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1. MACHOPT PABOYEN ITIPOT'PAMMBbBI YUYEFHOU JUCHUILIVHBI
Jlokymenmayuonnoe obecneuenue ynpasienus

1.1. O6s1acTh NpuMeHeHus1 pado4yeil MPOrpaMMbl

Pabouast mporpamMma y4eOHON NHUCLIMIUIMHBI SBISETCS YaCThbIO OCHOBHOW MPO(ECCHOHAIBHOU
obpazoBarenbHoi mporpammbl (OIIOII) B cootBercTBUM ¢ PI'OC CIIO mo cnenuaibHOCTH
080110 CrpaxoBoe neno (yriayOneHHast TOTOTOBKA).

1.2. Mecto y4eOHo#l aucuumiauHbl B crpykrype OIIOII: mpodeccnoHAIBHBIA UK,
obmenpodeccuoHabHAsT TUCIUTIINHA.

1.3. Heaun u 3anpa4ym y4yeOHO#W AUCHUILVIMHBI — TPeOOBAHMS K Pe3yJbTATAM OCBOCHUS
yueOHO# JUCUMIINHBI:
B pesynbTare ocBoeHus yueOHON AUCIUIUIMHBI CTYACHT JOJKEH YMETh:
e odQopMIATH JOKYMEHTAllMI0O B COOTBETCTBHM C HOPMATUBHOM 0a30i, HMCHOJIb3Ys
MH(POpPMAIMOHHBIE TEXHOJIOTUU U CPEJICTBA OPITEXHUKH;
® WCIONB30BaTh  yYHU(PUIIMPOBAHHBIE  CHUCTEMBI JOKYMCHTAIIHH;
® OCYHIECTBISITh XpaHEHHUE, IOUCK JOKYMEHTOB;
® CMOJIb30BaTh TE€JIEKOMMYHUKAITUOHHBIE TE€XHOJIOTUU B AIEKTPOHHOM
JOKYyMEHTOOOO0pOTE.
B pesynbTare ocBoeHus yueOHOM AUCIUIUIMHBI CTYACHT JOJIKEH 3HATh:
® OCHOBHbBIC MOHATHUS TOKYMEHTAIIMOHHOTO 00ECIICUCHUS YIPABICHUS;
® OCHOBHBIE 3aKOHOJATEIbHbIE M HOPMATHMBHBIE aKThl B O0OJACTU JOKYMEHTAIIMOHHOTO
oOecrnieueHus ynpaBieHus;
1eJH, 3a7]a91 U IPUHITUIIBI JOKYMEHTAIIMOHHOTO 00ECTICUCHUS YIIPABIICHUS;
CUCTEMBI IOKYMEHTAIIMOHHOTO 00€CTICUeHUS YIIPaBICHHUS;
TpeOOBaHUS K COCTaBICHUIO U O(POPMIICHUIO PA3IMYHBIX BUJIOB JJOKYMEHTOB;
oOl1ue mpaBuia OpraHu3aluu padoThl C JOKYMEHTAMU;
COBpEMEHHbIC MH()OPMAIIMOHHBIE TEXHOJIOTUH CO3/IJaHUsI JOKYMEHTOB U aBTOMAaTHU3aIUU
JTIOKYMEHTO000POTa;
OpraHu3aIui0 PabOTHI C ATEKTPOHHBIMU JJOKYMEHTAMU;
® BHJIbI OPITEXHUKU U CIIOCOOBI €€ MCIOJb30BaHUS B IOKYMEHTAIIMOHHOM OOECIeYeHUHU
yIpaBIICHUS.
1.4. Kosin4ecTBO 4aCOB Ha OCBOEeHMe pado4eid MPOrpaMmMbl Y4eOHOM JUCHUIIIAHDI:
MaKCHUMaJIbHOW y4eOHON HArpy3KH CTyJeHTa - 96 yacoB
B TOM YHCIIE:
00s13aTeIbHOM ay TUTOPHOM yueOHOUM HArpy3Ku CTy/AeHTa - 64 yaca
CaMOCTOSITENIbHON pabOThI CTyIeHTa - 32 yaca.



