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1. Obmmas xapakTepucTrKa padbodeil mporpaMMbl AUCIUTLIMHbBI

1.1. MecTo IUCUMIUIMHBI B CTPYKTYpe 00pa30BaTEIbHONU MTPOrpaMMBI
YueOHast gucuuiiinHa «JloKyMeHTalMOHHOE obOecreueHne YIpaBICHUSD)

SABJISICTCSL 00S3aTEIPHON YacThIO OOMIENPO()ECCHOHATBLHOTO ITMKIIAa 00pa30BaTeIbHON
nporpaMmsbl B cootBeTcTBUU ¢ PI'OC CIIO no cnenuaibHOCTH.

Oco0oe 3HaYeHUE MUCUUILIMHA UMEET MpU (POPMUPOBAHUU U PA3BUTHH OOIIMX
koMmriereHuuii (nanee - OK) u npodeccuonanpupix komnereHuuit (nanee - [1K): OK 01,
OK 02, OK 03, OK 04, OK 05, OK 09, IIK 1.1, TIK. 1.3.

BrITTyCKHHK, OCBOMBIIINY 00pa30BaTEIbHYIO IPOTrpaMMy, TOJDKEH 00J1a1aTh
caenyrommmu OK:

OK 01. BriOupats ciocoObl pemieHus 3a1ad npophecCuoHaNbHON AeTEIbHOCTH
IPUMEHUTENIBHO K Pa3IMYHBIM KOHTEKCTaM;

OK 02. Mcnonp30BaTh COBPEMEHHBIE CPEJICTBA OUCKA, aHAJIN3a U
UHTEpHpeTanuu nHpopmanuu 1 THGOPMAIIMOHHBIE TEXHOJIOTHH JIJIS BBHITTOJHEHHUS
3a/1a4y mpodeccuoHaIbHOM 1eITeNbHOCTH;

OK 03. [InaHupoBaTh U peaan30BbIBaTh COOCTBEHHOE MPOPECCUOHAIBHOE U
JUYHOCTHOE PAa3BUTHE, MPEANPUHUMATEIBCKYIO ACSTEILHOCTD B MpOo(eccCuoHanbHOM
cepe, UCTOIB30BaTh 3HAHUS 10 MTPABOBOM U (PUHAHCOBOW IPaMOTHOCTH B Pa3IMYHbIX
KU3HEHHBIX CUTYaAIUSX;

OK 04. DddexTnBHO B3aUMOIeHCTBOBATh U PabOTaTh B KOJUIEKTUBE U KOMAH/IE;

OK 05. OcymiecTBasiTh YCTHYIO U MTUCbMEHHYI0 KOMMYHUKAIIUIO HA
rocygapcTBeHHOM si3bike Poccuiickoit denepaiiuu ¢ yueToM 0COOEHHOCTEH
COIIMAJILHOTO U KYJIbTYPHOTO KOHTEKCTA;

OK 09. ITonws30oBatbes npodecCuoHaNbHOM JOKYMEHTAMEN Ha TOCY1apCTBEHHOM
Y UHOCTPAHHOM SI3bIKaX.

BBITTyCKHUK, OCBOMBIIMI 00pa30BaTEIbHYIO MpOTpaMMy, IOJKEH 00JanaTh
nadHbeIMH [IK:

[IK 1.1. OcyumecTBisiTh CONPOBOXICHUE, B TOM YHUCIE JOKYMEHTAIIMOHHOE,
MPOLEAYPHI 3aKYTOK.

I[IK 1.3 OcyumectBiasiTh JAOKYMEHTAIMOHHOE COMPOBOXKICHUE CKIAJACKHUX
oIepanum.

1.2. llens u nmaHupyemsble pe3yabTaThl OCBOCHUS JUCHUIUINHBIL:

B paMKax HnporpamMmmbl AWCHUITIIMHBI O6y‘-IaIOH_II/IMI/IC}I OCBaMBAKOTCA YMCHUA H
3HaHU.

