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1. OBIIASI XAPAKTEPICTUKA PABOYEI ITPOTPAMMBI
YUYEBHOW JUCHUATIIMHBI
OI1.11 TOKYMEHTAIIMOHHOE OBECIEYEHUE YIIPABJIEHUS

1.1 MecTo OMCHMIUIMHBI B CTPYKType 00pa3oBaTeJbHON MPOrpamMMbl
MOATOTOBKM CIHENHAJMCTOB CpelHero 3BeHa: yyeOHas AUCIUIUIMHA BXOJUT B
o0menpodeCcCHOHATLHBIN UK.

1.2 eab ¥ niIaHMpyeMble pe3yabTAaThl 0CBOCHHUS Y4eOHOM 1M CUMIVINHBI:

B pesynbraTe ocBoeHUs y4eOHOM NUCHUTUIMHBI 00YYaIOUIUIICS J01KeH YMETh:

— 0(hOpMIIATH TOKYMEHTAILIUIO B COOTBETCTBUU C HOPMATUBHON 0a30ii, UCTIONB3Ys

— HUH(POPMALMOHHBIE TEXHOJIOTHH;

— OCYIIECTBJISITH ABTOMATH3aLMI0 00pa0OTKU JOKYMEHTOB;

— HCIIOJIb30BaTh YHU(PHUIIMPOBAHHBIE CUCTEMBI JOKYMEHTAIIHH;

— OCYILIECTBJIATH XpaHEHUE, MOUCK JOKYMEHTOB;

— HCHOJB30BaTh  TEJIEKOMMYHHMKAIIMOHHBIE TEXHOJOTMUM B  BJIEKTPOHHOM
JOKYMEHTO0O0pOTE.

B pe3synbTaTe 0CBOCHUS MUCIUTLTAHBI O0yUYaIOIIHUIACS J0JIKEeH 3HATD:

— 1IeJd, 33Ja4d ¥ IPUHIUIBI JOKYMEHTAIIMOHHOTO 00ECTIeUeHus yIIpaBIeHHS;

— CHCTEMBbI JIOKYMEHTAIIMOHHOTO 00€CTIeYeHHS! YIIPABICHUS;

— TpeOOBaHMSI K COCTABICHUIO U O(POPMIICHUIO PA3IMYHBIX BUIOB JIOKYMEHTOB;

— oO1ure mpaBuia Oprauu3aiuu padboThl ¢ JOKYMEHTAMU;

— COBpeMeHHble HWH(OPMALMOHHBIE TEXHOJIOTUHA CO3JaHHUSI JTOKYMEHTOB U
aBTOMATHU3AINH JOKYMEHTOO0OPOTA;

— OpraHu3aiuio paboThl C ANEKTPOHHBIMU JOKYMEHTaMU;

— BUJIBI OPITEXHUKH U CHOCOOBI €€ MCIOJIb30BaHUS B JIOKYMEHTAIIMOHHOM
oOecrevyeHnr yrpaBIeHHs.

OO0mme KomneTeHMU, GOpMUPYEMBIE B pE3yJIbTaTe OCBOCHUS yueOHOU
JCHUIIINHBI:

OK 01 BsiOupath crnocoOsl pemieHus 3aaad MnpodeccruoHalbHON AeITeIbHOCTH,
IPUMEHUTENBHO K Pa3JINYHBIM KOHTEKCTAM.

OK 02 OcymecTBiasTh TOWUCK, aHAIU3 W HHTEpHpeTanuio UHPOpMaIUH,
HEO0OXOAMMOM ISl BBIMOJTHEHUS 3a/1a4 Npo(heCcCUOHATBHOM NeATeTbHOCTH.

OK 04 Paborath B KOJUIEKTHBE W KomaHje, F(h(PEKTUBHO B3aMMOIEHCTBOBAThH C
KOJUJIEraMu, PyKOBOJICTBOM, KJIMEHTAMM.

