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1. OBIIASI XAPAKTEPUCTHUKA PABOYEN NPOT'PAMMBI YYEFHOM JJUCIHUILINHBI
OI1.04 loxymMeHTaNMOHHOE O0ecneyeHHue yIpaBjieHHueM

1.1. MecTo AMCUUIIMHBI B CTPYKTYPe OCHOBHOI 00pa3oBaTe/bHOIl MporpaMMbl:
Vuebnas gucuurummaa OI1.04 JlokymeHTanoHHOe oOOeCTieYeHne YIpaBlICHUS SIBISETCS
00s13aTEIbHON YacThio 00HIeTPO(ecCHOHAIBHOTO IIUKJIa OCHOBHOM 00pa3oBaTEeNbHON MPOrpaMMBbl B

cootBercTBUU ¢ PI'OC CIIO no crneuuanbHOCTH.
Oco6oe 3HavYeHne AUCHUILTNHA UMeeT pHu popmupoBanuu U pa3suruu I1K.1.1, TIK.1.3, OK 01,
OK 02, OK 03, OK 04, OK 05, OK 09.

1.2. llesb ¥ muIaHUpPyeMble Pe3yJIbTAThI 0CBOEHUS TUCHHUILINHBI:
B pamkax nporpaMMbl yueOHOUM AUCIUIUIMHBI OO YYAOIIMMUCS OCBAUBAIOTCS YMEHHS U 3HAHUS

Kon
OK, YmMmenus 3Hanus
K
IK.1.1 Odopmnsate  nmokymentanuto B | [lonsTre, 1enw, 3agadyd W MPUHIIATIBI
IIK.1.3 | coOoTBETCTBUU C HOPMATUBHOI 0a30H, B | I€TOTPOU3BO/ICTBA;
OK 01 T.4. HCHOJB3YyS WH(MOOPMAIMOHHBIC | OCHOBHBIE TIOHATHS  JIOKYMEHTAI[HOHHOTO
OK 02 TEXHOJIOTUH; obecrieueHust yrnpaBJeHHUS;
OK 03 YHUDUIIUPOBATH CHUCTEMBI | CHCTEMBl JOKYMEHTAIIMOHHOTO OOECTeYeHUS
OK 04 JIOKYMEHTAIUH; YIIPaBIICHUS;
OK 05 OCYIIIECTBJISATh XPaHEHHE U TOWCK | KJIACCH(PHUKAIUIO JOKYMEHTOB;
OK 09 | mokymeHTOB; TpeOOBaHUSI K COCTABJIICHHIO M O(GOPMIICHHUIO
JIP 13 OCYILIECTBIISATh ABTOMATHU3alHIO | TOKYMEHTOB;
JIP 14 00pabOTKH JOKYMEHTOB; OpraHu3aIMio JTOKYMEHTOO00pOTa: TIpHEM,
JIP 15 WCIIOJIb30BaTh 00paboTKa, perucTparusi, KOHTPOJIb, XPAHCHHE
TEJIEKOMMYHUKALIMOHHBIE TEXHOJIOTHH | JOKYMEHTOB, HOMEHKJIATypa Je.
B 2JIEKTPOHHOM JOKYMEHTOO00pOTE.




2. CTPYKTYPA U COJAEP KAHUE YUEBHOM JUCITATLIAHBI

2.1. O0beM yueOHOM AMCHMIIMHBI M BUABI Y4eOHO#l padoThI

Bua yueOHo# paGoThl O0bem B yacax

1 2
O0bem o0pa3oBaTeIbHOI NPOrpaMMbl Y4eOHOM JMCIHUIIIHHbI 51
B T.4. B (popMe NPAKTHYECKOH MOATOTOBKH 23
B TOM YHCIIE:
TEOPETUYECKOE 00yICHUE 20
MPaKTUYECKHUE 3aHITH 23
camocTosiTeNIbHas padoTa 6
MPOMEXYTOUHAsI aTTecTanus B Gopme qudhepeHITMPOBAHHOTO 3a4eTa 2

