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1. MACIIOPT PABOYEM ITPOT'PAMMBI YYEBHOM JUCIIATIINHBI OIILI.05
JOKYMEHTAIMOHHOE OBECIIEYHEHHUE YIIPABJIEHUSA

1.1. MecTo IMCHUILIMHBI B CTPYKTYPe OCHOBHOH 00pa3oBaTeIbHOI MPOrpaMMbl:

Pabouass mporpamMMa y4eOHOW AMCHUILIMHBI SBISETCS YacThIO MPOTPaMMbI TOJITOTOBKU
CIIELUAIICTOB CPEIHEr0 3BEHAa OCHOBHOM MpPO(ecCHOHAIbHOM 00pa30BaTEIbHON NPOrpaMMBbl B
cootBercTBUU ¢ PI'OC no cnenuansHocty 38.02.03 OnepanuoHHast JeSTEIBHOCTh B JIOTUCTHKE
cpenHero npogeccHoHaIbHOTO 00pa3oBaHuUsI.

Ocoboe 3HaueHne TUCHMIUIMHA UMeeT npu popmupoBanun U pazsutuu OK 01, OK 02, OK
03, OK 04, OK 05, OK 09.

1.2. MecTto y4yeOHOHl AUCHUIIMHBI B CTPYKType OCHOBHOH HNpPo¢ecCHOHAIbHOM
o0pa3oBaTe/IbHON MPOrPaMMBbI:

VYyeOHas aucuuiinHa «J{oOKyMEeHTallMOHHOE 00€ecliedeHHe YIPaBIEHUS» OTHOCUTCA K
ob1enpodeccnoHaIbHOMY IIUKITY U B COOTBETCTBUU C YU€OHBIM IJIAHOM MOATOTOBKHU CIEIIUATHCTOB
cpennero 3BeHa umeet unaekc OIILL. 05.

B pe3ynbrate 0cBOSHUS NUCHUIUIHHBI O0yYaIONIHICs TOKEH 001a1aTh:

-00LIUMHU KOMIIEeTeHIHSIMU:

Kon HaunMeHoBaHHe KOMIIETEHIINH
KOMIIeTeHIMH
OK 01 BriOupats criocoOsl pereHus 3a1a4 npoQecCHOHABHON e TeTbHOCTH TPUMEHUTEIHHO

K pa3inyHbIM KOHTEKCTaM

Hcnonb30BaTh COBpEeMEHHbIE CPEACTBA [TOKUCKA, aHATM3a U HHTEPIIPEeTal HH(OpMaLuy,
OK 02 n WHOOPMALMOHHBIE TEXHOJOTHMHM sl BBIIOJHEHUS 3aJad NpodeccHoHaIbHOM
JeSITeIbHOCTH

[InanupoBaTh W peann3OBBIBATH COOCTBEHHOE MPO(ECCHOHATBbHOE M JINYHOCTHOE
pasBUTHE, NPEANPHHUMATENBCKYIO JEATENIBHOCTE B IpodeccuoHanbHOl — cdepe,

OK 03 WCIONB30BaTh 3HAHUS 1O (UHAHCOBOW TIPAaMOTHOCTH B Pa3IMYHBIX KU3HEHHBIX
CUTYAIHSIX

OK 04 OddexTrBHO B3aMMOIEHCTBOBATH U pa00TaTh B KOJUIEKTUBE U KOMAaH/IC
OcyIecTBIATh YCTHYIO M INHCbMEHHYI0 KOMMYHMKAILIMIO Ha TOCYAapCTBEHHOM S3BbIKE

OK 05 Poccuiickoli ®epepauuu ¢ y4eToM OCOOCHHOCTEH COLMAIBHOTO M KYJIBTYPHOTO
KOHTEKCTa

OK 09 [Monwp3oBarecsi  TpodeccHOHATBFHONH — JAOKyMEHTAallMe Ha  TOCYyNapCTBEHHOM |

HMHOCTPAHHOM A3bIKaX

-npoq)eccnona.nbm)an KOMIICTCHUIUAMMU:

Kon HaumeHoBaHMe KOMIIETEHIIMH
KOMIIeTeHIIMH
K 1.1 OcyllecTBIATh CONPOBOXKACHUE, B TOM YUCJE TOKYMEHTAIIMOHHOE, MPOLEAYPHI 3aKYIIOK
11K 1.3 OcCymecTBIATh JOKYMEHTAIIMOHHOE COITPOBOXKICHUE CKIIAICKIX OTIEPAITHIA

