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1. IACTIOPT PABOYEI1 MPOTPAMMAbI YYEBHON
TACHATIIAHBI

«J[oXyMeHTalHOHHOE obecnedeHne yInpaBJICHHSD

1.1. O6aacTh NPUMEHEHHSA THUIIOBOii IPOrPamMMbl
PaGouas mporpamMma yqeOHOH JUCIHILTHHEL «J]oXyMEHTaMOHHOS obecrie4cHne
YNPaBIEHUs ABIASTCA 1aCTHIO OCHOBHO#M NpodecCHOHATBHONR oBpasoBaTENbHON
NpOTPaMMBbL Y paspaoTaHa B COOTBETCTBHM C GroOC CIIO 1o cneuuanbHOCTH CPEAHCTO
1poecCHOHAIBHOTO obpazosasus 40.02.01 T1paBo ¥ OpraHu3alys COUMaIbHOTO obecnieueHusl
PaGouas nporpamMma yueOHON TACHAILIAHDE MOKET OBITH UCTIOJB30BAHA B IOTIONHHTEIEHOM
npodeccroHanbHOM  00pasoBaHNH (8 mporpamMmax —IOBBIUICHH Kpanu(pHUKalMd |
NepenoaroToBKy).

1.2. Mecro yueOHoii JHCUMINIHHBL B CTPYKTYpe OCHOBHOH npogeccHOHANBLHON
06pa3oBaTeLHOI NPOrpaMMBlL: yueGHas AUCHUUILTMHA BXOTUT B npodecCHOHANBHBI UKL

1.3. Lleau n 3agaun yqebHOH JAHCIUMJINHBI — TpPedoBaHHs K pesy/ibTaTaM OCBOCHUS
yue6noii ANCUHMILIHHbL

B pe3ynpTaTe OCBOCHHA y4eOHON AUCHUILIAHDI o6 y4aoyi JOIKEH YMeThb.

-0(hOpMIIATD OpraHn3alHOHHO-PACTIOPSAHTEIBHDIC JOKYMEHTBI B COOTBETCTBUHM € JEUCTBYIOIM
'OCTowm;

- ocyHIecTBAsATE 06paboTKY BXOMALIUX, BHYTPEHHAX ¥ HCXOASIMX TOKYMEHTOB, KOHTPOJIb 32 UX
MCTIIOTHEHNEM;

- 0OpMAATE IOKYMEHTBI JUIS NepeAatis B apXYB OpraHU3alH.

B pesynbraTe OCBOCHHUS yueGHON AMCIUTIIMHEL 06yyaronm# JJOJDKEH 3HATh?

- [IOHATHE JOKYMEHTa, €r0 CBOHCTBA, CIIOCOOBI JOKYMEHTHPOBAHUSA;

- TpaBuiia COCTaBieHHS H ohopMIIEeHHS OpraHM3aUOHHO-PaCTIOPSUTEBHEIX JOKYMEHTOB
(OPL)

- CHCTEMY ¥ THIIOBYIO TEXHOJIOTHIO JIOKYMEHTALHOHHOTO 00eCHeICHHA ynpasnenus (JIOY)

- 0cOGEHHOCTH IEeJONpOM3BOACTBA  IIO ofpalieHuaM Tpaxaan H KOH(UACHIMATBHOTO
AEIOTIPOU3BOACTBA.

1.4. PexomenayeMoe KOJIM4eCTBO 1aCOB HA 0CBOCHUE NPOrpaMmMbl yueOHOMH JHCUMIIIHHBL:
MakcuMaabHON yueOHOH Harpy3Ku oGyuatomuxcs 90 4acoB, B TOM HHCIC:

O6s3aTebHON ayAUTOPHOH yueOHOH HAarpy3KH o6yyarowmxca 60 3acos;

CaMocToATeLHOM paboThl 00yHaroUXes 30 uacos.



2. CTPYKTYPA M COAEPKAHUE YUYEBHOU JUCIHUILJINHBI

O61em yueOHOM AUCUNTIIHHBY 1 BUABI yaeGHoit paGoThi

Bua yue6Hoii paboThbl _ O6bem YacoB
MaxcumManbhas yueOHas Harpy3xa (Bcero) 90
Ob6s3arenbHas ayMTopHas yueOHas Harpysxa (Bcero) ' 60

B TOM YHCJIE!

