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1. IACTIOPT PABOYEN TPOTPAMMDI YYEBHOU
JTMCHMILIAHBI
«JloKyMeHTalHOHHOE 00ecreueHne yNpaBacHHU

1.1. O61acTL NpuMeHeHHs paboyeil MPOrpamMmel
Pabouasi TIporpamMma y4eOHO# IUCIMIIIHHEL «JJOKYMEHTaIHOHHOE 00ECTICUEHHE

YIIpaBJIeHUs ABIASCTCS HaCThIO OCHOBHOM TIpO(heCCHOHATBHOH 06pa3oBaTENbHON IPOrPaMMBL X
pa3paGoTaHa B COOTBETCTBUM C ®TOC CIIO no crenuaibHOCTH CPEIHETO 11poheCcCHOHANBHOTO
oGpasosanust 19.02.10 Texnonorns npOXyKIHHA 0OMIECTBEHHOTO IHTAHMA. .

PaGouas mporpaMma y4eOHOH MMCUMIUIMHBL ~MOXCT OpiTh HUCIIOJIB30BAHA B
JIOTIONHATENBHOM  TIPO(QECCHOHATBEHOM ofpasoBanuu (B~ NporpamMmax  IOBBILICHHS
KBanH(pUKANHY 1 [IEPETIOATOTOBKH).

1.2. Mecro y4eOHOil JHCUMIUIMHLI B CTPYKTYpe ocHOBHOI1 TpodeccHOHANLHOM
o0pasoBaTeJbHOA NPOrpaMMbl: yueGHas IUCIUIIINHA BXOANUT B npodeCcCHOHATBHBIN UKL

1.3. e u 3amaun y4eOHOH ANCHHMIMHBL = TpefoBaHHs K pe3yabLTaTaM OCBOCHUA
yueOHOH NNCUMILIMHDL:

B pe3ybTare OCBOSHUS yUeOHOH MHCLHIITIUHEL 06 y4aroLIuii JOJKCH yMETh!

-0()OpMIIATE OPTraHHU3ALHOHHO-PACTIOPANUTELHBIC JOKYyMEHTBI B COOTBETCTBHH C ASHCTBYIOLIMM
I'OCTowm;

- OCYIIECTBAATH 06PaboTKy BXOAAIINX, BHYTPCHHAX 1 MUCXOISLIMX AOKYMEHTOB, KOHTPOJIb 38 HX
HCIONHEHUEM;

- 0hOpMISTb HOKYMEHTBI JULS MEPEAAti B apXUB OpraHu3aluy.

B pe3ybTaTe 0CBOSHHA yqeOHOH AHCLUILIAHBL o6yuaromii 10JKeH 3HATD:

- OHATHE JIOKYMEHTa, €r0 CBOMCTBA, CIIOCOOHI IOKYMEHTUPOBAHIIL

- mpasHia COCTaBNeHus M OhOpMICHHA OpraHM3AIHOHHO-PACTIOPSAUTENBHEIX  JIOKYMEHTOB
(OP[)

- CHCTeMy ¥ THTIOBYIO TEXHOIIOTHIO JIOKYMEHTAIMOHHOTO oGecneuenns ynpasnerus (J10Y)

- 0cOBEHHOCTH [ENONPOM3BOACTBA IO OOpalleHnsAM Tpaxiad M KOH(UACHIHUAIBHOTO
IeS0TIPOY3BOJICTRA.

1.4. PexomenayemMoe KOJIHIECTBO HacoB HA 0CBOCHHE nporpaMmbl yueGHOi JHCUMIIIMHBL
MakcuManpHOH yaeGHoH Harpy3kn 00yJaroumxes 48 gacoB, B TOM YHCIIE:

O6s3aTenbHOM ayaAuTOpHOH yueOHOM Harpy3Ky ofyuaromuxcs 32 4acos;

CamocToATENbHOM paboThl 00y JatOTLUXCS 16 vacos.