1.2. Leap 1 niiaHupyeMble pe3yJbTaTbl 0CBOCHHS M CIMIIIMHbI:

B pe3ynbrare ocBoeHuUs yueOHOM AUCIUTLTUHBI 00YYarOIIUIICs TOJIKEH MOTYyYUTh CIIEAYIOINe
YMEHUS U 3HAHUSL:

Kon

1K, OK YmMmenus 3Hanus




MK.1.1
IK.1.3
OK 01
OK 02
OK 03
OK 04
OK 05
OK 09

— 0pOpPMIISITH IOKYMEHTAITUIO B
COOTBETCTBHH ¢ HOPMATHBHOM 0a30i, B
T.4. UCTIOJIB3YSI NH(OPMAIMOHHBIE
TEXHOJIOTHH;

— YHU(HUIHPOBATH CUCTEMBI
JIOKYMEHTAITHH;

— OCYIIIECTBIISITh XPAaHEHUE U TTOUCK
JIOKYMEHTOB;

— OCYIIECTBIATH AaBTOMAaTH3ALIHIO
00pabOTKH TOKyMEHTOB;

— WCIOIB30BaTh
TEJIEKOMMYHHKALMOHHBIE TEXHOJIOTHH

B 3JICKTPOHHOM JOKYMEHTO000pOTE

—TIOHSTHE, 1IEJIH, 33/1a9H U IPUHITATTBI
JIeTTOTIPOU3BO/ICTBA;

—OCHOBHBIC MTOHSITUS JOKYMEHTAIIMOHHOTO
oOecrieueHus yrpaBicHUS;

—CHUCTEMBI JIOKyMEHTAIIMOHHOTO
oOecrieueHus yrpaBicHUS;

—KJIACCU(PUKAIUIO IOKYMCHTOB;

—TpeOOBaHMsI K COCTABICHUIO U
0 OPMIICHUIO JOKYMECHTOB;

—OpraHu3aIxIo JOKyMEHTO000pOTAa: TIPHEM,
00paboTKa, perucTpanus, KOHTPOJIb,
XpaHEeHUE IOKYMEHTOB, HOMEHKIIATYpPa
Jen

2. CTPYKTYPA U COJAEPKAHUE YUYEBHOM JAUCHUITINHBI
2.1. O0beM y4eOHOM IMCUUILIMHBI U BU/IbI Y4eOHOH padoThl

Bup yuyeoHoii padoTbl O0BeM yacoB
MakcumasnbHas yueOHasi Harpy3ka (Bcero) 46
Oo6si3aTesibHAsE ayAUTOPHAs y4eOHAasi HATPY3Ka (Bcero) 44
B TOM YHCIIC:
MPAaKTUYECKHUE 3aHATUS 20
CamocrosiTeibHas padora 2

HtoroBas arrectauus B popme A depeHIMPOBAHHOIO 3a4eTa (3a4eT ¢ OLEeHKOMH)




2.2. TeMaTuyeCKMil IJIAH U COAeP:KaAHUeE YUeOHOM JUCHMILIMHBI «/{oKyMeHTallMOHHOE o0ecnieyeHne YIPaBJIeHUus»

HaumeHnoBanue
pa3aesioB U TeM

Coaepsxanue y4eO0HOro MaTepuaJia, NpaKTHYeCKHe padoThl H CAaMOCTOsITeIbHAsI padoTa 00yYaroImXxcst

O0BeM yacoB

1

Paspes 1. Opranusanusi AI0OKyMeHTO000pOTAa Ha NPeANPUATHH

8/4

Tema 1.1.
JdoxkyMeHT 1
cucreMa
AOKYMeHTAIMHU

Conep:xanue yueOHOro MaTepuaJa

1. 3Havenue U colepKaHUe NUCHUILIHHBI «/loKyMeHTallMOHHOE oOecreueHne ynpasieHus». [Ipenmer, cogepxkanue u
MOHATHE JEIONPOU3BOJCTBA

HcTopus pa3BUTHS CHCTEMBI FOCYIapCTBEHHOTO JOKYMEHTHpoBaHus B Poccun.