JlaGopaTopHble paboTH!

T1paKkTHYECKHS 3aHATHS 22

CamocTosTensHad pabora 00yYaromerocs 30

MToropasi aTrecTauusi B opme anddepeHpOBAHHOrO 3a1€Ta-




2.2. TeMmaTH4ecKHil MJIAH W COAEPKANTE y4eOHOi AUCIHNIHHDI

HauM¢HOBAHHE pameJmB H TCMT

Copepaxanne y3yefHoro marepuaia, aabGopaTopHble W NPAKTHYECKHE
paGoThl, CAMOCTOATEIbHAN pabora ofyyalmuxcs

Paznen 1. JoxkymeHTHpOBAHUE yiI

Tema 1.1.
JIOKYMEHT 1 cucTeMa
JOKYMEHTANA

Qobem
4acoB

YpoBenb
OCBOEHHS

ABJEHYECKONA NeATCIbHOCTH

24

Conepxanne y4efHOr0 MaTepHAIA
TloHSTHE, CYLIHOCTb AOKYMEHTAIHOHHOTO obecnicuenus ynpapienus. TloHsaTHe
JIOKYMEHTa, €ro CBOWCTBA, crocobsl 1oKymeHTHpoBaHua. Llemu, 3amadn H
dyHKLEH, CIyXOBI JOKYMEHTALIHOHHOTO obecneyenns yIpaBieHus.

CamocTosiTe/IbHas padoTa 00yJaromuxca:
COCTABIICHUE OIIOPHEIX KOHCIICKTOB, pabota ¢ yueOHOH JUTEPATYPOH.
[oaroroBka cooOIEHNH 110 NCTOPUM JIEIONPON3BOACTBA

Tema 1.2.
OpraHu3ainoHHO-
pacnopsNTENbHEIC AOKYMEHTHL

Copeprxaiue y1e0Horo MaTepuaia

V HUULMPOBaHHAs CUCTEMA opraHHzaunouno-pacnopmmenbnmx oprasu3anui
(OPLD).

[ousTHe, 3HAYCHHE, CONCPKAHHC TOCT P 7.0.97-2016 «HanmoHaNbpHEIN
cranjapt Poccuifckoi ®epepanun. Cucrema CTaHAapTOB no HHGOpPMALUY,

nokymenTanys. TpeboBarus K 0OpPMIEHHIO TOKYMEHTOBY.

TpeGopanus K 0GOPMICHHIO JIOKyMEHTOB

Knaccupuranus oprauu3aunouno-pacnopanmenbnoﬁ OpraHH3aIuu:
OpraHu3aMOHHO-NPaBOBAs, pacrnopsauTeIbHAL, CpaBo4HO-HHPOPMATINOHHAL.
Oprasu3alMOBHO-TIPABOBBIE JIOKYMEHTBI:  YCTaB, yupeRuTeNbHbIi JIOrOBOD,
IOJIOKEHHs, IPABUIIa BHYTPEHHETO TPY0BOTO pacnopsiiKa.
CnpaBoIHO-MHPOPMANHOHHBIC JIOKYMEHTBL: JOKJIaHas 3aMKCKa,
OOBACHUTENbHAS 3aHCKa, aKT, CIIPABKa, cryKeOHBIE IACHMA.

GUGIVOTEYHOMY M HM31ATeIBbCKOMY JIETY. OpraHu3auOHHO-pacTopUTEbHas |

HpakruyecKye 3aHATHA
1. OdopmueHne pEKBU3UTOB JOKYMEHTOB.
2. OdopmicHne OpraHM3alAOHHO-PACTIOPSAUTEILHEIX JOKYMEHTOB B
COOTBETCTBUHM C YCTAHOBIECHHBIMH TpeOOBAHMAMH.




