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1. OBIIASI XAPAKTEPUCTHUKA IPUMEPHOM PABOYEN TPOTPAMMABI
YYEBHOU JUCIHUATLIAHBI
OI1.04 JOKYMEHTAIIMOHHOE OBECIIEYEHUME YIIPABJIEHUA

1.1. MecTo 1McuMNJIMHBI B CTPYKTYpPe OCHOBHOM 00pa30BaTe/IbHOM NPOrpaMMbI:

VYyeOnass aucuuminHa «JloOKyMeHTallIOHHOE
00s3aTeNbHOM 4acThi0 00HIETPOGECCHOHANTBHOIO IUKIA MPUMEPHOH OCHOBHOW 00Opa3oBaTelbHON

obecreyeHue YHOpaBJICHUA»)  ABIACTCA

nporpammsl B cootBeTcTBUr ¢ @I'OC CIIO no crnenuaibHOCTH.
Ocoboe 3HaueHne TuCHMIUIMHA uMeeT npu popmupoBannn U pazButun OK 01, OK 02, OK
03, OK 04, OK 05, OK 09.

1.2. IIe.m: H INIAHUPYEMBIC PE3YJbTATHI OCBOCHUA TUCHUIIIMHBI:

B pamkax mnporpaMMbl y4eOHOW JMCHUILIMHBI OOYYAIONIMMHKCS OCBAaWMBAIOTCS YMEHUS

Y 3HAHUA
HII(C,O?)K Ymenust 3uanus

TIK.1.1 oopMIIATH JIOKyMEHTAIIIO B | MOHATHE, LEIW, 3aJa4yd W [PUHIUIBI

IIK.1.3 COOTBETCTBMM C HOPMAaTHBHOHM 0a30ii, B | IEIONPOU3BOJICTBA;

OK 01 T.4. UCTIONB3yS  WH()OPMANMOHHBIE | OCHOBHBIE TMOHATHS JOKYMEHTAIIHOHHOTO

OK 02 TEXHOJIOTHH; obecrieyeHus yIpaBJIeHUS;

OK 03 YHUPUIIPOBATH CHUCTEMBI | CUCTEMBI JOKYMEHTAI[MOHHOT'O

OK 04 JOKYMEHTALIUH; obecrieueHus yIpaBIeHuUs;

OK 05 OCYWIECTBIIATh  XpaHEHHE W  TIOUCK | KJIACCH(HKAIUIO JOKYMEHTOB;

OK 09 JIOKYMEHTOB; TpeOOBaHUS K COCTABIEHUIO U 0(OPMIICHUIO
OCYIIECTBIIATh aBTOMATH3AIUIO | TOKYMEHTOB;
00pabOTKH IOKYMEHTOB; OpraHu3alMi0 JOKYMEHTOOOOPOTa: MpHUEM,
WCHONB30BaTh TEJIEKOMMYHHUKAIIMOHHBIE | 00paboTKa,  perucrpanus,  KOHTpOJIb,
TEXHOJIOTHH B 3JIEKTPOHHOM | XpaHEHHWE IOKyMEHTOB, HOMEHKJIaTypa JIel
JIOKyMEeHT0000poTe




2. CTPYKTYPA U COJAEP)KAHUE YYEBHOM JUCHUILINHBI
2.1. O0beM yueOHOI JMCHMIIJIMHBI M BUABI Y4e0HOH padoThI

Bun yuyeonoii padoTsi O6bem B yacax
O0bem o0pa3oBaTeIbHOI NPOrpaMMbl Y4eOHOI THCIUTLINHBI 38

B T.4. B ()OpMe NPAKTHYECKOH MOATOTOBKHU 36

BT. 4..