OK 05 OcymecTBisiTh yCTHYKO W IHCBMEHHYIO KOMMYHHUKAllMIO Ha
rOCyapCTBEHHOM $I3bIKE C Y4YE€TOM OCOOEHHOCTEH COLMAIbHOTO M KYJIbTYPHOIO
KOHTEKCTA.

OK 09 Hcnonws3zoBaTh HH(POPMAIMOHHBIE TEXHOJOTHM B MNPOQPECcCCHOHATbHON
NEeATEIbHOCTH.

OK 10 INonb3oBatbes mpodeccnoHalbHOM TOKyMEHTalUe Ha TOCYJapCTBEHHOM U
WHOCTPAaHHOM $I3bIKaX.



2. CTPYKTYPA U COJAEPKAHUE YUYEBHOM JUCILUATIIVHBI

2.1 O0bém y4eOHOM TUCUMIITIMHBI U BUbI Y4e0HO# padoThl

. 00bém

Bun yuyeOHoi padoThI
4acoB

O0bem 00pa3oBaTe/IbHOI HATPY3KH 42
CamocrosiTesibHasi padoTa -
Y4yeOHasi HArpy3Ka BO B3aMMO/IeliCTBHM C NpenogaBareieM 42
B TOM YHCJIE:
TEOPETUYECKOE 00yUCHHE 18
JabopaTtopHbie pabOTHI (€CIHM MPETYCMOTPEHO) -
IPAKTUYECKUE 3aHATHUS (€CIM TPEAYCMOTPEHO) 20
KypcoBasi paboTa (mpoeKT) (ecu MpeayCMOTPEHO)
KoHcyabTanum, B TOM 4ucjie: 1
KoHcynbTanus K npoMeKyTOUHOM aTTeCTallluu 1
IIpoMeskyTOYHAs aTTecTAlUSA B (POPME KOMILIIEKCHOIO 3
IK3aMeHa




2.2 UHCTPYKILMSA 110 COCTABJIEHUIO PABOYEM [TPOTPAMMBI

Pabouast mporpamma no obmeo6pazoBarenbHoMy yueOnomy npeamery (OVYII)/yaeonoi quctummune(Y Jl)/mpodeccnonanpsaomy Moayito(IIM) (nanee —
PIl) — yueGHO-MeTOAMYECKHI TOKYMEHT, COCTABJICHHBIM B COOTBETCTBHUH C y4eOHBIM IUIAHOM, B KOTOPOM OTpa)KEHa MOCJIEIOBATEIbHOCTh W3YUEHHS U
pacmipeesieHne 00beMa BpeMeHHu 10 paszaenaM u temam. KomnyecTBo vacoB o PII BkimtouaeT o0beM 0Opa3oBaTeIbHOM MPOTPaMMBI, COCTOSIIINN U3 y4eOHOM
Harpy3kd BO B3aMMOJICHCTBHHM C TpENojaBaTelIeM M BHEAyIUTOPHOH caMocTosTenbHONW paboThl oOywaromerocs. ®opma PII sBnsiercs enuHol s
npenonaasareneid [ BIIOY CO «TTIK». PIT BocTpeOyeTcst mpemnoaBaTeneM Ipyu MPOSKTUPOBAHUU UM 00pa30BaTEIbHOMN EATEILHOCTH H SIBISIETCS COCTAaBHBIM
KOMITOHEHTOM 00pa3oBartenbHoi mporpammel. [Ipu cocraBinennu PI1 HeoOXxoauMo ydecTs cienyronee:

PaccmoTpenue u oocyxaenne PIT ocymiecTBisieTcs exerogno Ha 3aceqanusx pabouux rpymnm OIT cooTBeTcTBytomero npoduis (4To OTpa)kaeTcs Ha
BTOpOM Jincte). PII yTBepxknaeTcs qUpeKTopoM (Y4TO OTpaskaeTcs Ha MEPBOM JIUCTE).

B rpade Nel «HaumeHoBaHME pas3nesioB U TEM» MOCIEN0BATEIBHO IIAHUPYETCS BECh MaTeprai paboueli MporpaMMBbl, pactipeIeICHHBIN 110 pa3zienaM U TEMaM.

