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PaGouass mporpamMMa OUCHUIUIMHBI — pa3paboTaHa Ha ocHOBe DenepalibHOTO
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PenenseHTsr:
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CadponoBa C.M. — mpenogaBarens Bbiciiel kBanudukaimonHon kareropuu ['BIIOY

«TpyOueBCKU OTUTEXHUYECKUN TEXHUKYM.
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1. TACIIOPT PABOYEW MPOI'PAMMBI JUCIUIIJIMHBI

OI1.09. lokymeHTallHUOHHOE OOecIiedeHre yIpaBJIeHus!
1.1. Ob6saacTh NPpUMeHEeHHUs TPOrPAMMBI

Pabouas nporpamMmMa IUCHUILIUHBI SBJISETCS YaCThIO IPOrpaMMBbl IOATOTOBKU
CrenuanucToB cpeaHero 3seHa B coorsercTBrr ¢ ®I'OC (mpuka3z MunucrepcTsa 00pa3oBaHus U
Hayku oT 07.05.2014 Ne 463) no cnennansHocT 35.02.14 OxoTOBEIEHHE 1 3BEPOBOICTBO,
BXOJLIEHN B YKpyIHEHHY10 rpymny cneunanbHoctelt 35.00.00 Cenbckoe, JiecHOE U pbIOHOE
XO35ICTBO.

1.2. MecTO TUCHUIIMHBI B CTPYKTYPe OCHOBHOI NpodecCHOHATBHOMH 00pa30BaTeIbHOM
NMPOrpamMMbI:

[Tpodeccuonanbhplii ukit. O6menpodeccrHoHaabHbIe AUCIUILIUHBL
1.3. Heau u 32324 JMCHUNJIMHBI — TPeOOBAHMS K Pe3y/JIbTATAM OCBOEHUSI AN CUMILIMHbBI:

C uenpio oBnaaeHus MPo(ecCHOHATEHBIMI KOMITETSHITUSMU O0yUYaIONIHIICS B XOJIe
OCBOCHHS Y4EOHOU TUCIUTUTMHBI JJOJDKEH:
yMeThb:
- 0OpPMIISITH TOKYMEHTAIIMIO B COOTBETCTBHH C HOPMAaTHUBHOM 0a30ii, B T.4. C - HCIIOJIb30BaHHEM
YHADUIUPOBAHHBIX ()OPM TOKYMEHTOB;
- UCTI0JIH30BATh TEJICKOMMYHUKAIIMOHHBIC TEXHOJOTHH B JIEKTPOHHOM JIOKyMEHTO000pOTE;
- UCTIOJIH30BaTh YHU(DUIIMPOBAHHBIE ()OPMBI JTOKYMEHTOB;
- OpPraHU30BBIBATh COOCTBEHHYIO IE€ATEIHbHOCTh, BEIOUPATh TUIIOBBIE METOIBI U CLIOCOOBI
BBITIOJTHCHU A HpO(i)eCCI/IOHaJ'II)HI)IX 3ajJa4, O€HUBATh UX 3(1)(1)GKTI/IBHOCTI) 1 KAQ4YECTBO.
- COCTaBIIATh, OPOPMIIATH U BECTH YUeT JOKYMEHTOB;

3HATh:

- IOHSATHE, LEJH, 3aJ1a4H U IPUHIIMIIBI 1€J0MPOU3BO/ICTBA;

- OCHOBHBIE MOHATHS JOKYMEHTAI[HOHHOT'O O0ECTIeYeH s yIIpaBIeHHUS;

- CUCTEMBI JJOKYMEHTAIlMOHHOT0 00eCIIeUeHNUs yIIpaBICHUS;

- KJIaCCU(DUKALIUIO IOKYMEHTOB;

- TpeOOBaHUS K OOPMIIEHHIO TOKYMEHTOB, MOPSIIOK U IIPAaBUJIAa COCTaBICHUS U 0OPMIICHHUS
OpraHU3alMOHHO-PACHOPSAUTENBHBIX U CIPAaBOYHO-UH(OPMAIIMOHHBIX JOKYMEHTOB;

- IpaBUJIa IEPBUYHOTO TOKYMEHTO000POTA, YU€Ta U OTYETHOCTH;

- IpueM, 00paboTKy, perucTpaluio, KOHTPOJIb, XpaHEHHE, HOMEHKJIATYpy Aell.

