BIOJUKETHOE TTPO®ECCHOHAJIBHOE OBPA3OBATEJIBHOE YUPEXIEHUE
. OPJIOBCKOU OBJIACTH
«OPJIOBCKNU TEXHUKVYM ITYTEN COOBIIEHNA UMEHU B.A. JIAITOYKMHA»

PABOYAS IIPOTPAMMA YUYEBHOU JIUCIIUIIIMHBI
OI1.04. JlokyMeHTa/IbHOE o0ecreuyeHue yrnpaBJieHus

38.02.01 DxoHomMuKa 1 OyXrajarepckuii yuer (1o oTpacjasim)

bazosas noocomoska cpednezo npogheccuonanvroco 0bpazosanus



Pabouas nporpamma y4eOHOH OWMCUMNIWHBEL pa3padoTaHa HA OCHOBE
(henepanbHOIO roCyZapCTBEHHOro  00pa3oBaTeNLHONO CTaHJapTa CpeaHero
npohecchonansioro odpazosanus (ganee — PIOC CIIO) no cnennansHoCTH
38.02.01 DxoHoMHKa H OyXrajJrTepckuii yuer (no oTpaciifam) YTBEPKIEHHOIO
npukasoM MuHHcTepcTBa 0DpaszoBaHuAs W HaykH Poccuiickoii ®enepainn ot 3
despans 2018 r. N 69.

Oprasnzannsa-paspadoTuHk:
biomaerHoe npodeccHoHanbHoe oOpasobatenbHoe yupexiaeHue Oprosckoii
obnactn «OpaoBcKuil TEXHHKYM nyTei coobuenns um. B A, Jlanoukuna».

PazpaboTuHkn:

Kypamosa B.B., npeacenarens  npeaMeTHO-IHKIOBOI KOMHCCHH
anekTporexHuueckux aumcuumuime BIIOY OO «OpnoBckuit TexHHUKYM myTei
coobmenns nmenn B.A. JlanoukuHay;

Axcenenxoa C.H., npenogasarens skoHomuueckux aucuumume BIIOY 0O
«Opnosekuil TexHUKYM nyTeil coodbmenus umenn B.A. JlanouxuHay,

Paccmorpeno, oa00peHo ¥ peKOMEHIOBAHO K HCIMOJBL30BAHHI0 HA 3acellaHHH
npeaMeT HD-I.IHEHOBEIﬁ KOMHCCHH JJIEKTPOTEXHHYCCKHX JHCHHITIHH
INporokon Ne 10 ot «20» 06 2020 .
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1. IACIIOPT PABOYEM ITPOT'PAMMBI YUYEGHOM JUCIUILINHBI OI1. 04
«TOKYMEHTAJIBHOE OBECIIEYEHUE YIIPABJIEHUWS»

Pabouas nmporpamma yyeOHOW AMCIUIUIMHBI SBISETCA YacTbIO IPOrPAMMBI
MOJATOTOBKM CHELUANIMCTOB cpeAaHero 3BeHa B coorBerctBuu ¢ PI'OC 1o
cnennanbHoctn CIIO 38.02.01 Dxonommka u Oyxrajatepckuid yder (mo
oTpaciasiM), YTBEPXKIECHHOTO NpHUKa3oM MUHHCTEpPCTBA OOpa30BaHHS W HAYKH
Poccwuiickoit ®enepanuu ot 5 dheBpans 2018 r. N 69.

1.2. Mecto Yy4yeOHOIi JUCHUIUIMHBI B CTPYKType OCHOBHOIi
npogeccuoHAIBLHOI 00pa3oBaTeJIbHOW NPOrpamMMbl. ydeOHas IUCLUILIMHA
BXOAUT B  NOpoecCHMOHANBHBIH  IUKJI U  OTHOCUTCA K  Tpynmne
obmenpodecCHoOHATbLHBIX JUCIUILINH.

