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1. TACIIOPT PABOYEHN MPOI'PAMMBI JUCHUITIIUHBI
OI'C3. 05. JoxkymeHTaluOHHOE o0eclieyeHne ypaBJeHus

1.1. Ob0aacTh NpUMeHEeHUs POTrPaAMMBbI

Pabouas mporpamma aucuumuasl  OI'CD. 05.  JlokyMeHTallMOHHOE o0OecredyeHue
yIOpaBJIEHUS  SBJSETCS YacThiO IMPOTpPaMMbl IMOATOTOBKH CHEIHMAIMCTOB CPEIHEro 3BEHa B
cootBercTBUU ¢ ®I'OC mo cnemmanbHocTH (crenmanbHOCTsM) CIIO  35.02.15 Kunonorus
(mpuka3 MunucrepctBa oopazoBanus u Hayku oT 07.05.2014 Ne 464) Bxoasiielt B yKpyITHEHHYIO
rpynny cnernuanbHocTei 35.00.00 Cenbcekoe, JecHOe U pbIOHOE XO3SHCTBO

1.2. MecTro JMCHUIUIMHBI B CTPYKType OCHOBHOH mnpodeccuoHAILHOM
o0pa3oBare/IbHOW POTrPaMMBbI:

06H1Hﬁ I‘YMaHI/ITapHI:Jﬁ nu COHI/IaJII:HO-C-)KOHOMI/I'-IeCKI/Iﬁ UK

1.3. HCJ'II/I H 3aJa4Yd JUCHHUIIVIMHBI — TPBGOBaHI/IH K pe3yjgbTaTaM OCBOCHHS
AUCHUIIJIMHBI

C wenmpio OBIAJCHUS NPOPECCHOHAIPHBIMUA KOMIICTCHIMSIMU OOyYaloIuiics B XO.e
OCBOCHUSI YUeOHOW TUCIUTUIMHBI TOJDKEH:
yMeTb:
- 0(OpPMIISTH JTOKYMEHTAIIMIO B COOTBETCTBUU C HOPMATUBHO 0a30i, B T.4. C - UCIOJIb30BAaHUEM
YHUDHUIIUPOBAHHBIX (POPM TOKYMEHTOB;
- UCTIOJIb30BATh TEJIEKOMMYHHUKAIIMOHHBIC TEXHOJIOTHH B 3JICKTPOHHOM JJOKYMEHTOO0O0POTE;
- ICTIOJTB30BaTh YHU(PHUIIMPOBAHHBIE (DOPMBI JJOKYMEHTOB;
- OpraHU30BBIBaTH COOCTBEHHYIO [ESTEIBHOCTh, BBIOMPATh THUIIOBBIE METOIBI U CIIOCOOBI
BBINIOJTHEHUSI TPO(ECCUOHATIBLHBIX 3aJ1a4, OICHUBATh X 3()(HEKTUBHOCTH M KAYECTBO.
- COCTaBIISITh, OPOPMIISTH M BECTH y4ET JIOKYMEHTOB;
3HATh:
- IOHSATHE, LIEJTH, 3a/Ia4 U IPUHIIUIIBI JeJIOMPOU3BOICTBA;
- OCHOBHBIC TOHSATHUS JOKYMEHTAIIMOHHOTO 00CCIICYCHHUS YIIPABIICHHS;
- CHCTEMbI JOKyMEHTAIIMOHHOTO 00ECIIeYCHH s YIPaBICHUS;
- KITacCU()MKALUIO IOKYyMEHTOB;
- TpeboBaHust K OQOPMIICHUIO JOKYMEHTOB, MOPSIOK U IMPABHJIA COCTABICHUS M O(MOPMIICHHS
OpraHU3alUOHHO-PACTIOPSIUTEIBHBIX U CIIPABOYHO-UH(POPMAIIMOHHBIX TOKYMECHTOB;
- IpaBUJIa MEPBUYHOTO JOKYMEHTOO00pOTa, y4eTa U OTYETHOCTH;
- IipreM, 00pabOTKY, PETHCTPALINIO, KOHTPOJIb, XpaHEHHE, HOMEHKIIATYpY Jel.
B pe3ynbraTe 0CBOCHHUS TUCIUIUTMHBI 00yJaroIuecs IpUOOPETAIOT MPAKTUIECKUH OIIBIT B:
COCTaBJICHUH, O(DOPMIICHHHU 1 BEJICHUH y4eTa JOKYMEHTOB.

