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2. CTpyKTypa COAepKaHus y4eOHOH AMUCLMIIINHDI
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1. IACHIIOPT PABOYE MPOTPAMMbI YYEBHOM
TACIHUTIINHDI

«JloKyMEHTAHOHHO®C oGecrieuenye ynpaBJeHus»

1.1. O6sacTh MPUMEHECHUA paGoueii nporpamMMbl
PaGouas mporpamMma yueGHON AUCLUMIITHHEL «JIoXyMEHTAUXOHHOC obecrieueHne

YIpaBieHUs» ABNACTCS JACTHIO OCHOBHON IIpodeCCHORaNbHOM 0Gpa3oBaTeNbHOM IPOTPaMMBI 1
paspafoTaHa B COOTBETCTBHA C ®TOC CITO 110 crennanbHOCTH CPEIHETO podecCHOHATEHOTO
obpazonanmst 38.02.04 KommMeprms.

PaGouas mnporpamma y4eOHOH JMCIMILIMHBEL  MOXeT  OBITh WCTIONb30BaHA B
JONOMHATENEHOM  NPOdEeCcCHOHAIBHOM ofpasopanuu (8~ MporpaMmax NIOBBIICHS
KBAIH(UKAIUYA U [1epENOATOTOBKH).

1.2. Mecro yueGHOIi AMCHUNIMHBL B CTPYKTYDpE ocHOBHOH npodeccHOHanbHON
oGpasoBaTe/IbHON NPOrpaMMmbl: yueOGHas AMCLMILIMEA BXOANT B npoheCCHORNBHBIH LK.

1.3. Ilean u 3apa4u yue0HOH AMCLHUIIMHBL — tpeGoBanus K pe3y/bTaTaM 0CBOCHUH
yue6HOil AUCLHILIHHDL

B pe3ynbTaTe OCBOEHHUA yueOHON IMCLIHTUIHHE 00yuarolIui IOJIHKEH YMETh:

-0hopMAATH OpraHU3aLMOHHO-PACTIOPAANTELHBIE JOKYMEHTHI B COOTBETCTBHH € NefiCTBYIOIUM
FOCTonm;

- oCyLIeCTBAATH 06paboTKY BXOAALINX, BHYTPEHHUX H HCXOISIIIX JOKYMCHTOB, KOHTpPOJIb 32 UX
HCTOJIHEHUEM;

- o(popMASTH JOKYMEHTBL /U NEpEAatis B apXUB OpraHu3allui.

B pe3ynpTaTe 0CBOSHUA yueOHOM JUCIHTIIAHb] 06yJaloIMi HOIIKEH 3HATD:

- [OHSITHE JIOKYMEHTA, €ro CBOICTBA, cnoco0b! JOKYMEHTHPOBAHU,

- mnpaBuia COCTaBICHUA M o opMIIEHHS OpraHu3aliOHHO-PacTIOPAIHTEILHEIX JIIOKYMEHTOB
(OPLD)

- CUCTEMY ¥ THUTIOBYIO TEXHOIOIUIO JTOKYMEHTAIlHOHHOTO ofecreyeHus ynpaBieHUs (1I0Y)

- 0cOBEGHHOCTY AENONpOU3BOACTBA IO obpaileHHAM Tpaxias M KOH(UACHIKATBHOTO
JEJONPON3BOJCTBA.

1.4. PekoMeHAyeMoe KOJTHYeCTBO 1ACOB Ha 0CBOEHHE NPOrpamMMbl y4eGHO# MMCUUIUIMHBL
MakcuMaibHOW yueOHOoH Harpy3Ky 0GyudaroLuxcs 54 4acos, B TOM HUCIC:

O6s3aTeNbHON ayTMTOPHOH yueOHOH HarpysKki oGyuatolyxcs 36 9acos;

CaMOCTOSTENbHOM paboThl 00YHAIOMHUXCA 18 yacos.



2. CTPYKTYPAUC OJEPKAHUE VYEBHOM! JUCIUILTAHBI

O6bem yueGHOI JHCHUIIHHBI H BUAB yuebHoii paboTh!