1.3. Heam wu 3agaym  y4eOHOM JUCHMIUVIMHBI — TpeOOBaHUA K
pe3yabTaTaM OCBOEHUS AUCIUIINHBI:

[Iponecc n3ydeHus: AUCUUILIMHBI HAPABJIEH HA OCBOCHUE CIIEAYIOLINX OOIIMX
KOMIIETEHIIMH, BKJIFOYAIOIINUX B C€0s CHOCOOHOCTD:

B pe3ynbTaTe 0OCBOEHUS JUCUUILIMHBI 00YYaIOIUNACS JOJIKEH YMeTh!

-¥1 opopmisTh TOKYMEHTALIUIO B COOTBETCTBUU C HOPMATUBHOM 0a3oi, B TOM
YHCJIE C UCIIOJIb30BaHUEM UH(OPMAIIMOHHBIX TEXHOJIOTHIA;

-¥Y2 ocBanBaTh TEXHOJIOTHH aBTOMAaTU3UPOBAHHON 00paOOTKH JOKYMEHTA- 11 H;

-¥Y3 ncnonp30BaTh yHU(PUIIMPOBAHHBIE (POPMBI TOKYMEHTOB,

-Y4 ocymecTBIsATh XpaHEHHUE U TOMCK JOKYMEHTOB,

-¥5 HCcHnonp30BaTh TEIEKOMMYHUKALIMOHHBIE TEXHOJOTMU B 3JIEKTPOHHOM
JIOKyMEHTO000pOTE.

B pe3ynbTaTe 0OCBOEHUS JUCUUILIMHBI 00yYaIOMUNACS JOJKEH 3HATh:

-31 nonsTHe, 1eNK, 3a/1a4d U IPUHLHUIIBI AETONPOU3BOICTBA;

-32 OCHOBHBIE TOHATHSI JOKYMEHTAIIMOHHOTO 00eCTIeYeHNs YIPaBICHHUS,

-33 cucTeMbl TOKYMEHTAIIMOHHOTO 00SCTICUeHUs yIPaBIICHHUS;

-34 xnaccudukanuo J0OKyMEHTOB;

-35 TpeGoBaHMs K COCTABICHHUIO U 0()OPMIIEHUIO TOKYMEHTOB,;

-36 opraHu3zanuio JOKYMEHTOOOOpOTa: mTpueM, OOpadOTKy, PErucTpaiuio,
KOHTPOJIb, XpaHEHUE JOKYMEHTOB, HOMEHKJIATypy A€l

1.4. PexoMeHayemMoOe KOJH4YECTBO YAaCOB Ha OCBOCHHE IPHMEPHOM
NporpamMmbl y4eOHO# TUCHUILINHDI

-MaKCUMaJIbHOHM yueOHOU Harpy3Kku oOydJarorierocs -48 4acoB, B TOM 4HCIIE:

-00s13aTeNbHON ayAUTOPHON yueOHOM Harpy3ku oOyyatoiierocs: — 44 yaca;

-CaMOCTOSITEIbHOM paboThl oOyyaroierocs — 4 Jaca.



2. CTPYKTYPA U COAEP)KAHUE YUYEBHOM JUCIUIIJIAHBI

2.1. O0beM yueOHOI TUCHUILIHHBI U BU/IBI y4e0HOii padoThI

Buna yueOHoi padoThI

KomnnuecTBO 4acoB

MakcumanbHas yaeOHast Harpy3ka (Bcero) 48
O0s3aTesibHasI ayINTOPHAS y4eOHAsI HATPy3Ka (Bcero) 44
B TOM YUCJIE IPAKTHYECKUE 3aAHATUSA 16
CamocrosiTeibHasi padoTa odyuaromerocs (Bcero) 4