1.4. Kosim4yecTBO 4aCOB HA 0CBOEHHE MPOrpPaMMbl JUCUMUILIUHBI:
MaKCUMaJIbHOW Y4eOHOU Harpy3Kku oOydaromerocs 41 4acoB, B TOM YHCIIC:
00s13aTeNIbHON ayJTUTOPHOM yueOHOI Harpy3Kku oOydaromierocs 32 4acos;
CaMOCTOSITENIbHOM paboThl 0Oy4aromerocs 9 yacos.



2. CTPYKTYPA U COAEP)KAHUE JUCHUITJIMHbI

2.1. O0beM AUCHUIIMHBI M BBl Y4eOHO# padoThl

Bup yyeOHoM padoThI

Oovem uacos

MakcuMasabHasi yueOHasi Harpy3ka (Bcero) 41
Oobs13aTes1bHAA ayAUTOPHAS Y4eOHasi HATPY3Ka (Bcero) 32
IIpakTuyeckue 3aHATHS 12
CamocrosiTeibHas padoTa o0yuyaronierocs (Bcero) 9
Hmozosaa ammecmayusn 6 popme {ughgpepenyuposannozo 3auema

Peaymmzanust  paboueil mporpaMMbl MPeTyCMaTpUBACT B IENAX PeaH3alluH

KOMIICTCHTHOCTHOTI'O I1OAXO0A4a:

- UCIIOJIb30BaHUC B O6p330BaTCJ'IBHOM MpouecCCC aKTUBHBIX U MHTCPAKTUBHBIX

dbopMm mpoBeneHUs 3aHATUM (KOMIBIOTEPHBIX CUMYJIALMHN, JEI0BBIX
urp, pasdbopa KOHKPETHBIX CHUTYallMi, TMCUXOJOTMYECKUX W HHBIX

U POJEBBIX
TPEHUHIOB,

IPYNIOBBIX JUCKYCCHMH) B COYETAaHHMM C BHEAYJUTOPHOM paboTod and
GopMUpOBaHHA M Pa3BUTHS OOLMX M NPOPECCHOHATIBHBIX KOMIETEHIIMH

oOyyJarommxcs;

- BBIIIOJTHCHHC O6y‘IaIOIHI/IMI/ICH J'Ia60paTOpHI>IX U IPAKTHYCCKUX 33HHTPII>1,
BKJIIO4as KakK 00s13aTeIbLHBIN KOMIIOHCHT IMPAKTHUYCCKUC 3aJaHus C

HCIIOJIB30BAHHUCM IICPCOHAJIbHBIX KOMIIBIOTCPOB;

- dveTrkoe ¢GopMmyaupoBaHue TpeOOBaHUN K pe3yJabTaTaM HX OCBOCHUS:
KOMITETCHIIUSIM, TTPHOOPETAEMOMY MPAKTHIECKOMY OIIBITY, 3HAHUSIM U YMEHHSIM.




2.2. TemaTuyeckuii mjiaH u coaep:xkanue rucuumiauabl OI'CO. 05. JlokyMeHTalMOHHOE 00ecIieYeHus yIpaBIICHUS

HaumenoBanue
pa3aesioB M TeM

Conep:xxanue yueOHOro MaTepuaJa, J1adopaTopHble U MPAKTHYECKUE PAdOThI,
CaMoOCTOsITeIbHAsA padoTa 00y4aloIuXxcsi, KypcoBasi padboT (poeKT)

O0BbeM yacoB

YpoBeHnb
0CBOEHHUA

1

2

3

4

Paznea 1.

Opranmaum{ AOKYMCHTAIIUOHHOI'0 odecneyeHus YiupaBJIiCHUA
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Tema 1.1.
JlokymeHTHpOBaHUe
yIpaB/IeHYeCKOH
AeATeJIbHOCTH

Conepxanue y4eOHOro MaTepuaJia

1 | enonpou3BoACTBO, Kak 0J1HA U3 (DYHKIMH yIpaBIeHUs

CocraB ynpaBlIeHYECKHX JJOKYMEHTOB.

YHu}uKanus u craHAapTU3anus JOKyMEHTOB.

CtpykTypa v QYHKIHH CITyKO JTOKYMEHTAIIMOHHOTO 00ECIICUCHHS.

