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1. HACnOPT PAEOHEH IIPOrPAMMbl YHEEHOH
flHCHHIIJIIlHEI

«fHoKyMCHTau,MOHHoe oSecneneHMe ynpaBJieHHsi»

1.1. OSjiacxb npHMeneHHH paSoHCH nporpaMMbi
PaSonaa nporpaMMa yneSHOH AHCUHnnHHM «^OKyMeHTauHOHHoe o6ecneHeHHe

ynpaBjieHHfl)) aBMexca HacTbK) oohobhoh npo^eccHOHaJiBHofi o6P“OBaTMbH^ 
paapaeoTaHa b cootbstctbmh c ©FOC CDO no cnennajiBHOc™ cpeanero npo^eccuoHMbHoro

—* *
npoiJjeccHOHaJibHOM o6pa30BaHHH (a nporpaMMax noBbimeHnaflOnOJlHHieJIbHOM 

KBaJiHcJmKauHH h nepenoAroTOBKH).

12 Meero vHeSnoH a.cnHn.ii.Hbi b crpyKxype ochobhoh npo^eccnoHanbuou
oSpaaoBaTejibHoii nporpaMMbi: yneGHaa flHcnunjraHa exoaht b npo^eccHonanbHbra wnw.

0CB06HHH1.3. IJe-iiH h janawii yicfmoH fliicnnnjinnbi - rpeSoBamiH k peiyni.iaiaM
VHCGhOH AHCUHIIJlHHbi:
B peayjibTaTe ocBoenHa yHe6HOH ^HCUHnjiHHbi oSy^aiomHH AOJiacen yMexb.
-0(j)0pM.nHTb OpraHHSaUHOHHO-pacnOpHAHTeBbHbie AOKyMCHXbl b cooxbcxcxbhh

FOCTom;
- ocymecxBJWXb o6pa6oxKy bxoahiuhx, BHyxpeHHHx h Hcxoflamux AOKyMeHxoB

C ACHCXByiOmHM

, KOHXpOJIb sa HX

HcnojmeHHeM;
- od)OpMAHXb AOKyMCHXbl AJIH nepCASHH B apXHB OpraHHSaUHH.
B pesyAbxaxe ocbochhb yneGHOH AHCAHnjiHHbi oGy^aiomHH aoidkch 3Harb.

AOKYMeHxa, ero cBOHCTBa, cnocoSbi AOKyMenxHpoBaHHa;
o^opMJieHHB opraHHsaAHOHHO-pacnopJiAHxeJibHbix AOKyMenxoB- noHHXHe

- npaBHAa cocxaBJieHH^ h

(OPfl) oSecnenenHa ynpaBJieHM (AOV)
H KOH^HASHAHaAbHOXO- cHcxeMy h XHnoByio xexnoAorKK) AOKyMenxauHOHHoro 

_ ocoSeHHOcxH AeJionpouBBOACXBa no oSpamennAM rpa>KAaH
AejionpoH3BOACXBa.

ocbochhc nporpaMMbi yHeSnon AHCunnjiHHbi:nacoB Ha1 4. PeKOMeiiAyeMoe koahhcctbo
MaKCHMajibHOH yHeSnon narpyaKH oSynawmnxcB 48 nacoe, b xom nncne: 
OSasaxeAbHon ayAHXopnon yneGnon narpysKH oGynaiomnxcH 32 nacoB, 
CaMoexoHxeAbHOH paSoxbi o6yHaK)mHXCH 16 hbcob.
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2. CTPVKTyPA M COAEP^CAHHE yMEEHOM flHCipiIUIHHH 

06i>eM yneGHOH flncuHnJiHHbi h bhaw yncSHOH paSoxti

OSbcm nacoB_________ Bha yneGHOH pa6oTbi_____________
MaKCHMaAbHaa yHeSHafl narpysKa (scero)_________
06H3aTejibHaa ayAHTopnafl yneSnaB narpysKa (Bcero)

B TOM HHCAe: ________ _______________
JlaGopaTopHtie pa6orbi___________ _____________
npaKTHHecKHe sanaTHa______________________
CaMocTOflTeJibHafl paSora oSynaiomeroca--------------

--------------- HTorosaH arrecTauHH b cJ)opMe AH^epeHimpoBaHHoro sanexa-

48
32

10
18
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2.2. TeiwaTHHecKHii nJian h coaepvKaHHe yneSHOH nHCUHn^imw

