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1. MACHIOPT PABOYEM ITPOI'PAMMBI JUCIIUTIJIMHBI
Orco. 05. JlokymMeHTAaMOHHOE 00ecTieYeHre YIIPaBJIeHUs

1.1. O0sacTh NpUMEHEHHsI POTrPAMMBI

Pabouas mporpamma muctummmasl OI'CD. 05.  JlokymeHTanmuoHHOE oOecreueHne
YOpaBICHUS  SABJISIETCS YAcCThIO IMPOTPaMMBbI TOJTOTOBKH CIICIIMAIIMUCTOB CPEIHEr0 3BEHA B
coorBercTBUU ¢ PI'OC mo cnemumansHocTH (cneruanbHocTsiM) CIIO  35.02.15 Kunonorus
(mpuka3 MunuctepcTBa oopazoBanus u Hayku oT 07.05.2014 Ne 464) Bxoasiieii B yKpyITHEHHYIO
rpymy cnenuaibHocTeit 35.00.00 Cenbckoe, 1eCHOE U PHIOHOE XO3SICTBO

1.2. MecT0 JAUCHMIUIMHBI B CTPYKTYpe OCHOBHOH TMPo(hecCHOHAIbHOM
o0pa3oBaTe/IbHOM MPOrpaMMbI:

00IIMI TYMaHUTAPHBIN U COIUATLHO-DKOHOMUYECKHH ITUKIT

1.3. Heau u 3agayud AUCHUIJIMHBI — TPeOOBaHMS K Pe3yJbTaTaM OCBOEHUS
AUCHUIIMHBI:

C penpio oBnaseHus Npo(hecCHOHAIBHBIMU KOMIIETEHLUSAMHU OOydaroluiics B Xoje
OCBOEHUS yUYE€OHON AUCLUITIIMHBI JOKEH:
yMeThb:
- 0(bOpMJISATH JOKYMEHTAIMIO B COOTBETCTBUU C HOPMATUBHOM 0a30M, B T.4. C - UCIIOJIb30BaHUEM
YHU(PULIUPOBAHHBIX (POPM TOKYMEHTOB;
- MCI0JIb30BATh TEJIEKOMMYHHUKAIIMOHHBIE TEXHOJIOTUH B 3JIEKTPOHHOM JIOKyMEHTOOOOPOTE;
- UCTOJIb30BaTh YHU(UIIMPOBAHHBIE ()OPMBI JOKYMEHTOB;
- OpraHH30BbIBaTh COOCTBEHHYIO JI€ATEIbHOCTb, BBIOMpAaTh THUIIOBBIE METOJBl M CIOCOOBI
BBINOJIHEHUS TPO(ECCHOHATIBHBIX 3a/1a4, OLIEHUBATh UX dPPEKTUBHOCTb U KaUECTBO.
- COCTaBIIATh, OPOPMIIATH U BECTH YUET JOKYMEHTOB;
3HATh:
- IOHSATHE, LEJH, 33]Ja4H U IPUHLIUIIBI 1€JI0NPOU3BO/ICTBA;
- OCHOBHBIE MMOHATHS JOKYMEHTAIMOHHOTO 00eCTIeYeHHs yIpaBIeHUS;
- CUCTEMBI JJOKYMEHTAIlMOHHOT'O 00ECIIeUeHNs yIPaBIICHHUS;
- KJIaCCU(IUKALIUIO IOKyMEHTOB;
- TpeOoBaHUs K OQOPMIIEHUIO JTOKYMEHTOB, MOPSAJOK U IpPaBHUJIA COCTABJICHUA M OGOPMIICHUS
OpraHU3alMOHHO-PACIOPSAUTENBHBIX U CIIPABOYHO-UH(OPMAIIMOHHBIX JOKYMEHTOB;
- IpaBUJIa IEPBUYHOTO TOKYMEHTO000POTA, YUeTa U OTYETHOCTH;
- IpueM, 00paboTKy, perucTpaluio, KOHTPOJIb, XpaHEHUE, HOMEHKJIATYpy el
B pe3ynbraTe 0cBOEHUS IUCHUIUIMHBI 00yYarouifecs MpuoOpeTaroT MPaKTUYECKHUl ONBIT B:
COCTaBJIEHUH, OPOPMIICHUH U BEIEHUH y4eTa JIOKYMEHTOB.