2. CTPYKTYPA U COJEP)KAHUE YYESHOM TUCIUATIINHBI
JloKymenmayuonnoe odecneuenue ynpaeieHus

2.1. O0bem y4eOHOM AUCHUIIMHBI M BUIbI Y4e0HO# padoThI

Buo yueonou paoomut Odven uacos
Bcezo | 1 cem. | 2 cem.
MakcumaibHas yyeOHasi Harpy3ka (Bcero) 99 99
O0s13aTesibHAS AYIUTOPHAS Y4eOHAasi HATPY3Ka (Bcero) 66 66
B TOM YHCJIE:
TEOPETUYECCKUEC 3AHSATHS 36 34
J1a00paTopHbIe pabOTHI - -
MIPAKTUYECKHUE 3AHSATHS 30 30
KOHTPOJIbHBIE Pa0OTHI 2 2
KypcoBas paboTa (IIpoeKT)
CamocrosiTesibHas padoTa o0y4yaromerocs (Bcero) 33 33
B TOM YHCJIC:
caMoCTOATeNIbHAasg paboTa HaJ KypcoBOM paboToi
(IpoeKTOM)
Wtorosas arrecraius B hopme AP PepeHIHPOBAHHOIO 324€TA 2




2.2. TeMmaTn4ecKHuii IJIaH U coJiePKaHue Y4eOHO AU CIUIIIHHBI
Jlokymenmauyuonnoe obecneuenue ynpasieHus

Oove
Cooeprcanue yueoHou oucyuniunsl M YIO
uacoe
1
PA3JIEJI 1. JlokyMeHTHpOBaHME 48

Tema 1.1. IlonsiTHe 0 JOKYMEHTAX, CNIOCO0AX JOKYMEHTHPOBAHUSA U O 5

HOCHTEJISIX HH(pOpMAITUHU

Cooeporcanue yuebnHo2o0 mamepuaia

«Murbpopmanusny, « TOKyMEHT», JOKyMEHTHPOBaHHE, 3aKOHOAATEIbHbIC aKThI

(®3 PO «O06 undpopmanuu, nHGOpMATU3AIUHU U 3aITUTE UHPOPMALITUI, 2 1

OCHOBHBIE CTIOCOOBI TOKYMEHTUPOBAHMSI, DJICKTPOHHBIN JOKYMEHT.

Tema 1.2. Illpu3HaKy U CTPYKTYpa TOKYMEHTA. 2

Cooeporcanue yuedbHo20 mamepuaia

[Tpu3Haky TOKyMEHTa: OPUTHHAIIBHOCTD, TOJJIMHHOCTh, KOMUHHOCTbD.
«OpuruHam, «KOmus», «MOTMHHUK». CTPpYyKTypa J0KyMeHTa. PeKBU3UT, 2 1
BHJIbI PEKBH3UTOB, «(HOpMYJIIp-00pa3er

Tema 1.3. Yuudukanus v cTaHIapTH3AIUSA JOKYMEHTOB.

YuudpunupoBanublie cucrembl JokymMenrauuu (Y CJI). 4
Coodepicanue yuedHo20 mamepuana

VYuudukanus u crangaptuszanus. «Cucrema JOKYMEHTALUNW», €€ MPU3HAKH. ) 1
['ocynapcTBeHHble cTanaapThl Ha Y CJ1.