Bun yue6uoii paboTel O6beM 4acoB

54

Maxcnmanbhag yuebHas narpyska (Bcero)

36

‘66;{3&6%}-1&15[ ayauTopHas ydeOHas Harpy3xa (Bcero)

l B TOM UKCle:

Jla6opaTopHbie paboThl
30

[TpakTHHECKHE 3AHATHS
18

| CamocTosTenbHAs pa6oTa 00y4alomerocs

Wroropas arrecranus B popme nudpepeHIHPOBAHHOIO 3aMeTa-



2.2. TemaTnuyeckuii NjaH 1 COAEPKAHHE y4ebHoH AUCUNTLIHEDI

HaugmenoBaHue pasicjion 4 TeM

Conep:xkanude ydyedHoro marepuaa, naGopaTopHble M NPAKTHYCECKHE
paboTbl, CAMOCTONTENLHAA paboTa odyyarmuxcs

O6nLeMm
4acoB

YposeHb
0CBOCHMH

Paszpen 1. JlokymeHTApOBAHUE yIIpABJICHYECKOM Qe TeLHOCTH

24

Tema 1.1.
JIOKyMEHT ¥ CUCTEMA
JOKYMEHTALKK

Copepxanue y1efHOro MaTepuaia

[TonsTHe, CYLIHOCTh JMOKYMEHTalMOHHOTO obecrieuenyst yrnpapieHus. 1lonsaTne
JIOKYMEHTa, €ro CBOHCTBA, criocobbl  JokymenTuposanus. Llenmw, 3ajavn M
dyHKIME, CiTyKObI JOKYMEHTAUMOHHOTO obecrieuenus ynpaBieHus.

CamocTogTelbHas padoTa 00yyaromuxcsi:
CocTaBjieHye ONOPHbIX KOHCIEKTOB, paboTa ¢ yueOHOl TUTEPaTypPOi.
TToroTOBKa COOOIIEHUH N0 HCTOPHU JIENONPOK3BOACTEA

Tema 1.2.
Oprasu3aluuoHHO-
pacnopsAUTENbHBIE JOKYMCHTHL

Copepxanue yueOHOro MaTepuaa

VHHQHIMPOBAHHAS CUCTEMA OpraHu3alIOHHO-PACIIOPAAHTENBHBIX opraHH3alui
(OPLN).

TlousTHE, 3HAUCHHE, COJEPXKAHME rOCT P 7.0.97-2016 «HarioHaNbHbIH
cranpapt Poccmiickoll Penepanyu. CrcreMa CTaHJIaproB mo HH$OpMANKH,
GHOGIMOTEIHOMY M HM3IATCIBCKOMY IEny. OpraHu3aiOHHO-PACIIOPSNTEIBHAA
noxymentauus. TpeboBaHUs K 0pOPMIICHHIO JIOKYMEHTOB.

Tpe6oBanus K 0QOPMICHAIO JOKYMEHTOB

Knaccrudpukauns oprann3aunOHHo—pacnopx)mTeﬂbﬁoﬁ OpraHM3anym:
Oprasu3anvoHHO-TIpaBoBasd, pacnopsaMTeNbHad, cpaBo4YHO-HHGOPMANAOHHAL.
OpraHu3aliOHHO-IPaBOBBIE  JIOKYMCHTRL: yCTaB, Y4YPEIWTENBHBIH JOroBOP;
[OJIOKEHHs, IPABUIIA BHYTPEHHETO TPYAOBOTO PACTIOPIXA.
CripaBouHO-HH(OPMATIAOHHBIC JIOKYMEHTHY: JOKnaaHas 3aIKcKa,
o6BsCHUTENbHAS 3alIUCKA, aKT, CIIPaBKa, CilyKeOHbIE IIHCHMA.

IIpakTHYeCKHE 3AHATHH
1. OdopMmICHHE PEKBUZHTOB TOKYMEHTOB.
2.  Odopmienune OpraHU3aLMOHHO-PACTIOPARUTENBHBIX JOKYMEHTOB B
COOTBETCTBHH C YCTAHOBJICHHBIMH TPEOOBAHUSMH.




