I

ABTOHOMHAasI HEKOMMepUecKasi mpodeccruoHanbHasi oOpa3oBaTeIbHas
opranuzanus « MHoTonpodmIbHasS AKaneMus HETIPEPHIBHOTO 00pa30BaHUS
AHITOO «MAHO»

Komnemx

[TPUHATO YTBEPX/IAIO

Pemiennem Ilenaroruueckoro HITOO «MAHO»

COB€Ta
AHITOO «MAHO» B.U. Tam
[Ipotokon Ne or-or/ts a7z ’ LS e ZO Z3 z

LL OS5 EOLS 2z

PABOYASA ITPOI'PAMMA
10 TUCUUILIINHE
OI1.04 JOKYMEHTAIHMOHHOE OBECIIEYHEHME YIIPABJIEHUSA

CnennanasHocth 38.02.03 OnepanmoHHas IeSITeNbHOCTh B JOTUCTHKE
KBanudukanus: OneparioHHbIN JOTUCT

3aouHas ¢hopma oOyueHuUs

Omck, 2023


http://mano.pro/

[Iporpamma y4eOHOM JTACUUTUIUHBI OI1.04 JOKYMEHTALIMOHHOE
OBECIIEYEHME VYIIPABJIEHUSI pa3pabotana Ha ocHoBe DenepalbHOTO
roCyJapCcTBEHHOTO oOpa3oBaTenbHOro craHmapra (manee — @DIOC) mo
CHEIUATBHOCTH CpefHero mnpodeccuoHanmbHoro ooOpazoBanus (mamee CIIO)
38.02.03 OnepanuoHHas AEATEIBHOCTh B JOTHUCTHKE, yTBEpkKAEHHOrO IIprkazom
Mumnnpocsemennst Poccun ot 21 anpeinsa 2022 r. N 257.

Opranuzanus-pazpaboTUHK: AHITOO «MHoronpodunbHas AxanemMust
HEMPEPHIBHOTO 00Pa30BAHUS.

Pa3zpaboTuuk: Tepneesa T.C., mpenogaBarenb KOIEIkKa.



COJEP)KAHME

1. O6masi xapakrepucTuka padodeil mporpamMMbl y4eOHOM
TUCIHUANIMHBI

2. CTpyKTYypAa U cofepkaHue y4eOHOM TUCIUTITHHbI
3. YcaoBus peajnzannu y4eOHOM M CUMILIHHBI

4, KoHTpPOJIb U OIIEHKA Pe3YyJbTATOB OCBOEHHSI Y4eOHOM
TUCIHUANIMHBI

5. JIucT u3MeHeHMH U JONOJHEHHH, BHECEHHbIX B pado4ylo
porpamMmmy

CTp.

16

18

20



1. OBIIASI XAPAKTEPUCTHUKA PABOUYEIl IPOTPAMMBI YYEBHOM
TACIATITAHBI
OI1.04 JOKYMEHTALIMOHHOE OBECIIEYEHUE YIIPABJIEHUS

1.1. MecTo IUCHUNJIMHBI B CTPYKTYpPe OCHOBHOI 00pa3oBaTe/IbHOM MPOrpaMMbI:

VYyeOnass aucnumuinHa «JlOKyMEHTAllMOHHOE OOeCleueHUe YIpaBICHUS» SBISIETCS
00s3aTeNbHOM  YacThi0  001IENPO(ECCHOHANBFHOTO  IIMKJIa OCHOBHOW  00pa3oBaTeinbHOMN
nporpammsl B cootBeTcTBUr ¢ @I'OC CIIO no cnenuaibHOCTH.

Ocoboe 3HaueHue qucnuILinHa umeet pu popmuposanuu u pazsutuu OK 01, OK 02, OK
03, OK 04, OK 05, OK 09.