ﬁianmenoxsarme pasaeioB U TeM

Coaepxanne yuebHoro marepuadna, nabopaTopHbie M NPAKTHICCKUE
paboThl, CAMOCTOATENbHAS pabora 00y4amMHXCH

Qobem
qacosB

Yposens
0CBOCHUS

CamocTosiTeabHasn paboTa 00yJaromUXCd
CocrapiieHpe OTOPHbIX KOHCIEKTOB, non6op 6I1aHKOB JOKYMECHTOBR.

1

Tema 1.3.
Kapmposas JOKyMEHTALINA

Copaepxanne yuefHOro MaTepHala.
JIOKYMEHTHPOBAHHE NpaBOOTHOLICHHH

CocTas 1 0cobeHHocTH 0QOpMAEHHS JOKYMCHTOB I10 JIVYHOMY COCTaBY
[opsanok opopmnenus TPYLOBO KHIKKH

l'lpam‘nqec!me 3aHATHA: .
CocTaBlieHHEe KOMILJICKTa Ka}lpOBOﬁ JOKYMCHTaLMH: PeE3IOME, 3a4BJIEHHEC O
npueMe Ha pa60Ty, TpYAOBasd KHMKKa, JJHYHad KapTOo4Ka, IUTATHOE PACOUCAHNC.

CamocTosiTeTbHAA padora 00yJaroImUXCs:
CoCTaBIICHHAE OTIOPHBIX KOHCIICKTOB.
Cocrasenue 1 ohOpMIIEHHE PE3IOME, TIOUCK 1 noabop BaKaHCHU

Tema 1.4.
Jlenexuble ¥ GUHAHCOBO-
pacyeTHBIE IOKYMEHTH

Copepxanue yuebHoro Marepuaa.

OcoGeBHOCTH COCTaBNeHHs ¥ OQOPMICHMS NCHEKHBIX B (pMHAHCOBO PaCHETHBIX
IOKYMEHTOB

OdopmiicHEe THYHOHN JIOBEPEHHOCTH

CamocToaTeabHAs padoTa 06yyaromuxcs:

OdopmilcHUE TOBEPEHHOCTH

PaboTa ¢ yaeGHOM JIMTEpaTYpOH

[ToAroTOBKA K 3alIMTE OTIETOB IO pe3ynbTaTaM TPAKTHYCCKHX paboT

Tema 1.5
JloroBOpHO-TIPAaBOBAs
JOKYMEHTAMs

Copaepxanue yueGHOro MaTepnaia.

[MoHsTHe DOTOBOPA, COTNAMICHHS, IPOTOKOIA pasHorIacHii

Tunosas GopMa KOHTpaKTa

Brsl JIOTOBOPOB: KyIUIM-TIPOJIAXH, MEHbI, MOCTABKH, BO3ME3/IHOTO OKa3aHHs
YCIyT, MOPYYEHHUs, KOMUCCHH, H T]L.

ToBapoCONPOBOTUTENBHEIC IOKYMCHTRL: HX 3HageHHE M MOPATOK 0QOPMICHHA
TpeGopannus Kk 0GOpMIEHHIO HCKOBBIX 3asBJICHUA

IpakrnyecKkue 3aHATHS
Cocrapiesme u odopmieHME JIOTOBOPOB (mocTaBKH, KYTUIH-TIPOZIAXKH ),
KOMMEPYECKOI0 aKTa, IPOToKoJa pazHOTJIACHH.




HanMeHoBAHHKE Pa3lejIOB U TeM

J—

Conepxanue yyeGHoro maTepnaia, jgaGopaTopHble M DBPAKTUHECKHE
paboThbl, CAMOCTOATENLHASA pabora 00yJaronxcs

OobeM

qJacoB

YposeHb
0CBOEHHUA

CamocTos e pHan padora obyuarommxes:

M3yuenne BUIOB BHCIUHEOKOHOMUYECKHX KOHTPAKTOB (KOHOCAMEHT).

