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1. O0mas xapakrepucTuka padoydeil nporpaMMbl y4eOHOM M CHUILIHHBI
OI1.06. [lokyMeHTAIMOHHOE O0ecnevyeHHne yIpaBJIeHne

1.1MecT0 OUCUMIUIMHBI B CTPYKType MPOrpaMMbl MOATOTOBKH
CIENMATHCTOB CPeIHEro 3BeHa:

yueOHas nucuuruHa seisercs yacTtoio [IIICC3 B cootBerctBumn ¢ ®I'OC CIIO
no cnenuanbHocTH 38.02.01 DxoHOMMKA U OyXranTepCcKui y4deT (10 OTpaciisim)
U BXOJUT B NPO(PeCcCHOHAIBHBIN LIUKII

VYyebnas JTUCLUIUINHA OI1.06.06ecnieunBaet dbopmupoBaHue
npoecCHOHANBHBIX U OOIIMX KOMIIETEHIUNA IO BCEM BHJAM JIEATEIbHOCTH
®I'OC mno cneuuansHocTy 38.02.01 DxoHOMHKA U OyXraiaTepckuil yder (1o
OTpaCIIsM).

OK O01. BeiOupatp cmocoObl pemieHusi 3agad Mpo(ecCHOHATBbHON e TeNbHOCTH,
MIPUMEHUTENBHO K Pa3JIMYHBIM KOHTEKCTaM.

OK 02. OcymectBisiTh TOHUCK, aHaIUW3 MW UHTEpHpeTanuio uHbOpMaIuy,
HEO0OXOIUMOM JUTSI BBITOJIHEHUS 3a/1a4 MPOo(heCCUOHATBHOM NeATeIbHOCTH.

OK 03. IInanmpoBaTh W peaqu30BBIBATH COOCTBEHHOE MPOQPECCHOHAIBHOE W
JUYHOCTHOE Pa3BUTHE.

OK 04. PabGotath B KOJJIEKTHBE M KOMaHIE, 3((HEKTHBHO B3aMMOJCHCTBOBATH C
KOJUIETaMH, PYKOBOJCTBOM, KJIMEHTaMHU.

OK 05. Ocy1iecTBiATh yCTHYIO U MUCHbMEHHYI0 KOMMYHHKAIMIO Ha TOCYapCTBEHHOM
A3BIKE C YYETOM OCOOCHHOCTEW COIMANIBHOIO U KYJbTYPHOIO KOHTEKCTA.

OK 0 6. ITposBASTh TpaXKAAHCKO-MATPHOTHYECKYIO MO3UIUIO, IEMOHCTPUPOBATH
OCO3HAaHHOE ITOBEJCHNE HA OCHOBE TPAAULIMOHHBIX OOIIEUETI0OBEYECKUX LIEHHOCTEH.

OK 07. CopeilicTBOBaTh COXpaHEHHIO OKPYXKAIOIIECH Cpelbl, PecypcocOepeKeHHUIO,
3¢ (PEeKTUBHO ACHCTBOBATH B UYPE3BHIUANHBIX CUTYAIUSIX.

OK 09. Hcnons3oBath HHPOPMAIMOHHBIE TEXHOJOTHH B MpodecCHoHATHLHOM
JESITEIIEHOCTH.

OK 10. [Tons3oBatbes npodeccuoHaNbHONW JOKYMEHTAIIMEN HA TOCYIapCTBEHHOM U
WHOCTPAHHBIX SI3bIKAX.

OK 11.Ucnonw3oBarh 3HaHWS 1O (UHAHCOBOM T'PAMOTHOCTH, ILIAHUPOBATH
MPEANPUHUMATEIECKYIO IeITEILHOCTh B TIpoeccoHaIbHOM cdepe.

ITIK 1.1. OcymiecTBaaTh Opranu3aiuio padoThl C TOKYMEHTaMHU.



[IK 1.2. CoctaBnarh OpraHU3allMOHHBIC, PACHOPSAUTEIbHbIC, UH(POPMAIIMOHHO-

CIIPAaBOYHBIC TOKYMCHTHEI.

[1K 1.3.ITpoBoauThs NOATOTOBKY K Mepeadye TOKYMEHTOB B apXUB.

