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1. OBIIASI XAPAKTEPUCTHUKA PABOYEN ITPOIT'PAMMBI YUEBHOM JUCHUILIVNHBI
OI1.04 loxymeHTAIMOHHOE O0ecnedeHHne yIpaBJeHueM

1.1. MecTo tcuMIIMHBI B CTPYKTYPe OCHOBHOM 00pa30BaTeJIbHOM NIPOrPaMMBbI:

VYuebnas mucuumianHa OI1.04 JlokymMeHTanmoHHOEe oOecreueHre YIpaBiIeHUs SBISETCS
00513aTeNIbHONM YacThi0 00LIeNPO(eCcCHOHANIBHOTO IIMKJIa OCHOBHOM 00pa30BaTeNbHON MPOTrpPaMMBbl B
cootBeTcTBUU ¢ ©I'OC CIIO 1o cnenuaibHOCTH.

Ocoboe 3HaUYeHNE AUCIUIUTMHA UMeeT Tipu GopmupoBanuu u pazputuu [1K.1.1, T1K.1.3, OK 01,
OK 02, OK 03, OK 04, OK 05, OK 09.

1.2. Heap u niianupyemblie pe3yJibTaThl 0CBOCHUS AUCHHUIIIMHBI:
B pamkax nmporpaMmsbl yueOHOM TUCIMITIMHBI 00YyYaIOIIMMUCS OCBAaUBAIOTCS YMEHUS U 3HAHUS

OIICC,OII'[[K Ymenust 3Hanus

IIK.1.1 OdopmisiTh  TOKYMEHTAIIHIO B [TonsiTne, wenu, 3a7a4yu WU OPUHUHUIBI
IIK.1.3 COOTBETCTBUU C HOPMATUBHOU 0a30ii, B | I€IOMPOU3BOJICTBA;

OK 01 T.4. HCHONB3yd HWHPOPMALMOHHBIE | OCHOBHBIE  TIOHATHS  JOKYMEHTAllMOHHOTO
OK 02 TEXHOJIOTUH; o0ecrieyeHus yrpaBiIeHHUs;

OK 03 YHHPUITIPOBATH CUCTEMBI | CHUCTEMBI JTOKYMEHTAIIMOHHOTO OOEeCTeueHus
OK 04 JIOKYMEHTAIlUH; YIPaBJICHHUS;

OK 05 OCYIIECTBIISITh XpPaHEHHWE M TIOWCK | KJIacCHU(HUKAIUIO JOKYMEHTOB;

OK 09 JIOKYMEHTOB; TpeOOBaHUSI K COCTaBJICHUIO W O(OpMIICHHUIO
JIP 13 OCYILIECTBIISATh ABTOMATHU3aIUIO | JOKYMEHTOB;

JIP 14 00pabOTKH JOKYMEHTOB; OpraHu3alMi0  JOKYMEHTOOOOpOTa:  MpHEM,
JIP 15 UCII0JIb30BaTh 00paboTKa, perucTpanus, KOHTPOIb, XPAaHECHUE

TCIICKOMMYHHUKAIITMUOHHBIC TCXHOJOTHUU
B DJIGKTPOHHOM JJOKYMEHTO00OpOTE.

AOKYMCHTOB, HOMCHKJIaTypa ACJI.

[TpuBogsTcs koael OK, 1K, TMYHOCTHBIX Pe3yNbTaTOB, KOTOPhIE HEOOXOIUMBI JJIsI OCBOCHUS
JTAHHOW NUCHUUIUIMHBL. JIMYHOCTHBIE pe3ysIbTaThl OMPENESIOTCS MPENoaaBaTelieM B COOTBETCTBHU C

PaGoueii mporpaMMoii BOCITUTAHUS.