Kox o6mux u VYMmenus 3Hauusg
po¢eCCUOHATBHBIX
KOMIIETEHIIUHA




OK 01 OdopmMIIsTh JOKYMEHTAIIHIO B

OK 02 COOTBETCTBUM C HOPMaTUBHOMI

OK 03 0a3oii, B

OK 04 T.4. HCIIOJIB3YsI HH(OPMAIIMOHHBIE

OK 05 TEXHOJIOTHH;

OK 09, YHU(DUIIUPOBATH CUCTEMBI

TIK.1.1 JIOKYMEHTAIUH;

IIK. 1.3 OCYILIECTBIISATh XPAHEHUE U ITOUCK
JIOKYMEHTOB;

OCYIIECTBIISATH ABTOMATU3ALINIO
00paboOTKH JOKYMEHTOB;
UCIOJIb30BATh
TEJIEKOMMYHHUKAIIHOHHBIE
TEXHOJIOTHH B 3JICKTPOHHOM

,Z[OKYMGHTOO60pOTe

MOHSATHE, LIEJH, 33]1a4l U TIPHUHITUTTBI
JICTIONIPOM3BO/ICTRA,;

OCHOBHBIC TIOHSTHUS
JOKYMCHTAIIUOHHOTI'O

obecrieueH s yIpaBJICHuUS;

CUCTCMBbI NOKYMCHTAIITUOHHOT' O
obecrieueH s yIpaBJICHuUS;
KJIacCU(UKALUIO JTOKYMEHTOB;
TpeOOBaHHUS K COCTABJICHHUIO U
0(pOPMIICHHIO IOKYMEHTOB;
OpraHM3aluio TOKYMEHTO000pOTa:
[IpUEM,

00paboTKa, perucrpanus, KOHTPOJIb,
XpPaHEHUE TOKYMECHTOB,
HOMEHKJIaTypa Jei

2. CtpyKkTypa u coaepkaHue NUCHUTUINHBI

2.1. O6BbEM MUCUUILTUHBI U BUIBI Y4€OHOUM pabOThI

Bun yuebnoit paboThl O6LEM B
Jacax

O6bEM 00pa3oBaTebHOIN MPOrpaMMbl AUCIUIIITNHBI 62
O06BEM paboTHI BO B3aUMOJICHCTBUU C MPETNoiaBaTelieM 40
B TOM YHCIIE!
TeopeTndyeckoe o0ydeHue 22
MIPaKTUYECKHUE 3aHSITH 18
nabopaTopHbIe PAOOTHI
KOHTPOJIbHBIE pabOTHI *
Kypcogoii mpoekt (pabota) (ecinu mpeaycMOTPEHO)
caMmocTosiTeNbHas paboTa 12
IIpomexyTounas arrecranus B popme dK3aMeHa 10




2.2. TemaTH4eCcKui IJIaH U COJIEPKaHUE JTUCIUTUIUHBI

HaunmenoBanue
pa3aesoB U TEM

Copepxanne yueOHOT0 MaTepuana u
(bOpMBbI OpraHU3anuH JeITEIbHOCTH
o0yJaromuxcs

O0péM B
yacax

Konwr
KOMIIETEHIINH,
(bopmMHpOBaHUIO
KOTOPBIX
CIOCOOCTBYET
DJIEMEHT
IPOrPaMMBI

1

2

4

Pasnen 1. «Opranusanusi JOKyMEHTOO0OpOTA HA IPEIIPUSITUI

20

Tema 1.1.
«JlOKyMEHT U cuctema
JOKYMEHTAITI

Copnepxkanue y4eOHOro MaTepHuania

1. 3Hauenue u copeprkaHue TUCLUILIUHBI
«JlokyMeHTallmoHHOE o0ecrieueHne
ynpasiieHus». [lonsitue TepMrUHOB
«IOKYMEHT», «TOKYMEHTHUPOBAaHUE,
«IOKyMEHTallMOHHOE o0ecrieueHne
YIIPaBIICHUS.

2. Yauukanus 1 CTaHIapTH3AIUH
yIIpaBJIEHYECKUX TOKyMEHTOB. OCHOBHbBIE
MIOHATHS ICTONPON3BOJICTBA.
Krnaccudukanus 1oKyMeHTOB
opranusanyu. ®yHKIMY TOKYMEHTOB.