2. CTPYKTYPA U COJEP)KAHHE VUEBHOM TN CIUILJIAHDBI

O6bem yueGHOoH THCHMILTHHBI H BUbI yuefHoii paGoTsI

Buj yuebHoil paGoThl O0bem 4acoB
MaxkcuManibHas yueOHas Harpyska (Bcero) 48
O6s3atenbHas ayauTopHas yueOHas Harpyska (Bcero) 32

B TOM YHCJIC:

JIaGoparopHbie paboThl

[IpaxTHYeCKHEe 3aHATUS 10

CamocToaTenbHas padoTa 00y4alomerocs 18

Avorosas arrecrauns B popme JuddepeHUnPOBAHHOTO 3ayerTa-




2.2. TemaTH4ecKuil MJaH ¥ coaepKaHne yueOHOH ANCIMILTHHDI

HaumeHoBanue paiaeios H TEM

Copepxanne yuebnoro Marepnaia, nabopaTopHbie W NPAKTHYECKHE
| pa6oTbl, CAaMOCTOATENLHAT paGora 00yJaromIHXCH

O6nLem

qacoB

YpoBeHb ]
0CBOCHUH

Paznpen 1. JlJokyMeHTHPDOBAHHE ynpaBjeRyecKoi 1eaT¢bHOCTH

24

Tema 1.1.
JloxyMeHT K CHCTEMA
JIOKYMEHTALINH

Copeprxanue y4eOHOro maTepuaa

[lonsTHe, CYIHOCTh AOKYMECHTAUIMOHHOTO obecneueHus ynpapienus. [lonsarue
JOKYMEHTa, €ro CBOHCTBZ, criocobsl  mokyMmeHTHpoBanas. llenm, 3amadd #
GyHKLLH, CITYXKOBL JOKYMEHTALMOHHOTO ofecneuenys yIpaBicHHS. "

CamocTosTenbas pafora o0yuarmuxcs:
CocTaB/cHYE OTIOPHBIX KOHCIEKTOB, paboTa ¢ yaebHO# TMTEPaTyPOH.
[ToxroToBKa coOOIEHU# O HCTOPHH JEeTOTPON3BOACTBA

Tema 1.2.
Oprasu3aloOHHO-
PACTIOPSIATENBHBIE JIOKYMCHTBI

Copepxanue y1e0HOro marepuala

VHUpUUEPOBAHHAS CHCTEMA OpraHM3alliOHHO-PACTIOPAIMTEIBHBIX OpraHu3auni
(OPL). :

[TopsiTMe, 3HAUYCHME, CONCPKAHHE TOCT P 7.0.97-2016 «HanuonanbHbli
craugapr Poccuiickod Denepanyy. CucreMa CTAHgapToB IO HHpOpMAINH,
GUOIMOTEUHOMY ¥ M3JATeNbCKOMY JEIY. OpraHy3alHOHHO-PaCIOPS/IUTEIBHAA
poxyMedramus. Tpebopanns K 0hOPMIICHHIO JOKYMEHTOBY.

TpeGoanus K 0pOPMICHHAIO TOKyMEHTOB

Knaccnduxanms Opl“aHPBaI.II/IOHHO*paCHopﬂIl,HTeJILHOI‘;I OpraHu3aluy:
OpraHf3al¥OHHO-NPaBOBAs, pacnopsaMTeNbEasd, crpaBoyHO-HHPOPMAHOHHAL.
OpraEu3aMOHHO-IPABOBBIE  JIOKYMEHTEL. ycTaB, y4pemMTeNbHBIH JOroBOp,
OJOKEHYS, IPABHA BHYTPEHHETO TPYAOBOTO paciiopaaka.
CrpaBoyHO-HEPOPMATIHOHHEIC JOKYMEHTHI: JOKITaHast 3aIHCKa,
0GBICHUTENbHAS 3aIICKa, aKT, CIIPABKa, ciyxeOHble MUChMa.

(W8]

IpakTHiecKHe 3aHATHS
1. OdopmicHAE PEKBANTOB JOKYMCHTOB.
2. OdopmicHUe OpraHu3alMOHHO-PACTIOPSAMTCNBHBIX JOKYMEHTOB B
COOTBETCTBUH € YCTAHOBICHHBIMHU TpeOOBAHMAMHU.




| HaumeHoBanue pa3ienos N Tem

Copepkanne yuebHoro marTepHaja, nafopaTopHpie H  DPAKTHYECKHC
paboThl, cCAMOCTOATEALHAA paboTa 06y4aMMUXCs

Oo0bem
4acoB

Yposensb
0CBOCHUH

CamocTosiTelbHas paboTa 00yJaomuxcs
CocTaBieHne ONOPHBIX KOHCIIEKTOB, N0A00p 6J12aHKOB JOKYMEHTOB.