PaGoTa ¢ KOHCIEKTOM, JHTEpaTypoH, HOPMaTHBHO-TIPaBOBOH JOKYMCHTALKEH,
COCTaBJICHNE ONOPHOTO KOHCHCKTA

TToAroTOBKA K 3alIWTe OTYETOB 1O pe3ypTaraM TpaKTHYecKux paboT

Paznen 2 Oprannsauus padoThbi ¢ JOKYMEHTAMU

~

J

1

Tema 2.1
TloHsiTHE HOKyMEHTOOOOPOTA.
THIIOBBIE TEXHONOTH} 00pabOTKH
HOKYMEHTOB B Opranu3anuy

Copepxanne yaedHoro marepHajia.

CocTas ¥ yueT obnema JROKyMEHTO0BOpOTa OpraHK3allH

Opraupzainy paboTh! ¢ HOKyMEHTAIMEN, nocTynaiomeil B oprapu3anin: NpaeM
BXOIAUMX JOKYMEHTOB, OKCHEQULMOHHAA 06paboTKa, ~TPEABAPUTENBHOC
paccMOTpEHHE W PACTIPEICNICHHUE, perucTpalus, PacCMOTPEHHE JIOKYMEHTa
PYKOBOZICTBOM, PACCMOTPEHHUE.

OTrpaBka HCXOASIIMX IOKYMCHTOB

Tlepenaya JOKYMEHTOB BHYTPH OpraHusatiiH

VueT JOKYMEHTOB

KOHTPOIb HCTIONHEHHE JOKYMEHTOB.

Oprauu3ais | TeXHUKA KOHTPOIIT UCIIONHECHUS

THUrOBBIE M WHIMBUAYATBHbIE CPOKH HCTIONHCHIA JIOKYMEHTOB

Cucrema ACKIJ (aBTOMATH3MPOBAHHbIH KOHTPOIL HCIONHEHH TOKYMEHTOB)

[O8)

CamocTosTeNbHas padora 00y4armuxcs

TIpencraBieHne BXOAUTMX JTOKYMEHTOB B B OIOK-CXEMBL
[IpeacTaBneHne HCXOMAIUX JOKYMEHTOB B e 010K-CXEMBI
CocTaBlieHHe OIOPHOro KOHCIIEKTA
BridonHeHHe 3ajanHuil 10 paboTe
UCXOIANINX JOKYMEHTOB

¢ JKypHANIaMy DErMCTpanyyi BXOJAIHX H

(U8

Tema 2.2
Ocobensocty paboTHI €
OTIEeNbHBIMHA
I'pyniamu 10KyMEHTOB

Copepkanue yuedHoro marepuaia.

Bup! oOpalieHHs IPaXIaH B FOCYHAPCTBEHHBIE ¥ OOUICCTBEHHRIC OPTaHbl
TlopsnoK pacCMOTPEHHS obparnenni

TI0roTOBKA K aDXUBHOMY XPaHEHHIO JI€1 € obpalieHsIMH TpaXxIas
KoupuaeHupambuse JOKYMEHTBl 1 cojepKaie  KOMMEPYECKYio Taliny.
OcOGEHROCTH WX 3aIUThl M HOPANOK XpaHCHHA. Vuer, ciMCaHUE, XpaHEHHE U

nopsigoK YHH‘YFO}I(CHHSI JOKYMEHTOB cnyxce6Horo NOJIL30BaHUA




HaunmeHoBaHne pa3aesoB v TEM

Copepxanye ydyebnoro marepuana, aabopaTophbie M NPAKTHYECKHE
paboThl, CAMOCTOATCIBLHAA padoTa 00y MHXCs

Q6bem
q4acoB

Yposem,j

0CBOCHHS

CamocTosiTeabHas paboTa 00yJa0mMXCsH:

CocTaBlicHhE OMOPHOTO  KOHCIEKTa, pabota ¢ yueOHON nUTepaTypoH,
[IOITOTOBKA JIOKJIANa Ha TEMY «Marepuansi ISt ClyXeOHOTO UCIOIL30BANNAL H
COZIEPKALIHE KOMMEPUECKYIO TaiHy»

Tema 2.3
Opran#3anys onepaTiBHOTO
XpaHeHHs JIOKYMEHTOB H
TIOJIFOTOBKA MX K AKTHUBHOMY
XPaHEHUIO

