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1 nACHOPT PAEOHEH nPOPPAMMEI YMEEHOH
rHHCIJ,HIIJIHHEI

«,HoKyMeHTauHOHHoe o6ecneHeHHe ynpaBJieHHH»

Pa6ow nporpaw ^ y ^ np0(i)eccII0HajlbH0i4 oSpaaoBaTe^HOH nporpaMMBi

cootbctctbhh c OFOC CHO no cnennajibHOCTH cpeanero
OHHaHCbl.

ABUflexcHynpaB^eHHH» 
h pa3pa6oTaHa b
npo(l)eccHt>HaJibHoro o6pa30BaHHH 38.02.06

PaSonaw nporpaMMa yHeSnoH AHCUHnjiHHbi 
npo^eccHonaJibHOM oOpasosaHHH

6biTb HcnoJibsoBaHa b 
noBbimeHHa

MOKCT
(B nporpaMMax

flOnOaUHTCJIbHOM 
KBaJIH4)HKaUHH h nepeno^FOTOBKH).

1 2 Mecro v'icGhoh .uicmni.nmii.i b crpyKrype ochobhoh npo^ecciioiianMiOH
o6pa30BaTejibHOH nporpaMMBi: yne6Haa flncnnnJMHa bxoaht b npo^eccHonajibHHn uhkji.

OCBOeHIIfl- TpeooBaHiifl K peayjibTaraM1.3. U,ejin h saaaHH yneSHOH ancuHnjiHHbi 
VHe6HOH AHCUHllJlHHblt
B DesvabTaxe ocBoenna yHe6HOH flncnnnnHHbi oSynaromnH ROJitkse yMexb. __
-oJopMJum. opraHHsanHOHHO-pacnopHflHTeJibHbie flOKyMeHTbi b cootbctctbhh c fleHCTByK»mHM

FOCTom; o6pa60TKy BXOA^mHX, BHyrpeHHHX H HCX0A3mHX AOKyMCHTOB, KOHTpOAb 3a HX- ocymecTBAHTb
HcnojrneHHeM;
- ocbopMJiflTb AoxyMeHTbi nm nepe^aHH b apxHB oprannsauHH.
B pesyAbTaxe ocBoennH yneSHOH AHCunnAHHbi oGy^awiAHH aojukch snarb: 

AOKyMeHxa, ero CBoiicxBa, cnocoObi AOKyMeHXHpoBaHHA,
o^opMACHHa opraHHsauHOHHO-pacnopaAHxeAbHbix- noHAXHe AOKyMCHXOB

- npaBHAa cocxaBAeHHa h

(OPZ0 oSecneHeHna ynpaBACHHa (AOY)
H KOH(J)HAeHIIHaAbHOrOXHnosyio xexHOJionw) AOKyMeHxauHOHHoro

AeAonpoH3BOACXBa no oOpamennaM rpaa<Aan
- cncxeMy h
- OCOOeHHOCXH
AeaonpOHSBOACXBa.

1 4 PeKOivieHAyeMoe kojimhcctbo hbcob Ha ucBoemie nporpaMMBi yneSHOH uicuunj.HHbi:
MaKCHMaJibHon yneSHOH HarpysKH oeynaiomHxca 90 nacoB, b tom Hucne.
OSasaxeAbHon ayAHXopHon yneGHon narpysKH oSynaiomHxca 6 
CaMoexoaxeAbHOH paGoxbi oGynaiomHxca 30

hbcob;
nacoB.
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2. CTPYKTYPA H COflEP5KAHHE YHEEHOH flHCUHriJIHHM 

06i>cm y'icfjHOii AiicuniiJimibi 11 bham yHc6noi"i paSoTbi

06t>cm nacoB
_______ Biifl yhcQuoh pa60Tbi__________

MaKCHMEUibHasi yHe6naji HarpysKa (scero)_________
06J!3aTeJibHafl ayawTopHaJi yneSHaa narpy3Ka (scero)