Ob61epoccuiickue 1 oTpaciaeBble yHU(PUIUPOBaHHBIE (HOPMBI TOKYMEHTOB ) |

npeanpusitus (Y®P). Tabeab GopMbl TOKYMEHTOB.
Camocmoamenvnasn paboma 4
Nzyuenue pekBU3uTOB 10KyMeHTOB. [lonroroBka cooOuienus no reme O3
P® «O06 nndopmanum, nHbOPMATH3AIMH U 3alTUTE HHOOpMAITINY)

Tema 1.4 YHupuuupoBaHHasi cHcTeMAa
OpraHM3alMoOHHO-pacnopsaauTeabHoi fokymenrauuu (Y COPJI). 6
Dopmysip-oopazen; OPJI. PekBu3uTHI M OJIaHKH.
Cooeporcanue yuedbHo2o0 mamepuania

Xapakrepuctuka, coctaB u coaepxkanue 'OCTa P.6.30.2003 2 1
TpeboBaHus K 0POPMIICHHIO JTOKYMEHTAIHH 2
®dopmynsap-oopazen; OP /. [IpaBuna opopmiieHns: peKBU3UTOB. Buibi ’ 1
0JIAHKOB.

! YpoeHU ocsoeHuA y4ebHO020 Mamepuana:

1 — o3HaKomumernoHbIl (y3HasaHue paHee ulyvyeHHbix 06beKmMos, ceolicms);

2 — pernpodyKmueHslii (8blnosnHeHUe deamesibHoCmu o obpasuyy, UHCMpPYKYUU Uau rnoo pyKkosoocmeom)

3 — npodyKmuseHslli (NnaHUpo8aHue u camocmosamesibHoOe 8blroAHeHUe deamesnibHocmu, peweHue npobaemHbix
3a0ay4)

3



Ilpakmuueckue 3anamus 4
HpakTnueckoe 3anaTue Nel. CocraBnenue o011ero 0jJaHka KOHKPETHOM
OpraHu3alliy C YIJIOBBIM U IIPOJIOJIBHBIM BapUaHTaMU PACIIOIOKEHHUS 2
pEeKBU3UTOB Ha popmare A4.
IIpakTnyeckoe 3ansitue Ne2. CocraBineHue OjaHKa CIIyKe€OHOTO TUChMa
KOHKPETHOM OpraHu3alliy ¢ YIJIOBBIM M MPOJIOJIbHBIM BapuaHTaMHU 2
pacIoa0XeHUs peKBU3UTOB Ha opmare A4, AS.
Tema 1.5 IIpaBuia opopmiiennst ocHoOBHBIX BU10B OP/I. 4
Cooepoircanue yuedoHo20 mamepuana
Ocuosnble rpynmnbl OPJ]. XapakTepucTiKa U COCTaB OpraHU3allMOHHBIX, )
pacropsAUTEIbHbBIX, HHGOOPMAIMOHHO-cIpaBOYHBIX OP /1.
TpeboBanus k opopmuernnio OPJ] 2
Ilpakmuueckue 3anamusn 8
IIpakTHyeckoe 3ausaTue Ne3. O3HaKOMIICHHE C
OpraHu3alMOHHO-PACTIOPAIUTEIIBHBIMU JJOKYMEHTAMU OPTaHU3AIUH, aHAIIN3 )
CTPYKTYPBI UX TEKCTa, MPABUILHOCTH OPOPMIICHUS MTOJIOKEHHUH, YCTABOB,
JOJKHOCTHBIX MHCTPYKIIHI.
IIpakTHyeckoe 3anaTue Ne4. OdopmiieHne nprkasza Mo OCHOBHOU )
JIESTEILHOCTHU Y 110 JUYHOMY COCTaBY.
IIpakTyeckoe 3anaTue NeS. OdopmieHue 3asBieHuUs], CIPaBKH, )
IPOTOKOJIA.
IIpakTnuyeckoe 3ansarue Ne6. OdopmiieHue ciyke0HbIX MUceM Ha popmaTe ’
A4, AS.
Camocmoamenvnas paboma

[ToaroroBka coobiieHust mo Teme «Kakue pekBU3UTHI (DIIEMEHTHI)

