCHHA.

OcBauBaTh TEXHOJIOTHH aBTOMATH3UPOBAHHOM
00pabOTKH JTOKYMEHTAIIUU.

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

Hcnonp30BaTh yHUGHUIMPOBAHHBIE POPMBI J10-
KYMEHTOB.

[IpakTuueckast paboTa, OLEHKA BBIIIOJHEHUS.

OcyiecTBISITh XpaHEHUE U TTOUCK JTOKYMEH-
TOB.

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

Hcnonp30BaTh TEIEKOMMYHHUKAIIMOHHBIE TEX-
HOJIOTHH B 3JIEKTPOHHOM JIOKYMEHTOO0OPOTE.

OLICHKAa ,Z[OKYMGHTOO60p0Ta, 3a4€T I10 UTOoram.

3HaTh:

[TonsiTHe, 11€TH, 331291 U IPUHITUIIBI I€TI0-
MIPOU3BOJICTBA.

TectupoBanue.

OcHOBHBIE IOHATHS JOKYMEHTAI[HOHHOTO
o0ecreyeHus yrpaBJIeHUs

TecToBBIN KOHTPOJIB.

CucTtemMbl TOKYMEHTAIMOHHOTO 00eCIeYeHus
yYIpaBJICHHUS.

[IpakTuueckas paboTa, OLEHKA BBIIIOJTHEHHUS.

Knaccudukanus 10KyMeHTOB.

HpaKTI/I‘leCKaH pa60Ta, OIICHKA BBITIOJTHCHHA.

TpeboBaHMsI K COCTaBICHHIO U 0(OPMIICHHUIO
JTJOKYMEHTOB.

OreHKa MPaKTUYECKOTO 3aHSTHS.

Opranuzanus Jo0KyMeHT0o00opoTa: mpuem, 00-
paboTka, perucrpanus, KOHTPOJIb, XpaHEHHE
JIOKYMEHTOB, HOMEHKJIATypa JIeJl.

Opranu3zanys KOHTPOJIS, UCIIOJTHEHUS TOKY-
MEHTOB.
TectupoBanue.
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