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1. IACHOPT PABOYEM MPOI'PAMMbI YUEBHOM JUCHUTLTHHBI

OI1.03.«/lokymeHTanMOHHOE 00ecleYeHne ynpaBJie HUs

1.1. Ob6aacTs npuMeHEeHUST MPOT PAMMBI

PaGouas mnporpaMma y4eOHOW JUCHMILIMHBI SBJISIETCS YacTblO IPOTPaMMBbI
MOJTOTOBKM CHEIHAIKCTOB CPETHETO 3BEHA, CPEAHEro MpPoQecCHOHATBLHOTO 00pa3oBaHUS B
cootBercTBUM ¢ PI'OC no cnenuansHocty 39.02.01 CoumanbHas paboTa, BXOASIIEH B COCTaB
yKpynHeHHoH rpynnsl cnenuansHoctedt 39.00.00 Couunonorus u conuanbHas padboTa.

PaGouass mnporpamma y4eOHON AMCUMIUIMHBI MOXXET OBITh  HCIIOJIb30BaHA
NpernojaBaTesIMi  MEeAaroruyeckuX  KoJUlemked JUisi  NpoQecCUOHAIbHOM  MOATOTOBKU
CMEHAIMCTOB, JOMOJHUTENBHOTO MPO(ecCHOHAIBPHOIO 00pa30BaHUs Ha Kypcax MOBBIILICHUS
KBaJM (Y KallMU JUTsI [TeJarornuecKuX paOOTHUKOB 00pa30BaTENbHBIX YUPEKICHUH.

1.2. MecTo IMCUMIUIMHBI B CTPYKTYpe MOATOTOBKH CIELHMAJUCTOB Cpe/IHero 3BeHa:
mucnunirHa OIL03. «/lokyMeHTanMOHHOE o0ecrieyeHUe YIPaBJIECHHMSA»  OTHOCUTCA K
o01enpo GecCuOHATBHBIM AU CLHUTUIMHAM TPO(EeCCHOHATBHOIO0 y4eOHOTro IIUKIIA.

1.3. Henn u 3apauym AMCHMIVIMHBI - TpeOOBaHMsl K pe3yJbTaTaM OCBOCHHSA
AUCUHMILIAHBI:

B pe3ynbTare 0CBOCHHUS AMCLUILINHBI 00YY ar0 MM CSI TOJIAKEH !

ymembu:

0(opMIIATh JOKYMEHTAI[MI0O B COOTBETCTBMU C HOPMAaTUBHOM 0a30ii, B TOM 4uCIe

UCIOJIB3Ysl HH(POPMAITUOHHBIC TEXHOJIOTHH;
YHU (PUITUPOBATH CUCTEMBI JOKYMEHTAIIUH;
OCYILECTBJISATh XPAaHEHUE U TTOMCK JOKYMEHTOB
OCYILECTBJISTh AaBTOMATH 3allUI0 00pabOTKHU TOKYMEHTOB;

HCIIOJIb30BAaTh TCICKOMMYHHUKAITUOHHBIC TCXHOJIOTUHN B OJICKTPOHHOM

JTOKYMEHTO000poTE;

3HAMb:
- TIOHSATHE, LIEJIH, 33]]a41 U IPUHIUIIBI IIOPON3BO/ICTBA;

- OCHOBHBIEC OHATHS JOKYMEHTAIlHOHHOTO 00ECIeUeHNs YIPaBICHHUS,

- CHCTEMBI JOKYMEHTAI[MOHHOTO 00ECIICUeHHS YIIPaBIICHU;

- KIaccu U KALUIO JOKYMEHTOB;

- TpeboBaHUs K COCTABJICHHUIO U 0(OPMIICHUIO TOKYMEHTOB;

- OpraHM3aluio JOKYMEHTO0OOpoTa: mpueMm, o0paboTKy, PEeTUCTpalHio, KOHTPOIb,

XpaHCHHUEC JOKYMCHTOB, HOMCHKIIATYPY ACII.