[IK 1.4.0cymiecTBiATh pPETUCTPALMI0O M KOHTPOJb BXOAAIIEHM M UCXOIALIEH

JOKYMEHTALUU.

1.2. ®opmupoBaHue KOMIIeTEHIUIA:

E?él OK VMmenuns 3HaHMA

K 1.1-1.4 - OCYLIECTBJIATH OpPraHU3aLUI0 - KJ1accu(pUKalMIO TOKYMEHTOB;
paboThI C TOKYMEHTAMH; - TIOPSZIOK 3arOJTHEHUS
-COCTaBJIATh OPTaHU3ALMOHHEIE, JIOKYMEHTOB B COOTBETCTBHH C
pacropsiIuTENbHbIC, HOPMATHBHBIMH TPEOOBaHUSIMH;
MH(pOPMAIMOHHO-CIPABOYHBIC - HOMEHKJIaTypy J1eJ
JIOKYMEHTHI; OpraHU3aIl}H;
- MPOBOJAMTH MOJTOTOBKY K - TOCYJIapCTBEHHYIO CUCTEMY
nepenavye JOKyMEHTOB B apXUB; JOKYMEHTAIMOHHOTO
- OCYIIECTBIIATH PETUCTPAIUIO U obecrieueHus ypaBieHUs.
KOHTPOJIb BXOASIICH M HCXOISIICH
JIOKYMEHTAIUH.

OK 01.-OK 07, - HCIIOJIB30BaTh - IOHSATHE, LEIH U 3a0a4l

OK 09 -OK10 yHUGUIIPOBAHHBIE (HOPMBI JOKYMEHTAI[MOHHOTO
JOKYMCHTOB,; oOecrieueHus praBHeHI/IH;

- OCYUIECTBIIATh XpaHEHUE U
MIOMCK IOKYMEHTOB;

- MCII0JIb30BaTh MH(OPMALIMOHHbIE
TEXHOJIOTUH B 3JIEKTPOHHOM
JIOKYMEHTOO000POTE;

- 0OPMIIATH TOKYMEHTALIUIO B
COOTBETCTBUM C HOPMATUBHOU
6a3oii.

- CUCTEMBI JOKYMEHTAI[HOHHOTO
o0ecrieyeHus ynpaBJieHus,

- TpeOOBaHUs K KJIacCH(PHUKALIUU
cocTaBJIeHUs ¥ 0OhOPMIICHUS
JIOKyMEHTOB;

- OpTaHH3ALUIO
JIOKYMEHT0000pOTa;

- mpuem, 00paboTKy,
pEruCTpaIHio, KOHTPOJb,
XpaHEeHUE TOKYMEHTOB,
HOMEHKJIATypy Jel.

PabGouast mporpamma yd4eOHOW IUCHMIUIMHBI MOXET OBITH aJanTUpoBaHa JUIS
oOyuenus nHBaIMI0B 1 juil ¢ OB3.




2. CTPYKTYPA U COJAEPKAHUE YUEBHOM JIUCIUATLIAHBI

2.1. O0bem y4yeOHOM TMCHMILIMHBI M BHABI Y4e0OHOH padoThI

Buj y4eOHoii padoTnl

Oovem uacos

O0beM 00pa3oBaTeJIbHON NPOTrPaMMBbI 32
B TOM YHCJIE:
TeopeTHUYEeCKOe 0OydyeHne 4
MPAKTUYECKUE 3aHITUSA 4
KOHTPOJIbHBIE pabOThI -
Camocmosmenvras paboma 22
IIpomexyTouHas aTrecTanus 2