1.4. Kotn4ecTBO 4acoB Ha 0CBOCHHME IPOrPaMMBbI M CHMIIIMHbI:
MakcHMalbHOU yueOHOU Harpy3ku oOydaromierocs 41 4acos, B TOM 4HCIIE:
00s13aTeNIbHON ay TUTOPHOM yueOHOil Harpy3Kku oOyyatomerocs 32 4acos;
CaMOCTOSITeNIbHOM paboThl 0OyyJaromerocs 9 yacos.



2. CTPYKTYPA U COAEP KAHUE JUCIHUIIJINHBI

2.1. O0beM AUCHUIUIMHBI M BUIbI Y4eOHOI padoThl

Bup yueOHo# paGoThI

Oovem uacos

MaxkcuMmasbHasi yueOHasi Harpy3ka (Bcero) 41
Oobs3aTeIbHAA ayAUTOPHAsI Y4eOHAsA HATPY3Ka (BCero) 32
IIpakTyeckue 3aHATHS 12
CamocrosiTesibHas padoTa o0y4yaronerocs (Bcero) 9
Hmozosas ammecmayua ¢ popme [{ughgpepenyuposannozo zauema

Peanuzanust paboueil mporpaMMbl MPeyCMaTPUBAET B IENSAX pean3aluu

KOMIICTCHTHOCTHOI'O I10OAX0A4a:

- UCIIOJIB30BaHUC B O6pa3OBaTeJIBHOM MMpOoICCCC aKTUBHBIX U MHTCPAKTUBHBIX

dbopM mpoBeleHUs 3aHATUN (KOMIBIOTEPHBIX CHUMYJISALMM, JETOBBIX
urp, pasdbopa KOHKPETHBIX CHUTYaIlMi, TMCUXOJOTMYECKUX W HHBIX

U POJIEBBIX
TPEHUHI OB,

IPYNIOBBIX JWCKYCCHH) B COYETAaHHMM C BHEAYJUTOPHOM paboTod s
dbopMHpoBaHUS U Pa3BUTHS OOMMUX U TPO(HECCHOHATBHBIX KOMIETEHIUN

oOyyJarommxcs;

- BBIIIOJTHCHHC O6y‘{aI-OIHI/IMI/ICH Ha60paT0pHLIX N IIPAKTHYCCKUX SaHHTHﬁ,
BKJIIO49as KakK 00s13aTEeILHBIN KOMIIOHCHT IMPAKTHYCCKUC 3aJaHus C

HCIIOJIB30BAHHUCM IICPCOHAJIbHBIX KOMIIBOTCPOB;

- yetkoe (opMynHpoBaHUE TpeOOBaHMM K pe3yJbTaTaM HX OCBOCHUS:
KOMIETEHIIUSM, IPUOOpEeTaeMOMY MPAKTUYECKOMY OIIBITY, 3HAHUSM WU YMECHUSIM.




2.2. TemaTuyeckuii jian u cogep:xkanue qucuumimabl OI'CO. 05. JlokymeHTalIMOHHOE 0OecTeueHrs yIpaBiIeHUs

HaumenoBanue
pa3iesioB M TeM

Coaep:xxanue yueOHOro MaTepHaJia, JJadopaTopHble U MPaKTUHYeCKHe PadoThI,
CaMOCTOSITeJIbHAsI padoTa 00y4alIIMXCs, KypcoBasi padoT (IpPoeKT)

O0BbeM yacoB

YpoBenb
OCBOEHHS

1

2

3

4

Pa3zpmen 1.

Opranun3anus 10KYMEHTAIlHOHHOT0 o0ecnieyeHNsl YIIPaBJIeHUsl

20

Tema 1.1.
JlokymMmeHTHpOBaHME
yIIpaBJIeHYeCKOHI
AeATeIbHOCTH

Coaep:xaHue y4eOHOIro MaTepuaJia

1 | Henompon3BoACTBO, Kak OJIHA U3 (PyHKUUN yrpaBiIeHUS

CocTaB yIpaBI€HYECKUX JIOKYMEHTOB.

YHubukanus u cTanaapTu3aius J10KyMEHTOB.

CtpykTypa v QYHKIIUU CITYKO JJOKYMEHTAIIMOHHOTO 00CCIICUCHHSI.

12
2

2 | OOue HOpMBI U ITpaBUiIa 0GOPMIICHHS JOKYMEHTOB

®opmatsl Oymaru.

OdopmiieHre MalIMHONUCHON CTPaHULIBI.