- UMemb NPAKMUYECKUIl ONbIm:

- - OCYIIECTBJIATH 00pabOTKY BXOSIIM X, BHYTPEHHUX U HCXOAAIMX JOKYMEHTOB,

KOHTPOJIb 32 KX UCTIOJTHEHUEM,

B pesynbraTe OCBOCHHS IUCHMIUIMHBI Yy CTYACHTa JOJDKHBI OBITH CGHOPMUPOBAHBI
cienyronme obume ¥ IpodeccHoHaIbHBIE KOMIIETCHIIMU M JIMYHOCTHBIX pe3ynbraTtoB (JIP),

BKIIIOYAIOLIIME B CE0s CITOCOOHOCTD

OK 2. OpI‘aHI/I3OBLIBaTL CO6CTB€HHYIO ACATCIIbHOCTD, BLI6I/IpaTL THUIIOBBIC MCTOJBI U CIIOCOOBI

BBINTOJIHEHUSI TPOPECCUOHATBHBIX 33/1a4, OLIEHUBATh UX 3PPEKTUBHOCTH U KaYECTBO.

OK 4. OcymecTBisTh NOUCK U MCIOJIb30BaHKUE UH(OPMALIMH, HE0OX0AUMOHN 1715 (e KTUBHOTO

BBIINTOJIHCHU A HpO(bCCCI/IOHaJ'IBHBIX 3aJa4, Ipo (I)GCCI/IOHB.J'IBHOI‘O " JINMYHOCTHOI'O Pa3BUTH L.

OK 5. Ucnonn3oBaTh I/IH(I)OpMaLII/IOHHO'KOMMYHI/IKaI_[I/IOHHLIe TCXHOJIOTUH B HpO(l)@CCHOHaHLHOﬁ

EATENBLHOCTH.

OK 9. OpuentupoBaThCsi B YCIOBHUSX YacTOM CMEHBI TEXHOJOTHMH B mpodeccroHanbHOU

JCATCIBHOCTH.

IIK 1.1. duarnoctupoBars TOKC y nun noxusoro Bo3pacTa M MHBAIUIOB C ONPENEICHUEM

BHUJ0B HEOOX0IUMOI ITOMOIIH.

[IK 1.2. KoopauHupoBaTh pabOTy 110 COLIMAIBbHO-OBITOBOMY OOCITY)KUBAHHUIO KIMEHTA.

I[IK 1.3. OcymecTtBasTh COUHANIBHBIN MaTpoHAT KIMEHTAa, B TOM YHCIE COJACUCTBOBATH B

OKa3aHWHU MCANKO-COINAJIBHOI'O ITaTpOHaXa.

I1IK 1.4. Co3naBaTh HEOOXOIUMBIC YCIOBHUS /IS aganTallid W COLMAIbHON peaOdMMTaIlluy JIMIT

IMMOKHJIOTO BO3pacTa U NHBAJIMJOB.

[IK 1.5. IIpoBoauTh npoduiaakTuKy Bo3HUKHOBEHUS HOBBIX TOKC y muIl moxuioro Bo3pacra u

HNHBAJIM0B.

[1K 2.1. quaraoctupoBath T)XKC cembu u nereii ¢ onpeaeaeHueM BUI0B HEOOX0MMOM TTOMOIIIH.

I1K 2.2. Koopauaupopats paboTy mo nmpeodpazoanuio T)KC B ceMbe U y gerei.

[IK 2.3. OcymectBisath marpoHaT cemei m nerei, Haxomsumxcs B TXKC (compoBoxaeHue,

OIEKYHCTBO, IOIIEYUTEIBCTBO, TATPOHAK).

[IK 2.4. Co3naBarth HEOOXOIMMBIE YCIOBHUS IS aJalTalldd M COLUAIBHOW peadHIUTAIMH

pa3IMYHBIX TUTIOB ceMel U aereu, Haxonaumxca B TOKC.