90
60

B TOM MHC/ie:
J'laSopaxopHbie pa6oTbi

22I’lpaKTHMecKHe aanarna
30CaMOCTOflTejibHaa paSoxa oSyMaiomerocg 

H-roroBaH aTrecxauMfl b (|)opMe AH(|)cl)epeHUHpoBaHiioro saneTa-
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2.2. TeiwaTHHecKHM njian h coflep>KaHHey‘ic6HOM AHCunnjiMHbi

y pOBCHb 
OCBOeHHH

OSbCM
waeoB

yneSHoro Marepnajia, jiaGoparopHtie h npaKTHMecKHeCoAep^Kanne
paSoTbi, caMOCTPHTCJibHaH paGoxa oSyHafomuxcg_______ _______

PaaneJi 1. HoKYMeHTiipoBaHiie vnpaBJieHHCCKOH ACHTCJibHOCTH--------------------- -------------------- ----
------------------- I CoAepacaHHe yneSHoro MarepHajia

rioHsiTHe, cymHOCTb ^oKyMeHTauHOHHoro oSecne^eHHH ynpasjieHHa
cBOHCTBa, cnoco6bi xioKyMeHTHpoBaHHa. Uejra, sajiaHH h

HauMCHOBaHHe pasiieJioB h tcm

24
14

. IIoHaTHe

erojlOKyMeHTa,
^YHKUHH, cjiya(6bi flOKyMeHTauHQHHoro o6ecneqeHHa ynpaBJieHiia._
CaMOCTOHTeJibHafl pa6oxa oSynaiomHxcsi:
CocxaBJicHHe onopnbix KOHcneKTOB, pa6oTa c yneGnoH jTHxepaTypoM. 
IIoAxOTOBKa cooGmeHHH no HCxopHH AeJionpoHSBOflcxBa

12
Tewa 1.1.

^OKyMCHX H CHCXeMa 
flOKyMeHxaumi

roaep^ganHC yqeSHoro MaxepHajia_____________ ____________ _________r
YHH(})HUHpoBaHHaa CHCXeMa opraHH3auHOHHo-pacnopJiflHTejibHHx opraHHsauHH
(OPfl).
IlonaxHe, SHaneirae, coAep)KaHHe

Pocchhckoh (De^epauHH. CncxeMa cxaHAapxoB no HH$opMaaHH,
H3flaxejibCKOMy Jiejiy. OpraHHsaunoHHO-pacnopaztHxejibHaa

36

FOCI P 7.0.97-2016 «HauHOHajibHbiH

cxanaapx
OnSjiHOxeHHOMy h
AOKyMCHxauna. TpeGoBanna k o^opMJienmo AOKyMeHxoB».
XpeOoBaHHa k o^opMJieHHK) ^OKyMenxoB
KjiaccH^HKauHa 0praHM3auHOHHO-pacnopaflHxejibHOH
opraHH3auHOHHO-npaBOBaa,pacnopJWHTejn.HaJi,cnpaBO'fflo-HH4iopMaBHOHHaa.
OpraHHsaiiHOHHO-npasoBHe flOKyMeHTBi: ycxas, y^peflHTejjbHbiH floroBop, 
nojioaceHHa, npaBHJia BHyxpeHnexo xpyflOBoro pacnopa^Ka.
CnpaBonHO-HH(J)opMaL[HOHHbie
oOxacHHxejibHaa sanncKa. aKX, cnpaBKa, cjiyaceGnbie

opraHH3annn:TeMa 1.2.
OpraHHsaunoHHO- 

pacnopaAHxejibHbie aoKyweHXbi

aanncKa,flOKJiajiHaa
nncbMa.

flOKyMCHTbi:

36
IIpaKTHHeCKHe saHHTHH

1. O^OpMJieHHe peKBHSHXOB JJOKyMCHXOB.
2. O^opMaenne oprannaauHOHHO-pacnopaflHxeJibHbix flOKyMenxoB
COOXBeXCXBHH C yCXaHOBJieHHbIMH XpeSosaHHaMH.______________________