Hrorosas arrectanus B hopMe oupgepenyuposarnnozo 3avema




2.2. TeMaTn4ecKHid IJIaH U COACPKaHUC y‘l€6HOl7[ AUCIHUIIJINHBI «I[OKyMeHTaJILHOC o0ecrneyeHue YiupaBJ€HUSA»

HaunmeHoBaHue CoaepikaHue y4eOHOr0 MaTepuaJa, JJadopaTopHble U NPaKTHYecKue padoThl, O0bem | YpoBeHb
pa3esoB U TeM caMocCTosiTeIbHAs padoTa 00y4yarommxcst YacoB | OCBOCHHS
Beenenne Ilenu, 3amaum M NPUHLMIBL JIEIONPOU3BOACTBA. McTopus nenonpousBoAcTBa Kak HAyKH.
IMpenmer u 3amaun kypca. Kpatkuii 0030p nuTepaTypbl U MCTOUYHHUKOB IO JAHHOMY KYpCY.
PexomeHmanuu Mo OpraHM3alliid CaMOCTOSITEIbHON M BHEAYIUTOPHOW pPabOTHI CTYACHTOB.
IToHsTHE O KOPPECTIOHACHIIMY U JIEIOIIPOU3BOICTBE. JIornueckasi CTpyKTypa AUCLUILINHEL, €€ 2 1
MECTO B CUCTEME MOJATOTOBKH CIIENUATINCTA, MEXIPEAMETHBIE CBSI3U.
Pazpea 1. 4
OOmas
XapaKTepUCTHKA
JOKYMEHTAIL[MOHHOT O
obecrieueHus
yIIpaBJIEHUS
Tema 1.1. OCHOBHBIE MOJIOKEHUS M0 JOKYMEHTHPOBAHUIO YIPABICHUYECKOW JesATeNbHOCTH. EnnHas
OcHoBHbie TIOHATUST | ['ocynapcTBenHas cucrema zaenonpousBojactsa (ET'C JIOY) KiroueBbie MOHATHS: TOKYMEHT, 4 1
JOKYMEHTAI[HOHHOTO | JOKYMEHTOOOOPOT, JAEIONpPOU3BOJACTBO, YHHM(UKaLuWs, CTaHAAPTU3ALUS, apXUBHOE [EIIO,
oOecrieueHus oprrexnuka. Knaccudukauus 10KyMEHTOB.
yIpaBJIEHUS
Pa3znen 2. Conepxanue. 8/2
TpeboBanwust k
COCTaBJICHUIO U
opopMIICHHIO
JOKYMEHTOB
Tema 2.1. OdopMneHue MOKYMEHTAIlMd B COOTBETCTBUM C HOPMATHUBHOW 0a30if, B TOM dmHCIe C
Odopmienue UCIOJb30BaHMEM HMH(POPMAIMOHHBIX TexHoJorui. OCHOBHbIE TpaBHia OQGOPMIICHHUS 4 1
JOKYMEHTAIH B MAIIMHOTIHUCHBIX TeKCTOB. TpeboBaHus K (POpMaTHPOBAHUIO TEKCTA
COOTBETCTBUHU C
HOpMaTUBHOHN 0a3oi
Tema 2.2. OCHOBHBIE PEKBH3UTHl JIOKyMEHTa, UX Kilaccuukanus, mnpaBuia oOQOpMIEHHUS B
Odopmiienne cootBercTBUH ¢ ' OCTom. @opmyrsip 1 OJ1aHK TOKYMEHTA. 4 2