2. CTPYKTYPA U COJAEPXKAHUE YUEBHOM JUCIIUILIVHBI

2.1. O0beM yueOHOI JMCHMIIJIMHBI M BUABI Y4eOHOH padoThI

Buj yueOHoi padoThI O0bem B yacax

1 2
O0bem o0pa3zoBaTeIbHOM MPOrpaMMbl Y4eOHOM TUCHMILIIHHBI 51
B T.4. B popMe NPaKTHYECKOH MOATOTOBKH 23
B TOM YHUCIJIC:
TEOPETHUECKOe 00yUeHne 20
MIPaKTUYECKUE 3aHATUS 23
caMmocTosiTenbHas pabota 6
MIPOMEKYTOUHas arTectanus B hopme nuddepeHIIpOBaHHOTO 3a4eTa 2

CamocrosarenbHas paboTa o0yyaromerocsi B paMkax oOpa3oBaTelbHON MporpamMMbl yueOHOM
JTUCIUTIIMHBI TIaHUpyeTcss B cooTBeTcTBUH ¢ TpeboBanusmu PI'OC CIIO B mpeaenax oObema
y4eOHOH JUCHMIUIMHBI B KOJMYECTBE 4YacoB, HEOOXOOUMOM JJsl  BBIIOJHEHUS 3aJaHUl
CaMOCTOSITENIbHOW PaboThl 00yUaroIUXCsl, IPEAYCMOTPEHHBIX TEMaTHUECKUM IIJIAHOM, COJIEpKaHUEM
y4eOHOI NUCLUIUIMHBI U 3aKPENJICHHOM B y4eOHOM IutaHe. Ecnu y4eOHbIM IUIaHOM IPeSyCMOTpEHa
caMoCTOsITeNIbHas padoTa Mo TaHHOM y4yeOHOM NUCIHIIINHE, yKa3aHa e€ MpuMepHast TeMaTHKa, 00beM
Harpy3KHu U pe3yibTaThl HA OCBOEHHE KOTOphIX oHa opueHTupoBaHa (11K, OK u JIP).

®opma MpoBEACHUS TMPOMEKYTOYHOM aTTECTAL[MH OIpEeNsIeTCs] y4eOHBIM IUIAHOM IIO
CIEIMAJIbHOCTH U IIPEyCMAaTPUBAET HE MEHee 1-2 yacoB Ha 3a4eT U HEe MeHee 6 4acoB Ha dK3aMEH.

3auyeT MpOBOAMTCS 3a CUET YacCOB, BBIAEICHHBIX Ha OCBOCHHE Y4eOHON TUCHMIIMHBL. DK3aMeH
10 y4yeOHOM JUCLHUIUIMHE MPOBOAMUTCS 3a CUET YAcOB, BBIACICHHBIX Ha NPOBEACHUE MPOMEKYTOUHON
aTTeCTallu{, U HE BXOAUT B 001ee KOIMYECTBO YACOB, BbIJICIIEHHBIX HA €€ OCBOCHHE.

Crucok TeM A MOATOTOBKM M 3allUTHI IIPE3EHTAlMM OOHOBISETCA M IPENOCTaBIIAETCS
Iperno/iaBaTeaeM JUCIUTUTHHEIL.