1.2. Heas 1 niiaHupyeMble pe3yJabTAThl OCBOCHUS JUCIUIJIMHBI:
B pamkax mporpaMMbl y4eOHOUM TUCIUIUIMHBI OOYYArOIIUMUCS OCBAMBAIOTCS YMEHUS

Y 3HAHUA
HII(C,O?)K Ymenust 3Hanus

TIK.1.1 oopMIIATH JIOKyMEHTAILUIO B | MOHATHE, LENW, 3aJa4yd U [PUHLUIBI

IIK.1.3 COOTBETCTBMM C HOPMAaTHBHOHM 0a30ii, B | JCJIONPOU3BOJICTBA;

OK 01 T.4. UCTIONB3yS  MH(OPMAIMOHHBIE | OCHOBHBIE TMOHATHS JOKYMEHTAIIHOHHOTO

OK 02 TEXHOJIOTUY; obecrieyeHus ypaBJIeHuUs;

OK 03 YHUPUITPOBATH CHUCTEMBI | CUCTEMBI JOKYMEHTAI[UOHHOT'O

OK 04 JOKYMEHTAIINH; obecrieueHus yIpaBIeHuUs;

OK 05 OCYIICCTBJIATh ~ XPAaHCHHE M  TIOUCK | KIACCHU(HUKAIUIO TOKYMCHTOB;

OK 09 JIOKYMEHTOB; TpeOOBaHUS K COCTABIEHUIO U 0(OPMIICHUIO
OCYIIECTBIIATh ABTOMATHU3AIUIO | JOKYMEHTOB;
00pabOTKH IOKYMEHTOB; OpraHu3alMIi0 JOKYMEHTOOOOPOTa: MpHUEM,
WCTONB30BaTh TEJIEKOMMYHHUKAIIMOHHBIE | 00paboTKa,  perucrpanus,  KOHTpOJIb,
TEXHOJIOTHUH B 3JIEKTPOHHOM | XpaHEHHWE IOKyMEHTOB, HOMEHKJIaTypa JIel
JIOKyMEeHT0000poTe




2. CTPYKTYPA U COJEPXKAHUE YUYEFHOM JUCIUAILJIMHBI

2.1. O0beM yueGHO# JUCHUIIIMHBI M BUbI y4eOHOH padoThI

Bupa yueoHoii padoThl

Oovem ¢ uacax

O061beM 00pa3oBaTeJbHONH MPOrpaMMBbI AU CIIUTITTHHBI 54
BT. ..

TEOPETHUECKOE 00yUeHne 4
IIPAKTUYECKUE 3aHATUS 4
CamocrosTenpHas paboTa 00yJaronerocs 45
Ipomeskyrounasi arrectanus (1uddepeHHpoBaHHbBI 3a4eT) 1




2.2. TemaTuyecKHii NJIAH U coJlep:KaHUe TUCIUINIMHBI

Oo0beM, akan. 4/ B

Koapl
KOMIIeTeHITH I
H JJUYHOCTHBIX

HanmenoBanue Conep:xxanne yue0HOro MaTepraJia U (OpMbl OPraHU3ALMH AeSITeJIbHOCTH TOM 4HcJIe B hopMme PesyJbTaTOR,
pa3aesioB U TeM o0y4armuxcs NPaKTHYeCKOi (bopmupoBatiitio
MOATOTOBKH, aKa/. 4 HOTOPLIX
CIoco0CcTByeT
3J1eMeHT
NpOrpaMMsl
1 2 3 4
Paznen 1. Opranmsanusi AI0KyMeHTO000pOTAa Ha NPeANPUATHH
Tema 1.1. Jlexnusi. JIOKyMeHT U cHCTeMA J0KYMEHTALUU
JlOKyMeHT U 3HaueHHe W COACpKaHWE  JTUCHUIUIMHBI  «J{OKyMEHTamMOHHOE oOecreYeHue
cucreMa YTIPABICHUS». Ionstue TEpPMHHOB «IIOKYMEHTY, «JIOKyMEHTHUPOBaHHEY, 2
AOKYMEHTALUHU «IOKyMEHTAIIMOHHOE OOeCIieueHNe YIpaBlICHUS». YHHUQUKAIUS W CTAaHIapTH3ALHMU
YIIPaBIEHYECKUX JOKYMEHTOB. MK.1.1, TIK.1.3,
CamocrosiTeibHas padoTa 00y4aOIMXCs OK 01, OK 02,
OCHOBHBIC TIOHATHS JENONPOU3BoACTBA. Kiaccudukaius JOKYMEHTOB OpraHH3allWu. OK 03, OK 04,
@Gyskuun  0KymMeHTOB.  [loHATHE W COCTaB pPEKBU3UTOB JIOKyMEHTa. CXeMbl OK 05, OK 09
PacCIioJIOKCHUA PEKBU3SUTOB. Tlonsarue n BHU/bI OJIaHKOB JOKYMCHTOB. HOpMaTI/IBHO' 6

IIpaBOBOC obOecrnieucHUe ACIOIPOU3BOACTBA.