B rpade Ne2 «Conepxanue yueOHOro marepuana, JadopaTopHble pabOThl M NMPaKTHYECKHE 3aHATHUS, KypcoBas padora (MPOEKT)» MOCIEA0BATEIbHO
TUTAHUPYETCST BeCh Marepuail pabodell mporpaMMbl, pactpeieSieHHbIN 10 TUAAKTHUECKUM eauHuIiaM (Borpocam), Ne 1abopaTopHbIX paboT M MPAKTHUECKUX 3aHSTHH.
Crenyer BBIIENIATH OCHOBHBIE TEMBI C Pa30MBKON Ha 3aHATHUSA — 2 Yaca.

B rpade 3 «O0BEM yacoB» cTaBUTCA ApOOH, YUCIUTETh KOTOPOU 03HAYaeT KOJMYECTBO YaCOB, OTBE/ICHHBIX Ha 3aHSATHE B JAHHBIN J€Hb, 2 3HAMEHATEIb
— KOJIMYECTBO YacOB, MpOIIe/IIee ¢ Havyana yuyeOnoro roga. Hanpumep, 2/2, 2/4, 2/6 u 1.1.

B rpade Ned «VpoBeHb OCBOEHHUS» YKa3bIBAa€TCS YPOBEHb OCBOCHHSI TEMBI B COOTBETCTBHMU C PEKOMEHIANUSIMH: | — 03HAaKOMHTENIbHBIN (Y3HaBaHUE
paHee M3YYEHHBIX OOBEKTOB, CBOMCTB), 2 — pENPOAYKTHBHBIN (BBIMOTHEHHE [EATEIHHOCTH MO 00pasily, WHCTPYKIMU WM TOJ PYKOBOJACTBOM); 3 —
MPOAYKTUBHBIN (MJIAHUPOBAHUE U CAMOCTOSATEIHHOE BBITIOJHEHHE JIEATEIBHOCTH, PEIlIeHNEe TPOOIEMHBIX 3a/1a4)

B rpade 5 «Ne 3amHATHl» mOCHENOBATENbHO MPOCTABIAIOTCS HoMepa 3aHsATHi (1.2.3....), KOTOpBIE JOJDKHBI COOTBETCTBOBATH 3AIHCSM,
3a(UKCHUPOBAHHBIM B XKypHaJie 3aHATHI Mo cooTBeTcTBYIOmemMy OVII/Y JI/TIM .

B rpade 6 «Buxa 3aHATHS» MIAHUPYIOTCS BUIBI yYEOHBIX 3aHATHN: JIGKLHMS, CEMUHAp, JlabopaTopHas padoTa, MPaKTHUYECKOE 3aHATHE, KOHTPOJIbHAs
pabota, KypcoBasi paboTa, KOMOMHHUPOBAHHBIN YPOK, YPOK-UTPa, YPOK-KOH(EPEHIIHsI, HTOTOBOE 3aHATHE, KOHCYNIbTANMs, 3a4eT/audGepeHInpoOBaHHbIN 3aueT
(ycnoBHble 00o3HaueHus - JIP — naGoparopnas pabora; I13 — npaktuueckoe 3ansarue; KY - komOuHupoBanHblii ypok, KII- kypcoBoii npoekt/padora, KP-
KOHTpoJIbHast pabora, YU- ypok-urpa, YK- ypok-kondepenmus, W3- wurorosoe 3amstue, [IMA- mnpomexyrouHas arrecranus, 3-3ader, JI3-
QG epeHIIMPOBAHHBIN 3a4eT).