OCHOBHBIX pekBU3UTOB | IIpakTHdeckoe 3ansaTHE Ne 1 «OdopMiieHrne 0CHOBHBIX PEKBU3UTOB T0KYMEHTa»
JOKYyMEHTa OdopmieHne mpocThIX PeKBU3UTOB JJOKYMEHTA 2
Odopmitenne ClI0XHBIX PEKBU3UTOB JOKYMEHT.
CamocTrosiTesbHasi padoTa: BbINOJHEHHE JOMAIIHUX 3a1aHUIl pa3aeny 2.
OcHoBHBIE TIpaBUIIa 0POPMIICHHUS MAIIMHOMUCHBIX TEKCTOB. 1
TpeboBanust k popMaTHPOBAHUIO TEKCTA.
Pazgean 3. Copepixanue.
Cuctembl 12/8
JOKYMEHTAI[HOHHOTO
obecrieueHus
yIIpaBJICHUS
Tema 3.1. YCOPI -  yHuduuupoBaHHas  CHUCTEMa  OPraHU3ALMOHHO—PACTIOPAIUTEIHHON
OpranuzanuoHHas nokymenTtaruu: cocraB YCOP/I, o6mactu ee mpumeHeHus. OpraHu3alliOHHBIE TOKYMEHTHI,
JNOKyMEHTalus uX Ha3HayeHue, Gopmymspel-oopasnsl. [Ipomenypa cocraBieHuss U OQOPMIICHHS 4
OpPraHU3aLMOHHBIX JOKyMEHTOB. OOJacTh NPUMEHEHHS OPraHU3aLUOHHBIX JOKYMEHTOB.
Vicnonp3oBaHue yHUPHUIMPOBAHHBIX GOopM
IMpakTuueckoe 3ansaTHe Ne2 «OpraHu3anHoOHHAs TOKYMEHTALHSI»
Odopmitenne OCHOBHBIX BUJIOB OPraHU3alMOHHBIX IOKYyMEHTOB 2
Tema 3.2. PacnopsiaurensHele  gokyMeHTHl. X HasHaueHuwe, ¢dopmynsapsl-oOpasusl Ilponenypa
PacnopsiautensHas | cocTaBieHUsT W OQOPMIICHHS PACHOPSAMUTENBHBIX JOKyMEHTOB. (OO0nacTb NpUMEHEHUs
JTOKYMEHTAIUs pacropsIuTeIbHbIX JOKYMEHTOB. Vcnoiabp30BaHne yHU(PHUIHPOBAHHBIX (HOPM.
IIpakTuyeckoe 3ansitue Ne3 «PacnopsaureabHasi JOKyMeHTALM» 2
OdopmiieHne OCHOBHBIX BUJIOB PACTIOPSAIUTEIbHBIX TOKYMEHTOB
Tema 3.3. HNudpopmalioHHO-CTIpaBOYHbIE  JOKYMEHTHL. X HasHaueHue, Gopmynspbl- 00pasipl.
HNudpopmannonHo- [Ipouienypa cocraBieHus Hu OQOpPMICHHUS HH(POPMALUMOHHO-CIPABOYHBIX JIOKYMEHTOB. 2
CrpaBOYHAs Ob6nacte  mpuMeHeHHs  HH()OPMALMOHHO-CIIPABOYHBIX  JIOKyMEHTOB  Vcmosib3oBaHMe
JOKyMEHTalus YHU(DUITUPOBAHHBIX (HOpM
IIpakTnueckoe 3anaTne Ned « MH(pOpMaNMOHHO - CIPaBOYHAsl IOKYMEHTALMA»
OdopmiieHne OCHOBHBIX BUJIOB HH(OPMAIIMOHHO-CITPABOYHBIX JOKYMEHTOB
2
Tema 3.4. [TakeT TOKyMEHTOB 1O JTMYHOMY cocTaBy. OcoOeHHOCTH PabOThI C KaPOBBIMH JOKYMEHTAMHU.
JIokyMeHTanus 1o JIOKyMEHTUpOBaHUE TPYAOBBIX MPaBOOTHOIICHUH. Vcnonp3oBanue yHUDUIIUPOBAHHBIX (HOpPM
JMYHOMY COCTaBY JOKYMEHTOB I10 JINYHOMY cocTaBy. M31anue nmpuka3oB mo Ju4HOMY coctaBy. @opmupoBanue 2
U BeJICHUE JIMUHBIX JieN. Begenue TpyoBbIX KHUKEK paOOTHUKOB




IIpakTnyeckoe 3ansaTHEe Ned «/loKkyMeHTaLUsl 110 THYHOMY COCTaBY»