Tema 1.2.

CamocrosiTeibHas padoTa 00y4YaroImMXcs

Opranuzanus [lonsiTHe W TPUHIUIBI OpTaHWU3allMU JOKyMeHTooOopora. CocrtaB u yder oObema [K.1.1, TIK.1.3,
AOKYMEHT0000poTa JIOKYMeHT0000poTa npeanpustuid. Opranu3amnus padOThl C BXOIALICH, UCXOASIICH H OK 01, OK 02,
HA NpeINpUATHH BHyTpeHHell nokymeHramueil. KoHTpomp wcmomHeHWs MOKyMeHTOB. Pabora ¢ OK 03, OK 04,
BHYTPEHHHUMH JOKyMEHTaMH. ba3bl JaHHBIX I XpaHEeHHsS JIOKyMEHTOB. OK 05, OK 09
3aKOoHOJATEIbHBIE aKThl U HOPMAaTHBHO-METOJHWYECKHE JIOKYMEHTBHI IO apXUBHOMY
XpaHEHUIo T0KyMeHTOB. PaboTa ¢ 3anmpocamu. PaboTa ¢ 351eKTpOHHBIMU TOKYMEHTaMH.
Pasnes 2. Buibl 10KyMEHTOB U MOPAAOK paGéoThl ¢ HIMH
Tema 2.1. CamocrosiTesibHasi padoTa o0y4yaroumuxcst
OpraHu3annoHHo- OpraHu3zaiiioHHbIE JOKYMEHTBl — YCTaB, YUYpeIUTeJIbHBIE JO0TOBOp, IMOJOKEHHE.
pacnopsiiuTeIbHbIE | PacriopsauTenbHble JOKYMEHTBI — MIPHUKA3, pacCOpshKEHUE, yKa3aHUeE, TOCTAaHOBIICHNUE, IK.1.1, [IK.1.3,
AOKYMEHTBI pemeHue, MHCTPYKIUA, npoTokos. CrpaBOYHO-WHPOPMALMOHHBIE JTOKYMEHTHI: OK 01, OK 02,
ciry>)keOHast 3ammncKa, OOBSICHUTENbHAS 3alliCKa, aKT, CIIpaBKa, CIIy>KeOHbIe THChMa OK 03, OK 04,
IMpaxkTuyeckoe 3ansaTue. CocraBaeHue U opOpMIECHHE PACTIOPIKEHUS OK 05, OK 09
Cocrasnenue u 0ohopMIICHHE JCTOBBIX MUCEM
CamocrosiTesibHast padoTa o0y4yaroumuxcst
OdopMiieHHE CIIPABOK, JTOKJIATHOW U CITy:KeOHOMN 3aITUCKH, aKTa.
Tema 2.2. CaMocTosiTeibHasi padoTa o0y4aroImmxcst
Kanposas JloKkyMeHTHpOBaHUE TPYAOBBIX MPaBOOTHOIIEHUH. CocTaB 1 0cOOEHHOCTH 0POPMIICHUS
AOKYMeHTalus JIOKYMEHTOB I10 JITYHOMY cOocTaBy. KomruiekroBaHue JTUYHOTO neia. ABToOuorpadus. [IK.1.1, TIK.1.3,
Pestome. 3asBiienue o npueme Ha padboTy. [Ipukasel mo jgudHoMy coctaBy. IllTtatHoe OK 01, OK 02,
pacnucaHue. OK 03, OK 04,
CamocTosiTe/ibHasi padoTa 00yUalouIuxcst OK 05, OK 09
Odopmienne NprUKa3oB MO JUIYHOMY COCTaBY.
I[pakTnyeckoe 3ansitne. OQopmieHre TPyJIOBOrO JOTOBOPA, MpHKa3a O MpHEMe Ha
paboty, opopmMiIeHHE TPYIOBON KHIIKKH.
Tema 2.3. Jleknus. JloroBopHO-NIpaBoBasi AOKYMEHTAIUSsI MK.1.1, TIK.1.3,
JdorosopHo- [TonsTus moroBopa. Buasr noroBopos. O0si3aTepHBIC pEKBU3UTHI JOTOBOPOB. [IpaBmia OK 01, OK 02,
npasoBas oopmienust mporosopoB. IlpaBmia odopmieHns MpeTeH3MOHHBIX nuceM. PopmyIisip OK 03, OK 04,
AOKYMEHTalus HCKOBOT'O 3asBJICHUS, TpeOoBaHMs K ero odopmieHHio. 3aKOHOAATENbHBIE aKThl U OK 05, OK 09

HOPMAaTUBHO-METOANYECKUEC JOKYMCEHTHI 110 JOTOBOPHLIM TOKYMCHTaM.