1

Tema 1.3.
KanpoBasi JOKyMEHTaLA

Copeprxanne yuebnoro marepuana.

JIoKyMEHTHPOBAHHE IPaBOOTHOIIEHHH

Cocrap ¥ 0co6eHHOCTH 0QOPMIICHHS JOKYMEHTOB MO JTHIHOMY COCTaBY
Topsinok oopMICHUS TPYAOBOH KHVKKH

TIpakTHuecKUe 3aHATU:
CocTapieHre KOMIUIEKTA KalpoBOi JOKYMEHTAIMM: PE3IOME, 3aiBIICHHE 0
npreme Ha paboTy, TPY/I0Bas KHIDKKA, THHHAA KapTOYKa, WITATHOE PACHHCaBue.

CaMocTosITeIbHAsA patoTa 00y a0 MMXCH:
CocTaByieHHE ONIOPHBIX KOHCIIEKTOB.
CocTaBlieHre ¥ 0GOopMIIEHHE pe3ioMe, TIOUCK B non0bop BaKaHCHU

Tema 1.4.
Jlenexuple ¥ GUHAHCOBO-
pacyeTHble JOKYMEHTHI

Copepsxanne yuedbHoro marepuaia.

OcoGeHHOCTH cocTaplieHus H oQopMIICHAs IICHEKHBIX A prHAHCOBO PACUCTHBIX
JIOKYMEHTOB

OdopmiieHHE THIHON AOBEPCHHOCTH

CamocTosATe bHAs padoTa 00y IaloMMXCsl:

Odopmenne TOBEPEHHOCTH

Pa6ota ¢ yuebHOl IUTepaTypoi

TTOArOTOBKA K 3alIMTE OTYETOB 110 pesyIbTaTaM NpaKTHHECKuX pabot

Tema 1.5
JIoroBOpHO-MPaBOBAs
JOKyMEHTAlUs

Conepxanue y1edHore marepuaa.

[MoHsATHE NOrOBOpPA, COIMAINEHHS, NPOTOKOIA pasHOIIacu

Tunosas popMa KOHTpaKTa

BHbl [OTOBOPOB: KYIUIH-TIPOJAXH, MEHBI, IOCTABKH, BO3ME3(HOTO OKa3aHUs
yCHyT, IOpY4eHusl, KOMHCCHH, U T4,

ToBapoCONPOBOAUTENBHEIE HOKYMEHTHI: X 3HAUCHUC 1 NOpsiI0K OPOPMIECHHS
TpeGosanus K 0POPMIICHHIO HCKOBBIX 3asIBJICHUHI

TpakTuyecKue 3aHATHI
Coctapnenpe #u O¢QOpMIIEHHE JIOYOBOPOB (mOCTaBKH,  KYILTH-TIPORAXKH),
KOMMEPYECKOTO aKTa, IIPOTOKONA pasHoOTnacui.




HauMeHoBaHHE Pa3lesoB H TeEM

Conepxanue ydeOHOoro marepuana, nafoparopuble W TMPAKTHYECKHC
paboThl, caMOCTOATENLHAH pa6oTa 00y1aoMMUXCH

O6bem
JacoB

YposeHb
OCBOCHHUH

CaMocToATEIbHAs padoTa 00y aloHIMXCs:

Vi3yuenue Bi0B BHECUTHEIKOHOMIIECKUX KOHTPAKTOB (KOHOCAMEHT).