12
2

2 | OGurie HOpMBbI U MpaBuiIa 0POPMIIEHHS TOKYMEHTOB

dopmatsl Oymaru.

OdopmieHne MaIMHOMCHON CTPAHUIIBI.

Hopwms! 1 npaBuiia opopMIIeHUS TOKYMEHTOB.

[TonsiTHE O pekBU3UTAX JOKYMEHTOB M MpaBuiIa UX 0HOpMIIEHUS.
CocTaB 1 XapaKTepUCTHKA CUCTEM JOKYMEHTALMH.
CrnipaBouHO-MH(OPMAaIIMOHHBIE JOKYMEHTHI U IPaBHiIa X 0POpPMIICHHUS

3 | Opranu3annoHHO-paCTIOPAAUTENbHAS JOKYMEHTALIHS.

Bus! opraHu3aioHHO-pacoOpsSIIMTENLHBIX TOKYMEHTOB. [IpaBuiia cocTaBieHus 1
oopmieHHsT OpraHU3aIMOHHBIX JOKYMEHTOB.

CocraBnenus, opopMIIEHHE U YTBEPKIEHUE OPTaHNU3alIMOHHBIX TOKYMEHTOB.
CocraBieHnue 1 0popMIICHHE PACTIOPAAUTEIBHON JOKYMEHTAIIUH

Hcnonws3oBanne yHUDUIIMPOBAHHBIX ()OPM JTOKYMEHTOB.

4 | CripaBo4HO-UH(OPMAIIIOHHBIE JOKYMEHTHI M ITPaBUIIa UX OPOPMIICHHS.

Buas! cipaBouHO-MHPOPMALIMOHHBIX TOKYMEHTOB.

[IpaBuna cocraBieHus: 1 0OPMIICHHS O CIPABOYHO-MH()OPMAITMOHHBIX JOKYMEHTOB.
JIOKyMEeHTBI 110 paboTe KOJUIErHaIbHbIX OPIaHOB.

[IpaBuna cocraBieHus: 1 0(OPMIICHHS TPOTOKOJIOB

5 | Bpigaya Konuii JOKyMEHTOB.
Bune! konuid. [IpaBuia BbIIauM KOMHI JOKYMEHTOB.

6 | KagpoBble TOKYMEHTHI.




Bup! kKagpoBBIX JOKYMEHTOB.
[Topsimok oopmiieHHs JOKYMEHTOB IIPH IpHeMe Ha padoTy

akTaueckue 3aHATHA NelNe2 Ne3Neq

Cocrasnenue u ohopmiIeHUE OPraHU3aIMOHHO-TTPABOBON JOKYMEHTAITHH.

Cocranenue u oopMIIEHHE PACTIOPATUTEIBHBIX JOKYMEHTOB.

CocraBnenue u opopmiIeHHE CIPABOYHON TOKYMEHTAIUH.

B w0~

CocraBiieHHE U O(I)OpMJ'ICHI/IC OCHOBHBIX BUIOB JOT'OBOPOB.

CamocrosiTesibHAasi padoTa: BHINOJHEHUE JOMAIIHUX 3a1aHui 1o Teme 1.1.

I[IpumepHasi TeMaTHKA BHEAYJUTOPHOH CAMOCTOATEIbHON padoThl

[ToaroroButs nokmanm, pedepar, COOOMIEHUS 110 BOIIPOCAM: COCTABIICHUE MTPOCKTOB JOKYMEHTOB.
3aMoHUTE CIEIYIONIYIO OJIAHOYHYIO JOKYMEHTAIINIO: TPYAOBOM KOHTPAKT, MPETEH3HUI0, JOTOBOD,
MIPOTOKOJI BBIMTUCKU U3 MPUKa3a, MPOTOKOJIA.

Tema 1.2.
Opranuzanus
padoThI ¢
JOKYMEHTAMM

Coneprkanue y4e0HOro MaTepuaja

1 | Opranusanus paboTHI C TOKYMEHTaMHU.
[Tpuem, 06paboTka, peructpanus, pacCMOTpeHue 1 ucrnonaenue. [lepenaua 1oKyMeHTOB
BHYTPH OpraHU3alMU. Y4eT JTOKYMEHTOB. KOHTpOJIb NCTIONTHEHNUS TOKYMEHTOB.

N Co

2 | CucremaTu3anus U XpaHEHUE TOKYMEHTOB.

dopMupoBaHUE TN U MOATOTOBKA /1] K XPaHCHHUIO.
TpeboBanust k GopMUPOBAHUIO JIEI.