Copepxanne yuebHOro MaTepuaia

CpcreMaTu3ania JOKYMERTOB U UX XPaHCHUC. Homegknatypa ael.
VIHAMBUAYAIBHBIE, CBONHBIE, IPUMEPHDBIC H THTIOBRIC HOMEHKJIaTYphbl A€l
OdopmileHre HOMEHKIIATYPBI A

TpeGoBanus K 0QOPMICHUIO 1ET

Xpanenue JOKYMEHTOB B CTPYKTYPHBIX NoJpa3ieIeHuIX
JkcnepTr3a NEHHOCTH JOKYMCHTOB

[MonroToBKa aei K cade B BEJOMCTBEHHBIH apXHB.
JaxoHOJATENbHBIE  @KTBI ¥ HOpPMaTHBHO-MCTOIMYECKUES
®enepabHON apXUBHOH cayxk00# 0 XpAHCHHIO JIOKYMEHTOB.
BaaumoneitcTBie CIyX0 AOKYMEHTAMOHHOTO obecrieyesysl YIPaBICHUS H
BeJOMCTBEHHBIX OpraHos Iuis (OpMAPOBAHHML OCHOBRBI TS TIOCACIYIOWIErO
XpaHeHHs: H UCTIONb30BaHH NOKYMEHTOR.

EjscTBO TpeGoBaHuil K XpaHEHHIO JOKYMEHTALMHA B EJONpPOM3BOJCTBE H
apXMBC

JIOKYMEHTHI

IpaxTHYECKHE 3AHATHS
CocTaBjicHMe HOMEHKIATYPh! Jel ¥ 0QOopMIICHHE aKTa 06 obopMIIEHHH JET K
YHHUYTOKEHUIO

CaMocTosTeIbHAs padoTa 00yl BIHXCs

CocTapienue 6710k-cxeMbl «]1opANoK nepenaty aei B apXus»

TloaroToBKa Mpe3eHTaluy Ha TeMY «OcobennocTr ohopMIICHHS U XPaHCHUS ACT
¢ pa3nUIHEIMK CPOKaMHU XPaHCHUA

Tema 2.4
Wcnonpzorasue [IOBM B
JIeJIOTIPOM3BOICTBE

L

Copepanne y4e0HOro MaTepHaJa

KoMnploTepy3aliis AeNonpon3BOACTEA B OpraHM3aluM, KaK YCIOBHE BHEIPCHHA
TocynapCcTBEHHOM CHCTEMBI JIOKYMEHTAHMOHHOTO ofecreyerns ynpasieHii.
MamuroynTaemas  gokymentamms. Hocurens, JIpAMEHsIeMBl [IPH  CO3/IABMK
JOKYMEHTOB K TPeOOBaHHSA K MX JIOKYMEHTAM.

CocTas, TOPAJOK PACTIOPSHKCHHS M IIpaBAIIa O(OpMIICHHS OCHOBHBIX PEKBH3UTOB
JOKYMEHTOB C HCTIONb30BAHHEM KOMIILIOTCPA




r}.{almeuosarme pazinenon H TeM Copepxanne yuebHoro martepuaja, aaGopaTopHbple M NPAKTHHECKHE Qobem VposeHnb |
paboThl, caMocTosTEAbHAR paboTa ofy4aromuxcs 4acoB 0CBOCHHA
IIpaxTH1iecKoe 3aHATHE 4 2
[Tposenenue ABTOMATH3UPOBAHHONA 00pabOTKH  NOKYMEHTOB, MCIONb30BAHUE
| TENEeKOMMYHHMKAUKOHHbIX TEXHONOTUH B BJIEKTPOHHOM JOKYMEHTO0bOpOTE.
CamocTosiTe/bHas padoTa 00y JaromuXcst 4 1
Cocrapienue # oQOpMIICHHE YIIPABICHICCKHX JOKYMEHTOB C MCIOTb30BaHNEM
TIIIT «Word» u «Excel» '
Bceero: 90 R