HaumeHoBaHHC pa3nenoB ¥ TEM

Copepxanne ydebHoro marepuaia, naGopaTopHbie W MPAKTUHECKHE
paboTbl, CaMOCTOATENLHAA patoTa 00y4aomuxcs

Oﬁbem

JaCo0B

YpoBeHb
0CBOCHHUS

CamocTosTebpHas padoTa odydaromuxes
CocTaBJICHYE ONOPHBIX KOHCIEKTOB, 1107100p GIAHKOB TOKYMCHTOB.

3

1

Tema 1.3.
KanpoBas I0KYyMEHTaAA

Conep:xanue ye0HOro MaTepHaia.
JIOKyMEHTHPOBAKHE NpPaBOOTHOWICHHH
Cocras A 0COBEHHOCTH OhOPMIICHHS TOKYMEHTOB 110 JTHTHOMY COCTaBY
[Topsaox ohopMIeHns TPYIOBOH KHKKH

TpaKTuyecKue 3aHsATH:
CoCTABJICHHE KOMILIEKTa KaApOBOM JOKYyMCHTAIAH: pestoMe, 3aABICHAE O
npueMe Ha paboTy, TPy/I0Bas KHIDKKA, JIMIHAA KapTOYKa, ITATHOE PACIIUCAHUE.

CamocTosiTeJbHas padoTa 00y al0IMMAXCH:
CocTaBJieHHE OTIOPHBIX KOHCIIEKTOB.
CocrasnieHde 1 0QOpMIIEHHE PE3EOME, IIOUCK U noa00p BaKaHCUY

Tema 1.4.
JlenexHbie ¥ GUHAHCOBO-
pacueTHBIC JOKYMEHTEI

Conepxanne y1efHoro marepuaia.
OcoBeHHOCTH cocTapeHnsi i 0QOPMIIEHHS NEHEKHBIX 1 $uHaHCOBO PACUETHBIX
JIOKYMEHTOB

OdopmIcHHE JHYHON TOBECPECHHOCTHA

CamocrosaTeabaan paoTa 00y4alomuxcs:

O¢dopMIenne JOBEPEHHOCTH

PaboTa ¢ yuebHOjt IMTepaTypolt

TTOIrOTOBKA K 3aLHTe OTIETOB 110 pe3yNbTaTaM IPAKTHYECKUX padoT

Tema 1.5
JloroBOpHO-TIpaBoBas
JAOKYMEHTALS

Copepanue y4e0HOro MaTepHasa.

[ousTHE JOrOBOpA, COTNAmCHU, MIPOTOKONA pasnornacnﬁ
Tumnoas ¢opMa KOHTPaKTa

Bumsl JOrOBOPOB: KYILIA-TIPOJAXH, MEHEL, MOCTABKM, BO3ME3IHOI0 OKa3aHMiA
yCIyT, NIOPYUEHHs, KOMACCHH, ¥ T.AL.

ToBapOCONPOBOAMTENBHEIE JOKYMEHTRL: HX 3HaueHue ¥ OpANoK ohopMIeHNS
TpeboBaHns K 0GOPMICHUIO HCKOBBIX 3asBJICHUM

IlpaxkTyecKne 3aHATHS
CocTapnensie M odopmueHue OOroBOPOB (TTOCTaBKH, KYIUTH-TIPOJIAXH),
KOMMEPYECKOro aKTa, IPpOTOKOIa pasHOTJIACHH.




HaumeHoBAHME PA3ie/iOB B TEM

Copepsxanne yuebHOro marTepuana, aaGopaTopHbie B NPAKTHYECKHE
paboThl, CAMOCTOATEILHAS paGoTa 00yJarIUxca

Qobem
4yacoB

VYponeHb
O0CBOCHHS

CamocToATeAbHAsA PadoTa 00y Ial0IHXCH:

V3yyeHne BU/IOB BHEUTHEIKOHOMUHECKIX KOHTPAaKTOB (KOHOCAMEHT).

