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1. TACIIOPT PABOYEHN MPOI'PAMMBI JUCHUITIIUHBI

OI1.09. loxymeHTALIHOHHOE O0ecIieYeHre yIpaBJIeHUs
1.1. Obs1acTh NPMMEHEHHUS TPOTPAMMBI

Pabouas nporpamma JIUCHUIUIMHBI SBJISIETCS YacThIO MPOTPaMMbl TOATOTOBKU
CHeuuanucToB cpegHero 3seHa B coorsercTBrM ¢ PI'OC (mpuka3 MunucrepcTsa o0pa3oBaHus U
Hayku oT 07.05.2014 Ne 463) no cnenmansHocT 35.02.14 OxoTOBEIeHNE U 3BEPOBO/ICTBO,
BXOJsIEH B yKpyIHEHHY0 rpynny crnenuansHocteil 35.00.00 Cenbckoe, IeCHOE U pbIOHOE
XO35UCTBO.

1.2. MecTo TUCHUNJIMHBI B CTPYKTYPe OCHOBHOI1 npodeccMoHAIbHOMH 00pa3oBaTeIbHOM
NMPOrpaMMmbI:

[Tpodeccronanbhblil nuki. O6menpodeccuoHaIbHbIe AUCIHUILIHHBI
1.3. Ilesn u 327244 JMCUMILVIMHBI — TPEOOBAHMSA K Pe3y/JIbTaTaM O0CBOCHMS IMCUMILINHBI:

C uenpio oBnajeHus MPOQPECCHOHATLHBIMU KOMITETCHITUSAMU 00yJatOIIUiCs B X0O€
OCBOCHUS yUCOHOW JUCIMILINHBI JOKCH:
yMeThb:
- 0OPMJIATH IOKYMEHTAIIMIO B COOTBETCTBUU C HOPMATHBHOM 0a30M, B T.4. C - HCIIOJIb30BAHUEM
YHU(DUIIUPOBAHHBIX (POPM TOKYMEHTOB;
- ACIIOJIb30BaTh TEJICKOMMYHHUKAITMOHHBIC TEXHOJOTHH B 3JIEKTPOHHOM JIOKYMEHTO000POTE;
- ACTIOJIb30BaTh YHU(PHUIIMPOBAHHBIC ()OPMBI IOKYMEHTOB;
- OpPraHU30BBIBATh COOCTBEHHYIO JCATECILHOCTD, BHIOUPATh TUITOBBIC METOJIBI M CITOCOOBI
BBITIOJTHEHHSI MPO(ECCHOHABHBIX 33/1a4, OIICHUBATh UX dPPEKTUBHOCTHh U KAYECTBO.
- COCTaBJIATh, OPOPMIIATH U BECTH YUET JOKYMEHTOB;

3HATh:

- IOHATHE, LIEJIH, 3a7a491 U IPUHLUIIBI 1EeJI0IPOU3BOJICTBA;

- OCHOBHBIE MOHATHS JJOKYMEHTAIMOHHOTO 00eCeUeHHs yIpaBIeHuU;

- CUCTEMBI JJOKYMEHTAIMOHHOTO 00ECTICYeHHS YIIPaBIICHUS;

- KJIaCCU(PUKALIUIO IOKyMEHTOB;

- Tpe6oBaHUs K 0()OPMIICHHUIO JTOKYMEHTOB, TIOPSIIOK | ITPAaBHJIa COCTABICHUS M 0(OPMIICHUS
OpraHU3aLMOHHO-PACIOPSAUTENBHBIX U CIIPABOYHO-UH(OPMAILIMOHHBIX JOKYMEHTOB;

- IpaBWJIa IEPBUYHOTO TOKYMEHTOO00pOTa, yU€Ta U OTYETHOCTH;

- IpueM, 00paboTKy, perucTpaLuio, KOHTPOJIb, XpaHEHUE, HOMEHKJIATypy Jell.

B pe3yibTaTe OCBOCHUA AUCHUIIIINHBI 06y‘laIOIJ_II/ICC$I HpI/IO6pCTaIOT npaKanecxnﬁ OIIBIT B:
COCTaBJICHUU, O(bOpMJIeHI/II/I " BCACHUU y4€Ta JOKYMCHTOB.