2.2. TemaTu4eckuil Ii1aH U cogepxanue yuyeoHou nucuumianabl OI1.06 lokyMeHTaNMOHHOE o0ecnieyeHne ynpaBJIeHus!

HaumeHnoBanue Copaepxxanue yuyeOHOIro MaTepuasa, 1a00paTopHble padoThbl U NpaKTHYecKue 3aHaTus, | O0bem yacoB Koawbi
pa3iesioB U TeM caMocCTosiTeJIbHAsI padoTa 00y4arImMXxcs, KypcoBasi padora (IpoekT) KOMIIeTEeHIIUi,
(opmupoBanuio
KOTOPBIX
crnocodcTByer
3JIEMEHT
NMPOrpamMmbl
1 2
OK 01-06, 09-10
Paznea 1. K 1.1-1.4
JdoxymenTupoBaHnue
yIpaBJIeHYeCKOM
AeATeIbHOCTH
Tema 1.1. IlonsaTne Coaep:xanue yue0HOro MaTepHaJia
AOKYMEHTAallMOHHOI0 | BBenenue. 3HaueHue U cofiepKaHue TUCHUIUINHBI «Jl0OKyMeHTallMOHHOE 00ecreueHus
ob0ecreueHust YIPABJIECHUS» CBS3b C IPYTUMU JUCHUIIITMHAMU. [[OHSATHE TEPMUHOB «OKYMEHTY,
ylnpaBJieHHS. «IOKyMEHTHpOBaHHE». VIcTopust pa3BUTHS HAyYHBIX MPECTABICHUN O JOKYMEHTAI[MOHHOM

obecrnieueHuu ynpasieHus. HopmaTtuBHO- mpaBoBasi 6a3a opraHu3anuu JOKYMEHTAIIHOHHOTO
oOecrnieueHus yrnpaBieHUs] KaKk OCHOBA TEXHOJIOTUH MpolieccoB yrpasneHus. Coctas 2 1
YIPaBJICHUYECKUX TOKYMEHTOB. [loHsiTHE cucTeM nokyMmeHTannu. OyHKIMOHAIbHBIE U
OTpacJIeBbl€ CUCTEMbI IOKYMEHTALUU. Y HUPHUKALUSA U CTaHJapTU3alKs YIIPaBICHUYECKUX
JIOKYMEHTOB.
[Tpaktuyeckoe 3anstue Nel CoctaBneHue u ohopMiIeHHE OpraHU3aIlMOHHO-
pacrnopsiAUTEIbHBIX TOKYMEHTOB 2
[TpakTaeckoe 3austue No2 CocraBieHue HHPOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB 2




CamocrosiTeIbHasE padoTa 00y4aKOIIHXCS.
PaboTa ¢ KOHCIIEKTaMU JIEKIHUi
2. Bompocsl 11 caMOIIpOBEpKH

Tema 1.2 Coaep:xanue yueOHOT0 MaTepHaJia

Opranu3anuoHHoO- B Tom unciie, npakTHYecKnX 3aHATHI

pacnopsiiuTeIbHbIe 1 IC%Mé)CTOHTeJILHaH pabora o0y4aromuxcs.
.Pabota ¢ KoHCTIeKTaMH JIEKIIUH
HH(OPMALMONHDBIE | 3 Bornock jiis caMONPOBEPKI
CIPaBOYHbIE
Tema 1.3 Coaep:xanue yueOHOro MaTepuaJa
Kanposas B Tom unciie, NPaKTHYECKUX 3aHATHI
AOKYMCHTalUs] JIoKyMeHTHpOBaHHE TPYAOBBIX MPaBoOTHOIIEHHH. CocTaB M1 0COOEHHOCTH 0(hOpMIICHHUS

JOKYMEHTOB I10 ITMYHOMY cocTaBy. KoMIUIeKTOBaHHE JINYHOTO jiena. ABToOHOTpadus.
Pestome. 3asBnenus o npueme Ha paboty. [Ipukassl Mo JMYHOMY COCTaBYy.

[Tpaktuyeckoe 3ansaTue Ne3 OdopmieHne T0OKyMeHTalKs O TPYI0BbIM OTHOLIEHUSIM

Tema 1.4. /lenexnblie u
(punancoso-
pacyeTHbIe
AOKYMEHTBI.

Conep:xxanue yueOHOTro MaTepuaJia

OcoOenHocTH cocTaBNeHUsS M O(hOPMIICHHS IEHEKHBIX U (PUHAHCOBO-PACUETHBIX
nokymMeHToB. OdopmileHne TOBEPEeHHOCTEW 0(DUIIMAIBHON U JTMYHOM.