B PE3YIbTATC OCBOCHUA TUCHUIIJIMHBL 06yqa}0m1/16051 an06peTa10T HpaKTI/IquKI/Iﬁ OIIBIT B:
COCTaBJICHUU, O(bOpMJ'IeHI/II/I " BCIACHUU yu€Ta JOKYMCHTOB.

1.4. KosinuecTBO 4aCOB HAa 0CBOEHHE MPOrPaMMBbI JHCHMILIMHBI:
MaKCHUMaJIbHON y4eOHON Harpy3ku oOyuvaroerocst 54 yaca, B TOM 4HcCle:
00s13aTeNnbHOM ayIUTOPHOM yueOHOM Harpy3ku oOydaromierocs 36 4acos;
CaMOCTOSITeNIbHON paboThl oOyuatomierocst 18 yacos.



2. CTPYKTYPA U COJAEP)KAHUE YYEBHOM JUCHUILINHBI

2.1. O0beM JUCHUILINHBI U BUbI y4eOHOH padoThI

Buna yueOHoii padoThl Oovem uacos
MakcumajibHas yyeOHasi HArpy3Ka (Bcero) o4
O6si3aTeIbHAS Ay IUTOPHAS yueOHast HArpy3Ka (Bcero) 36
B TOM YUCIIE:
MPAKTHYECKHUE 3aHATUS 16
CamocrosiTesibHas paboTa odyuyaromerocst (Bcero) 18
HUmozosas ammecmayus 6 popme JJuchchepenyuposannozo 3auema

Peanuzanus  paGoueil  mporpamMMbl — IpeaycMaTpuBaeT B LENAX  pealu3aluu
KOMIIETEHTHOCTHOT'O IIOJIXO0/1A:

-MCIIOJIb30BaHUE B 00pa30BaTEIbHOM IPOLIECCE AKTUBHBIX U HMHTEPAKTUBHBIX (QOpM
IPOBEACHUS 3aHATHH (KOMIBIOTEPHBIX CHUMYISIMI, AENOBBIX M POJNEBBIX HUIp, pa3dopa
KOHKPETHBIX CHUTYallMi, MCHUXOJOIMYECKHMX M HHBIX TPEHUHIOB, IPYNIOBBIX JUCKYCCH) B
COYETaHWH C BHEAYIUTOPHOH paboTol st (GOPMHUPOBaHMA U Pa3BUTHI OOMMX U
npodecCHOHATIBHBIX KOMIIETEHIIMH 00yJaroIuXcs;

-BBITIOJIHEHNE OOYydYalOmMMHUCS JaO0OpaTOPHBIX M TPAKTUYECKUX 3aHATHH, BKIIOYAs Kak
00s3aTeNIbHBI  KOMIIOHEHT IPaKTHMYECKUE 3aJaHus C UCIOJIb30BAaHUEM IEPCOHAIbHBIX
KOMITBIOTEPOB
- yeTKoe (popMynrpoBaHUE TPEOOBAHUN K PE3yIbTaTaM UX OCBOCHUS: KOMIIETEHLIUSAM,

IpHUOOpeTaeMOMY MPAKTUYECKOMY OIBITY, 3HAHUSAM U YMEHUSIM.