[1K 2.5. TIpoBoauTh npo ¢puiakTuky Bo3HUKHOBEHUSI HOBBIX TOKC B pa3nuyHbIX TUIIAX CEMEH U Y

eTen.

[IK 3.1. JuarnoctupoBats TXKC y nui u3 rpynn pucka.

1K 3.2. Koopaunuposats padoty no npeodpazoanuto TOKC y nui U3 rpymmn pucka.
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[IK 3.3. OcymecTBisTh TaTpoHAT JUIl M3 TPYNI puCKa (CONMPOBOXKIACHUE, OMEKYHCTBO,

MOMEYUTETBCTBO, TATPOHAK ).

IIK 3.4. Co3naBate HEOOXOAMMBIE YCIOBUS Ul AaNTallid U COLMAIBbHON peadUIMTAIMU JIUIT

U3 TPYIII PHCKA.

[1K 3.5. TIpoBoauTh npo¢unakTuKy BO3HUKHOBEHHSI HOBBIX TOKC y M1l U3 TP YII pUCKa.

JIP 17. I'nOko pearupyrolmii Ha MOSBJIEHUE HOBBIX (OPM TPYIOBOH NEATENBHOCTH, TOTOBBIN K

HNX OCBOCHHIO.

JIP 19. Pa3zBuBaronmii TBOpUECKUE CIIOCOOHOCTH, CIIOCOOHBINH KPEaTUBHO MBICIHT.

JIP 33. OTKpBITHIH K TEKYILMM U MEPCIEKTUBHBIM U3MEHEHUSM B MUpE TpyZa U mpodeccHii.

1.4. Kosin4ecTBO 4acoB HAa OCBOeHUE Y4eOHOM TUCHMIIIMHBI:
MakcuMallbHasi yueOHas Harpy3ka oOydaromierocs 81 gac, B TOM uucine:
- o0s3aTenpHas ayauTOopHas ydeOHas Harpys3ka oOydatomerocs 10 gacos;

- camocTosTeNbHas pabota odydaromierocst 71 yac.




2. CTPYKTYPA U COJAEPKXAHUE YYEFHOM JUCIATLIVHBI

2.1. O0beM y4eOHOM JUCHHMILVINHBI M BUABI Y4eOHOH padoThI

Buj yueOHolt paboThl O06beM yacoB
MaxkcuMaiibHasi yaeOHast Harpy3ka (BCero) 81
OO6s13aTenpHas aynuTopHas yueOHas Harpyska (BCero) 10

B TOM YHCIJIC:

TEOpPETUYECKOE 00 ydeHHE 6
MPAKTUYECKUE 3aHATHS 4
CamocTtosrenbHas padota o0ydaroierocs (Bcero) 71