CucremaTu3anus JOKYMEHTOB U TIOJITOTOBKA JIEJI K XPaHEHHIO.
[lonmuBka u neperuieT gena.

3 | XpaHeHue JOKYMEHTOB.

OpraHH3au1/m OINCPATUBHOI'O XpaHCHUSA JOKYMCHTOB

Tp€6OBaHI/I$I K OpraHn3aiuu XpaHCHHWA UCITIOJITHCHHBIX JOKYMCHTOB.
dopMupOBaHUE U TOJATOTOBKA /1€ K XPaHEHHIO.

TpeboBanust K GOPMUPOBAHHIO JIEIT

4 | PabGota c KOHpUIECHINATBLHBIMU TOKYMEHTAMHU.
3aKpbITOE AETONPOU3BOACTBO. Y POBHU KOHPHUIECHINATBHOCTH.
Opranuzanus padoTsl ¢ KOHQUICHIMAIBHBIMU JOKYMEHTaMH

[IpakTnyeckue 3anaTus NeSNe6

1 | Opranusanus nepBUYHON 00pabOTKU JOKYMEHTOB.
ITpuem, 06paboTKa, peructpanus, KOHTPOJIb UCIOTHEHUS TOKYMEHTOB.




2 | 3anonHeHue perucTpaloOHHbIX KapTOUEK, KYPHAIOB PErHCTPALUU TOKYMEHTOB.

Hcnonw3oBaHue TCIICKOMMYHHUKAIIMOHHBIC TCXHOJIOTMH B 3JICKTPOHHOM ,[[OKYMGHTOO60p0TC

CamocrosiTesibHasi padoTa: BHINOJHEHUE JOMAITHUX 3aIaHUM 110 TeMe 1.2.
CocTaBUTh ONOPHBII KOHCHEKT MEPBUYHON 00PaOOTKU MOCTYNAIOIIUX B OPTaHU3aLUI0
JIOKYMEHTOB.

3aMoJHUTh PETUCTPALIUOHHO-KOHTPOJIBHYIO KAPTOUKY.

Bcero:

41




3. YCJIOBUA PEAJIM3AIUU ITPOT'PAMMBI TUCHUTIJIMHBI

3.1. Tpe6oBaHusi K MUHUMAJBLHOMY MATEPUAIBLHO-TEXHHYECKOMY 00ecredeHn 10
Peanuzanus mporpaMmbl TUCIUILIMHEI TpeOyeT HAIMYKS Y4eOHOro KabnHeTa HH(POpMaInOHHBIX
TEXHOJIOTHH B podeccuoHanbHOM nesrenbHocTH Nel(

- KOMITBIOTEPHBIN KJIacC C JUIEH3MOHHBIM MPOTPAMMHBIM OOECIIEYCHHUEM U MYJbTUMEIUHHBIM
MIPOEKTOPOM;

- TEXHUYECKHE CPEACTBA OOYUCHHUS:

Cucremusrii 6710k (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

Cuctremnsnii 0mok: Intel Core 2 Duo 2.6 Ghz (E 5300), 2048 Mb DDR2, HDD 250 Gb,
DVD/RW

MonwuTtop: LG Flatron W1943C

[Ipuntep Samsung ML-1640

Ckanep HP Scanjet G2410

AyIro KOJIOHKH

Oneparmonnas cuctema Windows XP Pro 32 bit

Microsoft Office 2010 Standard

Microsoft Access 2010

Microsoft Project 2010

1C: byxrantepus 8 yueOHast Bepcus

1C: byxrantepus 8.1 yueOHas Bepcus

1C: byxranrepus 8.2 yueOHas 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

[Tomemnienue Isi caMOCTOATEIbHONW PabOThl (OMONMOTEKa, YUTANBHBIM 3all C BBIXOJOM B CETh
WnuTepHer)

Cucremusrii 6ok(6mr.): Intel Core 2 Duo 2.5 Ghz (E 5200), 2048 Mb DDR2, HDD 250 Gb,
DVD/RW

Monwutop(6 mT.): BENQ E910

Cuctremnsiii 0sok: 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

Cucremnsiii 0mok: Intel Core 2 Duo 3.00 Ghz (E 8400), 2048 Mb DDR2, HDD 120 Gb,
DVD/RW