3. YCJIOBUSI PEAJIM3ALINN [IPOT'PAMMBI JACIUILINHbI

3.1 Tpe6oBaHusg K MHHUMATLHOMY MaTepHaJbHO-TeXHHIECKOMY ofecnevyeHHIO
Peanuzaqus ~ yueOHOM  AUCLMIINHBL TpeGyeT ~ HaaWuus yueGHoro  kabuHeTa
PO eCCHOHATBHBIX JUCIUILIMH.
OGopynoBanue y4eGHOTO xabuHera:
-[IOCANOYHbIE MECTA IO KONMUIECTBY 00y4aroIMXCs,;
-pabouee MECTO NMPeroAaBaTels;
-J10CKa,;
-y4eGHO-METOAUIECKOS obecneucHue;
-3aJaHMs UL NIPAKTHUECKUX 3aHSTHH,
-3aIaHns AN CAMOCTOATENBHON BHEAYIUTOPHOM paboTsh;
-nepeyeth BONPOCOB U NPaKTHHCCKUX 3a/I@HUH JUTs IOJATOTOBKH K 3a4eTY;
-BaphanThl OUIeTOB K 3a4CTy.
TexHUUeCKHEe CpesIcTBa OOYUCHUA:
-My1bTUMEAUHHBIN APOCKTOP € SKpaHOM JIJisl IPE3CHTALNAH,
~guTAnbHBIH 347 ¢ BO3MOMHOCTBIO 10CTYMa K KOMITIEKTY yueGHO-METOIUHECKOH, Hay4yHOH U -
CIIPaBOYHOM JTUTEPATyph! N0 npo6ieMaM JUCIUMIIMHEL
-Jloctyn k cetu VInTepHeT 1 COBpEMEHHO#H cnpaBouHoOit Gase.
KoncyabTauuu - GOopMel MPOBEACHHS KOHCYJIbTalu} (TpyNIIOBBIC, MHIUBUAYAIbHBIE, THCBMEHHDIC,
YCTHBIE) ONPEASIAIOTCS 06pa3oBaTeIbHBIM YTBEPKACHACM

3.2 Undopmanonnoe obecreucHue obOy4enus

QcHOBHbIEC HCTOUHHKH!

1. TpynoBoii KOICKC Poceniickoit ®enepatmn N 197-@3 o1 30.12.2001 (c n3McHEHHAMH H
NOTIONTHEHHSIMH) [DnexTpoHHBIHA pecypel. - Pexum JA0CTyna:
http://www.consultant.ru/document/cons_doc_LAW_?a4683/

2. Gepepanbiblil 3aKo «O NEPCOHATBHBIX paHbbixy N 152-03 ot 27.07.2006 (¢ U3IMEHEHUAMH 1
JOTIOTHEHHSAMH) [DneKTpOHHSbIH pecypcl. - Pexum J0CTyIa:
http://www.consultant.ru/ document/cons_doc_LAW_6180 1/

3. Tloctasopnenne [ockomcrara P® «O0 yTBEPXKICHUH yHUPHLAPOBAHHBIX dopM NEpBAYHOH
y9eTHON AOKYMEHTAllMH 10 yHeTy TpyJa ¥ €ro OInaTh N 1 or 05.01.2004 (¢ u3MCHECHAAMH W
JIOTIONIHEHUAMA) [DnexTpOHHEIH pecypel. - Pexum JpOCTyMa:
http'.//www.consultant.ru/document/cons__doc_LAWﬂ47274/

4. TOCT P 7.0.97-2016 «HaimoHanbHbIH CTaHaapT Poccuiickoit ®eepanyu. CucTeMa CTaHAAPTOB
no wnpopmaiiuy, OuOIMOTEHHOMY M M3/aTENBECKOMY JCHY. Opran3aloHHO-PACHOps AUTeIbHAT
noxymenrauus. Tpebosanus K 0)OPMITCHHIO JOKYMEHTOBY N 2004-ct ot 08.12.2016 [DnexTpOHHLII
pecypce). — Pexnm poctyna: http://www.consultant.ru/ document/cons_doc_LAW_21 6461/

5. JIoKyMeHTOBEIgHH!E 2-¢ M3, IIep. 1 ZOIL. VyeOHNK ¥ NPAKTHKYM IS CIIO[Texet)/ Mon pen. JLA.
Tlopounuoit. — M.: IOpaiT. — 2019. — 309c.