CamocTtosarenbHas paboTa oOydaromierocsi B paMkax o0pa3oBaTeIbHOW IMporpaMMbl yueOHOM
JTUCHMILTMHBI IIIaHupyeTcs B cootBeTcTBUU € TpeboBanusimu GI'OC CIIO B npenenax oobema yueOHOM
JMCIUTUIAHBI B KOJIMYECTBE YaCOB, HEOOXOIMMOM JUTS BBITIOJTHEHUS 3aIaHII CAMOCTOSTETbHON pabOThI
oOyyaromuxcs, IpeayCMOTPEHHBIX TEMAaTUYECKUM IUIAHOM, COAEp)KaHUEeM y4yeOHOM NUCLUIUIMHBI U
3aKperuIeHHOM B y4eOHOM IutaHe. Eciin yueOHBIM IIIaHOM NpeaycMOTpeHa caMoCTOsITeNbHas paboTa
10 JJAHHOW y4eOHO! AUCIUIUINHE, YKa3aHa e€ IpUMepHas TeMaTuKa, 00beM Harpy3KH U pe3ysbTaThl Ha
ocBoeHHne KoTopbix oHa opueHTupoBana (11K, OK u JIP).

®opma mnpoBeNeHHUS NPOMEXKYTOUHOM aTTeCTallMM Ompefensercs Yy4eOHbIM IUIaHOM IO
CIELMAIILHOCTHU U MpelyCMaTpUBAET He MeHee 1-2 yacoB Ha 3a4yeT U He MeHee 6 4acoB Ha HK3aMeH.

3a4eT NPOBOJUTCS 33 CUET YACOB, BBIACICHHBIX HA OCBOCHHE YU€OHON NUCLUIUIMHBL. DK3aMeH
0 y4eOHOH IUCLMIIIMHE MPOBOJUTCA 3a CUET YacOB, BBIJEICHHBIX HAa MPOBEAECHUE NMPOMEKYTOUHOMN
aTTeCTalluu, U He BXOIUT B 00l1ee KOJIMYECTBO YacOB, BbIJECICHHBIX Ha €€ OCBOEHHUE.

Cnucok TeMm A MOATOTOBKM M 3alUThl IPE3eHTalUuu OOHOBISETCA M HPENOCTaBIISAETCS
IIPEI01aBaTeNIeM TUCIHUILIINHBI.



2.2. TemaTu4ecKHuii IJIaH U COIeP:KaAHUE YUEOHO U CUUIIIMHBI

Koapl
KOMIIeTeHI M 1
Oo0bem, ak. 1/
JIMYHOCTHBIX
/ B TOM umcJIe
pe3yJbTaToB,
HaumenoBanmue pa3ae/ioB u Conepxxanue yueOHOro Marepuajia u (pOpMbl OpraHu3auuu B popme o
.. | bopmMupoBanuio
TeM JAeSITeJIbHOCTH 00y4aloINXCs NPaKTHYeCKOi pMHPp
KOTOPBIX
MOAr0TOBKH,
crnocodcTByer
akaji. 4
3JIeMEeHT
NMporpamMmbl
1 2 3 4
Paznen 1. Opranuzanus 10KyMeHT0000pOTAa HA PeANPUATHH 16/6
Copep:xanue y4yeOHOro marepuaja 7
3HadyeHWe W COoJepKaHUE NUCIHUIUIMHBI «JloKyMeHTarmoHHOE OOecTeueHne
ynpasieHus». [loHATHE TEPMUHOB <«IOKYMEHT», «IOKYMEHTHPOBAHHUEY,
«IOKyMEHTallMOHHOE  of0ecrieueHue  ympaBieHUs». YHudukauus u
CTaHJApPTHU3AIMU  YIPABICHYECKUX JOKYMEHTOB. (OCHOBHBIE TOHSATHS 4
nenonpou3BojicTBa. Knaccubukamnuss TOKyMEHTOB opranu3anuu. OyHKIUHA IIK.1.1, IIK.1.3
nokyMeHTOB. [loHsTME W cocTaB pPEKBU3UTOB JOKyMeHTa. (CXeMbl OK 01, OK 02,
Tema 1.1.
1 pacroyioKeHuss peKBU3UTOB. IloHsATHE W BUIBI OJAaHKOB JOKYMEHTOB. OK 03, OK 04,
OKYMEHT U CHCTeMa
y HopmaTtuBHO-TIpaBoBOE 0OECIICUCHHE NETOTIPOU3BO/ICTBA. OK 05, OK 09,
AOKYMEeHTAIUH =
y B ToM unciie NIpakTHYECKUX 3aHATHIA 2 JIP 13, JIP 14,
[Ipaktnueckoe 3anarue Ne 1. Pazpaborka (mpoekTupoBaHue) (PUPMEHHOTO JIP 15
ONlaHKa OpraHU3alMU C PA3IMYHBIMU CXEMaMU PACIOJIOXKEHUS PEKBU3UTOB C 2
UCIOJIb30BaHUEM UH(POPMAIIHMOHHBIX TEXHOJIOTHH.
CamocrosiTesibHast padoTa 00y4arOmMXxcst
O3HakoMJIeHHE C HOPMaTUBHO-IIPABOBBIMU JOKYMEHTaMHU IO 00ECIEYCHHIO 1
JIEIOTIPOU3BO/ICTBA.
Tema 1.2. Coaepikanue yueOHOro MaTepuajia 9