2.2. TemaTuyecKuii NJIAH U coJep:KaHue YUeOHOM TMCIMTLTHHBI

Koanbl
KOMIIETeHI U 1
Oo0beM, ak. 1 /
JIMYHOCTHBIX
/ B TOM umcIe
pe3yJbTaToB,
HaumeHoBaHue pa3iesioB U Conep:kanue yuyeOHOro marepuaja u (pOpMbl OPraHu3aluM AesITeJIbHOCTH B popme o
. OPMHPOBAHMIO
TeM o0yuarommxcst NPaKTHYeCKOM PMHEP
KOTOPBIX
NOATOTOBKH,
CImocoo0cTByeT
akaj. 4
3JIeMEeHT
NMpOrpamMmbl
1 2 3 4
Pazgen 1. Opranusanusi A0KyMEeHT0000pPOTAa HA MPeANPHUATUHH 16/6
Conepxanue y4eOHOro Marepuaja 7
3HayeHWE M COJepKaHWEe TUCHUIUIMHBI «/loKyMeHTalnmoHHOe olecreyeHue
yrnpapieHus». [loHATHE TEPMUHOB («IOKYMEHT», <IOKYMEHTHPOBaHHEM,
«IOKyMEHTALlMOHHOEe  oOecredyeHue  ymnpaBieHHs».  YHUPHUKAUS U
CTaHJapTH3alUU  YOPABIEHYECKUX  JOKYMEHTOB. (OCHOBHBIE  IOHSTHS 4
nenonpousBojcTBa. Kiaccudukanus TOKyMeHTOB opraHuzanuu. DOyHKIHHA IK.1.1, IIK.1.3
nokymeHToB. [loHstme # coctaB peKkBU3UTOB  JOKyMeHTa. (CXeMbl OK 01, OK 02,
Tema 1.1.
1 pacmoyio)keHus: pekBU3NUTOB. IloHsATHE © BUABI OJIAHKOB JOKYMEHTOB. OK 03, OK 04,
OKYMEHT U CHCTeMa
y HopmaruBHo-1IpaBoBoe obecnieueHue Jeonpon3BO/ICTBA. OK 05, OK 09,
AOKYMEHTAIMHU =
y B ToM 4nciie NPAKTHYECKHUX 3aHATHI 2 JIP 13, JIP 14,
[Ipaktnueckoe 3ansarme Ne 1. Paspaborka (mpoekTupoBaHHE) (HUPMEHHOTO JIP 15
OJlaHKa OpraHU3alMy C Pa3jIMYHBIMH CXEMaMH PACHOJIOKEHUS PEKBU3UTOB C 2
UCIOJIb30BaHNEM MH(GOPMAIIMOHHBIX TEXHOIOT .
CamocrosiTesbHast padoTa 00y4aromuxcs
O3HaKkOMJIEHHE C HOPMAaTHBHO-TIPABOBBIMHM JIOKYMEHTAMHU IO OOECIIEYCHUIO 1
JIEJIONPOU3BO/ICTBA.
Tema 1.2. Conepxanue yueOHOro Marepuasa 9
Opranuzanus [TonsiTie M NPUHIUNBI OpraHU3alUMU AOKyMeHTooOopora. CocTaB M y4eT 4 IK.1.1, TIK.1.3




AOKYMEHTO0000pOoTa Ha o0BemMa JoKyMeHTooOopoTa npeanpustuii. Opranu3zaius padboTsl ¢ BXOASIIEH, OK 01, OK 02,
npeanpusATHH UCXOndIIled M BHYTpEHHEW jJokyMmeHTtauueil. KOHTposb  HCHOIHEHUs OK 03, OK 04,
JOKYMEeHTOB. Pabota ¢ BHyTpeHHUMH JOoKyMeHTamMu. DopMa HOMEHKJIATYpHI OK 05, OK 09,
Jen  opraHmsauuu. basel  gaHHBIX Ul XpaHEHUs  JOKYMEHTOB. JIP 13, JIP 14,
3aKOHOJIaTeNIbHbIE aKThl M HOPMATUBHO-METOJMYECKHUE JOKYMEHTHI 10 JIP 15
apXMBHOMY XpaHEHHUIO TOKyMEHTOB. OpraHusaiusi ONnepaTHBHOIO XpaHEHUS
nen. Pabora c 3arpocamu. PaboTa ¢ 3IeKTpOHHBIMU JOKYMEHTaMHU.
B ToM umciie NpakTHYeCKUX 3aHATHI 4
[Ipaktuueckoe 3ansitue Ne 2. CocTaBiieHHE CXeMbl OpraHu3aluu paboThl ¢
BXOJSILIEH, HCXOASALWIEH MW BHYTPEHHEW JTOKYMEHTAUHUEW MPEANPUSITHUSA. 2
Ocy1ecTBIeHHE XpaHEHUS U TIOMCKA JOKYMEHTOB.
[Ipaktnueckoe 3anstue Ne 3. MHcmonp3oBaHHWe TEIEKOMMYHHUKAITMOHHBIX 5
TEXHOJIOTHIl B 3JIEKTPOHHOM JJOKYMEHTO00O0pOTE.
CamocrosiTesibHasi padoTa 00y4arommxcst 1
[TonroroBka pedepara mo Teme 3aHATHUSI.
Pazgen 2. Buabl 10KYMEHTOB U NOPSAA0K padoThl ¢ HUMHU 33/17
Conepxanue y4eOHOro Marepuaja 14
OpranuzalvoHHbIE JOKYMEHThl — YyCTaB, y4UpeAMUTEIbHBIE JOTOBOD,
nojiokeHue. PacmnopsiautenbHble JOKYMEHTBI — TMIPHKa3, pPaclopsbKeHUe,
yKa3zaHue, MOCTaHOBJIEHUE, peIlleHHe, WHCTPYKIHs, MpoTokoi. CrpaBovHO- 4
UH(POPMALIMOHHBIE JOKYMEHTBI: CIyXeOHas 3amucka, OOBsSCHHUTENIbHAs TK.1.1, TIK.1.3
Tema 2.1. OK 01, OK 02,
3aImcKa, akT, CIIPaBKa, CIIy>KeOHbIE THUChMA.
Opranu3anuoHHoO- = OK 03, OK 04,
B ToM YHc/ie MPAKTHYECKUX 3aHIATHH 8
pacopsAHTEALHEIC [Mpaktuyeckoe 3anstre Ne 4. CocraBieHne u 0pOopMICHHE ITPHUKa3a. 2 OK 05, OK 09,
JOKYMEHTbI JIP 13, JIP 14,
[TpakTuueckoe 3ausatue Ne 5. CocraBieHue U 0pOpMICHUE PACTIOPSKEHUS. 2 TP 15
[Tpaktrueckoe 3anstue Ne 6. CoctaBneHnue u 0opopMIICHHE JETOBBIX TTUCEM. 2
[IpakTuueckoe 3ansatue Ne 7. OdopmiieHHE CIPaBOK, TOKJIAIHON U CITy>KEOHOM 9
3aIHCKH, aKTa.
CamocrosiTesbHast padoTa 00y4aroIuxcs 2