2.2. TemaTnyecknii miad u coaepxkanue pucuumanubl OI1.09. lokymMeHTAIIMOHHOE 00ecTiedeHUsl YIIPaBJIeHUs

HaumeHnoBanue Coaeprxanue yueOHOro MaTepuasa, JaboparopHble M NpaKTHYeCKHe padoThl, OB LeM 1ACOR YpoBensn
pa3/iesioB M TeM CcaMOCTOSITeJIbHAsSI padoTa 00y4arImMXxcs, KypcoBasi padoT (poeKT) 0CBOEHMS
1 2 3 4
Pa3zpen 1. Opranusanusi J0KYyMEHTAIIHOHHOT0 o0ecneyeHusl ypaBJeHusl 36
Tema 1.1. Coaepxxanue yueOHOIro MaTepuaJa 12
Joxymentupoanue | 1 | JlenonpousBoACTBO, KaK OJHA U3 (DYHKIMN yIIPABICHHS 2 2
ylpaBJieH4YeCKOil CocTaB ynpaBJIeHYECKUX TOKYMEHTOB.
AeATeJIbHOCTH YHuUKanMa ¥ CTaHAapTU3ALUS TOKYMEHTOB.
Ctpykrypa 1 QYHKIIUU CITY>KO JTOKYMEHTAIIHOHHOTO 00ECIICUCHHSI.
2 | OGmme HOPMBI B TTpaBHiIa OPOPMIICHHS TOKYMEHTOB 2

dopmatbl Oymaru.

OdopmiteHre MaIIMHOTIUCHOW CTPAHHUIIBI.

Hopwmsl 1 npaBuiia opopMIiIeHUs TOKYMEHTOB.

[ToHsATHE O peKBU3HUTAX JOKYMEHTOB M IIPaBUJIa UX OPOPMIICHHS.
CocTaB U XapaKTepUCTUKA CUCTEM JOKYMEHTALMH.
CripaBouHO-HH(OpPMAIIMOHHBIE JOKYMEHTHI U TPaBHJIa X OPOPMIICHHUS

3 | Opranu3anuoHHO-pacopsAAUTENbHAS JOKYMEHTAIIHS. 2
Bupl opraHu3aiioHHO-pacIOPSIUTENBHBIX TOKyMEHTOB. [IpaBuiia cocTaBiieHus 1
oopmieHHs: OpraHU3aMOHHBIX JOKYMEHTOB.

CocraBnenus, opopMIIEHHE U YTBEPKIEHUE OPraHU3allMOHHBIX JIOKYMEHTOB.
CocraBieHue 1 0popMIIEHHE PACTIOPSAUTENBHON JOKYMEHTAIUH

Vcnonp3oBanre yHU(PUIIMPOBAHHBIX (POPM TOKYMEHTOB.

4 | CripaBo4HO-UH(pOPMAIIMOHHBIE TOKYMEHTHI U IIPaBUiIa UX OPOPMIICHHUS. 2
Bunpl cipaBoYHO-MH(POPMAITMOHHBIX TOKYMEHTOB.

IIpaBuna cocraBieHuss 1 0(OPMIIEHUS O CIIPABOYHO-MH(POPMAIIMOHHBIX JOKYMEHTOB.
JIOKyMEHTBI 110 paboTe KOJUIETHAIBHBIX OPTaHOB.

ITpaBuia cocraBieHus: 1 0OpMIIEHUS IPOTOKOJIOB

5 | Breimaya xonuii JOKYMEHTOB. 2
Bups! konui. [IpaBuma Bb11auu KONUNA JOKYMEHTOB.
6 | KagpoBbie TOKyMEHTHI. 2

Bujibl kKapoBBIX TOKYMEHTOB.
[Topsok oopmiieHns: JOKYMEHTOB IIPH NpueMe Ha paboTy




akTnueckue 3aHaTus NelNe2 Noe3Ne4 NeSNe6

Cocrasnenue u opopmiieHuEe OPraHU3allMOHHO-TIPABOBOM JTOKYMEHTAIIHUH.

Cocrasnenue u opopmiieHHE pacopIUTEIbHBIX JOKYMEHTOB.

Cocrasnenue u opopmiieHHE CIIPaBOYHOMN TOKYMEHTALIUH.

CocraBieHue u O(l)OpMJ'IeHI/Ie OCHOBHBIX BUJIOB JOT'OBOPOB.

[Topsimok oopmieHnss JOKYMEHTOB IIPH IIpUEME Ha PadoTy.