[MonsiTre nokymeHTa U ero pyHkiun. Kinaccudukanus TOKyMeHTOB

2. HopmatuBHO-IpaBOBOE U METOJUUYECKOE OOECIICUeHHE AETIONPOU3BOCTBA
Cayx0a 1OKyMEHTAlIHOHHOTO 00ECIIeUeHHs YIIPABJICHHUS U €€ MECTO B OPraHNU3allMOHHOM CTPYKType

3. OcHoBHBIE TpeOOBaHUS K OQOPMIICHHIO PEKBH3UTOB JJOKYMEHTOB
[TonsiTe U cocTaB PeKBU3UTOB JOKyMeHTa. CXeMbI pactoIoKeHUs peKBU3NTOB. [1oHsATHE 1 BUABI OJTAaHKOB JOKYMEHTOB.
HopmatuHO-IIpaBOBOE 0OECHEUeHUE AETONPOU3BOACTBA.

Tema 1.2
TpeboBanns k
odopMIIEHUIO
JIOKYMEHTOB

Conep:xanue yueOHOro MaTepuasa

4. ®opmyInsip JOKYMEHTa U OCOOCHHOCTH sI3bIKa CIYKeOHOTO JOoKyMeHTa. TpeGoBaHUs K OPOPMIICHHUIO PEKBHU3UTOB
JnokyMeHTa. TpeGoBaHMs K CO3/IaHMIO TOKYMEHTOB. bilanku 1okymMeHToB opranusanui. [1ois Ha O1aHKax JTOKYMEHTOB

IIpakTnyeckue 3anaTus Nel-2

IIpakTu4yeckoe 3ansaTHe Nel

Odopmiienne pekBU3UTOB ToKyMeHTa coraacuo 'OCT P 7.0.97-2016
Pa3paboTka pekBu3nTa «3MOIEMay.

OdopmiieHHe pEKBU3NUTA KHANMEHOBAHHUE OPTraHU3aIUH-aBTOPA JOKYMEHTAY.
OdopmiteHre peKBU3UTA «CIPABOYHBIC JTAHHBIC 00 OpraHH3aIUI.
OdopmiieHHe PEKBU3UTA «apecaTy» JOHKHOCTHOMY JIUIY U YUPEKICHUIO.

IIpakTH4eckoe 3ansaTHE No2

OdopmiieHne peKBU3UTOB ToKyMeHTa coraacuo 'OCT P 7.0.97-2016

Pa3pabotath Ha ocHOBe 001Iero OJaHKa OJTaHKM KOHKPETHBIX BHOB JIOKYMEHTOB: aKTa, IIPOTOKOJIA, CIIPABKH.
OGopMHUTE PEKBU3UT «TPUQ YTBEPKIACHHS JOKYMEHTa» BCEMH M3BECTHBIMU Bam criocobamu.

CocTaBUTh PE3OITIOIHIO M O0BSICHUTE HA3HAYECHHE JTAHHOTO PEKBH3HTA.

PaspaboTtath GaHK MHChMa OPraHU3AIMH 10 TPEITI0KEHHOMY UCXOTHOMY BapUaHTy

Paznen 2. CucTeMbl JOKYMEHTAIIMOHHOTO 00ecnevYeHus1 ynpaBjaeHUs

12/14




Tema 2.1. Coaepsxanue yueOHOro MaTepuaJia 6
OprannsanuoHHo- | 5.O0praHu3anioHHbIe JOKYMEHTHI — YCTaB, YIPEAUTEIbHEIE IOTOBOP, ITOJIOKEHUE 2
pacnopsiiuTeNbHbIe | 6.PaciopsauTenbHple TOKYMEHTBI — TNpHKa3, paclopsbKeHHe, yKa3zaHWe, I[OCTAaHOBJICHHUE, pelleHHe, HWHCTPYKLUS, 5
HOKYMEHTBbI MIPOTOKOJI.

7.CnpaBoyHO-HH(OPMALIMOHHBIE TOKYMEHTHI: CIyKeOHas 3alncka, OObsICHUTEIbHAS 3aIACKa, aKT, CTIPaBKa, CIIy>KeOHbIE 5

nMchMa

IMpakTuueckue 3ansaTusi Ne3-6 8

[Tpaktuaeckoe 3ansatre Ne 3. OhopMUTH OpraHU3aMOHHBIA JOKYMEHT B cOOTBeTcTBUH ¢ TpeboBaHusiMu [[OCT P 7.0.97

— 2016 cornacHo OpeIOKEHHBIM YCIOBUSM. »

[Ipoananu3upoBaTh MPEAIOKEHHBIN 00pa3ell OPraHu3alMOHHOTO JIOKYMEHTA, BBIIBUTE OMIMOKK B cooTBeTcTBUU ¢ [[OCT

P 7.0.97-2016.