Oprann3anus

AOKYMEHT0000poTa Ha

NnpeAnpUsiTHH

[loHsiTHE W TPUHIMIIBI OpraHU3alH JOKyMeHTooOopota. CocTaB M ydeT
o0BpemMa TOKyMeHTOo0OopoTa npeAnpustuii. Opranu3aius paboThl ¢ BXOISIICH,
HCXOJALIEd W BHYTPEHHEH JoKyMeHTauuen. KoHTponb wucnonHeHus
JIOKyMeHTOB. Pabota ¢ BHyTpeHHUMH JOoKyMeHTaMu. @opMa HOMEHKIATyphI
Jen  OpraHM3auuu. basel  JaHHBIX  JUISI  XpaHEHUS  JOKYMEHTOB.
3akoHOJATENIbHbIE AaKThl W HOPMATHBHO-METOJMYECKHE JOKYMEHTBHI IO
apXMBHOMY XpaHEHHIO JOKYMEHTOB. OpraHu3anusi ONnepaTUBHOTO XPaHCHHS
nen. Pabora c 3anpocamu. PaboTta ¢ 3eKTpOHHBIMH TOKYMEHTaMHU.

B Tom uncie MNPAKTUHICCKHUX 3aHATHI

[IpakTueckoe 3ansTe Ne 2. CocTaBieHHE CXEMbl OpraHu3aluu paboThI C
BXOJAIIEH, HMCXOMAUIEd M BHYTPEHHEH JIOKYMEHTAMEH IpEeANpUATHS.
Ocy1iiecTBiIeHNE XPAaHEHUS U ITOUCKA TOKYMEHTOB.

[Ipaktnueckoe 3anstue Ne 3. Hcnosp3oBaHHME TEIEKOMMYHUKAIIMOHHBIX
TEXHOJIOTUH B JIEKTPOHHOM JJOKYMEHTOO0OPOTE.

CamocrosiTesibHast padoTa 00y4arouXxcst
IloaroroBka pedepara o Teme 3aHATHSL.

IIK.1.1, IIK.1.3

OK 01, OK 02,

OK 03, OK 04,

OK 05, OK 09,

JIP 13, JIP 14,
JIP 15

Pa3znesn 2. Buabl 1I0KYyMEHTOB U MOPSAA0K PadoThl C HUMU

33/17

Tema 2.1.

Opranu3anuoHHo-
pacnopsiuTeIbHbIE

AOKYMEHTbI

Conep:xanue y4eOHOro marepuasa

14

OpranuzanvoHHbIE JOKYMEHTHl — YCTaB, YYpeOUTENbHbIE JIOTOBOD,
noJyiokeHue. PacnopsiauTenbHble JTOKYMEHTHI — TIpUKa3, pacHopshKeHHE,
yKa3zaHue, MOCTaHOBJIEHUE, PELleHUE, WHCTPYKIUs, NpoTokoi. CrnpaBodHO-
UH(GOPMALMOHHBIE JOKYMEHTBI: CIIy>KeOHasi 3amMcka, OObsICHUTENbHAs
3amMcKa, akT, CIpaBKa, CIIyKEOHbIE MUChMa.