MPUAAIOT JOKYMEHTY FOPUINYECKYIO CHITY?» 11

CocraBiieHHE C0Bapsi AEJIONPOU3BOACTBEHHBIX TEPMUHOB .
Tema 1.6 IIpaBuiia opopmiieHnsi M BbIIa4Y4 KONUI JOKYMEHTOB. 2
Cooepircanue yueono2o mamepuaia
Bunbr konmii, onpenesnsieMbie Cmoco00M UX BOCTIpon3BeeHus. TpeboBaHus K
o(opMIIEHUIO PA3INYHBIX BUIOB KOMHUM TOKyMEHTOB. OCOOEHHOCTH 2
3aBEPEHUST KOIIHM.
Ilpakmuueckue 3anamus 2
IpakTu4yeckoe 3ansatue Ne7. OopmiieHne MoaHOM Konmuu 0QUIIMAIbHOTO )
JIOKYMEHTA, BBITUCKHU W3 0UIMAIBHOTO JOKYMEHTA, KOMTUHU-OTITYCKA.
Camocmoamenvnas paboma 2
[ToaroToBka cooOieHus no Teme « Buabl 1 Ha3HaYeHHE OPraHU3alMOHHBIX
JIOKYMEHTOB»
PA3JIEJI 2. Opranusanusi padoThl ¢ JOKYMEHTAMM. 48

Tema 2.1. Cayxoa JIOY. TpeOoBaHus kK Opranu3anmnu
JOKYMEHTO0000poTA.
Cooeporcanue yueono2o mamepuaia 2
Cayx6a 10V, 3anaun, QyHKIIUH, TUTIOBBIE CTPYKTYPHI, TOTKHOCTHON
cocTas, periaamenTtanus padotsl. [Ipuem, nepBudnas o6padboTka 2

JIOKYMEHTOB.. Peructpanusi, opmbl peructpaiumu.




Hpakmuuecmle 3aARAMUSA

HpaKTI/I‘leCKOC 3ansTue Ne§ PeI[aKTI/IPOBaHI/IG, PCUOCH3UPOBAHNUC
JOKYMCHTOB

IIpakTn4yeckoe 3ansitue Ne9. PaccmoTpenne BXOAAIIETO JOKYMEHTA
(O3HaKOMJIEHUE C TEKCTOM, ITPOCTABIIEHUE PE3OJIIOI[UH, BXOISIIETO
PErUCTPAIIMOHHOTO MHJICKCA, 3aI0JTHEHUE PETUCTPAIIMOHHON (hOPMBI).

IpakTnueckoe 3auaTue Nel() Cozganue dopmebl. 111aGn0HEL

Tema 2.2. UndopmanmoHHo-cipaBoYHAasi padora

Cooeporcanue yuebno2o mamepuaia

NudopmarnmonHo-cripaBoyHast paboTa B YCIOBHIX MPUMEHEHUS

KOMITBIOTEPHBIX TEXHOIOIMil. DyHKIMKU U MpaBa Moapa3aeiaeHui ciyK0bl
HOY.

Tema 2.3. KOHTPOJ/Ib HCIIOJIHEHUA JOKYMEHTOB. OTIIpaBKa MCXOAALIUX
JOKYMEHTOB

Cooeporcanue yuedoHo20 mamepuaia

Llenu KOHTPOJISL, €T0 BUbI, MPUHIIUITBI OpTaHU3AUN. TEeXHOJIOTHS BEACHUS
KOHTPOJIsI, 0COOCHHOCTH KOHTPOJIs. [IpreM n 00paboTka NCXOIAITNX
JokyMeHTOB. OTnpaBka JJOKYMEHTOB

Hpatcmuuecxue 3anamusn

IIpakTnyeckoe 3ansitue Ne 11 VMcnons3oBanue CIUSHAN TSI MACCOBBIX
PACCHUIOK M APYTUX 1ETIEH

Camocmoamenvnas paboma

[ToaroroBka coobiienus Ha TeMy « ONTUMaIbHBIA BHJI KOHTPOJIS
VCITOJTHEHUS TOKYMEHTOBY,

«CpaBHUTENIBHBI aHAU3 BHJIOB KOHTPOJISI UCIIOJHEHUS JOKYMEHTOB).
«CoBpeMEHHBIE CHUCTEMBI aBTOMaTU3UPOBAHHOIO KOHTPOJISI IOKYMEHTOBY.