OdopmiteHne OCHOBHBIX BUJIOB IOKYMEHTOB I10 JINUHOMY COCTaBY 2
OdopmiteHre MpUKa30B MO JMYHOMY COCTaBY, BEACHUE JINUHBIX JIET
CamocTrosiTesbHasi padoTa: BbINOJHEHHE JOMAIIHUX 3a1aHuil pa3aeny 3. 1
[Topsimok cocTaBieHus: 1 0POPMIICHHS PACTIOPSIUTENBHBIX TOKYMEHTOB.
YauduurupoBanHsie GOpMBI TOKYyMEHTOB MO JUYHOMY COCTaBY.
[Topsinok opopMIIeHHS TPUKA30B N0 JIMYHOMY COCTaBY, BEACHHUE JIMYHBIX JIeJ
Paznea 4. Copepixanue.
Opranuzanus 4/2
JTOKYMEHT0000poTa
Tema 4.1. Opranuzanus JOKYMEHTOOOOpoTa: mpueM, o0paboTka, perucTpariysi, KOHTpPOJb, XpaHEHHE
TexHosorus u JOKYMEHTOB, HOMEHKJaTypa nen. TpeOoBaHus k 3arosioBkam naei. PopmupoBaHue mAed. 2
PUHLUTIBL Cucremaruzanusi JOKyMeHTOB BHYTpH aena. Ocdopmienue aen. TUHOBBIE CPOKH XpaHEHHS
OpTaHu3aIH JTOKYMEHTOB.
JOKYMEHT0000poTa
Tema 4.2. ABTOMaTH3MPOBAaHHBIE CHCTEMBI JeNONpon3BoACcTBa. CHCTeMa BIIEKTPOHHOIO TOKYMEHTO00O0poTa
TexHomorus (CSI[), €C CTPYKTYpa, HaCTpOﬁKa CHUCTEMBI. O630p COBPCMCHHBIX CPCACTB OPITCXHUKHU JId NICpCaavun 2
ABTOMATU3HPOBAHHOH | U nepepaborku uHpopmauuu. Ludpposas nmoamuck. DnekTpoHHas mouTa. 3ammra HH(pOpMaIMu.
OGpaGOTKI/I CucreMbl ONTHYECKOTO pacrio3HaBaHUsA TCKCTOB. Hcnons3oBanne IIPpaBOBBIX I/IH(I)OpMaI_II/IOHHLIX
JTOKYMCHTAIMHU CHCTCM.
IIpakTuuyeckoe 3anaTue 6 «OdopmieHHe AOKYMEHTOB B aBTOMAaTHU3UPOBAHHOH cHcTeMe
JAOY» 2
IIpakTHyeckoe 3ansaTne 7 «OpraHu3aiyy MEKTPOHHOTO T0KyMEHTO000poTa».
2
CamocrosrenbHas padora:
Opranuzanus paboThl ¢ JOKYyMEHTaAMU UMEIOIIUMH TPUQbI OTpaHUYCHUS JOCTYTIA.
Kondunennmansnas uahpopmanus 2
I'ocynapcTBennas TaitHa
CanyxebHas nHpOpMaIHsi OTPAHUISHHOTO PacIPOCTPAHEHHUS
JuddepenunpoBannblii 3a4eT 2
Bcero yacos 48




3. YCJIOBUS PEAJIM3AIIMU TPOI'PAMMBI I CHUATIJIMHBI

3.1. TpeboBanussi K MHHHUMAJIBLHOMY MATE€PHAIbHO-TEXHHYECKOMY
odecrneyYeHHu o

3.1. TpeboBanuss K MHUHUMAIHPHOMY  MaTePHUATBHO-TEXHUUECKOMY
obecrieueHuto Peanuzanust mporpaMMbl JUCITUTIINHBI TPEOYET HATUYHUS YIEOHOTO
KaOuHeTa «J{oKyMeHTalmoOHHOE 00ecIeYeHe YIIpaBIeHUs»

O6opynoBanue yueOHOTo KaOMHeTA!

- TOCAI0OYHBIE MECTA MO KOJIMYECTBY 00YJAIOIINXCS,

- pabouee MeCTO IpernoiaBaTers;

- KOMILIEKT y4eOHO-HarassqHbIX mocoouii «[0Y».

Texauueckue cpeacTra oOydeHUS:

-KOMIBIOTEPHl €  JIMIICH3WOHHBIM  MPOTPAMMHBIM  OOECIEeYCHHUEM,
MYJIBTUMEIAATIPOEKTOP, IPUHTED, CKAHED.