PaGoTa ¢ KOHCIEKTOM, NHTEpaTypoR, HOPMaTHBHO-TPABOBOH JNOKYMCHTAlMEH,
COCTABJICHUE ONIOPHOIQ KOHCIEKTA

TTOArOTOBKA K 3alIMTE OTIETOB HO Pe3ynbTaTaM HpaKTHYCCKIX pabot

Paspen 2 Oprasusanus paboTb! ¢ JOKyMEHTaMH

1

Tema 2.1
[TousTHE AOKYMERTOODOPOTA.
THITOBBIE TEXHONOrnY 00paboTKH
JIOKYMEHTOB B OpraHK3aluy

Coneprxanpe yuefHoro marepuaia.

CocTaB ¥ ydeT obbeMa JOKyMEHT0000pOTa OPraHU3aH

Opranuzauyy paboTe! ¢ JOKYMEHTanyel, TIOCTyNIAlomeH B Opranu3atiii: TIpHEM
BXOAAIIMX  JAOKYMEHTOB, IKCHENMIHOHHAs obpaboTka, TNpeABAPUTENBHOC
paccMOTPEHHE ¥ PaCHpeaeTeHye, perHCTpaiHs, PacCMOTPERKE NOKyMEHTa
PYKOBOZICTBOM, PACCMOTPEHHE.

OTrnipaBKa HCXOAAUIHX JIOKYMCHTOB

Tlepenaua HOKYMEHTOB BHYTpY OpraHu3atiH

VueT JOKYMEHTOB

KoHTpoJIb HCTIONHEHNE JOKYMCHTOB.

Opranu3anys ¥ TEXHHKA KOHTPOLA HCTIOMHCHHIA

THIOBBIC ¥ MHAUBALYATbHBIC CPOKH UCIIONHEHNS JOKYMCHTOB

Cucrema ACKWJ (aBTOMaTH3UPOBAHHBIA KOHTPOJIb HCIOTHCHHA JIOKYMEHTOB)

(V%]

CamocTosiTelibHas patoTa 00y4alomuxcs

[IpeacTaBieHHiE BXOMIIMX IOKYMEHTOB B BAIC 0JI0K-CXEMBI

[IpencTaBIeHHE HCXONSIIMX JIOKYMEHTOB B BAZC GJIOK-CXEMBI

CocrapiieHie OIIOPHOro KOHCIIEKTA

BIOHEHHE 3a1aHMH Mo pabote ¢ KypHAIaMy peruCTpailii BXOJIMIMX H
HMCXOJAIINX TOKYMEHTOB

Tema 2.2
OcobenrocTr paboTh! ¢
OT/ACTILHBIMYU
I'pynniaMy JOKYMEHTOB

Copepsxanue ydedHoro marepuaja.

Buis! o6panieHust TpakIaH B roCy/1apCTBEHHBIC 1 0OILIECTBEHHBIE OpraHbl
TTopstnoK paccMOTPEHHA obpamrenuit

[ToArOTOBKA K apXUBHOMY XPAHCHHIO JET € ofpaieHusIMH FpaKaaH
KonpuneHupansasiec  JOKYMCHTEL W CONEPXallie KOMMEpUECKYIO  TaiHy.
OcoBeHHOCTH MX 3AlIMTHL U TOPSAOK XPaHCHHUS. Vyer, clMCaHHe, XPaHCHHE N
IOPSIOK YHIYTOXKEHUS JOKYMCHTOB CITy»k€0HOrO IONb30BaHUA