ITpaktuueckoe 3ausiTue Ne 4. CoctaBUTh 1 0)OPMUTH PUKA3BI, PACHOPSIKEHNS HA OCHOBE MOJTY4YEHHBIX JaHHBIX. 2

[TpakTuueckoe 3anstue Ne 5. CocTaBUTh U ODOPMHUTBH JICTIOBBIC MUCHMA. 2

[IpaxTrueckoe 3arstue Ne 6. OdhopMieHne CripaBoK, TOKIaTHOW U CITy>)KeOHOHN 3aIICKH, aKTa. 2

CamocTtosTenbHasE paboTa 00y4aroHXCst 2

HOBTOpeHI/IC I/I3y‘ICHHOr0 MaTepI/IaJ'Ia. I/I3yqu1/Ie HOPMATUBHO-IIPABOBBIX AKTOB, PCITIAMCHTUPYIOINUX JOKYMCHTAIITMOHHOC

obecrneuenne ynpasieHus. [IoAroToBka Kk TeCTUPOBAHUIO. 2
Tema 2.2. Conepsxanne y4eGHOr0 MaTepuasa 4
Kaaposas 8. JlokymeHTanmoHHOe o0ecnieueHne ynpapJjenus nepconaiom (JJOYII). 5
AOKyMEHTalUMA (3agaun. @ynkimu. HopMaTHBHO-METOAMUECKAs OCHOBA KaJPOBOTO JETIONPOH3BO/ICTRA).

9. JlokyMeHTAlMOHHOe ofecneyeHue ynpapjeHus nepconauom (JIOYII). 9

Buns kanpoBoii gokymeHTanui. OCOOEHHOCTH OQOPMIICHHUS TPYAOBBIX KHIKEK. DJICKTPOHHAS TPYIOBast KHUKKA.

IIpakTnyeckue 3anaTus Ne7-8 4

[Tpaktuaeckoe 3anstue Ne 7. OdopmiieHre TPUKA30B MO JIMYHOMY cocTaBy. OdopmileHHE TPYAOBOTO I0r0BOPA, IPHKa3a

0 mpueMe Ha paboTy, odopMIICHHE TPYJOBOH KHIKKM Ha OCHOBE MPEAJIOKECHHBIX JaHHBIX. KOMIUIEKTOBaHHE JTHYHOTO 2

nena. Mcnonp3oBanue yHUGUIMPOBAHHBIX (OPM JOKYMEHTOB.

[Ipaktnueckoe 3ansatre Ne 8. CoctaButs 1 opopMuTh mratHoe pacnucanne OO0, ucxoas U3 MOMTyYEHHBIX TaHHBIX. 2
Tema 2.3. Conep:xanue yueOHOro MaTepuasa 2
JoroBopHo- 10.ITonsitust moroBopa. Bunsl moroBopoB. O0s3arenbHble PEKBU3UTHI JTOTOBOPOB. [IpaBmiia odopmileHHS JOTOBOPOB.
NpaBoBasd [MpaBuna odopmiieHHS NPETEH3UOHHBIX TrceM. DopMyssip MCKOBOTO 3asBlieHUs, TPEOOBaHHS K €ro O(pOPMIICHHIO. 2
AOKYMEHTalusd 3aKoHOOATEIbHBIE AKTHI U HOPMATUBHO-METOAUYECCKHE TOKYMEHTBI 10 IOTOBOPHBIM JOKYMCHTAM.