1.4. KosiuuecTBO 4aCOB HA OCBOEHHE MPOrpaMMbl THCHHMIJIUHBI:
MaKCUMaJIbHOW Y4eOHOM Harpy3Kku oOydaromerocs 54 yaca, B TOM YHCIIe:
00s13aTeNIbHON ayJTUTOPHOM yueOHO# Harpy3ku obyyaromerocs 36 4acos;
CaMOCTOSITENIbHON paboThl oOyuaromierocsi 18 yacos.



2. CTPYKTYPA U COJAEP)KAHUE YYEBHOM JUCIHUILIAHBI

2.1. O0beM JUCHUIIMHBI U BUbI y4eOHOH padoThl

Bupa yueOHo# padoThI Oobvem uacos
MakcumasnbHas ydyeOHasi Harpy3ka (Bcero) 54
Oo0s3aTesqbHAst ayIUTOPHAs YueOHAasA HArpy3Ka (Bcero) 36
B TOM YHCJIE:
MPAKTUYECKUE 3aAHATUA 16
CamocrosiTesbHasi padoTa o0yuaromerocs (Bcero) 18
HUmoeosas ammecmayus 6 chopme JJugpgpepenyuposannozo 3auema

Peanmzamust  paboueil  mporpaMMmbl  NpeAycMaTpuBaeT B LENAX — pealiu3aluu
KOMIIETEHTHOCTHOT'O IIOJIX0/1a:

-HCIIONb30BaHUE B O0pa3oBaTeIbHOM MPOLECCe AKTHUBHBIX M HHTEPAKTHUBHBIX (HopM
IIPOBEJEHUS 3aHATHH (KOMIBIOTEPHBIX CHUMYJISILUM, AEIOBBIX M POJNEBBIX HUIpP, pa3dopa
KOHKPETHBIX CHUTYyallMif, MCUXOJOTMYECKUX M HHBIX TPEHHUHIOB, TPYNIOBBIX TUCKYCCHI) B
COYETaHMH C BHEAyIUTOPHOH paboToil s (GOpPMHPOBAHMS H PA3BUTHA OOIUX U
poecCHOHATBHBIX KOMIETSHIIUN 00yUaromnuXcs;

-BBITIOJTHEHNE O0ydYaromMMUCs Ja0OpaTOPHBIX M TPAKTHYECKUX 3aHSATHHA, BKIIOYAs KaK
00si3aTeNbHBI KOMIIOHEHT TPAaKTUYECKHWE 3aJaHusl C HUCHOJIb30BAaHHUEM IEPCOHATBHBIX
KOMITBIOTEPOB
- yeTKoe (popmynrpoBaHue TpeOOBAHUHN K Pe3yIbTaTaM UX OCBOCHHS: KOMIIETCHIIUSM,

nproOpeTaeMoMy MPAKTUYECKOMY OMBITY, 3HAHUSIM U YMEHHUSIM.



2.2. TemaTnueckuii JIaH U copep:xkanne Jucuumauabl OI1.09. lokymMeHTanimoOHHOE o0ecnieueHnsl YIIPaBJIeHHS

HaumenoBanue Coaepixkanue yueOHOro MaTepuasa, 1a00paTopHble U NPaAKTHYeCKHe padoThl, OGnem 9aCoB YpoBenn
pa3iesioB M TeM CaMoOCTOsITe/IbHAsE padoTa 00y4aImuxcs, KypcoBasi padoTt (mpoeKr) 0CBOEHMSI
1 2 3 4
Pazpeu 1. Oprasn3anus JOKYMEHTAIHOHHOTO o0ecneYeHus YIIPaBJIeHHA 36
Tema 1.1. ConepxaHue y4eOHOro MaTepuaJia 12
JoxkymentupoBanue | 1 | Jlemonpou3BoaACTBO, KakK o/1HA U3 GYHKIUHN YIIpaBICHUS 2 2
ylpaBJieH4YecKoii CocTaB yIpaBJI€HYECKUX JOKYMEHTOB.
AeATEeJbHOCTH YHudukauus u cTanIapTu3aius J0KyMeHTOB.
Ctpykrypa v QGYHKIIUHU CITY>KO JTOKYMEHTAIIMOHHOTO 00ECIICUSHHUS.
2 | OOue HOpMBI U ITpaBHiIa 0(OPMIIEHUS TOKYMEHTOB 2

®dopmaTsl Oymaru.

OdopmiieHne MalIMHONKUCHON CTPaHUIIBI.

Hopwms! 1 npaBuia opopmiieHHs: JOKYMEHTOB.