B rpade 7 «BHeaymuTopHas camocTosTeNbHas paboTa» YKa3bIBalOTCS BUJIBI BHEAYJIUTOPHOW CaMOCTOSITEIBHON paboThl (ITpopaboTKa KOHCIIEKTOB
3aHATHUH, CaMOCTOSTENbHAsE paboTa ¢ yUeOHUKOM U HOPMAaTHBHOM JIMTEPATYpPOH, PELICHHUE 3a/1a4, BHITOJHEHUE OTUETHBIX paboT K MPAKTUUECKUM 3aHATUSIM U
1ab0paTOPHBIM paboTaM, BHITIOJHEHUE pacuyeTHO-TpaduuecKuX paboT, HamucaHue pedeparos, MOArOTOBKA MPE3EHTAIIMN, MOATOTOBKA JOKIAIOB, MOATOTOBKA
cooO0IIeHu# u 1p.).

B rpade Ne8 «KonmuecTBO yacoB» yKa3pIBaeTCs KOJIWUYECTBO YacOB, OTBEEHHOE HA BHEAYIUTOPHYIO CAMOCTOATEIBLHYIO PadoTy.

1.Ecau yuebnbM miaHoM B kaudectBe [IMA mpemycmaTpuBaeTcs 3aueT Wi JuUQQepeHIMPOBaHHBIA 3a4eT, TO OH BKJIIOYAeTCS B OOIIMN IepeueHb
3aHATUN B KaUeCTBE MOCJIETHETO 3aHITHS U BXOAUT B 00N 00beM 4acoB; KOHCYJIbTAIIMH U K3aMeH (MpU HAJMYMK) BBIHOCSTCS B BUJE OTJEIBHON CTPOKH C
yKa3zaHHeM oO0beMa 4acoB, BBIICICHHBIX Ha UX npoBeaeHue. B konne OYII/Y ], kaxnoro pazaena [IM u Bcero [IM B oTenbHON CTPOKE NPUBOAATCS UTOTOBBIC
3HAYEHHS YacoB, MPEAYCMOTPEHHBIX B TEMATUYECKOM ILJIaHE 10 BuAaM padboT. OHM JOJIKHBI COOTBETCTBOBATH 3aIJTAHUPOBAHHBIM pe3ysibTaTaM B 1m.2.1.



2.3 TemaTn4ecKuii IJIAH U CONEPKAHME YUeOHOM IHCHMILITHHbI

HaumenoBanue Conep:xanue y4ye0HOro MmarepuaJa, Oo0bem | YpoBeHb Ne Bun 3ansitust BueayaurTopHast
pa3naesioB U TeM JabopaTopHbie PadoThl M MPAKTHYECKHE | YACOB | OCBOEHHMS | 3aHATHA CcaMoCTOsITe/IbHAs paboTa
3aHATHSA, KypcoBasi padoTa (IpoeKT) * 3ananue Koua-Bo
4acoB
1 2 3 4 5 6 7 8
Tema 1. Coaeprxanue yueOHOr0o MaTepuaJa 6 - - - - -
BBenenue B [Tonstue IOVY. IloHATHS «TOKYMEHTY. 2/2 1 1 JI -
AeJIONPOU3BOACTBO. Knaccudukanus nokymentos. [IpaBuna
OO0uue npaBuia oOopMIIEHUS TOKYMEHTOB
o(opMiIeHUHA IlonsiTHe «pEeKBU3UT NOKyMeHTay. [IoHsaTue 2/4 1 2 Jd - -
JOKYMEHTOB «IOpUJUYECKAas CUTIa.
OdopmiieHre peKBU3UTOB TOKYMEHTA. 2/6 2 3 113 - -
Tema 2. Conep:kanue y4eOHOro MaTepuasa 8 - -
OCHOBHBIE BUJIBI OcHOBHbBIE BUy OPraHU3alMOHHO- 2/8 1 4 JI - -
OpraHU3aIMOHHO- paclopsSAUTENbHBIX JOKYMEHTOB.
f:)[ 2:(?;% T{I;g;iIH;HOH [TpaBuna opopmiieHUs pa3IUIHBIX BUJIOB 2/10 2 5 113 - -
OpPraHMU3aIMOHHBIX JOKYMEHTOB.
[TpaBuna opopmiieHUs pa3IUIHBIX BUJIOB 2/12 2 6 113 - -
pacOPSANTENBHBIX JOKYMEHTOB.
[TpaBuna opopmiieHUs pa3IUIHBIX BUJIOB 2/14 2 7 113 - -
CIPaBOYHO-MH(GOPMAITMOHHBIX JOKYMEHTOB.
Tema 3. Conep:kanue y4eOHOro MaTepuasa 10 - - - - -
Opranuzanus ITousTre "BXOASIIMX, HCXOISIIINX, 2/16 1 8 JI - -
JIOKYMEHTOO00pOTa BHYTPEHHUX" TOKYMEHTOB. [IpaBuiia
o(opMIIeHUS U pETUCTPAIIH.
[Topsimox 00pabOTKM BXOASIIUX, HCXoadmux | 2/18 2 9 113 - -
Y BHYTPEHHUX JJOKYMEHTOB.
IloHsiTHE «3JIEKTPOHHBIN TOKYMEHT, 2/20 1 10 J - -
JTIOKYMEHTOO00POT», «3JIEKTPOHHO-ITU(pOBast
TIOJITTHCHY.
ITonsiTHE «“HOMEHKJIATypa A€I» U "apXUBHOE 2/22 1 11 J - -

