BIOJUKETHOE TIPO®ECCHOHAJIBHOE OBPA3OBATEJIBHOE YUPEXIEHNE
. OPJIOBCKOU OBJIACTH
«OPJIOBCKMNU TEXHUKVYM ITYTEN COOBUIEHNA UMEHU B.A. JIAITOYKMHA»

PABOYAS IIPOTPAMMA YUYEBHOU JIUCIIUIIIMHBI
OI1.04. JlokyMeHTa/IbHOE 00ecreuyeHne yrnpaBJjieHus

38.02.01 DxoHomMuKa 1 OyXrajarepckuii yuer (1o oTpacjasim)

bazoeas noocomoska cpednezo npogheccuonanvroco 0bpazosanus

2018r.



Pabouas nporpamma y4eOHOH OWMCUMNIWHBEL pa3padoTaHa Ha OCHOBe
(henepanbHOIO roCcyZapCTBEHHOro 00pa3oBaTeNLHOIO CTaHJapTa CpeaHero
npoheccnonansioro odpazosanus (ganee — PIOC CIIO) no cneunansHoCTH
38.02.01 DxonoMHKa H OSyxrajTepckuii yuer (no oTpaciifm) YTBEPKISHHOIO
npukasoM MuHHcTepcTBa 0DpaszoBaHuas W HaykH Poccuiickoii ®enepainn ot 3
despana 2018 r. N 69.

Oprannzannsa-paspadoTunk:
biomaerHoe mnpodeccHoHanbHoe oOpasoBatenbHoe yupexaeHue Oprosckoii
obnactn «OpaoBcKuil TEXHHKYM nyTei coobuienns um. B A, Jlanoukuna».

PaspaboTunkn:

Kypamosa B.B., npeacenarens  npeaMeTHO-IHKIOBOI KOMHCCHH
anekTporexHuueckux aumcuuruime BIIOY OO «OpnoBckuit TeXHHUKYM myTei
coobuenns nmenn B.A. JlanoukuHay;

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

PaccmoTpeno, 0106peHo U peKOMEHI0BaHO K HCMO/b30BAHMIO HA 3ace1aHiH
MPeIMETHO-LIMK/IOBON KOMMCCHHU 3IeKTPOTEXHHYECKHX AMCIUMILIHH.
Mpotokon Ne 70 or«Ap» 96 201 r.
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1. IACIIOPT PABOYEM ITPOT'PAMMBI YUYEGHOM JUCIUILINHBI OI1. 04
«TOKYMEHTAJIBHOE OBECIIEYEHUE YIIPABJIEHUWS»

Pabouas nmporpamma yuyeOHOW AMCIUIUIMHBI SBISETCA YacTbIO IMPOrPAMMBI
MOATOTOBKM CHELUAIMCTOB cpeAaHero 3BeHa B coorBerctBuu ¢ PI'OC 1o
cnenpanbHoctn CIIO 38.02.01 Dxonommka u Oyxrajatepckuid y4der (mo
oTpacisiM), YTBEPXKIECHHOTO NpHUKa3oM MUHHCTEpPCTBA OOpa30BaHHS W HAYKH
Poccwuiickoit ®enepanuu ot 5 dheBpans 2018 r. N 69.

1.2. Mecto Yy4yeOHOIi JUCHUIUIMHBI B CTPYKType OCHOBHOIii
npogeccuoHAIBLHOI 00pa3oBaTeJIbHOW MNpPOrpamMMbl. ydeOHas IUCLUILIMHA
BXOAUT B  NOpoecCHMOHANBHBIA  IUKJI U  OTHOCUTCA K  Tpynmne
obmmenpodecCHoOHATbLHBIX JUCIUILINH.

1.3. Heam wu 3agaym y4eOHOM JUCHMIUVIMHBI — TpeOOBaHUA K
pe3yabTaTaM OCBOEHHS ANCIUIJINHBI:

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

B pe3ynbTaTe 0OCBOEHUS JUCUUILIMHBI 00YYaIOIUNACS JOJIKEH YMeTh!