3. IloHsiTHE U COCTaB PEKBU3UTOB
nokyMeHTa. CXeMBbI PacioOKEHHS
pexBu3nuToB. [loHsATHE 1 BUABI O1aHKOB
JAOKYMCHTOB.

4. HopmaTuBHO-TIpaBOBO€ oOecrieueHune
JEeTONPOU3BOACTBA.

B TOM uncie npakTHYeCKUX 3aHATHI

PelieHne TeCTOBBIX 3aJaHUM IO TEME 1.1

N

CamocTosTenbHas pabota 00ydyaronuxcs
1. Mctopus pa3BUTHS HAYYHBIX
MPEJICTABIICHUI O CUCTEME JIOKYMEHTAINN

OK 01, OK 02,
OK 03, OK 04,
OK 05. OK 09,
[K.1.1, IIK.1.3

Tewma 1.2.
«Opranuzanus
JOKYMEHTO0000pOTa Ha
TIPEIIPUSTHI

Coneprxanue yueOHOro MaTepuasa

1. TIoHATHE ¥ IPUHLUIIBI OPraHU3ALNH
JTOKyMeHTooOopoTa. COCTaB U y4er
o0BbemMa IOKyMEHTO000pOTa NMPEeANPUATHI.
2. Opranuzanust paboThI ¢ BXOSIICH,
HCXOJSIIEH U BHYTPEHHEN
nokyMeHTanueil. KoHTposnb ucnonHenus
noKkyMeHTOB. PaboTa ¢ BHyTpeHHUMU
NoKyMeHTamu. ba3bl JaHHBIX 1715
XpaHEHUs JOKYMEHTOB.

3. 3aKoHOAATENbHbIE KTl © HOPMAaTHUBHO-
METOAMYECKUE JOKYMEHTHI 110 ApXUBHOMY
XPaHEHUIO JJOKYMEHTOB.

4. Pabora c 3anpocamu. Pabora ¢
IEKTPOHHBIMU JOKYMEHTAMH.

B TOM 4ncie npakTHUYeCKUX 3aHATHI

[IpakTnueckoe 3anatue Ne 1. DnekTpoHHas
1I0YTa: MOHSTUE, HA3HAYEHUE, CO3AaHUE U

OK 01. OK 02.
OK 03. OK 04.
OK 05. OK 09,
IK.1.1.IT1K.1.3

6




OTIIPaBKa CBOMX COOOIICHUMN, TTOTyYEHHE
MIOYTHI.

[Touck HeoOxoauMon nHpoOpMaIuu B
00J1aCTH TOKYMEHTHPOBAHUSI.
[IpakTrueckoe 3ansitue Neo 2.
ONEKTPOHHBIA JOKYMEHTOO0OPOT

CamocrosrenbHas pabora o0yJaromuxcs
[Ipe3enTanoHHbIi poeKT «COBpEMEHHOE
JEJIONPOU3BOICTBOY»

Paznen 2. «Buapl JOKYMEHTOB U TOPSIOK paObOTHI C HUMU

32

Tema 2.1.
«OpranusanoHHO-
pacropsuTeabHble
JOKYMEHTBD»

Conepxkanue y4eOHOro MaTepHraia
1. Opranu3anvoHHbIE JOKYMEHTHI - YCTaB,
y4penuTENbHBIE JOTOBOP, TIOJIOKEHHE.
2. PacniopsiuTenbHbIE TOKYMEHTHI -
NpUKa3, pacropsbkeHHe, yKa3aHue,
MIOCTAaHOBJICHHE, pEIIeHUE, HHCTPYKIIUS,
IPOTOKOJ.
3. CnipaBo4HO-UH(POPMALIIOHHBIE
JTOKYMEHTBI: CITy>KeOHast 3aIicKa,
00BSCHUTEINIbHAS 3aIIMCKa, aKT, CTIPABKa,
ciryeOHbIe MUChMa