XpaHEHUe.




OdopmiieHre HOMEHKJIATYpHI Jedl. 2/24 12 113
Tema 4 Conep:kanue y4eOHOro MaTepuasa 14 - -
JdoxymeHTanus no JIOKyMEHTBI, BXO/SIIHNE B INYHOE JIETIO. 2/26 13 JI
JHYHOMY COCTABY [IpaBuia cocTaBieHUs JOKYMEHTOB IO

JMYHOMY COCTaBY.

CocraBnenue 3asBiaeHUM, aBTOOMOTpaduu, 2/28 14 KY

XapaKTePUCTHKH, pE3OMe, TTPUKa3a Mo

JMYHOMY COCTaBY.

3anojaHeHue JUYHON KapTOUKH. 2/30 15 113

OdopmiieHre TUYHOTO Jea. 2/32 16 113

JInuHbIE TOKYMEHTHI, HE BXOAIIUE B COCTaB 2/34 17 J

maHoro aena. [IpaBuina cocraBieHus U

oopMIIeHNsT JOBEPEHHOCTEH, PACITHCOK.

Cocrasnenue u ohopmiieHUE 2/36 18 113

JIOBEPEHHOCTE.

Cocrasiienue u ohopmIiIeHHuE PaCIUCOK. 2/38 19 113

KoncyabTanusi npoMesKyTOYHOM 1 - -

aTTecTaluu

IIMA — koMILIeKCHBIH IK3aMeH 3 - I[IMA

HUTOI'O: 00bém 00pa3oBaTe/IbHOM HATPY3KH — 42 4aCOB, U3 HUX:
caMoCTOsITeIbHOM padoTsl — 0 yacoB

Y4eOHOi HAarpy3KHu BO B3aUMOAECTBHH € NpenoaaBarTesieM — 38 yacoB, B TOM 4ucJie J1a00paTOPHO-IPaKTHYecKnX pador 20 yacoB

KOHCYJbTAuMu 1 yac, KOMIJIEKCHBIH 3K3aMeH 3 yaca.




3. YCJIOBUS PEAJIM3ALIMU PABOYEM ITIPOT'PAMMBI

YUYEBHOM JUCHUILIMHBI
3.1TpebdoBanus K MUHUMAJBLHOMY MaTepPHATbHO-TEXHUYECKOMY
o0ecrne4yeHn 1o
Peanuzanus yueOHON AUCHUIUIMHBI TPEOYET HAIMYUS Y4eOHOTO KaOMHeTa.
O6opynoBanmue:

- MOCAJI0OYHBIE MECTA 0 KOJUYECTBY 00yUaOIIUXCS;
- pabouee MecTo mperoaBaTes
- M0 HEOOXOIMMOCTH PA3aTOYHBIN MaTEpHaJl IO U3ydaeMON JUCITUTIINHE.
Texnnuyeckue cpeacTBa 00y4eHus:
- HTHTEPAaKTUBHAS JTOCKA;
- KOMIIBIOTEP C JIMIIEH3NOHHBIM MMPOTPAMMHBIM 00€CTIeUeHUEM;
- KQJIBKYJISTOP;
- cetb IHTEpHET.