PaboTa ¢ KOHCIIEKTOM, JIHTEPaTypow, HOPMATHBHO-TIPABOBOH JIOKYMEHTaUMEH,
COCTABIEHME ONIOPHOTO KOHCIIEKTA

TToAroTOBKA K 3alXTe OTYETOB 110 Pe3y/IbTATaM TpaKTHYECKHX paboT

Paznen 2 Opranusanusi paGoTbi € A0KYMCHTaMH

1

Tema 2.1
TloHsTHE AOKYMEHTO0OO0POTA.
THIIOBBIE TEXHONOTHH 0OPabOTKH
JOKYMEHTOB B OpragM3alny

ConepxkaHue ysedHOro MaTepHasa.

CocrtaB U yueT obbemMa JOKyMeHTO000pOTa OpraHu3alHu

Opranu3sanuy paboTsl € JIOKYMEHTALMEH, TIOCTYNAlomeH B OpraHu3aliuy: npuemM
BXOIAIINX JIOKYMEHTOB, JKCIIEAMUIMOHHASA 06paboTKa, HpeJBAapUTENBHOC
pacCMOTpEHHE M PACTIpEACNCHUS, pericTpalys, paccMOTpenue JOKyMEHTa
PYKOBOACTBOM, PaCCMOTPCHHE.

OTrnpaBKa HCXOAAIMUX JOKYMEHTOB

Iepenada ZOKYMEHTOB BHYTPH OpraHi3alni

Vuer JOKyMEHTOB

KOHTpOIb ACTIONHEHHUE IOKYMCHTOB.

Oprauu3anys # TEXHIKA KORTPOILS HCTIONHEHIA

TUTOBbIC 1 MHAMBA/IyATLHEIE CPOKU MCIIOTHEHHs JOKyMEHTOR

Cucrema ACKUJI (apTOMaTH3HpOBAHHbIH KOHTPOE YCTIONHEHUs JOKYMEHTOB)

CamocroaTebHas paGoTa 00y4aromuxcs

[pencrasiicHHe BXOMAUMX JOKYMCHTOB B BIJC BIIOK-CXEMBI

[pescTaBieHUE HCXONAMHUX HOKYMEHTOB B BHJIC OJIOK-CXCMBI

CocTapieHHe ONTOPHOro KOHCIEKTa

BeIIojHEHAE 3a1aHuil 1o paboTe ¢ JKypHAJAMM pPErucipaiyi BXOJAINUX H
HUCXOIANIMX JIOKYMCHTOB

Tema 2.2
OcobeHBocTH paboTh ¢
OT/ACTIbHBIMH
['pynnaMu JOKYMEHTOB

Copep:xaHue yaeOHOro MaTepuaa.

Bupl o6pamieHus rpaxiaH B TOCYAapCTBEHHBIC 1 001EeCTBEHHBIE OPTaHbI
TTopsimoX pacCMOTPEHH obpammenui

TloAroToBKa K apXUBHOMY XpaHEHMIO ACTI C obpalneHusMH TPakKIaH
KonuaeHnuaIbHpe JIOKyMEHTB B COZIEpXallie KOMMEpYECKYIO TaiHY.
OcoGeHHOCTH MX 3alMTHl U MOPAJOK XPaHCHHA. VueT, cIMCaHye, XpaseHue H
[IOPAJIOK YHHUTOXEHHs IOKYMEHTOB cyxeGHOTO IONIb30BAHHUA