Tema 2.4.0pranusanusi OIepaTUBHOr0 XpaHEHUA TIOKYMEHTOB.
HomeHnkJiatypa aeJ.

Cooeporcanue yuedbHo20 mamepuania

«Jleno», popMHupoBaHUE JIE], HOMEHKIATYpa Aesl. BUibl HOMEHKIATYphI €.
[Topsimox hopmupoBanus aen. TpeGoBaHUS K OpraHU3AIUN OTICPATUBHOTO
XPAHEHUS] UCIIOJTHEHHBIX JIOKYMEHTOB.

Hpaxmuuecxue 3AHAMUA

IIpakTueckoe 3anaTue Nel2.0O3nakoMIIeHHE ¢ TUTTOBBIMU U IPUMEPHBIMHU
HOMEHKIaTypamu Aesl. DopMUpOBaHUE Aelia B COOTBETCTBUU C KOHKPETHOU
HOMEHKJIATYPOU JEJL.

IIpakTnyeckoe 3ansitue Nel3. TlpaBuia cocTaBICHHSI pEe3IOME

Camocmoamenvuasn paboma

[ToaroroBka coobuieHus mno reme «OCoOEHHOCTH JOKYMEHTO000poTa B
0anke». CocTaBlieHHE CBOETO pE3loMeE.

Tema 2.5. JkcnepTH3a HEHHOCTH JOKYMEHTOB.

Cooepircanue yuedoHo2o mamepuania

[IpyHOKNIBI 1 KPUTEPUH ONIPENEICHUS HAYYHOU, HCTOPUYECKON U




IPaKTUYECKON HEHHOCTU JOKYMEHTOB. CPOKH XpaHEHUs. DTanbl U NOPSAI0K
IPOBEJEHUS KCIIEPTU3BI.

Hpakmuuecmte 3AHAMUA

IIpakTuyeckoe 3ansaTue Nel4. CocraBieHue akta O BbIJCICHUU K
YHUYTOKECHUIO JIOKYMEHTOB, HE MOUICKAIIMX XPAHEHUIO

Tema 2.6. IloaroroBka ey Kk apxuBHOMY XpaHeHUI0. OCHOBHbIE IOHATHSA
00 ApXMBHOM XPaHEHHUM.

Cooepoicanue yuedHo20 mamepuaia

TpebGoBanus kK 0HOPMIICHHUIO JIEN MOCTOSSHHOT0, BPEMEHHOT'O CPOKOB
XpaHEHUs U JOKYMEHTOB 10 JUYHOMY COCTAaBY.

Hpaxmuuecxue 3AHAMUA

IIpakTH4eckoe 3ansarue NelS. [ToaroroBka aena k nepenaye B apxXuB
OpPTraHM3ALMH, COCTABICHUE CAATOYHOU OIUCH.

Tema 2.7. Opranusauus padoTsl ¢ JOKYMEHTAMHU, UMEIOIIUMH IPUP
OrPAHHYEHMS I0CTYNA K HUM.

Coodepoircanue yueonozo mamepuana

Bunet rpudos orpannyenus. HopmatuBabie akThl. OCOOCHHOCTH yueTa,
pEerucTpaluu, UCIoIb30BaHus, OPOopMIIeHHUs, Iepeaaun, GOpMUPOBaHUS A€,
nepeayy B apXUB WM YHUUTOKECHHUSL.

CamocmoamenvHasn paboma

[ToaroroBka coobmienuii mo Temam: «Kommbrorepusanus J1eJI0mMpOru3BOICTBA
Ha [PEIAINPUATAN KaK YCIIOBUE BHEAPEHU | 0CYy1apCTBEHHON CUCTEMBI
JOKYMEHTAIMOHHOTO  00€CTIeUeHHUsI YIIPaBICHUSD.

5. TlomroroBka mgokiana Ha TeMy «Hocurenu, mpumeHsieMbie pu
CO3JJaHUU TOKYMEHTOB, U TP€OOBaHUS K O(POPMIICHUIO 3JIEKTPOHHBIX
JTIOKYMEHTOBY.