YpOBCHb
OCBOCHHH

OGbcm
nacoB

jiaSoparopHbie h npaKTHnecKHeCo^ep^aHHe yHeGnoro MaxepHaJia, 
pafioTM, caMOCTPHTeJibHaa paSoxa oGyHaiouiHXCfl

PainftJl 1. JoKVMeHXHpOBaHHeynpaBJieHHCCKOfi jeaxe^bHOCXH------------------
ynp,™.., no-™

ero cBOHCTBa, cnoco6bi jiOKyMeHTHpOBaHHfl. UeJiH, 3aaaHn

HauMCHOBaHHe pasaejiOB h xcm
24

12

nOKYMCHTa,
d)VHKUHH, cjry)K6bi noKYMeHTauHOHHoro oSecneBCHHa ynpaBJieHHa._
CaMocxoaxejibHan paSoxa oGynaioraHxcfl:

onopHbix KOHcneKTOB, pa6oxa c y^eSnoH jiHTepaxypon.

11
TeMa 1.1.

^OKyMCHT H CHCTCMa 
JIOKy MCH TaUH H

CocxaBJieuHe
nOflXOXOBKa COo6meHHH no HCXOpHH JieJTOnpOHSBOJICXBa

f^^oBaHHasi CHCTCMa opraHHsaiiHOHHO-pacnopsiaHTeiibHbix opraHHsamm 4

(OP®.noHaxne BHaneHne, co*ep>KaHHe TOCT P 7.0.97-2016 «HauHOHaJibKbiii 
’ Pocchhckoh OeAepauHH. CncxeMa cxanflapxoB no nn^opMannH,

aejiy. OpraHHBannoHHO-pacnopaanxejibHaBcxannapx
OnOjiHOxenHOMy n nsaaxejibCKOMy
AOKyMeHTaiiHa. Tpe6oBaHHa k o(J)opMaeHHio noKyMeHTOB».
TpeOoBanHH k o4>opMJieHHio noKyMenxoB
opr^HMPHOHiro-npaBOBaa^p^aiopaflHTejibHaa^ cnpaBoaHO-HH(i)opMauHOHim.

OpraHHsaiiHOHHO-npaBOBbie flOKyMeHTH: ycxaB, ynpejniTejibHbffl aoroBop, 
noaoKenHa, npaBHJia BHyrpeHHero TpyaoBoro pacnopaAKa.
CnpaBOHHO-HH^opMannoHHbie
oObacHHxejibHas sanncKa, anx, cnpaBKa, cJiyxceOnHe

opraHHBannn:Tewa 1.2.
OpraHHaannoHHO- 

pacnopajiHxejibHbie noKyMeHTbi

sanncKa,flOKJiajiHaB 
nncbMa.

flOKyMCHXbi:
32

IIpaKXHHeCKHe SaHHXHH
1. 0<|>opMJieHHe peKBH3HXOB AOKyMeHTOB.
2. O^opMJienne opraHHBannoHHO-pacnopsmnxeJibHbix
^nnTBCTrTRHH C VCTaHOBACHHblMH TpeSoBaHMaMH.-----------

BflOKyMCHXOB
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V pOBCHt 
OCBOeHHfl

06i.eM
H3C0B

jiaSoparopHbie u npaiciHHecKHeCoAcp5KanHe y^eSnoro MaxepHajia,
paSoTbi, caMOCTOATe^bHaa paSoxa o6yMaiomHXcg-------------------
CaMOcxosxeJibHafl paGoxa oGynaiomHxcH
CocraBJieHHe onopnbix KOHcneKTOB. noji6op SnanKOB .aoicyMeHTOB.

HaMMCHOBaHHe pa3Ae.TiOB h xcm
13

12
Coziep5KaHne yneSHoro waxepMajia.
^OKyMeHTHpoBaHHe npaBooxHonieHHH
CocxaB H 0C06eHH0CTH o4)0pMJieHH« AOKyMCHTOB no JTHHHOMy cocxaBy 
nopaAOK 0(i)0pMJieHHJi xpyAOBon KHIOKKH

12
IIpaKXHMecKHe saHHXHH:
CocxaBAenne KOMnneKxa 
npHeMe Ha paGoiv. Tpyaosaa KHn»Ka, JiHHHaa KapTO^Ka, urraxHoe pacnHcaHHe.
CaMOcxoflxejibHaH pa6oxa oSyMaiomHxcH:
CocxaBJieHHe onopnbix KoncneKTOB.
CocxaBJieHne n o^opMAenne pesioMe, noncK n noA^op