CamocrosiTeibHas padoTa 00y4YaroImMXcs

Odopmierne 10roBopa KyTITu-TIPOIaKH 4
CamocrosiTesibHAsi padoTa 00y4arOIMXCst 4
Odopmiterre 1 06pabOTKa MPETEH3UOHHBIX ITHCEM
I[IpomexyTouHasi aTTeCTAIUS 1
Bcero: 54




3. YCJIOBUS PEAJIM3AIIANA YYEBHOM JUCHUILIAHBI

3.1. Ans peanusanuu nporpaMmbl ydeOHON JUCLUIUIMHBI JOJDKHBI OBITh MPEyCMOTPEHbI
CIIEYIOIINE CIELUAIBHBIC [IOMEIICHUS:

Kabuner  «JlOKyMEHTallMOHHOTO  OOECIEUYEHHUs  YIPaBICHUI, OCHAILICHHBIN
o0opysoBaHUEM: JI0cKa ydeOHas, pabouee MECTO IpPEHnoJaBaTelsi, CTOJBI, CTYJNbs (IO YUCILY
00y4aromuxcs), TEXHUYECKUMU CPEACTBAMU: KOMIIBIOTEP C JOCTYIIOM K HHTEPHET-PECypcaM,
CpeCTBa BU3yalln3alliy, HarJIsIHbIe IOCOOUSI.

3.2. UndopmanmonHoe odecnieyeHne peaau3anun NporpaMmmbl

JIns peanuzanuu mporpamMmbl OMOIMOTEUHBIH (OHA 00pa3oBaTENbHON OpraHU3alNU
JIOJDKEH MMETh IIeYaTHBIC W/WIIN 3JIEKTPOHHBIE 00pa3oBaTeIbHbIe U HH()OPMALMOHHBIE PECYPCHI
JUIS KCTIOJIb30BaHuUs B 0Opa3oBarenbHOM npouecce. [Ipu popmupoBanun 6ubimorednoro ¢ponga
00pa3oBaTelIbHOM OpraHM3aliell BBIOMPAETCsl HE MEHEe OJHOr0 M3JaHus U3 TEePEYHCICHHBIX
HHNXKEC [ICHAaTHBIX N (I/IJII/I) SJICKTPOHHBIX I/I3ZI3HI/Iﬁ B KaUC€CTBC OCHOBHOI'O, IIPU 3TOM CITMCOK MOKCT
OBITH AONOJHCH APYTHUMU U3JAHUSAMU.

3.2.1. OcHOBHBIE MeYaTHBIE U YJIEKTPOHHbIE U3TaHUS

1. I'po3oBa, O. C. Jlenonpou3BoACcTBO : YyueOHOE TMOcOOMe il CPEeIHEero
npodeccuonansHoro oopazosanusi / O. C. I'pozoBa. — Mocksa : UznatenbctBo FOpaiit, 2021. —
126 c¢. — (IIpodeccuonanproe obpazomanme). — ISBN 978-5-534-08211-1. — Tekcr :
ulekTpoHHBIH  //  OOpaszoBarenpHass  miatdpopma  HOpait  [caiit]. —  URL:

https://urait.ru/bcode/472842.