B TOM 4ncie npakTHYECKUX 3aHATHI

1. IlpakTrueckoe 3anstue Ne 1.
Cocranenue u opopmIIeHHE TTPUKa3a U
pacropsKeHus

2. [Ipaktuueckoe 3anarue Ne 2.
CocraBienue 1 opopMIIEHHE JETOBBIX
IceM

3. IIpakTnueckoe 3ansaTue Ne 3.
Odopmiienne cpaBok, TOKJIATHON U
CIIy’KeOHOM 3alMCKH, aKTa.

Tema 2.2.
«Kanposas
JIOKYMEHTAITHS

Coneprxkanne y4eOHOro MaTepuana

1. JIokyMEHTHpPOBaHUE TPYIOBBIX
npaBooTHoeHuil. CoctaB U 0COOEHHOCTH
odopMIIeHUs JOKYMEHTOB T10 JINYHOMY
COCTaBy.

2. KommiekToBaHue JTUYHOTO Jena.
ABtobuorpadus. Pesrome. 3asBienue o
npueme Ha padory. [Ipukassl Mo TMIHOMY
cocraBy. llltatHoe pacniucanue.

OK 01, OK 02,
OK 03, OK 04,
OK 05, OK 09,
IIK.1.1, TIK.1.3

OK 01, OK 02,
OK 03, OK 04,
OK 05, OK 0,
IIK. 1.1, IIK.
1.3

B Tom uncne IPAKTUYCCKHUX 3aHATHH

N

1. Ilpaktnueckoe  3anstue Ne 1.
Odopmienne mNpuUKa3oB 1O JTUYHOMY
COCTaBY.

2. Ilpaktnueckoe  3ansatne Ne 2.
Odopmiienne  TpyIOBOIO  JIOTOBOPA,
MpuKasza o mpreme Ha padboty, ohopMIICHHE
TPYJAOBOUM KHHMXKKH.

CamocrosTenpHas paboTa 00yJaronuxcst
Crpyxktypa ciayx0b1 IOY




Tema 2.3.
«/loroBopHo-npaBoBas
JOKYMEHTALU»

Coneprxanue yueOHOro MaTepuasa

1. IlonsTus norosopa. Buasl 10roBopos.
O0s3arenbHbIE PEKBU3UTHI 10TOBOPOB.
[IpaBumna opopmiIeHHs JOTOBOPOB.

2. ITpaBuia opopmiieHHs TPETEH3UOHHBIX
nuceM. @OpMyIIsip HCKOBOTO 3asIBICHHS,
TpeOOBaHMS K €ro 0(hOPMIICHHIO.

3. 3aKoHOJATENbHbIE KTl U HOPMAaTHUBHO-
METOAMYECKUE JOKYMEHTHI 110
JIOTOBOPHBIM JIOKYMEHTAaM.

OK 01, OK 02,
OK 03, OK 04,
OK 05, OK 09,
[IK. 1.1, IIK.
1.3

B TOM uncie npakTHU4eCKUX 3aHATHI 4
1. IIpakTuueckoe 3ansarue Ne 1. 4
Odopmnenne 1oroopa Kyrin-poaaku
2. [IpakTuueckoe 3anarue Ne 2.
Odopmnenue u 06padboTka
MIPETEH3MOHHBIX TTHUCEM
[IpomexyTouHas aTTectanus B popme d3K3aMeHa 10
Bcero: 62




3. YcioBus peanu3anuy TACIUATLTAHBL

3.1. TpeGoBaHus K MUHIMAJILHOMY MaTepUaIbHO-TEXHUYECKOMY 00€CIIEUeHHIO

Jns  peanuzauuy  mporpaMMbl  y4eOHOM  AUCHUIUIMHBI  JOJDKHBI  OBITH
MPEyCMOTPEHBI CIIeAYIOININE crienranbHbie momMenieHus (B coorsetctBun ¢ ®I'OC u OIl
CIIO):

YdeOHast ayAuTOpHs IJi1 MPOBEIACHHS 3aHATUNA BCEX BUIOB, MPETyCMOTPEHHBIX
oOpa3oBaTenpbHON MpOrpaMMON, B TOM 4YHCJIE TPYNIOBBIX M HWHIWBUIYAIbHBIX
KOHCYJIbTAllUil, a TaKXe IJIs MNPOBEACHUS TEKYIIETO KOHTPOJIA, MPOMEXKYTOYHOU M
roCyJ1IapCTBEHHON UTOTOBOM aTTECTALINH.