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

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

-¥3 ncnonp30BaTh yHU(PUIIMPOBAHHBIE (POPMBI JOKYMEHTOB,

-Y4 ocymecTBIsATh XpaHEHHUE U TOMCK JOKYMEHTOB,

-¥5 HCHoip30BaTh TEJIEKOMMYHUKALIMOHHBIE TEXHOJOTUU B 3JIEKTPOHHOM
JIOKyMEHTO000pOTE.

B pe3ynbTaTe 0OCBOEHUS JUCUUILIMHBI 00yYaIOMUNACS JOJKEH 3HATh:

-31 nonsTHe, 1eNH, 3a/1a4d U IPUHLHUIIBI ASTONPOU3BOJICTBA;

-32 OCHOBHBIC TOHATHSI JOKYMEHTAIIMOHHOTO 00eCTIeYeHNs YIPaBICHHUS,

-33 cucTeMbl TOKYMEHTAIIMOHHOTO 00ECTICUeHUs YIIPaBIICHHUS;

-34 knaccudukanuo J0OKyMEHTOB;

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

-36 opraHu3zanuio JOKYMEHTOOOOpOTa: mTpueM, O0OpadOTKy, PErucTpaiuio,
KOHTPOJIb, XpaHEHUE JOKYMEHTOB, HOMEHKJIATypy A€l

1.4. PexoMeHayemMoe KOJHYECTBO 4YaCOB Ha OCBOCHHE IPHMEPHOM
NporpaMmbl y4eOHO# TUCHUILINHDI

-MaKCUMaJIbHOHM y4eOHOU Harpy3Kku oOydarorierocs -48 4acoB, B TOM YHCIIE:

-00s3aTeNbHON ayAUTOPHON yueOHOM Harpy3ku oOyyatoiierocs: — 44 yaca;

-CaMOCTOSITEIbHOM paboThI oOyyaroierocs — 4 Jaca.



2. CTPYKTYPA U COAEP)KAHUE YUYEBHOM JUCIUIIJIAHBI

2.1. O0beM yueOHOI TUCHUILIHHBI U BU/IBI Y4e0HOi#i padoThI

Bua yueOHo# padoThI

KomnnuecTBO 4acoB

MakcumanbHas yaeOHast Harpy3ka (Bcero) 48
O0s3aTesibHAsI ayINTOPHAsI yueOHAs HATrpy3Ka (Bcero) 44
B TOM YHCJIE IPAKTUYECKUE 3aHATUA 16
CamocrosiTeibHAsI padoTa odyuaromerocs (Bcero) 4

Hrorosas arrectanus B hopMe oupgepenyuposarnnozo 3avema




2.2. TeMaTnuecKuid IJIaH U COACPKAaHUC y‘l€6HOl7[ AUCIHUIIJINHBI «I[OKyMeHTaJILHOC o0ecrneyeHue YiupaBJ€HUA»

HaunmeHoBaHue CoaepskaHue y4eOHOr0 MaTepuaJa, JJadopaTopHbie U NPaKTH4YecKue padoThl, O0bem | YposeHsb
pa3esoB U TeM caMocTosiTe]IbHAs padoTa o0y4yarommxcst 4acoB | 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
JTOKYMEHTAI[HOHHOTO | JOKYMEHTOOOOPOT, MAEIONpPOU3BOJACTBO, YHHM(UKaLWs, CTaHAAPTU3ALUs, apXUBHOE JEIIO,
oOecrieyeHus oprrexnuka. Kiaccuduxanus 10KyMEHTOB.
yIpaBJIEHUS
Pa3znen 2. Conepxanue. 8/2
TpeboBanwus k
COCTaBJICHUIO U
opopMIICHHIO
JIOKYMEHTOB
Tema 2.1. OdopMneHue MOKYMEHTAllMd B COOTBETCTBUM C HOPMATHUBHON 0a30if, B TOM dmHCIEe C
Odopmienue UCIOJb30BaHMEM HMH(POPMAIMOHHBIX TexHoJoruil. OCHOBHbIE TpaBuia O(GOPMIICHUS 4 1
JOKYMEHTAIUH B MAaIIMHOMHUCHBIX TeKCTOB. TpeboBaHus K (pOpMaTHPOBAHUIO TEKCTA
COOTBETCTBUHU C
HOpMaTUBHOMN 0a3oi
Tema 2.2. OCHOBHBIE PEKBH3UTHl JIOKyMEHTa, UX Kilaccuukanus, mnpaBuia oOQOpMIEHHUS B
Odopmiienne cootBercTBUH ¢ ' OCTom. @opmyrsip 1 OJ1aHK TOKYMEHTA. 4 2