B
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YpOBCHb
OCBOetfHfl

OSbCM
H3C0B

CoAcpsKaHHe yneGHoro Mayepnajia, JiaSoparopHbie h npaKTHMCCKiie
pafioTM. caMOCTOflTejibHag paSoTa oSynaiomHXcg---------_--------------- ----------
CaMOCTOflTeJibHaa pa6ora o6y*iaH)mnxcfl
CocTaBJienne onopnbix KOHcneKTOB. no;i6op 6jiaHKOB flOKyMCHTOB.

HaHMenoBanHC pa3aejiOB h tcm
16

14Coaep>KaHHe yHeGnoro MaTepwa^a.
noKyMCHTHpoBaHHe npaBOOTHOUieHHH
CocxaB H ocoGeHHOCTH o^opMJieHHa ^OKyMeHTOB no jinnHOMy cocxaBy 
IlopajioK oi|)opMJieHHa xpy^OBOH KHH5KKH

14
IIpaKTHHecKHe saHATHa:
CocTaBJieHHe KOMnjieKxa KajipoBOH aoKyMeHTamiH: pesiOMe, 
npneMe na pa6oTy, rpyaoBaa KHiiacKa, surwaa KapTOBKa, uiTaTHoe pacnncaHHe.
CaMOCTOBTejibHaa paGoxa oSyHaiomHxca:

Tewa 1.3.
Ka^poBaa .HOKyMenTamra

BaaBJicnne o

13

CocxaBJieHHe onopHtix KOHcneKTOB.
CocxaBJieHHe h oiJtopMJieHHe pesiOMe, hohck h nofl6op BaicaHCHH

12
CoaepacaHHe yneGHoro MaxepHajia.
OcoGchhocxh cocxaBJicHiTfl H o^opMJieHna AeneacHbix h ^HHancoBO pacnexnbix 

JIOKyMeHXOB
OtfropMJieHHe jihhhoh flOBepeHHOCXH________ _____________________ __________
CaMOcxoaxejibHaa paSoxa oSyaaiomHxcH:
0(^OpMJieHHe flOBepeHHOCXH 
Pa6oxa c yneGHOH jiHxepaxypon
HoaroxoBKa k Bamuxe oxhoxob no pesynbxaxaM npaKxnqecKnx paoox----------------
CoAep^aHHe yaeSHoro MaxepnaJia.
noHaxne AoroBOpa, coxAanieHHa, npoxoKOAa paanorAacHH 
TnnoBaa (bopMa KOHxpaxxa
Bhah aoroBopoB: KyrniH-npcwaaoi, mchh, nocraBKH, B03Me3«Horo OKasaHra 

ycnyr, nopyHenna, komhcchh, h x.a.
ToBapoconpoBOAHxeJibHbie AOKyMenxbi
XpeSoBaHHa k q^opmachhio hckobbix saaBJieHHH
UpaKXHMCCKHe 33HaXHa
CocxaBnenne h o^opMAenne AorosopoB 
KOMMepnecKoro axxa, npoxoKQJia pasHornacHH. _

Tewa 1.4.
^CHOKHbie H (|)HHaHCOBO- 

pacnexHbie AOKyMenxbi

12

12

Teiaa 1.5
^oroBopHO-npaBOBaa

AOKyMCHxauHJi
: nx SHaHenne h nopaAOK o^opMAenna

24
(nocxaBKH, KynAH-npoAaAcn),
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ypOBCHb
OCBOCHHfl

OSbCM
M3COB

CoaepvKaHHe yieGnoro MarepnaJia, JiaSopaxopHtie h npaKTHHCCKiie 
pa6oxbi, caMQCTOHTejibHafl pafioxa oSyHaromHxcH  —_-------------- ----------
CaMOCxonxejibHaa paGoxa oGynaiomHXCfl:

BHeiUHe3KOHOMMHeCKHX KOHTpaKTOB (KOHOCaMCHT).
, jiMTepaxypoH. HopMaTHBHO-npaBOBOH AOKyMCHTauMeH,

npaKTHHecKnx pa6or__________

HaiiMeHOBaHHe pasacJiOB h xcm
13

HsyneHne bhziob 
Pa6oxa c KOHcneKTOM 
cocxaBJieHMe onopnoro KoncneKxa 
riojxroTOBKa k samare otmctob no pe3yjiBxaTaM

Pasfleji 2 OpraHHsauHfl paSoxw c ^oKyMeuxaMH
36

CoflepHcaHHe yneSHoro Maxepwajia.
CocxaB h ynex oGteMa ^oKyMeHxooSopoxa opraHHsauHH
OprammuHH pa6oTM c floKyMeHTauHefl, nocTynaiomeH b opranHaauHH: npaeM 
BxoflsiUHX flOKyMeHTOB, 3KcneflH«HOHHaa o6pa6oTKa, npeflBapHTeabHoe 
paccMorpeHHe h pacnpefleaenHe, peracxpauHa, paccMOTpeme flOKyMeHxa 

pyKOBOflCXBOM, paCCMOTpCHHC.
OxnpaBKa Hcxoflamax jjOKyMeHXOB 
nepe^ana aoKyMCHXOB BHyxpH opraHH3au,HH 
Y^eX flOKyMCHTOB
KoHxpoJib HcnoJiHCHne ^OKyMeHxoB.
OpraHHaaixHa ii xexHmca KOHxpojia HcnojiHCHna 
THHOBbie H HHJIKBH^yaJlbHbie epOKH HCnOJTHeHHH flOKyMCHXOB 
CncxeMa ACKHA ('aBXOMaxusHpoBaHHbiH KQHxpojib acnoJiHCHHa flOKyMeHXOBj
CaMocxosixejibHaH pa6ora oSynaiomHXCH
npe^CXaBJlCHHC BXOflamHX AOKyMeHTOB B BHae 6jIOK-CXeMbI
npeACxaBJieHHe Hcxoflamwx ^OKyMCHTOB b BHjie 6jioK-cxeMbi 
CocxaBJieHHe onopnoro KOHcneKia 
BbinojiHCHHe saflaHHH no pa6oxe

Tewa 2.1
noHaxne jioKyMeHXOoSopoxa. 

InnoBbie xexnoJiorHH o6pa6oxKH 
^OKyMCHTOB b oprammuHH

13

c acypnajiaMH perncxpannH Bxozmnnx n

Bcxonamnx flOKyMenTOB 24
Coxiep^caHHe yneSHoro MaxepHaJia.
Bnzibi o6pamenna rpawiaH b rocyflapcxBenHbie n o6mecxBeHHbie opranbi 
riopaflOK paccMOxpeHHfl oOpamennn
noaroxoBKa k apxnBHOMy xpaneHino flea c oGpameHHflMH rpaacflan

h coflepacamne KOMMepnecKyio xanny. 
nopHflOK xpaneHHJi. Ynex, cnncanne, xpaneHne h

Teivia 2.2
OcoGenHociH pa6oxbi c

OTflCJIbHblMH
FpynnaMH flOKyMCHTOB

KoH^nflenuHajibHbie flOKyMenxbi 
OcoSeHHOcxH nx samnxbi n 
nopanoK ynnaxo^KCHHa flOKyMeaxos cjiyacedHoro noJibBOBaHna
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ypOBCHb
OCBOeHHH

OGbCM
nacoB

jia6opaxopHbie h iipaKTHHecKneCojiepacaHHe yHeCnoro MaxepHaJia, 
paSorbi, caMocxoflxejibHaa pa6oxa oGyHaiomHxcfl
CaMOcxoflxejibHaa paSoxa oSyMaiomuxcn:

KOHcneKTa, paSoxa c yqe6HOH jiHxepaxypow,

HaiiMCHOBaHHC pasaejiGB h xcm

12
CocxaBJieHHe onopnoro 
noaroTOBKa flOKaa^a aa xeMy «MaTePHajibi cjiy*e6Horo ncnojibaoBaHHa h

coAep^KamHe KOMMepnecKyio xaiiHy»____________ _______ ____________
Coziep5K3HHe yHeSnoro MaxepHaJia
CHcxeMaxHsauiia ^OKyMeHxoB h hx xpaneirae. HoMenKJiaxypa fleji. 
HHOTBHflyajitHhie, CBOflHbie, npHMepmae h THnoBbie HOMeHKJiarypH flen. 
0<j)opMJieHHe HOMeHKJiaxypbi 
Tpe6oBaHHH k o<J)opMJieHHio jieji
XpaneHne AOKyMenxoB b cxpyKxypnbix nojipasAeJieHHJix 
3KcnepxH3a uchhocxh ^OKyMenxoB 
n<woxoBKa ^eji k c^a^e b BeflOMCxBeHHbiH apxMB.

16

flOKyMCHTblHOpMaTHBHO-MeXOflHMeCKHeHaKXblSaKOHOflaxeubHbie
OeaepaJibHOH apxHBHofi cjiy>K6oH no xpanenmo AOKyMeHTOB.
BaaHMoaeficTBiie cjiy)K6 flOKyMeHTaunonHoro o6ecneneHna ynpaBJieHHa h

4)opMHpOBaHHa ocHOBbi RSiz nocjieAyiomero

Teivia 2.3
OpraHHsauHJi onepaxHBHoro 

xpaneHHa flOKyweHXOB h 
nOflXOTOBKa HX K aKXHBHOMy 

XpaHCHHK)

BeflOMCXBCHHblX OpraHOB JUW
xpaneKHsi h HcnoJib30BaHHH jjoKyMenxoB.
EflHHCTBO Tpe60BaHHH K XpaHeHHK) flOKyMeHTaUHH B fleJ10np0H3B0flCTBe H

apxHse--------------- ---------- -------------- -------------------- ----------------------------------

pU . .*Op«„C ,K„ OP *P— » .
VHHHTOTKeHHK)------------------------------ -----------------------------------------------------------
CaMOCxoHxejibHaa paSoxa oGynaioiiiHXCH
CocxaBJieHHe GnoK-cxeMbi «nopflAOK nepcAann aca b apxHB»
rioaroTOBKa npeseHTanHH na xeny «Oco6eHHOCTH o^opMjreHHH h xpaneHna abji 
c pa3AHHHbiMH cpQKaMH xpaHeHHa»
CoAepiKaHHe yneSHoro Maxepnajia 
KOMHblOTepHSailHA ACAOnpOHSEOACTBa 
FocyAapcxBeHHOH cncxeMbi AOKyMeHxaijHOHHoro oGecneHeHna ynpaBAeHHa. 
ManraHOHHTaeMaa noKyMeHTanHH. HocHTem, np^MenaeMbi npn cosaan™
AOKVMCHXOB H Xpe6oBaHHa K HX AOKyMCHTHM.
CocxaB, nopaAOK pacnopaaceHHa h npaBHAa o(})opMAeHHa ochobhhx peKBH3HX0B 
AOKVMeHXOB C HdlOJIbSOBaHHCM

24

15

opraHHsauHH, kbk ycaoBne BHCApenHaB 14

XeMa 2.4
McnoAbSOBaHHe IT3BM b

ACAOnpOHSBOACXBe
KOMHblOTepa
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ypOBCHb
OCBOCHHH

OSbcm
nacoB

CoAep^anne yneSHoro MaTepHa.na, ^aGopaxopHbie h npaKTHHCCKne 
pa6oTbi, caMQCTOHTCJibHaa paSoxa oSyHaiomHxcfl____ _—--------------------------