CamocrosTebHas padoTa 00yYarOIIMXCs.
1.Pabota ¢ koHCTIEKTaMH JIEKIIUH

2.Bompocsl [1s1 caMOnIpOBEPKU

Tema 1.5. JIoroBopHo-
npasoBast
AOKYMCHTaAUUA

Conep:kaHue y4eOHOro MaTepuasa

[TonsiTus noroBopa (KOHTPAKTa), COrNIalleHne, MpoToKosa. Tumosas popma KOHTpaKTa.
OcHoBHBbIE pa3ziebl KOHTpaKTa. BUibl TOroBOpOB: KYIJIU- MPOIaXKu, MEHBI, TIOCTABKHU, Ha
BO3ME3HOE OKa3aHUE YCIYT, IOPyYEHHsI, KOMHCCUU U JIp. JloKyMeHThI oopmItsromine
MOPSAJIOK PaCCMOTPEHHS CIIOPOB MEXAY I0pUAnYecKuMU uiamMu. [IpaBuna odpopmiuenus
IpeTEeH3UOHHBIX nuceM. OOpa3Ibl NpeTeH3ui K nepeBo3uuky. @opmyssap oT3bIBa Ha




npeteH3nro. OOpasisl 0T36IBOB. DOpMYIIsSip HCKOBOTO 3asBlIeHUs. TpeOoBaHUS K
oopmieHHIO NCKOBBIX 3asBieHHH. [lopsnok HanpaBieHUst 1 0POPMIICHHUS OT3hIBA HA
HCKOBOE 3asIBJICHHE.

Pa3pnen 2. OK 01-06, 09-10
Opranusanusi padoThl [IK 1.1-1.4
¢ IOKYMEHTAMMU.
Tema 2.1. Ilonsitue | Conep:xanue y4eO0HOro MmarepuaJia
AOKYMEHTO0000pOTa, " orapy yueT o0bemMa JOKYMEHTOO00pOTa MPEANpUATU 1 opranu3anuii. Opranuzanus
perucrpanus paboThI ¢ TOKYMEHTALMEH, TOCTYMAIOIIEH B yUPEKICHUS, IPEANPUATHS, OPraHU3ALINN;
MOKYMEHTOB IPUEM BXOJAIINX JTOKYMEHTOB, SKCIIETUIIMOHHA 00padoTKa, MpeABapUTEIHLHOS 1
pPaccMOTpPEHUE U paclipe/ie]ICHHe, PEeTUCTPalUs, PACCMOTPEHHUE TOKYMEHTOB PYKOBOJICTBOM,
ucnosHenue. OTIpaBKa UCXOAAIINX TOKYMEHTOB. [lepenada 1OKyMEHTOB BHYTpH
OpraHu3aiyy. Y4eT KOJINUeCTBa JOKYMEHTOB.
CamocrosiTe1bHas padoTa 00y4aromMXCs.
1.PaboTa ¢ KOHCIIEKTaMU JIEKIUI
2.Borpockl 17151 caMOITPOBEPKU
Tema 2.2 Conep:xanue yueOHOTr0 MaTepHaJia
HUcnonnenne KonTponb ncnonnenus AokyMeHToB. Opranuzaius U TEXHUKA KOHTPOJISI UCIIOJIHEHUS.
JAOKYMEHTOB. TunoBble 1 UHAUBUAYATbHBIE CPOKU UCTIOTHEHUS JoKyMeHTOB. Cucrtema AC-KN /|
KonTpoas
UCIIOJIHEHUH. 1
Tema 2.3. Conep:xanue yueOHOTro MaTepuaJia
Opranusanust CucremaTu3zanus J0KyMEHTOB U ux xpaHneHue. Homenknatypa nen. UnauBuayanbHble,
ONepaTHBHOIO CBOJIHbIE, IPUMEPHBIE U TUTIOBBIE HOMEHKIIATYpHI Jen. OdopMiieHrne HOMEHKIIATYpHI 1eT. 1
XpaHeHusi JoKymMeHnTa | TpeboBaHus Kk ohopmiieHUIO Aes. XpaHEeHUE TOKYMEHTOB B CTPYKTYPHBIX HOJIpa3AeIeHUsX.
Tema 2.4. Conep:xanue yueOHOTro MaTepuaJia
JKcnepTusa DKcrnepTu3a EeHHOCTH JOKYMEHTOB. [loAroToBKa /1€ K cAadye B BEIOMCTBEHHBIN apXUB. 1
LleHHOCTel 3aKOHO/ATEIbHBIE aKThl 1 HOPMaTUBHO- METOTMUECKHE TOKYMeHThI DenepanbHON apXUBHON
AOKYMEHTOB ciyx0bI Poccuu o apXMBHOMY XpaHEHUIO JOKyMeHTOB. B3aumoneiicteue cinyx6 JJOY u