JAnddepenunpoBaHHbIil 3a4eT.

BCEI'O:
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3. YCJOBUS PEAJIN3AIIMA YUYEBHON JUCHUILJINHBI

3.1.TpeboBaHusi K MMHMMAJBLHOMY MAaTEPHATbHO-TEXHHYECKOMY 00ecredeHUI0
Peanuzaumss y4eOHOM  JMCUMIUIMHBI —TpeOyeT Hainuuug y4yeOHOro KaOuHeTa
nabopatopuu « MHghopmayuonnvix cucmemy.
O6opynoBanne yueOHOr0 KaOmHeTa: MeOesb, JO0CKa, HATJISAHBIA MaTepral
Texnuueckue cpeacTBa 00yueHUS:
KOMIIBIOTEPHI, TOAKIIOUYEHHbIE K pecypcam HHTepHET, WHTEpakTHBHas [J0CKa,
MYJIbTUMEIUMHOE 000pyI0BaHHUE.

3.2.AudpopmanmoHHoe obecniedeHue 00ydeHus
[lepeueHb peKOMEHIyEMbIX y4eOHbIX H3AaHMM, IHTEpHET-pecypcoOB, HOMOIHUTEIbHON
JUTEpaTyphl
OCHOBHBIE UCTOUHUKH:

1. bacakoB M.U. Jlenonpou3BoacTBo. JlokyMeHTallMOHHOE 0OecTieueHUe yIpaBIeHuUs Ha
ocHoe ['OCT P 6.30-2003 [Tekcr]: yue6. mocodue nnst CI1O / M.U. bacakos. — 1U3n. 6-¢,
nepepad. u gon. — M.: Jlamkos u K, 2008.

2. bacaxoB M.U. CoBpemMeHHOE IETOMPON3BOACTBO ( JOKYMEHTAIIMOHHOE 00ECTICUCHUE
ynpasiieHusi) [ Tekcr]: yue0. mocoobue / M.U. bacakos. — PoctoB n//l: ®enuxkc, 2007.

3. bopuckun B.B. OdunmansHoe ae10npou3BoACTBO: BUIALI U HOPMBI TOKyMEHTOB [ Tekct]:
npakT. nocobue / B.B. bopuckun, H.M. [lonukapnosa. — U3n. 3-e, ucnp. — M.: Omera-JI,
2008.

4. Koznos H.B. KommnbroTepHoe Ae10mpou3BOACTBO U paboTa ¢ oprcHOM TexHukon [Teker]:
yueOnsIii kype / H.B. Koznos. — CI16.: Hayka u Texauka, 2007.

5. Tlemepckas H.H. IlpaBunsHO odopmiasieM TOKyMEHTHl Ha KoMmmbloTepe [Tekcer]: kaura +
CD ¢ mabnonamu u obpasamu TunoBbix JokymeHnToB / H.H. Ilemepckas, H.B. Ko3znos.
— CI16.: Hayka u texnuka, 2007.

6. Pymeauna JI.A. JlokymeHTanmmonHoe obecrieueHne ynpasieHus [ TekcT]: yaeOHuK st
CIIO / JI.A. Pymbiauna. — U3, 2-e, nepepad. u nomn. — M.: Akagemust, 2004.

7. ®@opmMupoBaHUE TOKyMEHTOB U jiei1. COOpHUK HOpMAaTUBHBIX akTOB. C MpaBOBBIM
koMmMmeHTapueM [Tekcer]. — HoBocubupck: Cub. yuus. U3a-Bo, 2006.

8. CokomoBa O.H. /lokymeHTanmmoHHOE 00ecriedeHue ynpaBieHus B opranu3anuu [ TekcT]:
yue0. nmocooue s By3oB / O.H. Cokomnosa, T.A. Akumoukuna. — M.KHOPVYC, 2013.