TEOPETHUYECKOE 00yUCHUE 24
MIPAKTHYECKUE 3aHATHI 12
Camocmosmenvuas paboma * 2
IMpomexyTouHasi aTTecTAIINSA 0

! CamocrosTenpHas paboTa B paMKax 00pa3oBaTelbHOM IIPOrpaMMEI ILIAHUPYETCs 00pa3oBaTelbHON OpraHu3alueil B
cootBercTBUH ¢ TpeboBanusamu OPI'OC CIIO B mpenmenax oObeMa y4eOHOH IUCHUILUIMHBI B KOJIMYECTBE YacoB,
HEOOXOIUMOM JIJIsl BBITOJTHEHUS 3aJJaHHH CAMOCTOATEILHOW PabOThl 00YYAIOMIUXCS, IPETyCMOTPEHHBIX TEMAaTHUECKUM
TUTAHOM U COJIepKaHHeM Y4eOHOW TUCITUILIHHEL.



2.2. TeMaTHYeCKHH IJIAH U COAEPKaAHME YUeOHOM JUCHMIIIIMHBI

Oo0beM, akag. 4/ B

Koanl
KOMIIeTeHITH I
H JUYHOCTHBIX

pe3yJabTaToB?,
HaumenoBanmue Copep:xanue yueOHOro Mmatepuaja u GopMbl OPraHu3aluu e TeJbHOCTH TOM 4ucJje B popme
pa3aesioB H TeM o0yJaromuxcs NMPaKTHYeCKOH (bopripoBario
KOTOPbIX
MOATOTOBKH, aKaJ. 4
CIoco0CTByeT
3J1eMeHT
NporpaMMbl
1 2 3 4
Pa3zpen 1. Opranusauusi 10KyMeHTO000pOTAa HA NPEeANPUSITHA 4/-
Tema 1.1. Conep:xaHue yue0HOro MaTepuaJia 2
JloKyMeHT H 3HaueHne W COJACpKaHWE JUCUUILTUHBI  «JlOKyMEHTalMOHHOE oOecreveHue K 1.1 TIK.1.3
cucremMa YIpaBJICHUS. [lonsTHe TEPMUHOB «IOKYMEHTY, «IOKYMEHTHUPOBAHHUEY, OK 01’ OK 02 ’
AOKYMeHTAIMHU «IOKYMEHTAIIHOHHOE O00ecCreyeHrne YIpaBieHUs». YHU(QUKAUUS W CTaHAAPTHU3ALUH OK 03’ OK 0 4’
yIpaBJIeHYECKUX JOKyMeHTOB. OCHOBHBIE TIOHATHS JeNONpon3BoacTBa. Kiiaccudukamnms 2 OK 0 5’ OK 0 9’
JOKyMeHTOB opranuzauud. OyHkunm nokymeHToB. IloHSATHE M cocTaB PEKBU3HMTOB ’
JnokyMmeHTa. CXeMbl pacrofioxKeHHsl peKBU3UTOB. [[oHSITHE U BUABI OJIAaHKOB JOKYMEHTOB.
HopmaTuBHO-TIpaBoBO€ 0OecredueHre 1eI0pon3BOACTRA.
Tema 1.2. Coaepsxanue y4e0HOTo0 MaTepHuaJia 2
Opranusanus [ToHsiTHE W TPHHIUIBI OpraHU3alMK JOKyMeHTooOopoTa. CocTaB M ydeT oObema [K.1.1, TIK.1.3,
JOKYMEHT0000pOTa | TOKYMEHTOO00pOTa mpeanpuatuii. Opranusaius paboTel ¢ BXOIAIIEH, UCXOMAMEH U OK 01, OK 02,
HA NpeInpUATHH BHYTpeHHe# nokymeHTauueil. KoHTpomp wucnonHenus pnokymeHToB. Pabora c 5 OK 03, OK 04,
BHYTPEHHUMH JOKyMEHTaMH. ba3pl gaHHBIX 11  XpaHEHUS  JIOKYMEHTOB. OK 05, OK 09
3aKoHOJATeNbHbIE aKThl M HOPMAaTUBHO-METOJMYECKHE JOKYMEHTBHI IO apXHBHOMY
XpaHEeHHUIO JIOKyMeHTOB. PaboTa ¢ 3anpocamu. Pabota ¢ 3JIeKTpOHHBIMHU JIOKYMEHTaMH.
Paznen 2. Buabl 10KyMEHTOB U MOPSAAOK PadoThl ¢ HUMH 26/16
Tema 2.1. Coaeprxanue y4eO0HOTo MaTepuaJia 12 MK.1.1, TIK.1.3,
OpraHu3alioHHbIE JOKYMEHTBl — YCTaB, YUYPEOUTEIbHBIE JOrOBOD, IOJIOKEHHE. 4 OK 01, OK 02,
PacriopsautensHble JOKYMEHTH — MPUKa3, paclopsbKeHUE, YKa3aHue, MOCTaHOBIEHHE, OK 03, OK 04,