Hanmenopanne paspesios u Tem | Colepikanne yuebHOro MmaTepuaia, AabopaTopHble H NPAKTHYECKHE O6bem Yposeun
paboTbi, CAMOCTOsITENLHAS PA0OTA 00y MU XCH 4acoB OCBOEHMS
CamocTosiTebHas pabora obydaromuxcs:
CocTaBieHHe ONOPHOTO KOHCnekTa, pabora ¢ yuyeBHOM  NHTEpaTypoH, 1 1
OArOTOBKA AOKIama Ha TeMy «Marepuaiibl Al CIyXeOHOro ACIONb30BaHMA 1
coepyKaliie KOMMEPYECKYIO TaHHy»
Conepskanue yuebHoro marepuasia 4 1
CicTeMaTH3aIMs JOKYMEHTOB U UX XpaHenve. HOMEHKaTypa Aeil.
ViHMBHybHbIE, CBOAHBIE, IPUMEPHBIC ¥ THIIOBBIE HOMCHKIATYPBI CT.
OdopmiieHNEe HOMEHKIATYPEI e
Tpebopanus k 0GOPMICHHIO JET
XpaHenye JOKyMEHTOB B CTPYKTYPHBIX TI07IpasieeHHAX
SxcnepTu3a LEHHOCTH JOKYMEHTOB
[ToaroToBKa JeN K ¢jlade B BEIOMCTBEHHBIH apXuB. :
3aKOHOJATENbHEIC ~ aKThl W HOPMATHBHO-METOAMYECKHE  JOKYMEHTH!
Tema 2.3 dejlepanbHO apXuBHOH CIIYKOOH 110 XPAaHEHHIO IOKYMCEHTOB.
QOpranuzanus OnepaTaBHOIO B . 6 6
saUMOJIEHCTBHE CIYXO JTOKYMEHTALMOHHOTO 0OCCNeHCHus YNpPaBiICHUA H
XpaHCHHA JIOKYMCHTOB i BEJIOMCTBEHHBIX OPraHoB U1 (POPMHMPOBAHHS OCHOBBI U1 HOCICHYHOUIETO
TOArOTOBKA HX K 2KTUBHOMY XPaHEHHs H HCIIOJIb30BaHUS JIOKYMEHTOB.
XpaHCHHIO EMHCTBO TpeGOBaHMIi K XPAaHEHMIO JOKYMEHTAllM¥ B JACTONPOM3BOJCTEE 1
apXxuBe
HpakTuyeckne 3aHATHA ,
COCTaBJIeHHE HOMEHKIATYpHI el n obopMienue axra 06 odbopmneHrH A€l K 2 2
YHHUTOXCHHIO
CamocTosiTebHas padoTa 00y4aommxcs 1 1
Cocrasnenne 6nox-cxemsl «Ilopsnox nepefayn A€ B apXuB»
ITonroToBKa TipesenTauy Ha TeMy «OcobeHHOCTH oGOpMIICHHS U XPaHCHHS JIET
C pa3MYHBIMU CPOKaM¥ XPaHEHH»
Copepskanue y4e0HOro MaTepuana
KOMDBIOTEpH3aITHs JENONPOM3BOACTEA B OPraHU3alluy, KaK yCIOBAE BHEAPCHUA
TocynapcTBeHHON CHCTEMBI JOKYMEHTAIIMOHHOTO obecriedeHns yNpaBIcHUs. 2 1
Tema 2.4 MammHounTaeMas HOKymeHTauus. HocuTenu, TpUMEHAEMBI IPHU  CO3NAHHH
Hcnomb3opanue [IOBM B JOKYMEHTOB ¥ TpeOOBaHus K HX JOKYMEHTAM.
JeNONPON3BOACTBE CocTaB, MOPSIOK PACIOPSDKCHHS U NMPaBHiIa 0QOPMICHHS OCHOBHBIX PEKBASHTOB

JOKYMECHTOB C HUCHONB30BAHHEM KOMIILIOTEPA




Cocrapienue 0 0GopMIICHHES YITPaBICHYECKUX JIOKyMEHTOB C HMCIONB30BAHIEM
TITII « Word» u «Excel»

r Haumenopanne pasaenos u tem | Copepiranue yuebBoro martepmnana, naGopaTopHbi¢ M NPAKTHYECKHE Oobem Yposenb
paboThI, CAMOCTOATEALHAN paGota ofyqaromuxcs 4acoB 0CBOCHHS
Ipaxkruveckoe 3aHATHE 2 2
{Iposencuye ABRTOMATH3UPOBAHHOH 0OpabOTKK JOKYMCHTOB, HCIIONb30BAHUE
TeIeKOMMYHHKAITHOHHBIX TEXHONOT1H B JICKTPOHHOM JIOKYMEHTOO0OopoTE.
CaMocTosiTebHas padoTa 00y4amuxcs 2 1

Bceero:

48




3. YCJOBHS PEAJIM3ALIAN MPOrPAMMBI I CITATLJIVIHBI

3.1 TpeboBanusi K MUHHMAJILHOMY MaTepPHAIbLHO-TEXHHIECKOMY obecneveHHIo
Peagmzanus  yueOHOW — JUCLHILIMHBL Tpefyer  HAHYUA yuebHOro  KabuHeTa
pO(EeCCHOHATLHBIX AUCHUILINH.
O6opynopanue yueGHOro xabuHeTa:
-I0CAOUHBIE MECTA 1O KOJIMUECTBY 00YJaloLuXes;
-pabouece MECTO MPENoAaBaTels;
-J10CKa, :
-yueBHO-METOAMYECKOe 00ECIEICHNE;
-3a71aHAs TS NPAKTHYECKUX 3aHSTHH;
-3a7aHKs [UTS CAMOCTOATENIbHON BHeayJIUTOPHO#H paboThl;
-1lepeyeHb BOIIPOCOB ¥ NPAKTHICCKHX 3a7aHuil 118 MOJrOTOBKY K 3a4CTy;
-BapUAHTD! OUJIETOB K 3a4CTy. -
Texuuueckue cpeacTBa 00yICHHS:
-My/IBTHMEAMMHBIN TPOEKTOP C IKPAHOM JUIA [IPE3EHTALNHY;
~YNMTANbHBIH 330 ¢ BO3MOKHOCTBIO JOCTYNa K KOMILIEKTY yueGHO-METOANYECKOH, Hay4yHOH ¥ -
CIIPaBOYHOM MUTEPaTypB! MO npoGnemMaM AUCLMIUIAHEL,
-Jloctyn k ceTy IHTEpHET U COBPEMEHHO} CIPaBOYHON baze.
Koncynbramuy - GopMbl NPOBEACHAL KOHCYNIbTALMi (IPyNTOBBIC, MHAXBHAYAIBHDIC, NHCHMEHHBIC,
YCTHBIE) OTIPEAENsIoTes 00pasoBaTebHbIM yTBEPIKACHUEM

3.2 MudpopmanuoHuoe obecneuenite 00yueHust

OcnoBHbIE HCTOYHHKH!

1. Tpynoso# KOIEKC Poccuiickoit Pegepaunu N 197-03 ot 30.12.2001 (c v3MEHEHUAMH H
JIOTIONHEHUSMH) [BnexTpoHHbBIA pecypc]. - Pexum JI0CTYyTIA:
http://www.consultant.ru/document/cons_doc_LAWj4683/

2. Gegepanbhpiii 3aK0H «O MEPCOHANBHBIX AAHHBIXY N 152-3 or 27.07.2006 (c M3MCHEHUAMH U
JIOTIOJIHEHUAMA) [DnexTPOHHBIH pecypc]. - Pexum JocTyna:
http://www.consultant.ru/ document/cons_doc LAW_61801/

3. Tlocranopnenue 'ockomcrata P® «O0 yTBEpXICHHU YHHUUHAPOBAHHBX (opM NepBUYHOA
YUETHOH JOKYMEHTALUMH 1O Y4eTy TpyAd H ero ommately N 1 or 05.01.2004 (c M3MEHEHUAMH H
JOTIOTIHEHUSMMU) [DnexTpOHHBIH pecypc]. - Pexum JIOCTYIIA:
http://www.consultant.ru/document/cons_doc_LAW_47274/

4. TOCT P 7.0.97-2016 «HarmonanbHbl# CTaHIApT Poccuiickoii ®exepanuy. CucremMa CTaHIapTOB
no vupopmauuy, GUOIMOTEYHOMY H U371aTeNbCKOMY JICIY. Opranu3alOHHO-PacIIOPANNTE/IBHAL
noxymentauus. TpeGosanus K ohOpMIICHHIO JOKYMEHTOBY N 2004-cT ot 08.12.2016 [DmeKTpOHHBIHA
pecypc]. — Pexum pocryna: http://www.consultant.ru/document/cons_doc_LAW_?.16461/

5. JlokymenToseeHre 2-€ M3, TIep. H 0T YueOHHK U NPaKTHKYM U1 CIIO[Texcer)/ Tlox pen. JLA.
Tlopouunoi. — M.: FOpa#T. — 2019.— 309c.