B ToM yunciie npakTHYeCKUX 3aHATHH

[Ipaktuueckoe 3anarue Ne 4. CocraBnenue u 0opMICHHE MIPUKA3a.

[Ipaktuueckoe 3anarue Ne 5. CocraBnenue u 0opMICHHUE PACTIOPSIKEHUSL.

HpaKTqucxoe 3aasaTtue Ne 6. CocraBiieHue U O(bOpMJ'IeHI/IC JCJIOBBIX ITMCCM.

IIpaktuyeckoe 3anarue Ne 7. OdopmiieHHe CrIpaBoK, TOKIAJHOMN U CIyKeOHOMH
3aIIUCKH, aKTa.

CamocrosiTesibHast padoTa 00y4arOmMxcst

Nl N NN

IIK.1.1, IIK.1.3

OK 01, OK 02,

OK 03, OK 04,

OK 05, OK 09,

JIP 13, JIP 14,
JIP 15




Iloaroroeka Marepuaia u CoO3JaHuC NPC3CHTANU 10 TCMC 3aHATHA.

Conepxxanue yueOHOro Marepuaja 10

JIOKyMEHTHpOBaHHE TPYAOBBIX mIpaBooTHomIeHud. CocTtaB U 0COOEHHOCTH

oopMIICHHS TOKYMEHTOB IO JITYHOMY cocTaBy. KOMIUIEKTOBaHHE JIMYHOTO 4

nena. Aproouorpadus. Pesrome. 3asBierne o npueme Ha padoTy. [Ipukassl o K11, TTK.1.3

auaHOMY coctaBy. llITaTtHoe pacniucanue. OK 01, OK 02,
Tema 2.2. B ToM 4HcCJIe NPAKTHYECKHUX 3AaHATHH 5 OK 03, 0K 04,
KanpoBasi njokymMeHTanus p OK 05, OK 09,

[Ipaktuyeckoe 3ansTre Ne 8. OdopmiieHne MPUKa30B MO JMYHOMY COCTaBY. 2 P 13. JIP 14

[Ipaktuueckoe 3anarue Ne 9. OdopmieHue TpyaoBoro JA0roBopa, npukasza o 3 JII; 15 ’

npueme Ha paboTy, opopmiieHUE TPYIOBOM KHUKKH.

CamocrosiTesibHast paboTa 00y4yaromMXxcst 1

[ToaroToBka Marepuasa U HaMCAHUE ACCE TIO TEME 3aHATHUSI.

Conep:xxanue y4yeOHOro marepuaJja 9

[Tonstus noroBopa. Bunel noroBopos. Obs3aTenbHble pEKBU3UTHI JOTOBOPOB.

[IpaBuna odopmienus aoroBopoB. IlpaBuia opopmieHHs] MPETEH3MOHHBIX

nuceM. QopMyssip UCKOBOTO 3asBJICHUSA, TpeOOBaHUS K €ro 0(opMIIEHHIO. 4

3aKOHOJIaTeNIbHbIE aKThl W HOPMATHUBHO-METOJUYECKHE JOKYMEHTBI IO gI;( 10'11’ g}lfé;

) )

Tema 2.3. JOTOBOPHBIM JOKYMEHTaM. _ OK 03, OK 04,
[JdorosopHo-npasoBasi B TOM 4HcJIe IPAKTHYECKHUX 3aHATHI 4 OK 05. OK 09
JOKYMEHTaIus [Ipaktrueckoe 3anstue Ne 10. OdopmiieHre 10roBopa KyIIu-Ipoaaxu 2 1P 1 3’ 1P 1 4’

[Ipaktuueckoe 3anstre Ne 11. Odopmienne u 00paboTKa MPETEH3UOHHBIX 5 JH” 15 ’

UCEM

CamocTosiTesqibHasi padoTa 00y4aroIMXcst

O3HakoMJIeHHE C 3aKOHOIaTeIbHBIMU aKTaMU U HOPMATHUBHO-METOAUYECKUMU 1

JOKYMEHTaMU O JJOTOBOPHBIM JOKYMEHTAM.
IIpomeskyTounas arrecrauus B ¢popme 1u(ppepeHUMPOBAHHOIO 3a4€eTa 2