KabuHeT 1oOKyMEHTAIIMOHHOTO 00eCTIeUeHUsI YITPaBICHUS
Crenuanu3rpoBaHHas MeOeb:

Jocka memoBast — 1 1miT.

Crenn «Mudopmanms» — 1 mr.

Croun npenonasarens — 1 mir.

Croun yuennueckuit — 10 mir.

Cremnax — 1 mr.

Cryn — 30 .

Cron KOMNbIOTEPHBIN — 15 mT.

TexHuYecKkue cpecTra 00yIeHUsI:

Kommnsrotep — 15 mir.

AntusupycHas 3amura Kaspersky Endpoint Security

JIuniensuonnoe nporpammuoe obecneuenue AstraLinux, OpenOffice.

[Tomemienne st caMOCTOATENBHOM paboThl (OMOIMOTEKA, YWMTAIBHBIM 3aJ1 C
BBIXOJIOM B MHTEPHET), OCHAIIIEHHOE 000PYA0BaHUEM:

Creunanui3vpoBaHHas MeOeb:
Croun yueHnueckuit — 14 mir.
Cryn — 28 .

TexHudeckue cpeacTra 00yIeHus:

Kommberorep — 5 .

AntusupycHas 3amura Kaspersky Endpoint Security

Jlunen3nonHoe nporpammuoe obecredenne AstraLinux, OpenOffice.

[Tomemenne s CcaMOCTOSITENBHOM  PabOThI  OOYYAIONIUXCS  OCHAIIEHO
KOMITBIOTEPHOW TEXHUKOW C BO3MOXHOCTBIO TOAKIIOYCHUS K WH(HOPMAIMOHHO-
TEJIEKOMMYHHUKAITMOHHON ceTn «HTepHeT» M 00eCcredeHo MOCTYIOM B AJIEKTPOHHYIO
nHGOPMAIMOHHO-00pa3oBareabHyt0 cpeny OuHyHUBEpCHUTETA.



3.2. UndopmannonHoe obecriedeHne peain3aiuy IporpaMMel

Jns  peanuzanuu  mporpaMMbl B OMOiMoTedyHOM (oHIEe 00pa3oBaTesbHOU
OpraHM3aIH €CTh MeYaTHBIC M AJICKTPOHHBIC 00pa3oBaTelbHbIC U MH()OPMAIIMOHHBIC
PECYpPCHI JIsI UCTIONB30BaHUs B 00pa30BaTeILHOM IIpoIiecce.

3.2.1. OcHOBHBIE TIEUATHBIE U JICKTPOHHBIC U3/TaHUS .

1.I'pozoBa, O. C. Jlemompou3BoACTBO Yy4eOHOE TIOCOOME IS CPEIHETO
npodeccuonanbaoro obpaszosanms / O. C. I'pozoBa. — Mocksa : M3gatensctBo FOpaiir,
2021. — 126 c¢. — (IIpodeccuonanproe oopazoBanue). — ISBN 978-5-534-08211-1. —
Texcr: snextponssii // OOpaszoBatenbHass tiarpopma HOpaiit [cakit]. — URL:
https://urait.ru/bcode/472842.

2. JlokyMeHTaImoHHoe oOecnieueHne ynpapieHus. CocTaBieHne U 0hOpMIICHHAE
JIEJOBBIX JOKYMEHTOB : yueOHoe nocodbue st CI1O / cocraButenu E. U. bammakoBa. —
CaparoB, Mockaa : [IpodobpazoBanue, Aii [1lu Ap Menua, 2021. — 144 c. — ISBN 978-
5-4488-1080-0, 978-5-4497- 0964-6. — TekcT : 37IEKTPOHHBIN // DIEKTPOHHBIN pecypc
udpoBoit  obpaszoBarensHoit cpeapl CIIO PKOI'o6pazoBanue : [caiit]. —URL:
https://profspo.ru/books/103343