IIpakTuyeckue 3anaTHA Ne9 2




[Tpaktuaeckoe 3austue Ne 9. OdopmiieHre J0roBopa KyImiu-poaaxu 2

Paznen 3. Opranuzanus 10KyMeHTO000POTa OpPraHu3anum 4/2

Tema 3.1 Coaep:xanue yueOHOT0 MaTepHuaJia 2

Oprauusanus 11. CymHOCTh JOKYMEHTOOOOpOTa OpraHu3anuu. Perucrpamus JOKYMEHTOB. [POXOKIEHHE W TOPSIOK HCIOTHEHHUS

padoTsI ¢ JOKYMEHTOB. DIICKTPOHHBIN TOKYMEHTOOOOPOT. 2

AOKYMeHTaMH

Tema 3.2 Coaep:xanue yueOHOT0 MaTepHuaJia 2

Cucremarusanus u 12.0OmnepaTtuBHOE XpaHeHHE TOKYMEHTOB. [10JIr0TOBKa TOKYMEHTOB K apXMBHOMY XpaHeHuto. [lepenaua nien B apXxuB Ha 5

XpaHeHUe IIOCTOSIHHOE XpaHECHHUE.

AOKYMEHTOB IIpakTuyeckue 3anaTusa Nel( 2
[Mpaktuueckoe 3anstre Nel(. @opmupoBanue aen. OdopmiieHHe OONOXKKH Jiena U JrcTa-3apepurens. CocTaBieHue u 5

odopMIIeHHEe HOMEHKIIATYPBl 1€ OPraHU3alHu.

Bcero: 46




3. YCJIOBUS PEAJIM3AIIANA YYEBHOM JUCHUILIAHBI

3.1. TpedoBanuss K MHHUMAJIBLHOMY MATEPHAJLHO-TEXHHYECKOMY OOecredeHUuIo
Peanu3zanus mporpaMMbl JUCHHUIUIMHBI TpeOyeT HamWuyusi y4eOHOTO KaOWHETa, OCHAIEHHOTO
CIEeyIOIUM 000pYAOBaHUEM:

[Tocamounble MecTa: CTONbI, CTYJIbS; JOCKA ayJUTOPHAs MEJIOBasi; MECTO IIperoaaBaTes:
CTOJI, CTYJI; IKa(bI JUIsl JOKYMEHTOB; MYJIbTUMEIUUHBIN KOMILIEKC; KOJIOHKH SVEN -2.

3.2. UndopmanmonHoe odecnevyeHne peaau3anun NporpaMmmbl

Jns peanu3anuu mporpaMmbl  OMOIMOTEYHBIH (POHA 00pa3oBaTENbHON OpraHU3aLUU
JIOJDKCH MMETh NIeYaTHBIC W/WIIM 3JIEKTPOHHBIC 00pa30BaTeibHbIC H HH()OPMALIMOHHBIE PECYPCHI
JUTSL KICTIOJIh30BaHUS B 00pa3oBaTenibHOM Tiporiecce. [Ipu hopmupoBannu 6ubarorednoro Gouga
00pa3oBaTeNIbHOM OpraHM3alell BRIOMPACTCS HE MEHEE OJHOTO M3JaHUs U3 NEePCUUCICHHBIX
HWDKE TICYaTHBIX M (MJIK) JJIEKTPOHHBIX U3JIaHUI B KAYECTBE OCHOBHOT'O, IIPH STOM CITHCOK MOXKET
OBITh JTOTIOJIHEH IPYTUMU H3IaHUSMH.

3.2.1. OcHOBHBIE MeYaTHBbIE U FJIEKTPOHHbIE U3IAHUS

1. Hoponuna, JI. A. JIoKyMEHTaLMOHHOE OOECIEYEHHE YIpaBICHUA : YYEOHUK U
NPaKTUKYM JJIs CpeiHero mpodeccuoHansHoro oopasosanus / JI. A. loponuna, B. C. Uputukosa.
— 2-e u3n., mepepab. m gomn. — Mocksa : HzparensctBo lOpaiit, 2024. — 270 c. —
(ITpodeccronansunoe obpazosanue). — ISBN 978-5-534-16017-8. — TekcT : a5eKTpOHHBIN //
OopasoBarenpHas miardopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/539338

2. KazakeBnu, T. A. JlokyMeHTalMoHHOE OOECIeYeHHE YINpaBIE€HUS @ Y4YEOHUK U
NPaKTUKYM JJIsl cpeHero npodeccuonanbHoro oopasosanus / T. A. Kazakesuu, A. W. Tkanuu.
— 2-e u3a.,, ucnp. u gom. — MockBa : UzmatensctBo [Opaiit, 2024. — 177 c¢. —
(ITpodeccronansrnoe obpazoBanne). — ISBN 978-5-534-06291-5. — TekcT : ayeKTpoHHBIN //
O6pasoBarenbHas wiathopma KOpaiir [caiit]. — URL: https://urait.ru/bcode/538470