2 B cootsercteuu ¢ ITpunoxenuem 3 ITOOIL.




OpraHu3aumoHHO-
pacnopsiiuTe/JbHbIE

AOKYMCHTBI

peleHne, WHCTPYKIHA, mporokoi. CrpaBoYHO-HH(POPMAIIMOHHBIE JTOKYMEHTHI:
ciryxeOHas 3aITUCKa, 00BICHUTENbHAS 3aIMCKa, aKT, CIIPaBKa, CIIy)KeOHBIC ITUChMa

B ToM uMciie npaKTHUYECKUX 3aHATHI

IIpaktrueckoe 3anrstre Ne 1. CocraBieHue 1 0ohOpMIICHHE PaCTIOPSKEHUS

[pakTrueckoe 3anstue Ne 2. CocTaBlieHUE B O(OPMIICHHUE JICTOBBIX TTHCEM

IIpakTudaeckoe 3anstre Ne 3. OdopmiieHne cripaBoK, JOKIAJTHOMN 1 CITy>KeOHOH 3am¥CKH,
aKTa.

OK 05, OK 09

Tema 2.2.
Kaaposas
AOKyYMeHTANMA

Conep:xaHue yueOHOro MaTepuasia

JloxyMeHTHpOBaHIE TPYAOBBIX MpaBooTHOIIEHHH. CocTaB 1 0cOOEHHOCTH 0(hOPMIICHHS
JOKYMEHTOB I10 JJUYHOMY cocTaBy. KoMriekroBanue nudHoro nena. ABroonorpadus.
Pestome. 3asBneHue o nmpueme Ha paboty. [Ipukasel nmo nuuHomy cocraBy. IlltaTHoe
pacnucasue.

B ToMm umncie MNPAKTHYCCKHUX 3aHSATHH

[Mpaktuaeckoe 3austue Ne 4. OopmiieHre TPUKA30B M0 TUYHOMY COCTABY.

[IpaxTruaeckoe 3ansaTre Ne 5. OopmieHre TpyI0BOrO JOTOBOPA, MPHUKa3a O MpUeMe Ha
paboTty, ohopMIICHHE TPYAOBOM KHIKKH.

MK.1.1, [IK.1.3,
OK 01, OK 02,
OK 03, OK 04,
OK 05, OK 09

Tema 2.3.
JorosopHo-
npaBoBas
AOKYMeHTAMA

Conep:xanue yueOHOro MaTepuaJa

Ionsitust noroeopa. Bunel noroBopos. O0s13aTebHBIE PEKBU3UTHI 10roBOpoB. [Ipasuna
odopmienust goroBopos. [IpaBuiia opopmieHHs] MPETEH3MOHHBIX muceM. DopMmyIsip
WCKOBOTO 3asiBICHUs, TpeOOBaHUS K ero ohOopMIICHHIO. 3aKOHOJATEIbHbIE aKThl M
HOPMAaTUBHO-METOJNYECKUE JOKYMEHTBI 10 IOTOBOPHBIM IOKYMEHTaM.