3. Hoponuna, JI. A. JlokyMeHTallUOHHOE OOECTICUCHHE YIPABICHUS ;| YICOHUK U
PAKTUKYM JUIsl cpefiHero npodeccuonanbHoro oopazosanus / JI. A. Jloponuna, B. C.
HputukoBa. — Mockga : U3natenscTBo Opaiit, 2021. — 233 ¢. — (IIpodheccuonanpHoe
obpazoBanme). — ISBN 978-5-534-05783-6. — Tekcr : DdNEeKTpPOHHBIN //
Oo0pa3zoBarenbHas miatgopma FOpaiir [caiit]. —URL: https://urait.ru/bcode/473802

4. Kopuees, U. K. JlokyMeHTallMOHHOE OOECrieYeHHe yIpaBieHUs : YUeOHHK U
MPaKTUKYM Ui cpeaHero npodeccuonanbHoro odopaszosanus / U. K. Kopuees, A. B.
[Tmenko, B. A. MamypnieB. — 2-e u3a., nmepepad. u aorn. — Mocksa : 3garenbcTBo
IOpaiit, 2021. — 384 ¢. — (IlpodeccnonansHoe obpazoBanue). — ISBN 978-5-534-
05022-6. — TekcT : snextpoHHbid // OOpazoBarenbHas wiargopma KOpaiit [caiT]. —
URL.: https://urait.ru/bcode/472550

5. Ky3znenoB, WM. H. JlokymMeHTanmoHHOe OOECIICYCHUE  YIIPaBIICHHS.
JIOKyMEHTOOOOpOT W JACIONPOU3BOJACTBO: YUYEOHWK M TIPAKTUKYM JUISI CPEIHETO
npodeccuonanbuoro obpaszosanus / . H. Ky3neno. — 3-e u3z., nepepad. u gomn. —
Mockaa : M3narensctBo FOpaiit, 2021. — 462 ¢. — (Ilpodeccrnonansuoe oOpazoBaHue).
— ISBN 978-5-534-04604-5. — TexkcT : anexkTpouHsbIil // OO6pa3oBaTenbHas miatgopma
FOpaiit [caiit]. — URL.: https://urait.ru/bcode/470020

6. Ky3nenora, 1. B. JlokyMeHTallmoHHOE OOECIICUCHUE YIPABJICHUS : y4eOHOE
nocobue st CIIO / U. B. Ky3uenona, I'. A. Xauarpsan. — 2-e uzg. — CapatoB :
[Tpodhob6pazoBanue, At Ilu Op Menua, 2019. — 166 c. — ISBN 978-5-4486-0404-1,
978-5-4488-0216-4. — TekcT: HIEKTPOHHBIN // DIEKTpOHHBIH pecypc IudpoBoOH
oOpazoBaTeNbHON cpeabl CIIO PROFo0GpazoBanue: [caiiT]. —URL:
https://profspo.ru/books/80326

JlomomHUTEe NbHBIC HCTOYHHUKH.
1. Koncruryuus Poccuiickoiit @enepanun

2. T'paxnmanckuit konekc Poccuiickoit @enepanuu, 4. 1, 2, 3, 4 (B nelicTByromen
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peaKinm)

3. Tpynosoit koaekc Poccutickoit deaeparuu ot 30 aexadps 2001 r. N 197-03
(TK P®) (B neiicTBytO1ICH peIaKIIIN)

4. KoHTpOJIb U OLIEHKA PE3YIbTATOB OCBOCHHUS JUCITUTLIIUHBI

KOHTpOJ'IB N OHICHKa pPE3yJIbTATOB OCBOCHUA JUCHUILIMHBI OCYHICCTBIIACTCA
mpernoaaBaTcIcM B IIPOHCCCC INPOBCACHUA IPAKTHICCKHUX BaHﬂTHﬁ, TCCTUPOBAHUA, a

TakK€  BBIIIOJHCHUA
HCCIIeJOBaHU.