CDO'ILOOI\)H:

BYXFaHTepCKaﬂ nu (I)I/IHaHCOBO'paC‘leTHaH AOKYMCHTal s,

12

CamocrosiTesibHAsi padoTa: BBINOJHEHUE JOMAIIHUX 3a/lanuii o Teme 1.1.

I[IpumepHas TeMaTHKAa BHEAYIUTOPHON caMOCTOATE/ILHOI PadoThI

[ToaroroBuTh A0KIaA, pedepaT, COOOLICHHS 110 BOMPOCAM: COCTABICHHUE TPOEKTOB JOKYMEHTOB.
3armoHATH CICAYIONIYIO OJIAHOYHYIO JOKYMEHTAITUIO: TPYAOBOIM KOHTPAKT, MPETEH3HUIO0, JJOTOBOD,
MIPOTOKOJI BBITUCKH M3 MPUKa3a, IPOTOKOJIA.

12

Tema 1.2.
Opranu3anus
padoThI ¢
AOKYMeHTaMu

Coaep:xanue yueOHOTo MaTepHuaJia

1

Opranuzanus paboThl ¢ JOKYMEHTaMHU.
ITpuem, o6paboTka, perucTpariis, pacCMOTpEHUE U HcnoaHeHue. [lepenaya TOKyMEHTOB
BHYTPH OpTraHH3alMH. Y4eT JOKYMEHTOB. KOHTPOIb UCIONHEHHS TOKYMEHTOB.

Cucremaru3zaus 1 XpaHeHHE TOKyMEHTOB.

dopMHpOBaHUE JIENT U TIOATOTOBKA /I K XPaHEHHIO.
TpeboBanus Kk GOPMUPOBAHUIO JIE.

Cucremaru3zaus TOKyMEHTOB ¥ ITOJATOTOBKA JIENT K XPaHEHUIO.
[ToqmuBKa u nepemnieT aena.

XpaHeHue JTOKYMEHTOB.

Opraau3anus ornepaTuBHOTO XpaHEHHUs JOKYMEHTOB

TpeboBaHMs K OpraHU3alUy XpaHEHUS UCIIOJIHEHHBIX JOKYMEHTOB.
dopMHpOBaHUE U TOJTOTOBKA JEJ K XPaHEHUIO.

TpeboBanust K GOPMUPOBAHUIO JIEIT

Pabora ¢ koHpUAEHIINATbHBIMU TOKYMEHTAMHU.
3aKphITOE JEMONPOU3BOACTBO. YPOBHH KOH(PHUACHINATBHOCTH.
Opranu3zanys paboTsl ¢ KOHPHUIEHINATbHBIMU JOKYMEHTAMU

IIpakTuyeckne 3ansaTus Ne7Ne8

1 ‘ Opranu3zanys nepBUYHON 00pabOTKH JOKYMEHTOB.




[Tpuem, oOpaboTKa, peructpaius, KOHTPOJIb UCIIOTHEHUS TOKYMEHTOB.

2 | 3anoJHEeHNE PErUCTPALIMOHHBIX KapTOYeK, )KypHAIOB PETUCTPALIUU JOKYMEHTOB.
Hcnonp3oBanne TeIeKOMMYHUKAIMOHHBIE TEXHOJOTUH B 3JIEKTPOHHOM JIOKYMEHTO000pOTE

CamocrosiTesibHast padoTa: BBIIOJHEHUE JOMAILIHUX 3a1aHui 1o Teme 1.2. 6
CocTaBUTh ONOPHBIN KOHCIEKT EPBUYHON 00paOOTKU MOCTYHAIOIUX B OPraHU3aLUI0
JIOKYMEHTOB.
3aI10JIHUTh PETUCTPALIMOHHO-KOHTPOJIbHYIO KapTOUKY.
Bceero: 54




3. YCJIOBUS PEAJIM3ALIMU ITPOI'PAMMBI TINCHUIIJINHBI

3.1. TPGGOBQHI/IH K MUHUMAJIBHOMY MaTC€PHAJIBbHO-TEXHUYECCKOMY o0ecIeYeHHuIo

Peanuzamus mporpaMmbl TUCHUIUIMHBI TpeOyeT HaIW4us ydeOHOTO KaOMHeTa MH(POPMAIIMOHHBIX
TEXHOJIOTHH B MpodeccuoHaIbHON nesTenbHocTH Nol10