Tewa 1.3.
KaApOBaa AOKyMenxanHa

KaAposon AOKyMeHTaunn: pesioMe, saABAenne o

12

BaKancHH

12
CoAep5KaHne yneGnoro MaxepnaAa.
OcoSennocTH cocxaBAennH n o^opMAenna Aene^nbix n ^HnancoBO pacnexHbix 

AOKyMCHTOB
Q j)OpMAeHHe AHHHOH AOBepeHHOCTH______________ ___________________ ____
CaMOcxoHxejibHaa pa6oxa o6yHaiomHxcsi:
OtJjopMAenne AOBepennocTH 
Pa6oxa c yHeSnon AHxepaxypoH
IIoAroTOBKa k samnxe oTnexoB no pesyAbxaxaM npaKxnnecKnx paPox---------------
CoA£P5*faHHe yneOHoro MaxepnaAa.
rionaxHe Aorosopa, coraameHHA, npoxoKOAa paanorAacnn 
TnnoBafl 4>opMa KonxpaKxa 
Bham AoroBOpOB: KynAH-npoAa^n, mchbi, 
ycAvr, nopyneHHA, komhcchh, h x.A-
XoBapoconpoBOflHTejibHbie flOKyMeHTbi: nx SHaHenne n nopwoK o<l)opMaeHHa 

Tpe6oBaHHA k ofoopMAenino ncKQBbix aaaBACHHH
IIpaKXHHeCKHe aaHHXHH
CoexaBACHHe H Ot^OpMACHHe AOFOBOpOB 
KOMMepnecKOxo aicxa, npoxoKOAa pasnorAacnn^

TeMa 1.4.
^eneacHbie n ^nnaHCOBO- 

pacnexHbie AOKyMenxbi

12

12

nocxaBKH, B03Me3AHoro oKaaanHH
Tewa 1.5

/^oroBOpno-npaBOBaa
AOKyMenxanna 22

(nocxaBKH, KynAH-nponaacn),
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YpOBCHb
OCBOeilHfl

06i>eM
MaCOB

jiaSopaxopHbie h npaKTHHecKweCoaepJKaHHe yHeSnoro Mayepnajia,
paGoxbi, caMOcxoflxejibHafl pa6oxa o6yHaiomHxcfl------- ------------------- -----------
CaMOCxonxeJibnafl pa6oxa oGynaiomHXcsi:
MSYHeHHe BHJIOB BHeiBHe3KOHOMHHeCKHX KOHipaKTOB (KOHOCaMeHT).
Pa6oTa c KoncneKTOM, jiHTepaTypofi, HopMaTiiBHO-npaBOBOH AOKyMeHTauHeM,

HawMCHOBaHHe pa3AejiOB n xcm
12

cocxaBJieHHe onopnoro KOHcneKxa
nonroxoBKa k samHTe othctob no pesyjibTaxaM npaxTHMecKHx pabox

PasAeJi 2 OpxaHinauHH paSoxw c AOKyMenxaMH
32

CoaepwaHHe yHeSHoro MaxepHajia.
CocxaB n yneT oGbewa flOKyMeHTooSopoxa opraHHsauHH
OpraHHsauMH pa6oTBi c «OKyMeHTaUHei4, nocrynaiomeH b opraHHaamm: npaeM 
BxoaaiHHx AOKyMCHTOB, aKcneflHUHOHHaa o6pa6oTKa, npe^BapHTejibHoe 
paccMOTpeHHe H pacnpefleJieHHe, peracTpapHB, paccMOTpeHHe AOKyMCHTa
pyKOBOACTBOM, paccMOTpeHHe.
OxnpaBKa Hcxoflamax AOKyMeHTOB 
XlepcAana AOKyMeHTOB BHyrpH opranBBauHH 
YhCT flOKyMCHTOB
KOHTpOJlb HCnOJlHCHHe jxoxyMCHTOB.
OpraHHsamui h xexuHKa KOHTpojw HcnoJiHeHHa
THHOBbie H HHAHBHAyaJIbHbie CpOKH HCnOJIHCHHH ^OKyMCHTOB
CwcxeMa ACKHA <'aBxoMaxii3HpoBaHHbifi KQHxpoJib BcnoJiHeHM flOKyMCHXQBj—
CaMOCxoflxejibHan paSoxa oSynaiomHXCH
npe^cxaBJieHHe sxoaamHX flOKyMenxoB B BH^e GaoK-cxeMbi 
npe^cxaBJicHHe HexoasmHX AOKyMenxoB b bhac 6jioK-cxeMbi 
CocxaBJieHHe onopHoro KOHcneKxa
BbraojiHCHHe aaaaHHH no paSoxe c acypnajiaMH perHCxpapHn Bxoflamux h