3.2 UndopManmnonHoe odecneyeHue 00yueHust
IlepeyeHb pekoMeHyeMbIX Y4eOHbIX U3IaHUI:

1. KazakeBuu T. A. JIokyMeHTallMOHHOE OOeCTIeUeHUE yIPaBICHU: YUeOHUK U
npaktukym ais CIIO / T. A. Kazakesuu, A. U. Tkanua. — 2-e u3z., UCIp. U
non. — M. : FOpaiit, 2018. — 177 c.

2. KazakeBnu T. A. JlokyMeHTaIlmOHHOE OOECTICUYCHHE YIpaBiIeHUs. — M.:
FOpaiit, 2020. — 178 c.
3. Kopuee U. K. JlokymeHTanmoHHOE oOecrieyeHHe YIpaBieHUs. — M.:

FOpaiit, 2020. — 385 c.

4. Kyrymesa T. B. JlokymeHTalluOHHOE OO€CIeUeHHE yIpaBiieHUs. YdeOHoe
rmocooue. — M.: denuke, 2020. — 238 c.

5. KysuenmoB WM. H. JlokyMeHTallmoHHOE oOOecnedeHue  yIpaBlICHUS
nepcoHajgoMm: yueOHuK u mpaktukyM s CIIO / . H. Ky3neno. — M.:
Opaiit, 2019. — 521 c.

6. KysnennoB WM. H. JlokymeHTanMOHHOEe oOOecnedeHue ymnpaBJICHUS.
JlokyMeHTOo000poT U Aenonpou3BoacTBo. — M.: FOpaiit, 2020. — 463 c.

7. JloxymeHTanimoHHOEe OOECreYeHne YIpaBlIeHUs : YYEOHWK I CTY/I.
yupexeHuit cpen. npod. oopazosanus / JI. A. Pympiauna. — 6-e usn., ctep.
— M. : U3narenbckuii eHTp «Akagemusi», 2008 — 224 c.

JIEKTPOHHbIE U MHTEPHET-PECYPChI:

8. «Koncynprant Ilmoc» - 3akoHopatenbcTBo Pd: KOIEKChI, 3aKOHBI, yKa3bl,
MOCTaHOBJICHHUSI

9. IlpaButenbctBa Poccuiickoit  dexpepanyu, HOPMATUBHBIE JOKYMEHTHI.
http://www.consultant.ru/

10.Caiit mo kaapoBOMy Jeionpon3BoACTBY. http://www.kadrovik-praktik.ru

11.JokymeHTOO00pOT U Aenonpou3BoACTBO.  CHUCTEMBI  3JIEKTPOHHOTO

9



nokyMeHTooOopoTta. http://www.doc-online.ru
12.loponuna, JI. A. JlIokyMeHTaIlMOHHOE OOeCTIeueHNE YIIPABICHUS : YICOHUK U

MPaKTUKYM LTSt CPEIHEro npodeccuoHanbHOTO oOpazoBanust /
JI. A. Joponuna, B.C. HUputukoBa. — Mocksa: HW3marensctBo HOpaiir,
2021.— 233 c.— (IIpodeccuonanbHoe obOpa3oBaHue). —  TeKcT