BCAOMCTBCHHBIX AapXUWBOB ITPpH q)OpMPIpOBaHI/II/I OCHOBBI JJIA TOCJICAYIOIIETO XPAaHCHUA U




HCIIOJIB30BaHUS IOKYMEHTOB. ENMHCTBO TpeOOBaHMI K XpaHEHHUIO JOKYMEHTAIIMH B
JIETIOTPOU3BOJICTBE U B apXUBE.

CamocrosTebHas padoTa o0y4yaroummuxcs.

Tema 2.5. [.PaboTta c KOHCIIEKTaMU JICKIIUH
KoMmmbioteproe 2.Borpocsl 17151 caMOIIPOBEPKU

obecneueHue B
JeJIONPOU3BO/ICTBE




3. YcaoBus peaan3zanuu NporpaMMbl y4eOHOH JUCHTUNIIIMHBI

3.1. Jlns peanmzanuy MpOrpaMMbl Y4eOHOH IUCIUTUIMHBI MPEAYCMOTPEHBI CIEIYIOIIee
obopypoBaHue yueOHOro kabuHeTa:

s TIOCAJI0OYHBIE MECTa MO KOJIMYECTBY 00YUArOIINXCS;

« pabouee MECTO MpPENOAABATENS;

o y4eOHO-HATJIAIHBIE TTOCOOUS

TexHuyeckue cpeacTBa 00yUEHHUS:

e KOMIIBIOTEP C JIUIIEH3UOHHBIM IPOTPAMMHBIM 00CCIICYCHHEM

o 00pa3Iel 0(OMCHON TEXHUKH.

3.2. UndopManmoHHOe o0ecnevyeHne peajn3auu MporpaMmmbl

Jns peanuzanuu nporpamMMbl  OMOJIMOTEUHBIH (QOHI 00pa3zoBaTENbHOW OpraHU3aluu
JOJDKEH MMETh NEeYaTHbIe W/WINM 3JIEKTPOHHBbIE 0Opa3oBaTeiIbHble M MH(DOPMALMOHHbBIE
peCypChl, pEKOMEHyEMBIX JUISl UCIIOJIb30BaHUS B 00pa30BaTEIbHOM MpOLiecce

HopMaTnBHO-IPABOBbBIE TOKYMEHTbI

1. TpynoBoi koxexc Poccuiickoit @enepauuu ot 30.12. 2001 Nel97-®3 (B pen. ot
27.12.2018) http://docs.cntd.ru/document/901807664/

2. I'paxnanckuit konexc Poccuiickoit @enepannn ot 30.11.1994 No 51 - @3 (wacth
nepBast) (B pex. Ot 23 nexadbps 2003r.) http://docs.cntd.ru/document/9027690

3. I'paxxnanckuii konekc Poccuiickoit denepamnu ot 30.11.1994 No 51 - @3  (yacthb
BTopas) (B pea. Ot 23 mpekadps 2003r.) http://docs.cntd.ru/document/9027703 K Y2