3. Koprees, U. K. JlokymeHTannmoHHOE 0OecIieueHne YIpaBIeHHS | YI€OHUK U IPAKTUKYM
st cpennero mpodeccuonanbHoro odpazosanust / M. K. Kopuee, A. B. Ilmenko, B. A.
Mamypues. — 3-¢ u3j., nepepad. u gon. — Mocksa : U3narensctBo FOpaiit, 2024, — 438 ¢. —
(ITpoeccronansroe obpazoBanue). — ISBN 978-5-534-16002-4. — TekcT : 351€eKTPOHHBIN //
Oo6pasoBartenpHas mwardpopma KOpaiit [caiit]. — URL: https://urait.ru/bcode/539262

4. Ky3nenos, 1. H. JlokymeHTanuonHoe obecriedenue ymnpasieHus. JJokyMEHTOOO0POT
JIeNTOTIPOU3BOICTBO: YUEOHMK U MPAKTHUKYM JJIsl CpeTHEro npodeccruoHaibHoro oopasoBanust / M.
H. Ky3nernoB. — 3-e u3j., nmepepad. u gom. — Mocksa : M3matenberBo FOpaiit, 2021. — 462 c.
— (ITpodeccuonanproe odpazoBanue). — ISBN 978-5-534-04604-5. — TekcT : 2IeKTpOHHBIH //
O6pasoBarenbHas iathopma KOpaiir [caiit]. — URL: https://urait.ru/bcode/470020

5. lllysanosa, H. H. JlokymeHTannoHHOE oOOecriedeHHe YIpaBlIeHUS : y4YEOHHK U

NPaKTUKYyM JJIsi cpelHero npodeccuonaabHoro odpasosanust / H. H. IllyBanoBa. — 3-e u3f.,
nepepad. u gon. — MockBa : UznatensctBo FOpaiit, 2024. — 247 ¢. — (IIpodeccronanpHoe
oOpazoBanue). — ISBN 978-5-534-16538-8. — Tekct : anexkTpoHHBbIN // OOpa3zoBarenbHas
iatdopma IOpaiit [caiit]. — URL: https://urait.ru/bcode/536969

3.2.2. JlonoJTHUTEIbHbIE HCTOYHUKH
1. Konctutynus Poccuiickoit deneparun


https://urait.ru/bcode/538470
https://urait.ru/bcode/470020
https://urait.ru/bcode/536969

2. 'paxxmanckuii konmekc Poccuiickorn ®eneparuu, 4. 1, 2, 3, 4 (B nelcTByromen
peaaKIum)

3. TpynoBoii kogekc Poccuiickoii @eneparuu ot 30 nexadbps 2001 r. N 197-@3 (TK PD)
(B meMCTBYIONICH peIaKIIim)

4. JlokymMeHTalmoHHoe o0ecriedenue ynpasienus. CocraBienne u opopmiIeHne IeI0BbIX
noKyMeHTOB : yueOHoe nocooue mist CITO / cocraputenu E. U. bamvakoBa. — CapatoB, MockBa
: IIpodobpazoBanue, At [lu Ap Meaua, 2021. — 144 c. — ISBN 978-5-4488-1080-0, 978-5-
4497-0964-6. — TekcT: 2JIEKTPOHHBINA // DIEKTPOHHBIA pecypc IUdpoBOl 00pa3oBaTeIbHON
cpeast CITO PROFo6pazosanue : [caiit]. — URL: https://profspo.ru/books/103343

5. [TaBnoBa, P. C. JlokymeHTaIimoHHOE OOecrieueHue yrpasiceHus. J[enoBas mepenucka:
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4. KOHTPO.JIb U OLIEHKA PE3YJIbTATOB OCBOEHMSI
YYEBHOM JUCLUAILIUHBI

PesynbTaThl 00yuenus’

‘ Kputepun onenku

Metoabl OLIEeHKH

l'[epequb 3HaHHﬁ, O0CBaAaMBa€MBbIX B paMKaX JUCHUIIIMHBI

3HaTh:

MOHSTHUE, 1IEJH, 33/1a41 U PUHIIUIIBI
JeTI0ONPOU3BO/ICTBA;
OCHOBHBIC TIOHSTHSI
JOKYMEHTAIIMOHHOTO 00eCIICYCHUSI
yIpaBJICHUS;
CHCTEMBI JIOKYMEHTAIIMOHHOTO
oOecrieyeHus ypaBJieHHs;
KJaccu(UKAIMIO JJOKYMEHTOB;
TpeOOBaHUS K COCTaBJICHUIO U
0 OpPMIIEHUIO TOKYMEHTOB;
OpraHu3alMio JIOKYMEHTOO00pOTA:
npueM, 00pabOTKa, perucTpanus,
KOHTPOJIb, XPaHEHHE JIOKYMCHTOB,

HOMEHKJIaTypa Jien

JEMOHCTPHUPYET 3HaHUE

OCHOBHBIX HOHSITI/IP'I,

OPUMCHACMBIX IPHU OpraHu3aluu

JIIOKYMEHTO000pOTa Ha
MPeaNpHUITHY;

JEMOHCTPUPYET 3HAHUE Leiei,
3a1a4 u MPUHIIMIIOB
JIEJIOIPON3BOJICTBA;

JEMOHCTPHPYET 3HAHUE CHUCTEMBI
JIOKYMEHTAIlHOHHOTO
obecreyeHus ynpaBJicHUs,
JEMOHCTPUPYET 3HaHUE
KJIACCU(PUKAIH JOKYMEHTOB,
TpeOOBaHWI K COCTaBICHHUIO U
0OPMIICHUIO JTOKYMECHTOB,;
JEMOHCTPUPYET 3HaHUE
OpraHu3alMy JOKYMEHT0000poTa!
npueM, o0paboTKa, pPEeruCTpaIys,
KOHTPOJIb, XpaHEHHE JOKYMECHTOB,

HOMEHKJIaTypa Jiel

YerHblii onpoc.
TectupoBanue.
KonTtponbHbie paboThI.
[IpoBepounbIe pabOTHI.
O1LeHKa BHIIOJIHEHUS
MPAKTHUYECKOTO 3a/IaHusl.

Hepeqeﬂb YMeHHﬁ, O0CBAaUBAEMBIX B paMKaX ITUCHUIIJIUHBI

YMertsb:

opopMIJIATE  JIOKYMEHTAI[MI0 B
COOTBETCTBMM C  HOPMaTUBHOU
0a3oii, B T.4. UCTIOJNB3YS

MH(OPMAITMOHHBIC TEXHOJIOTHHY;
yYHU(UIMPOBATH CHUCTEMBI
JIOKyMEHTAllVH;

OCYIIECTBIISITh XpaHEHHE W TIOHMCK
JTOKYMEHTOB;
OCYILIECTBIISTh aBTOMATH3AIHIO
00pabOTKH IOKYMEHTOB;
UCIIONIb30BaTh
TCJICKOMMYHUKAITUOHHBIC
TEXHOJIOTUM B OJIEKTPOHHOM

JIOKyMEHTO000pOTE

JNEeMOHCTPUPYET yMEHHe

oQopMIIATE  JOKYMEHTAIUIO B
COOTBETCTBUM C HOPMAaTHUBHOM

06a3ofi, B T.4.  HCHOJB3Ys

WH(POPMALMOHHBIE TEXHOJIOTHH;

JI€MOHCTPHPYET yMEHHUE
YHH(DHUIIUPOBATH CHUCTEMBI
JIOKyMEHTAllWH;

JIEMOHCTPHPYET yMEHHE
OCYIIECTBIISITh XPAaHEHHE U TTOUCK
JOKYMEHTOB;

JIEMOHCTPHPYET yMEHHE
OCYILECTBIISITh  ABTOMATU3ALUIO
00pabOTKH TOKYMEHTOB;
JIEMOHCTPHUPYET YMEHUE
UCIIONIb30BaTh
TEIIEKOMMYHHUKAIIMOHHBIC
TEXHOJIOI'Nn B OJICKTPOHHOM

JIOKYMEHTO000pOTE

DKcnepTHOE Ha0II0JeHNE
Y OLICHUBaHHE
BBITTOJTHEHHS
MHIMBULYaJbHbBIX U
TPYIIIOBBIX 33IaHUI.
Onenka pe3ynbrara
BBITIOJTHEHHS
MIPaKTHIECKUX PaboT.
Tekymuii KOHTPOJIb B
(dhopme cobeceoBaHus,
pelIeHHs CUTYallMOHHBIX
3ajay.