B ToMm uucae MNPAKTHYCCKHUX 3aHATHH

[MpakTrueckoe 3austre Ne 6. OdopMiIeHHE T0r0OBOPa KYILTU-TIPOIAKH

ITpaktuueckoe 3anstue Ne 7. OdopmiteHre 1 06pab0TKa NPETEH3NOHHBIX TUCEM

IK.1.1, IIK.1.3,
OK 01, OK 02,
OK 03, OK 04,
OK 05, OK 09

HpOMeHCYTO'lHaﬂ aTrrecraumus

Bcero:

32




3. YCJIOBUS PEAJIM3ALIMA YYEBHOM JUCIUILIAHBI

3.1. [as peanu3anuM NPOrpaMMbl Y4eOHOH JMCHUILUIMHBI JOJLKHbI OBbITh
NpeayCMOTPEeHbI cJIeAyIolHe CliellHaJbHbIe IOMeIeHUs:

Kabuner  «JlokyMEeHTalMOHHOIO  OOeclie4eHUs  YIPaBICHHUA»,  OCHAIIECHHBIN
o0opyI0BaHHEM: J0CKa ydeOHas, pabouee MECTO IpernojaBaTelis, CTOJbl, CTYIbs (110 YHUCITY
00yyaroImuxcs), TEXHUYECKUMHI CpPEICTBAMH: KOMIIBIOTEP C JIOCTYIIOM K HHTEpPHET-pecypcam,
CpeCTBa BU3yalIM3alliK, HarJIs,IHbIe IOCOOUS.

3.2. UnpopmannoHHoe obecrniedeHne peajn3alui NPOrpaMMbl

Jis peanmu3anuu MPOrpaMMbl OMONMMOTEYHBINH (QOHI 00pa3oBaTENbHON OpraHU3alUud
JIOJDKEH MMETh MeYaTHbIe W/UIIH AJIEKTPOHHBIE 00pa3oBaTesibHbIe M WH(POPMALMOHHBIE PECYPCHI
JUTSL KICTIOJIh30BaHUS B 00pa3oBaTenibHOM Tiporiecce. [Ipu hopmupoBannu 6ubarorednoro Gouga
00pa3oBaTeNbHOW OpraHW3alMeil BHIOMpACTCS HE MEHEE OJIHOTO M3JaHUS M3 NEePEUHCICHHBIX
HW)KE TICYaTHBIX M (WJIK) AJIEKTPOHHBIX U3JIJaHHUI B KAYECTBE OCHOBHOT'O, IIPH 3TOM CITHCOK MOXKET
OBITh JTOTIOJIHEH PYTUMH H3IaHUSMH.

3.2.1. OcHOBHbBIE NleYaTHbIE U YJIEKTPOHHbIE U3TaAHUS

1. I'pozoBa, O. C. Jlenmonpou3BOACTBO : y4eOHOE MOCOOME Il CPEIHEro
npodeccuonansHoro obpazosanus / O. C. I'pozoBa. — Mocksa : U3natenberBo FOpaiir,
2021. — 126 c. — (IlpodeccuonansHoe ooOpazoBanue). — ISBN 978-5-534-08211-1. —
Texkct : snextponHbld // OOpazoBatenbHas minatgopma IOpaiit [caiit]. — URL:
https://urait.ru/bcode/472842.

2. loxymeHTanmoHHoe obecrneueHue ymnpasieHus. CocraBieHue u ohopmieHue
JIEJIOBBIX JOKYMEHTOB : yueoHoe nmocodue anst CIIO / cocraButenu E. W. bammakoBa. —
Caparos, Mocksa : [IpodobpaszoBanue, Aii [Iu Ap Menua, 2021. — 144 c. — ISBN 978-
5-4488-1080-0, 978-5-4497-0964-6. — TekcT : ANEKTPOHHBIN // DIEKTPOHHBIN pecypc
nudposoit obpazoparensHor cpeast CIIO PROFoOpazoBanme : [caiit]. — URL:
https://profspo.ru/books/103343

3. Hoponuna, JI. A. JlokyMeHTaIMOHHOE 00eCreueHUe yIpaBIeHUs : YIeOHUK U
NPaKTUKYyM JJIs cpegHero npodeccuoHanbHoro oopasosanus / JI. A. Jloponuna, B. C.
HputukoBa. — Mocksa : MU3narensctBo FOpaiit, 2021. — 233 ¢. — (IIpodeccuonanbuoe
oOpazoBanue). — ISBN 978-5-534-05783-6. — Tekcr : 91eKTpOHHBIA //
Oo6pasoBartenpHas mwardpopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/473802