Iloarororka Marcpurajia U CoO3JaHuC NPC3CHTALIUN 1TO TCMC 3aHATHUS.

Conepxanue y4eOHOro Marepuasa 10

JlokyMeHTHpOBaHHE TPYAOBBIX MpaBooTHOImEHHH. CocTaB M OCOOECHHOCTH

oopMIIEHHS TOKYMEHTOB IO JMYHOMY cocTaBy. KommiekroBaHuE JTHYHOTO 4 K11 [IK.1.3

nena. ABroounorpadus. Pestome. 3asBienue o npueme Ha padoty. [Ipukassl o T o

augHOMY cocTtaBy. lllTatHoe pacniucanue. OK 01, 0K 02,
Tema 2.2. ~ OK 03, OK 04,
Kapobast JoKkyMeHTaIs B TOM 4Hc/ie IPAKTHYECKUX 3aHATHI] S) OK 05, OK 09,

[Ipaxtuueckoe 3ausaTre Ne 8. OdopmiieHHe MPUKA30B MO JTUYHOMY COCTABY. 2 TIP 13. JIP 14

[Ipaktuueckoe 3austre Ne 9. Odopmienue TpyaoBOro IOroBopa, MpUKaza o 3 JH; 15 ’

npuemMe Ha padoTy, opOpMIICHUE TPYIOBON KHIKKH.

CamocrosiTesibHast padoTa 00y4arommxcst 1

[TonroroBka MaTepuasa 1 HallMCaHUE 3CCE TI0 TEME 3aHATHSI.

Conepxanue y4eOHOro Marepuaja 9

[onsarus noroBopa. Bunsl noroBopoB. Obs3arenbHbIe pEKBU3UTHI JOTOBOPOB.

[IpaBuna odopmuenust moroBopos. IlpaBuna odopmieHHs NpPETCH3MOHHBIX

nuceM. QOpMynsp HCKOBOTO 3asiBJICHUSA, TPeOOBaHUS K €ro O(QOpPMIICHHIO. 4

3aKoHOMATENbHBIE aKThl W HOPMATHBHO-METOIUYECKHE JTOKYMEHTHI IO glli 1)11’31115323

) )

Tema 2.3. JOTOBOPHBIM JOKYMEHTaM. _ OK 03, OK 04,
JoroBopHo-npasoBas B TOM 4nc/Ie IPAKTHYECKUX 3aHATHI 4 OK 05. OK 09
AOKyMEHTaIusl [Ipaktuueckoe 3austre Ne 10. Oopmienne noropopa KyImim-npoaaxu 2 TP 1 3’ P 14 ’