[Ipomexxyrouynas arrectauus B gopme 1u¢ ¢ epe HIMPOBAHHOIO 3a4eTa




2.2. TemaTnueckuii mian u cogepxanne yuyeonou mucuuninnbl « JOKYMEHTALHIMOHHOE OB ECIIEYEHUE YITPABJIEHUS»

HammenoBanue Coneprkanune yaeOHOTO MaTepuaia, 1abopaTtopHble pabOThl U MPAKTUYECKUE 3aHATHS, O0Onem | YpoBEeHb OCBOCHHS
pa3enoB U TeM camocrosiTenbHas paboTa o0ydaro M xcsi, KypcoBas pabora (poekT) (ecau 4acoB
MPEyCMOTPEHBI )
1 2 3 4
Paznea 1. [lokyMeHTHpPOBaHHe YNPAaBJeHYEeCKON NesiTeJIbHOCTH. 45
Copep:kanue y4eOHOro MmatepuaJia
Tema 1.1 1. | ConmepkaHue TUCHUIIIMHBI U €€ 3HAYCHUE .
JokymentupoBanue | 2. | [loHsATHE TEPMHUHOB «IOKYMEHT, IOKYMEHTHPOBaHHUE ,JIOKYMECHTAIIHOHHOE
yIIpaBJIEHYECKOI 3. | obecnieduenue yrpaBieHHE. 1 1
JeATeIbHOCTH Hcropust pa3BUTHS HAYYHBIX MPEACTABICHUN O JOKYMEHTAIIHOHHOM OOECTICUeHHHU
VIIPaBJICHUSL.
CamocTosiTesibHast padoTa 00yyarloIMXcs: 10KIaabl 110 TeMe: Mctopus pa3BuTHs
JIEIIONTPON3BOJICTBA 20
Tema 1.2 Copep:xkanue y4eOHOro MaTepuajia
Hopmarusno-nipaBoBas | 1. | HopmaruBHo-mpaBoBas 6aza JJOVY.
6a3a OpraHU3aluu 2. | TCIAOY-cBox mpaBuil. 1 2
JOKYMEHTaUMOHHOro | 3. | CucTeMbl JOKYMEHTAIIUH.
obecrieueHus 4, | Yauduranus u CTaHIApTH3AIUAS YITPABICHYSCKUX JTOKYMEHTOB.
Knaccudukanus u 5. | Opa u uX BUIBL
ctpykrypa OPJ[.I'octP | 6. |Tocr P 6.30-2003.
6.30-2003 7. | CocTaB pEeKBU3HTOB.
8.

dopmynsp obpa3zel.




9. brmanku.

CamocrosiTesibHast padoTa 00y4aro IMXCs:
Hoxnaapl mo teme: Buasl ympaBiieHYECKU X JOKYMEHTOB

[Mpesentanun Ha Temy «O QopmiieHUE TOKYMEHTOBY.

Hoxnan mo teme «lIpaBuiia odopmieHus Tadauiy, «J/lemoBas AOKyMEHTAIHS».

JlomammHee 3ajaHue: co3nanue (GOpMYIspoOB JTOKYMEHTOB.

10

Tema 1.4
TpeboBanus k
oopMiIeHHIO

PEKBU3HUTOB

Copep:kanue y4e0HOro MartepuaJjia

1 | TpeboBanuss k 0(OPMIIEHHUIO HAa TOJIE YIJIOBOTO M IPOJOJBHOIO IITAaMIIOB.

2 | PekBu3uThl Ha paboyeM IOJ€ JOKYMEHTA.

TpeboBanuss Kk 0QOPMICHUIO PEKBH3UTOB Ha CIIY)KEOHOM IOJIC.

CamocTosiTesibHAs padoTa 00yUal0 IMXCS

HOM&H.[HCC 3a1aHHuC ZO(I)OpMJ'ICHI/IC PCKBU3UTOB , IPOCKTUPOBAHHEC OJIaHKOB.

12

Pa3nea 2. Opopmienne

AOKYMEHTOB

25

Tema 2.1
Odopmrnenue
OpraHU3aIMOHHBIX

JAOKYMCHTOB.

Copep:xkanue y4e0OHOro MaTepuaJjia

1 | Ycras.
2 | llraTtHOE pacmucaHue.
3 | OdopmieHune MOIOKEHUN.

4 | JlomxkHOCTHAsT WHCTPYKIIUS.

IIpakTHyeckoe 3aHATHE

CocraBnenue U odopmiieHHE OPraHMU3alMOHHBIX JOKYMEHTOB

CamocTosiTesibHAsA padoTa 00y4al0 IMXCS: TOKIAIbl M0 TeMe

«C 03JaHUC OPraHU3AlIMOHHBIX HTOKYMCHTOB).
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[TogroroBka mpe3eHTalUN.

Tema 2.2 Conepxanue yueOHOro MatepuaJia
Odopmitenue L [MocranoBneHUSI.
pacnopsAUTEIbHBIX 2' VYkazanus.
JIOKYMEHTOB 3' IIpuka3el.
Odopmienue 5' Pacniopspxenus. [IpoTokomsl. 1
HHPOPMAITUOHHO- " | AxTeL

CIIpaBOYHOM o JloknanHele, ciykeOHbIe, OOBSICHUTENFHBIE 3allUCKU.