3.2. HNudpopmanuonHoe o0ecneyeHue o0yueHus Ilepeuennb
peKoMeHayeMbIX Y4eOHbIX u3aaHuii, UHTepHeT-pecypcoB, N0MOJHUTEIbHOI
JUTEPATYPhI

OcHOBHbIE HCTOYHUKH:

1. «O6 wundopmanuu, HHOOPMAIIMOHHBIX TEXHOJOTHSAX U O 3allUTE
uHpopmarn». Oeaepanbueiii 3akoH PO ot 27.07.2006 Ne 149-D3.

2. «O06 »nsnexkTpoHHON T1HppoBON moamucw». DenepalbHBIA 3aKOH OT
10.01.2002 Ne 1-@3.

3. TOCT P51141-98. Jlenonmpou3BOACTBO W apXWBHOE NeJ0. TepMHUHBI U
onpenencHus (yTB. [loctanoBnenuem ["occrangapra PO ot 27.02.98 Ne 28).

4. TOCT P6.30-2003. VYuubunupoBaHHBIE CHCTEMBI TOKYMEHTAIUU.
YHuuduupoBaHHas cucrtema OpraHU3alMOHHO-PACTIOPSAUTENHHON
nokymeHTanuu. TpeOoBanuss K OG(OPMIEHUIO JTOKYMEHTOB. Y TBEPKICHBI
noctanoBiaeHneM I'occragmapra P® or 03.03.2003 Ne65-ct.- M.. H3n-Bo
crangapTos, 2003.

5. TumnoBast MHCTPYKIHUSA 1O JEIOMPOU3BOJCTBY B PeaepanbHBIX OpraHax
UCTIOTHUTEIbHOM BiacTH (yTB. [Ipukazom MuHHCTEPCTBA KYJIBTYPhl H MACCOBBIX
komMmyHuKanuid PO ot 8 HosOps 2005 r. Ne 536)- M., 2008.

6. Kysmemmor WM. H. JlokymMeHTanmuoHHOE OOECICYEHUE YIPABICHUSI
nepcoHasioM: yaeOHuK u nmpaktukyM st CI1O / U. H. Ky3uenos. — M.: FOpaiit,
2019. — 521 c.

7. Kopuee U. K. JlokymeHTalMOHHOE obOecrieueHue ympasieHus. — M.:
FOpaiit, 2020. — 385 c.

JlonoIHUTE/IbHbIE HICTOYHUKH

1. BacakoB M.U. J[enompousBoactBo (JlokyMeHTalMOHHOE OOECICUCHHE
yrpasiienus): Yueb.mocooue.- 3-¢ u3a.- M.: U3n. «Jlamkos u K», 2014



2. «CmpaBouHHK cekperaps U oduc-meHemkepa». ExxeMecsdHbIN
CIIpaBOuHbIN XypHai. M3narenscTBo «Cekperapckoe Aeno».

3. «Jlemonmpon3BoacTBO». ExXekBapTanbHBIN MPO(ECCHOHATBHBIN KypHAI.
N3z narenscTBO «Jlemonpon3BOACTBOY.

4. «Cexperapckoe peno». ExxemecsuHblil mnpodeccuoHaNbHBIN >KypHa.
N3patenbcTBO «CekpeTapCcKkoe AEo».

HNuTepHeT-pecypcesbl:

1.  DnexTpoHHBIM  y4eOHBIH  KypcC
ledt/ef _eo/edt4399/index.htm?e = 4399&sc=1784

JIOY  http://portal.tolgas.ru

4. KOHTPOJIb U OIEHKA PE3YJIbTATOB OCBOEHMUSA
JUCIHUITIIMHBI
KOHTpOJIb 1 OLIEHKa PEe3yJAbTATOB OCBOCHUS JUCLUIUIMHBI OCYIIECTBISETCS
3aHATUM |

npernoaaBaTciicM B IIpoLecce

7a00opaTOpPHBIX paldOT, TECTHUPOBAHUs, a TaK)KE BBHITTOJHECHHS OO0YYarOIIUMUCS

IMPOBCACHUA IMPAaKTHICCKUX

VH/IMBUYaJbHbBIX 3aJJaHUM, TPOEKTOB, UCCIEIOBAHUM.