OCHOBHBIX pekBU3UTOB | IIpakTHdeckoe 3anaTHE Ne 1 «OdopMiieHne 0CHOBHBIX PEKBU3UTOB JOKYMEHTAa»
JOKYyMEHTa OdopmiieHne mpocThIX PEKBU3UTOB JJOKYMEHTA 2
Odopmitenne ClI0XHBIX PEKBHU3UTOB JOKYMEHT.
CamocTrosiTeJbHasi padoTa: BbINOJHEHHE JOMAIIHUX 3a1aHUI pa3aeny 2.
OcHoBHBIE TIpaBUIa 0POPMIICHHUS MAIIMHOMMCHBIX TEKCTOB. 1
TpeboBanus kK popMaTHPOBAHUIO TEKCTA.
Pazgean 3. Copepixanue.
Cuctembl 12/8
JOKYMEHTAI[HOHHOTO
obecrieueHus
yIIpaBJICHUS
Tema 3.1. YCOPI -  yHuduuupoBaHHas  CHUCTEMa  OPraHU3AIMOHHO—PACTIOPAIUTEIHHON
OpranuzanuoHHas nokymenTtaruu: cocraB YCOP/I, o6mactu ee mpumeHeHUs. OpraHu3allMOHHBIE TOKYMEHTHI,
JNOKyMEHTalus uX Ha3HauyeHue, (opmymsapel-oopasnsl. [Ipomenypa coctaBieHuss U OQOPMIICHHS 4
OpPTraHU3aLMOHHBIX JOKyMEHTOB. OOJacTh NPUMEHEHHS OPraHU3aLUOHHBIX JOKYMEHTOB.
Vcnonp3oBanne yHU(GHUIUPOBAHHBIX (hopM
IpakTnuyeckoe 3ansitne Ne2 «OpraHu3aiuoHHAasi JOKYMEHTAINST»
Odopmiienne OCHOBHBIX BUJIOB OPraHU3AlMOHHBIX IOKYyMEHTOB 2
Tema 3.2. PacnopsiaurensHele  goKyMeHTHl. MXx HasHaueHuwe, ¢dopmynspel-oOpasusl IIponenypa
PacnopsiautensHas | cocTaBieHHsT W OQOPMIICHHS PACHOPSAMUTENBHBIX JOKyMEHTOB. (OO0nacTb NpUMEHEHUs
JTOKYMEHTAIUs pacropsIuTeIbHbIX JOKYMEHTOB. Mcnoiabp30Banne yHU(GHUIUPOBAHHBIX (HOPM.
IIpakTuyeckoe 3ansitue Ne3 «PacnopsaureabHasi JOKyMeHTALM» 2
OdopmiieHne OCHOBHBIX BUJIOB PACTIOPSIUTEIbHBIX JIOKYyMEHTOB
Tema 3.3. HNudpopmaiioHHO-CTIpaBOYHbIE  JJOKYMEHTHI. X HasHaueHue, (opmynspbl- 00pasipbl.
HNudpopmannoHHo- [Tpouenypa cocraBieHus Hu OQOpPMICHHUS HHPOPMALUMOHHO-CIPABOYHBIX JIOKYMEHTOB. 2
CIpaBOYHAs Ob6nacte  mpuMeHeHHs  HMH(POPMALMOHHO-CIIPABOYHBIX  JIOKyMEHTOB  Vcmosib3oBaHMe
JTOKyMEHTalus YHU(DUITUPOBAHHBIX HOpM
IIpakTnyeckoe 3anaTne Ned « MH(pOpMaLIMOHHO - CIPaBOYHAsl IOKYMEHTALMA»
Odopmiienne OCHOBHBIX BUJIOB HH(OPMAIIMOHHO-CITPABOYHBIX JOKYMEHTOB
2
Tema 3.4. [TakeT JOKYyMEHTOB IO JIMYHOMY COCTaBy. OCOOEHHOCTH pabOTHI C KaJPOBBIMHU JOKYMEHTAMH.
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 3ansaTHe Ned «/lokyMeHTalUsl 110 THYHOMY COCTABY»