HaHMCHOBanHc pasae/ioB h xeM
24IlpaKXHHecKoe sanaxHe

npOBCflCHHe aBTOMaTH3HpOBaHHOH o6pa6oTKH jJOKVMeHTOB, HCnOJlbBOBaHHe
TeBeKOMMyHHKaUHOHHbIX TeXHOJIOFHH B 3jieKTpOHHOM jioKyMeHTOoSopoTe.--------
CaMocxoHxejibHafl pa6oxa oSynaiomHxcfl
CocxaBJieHHe h o4>opMJieHHe ynpaBJieHnecKHx jnoKyMeHTOB 
nnn «Word» h «Excel»

12
C HCnOJIbSOBaHMCM

90Bcero:
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3. YCJIOBHfl PEAJIH3AU,HH nPOrPAMMH AHCUHnJIHHW

MHHHMaJibHOMy MaxepHajibHO-TexHHHecKOMy o6ecneHeHHio
nanHHHH yHe6Horo3.1 TpeGoBaiiHH k

PeannsauHH KaSHHeiaxpeGyexyMeSnoH flHCminJIHHbl
npo4>eccHOHaJTbHbix ^hcuhiijihh.
OGopy^OBaHHe yneGHoro KaGHHexa:
-nocaAOHHbie Mecxa no KOJiHHecxsy oSynaiomHxcfl; 
-pa6onee mccxo npenoABBaxena;
-AocKa;
-yHe6HO-MexoAHHecKoe oGecneHenne;
-aaAannH ajih npaKxnnecKnx aaHJixnn;

caMOcxoaxeubHOH BneayAuxopHOH paSoxbi;-aaAaHHH ajih
-nepenenb eonpocoB h npaKxnnecKnx aaAaHHH rim noAroxoBKH k aanexy,
-Bapnanxbi SnjiexoB k sanexy.
TexHHHecKne cpeAcxBa oGynennH::;i=jrr=:or";T:r«^ «.», »-
cnpaBOMHOH jiHxepaxypbi no npoSneMaM AHcnnnjiHHbA 
-^ocxyn k cexn Huxopnex n cospeMenHOH cnpaBOHHOH 6a3e.
KoHcyJibrauMH - (JiopMbi npoBeAenna KoncyjibxauHii (rpynnoBbie 
ycxnbie) onpeACJiaioxca oSpaaoBaxejibHbiM yxBep>i<AeHneM

, HHAHBHAyaJibHbie, nncbMeHHbie,

3.2 HHfJjopMauHOHHoe oGecneHCHHe oSyHCHHH

OciioBHbie hctohhhkh:
Pocchhckoh OeAepauHH N 197-03 ox 30.12.2001 (c HSMeHemuMH h

PexcHM Aocxyna.1. TpyAOBOH KOACKC
AononneHn hmh) [SjreKxpoHHbin pecypc].

AonojiHennsiMn) [SjieKxponnbiH pecype].
http://www.consultant.ru/document/cons_doc_LAW__61801/ nen^Hnnon
3. nocxaHOBJieHHe rocKOMCTaxa PO «06 yTBeP5K«e™\f^H«Hfnf h
VHexHoK aoKyMei-iTauHH no ynexy rpyaa n ero onjiaTbi» N 1 ot 05.01.2004 (c H3MeHeHnmn
flonoaHeimsiMH) [3jieKTP0HHbm pecypc3,7., ' ““
4 ToC^ ^O^vSoVe'^HauHOHajibHbiK craiwapT Pocchhckoh (DenepaHHH. CncTCMa CTanaapTOB 

’ HH(J)opManHH, 6H6nHOTenHOMy h H3«aTenbCKOMy ^
aoKyMEHTauHa. TpeOoBaHHa k o^opmjkshhk) flOKyMeHTOB» N 2004-ct ot 08-12-2?1!J?”eKip
necvncl - Pokhm Aocxyna: http://www.consultant.ru/document/cons_doc_LAW_21646
r^Me^TeseHne L HS^.'nep. h flon. YhcOhhk h npaKTHKyM CnO[TeKCx]/ Hos pe«. JI.A.