2. JlokyMeHTaImoHHoe obecrieuenue ynpasieHus. CoctaBieHue U 0)hOpMIICHUE JIEITOBBIX
TOKyMeHTOB : yueOHoe nocodue anst CIIO / cocrasurenu E. . bammmakosa. — CapatoB, MockBa
: [IpodoOpazoBanue, At [Iu Ap Menua, 2021. — 144 c. — ISBN 978-5-4488-1080-0, 978-5-
4497-0964-6. — TekcT : 31eKTPOHHBINA // DIEKTPOHHBIM pecypc 1upoBoi 00pazoBaTeIbHON
cpennt CITO PROFo6pa3oBanue : [caiit]. — URL: https://profspo.ru/books/103343

3. Hoponuna, JI. A. JlokyMeHTallMOHHOE OOEcleYeHUE YIpPaBICHHUS @ YUYEOHHK U
IPAKTUKYM JJIs cpesiHero npodeccroHanbHoro oopaszosanus / JI. A. Jloponuna, B. C. Uputukosa.
— Mockasa : U3parensctBo FOpaiit, 2021. — 233 c. — (Ilpodeccuonansuoe oOpa3zoBanue). —
ISBN 978-5-534-05783-6. — Texkcrt : snexrponHbIid // Obpa3oBarenbHas matdopma HOpaiit
[caiiT]. — URL.: https://urait.ru/bcode/473802

4. Kopuees, 1. K. JlokymMeHTaliMoHHOE o0ecrieyeHne ypaBieHus | yueOHUK U TPAKTUKYM
Ui cpenHero mnpogeccuoHansHoro oopasosanus / M. K. Kopuees, A. B. Ilmenko, B. A.
Mamypres. — 2-e u3za., nepepad. u 1on. — Mocksa : M3narensctBo HOpaiit, 2021. — 384 ¢. —
(ITpoeccronansnoe obpazoBanue). — ISBN 978-5-534-05022-6. — TekcT : 251eKTpOHHBIN //
O6pasoBarenbHas wiathopma KOpaiir [caiit]. — URL.: https://urait.ru/bcode/472550

5. Ky3nenos, 1. H. JlokymeHTannonHoe ooecnieueHue ymnpasiaeHus. JJokyMeHToo00poT 1
JIETIOTIPOU3BOJICTBO : YU€OHUK U MPAKTHKYM JIJIS CpeiHero mpodeccruonanbHoro odopazoBanus / U.
H. Ky3nenoB. — 3-e u3j., nmepepabd. u gomn. — Mocksa : M3matenberBo FOpaiit, 2021. — 462 c.
— (ITpoeccuonanbuoe odpazoBanue). — ISBN 978-5-534-04604-5. — TekcT : 3eKTpOHHBIH //
OopazoBarenbHas miardopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/470020

6. KysnenoBa, 1. B. [lokyMeHTaIlmoHHOE oOecreueHne yrpaBieHus : yueOHoe mocobue
g CIIO / . B. Ky3nenosa, I'. A. Xauatpsin. — 2-e u3n. — Capatos : [IpodobpazoBanue, Aii
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[Tu Op Meaua, 2019. — 166 c. — ISBN 978-5-4486-0404-1, 978-5-4488-0216-4. — Texkcr :
ANIEKTPOHHBIN //  DNekTpoHHBIM pecypc uudpoBoit obpazoBarenbHoil cpenst  CIIO
PROFo6pa3zosanue : [caiit]. — URL.: https://profspo.ru/books/80326
7. ITaBnoBa, P. C. [lokymeHTarmonHoe obecrieueHrne ynpaBieHus : yaeOHuk ais cro / P.
C. ITaBnoBa. — Cankr-IletepOypr : Jlans, 2021. — 416 c. — ISBN 978-5-8114-6959-8. — Texkcr
9JeKTpoHHBIM  //  Jlamb @ amekTpoHHO-OMOnmoreunas  cuctema. —  URL:
https://e.lanbook.com/book/173087
8. I1aBnosa, P. C. JlIokyMEeHTHpOBaHHE YIIPABICHYECKON IEATEILHOCTH ;| Y4eOHOE TocoOure
s ciio / P. C. TlaBnoBa. — Cankrt-IletepOypr : Jlans, 2021. — 272 ¢. — ISBN 978-5-8114-
7067-9. — Texkcr : snekTpoHHBIH // JlaHb : 3nekTpoHHO-OMONMOTeyHast cucrema. — URL:
https://e.lanbook.com/book/173092