4. Kopuees, . K. JlokymeHTallMoHHOE OOecrieueHre yIpaBieHus : y4eOHUK U
MPAaKTUKYyM JJisi cpenHero npodeccuonansHoro oopasosanust / M. K. Kopuees, A. B.
[Tmrenko, B. A. MamypueB. — 2-e u3f., nepepad. u morn. — MockBa : M3naTenscTBo
FOpaiit, 2021. — 384 c¢. — (Ilpodeccuonansuoe obpazosanue). — ISBN 978-5-534-
05022-6. — Tekcr : anexTpoHHbIi // Obpa3oBarenbHas miuardopma KOpaiit [caiiT]. —
URL.: https://urait.ru/bcode/472550

5. Kysnenos, WM. H. JlokyMeHTaluoHHOe ~ OOecleYeHne  YIpaBlIeHHs.
JIOKyMEeHTOOOOpPOT ¥ JIEIONPOM3BOJICTBO : YYEOHMK M TPAKTHKYM Ui CpEIHEro
npodeccuonansHoro obpazosanms / . H. Ky3nemoB. — 3-e¢ usn., nepepad. u jom. —
Mocksa : U3narensctBo IOpaiit, 2021. — 462 c¢. — (Ilpodeccrnonansaoe 06pazoBaHue).
— ISBN 978-5-534-04604-5. — Texkcr : anekTponHbIi // OOpa3oBarenbHas miatdhopma
FOpaiir [caiiT]. — URL.: https://urait.ru/bcode/470020


https://urait.ru/bcode/472842./

6. Ky3nenosa, . B. JlokyMeHTallMOHHOE OOECTICUCHHE YTPABICHUS : y4eOHOE
nocobue mns CIIO / U. B. Kysnenona, I'. A. Xauatpsn. — 2-e uzn. — Capatos :
[TpodobpazoBanue, Aii [Tu Dp Meaua, 2019. — 166 c. — ISBN 978-5-4486-0404-1, 978-
5-4488-0216-4. — Tekct : DIEKTPOHHBIM // DNEKTPOHHBIA pecypc LUPpPOBOU
obpazoBarensHoii  cpeasl  CIIO  PROFoGpazoBanme :  [caiit]. —  URL:
https://profspo.ru/books/80326

7. ITaBnosa, P. C. JlokyMeHTammOHHOE OOecIieueHre yMpaBICHUS : YIYCOHUK IS
cro / P. C. [TaBnoBa. — Cankr-IletepOypr : Jlans, 2021. — 416 c. — ISBN 978-5-8114-
6959-8. — TekcT : anekTpoHHBIH // JIaHb : aneKTpoHHO-0MOMMoTeyHas cuctema. — URL:
https://e.lanbook.com/book/173087

8. [TaBnoga, P. C. JlokyMeHTHpOBaHHE YIPABICHYECKON ACATEIBHOCTH : yueOHOe
nocobue st crio / P. C. [1aBnoBa. — Cankr-IlerepOypr : Jlanp, 2021. — 272 c. — ISBN
978-5-8114-7067-9. — TexkcT : snekTpoHHBIH // JlaHb : 31MEKTPOHHO-OMOIMOTEUHAs
cucrema. — URL.: https://e.lanbook.com/book/173092

3.2.2. JlonoJtHUTEIbHbIE HCTOYHUKH
1. Konctutyuus Poccuiickoit @enepanmu

2. I'paxxnanckuii koneke Poccuiickoit denepanuu, 4. 1, 2, 3, 4 (B neicTByIOMICH
peIaKium)

3. TpynoBoii koxekc Poccuiickoii @enepanuu ot 30 nexadpst 2001 r. N 197-03
(TK P®) (B nelicTBytomiei peaakium)

4. ITaBnoBa, P. C. JlokymeHTaunoHHoe oOecrieuyeHue yrpasieHus. JlenoBas
nepemnucka : yuyeOnoe nocobue s cmo / P. C. [1aBnoBa. — Cankr-IletepOypr : Jlaus,
2022. — 152 c. — ISBN 978-5-8114-8298-6. — Texkcr : snektpoHHbId // JlaHb :
sneKkTpoHHo-0ubmoreunas cucrema. — URL.: https://e.lanbook.com/book/193314