- KOMHBIOTGpHBIfI KJIacC C JIMICH3WOHHBIM IIPOrpaMMHbIM oOecrieueHneEM U MYHBTPIMG,Z[HI;'IHBIM
IIPOEKTOPOM;

- TEXHHUYECKHUEC CpEACTBA O6y‘IeHI/IHI

Cucremusiii 610k (10 mrt.): Intel Core 2 Duo 2.6 Ghz (E 5300), 2048 Mb DDR2, HDD 250 Gb,
DVD/RW

Mounwutop (10 mwt.): LG Flatron W1943C

Cuctemnsiii 6710k: Intel Core 2 Duo 2.6 Ghz (E 5300), 2048 Mb DDR2, HDD 250 Gb, DVD/RW
MounuTtop: LG Flatron W1943C

[TpunTep Samsung ML-1640

Ckanep HP Scanjet G2410

AyIro KOJIOHKH

Oneparrionnast cuctema Windows XP Pro 32 bit

Microsoft Office 2010 Standard

Microsoft Access 2010

Microsoft Project 2010

1C: byxrantepust 8 yueOHas Bepcus

1C: byxrantepus 8.1 yueOHas Bepcus

1C: byxrantepus 8.2 yueOHas Bepcus

Visual Studio 2005

Net Cracker Pro 4.1

Microsoft SQL Server 2005

KOMITAC-3D V15.2

360 Total Security Essential

7zip, AIMP, Audacity, Auslogics Disk Defrag, CCleaner, CDBurnerXP, Double, Commander,
FastStone Image Viewer, Freemake Video Converter, GIMP, Java, K-Lite, Codec Pack,
LibreOffice, Medialnfo, Microsoft .NET Framework, Microsoft Silverlight

Microsoft Visual C++ 2005-2019, Mozilla Firefox, MPC-BE, Notepad++, Paint.NET, Python,
Ramus, Revo Uninstaller Free, Stamina, SumatraPDF, WinDjView

[Tomerenue st caMOCTOATENbHON paboThl (OMOTMOTEKA, YUTANIBHBIA 3a C BBIXOJOM B CETh
HuTepHer)

Cuctemnsiii 6mok(6mT.): Intel Core 2 Duo 2.5 Ghz (E 5200), 2048 Mb DDR2, HDD 250 Gb,
DVD/RW

Monwutop(6 mwrt.): BENQ E910

Cuctemnsrii 6;10k: Intel Core 2 Duo 2.53 Ghz (E 7200), 2048 Mb DDR2, HDD 120 Gb, DVD/RW
MonuTtop: Acer V226HQL

M®V: Canon IR 2520

Cucremnsiii 6510k: Intel Core 2 Duo 3.00 Ghz (E 8400), 2048 Mb DDR2, HDD 120 Gb, DVD/RW
MouuTtop: Acer V2003W

Ckanep Canon CanoScan LIDE 25

Tenesuzop SUPRA 42 mroiima

Ayamo KOJIOHKH

Onepanuonnas cucremMa Windows 7 Pro 32 bit

Microsoft Office 2010 Standard

7zip, Aimp, Audacity, 360 Total Security Essential, CCleaner

CDBurnerXP, PDF-XChange Viewe, PotPlaye, JRE, LibreOffice,

Microsoft. NET Framework, Google Chrome, Firefox,Paint.NET,



The GIMP,Double Commander.