3.2.2. lonoJHUTEJbHbIE HCTOYHUKH

1. Koncrurynus Poccuiickoit @enepanun

2. I'paxmanckuit kogekc Poccmiickoit denepanumy, 4. 1, 2, 3, 4 (B neiicTByromei penakium)

3. Tpynosoit kogekc Poccuiickoit @enepauun ot 30 mexadbps 2001 r. N 197-03 (TK PD) (B
JIEHCTBYIOMIEH peTaKinm)

4. IlaBnoBa, P. C. [lokymenTanmoHHOe obecriedeHue yrpaBieHus. JlenoBas nepenucka : yaeoHoe
nocooue mns cro / P. C. IlaBnoBa. — Canxkr-IlerepOypr : Jlans, 2022. — 152 ¢. — ISBN 978-5-8114-
8298-6. — Tekcr : osnekrtpoHHb // Jlamp : snekTpoHHO-OMONMMOTeuHas cucrema. — URL:
https://e.lanbook.com/book/193314

5. Eropog, B. I1. Jlenompon3BoACTBO U peKUM CEKpEeTHOCTH : yaeOHuK /ytst cro / B. I1. Eropos, A.
B. CnuabkoB. — 2-e m3x., crep. — Cankr-IlerepOypr : Jlanp, 2022. — 312 c¢. — ISBN 978-5-8114-9442-
2. — Tekct : omektpoHHeld // JlaHb : BIeKTpoHHO-OMONIMoTeyHas cucrema. — URL:
https://e.lanbook.com/book/195428

6. Eropog, B. I1. /lokymeHTOBEIeHIE U JOKYMEHTAIIMOHHOE OOECTIeYeHIE YITPABIICHUS B YCIOBHUIX
uudposoii skonomuku / B. I1. Eropos, A. B. CnunbkoB. — 2-¢ u3a., crep. — Cankr-IletepOypr : Jlans,
2022. — 372 c. — ISBN 978-5-507-44331-4. — TekcT : 37eKTpoHHBIA // JlaHb : 3JEKTPOHHO-
oubnmoreunas cuctema. — URL: https://e.lanbook.com/book/220493

7. ITaBnoea, P. C. KonduueHiuaasHoe JIeI0NPOU3BOACTBO : yueOHoe nmocodue s cro / P. C.
[MaBnoBa. — Cankr-IletepOypr : Jlamp, 2021. — 308 c. — ISBN 978-5-8114-7000-6. — Texkcr :
3JIEKTPOHHBIH // JIaHsb : a1ekTpoHHO-0MbmoTeuHas cucrema. — URL: https://e.lanbook.com/book/169795

8. ITaBnoBa, P. C. /lenonpoun3BoacTBO 10 0OpalIeHUsIM Ipax/aH : yueOHoe rmocooue st cro / P.
C. IMaBnosa. — Cankr-IlerepOypr : Jlanb, 2021. — 280 c¢. — ISBN 978-5-8114-7002-0. — Tekcr :
3JIEKTPOHHBIH // JIaHb : a1ekTpoHHO-0MbmoTeunas cucrema. — URL: https://e.lanbook.com/book/169797

9. Eropos, B. II. JlokymMeHTaIluoHHOE OOecleyeHre YyMpaBlIeHUS HETOCYAapCTBEHHBIX

OpraHHu3aIyil B yCIOBUAX HU(POBOI SKOHOMUKH : yuebHoe nmocodue amns cno / B. I1. Eropos, A.
B. CiounbkoB. — Cankr-IlerepOypr : Jlans, 2021. — 216 ¢. — ISBN 978-5-8114-7924-5. —
Texct : oanexktpoHHsli // Jlaub : o2nekTpoHHO-OMOnMoTeuHas cucrema. — URL:
https://e.lanbook.com/book/180803
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4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMUAA
YYEBHOU JUCIHUATLIAHBI

Pe3yabTarhbl 00yueHus

‘ Kpurepun ounenku

MeTtoabl OLIEHKH

Hepe‘leﬂb 3Haﬂﬂﬁ, OCBaAUBA€MbIX B paMKaX JUCHUIIJIMHBI

3Hate:

MOHSTHE, TIENH, 33/1a91 U MPUHIIUIIE]
JeTOTPON3BO/ICTBA;
OCHOBHBIE HOHSTHUS
JTOKYMEHTallHOHHOTO 00eCTIeYeH s
yIpaBIICHHUS;
CHCTEMBI JOKyMEHTallMOHHOTO
obecrniedeHus! yrpaBieHuUs;
KJ1accu(pUKaIHIO JOKyMEHTOB,
TpeOOBaHUS K COCTaBICHUIO W
0 OPMIICHUIO TOKYMCHTOB;
OpTraHu3alnio JOKYMEHTOO0OopOoTa:
mpueM, 00paboTKa, perucTpanus,
KOHTPOJIb, XpAaHEHUE TOKYMEHTOB,