5. Eropos, B. II. Jlenonpon3BoCTBO U PEXKUM CEKPETHOCTH : YUEOHUK IJis CIO /
B. I1. Eropos, A. B. CiuabkoB. — 2-¢ u3j., crep. — Cankrt-IlerepOypr : Jlanp, 2022, —
312 c. — ISBN 978-5-8114-9442-2. — Tekct : 31eKTpoHHBIHA // JlaHb : 3JeKTpOHHO-
oubnmmoreunas cucrema. — URL.: https://e.lanbook.com/book/195428

6. EropoB, B. II. JlokymeHTOBeneHHWE W JOKYMEHTAI[MOHHOE OOecredeHne

yhpaBieHus B ycloBusx nu¢ppoBoit s3xoHomuku / B. I1. Eropos, A. B. CnuHbkoB. — 2-¢
u31., crep. — Canxt-IlerepOypr : Jlanp, 2022. — 372 ¢. — ISBN 978-5-507-44331-4. —
Texkct : osnexTpoHHbIl // JlaHp : 31eKTpoHHO-OMOnMOTeyHass cucrema. — URL:

https://e.lanbook.com/book/220493

7. ITanoga, P. C. KondunennuampHOE IEI0MPON3BOJICTBO : Y4eOHOE ocoOue st
cno / P. C. [TaBnoBa. — Cankrt-IletepOypr : Jlans, 2021. — 308 ¢. — ISBN 978-5-8114-
7000-6. — Texkcr : anekTpoHHBIH // JlaHb : 3neKTpoHHO-OMOMMoTeuHas cuctema. — URL:
https://e.lanbook.com/book/169795

8. [TaBnoBa, P. C. Jlemompou3BoaCTBO MO OOpamieHUsIM TpaKaaH @ y4eOHOe
nocobue st cro / P. C. [1aBnoBa. — Cankr-IlerepOypr : Jlanp, 2021. — 280 c. — ISBN

978-5-8114-7002-0. — TexkcT : »neKkTpoHHBIH // JlaHb : 31MEKTPOHHO-OMOIMOTEUHAs
cucrema. — URL.: https://e.lanbook.com/book/169797
9. EropoB, B. II. JlokyMeHTanmnmoHHOe  OOECI€YeHHEe  YIpPaBICHUS

HEroCyJJapCTBEHHBIX OpTaHU3AIMI B YCIOBHSIX U(PPOBOI SIKOHOMHKH : yueOHOE TTocoOue
ns crio / B. I1. Eropos, A. B. CniunbkoB. — Cankt-IlerepOypr : Jlans, 2021. — 216 ¢c. —



ISBN 978-5-8114-7924-5. — TekcT : 35eKTpoHHbIH // JIaHb : 3eKTpOHHO-O0UOIMOTeUHAs
cucrema. — URL.: https://e.lanbook.com/book/180803



4. KOHTPO.JIb U OLIEHKA PE3YJIbTATOB OCBOEHMSI
YYEBHO JUCHMUILINHBI

Pe3ynbTaThl 00y4eHus’

| Kpurepun ounenku

MeTtoabl OLIEHKH

Hepe‘leﬂb 3Haﬂﬂﬁ, OCBaAUBA€MbIX B paMKaX JUCHUIIJIMHBI

3HaTh:

MOHSTHE, TIENH, 33/1a91 U IPUHIIUIIE]
JeTOTPON3BO/ICTBA;
OCHOBHBIE HOHSTHUS
JTOKYMEHTallHOHHOTO 00eCTIeYeH s
yIpaBIICHHUS;
CHCTEMBI JTOKYMEHTAIlMOHHOTO
obecrniedeHus! yrpaBieHuUs;
KJ1accu(UKAIHIO JOKYMEHTOB;
TpeOOBaHUS K COCTaBICHUIO U
0 OPMIICHUIO TOKYMCHTOB;
OpTraHu3alnio JIOKYMEHTOO00pOoTa:
mpueM, 00paboTKa, perucTpanus,
KOHTPOJIb, XpAaHEHUE IJOKYMEHTOB,