Hopwmsl 1 mpaBmiia oopMIIeHUS! TOKYMEHTOB.

IToHsATHE O peKBU3UTAX JOKYMEHTOB M IIPAaBUIIA UX OPOPMIICHHS.
CocraB U XapaKkTepUCTUKA CUCTEM JOKYMEHTAIINH.
CrpaBo4HO-HH(OpMAIIMOHHBIE IOKYMEHTBI M ITpaBHUiIa UX 0(OpMIICHUS

3 | Opranu3alnOHHO-PACTIOPAIUTENbHAS JOKYMEHTALUS.

Buasl oprannzanmoHHO-pacnopsAUTENbHBIX JOKyMEeHTOB. [IpaBuita coctaBieHus u
oopmieHHs: OpraHU3aMOHHBIX TOKYMEHTOB.

CocraBnenus, opOpMIIEHHE U YTBEP)K/IEHUE OPTaHU3AIMOHHBIX IOKYMEHTOB.
CocraBieHue 1 opopMIIEHHE PACTIOPAAUTEIBHON JOKYMEHTAIIUH

Hcnonp3oBanre yHUPUIMPOBAHHBIX (POPM IOKYMEHTOB.

4 | CripaBo4HO-UH(OPMAIIMOHHBIE TOKYMEHTHI U ITpaBuiIa UX 0(OpMIICHUS.

Bunpl cipaBouHO-UHYOPMALIMOHHBIX JOKYMEHTOB.

IIpaBuna cocraBieHus: 1 0(OPMIIEHHUS O CIIPAaBOYHO-MH(POPMALMOHHBIX TOKYMEHTOB.
JIOKYMEHTHI 110 paboTe KOJIJIernaibHbIX OPraHoOB.

[IpaBuia cocraieHus: U 0(OpMIIEHHUS IPOTOKOJIOB

5 | Britaya konui JOKYMEHTOB.
Buas! konuid. [IpaBusa Bb11auu KON JOKYMEHTOB.

6 | KagpoBble JOKYMEHTHI.




Buabl kaipoBBIX JOKYMEHTOB.
[Topsnox odopmiieHUs: JOKYMEHTOB IIPH pueMe Ha paboTy

akTuueckue 3aHaTusa NelNe2 Ne3Ned

Cocrasnenue u opopmiieHHEe OPraHU3allMOHHO-IIPABOBON JOKYMEHTAIINH.

Cocranenue 1 oopMIICHUE PACTIOPATUTEIBHBIX JOKYMEHTOB.

Cocrasnenue u opopmiieHHE CIIPABOYHOMN TOKYMEHTALIUH.

Bl w0~

CocraBnenne 1 0()OpMIIEHHE OCHOBHBIX BHJIOB IOTOBOPOB.

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

IIpumepHas TeMaTUKAa BHEAYIUTOPHON caMOCTOATE/ILHOI PadoThI

[ToaroToBuTh AOKIA, pedepar, COOOUIEHHUS 110 BOIIPOCAM: COCTABJICHHE ITPOCKTOB JOKYMEHTOB.
3anoHUTh CIACAYIONIYIO0 OJaHOUHYIO TOKYMEHTALMIO: TPYAOBOM KOHTPAKT, MIPETEH3UIO, I0TOBOP,
MIPOTOKOJI BBIMUCKH M3 MPUKa3a, MPOTOKOJIA.

Tema 1.2.
Opranu3anus
paboThI ¢
AOKYMeHTaMu

Coaep:xxaHue y4eOHOIro MaTepHuaJia

1 | Opranusarus paboThl ¢ JOKYMEHTaMH.
[Tpuem, 06paboTka, peructpanus, pacCMOTpeHue U ucrnonHenue. Ilepegaya 1okyMeHTOB
BHYTpHU OpraHMU3alMu. Y4eT JoOKyMeHTOB. KOHTpOsIb UCTIONHEHNS JOKYMEHTOB.

N Co

2 | Cucremaru3anus U XpaHeHHE IOKYMEHTOB.

dopMHpoBaHUE J1€1 U MOArOTOBKA JI€T K XPAHEHHUIO.
TpebGoBanust kK HOPMUPOBAHUIO JIEII.

CucremaTu3anus 10KyMEHTOB U MOATOTOBKA J€J K XPAaHEHUIO.
IToammBKa ¥ nepervier ena.