HCXOflgUlHX JOKYMeHTOB ______ _____________ ____ ______________ ______
CojjepiKaHHe yneSHoro MaxepHajia.
Bh^bi o6pameHHa rpawiaH b rocyAapcTBeHHbie h o6mecxBeHHbie opraHbi 
rtopaflOK paccMOTpeHHa oGpameHHH
IIoiiroxoBKa k apxHBHOMy xpaHeHHio aen c o6paineHHHMH rpaxc^aH 
KoH*iweHiBiaJibHHe noKyMCHTbi h coflep*amHe KOMMepnecKyio xaHHy. 
OcoSeHHOCTH HX aamuTbi h nopwoK xpaHeHHH. Ynex, cnHcanne, xpaHeHne h 
nopa^QK yHHHxoaceHHa j,0KVMeHT0B cnyacedHoro nojib30BaHHa-----------------------

Tewa 2.1
nonaxHC flOKyMeHTOo6opoxa. 

THnoBbie xexHoaoraH o6pa6oxKH 
^OKyMCHXOB B opraHHsauHH

12

22

Teiwa 2.2
Oco6eHHOCTH padoxbi c 

oxaeabHbiMH
rpynnaMH ^oxyMeHTOB
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YpOBCHb
OCBOCHHfl

OSbCM
MaCOB

CoAcp^KaHHe yneSHoro MaTepnaJia, jiaGoparopHtie h upaKTHnecKHe
paSoxbi, caMOCTOHTejibHafl paGora oSyHaiomHXCH_______ ,__________ ______
CaMOCTOflxeJibHaa pa6oxa oSynaiomHXca:
CocraBJieHHe onopHoro KOHcneKia, paGora c yaeGHOH jiHrepaxypoH, 
nonroxoBKa AOKjia^a Ha xeMy «MarepHajibi xura cJiyweGnoro Hcnojib30BaHHa h 
coflep^caniHe KOMMepnecKyio xaHHy»_______________________________________
CojiepacaHHe yneGHoro Maxepwajia
CHCTeMaTH3auHM jjOKyMeHTOB h hx xpaHenne. HoMenKJiaxypa flea. 
MHflHBHflyajibHbie, cboahhc, npHMepubie h xnnoBbie HOMCHKaaxypbi flea. 
O^opMaeHHe HOMeHKiiaxypbi flea 
TpeSoBaHna k o^opMaeHHK) flea
XpaneHHe flOKyMCHXOB b cxpyxxypHbix noflpaafleaeHHax
3KcnepxH3a uchhocxh flOKyMeHXOB
noflroxoBKa flea k cflaae b BeflOMCXBeHHbra apxHB.
SaKOHOflaxeabHbie 
<l)eflepaabHOH apxHBHOH cayacGoH no xpaneHmo flOKyMeHXOB.
BsaHMOflencxBHe cayxcG flOKyMeHxauHOHHOxo oGecneneRHa ynpaBaeHHa h 

opxanoB flaa ^opMHpOBaHHa ochobbi flaa nocaeflyioiixero

HaHMCHOBaHHe paifleaoB h xcm

11

14

flOKyMCHXBIHopMaxHBHo-MexoflnaecKHeHaKXbl
Tcmb 2.3

OpraHHsauHa onepaxHBHoro 
XpaHCHHa flOKyMCHXOB H 

noflroxoBKa hx k aKXHBHOMy 
XpaHCHHK)

BeflOMCXBCHHblX
xpaHCHHa h HcnoabaoBaHHa flOKyMCHXOB.
EflHHCXBO xpeGosaHKH K XpaHCHHK) flOKyMeHXaUHH B fleaOHpOHSBOflCXBe H
apxHse
npaKXHHCCKHe 3aHHTHH
CocxaBaeHHe HOMCHKaaxypbi flea h o(J)opMaeHHe aKxa 06 ot^opMaeHHH flea k