Mounurop: Acer V2003W

Cxanep Canon CanoScan LIDE 25

Tenesuzop SUPRA 42 nroiima

AyJMo KOJTOHKH

Onepanuonnas cucrema 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. UudopmannonHoe odecrieyeHue 00yueHust
OcHoBHas nuTepaTypa:

1. ITmenko A.B. JlokymeHTammoHHoe obOecriedeHune ympapineHus: yue6. it CIIO.-M.:
Axanemus, 2019

2. Ky3nenoB, . H. JlokymeHTannoHHOe obOecrieueHue yrpaBieHHus. J[OKyMeHTOOOOpOT u
JIETIOTIPOM3BOJICTBO : YUEOHUK M MPAKTHKYM I CPEAHETO MPOoQeCcCHOHATIBHOTO 00pa3oBaHus /
U. H. KysuemoB. — 3-e¢ usn., mepepad. u mon. — M :  HOpaiit, 2021. — 462 c. —
(ITpodeccnonansuoe oOpa3zoBanue). Pexxum gocryna: https://urait.ru/bcode/470020

JlononHurenbHas TUTEpaTypa:

1. Kopuees, U. K. JlokymMeHTanimoHHOE OOecrieueHHe YIpPaBICHUS @ YUeOHUK M MPAKTUKYM JJIS
cpennero npodeccuonansaoro oopazosanus / U. K. Koprees, A. B. [Tmenko, B. A. Mamrypries.
-2-e u3M., mepepad. u mom. - M : FOpaiir, 2022. - 384 c. - (IIpodeccuonansHoe oOpa3oBaHme). -
ISBN 978-5-534-05022-6. Pexxum noctyma: https://urait.ru/bcode/492541

2. KazakeBuu T.A. JlokymeHTanmoHHOE OOECTIeUeHHE yNpaBJICHUS: YICOHUK M MPAKTUKYM JUIs
CIIO - M:KOpaiir.-2019.-177c. —Tekct oanektponnbli //OBC HOpaiitr (caiit). —URL;
https;//urait.ru/bcode/411501

3. bacakoB M.J. JlokyMeHTaIIMOHHOE 00ECIICYCHUE YIIPABICHHUS: (IETONPOU3BOJICTBO): YICOHUK
st CIIO. -2-e uzn., ucnp. u pomn. — PocroB-Ha-Jlony:Uzn. «®enukcy ,2019.-352¢. — Pexxum
noctyma:URL: http:biblioclub.ru/index.php?page+book&id+271490

OobecneyeHue 00pa3oBaTeJbHOI0 NMPOIECCA IJIEKTPOHHO-O0MOJINOTEYHBIMH CHCTEMAMM.

1. Tlopran bpsiHCKOTO rocyapcTBEHHOT0 arpapHoro ynusepcurera Paznen «Hayunas
oubmmoTeka» [TomHOTEKCTOBBIE JOKYMEHTHI http://www.bgsha.com

2. WC «EnuHoe 0KHO JocTymna K 00pa3oBaTenbHBIM pecypcamy. deneparbHOro areHTCTBa 1Mo

obpazoBanwrio http://window.edu.ru

DNeKTpOHHO-O0MOIMoTeYHas crcTeMa u3aTenberBa «Jlanby http://e.lanbook.com/

baza gannbix «Ai [Tu Op Meauay» http://www.iprbookshop.ru/

OnexrponHo-6ubmmoTeunas cucrema « MHO®OPMUMO» www.informio.ru

OnexkTpoHHO-0MOnHoTeyHast cucrema «AgriLiby http://ebs.rgazu.ru/

OnexTpoHHO-0nOMoTeyHast cuctema "HarmonanbHenii mudposoii pecype "PYKOHT"

http://rucont.ru
8. DinekrponHo-6ubmMoTeunas cuctema "BOOK.ru" https://www.book.ru/

NowvkEwWw

3.3. Ucnnosib30BaHMe AKTUBHBIX M HHTEPAKTUBHBIX (POPM NpoBeieHUs 3aAHATHIA

B nemsix peanusanuu KOMIETEHTHOCTHOTO TMOAXOJa, /Ui (GOPMUPOBAHHS U PAa3BUTHSA OOIIMX U
npoeCCHOHATIbHBIX KOMIETEHIMH O0O0ydYarolmMxcs, B IPOLECCe HW3YYEHUs JAUCLUILIMHbBI
UCTIONIB3YIOTCSL  CIIEAYIOIIME AaKTHBHbIE W HMHTEPAKTUBHBIE ()OPMBI TPOBEACHUS 3aHATHIL:
JUCKYCCUM, KpPYIJIBII CTOJI, IPOOJEMHbIE JIEKIUH, AaHAlIM3 KOHKPETHBIX CHUTYalluil, pelieHue
CUTYALIMOHHBIX U IPOU3BOJICTBEHHBIX 3a/1a4, MPE3CHTALNH.