Odopmitenne OCHOBHBIX BUJIOB IOKYMEHTOB I10 JINUHOMY COCTaBY 2
OdopmiteHre mpUKa3oB MO JMYHOMY COCTaBY, BEACHUE JINUHBIX JIET
CamocTrosiTeJbHasi padoTa: BbINOJHEHHE JOMAIIHUX 3a1aHuii pa3aeny 3. 1
[Topsimok cocTaBieHus: 1 0POPMIICHHUS PACTIOPSAIUTEIBHBIX TOKYMEHTOB.
YHauduuupoBanHsie GOPMBI JOKYyMEHTOB MO JUYHOMY COCTaBY.
[Topsimok opopMIIeHHS TPUKA30B 1O JIUYHOMY COCTaBY, BEACHUE JIMYHBIX JIEJ
Paznea 4. Copepixanue.
Opranuzanus 412
JTOKYMEHT0000poTa
Tema 4.1. Opranuzanus JOKYMEHTOOOOpOTa: mpueM, o0paboTka, perucTpariysi, KOHTpPOJb, XpaHEHHE
TexHosorus u JOKYMEHTOB, HOMEHKJaTypa nen. TpeOoBaHus K 3arosioBkam naei. PopmupoBaHue mAed. 2
MPUHLUTIBL Cucremaruzanusi J0KyMeHTOB BHYTpH aena. Ocdopmienue aen. TUHOBbIE CPOKH XpaHEHHS
OpTaHu3aIH JTOKYMEHTOB.
JOKYMEHT0000poTa
Tema 42 ABTOMaTI/I3I/IpOBaHHLI€ CUCTCMbI JCJIOIIPOU3BOACTBA. Cucrema SJICKTPOHHOT' O ,I[OKYMCHT0060p0Ta
TexHOJIOTUA (CB[D), ee cTpykTypa, HacTpoiika cucteMbl. O030p COBPEMEHHBIX CPEJICTB OPTTEXHUKH JJIS Mepeaayun 2
ABTOMATH3MPOBAHHOH | U nepepaboTkn MHpopmanuu. Iludposas nomnuch. DIEKTpOHHAs MHouTa. 3amuTa HH(GOPMAIUM.
O6p3.60TKI/I CucreMbl OINTHYECKOTO pacrio3HaBaHusA TCEKCTOB. Hcnons3oBanne IIPaBOBBLIX I/IH(I)OpMaI_II/IOHHLIX
JOKYMCHTAIlUH CHCTCM.
IIpakTnuyeckoe 3anatue 6 «OdopmieHne AOKYMEHTOB B aBTOMAaTHU3UPOBAHHOI cHcTeMe
JAOY» 2
IIpakTHyeckoe 3ansiTue 7 «OpraHu3aiyy EKTPOHHOTO T0OKyMEHTO000poTa».
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. YCJIOBUSA PEAJIM3AIIMU TPOTI'PAMMBbI I CHUATIJIMHBI

3.1. TpeOoBanussi K MHHHUMAJBLHOMY MATE€PHAIbHO-TEXHHYECKOMY
odecrneyeHHu 1o

3.1. TpeboBanuss K MHUHUMAJIBHOMY  MaTepPHUATBHO-TEXHHUECKOMY
obecrieueHuto Peanuzanust mporpaMMbl JUCIUTIINHBI TPEOYET HATUYIHUS YIEOHOTO
KaOuHeTa «J{oKyMeHTalMoOHHOE 00ecIeYeHe YIIpaBIeHUs»

O6opynoBaHue yueOHOro kKabMHeTa!

- TOCAI0OYHBIE MECTa MO KOJIMYECTBY 00YUAIOIINXCS,

- pabouee MeCTO IpernoiaBaTers;

- KOMIUIEKT y4eOHO-HarasqHbIX mocoouit «[0Y».

Texauueckue cpeacTra oOydeHUS:

-KOMIIBIOTEPHl €  JIMIICH3WOHHBIM  MPOTPAMMHBIM  OOECIEYCHHUEM,
MYJIBTUMEIAATIPOEKTOP, MPUHTED, CKAHED.