OcHoBHas JMTEpaTypa:
1. Ab6ynanze, JI. I'. JlIokyMeHTallMOHHOE OOECIICUCHHUE YMPABJICHUS IEPCOHAIIOM :
yueOHuk u npaktukym s CIIO / JI. T. AGynanze, . b. Bemmpsikkuna, B. M.
MacnoBa. — M. : MWzpmarensctBo IOpaiit, 2018. — 299 c¢. — (Cepus
[MpodeccuonansHoe obpazoBanue). — https://biblio-online.ru/book/FOB93350-F4BA-
44E3-9EE7-D8EFF609E7D3/dokumentacionnoe-obespechenie-upravleniya-personalom
2. KazakeBuu, T. A. JIoKyMEHTAI[MOHHOE OOECIEUYCHUE YIpPaBJICHUS : Y4YEOHUK U
npaktukyM j1st CITO / T. A. KazakeBuu, A. W. Tkanuu. — 3-¢ u3z., ucop. u gomn. — M.
M3narensctBo FOpaiir, 2018. — 177 c¢. — (Cepusa : IlpodeccuonaipHoe
oOpa3oBaHHe). — https://biblio-online.ru/book/9B625222-29CE-49AB-98E7-
215DF86091B5/dokumentacionnoe-obespechenie-upravleniya
3. Kysneno, M. H. JlokyMeHTallMOHHOE OOECIIEUCHHE YIPABJICHUS MEPCOHAIIOM :
yueoHuk u npaktukyMm s CIIO / U. H. Ky3nenoB. — M. : UznarensctBo FOpaiiT,
2018. — 521 ¢. — (Cepus : Ilpodeccuonanbnoe obpasoBanme). — https://biblio-
online.ru/book/EQFDBA53-4037-45A1-8581-1E1EF1555614/dokumentacionnoe-
obespechenie-upravleniya-personalom
4. Ilysanosa, H. H. JlokymeHTannoHHOE oOecredYeHHe YMpaBICHUS @ YUYEOHHK U
npaktukym st CI1O / H. H. HlysanoBa. — M. : U3natensctBo FOpaiit, 2018. — 221 c.
—  (Cepus : [Ipodeccronanboe  oOpasoBanme). —  https://biblio-



http://docs.cntd.ru/document/901807664/
http://docs.cntd.ru/document/9027690
http://docs.cntd.ru/document/9027703%20%20К%20Ч2
https://biblio-online.ru/book/F0B93350-F4BA-44E3-9EE7-D8EFF609E7D3/dokumentacionnoe-obespechenie-upravleniya-personalom
https://biblio-online.ru/book/F0B93350-F4BA-44E3-9EE7-D8EFF609E7D3/dokumentacionnoe-obespechenie-upravleniya-personalom
https://biblio-online.ru/book/9B625222-29CE-49AB-98E7-215DF86091B5/dokumentacionnoe-obespechenie-upravleniya
https://biblio-online.ru/book/9B625222-29CE-49AB-98E7-215DF86091B5/dokumentacionnoe-obespechenie-upravleniya
https://biblio-online.ru/book/E9FDBA53-4037-45A1-8581-1E1EF1555614/dokumentacionnoe-obespechenie-upravleniya-personalom
https://biblio-online.ru/book/E9FDBA53-4037-45A1-8581-1E1EF1555614/dokumentacionnoe-obespechenie-upravleniya-personalom
https://biblio-online.ru/book/E9FDBA53-4037-45A1-8581-1E1EF1555614/dokumentacionnoe-obespechenie-upravleniya-personalom
https://biblio-online.ru/book/012C672A-DD8A-4082-B4E7-380217EE5C07/dokumentacionnoe-obespechenie-upravleniya

online.ru/book/012C672A-DD8A-4082-B4E7-380217EE5C07/dokumentacionnoe-
obespechenie-upravleniya

JlonoJiHMTe IbHAA JTUTEpPaTypa:

1. JlokymMeHTanMoHHOE oOecrneueHue ynpasieHus : yueOHuk / T.A. beikoBa, E.A.
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4 KOHTPOJIb M Oll€eHKA Pe3yJbTATOB OCBOCHHS Y4eOHOM JUCIUIIMHBI