HOMEHKJIaTypa Jei

JIEMOHCTPHPYET
OCHOBHBIX

3HaHue
TOHATHH,
MIPUMEHSEMbIX TPU OpPTaHU3AIHN
JOKYMEHT0000poTa Ha
MIPEANIPHUSITHN;

JIEMOHCTPUPYET 3HAHUE LENEH,
3amaq u MIPUHIIUATIOB
JEIOTIPON3BOJICTBA;
JEMOHCTPHUPYET 3HAHUE CHUCTEMBI
JIOKYMEHTAI[HOHHOTO
o0ecrieyeHus yIpaBIcHUs;
JEMOHCTPUPYET
KJIAaCCU(UKAIIH TOKYMEHTOB,

3HAaHUC

TpeOOBaHMI K COCTaBICHHIO W
0 OpPMIIEHUIO TOKYMEHTOB;

JEMOHCTPUPYET 3HaHUE
OpraHM3aIluy JJOKyMEHTO000pOTa!
preM, o0paboTKa, perucTpanus,
KOHTPOJIb, XpPaHEHUE TOKYMEHTOB,

HOMEHKJIaTypa Jei

VYcrHblit omnpoc.
TectupoBanue.
KonTponbHBIE pabOTHL.
[IpoBepounsbie paboTEHI.
O11eHKA BBIIOJIHEHU
MPAKTUYECKOTO 3aJ[aHusI.

Ilepeuenb yMeHMii, 0cBaBaeMbIX B pAMKaX AUCUUILIMHBI

Ymers:

ohpOpMIIATE  JOKYMEHTAlMIO B
COOTBETCTBMHM C  HOPMAaTHBHOI
6a3oii, B T.4. UCTIOINB3Y S

UH(OPMAIMOHHBIC TEXHOJIOTHH;
YHU(DUIHPOBATH CUCTEMBI
JTOKYMEHTAIINH;

OCYIIECTBISITh XPAaHEHHE M TOHUCK
JIOKYMEHTOB;
OCYILECTBISITh ABTOMATH3AIMIO
00paboOTKH IOKYMEHTOB;
UCIIOJIB30BATh
TEJICKOMMYHHUKAIUOHHBIC
TEXHOJIOI'UHU B QJICKTPOHHOM

JIOKYMEHTO000pOTe

JEMOHCTPUPYET
opopMIATE  JTOKyMEHTALMIO B

YMEHHUE
COOTBETCTBUM C HOPMaTHBHOMN

0a3ofi, B T.4.  HCHOJNB3YS

HH(i)OpMaLII/IOHHLIe TCXHOJIOI'NH,

JIEMOHCTPUPYET YMEHHUE
yHUDHUIIPOBATH CHUCTEMBI
JIOKYMEHTAIINH;

JIEMOHCTPUPYET YMEHHUE
OCYILECTBISITh XPAHEHHE U MOUCK
JIOKyMEHTOB;

JIEMOHCTPUPYET YMEHUE
OCYILIECTBISITh ~ ABTOMATHU3ALIUIO
00paboOTKH IOKYMEHTOB;
JIEMOHCTPHPYET yMEHHE
UCIIOJIB30BaTh
TCJIICKOMMYHUKAIIUOHHBIC
TEXHOJIOTHH B  DIJICKTPOHHOM

JIOKyMEHTO000pOTE

DKcrepTHOE HAOI0IeHNE
U OIICHUBaHKE
BBITIOJTHEHHUS
WHIIMBUIY aJIbHBIX U
TPYIIIOBBIX 3aJIaHUH.
Orenka pe3ynprara
BBITTOJTHEHHS
MPaKTHYECKUX padorT.
Texynuil KOHTPOJIb B
thopme cobecemoBanus,
pELICHUs CUTYaIlHOHHBIX
3ajad.
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5.JIuct n3MeHeHuii U J0NOJIHEHN i, BHECEHHBIX B pa0041yI0 NporpamMmy

Ne U3MCHCHUA, JaTa H3MCHCHUSI, Ne CTpaHUIbI C ©BMCHCHUCM

BbLIIO

CTAJIO

OcHoBaHue:

HOILHI/ICI) JIMIa BHECIICTO U3MCHCHU A
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