AOKYMEHTALIUU IIpakTHyeckoe 3aHsATHE 2
Odopmienue pacnopsiIMTENbHBIX JIOKYMEHTOB.
CocraBnenue HC/I.
[TpakTtnueckoe 3anarue Ne 5
CocraBjieHre MPETEH3UH U MCKOBOTO 3asBJIICHUSI.
[IpakTtuueckoe 3austue Ne 6
CocraBjieHHE [IETOBBIX MHCEM.
CamocrosiTesbHas padoTa 00y4ar0 IMXCH
JlomaiHee 3aaHue: COCTaBJICHUE IPUKA30B MO JHMYHOMY COCTaBY M IO OCHOBHOMU 10
JesTenbHOCTU. JlnarnocTrka onmooK .
CocraBieHue mpe3eHTalui.
Hoxnaner Ha Temy: O dopmiaeHue B3bICKAHUNA U TOOMIPEHUH , 0hOpMIICHHE OTIYCKOB

Paznen 3. Opranu3anusi padoThl ¢ JOKYMeHTaAMHU 11

Tema 3.1

Opranuzanus

Copep:xkanue y4eOHOro MatepuaJjia

1. | HokymeHTOOOOpOT.
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JTOKyMEHTO00O0poTA. [IpoxoxneHne BXOAAM X, UCXOAAIM X, BHYTPEHHUX JOKYMEHTOB. 1
@dopMbl U NOPAAOK PETUCTPALUH.
KOHTponb 32 MCIONHEHUEM JIOKYMEHTOB.

Homenknarypa npen.

o gk~ w N

dopMHpOBaHUE M TEKyIIEEe XpPaHEHUE JEll.
OKcnepTu3a IEHHOCTH JOKyMEHTOB.

Odopmrienue en u mepenadya Ha apxXUBHOE XpaHCHHE.

IpakTHYecKoe 3aHATHE 1

Perucrpanus 1oKymMeHTOB.

CamocTosiTeibHAsA padoTa 00y4al0 LMXCH 9
Hoxnanel Ha Temy: Opranuzanus UHGOPMAIMOHHO- CIPAaBOYHOM PabOTHI.
Jlokmansl Ha TeMmy: apXMBHOE XpaHEHUE.

IloaroroBka mpe3eHTaLUM.

Bcero: 81

Jl1 XapaKTepuCTUKU YPOBHS OCBOCHUS y4eOHOTO MaTepuaa UCIOJIb3YIOTCS CIeytole 0003HaueHU :
1. — o3HaKOMUTENBHBIH (y3HAaBaHUE paHee H3YYCHHBIX OOBEKTOB, CBOWCTB);
2. — penpOayKTUBHBIH (BBIITOJHEHHE JESITEIbHOCTU MO 00pasily, HHCTPYKIIUHU HIIH 110 PYKOBOJICTBOM)

3. — IPOAYKTUBHBIN (IJITAHUPOBAHKUE U CAMOCTOSITEIILHOE BBITTOJHEHHE JIETEIBHOCTH, PEIICHHE MPOOIEMHBIX 33/1a4)
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3. YCJIOBUS PEAJIN3AIIMU YUYEBHOM JUCIUTLIAHBI

3.1. TpeGoBaHusl K MUHMMAJILHOMY MaTePUAJILHO -Te XHUYeCKOMY 00e CIie Ye HU K0
Kabuner 1okyMeHTalMOHHOTO 00€ecIIeueHuUs YIIPABICHUS

368604

Pecniyonuka [larectan,

r. JlepOeHr,

yi. Taxo-T'oau, 1.2

ayn. Ne 35 (4 stax)

VYueOHast MmeOelb (CTOJIBI U CTYNIbsl YYEHUYECKUE, ITPENoJaBaTeIbCKUE CTYI U CTOJI)
Jocka — 1 mr.;

MYJIbTUMEIUHHBIN TPOEKTOp (MepeHOoCHON) — 1 1T,

MPOEKIMOHHBIN 3KpaH — 1.