YHHHXOXCeHHK)___________________ ______________ _________________________
CaMoexoaxeabHaa pa6oxa ofiyMaJomHxca
CocxaBaeHHe 6aoK-cxeMbi «riopaflOK nepeflann flea b apxHB»
noflroxoBKa npesenxanHH na xeMy ((OcoGchhocxh o^opMaeHHa h xpaneHHa flea
c pasaHHHbiMH cpoKaMH xpaHeHHa»________________________________________
CoflepacaHHe yMeGnoro Maxepiiaaa
KoMHbioxepHsaHHa fleaonpOH3BOflcxBa b opraHHsanHH, khk ycaoBHe BHeflpeHHa 
rocyflapcxBeHHOH chcxcmbi flOKyMCHxanHOHHoro oGecneaeHHa ynpaBaenna. 
MaiHHHOHHxaeMaa flOKyMenxaHHa. HocHxean, npHMenaeMbi npH C03flaHHH 
flOKyMeHXOB h xpe6oB3HHa K HX flOKyMeHXaM.
Cocxas, nopaflOK pacnopaaceHHa h npaBHaa o^opMaeHHa ochobhbix peKBH3HxoB 
flOKyMeHXOB c Hcnoab3QBaHHeM KQMHbtoxepa _______________ ________ ______

22

11

12

Tewa 2.4
HcnoabSOBaHHe II3BM b

fleaonpoH3BOflcxBe
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ypOBCHb
OCBOCHHH

06i>eM
MaCOB

jiaSopaTopHbie h npaKTimecKHeCoAcp^caHHe yHe6noro MayepHajia, 
paSoTbi, caMocToarejibHaH paSoxa o6yHaiomHXCHHaiiMenoBaHHe pasACJioB h tcm

22
FIpaKTHHecKoe saHATue
npOBCflCHHe aBTOMaTH3HpOBaHHOM o6pa6oTKH flOKyMeHTOB, 
TPnPvnMMVHHKami0HHbix TexHQjiorHH B 3JieKTpoHHQM floKyMenToo6opoTe.------ -

C HCIT0Jlb30BaHHeM

Hcn0Jib3OBaHMe

12
CaMocToarejibHaH pa6oTa oSyiaiomuxca
CocTaBJieHHe h o^opMJieHHe ynpaBBCHHecKHX aoKyMCHTOB
nnn «Word» H «Excel»

4$Bcero:
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3. yCJIOBHfl PEAJIH3AIJHH nPOFPAMMbl /[HCUHTlJlHHbl

MHHHMajibHOMy MaTepHajibHO-xexHHHecKOMy ofiecneneHHio ^3.1 Tpe6oBanHfl k
PeajiHsauHa

KaSHnexaxpeSyex HaJIHMHHyneSHOH
npo^eccHonajibHbix flucuunjiKH.
06opyaoBaHHe yneSHoro KaSHnexa:
-nocaaoHHbie Mecxa no KoiranecTBy oSynaroinnxcH; 
-paSonee mccto npenoziaBaxejiH;

^HCUHnJlHHbl

-jiocKa;
-yneSHO-MexoAM^ecKoe oSecneHenne;
-SBAanna Ana npaKxnnecKHX aanflXHH;
-3aAaRH3 ajih caMoexosixejibHOH BHeayAHXopnoM pa6oxbi;

BonpocoB h npaKxnnecKHX aaAanHH jxjih noAroxoBKH k aanexy;-nepeHCHb 
-BapwaHTbi SnjiexoB k sanexy. 
TexHHHecKHe cpeACXBa o6yHeHHa:

.ko», ^. ■

cnpaBOHHon jinxepaxypbi no npo6jieMaM AHCunnjiHHbi^
PlnxeDHex h coBpeMCHHOH cnpaBOHHOH Saae.
- ^opmh npoBeaeHHs KOHcyjibrauHH (rpynnoBbie, HHflHBHAyaiibHbie, nHCbMeHHbie,-/Jocxyn k cexn 

KoHcyjibxaunH
ycxHbie) onpeAenaioTCfl oSpaaoBaxeAbHbm yxBepxcAeHneM

3.2 Hn^opMauHOHiioe oSecneHeinie oSyHeHHfl

OcnoBHbie hcxohhhkh:
TpyaoBofl ,o«o W™ N ™

AonoJineHHJiMH) [3jieKxpoHHbin Ap®®y??L,/
http://www.consultant.ru/document/cons_doc_LAW__3465J/
2. OeAepajibHHH aaKon «0 nepconajibHbix AaHHbix» N 152-03
AOnOJlHCHHJIMH) [3jieKXp0HHbIH /