[Ipaktuueckoe 3ansatue Ne 11. Odopmuenne u o6paboTKa MPETECH3MOHHBIX 9 JH” 15 ’

nceM

CamocrosiTesibHasi padoTa 00y4arommxcst

O3HaKOMJIEHHE C 3aKOHOAATEIbHBIMU aKTaMU U HOPMATUBHO-METOJUYECKUMHU 1

JIOKYMEHTaMU 10 JOTOBOPHBIM JOKYMEHTaM.
IIpome:xyToyHast arrecTanus B ¢gopMe 11 pepeHIUPOBAHHOIO 3a4eTa 2

Bcero:

51/23




3. YCJIOBHUA PEAJIN3AIIMA TPOTPAMMBI YYEBHOM TUCHUIIIUHBI

3.1. Jlas1 peanu3anuy NporpaMMbl y4eOHOM JMCHHUIIJIMHBI JOJKHBI ObITH NPEAYyCMOTPEHbI
cjeaylolue crenuajbHble MOMelleHus :

Kabuner «JloKyMeHTalIlMOHHOTO OOecneueHus YIpaBICHUs», OCHAIICHHBIH 000pyI0BaHUEM:
Iocka ydeOHasi, pabodee MECTO TMpernojaBaTelis, CTOJbI, CTYNbs (IO YHCIY OOYYaroIIuxcs),
TEXHHYECKHMH CPEICTBAMU KOMITBIOTEP C JIOCTYIOM K MIHTepHeT-pecypcam, CpeacTBa BU3yaTn3aluH,
HarJSIIHBIE TOCOOUSL.

3.2. UnopmanmnonHoe odecnevyeHne peajsu3amumn NporpaMmmbl

Jlist peanu3anuy mporpamMMbl OMOIHOTeuHbIN (PoHI 00pa3oBaTEIbHON OpPraHW3allid JOJKEH
UMEThb I[I€YaTHbIE W/WIM DBIIEKTPOHHBIE OOpa3oBaTelIbHbIE M HMH(DOPMAIIMOHHBIE PECYpPCHl IS
UCTONb30BaHUsI B oOpasoBarenbHOM mporecce. Ilpu ¢opmupoBanun O6ubmuoreynoro ¢onna
oOpa3oBaTenbHasi OpraHM3alUs BBHIOMpPAeT HE MEHEE OJHOTO HW3JaHHs U3 IEPEUUCICHHBIX HIDKE
NEeYaTHBIX U (MJIM) SJIEKTPOHHBIX M3JIaHWHM B Ka4eCTBE OCHOBHOT'O, NPH 3TOM CIIHCOK MOXET OBITh
JIOTIOTHEH JPYTUMHU W3/1aHUSMHU.

3.2.1. OcHOBHBbIE NeYaTHbIE U YJIEKTPOHHBIE U3AHUS

1. I'pozosa, O. C. Jlenonpou3BOACTBO: Y4eOHOE MOCOOHE I CpeaHero npodeccCuoHaTbLHOTO
obpazoBarust / O. C. I'pozoBa. — Mocksa: WMzmarensctBo [Opaiir, 2021. — 126 c. —
(ITpodeccuonanvuoe oOpazoBanme). — ISBN 978-5-534-08211-1. — TekcT: »aeKTpOHHBIA //
OopasoBarenbhas wiathopma KOpaiit [caiit]. — URL: https://urait.ru/bcode/472842.

2. JlokymMeHTalMOHHOE oOecneueHue yrpasieHus. CocTtaBieHHe M OQOpPMIICHHE AETOBBIX
nokymMeHToB: yueOHoe mocobue misi CIIO / cocraButenu E. M. bammakoBa. — CapatoB, Mockga:
[IpodoOpazoBanne, At [lu Ap Menua, 2021. — 144 c. — ISBN 978-5-4488-1080-0, 978-5-4497-
0964-6. — TekcT: AIeKTPOHHBIN // DIEKTPOHHBIA pecypc mudpoBoit odpaszoBarensHoi cpeapl CI1IO
PROFo6pasosanue: [caiit]. — URL.: https://profspo.ru/books/103343.

3. loponuna, JI. A. JIoOKyMeHTaIlMOHHOE OOECIIEYeHNE YNPABICHUS: YUYEOHUK U MPAKTHKYM
Ui cpeaHero npodeccuonansHoro oopasosanus / JI. A. loponuna, B. C. UputnkoBa. — Mocksa:
WzparensctBo FOpaiit, 2021. — 233 ¢. — (IIpodeccuonanbuoe obpazopanue). — ISBN 978-5-534-
05783-6. — Tekct: anektponnsli // OOpa3oBarenbHas miaatdopma IOpaiit [caiit]. — URL:
https://urait.ru/bcode/473802.