6. Kazaxesnu T. A., Tkanza A. W. JlIoKyMEHTallHOHHOC ofecniedenye ynpasieHus 2-¢ 3., uerp. u
gon. YueOHUK M NPAKTHKYM JUIs CITO [Teker)/ T. A. Kasaxesut, A. . Tkamuu. — M.: I0pa#it. —
2019.-177c.

llOl'lOJlHlITeJleble HCTOYHHUKH:

7. UsanoBsa A. FO. Pycckuit A35IK B AENOBOM JoKyMTaLyH, Y4eOHUK U NPAKTUKYM JUTA CIIO [Texer)/
A 10. Visanosa. — M.: [Opaitr. — 2019. — 157c.

8. I'pozosa O. C. [enonpon3BonCTBO. Vyebuoe nocobue nia CIIO [Texcr)/ O. C I'pososa. — M.:
IOpaiit. — 2019. — 126¢.
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http://www.consultant.ru/document/cons_doc_LAW__3465J/
http://www.consultant.ru/document/cons_doc__LAW_4__
http://www.consultant.ru/document/cons

HUurepuer-pecypebl:

1. www.sekretariat.ru

2. www.kadrovik-praktik.ru
3. www.garant.ru

4. www.consultant.ru
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4. KOHTPOJIb 1 OHEHKA PE3YJbLTATOB OCBOEHUSA JUCHUILTAHBI

PeayanaTu'oqueﬂnﬂ @dopMbl H METOABI KOHTPOJIA U
(ocBOEHHBIE yMEHUs], YCBOCHHBIC 3HAHHSA) OLIEHKH Pe3yJIbTaTOB 00y 1eHns
OcBoeHHble YMEHHUH

Ymers:
OdopMATh u HpOBEPAThH IIpaBWIBHOCTS | 3amuTa NIPaKTHYECKUX paboT
oopMieHHA HOKYMEHTAaUUH B COOTBETCTBUYM C | 3allyTa BHIOIHEHHBIX JOMAUIHHX
YCTaHOBJIEHHBIMU TpeGoBaHMsMY, B TOM HHCIC 3ajaHui
WCTIONIb3YS MHPOPMALHOHHBIE TCXHONOTHH

[IpoBOAMTE  ABTOMATH3UPOBAHHYIO o6pabotky | 3amuTa NPaKTHIECKAX paboT
3amuTa BLINOJHEHHBIX AOMAIIHUX

JOKYMEHTOB
3a/aHui
OcyIeCcTBIATS XPaHEHUE U ITOUCK JOKYMEHTOB 3amuTa NPaKTHYCCKUX pabot
3aIKTa BHITOJHEHHBIX JOMAITHIX
safaHui
Henons30BaTh renexommynnkaunouume 3aluta NPaKTHHYEeCKHX paboT

TEXHOJIOTUH B 3JIEKTPOHHOM nokymenToobopoTe
Y cBOCHHbIE 3HAHHA

3HaTh: Onpoc  (ycTHBIH, IMCEMEHHBIH,
OCHOBHBIE TTOHSTHSA: LIENH, 38841, TPUHIHIID] TECTOBBII )
JIOKYMEHTALHOHHOTO 00eCreueH s yHpaBICHIA
CHCTEeMBI JOKYMEHTALMOHHOr0 00eCneIeHIA Onpoc  (yCTHBIH, NMCHMEHHBIH,
YIIPaBJICHNSA, WX aBTOMATA3AINIO TECTOBBIN)
Krnaccudukanuio JOKYMEHTOB Onpoc (ycTHBIH, NMCHMEHHBIH,
TECTOBBIH)
TpeGopaHus K COCTABJIEHHIO H odhopMIIEHHIO Onpoc  (ycTHBIH, TIMCHMEHHBIH,
JOKYMEHTOB TECTOBBIN)
Opranu3zauuio JOKyMEHTO00O0pOTa: NPHUEM, Omnpoc (yCTHBIH, TTMCEMEHHBIH,
06paboTKa, PErUCTpaniu, KOHTPOIIb, XpaHEHHE TECTOBBIH)
JOKYMEHTOB, HOMEHKIIaTypa Aeil
Urorosblii KOHTPOJIb TuddepeHHpPOBANHBIH 324€T J
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