3 | XpaHeHHe JOKYMEHTOB.

Opraau3anus ornepaTuBHOTO XpaHEHHUs JOKYMEHTOB

TpeboBaHMs K OpraHU3alUy XPaHEHUS UCIIOJHEHHBIX JOKYMEHTOB.
dopMHpOBaHUE U TTOJTOTOBKA JEI K XPaHEHUIO.

TpeboBanusi K GOPMUPOBAHUIO JIEI

4 | Pabota ¢ KOH(UIEHITHAIBHBIMH IOKyMEHTAMHU.
3aKkphITOE JeNONPOU3BOACTBO. YPOBHH KOH(PHUACHINATEHOCTH.
Opranu3zanys paboTsl ¢ KOHQHUIEHIUATbHBIMU JOKYMEHTaAMH

IIpakTnyeckue 3ansaTus NeSNe6

1 | Oprauuzanus nepBUYHOI 00pabOTKH JOKYMEHTOB.
[Tpuem, oOpaboTKa, perucTpalysi, KOHTPOJIb UCIIOJTHEHHSI TOKYMEHTOB.




2 | 3anoJiHEHUE PErUCTPALIMOHHBIX KAPTOUEK, )KYPHAJIOB PErHCTPaLMU JIOKYMEHTOB.

Hcnons3oBanmne TCJIICKOMMYHHKAIIMOHHBIC TCXHOJIOI'MH B 3JICKTPOHHOM ,Z[OK}’MeHTOO60p0T€

CamocrosiTeibHas padoTa: BHIIIOJHEHUE JOMAIIHUX 3a1aHui 1o Teme 1.2. 3
CocTaBUTh ONOPHBIN KOHCIEKT NEPBUYHON 00pabOTKU MOCTYAIOIIUX B OPraHU3ALUIO
JIOKYMEHTOB.
3aI10JIHUTh PETUCTPALIMOHHO-KOHTPOJIbHYIO KapTOUKY.
Bcero: 41




3. YCJIOBUS PEAJIM3AIIUU ITPOT'PAMMBI TUCHUTIJIMHBI

3.1. TpeGoBaHus K MUHMMAJIBLHOMY MAaTEPUAJIbHO-TEXHUYECKOMY 00ecredeHn 1o
Peanuzanus nporpaMMbl TUCHMIUIHHBI TpeOyeT HaMu4us yueOHOro kabuneTa nH(HOPMAIIMOHHBIX
TEXHOJIOTHH B podeccruoHanbHoi aestenbHocTd Nel(Q

- KOMITBIOTEPHBIN KJIacc ¢ JIMIEH3MOHHBIM MMPOTPAMMHBIM 00€CIIEYCHHEM H MYJIbTHMEIUUHBIM
MIPOEKTOPOM;

- TEXHHUYECKHUE CPEACTBA OOYUCHHUS:

Cuctemnsrii 6510k (10 mmt.): Intel Core 2 Duo 2.6 Ghz (E 5300), 2048 Mb DDR2, HDD 250 Gb,
DVD/RW

MonwuTtop (10 mt.): LG Flatron W1943C

Cuctemnbiii Onok: Intel Core 2 Duo 2.6 Ghz (E 5300), 2048 Mb DDR2, HDD 250 Gb,
DVD/RW

MounuTtop: LG Flatron W1943C

[Ipuntep Samsung ML-1640

Ckanep HP Scanjet G2410

Ayauo KOJIOHKH

Onepanuonnas cucreMa Windows XP Pro 32 bit

Microsoft Office 2010 Standard

Microsoft Access 2010

Microsoft Project 2010

1C: byxranrtepust 8 yueOHas Bepcust

1C: byxranrepus 8.1 yueOHas Bepcus

1C: byxranrepus 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

[Tomerenne nsi caMOCTOSITENbHONW paboThl (OMOMMOTEKa, YNTATBHBIM 3aJ1 C BBIXOJIOM B CETh
HuTepHer)

Cucremnsiif 010k(61t.): Intel Core 2 Duo 2.5 Ghz (E 5200), 2048 Mb DDR2, HDD 250 Gb,
DVD/RW

Monwutop(6 mt.): BENQ E910

Cuctemnniii 6mok: Intel Core 2 Duo 2.53 Ghz (E 7200), 2048 Mb DDR2, HDD 120 Gb,
DVD/RW

Momnutop: Acer V226HQL

M®YV: Canon IR 2520

Cuctemnsniii 0710k: 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 mroiima