6. Kasaxenuu T. A., Tkama A. K. JloxyMEHTALHOHHOC ofecreyeHye YIpaBieHus 2-¢ U3, HCIp. U
non. YueOHUK ¥ ITPaKTHKyM LA CIIO [Teker)/ T. A. Kasaxesnd, A. W. Txamuu, — M.: IOpaifit. —
2019.-177c.

JLONOAHATENbHbIE HCTOTHHIH:

7. Vipanosa A. 0. Pycckuit sA3bIK B [eJI0BOK AOKYMTalllH. VueGHUK U MPAKTUKYM I CTIO [Texer}/
A. 10. ViBanosa. — M.: IOpa#t. — 2019. - 157¢.

8. I'pososa O. C. Jlenonpou3soicTBo. Vye6roe nocobue s CI1O [Teker)/ O. C I'pozosa. — M.:
1Opaiir. — 2019. — 126¢.
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http://www.consultant.ru/document/cons
http://ww.consultant.ru/document/cons

HuTepHeT-pecypebl:
1. www.sekretariat.ru

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

4, www.consultant.ru
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4. KOHTPOJIb U OIIEHKA PE3YJLTATOB OCBOEHUA JUCHUIIAHBI

Pe3yibTaThl 00y4eHHS
(ocBOEHHBIE YMCHUS, YCBOCHHBIC 3HAHNSA)

@opMbl H METObI KOHTPOJIS U
OLeHKH pe3yabTaToB 06ydenus

QOcBoeHHbIe YMEHHA

YmeThb:

Odopmasatk 1 TNPOBEPATH

WUCTIONB3YS HH (})opMaun OHHBIE TEXHOJOI'YH

MpaBHIbHOCTD
w@opmneam JOKYMEHTALMH B COOTBETCTBUM C
yCTAHOBNEHHBIME TpeOOBAaHMAMH, B TOM HHCIC

3aImuTa IPAKTUYECKHX paboT
3aINATA BEIIIOJIHEHHBIX IOMALIHIX
3aJaHui

[IpoBoanTh
JOKYMEHTOB

aBTOMATU3HPOBAHHYIO

06paboTKy

3auinTa [PaKTHIecKuX paboT
3amuTa BBHIIOJHEHHBIX AOMAIIHUX
3agaHui

OcylieCTBIATh XPaHEHHE i NIOUCK JOKYMEHTOB

3amuTa MPaKTHYECKUX paboT
3a1yTa BHIMOJHEHHBIX JOMAHIX
33 AN

Ucnonb3oBath
TEeXHOJIOTUH B IIEKTPOHHOM NOoKyMeHTO0b0poTE

TENEKOMMYH UKAFIOHHEBIC

3ammTa IPaKTHYeCKUx paboT

YceBoeHHbIE 3HAHHS

3HaTh: Onpoc  (YCTHBIH, NHCHMEHHBIH,
OCHOBHBIE TIOHSITHS: TSI, 3a/a4y, IPHHIAIIEI TeCTOBBIH)
JOKYMEHTALMOHHOTO 00ecreyeH s ynpaBicHis
CreTeMbl JOKYMEHTALMOHHOTO 00eCTIeeHNS Onpoc  (yCTHbIH, NYCHMEHHBIH,
yIIpaBsIeH N, WX aBTOMATU3aLHIO TECTOBBIH)

Knaccupukanuio JOKYMCHTOB

Onpoc (YCTHBIHA, TUCHMEHHBIL,
TECTOBBIN)

TpeGosanns K COCTABICHHIO H 0(hOPMIICHHIO
JIOKYMEHTOB

Onpoc  (YCTHbIH, NKCHMEHHBIH,

TECTOBBIN)

OpraHu3anmio JOKyMEHT0000pOTa: IIPHEM,
06paboTKa, perncTPalui, KOHTPOJIb, XPAHCHHE
JIOKYMEHTOB, HOMEHKJIATypa Ae

Omnpoc (yCTHBIH, Y CHMEHHBIN,
TECTOBBIN)

HTorosblii KOHTpOJIb

T(uddepeHHPOBAHHBIH 3211€T
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