HOYTOYK C BO3MOXHOCTBIO MOAKITIOUEHUS K ceTH «HTepHeTY;

komruiekT nuieHsnonnoro [1O (omepamuonnas cuctema - Windows 10 Pro, TekcToBBIit

penakrop - Microsoft Word 2016

3.2. UnopmanuoHHoe olecneveHue 00yde Husl

[lepeueHp pekOMEHIyeMbIX YdeOHBIX W3IaHWU, VIHTepHET-pecypcoB, MOMOJHHUTEILHOMN
JUTEpaTyphl

OcHoBHas UTEepaTypa:

1. BemkypoBa, A.b. JlokymeHTallMOHHOE OOECIEUYCHHE YIPaBICHHS: ydeOHOE MocoOue
JUISL CTYIEHTOB CpeaHero mpo deccrnonanpHoro oobpasosanus: [12+] / A.b. BemkypoBa. — Mockga,;
bepmun: dupexr-Memmna, 2020. — 170 c. : un., Tabm. — PexuM nocTyma: mo TOAMUCKE. —

URL.: https://biblioclub.ru/index.php?page=book&id=570999

2. ApacnanoBa, B.A. J[lokymeHTanmoHHOe oOecneYeHue YyIpaBlIeHUS: Y4eOHO-
MpPaKTHYECKOe MOoco0Me B cxemax, Tabimmax, obpasmax: [12+] / B.A. ApacinanoBa. — 2-¢ W31,
not. u nepepad. — Mocksa; bepnun: [{upexkr-Meaua, 2020. — 266 c.: ui., Tadn. — Pexxum nocryma:

o moammcke. — URL: https://biblioclub.ru/index.php?page=book&id=578394

3.Kyznenos, U. H. JlenonpounsBoacteo : yaebnoe nocodwue : [16+]/ W. H. Kysuenos. — 10-
e u3n. — Mocksa : JlamkoB u K°, 2021. — 406 c. : Tabn. — Pexxum pocTtyma: 1Mo MOANUCKE. —

URL.: https://biblioclub.ru/index.php?page=book&id=684221
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JlonmostHMTEIBHAS JINTEpaTypa:

1. JokymenTtoBenenue : mpaktukym : [16+] / coct. C. B. Munyk ; Jluneuxuii
rocynapcTBeHHbld nenarorndyeckuii yauBepcuteT um. II. I CemenoBa-Tsau-Illanckoro. —
Jlunenk : JIuneukuit rocynapcTBeHHbI negarorndyeckuii yuusepcuter umenu [LI1. CemenoBa-
Tan-IManckoro, 2020. — Yacte 2. — 50 c¢. : wi. — PexuMm pgocTyna: mo MOANUCKE. —

URL.: https://biblioclub.ru/index.php?page=book&id=619318

2. bezonacHOCTb 3JEKTPOHHOTO TOKyMEHTOOOOpOoTa : ydyeOHoe mocobue : [16+] /
I1. A. Tumenko, FO. M. Kazakos, P. A. ®ununnos [u ap.]. — Mocksa ; bepnun : Jlupekr-Menua,
2021. — 54 C. — Pexum JoCTyna: 1o IO CKE. —

URL.: https://biblioclub.ru/index.php?page=book&id=602225

3. ApacnanoBa, B.A. CiyxeOHbIe TOKYMEHTHI: OPMYIISPBI H IPUMEPBI 0(hOPMIICHHSL.
AnpOoM: yueOHO-TipakTHueckoe mocooue: [12+] / B.A. ApacmanoBa, E.C. bypmucrtpoBa. —
Mocksa; bepmun: Hupexkr-Memgua, 2020. — 108 c. — Pexxum pgoctyna: mo mHOANMCKE. —