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 PE3YJIbTATOB OCBOEHHUA

JUCHUATIIMHBI

KoHTpoJb U olleHKa pe3yIbTaTOB OCBOCHHUS JUCIUTUIMHBI OCYIIECTBISETCS
npernojiaBaTeseM B mpoliecce MPOBEICHUS MPAKTUUECKUX 3aHITHHA U
1ab0paTOpHBIX pabOT, TECTUPOBAHUS, a TAKKE BBIMOIHEHHS 00yUYalOIIUMHUCS
WHIUBUTyaJIbHBIX 3aJaHU, IPOEKTOB, UCCIIETOBAHHA.

Pe3yabTarhl 00y4yeHus

(ocBOEHHBbIEC YMEHMNSI, YCBOCHHbIE 3HAHUS)

D®opMbI U METOAbI KOHTPOJISI U OLEHKH
pe3yJbTaTOB 00yUYeHUs

yMeTh:

0(hopMIIATH JOKYMEHTAIIMIO B COOTBETCTBUU C
HOpPMAaTUBHOM 0a30H, B T. 4. C
UCIONIb30BaHUEM YHU(DUIIMPOBAHHBIX (hOpM
JTOKYMEHTOB;

UCTIOJTB30BaTh TEJICKOMMYHHUKAITMOHHBIC
TEXHOJIOTHH B 3JIEKTPOHHOM
JIOKyMEHTOOOO0POTE;

UCIONIL30BaTh YHU(DHUIIUPOBAHHBIE (POPMBI
JTOKYMEHTOB;

OpPraHU30BBIBATH COOCTBEHHYIO
NeSTeIbHOCTD, BRIOMPATh TUTIOBBIE METO/IBI U
CIOCOOBI BBIMTOJTHEHUS TPOPECCHOHATIBHBIX
3aJ1a4, OLIEHUBATh UX 3(PPEKTUBHOCTD U
Ka4yecTBO.

COCTaBJIATh, 0QOPMIISITH I BECTH yUET
JOKYMEHTOB;
3HATH:

TIOHSATHE, LENH, 3a/1a4H U TIPUHIIUIIBI
JeTOTIPOU3BO/ICTBA;

OCHOBHBIE MTOHATHUS JTOKYMEHTAIIHOHHOTO
oOecrieueHus ynpaBieHUS;

CHCTEMBI JIOKYMEHTAI[HOHHOTO 00eCTIeYeHHUs
yIpaBIEHUS;

KJIacCU(UKALUIO IOKYyMEHTOB;

TpeGoBaHuUs K 0)OPMIICHHIO JOKYMEHTOB,

MOPSIOK U MPaBUJIa COCTABIICHUS U
odopmIIeHUsT OpraHU3AIIHOHHO-
pacnopsAUTEIbHBIX U CIIPABOYHO-
MH(POPMAIMOHHBIX JIOKYMEHTOB;

MpaBuJia IEPBUYHOTO IOKYMEHTOO00pOTa,
y4yeTa U OTYETHOCTH;
npuemM, 00paboTKy, perucTpaluio, KOHTPOJIb,
XpaHeHHe, HOMEHKJIATYpy €.

DKCHEPTHOE 3aKIIOYEHUE TPAKTUYECKUX
3aHATHI;

AHanus penieHus NPOU3BOICTBEHHBIX U
pOoOJIEMHBIX 33]1aY;

OneHka BBINOIHEHHS TPAKTUYECKUX 3aJaHul;
aHaJIN3 pelIeHUs IPOOIEMHBIX CUTYyallUi;

Y CTHBIN 011poc;

DKCIIEpTHOE 3aKJIIOUEHUE 110 HAIIMCAHUIO
JOKJIAJI0B;

TectupoBanue;

[TruceMeHHsIN onpoc;

Ananu3 pedepaTos;

JuddepeHnmpoBaHHbBIN 3a4eT