AOnOAHeHHHMIi) PjieKTpOHHHH P,®^La /
http://www.consultant.ru/document/cons_doc__LAW_4__
4 FOCT P 7 0 97-2016 «HauHOHajibHbin cxanAapx Pocchhckoh OeAepaunn 

flOKyMeHTauH«. TpeBoBaHM k o4»opMAeHmo AOKyMeHTOB» N 2004-cr or O8^2016 J”P
pecypc]. — Pokhm Aocryna: http://www.consultant.ru/document/cons doc 216461/
5. iloKyMenTOBeAenne 2-e hm., nep. n Aon. YneGHHK n npaxxHKyM a^ CnO[TeKCx]/ Hoa P a 

^opoHHHOH. - M.: lOpanx. - 2019. - 309c.
6 KasaiceBHH T. A., XKajmn A. H. AoKyMenxauHOHHoe A T, T

CTO [Tckcx]/ T. A. KaaaKeBHn, A. R TKaJinn.

OX 27.07.2006 (c H3MCHeHHSMH h
Aocxyna:POKHM

. CncxeMa cxaHAapxoB

no

. Jl.A.

oGecnenenne ynpaBnenna 2-e hsa., ncnp. h
- M.: lOpanx. -

Aon. yneGnHK h npaKxnxyM Ana 
2019.- 177c.

.w.™y-».cno[t™]/

t:r^To": AAC’™™. y'iA. ». cno IT,..,]- o. c rp«.... -m,
lOpanx.-2019.- 126c.
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HirrcpiiCT-pecypcbi:
1. www.sekretariat.ru
2. www.kadrovik-praktik.ru
3. www.garant.ru
4. www.consultant.ru

i
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4. KOHTPOJIb H OUEHKA PE3VJIBTATOB OCBOEHHfl

0>OpMbI H MeTOflbl KOHTpOJlfl H 
nilCHKH pesyjibraTOB oSyHCHHfl

PesyjibTaxbi oSyneuHn 
^nCROCHHbie VMCHHg, VCBOCHHbie 3HaHHfll

OcROeHHbie VMCHHH
ywerb: 3amnTa npaKTH^iecKHX pa6ox 

3amHxa BLinoJiHeHHbix ^oMauiHHX 
sa^aHHii

npaBHJlbHOCTb 
B COOTBeTCTBHH C

nposepHTb04)OpMJiaTb
O^lOpMJieHHH flOKyMeHTaUHH 
yCTaHOBJieHHbIMH TpeSOBaHH^MH, B TOM HHCJIC 
HCnOJ[b3yH HH^OpMaUHOHHbie TeXHOJIOrHH

H

SamHxa npaKTHHecKHx pa6ox 
3amHxa BbmojineHHbix flOMamHHX

o6pa6oxKyaBTOMaTH3HpOBaHHyK)npOBOAHTb
^OKyMCHTOB

saaaHHH
SamHxa npaKTHHecKHx pa6ox 
SamHxa BbinoJiHeHHbix flOManiHHx

OcymecTBJiaxb xpaneRHe h hohck AOKyMeHTOB

saflaHHH
3amHxa npaKTHHecKHX pa6oxxejieKOMMyHHKauHOHHbie 

OJICKTpOHHOM HOKYMeHTOoSopOTe _
VCBOeHHbie 3HaHHfl

HcnojibSOBaxb 
xexHOJiorHH b

nHCbMSHHblH,Onpoc (ycxHbiH,
TeCTOBblH)

3Haxb:
OcHOBHbie noHaxH^: ueiiH, sa^anH, npHHunnbi 

flQKyMeHTauHQHHoro o6ecneBCHHH ynpaBBenHH 
CHCTCMbi AOKyMeHTamiOHHoro oSecneneHHM 
ynpaBJieHHH, hx aBTOMaxHsauHio

riHCbMeHHblH,Onpoc (ycxHbiH, 
xecTOBbin)

Onpoc (ycxHbiH, nncbMeHHbin, 
xecTOBbin)

KnaCCH^HKaUMK) flOKyMCHTOB

nHCbMCHHblH,Onpoc (ycTHbin,
TeCTOBbin)

Onpoc (ycxHbin, nncbMeHHbin, 
xecTOBbin)

Tpe6oBaHHs k cocTaBJienmo n o^opMJienHio 
AOKyMCHTOB

OprannsannK) ^oKyMCHTOoSopoxa: npneM, 
o6pa6oxKa, perncTpannH. KOHxpojib, xpanenne 
aoKyMCHTOB, HOMCHKnaxypa acn __.-----------

HxOPOBblH KOHXpOJlb
^H^^epeHunpoBaniibrn sanex
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