[TonsATHE O peKBU3UTAX JOKYMEHTOB M MIPAaBUIIA UX OOPMIICHUS.
CocTaB 1 XapaKTepUCTHKA CUCTEM JOKYMEHTAIUH.
CripaBo4HO-HH(OPMAIIMOHHBIE TJOKYMEHTHI M ITPaBHUiIa UX 0(OpMIICHUS

3 | Opranu3aimoHHO-pACTIOPSIANTENbHAS TOKYMEHTAIIHS. 2
Bupl opranu3anioHHO-pacHoOpsSIIMTENbHBIX TOKYMEHTOB. [IpaBuiia cocTaBieHus u
ohopMIIeHHSI OPTraHU3AIMOHHBIX TOKYMEHTOB.

CocraBienusi, 0pOpMIICHUE U YTBEPKICHHE OPTaHU3AIMOHHBIX TOKYMEHTOB.
Cocrasnenne u opopmiieHHE pPacTIOPAAUTEIFHON JOKYMEHTAUH

Vcnonp3oBanue yHUPHUIUPOBAHHBIX (POPM JOKYMEHTOB.

4 | CnpaBoyHO-MH(OPMAIIMOHHBIE IOKYMEHTHI M TIPaBHJIa UX 0hopMIICHUSI. 2
Bunsl cipaBoYHO-MH(POPMALIMOHHBIX TOKYMEHTOB.

[IpaBuna cocrapneHus: 1 0(hOpMIICHHUS O CIIPABOYHO-UH(POPMAIIMOHHBIX TOKYMEHTOB.
JIOKyMEHTBI 110 paboTe KOJUIETHAIBHBIX OPTaHOB.

IIpaBuna cocrapnenust 1 0hopMIECHHUS MPOTOKOJIOB

5 | Beitaya konui JOKYMEHTOB. 2
Bunel konuii. [IpaBumna BbI1auM KON JOKYMEHTOB.
6 | KagpoBble 1OKyMEHTBHI. 2

Bubl kKanpoBbIX TOKyMEHTOB.
[Tops ok oopmileHns: JOKYMEHTOB NP NpUeMe Ha paboTy




akTuueckue 3aHaTusa NelNe2 Ne3 Ne4 NeSNe6

CocraBnenue 1 opopMIIeHHE OPraHU3alMOHHO-TIPABOBOM JJOKYMEHTAIUH.

CocraBnenue u ohopmiIeHHE pacIOPSAIUTENbHBIX JOKYMEHTOB.

CocraBnenue u opopmiIeHHE CIIPABOYHON JOKYMEHTAIUH.

CocraBnenue u opopmiIeHUE OCHOBHBIX BUIOB JOTOBOPOB.

[Topsox oopmiieHns: JOKYMEHTOB IIPH MpueMe Ha padoTy.

O\Lh-lkb)l\)»—au

Byxrantepckas 1 prHaHCOBO-pacueTHast JOKYMEHTALHSL.

12

CamocrosiTesibHAasi padoTa: BHINOJHEHUE JOMAITHUX 3a/laHui 1o Teme 1.1.

IIpumepHasi TeMaTHKA BHEAYJUTOPHOH CAMOCTOATEIbHONH padoThl

[ToaroroButs HoKnam, pedepar, COOOMIEHUS 110 BOIIPOCAM: COCTABIICHHE IMTPOCKTOB JOKYMEHTOB.
3anoaHUTh CIIEAYIONIYIO OJTaHOYHYIO JJOKYMEHTAIUIO: TPYIOBOM KOHTPAKT, IPETEH3HUI0, TOTOBOD,
MIPOTOKOJI BRIMMCKY U3 MPHKa3a, MIPOTOKOJIA.
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Tema 1.2.
Opranuzauus
padoThI ¢
JOKYMEHTaMM

Copep:xxanue y4e0HOro MaTepuaJia

1

Opranusanus paboThI ¢ TOKYMEHTaMHU.
[Tpuem, oOpadoTka, perucTpamnus, pacCMOTpeHHe 1 UconHeHne. [lepenada JOKyMEHTOB
BHYTPH OpraHU3alMU. Y4eT TOKYMEHTOB. KOHTpOJIb NCTIONTHEHNUS TOKYMEHTOB.

CI/ICTeMaTI/ISaI_II/IH " XPAaHCHUC JOKYMCHTOB.

dopmupoBaHUe Jel U MMOATOTOBKA JIEJl K XPaHEHHUIO.
TpeboBanust k HOpMUPOBAHUIO JIEI.