3.2. HNudpopmanuonHoe o0ecneyeHue o0yueHus Ilepeuennb
peKoMeHIyeMbIX yueOHbIX u3anuii, UHTepHeT-pecypcoB, T0MOJTHUTEILHOM
JUTEPATYPhI

OCHOBHbIE HCTOYHHUKH:

1. «O6 wundopmanuu, UHOOPMALIMOHHBIX TEXHOJOTUSAX U O 3allUTE
uapopmarn». Oenaepanbuerii 3akon PO ot 27.07.2006 Ne 149-D3.

2. «O0 osnekTpoHHON 1HppoBo moamucw». DemepalbHBIA 3aKOH OT
10.01.2002 Ne 1-@3.

3. TOCT P51141-98. Jlenonpou3BOACTBO U apXWBHOE NeJ0. TepMHUHBI U
onpenencHus (yTB. [loctanoBnenuem ["occrangapra PO ot 27.02.98 Ne 28).

4. TOCT P6.30-2003. VYuubunupoBaHHBIE CHCTEMBI JTOKYMEHTAIUU.
YuaudunupoBanHas cucTemMa OpraHU3alMOHHO-PACTIOPSTUTEITEHON
JOKyMeHTanuu. TpeboBaHuss K OGOPMIICHHIO JIOKYMEHTOB. Y TBEPKICHBI
noctanoBiaeHneM I'occragmapra P® ot 03.03.2003 Ne65-ct.- M.. H3n-Bo
crangapTos, 2003.

5. TunoBast THCTPYKIHSI TI0 JEIOMPOU3BOACTBY B PeaepabHBIX OpraHax
UCTIOTHUTEIbHOM BiacTH (yTB. [Ipukazom MuHHCTEPCTBA KYJIBTYpPhl H MACCOBBIX
komMmyHuKanuid PO ot 8 HosOps 2005 r. Ne 536)- M., 2008.

6. KBanudukamOHHBIN CIIPaBOYHHK JOJDKHOCTEH CITyKaIuxX. BBeneH B
neiictBre mocranoBiacHrneM MunTpyaa PO or 21.08.1998 (¢ usm. u gom.ot 1999-
2002rr.)- M.: UH®PA-M, 2001.

7. Obmepoccuiickuii knaccudukatop ynpasieHdeckord nokymeHTauuun OK
011-93 (OKVYM). (YtBepkaeH u BBEACH B JEHWCTBHE IIOCTAHOBJICHUEM
[occranmapra PO ot 30.12.1993 Ne299 (¢ u3m. u gom.otr 1999-2002 rr.).

8. bacakop M.U. Jlenompou3BoactBo (I0KyMEHTAI[MOHHOE OOCCICUCHHE
ynpasiienus ). Yueb.mocooue.- 3-¢ u3a.- M.: U3n. «/lamkos u K», 2014



I[OHO.]]HHTCJILHLIC HUCTOYHUKU:

1. [lpuka3 u AenoBoe MUCHMO: TpeOOBaHHS K O(OPMIICHUIO U OOpa3lbl

nokymeHnToB coracHo ['OCT 6.30-2003: mpakrtudeckoe mocoowe / M. H.

bacakoB.— PoctoB u//[: ®ennkc: 2005.

2. CmnmBak B.A. JIoKyMEHTHpOBAaHHE YIPABICHYECKOW AEATEIHLHOCTH

(Hdenompouspoactso).- CII6.; [Turep,2005.

3. SuxoBas H.®. Kak opranmzoBath aemonpou3BoacTBo. — M.: MIIDOP,

2004.

4. «CrnpaBOYHUK CEKpeTaps U

crpaBOYHBIN xypHal. M3narenbctBo «CekpeTapckoe Aeso».

oduc-MeHe Kepar.

ExxemecsayHbI

5. «/lemompousBoactBo». ExekBapTanbHbI Mpo(ecCHOHANBHBIN KypHAI.

N3z narenscTBO «Jlemonpon3BoACTBOY.

6. «Cexperapckoe peno». EskemecsyHbli TpodecCHOHATBHBIA KypHaI.