Bcero:

51/23




3. YCJIOBUS PEAJIM3AIIAU TPOTPAMMBI YYEFHOM JUCIIUILIVHBI

3.1. /lns peaau3anuy NporpaMMbl y4eOHOM JMCHUIIIHHBI JOJIKHBI ObITH NPe1yCMOTPEHbI
caeayouye crenuajJbHble OMEICHHU

Kabuner «JlokyMeHTAaIMOHHOTO OOECTIeYeHHs YNPABJICHUS», OCHAIIEHHBIA 00OPYI0BAaHUEM:
nocka ydeOHas, pabodee MECTO MpernojaBaTelsi, CTOJNbI, CTylbsi (IO YHCIy OOydJarommxcs),
TEXHUYECKUMH CPEICTBAMHU KOMIIBIOTEP € TOCTYIIOM K MHTEpHET-pecypcaM, CpelicTBa BU3YyaIU3alluH,
HarJisIHble TOCOOUSL.

3.2. UudopmanuonHoe odecrneyeHne peaan3auuu NporpaMmbl

Jlyis peanmu3anuu mporpamMmbl OMOIMOTeUHbIH (HOHI 00pa30BaTEILHON OpraHU3aIMU JIOJDKEH
UMETh T[IeYaTHhIE W/WINM ODIIEKTPOHHBIE O0pa3oBaTeNbHbIE W WH(GOPMAIMOHHBIE PECYPCHI  JUIS
UCIOJIb30BaHUSA B oOpaszoBarenbHOM mpouecce. llpu ¢opmupoBanun OubamoreyHoro ¢oHaa
oOpa3oBaTenbHasi OpraHM3allUsl BBHIOMPAET HE MEHEe OJHOTO HW3JaHHWS W3 TEPEUYHCICHHBIX HIKE
MeYaTHBIX W (W) AJIEKTPOHHBIX HM3/IaHWA B Ka4eCTBE OCHOBHOTO, NPH TOM CIHCOK MOXET OBITh
JOTIOJTHEH JPYTUMH U3JaHUSMH.

3.2.1. OcHOBHBIE NNEYaTHBIE U 3JIEKTPOHHbIE U31AHUS

1. I'pozosa, O. C. Jlenonpou3BoaACTBO: yaeOHOE TTOcoOHe sl CPeaHEro MpOo(ecCHOHATBHOTO
obpazoBanust / O. C. I'pozoBa. — MockBa: WM3marensctBo IOpaiir, 2021. — 126 c¢. —
(ITpodeccnmonansHoe oOpaszoBanue). — ISBN 978-5-534-08211-1. — Tekct: 3IEKTpOHHBIA //
OopazosarenbHas iathopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/472842.

2. JloxymeHnTarmonHoe obOecnedenune ympasieHus. CocraBieHne W oQGOpMIICHUE ICIIOBBIX
nokymeHToB: ydeOHoe mocooue mist CIIO / cocraButenu E. M. bammakoBa. — CapartoB, Mockaa:
[MpodobpazoBanue, Aii [Tu Ap Menua, 2021. — 144 ¢. — ISBN 978-5-4488-1080-0, 978-5-4497-0964-

6. — TexkcT: amekTpoHHBIN // DJAEKTpOHHBIA pecypc mudpoBoit obOpazoBaTenbHOUM cpeapl CIIO
PROFo6pasoBanue: [caiit]. — URL: https://profspo.ru/books/103343.

3. Hoponuna, JI. A. JlokymMmeHTallMOHHOE 00ecrieUeHNe YIPaBIeHUs : YUCOHUK U TIPAKTUKYM TS

cpenHero mpodeccuoHanbHoro oo6pazoanus / JI. A. Jloponwna, B. C. HputukoBa. — Mockaa:
MznarensctBO Opaiit, 2021. — 233 c. — (IIpodeccuonanpHoe obpazoanue). — ISBN 978-5-534-
05783-6. — Texkct: anektponnbld // OOpa3oBarenbHas miatdopma IOpaiit [caiit]. — URL:

https://urait.ru/bcode/473802.