AIIEKTPOHHBIN // OG6pazoBatenbHas matdopma Opaiit

[caiiT]. https://urait.ru/bcode/473802

13.IlpakTUKyM MO OpPraHU3alMOHHOMY M JOKYMEHTAllMOHHOMY OOECIEeUeHUIO
JeSTeNIbHOCTH opranu3anuu: ydebnoe mocoobue /M. b. Jlapumonosa, U. E.
Cadponosuu. Exarepun0Oypr: U3n-Bo Poc. roc. mpod.-nex. yu-ta, 2019 206 c.
URL.: http://elar.rsvpu.ru/978-5-8050-0683 TekcT: 3MeKTPOHHBIN.
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4. KOHTPO.Ib 1 OIEHKA PE3YJIbTATOB OCBOEHUS]
PABOYEHA ITPOI'PAMMBbI YYEBHOU JUCHUITJIMHBI

KoHTposib ¥ oleHKa pe3yslbTaToB OCBOEHHUS paboueld mporpaMmbl yueOHOM
JUCUUIUIMHBL  OCYLIECTBISIETCS TMpernojaBareyieM B Mpolecce HaOMIOAeHHUS 3a
NEATETLHOCTHIO 00YUAIONINXCSl HA 3aHATUSX, BBITTOJHEHHS 00YJarOITUMUCS OOIINX U
WHUBUTyaJIbHBIX 3aJaHUN Ha 3aHATUAX, BHEAYIUTOPHOU CaMOCTOSITEIBHONU PabOTHI
U T.J., BO BpeMs IPOMEKYTOUHON aTTECTALIMU - 32YETOB U SK3aMEHOB.

Pe3yabTaTsl 00yueHuss* @DopMbI U METOJbI KOHTPOJISI M OLIEHKHU
(0CBOEHHBbIEC YMEHMSI, YCBOCHHbIE 3HAHMS) pe3yJbTATOB 00yYeHus **
Ymersn:
- Oq)OpMH}ITB AOKYMCHTAIIUTO B | IPAKTUYCCKUC 3aHATHA,

COOTBETCTBMM C HOPMAaTUBHOW  0a30ii, | CHTyaIllMOHHBIC 3aa4H,
UCTIONB3Ysl MHPOPMALMOHHBIE TEXHOJIOTHH M | KOHTPOJIbHAS paboTa;
CpeICTBa OPTTEXHUKHU;

- ICIOJIB30BaTh YHU(DUIIUPOBAHHbIE CUCTEMBI
JIOKYMEHTAITUH;

- OcyH_IeCTB.H}ITB xpaHeHHe, IIOHUCK
JIOKYMEHTOB;

- HCIIOJBb30BaTh TGHGKOMMyHI/IKaI_II/IOHHBIG
TEXHOJIOTHHI B AJIEKTPOHHOM
JIOKyMEHTO000pOTe

3HATh:

- eI, 3312494 U TIPUHIIHIIEI YCTHBIN OTIPOC;
JOKYMEHTAIMOHHOTO 00eCTIeYeHMsI TECTUPOBAHUE
yIIpaBJICHUS;

- OCHOBHBIC MMOHATHUS TOKYMEHTallMOHHOT'O
o0ecTieYeHHs yIIPaBIICHUS! CHCTEMBI
JOKYMEHTAIMOHHOTO 00eCTIeYeHMsI
yIIpaBJICHUS;

- TpeOOBaHUS K COCTABICHUIO U
0(pOpMIICHHIO Pa3INYHBIX BUIOB
JOKYMEHTOB;

- OCHOBHBIE 3aKOHO/IATEIIbHBIC U
HOPMATHUBHBIC aKThI B 00JIACTH
JOKYMEHTAITMOHHOTO 00ECTICUCHHSI
yIpaBJICHUS;

- o0mme mpaBuia OpraHu3aIuy paboThI ¢
JIOKYMEHTaMH;

- COBpEMEHHBIC HH(POPMAIIMOHHBIE
TEXHOJIOTUH CO3/IaHMsI JOKYMEHTOB U
aBTOMaTH3aIHs JOKYMEHTOO00POTa,
BUJIbI OPTTEXHUKH U CIIOCOOBI ¢
UCTIOJIB30BaHUS B IOKyMEHTAIIHOHHOM
00€CIIeYeHNHN yIPaBICHHUS
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