3.2. UndopmanmonHoe odecneyeHne 00y4eHus
OcHoBHas TuTepaTypa:

1. Ky3nenoBaT.B. JlokymeHTanmonHoe obecrnieueHue ympasiaeHus:yue0. mocodue mis CIIO -2-e
usn.,mepepad. u  gon. —-M: HMH®PA-M,2020.-304c. —-ISBN  978-5-16-013913-5. -
URL:http://znanium.com/catalog/product/1070624

2. Kopuee W.K. JlokymeHnramuonHoe obOecredeHue ympaBieHus+ TecThl B DbC:Yueb. u
npaktukym mis CIIO. -2-e uzn.,nepepad. u gon. —M:FOpaiit,2019.-384c. —ISBN 978-5-534-05022-
6. —URL:https://urait.ru/bcode/415635

3. bacakoB M.U. JlokymeHTanmnoHHOe oOecnieueHue yrpapieHus:ydeOnuk mia CIIO -2-e
W3, ACTIp. u JIOII. —PocroB-Ha-[lony:®@ennkc,2019.-352c¢. —Pexum
noctymna: URL:http:biblioclub.ru/index.php?page+book&id+271490

JononHuTenpHas IUTeparypa:

1. Jopoununa JI.A. JIokymMeHTallMOHHOE oOecrieueHue yrnpapieHus:yueo. u npaktukym i CI1O —
M: IOpaiit,2019.-233¢c. —-ISBN 978-5-534-05783-6. —URL:https://urait.ru/bcode/415701

2. Ky3suenmo W.H. JlokymeHTanmoHHoe  oOecrieueHue yrpaBieHUs. JJOKyMEHTOOOOPOT W
JIEJIONIPOU3BOJICTBO: Yue0. IS BYy30B.-2-€ U3, mepepad. u noir.-M.: FOpaiit, 2020

Oobecneuenne 00pa3oBaTeJbHOI0 NPOLECCA 3TEKTPOHHO-0M0IHOTEYHBIMH CHCTEMAMMU.

1. Tlopran BpsiHckOTO rocynapcTBeHHOTO arpapHoro ynusepcutera Pasznen «Hayunas

oubmmoreka» [lonHoTekcToBBIe JOKyMeHTHI hitp://www.bgsha.com

NC «EmuHoe 0KHO 1ocTymna K 00pa3oBaTenbHbIM pecypcamy». PenepanbHOro areHTCTBa 1Mo

oOpazoBanwrio http://window.edu.ru

DeKTpOHHO-OMOIHOTeUHas crucTeMa u3aTeabcTBa «Jlauby http://e.lanbook.com/

baza nannbix «Aii [Tu p Memuay http://www.iprbookshop.ru/

DnekTpoHHO-0uOMHoTeuHas cuctema «MHO®OPMHMO» www.informio.ru

DnekTpoHHO-0MOIMoTeuHas cucrtema «AgriLiby» http://ebs.rgazu.ru/

DneKTpoHHO-01OIMoTeyHast cucteMa "HarponansHelii udposoit pecype "PYKOHT"
http://rucont.ru

8. DnekrponHO-0MOMMOTeuHast cucrema "BOOK.ru" https://www.book.ru/

N

Noobkow

3.3. Ucnosib30BaHNe AKTHBHBIX M HHTEPAKTHBHBIX (OPM NpOBeieHUs 3aHATHI

B neax peajln3auu KOMIIECTCHTHOCTHOI'O moJaxona, IJIsA (I)OpMI/IpOBaHI/ISI U pasBUTUA O6IJ_II/IX n
HpO(I)CCCI/IOHaJ'IBHBIX KOMHCTeHL[I/II‘/JI o6y11a101u14xc;1, B I[IpoHecCcc M3YyUYCHUA  OUCHUIIIMHBI
HCIIOJIB3YIOTCA CICAYIOINC aKTUBHBIC U HHTCPAKTUBHBIC (1)OpMI)I IIPOBCACHUA 3aHSITHI: JUCKYCCHUHU,
I(pyTJ'ILII\/'I CTOJI1, HpO6JICMHBIC JICKOUH, aHAJIN3 KOHKPCTHBIX CHTyaHHﬁ, pPCIICHUC CUTYAlIUOHHBIX U
IMPON3BOJACTBCHHBIX 3a/1a4, IMPE3CHTAIHU.