4. Kopuees, 1. K. JlokymenTanmonnoe obecredyeHre ynpapiaeHus: ydeOHUK U TPAKTUKYM IS
cpennero npodeccuonanbHoro oopazosanus / U. K. Kopuees, A. B. [Tmenko, B. A. Mamypues. — 2-
e u3l., nepepad. u gon. — Mocksa: U3natensctBo FOpaiit, 2021. — 384 ¢. — (IlpodeccronansHoe
obOpazoBanue). — ISBN 978-5-534-05022-6. — Texkcr: anekTponHslii / OOpa3zoBarenbHas miaThopma
FOpaiit [caiit]. — URL: https://urait.ru/bcode/472550.

5. Ky3nenoB, 1. H. JlokymeHTanmmonHoe obOecneueHue ympasieHus. JJOKyMEHTOOOOpOT u
JIeTIOTIPOM3BOICTBO: YU€OHUK U MPAKTUKYM [UIs CpeAHero nmpodeccuoHaibHoro oopasosanus / M. H.
Ky3nenoB. — 3-e u3zz., nepepad. u jnon. — Mocksa: M3natensctBo HOpaiit, 2021. — 462 c. —
(ITpodeccuonanbHoe obpazoBanue). — ISBN 978-5-534-04604-5. — TekcT: 37€KTpOHHBIA //
Oo6pasoBatenbpHast mwardpopma FOpaiit [caiir]. — URL: https://urait.ru/bcode/470020.

6. Ky3nenosa, . B. JlokymeHTannmoHHOE oOecrieueHue yrpaBlieHUs: yueOHOoe mocodue ais
CIIO / U. B. Ky3nenosna, I'. A. Xauatpsin. — 2-e u3a. — Caparos: IIpodobpazoBanue, Ait Ilu Dp
Menua, 2019. — 166 ¢. — ISBN 978-5-4486-0404-1, 978-5-4488-0216-4. — TeKcT: 2MeKTPOHHBIH //
DNeKTPOHHBIN pecypc mudpoBoit oopazoBarensHol cpenbl CIIO PROFo6pa3oBanue: [caiit]. — URL:
https://profspo.ru/books/80326.



3.2.2. /lonoJHUTEIbHbIE HCTOYHUKH

1. Koncruryuus Poccuiickoit denepannn.

2. I'paxpanckuit koaeke Poccuiickoit @enepanuu, 4. 1, 2, 3, 4 (B 1eHCTBYIONICH peIaKIINN).

3. TpynoBoii koaekc Poccuiickoit ®enepanuu ot 30 nexadps 2001 r. N 197-®3 (TK PD) (B
JNEHCTBYIOIIEH pelaKIim).

4. TOCT 51141-98. Jlenonpou3BOACTBO U apXUBHOE J1€J710. TEPMUHBI U OTIPEICTICHUSI.

5. TOCT 6.10.5-87. Yau(puUuupoBaHHBIE CUCTEMbI JOKYMEHTAIIH. TpeOOBaHUs K ITOCTPOCHUIO
dbopmyisapa-oOpasma.



4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHUSI
YYEBHOM JUCLUILINHBI

PesyabTaTsl 00yyeHus

Kpurepun onenkn

MeToabl OLIEHKH

HepequL 3HaHI/II7[, O0CBaAaUBACMbIX B paMKaX TUCIHHUIIJINHBI

3HaTh:
IIOHATHUEC, LCIIM, 3aJadu U
IMPUHOMIIBI JCJIOITPONU3BOACTBA,
OCHOBHBIC IIOHATHUA
AOKYMCHTAIITMUOHHOT'O
o0ecrnieueHus yrpaBJIeHHUs;
CHUCTEMBbI
AOKYMCHTAIITMUOHHOT'O
o0ecrnieueHus yrpaBJiIeHHUs;
KJIacCU(PUKAIIUIO
JTOKYMEHTOB;
TpeOOBaHUS K COCTaBICHUIO

1 0(hOPMIICHHIO JJOKYMEHTOB;

OpraHu3aINI0
JOKYMEHTOO0OpOTa:  TIPHEM,
00paboTKa, perucTpanms,
KOHTPOJTb, XpaHEeHUE
JOKYMEHTOB,  HOMEHKJIATypa
Jedt.