HOMEHKJIaTypa Jei

JIEMOHCTPHPYET
OCHOBHBIX

3HAHHE
TOHATHH,
MPUMEHSIEMbIX MPU OpPTaHU3aAIMU
JOKYMEHT0000poTa Ha
MPEINPUSITHY;

JIEMOHCTPUPYET 3HAHUE LENEH,
3ana4 u MPUHIIAIIOB
JIeTTOTIPOU3BO/ICTBA;
JEMOHCTPHUPYET 3HAHUE CHUCTEMBI
JOKYMEHTAIIHOHHOTO
oOecrieyeHus yIpaBIcHUs;
JEMOHCTPUPYET 3HaHUE
Knaccu(puKaIu JOKyMEHTOB,
TpeOOBaHMI K COCTaBICHHUIO U
0 OpPMIIEHUIO TOKYMEHTOB;
JEMOHCTPUPYET 3HaHUE
OpraHM3aIluy JTOKyMEHTO000pOTa!
preM, o0paboTKa, perucTpanus,
KOHTPOJIb, XpPaHEHUE TOKYMEHTOB,

HOMEHKJIaTypa Jei

VYcrHblit omnpoc.
TectupoBanue.
KonTponbHBIE pabOTHL.
[IpoBepounsbie paboTEHI.
O11eHKA BBIIOJIHEHU
MPAKTUYIECKOTO 3aJ[aHusl.

IlepeueHb yMeHMii, 0CBaBaeMbIX B PAMKaX AUCHUIIMHBI

YMerTs:

ohOpMIISITE  JOKYMEHTAIlMI0 B
COOTBETCTBHM C  HOPMAaTHBHOMW
6a3oii, B T.4. UCTIOINB3Y S

UH(OPMAIMOHHBIC TEXHOJIOTHH;
YHU(DUIHPOBATH CHUCTEMBI
JTOKYMEHTAIINH;

OCYIIECTBISITh XPAaHEHHE M TOHUCK
JIOKYMEHTOB;
OCYILECTBISITh ABTOMATH3AIMIO
00paboOTKH IOKYMEHTOB;
UCIIOJIB30BATh
TEJICKOMMYHHUKAIUOHHBIC
TEXHOJIOI'UHU B QJICKTPOHHOM

JIOKYMEHTO000pOTe

JEMOHCTPUPYET
opopMIATE  JTOKyMEHTALMIO B

YMEHHUE
COOTBETCTBUM C HOPMaTHBHOMN

0a3ofi, B T.4.  HCHOJNB3YS

HH(i)OpMaLII/IOHHLIe TCXHOJIOI'NH,

JIEMOHCTPUPYET YMEHHUE
yHUDHUIIPOBATH CHUCTEMBI
JIOKYMEHTAIINH;

JIEMOHCTPUPYET YMEHHUE
OCYILECTBISITh XPAHEHHE U MOUCK
JIOKyMEHTOB;

JIEMOHCTPUPYET YMEHUE
OCYILIECTBISITh ~ ABTOMATHU3ALIUIO
00paboOTKH IOKYMEHTOB;
JIEMOHCTPHPYET yMEHHE
UCIIOJIB30BaTh
TCJIICKOMMYHUKAIIUOHHBIC
TEXHOJIOTHH B  DIJICKTPOHHOM

JIOKyMEHTO000pOTE

DKcrepTHOE HAOI0IeHNE
U OIICHUBaHKE
BBITIOJTHEHHUS
WHIIMBUIY aJIbHBIX U
TPYIIIOBBIX 3aJIaHUH.
Orenka pe3ynprara
BBITTOJTHEHHS
MPaKTHYECKUX padorT.
Texynuii KOHTPOJIb B
thopme cobecemoBanus,
pELICHUs CUTYaIlHOHHBIX
3ajad.
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JIACIUIIIAHBL.

JImaHOCTHBIE pe3yNbTaThl OOYYAIOMIMXCS YYHUTBHIBAIOTCS B XOJE OIICHKH DPE3YyJIbTaTOB OCBOCHHS y4eOHOM