Hanwenopanne pasnenos u rem | Conepiranue yueGHOTO Marepuana, naboparopHbie W APAKTHYCCKAC Oobem YposeHb
paboThl, CAMOCTOATEILHAS pa6oTa 00y4aomuxcs 4acoB OCBOCHHA
CamocTosTeIbHasA padoTa 00y a0 mMXCcsl:
CocTaBlieHNEe OTIOpHOTO  KOHCIIEKTA, pabora ¢ ydeOHON nuTEpaTypo, 2 i
NOAFOTOBKA JOKJTafa Ha TeMy «Marepyanst s cmyeGHOTO MCIIONb30BaHKsA H
cojepKaue KOMMEPYECKYIO TaHHY»
Copeprxanue yuedHoro marepnaia 4 1
CucTeMaTH3aIMsa JOKYMEHTOB ¥ UX XpaHCHHE. Homenxnarypa Jie.
VIHJMBALYaNbEbIE, CBOAHBIE, TPUMEPHBIC 11 THIOBHIC HOMEHKIIaTypHl A€
OdopmiIeHue HOMEHKIIATYPB! A
Tpebopanus K OPOPMIEHUIO Ae]
X paHenue TOKYMEHTOB B CTPYKTYPHBIX No/ipa3ieNeHMsiX
DKCHEPTH3a IIEHHOCTH JIOKyMCHTOR
ITonroToBKa 1en K cia4e B BEJIOMCTBEHHBIN apXHUB.
T 3akonojareasHBlE  aKThl  H HOPMATHBHO-METOIMYCCKHE  NOKYMCHTEI
ema 2.3 DenepanibHOM apXUBHOH ¢y %60¥ 10 XpaHEHHIO JOKYMEHTOB.
Opragu3anms onepaTuBHOro BaaumoaelicTBae  CIyxK0 6
yx6 JOKYMEHTAIMOHHOIrO 0beCTIeHCHIA ynpaBlieHus M
XpaHeHHs JIOKYMEHTOB 1
HOLOTOBKA HX K AKTHBHOMY BeOMCTBEHHBIX OpraHoB Ui (GOpMMPOBAHHA OCHOBEL Ui HOCHENyIOMEro
XpaHeHHs A UCTIONB30BAHNA JTOKYMEHTOB.
XPaHCHATO EquHCTBO TpebOBaHMi K XpaHEHMIO NOKYMEHTAUHMH B JIEOIPOM3BOJACTBE H
apxXuBe
HpakTHYeCKHE 3AHATUS :
CocTaBenre HOMEHKIATYPhl Ael ¥ O(opMIeHAE aKTa 06 oopmnenud Jex K 2 2
YHHUYTOKEHHIO
CamocTosTeabHaa pabora 00ydamuxcs 3 1
CocrapicHue 610K-cxembl «[TOpsIOK Nepeaayu Aes B apXuB?
[ToAroTOBKA IPE3ECHTAIMH HA TEMY «OcoBeHHOCTH OPOPMIEHHS ¥ XpaHEeHI ACIT
C pa3IMYHBIMH CPOKAM¥ XPABCHUAY
Copeprxanne y4e0HOTO MATEPHAIA
KoMIIBIoTepU3alis AeNONpPOU3BOACTEA B OpraHusaniit, KaK YCJIOBHE BHCIPECHHUS
[ocy1apCTBEHHOM CHCTEMBI JOKYMEHTALHOHHOTO 00eCneyeHus yIpaBCHIL. 4 1
Tema 2.4 MammHounTaeMas  foKymeHTauus. Hocurernd, HpUMEHACMBI npu CO3JAHUM
Vcnons3oparue IIOBM B JOKYMEHTOB M TpeOOBaHHs K MX AOKYMCHTAM.
JETONPOU3BOJCTRE CocTas, IOPAIOK PACTIOPKEHHA ¥ IIpaBuiid od)opMIIeHHs OCHOBHEIX PEKBH3HTOB

JOKYMEHTOB C HUCIIONB30BaHieM KOMIIBIOTCPA




Haumenosanne pasaenos u tem | Coneprkanue yueGHOro marepHaia, aabopaTopHble W DPAKTHYECKHE Obvem YposeHb
paboThl, camMOCTOATEALHAH paboTa o0y4aomuxcs 4acoB 0CBOCHHUHA
[IpakTH4yecKoe 3aHATHE 2 2
ITpoBeneHne ABTOMATH3UPOBaHHOM 00paboTKU JOKYMCHTOB, MCTONIL30BAHNE
TeNEKOMM YHUKAIIMOHHBIX TEXHOJIOTHH B 2JIEKTPOHHOM JIOKYMEHTOObOpOTE.
CamocTonTeIbHAsA padoTa 00y4aromuxcs 2 1
Cocrapienne i OGOPMIEHNE YIPABIEHYECKHX NOKYMCHTOB C UCIIOJIb30BAHNEM
TIIITT «Word» u «Excel»