Pezynomamul 06yuenus

I(pumepuu OUECHKU

Dopmbl U MemoObl OUEHKU

3HaHnud:
ITOHSATHS, 1€, 3a/1a41 U
TIPUHIIMITBI ISJIONTPOU3BOJICTBA

JleMOHCTpHUpYET 3HAHUS
MIOHSTHA, TIeNIeH, 3a7a4 U
MIPUHITMIIOB JCJIONPOU3BOICTBA

OCHOBHBIE MTOHSATHUS
JOKYMEHTAI[MOHHOT O
obecrieyeHus yrpaBJIeHUs

IToHrMaeT OCHOBHBIE ITOHATUS
JIOKYMEHTallMOHHOTO
o0ecreyeHus yrpaBleHUs

CUCTEMBI IOKYMEHTAIIHOHHOTO
obecrieyeHus yrpaBlieHUs

ITonnMaeT cuCTEMEI
JIOKYMEHTAIlMOHHOTO
o0ecrieyeHtst ynpaBjeHus

KJ'IaCCI/I(l)I/IKaLII/IIO JOKYMCHTOB

3HaeT KJIacCU(PUKAIIHIO
JTOKYMEHTOB

TpeOOBaHUs K COCTABICHUIO U
0(pOPMIIEHHUIO IOKYMEHTOB

Cobmronaer TpeboBaHMS K
COCTaBJIEHUIO ¥ 0(hOPMIIEHUIO
JTIOKYMEHTOB

oO1iue rnpaBuiia OpraHu3auu
paboThI ¢ JOKYMEHTaMH

JleMOHCTpHUpYET 3HAHUS MO
00IINM MpaBUIaM OpraHUu3aluu
paboTHI C TOKYMEHTAMH

TpeOOBaHUS K TEKCTY
CIIy’>K€OHBIX JOKYMEHTOB

[IpenocraBnser TpeOOBaHUS K
TEKCTY CIy>KEOHBIX IOKYMEHTOB

CHCTEMY JOrOBOPHO-IIPaBOBOM
JOKYMEHTAIMH: BUABI
JIOTOBOPOB, TUTIOBBIE (HOPMBI

[ToHnmaeT cucremy I0OroBOpHO-
[IPaBOBOI TOKYMEHTALIVK: BU/BI
JIOTOBOPOB, TUTIOBBIE (hOPMBI

OpraHH3aIUIo
JIOKYMEHTOO0O0pOTA: TIPHEM,
00paboTKy, perucTpaluio,
KOHTPOJIb, XPAHECHUE U TTIOUCK
JOKYMEHTOB, HOMEHKIIATYpY A€

JIeMOHCTpHUpYET OpraHU3aIHIO
JIOKYMEHTO00O0pOTA: TIPUEM,
00paboTKy, perucTpaluio,
KOHTPOJIb, XpaHCHUEC U ITOUCK
JIOKYMEHTOB, HOMEHKJIATYpPy JeJl

0(hopMIIATH TOKYMEHTALUIO B
COOTBETCTBUU C HOPMaTUBHOU
0a30ii, B TOM 4HCJE C

3HaHUS HOPMATUBHOM 0a3bl
JOKYMEHTALlMOHHOI'O
obecrieueHus yrpaBiIeHUs

VYcTHBIN Onpoc, TECTUPOBAHUE,
OIICHKA MMHCbMEHHBIX PaboT,
MPAKTUYECKUE 3AHATHUA,
JKCIIEpPTHAsl OLICHKA
BBINOJHEHHBIX KOHTPOJBHBIX
paboT, SKcTepTHas OlleHKa
TEOPETUYECKOUN YaCTH
3K3aMEHAIIMOHHOTO 3a/IaHusl TIO
JUCIUATUIMHE
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HCIIOJIb30BaHUEM
MH(OPMAIIMOHHBIX TEXHOJIOTHI

MIPUHITUIIBI pabOTHI OUCHOM
OpPraHu3alMOHHON TEXHUKHU

Odopmnenue oducHoi
ONepalky C MPUMEHEHUEM
0(HCHON OpraHU3aIIMOHHON
TEXHUKHU

Ymvmenusn:

HpI/IMeHSITL HOpMaTI/IBHOG
peryJupoBaHHe 1O
Z[OKYMCHTaI_[I/IOHHOMy
00eCIeueHnI0 YIIpaBICHUs

YMeHue npuMeHsTh
HOPMAaTUBHBIE JOKYMEHTHI I10
JIOKYMEHTAaIlUOHHOMY
00€eCIeYeHNIO YIIPaBICHUS

COCTaBIISATh 1 OPOPMIIATH
JOTOBOPA

YMeHHe COCTaBIATh AOT'OBOP HaA
IIPaBOBYIO JOKYMCECHTAIIUIO

OCYHICCTBJIATD XPAHCHUC U
IIONCK JOKYMCHTOB

[Topsimok cnauu TOKYMEHTOB B
apXxuB

HCIIOJIB30BaTh
TCJICKOMMYHHUKATUBHBIC
TEXHOJIOTHUU B 3JICKTPOHHOM
I[OKYMCHTOO60pOTC

Hcnonp30BaHne TEXHUYECKUX C
MPUMEHEHHUE JIEKTPOHHBIX
TEXHOJIOTUH