Cucrtemaru3zanysi JOKYMEHTOB M ITOATOTOBKA JIEJI K XPaHEHUIO.
[TonmuBka u neperuieT aena.

XpaHeHue JOKYMEHTOB.

OpraHmauI/m OIICPAaTUBHOI'O XpaHCHUSA JOKYMCHTOB

TpeboBaHMs K OpraHU3aLUU XPAHEHUS UCIIOJTHEHHBIX JIOKYMEHTOB.
dopmupoBaHue U MOATOTOBKA JIEN K XPAaHEHHUIO.

TpeboBanust K QOPMUPOBAHUIO €T

Paborta ¢ koHpUIECHIIMATBHBIMH JJOKYMEHTAMH.
3aKpbITOE JETONPOU3BOACTBO. Y POBHH KOH(DHUACHIIMATBHOCTH.
Opranuzanus padoThl ¢ KOHQUICHIMAIBHBIMA JOKYMEHTaMH

IIpakTnueckue 3ansiTus Ne7Ne8

1 \ Opranuzanus nepBuYHON 00pabOTKH TOKYMEHTOB.




ITpuem, 06paboTka, peructpanys, KOHTPOJIb UCIOTHEHUS TOKYMEHTOB.

2 | 3aroJIHEHUE PErUCTPALMOHHBIX KAPTOUEK, KYPHAJIOB PErUCTPALIUN JOKYMEHTOB.
Vcnonp30BaHne TEIEKOMMYHHUKAIMOHHBIE TEXHOJIOTHH B DJIEKTPOHHOM JIOKYMEHTO000pOTe

CamocrosiTesibHAsi padoTa: BHINOJHEHUE JOMAITHUX 3aJIaHuH 110 Teme 1.2.
CocTaBUTbh ONOPHBIN KOHCIEKT NEPBUUYHOM 00paOOTKH MOCTYNAIOLIUX B OpraHU3aIUI0
JTIOKYMEHTOB.

3anoJHUTh PETUCTPALIMOHHO-KOHTPOJIBHYIO KapTOUKY.

Bcero:

54




3. YCJIOBUA PEAJIM3AIUU ITPOT'PAMMBI TUCHUTIJIMHBI

3.1. TpeGoBaHusi K MUHUMAJBLHOMY MATEPUAIBLHO-TEXHHYECKOMY 00ecrevdeHn 10

Peanuzanus mporpaMmbl TUCHUILIMHBI TpeOyeT HaIW4usi y4eOHOro kabuHeTa MH(POPMAIMOHHBIX
TEXHOJIOTHH B podeccuoHanbHOM nesrenbHocTH Nel(

- KOMIIBIOTEPHBIN KJIAcC C JIMIIEH3WOHHBIM TPOTPAaMMHBIM OOCCIICYCHHEM M MYJIbTUMEIUHHBIM
MIPOEKTOPOM;

- TEXHUYECKHE CPEACTBA OOYUCHHUS:

Cucremusnii 6110k (10 mrt.): Intel Core 2 Duo 2.6 Ghz (E 5300), 2048 Mb DDR2, HDD 250 Gb,
DVD/RW

MonwuTtop (10 mT.): LG Flatron W1943C

Cucrtemnsrii 6;10k: Intel Core 2 Duo 2.6 Ghz (E 5300), 2048 Mb DDR2, HDD 250 Gb, DVD/RW
MonuTtop: LG Flatron W1943C

[Ipuntep Samsung ML-1640

Ckanep HP Scanjet G2410

AyJro KOJTIOHKH

Onepanuonnas cucreMa Windows XP Pro 32 bit

Microsoft Office 2010 Standard

Microsoft Access 2010

Microsoft Project 2010

1C: byxrantepus 8 yueOHast Bepcust

1C: byxrantepus 8.1 yueOHas Bepcus

1C: byxrantepus 8.2 yueOHasi Bepcus

Visual Studio 2005

Net Cracker Pro 4.1

Microsoft SQL Server 2005

KOMIIAC-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

[Tomemenne st caMOCTOATENBHON paboThl (OMOTMOTEKA, YMTAIBHBIA 3a] C BBIXOJOM B CETh
WutepHer)

Cuctemnsiii 60k(6mT.): Intel Core 2 Duo 2.5 Ghz (E 5200), 2048 Mb DDR2, HDD 250 Gb,
DVD/RW