N3narenbctBO «CekpeTapcKoe Ae10».
NuTepHeT-pecypcenl:
1.  DnexTpoHHBIM  y4eOHBIH  KypcC
ledt/ef eo/edt4399/index.htm?e = 4399&sc=1784

A0V

http://portal.tolgas.ru

4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHMUSA

JUCLHUATIIAHBI

KOHTpOHB H OICHKA PE3YyJIbTATOB OCBOCHUS AWCHUINIIMHBI OCYHICCTBIIACTCA

npernoaaBaTciicM B IIpoLecce IIPOBCACHUA

IMPAaKTHICCKUX

3aHIATUH |

7a00opaTOpHBIX paldOT, TECTHUPOBAHUs, a TaK)KE BBHITTOJIHECHHS OO0YYarOIIUMUCS

VH/IUBUYaJbHbBIX 3aJJaHUI, TPOEKTOB, UCCICIOBAHUM.

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

DopMbI U METOBI
KOHTPOJISI M OLleHKH

pe3yJabTaToB 00y4eHHus

YMmenu:

- o(opMIATH TOKYMEHTALMIO B COOTBETCTBUM C HOPMATHBHOM
6a30i, B TOM 4HCJI€ C UCIOJIb30BaHHEM HH(POPMALMOHHBIX TEXHOJIOTHH

MPaKTUYECKUE PAOOTHI

- OCBaWBaTh TEXHOJIOTUM AaBTOMAaTH3MPOBAHHOW  00pabOTKH
JOKYMEHTAIH;

MPAKTUYCCKUC 3aHATHA

- HCTIOJIb30BaTh YHU(HUIIMPOBAHHbBIE (POPMBI TOKYMEHTOB,

MPAKTUYCCKUC 3aHATHIA

- OCYHICCTBJIATH XPAHCHUC U IMOUCK JOKYMCHTOB

MPAKTUYCCKUC 3aHATH

- HUCIIOJIb30BATh TCJICKOMMYHUKAITUOHHBIC TEXHOJIOTUHU B MPAKTUYCCKUC 3aHATHA
AJIEKTPOHHOM JTOKYMEHTO000pOTE
3HaHus MPAKTUYCCKHUE 3aHSATHS,
-IIOHATHC, LCJIH, 3aa4Y1 U TPUHIUIIBI IICJ'IOHpOI/I?)BO,Z[CTBa; JOMalIHAA pa60Ta
-OCHOBHBIC IIOHATUA JOKYMCHTAIIMOHHOTO O6CCHCLI€HI/ISI JOMalIHAsA pa60Ta,
YIIPaBJICHU A TCCTUPOBAHUC
- CUCTCMbI JOKYMCHTAITMOHHOT'O 06ecnequI/I51 YIIPaBJICHU S TCCTUPOBAHUC

-KJ1acCU(PUKAINIO TOKYMEHTOB;

MPAKTUYCCKUC 3aHATHA

-TpeOOBaHMs K COCTABJICHUIO U 0()OPMIICHUIO IOKYMEHTOB;

MPAKTUYCCKUC 3aHATHUA

-OpraHu3aIuio JTOKYyMEHTO000pOTa: IIPHUEM, 00paboTKy,
PETUCTpaIIo, KOHTPOJIb, XpaHEHHE JJOKYMEHTOB, HOMEHKJIATYpY Jel

MPAKTUYCCKUC 3aHATHA

10



http://portal.tolgas.ru/

- 0OpMIIATh JOKYMEHTALHWIO B COOTBETCTBUUM C HOPMAaTHBHOMN
0a30H, B TOM YHCJIe C UCIOJIb30BAaHUEM HH(POPMAIMOHHBIX TEXHOJIOTHI

MPAKTUYCCKUC 3aHATHA

- OCBauMBaThb TEXHOJIOTUM AaBTOMATH3MPOBAHHOW 0OpabOTKH
JOKYMEHTAIIUU

MPAKTUYCCKUC 3aHATHA

- HCIIOJIb30BaTh YHU(HUIIMPOBAHHbBIE (POPMBI TOKYMEHTOB,

MPAKTUYCCKUC 3aHATHUA

-OCYIICCTBIIATh XPAHCHUEC U IIOUCK JJOKYMCHTOB,

MPAKTUYCCKUC 3aHATH

- HUCIIOJIB30BATh TCIICKOMMYHUKAITMOHHBIC TEXHOJIOTUHU B
AIIEKTPOHHOM JJOKYMEHTOO0O0pOTE;

MPAKTUYCCKUC 3aHATHA
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