^KaaaKCBHH T^A^TKairan A. H. AoKyMeHxauHOHHoe oOecneHenHe ynpasncHHa 2-e H3A^, ncnp. h 
6. KaxaKCBHH . A., iKan c^0"[TeKCT]/ T. A. KaaaKeBHH, A. H. TKajmn. - M.: lOpanx. -

Aocxyna:

no

Aon. YHeGHHK n npaKXHKyw Ana
2019. - 177c.

f",™. — . V^»HK ■ "p™*" c"° IT“TI'

^I?^.ro“c7 noeoSHe m CTO [Taw]/ O. C Fpojo... - M.:
tOpanx. - 2019. - 126c.
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HHTepHeT-pecypcbi:
1. www.sekretariat.ru
2. www.kadrovik-praktik.ru
3. www.garant.ru
4. www.consultant.ru
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4. KOHTPOJlb H OU.EHKA PESYJIbTATOB OCBOEHHfl ^MCminJIHHbl

(PopMbI H MCTOAbl KOHTpOJIH H 
oneiiKii pesyjibTaTOB oSyHCHHH

PeayjibTaxbi oGyneHHH
(OCBOCHHbie yMCHHH, VCBOeHHblC 3HaHHH^

OcBoeiiHbie yMeHHH
yMexb:

3amHTa npaKTHMecKHX pa6oT 
3amHTa BbinoJineHHbix AOMamHHX 
saAaHHM

npaBHAbHOCTb 
B COOTBCTCTBHH C

npoBepHTbO^OpMJlHTb
O^OpMJTCHHa AOKyMCHTaUHH
ycTanoBJieHHbiMH TpeSoBaHHaMH, b tom hhcjic
Hcnojibsya HHtjjopMauBOHHbie TexHOAornH

H

3amHTa npaKTHHecKHX pa6oT 
3amHxa BbinoAHeHHbix AOMamHHX
saaaHHH______________ ___________
3amnxa npaKTHHecKHX pa6ox 
SamHxa BbmojraeHHHx AOMamHHX

o6pa6oxKynpOBOAHTb aBTOMaTHBHpOBaHHyK) 
AOKyMCHTOB

OcymecxBJwxb xpaneHMe h fiohck AOKyMOHTOB

saAaHHH
Samuxa npaKTHHCCKHX pa6oxxeJieKOMMyHHKaUHOHHbie 

aJICKTpOHHOM flOKyMeHTOo6opOTe
YcBoeHiibie snaHHA

HcnoAbsoBaxb 
xexHOJiornH b

HHCbMeHHblH,Onpoc (ycxHtiH, 
XeCTOBBIM)

3Harb:
OcHOBHbie nonaxHa: uean, sa^aHH, npHHnnnbi 

AOKYMeHxauHOHHoro oQecneneHHfl ynpaBACHHA 
CHCxeMbi AOKyMeHxauHonHoro oSecneHCHHa 
ynpaBAGHiia, hx aBTOMaxuBaumo

IlHCbMeHHblH,Onpoc (ycxHbin, 
xecTOBbin)

Onpoc (ycxHbin, nncbMeHHbm, 
xecxoBbin)

KAaCCH4)HKanHK) AOKyMCHTOB

nHCbMCHHblH,Onpoc (ycxHbiH, 
xecxoBbin)

Onpoc (ycxHbm, nncbMeHHbin, 
xecxoBbin)

Tpe6oBaHHa k cocxaBACHHK) h o^opMAennio 
AOKyMCHTOB

OpraHHsauHK) AOKyMeHTOo6opoxa: npneM, 
oopaSoxKa, perncxpaunH, KonxpoJib, xpaneHne 
AOKymchtob, HOMCHKnaxypa asa____________

HxorOBblH KOHXpOJIb ^H^^epeHUHpoBaHHbifi aanex
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