Monutop(6 mt.): BENQ E910

Cucremusrii 6510k: Intel Core 2 Duo 2.53 Ghz (E 7200), 2048 Mb DDR2, HDD 120 Gb, DVD/RW
MonwuTtop: Acer V226HQL

M®YV: Canon IR 2520

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

Cxkanep Canon CanoScan LIDE 25

Tenesuzop SUPRA 42 mroitma

Ayauo KOJIOHKH

Oneparnmonnas cuctema 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. UudopmanuonHoe odecrieyeHne 00yueHust
OcHoBHas auTeparypa:

1. Ky3unenosaT.B. [lokymeHTanimonHoe oOecrnedeHue yrpaBieHus:y4ued. mocooue mims CIIO -2-e
u3n.mepepadb. u gon. —-M:  HMH®PA-M,2020.-304c. -ISBN  978-5-16-013913-5. —
URL:http://znanium.com/catalog/product/1070624

2. Kopuees WM.K. JlokymeHTanmoHHoe oOecrieueHue ympasineHusi+ Ttectsl B ObC:Yueb. u
npaktukym s CIIO. -2-e uzn.,nepepa6d. u gon. —M:FOpaiit,2018.-384c. —-ISBN 978-5-534-05022-
6. —“URL:https://urait.ru/bcode/415635

3. bacakoB M.U. JlokymeHTanmoHHOEe obOecrneueHue yrpasiaeHus:yueOHuk s CIIO -2-e
W31, UCIIp. u JIO1I. —PoctoB-Ha-/lony:®enukc,2018.-352c. —Pexum
noctymna: URL:http:biblioclub.ru/index.php?page+book&id+271490

JlononHuTenbHas IMTeparypa:

1. oponuna JI.A. JlokymeHTalimoHHOE oOecTieueHne ymnpapiieHus:yue6. u npaktukyMm ais CI1IO —
M: FOpaiit,2018.-233c. -ISBN 978-5-534-05783-6. —URL:https://urait.ru/bcode/415701

2. KysnenoB W.H. JlokyMeHTanmnoHHOE  oOecrniedyeHue ympaBieHHus. JOKyMEHTOOOOpOT w
JEIONIPOU3BOICTBO: yuel. JUIsl By30B.-2-€ U3, mepepald. u nor.-M.: FOpaiit, 2018

OobecneueHue 06pa3oBaTEJBLHOI0 MPOLECCA JTEKTPOHHO-0MOIHOTEYHBIMH CHCTEMAMHU.

1. Tloprtan bpsHckoro rocygapcTBEHHOro arpapHoro yHuBepcureta Paznen «Hayunas
oubmmoreka» [lomHOTEKCTOBBIE MOKYMEHTHI http://www.bgsha.com

2. UC «Enunoe okHO JocTyna K 00pa3oBaTeabHbIM pecypcamy». denepanbHOro areHTCTBa 1o

obpazoBanwrio http://window.edu.ru

DNeKTpOHHO-O0MOMHOTeYHas cucTeMa u3narenbcrBa «Jlanby http://e.lanbook.com/

baza nanubix «Aii [Tu Op Menuay» http://www.iprbookshop.ru/

OnexkTpoHHO-O0nbnHoTeunas cucreMa « MHO®OPMUNO» www.informio.ru

DnexTpoHHO-0nbMMoTeuHas cucreMa «AgriLiby http://ebs.rgazu.ru/

DnekTpoHHO-O0nbnmroTeuHas cucteMa ""Harmonanbubid 1udposoit pecypc "PYKOHT"

http://rucont.ru
8. DnextponHo-OmOMmMoTeyHas cuctema "BOOK.ru" https://www.book.ru/

Nk Ww

3.3. Ucnosib30BaHHe AKTHBHBIX M HHTEPAKTHBHBIX (OPM NpoOBeAeHUs 3aHATHI

B mensx peanmuzanuy KOMIIETEHTHOCTHOTO MOJXOJa, A (OPMHUPOBAHUS W Pa3BUTHUA OOIIMUX U
npo(eCCHOHATBHBIX ~ KOMIIETEHIIMM  OOydarlomuxcs, B MPOLECCe U3YYCHHUS JUCIUTUTHHBI
UCIIOJNIB3YIOTCS CJIEIYIOIINE aKTUBHBIE M MHTEPAKTUBHBIE (POPMBI TPOBEICHUS 3aHATUI: JUCKYCCHUH,
KPYTJIBIM CTOJ, MPOOJIEMHBIE JICKIIUU, aHAJIU3 KOHKPETHBIX CUTYyallui, pelIeHUEe CUTYallMOHHBIX U
MIPOU3BOACTBEHHBIX 3a/1a4, MPE3CHTALUU.