Bcero: 54




3. YCJIOBWSI PEAJIM3ALINH NPOI'PAMMBI JIUCIUNJINHDI

3.1 TpeGoBanust K MUHUMAILHOMY MATEPHAJIbHO-TEXHHIECKOMY o0ecreveHHnIo
Peanizauys  y4eOHOH  AMCIMINIHAHBI TpeOyer — HaIMIULA y4eOHOTr0 kaOuHeTa
po(ecCHOHATBHEIX JACIUILITHH.
OGopynoBanke y1eOGHOTo KabuHeTa:
-[1OCA0UHBIE MECTA 110 KOTHIECTBY 00yualoIHXCs;
-pabouee MECTO NPEHOAaBaTE;
-JI0CKa;
~y4eOHO-METOAMIECKOC obecreueHne;
-3a7laH|g JTs TIPAKTHICCKHX 3aHSITHH;
-3a7aHUA JUIS CAMOCTOATENBHOH BHEAYIHTOPHOH paboThL;
-[lepeueHb BOMPOCOB 1 NPAKTHHECKHX 3aAaHuUIA [UIs [TOJIrOTOBKH K 3a4€TY;
-BapUaHTLI OUIETOB K 3a9€TY.
TexuuuecKye CpeAcTsa 00yeHHs:
-MYJIbTUMEHEHBIH IPOCKTOP C OKpaHOM JJisi IPE3CHTALUH,
yMTANbHBIA 3AM ¢ BO3MOXKHOCTBIO A0CTYyNa K KOMITIEKTY yqeGHo—Mf:To,quecxoﬁ, HayyHO#l H -
CrIpaBOYHOM JUTEPaTyphl 110 npoGieMam JUCIUTUIAHBL
-Jloctyn k cerd VIHTEpHET 1 COBPEMEHHOM cripaBo4HO# Gase.
KoncybTaunn - GopMbI MPOBEICHAH KOHCYTbTaIMi (rpyHMoOBEIC, UHOUBUAY ATbHBIE, THCBMCHHBIC,
YCTHEIE) OTPEACIIAOTCA 06pasoBaTebHbIM YTBEPKACHHEM

3.2 UudopmaninoHuoe obecnieueHne o0y eHHs

OcHoBHbIE HCTOUMHUKH:

1. TpynoBoil KOICKC Poccaiickoii Penepammn N 197-®d3 or 30.12.2001 (¢ u3MeHEHMAMHM H
JOTMONHEHUAMA) [DnexTpOHHbIH pecype]. - Pexum JAOCTYTIA:
http://www.consultant.ru/document/cons_doc_LAW__34683/

2. MenepalbHbli 3aKOH «O nepCcOHANbHBIX AAHHBIX) N 152-®3 or 27.07.2006 (c u3MEHEHHAMA 1
JIOTIOSIHEHUSMH) [DsneKTPOHHBIH pecype]. - PexuMm J0CTyTIA:
http://www.consultant.ru/ document/cons_doc_LAW_61 801/

3. TlocranoBnenne I ockoMCTaTa PO «OO6 yTBEepKHACHHHU yHUQUIUPOBAHHBIX dopM MEpBHYHOM
yUCTHON NOKYMEHTAUH MO yHETy TpyJa ¥ €ro OIIaThDy N 1 or 05.01.2004 (¢ M3MCHCHUAMH U
JIOMONHEHNSIMH) [DnexTpOHHbIH pecypcl. - PexuM JocTyna:
http://www.consultant.ru/document/cons_doc_LAW__47274/

4. TOCT P 7.0.97-2016 «HanuoHanpHbi# cTanaapT Poccuitckoit ®eneparuu. Cncrema CTAHJAPTOB
no maopMaluy, ONONHOTEUHOMY H H3MATENBCKOMY JIENY. Opraﬁmaunom{o-pacnopazxwrenmaﬁ
JOKYyMEHTaLus. Tpebopanus K 0OPMIICHHIO JOKYMEHTOBY N 2004-ct ot 08.12.2016 [DneKTpOHHBIA
pecypc]. — Pexum pocryna: http://www .consultant.ru/document/ cons_doc_LAW_21646 1/

5. JloKyMEeHTOBEIeHHS 2-€ U3/, IEp. 1 non. YueGHUK U IPAKTUKYM LA CITO[Teker}/ Iloa pen. JLA.
JloponuHoit. — M.: 1Opaitr. — 2019. - 309c¢.