00yYaIOIINMUCS

HHINBUYAJIbHBIX

3aJIaHUM,

IIPOEKTOB,

Pe3ynbTathl 00y4eHus

Kputepuu onieHkun

MeTtobl OLICHKH

3HaTh:

MOHATHE, UeNW, 3aJa4d U
TIPUHLUIIBI TEJIOIPOU3BOICTBA;
OCHOBHBIC ITOHATUS
JOKYMEHTAIIMOHHOTO
oOecrieYeHus yIpaBIcHUS;
CHUCTCMbI JOKYMCHTALIUOHHOT'O
obecrieyeHus yIpaBicHUs;
KJaccu(UKAIMIO JJOKYMEHTOB;
TpeOOBaHUS K COCTaBJICHUIO W
o(opMIICHHUIO TOKYMEHTOB;

OpraHu3aInio
JIOKyMEHTO000pOTA: TIpHUEM,
o0paboTka, peructpanusi,

KOHTPOJIb, XpaHEHHUE JOKYMEHTOB,
HOMEHKJIaTypa JIen

JIEMOHCTPHPYET 3HAHWE OCHOBHBIX MOHSTHH,
MIPUMEHSIEMBIX npu OpTaHu3aIun
JOKYMEHT0000pOTa Ha TIPEANIPHUSATHH;
JEMOHCTPHPYET 3HAHHWE Ielel, 3amad |
MPUHIHIIOB

JeTI0IPOU3BOJICTBA; IEMOHCTPUPYET 3HaHHE
CHCTEMBI IOKYMEHTALMOHHOTO 00eCTIeYeHHS
YIIpaBJICHUS;

JEMOHCTPHUPYET 3HAHHE

KJIaccu(uKayy JOKyMEHTOB, TPEOOBaHUI K
COCTaBJICHHIO ¥ 0)OPMIICHUIO JOKYMEHTOB;
JEMOHCTPHUPYET 3HAHHE

OpraHm3allii  JIOKYMEHTO00OpOTa: IpHEM,
o0OpaboTka, perucrpanmus, KOHTPOJIb,
XpaHEeHHe JOKYMEHTOB, HOMEHKIIATypa JIe

YcTHBI onpoc.
TectupoBanue.
KonTtpobHbie paboThI.
[IpoBepounsbie paboTEHIL.
OreHKa BRIIOJIHEHUS
NPaKTUYECKOTO 3aJaHusl.

YMers:

oOpMIIATE  JIOKYMEHTALMIO B
COOTBETCTBHM C HOPMAaTHBHOU
0a3ofi, B T.4.  HUCHOJNB3YS

MH(OPMAITMOHHBIC TEXHOJIOTHHY;
YHU(QUIUPOBATH CUCTEMBI
JIOKYMEHTAlIUH;

OCYIIECTBIISTh XpaHEHHE M TIOUCK
JOKYMEHTOB;

OCYILECTBIISITH aBTOMATHU3ALHIO
00pabOTKH TOKYMEHTOB;
HCHOJIB30BaTh
TEIeKOMMYHHKaIHOHHBIE
TEXHOJIOI'UHA B JICKTPOHHOM
TIOKyMEHTO000pOTE

[eMoHCTpUpyeT ymeHue

0(opMIIATH JOKYMEHTALHIO B COOTBETCTBUH C
HOpMaTUBHOW ©0a30f, B T.4. HCIOIB3YS
WH(POPMALIMOHHBIE TEXHOJIOTHH;
JEMOHCTPUPYET YMEHHE

YHU(QUIMPOBATH CUCTEMBI

JIOKYMEHTAIIHH;

JIEMOHCTPHUPYET YMEHHE

OCYIIECTBIIATh XPAaHEHUE U TTIOUCK
JIOKYMEHTOB;

JIEMOHCTPHUPYET YMEHHE
OCYIIECTBIATHaBTOMATU3ALIUIO

00pabOTKH IOKYMEHTOB;

JEMOHCTPHUPYET YMEHHE

HCIIO0/b30BaTh

TEIEeKOMMYHHKAIIMOHHBIE TEXHOJIOTHH B
3IIEKTPOHHOM JOKYMEHT0000pOTe

OKcnepTHOE HAOI0IeHUE
Y OLICHUBaHHE
BBITIOJIHEHHS
WHIIMBUIYyaTbHBIX U
TPYIIIOBBIX 33JIaHUN.
Onenka pe3ynbrara
BBINOJTHEHHS
MPaKTHYECKUX paldoT.
Texyuuii KOHTPOJIb B
(hopme cobecemoBanus,
pelIeHNs CUTYallMOHHBIX
3ajau.
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