Aya1o KOJIOHKU

Onepanuonnas 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. UudopmanmonHoe odecredeHue 00ydeHust
OcHoBHas nuTeparypa:

1. ITmenko A.B. JlokymeHTanmmoHHoe oOecrieueHue ynpasienus: yue0. s CIIO.-M.:
Axanemus, 2018

2. Kysnenos, M. H. JlokymeHTanMoHHOE oOOecnedyeHue ymnpaBieHHs. JJOKyMEeHTOOOOpOT H
JIeTTOTIPOU3BOICTBO | YUEOHHMK U MPAKTUKYM JUIS CPEIHETO MpOoeCcCHOHATBLHOIO 00pa3oBaHUs /
U. H. Ky3neuoB. — 3-e u3n., mepepadb. u mon. — M : [IOpaiit, 2021. — 462 c. —
(ITpodeccronansuoe oOpazoBanue). Pexum nocryma: https://urait.ru/bcode/470020

JlononHuTenpHAs IUTEPATYpAa:

1. Kopuees, U. K. JlokymMeHTallMOHHOE 0OECIICUCHHE YIIPABICHHS : YUCOHUK M TPAKTUKYM IS
cpenuero npodeccuonansHoro oopazosanus / . K. Kopuees, A. B. ITmenko, B. A. Mamrypriies.
-2-e u31., nepepad. u gom. - M : FOpaiit, 2022. - 384 c. - (IIpodeccuonansHoe oOpa3oBaHue). -
ISBN 978-5-534-05022-6. Pexxum noctymna: https://urait.ru/bcode/492541

2. Kazakeuu T.A. JIokyMeHTallMOHHOE OOECIICUCHHUE YIPABICHUS: YYCOHUK U MPAKTUKYM IS
CIIO - M:HOpaiir.-2018.-177c. —Tekct oanekrponusiii //OBC HOpaiit (caiit). —URL;
https;//urait.ru/bcode/411501

3. bacakoB M.J. JlokyMeHTaIIMOHHOE O0ecIIeYeHne YIIPaBIeHUS: (1€T0NPON3BOICTBO): yUCOHUK
qs CIIO. -2-e u3n., ucnp. u pon. — PocroB-Ha-Jlony:U3n. «®enukcy» ,2018.-352¢. — Pexum
noctyna:URL: http:biblioclub.ru/index.php?page+book&id+271490

Obecnieuenne 00pa3oBaTeILHOIO MPOLECCA JEKTPOHHO-0MOJINOTEYHBIMU CHCTEMAMM.

1. Tloptan BpsHCKOro rocynapcTBeHHOro arpapHoro yuusepcutera Paznen «Hayunas
oubmmoreka» [lomHOTEKCTOBBIE MOKYMEHTHI http://www.bgsha.com

2. UC «EnuHoe 0KHO J1ocTymna K 00pa3oBaTeNbHbIM pecypcam». deepaqbHOro areHTCTBa Mo

oOpazoBanwio http://window.edu.ru

DneKTpoHHO-0MOIMOTeYHast cucTeMa u3aarenberBa «Jlanby» http://e.lanbook.com/

baza nanubix «Ai [Tu Op Memuay http://www.iprbookshop.ru/

OnexTpoHHO-0nbnMoTeyHas cucreMa « MTHOOPMUO» www.informio.ru

DOnekTpoHHO-O0nbmoTeunas cucreMa «AgriLiby http://ebs.rgazu.ru/

OnexkTpoHHO-0MOIMOoTeyHast cuctema "HarmonanbHelii udposoit pecype "PYKOHT"

http://rucont.ru
8. DnektponHo-6ubnnoreunas cuctema "BOOK.ru" https://www.book.ru/

NonkEWw

3.3. Ucnosib30BaHue AKTUBHBIX M1 HHTEPAKTHBHBIX (pOpPM NpoBeeHus 3aHATHI

B nensx peanusanuu KOMIETEHTHOCTHOTO MOJXOAa, JUIsl GOPMUPOBAHUS U Pa3BUTHUS OOLIUX U
npoeCCUOHATIBHBIX KOMIETEHIMH 00ydYaroluxcsi, B TMPOLECCe HW3YYEeHUS JAUCHUIUINHBI
UCIIONIB3YIOTCS  CIIEyIOIIME AaKTUBHBbIE W MHTEPAKTUBHBIE (OpPMBI MPOBEACHUS 3aHATHUI:
JUCKYCCUH, KPYTJbIi CTOJ, MpoOJeMHbIe JEKIMH, AaHaIW3 KOHKPETHBIX CUTYalluil, pelieHue
CUTYallMOHHBIX U MTPOU3BOJICTBEHHBIX 3ajay, MPE3EeHTaIUH.