4. KOHTPOJIb 1 OHEHKA PE3YJIbBTATOB OCBOEHUA JUCIIUIIJIMHbI


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/

KoHTpoJb 1 oleHKa pe3yJbTaTOB OCBOEHUS TUCIUIUIMHBI OCYIIECTBISETCS MPENoaaBaTeeM
B IIPOLIECCE MPOBEACHUS MPAKTUUECKHUX 3aHATUI U Ta0OPaTOPHBIX padOT, TECTUPOBAHHUSA, a
TaK)Ke BBIMIOJTHCHUS 00YJIAOIIMMUCS WHANBUIYAIBHBIX 3a/IaHUH, IIPOCKTOB, UCCIICIOBAHUIA.

PesyabTaTsl 00yyeHus
®opMBbI M METOABI KOHTPOJISI M OLIEHKH

pe3yJbTaTOB 00yUeHHs
(ocBOeHHBbIE YMEHMSI, YCBOCHHbIE 3HAHMS)

yMeTh:

0OPMIIATE TIOKYMEHTAIIHIO B COOTBETCTBUH ¢ | JKCIICPTHOC 3aKIFOYCHNE MPAKTHIECKUX

HOPMAaTHBHOM 0a30if, B T.4. C 3aHATHH;

HCIIOJIb30BaHUEM YHU(DHUIIMPOBAHHBIX (OPM
Ananns pemieHus NpPpOU3BOJACTBCHHBIX U

OKYMCHTOB,
AOKY i HpO6J’I€MHBIX 3a1a4,

HCIIOJIb30BATh TCIICKOMMYHUKAIIMUOHHBIC
TCXHOJIOTHUHU B 3JICKTPOHHOM

JOKYMEHTO000pOTE; OneHka BBINOIHEHUS TPAKTUYECKUX 3aJJaHUl;
UCIMOJIb30BaTh YHU(PHUIIMPOBAHHBIE (POPMBI aHaIIN3 PELICHHs MPOOIEMHBIX CUTYAIIHiA;
JIOKYMEHTOB;

Y cTHBIN o1poc;

OpPraHHU30BLIBATH COOCTBEHH
p yro 3KCHCpTHOC 3aKIIFOYCHUEC 110 HAITMCaAHHIO

JACATCIBHOCTD, BI)I6I/IpaTI) THUIIOBBIC ME€TO/bI U

JOKJIaJI0B;
CIIOCOOBI BBIITOJTHEHUS PO ECCHOHATBHBIX
3aj1a4, OLICHUBATh UX YPPEKTUBHOCTH U TectupoBanue;
Ka4eCTBO.
COCTaBIISATh, OPOPMIISATH U BECTH YUET HncpMeHHsIi ompoc;
JTOKYMECHTOB;

Amnanus pedepartos;
3HATh:

TIOHSITHE, TSN, 33]]a91 U TPUHITUTIBI
JIeNIOTPON3BO/ICTBA;

OCHOBHBIE MTOHSTHSI IOKYyMEHTAIIMOHHOTO
oOecrieueHus yrnpaBJieHHUs;

CUCTEMBI IOKYMEHTAIIMOHHOTO 00ecTIeueHUs
VIIpARICHHS; AHanu3 cOCTaBIIECHUS CXEM;
KJIaCCU(UKALIUIO TOKYMEHTOB;
TpeboBaHus K 0(hOPMIICHUIO TOKYMEHTOB,
MOPSATIOK U MpaBUJIa COCTABIICHUS U
o(opMIIEHHUST OpTraHU3AIIMOHHO-
pacnopsaAUTENIbHBIX U CIIPABOYHO- AnddepeHnnpoBaHHbIiT 3a4eT
WH(GOPMALIMOHHBIX IOKYMEHTOB;

npaBuiIa MEPBUYHOTO JTOKYMEHTO000pOTa,
ydera ¥ OTYETHOCTH;

npueM, 00paboTKy, perucTpanuio, KOHTPOJIb,

XpaHeHue, HOMEHKJIATypy JAedl.