JeMoHCTpHpYyET 3HaHUE
OCHOBHBIX TOHSTHH, MPUMEHICMBIX
npu OpraHu3aIuu
JIOKYMEHTOO00O0pOTa Ha
PEIPHUSITHH,

JEMOHCTPUPYET 3HAHUE LEJIEH,
3a1a4 n IMPUHIIMUIIOB
JIeJIONPOU3BO/ICTBA;

JEMOHCTPHUPYET 3HAHUE CUCTEMBI
JOKYMEHTAIlMOHHOTO ~ 00ecreyeHust
yIpaBJICHUS;

JIEMOHCTPHUPYET

KJ1accu(PuKauu T0KyMEHTOB,

3HaHHUEC

TpeOOBaHUN K COCTaBICHUIO U
0(OPMIICHHIO JOKYMEHTOB;

JEMOHCTPUPYET 3HaHUE
OpraHu3alui  JOKYMEHT0000pOTa:
npueM, o0paboTka, perucrparus,

KOHTpPOJIb, XpaHEHHE JOKYMEHTOB,
HOMEHKJIaTypa Aedl.

YcrHbIi onpoc.
TectupoBanue.
KoHTtposbHbIE
paboTHI.
IIpoBepouHsle
paboTHI.
O1ieHKa BBITIOJTHEHUS
JIOMAIIIHEro 3aJ[aHMusl.
O1ieHKa BBITIOJTHEHUS
MIPAKTUYECKOTO
3aJlaHus

IlepeyeHb yMeHMii, 0CBAaUBAaeMbIX B PAMKAX JHCHUIIIHHBI

YMeTh:
0hOpMIIATh JOKYMEHTAIIHIO
B COOTBETCTBUU c

HOpPMaTUBHOW 0a3oif, B T.4.
WCIIONB3ysl MH(OpPMAaIMOHHBIE
TEXHOJIOTHH;
YHU(PHUIUPOBATH  CHCTEMBI
JOKYMEHTAIINH;
OCYILIECTBIISITh XpPaHEHHUE U
MIOUCK JIOKYMEHTOB;
OCYILIECTBIISITh
aBTOMAaTH3aIHIO 00paboTku
JOKYMEHTOB;
HCIIOJIB30BaTh
TEJIeKOMMYHUKAIIMOHHBIE
TEXHOJIOTUU B DJIEKTPOHHOM

JTOKYMEHTO000pOTE.

JlemoHcTpHpyeT yMEHUE
ohopMIATH  JOKYMEHTAlMIO B
COOTBETCTBUM C  HOPMAaTUBHOMU
6a3oii, B T.4. UCIIOJIB3YS

I/IH(l)OpMaLII/IOHHBIe TCXHOJIOTHH,

JIEMOHCTPHUPYET yMeHHe
yHU(UIHPOBATH CHCTEMBI
JTOKYMEHTALUH;

JIEMOHCTPHUPYET yMeHHe
OCYILIECTBIISATh XPAaHEHHE M IOUCK
JOKYMEHTOB;

JIEMOHCTPUPYET yMEHHE
OCYIIECTBIISATh aBTOMAaTHU3AIIHIO
00pabOTKH JOKYMEHTOB;

JIEMOHCTPUPYET yMEHHE
UCIIOJIb30BATh
TENICKOMMYHHKAIIMOHHBIE
TEXHOJIOTUU B ANEKTPOHHOM

JOKYMEHTO000pOTe.

DKCnepTHOE
HaOJIIOIeHUE U
OIICHUBaHHE
BBITIOJTHEHUS
WHIUBUAYAIbHBIX U
IPYIIOBHIX 3a/IaHUM.
Orenka pe3ysbTara
BBITIOJTHEHUS
MPAKTUYECKUX
paborT.
Tekymui KOHTPOJIb
B (hopme
cobece0BaHMS,
peleHns
CUTYaIlMOHHBIX
3a1ad.