URL.: https://biblioclub.ru/index.php?page=book&id=578396

JIeKTPOHHbIE pecypchl:

1. DnekTpoHHO-OMOMMOTeYHass cucTeMa «YHUBEpPCUTETCKas OuOnuorexka onnainy //

www.biblioclub.ru/

CnpaBo4HO-IpAaBOBbIE€ CHCTEMbI

1. Koncynbrant Ilntoc
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4. KOHTPOJIb U OLIEHK A PE3YJIbTATOB OCBOEHUSI YYEBHOIA
TUCLHUATLITUHEI

KOHTpO.TII) H OIICHKA PE3YyIbTAaTOB OCBOCHHS  OUCHUIINIMHBI  OCYHICCTBIISICTCA
nmpernogaBaTciieM B IIPOLECCE MPOBCACHU A ITPAKTUUCCKH X pa60T, YCTHOI'O 1 TMCBMCHHOTI'O OITpocCa,

a TaKKC BBIIIOJTHCHU A O6y‘IaIOIJ_[[/IMI/IC${ TCCTOBBIX 3az[aH1/1171, CaMOCTOSTEIILHOMN pa6OTBI.

Pesynbrarer 00yueHus @®opMBbI U METO/IbI KOHTPOJIS U OLEHKU
(OCBOEHHBIE YMEHUSI, YCBOCHHBIE 3HAHU ) pe3yNIbTaToOB 00y4eHUS

YMeHus:

0(opMIIATH TOKYMEHTAIIUIO B COOTBETCTBUHU | YCTHBIM M MUCHMEHHBIN OMpPOC;
C HOpMATUBHOM 0a30i, B TOM YHCIIE NPOBEpPKAa  BBIIOJHEHUS  CaMOCTOSTEIBbHOU
W CIIOB3Ys WH (JOPMAITMOHHBIE TEXHOIOTHUH; | pabOThI CTY/IEHTOB;

YHH (1)I/II_II/Ip0BaTB CUCTCMbI TOKYMCHTALINU,

OCYHICCTBJIATH XPAHCHHUC U ITOUCK
JOKYMCHTOB,

OCYILECTBIATH aBTOMATH3AIMI0 00paboTKI
JIOKYMEHTOB;

UCIIOJIb30B aTh TEJIEKOMM YHH KAI[HOHHBIC
TCXHOJIOTUH B 3JICKTPOHHOM
JTIOKYMEHTO0000pOTE;

3HaHud:

IMOHATHUC, HCJIU, 3ada491 U ITPUHIUIILI BBITTIOJIHCHUEC TCCTOBBIX 3a,Z[aHI/II71.
ACIIOIIPONU3BOACTBA,

OCHOBHBIC ITOHATHA JOKYMCHTAIMOHHOI'O
obecrieyeHus YIpaBJICHUS,

CHCTEMBI JOKYMEHTAIIHOHHOTO 00eCTICUeHU S
yIIpaBJICHUS;

Kl1aCCH (pI/IKaI_[I/IIO HAOKYMCHTOB;

TpeOOBaHUSI K COCTaBICHUIO U 0OPMIIEHUIO
JOKyMEHTOB;

OpraHU3aIUI0 JOKYMEHTO000pOTa: IpUEM,
00paboTKy, peTuCTpaIuio, KOHTPOIIb,
XpaHeHHUe JJOKyMEHTOB, HOMEHKIATYPY JeT,
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UMemb NPAKMUYECKuil Onblm: BBITIOJIHEHUE U 3alUTa TPAKTUUECKUX PadoT.
- OCYIIECTBIIATH O00pabOTKY BXOJSIIMX,
BHYTPCHHHX M HUCXOJSIMX JOKYMEHTOB,
KOHTPOJIb 3@ UX UCIIOJIHCHUCM,
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