6. Kasaxesuu T. A., Txamnd A. . JloxyMeHTalnoHHOoe ofecreuenye yIpaBieHus 2-€ u3jl., UCIp. ¥
jor. YueGHAK M [PAKTHKYM AJIA CITO [Teket)/ T. A. KasaxeBud, A. U. Txanmu. — M.: 1O0paiit. —
2019. - 177¢.

JlononnuTelibHbie HCTOYHHUKH!

7 Vpanosa A. IO. Pycckuil A3bIK B IeoBOM JOKYMTALWH. YueOHUK U TIPAKTHKYM AT CIIO [Texct)/
A 10. Vipanopa. — M.: YOpa#t. — 2019. - 157c.

8. I'pozosa O. C. JIenonpou3BOACTBO. VueGuoe nocobue ans CI1O [Tekcr]/ O. C I'pososa. — M.
1Opaiit. — 2019. - 126¢.
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http://www.consultant.ru/docuraent/cons
http://www.consultant.ru/document/cons_doc

WnTepHeT-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 OIIEHKA PE3YJLTATOB OCBOEHMSI JUCIHUTLIIHBI

PesyabTaThl 00y4eHns
(ocBOEHHBIC YMEHMH, YCBOCHHDIE 3HAHHSA)

@®opMBI M METOABI KOHTPOJIS 1
OLICHKH Pe3y/1bTaTOB 00yueHns

OcBoeHHbIC YMEHUS

VYMeETb:

MCTIONB3YS HHPOPMAIMOHHEIE TEXHOIOTHH

OdopMaste W TPOBEPATL IpaBUIBHOCTD | 3aIUTa MPaKTHHCCKUX paboT
odopmileHus AOKYMEHTALMH B COOTBETCTBUH ¢ | 3aIuMTa BBIMOMHEHHBIX JOMALIHUX
yCTAHOBJICHHBIMH TPECOBAHUAMM, B TOM yucie |3afaHui

JIOKYMEHTOB

[IpoBojHTL ~ @BTOMATU3HPOBAHHYIO obpaboTKy | 3aluTa NpaKTHIECKAX paboT

3amTa BHITOTHEHHBIX JOMALIHUX
3aaHuH

OC)’IHCCTBJ'IHTB XpaHeHHE U MIOMCK JOKYMCHTOB

3amuTa IPaKTAIeCKX pabdoT
3amUTa BEINOTHEHHbBIX JOMAIIHUX
3aaaHui

TEXHOJIOTHH B 3IEKTPOHHOM HOKYMEHT0060poTe

Mcnonb30BaTh TeNeKOMMYHHKALMOHHBIE | 3allATa IIPAKTHHICCKIX pabot

YcepoeHHbIe 3HAHUA

3HaTh:
OCHOBHBIE TOHSTHSL: 1IEJH, 3a/ia4h, TPUHIHIIBL
JOKYMEHTALMOHHOro ofecrieueHs YIPaBJIeHNA

Onpoc  (yCTHBIH, MUCHLMEHHBIHA,
TECTOBBIN)

CucreMsl )IOI(yMCHTaHI/IOHHOFO o0ecneueHus
ynpasicHns, ¥X aRTOMaTH3aluIo

Onpoc  (YCTHBIH, NMCHLMEHHBIH,
TECTOBHIH)

KnaccupuKaiyio NOKyMEHTOB

Ompoc (yCTHBIH, MIMCHMEHHBIH,
TECTOBBIH)

TpeGosanus K COCTAB/ICHHIO 1 0(hOpMIIEHHIO
JTOKYMEHTOB

Onpoc  (ycTHBI, [TUCHMEHHBIH,
TECTOBBIN)

Opranusanuio JIOKYMEHTOOD0pOTA: MPUEM,
06paGoTka, perucTpaniy, KOHTPOID, XpaHEeHHe
AOKYMEHTOB, HOMEHKIIaTypa A

Onpoc (YCTHBIH, TIMCBMEHHBIH,
TECTOBEIH)

W rorosblii KOHTPOJIb

Jlu¢depeHHpoOBaHHbII 3a1€T
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