https://urait.ru/bcode/470020
https://urait.ru/bcode/492541
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/

4. KOHTPOJIb 1 OHEHKA PE3YJBTATOB OCBOEHUA

TV CTIMTLIAHBI

KoHTpoJ1b 1 O1leHKa pe3yJbTaTOB OCBOCHHUS TUCIUIUIMHBI OCYIIECTBISETCS
MPENOAABaTEIEM B POLECCE MPOBEACHUS MPAKTUYECKUX 3aHATHIA U
71a00paTOPHBIX pabOT, TECTUPOBAHUS, @ TAKXKE BBIMOIHEHUS 00yJatOIIUMUCS
WHJMBUIYJIbHBIX 3aJJaHUI, IPOEKTOB, UCCIICTOBAHHI.

PesyabTaTsl 00yyeHus

(OCBOCHHbIe YmMEHusd, yCBOCHHLIC 3Hal—[l/lﬂ)

®opmMbI 1 METOAbI KOHTPOJISI H OLIEHKH
pe3yJbTaTOB 00yYeHUst

yMeThb:

oOpMIIATH TOKYMEHTAIUIO B COOTBETCTBUU C
HOPMAaTUBHOI 0a30Mi, B T. 4. C
HCIOJIb30BaHUEM YHU(PUIIUPOBAHHBIX (popm
JIOKYMEHTOB;

MCIOJIb30BATh TEJICKOMMYHHUKAITMOHHBIE
TEXHOJIOTUH B 3JICKTPOHHOM
JIOKyMEHTOO000pOTE;

WCIOJIb30BaTh YHU(PUIIMPOBAHHBIC ()OPMBI
JIOKYMEHTOB;

OpPraHU30BBIBATH COOCTBEHHYIO
JeSITeNIbHOCTD, BHIOMPATh TUIIOBBIE METOJIbI U
CHOCOOBI BBIMOJHEHUS MTPO(ecCHOHATBHBIX
3a/1a4, OIIeHUBATh UX YPPEKTUBHOCTD U
Ka4ecTBO.

COCTaBJIATh, 0QOPMIISITh U BECTU yUEeT
JTIOKYMEHTOB;
3HATH:

MOHSATHE, 1ENH, 33]Ja41 U IPUHIIUTIBI
JIeTIOTIPOU3BOICTBA;

OCHOBHBIE MTOHATHS TOKYMEHTAIHOHHOTO
obecrnieueHus ynpaBIeHUS;

CUCTEMBI JIOKYMEHTAIIHOHHOTO 00ECIICUCHUS
YIPaBIICHUS;

KJIacCCU(PUKAIIMIO JOKYMEHTOB;

TpeOoBaHUs K 0POPMIICHHIO JOKYMEHTOB,

TOPSZIOK ¥ TPaBUIa COCTABICHUS U
odopMmIIeHHs OpTaHU3AIMOHHO-
pacHopsSANTENHHBIX U CIIPABOYHO-
MH(OPMAIIMOHHBIX IOKYMEHTOB;

MpaBUJia IEPBUYHOTO IOKyMEHTO000pOTa,
y4eTa ¥ OTIYCTHOCTH;
npueM, o0paboTKy, pETUCTPAIIO, KOHTPOJIb,
XpaHeHHe, HOMEHKJIATY Py JAeIl.

DKCMEPTHOE 3aKJIF0YEHUE MPAKTUYECKUX
3aHATHI;

AHanu3 peueHus Npou3BOICTBEHHBIX U
npoOJIeMHBIX 33/1a4;

OneHka BbINOJIHEHUSI IPAKTUYECKUX 3aJIaHUM;
aHaJM3 pelIeHus NPoOJIEeMHBIX CUTYallnH;
YcrHblit onpoc;

DKCHEepTHOE 3aKII0UEHUE TI0 HATUCaAHHUIO
JIOKJIAJI0B;

TectupoBanue;

[IuceMenHsIi onpoc;

Amnanus pedeparos;

JuddepeHnpoBaHHbIN 3a4eT