Pe3yabTaThl 00yueHnsi (0CBOeHHbIE YMEHHS, YCBOCHHbIE 3HAHMS)

DopMbI U METOBI
KOHTPOJISl M OLlEHKH
pe3yJabTaToB 00y4eHHsI

YMmenuns:

- oopMIIATH TOKYMEHTALMIO B COOTBETCTBUM C HOPMAaTHBHOM
6a30, B TOM 4HCJIe C UCIOJIb30BaHHEM HH(POPMALMOHHBIX TEXHOJIOTHI

MPaKTUYECKUE PAOOTHI

- OCBaWBaTh TEXHOJIOTUM AaBTOMAaTU3MPOBAHHOW 00pabOTKU
JOKYMEHTAINH;

MPAKTUYCCKUC 3aHATHA

- HCIIOJI30BaTh YHU(HUIIMPOBAHHbIE (POPMBI JOKYMEHTOB,

MPAKTUYCCKUC 3aHATH

- OCYHICCTBJIATH XPAHCHUC U MMOUCK JOKYMCHTOB

MPAKTUYCCKUC 3aHATHA

- HUCIIOJIBb30BATH TCJICKOMMYHUKAITUOHHBIC TEXHOJIOTUHU B MPAKTUYCCKUC 3aHATHA
AJIEKTPOHHOM JTOKYMEHTO000pOTE
3HaHus MPAKTUYCCKHUE 3aHSATHS,
-IIOHATHEC, TCJIH, 3a0a4Y1 U TPUHIUIIbI IICJ'IOHpOI/I?)BO,Z[CTBa; JOMaIlIHAA pa60Ta
-OCHOBHBIC IIOHATUA JOKYMCHTAIIMUOHHOTO o0OecreueHus JOMalIHAsA pa60Ta,
YIIPAaBJICHU TCCTUPOBAHUC
- CUCTCMbI JOKYMCHTAIIMOHHOTI'O o0ecreueHns YIIPaBJICHU S TCCTUPOBAHUC

-KJ1acCU(DUKAINUIO TOKYMEHTOB;

MMPAKTUYCCKUC 3aHATHS

-Tpe0OBaHMs K COCTABJICHUIO 1 0(OPMIICHHUIO IOKYMEHTOB;

IMPAKTUUYCCKUC 3aHATHA

-OpraHu3anuio JTOKYMEHT0000pOTa: IIPUEM, 00paboTKYy,
PETUCTpAINIO, KOHTPOJIb, XpaHEHHE JJOKYMEHTOB, HOMEHKJIATYpY Jel

MPAKTUYCCKUC 3aHATHA

- 0OpMIIATh JOKYMEHTALMI0O B COOTBETCTBUU C HOPMATHBHOM
6a30i, B TOM 4HCJI€ C HCIOJIb30BaHNEM HH(POPMALMOHHBIX TEXHOJIOTHN

MPAKTUYCCKUC 3aHATHA

- OCBauMBaThb TEXHOJOTMM AaBTOMATH3MPOBAHHON 0OpabOTKH
JOKYMEHTAITUN

MPAKTUYCCKUC 3aHATHA

- HCIIOJIb30BaTh YHU(HUIIMPOBAHHbBIE (POPMBI TOKYMEHTOB,

MPAKTUYCCKUC 3aHATHA

-OCYIICCTBIIATh XPAHCHUC U IIOUCK JTOKYMCHTOB,

MPAKTUYCCKUC 3aHATH

- HUCIIOJIb30BATH TCJICKOMMYHUKAITUOHHBIC
AIIEKTPOHHOM JJOKYMEHTO000pOTE;

TCXHOJIOI'MH B

MPAKTUYCCKUC 3aHATHA
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