4. Kopuees, U. K. JlokymeHTaIIMOHHOE O0OeCTiedeHUE YIPABJICHHS: YICOHUK W TIPAKTUKYM ISt
cpenuero npodeccuonansHoro oopazosanus / U. K. Kopuees, A. B. ITmenko, B. A. MamryprieB. — 2-
e u3n., nepepad. u non. — Mocksa: U3narensctBo HOpaiit, 2021. — 384 ¢. — (IIpodeccuonansHoe
obpazoBanue). — ISBN 978-5-534-05022-6. — Tekcr: anexTpoHHbIi / OO6pa3zoBarenbHas miardopma
IOpaiir [caiit]. — URL: https://urait.ru/bcode/472550.

5. Ky3zneno, . H. JlokymeHTanmoHHoe oOecrieueHue yrpasieHus. JokyMeHTOOOOpOT u
JIETIOTIPOU3BOJICTBO: YUEOHUK M MPAKTUKYM IS CpeaHero npodeccuoHanibHoro oopasosanus / M. H.
KysnenoB. — 3-¢ usn., mepepad. u mon. — MockBa: M3natensctBo FOpaiit, 2021. — 462 c. —
(ITpoeccuonansnoe oOpazoBanue). — ISBN 978-5-534-04604-5. — Tekcrt: »5eKTpOHHBIA //
OopasoBarenbhas wiathopma KOpaiit [caiit]. — URL: https://urait.ru/bcode/470020.

6. Ky3uenoBa, 1. B. JlokymeHTannoHHOe obecrieueHre yrpaBlIeHUs: ydeOHOe 1mocodue ams
CIIO / W. B. Ky3nemnona, I'. A. Xauarpsin. — 2-e¢ u3g. — Caparos: [Ipodobpazosanue, Aii [Tu Op
Menua, 2019. — 166 c. — ISBN 978-5-4486-0404-1, 978-5-4488-0216-4. — TekcT: 2J1eKTPOHHBIH //
DIeKTpOHHBIN pecypc mudpoBoit oopazoBarenbHoit cpeapl CIIO PROFo6pa3osanue: [caiit]. — URL:
https://profspo.ru/books/80326.



3.2.2. JlonoJTHUTEIbHbIE HCTOYHUKH

1. Koncrurynus Poccuiickoii deneparuu.

2. I'paxmanckuii koneke Poccuiickoii @epeparumy, u. 1, 2, 3, 4 (B AelicTBYIOLIEH peaakIum).

3. TpynoBoit xonekc Poccuiickoit @enepanuu ot 30 nekadps 2001 r. N 197-@3 (TK PD) (B
JEUCTBYIOLIEH PEIAKIIUN).

4. TOCT 51141-98. Jlenonpou3BOACTBO U apXUBHOE J1e710. TEPMUHBI U ONIPEICIICHUS.

5.TOCT 6.10.5-87. VaudumupoBaHHbIE CHUCTEMBI JOKYMEHTalMH. 1peboBaHUS K
MOCTPOEHHUIO hopMyIIsipa-oopasiia.



4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMUS

YYEBHOU JUCITATLIAHBI

PesyabTaTsl 00yyeHHs

‘ Kpurepun onenkn

MeToabl OEHKH

Hepeqem, 3HaHI/II71, 0CBaAaMBACMbIX B paMKaxX JTHCHUIIJIMHBI

3HaTh:

NOHATHE, LeNH, 3aJadyd |
NIPUHIAITB IETOTIPOU3BO/ICTBA;

OCHOBHBIC IIOHATUA
JTOKYMEHTAalMOHHOTO
o0ecrieyeHus yrpaBlieHUs;

CUCTCMbI NOKYMCHTAIIMOHHOTO
obecrieueHust yrpaBIeHHUs,

KJIacCU(UKAUIO JJOKYMEHTOB;

TpeOOBaHMUS K COCTABJICHUIO U

0(OpMIICHUIO TOKYMEHTOB;