4. KOHTPOJIb 1 OHEHKA PE3VJIbTATOB OCBOEHUSA JUCIIUITJIMHBbI


http://www.bgsha.com/
http://window.edu.ru/library
http://e.lanbook.com/
http://e.lanbook.com/
http://www.iprbookshop.ru/
http://ebs.rgazu.ru/
http://rucont.ru/
https://www.book.ru/

KoHTpoJib M o1leHKa pe3ynbTaTOB OCBOCHUS IUCHUIUIMHBI OCYIIECTBIISIETCS TPENo1aBaTesieM
B IIPOLIECCE MPOBEICHUS MPAKTUUECKHUX 3aHATUHN U Ta0OPaTOPHBIX paboT, TECTUPOBAHUS, a
TaK)Ke BBIMOJTHCHUS 00YJIAIOIIUMUCS WHIANBUIYAIBHBIX 3aJIaHUH, IIPOCKTOB, UCCIICIOBAHMIA.

Pe3ysabTarsl 00yyeHus
®opmMbI U METOAbI KOHTPOJISI M OLIEHKHU

pe3yJbTaTOB 00yUYeHHUst
(ocBOEHHBbIE YMEHMSI, YCBOCHHbIE 3HAHMS)

yMeThb:

0OpMIIATH TOKYMEHTAIIUIO B COOTBETCTBHH C OKCIePTHOE 3aKIIOYCHUE IPAKTHICCKUX

HOpPMAaTUBHOH 0a30M, B T.4. ¢ 3aHATHH;

MCIOJIb30BaHNEM YHHU(PHUIIMPOBAHHBIX (hopm
Amnanu3 penieHus Ipou3BOCTBEHHBIX U

KYMCHTOB,
JOKYMEHTOB, npoOJIEMHBIX 3a/1a4;

HCIIOJIb30BATh TCICKOMMYHUKAIITUOHHBIC
TEXHOJIOTHUH B 3JICKTPOHHOM

JOKYMEHTO000POTE; OneHka BBINOJIHEHUSI IPAKTUYECKUX 3a]IaHUM;
MCIOJIb30BaTh YHU(DUIIMPOBAHHBIE (POPMBI aHAIIN3 PEIICHHs IPOOIEMHBIX CUTYaIlHii;
JOKYMEHTOB;

YcTHBIN 0IIpoc;

OPraHU30BBLIBATH COOCTBEHH
p yIo 9KCHCpTHO€ 3aK/JIFOYCHHC 110 HAITUCAHHUIO

JACATCIIBbHOCTD, BI)I6I/IpaTI) THUIIOBBIC MCTO/bI 1

JIOKJIaJIOB;
CI10COOBI BHIMOIHEHHS IIPOPECCHOHAIBHBIX
3a/1a4, OIICHUBATh UX YPPEKTUBHOCTD U TecTupoBanue;
KauyecTBO.
COCTaBIIATh, OPOPMIISATH ¥ BECTH ydET IucpmenHblit onpoc;
JIOKYMEHTOB;

’ Ananu3 pedeparos;

3HATD:

MOHATHUE, LEJHU, 33/1a4H U TPUHIIMIIBI
JIeJIONPOU3BO/ICTBA;

OCHOBHBIE MTOHSTHS JOKYMEHTAIIHOHHOTO
oOecrnieuyeHus yrnpaBIeHUS;

CHCTEMBI JIOKYMEHTAIIHOHHOTO 00eCTIeYeHNUS
yIIpaBTeHUS: AHanm3 cOCTaBIICHUS CXEM;
KJIacCU(UKALUIO TOKYMEHTOB;
TpeOoBaHUS K 0O()OPMIIEHHUIO TOKYMEHTOB,
MOPSAOK U MpaBUJIa COCTABICHUS U
oopMIIeHHs OpTraHU3aIMOHHO-
PacCIOpPSIIUTENBHBIX U CIIPAaBOYHO- AnbdepeHunpoBaHHbIii 3a4eT
MH(POPMAIIMOHHBIX JOKYMEHTOB;

MpaBHjIa MEPBUYHOTO JJOKYyMEHTO000pOTa,
y4yeTa U OTYETHOCTH;

npueM, 00paboTKy, perucTpanuio, KOHTPOJIb,
XpaHeHHEe, HOMEHKJIATypy JIe.