JIOTIOJTHUTENBHBIE HCTOYHUKH:
1. www.intuit.ru

2. MHWudopmanmonHo-cnpaBoyHas cucrema «l'apant». [DnexTpoHHbI pecypc]. Pexum

noctyma: http://www.garant.ru
3. HMudopMalimoHHO-CIIpaBOYHAs

cuctema  «Koncynbrantllntocy.  DneKTpOHHBIN

pecypc]. Pexxum goctyna: http://www.consultant.ru

4. KOHTPOJIb M OLIEHKA PE3YJbTATOB OCBOEHMS YUEBHOM
JUCHUILIAHBI
KOHTpOHb U OIICHKAa peBy.HBTaTOB OCBOCHUA yq66H01"4 JUCIUIIIINHBI OCYH_IGCTBJ'IHGTCH

npenojaBaresieM B MPOIeCCe MPOBEACHUS MPAKTUYECKUX 3aHITUN W Ja0OpaTOpHBIX padoT,
TECTUPOBAHMS, a TAKXKE BBIMIOJHEHUS] CTYJICHTaMHU WHANBUIYAJIbHBIX 3aJaHUM, MPOEKTOB,

UCCJIETOBAHMIA.

Pezynomamut 00yuenus

(0ceoenHble yMEHUA, YCBOCHHbIE 3HAHUA) pe3yibmanos 00yueHus

Dopmul u Memoobl KOHMPOJIA U OYEHKU

YMeTh opopMIIATh JTOKYMEHTAITUIO B
COOTBETCTBUM C HOPMATUBHOU 0a30M,

HCII0JIb3YA I/IH(bOpMa]_II/IOHHBIC TCXHOJIOI'MHN

N CPCaCTBA OPI'TCXHUKH,

3auer

YMeTs UCcroiab30BaTh
yHUDUIIMPOBAHHBIC CUCTEMBI
JOKYMEHTAIUH,

MpaKTUYECKasi IPOBEPKA, YCTHBIN OMpPOC

YMeTh OCyIIECTBIATh XPAaHEHUE, TOUCK
JIOKYMEHTOB;

MpaKTU4eCcKasi IPOBEPKa

VYMeTh UCIO0JIb30BaTh
TEICKOMMYHHUKAITMOHHBIC TEXHOJIOTHH B
HJICKTPOHHOM JOKYMEHTOO0OPOTE;

MpaKkTU4eCcKasi IPOBEPKa

3HaTh OCHOBHBIE MTOHITUSI
JOKYMEHTAITMOHHOTO 00eCTIeUeHUs
VIIPABJICHUS,

IIPAKTUYECKasi IPOBEPKA, YCTHBIN OMPOC

3HaTh OCHOBHBIC 3aKOHOJIATEIbLHBIC U
HOPMAaTHUBHBIC aKTHI B 00J1aCTH
JOKYMEHTAITMOHHOTO 00eCTIeUeHUs
YIIPABJICHUS;

[TucemenHas rpoBepka

3HaTh CUCTEMBI JOKYMEHTAI[MOHHOTO
o0ecreueHHs YIPABJICHMS;

[TnceMeHnHast mpoBepKa

3HaTh TpeOOBaHUS K COCTABIICHHIO U
0(OPMIICHUIO PA3JIMYHBIX BUJIOB
JIOKYMEHTOB,;

YCTHBIN OIPOC

3HaTh O0IIMe MpaBujia OpraHu3aluy padoThl | YCTHBIM OIpocC

C TOKYMEHTaMHU;




3HaTh COBPEMEHHbBIC HH(POPMAIIHOHHBIC
TEXHOJIOTUH CO3JaHUs JOKYMEHTOB H
aBTOMATHU3AIMU JOKYMEHT0000pOTAa;

MpaKkTU4eCcKasi MIPOBEPKa

3HaTh OpraHu3aluio paboThl C
AJIEKTPOHHBIMU JJOKYMEHTaMHU;

MpaKkTHUYeCcKasi IPOBEPKa

3HaTh BUbI OPTTEXHUKH U CTIOCOOBI €€
WCITOJIb30BaHMS B JOKYMCHTAIITHOHHOM
00ecreYeHUHU YIIPaBJICHHUS.

YCTHBIN OIPOC