JleMOHCTpUpYeT 3HaHUE OCHOBHBIX
MOHSITUH, MPUMEHSEMBIX npu
OpraHM3aly JOKyMEHTOOOOpOoTa Ha

MPEANPUATHY;

JEMOHCTPUPYET  3HAHHME  LEJIEH,
3a7a4 " MPUHIIUIIOB
JIETIONPOU3BOJICTBA;

JNEMOHCTPUPYET 3HAHHE CHCTEMBI
JIOKYMEHTAllMOHHOTO obecrnieueHus
YIPABJICHHUS;

JEMOHCTPUPYET 3HaHUE

VYcTHbIi onpoc.
TectupoBanue.
KontponbHbie pabOTHI.
[TpoBepounbIie pabOTHI.
O1LieHKa BEINIOJIHEHUSA
JIOMAIITHETO 3aJaHHusl.

OpraHu3aIUIo KJaccu(UKaIuu TOKyMEHTOB, Or1ieHKa BBITIOTHEHUS
JOKYMEHTO0000pOoTa: pHUeM, TpeOOBaHUN K COCTaBICHUIO U MPAKTUIECKOTO
o0paboTka, peructpanusi, | 0hOpPMIICHHUIO JOKYMEHTOB; 3a1aHus
KOHTPOJIb, XpaHeHue JEMOHCTPHPYET 3HAHUE
JIOKYMEHTOB, HOMEHKJIATypa JIeJl. | OpraHu3aiuu JTOKYMEHT0000pOoTa:

npueM,  00paboTKa,  perucTparms,
KOHTPOJIb,  XpaHCHHWE  JOKYMEHTOB,
HOMEHKJIaTypa JIed.
IlepeyeHb ymMeHMii, 0CBaBaeMbIX B PAMKAX JUCIUMNIHHBI
Ymern: JleMoHCTpHpYeT yMeHHe 0pOpMIIATh
obopMIISITh DOKYMEHTAIMIO B | JOKYMEHTAIMI0O B  COOTBETCTBUU C 9
. . . KCIIEPTHOE
COOTBETCTBUM C HOPMATHBHOI | HOpMaTHBHOW 0a30if, B T.4. UCHOIB3Ys P
~ HaAOJIFOEHUE U
06a3oi, B T.4.  HCHONB3YsS | HHOOPMAIIMOHHBIC TEXHOIOTHH;
OILICHUBAHHE
UH(POPMAIMOHHBIC TEXHOJIOTHH; JEMOHCTPHUPYET yMEHHUE
BBITTOJTHEHHSI
YHUPUITUPOBATH CUCTEMBI | yHU(DHUIIPOBATH CUCTEMBI
WH/IMBUYAIbHBIX U
JIOKYMEHTAIUH; JIOKYMEHTAIUH; .
TPYMIOBBIX 33/IaHUN.
OCYIIECTBISITh XpaHEHHE U JEMOHCTPHUPYET yYMEHHE
Onenka pesyibTaTra
MOKCK JIOKYMECHTOB; OCYIIECTBIISITh XpPaHEHHE W  IOUCK
BBITIOJTHEHUS

OCYIIECTBISTh JIOKYMEHTOB;

MPaKTUYECKUX PadoT.
aBTOMATHU3AIHIO 00paboTKu JTEMOHCTPHUPYET yMEHHUe .

Tekyumnii KOHTPOJIb B
JIOKYMEHTOB; OCYIIECTBIISITh ABTOMATH3AIHIO "

opme
WCII0Th30BaTh 00pabOTKH JOKYMEHTOB; P
cobecenoBaHus,
TEJIEKOMMYHHUKAIIHOHHBIE JEMOHCTPHUPYET yYMEHUE
pelieHus

TEXHOJIOTUM B  DJEKTPOHHOM | HCIIOJIH30BATh

CUTYAIlMOHHBIX 3a/1a4.
JIOKYMEHTO000pOTE. TEJICKOMMYHUKAIIMOHHBIC TEXHOJIOTHU B

AIIEKTPOHHOM JOKYMEHTOOOO0pOTE.

JInuHOCTHBIE Pe3yabTaThl 00YYAIOIIMXCS YUUTHIBAIOTCS B X0/1€ OLIEHKU PE3yJIbTaTOB OCBOCHUS

y4eOHON TUCITUTIITUHBI.




